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1. O01mue mo10KeHuS

1.1. Hacrosimas MHCTPYKUHUS IO BEIECHUIO JACIIONPOM3BOJCTBA B T'OCYIAPCTBEHHOM
aBTOHOMHOM THpo()eCcCHOHAIBHOM 00pa30BaTENbHOM YyUpexaAeHUH TroMeHCKON obnactu
«Tobonbckuii  MHorompoduiabHbI  TeXHUKYM» (mamee — [AIIOY TO «Tobonasckuit
MHOTONPOGUIBHBIA TEXHUKYM») pa3paboTaHa B cOOTBETCTBUM ¢ [IpaBmiamu opraHuzanuu
XpaHEHUs, KOMIUIEKTOBAHMS, yd€Ta M HCIOJIb30BAHMS JOKYMEHTOB ApPXHMBHOIO (OHIA
Poccniickonn @epepanuu M Apyrux apXWBHBIX JOKYMEHTOB B OpraHax roCyAapCTBEHHOMN
BJIACTH, OpraHaX MECTHOTO CAMOYIIPABIEHUS U OPraHU3alUAX, YTBEP)KJICHHBIMU MPUKA30M
MunucrtepctBa KynbTypsl Poccuiickoit @enepannu ot 31.03.2015 Ne 526 (nanee - IlpaBuina
xpanenusi), [OCTom P7.0.97-2016 «Cuctema ctannapToB 1o uHdopmaiuu, 6u0ImoTeuHOMy
U u3arenbckomy neny. OpraHu3almoHHO-pacoOpsSAUTeNbHas JoKyMeHTalus. TpeboBaHus K
odopMIICHHIO TOKYMEHTOB» (BBeaeH B neicTBue oT 1 mrons 2018 r.), IIpukasom PocapxuBa
ot 11.04.2018 Ne 44 «O06 ytBepxkaenuu lIpuMepHO MHCTPYKUHMHU O AEIONPOU3BOJCTBY B
rOCy/apCTBEHHBIX opraHu3auuax» (3apeructpupoBaHo B Muntocte Poccun 17.08.2018 Ne
51922), Ycraom 'AIIOY TO «TobGonbckuii MHOTOTPOGUIBHBIA TEXHUKYM» U JAPYTUMHU
HOPMaTUBHBIMU JOKYMEHTAMH.

1.2.  Hacrosimass WHCTPYKIUS pa3paboTaHa B  IEIAX  COBEPIICHCTBOBAHUSA
JICJIONPOU3BOJICTBA W TOBBIMIEHUS AS(O(PEKTUBHOCTH pabOThl C JOKYMEHTAMHU MyTeM
perinaMeHTauMi Ha €IWHOW IPaBOBOM M METOAUYECKOM OCHOBE NPaBWJI ITOATOTOBKH
JIOKYMEHTOB, TEXHOJOTMi pabOThl C HUMH, OpraHU3alUU HUX TEKYLIero XpaHEHUs Hu
noarotoBku K nepeaade B apxuB [AIIOY TO «To6onbckuit MHOTOPO(DUIBHBIA TEXHUKYM .

1.3. Hacrosimas HMHCTPYKLIMS YCTaHaBIMBaeT TPeOOBaHMS K JIOKYMEHTHPOBAHUIO
yIpaBICHYECKOW  JEATENIbHOCTH W OpraHM3anud  paboThl C  JOKyMEHTaMu B
nenonpoussojictBe ['AIIOY TO «To6onbckuit MHOTOIPOPUIBHBINA TEXHUKYM).

1.4. Tlonoxenuss Hacrosieldd HHCTPYKIMH pPacCHpOCTPAHAIOTCS Ha OpraHU3aIUIo
paboTBl C OpraHU3allMOHHO-PACTIOPAIUTEIBHBIMA JOKYMEHTaMU HE3aBUCUMO OT BHJA
HOCHTEJIS, BKJIIOYasi MOATOTOBKY, PErHUCTPALIMIO, YYET U KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB,
OpraHM3alMI0 UX TEKYIIEro XpaHEHWs, OCYULIECTBIISEMbIE C IMOMOIIbIO MHGOPMaLMOHHO-
KOMMYHHMKAIIMOHHBIX TEXHOJIOTHUH.

1.5. OcoOenHoct oOpraHumzanud paboOTbl € JOKYMEHTaMH, COJEpKalluMU
uH(OpPMALIMIO  OrpaHUYEHHOro  JocTyna  (MepCOHajbHbIE  JaHHblE W HMHYIO
KOHQUACHIMANbHYI0  WHGOPMAIMIO),  PETYJUPYIOTCA  OTIENbHBIMH  JIOKQJIbHBIMH
HOPMAaTUBHBIMU aKTaMu, yTBepxkaaeMbiMu gupektopom ['AIIOY TO «TobGonbsckuii
MHOTONPO(UIBHBIA TEXHUKYM.

1.6. Opranuzanus U COBEPIICHCTBOBAHME [EJIOMPOU3BOJCTBA HAa OCHOBE €IMHOMN
MOJUTHKU WM TPHUHLUIIOB, MPUMEHEHHE COBPEMEHHBIX HH()OPMAIMOHHBIX TEXHOJIOTUH B
paboTe ¢ JOKyMEHTaMH, METOJAWYECKOE PYKOBOJACTBO M KOHTPOJIb COONIONEHUS TOpsiaKa
pabotel ¢ npokymentamu B ['AIIOY TO «ToGonbckuii MHOronpouUIbHBIA TEXHUKYM)
BO3JIaraeTcs Ha 3aMECTUTENsl TUPEKTOpa Mo y4yeOHO-TPOU3BOJACTBEHHON paboTe (namee —
VIIP) T'AIIOY TO «To6onbckuit MHOTONPO(GUIBHBIN TEXHUKYM).

1.7. Benenue menonmpou3BOJCTBA U JOKyMeHTarmoHHoe obecnedyenue ['AIIOY TO
«Tobonbckuid  MHOrOompoUIbHBIA TEXHUKYM» BO3Jlaraercsi Ha JOKyMEHTOBelIa W
CHEIMAINCTA IO KaJIpaM.

JloxkymeHTOBE1:
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- mpuauMaeT Bxonsgmue JokymMeHThl ['AIIOY TO «Tobonbckuit MHOTOMPO(PUITHHBIHN
TEXHUKYM»;

- otpasisieT ucxopasmue 1okyMeHTsl [AIIOY TO «Tobonbckuit MHOTONPO(HIbHBIN
TEXHUKYM»;

- peructpupyetr Bxomsmme U ucxomsamme JokyMeHTHl ['AIIOY TO «Tobonbckwmii
MHOTOPO(GUIBHBIA TEXHUKYMY;

- OCYILECTBIISIET MPEABAPUTEIHLHOE PACCMOTpPEHUE BXOIAMUX JoKyMeHTOB ['AIIOY
TO «To6onbckuit MHOTOTIPOMDHUIBHBIA TEXHUKYM;

- pEerucTpupyeT NOJANMCAHHBIE NMPUKa3bl IO OCHOBHOHM JAESITEIbHOCTH, MPHUKA3bl MO
JUYHOMY COCTaBy, pacropsikeHus 1o ocHoBHou aesiteabHOCTH ['AIIOY TO «Tobonbckuid
MHOTONPO(UIBHBINA TEXHUKYM;

- perucTpupyeT HpOTOKOJbI 3aceJaHuil, COBEUIaHUM, MPOBOJUMBIX IMPU JUPEKTOPE
'ATIOY TO «ToGonbckuit MHOTOTIPODUITBHBIA TEXHUKYM;

- OCYILIECTBJISET BEACHME KOHTPOJS HCIHOJHEHUS JOKYMEHTOB, MpPOBEPSET
CBOEBPEMEHHOCTb JIOBEJICHUSI IOKYMEHTA (IIOPYUYEHHUSI) 10 UCTIOJIHUTEIIS.

Crnenuanuct 1o Kaapam:

- paspalaTbhiBaeT OJIAHKHM OPraHU3aLMOHHO-PACHIOPAIUTENbHBIX JOKYMEHTOB U
OCYIIIECTBIIIET KOHTPOJIb 3a TMPaBWIBHOCTHIO ucHoNb30Banus OnankoB [AIIOY TO
«Tobonbcknii MHOTOMPO(HIIBHBIA TEXHUKYM).

- cocraBnger cBoaHylo HomeHkiarypy agen [AIIOY TO  «ToGonbckwii
MHOTONPO(QUIBHBINA TEXHUKYM;

- TIpoBepsieT MPaBWIBHOCTH odopmienus u ¢opmupoBanus nen [AIIOY TO
«Toboapckuit MHOTONTPODUITEHBIN TEXHUKYMY;

- COCTaBIII€T ONUCHU JENl MOCTOSHHOTO CpPOKa XpaHEHUS M MO JUYHOMY COCTaBy
'ATIOY TO «To6onbckuit MHOTOIPOPUIbHBIA TEXHUKYM;

- COCTaBJIIET AaKThl O BBIJCIECHUHU K YHHUTOXEHUIO JOKYMEHTOB, HE MOJJIEHKAIIUX
xpanenuto, Ha aena [ATIOY TO «To6onbckuit MHOTOIPOPUIBHBIN TEXHUKYM);

- otBewaeT 3a pabotry apxuBa ['AIIOY TO «Tobonbckuii MHOTONpPO(MIHHBIN
TEXHUKYM).

1.8. OTBETCTBEHHOCTh 3a OpPraHU3ANMI0 PAOOTHI C JOKYMEHTaMH B CTPYKTYPHBIX
noapazaeneHusx IAIIOY TO «ToGonbckuit MHOrOnpo(UIbHBIM TEXHUKYM» BO3JIaraeTcsi Ha
PYKOBOJIUTENEH 3TUX MOAPA3AETICHUI.

1.9. lomxHOCTHBIE O0S3aHHOCTH, MPaBa U OTBETCTBEHHOCTH CHEIHAINCTA TI0 KaJpam
U PYKOBOJIUTENIECH CTPYKTYPHBIX TOJPA3AeIeHU, OTBETCTBEHHBIX 32 OpraHU3aIUI0 pabOTHI C
JOKyMEHTaMHU, ONIPEACIISIOTCS JOJDKHOCTHBIMU HHCTPYKIIASIMH.

1.10. PyxoBogutenu ctpykrypHbeix mnoapazaeneHuii ['AIIOY TO «Tobonbckuit
MHOTONPOMUIBHBI TEXHUKYM», B CJIy4ae YBOJIbHEHHUS COTPYJHUKA WIM TEepexoaa Ha
Ipyryto paboTy, yxoJla B OTHYCK OOecHeqHBalOT MOJIHYIO Meperayy BCeX YHUCIHSIIMXCS 3a
JAHHBIM COTPYJAHUKOM IO HOMEHKJIAType JeJd M HEHUCIOJHEHHBIX JTOKYMEHTOB PaOOTHHKY,
BHOBb HAa3HAYCHHOMY Ha JaHHYIO JOJDKHOCTh, WJIH PaOOTHHKY, Ha KOTOPOTO BPEMEHHO
BO3JIO)KEHO HCIIOTHEHHE OOS3aHHOCTEH COTpPYIHHUKA, BPEMEHHO OTCYTCTBYIOIIETO Ha
pabouemM MecTe.

[Tpu cmene cnenmanucra no kagpam ['AIIOY TO «ToGonbckuii MHOTOMPO(HUIBHBIN
TEXHUKYM» COCTaBJISIETCA aKT IpHeMa-nepeaadyn JOKYMEHTOB U JIeJ.

1.11. Copepxanue CIoyKeOHBIX JIOKYMEHTOB HE TMOJUICKHUT Pas3rJalleHUo.
BzaumopelictBue co cpeactBaMM MaccoBOM HH(oOpMaiuu, mepeaada MM Kakoi-I1u0o
nH(OPMAIIMK WK JOKYMEHTOB U WX KOMHUI JOIMTyCKAETCs TOJIBKO C pa3pelieHus AUPEKTOpa
'ATIOY TO «Tob6oabckuii MHOTONPO(MIBHBIN TEXHUKYM.



Pa6otnuku T['AIIOY TO «ToGonbckuii MHOTOMPO(HMIBHBIA TEXHUKYM» HECYT
TUCUUIJIMHAPHYIO, AJMUHUCTPATUBHYI0 U WHYIO, YCTaHOBJIEHHYIO 3aKOHOJATEIbCTBOM
Poccniickoint denepanny, OTBETCTBEHHOCTh 34 HAPYIIEHUE CPOKOB XPAHEHHs JTOKYMEHTOB,
yTpaTy U HECAHKIIMOHUPOBAHHOE YHUUTOKEHHUE CITYKEOHBIX JOKYMEHTOB.

1.12. Ilpm yTpaTe [OOKYMEHTOB pPYKOBOJMTENb CTPYKTYPHOI'O TIOJpa3/eiICHUs
uHpopmupyer 3amecturens ampektopa 1o  YIIP  TAIIOY TO  «Tobomsckuit
MHOTOIPO(UIBHBIN TEXHUKYM», IIOCJIE YETO OPraHU3yETCs PO3bICK JOKYMEHTOB.

Ecnn po3bICK JOKYMEHTOB HE JAaeT pe3yibTaTa COCTAaBJISETCA AaKT, B KOTOPOM
YKa3bIBAIOTCSI JTAHHBIE YTPAuyE€HHOTO TOKYMEHTa, a TakXe OOCTOATENhCTBA, MPU KOTOPHIX
MpPOM30LUIA yTpaTa, IOCIE 4YEero MNPEeANPUHUMAIOTCS MEpbl IO 3aMEUIEHUI0 JaHHOIO
JOKYMEHTA 3aBEPEHHOMN KOIMEH TOKYMEHTA.

1.13. Hacrosimas unctpykiust yrBepxkaaetcs npukazom ['ATIOY TO «ToGonbckuit
MHOTONPOMUITBHBIA TEXHUKYM.

1.14. IlpaBuiia paboThl C JOKYMEHTAMH B CUCTEME 3JIEKTPOHHOTO TOKYMEHTO00OpOTa
'ATIOY TO «Tob6onbckuii MHOTONPOPWIBHBIA TeXHUKYM» (nmaiee - CDJI) u HHBIX
WH(OPMAIIMOHHBIX CHUCTEMaX, B KOTOPBIX OCYIIECTBISETCS CO37aHHe (BKJIIOYCHHE) U
XpaHEHUE JOKYMEHTOB, HE JOJKHBI BXOJIUThH B MPOTHUBOpEUHE ¢ MosoxkeHussMu HacTosiein
WHCTPYKIIHH.

1.15. BHOBb mpuHSATBIE PaOOTHUKHU JOJKHBI OBITH O3HAKOMJICHBI C HACTOsIIEH
WNHcTpykuueil B TedUeHue AByX HENENb.

II. JlokyMeHTHpOBaHME YIIPABJICHYECKON AeATeJIbHOCTH

2.1. B cooTBercTBUM € 3akoHOAATeNbCTBOM Poccuiickont denepanuu, JOKaIbHBIMU
HopMatuBHbIMU akTamMu B ['AIIOY TO «Tob6onbckuii MHOTONPOGUIBHBIA TEXHUKYM»
W3MIAI0TCS  OPTaHU3AI[MOHHO-PACTIOPSIUTEIbHBIE  JTIOKYMEHTBHI  (NIPUKa3bl, IOJIOKCHHSI,
MpaBuiia, TPOTOKOJIbI, AKThI U T.1.)

2.2. OpraHu3aoOHHO-PACTIOPSIUTEIbHBIC TOKYMEHTHI, CO3/1aBa€MbIe B JCSATEILHOCTH
I'ATIOY TO «Tob6onbckuii MHOTOIPOPMIBHBIA TEXHUKYMY, JTOJDKHBI OBITH O(OPMIIEHBI TIO
MpaBuiaM, yCTaHOBIEHHBIM HacTosieln nHCTpyKIHE.

Baocuth  kakue-nubO  ucmpaBiieHWs WM J00aBJEHUS B TOJANKMCAHHBIC
(YTBEpKJE€HHBIE) TOKYMEHTBI HE JOYyCKAETCH.

2.3. Ocobennoctu opopmiieHUsI JOKYMEHTOB, co3aaBaeMbix B Oyxrantepun ['AIIOY
TO «Tobonbckuit MHOTOMPOMUIBHBIA TEXHUKYM» W OTPAKAMOIIUX CHEHUPUKY €ro
JICSTEIIbHOCTH, a Tak)Ke TpaBWia OpPTraHW3aluu paboThl ¢ JaHHBIMH JOKyMEHTAMH
YCTaHABJIMBAKOTCA OTIECIbHBIMU JIOKAJbHBIMM HOpMaTtuBHbIMU aktamu ['AIIOY TO
«Toboabckuil MHOTONPO(PUITBLHBIN TEXHUKYM.

2.4. Coszmanue pokymeHtoB [AIIOY TO «Tobonbckuit MHOTOMPOQPUIHHBIN
TEXHUKYM», B TEJISIX TOBBIMIEHUS dPdekTuBHOCTH ucnonb3oBanus COJl, ocymecTBusieTcs ¢
MCIOJIb30BAHMEM IA0JIOHOB OJJTAHKOB JOKYMEHTOB U IIa0JIOHOB JJOKYMEHTOB.

DNeKTpOHHBIE MIa0JIOHBI OJIAHKOB JOKYMEHTOB JOJDKHBI OBITh MJICHTHYHBI OJIAaHKaM
JIOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE.

2.5. JHoxymentsr ['AIIOY TO «TobGonbckuii MHOrOmpoQWIBHBIA TEXHUKYM»
oOopMIIAIOTCS Ha OJTaHKaX WJIM CTaHAAPTHBIX JHCTax Oymaru ¢popmata A4.

2.6. lna cozmanms gokymeHToB B ['AIIOY TO «ToGonbckuit MHOTOmpoQHIbHBIHN
TEXHUKYM» UCTIOJIB3YIOTCS:

- 00wt 6imank (mpusoxenue Ne 1);
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- OJ1aHK MHMChMa C MPOIOIBHBIM PACIIOIOKEHUEM PEKBU3UTOB (Ipriioskenue Ne 2);
- OJIaHK TTMChMa C YTJIOBBIM PacIOJIOKEHHEM PEeKBU3UTOB (Tpuiioxkenue Ne 3);

- OJIaHK MpUKa3a M0 OCHOBHOM JesITeIbHOCTH (Tpuiioxkenue Ne 4);

- OaHK pacnopsbkeHus (mpuitoxxenue Ne 6).

2.7. llpu n3nanuy TOKYMEHTOB Ha CTaHJAPTHHIX JucTax Oymaru A4 (210x297 mM) Ha
HUX BOCIIPOM3BOISTCS PEKBU3UTHI, HEOOXOAUMBIE ISl JOKYMEHTOB KOHKPETHOTO BHJA WIIU
Pa3HOBUHOCTH.

2.8. IIpoekTtupoBaHue OJAHKOB JOKYMEHTOB OCYILECTBISIETCS B COOTBETCTBUU C
I'OCT P 7.0.97-2016 «Cucrema cranmaptoB 1o uHMOpMaAIUU, OHOIHMOTEUYHOMY U
u3narenbckomy Jerny. OpraHu3alMOHHO-pacnopsauTeNnbHas JOKyMeHTauus. TpeOoBaHus K
0(pOPMIICHUIO JOKYMEHTOBY.

2.9. bnanku pokymentoB ['AIIOY TO «Tobonbckuii MHOTONIPO(PMIBHBIN TEXHUKYM)»
M3TOTaBIMBAIOTCA C TIOMOIIBI0O KOMIBIOTEPHOU TEXHUKH.

2.10. JoKyMeHTBl M3rOoTaBIMBAIOTCS Ha OyMa)XHOM HocuTene U B (opme
ANEKTPOHHBIX JTIOKYMEHTOB C COOJIOJIEHMEM YCTAaHOBIEHHBIX MpaBuil  OhOpPMIIECHUS
JIOKYMEHTOB.

2.11. Hoxymentsl ['AIIOY TO «To60abCKkuii MHOTONPO(UIBHBIA TEXHUKYM»,
odopMIIeHHbIE KaK Ha OlaHKe, Tak ¥ 0€3 HEero, JOJKHBI UMETh MOJIsl HE MEHEE:

20 MM - 1€BOE;
10 MM - mpaBoe;
20 MM - BepxHee;
20 MM - HUXKHEE.

JIoKyMeHTbI AIUTeNnbHbIX (CBbIIIE 10 JIET) CPOKOB XpaHEHUs JIOJKHBI UMETh JIEBOE
nosie He MmeHee 30 MM.

2.12. JIoKyMEHTBI, U3JJaBA€MbIE COBMECTHO OJIHOM WJIM HECKOJIbKUMU OpPraHU3alUsIMU,
oQOpPMIISIFOTCSL Ha CTAaHIAPTHBIX JIMCTaX Oymard ¢ BOCIPOHM3BEIICHWEM PEKBHU3UTOB BCEX
OpraHu3alui, y4acTBYIOIINX B U3JJaHUU JOKYMEHTA.

2.13. Ilpm mnDOArOTOBKE JOKYMEHTOB JIOIYCKA€TCS MCIOJb30BAHHE JIMIIEBOM U
000pOTHOM CcTOpOHBI JHcTa. [IpuM NBYCTOPOHHEM CO3JaHUU JOKYMEHTOB IIMPHUHA JIEBOTO
MOJISE Ha JIMIIEBOM CTOPOHE JIUCTa M MPABOTO IMOJsI HA OOOPOTHOW CTOPOHE JHCTA JOJKHBI
OBbITH PABHBI.

2.14. Ilpu co3gaHuu JOKyMEHTa Ha JIBYX M 0oJiee CTpaHUIIaX BTOPYIO U MOCJIEAYIOIINE
CTpaHUIbl HyMepytoT. Homepa cTpaHull OpPOCTaBISIOTCS MOCEPEAMHE BEPXHEro MO
JOKYMEHTa Ha paccTosiHuU 10 MM OT BEpXHEro Kpast JIUCTa.

2.15. Jlma W3roToOBICHUSI JOKYMEHTOB MPEANMOYTUTEIBHBIMU TapHUTYpaMHU W
pazMepamu MPUGTOB I PEKBU3UTOB IOKYMEHTA SIBIISIFOTCSI:

Times New Roman Ne 13, 14,

Arial Ne 12, 13;

Verdana Ne 12, 13;

Calibri Ne 14 v npuOIvXeHHbBIE K HUM.

[Tpu cocTaBiaeHUM TaOIUI] TOMTYCKACTCS HCIIOIb30BaHNE MIPU(TOB MEHBIITNX Pa3MEPOB
—No Ne 10, 11.

2.16. AG3auHbIif OTCTYN B TEKCTE JOKyMeHTa - 1,25 cM.

3arojoBKU pPa3feioB M TMOJPa3/IeNioOB IEYaTaloTcss C a03alHbIM OTCTYIIOM WM
LHEHTPUPYIOTCS N0 IIUPUHE TEKCTA.

2.17. Tekct nokymeHTa nevaraercss depe3 1 - 1,5 MexCTpouHbIX MHTEpBasia. TekcT
JIOKyMEHTa BBIPABHUBAETCS MO IIMPUHE JKCTa (MO TPaHUILAM JIEBOTO U MPABOTO IMOJeH
JIOKYMEHTA).
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MHoOrocTpouHble PEKBU3UTHI MEYATAIOTCS Yepe3 OAMH MEKCTPOUHBIM HHTEpBal,
COCTaBHbIE YaCTHU PEKBU3UTOB MOTYT Pa3AeNATbCS JOMOIHUTEIbHBIM HHTEPBAIOM.

Eciu 1oKkyMeHT TroTOBUTCA [ HM3AaHMS C YMEHBbUIEHHMEM MaclTaba, TEeKCT
reyaraercs 4yepes JiBa MHTepBaa.

WuTepBan Mexay OykBaMH B clIOBax - OObIYHBIN. VHTEpBa MEXIy COBaMH - OJUH
npoGer.

CTpOKM pEKBHM3UTOB BBIPABHUBAIOTCA IO JIEBOW TPAHULE 30HBI PACHOJOKEHUS
PEKBHU3UTA WM EHTPYIOTCS OTHOCUTEIBLHO CAMOM IJTMHHOM CTPOKH.

JlnuHa caMoil AJTMHHOM CTPOKM PEKBU3UTA MPU YTIOBOM PACHOJIOKEHUH PEKBU3UTOB
He O6oxee 7,5 cMm.

JlnuHa camoll UIMHHOM CTPOKM pEKBHU3UTAa INPH IPOJOJIBHOM PACHOJI0KECHUU
PEKBU3HUTOB He Oosee 12 cm.

2.18. JlomyckaeTcsi BBIACNATH TOMY>KUPHBIM IIPUGTOM PEKBU3UTHI «ajapecary,
«3aroJI0BOK K TEKCTY» WIH «IIOJIUCHY», a TAK)KE OT/IEIbHbIE (DparMeHThl TEKCTA.

2.19. Tlpu mOATOTOBKE MHOTOCTPAHHYHBIX JOKYMEHTOB O(OPMIISIETCS TUTYJIbHBIN
JIUCT.

2.20. CocrtaB pPEKBU3UTOB, HCHOJIB3YEMbIX i OQOPMIIEHUS JIOKYMEHTOB,
orpezenseTcs BUIOM (Pa3HOBUIHOCTHIO) OPraHU3allMOHHO-PACIIOPAIUTENBHOTO TOKYMEHTA.

2.21. IIpu nmoaroroBke nokymeHToB ['AIIOY TO «Tobonbckuii MHOTONIPOQUIbHBIN
TEXHUKYM» HCIOJIb3YIOTCS CIIETYIOIINE PEKBU3UTHI:

a) rep6 TromeHckol obOnacTu;

0) HauMEeHOBaHUE OPTaHMU3AIUH - ABTOPA IOKYMEHTA;

B) CIIpaBOYHbBIE JaHHbIE 00 OpraHU3alNy;

I') HAMMEHOBaHUE BU/A TOKYMEHTA;

1) 1ata TOKyMEHTa;

€) PErUCTPALMOHHBII HOMEpP TOKYMEHTA;

) CCBIJIKA Ha PETUCTPALIMOHHBIN HOMEP U JIaTy MOCTYNHBILETO JOKYMEHTA;

3) MECTO COCTaBJIEHMS (U3AaHUSI) JOKYMEHTA;

1) ajpecar;

K) Tpu( yTBEP>KICHUS JOKYMEHTA;

J1) 3ar0JIOBOK K TEKCTY;

M) TEKCT JIOKYMEHTAa;

H) OTMETKa O MPUJIOKEHUU;

0) rpud cormacoBaHusi JOKYMEHTA;

) BU3a;

p) OAIMKCS;

C) OTMETKa 00 AJIEKTPOHHOM MOAIHUCH;

T) MeYaTh;

y) OTMETKa 00 HUCIIOTHUTENE;

¢) oTMeTKa 0 3aBEpEHUU KOTIHU;

X) OTMETKa O MOCTYIUIEHUH TOKYMEHTA;

11) PE30JIFOITHS;

Y) OTMETKAa O KOHTPOJIE;

II) OTMETKA O HAaNpaBJICHUH JOKYMEHTA B JEJIO.

2.22. bnank npukasa (pacnopspkerus) [AIIOY TO «ToGonbckuit MHOTOTTPOQUITBHBII
TEXHUKYM» JOJKEH BKJIIOYATh PEKBU3UTHI:

- rep6 TroMeHcKkol 06macTy;

- HAMMEHOBaHUE OpraHU3alluu - aBTOPa JIOKYMEHTA;



- HAUMEHOBAHNE BU/JIA IOKYMEHTA;

- MECTO COCTABJICHHUSI WJIA U3AaHUS JOKYMEHTA;

- OTMETKHM JUIsl pa3MELIEHUs PEKBU3UTOB «JaTa JTOKYMEHTa», «PErHCTPaIllMOHHBIN
HOMED JOKYMEHTa».

2.23. bnank mucema ['AIIOY TO «TobGonbckuit MHOTOMPO(HIBHBIA TEXHUKYM
JOJKEH BKJIIOYATh CIEAYIONINE PEKBU3UTHI:

- rep6 TromeHckoit o6nacTu;

- HAUMEHOBAaHNE OPraHU3alliy - aBTOPa TOKYMEHTA;

- cipaBouHble gaHHbIe 0 [[AIIOY TO «To6omabckuit MHOTONTPO(PUITBHBIN TEXHUKYM;

- OTMETKH JUIsl MPOCTaBJICHUSI PEKBU3UTOB «JlaTa JOKYMEHTa», «PErHCTPAl[MOHHBIN
HOMEpP JIOKYMEHTa», «CChUIKAa Ha PETHCTPAllMOHHBIAI HOMEp M JaTy IOCTYIHBILErO
JOKYMEHTa».

2.24. Buaytpennne nokymeHTsl ['AIIOY TO «ToGonbckuit MHOTONPOQUIbHBIN
TEXHUKYM», OpopMisieMble HE Ha OJaHKe, JOJDKHBI COJAEpkKaThb COOTBETCTBYIOIIME BUIY
JOKyMEHTa PEKBU3UTHI.

2.25. Hanmenosanne ['ATIOY TO «ToGonbckuit MHOTONIPOQUMIBHBIA TEXHUKYM» Ha
OaHke JIOKyMeHTa cooTBeTcTByeT HammeHoBaHuto [AIIOY TO  «Tobonsckuit
MHOTONpO(UIBHBIM TeXHUKYM» B YcTaBe. Ha OiaHkax JOKYMEHTOB YKa3bIBaeTCs MOJIHOE
odpunmansaoe HaumeHoBanue ['AIIOY TO «Tob6onbckuit MHOTOMTPO(HIBHBIN TEXHUKYM» C
yKa3aHHEM €ero OpraHu3allMOHHO-NpaBoBOi ¢opMmbl, Haa HauMmeHoBanuem ['AIIOY TO
«ToboabcKHUi MHOTONPOQPHMIBHBIA TEXHUKYM» YKa3bIBAa€TCSI HAMMEHOBAHHE BBILLIECTOSILEH
opranmzanuu, noja HauMmeHoBanueM [AIIOY TO «TobGonbckuii MHOTONPOPUIBHBIN
TEXHUKYM» B CKOOKax YKa3bIBAaeTCsl COKpPALICHHOE HaWMEHOBAaHME, IPEAyCMOTPEHHOE
¥YcraBoMm.

2.26. CnpaBouHble AaHHbIE 00 OpraHW3allMM YKa3bIBAIOTCA B OJIAaHKAaX THUCEM H
BKuIO4aroT: TouToBhIid agpec 'AIIOY TO «TobGonbckuit MHOTOMPO(HUIBHBIN TEXHUKYM;
HOMep TenedoHa, ¢akca, aapec IUEKTPOHHOM TIOUYThI, CETEeBOW ajpec, a TaKkkKe KOJ
opranmzanuu 1no OOmepoccuiickoMy KiaccuukaTopy NpeanpUsATHl U OpraHU3alMi
(OKIIO), ocHOBHOI rocyAapCTBEHHBII perucTpauroHHbli HoMep opranuzauuu (OI'PH) u
UICHTHU(PUKAIMOHHBIA HOMEDP HAJIOTOTUIATEIBIINKA/KOJ] IPUYUHBI TOCTAHOBKY HA HAJOTOBBIN
yuet (MHH/KIIIT).

2.27. HaumeHoBaHHME BHJAa JOKYMEHTa YKa3blBAa€TCi Ha BCEX JOKYMEHTaX, 3a
UCKITFOUEHUEM JIETIOBBIX (CITY>KEOHBIX) MUCEM, pacroiaraetcs noj HaumeHnoBanueM ['ATIOY
TO «Tob6onbcKuit MEOTOIPO(PUIBHBIN TEXHUKYM.

2.28. Jlata nokymeHTa JOJKHAa COOTBETCTBOBATh AAaTe MOANUCAHUS (YTBEPXKIACHHUS)
JOKYMEHTA WIH (B IPOTOKOJIAX) JaTe COOBITHS, 3a()UKCUPOBAHHOTO B IOKYMEHTE.

Jlata NOKyMeHTa 3allMChIBAETCSl B IIOCIIEIOBATEIBHOCTU: JIEHb MECSLA, MECAL, TOJ
OJIHMM M3 JIBYX CIIOCOOOB:

- apabckumu 1udpamu, pazaeneHHbIMU Toukoit: 05.04.2019;

- cnoBecHO-IU(GPOBBIM criocodom: 5 ampens 2019 r.

Ha nokxymenrtax, odopmisieMblx Ha OlaHKe, JaTa JOKYMEHTa IMPOCTAaBISIETCS IOJ
PEKBU3UTAMU «HAMMEHOBAHME BHJAAa JIOKyMeHTa» (B OJaHKax KOHKPETHBIX BHJOB
JTOKYMEHTOB) M «CIPAaBOYHBIE JaHHbIE 00 opraHu3aum» (B OJTaHKax MHCEM).

JlaToii n1OKyMeHTa, W3JAHHOTO COBMECTHO JAByMs WiIH Oojiee OpraHu3alusIMU
(IOJKHOCTHBIMU JIMIIAMM), SIBIISIETCS JaTa MOJIUCAHUS TOKYMEHTA MOCIEAHEH CTOPOHOM.

2.29. PeructpauilioHHBIM HOMEP JOKYMEHTa - IU(PPOBON MACHTU(PHUKATOP TOKYMEHTA,
COCTOSILIIMI U3 MOPSAKOBOrO HOMEpA I0KYMEHTA.

Ha pokymeHTe, COCTaBIIEHHOM COBMECTHO JByMs U Ooyiee OpraHu3alusMH,



IPOCTABIISIIOTCA ~ PErUCTPAllMOHHBIE HOMEpa JOKYMEHTa, IIPUCBOCHHBIE KaXIOW U3
opraHusanui. PeructpanmoHHele HOMEpa TMPOCTABISAIOTCS B  MOPSAKE  YKa3aHUA
HAaMEHOBAHUMN OpPTraHU3allMil B 3ar0JIOBOYHON yacTu (rpeaMOyrie) JOKYMEHTa U OTAEISIOTCS
IpYT OT Ipyra KOCOM 4epTOMu.

2.30. Ccpuika Ha PETHCTPALIMOHHBIA HOMEP W JaTy MOCTYIHMBIIErO JIOKYMEHTA,
COCTOAIIAsl U3 PETUCTPALMOHHOTO HOMEpa M JaThl BXOJSALIErO JIOKYMEHTAa, Ha KOTOPBIH
JIaeTCsl OTBET, IPOCTABJISETCS B BUAE OTMETKU «Ha N ... om ...» B OlaHKe IUChMA.

B TekcT nuckMa-oTBETa CBEAEHUS O PErUCTPAlMOHHOM HOMEPE U JaTe MOCTYIUBILIETO
NMChMAa HE BKIIFOUAIOTCSI.

2.31. Mecto coctaBieHus (M3/1aHUs) JOKYMEHTA YKa3bIBa€TCs BO BCEX JOKYMEHTax,
KpOME JIeJOBBIX  (CIIy’)KEOHBIX) MHCEM, BHYTPEHHUX HWH(POPMALUOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

Mecto cocraBiienus (M31aHKs1) JOKyMEHTa YKa3bIBA€TCSI B COOTBETCTBUU C IPUHSITHIM
aJIMUHHCTPATUBHO-TEPPUTOPHAIIBHBIM JiefieHueM: T. ToO0IbCK.

2.32. Anpecat - peKBH3UT, UCIIOIB3YEMBIH MpH O(POPMIICHUN JIETOBBIX (CITYKCOHBIX)
MMceM, BHYTPEHHUX UHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AJnpecatoM JOKyMEHTa MOKET OBIThb OpraHu3anus, CTPYKTYpPHOE MOJpa3jeiieHue
OpraHMu3aly, TOJKHOCTHOE WIH (PU3UYECKOE JTULIO.

PexkBusur «agpecat» odopmisercs Ha OJaHKE C  YIJIOBBIM  PAaCIOIOKEHHEM
PEKBH3UTOB - B BEpXHEH TIPaBOW 4YacTH JIOKyMEHTa, Ha OJaHKe C MPOJOJIbHBIM
pacHoio’)KEHUEM pPEKBU3UTOB - CIpaBa MoJA pekBU3UTamMHu OnaHka. CTpPOKM pEKBHU3UTA
«azpecar» BBIPABHUBAIOTCA [0 JIEBOMY Kpal0 WM UEHTPYIOTCS OTHOCUTEIBHO CaMOM
JUIMHHOM cTpoKu. B ogHOM JOKyMeHTe He MOJKHO ObITh Oosee 4 anmpecatoB. [lpu Gombiiem
KOJIMYECTBE aJpecaToB OQOpPMIISETCS CHUCOK PACCHUIKH, COCTaBJICHHBIMA W TOJMUCAHHBIN
WCIIOJIHUTENIEM, Ha KOTOPOM MPOCTABJISIIOTCS JaThl PACCHUIKH.

IIpu angpecoBaHMM JOKYMEHTa pPYKOBOAMTENIO (3aMECTUTENI0 PYyKOBOJIUTEINS)
OpraHM3alUy YKa3bIBaIOTCS B JATEIbHOM MaJieK€ HAMMEHOBAHME JOJKHOCTU PYKOBOAMUTENS
(3amecTuTeNs PYKOBOAMTENS), BKIIOYAIOIIEe HAMMEHOBAHME OpraHu3aluu, (aMuiuio,
MHULMANBI JOJHKHOCTHOrO nia. Hanpumep:

Jlupexmopy oenapmamenma
00paz06aHusl U HAYKU
Tomencrou obracmu

Damunusa U.O.

IIpu agpecoBaHuy MUCbMa B OPTAHU3ALMIO YKA3BIBAETCS €€ IOJHOE UM COKPAIICHHOE
HaVMEHOBAaHUE B UMEHUTEIILHOM I1AJIEKE.

[Ipn anpecoBaHMM [OKYMEHTa B CTPYKTYPHOE MOJpa3/e/ICHHEe OPraHu3aluUd B
PEKBU3HUTE «aJapecaTy yKa3bIBalOTCS B MMEHUTEIBHOM NaJeKe HAMMEHOBAHUE OpraHU3aluu,
HIDKE - HAMMEHOBAaHNE CTPYKTYPHOTO noapasaenenus. Hanpumep:

Jlenapmamenm obpazosanus u HayKu
Tromenckotl obnacmu
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Vnpasnenue npogeccuonanvroco
obpazoeanus

[Ipyu agpecoBaHMM THUCbMAa  PYKOBOJAUTENIO  CTPYKTYPHOTO  IOAPA3ACIICHUS
YKa3bIBalOTCSI B UIMEHUTEIBHOM MaJ€KE HAUMEHOBAaHUE OPraHU3allU, HHKE - B JATE€IbHOM
Nnaje’)ke HAaMMEHOBAaHUE  JIOJDKHOCTH  PYKOBOJMTENS, BKJIIOYAIOIIEE HaWMEHOBaHUE
CTPYKTYpPHOTI'O nojipasaenenus, pamuinto, nauuuaisl. Hanpumep:

Henapmamenm obpazosanus u HayKu
Tromenckotl obracmu
Hauanvnuky ynpasnenus
npogheccuoHanbHo20 0OPaA308aHUs
Damunus U.0.

[lepen dammnmeit AOMKHOCTHOTO JHUIA JIOMYCKAETCS YHOTPEOJSATh COKpAIICHHE
«e-Hy» (TOCNONMHY), €CIH ajpecaT MY>KYWHA, WU «2-dcey» (TOCIOXKE), eciu aapecar
KEHIIMHA, HATIPUMED:

e-Hy @amunus U.O.
e-arce Pamunus M.0.

B pexkBusure «agpecar», HE3aBHUCHMO OT TOrO, KOMY aJpECOBAaH JIOKyMEHT,
JOJDKHOCTHOMY JIMIYy WM (PU3HMYECKOMY JHIY (TpakJaHUHY), MHULUAIBI CTaBSTCS IOCIHE
bamunuu.

[Tpu pacceuike TOKyMEHTa TpyIlre OpraHu3aluil OJTHOTO THMA WJIA B CTPYKTYpHBIE
MoJIpa3ieNIeHHst OTHOM OpraHu3aliy, aapecaT yKkasbiBaeTcst 0000menHo. Hanpumep:

3asedyrowum omoenenuti
T'AIIOY TO «Tobonvckuil
MHO2ONPOPDUNLHBIL MEXHUKYM»

IIppu pacceuike JOKyMEHTa HE BCEM  OpraHu3alUsAM HIA  CTPYKTYPHBIM
MOJPA3ACTICHUSM IO PEKBU3UTOM «ajapecar» B CKOOKAaxX YKa3bIBACTCS: «(HO CHUCKY)».
Hanpuwmep:

3asedyrowum omoenenuti
T'AIIOY TO «Tobonvckuil
MHO2ONPOPUNLHBII MEXHUKYM»
(no cnucky)

Crncok PpacCCbUIKKN COCTABJIACTCS UCIIOJTHUTCIICM.

Ecau mnmceMo HampapJIACTCd B OpPraHnu3aluio WKW AOOJDKHOCTHOMY JIMIY W JJIA
CBCACHUA CUIC PALY OpFaHI/ISaHHﬁ WIN OOJIKHOCTHBIX JIMII, 06mee KOJIMYCCTBO aaApCCaTOB HC
JOJI2KHO ObITH OoJIce YCTBIPCX, IIPU ITOM OCHOBHOM aJpecaTr YKa3bIBACTCA IICPBBIM, CJIIOBO
«Konusy» nepea BTOpbIM, TPETbUM, YCTBCPTHIM aApecaTaMu HE IICHaTaCTCs.

B cocras PCKBU3UTA «adpecar» MOKCT BXOIAUTH MOYTOBBIMN aJapcc. DJIEeMEHTBI
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IIOYTOBOT'O aJpeca YKAas3plBalOTCA B IIOCIEIOBATEIBHOCTH, YCTaHOBJIECHHON IIpaBuiamu
OKa3aHHs YCIyI IIOYTOBOW CBSI3M, YTBEPKICHHBIMHM IPUKAa30oM MUHHUCTEpCTBA CBS3U H
MaccoBbIX KoOMMyHuKanui Poccniickont @enepanyu ot 31 urons 2014 r. Ne 234:

a) Uil IOPUIMYECKOr0o JHIla - TOJHOE WIM COKpAllleHHOE HauMEHOBaHue (Ipu
HAJIMYMHN), U TPaXKAAHNUHA - (paMUiIMs, UMs1, OTYECTBO (IIOCIIEeAHEE IPU HATMYHHN);

0) OaHKOBCKME PEKBU3UTHl (A7 TOYTOBBIX  IEPEBOJOB,  HAIPABIIIEMBIX
IOPUANYECKOMY JIUILY WIIM IPUHUMAEMBIX OT IOPUINYECKOTO JUIA);

B) Ha3BaHME yJIUIbI, HOMEp JOMa, HOMEp KBapTUPBI;

I') Ha3BaHUE HACEJIEHHOTO ITyHKTa;

1) Ha3BaHUE pailoHa;

€) Ha3BaHHE pecIyOInKH, Kpasi, 001acTH, aBTOHOMHOTO OKpyra (00Jj1acTu);

) Ha3BaHUE CTPaHbI (151 MEXKAYHAPOIHBIX TOYTOBBIX OTIIPABJICHUN);

3) HOYTOBBIA NHJIEKC.

[TouToBBIi anpec HE yKa3bIBAE€TCA B JOKYMEHTAax, HalpaBlII€MbIX B BBICIIME OPIaHbI
BJIACTH, BBILIECTOSIINE OPraHMU3ALMU U TMOCTOSHHBIM KOPPECHOHIEHTaM (3a HCKIIOUEHHEM
HaIIpaBJICHUs ITNCEM yKa3aHHBIM aJjpecaTaM B KOHBEpPTaxX ¢ IPO3pavyHbIMU OKHAMH).

[Ipn oTmpaBke NUChbMa IO AJIEKTPOHHOW MoYTe WM (haKCUMWIBHOM cBsA3U (0e3
JOCBUIKM 10 TIOYTE) MOYTOBBIM agpec He ykasbiBaeTcs. [Ipm HEOOXOIUMOCTH MOXKET OBITh
yKa3aH 3JIeKTpOHHBIN ajipec (HoMmep Tenedona/pakca). Hanmpumep:

I'BYTO I'A 6 2. Toboavcke
tobarhivi@mail.ru

2.33. I'pud yTBepxkaAeHMS JOKYMEHTa MpPOCTaBIsSETCS Ha JOKYMEHTax B IPaBOM
BEPXHEM YIJIy MEpPBOIO JUCTA NOKyMEHTAa. CTpPOKM PEKBU3HUTA BBIPABHHMBAIOTCS I10 JIEBOMY
Kparo WIH LEHTPYIOTCS OTHOCUTEIBHO CaAMOW JUIMHHOM CTPOKH.

[Ipu yTBepk)A€HUM JAOKYMEHTa COOCTBEHHOPYUYHOH MOJMHUCHIO AOHKHOCTHOTO JIMIIA
rpud yrBepxkaeHusi cocrout u3 ciosa «Y TBEPXIAK», HauMeHOBaHUS JOKHOCTHU JIMIIA,

YTBEPKIAIOMIETO JOKYMEHT, €ro TOJIUCH, WHUIMANOB, (aMUIUU M JaThl YTBEPKICHHUS.
Hanpuwmep:

YTBEPX/[AFO

Jupexmop
TAIIOY TO «Tobonwvckuii
MHO2CONPOPUNILHBLI MEXHUKYM»

Toonuce C.A.Ilonsaxos

20.04.2019

[Ipu yTBepKACHUHU JOKYMEHTA PACIOPSAUTEIHHBIM JOKYMEHTOM TPpU(] yTBEPKICHHS
cocrour wu3 crnoBa «YTBEPXJEH» («YTBEPXIEHA», «YTBEPXIEHbI» wnmn
«YTBEPXJIEHO»), cornacoBaHHOTO ¢ HAMMEHOBAaHUEM BHUJA YTBEPKIAEMOTO JIOKYMEHTA,
Ha3BaHUA BUJA PACHIOPAIUTEIBHOIO IOKYMEHTAa B TBOPUTEIBLHOM IAJIEXKe, €ro 1aThl, HOMEpa.
Hampumep:



12

VTBEPX/[EH
npukazom I'AIIOY TO
«Tobonbckuti MHO2ONPODUILHDBLLL

MEXHUKYM»
om 5 anpens 2019 2. N 22

VTBEPK/[EHBI
npuxazom I'AIIOY TO
«Tobonbckuti MHO2ONPODUILHBLLL

MEXHUKYM»
om 5 anpens 2019 2. N 23

[lpu yTBEpX)JCHUU JOKYMEHTAa KOJUICTHAIGHBIM, COBCINATSIBHBIM MM WHBIM
OpPraHoOM, pEUICHHS KOTOPOro (UKCUPYIOTCS B MPOTOKOJE, B TpUPE YTBEPKICHUS
yKa3bIBaeTCs, HAMMEHOBAHUE OpraHa, JaTa 1 HoMep NMpoTokoa (B ckobkax). Hampumep:

YTBEP)K/[EHO
Ipogcoroznvim komumemom
TAIIOY TO «Toboavckuti

MHO2ONPODUNBHBIL MEXHUKYM»
(npomoxon om 29.03.2019 N 3)

2.34. 3aroyioBOK K TEKCTY - KpaTKo€ COJEp>KaHHE JOKYMeHTa. Eciii 3arojoBoK K
TEKCTy OTBEYaeT Ha BONPOC «0 uyeM?», oH HauuHaercs c mpemiora «O» («O0»). Eciam
3aroJIOBOK K TEKCTY OTBEYAET Ha BOIPOC «YET0?», OH COCTAaBISET OJHO LEJ0€ C Ha3BaHUEM
BUJa 1okyMeHTa. Hanpumep:

NpHKa3 (0 uem?) 0 CO3/IaHUU aTTECTALIMOHHON KOMUCCHU

MUCHMO (0 Yyem?) O IPpeOoCTaBICHUU UH(DOPMALIUH

aKT (ueco0?) npuemMa-nepesadn Jae

MPOTOKOI (Ye2o?) 3ace/laHusl SKCIIEPTHON KOMUCCHUH.

3aroioBOK K TEKCTy odopmisercs Moj peKBU3UTaMHU OJaHKa CjieBa, OT T'PAHUIIbI
JIEBOTO MOJIS.

2.35. TekcT NOKyMEHTa COCTaBIsE€TCS Ha TOCyJapCTBEHHOM s3blke Poccuiickoi
®denepauuu.

TekcT AOKyMeHTa JAODKEH OBIThb COCTAaBJIEH TIPAMOTHO, $ICHO, TOHSATHO U IO
BO3MOXHOCTU KpaTKo. TEKCT TOKyMEHTa JOJKEH COAEpk aTh JOCTOBEPHYIO U aKTyaJIbHYIO
WH(POpPMAIIHMIO, JTOCTATOYHYIO S MPUHATUS PEIICHUH WM MX HCIOJHEHHs, HE JOJDKEH
JIOTYCKaTh Pa3IMYHbIX TOJIKOBAHHM.

B tekcre nokyMmeHTa, MOJArOTOBIEHHOM Ha OCHOBAaHMM 3aKOHOAATEIbHBIX WJIM MHBIX
HOPMAaTUBHBIX IIPaBOBBIX AaKTOB, pPAHEE M3JaHHBIX PACHOPSAUTENBHBIX JTOKYMEHTOB,
YKa3bIBalOTCSI UX PEKBU3UTHI:

HalMEHOBaHHE JOKyMEHTa, HaWMEHOBaHME OpraHa BJIacTH (OpraHu3anun),
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u3gaBuiero(eif) JOKyMEHT, Jara JOKYMEHTa, PETUCTPAallMOHHBIM HOMEp JOKYMEHTa,
3aroJIoBOK K TEKCTY;

HAUMEHOBAHNE OPTaHW3aIllMU WM JIOJDKHOCTHOTO JIWIA, YTBEPAWBIIETO JTOKYMEHT,
JaTa yTBEPKIEHUS JOKYMEHTA.

TekcT HOKyMEHTa MOXKET COAEpX aTh paslieiibl, MOJpa3feiibl, MyHKTHI, MOAMYHKTHI,
HyMepyeMmble apabckumu Iudpamu. YpoBHEH pyOpHKalUM TEKCTa HE JOKHO OBITH Ooliee
9eThIpEX.

TekcT JOKyMeHTa U3laraeTcs:

B MpHKa3ax, M3JaHHBIX EJMHOJMYHO, - OT IEpPBOTO JIMIA EIUHCTBEHHOTO YHCIa
(«... npuka3zvieary);

B MpUKa3axX, U3JaHHBIX COBMECTHO IBYMS WU 0oJiee OpraHU3alMsIMH, - OT MEPBOTO
JUIa MHOXKECTBEHHOTO YHCTA («... NPUKA3bIBAEM));

B MPOTOKOJAX 3aceJaHuil - OT TPEeThero JHIAa MHOKECTBEHHOTO YHcia
(«CIIVIIAIIA Y, « BBICTYIIUIINY, « [ IOCTAHOBHJINY unu « PELLIUIIN ),

B JIeNOBBIX mHchbMax, odopmiieHHbix Ha Onanke [AIIOY TO «ToGonbckuit
MHOTONPOMUIBHBI TEXHUKYM», - OT TEPBOrO JMIa MHOKECTBEHHOTO 4YHCHIa (npocum,
Hanpaeisem, npediazaem) WIA OT TPETHETO JHUIA €IUHCTBEHHOTO uucia («omoeneHue He
go3pascaem...», «Komuccusi cuumaenm 803MONCHBIM... »);

B JIOKJIQJIHBIX U CITY’KEOHBIX 3aMHCKaX, 3asSBICHUSX - OT MIEPBOTO JIUIIA €TMHCTBEHHOTO
qucna («npouty ...», «CUUmMar HeoOXOOUMbIM ...»);

B JIOKYMEHTaX, yCTaHaBIuBaromux  (yHKuu  (00sI3aHHOCTH), TIpaBa U
OTBETCTBEHHOCTh CTPYKTYPHBIX MOApa3ieieHul, pabOTHUKOB (ITOJIOKEHHE, HHCTPYKIIUS), a
TaK)Ke COJIEpKaIlUX ONHCAHWE CUTyaluid, aHanu3 (aKkTOB M BBIBOJABI (aKT, CIpaBKa),
ucrosib3yercss (GopMa U3JIOKEHUS TEKCTa OT TPEThEro JIMIA CAWHCTBEHHOTO WU
MHO>KECTBEHHOI'0 4YHcla («omoeneHue ocywecmensem QYHKYUu...», «KOMUCCUSL Nposend
NPOBEPKY... »).

[Ipy moOArOTOBKE TEKCTa JOKyMEHTa CIllieyeT CcoOMI0aaTh TMpaBuiia HaIUCAHUS
o UIMATEHBIX HAMMEHOBAHUH, YHUCITUTEIIBHBIX M STUHUI] U3MEPCHHUS.

B Tekcrax [OKyMEHTOB yHOTpeONstOTCS  OOmEnpuHsATHIE ab0peBHATYphl U
rpaduueckre CoKpamieHus.

[Tpn ykazaHum B TEKCTe (aMWIMM JUIA WHUIMAIBI CTaBATCS mocie Qamwmu. B
JIENOBBIX (CIIyKEOHBIX) TUCbMAaX MCIOIb3YIOTCS:

BCTYNHTEIBbHOE O0palieHue:

Yeaoicaemviii cocnooun Ilpeoceoamens!
Yeaorcaemviii cocnooun Heanog!
Yeaowcaemasn 2ocnooca Illemposa!
Yeaowcaemwiii Hean [lempoesuu!
Yeaowcaemas Anna Huxonaesna!
Yeaowcaemvie cocnooa!

n

3aKII0YUTeNbHAs dTUKeTHas ¢pasza: «C ysaoicenuem, ...»".

HamMmeHoBaHMe JOKHOCTH B OOpalieHUH TMHUIIETCS C TMPONUCHOW OYKBBI, B
oOpallileHny 1o paMWIMKM WHULIAAJIBI JIUIA HE YKa3bIBAIOTCS.

2.36. OTmMeTKa O TPUJIOKEHUHM COJIEPKUT CBEIEHUS O JIOKYMEHTE (JJOKYMEHTax),
MpPWJIaraéMoM K COIPOBOJUTEIBHOMY IMCbMYy, WHOMY HWH(QOPMALMOHHO-CIIPABOYHOMY
JOKYMEHTY, WJIK O TOM, YTO JOKYMEHT SIBISIETCS MPUIIOKEHHUEM K OCHOBHOMY JOKYMEHTY
(HOpMaTHUBHOMY, PACTIOPSIAUTETLHOMY WJIH HHOMY ).
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B COIMPOBOAUTCIIBHBIX ITMCbMAX U APYIUX I/IHq)OpMaHI/IOHHO-CHpaBO‘IHBIX JOKYMCHTAax
OTMCTKA O IIPUJIOKCHHUHA O(i)OpMJI}IeTCH ImoJa TCKCTOM OT I'paHUIbI JICBOI'O IIOJIA CIICAYIOIIUM

o0OpazoM:
eCITU TIPUIIOKEHNE Ha3BaHO B TEKCTE:

Ilpunooicenue:  na 2 1. 6 1 3k3.
€CJIM NIPUJIOKEHHE HE HAa3BaHO B TEKCTE MJIM €CJIA MPUIIOKEHUM HECKOJIBKO!

Ilpunooicenue: 1. Yemas TAIIOY TO «Toboavckuii MHO2ONPOPDUILHDLI

mexHukxym» Ha 35 1. 6 1 9K3.
Cnpasxka o kaoposom cocmase ['AIIOY TO «Toborvckuii

MHO2ONPOPUNBbHBLU MeXHUKYMY Ha 2 1. 8 1 3K3.
€CJIM MPUIIOKEHUE (TIPUIIOKEHHUS) COPOILTIOPOBAHO(BI):

Ipunoorcenue: 6 2 3K3.

Ilpunosxcenue:  omuem o pabome omoeneHus UCKYCCME U KYIbmypbl 8 2 9K3.

€CJIM JOKYMCHT, HBHHMMHﬁCH IMPHUIO0KCHUCM, UMCCT IIPUJIOKCHHUA C CaMOCTOSITSIIbHOM

HyMepaluen CTpaHuLL:

Ilpunoowcenue:  0ocoeop 603me30H020 okasanus ycaye om  05.09.2019 N 32-17/72 u

NPUIOINCEHUA K HEMY, 8CE€20 HA 7 1.

CCJIIM IIMCbMO HAIIPaBJIACTCA HCCKOJBKHUM aJpccaraM, a JdOKYMCHT-IIPHUIOKCHUC

TOJILKO MIEPBOMY ajpecary:

Ilpunoocenue:  Ha 3 1. 8 1 9K3. MoOILKO 8 nepswvlii aopec.

cClin MMPHUITIOKCHUCM SABJIFOTCA HOKYMCHTHI, 3aIIMCaHHBIC Ha (I)I/I3I/I‘-ICCKI/I

000COOICHHBIHN 3TIEKTPOHHBIA HOCUTEIb!

Ipunoscenue:  DVD-R 6 1 5k3.
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[Tpu 5TOM Ha BKJIaABIIIC (KOHBEPTE), B KOTOPBIN MOMEIIACTCS HOCUTEb, YKa3bIBAFOTCS
HaMMCHOBaHMS JIOKYMEHTOB, 3alTUCAaHHBIX HA HOCUTEb, UMEHa (haijioB, 00beM B OaliTax.

B pacnopsauTtenbHBIX JAOKYMEHTax (IpHKazax, pacHopsDKEHUSIX), JIOTOBOpaXx,
MOJIOKCHHSIX, TIPABWIIAX, WHCTPYKIUSAX M JPYTUX JTOKYMEHTaX OTMETKa O MPHIOKCHHUH
oopMIISIETCS CIIEAYIOIUM 00pa3oM:

B TEKCTE JOKYMEHTa IIPH MEPBOM YIIOMHHAHUHU JIOKYMEHTA-IIPUIOKEHUS B CKOOKax
YKa3bIBaACTCA: ... (npunoscenue) unu ... (npunosxcernue 1), (npunoscernue Ne 1);

Ha TICPBOM JICTE JJOKYMCHTA-IIPUIIOKEHHUS B TIPABOM BEPXHEM YIUIy YKa3bIBACTCH:

Ipunoorcenue Ne 2

K npuxazy I'AIIOY TO
«Tobonbckutli MHO2ONPODUILHBLLL

MexXHUKymM»
om 15.04.2019 N 12

Ecnu npuioxkeHneM K pacrnopsiaAWTEIbHOMY JIOKYMEHTY SIBISETCS JIOKAIbHBIN
HOPMATHBHBIA AaKT WM HWHOW JIOKYMEHT, YTBEPKIAEMbIM JaHHBIM PACHOPSAUTEIbHBIM
JIOKYMEHTOM, Ha TIEPBOM JIUCTE MPUIIOKEHUS MPOCTABISIETCS] OTMETKA O MpUiIoXKeHuu (6e3
CCBUIKH Ha PacCHoOpSAUTENbHBIA TOKYMEHT) U TpU( yTBEPKJICHUs, B KOTOPOM YKa3bIBAIOTCS
JAHHBIE PACHOPSAUTEIBHOIO JOKYMEHTA, KOTOPBIM YTBEPKIEH JTOKYMEHT-IPUIIOKEHHUE.
Hanpuwmep:

Ipunoorcenue Ne 1

VTBEPK/[EHO

npuxasom I'AIIOY TO
«Tobonbckuti MHO2ONPODUILHBLLL
MEXHUKYM»

om 18.03.2019 N 9

2.37. I'pud cornacoBaHus B 3aBUCMMOCTH OT BHJIa JOKYMEHTa M OCOOCHHOCTEH ero
o(OpMIICHHSI MOKET MPOCTABIATHCS:

- Ha TEpPBOM JIMCTE AOKyMEHTa (€ciM JOKYMEHT HMMEET THUTYJbHBIM JIUCT, - Ha
TUTYJILHOM JINCTE) B JIEBOM BEPXHEM yTIy HA YPOBHE rpuda YTBEPKIACHHS WINA IO
HaMEHOBaHUEM JJOKYMEHTa OJIFKE K HUKHEMY TIOJIIO);

- Ha MOCJIEAHEM JIUCTE JOKYMEHTA MOJl TEKCTOM;

- Ha JIUCTE COTJIACOBAHMS, SIBISIOIIEMCS] HEOThEMJIEMOM YaCThIO IOKYMEHTA.

I'pud cormacoBanus cocrout u3 cioBa «COIJTACOBAHOy, momkHOCTH nuIa, C
KOTOPBIM  COTJIaCOBaH  JIOKYMEHT  (BKJIOuUas HAaWMEHOBAaHHWE OpTaHMW3allid), €ro
COOCTBEHHOPYYHOU TOJNUCH, HHUITUAIOB, (haMUJINH, ATl coTiiacoBaHus. Hampumep:

COI'JIACOBAHO
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Lupexmop I'AIIOY TO
«Tobonvckuti MHO2ONPOPUILHYIL
MEXHUKYyM»

Iloonuce C.A.Ilonsaxos
21.10.2019

Ecnu cormacoBaHue oCyIECTBISETCS KOJUIETHMAIbHBIM, COBEIIATEIbHBIM MM HWHBIM
OpraHoM, B Tpu(e COIrIacoBaHUs YKa3bIBalOTCA CBEACHHS 00 OpraHe, COIJIaCOBaBIIEM
JOKYMEHT, aT€ U HOMEpEe MPOTOKOJa, B KOTOPOM 3a(pUKCUPOBAHO PEUIEHHE O COTJIaCOBAHMH.
Ecimu  cormacoBaHume — OCYIIECTBIISIETCS  NHUCBMOM, YKas3blBalOTCA  BUJA  JOKYMEHTa,
HaMEHOBaHUE OpraHU3aliy, COTIacoBaBIIeH JOKYMEHT, aTa 1 HoMep nuckMma. Hampumep:

COIJIACOBAHO
Ikcnepmuou Komuccueu
T'AIIOY TO «Tobonvckuti

MHO2ONPOPUNLHBIN MEXHUKYM»
(npomoxon om 16.09.2019 N 4)

COI'JIACOBAHO
NUCbMOM Oenapmamenma oopazo8anus u

Hayku Tromernckoii obracmu
om 10.01.2019 N 15

2.38. BHyTpeHHee coriiacoBaHue JOKyMeHTa odopmisieTcss BU30i. Buza Beipaxaet
MHEHHUE JIMIA, BHU3UPYIOLIEIO IPOEKT JOKYMEHTa, M BKJIOUYAET: JOJDKHOCTh JIMIIA,
BU3HPYIOLIETr0 JTOKYMEHT, MOANUCH, PaCIIM(POBKY MOAMUCH (MHUIMAIBI, (AMIIINIO) U JaTy
BU3npoBaHua. Hanmpumep:

Pyxosooumens yuebno-wemoouueckozo omoena

Toonuce U O.Pamunus
18.09.2019

[Tpu HamU4KMK 3aMEYaHHUI K JIOKYMEHTY BH3Y O(OPMIISIOT CIICAYIONIUM 00pa3oMm:
3ameuanus npuracaiomcsi.
Pyxosooumens yuebno-wmemoouueckoeo omoena

Tloonuce . 0. Pamunua
18.09.2019

B AOKYMCHTAaX, MOJJIMHHUKN KOTOPLBIX XPAHATCA B OpraHM3alliv, BHU3bI IIPOCTABJIAIOT
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Ha MOCJIEeIHEM JIUCTE TIOKYMEHTA MO/ OIMUCKHI0, HA 000POTE MOCIEAHETO JTUCTA MOIMHHUKA
JIOKYMEHTa WJIM Ha JIUCTE COTJIaCOBaHUs (BU3MPOBAHUS), IPUIATaeMOM K JOKYMEHTY.

B wucxomdmux JOKyMEHTaxX BHU3bl IMPOCTABISAIOTCS HA JK3EMIUISIpaXx JAOKYMEHTOB,
MMOMENIAEMBbIX B JIEJIO.

CornacoBaHue MPOEKTOB JIOKYMEHTOB (BHEIIHEE, BHYTPEHHEE) OCYIIECTBISETCS B

cooTBeTCTBUHU ¢ MyHKTamu 4.1. - 4.10. HacTosiein HHCTPYKIHH.

2.39. Iloamuchk BKIIOYAeT: HAMMCEHOBAHHME MJOJDKHOCTH JIMIIA, ITOJIKCHIBAIOIIETO
JIOKYMEHT, €r0 COOCTBEHHOPYYHYIO MOAMNNCH, MHUIIHAIBI, (hamuiuio. Hampumep:

Jlupexmop Iloonuce C.A.Ilonskos

Ecnn noxkymeHT odopmiieH He Ha OJaHKE, B HAUMEHOBAHHUE JOJDKHOCTH BKJIIOUYACTCS
HaumeHoBaHue 'AIIOY TO «Tobonasckuiit MHOTONIpOdUIBHBIN TeXHUKYM». Hanpumep:

Jlupexmop
TAIIOY TO «Toboavckuu TToonuce C.A.Ilonaxoes
MHO2ONPODUNLHBLL MEXHUKYM»

[Ipu nmoanucaHnum AJOKYMEHTa HECKOJbKUMHU JTOKHOCTHBIMU JIUIIAMU, 3aHUMAOIIUMU
pa3HOE IMOJOKEHNUE, UX MOANUCH PACIOJIArarTCs OJIHA MOJ APYroi B MOCIEIOBATEIbHOCTH,
COOTBETCTBYIOILIEHN CTAaTyCy AOJKHOCTH. Hanpumep:

Jlupexmop Iloonuce H.0.@amunusa

I nasnolii Oyxeanmep Iloonuce H.0.@amunusa

IIpy noanmucaHuM JOKYMEHTAa HECKOJbKMMM JIMUAMH PABHBIX JOJDKHOCTEH UX
MOAIKACH PACTIIONIATAKOTCS HA OAHOM ypoBHE. Hanpumep:

3amecmumens oupekmopa 3amecmumens oupekmopa
no VIIP no BPu CB
Tloonuce U 0. Pamunua Toonuce U 0. Pamunua

B noxymeHTax, MoJAroTOBJIECHHBIX KOMHUCCUEN, B MOAMUCH YKa3bIBA€TCS CTATyC JIMIA B
cocraBe komuccuu. Hanmpumep:
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IIpeoceoamenv komuccuu Iloonuce H.0.@amunus
Cexpemaps Komuccuu Iloonuce H.0.Damunus
Ynenvt komuccuu Iloonuce H.0.Damunus
Iloonuce H.0.@Pamunus
Iloonuce HU.0.Damunusa

[lpy noanucaHuM MAOKyMEHTa JIMIOM, HCHOJHSIOUIMM OO0S3aHHOCTH JUPEKTOpa,
noanuch o(opMisieTcss ¢ yKa3aHHEM CTaTyca JOJDKHOCTHOTO JIMIA B COOTBETCTBUHU C
npukaszoM (pacnopsikenueM). Hanpumep:

U.o. oupexmopa Iloonuce HU.0.@Pamunus

niin:

Hcnonnsiiowguil obsizanHocmu
oupexmopa Iloonuce H.0.@amunusa

[Ipy noanucaHuM JOKYMEHTA JMIOM, HWMEIOIIMM I@PaBO MOAINKUCH B Ciy4ae
BPEMEHHOI0 OTCYTCTBUSl JUPEKTOpa, MCIPABIEHUS B HAaWUMEHOBAaHWE JOJDKHOCTU U
pacmupoBKy (haMUIMK MOATOTOBIEHHOTO M COTJIACOBAHHOTO MPOEKTA JT0KYMEHTa BHOCSTCS
oT pyku. He nomyckaercsi CTaBUTh KOCYIO 4epTy, HAANHUCh «3a» Iepel, HauMEHOBAaHUEM
JOJKHOCTH JIMLIA B MOAIMCH, €CIU JIOKYMEHT MONUCHIBAET HHOE T0OJKHOCTHOE JIUIIO.

2.40. OrMerka 00 »BJEKTPOHHON NOMAMUCH MCHOIB3YEeTCS IS BU3yalIU3alUU
3JIEKTPOHHOM MOAMMKCH TMOJTydaTesIeM JOKYMEHTa MPU OOMEHE 3JIEKTPOHHBIMU JOKYMEHTAMH,
MOMHUCAHHBIMU YCUJICHHOW KBATH(PUITUIPOBAHHOMN 3JIEKTPOHHOMN MOIHUCHIO.

B cootBercTBUM ¢ 3akoHonmarenscTBoM Poccuiickoit denepanun oTmeTka 00
AJIEKTPOHHOM mMoANUCH (OPMUPYETCSI U BHU3YAIM3UPYETCS IMPOrPaMMHBIMU CPEICTBAMH.
OTmeTka 00 3JEKTPOHHOM MOAMUCH BKItOYaeT (pasy «/JoKymeHm noonucam 21eKmpoHHOU
NOONUCHIO», HOMEP cepTU(HUKATa KIItoua 3JIEKTPOHHON MOANUCH, (aMUIIUIO, UMS, OTYECTBO
BIajenbla ceprudukaTa, Cpok ACHCTBUS cepTUUKATa KII0Ya SJICKTPOHHOM MOAMMCH.
Hanpumep:

JOKYMEHT ITOAITMCAH
SJIEKTPOHHOM ITOAITNCBIO
Hupexrop Cepruduxar 1al11aaa00000000001 1 C.4.Ionaxoe
Bnanenenn ®amminnsa mst OtuecTBO
HeticrButenen ¢ 01.12.2015 o 01.12.2020
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[Tonnucanue (yTBEpKIeHUE) JOKYMEHTA OCYIIECTBISIETCS B COOTBETCTBUU C MyHKTOM
2.39. HacTosieir UHCTPYKLIHH.

2.41. IleyaTp 3aBepsieT MOJJIMHHOCTH MOJIMKUCHU JTOJKHOCTHOIO JIMIA HA JOKYMEHTAX,
YIAOCTOBEPSAIONIUX TMpaBa JHI, (GUKCUPYIOMMNX (aKThl, CBA3aHHbIE C (PUHAHCOBBIMU
CpPEeICTBaMHU, a TAKXE€ HAa MHBIX JTOKYMEHTAaX, MPEAyCMaTPUBAIOIIMX 3aBEPEHUE MOJIIMUCH
1e4YaThl0 B COOTBETCTBUU C 3aKOHOIaTeNbCTBOM Poccuiickoit @eneparuu.

Jokymentsl 3aBepstor nedatbto ['AIIOY TO «ToGonbckuil MHOTONpOQUIbHBIN
TexHUKyM». [ledaTb mpocTaBisieTcsl, HE 3axXBaTbiBasg COOCTBEHHOPYYHOW MOIMUCH JIHIIA,
MOJIMUCABIIETO JOKYMEHT, WK B MecTe, 0003HaueHHOM «MII» («MecTo neyatuy).

2.42. OrMmeTka 00 MCIIOIHUTENE BKIIOYAET (PaMUINIO, UMSI U OTYECTBO (IIPU HATUYUH)
UCIIONHUTENS, HOoMep ero tenedona. OTmMeTka OO0 HCIOTHUTENE MOXKET JOMOJHATHCS
HaMEHOBAaHUEM [IOJDKHOCTHU, CTPYKTYPHOTO MOAPA3ACICHUS U DBJIEKTPOHHBIM aJIpecoM
ucnonuutenst. OTMeTka 06 ucnoidHuTeNne odopmiiseTcs Ha JIMIEBOW CTOPOHE IMOCIETHEro
JUCTa JOKYMEHTa OT TPaHUIIbI JIEBOTO TMOJS WM, IPU OTCYTCTBHUU MECTa, - Ha 00OPOTHOMU
CTOpOHE JIMCTa BHU3Y ciieBa. Hanpumep:

Damunus U.0.,
00JIAHCHOCMb

8(3456) 11-11-11

OtmeTka 00 HCIONHUTENE MOXET OQOPMIIATHCA KaK HWKHHUH KOJOHTUTYJT U
neyararbes IPUQPTOM MEHBIIETo pa3Mepa.

2.43. OTMeTKa 0 3aBepeHUU KOMUU oPOpMIISIETCS 171l TIOATBEPIKICHUS COOTBETCTBUS
KOIIMU JOKYMEHTA (BBIIUCKH U3 JOKYMEHTA) NOJJIMHHUKY AJOKYMeHTa. OTMETKa O 3aBEpEHUN
KOIMU TPOCTaBJseTCs Ha CBOOOJHOM OT TEKCTa MECTE WM, MPH OTCYTCTBHUH CBOOOJHOIO
MECTa Ha JUIEBOW CTOPOHE JOKyMEHTa, Ha 00OpOTE€ JOKYMEHTa M BKIIOYAET: CIOBO
«Bepnoy, HauMeHOBaHUE JTOJDKHOCTH JIMIIA, 3aBEPHUBILErO KOIMHIO; €r0 COOCTBEHHOPYUHYIO
MOAMUCH; paciu(@pOBKY MOANUCH (MHUITUATBI, PaMUIIUIO); 1aTy 3aBEPEHUs KOMUU (BBITUCKU
U3 IOKyMEHTA).

Ecin xomus BblOaeTcss Ui NPEACTABIECHUS B JPYTyl0 OpraHu3alMio, OTMETKA O
3aBEPEHUM KOMMHU JIOTIOIHSAETCS 3alMChI0 O MECTE XpaHEHHs JOKYMEHTa, ¢ KOTOPOro ObLia
M3roToBiieHa Komnus, u 3aBepsiercs neuateto [AIIOY TO «Tobonbckuil MHOTONPOGUIBHBIHN
TexHuKyM». Hammpumep:

Hoonunnux ooxymenma Haxooumcs ¢ T'AIIOY TO «Toborvckuti muoconpoghunvbHulil
mexHuxym» 6 oene N 08-05 3a 2018 2.

Bepno
Cneyuanucm no kaopam Tloonuce U.0.Damunus
oama Ileuamo

Ha xomnmsax MHOT'OCTPpAaHWUYHBIX JOKYMCHTOB OTMCTKa O 3aBCPCHUU KOIINH
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IPOCTABIJISIETCS HA KaXXJIOM JIUCTE€ JAOKYMEHTa WM Ha IOCIEAHEM JIUCTE MPOLIMTOTO HIIH
CKPEIUICHHOTO HHBIM 00pa3oM JOKYMEHTa. 3amuch O MECTE HAXOXACHHS TMOJIMHHHKA
MIPOCTABJISETCS TOJIBKO HA MOCIEAHEM JIUCTE IOKYMEHTA.

Jlnst 3aBepeHHss KONMM JOKYMEHTa, M3TOTOBJIEHHOW Ha OyMa)XHOM HOCHTEIE,
UCIIOJIB3YETCS LITaMIL.

Konmuu  97eKTpOHHBIX  JOKYMEHTOB, HaIpaBIsEMBIX 1O  HMHPOPMAIMOHHO-
tenekoMMmyHUKanmoHHoit cetu («DIRECTUM»), 3aBepsitoTCs AJIEKTPOHHOM TMOJIMUCHIO
mupektopa ['AIIOY TO «ToGonbckuii MHOTONMPOGUIBHBIA TEXHHKYM» W BBICBUIAIOTCS
MOJTy4YaTeNI0 C COMTPOBOUTEIBHBIM TUCEMOM B (pOpME AIIEKTPOHHOTO IOKYMEHTA.

Komuu »neKTpOHHBIX JOKYMEHTOB Ha (u3nyecku 000COOIEHHBIX HOCHUTENSIX
BBICBUIAIOTCS MTOJIYYATEIIO C COMPOBOIUTEIBHBIM MUCHbMOM Ha OyMa)KHOM HOCHUTEJIE.

B cornpoBoaUTENBHOM NUCHhME K KOMUSAM 3JIEKTPOHHBIX JOKYMEHTOB YKA3bIBACTCA:

- HaMMEHOBaHue NH(HOPMAIIMOHHOM CUCTEMBI, B KOTOPOH XPaHATCS JOKYMEHTHI;

- HAMMEHOBAHUS JOKYMEHTOB, KOITMU KOTOPBIX HAMPABIISIOTCS MMOJTy4YaTeNto;

- Ha3BaHUs (alIoB TOKYMEHTOB ¢ yKazaHueMm (QopmaToB (ailioB U o0beMa Kaxaoro
(aiina B OaiiTax;

- laTa U3TOTOBJICHUS U 3aBEPEHUS KOTIHH.

[Ipu sTomM Ha @Qu3nyecku 000COOJIEHHOM HOCHUTENIE HECMBIBAEMBIM MapKEpOM
yKasbIBaeTcs: «llpunosicenue k nucemy om (0ama) Ne ...».

Kornust a51eKTpoHHOTO TOKYMEHTa, Mpe/ICTaBlieHHasl B BUJE JIOKYMEHTa Ha OYMa)KHOM
HOCHUTEJE, 3aBEPSAETCA B NOPSAJIKE, YCTAHOBIEHHOM HacTosmein HHCTpyKIMER I 3aBEPEHUS
KOIMUU JOKyMEHTOB Ha OyMa)XHOM HOCHTEJE, C yKa3aHWeM, B Kakol HH(POpPMAIMOHHOU
CUCTEME XPAHUTCS JIEKTPOHHBIN TOKYMEHT.

2.44. OTMeTKa O NOCTYIUICHMM JOKYMEHTa CIYKUT JJIsl MOATBEpXKACHUS (akTa
nocryruieHust gokymeHta B 'AIIOY TO «ToOGonbckuit MHOTONpPOQUIBHBIA TEXHUKYM» U
BKJIFOYAET JaTy MOCTYIUIEHHS W BXOJSLIMN PEruCTPAallMOHHBIA HOMEp AOKyMeHTa. llpu
HEOOXOAMMOCTH OTMETKa O TOCTYIUICHUM MOXKET JOMOJHATHCS YKa3aHHEM BpEMEHH
MOCTYIUICHHS IOKYMEHTa B 4acax U MUHYTaxX M Ccrioco0a JOCTaBKH IOKYMEHTA.

OtMmeTKa 0 MOCTYIJIEHUN JOKYMEHTA IPOCTABISAETCS C IOMOIIBIO IITaMIIA.

2.45. Pezomonus J0JKHA COJEp)KATh YKa3aHUWE I10 HCIOJHEHHIO JOKYMEHTa.
Pe3omtouusa opopmisiercss Ha CBOOOIHOM MecCTe paboyero MmoJisg JOKyMeHTa.

Pesomnrorus momkHa BKITIOYATh: (DaMUITHIO, HHUITMAIBI UCTIOTHUTENS! (MCTIOTHUTENCH ),
MOPYYEHHE MO JOKYMEHTY (KOHKPETHOE 3aJlaHh€ M0 MHCIOJIHEHHIO JOKYMEHTa WU
(bopMyITUPOBKA EIN PACCMOTPEHHS TOKYMEHTA), IPU HEOOXOAMMOCTH - CPOK MCIOTHEHHMS,
MOJTNHUCH JINIA, BBIHECUIETO PE30JIOLHUI0, TaTy PE30IIOIIH:

Damunusa U.0.
Ipoury noocomosuma
npeonoxcenus k 01.11.2019

Toonuce U.O.Pamunua
01.10.2019

CpOK HUCIIOJIHCHHUA MOPYYCHHA HC ANOJDKCH YKAa3bIBATHCA, C€CJIIM OH HAa3BaH B TCKCTC
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MIOCTYTNHUBIIETO JOKYMEHTA U JIUPEKTOP HE CUYUTACT HEOOXOAUMBIM U3MEHUTH €r0 B CTOPOHY
COKpAIIICHUS WX SBJISICTCS TUTIOBBIM JIJISl TAHHOTO BHJA IOKYMEHTA.

[Tpn yka3zaHUW HECKOIBKUX HCIIOTHUTENICH (amMiids OTBETCTBEHHOTO HWCITOJIHHUTEIIS
YKa3bIBaeTCS  TMEPBOM,  MOMYCPKHUBACTCS  WIM  OOO3HAYACTCS  CIOBOM  «OM8.»
(«OTBETCTBEHHBII).

2.46. OT™MeTKa 0 KOHTPOJIC CBHJICTEIILCTBYET O MOCTAHOBKE JIOKYMEHTa Ha KOHTPOJIb,
npocTasisieTcs: mramioM «KOHTpoIIb» Ha BEpXHEM T0JIe JOKYMEHTA.

2.47. OTMeTKa O HampaBICHUHM IOKYMEHTAa B JIEJIO OMpEACIsSeT MECTO XPaHCHUS
JOKYMEHTA TTOCJIe 3aBepIICHHS paObOThI C HUM U BKIIIOYACT: CIIOBA «B deno», MHIEKC Jera Mo
HOMEHKJIAType JeJ, B KOTOpOE TOMEMIAeTCs TOKYMEHT Ha XpaHEHHe, C yKa3zaHHeM Toja,
JOJHKHOCTH JIMIA, 0()OPMHUBIIIETO OTMETKY, MTOAMHCH, naThl. Hanpumep:

Boeno NOI-183a 2019 2.
O0JIAHCHOCHb

Tloonuce Ilama

OTtmeTka o0 HarpaBJICHUMU OJOKYMCHTA B JCJIO0 MOXKCT JOIIOJHATHCA KpPAaTKUMH
CBCACHUAMMU O XapPaKTCPC UCIIOJIHCHUA NOKYMCHTA.

II1. IToaroroBka u opopMiIeHHE OTACIbHBIX BUAOB JOKYMEHTOB

3.1. Jlokaneubie HOpMaTuBHBIE akThl (manee - JIHA) T'AIIOY TO «ToGonbckwuii
MHOTONPOMUIBHBIM TEXHUKYM» H3JAI0TCS B BUJAE MpPaBUJ, IOJOXKEHUH, MHCTPYKUUN U
Opyrux BugoB nokymeHnToB. O0Opazen opopmienus JIHA npusenen B npunoxxenun Ne 10.

JIHA npuoOpeTaroT I0pUIUUYecKyI0 CUITy TOCe UX YTBEPKICHUS PACIOPSIUTEIbHBIM
JOKyMEHTOM (mpuKazoM) win HernocpeacTtBeHHo aupektopoMm ['AIIOY TO «Tobonsckuit
MHOTONPO(UIBHBIA TEXHUKYM.

PykoBonuTenu cTpyKTypHBIX IOJIpa3/iesieHuil He Bipase uznasaTth JIHA.

3.2. JIHA moryT ObITh:

- IOCTOSIHHO JACUCTBYIOIMUMH (06€3 OrpaHHUYEHUs CPOKa UX TPUMEHEHUS);

- BpEMEHHBbIMHU (JCUCTBYIOIIMMU B TEUEHUE YKA3aHHOTO B HHUX CpOKa WU [0
HACTYIUICHUS OTIPEIETICHHOTO COOBITHS).

3.3. OcnoBanueM a4 n3nanusg JIHA asisrorcs:

- 3aKOHO/IaTeJIbHbIE U WHBbIE HOPMATUBHBIE MpaBoBble akThl Poccuiickoit denepannu
(ykazsl u pacnopspkenus: Ilpesugenta Poccuiickoit ®denepannu, NOCTAHOBICHUS H
pacniopsokenust IlpaButensctBa Poccuiickoit deneparnum, akTbl (enepaqbHbIX OPraHoB
UCIIOJIHUTEIHHON BJIACTH);

- 3aKOHOJATeNbHbIE aKThl TIOMEHCKON 007acTH, HOPMATHUBHBIE MPABOBBIE AKThI
OpPraHOB rOCYJapCTBEHHOMN BiIacTH TIOMEHCKOM 00iacTu;

- panee uznannbie B 'AIIOY TO «Tobonbckuii MHOronpogmibHbi TexHUKyM» JIHA
W/WIIH pactiopsIUTENIbHbIE JOKYMEHTHI.

3.4. JIHA n3parorcs B LIETSIX:

- YCTaHOBJIEHHMSI HOpM, TpeOOBaHUM, NIPABWJI B OTHOUIEHUH IPEIMETa HOPMATUBHOIO
peryiupoBaHusi, paHee He sBIsABIIEMCs mpeameToMm perynuposanus B ['AIIOY TO
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«Tobonbcknii MHOTOPO(UIIBHBIA TEXHUKYM

- W3MEHEHUS CYLIECTBYIOIUMX HOpPM, TpeOOBaHUM, MpaBWJ, YCTAHOBJIEHHBIX paHee
M3/IaHHBIMU HOPMAaTUBHBIMH JIOKYMEHTaMHU;

- OTMEHBI paHee YCTAaHOBJIEHHBIX HOPM, TpeOOBaHUM, IPaBUJI.

3.5. Ilpemnmoxkenue o paspabotke mnpoekra JIHA BHOCHTCS pPYKOBOAMTEIEM
CTPYKTYPHOTI'O ITOIpa3AEICHNsI WJIK UHBIM JTOJPKHOCTHBIM JIMIIOM.

3.6. JIHA pazpabatbiBaeTcs B cydae, eCiu:

- IMEIOTCSI BOIIPOCHI AESATEIBHOCTH, HYKIAIOIIHUECS B HOPMATUBHOM PETYJIMPOBAaHUU;

- TpeOyeTcsi BHECEHHE 3HAYMTEIbHOIO KOJMYECTBA M3MEHEHUIH B paHee NPHUHSTHIHN
JIHA;

- BBIIBICHO HeCcKOoNbKO JIHA, perynupyrommx CMEXKHBIE BOIPOCHI, KOTOpPBIE
1eJ1eCO00pa3HO 0ObETUHUTD B OJIUH JIOKYMEHT.

Axktyanuzauus paHee npuHATBIX JIHA ocymiecTBisieTcst depe3 BHECEHHE B HHX
U3MEHEHUN.

3.7. IlpennoxxeHue c OOOCHOBaAaHHMEM HEOOXOAMMOCTU pa3paboTku HoBoro JIHA
IIPECTABISAETC ~ PYKOBOAMTENEM  CTPYKTYPHOIO  NOJApAa3[EiI€HUs  WIU  HHBIM
YIOJHOMOYEHHBIM  JAODKHOCTHBIM — junioM  aupekropy [AIIOY  TO  «TobGonbckuit
MHOTONPO(UIBHBIM TEXHUKYM» B (OpMe IOKIAAHON (CIykeOHOW) 3alHuCcKu, B KOTOPOU
n3JlaraeTcs:

- BOIIPOC, TPEOYIOLINI pelIeHus, ¢ U3JI0KEHNEM OCHOBHBIX HaIlpaBJIEHUH, CIIOCOOOB
€ro peIICHUS;

- IPOTHO3 NOCIIEACTBUI NPUHATHS HOPMATUBHOTO IOKYMEHTA,

- OpraHu3alloOHHbIE, KaJpoBble, (PMHAHCOBbIC, MAaTEPUATbHO-TEXHUYECKHE U HHBIC
MEpPOIPUATHUS, KOTOpble HEOOX0IMMO OyAET MPOBECTH B CBSI3U C MPUHATUEM HOPMATHUBHOIO
JOKYMEHTA;

- mepeueHsp paHee n3naHHbiXx JIHA, nmomexanux oTMEHe B CBSA3M C U3aHUEM HOBOI'O
HOPMAaTHUBHOI'O JOKYMEHTA;

- IpeyIaraeMblid CpOK ISl pa3pabOTKU MPOEKTa HOPMATUBHOTO JOKYMEHTA.

3.8. CornacoBanue npoektoB JIHA ocymiecTBisieTcss B COOTBETCTBUM € MyHKTaMu 4.1.
- 4.12. Hacrosiei HHCTPYKILHH.

3.9. JIHA yTBepx)aaeTcsi MpUKa3oM JIUPEKTOPa, €CJIU OJHOBPEMEHHO C YTBEPKICHUEM
HOPMAaTHUBHOI'O JIOKYMEHTa HEOOXOAMMO MPHUHITH MEPhbl OpraHU3alMOHHOI0, (PMHAHCOBOTO,
TEXHUYECKOr0, KaJpOBOrO WJIM HMHOIO XapakTepa M JaTh COOTBETCTBYIOLIUE IOPYUYECHUS
PYKOBOJUTENSIM CTPYKTYPHBIX MOApa3AeieHuid uiau uHbIM coTpyaHukam ['AIIOY TO
«TobonabcKUi MHOTONPOQUIBHBI TEXHUKYM», a TakkKe eclu HeoOXOIMMO BHECTU
M3MEHEHHMsI UM TIPU3HATh YTPATUBIIMMHU CUIIy paHee yTBepkaeHHble JIHA.

3.10. Usmenenus B JIHA u ormena JIHA odopmistoTcss mpuka3oM IHpPEKTOpa
'ATIOY TO «To60sbcKil MHOTONIPO(PMIBHBINA TEXHUKYM.

N3menenns B JIHA wu ormena JIHA, yTBepKIE€HHbIE HENOCPEICTBEHHO
cobctBeHHOpYy4HOI moanuchio aupekropa I'AIIOY TO «ToGonbckuil MHOTONPO(YUIBHBIN
TEXHUKYM» B TpU(e yTBEPKACHUS, BHOCATCS MPHUKA30M, u3aaBaeMbiM aupektopom IAIIOY
TO «TobGonbckuit MHOTONPOMUIBHBIN TEXHUKYM.

3.11. B Tekcre mnpukaza 00 yTBEpXKIECHMM, H3MeHeHMM wwin oTmeHe JIHA
UCTIOJB3YIOTCS (POPMYITHPOBKH:

npu yTBepxkaeHuu HoBoro JIHA: «Ymeepoums (nazeanue JIHA)» wim «Ymeepoums
(nazeanue JIHA) u 6secmu 6 deticmeue ¢ (0ama)». Hanpumep:
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1. Ymeepoums Ilonooicenue 06 sxkcnepmuoii komuccuu I'AIIOY TO «Tobonvckuti
MHO20NPOPUNLHBIT MEXHUKYM»

Hnin:

1. Vmeepoumv  [llmamnoe  pacnucanue I'AIIOY TO  «Tobonvckuti
MHoconpodunvhbll mexHukym» Ha 2020 200 u egecmu e2o 6 deticmaue ¢ 1 sneaps 2020 2.
(npunoscenue)

IIpM BHECEHMM HU3MEHEHUN B paHee yTBepkIAeHHbIM JIHA: «Buecmu usmenenus 6
(nazeanue JIHA)». Hanipumep:

1. Buecmu cneoyrowue usmenenus 8 Illmammuoe pacnucanue na 2019 200,
ymeepoicoennoe npuxazom I'AIIOY TO «Tobonvckuti MHO2ONPODUNLHBIL MEXHUKYM»
om 25 oexabpsa 2018 2. N 14:

npu oTMeHe panee yTBepxaeHHoro JIHA: «/Ipusnams ympamuswium cuny (Hazsauue
JIHA), ymeepowcoennoe ...» Hanpumep:

4. Ilpusnamo ympamuewum cuiy Ilonosxcenue 06 3dKcnepmHO-MemoOudecKoll
komuccuu, ymeepoicoennoe npuxazom [IAIIOY TO «Toborvckuii mHo2conpoghunbhbiil
mexuuxym» om 15 gpespans 2017 . N 4.

3.12. OcnHoBHbIMM pekBu3uTamMu JIHA ABISIIOTCA: HAMMEHOBAaHHME YUYPEXKICHMS,
HaMMEHOBaHUE BHJIA JIOKYMEHTa U 3aroJIOBOK K TEKCTY, COCTaBISIONIME OJHO Iiesioe, rpud
YTBEPKJEHUS, MECTO U3/1aHUs JOKYMEHTA.

Ecnu npoext JIHA sBnsieTcsi MHOTOCTPAaHUYHBIM U K HEMY O(OpMIISETCS TUTYIIBHBIN
JIUCT, YKa3aHHbIE BbIIIE PEKBU3UTHI pa3MELIAlOTCs HA TUTYJIbHOM JIUCTE.

3.13. Uudopmanus crnpaBoyHOro xapakrtepa (rpaduku, cXeMbl, TaOIUIbI, (HOPMBI
JTOKYMEHTOB) oopmIsieTcst B Buae npuinokenuit k JIHA.

Ha npunoxenusx k JIHA odopmisercs peKBU3UT «OTMETKa O NPUIIOKEHUU» B
COOTBETCTBUU € ITyHKTOM 2.36. HacTosiel HHCTpyKIIHH.

3.14. JIHA Bctynaer B CHiy B CpPOK, YKa3aHHBI B IpHUKa3e, KOTOPbIM YTBEPKIECH
JIHA, nnu ¢ natsl yrBepxkaenus JIHA.

3.15. Pacnopsimutensubie 1okyMeHThl ['ATIOY TO «To6oabckuit MHOTONPO(HIBHBIN
TEXHUKyM» H37at0Tcsi B (opMe IMPHKA30B M pacrnopskeHuil. PexomeHnayembie oOpasiibl
odopMIIeHHs IPUKa3a U paclopsyKEHUs TpUBEAEHBI B IpritokeHusx NeNe 4, 5, 6, 7.

[Tpukassl n3garoTcs B LEIsIX 0OpPMIIEHHS pEIIeHUH:

- HOPMATUBHOT'O Xapakrepa (ecnu mpukazom yTtepxaaercs JIHA wnu npuHumaercs
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pelIeHne OpraHu3allMOHHOTO XapaKkTepa, HalpuMmep, Mpuka3 00 YTBEPKACHUH CTPYKTYPHI U
mratHOU ynciaeHHOCTH ['ATIOY TO «To6onabckuii MHOTONTPO(PUIBHBIN TEXHUKYMY ),

- OPraHMU3aLMOHHOI0, aIMUHUCTPATUBHOI'O, B TOM YHCJI€ ONIEPATUBHOTO XapakTepa Mo
BonpocaM ocHoBHOM aesrensHOocTH ['AIIOY TO «ToGonbckuii MHOronpoQuIbHbIM
TEXHUKYM).

3.16. Ilpukaszel, m3gaBaembie B ['AIIOY TO «TobGonbckuii MHOTOmpO(MIHHBIN
TEXHUKYM», HE JOJDKHBI IPOTHUBOPEUYNUTH 3aKoHOAATENbCTBY Poccuiickon Penepanuu,
YcraBy, nokanbHIM HOpMaTUBHBIM akTaM ['AIIOY TO «Tobomabckuii MHOTONPOQUIBHBIN
TeXHUKYM» M paHee m3gaHHbIM mpukazam ['AIIOY TO «Tobonabckuii MHOTOMPOGUIBLHBIN
TEXHUKYM).

3.17. Ilpuka3sl 10 OCHOBHOU JI€ATEIBHOCTU U3AAKOTCSA:

- BO UCIIOJIHEHHE HOPMATUBHBIX MPABOBBIX AKTOB OPTaHOB I'OCYAapCTBEHHOM BIACTU U
BBILIECTOSIIIINX OpPraHU3aLni;

- B LEJISIX OCYILECTBJICHUS YIPABIEHYECKOMN AESITEIbHOCTH, BhITEKAOIIEH U3 (PyHKIIMIA
u 3aga4 [ATIOY TO «To6onbckuit MHOTOTPOMUITBHBIA TEXHUKYM.

3.18. [Ipuka3bl 10 OCHOBHOW AESATEIBHOCTH COCTABIIAIOTCS HA OCHOBE THIATENIBHOTO U
BCECTOPOHHETO H3YYEHHUS BOIIPOCOB, TPEOYIOLUIMX pa3pelieHusi, YTOObl cojeprKallvecs B
MpHUKa3ax MOpy4YeHUs: ObUIM KOHKPETHBIMHU, OOECIEUNBAIUCH JTOCTATOYHBIMA MaTepUaIbHO-
TEXHUYECKUMHU ¥ (PMHAHCOBBIMU CPEJICTBAMH M B JaJbHEHIIEM HCKIIOYAd HEOOXOIUMOCTh
KOPPEKTHUPOBKH TMPHUHATHIX pEIICHHH B CBSI3W C HEMOJHOTOW WM HEJopaboTKOU
MpeabIAYLIETro IprKasa.

3.19. TIlpukazer TAIIOY TO «ToGonbckuii MHOTONPO(GUIBHBIN TEXHUKYM»
oopmIIsIOTCS Ha GJIaHKe MPHUKa3a C UCIOJIb30BAaHUEM CIIETYIOIINX PEKBU3UTOB:

- laTa TOKyMEHTA,

- pEeruCTpaMOHHbI HOMEp JOKYMEHTA,

- 3ar0JIOBOK K TEKCTY,

- TEKCT,

- MIOAANHKCh.

3.20. 3aronoBOK K MpHUKa3y Ie€YaTaeTrcs yepe3 OAMH MEXCTPOUYHBIM HMHTEpBAJI MOJ
peKkBH3UTAMU ONlaHKa cJeBa OT TPAHHUIBI JIEBOro moiid. Touka B KOHIIE 3arojioBka He
CTaBUTCS. 3aroJIOBOK K MpUKa3zy (HOPMYIUPYETCS C TMPEATIOTOM «0» («00»), KpaTKO M TOYHO
oTpakasl CoAEepKaHue TeKcTa npukasa. Harmpumep:

06 ymeepoicoenuu Uncmpykyuu no 0enonpoussoocmay

NN

O co30anuu 3Kcnepmuou KOMUccuu

3.21. Tekct mpuka3za COCTOMT W3 JBYX dYacTed: oOOCHOBaHUS (mpeamOyIibl) U
pacropsaauTenbHO YacTu. B 000CHOBaHWMHM yKa3bIBae€TCS OCHOBAaHWE, NMPUYMHA WU LETb
U31aHus TokyMeHTa. Hampumep:

B coomeemcmeuu ¢ npuxKazom MuHucmepcmea CeA3U U MACCOBblX
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KommyHukayuti om 25 oexabps 2014 2. N 1494 «O6 ymeepocoenuu Ilpasun obmena
OOKYMEHMAamMu 6 9J1eKMPOHHOM 8ude NpU OpeaHu3ayuu UHGOPMayYuoHHO20
83AUMOOCUCMBUSLY ...

Nnn

B yensx opeanuzayuu u nposedenus pabomvl no IKCnepmuze YeHHOCmu
0oxkymenmos, oopazyruwuxca 6 oeameavhocmu TAIIOY TO «Toborvckuii

MHO2ONPODUNLHBIL MEXHUKYMY, ...

3.22. PacniopsinurenbHasl 4acTh MPUKa3a HAUMHAETCS CJIOBOM «IIPUKA3bIBAI0», KOTOPOE
MeYaTaeTCs CTPOYHBIMU OyKBaMU BPa3PAJIKY.

PacniopsimutenbHas 4acTh MOXKET COJIEPKATh:

- pelIeHHus OpraHU3aIMOHHOTO Xapakrepa (yTBEpIUTh, CO3AaTh, MPeoOpa3oBaTh,
JUKBUIUPOBATH, IPU3HATH YTPATUBIIUM CHUITY);

- KOHKPETHBIC MOPYUYCHHUS C yKa3aHUEM HUCIIOJHUTENS (MCIIOTHUTENCH) U CPOKOB HX
BBITIOJTHEHUSI.

3.23. Kaxnoe pemnienue (mopydeHue) ohopmisieTcsl B MPUKa3e KaK OTACIbHBIA MTyHKT.
[TyHKTBI MpUKa3a pacmoaararoTcs B JOTUKO-BPEMEHHOM MOCIIEIOBATEILHOCTH U HYMEPYIOTCS
apabckumu  1tudpamu. Ecim  mopyueHue — gaeTcsi  KOHKPETHOMY — CTPYKTYPHOMY
MOJIPa3/IeICHHI0, €r0 HAaUMEHOBAaHWE WHUIIETCS TMOJHOCThIO, B CKOOKax YKa3bIBaIOTCS
dbaMuIMs W UHUIUATBl PYKOBOJIUTENS CTPYKTYPHOTO TOJpPA3ACNeHUsT B UMEHUTEIHHOM
nanexe. Hanmpumep:

.. MPpUKA3blEAIO:
1. Yuebno-wemoouueckomy omoeny (©amunua M.0.) k 01.07.2019 noocomosums u
npedcmagums Ha ymeepiicoeHue niaH yyebHo-memoouyeckou pabomur 2019/2020

YueOHblil 200.

Ecnu mopyuenue maercs KOHKPETHOMY HCIIOJHHUTENIO, €r0 JODKHOCTh M (haMUIIUs
yKa3bIBaloTCs 0e3 CKOOOK B JaTenbHOM nanexe. Hampumep:

3. Tnasnomy oOyxeanmepy @amunus HM.O. nodeomosumsv u npeocmasums Ha
paccmompeHue u ymeepaiicoerue cmemy KoOMaHoOupogouHvlx pacxo0os Ha 2020 200 6 cpox
00 30.11.2019.

[TpenmuceiBaeMoe ACHCTBUE BBIPAXKAETCS TJIaroyioM B HeompezaeneHHod (opme. He
JIOTYCKAeTCs yMOTPEOsATh HEKOHKPETHBIC BBIPAKCHHUS THIA «YCHIUTH», «YCKOPUTHY,
«o0ecTeunTh B KpaTyaiime CpoKm».

Ecimu ogHOMY MCHIONHUTENIO HEOOXOJUMO MOPYYUTh HECKOIBKO Pa3HBIX 3aJaHUil C
OIHUM CpPOKOM BBIIIOJIHEHUS, OTBETCTBEHHBIA WCIOJHUTEIb U CPOK HCIIOJHEHUS
YKa3bIBalOTCSI OJUH pa3 B OCHOBHOM IIYHKTE, a IOPYYEHHUs BBIICISIOTCS B OTIECIbHBIE
MOAIYHKTHI. Eciam y mopydyeHuidd pasHble CPOKM HCIHOJHEHUS, CPOKM YKa3bIBAlOTCS HE B
OCHOBHOM ITYHKTE, a B KQKJOM HNOJIMYHKTE.
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Cpok  HCHOJNHEHMsT JOJDKEH ObITh  peaJlbHbIM, COOTBETCTBOBAaTbH  00BEMY
npeznonaraeMblx padot. [Ipu ycTaHOBIEHHH CpoKa CilelyeT YYUTHIBaTh BPEMs JOBEJICHUS
JOKYMEHTA O KOHKPETHBIX HUCIIOJHUTEIEH.

CpoK HCIIONHEHHsI B MyHKTaX PACIOPSAUTEIBLHON YacTH NMpPHKa3a HE YKa3bIBAeTCS B
CllydasiX, €Cli JEHCTBUS HOCAT PEryJsApHBIA XapakTep W UX BBIIOJHEHUE IMPEANHUCHIBACTCS
Ha BEChb IEpHOJ ACUCTBUA IpuKaza. KoaudecTBO HCHOJHUTENEN IO KaXIOMy IIyHKTY
(moanmyHKTY) He orpaHuuuBaercsa. OTBETCTBEHHBIN UCIIOIHUTEND YKA3bIBAETCS IEPBBIM.

Ecin npuka3 OTMEHSIET MOJHOCTBIO WM YaCTUYHO paHee M3JaHHbIE JOKYMEHTHI I1O
TOMY JK€ BOIIPOCY, TO B IPEAINOCIEAHEM IyHKTE MpHUKa3a HEOOXOAMMO UX MEPEYUCIUTH C
yKa3aHHEM HAMMEHOBAHMs TOKYMEHTA, €r0 AaThl, HOMEpPa, 3arojoBka. Hanpumep:

4.  Ilpuzname  ympamuewum cuny npukaz TAIIOY TO «Toboavckuii
MHo2conpodunvHbll mexHukym» om 5 aseycma 2017 2. N 175 «O6 ymeepoicoeHuu
IKCnepmHuot KOMUCCuuy.

[Tocnenquuil MyHKT MpUKa3a - MyHKT O KOHTPOJE, B HEM YKa3bIBAIOTCS JIOJKHOCTb
JIMIA, OTBETCTBEHHOTO 3a HCIOJHEHHE JOKYMEHTa B IEJIOM, €ro (paMuiaus U HHUIUAIIBL.
Hanpunwmep:

4. Koumpons 3a ucnoiHeHuem npukaza 6031a2aemcs Ha 3amecmumens Oupekxmopa
no YIIP ©@amunua U.0.

B otnenpubix cnmydasx mupekrop ['AIIOY TO «ToGonbckuit MHOTONPO(UIBHBIN
TEXHUKYM)» MOKET OCTaBUTh KOHTPOJIb 32 COOOM:

KOHmpOJlb 3a UCNOJIHEHUEM NpUuKaza ocmaeiisiio 3a coboll.

3.24. He Bkito4aeTcs B TEKCT mpuka3a myHKT «[Ipuka3 qoBectu 10 CBEACHUS ...».

CTpyKTypHBIE NOAPA3ACICHUS M JOJDKHOCTHBIE JIMIA, JO CBEACHUS KOTOPBIX
HEOOXOAMMO JTOBECTH MPHUKAa3, NEPEUHCISIOTCS B JHCTE (CIMCKE) O3HAKOMIICHHUS, KOTOPBIH
MOKeT 0(OPMIATHCS Ha 00OPOTHOM CTOPOHE MOCIEAHETO JIMCTA PUKa3a.

3.25. B npuka3ax He TOIyCKaeTcs:

- U3MEHEHHME DPAHEEC YCTAaHOBJIICHHBIX CPOKOB BBINIOJHEHUs 3aJaHUN B CTOPOHY MX
YBEIINYECHUS,

- TPUMEHEHUE TMPOMU3BOJIBHBIX COKpPALICHWA WJIA WCKAKECHUE HaUMEHOBAaHUM
ctpyktypHbix noapasaenenuit [AIIOY TO «To6onbckuit MHOrOMPOQMIbHBINA TEXHUKYM;

- IPUMEHEHUE POU3BOJIbHBIX (HE OOLIENPUHATHIX) TEXHUUECKUX U IPYTUX TEPMUHOB,
COKpALICHHBIX CJIOB U HAUMEHOBAHUM.

3.26. Ilpyn Hanuuuu NPUIOKEHUN B TEKCTE NPHKa3a B COOTBETCTBYIOIIMX ITyHKTaXx
PacCIOpSIANTENILHOM YaCTH JAIOTCSI OTCBUIKHU: ...(npunodcenue Ne 1); ...(npunoscenue Ne 2); ...
«CO2NIACHO NPUNOJHCEHUIOY, HA TTPUIIOKEHUH 0(OPMIIIETCS OTMETKA O MPHIIOKEHHH:

Ilpunooicenue Ne 1
k npukazy [I'AIIOY TO «Tobonbckuti
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MHO20NPOPUNLHBIL MEXHUKYM»
om 02.03.2019 N 6

N3nanue BMecTe ¢ MPUKa30M NPHUIOKEHUM, HE YIIOMSHYTHIX B TEKCTE€ JOKYMEHTA, HE
JOITyCKaeTCs.

Ecnmu  1OKyMeHT, yTBEp)KIECHHBIM IpPHKa30M, BIIOCIEACTBUU JEWCTBYET B BUJE
CaMOCTOSITENIBHOIO JOKYMEHTa, Ha IEPBOM JIUCTE JOKYMEHTa B BEPXHEM IPABOM YTy
npocraBisiercss Tpud yTBEpKIAEHUS (MpU HEOOXOJUMOCTH, - C YKa3aHHMEM HoOMepa
NPUIIOKEHUST ), HAIPUMED:

NHcTpykums YTBEPK/IEHA
NpUKa3om
TAIIOY TO «Tobonwvckuii
MHO2ONPOPUILHBLL MEXHUKYM»

om 05.10.2019 N 106

3.27. Pacnopspkenust oQOpMIISIIOTCS MO TEM >K€ MpaBuUiiaM, 4YTO U MpPHUKa3bl, 3a
UCKJIIOYEHHUEM TOrO, YTO B KOHIIE IPeaMOyJbl CTAaBUTCS JBOETOYME, IOCIE YETrO CIEAYIOT
MYHKTHI pacopsAuTeNbHON yacTi. Hanpumep:

B yenax ucnonnenusa npuxkaza I'AIIOY TO «Toborvckuii mHoconpoguivhblil
mexnuxkymy om 22 mapma 2019 2. «O6 opeanusayuu u nposedeHuu KOHKypca «JIyuwiui
npenooasamenv mexHukyma — 2019»:

1. 3asedyrouum omoenenuii 8 cpok 0o 10 cenmsaops 2019 e. npedocmagumov ceou
npeoiodHceHUsl 0 KAaHOUOamypax npenooasameliell i y4acmus 8 KOHKYpce.

2. ..

PacniopspkeHust MOTYT HE UIMETh IPeaMOyJIbI.

3.28. Tlpukassl u pacnopspkeHus: noanuceiBaetr qupekrop [ATIOY TO «ToGonbckumii
MHOTONPO(UIBHBINA TEXHUKYM).

3.29. Konuu mnpuka3zoB (pacropspKeHUM) pacChlUIalOTCSt B COOTBETCTBUU C JIMCTOM
(CriMCKOM) 03HAKOMJICHHSI.

3.30. [desTenbHOCTh MO COBMECTHOM BBIPAOOTKE pPEIIEHUN Ha 3acelaHusX COBETOB,
KOMHCCHH, COBEIIaHUAX 0PopMIIsieTCs MPOTOKOIaMHU.

[IpoTokon cocTaBisieTCs HAa OCHOBAHMM PYKOINMCHBIX 3alHCEH, MPOU3BEACHHBIX BO
BpeMsl 3aceJlaHusl, MPEACTaBICHHBIX T€3UCOB JOKIAJ0B U BBICTYIUICHUH, CIIPABOK, TPOCKTOB
penieHnii (MoCTaHOBIECHUM ).

[Tporokon odopmisieTcss B TEYSHHE OJHOTO - TpeX JHEW TOocle TPOBEICHUS
3acellaHusl, €CJIM CPOKH €T0 MOJTOTOBKHA HE OTOBOPEHBI 0C000.

3.31. PekBuzuTamu  TPOTOKOJIA  SIBJISIOTCS:  HAaWUMEHOBaHWE  OpTraHM3alluH,
HAaMMEHOBAHME BHUJA JOKYMEHTa, 3aroJOoBOK K TEKCTy, Jara M MECTO 3acelaHus,
PErUCTPALIMOHHBIA HOMEP IPOTOKOJIA, TEKCT, OAMKICH.

3.32. 3arosoBOK K TEKCTY MPOTOKOJIA OTBEYAET HA BOIPOC «YEro?» U COAEPKHUT
yKa3aHue OpraHa, AesiTeJIbHOCTh KOTOPOro npoTokonupyercsa. Hanpumep:
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NPOMOKOJ 3aCe0anUsl AmmecmayuOHHOU KOMUCCUU
npomoKon 3acedanuss HayyHo-memooudeckou komuccuu [IAIIOY TO «Tobonbckuii
MHO20NPOPUNLHBIT MEXHUKYM».

JlaToli mpoTokona sBIsSeTCS JaTa 3acedaHus. Ecnu  3acenaHue MpoOJIOJDKAETCS
HECKOJIbKO JHEH, yKa3bIBaeTcs JaTa Hauaja 3acelaHusi M 4Yepe3 THUPE - JaTa OKOHYAHUS:
4 — 6 gespansn 2019 2.

3.33. Tekct mpoTOKOIA JIOKEH COCTOSITh M3 JBYX 4YacTeil: BBOJHOM M OCHOBHOW. B
BBOJIHOM 4acTu MPOTOKOJIA YKa3bIBAIOTCS bamunun npejceaaTens
(mpencenaTrenbCTBYIONIET0); cekpeTaps; (aMUIMM YYaCTHUKOB, MPUCYTCTBYIOIMX Ha
3ace/laHuu; JINII, TPUTJIAIICHHBIX Ha 3ace/laHue; TOBECTKA JHS.

Eciu konmdecTBO MNPHUCYTCTBYIONIMX HA 3aceJaHUU TpeBbIIaeT 15 YeraoBek, B
BBOJIHOM YacCTH MPOTOKOJIA JENAeTCS CChUIKAa Ha CIHCOK, SIBJSIOMIMICS HEOThEeMIIEMOM
YyacThio MpoTokoia. Hanpumep:

Ilpucymcmeosanu: 25 uen. (cnucok npunazaemcs).

BBogHasg yacTh MPOTOKOJA 3aKAHYMBAETCS MOBECTKOM HS, COAEpXkALIECH NEpPEUYCHb
paccMaTpUBaeMbIX BOIPOCOB, TMEPEUYUCICHHBIX B TOPANKE HX OOCYXKICHHS C yKa3aHHEM
JNOKJIaAuuKa MO KaXJIOMy paccMaTpuBaeMoMmy Bompocy. Bompocbl mnoBecTkd —AHS
dbopmMynUpyIOTCS C TpeajaoroM «o» («oby»), medaTaroTcss OT TpPaHUIBl JIEBOTO MO M
HYMepYyIoTCs apaOCKUMU LUPpPaMH.

B ocHOBHOIT yacT nmpoTokoia GUKCUPYETCS XOJ1 3aCEIaHus.

3.34. IlonHplii MNPOTOKOJN COAEPKUT 3aMHCh TOrO, YTO MMPOUCXOJIUIIO BO BpeMs
3aceaHusi, BKJIIOYas BOMPOCHI K JOKJIATYMKY, OTBETHl HAa HUX, BBICTYIUICHHS B XOJE
o0CYyXXJIeHUsI BOIPOCA, PE3yJIbTaThl TOJIOCOBAHUS MO BONPOCY W TPHUHATHIC PEIICHUS.
Pexomenayembiii o6pa3zerr ohopMIICHHS TIOJIHOTO MPOTOKOJIA MPUBEACH B TIprtoxkeHun Ne 11,

Kpatkue npoTokomsl BeAyTCs MPU PAaCCMOTPEHUHN BOIIPOCOB OMEPATUBHOTO XapaKTepa.
Pexomenayemsbiii ob6pazenr odopmiieHHST KpPaTKOro MPOTOKOJAa TPHUBEICH B MPUIOKEHUU
Ne 12. B xpaTkom mpoTokoiie (UKCHpPyETCcs Tema OOCYKIeHUs, haMUIus JOKIaTIuKa T10
BOIIPOCY U MPUHATHIC PEIICHUS.

3.35. OcHOBHasi 4acThb MOJIHOTO MPOTOKOJIAa COCTOMUT W3 PaA3/ENOB, IMOCBSIICHHBIX
BOIIpOCaM TMOBECTKM JIHS. XOJ PACCMOTPEHMs] KaXJOro BONPOCa 3alKChIBA€TCS B
nocienoBareapHocT: CIIVIIIAJIA - BBICTVYIIWJIN - PEIIJIN.

[TocTtanoBieHue (pernieHue) B TEKCT TMPOTOKOJA BHOCUTCS TIOJHOCTBIO B TOM
dhopmynupoBKe, KOTOpasi Oblla MPUHSATA HA 3aceJaHWU; MPU HEOOXOAMMOCTH TMPHUBOISATCS
WUTOTH TOJIOCOBAHUS: «34 - ..., NPOMUB - ..., B030E€PHCATIOCH - ... ).

3.36. [Tporokon 3aceaHus MOJNHUCHIBAETCS npejceaaTeneM
(mpencenaTenbCTBYIONIMM) M CEKPETApPEM 3ace/laHusl, €ClIM MHOe He ycTaHoBieHo JIHA.

3.37. Tlpu HeEOOXOAMMOCTH KOIHUU TPOTOKOJOB WM BBIMUCKA W3 MPOTOKOJIOB
pPacChUIAIOTCS 3aMHTEPECOBAHHBIM JIMIIAaM B COOTBETCTBHUHM C YKa3aTeJIEM PACChUIKU.

B BbInMCKe U3 MPOTOKOJIA JAOKHBI BOCTIPOM3BOAUTHCS BCE PEKBU3UTHI 3ar0JIOBOYHOM
YacTH MPOTOKOJIA, BBOJIHASL YACTh, BOIIPOC MOBECTKHU JHS, [0 KOTOPOMY TOTOBHUTCS BBIITUCKA,
U TEKCT, OTpakaroluil 00CyKJeHNE BOIIpOca U MPUHSITOE PELICHUE.

3.38. [lenoBoe (cimyx)eOHOE) MMCEMO TOTOBUTCS Ha OnaHke muchMa. [Ipu coctaBneHnn
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nuceM oOPMIISIFOTCSI PEKBU3UTHI: aJjpecart, 3arojIoBOK K TEKCTY, TEKCT, MOJIMUCH, OTMETKa 00
UCTIOJTHUTEIE, B HEOOXOAUMBIX CITydasx - OTMETKa O MpUiIokeHnu. PekoMenyemMblit oOpaszen
ogopMIIeHHS 1€J0BOr0 MUChMa MPUBEAEH B MpuiiokeHun Ne 13.

3.39. Ecnu muceMoO SBISETCS OTBETOM Ha MOCTYNMBIIMM 3ampoc WU MpOchOy,
3ar0JIHAETCS PEKBU3UT «CChUIKA HAa PETUCTPAUMOHHBII HOMEp U JaTy MOCTYIMBILIETO
UCHhMaY.

HaumenoBanue Buja JOKyMeHTa («nucbMo») U Pa3sHOBUIHOCTH MUChMa (HAmpuMep,
«npocvbay, «UHGOPMAYUOHHOEY, «CONPOBOOUMENbHOEY, «3ANPOoC», «HANOMUHAHUE») B
TIEJIOBBIX (CITyKeOHBIX) MUChMaX HE YKa3bIBAIOTCS.

Ecnu nuceMo HampaBisieTcsl ajgpecary MO 3JIEKTPOHHOW mouTe wiu mno ¢akcy 0e3
JOCBUIKH IO II0YTE, BMECTO ITOYTOBOIO aIpeca YKa3bIBACTCs aIpeC JIEKTPOHHOM MOYTHI WU
HOoMep TenedoHa-Pakca.

3.40. JlemoBoe (ciy>keOHOE) MUCHMO MOJDKHO OBITh IMOCBSAIIEHO OJHOMY BOIPOCY.
Ecnu HeoOxoaumMo oOpaTUThCS B OpraHU3allMi0 OJHOBPEMEHHO MO HECKOJIBKUM BOIIPOCAM,
COCTaBJISIFOTCS OTJIETbHBIE TUChMA 110 KaXK/I0MY U3 HHX.

[TrucbMO MOXET KacaThCsl HECKOJIBKUX BOIPOCOB, €CIIM OHM B3aMMOCBSI3aHBI.

3.41. B ogHoM mHMCchbME HE JAOKHO OBITH 0oJiee YeThIpeX aApecaToB, MPH ITOM
OCHOBHOM aJpecaT yKa3bIBAa€TCsl IIEPBBIM, OCTAIIBHBIM aJpecaTaM MUCbMO HAIPABIISETCS IS
CBEJICHUA.

[Ipy HEOOXOIUMOCTH HAMpaBUTh MUCHMO OOJBIIEMY KOJHMYECTBY aJpecaTros,
TOTOBHUTCS CIIUCOK PACCBUIKH, U ITMCbMA PACCHUIAOTCS IO CIIUCKY.

3.42. Ilpu cocTaBiieHUHU JETOBBIX IMHCEM MCIOJIb3YETCsS BCTYMHUTENbHOE OOpalieHue u
3aKJIIOYMTENIbHAST OdTHUKeTHas (paza B cooTBeTcTBUM ¢ myHKTOoM 2.35. Hacrosmieit
MHCTPYKIIHH.

3.43. TekcT nucbMa HU3naraercs:

oT 1-ro nMIla MHOXKECTBEHHOTO YUCHA («IPOCUM ...», «NpeONazaem ...», KHanoMuHaem

.2);

“H).

oT 3-r0 Juna C€AUHCTBCHHOI'O 4YMCJIa «MEXHUKYM He pacnojacaent 603MOMNCHOCNbIO

3.44. Ecnu nenoBoe (ciry:keOHOE) MUCHMO HAMpaBIsieTCs aapecaTy MO IModYTe, OHO
TOTOBUTCS B ABYX AK3EMILIApax (OJAMH 3K3EMIUISAp MPEAHA3HAUEH JUIsl BA3UPOBAHMUS).

JHenoBoe (ciyxkeOHOE) MHUCBMO A0 TPEACTABICHUS Ha TMOINUCH JOKHO OBIThH
COTJIaCOBAaHO (3aBU3MPOBAHO) CO BCEMH 3aWHTEpecOBaHHbIMHM JjuiamMu. CorjacoBaHue
(BU3UpPOBAHME) JNIETIOBBIX IMHCEM MPOBOJUTCA B COOTBETCTBUM ¢ nyHKTamu 4.1. - 4.10.
Hacrosiiielt uHCTpyKIHH.

3.45. JlenoBoe (ciyxeOHoe) mucbMo mnopnuceiBaercs aupekropom ['AIIOY TO
«Tobonbckuit MHOTONPOMIBbHBIN TeXHUKYM». [loanucanHoe nenoBoe (ciaykeOHOe) THChbMO
MOJJICKUT PETUCTPALlUU U OTIIPABKE.

He pomyckaercs oOTHpaBisATh ajpecataM IHCbMa, HE UMEIOIME JaThl |
PErUCTPALMOHHOIO HOMEpa.

3.46. Ilocne moanucaHus MUCbMA U €T0 PErHMCTPALMU 3K3EMIUISP MHUCbMa C BU3aMU
3aMHTEPECOBAHHBIX JIUII IOMENIAeTCs B JeJI0 B COOTBETCTBUM ¢ HOMeHKIaTypoil aen [TATIOY
TO «Tob60nbCcKHit MHOTOMPO(PHIBHBIA TEXHUKYM.

3.47. AKTBl COCTaBJISIIOTCS HAa OCHOBE YTBEPKICHHBIX OpraHaMu BJACTH
yHUDUIIMPOBAHHBIX (OpPM WIM B CBOOOIHON ¢opme B IENsX MOATBEPkKACHHUS (HaKTOB,
cBs3aHHbIX C AesaTenbHOCThi0 [AIIOY TO «ToGonbckuit MHOTONMPO(MIBHBIA TEXHUKYM.
PexomeHnyemble 00pa3ibl opopMIIeHHS akTa NMpUBEAEHBI B mpuioxeHusx Ne 14, Ne 15.

3.48. Ilpu cocraBleHHMH aKTOB MCHOJb3YIOTCS PEKBU3UTHI: HAUMEHOBAHHE
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YUpPEXKIECHUS, HAMMEHOBaHUE BUAA JOKYMEHTA; JaTa JOKYMEHTA; PEruCTPalMOHHBII HOMEpP
JOKYMEHTA; MECTO COCTABJICHUS UJIU U3/IaHUS JOKYMEHTA; 3ar0J0BOK K TEKCTY; MOJIIUCH.

3.49. Jlatoii axkTa SABISETCSA JaTa COCTABICHUS aKTa W MOANMCAHUS €ro
COCTaBHUTEISIMU.

Ecmun dopmoit akTa mpemycMoTpeHOo ero yTBepxaeHue aupektopom ['AIIOY TO
«Toboapckuit MHOTONTPO(DUITEHBIN TEXHUKYMY», TATOM aKTa SBISETCS J1aTa €r0 YTBEPKIACHHUS.

3.50. B BBOJIHOM YacTH aKTa B UMEHUTEIBHOM MaJEkKe YKa3bIBAIOTCS:

- OCHOBaHHE COCTaBJICHUS aKkTa (JIOKaJbHBIM HOPMATUBHBIN aKT; pPacTOPsAUTEIbHBIH
nokymeHT ['AIIOY TO «TobGonbckuit  MHOTONMPOPMIBHBIM  TEXHUKYM»  (TIpUKa3,
pacriopsikeHue); GakT Wik COOBITHE, MOCTYKUBIIIEE OCHOBAaHUEM JJIsl COCTABJICHUS aKTa);

- COCTaBUTENM akTa (mepeuyuciaroTcss mnocie cinoBa «CocTaBieH» € yKa3aHHUEM
JOJKHOCTEN, HAMMEHOBAaHUIN OpraHu3alui, €ClIM COCTaBUTEIM SIBIIAIOTCS MPEICTABUTEIIAMU
Jpyroi opraHu3anuu, GaMuinii 1 UHUITUAIOB).

Eciu akT cocraBiieH KOMHUCCHEH, MEpBOM YyKa3bIBaeTcsi (GaMuiIus Mpeicenaress
KOMHCCHH, 3aTEM WICHOB KOMUCCHH B ali(paBUTHOM TOPSJIKE.

3.51. B Tekcre akra H37araroTCs UEIM M 3aJa4d COCTaBIICHHS aKTa, CYIIHOCTb,
XapakTep, METOJbl U CPOKH MPOIETaHHOU paboThl, €€ pe3yJIbTaThl.

[Ipu HEOOXOAMMOCTH aKT MOXKET COJAEPIKATh BHIBOJIBI M PEKOMEHIAIUH.

B 3akmiounTenbHONW 4YacTHM akTa YKa3bIBAIOTCS KOJIMYECTBO IMOATOTOBJIEHHBIX
AK3EMIUISIPOB AKTAa M MECTOHAXO0XKJICHHE KaXA0oro sk3eMiuisipa. KoinuecTBo 3K3eMIUISIPOB
aKTa OIpeAesieTcs KOJIMYECTBOM CTOPOH, 3aWHTEPECOBAHHBIX B €r0 COCTABIICHUHU, WIIU
HOPMAaTHUBHBIMU TPEOOBAHUSIMH, PETIAMEHTUPYIOIIMMHU COCTaBJICHUE AaKTOB KOHKPETHOM
Pa3HOBUAHOCTH.

3.52. Dx3eMIUsIpbl aKTa MOJMUCHIBAIOTCS BCEMH WICHAMH KOMHUCCHUU (€CIId aKT
COCTABJISJICSI KOMHCCHEHN) UM COCTABUTEIISIMUA M, TIPU HEOOXOANUMOCTH, TPUCYTCTBOBABIIUMHU
JIULAMH.

[Ipy nmoamucaHuu akTa MpeaceaTeleM M 4WieHaMd KOMHUCCUM HAaWMEHOBAaHUSl MX
JOJKHOCTEN HE YKa3bIBAIOTCA.

Oco0oe MHEHHME COCTaBUTEINSI aKTa M3JIaraeTcsl Ha OTACIBHOM JIUCTE, TIOIMUCHIBACTCS
Y MIpUJIaraercs K akry.

3.53. Ecmm 3akoHonmarensctBOM  Poccuiickoii  @Pepepauyu  NpeyCMOTPEHO
O3HAKOMJICHHE C COAEPKAHUEM aKTa JIMI, YIIOMSHYTBIX B aKTe, MOJ] MOAMNCH, HA MOCIeIHEN
CTpPaHHUIE aKTa MPOCTABIAETCS O3HAKOMUTENbHas Buza «C akmom o03HaKomIeH(vl)», TMpHU
9TOM YKa3bIBAIOTCS HAMMEHOBAHMS JIOJDKHOCTEH, JIMYHBIC TMOANKCH, paciu(poBKH
MOANUCEH, NaThl O3HaKoMJIeHUs. JIuia, KOTopble 3HAKOMSTCS C COAEpKaHUEM aKTa, UMEIOT
MPaBO HE COTJIACUTHCS C COJACP’KAHUEM aKTa B IIEJIOM WJIM €r0 OTJAEIbHBIMU MOJIOKEHUSIMH,
YTO JIOJDKHO OBITh 3a(UKCUPOBAHO MPH 03HAKOMIICHUH C AKTOM.

3.54. JloxmanmHas (ciayxeOHasi) 3amucKa MCIOJB3YeTCsS Uil ONEPaTHBHOTO
MH(POPMAIIMOHHOTO OOMEHa MEXAY CTPYKTYPHBIMH TMOJPA3JCICHUIMH W PYKOBOICTBOM.
OO6pa3upl  opopMIICHUS JOKIAAHOW 3alMCKU M CIYy)KEOHOM 3amuCKU TMPUBEICHBI B
npuiioxkeHus X Ne 8, Ne 9.

3.55. OOGs3aTenbHBIMU PEKBU3UTAMH JIOKJIAAHON (CIIyKEOHOM) 3amuCKu SIBISIOTCA:
HalMEHOBAaHUE CTPYKTYpPHOTO MOAPA3ACICHUSA 'ATIOY TO «Tobonbckuii
MHOTONPO(MUIBHBI TEXHUKYM», HAMMEHOBAHHWE BHJA JOKYMEHTa (OKJIaJHas 3aIlucKa,
cirykeOHasl 3aIicKa), 1aTa, 3aroJ0BOK K TEKCTY, aapecar, TeKCT, MOJIUCh.

3.56. Ilpu agpecoBaHMM JOKJIAAHBIX (CIy>KEOHBIX) 3allUCOK YKa3bIBAIOTCS B
JaTeIbHOM TajeXe JOKHOCTh JIMIA, KOTOPOMY aJpecoBaH JOKYMEHT, daMuius U
vHunuManel. Hanpumep:
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Llupexmopy
TAIIOY TO «Tobonvckuii

MHO20NPOPUNLHBIL MEXHUKYM»
Ilonsxosy C.A.

HIIN:

3amecmumento oupekmopa no YIIP
Damunus U.O.

3.57. Texct noknagHOM (CiIyKeOHOM) 3amuCKU, B 3aBUCUMOCTH OT CJIOKHOCTU
COJICp)KaHMS U MIPUBOJIMMOM apryMEHTAIIMH, COCTOUT U3 OJHOM, JIBYX WIIM TPEX YaCTCH:

- B MEpPBOH 4YaCTH H3JaraloTcs HPHYMHBI, (AKThl WU COOBITHS, IOCIY KHBIIHE
MTOBOJIOM JIJISl COCTABIICHHUS JOKYMEHTA;

- BO BTOPOI YaCTH JAaeTCs aHAIN3 CIIOXKHUBIICIHCS CUTYaIlMH, BO3MOYKHBIC BAPHAHTHI €€
peIICHHUS;

- B TPEThEH YaCTH U3JIarafoTCs BBIBOIBI.

IV. CornnacoBanue nNpoeKTOB 10OKYMEHTOB.
Ioanucanue (yrBep:K/aeHNe) MPOEKTOB IOKYMEHTOB

4.1. CornacoBaHue MpoeKTa JTOKYMEHTA IPOBOJUTCS A0 €r0 MOAMUCAHUS TUPEKTOPOM
B IIEJISIX OLEHKH COOTBETCTBHS MPOEKTAa 3aKOHOAATENbCTBY Poccuiickoit ®denepanuu,
nokanbHbIM  HopMaTuBHbIM akTamM ['AIIOY TO «ToGonbckuit  MHOTrOmpoQHIbHbIN
TEeXHUKYM», KauecTBa U 3(P(PEKTUBHOCTHU MPEIaraeMoro perieHusl.

CoryacoBaHue MpoeKTa JOKYMEHTa OPTraHU3yeTCsl HEMOCPEACTBEHHBIM UCIIOJIHUTENIEM
(cocTraBuTENEM) M PYKOBOJIUTENEM CTPYKTYPHOIO TOJpa3fesieHus - WCIOJHUTENS U
MIPOBOJUTCS B MPEENaxX yCTAHOBIEHHOIO CPOKA UCIIOJIHEHUS.

4.2. CornacoBanue npoekToB JokyMeHTOB ¢ pabotHukamu ['AIIOY TO «Tobonbckuit
MHOTONPOMUIBHBIM TEXHUKYM» W/WIH JPYTUMHU OpPraHU3alMsIMU OpPraHu3yeT HCIOJIHUTEINb
mocjie corjiacoBaHusi B pabodyeM TOpSAJKE TMPOEKTa JIOKYMEHTa C PYKOBOJUTEIEM
CTPYKTYpPHOI'O NOJpa3JeleHUs] U B COOTBETCTBUU C HMHCTPYKLUHMEH IO JEJIONPOU3BOJICTBY
'ATIOY TO «To60sbcKHil MHOTOIIPO(PMIBHBINA TEXHUKYM.

4.3. ITpoeKThl JOKYMEHTOB COTrIacyIOTCS:

- HENOCPEACTBEHHBIM  MCIOJIHHUTENEM M PYKOBOAMUTEIEM  CTPYKTYpPHOIO
MO/Ipa3/ICIeHMsI - UCIIOJIHUTENS;

- COUCTIOTHUTENSIMHU (IIPU UX HATUYUN);

- PYKOBOAMTENSIMH CTPYKTYpHBIX Tojapasnenenuii, padotHukamu ['AIIOY TO
«ToOonbckuil  MHOTONPOMUIBHBIA  TEXHUKYM», HaIllpaBJICHUS JEATEIBHOCTH  W/WIN
(GyHKUMOHAIbHBIE O0S3aHHOCTH KOTOPBIX 3aTparuBalOTCid B MPOEKTE JOKYMEHTa W/WIU
KOTOpPbIE YKa3aHbl B IIPOEKTE JOKYMEHTA B KaueCTBE HCIIOJIHUTENEH (B Cilydae BPEMEHHOI'O
OTCYTCTBUSL PYKOBOJUTENSI CTPYKTYPHOIO MOAPA3AEIEHUS IMPOEKT JOKYMEHTa BHU3UPYET
JIUII0, BPEMEHHO UCTIOJIHSIONIEE €ro 00s13aHHOCTH);

- 3aMectuTeneM aupekropa no YIIP, 3amectureneM IUpEKTOpa MO BOCHUTATEJIBHON
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paboTe U colmaibHBIM BompocaM (nanee - 3amectureneM aupekropa no BP u CB) F'AIIOY
TO «ToGonbckuit MHOTOMPOGUIBHBIA TEXHUKYM», KYPUPYIOIIMMH 3aTPOHYTHIE B MPOEKTE
JIOKyMEHTa BOIPOCHI (€Cl JOKYMEHT MOoANUCKkIBaeTcs (yTBepxaaetcs) nupekropom IAIIOY
TO «ToOonbckuit MHOTONPO(QUIBHBIA TEXHUKYM).

[IpoekTbl TOKYMEHTOB, peanu3anus KOTOpbIX TpeOyeT (UHAHCOBBIX 3aTpar,
corjacoBbIBatOTCs ¢ TiaBHBIM Oyxrantepom ['AIIOY TO «Tobomsckuit MHOTONIPOGUIBHBIN
TEXHUKYM).

He nomyckaercs HampaBiATh Ha COTJIACOBAHUE MPOEKT JOKYMEHTa OJHOBPEMEHHO
IBYM WU Oojiee COTpYyAHHKaM OJIHOTO CTPYKTYpHOTO Tojpa3zjeieHus. B kadecTBe mwil,
COIIACYIOIIUX MPOEKT JOKYMEHTA, OJKHBI BBICTYNATh MPEUMMYIIECTBEHHO PYKOBOIUTENIN
CTPYKTYPHBIX OJPa3ICICHUN.

4.4. BHelHee cCOrjJacoBaHHWE NPOEKTa JOKYMEHTa OCYILIECTBIAETCS IOCPEACTBOM
HaIlpaBJICHUS MPOEKTA B JAPYTYIO OPTaHU3ALMIO C COMPOBOIUTEIBHBIM TUCHMOM, B KOTOPOM
YKa3bIBa€TCS CPOK COIIACOBAHUS.

4.5. Cpoku corinacoBaHus JTOKYMEHTOB COCTaBJISIIOT:

- IPOEKTHI JIEJIOBBIX (CITyKEOHBIX) MuceM - 1 - 3 pabounx maHS;

- IPOEKTHI MIPUKA30B 0e3 MpuiiokeHuil - 1 - 3 pabouux aHS;

- POEKTHI MIPUKA30B C MPUJIOKEHUSIMHU CIIPABOYHOIO XapakTepa - 3 - 5 pabounx AHel;

- IPOEKTHI IPUKA30B C MPUIOKEHUEM JIOKAJIbHBIX HOPMATUBHBIX aKTOB B 3aBUCUMOCTH
ot ux oobema (He 6onee 50 ctpanun) - 5 - 10 pabodux aHEH;

- TPOEKTHl JIOKAJIbHBIX HOPMATHUBHBIX aKTOB, YTBEP)KIAE€MbIX HENOCPEACTBEHHO
MoANHUCKI0 nupekTopa (He 6omee 50 crpanui) - 5 - 10 pabouux gHEH;

- TPOEKTHl TPOTOKOJIOB 3aceJaHuil (COBEIIaHWM) TpU HEOOXOIUMOCTH HX
COTJIACOBaHUS, B 3aBUCUMOCTH OT 00beMa IOKyMeHTa - 1 - 3 pabouux JHs.

Cpoku corjacoBaHHMsl MPOEKTOB JOKYMEHTOB, HalpaBisieMblX Ha BHEIIHEE
COIJIACOBAHME HE JIOJKHBI COCTABIATh Oosiee 30 KaJeHIapHbIX JHEH.

B KOHKpeTHBIX CiydasX B 3aBUCMMOCTH OT COJAEp>KaHMSI U Ha3HAUEHUS JIOKYMEHTa
CPOK COTJIaCOBaHMSI MOXKET OBITh COKpAIlleH WJIM YBEJIWYEH IO PELIECHUI0 PYKOBOAMTENS,
KYPHUPYIOLIETO HAIPABJIEHUE AEATENBHOCTH, 10 KOTOPOMY I'OTOBUTCS ITPOEKT PELICHMS.

4.6. Odopmienue pesyapTaToB cornacoBanus JIHA w  pacnmopsauTenbHBIX
JIOKYMEHTOB OCYIIECTBIISIETCS B BUJIE BU3, POCTABISIEMbIX 3aMHTEPECOBAHHBIMU JIUIIAMH Ha
MOCJIETHEM JICTE MPOEKTa TIOKyMEeHTa (Ha ero JIMLEBON UM 000pOTHOM cTopoHE). OTMETKH
O COTJIacoOBaHUU (TPHU(Q COTIACOBaHMS M BU3bI) OQOPMIISIFOTCS B COOTBETCTBHM C IMYHKTaMHU
2.37.,2.38. Hacrosuieilt ”HCTpyKLUH.

[Ipu cormacoBaHuM N€JOBBIX (CIIy’)KEOHBIX) MHUCEM BHU3bI MPOCTABISAIOTCS HA KOMUU
nicbMa (BU30BOM 3K3EMIUISIP), KOTOPHIA MOCIE MOANMHCAHUS MOJIMHHUKA MHUChbMa U €ro
perucTpanuu MOMEUIaeTcsl B JI€JI0, WIM Ha 000pOTe NOJJIMHHUKA NMUCbMA, €CIU IUCHMO
HampaBisieTcsl ajipecaTy no ¢akcy WiIM 3JEKTPOHHOM mouTe. DTOT K€ SK3EMIUIIp MUChMa
rocJie OTIpaBKu ajpecaty (1Mo (Gaxkcy WM 3JIEKTPOHHOM MOYTE B BUJIE DJIEKTPOHHON KOMHH)
MIOMEIAETCA B JEINO.

[IpoekTbl MPOTOKOJIOB BU3UPYIOTCS JIMIIAMM, BBICTYNABIIMMH Ha 3aceIaHHUU
(coBemanum) MyTeM MPOCTAaBJICHHS BU3bl HA JIEBOM II0JI€ JOKYMEHTa HAIlpOTHUB 3aIlUCU
BBICTYIIJIEHUS] COOTBETCTBYIOLIETO COTPY/IHUKA.

4.7. Ilpu coriacoBaHMM IIPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3[JaHHBIX Ha
OyMa)KHOM HOCHUTEJIE, BU3bI IPOCTABIISAIOTCS HETIOCPEICTBEHHO Ha MPOEKTE JOKYMEHTA.

4.8. Ilpm BHEHIHEM COTJACOBAHHUM, IIOJYYEHHOM IIMCbMOM, WIH COINIACOBAHUH
MPOEKTa JOKYMEHTa KOJUIETHAJIbHBIM (COBEIIATENbHBIM) OPraHOM C (UKCAIIUEH pelIeHus O
COTJIACOBAHMH B MTPOTOKOJIE 3aCeIaHUs UCIIOIHUTENb 0(OPMIIIET Ha MPOEKTE JOKYMEHTA UITU
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B JIUCTE COIJIACOBAHHUS I'pu( COIVIACOBAHMS B COOTBETCTBMM ¢ IyHKTOM 2.37. Hacrtosmei
UHCTpYKIMHU. [lucbmMa o cormacoBaHuu (BBIMMCKA M3 MPOTOKOJIA) MPUIIATAIOTCS K HPOEKTY
JIOKYMEHTA.

4.9. B xozne coriiacoBaHus MPOEKTa JOKYMEHTa paOOTHUK, COIJIACYIOUINI JOKYMEHT,
IIPUHUMAET OJHO U3 CIEAYIOIUX PEIICHUMN:

- COIJIacoBaTh MPOEKT JOKYMEeHTa 0e3 3aMeYaHUii;

- COTJIacOBaTh MPOEKT JOKYMEHTA C 3aMEYaHUSIMU;

- OTKJIOHHUTD ITPOEKT TOKYMEHTA;

- yKa3aTb, 4YTO HE UMEET OTHOLIEHUS K IPOEKTY JOKyMEHTa (pacCMOTpPEHHUE BOIPOCa,
110 KOTOPOMY MPUHUMAETCS PEIIEHUE, HE BXOAUT B 00513aHHOCTH paOOTHHKA).

Eciu npoexT JOKyMeHTa COIJIacOBaH € 3aMEYaHMSIMH, 3TO O3HAYAET, YTO 3aMEUYaHUs
HOCAT PEIaKIMOHHBINA XapakTep, U MOCJIe UX MPUHATUS HUCIOJHUTENIEM MPOEKT He TpeOyer
IIOBTOPHOT'O COINIACOBAHUS.

[TpoeKT 1oKyMeHTa OTKIOHSETCS JIMLIOM, COTJIACYIOIIUM IOKYMEHT, B CIIy4dasx:

- HaJIM4Msl CYIIECTBEHHBIX 3aMEYaHM 110 IPOEKTY JOKYMEHTA;

- HECOTJIAaCHs C MPOEKTOM JIOKYMEHTA.

4.10. HecornacoBaHHBI NPOEKT JOKyMEHTa TpeOyeT NOpaOOTKH MO BBICKA3aHHBIM
3aMeyaHusIM, nepeoopMIIEHUS U TIOBTOPHOTO COTJIACOBAHUS.

4.11. Ecnu nmpu 1opaboTKe NpoeKTa J0KyMEHTa UCIIOIHUTEIb IPUHIUMAET pelleHNe He
YUUTBIBaTh 3aMe4aHue (3aMedaHus) Jula (JIMl), YYacTBOBAaBIIMX B COIJIACOBaHMH,
WCIIOJIHUTEIEM TOTOBUTCS PEECTP HEYUTEHHBIX 3aMEUaHUM, KOTOPHIA BMECTE C IPOEKTOM
nokymenrta npezactasisiercst aupekropy ['AIIOY TO «ToGonbckuit MHOTONpOGUIBHBIHA
TEXHUKYyM», MOJNHUCHIBatOUIEMY (yTBEp)KJAlOIIEMy) JOKYMEHT. PeecTp HeydYTeHHBIX
3aMeyaHui OJIMUCHIBAETCS PYKOBOAUTENIEM CTPYKTYPHOIO MOAPA3ICICHUS - UCIIOJHUTETIS.

4.12. Pewenne 0 TOM, NPUHMMAThb WM HE NPUHUMAThb HEYUYTCHHBIE 3aMEYaHMS
npuaumaet gupektop [ATIOY TO «ToGonbckuit MHOTOIPOPMITBHBINA TEXHUKYM).

B ciydae ecnu aupekTop NpUHUMAET pelIeHrne 0 HeOOXOJUMOCTH Y4eCTh 3aMeuaHus,
OTKJIOHEHHBIE  MCIIOJHUTENEM, MCIOJIHUTENb J0pabaThlBaeT MPOEKT [OKyMEHTa B
COOTBETCTBUU C BBICKA3aHHBIMU 3aMEYaHHSIMU.

Ecin paupekrop corjamaercs C MHEHHEM HCIOJIHUTENS, OH IOJIUCHIBACT
(yTBEpK1aeT) TOKyMEHT.

4.13. HoxymeHntsl, wu3aaBaeMbie oT umeHn [AIIOY TO «Tobonsckuit
MHOTONIPO(UIBHBIA ~ TEXHUKYM»,  HOJNUCHIBAIOTCA  JAUPEKTOPOM WU  HMHBIMH
YIOJHOMOYEHHBIMM UM  JOJDKHOCTHBIMM — JUIAMHU  (3aMECTUTENIIMH  JUPEKTOpa,
PYKOBOJUTENSIMU  CTPYKTYPHBIX TOJpa3feieHUd, HMHBIMU JOJKHOCTHBIMH JIMIIAMH B
COOTBETCTBUU € HX KOMIIETEHUMEHN, OINpEeJeNsieMOl JOBEPEHHOCTSMU HA BBIIIOJIHEHHE
onpezaeneHubix nedctBuit ot mmenn ['AIIOY TO «ToGonbckuit MHOTOMPOGUITHHBIN
TEXHUKYM», BHYTpEHHHMHU HopMaTuBHbIMU jAokyMeHTamMu ['AIIOY TO «ToGonbckuii
MHOTONPO(UIBHBIN TEXHUKYM).

4.14. OtnenbHbIE BHIBI BHYTPEHHUX JOKYMEHTOB (CIy>Ke€OHbIE, OOBSCHUTEIbHBIC
3alMCKM) HA WMsI PYKOBOJUTENS CTPYKTYPHOIO TMOJPA3JECiCHMs]  IOANHMCHIBAIOTCS
UCIIOJIHUTENEM (COCTaBUTENEM), €CJIM pa3peliaemMble MPU 3TOM BONPOCHI HE BBIXOJAT 3a
IIpeiesbl €ro KOMIIETEHIUU.

4.15. JIOKyMEHTbI, HanupaBJII€Mble B BBIIIECTOSAIIUE OPraHU3ALMH, MOIINUCHIBAIOTCS
mupektopoM 'AITIOY TO «Tobonbcknii MHOTOTPOMOUIBHBIA TEXHUKY M.

4.16. JloKyMEeHTBI, HAampaBiseMble B CTOPOHHHE OPraHU3ALMM, IOINUCHIBAIOTCSA
JUPEKTOPOM, 3aMECTUTENIEM JAMPEKTOpa, WHBIMU JAOJKHOCTHBIMU Jinnamu ['AIIOY TO
«ToOonbcknuii MHOTONIPO(UIBHBIA TEXHHUKYM» B COOTBETCTBHUHU C IPEIOCTABICHHBIMU HM
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MIOJIHOMOYUSIMHU.

4.17. JIOKyMEHT TOJIHUCHIBAETCS NIByMs WJIM OOjiee JUIAMHU, €CIU 32 COIep)KaHUE
JIOKYMEHTa HECYT OTBETCTBEHHOCTh HECKOJIBKO COTPYJIHUKOB (JIOKYMEHTBI, IOATOTOBJIEHHBIE
HECKOJIBKUMHU CTPYKTYPHBIMHU MOJIpA3ICICHUSIMU, pabouell Tpynmnon, KOMUCCUER).

4.18. IlognuceiBaeTcs, Kak MPaBWIO, OAWH HK3EMIUIAP AOKyMeHTa. COBMECTHBIN
JOKYMEHT MOJINKCHIBAETCS B KOJUYECTBE, COOTBETCTBYIOLIEM KOJWYECTBY OpraHU3aLNM,
CO3JAaBIINX JOKYMEHT.

[lpy HampaBieHMM TUChMA WM BHYTPEHHET0 HMHQPOPMAIMOHHO-CIIPABOYHOTO
JOKYMEHTa HECKOJIbKUM ajpecaram (He OoJjiee 4YeThIpeX) MOJMUCHIBACTCS KaXKJIbIi
OTIPABIIIEMBIN 3K3EMIULIP TOKYMEHTA.

4.19. llognuchy Ha JOKYMeHTE OQOPMIISIETCSI B COOTBETCTBUM C MyHKTamu 2.39., 2.40.
Hacrosmen nacTpykum.

4.20. YTBepxaeHUE TOKYMEHTA MPOU3BOIUTCS:

- uenocpeactBeHHo aupektopom [AIIOY TO «Tobonbckuit MHOTOMPO(MIHHBIMN
TEXHUKYM» - TIPOCTaBICHHEM COOCTBEHHOPYYHOM MOIMUCH B Tpue yTBEPKICHUS;

- npukazom ['ATIOY TO «ToGonbckuit MHOTOTPODUIBHBIN TEXHUKY M.

4.21. VYTBepkaarTCAd TMpaBuja, IOJOXKEHUSA, HHCTPYKUHUH, PETJIAMEHThI, OIMUCH,
HEKOTOpbI€ BUJBl AKTOB, IUIAHBI, IPOrPaMMbl U JIPyTrU€ JOKYMEHTBI, yCTaHaBJIMBAIOLINE
HOPMBI W/WJIA pacCCUUTaHHBIE HA JUTUTENbHOE MpUMeHeHue (puiioskenue Ne 16).

Odopmienue rpuda yTBepKACHHs MPOU3BOAUTCS B COOTBETCTBHH C IyHKTOM 2.33.
Hacrosimein nactpykunm.

4.22. Tloanucey qupektopa [ATIOY TO «Tobonabckuit MHOTONTPO(UIBHBIN TEXHUKYM)»
Ha JJOKYMEHTax, TPeOYyIOIUX 0cO00Tr0 yA0CTOBEPEHHS MX MOATMHHOCTH, a TaKXKe Ha KOIMHUIX
JOKYMEHTOB U BBIMHMCKAX U3 JTOKYMEHTOB 3aBepsieTcs nevarbo (nmpuioxenue Ne 17).

[leyaTp Ha JOKyMEHTE MPOCTABISAETCS B COOTBETCTBUU C IyHKTOM 2.41. Hacrosmien
WHCTPYKIIHH.

V. Opranusanus 10KyMeHT0000poTa

5.1.  JIokyMeHTOOOOpOT BKJIIOYAET BCH TOCJIEIOBATEIbHOCTh IEPEMEIICHUM
JOKYMEHTOB, a TAKXKE OIIEpally, COBEPIIAEMBIE C TOKYMEHTAMH B IPOLIECCE UX CO3JAHUA U
UCIIOJIHEHUS (TIOJIy4eHHWE, OTIpaBKa, MNPEJBAPUTEIIBHOE PACCMOTPEHHUE, PETUCTpALMS,
paccMOTpeHUe AUPEKTOPOM).

5.2. llenp opraHuzanuu JOKYMEHTOOOOpOTa - 0OecleyeHUE CBOEBPEMEHHOTO
NPUHATUS YTPABICHUYECKUX pPEIIeHUH M HMX HUCHOJHEHHsA. 3ajadya JOKyMEHTooOopoTa -
OpraHM30BaTh ABWKEHHUE IOKYMEHTOB II0 HAaMEHEE KOPOTKOMY IyTH C MUHHUMAJIBHBIMU
3aTpaTamMH TpyJa U BPEMEHH, B YCJOBHSX JIEKTPOHHOIO JOKYMEHTOOO0OpOTa - 00eCHneUHTh
JOCTYyN K JOKyMeHTaMm mnoJb3oBarenasiM COJ] B COOTBETCTBUM C IPEIOCTABIECHHBIMU UM
IIPaBaMH.

5.3. B TAIIOY TO «ToGonbckuit MHOrONpO(UIBHBIA TEXHUKYM» HCIOJIb3YHOTCS
JIOKYMEHTbI Ha OyMa)XKHOM HOCHTele, 3JIeKTpoHHbIe JToKyMeHThl. JlokymeHntsl 'AIIOY TO
«ToOonbckuit MHOTOMPO(MIBHBI TEXHUKYM», UMEIOIINE BPEMEHHBIE CPOKHU XpaHEHUs (10
10 1eT BKIIOUUTENBHO) MOTYT CO3JaBaThCsl, XPAHUTHCS M UCIOJIb30BATHCS UCKIIOYUTEIBHO B
(dopMe IEKTPOHHBIX JOKYMEHTOB.

5.4. Opra"uzanuss  JBUKEHUS  JOKYMEHTOB B YCIOBUAX  AJIEKTPOHHOTO
JOKYMEHTOOOOpOTa OCYIIECTBISIETCS ONTUMAIBHO IO 3arpaTaM BpPEMEHH, HE OJDKHA
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JIOTMYyCKaTh TyOIUPYIOLIMX OIepalii 1 BO3BPATHBIX ABUKEHHM, HE 00YCIOBIIEHHBIX J1€J0BOM
HEOOXOIUMOCTHIO.

5.5. Opranuzanus T0KyMEHTO000pOTa OCHOBBIBAETCSI HA IPUHIIUIIAX:

- LEHTpaJIU3alK ONlepaliil 1o IpUEMY U OTIIPAaBKE JTOKYMEHTOB;

- pacmpeneneHuss TOKYMEHTOB Ha JOKYMEHTOMNOTOKH, HMEIOUIUE OJMHAKOBBIM
MapuIpyT (MapuIpyTusamus T0KyMeHTOB);

- OpraHu3alyy [IPEIBAPUTEIBLHOTO PACCMOTPEHHUS BXOAIIUX TOKYMEHTOB;

- WCKJIIOYEHMsI BO3BpATHBIX ABMKCHHH JOKyMEHTa, He OOYCIIOBJIEHHBIX JEJIOBOM
HEOOXOIUMOCTHIO;

- OZJTHOKPAaTHOCTH PErHCTpPaluy JOKYMEHTOB;

- YCTpaHEHUs1 HeOOOCHOBAHHBIX COTJIACOBAHUM MTPOEKTOB JOKYMEHTOB;

- BpPEMEHHOW perjJaMeHTallMy omnepanuii 1o 00paboTKe, pPACCMOTPEHHUIO W
COTJIACOBAHHUIO IOKYMEHTOB.

5.6. B nokymentoobopote I'AIIOY TO «ToOonbckuit MHOrONpo(UIbHBIN TEXHUKYM
BBIICTISIIOTCST  JJOKYMEHTOIOTOKM: BXOJAIMe (MOCTYMAIOIIUe) JOKYMEHTBI; HCXOJSIINe
(oTmpaBisieMble) TOKYMEHTBI, BHYTPEHHHE JOKYMEHTHI. B cocTaBe BXOISANIMX U UCXOMISIINX
JOKYMEHTOB BBIACIIAIOTCS:

- JIOKYMEHTbl ~ OpPraHOB  TOCYJAapCTBEHHON  BJIACTHM, OPraHOB  MECTHOIO
CaMOYIIPaBJICHHUS;

- TOKYMEHTBI U3 TOCYAaPCTBEHHBIX U HETOCYAapCTBEHHBIX OpraHU3allnii;

- 3aMpockl AenyTatoB ['opoackoi JJyMbl 1 OpraHoB MECTHOTO CAMOYIIPABJICHUS;

- oOpareHus rpax/iaH.

5.7. JocraBka u ornpaBka jgokymeHtoB B ['AIIOY TO «ToGonbckwuii
MHOTONPOMUIBHBIN TEXHUKYM» OCYIIECTBISIOTCS CPEICTBAMU MMOYTOBON CBSI3U, KypbEepPCKON
CBS3M, PA3JMYHBIMM BUJAMHU 3JIEKTPOCBA3U ((akcUMMIbHAsA, TeledOoHHas, 3JIEKTPOHHAas
M0YTa, CUCTEMA MEXBEJIOMCTBEHHOT'O 3JIEKTPOHHOIO JJOKYMEHTO000pOTa).

5.8. B TAIIOY TO «Tob6onbckuii MHOTONPO(UIBHBIN TEXHUKYM» JOCTaBJISETCS
KOPPECIOHACHIIMS B BUJE MHUCEM, MOYTOBBIX OaHAeposied M MAKeTOB, MEYATHBIX W3aHUM,
TenerpaMM, pakcorpaMm, 3JMEKTPOHHBIX JIOKYMEHTOB M 3JIEKTPOHHBIX KOMHUI TOKYMEHTOB.

5.9. [IlpueM JOKyMEHTOB OCYIIECTBISETCA JIOKYMEHTOBENOM. JlOKYMEHTHI,
MOJIyYeHHbIE PA0OTHUKAMHU OT JAPYIMX OpraHu3alui, TaKKe MepellaloTcs JOKYMEHTOBEIY
JUISL pETUCTpal U/WIN yYeTa.

5.10. Bce nocrynusiime B 'ATIOY TO «To6onbckuit MHOTOTIPODUITHHBIA TEXHUKYM
JOKYMEHTHI TOJIeXKAT MEPBUUHON 00pabOTKe, BKITIOUAIOICH:

- POBEPKY MPaBUILHOCTU JOCTABKHU JTOKYMEHTOB;

- IPOBEPKY LIEJTOCTHOCTH YIIAKOBKH (KOHBEPTOB, IIAKETOB);

- BCKPBITHE YIIaKOBKH (32 UCKIOYEHUEM KOHBEPTOB, IAKETOB € MOMETKOM «JInuHO» 1
rpudamMu orpaHuYeHHs AOCTYMA K IOKYMEHTY);

- MPOBEPKY LEIOCTHOCTH BXOASAIIMX JOKYMEHTOB, BKIIIOUas MPUIIOKECHHUS;

- YHUUTOXEHHE KOHBEPTOB, IAKETOB WIN YIIaKOBKH;

- MpocTaBlIeHHEe OTMETKU O moctymieHnn JokymeHta B 'AIIOY TO «ToOonbckuit
MHOTONPOMUIBHBIA TEXHUKYM.

5.11. OmunbOYHO OCTaBICHHBIC JOKYMEHTHI NEPECHUIAIOTCS MO HAa3HAYCHHUIO WU
BO3BpALIalOTC OTIPABUTENIO. J[OKyMEHTBI, NOCTyNMBUIME B IOBPEXJIECHHON YyIaKOBKeE,
IPOBEPSIOTCA Ha LEIOCTHOCTD, B TOM YHCJIE HA HATMYME MEXaHUYECKUX MOBPEKICHUIA.

[ToutoBble OTHpaBlieHUs, HECTaHIAPTHBIE IO Becy, pasMmepy, (opme, UMEIoIue
HEPOBHOCTH MO OOKaM, 3aKJIEEHHBbIC JIMIKOW JICHTOM, MMEIOIIME CTPAaHHBIM 3amax, IBET,
MIPEATONIOKHUTEIIBHO UMEIOIINE BIOKEHUS, HE XapaKTEPHbIE I TIOYTOBBIX OTIPABIECHUH, HE
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BCKpbIBatOTCA. O MOJy4EHUH NOJO3PUTEIBHOTO MOYTOBOIO OTIIPABIEHHUS JOKJIAIbIBAECTCS
mupextopy [AIIOY TO «Tobonabckuit MHOTONIPODUIBHBIN TEXHHUKYM.

5.12. Ilpy m0OOCTYIJIEHWH BXOJAIIETO JOKYMEHTA B IOBPEXKICHHOMW YIaKOBKE,
MOBPEXKACHUU JIOKYMEHTA, IIPU OTCYTCTBUM B KOHBEpTE (IIAKEeTE) JOKYMEHTA, €r0 YacTU WU
OPWIOKEHUH K HEMY, a TakKe IpU OTCYTCTBUM NOJANKMCH Ha BXOIAIIEM JOKYMEHTE
COCTaBIISIETCS aKT B JIBYX JK3EeMIUIsIpaX Ha OyMakHOM HOCHTENIE, TOJMUCHIBAEMBIM JBYMs
COTPpYAHUKAMU (JIOKYMEHTOBEJIOM U 3aMecTuTesieM aupekropa no YIIP).

OnuH 3K3eMIUISIp akTa BMECTE€ C BXOIAIIMM JOKYMEHTOM M €r0 NpPHIOKEHUSIMHU
NepeaeTcsl Ha IPeABapUTENbHOE PACCMOTPEHUE M PETHCTPALIMIO, BTOPOW SK3EMIUIAP aKTa
BBICBUIAECTCS OTIPABUTEINIO.

5.13. KoHBepTHI, NaKeThl WM YIIAKOBKA COXPAHAIOTCA M IMPWJIAraroTCs K BXOIALINAM
JOKyMEHTaM B CITydasix:

- €CJIM TOJIBKO IO HUM MOKHO YCTAHOBUTbH OTIPABUTENS WU ATy OTIPABICHUS;

- €CJIM BXOJAIIUI TOKYMEHT IOCTYIIHII MO3K€E YKa3aHHOI'O B TEKCTE JOKYMEHTa CPOKa
WCIIOJTHEHUS UJIU AaThl MEPOIIPUSTHS;

- IpH OOJIBIIIOM PACXOKJIECHUU MEX]TY TaTaMU MOANMUCAHUS U TIOy4YeHHUS JOKYMEHTOB.

[locne 3aBepmieHus pabOTBl C JOKYMEHTOM KOHBEPT BMECTE€ C JOKYMEHTOM
ITIOMENIAETCS Ha XPAHEHUE B JIEIO.

5.14. KouBepTsl (MakeThl), MUMEIONIME OTMETKY «JIM4HO», Tpudbl OrpaHUYCHUS
JocTyna K JOKyMEHTaMm, COJIEpXKalluM CBEICHUS KOH(MUIEHIIMAIBHOTO XapakTepa, He
BCKPBIBAIOTCS U IIEPEIAFOTC:

- ¢ OTMEeTKOM «JIMYHO» - HEMOCPEICTBEHHO a/ipecary;

- ¢ rpudamMu OTrpaHHYCHHUS JOCTyNa — JOKYMEHTOBEOY, B OOS3aHHOCTH KOTOPOTO
BXOAUT 00paboTKa JOKYMEHTOB, COJIEpKAIIUX CBEACHUS KOHPUIACHIIMATBLHOTO XapaKTepa.

5.15. Bxopsiue 3J€KTpOHHBIE JOKYMEHTBI, MOCTYNHUBIIME MO 3JIEKTPOHHOM MOYTe
MIPUHUMAIOTCSL JOKYMEHTOBEIOM.

DJNEKTPOHHBIE JOKYMEHTHI, MOCTYNUBIINE OT APYTHX OPraHU3alMil U TpaKJaH IO
JJICKTPOHHOM TIOYTE, pacrmedaThiBaloTcss Ha OyMaxkHoM Hocutene. Jlamee oOpaboTka
EKTPOHHBIX JIOKYMEHTOB aHAJIOTH4YHAa 00paboTKe OyMa)KHBIX JOKYMEHTOB U JIOJDKHA
COOTBETCTBOBATH TEXHOJIOTHUH PAOOTHI C BXOASIIMMH JOKYMEHTAMH.

5.16. llepBuuHas 00paboTKa JOKYMEHTOB 3aBEpIIAETCS MX paclpeesieHueM
(COPTHPOBKOI) Ha pErUCTPUPYEMbIE U HEPETHUCTPUPYEMBIE.

K 1okyMeHTam, He TMOJIEKAIIUM PErUCTPAllMd, OTHOCSATCS JOKYMEHTBHI, HE
TpeOyrolue MCIOJHeHUS M HE cojlepkamue WH(pOpMaIu, UCIOIb3yeMOH B CIIPABOYHBIX
nensx. IlpumepHBId MepeueHb HEPEeTUCTPUPYEMBIX BXOMSIIMX JOKYMEHTOB MPHUBEACH B
npuioxxeHuu Ne 24,

5.17. Peructpanusi BXOJIAIUX JOKYMEHTOB OCYIIECTBIISETCS HE3aBUCUMO OT CrocoOa
MX JIOCTaBKM OJIMH pa3 B JKypHaJe perucrpanuu Bxomamux aokymeHntoB ['AIIOY TO
«Toboabckuit MHOTONTPO(PUIBLHBIN TEXHUKYM.

JIOKyMEHTBI, TIOCTyMAalOIIMEe U3 JPYyTHUX OpraHu3aluid  HEMOCPEJICTBEHHO B
CTPYKTYpHBIE MOAPA3/EICHUs, HO TPEOYIOLME paCCMOTPEHUsl AUPEKTOPA, NEPENAIOTCS s
PErUCTPALK U MPEIBAPUTEIIBHOTO PACCMOTPEHUS JTOKYMEHTOBEY.

5.18. Peructpanusi BXOJIAIIUX JOKYMEHTOB OCYIIECTBISAETCS B JA€Hb UX MOCTYIUICHUS
WIM Ha CIeAYIOMUN pabouuil JeHb MNP MOCTYIJICHUH JOKYMEHTOB B KOHIIE pa0ouyero JHS
WIN B Hepaboyee BpeMs.

5.19. CBeneHus 0 MNOCTyNUBIIEM JOKYMEHTE BHOCSATCA B XypHAJ PETUCTPALUU
BXOJSIINX JTOKYMEHTOB, a IMOCTYNUBIIEMY JOKYMEHTY IMPHUCBAUBAETCS PETUCTPALMOHHBIN
HOMED.
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PeructpanmoHHbIil HOMEp BXOASIIETO JOKYMEHTa COCTOMT U3 HOPAIKOBOTO HOMEpPA
JOKyMEHTA B IpeJienax KaleHAapHOro roja.

5.20. Ha Bcex 3aperucTpUpOBAHHBIX JOKYMEHTax, 3a HCKIIOYEHHEM JIOKYMEHTOB,
MOCTYNUBIIUX B (POpME 3JIEKTPOHHBIX JIOKYMEHTOB (M HE pacledyaTaHHbIX Ha OyMa)KHOM
HOCHUTENE), TMPOCTABIAIOTCS OTMETKM O TocTymmieHnn Jokymenta B [AIIOY TO
«Tobonbckuil MHOTOMPOGUIBHBIA TEXHUKYM». B OTMETKe O MOCTYIUICHHMH JOKyMEHTa
(UKCUpYIOTCS JlaTa MOCTYIUICHUsI (MIPU HEOOXOIMMOCTH - BpeMsl MOCTYIUICHUS B 4acax M
MUHYTax) ¥ BXOJSIIMI PEerucTpallMOHHBIA HOMEDP JIOKYMEHTa B COOTBETCTBHH C IYHKTOM
2.29. HacTosiei UHCTPYKLIHH.

5.21. IlpegBapuTellbHOE pPACCMOTPEHUE TMPOBOJAUTCS B LENSAX PACHPEACICHUS
nocrynatoumux B AIIOY TO «To6onbckuii MHOronpo(uiabHbI TEXHUKYM» JOKYMEHTOB Ha
TpeOyrolue 00513aTeIbHOT0 PACCMOTPEHHS TUPEKTOPOM U HAINpPaBIIsieMbIE HEITOCPEICTBEHHO
B CTPYKTYPHBIE MTOpa3/I€ICHUS.

5.22. llpenBapuTenbHOE PACCMOTPEHHE BXOJAIIMX JIOKYMEHTOB OCYIIECTBIISIETCA
JOKYMEHTOBEIOM TI0CJI€ PETUCTPAIUU JOKYMEHTOB.

[IpeaBapuTenbHOE PACCMOTPEHHE MOXET MPOBOAUTHCA A0 PETUCTpPALMUd B CIydae
MOCTYIUIEHUS] JOKYMEHTOB C OTMETKaMHU, TPEOYIOIMMHU HE3aMeIIUTENbHOIO PACCMOTPEHHUS
Y UCTIIOJTHEHUS JOKYMEHTA.

5.23. IlpeaBapuTeNbHOMY PpPACCMOTPEHUIO TMOJUIEKAT BXOMSIIME JOKYMEHTHI,
anpecoBannble B ['AIIOY TO «Tob6onbckuii MHOTONPO(PUIbHBIA TEXHUKYM» U Ha UMS
TUPEKTOPA.

JIOKyMEHTBI, aJpecOBaHHbIE CTPYKTYpPHBIM MOAPA3ACICHUSAM, PYKOBOAUTEISIM
CTPYKTYPHBIX MOJpPa3JeICHUN U KOHKPETHBIM CIELHAIUCTAM, MEPEJAIOTCs B CTPYKTYpPHBIE
nojpaszjieneHus 0e3 npeaBapuTeIbHOTO PACCMOTPEHHUS.

5.24. TIlpenBapuTeibHOE PpPACCMOTPEHUE OCYIIECTBIACTCS MCXOAsl W3 OLICHKHU
COZIEpXaHUs BXOISALIMX JIOKYMEHTOB, C Yy4eToM YycraHoBieHHoro B ['AIIOY TO
«Tobonbckuii ~ MHOTONPO(PWIBHBIA  TEXHUKYM»  pacrpefesieHus  (yHKIMOHAIbHBIX
ob0si3anHOocTelt Mexnay aupektopom [AIIOY TO «ToGonbckuit  MHOTOMPOQPUIBHBIN
TEXHUKYM», €r0 3aMECTUTEIISIMU, PyKOBOJAUTEISIMU CTPYKTYPHBIX MOIPA3ICICHUN.

5.25. Ilo  pe3ynbTaTam  MNpPEIBAPUTEIBHOIO  PACCMOTPEHUSI  JOKYMEHTHI
pacipeaesitoTcs Ha JOKYMEHTOIIOTOKH, HaIIPaBIIIEMbIE:

- Ha paccmoTpenue mgupekropa ['AIIOY TO «Tobonbckuit MHOTONPO(HIBHBIN
TEXHUKYM» (JOKYMEHTBHl 10 Haumbojee BaXXHbIM W TMPUHIUIUAIBHBIM  BOIPOCAM
NEeSATETbHOCTU YUPEKICHUSA);

- Ha pacCMOTpEHUE 3amecTuTens aupekropa no YIIP (1okyMeHTHI 10 HampaBiICHUSM
NESTENIbHOCTH, KypUpYyeMbIX 3amecTureneM o YIIP);

- Ha paccmoTpeHue 3amectutens aumpekropa no BP u CB (mokymeHTHI 1o
HaIpaBJICHUSIM JICSITEIHLHOCTH, KypUpyeMbIX 3amectutenem o BP u CB);

- Ha pacCMOTPEHUE PYKOBOAMTEINICH CTPYKTYPHBIX MTOAPA3ACIICHHI;

- Ha PACCMOTPEHHE U WCIOJIHEHUE B CTPYKTYpPHbIC MOAPA3ICICHUS O HAMIPABICHUAM
WX JIeSITEIbHOCTH.

5.26. Ilo 3aBeplieHMH TNPEABAPUTEIBHOIO PACCMOTPEHHUS AOKYMEHTBI INEpeAaroTcs
COOTBETCTBYIOIIUM PYKOBOJUTEISAM AJISI PACCMOTPEHHUS U BBIHECEHUS PE30NIIONUN (YKa3aHUM
10 UCIIOJTHEHUIO).

5.27. PaccMOTpeHHE [IOKYMEHTOB IUPEKTOPOM OCYLIECTBIIAECTCS B JI€Hb IepeAadu
JIOKYMEHTOB WJIM Ha CJEeAYIOIUN pabouuil 1eHb, €Clu JOKYMEHTHI Mepe/laHbl eMy B KOHIIE
paboyero JHs.

JIOKyMeHTbI, TpeOyIOIMEe CpPOYHOTO PACCMOTPEHMS, a TAaKXKe TeJIerpaMMbl U
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TeneOHOrPaMMBbl pACCMATPUBAIOTCS JUPEKTOPOM HE3aMeAJIUTENBHO.

5.28. PesynbTaThl paccMoTperus gokymeHTta gupekropoM ['AIIOY TO «ToGonbckmii
MHOTONPO(MUIBHBI TEXHUKYM», €ro 3aMECTUTEISIMH, PYKOBOAMTEISIMU CTPYKTYPHBIX
nojpa3JeleHuii opOpMIISIOTCS B BHUJE PE30JIOLUMU B COOTBETCTBHUM C IyHKTOM 2.45.
Hacrosmen nacTpykuu.

5.29. Ilpu GyMa)kHOM JOKYMEHTOOOOpOTE MOMJIMHHUKH BXOMASAIIUX JIOKYMEHTOB, B
Cllydya€  Ha3HA4YCHMS  HECKOJBKUX  MWCIOJHUTEIEH  NEpPeAaroTcs  OTBETCTBEHHOMY
UCITOJIHUTEIIIO0, OCTAJIbHBIM UCIIOTHUTEISM JOKYMEHTOBE IEPEAACT KOMMU JOKYMEHTA.

5.30. Ucxopsmme N1OKyMEHTBI, 3aBU3MPOBAHHBIE BCEMU 3aMHTEPECOBAHHBIMU JIMIIAMHU
Y TOJIHACAHHBIE AUPEKTOPOM, PETUCTPUPYIOTCS TOKYMEHTOBEAOM B JKypHAJIE PErMCTPALUU
HCXOJSIINX JOKYMEHTOB.

5.31. Peructpanusi HCXOIAIIUX JOKYMEHTOB OCYIIECTBIISIETCS B IEHb MMOANUCAHUS WIN
Ha cJeayroumil pabounii 1eHb, eCIu JOKYMEHTHI OBbLIM MOJIKCAHBI B KOHIIE paboyero JTHs
WM B Hepabouee BpeMmsl.

5.32. Ilepen peructpamueil HCXOQALIUX JTOKYMEHTOB JOKYMEHTOBEI IIPOBEPSET
MPaBWIBHOCT, OGOPMIICHUSI JTIOKYMEHTOB (B TOM 4HCI€ Hajlu4Me TOJIUCEH, BU3,
MPaBWJIBHOCTh HAIMCAaHUS aJpecoB), a TaKK€ YKa3aHHBIX B HCXOJALIMX JIOKyMEHTax
MIPUJIOKEHHM, COOTBETCTBUE KOJIMYECTBA SK3EMIUISIPOB KOJIUYECTBY apPECATOB IO YKA3aTEII0
PaCCBUIKH, HATMYUE OTMETKH 00 MCIIOTHHUTEIIE.

5.33. PeructpaudOHHBII HOMEpP HCXOMSIIETO JOKYMEHTa COCTOUT W3 MOPSIKOBOTO
HOMEpa JJOKYMEHTa B IIPEeNIax KaJICHIapHOTO ro/1a.

JlaTa peructpauuy ¥ pErUCTPAlMOHHBIN HOMEp MHPOCTABIISIIOTCA Ha OTIPABIIIEMOM
JOKyMEHTE, a TakK€ Ha KOINMM HCXONSIIET0 [IOKYMEHTa, OCTAIoUIEHCs B Jele, B
COOTBETCTBUU C ITyHKTamu 2.28., 2.29. Hacrosien NHCTPpyKIHH.

5.34. Ucxonsauuit nokymeHT, noanucanueiii qupekropom [AIIOY TO «ToGonbckuii
MHOTONPO(UIBHBINA TEXHUKYM», IIEPEeIaeTCsl Ha OTIPABKY, KOMUS JOKYMEHTa Ha OyMa>KHOM
HOCUTEJE C BU3AMH IIOMEILAETCS B J€JI0 B COOTBETCTBUM C HOMEHKJIATYPOU JEII.

DNEKTpOHHbIE JTOKYMEHTHl MOCI€ WX MOANMCAHUSA DJIECKTPOHHOM TMOJIUCBIO H
OTIIPaBKH ajipecaTy XpaHsarcs B 6aze qanubix CO/I.

5.35. B 3aBUCHMOCTH OT COAEpP)KAHHUS U CPOUYHOCTU JOKYMEHTHI, OTHPABIISIEMbIE U3
I'ATIOY TO «TobGonbckuit MHOTONPOMUIBHBI TEXHUKYM», JOCTaBISIOTCA aJpecaram
CpEeICTBaMHU IOYTOBOM CBSI3M, KypbEPOM, a TAKXKE NEPENAIOTCSA 0 KaHAJIaM JJIEKTPOCBSI3H
(paxcumunbHas CBsI3b, dNEKTpoHHAS 1ouTa, COJI).

O06paboTka KOPPECHOHACHIINU JUIS OTHPABKH TOYTOBOM CBSI3bIO OCYILIECTBISICTCS B
cootBeTcTBUU C [IpaBmiamu okazaHus ycCIIyr MOYTOBOW CBSI3U, YTBEP)KJICHHBIMU MPHUKA30M
MuHucrtepcTBa CBA3M U MaccoBbIX KomMMyHMKauui Poccuiickoir ®enepauuu ot 31 wnrond
2014 r. Ne 234.

5.36. JIOKyMEHTBI, HE HMMEIOLIME aJPECHOM YacTH, NPUHUMAIOTCS HAa OTIPABKY C
CONPOBOJUTEIBHBIMU ITUCbMAMU.

HenpaBuinbHO OQOpMIIEHHBIE JIOKYMEHTBI M KOPPECIOHIEHIMS HECITyKeOHOTro
XapakTepa K OTIPABKE HE MPUHUMAIOTCS ¥ BO3BPALAIOTCS UCIIOJHUTEIIIO.

JIOKyMeHTbI,  MOAJIeXkKallhe  OTHpaBKe, 00palaThIBAIOTCS  JOKYMEHTOBEIOM,
OTIPABJIIOTCA [1BA pa3a B HEJEIIO.

5.37. JlocbUika MM 3aMe€Ha paHee OTIPABIEHHOIO JOKYMEHTA OCYLIECTBIISIETCS IO
YKa3aHUIO JINLA, MOANUCABIIErO TIOKYMEHT.

5.38. IlpoxoxneHue BHYTPEHHUX JIOKYMEHTOB Ha OJTalmax WX IMOATOTOBKH H
o opMIIEHHSI JJOJKHO COOTBETCTBOBAThH MPOXOKACHUIO UCXOIAIIUX JOKYMEHTOB, a Ha 3Tare
VCIIOJTHEHUS - BXOAAIINUX JOKYMEHTOB.
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5.39. TloanucaHHble MPUKa3bl M0 OCHOBHOW JEATEIBHOCTH, MPHUKA3bl MO JIMYHOMY
COCTaBy, PAaCHOPSIKEHHSI MO OCHOBHOM JIE€ATEIIBHOCTU PETUCTPUPYIOTCA AOKYMEHTOBEIOM
I'ATIOY TO «Tobonbckuii MHOTONPO(UIBHBIN TEXHUKYM» B JKypHajaxX pPETrUCTpALUH
MIPUKA30B U PACTIIOPSHKEHUM 110 KaXKOW IpylIe JOKYMEHTOB OTIENBHO.

[IpukazaM 1O OCHOBHOW JEATENBHOCTH, NpPUKa3aM [0 JIMYHOMY COCTaBy,
pacnopsiKeHUsIM TI0 OCHOBHOM JESITEIbHOCTH TNPHUCBAUBAIOTCS TMOPSAIKOBbIE HOMepa (110
KaKJO0M rpyIIe JOKYMEHTOB OTJEIbHO) B IIpeieiax KaJleHJapHOro roja.

CBeneHMsI O PETUCTPUPYEMBIX INPUKA3axX IO OCHOBHOM JEATEIbHOCTH, MPHUKA3ax IO
JUYHOMY COCTaBYy, PACHOPSIKEHUSIX IO OCHOBHOW JESITEIBHOCTH BHOCATCS B JKypHaJIbl
perucTpanuu NpruKa3zoB U paclopsKEHUN.

5.40. TloqnmMHHKUKY NPUKA30B (pACTIOPSHKEHU) (OPMUPYIOTCS B JI€fIa B COOTBETCTBUU
¢ Homenkmarypou gnen ['AIIOY TO «ToOonbckuit MHOTONPOMUIBHBIM TEXHUKYM» B
COOTBETCTBUU ¢ MyHKTOM 8.20. Hacrosiiei nHCTpYKITUH.

Konuum mnpuka3zoB, pacrnopsbkKeHUH — pacChUIalOTCS — UCHOJHUTENSIM UM HWHBIM
3aMHTEPECOBAHHBIM JIUI[AM Ha OyMa)XKHOM HOCHUTEJE B COOTBETCTBHHM C YKa3aTelleM
PaCChUIKHU.

Konum mpukazoB, pacnopsikeHUil, paccbulaeMble Ha OyMaXKHOM HOCHUTEJE,
3aBEPSIOTCS B COOTBETCTBUH € IyHKTOM 2.43. Hacrosmen HHCTpYyKIHH.

5.41. IIpoTokoiibl 3acelaHnii, cOBEIaHn, TpoBoauMbIX npu aupektope I'AIIOY TO
«Toboabckuit MHOTONTPODUITBEHBIN TEXHUKYMY», PETHCTPUPYIOTCS TOKYMEHTOBEIOM.

[TpoTokombl 3acelaHui, COBCIIaHUM, MIPOBOJAUMBIX KOJUIETHAIIbHBIMA
(coBemaTeIbHBIMU) OpraHaAMH, KOMUCCUSIMU WU B CTPYKTYpPHBIX mojpazaeneHusx [AIIOY
TO «Tobonbckuii MHOTONPO(MUIBHBIM TEXHUKYM», PETHCTPUPYIOTCSI B CTPYKTYpPHBIX
Mo/Ipa3/IeieHusIX, OTBETCTBEHHBIX 3a OpraHM3alMi0 U MpoBeneHue Mmepomnpusatusa. Komuwn
TaKUX MPOTOKOJIOB TOTOBSATCS K PACCBUIKE M PACChUIAIOTCS CTPYKTYPHBIM HOJpa3JeieHUsIM,
OTBETCTBEHHBIM 33 OPTraHU3ALMIO U IPOBEJAECHUE MEPOIIPUATHSI.

5.42. IlpoTokosiaM IpHUCBaUBAKOTCA MOPSAJIKOBBIE HOMEpa B Ipefesiax KaJeHAApHOro
roja WiM mnepuojaa paboTbl BpeMEHHOW paboueill rpynmnbl (KOMHCCHM) MO KaXIOW TpyIie
IIPOTOKOJIOB OT/IEIBHO.

[ToqMMHHUKY TPOTOKOJOB MO MECTy MX perucrpauuud (GopMHUpPYIOTCS B Jela IO
Homenkinarype naen [AIIOY TO «ToGonbckuil MHOronpoQuIbHBIA TEXHUKYM» B
COOTBETCTBUU ¢ ITyHKTOM 8.20. Hacrosmen nHCTpyKIHH.

5.43. V4yer KonuyecTBa JOKYMEHTOB, IOCTYNMBIINX, CO3/aHHBIX, OTIPABIEHHBIX 3a
ompeneneHHbli  mepuos  BpemeHu, mnposoautcs 1o ['AIIOY TO  «Tobonbckuit
MHOTONPOMUIBHBIN TEXHUKYM» B IEJIOM, 1O CTPYKTYpPHBIM MOJpa3AesieHUsIM, M0 Tpynmnam
JOKYMEHTOB, KOPPECIOHAEHTAM, JIEHCTBUAM, MPOU3BEIECHHBIM C JOKYMEHTAMH, U JIPYyTUM
mapaMeTpaM, HEOOXOIMMBIM JJIsi aHaiau3a paboTel C JIOKyMEHTaMH B LEISIX ee
COBEpULICHCTBOBAHMUS.

544. Tlpu yuere o0ObeMa JOKYMEHTOOOOpOTa TMOACUUTHIBAETCS KOJIUYECTBO
JOKYMEHTOB BBIJIEJICHHON I'PyNIbl. YYET KOJIWYECTBA JOKYMEHTOB IPOBOJIUTCS IO AAHHBIM
CO/l, )xypHany perucTpanyy BXOJALIUX JOKYMEHTOB, >KYPHAJy PETHCTPALMM UCXOIALINX
JIOKYMEHTOB.

5.45. 3a enuHuLy ydeTa KOJIMYECTBA JIOKYMEHTOB IPUHUMAETCS €IUHCTBEHHBIN
9K3EMIUIAP JOKYMEHTa (MOJIMHHUK WIM KOMMS, €CJIM KOMMS - €AUHCTBEHHBIH SK3EMIUISP
nokymenTta B ['AIIOY TO «To6onbckuit MHOTOMPOGUIBHBIA TEXHUKYM», HAITPUMED, KOTTHS
UCXOJSIIEr0o THchMa) 0e3 ydeTa KOMWM, CO3/1aBaeMbIX NpU Te4aTh U KOMHPOBAHUU
(TupaxxupoBanuu). Kommm HOKyMEHTOB TmpH HEOOXOAMMOCTH aHaln3a YYHTHIBAIOTCS
OTJIEIBHO.
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5.46. Pesynbratel yuera obobema mokymMeHToobopota B ['AIIOY TO «ToGonbckmii
MHOTONPO(GUIBHBIA ~ TEXHUKYM»  €KErogHo  0000marmTcss  AOKYMEHTOBEAOM U
npeactapistores aupektopy [AIIOY TO «ToOGonbckuii MHOTOMPOQPMIBHBIM TEXHUKYM» B
BHJIE OTYeTa 00 00beMe TOKYMEHTOO0OpOTa 3a TO/.

VI. KoHTpPoJIb MCTIOJTHEHNSI JOKYMEHTOB (IMOpYy4eHuii)

6.1. KoHTponb UCHOIHEHUS JTOKYMEHTOB (TIOpY4YeHHH) BEAETCA B IEIIX UX
CBOEBPEMEHHOI'O U KaUE€CTBEHHOT'O UCIIOJHEHUSI.

6.2. KoHTpoJb UCTIOJIHEHUS TJOKYMEHTOB (IIOpYYEHUI) BEJETCS:

- aupektopoM u/mnm 3amectureneM nupekropa no YIIP I'AIIOY TO «ToGonbckwuii
MHOTONPO(UITBHBINA TEXHUKYM) - UCIIOJIHEHHS JOKYMEHTOB (MOPYUYEHUI) MO CYIIECTBY;

- nokymentroBeoM ['AIIOY TO «ToOonbckuit MHOTONPOQUIBHBIA TEXHUKYM» -
CPOKOB MCIIOJIHEHHS JOKYMEHTOB (MIOPYYEHHIN).

[lenTpanuzoBanHoMy KoHTponto Yy gokymeHtoBena ['AIIOY TO «ToGonbckuit
MHOTONPO(MUIBHBIA TEXHUKYM» TOJJIEKAT 3apETUCTPUPOBAHHBIEC JTOKYMEHTHI C OTMETKON O
koHTposie («KoHTpomb»), mMpocTaBisieMOW B COOTBETCTBHHM C IyHKTOM 2.46. Hacrosmiei
UHCTPYKIIMM, a B CTPyKTypHbIX mnoxapaszneneHusix [AIIOY TO  «TobGonbckwuii
MHOTONPO(MUIBHBIA TEXHUKYM» - BCE 3apETrHCTPUPOBAHHBIC JOKYMEHTBI, TpeOyromue
WCIIOJIHEHUA.

6.3. PacnopsanurenbHble JAOKYMEHTBI, IPOTOKOJBI 3acelaHuil  (COBEIAaHMUIA),
coJiepXalue MOPyUYEHUs] C KOHKPETHbIMU CPOKAMHU HCIIOJIHEHHMsS], CTABITCS HA KOHTPOJIb IO
KaKJIOMY OPYYEHHUIO OTAEIIBHO.

6.4. KoHTpoJIb CPOKOB UCTIOTHEHUSI TOKYMEHTOB (ITOPYYEHHIT) BKIIFOYAET B CEO:

- IOCTAHOBKY JIOKYMEHTOB (IIOPYYEHHUI) Ha KOHTPOJIb;

- TpPOBEPKY CBOEBPEMEHHOCTHM JIOBEACHHS JOKYMEHTOB (MOpYYEHHMi) [0
HUCIIOJIHUTEIICH;

- TMPEIBAPUTEILHYIO TMPOBEPKY U PETYJIUPOBAHUE XOJa HCIOIHEHUS JOKYMEHTOB
(mopyuenuii);

- CHATHE C KOHTPOJISI IOKYMEHTOB (ITOPYUYEHHI);

- y4eT, o00OOmIeHHME W aHaIM3 pe3yJbTaTOB XOJa WCIOJHEHUS JOKYMEHTOB
(mopyuenwuii);

- uH(pOpMHUpOBaHUE IUPEKTOpa W/WiIM 3amecTuTens aupektopa no YIIP o xone
WCIIOJTHEHUS JOKYMEHTOB (TTOPYYEHU) U COCTOSTHUM UCTIOJTHUTEIbCKOMN TUCITUTUTHBI.

6.5. CpoKku HUCHOJIHEHUS JIOKYMEHTOB (IOPYYEHHUMH) HCUMCISAIOTCS B KaJCHIAPHBIX
JTHSIX.

Ecnu mocnegnuii AeHb CpoKa HMCTIOJHEHUs TOKYMEHTa (MOpY4YEHHUs) MPUXOJUTCS Ha
Hepabounii IeHb, TO JOKYMEHT TMOJJICKUT UCIIOTHCHHUIO B OJVMKANIIHIA CIEAYIOMUN 32 HUM
pabounii 1eHb.

Cpoku UCTIOTHEHHUS JOKYMEHTOB (NMOpYYEHU) YCTaHABIMBAIOTCS TUPEKTOPOM, UCXOMIS
U3 CpOKa, YCTAHOBJEHHOTO OpraHu3alued, HampaBUBIIEH JIOKYMEHT, WJIH CPOKOB,
YCTaHOBJIEHHBIX 3aKOHOAATENbCTBOM Poccuiickoit denepanuu.

6.6. JlokyMeHTbI (OpyUYEHHUs ) MOAJIEKAT UCIIOTHEHHUIO B CIIEIYIOIIUE CPOKHU:

- C KOHKPETHOM 1aTOM UCIIOIHEHUS - B YKa3aHHBIN CPOK;

- 0e3 yKa3aHusi KOHKPETHOM JaThl UCIIOJIHEHUS, UMEIOLIUE B TEKCTE MMOMETKY «BEChMa
CPOYHO» - B TEUEHHE OJHOTO JHS, «CPOUYHO» - B 3-IIHEBHBII CpPOK; «omepaTuBHO» - B 10-
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JTHEBHBIN CPOK; OCTaJbHBIE - B CPOK He Oosee 30 aHeit;

- 110 3ampocaM JenytatoB ['opojckoit JlyMbl (iemyTaTckoMy 3arpocy) He Mo3/IHee YeM
yepe3 30 qHel co IHS MOJy4YEeHMUS.

- 1O MEXBEJOMCTBEHHBIM 3ampocaM O MpPEICTAaBICHUU JOKYMEHTOB U (WJIM)
uHGOpMallUd B TENSIX MPEIOCTABICHUS TOCYJApPCTBEHHBIX W MYHHUIIMMAIBHBIX YCIyT - 5
pabounx nHeW cO [JHSA TMOJY4YeHHsS 3ampoca, €CIM 3aKOHOJATeIhCTBOM Poccuiickoit
denepanuu He YCTAaHOBIJIEH HHOM CPOK;

- 110 o0pateHusM rpaxkaat - 30 qHel co JHS peTUCTPalUU.

6.7. TlprocTaHOBUTH HCHIOJHEHHE KOHTPOJBHOIO JOKyMEHTa (IMOpY4YEHHSs), a TaKxKe
oTMeHUTh ero MoxeT nupektop I'AIIOY TO «ToOosbckuii MHOTONPO(QMIBHBINA TEXHUKYM,
MOJANUCABIINN JOKYMEHT WM JIaBIIMK opydeHue (yKazaHue).

6.8. B 1ensx cBOEBPEMEHHOTO HUCIOJHEHHUS TOKYMEHTOB, MOpy4YeHHHl (yka3aHui),
MOCTABJICHHBIX Ha KOHTPOJb, MokyMeHToBel ['AIIOY TO «Tobonbckuii MHOTONIPOGUITBHBIIHI
TEXHUKYM», OTBETCTBEHHBIH 3a BEJCHHE KOHTPOJII HCIIOJHEHUS JIOKYMEHTOB, NPOBEPSET
CBOEBPEMEHHOCTb JIOBEJICHUSI IOKYMEHTA (IOPYUYEHHUSI) 10 UCTIOJIHUTEIIS.

6.9. Eciu cpok ucCHofiHEHUs AOKYMEHTa (TOpydYeHUs) MPEBHIIIAeT OAWH MECSIl, B
Hensix oOecrnevyeHHsl CBOEBPEMEHHOIO HCIOJHEHUs JOKyMeHTa (TOpydYeHHusi) NMPOBOIUTCSA
MpEeBAPUTENbHBIA KOHTPOJIb M HAllOMUHAHUS MCIOJIHUTENSAM O NPUOIMKEHUH CPOKOB
WCIIOJIHEHUS JOKYMEHTOB (IOpyUYEHUN).

6.10. IIpenBaputenbHbIil KOHTPOJIb OCYIIECTBISETCA B CJIEAYIOLIEM MOPSIIKE:

- TOKYMEHTOB (IIOPYYEHHI) TOCIEAYIOIIHUX JIET - HE peXke OJHOTO pa3a B roJ;

- IOKYMEHTOB (ITOPYYEHUI) MOCIEAYIONUX MECSIIEB TEKYIIETO T0/la - HE PeXke OJTHOTO
paza B MecsLL;

- JIOKyMEHTOB (MOpY4YEeHHUI) TEKyILero Mecsdla - 3a 5 JHEH 10 HMCTEYEeHHUs CpoKa
WCIIOJIHEHUSL.

6.11. Ilpu HE0OXOAMMOCTH M3MEHEHHUsI CPOKa HCIIOIHEHHS IOKyMEHTa (MOpYy4CHHS)
OTBETCTBEHHBIN MCIOJIHUTEIh 0053aH MPEICTaBUTh Ha UMsI AUPEKTOpa, AaBIIETO MOPYUYCHHE,
o0ocHOBaHME (CITyKEOHYIO 3aITUCKY) O MPOJAJICHUH CPOKa C YKa3aHWEM MPUYHUH MPOJUICHUS U
JaThl UCIIOJIHEHUSI.

O6ocHOBaHUE MPOJICHHUS CPOKA UCTIOIHEHUS JOKYMEHTa (MOPYYEHHS) JAOJKHO OBITh
HaIpaBJICHO JIUPEKTOPY HE MO3AHEE, YeM IO MCTEYEHHMH ABYX TPEThUX CPOKa MCIOJIHEHHUS
JOKYMEHTa (TIopyyYeHus).

O0 wu3MEHeHHH CpoKa WCIONHEHHUsI JOKyMEHTa (TOpYy4YeHHUs) OTBETCTBEHHBIN
ucnonHutenb nHpopmupyet nokymentosena ['AIIOY TO «To6Gonbckuit MHOTONIPOMUITBHBIH
TEXHUKYM.

AnanornyHsIM 00pa3oM MOTYT ObITh BHECEHBI M3MEHEHHS B COCTaB HCIOJIHHUTENEH
JIOKyMeHTa (Topy4yeHHsi) ¢ o0s3aTenbHbIM nH(popMupoBanueM aokymenroseaa ['AIIOY TO
«Toboabckuil MHOTONPO(PUIBLHBIN TEXHUKYM.

6.12. JlokymMeHT (OopydYeHHE) CUYUTACTCS MCTIOJHEHHBIM, €CIIM MPUHSTHI PEUISHUs 0
MIOCTABJIEHHBIM BOIIPOCAM, IOJTOTOBJIEHBI COOTBETCTBYIOIIME JOKYMEHTHI, HallpaBicHa
CrpaBKa 00 MCIIOJIHEHWU B COOTBETCTBYIOIIME OPTaHbl BIACTH (OPraHM3allin) WK JaH OTBET
0 CYIIECTBY 3aMHTEPECOBAHHBIM JIUIIAM.

Pemenne 00 wucmonHeHWMM JOKyMeHTa (MOpY4YeHHs]) TNPUHUMAET JUPEKTOp,
MOCTAaBUBLINKM JTOKYMEHT (IOpY4YeHHE) Ha KOHTPOIb, C 00S3aTENbHBIM HH()OPMHPOBAHUEM
nokymenToBena ['ATIOY TO «To6omabckuii MHOTOTTPOPUITBHBIN TEXHHKYM.

Ha ucnosHeHHOM JOKYMEHTE IPOCTABIISIETCS OTMETKA O HAIpaBJICHUU JOKYMEHTa B
JIEJI0 B COOTBETCTBUU € ITyHKTOM 2.47. HacTosiiield MHCTPYKLMH, CBEIEHUS 00 UCIIOJHEHUH
JOKYMEHTa (IIOpY4YEeHMs]) BHOCITCS B JKypHaJl PETUCTpallMM BXOJALIMX JIOKYMEHTOB,
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UCIIOJIb3YEMBIi JIJIs1 KOHTPOJISI UCTIOIHEHUSI IOKYMEHTOB (ITOPYUECHHUI).

6.13. JlokyMeHTBbI (MOpy4YeHHs), HE CHATBIE C KOHTPOJSA, a TaKke JOKYMEHTBI
(mopyueHusi), CpoK UCIOJHEHUSI KOTOPBIX HE MPOJIEH, CYUTAIOTCS] HEUCIIOTHEHHBIMU.

6.14. oxymentoBen ['AIIOY TO «ToGonbckuii MHOronpoQuIbHBIA TEXHUKYM)
aHAJIM3UPYET COCTOSIHUE U PE3yJIbTAaThl UCIIOJHEHUS JOKYMEHTOB (TIOPYYEHU) U COCTOSIHUE
UCTIOJTHUTENBCKOW JUCIMIUIUHBI, B TOPAJKE MPEIBAPUTEIILHOIO KOHTPOJIS HAIMpaBIsET B
ctpykrypuble noapaznenenus ['AIIOY TO «TobGonbckuit MHOTONPOGUIBHBIN TEXHUKYM
HallOMMHAHUS O JIOKYMEHTaX, CPOKH HCIIOJIHEHHMSI KOTOPBIX HCTEKaroT (3a 3 - 5 gHeil mo
OKOHYAHUS CPOKA UCIIOTHEHUSI TOKYMEHTA).

VII. Opranu3auust padboThl HCHOJHHUTES C JOKYMEHTAMU

7.1. VcnionHUTENh NOJIy4aeT JOKYMEHTHI Ha MCIOJIHEHHE B JIEHb UX PACCMOTPEHHUS
WJIU Ha CJICYIONIMNA pabourii JeHb B COOTBETCTBUU C pe3ontonuamu aupekropa [AIIOY TO
«Tobonbckuii ~ MHOTOMPOGUIBHBIA ~ TEXHUKYM» W PYKOBOJUTENS  CTPYKTYPHOTO
nozapazaeneHust. CpodHble JOKYMEHTHI IEPEatoTCsl UCIIOJHUTENI0 HE3aMEUIUTEIBHO.

7.2. JIOKyMEHTBI, IOCTyHAlOIIME B CTPYKTYPHBIE MOAPA3LACICHUS C PE30TIOLUACH
IUPEKTOpa, MEpPEeNaloTCs PYKOBOJIUTENIO CTPYKTYPHOIro mnojpasjaeneHus. Eciu nokymeHT,
MOCTYNUBIIMN Ha KCIOJHEHHE B CTPYKTYpPHOE MOJApa3/e/ieHHE, HE MMEET OTHOUICHUS K
KOMIIETEHIIUU CTPYKTYPHOTO MOJAPA3AEICHUs, PYKOBOJIUTENb CTPYKTYPHOTO MOApAa3ACIICHUS
B TOT € JeHb WJIM Ha CIEAYIOIIMA paOouuil JIeHb BO3BpAILla€T €ro JOKYMEHTOBEAY IS
pElIeHHsT BONpOcCa O IIEPEHANpABICHUU €ro Ha HCIHOJHEHUE B JpPYroe CTPYyKTypHOE
noApaszAeseHue (JIpyroMy UCIOIHUTEIIO).

7.3. McnoniHeHWE TOKYMEHTa NPELyCMaTpUBACT:

- cOop u aHaNM3 HEOOXOAMMON MH(pOPMALIHH;

- IOJITOTOBKY MPOEKTa JOKYMEHTa U €ro 0(OpMIICHHE;

- COTJIACOBAHUE MPOEKTA JOKYMEHTA C 3aMHTEPECOBAHHBIMU JINLIAMY;

- 10pabOTKy IPOEKTa TOKyMEHTa M0 3aMeYaHUusIM, MTOJIy4YeHHBIM B XOJI€ COTIaCOBAHMUS
, P HEOOXOTUMOCTH, - TOBTOPHOE COTJIaCOBaHUE);

- TIOArOTOBKY CIIMCKa (yKa3aTelss) pacChbUIKM JOKYMEHTA, €CIM JOKYMEHT aJ[peECOBaH
rpyMIe OpraHu3aiui;

- IpEe/ICTaBJIEHUE TPOEKTA TOKYMEHTA Ha MOANUCH (YTBEPKIACHHUE) TUPEKTOPY;

- IOATOTOBKY TOKYMEHTA K OTIIpaBKE U Nepe/iady KoMK JOKYMEHTa B JIEIO.

7.4. 1lpyn HanpaBJIEHWH JOKYMEHTAa HECKOJIBKHM HCIIOJHHUTESM, OTBETCTBEHHBIM 3a
MOJATOTOBKY MPOEKTA JOKYMEHTA SIBJISIETCS UCIOJHUTENb, YKA3aHHBIA B PE30JIIOLUU TEPBbIM
i 0003HAYEHHBIN B PE3OJIOIUHN KaK OTBETCTBEHHBIN HCIIOIHUTENb.

7.5. OTBETCTBEHHBIM HUCHOJHUTENb HMMEET IpaBO JaBaThb NOPYYEHHS OCTaJIbHBIM
WCIIOJIHUTENSIM, MPOBOJUTH paboune COBEIHIaHMS ISl BBIPAOOTKH COBMECTHOTO pEIICHHUS.
Bce ucnonHuTenu B paBHOW CTENEHU OTBETCTBEHHBI 3a CBOEBPEMEHHOE M KAaueCTBEHHOE
VCIIOJIHEHUE MTOPYYEHHSI U TIPEJCTaBICHHE OTBETCTBEHHOMY MCIIOJIHUTEINO B YCTAHOBJIEHHbBIE
UM CpPOKM HEOOXOAMMBIX MaTepHalloB (IIPOEKTOB JOKYMEHTOB, CHpPaBOK). McrnonHuTenu He
MMEIOT MpaBa MPeJICTABIATh MPOEKTHI IOKYMEHTOB JUPEKTOPY, JAaBIIEMYy MOPYYCHHUE, MUHYS
OTBETCTBEHHOI'O UCIIOJIHUTETIS.

7.6. B cinyuae oTCyTCTBHS MCIIOTHUTENS (KOMaHIUPOBKA, OTIYCK, 00JIE3Hb) IOKYMEHT
0 YKa3aHUI0 pPYyKOBOJAUTENS CTPYKTYpPHOIO TOJPA3JEICHUs IepeAaeTcss JIpyromy
UCTIOJTHUTENIO C 0053aTeNbHBIM COOOIIEHHEM ero (paMWIMKM JOKYMEHTOBEY Ui BHECEHUs
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U3MEHEHUH B JKypHaJl PErUCTpaluy BXOJAIIUX JOKYMEHTOB, UCIIOJIB3YEMOIO /Il KOHTPOJIS
UCTIOJTHEHUS JOKYMEHTOB (MIOpYUYEHUH).

7.7. Ilpu yBONbHEHUM WIH MEPEXOJE HA APYrod BUJ pabOThl COTPYAHHUK 00s3aH CAATh
JOKYMEHTBI U JIeJIa PYKOBOAMUTEIIO CTPYKTYPHOTO MOAPA3ACICHHS WU, MO €ro yKa3aHUIo,
BHOBb Ha3HAYECHHOMY COTPYJHHUKY (B cllydyae HEOOXOJIUMOCTH, - 1O aKTy MpUeMa-IepeaadH,
B KOTOPOM VYKa3bIBaIOTCS BUJABI J€N (3arojOBKM Jel) U HUX KOJUYECTBO M KOTOPBIU
MOAMUCKHIBACTCA PAaOOTHUKOM, TMEpEaBIIMM JIOKYMEHTBbl, U PaOOTHUKOM, MPUHSBIINM
JIOKYMEHTHI).

7.8. Pe3ynpTaToM  UCIIONHEHUS JOKYMEHTa SBISETCS IMPOEKT JTOKYMEHTa,
MOArOTOBJIEHHBIN UCTIOJIHUTENEM.

[IpoekT AOKyMeHTa CO BCEMH HEOOXOIMMBIMHU MPUIOKECHUSIMHU, HaleYaTaHHBIM U
oOpMJICHHBINI B COOTBETCTBUU C IpaBUJIaMH, YCTaHOBJICHHBIMH B pasjaene III Hacrosmiei
WHCTPYKLUHUH, HUCIOIHUTENb COTJIACOBBIBAET C 3aMHTEPECOBAHHBIMU  CTPYKTYPHBIMHU
MOAPA3ACICHUSIMU U JTULAMU U, TTPH HEOOXOAUMOCTH, C IPYTUMH OPraHU3AUSIMHU.

JIoKyMeHTBHI, peJHa3HauYeHHBIE JIJIsl OTIIpaBKH, odopmisitoTcst Ha 6manke [AIIOY TO
«Tobonbcknii MHOTONPOPHUIBHBI TEXHUKYM» YCTaHOBIIGHHOW ¢opmbl. [[1s oTmpaBku
JOKYMEHTOB, HE UMEIOIINX aJAPECHON YaCTH, COCTABISIETCS COMPOBOAUTEILHOE MMUCHMO.

Ha poxymeHT, pacceinaeMblii 0ojee 4yeM B YEThIpE ajpeca, MCIOJHUTEIb TOTOBHUT
CIIUCOK PACCBhUIKH, OMPEEAeT KOJUYECTBO IK3EMIUISIPOB TOKYMEHTA U MOCJIE PETUCTPALUU
o0ecreynBaeT U3roTOBJICHHE HEOOXOAUMOT0 KOJTMYECTBA KOIUH.

7.9. HWcnonnutenb (OTBETCTBEHHBIM HCIOJHUTENb) OpPraHU3yeT COrJIacOBAHME
(BU3UpOBaHME) MPOEKTa JOKYMEHTa CO BCEMHU 3aWHTEPECOBAHHBIMHU JIUIIAMU M TPOBOJUT
JOpabOTKy TpPOEKTa MO 3aMEYaHUsIM B COOTBETCTBHM ¢ IyHKTamu 4.1. - 4.10. Hacrosmiei
WHCTPYKIIUH.

[Ipu Hanmuuuu OOJIBIIOTO KOJIMYECTBA 3aMEUYaHUN JI0 MPEACTaBICHUS HOPAOOTaHHOTO
MPOEKTa JIOKYMEHTa Ha MNOJANHCH IUPEKTOPY, UCIOIHUTENb TOTOBUT CBOJIKY 3aMEYaHHIl
(mpennoxkeHuii), B KOTOPOM yKa3bIBaeTCA: COJAEp)KaHHE 3amMedyaHusi (MpelJIoKEeHUs),
JOJDKHOCTH, (hamMIuIHs JTUIa, JaBIIEro 3aMeYaHue, MPUHITO WK OTKJIIOHEHO 3aMevyaHue (eciau
3aMe4YaHue OTKJIOHEHO - IPUUYUHY OTKIIOHEHHUS ).

7.10. Tlocne popabGOTKM W TOBTOPHOTO BHU3UPOBAaHUSA (COTJIACOBAHUS) MPOEKT
JIOKyMEHTa TepefacTcs Ha mnoanucanue (yTBepkaeHue). [lo mpencraBieHHs Ha TOAMKCH
WCIIOJTHUTENh  TMPOBEPSET MPABWIBHOCTH  OGOPMIICHHS  JOKYMEHTa, TMPaBUIBHOCTh
odopmIleHHs ajapecara, HaJTUIue HEOOXOAMMBIX BH3, NMPHIOKEHUM, NMPH HEOOXOIUMOCTH -
CIPaBOK, MOSICHUTEIbHBIX 3alHMCOK, Pa3bACHSIONIUX COJAEPKaHUE TOJrOTOBICHHBIX
JIOKYMEHTOB, JINCTA (yKa3aTess) PacChLIKH.

7.11. TlonmucaHHbI JTOKYMEHT HWCIOJHUTENb MEpedaeT JOKYMEHTOBELy MJis
perucTpanii M OTHPAaBKA W/WIM PYKOBOJMUTEIIO CTPYKTYPHOTO TMOApA3EICHUS IS
BKJIFOUEHUS €T0 B JIEJIO.

B cooTBETCTBMM C HOMEHKJIATYpOM JE€d HUCHOJHUTEIb OMpPEAessieT MHJICKC Jena, B
KOTOPOE JIOJDKEH OBITh BKIIFOUEH JOKYMEHT.

7.12. B Xxoae HCHOJHEHUS JTOKYMEHTa HCIOJHUTENIb HMMEET IpaBO IpeasiaraTh
W3MEHEHUE CpPOKa UCIOJHEHUS, €CIM OTCYTCTBYIOT pEajbHbI€ YCJIOBUS HCIOJHEHUSA
JNOKyMeHTa (Iopy4eHus), AelaThb MOMETKH Ha JOKYMEHTE O BPEMEHM €ro MOCTYIUICHUs, O
JaTax TMPOMEXYTOYHOTO KOHTPOJIS, Tele(OHHBIX M MHUCHMEHHBIX 3alpocax, O JaTe Hu
pe3yapTaTe OKOHYATEIbHOTO UCIIOJTHEHUSI.

7.13. WcnonHuTenp HE UMEET IpaBa pas3riallaTh COACPKAHUE NMOCTYNHMBUIMX K HEMY
JIOKYMEHTOB U MOATOTOBJIEHHBIX MPOEKTOB CIYKEOHBIX JOKYMEHTOB, C HUMHU MOTYT OBITh
03HAKOMJICHBI TOJIBKO JIUIIA, UMEIOUIUE OTHOILIEHUE K UX UCTIOJHEHUIO.
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VIII. ®opMupoBanue 10KYMEHTAIbHOI0 (JOHAAa OpPraHU3aANHHU

8.1. OneparuBHOE XpaHEHHE AOKYMEHTOB J0 IEpeJaud WX Ha XpaHEHHWE B apXuB
I'ATIOY TO «ToGonbckuii MHOTONPOGUIBHBI  TEXHUKYM» WM  YHHUYTOXKCHHUE
OCYIIECTBIACTCS B  CTpYKTypHBIX moapazaencHusx [AIIOY TO  «Tobomsckuit
MHOTONPO(UIBHBINA TEXHUKYM).

8.2. B memsx XpaHeHHs, TOHMCKAa M HCIIOJIB30BAaHUS JIOKYMEHThl Ha OyMa)XHOM
HOCHUTEJIE U DJJEKTPOHHbIE JOKYMEHThI (OPMHUPYIOTCS B Jella B COOTBETCTBUU C
HOMEHKJIATypOH Jel.

Homenknatypa nen 3akpermisieT KiaccupuKkanuio (TpYNIUPOBKY) HCIIOTHEHHBIX
JIOKYMEHTOB B Jiena (3JIEKTPOHHBIE Jieia), CUCTEeMATH3AIUI0 U WHICKCAIUIO JIeN, CPOKU HX
XpaHEHUS U SIBJIAETCSI OCHOBHBIM YYETHBIM JTOKYMEHTOM.

HomeHnknarypa nen sIBJIIeTCS OCHOBOM JUIsI COCTAaBJIEHUS OINHUCEN Il MOCTOSHHOTO
CpOKa XpaHEHHMs U 0 JINUHOMY COCTaBY, AKTOB O BBLACIICHUH K YHUUYTOKEHHUIO JOKYMEHTOB C
HUCTEKIIMMHU CpOKaMU XpaHEHMs, a Takxke [ ydera Jen BpemeHHbIX (mo 10 zer
BKJIFOUUTEILHO) CPOKOB XPAHEHHUS.

8.3. Homenknarypa nen ['AIIOY TO «Tob6onbckuii MHOTONPOMUIBHBIN TEXHUKYM»
COCTaBIISIETCS HAa OCHOBE M3YYEHUS COCTaBa W COJACPKAHUS JIOKYMEHTOB, 0Opa3ylonuxcs B
nestenbHocTH [AIIOY TO «ToOonbckuil MHOTONPO(HIBHBIN TEXHUKYM», BKJIIOYAs
JOKYMEHTBI, IOCTYIAIOIINE U3 APYTUX OpraHUu3aIuil.

8.4. Ilpu cocTaBlleHNH HOMEHKJATYphl JI€J CIEAYET PYKOBOACTBOBATHCS Y CTaBOM
'ATIOY TO «Tob6onbckuii MHOTONIPOQMIBHBIA TEXHUKYM», TMOJOKEHUSIMU O CTPYKTYPHBIX
MOAPA3ACICHUSIX, IITATHBIM pacluCaHueM, IUIaHaMu U otuetamu o pabore ['AIIOY TO
«Tobonbcknii MHOTOMPO(HUIBHBIA TEXHUKYM», HOMEHKJIATYpOMl el 3a MpOLIEAIINi TOJ,
nokanbHbIMU HOpMaTuBHbIMH akTamu ['AIIOY TO «ToGonbckuit MHOTONpO(HUIBLHBIN
TEXHUKYM», COJEpXallluMU CBEICHHUS O JIOKYMEHTax, 0Opa3yloIluXcsi B JEATEIbHOCTH
I'ATIOY TO «ToOonbckuil MHOTONPOQUIbHBIA TEXHUKYM», TUIOBBIMH W MNPUMEPHBIMU
HOMEHKJIATYpaMH J€EJ, BETOMCTBEHHBIMU U TUIIOBBIMU IIEPEUYHSIMU TOKYMEHTOB C YKa3aHUEM
CPOKOB UX XpaHEHUs.

8.5. B HOMEHKJIaTypy JeJl BKIIOYAKTCS BCE JOKYMEHTHI, OTPAXaIOIIUE AEATEIbHOCTh
ctpykTypHbix noapazaencHuii [AIIOY TO «To6onbckuii MHOTONPOGUIBHBIN TEXHUKYM» U
IIOCTOSIHHO WJIM BPEMEHHO JEWCTBYIOIIMX OPraHoB (KOMHCCHUW, COBETOB), B TOM YHUCJE
JOKYMEHTBl OTPaHUYEHHOTO JOCTYyIa, PETMCTPAlMOHHBIE W YYETHBIE JKYyPHaJbl, KOIWH
JOKYMEHTOB (€ClIM KOMHsSI - €IWHCTBEHHbIM »HK3emmuisp gokymenta B [AIIOY TO
«ToOonbckuif MHOTONMPO(MWIBHBIN TEXHUKYM», a TakKXKe, €CIM KOMUHA HEOOXOAWMBI IJis
OpraHM3alUyu JESATEIBHOCTH CTPYKTYPHOrO mHOApas3zieieHus1). JIOKyMEHTBI, CO3/IaHHBIE B
ANEKTPOHHOU (opMe, BKIIOYAIOTCS B HOMEHKIATYpy JeNl MO TEeM JK€ MpaBujaMm, 4To U
JIOKYMEHTBI Ha OyMa)>KHOM HOCHTETIE.

He BrirodaroTcsi B HOMEHKIIATYPY A€ MEPUOIUIECKUE U3aHNs], KHUTH, OPOIIIOPHI.

8.6. Homenknarypa nen 'AIIOY TO «Tobonbckuit MHOTONPO(UIBHBIA TEXHUKYM)»
CTPOUTCS MO CTPYKTYPHOH cxeme (Ha3BaHUSIMU pa3zelioB (Iopa3ieioB) HOMEHKIATYPhI Aell
SABJISIIOTCS. Ha3BaHUS CTPYKTYPHBIX IOAPA3JEICHUM, PACIOJIOKEHHBIE B COOTBETCTBUHU C
yrBepxaeHHon cTpykTypoit [AIIOY TO «To6ombckuit MHOTOPOQUIBHBIN TEXHUKYM) ).

8.7. HoMmeHknaTypa nAen CTPYKTYPHBIX IOJpa3[€lICHUN COCTABISETCS B KaXKIOM
ctpykrypHoM noapazaeneau I'AIIOY TO «To6onbckuit MHOTOTPO(DMIBHBIA TEXHUKYM.
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HomMmeHnknarypa aen cTpyKTypHOTO NOJpa3/esIeHHs] COCTABIISIETCS W MOANMCHIBACTCS
PYKOBOJUTENEM CTPYKTYPHOT'O MOAPA3ACICHUS U MIPEACTABISAETCS CIELUAIKCTY 10 KaJpaM.

Homenknarypa nei1 CTPyKTypHOTO TOJpa3felieHuss COCTaBIsIeTcsl 10 (opMe,
ycTaHoBJIeHHOM [IpaBunamu xpaHneHusl.

BHOBB CO31aHHOE WM PEOPTaHU30BAHHOE CTPYKTYPHOE MOJpa3/elICHHE TOJDKHO B
MECSTYHBIN CPOK pa3paboTaTh HOMEHKJIATYPY A€l U MPEACTaBUTh €€ CHEIHAIUCTY 0 KaJpam
['ATIOY TO «To060sbCKHII MHOTOIIPO(QMIBHBINA TEXHUKYM.

8.8. Homenkmnarypa aen ['AIIOY TO «ToGonbckuii MHOTOTPOMHUIBHBIA TEXHUKYM)»
(cBoIHAs1) COCTaBIsIeTCS CIHEUUATNCTOM IO KaJpaM Ha OCHOBAHMHM HOMEHKJIATYp el
CTPYKTYPHBIX MOJpa3iesieHuii o ¢popme, ycranoBieHHou [IpaBunamu XxpaHeHus.

CBoaHasi HOMEHKJIaTypa JIeJl COCTaBJISETCs B MOCJIEIHEM KBapTajle TEKYIIEro rojaa Ha
MPEeACTOSIINNA KaneHaapHbli roa (mpunoxenue Ne 18).

8.9. Homenxknarypa nen 'AIIOY TO «TobGonbckuit MHOTOMPOMUIBHBIN TEXHUKYM
MOJMUCHIBAETCS CIELUATUCTOM IO KaJpaM, COIJIACOBBIBAETCS C HKCHEPTHOW KOMHCCHEH
'ATIOY TO «Tob6oabckuii MHOTONIPO(HIBbHBIN TeXHUKYM» (nanee — OK) u onun pa3 B 5 net
MPEACTABISETCA Ha COTJIACOBAHHUE SKCIEPTHO-IIPOBEPOUYHOM KOMHUCCHM YTIPABICHHUS 10
nenam apxuBoB TroMmeHnckol obnactu (nanee — I11K).

Howmenxkiarypa nen, cormacoBanHas OIIK, yrBepxnaercs mupektopom ['AIIOY TO
«TobonpcKkuii MHOTONPOQPWIBHBIN TEXHUKYM» W BBOAHWTCS B JeHCTBUE ¢ 1-TO siHBaps
MPEACTOSIIEr0 KaJeHAapHOro roja.

B cnyuae wusmenenus ¢ynkumit u  crpykrypsl ['AIIOY TO «ToOonbckuit
MHOTONPOMUIBHBIM TEXHUKYM» HOMEHKJIATypa JIeJ COCTaBIISIE€TCS, COTJIACOBBIBACTCA H
YTBEPKIAETCS 3aHOBO.

8.10. CornacoBannas ¢ OIIK HOMeHKnaTypa /1eJ1 B KOHIIE Ka)XJ0Tr0 To/la YTOUHSETCS,
nepenevyaTeiBaeTCsA,  yTBepkaaerca — gupekropom  [ATIOY  TO  «Tobonbckuit
MHOTONPOMUIBHBIM TEXHUKYM» W BBOAUTCA B JeHCTBUE ¢ 1 sHBaps NPECTOSIIETO
KaJIEHJAPHOT O To/a.

8.11. IlepBrlil IK3EMIUISAP YTBEPKACHHOW HOMEHKJIATYPBI €M SBISAETCS JOKYMEHTOM
MOCTOSTHHOTO XPAaHEHHUsI U BKIIIOYAETCS B HOMEHKIATYpY JeJl, BTOPOM - YTBEpPKIACHHBIN
mupektopom ['ATIOY TO «TobGonbckuit MHOTONPO(GUIBHBIA TEXHUKYM», IMEpeaacTcs B
rocyJapCcTBEHHOE OIOKETHOE yupexkaeHue TromeHckoi obmactu «I ocy1apcTBEHHBIN apXUB
B T.ToGonbcke» (manee - 'BYTO T'A B r.Tobonbcke), UCTOYHHUKOM KOMIIJICKTOBAHUS
kotoporo sBisercss [AIIOY TO «To6onbckuiit MEHOTOMTPO(HIBHBIN TEXHUKYM.

OpHa Konusi HOMEHKJIATyphl JI€JI UCIOJIB3YETCsl CHELMATMCTOM O KaJlpaM B KauecTBE
pabouero osk3emruigpa, Bropas - mepemaerca B apxuB ['AIIOY TO «Tobonbckuit
MHOTONPO(UIBHBIN TEXHUKYM» B KAYECTBE YUYETHOTO JOKYMEHTA.

B otmenenus T'AIIOY TO «ToGonbckuii  MHOTONPO(UIBHBIA  TEXHUKYM)
HOMEHKJIaTypa JieJ pacCchbulaeTcs CIeHUaIiCcTOM MO KaJpaM B BHJI€ KOMUN COOTBETCTBYIOLIUX
pazzienioB Ha OyMa)KHOM HOCHUTEJE WU B 3JIEKTPOHHOU (hopme.

8.12. Bce 3aronoBku Jei, BKJIIOYEHHbIE B HOMEHKJIATYpy JAe€l, HUHIEKCUPYIOTCS.
Wunexkc nenma ykaspiBaeTcss B rpade 1 HOMEHKIATypel €1 M COCTOMT W3 HHJEKca
CTPYKTYpPHOTO MoOJpa3fesieHus (KoJa CTPYKTYpHOTO MOJpa3iefieHuss B COOTBETCTBUHM C
yrBepxaeHHoi cTpykTypoir IAIIOY TO «ToOonbckuit MHOTONPOGUIBHBIN TEXHUKYM») U
MOPSAKOBOTO HOMEpaA Jejia B pasjeie HOMEHKIATypsl aen. MHpaekcsl nen o0o3HadaroTcs
apabckumu nudpamu. Hampumep: 01-05, rae:

01 - Kox CTpyKTYpHOTO NOApa3/ACIICHHUS;

05 - mopsiIKOBBIN HOMEp JeJa B pa3zesie HOMEHKIATYPhI JEll.

Jlena mo BompocaMm, HEpa3pelleHHbIM B TEUYEHUE OJHOr0 TojAa, SBIISIOTCS
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«TEePEXOIIMMI» U BHOCATCS B HOMEHKJIATYPY JIeJ CIEAYIOIIEro rojia ¢ TeM e MHJIEKCOM.
PekoMeHyeTcst cOXpaHITh B HOMEHKJIAType /el OJUHAKOBbIE MHIEKCHI JJIsi OJHOPOIHBIX
JIeJ1, BKIIFOUCHHBIX B Pa3HbIE Pa3eibl.

Ecnu B Teuenne rona B aearensHoctd 'AIIOY TO «Tob6onbckuit MHOTOPO(MIBHBIM
TEXHUKYM» 00pa3yroTCsl TOKyMEHTBI, HE MPEAyCMOTPEHHbIE HOMEHKIIATYPOM JIeTl, 3ar0JIOBKH
HOBBIX JIeNl JOMOJIHUTENBHO BKJIOYAIOTCS B HOMEHKIATypy JAel. B kaximom pazzgerne
HOMEHKJIATYPBI JIeJ AJIsl BHOBb 3aBOJAMMBIX JIEJ MPElyCMaTPUBAIOTCSL PE3€PBHBIC HOMEPA.

8.13. 3aronoBok aena (rpada 2 HOMEHKJIATYpHI JIed) AOKEH B 0000IeHHOW dhopme
OTpakaTb OCHOBHOE COJIEp’)KaHME€ M COCTaB JOKyMEHTOB jena. He pomyckaercs
yHnoTpeOJieHuEe B 3aroJIOBKE Jejla HEKOHKPETHBIX (DOPMYIUPOBOK («pasHvle Mamepuansly,
«obwas nepenucka»), a TAaKXKe BBOJHBIX CJIOB MU CIIOXHBIX CHHTAKCHUYECKHX OOOpPOTOB.
3aroyioBKM JIeJ1 MOTYT YTOYHSTBCS B TEUEHHWE Toja B mporecce (GOpMUPOBAHUS U
o opMIICHHS JIE]I.

3aroyioBOK Jieia JAOJDKEH COCTOSITh M3 DJIEMEHTOB, PACIONaraéMbIX B ClEAyIOLIEH
MOCIIEIOBATEILHOCTH:

a) Ha3BaHuEe BHUAA Jena (mepemucka, >KypHaj, [eJl0) WIA BUJa JOKYMEHTOB,
BKJIFOUEHHBIX B J1€J10 (IPOTOKOJIBI, TPUKA3bl);

0) HauMEHOBAaHHME YYPEXKICHHUS, CTPYKTYpPHOTO TOJpa3ieieHUsl, MOCTOSHHO
JICHUCTBYIOIIETO UM BPEMEHHOTO OpraHa, J0JKHOCTHOTO JIUIA, CO3/IaBIINX TIOKYMEHT(bI);

B) HAMMEHOBaHHE KOPPECTIOHJIEHTa (OpraHu3aIliy, JTUIa, KOTOPOMY aJpECOBaHbI WU
OT KOTOPOTO TOJIyYEHBI IOKYMEHTHI );

T') KpaTKOe CoJiep>KaHre JOKYMEHTOB JIelia;

1) Ha3BaHUE MECTHOCTHU (TEPPUTOPHUU), C KOTOPOM CBSI3aHO COAEpKaHHE TOKYMEHTOB
nena;

€) nara (mepuo/), K KOTOPbIM OTHOCATCS IOKYMEHTHI, JeNa;

) YKa3aHHe Ha KOMUUHOCTh JOKYMEHTOB Jea.

8.14. IlopsA0K pacroiaoKeHHs 3aroJIOBKOB JIeJl BHYTPHU pa3elioB HOMEHKIATYPhI J1e]
OTIpeIeTIICTCS CTETICHBI0 BAYKHOCTH IOKYMEHTOB, BKJIFOUCHHBIX B JI€Ja.

B navane paszgena pacrnosiararoTcsi 3aroJIOBKM i€, COAEPIKAIIUX YUpPEIUTEIbHBIE,
OpraHU3allMOHHO-TIPABOBBIE U PACHOPSIAUTENIbHbIE JOKYMEHTBI, 3aTE€M 3arojoBKU [e,
CoepXalux IUIaHOBbIE, OTYETHbIE, WH(OOPMAIMOHHO-AaHATUTUIECKUE JTOKYMEHTHI,
JIOKYMEHTBI, OTpakarolue ACSITEIbHOCTh CTPYKTYPHOTO TOJApA3AC/ICHHs, MEPENuCKy, B
KOHIIE pa3jielia - PETUCTPALMOHHBIE U YUETHBIE )KYpPHAJIbI.

3aroyioBKM JIeNI, COCTaBJIEHHBIE IO KOPPECIOHACHTCKOMY M TeorpaduueckoMmy
MpU3HAKaM, BHOCSTCA B HOMEHKJIATypy Jed 1o andaBUTy KOPPECHOHACHTOB WU
reorpaduuecKkux Ha3BaHMI.

B 3aronoBkax nien, cojepkKaniux JOKYMEHTBI [0 OJJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCJIEIOBATEIbHOCTBIO pEIISHUs BOMpPOCa, B KayecTBE BHUAA Jeia yHoTpeOsseTcs TePMHUH
«0OKyMeHmbl», 2 B KOHIIE 3aroJIoBKa B CKOOKaxX yKa3bIBalOTCA Ha3BaHUS BUJOB JOKYMEHTOB,
HauOoJee MPeICTAaBICHHBIX B JICTIE:

«/loxkymenmor 0 npogedenuu nposepox I'AIIOY TO «Toborbckuti MHO2ONPOPDUILHBLU
mexHukym» [enapmamenmom obpazosanus u nayku Tromenckou obiracmu (ungopmayuu,
aKmol, CHPABKU)»

TepMI/IH ((()OKle/leHmbl)) MNPUMCHACTCA TaKXKXC B 3aroJloBKax nICJI, COACPIKAIIUX
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JOKYMEHTBI-IIPUJIOKEHUSI K KaKOMY-JIMOO JOKYMEHTY (BHIbI JOKYMEHTOB-IIPHIIOKEHHUH He
NEPEUUCIISIOTCS):
«/{okymenmol K npOMOKONAM 3ACe0AHUN AMMECMAYUOHHOU KOMUCCUUY

«IIpomokonsl 3acedanuii IKCnepmHO KOMUCCUU U OOKYMEHMbL K HUM

B 3aronoBkax ACJI, TPpCAHA3HAYCHHBIX IJId I'PYHIIMPOBKHU OJHOTHUIIHBIX JOKYMCHTOB,
9Ta rpyiina 10KyMCHTOB YKAa3bIBACTCA BO MHOKCCTBCHHOM YHUCIIC!

((HpOH’lOKOJZbZ 3ace0aHull ammecmaquHHOﬁ Komuccuuy»

B 3aronoBkax jen, coaepxaiiux MEpenucKy, yKa3blBaeTCA, C KEM U MO KaKOMY
BOIIPOCY OHA BEJETCS:

«Ilepenucka ¢ Meacpaiionnoi MDHC Poccuu Ne 7 no Tromenckoll obracmu no 80npocam
HA102000]10CEHUsL)

B 3aronoBkax nen, cojepxkamux HEPENUCKy € OAHOPOAHBIMH KOPPECHOHIEHTaMH,
MOCJIEIHUE HE HA3bIBAIOTCS, a YKa3bIBAECTCS UX BUJJOBOE HA3BAHMUE:

«llepenucka mexnuxyma co wkonramu 2.Tobonbcka no eonpocam npogopuenmayuu
8bINYCKHUKOB Y

B 3aronoBkax nen, coaepikalMx IMEPenucKy C pa3HOPOJIHBIMU KOPPECHOHIEHTaMH,
MIOCJIETHUE HE NEPEUHUCIIAIOTCS:

«Hepenucxa 0 3AKJIl04YeHUU U UCNOJIHEeHUU eocydapcmeeHHblx KOHmMpaxkmoey
B 3aromoBke nena YKa3bIBaACTCA KOHerTHI)If/'I KOpPECIIOHACHT, €CJIM ICPCIIHCKa

BEICTCA TOJIBKO C HUM:

«llepenucka c [enapmamenmom obpazosanusi u Hayku Tromenckoil obracmu no 80npocam
OCHOGHOU 0esIMeNbHOCUY

HpI/I 0003HAYCHHHU B 3arojoBKax ACIT aAMHUHUCTPATUBHO-TCPPUTOPHUAJIBHBIX CIAWHUIL
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YUYUTBIBACTCS CICAYIOIICC!

- CCJIHN COACPIKAHUC JCJIa KACACTCA HCCKOJIbBKHX OJHOPOAHBIX AIMHHHUCTPATHBHO-
TCPPUTOPUAIIBHBIX CAWHUILL, B 3ar0JIOBKC [CJIa HC YKA3bIBAIOTCA MX KOHKPCTHBLIC HAa3BaHM:, a
YKa3bIBaACTCA UX o61uee BHOBOC HA3BAHUC!

«llepenucka co wxonamu MyHUYUNAILHLIX pationog TromeHcKol obracmu no 60npocam
npogopuenmayuy 8b1NYCKHUKOBY

- €Cclli CoJAepKaHHe JeNla KacaeTcd OJHOW aJIMHUHUCTPATHBHO-TEPPUTOPHATIBHOMN
€MHMIIBI (HACEIEHHOT0 MYHKTA), €€ (€ro) Ha3BaHUe YKa3bIBA€TCs B 3ar0JIOBKE Jea:

«llepenucka ¢ Aomunucmpayueti 2.Toborvcka o nazpasxcoenuu pabomuuxos I'AIIOY TO
«Tobonvckutl MHO2ONPOPUNLHBIT MEXHUKYM» »

B 3aromoBkax pen, cojep)KalMxX IUTAHOBYIO WM OTYETHYIO JOKYMEHTAlHUIO,
yKa3bIBaeTCs MEPHUO/T (MECSIII, KBapTal, o) Ha (3a) KOTOPBIA COCTABJICHBI TIAHBI (OTYETHI):

«llnan yuebno-memoouueckou  pabomer I'AIIOY TO «Toborvckuii MHOONPOGUILHBLL
mexnuxym» Ha 2019/2020 yuebHwiii 200»

«Cmamucmuyueckuti omuem 0 YUCIeHHOCMU, cocmasge u 0sudiceHuu kaopos 3a 2019 200 (¢.
N 27-200)»

[Tpu popmupoBaHuu Aenna U3 HECKOJIBKUX TOMOB (4YacTeil), KpomMe OO0IIero 3aroyioBKa
7ena Mpu HEOOXOAMMOCTH COCTABISIOTCS 3arOJIOBKM KaXKJIOTO TOMa (YacTH), YTOUHSIOUINE
coJiep)KaHrue TOMOB (JacTei) nena.

3aroyioBKH JIe] MOTYT YTOUHSTHCS B Tiporiecce GopMUpoBaHUs U 0POPMIICHUS JIE.

8.15. I'pada 3 «Koauuecmso den» 3amOTHSAETCS 1O OKOHYAHHWH KaJIGHJAPHOTO TOA.
[To mocTHXEHWM JEJIOM TIOCTOSHHOTO CpoKa XpaHeHuss oOobema B 250 JmMCTOB, TOM
3aKpBIBACTCS U OTKPBIBACTCS HOBBIM TOM. B rpade 3 HOMEHKIATYpHI [N MOCIEeI0BATEIHHO
YKa3bIBAIOTCS HOMEpa TOMOB M KpailHUE JIaThl TOKyMEHTOB KaXKJIOTO TOMA:

T.1. 11.01.2019 -
30.06.2019

8.16. B rpade 4 «Cpok xpaHenust 1 N CTaTbu IO MEPEUYHIO» YKA3bIBAIOTCA CPOKH
XpaHeHusi nen u Homepa crtaTted mo «llepedHio TUIOBBIX YHPaBIECHYECKUX APXUBHBIX
JOKYMEHTOB, O0pa3ymoIIMXCS B TMpolecce MACSITebHOCTH TOCYJapCTBEHHBIX OpraHoB,
OpraHOB MECTHOTO CAaMOYIpPAaBIIEHHWS W OpraHu3alui, C yKa3aHHEM CPOKOB XpaHEHUS»,
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YTBEPKJICHHOMY TMpUKa3oM MuHuctepcTBa KyiabTyphl Poccuiickoit ®enepamuu ot 25
aBrycta 2010 roma Ne 558 (manmee — Ilepedens), denepaibHOMY 3aKOHY WJIH HHOMY
HOPMaTUBHOMY ITPaBOBOMY aKTy.

8.17. B rpadpe 5 «llpumeuanue» NpPOCTABISAIOTCA OTMETKH O 3aBEICHUM Jel
(«3asedenor), o mnepexomsammx naenax (Hampumep, «llepexooswee c¢ 2018 eoda»), o
BBIICTICHUU JIeJ K YHUYTOXEHUIO, O JIMIAX, OTBETCTBEHHBIX 3a (OpMHpOBaHUE €T, O
repeaade e B Apyroe CTpyKTYpHOE NOAPA3IEIICHUE IS ITPOIOJIKECHUS.

Eciu neno dopmupyetrcss B MHGOPMALIMOHHON CHUCTEME M BKIIOYAET SJIEKTPOHHBIC
JOKYMEHTHI, B Tpade «IIpumeuanuey» ormMedaercs, 4TO JEJ0 BEAETCS B JIEKTPOHHOM BHUJIE C
yKa3aHUEeM HauMEHOBaHUs HHGOPMAIMOHHON CUCTEMBI:

«nexmponnsie doxymenmol. CO/[ «llpuemnany, B/] « CnyocebHble 3anuckuy

8.18. Ilo 3aBepuieHNHN IEIONPOU3BOJCTBEHHOTO rofia B KOHLIE HOMEHKJIATYpPHI €] B
KKJIOM CTPYKTYPHOM MOApa3aeIeHuN 0pOpMIISIETCS UTOTOBAs 3alMCh, B KOTOPYIO BHOCATCS
CBEJICHUSI O KOJHMYECTBE 3aBEJCHHBIX el (TOMOB, 4YacTeii), OTAENbHO IOCTOSHHOTO U
BPEMEHHBIX CPOKOB XPAaHCHMs, BPEMEHHBIX CpPOKOB XpaHeHus ¢ oTtmeTkon «IIIK» u
nepexoasmux. Mroropast 3anmuch AOMOJIHAETCS JAHHBIMH O KOJIMYECTBE AJIEKTPOHHBIX Ml
COOTBETCTBYIOLIUX CPOKOB XPAHEHHUS.

B utoroByo 3anuck CBOJHON HOMEHKIIATYpPHI JI€] CBEICHUS BHOCSTCA Ha OCHOBAaHHUU
JaHHBIX, TepelaHHbIX H3 CTpyKTypHbIX mnoapazgeneHuit ['AIIOY TO «TobGonbckuii
MHOTOTNIPO(UIBHBINA TEXHUKYM.

CeneHusi, cojeplKallvecs B MTOTOBOM 3amucu HoMeHkaatypel nen ['AIIOY TO
«Tob0abcKUH MHOTONPOMUIBHBIN TEXHUKYM), IPOCTABISAIOTCS CIIELMATUCTOM IO KaJpaM ¢
yKa3aHHeM JIOJKHOCTH U MOATHCH.

8.19. Jlema co nHs mux 3aBeaecHus g0 nepenadn B apxuB ['AIIOY TO «ToGonbckuid
MHOTONIPO(UIBHBINA TEXHUKYM» WM YHUYTOXKEHHS TI0 UCTEYEHUHU CPOKA XPaHEHUS XPaHITCS
10 MecTy X (hOpMHUPOBAHUS.

Jleno cunrtaercs 3aBeIEHHBIM C MOMEHTA BKJIFOUEHHS B HETO MEPBOIO HUCIOJIHEHHOIO
JIOKYMEHTA.

8.20. Ilpu dopmupoBanun gen Ha OyMaKHOM HOCHTENE AOJKHBI COOJIOAATHCS
clenyronye oo1ue npaBuia:

- B JIEJI0 NOMEUIAIOTCS WCIIOJIHEHHbIE JOKYMEHTBI, COOTBETCTBYIOLIME IO CBOEMY
COJIEP’KaHUIO 3ar0JI0BKY Jieja 10 HOMEHKIATYpe JIe;

- IPUJIOKEHUS TIOMEIAI0TCS BMECTE C OCHOBHBIMHU JIOKYMEHTAMU;

- B JIeJI0 BKJIIOYAIOTCS JIOKYMEHTBI OJHOIO KaJEHAAPHOIO Toja, 3a HCKIIOYEHHEM
NEePEXOASIUX JIET;

- IOKyMEHTbl MOCTOSIHHOTO M BPEMEHHBIX CPOKOB XpaHEHHUs T'PYNIUPYIOTCA B Jiena
pa3nenbHo;

- B JIEJIO BKJIFOYAETCS 10 OJJHOMY IK3EMILIAPY KaX10r0 JOKYMEHTA;

- (bakcorpammbl, TenmerpaMMbl TMOMELIAIOTCS B Jeda C MNEPenucKoil Ha oOmmx
OCHOBAHUSIX;

- B JIeJI0 TMOMEUIAIOTCA JOKYMEHTHl MPAaBWJIBHO U IOJIHOCTBIO O(OpPMIIEHHBIE
(TOKyMEHTBI JOJKHBI HIMETh J1aTy, TOJIMUCH U APpyTHe He0OXO0ANMbIE PEKBU3HTHI);

- B JIEJIO HE BKJIFOYAIOTCS IOKYMEHTBHI, [TOJIEKAIINE BO3BPATY, JIMIIIHUE IK3EMIUISPBI U
YEPHOBUKH (32 HCKIIOUYEHUEM 0C000 IIEHHBIX);
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- o 00beMy Jello, BKJIoYarollee JOKyMEHThl Ha OyMa)XHOM HOCHTele, He JTOJIKHO
npesbimaTh 250 IUCTOB, MPHU TONIUHE HE OoJee 4 cM (TOJIIIMHA JeNl CO CPOKaMU XpaHEHUs
no 10 ner He momkHa mpeBbimath 10 cm). [lpu npeBbllieHHH JaHHOTO O0OBEMa 3aBOJAMUTCS
BTOpOil ToM. [lpn Hanuuuu B Aesie HECKOJIBKUX TOMOB (YacTeil) MHJEKC U 3aroJIOBOK Jeia
IIPOCTABJISAIOTCS HA KaXKJ0M ToMe ¢ JobaBieHneM obozHaueHuit: «Tom 1», «Tom 2».

JIOKyMEeHTBI BHYTpPH Jejla paclojarairoTcsi CBEpXY BHU3 B XPOHOJIOTHYECKOM,
BOIIPOCHO-JIOTUYECKOM MOCIE0BATEIFHOCTH I UX COUCTAHUH.

PacniopsiiutenbHble JOKyMEHTBl TPYNIUPYIOTCS B Jelia 10 BUJIAM U XPOHOJIOTHH C
OTHOCSIIIUMUCS K HUM MPWIOKEHUSIMHU. J[OKYMEHTBI - OCHOBAHUSI K PaclopsIUTEIbHBIM
JOKYMEHTaM BKJIFOYAIOTCS B OTJEIBHOE JEIIO.

[TpoTokoibI B I€ie pacnonaralTcs B XpOHOJIOTMYECKOM MOPSAJIKE U [0 HOMEpaM.

JIOKyMEHTHI K 3acefaHusiM (COBEIIAHMSIM) TPYNIUPYIOTCS B OTIEIBHOE N0, KaK U
MPUIIOKEHUSI K TIPOTOKOJIAM, €CITi OHH cojiepkaT Oosiee 25 cTpaHHIl.

JIOKyMeHTBI K TMPOTOKOJaM, €CJIM OHM CTPYNIUPOBaHbI B OTACIbHBIC [€7a,
CUCTEeMATH3UPYIOTCS BHYTPH JIeJa 10 MOPSIKY HOMEPOB MPOTOKOJIOB.

JlokanbHbIE HOPMATUBHBIC AKTHI, YTBEPKJIEHHBIE PACTIOPSAUTEILHBIMHI JOKYMEHTAMU,
SIBJISTIOTCSI IPUIIOKEHUSIMU K HUM M TPYIITUPYIOTCSA BMECTE C YKAa3aHHBIMH JIOKYMEHTaMHU.

[Ipuka3bl MO OCHOBHOM MAESATEIBHOCTH TPYMIHUPYIOTCS OTIACIBHO OT MPUKA30B IIO
JUYHOMY COCTaBY U MPUKA30B MO aJJMUHUCTPATUBHO-XO3SIICTBEHHON JIEATEIHHOCTH.

[Tpukaspl O JTUYHOMY COCTaBY (OPMHUPYIOTCS B Jiela B COOTBETCTBUHU CO CPOKAMH
XpaHEeHUS.

JIOKYMEHTBHI B JINYHBIX JIeJIaX PacIoiaraloTcs Mo Mepe UX MOCTYTUICHUSI.

[lepenncka rpynmupyercss B Jeia IO TEMaTUKE W/WIU KOPPECIOHJEHTAM H
CUCTEMaTU3UPYETCSI B  XPOHOJIOTHYECKOW  TOCIEIOBATEIBHOCTH:  JIOKYMEHT-OTBET
MOMENIAeTCsA 3a JOKYMEHTOM-MpOch0o#t (3ampocom). [Ipu BO30OHOBIEHUM TEPENHUCKU IO
OMpEJIETIEHHOMY BOIIPOCY, HAauaBIIEICS B MPEABIAYIIEM TOJly, JOKYMEHTbI BKJIIOYAIOTCS B
JIeJI0 TEKYILEro roja ¢ yKkazaHhueM UHAEKca JieJa IpeablIyIIero roja.

8.21. na oOecnedyeHHs] COXPAHHOCTH, ydeTa JIOKYMEHTOB M [l CTPYKTYPHOIO
noapazaeneaust U [AIIOY TO «ToGonbckuit MHOTONPOMUIBHBIN TEXHUKYM», TOCTyHa K
HUM TIPOBOAMTCS] KOMILIEKC padoT:

- CO3/IaHHE ONTUMAJIBHBIX YCJIOBHUM XpaHEHUs TOKYMEHTOB U JIETT;

- pa3MelIeHue e;

- IPOBEPKA HAJIUYUSA U COCTOSIHUS TJOKYMEHTOB U JIE;

- coOITr0IeHNe TIOPSIIKA BBIAYH JICII.

8.22. Jlema pa3MemiarOT B CHEIMAIBLHO OTBEJACHHOM [IJIsi TOM Ieiau MIKady, 4TOOBI
00ecCreYnTh UX COXPAHHOCTD U 3aIUTY OT BO3/ICUCTBHSI BPEIHBIX (DaKTOPOB.

Jlema mist ux ydera W OBICTPOrO TOWCKA JOJDKHBI PACIONAraThCsl BEPTHUKAIBHO,
KOpeIIKaMHu Hapy>Ky U B COOTBETCTBHHU C HOMEHKJIaTypoul aen. Ha xopemkax oOmokek aen
YKa3bIBAIOTCS] MHJIEKCHI TI0 HOMEHKJIAType e, TPU HEOOXO0IMMOCTH HOMEpP TOMa Jieia, JaTy
nemna. HomMeHkIaTypa J1e uiv BBIICKA U3 Hee TOMEIIAeTCsl Ha BHYTPEHHEH CTOpoHe mikada.

8.23. IIpoBepkn HaJIM4YUs U COCTOSIHUSI JOKYMEHTOB M JI€J B LIEJIAX YCTAHOBJIEHUS
(haKTUYECKOTO HAW4us JIeJ MPOBOJATCS PYKOBOJIUTEIEM CTPYKTYPHOTO MOJpa3/eiicHUs B
CIIyvasx:

- mepen mepemaueir gokymeHtoB B apxuB ['AIIOY TO  «ToGonbckuit
MHOTONPO(GUIBHBIA TEXHUKYMY;

- IpU TIepeMELIEHUH JIeTT;

- IPY CMEHE PYKOBOJUTENEH CTPYKTYPHBIX MOJIpa3/IeNICHU;

- pu peopranmzanuu 1 sukBuaanuu I'AIIOY TO «Tobonbckuiit MHOTOIPO(UIBHBIN
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TEXHUKYM» WJIH CTPYKTYPHBIX OJAPa3EICHUMN.

[IpoBepka Hanu4usi NPOBOAUTCS IYTEM CBEPKM CTaT€d HOMEHKJIATYpPhl J€1 C
ONMHMCAaHUEM JieJ1 Ha OOJOXKKe, a (PU3MYECKOE COCTOSHUE JAEN ONpelessieTcsl MyTeM HX
BU3yaJIbHOTO TIpocMoTpa. Bece oOHapykeHHbIE HETOCTATKU JOJIKHBI (DUKCUPOBATHCA B aKTe
IIPOBEPKHU HAJIUYMS U COCTOSIHHS JIEII.

8.24. B ciyyae BBISBICHHUS] OTCYTCTBHS NI€JI, YUCISIIIMXCA 10 HOMEHKIJIAType MAell,
PYKOBOJUTENSIMU CTPYKTYPHBIX MOJApA3JIEICHUI MPUHUMAIOTCS MEPBI 10 UX po3bIcKy. Ecnu
PO3BICK JIeT HE AAET pe3ysibTaTa, COCTABISIETCS CIIPAaBKa O MPUYMHAX UX OTCYTCTBUS, KOTOpast
NOJANKCHIBAETCS  PYKOBOJMTENIEM CTPYKTYPHOTO MOJPA3JENEHUsT U  IPEICTaBIIAETCS
CHEIUAINCTY M0 KaJpaMm.

®akT yTpaThl nena (nena) QUKCUpYeTcs B aKTe, COCTaBISEMOM CIIELHUAIUCTOM I10
KaJipaM U PYKOBOJUTEJIEM CTPYKTYPHOTO Mojpa3aencHus (yIOJTHOMOYCHHBIM MM JIMIIOM) B
TpeX HK3eMIUIsIpax: IO OJHOMY O3K3eMIUIpy akrta xpanutcs B apxuBe ['AIIOY TO
«Tob0abCKHUN MHOTONTPOQMIIBHBIN TEXHUKYM» U B CTPYKTYPHOM IMOJPa3AeIeHUN; SIK3EMIUIP
akta npenacramsiercss B [BYTO I'A B r.TobGonbcke mpu mepenade Aesl Ha IMOCTOSHHOE
XpaHEHHE.

8.25. DkcnepTusa HUEHHOCTH JOKYMEHTOB MPOBOJIUTCS HA OCHOBE 3aKOHOJIATEIIbHBIX U
VWHBIX HOPMATUBHBIX IIPaBOBBIX akToB Poccuiickoii @Penepanuy, yCTaHABIMBAKOIINUX
TpeOOBaHUA K CpPOKAM XpaHEHHUs JAOKYMEHTOB, THIIOBBIX M BEIOMCTBEHHBIX IepeyHeit
JOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHEHUS:

- IIPY COCTaBJICHUH HOMEHKJIATyphl JIET;

- 1mpu moaroroBke nen k mepenade B apxuB ['AIIOY TO «ToGonbckumii
MHOTONPO(DUITBHBIN TEXHUKYM»;

- B apxuBe ['AIIOY TO «To60nbcKkuit MHOTONPOMUIBHBIN TEXHUKYM.

8.26. Jlnsa opraHu3aiu U IpOBEACHUS pabOThI MO IKCIEPTU3E IEHHOCTH JOKYMEHTOB
B ['AIIOY TO «Tob6onbckuii MHOTOMpOGWIbHBIA TEXHUKYM» MPUKA30M JUPEKTOPA
coznaercsa OK.

3amaun, pyHKIMH, TIpaBa, opranusanus padbotsl DK omnpenenstorcs: mojaokeHrueM 00
OK, cornmacoBanubsiM ¢ JIIK u yrtBepxkaennoro mupexropom ['AIIOY TO «Tobonbckuid
MHOTONPOMUITBHBIA TEXHUKYM.

8.27. OcHoBHbIMU (yHKIMIMH DK sBISIOTCA:

- OpraHu3alxs €KeroJHOro 0TOopa e AJis XpaHEeHUs U YHUUTOKEHHUS;

- paccMOTpEHHME M COIJIacoBaHHWE TMpoekTa HoMeHkinarypel nen ['AIIOY TO
«Tobonbckuit MHOTOMTPO(MUIBHBIN TEXHUKYM», OTIMUCEN /1€ MOCTOSIHHOTO CPOKA XPAaHEHUS U
M0 INYHOMY COCTaBY, aKTOB O BBIICJIEHUU K YHUUTOKCHHIO JIeJI, HE MOJIekKAIINX XPaHEHUIO;

- y4acTH€ B MOATOTOBKE U PACCMOTPEHUU MPOEKTOB HOPMATUBHBIX M METOIUYECKUX
JOKYMEHTOB 10 Bompocam pabotel ¢ gokymentamu B ['AIIOY TO «TobGonbckwmii
MHOTONPOMUIBHBIA TEXHUKYM.

8.28.  DOkcmeptuza  LEHHOCTH  JIOKYMEHTOB  OCYUIECTBJISIETCA  €XKErOJIHO
PYKOBOJUTEISIMU CTPYKTYpPHBIX nospazaeneruii coBMecTHO ¢ DK I'AIIOY TO «Tobonbsckuit
MHOTONIPO(UIBHBIA TEXHUKYM» M TOJ METOJUYECKHMM PYKOBOJICTBOM CIIEHUAINCTA IIO
kaznpam [AIIOY TO «Tob6onabckuil MHOTONMPO(PHUIbHBIN TEXHUKYM.

8.29. Ilpu nmpoBeAeHUM 3KCHEPTU3bl LEHHOCTH JTOKYMEHTOB P MOATOTOBKE JEN K
nepenqaue B apxuB ['AIIOY TO «ToOonbckuii MHOTONPOGUIBHBI  TEXHUKYM)»
OCYILECTBIIAETCS:

- 0oTOOp JOKYMEHTOB IIOCTOSSHHOTO CpOKa XpaHEeHHs, JOKYMEHTOB MO JIHUYHOMY
cocraBy juia niepenaun B apxuB ['AIIOY TO «Tobonbckuit MHOTOTPO(DUIEHBIA TEXHUKYM;

- 0TOOp JTOKYMEHTOB BpeMEHHBIX (10 10 JeT BKIIOUHUTENbHO) CPOKOB XPAHEHUS U C
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nometkamMu «Jlo MuHOBaHUS HaIOOHOCTH», «Jl0 3aMeHbl HOBBIMHY», TOJUICKALIUX
JalbHEHIIEMY XPAaHEHHIO B CTPYKTYPHBIX IOApPa3/IelICHUSIX;

- BBIJICJICHHE K YHUUYTOKEHUIO JIe 3a IPEJbIAYIIHE r0/ibl, CPOKU XPaHEHUs KOTOPBIX
UCTEKIIH.

OIHOBpEMEHHO MPOBEPSETCS KAYeCTBO M MOJIHOTa HOMeHKaarypel aen I'AIIOY TO
«Tobonbckuid  MHOTOMPOGUIBHBIA TEXHUKYM», TMPaBUIBLHOCTb OINPEICICHUS CPOKOB
XpaHeHus Jell.

8.30. Jlema MOCTOSHHOTO CpOKa XpaHEHUs M MO JUYHOMY COCTaBy IOJJIEkKAT
MOJIMCTHOMY MTPOCMOTPY JUISL BBIJICTICHHS U3 UX COCTaBa JIOKYMEHTOB BpeMeHHbIX (110 10 ser)
CPOKOB XpaHEHHUS.

Hena ¢ ormerkod «OIIK» mnoaBepraiTcss MNONMCTHOMY MPOCMOTPY B ILENAX
ONpEeNEeNeHNUss W BBIACICHUS U3 HMX COCTaBa JOKYMEHTOB, MOJICKAIIUX IOCTOSIHHOMY
XPaHEHMUIO.

8.31. TIlo pesynbraTaM »SKcHnepTus3bl LeHHOCTH JokymeHToB B ['AIIOY TO
«Tobonbckuit MHOTOPOGUITBHBIA TEXHUKYM» MPOBOIUTCS odopmiieHue Nen (MpUiioKeHue
Ne 19) m cocraBnsitoTcsl OMUCH JI€N1 CTPYKTYPHBIX MOJAPA3AENICHUI: MOCTOSHHOIO CpOKa
XpaHEHUs, JieJ1 MO JIMYHOMY COCTaBy, a TaKK€ AaKThl O BBIJEICHUM K YHUUYTOKEHUIO
apXUBHBIX JOKYMEHTOB, HE TIOJJIEKALUX XPAHEHHUIO.

Cnenmpanuct mo KaJpaM Ha OCHOBE OIKCEN JeNl CTPYKTYpHBIX NOJApa3AesieHU
COCTaBJISIET TOJIOBBIE pa3nensl onuceit aen (mpunoxkenne Ne 22, Ne 23), Ha OCHOBE aKTOB O
BBIJICJICHUN K YHUYTOKEHHUIO apXMBHBIX JOKYMEHTOB, HE MOJJEXKAIIUX XPAHEHHIO, aKThl O
BBIJICICHUU K YHHUYTOXKEHHUIO apXuBHBIX TOKyMeHTOB Bcero ['AIIOY TO «Tobonbckuit
MHOTONPO(UIBHBIN TEXHUKYM», HE TIOJIKAIIUX XpaHeHHIo (Tpuiiokenue Ne 14).

Onucu €71 MOCTOSIHHOTO CpOKa XpaHEHMsI, OIUCH JIeN M0 JJUYHOMY COCTaBy, a TaKkKe
aKThl O BBIJCJICHUN K YHUUTOXKEHHIO JIeJ, He MOAJeKAalllUX XpaHEeHUI0, PACCMAaTPUBAIOTCS Ha
3acenanuu DK 'AIIOY TO «ToGonbckuii MHOTONPOGUIBHBIA TEXHUKYM» OJHOBPEMEHHO.
ITocne cornmacoBanust DK, omnucu aen MOCTOSHHOTO Cpoka XpaHeHus: yrepxaatorcs IDIIK,
ONMHMCHU JeN MO JIMYHOMY COCTaBy U AaKThl O BBIACIEHUHM K YHUUTOXKEHUIO apXUBHBIX
JOKYMEHTOB, HE€ IMOJIEKAIIMX XPAHEHHUIO COIJIACOBBIBAIOTCS HKCIEPTHOW KOMMCCHEN
I'BYTO T'A B r.To6onscke (manee - DK 'bBYTO I'A B r.To6onbcke). Jlasiee onmucH B aKThI
ytBepxkaatorca qupektopom I'AIIOY TO «Toboabckuil MHOTONPOMUIBHBIN TEXHUKYM.

8.32. Jlema, oOpazoBaBmuecs B gearenbHoctd [AIIOY TO  «ToGonbckuii
MHOTONPOMUIBHBIM TEXHUKYM» M MOJJIEKAIINEe XPAaHCHUIO, TMPOXOMAAT TMOJIHOE WU
gactuuHoe odopmiienue. [lomHOoMy odopmileHHIO MOANEKAT [ena IMOCTOSHHOTO CpOKa
XpaHEHUs U 10 JIMYHOMY cocTaBy. Jlena BpeMeHHbIX (10 10 71eT) cpoKoB XpaHEHUs MOAJIekKAT
YaCTUYHOMY O(OPMIICHHIO.

Odopmienue naen MPOBOAMTCA B CTPYKTYpHBIX monpasaencHusix [AIIOY TO
«Tob60abcKHUN MHOTONTPOPUITBHBIN TEXHUKYM» 0 MECTY (POPMUPOBAaHUS TOKYMEHTOB B Jea.

8.33. [TonHoe oopmieHue aema Ha OyMaKHOM HOCUTENE BKIIIOYACT:

- oopMIIeHUE PEKBU3UTOB 00JI0KKH Jiena o popme (mpunoxenue Ne 19);

- HyMEPALMIO JIUCTOB B JIEIIE;

- COCTaBJICHHE JIMCTa-3aBepuTels aena (nmpuioxenue Ne 21);

- COCTaBJICHHE B HEOOXOJMMBIX CIy4asX BHYTPEHHEH OMNHCH JOKyMEHTOB Jela
(npunoxenue Ne 20);

- IOJUIUBKY JIeNa;

- BHECEHHE HEOOXOAMMBIX YTOYHEHHH B PEKBU3UTHI OOJOXKKHM jena (YyTOUHEHHE
Ha3BaHUs YUPEKIEHUS, MHEKca Jiena, KpalHUX AaT JeNla, 3arojioBKa Jiena).

Jluct-3aBepuTenb Jena, BHYTPEHHSS OMNKHCHh JOKYMEHTOB Jielna W OOJOXKa Jena
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COCTaBIISAIOTCS 1O (hOpMaM, yCTaHOBIIEHHBIM [IpaBunamMu XpaHeHusl.

8.34. Hena BpeMeHHBIX (10 10 JeT BKIIOYUTEIBHO) CPOKOB XPAHEHUS, MOJICKAIIUE
YaCTUYHOMY O(DOPMIICHUIO, JOMYCKAETCsl XPAaHUTh B Malkax, B KOTOPBIX JieJla XPaHUJIUCH B
JENONPOU3BOJICTBE, NEPECUCTEMATH3ALUS JOKYMEHTOB B J€JI€ HE NMPOBOAMUTCS, JUCTHI Jeia
HE HYyMEpYyIOTCA, JIMCThI-3aBEpPUTENN Jena He cocTaBisitoTcs. Ha o6noxke nena B
cootBeTcTBUU ¢ HoMeHkmatypoil nen [AIIOY TO «Tobonbckuii MHOTOMPOQPUIBHBIN
TEXHUKYM» 3allOJIHSIOTCS PEKBU3UTHI: HAWUMEHOBAaHUE YUYPEXKJICHHS, HAWMEHOBaHUE
CTPYKTYPHOT'O MOAPA3AECICHUS, UHAEKC JI€JIa, 3ar0JIOBOK JI€1a, CPOK XPaHEHUS JOKYMEHTOB.

8.35. Ha o06oxKe Jel MOCTOSSHHOTO XpaHEHUs U TI0 TUYHOMY COCTaBY YKa3bIBaIOTCS:

- HAUMEHOBAHUE BBIIIECTOSIIEH OpraHu3auu (OpraHu3aluu-yapeuTens);

- HANMEHOBAHUE YUPEIKICHUS;

- HAUMEHOBAHUE CTPYKTYPHOT'O NOJIpa3/IeJICHHUS;

- UHJIEKC JIeJIa 10 HOMEHKJIATYpE el

- HOMep ToMma (4acTu);

- 3aroJIOBOK Jiejia (ToMa, 4acTH);

- KpaiiHue JaThl Jena (ToMa, 4acTh);

- KOJINYECTBO JIUCTOB B JIEJIE;

- CpOK XpaHEHUs Jea;

- apXUBHBIN QP Jena.

Ha o6noxkax [en TMOCTOSHHOTO XpaHeHHWs HaJl HAaMMEHOBAHHMEM BBIIIECTOSIICH
OpraHM3aluu U yupexnaeHus ykaspiBaeTcsi HaumeHoBanue I'BYTO T'A B r.ToGombcke,
HMCTOYHUKOM KOMIUIEKTOBaHUs kotoporo Bbeictymaer [AIIOY TO «ToGonbckuii
MHOTONPOMUITBHBIA TEXHUKYM.

8.36. [Ipu odopmiieHrH 0OJIO0XKKH JAea:

- HAauMEHOBAaHME BBIIIECTOAIICH OPraHU3AlMM  YKa3bIBA€TCSA IOJHOCTBIO B
MMEHUTEIIbHOM MaJIEKe:

Henapmamenm obpazosanus u Hayku Tromenckoi ooracmu

- wnaumenoBanue ['ATIOY TO «TobGonbckuii MHOTONPOPUIBHBIA TEXHUKYM»
yKa3bIBaeTCsl MOJHOCTHIO, B MMEHUTEIFHOM TAJIeKe, ¢ yKazaHueM O(UIIUAIbLHO TMPUHSTOTO
COKpAILEHHOTO HAaMMEHOBaHMs, KOTOPOE YKa3blBaeTcsi B CKOOKAaxX IOCJi€ IOJIHOTO
HaUMCHOBAHUSA:

T'ocyoapcmeennoe asmonomnoe npogheccuonanvroe yupesxcoenue Tromenckou ooaacmu
«Tobonvckuti MHO2ONPOPDUNLHBIL MEXHUKYMY
(I'AIIOY TO «Tobonvckuit MHO2ORPOPDUILHBIU MEXHUKYM))

- HAUMEHOBAaHHWE CTPYKTYPHOIO IOAPA3JCIICHUS YKa3bIBACTCAd IIOJHOCTBIO B
COOTBETCTBUU C yTBepxkJIeHHOU cTpykTypoir [[ATIOY TO «Tobonbckuil MHOTONPOGUIBHBIN
TEXHUKYM» (IIPM HaJUYMHM COKPAIEHHOTO HAaWMEHOBAHUSl OTICJICHHS OHO YKa3bIBaeTcs B
CKOOKax):

OmoeneHue ucKyccme u Kyivmypol
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- MHJEKC Jejia MPOCTaBIAECTCS B COOTBETCTBUMU ¢ HOMeHKarypou nen ['AIIOY TO
«ToboabcKkuii MHOTONIPO(PUIBHBIN TEXHUKYM»;

- 3arojIoBOK Jena mnepeHocutcss u3 HoMmeHkinarypsl jen [AIIOY TO «ToGonbckuit
MHOTONPOGUIBHBIA TEXHUKYM» (B HEOOXOAMMBIX CIydasx B 3arojoBOK BHOCSTCS
yTOYHEHHS ),

- natel aena (roj(sl) 3aBeICHUS U OKOHYAHUS JieNia B JIEJIOMPOU3BOJICTBE).

[Ipu wmsmenenun HauMeHoBaHus ['AIIOY TO «ToGonbckuii MHOTONPO(HIHHBIN
TEXHUKYM» WU CTPYKTYpPHOIO TOApa3Jej€HUss B TEUECHHE MEPHOJa, OXBAaTbIBAEMOTO
JOKYMEHTAaMH JIeJla, WK NpH MNEpeAade Jena B JIPYyroe CTPYKTYpHOE MOJApa3ieicHUE Ha
00JI0KKe Jiena Mo MPEeKHUM HauMEHOBAaHHMEM YyKa3bIBaeTcsi HOBoe HauMmeHoBaHue ['AIIOY
TO «TobGonbckuit MHOTONPOGUIBHBIA TEXHUKYM» (CTPYKTYPHOTO TMOApa3AeNeHus), a
MpekHee HAaMMEHOBAaHHUE 3aKIIF0UAETCsl B CKOOKH.

WNHpekc gena u 3aroyioBOK Jieia MEPEHOCSITCS Ha OOJO0XKKY M3 HOMEHKJIATYphI Jel.
Ecnu neno cocTouT U3 HECKOJNBKUX YacTel, Ha OOJOKKY KaxJI0ro ToMma (4acTu) BEIHOCHUTCS
OOIIMi1 3aT0JI0BOK JIeJIa M 3aT0JIOBOK KaXKI0M YacTu (TMpH €ro HaJIM4Yuu).

Jaroii nen, coaepKamux pacnopsSaUTENbHYI0 JOKYMEHTAlMIO, a TaKxke e,
COCTOSIIIUX U3 HECKOJILKUX TOMOB (4YacTei), sIBISIOTCS KpaHHUE NaThl TOKYMEHTOB Jieia, TO
€CTh JaThl (YUCIO, MECSI, TOA) PEruCTpaluu (COCTaBJICHHS) CaMOrO PAHHETO M CaMOro
MO3JIHETO JOKYMEHTOB, BKJIIOYEHHBIX B 1eno. [lpu 3TOoM umcino u rox o003HaAuYarOTCS
apabckumu 1udpaMu, HazBaHUE Mecsia — CIOBOM. Eciau B Je/I0 BKIIIOUYEHBI JOKYMEHTHI,
JaThl KOTOPBIX BBIXOJAT 3a KpalHHWE JaThl Jeja, TO MOJ JaTaMu Jejla, C HOBOM CTPOKHU
JIeNlaeTcsl 3amuch: «B Oene umeromcs Ookymenmsl 3a ... 200(bvl)». JlaTbl nema MOryT He
YKa3bIBaThCsl HAa O0JI0KKE JIeJI, COJIep KaIINX, HAaTpUMeEp, TOJI0BbIE TUIAHBI M OTYETHI, TaK KaK
OHU OTPaXaroTCs B 3ar0JIOBKAxX JIEdl.

Jatamu pnena, coaep:Kamero IMPOTOKOJIBI 3aCENaHHM, SBIISIIOTCS JaTbl NEPBOrO M
MOCJIETHETO ITPOTOKOMA.

KpaitHumu natamu JUYHOTO Jeia SIBJISIOTCA JaThl MOJNHUCAHUS MpUKa3a O MpUEeMeE
(TpY HATMYUK TPYJOBOTO JOTOBOpA - J1aTa 3aKJIFOUEHHUs TPYAOBOTO JIOTOBOpA) M MpHKaza 00
YBOJIbHEHUHU JIMI[A, HA KOTOPOE OHO 3aBE/ICHO. B ciyyae cmepTu nuna, Ha KOTOPOE 3aBEICHO
JI€JI0, KOHEYHOMW JTaTOM SIBJSIETCS AaTa JOKYMEHTA, U3BEIIAOIIETO O €0 KOHYMHE.

PexBU3UT «CPOK XpaHEHHS Jejay MEPEeHOCUTCS Ha OOJOXKKY Jielia U3 HOMEHKJIATYPHI
JIeJ1 TIOCJIE CBEPKU €r0 CO CPOKOM XpaHEHHUs!, yKa3aHHbIM B [lepeune.

Ha nemax mocTossHHOTO XpaHEHHMs NMULIETCS: « XpaHums noOCmMOsHHO».

8.37. Ilo okOHYaHUM TOJ]a B HAAMKUCH Ha 00JIOKKaX JIe7 TOCTOSTHHOTO CPOKA XpaHEHUS
BHOCSITCSL YTOYHEHHUS: TPH HECOOTBETCTBHM 3arojioBKa el Ha OOJIOKKE COACPKAHUIO
MOJAIIMUTHIX JOKYMEHTOB B 3aroJIOBOK J€J1a BHOCITCA U3MEHEHUS U JOTOJTHEHUS.

8.38. B memsax oOecnedeHus: COXpaHHOCTH M 3aKPEIJICHHUS MOPSIKA PACHOIOKEHHS
JOKYMEHTOB, BKJIIOUEHHBIX B JI€JIO, BCE €ro JIMCThI, KPOME JIMCTA 3aBEPUTENS] U BHYTPECHHEN
OMHCH, HYMEpyrOTcs apabckumMu IudpaMu BajJoBOM Hymepaiuen. JIMCTBI HyMepyroTcs
rpadUTOBBIM KapaHamoM (yrnoTpeOyieHne YepHUI U IIBETHBIX KapaHJAIIeH Uit HyMepaluu
JIUCTOB HE JIOMYCKAETCs) CBEPXy BHU3, IU(PHI MPOCTABISAIOTCS B MPABOM BEPXHEM YIIIY
JIMCTa, HE 3aJIeBas TEKCTA IOKYMEHTA. JINCThI BHYTPEHHEU ONMKUCU HYMEPYIOTCS OTAEIBHO.

JIucTel fei, COCTOSMX U3 HECKOJIBKUX TOMOB WJIM YAaCTEN, HYMEPYIOTCS 10 KaXI0OMY
TOMY WJIM YaCTH OTJEIBHO.

JIOKyMEHTBI ¢ COOCTBEHHOM HyMepaluen JUCTOB HyMEPYIOTCS B 00IIIEM MOPSJIKE.

Jluct nroboro ¢dopmara, MOAMIMTHIA 3a OAMH Kpald, HyMepyeTcs KakK OJMH JIHCT B
npaBoM BepxHeM yriy. CIOXXEHHBIH JIMCT pPa3BOpayMBaETCs U HYMEpPyeTcs B IPaBOM
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BEpXHEM yrily. JIMCT, CIIOKEHHBIM M MOAIINTBHIM 3a CEPEIHHY, NOIJICKHUT IEPEIIMBKE U
HyMepyeTcsl KaK OJIMH JIUCT.

Ecnu B 71€510 MOQMIMT KOHBEPT C BIIO)KEHHEM, CHadyalla HyMEpPYeTCsl KOHBEPT, a 3aTeEM
OYepeIHBIM MOPSAKOBBIM HOMEPOM KaKJI0€ BJIO)KEHHE B KOHBEPTE.

Ecnmu B HyMmepauun nucroB pomyuieHo 6osnee 10 ommubok, Bce Aeno Hymepyercs
3aHOBO. [Ipn 3TOM cTapsle HOMEpa 3a4EPKUBAIOTCS, U PSIAOM CTABUTCS HOBBIM HOMED JIMCTA.

[Tpy HanMUMK OTIEIBHBIX OLIMOOK B HyMEPALIUU JIMCTOB JOIYCKAETCs YIOTpeOIeHe
JUTEPHBIX (C OYKBEHHBIMU JONOJHEHUSIMU) HOMEPOB JIUCTOB.

8.39. Ilocne 3aBeplIeHHs HyMepaluHu JIMCTOB COCTAaBJISETCS JIMCT-3aBEPUTEINb Jena,
KOTOpBIM pacrnojiaraercsi B KOHIE Jena. B nucrte-zaBeputene uudpaMu M MOPOMUCHIO
YKa3bIBaIOTCSl KOJIMYECTBO JIMCTOB B JAHHOM JI€J€, OCOOCHHOCTH OTHEIbHBIX JOKYMEHTOB
(HESCHBIN TEKCT, pa3pbIBbl, CKICHKN).

JIuct-3aBepuTenp Jiena NOANUCHIBAETCS €r0 COCTABUTENEM C YKa3aHUEM JOJIKHOCTH,
WHULMANOB U ()aMUJIUH, 1aThl COCTABJICHUS.

KonnuecTBo IMCTOB B JieNe, yKa3aHHOE B JIMCTE-3aBEPUTEIIE €A, IPOCTABIAETCS Ha
00JIOXKKE Jie1a.

Ecnu neno mepemiereHo W MOAIINATO O€3 JINCTa-3aBEPUTENS, TO COCTABJICHHBIN JIMCT-
3aBepUTENb MOJIKIEUBAETCA K BHYTPEHHEN CTOpPOHE 3a/IHEN O0JI0KKH Jiena.

8.40. Jlna yuera JOKYMEHTOB OIIPENEICHHBIX KaTErOpUH IOCTOSIHHOIO CpoOKa
XpaHEHMsI, y4YeT KOTOPBIX BbI3BaH CIEUU(UKON JTOKYMEHTAI[MH, BKJIIOYEHHON B JEo,
COCTaBJISIETCS BHYTPEHHSIS ONUCH JOKYMEHTOB JieJia, IOMEIaeMasi B €ro Hayaio.

BHyTpeHHss1 onMch BKJIIOYAETCS B Ji€ja, UMEIOIUe 0CO0YI0 3HaUMMOCTh, a TaKXke B
nena, cOpMHUpPOBaHHBIE IO BUAAM JIOKYMEHTOB, 3arojOBKH KOTOPBIX HE PacKpbIBAIOT
KOHKPETHOTO COJIep>KaHusl JOKYMEHTOB.

BHyTpeHHsIsI OonHMCh JOKYMEHTOB Jella COCTaBJsieTCs TakkKe Ha OoO0beMHble Jiena
MOCTOSIHHOT'O CPOKa XPaHEHHUS B LEJIAX yUeTa U ObICTPOro HaX0XKJIEHUS IOKYMEHTOB B JIEJIE.

B koHie BHyTpeHHEH ONMUCH YyKa3bIBaeTcsl LU(paMH W TPOMHCHIO KOJIHMYECTBO
BKJIFOYEHHBIX B HE€ JOKYMEHTOB U KOJIMUECTBO JINCTOB BHYTPEHHEHN OIMMUCH.

BHyTpeHHSS ONUCh TOKYMEHTOB JI€J1a HOJAINUCHIBAETCS COCTABUTEIEM C YKa3aHUEM
JOJKHOCTH, MHULIMAIOB U ()aMHJTUH, ATl COCTABJICHUS.

Ecnu neno mepemyiereHo M MOAMIMTO O€3 BHYTPEHHEH OINUCH, TO COCTaBJICHHAS
BHYTPEHHSISI ONTUCH MOJIKJIEUBAETCS K BHYTPEHHEN CTOPOHE JIMIIEBOM 00JI0KKH Jiena.

8.41. JloKyMEHTbl TMOCTOSHHOTO CpOKAa XpaHEHUs W 10 JIMYHOMY COCTaBy,
COCTaBJISIOIIME JIENI0, MOMEIIAIOTCS B TBEpAble OOJOXKKM M3 KapTOHA, MOJIIMBAIOTCA B
YeTbIpe MPOKOJa C yYETOM BO3MOKHOCTH CBOOOTHOTO YTEHHUSI TEKCTa BCEX JTOKYMEHTOB, /AT,
BU3 M pE30JIOLUI Ha HUX. Pe30/0IMn pyKOBOJACTBA, COCTABJICHHbBIE HA OTIEIbHBIX JINCTAX,
MOMEINAIOTCST mepes; AOKyMeHToM. Ilpu moaroroBke pAen K NOJIIMBKE IPOBEPSETCS
MPaBUWIBHOCTL WX (GOpMUpOBaHUS, O(QOpPMIICHMS, BCE IUIACTUKOBBIE W MeETaNIMYECKUE
KpEIUIeHHUS, a TAK)Ke TEPMOIIEPETIEThI U3 IOKYMEHTOB YAJISIFOTCSI.

Jlena TMOCTOSHHOTO XpaHEHMs, COCTOAILIME W3 0CO00 LEHHBIX WM He(pOpMaTHBIX
JOKYMEHTOB, MOTYT IPUHUMATHCS HA XpaHEHHE B KOPOOKax.

8.42. Omnmucu gen COCTaBISAIOTCS B CTPYKTYpHbIX mnoapasaenenusx ['AIIOY TO
«ToOonbckuid  MHOTOMPO(PHUIBHBIA ~ TEXHUKYM» TIOJ  METOAWYECKUM  PYKOBOJCTBOM
CHEIUAINCTA IO KaJpaM.

Onucu aenn coCTaBJIAKOTCSA OTAEABHO HA JleJla IOCTOSSHHOIO XPAHEHUs U Jena I10
JMYHOMY COCTaBY IO (popmaMm, ycTaHOBIEHHBIM [IpaBunamu xpaHnenus (npunoxenus Ne 22,
Ne 23).

[To ommcsmM Jen CTPYKTYpHBIX MOApA3JElIeHU JOKYMEHTBHI IEpPEAaroTCsl B apXHB
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I'ATIOY TO «To6oabckuit MHOTONIPOMUIBHBIN TEXHUKYM.

Ha nena BpemeHHBIX CpokoB XpaHeHus (1m0 10 5eT BKJIIOYMTENHHO) ONUCH HE
COCTaBJIISIOTCS.

8.43. Onucu nen CTPYKTYPHBIX MOJpa3/eiCHUN MPEACTABISAIOTCS CHEUUATUCTY IO
kagpam ['AIIOY TO «ToGonbckuit MHOTONIPOGUIBHBIN TEXHUKYM» HE TO37HEE, YeM Yepe3
OJIMH T'0J1 TIOCJIE 3aBEPILICHUS €Il B IEJTONPOU3BOICTBE.

8.44. OtnenpHas OMUCH MPEACTABISCT COOOW MEpedYeHb OMHCATEIbHBIX CTaTEed C
CaMOCTOSITEIbHOM MOPSAKOBOM HyMepaluel, Kaxzaas M3 KOTOpPhIX JOJDKHA BKJIIOYATH
CJIEAYIOIIHE CBEICHUS:

- IOPSAAKOBBIA HOMEDP JIeJIa 110 OINCH;

- UHJIEKC JIeNa;

- 3arOJIOBOK JI€1a;

- KpailHue JaThl Jena;

- KOJINYECTBO JIUCTOB B JIEJIC;

- CpOK XpaHEHUs Jea;

- IPUMEYAHHUS.

8.45. Ilpu cocTaBlieHHH OIUCHU I CTPYKTYPHOTO TMOJpa3eieHUus COONI0AAI0TCA
cieayroIue TpeOoBaHuUs:

- 3aroJOBKM [I€J1 BHOCSTCS B ONUCh B COOTBETCTBUHM C NPHUHATON CXEeMOU
CUCTEMaTHU3alluuU 1€, 3aKPEIICHHON B HOMEHKJIAType A€l

- KaXJ0€ JIeJI0 BHOCHUTCS B OIHUCH IOJ] CAMOCTOSITEIBHBIM MOPSAIKOBBIM HOMEPOM
(ecru 1€710 COCTOUT U3 HECKOJIBKUX TOMOB HJIM YACTEH, TO KaXK/IbIi TOM WJIA YaCTh BHOCSATCS
B OIKCBH I0J] CAMOCTOSITEIbHBIM HOMEPOM);

- IOPSIZIOK HyMEpaIuu JeN B OMKUCH - BaJIOBBIN;

- Tpadbl oOmMCH 3aMONHSIOTCS B COOTBETCTBUU C TEMH CBEJICHUSIMHU, KOTOPHIC
BBIHECEHBI HA OOJIOXKKY JIeTa;

- IPYU BHECEHUU B ONHUCH MOJPS] A€l (TOMOB, YacTeil) C OJMHAKOBBIMU 3ar0JIOBKaMHU
3aroJOBKA BCeX Jed (TOMOB, YacTel) MHUIIYTCs TOJHOCTBHIO, MPU BHECEHHUH B OIUCH
TIOCIIEJTHETO 3arojioBKa go0asmsieTcs ciioBo «llocnennuiiy;

- tpada omnucu <«lIpumeuanus» wucCHoIb3yeTcs I OTMETOK O TpUeMe Jied,
OCOOCHHOCTSAX WX (UBUYECKOTO COCTOSHUSA, O Tiepeaade Jel APYTuM CTPYKTYPHBIM
MOJpa3ICJICHUSIM CO CChUIKOM Ha aKT, O HAJTMYUU KOMUH.

8.46. Ilepen BHeceHHWEM 3arojOBKOB J€1 B ONHUCHh IPOBEPSIOTCS KAayeCTBO
dbopmupoBanusi u opopmMIICHHS JEN, COOTBETCTBHE KOJMYECTBA JEJI, BHOCHMBIX B OIHCH,
KOJIMYECTBY 3aBeACHHBIX Jen mo HomeHkimarype aen [AIIOY TO «Tobonsckuit
MHOTONPO(UITBHBIA TEXHUKYM.

B xoHIe omumcH Bcien 3a MmocieaHel OIMMCAaTEILHOU CTaThLENW 3aIloiHSIEeTCS UTOroBas
3aMmuch, B KOTOPOM yKa3bIBalOTCs (LHpaMu U MPOMUCHI0) KOJTUYECTBO /€I, YUCISIINXCS 110
OTIMCH, TIEPBBIA W TIOCJICIHUN HOMEpa JIeNl MO OMKCH, a TAK)KEe OTOBAPUBAIOTCS OCOOCHHOCTH
HyMepaluu JieJl B ONKUCH (JIMTEPHbIE HOMEPA U NMPONYIIEHHbIE HOMEPA).

8.47. IlopsioK MPUCBOCHUSI HOMEPOB OIKUCSM JIeJl YCTAHABIUBAETCS 110 COTJIACOBAHUIO
¢ I'BYTO TI'A B r.To6onbCcKe, HCTOUHUKOM KOMIUIEKTOBaHUS KoToporo Beictynaer I'AIIOY
TO «Tob6onbcKkuit MEOTOIPO(PHUIBHBIN TEXHUKYM.

8.48. Onucu nen CTPYKTYPHBIX MOJpa3[eiCHUN MOAMUCHIBAIOTCS PYKOBOJIUTEISIMU
CTPYKTYPHBIX OJpa3/IeICHUN.

8.49. Omnucu pgen ctpyktypHbix moapazaeneHuit [AIIOY TO «ToGonbckuii
MHOTONPOMUIBHBI TEXHUKYM» COCTABISIFOTCS B JIBYX OK3eMIUISIpaX Ha OyMaXHOM
HOCHUTEJE, OJJUH U3 KOTOpBIX nepenaercs cnenuanucty mno kajapam AIIOY TO «Tobonasckuit
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MHOT'OIIPO(UIBHBIN TEXHUKYM», & BTOPOM OCTaeTcs B Ka4eCTBE KOHTPOJIBHOI'O IK3EMILISIpA B
CaMOM CTPYKTYPHOM NOJpa3fesieHHH. Takxke INepenaroTcs MO SK3EMIULIPY ONUCEH Ien B
AJIEKTPOHHOM BHJIE€ B pEIAKTHUPyeMOM (opmMare Al UCIOJb30BAHMS B JaJIbHEUIEM s
MOATOTOBKH apXUBHBIX OMUCEH JIell, JOKYMEHTOB (TOJOBBIX Pa3/IeNoB).

8.50. JMlema mepenatorcss Ha xpaHeHue B apxuB ['AIIOY TO «ToGonbckuii
MHOTOIIPO(MUIBHBI TEXHUKYM» B COOTBETCTBUM C TIpaduKoOM Hepefadyd JOKYMEHTOB,
yTBepxkaeHHBIM AupekTopoM ['ATIOY TO «To6onbckuil MHOTONPO(UIBHBIN TEXHUKYM» U
COIVIACOBAHHBIM C PyKOBOJMTEISAMU CTPYKTYPHBIX ITOAPA3IEICHUI.

8.51. Jlena mMOCTOSIHHOIO CpOKa XpaHEHMs, INOKYMEHTBI II0 JIMYHOMY COCTaBY
nepenatorcst B apxuB 'AIIOY TO «Tob6onabckuii MHOTONPO(UIBHBIA TEXHUKYM» HE paHee,
4yeM depe3 TIoJ, M HE TMO03/Hee, 4YeM uepe3 TpU Troja IIOCiE 3aBEpUIEHHs HUX B
JIEJIONIPOU3BOJICTBE.

8.52. CrmemumamucT 1O KagpaM MpoBepseT MpaBWIBHOCTE O(OPMIEHHUS U
(dbopMupoBaHUs J€J, MPABUIBHOCTh COCTAaBJICHMSI ONMUCEH /e, COOTBETCTBUE KOJWYECTBA
7e]l, BKJIIOYEHHBIX B OINKCb, KOJUYECTBY M€, C(HOPMUPOBAHHBIX B COOTBETCTBUHU C
nomenkiarypoi nen ATIOY TO «ToGonbckuit MHOTOTIPODUITBHBINA TEXHUKYM).

BrisiBneHHblE NpU MpOBEpKE HEAOCTATKU B (OPMUPOBAHUM U OQPOPMICHHUH €I
pabOTHUKH CTPYKTYPHBIX NOJIpa3eIeHUd 00513aHbl YCTPAHUTD B JIBYXHEIEIbHBIN CPOK.

8.53. Ilpuem xaxgoro aena B apxuB ['AIIOY TO «ToGonbckuit MHOTOTPOGUITHHBIN
TEXHUKYM» IPOU3BOAUTCS B IPHUCYTCTBUU PYKOBOIUTENS CTPYKTYPHOIO IOAPA3AEICHUS.
[Ipn 3TOM Ha 000MX SK3EMIUIIpax OMHUCH MPOTHB KAXKIOrO Jeiia, BKIIOUYEHHOTO B HEeE,
JieJIaeTCsl OTMETKAa O HAJIWYMM Jeja. B KOHIE KaXJI0oro 3K3eMIUIIpa ONKMCH B HMTOrOBOM
3alMCU YKa3bIBaeTCs MU(PpPaMU U MPOMHCHIO KOJUYECTBO (PAKTUUECKU MPUHSATHIX B apXHB
7ie]l, HOMepa OTCYTCTBYIOIIMX JeJl, Jara HpueMa-nepeAadd JAell, a TakxkKe TMOAMUCH
CHelMalicTa IO KaJapaM, OTBETCTBEHHOI'O 3a apXuB, U PYKOBOJAUTENS CTPYKTYPHOIO
MO/Ipa3IeIeHMs], IEPEAABILETO JENA.

WroroBass 3amuch MOATBEPXKAAECTCS MMOANMCIMH CIHENHUAINCTAa IO KaapaM U
PYKOBOJUTEINS CTPYKTYPHOTO MOJApa3AesieHus, IepelaBLIero Jea.

8.54. B cnyuyae NMKBHJAUMU WIM pEOpraHU3alud CTPYKTYPHOTO MOJpPA3AEICHUs
'ATIOY TO «To6onbckuii MHOTONPOQMIBHBIA TEXHUKYM)» PYKOBOIHUTENb CTPYKTYPHOTO
Nojipa3/ielieHusl B TMEpUOJ MPOBEACHUS JIUKBUJIALMOHHBIX MEpOINpUsATUN (opMHUpyeT Bce
UMerolMecss TOKyMEHThl B Jiena, oopmister aena u mnepenaer ux B apxuB [AIIOY TO
«Tobonbckuii MHOTONPOMUIIBHBIN TEXHUKYM», HE3aBUCUMO OT CpOKOB XpaHeHus. [lepengada
JIEJT OCYLIECTBIISIETCS 110 OMMCSIM /1€ U HOMEHKJIaType Jell.

8.55. Ha nena ¢ MCTEKIIMMH CpPOKAaMHM XPAHEHUS B CTPYKTYPHBIX MOAPAa3ACIICHUIX
I'AIIOY TO «Tob6oabckuit MHOTOIPO(UIBHBIA TEXHUKYM» COCTABIISIOTCS MPEATIOKEHHS K
aKTy O BBIJIEJICHUU K YHUUTOXXEHHUIO JTOKYMEHTOB, HE MOJJIEKAIIUX XPAHEHUIO (TIPUIIOKEHNE
Ne 14).

Ha ocHOBe mpeaiokeHuil CTPYKTYPHBIX MOJAPA3JeICHU CIEeUHUaTUCT MO KaJapam
I'AIIOY TO «Tob6oabckuii MHOTONIPO(MIBHBIN TEXHUKYM» COCTABIISET aKT O BBIIEICHUU K
YHUUTOXKEHUIO JOKYMEHTOB, HE IOJUIEKalllX XpaHeHWto, Ha naena Bcero ['AIIOY TO
«Tobonabckuil MHOTONPOUIBHBIA TEXHUKYM» O TOW ke (popme. 3arosoBKH OAHOPOJHBIX
7e7l, OTOOpaHHBIX K YHHUYTOKEHUIO, BHOCITCS B aKT IMOJ OOIIMM 3aroJIOBKOM C yKa3aHUEM
KOJIMYECTBA JIEJI, OTHECEHHBIX K JIAHHOM TpyIMIIe.

8.56. [lena BKJIIOYAOTCA B AKT O BBIAEICHUM K YHUYTOXKECHHUIO JOKYMEHTOB, HE
HOJUIEKAIUX XPAHEHUIO, €CJIM NPELYyCMOTPEHHBIN U1 HUX CPOK XpaHEHUs UCTEK K 1 sAHBaps
roja, B KOTOpoM cocTtasiieH akT. Hampumep, 3akoHuenHsle B 2016 rony nena ¢ 3-IeTHUM
CPOKOM XpaHEHHS, MOTYT OBbITh BKJIIOUEHBI B aKT, KOTOpPBIH OyIeT cocTaBieH He paHee 1
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aaBaps 2020 roga.

8.57. Jlenma ¢ ormetkoit "OIIK" mnomiexar NOJMMCTHOMY MPOCMOTPY B LEJAX
BBISIBJICHUS] JIOKYMEHTOB, MOJJICKAIUX IOCTOSHHOMY XpaHEHUIO. BBISBICHHBIE B TaKuxX
nenax JOKYMEHTHI MOCTOSIHHOTO XPAHEHUS BBIACISIOTCA U MPUCOCIUHSIOTCS K OAHOPOIHBIM
7iesiaM Wik OPMUPYIOTCSI B CAMOCTOSITENIbHBIE JIeTa.

OcrtasibHble JOKYMEHTHI nenia ¢ otMeTrkor "OIIK" BkitodaroTcss B akT, NMpU 3TOM
ormeTka "JIIK" B akTe He yKka3bIBaeTCs.

8.58. AKT 0 BBbIIETICHUU K YHHUUTOXXCHHIO JOKYMEHTOB, HE MOJUJICKAIIUX XPAaHEHUIO,
npeacTaBisieTcss Ha paccmorpenue u corsiacoBanue OK T'AIIOY TO «Tobonsckuit
MHOTONPO(UIBHBIA TEXHUKYM» OJTHOBPEMEHHO C OMHUCSIMHU JI€J1 IOCTOSIHHOTO XPAaHEHHUSI U 10
JUYHOMY COCTaBY.

8.59. Ilocne yrBepxkaenust DIIK ommceil nen MOCTOSIHHOTO XpaHEHUsl, COTJaCOBAHUS
OK I'bBYTO T'A B r.Tobonbcke omnucei eia Mo JUYHOMY COCTaBY M aKTa O BBIICICHHUU K
YHUYTOXKEHHIO IOKYMEHTOB, HE TIO/JIC)KAIIUX XPAHEHUIO, aKT O BBIJICJICHUU K YHUYTOXKEHUIO
JOKYMEHTOB, HE€ TNOMJIeKAIUX XpaHEHHIO yTBepxkaaercs aupekropom [AIIOY TO
«Tobonsckuii MHOTONPOGWIBHBIA TeXHUKyM». Jlamee nerna, BbIAEIEHHBIE 1O aKTy K
YHUYTOXKEHHUIO, MOTYT OBITh YHUUTOKCHBI.

8.60. Ilocie yHMUYTOXEHHsS Ol B HOMEHKIAType JEJ IPOCTABISIOTCS OTMETKH,
3aBepseMble TIOJIMUCKIO CIICIUATINCTA 110 Kaapam, U JaTOu:

"Vuuumoowceno. Cm. akm N om . Iloonucw, unuyuanst, hamunus".

8.61. AKTBI O BBIJICIEHUN K YHUUTOXKEHUIO TOKYMEHTOB, HE MOJJICKAIIUX XPAHEHUIO,
XpaHATCA MOCTOSHHO B jene GoHa.

IX. Opranu3zanus A0cTyna K 10KyMeHTaM M UX HCIOJIb30BaHUA

9.1. Beimaua gen, naxonasmuxcsa Ha xpaHenuu B apxuBe ['AIIOY TO «ToGonbckuii
MHOTONPOMUIBHBIN TEXHUKYM», CTPYKTYpHbIX noapaszaenaeHusx IAIIOY TO «Tob6onbckuii
MHOTONPOMUIBHBI TEXHUKYM» pPaOOTHHKAM JAPYTUX CTPYKTYPHBIX TOJPA3ACICHUN IS
O3HAKOMJICHHsSI W (WJIM) IS BPEMEHHOTO WCIOJIB30BaHHUS B pabOTe MPOU3BOJIUTCS TIO
3ampocaM, MOJMMCAHHBIM PYKOBOJUTENIEM CTPYKTYPHOTO MOpa3ieieHus, 3alpalinBaroIero
7eno (JOKyMEHT) U C pa3pelieHuss pyKOBOIUTENS CTPYKTYPHOTO MOIpa3ieNIeHUs, TOKYMEHTHI
KOTOPOTO 3aIpaiinBatoTCsl.

9.2. Jlena, TOKYMEHTBI BBIJIAIOTCS BO BpEeMEHHOE ToJib30BaHue padoTHukam ['AIIOY
TO «To6onbckuit MHOTOTPODUIBHBIA TEXHUKYM» Ha CPOK HE 00Jiee OJHOTO MecsIIa.

['ocynapcTBeHHBIM  Opranam  (CyJeOHBIM,  TPaBOOXPAHUTEIBHBIM,  OpraHam
TrOCYJJapCTBEHHOI'0 KOHTPOJISI W HAA30pa) Jella U OTACIbHbIE JOKYMEHTHI BBIJAIOTCS Ha
OCHOBaHUHU WX MHCHBMEHHBIX 3alPOCOB, C MUCHbMEHHOTO Pa3pelieHUs WU BU3BI TUPEKTOpa
I'ATIOY TO «Tob6onbckuit MHOTONpOGUIBHBI TEXHUKYM», MO aKTaM Ha CpOK He Oosee
IIECTU MECSILICB.

[Tpu HEOOXOAMMOCTH CPOK UCIIONBH30BAHUS JOKYMEHTOB MOKET ObITh MTPOJIEH.

9.3. B nmmcemMenHoMm 3ampoce pabotHukoB ['AIIOY TO  «ToGonbckmii
MHOTONPO(UIBHBI TEXHUKYM» O BBIJA4€ JTOKYMEHTOB (Ie]) BO BPEMEHHOE TOJh30BaHUE
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U3JAraloTCsl MPUYUHBL, [0 KOTOPBIM 3amlpaliuBaercs Jeno (AOKyMEHT) | 1ellb
UCIIOJIb30BaHUSI TOKYMEHTOB, HAXOASAIIUXCS HA OTIEPaTUBHOM XPaHEHHUH.

9.4. Bpinaya nen BO BPEMEHHOE IOJIb30BaHUE B APYrHe OopraHu3anuu odopmisercs
aKTOM O BBIJ@y€ JIeJ BO BPEMEHHOE IOJIb30BaHHE MO QopMe, ycTtaHOBIeHHOHM [IpaBunamu
XpaHeHUs. AKT COCTaBJIAETCS B JBYX AJK3EMIUISPaX, OAUH MX KOTOPBIX OCTAE€TCS B apXWUBE
I'ATIOY TO «To6onbckuii MHOTONPOGUIBHBIH TEXHUKYM», TIPYTON BBIIACTCS MOTyYaTelo.
Akt mnonnuceiBaercs jgupektopom ['AIIOY TO «Tobonbckuil  MHOTonpoguiIbHBINA
TEXHUKYM» U PYKOBOIUTEIEM OPTraHU3aLUM-TIONyYaTelsd: MOANUCU 3aBEPSIOTCA NedaTsiMu
opranm3anui. Ilocime Bo3BpalleHHss el B JABYX OK3EMIUIApax akra JieJlaercs
COOTBETCTBYIOIIAsl OTMETKA: OJIUH 3K3EMIUISIP OCTAE€TCS B OpraHU3alUU-II0JIydaTese, Jpyrou
xpanutcss B gene ¢onga B apxuBe ['AIIOY TO «TobGonabckuii MHOTOMPOQPUIBHBIN
TEXHUKYM.

9.5. Ha BblgaHHO€ €10 3aBOJUTCA KapTa-3aMEeCTUTENb, IMOMEIlaeMass Ha MECTO
BBIJIAHHOTO Jiesia. B Hel yka3bIBalOTCs MHIIEKC Jiena, JaTa ero BbIJayH, KOMY JENIO0 BBIJAHO,
JaTa ero BO3BpAIleHUs, MPeyCMaTpUBaIOTCA rpadbl A MOANKUCENH B TIOMYUYEHUU U MpUEMe
nena.

Ha MecTo u3pATOr0 MOoAMMHHUKA TOKYMEHTA BKIJIAJILIBAETCS B JIEJIO JIUCT-3AMECTUTEh
C yKa3aHHeM, KOI/1a, KOMy U Ha KaKoW CpPOK BbIAaH JOKYMEHT U MOJNUCSIMU B MOJYYEHUH U
npueMe aena. [Ipu 3ToM B €10 noMeniaercs 3aBepeHHast KOnus JOKYMEHTA.

[locne pemenuss Bompoca, sl PACCMOTPEHUST KOTOpPOro Jena (JOKYMEHTHI)
M3BIMAJINCh M0 3alpocaM TOCYJapCTBEHHBIX OPraHoB, MOUIMHHUKH JTOKYMEHTOB JOJIKHBI
obiTe Bo3BpamieHsl B ['AIIOY TO «ToGonbckuii MHOTONPOPWIBHBIA TEXHUKYM» U
MIOMEILIEHBI B JIETI0.

9.6. DneKTpOHHbIE JOKYMEHTHI, HaXOJSAUIMEeCs Ha ONEpaTMBHOM XpaHEHUH B 0Oaszax
JaHHBIX WHQOPMALIMOHHBIX CHCTEM, BBIJAIOTCA JJIs MHCIOJNb30BAaHUS B BUJE KOINUU
AJIEKTPOHHBIX JOKYMEHTOB B COOTBETCTBHM € MYHKTOM 2.43. HacTosiei HHCTpyKINH.

9.7. B apxuBe 'AIIOY TO «TobGonbckuii MHOTOPODUIBHBIA TEXHUKYM» BEIETCS
KHMIa ydyeTa BBbIJIAaHHBIX Jel1 (JOKYMEHTOB), B KOTOpPOH OCYIIECTBISETCA KOHTPOJb HX
CBOEBPEMEHHOI'O BO3BpaTa. DJIEKTPOHHBIE TOKYMEHTHI BO3BPATY HE MOJUIEKAT.

9.8. Pabotauku 'ATIOY TO «TobGonbckuit MHOTONPOGUIBHBIA TEXHUKYM» 00s3aHbI
o0ecrneynBaTh COXPAHHOCTh MOJIYYEHHBIX BO BPEMEHHOE I0JIb30BAaHUE JOKYMEHTOB (J1€71) Ha
OyMa)KHOM HOCHTEJE M HUCIOJb30BaTh IMOJYYEHHYIO MH(POPMAIMIO B CIYXKEOHBIX IIENIIX B
COOTBETCTBUU C TPeOOBAaHUSAMH JIOKAJIbHBIX HOPMATHUBHBIX aKTOB. 3ampelaercss nepeaayda
MOJTYYEHHBIX JIOKYMEHTOB WJIM X KOMUI pabOTHUKAM IPYTHX CTPYKTYPHBIX MOJpa3AeIeHHMA
WM CTOPOHHUX OpTraHu3aIuii.

9.9. U3bsaTue (BrleMKa) JOKYMEHTOB, oOpa3oBaBmuxcs B aestensHoctu ['AIIOY TO
«ToOonbckuid  MHOTOMPO(MUIBHBI  TEXHUKYM», TPOU3BOAMTCS B COOTBETCTBUU C
3aKOHOAAaTeIbCTBOM Poccuiickon denepanuu.

9.10. U3barue (BbleMKa) JOKYMEHTOB MPOU3BOAUTCA HAa OCHOBAHMM MHCbMEHHOIO
pacniopsikeHus: (IIOCTAHOBJIEHUSI) COOTBETCTBYIOLIEIO OpraHa BJIACTU C IHUCBMEHHOTO
pazpemennst wian Bu3bl gupekropa [AIIOY TO «Tobonbckuii MHOTONPOQUIBHBIHN
TEXHUKYM» C H3BEIICHUEM pPYKOBOAUTENS CTPYKTYPHOTO MOJpa3esieHus, JOKYMEHTBI
KOTOPOTO U3bIMAIOTCS.

9.11. dakT u3bATUS (BBIEMKH) TOKYMEHTOB (PUKCUPYETCS B IPOTOKOJIE (AKTE) UIBATHS
(BBIEMKH) JOKYMEHTOB, KOTOPBIM COCTaBIISIETCSI HE MEHEe 4YeM B JABYX OJK3eMIUIIpax Hu
MOAMKUCHIBAaETCA  ymojdHoMoueHHbIMU TipeactaButensMu  [AIIOY  TO  «Tobonsckuit
MHOTONIPO(UIBHBIA TEXHHUKYM» H COOTBETCTBYIOLIETO TOCYyJapCTBEHHOTO opraHa. K
IIPOTOKOJIY (aKTy) IpHJIaraeTcsi ONUCh (PEecTp) U3BATHIX JOKYMEHTOB (€1).
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9.12. Tlpu U3BATUH MOATMHHUKOB JOKYMEHTOB B JIEJIO [IOMEIIAETCS 3aBEPEHHAsT KOS
JOKYMEHTa, Ha 000pOTe KOTOPOW YKa3bIBAETCS OCHOBAHHWE H3BATHS IMOJIMHHHUKA, CPOK
BO3BparTa, Jara U MOANKUCH pabOTHHKA, OTBETCTBEHHOI'O 3a (JOPMUPOBAHHME W/WIIM XpaHEHUE
Jena.

9.13. TloyIMHHUK JOKYMEHTa, WU3bATHIM M3 J€Jda Ha OCHOBE COOTBETCTBYIOLIETO
pelleHus], MOCJIe PacCMOTPEHUs] M PELIEHHs] BOIPOCAa, BO3BPALIACTCS B JEJ0, MPU ITOM
KOIUsI, TOMEIEHHAs B JIEJI0 BMECTO MOJIMHHUKA, H3bIMAETCA.

X. I/I3FOTOB.TIEHI/Ie, YU€T, HCITOJIB30BaAHUE H XPAHECHUE neaneﬁ,
ImramMios, 0JIaHKOB JOKYMECHTOB, HOCHUTeJIel JIEKTPOHHBIX nonrmceifl

10.1. bnanku opraHM3allMOHHO-PACHOPSAUTENBHBIX JOKYMEHTOB pa3padaThiBacT
cneranuct no kajapam ['ATIOY TO «ToGonbckuit MHOTOIPOPUIBHBINA TEXHUKYM).

10.2. brnanku [IOKyMEHTOB Ha OyMa)kKHOM HOCHUTENE M DJEKTPOHHBIE I1a0JIOHBI
0JIaHKOB M3rOTaBJIMBAIOTCS HA OCHOBaHUWHU 00pa3lioB OJIAHKOB.

OO0pa31pl 6J1aHKOB IOKYMEHTOB YTBEPKAAIOTCS B cocTaBe HacTosiieit MHCTPYKIUU 110
nenonpousBoJcTBy mnpukazoMm aupekropa ['AIIOY TO «TobGonbckuit MHOTOMPOGUIBHBIHN
TEXHUKYM).

bnanku TOKyMEHTOB cleayeT M3roTaBlIMBaTh Ha Oesoi Oymare wind Oymare CBETIBIX
TOHOB.

DONeKTpOHHbIE MIA0MOHBI OJAHKOB JIOKYMEHTOB JOJDKHBI OBITH 3alllUIIEHBI OT
HECAaHKIIMOHUPOBAHHBIX U3MEHEHHI.

10.3. bnanku OpraHu3alMOHHO-PACHOPSIAUTENBHBIX JOKYMEHTOB, IMPUMEHSEMbIE B
'ATIOY TO «Tob6onbckuit MHOTOIPOGUIBHBIA TEXHUKYM», HE MOTYT TI€pPe1aBaThCsl APYyTUM
OpraHu3alusaM, JOKHOCTHBIM U (DU3MYECKUM JIULIAM.

10.4. KoHTponb 3a MOpaBUIBHOCTHIO HCIOJB30BAaHUSA OJAHKOB OPraHU3alMOHHO-
pacropsiANTENbHBIX JIOKYMEHTOB OCYIIECTBIIIET creunanuct mno kaapam [AIIOY TO
«Toboabckuit MHOTONTPO(UITLHBIN TEXHUKYM.

10.5. Jlns ynocTtoBepeHUs MNOJJIMHHOCTH JIOKYMEHTOB WJIM COOTBETCTBHSI KOIHM
MOJIMHHUKAM HapsAly C TOJANHMCHI0 OTBETCTBEHHOTO AoikHOcTHoro suma [AIIOY TO
«ToOonbckuit MHOTOTIPO(PUIBHBINA TEXHUKYM» UCIOIB3YETCS IeUaTh.

B TAIIOY TO «Tob6onbckuii MHOTONMPOGUIBHBIA TEXHUKYM» HCIIOJIb3YIOTCS JBa
BHUJA IeYaTeu:

- OCHOBHAs IMe4yaTh — COACPNKHUT MH(POPMAIMI0 O HAMMEHOBAaHMM OPTaHM3AIMU U €€
OpraHM3allMOHHO-TIpaBOBOK  ¢opme, oprane, 3apeructpupoBaBmiem ['AIIOY TO
«Toboabckuit MHOTOMPO(UIBHBIN TEXHUKYM» U MECTE PETUCTpalIHH;

- BcroMoraTenbHas (JAONOJHHUTENbHAs) TIe4YaTb - COJCPNKHUT HHPOPMALUIO O
HaumenoBanun ['AIIOY TO «ToGonbckuii MHOTONPO(PUIBHBIA TEXHUKYM», COIEPKUT
JOTIOIHUTENbHYI0 HAAMKUCh «JIJ11 JOKYMEHTOBY.

10.6. OcHoBHas nevath Ne 1 xpanutcsa y aupekropa, Ne 2 — y rmaBHOTO Oyxraiarepa
'AIIOY TO «Tob6oabckuii MHOTONPO(MIBHBIN TEXHUKYM.

OCHOBHOHM TMeuYaThl0 3aBEpSAIOT MNOATMHHOCTh mnoanucu naupekropa [AIIOY TO
«Tobonbckuii MHOTOMPOGUIBHBIA TEXHUKYM» M HWHBIX YIOJIHOMOYEHHBIX UM JIUI, Ha
JOKYMEHTax M KONHUAX JOKYMEHTOB, a Takxke TriaBHoro Oyxranrepa ['AIIOY TO
«Tobonbckuit MHOrOMpO(GUIBHBIN TEXHUKYM» B COOTBETCTBUHU C MyHKTOM 2.41. Hactosmei
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UHCTPYKIHUU.

10.7. BcnomorarenbHasl 1eyaTh UCIONIb3yeTcs B pabote gokymentoena 'AIIOY TO
«Tobonbckuii  MHOrONpOQMIbHBIA ~ TEXHUKYM». OTTHCK BCIIOMOIaTe€IbHOM MEeYaTH
MIPOCTABIISETCS JUIsl 3aBEPEHUsI CIIPABOK, KOMUW TOKYMEHTOB M CEPTU(PHUKATOB, BHIMHCOK U3
JOKYMEHTOB, YUYETHBIX JOKYMEHTOB U Jp.

10.8. Pemenne 006 M3rOTOBIEHMM M KOJIMYECTBE AK3EMIUIAPOB MeYaTei M IITaMIIOB
npunumaer aupekrop ['AIIOY TO «ToGonbckuii MHOronpo(UIbHBIM TEXHUKYM» 110
IPEeJICTABICHUIO TJIABHOTO OyXrairepa.

10.9. [TeyaTu 1 mWITaMIIBI BBIIAIOTCA JUIsl HCTIOJIB30BaHUs paOOTHUKAM, OTBETCTBEHHBIM
3a X UCIOJIb30BAHME M XpaHEHHE MOJ] NONUCH B )KypHaJE yyeTa neyare U [TaMIoB. Y4er
neyared u mramnoB ['AIIOY TO «ToOonbckuil MHOronpoQuiIbHBIA TEXHUKYM» BEIET
TJIaBHBIN OyXramnTep.

10.10. Ilpu ucnionbp3oBaHUU B padOTe MEUYATH U IITAMITBI XPAHATCS B 3alUPAIOLTUXCS
mkadax (ceripax) paOOTHUKOB, OTBETCTBEHHBIX 3a XpaHEHHWE W HCIOJIb30BAaHUE TeyaTed u
ITAMIIOB.

10.11. Ilepenaya neyaTell ¥ MWTAMIIOB IOCTOPOHHUM JIMIIAM HE Jomyckaerca. BeiHOC
nevareid v mramnoB 3a npeaensl FAIIOY TO «Toboabckuil MHOTONPO(PMIBHBINA TEXHUKYM)
BO3MOXEH B MCKJIIOUUTENBHBIX ciaydasx no pemenuto aupekropa [AIIOY TO «Tobonbckuii
MHOTONPOMUIBHBIN TEXHUKYM» (HAIIPUMED, IIPH MOANHCAHUH JOTOBOPOB).

10.12. T'maBubii  Oyxrantep [AIIOY TO «ToGonbckuit  MHOTONPOMUIBHBIHN
TEXHUKYM» €XETOJHO MpOBepsAeT coOMoeHne pabOTHUKAMHU YCIOBUN HCIHOJB30BAHUS U
XpaHEHUs NevaTeld U mTamMnoB B cTpYKTypHBIX nojapazaeneHusx [AIIOY TO «Tob6onbckuii
MHOTOTIPO(UIBHBINA TEXHUKYM.

10.13. Ilpumenmme B HETOAHOCTh M YTPATHUBIIME 3HAYECHHWE IE€YATH M IITAMIIBI
nojJiexkat Bo3Bpary riaBHoMmy Oyxrantepy ['AIIOY TO «Tob6onbckuii MHOTOMIPOQUIBHBIN
TEXHUKYyM», Ha KOTOPOI'O BO3JI0OKEH YYET IeYaTell M IITaMIIOB, [ LEHTPAIM30BAaHHOTO
yHUUYTOXKEHHUS. [ledaTn yHMUTOXKAKOTCS 10 AKTYy C COOTBETCTBYIOIIEH OTMETKOW B JKypHAJIE
ydeTa evaTrei U MTaMIIOB.

10.14. JIns obMeHa SJEKTPOHHBIMHU JOKyMeHTamu mocpeactsom MOJIO B 'ATIOY
TO  «Tobonbckuil ~ MHOTONMPO(HUIBHBI  TEXHUKYM»  HUCIOJB3YIOTCS  YCHUJICHHBIC
KBIU(PUIIMPOBAHHBIE 3JIEKTPOHHBIE MOAMUCH AUPEKTOPA U TJIABHOTO OyXranrepa.

CoctaB pmomkHOCTHBIX Juil u  pabotHukoB [AIIOY TO  «ToGonbckuii
MHOTONIPO(UIBHBIA ~ TEXHUKYM» -  BIAJEJbLIEB  YCHJIEHHBIX  KBAJTU(HUIMPOBAHHBIX
AIEKTPOHHBIX noxanuced omnpenensercs aupekropom ['AIIOY  TO  «TobGonbckuii
MHOTONPO(UIBHBIA TEXHUKYM.

10.15. Omnextponnsnii  gokyment B CDOJ[ TAIIOY TO  «ToGonbckuit
MHOTOTIPO(UIBHBIA TEXHUKYM», TOAMUCAHHBIA JIIEKTPOHHOW MOJMUCHIO, TPHU3HACTCA
pPaBHO3HAYHBIM JIOKYMEHTY Ha OyMa)XHOM HOCHUTENE, MOANHUCAHHOMY COOCTBEHHOPYYHOM
MOJANMUCHI0 W HMMEET OJMHAKOBYI0O C HUM IOPUIUYECKYI0 CHUITy TpPH OJIHOBPEMEHHOM
COOJIOZICHUH CIEAYIOIIUX YCIOBHI:

- KJIIOY IOAIMUCH, OTHOCSIIMMCSA K KOHKPETHOW DJIEKTPOHHOM ITOAIMCH, HA MOMEHT
MOJANMUCAHUSA DIIEKTPOHHOTO JOKYMEHTa SIBJISIETCS JEUCTBUTEIBHBIM (JOCTOBEPHBIM), HE
yTpaTui cuily (He OTO3BaH);

- IOATBEPKAEHA MMOJIMHHOCTD 3JIEKTPOHHON MOJANUCH B AIEKTPOHHOM JIOKYMEHTE;

- laTa ¥ BpeMs CO3JaHusl JIEKTPOHHOU noanucu 3apukcupoBansl B CO/L;

- DJIEKTPOHHAs MOAMNMUCH UCIIOJIB3YETCS B COOTBETCTBUM C yCTaHOBJIEHHbIM B ["TAIIOY
TO «Tobonbcknit MHOTOMPO(UIBHBIA TEXHUKYM» DPACIpPEEICHUEM TpaBa TMOAMHCH
JOKYMEHTOB MEX1y JOKHOCTHBIMM JIMLAMU U paOOTHUKAMU.
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10.16. T'nmaBubnii Oyxrantep [AIIOY TO «Tobonabckuii MHOTOIPO(MIHHBIMN
TEXHUKYM» BEJIET YUeT KJIIOUeH AJIEKTPOHHBIX MOJMUCEN B CIIEIMAILHOM XypHaje. Brimaya
MaTepuaIbHbIX HOCHUTENIEW SJEKTPOHHON MOANUCHM W HUX BO3BpAT IO HUCTEYCHUU CPOKa
JEUCTBHSI OCYLIECTBIISICTCS O] MOANKUCH PaOOTHUKA B KypHAJe.

10.17. Koy 5JIeKTpOHHOM ToOAnucH, wucnoabdyemort B C3Jl, sBisercs
KOH(UIEHIIMAIbHON WH(OpMaIMe W 3alUIaeTcs B COOTBETCTBUU C 3aKOHOJATEIbCTBOM
Poccuiickoit ®enepanun.

[Tpunoxenue Ne 1
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JlenaprameHT 00pa30BaHus U HAyKH TIOMEHCKON 00JIacTH

IF'OCYIAAPCTBEHHOE ABTOHOMHOE ITPO®ECCHUOHAJIBHOE
OBPA30OBATEJIbHOE YYPEXJEHUE TFOMEHCKOM OBJIACTU
«TOBOJIbCKUI MHOT'OITPO®MJIbHBINA TEXHUKYM»
(CAIIOY TO «Tob60abckuit MHOTOIPOMHIIBHBINA TEXHHUKYM))

r.To0oIBCK

Dopma obwezo branka

[Tpunoxxenne Ne 2
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JlenaprameHT 00pa30BaHUs U HAyKH TIOMEHCKON 00J1acTH

IF'OCYIAAPCTBEHHOE ABTOHOMHOE ITPO®ECCHUOHAJIBHOE
OBPA30OBATEJIbHOE YYPEXJEHUE TFOMEHCKOM OBJIACTU
«TOBOJIbCKUI MHOT'OITPO®MJIbHBINA TEXHUKYM»
(CAIIOY TO «Tob60oabckuit MHOTOIPOMHUIEHBIN TEXHUKYM))

yIi1. 3HAMEHCKOTO YIL., 1. 52a, crpoenwue 1, . Tobonbck, Tromenckas o6, 626150,
ten./ake (3456) 34-80-10, 34-80-75; e-mail: TMTs72@yandex.ru; www. TMT72.ru
OKITIO 29651741; OI'PH 1137232058567
WHH/KIIIT 7206048915/720601001

Ha No oT

Dopma npodonbHO20 O6IAHKA NUCLMA

[Tpunoxxenne No 3

JlemapTaMeHT 00pa30BaHUs U HAYKH
TromeHckol 061acTu


mailto:TMTs72@yandex.ru
http://www.tmt72.ru/

ITOCYJAPCTBEHHOE ABTOHOMHOE
NPO®ECCHUHOHAJIBHOE
OBPA3OBATEJIBHOE YUYPEXJIEHUE
TIOMEHCKOM OBJIACTH

«TOBOJbCKUI
MHOTI'OITPO®UIBHBIN TEXHUKYM»
(TAIIOY TO «Toboabckuii
MHOTONPOGWIBLHBIN TEXHUKYM»)

yi1. 3HaMeHcKoro, A. 52a, ctpoenue 1, r.Tobonbek,
Tromenckast 0011., 626150,
ten./pakc (3456) 34-80-10, 34-80-75;
e-mail: TMTs72@yandex.ru;
www. TMT72.ru
OKIIO 29651741; OT'PH 1137232058567
WMHH/KIIIT 7206048915/720601001

Ne
Ha Ne oT

Dopma yenosozo branka nucbma
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[Tpunoxxenue Ne 4
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JenaprameHT 00pa3oBaHus M HayKH TIOMEHCKOW 00IacTH

I'OCYJAPCTBEHHOE ABTOHOMHOE I[MTPO®ECCHUOHAJIBHOE
OBPA30BATEJIBHOE YUYPEX/JEHUE TFOMEHCKOM OBJIACTU
«TOBOJIBCKUI1 MHOT'OITPO®WIIbHBIN TEXHUKYM»»
(CAIIOY TO «Tob6oabckuit MHOTOIPOMHUILHBIN TEXHHUKYM))

IIPUKA3

r. ToOOIBCK

Bnank npuxasa no ocnoenoti desmenvrocmu
[Ipunoxxenne Ne 5



JenaprameHT 00pa3oBaHus U HayKH TIOMEHCKOW 00JIacTH

I'OCYJAPCTBEHHOE ABTOHOMHOE I[MTPO®ECCHUOHAJIBHOE
OBPA30BATEJIBHOE YUYPEX/JEHUE TFOMEHCKOM OBJIACTU
«TOBOJIBCKUI1 MHOT'OITPO®WIIbHBIN TEXHUKYM»»
(CAIIOY TO «Tob6oabckuit MHOTOIPOMHUILHBIN TEXHHUKYM))

IMPUKA3
27 despans 2019 r. Ne 11

r. ToOOJIBCK

O co31aHnuu SKCIIEPTHON KOMUCCHU
Y YTBEPKICHHUU MOJIOKEHUSA O HEN

B menax ynydiieHus oOpraHuM3alMM  JAEJONpPOU3BOJACTBA W apXMBHOIO XpaHEHUS
JOKYMEHTOB, 00pazyronmxcs B IEITENbHOCTH T'AIIOY TO «ToOonbckuit
MHOTONPO(UIBHBIM TEXHUKYM», COOIIOJeHUSI TpeOOBaHUM 3aKOHOJAaTeNbcTBa Poccuiickoit
®enepanuu B cepe apXUBHOTO JeTa. ..

NpHUKa3BbIBal:

1. Co3mars OkcneptHyto komuccuto I'AIIOY TO «ToOonbckuil MHOTrOnpo@uiIbHbIN
TEXHUKYM» B COCTaBE:
npenacenaTesb — M0JKHOCTh (pamunus N.O.;
cekpeTrapb — A0bkHOCTh pamunus U.0. ;
YJICHBI:. ..

2. YTBepauth [lonoxeHnue 06 KCIepTHON KOMUCCHH (TTPUTIOKECHHE).

3. KoHTposb 32 UCTIONIHEHNEM MPUKa3a BO3JIOKUTH Ha - TOHKHOCTH (pamumust N.O.;

JlupekrTop IIOATHUCH N.O0.Pamunus

Obpasey oghopmaenus npukaza no OCHOBHOU 0esamenbHOCMU
[Ipunoxenue Ne 6



JenaprameHT oOpa3oBaHus 1 HAyKH TIOMEHCKOM 00J1acTh

I'OCYJAPCTBEHHOE ABTOHOMHOE [TPO®ECCHOHAJIBHOE
OBPA3OBATEJIBHOE YUPEX/EHHE TFOMEHCKOI OBJIACTU
«TOBOJIBCKHI MHOTI' OITPO®HMIILHBIN TEXHUKYM>»
(TAIIOY TO «Tobonbckuit MHOTOIPOQHIBLHBINA TEXHUKYM))

PACIHIOPA’KEHUE

r. ToOonbCK

Bnanx pacnopsisrcenus
[Tpunoxxenue Ne 7



JlemaprameHT 00pa3oBaHus U Hayku TIOMEHCKOM o0nactu

I'OCYJAPCTBEHHOE ABTOHOMHOE [TPO®ECCHOHAJIBHOE
OBPA3OBATEJIbHOE YUPEX/JEHUE TFOMEHCKOI OBJIACTU
«TOBOJILCKMI MHOI' OITPO®HIIbHBIA TEXHUKYM>»
(TAIIOY TO «Tobonbckuit MHOTONPOQHIBHBINA TEXHUKYM)

PACIIOPA’KEHUE

22 maprta 2019 1. Ne 18-p

r. ToOOJIBCK

O noaroToBKe MpeaIoKEeHNN
JUIsl OpraHU3alK U POBEICHUS KOHKypCa
«Jlyummii npenogasarens TexHukyma — 2019

B mnensax wucnomnenus mnpukaza [AIIOY TO «Tob6onabckuii MHOTONPO(UIBHBIN
TexHuKym» ot 22 maprta 2019 r. «O6 opraHuzanuu U MPOBEACHUM KOHKypca «Jlyurimii
npenoaaBaTenb TeXHUKyMa — 2019»:

1. 3aBemyromum otaeneHuid B cpok 10 10 centsOps 2019 r. mpeactaBuTh CBOU MPEIOKEHUS
0 KaHJuJaTypax IpenoaaBaTeseil A y4acTisi B KOHKYpCeE.

2. KoHTpOJIb 32 UCIIOJIHEHHUEM PACTIOPSHKEHMSI BO3JIOKUTH HA - A0KHOCTE Damunusa N.0O.;

JlupekrTop IIOATHUCH N.0.®amunus

Obpasey oghopmaerus pacnopsicerus

[Tpunoxenue Ne 8



70

HanMeHoBaHUE CTPYKTYPHOTO HupexTopy )

TI0pa3aeIICHHS 'ATIOY TO <iT060J'II>CKI/II/I
MHOTOITPO(QHIBHBIA TEXHUKYM)

JTOKJIAJHA A 3ATIITMCKA [TonsaxoBy C.A.

18 urousa 2019r. N 5

0]§) YBCIIMUCHHUHN KOJIUYCCTRBA...

YBaxkaemslii Ctanucnas AjeKcaHapoBuy!

JoBoxxy no Barmero cBefieHus: B CBSI3M CO 3HAUUTEIBHBIM YBEIIMUCHHEM O0YUYarOIINXCS
Ha OTIEJICHUN ....
npoiry Bac u3bICKaTh BO3MOKHOCTh YBEIMUUTH KOJTHYECTRO ...

C yBaxeHuew,

JlomKHOCTB Iloanuce N.0.damunus

Obpasey opopmaenus OOKIAOHOU 3aNUCKU
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[Tpunoxenne Ne 9

Hupexropy
I'ATIOY TO «Tobonbckuit

MHOTONPOGUIBHBIN TEXHUKYM)»
IMonakos C.A.

CINY)XEBHAA 3ATMNMNCKA
aarta

(®HO, moImKHOCTH MOJTHOCTHIO)

YBaxkaemslii Ctanucnas AjeKcaHapoBuy!
TEKCT .....

C yBaxeHuew,

JlomKHOCTB Iloanuce N.0.damunus

Obpaszey opopmnenus cayiceOHOU 3anUCKU
[Ipunoxenue Ne 10

YTBEPXJIEHO
Hupextop [AIIOY TO «Tobonbckuii
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MHOTOTIPO(GUIBHBIA TEXHUKYM»
C.A Ilonsgxos

_ 2019r.

HOJIOKEHHUE
00 DKCIepPTHOI KOMHMCCHH
roCyAapCTBEHHOI0 aBTOHOMHOI0 NPO()eCCHOHAJIBLHOI0 00Pa30BaTEJILHOI0 YUPeKACHUSA
Tromenckoi od1acTn
«To0oabcknii MHOTONIPO(UIBLHBIN TEXHUKYM)

[. O0wIMe moIOXKEHN

1.1. Tlomoxenne 00 SKCIEPTHOM KOMHUCCHUU TOCYAAPCTBEHHOTO aBTOHOMHOIO
npodeccuoHanbHOrO0 00pa30BaTENbHOTO yupexkaeHus TromeHckoil obmactu «ToOonbekuit
MHoronpodunbHbii TexHukym» (namee — FAIIOY TO «TobGonbckuit MHOTOMPOUIBHBIN
TEXHUKYM») pa3pab0TaHO Ha OCHOBE MPUMEPHOIO MOJOKEHUS 00 3KCHEPTHON KOMHCCHUU
OpraHM3aluy, YTBEPKIAEHHOro npukazoM @enepasbHOro apXMBHOIO areHTCTBa OT
11.04.2018 Ne 43 «O06 yTBepXkJACHUH MPUMEPHOTO TOJOKEHUS 00 IKCMEPTHOW KOMHUCCHUU
OpraHu3aluu», B COOTBETCTBHUM C NMPUKA30M YTPABJICHUS MO JAEJIaM apXUBOB THOMEHCKOU
obnmactu 03 oxtsiOps 2018r. Ne 42 «O mepenaye OTACNBHBIX MOJTHOMOYMM DKCIEPTHO-
MPOBEPOYHON KOMHUCCHMU YTIpaBJeHHs TIO JieJaM apXuBOB TIOMEHCKOW obiactu
rOCy/apCTBEHHBIM U MYHULMIIATBHBIM apXruBaM TIOMEHCKOHN 00macTuy.

1.2. DOkcneptHas xkomuccus ['AIIOY TO «ToGonbckuil  MHOTONpO(UIBHBIHN
TeXHUKyM» (nanee - OK) co3maercs B IeIsIX OpraHU3alluM U MPOBEJACHUS METOJIUYECKON U
MPAKTUYECKON

Obpasey ogpopmnenus JIHA
ITpunoxenne Ne 11



JenaprameHT 00pa3oBaHus M HayKH TIOMEHCKOW 00IacTH

IF'OCYAAPCTBEHHOE ABTOHOMHOE ITPO®ECCHUOHAJIBHOE
OBPA30BATEJIBHOE YUPEX/JEHWUE TFOMEHCKOM OBJIACTU
«TOBOJIBCKUI1 MHOT'OITPO®UIIbHBIN TEXHUKYM»»
(CAIIOY TO «Tob6oabckuit MHOTOIPOMHUILHBIN TEXHHUKYM))

MNPOTOKO.JI
3aceIaHus IKCIIEPTHOM KOMHCCUHU
10 ssuBaps 2019 r. Ne 1
r. TobonbCck
[Ipencenarens — @amunus N.0.
Cexperapp — @amunus 1.0.
[IpucyrcTBoBanu: 15 yenoBek (CHMCOK MpuUIaraercs)
I[TOBECTKA [JHA:
1. O6cyxaeHue ...
Brictynnenue cnennanucra no kaapam @amunus 1.0.
2.
1. CJIYILIAJIMA:
@amunus N.0. — TEKCT BBICTYIUICHUS MIpUIaraercsl.
BBICTYIINJINA:
®amunusa U.0. — kpaTkast 3a11UCh BBICTYIUICHHS
PEIINJIN:
1.1.
1.2.
2. CIJIYUIAJIMA:
®amunus N.0. — TekcT qokaaga npuiiaraeTcs.
BBICTYIINJIMA:
PELINJIN:
[Ipencenarens HOOINUCH dammmua N.0.
Cexkperapb MOJIUCH ®amumus H.0.

Obpasey oghopmnenus noano20 npomokoa
[Ipunoxenue Ne 12



JenaprameHT 00pa3oBaHus M HayKH TIOMEHCKOW 00IacTH

IF'OCYAAPCTBEHHOE ABTOHOMHOE ITPO®ECCHUOHAJIBHOE
OBPA30BATEJIBHOE YUYPEX/JEHUE TFOMEHCKOM OBJIACTU
«TOBOJIBCKUI1 MHOT'OITPO®WIIbHBIN TEXHUKYM»»
(CAIIOY TO «Tob60oabckuit MHOTOIPODHIBHBINA TEXHHUKYM))

[TPOTOKOJI
o011ero coopaHus KOJIEKTUBA

10 ssuBaps 2019 r. Ne 3

r. ToOOJIBCK

3amecturens gupekropa no YIIP — @amunus 1.0.
Cexperapp — @amunus 1.0.
[TpucyrcrBoBanu: ®ammins 1.0., @ammwms 1.0., amunmus 1.0O. ...

1. O BBIIBMKCHUM KaHIMIATYD HA ...
(®amumus N.0.<*>, Gamunus N.0., @amunus 1.0.)

1. YcraHoBuUTS...
2. PykoBogutensaMm cTpyKTypHbIX noapazaeneHuil (@amunusa M.0., Gamunus 1.0.)

00€eCIEUnTh ...

2. O6 opraHm3anuy ...
(Pammmms N.0. <*>, Gamunusa U.0., Gamums 1.0.)

1. IloaroTOBUTE...

3amecturens aupekropa no YIIP MIOATHUCH ®ammnus N.0.

CexpeTtapb IIOJITUCH ®amunus N.0.

Obpasey oghopmnenuss Kpamrko2o nPomoKo.a
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(<*> - IlepBoit ykas3piBaeTcsi (pamMMiIus M MHHMLIMAIBI OCHOBHOIO JIOKJIAT4MKa, 3aTeM —
(aMWINU ¥ WHULUAJIBI JIUL], YYaCTBYIOIIUX B 00CYKJIEHUH BOIIPOCa)
[Ipunoxxenne Ne 13

HenaprameHT 0Opa30BaHMs M HAYKH AJIMUHHCTpALIHS
TromMeHCcKO# obacTu ropoaa ToGonbcka
JIOJDKHOCTD
TOCYJIAPCTBEHHOE ABTOHOMHOE Garumis WO,
MPO®ECCHUOHAJIBHOE
OBPA3OBATEJILHOE YYPEJKIEHUE
Tmhiﬁgggﬁg (?I?I;JIII? CTH yi. AnTekapckas, 3
MHOT OITPO®UIBHBIN TEXHUKYM>» r.Tobobei
(TATIOY TO «To6oabcKii 626152

MHOTronpoQuIbHbIA TEXHUKYM»)

yi1. 3HaMeHcKoro, A. 52a, ctpoenue 1, 1.To6onbeK,
Tromenckas 06:1., 626150,
ten./ake (3456) 34-80-10, 34-80-75;
e-mail: TMTs72@yandex.ru;
www. TMT72.ru
OKIIO 29651741; OT'PH 1137232058567
WHH/KIIIT 7206048915/720601001

Ha Ne oT

OO0 yyacTuu B ceMHHape. ..

VBaxxaemaa Mmsa OtuecTtBO!

IIpennaraem Bam npuHATH yyacTue B CEMUHAPE .....

[Tpunoxenue: IIporpamma cemunapa Ha 10 1. B 1 3K3.

JupekTop [Toxmuce N.O0.®amunus

damunms, IMs ,0TYECTBO,
JlomKHOCTD
(3456) 34-80-12


mailto:TMTs72@yandex.ru
http://www.tmt72.ru/
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Obpasey oghopmaeHus 0e106020 NuCbMa

[Tpunoxenne Ne 14

l'ocymapcTBeHHOE aBTOHOMHOE YTBEPXIAIO
npodeccuoHaibHOE 00Pa30BaTEIbHOE Jupextop

yapexaeHrue TIoMeHCKOM 001acTu I'ATIOY TO «Tobonbckuit
«Toboabckuit MHOrOpO(UIBHBIHI MHOTONPO(UIIBHBIN TEXHUKYM)
TEXHUKYM» C.A.Ilonsxos

(CAIIOY TO «Tob6onbckuif)
MHOTOMPO(UILHBINA TEXHUKYM) )

AKT
Ne
(mara) (HOMED)
O BBIJICJICHUH K YHUYTOKECHUIO apXUBHBIX JOKYMEHTOB,
HE MOJIEKAIINX XPAHCHUIO

Ha ocuoBanuun

oTOOpaHbl K YHHYTOXXCHHIO KaK HE HMEIOI[Me HayYHO-UCTOPHUYECKON IEeHHOCTH U
yTpaTuBIIME TpakTHueckoe 3HadeHue JaokyMeHTel [AIIOY TO  «ToGonbckuit
MHOTONPO(UIBHBIN TEXHUKYM)

3aronoBoK
Nunexc nema Cpoxku
aera Wi
. o XpaHeHHs U
Ne | rpynmoBoii . Homep
Kpaiinue HOoMeHKJaty- | Kois-Bo HOMeEpa [Ipumeuanue
OI | 3aroJoBOK OIUCH o
JaThl pe i Ne ell. Xp. crarei
JOKYMEHTO
s nena O TIEPEYHIO
0 OITUCH
1 2 3 4 5 6 7 8
Hroro ( ) oen 3a TOJIBL.
(urdpamMu ¥ NPONKCHIO)
Onucu Aen MOCTOSIHHOTO CpOKAa XpaHEHHs 3a ronbl yTBepxAeHbl DK
yIpaBlieHus 10 JejlaM apXuBoB TroMeHCKON 06s1acTu (IPOTOKOJ OT 20 1. Ne
), ONKUCH JeJ IO JIMYHOMY cocTaBy corjiacoBanbl mnpotokoiom OK I'BYTO T'A B
r.ToGonbcke (TPOTOKOII OT No ).
HaumenoBaHue 1OMKHOCTH JIMIIA,
MPOBOJIMBIIIETO SKCIIEPTUIY
LIEHHOCTH JOKYMEHTOB IMoanwnce Pacmudposka noanucu
Jlara
COI''TACOBAHO

[TpoTokon DK
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I'ATIOY TO «Toboabckuit

MHOTONPOGUIBHBIN TEXHUKYM»

oT No

JIOKyMEHTBI B KOJTMYECTBE ( ) ed. xp.:
(yughpamu u nponucwio)

- Ha OyMa)XKHOM HOCHUTEJE BECOM KT CIaHBl HA YHUYTOXKEHUE;

- Ha 3JICKTPOHHOM HOCHUTCJIC CIaHbl HAa YHUYTOXCHUC

(cnocob yHuumooicenus)

HaumenoBanue qomKxHOCTH pabOTHUKA,
CHABIIIETO JOKYMEHTHI [Moamuce Pacmmdposka noamnucu
[ara

HN3MeHeHus B YUYCTHBIC JOKYMCHTEI BHCCCHEI.

HanmeHoBaHue MODKHOCTH paOOTHHKA apXHBa,
BHECIIIETO U3MEHEHUS B YUETHBIC IOKYMEHTHI IToamuce Pacmmdposka noanucu
Jarta
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CDOpMCl akma o evbloeneHuu K YHUYMOINCEHUIO APXUBHbLX OOKyMeHWZOS,
HE nodﬂeofcau;ux XPAHEHUIO

[Tpunoxenne Ne 15

YTBEPXIAIO YTBEPXIAIO
(HaMMEHOBAHHE NOJKHOCTH PYKOBOJUTEIIs) (HauMEHOBaHKE IODKHOCTH PYKOBOAUTEIIS)
(oprann3anun-c1aTINKA) (OpraHU3aIHU-TIPHEMIITUKA)
(mozmuck ¥ pacHppoBKa MOIHCH) (moxmuck u paciudpoBKa MOAITUCH)
Harta ITeuatn Jlara Ileyatn
AKT
Ne
(mata) (HOMED)

npueMa-rnepeaadn apXmuBHbIX JTOKYMCHTOB Ha XpaHCHUC

(ocHOBaHMe Nepenayn)

(Ha3BaHue mepenaBaeMoro GpoHza)
caal,

(Ha3BaHUWE OpraHu3allny, TepeaarolIel JOKYMEHTHI)

a IIPUHSI
(HaSBaHI/Ie OpraHusanuu, HpI/IHI/IMaIOH.ICﬁ ,I[OKyMeHTbI)

JIOKYMEHTBI Ha3BaHHOTO (h)OH/Ia M HAYYHO-CIPABOYHBIN anmapar K HUM:

KonunuectBo
Ne Ha3Banue, HoMep KonnuectBo
JK3EMILISIPOB [Ipumeyanue
T ONUCH el. Xp.
ONUCH
1 2 3 4 5
Hroro npunaTo el. Xp.
[Iepenauy npoussenu: [Ipuem npoussenu:
(1OIKHOCTB, MOJNHNCH, PACIIU(POBKA TIOAIHICH) (1OIKHOCTB, MOJIIHCH, PACIIU(POBKA ITOAIICH)
Hara Jlata

@oHxy IPUCBOEH HOMEP

HN3MeHeHus B YUYCTHBIC JOKYMCHTBI BHCCCHDI

(OIKHOCTD, MOJIKCH, PACIIN(pPOBKA HOAITUCH)
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Jlara
Dopma axma npuema-nepedayu OOKyMeHmMo8 Ha XPaHeHue

[Ipunoxxenue Ne 16

HNPUMEPHBI NIEPEYEHD
YTBEPXJAEMBIX JOKYMEHTOB

AKTBI (mpoBepox W peBU3MH; TIpUeMa 3aKOHYCHHBIX paboT, 000pyIOBaHWS;
AKCNEPTU3BI; IIEpelauu JeM; JIUKBUIALMU OCHOBHBIX CPEICTB U T.1I.).

NMHCTPYKIUUM (mpaBuna) - (IOJDKHOCTHBIC;, TIO JCJIONPOU3BOJCTBY; TEXHHUKE
0€30MaCHOCTH; BHYTPEHHETO TPYOBOT'O pacopsKa U T.J.)

HOPMATMUBLBI (pacxona cbIpbsi, MaTEpUANIOB, AJIEKTPOIHEPTUHU; TEXHOJIOTUYECKOTO
MPOEKTUPOBAHUS; YUCIEHHOCTH PAaOOTHUKOB U T.1.).

OTYETBI (0 mnpoOM3BOACTBEHHON  AESATEIBHOCTH, KOMAHAMPOBKAX, HAy4YHO-
HCCIIeIOBATENBCKUX padoTax u T.1.).

[TJTAHBI pabot kBapTajgbHbIe U TOJOBBIE.
[TOJIOXXEHHS (06 O61miecTBe; CTPYKTYpHOM MOApA3ACICHUN; TPEMUPOBAHUU U T.1I.).
[TPOT'PAMMUEI (mpoBeaenus paboT 1 MEPONIPUSTUI; KOMAHAUPOBOK U T.J1.).

PETJIAMEHTEL

CMETDBI (pacxoioB Ha colep:kaHuE armnapara yIopaBieHUs, 3JaHUM, MOMEIICHUH,
COOPYXKEHUH; HCIONb30BaHusl cpeAcTB (onma OOmiecTBa; Ha TOATOTOBKY M OCBOCHHUE
MPOU3BO/ICTBA HOBBIX U3JIETNI; Ha KATUTAIbHOE CTPOUTEILCTBO U T. 1I.).

CTPYKTYPA U ITATHAA YUCJIIEHHOCTD.

TAPUOHBIE CTABKU.
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[Tpunoxxenue Ne 17

MMPUMEPHBIA NNEPEYEHb JTOKYMEHTOB,
3ABEPSAEMBIX ITEYATBIO OPTAHU3ALIUA

JOBEPEHHOCTMU (na nonyueHue TOBapHO-MAaTepUATbHBIX [IEHHOCTEN, BEACHUE JIET
B apOUTpaxe U T.1.).

JOI'OBOPHI (o marepuanbHONW OTBETCTBEHHOCTH, IOCTaBKaXxX, MOApPsAaX, apeHie
MOMEIIEHUH, O MPOU3BOACTBE PadOT U T. 11.)

3AJIAHUA (na nmpoekTrpoBaHue 00BEKTOB, TEXHUYECKUX COOPY>KEHUMN, KaTUTAIIbHOE
CTPOUTENIBCTBO, TEXHUUYECKUE U T.JI.).

3AKJIOYEHUA U OT3bIBbI.
NCIIOJIHUTEJIbHBIE JIMCTBI.
KOMAH/IUPOBOYHBLIE YV IOCTOBEPEHNI.
HOPMBUI pacxona.

OBPA3ILIbl oTTHCKOB TmedaTed © MOANUCEH paOOTHUKOB, HMEIONIUX TIPABO
coBeplieHUs] GUHAHCOBO-XO35UCTBEHHBIX OTIEPAIIUIA.

[TMCBbMA rapanTuiiHbie (Ha BBITIOJTHEHUE PabOT, yCIyT | T.1.).

[TOPYUYEHUSA (OromxeTHble; OAaHKOBCKHE;, MEHCHUOHHBIC; IUIATEKHBIC, CBOJHBIC, B
0aHK, Ha MOJTyYE€HNE WHBAIIOTHI CO CYETOB; TIEPEBOJ] BATIOTHI; HA UMIIOPT | T.1.).

[TOJIOXKEHUM S 06 opranuzanusx.

CMETDBI pacxonoB (Ha coaepxaHHe ammapara YNpaBlIeHUs; Ha KaJNbKYJSIUIO K
JIOTOBOPY U T.1.).

COI'JTALLIEHMA.
PEI'JTAMEHTEL

CIIPABKU (nuMuTHBIE; O BBIILJIATE CTPAXOBBIX CYMM; HCIIOJIb30BAHUU OOKETHBIX
ACCUTHOBAHUI Ha 3apIulaTy; O HAYMCIEHHON U MPUYMTAIOIIEHCS 3apIiaTe v T.1.).

YAOCTOBEPEHUS.

IOTATHBIE PACIIMCAHUAL.
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[Ipunoxxenne Ne 18

JlenaprameHT 00pa30BaHus M HAyKH TIOMEHCKON 00JIacTH

IF'OCYIAAPCTBEHHOE ABTOHOMHOE ITPO®ECCHUOHAJIBHOE
OBPA30OBATEJIbHOE YYPEXJEHUE TFOMEHCKOM OBJIACTU
«TOBOJIBCKUI MHOT'OITPO®MJIbHBINA TEXHUKYM»
(CAITIOY TO «Tobonbckuii MHOTOMPODUIBHBIN TEXHUKYM)

YTBEPX/IAIO

[upexrtop
T'ATIOY TO «Tobonbckui
MHOTOIPO(GUIBHBIA TEXHHUKYM»

N.O.Oamums
20 T.
HOMEHKJIATYPA JIEJI
Ha roja
Komu- Cpok
14030 (S ¢
3aroioBOK Jena yecTBO | XPpaHEHHSA U | [Ipumedanus
Acna e Ne ctatbu
110 IEPEYHIO
1 2 3 4 5
01.I'enepanbHas nupeKuus
01-01 [YcraB TexHUKyMa, H3MEHEHUS U [ToctosanHO
JIONIOJTHEHUS K HEMY Cr. 50a
01-02 [ITpoTokonbl  3acelaHUil  IKCHEPTHOMU ITocTosHHO
KOMHCCHH Cr. 180
Ur.no.
Cneuuanuct no Kajapam Iloamuce N.0.Pamunus
COI''TACOBAHO COI''TACOBAHO

[Tporokon DK ITpoTokon IITK
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I'ATIOY TO «To6oabckuit VYnpasieHus no jejiamMm apX1uBoB
MHOTONPOGUIBHBIN TEXHUKYM» TromeHckol o0acTu
oT Ne oT Ne

IIponomkenue npusioxenus Ne 18
Hrorosasi 3anuch 0 KaTeropusx U KoJiu4ecTse e, 3aBeJeHHbIX AeJ B 20 roay

B ['ATIOY TO «To6oabckuit MHOTOTIPOPUIBHBIN TEXHHUKYM

B tom uncne

IIo CPOKaM XPaHCHHUA BCCTO C oTMeTKOU

I1
CPEXOILATITIX «OIIK»

IlocTogaHOTO

Bpemennoro (cBeimre 10 ner)

Bpemennoro (o 10 eT)
BKJIFOUUTEITLHO

Hroro

Cnenuanuct no Kajapam Iloanuce N.0.damunus
Jara

Hrtoroseie cBefieHUs IEPEAHBI B APXUB.

HaumeHoBanue T0MKHOCTH JULIA, IEPEAABIIETO CBEICHUS HOJIINCH N.O0.Damumus

Jlara
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Dopma c600HOU HOMEHKAAMYPbL Oeil
[Ipunoxxenue Ne 19

JdenmapraMmeHnT o0pa3oBanus M HAyKu TroMeHCKO# 001acTH
I'ocynapcrBeHHOE aBTOHOMHOE NpodeccHOHANBHOE 00Pa30BaTEIbHOE YUpPeKIeHHe
TromeHckoi 001acTH
«To0oabcknii MHOTONPOGUIBLHBIN TEXHUKYM
(T'AIIOY TO «Tob0abckuit MHOronpoQuIbLHbINA TEXHUKYM))

Bbyxrajiarepus
(Ha3BaHUE CTPYKTYPHOTO MOAPA3ICICHUS )

JAEJIO Ne 07-02

I'omoBoii Oyxraarepckuii 0TYET TEXHUKYMA
C MOSICHUTEJbHOM 3aIIUCKOI
(Ha3Banue gena)

2017
(mara)

donpg Ne

Omnncp Ne

En. xpanenus
Ha __ nmcrax
XpaHUTH

IIOCTOAHHO
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Obpaszey ogpopmienus 00J104cKU 0elld NOCMOAHHO20 XPAHEHUS.

[Tpunoxenue Ne 20
BHYTPEHHSSA OIIUCH
JOKYMEHTOB JIEJIA Ne
No 1/t Nunexe Jara 3aronoBok Homepa Mpiveuane
JOKYMEHTa | JOKYMEHTa | JIOKYMEHTa | JIMCTOB JIelia
1 2 3 4 5 6
HUroro JIOKYMEHTOB.

HaunmeHnoBaHue JOJDKHOCTHOI'O JIMIa,

(tmpamu 1 IPOIUCHIO)
KommuecTBo j1CcTOB BHyTpeHHeI\/’I OITUCH

COCTAaBMBLICTO BHYTPCHHIOIO OIMUCH
JOKYMCHTOB JA€JIa

Jlara

(1dpamMu ¥ IPOMTUCHIO)

IToanuce

N.O0.®amunus
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Dopma enympennel onucu OOKyMeHmog oena
[Ipunoxenne Ne 21

JIMCT-3ABEPUTEJIb JIEJIA Ne

B nene noammTo u npoHyMepOBaHO JucT (OB)
(1mpamMu ¥ IPOTTUCHIO)

B TOM YUCJIC JIUTCPHLBIC JIUCTHI

IIPOMYILEHHBIE HOMEPA

+ TMCTOB BHYTPEHHEN ONUCHU

Oco0eHHOCTH (PU3NYECKOTO COCTOSIHUS U QOPMUPOBAHMS Jiea NeNe nuctos

(IOMKHOCTB, MOAIUCH, pacmIi(pPOBKa MOIIICH)

Harta
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@opma rucma — 3asepumens oena (gpopmam A4)

['ocynapcTBeHHOE aBTOHOMHOE YTBEPX/JAIO
npodeccuoHaibHOE 00Pa30BaTEIBHOE Jupexrop

yupexaeHue TIoMeHCKo obactu I'ATIOY TO «Tob6onbckuii
«Toboabckuil MHOTONTPO(PUITBHBIN TEXHUKYM) MHOTONPO(MUITBHBIN TEXHUKYM
(FATIOY TO «Tob6onbckuii C.A.TlonsxoB
MHOTOIPO(UIBHBIN TEXHUKYM ) 20 T

JlemapTameHnTa 00pa3oBaHUs U HAYKH
TroMeHCKOI 00J1acTh

[Ipunoxenne Ne 22
®onpg Ne YTBEPXJIEHO
OIINCH Ne [Ipotokon 3acenanus
JIeJ1 TOCTOSTHHOTO XPAHEHUS AKCIEPTHO-MTPOBEPOYHON KOMUCCHH YIPABICHUS
3a roa IO JieJiaM apXuBOB TIOMEHCKOM 001acTH
OT Ne
Ne Kpaitnue | Kon-Bo | IIpumeuanun
Nunexc 3arojoBOK jaeja
/o aThl JINCTOB €
1 2 3 4 5 6
01. PykoBoacTBo
B nanHBIN pa3zen onucu BHECEHO ne,
(tmdpamur 1 IPOITUCHIO)
¢ No o Ne , B TOM YHCJE:
JIUTEpHBIE HOMEPA
MPONYLIEHHBIE HOMEPA
JIOJDKHOCTD MOAIHUCH N.O0.amunms
Jara
COI''TACOBAHO
[TpoToxon DK
T'ATIOY TO «Tobonbckuii

MHOTONPO(DUITBHBIN TEXHUKYM
oT Ne
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Dopma 20006020 pazdena onucu 0ei NOCMOAHHO20 CPOKA XPAHEHUS

['ocynapcTBeHHOE aBTOHOMHOE
npodeccuoHallbHOE 00pa30BaTeIbHOE
yupexaeHue TIoMeHCKo obactu
«Tobonbcknit MHOTOTIPO(ITHHBIHA
TEXHUKYM»

(FAIIOY TO «Tobonbckuit
MHOTOIPO(UIBHBIN TEXHUKYM )
JlemaprameHnTa oOpa3oBaHUs U HAYKU
TromeHnckoit o6nactu

OOH/L Ne

OIIMCDB Ne

JIeJ1 TI0 INYHOMY COCTaBy
3a roj

[Ipunoxxenne Ne 23

VYTBEPX/IAIO
HupexTop
TI'AIIOY TO «Toboabckuit
MHOTONPOGUITLHBINA TEXHUKYM)»
C.A.IlonxsgxoB
20 T.

Nunexc

3aroioBOK Jieia

Kpaiiaue
JIaThl

Cpok
XpaHeHus

Komn-Bo
JINCTOB

[Ipumeyanue

2

3

4

5

6

7

B nanHb1l pa3znenn onucu BHECEHO

Iied,

(T pamMu 1 IPOMUCHIO)

c Ne o No

, B TOM YHCJIE:
JIMUTEpHbIE HOMEPA

IIPOIYILEHHBIE HOMEPA

JIOJKHOCTD

Jlara

COT'JTACOBAHO
[Tporokon DK

IIoAIMUCH

N.0.®©amunug

COT'JTIACOBAHO
[Ipotokon DK
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T'ATIOY TO «ToOonbckut I'BYTO I'A B r.ToGomnbcke
MHOTOTIPOGUIBHBIA TEXHUKYM» oT No
oT Ne

Dopma 20006020 pazodena onucu 0el o TUYHOM) COCMAasy

[Tpunoxenne Ne 24

MNPUMEPHBIN IEPEYEHD
HEPEI'MCTPUPYEMBIX BXOJAAIINX TOKYMEHTOB

Ecnu yxazaHHble JOKyMEHTBHl HOCTYHNWJIM C COINPOBOJUTENBbHBIM HHUCBMOM, MUCHbMa
PETUCTPUPYIOTCA B MOPSAKE, YCTAHOBIEHHOM HWHCTPYKIMEW 110 JAEJIONpPOU3BOJCTBY
OpraHM3aluu.

1. AHKeTHI (pe3toMe), HallpaBJsieMbIe B LIETSAX TPYI0yCTPONUCTBA.

2. byxranrepckue ITOKyMeHTHl (OyXrajirepckas OTYETHOCTb, CYeTa, cuera-(hakTyphl,
aKTbl CBEPKHM B3aUMOpACYETOB, aKThl IMPUEMKHU-IIEPENAaYd OCHOBHBIX CPEICTB, TOBAapHbBIE
HaKJIaTHbIC).

3. T'OCTpl, TEXHMUYECKHE pEIVIAMEHTBI, PYKOBOISAIIME M JApPYyTHE JOKYMEHTHI IIO
TEXHUYECKOMY PETYJMPOBAHUIO U CTAHJAPTU3ALIMY.

4. I'paduku, HapsAbl, 3asIBKU, Pa3HAPSIKH.

5. JlokyMeHTBl (IPOEKThl JOKYMEHTOB), TpeOyrouiue MOAMUCAHUsS (COTJIacOBaHMs,
YTBEPKJEHUS) U MOCIEIYIOLIEro BO3BpaTa.

6. KonkypcHasi JOKyMeHTalUs.

7. HayuHo-TexHHUYECKas U MPOEKTHAsI TOKYMEHTAIUS.

8. Koppecnonnenuus, agpecoBanHas pabOTHUKaM OpraHu3aluy ¢ nometrkou "JInuno".

9. IleyatHble n3aaHus (KHUTH, )KypHAJIbI, TA3€Thl), KATAJIIOI'H, TEXHUYECKas JIUTEpaTypa,
TEMaTHYECKUE U CIIeIUaIbHbIE COOPHUKH, MIIaKaTHI.

10. Ilo3apaButenpHble MNHCbMa M TeJIErPaMMbl, OJIar0JapCTBEHHbIE MHCbMa U
TeJIerpaMMbl, TPUTIACUTENbHbIE OUIETHI.

11. IlpelicKkypaHTBhl.

12. TlpurnacurenbHble OUIIETHI, MPUTIIALICHUS.

13. TIporpaMMbl KOH(pEPEHIINIA, COBEIIIAHUMA.

14. Pexniamublie MaTepuaisl (MUChbMa, TUCTOBKHU, POCITIEKTHI, OyKIJIETHI).

15. Y4eOHsbie 1u1anbl, MPOrPaMMBI.

16. ®opmbl 1 6J1aHKH, B TOM YKciIe POPMbI CTATUCTUYECKON U MHON OTYETHOCTH.
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