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TpeboBanns K opraHA3aHOHHO- CTII 12-93

pacnopsiAuTEIbHON NOKYMEHTAIHH

Jlata BBeaeans 2000-12-01

1 OBJIACTh ITPUMEHEHHA

Hacrosmuii  cramgapr  pacnmpocTpaHseTcs Ha  OpraHM3allHOHHO-
pacnopsaanTelibHyI0 AoKyMeHTanuio (OPJl): nenoBoe MUCHMO, OOKJIANHYIO 3allHC-
Ky, OOBSCHHTEIBHYIO 3aIIHCKY, 3afABJIEHHE, HHCTPYKIOHIO, MOJIOXKEHHE, TOCTAHOB-
JIeHHEe, NPaBHIIO, NpeNCTaBlIicHHe, NPHAKa3, NPOTOKOJI, pelIeHne, aKT, rpapuk OT-
ITyCKOB, KaZI[pOBYIO aHKETY, CTPYKTYPY H IITaTHYIO YHCIICHHOCTD, YCTaB, YKa3aHHE.

Crannapr pa3paboran Ha OCHOBE roCyJapCTBEHHBIX CTAaHAAPTOB Ha YHH(H-
napoBanRyio cucreMy nokyMeHTarnu (I'OCT 6.30-97) u tpe6bopanussmu 'OCT P
HCO 9001

Cranpapr obsa3arenen mis Bcex noapasgenedudt [IHUATICK aM. MenpHHKO-
Ba.

2 HOPMATMUBHLIE CCBIJIKHA

B HacTofieM craHzapre HCHONB30BaHBl CCHUIKH Ha CJACAYIOIHE HOPMATHB-
Hbl€ IOKYMEHTHI:

I'OCT 6.30-97 YHudHOHpOBaHHBIE CHCTEMBI NOKYMEHTAIHH. YHHQHIMPO-
BaHHasl CHCTEMa OpraHH3allHOHHO-PACIOPAAHTEILHON NOKyMeHTauHu. 1peboBa-

HUS K OQOPMIICHHIO IOKYMEHTOB.
IF'OCT P UCO 9001-2001 CmcreMH MeHenxMEeHTa -XadeCcTBa.

swpeboBaHusAa

3 PETHCTPAIIUA U CPOKH UCIIOJIHEHHNS OPT AHU3ALIMOHHO-
PACIIOPAIUTEJIbHOM NOKYMEHTAILIU
3.1 OTBEeTCTBEHHOCThL 3a OpPraHHM3alMIO H NPaBHJIBHOE BECACHHE EJIONPOH3-
BOACTBA, 00ecneYeHne COXpaHHOCTH AOKYMEHTOB B LIEJIOM 10 HHCTHTYTY BO3Jiara-
eTCq Ha KaHUENAPHIO, B IOAPA3NCICHUAX — HA PYKOBOAUTENEH [TOApa3AeNncHUH.

[ — e gl o . M

uHMﬁCK UM MeneHnkona
«3JAPETVNCTPUPOBAH>»
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3.2 B xaHUuensAapuu BCKPBHIBAIOT BCE KOHBEPTHI, O aHAEPONH H HAPYyrue Mnoyro-
Bbie OTTIpaBJICHUS, NOCTYIHBIIME B aJApeC HHCTHTYTA, 38 HCKIIOYEHHEM aJpeco-
BaHHBIX (UITHYHO» JUPEKTOPY MM OOIECTBEHHBIM OPraHU3alHsIM U PETHCTPUPYIOT
IpHCJIAHHBIE B HUX JTOKYMEHTHI.

3.3 Eci ipu BCKPHITHH OOHAPYKEHO MOBpPEXKIAECHHE WIH OTCYTCTBHE NOKY-
MEHTa HJIM IIPHJIOKEHHS K HEMY, KaHIENIpHAsa coobmaer 06 3TOM OTBETCTBEHHOMY
38 HCIIOJIHEHHE NOKYMEHTAa B ITOApa3AciCeHUH, KOTOPHIH IEJIaeT 3apOC O BRICHUIKE
HEJOCTAIOIMX NOKYMEHTOB.

3.4 Ilpu OTCYTCTBHHE Ha JOKyMEHTE aipeca OTHpaBHTENs, a TAKKe B ClIydae,
€CJIM JiaTa ITOYTOBOTO HITEMIIENIS HMEET 3HA4YEeHHEe B Ka4veCTBE AOKa3aTelibCTBa
BpEMEHH OTIPABKH H NMONYYEHHS ROKYMEHT4a, K HEMY ZOJDKeH OBITh IPHIOXEH
KOHBepT. Bo Bcex ocTanbHBIX CIy4asiX KOHBEPThI YHUYTOXAIOTCS.

3.5 Bxoasamyio ¥ HCXOAAMYIO JOKYMEHTAIHIO P EFrHCTPHPYIOT B KAHLENAPHHA
B OTAENbHAIX KHHTAX (IHChMA BEAOMCTB H OpraHH3aIHi, a Takke TenedaKchl).

3.6 Perucrpanuio KOMaHIRPOBOYHEIX YIOCTOBEpEeHHH NMPOH3BOAAT B KaHIE-
JSpMH B OTAENBHOM XYpHaJe IOCie NOANNCH PYKOBOZCTBA.

3.7 Ilocne perucrpauud JOKYMEHTHI pacKiafbkiBaloTCA NO IanKaMm AN nepe-
Jla9¥ PyKOBOACTBY Ha PaCCMOTPEHHE H PE30JIOIHIO.

3.8 JlokyMeHTanH4, xanobu ¥ NHChbMa IIepeNalo T HCIOOJHHUTEIAM B noxpas-
HeJICHHs.

Kareroprueckn sanpermaercs HaNpaBIATh XKaNoOkl Ha PpacCCMOTpPEHHE HAOJDK-
HOCTHOMY JHLY, Ha IEHCTBHS KOTOPOro nojaxa xanooa.

OcranbHbie NOKYMEHTH PacKIaZblBalOTCA MO sUeHKaM moapasfeiieHni co-
INACHO PEe30MOLKY PYKOBOACTRA.

3.9 PyxoBoauTenu B HoApa3fieIeHHAX HHCTHTYT A NOJDKHEI €XXEeAHEBHO MOJTy-
9aTh B KaHIEAAPHH NOYTY, HAIIPABJIAEMYIO B HX aZipec 4yepe3 A9CHKH KaHIe/IIpHH.

3.10 PyxosonuTeimn noapasaescHad obA3aHkI:

paccMaTpUBaTh BCE NOCTYNaKIKe JOKYMEHTH B ICHD HX ITOJIYYEHHUS;

NPHHUMATH MEPHI 10 COKPAMIECHHIO CITYKeOHOU NepenuCKH.

He momyckaercsi nepemuckKka MexXAy NOoxpasfeleHHIMH IO BOImpocaM, KOTO-
phle MOT'YT OBITH pellleHbl OIIePaTABHO, IyTEM JIMYHBIX KOHTAaKTOB WM IO TeleQo-
HY.

3.11 PyxoBoauTens noxpas/ic/IeHNs AaeT KOHKpE THOE NOPYYEeHHE COTPYAHH-
KaM JUIS HCIIOJIHEHHA HOKYMEHTOB. Y4eT JOKYMEHTOB BEETCA B KHATE PErHCTpPa-
MK O0TAeNA. Bce AOKYMEHTH! ¢ KONHeEH OTBETa XPaHATCH B OTHAEJIC B NankKax.

3.12 Cpok ucnonHeHus NOKYMEHTOB HaYHHAETCHd C MOMEHTa €ro perucrpa-
L(HH.

3.13 Cpoxn uCcnonHeRAs JOKYMEHTOB YCTaHABIIH BAIOTCA CIIEAYIOLIHE:

- JOKYMEHTHI BBIIIECTOAIMX opranm3aumuii — 10 ngHe#d WM COriacHO yKa-
3aHHOMY B HHX CPOKY;

- IIpHKa3bl M YKa3aHHA JHPEKTOpPa HHCTHTYTA — COIJIACHO YKa3aHHOMY B

HHX CPOKY;
- TIPOTOKOJIBI COBEILIaHHH — COIJIaCHO YKa3aHHOMY B HAX CPOKY;
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- IHCbMa (OT3BIBHI) YYpEXIEHHM, opraHu3anui ¥ npeanpuataid — or 10
nHe# no 1 mecana;

- OT3bIBhl HA HOPMATHBHYIO JOKYMEHTALMIO (rOCyAapCTBEHHBIC H OTpaciie-
BbI€ CTAHJIAPTHI, CBOABI NIPaBHJI, TCXHHYECKHE YCJIOBHA H T.II.) — N0 1 Mecsaua;

- 3a4BKM Ha H300peTeHHe MHCTHTYTa NOJDKHBI ORTH moaaHesl B Poccuiickoe
[IATEHTHOE BSIOMCTBO B Te€UYEHHE 2 MECANEB CO MAHSA BRIABJICHHSA TEXHHYECKOIo
peIICHHS;

- OT3BIBH Ha aBTOpedepaThl Aucceprammii — He nozaHee 10 gHed no 3amu-
ThI,

- Tenedaxcel — A0 S qHEH, CpovIHEIE — B TeYeHHe IAHA (mpriokeHne B);

- IIPOTOKOJIBI COBELIaHHH — COrJIaCHO YKa3aHHOMY B HHX CPOKY.

4 O®OOPMIIEHME OPT AHM3AITMOHHO-PACIIOPAIUTEJIBHOM
JOKYMEHTAILINHA

4.1 IImceMa cnepyer nedaratb Ha OnaHkax HHCTHTYTa QopMara A4 u A5,
KOMaHAHPOBOYHOE YAOCTOBEpPEHHE, Tele(pakChl, JOKYMEHTAI[MA IHPH 3aUHCIICHHH
Ha paboTy (3asBieHAE, JIMYHAIN JUCTOK M0 YYETy KaApoB, aBToOHOrpadus, KOMHs
C IHILIOMa), 3adBJICHHE O IpeOCTaBlIeHHH OTIycka (ouepeanoro u 6e3 coxpaHe-
HUS COJAEpP)KaHHMsA), CIpaBKa ¢ MecTa paboThl, MPONMyCK Ha BBIHOC MaTEpHAIOB H3
HHCTHTYTA, 3agBJIeHHE 00 YBOJIbHEHHH H JIHCT YBOJILbHEHHS H JP. BRITOJHAIOTCS HA
biaHkax ycraHoB/IeHHOTo obpasua, nirorosienHnle B cooTBeTcTBHE ¢ 'OCT 6.30,
OCTaJIbHEIE JOKYMEHTHI cleflyeT nevatarb Ha Oenoit Oymare ¢popmara A4. Yka3zas-
Hble OJ1aHKM HAXOHATCA MO NPHHAMICKHOCTH B OTAENAX: MAIIHHONHCHOM O10pO,
KaHIeJISpHH, OTAENE KaapOB.

4.2 B noxyMenTax, oQpOpMIECHHNX Ha ABYX H OoJiee cTpaHMIaX, Bropasd H
nocyeAylo#e CTpaHuIlbl JOJDKHE ONTh IPOHYMEPOBAHAI.

HoMmepa cTpaHHIl NPOCTaBIAIOTCA B MPaBOM BepXHEM yriay apabckumHu mu-
paMH.

4.3 Texct nokymeHToB Ha OnaHkax ¢opmara A4 meyaTtaloT 4epe3 mojaTopa
MEXCTPOYHBIX HHTEpBaia Ha Onankax ¢opmara AS — depe3 OOHH MEXCTPOYHEIH
HHTEpBAaJ.

TexcTnl JOKYMEHTOB, NMOATOTABIMBAEMBIX K THHOIpaCcCKoMy H3JaHHIO, RO-
IIyCKaeTcs Me4aTarh yepes ABa MEXXCTPOYHBIX HHTEpBaJa.

4.4 Pacnonoxeane u cocraB pekBu3uToB (0T 01 10 29) npuBeaeHs! Ha OnaH-
Ke HHCTHTYTA (npuaoxenHe A). Jing ocTaNbHBEIX HOKYMEHTOB, BBITOJHEHHHIX Ha
benoii bymare, pacnonoxeHne peKBU3HTOB AHAJIOTHYHOE.

4.4.1 laTo#t noxyMeHTa ABJIAETCA AaTa €ro NOAMHCAHHUA HIIH yYTBEpXICHHS,
JJIA OPOTOKONA — IaTa 3aceaHns (IPHHATHS PemISeHHA ), [IA aKTa — AaTta COOBITHS.
Ecmu aBTOpaMM NOKyMEHTa SBJIAIOTCH HECKOJNBKO OpraHM3andil, TO JaTod NOKy-
MEHTA ABNAETCS HanOoJee No3AHAA AaTa NOAIIUCAHHS.

Haty nokymenta (pexu3ut 01) odpopMusioT TpeMs nmapamMu apadbckux uadp B
caenyrome# nocnenoBaTeIbHOCTH: eHb Meciala, Mecal, roa. Hampumep, naty 5
saBapa 1998 r. ciexyer odopmiuats 05.01.98.
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Jlonyckaerca odopMiieHHE NaThl B CJAEAYIOWIEH TOCI€A0BATEIbHOCTH, TOA,
MECsiLl, JCHb MECALIA.

Ilppy noaroroBke HOPMAaTHBHBLIX H (PMHAHCOBBIX HOKYMEHTOB AONYCKaeTCA
cnoBecHO-LMpoBOH cnocod odopmaeHus narel (6€3 kaBpiuek), HanpuMmep: 1 map-
Ta 1998 r.

4.4.2 PexBu3ut 02 «PerucTpainoHHbIH HOMEP HOKYMEHTa» COCTOHT H3 MH-
JAEKca NMoapasAcieHU HHCTUTYTA M Yepe3 THPE NOPAAKOBOr0 PErHCTPalMOHHOIO
HOMEpa JOKYMEHTA.

Hunexcs noapasaeneHui HHCTHTYTa OPUBEAECHBI B IPWIOXKEHHH b.

4.4.3 Pexsusutsl 03 u 04 «Ccbuika Ha perucTpany OHHBIH HOMEp H Aaty J0-
KyMEHTa» BKJIIOYACT PErHCTPAlHOHHBIA HOMEP M ATy, YKa3aHHBIC B JOKYMEHTE
OpraHu3anuer, COCTaBUBINCH WIM M3AABIICH NOKYMEHT, Ha KOTOPHIH maercs OT-
BET.

4.4.4 Pexsusurnl 05 «I'pud orpanmyeHns JOCTyna K JOKYMEHTY» (CEKPETHO,
KOHPHUACHLMAIIBHO) MPOCTABAIOT HAa NEPBOM JIMCTE AOKYMEHTA.

4.4.5 loxyMeHT agpecyror (pexBu3uTt 06) opraHu 3anuM, €€ CTPYKTYPHOMY
NoApPa3sAECNICHHIO WIH KOHKPETHOMY JAODKHOCTHOMY WIH QU3HYECKOMY JIHLLY.

HanMeHoBaHUA OpraHM3aliy U €€ CTPYKTYPHOIro NOAPa3AC/ICHUA YKa3hiBAIOT
B HIMCHUTEJIbHOM MAJCKe.

JIOMKHOCTS JIMIIA, KOTOPOMY aApPECOBaH AOKYMEHT, YKa3biBalOT B AATCILHOM
nanexe, Hanpumep,

I'occTpoit Poccun
YnpasneHue I naBTeXHOpMHPOBaHHA

HaganpHHUKY
Ilerposy B.H.

B cocras pekBu3uTa «AApEcaT» MOXET BXOAMTH NMOYTOBBIA agpec xoppec-
NOHIACHTA.

AIpec HE NPOCTAB/IAIOT HAa ROKYMEHTaX, HaMNpaBld€MbiX B NPaBHTENILCT-
BEHHBIC YUPCKICHHUA.

JIOKyMEHT He NODKeH coaepxkare Oonee deTnipex axpecoB, B NPOTHBHOM
ClTy4ae COCTAB/IAETCS COHCOK PACCHUIKM H Ha KAXAOM AOKYMEHTE YKa3bIBaeTCA

TOJLKO OAMH aapec.
CnoBO «xonus» nepes BTOPBHIM, TPETbMM, YETBEPTHIM ANpEeCcaTOM HE Ipo-

CTaBJIAIOT.

4.4.6 I'pud yrsepxnennsa (pexsusut 07) cocroutr m3 cnoa YTBEPXAKO
(be3 kaBbIuEK M JBOCTOYHA), HAUMEHOBAHHMA JHOJDKHOCTH JIMLA, YTBEpAMBUIErO A0~
KYMEHT, HAaUMCHOBAHUSA OPraHM3aliMH, €CIIH OHO HE BXOAMT B COCTaB PEKBH3HTOB
OnaHka, THUHOH NOAIMHUCH, €€ paCIH(PPOBKH H A3THI.
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Hanpumep: YTBEPXKIAIO

HauansHHK YnpasneHus [ 1aBTeXHOPMHPOBAHMA
I occTpos Poccuu

JInunas noanucy B.A.Hukonaes
21.10.00

Ilpn yTBEpXACHUM NOKYMEHTA NMOCTAHOBNEHHEM, PELIEHUEM WIH NPHKA30M

rpud yreepxacHus obopmnsercs no cieaymouieii popme:

YTBEPXIEHO

[PUKA3 AUPEKTOPA HHCTHTYTA

ot 12.11.00 Ne 74

['pud yrBepxaeHns NOKyYMeHTa pacrioiaraioT B IPaBOM BEPXHEM YTIIY.

447 B pexsusure 08 «Pezomonusa» ROMKHB ObITh yKa3aHbl. paMuius M
HHHULHAJIbL UCNIOJIHUTENS, KOTOPOMY HANpaBiAeTCa NOKYMEHT, MOPYYECHHE MO HE-
MY, IIOANHUCH PYKOBOAMTEIA U AaTa NOLMHCAHUA PE30IOLMH.

Ecan yka3zaHue naeTcs HECKOJbKHM JOJKHOCTHBIM JIMLIAM, TO OTBETCTBEH-
HOCTBb 33 HCHOJIHEHHE NOKYMEHTA B LIEJIOM ABJIAECTCA NEPBOE AODKHOCTHOE JIULIO,
YKa3aHHOC B pe3omoumH. OTBETCTBEHHBIM HCIOJIHHUTENDL 00s3aH CBOEBPEMEHHO
3HAKOMHTB BCEX COMCIIOJIHUTENIEH C MOPYYEHHUEM PYKOBOACTBA IO NOIATOTOBKE CO-
OTBETCTBYIOLUHMX Pa3ieOB JOKYMEHTA. ‘

Ecnu obvem pexsusutoB 05, 06 u 07 He mo3BOJiIsieT Pa3sMECTHTh HAa ITOM
nnowaan peksu3nT 08, TO ero aomyckaercs pacnonaratb Ha moOod cBOOOAHOH
[UTIOINAH JIMLUEBOHA CTOPOHBI JOKYMEHTA KPOME MNOJICH.

4.4.8 PexBusur 09 «otmMeTka o KOHTpOa€e». PykoB 0ACTBO mpocTapyisieTr OykBy
«K» KpacHbpIM KapaHAalllOM Ha JOKYMEHTAaX, B3ATbIX HA KOHTPOJIb.

4.4.9 PexBusut 10 «3aronoBok kK TeKcTy», Kax 1p aBHJIO0, HAUHHAIOT C MIpel-
aora «O» (0 yeM pokymeHr), Hanpumep: «O BHeapenun CTI1 10-00».

4.4.10 Texcr noxymenToB (pekBu3HT 11) cneayer cOCTaBIATh KPATKO, YETKO,
He AOMyCKasA pa3z/IHYHKX TOJKOBaHHH.

B nucbMax HCNOJB3YI0T Cneayowue GopMbl HJIOKEHHUA

- OT NEPBOro JIMLlA MHOXKECTBCHHOIO YMCIA («MPOCHMM HANpaBHTH», «Ha-
pasjiicM Ha PaCCMOTPEHHEY ),

- OT INEpBOro JMUA E€AHMHCTBEHHOro 4Hcaa («CYHTaI0 HEOOXOAMMBIMY,
«NPOILY BHIJCIIUTHY);

- OT TPETHEro JMUA €AMHCTBEHHOr0 YHCAa ( KMHHHCTEPCTBO HE BO3paAXKaET»,
« [ THUHUIICK nM. MenpHHKOBaA CUHTAET BO3MOXHBIM»).

B pacnopsaMTenbHbBiX AJOKYMEHTaX (NpHKa3, pacCnopsiXeHWe M T.A.) OpraHH-
3aLMH HU3INIOKEHHE TEKCTa AOJDKHO MATH OT NEPBOro JMUA €IHHCTBEHHOro 4Mcla
(«IIPHUKA3BIBAIOY, (IIPEIUIAralo», KIPOLIY»)

TekcT npoTOKOJIa M3NAraldT OT TPETHErO JIMLUA MHOXECTBCHHOIO 4mMcCa
(«Cnyluanuy», «BBICTYNIWINY, KTTIOCTAHOBWIIMY ).

B noxkyMeHTax, yCTaHaB/JIHBAIOWIHX NpaBa H OOA3aHHOCTH OPraHH3allHH, €€
CTPYKTYPHBIX Nojapa3zeneHuii (onoxeHue, HHCTPYKIHA) HCNONb3YIOT GOpMy H3-
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JIOXKEHHUA TEKCTA OT TPETHEro JIHUA €AWHCTBEHHOr0 MJIM MHOXECTBEHHOIr0 4Mcia
(«oTaen oCyiecTBaseT PyHKUMHY», «B COCTAB OOBEAUHEHHUA BXOAAT», «KKOMHUCCHSA
YCTAHOBIJIAR ).

4.4.11 Ecnu noKyMeHT HMeeT nNpunoxkeHne, To pek BH3UT 12 «OTMmeTka 0 Ha-
JIHYUH NPUNOKEHU» opopmisaioT no popme: «IIpunokenue: Ha 2 n. B 1 3k3. Ecam
JOKYMEHT HMEET NPWIOKEHHA, HE HA3BAHHbIE B TEKCTE, TO HX HAUMEHOBAHHE HE-
00XOHMO MEPEUHCIIHTD C YKa3aHHEM KOJIHYECTBA JIMCTOB B KAXKAOM TMPUIO0KEHUH
1 YUCNa UX IK3EMIUISPOB, HANpUMeED:

[Ipunoxenne: 1. 3ameyanus x npoexkty F'OCT Ha 12 1. B 1 3k3.
2. 3ameuanns x npoekty TY Ha 10 1. B 1 3k3.
Ecnyu Kk JOKyMEHTY npwiaraercs JOKYMEHT, HMEIONMii MPIWIOKECHHA, TO OT-
METKY O HAJIMYHMH MPUII0KEHNA 0QOPMIAIOT no popMe:
IIpunoxenue: nucemo I'occtpos Poccun ot 12.03.00 Ne 02-4/156 n nmpunoxenue
K HEMY, Bcero Ha 11 n.
Ecnu npunoxeHnue HanpaBiAOT HE BO BCE YKA3aHHBIE B IOKYMEHTE aJpeca,
TO OTMETKY O €ro HaJIMUuH OQOPMIISIOT CIEAYIONIHM 00pa3oMm:

IlpunoxeHue: Ha 3 n1. B 5 3k3. B nepBhii aapec.
4.4.12 Ilpn opopmnennn nokymenra Ha 6nanke B pexsusute 13 «lloanuce»
HaUMEHOBAHHUE OPraHM3alii HE YKa3bIBalOT, HANPHMED:
Hdupexrop JInyHas noaAnucCk B.B. Jlapnonos
B noxymenrax, odopMieHHbIX He HAa Oj1aHKe, HAHMEHOBAHME OPraHM3alUHH

BK/JIFOYAIOT B COCTaB HAUMEHOBAHHA JO/DKHOCTH.
[Ipy noanucaHMM NOKYMEHTA HECKONBKHMH JOJDKHOCTHBIMH JIHLIAMH HX

MOANHCH pacnojiaraioT OAHY MOX APYroé B NMOCIEA0BATEIABHOCTH, COOTBETCTBYIO-
e 3aHUMAEMOUN JOHKHOCTH, HaNpUMep:

Jvpekrop JInyHag nOANKUCH B.B. JIapuonosB

[ naBuui# Oyxranrep JInynas noanuce T.®. Masaesa

[Ipn noanmcanuy NOKYMEHTa HECKOJIBKHMH JIMIIaMH PaBHBIX AOKHOCTEH
HX NOJANUCH PACnoarar0T Ha OAHOM YPOBHE, HAIPUMED:

3amecTuTEeNb AUPEKTOPA 3aMeCTHTENIb AUPEKTOPA
BHHUHCranaapra I[THUHUIICK uM. MenbHHKOBA
Jluynaa noanuce E.O.Koros Jluunas noanuce I .I1.Kanpakos

B nokyMeHTax, COCTaBJICHHBIX KOMHCCHEH, YKa3hiBalOT HE AOKHOCTH JIHIL,
NOANHMCHIBAIOIMX JOKYMEHT, @ HX 0043aHHOCTH B COCTaBE KOMMCCHH, HanpHMep:

Ilpencenarens kOMHCCHU JInyHas noanuch H.B. Iletpos
UneHsl KOMHCCHH JInuHaa noanKuCkH A.C. Ceprees
JIMYHAad NOoaIMHCH H.K.CmupHOB

Huxe noamucy B AOKYMEHTE MPOCTaBIACTCA AaTa NOAITHCAHHA.
JlokymeHT MOXeT OBITh NOANMCAH HCNOJHAOWUM O043aHHOCTH AO/IKHOCT-

HOrO JIHIA ¢ YKa3aHHeM ero ¢akrrueckoii momxHocTH M ¢damuwnuid. [Ipu 3tom He
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AOMYCKAETCA CTaBHUThL NMPEAIOr «3a», NOANKUCH OT PYKH «3aM» HAH KOCYIO HEPTY
nepea HaHMEHOBAHHEM JOHKHOCTH.

4.4.13 ' pud cornacosanns mokymeHTta (pekBu3uT 14) ciaeayer pacnosiararb
HWKE PEKBU3UTA NOANKCH WKW HA OTACNBHOM JIMCTE COTNIACOBAHUA.

I'pud cornacosanus cocrout u3 ciaosa COI'JTACOBAHO, HaumeHOBaHHA
JOJIKHOCTH JIHL{@, C KOTOPHIM COIJ1ACOBLIBAETCA AOKYMEHT ( BKJIIKOYasi HAUMEHOBa-
HHE Opra’Hu3auuH), IMYHOR NOANKUCH, €€ paclIMPPOBKH U AaTbl, HANPUMEP:
COI'NMACOBAHO
HavanbsHuK YnpasneHus
xaapoB [ occTpos Poccuu
JInyHaa noamuce A.A.HUsaHoB
20.10.00

Ecnu cornacoBaHue OCYLIECTBAAIOT MHCbMOM, NMPOTOKOJIOM H Ap., rpH¢ CO-
rnacopaHuda oQopMILIOT O cnenyoieii gopme:
COI'’TIACOBAHO
[Incemo I occtposa Poccuu
ot 30.10.00 Ne 41-805
WJIH
COI'JTACOBAHO
IlpoTokon 3acenaHus
Habmonarenbsnoro cosera
IHHHUMUTICK um. MenpHKOBa
ot 21.06.00 Ne 10

4.4.14 Ucxonamme JOKyMEHTH BH3HPYIOT (PEKBH3HT 15) Ha KOmnHH, ocTalo-
HIEMCsA B OpPraHn3anumn.

BHyTpeHHMEe JOKYMEHTbI (IPHKa3bi, MOJIOKEHHS H IP.) BUH3HPYIOT Ha NEPBOM
IKISMIULAPE.

Bu3bsl pasMelialoT Ha JIMUEBOM CTOpOHE JiMcTa. B ciyyae HEoOXoauMOCTH
YKa3biBaIOT HAMMEHOBAHUE AOHKHOCTH ¥ paciidpoBKY NMOANMMCH JIUL, BUSHPYIO-
X JOKYMEHT.

4.4.15 Ilpu 3aBepeHHH TOKYMEHTA HIH €ro KONHM mnedartsio (pekBu3dT 16) ee
CNeayeT MpOCTaBIATL TAKUM 00pa3oM, yToOpl OHA 3aXBaThiBalla 4aCTh CJIOB Ha-
HMEHOBAHHUA NAOJDKHOCTH, JIMIIA, HOANMCABUIEr0 JOKYMEHT, HApUMEP:
3aM. MHHHCTpA JInuHaa noATMCH H.P. Iletpos

4.4.16 Konuu noKkyMeHTOB 3aBepAiOT (PEeKBH3HT 17) MPOCTABIEHHEM HHIKE
PEKBU3UTA «NOAMMKCH» 33aBEPUTEIbHON HAANMCH «BepHO», HAMMEHOBAHHUA HOJDK-
HOCTH COTPYJHHKA, 3aBEPHBLIET0 KOMHUIO, €ro JIMYHOK MOANHUCHIO, €€ PacCIuudpOB-
KH M JaThl 3aBEPEHHA, HAIIPHMED:

BepHo
C1. HHCDIEKTOD JIn4yHaa noAnHce B.HU. UBaHoB
21.06.00



CTII 12-00

I1pn nepecpulke KONMH B ApYTHE YUpEXKAEHUS HIIA Bbljade €€ Ha PYKH IOJ-

IIACh 3aBEPUBIIEIO KOIIMIO YAOCTOBEPAIOT IIeYaThIO.

4.4.17 Ot™meTka 00 ucnonHurene (pekBus3ut 18) BKItouaeT daMUIHIO (WK
(paMHUIIHIO, MMs1, OTYECTBO) UCIIOJTHHATENA NOKYMEHTA X HOMED ero TejieoHa.

OrMeTKy 00 HCNONMHUTENE pachoaraloT Ha JIHLIEBOH HIH 000POTHOMH CTOpO-
HE MOCJICTHEro JIMCTa JOKYMEHTA B JIEBOM HH)KHEM YIIIy, HalIpUMeEp:

Iletpos 501! IlerpoB ViBaH BacunbeByud

924 45 67 924 45 67

4.4.18 «Or™MeTKa 00 HCIIONHE HUYM JOKYMEHTa» (peKBHU3UT 19) HOMKHA BKIIO-
yaTh ciioBa «llanka Ne 29» unu kparkue cBemeHHss 00 HCIONHEHUH NOKYMEHTA,
€CIH OTCYTCTBYET CHELUHABHBIH HOKYMEHT, CBHAETEIBCTBYIOIUHA 00 HCHOJIHE-
HHH, HanpuMep: «Bornpoc peleH no renedoHy ¢ 3aM. Ha4aJIbHUKA TE€XHUYECKOTO
ynpasineHus VisanoseiM A .M. 10.11.00» ¢ moanucero HCNOJIHUTEA.

4.4.19 Ot™Merka 0 MOCTYIJIEHHH JOKYMEHTa B opraHu3anuio (pekBu3ut 20)
MPOCTaBJACTCA B BHJEC INTaMIIa, KOTOPEIM COAEPKUT NOPAAKOBBIH HOMED, JaTy IO-
CTYIUIEHHSI JOKYMEHTa ¥ NNOAIUCH 3aB. KaHUENAPUEH.

5 O®OPMIJIEHUE U OTITPABKA UCXOJAILEU NOKYMEHTALIMU

5.1 Ilompa3neneHuss MHCTUTYTa HOJDKHBI NPOCTABHTH HAa MCXOIAIIEH HOKY-
MEHTallUH HHAEKC NOAPa3AeNICHU, MeCsL| ¥ IO OTIIPaBKH.

[loppa3snenenus, NPOU3BOAALIME PACCBUIKY HOKYMEHTOB, HOJDKHBI IIPOBECTHU
NPOBEPKY 'OAHOCTH U CPOKA HX NEUCTBHS.

Pacceinka yctapeBuiei H HeleHCTBYIOLIEH JOKYMEHTAUUH He OITYCKaeTcsl.

5.2 OdopmiieHHBIE U TNOAI HCAHHBIE PYKOBOACTBOM JOKYMEHTHI CIalOT Ha
OTIIPaBKY B KaHUEJAPHIO.

5.3 Ilepen oTnpaBKOil JOK YMEHTOB COTPYAHHK KaHUESIIAPUU JOJKEH:

[pOBEPUTH HATTMYHE IIPUTTIOKEHUM, IOAIIUCEN, BU3;

Ha KaXJOM UCXOMSILEM JOKYMEHTE U KOIMUIX IPOCTABIISIOT AaTy OTIIPaBKH H
UCXOAAIIMHI HOMED.

5.4 Ilocne oTnpaBku JOKYy MEHTAlMM COTPYAHMK KaHLEISIPHMHA PacKIIaJbIBacT
KOIIMHA JOKYMEHTOB B SfYEHKH NMOApA3ACHCHUNA HHCTUTYTA.

5.5 Ecnu goKyMeHT nepeaaeTr aapecary HenoCpeACTBEHHO, TO Ha KOITHH, OC-
TAlIOLICHACS B MOApPa3ZICJICHUH, MOJIyYaTelb paCIHChIBAETCA 3a INONYYECHHBIH NOKY-
MEHT C YKa3aHHEM HaThlI IIOJIYYEeHUI U NODKHOCTH.

5.6 Ilpukassl mo HHCTUTYTY OQOpMIISET OTAEN KaapOB C PErucTpaiierd HO-
Mepa ¥ JaThl, NOCHEe Yero B HEOOXOAMMBIX CIIy4asxX MX IepearoT Ha pa3MHOXEHHE
INA noApasieneHUil HHCTUTYTA.

6 KOHTPOJIb 3A UCIIOJIHEHMEM JOKYMEHTAILIMHA

6.1 Konrponp 3a CpokaMH HCIONHEHHS IOKYMEHTOB OCYIIECTBIIAET 3aBe-
OyIoljas KaHLIEIApUEM.
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6.2 KoHuTpons obecneunBaeTcs cobmoieHHueM:

- NOpsAJKa MIPOXOXAECHHSA TOKYMEHTOB;

- COCTaBIIEHHUA U OQOPMIICHHS TOKYMEHTOB,;

- OpraHH3alMy y4eTa U ITOMCKAa JOKYMEHTOB.

6.3 3aBenyroias KaHuens pueii 00f3aHa NPOBEPATH X0 MOPYYEHHH U B CIIy-
Yyae 3a7epKKH HHPOPMUPOBATE PYKOBOICTBO.

6.4 Vcnonautenu obs3aHbl COOOLIATh CBENEHUS O XOI€ MCIIOJHEHHUA HOKY-
MEHTOB B COOTBETCTBHH C 3alPOCAMH COTPYIHHKOB KaHIIEIAPHH.

6.5 PyxoBoautenu noapasaeneHuii HECYyT NMEPCOHAIbHYIO OTBETCTBEHHOCTH
3a CBOCBPEMEHHOE ¥ KaYeCTBEHHOE BHIOJIHEHME IIOPYYCHHBIX 3aJaHNM.

7 XPAHEHME OPI"AHU3AILIMOHHO-PACITIOPAIUTEJILHOU
NTOKYMEHTAIIMU

7.1 OP[] ¢opmupyIOT ¥ XpaHAT B nogpasaciacHuiIX (B namkax) no o6nekram
IPOEKTHPOBAHUSA UM KUIEHAAPHOMY HCUYHCIICHHUIO.

7.2 Ilpukaspl, NOCTaHOBJIE HUM, LIUPKYJIAPHBIE ITUCEMa, HHCTPYKLHMH U JpyTHE
JOKYMEHTB! BBIIIECTOAIUMX OpraHu3aluii GOpMHpPYIOT M XPaHAT IO IPpHHAJIEK-
HOCTH B NOApa3aeICHUAX.

7.3 JIOKYMEHTEI, HCXOASIIHEe OT PyYKOBOACTBA, GOPMUPYIOT U XPaHSAT B OTAE-
Jie KapoB.

7.4 IIporoxonel 3acegqanu it HTC popmupyeTr u XpaBHT yueHbIi ceKpeTaphb.

7.5 IluceMa, 3asBiieHHs M XajnoObl TPyAsSIIUXCH (GOPMHPYIOT M XpaHST IO
NPUHALJIEXXHOCTH B IPO(PCOIO3ZHOM KOMHUTETE, OTAENE KaApPOB WM B rnojpasieie-
HUAX.

7.6 HaumeHOBaHHs mankaM MIPUCBAaHBAIOT MO0 BHJAM IMOAIUIMBAEMBIX B HHX
JNOKYMEHTOB (IIPUKAa3kl, MPOTOKONBI U T.J.) WIHA O COAESPIKAHUIO BONPOCOB.

7.7 I1pu popMuUpoBaHAH JOKYMEHTOB B IaNK{A HEOOXOAUMO:

M3BIMaTh JIMIIHUE 3K3EMIUIAPBI X YEPHOBUKM JOKYMEHTOB, YAAIATH CKPENKH,

TpYIIHPOBATh B NANKN JOKYMEHTHI OJIHOT'O Iojia;

NOKYMEHTBI B IallKaX pacrojaraTe B XpOHOJIOTMYECKOM MNOpAAKE IO JaTaM
HCIIOJTHEHHUS, IOKYMEHT — OTBET IIOMEILATh Ieped JOKYMEHTOM — 3alIPOCOM;

HE MOALIMUBATEH B IaNKe HEHUCIOMHEHHbIE JOKYMEHTHI U JOKYMEHTBI, HA KOTO-
PEIX OTCYTCTBYIOT OTMETKH 00 HCNONHEHUH, HeOOXOAUMBbIE NOAMNUCH, BU3EI, NATHI
¥ HOMEpa;

IpHUKA3bl 110 JIAYHOMY COCTaBy (pOpMHpPOBaTh OTAEIBHO OT IPHUKa30B IO OC-
HOBHOM IE€ATEIHHOCTH.

7.8 Packnagka JOKYMEHTOB IO NalkaM AOJKHA MPOHU3BOAMTHECA B JIEHb HX
MCIIOJTHEHMS HITH He MO3AHEe CIICAYIOLIEro JHA.

Heo6xomumo cienuth, YTOOB! HOKYMEHTHI, NTOMEINAINCH B NANKy CO BCEMH
NPUIOKESHUAMH.

7.9 Ilpuxa3sl, IPOTOKONMEI (POPMHPYIOT IO HOMEpaM, HauMHas ¢ Oojiee paH-
HHX MO JjaTaM (4HuciaaM, MecslaM) U KoH4Yas OoJiee Mo3JHUMH.
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OO6patHblit XpOHONOrHYECKHH NOPAAOK PACNOJIOKEHUA NOKYMEHTOB I0NnycC-
KaeTcsa npu GOpMHPOBAHHMH Zi€l1 BPEMEHHOTO CPOKa XpaHEHHA (Ha CKOpOCLUMBaTe-
nax).

7.10 AKTH Ha YHHYTOXEHHE NOKYMEHTOB C HCTEKIUHMH CPOKaMH XpPaHEHHS

YTBEPKIAET IKCNEepTHas KOMUCCHA. CaMOBOIBHOE YHHYTOXEHUE NOKYMEHTOB Ka-
TErOPHYECKH 3alpeliacTcs.
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[TPHIOXEHHUE A

(CnipaBo4HOE)
PacrionoxeHHe H COCTaB PEKBH3HUTOB Ha OJIaHKE HHCTHTYTA.

HEHTPATBHAH OPIAEHA TPYIOBOIO KPACHOIO 3HAMEHH HAYYHO - HCC.IEJOBATE.IBCKHH H
NPOEKTHHII HHCTHATYT CTPOHTEJIBHRIX METALIOKOHCTPYKIMH wm. H.I. MEIBHHKOBA

IIHAUTIICK

umMm. MEJIBHUKOBA
(OcnoBad B 1880 r.)
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Poccutickas Peoepayus, Tearepon: 128-57-86
117393, Mockaa, Teaecpagp: MOCKBA BALAHA
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[MIPUJIOXKEHHUE b
(CnpaBouyHoe)

Hunexcel noapasneneHuii HHCTUTYTA
HaumeHnoBauue noapasneneHum
MOJIHOE

HUunaexceol

COKpaIllEeHHOE

1. PykoBOoacTBO

2. Otoen 3Kcrutyarauiid M peMOHTa 34aHMii U co- | OOP3
ODYXKEHHUH

3. Otaen NpOMBILUIEHHBIX H TPaXIAHCKHX COOpPY-
XEHHH

4. Oraen NpoTAXKEHHBIX MHXXEHEPHMX coopyxennii | OITPUC-]
Ne |
5. Otaen rnaBHBIX CNEIHATHCTOB Oorc

OTCII

] I”“.-I.I

Orac

6. Oraen THNM3aLMM H COBEPIICHCTBOBAHHA MPO-
punen
7. MaummHonucHoe 61opo

pread
N

fmad vl

8. Otaen KOMIUIEKCHOM MeXaHH3alMHd H asroMmatH- { O
3allHU MPOM3BOACTBEHHBIX IIPOLIECCOB

9. Otnen u3yuenms aeiicTBurenbHOl pabore koH- | OOU
CTPYKLUMH

10. Otaen uccrnenoBaHMA LMKIMYECKOH M XPYIIKOM -
DOYHOCTH CTPOHUTENBHBIX META/UIOKOHCTPYKLMH

12. Otnen pasMHOXkeHHA, OPOPMIICHHA M BBIITYCKA

HAYYHO-TEXHHYECKOH NOKYMEHTAUMH H U3ACIHUHI

HCHTT

14. Otnen koHCTPpYKUHH CBA3H H HePTen0OBIYH

—
Nh

N N
— | O

15. Otaen AMCTOBBIX KOHCTPYKLHMHA
033C

17. Otaen xoHCTpykumii 3Hepretuueckux ycraHo- | OKIC
BOK H CNICLIHAJIbHBIX COOPYXKECHHH
18. Otaen nmpocTpaHCTBeHHBIX M JIETKUX KOHCTPYK- | OIIK-2
L Ne 2

19. Otaen npocTpaHCTBEHHBIX H JErkux KOHCTpyk- | OILIK-3
LUHA Ne 3

20. Otaen uccnenoBaHMsA KOPPO3MHM CTAIH M 3alllU-
ThI KpEenexa

16. Otnen ’3xkcnepTr3sl 3aaHMI H COOPYKEHHMIHA

O
A
o
" N
= N

Lo
N

OHUCK

Q0

TS
o0

—
N
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21. Oraen koopAMHALMHM IKCTEpUMEHTanbHbIX MC- | OKOH
Clea0BaHUH
22. Oraen TeXHHYECKOro KOHTpoas M auarHoctHku | OTK ]
JIMCTOBBIX METAJLUIOKOHCTPYKLIUH
23. Otaen aBromaru3auuy npoektupoBanus 3naHui | OAIT
H COOPY)XXEHHH
24. Otaen BBHIMHCIMTENBHOH TEXHMKH M 3KOHOMH- | OBTIP
YECKHX PacueToB
25. JlabopaTopusa kOppo3MH M 3amiMThl cTpoHTENh- | JIK3
HbIX METAJUIOKOHCTPYKUHH
26. Otaen craHaapTH3ALNH

27. Otaen pe3epByapHbIX KOHCTPYKIIHMA OPK

l I
@

28. Otaen ofcnenoBaHus M AMArHoCTHKHM pesepmy- | OJIPK
aPHBIX METAJUIOKOHCTPYKLIUH
29. Jlaboparopus HccnenoBaHuii 3alIHTHRIX MeTan- | JIM3MI]
JINYECKUX MMOKPBITHH

30. Otaen KOOpAMHALIMH H CTPOHTENBCTBA 3NaHHI H
COOpPYKEHHH

31. Peectp akunoHepoOB

OKC

>

32. Oraen 3ne€KTPOHHO-MHKPOCKONMMYECKHX MeTo- | OOM
JI0B HCCNEAOBAHUM CTANCH
33. Otnes ceiicMOCTONKOCTH KOHCTPYKIIHIA

3
=

34. KaHuenapus

35. 1 otnen

36. Texunueckuii apxus
37. Otaen xagpos

38. byxranrepus
39. OHTH

40. Otaen MaTepHaATbHO-TEXHHYECKOrO CHa0XEHHUA

=

A
@

O

41. IlarenTHaA ciryxkba

O

42. PaMeHCKkas 3KCNEPHMEHTATHLHO-NTPOU3BOACTBEH- | POITD
Has 0a3a

43. IOpuanyeckas ciyxba

S
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[ IPUJIOXEHHUE B
(CapaBouHoe)

Dopma Onaxka tenedakca HHCTUTYTA

AO3T NIHHUUNIICK = DakcumunvHoe coobwyerue N Jlara:
Qakc: 960-22-77 Tenedgon: 128-77-77 Kon. msucTos:
E-mail: stako@online.ru Ham ca#t http://webcenter.ru/~stako/

 Kyma: 0000000000000 |Kowmamms: | 000000
_ ®ake: | 00000000000 [ Temebom :| 000000
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OOparHblii XpPOHONOrHYECKHH MOPAJAOK PacnojioKECHUS NOKYMEHTOB JAOIYC-
KaeTca npu GOpMHPOBAHHH €1 BDEMEHHOTO CPOKA XpaHEHHA (Ha CKOPOCLUHBATE-
JIAX ).

/.10 AKTbI Ha YHHYTOXEHHE NOKYMEHTOB C HCTEKILIHMH CPOKAMH XPaHEHHS
YTBEPKAACT IKCNEpTHas KOMHUCCUA. CaMOBOJIbHOE YHHYTOXKEHUE AOKYMEHTOB Ka-

TErOPHUYECKH 3anpeiacTcs.

3aM. IMpPEKTOpPa HHCTHTYTA Zer [ .Il.Kanaakos

Hayanbruk OC % _( ~— C.Hh.boukosa

3aB. KaHLENAPHEH M r3.M.IOcy¢-Ba.ue

Hcnonnurenu ‘%;,7/ H.11.bepe3una
e
49./4}5 JI.IL.T opneesa

10
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OOparhblit XpoHONOrHyeckuii NOPAAOK PacnosIOKEHHA NOKYMEHTOB AOnyc-
Kaerca nmpH GOPMHPOBAHHH A€/ BPEMEHHOrO0 CPOKa XpaHEHHA (Ha CKOpOCLIMBATe-
NAx).

7.10 AKTHl Ha YHHYTOXE€HHE AOKYMEHTOB C HCTEKIIHMH CPOKAMH XPaHEHHA
YTBEPXKAACT IKCrepTHas koMuccus. CaMOBOIbHOE YHHYTOXKEHUE AOKYMEHTOB Ka-
TErOPHYECKHU 3anpeilaercs.



