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1 O6aacTh NpUMeEHEHU S

Hacrosmmii cranmapT pa3pabOTaH C LENbI0 pealn3allid B CUCTEME MEHEJDK-
MEHTa KauecTBa yHuBepcurera, coorBerctBytomeii [[OCT P UCO 9001-2008, npun-
IIUIIOB CHCTEMHOTO M TPOIIECCHOTO TIOJXO0JIOB, MOCTPOCHUS CUCTEMBI JOKYMEHTAIINH,
yHA(HUKAINN HOPMATUBHBIX TOKYMEHTOB U CO3/IaHHSI MEXaHU3Ma UX YIPABISIEMOCTH.

Crannmapt ycraHaBiMBaeT oOmue TpeOOBaHUS K YIPABICHHUIO JTOKyMEHTaIuen
CHCTEMbI MEHE/KMEHTA KauecTBa B YHUBEPCUTETE, PETIIAMEHTUPYET MOPSIIOK pabOThI
C JIOKyMEHTaMH ¥ TPUMECHSIETCS MPH ONMHCAHUH M IOKYMEHTUPOBAHUU MPOIIECCOB CH-
CTeMBbl MEHE/DKMEHTa KayecTBa, a TaKKe MPHU pa3paboTKe, OCTPOCHUH, HU3JI0KECHUH
o(hopMIIeHHH, PETHCTPAINH, COTJIACOBAHUH, YTBEPIKICHUY, TUPAKHUPOBAHUH, OPTaHU-
3aIuK yuéTa, XpaHCHUs, aKTyalTu3allud U OTMEHE IOKYMEHTOB CHCTEMbI MEHEIKMCH-
Ta KQ4eCTBa.

TpeboBaHUs HACTOSIIETO CTaHIAPTA MPEIHA3HAYCHBI U 00sI3aTEIBHBI JIJISI BCEX
CTPYKTYPHBIX TOJPA3/ICICHUN U JOJDKHOCTHBIX JIUI] YHUBEPCUTETA, YYACTBYIOUINX B
pa3paboTKe M YIpPaBICHUU IOKYMEHTAI[UCH CHUCTEMbl MEHEKMEHTA KadecTBa yHU-
BEPCHUTETA.

2 HopMaTuBHBIE CCHLIKH

B HacTosimemM cTanmapTe UCIoIb30BaHbl CCHUIKH Ha CIIEIYIONINE JTOKYMEHTHI:

— T'OCT P UCO 9000-2008 (MC MCO 9000:2005) «Cucrema MeHEIKMEHTA
kauectBa. OcHOBHBIE TIOJIOKEeHUS. ClI0Bapby;

— MC HCO 9001:2008 «Cuctema MeHeKMEHTa KauecTBa. TpeOoBaHuUs»

— TOCT P 2.105-95 «Enunas cucremMa KOHCTPYKTOPCKOM TOKyMEHTAIUU.
OO01ue TpeOOBaHMS K TEKCTOBBIM JTOKYMEHTAM;

- TOCT P 7.0.8-2013 «/lenonmpou3BOACTBO U apXWBHOE JA€N0. TEepMHUHBI H
OTIpEeICTICHUS;

— T'OCT PB 0012-002-2012 «CMK. O6mmue TpeboBanus»;

— TIIT 01.01.00-2012 «YmpaBneHue MOJUTUKOW U LETSMUA B OOJACTH Kade-
CTBay;

— TIIT 02.01.00-2014 «YnpaBneHue TOKyMEHTAITUCH,

— CTVY 02.02.002-2012 «HopmaTuBHasT TOKyMEHTAIS CUCTEMBl MCHEIKMEH-
Ta KauecTBa. TpeOoBaHUs K pa3pabOTKe U YIPABICHUIO;

— CTY 02.02.003-2012 «IlomoxkeHusi O CTPYKTYPHBIX TMOAPA3ICICHUSX.
JlomKHOCTHBIE MHCTPYKITMU. TpeboBaHus K pa3pabOTKe U YIIPABICHUION;

— CTVY 02.57.016-2014 «3amnucu. TpeboBaHus K cocTaBy, BEJCHUIO, YUETY U
yIPaBICHUION;

— 11 57.001-2017 «O nopsizke opopMIICHHS JOTOJHUTEIBHBIX 0053aHHOCTEH
JOJDKHOCTHBIX JIUIDY,

— B/l 02.001-2011 «CnoBaps TEpPMHUHOB W ONpPEICICHUNA CUCTEMBI MEHEIXK-
MEHTa KaueCcTBay,

— CTpyKTypa HpOIECCOB CHUCTEMbl MEHE/PKMEeHTa KadecTBa (PykoBoncTBO 110
kadectBy PK 01-2012 (U3nanwue 3));

LD
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— BJ157.014-2014 «Ilepeuens unaexcoB gokymentanun CMK»y;

— BJI 57.020-2014 «IlepedyeHnr 0OIIECUCTEMHONW M OpPraHU3AIMOHHON OKY-
MmerTau CMK»;

— BJl 57.021-2014 «Ilepeyerr HOpMATHUBHOW M BCHOMOTATEIHHOU TOKYMEH-
tanuun CMK»;

~TOCT PB 0015-002-2012 CMK. O6me TpeGoBaHms. <)

3 TepMuHBI, onIpe/ie/IeHUs], COKpPaleHUs1 1 0003HAYEHUS

3.1 TepMuHbI ¥ onIpeaeIeHUSA

AHaIM3 JOKYMEHTA HA COOTBETCTBHE TPEOOBAHUSIM H PEKOMEHAALMAM
crangaptToB UCO cepum 9000: [Iporiecc ananuza 1OKyMEHTUPOBAHHBIX HOPM U MEP
Ha MPEIMET UX aJIeKBATHOCTH (IIOJIHOTHI U COOTBETCTBUSA) TpeOOBAaHUSIM CTaHAAPTa,
HaIpaBJICHHBIA Ha pean3auio oPUIIMATHLHO OPOPMIICHHBIX TOJUTUKH U 1I€JIeH YHU-
BepcuTeTa B 00JIaCTH KauyecTBa.

busnec-npouecc: [Iponecc, npuHocsumii 700aBICHHYIO CTOUMOCTb MPOAYKTY
(ycmyre).

Bepuduxanus: IlonrBepkieHrne Ha OCHOBE MNPEACTABICHUS OOBEKTUBHBIX
CBUJETENBCTB TOTO, YTO YCTAHOBJIEHHBIE TPEOOBAaHUS ObLIN BBIIIOJHEHBI.

Baapgesien noxkymenra: /[0JKHOCTHOE JIMIIO, MPUHUMAIOIIEE PELICHHUE O Lielie-
COO0pa3HOCTH pa3pabOTKH, BHECEHUS] U3MEHEHUMU, MPOIJICHUH CpOKa JEUCTBUSA, OT-
MEHE JIOKYMEHTA.

Baagesen nmpouecca: J[oJDKHOCTHOE JIMIIO, KOTOPOE UMEET B CBOEM PACIIOPS-
KEHUH PECYpPChI U BXOJBI Ipoliecca, MH(GOPMALIHUIO O TPOLEcCce, YIPABISET CcTpaTeru-
YECKUM IUITAHUPOBAHUEM, XOJOM MPOLECCA U HECET OTBETCTBEHHOCTH 32 €r0 pe3yJib-
TaThl, YQPEKTUBHOCTH U TOCTOSIHHOE yJTy4IlIEHHUE.

BuyTpennnii nokymenT: OdunnanbHbIil TOKYMEHT, HEe BBIXOISAIINMA 32 TIpeie-
b1 oAroroBuBiiei ero opranu3anuu ('OCT P 7.0.8-2013).

Hedo: I'pynna noxkymentoB CMK, crpynnmupoBaHHBIX IO YCTAaHOBJIEHHBIM KPH-
TEpPUSIM B OJTHOM CKOPOCILIUBATEIIE.

Hepskatenb noaiuHHuMKA: [lonpasnenenue, B GyHKIMU KOTOPOTO BXOJIUT, B
COOTBETCTBUM C HOPMATUBHBIMHU JOKYMEHTaAMHU W/WIHA MOJIOKEHUEM O CTPYKTYPHOM
NO/Ipa3/IeJICHUH, XpaHEHNE MOAJIMHHAKA JOKYMEHTAa U U3MEHEHU K HEMY U XpaHEHHE
OTMEHEHHBIX TOKYMEHTOB B T€YEHUE YCTAHOBJIEHHOTO CPOKA.

JokymenT: Mndopmanus u coorBercTBytomuid Hocutenb (1m.3.7.2 MC UCO
9001:2008).

Jlo/KHOCTHAS MHCTPYKUUA: BHYTpeHHUN OpPraHu3allMOHHBIA JOKYMEHT,
OTIPEISIISIIONTNI  OPraHU3alMOHHO-TIPABOBOE TOJIOKEHUE PAOOTHUKA YHUBEPCHUTETA,
€ro 0053aHHOCTH, TIpaBa, OTBETCTBEHHOCTh M 00ECIICUNBAOIINNA YCIOBUS TSl €T0 d-
(EeKTUBHOM IeATeTLHOCTH.

3anucu no kauvectBy: [Jlokyment CMK |V ypoBHS B OyMa)KHOM WU 3JIEK-
TPOHHOM BHJIE, COJEpKAIlUWA TMOJYyYEHHbIE PE3YJbTAaThl WM CBHUJIETEIBCTBA OCY-
IIECTBIEHHON JIeSITEILHOCTH.
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HNupexc: LudpoBoe u/mnu OyKkBeHHO-IH(PpPOBOE 0003HAUECHHE JIOKYMEHTA,
YKa3bIBaIOIIEE HA €0 MECTO B €IMHOM CUCTEME HOPMATHUBHBIX JOKYMEHTOB.

HUucTpykuust (OT JaTHHCKOTO INStruction — HacTaBiieHue): CreMaIbHBIN HOP-
MAaTHUBHBIN TOKYMEHT, B KOTOPOM H3JI0KEHA COBOKYITHOCTH IMPABHJI OCYIIECTBICHUS
OTNpeNenEHHBIX BUJIOB JEATEILHOCTH, MPOBEICHUS padoT, CIy>)KEOHOTO MOBEJICHUS U
T.0. MHCTpyKUMK NpU3BAHBI, C OHOW CTOPOHBI, KOHKPETU3UPOBATh, PA3BACHSITH, A0-
MOJIHATH JIEUCTBYIOIINE HOPMATUBHBIE IOKYMEHTHI U, C IPYTOd CTOPOHBI, UHCTPYKTH-
pOBaTh UCIOJIHUTENEH O TOM, KaK OHU JOJKHBI IEUCTBOBATh B TE€X WJIM MHBIX CHUTYya-
[USIX, B TOM YUCJIE «HEIITAaTHBIX)» aBAPUUHBIX.

Kapra npouecca: @opma yacTu HOpMaTUBHOTO JOKYMEHTa (I1acropTa npouec-
ca, CTY, nonoxeHus1) onpeaesmonas Hejau, OCHOBHbIE JaHHbIE U XAPAKTEPUCTUKH
Ipo1iecca.

Konusi nokymenTa: JIOKyMEeHT, MOJTHOCTHIO BOCITPOMU3BOISIIANA HHPOPMAITUATO
MOJJIMHHOTO JOKYMEHTA M BCE €r0 BHEIIHWE MPU3HAKUA WA YacTh UX, HE UMEIOIIUI
ropuaudeckoit cuibl (OCT P 7.0.8-2013).

Kourpoab ucnosiHenusi Jo0KyMeHTOB: COBOKYIMHOCTh JACHCTBUM, obecreuun-
BAIOIIMX CBOEBpeMeHHoe ucnonHenue qokymertos ('OCT P 7.0.8-2013).

MeToauka: METOJI, KOHKPETU3UPOBAHHBIN 1O UHCTPYKIWH, HEKas MPOLEeaypa,
CBOJI MPABUJI, AITOPUTM, YETKOE OMUCAHKE CITOCO0A BBHIITOJTHEHHS KaKOU-THO0 paboThI
Y T.I1., TO3BOJISIFOIINI CPEAHEMY TOJIB30BATEIIO CYIIECTBEHHO MMOBBICUTH BEPOSITHOCTh
pELIeHMs ONPEeAEeTIEHHOIO Kilacca 3a/1ad B OTCYTCTBUE aBTOPA METOIUKH.

HopmaTuBHasi U TexHu4yeckasi JOKyMeHTanus. J[OKyMeHTbI, yCTaHaBJIMBa-
I011I1e TpeOOBaHMUS.

HopmaTuBHbIil 10KyMeHT. J[OKyMEHT, yCTaHABIMBAIOLIMX IpaBuia, oOlue
MPUHIIUTBI WU XapaKTEPUCTUKH, KaCAIOIIUECs Pa3IMYHbIX BUJIOB JAEATEIbHOCTU WU
UX pe3yJIbTaTOB.

OTBeTCTBEHHBII 32 yIIpaBJieHUEe JOKYMEHTOM: PyKOBOJIUTENb CTPYKTYPHOIO
NOAPA3AEIEHUS, OCYUIECTBISIONIMN MPOUEAYPbl MOJTOTOBKA MPOEKTOB PACHOPSIKE-
HUWA U MPUKA30B MO BHECEHUIO U3MEHEHUN B MOJIMHHUKH JOKYMEHTOB, BHECECHHS
MPEIVIOKEHU 0 COBEPIICHCTBOBAHUIO JOKYMEHTa, PACCMOTPEHHUS MPEIJI0KECHUI
JIPYTUX CTPYKTYPHBIX MOAPA3AEICHUMN 110 UBMEHEHUIO JOKYMEHTA.

IHacnopt mnpouecca: BHYTpeHHUI HOPMATUBHBIM JOKYMEHT, COJEpKallud
oIucaHue mpoiecca (B BUAe OJIOK-CXEMbI) U APYTYIO JIOMOJHUTEIBHYIO HH(POPMAIIHIO
0 Tmporiecce (KapTy IMpollecca) W Mpelararoiui UACHTU(DUKALNIO AESITEIbHOCTH
Y4aCTHUKOB mporiecca B pamkax CMK.

HopmHHuK aoKyMeHTa: [IepBBIM WM €OUHUYHBIN SK3EMIUIAP JOKYMEHTA
(TOCT P 7.0.8-2013).

IMonuTtuka B ob6sacTtu kauvecTtBa: OOIIMEe HAMEPEHHS W HampaBJeHUE es-
TEJILHOCTH OpraHW3alMyd B O0JAacTH KayecTBa, OPUIHUAIBLHO CHOPMYIHPOBAHHbBIE
BBICIIIUM PYKOBOJICTBOM.

IHosio:xkenne: HopmaTWBHBIA JOKYMEHT, ONPEACISIIOIIMN HOPMBI, ITPaBUIIA,
MPOLIETYPhl M TOPSIOK OCYIIECTBICHUS MPOIECCOB JEATEILHOCTH, a TakkKe (OpMbI
JIOKyMEHTAIBHOTO 0(hOPMIICHUSI 3TOM NESITEILHOCTH.
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IHonoxenue 0 CTPYKTYPHOM NoJpa3saejeHUU: BHYTpEeHHMI OpraHHM3allOH-
HBIA JJOKYMEHT, YCTaHaBIMBAIOUIUN cTaTyc, (QyHKLUUH, NpaBa, 00SA3aHHOCTH U OTBET-
CTBEHHOCTb CTPYKTYPHBIX IIOpa3ICICHUN.

ITonb3oBareas AokymeHnTa: IlompasneneHue win AOJDKHOCTHOE JIMILO, OCY-
LIECTBIISIONIEE CBOIO JEATEIBHOCTh B COOTBETCTBUH C JAHHBIM JIOKYMEHTOM.

ITpuka3s: IIpaBoBOi akT, U3JaBacMblii PEKTOPOM YHUBEPCHUTETA UISI PEILICHHUS
OCHOBHBIX U OIIEPaTUBHBIX 3a/1a4, CTOALINX IIEPE] BY30M.

IIporoxou: JlokyMeHT, GUKCUPYIOMUN X0/ OOCYXJACHHUS BOMPOCOB M MPUHS-
TUS PELICHU Ha COOpAaHMSIX, COBEIIAHUX, 3aCETAHHUIX KOJUIETHAIbHBIX OPTraHOB.

IIpouecc: CoBOKyIHOCTh B3aMMOCBSI3AHHBIX M B3aWMOJCHCTBYIOIIMX BHUIOB

JEeATEIbHOCTH, TPEOOPa3yOUX BXObl B BBIXO/IBI.

Ipumeuanue: Bxooamu npoyecca o0bIuHO ABIAIOMCA 8bIX00bI Opyeux npoyeccos. Ilpoyeccwi 6 opea-
HU3ayuu, Kax Npasulo, NIaHUPYIOMCA U OCYUWeCMBIAIOMCA 8 YAPAGIAeMblX YCI08UAX C Yelblo 000a8neHus
YeHHoCcmu.

Pacnopsixenue: PacniopsanTenbHbld TOKYMEHT, U3/1aBa€MbIi PEKTOPOM, IIPO-
PEKTOpOM, JEKaHOM WM 3aBEIyIOIIMM Kadenpoi mo BompocaMm HH(GOPMAaLUOHHO-
METOJUYECKOTO XapaKTepa WK ONEPATUBHO YIPABICHUS.

Perucrpanms (y4éT) 1oKkymMeHTa: 3anuch yYTEHHBIX JAHHBIX B JOKYMEHTE IO
yCTaHOBJICHHOU dopme, pukcupyromas (HakT ero co3/laHus, OTIPABICHUS WIH TMOTYy-
yenus ('OCT P 7.0.8-2013).

PykoBoauresns paspadorku: Ilonpasnenenue nim JOJKHOCTHOE JIMIIO, OTBET-
CTBEHHOE 3a PACCMATPUBAEMBIN B TOKYMEHTE BUJ AEATEIBHOCTA U OCYLIECTBIIIONIEE
pa3paboTKy, opopMIIEHHE, OPTraHU3YIOIEE COrIACOBAHKE, YTBEPKIECHUE U YyIIpaBJiie-
HUE JJAHHBIM JJOKYMEHTOM.

PacnopsiaureibHblil JoKyMeHT: JOKyMeHT (mpuKa3, pacrnopsbKeHHe, MpoTo-
KOJI, aKT, TUCBMO U Mp.), KOTOPbIA (UKCUPYET pelIeHne aJMUHUCTPATUBHBIX U Opra-
HU3ALMOHHBIX BOIPOCOB, B TOM YHCIJE, BOIPOCOB YIIPABIICHHS, B3aWMOJCHUCTBUS,
oOecreyeHus: peryIupoBaHus 1€ATeIbHOCTH.

PykoBoacTBo mo kadecrBy: J[OKyMEHT, ONPENENSIOIINNA CUCTEMY MEHEIXK-
MeHTa KadectBa opranusaiuu (MC MCO 9001:2008).

Cucrema MeHeIKMeHTAa KadecTBa: CucTeMa MEHEIKMEHTA ISl PyKOBOICTBA
W YIpaBJEHUs OpraHu3alued MpUMEHUTENbHO K KaudectBy (m.3.23 MC HCO
9001:2008).

Cucrema MeHemxxMeHTa KadecTBa: COBOKYITHOCTh B3aMMOCBSI3aHHBIX U B3a-
UMOJICHCTBYIOIIMX 3JIEMEHTOB JJisl pa3paOOTKU MOJIUTUKU M LeNell B 001acTu Kaue-
CTBA U YIIPABIICHUS OpraHu3alyen JUisl JOCTHXKEHUS ITUX LETEH.

Ciayxe0Has 3aNIUCKA: JOKYMEHT, aPECOBAHHBIN PEKTOPY WIH PYKOBOJUTEIIO
CTPYKTYPHOTO TOJIpa3/ieieHus], COAePKAIIMN U3T0KEHUE KaKOro-IM00 BOMpoca C Bbl-
BOJIAMH U NPEIJIOKECHUSIMH.

CornacoBanne aoxkymenra: Crnoco® MNpeaBapUTENIbHOIO PACCMOTPEHUS H
OLICHKHM MPOEKTa JOKYMEHTa 3aMHTEPECOBAHHBIMU CIIYKOaMH (JOJKHOCTHBIMHU JIMIIA-
MH).

Cranaapr yHuBepcurera: HopMaTuBHBIN JOKYMEHT MO CTaHAAPTU3AIUU, CO-
JepIKaInii paBuiia, oOIue MPUHITUIIBI, XapaKTEPUCTUKA OOBEKTOB CTaHIAPTH3AINH,
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TpeOOBaHUS, KACAIOIIMECS OMPEIEICHHBIX BUAOB JACITEIbHOCTU WM UX PE3YJIbTATOB,
YTBEPKACHHBIN PEKTOPOM YHHUBEPCUTETA.

CrpykrypHoe noapasaejeHue: CaMoCTOSTENbHAA 4aCTh CTPYKTYPbl OpTraHu-
3auuu (otgen, ciyxOa, kadeapa U T.A.), BBIIOJIHAIOMIAS ONpPEAETCHHBIE 3a/1aull Ha
OCHOBE MOJIOKEHUS O CTPYKTYPHOM IMOAPA3IEICHUH.

Yr1Bepaxnenue gokymenta: OcoOblii croco® YIOCTOBEpEHHS JIOKYMEHTA,
CaHKIMOHUPYIOIUN paclpoCTpaHeHUE AEUCTBUS JOKYMEHTA Ha ONPEEIEHHBIN KpyT
JOJKHOCTHBIX JIUI W/WJIA CTPYKTYPHBIX MOJIpa3iesIeHUH.

3aperucrpupoBanHasi konus: Konus 1okymeHTa, npeaHa3HaueHHas JJIs pac-
IPOCTPAHEHUSI U IPUMEHEHUS B MOJPA3ICICHHUSIX YHUBEPCUTETA, UMEIOIIAsl WHIUBU-
NyaJIbHBIM PETUCTPALMOHHBIA HOMED.

Hean B obsactu kadecrBa: [lenu, KOTOpHIX NOOMBAIOTCA WU K KOTOPBHIM
CTpeMsTCs B 00JaCTH KauecTBa.

®opmupoBanue Jgesa: ['pynnupoBaHHe UCIOJHEHHBIX JOKYMEHTOB B JIEJIO B

COOTBCTCTBUU C HOMGHKHaTypOﬁ ACIH N CUCTCMAaTU3aldA OOKYMCHTOB BHYTPpHU ACJIA
(TOCT P 7.0.8-2013).

3.2 Coxkpamenusi 1 0003HaAYEeHHS

FO3I'Y — ¢denepanpHOE rocy1apcTBEHHOE OIOJKETHOE 00pa30BaTEIbHOE yUpe-
XJeHHUe BoIiciiero oopazoBanus «HOro-3anagHblii rocyJapCTBEHHBI YHUBEPCUTET

JAN — n0JKHOCTHASI MHCTPYKIUS

JJI — 1OKHOCTHOE JIUIO

BII — BOCHHBIN IPEACTABUTEID

N — naCTpYKIMA

M — meroauka

H/I — HoMeHkJatypa nen

OK — oTnen kaapos

OMK - otaen MeHe>KMEHTa KadecTBa

OIIP — oTBETCTBEHHBII MPEACTABUTENH PYKOBOACTBA B 00JIACTH KauecTBa

II — nonoxenue

IIII — macnopt npouecca

IIP — npaBuna

IICII — nosiokeHre 0 CTPYKTYPHOM IOIpa3/IeICHUH

IICH — npoaykius cnenuuaibHOTO Ha3HAYEHUS

CMK - cucrteMa MEHE)KMEHTA KaueCcTBa

CII — cTpykTypHOE NOApA3ACTCHUE

CTY — crangapT yHUBEpPCUTETA

4 OTBeTCTBEHHOCTH

4.1 Matpuiia OTBETCTBEHHOCTH 3a ynpasieHue gokymeHtamu CMK no Bunawm,
YPOBHIO, TPOUCXOKICHUIO M HA3HAYCHUIO MIPEICTaBIE€HA B MPUJIOKEHUU b K HacTos-
IEMY CTaHJapTYy.

4.2 PekTOp HECET OTBETCTBEHHOCTH 34!
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— TMpPHUHATHE OKOHYATEJIHHOIO pPEIIeHHsS O pa3pabdOTKe, M3MEHEHHH, OTMEHE
JOKYMEHTOB CUCTEMbI MEHEJKMEHTA Ka4eCTBa,

— yTBEpXkKAEHHE (C TIPEJBAPUTEIbHBIM AHAIW30M) BHYTPEHHUX TOKYMEHTOB
CUCTEMBI MEHE/PKMEHTA KaueCTBAa U U3MEHEHUH K HUM;

— BbIICTICHHE HEOOXOJUMBIX (PMHAHCOBBIX M MaTEPHAIBHBIX PECypCcoB, obecre-
YeHHE TIEPCOHATIOM HEOOXO0IMMON KBaTH(PUKAIIMU AJISl YIIPABICHHUS JOKYMEHTAIIUEH.

4.3 OIIP HecéT OTBETCTBEHHOCTH 3a:

— nosenenue [Homutuku u Lleneit B o6macTu kayecTBa 10 CBEJICHUS IEPCOHAIA;

— KOOpAMHALUIO IIPOLIeCcCa YIPABICHUS JOKYMEHTAMH.

4.4 PykoBoauTe/ib pa3padloTKH HECET OTBETCTBEHHOCTH 3a:

— CBOEBPEMEHHYIO U KaueCTBEHHYIO pa3palboTKy U 0GOopMIICHHE TOKYMEHTOB
CMK;

— npexacrasiaeHue 1o0KkyMeHToB CMK Ha cornmacoBaHue U YTBEPKICHUE,;

— mnocTpoeHue u opopmienue JokyMeHToB CMK B COOTBETCTBUM C YCTaHOB-
JIEHHBIMH TPEOOBaHUSIMU;

— COOTBETCTBUE JIEKTPOHHBIX KOMHI BBOAUMBIX BIEPBBIC HIIM MEPEU3AaHHBIX
JIOKYMEHTOB, NepeaaBaeMbix 17151 XxpaneHusa B OMK nmoasinHHUKaM JOKYMEHTOB;

— IEPUOANYECKYIO ITPOBEPKY aKTyaJIbHOCTH COJEPKAHMS JOKYMEHTa U BHECE-
HUE U3MEHEHUI B MOJJIMHHUK BHYTPEHHEIO HOPMAaTUBHOT'O JIOKYMEHTA.

— COJEpKaHHWE U TEXHMKO-3KOHOMMYECKYI0 0OOCHOBAHHOCTH cMiandapmad, 32
COOTBETCTBHE HOPM, TPEOOBAaHUI U MPABUII COBPEMEHHOMY YPOBHIO pa3BUTHUS HAYKH,
TEXHUKH, TEXHOJIOTUH, OPraHU3ALMHA CUCTEMbI 00Pa30BaHUsI U IPYTUM TPEOOBAHHUSIM.

4.5 Havaabauk OMK HecET 0TBETCTBEHHOCTb 3a:

— OpraHM3alui0 KOHTPOJs cOoOTBETCTBUA AOKyMeHTOB CMK TtpebGoBaHusM,
YCTaHOBJICHHBIM HACTOSIIIIMM CTAHJIAPTOM, U YIPABIICHUS UMH;

— CBOEBPEMEHHOE BHECEHHE U3MEHEHUI B 3JIEKTPOHHBIE KOIIMU JOKYMEHTOB;

— XpaHEHue MOJUIMHHUKOB BHYTPEHHUX JOKYMEHTOB (KpOME IOJIKHOCTHBIX
WHCTPYKIIMI), o0ecreueHre KOnusiMu (B TOM YKCJI€ DJICKTPOHHBIMM) TMIEpCOHasa, pe-
TUCTPALMI0 O3HAKOMJIEHUS TIEPCOHANA C BhILIEYKAa3aHHBIMU IOKYMEHTaMU;

— MpenocTaBieHre HeoOXoAuMOoW MH(GOPMAIM OTBETCTBEHHOMY IpPEICTaBU-
TEJII0 PYKOBOJCTBA B 00JacTU KauecTBa Juisd nepecmorpa aokymeHTtannuun CMK Bcex
YPOBHEW;

— COTrJIaCOBAaHME U CBOEBpEMEHHBIN mnepecMoTp aokyMeHtanmu CMK Bcex
YPOBHEMH;

— npoBepky AokymeHToB CMK Bcex ypoBHEHN B 4acTH WX aJ€KBAaTHOCTH Tpe-

6oBanussm MC MCO 9001:2008.
4.6 PadboTHuxku OMK HecyT OTBETCTBEHHOCTb 3a:

— CBOEBPEMCHHYIO aKTyalu3aluio (BHECEHHWE W3MEHEHHI) IMOIJIMHHUKOB
(HaxoAsAIMIMXCS O] YIPABICHUEM TMOPA3ACIICHNs) ¥ KON BHYTPEHHUX HOPMAaTHB-
HBIX TOKyMeHTOB (BbIaHHBIX OMK B COOTBETCTBUU C TIEPEYHEM PACCHUIKU TOKYMEH-
Ta);

— TEePUOANYECKYI0 TPOBEPKY COCTOSHHSI KOHTPOJIHMPYEMBIX KOIMUW JOKYMEH-
toB CMK, B TOM YHnCII€ COOTBETCTBHS HX COJICPKaHUS TOJTMHHAKAM;
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— XpaHEHUE OTMEHEHHBIX MOJJIMHHUKOB JTOKYMEHTAUUU (KPOME MOJIOKEHHUIA O
CTPYKTYPHBIX TOJIpa3EACHUSIX U JOJKHOCTHBIX MHCTPYKIIHI);

— OpraHu3aluIo Mepelavyd B apXUB OTMEHEHHBIX MOJJIMHHUKOB IMOJOKEHUHN O
CTPYKTYPHBIX NOJIpa3CICHUIX;

— obecrieyeHne W MojAepkKaHWEe WH(MOPMALMOHHOW dYacTH MopTaia
WWW.SWSU.ru/omkK, B TOM 49ucIie CTpaHUIBI «/[OKyMEHTBI CHCTEMbI MEHEPKMEHTA Ka-

YeCTBAY.
4.7 PaGOTHUKH YHUBEPCHTETA HECYT OTBETCTBEHHOCTH 34!

— BBINOJHEHUE TPeOOBAHUN HACTOSIIETO CTAHIAPTA;
— coxpaHHocTh konuil JokymeHToB CMK yHHBepcuTeTa B Jienax mojpaserie-

HUS,
— HECaHKIMOHUPOBAHHOE KOMHPOBAHUE U PACHPOCTPAHCHUE JOKYMEHTOB
CMK yHuBepcurerTa.

5 TpeOoBanusi K YNPABJEHUI0 JOKYMEHTAIlMEH CHCTEMbI
MEHEIKMEHTA Ka4eCTBA

5.1 O01ue moJioKeHus

5.1.1 Ynopasnenue noxkymentauuein CMK ocyiiectBisercs ¢ uenbto odecreye-
HUS CTPYKTYPHBIX MOAPA3JIEICHUA U JOJDKHOCTHBIX JIMI] AKTyaJIu3UpPOBAHHBIMH JI0-
KYMEHTaMH, HEOOXOJUMBIMHU TP BBINOJHEHUM MMU CBOMX (DYHKIMH, A Mepeaadu
CMBICJIA U IIOCIEI0BATEIILHOCTH JEUCTBUH.

Ilon ympaBieHHEM JOOKYMEHTAlME€d IIOHUMAETCs CO3JaHUE U BBIIIOJHEHUE
KOMIUIEKCa MPAaBWJI ISl BEICHUS U NOJJIEepKaHUs B paboueM COCTOSIHUU JTOKYMEHTOB
CMK. VnpaBieHue 10KyMEHTaIMel OCHOBBIBAETCS HA CJICAYIOIIUX MOJOKEHUIX

— TIPUMEHEHHE YETKO ONPENEIICHHBIX JOKYMEHTHUPOBAHHBIX IPABWI U IIPOLE-
AYyp,

— HCITOJIb30BAHUE TOJIBKO YUYTEHHBIX AEHCTBYIOIMNX JTOKYMEHTOB;

— IIeJICHAIIPABJIEHHOE JI0BEJEHUE HEOOXOAUMbIX JOKYMEHTOB JI0 BCEX HMCIOJ-
HUTEJEN U 3aMHTEPECOBAHHBIX JINLL;

— CTpPOTruM Y4ET BCEX JAEHCTBYIOIIUX JTOKYMEHTOB.

5.1.2 Joxymentamus CMK BkiIrO9aeT BCe BUIBI TOKYMEHTOB, KOTOPhIC CBs3a-
HbI C pa3paOOTKOM, BHEJAPEHUEM U MOBbIIIEHUEM 3(P(HEKTUBHOCTH (DYHKIIMOHHPOBA-
Husg CMK, HampaBieHHBIX Ha yJIOBJIETBOPEHHE TPeOOBaHUN U 0KMIAHUI TOTpeOuTe-
JEN.

5.1.3 Crpykrypa nokymentauuu CMK BkitodaeT B ce0sl clieyroie YpoBHU:

1 ypoBensb: Ctparernueckas JOKyMEHTALUs

— Muccus u Bunenue;

— TlonuTHka B 00JaCTH KayecTBa;

— Ilenu B 0OacTu Ka4ecTBa;

— lleneBble moka3zaTenu B 00J1aCTH Ka4uecTBa.

2 ypoBenb: OOmiecucTteMHass 1 HOpMaTHBHAs JOKyMEHTAlMs, OMHCHIBAIOLIAs
IIPOLIECCHYIO MOJIEIb YHUBEPCUTETA

| CTVY 02.02.001-2012 | Crpammi: 47 | Crpanuma: 9



http://www.swsu.ru/

— PyKOBOJCTBO IO Ka4eCTBY;

— Crpykrypa FO3I'Y;

— Ilacnopra npoueccos.

3 ypoBeHb: [[oKyMEHTHPOBAaHHBIE MPOLIEAYPhI, OpraHU3AIMOHHAs U HH(OpMa-
LMOHHO-CIIPAaBOYHAs TOKYMEHTaLUS

— CraHgapTbl YHUBEPCUTETA;

— IlpaBuna;

— Tlonoxenus;

— Hucrpykumy,

— Metonuku;

— ®opwmsr;

— Bcnomorarensubie tokymeHTsl CMK;

— TlonoxeHus 0 CTPYKTYPHBIX NOJIPa3ICICHUAX;

— JIOMKHOCTHBIE UHCTPYKIINH;

— DyHKIMOHANBHBIE 00S3aHHOCTH.

4 ypoBeHb: 3anvcu

— OTu€THI;

— Benomoctu;

— IIpoTrokousr;

— AKTHI;

— Xypnaunsr

— Cnpasku u 1p.

Hepapxus gokymentaunn CMK npuBesieHa Ha cxeme MPUIIOKEHUS A.

5.1.4 JToxymenTanuro CMK kimaccuunupyroT clieayromuM oopa3om:

a) Mo BHJAAM.

1) MOKyMEHTHI, MPEAOCTABIAIONINE coriacoBaHHyl0 HHpopmanuio 06 CMK
YHUBEPCUTETA, MPEAHA3HAYEHHYIO KaK ISl BHYTPEHHET 0, TAK MU BHEIIHETO MOJIb30Ba-
HUS; K TAKUM JOKYMEHTAM OTHOCHUTCSI pyKOBOJICTBO MO Ka4y€eCTBY;

2) nokyMeHThl, onucbiBaronre, kak CMK npumeHnsiercs K KOHKPETHOU Mpo-
JTYKIWH, IPOEKTY WA KOHTPAKTY; K TAKUM JIOKYMEHTaM OTHOCSITCS TJIaHbl Ka4eCTBA,;

3) IOKyMEHTHI, YCTaHABIMBAIOIIKUE TPEOOBAHUS; K HUM OTHOCATCS JTIOKYMEH-
Thl, COAEpPIKALME TEXHUUECKUE TPEOOBaHUS;

4) TOKYMEHTBHI, COJIepKaIie PEKOMEHAAINHN WU TIPEIIOKEHHS; K HUM OTHO-
CSATCSI METOIMYECKHE IOKYMEHTHI;

5) IOKYMEHTBI, coaeprKalie HHPOpMaIHIo O TOM, KaK IMOCIeI0BaTEIbHO BbI-
MOJHATH JEUCTBUS U MPOLECCHI; TAKUE JOKYMEHTBHI MOTYT BKJIIOHATh IOKYMEHTHPO-
BaHHBIE TIPOLIETYPHI, pa00Ure WHCTPYKITUU U YEPTEHKHU;

6) JTOKYMEHTHI, COjepKalue OOBEKTUBHBIC CBUIETEIHCTBA BBHIMOTHEHHBIX
JEUCTBUN WJTU TOCTUTHYTHIX PE3YyIbTaTOB; K TAKUM JOKYMEHTaM OTHOCATCS 3alUCH.

0) M0 MPOMCXOKIEHUIO:

1) BHewIHSAS;

2) BHYTPEHHSIS;

B) 110 HA3HAYEHHUIO!
1) opranuzanionHas;
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2) paciopsiTuTeNbHas;

3) HOpMaTHUBHAS;

4) TeXHHYECKas,

5) undopmalmoHHO-cripaBouHas (BcrioMorarenbHas qokymenTanus CMK);

6) 3amuCH.
5.1.5 VYmpaBnenue HOKyMEHTAIlMCH B YHUBEPCHUTETE MPOW3BOAUTCS B COOTBET-

CTBHH C HACTOSIIMM CTaHIapToM ¢ coomoaenueM tpedoranuii MC MCO 9001-2008.

5.1.6 YnpaBneHuto B COOTBETCTBUHU C HACTOSIIIIMM CTaHIAPTOM IOABEPraeTCs:
a) TOKyMEHTAIIMsI BHEIITHETO MPOUCXOKICHHUS:

1) pacnopsiauTenbHasi;

2) HOpMaTUBHas;

3) TexHUYeCcKas;

4) napopMallMOHHO-CIIPaBOYHAs;
0) TOKyMEHTAIUsl BHYTPEHHETO MPOUCXOXKICHUS:

1) obmiecucTeMHast;

2) opraHu3aIMOHHAs;

3) pacniopsiUTENbHAS;

4) HOpMaTHBHA;

5) TexHHUeCKas;

6) nHOpMaIMOHHO-CIIpaBOYHas (BcroMorarenbHas jokymenTaius CMK);

7) 3amucH.

5.2 YﬂpaBJIeHne noxyMeHTauneﬁ Mo BUIaM JOKYMECHTOB

5.2.1 VYmpanenue BHyTpeHHHMMH aokymeHTamu CMK yHHUBepcurera ocy-
IIECTBIISIETCS B COOTBETCTBUU ¢ macnopTom mporiecca [111 02.01.00-2014 «Ymnpasie-
HHUE JOKYMEHTALEW.

5.2.2 YnpaBJjieHue cTpaTeriyeCKUMHU 10KyMeHTaMHU

5.2.2.1 TpeboBanus k pazpaboTke u ynpasieHuto Muccueit u Bunenuewm, Ilo-
JUTUKOW B oOmactu kadectBa M lLlemsiMmu B 00jmacTM KauecTBa OIpPENEICHBI B
[1IT 01.01.00-2012 «YnpaBneHnue MOJUTUKON U LETISIMHU B 00JIaCTH KaueCTBay.

5.2.3 YnpaBJjienue PykoBoJCTBOM 10 Ka4eCTBY

5.2.3.1 PyKoBOJACTBO MO Ka4yeCTBY SIBISIETCS IOKYMEHTOM, OMPEAEISIOMIUM CH-
cTeMy MeHe I KMeHTa kadecta FO3IY.

5.2.3.2 TpeboBaHus Kk pa3pabOTKe U yIpaBlieHUI0 PyKOBOJACTBOM IO KaueCTBY
npusezensl B PK 01-2012 (U3nanwue 3).

5.2.4 YupasJ/ieHne BHyTPeHHeil HOPMATUBHOM JOKyMeHTalU el

5.2.4.1 YupaBneHue BHyTpEHHEH HOPMATUBHON JOKyMEHTAIlMEN onpenensercs
crtangaptom yHuBepcurera CTY 02.02.002-2013 «HopmaTuBHasi JOKyMEHTAIUsI CU-
CTeMbl MEHEIPKMEHTa KauecTBa. TpeboBaHusI K pa3pabOTKe U YIIPaBICHUION.

5.2.4.2 K BHyTpeHHEN HOPMAaTUBHOM TOKyMEHTALlUN OTHOCSITCSL:

— [Ilacnopta nipoueccos;

— CraHgapTsl;

— TlonoxxeHwus;

— IlpaBuna;
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— HucTrpykumuy;

— Metoauku;

— BcnomorarenbHbie TOKYMEHTHI, YCTaHABIMBAIOIINE TUIIOBBIE TPEOOBAHMUS.

5.2.4.3 Onpenenenne u dhopmanuzarnus mnpomeccoB CMK, a Taxxkxe Gpopmupona-
Hue 0a3bl JAHHBIX C OomMHMCcaHueM Mojenel mpoueccoB cuctemMbl CMK u ux B3anmo-
JENUCTBUS, YCTAHOBJICHUE OTBETCTBEHHOCTH 3a XOJ M pPe3yJIbTaThl POIIECCOB, OMpe/ie-
neHue perinameHtoB u  npoueayp CMK npousBoguTcs B COOTBETCTBUM  C
CTVY 02.02.002-2013 «HopmaTuBHasi TOKyMEHTAllUs CUCTEMbl MEHEKMEHTa Kaue-
ctBa. TpeboBaHus K pa3pabOTKE U YIIPABICHUION.

5.2.5 YnpasJ/jieHue BHEIIHUMH HOPMATUBHBIMH JOKYMEHTAMHM

5.2.5.1 YnpaBieHrue BHEITHUMUA HOPMAaTUBHBIMHU JOKYMEHTAMHU OCYILIECTBIIACTCS
B cootBercTBUU ¢ macnopToM mporuecca [T 02.01.00-2014 «YnpaBieHue TOKyMeH-
Talemny.

5.2.5.2 HopmaTuBHYIO TOKYMEHTAITUIO BHEITHETO MPOUCXOXKICHIS MOKHO pa3-
JIEUTh Ha 2 BUJA:

— 1 Bua: BHEIIHSS HOPMATHUBHAS JOKyMEHTAIlUs, MpUoOpeTaeMas yHUBEPCH-
teroM ('OCT, CHull u 1.11.);

— 2 BUJ: BHEIIHSSI HOPMATHBHAs JTOKYMEHTAIlWs, TIOCTYNUBINAS B YHUBEPCHU-
TeT u3 MunoOpHayku Poccun v Ipyrux BBILIECTOSIIIMX YUPEHKACHUI.

5.2.5.3 VYnpaBneHue BHEIIHEH HOPMATHBHOW JOKyMEHTalueil 1-ro Bumga ocy-
HISCTBJISICT Hay4yHas OuOnumoreka yHuBepcurera ¢ yu€toM «llomoxenuss o donzae
HOPMAaTHBHO-TEXHUYECKOUN TOKYMEHTAIIUNA OUOIMOTEKI.

5.2.5.4 VYupapneHue BHEIIHEH HOPMATHBHOW JOKYMEHTAIMel 2-TO BUIA OCY-
HIECTBJISIET YIIPABICHUE JCIIaAMH.

5.2.6 YnpasJ/ieHue pacnopsiiuTe/IbHONH JOKyMeHTaluel

5.2.6.1 VYmpaBneHue BHYTpEHHEH pacnopsIuTeIbHON U HMHPOPMAIMOHHO-
cripaBouHOi gokyMeHTauuei omnpenensercs M 20.002 u BkioyaeT cieayroume aci-
CTBUSL:

— TPUHATHE PEIICHUs O pa3paboTKe JOKYMEHTA;

— cOop HeOOXOoaAMMOM HH(POPMAIIUK U TTOATOTOBKA MTPOEKTA TOKYMEHTA;

— COIJIacCOBaHME JOKYMEHTA;

— TMOJNUcaHue JOKyMeHTa (YyTBEP)K/ICHUE B HEOOXOMMBIX CIy4asx);

— WJICHTU(DHKAIIAIO B PETUCTPAIIAIO TOKYMEHTA;

— THUpPAXUPOBAHHE (M3TOTOBJIICHUE KOTIHA);

— HampaBJIeHHE ajipecatry (MCIOJTHUTENIO);

— KOHTPOJIb UCTIOJTHEHUS JOKYMEHTA (ISl pacriopsIAUTEIbHBIX TOKYMEHTOB);

— PETUCTpAIMIO JOKYMEHTa Y MCIOJHUTENS (A1 TOKYMEHTOB, MOICKAIINX
perucrpanun);

— HCIIOJIHEHUE TOKYMEHTa (I pacTopsIAUTENbHBIX TOKYMEHTOB);

— (QopMupoBaHUE JOKYMEHTA B JIEJI0;

— XpaHEHUE JOKyMEHTA,

— Tmepenadvy el B apXuB.

5.2.6.2 Buemmnsiss pacnopsauTelbHas W WHGOPMAIIMOHHO-CIIPABOYHAS JIOKY-
MEHTAIUS MPOXOAUT CIEAYIOIINE ITAIbl YIIPABIICHUS

— IIPOBEPKY MPaBUILHOCTH aIPECOBAHUS U TIPHUIIOKCHHIH;,

— TpeABapUTEIbLHOE PACCMOTPEHNE (COPTUPOBKA);

— peructpanuio (yuer);
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— mepenady JOKYMEHTOB JOJKHOCTHBIM JIUIIAM U B CTPYKTYpHbIE MOApa3ie-
JICHUS;

— paccMOTpEHHE JOKYMEHTOB JIODKHOCTHBIMHU JIMIIAMHU U PYKOBOIAUTEIISIMU
CTPYKTYPHBIX IIOPA3/ICIICHUM;

— KOHTPOJIb UCIIOJIHEHUSI JOKYMEHTOB;

— HCHOJHEHUE JOKYMEHTOB;

— MOJUIMBKY JOKYMEHTOB B JIefia.

5.2.7 YnpaBJ/ieHue OPraHNu3alluOHHON T0OKyMeHTauue

5.2.7.1 K BHyTpeHHEN OpraHU3aIllMOHHON JOKYMEHTAIIUU OTHOCSTCS:

— TlonoxkeHust 0 CTPYKTYPHBIX MOAPA3ICTCHUSIX;

— JIOIDKHOCTHBIE UHCTPYKIINH;

— DyHKIMOHANBHBIE 00S3aHHOCTH.

5.2.7.2 TpeboBaHus K pa3pabOTKe W YNPABJICHUIO MOJOKECHUSAMU O CTPYKTYp-
HBIX TMOAPA3ACICHUSX ©  JIOJDKHOCTHBIMH  WHCTPYKIMSMH  ONpPENENICHBl B
CTY 57.003 «llomoxkeHust 0 CTPYKTYPHBIX MojapasieneHusx. JloKHOCTHBIE HH-
cTpykiuu. TpeboBaHus K pa3pabOTKe U yIPABICHUIOY.

5.2.7.3 TpeboBanus Kk pazpaboTKe M yHnpaBlieHUIO QYHKIIMOHATHHBIMUA OOs3aH-
HOCTsIMU ompeaeneHbl B mojoxkennu I1 57.001-2017 «O mopsimke odopmiieHus 10-
MOJTHUTEIBHBIX 0053aHHOCTEN JOJKHOCTHBIX JIUI.

5.2.8 YnpaBJ/ieHue BCIOMOTraTeJIbHbIMHI IOKYMEeHTAMH

5.2.8.1 VYmnpapieHue BHYTPEHHUMH BCIIOMOTATEIIbHBIMU JOKYMEHTaMH OCY-
HIECTBIISIETCS. B COOTBETCTBUU ¢ macnoptom mpoiiecca [1I1 02.01.00-2014 «Ymnpasie-
HUE JOKYMEHTAIUE».

5.2.9 Ynpags/enue 3anucamMu @

5.2.9.1 Ynpasnenue 3anucsimu (4 ypoenb nokymentanuu CMK) ocymiecTsis-
ercs B cootBeTcTBUU ¢ CTY 02.57.016-2014 «3anucu. TpeboBaHus K cocTaBy, Bejie-

HUI0, YIETY U YIIPABICHUIO. @

5.2.10 YnpaBieHne J0KyYMeHTalHell YHUBEPCUTETA B YCJOBHAX YIrpo3bl
BO3HHUKHOBeHMSI U (WJIM) BOBHUKHOBEHUS OT/AEIbHBIX YPe3BbIYANHBIX CUTYaIIUIA,
BBe/IeHUH PeKMMa MOBBIINIEHHO TOTOBHOCTH WJIM Ype3BbIYaliHO# cHUTyaluum Ha
Bceii Teppuropun Poccniickoii @enepaunu Judo HA ee YACTH

[Ipu yrpo3e BO3HWKHOBEHWS © (WJIM) BO3HUKHOBEHHUH  OTIEIBHBIX
YpE3BBIYAMHBIX CHUTYallMid, BBEACHUM PEKHWMA IIOBBIIIICHHOW TOTOBHOCTH WJIH
Ype3BbIYAMHON CUTyaluu Ha Bcell Tepputopun Poccuiickoit deneparuu mubo Ha ee
YacTH:

— Hapsily C TOPSJIKOM JIOKYMEHTHPOBAHHS YIMPABICHYECKON IesSATEIBbHOCTH,
yctaHoBlIeHHbIM MHCTpyKuuedn M 20.002 «HcTpykuus MO AENIONpPOU3BOJICTBY B
dbenepaibHOM TrOCYJapCTBEHHOM  OIO/UKETHOM  0Opa30BaTEIbHOM  YUPEKICHHUU
BBICIIIETO 00pa30BaHU», OCYIIECTBICHHE JOKYMEHTOO0OpOTa YHUBEPCUTETA B YACTH,
Kacaromieiicss  paboTbl ¢ BXOAMAIIEH, MCXOIAIICH  KOPPECTOHJCHIIMEH U
pactopsSIIUTEILHBIMU ~ JTOKYMEHTAMH ~ TPOW3BOJUTCS  MPEUMYIICCTBEHHO B
JTMCTAaHITMOHHOM (opmaTte;

— IUCTAHIIMOHHBIA ¢dopMaT paboThl € JOKYMEHTaMH OOECIeYUBACTCA C
MOMOIIbIO WH()OPMAITMOHHO-TEJICKOMMYHUKAIIMOHHON ceTn WHTepHeT u Jpyrux
WHOOPMAITMOHHBIX M TEJIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTHM, C HWCKIIOYEHHEM
JBIKCHUST OyMaKHBIX HOCUTENIeW HH(pOpMAIUuU, 3a HCKIIOUYEHHEM JOKYMEHTOB,
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UMEIONINX  OTPAaHUYUTEINBHYID OTMETKY «JUIS  CIY)KEOHOTO  TIOJIb30BaHU»,
JIOKyMEHTOB, COJEPXKAIUX CBEIACHUS, COCTABIIAIONINX TOCYAAapCTBEHHYIO TailHy, U
JIOKYMEHTOB, COZICpPKAIINX IEPCOHATbHBIC JaHHBIE;

— oTHebHBIE ChEephl ACITEIBPHOCTH YHHUBEPCUTETa MOTYT PETYJIHPOBATHCS
CHEIUATBHBIMA PACTIOPSIIUTEILHBIMU JOKYMEHTAMH, OIPEACIISIONIMU BPEMEHHBIC
nporeaypsl, GOpMbI M TOPSAAOK padOThl C JOKYMEHTHpPOBaHHOW WH(pOpManueid B
TaHHOM cdepe;

— yIpaBJICHHE JIOKyMEHTalluell yHHBEpCUTETa B  YacTH  pa3palbOTKH,
COTJIACOBaHUS, YTBEPXKIACHUS, XPAHCHUS, TIPOU3BOJAUTCS C IPUMEHEHHUEM SJIEMEHTOB
AJIEKTPOHHOTO JTOKYMEHTO000pOTa, IMyTeM OOMEHA JJICKTPOHHBIMHU oOpa3zaMu (CKaH-
KOIUSIMHU) JJOKYMEHTOB, JOKYMEHTaMH B AJIEKTPOHHOU dopMme (TpeoOpa3oBaHHBIMU B
AMEKTPOHHYI0 (opMy ¢ OYMaKHOTO HOCHUTENSI IIyT€M CKAaHHPOBAHUSA WJIU
dboTorpadupoBarus ¢ oOeCreYCHHEM MAIIMHOYUTAEMOTO PACIO3HaBaHUS €ro
PEKBHU3UTOB), C MPUMEHEHHEM AJICKTPOHHON TOUYTHI, MECCEH/KEPOB, YaTOB;

— O3HAaKOMJICHUE PAOOTHUKOB (MCIOJHUTENEH W 3aMHTEPECOBAHHBIX JIMI[) C
JIOKaJIbHBIMH HOPMATUBHBIMU aKTaMH, HEMTOCPEJICTBEHHO CBSI3aHHBIMU C UX TPYI0BOM
NESATEIbHOCThIO, TpHUKa3aMu  (paclopsDKEHUSIMH)  PEKTOpa U MPOPEKTOPOB,
YBEJIOMIICHUSIMH, TpPEOOBAaHUSIMH W WHBIMH JIOKYMEHTAMH IPOU3BOJIUTCS ITyTEM
oOMEHa CKaHUPOBAHHBIMU KOMUAMH (DJIEKTPOHHBIMU OOpa3aMu) BBIIICYKa3aHHBIX
JIOKYMEHTOB, TOJIUCAaHHBIX CTOPOHAMH, MO KaHAJIaM KOPIOPATUBHOW AJIEKTPOHHOMN
CBsI3M (KOpIIOpaTHBHAS JJICKTPOHHASI TOYTa, KOPIIOPATHUBHBIN CKAWII, AJICKTPOHHAS
1ouTa, BbIOpAHHAS CTPYKTYPHBIM MOJpA3feii€HUEM, JIMYHbIE KAaOWHEThl B
ANEKTPOHHO-UH(OPMALIMOHHON 00pa30BaTEIbHON Cpe/le YHUBEPCUTETA);

— nocneayoimee odopmiieHHe W padoTa € MOMJIMHHUKAMHU JIOKYMEHTOB B
YCTaHOBJICHHOM B YHUBEPCHUTETE MOPSIIKE BO3OOHOBIISETCS ¢ MOMEHTa CTaO0MIN3aluN
AMUACMHUOJIOTHYECKOW OOCTaHOBKM JIMOO TP WMCUYE3HOBCHWM WHBIX MPUYHUH, II0
KOTOPBIM OBLIT BBEJICH AJIEKTPOHHBIN TOKYMEHTOO00POT, Iociie (haKTUIECKOTO BhIXOAa
pabOTHUKOB Ha paboTy;

— IOCTYyN K aKTyaJIbHBIM D3JIEKTPOHHBIM BEPCHUSM HOPMATHBHBIX JOKYMCHTOB
CHUCTEMBI MEHEPKMEHTA KaueCTBa 00EeCIIeUnBaETCs TOCPEICTBOM CaiiTa YHUBEPCUTETA
Ha cTpaHuile: www.swsu.ru/omk B pazzaene «Jlokymenrarus CMK».

5.3 TpeOoBaHus K NOPSAAKY pa3pad0oTKu BHYTPpeHHHMX 10KyMeHToB CMK

5.3.1 BeisiB/ieHHE NOTPEOHOCTH B JOKYMEHTE U HHUIHALUA Pa3padoTKu

5.3.1.1 I[loTpebHOCTH B pa3pabOTKE HOBBIX JAOKYMEHTOB OIpEIEseTcs Biia-
JenbllaMU MPOLIECCOB, KOJJIETMAJIbHBIMU OpraHaMy YIpaBJ€HUs, PYKOBOJIUTEISIMU
CTPYKTYPHBIX MOJpa3feieHUil 1 paOOTHUKAMHU YHUBEPCUTETAa HA OCHOBAaHUHU aHAJIU3a
IIPOLIECCOB, HA PA3HBIX CTAAUSAX KOTOPOIO:

— BeAETCA MEPEUYEHD IEUCTBYIOIIMX JOKYMEHTOB;

— TPOU3BOAMTCS aHAINU3 INIYOUHBI, MIOJHOTHI U aJI€KBATHOCTH OMMCAHUS U pe-
IIAMEHTALUH MPOLIECCa;

— ONPENENSI0TCS MPOLECCHl U BUABI ACATEIBHOCTH, & TAKXKE OTAENIbHbBIE MPO-
HEeyphl, Hy)KAaromuecs: B GopMain3aiim.

5.3.1.2 JToxymentst CMK yHuBepcurera pazpadaThiBatOT Ha OCHOBAHUH

— rojoBoro muaHa paspabotku noxkymentauuu CMK yHuBepcurera, yTBep-
KJIIEHHOTO PEKTOPOM,;
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— TmpuKasa (pacnopspKeHHs) PyKOBOACTBA YHHBEPCUTETA JTMOO CITy:KeOHOM 3a-
NUCKHU BJIAJIENIblia npolecca (PyKOBOAUTENS MOAPA3JEICHNs) C BU3OM PEKTOpa YHU-
BEPCUTETA, B KOTOPBIX 00513aTENbHO YKAa3bIBAIOT!

a) pyKOBOAMTENS pa3paOOTKu (Biajaesblia JOKYMEHTa, OTBETCTBEHHOTO HCIOJI-

HUTEJIA);

0) nonpasaenenue (/IJI), oTBeTCTBEHHOE 3a Pa3pabOTKy U YNpPaBJICHUE JOKY-
MEHTOM;

B) moapazaeneHus-coucnonautenei (J1J1), yuactByromux B pa3paboTKe ITOKY-
MEHTA;

I) CpPOKHU pa3pabOTKH, COIIACOBAHUS U YTBEPKJCHUS TOKYMEHTA;
Ha OCHOBAaHHMM KOTOPBIX BHOCATCS U3MEHEHUS (JIOMOJHEHHUs) B TOJOBOM IIaH pa3pa-
OOTKH JIOKYMEHTAlIUH.

5.2.1.3 PykoBoautenu pa3pabOTKH, MHUIMUPYIOT pa3pabOTKy JIOKYMEHTOB B
COOTBETCTBUM C TUIAHAMH Pa3pa0O0TKH JTOKyMEHTAIlMU, TpeOOBaHUSMU BHYTPEHHEM
HOPMATUBHOM TOKYMEHTAIIMU YHUBEPCUTETA U/WIIU 110 YKa3aHUIO PYKOBOJICTBA.

5.3.2 IlnanupoBaHue pa3padoTKu

5.3.2.1 JIokyMeHTHI pa3pabaThIBAIOT B COOTBETCTBUU C TOJOBBIM IIJIAHOM pas3-
pabotku noxkymentauuu CMK yHuBepcutTeTa, yTBEpKAEHHBIM PEKTOPOM, U INITAHAMU
pabOThl CTPYKTYPHBIX MOIPa3AEICHHM.

5.3.2.2 BnagenbIisl IPOIECCOB U PYKOBOJIUTENH CTPYKTYPHBIX MOpa3aeIeHHMA
Ha OCHOBE pe3yJbTaTOB aHAJIM3a IUIAHUPYIOT Pa3pabOTKy AOKYMEHTAIMH B PaMKax
CBOErO mpoliecca (Moipa3aesieHus) Ha YYEOHBIN TOJ U €KEeTOAHO MPEI0CTaBIISIIOT €€ B
BUJIE TIPEIJIOKEHNUI, OPOPMIIEHHBIX B YCTAHOBIIEHHOM nopsiake (1. 5.3.1.2), pexkropy
YHUBEPCUTETA B CPOK, OIPEACIIEHHBIN PACTIOPAAUTEIBHBIM JOKYMEHTOM, MPOEKT KO-
toporo roroButr OMK He no3gHee 25 nekabpst TEKyIIEro rojaa.

5.3.2.3 Ha ocHoBanuu aHanu3a oTu€Ta O BBHINIOJHEHUHU IJIaHA Pa3pabOTKU J0-
KYMEHTallUd 34 WCTEKIIWA MEpPUOJ, UCTEUEHHs CPOKa JIEUCTBUS YTBEPKACHHBIX H
JEUCTBYIOIIUX JOKYMEHTOB, a TaK)Ke€ C YUETOM MOCTynuBIIKX npeanoxenuid, OMK B
cpok 10 20 sHBapsi COCTABIISIET TOJOBOM TuTaH pa3paboTku gokymentannun CMK yHu-
BepcuteTa (Mpuiiokenue B), onpenensirommii:

— TIepeyeHb JOKYMEHTOB, pa3padoTKa KOTOPBIX IUIAHUPYETCS BHEpPBbIE (C yKa-
3aHUEM BHJIA IOKYMEHTA);

— TMepeyeHb JOKYMEHTOB C MCTEKAIOUIMM CPOKOM JEHUCTBHS, OAJIEKAIIMNX T1e-
pecMoTpy (€ yKa3aHUEM MHAECKCA JOKYMEHTA);

— pyKOBOAMTENEH pa3pabOTKH (BJIaIETBIEB JOKYMEHTOB);

— JIOJDKHOCTHBIX JIMIL, OTBETCTBEHHBIX 32 Pa3pabdOTKy U YIpaBJIEHUE JOKYMEH-
TOM,

— CpPOKH pa3paboTKu (1epecMoTpa) T10KYMEHTOB.

YTBepKAEHHBI PEKTOPOM TOJOBOM TUIaH pa3padoTku gokymeHTarmun CMK
YHUBEPCUTETA JOBOJUTCS JO HUCIOJIHUTENEH MPUKA30M PEKTOPA, TPOEKT KOTOPOTO IoO- @
ToBAT pabotHuku OMK B cpok, HE Mo3HEEe CeMH IHEW C MOMEHTa YTBEPKICHUS
JIaHa.
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5.3.2.4 I3meHeHus (IOMONHEHUs) B TOJJOBOM TUIaH pa3pabOTKU JOKYMEHTAIHH
MOTYT OBITh BHECEHBI HA OCHOBAHUU:

— IpHKa3a (pacrnopsKeHUsl) peKTopa YHUBEPCUTETA, B TOM YHUCIIE MO MPEAJIO-
KEHHUSIM KOJUIETHAJIbHBIX OPTaHOB YIPABJICHMSI, BIIAJIENbLIEB IIPOLIECCOB, PYKOBOIUTE-
Je¥ CTPYKTYpPHBIX [1OAPA3IeIeHUNA, OPOPMIIEHHBIM B YCTAHOBJICHHOM IOPSAIKE;

— BBIUCKU W3 pelIeHUs YYEHOTO COBETa, PEKTOpara, COBETa MO KayecTRY,
y4e0HO-METOIMYECKOTO U HAyUYHO-TEXHUYECKOTO COBETOB;

— CHyXeOHOM 3amMcKH Biajeiblla mporecca (PYKOBOIAUTENS CTPYKTYPHOTO
HOZpa3e]ICHUs]) C BH30H PEKTOpa, OOOCHOBBIBAIOIICH HEOOXOIUMOCTHh BBEICHUS
JAHHOT'O JOKYMEHTa, ¢ MH(popMalueil o pa3padaTbiIBa€MOM JOKYMEHTE, pyKOBOJIUTE-
J€ U CpoKax pa3pabOTKH, MMOAPA3EICHUN, OTBETCTBEHHOM 3a YIPABJICHUE JTOKYMEH-
TOM.

5.3.2.5 Ilnan-rpaduk pa3pabOTKH KOHKPETHOTO JOKYMEHTa (BpeMs U MOPSI0K
JecTBUs pabodnX TPYII MO pa3paboTKe JOKYMEHTAIMH) COCTABISIETCS PYKOBOIUTE-
JeM pa3pabOTKH ¢ YYETOM BBITIOJHEHHS TUIAHOB, TPAQHUKOB U PACHOPSAUTEIBHBIX J10-
KYMEHTOB YHUBEPCHUTETA 10 pa3pabOTKe U akTyanu3auuu fokymentanuu CMK.

5.3.2.6 Ilepen nauamoMm pa3pabOTKH JOKyMEHTa PYKOBOAHMTENh pa3paboTKu
MPOBOJAUT WHCTPYKTAX paboueil Tpymibl Mo MpuéMaM U MeToaaM pa3paboTKH JOKY-
MEHTA, OMpPEAEISAET U JOBOAUT 0 MUCTOTHHUTENEH MOPAIOK U CPOKM KaKJIOTO dTara
BBITNIOJIHEHMSI padoT.

5.3.3 Ha3na4yeHne pyKOBOAUTEJS Pa3pad0TKH U rpynnbl pa3padoTKn

5.3.3.1 Opranuzaiuio pazpabOTKU JOKYMEHTOB OCYIIECTBIISICT BIajeliell Mpo-
necca.

5.3.3.2 Ha3HaueHue pyKOBOAUTENIS pa3pabOTKU MPOU3BOAUTCA PEKTOPOM IO
MPEICTABICHUIO BaIeblia Mpoliecca.

5.3.3.3 B 3aBUCHMOCTH OT CJIO)KHOCTH, BaXXHOCTH pa3pabaTbIBa€MOro IOKY-
MEeHTa U 00bE€Ma paboOT MO HEMY pa3padOTKa MOXKET MPOBOJUTHCS HEMOCPEACTBEHHO
pPYKOBOAMTENEM pa3paboTKu WK pabodeit TPyIIoil moa pyKOBOACTBOM PYKOBOJMTE-
7151 pa3pabOTKH.

5.3.3.4 CocrtaB pabodeil Tpynmsl ompeaesieTcss MPUKa3oM (pacropsKEHUEM )
pEKTOpa YHUBEPCUTETA, IPOEKT KOTOPOTO TOTOBUT PYKOBOJIUTENH Pa3pabOTKH.

5.3.3.5 CoctaB pabouux rpymi, pa3pabaTbIBalONINX JOKYMEHTAIIUIO 110 OIMHKCa-
HUI0O U pernameHTtauuu npouneccoB CMK, ompenensercs pacnopsskeHUEM OTBET-
CTBEHHOI'O MPEJCTABUTENSI PyKOBOJCTBA B 00JaCTH KadecTBa MO MPEJIOKEHHUSIM Bila-
JIeTIbIIEB MPOIIECCOB U Mo corjacoBanuio ¢ OMK.

5.3.3.6 B coctaB pabouux rpynm mo OMHCAHUIO U PErIaMEHTAIIMH MPOIIECCOB
CMK nomkHBI OBITH BKITFOUEHBI MPEACTABUTENHN BCEX CTPYKTYPHBIX MOJpa3IeiICHHMA
(Tpymm CTPYKTYpPHBIX MOAPA3ACIICHUI), yHaCTBYIOLIUX B JAHHOM IIpOIIECCe.

5.3.3.7 PaGouue rpynnsl, co3gaHHbIE sl pa3paOOTKU JTOKYMEHTAIUU T10 TPOo-
neccaM, JIeUCTBYIOT MO/ PYKOBOJICTBOM BJaJieliblia poliecca Ha MOCTOSTHHOM OCHOBE
C LIETBI0 Pa3pabOTKH MPEATIOKEHUH 10 COBEPIIICHCTBOBAHUIO MOJAKOHTPOIBHBIX TPO-
LIECCOB.

5.3.4 Pa3zpa0oTka nmpoeKkTa J0KyMeHTAa

5.3.4.1 CTpykTypa M coJep:xkaHHe TEKCTA JOKYMEHTA
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5.3.4.1.1 llopsanox pa3paboTku 1 0POPMIICHHS BHYTPEHHUX JOKYMEHTOB U3JI0-
’KEH B CTaHAApTE YHUBEPCUTETA (ITOJ0KEHUH) AJI 3TOTO BUJA TOKYMEHTOB.

5.3.4.1.2 HauMeHOBaHHE JTOKYMEHTA JIOJHKHO OBITh KPaTKHM, TOYHO XapaKTe-
pu3oBaTh 00BEKT. B HanMeHOBaHUU HE JOMYCKAIOTCA COKpAIlleHUs], pUMCKUE ITU(PHI,
MaTEeMaTUYECKUE 3HAKU, TPEYECKUe OYKBBHI.

5.3.4.1.3 Tlocne TekcTa JOKYMEHTa W MPWIOKEHUH (NMIPU HAIMYHMH) CIETyeT
CTPYKTYpPHBIN 3JIeMeHT «/Iucm coznacoeanus», KOTOPHIA CONEPKUT MOANUCH PYKO-
BOJUTENS pa3pabOTKU U HUCHOJHUTENCH TOKyMEHTa (Tpynmbl pa3paboTKH), a TaKkKe
cornacyromye noanvucu. B Hawane pasznena yka3bIBalOT OCHOBaHHUE pa3pabOTKH [10-
KyMeHTa. JIuct cormacoBanus 0opMIISIIOT B COOTBETCTBHHU € TipuiiokeHueM /Jl.

5.3.4.1.4 3aBepuiaeT JOKYMEHT CTPYKTYpHBINA 3yeMeHT «/Iucm pezucmpayuu
usmenenuity no ¢popme npuioxkeHus E, B KOTOpoM perucTpupyroT usmMeHeHus (J1o-
MOJTHEHUS, 3aMEHY, OTMEHY), TPOBOAUMEBIE B TOKYMEHTE C YKa3aHHEM OCHOBAHUS AJIs
U3MEHEHUS, 1aThl U MOJAIKUCH JILA, TPOBOJUBILErO U3MEHEHUSI.

5.3.4.2 U310:keHHE TeKCTAa JOKYMEHTAa

5.3.4.2.1 Tekcr MOKyMEHTa ClenyeT NeIuTh Ha pazzaenbl. Pa3genst moryt je-
JUTHCS HAa NTOJIPA3/IeIibl, KOTOPBIE, B CBOIO OUEPE/ib, ACNATCA HA MYHKTHI. [[yHKTHI, Ipu
HEOOXOJMMOCTH, MOTYT JEIUThCS Ha MOAMYHKTHI. [Ipu nenenun tekcra JOKyMeHTa Ha
MYHKTHI U MOAMYHKTHl HEOOXOAUMO, YTOOBI KaXK/BIM MyHKT, TOJAMYHKT COAEpKal 3a-
KOHUEHHYIO UH(OpMaIHIo.

5.3.4.2.2 JIns pa3nenoB u mojapasaenoB (IIyHKTOB) JOKYMEHTa MPUMEHSIOT 3a-
TOJIOBKHU. 3aroJIOBKH JOJDKHBI YETKO M KPAaTKO OTpa)kaTh COJIEP)KaHUE COOTBETCTBY-
IOIIKUX Pa3/IeNIOB U MOJpa3iesioB (ITyHKTOB), PU 3TOM CJIEAYeT U30eraTh COKpaIlCHUM.
Jlnist moapasaennoB (IMMyHKTOB), KaK MPaBHUIIO, 3ar0JIOBKH HE TIPUBO/IST.

5.3.4.2.3 Tekct nokymMeHTa JOIKEeH ObITh KPAaTKUM, TOUHBIM, HE JOITYCKAIOLITUM
pa3IMYHBIX TOJKOBAaHUM, JIOTUYECKH IOCIEI0BATEIbHBIM, HEOOXOIUMBIM U JOCTa-
TOYHBIM JIJIsl €TO UCIIOJIb30BAHUS B COOTBETCTBUU C 00JIACTHIO TPUMEHEHUS.

5.3.4.2.4 B noxyMeHTe He JOIMyCKaeTCs MPUMEHECHHE:

— 000pOTOB Pa3roOBOPHON peun, TEXHUIIU3MOB U MPOPECCUOHATN3MOB;

— OJIHOTO M TOTO € MOHSTHS ISl Pa3jIMYHbIX HAYYHO-TEXHUYECKUX TEPMH-
HOB, OJIM3KHUX MO CMBICITY (CHHOHUMOB), a TaK)K€ HHOCTPAHHBIX CIIOB U TEPMHUHOB TMPH
HAJIMYUHU PAaBHO3HAYHBIX CJIOB U TEPMHUHOB B PYCCKOM SI3bIKE;

— TMPOU3BOJIBHBIX CIOBOOOPA30BaHUM;

— COKpallleHUHM CJIOB, 32 MCKJIIOUEHUEM YCTAHOBJIEHHBIX MpPaBUJIAMHU PYCCKOMN
opdorpapuu, COOTBETCTBYIOLUIMMH T'OCYIapCTBEHHBIMU CTaHIapTaMM, a TaKKe ycTa-
HOBJICHHBIX B JIJAHHOM JIOKYMEHTE;

— MaTeMaTHYeCKUX 3HAKOB (32 UCKIIOYEHHEM (OpPMYI):

a) MaTeMaTHYeCKUi 3HaK MHUHYC (—) TMepel OTPHUIATEIbHBIMUA 3HAYCHUSIMH Be-
JMYWH ClieayeT 0003Ha4aTh CIOBOM «MHHYCY;

0) 3HaK «J» It 0003HAYECHMsI JUaMETpa CIeAyeT 3aMEHSTh CIIOBOM «JIua-
MeTp» (TIpY yKa3aHWW pa3Mepa WK MpeaebHbIX OTKIOHSHUH ThaMeTpa Ha pUCYHKaxX
nepe]; pa3MepHBIM YUCIIOM CIIEAyeT UCaTh 3HAK «D»);
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B) > (Oompire), < (MeHbIIE), = (paBHO), > (00JbINE WX PABHO), < (MEHBIIIE WU
paBHO), # (He paBHO), a Takxe 3Haku Ne (Homep) u % (MPOLIEHT) ClIenyeT YKa3bIBaTh
CJIOBaMH.

5.3.4.2.5 Ilpu uznoxxkeHUn 00s3aTEIBHBIX TPeOOBaHHN B TEKCTE TOKYMEHTa
CJIelyeT MPUMEHSTh CJIOBA «JIOJDKEH», «CIEAYyeT», KHEOOXOANUMOY, «TpedyeTcs, uTo-
OBbI», «pa3peniaeTcsi TOIbKOY», «HE JIOMYCKAETC», «3alpeliaeTcs», «He cueayer». [lpu
U3JI0KEHUH APYTHUX MOJOKEHUM CIIeyeT MPUMEHSTh CII0OBA «MOTYT OBITh», «KaK Ipa-
BUJIOY», «IIPU HEOOXOAUMOCTIY, KMOMKET UMEThY, «B CIy4yae» U T.1.

5.3.4.2.6 B nokymeHTe cieayeT MPUMEHITh TEPMHUHBI, ONpEaACIICHUs, 0003Ha-
YEHUS U COKpAIICHUS], yCTAHOBIICHHBIE ACHCTBYIOIIMMH TOCYAapCTBEHHBIMU CTaHIAP-
TaMU WK NPUHATHIE B YHUBEPCUTETE U yKa3zaHHBIC B paszzaene «HopmaTtuBHbIe cChlI-
KU, TEPMUHBI U OTIpeieNIeHuUs, 0003HAUCHUS U COKPAILICHUS.

5.3.4.2.6 B 3aBUCHMOCTH OT OCOOCHHOCTEH M COACPKAHUS JOKYMEHTA €0 Tpe-
OOBaHMs M3Jaral0oT B BHJI€ TEKCTa, TaOIUL, rpaduyeckoro mMarepuana (pUCYHKOB,
CXeM, IMarpaMM) WM UX COUYCTaHUM.

Tabnuunyro hopMy npeacTaBiieHus] HHOOPMaLMK 1IEIE€CO00Pa3HO MPUMEHSTD,
€CJIM pa3JIMYHbIE CBEJECHUS U MOKa3aTeNd MOTYT ObITh CIPYHIHPOBAHBI MO KaKOMY-
a10o 0o0IIeMy MPU3HAKY, a KaXIbli U3 HUX MOXET MMETh JBa M 0oJjiee 3HAYCHMS.
Tabnuupl TPUMEHSIOT AJI JIydlled HarsiIHOCTH M yJao0CTBa CpaBHEHHUs IOKa3aTe-
neil. HaumeHoBaHue TaOnuiibl, IPU €ro HAJIMYUH, JOJKHO OTpa)kaTh €€ COJEepKaHue,
OBITh TOUHBIM, KPDATKHUM.

['padmueckuil Mmarepuan (PUCYHKH, CXEMbl, IHAarpaMMbl U T.II.) OMEUIAIOT B
JOKYMEHT JUIsl YCTaHOBJICHUSI WM WUIIOCTPALMU OTAEIbHBIX CBOMCTB MJIM XapaKTe-
pPUCTHK 00BEKTa, a TaKKe JAJIS Jy4IIero MOHUMaHUs TeKCTa JokyMeHTa. Ha rpaduue-
CKUI MaTepual JoJKHA OBITh JJaHa CChUIKA B TEKCTE JOKYMEHTA.

[Ipn HEOOXOAMMOCTH B TEKCTE JOKYMEHTa, TAOJMUAX M MPHUBOJMUMBIX JAHHBIX
MOT'YT OBITh UCIIOJIB30BaHbI (POPMYJIBI.

5.3.4.2.7 B moxymMeHTax MOTYT MPUBOAMTHCA CCHUIKM Ha 3aKOHHBIC W TOA3a-
KOHHBIC aKThl, CTAHIAPTHI, OJIOKEHUS, IPABUIIa U PEKOMEHIALINHU, PYKOBOISIIINE JI0-
KyMEHTBI, METOJUKHU U Ipyre HOPMATUBHbBIE U OPraHU3allMOHHbIE TOKYMEHTBHI.

CchUIKM IPUMEHSIIOT B ClIydasx, Korjaa HE00X0AUMO:

a) UCKJIIOYUTHh IMOBTOPEHHUS B JOKYMEHTE OTAEIbHBIX €ro MOJOXXEHUN WU
dbparmMeHToB;

0) uzbexarb qyOIMpoBaHMs (PParMEHTOB JAHHOTO JOKyMEHTa ¢ (hparMeHTaMu
JIPYTUX JTOKYMEHTOB.

[Ipu pazpaboTke mOKyMeHTa cieAyeT M30eraTh M3JIUIIHUX, HEOOOCHOBAaHHBIX
CCBIJIOK, €CJIH 3TO MOXKET 3aTPYTHUTH €TO UCIIOIH30BAHHE.

5.3.4.2.8 B nokymeHTe JOMyCKaeTcsl MPUBOAUTH MPUMEUYaHUs, €CIU K €ro OT-
JeNbHBIM (PparMeHTaM, TabiuiaM WK rpauueckoMy Marepuairsy HeoOXOAUMO IMpH-
BECTH TMOSICHSIONINE CBEJACHUS WM CIIPABOYHBIC TaHHBIC, HE BIUSAIOIINE HA UX COMEP-
xaHue. [IpuMeuanus He JOJKHBI cojepxaTh TpeboBanuil. [Ipumedanus nmomeniaror
HETMOCPEACTBEHHO MOCIe (PparMeHTa, K KOTOPOMY OTHOCHTCS 9TO IPUMEUYaHHeE.

5.3.4.2.9 IIpumepbl MOTYT OBITH IPUBEIEHBI B TEX CIIy4asiX, €CJIU OHU IMOSCHS-
IOT OT/AETbHbIE (PParMeHThl JOKYMEHTa UM CIOCOOCTBYIOT 0oJiee KpaTKOMY MX H3JI0-
KEHHUIO.
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5.34.2.10 Ecin HeoOXOAUMO MOSICHHTL OTICIBHBIE CJIOBA, CIIOBOCOYECTAHUS
WIM JaHHBIC, MPUBEICHHBIE B JOKYMEHTE, TO TOCIC HUX CTaBAT HAJCTPOYHBIA 3HAK
CHOCKH.

5.3.4.3 OdopmiieHHe TEKCTa JOKYMEHTA

5.3.4.3.1 TpeboBaHusl K TEKCTOBOM YacCTH JOKYMEHTa JOJDKHBI COOTBETCTBO-
Batb ['OCT P 2.105-95, B ciyuae, ecnu myig ohopMIIeHUS HE OMpENEsEH COOTBET-
CTBYIOIIMY HOPMATUBHBIN JOKYMEHT.

TekcT moKkymMeHTa HaOupaeTcs Ha KoMITbloTepe ¢ pacmupenueM Itf wim doc Ha
dopmare A4 (210x297 mm) u odopmisiercst rapauTypoii mpudTa Times New Roman.
Pa3zmep mpudra ocHoBHOrO TekcTa 14pt, MeKCTPOUHBIN UHTEpBAJl OJIMHAPHBIH.

AO3alHBIA OTCTYI JOJKEH OBITh OAMHAKOBBIM IO BCEMY TEKCTY JOKYMEHTa U
COCTAaBJISITH ISITh 3HAKOB.

[Tpu HEOOXOAMMOCTH IOMYCKAETCS KOMIUIEKTOBATH B OJTHOM JIOKYMEHTE JIUCTHI
dbopmarom A3, A4, AS.

5.3.4.3.2 Tlons Ha AUCTax TOKyMEHTA JOJIKHBI OBITH HE MEHE:

20 MM — JI€BOE;

10 MM — mipaBoe;

20 MM — BEpXHEE;

20 MM — HIXKHEE.

5.3.4.3.3 Ha xaxoi cTpaHulle JOKYMEHTa B HMPKHEM KOJIOHTUTYJIE OMEIIAET-
cst uHpopmarms 00 uaeHTU(GUKAITMOHHOM HOMEpE JOKYMEHTA, KOJIMYECTBE CTPAHUI] U
HOMEPE TEKYIIIeH CTpaHUIlbl JOKyMeHTa. [Ipu HanrcaHuM KOJIOHTUTYJIOB UCTIOIB3YeT-
cs mpudt Times New Roman pazmepom 12 pt. @opma crpanull JoKymMeHTa (3a uc-
KJIFOUEHHUEM TUTYJIBHOTO JIMUCTA) MPUBEICHA B MpUiIoKeHUU K HacTOSIIEro ctaHaap-
Ta.

5.3.4.3.4 Paznenbl, nojapa3nieiibl, MyHKThl U MOAMYHKTHl JOKYMEHTa CIIEIyeT
HYMepOBaTh apaOCKuMH IMdpamMu U 3aMKUChIBaTh C ab3arHOro orcrymna. Paszmens
JOJDKHBI UMETH TTOPSIKOBYIO HYMEPAITHIO B TIPeIesiaX BCEro TEKCTa, 32 HCKIIOYCHUEM
coJiep KaHus, MPUITOKCHHM, JTUCTA COTJIACOBAHMS | JINCTA PETUCTPAIIUU N3MCHCHHM.

5.3.4.3.5 Homep noapaszzenia BKIIOYAET HOMEpA pas3ieia u noapasieiia, pasie-
JEHHBIE TOYKOM, HOMEp MMyHKTa — HOMEpPA paszjielia, Moapas3aeia u MyHKTa, pa3aeiEH-
HbIC TOYKOH, a HOMEp IMOANYHKTa — HOMepa pasjesa, Mojpasjena, MyHKTa W TO/I-
MyHKTA, pa3AeIEHHBIC TOUKAMH.

[Tocne Homepa paznena, moapasjiena, MyHKTa U MOJAMYHKTa TOUYKY HE CTaBsT, a
OTJICTITFOT OT TEKCTA MPOOEITIOM.

5.3.4.3.6 Ecnu TekcT TOKyMEHTa HE AECIUTCS Ha MOAPAa3[eibl U MYHKThl WIH
pa3nien€H Ha MOIMYHKTHI, TO JJISl aJbHEHIIIETO JeIeHHUsS TEeKCTa UCTIOJIb3YIOT a03allbl,
KOTOPbIE HE HYMEPYIOT, a BBIJICTISIOT a03aIHBIM OTCTYIIOM.

5.3.4.3.7 3aronoBku neyaTtaroT 16 pt momyKUpHBIM MIPUGTOM, OTACIHSISI OT HO-
Mepa mpoOesioM, HaurHasl C MPOMUCHOM OyKBBI, HE MPUBOJIA TOUKY B KOHIIE. [Ipu sTOM
HOMED paszjiena, moapaszelia neyaTaroT nocie ad3alHoro OTCTyIa.

5.3.4.3.8 3aronoBku «Conepxanuey, «lIpunoxenue», «JIluct cormacoBanusy,
«JIucr perucrparny ©3MEHEHU» HE HYMEPYIOT, IIPH 3TOM Ha3BaHHE JAHHBIX CTPYK-
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TYPHBIX 3JIEMEHTOB 3aIMCHIBAIOT MOCEPEINHE OTACTHLHON CTpaHUIlBI (JUCTAa) C TPO-
MIMCHOW OYKBBI.

5.3.4.3.9 3aronoBok paszjena (rmoapasziesa) J0JDKeH ObITh OT/IeNEH OT OCHOBHO-
ro TeKcTa pasfena (mojapasjesia) U OT TEKCTa MpeablayIero pasiena (moapasena)
OJIMHAPHBIM MEXIYCTPOUYHBIM UHTEpBaIoM 8 MM (1 mycTasi cTpoka OCHOBHOTO TEKCTa
14 pt).

5.3.4.3.10 IIpu HEOOXOAMMOCTH B TEKCTE MOKyMEHTa (KaK MpaBWIIO, BHYTPH
MYHKTOB) MOTYT OBITh TIPUBEJICHBI TIEpeUnCiIcHus. [lepedrciieHns B TEKCTE BBIJCISIIOT
a03alHBIM OTCTYIIOM, KOTOPBIM UCIOJIB3YIOT TOJBKO B IIepBoii cTpoke. [lepen kaxnoit
MO3UIIMEH TIEPEUYHCIICHUS CTaBAT neduc.

Ecnmu HE0oOX0auMo B TEKCTE JOKYMEHTA MPHUBECTH OJHO WJIM HECKOJBKO Tepe-
YUCJICHUM, TO TIEPE]T KaXKIOW MO3HINEH MepeYrCIIeHns] BMECTO Jerca CTaBAT CTpOU-
HbIe OYKBBI, TPUBOAUMBIC B aJI()aBUTHOM TOPSIZIKE, a MTOCIIE HIX CKOOKH.

Jlnst nanpHeWen neTanu3alyy MepevyrclieHus UCTIOIB3YI0T apadckue mudpsl,
MOCJIE KOTOPBIX CTABST CKOOKY, MIPUBOJIS UX CO CMEIICHUEM BIPABO HA 2 3HAKA OTHO-
CUTEJIbHO MEepPEUHCIICeHU, 0003HAUYECHHBIX OyKBaMH.

JomyckaeTcst 0003HaYaTh EPEUMCICHUS B JOKYMEHTE MapKepamH.

5.3.4.3.11 Tabnuupbl opopMISIOT B COOTBETCTBUM ¢ pucyHkoMm 1. CrieBa Haj
TabiuIel ¢ ab3aIHOTO OTCTYIA pa3MeIaloT cioBo «Tabmuiay, mocie Hero NPUBOIST
HOMED TAOJUIIBI U, YEPE3 TUPE — HAMMEHOBaHUE Ta0JUIIBI (TIPU HEOOXOJUMOCTH ), TIPU
ATOM TOUKY MOCJI€ HAMMEHOBAaHUS TaOIUIIbI (HOMEpa TaOIHUIbl) HE CTaBAT.

Tabnuna —
HOMED HaMMEHOBaHHE TaOJIHIIBI (C IPOIHCHON OYKBBI)
IPONOJDKEHNE HAUMEHOBAHMUS TaOIMIIbI
3arosoBoK rpadsl 3aros0BoK rpagsl
Fpaq)a JJIA 3arO0JIOBKOB | ITOJA3ar0JIOBOK 1oA3aroJIOBOK 1oA3aroJIOBOK MoA3arojJ0BOK
rpadbl rpagsl rpadbl rpadsl

Pucynoxk 1 — ®opma TabauiisI

Tabnuily, B 3aBUCUMOCTH OT €€ pa3Mepa, MOMEUaloT Mol TEKCTOM, B KOTOPOM
BIIEPBBIE JlaHA CChUIKA HAa HEE, WJIM Ha CIEAYIOUIeH CTpaHule, a Mpu HE0OXOAUMOCTH,
B IIPUJIOKEHUU K TOKYMEHTY.

JlomyckaeTcst moMenarh TadJIMIly BI0Jb JUIMHHON CTOPOHBI JIUCTA JOKYMEHTA.

[Tpu nepeHoce yacTu TabIMIIBI HA APYTUE CTPAHULIBI, ClIOBO «Tabmuiia», Homep
¥ HaMMEHOBAaHME MOMEUIAIOT TOJIBKO Haj MEpBOM 4YacThIO TAOJHMLBI (HA TIEPBOM JIH-
cre). Han apyrumu gactsimu nunryT ¢ ab3anHoro orcryna TekceT «lIpogomkenue tab-
JUIBD) C YKa3aHUEM HOMepa (HauMEHOBaHUS ) TaOTUIBI.

Tabnuibl HyMepyIOT apabCKuMU LKM(paMu CKBO3HON HyMepauuen B Mpezesax
BCEr0 TEKCTa JIOKYMEHTA, 32 UCKJIIOUEHHEM TaOIUIL TPUIIOKESHH.

Tabnuipbl Kaxa0ro MPUIOKEHUS HYMEPYIOT apaOCKMMU LudpaMu OTAEIbHON
HyMepaluen, 100aBisis nmepesl KakJIbIM HOMEpOM 0003HAUYE€HHE JAHHOTO MPHIIOXKE-
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HUS, pa3essis uX TOYKOM (ecau B JOKyMEHTe o/iHa Tabmiuia, To e€ o6o3nayarotr «Tao-
nura 1» nin «Tadmuma A.1», eciiu oHa MPUBECHA B MIPHIIOKEHUN A).

Ha Bce Tabnuibl MPUBOAST CCHUIKU B TEKCTE€ JOKYMEHTA WJIA B MPHIOKEHUU.
[Ipu ccblike caeayeTr mucaTh CIOBO «TabIUIa» C YKa3aHUEM ee HoMepa.

5.3.4.3.12 TI'padmueckuii Matepual JOJDKEH pacriojaratbCsi HEMOCPEICTBEHHO
MOCJI€ TEKCTa, B KOTOPOM O HEM YIIOMHHAETCs BIIEPBbIC, UM HA CIIEYIOUIEH CTpaHu-
e, a Mpu HEOOXOJUMOCTH, B IpHIOKeHUH. JIt000i1 rpaduueckuii MmaTepuan (4epTex,
cxema, TuarpamMma, pucyHOK U T.JI.) 0003HAUaloT CIIOBOM «PHCYHOK», pacroI0KEeHHBIM
noJi rpaduUecKUM MaTepuaioM mocepeauHe cTpoku. ['padudeckuil MaTepuan, 3a uc-
KJIIFOUECHHEM rpaduyeckoro Marepuaia MpuioKeHHH, clieayeT HyMepoBaTh apaOCKUMU
mudpaMu CKBO3HOM Hymepatueil. Eciam pucyHnok onuH, To 0H o6o3Hauyaercs «PucyHnox
1». Uepe3 Tupe npuBOAMTCS HAUMEHOBAaHUE rpaduueckoro marepuana. Touyka B KOH-
1€ HAUMEHOBAHUS HE CTABUTCA.

JlonyckaeTcst Hymepanus rpaduyeckoro marepuana B npeaenax paszaena. Ho-
MEp PUCYHKa COCTOMT B 3TOM CIIy4ae M3 HOMEpa pasjiena 1 NOpsAIKOBOrO HOMEpa pH-
CYHKa, pa3lleJE€HHBIX TOYKOoM. PucCyHOK (mmarpammy, cxemy M T.Il.), KaK MPaBWIIo,
CJIETy€eT BBINOJIHATH HAa OJTHOM CTpaHMIIE.

Ha Bce puCyHKH NMPUBOAST CCHUIKM B TEKCTE IOKYMEHTA WM B MPHIOKECHUH.
[Tpu cchuike caenyeT NucaTh CIOBO «PUCYHOK» C YKa3aHHUEM €ro HoMepa.

5.3.4.3.13 ®opmyiibl, 32 UCKIIOUEHHUEM MTOMEIIAEMBIX B MPUIOKEHUSAX, TaOIH-
aX YU MOSICHSIONIMX JaHHBIX K rpaduueckoMy Marepuairy, HyMepyloT CKBO3HOW HYy-
Mepanuei apadckumu nudpamu. [Ipu 3ToM HOMEp (HOpPMYIIBI 3aMUCHIBAIOT B KPYTJIBIX
CKoOKax Ha OJHOM YpOBHE ¢ Hell crpaBa oT GopMyibl. Eciiu B TeKCTe JOKYMEHTA O/1-
Ha popMmymna, e€ o00o3HavaroT «(1)».

[Tpu ccbuike B TekcTe Ha GOPMYIIBI ClIEAyeT MUcaTh CIOBO «(opMynay ¢ ykaza-
HHEM B CKOOKaX MOPSIKOBOro HoMepa (hopMyJIb.

@dopMyIibl, TTOMEIIaeMble B TMPUIOKEHUAX, HYMEPYIOT apabckumu udpamu
OTIICJILHOW HyMepaluen B mpejenax Kak10ro MpUIoKeHus, J00aBIss mepes] KaKIbiM
HOMEpPOM 0003HaYEHHE TAHHOTO MPHJIOKEHUS U Pa3Aemsis UX TOUYKOH.

®opmyIbl, MOMENIaeMble B TAOJIUIAX WM B TOSCHSIONIMX JTAHHBIX K rpaduue-
CKOMY MaTepuaiy, He HyMepyIoT.

[lepenocuts GopmMysbl Ha CIAEAYIOMIYIO CTPOKY JOMYCKAaeTCsl TOJBKO Ha 3HaKax
BBITTOJTHAEMBIX OIEpallii, MPUUEM 3HAK B HaYaJle CIEAYIOIeH CTPOKH MOBTOPstOT. [Ipu
nepeHoce (GopMyJbl Ha 3HAKE OMEpPAIlli YMHOXKEHHS MPUMEHSIOT 3HaK «x». [Topsmox
U3JIO’KEHUS B CTAaH/IapTaX MaTEeMAaTUYECKUX YPABHEHHM, TaKOH ke, KaKk U (OpMYIL.

[TosicHeHusT CUMBOJIOB M YHUCJIOBBIX KO(PPUIIMEHTOB, BXOASAIMUX B (Hopmyy
(ecu COOTBETCTBYIOIIME TOSICHEHUS HE TIPUBEICHBI paHee B TEKCTE), MPUBOIAT HEMO-
CPEACTBEHHO 1o (OpMYJIOH.

5.3.4.3.14 Tlpumeuanus neyataroT ¢ MPONUCHON OYKBBI C a03aI[HOTO OTCTYIa U
MOMEIIAIOT HETIOCPEACTBEHHO Tociie PparMeHTa, K KOTOPOMY OTHOCUTCSI 3TO MpPUMeE-
JaHHE.

[Tocne cnoBa «IIpumeyaHue) CTaBUTCS TUPE U U3JIAraeTCs TEKCT MPUMEUaHus C
MPONUCHON OYKBBI.
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Heckonbko mpuMedaHuil mevararoT ¢ ad3aiHOro OTCTyNa U HyMEpYIOT IO TO-
psanky apadbckumu 1udpamu. [Ipu stom nocine cnosa «I[Ipumedyanue» He CTaBAT ABOE-
TOYHE.

5.3.4.3.15 Tlpumepsl pazmeniarotr, oQOpMIISIOT U HYMEPYIOT Tak K€, Kak U
NpPUMEYAHMS, HO BBIJCISIOT TNMPU H3JAHUM JOKYMEHTA TMOIYXUPHBIM KYypPCHUBOM,
mpudtom Times New Roman Nel2.

5.3.4.3.16 HaactpouHblii 3HaK CHOCKM PACMOJaratoT HEMOCPEIACTBEHHO IOCIe
cJI0Ba (IIOCJIETHETO CJIOBA CIOBOCOYETAHUS, YHACIA, CHMBOJIA U T.II.), K KOTOPOMY Ja-
ETCsl MOSICHEHUE, a TaKKe Mepe1 MOACHAIOMUM TeKcToM. CHOCKY pacnojiaraioT B KOH-
1€ CTPAHMUIIbI, HA KOTOPOW MPUBEEHO MOSCHSEMOE CIOBO (CIOBOCOYETAHUE WU JaH-
HEBIC).

CHOCKY, OTHOCSIIYIOCS K JaHHBIM TaOJIMIIbI, PACIIONaraloT B KOHIIE TaOIHIIbI
HaJ| JIMHUEH, 0003HAYAIONIeH OKOHYaHUEe TaOIuUIlEl (B OTAEIbHOU cTpoke). [Ipu sTom
CHOCKY OTJIEJISIFOT OT TE€KCTa KOPOTKOW CILIOIIHOW JTMHUEH, MPOBEJICHHON 10 BEPTH-
KaJIbHBIX JIMHUM, OTPAaHUYHMBAIOIIUX TAOTHILY.

3HaK CHOCKM BBINOJNHAIOT apabckoit mudpoil co ckobkoit («Y») umm B Buje
3BE3MOUKH («*»), ABYX WM TpexX («**» umm «***y), moMenas ux Ha ypoBHE BEPXHETO
oOpe3a mpudTta. 3HaK CHOCKM OTIENISIOT OT €€ TeKcTa mpoodenoM. [y Kaxkoil crpa-
HUIBl HCMOJB3YIOT OTACIbHYIO CHUCTeMY HyMmepanuu (00o3HaueHuil) cHocok. [lpu
3TOM IPUMEHEHHUE OoJIee MATH 3BE3/104YEK HE JOITYCKaeTCsl.

5.3.4.3.17 Ilpunoxenuss 0003HAYAIOT MPOMUCHBIMA OyKBaMH PYCCKOTO anda-
BHTA, HAYMHAA ¢ «A» (3a ucKmodeHneM Oyks E, 3, I, 0,4, b, bl, 'b), koTOpHBIE NpU-
BOJAT mocie cnoBa «[Ipunoxkenuey». B ciydae moiHOTO UCTIOIB30BaHUS OyKB PYCCKO-
ro angaBuTa NPUIIOKEHUS 0003HAYAIOT apaOCKUMU LU pamu.

Ecnu B ToKyMeHTe O/THO IPUIIOKEHUE, TO MY TIPUCBANBAIOT 0003HAYCHHE KA.

Kaxnoe npuiiokeHrue HAauMHAIOT C HOBOM cTpaHulpl (jaucta). Ilpu stom B
BEPXHEH 4acTH CTPAHMIIBI, IOCEPEANHE, MPUBOJISAT U BHIICISIOT MOTYKUPHBIM IPUD-
tom Times New Roman Nel4 cioso «IIpunoxkeHue», 3alMCaHHOE CTPOYHBIMH OYyK-
BaMH C TIEPBOM MPOMUCHOM, U 0003HaYeHUe MpwiIokeHusi. Ha crnemyromeit ctpoke B
CKOOKax yKka3bpIBaloT (0€3 BBIJCJICHMS) CTaTyC MPWIOKEHUS: IJIs 00s3aTeNIbHOTO —
«00s3aTenbHOEY; 17151 UH(OOPMAITMOHHOTO — «PEKOMEHTYEMOE» WJTH «CIPABOYHOLY.

[TpunoxeHus: TOKHBI UMETh OOIIYI0 C OCHOBHOM YacThIO JOKyMEHTa CKBO3-
HYI0 HyMEPAINIO CTPAHMII.

B nmpunoxxeHusx pasaesnsl, MOApPa3Aeibl, MyHKTHI, MOAMYHKTHI, TpaduuecKuid,
MaTepua, TaOauIel U GOpMYIIBI HYMEPYIOT B TIpeesiax Kakaoro npuioxeHus. [le-
pen HoMepaMu CTaBUTCSI 0003HAYEHUE STOTO MPUITOKECHHS.

5.4 TpeooBanus k uaeHTupurkanuu gokymentanuu CMK

5.4.1 Tlo okoHuUaHUU Pa3pabOTKHU MPOEKTOB BHYTPEHHUX OPraHU3aIMOHHBIX (32
uckitoueHveM JIM), HOpMaTUBHBIX U BCHOMOTATENbHBIX JTOKYMEHTOB PYKOBOJUTEIb
pa3pabotku HanpasisieT ux B OMK 1t mprucBoeHus uaeHTU(OUKAITMOHHOTO HOMEpa
u 3anecenus B BJ[ 57.020-2014 i B/1 57.021-2014.

5.4.2 VHnekcel TOKyMEHTAIlMU TpUCBanBarOTCs B coorBeTcTBUU BJ[ 57.014—
2014 «Ilepeuenp nnaexcon nokymeHtrauuu CMKpy.
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5.5 TpeGoBaHusi K COIJIACOBAHUIO M YTBepP:KIeHHI0 (NMOANMMCAHUIO) JTOKY-
MenTanuu CMK

5.5.1 IIpoBepka Ha aIeKBATHOCTD M COIJIACOBAHME JOKYMEHTA

5.5.1.1 Ilocne npoBepku, BepudHUKaIUU MPOEKTa JOKYMEHTA U TTOATBEPKIACHUS
MPOBEPKH CBOEW MOJIMUCHIO HA JIMCTE COTJIACOBAaHUS PYKOBOIUTENb pa3pabOTKU CO-
IJ1aCOBBIBAET OKOHYATEIBHYIO PEAAKIIMIO MTPOEKTAa JOKYMEHTA C 3aMHTEPECOBAHHBIMU
NoApa3AEICHUAMH (I0KHOCTHBIMU JIMIIAMHU), OMPEACIISIEMBIMUA PYKOBOJUTEIIEM Pa3-
paboTKHU (MPOPEKTOPOM IO HAIMPABIICHUIO) 3aBUCUMOCTH OT 00JIACTH TPUMEHEHHUS JI0-
KYMEHTa, a TaK¥kKe:

— OTZIEJIOM MEHEHPKMEHTa KaueCcTBa — Ha IPEJAMET COOTBETCTBUS TPEOOBAHUSIM
HNCO 9001:2008, BHyTpeHHEH HOPMATUBHOW TOKYMEHTAIMU, COTJIACOBAHHOCTH JI0-
kyMeHToB CMK (oTCyTcTBHE MpOTHUBOpEUH U AYOIMPOBAaHUS JAHHBIX), ONTUMAIb-
HOM TrITyOWHBI periaMeHTaIluK TPOLEeaAyD;

— IOPUCKOHCYJIBTOM 1O 3aKPEIIEHHOMY HAIPABIICHUIO — HA TIPEAMET COOTBET-
CTBUS 3aKOHOAATENbCTBY Poccuiickont denepanuu, YCTaBy YHUBEPCUTETA, BHYTPEH-
HUM MPABOBBIM aKTaM U BHECUCTEMHOMN JOKYMEHTAIIH.

[Tocne npoBepku, BepuUKaIMKU MPOEKTa JTOKYMEHTa M MOJATBEPKICHUS TPO- @
BEpPKH CBOEH MOAIMUCHIO HA JIMCTE COIIACOBAHMS PYKOBOJIUTEND Pa3pabOTKU COIIIACOo-
BBIBACT OKOHYATEIBHYIO PEIAKIIUIO MPOEKTA JOKYMEHTA 3aTparuBaroIiero npasa 00y-
yarorquxcs ¢ npeacenarenem I[I1O crynentos FO3I'Y u npeacenarenem oObeauHeH-
HOTO COBETa 00yYaIOIIUXC.

Buyrtpennsis noxymentaiuss CMK, npumensemast B mpoiieccax pa3paboTKH I/I@
npousBojicTBa [ICH noanexut cormacoBanuto ¢ BII.

[Ipumeuanrie — mnepeyeHb AOJKHOCTHBIX JIMI], COTJIACYIOIIMX IOJIOXKEHHUS O
CTPYKTYPHBIX MOAPA3IEIEHUSAX, JOHKHOCTHBIE MHCTPYKIIUU U (PYHKITMOHAJIbHBIE 00sI-
3aHHOCTH, OMPEAENIEH COOTBETCTBYIOIIMMHU HOPMATUBHBIMHU JOKYMEHTAMH, yCTaHaB-
JUBAIOIIMMU TpeOOBaHUS K pa3pabOTKe W YMPABJICHUIO JAaHHBIMU OPTaHU3AIMOHHbI-
MU TOKYMEHTaMHU.

5.5.1.2 OkoHuaTenbHas peAakuus J0KyMEHTa C IPOEKTOM MpUKa3a O BBEACHHUU
B JICUCTBUE JOKYMEHTa (KOTOPBIA TOTOBUT PYKOBOAMTENH Pa3zpaOOTKH) MPEIbsBIIs-
I0TCSl Ha COTJIacOBaHME (PacCMOTPEHUE, OT3bIB) C 3aMHTEPECOBAaHHBIMU JHlIaMu. [1po-
eKT IpHUKa3a JOJKEH ONpeNesaTh AOHKHOCTHOE JIMIIO — BIIaJenbla JOKYMEHTa, TO/I-
pa3zesieHne, OTBETCTBEHHOE 3a YIPaBJIEHUE TOKYMEHTOM, a TAKXKE NEpEeYeHb pacChli-
KM Komui JokymeHTa. [Ipu HeoOXoAMMOCTH K MPOEKTY JTOKYMEHTa MPHUKJIAJAbIBAIOT
MPOEKT IJIaHA MEPOTPUSITHI 110 BHEAPEHUIO JOKYMEHTA, COTJIACOBAHHBIN C HCTIOTHU-
TEJISIMU MEPOTIPUATUN, TPETYCMOTPEHHBIX TIAHOM.

[Tpumevanue — opraHu3aIMoHHbIC TOKYMEHTHI Bua «IlomoxkeHne o CTpyKTyp-
HOM TIOJIpa3ie’IeHuN» U «Jl0MKHOCTHASI HHCTPYKIIMS BBOJIATCS B ICUCTBHUE TIO PaKTy
yTBEepXACHUS O€3 mpuKasa.

5.5.1.3 Cornacymoriue T0KyMEHT JOJDKHOCTHBIC JIUIA JOJKHBI TOCTABUTh CBOU
MOANUCH B TPEXTHEBHBIM CPOK C MOMEHTA TMOJYYEHUs MPOEKTa JOKYMEHTa Ha JINCTE
corjlacoBanus 1o ¢opme npuiiokeHus [l HacTosIero cranaapra.
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5.5.1.4 B cnyyae onucaHusi BO BHyTPEHHEN TOKYMEHTAllMd YHUBEPCUTETA MPO-
HEeyp, OTHOCALIUXCS K AESATENbHOCTU CTOPOHHUX OpraHu3aluid, BBOJIUTCS 00s3a-
TEJIbHOE COTJIACOBAHUE C PYKOBOJUTENIEM JIaHHOW OpraHu3aldu ¢ J100aBJICHUEM TPU-
¢a cornmacoBaHusi Ha TUTYJIBHOM JIUCTE IOKYMEHTA.

5.5.1.5 OTBETCTBEHHOCTD 3a COTJIACOBAaHUE JOKYMEHTA U CHSITUE BO3ZHUKAIOIIUX
BOIIPOCOB U Pa3HOIIIACUN B pabodeM MOPSAKE JICKUT HAa PYKOBOJUTENE pa3padOTKU.
3amevaHusi, JOMOJIHEHUS U MPEJJIOKEHUs, IO KOTOPhIM He ObUIO HAMIEHO CcOoraco-
BAHHOI'O PEIICHUS MEXIYy PYKOBOJIUTEIEM pa3paOOTKM U COrJIACYIOIIMM JIULIOM,
JOJDKHBI OBITH O()OPMJICHBI B MUCHbMEHHOM BHJIC C O0S3aTEIbHON MOIMUCHIO JTOJIK-
HOCTHOTO JIMIIA, COTJIACYIOIIET0 MPOEKT JOKYMEHTA, B BUAE 3aKIIFOUCHHUS.

B aTom ciydae Ha JIucTe COTrslacOBaHUsS CTABUTCS MOJNUCH COTJIACYIOIIETO JIUIA
c otMeTkoi: «C 3aMeuanusiMu (MpeJIoKeHUsIMU) Ha __ nucte(-ax)». OKoHYaTelb-
HOE pelIeHUE MO ATUM BONPOCaM NPUHUMAETCS PEKTOPOM YHHUBEPCUTETA IIPHU YTBEp-
KIECHUU IOKYMEHTA.

3axnroueHue (3aMedyaHusl, TOMOJHEHMsI) 1O MPOEKTYy AOKYMEHTa JOJIKHO CO-
JepKaTh NPEJIOKEHUS 110 pa3AesaM MPOoeKTa TOKYMEHTa, OCHOBAHUS 11 KOPPEKTH-
POBKH, BBEACHHUS (OTMEHBI) pa3J/iesioB, MYHKTOB JOKYMEHTA, OOIIee 3aK/IIOUEHUE IO
JIOKYMEHTY U He0OXOAMMble KOMMEHTAPUHU.

3aKiIroueHue HAMPaBIAIOT PYKOBOJUTEIIO pa3pabOTKU B MUCHbMEHHOM BHJIE, HA
OyMa)KHOM WJIM MarHUTHOM HOCHUTEJIE HE IMOo3/IHee TPEX pabouux JHEH co JHS MOIy-
YEHUsl IPOEKTa TOKyMEHTa. B 3aBHCUMOCTH OT CIIO)KHOCTU JOKYMEHTA, IO COTJIalle-
HUIO CTOPOH, CPOK MOYKET ObITh YBEIHYEH.

5.5.1.6 B ciryqae oTKIIOHEHHUS MPOEKTa JOKYMEHTA Ha dTare COTJIACOBAHUS, OH
MOJJIEKUT A0PAOOTKE PYKOBOJUTENIEM Pa3padOTKHU € LIENIbI0 YCTPAHEHUS 3aMEYaHHI B
CPOK, HE MPEBBIIAOMINI TPEX pabounx AHEH.

5.5.2 CusiTue pa3Horyacuii, yrpep:kieHue U BBeJeHUE B JieiicTBHE JOKYMEHTAa

5.5.2.1 IIpoekT gokymeHTa, nOpabOTaHHBIN (pU HEOOXOIUMOCTH) C y4ETOM
3aMEYaHU U JOTMOJHEHWH, 3aKIIOUEHHUS COTJIACYIOUIUX JOJDKHOCTHBIX JHI] (TpU
HAJIMYUM) U JIOKYMEHTHI B COOTBETCTBUHU C M. 5.5.1.2 pykoBoaHTENb pa3pabOTKu
MPEABIBISIET HA YTBEPXKIICHUE PEKTOPY YHUBEPCUTETA.

5.5.2.2 JIns pOEKTOB JOKYMEHTOB, YTBEPKIA€MbIX Y UYEHBIM COBETOM YHHUBEP-
CUTETa, PYKOBOJMTENb pPa3pabOTKH OPraHu3yeT pPacCMOTPEHHUE, COTJACOBaHUE H
YTBEPXKACHUE JOKYMEHTa YYEHBIM COBETOM COTJIACHO PETJIaMEHTY palboThl YUEHOTO
COBETa YHHBEPCHUTETA. 3aTeM PYKOBOAUTEIh Pa3pabOTKH MPEICTABISAET MPOEKT JTOKY-
MEHTa Ha YTBEPKACHUE PEKTOPY YHUBEPCHUTETA B COOTBETCTBUHM C 1. 5.5.2.1.

[Ipumedyanne — oTaeNbHBIC AOKHOCTHBIE WHCTPYKIIMA MOTYT YTBEPKIATHCS
IPOPEKTOPOM MO HampaBlieHUuIo AesTenbHocTd B coorBercTBUM ¢ CTY 02.02.003—
2012.

5.5.2.3 [Ins MOKyMEHTOB, yTBEPKIAaeMbIX YUEHBIM COBETOM, HCIOJIb3YeTCS
rpud: «YTBEPXKX/IEHO Yuenbim coBeTOM» OT «_ » 20 r. [Iporokon
No . IIpencenarens YuyeHOro coera ».

dopMa TUTYJIBHOTO JUCTAa JOKYMEHTA, YTBEPKIAEMOr0 YUEHBIM COBETOM,
npuBecHa B IpHIokeHNH U Kk HacTosmeMy cTaHaapry.
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5.5.2.4 B npouiecce yTBepKACHUS JOKYMEHTA JOJKHBI ObITh CHATHI pa3HOTIJIa-
CHsl 110 CIIOPHBIM BOIIPOCaM, 3aMEYaHUSAM MU IMPEAJIOKEHUSAM, 110 KOTOPHIM HE ObLIO
HaNJICHO COIIACOBAHHOI'O PEIICHMS.

5.5.2.5 Jlata BBeneHUs B AEWCTBUE HOPMAaTUBHOTO JIOKYMEHTA, COTJIACOBAaHHAs
CO CPOKAaMH BBIIIOJIHEHHS IUIAHA MEPOIPUATUI 110 €r0 BHEIPEHUIO, YKA3BIBACTCS HA
TUTYJIBHOM JIMCTE B COOTBETCTBHH C IIPUKA30M O BBEICHUH B JICHCTBUE JTOKYMEHTA.

5.5.2.6 JlaToii BBeZieHMsI B JEHCTBUE OpraHU3allMOHHOrO JoKyMeHTa Bua «Ilo-
JIO)KEHHUE O CTPYKTYPHOM NOJpa3/IeIeHUn» U «J0MKHOCTHAS MHCTPYKUUS» SIBISIETCS
JlaTa yTBEPKIAEHUS JOKYMEHTA.

5.5.2.7 KonTposib BBeICHUS B ACHCTBUE JTOKYMEHTA OCYIIECTBIISIOT B COOTBET-
CTBUU C MPUKA30M U IJIJAHOM MEPOIPUATUI 110 BHEIPEHUIO IOKYMEHTA, a TAKXKE B CO-
OTBETCTBUU C IMOPSIKOM, YCTAHOBJIECHHBIM B YHHUBEPCUTETE B YaCTH YIPABIEHUS JI0-
KyYMEHTallUel U KOHTPOJISL UCHOJIHEHU NpuKa30B (pacnopspkenuit) — U 20.002 «MH-

CTPYKIIMS 110 JICJIONPOU3BOJICTBY B (hellepaliIbHOM TOCYAapCTBEHHOM OOJIKETHOM 00- @

pa30BaTEIIbHOM YUPEXKJIEHUM BbIclIero ooOpa3zoBanHusi «lOro-3amanublii rocynap-
CTBEHHBIM YHUBEPCUTET.

5.5.2.8 Cpok neficTBUSI HOPMAaTUBHOM JTOKYMEHTALIUU ONPENEsIeTCs pyKOBOIU-
TesneM pa3pabOTKH, U He JOJHKEH MPEBBILIATh S JIET CO JHs BBEACHUS B JCICTBHE.

5.5.2.9 Cpok neicTBHs OpraHn3allMOHHON JOKYMEHTAlUU YCTaHABIMBACTCS CO-
IJIACHO TPEOOBAaHUSIM COOTBETCTBYIOIINX HOPMATUBHBIX IOKYMEHTOB, ONPEACISIOLINX
TpeOOBaHMS K pa3pabdOTKE M YINPABIEHUIO OTACIbHBIMA BUIAMH OPTaHU3ALUOHHBIX
JIOKYMEHTOB.

[Io OKOHYaHUM CpOKA AEUCTBHS JOKYMEHT IOMJIEKUT IIEPECMOTPY OTBETCTBEH-
HBIM 32 yIpPaBJIEHUE JOKYMEHTOM, B pE3YyJIbTaTe KOTOPOTO MOXKET ObITh MPUHSITO OJHO
U3 CIIEAYIOIINX PELICHUN:

— NIPOJJIEHWE CPOKa JIEWCTBUA JOKYMEHTA IPUKA30M PEKTOpPA YHUBEPCUTETA
IIPU OTCYTCTBUU NPHUHIUIIMAIBHBIX U3MEHEHUU U YAOBJIIETBOPUTEIBHOM COCTOSTHUU
IOVIMHHUKA U KOIIUU JOKYMEHTA,

— Mepeus/laHue JIOKyMEHTa C y4eTOM aKTyalbHbIX TPeOOBaHUIl MO CYLIECTBY
JNIOKYMEHTA,

— OTMEHA JOKYMEHTA KaK HE UMEIOLIETO ITPAKTUYECKON 3HAYMMOCTH;

5.6 TpeGoBanusi K THPAKUPOBAHUIO U PErHCTPAIUM, PACCHUIKE KONMUHA U
o0ecne4yeHnI0 J0CTYITHOCTH BHYTPpeHHel JokyMeHTannu CMK

5.6.1 Tlocne yrBepkneHus (MOAMMUCAHMs) MPOEKTA JOKYMEHTA U MPHUKa3a O €ro
BBEJICHUU B JciicTBUE (ITpU HEOOXOAUMOCTH) PYKOBOJUTEIb Pa3pabOTKU MPOU3BOIUT
oopMIIeHHE MOAJIMHHUKA JJOKYMEHTa U OCYILIECTBIISIET €ro Nepeiadyy BMECTe C KOIu-
€l Ha MarHUTHOM HOCHUTEJI€ Ha XpaHEHHE B OTJEJI MEHEPKMEHTA KauecTBa.

5.6.2 PykoBoauTens pazpabOTKU OpraHU3yeT TUpaxupoBaHue (odopmiisieT 3a-
Ka3 Ha Pa3MHOXXEHHUE B MOJIMTPAPUUESCKOM IIEHTPE) B YCTAHOBJICHHOM IMPHKA30M KO-
JMYECTBE, nepetaéT konuu AokyMmeHta B OMK s peructpauuu v BblIa4M MOJIB30-
BaTeIsIM JOKYMEHTA M OINOBELIAET MOJAPA3JEICHUSI COIJacHO MEPEYHIO0 PACCBHUIKHA O
HEO0OXOIMMOCTH TOJTYYSHHS 3apErUCTPpUPOBAaHHON KoK fokyMeHTa B OMK.
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5.6.3 B mporecce peructpanmu (yuéra) konmii gjokymenta B OMK B mpaBom
BEPXHEM YTy TUTYJIBHOI'O JIUCTA, & IIPU €r0 OTCYTCTBUM — Ha MEPBOM JIMCTE KOIUU JI0-
KyMeHTa, npocTtapisieTca mTamn (fenaetcs otMmerka) «KOIMUA DK3.Ne  ». dopma
niramna npuBeseHa B npuwiokennu K. B mporiecce peructpaiuu JaHHbIE O IOKYMEHTE
3anocstcs B BJI 57.021 v B/] 57.020 B 3aBrcHMMOCTH OT BUAA JOKYMEHTA.

5.6.4 B cnydae HEOOXOIMMOCTH OOecrieueHUs KOUuel JOKyMEeHTa CTPYKTYpPHO-
ro MOJpa3esieHns], He BKIIOYEHHOTO B CIIUCOK PACChUIKM MPUKa3a O BBEJICHUU B JICH-
CTBUE JOKYMEHTA, MOKET OBbITh M3rOTOBJIEHA JOIMOJHHUTEIbHAS KOMHUS Ha OCHOBAaHUU
NMCBMEHHOIO pacrnopsbkeHus pekrtopa yHuBepcutera (OIIP, Bmamensua mpouecca)
wiK pesomonnn pekropa yuusepcurera (OINP, Bnanensiia nporecca) Ha ciry>keOHOM
3aMKuCcKe PYKOBOAMTENS MOJIpa3iejeHusl ¢ Ipochk0oil 00 oOecrieueHnr Moapa3eieHUs
Konuen qokymenTa. @opma ciryxeOHo# 3anucku npuseaena B 1 20.002.

JononHutenbHylo Komuio uzroraBnuBaer OMK u peructpupyer B COOTBET-
CTBUHU C 1. 5.6.3 HACTOSIIETO CTaH1apTa.

5.6.5 OOecneueHre MOAPA3ACICHUN 3aPErUCTPUPOBAHHBIMU KOMHUSAMHU JIOKY-
MEHTOB MPOU3BOJUTCS OTACIIOM MEHE)KMEHTA KaueCTBA B COOTBETCTBHH CO CIHCKOM
PACCBUIKM COTJIACHO IPWJIOKEHUIO MPHUKa3a O BBEICHUU B JCHCTBHE JTOKYMEHTa U B
Cllydasix, onpeaenéHusbIx . 5.6.4 Hacrosmero cranaapra. Popma nepeds pacCbUIKU
NpUBEAEHA B IPHIOKEHUH JI HACTOSIIEro CTaHaapTa.

5.6.6 YNIOTHOMOYEHHBIE 10 KAa4eCTBY (OTBETCTBEHHBIC 3a JCJIONPOU3BOJICTBO)
CTPYKTYPHBIX ITOAPA3ACICHUN — XPaHUTEJIEH KOIUH, NOJIy4ar0T 3apErUCTPUPOBAHHBIE
KOITMU B OT/IeJI€ MEHEPKMEHTA Ka4eCTBa MO POCIIHCh.

5.6.7 Cpoku obOecrieueHHs MOAPA3ACICHUN 3apEeTUCTPUPOBAHHBIMU KOMUSMU
JIOKyMEHTOB YCTaHABJIMBAIOTCS B IPUKA3€ O BBEIACHUU B JEHCTBHE AOKyMeHTa. OT-
BETCTBEHHOCTb 3a 00€CIeUeHNE CTPYKTYPHOTO MOJAPA3JEICHUs 3aperucTPpUPOBaHHON
KOIKEN JOKyMEHTa BO3JIaraeTcs Ha PyKOBOJUTENS CTPYKTYPHOTO MOAPA3ACICHHUS.

5.6.8 OOecrnieyueHue AOCTYMHOCTH JTOKYMEHTa MPOU3BOAMUTCS MOCPEACTBOM
HOoJIeP)KaHusl B paboYeM COCTOSIHUM MH(OPMAIIMOHHOTO TopTajga WWW.SWSU.ru/omk
B YACTH Pa3MEILIEHUs aKTyaIM3UPOBAHHBIX BEPCHI JOKYMEHTOB U CBEACHHI O CTaTy-
ce mepecMoTpa B pazzeiie «J{oKyMeHTalusi CHCTEMbl MEHEKMEHTA KauyeCTBay.

BHecenne M3MEHEHMI B 3JIEKTPOHHYIO BEPCUIO JIOKYMEHTA, Pa3MEIICHHYIO Ha
UH(POPMAIIMOHHOM TopTajie WWW.SWSU.ru/omk, ocymectrisier OMK Ha ocHOBaHUH
IpHUKa3a peKTopa YHUBEPCUTETA.

5.6.9 Bo3moxHa Bbigaya konui nokymeHToB CMK, xpansmuxcs B OMK, Bo
BPEMEHHOE I10JIb30BaHNE B CTPYKTYpHbIE MOJApa3eieHus. B naHHOM ciydae pykoBo-
JUTENb CTPYKTYPHOIO MOAPA3/IeSIEHNs HECET OTBETCTBEHHOCTD 32 UX COXPAHHOCTb.

5.6.10 [doctymuocts nokxymentaumu CMK yHuBepcuteTa, XpaHsieics B
CTPYKTYPHOM MOAPAa3/e/IeHUH, 00€CIeUnBAET PYKOBOJIUTENb CTPYKTYPHOTO MOJpa3-
JEIECHUS.

OCYIIECTBIIIOTCS CIICAYIOIINE MEPOTIPUSITHSL:

5.6.11.1 JloBenenue MAOKyMEHTa JO 3aUHTEPECOBAHHBIX CTPYKTYPHBIX
NOpa3IeICHUI OJHUM U3 CICAYIOIIMX CIIOCOOOB:

— pa3MelleHue 3JICKTPOHHOM BEpCHH JOKYMEHTA Ha HH(POPMAIIMOHHOM MOpTalIe
WWW.SWSU.ru/omk B nH(MOpMAITHOHHO-TEIEKOMMYHHKAIIMOHHOM ceTr «MHTepHeT»;

— pacchulKa 3aperMCTPUPOBAHHBIX KOMHMHA JTOKYMEHTa B COOTBETCTBUH C

O

2O,

5.6.11 Ilpm BBEegeHMM B  JACUCTBHE  YTBEPKICHHOIO HOKYM@HT&@
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MEePEYHEeM PACChUIKM TIpHKaza Jub0 1O CIy)KeOHOW 3amucKe PYKOBOIUTENS
CTPYKTYPHOTO MOJPA3ACIICHHUS.

5.6.11.2 Ormpenenenue pyKOBOAUTENEM CTPYKTYPHOTO  MOJPa3ACIICHUS
pabOTHUKOB, YYacTBYIOIIMX B MPOIEAYypaX, YCTaHABIUBAEMBIX JOKYMEHTOM, U HUX
O3HAKOMJICHUE C IOKYMEHTOM.

®dakT 03HaKOMJICHUS (PUKCHUPYETCSI OJJTHUM U3 CIAEAYIOIIHUX CIIOCOOOB:

a) Mpyu JIOBEJEHUU HWH(OpMAIMM Ha 3aceJaHWu KOJUIETUAJIBHOTO OpraHa
yIOpaBiIeHHUs (COOpaHUMU TPYAOBOTO KOJUIEKTHBA MOJPA3IACICHHUS) — OTPAXKEHUEM B
IIPOTOKOJIE;

0) pu JTMIHOM O3HAKOMJICHUHU paOOTHUKA C TEKCTOM JOKYMEHTA:

— ¢ 3anoJiHeHueM yrcta o3HakomiieHus (Ilpunoxenne M);

— TIPOCTaBJIEHUEM TIOIIMUCH, pAacIIU(DPOBKH MOAMKICH U AAThl O3HAKOMJICHHUS HA

JAOKYMCHTA,

00OpOTHOHM CTOpOHE TpHKa3a O BBEJACHUU B JACWCTBHE (O BHECCHHH W3MCHCHHM) @

— C 3aIlIOJIHCHHUCM JKypHalla O3HAKOMJICHUA pa6OTHI/IKOB CTPYKTYPHOTI'O

nmoapasaAcJCHuA € JIOKaJIbHBIMH HOPMATUBHBIMHA dKTaMH.

[Ipumeuanue — nucTbl O3HaKOMIIEHMS C pAokyMmeHtauueii CMK mpu orcyrctBum B
CTPYKTYPHOM MOAPA3JEICHUN 3apETUCTPUPOBAHHON KONMU JIOKYMEHTAa JONMYCKAETCs NMOMENATh B
JIEJI0 € 3apEeruCTPUPOBAHHBIMU KonUsIMU JokyMeHTanuu CMK.

®opMma KypHaia o3HakoMmiieHUs ¢ gAokyMeHTtaunii CMK mnpuBenena B
npuinoxenuu 1.

5.6.12 O3nakomiienue ¢ nokymeHtanueir CMK ocyiiecTBasieTcs: B CeIyIOIINX
CIIyYasx:

— TIpu IpueMe paboTHHKA Ha padoTy;

— IIPY BBEJCHUU JIOKYMEHTA B JICHCTBHUE;

— IIPY BHECEHUU U3MEHEHHI B JIOKYMEHT.

L2

5.7 TpeOoBaHusA K YU€TY, XPAHEHHUIO U MCIOJIb30BAHUIO KONUI IOKYMEHTA B

CTPYKTYPHOM MOApAa3ieJTeHun

5.7.1 JlepxateneM NOJJIMHHUKOB BHYTPEHHEH 00I1IECHCTEMHON, HOPMAaTUBHOIM,
BCIIOMOTATENIbHOW W OpPTaHU3allMOHHOW JOKyMEHTaIuu (3a uckioueHnuem J[|N) sBis-
ercst OMK.

5.7.2 llepxarenem 37eKTpOHHBIX Konui gokymeHtaruu CMK, 3a uckiroueHu-
eM 1IN u pacniopsiANTENbHBIX TOKYMEHTOB, siBisieTcst OMK.

5.7.3 [lepkaTenem 3JIEKTPOHHBIX KOMHI pa3pelIUTENbHbIX, PACTIOPSAIUTEIbHBIX
JTIOKyMEHTOB U JokymeHTaruu |V ypoBHs (3amuceil) siBISIOTCS YIpaBieHUE aelaMu U
pa3pabOTUMKU JaHHBIX IOKYMEHTOB.

5.7.4 B noapaszaeneHusx, uenoib3dyromux gokymenranuo CMK, oTrBeTcTBeH-
HbIE 32 JICJIONPOU3BOJICTBO OCYLIECTBISAIOT 0(hOPMIIEHHE JOKYMEHTOB B JieJia, orepa-
TUBHOE XpaHEHUE IOKYMEHTOB, COCTABJISIOT HOMEHKJIATYPY A€ B MOPSIKE, YCTaHOB-
nennom M 20.002.

5.7.5 PykoBoauTenu W OTBETCTBEHHbBIE 3a JEJIONPOU3BOJCTBO CTPYKTYPHBIX
NOJIpa3/ieIeHu HECYT OTBETCTBEHHOCTb 32 COXPAHHOCTh JOKYMEHTOB M Ji€l B MO/I-
pa3zeneHusx.
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5.7.6 Ilpu yxoze OTBETCTBEHHOTO 3a JEIONMPOU3BOACTBO B OTIIYCK, YOBITUU B
KOMaH/IMPOBKY, UMEIOIIMECS Y HErO IOKYMEHTHI U JieJla B COOTBETCTBUU C HOMEHKJIA-
TYpOH J1e1 MO yKa3aHUI0 PYKOBOJUTENS CTPYKTYPHOTO HOJpa3AeiiCHUs] NEpeNaroTCs
IpyroMy pabOTHUKY, KOTOPBIN 0053aH MPHUHATh MEPBl K UX CBOEBPEMEHHOMY HCIIOJI-
HEHMUIO.

[Tpu yBOJIBHEHMM WM NEPEMEUICHHMM OTBETCTBEHHOI'O 3a JEJIONPOU3BOJCTBO
IIPOM3BOJUTCS Iepeaaya el U JOKYMEHTOB, O YEM COCTaBIISIETCS MPUEMOIIEpeIaTou-
HBIM aKT, KOTOPBI YTBEPKAAETCS PYKOBOAUTENIEM CTPYKTYpPHOro nojpasaenenus. Ko-
U aKTa NepegacTcs B yNpaBICHHUE JeIaMu.

®opma OsiaHKa TPUEMOIIEPEATOYHOTO aKTa yYKa3aHa B puiiokeHuu H.

5.7.7 Ilpu ytpare (mopye) BHyTPEHHETO HOPMATUBHOT'O WJIM OPraHU3al[MOHHOTO
JOKyMeHTa (MOJJMHHUKA WIM KOIMHU) PYKOBOJMTENb MOAPA3ACIeHUs, HE o3aHee 3
(Tpex) mHel ¢ MOMEHTa OOHapyKeHUs, 00s13aH JOJIOKUTH B (hOpMe CITy>KEOHOM 3armc-
KU Ha UMs pEKTOpa YHUBEPCUTETA NMPUYMHBI YTpatThl (mopuu). B coorBercTBUM C pe-
30JIFOLMEN PEKTOPA MMPOU3BOJUTCS BOCCTAHOBJICHHE TOKYMEHTA.

5.7.8 BoccraHoBieHHe NOJUIMHHUKA JOKYMEHTa INPOM3BOJUTCSA C €ro 3JeK-
TPOHHOM BEPCUH, a KOITUHU — C TIOJUIMHHUKA 10 YKa3aHUIO PEKTOPa YHUBEPCUTETA.

Ha BocCCTaHOBIEHHOM 3K3eMIUISIpE MOMJMHHUKA CTaBUTCA OTMeTKa «Boccra-
HOBJICHHBIH MOJJTUHHUKY.

Ha BOCCTaHOBJIEHHOM JK3EeMIUISIpE KONMHUU CTaBUTCA oTMeTKa «Komus ak3. .
BoccranoBnennasy». [lanee yka3piBaeTcsl 1aTa 1 HOMEp CIIyKE€OHOM 3aluCKH, Ha OC-
HOBAHHUH KOTOPOI BBIJaHa KOTIHSI.

5.7.9 1lpu nmMKBUAAIMU CTPYKTYPHOTO MOJAPA3ACICHUA-AEPKATENS KOIUU J10-
KYMEHTALUsl CIaeTCA MO aKTy.

AKT MOANHCHIBAET HAYAIBHUK CTPYKTYPHOTO TMOAPA3/IECICHUS, OTBETCTBCHHBIN
3a JIEJI0NPOU3BOJCTBO U MPUHUMAEMasi CTOPOHA.

5.8 TpeOoBanus k akryajauzanuu Jokymenrannu CMK

5.8.1 PykoBoauTtenb mporiecca JIOJDKEH MPOBOJUTH aHalu3 JOKYMEHTOB Ha
aJICKBaTHOCTb IO pe3yJIbTaTaM MCIIOJIb30BAaHUS U CJIEAUTHh 32 CBOEBPEMEHHOM aKTya-
JU3aluen U IEPeECMOTPOM TOKYMEHTOB. [lepecmMoTp ocyecTBIIAeTCs: B COOTBETCTBUU
CO CPOKOM JIEVCTBHUS TOKYMEHTA.

PykoBoautenu paspaboTrku BHyTpeHHel aokymeHtauuun CMK HecyT oTBeT-
CTBEHHOCTh 3a CBOEBPEMEHHOE BHECEHUE B HUX U3MEHEHNN, AKTyaIM3alMI0 U OTMEHY
YCTapeBIINX JOKYMEHTOB.

5.8.2 Ilo pe3ynpraTaM aHajau3a JIOKyMEHTAa Ha aJ€KBATHOCTb BO3MOXHO IPO-
JUICHHE CPOKa JEUCTBUS TOKyMEeHTa (MpUKa3 O MPOJJICHUU CPOKa ACHCTBUSA, OTMETKA
Ha [1CII u /IN), BHECeHUEe U3MEHCHUH B IOKYMEHT, TICPEH3/IaHIe UK OTMEHA U U3bs-
THE JOKYMEHTA.

5.8.3 V3meHeHus: B JOKYMEHTBI BHOCAT B CIIydasX:

— yJIy4YlLIeHUs MPOLECCOB, NPOLEAYp M MOKa3aTesield KauecTBa, ONMCAHHBIX B
JIOKyMEHTAaX;

— W3MEHEHHUS JOKYMEHTOB, HA OCHOBAaHMHU KOTOPBIX pa3pabOTaH JOKYMEHT;
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— peanu3aluy PELIeHUH, IPUHATBIX PyKOBOJCTBOM YHUBEPCUTETA;

— HEOO0XOJUMOCTH BBEJIEHUSI HOBBIX JAHHBIX;

— 00OHapyeHus OIMOOK U HETOYHOCTEH B TOKYMEHTE;

— JIpYTUX CiIyYasiX, MO3BOJIIOIIMX YJIYYIIUTh EUCTBUS, ONKUCHIBAEMbBIE B JI0-
KyMEHTE.

5.8.4 VI3MeHeHus B MOJIMHHUKY BHYTPEHHHUX OOIIECUCTEMHBIX, HOPMATUBHBIX,
OpraHU3allMOHHBIX, BCIIOMOTATENbHBIX JOKYMEHTOB BHOCAT MOJpa3JeieHUs, OTBET-
CTBEHHBIE 32 yNpaBlIeHUE JaHHBIMH IOKYMEHTaMU (PYKOBOJIUTENH pa3pabOTKH).

5.8.5 N3meHenuss B konuu BHyTpeHHeW nokyMeHtaimu CMK yHuBepcurera
BCEX YPOBHEH BHOCAT OTBETCTBEHHBIE 3a JEJIOMPOU3BOACTBO B CTPYKTYPHBIX MOJpa3-
JENEHUSIX — XPAHUTENSAX KOIHM.

5.8.6 MI3MeHeHus: BO BHEIIHWE HOPMATHBHBIE JOKYMEHTHI BHOCAT B HayuHoit
OMOJIMOTEeKE YHUBEPCUTETA OTBETCTBEHHBIC 32 XpaHeHUe B cooTBeTcTBUU ¢ I1 18.027-
2011 «O dopmupoBanuu Qoo Hayunoi 6udmmorexu KO3I'Y» u I1 18.046-2011 «O
(oH/Ie LIEHHBIX KHUT U CIIEHUAIM3UPOBAHHBIX KOJUIEKINUNA HAYYHOU OUOIHOTEKM.

5.8.7 BHecenne n3MEHEHUH B JICHCTBYIONIYIO TOKYMEHTAIIMIO OCYIIIECTBISICTCS
N0 YKa3aHWIO BIAJIETBLEB JOKYMEHTOB, MPHUKA30M PEKTOpPAa YHUBEPCUTETA, MPOEKT
KOTOpPOTO TOTOBUT PYKOBOJUTENb pa3paboTKu (Hoapas3aeneHue-pa3padoTyiK) ¢ yKa-
3aHUEM MPUYUH BBOJUMBIX U3MEHEHHUI.

5.8.8 B npukaze 00 M3MEHEHUH JIOKYMEHTa JOJKHBI ObITh yKa3aHbl HAUMEHO-
BaHUs M HoMepa (00O3HAUEHUs) U3MEHSIEMbIX, UCKIIOYAEMbIX U JOMOJHUTEIBHBIX
1OJIpa3/esioB, IIYHKTOB, MOAIMYHKTOB, TaOIMIl, MPHJIOKEHUN B MOPSAJKE UX BO3pacTa-
HUS, a TAKXKE IPUBEICHBI COOTBETCTBYIOIINE YKA3aHUs, C IPUMEHEHUEM CJIOB: «3aMe-

HUTB», «AOIIOJIHUTBY», KUCKIIFOUUTH», «HU3JT0KUTH B HOBOM peaakmuu» M T.II.

Ipumepoi

1 Ha cmpanuye 3 nynkm 2.3 uckmouume.

2 Ha cmpanuye 7 6 nynkme 3.5 3ameHumsv cnoga: «8mopoil cmpanuye» Ha «000pPOMHOU

cmoponey.

3 Ha cmpanuye 10 6 nynkme 4.6 emopotui abszay nocie cio8 «0etiucmsyoumux npeobloyuux»
O0ONONHUMb MEKCMOM. « (Ul NOCIe0YVIOUUX) ».

4  Ha cmpanuye 15 nynkm 5.6 uznosxcums 6 Ho80U pedaxyuu. «5.6 3anpewaemcs HoueHue
HAa2pyoOHO20 3HAKA TUYAM, He UMEIOUWUM HA MO NPpasay.

5.8.9 B cnyuae, ecnu m3MeHEeHUsI BHOCITCS B ()OPMBI, SBIISIOIINECS MPHUITIOKE-
HUSMH K JTOKYMEHTY, UX U3MEHEHHE MPOU3BOAUTCS MyTEM 3aMEHBI JIUCTA C OMUCAHU-
€M B TEKCTE MPUKa3a NPOBEIEHHBIX U3MEHEHUH.

CrpykTypa, U3J10KeHHe U O(POpMIIEHHE TEKCTa U3MEHEHHUS JOJIKHBI COOTBET-
CTBOBAaTh TPEOOBAHUSIM HACTOALLETO CTaHIAPTA.

5.8.10 IIpoexT mpukaza IOMKEH OBITh COTJIACOBAH C OTAEIOM MEHEKMEHTa
KauecTBa U JOJKHOCTHBIMHU JIMIIAMU, K JAESITEIbHOCTH KOTOPBIX OTHOCSITCS BHOCUMBbIE
u3MeHenus. Konuu mpukaza o0 M3MEHEHHH JOKYMEHTa HEO0OXOIUMO JIOBOJIUTH IO
BCEX MOAPA3JCICHUN — XPAHUTEIICH NOMJIMHHUKA U KOTIUU.

5.8.11 HesnauuTtenbHble W3MEHEHUS, HE KacCaIOIIMECS BOMPOCOB YIIPABICHUS
YHUBEPCUTETA, JOMYCKAETCS BHOCUTh HA OCHOBAHHMH PACTIOPSKEHHS] OTBETCTBEHHOTO
MIPEICTaBUTEINSI PYKOBOJICTBA B 00JIACTH Ka4eCTBa.
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5.8.12 Tlpu pa3paboTke W3MEHEHHUU K JOKYMEHTY PYKOBOJIUTENIb pa3paboTKu
JIOJKEH YYUTHIBATH TPEOOBAHUS B3aMMOCBA3aHHBIX IOKYMEHTOB U, IIPU HEOOXOAMMO-
CTH, OCYIIECTBIIATH MMOJATOTOBKY MPEIJIOKEHHUM 110 X U3MEHEHHUIO.

5.8.13 Buecenue usMeHeHuit Bo BHyTpeHHUEe NoKyMeHThl CMK mpousBoasT ¢
3aloJHEHUEM JINCTA perucTpanuu u3MeHeHud. dopma nucra peructparuy u3MeHe-
HUM TIpUBEeHa B IPWIOKeHUH E K HacTodleMy CTaHAapTy.

5.8.14 V3MmeHeHUs B JOKYMEHTHI BHOCAT YEPHBIMH YEPHWJIAMH YETKHM, Pa3-
OOpuuBBIM MOoYepKoM. JlomyckaeTcsi BHOCUTh U3MEHEHHs MyTEM BKJIEUBAHUSA OyMax-
HOTO (pparMeHTa ¢ OTIEYaTaHHBIM Ha MPUHTEPE TEKCTOM M3MEHEHUS

5.8.15 Buecenue n3aMeHeHNH MPOU3BOAUTCA CIESAYIOIIMMHE CIIOCO0aMHU:

— HW3MEHEHHE TEeKCTa Ha cTpaHulle (00bEM M3MEHEHH He JOJKEH MPEBbIIIaTh
20% 10JIst CTPAHUIIBI);

— 3aMeHa CTPaHMIIbL;

— aHHYJIUPOBAHHUE CTPAHUIIBI;

— BBEJCHUE HOBOW CTPAHUIIBI.

5.8.16 Ilpu BHeCeHMM M3MEHEHHI Ha TOJIC JIMCTa TOKYMEHTA B MECTE M3MEHE-
HUA (a TakKe Ha HOBOM JIUCTE WIM (PparMeHTEe JIMCTA) MPOCTABIIAETCS COOTBETCTBY-
IO MHJIEKC U3MEHEHMsI, 00BenE€HHBIM KpyroM. MHAEKC M3MEHEHUs yKa3bIBaeTCs
apaOckumu 1udpamu, HauuHas ¢ «1».

5.8.17 B cnyuae npesbitierus 20% mosst JIncta KOPPEKTUPOBAHHBIM TEKCTOM,
($u3MYECKOT0 M3HOCA U JIPYTUX 3aTPyJHEHUI B MCIOJB30BAHUM — JIUCT JOKYMEHTa
HOJUVIEKUT 3aMEHE. 3aMEHEHHBIM JIMCT BKJICUBAETCS B JOKYMEHT Iepe]] 3aMEHsEMbIM
JUCTOM.

5.8.18 Ilpu momoiHEHUN TEKCTa TOKyMEHTa HOBBIMH pa3JeiaMu, TOoJpa3ziesna-
MU, TIyHKTaMH, MOAMYHKTaMH, TabIuIamMu, rpagiueckuM MaTeprualioM, PUI0KEeHH-
MU ¥ UCKITIOYEHUH U3 TEKCTa JOKYMEHTa OTAEIbHBIX CTPYKTYPHBIX AJIEMEHTOB MPH-
HATYIO paHee HyMEpaluio paslenoB, MOApa3iesioB, MyHKTOB, MOAMYHKTOB, TaOJHII,
rpaduyeckoro Marepuaa, MpUiIOKEHUH U3MEHITh HE JOIyCKaeTCsl.

HoBwie pazmensl MoMemaroT meped NPUIoKEHUSMHU, a HOBBIC MOApPa3Iebl,
MYHKTBl U TIOJITYHKTHl — B KOHIIE COOTBETCTBYIOIIMX Pa3/eJioB, MOAPA3IEIOB, MyHK-
TOB K KOTOpPbIM OHM OTHOCATCS. HOBBIM pasnenam, mojpaszienaM, MyHKTaM U TOJ-
MyHKTaM MPUCBAWBAIOT HOMEPA B MOPSAKE BO3PACTAHUSI HyMEpaIluu 3THX CTPYKTYp-
HBIX 3JIEMEHTOB.

5.8.19 B ciyyae HEOOXOIMMOCTH JIOMYCKAETCs pacrojiaraTh HOBBIE pa3Jielibl,
MO/IPA3/IeIbl, MyHKTHI, MOJIMYHKTHI, 3JE€MEHThI MEPEYUCICHUA, TaOnuIbl, rpaduye-
CKUI MaTepHuall B JOTHYECKHM 00OCHOBAHHOM MECTE€ TeKcTa JoKyMmeHTa. [lpu aTom um
IpHUCBaMBAETCS HOMEP MPEABIAYIIETO pa3jiena, mojpasesa, MyHKTa, TOAIMyHKTa C JI0-
OaBJEeHHUEM OYepEeaHON CTPOUHOM OYKBBI pyccKkoro ajdaButa (HarmpuMmep, «5.3.2a»).

JlommyckaeTcsi B MecTe J00aBJIeHUsT HOBOTO ()parMeHTa TEKCTa U Ha BKJICHUBAE-
MOM (hparMeHTe CTaBUTh 3HAK «*» I TOYHOTO OMpEAeNieHUs] MecTa BHOBh ITOMeEIIa-
€MOT0 TEKCTa.

5.8.20 B cnyuae npesbiieHust 20% q0oKyMeHTa KOPPEKTUPOBAHHBIM TEKCTOM
(3aMeHEHHBIMU, HOBBIMU, aHHYJIMPOBAHHBIMU JIUCTAMH), (PU3UIECKOTO MU3HOCA U JIPY-
I'MX 3aTPYAHEHU B MCMOJIb30BAHUU — TOKYMEHT MOJJICKUT TIEPEN3/1aHuIO.
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5.8.21 Homepa 3aMeHs€MBIX JIMCTOB JOKYMEHTa W3MEHSTh HE JOITyCKaeTCs.
BHOBb BBOJMMBIM JIUCTaM CIIEAYET MPUCBAMBATh HOMEPA MPEIBITYIINX JUCTOB C JO-
OaBlieHUEM OYepeHON CTPOYHOU OYKBBI pycckoro andasuta (Hanpumep, «CTpaHuIia:
Say).

HoBble MpuIOKEeHHsI TMOJHOCTHIO (BHE 3aBHCHMOCTH OT KOJIHMYECTBA JIMCTOB)
MIOMEIIAIOT TIepe] 3aMEHIEMBIMH.

5.8.22 Ilpu BHECEHUHU M3MEHEHHM B AJIEKTPOHHYIO BEPCHIO JIOKYMEHTA JIOIyC-
KaeTCsl HyMepaIluio CTPAHUIl HE TIPUBOJIUTH B COOTBETCTBHE C OyMaKHOUW BEpCHEH 10-
KyMEHTA.

5.9 TpeGoBaHus K oTMeHe M U3bATHIO J0KYyMeHTOB CMK

5.9.1 Joxymentst CMK neicTBYIOT O OKOHYAHUS CPOKA ICUCTBUS, UX OTMEHBI
WIM 3aMEHbl HOBBIMU. PellieHne o mpekpaiieHuu JeHCTBUS JTOKYMEHTa MOXKET OBITh
MPUHATO MO PE3yJbTaTaM €ro aHajin3a Ha aIeKBAaTHOCTh B CIy4a€ OTCYTCTBUS IO-
TPEOHOCTH B JOKYMEHTE.

5.9.2 OTMeHa OKyMeHTa IPOU3BOIUTCS B CIIyYasX:

— BBIIIYCKa HOBOTO JIOKYMEHTA B3aMEH YCTapEBILIETO;

— OTCYTCTBUS HEOOXOIUMOCTH JTAJIbHEHIIIETO IPUMEHEHUS;

— OKOHYaHUS CPOKa JEHUCTBUS;

— TEepeu3/IaHus JOKYMEHTA.

5.9.3 OTtmeHa AOKyMEHTa 10 HCTEUCHMS CpoKa JIEUCTBUA (32 HCKIIOYEHUEM
[ICIT u IN) npou3BoauTCS HA OCHOBaHUMU MpPHKa3a PEKTOpa YHUBEPCUTETA, MPOECKT
KOTOPOTO TOTOBUT PYKOBOJUTEL pa3pabOTKH JOKYMEHTA C YKa3aHUEM MPUUYUHBI OT-
MeHnbl. [Ipoekt npukasza gomkeH ObITh coryiacoBaH ¢ OMK u BcemMu AOIKHOCTHBIMU
JIUIIaMH, COTJIACOBABIIMMHU TOJIMHHUK JoKyMeHTa. Konuu npukasza 06 0OTMEHE JOKY-
MEHTa JI0JKHBI ObITh Pa30CiaHbl BO BCE MOpa3/IeICHUs] — XPaHUTEN KOIHM.

5.9.4 Ha nmoaTMHHUK OTMEHEHHOTO M BBIBEJCHHOTO U3 JOKYMEHTa pabOTHUKA-
Mu OMK npocraBisercs mramn ¢ Haanucbio «OTMEHEH. OchHoba-
HUE » C YKa3aHHEM OCHOBAHMS I OTMEHBI. [I0ATMHHUK OTMEHEHHOTO
HOpMAaTUBHOTO JIokymMeHTa xpaHutcs B OMK B teuenue 10 €T OTAEIBHO OT MOJINH-
HUKOB JICUCTBYIOIIEH HOPMAaTUBHOW JOKYMEHTALIMU, TIOCJIE YETO MEPEeaTCs B apXUB
YHUBEPCUTETA IO aKTy.

Ottuck mramna «OTMEHEH. OcHoBanue » MPUBEAEH B MPHUIIO-
xeHnu K. dopma akrta nmpuéma-nepenadn NnpuBeAcHa B npuwiokeHnn H Hacrosmero
CTaHJapTa.

5.9.5 Tlocne oTMeHbI JOKYMEHTa MOJAPA3ACICHUS] — XPAaHUTEIU KOMHUM B CEMU-
JTHEBHBIN CPOK IMOCJIE MOJTYYEHUs MprKa3za 00 OTMEHE, eclii MPUKA30M HE YCTaHOBJIE-
HO WHOE, JIOJDKHBI IepeaTh 1o akTy (npuioxkenue H) B OMK s yHUYTOXKEHUS.

5.9.6 CoOpaHHble KOMK MOAJIEKAT YHUUTOKEHUIO B YCTAHOBICHHOM TOPSIJIKE.
OO0 YyHHYTOXXEHUHM KONMUN OTMEHEHHBIX JOKYMEHTOB COCTABISIETCSl aKT C yKa3aHHUEM
OCHOBaHUS AJI1 YHUUTOXKEHHUS, HOMEPOB M Ha3BaHUN JOKYMEHTOB, KOJMYECTBa K-
semiutsipoB (npunoxenne X) K 20.002.
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5.9.7 Uzbatuio moanexar BCE 3K3EMIUIIPl OTMEHEHHOW JOKyMeHTanuu. B
cllydasx 0co00il HEOOXOAMMOCTH U MO PELICHUIO PYKOBOJACTBA YHUBEPCUTETA JOITyC-
KAeTCsl HE YHUYTOXKATh YaCTh KONUI OTMEHEHHBIX JIOKYMEHTOB.

VY4€r u XpaHeHre OTMEHEHHOM JOKYMEHTAllMU B CIIPaBOYHBIX (MH(OPMALIMOH-
HBIX) LIEJIAX JOJDKHBI BECTUCH OTIENBHO OT JIEHCTBYOIIEeH. B naHHOM ciydyae oTMme-
HEHHBIEC JOKYMEHTBI JOJDKHBI ObITh 3apeructpupoBansl B OMK u naentudummpona-
Hbl HaaAnucbo «OTMeHEH. OCHOBaHUE , TOJIBKO JJ11 HUH(OpMaLum.
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CII, oTBeTCTBEHHOE 3a pas- Hayunas | 3aunrepe-
%‘;ﬁ:;%ﬁgg?g OMK paboTky B coorBeTcTBHM C OMK O6mOnmo- | coBaHHOE Y
JIOKYMEHTa CTVY 02.02.003 TeKa cl
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Hpuiaoxenue B
(o0s3aTeIBHOE)
dopMma m1aHa pa3padoTKu JOKYMEHTAMU CHCTEMbl MEHEPKMEHTAa KauecTBAa YHHBEPCHTETA HA YYeOHbIH 1o/

1 PazpabdoTka 10KyMeHTallMH

Baanenen OTBeTCTBEeHHBIH Pa3paboTka OTMeTKS 0
Ne Hupexc HanMeHOBaHHe JOKYMEHTA JOKyMeHTAa 3a pa3padoTKy Cpox BIIepBbIe/ i ——
pa3paboTKu) JOKYMEHTa JOKYMeHTa Ne
1
2
3
2 IlepecmoTp (nepensianue) TOKyMEHTAUHU
Baaneaen OTBeTCTBEHHBIH Pa3pabotka OTMETKS 0
Ne Hnpexc HanMeHOBaHHe T0KYMEHTA JOKYMEHTAa 3a pa3paldoTKy Cpox BIepBbIe/ BEITONHEHIH
o/ IOKYMeHTA \ (pyxoBOIMTENIH NMPOoeKTA pa3padoTKu B3aMeH —————
pa3pabdoTKH) JOKYMEHTa JIOKyMeHTa Ne
4
5)
6
JOHNOJHEHUSA N UBSMEHEHMUSI K IIVIAHY PABPABOTKHU JOKYMEHTAIIUU CMK Ne
Bnapenen OTBeTCcTBEHHBII PaspaGorka OtMmetka 0o OcHoBa-
Ne HNupexc H AOKYMEHTa 3a pa3padoTKy Cpoxk Bl B]I:Ie / B3amen | BPIIOJTHE- | HHEE LISt
n/n TOKYMEHTa AUMEHOBAHUE TOKYMEHTA (pyKxoBOAMTEIH NpoeKTa pa3paGoTKu p HUW/NIPHA- | BHECEHUS]
\ noKymenTa Ne
pa3pabdoTKHu) JIOKYMEHTa MeYyaHue | B IUIaH
7
8
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Mpunaoxenue I
(obs3aTenbpHOR)
@dopMa TUTYJIbHOIO0 JINCTA BHYTPEHHEr0 JOKYMEHTAa CHCTEMbI MEHETKMEHTa KayecTBa
YHHBEPCHUTETA

MHWHOBPHAYKHN POCCHUHA
denepajbHOE TOCYAAPCTBEHHOE OIOMKETHOE

—
— m ;I L' oOpa3oBaresibHOE yUpeKIeHUe BbICIIEro 00pa3oBaHUA
«I0ro-3anaaHblii rocyapCcTBEeHHbIH YHUBEPCUTET)

Cucrema MCEHECIKMCHTA KaYeCTBa

YTBEPXKJIAIO
(TOKHOCTD)
HN.0. ®amuiust
(moamuce)
« » 20 r.

<HAUMEHOBAHUE BUJA TOKYMEHTA>

<HaunmeHoBaHHUE JOKYMEHTA>

<HHaeKC JOKyMeHTa>

(H30anue X)
@)
BBenen B neiicteue IIpuxa3som ot « » 20 r. Ne
/laTa BBeneHus1 « » 20 I.
BBenen: BIlepBbIe (B3aMeH <HMHJAEKC M1 HAUMEHOBAaHUe JOKYMEHTa>)
‘ <HMHpaekc JTOKyMEHTa> ‘ CTpaHI/II_IZ <4YHCJIO CTPAHUI]> ‘ CTpaHHua: <HOMEp CTpaHI/II_IBI>‘

HpI/IMeanI/ICZ TEKCT «BBeneH B ﬂeﬁCTBHe)), «BBegeHo» IMPUBOJUTCA B TAZICIKEC, COOTBCTCTBYIOLIEM
BUIAY NJOKYMCHTA.
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Hpunoxenue /1
(obs3aTenbHOR)
dopma JincTa coriiacoBaHusi BHyTpeHHero 1okymMenTa CMK yHuBepcuTeTa

JIucT coryiacoBaHus

OcHoBaHue 1151 pa3padoTKu:

m. 15
(HauMeHOBaHUe, 1aTa ¥ HOMEP JOKYMEHTa)
HNHunnanel,
JoaxkHocTh IMoanucey Jara
bamuans

Pa3patoran:

ITpoBepen:

CorJyacoBan:

‘ <HHpaekc JOKYMEHTa> ‘ CTpaHI/II_II <4HCJIO CTpaHUI]> ‘ CTpaHHua: <HOMEp CTpaHULIBI>
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@opma JIHCTA perucTpauuu u3MeHeHuil BHyTpeHHero 1okymMmedita CMK yHuBepcurera

Ipunoxenue E
(obs3aTenbHOR)

JIucT perucrpauum u3MeHeHU

Homepa crpanunn OcHoBaHue 11
HOMep Bcero U3MCHCHUSA U NNOAIIUCH
NU3MCHCHUSA H3me- 3ame- AHHYJIHPO- CTpaHuI 'HaTa JIM1a, MpoBOJIUBIICIO
HEHHBIX HEHHBIX BAHHBIX HOBBIX ’
N3MCHCHUSA
‘ <HHpaekc JOKYMEHTa> ‘ CTpaHI/II_I: <4HCJIO CTpaHUI]> ‘ CTpaHHua: <HOMEp CTpaHI/II_IBI>‘
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Hpuaoxenne 7K
(obs3aTenbHOR)
®opma opopmiieHHns: CTPaHUL (KPOMe TUTYJIbHOIO JIUCTA)

1 HamMeHoBaHHue 3aroJioBKa

— TOSHUIMSA HCPCUUCIICHHUSL ...ttt ittt ittt ieiitteeantaeaannneaannns

— H[O3unus IICPCUNUCIICHUA
— IIO3unusA IICPCUHHUCIICHUA

................................................................

........................................................................................................

0) TEKCT MOITyHKTA.
1.2 HaumMeHOBaHHUe MOA3aroJI0BKa

1.2.1 HaumeHOoBaHuUe mojapasaesia
1.2.1.1 Tekct nogpasnena.
1.2.1.2 Tekct nogpasnena.
1.2.2 HammeHoBaHuUe moapasaeia
1.2.1.2 Tekct nogpasnena.

1.3 HaumeHoBaHHe M0O13ar0I10BKA
1.3.1 Tekcr noapaznena.

1.3.2 Tekct noapaznena.
1.3.3 Tekct noapaznena.

2 HanmMeHoBaHMe 3aroJioBKa ...

\ <MHpaexkc JOKyMeHTa> \ Crtpanul: <4HCIIO CTPaHMI> \ Crpanuna: <"Homep CTpaHI/II_IBI>‘
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Hpunoxenune U

(o0s3aTeIBHOE)

(I)opMa TUTYJBbHOI'O JIUCTA BHYTPEHHETI0 HOPMATHUBHOI'O TOKYMEHTA CUCTEMBbI
MEHE/IKMECHTA KaYe€CTBa YHUBEPCUTETA, YTBEPKIAEMOI'0 YYCHBIM COBETOM YHU-
BEpcUTeTa

MHWHOBPHAYKHN POCCHUM
denepajbHOE TOCYIAPCTBEHHOE OIOIKETHOE

—
e |g =I '-' o0pa3oBaTe/ibHOE yUYpeKAeHUue BbICHIEro 00pa3oBaHusA
«lO0ro-3anaaHblii rocy1apCcTBeHHbII YHUBEPCUTET)

Cucrema MCEHCIKMCHTA Ka4YeCTBa

YTBEPXJIEHO
Y4eHbIM COBETOM YHHBEPCHTETA
OT « » 20 I.

IIporoxkosa Ne_

IIpeacenaresb y4eHOro coBeTa
YHHBepPCHTeTA

N.0. damuiausa

(moamuce)

<HAUMEHOBAHHUE BUJAA JOKYMEHTA>

<HaumeHOBaHUE JOKYMEHTA>

<UHaeKC 10KYyMEHTa>

(H30anue X)
BBeneH B gelicTBHe IIpuka3zom ot « » 20 r. Ne
J/laTta BBeneHuA « » 20 I.
i)
BBenen: BIlepBbIe (B3aMeH <HMHJAEKC M1 HAUMEHOBAaHUe JOKYMEHTa>)
‘ <HMHpaekc JTOKyMEHTa> ‘ CTpaHI/II_IZ <4YHCJIO CTPAHUI]> ‘ CTpaHHua: <HOMEp CTpaHI/II_IBI>‘

[Ipumeuanue: Tekct «BBeneH B neictBue», «BBeIeHO» NPUBOAUTCS B NIAJEKE, COOTBETCTBYIOLIEM
BHAY JOKYMEHTA.
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Hpuaoxenne K
(obs3aTenbHOR)
®opmbl (0OTTHCKH) IITAMIIOB 1S 10kyMeHTOB CMK yHuBepcurera

OTaen MeHegXMeHTa KadyecTBa

KOIIUSA IK3.Ne

Pucynok 1.1 — ®opma mramna «Komwus 3k3. Ne »

OToen MeHeaKMeHTa KayecTBa

OTMEHEH

Pucynok 1.2 — ®opma mrammna «OTMeHEH »
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Mpunoxenue J1

(obs3aTenbHOR)
Ilepeuens pacchuiku fokymMeHToB CMK yHMBepcuTeTa

INIEPEYEHD
NOoApa3aeJieHUl YHUBEPCUTETA — JIepsKaTesied Konuil <BUJ J0KYMEHTa>
<HHJEKC J0KYMeHTa> <HaAauM€HOBaHHE JOKYMEHTa>

Hoanuck HNuunnansl, pamu-
Ne | HanmmeHoBaHMe J0JIKHOCTHOTO Juna, | Homep dk- oamuc I > ¢
n/n CTPYKTYPHOI'O NOAPa3AeeH sl 3eMILIsipa froJryHaTeis JIUsL
’ u 1aTa noJIyuarTeisi
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Mpunoxenune M
(pexomenyemoe)
®opma sucta o3HakoMIeHus ¢ nokymMeHnTtanueiit CMK yHuBepcurera

JINCT O3HAKOMJICHU A
C nonosxeHreM (CTaHIapTOM, HHCTPYKIIHEH, METOUKOM | T.J1.) O3HAKOMIJICH:

(I)aMI/IJ'II/Iﬂ, HHHUIINAJIbI

JlaTa o3HAKOMJIEHUS

IMoanuco

| CTY02.02.001—2012 | Crpanm;
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Hpunoxenue H
(obs3aTenbHOR)

®opMa 01aHKA aKTa NpUEMa-TiepeIadyu

Komuccueii B cocrase:
npeaceaaTens
YJIEHOB KOMHCCHUU

YTBEPXIAIO

(pyxoBOIUTENH CTPYKTYPHOTO MOAPA3IEIECHNU)

(moamucs)

« »

HMHHUIINAJBbI, q)aMI/IJII/IH

20 T.

AKT ITIPUEMA-TIEPEJIAUU

HMHHUIIHUAJIbI, q)aMI/IJII/ISI
HMHHUIIHUAJIBI, q)aMI/IJII/ISI
HMHHUIIHUAJIBI, q)aMI/IJII/ISI

COCTaBJICH HaCTO}IIHI/Iﬁ dKT B TOM, 9TO JCJId, YKA3aHHBIC B Ta6J'II/IHe

No
/o

3aroyoBoK jena (ToMa)

KommuecTBo nen

nepcaanbl JOJIKHOCTDb, HHHUIIHAJIBL, d)aMI/IJII/IH

(xem)
JOJIDKHOCTh, MHUIINAJIBI, d)aMI/IHI/IH

(xomy)
Cnan:

(moammcy) (MHUTMANBL, HaMUITHS)
[Ipunsit:

(mommuce) (nHATIMANEL, (paMuTTHIST)
[Ipencenarens:

(moamicek) (nHUTIMANEI, paMuITHsT)
YUeHbl KOMUCCUU:

(moamwmce) (vHUIMANBL, PaMUITHS)

(moxmuce) (vHMIMANbI, GaMuIns)

| CTY02.02.001-2012
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Hpuiaoxenue I1

0

(pexomeHyemoe)
dopma KYpHAJTIA 03HAKOMJIEHUSI PA0OTHHUKOB CTPYKTYPHOI'0 MOAPAa3/AeJeHUsI € JOKAJIbHbIMU
HOPMATHBHBIMH AaKTaAMH

MHMNHOBPHAYKU POCCUN
DenepanbHOE rocyJapcTBEHHOE OI0DKETHOE 00pa30BaTeIbHOE YUPEKICHHE
BBICIIETO 00pa30BaHUs
«tOro-3anaaHblii rocy1apcTBEHHBIH YHUBEPCHTET
(Io3ry)

Damuins, dara o3Ha-

IMoanucey
HHHULHAJDLI KOMJICHHUS

Hnoexc, naumenosanue 00Kymenma (Npuxkas pekmopa yHusepcume-
ma 06 ymeepicoeHuu/6Hecenuu U3MeHeHull 6 OOKYMeHN)

(HaUMEHOBaHUE CTPYKTYPHOT'O HOAPA3IEICHUs)

Jeno Ne

JKypHan o3HakomIIeHMsT paOOTHUKOB CTPYKTYDPHOTO

noapa3acjacHus C JIOKAJIbHBIMU HOPMATUBHBIMU dKTaMU
(3aroJIOBOK Jiena)

Hauaro:
OKOHYEHO:

Ha JIACTaX
XpaHutb

IIpaBuna BegeHUs )KypHaIa:

Kypnan npenHazHaueH A8 JIOKYMEHTAIbHOTO  TOATBEP)KICHUS
O3HAaKOMIJICHUA paGOTHI/IKa C JIOKAJIbHBIMU HOPMATUBHBLIMH aKTaMU
YHUBEPCHTETA.

XKypHan Begercss OTBETCTBEHHBIM 3a JEJIOMPOU3BOJACTBO B CTPYKTYPHOM
HO/Ipa3/ICIICHUH.

3anmcu, moATBepXKparompe  (GakT  O3HAKOMIJICHHS  pabOTHHKAa ¢
JOKYMEHTaIHe, 0pOpMIISIOTCS B )KypHAJIE B CIIEAYIOIIUX CITydasx:

— Tpu npueMe paboTHUKA Ha paboTy;

— [IPY BBEJICHUHU JIOKYMEHTA B JEHCTBHUE;

— [IPY BHECCHUH M3MEHEHHUH B JOKYMEHT.

JIokyMeHT JOBOAWTCS JO CBeNeHWUs pabOTHUKOB, YyYaCTBYIONIUX B
NIpOLEAYpPaX, YCTAaHABIUBAEMBIX TaHHBIM JTOKYMEHTOM.

PaGoTHuKM, 1O CBeleHHsS KOTOPBIX HEOOXOAMMO [OBECTH TpeOOBaHHS
JOKyMEHTa, OTIPEACIISIOTCS PYKOBOIUTEIEM CTPYKTYPHOTO
HO/Ipa3/ICIICHUS.
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JIMCT coriacoBaHus

OcHoBaHue 1151 pa3padoTKu:
1. 141 nnana pa3paboTKH JOKYMEHTAIIMHM CHCTeMbI MeHekMeHTa KadecTBa FO3I'Y nHa

2012 rox Nel1JI 02.01.00/08-2012

(HauMeHOBaHUeE, 1aTa U HOMEp JOKYMEHTA)

Jonxuocrn Moanucek HMHIHATIb, Jara
hamuius
Havansauk OMK
Paszpaboran: VMY @47} T.B. Imurpakosa |/7 /2 D
HavanpHuk -
Il :
poBepen P AH.Crpykos |/7 /L ¢
[TepBslii mpopekTop —
CoriacoBaH: | IPOPEKTOp 10 y4eOHOM E.A. Kynapsiios 207 p.2012
pabore (] '
OIIP, npopekTop 1o \/
’ , 1z, /1
i pabime 15 B.I'. Tlomumyk | .Ze.
Hauaneuux YMY % A.C. Pomanuenko |L Y7 74.72
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JIeT perucrpanuu u3MeHeHU

Homepa crpanuig

Homep
M3MCHEHMS

Hn3Me-
HEHHBIX

3amMe-
HEHHBIX

aHHYJINPO-
BaHHBIX

HOBBIX

Bcero
CTPaHMI

Jara

OcHoBaHHe 1J19
M3MEeHEeHHs H MOAIHUCH JIH-
1[a, MPOBOUBIIET0 H3Me-
HeHHus

1 25

1

26.08.2013

[Tpuka3z Ne 665 ot
22.08.2013
JI.H. Kycrosa

4,7,22

23.10.2014

[Tpuka3 Ne 894 ot
23.10.2014 JI.H.KycToBa

22

23.10.2014

[Tpuka3 Ne 673a ot
28.08.2013 JI.H.KycToBa]

3,13

23.10.2014

[Tpuka3 Ne 850a ot
16.10.2014 JI.H.KycToBa|

4,22,25

23.10.2014

[Tpukas Ne 460 ot
16.10.2014 JI.H.KycroBa

1,7,24
6 34, 38

10.06.2014

[Tpukaz Ne524
ot 09.06.2015
J.A. IIpomienko

3,13

19.01.2017

[Tpuka3 ot 19.01.2017
No30J1.A. TIpoienko

1,8,9,13,
8 14,25,26,
29

19.12.2017

[Ipuxkas ot 15.12.2017
No977]1.A. Tlpouienko

2,25

43

04.04.2019

[Ipuka3z ot 03.04.2019
Ne313/1.A. Ilpoenko

10

35,39

10.02.2020

IIpuxa3z ot 10.02.2020
NelO91.A. TIpomenko

11 12,13

27.04.2020

[Ipuxkas ot 27.04.2020
No337J1.A. Tlpomienko

12

09.03.2021

[Tpukas ot 09.03.2021
Ne264T.B. JImurpakosa

13

13.01.2022

[Ipuxkas ot 29.12.2021
Ne1788 JI.H. KycroBa

14

16.01.2023

[Ipuxkas ot 12.01.2023
Nel7 JI.H. KycroBa

15

22.01.2024

[Ipuxkas ot 26.12.2023
Ne1986 JI.H. KycroBa

16

17.12.2025

[Ipukas ot 17.12.2025
Nel589 JI.H. KycroBa

17 1,36,40

25.05.2026

[Ipuka3 ot 25.05.2026

No599 JI.H. KycTtoBa
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