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CnucoK HCI0JIb3yeMBbIX COKpalleHuil

Al — JIOKYMEHTUPOBaHHas NpoLeaypa

ECKJl - enuHas cucremMa KOHCTPYKTOPCKOM IOKyMEHTAIUU

ECII[[ - enunas cuctemMa nNporpaMMHOM IOKYMEHTAIUU

MU — METOJAUYECKUE UHCTPYKLIUU

HUP — HAy4YHO-HUCCIeA0BaTeNbCKasg paboTa

HUPC - Hay4yHO-HMcclemoBaTenbckas paboTa CTyJAeHTOB

OMKO - oTznen MeHemKMEHTa KayecTBa o0pa3oBaHuUs
OIl BO - obpa3oBatenbHasi mporpaMMa BBICILIETO 0Opa30BaHUs

OPK — o0111ee pyKoBOACTBO 1O KaYECTBY

I — MOJIOKEHUE UHCTUTYTA

ITPK — IIPEACTAaBUTEIb PYKOBOJICTBA 10 KAYECTBY
I[ICII  — nmonokeHue o CTPYKTYPHOM MOAPA3ACICHUN
PU — paboyast HHCTPYKIIHS

CMK — CHUCTEMAa MEHEDKMEHTa KadecTBa

CTO — CTaHJAapT OPraHU3aLNU

™ — TEXHOJIOTHYECKAsA UHCTPYKIIHS

OI'OC - denepanbHbIi rocyTapcTBEHHBINH 00pa30BaTENbHBIN CTaHAAPT
KII — KapTa npoLeccoB
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1. HazHayeHue 1 00J1aCTh NPUMeEHEHU S

1.1. Hacrosiimas qoKyMeHTHpoBaHHas mporenypa (mamee — JII1) HampaBieHa Ha peaqn3anuio
paznena OO0miero pykoBocTBa 1o kauecTBy «Jlokymentaimonnoe obecrieuenne CMK Cypl'V» u
periiaMeHTUPYeT MPUHIUIIBI YIpaBlIeHUS JOKYMEHTAllUe B CHUCTEME MEHE/PKMEHTAa KadecTBa
(manee — CMK), npunsarteie B BY BO «CypryTckuil rocynapcTBEHHbII yHUBEpCUTET» (anee —
CypI'Y, YuuBepcHuTer).

1.2. Hacrosmas JI1 Bxoaut B Moaenb nporieccoB CMK Cypl'Y u obs3aTenbHa K MPUMEHEHHUIO
BCEMHU MOJIpa3/IeICHUSIMU, TOHKHOCTHBIMHU JIUIIAMHU U COTPYAHUKAMHU Y HUBEPCUTETA.

1.3. JAIT MokeT BBINOJHATHCA C MCIOJIb30BAaHHEM aBTOMATHU3MPOBAHHOW HHOOPMAIIMOHHON
CUCTEMBI yIpaBleHUs JOKyMEHTaluel, KoTopasi 00ecreynBaeT:

— pa3paboTKy TOKYMEHTAIMH U YIIPaBIECHUE JTOKYMEHTOOOOPOTOM;

—  HaJI&XKHOCTh U 6€30MacHOCTh 00PaOOTKH U XpaHEHHUs JOKYMEHTOB;

—  KOHTPOJIb IpHU paboTe ¢ JOKYMEHTAMU;

—  HaOJI0JaeMOCTh U YIPaBISIEMOCTh JTIOKYMEHTAIIUHU U 3aMUCeH;

—  BBIBEJICHUE U3 IKCIUTyaTallud HEaKTyaIbHOU TOKYMEHTAIIMH.

2. HOpMaTl/IBHble MMpaBoOBbI€ OCHOBaAHHUS

JI1 pa3paboTana Ha OCHOBE CJENYIOUIMX HOPMATUBHBIX JIOKYMEHTOB!

— ®depnepanpbHoro 3akoHa or 29.12.2012 Ne 273-@3 «0O6 ob6pazoBanuu B Poccuiickoit
denepanuny;

— TOCT P ISO 9000-2015 Cucremsl MeHemKMeHTa KauecTBa. OCHOBHEIC MTOJIOKEHHS U CJIOBAPb;
— TOCT P ISO 9001-2015 Cuctembl MeHEPKMEHTA KadecTBa. TpeOoBaHus;

— T'OCT P 52614.2-2006 PykoBoasmue ykazaaus mo npumereanto [OCT P MCO 9001-2001 B
chepe obpazoBaHus;

— TOCT 2.105-95 ECKJI O6miune TpeboBaHMsl K TEKCTOBBIM TOKYMEHTAM;

— T'OCT 2.503-90 ECK/] ITpaBuna BHeCeHUs] NI3MEHEHUH;

— TOCT 19.701-90 (MCO 5807-85) ECII[ CxeMbl alnropuTMOB, IPOrPaMM, JAHHBIX U CUCTEM.
O06o03HaueHUs YCIOBHBIC U MPABUIIA; 2

—  VYcraBa BY BO «Cyprytcknii TocyJapCTBEHHbI YHUBEPCUTETY;

— OPK Cypl'Y Obmiee PykoBoacTBO 110 Ka4eCTBY;

—  JII-1.7.2 «YnupaBneHue 3amucsaMm»;

— JII1-5.13 «YmpaBneHnue 10KyMEHTOO00POTOMY;

— CTO-1.3.4 «IIpencraButens pyKOBOJCTBA U YIIOTHOMOUYEHHBIE TI0 KAYECTBY;

—  CTO-1.7.2 «YupaBieHue MOJOKEHUSIMUA HHCTUTYTOBY;

— CTO-1.7.6 «YrpapneHue MOJIKEHUSIMH O TOIPA3ICICHUSX U TOIDKHOCTHBIMUA HHCTPYKITUSIMIDY,
— CTO-1.7.10 «YnpaBrieHne TEXHOIOTHYECKUMU HHCTPYKIUAMU HAyYHOU OMOIHOTEKN»;

—  CTO-5.13.2 «PacnopsinutenbHble 1 MH(POPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI. TpeOoBaHus;

— CTO-5.13.4 «Ilevatu u mtammbsl Cypl'Vy;

— TICII-8.04 «IlonoxxeHne o0 COBETE MO KaueCTBYY;

— TICII-8.13 «Ilonoxenne 00 SKCIEPTHON KOMHCCHUU apXUBay;

— TICII-8.32 «Ilonoxenue 00 Yuenom cosere Cypl V».

3. TepMuHBI U ONIpeAeICHUSA

Axmyanuzayus Ooxymenma — TIPUBEIEHHE JIOKYMEHTa B COOTBETCTBHE C TEKYLIUM
coctossHueM AesTenbHocTH U npoueccoB CMK Cypl'Y, HanpaBieHHOE Ha JAOCTHKEHHE LENen
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YHuBepcHuTeTa, BKJIIOYas LEIU B 00JIaCTH KaueCTBa.

Ayoum — cUCTEeMaTHYECKHI HE3aBUCHUMBIM JIOKYMEHTHPOBAHHBIM MpoIlecC MOIyYeHUs
CBUJIETENIbCTB ay/IUTa U OOBEKTUBHOTO MX OLICHUBAHUS AJI ONPECICHHS CTEIIEHU BBITIOJHEHUS
KpUTEPUEB AYIUTA.

Jlokymenm — MaTepUalbHBIA HOCHUTENb C 3a(UKCUPOBAHHOM Ha HeM HHQOpManuei,
KOTOpBIM HMMEEeT PEKBU3UTHI, MO3BOJIAIOIIME €ro HJIACHTU(UIHUPOBATh, M TNpeaHA3HAUYEH IS
nepeiayu B IeIIX OOIIECTBEHHOTO UCIIOIb30BAHUS U XPaHEHHUS.

Jokymenmupoeannas npoyedypa — NOKYMEHT, COJAEPKaUIUil JOKYMEHTAJIbHOE OMNHCAHHE
YCTaHOBJIEHHOTO croco0a (aJiropuT™Ma) OCyIIeCTBICHUs BUa AeaTebHOCTH uiu nporecca CMK.

3anuce — JOKYMEHT, COAEpP)KAlUKA JIOCTUTHYTBIE pe3yJbTaThl WU CBHUJAETEJIBCTBA
OCYILIECTBIICHHOM IESITEIbHOCTH.

Cmpamezus — J1aH JOCTUKEHUS JOJITOCPOYHON MU OOIIEH LEeH.

Kapma npoyecca — noOKyMeHT, ONpEeAEISIIOIUNA alrOpuT™M ocyuiecTBienus nporecca CMK
U coepx)amuii “HPOPMAIIMIO O €r0 OCHOBHBIX aTpUOyTaX, BKJIOYAs L€, BXOJbI, BBIXOJbI,
pECYpChl, OTBETCTBEHHOCTb, MIOKA3aTENHN PE3YIbTATUBHOCTU MPOLECCAa U METO/bl UX U3MEpPEHUS,
MEpPONPUATUS 1O YIYYUIEHUIO, B3aUMOJEHCTBHS TMpolecca C ero INOCTaBUIMKAMH H
noTpeduTeNnsIMH U Apyrumu mnporeccamu B pamkax CMK Cypl'V. \

Memoouueckas uncmpykyus — JTOKYMEHT, COJAEpMKALIMA METOAMKY BBIIOTHEHUS BHUIA
nesitenbHOCTH WK nporecca CMK wim uxX OTAENbHBIX ofepanuii (3TaroB), B T. 4. HA OCHOBE
TUTIOBBIX ()OPM TOKYMEHTOB.

Hopmamusno-mexnuueckas doxymenmayus — A0KYMEHTHI, YCTaHABIHBAIOIINE TPEOOBAHMSL.

Opuzunan 0oKymenma no ynpasieHuro Kauecmeom — 3K3eMIUIAP JOKYMEHTA, SIBISIOLINIICS
HCXOJIHBIM MAaTEpUAIIOM ISl KOMUPOBAHUS.

Ilonumuka 6 obnracmu kawecmeéa — OOIIME HAMEPEHHs] U HANPABICHUS JESATEIBHOCTH
OpraHu3aluu B 00JacTH KayecTBa, O(PHUIMAIbHO BbIPA)KEHHBIE BBICIIUM PYKOBOJCTBOM,
OTHOCSIIINECS K KaYeCTBY.

Ionumuxa BY BO «Cypeymckuil 20cyoapcmeenisiii yrusepcumemy 6 ob1acmu Kauecmed —
JOKYMEHT, B KOTOPOM 3a(UKCHPOBaHbI 001Ie HaMEepeHHsI M HarpaBiieHus aesrenabHoctd Cypl'yY
B 001acTH KauecTBa, OPUIIMaIbLHO CHOPMYIUPOBAHHBIE PEKTOPATOM U YTBEPKACHHBIC YUEHBIM

coBetom Cypl'V. \

Ilonooxcenue — JTOKYMEHT, YCTaHABJIMBAIOIIWK OOIIME OpraHU3alliOHHO-METONYCCKUE
npaBuiIa (HOPMBI) JUIsl OTIPEACIEHHOTO BUIA ICITCILHOCTH.

Ilpocnesicusaemocms  —  CIIOCOOHOCTH ~ MPOCTCAWTH  HCTOPHUIO, TMPUMEHEHUE  WJIU

MECTOHAXO0KJIeHNEe 00BEKTA.

IIpoyedypa — yCTaHOBIICHHBII cIOCO0 OCYIIECTBICHUS ACSITEILHOCTH WK TIpoIecca.

Pyrxosodocmeo no rauecmey — nokyment, omnpenenstomuii CMK, onuceiBarommii eé
CTPYKTYPY U OTJEJIbHbIC DJIEMEHTBHI.

Coenacosanue 0okymenma — opUIHMAIBLHOE TOATBEPXKICHHE YIOJIHOMOYSHHBIMH JIMIIAMHU,
MPEACTABISIOMUMEI 3aUHTEPECOBAHHBIE CTOPOHBI (YYaCTBYIOIIMMU B OMHCHIBAEMOM IIPOIIECCE
WU BUJE JEATEIBHOCTH), COTJacus C pa3paboTaHHBIM JOKYMEHTOM U BO3MOXKHOCTH €ro
YTBEPKIACHUS.

Cmanoapm opeanuzayuy — HOPMATUBHO-TEXHUYECKUH JIOKYMEHT, YCTaHaBIWBAIOIIUI
KOMILUIEKC HOpM, TpaBwJI, TpeOOBaHWN K BBHITIOJIHEHUIO JTaroB (omeparuii) oOpa3oBaTeIbHOM,
HAyYHO-MCCIIEJOBATENIbCKOW H  WHBIX BHJIOB JIEATEIHHOCTH, BKJIOYAas TpeOOBaHUS K
MPOMEXYTOYHBIM U KOHEUHBIM PE3yJbTaTaM.

Ynpaenenue ookymenmamu — co3nanve MexaHu3ma UACHTU(PUKALUN U MPOCISKUBAEMOCTH
JNEUCTBYIOIUX U  pa3pabaThiBaeéMbIX JOKYMEHTOB, TapaHTHUPYIOIIETO CBOCBPEMEHHYIO
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aKTyaJIM3alMi0 W 3aMEHY YCTapeBIIMX JOKYMEHTOB W HCKJIFOYAIOIIETO WCIOJIb30BaHUC
HECOOTBETCTBYIOIIMX JIOKYMEHTOB B MECTaX UX MPUMCHCHUSI.

@opma — YCTaHOBJICHHBIH oOpaszer] (OJaHK Ha OyMaXHOM WJIM JJIEKTPOHHOM HOCHTEIIE),
MIpeTHA3HAYCHHBIH JJIsl pETUCTPALlMU TaHHBIX, IPEICTaBICHUS W/Win coopa nHdopMaluu (3amucei).

Oxcnepmusza O0oKymewma — aHAIHW3 JIOKYMEHTa YIOJHOMOYCHHBIMH KOMIIETCHTHBIMU
JUIIAMA: Ha aJIeKBaTHOCTh ONKCHIBAEMOW JCSITEIBHOCTH, COOTBETCTBHE €€ TpeOOBaHUIM
BHEIIHUX HOPMATHBHBIX JIOKYyMEHTOB, YCTAaHOBJCHHBIX K JaHHOMY BHIY JESATCIbHOCTH;
cootBercTBUe TpeboBanusm ['OCT ISO 9001:2015, B3auMoIeHCTBYIOUIMX MPOLECCOB MU
nokymeHToB CMK Cypl'VY, Brirodass TpeOoBaHHs K CTPYKTYpe U OQOPMIICHHUIO JTOKYMEHTOB TIO
YIIPaBJICHUIO KAaueCTBOM; CTENCHb TNPUMEHUMOCTH JOKYMEHTa [UIS JIOCTHIKCHHS IICJICH
YHuBepcuTeTa, BKIIOYAs 1M B OOJACTH KavyecTBa Ha COOTBETCTBYIONIUX YPOBHSX W B
COOTBETCTBYIOIIHMX MOIPA3ICICHHISIX.

4. O01mue MoJ0KEeHUSA

4.1. llenbro mporiecca sBsieTcs onTuMu3anus u yaudukanus nokymeatTo CMK, ynpasienue ux
KU3HECHHBIM ITUKIIOM.

4.2. Tlponecc «Ympasnenue nokymentamueit CMK» Bkimrodaer B-ceOsi ClIeTyIOUIde OCHOBHBIC
MOAIPOLIECCHI:

— yIpaBJICHHE TOKYMEHTaMu 1-ro ypoBHS,

— yIpaBJICHHE JOKYMEHTaMH 2-T0, 3-TO U 4-T0 YPOBHS

— yOpaBIICHUE 3aITUCAMU;

— yIpaBJIeHHE JOKYMEHTaMH 0a30BOTO YPOBHSI.

4.3. BoK-cxeMbl MOAMPOIECCOB MpeAcTaBieHsbl B [Ipunoxennsx 1-3.

4.4. BnapenbiieMm mpoiiecca «YmpasieHue nokymenrtamnuein CMK)y sBiasieTcs HadalbHUK OTIENa
MEHEPKMEHTa KauecTBa oOpazoBanus (nanee —HavyanbHUK OMKO).

4.5. Bxo/iHbIe 1 BBIXOAHBIC AHHBIC [IPOLIECCA NIPE/ICTABICHBI HA pUCYHKeE 1.

BrIxoamr:
Bxon: Ynpasienue '
CIHCOK TIPOLIECCOB |:> JIOKyMeHTanueii |:> —  Hokymentsl CMK;
CMK —  Peectp moxymentos CMK

Puc. 1. Bxoonvle u evixooHwvle dannvle npoyecca « Ynpasnenue ookymenmayuei CMKy»

4.6. Kputepuu pe3yabTaTUBHOCTH Mpoliecca’

— BBINOJIHEHHE IUIaHA JIOKYMEHTHPOBaHMS U  akryanu3zauuu jJokymeHToB CMK B
YCTaHOBJICHHBIE CPOKH;

— obecnieueHne HeoOxoMuMbIMU nokyMeHTaMu CMK Bcex cTpyKTYpHBIX TOJIpa3/IeIeHHUIA;

—  BBINOJIHEHHE TpeOOBaHUH 1o nojiepkanuio 1okyMmeHToB CMK B akTyaabHOM COCTOSIHUH.

5. Ctpykrypa noxkymenrannu CMK

5.1.CMK Cypl'Y nokyMeHTMpOBaHa Ha UIECTHM YPOBHSX B COOTBETCTBHMHM CO CXEMOIi,
MPEICTaBICHHON Ha PUCYHKE 2.

5.2. JlokyMeHTa1us IepBOTO-TPETHEr0 YPOBHEW CIYXKUT JJIsl YIIPABICHUS KaYECTBOM.

5.3. JIokyMeHTbl IEPBOTO YPOBHS BKJIIOYAIOT CTPATErMH U MPOrpPaMMbl Pa3BUTHUSL Y HUBEPCUTETA
(uHCTUTYTa, KOJUIEIXa), KOHIICTIHH, MOJUTHKH IO HAMpPaBICHUSM JACATEIbHOCTH, B T. 4.
[TonuTuKy U 11e11 B 00J1aCTH KayecTBa.

VYnpapieHue T0KyMeHTaMH 1-ro ypoBHS OTpa)KeHO B paszzaene 6 Hacrosmeit JI1.
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5.4. JlokymMeHTHI BTOpOro ypoBHs BkJItouatroT O6miee PykoBoacTBo o kauectBy (aasiee — OPK) u
PykoBojicTBO 110 cucteMe ympasiaeHus: oxpanoi tpyna (nainee — PCYOT).

OPK sBnsiercst ocHOBHBIM fokymMmeHTOoM CMK, onuceiBaronuM €€ cTpykrypy. OTBETCTBEHHBIM 32
noanepxanue OPK B pabouem cocrosiuuu siBisierca HadanbHuk OMKO.

PCYOT sBnsercs OCHOBHBIM JOKYMEHTOM CHCTEMBI OXpaHbl TpyJa, OIMUCHIBAIOLIUM €€
cTpykTypy. OtBerctBeHHbIM 3a moanepxkanue PCYOT B paGodyeMm COCTOSHMM SIBIISE€TCA
PYKOBOJIUTEND CIY>KOBI OXpaHbl TPY/Ia.

WHble pykoBOACTBa MOTYT CO3/1aBAaThCsl MO MPOU3BOACTBEHHOW HEOOX0ANMOCTU. OTBETCTBEHHBIE
3a MoJiep >kaHue PyKOBOJICTB B pab0YeM COCTOSTHUM OIPEAEISIOTCS MPU UX pa3paboTKe.

5.5. JIokyMeHTaMH TPEThEro YpOBHS SBISIOTCS:

— Il — ¢puKcHpyIOT OCHOBHBIE XapaKTEPUCTUKHU MPOLECCOB M PETIAMEHTHPYIOT BBIIIOJHEHUE
MEXKIYHapoaHbIX cTaHaapToB [SO cepun 9001 B xone ux peann3anuu;

— CTaHJapThl OpraHu3aluu — (UKCHPYIOT TpeOOBaHHS K KAa4eCTBY OOBEKTOB, CYyOBEKTOB,
MOJIy4aeMbIX PE3YJIbTaTOB, BBITIOIHAEMBIX PaboOT.

5.6. OcHoBHOE TpeOoBaHME K JOKYMEHTaM IO YIpPaBICHUIO Ka4eCTBOM — OOECIEYEHHUE HX
MOCTOSIHHOM MPUTOJTHOCTH IMTYTEM aKTyaJlu3aliK (CBOEBPEMEHHOTO BHECEHUS] N3MEHEHUH ).

5.7. JIokyMeHTBI YeTBEPTOTO YPOBHS UCHIONB3YIOTCS JJIsl OOECTICUSHUS KaueCcTBa M BKIIFOYAIOT:

—  TIOJIOXKEHUS NHCTUTYTA, MEJULIMHCKOTO KOJUIEIKA;

—  TOJIOXKEHUS NOoJIpa3JesIeHuil cTyieHueckoro camoyipasinenus (nanee — [IICC);

— Meroauudeckue u paboune nHCTpykuuu (naisee — MU, PU cooTBeTCcTBEHHO);

— TexHoJIorhuyeckue nHeTpykuuu (ganee — TH);

—  OpraHU3alMOHHO-TIPABOBBIE JOKYMEHTHI.

5.8. TonoxxeHus UHCTUTYTA pa3pabaThIBAIOTCS] BHYTPH WHCTUTYTa Ha OCHOBe Tpebomanuit JII1
wimm CTO VHuBepcuTeTa M OTpaxaroT CHEHUPUKY ACSITEIbHOCTH HHCTUTyTa B IIpoleccax
o0Opa30BaTeIbHON W/WIIM Hay4YHOU JedaTeabHOCTH. bosee moapoOHO AaHHBIN MPOLECC OTPAKEH B
CTO-1.7.2 «YnpaBieHue NoJI0KEHUIMH UHCTHTYTOB, MOJOXKEHUSIMA MEIUIIMHCKOTO KOJUIEIKay.
5.9. [lonoxkeHus: MEIULMHCKOTO KOJUIEPKa. pa3padaTbIBAlOTCS BHYTPU KOJIJIEIKa Ha OCHOBE
tpeboBanuit JI1 wmn CTO YHuBepcuteTa U OTpaxaroT cnenuduKy AesTeTbHOCTH KOJUIEIXKa B
mpoiieccax 00pa3oBaTeIbHON JeATeNbHOCTH. bosee TMoApoOHO MaHHBIA MPOIECC OTPaXeH B
CTO-1.7.2 «YmipaBiieHUE MOJOKEHUSIMUA HHCTUTYTOB, TTOJIOKEHUSIMHU MEIUITUHCKOTO KOJIICIKAY.
5.10. MU u PU paspabatbiBatoTcs Kak Ha MHIMBUAYAJIbHBIC, TAK U HAa KOJUIEKTHBHBIE paboune
MecCTa.
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CTEHI2PTH, TEXHHASCKE: peraan=gTe P9, CHulI: 5 mp.

Puc. 2 Cmpyxmypa doxymenmuposarnou ungopmayuu Cyply

5.11. TU pa3pabaTbIBaroTCs Ha TEXHOJIOTUYECKUE MPOIIECCHI, OMepaIiy, MPOTEKAIONINE B HAYIHOM

OnoIMoTEKE

Cypl'Y. [Ilpouecc

yopasieans THW ommcan B

CTO-1.7.10

TEXHOJIOTHUYECKUMH WHCTPYKIIUSIMHU HaydHOU OUOIMOTEKNY.
5.12. Opranu3aloHHO-TIPABOBBIE IOKYMEHTHI SBIISFOTCSI TIPaBOBOM OCHOBOM AestenbHocTH Cypl'Y

M COACPKAT IMOJIOKCHMA, OCHOBAHHBIC HA HOPpMaX aIMUHHUCTPATUBHOTI'O IIpaBa U 00s13aTeIbHBIE JIIA
HUCIIOJTHCHUS.

5.13. K oprann3aninoHHO-IIPaBOBBIM JIOKYMEHTaM OTHOCSTCS:
VYcras Cypl'V;
YupenuTenbHbIN JOTOBOD;
KomnekTuBHbINH J0OTOBOP;
TIOJIOXKEHUSI O CTPYKTYPHBIX nonpasaenenusx (nanee — [ICIT);
MOJIOKEHHUSI O KOJUIETHAJIbHBIX OpraHU3alusaX (COBEIIATENIbHBIX OpraHax);
CrtpykTypa ¥ IITaTHAsI YUCIEHHOCTD;

«YnpaBiieHre
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— IllraTtHOE pacnucaHue;

— JIOJDKHOCTHBIE MHCTPYKIIMH COTPYAHUKOB (nanee — J);

— IlpaBuna BHyTpEeHHEro TPYAOBOTO paclopsaaKa;

— TlpaBuna BHyTpeHHEro pacnopsiaka 00y4arouxcs.

5.14. Ynpasnenue ToKyMeHTaMu 2-To, 3-TO B 4-TO ypOBHsI OoTpakeHo B pasnmenax 7, 8, 9, 10, 11
Hacrosent 11

5.15. Ilpouecc ympaBnenust IICII, TIIICC u JIM 6onee moapo6Ho otpaxén B CTO-1.7.6
«YOpaBleHUE  TOJIOKEHUSAMHM O  CTPYKTYPHBIX  MOJPa3[€i€HUAX U  JOJDKHOCTHBIMU
UHCTPYKLIUSIMI.

5.16. K nokymeHTaM TATOrO YpPOBHSI OTHOCSTCS JOKYMEHTBI, TOATBEPIKAAIOIINE OCYIIECTBIICHHE
JeSITeTbHOCTH M 00yciioBiieHHbIe TpeboBanusamu 111, kapramu npouecco, CTO, [Tomoxkenusimu, MU
U JIp. HOPMATUBHBIMHU TPEOOBAHUSIMY, T. €. 3aMIOJHEHHbIE (POPMBI, COCTABIISIOMIME JOKYMEHTAIUIO TI0
MIOJTBEPKACHUIO KauecTBa (Jajiee — 3alrcH) U IporpamMMBbl MOBBIILICHUS! KaueCTBa.

5.17. Ynpasnenue 3anucsimu otpakeno B J{I1-1.7.2. «YnpasieHue 3anucsiMm».

5.18. PacniopsinurenbHbie U MH(POPMAIMOHHO-CIIPABOYHBIE JIOKYMEHTHI BKJIIOYAIOT: IPHKA3bI,
pacropsiKeHus, MOBECTKHU, MPOTOKOJIBI M BBIMUCKH W3 MNPOTOKOJIOB 3aceI[aHI/II/I ci1y>keOHbIe,
JIOKJIaJTHbIE U OOBSICHUTEIbHBIC 3AMICKU.

VYnopaBiieHHe — paclopsAUTENBHBIMH W HUHGOPMAaLMOHHO-CIIPABOYHBIMU . JIOKYMEHTaMHU
ocymiectBiserca B cootBercTBuu ¢ JI1-5.13. «Ympasnenne nokymMeHToo00poTom». TpeboBanus
K ux coaepxanuio otpakeHsl B CTO-5.13.2  «Pacmopsautensupie u  HHOOPMAITMOHHO-
CIpaBOYHBIC JOKYMEHTHI. TpeOGoBaHUs».

5.19. IllecToit — ©6a30BbIii — YypOBEHb JOKYMEHTAalUH BKJIIOYaeT B ceOS HOpPMaTUBHBIC
denepanbHble U pervoHalbHbIE JOKYMEHTHI (JIMLIEH3UM, CBHUJETENbCTBA, AaTTECTAThl H
cepTuduUKaThl, 3aKOHBI U MOJ3aKOHHBIE akThl Poccuiickoit @enepanuu U XaHThI-MaHCHIICKOTO
aBTOHOMHOTO OKpyra — IOrpsl, nmpuka3zsl MUHHCTEPCTB UM BeAOMCTB Poccuiickoit denepauuu,
nenapTaMeHToB XaHTbl-MaHcuiickoro aBToHoMHoro okpyra — KOrper, ®I'OC BO, cranmaptel u
TexHuueckue periaamentsl Poccuiickoit ®enepaunn, CanlluHbr u mp.), onuceiBaroiue ycaoBus
(YHKIIMOHUPOBAHUS Y HUBEPCUTETA.

5.20. YnpaBnenue JoOKyMeHTaMH 0a30BOTr0 ypOBHS OTpaxkkeHo B pazzene 15 Hacrosmieit 11

6. Ynpasiaenue nokymentTamu CMK 1-ro ypoBus

6.1. ITpoext ctpareruu pa3sutus Cypl'Y paspabaTsiBaetcs paboueil rpymnmoi moj pyKoBOJCTBOM
IPOPEKTOpa = MO pa3BUTHIO IO pe3ylbrataM padOThl KOJJIEKTMBAa YHHUBEpPCHTETa Ha
CTPATETMUYECKUX CECCUSIX, MPUHUMAETCS Y4€HbIM coBeToM Cypl'Y M yTBEpKIAeTCAd PEKTOPOM.
Crparerus pa3zsutus odpopmisieTcsi B cooTBerctBuu ¢ [Ipunoxenuem 5.

6.2. IIporpaMMbl pa3BUTHS UHCTUTYTOB YHHUBEPCHUTETA pa3padaThIBAIOTCS pabOdYMMH TPYMIIAMH
COOTBETCTBYIOUIMX NHCTUTYTOB, 00CYXJIal0TCSI HA YYEHOM COBETE MHCTUTYTA.

[Iporpamma pa3BUTHS MEIUIIMHCKOTO KOJUIeIKa pa3padaTeiBaeTcs pabodeil rpynmnoil Kosiemxa,
paccMaTpuBaeTCs NEAATOTHYECKUM COBETOM KOJIIEKA.

IIporpaMMsl pa3BUTHS MHCTUTYTOB U MEIULIMHCKOTO KOJIJIEKA IPUHUMAIOTCSL Y UEHBIM COBETOM
Cypl'Y u yTBepxKAaIOTCS PEKTOPOM.

6.3. KoHuenuuu onucheiBalOT OCHOBHbIE NPHUHIMIBI opranuzanuu gestenbHoctd Cypl'Y mo
OTIENbHBIM HAaIPaBICHUSIM 00pa30BaTeNbHOM, BOCTIUTATEIbHOM U HAYYHOM €ATEIHHOCTH.
[IpoekT KoHIENIUH pa3paldaThIBA€TCS MPOPEKTOPOM IO HAMPABIEHUIO, COTJIACOBBIBACTCS C
3aMHTEPECOBAaHHBIMU CTOPOHAaMHM, NpuHHUMaeTcss Y4éHbiM coBeToM Cypl'Y u yrBepxknaercs
pekxTopoM. [IpoexT xoHuenuu opopmisieTcs B COOTBETCTBHH ¢ [Ipumoxenuem 5.
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6.4. [TomuTHKA ONMCHIBAIOT OCHOBHBIC NPUHIMNBI opraHuzamuu aestensHoct Cypl'Y B
OTJIEIbHOM 00JIaCTU JIeATEIbHOCTH, pa3pabaThiBalOTCs BiaJEIbIEM Ipoliecca, MPUHUMAIOTCA
Y4EHBIM COBETOM M YTBEPKIAIOTCS PEKTOPOM.

[Tonutuku oopmitsiroTcst B COOTBETCTBUM ¢ [IpunoxxenueM 6.

Exeronno Ilonutuku paccMaTpuUBarOTCS Ha MPEAMET aKTyaJIbHOCTH U COOTBETCTBUS MHCCHHM U
CTpaTernueckuM uensiM YHusepcurera. HM3menenus B llonmuTtuku BHOCATCS 1O  Mepe
HEOOXOIUMOCTH.

6.5. lokymeHT 1-ro ypoBHS BBOAWTCSA B JACUCTBHE MO (AKTy TMOANMUCAHUS €TI0 PEKTOPOM
YHuBepcuTera, eciv MHOE He ykazaHo B pasneine 1 «HasHauenue u 00OIacTh MpUMEHEHHUS»
paccMaTpruBaeMoro J0KyMEHTa.

6.6. [Ipoexr Ilonmutuku u 1eneil B 00JacTH KayecTBa TOTOBHUT MPEACTABUTENb PYKOBOJCTBA IO
kauecTBy (nanee — [IPK) coBmectHo ¢ HauanbHukoM OMKO (nopsinok paspadotku Ilomutuku B
obnactu kadectBa orpaxEéH B OPK), mokymeHT nmpuHHMMaeTcs Ha 3acelaHHM YUEHOTO COBETa
VYHuBepcurera, yreepxaaercsa pekropom Cypl'V.

6.7. llemn B oOjacTh KadecTBa OMPEICIAIOTCA B COOTBeTCTBHHM C llonmmTmkoit B oOmactu
KauyecTBa, BKIIOYAIOT 00S3aTEIHCTBA 110 HEMPEPHIBHOMY YIIYUIIEHUIO.

6.8. Opurunaisl 10kyMeHTOB 1-To ypoBHs xpanarcs B OMKO.

6.9. DnexTpoHHBIE BEpCUHN JOKYMEHTOB 1-TO YpOBHS B 3aIlIUIHEHHOM (hopMare ny6nm<y10Tc;1 Ha
caiite YHUBepcUTeTa 10 aapecy http:// www.surgu.ru/:

— Crparerust pazsutus Cypl'Y u koHuenuuu — B¢ pazaene CpeneHusi o6 yHuBepcutete /
JlokymeHnTsl / KoHllenuu u cTpaTeruu;

— Tlonmutuka B obmactu kauectBa — B pazaene O Cypl'Y / I'apantus kauectBa / [lonuTuka B
o0acTu KauecTna.

6.10. OTBeTCTBEHHOCTH 32 pa3MeIlleHHe JOKYMEHTOB Ha caifte Hec€T HauanpHuK OMKO.

7. Unentupurkanus gokymeatop CMK

7.1. Unentudpukanus nokymentoB CMK Cypl'V ocyIecTBIseTcs B COOTBETCTBUM CO CIHCKOM
nporeccoB Cypl'Y (Ilpunoxenue 6).

7.2. llonHoe o6o3HavYeHHE MIACHTU(PUKAIMOHHOTO HOMEPAa JOKYMEHTA BKIIIOUAET COKpPAIIEHHOE
HaUMEHOBaHUE THMA JIOKyMeHTa (Tabmuma 1), KkpaTkoe HaMMEHOBAaHME WHCTUTYTAa WU
MEJIMIIMHCKOTO KOJiemka (TOabKO s JokymMeHToB Tuma I1JI), perucrpaninoHHBIH HOMEp
JOKYMEHTA, TOJl yTBEPKACHUS:

XX - XXX - XXX - XX
THUT KpaTKoe peTUCTpaAIIIOHHBII rof
JIOKYMEHTa HalMEHOBaHUE HOMED YTBEPXKICHUS
WHCTHUTYTA
(MEIUIIMHCKOTO
KOJUTEKa)
Hanpuwmep:
Al1-1.4.1-17,

— TII-UT'OuC-2.12.3-2019.
Tabmumna 1

Coxpaménnble HamMeHoBaHus Tuna fokymenta CMK
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Tun fokymMeHTa Coxpaménnoe
HAaNMMEHOBaHUE
O6miee PykoBoICTBO 110 Ka4€CTBY OPK
KapTsl npoueccon KII
JlokymeHTHpOBaHHas npoueaypa Al
CrangapT opranu3aiu CTO
IlonoxkeHne NHCTUTYTA, MEIUIIMHCKOTO KOJUIEKa IUI
ITonoxxeHue 0 CTPYKTYpHOM NOAPA3AEICHUN T1CII
[TonoxxeHne nopasaeneHus CTyA€HUYECKOTro ITIICC
CaMOYTIPaBJICHUS
J10JDKHOCTHAs! MHCTPYKLUS N
Meroauueckas UHCTPYKLUS MU
Pabouas uncTpykuus PU
TexHoNMOrHYeCKass HHCTPYKIHS HAYyIHOU OMOIMOTEKH ™

7.3. Oco6ennoctu unentudukamuu [ICII, ITIICC u IU otobpaxkenst B CTO-1.7.6 «YnpaBneHnue
MOJIOKEHUSIMU O CTPYKTYPHBIX TOJpa3eNeHUsIX U JTOJDKHOCTHBIMUA HMHCTpYKIusiMu», [1JI — B
CTO-1.7.2 «YnpaBiieHHe MOJTOKEHUIMU HHCTUTYTOB, TTOJIOKCHUSIMH METUIIMHCKOr0 KOJIJISIKaY,
TU — 8 CTO-1.7.10 «YnpaBineHue TeXHOJIOTMUYECKUMH UHCTPYKITUSIMU HAYIHOU OMOIMOTEKI.
7.4. Unentudpukaunonueiii Homep aokymenta CMK, Bkirouas ero penakiuio, MPOCTaBISIOT B
BEPXHEM KOJIOHTUTYJIC Ha BCEX JIUCTAX IOKYMEHTA.

7.5. loxymenTsl CMK 1-ro ypoBHS He moaJIe:Kat o0Ie uaeHTHUKAIIH.

8. Ynpasiaenue rokymenramu CMK 2-ro, 3-ro u 4-ro ypoBHsi

8.1. Tlpomnecc ympasnenus pokymeHtamu CMK Cypl'V 2-ro, 3-ro u 4-ro ypoBHsSI COCTOUT W3
CJICTYIOIIHNX ATAIOB:

— TUTAaHUPOBAHHE U pa3paboOTKa;

— DKCHEepTH3a U COTJIACOBAHHE,

— BHEJIPEHHUE U PACCHUIKA;

—  XpaHEHHE;

— BHECCHHE U3MEHEHUI M aKTyajau3alus;
—  BBIBEJICHUE JJOKYMCHTOB U3 IKCITTyaTallUu.

9. [InanupoBanue u pazpadorka nokymeHToB CMK 2-ro, 3-ro u 4-ro ypoBHsi

9.1. Pazpabotka nmoxymentoB CMK ocyiecTBiasieTcss COTJIACHO TUIaHY JTOKYMEHTHUPOBAHUS U
akryanusamun JokymeHToB CMK (IIpunosxenue 7), KOTOPBIH SBISETCS MPUIOKEHUEM K TUIAHY
pabotsl OMKO.

OcHoBaHMEM JJ151 BKIIFOUEHUS B IIJIaH SBJISIFOTCS:

— pesynbrarsl aHann3a CMK BbICIIIMM pyKOBOJICTBOM;

— pe3ynbTarhl BHYTpeHHUX U BHeHUX ayautoB CMK Cypl'V;

—  pe3yNbTaThl CAMOOLIEHOK M CaMO00OCIIeJOBAHMS;

— JaHHble MOHUTOpHHTA IporieccoB CMK;

—  JIaHHBIE U3MEPEHHUS YAOBIETBOPEHHOCTH 3aMHTEPECOBAHHBIX CTOPOH;

— aHanu3 TpeOOBaHWI BHEIIHMX HOPMATUBHBIX JOKYMEHTOB, paboromarened u Jp.
3aMHTEPECOBAHHBIX CTOPOH;

— JIJaHHBIE aHaJM3a aKTyaJIbHOCTU JOKYMEHTOB CTPYKTYPHBIX MMOAPA3/IeICHUM.

9.2. TpeboBanus k cTpykType u opopmienuto fokymenToB CMK otpakens! B [Ipunoxenun 8.
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9.3. ns pa3pabotku gokymenTa HauaabHHK OMKO dopmupyet pabouyro rpymnmy, KOTopas:

—  ompenesseT Biajeiblia npoiecca (0OTBETCTBEHHOTO pa3paboTuuKa);

— paspabarbIBaeT cxemy Ipolecca;

— paspabarbiBaeT HeoOXxoaumblie (OpPMBI 3amUcH (€clid OHHU SIBISIOTCA O0S3aTeIbHBIMH B
COOTBETCTBUU C TpeOOBaHUSIMU 3aKOHOAaTeNbcTBa Poccuiickoit deaepannii, TO UX HE BKIIOYAIOT
B nokymeHT CMK);

— M3y4yaeT BHEIIHME HOPMATHUBHbIE TpPEeOOBAaHUS K OMNHCHIBAEMOMY IIPOIECCY, BKIIOYAs
tpedoBanus crannapta [OCT ISO cepun 9001;

— ompefensieT TUI JoKyMeHTa (coBMecTHO ¢ HadabHuKOM OMKO);

—  ompeJessieT OCHOBHBIE 3TAMbI MIPOIECCa U 30HBI OTBETCTBEHHOCTH.

9.4. Pe3ynbraTom 3Tara miiaHuPOBAHUS U Pa3pabOTKU ABJISETCS MPOEKT JOKYMEHTA.

10. OxcnepTu3a u corjiacopanue 10kyMeHToB CMK 2-ro, 3-10 ¥ 4-10 YpoBHS

10.1. IIpoexkr moxymenta CMK B »SIEKTpOHHOM BHUAE HAMPABISIETCS OTBETCTBEHHBIM
pa3paboOTYMKOM Ha OKCIEPTU3Y U COIVIacoBaHHWE. B  4YHCIIO | SKCIEepTOB  BXOAAT BCE
3aWHTEPECOBAHHBIC JINIIA, BKJIOYast (B 00s3aTeIbHOM Mopsinke) HadaabHiuka OMKO, HayanbpHuKa
aJIMMHHCTPATUBHOTO OTJIeNa U HaYaJIbHUKA IOPUANYECKOT0 OT/IENA. :

10.2. DkcmepTHl OIICHUBAIOT MPOEKT JOKYMEHTa B COOTBETCTBHAM CO CBOMMH (DYHKIIMOHATHHBIMH
00s13aHHOCTSIMHU.

10.3. Hauaneank OMKO 1nipu npoBe1eHUH 3KCIIEPTU3BI OLIEHUBAET:

—  cootBercTBUE AokymeHnTa ero tumy (11, CTO; IJI, TICTI, IITICC, PU unu MN);

—  Ha3HaueHue (11es1b) JOKYMEHTa U 00JacTh €ro MpUMEHEHUS;

—  mpaBWIBHOCTH cchbuloK Ha MyHKTHI cTangapta ['OCT ISO cepun 9001;

—  COOTBETCTBHE HCIOJb3YEMBIX TEPMHHOB W  ONpEIEICHHM, Haauune HEeoOXOIUMBIX
0003HAYECHHI U COKPAIIICHHUIA;

—  COOTBETCTBHE CTPYKTYPHI M 0()OpMIICHHI\YCTaHOBJICHHBIM TpeOoBaHmsIM HacTosmeit JI1.
JIOKyMEeHTY puCBauBaeTCs HICHTH(PUKAIIMOHHBIA HOMEP.

10.4. HayanbHUK aJMUHUCTPATUBHOTO OT/ENa OPraHu3yeT M MPOBOJIUT (UIOJOTHUECKYIO
HKCHEPTU3Y TEKCTa JOKYMEHTA. 2

10.5. DkcnepTr3a HAYAIBHUKOM - IOPUIMYECKOTO OT/elIa MPOBOJIUTCA TMOCIE CHATHS BCEX
CTIIOPHBIX BOIPOCOB; BO3HUKIIINX B X0/1¢ TPOBEACHUS IPEIIIECTBYIOIINUX IKCIIEPTH3.

10.6. [Tocne TOro Kak OTBETCTBEHHBIN pa3padOTUMK (BiIamesel] mpolecca) yCTpaHseT 3aMedaHus,
JOKYMEHT OTIPABIISETCS HA TOBTOPHYIO 3KCIEPTU3Y BCEM YUACTHUKAM.

10.7. KoHTponb 3a CBOEBPEMEHHBIM MPOXOKJIEHHEM MPOLEAYpPhl IKCHEPTU3bl U COTIACOBAHUS
pa3pabaThIBAEMOTO JOKYMEHTA OCYIIECTBIISIET OTBETCTBEHHBIHN Pa3paboTUHK (BIIaIeer] Iporecca).
10.8. dakT cormacoBaHusl TOATBEPKIACTCS TMOAMKUCSIMH JODKHOCTHBIX JIMI] Ha JIMCTE
corjaacoBaHus (TUTYIBHBIHN JIUCT).

10.9. Pe3ynpraToM 3tama SKCHepTU3bl U CONIACOBAHMS JOKYMEHTA SIBJISIETCS| COITIACOBAHHBIN JOKYMEHT.

11. Bueapenmne u paccbuika 1okyMeHToB CMK 2-ro, 3-r0 u 4-ro ypoBHS

11.1. CornacoBannbie qokyMeHTol CMK Cypl'Y npunumatotcst Yuénsim CoBetom Cypl'V u /
unu CoOBETOM IO KayeCTBY B COOTBETCTBUHU C MX MOJHOMOYMSAMH, cornacHo YcraBy Cypl'V,
[1CTI-8.32 «Ilonoxenue o6 Yuenom coBere Cypl'V», IICII-8.04 «IlonoxkeHue o coBeTe IO
KaueCcTBY».

11.2. Bce noxymenTsl CMK yTBepkKaat0TCsl pEKTOPOM MOCe TPUHATHS Y YEHBIM COBETOM H/HIIN
CoBeToM 10 KayecTBy.
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11.3. loxyment CMK BBOuTCSl B JIeiiCTBHE HAa OCHOBAHWHW BBIIMMCKH U3 MPOTOKOJA 3aCeTaHUs
CoBera no ¢axry nmoamucanus ero pexkropom Cypl'VY, ecnum mHOe He yka3zaHo B paszene 1
«Ha3znauenue n 0071acTh NPUMEHEHHUS» PACCMATPUBAEMOT'0 JOKYMEHTA.

11.4. IlpuHATBIA U YTBEPKIACHHBIM JTOKYMEHT (3JEKTPOHHAs BEpCHsl) MYyOJIMKYeTCs Ha caiTte
YuuBepcuteta 1o aapecy: http://www.surgu.ru B pasaene CorpyaHuky / JJOKyMEHTbI CHCTEMBI
MEHEPKMEHTA KaueCTBa B COOTBETCTBHUH C UJEHTU(DUKATOPOM JOKYMEHTA.

11.5. Tlopsiiok myOMMKALMKU SJEKTPOHHON KOIUHU IOKYMEHTA TI0CJIe BHECEHUS B HETO M3MEHEHMIA:

— umwxeHep OMKO BHOCHUT B TEKCT JOKyMEHTa IpPUHATHIE W3MEHEHMSI COTJIACHO JIUCTY
BHECEHUS W3MEHEHUH, 3alOJHSIET JHMCT PErUCTpalliid HM3MEHEHUH, «HAKIAJbIBAaeT» (POHOBYIO
naanucek «Cypl'V» (Ilpunoxenue 9, gacth 2);

— TOJY4YeHHBIH JOKYMEHT COXpaHsieTcsi B (pailiie, B Ha3BaHUU KOTOPOTO YKa3bIBAE€TCS CPOK
pemieHUs O BHeceHMH w3MeHeHnid, Hampumep: JI1-1.7.2-13 ynpaBiueHwe 3amucsMH C
n3MmeHeHussMu oT 18.11.2014 1. mpotokon YC Ne 10;

— HOBas Bepcus JOKyMEHTa MyOJUKyeTCsl B yCTaHOBJICHHOM Mopsiyike Ha caite Cypl'Y;

— OJHOBPEMEHHO ¢ MyOJHMKanueil BEepCMU C BHECEHHBIMH = U3MEHEHUSIMH MYyOIMKYeTCs
OOBSIBIICHHE O BBIXOJIC HOBOW BepcHM JOKyMeHTa B pasuene «Corpyaauky / OObsBICHUS» U
yaansieTcss Ipelplaylias Bepcus JOKYMEHTa (€Cd CPOK BBEACHMS B- JEHCTBUE JOKYMEHTA C
W3MEHEHUSAMH HE OTOBOPEH CIIELHUANIbHO, MHAuY€ MpeAbllyllasi BepCcUsl JTOKYMEHTA yIajseTcs
MOCJIe 3aBEepIICHUS CPOKa ee JICUCTBUS);

— 3allWIIeHHas KOMHsS JOKYMEHTa C BHECEHHbIMH u3MeHeHusMH (B Qopmare pdf)
otnpasisieTcss nHxkeHepom OMKO Brnagensily mpomnecca mno 3JeKTPOHHOM MOYTE.

11.6. PykoBoauTenb MOApa3IeICHUSI MOXET CaMOCTOSITENIbHO NPOU3BOJIUTH THPAKUPOBAHUE
JOKYMEHTA B HY>KHOM KOJIMYECTBE C CaliTa Y HUBEPCHUTETA.

11.7. OTBETCTBEHHOCTh 3a O3HAaKOMJIEHHE COTPYAHHKOB. c  jgokymeHtamu CMK Hecer
PYKOBOJUTEIND MMOAPA3ACICHUS.

11.8. Cpok O3HaKOMJICHHSI COTPYJHUKOB C'\BHOBb TPUHATHIMH JOKYMEHTaMH, a TakKke C
BHECEHHbIMH B HUX H3MEHEHHMSIMHU HE JOJDKEH MpeBbIAaTh 5 pabouyux HEH ¢ MOMEHTa MX
BBEJCHUsA B JelcTBUe. B cimydae OTCyTCTBUS COTpyAHMKa Ha paboTe MO YBaXKUTEIbHBIM
npuurHaM (KOMaHAMPOBKA, OTIMYCK, OOJIE3HB) CPOK O3HAKOMIICGHHS C JOKYMEHTOM — IISITh 5
paboumx JHEH IOCIe BBIXOJA COTPYNHHMKA Ha paGoTy. PaKT O3HAKOMIICHHS COTPYIHHKOB C
nokymMeHToM CMK- - moarBep:kaaeTcs  MOAMHUCHIO - COTPYJHHKA B JINCTE O3HAKOMIICHHUS
(TTpunoxenue 10).

11.9. PesynbraroM »Tama BHEAPEHUS W PACCHUIKU SIBIISIETCS YTBEPKICHHBIM, BHEIPEHHBIA WU
onyosnkoBaHHbI JokyMeHT CMK.

12. BHeceHHe U3MEHEHMIT U AKTyaJM3alUA JOKYMEHTOB 2-T0, 3-TO U 4-ro ypoBHA

12.1. BHecenue u3MeHeHH u nomnoidHeHUH B AokyMeHThl CMK mpoucxoaut mo criemyronmm
MpUYHHAM:

— 1o pe3yabrataM aHaiin3za CMK co cTOpoHBI BBICHIETO PYKOBOJICTBA;

— IO UTOTaM MPOBEJCHUS BHEIIHUX U BHYTPEHHUX ay/IUTOB;

— IIpu BHeceHHH n3MeHeHu# B [lomutuky B 00J1aCTH Ka4yecTBa;

—  TIpW U3MEHEHUSIX BO BHYTPEHHHMX W BHEIIHMX HOPMATUBHBIX JTOKYMEHTAX;

— IpY U3MEHEHHUSAX B OPraHU3alMOHHON CTPYKTYpPE U TOJKHOCTHBIX 00S3aHHOCTSIX;

—  TIpY U3MECHEHUH BHEUTHUX HOPMATHUBHBIX IOKYMEHTOB.
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12.2. PykoBoauTenu moJpa3JeieHHuid, KOTOPhIE YYacTBYIOT B peajM3allid IMpoIecca, HE PEke
OJIHOTO pa3a B roj (eciau He TpeOyeTcs yalie, UCXOAs U3 crenu(UKu mpolecca) caMoCTOATEIbHO
JOJKHBI TPOBOAUTH MPOBEPKY IOKYMEHTOB Ha aKTYaJIbHOCTb.

12.3. UaunmatopoM BHECEHHS W3MEHEHUH M JIOTIOTHEHHHA MOXET OBITh TI000H COTPYIHHK
VYuupepcureta. s 3TOoro HeoOXOAMMO TOJATOTOBUTH JIUCT BHECEHHS] M COTJIACOBAHMS
m3menennit (Ilpunoxkenne 11) u mpemocTaBuTh €ro BIAAeNblly Mpoliecca (OTBETCTBEHHOMY
pa3paboTunky qokymeHTa) win HadabHUKy OMKO ¢ npenioxeHussMu 0 BHECEHUN U3MEHEHUN
u nononHenuit. [lpennoxxeHnue paccmaTpuBaeTcs MojyvaTesieM, Py MOJ0XKUTEIBHOM PEIICHUH O
BHECEHWU M3MEHEHUIl — COIJIAaCOBBIBAETCS CO BCEMH 3aWHTEPECOBAHHBIMH CTOpPOHAMH,
y4acTBOBABIIIMMHU B COTJIACOBAHUU JIOKYMEHTA, U MPOXOIUT CTaHJAPTHYIO IPOLEAYPY MPUHATHUS
B 3aBHUCHUMOCTH OT THIA JIOKYMEHTa, B KOTOPBIA BHOCSTCS HM3MEHEHHUsS, B COOTBETCTBUU C
.. 11.1-11.4 nacrosmeii AI1.

12.4. Ecnu nu3MeHeHus HOCAT He3HAUMTeNbHbIH Xapaktep (<50% obrmiero o0b€ma T0OKyMeHTa), TO
OHM (PUKCHPYIOTCS B JMCTE BHECEHHUS W COTJacoBaHUs M3MeHeHuU (cM. m. 12.3) u BHOCATCS B
JOKYMEHT TyTeM 3amojHeHus JucTa peructpanuu usMeHeHuid ([Ipunoxenue 12). Ecniwm
W3MEHEeHHs 3HauuTelnbHbl (>50% obmero o6béMa HOKYMEHTa), TO MPOHCXOAMUT TEpeu3gaHue
JAHHOTO JOKYMEHTa C U3BMEHEHHEM HOMepa pelakiuu. B 3ToM ciydae mpeaplIyiui SK3eMILIsp
anHynupyetcs (oTmeHsiercs) u xpaHutcs B apxuBe OMKO.- B cooTBeTCTBUU C paznenom 14
Hactosme# JI1.

12.5. JloBeaeHue 10 CBEIACHUS PYKOBOAUTENICH TOMApa3AeicHU H CiIyx0 HWHGOpMaIuu o
BHECEHHBIX M3MEHEHHSIX MPOUCXOAUT coriacHo 1. 11.5 nacrosmeit 11

12.6. PykoBoguTenb  TOAPA3ACICHUS  OCYMIECTBISET  O3HAKOMIICHHE  COTPYIHHUKOB  C
W3MEHEHUSIMH, C BHECEHHEM COOTBETCTBYIONIEH HH(OPMALIUY B JTUCT O3HAKOMIICHUS.

12.7. Ilepenznanne nokymenra CMK ocymectBisiercs: cornacHo pazaenam 10, 11 macrosmeit 11

13. BoiBenenne 1okymeHToB CMK 2-1r0, 3-r0 M 4-r0 YPOBHS U3 IKCILTyaTaAIllUH

13.1. Noxymentst CMK BBIBOASTCS M3 DKCIUTyaTalluu B CIIy4ae MOTEPU HEOOXOIUMOCTH B UX
WCIIOJIb30BAHUH.

13.2. TlpuyuHbL, M0 KOTOPBHIM JOKYMEHT TEpsieT HEOOXOAMMOCTD 1Jisl Y HUBEpCUTETA!

— U3MEHEHHUE OPTraHU3AIMOHHON CTPYKTYPHI WM WITATHOTO PaCIUCaHMS;

— U3MEHEHUE MPOU3BOCTBEHHBIX MIPOLIECCOB;

— onTtumuzanus cucrteMbl Jokymentanuu CMK.

13.3. MHunmatopaMu BBIBEICHHS JTOKYMEHTA MOTYT SBJISITBCS PYKOBOJUTENb CTPYKTYPHOTO
MoApa3AesiCHus], KOTOPBIN MHUIIET ciryx)e0Hyr 3anucky B OMKO, nu6o nauansauk OMKO.

13.4. BeiBesieHHE TOKYMEHTOB W3 IKCIUTyaTalli OCYILECTBIISICTCS B Clydae MOTepyu HEOOXOAMMOCTH
JOKYMEHTA ISl YHUBEPCUTETA!

— aBTOMATHUYECKH — IIPU BBEACHUU HOBOU BEPCUU JOKYMEHTA;

— Ha ocHoBaHUU pernieHus: CoBeTa 1Mo Ka4eCTBY, B KOTOPOM yKa3aHa MPUYHHA €T0 BHIBEICHHUS.
BriBeieHHBIN U3 KCIITyaTalluu JOKYMEHT IIepeaacTCs B apXHB OT/IeNa.

13.5. JIns BrIIOUEHUs B TOBECTKY 3acemanust CoBeTa 1O KadecTBY JOKYMEHTa ISl €ro
BBIBEJICHHMSI W3 OJKCIUTyaTalldd HEOOXOJIMMO COIJIACOBaHUE CIEAYIONIUX 3aMHTEPECOBAHHBIX
CTOPOH:

— OPK - IIPK, nHavanpank OMKO;

— JIT — naganeauk OMKO, pa3pabotuuk (Biamemner] mpoiecca), MPOPeKTop, KypUPYIOUTUi
JeSATEIbHOCTh PACCMAaTPUBAEMOI0 IOKYMEHTA;
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— CTO, PU, MU, IICII (periameHTHpYIOUIHE AEATENBHOCTh OOIECTBEHHBIX CTPYKTYp), [IIICC —
HayalbHUK OMKO, pa3paboTuuk, NpOpPEKTOp, KypUPYIOIIMH JESTEIbHOCTh PaccMaTpHUBAEMOIO
JOKYMEHTA,;

— IICII (kpoMme CTPYKTYpHBIX MOJpa3felieHUH, pEerJaMeHTUPYIOIMX  JesTebHOCTD
00IIIeCTBEHHBIX CTPYKTYp) — HauanbHUK OMKO, HauaapHUK IOPUANYECKOTO OT/eNa, HaYaIbHUK
IJJAHOBO-3KOHOMHYECKOTO OTAEINIA U PYKOBOAUTEND CTPYKTYPHOTO ITOAPA3ACIICHUS;

— JWN — navanpHuk OMKO, HauvanpHUK IOpPUAMYECKOrO OTAENA, HAYaJIBHHUK OTHENA KaJpoB,
PYKOBOJUTEND CTPYKTYPHOT'O MOAPA3ACIICHNUS;

— IIJI — navaneauxk OMKO, aupekTop HMHCTHTYyTa (OIUPEKTOP MEIUIIMHCKOrO KOJIIEIXKA),
CEKpeTapb YUEHOT'O COBETA MHCTUTYTA (TOJIBKO JUIsl HHCTUTYTA).

13.6. DnexTpoHHBIE KO BBIBEIEHHBIX U3 3KcITyaTanuu gjokyMmeHToB CMK, pa3MenieHHbIX Ha
caiiTe YHHUBEpPCUTETA, YAAJSIFOTCS U 3aMEHSAIOTCS HOBBIMU B YCTaHOBJIEHHOM B 1. 11.5 HacTosmen
JAII nopsinke. DIEeKTpOHHBIE BEPCUU NOKYMEHTOB, Xxpansmuecs B OMKO, nepememarorcs B
UIEKTPOHHYIO NaNKy « APXHUBY.

OTBETCTBEHHOCTH 3a 3aMEHY HEAKTYyaJIbHBIX JOKYMEHTOB HeceT HavaabHuk OMKO.

13.7. [lonmMHHAUK OTMEHEHHOTO JOKYMEHTa, 3a uckioueHueM [, Ha THTYIBHOM IHCTE
UACHTUPUIUPYETCS MOMETKOM «OTMEHEH» C yKa3aHHWEM JaThl BBIBENEHUS U3 SKCIUTyaTalluu U
noasiexxut nepeMentenuto B apxuB OMKO. B Peectpe nokymentoB CMK npousBoautcs ormeTka
00 oTMeHe JokyMeHTa B rpade «IIpumedanuey.

13.8. llogymuaankn JIM, yTpaTuBIIMX CHIIy B CBSA3W ‘C 3aMEHOW WX HOBBIMH, H3BIMAIOTCS H
bopmupyroTes B oTAebHOE J1eno. Ha 1oKkyMeHThl, HOMEUIEHHBIE B JI€I0, COCTABIISIeTCS BHYTPEHHSS
OIUCh, JIUCTBI HYMEPYIOTCS, COCTaBIISICTCS JIMCT-3aBEpHUTENb, OGOPMIIIETCS OOJOXKKa Jena.
[TomHOCTBIO OOpMIIEHHBIE A€Ta M0 OMUCIM MEPENAt0TCs MO OKOHYAHUH JIEJIONPOU3BOICTBEHHOTO
rojia Ha apXUBHOE XPaHECHHUE.

13.9. Komun BBIBEIGHHBIX M3 OSKCIUTyaTalldM JOKYMEHTOB, XpaHALIMECS B CTPYKTYPHBIX
MOZIpa3/IeeHHsX, MOAIekKAaT YHUUYTOKEHUIO WM TepeMEIICHHIO (MPH HEOOXOIMMOCTH) B apXHB
CTPYKTYPHOIO ITOJIPA3ACIEHUS C TIOMETKOM Ha TUTYJIbHOM JiucTe «OTMEHEeR» niu «1J1s cipaBok» Ha
OCHOBAHUU PEILEHUS PYKOBOJUTENS CTPYKTYPHOIO ITOpa3IEIICHHSI.

Kormmu oTMeHEHHBIX JJOKYMEHTOB U3bIMAOTCS M3 OOpAIICHHS OTBETCTBEHHBIMU 32 JJOKYMEHTOBEICHHE.
13.10. OTBETCTBEHHOCTh 3a 3aMeHy W/WIM YHUYTOXEHHE HEaKTyalbHbIX NokymeHToB CMK B
MOAPA3ACIICHUN HECET PYKOBOAUTEIb MTOAPA3ACIICHHUS.

14. Xpanenue nokymentoB CMK 2-ro, 3-r0 u 4-10 ypoBHS

14.1. Mecto xpanenus 1okymeHToB CMK 2-10, 3-ro 1 4-10 ypOBHS UM UX KOMHM OoIpeaensercs
B 3aBUCHMOCTHU OT THUIIA JOKYMEHTA B COOTBETCTBHH C HOMEHKJIATYpPOH e,

14.2. Opurunansl nokymeHToB xpaHsatcss B OMKO. OpurunHanbl BBIBEJEHHBIX JOKYMEHTOB
xpanstcss B apxuBe. OMKO 1o mnosiBlI€HHsS CIEIYIOUIEr0 AapXHUBHOTO JOKYMEHTa, 3aTeM
nepenatorcas B apxuB CyplV. Cpokum xpanenuss ngokymentoB CMK B apxuBe OMKO
0TOOpaXeHBI B TAOIHIIE 2.

Ta0muna 2
Cpoku xpanenusi 1okymenToB CMK
Ne Tun goxymenTa Cokpaménnoe | XpaHeHue B Xpanenue B
n/u nauvenopanue | apxuse OMKO | apxuse CypI'Y
1 | OGmee PykoBOACTBO 1O Ka4eCTBY OPK 3 roma TTOCTOSTHHO
2 | Kaptsl nporieccos KII 3 roga IIOCTOSIHHO
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3 | JlokyMeHTHpOBaHHAs MPOIleaypa JIT S mer TIOCTOSIHHO
4 | CraHgapT opraHu3aiuu CTO 5 mer MTOCTOSIHHO
5 | IlonoxxeHne UHCTUTYTA, TIOJIOKEHUE I 3 roma IIOCTOSTHHO
MEJUIMHCKOr0 KOJUIE KA
6 | [lomoxxeHHe 0 CTPYKTYPHOM MOIpa3IeiICHIN IICIIT 3 roga MOCTOSIHHO
7 | JomkHOCTHAS MHCTPYKIUS AN 3 roma ITOCTOSIHHO
8 | MeTtoauveckast HHCTPYKITHS MU 3 roma IIOCTOSTHHO
9 | Pabouas HHCTPYKIIHSI PAU 3 roma MTOCTOSIHHO

14.3. Ilpu hopMupOBaHNN JOKYMEHTOB B MANKH HEOOXOIUMO:

—  W3bIMAaTh JIMIIHUE SK3EMIUIPbl U YEPHOBUKHU JOKYMEHTOB;

— pErucTpupoBaTh  JOKYMEHTHI, IIOMEIIEHHble B MamKy, B JIUCT€ pEerucTpanuu
(ITpunoxenue 13).

14.4. Tlpu XpaHeHUHM JOKYMEHTOB B DJEKTPOHHOM BapHaHTe MX Ha3BaHHUE JOJKHO
COOTBETCTBOBATh UIACHTU()UKALIMOHHOMY HOMEPY M HAUMEHOBAaHUIO, YKa3aHHOMY Ha TUTYJIbHOM
JMCTE, TOKYMEHTBI JOJIKHBI XPAaHUTCS B MAlKaxX B COOTBETCTBUHU € BUIOM JIOKYMEHTA.
DONEeKTPOHHbIE KONUU OTMEHEHHBIX JOKYMEHTOB JIOIyCKAE€TCsl  XpaHUTh « B TMamlke C
HAaUMEHOBaHUEM «APXUBY.

14.5. YcrapeBue A0KyMeHTbI, ocTaBieHHble B apxuBe OMKO cBbllie cpoka XpaHeHUs IS
OIIpEeIeICHHBIX 1IeJIeH, TOJKHBI ObITh MASHTU(PUIUPOBAHBI «J1JIs1 CIPaBOK» U TOJKHBI XPaHUTHCS
B YCIJIOBUSIX, UCKIIFOUAIOIINX MX UCIIOJIb30BAaHUE B KAUECTBE JIEUCTBYIOLIUX.

14.6. JlokyMeHTbI, KOTOpbIE B pe3y/bTaTe UCIOIb30BAHMS CTAJIM HEUYUTAEMBIMH, HMOTPENaHHBIMHU,
UMEIOT CWIBHO HAJOpBAaHHBbIE WM  BBIIAQJAIONIME - CTPAHUIBI, JOJDKHBI CBOEBPEMEHHO
BOCCTaHABIIMUBATHCS WM U3bIMATHCS M 3aMEHSTHCS HOBBIMU OPUTHMHAJIAMHU (KOITUSIMH).

14.7. OTBETCTBEHHOCTbD 3a XpaHeHue nokyMeHtanuu CMK B CTpyKTypHOM TO/Ipa3ieIeCHUH HECET
PYKOBOJUTEIND MOAPA3ACICHUS.

s

15. YnpaBienune j0KyMeHTaMu 0a30BOI0 YPOBHA

15.1. Kaxxnpiii  pyKOBOAMTENb TMOJAPA3AEICHUs] OQECIeUrMBacT HaJIMYKMe B MOJpa3eiCHUN
aKTyaJIbHBIX BHEITHUX HOPMATHUBHO-TEXHUYECKUX JOKYMEHTOB.

15.2. TIpoBepKy Ha aKTyaJbHOCTh MMCIONIMXCS B MOJPA3JACICHUM JIOKYMEHTOB PEKOMEHIYeTCs
OCYIIECCTBJIATh - PYKOBOJWUTEIIO TOJApA3eicHUss He pexe 1 pa3za B Mecsamn. [lpu Hammuuum
W3MCHCHHI OHH JOBOJATCSA JO CBEJICHHUS COTPYAHMKOB. HeakTyanbHbIE BEPCHH JOKYMEHTOB
M3BIMAIOTCS U YHUUTOYKAKOTCSI.

15.3. JIokyMeHTBI BHEIIHErO TMPOUCXOXKICHUA, MyONIuKyemble B O(UIMATBHBIX —HM3IAHUSIX
MUHHCTEPCTB U BEJIOMCTB, MTPUOOPETAIOTCS Yepe3 MOANUCHBIC KATaIOTH M XPAHATCS B YMTAITBHBIX
3amax OuOmuorekn. C  ONMpeNeNeHHONM TEPUOJUYHOCThI0 OMONMMOTeKON YHHBepcuTeTa B
YCTaHOBJICHHOM HOPSIKe 0POPMITSIETCS TIOANMKUCKA HA COOTBETCTBYIOITNE TIEPUOTUIECKUE U3TAHHS.
15.4. TIpoBepka HaMWYUS W AKTYaJIbBHOCTH BHEIIHCH HOPMATHBHO-TEXHHYECKOW JIOKYMEHTAIIMH
10 BCEM IMPOIIECCaM OCYIIECTBISACTCS MPH MPOBEACHUH BHEIIIHUX M BHYTPESHHUX ayIUTOB.

16. OTBeTCTBEHHOCTD
16.1. OTBETCTBEHHOCTH 3a pa3pabOTKy, COTJIACOBAHUE, YTBEPKJACHUE U BBIBOJ U3 DKCILTyaTaIliu

noxkymenToB CMK npuBesieHa B MaTpUIlC OTBETCTBEHHOCTH (Tabiuna 3).

TabOmuma 3
MaTtpuua 0TBETCTBEHHOCTH
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Ne | Hanmenopanme MMoapa3nenenue / 10JAKHOCTHOE JTUILO
n/n Jrana OteercTBennblii | Peanusyrommii CoucnoHuTEb Hudopmupyemblii
' Onpenencnue PykoBoautenn
MOTPEOHOCTH B ITPK YK Hauvaneauk OMKO -
no/pa3iesieHUs
JIOKYMEHTE
2 OtBercTBeHHBIN | OTBETCTBEHHBIN
Pazpabotka
pa3paboTuuk pa3paboTuuk PykoBogurens
JOKYMEHTa Pabouas rpymnma
CMK (Bmamenery (Bmagenery No/ipa3ieNieHus
npoiiecca) nporecca)
3 OTBETCTBEHHBIN
DKcnepTusa u pa3paboTuuk HavyansHuk
DKcnepTsl DKcnepTsl
COTJIaCOBaHUE (Bmagener OMKO
mporiecca)
4 Buenpenne HauanpHuk PykoBogurens PykoBogurens 3auHTEpECOBAaHHbIE
JOKyMEHTA OMKO Mo/pa3aesIeHUs NO/Ipa3ieleHUs _ CTOPOHBI
5 Pacceinka Havansunk PykoBoaurens
Nuxenep OMKO | HMuxenep OMKO
JIOKYMEHTOB OMKO HO/pAa3/IeIICHUS
6 .
OTBETCTBEHHBIH
XpaHeHue PykoBogutens PykoBogutens 3a BeJICHUE
JIOKYMEHTOB MOJApa3ICNeHUs | TOIPa3ICICHUS JIOKYMEHTAIIUU B
[oApa3aesieHUH
! OTBETCTBEHHBII OTBETCTBEHHBIM
AxTtyanusanus PykoBogurenn
HavanpHuk paspadoTYnK pa3padoTYNK o
Y BHECEHHE B3aMMOJICHCTBYIOIINX
N OMKO (Bmamenen (Bmanmenert .
W3MEHEHUHN MoApa3IeICHUMN.
npoiecca) mporecca)
8
BriBenenne PykoBoauTens
JIOK Mejl:[{TOB u3 i FigaibHIK Umxenep OMKO czK KT21 HOT'O
Y OMKO OMKO P PYIyP
IKCIUTyaTaIu Mo/Ipa3ieNIeHUs
9
BriBenenue
. PykoBoaurens .
KOIHI HavanbHuk OTBETCTBEHHBIN 32 | 3aUHTEPECOBAHHBIE
CTPYKTYPHOTO
JOKYMEHTOB U3 OMKO JOKYMEHTOBEICHUE CTOPOHBI
MOApAa3ACIICHUS
JKCIUTyaTaluu

17. YnpaBieHnue puckamMu B npoiiecce ynpasJjeHHs JOKyMeHTauuen
17.1. B nponecce ynpasienus nqokymeHtranued CMK Moryt BO3HUKHYTh PUCKH, B 3aBUCUMOCTH

OT BHJa KOTOPBIX HEOOXOIMMO MPEANPHHATH MEPbI M0 WX YCTPAHEHHIO W IPEIOTBPALICHUIO
(rabmuna 4).

Tabmuna 4
Bujabl pUCKOB M IyTH WX MPeA0TBPAIIleHUS
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Puck YcnoBus nosiBjieHust Crnoco0bl ycTpaHeHHs Crocote1
NpeI0TBPAIeHUs]
CtpykTypHBIE — TOTOBBIE IOKYMEHTHI — CBOEBPEMEHHOE — CBOEBPEMEHHOE
MOApa3/ieJICHUs HE | BBICTABJISIIOTCS HA CAUT C BBICTaBJICHUE BBICTaBJICHUE;
o0ecreynBaOTCs | HAPYIIEHHEM CPOKOB / HE | JOKYMEHTOB; — COCTaBJICHHUE U
HEO0OXOIMMBIMH BBICTaBIISIIOTCS, — COCTaBJICHUE TJIaHa KOHTPOJIb HAJl
JOKYMEHTaMu — IIJIaH BBIMOJIHSIETCS € JIOKYMEHTUPOBAHUS U BBITTOJTHEHHUEM IIJIaHa
CMK HapyUICHUAMU aKTyallu3aluu JOKYMEHTUPOBAHUS U
(HapyImarTcs CPOKH) nokymeHToB CMK aKTyaJIu3aluu
nokymentoB CMK
— IOKYMEHTBI HE BHOCSITCSA | — BHECTH HEOOXOJUMBIC | — KOHTPOJIb HaJl BEJICHUEM
B PEECTpP IOKYMEHTOB JIOKYMEHTBI B peecTp peecTpa TOKyMEHTOB
CMK / He Begetcs peectp | nokymentoB CMK CMK
nokymenToB CMK
— HECBOEBPEMEHHO — BBIBEJICHUE HEBEPHBIX | —YJIYUILICHHE KOHTPOJIS
OCYUIIECTBIISETCS JIOKYMEHTOB U3 HaJ| aKTyallbHOCThIO
BBIBE/ICHUE 3aMEHEHHBIX oOpareHus 1 3aMeHa JOKYMEHTAIUU
WJIY aHHYJUPOBaHHBIX aKTyaJlbHBIMHU
JTOKYMEHTOB
JlokymeHT — HEBEPHOE OHUMAHUE — YTOYHEHUE 1IeJIH — OIpEICIICHUE 1IN
HEBEPHO LIETTU JOKYMEHTUPOBAHUS | IOKYMEHTHPOBAHUS JTOKYMEHTHPOBAHUS Ha
UJIEeHTU(DHUIIMPOBAH ' aTane pa3paboTku
JIOKYMEHTA
Pazpaborannbrit — HE BBINOJIHSIOTCS — peIaKkTUPOBAHUE — yJIy4IllIeHUE KOHTPOJIS
JIOKYMEHT HE TpeOOBaHUS K CTPYKTYpe JIOKYMEHTA C y4eTOM HaJ[ IPOBEPKOI
COOTBETCTBYET €ro | JOKyMEHTa TpeOoBaHMii; TpeOOBaHUIl K CTPYKTYype
TUITY — TIepeu3aHue odopMIIEHUS TOKYMEHTOB
JIOKyMEHTA,

— BBIBCJICHUC HCBCPHLBIX
JTOKYMEHTOB M3
oOpalrneHus ¥ 3aMeHa

aKTyaJlbHBIMU

Pa3paboranHblii — B pa3paboOTKe TOKyMEHTa | — IPOBEACHUE — IPUBJICYEHHE IKCIIEPTOB
JOKYMEHT HE HE IPUHUMAIOT Y4acTHE * | KOPPEKTUPOBKH C / moBbIIIIEHHE
COOTBETCTBYET AKCTEPTHI B JAHHOU MpUBJICYCHUEM KB (DUKAITAH

mpoueccy obmactu / TOKyMEHTBI SKCIEPTOB CIELHATUCTOB

pa3zpabaThIBatOTCA

HCKB aJ'II/I(I)I/II_[I/IpOBaHHLIMI/I

CcriecuaJucraMu

— Tpu pa3paboTke

JOKYMCHTOB YYUTBIBAIOTCA

HE BCE TpeOOBaHUA U
YCIIOBHS peaTH3aIiu
npoiiecca

— IPOBEACHUE OLICHKU
a/IeKBaTHOCTHU
YUUTBIBAEMBIX
TpeOoBaHUIl U yCIOBUI
pean3anuu mnpouecca,
—y4eT He0OXOIUMBIX
TpeOoBaHUH U yCIOBUI
peaM3anyy mpouecca

— YAy4IIeHHE KOHTPOJISI
HaJ pa3paboTKOM
JOKYMEHTAIU!
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Puck YcnoBus nosiBjieHust Crnoco0bl ycTpaHeHHs Crocote1
Npea0TBpaIeH s
[TonuTuka B — TpeboBaHUs — IIOBTOPHOE — JIETAJIbHOE U3y4YEHUE
00JIacTH KauecTBa | MOTpeOHUTENeH, AT orpeiesieHue uHpopManuy,
HE COOTBETCTBYET | KOTOPBIX (POPMHUPYIOTCS TpeOoBaHMi HEOOXOTUMOM ISt
CTpaTeruu JIOKYMEHTBI, BBISIBIICHbI norpeduTenei orpezeNeHus: TpeOOBaHUN
pa3BUTHUSA HEBEPHO norpedureneit
YHusepcurera
— B pa3paboTKe IOKYMEHTa | — IPOBEICHHE — IPUBJICUCHUE
HE IPUHUMAIOT Y4acTHe, KOPPEKTUPOBKH C IPOPEKTOPOB U IPYTUX
POPEKTOPHI / TOKYMEHTHI | MPUBJICYCHUEM 3aMHTEPECOBAHHBIX
pa3pabaTbIBaroTCs MIPOPEKTOPOB U APYTUX CTOPOH
HEKBATM()UIIMPOBAHHBIMHU | 3aHHTEPECOBAHHBIX
crenuagucTaMu CTOPOH
3aiepKKH B — BHECEHUE NU3MEHEHUN — IOBTOPHOE BHECEHUE — u3y4eHue TpeOoBaHU
yCTpaHEHUH odopmisercs u W3MEHEHUH C y4eTOM JUTsl BHECEHUS U3MEHEHUN
MPUINH MIPOBOJIUTCS HE IOJDKHBIM | TpeOOBaHUM B JIOKYMEHTAIIUIO;
MOSIBJICHUS o0pa3om uimu — KOHTPOJIb BBIITOJIHEHUS
HECOOTBETCTBUM HECBOCBPEMEHHO TpeGoBaHUil
— JOKYMEHT HE MpOILe — OTHpABIICHUE — YCUJIEHHUE KOHTPOJIS HaJl

MTOBTOPHYIO SKCIIEPTU3Y
110CJIe BHECEHUS

JIOKYMEHTA Ha
IIOBTOPHYIO 3KCIIEPTU3Y

JKCIEPTHU30M TOKYMEHTA

W3MEHEHUM

— HECBOEBPEMEHHO —OTIIPaBJICHUE — KOHTPOJIb HaJ

MIPOBOJMTCS COTJIACOBAHUE | AOKYMEHTa BCEM 03HAaKOMJIEHHUEM BCEX

U3MEHEHUH 3aMHTEePECOBAHHBIM 3aMHTEPECOBAHHBIX
'IM1IaM Ha CcOrJlacOBaHWe | COTPYAHHUKOB

— paOOTHUKH He — O3HAKOMJIEHHE — KOHTPOJIb HaJ

OCBEJIOMJIEHBI O 3aMHTEPECOBAHHBIX 03HAaKOMJIEHHUEM BCEX

BBISIBIICHHBIX CTOPOH C.BBISIBJICHHBIMH | 3aMHTEPECOBAaHHBIX

HECOOTBETCTBUSX HECOOTBETCTBUSIMU COTPYJIHUKOB

— pabGOTHHUKH HE — O3HAKOMJICHUE — KOHTPOJIb 3HaHUMI

03HaKOMJIEHBI C pabOTHUKOB C COTPYJIHUKOB

HE00X0TUMOi HE00X0TUMOiA (arTecrarus)

nokymMmenTtanueit CMK JOKYMEHTaluen

PaboTHuKy min
MOTPEOUTEITIO
CJIO)KHO HaNTH
aKTyaJIbHbIE
BEPCHUH
JIOKYMEHTOB Ha
caure

— HEBEpHO pa3MelieHa

— NepEeMCIICHUC CCBIJIKN

— KOHTPOJIb HA

CChLJIKa Ha Ha JIOKYMEHT Ha nyOiauKanuei 10KyMeHTa
OIyOIMKOBAaHHBI COOTBETCTBYIOILIEE MECTO
JOKYMEHT Ha CTpaHUIE B

COOTBETCTBUH C

UICHTUPUKATOPOM
— JIOKYMEHT HEBEPHO — UCIIPaBJICHHE — KOHTPOJIb Haj
UICHTUQUIHPOBAH UICHTHU(PUKAITTOHHOTO odopmiieHneM
(unentudukarop He HOMEpA JOKYMEHTAlUK, | JOKYMEHTALUH

COOTBETCTBYET IPOIIECCY)

3aMeHa JOKyMEHTa
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Puck YcnoBus nosiBjieHust Crnoco0bl ycTpaHeHHs Crocote1
Npea0TBpaIeH s
— Ha caiiTe onyOJIMKOBaH — 3aMEHA HEAKTYyaJIbHOI'0 | — KOHTPOJIb HaJl 3aMEHOMU
JOKYMEHT 0€3 BHECCHUS JIOKYMEHTA Ha JIOKYMEHT | JTOKyMEHTaIluu
W3MEHEHUN C U3MEHEHUSIMU
— IIPU MOJATOTOBKE K — UCIIpaBJICHUE — U3yueHue TpeOoBaHU K
MyOIMKAIUU TOKYMEHTA JIOKYMEHTA C y4E€TOM MyOIMKAIUU JIOKYMEHTOB
Ha caiiTe pabOTHUKOM TpeOOBaHUH,
OMKO Hapy1ieHbl — 3aMEHa JOKYMEHTa Ha
TpeboBaHus WCIIPABJICHHBII
— HECBOEBPEMEHHO — BBIBOJ] OOHApY>KEHHOTO | — CBOEBPEMEHHOE
OCYILIECTBIISAETCS JIOKYMEHTA, BBIBEJICHNE 3aMEHEHHBIX
BBIBEJICHUE 3aMEHEHHBIX MOJIEKALIETO 3aMEHE WJIM aHHYJIMPOBAHHBIX
WJTU aHHYJTUPOBAHHBIX WJTU aHHYJUPOBAHUIO JTIOKYMEHTOB
JIOKYMEHTOB
PaGotHuky — OTMEHEHHBIC IOKYMEHThI | — IepeMeIIeHIe — CBOEBpPEMEHHas
CJIOKHO HalTH (xomHM) XpaHATCS BMECTE | OTMEHEHHBIX nepeaaya JOKyMEHTOB B
aKTyaJbHBIC C aKTyaJIbHBIMU JIOKYMEHTOB B apXHUB apXuB,
BEpCUU OMKO; — CBOEBPEMEHHOE
JTIOKYMEHTOB — YHUUYTOKCHUE KOTTUH YHUYTOXEHNE KO

(Ha pabouem
MECTE, B apX1BE)

OTMEHEHHBIX OTMEHEHHBIX JIOKYMEHTOB
JIOKYMEHTOB

— IIpU XpaHEHUH — NIPUBECTHU B — KOHTPOJIb 32

JIOKYMEHTa HapyllleHa COOTBETCTBUE COOII0OICHUEM TTOPSJIKA

HOMCHKIJIaTypa ACJI

AOKYMEHTHI B
COOTBCTCTBHHU C
JIOPSAKOM XPaHCHUS
JOKYMCHTALlHU

XpaHCHUA JOKYMCHTAIIUU

JIOKyMEeHTBI
HECBOEBPEMEHHO
NIEPEU3AAFOTCS

— HEBBINIOJIHEHUE
TpeOoBaHUM K
JOKYMEHTUPOBAHUIO U
TIEpEN3IaHIIO
JOKYMEHTAII!

— NOATOTOBKA HOBOM
pe€aakuu 1OKYMCHTA U
€€ IIPUHATHC

— CBOEBPEMEHHOE
COCTaBJICHHUE U
BBITMIOJTHEHHE TIJIaHa
JOKYMEHTHUPOBAHUS U
aKTyalu3aluu
nokymenToB CMK;

— BBITIOJIHEHUE
TpebOBaHU IO
Nepen3JaHuI0
JOKYMEHTAITUH TIPH
BHECEHUU N3MEHEHUIT

JIokyMeHT He
MIPUHAT Y YEHBIM
COBETOM HJIN
CoseroM 110
KayecTBY

— K JIOKyMEHTY MHOT'O
3aMEUYaHuM,
HEKAaYeCTBECHHO
popaboTaHo coJiepiKaHue

— nopaboTKa TOKYMEHTa

— BBIIIOJIHEHUEC BCEX
TpeOOBaHMI U yUeT BCeX
YCJIOBUI peanu3anuu
npolecca

— HE BBIITOJHAKOTCA
TpeOOBaHUs K CTPYKType U
0(pOPMIICHUIO TOKYMEHTa

— nopaboTKa TOKYMEHTa

— BBIIIOJIHEHUEC BCEX
TpeOOBaHUI K CTPYKTYpe
1 0OPMIICHHIO
JOKYMEHTa




f""""“"«% CypryTcKuii rocyaapcTseHHbIil CMK CypI'y IlI-1.7.1-22
‘;; yHHBEpCUTET YupagsJienue J0KyMeHTanuei Penaxuns Ne 1
% "'jup? k Cucrema MCHCIPKMCHTa Ka4uC€CTBa CHCTEMBbI MCHE/IKMEHTA KaYyecTBA cTp. 21 u3 49
Puck YcnoBus nosiBjieHust Crnoco0bl ycTpaHeHHs Crocote1
npeoTBpaleH st
— JIOKYMCHT HeaKTyaJIeH — aHHYJIMPOBAHHE — CBOEBpEMEHHAs OICHKA
JOKYMEHTA AKTyaJIbHOCTH JJOKYMEHTA
Ha 3TaIle IIAHUPOBAHMS U
pa3paboTku
— JIOKYMEHT He TIPOIIe — COrjlacoBaHHUE — CBOECBPEMEHHOE
MOJIHYIO TIPOLICAYPY JOKYMEHTa CO BCEMH COIIaCOBaHHUE JIOKYMEHTA
COrjacoBaHUs 3aMHTEPECOBAHHBIMH CO BCEMU
CTOPOHAMU 3aMHTEPECOBAHHBIMH
CTOPOHAMU

18. BzaumopeiictBue ¢ apyrumu npomeccamu CMK

18.1. IIponecc «Ympanenue nokymeHtarueir CMK» B3anmMomecTByeT cO BCEMH IpoIecCaMH,
npotekatomumu B Cypl'y.
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CypryTrckuii rocyiapcTBeHHbIH
YHHBEPCUTET

Cucrema MCHCIP)KMCHTA Ka4yCCTBa

CMK Cypl'y JI1-1.7.1-22

Ynpasienue 10KyMeHTALM el

CHCTEMbI MCHEIKMEHTA KavdeCTBa

Pepaxius Ne 1

cTp. 22 u3 49

[Tpunoxenue 1

baox-cxema nponecca «Ynpasiaenue f1okymenramu CMK 1-ro yposus»

Pa3pabotka noxymMeHTa

paboueii rpymmoit

Pa3zpaboTka 1oKymMeHTa
BJIJIENIBLIEM TIpOLIECCa

Crparerus pa3BuTHs,
Iporpamma

pazBuTHs?

TNonuTrka B
o0JacTH KadecTBa?

Pazpabotka gokymeHTa
ITPK n OMKO

Hayvano

A 4

IIporpamma
Ppa3BUTHS
uHCTUTYyTA?

Pa3paboTaHHbIl TOKYyMEHT
CMK 1-ro ypoBHs

Cypl'Y

Paccmorpenne na YC

JlopaboTka
JIOKyMEHTa

YC Cypl'Y
TIPUHSIT?

JlokymeHT Her [TnanoBas npoBepka
pazpabaTsIBaeTCs > JIOKYMEHTa Ha
BIIEDBBIE?

Her

Tpebyercst
BHECEHHE
HM3MEHEHU?

aKTyaJIbHOCTb

Tpebyercs
BBIBE/ICHHE
JIOKyMeHTa?

BriBenenue
JIOKyMEHTA U3
JKCILUTyaTalluu

\ 4

JIopabotka
JTIOKyMEHTa

A 4

CornacoBaHue ¢
3aMHTEPECOBAaHHBIMU
CTOpOHAMHU

Paccmorpenne Ha YC
HHCTUTYTA

Cornacoan?

YC nnctutyta
TpUHSN?

JlopaboTka
JOKyMEHTa

VYTBepxKIeHHEe JOKYMEHTOB PEKTOPOM

v

Cypl'Y

Pazmenenne 1eKTpOHHON BEpCHH Ha caiite

v

XpaHeHue JOKyMEHTa
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CypryTrckuii rocyiapcTBeHHbIH

.
YHHBEpPCHTET

Cucrema MCHCIP)KMCHTA Ka4yCCTBa

§

CMK CyplI'Y AI1-1.7.1-22

Ynpasienue 10KyMeHTALM el
CHCTEMbI MEHEI)KMEHTAa KayecTBa

Pepaxius Ne 1

ctp. 23 u3 49

[Tpunoxenwue 2

Bbiok-cxema npouecca «YnpapieHue JoOKyMeHTauueii 2-ro, 3-ro u 4-ro ypoBHsI»

C

O

[/

CocTaBiieHHE IUIaHa
JOKYMEHTHPOBAHHS U
aKTyallM3aluK JOKYMEHTOB
CMK

v

Hauaro

|

Crucok
[POLIECCOB

A

VYTBepxkICHUE IIaHA PEKTOPOM

v

Y TBepKICHHBI IU1aH

JlokymeHT
paspabaTbiBae

TCs1 BIIEpBbIE?

Ja
o IInanupoBanue u papaboTka P
” JIOKyMEHTa -
v
DKcrepTH3a U COTJIacoBaHNe P
JIOKyMEHTa -
v

PaccMotrpenue nokymenTta Ha YuéHoMm
cosete wau CoBeTe 10 KauyeCTBY

JlokyMeHT npuHsT?

Buenpenue u pacceiika
JIOKyMEHTa

v

XpaHeHue JOKyMEHTa

IInanoBas npoBepka
JIOKYMEHTA Ha aKTyaJbHOCTb

A 4

Her JlokymeHT

TpeOyetcs
BHECEHHE
W3MCHCHUI?

BHecenune n3MeHeHH 1
AKTyaJIn3alusa

OO0wmumit 06BeM
HW3MCHCHHUH,
HMEIOIINXCS B
nokymenre >50%

Her

yTpaTuit
HEO0OXOIMMOCTH?

Ja

v

BriBenenue nokymenTa
W3 SKCIUTyaTallii
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Ynpasienue 10KyMeHTALM el
CHCTEMbI MEHEI)KMEHTAa KayecTBa

Pepaxius Ne 1
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Hauarno

Inan
JIOKYMEHTUPOBAHHS
U aKTyalu3aluu
JIOKYMEHTa

v

®dopmupoBanue padoueit
TPYIIIBI

'

Ormpezienenye Biaienbla
nporecca (OTB.
pa3paboruuka)

v

Pa3paboTka cxeMbl/KapThl
nporecca

PazpaboTka HEOOXOAUMBIX
dhopm 3anuceit

4

M3yuyeHue BHYTPEHHUX U
BHEIIHUX HOPMaTHBHBIX
JIOKYMEHTOB

y

Omnpenenenue BuIa
TOKyMEHTa

v

OnpeneneHue 0CHOBHBIX
9TAIOB MPOLIECCa H 30H
OTBETCTBEHHOCTH

L

OdopmireHne T0KymMeHTa
COMIACHO YCTaHOBJICHHBIM
TpeOOBaHUSAM

v

IMpoexr noxymenra CMK

\_{k
( Konen )

Baok-cxema stana «IlnanupoBanue u pa3padoTka T10KyMeHTa
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Baok-cxema stana «JkcnepTusa u corsiacopanme 1okymenta CMK»

( Hauano )

A 4

Ipoext noxymenta CMK

A 4

DopmHpoBaHUE YKCIIEPTHOM
KOMHUCCHUU

y

Ilepenaua nokymeHTa B
3JIEKTPOHHOM BHJIE
9KCIepTam

\4

IIpoBepka nokymeHTa

A

JKCIepTaMu

BrisiBiienst
HECOOTBETCTBHS?

Her l

CornacoBanme JOKYMEHTa BCEMU
3aMHTEPECOBAHHBIMH CTOPOHAMHU

Ipucsoenne OMKO
COIVIACOBAaHHOMY JOKYMEHTY
UICHTH(HUKAIOHHOTO HOMepa

A 4

CornacoBaHHbIH 1
3apeructpupoBanHbiii B OMKO
JIOKyMEHT B OyMa)KHOM BHJIE

-

.
(e )

Ha

A 4

JlopaboTka 1oKyMeHTa
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Baok-cxema stana «BHenpenue u paccblika 10kyMeHToB CMK»

( Hauarno

D

\ 4

CornacoBaHHbIN U
3aperucTpupoBanHbiii B OMKO
JIOKYMEHT B OyMa)XHOM BHUJIE

y

yTBep)KZ[eHPIe JAOKYMEHTa pEKTOPOM

v

Ha OCHOBaHHH BBIIT

Joxyment CMK BBOauTCS B JelicTBUE
HCKH U3 MIPOTOKOJIA
3aceIaHus COBETa

A 4

[ly6nukanust JOKyMEHTa Ha CaliTe ¥ BO
BHYTPEHHEH CETH U OTIpaBKa
3aIIUIIEHHOTO JOKYMEHTA BIaENbILy

mporuecca

TupaxxupoBaHue JTOKyMEHTa
PYKOBOAUTEIIEM MOAPA3ICICHUS

A 4

O3HaKOMJICHHE PYKOBOJIUTEIEM
COTPYIHUKOB C JOKYyMEHTOM

\ 4

JIuct o3Hakomnenus ¢ jokymenTom CMK

( Konen
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biok-cxema 3tana «XpaHeHue JOKYMEHTa»

D

\ 4

Hoxyment CMK u
TpeGOBaHUS K €ro XpaHSHUIO

,

Ha JIOKYMEHT B Her
OymaxcHoM BuJE?

Opurunan
JTIOKyMeHTa?

JlokyMeHT
Ila Her aHHYINpPOBaH?
XpaHeHue KOHH i A 4
a
XpaHEHUE JOKYMEHTa AOKYMCHTa B XpaHeHue B
B OMKO cornacno TIoApasAenCH1H KOMIIBIOTEPE COTNACHO
HOMEHKIIAType Je COIIaCHO HOMEHKJIAType JIe
HOMEHKJIAType el
A 4

YHUUTOKEHUE U 3aMEHA
JIOKYMEHTa Ha HOBBIH
JIOKYMEHT / IiepeMelleHne
B apXUB MOJIpa3/ICIICHUs

OpwuruHan
OKyMeHTa?

JlokymeHT
AHHYJIIPOBaH?

XpaHeHue J0KyMeHTa [epememnienue B apxus OMKO
COTJIACHO
HOMEHKJIAType Ael

B apxuBe xpaHuTCS
TpeabIAYIIast BEPCHs
OKyMeHTa?

Onwce [yis niepefadn
JOKYMEHTOB B apXHB
Cypl'y

\_{"

[epenaua B apxus Cypl'Y
MPEIBIIYIIETO apXUBHOIO
JOKyMEHTa

A 4

':
v

Konen
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biaok-cxema 3Ttana «BHeceHHe H3MEHEHUN M AKTYaAJU3alHUs JOKYMEHTA)

( Hauaro )

[
»
A

y

JHoxyment CMK

A 4

[TnanoBas npoBepka

JOKYMEHTa Ha aKTyaJbHOCTh

TpeOyercs
BHECCHHE
HU3MEHEHUI?

DopMHUPOBaHUE JTUCTA
BHECEHUS U
COIJIACOBAHUS
W3MEHEeHUH’

v

Jluct peructpanuu
HM3MEHEHUI

e
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Baok-cxema npouecca «BoiBeeHre JOKYMEHTOB U3 IKCILTyaTallMD)

Ha

( Hauano )

\ 4

Crnyxe0OHast 3anucKa

y

3aCCZ[aHI/IC KOMHUCCHH I10 BBIBCICHUIO
JOKYMEHTA U3 dKCIITyaTallun

Yrparun
HEOOXOIUMOCTD IS
VYuusepcurera?

AKT 0 CrIiCaHUH
JIOKyMEHTa

Her
JIOKyMEHT B

OymakHOM BHJE?

o YHUUTOKEHHE U 3aMEHa OneKkTpoHHas
p“”’"‘l‘?‘”‘7 JIOKyMEHTa Ha HOBBIH Bepeus ¢ caiita
AOKYMEHTA JIOKyMEHT Vuupepcutera?
Her <
DJeKTpOHHAs HanKa «APXUB»
OTaenbHOE 1e10
y
| Ilepenaua B apxuB OMKO
| . A 4
Ll
v

( Konen )
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( Hayvaino )

\ 4

Crcok
MPOLIECCOB

A 4

XpaHeHue JOKYMEHTOB

Her

Y

COIIaCHO HOMEHKIJIaType
pa(he

A 4

IIpoBepka JOKYMEHTOB Ha
aKTyaJIbHOCTh
pYKOBOAUTEIEM
MOThARTTENeHNs

Ectp
HM3MEHEHHUs?

Pacnieuatka u 3ameHa
JIOKYMEHTOB U 03HAKOMJICHHE
COTPYJHUKOB C U3MEHEHUSIMH

[Tpunoxenwne 3

baok-cxema mpounecca «anaB.ﬂeHne AOKYMECHTaAMHU 0a3oBoOro YpoBH»
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(I)opMa TUTYJBHOTO JINCTA CTpaTernn Pa3dBUTHiA, IPOTPAMMBbI Pa3BUTHUA yHI/IBepCI/lTeTa,

KOHIENITHH

FOJTAITHOZ YUTIEIEHILT SRNCUITO ORFA0RAHNS
XARTR-MANCHACROND ANTOHOMIIOND ONFTA - KOTTFR
SOTTYTONA FOCYIAFCTRERHNMR YHUREFCHTIT

HAHMEHOBAHHE CTPATEI'HH (KOHIIEIIITHH)
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PAZPABOTHEHE:
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COrTTACOEAHO:

JanEsacTs
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JanaEs0cTs

JanEH0CTS

JoanasocTs

Fanmmae H O

(= =] [=r=z]

Faomure H O
(= =] f3=r=]

Fanpnue O
(= =] f3=r=]

Fanmmes H O
(= =] ra=rz]

FanmmeEe H.O
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FannmneEs H.O
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®opma IloauTuku
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BIOTAETHOE Y UEEAIEHHE. BRICIIELQ OBPA3OBAHHA

XAHTBI-MAHCHICKOI'O ABTOHOMHOT'O DKPYTA — FOTPEI
«CYPTYTCKHI F'OCVIAPCTEEHHBIH VEUBEPCHTET»

IIOJIUTHKA B ObJIACTH ...

TIpro¥eHne K THCTY BHECEHHA HsMeHeHH No2

B JT1-1.7.1-2017 «VYmpaenenHe JOKyMeHTAMH CHCTeMEI MeHeA#MeHTa KauecTEa»

<TEKCT IIOJIUTHKH>

J3I3 noAmHcaHHA B dopMate UY Mecan
ITIT

Pexrop Cypl ¥V
H.0. Panvmuma

(BRamIcs. Te9aTs)
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[Tpunoxenwue 6

Cnncok npoueccoB CMK CypI'Y

Tpymner Homep pasnena HaumeHoBaHue npouecca
MPOIECCOB (moxpasnena)
1.1. Mapxemunz mpedoeanuit nompeodumeneii u oduiecmea
1.2. Ilnanuposanue oeamenvHocmu
1.2.1 CrpaTernyeckoe njiaHUpOBaHUE
1.2.2. TakTrueckoe mIaHupOBaHUE
1.2.3. [1nanupoBanue >KM3HEHHOTO IIUKJIA TPOTYKIIUU
= 1.3 Pacnpedenenue omeemcmeeHHOCMU U NOTHOMOYUTL
= 14 Hughopmuposanue o deamenvnocmu
% 1.4.1. Buytpennee nadopmupoBanue
= 14.2. Bremnee nadopmupoBanue
=8 1.5. Ynpaenenue scuznennvin yuxkaom OIl BO
3 1.6. Koppexmupyrowjue u npedynpescoaroujue 0ericmeus
§ 1.7. Ynpaenenue ookymenmaunueu
2 1.7.1 Vupasnenue gokymenrampeii CMK
=, 1.7.2 VYrpapieHue 3anucaMu
- 1.8. Monumopunz u uzmepenue
1.9. Buympennuii ayoum CMK
1.10. AHanu3 0anHbIx
1.11. Ananuz CMK co cmoponwl pykoeoocmea
1.12. Ynpaenenue necoomseemcmeyrowieii npooykuyueii (yciyzoit)
1.13. Yayuwmenue CMK
2.1. Ilpoexmupeeanue u paspavomka Oll BO
é 2.2. Ilpoghopuenmayuonnasn deamenbHocmo
g 2.3. Jlogy3zoeckasa nodcomoexka
g 2.4. Yuebno-memoouueckoe ovecneuenue OIl BO
E 2.5. Ilpuém odyuarowuxcs
¢ 2.6. Peanuzayus OII BO
E 2. Bueyueonaa (6ocnumamensnas) paboma
= 2.8. Ynpaenenue konmunzenmom cmyoenmos
% 2.9. Ynpaenenue mnacpysxkou npogeccopcko-npenooasamensckozo
2 cocmaea
g 2.10. Peanuzayua npozpamm 0onoaHumensHo20 00pa3oeanus
8 2.11. Peanuzayusa npozpamm nocnegy3o6ckozo 00pazoeanus
~ 2.12. Ouenka kauecmea oceoenusn OIl BO
3.1 Ynpaenenue HUP
=3 2 3.2. Ynpasnenue HUOKP
= E g 3.3. Opzanuzayua HUPC
= = 2 3.4. Opzanuzayus HAyYHbIX MEPORPUAMUTL
=3 cE 3.5. Kommepuyuanuzayus pesynomamoe HUP
E; E §[ 3.6. Opzanuzauus npoeKmHuoul 0esmeibHOCmu
= 3.7. Iloozomoska nayuno-neoazocuueckux Kaopoe
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4.1. Coyuanvnas nododepicka compyoHUKo8 u Cmyo0eHmoe
4.2. Huopmayuonno-ouonuomeunoe oocuyrcueanue
z 4.2.1. Ynpasnenue GoHIOM HaAyIHOU OMOIHMOTEKH
§ 4.2.2. YrpasieHue 3JIeKTPOHHBIMU pecypcaMu
e 4.2.3. VYrpasieHue yciayramu HayqdHOW OUOIMOTeKH
= 4.3. H30amenvckas deamenpHocmb
E 4.4, Peoaxyuonnas oesmenbHoCmb
2 4.5, IKCnOpmubLIL KORMPOIL
E 4.6. Cooeiicmeue mpyooycmpoicmay blnyCKHUKO8
§ 4.7. Jluuyensuposanue u akkpeoumauusn OIl BO
S 4.8. Momusayua u cmumyaupoganue compyoHuKos u 00yuaruuxcs
2 4.9, Du3Ky1bmMypHO-0300p0BUMEILHAA 0eAMEIbHOCHLb
< 4.10. Ynpaenenue kopnopamuenoit kyremypoii
4.11. Meicoynapoonoe compyoHuecmeo
4.12. Opzanuzayus cmy0eH4ecKo20 camoynpasieHus
5.1, Ynpaenenue xaopamu
5.1.1. VYrpaBiaeHue nepcoHaIom
5.1.2. ATTecTanus COTpyAHUKOB
5.1.3. ATtTecTanus npodeccopeko-TpenoaaBaTelbCKOro COCTaBa
5.1.4. [ToBbileHNE KBAIU(DHUKAIIMN COTPYAHUKOB
Z 5.1.5. dopMupoBaHUE KAJIPOBOr0 pe3epBa
§ 5.2. Ynpasnenue ungppacmpyxmypoii npouszeoocmeennoii cpedwt
e 5.3. Ynpaenenue aomunucmpamueno-xozaiicmeennoi
= 0essmeIbHOCMbIO
E 5.4 Ynpaenenue ungpopmayuonnoii cpedoii
£ 5.5. Obecneuenue dezonacnocmu
= 5.6. Ilpasogoe obecneuenue
E 5.7. Ynpasnenue ayoumopnvim ¢ponoom
2 5.8. Ynpaenenue ¢punancamu
3 5.9. Ynpasnenue sakynkamu
wi 5.10. Ynpasnenue mamepuanvno-mexnuueckoit 6aszoit
5.11. Texnuueckoe oo0cnyyicusanue u pemoHm UHGOPMAYUOHHO-
GHIUUCAUMENIbHOUL MEXHUKU
5.12. Oxpana mpyoa u mexnuka 6e30nacHocmu
5.13. Ynpasnenue ooxkymenmooovopomom
5.14. Opzanuzayus mpyoa
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Ynpasienue 10KyMeHTALM el
CHCTEMbI MEHEI)KMEHTAa KayecTBa

Pepaxius Ne 1
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®opma nu1aHa JOKYMEHTHPOBaHus U akTyaauzauuu fokymentoB CMK Cypl'y

[Ipunoxenue 7

/N.0. ®amunus

Ilnan nokymMeHTHpOBaHuS U aKkTyaau3anum 1okymenToB CMK Cypl'yY
Homep n Kon HaumeHoBaHue CTpykTypHOe Jdara Cpokn
HanMMeHOBaHUe JAOKYMEHTa JOKYMEHTA U noapasjejieHue | YTBep:KIeHHUsI | aKTyaau3aluu
npoiecca peraKuum
1 2 3 4 5 6
1. Ilpoueccwl ynpasnenusn
2. OobpazosamenvHas 0esmeabHOCHb
3. Hayunas u unnosayuonnas 0esamenbHoCHb
4. BcnomozamensHsle npoyeccol
5. QObecneuusarowgue npoyeccol
Ilonosicenusn 0 cCmpyKmMypHbIX ROOPA30eNeHUAX
Hauvansauk OMKO
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[Tpunoxenwue 8
TpeGoBanusi kK CTPYKTYpe U coaepxkanuio 1o0kymenToB CMK

1. TpeboBaHuUs K CTPYKTYpE U COACPKAHNUIO OPTaHU3ALMOHHO-TIPABOBBIX JIOKYMEHTOB OTPA’KECHBI
B CTO-5.13.1 «OpranuzaninoHHO-TIPAaBOBbIE TOKYMEHTHI. TpeboBaHuUs».

2. TpeboBanus x ctpykrype u coaepxkanuto /I u IICII otpaxenst B CTO-1.7.6 «YnpaBnenue
MOJIOKEHUSIMH O CTPYKTYPHBIX NOJAPA3AETACHUSX U TOJKHOCTHBIMU HHCTPYKLIUSAMUY.

3. TpeboBanuss k cTpyktype u conepxkanuto IIJI orpaxenst B CTO-1.7.2 «YmpaBieHue
MOJIO)KEHUSIMU MHCTUTYTOB, MOJIOKEHUSIMU MEAUIIMHCKOTO KOJIIEIKAY.

4. TpebGoBanus k cTpykType u coaepxkanmio TH otpaxkenst B CTO-1.7.10 «YmpaBienue
TEXHOJIOTUYECKUMH UHCTPYKLHUSAMU HAYYHOH ONOINOTEKM».

5. Hokyment CMK nomkeH UMETh CIeayIOUyIo 00s3aTeNIbHYIO CTPYKTYPY:

—  TUTYJIbHBIN JIUCT;

—  coJlep’KaHUe U UCIOJIb3yEeMbIE COKpAILCHUS,;

— Ha3Ha4yeHHUe U 00JacTh NPUMEHEHUS;

— HOpPMAaTHBHBIE CCBUIKH;

—  TEPMHUHBI U ONpPeEIeHHs (MOXKET OTCYTCTBOBATh, €CJIM HET HEOOXOTUMOCTH); |

— oO0Iue MmoNoKeHu,

—  OIIMCaHue Ipolecca;

—  OTBETCTBEHHOCTb;

— ympasieHue puckamu (Toabko s A1T);

— B3aMMOJEUCTBUE C IPYTMMHU IPOLECCAMHU;

—  NPUIOKEHUS,

—  JIMCT PErucTpanuy U3MEHEHNN;

— JIMCT O3HaKoMJeHus ¢ fokyMeHToM CMK.

6. THTYIBHBIH JTHCT COAEPKUT HHPOPMAIIHTIO:

— II0JHO€ HAUMEHOBAHUE Y HUBEPCUTETA;

— rpud yTBEpKIACHHUS;

— repOOBYIO NIEYaTh;

— HaUMEHOBaHHWE JOKYMEHTa;

— HAaMMEHOBaHUE JOJDKHOCTH, COOTBETCTBYIOLIEE YTBEPKAEHHOMY IUTaTHOMY pPACIHCAHMIO
Cypl'Y, unentudukarop TOKyMEHTa, COIVIACOBAaHMS C 3aWHTEPECOBAHHBIMH JIMLAMU U B
o0si3aTeTbHOM = TIOpsiAKE  corjiacoBaHwe . ¢ HavaiabHukoM  OMKO,  HavanibHUKOM
aJIMUHHCTPATUBHO-TIPABOBOT'O yIPABJICHUSL.

7. Tlpumepsl oQoOpMIIEHUS TUTYJIBHOIO JIMCTA, COJEPKAHUS W TOCIEAYIOIUX JIUCTOB B
nokymenrax CMK npusenens! B [Ipuoxxenun 8, a Taxke pa3MelIeHbl Ha caiiTe YHHUBepcUTeTa
mo anpecy: http:/www.surgu.ru/ CBenenuss o0 VYuusepcutere / I'apantus kauectBa /[
JIOKyMEHTBI.

8. Paznen «Ha3nauenue u o6acth NpuMEHEHHsD» HyMepyloT equannei. B pazaene «Haznauenne
u o0jacTb MNPUMEHEHUs» OMpeaesieTcss UeNb JTOKyMEeHTa U 00JIacTh €ro MNpUMEHEHHS:
YKa3bIBAIOTCS MPOLIECCHI, pabOThI, TOJKHOCTHBIE JIMILA U MOApa3/IeJIeHHs], KOTOpble Y4acTBYIOT B
BBIMIOJTHEHUU TpeOOBaHUI JOKyMEHTa W 005S3aHBI UM PYKOBOJACTBOBAaThCS B CBOEH pabore.
Pexomennyercs  HCHONB30BaTh  CIACAYIOUIYIO  (OPMYITHPOBKY: «1.1. Hacrosmas
JOKyMeHTHpoBaHHas mnpouenypa (mamee — JIII) ycranaBnuBaeT TpeOOBaHMS K IMpoleccy
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yOpaBJieHUsT JOKyMEHTalueu... (yKa3blBalOTCd OCHOBHBIE TpeOoBanus). 1.2. Hacrosmas 11
o0si3aTeNlbHa K IPUMEHEHHUIO B ... (YKa3bIBAIOTCS MOAPA3ACTICHUS U TOKHOCTHBIC JTUIA)».

9. Paznen «HopmaTuBHBIE CCBUIKM» BKJIIOYAeT BHEUIHWE W BHYTPEHHUE HOPMATHBHbBIC
JIOKYMEHTBI, KOTOpPbIE UCIOJIb3YIOTCA Mpu HanucaHuu gokymenta CMK. B mepeune ykasbpiBaioT
MOJIHbIE 0003HAYEHUS ATUX IOKYMEHTOB, T'OJ] MPUHSITHUS U UX HAUMEHOBAHHUE.

10. Pazgen «TepMuHBI U OIpeneNcHUS» COMACPKUT TEPMUHBI, KOTOpbIE MPHUBOAAT MPHU
HEOOXOJIMMOCTH YCTAHOBJIEHUSI HOBBIX TEPMHHOB U HCIONB30BAHUS CTAHJIAPTHBIX, HO
y3K0po(heCCHOHAIBHBIX TEPMUHOB.

11. B paznene «O01ue moaoKeHus» oTpakeHa o0iias nHpopMaIus o TOKyMEHTE.

B JI1 manubIi pa3nen COAEPKHUT CIEAYIONIYI0 HH(POpPMAIMIO: Iedb MpPOIEecca, ero OCHOBHbBIE
3a/1aud, U3 KaKUX STaloOB COCTOMT MPOLIECC; KTO SIBISETCSA BIIAJIEIbLIEM IMPOIECCa; BXOAHBIE U
BBIXOJIHBIC JIAHHBIE TIPOIIeCcCa; KPUTEPHUH JIJISl pacueTa pe3yIbTaTUBHOCTU IPOIIecca U CChUIKA Ha
OJI0K-cXeMy Tpoliecca.

B CTO, MU u PU nmanHbIA pa3gen coaepkXuT oOmue TpeOOBaHUS K OpraHM3allid paboThl H
MOJIy4a€MOMY PE3yJIbTaTy.

12. B pa3znene «Omnucanue npoiecca» oTpakeHbl OCHOBHBIE PETIaMEHTHPYIOIINE (HOpMATUBHbBIE,
METOJIMYECKHEe, MHCTPYKTUBHBIE) TPEOOBAaHUS K BBIIIOJIHEHUIO TPOIecca MM paBoThl, KOTOPHIE
YCTaHABJIMBAIOTCA pa3paboOTUMKaAaMU HMCXOAS M3 OCOOEHHOCTEH mpouecca wid padotel. [lpu
MOCTPOCHUHM TEKCTa WCMOJb3yeTCs] HHJCKCAllMOHHAsg PYyOpuKaius, TpH KOTOPOW pyOpuke
MPUCBAaUBAETCSl HE TOJBKO CBOM TOPSIKOBBII HOMEp, HO M HOMEpa CTapmux pyOpuK,
noAuuHSIOMUX ee cede. TeKCT pa3aenoB AENAT Ha-IOJPa3/ebl, MYHKTHI, MOJITYHKThI, KOTOpPHIE
HyMepyroTcs apabckumu mudpamu. [Ipu HeoOX0AUMOCTH TToIpa3iesiaM U MMyHKTaM MPUCBAUBAIOT
3aroJIOBKH.

13. B paznene «OTBETCTBEHHOCTH» MPUBOISTCS CBEACHUS O PACIPEACICHUU MOTHOMOYHN U
OTBETCTBEHHOCTU JOJKHOCTHBIX JIMII Ha BCEX ATamax AEATEAbHOCTU WM TIpoliecca, KOTOpbhIe
MOTYyT ObITh OGOpMIIEHBI B BHAE TaOIWIbl. B 3arojioBke MaTpuilbl TMPUBOIAT CTENEHb
OTBETCTBEHHOCTH M MOJHOMOYHS JOKHOCTHBIX JIMIT B BUJE CIEAYIOMIX (OPMYIUPOBOK:

— OTBETCTBEHHbIH  (MMEIOLIMNA  COOTBETCTBYIOIIME = TIOJHOMOYHMS 1O  MEHEIKMEHTY
JeATeTLHOCTH UJIU MPOIECCa, HECYIIUH MOTHYI0 OTBETCTBEHHOCTH 3a PE3yNbTaT, T. €. Blajesen),
KaK MPaBUJIo, MPOPEKTOP MO HAMPABICHUIO; !

— pealu3yroui  (MMEIOUUNA COOTBETCTBYIOLIME TMOJHOMOYMS IO IUIAHUPOBAHUIO U
YOPaBJICHUIO JEATEIbHOCTHIO WJIM MPOLECCOM, HECYHIHMA OTBETCTBEHHOCTh 32 MOHUTOPUHT
mpoiiecca U €ro pe3yibrara, T.€. PYKOBOAHUTENb), KaK MPABWIO, PYKOBOIUTEIh KIHOYEBOTO
MoApa3CIICHHUS;

— COWCHOJIHUTENb (YYaCTHHUK IMPOIECCa €O CTOPOHBI JPYroro MOJpa3/iefeHus, WMo
MOJIHOMOYHS 10 YIPABJICHUIO =~ 3TAllOM JEATEIbHOCTH WM Tpoliecca, OTBETCTBEHHBIM 3a
MOHUTOPHMHT JTala ¥ €ro pe3yjbTara), Kak MPaBWJIO, PYKOBOJIUTEIh B3aMMOJCUCTBYIOIIETO
MOApa3AeIICHHUS;

— uHbopMupyemblii (y4acTHUK(M) JEsITENbHOCTH WM Tpollecca), KaK MpaBWIIO, BCE
3aMHTEPECOBAHHBIE CTOPOHHBI.

Martpuiia MOKET COMPOBOKAATHCS OMUCATEIBLHBIM TEKCTOM JUISI TOCTHXKECHHUSI SICHOCTH.

14. B pasnene «YnpaBieHUE pPHUCKAMH» ONPEACNSAIOTCS BHABl PHUCKOB, KOTOPBIE MOTYT
BO3HUKHYTh MNpPHU NPOTEKAaHWU MPOLECCa, a TAKXKE MPOINUCHIBAIOTCA YCIOBUSA MX MOSBICHUSA,
CIOCOOBI YyCTPAaHEHUsI ¥ TIPEIOTBPAIICHUS.

15. B paznene «B3auMopeiicTBue C IpYyrdMH MPOLIECCAMU» OTPAKEHO B3aUMOJICHCTBUE MEXKIY
npolieccamMu, AesITeIbHOCTh KOTOPBIX NIEPECEKAETCS.
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16. I[Tpunoxenust 0603HaYarOT apabckumu nudpamu, HauuHAsA ¢ 1, KOTOpBIE TMPUBOAAT IMOCIE
cinoBa «lIpunoxxenue». Cnoso «lIpunoxenue» U ero oO0O3HaUEHUE PACIONATAIOT B BEpPXHEM
YacTH CTPaHUIIBI CIIpaBa.

17. Bce mnpwioxeHHs IOJKHBI KMETh 3arojlOBKHM, KOTOPBIE pacrojaraloT CHUMMETPUYHO
OTHOCHUTEJIBHO TEKCTa, IPUBOJAAT B BUJE OTACIBHON CTPOKHU (MM CTPOK), IEYATAIOT CTPOUYHBIMU
OyKBaMU, HAUWHAs C TIPOMTMCHOM, U BBIACISIOT MOTYKUPHBIM HIPU(TOM.

18. B TekcTe JOKYMEHTa TOJKHBI ObITh JaHbI CCHUTKM HA BCE MPUJIOKEHHUS, TAOIHIIbI, PUCYHKH, a
TaK)XK€ Ha HEOOXOUMBbIE CTaThU U3 HOPMATHUBHBIX IOKYMEHTOB.

19. Tekct nOoKyMeHTa IOJDKEH OBITh TOYHBIM, O(QUIMAIBHBIM U TOHSATHBIM HCIIOJHUTEINIO.
3anpeniaeTcsi UCIOJIb30BaHUE PA3NTMYHBIX JTO3YHTOB U 3asBJICHUI.

20. TIpn m3nOXKeHWH B JAOKYMEHTE 00s3aTelbHBIX TPeOOBaHMI MPUMEHSIOT CJIOBA: «JIOJDKEHY,
«CIEAyeT», «IOMJICKUTY», «HEOOXOAUMO», «TpedyeTcs», «pa3pelaeTesi = TOJNbKO», «HE
JIOTTYCKAGTCS», «3aMPEIIAeTCs», «HE CIEAYET», «HE MOJICKUTY, «HE MOTYT OBITE» U T. TI.

21. TekcT AOKYMEHTA Me4YaTaloT ¢ UCIOJIb30BaHUEM CPEACTB KOMITBIOTEPHOM TEXHUKH Ha JUCTaX
Oymaru ¢opmara A4, npu 3ToM mcnonb3yroT mpudt Times New Roman, pasmepom 13 nr, ¢
OJIMHAPHBIM MEXCTPOYHBIM HHTEPBAJIOM.

22. TeKCT MoJKEeH UMETh 3epKajibHbIC MOJIS CIEAYIONIUX Pa3MepOB:

— BepxHee — 2 M,

— umxaee — 1,27 cM;

— JeBoe — 2 cM;

— 1paBoe — 1 cwm.

BripaBHUBaHUE TEKCTa — MO MIMPUHE JIUCTA, PACCTAHOBKA MEPEHOCOB — aBTOMAaTHUECKasl, 3apeT
BUCAYUX CTPOK.

23. Tlonoca TekcToBOro Habopa (pamka) JokHa ObITh He Oosiee 160 MM 1o mpuHe aucta u 250
MM I10 JUIMHE JIUCTa (BKIKOYasi BEpXHUN KOJTOHTUTYJI).

24. lllupuHa CTPOK 3arojOBKOB HA THUTYJBHBIX JIHCTax JODKHA ObITh He Oosee 150 mm.
3aroyioBKM pa3fesioB M MOJPA3ACNIOB BBIIEISIOT MOTYKUPHBIM HIpudTOoM. AO3alHBIA OTCTYN
JOJDKEH OBITh OJTMHAKOBBIM TI0 BCEMY TEKCTY JOKyMeHTa — 1,25 cMm.
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