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1 OBJIACTb IPUMEHEHHASA

1.1 Hacrosmee llomoxxenue o6 obmeMm othene, B ganpHeimeMm [lojoxeHne
OTIpeIeIseT:

— [eNd, QYHKIUN U CTPYKTYPY OTAENA;

— rpaBa 1 003aHHOCTH OTJEJIa U €r0 COTPYAHHUKOB;

1.2 Hacrosimee Ilonoxenue o6s3aTeNbHO K HCIOTHEHUIO BCEMH COTPYIHHKAMM
oThena.

2

2 HOPMATHUBHBIE CCBLIKHA

B nacrosmem ITonoxxeHnn HCIIOIB30BAHBI CCHUIKM Ha CIIEAYIOIIHNE JOKYMEHTEI:

@enepanbHplii 3ak0H 0T 22.10.2004 Ne 125-@3 «O6 apxuBHOM Jene B
Poccuiickoit @epepanumy;

Denepanbublid 3ak0H 0T 29 mexabps 2012 r. Ne 273-@3 «06 ofpazosanuu B
Poccuiickoit @enepanmmy;

@enepanpupiii 3akoH or 27.07.2006 N 149-®3 (pex. ot 30.12.2020) "O6
UH(pOpMaNKy, KHPOPMAIIMOHHBIX TEXHONOTUIX U O 3a1uTe WHpopMalyu'";

Ilpukas Pocapxmsa ot 22.052019 N 71 «O6 yreepxuenun IlpaBun
JEJIONIPOU3BOJICTBA B OCYAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYITPaBIEHMs»
(3apeructpuposaso B Munrocte Poccnu 27.12.2019 Ne 57023);

[Ipukas MunkyneTypsl Poccun ot 31.03.2015 Ne 526 «O6 yTBepikIeHAN IpaBI
OpraHM3alid XpaHeHHs, KOMIUIEKTOBAaHMS, ydeTa U UCIONE30BAHMSA JTOKYMEHTOB
ApxuBHoro (onna Poccuiickoit @emepauuu u APYyrux apXMBHLIX NOKYMEHTOB B
OpraHax roOCyIapCTBEHHOHM BJacTH, oOpraHax MECTHOTO CaMOYIpaBlIeHHs H
oprasu3anusx» (3aperucrpuposaHo B Munrocte Poccum (07.09.2015 Ne 38830);

Yeras @®I'BOY BO «/lanepeiOBTY3», HMHCTPYKOMS IO JHEJOTPOHM3BOICTBY,
IIPaBHUIIa BHYTPEHHETO TPYAOBOIO PaclopsAKa, MHbIE JOKAIbHBIE aKTy Y HUBEPCHTETA,

3 TEPMMHBI U1 OIIPEJIEJEHUSA, OFO3HAYEHHWSI U COKPAILIEHU S

B macrosmem IlonoxeHMHM  MCIIONB3YIOTCS — CIIEAYIONIME  TEPMHHEL  C
COOTBETCTBYIOLIMMH OIIPENEIeHUsIMHE, a Takke 0003HAYEHHS U COKPAIIEHHMS:

JeJIonpou3BOACTBO — MESTeNBHOCTh, O0ecreunBaionas IOKYMEHTHPOBAaHUE,
JOKYMEHTOOOOPOT, HCIIONB30BaHNE U OTIEPATUBHOE XPaHEHNEe JOKYMEHTOB.

JoKkyMeHTo0o00pOT — ABMJKEHHE MOKYMEHTOB B OPraHM3alliH ¢ MOMEHTa HX
CO3JaHMS UIIM MOJTyYeHUs 10 3aBEePIIEHUs HCIIOHEHHUS UITH OTIPABKH.

Koppecnonaenuusi — JI0KyMEHTBI, COCTABIIAIONINAE TIEPEIHCKY MEXILY OpraHaMu
BJIACTH, FOCYAAapCTBECHHBIMH M HETOCYHApPCTBEHHBIMH OPTaHM3AlUAMH, (HHIHICCKHMH
JTUIAMH.

Homenknatrypa gel — CHCTEMAaTH3UPOBAHHBIA IE€pPEYEHb 3arojlOBKOB el
CO371aBaEMBIX B Y HUBEPCUTETE, C yKa3aHUEM CPOKOB MX XPaHECHHUS.

OI'bOY BO «/lanbpbioBTY3» — (emepanbHOe TOCYAAPCTBEHHOE OIOIKETHOE
obpasopareNbHOe  yYpEeKIeHHe  BbICIiero  oOpasoBanus  «J{anbHEBOCTOYHBIH
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roCyJapCTBEHHBIN TEXHHYECKUM PhIO0X03SiCTBEHHEIN YHIUBEPCHTETY,
00 — o0mmii otoen

4 OBINHE IMOJOKEHUA

4.1 Hacrosimee IonoxeHue onpejenseT HazHayeHHe, IIENH, 3a7aud, QYHKIIHH,
IIpaBa, OTBETCTBEHHOCTh M OCHOBBI JIEATENBHOCTH 00IIero oTaena (maiee — OTHEN) B
DenepalbHOM TIOCYJapCTBEHHOM  OMO/DKETHOM  00pa30BaTENbHOM — YUPEKICHHU
BeICIIETO  oOpa3zoBaHus  «/labHEBOCTOUHBIM  TOCYJAPCTBEHHBIH  TEXHHYECKHIA
peiboxo3saiicTBeHHbIH  yHuUBepcute™» (PI'BOY BO «JlanbpeiOBTY3») (mamee -
YHuBepcurer).

4.2 Ortmen sBnsercs CIPYKTYPHBIM [OJpa3felieHHeM W OCYIECTBISET
JNOKyMEHTALMOHHOE olecliedeHne NesSTeNEHOCTH YHUBEPCHUTETa, TMOMYHHAETCS OTHEN
HENOCPEeACTBEHHO MIPOPEKTOPY MO aIMUHHCTPATHBHO-X 03I HCTBEHHOH paboTe.

4.3 B cBoeii paboTe oTzen pyKOBOICTBYETCS:

— 3aKOHOMATENIEHEIMU ¥ HOPMATUBHBIMH MPABOBBIMU aKTaMH, IIOCTAHOBIICHHIMH,
pacnopsDKEHUsAMH, MpUKa3aMd, JIPYTHMH  pPYKOBOISIIMMH ¥ HOPMATHBHBIMU
JOKyMEHTaMH  BBIIIECTOAINMX  OpPraHOB,  KACAIOUUMHCS  JOKYMEHTAI[HOHHOI'O
ofecrieueHus YHUBEPCUTETA;

— TOPSIKOM IUIAHHUPOBAHES, NMPOEKTUPOBAHUSI W TEXHOJNOrued pabortel Ha Gaze
CHCTEMBI 3JICKTPOHHOr0 ToKyMeHToo0opoTa (mamee-CO/1);

— METOJIaMH  HCCIEAOBaHMSA, aHanu3a, [POSKTHPOBAHHMA U  Pa3BUTHS
IOKYMEHTAIIMOHHBIX CHCTEM;

— rnopgaakoM 0oQOpMIEHHUS, KIACCH(DUKAIMU, XPAHEHUS, SKCIEPTHU3BI NEHHOCTH
JOKYMEHTOB;

— OpraHu3alieii apXuBHOTO Jieia YHHBEPCHUTETA,

— HOPMAaTHBHBIMH H METOAMYECKHMH NOKYMEHTAMH I10 IPOCKTHPOBAHHIO M
SKCIITyaTallli aBTOMATH3HPOBAHHEIX HHGOPMALMOHHEBIX CUCTEM YIIPABIIEHHUS;

— METOJ[aMU [IPOEKTUPOBAHUS U aKTyalu3anuu 0a3 JaHHbBIX,

— 3aKOHO/IaTEIECTBOM O TPY/e;

— OCHOBaMH SKOHOMHMKH, OPraHU3alluy TPyAa U yIpaBIeHUS;

— YCcTaBOM yHUBEPCHUTETa, UHCTPYKUHMEH IO JNENONPOU3BOACTBY YHUBEPCHUTETA,
MpaBHJIaMH BHYTPEHHEro TPYHOBOI'0 PACIIOpsJIKa, TPaBHJIaMH W HOPMaMH OXpaHEI
TPYJa U TEXHUKHA GE30IIaCHOCTH.

S OCHOBHBIE 3AJIAYMN

OCHOBHBIE 3a1a4¥ OTIENA:

5.1 JloxymeHTallMOHHOe oOecleyeHHe JesTEIbHOCTH YHHUBEPCHTETA B
COOTBETCTBHH C  HEHCTBYIOINUMH  HOPMATHBHO-IIPABOBBIMH aKTaMH IO
JEeNOIPON3BOACTBY U APXUBHOMY JICITY.

5.2 OpraHu3alluOHHO-METOIUYECKOEe PYKOBOJCTBO, KOOPAUHAITHS B KOHTPOJb
JEeATENIPHOCTH  CTPYKTYPHBIX  IIOJIpa3/ielieHHH  YHHBEpPCHTETa IO  BOIPOCAM
JIETTOIIPON3BOACTRBA B apXUBHOTO Jelia.

5.3 OcyuecTBieHde KOHTPONISI 32  CBOGBPEMEHHBIM  IPOXOXKICHUEM,
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HCIIONIHEHHEM M KaYeCTBEHHEIM O(opMIIeHHEM JIOKYMEHTOB, aHAIU3 MCIOIHUTEILCKON
JVCLMILIAHEL.

5.4 Pa3paboTka, BHe[peHHEe HOBLIX TEXHOJOTHYECKHX IIPOIECCOB pPabOTHI ¢
INOKYMEHTaMH K HOKyMEHTHO! WH(opMallMeil Ha OCHOBE MCIIOJIB30BAaHMS CPEICTB
OpraHU3allMOHHOM U BEIYHCIUTEIBHON TEXHUKHA U ONITUMH3ALAS JOKYMEHTOTIOTOKOB.

5.5 ObecneueHne orbopa, ydera M COXPAaHHOCTH JAOKYMEHTOB, MX apXHBHOE
XpaHEeHHe, a TaK)Ke OpraHu3anus paboThl apXMBa YHUBEPCHUTETA, IKCIIEPTHON KOMUCCHHE
I10 DKCIIEPTU3€E LIEHHOCTH JOKYMEHTOB.

5.6 OlecneueHue pexuMa JOCTyIIAa M HCIONIB30BAaHUS  OKYMEHTHOM
HHOOpPMAITHH.

5.7 XpaHeHue, y4eT W MCHOJB30BaHUE B YCTAHOBICHHOM IIOPSIKE IIeYaTEH,
IIITAMIIOB, OIaHKOB, CO3/IaHHEIX B IIpOLlecce NesITeNFHOCTH Y HUBEPCHUTETA.

5.8 [TlloBpllleHHe yYPOBHS IIOJIFOTOBKH COTPYJAHHKOB OT/ena B 00JacTu
JeJIONPOU3BOACTBA.

6 ®YHKIINUA

B cooTBeTcTBMM C BO3IOXEHHBIMH Ha HETO 3aJadaMH OTHEN OCYIIECTBISIET
crenylonue QyHKIMu:

6.1 OpranusyeT AenOIPOU3BOACTBO B Y HUBEPCHUTETE.

6.2 PaspabaTriBaer, BHeApSieT HOBBIE TEXHOJOTHYECKHE IIPOIECCH pabOTHI ¢
JNOKYMEHTaMH U JIOKYMEHTHOH HHopManuell, ciocoOCTBYIOIIIE COKPAIIEHHIO CPOKOB
IIPOXOKJEHUSI M MCIOJIHEHHS JIOKYMEHTOB; IPUHHMAET MEPhl II0 YIOPSHOYEHUIO
cocTaBa MOKYMEHTOB, OITHMH3AIMH JOKyMEHTOIOTOKOB H MIOKyMEHTOOOOpOTa B
L(EJIOM.

6.3 TIlpoBepser kauecTBO OQOpPMIEHHS [IOKYMEHTOB, IpPEICTaBISIEeMbIX Ha
MOJIITUCh PEKTOPY YHHUBepcHUTeTa (3asABICHHS, CIOy)KeOHBIe 3allMCKH, JOKJIaIHbIe
3aIMCKU, IPUKa3bl PEKTOpa 110 OCHOBHOH J€ATENBHOCTH, IPHKa3bl peKTopa IIo
CTYNEHYECKOH JesITeNbHOCTH, BXOASAIIAS KOPPECIIOHACHIIMS ).

6.4 OcyiecTensieT 00paboOTKy, MPHUEM, PETUCTPALIHIO, YUeT, XpaHEeHHEe, NOCTaBKY
U PACCBUIKY KOPPECIOHIeHINH (BXOSIIeH, HeXoasiiel, BHyTpeHHel), B TOM YHCIIe C
IpUMEHEHHEM CHCTEMEBI JIEKTPOHHOTO TOKyMeHToobopoTa (manee — CO/L).

6.5 Oprasauzanus JOBeJACHHS JOKYMEHTOB C PE30JIOIMEH pekTopa Mo
HETOCPEICTBEHHBIX HCIIONHUTENEeH, YKa3aHHBIX B PEe30JIOLUN peKTopa YHUBEPCUTETA.

6.6 OcylecTBieHHe KOHTPOJIS Hall CBOEBPEMEHHBIM HCIOJIHEHUEM TOKYMEHTOB
B COOTBETCTBMU C PE30JIOLUAMU PEKTOpa YHHBEPCUTETa, AaHAIHU3 COCTOSHHSA
UCIOJTHUTEIBCKOMN NUCLIUIIIMHEL B Y HUBEPCUTETE.

6.7 ObecnieyeHne OINEPaTUBHOIO MPOXOXKJAEHHS B YHMBEPCHUTETE JOKYMEHTOB U
CITy>ke0HOM KOppPECIIOHACHIINH, €€ JOCTaBKa 10 Ha3HAYeHHIO.

6.8 PerynmupoBanue XoJa HCIONHEHHS NOKYMEHTOB, KOHTPOJIb IIPOXOXIECHUS,
odhopMIIeHHe UCTIONIHEHHUS TOKYMEHTOB B YCTaHOBIEHHBIH CPOK.

6.9 Opranuzanus paboThl MO IKCIEAUUHUOHHONH 00paboTKe JOKYMEHTOB: IPHEM,
perucTpauus, yder, XpaHeHue, gocrapka, otnpaska dyepe3 @I'VII «lloura Poccuu» u
pacchlika KOPPECTOHIeHIUH (BXOAIEN, UCXOMsINell, BHyTpeHHel), B TOM YHCIe
NepeIaHHON 110 IEKTPOHHBIM U (DaKCHUMUIBHEIM KaHalIaM CBSI3H.
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0.10  Ocymectiense = METOIUYECKOr0  PyKOBOJICTBA  OpraHH3aImeit
JeJIOTPOU3BOICTRA B IOApa3ACICHUSX Y HUBEPCHUTETA.

6.11 @opmupoBanue W BBeleHue B JeiCTBHE CBOIHOI HOMEHKIIaTypsl el
YHHBEPCUTETa, OKA3AHNE METOAMYECKON TOMOLIM B COCTABIEHWH HOMEHKIATYPEI el B
CTPYKTYPHBIX IOAPA3eNeHUsSX Y HUBEPCHUTETA.

6.12 PaspaboTka MHCTPYKIIMH [0 JICTIONPOU3BOACTBY B Y HUBEPCHUTETE.

6.13 PaszpaboTka 1 mpoexTUpoBaHue GIaHKOB JJOKYMEHTOB Y HIBEPCHUTETA.

6.14 Paspaborka u of0ecrieueHHe peXUMa JOCTYIlA K JOKYMEHTAlldH U
MCIOIB30BaHUA HHPOPMALIUU, COMIEPKAIIecs B Hel.

6.15 Paspaborka u BHEJPEHHE HOBBIX TEXHOJOIMYECKHX IPOIECCOB PabOTH ¢
JOKyMEHTAMHM, COBEPIIEHCTBOBAHKNE ABTOMATH3HPOBAaHHEIX B CO/I;

6.16 IlpocTaBnenne repOOBOil HEeYaTH Ha MOKYMEHTHI, 3aBEPEHHE MEUYATHIO
MOAMKUCEHN NOIDKHOCTHBIX JIHL Y HUBEPCHTETA.

6.17 KoncynerupoBanue pabOTHHKOB YHHBEPCHTETa [0 BOIPOCAaM pabOTHI C
JOKYMEHTaMH.

6.18 VYdver, XpaHeHHe, IOKANBHBIX HOPMATHBHBIX 4KTOB YHHBEPCHUTETA.
®opmupoBaHKe, NOArOTOBKA JOKYMEHTOB, HAXO/SIMXCA B OTHAENe, K Ilepejade B
apXxuB, B COOTBETCTBUH C JCHCTBYIOIMMH HOPMATHBAMH.

6.19 PaspabGoTka M opraHuzalys MepPONPHATHIH IO YIYYIIEHHIO ACATeIbHOCTH
o011ero ornena.

6.20 Opranusanys H3rOTOBIIEHHS, XPAHEHHs, YYET M HCIONL30BAHHE B
YCTAaHOBJIEHHOM IOpsAKe repOOBOH meyaTH YHUBEpCUTETa, MEYaTH OOLIEro OTAeNa,
YIJIOBOTO IITaMIIa Y HUBEPCUTETA.

6.21 ObGecneunBaer B Ipefenax CcBOeHl KOMIIETEHIMH 3allATy CBEACHMUI,
COCTaBJSIFOIMX T[OCYHApPCTBEHHYIO TalHy, M HMHBIX CBEACHMHA OrPaHUYEHHOT'O
pacrnpocTpaHeHHs..

6.22 OcymecTBIsieT B COOTBETCTBHH C 3aKOHOAATENLCTBOM Poccumiickoit
®enepanvu  paboTy 10 KOMIUIEKTOBAHHIO, XPaHEHHWIO, YY€Ty M HCIOIL30BAHMIO
apXMBHBIX JOKYMEHTOB, 00pa30BaBIIKMXCSI B XO/I€ [EATEILHOCTH OTAENA.

7 CTPYKTYPA, YIIPABJIEHUE, PABOTHUKHA

7.1 CTpykTypy M IUTAaTHOE pacHUCaHWe, a TakXKe BCe HM3MEHEHUs!, yTBEPKIAeT
PEKTOp YHHBEPCUTETAa MCXOHs W3 YCIOBUH UM OCOOEHHOCTEH eATelbHOCTH
YHUBEPCUTETA II0 [MPEACTaBICHUIO HaYalbHHKA OT/AeNa 10 COMNIACOBAHHIO C
npopekTopoM o AXP.

7.2 B cocTaB ot1/ena BXO/IsT:

— HavJaJIbHUK 001Iero oTaena:

— BeIyIIWH CIEUATUCT O0IIero oTaena;

— 3aBEAYIOLIMHI apXUBOM;

— apXuBapuyc.

7.3 llpuém Ha paboTy, nepeMelleHUe U YBOIbHEHHE pabOTHHKOB OTHENA,
BKJIFOYasi BCE BH/bl COBMECTUTENBCTBA, OQOPMISIOTCS IIPHKA30M pEKTopa IO
IIPEICTaBICHUIO HaYallbHAKA OTIENa TIPH COTJIackuu IpopekTopa mo AXP.
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Ha pomxnoctn pabOTHUKOB oOTHena NPUHMMAIOTCS JTHLE, 00JaIarolye
HEOOXO/IUMbIME MPO(ECCHOHANBHBIMY HABBIKAMH, KBalu(pukalell, o6pa3oBanHueM,
COOTBETCTBYIOLUM XapakTepy BEIIOJHACMBIX HMH QYHKUHH, cTax padOTBl COrIacHO
TpeGoBanmsiM  KpanuduKalMOHHOTO —CIIPABOYHMKA JOIKHOCTEH —pyKOBOIHUTENet,
CHELHAIMCTOB U CIIyXallHX.

Beimonnenvie paboTHHKaMH oOTAena CBOMX IOJDKHOCTHBIX — 0Os3aHHOCTElH
perinaMeHTHPYeTCsl UX NODKHOCTHBIMM MHCTPYKLHUSAMM, [IPHKA3aMu, PACIIOPSKEHUIME
aIMUHUCTPAIMK Y HUBEPCHTETA, PACIIOPSIKSHIAIMY U yKa3aHHAME HadalbHUKA OTENA.

7.4 @opma W pasmep 3apabOTHOH IIATEHI, AOMOJHHUTEIBHEIX BO3HArpaXKAeHHH,
IPOJOJDKHUTENIBHOCTD €KETOJNHOIO OTIYCKa, MEPhI COLMANBHON 3aIUThI, COLMANBHOE,
MEIUIMHCKOe W  HMHBIE BHABI  00A3aTEIBHOTO  CTPAaxOBaHHS  COTPYIHHKOB
YCTaHABJIHMBAIOTCA B COOTBETCTBMM C JEHCTBYIOIIMM 3aKOHOJATENLCTBOM PO,
YCIIOBHSMH 3aKIIFOUEHHOI'0 TPYAOBOrO IOTOBOPA.

S IIPABA U OBA3AHHOCTH

8.1 O6muii oTHen Ays peleHns BO3NMOXKEHHBIX Ha HEro 3a1adu QyHKUHH HMeeT
IpaBo:

— JIaBaTb BCEM PYKOBOIHTE/SIM CTPYKTYPHBIX HOJpa3feNieHud U paboTHHKaM
YHUBEPCUTETa PEKOMEHJALMK U YKa3aHHs 10 BOIPOCAM, BXOMAIINX B KOMIIETECHIIHIO
OT[eNa;

— 3ampaliuBaTh U IIONY4YaTk OT PYKOBOAHUTENEH K PabOTHHUKOB CTPYKTYPHBIX
Noipa3ieNIeHHii yHUBEPCHTETA [OKYMEHTHl M HH(QOPMAIMIO, HEOOXOJMMYIO IIs
BBIIIOJIHEHMUS. BO3JIOXKEHHBIX 3a7a4 U QyHKIWHA Ha OTHEIT;

— BO3BpalllaTh HCIIOJIHUTENAM Ha O0paboTKy HOKYMEHTHI, O(QOpPMIICHHBIE C
HapyIlIeHHeM YCTaHOBIEHHBIX IIPaBIII JEIOIPOU3BOICTRE;

— KOHTPOJNIMPOBATH H TPeDOBAThH OT PyKOBOIUTEIEH CTPYKTYPHBIX IOApa3ieleHuii
YHHUBEPCHUTETA YCTAHOBJICHHbIX IpaBuil paboThl ¢ JOKYMEHTAMM;

— JaBaTh pPAa3bACHEHHUSI M PEKOMEHJALMM 110 BOIPOCaM, BXOISIHMM B
KOMIIETEHIIMIO 001I1ero otaena.

8.2 HavansHHK 001Iero oT/ena UMeeT IIPaBo:

— NOINKCHIBATE U BU3UPOBATE NOKYMEHTHI, CBA3aHHBIE C MESTENLHOCTRIO 001IErO
OT/ena;

— 3HaKOMHUTCS C IMPOEKTaMH PELICHHH PYKOBOJCTBAa YHHUBEPCHUTETA IIO BOIPOCAM
IEeSATENBHOCTH OT/IENa;

— B Ipenenax CBOEW KOMIIETEHIIMM BHOCHTH Ha PacCMOTpPEHHE pPYKOBOICTBA
NPEIJIOKEHHMs] [10 COBEPIIEHCTBOBAHMIO IEATEILHOCTH OT/IENIA.

— yCTaHaBIUBaTh CIly’keOHble 00s3aHHOCTH /s PabOTHHKOB OOIIEro OTAeNa U
TpebOBAaTh UX MCIOIHECHNUS,

— BHOCHThP Ha pPACCMOTPEHHME PYKOBOJICTBY YHHBEPCHTETA IIPEIJIOKEHHSI O
TIOOMIPEHKH 3a 00pasoBoe BHIIONHEHHE TPYIOBBIX 00sI3aHHOCTEH, IPOIOIKUTENLHYIO
U Oe3ympedHyro paboTy COTPYZHHKOB OTHeNa, JHOO HANOKEHHH MATepHaIbHBIX H
JUCUUIIMHAPHBIX B3BICKaHWH Ha pabOTHUKOB, HE COOJIOABINHUX BHITIOJHEHHE CBOMX
JOJDKHOCTHBIX O00SI3aHHOCTEH, a Takke NPeUIOKEHUH O Ha3sHAUeHHH, IepeMeIleHuH,
YBOJIBHEHHH pabOTHHUKOB OT/eNa.
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— TpeGoBaTh OT PabOTHHKOB OT/EIA COOIFOACHUS HOPM TIOKAPHON 6e301aCHOCTH,
IPaBUJT OXPaHBI TPy U COOJIIOIEHUS MPABHJ BHY TPEHHEr O TPYLOBOTO PACTIOPSIKA;

— OCYINCCTBIATE B IIPEJeaax CBOECH KOMIIETEHLMH IPOBEPKY U KOOPAWHAIHIO
ACATENIPHOCTH  CTPYKTYPHBIX  IIOApasAeAeHHH 10  BONpocaM  OpPraHU3alLHd
AJIONPOU3BOACTBA, O Pe3ynbTaTaxX JOKIAIbIBATh PYKOBOJCTBY YHHBEPCUTETA;

— TpeOOBaTh OT PYKOBOJUTEICH CTPYKTYPHBIX MOpa3ae]cHui CBOEBPEMEHHOM U
Ka4eCTBEHHOH IIOATOTOBKH K IIepefiaue M Ha XpaHCHHE JOKYMEHTOB B AapXHB
YHHBEPCUTETE;

— TIPOBOAMTL IIPOBEPKH COCTOSIHMS OOKYMEHTAlHOHHOro obecredeHns B
CTPYKTYPHBIX ITOJpA3eNIeHUsiX YHHUBEPCUTETa M JOBOAHWTb HTOTH IPOBEPOK JI0
PYKOBOIHTENEH CTPYKTYPHLIX IIOAPa3AeNeHNH VI IPUHSTHS COOTBETCTBYHOIIMX MED;

— [PUBJIEKAaTE B YCTAHOBJICHHOM TOpANKEe CIEIHAIHCTOB CTPYKTYpPHBIX
IIOZIpa3/ieJIeHUi K MOJArOTOBKE IIPOEKTOB JIOKYMEHTOB I10 IOPYUEHHIO PYKOBOICTBA;

— Y4acTBOBATh B 00CYKIEHUH PYKOBOACTBOM BOIPOCOB, KACAIOIIUXCS COCTOSHUS
paboTEl ¢ JOKYMEHTaMH, a TAKKe COBEpIICHCTBOBAaHUS (GOPM H METOINOB paboTHI ¢
HUMU;

— WMMEET MpaBO MJIs BHIIOJHEHMS PAa30BBIX pabOT MpHBIEKATH TPAXAAH II0
IPaXIaHCKO-TIIPABOBLIM JOrOBOPaM, He3aBHCHMO OT IITATHOI'O PACIIMCAHUS,

— HayalbHHMK OOIIEero orjaena 00A3aH BBINONHATHE (DYHKIIHH, BO3JIOKEHHBIE Ha
OOLHMI OT/IENl B COOTBETCTBHU C 3amadamu otiena. OyHKIHOHAILHBIE OOI3aHHOCTH
HaYalbHUKa OOLIEro OTZena 3aKpeiuleHsl B COOTBETCTBYIOUIEH IOKHOCTHOM
WHCTPYKIHH, YTBEPKICHHON PEKTOPOM YHHBEPCHUTETA.

9 OTBETCTBEHHOCTD

9.1 OrseTcTBeHHOCTh 3a HaUIeXalllee W CBOEBPEMEHHOE MCIIONHEHHE
BO3JI0XKEHHBIX HACTOSIIMM IIOJIOKEHUEM Ha 00U OTaeN 33134 H PyHKIHUH, TOTHOTY H
[IPaBHJIBHOCTE UCIIOIB30BaHUS MPEIOCTABICHHBIX IIPAB HECET HAYAILHUK OTIENA.

9.2 PaboTHUKH OOIIETO OT/ieNIa HECYT OTBETCTBEHHOCTE 3a:

— HaJIeXkaliee BEHIIOJIHeHHe BO3JIOKEHHBIX Ha OTHeN HacTosIuM [looskeHHeM
GyHKIMI 1 0053aHHOCTEH, U TpeOOBAHMIA JOIDKHOCTHEIX MHCTPYKLIMHA;

— OpraHM3alMI0 M BEJECHHE IOKYMEHTOO0OpOoTa B YHHBEPCHUTETE COIIIACHO
IPENBABISEMBIM TPEOOBaHHEM, CBOEBPEMEHHOCTh JOBEJEHHS JO CTPYKTYPHEIX
IOJpa3ielIeHuH ¥ JOIKHOCTHBIX JIMII JIOKYMEHTOB 71T HCITOJTHEHHS;

— cobmojieHHe U Haulexamye oOeclledeHre pPYKOBOJACTBA YHHBEPCHUTETA
uH(popmMalueii mo BompocaM paGoTHI 06IIEro OT/ea;

— coOmoIeHNs IEHCTBYOLIET0 3aKOHOMaTenbCTBa PD;

— cOONMIOJEHHe IIPaBWI BHYTPCHHEIO TPYOOBOTO PpACIIOPSIKA, TEXHHKH
6€e30IMaCHOCTH U MIPaBUII IIOXKApHOU 6e30macHOCTH PabOTHUKAMHE OTIENA;

— coOroieHNe KOHPHUIEHIHATBHOCTH HHPOPMAIIHH;

—  OTBEICTBEHHOCTH  pabOTHUKOB  OOIIero  OTHeNla  yCTaHABIHBACTCS
JOJDKHOCTHBEIMUA MHCTPYKIHSIMH,

9.3 HaganpHUK OTAeNa HECET IEPCOHANBHYIO OTBETCTBEHHOCTh 34

— COONMIONeHUs JIEHCTBYIONIEro 3aKOHOIaTeNLCTBA PM B OCYIIECTRICHUH CBOEH
NEATENBHOCTH;
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— pa3paboTKy HOPMATHBHEIX JOKYMEHTOB II0 JOKYMEHTOOGOPOTY YHHBEPCHTETA,

— CO3JlaHUWe HEOOXOMMMBIX YCIOBHUH Ui paGOTHI ¢ OKyMEHTAaMU HaXOISIUXCS B
OTAENE;

— ofecneuenne Moapas/ieNeHss HeOOXOAUMBIM 000pPYIOBAHAEM H HMYLIECTBOM,
OPraHU3aLHIO [IPABUIEHOIO HCIIONE30BAHHS U COXPAHHOCTS.

— cobmoneHue paGOTHHKAMU TPYHOBOM M IIPOM3BOJCTBEHHOH MMCIIMILIHHEL
OpraHM3al{Io B3aMMO3aMEHIEMOCTH COTPYIHUKOB OOIIEro OTAENA;

— COOMIOEHHs IIPaBWI HOPM OXpaHsl TPy/Aa, II0XKAapHOH 6e30macHOCTH,
BHYTPEHHETr0 TPYAOBOI'O PACIops/IKa CaMHM JIMYHO U NOAYHHEHHLIX pabOTHUKOB;

— KOPPYIIIMOHHBIE IPABOHAPYIIEHNS COTPYAHUKOB OBIIEro OTAeNa;

— colirofeHue pabOTHUKaMU CITyKeOHOU 3TUKKM Npy OOLIEHHH ¢ pabOTHUKAME
CTPYKTYPHBIX IIOAPa3[eNieHHH M 000COONEHHBIX IOApA3NEICHU YHHBEPCHUTETA,
MIOCETUTENSIMU M PaOOTHUKAMH IPYTHX OpraHu3aliuii.

10 BBAUMOOTHOIIIEHMWS 1 CBA3HU

10.1 BsaumMooTHOIICHHs O0OIIEro OTAENa ¢ APYIHMMM [OApa3[eIeHHUsIMU
YHUBEPCHUTETA, PYKOBOOUTENAMH H CHEHUAIHUCTAMH CTOPOHHUX OpraHHU3alui
OCYLIECTBISIETCS B paMKaX, OIpPEACIIeHHBIX 3aKoHomaTenscTBOM Pd, VcraBom
VYrusepcutera, HacTosmm [lonoxkenrem.

10.2 B mpouecce pemeHus 3aqad U OCYIIECTBICHHS (GYHKIMM, BO3I0MKEHHBIX HA
o0mmMi OTAeN, B YCTAaHOBICHHOM IOpSIIKE B IpeJelax CBoedl KOMIETEHLHH
B3aUMoOJelicTByeT ¢ noapasaenenusmu PocpeibonoBetBa, @I'YII «Iloura Poccuu», a
TAK)Ke C IPYTMMHM YUPEKIEHUIMH U OPraHu3alMsIMU B 4aCcTH KacaroIIUXCs BOIIPOCORB 110
peanusayu 3a1a4 1 QyHKIHH, BO3IOKCHHBIX Ha OTIEI.

10.3 Otnen B3auMOIEHCTBYET C MOApasfeleHHsAMHA Y HUBEPCUTETA [I0 BOIIPOCAM
BeJIEHUs JIEJIONPOU3BOJCTBA, COBEPLIEHCTBOBAHUS METOAOB PabOoTHI C JOKYMEHTAMH,
IIOATOTOBKY M IPECTaBIEHUs, HEOOXOMMBIX PYKOBOICTBY JOKYMEHTOB, II0 KOHTPOITIO
CPOKOB HCIIOJTHEHHS TOKYMEHTOB.

PA3PABOTAHO: ﬁ/
Havansauk obiero oraena ﬁ"""/ C. BrIcorkas

COI''TACOBAHO:

[IpopexTop 1o agMUHKCTPATUBHO-
X03sMcTBEHHON paboTe B.B. Hukomnaes

Vopapnenue KaapoB [LK. YeGyrun

Haganeauk OC u YK @’L&/ H.B. Jly6poBuna
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JIUCT O3BHAKOMJIEHUSA

b OUO JIOMKHOCTE i

Iloanwuce
/1t 03HAKOMIICHUS
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JUCT YYETA IEPUOAUYECKHUX ITPOBEPOK

®HO

Hata U JOJLDKHOCTE JIHIA, HsMeHeHUIO mTOIIexar Pocnnch
BBINIOTHSIOIIETO IIPOBEPKY

JIMCT PETUCTPAIUU U3MEHEHUM

Ne
. Howmep nucra (cTpaHuIe) Ocuopanue Hara
H3M
UL Pacmmdposka BBEJICHUS
c- 3aMeH aHHYI [Monmnwuce
wen | H3MeH HOBBLI BHECEHUS TIOATIHCH U3MEHEHH
EHHEI HPOBaH o
CHHBIX x p H3MCHCHHH a
us x HBIX

12




