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1. Beectu B gmeiicurBue nokyMeHT — «llonoxxeHue o6 Ympasnenuu gemamu» (manee —
[Tonoxenue).

2. Onpenenuts MECTO XpaHEHUE OPUTMHANBHOM Bepceuu [lonoxenus — oduuit oTaes.

3. Havanpuuky obmero otmena HM.A. KoposeBoil moBecTd HacTOSMIMM MpHKa3 H
[TonoxeHue 10 BCcex 3aMHTEPECOBAHHBIX CTYKTYPHBIX IOpa3/ie/IeHui.

4. PyKkoBOOUTENsAM CTPYKTYpHBIX IIOIpa3feIeHUN OpraHH30BaTh H3y4YEHHE [JaHHOTO
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5. Havanbuuky VYmnpasneHus uHpopmaruzanuu W.B. babeHko B TpexIHEBHBIX CpOK
pac3MecTUTh HacToAIMM npukas U [Tonoxenue na Calite yHuBepcHuTeTa.

6. KoHTponb UCTIONTHEHHS OCTABIIAIO 32 COOOI.
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Penmakmusa 1

CMK AI'TY [Monoxenue 06 YpaBieHUH AeIaMu ctp. dus 24

1 OOmue moJIoKeHUs

1.1 Vnpasnenue nenamu (mamee — Ynpasienue, Y/I) sBiIseTcs CTPYKTYypHBIM
nojapasueneHueM (emepaabHOTO TOCYAApPCTBEHHOTO OFOKETHOTO 00pa30BaTEIBHOTO
VUpPEKIEHUST BBICIIETO 00pa3oBaHusl «J[OHCKOW TOCYNapCTBEHHBIH TEXHUYECKUI
yauBepcuteT» (manee - Yuusepcurter, JAI'TY), neiicTByeT Ha OCHOBaHMHM HACTOSIIEIO
ITonoxenus.

1.2 VnpamieHue opraHu30BaHO HA OCHOBAHHWU IpHKasa pekropa oT 29.11.2018-.
No 275,c 11en1pt0 ONITUMU3AIMHU CTPYKTYPhl Y HUBEPCUTETA U MOBBIICHUS 3P(HEKTUBHOCTH
NEeSATETbHOCTH CTPYKTYPHBIX MOPA3ACICHUMN.

1.3 VYmpaBneHue OpraHusyercsi, peopraHu3yeTcs W JIUKBUIUPYETCA MPUKA30M
pekropa AI'TY.

1.4 Jinst BeneHUs AETOTPOM3BOICTBA Y MPABIICHUIO MPUCBOSH WHIEKC — 12.

1.5 Mecro naxoxnenus YJ: 344000, r. PocroB-Ha-/lony, mi. I'arapuna, 1,
rJIaBHBIN Kopryc, a.1-243,ren. 33-44, 37-932nexTpoHHsIii aapec: SpU-12@donstu.ru.

2 Opranu3anuoHHbIE BOMPOCHI

2.1 CrpykTypa M IITaTHOE pacrucaHue YTpaBICHHUS YTBEPKAAIOTCA PEKTOPOM
YHuBepcutTera, HUCX0As U3 YCIOBHUM H ocoOeHHocTed pestenbHoct Y], mo
MIPEICTABICHUIO HaYadbHUKA YTIPaBIEHUS, COTJIACOBAHHOMY C MPOPEKTOPOM IO OOIIMM
BOIIPOCaM U HadaJdbHUKOM [11aHOBO-(hUHAHCOBOTO yIIpaBIeHUS.

2.2 VYmpaBiieHHME HAaXOIUTCA B HEMOCPEJICTBEHHOM TMOJUYMHEHUH PEKTOopa U
KypUPYETCS TPOPEKTOPOM IO OOIIIUM BOIIPOCAM.

2.3 B oprausaiMoHHYH CTPYKTypy YIpaBlICHUS JieIaMu BXOJIST
CIIeNyIONTMe TMOApa3ACiCHNs . OOMUN OTAEN, apXUBHBIM OTIEN, CIYyk0a MPOTOKOIHHOTO
COITPOBOX/ICHHUS.

2.4 CrpyktypHble TOoApa3jeicHus YIpaBJICHHUS JICHCTBYIOT Ha OCHOBaHUU

ITOJIOKEHUH, YTBEPKAEHHBIX PEKTOPOM.
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Penmakmusa 1

CMK AI'TY [Monoxenue 06 YpaBieHUH AeIaMu ctp. 5us 24

OpraHu3alMoHHas CTPYKTypa YTpaBieHUsl MPeACTaBIeHa B rpaduyecKoM BUIE B
[Tpunoxenuu A.

2.5 OOs3aHHOCTH, TMpaBa W OTBETCTBEHHOCTh HauyalbHUKA YIpaBIEHUS U
pPaOOTHUKOB  OMPENENSIIOTCA  JOJDKHOCTHBIMM — MHCTPYKLMSIMH,  YTBEPKIAEHHBIMH B
YCTaHOBJIEHHOM NOPSIKE.

2.6 Jlenompou3BoJACTBO B YIpaBiI€HUH OCYIIECTBISAECTCS B COOTBETCTBUM C
Nuctpykuuenn mno  aenonpoussoactsy JAI'TY w  japyrumMm  opraHuM3aluvOHHBIMU
NOKyMeHTamMu YHuBepcutera. DOpMHpOBaHHE [I€JI, MECTa U CPOKM HX XPaHCHUS
OCYILECTBIISIFOTCSI B COOTBETCTBUU C YTBEPNKIAEHHOM HOMEHKIIATYPOU Jeh YTpaBICHUS.
KonTpons 3a BepeHuem AenonmpoOM3BOACTBA OCYIIECTBIISIFOT HAYAJIBHUKU CTPYKTYPHBIX
MOIPA3ACIICHUN Y IPABJICHUA.

2.7 YupaBmeHne B  CBoed  pabOoTe  pPYKOBOACTBYETCS  CICAYIOIINMHU
OPTraHU3allMOHHBIMU YU HOPMATUBHBIMU JTOKYMEHTAMMU:

—  JIEHCTBYIOLIMM 3aKOHOJATENLCTBOM Poccuiickount denepanunu;

—  ®enepanbHbiM 3aKk0HOM 0T 29.12.2012Ne 273-®3 (pex. ot 23.07.2013) @6
obOpazoBannu B Poccuiickoit deneparmm»;

- OpUKa3aMM M HOPMAaTUBHBIMU JOKyMEHTaMM MMUHHUCTEpCTBA HAyKu U
BhICIIEro oOpa3zoBanus Poccuiickoit deneparuu;

- ®denepabHbIM 3aKk0HOM OT 27.07.2006 N 1523 (pen. ot 23.07.2013) @

MEPCOHAIBHBIX JTAHHBIX»;

- ®denepanbubiM 3akoHoM oT 02.05.2006 N 593 (pexn. or 02.07.2013)
MOPSIIKE pacCMOTpeHus oOpalieHui rpaxaan Poccuiickoit denepannm»;

- MpaBUJIAMH, UHCTPYKLIHUSAMH, METOJJUUYECKUMHU PEKOMEHAANUSIMU YUPEKICHUN
I'ocynapcrBennoii apxuBHOW ciayx0bl (TAC) Poccwmiickoii denepanyu u JApyruMu
JNEUCTBYIOIIMMU HOpPMAaTHBaMU IO BONpPOCaM JOKYMEHTAIIMOHHOTO OOecredyeHus
YIIPaBJICHUS,

- pemeHnssMu Yuenoro cosera JI'TY, nmpukazamu v pacnopsiKeHUsIMUA PEKTOPA
YHuBepcuTeTa, J0KaJIbHBIMH HOPMATUBHBIMUA aKTAMH YHUBEPCUTETA, a TAK)KE HACTOSIIUM

IHonoxenuem.
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Penmakmusa 1
cTp. 6u3 24

CMK AI'TY [Monoxxenne 06 YrpaBieHUH AeIaMu

3 eab co3aanusi YnpapJieHUs JeJJaMi M €ro 3a1a4u

[ens: OOecrieyeHue €IUHON CUCTEMBI JOKYMEHTAILIMOHHOTO COIPOBOXKICHUS
YHuBEpCUTETa, OpraHu3alus y4yeTa W XPaHEHUS JOKYMEHTAllUd Y HUBEPCHUTETA,
o0ecrieueHrne M  COMPOBOXKACHWE  MEPONPHUSATHI, TPOBOAUMBIX PEKTOPOM U
IPOPEKTOPAMH, KOHTPOJIb UCIIOJTHUTEIBCKOM JVCHUTUIAHBI CTPYKTYPHBIX
MOAPA3AEICHUN Y HUBEPCUTETA.

3agauun YnpaBJieHUsA:

— OpraHu3anusi, BEIECHHE U  COBEPIICHCTBOBAHHE JIOKYMEHTAMOHHOIO
oOecrnieueHus ynpaBieHUs] Y HUBEPCUTETA;

— PYKOBOJCTBO MPOLECCOM JEJIONPOU3BOACTBA B Y HUBEPCUTETE;

— KOOpAMHALMS W KOHTPOJIb BEIACHHUS JACJIONPOU3BOJICTBA B CTPYKTYPHBIX
NOAPA3NECICHUSAX  YHUBEPCUTETA B  COOTBETCTBUM C  3aKOHOJATENbHBIMU U
HOPMATUBHBIMU TNPABOBBIMU akTamMu P® 1o nenonpous3BOACTBY W apXUBHOMY JAENY,
NHcTpyKkImen no Oenonpou3BOACTBY U JIPYTMMU HOPMATUBHBIMU U METOJIMYECKUMH
JOKYMEHTAMHU 110 JIEJIONPOU3BOICTBY M APXUBHOMY JIETY;

— COBEpUICHCTBOBAHME TEXHOJIOTMYECKUX MPOILIECCOB padOTHI ¢ JOKYMEHTaMH, B
TOM YHCJIe HA OCHOBE MCIOJIb30BAHMS DJIEKTPOHHOM CUCTEMbI JOKYMEHTO000POTA;

— OCYIIECTBIICHHE KOHTPOJIA 32 MPaBUIBHBIM O()OPMIECHHEM OPraHU3AIHOHHO-
pacnopsIANTENBHBIX TOKYMEHTOB, UX CBOEBPEMEHHBIM ITPOX0KIACHUEM U UCIIOJHEHUEM;

— obecnieyeHre oTOOpa, yuyeTra U COXPAHHOCTU JOKYMEHTOB, OOpa3ylOLIUXCS B
NEATEIbHOCTH Y HUBEPCUTETA, UX APXUBHOE XPAHEHUE,

—  opraHu3anus paboThl apXHBa U €r0 KOMILJICKTOBAHMS;

— oOecrieyeHre XpaHEHUsI U MPAaBWJIBHOCTU MCIOJIb30BaHUs repOOBON mevaTu
YHuBepcutera ¢ BocnpousBeaeHuemM ['ocyaapctBeHHoro repoa Poccuiickoit deaepariuu;

—  OpraHu3auys I0CTaBKH, MOJYUYECHHS U OTHPABKH KOPPECTOHICHIIUY;

— oOecrieyeHne MAESITENbHOCTH MPEIOCTABICHUS CIPABOYHON HHOpManuu

YHuBEPCUTETA,;
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Penmakmusa 1
ctp. 7u3 24

CMK AI'TY [Monoxxenne 06 YrpaBieHUH AeIaMu

—  MPOTOKOJIbHO-OPTaHU3allMOHHOE  OOECIEYeHHEe  MACCOBBIX U HWHBIX
MEPOTIPUSATHIA, TIPOBOMMBIX C YYaCTUEM H/UJIH MO MOPYUYEHHUIO pEKTOpa Y HUBEPCUTETA;
— aHAJIW3 COCTOSIHUSI M KOHTPOJb 33 COCTOSHUEM HCIOJIHUTEIbCKOU
JUCHUIUIMHBL B CTPYKTYPHBIX TMOJPa3/IECJCHUSIX YHUBEPCUTETA, CBOEBPEMEHHBIM H
KAUE€CTBEHHBIM HCIOJIHEHUEM BCEMH NOAPA3ACICHUSMH PEIICHUNA OPraHOB yIPaBJICHUS
YHUBEPCUTETA, IPUKA30B W IOPYYEHUN PEKTOpa, BBIIIECTOAIIUX W PYKOBOISIIAX

OpraHoB U JOJUKHOCTHBIX JIUII.

4 @OyHKHUM YHpaBjieHUs

B cooTrBeTcTBMM € BO3JIOKEHHBIMH 33/lauaMHd YTPABJICHUE B IEJIOM, 3a CUET
B3aMMOCBSI3aHHOM PaOOTHI BXOAIINX B €T0 CTPYKTYPY OTIEIOB, BBITIONHSET CIEAYIOIIHNE
GyHKIUU:

— pa3pabaThIBacT M BHEAPSIET JIOKAITbHBIE HOPMATHBHBIC aKThl, YCTAHABIMBAIOIITHE
enuHbie TpeOboBaHMs MO0 OPOPMIICHHUIO OPTAaHU3AITMOHHO-PACTIOPSTUTENHHBIX JOKYMEHTOB
U TIOPSAZIOK pabOThl C HUMH;

— ONTUMU3HPYET MPOIECCHI TOKYMEHTOTIOTOKOB U JJOKYMEHTOO0OPOTAa B IIEJIOM;

— PYKOBOAWT IIOCTAHOBKOM 3a/a4, MPOCKTUPOBAHUEM, OKCIUTyaTallued U
COBEpIICHCTBOBAHNEM CHUCTEMBI 3JIEKTPOHHOTO TOKYMEHTOO00POTA,;

— OCYILECTBIISIET ONEPATHUBHYIO OOpa0OTKY JTOKYMEHTOB, IpPH HEOOXOJUMOCTH
pPacCMOTPEHHUSI TOKYMEHTOB B pexumMe «CpouHO»;

— ocymiecTBisieT (OpPMHpPOBAHHE JOKYMEHTOB B  JJICKTPOHHOW  CHUCTEME
«J/IMpeKTymM» B COOTBETCTBUM CO CBOJHOW HOMEHKJIATYPOU YHUBEPCUTETA,

— OCYIIECTBJSET NPUEM, PETUCTPALMIO, YU€T, XPAHEHHE, JOCTABKY M PACCBUIKY
KOPPECTIOHICHITUH (BXOJIAIICH, UCXOASIIEH, BHYTPEHHEH), B TOM YHUCJIE TEpeIaHHON 10
CHEelUaJIbHBIM CpEACTBaM CBSI3M, BEAET CIPaBOYHYIO pPabOTy MO HEW, OpraHuszyer
KOHTPOJb 32 TMPOXOXKJIECHHWEM, MWCIOJHEHHEM U O(QOpMJIECHHUEM JOKYMEHTOB B

YCTAaHOBJICHHBIC CPOKH,
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Penmakmusa 1
ctp. 8usz 24

CMK AI'TY [Monoxxenne 06 YrpaBieHUH AeIaMu

— OCYILECTBIAET MPEABAPUTEIBHOE PACCMOTPEHUE BXOSIIUX MMHUCEM, 3aSBJICHUM,
CITY’K€OHBIX 3aIIMCOK U JIPYTOM KOPPECHOHACHITMH, MOCTYIIAIOIIEH Ha UMsI PEKTOPa, B TOM
gucie W Ha O(UIMATLHOM CaWTe YHHBEPCUTETa, TOTOBHUT MPOEKTHI PE3OJIONUN |
MOPYUYEHUN PEKTOPA,;

— pacupenensieT KOPPECIOHJICHIMIO II0 MCIOJHHUTENSIM B COOTBETCTBYIOLIME
MOJpa3AEEHUs ISl pACCMOTPEHUS U IPUHATHS MEP;

— OCYILIECTBISAET MOATBEPKACHUE MOMIMHHOCTH TOKYMEHTOB, YTBEPKICHHBIX WJIN
MOAINUCAHHBIX PEKTOPOM YHUBEPCUTETA, BBIAAET BBIMMCKU U3 MPUKA30B, APXHUBHBIC
CIIPaBKH;

— oOecreynBaeT COXPAaHHOCTh U MCIIOJB30BaHUE I€YaTH B COOTBETCTBHHM C
perjiaMeHTOM HCIOJIb30BaHMS, XPaHEHUsl, W3TOTOBJEHUS W YHHUUTOXKEHUsSI TepOOBOM
IeYaTu YHUBEPCUTETA, IITAMIIA YHUBEPCUTETA, a TaKXKE TMe4YaTed H I[ITaMIOB
CTPYKTYPHBIX MOJpa3AeiCHUd Y HUBEPCUTETA,

— OpraHm3yer, NOATOTABIMBAET M PEAIU3YET NPOTOKOJIbHBIE MEPOINPHUITUA
YHuBepcUTETa, COBMECTHO C APYTMMHU MOAPA3ICIICHUSAMU;

— perIaMeHTUPYET MOPSAI0K MPOBEACHHUS JEIOBBIX BCTPEY, MIEPErOBOPOB U Oece,
npueMa jeneraiuil, moarnMcanus 10roBOpPOB U CoTJalieHud, KOHPepeHInui, opraHu3aiuu
MPEJICTABUTENBCKUX MEPOINPHUITAA U MPOTOKOJIBHOTO COMPOBOXKACHUSA AEATEIBHOCTU
PEKTOpa YHUBEPCUTETA,

— OpraHm3yeT Yy4d4eT U COXPaHHOCTh IMOJUIMHHUKOB MPHUKA30B PEKTOPA,
OpraHU3aAIMOHHO-PACTIOPSIIUTEILHBIX ~ JOKYMEHTOB, (OPMHPYIONIUXCS B  TIpolecce
NeATeIbHOCTH By3a, a Takke oOecrneurBaeT HMX CBOEBPEMEHHYHO pPacChUIKY U
O03HAKOMJICHHE C HUMH,

— o0ecreunBaeT SKCHEAWIIMOHHYIO padoTy, MpuéM H OTIPaBKYy JOKYMEHTOB
MOYTOM M IKCITPECC MOUTOH (B T.4. KypbepOM);

— OCYIIECTBJISIET KOHTPOJIb 3a MPaBWIBHOCTHIO OodopmiieHus U (HopMUpPOBaHHS
CTPYKTYPHBIMHU MNOAPA3ACICHUSMHU YHUBEPCUTETA €], NOMJICKAIIUX CIA4Y€ B APXUBHBIN

OTHEN,
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Penmakmusa 1
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CMK AI'TY [Monoxxenne 06 YrpaBieHUH AeIaMu

— OCYIIECTBJISICT KOHTPOJIb M YYET CIY)XKEOHBIX KOMAaHJIMPOBOK PAaOOTHHKOB M
00yyJaroImmxcs,

— opraHmzyeT padOTy apXWBHOTO OTAeNa YHHBEPCUTETA B COOTBETCTBHUH C
3aKOHOJATEIBLCTBOM IO apXUBHOMY Jeny Poccuiickon Denepannu;

— OCYILECTBIISET Nepeiady JOKYMEHTOB Ha XpaHeHue B ['ocapxus;

— coONroMaeT  3am|MTy  CBEACHHWM,  COCTABISIONINX  KOH(PUIACHIUATHHYIO
HH()OPMAITHIO U UHYIO OXPAHAEMYIO 3aKOHOM TaiHY;

— pa3pabaThIBaeT, COTJIACOBBIBACT W MPEAOCTABISECT HA YTBEPXKIACHUE CBOJHYIO
HOMEHKJIATYpy A7 Y HUBEPCUTETA,;

— OCYIIECTBIIIET KOHTPOJIb 33 CPOKAMUM W XOAOM MCIIOJHEHUS JOKYMEHTOB,
MPEJCTABIIAET PEKTOPY OTUET O COCTOSIHUU UCTIOJHUTEIIbCKON JUCIUILIAHBI;

— IPOBOAUT MEPOINPHUATHS MO AaKTyaJU3alMd HOPMATHUBHBIX, METOJMYECKHX H
CIIPaBOYHBIX MAaTEPUAIIOB, PA3MEIIAEMBIX HA CTPAHULIAX CANTa Y HUBEPCUTETA;

— o0OecrneynBaeT JIOKYMEHTAILMOHHOE COIIPOBOXKJICHUE W3MCHEHHS
OpTraHU3allMOHHON CTPYKTYpPHI BY34,

— olecreynBaeT CIpaBOYHO-MHPOPMAITMOHHYIO paboTy YTpaBieHHs] B OTHOLICHUH
CTPYKTYPHBIX MOJPA3AECICHAN Y HUBEPCUTETA.

[TogpoOHO GYHKIIMKM KaXJOro CTPYKTYPHOTO TMOApa3feieHus Y TpaBJiIeHUs

HU3JI02KE€HBI B uX [looxxeHusx.

5 IIpoueccnl YupaiieHusi

OcHOBHBIE MPOLECCH YTIpaBiaeHus: oTpaxkeHbl B [Ipuiioxxenuu b.

6 IlnanupoBaHue padoT U OTYETHOCTH

6.1 IlmanupoBaHuE ACSITEILHOCTH YTPABICHUS OCYIIECTBISCTCS HAYATHhHIKOM B
COOTBETCTBHUH C JIOKAJIBHBIMH aKTaMW YHUBEPCHUTETa, Ha OCHOBE IUIAaHOB paboT
CTPYKTYPHBIX TIOJIpa3/ieJICHUI Y TIPABJICHHS M HACTOSIIUM TTOJIOKCHUEM.

6.2 PykoBomutens Y]l paspabaTeiBaeT IuiaH pabOT Ha KaJCHAAPHBIA TOJ U

MPEICTaBIIAET UX HA YTBEPKACHUE MPOPEKTOPY MO OOIIUM BOIPOCAM.
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Penmakmusa 1

CMK AI'TY [Monoxenue 06 YpaBieHUH AeIaMu ctp. 10u3 24

6.3 IlnanupoBanue pabOT M OTYETHOCTh, COAEpPKAHUE, CPOKU MPETOCTABICHUS
MarepuaioB YMpaBlIE€HUS B JAPYrHe CTPYKTYpHbIE MOAPA3ACICHUS YHUBEPCUTETA

npenacrasieHsl B [punoxennn B.

7 B3aumopaeiicrBHue Y C APYruMu mojapasaeJ e HusAMM

YHuBepcurTera

7.1 Jlns pocTuKeHMs 1Lened, pelleHus 3aJad M peanus3alid [OJIHOMOYMH,
IIPENYyCMOTPEHHBIX HacTosAmuM [lonmoxenueM, YipaBiieHHE B3aMMOJEUCTBYET CO BCEMU
CTPYKTYPHBIMU TIOAPA3ACICHUAMUA B COOTBETCTBUM cO cTpykrypou JI'TY, YcraBom
JAI'TY, paciopsauTenbHBIMA U OPraHU3ALMOHHBIMU JOKYMEHTAMU Y HUBEPCHUTETA.

7.2 BuyrpenHue u BHemHue B3aumonenctBusa Y/l ¢ moapazmenenusimu AI'TY

npenacrasieHsl B [punoxennn I

8 YmnpasjieHue noapasjaejieHueM

8.1 PyKoBOJACTBO NEATENHHOCTHIO YTPABICHHUS OCYIIECTBISET HaYaIbHUK,
Ha3HA4YaeMbld Ha JOJDKHOCTh M OCBOOOXIAEMBIM OT JOJDKHOCTH TPHKA30M PEKTOpa
VYHuBepcuTeTa o npecTaBIeHUI0 MPOPEKTOpa MO OOIIHUM BOIIPOCaM.

8.2 Hauvanpnuk VY]| HEMOCPEACTBEHHO TMOAYHUHSIETCS PEKTOPY W KypHUPYETCs
IPOPEKTOPOM IO OOITUM BOIIPOCAM.

8.3 Ha nmomkHOCT, HayanbHUKA YTPaBICHUS HA3HAYACTCAd JIUIO, HWMEIOIIEe
BbICIIEEe MpodeccHoHaNbHOE O00pa3oBaHUME W CTax pPaOOTHl HE MEHee MATH JIeT Ha
PYKOBOJSAIINX JOJKHOCTSX.

8.4 B cnyuyae BpeMEHHOTO OTCyTCTBHsS HadaibHuka Y] (0oyie3Hb, OTITYCK,
KOMaHJIUPOBKA) €ro OOS3aHHOCTH WCIOJHSACT OJWH U3 HAYaJIbHUKOB OT/CIIOB
VYhpaBieHusi, Ha3HA4aeMbli B YCTAHOBJIEHHOM IOPSAKE IPUKA30M  PEKTOpa

YHuBepcurera.
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CMK AI'TY [Monoxxenne 06 YrpaBieHUH AeIaMu

8.5 PabGoTHuku VYmpaBieHHMs Ha3HAYAIOTCI U OCBOOOXKAAIOTCS OT pPadOThI
MPUKA30M PEKTOpa YHUBEPCUTETAa IO TMPEACTABICHUIO Ha4dalbHUKA YTIPABICHUS H
COTJIACOBAHUIO C TIPOPEKTOPOM IO OOIIIUM BOTIPOCAM.

8.6 OO0s3aHHOCTH, TIpaBa W OTBETCTBEHHOCTh HaudaJbHUKA YTPaBICHHUS U
pPaOOTHHUKOB  OMPENEISIIOTCA  OJDKHOCTHBIMH —~ MHCTPYKIMSIMH,  YTBEPKIAEHHBIMH B

YCTAaHOBJICHHOM ITOPSIKE.

9 OTBeTCTBEHHOCTH

9.1 HayanpHuk YmpaBiieHUs] HECET NEPCOHATBHYIO OTBETCTBEHHOCTD 34!

—  KayeCTBO U CBOCBPEMEHHOCTb BBIIIOJIHEHHS BO3JIOKEHHBIX HA MOPa3ACICHUE
3a/1a4 U PYHKIUM, MpelyCMOTPEHHBIX HacTosuM [lonoxxeHuem;

— obecrnedyeHue HaJJICKAIIETO YPOBHS OpraHu3anuu padoTel B Y /I,

—  cobmrogeHue (PMHAHCOBOW W INTATHOW MUCIMIUIMHEI, YCTaBa YHUBEPCUTETA,
WCTIOJTHEHUE OPTaHU3AIMOHHBIX U PACTIOPSAUTEIbHBIX TOKYMEHTOB,;

— obecneyeHue OE30MACHBIX YCIOBUH Tpy/la paOOTHUKOB YTIpaBIeHUS.

9.2 Jna oOecrieueHUs MOJHOIICHHOM IEATCIHPHOCTH M B IEISIX BBINOJHEHUS
MOCTaBJICHHBIX 3a/a4, KaxAblii COTPYAHUK YTNPABJICHUS HECET OTBETCTBEHHOCTh 3a
CBOEBPEMEHHOE M KAYECTBEHHOE BBINOJHEHHUE OJDKHOCTHBIX OOS3aHHOCTEHW W 3ajad,
MOCTABJICHHBIX MEPE]] HUMH.

9.3 OcHoBHBIE 0053aHHOCTH U OTBETCTBEHHOCTh pabOTHUKOB Y /| ompenemnstorcs
JTOJDKHOCTHBIMM ~ MHCTPYKIMAMH.  Martpuiia  pacnpeieneHusi  OTBETCTBEHHOCTH

COTPYIHUKOB YIpaBieHus npeacrasieHa B [punoxennn /1.

10 OOecneyenue ycJoBHH TPyAa U 0€30MACHOCTH NePCOHAJIA

10.11Tomemenuss Y] MOMKHBI COOTBETCTBOBATH YCTAHOBJICHHBIM HOPMAaMm TIO
KOJMYECTBY pabOTAIONIUX U 00bEMY pa3MEIICHUs TEXHUUECKUX CPEJICTB.
10.2Pexum paboTsl paboTHUKOB Y /] omnpenensieTcsi B COOTBETCTBUU ¢ TpynoBbIM

koaexkcoM P®, [IpaBuinamMu BHyTPEHHETO TPYIOBOTO PACHOPSIKA U TPYOBBIM JIOTOBOPOM.
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CMK AI'TY [Monoxxenne 06 YrpaBieHUH AeIaMu

10.3TlpuauMaembie Ha pabOTy JHIlA MNPOXOJIAT B YCTAHOBJICHHOM IOPSIKE
BBOJIHBIII HMHCTPYKTaX, KOTOPHIA TIPOBOAUTCS CIENHAIMCTAMH TI0 OXpaHe TPY/a;
NEPBUYHBIA WHCTPYKTaX Ha pabodeM MecTe, IUIAaHOBBIC, BHEIUIAHOBBIE U IICJICBHIC
MHCTPYKTaXXH, HE peke 2 pa3 B TOJ, O YEM BBITIOJHSAIOTCS 3aMKCH B )KypHAJIE pETUCTPALIUU
WHCTPYKTaXKa MO TEXHUKE OE30TaCHOCTH.

10.40OTBeTCTBEHHOCTh 3a  OXpaHy TpyJda, TEXHUKY O€30MacHOCTH W

IPOTHBOIIOKApHYI0 Oe30macHOCTh B Y [l HECET TUII0, Ha3HAUYEHHOE MTPUKA30M PEKTOpA.

11 Cucrema MmeHeakMeHTa kauecTBa Y ]|

11.1Cuctema MEHEIKMEHTa KauecTBa B CTPYKTYPHOM  MOJpPa3JeICHHUH
peanusyercs B cooTBeTCTBUU ¢ TpeboBanusimu 1SO 9001:2015.
11.2]Ins ynyumenuss pabotbl YJ[ pa3zpabarbIBaloTCs JOKYMEHTHI CHCTEMBI
MEHEPKMEHTA KayecTBa.
—  1mend B obnactu kauecTa Y /;
—  IUIaH MEPOTIPUSATHI MO peayn3auu 1eneil B 001acTu KayecTBa;
—  IepedeHb npoueccoB Y /l;
—  Marpuma atpudyToB mpoieccos Y /l;
—  MAaTpHula pacnpeesieHus: OTBETCTBEHHOCTH COTPYIHUKOB;
— ananu3 ¢pyHkuuonuposanusa CMK B Buze oTuéra.
11.30nenka pesynbratuBHOCTH CMK V]I ocymiectBisercs HadaabHHUKOM
VYrpaBneHus, ayIUTOpaMd BHYTPEHHMX W BHEIIHHX IPOBEPOK M PETUCTPUPYETCS B
YCTaHOBJIEHHOM HOPSJIKE.
11.4HavyanbHuk Ynpasnenus €KETr0JTHO aHaJIM3UPYET pe3yJIbTaThl
(YHKIIMOHUPOBAHMS CUCTEMbI MEHEKMEHTA KaueCTBA U PE3yJbTaTUBHOCTH MPOLECCOB Y /|
U NIPEACTABISAET aHaIU3 B BUJE 0T4€Ta B LIEHTp MEeHemKMeHTa KauecTBa U MIPOPEKTOPY MO

001IIMM BOTIpOCaM JijIsl TATbHEUIIEro aHaIn3a.
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Ipuiaoxenue A

Opranu3anuonHas cTpykrypa Y /|

PEKTOP
X
|
|
I
______ e e
: [IpopekTop no o61mKM :
: BOIIPOCaM :
e — — —— x _____ —
:
I
YnpasneHue nenamu
Hauansuux
YnpasneHue nenamu
*
A\ 4 i
Y N I N A
| 1 1
| 1 1
1 1 1
Cayx6a .
ApXUBHBIN .
MPOTOKOJIBHOTO |4 ------ N €«----- »  OOmmi oTnen
OTAEN
COIIPOBOKJICHHS
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[Tporecchl KU3HEHHOTO ITUKJIA TTPOIYKIIHH

CMK AI'TY [Monoxenue 06 YpaBieHUH AeIaMu ctp. 14u3 24
IMpuioxenue b
Iepeyens nmpoueccos Y /1
Ne Tpymna Ha3Banne nponecca Hoanponeccor
o/ | Mpoueccos
Onpenenenue mneneu u
3a/1a4 B 00JIAaCTH KayecTBa
YnpapneHus
3 IInanupoBanue paboThl ['010BO€ IJIAHKPOBAHUE
LE( YnpapneHus
2 VYnpasnenue kaapamu Pacripenenenue OTBETCTBEHHOCTH
g ¥ TIOJTHOMOYHA
1 ;* MeHe/DKMEHT pecypeoB HNudopmupoBaHue 1 MOTUBALIMSI COTPYIHUKOB
§ [ToBbileHye KBaMU(PUKAIIUN COTPYAHUKOB
g AHau3 pe3yabTaToB
= IIPOLECCOB U3MEPEHUS U
MIPUHATUS PEIICHUI
I'onoBoii oTuer
YnpapneHus
pazpabarbiBaeT M BHEAPSET JIOKAIbHBIE HOPMATHUBHBIC
aKThl, YCTAHABIIMBAIOIIME €IUHBIE TpeOOBaHUSI IO
oopmIeHHIO OpraHU3alMOHHO-PACTIOPSAIUTETBHBIX
JIOKYMEHTOB U MOPSII0K pabOThl C HUMH
MPUHUMAET MEPHI IO ONTUMH3ALUHU JOKYMEHTOIIOTOKOB U
JIOKYMEHTO000pOTa B LIEJIOM
PYKOBOAMT TIOCTAHOBKOM 3aj1ay, MPOEKTHUPOBAHUEM,
JKCITyaTallueli U COBEPILIEHCTBOBAaHHUEM  CHUCTEMBI
AJIEKTPOHHOTO JOKYMEHT0000pOTa
OCYIIECTBIISICT OMNEpPaTUBHYIO 00pabOTKY TOKYMEHTOB,
npu  HEOOXOTUMOCTH PACCMOTPEHHUS JIOKYMEHTOB B
pexume «CpodyHO»
OCYIIECTBIISIET IpeBapUTEIbHOE paccMoTpeHue
Ynpasienue BXOJISAIINX THCEM, 3asBIICHUN, CIY)KEOHBIX 3alHCOK U
2 JIOKyMEHTaLMeH B | npyroii KOppECNOHJEHIINH, TOCTYMAIOMYI0 Ha HWMS
YHHUBEPCHUTETE pekropa, pacpeneinser KOPPECIIOHICHLIUIO o

UCIIOJHUTENIAM, TOTOBUT IPOEKTHl PE30NIOLNUN U
IIOPY4YECHUH PEKTOpa

OCYIIECTBIISICT TIPHEM, PETUCTPAIUIO, yYeT, XpaHEHHE,
JIOCTaBKy M pPACCBUIKY KOPPECIOHACHIINU (BxomAIIIeH,
UCXOJIAIICH, BHYTPCHHEH), B TOM YHCIIE MEPEIaHHON 110
CIICIaJIbHBIM CpGI[CTBaM CBiA3HU, BCICT CHpaBO‘IHYIO
paboTy mo Hel OpraHu3yeT KOHTPOJIb 32 TPOXOXKICHUEM,
UCIIOJIHEHUEM U o(opMJIeHHEM  JIOKyMEHTOB B
YCTaHOBJICHHBIE CPOKH

OCYIIIECTBIISET MOATBEPKICHHE MOJIMHHOCTHU
JOKYMEHTOB,  YTBEPXKICHHBIX WM  TOAMHMCAHHBIX
PEKTOPOM YHUBEPCUTETA, BBIAAET BBHITUCKHU U3 MPUKA30B,
apXUBHBIE CTIPABKH
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IMonoxeHu MPABJICHHUH JICTIAMH
onoxkenue 00 Ynpasiie e ctp. 15u3 24

o0OecrieunBaeT COXPaHHOCTh M HCIIOJIb30BAHME TEYaTH B
COOTBETCTBUM  C  PErJIaMEHTOM  HCHOJb30BaHUs,
XpaHEHUs, M3TOTOBJIICHUS W YHUYTOXKEHHUS TrepOOBBIX
revyare Y HUBEPCUTETA, ITaMIa Y HUBEPCUTETA, a TAKKE
rneyare M IMITaMIOB CTPYKTYPHBIX MOJpa3aeiieHUuH
YHuBepcurera

OpraHM3ainusi ydera M COXPAaHHOCTH JIOKYMEHTOB,
dbopMupyrouxcsi B TpOIECce NEATEIbHOCTH BY3a,
o0ecrieunBaeT WX  CBOEBPEMEHHYIO  pPAacChbUIKYy U
03HAKOMJICHHE C HUMHU

obecrieueHUe OKCIECIUIIMOHHON paboThl, MNpUEM U
OTIIpaBKa JOKYMEHTOB MOYTOW M 3KCIpecC MmouToi (T.d.

KypbepoM)

OCYHICCTBIIACT KOHTPOJIb 3a MMPaBUJIbBHOCTBHIO
obpopmiienuss W (QOPMHPOBAHHS  CTPYKTYPHBIMH
noapa3aciICHUAMU yHI/IBepCI/ITeTa A€, DOoAJICXKalInux
cllaye B apXMBHBIN OT/IEI;

opraHusyer paboTy apXUBHOTO OT/eNa YHUBEPCUTETA B
COOTBETCTBUU C 3aKOHOJATEIHCTBOM IO apPXUBHOMY JIEIY
Poccuiickoit denepanuu

OCYULIECTBIISIET Iepefavyy JOKYMEHTOB Ha XpaHEHHUE B
I'ocapxus

paccmaTpuBaeT OOpallleHus TpakJaH M OpraHU3alui,
aJIPECOBAHHBIX PEKTOPY, HANPABIEHUE 3TUX OOpaIIeHUn
B COOTBETCTBYIOILIME MOAPA3IEICHUS Ui PACCMOTPEHUS
U TIPUHSATUS MEP, B TOM YHCIIE U HAa OQUIIHATBHOM caiiTe

YHHUBEPCUTETE
pa3zpabarbIBaeT, COIJIACOBBIBACT W MPEJOCTaBISET Ha
YTBEPKJICHUE CBOJHOMU HOMEHKJIaTypbl nen
YHuBepcurera

OCYHICCTBIIACT KOHTPOJIb 3a CpOoKaMu u XoaoM
UCTIOJTHEHUS JOKYMEHTOB, MPEACTaBISIET  PEKTOPY
OTYET O COCTOSIHMH MCHOJHUTEIHCKON JUCHUITIIMHBI
MPOBOUT MEPONPUSITUS o aKTyaJlu3aluu
HOPMAaTUBHELIX, METOANYCCKUX n CIIPpaBOYHBIX

MaTepUasoB, pa3MeIaeMbIX Ha CTpaHUIaX caiTa

obecrieunBaeT  JOKYMEHTAIIMOHHOE  COMPOBOXICHHUE
W3MEHEHUSI OPTraHU3allMOHHON CTPYKTYPHI

o0ecrieyeHne CrpaBOYHO-MHPOPMALMOHHON PabOTHI

VYnpasnenue
MEPOIPUATHAMU
YHUBEPCUTETE

OpraHu3anus, NOAr0TOBKAa U pealu3anus MPOTOKOJIBHBIX
B | MEPOIIPUATUN Y HUBEPCUTETA, COBMECTHO C JPYTUMH
NOJIpa3AcIICHUsIMU
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MK AI'T [Tonoxenu [IpaBJICHUHU JeJlaMu
CMK II'TY onoxkeHue 00 Yrpasiie e c1p. 16us 24
periIaMeHTHPYET MOPSIIOK MPOBENECHUS JEJIOBBIX BCTpEY,
MEeperoBOpoB U Oecen, mprema Jeleraruii, MoAMuCcaHus
JIOTOBOPOB M COTJIAIICHWM, KOH(PEPEHIINI, OpraHu3aIuu
MPEACTABUTENBCKUX MEPONPUITUM M TPOTOKOIBHOTO
CONPOBOXKACHUS ACITEIBHOCTH PEKTOPA YHUBEPCUTETA
Texkymuii MOHUTOPUHT yIOBIETBOPEHHOCTH BHYTPEHHUX
% 5 MonuTopuHr norpedureneit q)yHKI_[EIOHI/IpOBaHI/IH npoiiecca
% z YIOBJIETBOPEHHOCTH YIPaBJIEHUS JOKYMEHTAIIUEN B YHUBEPCUTETE
= E norpedurenei MonuTOpUHT YIOBJI€TBOPEHHOCTH BHYTPEHHUX
Z 2 noTpeduTeneit padboToii oTaena
S
3 = ;‘ AHanu3 JaHHBIX 1O pe3y/ibTaTaM BHEIIHUX, BHYTPEHHHUX
§ s AHaIN3 TaHHBIX ayJuTOB
=
g = Ananmu3 ¢pynkimonupobanuss CMK
2
S VYpasnenue BoisaBiienue HECOOTBETCTBUH, KOppEKTUPYIoLIue
HECOOTBETCTBUSMHU JIEHCTBUSL, IPEAYTIPEKAAOIINE NEHCTBUS
MarepuanbHo- BrusiBrienue notpedHoctelt otaena, opopMIeHHs 3aBOK
T%XHH%CKOG [omnepkanne B paboyeM COCTOSHHUM O0OOPYIOBAHMUS
oOecrieueHue OPTTEXHHIKH H Ip.
VYnpasnenue
. . MonepHu3anus IIPOrPaMMHOTO obecrneyeHus
o nH(OpMaLOHHON .
3 9 BBIYHMCIIUTENILHON TEXHUKHU
S cpenoi
g Pacnipenenennie OTBETCTBEHHOCTH U MOJTHOMOYUI
=
0 [ToBeimeHNE KBATHU(PUKAIUN COTPYTHUKOB
E VYipasneHue kaapamu
4 o MoTuBauus 1 CTUMYJIUPOBaHUE
[a~]
m
= ®opMHUpOBaHKE KaJIPOBOTO Pe3epBa
]
= XpaHeHue
Q
te) Nnentndukanus
o VYnpasnenue
JIOKyMEHTaIHen AKTyanu3anust
Yrunusanus ycrapeBlend JOKyMeHTauuu
Ob6ecrieueHe BBITTOHEHUS
Oxpana tpyna u bXX]| N
Meponpusatuii o Th
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CMK AI'TY

ctp. 17u3 24

Ipunoxenue B

MarepuaJbl, noarorasjiuBaembie Y/l u rpaguk ux npeaocraBjieHus B
noApa3/iejeHus1 Y HUBEPCUTETA B TeYeHHE KAJEHIAPHOI0 roaa

Cpok HaumenoBanue
HaumeHnoBanune marepuasa P noJapasaejeHus, Kyaa
NnNpeaACTaBJICHUA
NPEACTABJIACTCA TOKYMCHT
1 2 3
Ynpasnenue OyXrairepckoro
no 15u 25uucna p yx P .
TaGenpb yuera pabodyero BpeMeHU y4eTa ¥ OTYETHOCTH (pacueTHBIN
Ka)XI0To MecsIa
OT/IeN)
I'omoBoit Tutan u oT4eT padboOTHI YTpaBIICHH nexkabpb [Tpopektop mo OB
[Tnan - rpaduk 3akynok YnpasieHus OKTAOpb KonrtpakrHas ciyx0a
['paduk oTIycKOB paOOTHUKOB nexkabpb VYrpasneHnue KaapoB
VYT1BepKAeHNE HOMEHKIIATYphI 1en Y /] TPEThS JeKaia HOSOPS VYnpasnenue nenamu
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Penmakmusa 1
ctp. 18u3 24

Ipunoxenue I

B3aumoaencTBus ynpasJieHUs ¢ APYTrUMU NMOAPA3AeJeHUAMHU YHUBEPCUTETA U
BHEIIHUMHM OPraHU3alUAMU

Y noayuaer

Y/ nepenaer

Buapl padoT, J10KYMEHTOB, Buap1 padoT, 10KYMEHTOB,
AbLP AOKY . IlepuoauyHocThb AbLP HOKY . IlepuoauyHocTh
MaTepHaJbHbIX IIEHHOCTEH MaTepHaJbHbIX IIEeHHOCTeH
1 2 3 4
1 PexTop, npopeKTopbl YHUBEPCHTETA, Y YeHblii COBET
1.1Tlocrynaromue u
OTHPaBJIsIEMbIE 1.1 Konuu nocrynaroumx
JOKYMEHTBI, CITy)KeOHBIC €©XKEIHEBHO JOKYMEHTOB, CITy)KEOHBIX e)KEeTHEBHO
3alMCKHA Ha MOIINCH 3aIMCOK C PE30JIIOIUEN peKTopa
peKTOpy
1.2 IIpoekTs! IpHUKa30B
p 1p ! 1.2 Konmu nmpukazos,
PacIopspKeHH peKTopa o
pacrnopspKeHH peKTopa,
WH(POPMAITMOHHBIX U
€XETHEBHO UH(OPMAIIMOHHBIX, CTYKEOHBIX | ©KEIHEBHO
CITy’>K€OHBIX TTUCEM U
IPOPEKTOPOB MIUCEM MPOPEKTOPOB
Yuusepcurera (CO
YHuBepcurera P (€50
1.3 Konuu opraHn3anoHHbIX 10 Mepe
1.3 OpranuzaioHHbIe P 1 p
TOKYMEHTEI €)KETHEBHO JOKYMEHTOB (B CKAHUPOBAHHOM, | pa3pabOTKH H
Y anekTponHoM Buae, CO/I) aKTyaJau3aluu
10 Mepe pPa3padOTKH
1.4.CnyxxeOHble 3a1uCcKu Pe pasp 1.4 CnyxeOHble 3aIHCKH €XKEJITHEBHO
Y aKTyaJu3amiuu
1.5Ilo3npaBuTenbHbIE OKCIHCBHO 1.51lo3paBuTenbpHbIE aipeca, o Mepe
aapeca, OTKPBITKH, A OTKPBITKH, IOJAPKHA HEOOXOINUMOCTH
MoJapKu
1.63asBkM Ha MprUOOpETEHNE
o0opyroBaHus, MeOeu,
110 Mepe Py N ITo mepe
BBIUMCIUTENIHLHON TEXHUKH,
HEOOXOIUMOCTH HEOOXOIUMOCTH
OpPITEXHHUKH, KAaHIITOBAPOB U
PAacXOIHBIX MaTepUaioB
1.7 3asiBka Ha BBIIEICHAE
ITo mepe
ABTOTPAHCIIOPTA JIJISl OTIPABKU
o HEOOXOINMOCTHA
MOYTOBOW KOPPECIIOHICHITUU
1.83asBka Ha 3ampaBk
N paBiy ITo mepe
KapTpUJKEH, HA PEMOHT
HEOOXOIUMOCTH
OpPTTEeXHUKH
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MK AI'T Ilonoxenu MPAaBJICHUH JIeJIaMU
C ArTY onoxkeHue 00 Yrpasiie e c1p. 19u3 24
211®Y, YnpasieHue 0yXraaTepcKoro y4era 1 0T4eTHOCTH
2.1 JIokyMeHTBI Ha 10 Mepe
Hoxy N €KEIHEBHO 2.1 CnyxxeOHbIe 3aITUCKHI p
OTMPABKY MOYTOMN HEOOXOIMMOCTHU

2.2 Konuu nocTymnammux [0 MeDe

JIOKYMEHTOB, CIYKEeOHBIX p
. MOCTYTLICHUS

3aMKMCOK C PE30JIIOIHEI peKTopa
2.3 Konuu mpukasos,
pacnopsKeHUN peKkTopa,
MH(POPMAITHOHHBIX, CITY’KEOHBIX
(opman » YK €XXEIHEBHO
MKMCEM MTPOPEKTOPOB
Yuusepcutera (3J1€KTPOHHBIN
Bug, CO/I)

2.4Komnuu opraHnu3aiioOHHBIX o Mepe
JOKYMEHTOB (B CKaHUPOBAHHOM, [pa3pabOTKU U
anekTpoHHOM Buje, CO/I) AKTYyaJIN3aLUU

2.51031paBUTENBHBIC a7[peca, 10 MEpPE
OTKPBITKH, TIOJIAPKH MOCTYTIICHUS

3 KonTpakTHas ciy:xoa

3.1Kannenspckue ToBaphl,

OpPITeXHUKA, MEOEITb,
obopymoBanue

MO0 MCPC BBITIOJIHCHUA
3asBOK

3.1[Tnan- rpaduk 3aKymnox Ha
KaJIeHIapHBIN IO

B YCTAaHOBJICHHBIC
CPOKH

4. IOpunnyeckas ciay:xkda

4.1 3aBU3UpOBaHHBIE
JIOKYMEHTBI

10 MEPEC MOAINNNUCAHUA

4.11IpoeKTsl IPUKa30B,
MOJIO)KEHUM, MHCTPYKIIUH,
JIOTOBOPOB

1o Mepe
MIOJITOTOBKH

5 IleHTp MeHeIKMEHTa KauecTBa

5.1 UucTpykumu,
cranaptel 1o CMK

10 Mepe MOCTYIJICHHUS]

5.2 Ot4er 0 GyHKIIMOHUPOBAHUHT
CMK

B YCTaHOBJICHHBIC
CPOKH

5.2T1poeKThI MOT0KEHUH

o Mepe
HEOOXOIUMOCTH

5.2 3aBU3UpPOBAHHbIEC TPOEKTHI
ITOJIOKEHUN

1o Mepe
noAIncCaHnus

6 B3aumopeiict

BHe€ CO BCeMH CTPYKTYPHBIMH NOAPA3/ieJeHUIMH Y HHBEPCHTETA

6.1 I1ocrynatonme u

OTIIPaBJIACMBIC JOKYMCHTHI,

6.1 Konuu mocTymaronmx

€XKEITHEBHO JIOKYMEHTOB, CITy>KEOHBIX €XKETHEBHO
CiTykeOHBIC 3aIMCKH Ha .
3aMHICOK C PE30IIOIUEH peKTopa
MOJIITUCH PEKTOPY
6.2 Heo6X0MMMbIe 1o Mepe 6.2 HeoOxoaumbIie MaTeprabl 1o Mepe
JUTSI TIOATOTOBKH JTOKJIa/1a
MaTepHalibl I HE0OXOIUMOCTH HEOOXOIUMOCTH

MMOATOTOBKH JOK/Ia1a

pekTopa
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pekTopa
6.3 Kommuu mpuka3zos,

6.3 IIpoekTnI ACIHOPSKEHUIH peKTopa

P 0 Mepe pa3paboTKu p p P pa,
OpraHU3alMOHHBIX UH(POPMALIMOHHBIX, CITYKEOHBIX | €XKETHEBHO
U aKTyalu3aluu

JIOKyMEHTOB MACEM MTPOPEKTOPOB
VYuusepcurera (CO/])
6.4 Koy opranu3amioHHbIX o Mepe

6.4 JIokyMeHTHI Ha p 1 P

N €KEIHEBHO JOKYMEHTOB (B CKaHUPOBAHHOM, | pa3pabOTKH U

OTIIPaBKY MOYTON
snekTponHoM Buae, CO/I) aKTyaJIu3aluu
6.51euarHble U3manus,

6.5 [IpoeKT HOMEHKJIATypbI 10 Mepe

€XKEeTOqHO MO3ApaBUTEIBHBIE aJIpeca,

Jen HEOOXOIMMOCTH
OTKPBITKH, TIOJIAPKH

6.6 I1nan npoBeneHus o Mepe 6.6 YTBepxxaeHHas EHKEFOITHO

ayJINTOB HEOO0XOIUMOCTH HOMEHKJIaTypa J1ej
6.7 3asBKM Ha IpOBE/ICHUE 10 Mepe
ayJIuTOB HEOOXOIMMOCTH

7 B3aumoeiicTBHe CO CTOPOHHUMM OPTraHU3ALNMUAMH, TPAKIAHAMH

7.11locTtynaroume
JOKYMEHTHI (3JIEKTPOHHBIE
nuchbMa, (PaKkcorpaMmel,

€XKEIHEBHO 8.10tmpaginsieMbie TOKYMEHTHI | €KEAHEBHO
OYTOBas
KOPPECTIOHICHITHS,
TeNneOHOrPaMMBI U T.]1.)
7.2IleyaTHble U3MAHNA,
o Mepe 8.2I1o3apaBuTenbHBIC aapeca, | IO Mepe
NI03/IpaBUTEIbHEIC ajpeca,
MOCTYTUICHUS OTKPBITKH, TIOJAPKH MOCTYTUICHUS
OTKPBITKH, TIOJJAPKU
8.3 byxranrepckue 10KyMEHTHI
(moroBopa, akThI mpHeMa- €XKETHEBHO

nepenayuu, cuata-QaKkTypbl U T.1.)
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Penmakmusa 1
ctp. 21uz 24

Ipunoxenue /|

MaTtpuua pacnpe/ejieHusi 0TBETCTBEHHOCTH COTPYIHUKOB Y IpaBJIeHUsA

. ERE c
porecchl z = EE o E
= B | S § O
01. IMpoueccnsl pyKkoBoaCTBA
Omnpenenenue enei u 3a1a4 YpaBiIeHUs B 00JI1aCTH KauecTBa
l'ogoBoe mmannpoBanue pabOTHl Y IpaBICHUS
MeHeKMEHT pecypcoB
AHanu3 pe3ynpTaToB MPOLECCOB U3MEPEHHS
Y IPUHSTHE PEIICHUHN
l'omoBoit oTyet YnpasiueHus
02. ITpouecchl JKAZHEHHOTO ITUKJIA
YnpapneHue TOKyMEHTAIMel B YHUBEPCUTETE
1. paspabatbiBaeT ¥ BHEAPSAET JIOKAIBHBIC HOPMATUBHBIC aKTHI,
YCTaHABJIUBAIOIIME €IUHBbIE TPEOOBaHUA IO  O(OPMIICHHIO
OpPTraHU3aIIMOHHO-PACTIOPSANTENBHBIX JIOKYMEHTOB M TOPSAOK
pabOThI C HUMH
2. TpUHUMAET MEphl 1O ONTUMHU3AIUH JIOKYMECHTOIIOTOKOB H
JIOKyMEHTO000pOTa B IIEJIOM
3. PYKOBOJUT MTOCTaHOBKOM 3amad, MPOEKTUPOBAHUEM,
SKCIUTyaTallield U COBEPIICHCTBOBAHMEM CHCTEMBI DIICKTPOHHOTO
JIOKyMEHTO000pOTa
4. OCymIeCTBIIICT OICPATHBHYIO OOpabOTKY IOKYMEHTOB, IIpH
HE00XOJUMOCTH PACCMOTPEHUS JOKYMEHTOB B pexume «CpoyHO»
5. ocymecTBiseT NpeABAPUTEIHLHOEC PACCMOTPECHUE  BXOJSIIUX
MAceM,  3asBJICHHWM,  CIOYy)KEOHBIX  3alHCOK H  JPYroH
KOPPECHOHJEHIINY,  TOCTYMAloIIyl0 Ha  HUMA  PEKTOopa,
pacnpesiesiieT KOPPECIOHACHIIUIO IO WCIOIHHUTEISIM, TOTOBUT|
MTPOEKTHI PE30JTIONUH ¥ MMOPYYEHUI peKTopa
6. ocyiecTBisIeT SKCIICAUIIHOHHYIO 00paboTKy, MIPHEM,
perucTpanuio, yd4eT, XpaHeHHWe, JOCTaBKy M PAaCCHUIKY)|
KOPPECIIOHCHIINH (BXOMSAIICH, UCXOASIICH, BHYTPEHHEH), B TOM|
qiclie TepeaHHON M0 CHEIMalbHBIM CpPEICTBAM CBS3H, BECT]
crpaBoYHyl0 paboTy TIO HeH opraHm3yer KOHTpPOIb 33
MPOXOXJICHUEM, UCIOTHCHHEM H O(OpMIICHHEM JOKYMECHTOB B
YCTaHOBJICHHBIC CPOKH
/. OCyIIECTBISIET IOATBEP)KICHHE IMOJIMHHOCTH JOKYMEHTOB,
YTBEPXKACHHBIX WM TOANMHACAHHBIX PEKTOPOM YHHBEPCHUTETA,
BBIJIACT BBINUCKU U3 PHUKA30B, apXUBHBIC CIIPABKH
8. olecneunBaeT COXpaHHOCTh M HCIIONB30BaHUE I[€YATH B
COOTBETCTBHH C PpErJIaMEHTOM HCIOJb30BaHHA, XpaHEHHS,
M3TOTOBJICHUS M YHUUTOXXCHHS TePOOBBIX Ievyatell Y HHBEPCHUTETA,
mTaMrna YHHUBEPCUTETa, a TakkKe TIedaTed W IITaMIIOB
CTPYKTYPHBIX NOApa3/IeIeHU Y HUBEPCUTETA
9.
10. opranmzamnusi, MOJNrOTOBKAa W  pealn3alsl  MPOTOKOJIBHBIX|
MEpONpUATUM  YHHUBEPCUTETA, COBMECTHO C  JIpyrumy
o ipa3AcICHUSIMH
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11. pernaMeHTHpyeT TOPSIOK  MPOBEJACHHUS  JICTOBBIX  BCTpEH,
MEpPEeTroBOPOB U Oecesl, mpreMa Jelieralni, MOAMUCaHusl JOTOBOPOB
Y COTJAIICHHUH, KOH(EPEHINH, OpraHu3aIlii MPEICTaBUTEIbCKUX|
MEPONPUATUA U MNPOTOKOIBLHOTO COMPOBOXKACHUS ACATEIBLHOCTH|
pPEKTOpa YHUBEPCUTETA

12. opranuzanus yaera u COXPaHHOCTH JIOKYMCHTOB,
dhopMupyIOITUXCSI B TPOIECCEe NIEATEIHLHOCTH By3a, 00eCIIeunBacT
WX CBOCBPEMEHHYIO PACCHUIKY U O3HAKOMJICHHE C HUMU

13. obecnieueHrne SKCHETUIIMOHHOW paboThl, TMPUEM U OTMPABKA|
JOKYMEHTOB IOYTOM M DKCIIPECC MOUTOM (T.4. KyphepoM)

14. ocymiecTBasET KOHTPOJIL 33 TIPABIILHOCTHIO OGOPMIICHUS H
(hopMUpPOBaHUST CTPYKTYPHBIMHU TOAPA3JICIICHUIMH Y HUBEPCUTETA
JIel, TTOJIeXKAINX cJlaue B apXUBHBIN OTJIE,

15. opranuszyer pa0OTy apxWBHOIO OTAC/a YHHBEPCHUTETa B
COOTBETCTBHHM C 3aKOHOJIATEIILCTBOM TI0 apXHBHOMY JICTY|
Poccuiickoit @enepanuu

16. ocymiecTBisieT nepeaady TOKYMEHTOB Ha XpaHeHue B ['ocapxus

17. paccmaTpuBaer  oOpamieHuss  TpaxZaH W OpraHU3aLHH,
aJPECOBAaHHBIX PEKTOpPY, HamNpaBlIeHHEe JTHUX OOpalleHHid B
COOTBETCTBYIOIIHE MTOAPA3ACTEHIS IS PACCMOTPEHUS U MTPUHATHUS
Mep, B TOM YHCJIE U HAa OQUIMATBHOM CaiiTe YHUBEPCHTETE

18. pa3pabatbiBaeT, COTIACOBBIBACT U MPEAOCTABIIACT HA YTBEPIKIACHHUC
CBOJIHOM HOMEHKJIATYpHI JieJl Y HUBEPCUTETA

19. ocymiecTBIsAET KOHTPOJIb 32 CPOKAMH M XOJIOM HCIOJHEHUS|
JOKYMEHTOB, TMPEACTABISIET  PEKTOPY OTUYET O COCTOSIHUY|
WCTIOJTHUTEIBCKOM TUCTIMIIIIIHBI

20. mpoBOJUT  MEPOMNPHSATHS MO  aKTyalu3allid HOPMATHUBHBIX,
METOAMYECKUX U CIPABOYHBIX MATEpUAJIOB, Pa3MEIIACMBIX Ha|
CTpaHUIlax caira

21. obecnieurBaeT JTOKYMEHTAIHOHHOE COMPOBOXICHUE H3MCHECHHS]
OpPTaHU3AIMMOHHON CTPYKTYPhI

22. obecnieueHue CpaBOYHO-HHPOPMAILIMOHHON PabOThI

03. [Ipoueccel U3MepeHNs, AaHAIN3A U YJTyqUlIeHHUS

Pa3paboTka KOPPEKTUPYIONTUX MEPOTPHUSITHIA

C60p, BCACHHUC WM HAKOINNICHUEC JaHHBIX JJI COCTABJICHHUS OTYCTOB

MOHUTOPHHT yIOBJIETBOPEHHOCTH OTpeduTENneit

04. Ob6ecneunBaOIIMe NPOLECCHI

VYnpasieHue TOKyMEHTalen

YnpasieHue 3aIucsiMU TI0 IPOIeccaM

Yrpasienne nHPOPMAIMOHHON CPEIOH.

VYnpasnenue MaTepraIbHO- TEXHHUECKOH 0a30i

Oxpana tpyaa u BXK{

Obo3nauenus:

P pykosoocmeo (npunsimue pewenus);
O Hecem 0CHOBHYIO OMBEMCMBEHHOCHID;
Y ob6aszamenvHo yuacmeyem,

N ungpopmupyemcs.
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JIMCT perucrpauum M3MeHEeHU
OcHoBaHue 111 BHECEHHUS H3menenus BHec
Homepa N
No u3MeHeHnii (Ne n
M3MEHEHHBIX damuing, Hoanuck, nara
H3MEHEeHHUA HANMEHOBAHHE
JMCTOB MHHUIHATBI BHeECeHHUS
H3MEHEHHOT0 TOKyMEHTa .
H3MEHEeHU
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CMK AI'TY [Monoxenue 06 YpaBieHUH AeIaMu c1p. 243 24
JIucr o3HaKoMJIeHUA
JloJsKHOCT damuauga, THUIHAJBI Jlara IHoanuck
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