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1 OO0Oume nookeHus

1.1 OOumit ormen (manmee — otmen) smisercs CTPYKTYPHBIM TIOJpa3JieIeHHeM
benepanbHOro rocynapcTBEHHOr0 GHOIKETHOTO 00pa30BaTeNIbHOIO YUPEXKAEHHS BBICIIErO
IpodeccCHOHanbHOro  06pasoBanmst  «JlOHCKOM rOCYAAapCTBEHHBIM  TEXHUYECKUH
ynuBepcutet» (mamee — JIT'TY, yHuBepcuTeT), BXOAMT B COCTAB aIMHHUCTPATUBHOI'O
ynpasneHust (nanee — AY) u nmelicTByer Ha ocHOBamHWH YcTasa YHUBEPCUTETA U
HacTosiero mnojoxenus. Ha ocHoBanuu npukasa pexropa Ne 225-A or 27.07.2000r. «O6
OOBSBIICHMH TMEPEeYHsl CTPYKTYPHBIX INOJpasziesieHuit YHUBEPCUTETa U HUX HHIEKCOBY
IOZipasfieNieHne ObLIO BBEIEHO B CTPYKTYPY YHHBEPCUTETA MOJ HAUMEHOBAHUEM oO0LIwit
OTJIeJL.

1.2 JlesiTeNnsHOCTD OT/IEIa OCHOBAHA HA CIIENYIOLIUX NIPUHITHATIAX:

- cobmoaenue JEHCTBYIOLIEro 3aKOHOAaTeNbCcTBA PO;

- COOMTIOICHIEe HHCTPYKIIUH T10 JIeJIONIPOU3BO/ICTBY;

- 00si3aTeNbHOE WCIOJHEHHE pellleHnH YYeHOro coBeTa u pykosojctBa JAI'TY u
yKa3aHH# HadajlbHuKa AY;

- OCYINECTBJICHAE CBOCH NEATENbHOCTH BO B3aMMOJEHCTBHM C JAPYTHMHU CIIyX)KGamu
H CTPYKTypHBIMH nozapasaenenusimu JII'TY, a Takxke B npenenax cBoeil KOMIETEHIIHH - CO
CTOPOHHHMMH OpraHU3aLMsIMH.

1.3 Mecronaxoxuenue otaena: P®. Pocrosckas 0b6nacts, r. Pocros-na-Jlony, m.
larapuna 1. (1. xopmyc, ayam. 242), Ten. 2381-511, 3738-511, >neKTpOHHBINA ajapec
otaena: spul2.1@donstu.ru

1.4 Oprauusauus (peopranu3anus/MMKBUAAIHL) OT/IENA IIPOM3BOIUTCS IIPUKA30M
pextopa JII'TY.

1.5 Jlns Bepienust 1e0npon3BoCTBA 061IeMy OTAENY IIPUCBOEH UHaeKc: 12.1

2 OpraHu3anHOHHBIE BONPOCHI

[Monosxenue 06 o6iuem otaene — 12.1
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2.1 CTpyKTypy M mITaTHOe pachmcaHue 0O6Iero oraena yreepxkaaer pektop JI'TY B
COOTBETCTBHH C YHCJICHHOCTHIO PabOTHUKOB, C y4eTOM 0OBEMOB H cienuuKu paboThl,
BO3JIOXECHHOH Ha OTJel, Ha OCHOBAaHWM TPEVIOKEHHH HAYaILHHKA oT/ena 1o
COTTTaCOBaHUIO € HAYalbHUKOM AY M  [OpPOPEKTOpOM MO  06IUM BOIIPOCaM.
OpranusanuonHas cTpykTypa o6mero oraesa [Ipe/ICTaBJIeHa B IPUJIOKEHUH A.

2.2 O6umit oTHEN BXOAHT B COCTaB aZIMUHUCTPATUBHOTO YIIPaBJICHUs, KOTOpOe
TOMIMHSACTCS HEMOCPEICTBEHHO PEKTOPY YHHBEPCHTETA, BOIPOCHI 110 JESTEIbHOCTH
YHPABJICHUS B LIEJIOM U OT/e/Ia B YaCTHOCTH, KYPHPYeT MPOPEKTOP 1O 0BIIHM BOIIPOCaM.

2.3 PyKoBOACTBO oOTIEIOM OCYIIECTBIIsIET HaAYalbHUK OTHEIA, KOTOPBIi
HEMOCPE/ICTBCHHO OAIMHSCTCS HAYAIbHUKY aIMHHUCTPATHBHOTO YIIPABIICHHS.

2.4 Hasnayenue Ha JOJDKHOCTB M OCBOBGOKIEHHE OT IOJDKHOCTH IIPOU3BOJIUTCS B
YCTaHOBJIEHHOM JICHCTBYIOUIMM TPYAOBBIM 3aKOHOIATEIbCTBOM NOpsIKE IPHKA30M
PCKTOpa  yHMBEPCHTETa 110 MPEACTABICHUIO M COINIACOBAHMIO C HAYAIBHUKOM
AIMHHUCTPATUBHOIO yNpaB/ieHHs. B nepuon BpeMeHHOro oTCyTCTBHS HaYaTbHEKA OT/IENa
€ro O00s3aHHOCTH MOTYT OBITh BO3JIOXKEHBI Ha APYTOro COTpPyOHHKa OTHeNna 110
COTJIACOBAHUIO C HAYATbHHKOM 8JIMUHHCTPATUBHOIO YIIPaBJICHHS.

2.5 Ha pomkHOCTH HauyaIbHHKA o0IlIero oTnena Ha3zHAYAETCS JIMIIO, HMEIoLee
BbICIIEE MPO(ECCHOHANbHOE 06pa3oBaHye U CTax paGoTH! Mo npodHIIO OTHENIa He MeHee
I (-

2.6 HauanpHHK OTHeNa opraHmsyer paboty mo obecnedeHnio 10KyMeHTO06OpOTA
B YHHBEPCHUTETE 1 HECET OTBETCTBCHHOCTh 32 KA4eCTBO M CBOEBPEMEHHOCTD BBIIOIHCHMS
BOSJIOXCHHBIX Ha OTAeN HacTosuM [lonoxenuem 3anay u GyHKImil.

2.7 PabOTHUKH OT/e/la HA3HAYAIOTCS M OCBOBOKIAIOTCS OT paboTBI MpUKa30M
PEKTOpa YHUBEPCUTETA 110 MPEACTABIEHHUIO HAYaIbHUKA OBIIIEro oT/Iea, COIJIaCOBaHHOMY
C Ha4aJlbHUKOM AY.

2.8 O6s3anHOCTH COTPYAHHKOB OTAENa OHpEeAeNnsioTcs JO/DKHOCTHBIMH
MHCTPYKIHSIMH, YTBEPXKACHHBIMU PEKTOPOM YHHBEPCUTETA.

29 OOwmit oTmen B cBoeil HeSTENBHOCTH PYKOBOJACTBYETCS CJIeAYIOIIUMHU

HOpPMAaTHUBHBIMH H OpraHu3alMOHHBIMU HAOKYMEHTaMHU:

[Tonoxenue 06 obmem otaene — 12.1
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- ISHCTBYIOLIEE 3aKOHO/IAaTENIBCTBO B cdhepe 06pazoBaHus;

- Tpynosoii konexc Poccuiickoit ®enepanun; I'paxnauckuii kogekc PD;

- OenepaneHbiii 3akoH «O6 o6pazoBanud B PoccHiickoii Denepanuu» oT
29 nexabps 2012 romga Ne 273-D3;

-T'OCT P ICO 9001-2011 Cucrema MeHepkmenta kadectna. TpeGoBanus;

-T'OCT P 1.5-2001 «MesxrocynapcTBeHHas CHCTeMa CTaHIapTH3ALAH. Crannaptsl
MEXTOCylapCTBEHHbIE, IpaBWJa W  pPEKOMEHJAlWH IO  MeXroCyaapCTBeHHO

cranfapTuanuy. OOumme Tpe6GOBaHHs K IMOCTPOEHHIO, U3JIOKEHMIO, ODOPMICHHIO U

0003HAYEHUION;

- Yeras JII'TY;

- MHCTpyKIMs 1o fenonpousBoacTBy Muno6pHayku Poccun;

- IpHKasbl, paclopsHKeHUsT peKTopa U HHQOPMalMOHHBIE WM CIIy)KeOHbIe THChMA
IIPOPEKTOPOB YHUBEPCHUTETA,;

- OpraHU3alUOHHBIE TOKYMEHTHl YHHBEPCUTETA;

- Pewenuss VYwuenoro cosera YHHUBEPDCHUTETA II0 Pa3sBUTHIO YHUBEPCHUTETA U

JEATEJIBHOCTH OTOEA.
3 Llesan o0miero oraesa u ero 3agauu

3.1 O6wmit oTnen co3ma ¢ IEIBIO OpraHM3allMH, PyKOBOICTBA, KOODAMHALMH,
KOHTPOJIE U pealu3aluu paboT 10 NOKyMEHTAIMOHHOMY OOGECIEYeHHIO YITpaBICHHUS
YHUBEPCUTETOM.

3.2 JIns TOCTHIKEHUS LEeId OTael peanusyer CIenyrolue 3a1aun:

- IOCTaHOBKA M COBEPLICHCTBOBAHKE JIENIONPOM3BOICTBA B YHUBEPCUTETE;

- Opranusanus MpaBUIBHOrO yY€Ta U PETUCTPAIHH KOPPECIIOHICHIINH;

-~O3HaKOMJICHHE COTPYIHMKOB YHHUBEPCUTETA C pPACIOPSIUTEIBHBIME JOKYMEHTaMH
YHUBEPCHTETA;

-o0ecriedyeHne  KOHTPOJIS 33  BBIIOJHEHHEM  PacCHOPSUTEBHBIX JIOKYMEHTOB
BBILIECTOALIUX OPTaHOB, PYKOBOJCTBA By3a M pabOTOH ¢ 00pallleHUsIMU IPaK/iaH;

-o0ecrie4enre eIWHOrO0 [OpAAKAa JOKYMEHTAL[HOHHOTO O0OecreueHus yIpaBJICHHSI

Tonosxenue o6 oGwem oraesne — 12.1
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YHUBEPCHTETOM.

4 Oynknuu ob6uiero oTaeia

4.1 ®ynxnun ob1ero ormena:
- OpraHu3anus, pyKOBOACTBO, KOOpIMHALMS, KOHTPOJb M peanusanus paboT 1o
JOKYMEHTallHOHHOMY 0OECTICUeHHIO YIIPABIEHUS YHHBEPCHTETOM;
- IPUEM U OTIPABKA KOPPECIOHIEHIHH,
- pacrlpejiesieHde NOKYMEHTOB W 3asBJEHHMH TIpaxaaH IS NOKJIaga PyKOBOJCTBY IO
CTPYKTYPHBIM IOJpA3/e/ICHUsIM, BEJECHHE UX YYeTa, PErMCTPAllU¥ U CHCTEMATHYECKHii
KOHTPOJIb 32 UCIIOTHEHHEM;
- O3HAKOMJICHHE COTPYAHHKOB YHHBEPCHTETA C PACIIOPSANTENbHBIMU, OPraHU3AHOHHBIMH
JNOKyMEHTaMU YHUBEPCHUTETA;
- IPeNICTaBIEHHEe PYKOBOJCTBY YHUBEPCHTETA CBEICHHH) O BOIIPOCAM JEJIONPOM3BOJICTBA
U KOHTPOJIS 32 €r0 MCIOJHEHUEM;
- MeTOIMYECKOE pPYKOBOJACTBO IIOCTAHOBKOH [ENONMPOM3BOICTBA B CTPYKTYPHBIX
MOApasAeIeHUsAX U KOHTPOJIb 3@ €0 COCTOSHHEM;
- pa3paboTka IMpPAaKTHYECKMX PEKOMEHIAUMii [0 palMOHANBHON OpraHW3aluy
JIOKyMEHTO000pOoTa;
- pa3paboTka rabsoHa HOMEHKIATYPBI AeN Ul CTPYKTYPHBIX MOJpa3ielieHui, OKa3aHue
METO/IMYECKOH MOMOIIH ¥ KOHTPOJIb 33 CBOEBPEMEHHBIM YTBEPXKAEHHEM HOMEHKIIATYDbI
AL,
- obecreveHne CBOeBpeMEHHOHl  0OpaGOTKM TNOCTYmAOmed H  OTIPABISEMOil
KOPPECITOHIEHITHH, €€ T0CTaBKa [0 Ha3HAYEHHUIO;
- paboTa 1o perucTpalyH, yueTy, XpaHEHHIO H Mepefade B COOTBETCTBYIOLLINE
CTPYKTYPHBIE IOApA3JIeNeHHs JOKyMEHTOB TEKYILEro JeJIONPOU3BOJICTBA, B TOM YHCIIE
IIPHKA30B, PACIOPSDKEHHH PEKTOpa U MH()OPMALIMOHHBIX CIIy)KeOHBIX MHCEM IPOPEKTOPOB
YHUBEPCHUTETA;
- bopmHpoBaHUe feN ¥ clava UX Ha XPaHEHHE B apXMBHBIH OT/Ie) YHHBEPCHTETE;

= pa3paﬁon<a U BHEIPECHHE HOBBIX TEXHOJOIHYECKUX IIPOIECCOB pa60T1~.1 ¢ TOKyMEeHTaMHu,

[onoxenue 06 oBuwem otaene — 12.1
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COBEPUICHCTBOBAHUE aBTOMATU3UPOBAHHBIX CHCTEM U TEXHOJIOTH (C y4ETOM IIPHUMEHEHHS
CPeIICTB BEIYMCIIUTENbHON TEXHUKH );

- pa3spaboTKa OpraHHM3alHOHHBIX TOKYMEHTOB IO OpTaHH3AILUH JEJIONPOU3BOJICTBA B
YHHBEPCUTETE U UX BHEJPCHUE;

- METOIMHECKOe PYKOBOJCTBO MEIONPOU3BOJCTBOM B IIOJpPA3ZeieHHSX YHHUBEPCHUTETA,
KOHTPOIIb 3a NPaBUIIBHOCTBIO GOPMUPOBAHKS M XpaHEHHU JIell, a TAKKE 3a CBOEBPEMEHHOI
CHoaveu e B apXUBHBIN OTHE;

- NIPOBEJICHUE ayJMTa COCTOSHHS JOKYMEHTOOOOpOTa B CTPYKTYPHBIX MOAPA3IEIeHUSIX
YHUBEPCUTETA;

-pa3paboTKa MpEeUIOKEHHH II0 YCTAaHOBICHHIO HCIONHUTENbCKON MUCIHUIUIAHEL, TI0
UCTIOJIHEHUIO CTPYKTYPHBIMU [OJPA3JEIECHUAMU MOpPYyYeHUH, O 3aciyllMBaHWH Ha
COBEINAHMAX PYKOBOAUTENEH CTPYKTYPHBIX IOJPA3[elieHuil U OTHEIbHbIX CHEIHAIUCTOB,
JOIyCKAIOILKX MPOCPOYKY B HCIIOJHEHUHU PELIeHHH U MOPYYEHHIA;

-paspaﬁoTKa U obOecrneueHue peXuMa JOO0CTyna K JOKYMCHTAllMM W MCIIOJIb30BaHUS

UH(pOpMaNuK, coaepxKaliencs B Heil.
S IIpoueccnl moapasaeieHus

HesiTenpHOCTS 00IIero 0TaeNa OTpaXKeHa IIPOIeccaMy PyKOBOJCTBA, IPOLECCaMH
KHM3HEHHOT'O IIMKJIA, IMPOLeCCaMi M3MEPEHHs, aHATN3a M YIIy4lLlIeH s, 00eCIe nBarOIIMMHE
npoueccamu. Hanbounee monnas unpopmanus o mporeccax orpaxensl B [lepeune
nporueccos obuero otaena (Ilpunoxenuu B). B cooTBeTcTBHY ¢ 3THM HepedreM
paspabaTbiBaeTCs MaTpUIa aTpUOyTOB MPOLECCOB OT/ENA, B KOTOPOil OMPEeIeISIOTCS:

- L[EeJIH TIPOIIECCOB;
- BXOJIBI ¥ BBIXO/IbI IIPOIECCOB;

- KPUTEPUH PE3YJIbTaTUBHOCTHU ITPOLIECCOB.
6 IliannpoBanue padoT U OTYETHOCTH

6.1 IlnanupoBanme paboT, colepkaHWEe W CPOKM TpENCTaBIEHHS MAaTepUATOB

OOIIMM OTAENIOM B JpyrHe CTPYKTYPHBIE MOIpas/ielieHds YHMBEPCHTETA NPHBEICHbI B

[NonosxeHune 06 obwem otaene — 12.1
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IIpunoxenun B.

7  BsaumopeiictBue o0mero oTgesia ¢ MOApPAa3deCHHSIMH

YHUBCPCHUTETA H CTOPOHHUMH OPraHU3alUAMHU

7.1 OOmmi oTnen B3aUMONCHCTBYET M pEryJMpPyeT CBOH OTHOIUCHHS C
PasIM4HBIMU CTPYKTYPHBIMH IOJpa3/IeJICHUsIMA YHUBEPCUTETA B COOTBETCTBHHU ¢ YCTaBOM
AL'TY,  cTpykTypodi = yHMBepcHTeTa,  OpPraHHW3allMOHHO-PACIIOPSNUTENHHBIME W

HOPMaTUBHO-IIPABOBBIMH IOKyMeHTaMH yHUBepcuteta ([Ipunoxenue I).

8 VYmnpasienue o0muM oTae0mM

8.1 PykoBONCTBO OT/ZENOM  OCYINECTBISET HAYAIBHMK OTHENa, KOTOPBIf
HETIOCPE/ICTBEHHO MMOAYHHACTCS HAYaIbHUKY AJIMHHHUCTPATHBHOIO yIIPABIIEHUS.

8.2 HavanpHuK 00Iero ormena Ha3HAYAETCS Ha JOHKHOCTH M OCBOOOXKIAETCS OT
AOJDKHOCTH B YCTaHOBJICHHOM JNEHCTBYIOIMM TPYJOBBIM 3aKOHOAATETLCTBOM MOPSIIKE
npukaszoM pekropa HI'TY, mo mpexncraBneHuio HayalibHUKA AJIMHHHCTPATHBHOTO
yIIpaBICHUS.

8.3 Ha pomkHOCTH, HayajgbHUKA OOIIEro OTHENla HAa3HAYaeTCs JIULIO, HMEIoIIEee
BBICIIIEE MPOpeCCHOHaTbHOE 00pa3oBaHue U CTaX paboTsl 0 MPOMHUIIIO OT/ENa He MeHee
S ner.

8.4 HavalbHUK OTHENa OpraHu3yeT paboTy mo obecleyeHHio JOKyMeHT0000poTa B
YHUBEPCUTETE U HECET OTBETCTBEHHOCTH 34 Ka4€CTBO M CBOEBPEMEHHOCTH BHINIOJIHEHUS
BO3JI0)KCHHBIX HacTosuM [lonoxxenuem 3amad u Gpyskuuii otaena.

8.5 B meproJ BpeMEHHOIr0 OTCYTCTBHSI HAYaJIbHUKA OTAENa ero 00A3aHHOCTH MOTLYT
OBITH BO3JIOKEHBI Ha JPYroro COTPYIHHMKA OTAENA, IO COTJIACOBAHUIO C HAYAIBHUKOM
AJIMMHHMCTPaTUBHOI'O YIIPaBJICHHS.

8.6 PaboTHHMKHM OTHeNa HA3HAYAIOTCS U OCBOOOXKIAIOTCS OT paboTel TpUKA30M

PEKTOPpa YHUBEPCUTETA MO MPEJCTABICHUIO HAYAJIbHUKA ob1ero oTaecla, coriaCcoBaHHoOMY

C HAYaJIbHUKOM aJMUHHCTPATHBHOIO YIIPaBJICHHS

[onosxenue 06 obwem otaene — 12,1



Penakims 2

CMK JII'TY TTosi0:xenne 06 o6imem oTaene ctp. 10 13 29

8.7 OO6s3aHHOCTH, TpaBa, OTBETCTBEHHOCTh COTPYAHHKOB OTIENa OIIPEAEIISIIOTCS
AOJDKHOCTHBIMY MHCTPYKLUSIMH, YTBEPIKIECHHBIMH PEKTOPOM YHHBEPCHTETA.

8.8 CTpyKTypy M mITaTHOE pacmucaHue O6IIero oTaena yrBepxmaer pexrop AI'TY,
HCXO[ST M3 YCIIOBUH ¥ OCOOCHHOCTEH NEATENBHOCTH YHHBEPCHTETA, IO NPEICTABICHUIO

HadaJIbHUKa o00I11ero OTA€Nla, COrjJIaCOBaHHOMY C Ha4YaJlbHUKOM aJIMUHHUCTPATHBHOI'O

ynpaBJ]EHHSI
9 OTBeTCTBEHHOCTH

9.1 OTBeTCTBEHHOCTh COTPYAHHKOB OOIIEro OTAeNa YCTAHABIMBACTCS HX

AOJDKHOCTHBIMUA UHCTPYKIIUSIMH.

9.2 OTBETCTBEHHOCTP 3a HajUIeXKallee H CBOEBPEMEHHOE BBINOJIHEHHE (QyHKITHIA,

HPpEAYCMOTPEHHBIX HACTOAIIUM ITOJIOKECHHEM, HECEeT HAYAJIbHUK 0611.161"0 oTaesa.

9.3 Ha nHavanbHuKa 0OIIEro OTaesia BO3JIaraercs [IEPCOHAJIbHAS OTBETCTBEHHOCTD
3a:

- OCYIIECTBIIEHHE PYKOBOJACTBA U KOOD/MHAIMIO [ESITELHOCTH pabOTHUKOB 0OIIEro
OTJe/1a, KOHTPOJIb 3a J106POCOBECTHBIM HCIIOJIHEHHEM HMH CBOUX 0OS3aHHOCTEIA.

- obecrieueHne CBOEBPEeMEHHOH 06pabOTKH mOCTynaroued u OTIIPaBIIsIEMOM
KOPPECIOHACHIIMH, €€ PACCHIIKY IT0 HA3HAYEHHMIO 110 CTPYKTYPHBIM [OAPa3/ie/IeHISIM.

- OCYLICCTBIICHMEM KOHTPOJII 3a CPOKaMM MCIIONHEHHs JOKyMEHTOB H WX
IIPaBUIILHBIM O()OPMIIEHUEM.

- OCYIIECTBICHUEM KOHTPOJIS 33 IPABHIIbHOCTBIO H CBOGBPEMEHHOCTHIO 0(OPMIICHHS
PacIopsAUTENIbHBIX TOKYMEHTOB [10 YHHBEPCHTETY.

- Pa3paboTKy HMHCTPYKLMH IO BEICHHIO [EJIONPOM3BOJACTBA B YHHBEPCHUTETE M
OpraHu3allUIO €€ BHEIPEHHUS.

- OCYyLICCTBIIEHME  METOIUYECKOr0  pPYyKOBOACTBA  JEJIONPOM3BOACTBOM B
MOApa3ACNCHHUSIX YHUBEPCUTETA, KOHTPOJIb 3a MIPaBHJILHEIM (POPMHUPOBaHUEM, XpaHEHHEM,

M CBOCBPEMEHHOH claduell Nel B apxuB, MOATOTOBKY CIPABOK O COOJIONEHHU CPOKOB

HCIIOJIHEHUA TOKYMEHTOB.
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- y4acTHe B IOJTOTOBKE CO3bIBAEMBIX PYKOBOJICTBOM COBEINAHHUil, B 0hOpMIIEHHH
KOMaHMPOBOYHBIX OKYMEHTOB, PErMCTpAllMM JIUIL, NPHOBIBIINX B KOMAaHAWPOBKY B
YHUBEPCHUTET.

- obecrieyeHre COOTBETCTBYIOIIEIO pEeXUMa IOCTyla K JOKYMEHTaM |
UCIIOIb30BAHUS HHPOPMALIUH, CONEPIKAIIENCS B HUX.

- paspaboTKy M OpraHM3alMIO TIPOBEIEHUS MEPOINPHUATHH MO  yIIy4IICHHIO
JeSTeIbHOCTH OOIIEro OT/ea.

- IIpOBeZieHHe paboThI 10 3aluTe HHOOPMALUK, COCTABISIOIIEH TOCYAapPCTBEHHYIO,
KOMMEPYECKYIO U CIykeOHYIO TaliHy.

- BeJICHHE yJeTa nevaredl ¥ ITaMIOB YHUBEPCUTETA.

- OPraHU3aIHI0 PaOOTHI IO pacreyaTbIBAHUIO M PACCHUIKE CITY/)KEOHBIX JOKYMEHTOB.

9.4 Marpuna pacnpesielieHHss OTBETCTBEHHOCTH COTPYJHHMKOB OOIIero ormena

npezcrasieHa B [Ipunoxenun /1.

10 OGecneyenue ycaoBuii Tpyaa U 6€30NMacHOCTH MEPCOHAJIA

10.1 Ilpurnmaemble Ha paboTy B OTAEN JMIA HMPOXOST B YCTAHOBIEHHOM IOPSIIKE
BBOJZIHBIM HHCTPYKT@X, KOTOpBIH MPOBOMMTCS CHELHATHCTAMH 110 OXpaHe Tpy[a; KpoMe
BBOZIHOTO ~HMHCTPYKT@Ka MEPBUYHBIA MHCTPYKTXK Ha pabodeM MecTe, IOBTOPHBIN
BHCIUIAHOBBIN U LI€JIEBOM HHCTPYKTAXKH (KaK/IbIE ITOJIr0/1a)

10.2 VYcnosus Tpysa coTpymHMKOB 0OImero otiena peryiaupyrorcss KomieKTHBHBIM
foroBopoM, IlpaBuiamu BHYTPEHHEro pacropsiika YHUBEPCHUTETa, NPHKAa3aMH M JPYTHMH
JAOKYMEHTaMH, PErJIaMEHTHPYIOIIAMH JIeSTEIbHOCTh YHUBEPCUTETA.

10.3 3a nannexamee obecrnedenue 6e30MaCHBIX YCIIOBHH, MOKAPHOI 6GE30MaCHOCTH U
BBINIOJIHEHUE MPOTHBONOXAPHBIX MEPOIPUATUH B 3aKpelJIeHHBIX 3a MO[pa3eieHHeEM

TIOMECLICHH X I'[epCOHaJ[BHYTO OTBETCTBCHHOCTE HECET HAYAIIbHHUK 061.[[61"0 oTaena.
11 Cucrema MeHEKMEHTA KauecTBa 001ero oTae/ia

11.1 Peaym3arust 31eMEHTOB CHCTEMBI MEHE/DKMEHTA KA4€CTBA OCYIIECTBISIETCS [TyTEM

MOANCPXKAHMUS B AKTyaJIM3MPOBAHHOM COCTOSHHH JIOKYMEHTAIMK OOIIEro oTaeNa.
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CMK II'TY IMonoxenue 06 o6wem oraene

112 B oOumem oraene NpHHATHI OCHOBHBIE JOKYMEHTBI CHCTEMBI MEHEDKMEHTA

Ka4ecTBa:

- 11eJIM B 00J1aCTH KayecTBa OT/ENa;

- IUTaH MEPOTIPUATHIA T10 pealld3aliy 1eseil B 00J1acTu KayecTBa OTaeNa;

- IIEpEYeHb MPOLIECCOB OT/IENA;

- MaTpHIla aTpHOyTOB MPOLIECCOB OTENA;

- MaTpHIa pacnpeeNieHis] OTBETCTBEHHOCTU COTPYIHUKOB OTIesa

- aHamm3 QysxuuonupoBanust CMK otiena B Buzie otuera.

11.3 Ouenka 3pheKTHBHOCTH U pe3yNbTATHBHOCTH CHCTEMBI MEHEKMEHTA KadecTBa
OCYIIECTBIISCTCS HAYAIBHUKOM OOIIEro OT/eNa M PEerHCTPUPYETCs ayIUTOPAMH B XOJIE
BHYTPEHHHMX TpPOBEPOK. IIpx 5TOM OLEHHBAIOTCSA: COOTBETCTBHE CHCTEMBI MEHEIDKMEHTA
kagectBa Tpebosammam I'OCT ISO 9001-2011; MoHMTOpHHT YZIOBJIETBOPEHHOCTH
NOTpeOuTENeH; IPHHATHE Mep MO0 KOPPEKTHPOBKE HECOOTBETCTBHI CHCTEMBI MEHEKMEHTA
KauecTBa Ha YPOBHE MOJpa3/esIeHH sl

11.4 Havyanenuk o6imero oraena eXerogHo MPOBOIMT aHAIN3 Pe3yIbTATHBHOCTH
¢Gynkunonuposanus CMK B orzene, npeicraBiser ero B BHAE OTYETa B LEHTp
MEHE[DKMEHTa Ka4decTBa, pa3pabaThiBaeT MNEpCHEKTHBHBIA IUIAH MEpONpUATHI Mo

COBEPHICHCTBOBAHHIO AEATEIILHOCTH, IIPUHATHIO KOPPEKTHPYIOILIHUX H OpenynpexKaarnInx

IOEeUCTBUMA.
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Ipunoxenue A
OpranuzanMoHHast CTPYKTypa o01ero ot/iea
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Ipunoxenne b
Ilepeyens nponeccon obmero oraena
Ne I'pymma
Ha3zpaune npouecc IMoan Ch!
siire S a3BaHHe mpouecca O/IIIPONeCCHI
" Onpenenenne neneit o6mero otena B o6aacty
=) KayecTsa
Q
g Pacripenernenue otsercTBenHOCTH H
S [OJIHOMOYHH B 001IEM OT/E e
=
1 = AHanm3 pesyibTaToR MPOLECCOB U3MEpPEHHs U
3 HPHHSTHS PENICHHH
]
B PasButhe crcTembl MenemkMenTa kauecTsa,
= TIOBBILICHUE €& MPUTOAHOCTH U
Pe3yJIbTaTUBHOCTH
Opranusanusi, pykoBoacTso,
Yupasnenue nokymenranueii B YHUBEPCHTETE | KOOP/JMHAINS, KOHTPOJIb U
2 peausanus pador o

Hpoueccu KU3HCHHOTO 1TMKJIA IIPOIYKITHH

JAOKYMEHTAIIHOHHOMY
obecnieyennto ynpasienus
YHHUBEPCHTETOM

Paspaborka mpaxtuueckux
PEKOMEHTALMMN 10 palHOHATBHOIN
OpraHM3aluyu J0KyMEHT0060poTa

IIpuem u ornparka
KOPPECHOHICHIIUH

Pacripenernenve noxymenton u
3asBIICHUN TPaXJIaH Ul JOKIaa
PYKOBOZICTBY H IO CTPYKTYPHBIM
NOJIpa3JIeIeHHUsIM, BEICHHE UX
y4yeTa i perucTpaiuu

OsnakoMneHne coTpyqHuKOB
YHHBEPCHTETA C
PacmopsIUTEeILHBIMHA U
OpraHMU3alluOHHBIMH
JOKYMEHTaMH

lIposenenue ayanra coctosnus
AOKyMeHT0060poTa B
CTPYKTYPHBIX IIOApa3/IeIeHHSX
YHHBEpCHTETa

Ilpencrasnenne pykoroncray
YHHBEPCHUTETA CBEJIEHUH 110
BOIIPOCaM AEJIONPOU3BOCTBA H
KOHTPOJIA 32 HCITOJIHEHUEM
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Paspa6orTka ma6iona
HOMEHKJIATYPHI JIeJT JIst
CTPYKTYPHBIX MOJIpa3/ie/icHH,
OKa3aHHe METOJAMYECKOH IIOMOIIH
U KOHTPOITb 338 CBOEBPEMEHHBIM
YTBEPKICHHEM HOMEHKIIATYPhI
nen

Metomideckoe pykoBoacTBO
IIOCTAHOBKOMH JeI0npon3BoICTRA
B CTPYKTYPHBIX MOZApa3IeIeHHIX
YHHBEPCHUTETA ¥ KOHTPOJIb 3a €ro
COCTOSTHUEM

OGecrieuenne CBOEBPEMEHHOM
00paboTku  moctynalomei  u
OTIPABIISIEMOH KOPPECIIOHACHITHY,
€€ JIocTaBKa 10 Ha3HAYEHUIO

Pabora no perucrpanum, yuery,
XPaHEHHUIO U Ilepeaaye B
COOTBETCTBYIOIINE CTPYKTYPHBIE
NOJIpa3IeNICHHS JIOKYMEHTOB
TEKYIIEro Ae/IONPOU3BOACTBRA, B
TOM YHCIIE IPUKA30B,
pacTiopsuKeHUi pekTopa u
HH()OPMAITHOHHBIX CITYKEOHBIX
IIKCEM IIPOPEKTOPOB
YHHBEpCUTETA

@opMupoBaHue 1€ U Cla4a WX Ha
XpaHCeHUE B apXHUBHBIN OTIIEN
YHHUBEPCHUTETA

PaspaboTka u BHeIpeHHE HOBBIX
TEXHOJIOIMYECKUX MTPOLIECCOB
paboTEI ¢ JOKYMEHTAMH,
COBEPIIEHCTBOBAHUE
aBTOMATH3UPOBAHHBIX CHCTEM M
TEXHOJIOTHH (C ydeToM
[IPUMEHEHHUS CPEICTB
BBIYHCIIATEIbHOH TEXHUKH)

Pa3pa6otka opranmusanoHHbxX
JDOKYMEHTOB 10 OpraHU3anuu
JIeJIONPOM3BO/ICTBA B
YHHBEPCHTETE H HX BHEAPCHHUE
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Mertoudeckoe pykoBoaCTRBO
JIeIOIPOU3BOICTBOM B
[OZIpa3/INICHUSAX YHHBEPCHTETA,
KOHTPOJIb 34 IIPAaBUIBHOCTHIO
(opmupoBanus u xpanenus gei, a
TaK¥Ke 32 CBOEBPEMEHHOM ciaueii
JIENI B apXUBHBIH OTJEN

PaspaboTka npemioxenuii mo
YCTaHOBJICHHIO HCIIOTHUTENBLCKOMH
JHCUHUIUTUHBL, 10 UCITOJIHEHHIO
CTPYKTYPHBIMH MOApa3IeIeHUIMHU
TIOPY4YCHHHM, O 3aCTyINHBAHHH Ha
COBCHIAHUAX PYKOBOIUTEIIEH
CTPYKTYPHBIX ITOJIpa3AcIeHU U
OTJCNBHBIX CIEIHATHACTOB,
JOIYCKAIOUIMX MMPOCPOUKY B
UCIIOJTHEHUH PEUICHHH H
MOpPYYEHHU U

PaspaGotka u oGecnevenne
peXHMa JIOCTYIa K JOKYMEHTALHA
M HCIOJB30BaHus HHpOpMauy,
coaepaKameiics B Held.

IIponieccer u3Mepenus, aHamH3a 1

YJIyYIeHUs

Mownutopunr YJAOBJIETBOPEHHOCTH
norpeburenei

Texymuit MoHUTOPHHT
YAOBIETBOPEHHOCTH BHYTPEHHHX
norpeduresnei
(ysxkumonupoBanus npouecca
YTIpaBJIeHUs] JOKYMEHTAIUeH B
YHHBEPCHUTETE

MoHuTopuHr
YAOBIECTBOPEHHOCTH BHYTPEHHUX
notpeburesneit paboroit ormena

AHaIN3 TaHHBIX

AHaIM3 JaHHBIX 110 pe3yJIbTaTam
BHEIIHUX, BHYTPCHHUX AyJAHTOB
AHanmu3 GpyHKIHOHHPOBAHHUS
CMK

YipaBiieHre HECOOTBETCTBHAMMU

BrlBrieHHEe HeCcOOTBETCTRHIA,
KOPPEKTHPYIOIUE JEeHCTBHS,
npeaynpexuaronue JeHcTBas

ObecneunBarorye nmpoueccs

MarepuansHo-TexHuueckoe obecneyenue

BersBnenne norpebHocTei
oTAena, ohopMIIEHHE 3asBOK

[Tonepxanue B paGouem
COCTOSIHUH 00OpyIOBaHUS
OPI'TEXHHKH H JIp.

Yupasnenue nu(OpMaUHORHO# cpexoii

MojiepHu3amus nporpaMMHOro
obecreveHus: BLIYHCIIUTETBHOM
TeXHHKH

Ynpasienne kanpamu

Pacnipenenenne orseTcTBEHHOCTH
H MOJIHOMOYU M
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IloBenmenne kBanudukanmu
COTPYAHUKOB

MOTHB&HH}I H CTUMYJIHPOBAHHE

DopMHpOBaHUE KaIpOBOTo
pesepBa

YIpaBieHre OKyMeHTAaIHeH

Xpauenune

Unentuduxkanus

AKTyanu3amus

YTunmusauus ycrapesieit
JIOKYMEHTAIHH

Oxpana Tpyna u BX]J]
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Ipunoxenne B

MaTepuansl, HOAroTaBIMBAEMbIe 00IIMM 0THE/IOM, U rpaduK X

NpEeACTaBJICHHUS B MOApPAa3ae/IeHUA YHUBEPCUTETA B Teue

roga
HaumenoBanue
Cpox
HaumenoBanune matepnana T NoApa3/ieIeHusl, Kyaa
P NpPeICTaBIseTCs
1 2 3
1. SIluBaps
1.1 TaGems yuera paGodero Bpemeru 25.01 OTIeN TpyAa U 3apaboTHOMH
ILJTaThI
1.2 3asBku Ha nproGpeTenue HMHBEHTAaps, 2301 ITpopextop mo AXP
000pyI0BaHuUs, paCXOIHEIE MaTepHAaIbI
2. ®eppaisn
2.1 Tabens yyera pabGoyero BpeMeHu 25.02 OTJeN Tpy/1a U 3apaboTHOMH
TUIATEI
3. Mapr
3.1 TaBens yueta pabodero Bpemenu 25.03 OTIEeN TpyJa u 3apaboTHOI
ITATHI
4. Anpens
4.1 Tabenn yyera paGouero Bpemenu 25.04 OTJeN TpyJa U 3apaboTHOI
IUTAThI
5. Maii
6.1 [llabnon HOMEHKIATYPHI AeIT 115 10.05 CTPYKTYpHEIE
CTPYKTYPHBIX [OJpa3/eIeH i, paboTaromumX 1o noJpa3aeneHus,
y4ebHOMY romy paboTaromue o yuebHoMy
5.2 Madopmarmonsoe mHCHMO 0 crade 15.05 Bee monpasnenenus,
HOMEHKJIATYPBI JIe]T CTPYKTYPHBIMU paboTaromye 1o yueGHomy
HOApa3saeICHUAMY, pPabOTAKOLIUX 110 y4eGHOMY roay
roxy
5.1 TaGens ydera paGodero BpeMeHu 25.05 OTZeN TpyJaa U 3apaboTHOMH
IIATHI
6. Uonn
6.2 Tabenp ydera pabouero BpemeHu 25.06 OTIIen Tpy/la u 3apaboTHO
ILTATHI
7. Hroan
7.1 TaGesnb yuera paGouero Bpemenu 25.07 OTJe] TpyJa U 3apaboTHOH
I1aThl
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8. ABryer
8.1 Tabens yuera paGouero Bpemenu 25.08 OTHeN Tpy/aa u 3apaboTHO
I1aThI
9. Centsibpn
9.1 IllaGoH HOMEHKIATYPBI €1 I 10.09 CTPYKTYpPHBIE
CTPYKTYPHBIX IIOJIpa3/ieNIeHuid, paboTaOMmuX Mo HOJIpa3IelIcHH s,
KaJICHTApDHOMY IOy paboraromue mo
EATATTANIINMY TOOY
9.2 UndopManuoHHOE THCHEMO 0 craue 15.09 Bce nonpasnenenus,
HOMEHKJIATyPHI JIE]T CTPYKTYPHBIMH paborarorue 110
NOJpa3iesIeHusIMH, paboTaroLIHX 110 KaJICHJADHOMY IOy
KaJICHIApHOMY TOJLy
9.3 Ta6ens yuera paGouero Bpemeru 25.09 OTIiell Tpy/ia U 3apaboTHOH
ILTaThI
10. OkTa6pn
10.1 Tabens yuera pabouero Bpemenu 25.10 OTJeN TpyZda u 3apaboTHOH
IUIATHI
11. Hosi6ops
11.1 Tabens yuera pabouero Bpemenu 25.11 OTHeN TPyAa U 3apaboTHOH
TUIATHI
12. Jlexadps
12.1 I'paduik otmyckos 1512 OK
12.2 Tabens yuera paGouero Bpemenn 25.12 OTHeN Tpy/Aa U 3apaboTHOMH
IUIATHI
12.3 e B obnacty kavecTsa u ran Jo 30.12 Llentp Menemxmenta
MEPOIPUSTHH 110 UX JOCTHIKEHHIO KayecTBa
12.4 Oruer o dyrkunonupopannn CMK B o 30.12 LlenTp MeHemKMeHTa
otaene KayecTBa
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]

Ipuiaoxenue I

B3aumopeiicTBue o6mero otaena ¢ TOIpa3/ieJIeHHSIMH YHHBEPCHTETA H CTOPOHHUMH
OpraHH3amUsIMH

Hoapasxenenne moayqaer

Ilonpasenenne mepenaer

Buper pabor, nokymenros, Ilepuoauunocts Bunsr pabor, noxymenTos, Ilepuoauynocts
MaTe€pHaJIbHEIX IIEHHOCTEelH MaTepHaIbHBIX IEHHOCTEH
1 2 3 +
1 B3aumozeiicteue ¢ pykoBocrom YHHBEpCHTETA
1.1 Iocrynaromue u 1.1 Komnuu noctymnarommx
OTIIPABIISIEMBIE JOKYMEHTEI, OKYMEHTOB, CITYXKeOHBIX
p A €XXETHEBHO AR o B0y 5 €XKEIHEBHO
CILy)KeOHBIE 3AIIMCKH C 3allHCOK C pe30IIoLHueit
C30/IIOIIHEH peKTOpa peKTopa
1.2 Konuu npukasos,
1.2 ITpoekTsr npukasos, .
. PacTopshKkeHuil pekTopa
PaCIOpPsDKEHHH peKTopa 1
HH(POPMAIHOHHBIX,
HUH(BOPMAIHOHHBIX U €XKETHEBHO €XKETHEBHO

CIYKEOHBIX IHCceM
IPOPEKTOPOB YHUBEPCHTETA

CIIy’KeOHBIX IHceM
IIPOPEKTOPOB YHUBEPCHTETA
(B 5JIEKTPOHHOM BHIE)

1.3 Opranusanuonnsie
JIOKYMEHTBI

10 Mepe pazpaboTku
U aKTyanu3amnuu

1.3 Konuu
OpraHHU3alMOHHBIX
JOKYMEHTOB (B
CKaHHPOBaHHOM,
3JIEKTPOHHOM BH/IE)

10 Mepe pa3paboTku
U aKTyallu3aiuu

1.4 CnyxeGHble 3anuckn ITo mepe 1.4 Cnyxe6uble 3amucku Ilo mepe
HE0OX0UMOCTH HE0OXoMMOCTH
1.5 O6opynoBanwue, me6ens, | Io Mepe 1.5 INevarusie n3nanus, ITo mepe
BBIYHMCIIUTENIbHAS TEXHUKA, | HEOOXOIUMOCTH I03/1paBUTEIbHEIE aipeca HOCTYILIEHUS
OPITeXHHKA, KAHIITOBAPHI H
PacXoHbIe MaTepHaIIbI
1.6 3asBku Ha [To mepe
npHoOpeTeHHe HEOOXOUMOCTH
obopynoBanus, mebenu,
BBIMHCITUTEILHOH TEXHUKH,
OPTTEXHUKH, KAaHIITOBAPOB U
PAacXO/IHBIX MaTEPHAJIOB
1.7 3asiBka Ha BeIIEIeHHE ITo mepe
aBTOTpPaHCIIOPTA JUIs HEO0OXO0IUMOCTH
OTIPaBKHU IIOYTOBOM
KOPPECIIOHICHITUH
1.8 3asBxu Ha 3anpaBky Ilo mepe
KapTpHJIKEH, Ha PEMOHT HEOOX0IMMOCTH

OPITEXHUKH
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2. Bsaumopeiicteue ¢ [IOY u Oyxraarepuei
2.1 JlokymeHTHI Ha eXEIHEBHO 2.1 CiayxeOHble 3amucKu ITo mepe
OTIPABKY MOYTO HEOOX0MMOCTH
2.2 Konuu moctynaommx ITo mMepe
JIOKYMEHTOB, CIIyKeOHBIX MOCTYTIICHHS
3alHCOK C PE30JIIOITHEN
peKTopa
2.3 Konuu nipukasos, €XKEeTHEBHO
PacrnopsbKeHHN pekTopa
MH(OPMAIHOHHBIX,
CITy2KeOHBIX TTHCEM
IIPOPEKTOPOB YHUBEPCHUTETA
(B SJIEKTPOHHOM BH/IE)
2.4 Konnu ITo mepe
OpraHu3alHOHHEBIX pa3paboTku u
JIOKYMEHTOB (B aKTyaJlu3aIuu
CKaHMPOBAHHOM,
SJICKTPOHHOM BHJIE)
2.5 llevarnble u3nanus, ITo mepe
MO3/IpaBUTENIBHbIE ajipeca [IOCTYTIIICHHUS
3. Bzaumoseiicraue ¢ A/IMAHHCTPATHBHBIM YIPABJICHHEM
3.1 JlokymeHTHI Ha €XKETHEeBHO 3.1 Konuu npukasos, €XEIHEBHO
OTIPaBKy MOYTOH PaCIOPsIKEHHH peKTopa
HH(POPMAIMOHHBIX,
CILyKeOHBIX MHceM
NPOPEKTOPOB YHUBEPCHUTETA
(B 3ekTpoHHOM BHjIE
3.2 [IpoexTsl mpuKazos, €XKEJIHEBHO 3.2 Konun ITo mepe
pacropsKeHui pekropa, OpraHU3aIMOHHBIX pa3paboTKu u
UH(OPMAIHOHHEIX | JIOKYMEHTOB (B aKTyalnu3aiuu
City:)KeOHBIX Mmucem CKaHUPOBaHHOM,
IPOPEKTOPOB YHHBEPCHTETA SJICKTPOHHOM BHJIE)
3.3 Ileuarnsle u3ganns, ITo mepe
NO3paBHTENIBHbIC aapeca MOCTYIUIEHHS
3.4 I'paduk oTmyckoB €XKEroIHO
3.5 JloyokHOCTHBIE ITo mepe
HHCTPYKIHH pa3paboTKu u
aKTyalu3alnu
3.6 lena o Homenknarype | Ilo Mepe
B COOTBETCTBHH CO CPOKAMH | HEOOXOIHMOCTH
XpaHEeHHs
3.7 Jluctku [To mepe
HETPYI0CTIOCOOHOCTH HOCTYTUICHHS

[onoxenue 06 obuem otaere — 12.1




CITy)KeOHBIX mucem
MPOPEKTOPOB YHHBEPCHTETA

CITyX@€eOHBIX MmuceM
IPOPEKTOPOB YHHBEPCHTETA
(B smexTpoHHOM BHJIC)

Penakius 2
CMK II'TY ITonoxenue 06 o6imem orrese etp. 22 w3 29
3.8 Onucu Ha nena €XKETrOHO
MIEPEAAHHBIE B APXUB, AKThI
O BBIZIC/ICHHH K
YHHYTOXKEHHIO
3.9 Cnyxe6npie 3anuckn ITo mepe
HeobxoMocTH
4. Bzaumopeiicreue ¢ $uananamn, NpPeICTABHTEILCTBAMHA
4.1 Ilpoekt HOMEHKJIATypBI €XKETOTHO 4.1 Konwuu nocrynarommux €XKEHEBHO
Jen NOKYMEHTOB, CIIyKeOHBIX
3aIIHCOK C Pe30JIIoueii
peKTopa
4.2 [TpoekTsl NpuKasos, ©XKETHEBHO 4.2 Konmw mp SO
PacIopsHKEHUH peKTopa u PREIOPIESHI PekTOpa
UHGOPMAITHOHHBIX 1 UHGOPMAHOHHIX, €KeIHEBHO

4.3 ITpoexTsr
OpraHU3allHOHHBIX
JOKYMEHTOB

110 Mepe pa3paboTku
H aKTyaIH3allu{

4.3 Konun
OpraHM3alMOHHBIX
JOKYMEHTOB (B
CKaHHPOBAaHHOM,
SJIEKTPOHHOM BHJIE)

110 Mepe pa3paboTku
U aKTyalau3anuu

4.5 Ileyarnsie H3JIaHuS,
MO3/IpaBUTENBHBIE ajipeca

ITo mepe
MOCTYILIEHUS

4.6 YrtBepxnennas

HOMeHIUIaTypﬂ JET

CIKETOAHO

5. Bsaumopeiicreue ¢ IOpHanYecKoii cayk60ii

5.1 JTokyMeHTHI Ha
OTIPaBKYy MOYTOM

CHCTHEBHO

4.1 Konuu TIOCTYNAIOIIHX
AOKYMEHTOB, CIIyKeOHBIX
3aITHCOK C Pe30JTIoIHei
peKTopa

CHKETHEBHO

4.2 Konuu nprkazos,
pacropsukeHu pexTopa
MH(OPMAIMOHHBIX,
CITy)Ke€OHBIX TIHCeM
IIPOPEKTOPOB YHHBEPCUTETA
(B 37IeKTPOHHOM BHIE)

CHHCOHEBHO

4.3 Konun
OpraHu3aHOHHBIX
JOKYMEHTOB (B
CKaHHPOBAHHOM,
3IEKTPOHHOM BHJIE)

0 Mepe pa3paboTku
U aKTyalIu3auu

L

4.5 IlevatHrpIe H3IaHuA,
[03/IpaBHTENbLHEIE aipeca

ITo mepe
HOCTYIUIEHUS
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’7 4.6 IpoekTsl 1puKazoB o ITo mepe
OnaromapuocTu HeoOXoauMocTH
COTPYHHUKAM H O
MPUBIICYECHUH
JHCLHILTHHAPHOM
OTBETCTBCHHOCTH

6. BzaumopeiicTBue ¢ npodgcorw3Hoii opranmzanmeii COTPYAHHKOB

5.1 JlokyMeHTE! Ha
OTIIPABKY ITOYTOMH

CIKECTHEBHO

4.1 Konuu noctynarormux
MOKYMEHTOB, CIIy)KeOHBIX
3aIIHCOK C Pe30JTIOIHEH
peKTopa

CIKCIHEBHO

4.2 Konnwu npukasos,
PacnopspDKeHUM peKTopa
HHAOPMAIHOHHEIX,
CIIyKeOHBIX MHCcEM
IPOPEKTOPOB YHUBEPCHTETA
(B anexTpoHHOM BHJIE)

CHKEIHECBHO

4.3 Kornu 10 Mepe pa3paboTku
OpraHM3alHOHHBIX U aKTyaau3alnuu
JIOKYMEHTOB (B
CKaHMPOBAHHOM,
JIEKTPOHHOM BHIE)
4.5 IlevarHsle u3gaHus, Ilo mepe
H037paBUTENBHBIC ajipeca MOCTYILICHUS
4.6 IIpoekTs! mpuKazoB o ITo mepe
OnaromapHocTu HeoOXxouMoCTH
COTPYAHHUKAM H O
IPUBICYEHUU
JUCLHUIIMHAPHOK
OTBETCTBEHHOCTH
7. B3aumopeiicTBue ¢ IlenTpom MeHemRMenTa KavecTBa

7.1 Marepuanst CMK ITo mepe 7.2 Otuer o €XKEroaHo

ATy pa3paboTku bynknuornposannn CMK
oTzAeNa
7.3 Ilnan xoppextupyromux | Io Mepe
MEPOIIPHSITHIA ITOCIE HEoOX01uMoCTH

IIPOBE/ICHHSI BHYTPEHHET O
HJIM BHELTHETO ayauTa

8. Bzaumojeiicrue co Beemu CTPYKTYPHBIMHA HOAPa3/eJIeHHSIMH YHHBEPCHTETA

8.1 IIpoexTs! npukasos,
PAacopsKEHHH peKTopa u
HH(OPMaIHOHHBIX U
CILyKeOHBIX mucem
NPOPEKTOPOB YHUBEPCHTETA

CIKECITHEBHO

8.1 Konuu nocrynarommx
JOKYMEHTOB, CITYXKeOHbIX
3aIHCOK C Pe30ITIoNHeH
pekTopa

CXKEIHEBHO
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CMK II'TY Ionoxenne 06 ob6mem oraene < J
8.2 IpoexTsr 10 Mepe paspaboTKy 8.2 Konuu TIpHKa30B,
Opranu3aluOHHEIX H aKTyaJIM3alun pa(&l:opsmceﬂna PEKTOpa
HQOPMalHOHHBIX,
AOKYMCHTORB HHQOPMaITHOHHBIX =

CIIy:KeOHBIX IUceM
IIPOPEKTOPOB YHHBEPCHUTETA
(B 3meKTpOHHOM BHIE)

8.3 JlokymeHTEI Ha eXKeTHEBHO 8.3 Konuu 110 Mepe pazpaborku
OTIIPABKY HOYTOM OpraHH3alUOHHBIX U aKTyaIu3auu
JOKYMEHTOB (B
CKaHUPOBAHHOM,
JIIEKTPOHHOM BHJIE)
8.4 [IpoexT HOMeHKNMATYDEl | exeromHo 8.5 TleyaTHble n3nanus, ITo mepe
Jen HO3IpaBUTENbHEIE afpeca NOCTYIUICHHS
8.5 Inau nposenenus ITo mepe 8.6 V1Bepknennas €KErOHO
ay/IuTOB HaJI06HOCTH HOMEHKJIaTypa Jei
8.7 3asBKHu Ha npoBeneHue ITo mepe
ayIuToB HeobXomMocTH
9. BzaumopeiicrBre co CTOPOHHHMH OPraHU3ANUAMHE, IPAXKAAHAMH
91 Moctynaromue 9.1 OTnpasnsemsre €XETHEBHO
JIOKYMEHTBHI (3JIEKTPOHHEIE JIOKYMEHTBL
NHCBEMa, (pakcorpammel,
€Ke/IHEBHO
I0YTOBAs
KOpPECIIOHIEHIHS,
TenedoHorpamMmEe! 1 T.11.)
9.2 ITeyaTusie H3JaHHs, ITo mepe 9.2 lleuarHsle u3manmysl, ITo mepe
H037paBUTENBHBIE anpeca HOCTYIUICHHSI N031paBUTENIBHBIE ajipeca NOCTYILICHHUS
9.3 byxranrepckue €XKeTHEBHO

AOKYMEHTHI (JI0roBoOpa,
aKTBI [IPUEMa-TIepeIayn,
c4eTa-haKTyphl u T.11.)
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Penaxigus 2
cTp. 25 u3 29

IIpnioxenne /I

DopMa MATPHUBI PacHpeeIeHHsI OTBETCTBeHHOCTH COTPYAHMKOB 00LLEro oTae/Ia

JomxHocTs
Hagansauk

IIpoueccnt

Be. nokymenToBen

JloxymenToBes 2-0i Kart.

JokxymenToses

Henonpoussonurens

01. ITpoueccr: pykoBoacTBa

1. Onpenenenne ueneit o6iero orena s obmactu
Ka4ecTBa

2. PacnipesierieHre OTBETCTBEHHOCTH 1 IIOJTHOMOYH A
B 00111eM oTiene

3. AHaH3 pe3ynBTaTOB IPOLECCOB HU3MEpPEHHs U
TIPUHATHS peHICHHH

4. Pa3BuTHE CHCTEMBI MEHEKMEHTA Ka4yecTsa,
TIOBBIIICHUE €€ NPHIOAHOCTH U PE3YIIbTATHBHOCTH

02. Ipoueccs! :kU3HEHHOIO HHKIA

1. Ynpasnenue nokymeHranueii YHHBEPCUTETE

1.1 Opranu3arus, pykoBoacTBO, KOODIHHAIHS,
KOHTPOJIb ¥ peanu3anus padboT mo
AOKYMCHTAlMOHHOMY 00€CTIeYeHHIO yIIpaBIeHuUs
YHHBEPCHTETOM

1.2 PaspaGotka npakriuyecknx PEKOMEHJIalHii 1o
PAlMOHAIILHON OpraHA3alMK TOKYMEHT0060poTa

1.3 Ilpuem u otiipaBka KOPPECTIOHIEHITHHU

1.4 Pacnipenienenue 10KyMeHTOB U 3asBiieHui
TPaXKIaH JUlsi JOKJIaa PyKOBOJACTBY H 110
CTPYKTYPHBIM IO/IPa3/IC/ICHASM, BeICHHE UX ydeTa U
| PerucTpariu

1.5 Osnaxomienue corpyuukos YHHBEPCHTETA C
PaCTIOPAIUTEIbHBIMU M OPraHH3allHOHHbIMHI
JIOKYMEHTaMH

1.6 Ipencrasnenue PYKOBOJICTBY YHHBEpCUTETA
CBE/ICHHH I10 BOIIPOCAM JIEJIONIPOH3BOICTBA 1
KOHTPOJIsI 33 UCIIOJIHEHHEM

1.7 PaspaGotka ma6nouna HOMEHKJIATYPBI JeJT ISl
CTPYKTYPHBIX IOJApa3eICHUIN, OKa3aHue
METOAMYECKOMH MOMOIIM H KOHTPOJIb 3a
CBOCBPCMCHHBIM yTBEPKACHHEM HOMEHKIIATYPHI e
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Penakums 2
cTp. 26 u3 29

.8 MeTonndeckoe pyKoBOJCTBO OCTAHOBKOM
ACTIONPOU3BO/ICTBA B CTPYKTYPHBIX MOPa3IeICHUIX
HUBEPCHTETA U KOHTPOJIb 3a €70 COCTOSHUEM

1.9 O6ecneuenne  cBoeBpemenHoif obpaboTku
TOCTynalomed U OTIHpaBIISEeMOl KOPPeCHOHEHIINH,
¢€ IOCTaBKa I10 HAa3HAYEHHUIO

.10 Pa6ora 110 perucrpanuu, YUYETY, XpPaHEHHIO H
I€peaate B COOTBETCTBYIOIIHME CTPYKTYPHBIE
TOJpa3NICNIEHNsT JOKYMEHTOB TEKYIIETO
ACNIOTPOU3BO/ICTBA, B TOM YHCIIE IPUKA30B,
JACTIIOPSHKEHHH PEKTOPa B HH(OPMAIHOHHBIX
QTyXKeOHBIX MHCEM ITPOPEKTOPOB YHUBEpPCHTETA

1.11 ®opmuposanwue aen u craua ux Ha XpaHeHHE B
| @PXMBHBIH OT/E] YHHBEPCHTETA

1.12 PaspaboTka u BHepeHHe HOBBIX
TEXHOJIOTHYECKHUX IIPOLIECCOB pabOTHI ¢
JOKYMEHTaMH, COBEPINEHCTBOBAHHE
ABTOMATH3HPOBAHHBIX CHCTEM U TEXHOJIOTHIA (¢
Y4€TOM IPUMEHECHHS CPEACTB BEIYUCITHTEILHOIN
TEXHHUKH)

1.13 Pa3paGoTka opraHH3auoRHEIX JMIOKYMEHTOB 110
OpPraHM3aluK JIETIONPOU3BOJCTBA B YHHBEPCHTETE U
HX BHE/IPEHHE

1.14 Meroaundeckoe pykoBoacTBO
ZCJIONTPOH3BO/ICTBOM B MOApA3/IeICHUAX
YHHBEPCHUTETA, KOHTPOIIb 33 MPABHIIBLHOCTHIO
dopmupoBanus n XpaHerus ZEIL, a TaKxe 3a
CBOCBPEMEHHO# c1aueil ey B apXMBHbIH OTIE

1.15 PazpaGotka npemnokenuii o YCTAHOBIIEHHIO
HCIOIHUTEIBLCKOM JUCIUILTAHEL, 110 HCIIOTHEHHIO
CTPYKTYPHBIMH NIOJpa3ieeHHsIMHA MOPYYEHH, 0
3aCIIyIIMBaHUHA HA COBEMIAHUAX PYKOBOJMUTEIEl
CTPYKTYPHBIX MOJpa3aeleH i U OTaeIbHbIX
CHCLHHATHCTOB, TOIYCKAIOMIHUX IPOCPOYUKY B
HCTIONIHCHUH PEIICHUH U IOpYYEHHI

1.16 Pazpabotka u oGecneuenue PeXKHMA TOCTyTIA K
AOKYMCHTAIMH U HCIIOJIb30BaHHS HH(OPMATIHH,
coaepiKainekcsa B Held.

1.17 nposenenne ayuTa COCTOSHHS
AOKyMEHTO000pPOTa B CTPYKTYPHBIX II0Apa3IeJICHUAX
YHHBEpPCHTETA

03. Ipoueccsl u3mepenns, anannsa u
JIy4IeHust

1. MonuTopunr YAOBICTBOPEHHOCTH NOTpeOHTEIei

2. AHanmu3 maHHBIX

3. VpapiieH#He HECOOTBETCTBUAMY
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Penaxims 2
ctp. 27 u3 29

04. O6ecneunBaomue mponeccni

|. MarepuansHo-TexHHYecKoe 0becedenne

2. Yripasnenne HHGOPMAIHMOHHOI cpeoi

3. Yipasnenue kagpamu

{. VrpaBnenue nokyMmeHTanuei

5. Oxpana tpyna u BX]I

Dbosnavenus: P — pyxosodcmeo (npunamue pewenus);

@] ——HECEM OCHOBHYIO OMEEeMCMBEHHOCHb'

]

YV —obasamenvno ynacmeyem;

H —unpopmupyemes
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Penakums 2
CMK OI'TVY Ionosxkenne 06 o6uem oTaese o008 000
JIMCT perucrpannn usmenennuii
Homepa OcHoBaume qasn
g BHECEHHS H3MeHeHuit H3menenus Buec
S H3MEHEeHHBIX Y
2 (Ne m HanmenoBanue r— e——
s JIHCTOB PaCoOpsSIHTEIHLHOTO
= JOKyMeHTa) HHHIHATBI BHECEHHsI
2 H3MeHeHUsI
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Pemakinia 2
CMK II'TY Ionoxenne 06 06mem oraene cTp. 29 13 29
JIHcT o3HakoMIIeHus
HomxHocTs DamMuiIus, THALHEAIBI Hara Ioanucn
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