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11.des1onpoU3BOACTBO,. ;.
12.CorsniacoBaHHe....... .

Yo ANR W=

O06JacTb NIPUMEHEHH
HopmatuBHas 06asa.|
OO0mHe MOJIOKEHHSA. |
OcHoBHbIE 321a4H O
OcHoBHbIe (PYHKIIHK

ITosiHOMOYHS PYKOB

OTBEeTCTBEHHOCTb...
10.B3zaumoaeiicTBHE C [

|

2

COJEPXAHHUE
31 0 VTP ST T LT T
THEJIA s eeeeensensensonssssssnssnssansonssssssnsssnssnsonsons
OpraHU3anMOHHAS CTPYKTYPA H IITATBL.ooreuuustrrunssnnnnnanneesnstanssennns
OIMTEIIS OTEIAueeeeesccscosssssssssssnnsassssssssssssnnsnssses 6-7
YIHMH CTPYKTYPHBIMH MOAPA3ACTCHUAMH cuverveeses
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1.1.Hacrosiuee mosn
3amaud  ormena Oud

)51

Ka3aybero MHCTUTYTa TeX]
K.I'. Pazymosckoro (ITKVY]|
CTPYKTYpBI U COCTaB OTAE

bunuana.

2.1.0toen Oubny
pykoBoacTByeTcsi KoHCTH

Ne273-®@3 ot 29.12.2012

3akoHOM OT 29.12.1994 1.
3aKOHaMH, YKa3aMU U D3
BbICIIIEro oOpa3oBaHus P

(ITIKVY)»; IlonoxxenueM
Paszymosckoro (ITKV)»;
oupekTopa (GuIHana;

3.1. Orngen
CTPYKTYpPHBIM MOJpa3e]
Pasymosckoro (TIKY)».

Otnen BJ1O:

-OCYIIECTBIISIET P

!
[IpaBunaMu BHYTpPEHHETO

5

3
I. O6aacTe npuMeHeHHs

enne (nanee [lonoxeHue) ompenensieT OCHOBHbIE QYHKLUH

St

OTEYHO-JOKYMEHTAIMOHHOTr0  obecrieueHuss CHOMPCKOro
oruii u ynpasienus (punuana) PI'bBOY BO «MI'VTY um.
TOPSIOK yIpaBJieHus], IpaBa, 0043aHHOCTH, (OPMHUPOBAHUE
, JOKYMEHTAI[MOHHOe o0ecliedeHne NeaTeIbHOCTH OT/AeNa U

o

p—

I1. HopmaTuBHas 6a3a

YHO-IOKYMEHTAlMOHHOro obecreyeHuss B cBoed pabote
ueit Poccuiickoit Meneparuu, OenepanbHbM 3aKoHOM PO
6 o6paszosanuu B Poccuiickoit ®enepanun», OenepanbHbIM
078-03 «O OubIHMOTEYHOM Jeine», UHBIMH (elepalbHbIMU
psokenusiMu [IpaButensctBa P@, MunucTepcTBa HaykKH H
Vcrasom ®I'BOY BO «MI'VTY um. K.I'. Pazymosckoro
CKUTY (pumuane) ®IBOY BO «MI'VTY um. KI.
MKa3aMM M PAaCIOpsHKEHUSIMH pEKTOpa YHHBEpPCHTETa H
enmsiMi  YuéHoro CoBera yHHBepcHTeTa M (QuiIMaia;
bacriopsika; HacTosmM [looxeHuem.

|

III. OOGCwmue MoJOKEHHUS

YUOITMOTEYHO-AOKYMEHTAITUOHHOI'O obecrneueHus ABJIACTCA

ICHHEM CKUTY (¢pumman) ®TBOY BO «MI'YTY um. KI.
\
\

BOJICTBO IIO0 MOPSAKY HOKYMEHTHPOBAHHA H opraHusanuu

pa60TBI C JOKYMECHTaMH B (PUIIHAJIC,

-OCYIIIECTBIISIET s
-o0ecrieunBaeT o

TaKk)xe yueOHO-METOIUYE
[eYaTHHIMH H3IaHUSIMU;
-o0ecrneunBaeT [

Ornen bJ10 noguy

3.2. Otnen BAO
IPYTHMU CTPYKTYPHBIMU
3.3. PyxoBoacCTB(
KOTOpBIM Ha3Ha4yaeTcs

Lam

A

Ty B 3JIEKTPOHHOM cucTeMe «1C: T0KyMeHTO000pOT»;
OBaTeNbHBII MPOIECC OCHOBHOHM y4eOHOM JUTepaTypou, a
i1, Hay4HOM, CIIPaBOYHOMN JIUTEPATypOH M MEePUOAUIECKUMHU

VII K 97IeKTPOHHBIM 6ubmroTedrpiMu ciuctemam (OBC).

eTCsl HEIOCPEICTBEHHO UPEKTOpy dunuana.

CYIIECTBJISAET CBOIO [EATENBHOCTh BO B3AaMMOJCHCTBHM C
Apa3felieHusAMU QuIrana.

toeiaoM bBJIO ocylecTBisieTcss PyKOBOIUTENEM OTAEIa,
OCBOOOXIAaeTcs OT 3aHUMaeMO JOJDKHOCTH PEKTOPOM




YHuBepcurera.

IeSITeIIbHOCTBIO, BBIIOJIH
oTxena.
3.4.006s13aHHOCTH P
JOJDKHOCTHBIMH UHCTPYKI]
3.5. Ormen B1O o«
VYHuUBepcuTeTa U PYKOBA
[Tonoxxenuem, IlpaBuial
JIOKaJIbHBIMU aKTaMH Opra
3.6.0tmen  BJIO

YHUBepcUTeTa MO MPEACT!

3.7. Ilopsimok moct

YCIIOBUM WX IIPEIOCTaBII

bunuana.

OcHOBHBIMH 3a/1aY
4.1.CoBepI11eHCTBO}
C IpUMeHEHHUEeM COBpeMeE
4.2.06ecneuenue X

PykoBo;
00sI3aHHOCTEeW OpraHu3y|

4

BIO mpu HUCHOJHEHHWH OOKHOCTHBIX
eT paboTy oOTHena M HECeT OTBETCTBEHHOCTH 3a €ro
AeT WHble (QYHKUMM [JI pealn3aldd Lejiell IesTebHOCTH

MATENIb OTIeNa

yKOBOIUTENSI U COTpynHUKOB oTaena BJIO ompenemnsroTcst ux
[USIMU.

CYLIECTBISAET CBOIO JEATEIBHOCTh B COOTBETCTBHH C Y CTaBOM
JCTBYeTCs] NpUKa3aMH peKTopa YHUBEpPCUTETa, HACTOSIIUM
MU BHYTPEHHEro pacropsaka YHHBEPCUTETa K HHBIMH
HU3ALINH.

PEOpraHu3yeTcss M JHUKBUIUPYETCS
ABJICHUIO TUpeKTopa (unana.

IPUKa30M  peKTopa

yra Kk OubnnoreyHsiM ¢GoHIAM, IEepedeHb OCHOBHBIX YCIYT H
eHMSL omnpeersitorest [IpaBunamu nosb3oBaHus OUOIHMOTEKOU

IV. OcHoBHbIe 3aga4u oTaeaa B0

jamu otaena b/1O siBasiores:

BaHHe (DOPM M METOJIOB BEJICHHUS IEJOMPOU3BOJICTBA B (prinaiie
IHBIX TEXHOJIOTUH.

paHeHUs JeJl COrIaCHO HOMEHKJIAaType, pOBepKa COXPaHHOCTH,

MPaBUIILHOCTU GOPMHUPOBAHUS U 0OPMIIEHHUS e B AeIONPOU3BOACTBE (uUInaa.

4.3.00ecneuenue u
4.4.1lomHoe u
Oubnuorpaduyeckoe 06
bunMama B COOTBETCTBH
noctyna K ¢pongam 6ubny
4.5.©opMUPOBAHUE
HaIpaBJIEHUSMH ITOATOTO}
4.6.AxTHBHOE
KOJUTEKIIMHA 3JI€KTPOHHBIX
4.7 Bocriuranue 61
paboTbl ¢ yueOHOU, HA
COBPEMEHHBIM METOAaM Il
4.8.00ecneuenue
Cobmonenue HeoOxa
TEMIIEPaTYPHOTO PEKUM;
0e30macHOCTH.

H(

CITOJIB30BAHUA U COXPAHHOCTHU JOKYMECHTOB apXUBa (bHHHaIIa.
OINE€PaTUBHOC OubIHOTEYHOE
CIIy)XMUBaHHUE€ CTYyIC€HTOB,

51

HHGOPMALIIOHHO
nperogaBaTesiedl U COTPYAHHUKOB
U ¢ WHOOPMAIMOHHBIMHM 3alpOCaMUd Ha OCHOBE ULIMPOKOIO
OTEKH.

©6u0ImoTeYHOro0 (POHAA B COOTBETCTBUU C mpoduiem punuana,
ki BO 1 criennansHocTsIMU CITO.

NOJIb30BaHME
OUOIMOTEYHBIX CUCTEM.

moTeHIMana HWHGOPMALUMOHHBIX

pecypcos,
OIHOTEYHO - HHGOPMAIIMOHHOMN KYJIBTYPBI: IPUBUTHE HABBIKOB
YUHOW W CHpaBOYHOM muteparypoil. OOydeHue uuTarenei
oucka uHpopMaIuu.

COXPaHHOCTH HHOOPMAIIMOHHBIX pPecypcoB OHONHUOTEKH.

JHUMBIX nmapaMeTpOB CaHUTApHO-TUTHEHUYCCKOI'O H

A | XpaHEeHHUs] TOKYMEHTOB M MaTepualloB, YCIOBHUH I0XKapHOH




B cooTBeTcTBHM C B

GYHKIUH:

5.1. ®opmupoBaHI

¢unmane u CTpyKTypHBIX
5.2.Cobmonenue

aKTaMH TpaBUj oopmiie

3JIEKTPOHHOTO.
5.3.1IpoBepka Kaue
IUpeKTopy uinana.

5.4. XpaHeHue 10,
dunuana B COOTBETCTE
OTIpe/ieIeHHbIX HOMEHKJIA

5.5.9kcre JUIIMOHH

U pacCchUIKa KOPPECIOH]
TIepeIaHHOM T10 CTIelHallb
5.6. CoctaBiieHue ¢
5.7. [Ipuem Ha Xpat
5.8.0OcyuiecTBieHH
UHPOpPMaIIOHHO-00pa3o}
5.9. O6ecrnieuenue !

-opraHu3auus aud
IIPUMEHSST METObl UHIHE
-TIpeJOCTaBJICHHE I
-KOMILJIEKTOBaHUE
IporpaMMaMH, y4eOHbIM
-BBIJaYa BO  BPE
TIOKYMEHTOB U3 OUOINOTS
-BBINIOJTHEHUE Oul
0030pOB, OpraHu3anus Ki
-y4eT, pa3MelleH]
COXpPaHHOCTH.

5
V. OcHoBHble pyHKIHH oTAeaa B1O

03710’KeHHBIMH 3a1a4aMu oTAen b/1O BBINOIHAET Cleayroue

1€ W COBEpPIICHCTBOBAHUE CHCTEMBI
MOApa3aeIeHUsX.

YCTAHOBJIEHHBIX JEWCTBYIOIIUMH HOPMAaTHUBHO-IIPaBOBBEIMU
HHS JOKYMEHTOB H MOpSIKa JOKYMEHTOO0OpOTa, B TOM YHCJIE

ACJIONPOU3BOACTBA B

CTBa O(bOpMHeHI/ISI AOKYMEHTOB, IIPEAOCTaBISIEMBIX Ha IMOAIIHUCH

NIHHHUKOB OPTaHW3aIllMOHHO-PACIOPSIAUTEIBHBIX JIOKYMEHTOB
MM C THUIOBBIMH IIpaBHWJIaMU XpaHEHWs] JOKyMEHTOB U
Typoi nen punmnaia.

asi 00paboTKa, IpueM, periucTpanus, yuerT, XpaHeHHe, 10CTaBKa
[EHLMH (BXOIAIINM, UCXOASIIel, BHyTpeHHeH), B TOM YHMCIIE
HBIM CpEJICTBaM CBSI3H.

BOJIHOU HOMEHKJIATYpH! Ael puianaa.

JeHHE B apXHB JOKYMEHTOB OT CTPYKTYPHBIX MOJpa3eleHUH.

e J0CTyma CTYIEHTOB, [IelaroroB U IepcoHala K 3JIEKTPOHHBIM
BATEeJILHBIM PECypCaM.

qUTaTesIed OCHOBHBIMH BUIAMH OUOIMOTEUHBIX YCIIYT:
hpepeHIIMPOBAHHOTO OOCTy)KUBAaHUs 4YUTaTesnel OUOIHOTEKH,
31 IyaJIbHOTO U TPYIIIIOBOTO 00CITy)KHBaHHUS,

107HOM MHGOPMAIMH O cocTaBe GUOIHOTEYHOro (POHA;
Oubaroreunoro (GOHIa B COOTBETCTBUM C 00pa3oBaTEIbHBIMU
1 manamu corniacHo @I'OC BO u ®I'OC CIIO;

MEHHOE II0JIb30BaHHE MPOW3BEJEHUN Ie4aTH H JIPYyTrux
>YHBIX (OHMOB;

MHorpaUyYecKux CIpPaBOK, MpOBeleHHe OuOanorpapuuecKux

TVDKHBIX BBICTABOK;
ye U npoBepka OuGmHoTeyHOro GoHAa, obecreyeHHe ero

5.10.0cyIecTBIeHHE B3aUMONCHUCTBUS C HAy4HOH OMOIMOTEKOH YHHUBEPCUTETa,

apXUBaMH.
5.11. OcymecTBie
COXPaHHOCTH, PEKUMA X]
5.12. HckiroyeHu
IeHCTBYIOLIMMU HOPMAT]

HUe ydeTa, pasMelleHHs U NpoBepku (HOHIOB, obecredeHne ux

paHEeHUs ¥ pecTaBpaLluy.

€ OOKYMCHTOB H3 OHOIIHOTEYHOTO q)OHﬂa B COOTBECTCTBHHU C

MBHBIMH M IIPAaBOBbBIMU aKTaMH.




VI. OprasusanuonHas cTpykrypa u mrart otaena B0

JIeT0M OCYILIECTBISET PYKOBOAUTENh, KOTOPBIA Ha3zHA4aeTCs
} 10 TpeACTaBICHUIO AupekTopa ¢uinanta. PykoBomuTenb
OTAelNa I0JDKHA UMETh BBI ﬁlee o0pa3oBaHue U CTax paboThl HE MEHEE IIATH JIET.

6.2. PyKOBOZUTEIb OTAE/A HECeT IIEPCOHATIbHYIO OTBETCTBEHHOCTH 32 BBIITOJHEHHUE
BO3JIOKEHHBIX HA OTJe]  GMOIHOTEYHO-IOKYMEHTALHOHHOTO ObecredeHns 3axad U
YHKIHMH, 32 COCTOsHME TEXHHKM O€30TMacHOCTH, OXpaHy TPyAa H IPOU3BOICTBEHHOI

CaHUTapuH; W3JaeT, B

6.1.PyxoBozacTBo o
PEKTOPOM Y HUBEPCUTET

qenenax CBOEH KOMIIETEHLMH, PaCHOpPSDKEHUS M YyKa3aHUf,
00s3aTebHBIe Ul BCEX COTPYIHUKOB U OCYLIECTBIISAET IIPOBEPKY MX HCIIOJHEHHMS.

6.3. Konu4ecTBo CTABOK OIpe/IeNseTCsl LUTATHBIM PACIIMCAHUEM.

6.4. Otnen B0 noxpasnensercs: 3oHa obcmyxusanus BO, 30Ha o6cityxuBaHus
CIIO (abonemeHT u unTasibHbIH 3a1), apxuB BO, apxus CITO, kaHuespus.

6.5.Pexum pabotel oTnmena OUOIHOTEYHO-TOKYMEHTALIMOHHOIO OOECIeYeHHMS
yCTaHaBJIMBAETCs B COOTBETCTBUU C PEKUMOM paboThl 00pa30BaTebHOM OpraHU3aliy, a
TaK)Xe MpaBUIAMH BHYTPEHHEro TPYIOBOIO paclopsiika M YTBEP)KIaeTCs AUPEKTOPOM
¢unmnana. bubnuorexke He MeHee IBYX YacoB B [€Hb BBIIEISETCS Ha BBHIMOJHEHUE
BHYTpHOUOIMOTEYHOH paboTel. OMUH pa3 B Mecsl B OMOIHOTEKE W apXUBE MPOBOJUTCS
CaHWTapHBIA NeHb. B 3TOT eHb unTatenu OUGINOTEKH He 00CITYKUBAIOTCA.

6.6. PyxoBonctBo ®uiuana obecredrBaeT rapaHTUpOBaHHOe (UHAHCHPOBAHUE
oTzAena, obecreyrBaeT Ci1y)kKeOHbIMU TIOMEIEHUSIMUA, OPTTeXHUKO.

VII. lloniHomouus pykoBoauTessi oraenaa b10

7.1.Ha pyxoBoauteys otaena bJ1O Bo3noxkeHs! cieayomue MoTHOMOYHS:

7.1.1.0cy1iecTBIsSIET OpraHU3alMi0 ¥ KOHTPOJIb BEIEHUs [eJONpPOU3BOACTBA B
CTPYKTYpPHBIX IOApa3eNeHIsIX punmana.

7.1.2.CocraBinsieT CBOIHYIO HOMEHKIATypy Ael ¢punuana.

7.1.3.0cy11ecTBIsET ONepaTUBHOE PyKOBOICTBO NesTeNbHOCTRIO oTnena bJI0.

7.1.4Ilony4aer OT pykoBoACTBa ¢uinasa HHQOPMALUMIO U JOKYMEHTEI,
HeoOXOAUMEIE IIJIS BBITTOJHEHUS CBOMX JOKHOCTHBIX 00s13aHHOCTEH.

7.1.5. TToBbIIIaeT CBOK KBATH(PHKALIHIO.

7.1.6.BHOCUT NpeIOKeHUs PYKOBOACTBY (uinana MO IITaTHOMY DPAaCIUCaHMIO,
Ha/j0aBKaM U JoruiataM pabOTHUKAM OTAena.

7.1.7.0TBe4aeTr 3a KayecTBO, CBOEBPEMEHHOE BBINIOJIHEHHWE M Pe3yJbTaT padOThI

BO3JIOKC€HHBIX HAa OTACJI YHKIIHﬁ



-3a HECBOCBPEMCE

1k

8

10€ U HGKB&J’II/I(bI/II_IPIpOBaHHOC BBIIIOJTHCHHUE  IIPHUKA30B,

pacnopsbKeHUH, Mopy4YeH

i U yKa3aHWHU BBILIECTOSALLETO PyKOBOJCTBA, AEHCTBYIOIIMX

HOPMAaTHBHO-TIPABOBBIX al
-3a HeCcOoOJIIoJeHUEe
IPOTHBOIIOXKapHOU Ge301a:

X. B3aumoae

10.1. Otoen BO
YHUBEPCHUTETA U CTPYKTY]
10.2. Otnen BAO
OpraHU3aIlMOHHO p
MaTepuabl, CBENEHUS K
3a/ad.

1

11.1. Otpen b
YTBEPXKIAECHHO! B YCTAHOE

KT

u

1€0

"OB 10 CBOEMY MPODHUITIO AEATETbHOCTH.

TPYZLOBOW [UCIMILIMHBI, HOPM OXpaHbl TpyJda U IIPaBUII
HOCTH.

*HCTBHE C IPYTHMH CTPYKTYPHBIMH NOJApa3eleHUsIMHU

‘ ~ ~ ~ ~
3aUMOJCUCTBYET C HAy4YHOHU OubIHOTEKOH M KaHLCIApUCU

beIMH noJpaseNeHusIMH unmana.

| .
JIyH4aeT YKas3aHHA U pacIOpsKEHHUS IO CBOCU ACATCIIBHOCTH,
MOPSAOUTCIIPHYIDO MW TEXHOJIOTHYECKYHO  NOKYMEHTalHIo,

6XOIII’IMBIC JId PEeHICHHUS IIOCTABJICHHBIX IIEPEN OTACIOM

XI. lesionpou3BoACTBO

1O ocyuiecTBiIsieT OENONPOU3BOACTBO B COOTBETCTBUH €
3JIEHHOM IOPsIKe HOMEHKIATypoit nen punmrana (Nel)

| XII. CoriacoBaHue

JlO/KHOCTD ®.1.0. [Toamuch JlaTa
Paspaboran | PykoBomurens otaena BJ1O CocHoBa T.I(I./F~\@)Q@aw)7{ = 10,03 ok &
PykoBozuTeNns 0T/IENa KAAPOBOTO MqueHKo& P v
[Iposepun obecrieueHus ¥ HHHOPMALTHOHHOMH KA \ r ?Z) 2 X} 7( y
paboThI | e . VO CT AN
Cornacosan | [TaBHBIH IOPUCKOHCYIIBT ®ununa JLA. S0 03 77 5
T / ~ - 5 ‘:‘ L /V
Cornacosan | ['maBHbIi Oyxranrep ['a3usoBa I'. K. 20 2 /02
O3HakomIIeH /
O3HakomieH
O3HaKoOMIJIEH
O3HakomIIeH
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