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1. O6me moJiosKeHmns

1.1. Otzen menompon3Bo/cTBa (Jajzee — OTAEN) SBISETCS CAMOCTOATENBHEIM: CTPYKTYPHBIM
noapaszenenneM PI'BOY BO Msanosckas [CXA (nanee — akagemus).

1.2. Cosnanue, peoprannsanusa 4 IMKBH/IALMS OTAE/A OCYIIECTBISETCS IPUKA30M PEKTOPA B
COOTBETCTBHH C pelleHneM Yuenoro CoBera H Y CTaBOM aKaJeMHH.

1.3. Orpen mojumHfAeTCs pPEKTOPY aKajeMHH, ONEPaTHBHOE PYKOBOJCTBO OTICIOM
OCYLLECTBIIAET IIOMOIIHHK PEKTOpA. '

1.4. Otmen BosrnanseT HavanbHHK. HasHauenwe Ha JOMKHOCTh HAYaIbHHKA OT/IENA
JeJIONPOM3BOJICTBA H OCBODOKIEHHE OT HEe OCYIIECTRIISETCS IPHKA30M PEKTOPA 10 COIIACOBAHHIO
C [IOMOLUHUKOM pekTopa. Ha Bpems oTcyTeTBUs HavyajibHHKA OTAENA €ro O0A3aHHOCTH HCIIOIHSET
AO/UKHOCTHOE ~ JHIOO, HA3HAYCHHOC B  YCTAHOBJIEHHOM MOpsAAKe, KOTOpoe I[pHoOpeTaer
COOTBETCTBYIOIIHE [TPABA M HECET OTBETCTBEHHOCTh 32 HEHA/UIEXKAIIEE HCITOJIHEHHE BO3JIOIKEHHBIX
Ha Hero o0si3aHHOCTEH.

1.5. CoTpyIHHKH OTZeNa AeT0NpOH3BOACTBA HA3HAYAIOTCS Ha JOMKHOCTH H OCBOOOKIAIOTCS
OT HHMX [pPUKA30M PEKTOpPA 110 NPEACTABISHHWIO HauYalbHHKA OTAENa W [0 COTJIACOBAHHIO C
TOMOLHKKOM pekropa. Ha Bpems orcyrersus (oTmyck, Gonme3Hb W Ip.) COTPYAHHKOB OT/eia
ACTONPOU3BOACTBA HX OOS3aHHOCTH HCTIONHAIOT JHMIA, Ha3HAUCHHLIC MPHKA30M pEKTOpa, IO
COTJIACOBAHHIO € HAYAIBHWUKOM  OT/JeNa  JelONpOM3BOJACTBA.  KOTOPBIE  NPHOOpETAaloT
COOTBCTCTBYIOLIHE [1PAaBd M HECYT OTBETCTBEHHOCThL 3d HEHA/UICIKAILICE MCIIOJIHEHHE BO3JIOKEHHBIX
Ha HUX 00s3aHHOCTEH,

1.6.  JlestenbHOCTs  palOTHHKOB  OTJeJa  IETONPOM3BOJACTBA  pEraMeHTHPYeTCs
JO/UKHOCTHBIMH ~ HHCTPYKIHMSMH, KOTOPBIC 3aKPEILIsIOT PAIMOHATIBHOE pasjie/ieHHe Tpyaa,
NpEIyCMaTpHBAIOT PaBHOMEPHYIO 3arpy3ky palOTHHKOB, pacnpeieneHHe padOT 110 CIOMKHOCTH
BBITIOJTHEHHSL M KBATH(QHKAIMK UCHIojIHATeNe. JIOMKHOCTHBIE HHCTPYKIMK pa3pabaThiBaroTCs
HAYAIbHUKOM OT/I€/1a W YTBEPAKIAIOTCs PeKTOpoM akajeMuH. [Ipu u3Mmenenun QyHxkumii u 3agay
OTA€/1a ACTI0NPOU3BOJICTBA 0JIKHOCTHBIE HHCTPYKLHH TIepecMaTpHBAIOTCS.

1.7. B cocras oTaena Bxoaut apxuB. J[esTeNbHOCTh apXMBA PErIAMEHTHPYETCS HACTOSIIMM
Honoxennem u IMonoxennem [ICI1-28/01 «O6 apxuse».

1.8. OTnen B cBoelt paboTe pyKOBOACTBYETCH:

- Koncruryuueii Pd;
— D@3 Ne 273-03 «O06 obpasosanun B Poccuiickoit ®eaepaunny»;
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— pemeHusMu  YyeHoro CoBera akaJeMHM, IpUKa3aMM M PacHOpPSDKEHMSIMH pPEKTopa H
IPOPEKTOPOB, APYTUMHU JIOKAJIbHBIMU aKTaMU aKaJIeMHH;

— N-03 «Mucrpykuueir no aenomnpousBoactsy ®I'bBOY BIIO «MBanosckas I'CXA umenu
akagemuka J[.K.bemnsiepay;

— JeHUCTBYIOLUMHU HOPMaTHBHBIMH, METOAMYECKUMHU JOKYMEHTaMHU B obnacTtu
JIOKYMEHTAIMOHHOT0 00eCIeueH s yIpaBlIeHus, JeI0NPOU3BOCTBA, APXUBHOTO JIEN1a;

— HacrosamuM IlomoxeHnem;

— TpeboBanusMH  MexrocyaapcrBenHoro cragaapra [OCT ISO 9001-2011 «Cucremsl
MEHEIKMEHTA KaueCTBay,

— IpaBUJIAMU BHYTPEHHEIO TPYJOBOT'O PacopsIKa;

— IpaBUJIAMU U HOPMaMH OXpaHbl TPYAA.

2. OcHOBHEIC LI€JIH U 3a4a4H

2.1. OCHOBHOI 1I€NBI0 OT/AENA JEIONPOU3BOJICTBA SBISAETCS OpraHMU3alMsl, KOOpAWHALUS U
KOHTPOJIb Pa0OT MO JAENONpPOM3BOACTBY aKaJIeMUHU, a TaKkKe MOJJepKaHUE JOKYMEHTAI[uu
aKaJeMUM B COCTOSHUHM, OOECIEYMBAIOIIEM Hajyiekamee (QYHKIMOHUPOBAHUE CHCTEMBI
MEHEI)KMEHTa KaueCTBa.

2.2. JlocTKeHre 3TOM 11e7Ti 00€CTIeunBaeTCsl IyTEM PEIICHUS CICIYIONINX 3a1a4:

2.2.1. Opranuzanus AeJ0onpou3BOACTBa B akajgeMuu B cootBeTcTBUU ¢ U-03 «MHCTpyKIIMEn
no genonpou3Bogactsy ®I'bOY BO Hsanosckas ['CXA, a Takke B COOTBETCTBHUU C
JNEHCTBYIOIIMMU HOPMAaTUBHBIMH, METOJAMYECKUMU JOKYMEHTAaMHU B 00JIACTU JOKYMEHTAI[MOHHOTO
oOecrnieueHus yrnpaBaeHus, 1€I0IPOU3BOJICTBA, APXUBHOIO JIEJIA;

2.2.2. Opranuzanus 1 odecrieyeHre equHOTOo Mopsiika paboThl C JOKYMEHTaMU;

2.2.3. CoBepieHCTBOBaHKE (DOPM M METOJIOB JICTIONPOU3BOJICTBA;

2.2.4. Opranuzanys ydeTra W PErUCTpallud TOCTYMAIOUIE M OTHpaBIseMON, a Takxke
BHYTPEHHEN KOPPECTIOHACHIINH;

2.2.5. Pa3paboTka, BHEIPCHHE HOBBIX TEXHOJOTHYECKHX MPOIECCOB PAbOTHI C TIOKYMEHTAMU
U JOKYMEHTHOW HWH(OpMaluM HAa OCHOBE HCIOJNB30BAHUS CPEACTB OPraHU3allMOHHOW U
BBIYUCIIUTEILHOW TEXHUKHU, B TOM YHUCJE YNOPSAOYEHHWE COCTaBa JOKYMEHTOB, ONTHMH3ALIUS
JIOKYMEHTOIIOTOKOB;

2.2.6. OpraHuzamusi METOAMYECKOW TOMOIIM B PabOTe € JOKYMEHTaMH B CTPYKTYPHBIX
MOJIpa3ieNieHUsIX aKaJIeMuUu;

2.2.7. Obecrieuenne orOoOpa, y4deTa HW COXPAHHOCTH JIOKYMEHTOB, OOpa3yroIIMXcs B
NEeSTENIbHOCTH aKaJeMHUH, UX apXUBHOE XpaHEHHeE, a TAaK)Ke OpraHu3alis padoThl apXuBa aKaJeMUU
Y DKCIIEPTHON KOMHUCCHUU TI0 SKCIIEPTHU3E JOKYMEHTOB.

2.2.8. OpraHmzanusi TMOATOTOBKM K Tepeladye 3aKOHUYEHHBIX JIEJIONPOU3BOJICTBOM
JIOKYMEHTAIBHBIX MaTEPUAJIOB aKaJeMHUHU Ha TOCYIapPCTBEHHOE XpPaHECHHE.

3. ®yHKUUM

B cooTBeTcTBUY C BO3I0KEHHBIMHU 337ja4aMM OTJIEJNI OCYILECTBISET CAeyIOIue (PYHKIIUH:

3.1. PazpabaTbhiBaeT CBOAHYIO HOMEHKJIATypbl Jel akaJeMHUHd ¢ MHCTPYKIHIO [0
JIEJIONIPOU3BO/ICTBY.

3.2. KoHTponupyeT opraHH3aIyio JCIONMPON3BOACTBA B akajgeMuu B coorBercTBuH ¢ M-03
Wuctpykuuen no genonpounssoacrsy @I'b6OY BO MBanosckas I'CXA .

3.3. PaspabaTeiBaeT W BHEAPSET NPEIJOKECHHS TI0 COBEPIICHCTBOBAHUIO CHCTEMBI
JIEJIONIPOU3BOJICTBA,  MPAKTUYECKHE  PEKOMEHJAlMM 1O  PalMOHAIbHOM  OpraHu3alHU
JIOKyMEHTOO0OpOTa B aKaJeMUH, B TOM YHCJIE U C ILEJbI0 IMepexoja K CUCTEME AJIEKTPOHHOIO
JIOKyMEHTO000pOoTA.

3.4. OcymecTBII€T METOIUYECKOE PYKOBOJACTBO IOCTAHOBKOW JE€JIOMPOU3BOJICTBA B
CTPYKTYPHBIX TOJpa3IeTCHUSIX aKaIeMHUH, KOHTPOJIb 3a MPaBUIbHBIM (OPMUPOBAHUEM 1€ U HX
COCTOSIHHEM B COOTBETCTBMU C HOMEHKJIATypou nen noapasnaeneHus u ¢ M-03 Muctpykumeit mo
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nenonpousBoactsy ®I'bOY BO HMBanosckas I'CXA, moaroToBkoi MaTepHaloB CTPYKTYPHOIO
HOJpa3/IeIeHUs] K CBOEBPEMEHHOM cllaue UX B apXHUB aKaJIEMHH.

3.5. OcymiecTBisieT IPUEM U OTIPABKY KOPPECHOHAEHIIMY, PETUCTPALIUIO U yUET MOIy4aeMOon
U OTHpaBIsIeMOM KoppecnoHIeHIMHU. Bener o00paboTKy nocTynaromed KOppeclnoHIeHINH,
pacrpezeneHue ee s 10KJIaia pyKOBOJCTBY U 110 CTPYKTYPHBIM MOJPAa3/ICICHUSIM.

3.6. OcyuecTBiseT nepeaady JOKyMEHTOB Ha UCIOJHEHNE U 03HAKOMJICHHE B COOTBETCTBUU
C pe30JIIOLUE PYKOBOJCTBA aKaJEMUH.

3.7. PeructpupyeT KOMaHIUPOBOYHBIE YIOCTOBEPEHHUS, 3aBEPseT KONUM JIOKYMEHTOB U
CIPaBOK A IPOdecCOPCKO-TIPENOIaBaTeIbcKOro  COCTaBa, COTPYAHUKOB, AaclUpPaHTOB U
CTYACHTOB aKaJEeMUHU, BHYTPCHHEH [OKYMEHTALMH M HMHBIX JOKYMEHTOB MJS COTPYJHHMKOB U
CTPYKTYPHBIX TOJpa3Ie/ICHUI aKaJeMHH.

3.8. Opranusyer yder, oOecreuyeHHE COXPAaHHOCTH, HAJJIEXKallee MCIOJIb30BaHHUE
JIOKYMEHTOB, XPaHSIINXCS B apXHBE.

3.9. IlpoBoauT exeroaHelii OTOOP TOKYMEHTOB aKaJeMHM JJs JajJbHEHIIero XpaHeHus U
BBIJICJICHUS] K YHHUTOXKEHHI0. OpraHu3yeT dKCIEepTH3y LEHHOCTH JOKYMEHTOB MPHU UX OTOOpE Ha
roCyJapCTBEHHOE XpaHEHHE.

3.10. IlpuHMMaeT, y4YUTHIBAET W XPAHHUT JOKYMEHTHl CTPYKTYPHBIX IIOApa3AeIeHUN
aKaJleMUH, BbIICJICHHBIE JUIs JJTUTEIHHOIO M MOCTOSIHHOTO XPaHEeHMS,;

3.11. CocraBnsieT W TpEACTABISCT HE IO3JHEE, YeM dYepe3 2 Toja IOcie 3aBepIICHHS
JIeJIOTIPOU3BOICTBOM I'OJIOBBIE pa3zeiibl OMUCEH J1e]1 HOCTOSHHOTO XpPaHEHHUs U 110 INYHOMY COCTaBY
Ha PACCMOTPEHHE IKCIEPTHO-TIPOBEPOUHON KOMHCCUH TOCYIapCTBEHHOTO apXHBa;

3.12. Bb1iaeT B yCTaHOBJIEHHOM IOPSJKE Jeia, JOKYMEHThl WM KOIUU JJOKYMEHTOB B LIEJSIX
CIIy’)K€OHOTO M HAyYHOT'O MCIIOJIb30BAHMS, AJIsl paOOTHI B IIOMEILICHIH apXUBa,

3.13. Vcnonxsier 3anpockl OpraHu3aluil U 3asBieHHs TpakaaH 00 yCTaHOBIEHUM TPYJOBOTO
CTaka ¥ JPYTHUM BOIIPOCaM, B YCTAHOBJICHHOM TOPSIKE BBIIAET KOMHMU JOKYMEHTOB U apXUBHBIC
CIPaBKH;

3.14. BeneT y4eT HCIOIB30BaHUS IOKYMEHTOB, XPAHSIIIMXCS B apXUBE.

4. IIpaBa

Otaen nenonpou3BOACTBA AJIs PELLIEHUS BO3JIOKEHHBIX HAa HETO 3a7jad UMEET NPaBo:

4.1. OcyiecTBisITh IPOBEPKY AEITEIbHOCTH CTPYKTYPHBIX MOJpa3felieHui Mo BOIpocam,
BXOJAIIMM B KOMIIETEHIUIO OTAENA, O Pe3yIbTaTax IPOBEPOK IOKIAABIBATL PYKOBOJACTBY.

4.2. 3anpammBaTh W TIOJy4aTh B YCTAHOBIIEHHOM TMOPSIKE OT BCEX CTPYKTYPHBIX
NOJpa3/ieNIeHuil akajieMUH TOKyMEHThI U JIaHHble, HEOOXOUMBbIE /ISl BHIOJHEHUS BO3JI0KEHHBIX
Ha oTAen QyHKIUH;

4.3. TpeboBaTh OT pyKOBOAMTENEH CTPYKTYPHBIX MOJpPA3/ENEeHUN aKaJeMHU BBIOJHEHUS
YCTaHOBJIEHHBIX MPaBUJ pabOThl C JTOKYMEHTAMHM, BXOJAIIEH M MCXOASIIEH KOppEeCHOHJCHIUEH,
CBOEBPEMEHHOI'0 UCIIOIIHEHUS PACIIOPSIKEHUN PYKOBOJICTBA BY34;

4.4. Bo3Bpaniath MCHOJIHUTENSAM Ha J0paOOTKY JTOKYMEHTHI, OpOPMIIEHHbIE C HapyLIEHUEM
YCTQHOBJICHHBIX JEHCTBYIOIMMHI HHCTPYKIMSIMHU TPeOOBaHMUIA;

4.5. ]JlaBaTh pa3bsCHEHMs, PEKOMEHJAllMM MW YyKa3aHUS IO BOIpOcaM, BXOJISIIMM B
KOMIIETEHIIMIO OT/IeNIa AEJIONPOU3BOICTBA;

4.10. YyacTBOBaTh B ONEPATHUBHBIX COBEIIAHUSIX PYKOBOJCTBA aKaJIeMUU MPU PaCCMOTPEHUH
BOIIPOCOB, OTHECEHHBIX K KOMIIETCHIIUU OTAEIIA;

4.11. 3HakOMHUTbCA C TPOEKTaMU pEUICHUH pPYKOBOJACTBA aKaJ€MUH, KacaloUUMUCs
JIeATEIbHOCTH OT/ENa;

4.12. Y4acTBOBaTh B MEPOTIPHUATHSIX, UMEIOIINUX OTHOIIEHUE K IEATeTLHOCTH OT/IENa;

4.13. BHoOCHUTH TpeJIOKEHUS O MOOMIPEHUAX OTIMYMBIIMXCS pPAOOTHUKOB OTJena, O
HaJIO’KEHHUH B3bICKAaHWW HA HApyIINUTEIEH IPONU3BOJICTBEHHON U TPYIOBOM AMCIIUIUIMHBI.

5. OTBeTCTBEHHOCThH
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5.1. Bclo mMOAHOTY OTBETCTBEHHOCTH 3a KayeCTBO M CBOEBPEMEHHOCTH BBIIIOJHEHUS
BO3JIOKCHHBIX HacTosmuM [lomoxxeHneM Ha oTAen 3amad v (QYHKIOHWK, a TakkKe 3a CO3/IaHHE
ycnoBuid 715t 9pPeKTUBHOM pabOThI MOTYMHEHHBIX HECET HAYaIbHUK OTJIENA.

5.2. HavanbHHUK OTJIeIa HECET MEPCOHAIBHYIO OTBETCTBEHHOCTh B CIIyYae:

—  HECOOTBETCTBHUS 3aKOHOJATEIILCTBY aKTOB, pPa3pabOTaHHBIX OTAEIOM, TOJIIMUCAHHBIX U
3aBU3MPOBAHHBIX HAYAJILHUKOM OT/EIA;

— OTCYTCTBHSI OOECIEYCHHs] WM HEHAJJIeKAIIEero O0O0ecleYeHus] pPYKOBOJACTBA AaKaJICMHH
uH(pOopMaIel o AesITeLHOCTH OT/IENA,

—  YOYIICHHWH, HEAOCTaTKOB W OMIMOOK B paboTe OTxaena, MOBIUSABIIMX HA XOJ HCIOJHCHHUS
MPOU3BOACTBEHHBIX U MHBIX IJIAHOB CTPYKTYPHBIX MOJPA3ACICHUN U aKaJeMUH;

—  HECBOEBPEMEHHOTO M HEHAJJIKAIIETO UCTIOTHEHUS OTIeIOM (YHKIUH, BO3JIO)KCHHBIX HAa HETO
HactosmuM IlonoxernueM.

5.3. Kaxnpiii paboTHHUK oOTHeNa JEJIONMPOU3BOJICTBA HECET OTBETCTBEHHOCTh 3a KaueCTBO
BBITIOJIHSIEMBIX PAa0OT B COOTBETCTBUU C JIOJDKHOCTHOM MHCTPYKIIUEH.

5.4. HauanpHUK W Jpyrue COTPYIHUKH OTJENa HECyT MEePCOHAIbHYIO OTBETCTBEHHOCTH 3a
HECOOTBETCTBHE O(hOPMIIIEMBIX UMH JIOKYMEHTOB 3aKOHOIATEILCTBY Poccuiickoii Deneparum.

5.5. PaboTHuKM OTAena 3a HEMPaBOMEPHBIC DPELICHUS, NEHCTBUS WU Oe3/IeHCTBUE HECYT
JUCLUUIIMHAPHYIO, aJMUHHUCTPATUBHYIO W HWHYIO OTBETCTBEHHOCTh B COOTBETCTBHU C
3aKoHOJaTenbCTBOM Poccuiickoit denepanni.

6. B3aumoeiicTBHe ¢ IPYrUMMH CTPYKTYPHBIMU MOAPa3/IeJIeHUSIMU aKaJeMUH

6.1. Jlns BBHIMOTHEHHS] BO3JNOXKCHHBIX 3a7ad W peaM3alli CBOMX (YHKIUH OTIeN
JIEJIONPOU3BOJICTBA YCTAHABIMBAET [BYXCTOPOHHUE OTHOIICHHUS C PYKOBOJCTBOM aKaJIeMHH,
PYKOBOAMTEISIMU U CIIELUAIMCTAMHU CTPYKTYPHBIX IOJPAa3JCICHU, BHYTPEHHUMHU ayIUTOpaMH,
YIIOJHOMOYEHHBIMH MO KayecTBY IO BOIPOCAM, YCTAHOBJCHHBIM B M. 2 U M. 3 HACTOSIIEro
ITomoxxenus.
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JIucT corsracoBanus

[Tpoexr ITonosxenus [1CII-28 «O6 otaene 1e10MpoH3BOICTBA» BHOCHT:

: &€ -
HauanesHuk otena Jeaonporu3BOICTBA /fl% J H.M. Ocunosa
COI'’'TACOBAHO: .
[TpopekTop 1o yueOHOM H MeKIyHapoaHOH paboTte ; .C. ®omuyes
@ AT ¥ 72 209 r.
["1aBHEBIHA CrIENMATHCT 0 Ka4ecTBY oOpazoanus YMY H.B. EBceeBa
ALy oo tFs 4049 . Fobey
HauanpHuk QUHAHCOBO-3KOHOMHYECKOTO yIpaBIeHHUs __:@f/ E.B. I'enepanoBa
« FE » HlL ﬂ ALY .
&

HavanpHHK ynpaBieHus: KaJpoB F O.E. Jlapuomuna
«AE » P FoL? r. C
Ha‘{?BHHK IOpPHINYECKOit ciry kOBl N J.A. ®unaToB
« » Vi o /‘ T

JlomKHOCTD NOANUCH H.0. damunua
« » r

JIODKHOCTE MOANUCH H.O. Gamunus
« » T

JlomKHOCTE NOANNCE H.0. damunus
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JInceT o3HaKOMJIeHUSA

C INonoxenuem I1CI1-28 «OO6 otaene nenonpou3BoACTBa» 03HAKOMIICH:

JomKHOCTD

Damunua N.0.

Ilonnuce

ara
03HAKOMJICHUS
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JIuer perucrpanuy M3MeHeHH I

K [Tonoxxennro [1CI1-28 «O06 otnene AeI0npon3BOACTBA»

Ne
N3MCHCHUA

Howmep
CTPaHUIIBI

Howmep u nara npukasa, B
COOTBETCTBUU C KOTOPHIM BHECEHO
W3MEHEHUE

®amunus 1.0.
OTBETCTBEHHOTO,
KOTOPBIN BHEC
U3MECHEHHE

Ilonmnuce
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