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MONOXXEHWE
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MonoxkeHne 06 obuwem otaene JIMW - dunnana CPY (ganee - NONOXEHUE)
onpefenseTr oOpraHn3auMoOHHO-METOAMYECKYIO OCHOBY [eATe/lbHOCTM 06Llero
otaena (panee - 00) JlecocMbUpCKOro negarorn4eckoro MHCTUTYyTa - mnmana
(befilepasibHOro0 rocyAapCTBEHHOrN0 aBTOHOMHOrO 006pa30oBaTe/IbHOr0 YUpexaeHus
BbiCLIEr0 06pa3oBaHMA «CuOUPCKNIA (hedepanbHbli  YHUBEPCUTET» (panee -
MHCTUTYT, JIMWN - punnan COY) K ycTaHaBNMBaeT ero OCHOBHble 3ajayu,
(YHKUMWN,  CTPYKTYpy, nMpaBa, OTBETCTBEHHOCTb, MOPAAOK OpraHusauuun
LEeATeNbHOCTH.

OG6G03HAY€eHMSI 1 COKPaLLEHUS
B HacToslleM MOMOXEHUN WCNONb3YITCH Cchnefytolime 0603HAYEHUS W

COKpalLLeHUs:

COY, yHuBepcuTeT - (edepasnbHOe rocyfapCTBEHHOE aBTOHOMHOE
obpasoBatesibHOe yupexjeHue BbiCcLLero obpasoBaHna «CMOoMPCKUIA thefepasbHblii
YHUBEPCUTET;

nnn - dunnan COY, UHCTUTYT - JlecocMBUPCKUn nefarornyeckuii
UHCTUTYT -  unvan  defepanbHOro  rocyjapCcTBeHHOro  aBTOHOMHOrO

06pa3oBaTeNbHOr0  yuypexaeHus  Bbicwero  obpasoBaHus  «CuOGUPCKUiA
(hefiepanbHblil YHUBEPCUTET;
00 - obwui oTgen.

1 O6uwume NonoxXeHuns

1100 ABnsAeTCA CTPYKTYPHbIM nogpasgeneHmem NHCTUTYTA,
OCYLLEeCTBNAIOL UM opraHusauuio, BefleHue n COBepLUeHCTBOBaHUE
AOKYMEHTAUMOHHOITO 06ecneyeHNss WHCTUTYTA, KOOPAUHAUUKD W KOHTPOSb
BeleHNs [eNonpou3BOACTBa B  CTPYKTYPHbIX MOAPa3feneHnax UHCTUTYTA,
obecneyeHme oT6oOpa, yyeta M COXPAHHOCTU [OKYMEHTOB, obpasyrowmxca B
LEeATeNIbHOCTU UHCTUTYTA, UX apXMBHOE XpaHeHue.

1200 co3gaetca n peopraHusyeTca MNpUKasoM AMpPeKTopa WHCTUTYTa B
nopagke, npegycmoTpeHHoM MonoxeHuem o JIMNW - gunnane CPY.

1.3 00 nopgymHAeTCA HENOCPEACTBEHHO AMPEKTOPY.

1.4 B cBoelt gestenbHocT 0 0 pyKOBOACTBYETCS:

- KoHcTtutyymein PO;

- TpyposbiM Kogekcom Pd;

- ®epepanbHbiM 3aK0OHOM «O6 06pasoBaHUN B Poccuiickoin Pefepaunns;

- HOpMaTWBHO-pacnopAaguTenbHbIMU AOKYMeHTamu [lpaButensctsa P®,

MwuHUCTepcTBA Haykm WU  BbiCWwero ob6pasoBaHua P®, un  gpyrux

(befilepasibHbIX ~ OpraHoB  yMpaB/eHUdA,  KacalLlmMxca  opraHusayun

[eN0onpon3BOACTBA U apXMBHOIO Aena;

- EAMHON rocyaapCTBEHHON CUCTEMOW [en0nNpon3BO/ACTBa;
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- CTaHpapTamu YHUPULMPOBAHHOM CUCTEMBI OpraHn3aLnoHHO-

pacnopsaauTenlbHON AOKYMeHTauuM W Apyrux ¢efepanbHblX OpraHos

ynpasneHus no HanpaeneHuo geatensHoctn 00;

-  YctaBom COY;

- MonoxeHuem o JIMA - hunnane Coy;

- KonnektuBHbIM 4Or0OBOPOM;

- [MpaBunamun BHyTpeHHero pacnopsagka CoYy;

- pokymeHTamu CMK JIMA - punnana COY;

- HacToALMM MOJIOXKEHUEM.

1.5. B paMmKax OCHOBHbIX BMA0OB aeatenbHocTn 00:

- OCylWecTBNAeT Mepbl MO 3aWuTe WHMOpMaLUM B COOTBETCTBUMU C
Tpe6oBaHNAMU HOPMATUBHbIX LOKYMEHTOB;

- BbINOJIHAET TpeboBaHUSA HOPMATMBHbLIX AOKYMEHTOB MO OXpaHe Tpyga wu
NoXapHoM 6e30MacHOCTH.

1.6 00 pacnonaraetcsi no agpecy: r. Jlecocmbupck, yn. Mobensl, 42.

2 CTpyKTypa

2.1 Ctpyktypa 00 yTBepXAaeTca NpMKasoM ANPeEKTopa MHCTUTYTA.

2.2 OpraHusaymoHHaa cTpykTtypa 00:

- HayanbHuk 00;

- KOpPWUCKOHCYNbT;

- Apxusapuyc (apxms).

2.3 HayanbHMK 00 ocyLlecTBNSET PYKOBOACTBO AeATeNIbHOCTLIO OTAeNna u
NOAYMHAETCA ANPEKTOPY.

3 Bugabl feATeNbHOCTU, 3ag4a4n U HanpaBneHna geatenbHoctn OO

3.1 OCHOBHbIE BU/bI AEATENLHOCTH:

- opraHusaumsa paboTbl ¢ opuunanbHbiMKM AoKymMeHTamun B JIMA - dwmnnane
C®Y B COOTBETCTBUM C AEWCTBYHOLMM 3aKOHOAATENbCTBOM, FOCYAapCTBEHHbIMY
cTaHgapTamu, HOPMaTUBHbLIMU U METOAMYECKMMU AOKYMEHTAMMN;

- MflaHMpoBaHWe, OpraHM3auna M CONPOBOXAEHWE [AeATeNbHOCTU apxuBa
NHCTUTYTA;

- NNlaHMpOBaHME W opraHm3aumsi paboTbl MOCTOAHHO [AENCTBYHOLLEN
3KCNEPTHON KOMMUCCUN.

3.2 B pamkax OCHOBHbIX BMAOB feAtesibHocTM 00 pelwaet cnepyrouime
3afaun:

- KOOpAMHAauMA U KOHTPO/b BeAeHWUsA AeNonpou3BOACTBA B CTPYKTYPHbIX
nogpasfeneHnsax WHCTUTYTa B  COOTBETCTBMM C  3aKOHOAATENbHbIMW U
HOPMaTMBHbIMW MNPaBOBbIMW akTaMu Poccuiicko Pepepauumn, COY, UHCTUTYTA
Mo AeNIonpon3BOACTBY U apXUBHOMY feny;
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- ynopsigovyeHne cocTaBa ynpaBneHYECKUX JOKYMEHTOB M YHUDMKaALMSA X
(hopMm B ULENsSX COKpaWleHUs KONM4YecTBa AOKYMEHTOB W YCTAHOBMEHMA MX
eAnNHO06pasns B UHCTUTYTE;

- obecneyeHne oTbopa, y4yeTra M COXPaAHHOCTU  [LOKYMEHTOB,
06pasyowmxcs B AeATeIbHOCTU UHCTUTYTA, UX apXUBHOE XPaHEHWE;

- OpraHusauus paboTbl NOCTOAHHO AENCTBYHOLLEN 3KCNEPTHON KOMUCCUN;

- OpraHu3auus AOCTaBKW, MONYYEHMS N OTNPaBKN KOPPECMOHAEHL MW,

4  ®yHKuun OO

B COOTBETCTBUM C BO3NOXEHHbLIMWU 33adayaMy  OTAEN  OCYLLecTBafeT
cnegyrouine MyHKUNK:

4.1 PaspaboTka nonoxeHmss 06 OO, WHCTPYKUUK no BeAeHUI
L,enonpon3BoACTBa B UHCTUTYTE U HOMEHKATYpPbl AeN UHCTUTYTA.

4.2 OnTumMmM3aumns LOKYMeHToo60poTa B LieIOM.

4.3 ®opmupoBaHue M 06paboTKa [LOKYMEHTOB B 3/IEKTPOHHOW cCUCTEMe
[OKYMEHTALMOHHOIo 06ecrnevyeHnss UHCTUTYTA.

4.4 TlpoBepKa NpaBuUIbHOCTU O OPMIEHNA LOKYMEHTOB, 06pasytoLimxcs B
NHCTUTYTE.

4.5 XpaHeHne NOA/MIMHHMKOB  NPWUKa30oB, PacnopskeHWin  gupekTopa
MHCTUTYTa MO OCHOBHOW [eATeNbHOCTW, obecneyeHMe UX CBOEBPEMEHHOW
paccbIIKN N 03HAKOMJ/IEHUE C HUMMW.

4.6 JkcnegmumMoHHas o6paboTka, Mpuem, perucTpauus, y4yeT, XpaHeHue,
[0CTaBKa U pacchbl/ika KOppecnoHaeHUMn (BXoAsALWeN, NCXOAALLEN, BHYTPEHHEN), B
TOM 4uc/ie nepefaHHOM No cneymnanbHbIM CPpeacTBam CBA3N.

4.7 Y4eT 93/IeKTPOHHbIX [AOKYMEHTOB WHCTUTYTa, (OPMUPYEMbIX W1
XpaHALWMXCA B oTAENe,

4.8 MeToanyeckaa MOMOLLb CTPYKTYPHbIM MofpasfeneHnsaM WHCTUTYTa B
opopM/IEHUN [OKYMEHTOB W KOHCY/IbTUPOBaHME pPabOTHUMKOB WHCTUTYTa Mo
BONpocam oPopmMeHna LOKYMEHTOB 1 BeeHUA Aen0onpon3BoACTBa.

4.9 KOoHTpo/b 332  MpaBW/ibHbIM  O(OPMJIEHMEM  JOKYMEHTOB,  UX
CBOEBpPEMEHHbIM MPOXOXAEHUEM N UCTIONTHEHUEM.

4.10 KoHTpo/ib 3a nMpaBWibHbIM O(OpMIeHVEM W BefeHWeM fen B
CTPYKTYPHbIX MOApa3fefieHNnAX UHCTUTYTa U MOArTOTOBKa AOKYMEHTOB K CAaye B
apXmB.

4.11 OpraHusauma paboTbl N0 NPUEMY NMUCbMEHHBIX 06paLLeHNIn rpaxaaH u
[lenonpon3BoACcTBa N0 HUM.

4.12 Bblfadya KOMWIK, XpaHAWMXCcA B OTAefle AOKYMEHTOB, apXWMBHbIX
CNpaBoOK W1 3aBepeHne JOKYMEHTOB B YCTaHOB/IEHHOM NOPSAAKE.

4.13 PaboTta NO MCMNOAb30BaHWIO, XPAHEHWUID, W3rOTOBNEHUIO, YYETy MU
YHUUTOXEHUIO repb0oBOiA MeyaTun, neyaTenm n LWTAMMOB MHCTUTYTA.
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4.14 MeToanyeckas [MOMOWbL B  pa3paboTKe  HOMEHKNaTypbl  Aen
CTPYKTYPHbIX NoApa3fefieHNin MHCTUTYTA.

4.15 CocTtaBneHune CBOAHOW HOMEHKIaTypbl Aen MHCTUTYTA.

4.16 lMoAarotoBKa AOKYMEHTOB MHCTUTYTaA K nepegayvye Ha rocyfapcTBeHHoe
apXNBHOE XpaHeHMe.

4.17 KOHTpONb 3a WCNOJIHEHMEM BXOAAWMX [OOKYMEHTOB, MNPUKa30B
ANpeKTopa UHCTUTYTA.

4.18 Y4yeT N XpaHeHWe [OKYMEHTOB, (OpMUPYOLWKNXCA B OTAefe, B
COOTBETCTBUUN C HOMEHK/IaTypoi aern.

4,19 OTgen BO B3aMMOAENCTBMM C OTAENIOM  3alUUTbl  MH(OpMaLnm
yrpaBieHUsa no pexumy u 6e3o0nacHOCTM XuaHegeatenoHoctn (PubXX[) Coy
NPUHMMAET Mepbl NO 3awuTe MHGpopMauun, NpefycMOTPeHHble HOPMaTUBHO-
NPaBOBbLIMU JOKYMeHTamMu.

5 [IpaBa 1 0683aHHOCTK paboTHMKOB OO

5.1 JaBaTb CTPYKTYpPHbIM MNoApasfeneHnam 1 OTAefIbHbIM cheyuannctam
MHCTUTYTa yKa3aHUs no Bonpocam, BXOAAWMM B KomneTeHuuto OO.

5.2 MonyyaTb OT ApPYrux CTPYKTYPHbIX MNoOApasfeneHuii  UHCTUTYTa
HeobXoA4MMble LOKYMEHTbI U MaTepuanbl (MHpopMaLMio) No Bonpocam, BXOAALLMM
B KomneTeHuunto OO.

5.3 lNpeactaBuTenscTBOBaTb  OT  WMEHW  WHCTUTYTA MO  BOMpocam,
OoTHOCAWMMCA K KoMmneTeHUnn OO, BO B3aMMOOTHOLLEHMAX C rocyAapCTBEHHbIMU
MYHUUMNAbHBIMW  OpraHu3auusaMmn, a Takxke ¢ APYTrUMU  YUPeXAeHUAaMM,
opraHusaumamm, nNpeanpuaTUAMK NO COracoBaHUKO C AUPEKTOPOM UHCTUTYTA.

5.4 MpoBoAnTbL COBeLLaHMA MO BOMpocam, BXOAAWMM B KommneTteHuunto OO,
M y4yacTBOBaTb B TaKMUX COBeLLaHMAX.

55 B He0ob6XoAMMbIX Cfyyasx npu pelleHUn BOMPOCOB, CBA3aHHbIX C
MopyYeHNeM PYKOBOACTBA WMHCTUTYTA, MPUBMEKATb B YCTaHOBNEHHOM MOPAAKe K
COBMECTHOW AeATeNbHOCTU pabOTHUKOB APYTrUX NoapasfeneHuii MHCTUTYTa.

5.6 [laBaTb pa3bsACHEHUs, peKOMeHAauum W YyKasaHus no Bonpocam,
BX0AAWMUM B KomneTeHuuto OO.

6 OTBETCTBEHHOCTb

6.1 HayanbHuUK 1 paboTHUKN OO HecyT OTBETCTBEHHOCTb 3a:

6.1.1 TOYHOe ¥ CBOeBpPeMeHHOe BbINO/HEHWE 3aKoHoAaTenbcTBa P U
HOPMaTMBHO-MPAaBOBbIX aKTOB COOTBETCTBYHOLWMWX OPraHoB rocyaapCTBEHHOW
BNacTW, a TakXe peweHnin YueHoro coseTa JIMW - dmnnana CPY, npnukasos u
PacnopsHKEHU ANPEKTOPA MHCTUTYTA,;

6.1.2 KayeCTBeHHOe W CBOEBPEMEHHOe BbIMO/IHEHWE  BO3/10XKEHHbIX
HacTosawmm TllonoxeHnem Ha OO 3adad, BbIMOMHEHWE nnaHa pPaboTbl MO BCEM
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HanpaBNeHUAM AeaTeNbHOCTY;

6.1.3 HavyanbHUK OO HEeCET OTBETCTBEHHOCTb 3a BbIMO/IHEHNE MEPONPUATUI
Mo 3awmTte MHMoOpMaLMmM 1 CMcTeMaTUYECKOe COOMOAEHME NpaBUa OXpaHbl Tpyda
1 noxxapHown 6esonacHocTn B OO;

6.1.4 paboTHMkn OO 0643aHbl BbINOMHATL TpPebOBaHMA HOPMATMBHbIX
AOKYMEHTOB MO BeAeHWIO [eNonpou3BOACTBA WM 3awMTe MHDopMauuu, He
pasrnawartb KOH(PUAEHUWaNbHY WH(QOpMaunto, CTaBLWYK MM W3BECTHON nO
cnyx6e n /M NHbIM NyTeM.

7 OpraHusayma geaTesibHOCTU

7.1 HenocpeacteeHHoe ynpasnieHne OO ocyLLecTBASET HaYa/IbHUK.

7.2 HayanbHnk OO yTBeEpXKAaeTcAd B [O/DKHOCTU MNPUKasoM AupeKkTopa
Nnnm - gunnana CoYy.

7.3 Npuem Ha paboTy M 0CBOGOXAEHME OT 3aHMMaeMbIX [AO/HKHOCTEN
paboTHMKoB OO OCyLLecTBAsSETCA MNPUKA30M  AMPEeKTopa WHCTUTYTa Mo
npeacTaBNeHUIo HavyanbHMKa (0]0) B COOTBETCTBUMU C  TPYLAOBbIM
3aKOHOAaTe/IbCTBOM P® 1 TpyA0BbLIM LOTOBOPOM.

7.4 TlonHOMOYMA, npaBa, 00653aHHOCTW, OTBETCTBEHHOCTb, TpPebOBaHMA K
KBanupukaumm nepcoHana OO npuBefeHbl B COOTBETCTBYHOLMNX LO/HKHOCTHbIX
NHCTPYKUMAX paboTHNKOB. PaboTHMKM OO BbIMOHAKT CBOUM (PYHKLMUN HA OCHOBE
TPYZLOBOro L0OroBopa CoriacHO AO/MKHOCTHLIM UHCTPYKLNAM.

7.5 OO0 pasmewaeTca Ha 3akpenneHHbiX npukasom paupektopa JIMW -
Gunmana COY nnowagax.

PA3PABOTUUK:
HavanbHMK 0buwero otgena A.N. Opnosa

COI'’MACOBAHO:
3aBeayroLunin nabopatopmein MeHeIXXMeEHTa
KayecTBa 06pa3oBaHus A.B. Py6uos



