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1. O0mue moJI0KEeHUs

1.1. Vopasnenue JiesiaMu (manee - Ynpasnenue) SIBJISIETCS
aJMHHHCTPAaTUBHO-YIIPaBJIEHYECKUM CTPYKTYPHBIM MOApPAa3eiiCHUEM (eiepalbHOro
roCyJapCTBEHHOro  OIOJKETHOro o0pa3oBaTeNnbHOro  YUpPeXICHHUS  BBICIIEro
obpa3oBaHus «HuxeropoAckuil rocyapCTBEHHBIH JIMHIBUCTUYECKUH YHUBEPCUTET
mMm  H.A.Jlo6pomoboBa (manee — HIJIY, VYHuBepcuTeT) OCYMIECTBISIOIIAM
aOAMUHUCTPAaTUBHYIO, OpPraHU3allMOHHO-TEXHUYECKYI0 U  JOKYMEHTalMOHHYIO
IesITeNIbHOCTh, HAalpaBIeHHYIO Ha obecneueHue paboThl YHUBEPCUTETA.

1.2. Hacrosmee IlonoxeHune peryaupyeT AEATENBHOCTb IOJApa3lelIeHUs,
ompenenseT ero 3agadd, (yHKIHH, IpaBa U O0A3aHHOCTH PabOTHHKOB, HOPSIOK
opranuzanuy paboThl, peopraHu3aliy U JUKBUIALUUK Y IIpaBIeHHUS.

1.3. B cBoeiil nestensHOCTH YnpaBieHHe pykoBoacTByeTcss KoHcrutynueit
P®, 3axononarensctBoM P®, TpynoBeiM konekcom P®D, denepanbHEIMH 3aKOHAMHU
«O6 ofpazoBanuun B P®», «O nepcoHanbHBIX HaHHBIX», «O NPOTHBOAEHCTBHH
Koppynuuuy», «O6 apxuBHoM zene», O3 PO «O6 snekTporHO# moxnucu», O3 PO
«O mNpoBeNEeHHUH 3KCHEPHUMEHTa II0 HCIOJIB30BAaHUIO 3JIEKTPOHHBIX JOKYMEHTOB,
CBA3aHHBIX ¢ pabotoitn, O3 PO OdepepaneHeiii 3axkoH "OO6 wuHOpMamH,
MHGOPMAIIHOHHEIX TEXHOJIOTHAX U o 3ammrte HHpopManuu", O3 PO "O BHeceHHH
U3MEHEHUN B OTAEJBHBIE 3aKOHOJATeNbHbIe akTel Poccuiickoit Menepannu B 9aCTH
OTMEHBl OrpaHHWYEHHH Ha HCIOJB30BaHUE JJIEKTPOHHBIX JOKYMEHTOB IIpH
B3aNMOJEHCTBUM (PU3NYECKUX U IOPUIUYECKHX JIMI[ C OpraHaMu rocyapCTBEHHOM
BJIACTH U OpraHaMM MecTHOr'o caMoymnpasieHus", Yka3zamu IIpesunenrta Poccuu mo
pabote ¢ OOpallleHUsIMU I'pakAaH, MHOCTPAaHHBIX TPaXkAaH H JIKI 0e3 rpaKaaHCTBa,,
HOpMaTUBHO-NIPaBOBBIMH  akTaMu  MuHoOpHayku P®, mocTaHOBICHHIMU
ITpaButensctBa PD B ciepe obpa3zoBaHus, HOPMATUBHO-IIPAaBOBBIMH aKTaMH B
o6JTacTH JENIONpPOU3BOJICTBA U ApXUBHOIO JeNia, a Takke YCTaBOM, HOPMATHBHO-
IIPaBOBBIMU aKTaMH Y HUBepcHUTeTa U HacTosAImM [TomoxeHueM.

1.4. HenocpencrBeHHOe pYKOBOACTBO U OpraHU3aLMI0 JEATEIHHOCTH
VYrhpaBineHUs JielaMl OCYIIECTBISeT HadalbHUK, Ha3zHayaeMbIi Ha JIODKHOCTH U
ocBoOOXKIaeMbll OT AOHKHOCTH nMpHKa3zoM pekropa HIJIY.

1.5. CrpykTypa ¥ IUTaTHOE pacHnucaHHe  YIIPaBIEHUS YTBEPKIAAIOTCS
[IPUKA30M pPEKTOpA.

1.6. TpynoBble 0053aHHOCTH COTPYAHUKOB YIIpaBlIeHUs, yCIOBUS UX TpyZAa
OTPENIEeISIOTCS 3aKII0YaeMBIMU C HUMH TPYyIOOBBIMHU JoroBopamu (3¢ {@exTHBHBIMHU
KOHTPaKTaMH, COIIAIICHUSIMH), JOJDKHOCTHBIMH HHCTPYKIUSMH pabOTHHKOB
VYmpaBneHusi, JIOKaJIbHHIMA HOPMATHUBHBIMH aKTaMH, a TakXe HaCTOSsIIUM
[TonoxenueM.

1.7. JIOMKHOCTHBIE MHCTPYKILUH COTPYAHUKOB YIpaBIIEHHs YTBEPXKIAHOTCH
PEKTOPOM, IpPH COIJIACOBAaHUM C HAYalIbHUKOM VYTIPaBIEHUS M HaYalbHUKOM
IOPUIHYIECKOT0 OTAENA.

JIOMKHOCTHYIO HHCTPYKLHIO HaualbHUKa YIIpaBIeHHs YTBEPKIAAET PEKTOP.

1.8. CoxkpamieHHoe HauMeHOBaHHe YTIpaBleHHs aejiamu — Y [1,




1.9. HOnsa ofecnedyeHus aJAMHUHUCTPATUBHO-YIIPAaBICHUYECKON IEATEIBHOCTH
YHuBepcuTeTa YOpaBjleHWE BOpaBe HCIONB30BaTh KPYIJIyH IieyaTb C
BOCIIPOU3BEAEHUEM rocyaapcTBeHHOro repb6a Poccuiickoit ®Depepanuu (nanee —
repboBas neuarsb). ['epboBas meyaTh NpOCTaBIsAETCS HAa NOKYMEHTHI, IOAMMUCAHHEIE
peKTopoM  (JuIOM, ero 3aMmeHsomuM), IlepBeIM HpPOpPEKTOpPOM, TIIaBHEIM
OyxraitepoM, Ha NOKYMEHTHI, IIOJANHUCAHHEIE IIpeJicefaTelieM IHCCEPTAlHOHHOIO
CoBera (cormacHo TpeGoBanussM BAK), a Takke Ha KOONMHM JOKYMEHTOB B
ITencuonnstit ®ong PO ans omnater 06yueHus cTyieHTaMu U citytatensmu HIJTY.

Jlns  BBINOJHEHUWs] BO3JIOXKEHHBIX (YHKUUH YIpaBieHwe HMeeT IMpaBo
HCITOJIb30BaTh KPYIJIYIO Ne4YaTh « YpaBleHUe AenaMu», a TakKe HHGOPMalMOHHEIH
KBaJpaTHBIM IOTaMn YHHUBEpPCHUTETA C €ro IOJHBIM U  COKpalleHHBIMHU
HaMMEHOBAHHEM M aJjpecoM.

OTTHUCK Kpyrjoi medaTu MpPOCTaBISETCSs Ha JOKYMEHTHI, IOJANHACAaHHBIE
HayaJbHUKaMU TI0Jpa3JielieHuii yHHUBEpPCUTETa, WCIONb3yeTCs Ui 3aBepeHHs
noxkymenroB HI'JIY, B cmyuae, ecnu OHHM He TpeOYyIOT 3aBepeHHS PEKTOPOM,
IIPOPEKTOPOM WJIH IrIaBHEIM Oyxrantepom HI'JIV.

Hns  Bepupukanum npoxkymentoB HIJIY  Vmpasnenwme wuMmeeT mnpaBo
HCIIONIB30BATh IITAMII 3aBEPEHUs KOMHMHM C yKa3zaHHWeM HHQOpMauuu O TOM, IIe
HaxOAWUTCS MOAJIMHHUK JOKYMEHTA.

Jist Bepu¢ukanuu SJeKTpOHHBIX AokyMmeHToB HIJIY VmpaneHue nMmeer
IIPaBO UCIIOJIH30BAaTh HITaMII.

JU1s perucTpany BXOZIMIIEH MOKyMEHTallUd YTpaBleHHEe HejlaMH HMeeT
IpaBo UCIonbs30BaTh WTaMn «Bx. HI'JIY Ne oT ».

(bonee nogpo6GHO MOPANOK IMPOCTABICHHUS IedyaTel U IITaMIIOB Y HUBEPCUTETA
pernaMmeHTHpoBaH B MHCTpykuu no aenonpoussoactsy HI'JIY).

1.10. Tlopgpa3nenenue uMeeT COOCTBEHHEBIH paszien Ha O(QHIMAIEHOM caiiTe
HI'JIY, nomnepxuBaeMblii YIpaBl€HUEM B COOTBETCTBHH C JEUCTBYIOIIMMH B
YHUBepcUTETE JIOKAIBHBIMH HOPMAaTUBHBIMH aKTaMM U obecrieuyuBaromui
MpeJcTaBlieHHe akTyalbHOH HH(POPMalLlUU O AeITeIbHOCTH OApa3ieNIeHuUS.

1.11. K nmoxymeHTaMm, KoTophle odopmisioTcs B YrpaBieHUH (IpHKa3bl 110
OCHOBHOM JEATENBHOCTH, [0 KOHTHHIEHTY JBIDKEHHS OOydJaromuxcs, IO
aMUHUCTPATUBHO-XO3AMCTBEHHO!I  AEATENBHOCTH, OIEPaTUBHOIO  XapakTepa
(cTyneHdeckuii), oNepaTHBHOro xapakrepa (COTpyAHHKH), MO KOMaHIUPOBKaM,
OCHOBaHMS K MHaHHBIM TMpPHKa3zaM, BXOAAIIas U HCXOASAIIas KOPPECHOHICHLMS,
cnyxeOHas Tmepernucka, HokyMeHTBl ¢ rpudom <«JCID» (mns ciyxkeb6HOro
TIOJIb30BaHUs), HOMEHKJIAType Nell, UMEIOT IpaBo AOCTYIa, IIOMHUMO COTPYIHHUKOB
VYIpaBlieHHs, peKTOp U JIMIA, YIIOTHOMOYEHHBIE UM Ul IPOBEPKU NEATEIBHOCTH
VhpaBieHusi, a TakKe HHBIE JIMIA B COOTBETCTBHH C 3aKOHOOATEILCTBOM
Poccuiickoit ®enepanuu.

1.12. B3zaumopneiictBue  YIpaBlIeHHUSA C  HOPYTHMH  CTPYKTYypPHBIMH
HOApa3feieHUAMHM YHHBEPCHTETa ONpeleNsercsd 3afayaMu  H  (QYHKIHAMH,
BO3JIO’)KEHHBIMU Ha Hero HactoswmuM ITonoxenueM.

1.13. Hacrtosuee ITosoxxeHne 1 BHOCUMBIE B HEF'O U3MEHEHHUS YTBEPXKAAIOTCA
IIPUKa30M pEKTOpa Y HUBEPCHUTETA.
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1.14. lenomnponsBoACTBO  YHpaBieHHS ONpelensercd U BENETCs B
coorBercTBUM ¢ IIpuMepHON  MHCTpyKUMell 10  JeJIONpOU3BOJCTBY B
rocynapcTBeHHBIX oprausanysax (Ilpukaz denepalbHOroO apXUBHOTO areHTCTBA OT
11.04.2018 N 44 "O6 yrBepxaeHun IIpuMepHO#t HHCTPYKLIUH O AEIOMPOU3BOJICTBY
B TOCYyHapCTBEHHBIX opranuzaiuax" (3apeructpupoBaHo B MwuHiocte Poccun
17.08.2018 N 51922), VHubunupoBaHHOH CHCTEMOW  OpraHH3alHOHHO-
pacnopaautenpHol  poxkymentauuu (I'OCT P 7.0.97-2016), Huctpykuumeit 1o
nenonpoussoAcTBy B HI'JIV, cornacosanHolf B HixeropoackoM rocymapcTBEHHOM
001acTHOM apXUBe U YTBEPKACHHOM HOMEHKIATYpOil .

2. OcHoBHBIE 3a1a4YH

2.1. OcHOBHBEIMH 3afjayaMu YIIpaBJI€HHS ABISIOTCH:
2.1.1 ®@opmHupoBaHHE €ANHON MONUTUKH IO paboTe ¢ JOKYMEHTaMH B
YVHUBEpCHUTETE; '
2.1.2. Peannzanus 3¢¢exTUBHOIO U ONEpaTHMBHOTO JOKYMEHTALMOHHOIO
obecrieyeHnss ynpaBlieHUYECKOH [ESATENIbBHOCTH YHHMBEPCHTETa, B TOM 4HCIE
3JIEKTPOHHOTO (3a MCKIIOYEHHEM JOKyMEHTalHlOHHOro o0ecleveHnus KaapoBoii
JeATEIbHOCTH) U COXPaHHOCTH JOKyMeHToB B HI'JIV;
2.1.3. CosepllleHCTBOBaHME  IIPOLECCOB  YIpaBiIeHHs Opra”Hu3anOHHO-
PacnopsaAUTENbLHEIMY, MH(OPMAIMOHHO-CIIPAaBOYHEIMH JIOKYMEHTaMH W Pa3BUTHE
aBTOMAaTH3MPOBAaHHOM CUCTEMBI JOKYMEHTaUHOHHOTO obecrnieuenus HIJTY;
2.1.4. Yyactue B co3gaHuH 3(Q(EKTHBHOrO aBTOMATH3UPOBAHHOIO KOHTPOJS 33
HUCIIOJTHEHHEM M YYETOM mNopydeHHil pykoBoxctBa HIJIY, HCHOIHHUTENLCKOM
OUCLUILIMHOM;
2.1.5. OcymecTBNeHNE O3HAKOMJIEHUS UCIIOJIHUTENeH ¢ HOKyMeHTaMu (IpUKa3aMu,
paclopsKEHUSIMH,  IMCbMaMH, KOHKPETHBIMH  IIOpYYEHUSMH  PYKOBOICTBA
YHHUBEPCUTETA) MOCPEACTBOM IEKTPOHHOIO JOKYMEHTOO60pOTA.
2.1.6. OcymiecTBneHne KOHTPOJIS MCIONHEHUsS CTPYKTYPHBIMH HOApa3IeleHUsIMU
HI'JIV pemenuit Muno6pHayku Poccun, PocobpHanzopa, npuka3os, pacnopskeHuid
M YKa3aHUN pyKOBOACTBa YHUBEPCUTETA
2.1.7. OnepaTuBHOE H3JaHHE U MapUIPyTH3ALMs IPHKA30B IO CTYAEHYECKOMY
naenompounssonactsy (KO, om-ctyn), ocHoBHOH  gmestensHoctu  (OC/]D),
aAMHHUCTPAaTUBHO-XO03sMCTBEHHON aAesTenbHOCTH (AX]]), mo komannupoBkam (K),
ONEpPaTHBHON JAEATENBHOCTH IO COTPYJAHHMKaM (OI-Ipen), pacHopshKeHHH,
HHCTPYKTHUBHBIX  IIMCEM, PpErJIaMeHToB, IlonoxeHuil, Jpyrux  JIOKaJIbHBIX
HOPMAaTHUBHBIX aKTOB, He0OXOAUMEBIX B paboTe YHUBepcUTeTa
2.1.8. KoHTponb 3a UCIIOJIHEHHEM 3alpOCOB IIO0 apXUBHBIM MaHHBIM U BeIEHUEM
apXHUBHOTIO JI€JIONPOU3BOICTBA.
2.1.9. ®opmupoBaHue equHOro apxuBHoro gonaa HI'JIV;
2.1.10. CopeiicTBue B opranu3sanuu uudposoro apxusa HI'JIVY;
2.1.11. BeneHne HOMEHKIATYpHl A€l U IOACOTOBKAa JOKYMEHTOB K CIaye B apXuB
HI'JIY u B apxuBHBIA Qoua PD.
2.1.12. OcyuiecTBIeHe METOIUYECKOr0 PYKOBOJACTBA ITO BOIIpOCaM OpraHu3anuu
IOKyMEHTAllMOHHOro obecrieueHUs: YIpaBjeHUs B CTPYKTYPHBIX IOApa3feleHUIX




VYHuBepcHTeTa, BKIIOUast QUITHAINEL,

2.1.13. Ob6ecrieyennie KOHTpOJIsI 3a KadyeCTBOM 0OpabOTKHM [OKYMEHTOB M
ONTUMAJIEHOM JIOTUCTUKOHN JOKYMEHTOIIOTOKOB; B CJIydae BBISBJIEHHUS HEIOCTATKOB —
C NPaBOM (PHKCALUU ¥ BEIHECEHUS 3aMEYaHUH, IPeI0KEHH M 00 yIIydIIeHu .

2.1.14. Bepuduxanus xonuit nokymentoB HI'JIY nedaTsiMu 1 mrTaMnamu.
2.1.15. OpranusanuonHoe obecnedeHne pealn3alyy Npaea rpaxKaad Ha oOpalleHue
B HI'JIY, B ToM 4ucne 3a NMOATBEpPXKACHHEM CBOHX COLHAIBHBIX M ITEHCHOHHBIX
IpaB;

2.1.16. AHanu3 1 MOHUTOPHHI TeMaTHKH oOpameHuii rpaxnan P®, WHOCTpaHHBIX
rpaxnad M jun Oe3 rpaxnaaHctea B HI'JIY mns uHpOpMHpOBaHHS pyKOBOICTBA
YHHBEpCHUTETA U NIPUHATHUSA Mep 110 )kanobaM 1 oOparieHusIM;

2.1.17. CogeiictBue B OpOpMIEHUH JOKyMEHTAlHH IO TPAHTOBOU IEeATEIBHOCTH
YHuBepcurera.

2.1.18. Pa3paboTka W BHeJpeHHEe JIOKAJBHBIX HOPMATHBHBIX AKTOB B OOJIACTH
JEeJIONPON3BOACTBA U apxuBHOTO nena B HI'JIVY;

2.1.19. JlokyMeHTalliIOHHOE CONpPOBOXIEHUE U3MEHEHHUA B OPICTPYKTYpE
YHuBepcHuTeTa, O(QOpMIEHHE NOJHOMOUYHMH paOOTHUKOB YHHBEPCUTETA, a TaKKe
KOHKPETHBIX IOPYYECHUH JUISl HUX;

3. Oynknun

3.1. [Jlna peanu3auuu IIOCTaBIEHHBIX 3aJad YIpaBlieHHE JejaMHu
OCYLIECTBIISET CleAyIomue QyHKIUU:

3.1.1. OGecnieyeHre NOKyMEHTALMOHHOTO COIPOBOXACHHS 00pa3oBaTelIbHOIO
mpolecca B YHHBEPCHTETE, a HWMEHHO O(QOpMIIeHHWe, BBIIIYCK, perucTpaus,
COIVIaCOBaHHUE, IOANHCAHHE PYKOBOJUTENEM, MapLIpyTH3aUHs pacloOpsKeHHH H
HPHKa30B:

- 1O J[ABI)KCHMIO KOHTHHTEHTa OOydJaromuxcs OYHOM, OYHO-3a0YHOU WU
nuctaHuuoHHo# Gopmser o0yuenus (KJ10);

- OIepaTUBHOIO Xapakrepa Bcex ¢hopM o0ydeHus (CTyaeHUIeCKHe).

3.1.2. OOecnedyeHne AOKYMEHTAaUHOHHOIO COIPOBOXKJIEHHWS OCHOBHOH U
aqMUHUCTPaTUBHO-XO3SICTBEHHOH  HEATENbHOCTH  YHHBEpCUTETa, a HMEHHO
odopMIEHHE, BBITYCK, pEerucTpaliysi, COrjacoBaHUe, MOINMUCAHHE PYKOBOIUTEIIEM,
MapIIpyTH3alysl paclopsHKEHUN U IIPUKA30B:

- TI0 OCHOBHOH J€STENBHOCTH;

- 10 aIMUHUCTPATUBHO-X0351CTBEHHON JIEATEIHLHOCTH.

3.1.3. Obecneuenre JOKYMEHTAIIOHHOTO COIIPOBOKIEHUSI KOMaHAUPOBaHUH U
nmoe3nok cotpyauukoB HIJIY, a uMeHHo, odopMileHHe, BBIIYCK, perucrpamus,
corjiacoBaHue, ITOAIHCAHHE PYKOBOAWTENEM, MapUIpyTH3allks pacHopsiKeHHH U
NPHKa30B:

- 0 KOMaHJAUPOBAHUU COTPYAHHKOB;

- O MOo€3/IKax COTPYIHHUKOB;

3.1.4. Benenue mpHeMa, ydeTa W PErHCTpalMH (B TOM YHCIE BJIEKTPOHHO)
BXojael koppecnonaeHuuy (8 Tom uncie — JICII).

3.1.5. Ob6ecneuenue CBOEBpPEMEHHOM obpaboTku MOCTYyIaoLIeH
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KOPPECIIOH/IEHIIMH, €€ MaplLIpyTHU3alMs CorjlacHO Bu3aM pykoBojactBa HIJIY wu
KOMIIETEHIUSIM TOApa3Ae/IeHH, B TOM 4Hcie obecredyeHHe Iepeadyd CPOYHBIX
JIOKYMEHTOB MEX/ly KOpIlycaMy YHHUBEpPCUTETa WU YBEJIOMIICHUH MOapa3ie/eHuii o
NpUOBITUH CPOYHOMN JOKYMEHTAlUH, OaHIepoJieid, MOCHUIOK;

3.1.6. OGecrnieueHue npueMa, perucTpalvy BXOISIIEH U OTIPaBKHA UCXOSIIECH
KOpPPECIIOH/IEHIIUH, 10CTaBKY 3aKa3HOW KoppecnoHaeHUUH B otaeneHuss AO «Iloura
Poccun» unm BbI30Ba Kypbepa Ais 3Kcnpecc-a1octaBku (B ToM uncie - JICIT).

3.1.7. ObecnieyeHne TexXHUUYECKOH 0OpaOOTKH MCXOISIIEH KOPPECIOHIEHIHH:
CIIMBKA, 3aBepeHHe IOJANMCEeH Ha CIIMBKe, YIMaKOBKAa B KOHBEPTHI, HAIUCAHHE
aZipecoB (3aIllOJIHEHWEe TOTOBBIX KBUTAHLUUN Ha OTIIPABKY );

3.1.8. Co3nanue, BeAeHHME M aKTyalM3alUMsi DSIEKTPOHHBIX 0a3 JaHHBIX
IIPUKA30B, BXOMIALIMUX OKYMEHTOB, CO3JAaHHBIX B YIIPABJIEHUHU C HMCIIOJIB30BAHHEM
aBToMaTU3upoBaHHOM cucteMbl 1C «JlokymeHTO060pOTY;

3.1.9. OcymecTBneHne KOHTPOJISI HCIIOTHEHUSI JOKYMEHTOB COTJIACHO CPOKaM,
YCTaHOBJIEHHBIM peKTopoM. HampaBieHue HallOMUHAHUS O IIPOCPOYKE;

3.1.10.  OcymiecTBiieHHe  KOHTPOJss HU  (UKCAUMH  OTKIOHEHHH B
YHU(QUIUPOBAHHOM JI0OKYMEHT0000pOTe ¢ IpaBOM TpeOOoBaTh KOPPEKTHPOBOK OT
noxapasnenenuit HI'JIY;

3.1.11. Oka3aHue KOHCYJIbTaTUBHOW MOMOIIM paOOTHHKaM YHHBEPCHUTETA I10
COCTaBJICHMIO M O(OPMJIEHHIO JOKYMEHTOB B COOTBETCTBHH C JIOKAJIBHBIMH
HOPMAaTHMBHBIMH aKTaMHU Y HUBEpPCUTETA 10 BompocaMm paboTsl ¢ fokymeHTamu, CD/I,
OpraHu3alldd  JIOKyMEHTOoOOpoTa, IpoLeAyp  COrJIaCOBaHHSs,  ITOANHCAHUSI,
YTBEP’KJEHHUsl, ONEPaTUBHOIO XPaHEHHs, HCIIOJIb30BaHUs, Mepeaayid, 3aBepeHusl U
YHUYTOXXE€HUS JOKYMEHTOB,;

3.1.12. Bepuduxauuss xonuii poxymenroB HIJIY mrammamu u mnedaTsiMu
HI'JIY u obecneyeHue CTPYKTYpPHBIX MOJpa3/efieHuH YHUBEPCUTETA, CTYJIECHTOB U
paborHuxkoB HI'JTY 3aBepeHHBIMU KOMUSIMH YUpPEIUTEIbHBIX JOKYMEHTOB;

3.1.13. Bepudukauus oT3pIBOB Ha AUCCEPTALUU, PELEH3UN, HAYUYHBIX CcTaTel
repOoBoii neuyatsto nociie 3aBepenus noanucei [MI1C Ornenom kaapos;

3.1.14. Pa3pabGorka wunu ydactue B pa3pabOTKe JOKYMEHTOB IPaBOBOrO M
METOJIMYECKOr0 XapakKTepa, JOKaJIbHO-HOPMATUBHBIX AKTOB B YaCTU AEATEbHOCTHU
nojapas3esieHus, NpuKa3oB U pacnopsbkenui HI'JIY;

3.1.15. Yuactue B pa3paboTKe U BHEAPEHUH YHUDUIUPOBAHHBIX (GOpM U
AIIEKTPOHHBIX 11a0JI0HOB JIOKYMEHTOB, obecrequBaroInx MPOLIECChI
JIEJIONPOU3BOCTBA B Y HUBEPCUTETE;

3.1.16. OcyuiecTBIeHUE KOHTPOJIS UCIOJIb30BaHUS, XpaHEHUs, U3rOTOBJICHHUS,
ydeTa U YHUUTOXKeHUs repOoBoit nmevaTtu u mrammnos HI'JIY;

3.1.17. Co3maHue 3JIEKTPOHHBIX JIOKYMEHTOB (KOMIIbIOTepHas o0paboTka,
CKaHMpPOBaHME, CO3/laHHWe KOMUH) B COOTBeTCTBUM ¢ HHeTpykuwmed 110
nenonpoussonactsy HI'JIV, a takxe 'OCT P 7.0.97-2016) u dopmuposanue 6a3
JIAHHBIX 3JIEKTPOHHBIX JOKYMEHTOB, 3aPerMCTPHPOBAHHBIX Y IPABJIICHUEM;

3.1.18. Tlpuem, peructpauus, IajdbHellnas MapHIpyTu3alus oOpalleHui
rpaxaad P®, MHOCTpaHHBIX IpakJaH M JIML Oe3 rpakIaHCTBa, HAlpPaBJICHHBIX B
[TUCEMEHHOM, 3JIEKTPOHHOM BHJe Ha 3JIEKTPOHHYIO moury admdep@lunn.ru, B TOM
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yucie yepes popMy oOpaTHOM cBsi3u Ha caiite HI'JTVY;

3.1.19. Benenue exeMecs4HOH OTUETHOCTH I10 OOpaleHUSIM TIpaXkaH
[IOCPEJICTBOM  DJJIEKTPOHHOM  CHUCTEMBl  pEerucTpallMi  OOpallleHHH  IpakaH
https://ccTy.pd.

3.1.19. Odopmnenue u BbAaya BepU(UIUPOBAHHBIX BBIITUCOK M3 IPHUKA30B C
perucrpalMeli B KHHUIe ydeTa;Bblada BepU(UIMPOBAHHBIX KOMNHH JOKYMEHTOB,
IOArNOTOBJIEHHBIX YIpaBI€HHEM II0 3asBKaM, IIOCTYIHUBIIMM B YCTaHOBJIECHHOM
HOpSI/IKE;

3.1.20. KonTposps cpokoB cOopa JOKYMEHTALMH MMOAPa3AeIeHH Il CAadYn Ha
apXMBHOE XpaHeHHe;, obOecreueHHe IPOBEPKU M METOJUYECKOTO PYKOBOJCTBA IIO
caade JOKYMEHTOB IOJpa3/IeJIeHUI B apXUB,;

3.1.21. OGecneuenune mnoucka HHPOPMAUMH W U3rOTOBJIECHHE apPXUBHBIX
CIIPaBOK JUIsSI NOATBEPXKIAEHHsI cTaka padoThl, mepuona OOy4YeHHs, a TaKKe ITOHCK
uH(bOpMaLlMKU [0 3ampocaM OTjAesia KaJapoB, Oyxraiarepuu, pykoBojactBa HIJIY u
roCy/JapCTBEHHBIX U HErOCYAapCTBEHHBIX MPEANPUITHH;

3.1.22. ®opMupoBaHue Jes COrIacHO OMUCSIM U HOMEHKJIAType Jej, ¢ladya Ux
Ha XpaHeHHe B apxXuB ¢ nocienyroumei nepenadyeid B ['KY LleHtpanbHblii apXxuB
Hwuxeroponckoit obnacru;

3.1.23. PazpabGorka Homenkmatypsl gen HIJIY, uHCTpykumii U Apyrux
JIOKQJIbHBIX HOPMATUBHBIX aKTOB B paMKax CBOEH KOMITETEeHUIUH;

3.1.24. OGecneyeHrne COXpaHHOCTH JTOKYMEHTOB, 00pa3yIOLIUXCs B Mpolecce
JEeATEJIbHOCTH  IOApPAa3JeJeHUss U JOKYMEHTOB, 3aKOHYEHHBIX XpaHEHHUEeM;
(opMHUpPOBaTh Jiejla B COOTBETCTBUHM C HOMEHKJIATYpO#l Jen YNpaBieHus: B TeYEHUE
OIEepaTUBHOIO CPOKa XPaHEHUS;

3.1.25. CocraBieHHe aHaJUTUYECKHUX  CIPAaBOK W  IIPeJOCTaBIICHUE
UH(OpPMaALMK B YaCTHU JESATEIILHOCTH Y IIpaBJIeHUS,

3.1.26. BHegpeHue TEXHOJIOTMYECKHUX IPOLIECCOB PabOThl C JOKYMEHTaMU MU
JNOKyMEHTHOH wHH(poOpManueli Ha OCHOBE HCIIOJIb30BAaHUS OPraHU3alMOHHOW W
BBIYUCJIUTEJIbHON TEXHUKU (Yy4eT, KOHTPOJIb OTIIPaBKH, OIEpaTUBHOE XpaHEHHUeE,
cripaBo4Hasi paboTa);

3.1.27. VYyactue B TOATOTOBKE MpEeUIOKEHUH 10  oOecrnedyeHHuro
9ProOHOMHMUYECKUX YCJIOBHH TpyAa, pallMOHAIMU3alUU pabouuX MeECT, KaHLTOBapamH,
Me6ebi0, He0OXOIUMBIM JJIs1 pabOTHl UHBEHTAPEM U TEXHHUKOM;

3.1.28. Co3gaHue DdIEKTPOHHBIX [OKYMEHTOB (CKaHHpOBaHME U HUX
MapuipyTH3alus), KONMMPOBaHUE MaTepHAJIOB IMOApa3le/IeHUs, a TaKkKe CIIMBKH H
BepUpUKaLIMK HEOOXOIUMOMN JOKYMEHTALNH;

3.1.29. Pa3zpaboTka MeTOIMYECKUX MaT€pUaIoB, HOPMAaTUBHBIX JJOKYMEHTOB I10
COBEpIIIEHCTBOBAHUIO CUCTEMBI yIpaBieHus JoKkymenTamu B HI'JIV

3.1.30. MaummupoBaHue mpoleayp o MOoAIMUCaHUIO JIOrOBOPOB Ha KyphepCcKoe
00cIy)KUBaHKe, IOCTAaBKy KOHBEPTOB, 3HAKOB ITOYTOBOM OILIATHI;COCTABICHHE CMETHI
pacxo/IoB 10 3aKpeIUIeHHBIM CTaThsiM OI0OJDKeTa, aBaHCOBbIE OTYETHI IO IOYTOBBIM
ycilyram, COIPOBOXKAAeT —3aKJIIOYEHHE JOrOBOPOB, OCYLICCTBIISICT KOHTPOJIb
WCIIOJIHEHHUs JaHHBIX JIOTOBOPOB M (PAKTUYECKM OKa3aHHBIX YCIYr B paMKaX CBOMX
[TOJIHOMOYMH, CONpOBOXKAAeT c4eTa Ha omiaTy yciuyr (OTHpaBKe-ZOCTaBKe




KOPPECIOHAEHIIH, U3TOTOBJICHUIO TIeYaTeid, IIITaMIIOB).

3.1.31. IlpoBenenuwe O3KCIEPTU3Bl IEHHOCTH JOKYMEHTOB YHHBEPCUTETA,
ydacTue B 0TOOpe JOKYMEHTOB Ha apXUBHOE XpaHeHHE, BEIAETIEHHIO K YHHYTOXEHUIO
JIOKyMEHTOB U JIeJI C UCTEKIIINM CPOKOM XpaHEeHHUS;

3.1.32. IlpemocraBneHue CHpaBoYHOM WHGOpPMAUMH MO  BOIpOCaM
nesrensHoctd HI'JIY: no TenedoHny, THYHO, 110 3IEKTPOHHOM rmo4Te (HoMep pabounx
TeNne(hOHOB, IIPUKA30B, KOPPECTIOHASHIINH);

3.1.33. IlpoBenenue paboThI O CO3IaHUIO 3()GEKTUBHON KOMMYHHUKAIHOHHOM
¥ TICUXOJIOTMYECKU KOM(OPTHOH cpenbl B Y HUBEPCUTETE;

3.1.34. ObecneyeHre paboTHI 10 3alUTe MEPCOHATBHBIX JAaHHBIX PabOTHHKOB
u obyuaromuxcs HI'JIY;

3.1.35. TIlpemocraBieHHe OTYETHOCTH IO 3alpoCy pPYKOBOJACTBA |
rOCyJapCTBEHHBIX OpPraHoOB; B IPHOPUTETHOM IOPSAKE COMEHCTBHE HCIIOIHEHHIO
OTYETHOCTH, pazmelriaemoii B UAC «MOHUTOPUHTY;

3.1.36. VYyactme B  pa3paboTke H = BHEAPEHHH  CHEUHATBHBIX
AHTUKOPPYIUHOHHBIX MNpOLENYp U MEponpHusaTuil B YHuBepcutere. ObecnedeHue
cobiofienuit paboTHUKaMU OrpaHMYEHUH], 3aIpeToB, TpeGOBaHHU, HANpaBIEHHEIX Ha
NpefoTBpallieHUe WIH YperyJIupoBaHue KOHGINKTa HHTEPECOB.

4. IIpasa n 06s13aHHOCTH PaGOTHHUKOB NMOAPA3JeIEHHS
4.1.CotpynHUKH YTIpaBieHHs UMEIOT IIPaBo:

4.1.1. 3anpammuBare B NOAPA3[ENEHUAX YHUBEPCUTETA JOKYMEHTHl U
HH(popMaIuo, HeoOXOAUMBIE IS BBIIIOJIHEHUsS YTIpaBlieHHeM CBOUX (YHKIH, B
npezenax CBOMX JOJDKHOCTHBIX 0053aHHOCTEH;

4.1.2. Brocuts PYKOBOAUTEIIO VYipasnenus IIpeaJI0KEHUS o
COBEpILEHCTBOBAHUH JEITEIIPHOCTH NOApPa3AeieHus U Y HUBEPCUTETA,

4.1.3. Ilonp30BaTbCsl KOMIBIOTEPHON, KONMMPOBAJIBHON M MHOH OpPrreXHUKOM,
CpeACTBaMM CBSI3H, a TaK)X€ WHBIMM MarepHalIbHBIMU pecypcami, UMEIOIUMHUCS B
YHuBepcUTeTe B YacTU o0eclieueHusl AeITeIbHOCTH Ioipas/ielieHusI;

4.1.4. Ha unsle mpaBa, IpeayCMOTPEHHBIE TPYAOBBIM 3aKOHOATENECTBOM PD,
YCTaBOM U JIOKAJIbHBIMH HOPMaTHBHBIMHU aKTaMHU.

4.2. PaGoTHUKMN YnpaBneHus o00s3aHbI:

4.2.1. CoxpaHATb KOHPUIEHIMAIBHOCTh CBEINEHHUI, CoJIepXalluxcs B
JIOKYMEHTaxX Iojpa3fielieHus; oOecneuuBaTh 3allUTy NEPCOHAJIBHBIX JaHHBIX
paboTHHUKOB YHUBEPCUTETA;

4.2.2. CoBeplleHCTBOBATh U pa3BUBaTh AearenbHOCTs HI'JIY B pamkax 3a1a4
GbyHKIHMIH, BO3JIOXKEHHEIX Ha YTipaBleHue HacTosuM Ilonoxxennem;

4.2.3. KayecTBEHHO M B IMOJIHOM OOBEMEe BHITIOJHSTH BO3JIOXKEHHBIE HA HUX
JOJKHOCTHBIE 00S13aHHOCTH;

4.2.4, Cobmonarh TPYHOBYIO U IPOU3BOICTBEHHYIO IHUCLUHIUIMHY, IIpaBuna
BHYTPEHHETO PAcIOps/iKa, PalliOHATBHO HCIIONB30BaTk paboyuee BpeMs;

4.2.5. BrmonHaTe pemieHuss YueHoro CoBeTa, IPHKa3bl M PacHOpsDKEHUS
DYKOBOACTBA  YHHBEpCHTETa,  IIOPyYEHHS  PEKTOpa,  KOOPAMHMPYIOLIEro
PYKOBOAUTEIS, HAaUANBPHUKA YIIpaBJIeHUs Ka4eCTBEHHO U B yCTAHOB/ICHHLIE CPOKH.
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S. PykoBoacTBO

5.1. PykoBOACTBO MeATENBbHOCTHIO YTpaBleHUS JAejaMH OCYIIECTBISET
HayanbHUK YTpaBIeHHUS JelaMH, KOTOPBIA HENOCPEeNCTBEHHO ITOAYUHSIETCS
pexropy HI'JIY, HasHauaeTcst 1 ocBoOOXAaeTcst OT JOJDKHOCTH MPHUKA30M pPeKTOpa.
JlolXHOCTHEIE 00sA3aHHOCTH, IIpaBa M OTBETCTBEHHOCTh pyKoBomautens Y /I
ONIPENEINIOTCS JODKHOCTHON HHCTPYKLMEH, yTBEPKIaeMOH PEKTOPOM.

5.2. Hauaneuuk Ynpasnenus geaamu HI'JIV ocymecTBisier HCIMOMHUTEIIBHO-
pacnopsauTeNbHble (YHKLIHUM 10 PYKOBOACTBY VYTIpaBIeHHS JelaMH H Hecer
IIEPCOHANIEHYIO OTBETCTBEHHOCTh 3a WCIIOJHEHHE BO3JIOKEHHBIX Ha YTpaBJIeHHE
JienamMu 3a/1ad U QyHKIui.

5.3. HayaneHuk YnpaBneHus AelaMu:

5.3.1. OcymectBnsier ofIee pyKOBOACTBO ITOJIpa3/IeJICHHEM, a HMEHHO,
IJIaHApYyeT MepBOOYEPENHOCTh 3a7ad, OpraHH3yeT, KOHTPOJIMpYeT Ipolecc
oopMIIeHHUs], yueTa, COTJIACOBaHMs, HCIIONHEHUS JIOKYMEHTOB YHHBEPCUTETA, B TOM
Yyyclie CPOKM HCHOJHEHUs JOKYMEHTOB, HANpaBisAE€MbIX PEKTOPOM B ajpec
JOJDKHOCTHBIX JIML JUIS MOATOTOBKU OTBETAa B OpraHU3allUy pa3sHOM IpaBOBOH
¢ opMBI COGCTBEHHOCTH;

5.3.2. OcyuiecTBaseT KOHTPOJIb IEATENHLHOCTH pabOTHUKOB YTIpaBlICHHUS;

5.3.3. Ocy1ecTBisieT aHalU3 ¥ MOHUTOPUHT Ka4yeCTBa U CPOKOB HCITOJTHEHUS
pabouux obs13aHHOCTEl COTPYAHUKOB YIIpaBleHMUs,;

5.3.4. OcymecTBiasieT METOOUYECKOE  PYKOBOJACTBO IIO  BOIpocam
OpraHu3ally JOKyMEHTallMOHHOTO ofecreueHns B CTPYKTYPHBIX NOJpa3eleHUsIX;

5.3.5. ObGecneunBaeT (QOpPMHUpPOBAHHE €AWHONH IOJUTHUKU IO paboTe c
JIIOKyMEHTaMH

5.3.6. CoBmecTHO ¢ paboTHHMKaMu YnpasieHus pa3pabaTbiBaeT U BHEIAPSET
JIOKYMEHTOB IIpaBOBOTO U METOJHMYECKOIO XapakTepa, JIOKaJbHO-HOPMAaTHBHEIE
aKTOB B YaCTH MAESTEJIbHOCTH NOJApa3lelieHHs U BHEIpPEeHUs YHU(ULHPOBAHHBIX
(G OpM U 3JIEKTPOHHEIX Ia0JI0OHOB JOKYMEHTOB;

5.3.7. ObecrnieunBaeT pealU3alUi0 MEP M0 IMPOTHBOLAECHCTBUIO KOPPYIILHMH B
noApas3/ieIeHNH;

5.3.8. BHOCUT peKTOpy NpeJIOKEeHHS O COBEPILICHCTBOBAaHUU AESATEIBHOCTH
VYrpaBienusl, MOBBIIIEHUS 3()PEeKTHBHOCTH ero paboTsl;

5.3.9. OpranusyeT MOBHIIIeHNe KBaJHGUKalUd pPabOTHUKOB YIIpaBIEeHHs
coBMecTHO ¢ nonpasaenenusmu HI'JIY, oTBevaromumu 3a ykasaHHOE HallpaBlIEHUE;

5.3.10. ObecneynBaeT co3gaHue Ha pabouUX MecTaxX ONTHUMANbHBIX YCIOBHUI
IUTS. BBICOKOTIPOU3BOIUTENIFHOTO, KAUECTBEHHOIO TPYAa,;

5.3.11. OcyuiecTBusger KOHTpOJs coOmoneHust paboTHuKamMu YIpaBieHUs
3aKoHojaTenbcTBa PO, yctaBa u HopMaTtuBHEIX aktoB HI'JIV, B ToMm uncne Ilpasun
BHYTPEHHErO pacIopsiika, OXpaHbl TPyAa U TEXHHKH 0e30IacHOCTH, INOXAPHOH
6€30MacHOCTH, BLIITOJIHEHHS UMH JOJDKHOCTHBIX 0053aHHOCTEH;

5.3.12. PaspabarpiBaeT  JO/DKHOCTHBIE  MHCTPYKUMHM  COTPYAHHMKOB
Ynpasnenus;

5.3.13. Pa3pabarbiBaeT HOMEHKIATYpY A€l YIpaBileHUS M YHHBEPCHTETa H
ocymecTsiser ee cornacosanne B 'KV «llertpaneubiii apxus Hmxeroponckoi
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obnactu»;

5.3.14. OcywmecrtBisgeTr paboTy IO PacCMOTPEHHUIO OOpalleHuil rpaxkiaaH
pykosoactsom HI'JIY;

5.3.15. 3aBepsier yupenutenbHble JokyMeHTsl HI'JIY 6e3 noBepennoctu;

5.3.16. Ilpenocrasnser HeoOXOAUMBbIE CIPABKH, AaHAIIUTHYECKHUE MaTE€pHAaJIbI
1o 3arnpocam pykosoactsa HI'JIY B pamkax cBoelt KOMITETEHIIH Y,

sk 8 [ OGecneyuBaer COXpaHeHue KOH(pUIECHUHATIEHOCTH pu
UCIIOJIb30BAHUM NTEPCOHATBHBIX JaHHBIX 00yJarOMIUXCs U COTPYIHHKOB;

5.3.18. Bremmonuser wuHble (QYHKIUH, HEOOXOAMMBIE U  pELICHHS
IIOCTaBJICHHBIX IIepe]] YIpaBlieHHeM 3aj1ad.

5.4. HayanbHUK YHpaBiieHUs] UMeEeT MpaBo:

5.4.1. TpeGoBarb OT COTPYIHHKOB YTIpaBJICHHS BBIMIOJHEHHUS B ITOJHOM
o0beMe M Ha BBICOKOM Kaue€CTBEHHOM YPOBHe OOs[3aHHOCTEH, ONpeneseHHBIX HX
JIOJDKHOCTHBIMU MHCTPYKIUSIMU;

5.4.2. TpeGoBath cobmoneHus pabOTHHKaMH 3aKOHOIATeNIbcTBa Poccuiickoit
Qenepanun, ycraa HIJIY, IlpaBun BHyTpeHHEro pacropsiika YHHBEPCUTETa,
IpaBUJI OXpaHbl TpPyJa M TEXHUKH OE30MacHOCTH, IOKAPHOM W CaHUTApHOMU
©e301acHOCTH, BBINIOJHEHUs pemeHnit YueHnoro CoBeTa, MPUKA30B, PACIIOPSIKEHUM
U UHBIX JIOKAJIbHBIX HOPMATUBHBIX aKTOB Y HUBEPCUTETA, MOPYUYEHUN PYyKOBOACTBA
YHUBEpCcUTETA.

5.5. HauanpHUK YnpaBliIeHHs] HECET OTBETCTBEHHOCTD 3a:

5.5.1. HexauecTBeHHO€ U HEINOJHOE HCIOJHEHUE 3axady Hu (QYHKIUH,
BO3JIO’KEHHBIX Ha YTIpaBieHHe HacTosIuM [lookeHueM, HeBBINIOJIHEHHUE B ITOJIHOM
o0beMe U B YCTaHOBIIEHHbIE CpOKM permeHuil Yuenoro CoBera, NpPHUKa30B,
pacropsikKeHUH YHUBEpCUTETa U MOPYUSHUH PYKOBOACTBA Y HUBEPCHUTETA;

5.5.2. Hecob6monenue 3aKOHO/aTeJIbCTBA PO, HEJIOCTOBEPHOCTh
uH(popManuu, NpeaocTaBIsieMO pyKOBOACTBY Y HUBEPCUTETA,;

5.5.3. VYrpary HOKyMEHTOB, OO0pa3ylOIIMXCs B IpOLEcCCe AesTeIbHOCTH
YnopapieHus, pasrjaumieHue  KOHQUISHUHAIBHOW  HHpOpMAIUH,  KOTOpPOH
pacnoJiaraet YIpaBlieHUE;

5.5.4. Henpunsitue mMep o OpraHu3aldd U BEJECHUIO JEJIONPOU3BOJCTBA B
VYpaBiaeHUU B COOTBETCTBUHU C JIOKAJIbHBIMU HOPMAaTUBHBIMU aKTaMH.

6. BzaumojaeiicTBHe ¢ IPYrHMH CTPYKTYPHBIMH NOApa3AeJJeHHAMH

B3aumopeiictBue YmpasineHus ¢ nonpaszaenenusmu HIJIY ocymectsisercs
B paMKax 3a1a4 ¥ GyHKIHH, BO3JIOKEHHbBIX Ha Hero HacTosuM [lonoxenuem.

7. Peopranu3auusi H JUKBHAAUHS YIpaBJeHus!

YpaBieHne MOXKeT ObITh JIMKBUAMPOBAHO HIJIM PEOPraHU30BaHO Ha
OCHOBaHMHM TpUKa3a peKTopa YHUBEpPCUTETA.

8. 3akiounTe /IbHbIE MOJOKEHHS

BHecenue U3MeHEHHUI U JIONOJHEHUHN B HacTosllee Ilonoxenue, n3MEeHEHHE
CTPYKTYpBl YIpaBJleHUs,, IpeKpalleHue ero /esiTeJbHOCTU OCYIIECTBIAETCS B
YCTaHOBJIEHHOM ITOPSI/IKe Ha OCHOBAHMH IIPHUKa3a peKTOpa Y HUBEPCUTETA.
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