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1. OBIIUE MOJOXEHUS

1.1. Otnen nenonpou3BOACTBA U KOHTPOJISE HCIIOJHEHUS TOKYMEHTOB (janee —
OTJIeN) ABJISIETCS CTPYKTYPHBIM IO/[pa3/ieIeHHeM HHCTUTYTA.

1.2. Otaen co3naercs ¥ TUKBUAMPYETCS MPUKA30M PEKTOPA HHCTUTYTA.

1.3. Otaen noguauHseTCs HEMOCPEACTBEHHO TTPOPEKTOPY M0 aJIMUHUCTPATUBHO-
X035HCTBEHHOM padore.

1.4. B cBoeil fAeATeIbHOCTH OT/Ie]T PYKOBOJICTBYETCS:

- TOCyAapCTBeHHbIMH cTaHaaptaMu P® 1o aenornpou3BOACTBY U apXUBHOMY
Aemy;

- [IOCTAHOBJIEHUSMH, PACIIOPSIKEHUSMH, [IPUKA3aMu, APYTMMH PYKOBOASALIMMH H
HOPMATUBHBIMU  JOKyYMEHTaMH  BBIIIECTOSALIMX  OPraHoB,  Kacaloiuecs
OpraHu3alu J1eJI0NPOU3BOCTBA;

- EnunHoit rocy1apcTBEHHOM CHCTEMOM JIeNIONPOU3BO/ICTBA;

- YHUPUUUPOBAHHON CHCTEMON MOKYMEHTAlMH. Y HUPUIUPOBAHHOH CUCTEMOH
OpraHU3allMOHHO-PACIOPAAUTEIBHON JOKYMEHTALINH;

- TpeOOBAHUAMHU K OPOPMIICHHIO JOKYMEHTOB;

- CXEeMOi1 IOKyMeHT0000pOoTa;

- CUCTEMOM OpraHu3aliyd KOHTPOJIS 33 UCIIOTHEHUEM I0KYMEHTOB;

- [OPSAKOM COCTaBJIeHUs HOMEHKIATYpPhl Jell, OMUCEH Jesd IOCTOSHHOIO |
BPEMEHHOTO XpPaHEHMUsI, YCTAHOBIICHHOW OTYETHOCTH;

- YCTaBOM MHCTUTYTA,

- JIOKAJIbHBIMU HOPMATUBHBIMU aKTaMU UHCTUTYTA;

- IpUKa3aMu peKTopa, MpaBUIAMU BHYTPEHHEIro TPYAOBOIO pacropsjka u
APYTUMH JIOKAIbHBIMU aKTaMU UHCTHUTYTA.

2. CTPYKTYPA OTAEJA

2.1. CTpyKTypy ¥ KOJMYECTBO WITATHBIX €IWHHUIl OTJela YTBEpkKAaeT PEeKTOop
MHCTUTYTA.

2.2. Crpykrypa oTjena oOnpejeisieTcsi B COOTBETCTBMM CO  IITATHBIM
pacnucaHMeM MHCTUTYTa, a TaKXkKe LeMSIMM M 3ajladaMH, BO3JOKEHHBIMU Ha
oTHel.



2.3. CotpyaHMKH OT[eNa TOAYMHSIOTCS HAYalbHUKY OTela, pacupeaeneHue
00s3aHHOCTEH MeXIy pabOTHHUKAMM OTJeNa MPOM3BOIMTCS HAYATbHUKOM
OT/Ie]Ia, a TAK)KE B COOTBETCTBUH C YTBEPK/IEHHBIMU B YCTAHOBIEHHOM MOPSIKE
JAOJDKHOCTHBIMM MHCTPYKLIMSAMHU PabOTHHKOB.

3. OCHOBHBIE 3ATIAYHN

3.1. CoBepiieHCTBOBaHME CHCTEMBI JI€JI0NPOU3BO/ICTBA B OPraHU3aLiH.

3.2. OnTMu3anys CHCTeMBI IOKyMEHTO060POTA B OPraHU3aLIHH.

3.3. OpraHu3auMOHHO-METOIMHEECKOE PYKOBOJICTBO, KOOPIHHAIMS U KOHTPOb
ACATENILHOCTH  CTPYKTYPHBIX TOJApa3/leleHdii OpraHu3alMd 10  BOIPOCAM
ACJIONPOU3BOACTBA U apXUBHOTO JEJIa.

3.4. [ToaroroBka 1 0opMIiIeHHE TOKYMEHTOB B COOTBETCTBHH C JAEHCTBYIOIIMMH
CTaHapTaMH U MTPaBUIIAMH.

3.5. KoHTponb Hax NpOXOXkAEHHEM H CPOKOM MCIOTHEHWS JOKYMEHTOB B
OpraHU3alIH.

3.6. BHenpeHre HOBBIX METOZOB OPraHU3ALMK JeI0NPOU3BOICTBA, B TOM YMCIE
Ha OCHOBE HCIIO/Ib30BaHMs COBPEMEHHBIX HHDOPMALMOHHBIX TEXHOIOTHHA.

3.7. IloBblllieHre YPOBHS IOATOTOBKU DPaGOTHHKOB OpPraHM3allld B 06IACTH
JIeJIONIPOM3BO/ICTBA.

4. PYHKIIUU

3.1. JlokymeHTanMOHHOE 0GecreuYeH e AesTeNLHOCTH OPraHU3aLuH.

3.2. CsoeBpemenHas  00paboTka MOCTyNawomed H  OTIPaBISEMON
KOPPECMOHAEHLIMHY, JOCTaBKa ee 10 Ha3HAYEHMIO.

3.3. Benenue yuera JOKyMEHTOB B 3JIEKTPOHHOI mporpamme «JIEJIO».

3.4. Peructpaums, ydver, XpaHeHHE M Tepelada B COOTBETCTBYIOLIME
CTPYKTYPHBIC MOApPA3/1e/IeHNUs JOKYMEHTOB TEKYIIEero AeJONpPOr3BOICTBA, B TOM
4HMCJIe MPHKA30B U PacHoOpsHKEHUH PYKOBOICTBA HHCTUTYTA, (POPMUPOBAHKE €11
M C/1a4a UX Ha XpaHEeHUe.

3.5. OcywecTBiieHne KOHTPOJS HaJ CPOKAMH HCIIONHEHMS JOKYMEHTOB M WX
MPaBHJILHBIM O()OpMIIEHUEM.

3.6. CocraBnienne exeHeIeNbHOM OTYETHOCTH /U1 PyKOBOJCTBA MHCTUTYTA I10
pesyjibTaTaM KOHTPOJI C BHECEHHEM COOTBETCTBYIOIIMX [IPEIIOKEHUH ©
COCTOSIHUM MCITOJTHUTENBCKON AUCIMIIMHBIL.

3.7. TloaroroBka M BeleHHE MPUKA30B W PACTOPSKEHHI 10 OCHOBHOM
JIeATeIbHOCTH OpraHu3aluH.

3.8. Pa3paboTka M MCIIONHEHHE WHCTPYKLHMH U APYruX HOPMaTHUBHO-IIPABOBBIX
JAOKYMEHTOB 10 BEJAECHMIO [eJIONPOU3BOICTBA B OPraHU3al[|H.

3.9. Meroauueckoe pyKOBOACTBO OpraHusalueil  JeJonpou3BOACTBA B
NOApa3sACACHUAX HWHCTUTYTA, OCYILECTBIEHHWE KOHTPOJS Hajl [PaBUILHBIM
(GopmupoBaHUMeM, XpaHeHHeM U CBOEBPEMEHHOH cjaueil jen B apXuB,
NOATOTOBKA CIPAaBOK O COOIIOICHUH CPOKOB MCIIOTHEHHS JJOKYMEHTOB,



3.10. OGecrieyeHue 3amMThel UHGOPMALUKM M JIOKYMEHTOB, COCTaBJISIOIMIMX
rocy1apCTBEHHYIO U CITy)KeOHYIO0 Taiiny.

3.11. Beimmonnenue MHBIX (QYHKUHHA, ONpeNeIeHHBIX OTACIbHBIMU IPUKA3aMH,
PacTOPSHKEHUSIMUA U MHBIMU MOPYYEHUSMU PEKTOpa HHCTUTYTA.

5. [IPABA

5.1. CoTpyaHHKH OT/E/Ia UMEIOT MpaBo:

- B3aUMOJIEMCTBOBATH T10 BOTIPOCAM, OTHOCSAILMMCS K KOMIIETEHIMHM OTAEeJa, C
IpYTUMHA oJipa3ie/IeHUsIMH MHCTHUTYTA, rocy/1apcTBEHHBIMH "
MYHHIUITAJIbHBIMH OpraHaMy, a TakKe APYIrMMHA OpraHu3aluiIMU,

- TpeGoBaTh OT BCEeX CTPYKTYPHBIX MOJApa3e/ieHuH MaTepuaibl U CBEICHHS,
He0OXOIMMBbIE /1715 BbINOJHEHUS (YHKLMHA, BOJIOKEHHBIX HAa OTEI;

- BHOCHTB TPEIJI0KEHUS 110 COBEPIIEHCTBOBAHUIO PabOThI OT/ENA;

- y4acTBOBaTh B pa3paboTKe JOKaJIbHBIX HOPMATUBHBIX JOKYMEHTOB HHCTUTYTA
0 BOIIpOCaM JIeSITeIbHOCTH OTAeNa.

5.2. CoTpyAHHKH CITy>KOBbI 00s13aHbI:

- BBINOJHATH 00S3aHHOCTH B COOTBETCTBHU C JOJKHOCTHBIMHM MHCTPYKIUAMH;,

- XpaHUTh CIIyKeOHYyI0 TalHy, COXpaHsATh KOH(MAECHIMAIBLHOCTh CBEJIEHWH,
CBSI3aHHBIX C BBITIOJTHEHHEM 3a/1a4, BO3JI0KEHHBIX Ha HUX.

6. BBAUMOJIEMCTBHUE CO CTPYKTYPHBIMMU
MOAPA3JAEJEHUSIMUA

BzaumojeiictBue  OoTAEla €O CTPYKTYPHBIMH  IOApas/eIeHUsAMHU
MHCTUTYTa ONpeensercs 3ajadaMyd ¥ (QYHKIMSIMH, BO3JIOKEHHBIMH Ha HEro
HactrosmuM I lomoxkeHuem.

7. OTBETCTBEHHOCTb

OTI[,CJ'I HECET OTBECTCTBCHHOCTL!:

7.1. 3a HecBOeBpeMEHHOE M HEKAueCTBEHHOE BBIITOJIHEHHE BO3JOXKEHHBIX Ha
oTaeN 3a7a4.

7.2. PabOTHUKM OTHEla HeCyT IepCOHaJbHYIO OTBETCTBEHHOCTb B Ipejerax
JIOJDKHOCTHBIX OOSI3aHHOCTEH, OmNpeleNeHHbIX TPYHAOBbIM JOTOBOPOM H
JOJDKHOCTHOW MHCTPYKLIHMEH.

7.3. PabGoTHMKM oOTHEeIa MOryT OBITH MpPUBIEYEHBl K IMCIMILTHHAPHOM,
MaTepuagbHOM, YroJOBHOW OTBETCTBEHHOCTH B cCiydae M B IOpsJIKe,
IpeIyCMOTPEHHOM 3aKOHOAATEIbCTBOM PD.

7.4. Tlopsmox  TpuBIeYeHHsT K  JAMCLMILIMHAPDHOH  OTBETCTBEHHOCTH
npexycMoTper [lpaBunamu  BHYTpeHHEro  TpPyAOBOro  pacrnopsjaka u
3aKOHOIaTebcTBOM PD.
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