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1. O6Lwwme nono>keHus

1.1. AAMUHWCTpaTUBHOW oTAen (aanee - Otgen, AO) ABNSeTCA CTPYKTYPHbIM NojpasseneHnem bY
BO «CypryTckuii rocyjlapCTBeHHbIV yHUBepcuTeT» (Aanee - CyplY, YHuBepcuTerT).

1.2. NMonHoe HanMeHoBaHVe OTAena - aAMUHUCTPATUBHBIN OTAeN, cokpaLlleHHoe - AO.

1.3. OTaen peopraHmsyeTca U NUKBUAMPYETCA B YCTaHOB/IEHHOM 3aKOHOAATe/1bLCTBOM MOpsjKe
NpUKasom pekTopa.

1.4. PykoBoacteo  OTAeNOM  OCYyLLECTB/ISIETCA  Haya/IbHWKOM, KOTOPbIA  HemnocpesCcTBEHHO
NOAYMNHAETCA NePBOMY NMPOPEKTOPY.

1.5. HavanbHuk AO HasHayaeTcs Ha JAO/MKHOCTL W OCBOBOXJAeTCs OT  JO/DKHOCTW B
yCTaHOB/IEHHOM 3aKOHOZATeIbCTBOM MOPsAKe, Ha OCHOBaHWM NpKrKasa pekTopa.

HasHaueHMo Ha AO/KHOCTL NMpejLlecTByeT cobecejoBaHMe.

1.6. B coctaB AO Takxe BXOAAT NpMeMHas pekTopa 1 nepsBoro npopekropa (aanee - lMpremHasn) v
apxvB (fanee - ApxmB).

1.7. Pabota ApxvBa OpraHu3yeTcs B COOTBETCTBUW C HacToAwmm [lofoXeHneM C y4yeToM
cTpaTernyecknx M exerofHblX MJaHOB B 06/1aCTW cUCTeMaTU3auun U XpaHeHWs [OKYMEHTOB
rocyAapCTBEHHOro apxmea cybbekTa Poccurickonn Pegepaumm (MyHULMNANBHOIO apXnBa).

1.8. B cBoen fesatenbHocTy OTAeNn pyKOBOACTBYETCS:

— TpyaosbiM KofekcoM Poccuinckon Pepepaumu;

—  @egepanbHbiM  3aKOHOM OT 29.12.2012 Ne 273-®3 «0O6 o6pasoBaHun B Poccuinckomn
Pesepaunmny;

- ®epepanbHbIM 3aKOHOM Poccuinckon Pegepaumm oT 27.07.2006 Ne 152-®3 «O nepcoHanbHbIX
AAHHbBIX»;

— ¢egepasbHbIMX  3aKOHaMV, HOPMATUBHbLIMYK MNPaBOBbIMA aKTaMU U MeTOANYEeCKUMU
pekoMeHZauMAMMN OpraHoB rOCyJapCTBEHHOM BnacTu Poccuiickor dPepepaunn, N NHBIMU
NpPaBOBbIMU aKTaMU XaHTbl-MaHC1IICKOro aBTOHOMHOIO OKpyra - FOrpbl, KacatoLMMIUCA BONPOCOB
BbICLLUEro 1 cpeAHero npodpeccmoHanbHOro 0bpasoBaHms;

—  ®epepanbHbiM 3akoHOM OT 22.10.2004 Ne 125-®3 «0O6 apxvBHOM gfene B Poccminckon
Pepepaunn»;

—  Yka3som lpe3ungeHTta Poccminckon Pegepaumm ot 22.06.2016 Ne 293 «Bonpockl PesepanbHOro
APXMBHOrO areHTCTBa»,

— npukasoMm PegepanbHOro apxmeHoro areHTcrea oT 31.07.2023 Ne77 «O yTBepxaeHun MNpasun
opraHm3aumm XpaHeHus, KOMMJIEKTOBaHUSA, yyeTa U WCMOMb30BaHUSA [OKYMEHTOB ApPXVBHOMO
doHaa Poccuinickon depepauunt U ApYrux apxXmBHbLIX JOKYMEHTOB B roCyAapCTBEHHbIX OpraHax,
OpraHax MecTHOro camoyrnpaBneHnNs 1 OpraHn3aLmsax»;

— npukasom ®PegepanbHOro apxmBHoOro areHtctBa oT 25.02.2019 Ne 30 «O6 yTBepXzaeHUW
MNprMepHOro MONMOXEeHUA O LeHTpanbHOM apxvee ¢eAepanbHOro opraHa rocyAapCTBEHHOM
B/1IACTW, NHOro ®PesilepanbHOro rocyaapCcTBEHHOIrO OpraHa»;

— npuka3om ®PegepanbHOro apxmBHoro areHtctBa oT 11.04.2018 Ne 42 «O6 yTBepXaeHUN
NPYIMEPHOro NOJIOXKEHUA 06 apxvBe OpraHmn3aunm;

—  3aKoHogaTe/lbHbIMU 1 HOPMAaTMBHbLIMY NPaBOBbIMU akTamun Poccuiickori ®egepaumm B chepe
AOKYMEHTaLMOHHOro obecrneyeHus;

—  3aKoHozaTeNbHbIMU U HOPMATMBHbLIMW NPaBOBbLIMY akTaMn Poccuiickon degepaunn B chepe
NHPOPMaLMOHHBIX TEXHONOMNI, NCMO/b3yeMbIX B JIOKYMEHTALMOHHOM obecneyeHunm;

— 3aKoHoZaTeNbHbIMU W HOPMAaTUBHLIMYK MPaBOBbIMU akTamu Poccuinckort degepaumn B
061acTn paboThbl € AOKYMeHTaLumen n MHbopmMaLmein, apxmBHOro aena;

- MeXAyHapOoAHbIMU W HaUWOHaNbHbLIMU CTaHZapTaMn B 061aCTV ynpaBaeHUsa JoKyMeHTaumel;
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— HOpMaTWBHbIMM  JOkKymMeHTamMwn  [occtaHgapTa Poccmn v Bcecoto3Horo  HayudHo-
nccnesfoBaTeNbCKOro MHCTUTYTa cepTudurKaumm;

—  HOPMaTWMBHbIMU MPaBoOBbIMK akTamu Poccuiickort ®egepaummn, ycTaHaBINBAKOLWMMY TUNOBbIE
CPOKN NCMONHEHWSA JOKYMEHTOB;

-  MeToAMYeCcKNMU AOKYMEHTaMWN N HaLMOHaNbHbIMU CTaHAApTaMn B chepe AOKYMEHTUPOBAHUS;
—  MeToAMYeckKUMW [OKYMEeHTaMu W HauMOHaNbHbIMW CTaHjapTaMm B o6nactm paboTbl C
AOKYMeHTaumern n nHpopMaL e, apxXnmBHOro Aena;

— MpuvKasamu,  PacrnopsXkXeHUAMW U NHCTPYKTUBHBLIMW  AOKYMeHTaMu  MunHmMcTepcrea
obpasoBaHVA 1 Haykm Poccuinckor Pepepaunn, PegepanbHOV cnyxbbl Mo Hagsopy B chepe
obpaszoBaHua Poccuinckon Pegepaunu;

—  TUNOBBIMW W MPUMEPHBLIMU MONOXEHUAMN U WUHCTPYKUNSAMU B cdhepe [OKYMEHTALMOHHOIo
obecneyeHus;

—  YcraBom bY BO «CypryTckuii rocylapCTBeHHbIV YHUBEPCUTET»;

—  KonnektnsHbIM gorosopom Cyply;

— [lpaBunamu BHyTpeHHero TpyA0BOro pacnopsaaka;

- Mwuccnein, MonnTmkom n uenamMm YHnBepcmTeTa B 061aCTh KauecTBa;

— PyKkoBOACTBOM MO cCuCTeMe yrnpaBieHWss OXPaHOW TpyAa W obecrneyeHus 6e30MacHOCTU
obpaszoBaTtesibHOro npotecca (PCYOT);

— [lporpaMmmoin pa3sBuUTus YHMBePCUTETS;

- AMN-1.7.1 «YnpasneHue fjokymeHTaumen CMK»;

- AN-1.7.2 «<YnpasneHue 3anmncamm»,;

- [AN-5.13.1 «YnpasneHue AOKYMEHTOO60POTOMY;

— (CTO-5.13.2 «PacnopsautenbHble 1 UHGOPMALMOHHO-CNPABOYHbIE JIOKYMeHTbl. TpeboBaHNSA»;
—  (CT0O-5.13.3 «kKOHTPOb NCMONHEHUA JOKYMEHTOBY;

— (CT0O-5.13.4 «[levatn n witamnbl CypryTckoro rocyapCcTBeHHOro yHmBepcmTeTas;

—  PW-5.13.1 «[Mopsigok paboTbl C AOKYyMEHTaMM C MOMETKOM «/119 Cny>XebHOro nonb30BaHUS»;

- NCM-8.13 «[MonoxeHwe 06 3kCNepTHON KOMUCCUN apXMBa»;

—  HOPMAaTWBHO-TEXHNYECKOW JOKYMEHTaLMer No oXpaHe Tpy4a U MoXapHOM 6e30nacHoCTY;

— MprKasamu, pacnopsaxkeHNAMN N yKasaHNAMUN PeKTopa;

—  pacnopsaxXeHuaMn, YKasaHUaMU U UHLIMW HOPMAaTUBHBLIMW 1 PacnopaauTeIbHbLIMU aKTaMun
NMPOPEKTOPOB MO HanpasBieHVAM, aAMUHNCTPALN YHUBEPCUTETA;

—  HacToAwMM onoxeHmnem.

1.8. Pabota AO opraHu3yeTcd B COOTBETCTBUM C TPYAOBbIM 3aKOHOAATENbCTBOM Poccminckori
®egepauymn, 1 HacToALMM MNoNoXeHMeM C y4eToM naaHa paboTel OTaena.

1.9. B nepuog OTCYTCTBMA (KOMaHAMPOBKA, OTMNYcK, 60ne3Hb) HavanbHMKa AO ero ¢yHKLUU
McnosiHAeT paboTHMK, Ha3HayYaeMblil B YCTAHOB/IEHHOM 3aKOHOM rnopsgke. /Inuo, 3aMmellatoLee
HayanbHUKa OTgena, npuobpeTaeT COOTBETCTBYKOLLUME MpaBa W HeceT OTBETCTBEHHOCTb 3a
Hag/1exaltlee NCrnoaHeHne A0HKHOCTHbLIX 06A3aHHOCTEN.

2. Uenn v 3agaun

2.1. Uenb peatenbHoctn AO:

— obecneyeHwne Aen0NpPoON3BOACTBA N JOKYMeHTOObOopOTa B YHMBEPCUTETE;

- aAMUHUCTpaTMBHOEe obecrneyeHune 1 obecrneyeHne paboTel MpnemHol;

—  XpaHeHuWe, KOMMJIEKTOBaHWe, y4eT U1 WCMNOo/b30BaHMe [JOKYMEHTOB apXMBHOro ¢oHza
Poccuinckor Pegepaumn, LOKYMEHTOB BpeMeHHbIX (CBbile 10 1eT) CpOKOB XpaHEeHWs, B TOM yucie
Mo JIMYHOMY COCTaBy OBYYaroLLMXCH, 06Pa30BaBLUNXCA B AeATeNIbHOCTU YHUBEPCUTETE, a Takxe
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NOAroTOBKA [JOKYMEHTOB K rMepejaye Ha MNOCTOAHHOE XpaHeHVe B rocyAapCTBEHHbIN
(MyHMLUMNANbHbIN) apXuB.

2.2. ins pocTmxeHns noctaBneHHbIx Leneri AO pellaeT ciefyroLlme 3ajaun:

— OCyllecTBNeHWe B YCTaHOBNEHHOM MopsAke [AOKYMeHToobopoTa W [efonpom3BOACTBA
YHBepcnTeTa;

— ocyliecTtsfieHue KOHTpOASA 3a CBOEBPEMEHHbLIM BbIMNO/IHEHVEM CTPYKTYPHbIMU
noApasjefieHAMN MOopyYeHN PYKOBOACTBa YHMBEPCUTETA U CBOEBPEMEHHbLIM VCMONHEHUEM
A OKYMEHTOB;

—  OMepaTVBHO-OPraHn3aLnNoHHOEe 06C/TyXXMBaHVE PYKOBOACTBA;

— ocyullecTBNeHVe nojjepXaHua WHPopMauun, OTHOCALencs K KomneTeHumn OTaena, Ha
opuLManbHOM caTe YHuBepcuteta B MHGOPMALMNOHHO-KOMMYHUKALIMOHHOMW ceTu VHTepHeT B
aKTyaJlbHOM COCTOAHUN;

— OocyllecTBNeHVe MpuemMa, yyeta U XpaHeHWs [AOKYMEHTOB, 06pasyroLuxca B npoLlecce
AEeATeNIbHOCTY YHVBepCcuTeTa, B COOTBETCTBUU C AENCTBYHOLVM 3aKOHOAATENbLCTBOM PoCcuMinCKoN
Pepepaunn;

—  YYeT 1 LUCMOoJIb30BaHMNe JOKYMEHTOB, HaXOAALMXCA Ha XpaHeHUN B ApXMBE;

— TMOArOTOBKA W CBOEBPEMeHHas nepejava [AOKYMeHTOB ApxmBHOro ¢oHga Poccuinckoi
®egepaLm Ha NOCTOAHHOE XPaHeHe B roCyAapCTBEHHbIN (MyHULMNANbHbIN) apXmB;

—  MeToAMYeckoe PpyKOBOACTBO W KOHTPOAb 3a ¢opMuMpoBaHvemM un odopmieHveM Jen B
CTPYKTYPHbIX NoApa3jeneHnax YHBepcuTeTa 1 CBOEBPeMeHHON nepegayveri x B ApXMB.

2.3. ApxvB YHVBEpCUTETA XPaHUT:

—  JOKYMEHTbI 1 Aiena NOCTOAHHOro 1 BpeMeHHbIX (cBbile 10 neT) CpoKoB XpaHeHWs, B TOM Yucne
AOKYMEHTbI MO IMYHOMY COCTaBY 06yYaroLLMXCA, 06pa3oBaBLUMNECS B AeATe/IbHOCTU YHUBEPCUTET];
—  [JOKYMEHTbI 1 Aefia MOCTOAHHOIO N BpeMeHHbIX (CBbile 10 1eT) CpoKoB XpaHeHNs nepeaaroTca
B ApxvB YHMBepcuMTeTa He paHee uyeM 4epe3 OAUH T[OJ MNOC/le 3aBepLleHns Jen B
AeNonpon3BoACTBe;

—  CMpPaBOYHO-MOWCKOBbLIE CPeACTBA K JOKYMEHTAM M yYeTHbIe JOKYMEHThI ApXmMBa YHMBepPCUTETS;
— fJena BpeMmeHHbIX (A0 10 neT BKAKUMTENBHO) CPOKOB XPaHEeHWs, 06pasyrLMXca B
AEATeNbHOCTY CTPYKTYPHbLIX MoApasjeneHuin YHBepcuteTa B APXMB He nepeatoTcs U nogjexar
BblJeNEeHVIO K YHUYTOXEHMUIO MO NCTEYEHUN CPOKOB NX XPaHEHUS;

— [JOnyckaeTcs XpaHeHve gen BpemeHHbIX (4o 10 neT BKAOYXTE/NIbHO) CPOKOB XpaHeHWs
AOKYMEHTOB ynpaBneHus OyxraiTepckoro yyeta W BbIMYCKHbIX KBaJIMPUKALMOHHBLIX paboT
06y4aroLLMXCS; MO CTEeYEHWY YCTAHOB/IEHHOMO CPOKA XPaHEHWSA OHM NOAJIEXAT YHUUTOXEHNIO;

— [0 nepejayn Ha XpaHeHwe B TrOCYAAPCTBEHHbIA (MYHUUMNANbHBIVA) apXmMB AOKYMEHTbI
BPEMEHHO, B npejeniax CPOKOB, YCTAHOBAEHHbIX defepasibHbIM apXMBHbLIM  areHTCTBOM
Poccnrickon degepaunm, XpaHATCA B ApxrBe YHMBEPCUTETA;

—  [AOKYMEeHTbl MO JIMYHOMY COCTaBYy PabOTHMKOB XPaHATCS B OTAesne no paboTe C nepcoHasnom;
OTBETCTBEHHOCTb 3a $OpPMUpPOBaHME N XpaHeHVe GOHAA AOKYMEHTOB BO3/1araeTcs Ha HavaibHMKa
oTZena no pabore € NepCoOHaNOM.

3. DYHKLUM 1 NOTHOMOUUA

3.1. OTaen sBNSeTCA OpraHu3auMOHHO-MeToAnYeckuM LeHTpoM CyplY no AoKyMeHTOo60poTy n
[e/I0NPOnN3BOACTBY.

3.2. OTAen yyacTByeT B peanu3aLnm npoLeccoB CUCTeEMbl MEHEI)KMEHTa KayecTBa YHBepcmuTeTa:
— 1.2.TlhaHnpoBaHVe feATeNbHOCTY;

- 1.6. KoppekTupytowiye n npeayrnpexaarLime 4encTBus,;
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- 5.4.¥YnpasneHvne NMHPOPMaLMIOHHOV Cpeson;

— 5.8.¥YnpaBneHwve ¢mnHaHCcaMu;

— 5.13. ¥YnpasneHue J0KyMeHTOOH60pPOTOM.

3.3. MNpw BbINOAHEHWI NOCTaBAeHHbIX 3a4a4 AO BbINONHSET cnegytoimne GyHKLMN:

1) B pamKax BbINOfHeHMA  3agaun  «OcywjecmeneHue 8  YCMOHOB/MEHHOM  nopsioke
dokymeHmMoobopoma u des0npouzeodcmea YHusepcumema»:

— oCyllecTBNeHWe TrpuvemMa, nepBuYHas o0bpaboTka, npeABapuTe/IbHOE pPacCMOTPeHMue
noctynarowiert  (BXxogsawlen) KoOppecnoHAeHUMN, perncTpaums  noctynarowmx  (BXOASLLMX)
AOKYMEHTOB U UX JoBejeHne [0 PYKOBOACTBA YHMBEpPCUTETa, W HayalbHUKOB CTPYKTYPHbIX
noApasjenieHnin YHBepCcuTeTa;

— ocyllecTBNeHVe npeaBapuTeibHOro pPacCMOTPEHUs, NMPOBepKY MPaBUIbLHOCTU OGOpMIEHNS,
perncTpaumsa otTnpaBasgemMblX (MCXOAALLMX) JOKYMEHTOB;

— OCyLlecTBNeHVe MpoBepkM MPUKa3oB U PaCMOPSXEHUA MO OCHOBHOW JAeATeIbHOCTU W
NVYHOMY COCTaBy OOYyYarlOLLMXCH, MOArOTaBAMBAEMbIX B CTPYKTYPHbIX MNOAPA3AeNeHUaX
YHuBepcuTeTa, Ha cooTBeTCTBME  TpeboBaHUAM CTO-5.13.2 «<PacnopsaanTtenbHbie "
NHPOPMaLMOHHO-CPaBOYHble JOKYMEHTbI. TpeboBaHWsA», NX COrnacoBaHue;

— ocywlecTBneHne 06paboTkM 1 OTNPaBKM  UCXOAALUMX AOKYMEHTOB YHuMBepcuTeTa C
opuLMaNbHON  3NeKTPOHHOW NouyTbl  YHMBepcuTeTa (Mo 3anpocy) B MHGOPMALMOHHO-
KOMMYHVKaLMOHHON ceTn VIHTepHeT, a TakXe MNOoCpeAcTBOM MOYTOBOV CBA3M, OpopmieHue
peecTpoB MOYTOBbLIX OTNPaBEHUNA;

— obecrneyeHne pa3paboTKnM, BHeEAPEHUS U akTyaamsauum NO0KaJbHbIX HOPMATUBHbBIX akKTOB,
pernameHTUpYyrLLMX AeN0NpPon3BOACTBO B YHVBepPCUTETE;

— NOAroTOBKa NMpeA/IoXeHWNI, HanpaBAeHHbIX Ha COKpaLLeHme JoKyMeHToo6opoTa Ha ByMaXKHbIX
HOCUTENAX B YHMBeEpPCUTETE N MHULMALUNSA UX NepeBoja NX B 3N1EeKTPOHHbIV dopmarT;

—  OpraHu3saums npremMa AoKyMeHTOB Ha MOAMNCL PEKTOPY, MEPBOMY NPOPEKTOPY YHUBEPCUTETA;
— 3aBepeHue repboBOM NeyaTbio NOAJNHHOCTL NOAMUCK AOMKHOCTHOMO NKMLa Ha JOKYMeHTaX
YHvBepcnTeTa;

—  COCTaB/IeHVe CBOAHOW HOMEHKNATYPbI Jefl YHUBepPCUTeTa;

— ocyliecTB/ieHMe pacCbiNKn MPUKa3oB (MHbIX AOKYMEHTOB) PYKOBOACTBY U HauyalbHUKaM
CTPYKTYPHbIX NoApa3jefieHnin YHuBepcuTeTa COrnacHo JINCTY paccbiiky K npukasy (MHOMY
AOKYMEHTY) /M6O  yKa3aHWO MO  WCMONHEHUID  pekTopa B CUCTEME  3/IeKTPOHHOrO
AOKYMEHTO060pOTa;

— obecneyeHwne B Npejenax cBOe KOMMNETEHLUNN BbINOIHEHUA HOPM 1 TpeboBaHWM Mo 3awyuTe
CBeJleHN OrpaHMYeHHOro AocCTyrna, He COCTaBMALWMX [OCYyJapCTBEHHYIO TalHy, a Takxe
CBeZleHNI OrpaHNYeHHOro pacrnpocTpaHeHs, B ciydae, ecin npeanosiaraeTcs 3amatb Takxke n
NHPOPMaLMIO OFPaHNYEHHOrO PAciPOCTPAHEHUS C NOMETKOM «/Iis Cy>XebHOro Nofb30BaHUAY;

— obecreyeHve 3aWnTbl  AOKYMEHTOB YHuMBepcuTeTa, Haxogdwmxcs B OTgene, ot
HeCaHKLMOHNPOBAHHOI0O A0CTYMNa NN YHNUTOXEHWS;

—  NPVHATYE yYacTua B TeCTUPOBAHUN 1 BHeApPeHMe NPUKNaLHOro NporpaMMHOro obecneyeHus,
MCcNonb3yemMoro Npu peanunsaunn ¢pyHkumii AO;

— TMPWHATVE Yy4acTUss COBMECTHO CO CTPYKTYPHbIMU MojpasjeneHnamMn YHuBepcuteTa B
NOAroTOBKe Npe/IoXeHNr 06 N3MeHeHUN AN OTMeHe (MPU3HaHWW YTPaTUBLLMMU CUY) NPUKa30B
(pacnopsxxeHnin) N NHbIX NOKaNbHbIX HOPMATVIBHbIX aKTOB YH/BEpPCUTETS;

— OpraHu3auua n ocyLlecTB/eHWe 3akynok TOBapoB, paboT, ywiyr no aAMUHUCTPUPYEMbIM
OTaenom Hanpas/ieHNAM PacxoA0B;
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— pa3paboTka nnaHa pabotbl OThaena v ero rnpeacTaB/ieHNe MepBOMY MPOPEKTOPY Ha
yTBEepXAeHVe;

— NOAroToBKa A0KNaJO0B (OTYETOB) N ONepaTBHON MHGOPMaLMK O pe3y/bTaTax AesaTe/lbHOCTU
OTzena 3a OTYETHbIN Nepuos (KBapTas, roa);

— paspaboTka M opraHm3auua NpoBefeHns MeponpuUAaTU MO Yay4LLEeHWO NPON3BOACTBEHHOW
AedarensHoctn OTaena;

—  BbIMO/IHEHNE OTAe/IbHbIX MOPYYEHUM peKTopa W MepBOro MnpopekTopa, MO BOMpPoOCaMm,
OTHOCALWMMCS K cdepe fesaTenbHocTy OTaena;

— MNOAroTOBKAa W MpeAcTaB/ieHNe B YCTaHOBJ/IEHHOM MOPAAKe MPeAsIOXEHWI MO MOBbILLEHNIO
kBannukaumm pabotHnkos OTAena B npegenax komneteHumn OTtaena;

— NOAroTOBKa B YCTAHOB/NEHHOM Mopsjke pa3bsacHeHUIA B npeenax komneteHunn Otaena;

— obecneyeHne B npegenax komneteHuun OTgena MNOArOTOBKW 3arnpocoB W MONyYeHVe B
YCTaHOBJIEHHOM  MOpsAAKe OT  CTPYKTYPHbIX  MNoApasfjeneHunii  YHuBepcuTeTa  CBeAeHWUN,
HeobXoANMbBIX AN NPUHATUA pPeLUeHNi 1 BbINOHeHUS 3aga4 OTgena;

— ocywlecTBNneHVe B npejenax CBOUX KOMMETEHLMA B3aVMOAENCTBUIM CO CTPYKTYPHbBIMU
nogpasgeneHnamu CyplyY, opraHamu rocyfiapCTBeHHOW BacTW (rocyfapCTBEHHbLIMW OpraHamu)
Poccnrickon Pegepauunmn (B HacTy NOCTYNVBLUMX U paccMaTprBaemMbix B CyplyY LOKYMEHTOB) U UX
TeppuUTOpUaNbHbIMY  OpraHamy,, OpraHamy rocyflapCTBeHHOW Bnactu  (rocyAapCTBEHHbIMU
opraHammn) cybbekta Poccurickori  Pegepaumn, opraHamu  MeCTHOro  CaMoyrpaBneHus
(MyHMLMNANbHbLIMW OpraHamMu), HbIMW OpraHmnsauusaMm U rpaxaaHamMmu.

2) B pamKax BbIMOJIHEHUSA 3ada4n «OcyujecmeseHue KOHMpPO/A 30 C80e8peMeHHbIM 8bINOHEHUeM
CMpPyKmMypHsIMU noodpasoeneHusmu nopydeHuli pykoeodcmea YHusepcumema U C80e8peMeHHbIM
ucnosiHeHUeM 00KyMeHMoex»:

—  OCyLlecTBNeHMe y4yeTa M MOCTaHOBKU Ha KOHTPOJIb MCMONHEHUSA MUCbMEHHbIX ObpalleHnin
rpaxaaH 1 opraHusauuii, opraHmsaumsa paboTbl MO 1UX PacCMOTpeHMrto, 0bobLleHne ceBefleHnr o
Xogze 1 pesynbTatax UX pacCMOTPEHWSA 1N HanpaB/ieHVe PYKOBOACTBY YHUBEPCUTETA;

—  OCyLlecTBNeHVe KOHTPOJSA 3a NPaBUIbHOCTLIO OPOPMIEHUA JOKYMEHTOB, NpesoCTaBaseMblX
Ha MNOAMWNCb PYKOBOACTBY YHUBEPCUTETA, PeryavpoBaHne Xoda WCNONHEHNA [JOKYMEHTOB,
KOHTPOJIb MPOXOXAEHWSA, B YCTAHOBNEHHbI CPOK;

—  KOHTPOJIb 3a CBOEBPEMEHHbLIM BbIMNONHEHNEM CTPYKTYPHbLIMY NOAPa3aeneHUsIMnN nopyyeHni
PYKOBOACTBA YHMBepcuTeTa, 0606LLeHMe CBefeHWn O Xxode W pesynbTaTtax WCNOJHEHUS
nopyyeHuin 1 UHGOPMMPOBaAHME PYKOBOACTBA YHVBEPCUTETA O XOA€E VX UCMOTHEHNS;

— [OBe/leHne [0 COOTBETCTBYIOLNX CTPYKTYPHbIX MOAPAa3AeNneHU pacrnopsXXeHU 1 yKasaHnim
PYKOBOACTBa YHMBepcuTeTa, obecnedyeHne KOHTPOAS 3@ MOATOTOBKOW  HEOobXoAMMbIX
npeanoXeHNn No HUM A5 A0K/1aa PYKOBOACTBY YHUBEPCUTET];

—  MOArOTOBKAa OTYETOB (CNPaBOK) O COBNOAEHNN CPOKOB UCMONHEHWSA JOKYMEHTOB.

3) B pamkax BbINOAHEHUs 3a4a4m «OnepamusHO-0p2aHU3A{UOHHOE 06CIYyHUBAHUE pyKOBOOCMEA»:
— OopraHu3auusa pabotsl MpremHoON YHBepCuTeTa;

— npejocTaBNeHVe PYyKOBOACTBY YHMBepcuTeTa oOnepaTMBHOW WHPOPMaLUK, [LOKYMEHTOB U
NHbIX MaTepuranos, Mo KOTOPbIM TpebyeTca NPUHATNE peLLeHs;

—  NJaHNPOBaHMe N OpraHmn3aLmns NpoBeAeHNs COBELLAHWIA N UHBIX MEPOMNPUATUIN Y PYKOBOZACTBA
YHuBepcuTeTa, ydactie B NOArOTOBKE NMOPYYEHUIA NO UTOram MPOBeAeHHbIX COBELLUAHUI U NHbIX
MeponpuATUN;

— opraHusauuva no rMopyvyeHUO pekTopa MOAroTOBKW CTPYKTYPHbIMW MNoApasjeneHnaMun
YHUMBepcuTeTa CNPaBOYHbIX U APYrX MaTepuranos;
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— BefleHne paboyero rpaduka CoBeLlaHWii, BCTPeY W MeperoBopoB pekTopa W MNepBoro
npopekTopa YHVBepCUTeTa;

— OpraHu3aumMs MOoAroTOBKWM Mpuvema rnocetuTene M AOKYMEHTALUMOHHOe ObCiyXunBaHume
COBeLLaHWIA, a Takxxe Tened@OoHHbIX MeperoBopoB PeKTopa 1 NePBOro NPOPeKTopa YHMBEpPCUTETa;

—  MOArOTOBKA fle/I0BbIX MNOe340K 1 KOMaHANPOBOK PYKOBOACTBA YHUBEPCUTETS;

—  KOHTPOJ/b UCMOJHEHNS NMOPYYEHNI peKkTopa, MPOPeKTOPOB, APYrMX CoBeLlaTe/lbHbIX OPraHoB
ynpaBfieHnsa YH1BeEPCUTETa, a TakKe nopyyeHuini MMHNUCTepCTBa HayKn 1 BbiCLLEro o6pa3oBaHus
Poccuiickori Pepgepaunn, [enaptameHTa 06pa3oBaHMA U MOJIOAEXHOM MNOAUTUKM  XaHTbl-
MaHCNIACKOro aBTOHOMHOIO OKpyra - KOrpebl, 1 Apyrx opraHn3aumia.

4) B paMKax BbIMOAHeHNs 3ajayun «OcyuecmesneHue nod0epHaHUA UHPopMayuu, omHocawelicsa K
komnemeHyuu Omodena, Ha oduyuaneHom calime YHueepcumema 8  UHHOPMAYUOHHO-
KOMMYHUKQUUOHHOU cemu VIHmepHem 8 akmya/nbHOM COCMOAHUU:

— pa3paboTka ¢opm [OKYMEHTOB (wabnoHbl 61aHKOB, MPWKa30B, PacropsXeHuh wn Aap.),
HeobxoAuMbIX ANA  AeATeNbHOCTU  YHuBepcuTeTa, B npejdenax KomneTeHuun OTgena u
HanpaeBneHne WX B COOTBETCTBYHOLLee CTPYKTYpHOe MojpasjeneHve YHuBepcuteTa ANs
nocnefyrowiero pasmelleHns Ha oduumanbHOM carite YHuBepcuTeTa B UHPOPMALIMOHHO-
TeNeKOMMYHVKaLMOHHOW ceTu VIHTepHerT;

— ocyLwiecTBneHue apyrnx yHKUWI B npegenax komneteHuum Otaena.

5) B paMkax BbINOAHeHWs 3agaun «OcywecmesneHue npuema, yyema U XpaHeHUs OOKYMeHMOos,
0bpa3yroujuxca 8 npouyecce desmenbHOCMU YHugepcumema, 8 coomeemcmeuu ¢ Oelicmsyroujum
3akoHoOamesnbcmeom Pocculickol @edepayuux»:

—  oCyLlecTBNeHWe B COOTBETCTBMM C 3aKOHOAATeNbCTBOM Poccuiickori ®egepaumm paboTbl Nno
KOMMIEeKTOBAHWIO, XPAHEHWIO, yYeTy U MCMONb30BaHUIO AOKYMEHTOB, 06pa30BaBLUMXCA B XOAe
AenaTeNbHOCTN YHMBEPCUTET];

— MOAroTOBKa M Nepejava LOKYMeHTOB YHMBepCMTeTa Ha XpaHeHne B ApXuB;

— opraHusaums paboTbl ApxmBa B COOTBETCTBMM C MpPaBUAaMK, UHCTPYKUMAMU 1
MeToAMYeCcKUMI pekoMeHAaunamMn desepasibHOro apxXmMBHOro areHTCTBa Poccurickon degepaumn,
rocyfjapcTBeHHoro apxmea Hrpbl, 1 N0Ka/IbHbIMY HOPMATUBHbLIMY akTaMn YHUBEPCUTETS;

— OpraHuv3aums npvemMa [OKYMEeHTOB MOCTOAHHOrO W BpeMeHHbIX (cBbie 10 neT) CpoKoB
XPaHeHWs, B TOM 4ncie no NMYHOMY COCTaBy 06y4YatoLLMXCs, 06pa30BaBLUMXCA B AeATeNbHOCTU
YHBepcnTeTa;

—  BefeHue yyeTa JOKYMEHTOB 1 GOHA0B, HAXOAALLMXCA Ha XPaHEHWN;

— MpeAcTaBieHne B roCyAapCTBEHHbIN (MyHULWNANbHBIN) apXUB YYeTHbIX CBeAeHNn 06 obbeme
N COCTaBe XpaHAWMXCA B ApXvBe [OKYMEHTOB apxmBHoOro ¢oHaa Poccuiickori Pegepaunn u
APYTUX apXNBHbBIX OKYMEHTOB B COOTBETCTBUM C MOPSAKOM FrOCyapCTBEHHOrO yyeTa;

—  cucTemMaTmsauusa U pasMelleHne AoKYMEHTOB, MOCTYNatLWmMX Ha XpaHeHre, 06pa3oBaBLLMXCA
B XOZe OCyLLeCTBNeHNs AeATeNbHOCTN YHMBepCuTeTa.

6) B pamkax BbINOJHEHWUS 3ajayun «Yyem U UCNO/L308AHUE OOKYMEHMOo8, HAX0O0AUUXCA Ha
XpaHeHuu 8 Apxueen:

— MpoBefieHVe MeponpuaTUA Mo ObecrneyeHUto COXPaHHOCTU [OKYMEHTOB, HaxOAALMXCA Ha
XpaHeHun B ApXvBe;

- MHPOPMMpPOBaHME PYKOBOACTBA YHMBEPCUTETA O COCTaBe U COAePXaHUM OKYMEHTOB ApPXU1Ba;
—  OpraHv3auus Bblgaym AOKYMEHTOB U Aen A5 paboTbl BO BpEMEHHOEe MoJIb30BaHuUeE;

—  WCMONHEeHWe 3anpocoB 3asBuUTenel, Bbljava apXWMBHbIX KOMWA AOKYMEHTOB, BbIMWCOK W
CNpPaBoK;

—  BefleHVe yyeTa UCMNoNb30BaHNS AOKYMEHTOB APXMBa;
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— co3gaHvie poHAa Apx1Ba 1 OpraHmM3aLms ero Ncnosib30BaHUS;

—  BeJeHue CnpaBOYHO-MONCKOBbLIX CPEACTB K JoOKyMeHTaM ApX1Ba;

— yyacTve B pas3paboTke [AOKYMEHTOB OpraHusauuy no BOMPOCaM apxXMBHOro Jena wu
AeNnonpon3BoACTBa.

7) B pamMKax BbIMOAHeEHUs 3agayn «[lodecomoska U ceoespeMeHHas nepedaya OOKyMeHmos
ApxusHo20 @oHOa Pocculickoli ®edepayuu HA NOCMOSHHOE XpaHeHue 8 20Cy0apPCmMeeHHsbIU
(MyHUYUNQAAbHBIU) apXue»:

— pacCcMOTpeHVe W COrnacoBaHue DKCNepTHOW KoMUcCcuK apxuBa (ganee - 3K) onucn gen
MOCTOAHHOrO XpaHeHusi, BpeMeHHbIX (CBbille 10 neT) CpoKOB XpaHeHWs, B TOM Yu1c/ie No IMYHOMY
COCTaBYy, a TakXe akTbl O BbIAENEHUN K YHUUTOXEHWNIO apXMUBHbLIX AOKYMEHTOB, He MoA/exaLLmx
XpaHeHWto, aKkTbl 06 yTpaTe AOKYMEHTOB U akTbl O HEUCNPaBUMbIX MOBPEXAEHUAX apXUBHbIX
[LOKYMEHTOB;

—  COrflacoBaHMe C rocylapCTBeHHbLIM apX1MBOM OMUCKU Aes MOCTOAHHOIO XpPaHeHWsa 1 onucK aen
no IMYHOMY COCTaBY;

—  yTBepXfeHuVe C 3KCMepTHO-MPOBEPOYHON KOMUCCHEen APXUBHOW Cyx6bl KOrpbl onucn gen
MOCTOAHHOIr0 XpaHeHWs 1 oNucK e No JIMYHOMY COCTaBy;

— COrfacoBaHWe C 3KCMepTHO-MPOBEPOYHON KOMUCCUEN APXMBHOM Cayx6bl HOrpbl akToB 06
yTpaTe JOKYMEHTOB U HEUCMPABNMbIX MOBPEXAEHUAX JOKYMEHTOB;

— yTBEpXJeHWe peKTopoM YHuMBepcuTeTa Onucu Jen  MOCTOAHHOro  XpaHeHWd, onucu
BpeMeHHbIX (cBbilwe 10 f1eT) CpOKOB XpaHeHWs, B TOM YKCae ONUCK el MO IMYHOMY COCTaBy, aKThbl
O BblAENEeHUN K YHUUTOXEHUIO apXMBHbIX [JOKYMEHTOB, He MOANeXaLMX XPaHEeHWto, akTbl 06
yTpate [AOKYMEHTOB U aKTbl O HEUCNPaBMMbIX MOBPEXAEHNAX APXVBHbIX [AOKYMEHTOB,
yTBEpPXAeHHble (cornacoBaHHble) 3SMK  ApxuBHOW Cyx6bl HOrpbl nan  rocyfapcTBeHHbIM
(MyHVLMNaNbHBbIM) apXUBOM;

— OpraHusauua nepejadv AOKyMeHTOB ApxuBHOro @¢oHaa Poccuiickon ®Pegepaunm Ha
NOCTOAHHOE XPaHEeHe B roCyAapCTBEHHbIN (MyHULMMNANbHbBIN) apXnB;

— OpraHuv3aums 1 nposefeHre 3KCNepTn3bl LLeHHOCTN AOKYMEHTOB BPpeMeHHbIX (cBbie 10 neT)
CPOKOB XPaHeHUs, Haxo4ALWMXCA Ha XxpaHeHn B Apxmee CyplY B Lensax otbopa JOKYMEHTOB ANS
BKNHOYEHNA B COCTaB ApxmBHOro ¢oHaa Poccuiickoin Pegepaumn, a Takke BbIABAEHNS
AOKYMEHTOB, He noj/iexaliyx ganbHerweMy XpaHeH o.

8) B pamKkax BbINo/HeHUA 3aja4n «Memoduyeckoe pykoeodcmeo U KOHMpPO/b 30 GopMUpPO8aHUEM U
opopmseHUeM des 8 CMPyKMypHsIX NoOpa3zodeseHusx YHuUsepcumema u ceoespemeHHol nepedayeli ux
8 Apxue»:

— OKas3aHve MeToAMYecKOor MOMOLUM CTPYKTYPHbIM MNoApasjeneHnsM YHuBepcuteTa B
COCTaB/IeHUN MpPOeKTa HOMEHKNATYpPbI e, a Takxke B 0GOpPMIEHNN U MOArOTOBKE JOKYMEHTOB K
nepefaye Ha NOCTOAHHOE UK BpeMeHHoe (cBbitle 10 fieT) xpaHeHve B ApXVB.

3.5. PacnpegeneHve obsa3aHHOCTEN Mexay paboTHMKamu OTaena ocyLLecTBAsSeTCA B COOTBETCTBUN
C AO/DKHOCTHBIMU  WHCTPYKUMAMW C YY4eTOM BHYTPEHHeil creunanmsauyny paboTHMKOB MO
HanpasieHVAM geatensHocTn OTgena.

3.4. HavanbHUK 1 paboTHMKn AO no pacnpeseneHno 06893aHHOCTeN B JOMKHOCTHbBIX MHCTPYKLMAX
415 BINOJIHEHUSA CBOWX 0653aHHOCTEN MELOT NPaBo:

—  OCyLLeCTBNATb KOHTPO/Jb 3a COCTOAHVMEM [OKyMeHToobopoTa W [enornpousBoACTBa B
YHuBepcuTeTe,;

—  OCYLLeCTBNATb KOHTPO/1b 33 BbINOJIHEHVIEM YCTAaHOB/IEHHbIX NPaBW/ PaboTbl C JOKyMeHTaMu;

— onpejensTb 3aja4M AOKYMEHTaLNOHHOro obecneyeHms, nog/iexatime asToMmaTnsanmm;
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— HanpaenATb 3anpocbl B CTPYKTYpHble MojpasjeneHna YHmBepcuTeTa O MNpefocTaBleHnU
CBeJeHVA N MaTepunanoB, HeOobXOoAMMbIX A9  opraHmMsaumm obecrneyeHuss yciyramm Mo
aAMUHUCTPpUpYyeMbIM OTAEIOM HanpaBAeHVAM AesaTeIbHOCTY;

— 3anpawwvBaTtb U NOAyYaTb OT BCEX CTPYKTYPHbIX MOApasAeneHnr YHUBepcuTeTa CBeAeHUsA U
AOKYMEHTbI, HE0OX0AMMble 419 BbINOIHEHUSA BO3/IOXEHHbIX Ha OTAen 3aga4y 1 GyHKUNIA;

— npvBnekaTtb C COrnacusi  PyKOBOACTBA  YHuBepcuTeTa  PabOTHUKOB  CTPYKTYPHbIX
noApasjefieHnin YHnBepcuTeTa K Nojrotoske NpoekToB AOKYMEHTOB MO BOMPOCaM, OTHOCALLMMCSH
K komneTeHumn OTaena, HeobXOAMMBIX ANA BbINOJHEHWA BO3/0XeHHbIX Ha OTgen 3ajay u
byHKUMA, @ Takke K MWHbIM MeponpuaTusaM, npoBoauMMbiM OTAeNOM B COOTBETCTBUU C
BO3/10XKEHHbIMW Ha Hero 3agavaMn 1 QyHKUMSMI;

—  KOHTPOAMPOBaTb MNPaBUILHOCTb OGOPMEHUS AOKYMEHTOB, MpeAcTaBfieHHbIX Ha MoAMUch
PYKOBO/CTBa YHVBepcUTeTa U A1 OTNPaBKu;

— BO3Bpallatb Ans [opaboTKM AOKYyMeHTbl, OQOpPMJIEHHbIE C HapylleHVeM TpeboBaHW
CTO-5.13.2 «PacnopsiantenbHble 1 MIHPOPMALMOHHO-CMPaBOYHbIe AOKYMeHTbI. TpeboBaHNSA»;

— nofay4yatb AN PYKOBOACTBA YHMBEpPCUTETA CBeAEeHWS W3 CTPYKTYPHbIX MOApassAeneHni
YHunBepcnTeTa 1 Bbi3blBaTb PAOOTHMKOB YHMBEPCUTETA NO MOPYYEHUIO PYKOBOACTBA;

—  BeCTV nNpejBapuTe/bHbIM NPOCMOTP AOKYMEHTOB 1 ONpeAensTb X Aa/ibHelLlee ABUKEeHE;

— onpegensitb MNPUOPUTETHOCTb MPU  OpraHmMsaumn nprviemMa mnoceTuTener pykoBOACTBOM
YHBepcnTeTa;

—  3anpawwBaTb B CTPYKTYPHbIX NOAPa3AeNeHUaX y UCNONHUTeNeln CBeJeHNs 0 Xo/e UCMONHEHUS
[LOKYMEHTOB;

-  WMeTb A0CTYN K MHPopMaLun (LOKyMeHTaM 1 6a3am JaHHbIX);

— y4yacTBOBaTb B COBELLAHMAX MPU PacCMOTPEHWM BOMPOCOB, OTHOCALLUMXCA K KOMMETeHLnU
Otpena;

— TMpeACTaBNATb  PYKOBOACTBY YHMBepcuTeTa MPeANOXEeHMA MO  COBEpLUeHCTBOBAHUIO
opraHm3aumn xpaHeH1s, KOMMIeKToOBaHWA, y4eTa 1 NCNOob30BaHUA apXUBHbIX JOKYMEHTOB;

—  3anpawwuBaTb B CTPYKTYPHbIX NOApa3jeneHnax cBefeHns, Heobxoanmble At paboTbl ApXMBa;
- VHPOPMUPOBATbL CTPYKTYPHble MOAPAa3AeNeHnss 0 HeObXOANMOCTU Mnepejadn AOKYMEHTOB B
ApxviB;

— NpUHWMaTb Yy4yacTne B 3aceflaHMsaX DKCNepTHOM KOMUCCUMM  MNpu  rOCyAapCTBEHHOM
(MyHVLMNaNbHOM) apXnBe;

—  MCNONb30BaTb C/1YXXeOHbI aBTOTPAHCMOPT AN BbINOJHEHWSA BO3/10XKEHHbIX Ha OTAen 3aay;

—  OCyLLecCTBMATb NHble NOIHOMOYUNS B COOTBETCTBUM C BO3/IOXKEHHbIMY Ha OTAen 3ajadamu.

4. OTBEeTCTBEHHOCTb

4.1. OTBETCTBEHHOCTb pPaboTHMKOB AO YCTaHaBAMBAETCA WX AOHKHOCTHBIMU  WNHCTPYKLUMSAMU,
MpaBnnamm BHyTpPeHHEro TPyA0BOro pacrnopszka, 4OKYMEHTVPOBaHHbIMU NpoLeaypaMn CUCTEMbI
MeHeKMeHTa kayectBa CyplY, AeACTBYOWMM agMUHUCTPATMBHbBIM, YrOMOBHbLIM, FPaXAaHCKUM
3aKOHOAATENbLCTBOM.

4.2. Ha HauvanbHuka AO Bo3naraeTcs nepcoHanbHasd OTBETCTBEHHOCTb:

— 3aopraHmsaumio geatesnibHocT AO Mo BbIMOSIHEHVIIO BO3/IOXEHHbIX HA HEro 3ajay;

— opraHusaumto B OTzene onepatMBHOM N Ka4eCTBEHHOW MOAroTOBKW UCMONHEHNSA JOKYMEHTOB,
BeJleHne 4efIoNPOM3BOACTBA B COOTBETCTBUM C AENCTBYIOLWMMY MPaBUAaMN N MHCTPYKLINAMU;

— cobntogeHne pabotHnkamn OTaena TpyA0BOM ANCUNNAVHBI, [paBun BHYTPeHHEero TpyA0BOro
pPacnopsAKa;

— noAabop n pacctaHOBKY paboTHMKoB OTAena;
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— obecneyeHune COXPaHHOCTN MMYLLIECTBA, Haxo4ALleroca B nosib30BaHNN pa6OTHI/IKOB Otpena.

5. B3anmMooTHoOLLEeHMsA U CBA3U C NoApa3aeieHUaAMn

5.1.Ana pJOCTMXEHUss NOCTaBNeHHOW uenn u  peweHus 3agad  AO  B3anMoOZencTByeT C
PYKOBOACTBOM, O6LLECTBEHHbIMY OpraHaMu yrpaBAeHusi, MHCTUTyTaMu, kadespamu n Apyrumm
CTPYKTYPHbIMW NOApPa3feneHNaMn YHNBEPCUTETA, a TakxXe C BHELLHUMN OpraHun3auuamim:

JonxHocTHOe nnuo,

HauMeHoBaHue MNonyueHune MpepocTtaBneHne
noapasaeneHvs
BHewHue op2aHusayuu
MMHNCTEPCTBO HayKn w1 — TMOCTaHOBNEHWS;
BbICLLIEr0 06pas3oBaHNS — NpuKasbl;
Poccuiickoit deaepaLmu — pacnopsxeHus;
- NHPOPMALMOHHbBIE NUCbMA;
— VIHCTPYKTVBHbIE MNCbMa;
—  VIHCTpYKUWK;
- MeToAnYeckmne pekoMeHaumm
JenapTtameHT — TMOCTaHOBNEHWS; — eXeMeCAYHbIn oT4yer no
06pa3oBaHNA U HayKn — TMpUKasbl; obpalleHnto rpaxgaH Ha JINYHbLINA
XaHTbl-MaHcniickoro — nopyyeHwus; npueMm K pekTopy;
aBTOHOMHOrO OKpyra - — pacrnopsixeHuns; — nuceMa 06 NCNOAHEeHUN

HOrpbl

- MHOPMaLMOHHbIE NNCbMA;
—  VHCTPYKTUBHbIE NNCbM3;
—  VHCTPYKUMW;

— MeToAMYecKkne pekoMeHZaumnm

PykoBogutenu
CTPYKTYPHbIX
noapaszgeneHuni
YHunBepcuTerTa,
OTBETCTBEHHbIE 3a
[e/10Npon3BOACTBO B
CTPYKTYPHbIX
noApaszaesieHnax

— pacnopsxeHus;
- npuKasbl;
— CnyXebHble 3anucku

- gena MOCTOSIHHOO cpoka
XpaHeHus;
- gena BPEeMeHHOro cpoka

XpaHeHWs (cBbiwe 10 neT)

— NpPOeKTHI HOMeHKNaTypbl aen
CTPYKTYPHOrO noApasjeneHus;

— CnyXebHble 3anuncku;

— aKTbl NpveMa-nepesaymn

AOKYMEHTOB;
— dKThbl o BblAeNneHnn K
YHUYTOXEHNIO AOKYMEHTOB, He

NoANexXaLlnx XpaHeH o

ApxusHas Cnyx6a Hrpbl,
MK Cnyx6bl No genam
ApX1BOB XaHTbI-
MaHcu1Inckoro
aBTOHOMHOrO OKpyra -
HOrpbl

- VIH(I)OpMaLI,I/IOHHbIe nncbMa,;
— 3anpockl

— onucKn  Aen  MOCTOAHHOro U
BpeMeHHoro (cebitwe 10 neT) cpoka
XpaHeHus, No TNYHOMY COCTaBY;

— CBOJHas HOMeHKNaTypa aen
YHuBepcuTeTa;

— MOJIOXEeHue 06 3KCNepTHOM
KOMUCCUN apX1Ba;

—  MOJIOXEeHue 06
AAMUHUNCTPATUBHOM OTAeNE;

— MpoeKTbl WHCTPYKLNT no
[leNonpon3BOACTBY;

—  MPOTOKO/bI/BbIMUCKN 3KCMEPTHOW
KoMmccuny;
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Cypl'yY

CypryTCKWiA roCynapCTBEHHbIA
yHuBepcuTer

AQMUHNCTPATUBHBIA oTAenN

Pepakuma Ne 1

cp. 11 mns 14

— MNMNCbMa-0TBeThI

MKY «MyHULmMnanbHbIN
apxue ropoga CypryTa»

- MHOPMaALMOHHbIE NMNCbMA;
—  3anpochl

— BbINUCKK U3
BOMPOCaM apxv1Ba;
— WTOroBas 3anuncb O KOAN4YecTBe Aen
B HOMEHKNAType;

— aKTbl NpYema-nepeaayn apxmBHbIX

npukasoB Mo

AOKYMEHTOB;
— aKThbl (0] BblAeneHnn K
YHNYTOXEHNIO AOKYMEHTOB, He

NoANEXaLUMX XPaHEHWIO;
— aKTbl 06 yTpaTe AOKYMEHTOB;

—  aKTbl 0 HencnpaBUMbIX
noBpexAeHnsax APXUBHbIX
[LOKYMEHTOB;

— NpOTOKONbLI/BbINNCKK IK;

— MacnopT apxmBea;

— MNNCbMa-OTBETHI;

— Jiena nocTosaHHOro XpaHeHus

Bce BHelUHKEe

- I/IHCI)OpMaLJ,VIOHHbIe nMncbmMa

— OTBE€Tbl Ha 3anpochkl, Kacarowmecs

opraHmsaummn fgesrenbHoct AO
AomicHocmHesie auya u noopaszdeneHus Cyplry
PekTop — TMpuKasbl; — MPOeKTbl MPUKa30B;
— pacrnopsxeHus; — MPOEKTbl pacnopsxXeHn;
— vcxogdawme nncbma; — vcxoaLme nnceMa;
— BXOAALLas KOppecnoHAeHUms; —  BXOZALLAsA KOppecrnoHAeHUMs;
— cnyxebHble 3anmckn —  3aABneHus;
— oT4yeTr 0 BbIMO/IHEHHbIX
nopy4veHunsx;
—  CNyXebHble 3anmncky;
— 0oT4eT 0 pabote AO
MpopekTopsl — pacnopsixeHus - unHbopMaums no 3anpocam;

—  unxogawme nmcbMa,;
- Cﬂy)l(E6HbIe3aﬂl/ICKVl

YUéHblln coBeT
YHunBepcuTeTa

— peweHusa Y4yéHoro coseTa

— NpuKasbl NO pelleHnaM YJYEHoro
coBeTa;
— OTYeT O BbIMNOJIHEHWW peLLeH W

CoBelLaHne NPopPeKTOPOB

— peweHnd

OTYET O BbINOJIHEHNN DEUJEHMVI

NHCTUTYTBI/
kadenpbl

AOKYMEHTHI rocyflapCcTBeHHOro
obpasua (AUNAOMBI, CBUAETENbCTBa,
YAOCTOBEPEHNA N T. A.);

— 3a4eTHble KHWXKW 06yyaroLmxcs,
CTyAeH4eckue buneTsl;

— 3aKa4eHus n OT3bIBbI
opraHumsauuii  Ha juccepraumm wn
aBTopedepaThl, Hanpasisemble B
BbICLLYHO aTTeCcTalNOHHY KOMUCCUIO

Cl'ly)KE6H bl€ 3arfnnckKkm

YnpasneHue
byxranTepckoro yyera

— rnopy4eHus (6rofKeTHbIe,
B6aHKOBCKME, NMEeHCNOHHBbIE,
naaTexHble (CBOAHbIe, B 6aHK));

— peecTpbl  (4ekoB,  OHOAXKETHbIX

— CyXebHble 3annckuy;
— nepBuWYHbIe
(mnatexHble) LOKYMEHThI;
— C4yeTa, aKTbl BbIMOJHEHHbIX PaboT,

pacyeTHble
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AQMUHNCTPATUBHBIA oTAenN

Pepakuma Ne 1

crp.12mns 14

nopyyeHuin, NpeAcTaBAsieMblX B 6aHK);
— CNpaBKW (NMMUTHbIE, O BbINaaTe

CTPaxoBbIX CyMM, WCMOJIb30BaHUU
6HOKETHBIX ACCUTHOBAHWNIA Ha
3apnnary, o} HaYNCNeHHOW %
npuynTaroLLencs 3apnnaTe no
opraHusaumam, COCTOALLNM Ha

oroaxeTe UT. A.);
— TrapaHTUlHble nnucbMa (Ha
BbINO/IHEHWE PaboT, yCyr N T. 4.);

ycayr - no OTpenom

Aorosopam

KYpUpyeMmbIm

— o0b6pasubl OTTUCKOB MeyaTell u
nognucein paboOTHWKOB, WMEOLMX
npaBo  coBepweHnss  GUHAHCOBO-
XO3AMNCTBEHHbIX Onepauuii.
PaboTHMKN oTAena B
WHAVBUAYaNbHOM NOPSAAKE NOYHatoT:
— pacyeTHble JINCTKMN o}
HaYNCNEHHBbIX BbIMaaTax n
yAepXaHUSX;
— cnpaskn 2HA®J
YnpaBneHve - joctyn K cetu WHTepHeT, | — cyxebHble 3anucku;
nHdopmaTmsaumm NoKanbHOW  cetu  YHuBepcuTeTa, | — UHbopMauma OTaena ans
3NeKTPOHHOW nouTe, canTy CyplY, | perynapHoro o6HOBfeHUs  caiTa
npaBoBbIM 6asam «[apaHT», | Cyply
«KoHCyNnbTaHT»
OTzaen MeHeXMeHTa —  [AOJ/DKHOCTHbIe WHCTPYKLUMN, | — MNPOEeKThl DLOMKHOCTHbIX
KayecTBa 0bpa3oBaHnNg No0XeHNs o} CTPYKTYPHbIX | MHCTPYKLUNI paboTHMKoB AO;
noApasgeneHusx; — NpoekTbl NonoXeHuin 06 OTaene;

— KOMWUW CTaHAAPTOB OpraHmsauuy,
AOKYMEHTUPOBAHHbIX npoueayp,
CBSA3aHHbIX C feATeNbHOCTb0 AO

— MpoeKThl NOKaNbHbIX
HOPMAaTMBHbIX akKTOB, CBSiI3aHHbIX C
AeAtenbHocTblo OTAena;

— cnyxebHble 3anncky;

— KBapTaNbHbI/ O0TYeT 0 paboTte AO

Bce cTpykTypHbIe
noApasjesieHuns

- ncxogdawme nnucbma;
— CAyxebHble 3anncku;
— MpoeKThl
pacnopsxxeHni

NMPNKa3oB.,

— npuKasbl pekTopa;
— pacnopseHus
NPOPEKTOPOB;

- ncxoasme NNCbMa3;
— NWCbMa OT BHELLHUX OpraHu3aLnii;
— CNyXebHble 3anncKu;

- Jena MOCTOSIHHOrO
XPaHeHus;

— [ena BPeMEHHOro Cpoka XpaHeHus
(cBbiwe 10 neT);

— MpoeKThbI HOMeHKNaTypbl aen
CTPYKTYPHOTrO NoApasjeneHuns;

pekTopa n

cpoka

-~ aKTbl npvema-nepegauu
AOKYMEHTOB;

- aKTbl o BblAeNeHNN K
YHUUTOXEHMHO AOKYMEHTOB, He

noANeXaLLMX XPaHEHNO




CMK Cyply MCM-1.15-25

Cypl'yY

AQMUHNCTPATUBHBIA oTAenN

Pepakuma Ne 1

Srotsener” cTp. 13 mn3 14
NncT perncrpaumm nsmeHeHU
®. U. 0. aTta

Coaep>xaHue AaTta JaTa A
Ne . Homep pa6boTHMKa, BCTynJieHnA
N3MEHEHUNI N nx noanucaHva BHeceHus o
n3m. npukasa BHeclUuero . | N3MeHeHnn

KOOpAMUHATDI npukKasa N3MeHeHnN
N3MeHeHns B cuny
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ypry Pegakums Ne 1
_ v AAMVHNCTPATUBHbINA oTAEN
o oo cTp. 1413 14

JINCT 03HaKoOMJ1IeHuS

Ne n/n AOMKHOCTb ®. L. O. AaTta MNoanuceb




