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1. O01ue moJ10KeHu s

1.1. Otaen conmpoBOXKIEHUST KOMIBIOTEpHOW TeXHUKH (nanee — OTaen) sSBISETCS CTPYKTYPHBIM
noapazaeneaneM bY BO «Cypryrckuit rocymapcTBeHHBIM yHUBepcuter» (nmamee — Cypl'VY,
VYHuBepcurer).

1.2. TlomHoe HaMMEHOBaHUE OTIENa — OTACT CONPOBOXKIACHHUS KOMITBIOTEPHOW TEXHUKH,
cokpaméntoe — OCKT.

1.3. Otaen cozman 01.09.2014 no npuka3zy pexropa Ne2256/k ot 01.09.2014 rona.

1.4. Otnen peopraHu3yeTcsl U JUKBUAUPYETCS B YCTAHOBIEHHOM 3aKOHOAATENIBCTBOM MOPSAKE
npukazom pekropa Cypl'Y Ha ocHOBaHUHU pelieHus: YU€HOro cCoBeTa Y HUBEPCUTETA.

1.5. PykoBoacTBO OT/IEIOM OCYIIECTBISETCS HaYalbHUKOM OT/ena, KOTOPbId HETOCPEICTBEHHO
MOJYUHSAETCS HAYaJIbHUKY YTpaBiieHHsl O0e30macHOCTH U uH(opmaTuzauuu. Hagansauk OTaena
Ha3HAyaeTcss Ha JIOJDKHOCTh M OCBOOOXIAeTcsi OT JOJUKHOCTU B YCTaHOBJIEHHOM
3aKOHOJATENILCTBOM MOPSAIKE, HA OCHOBAHUU MIPHKA3a PEKTOPA MO pe3yIbTaTaM coOeceI0BaHMUs.
1.6. B cBoeit gestensHocTH OTIIET PYKOBOJICTBYETCS:

— TpynoBeim kozekcoM Poccuiickon @enepannu;

— (QenepanbubiMu  3akoHamu  Poccuiickoit  ®enepanuu, ykazamu  Ilpesunenta PO,
noctanoBieHusiMu [IpaButenbctBa PO u HOpMaTuBHBIME akTamMu MuHoOpa3oBanusi Poccuu o
BOoIpocaM 00pa30BaHUs U BOCIIUTAHUS 00YYaIOIIUXCS;

—  ¥YcraBoM bY BO «Cypryrckuii rocyapCTBEHHBI YHUBEPCUTETY;

— Komnektuabeim gorosopom Cypl'VY;

— Crparerueii pa3BUTHsI Y HUBEPCUTETA;

— Tlonutuxoit Cypl'Y B o6acTu KayecTBa;

— IIpaBunamu BHYTpEHHEIro TPYJ0BOI'O paclopsiKa;

— IpUKa3aMH, paCHOPSIKEHUSIMU U yKazaHusiMu pekropa Cypl'Y;

—  pacnopsDKEHUSIMHU, YKa3aHUSIMU U MHBIMM HOPMATHUBHBIMH M PACIOPSAUTEIbHBIMH aKTaMU
MIPOPEKTOPOB MO HANPABIEHUSAM, aIMUHUCTPAIUU Y HUBEPCUTETA;

— pokymentanueit CMK Cypl'V;

— IIpaBunamu BHYTpEHHEIr0 TPYJOBOI'O pacHopsIKa;

— HOPMAaTHBHO-TEXHMYECKOW JOKYMEHTalUe! M0 OXpaHe TpyJa U MoxKapHOH 0€30MacHOCTH;

— HacrosgmmM IlomoxeHueM.

1.7. Pabota Otnena opraHu3yeTcss Ha OCHOBe jAaHHOro [lonoxeHus, a Takxke IMJIAHUPOBAHUSA,
COYETaHUs CMHOHAYAINS B PELICHUH BOIPOCOB CIYXKEOHOU NEeSTENTbHOCTH M KOJUIETHaJIbHOCTH
Opu HUX OOCYXKJIEHHH, TEepPCOHAJIbHONW OTBETCTBEHHOCTH Ka)XJOTO COTpPYJHHKA OTAena 3a
COCTOSIHHME JI€Jl Ha IOPYYEHHOM YYaCTKE U BBITIOJTHEHUE OT/ICIbHBIX IOPYYCHUH.

1.8. B mepuoa orcyrcTBUs (KOMaHAMPOBKA, OTIIYCK, O0JI€3Hb) HAUYaJbHHUKA OT/ENA €ro (QYHKIUH
UCTIOJHIET HA4yaJlbHUK OTJENa AaBTOMATH3UPOBAaHHBIX CHCTEM YIpPABICHUS U OOy4YeHHS,
Ha3HA4aeMblii B YCTAHOBJIEHHOM 3aKOHOM nopsjake. Jluio, 3aMemiaroniee HadaJbHUKA OTAENA,
nproOpeTaeT COOTBETCTBYIOIIME MpaBa U HECET OTBETCTBEHHOCTh 3a HaJJIeXkallee MCIOJHEHUE
JIOJDKHOCTHBIX 00SI3aHHOCTEIA.

2. Heau u 3agaun

2.1. Uenp nestenbHoctn Otnena — HajaexHoe oOecneyeHre (YHKUMOHUPOBAHUA U
Oecriepe0oiHOM pabOThI AJIEKTPOHHBIX BBIYMCIUTENBHBIX MaIuH (Hanee — OBM), oprrexnuku,
MPOrPaMMHOTO OOECTIEUeHHs, YCTAaHOBJIEHHOTO Ha DOBM, a Takxe comelcTBHE TMOBBIIIICHUIO
sbdekTUBHOCTH y4yeOHOro mpolrecca U JCATENbHOCTH CTPYKTYPHBIX — MMOJApa3ieleHui
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VYHuBepcuTeTa 3a CYET UCIHOJIb30BaHMS HWH(OPMALMOHHBIX TEXHOJOTUA B ydeOHOU U
OpraHU3aIMOHHO-YIPABICHYECKON NEATEIHbHOCTH HAa OCHOBE MCIOJIB30BaHUS WH()OPMAIIMOHHBIX
CUCTEM U CIIELUaIN3UPOBAHHOIO MTPOTPAMMHOTO 0OeCTIeueHusl.

2.2. JInst mocTvkeHus mocTaBieHHON 1enmu OTen peraeT caeayomue 3a1a4qu:

— obecnieuenue OecriepeOoNHOTO (hYHKIIMOHUPOBAHUS allllapaTHO-TIPOrPAMMHOI0 KOMILIEKCA;
— obecmeueHne TpeOyeMOoro ypoBHs HHGOPMAIMOHHON 0€30T1aCHOCTH;

— obecrnieueHre HMHQOPMAIMOHHOW M TEXHUYECKOM MOIIEPKKH CPEACTB BBIUUCIUTEIIbHOMN
TEXHUKHU U MPOrPaMMHOT0 00ecrieYeHHUS;

— TpoBeAeHHE paboOT 1O ONTHMHU3ALWU HCIOJIB30BAaHUS WH(POPMAIMOHHO-TEXHUYECKUX
pECYpCOB;

— IIEHTpaJM30BaHHOE  oOecliedyeHHWEe  CTPYKTYPHBIX  TOJpa3[eleHuil  YHHUBEpCUTETa
KOMITBIOTEPHBIM W KOMMYHHUKAITMOHHBIM O0OpYJOBaHHUEM, KOMIUICKTYIOIIUMHU, PACXOIHBIMHU
MaTepHaIaMu;

— PEMOHT H 00CTYXKMBaHHE KOMIIBIOTEPHON TEXHHUKH;

— OpraHu3ainys BHEJIPECHHS U COBEPIICHCTBOBAHMS aBTOMATHU3WPOBAHHBIX CHUCTEM, BHEIPEHUS
HOBBIX TEXHOJIOTHI, pa3BUTHE PECYPCHOTO O0ECIICUECHHUS,

— TpoBeACHHE PadOT MO0 MOACPHHU3AINH U 3aMEHE YCTapeBIIET0 000pyA0BaHUS;

— obecrieueHHe MaKCHUMaJIbHON 3(P(GEKTUBHOCTH OT HCIOJIb3YEMBIX aBTOMATH3WPOBAHHBIX
CUCTEM.

3. ®YHKIMH U TOJTHOMOYHS

3.1. Otmen sABHMAETCS IEHTPOM TEXHHUYECKOTO OOCTY)KUBAHUS BBIYMCIUTEIFHOW TEXHUKA
YHuBepcurera.

3.2. B pamkax pemieHusi NMOCTaBJIEHHBIX 3a7lad M yKa3aHHBIX MporeccoB OTAeNn BBIMNOIHSIET
CJIEIyIOIINEe OCHOBHbIE (DYHKLIMHU:

— KOHTpOJIb 3a WCIOJIHEHMEM HOPMATUBHBIX JOKYMEHTOB 10 TMpaBWiIaM paboThl C
BBIUMCIIUTEIBHON TEXHUKONW U 0(DUCHBIM 000pYIOBaHUEM;

— TEXHHYECKOe M MpOoPUIAKTHUECKOe OOCTYKMBAaHHE BBIUMCIUTEIBHON M OPITEXHUKH B
1ab0paTopusiX U CTPYKTYPHBIX MOJAPA3ACICHUAX YHUBEPCUTETA,;

— OpraHu3alusi pEeMOHTa OPITEXHUKH CHJIaMH CTOPOHHMX OpraHu3aliii Ha OCHOBE
3aKIIFOYEHHBIX J[0OrOBOPOB;

— mpuoOpeTeHHe U BBOJI B AKCIUTYaTallMIO HOBBIX CPEJICTB BBIYUCIUTEIBHON U OPTTEXHUKH;

— YCTaHOBKa W COIPOBOXJEHUE 0a30BOr0 MPOTpaMMHOrO OOecredeHHs B J1ab0opaTopusx u
CTPYKTYPHBIX MO/Ipa3/ieJIeHUsIX Y HUBEPCUTETA;

— BHeApeHUe MHPOPMALIMOHHBIX TEXHOJIOTHI B MOApa3Ae/ICHUsIX YHUBEPCUTETA;

— m[puoOpeTeHHe pPACXOJHBIX MAaTEepPHaJOB M KOMIUICKTYIOIIMX, OOECIeYeHne OHBIMHU.
no/ipa3/ielieHnii Y HUBepcuTeTa U 1a00paTopui;

— KOHCYJIBTHpPOBAaHME TMpernojaBaTesiel U COTPYJHUMKOB IO BONpPOCAM OJKCIUTyaTalluu
KOMIIBIOTEPHOTO  OOOpPYAOBAaHUS,  CIECHHUATU3UPOBAHHOTO  MPOTPAMMHOTO  OOecredyeHus,
YCTaHOBJIEHHOTO B MOJPA3/EIICHUAX YHUBEPCUTETA;

— opraam3zanusg 3¢p(GEeKTUBHOTO MCIOIB30BaHM COTPYIHUKAMU M CTYJICHTAMU YHHMBEpPCUTETA
MH(POPMAIIMOHHBIX U TEJICKOMMYHHKAIIHOHHBIX PECYPCOB JIOKAIBHBIX, TPYMIIOBBIX U II00aIbHBIX
KOMIIBIOTEPHBIX CETEH;

— IPOrpaMMHOE CONPOBOXKACHHE W AJMUHUCTPUPOBAHUE BBIUYMCIUTEIBHON TEXHUKH B
nabopatopusix YHUBEPCUTETA;
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— CO3JlaHUME€ KOMIUIEKCAa YCJIOBUH A1 O0OECHedYeHHs] CaMOCTOATENBbHON pabOThl CTYIEHTOB C
ucnosib3oBanrueM OBM u o0yyaromux nporpaMmm;

—  CONpPOBOXKJCHHE MH(DOPMAIIMOHHBIX CUCTEM JIs 00ecTeueHus AeSITEIbHOCTH Y HUBEPCUTETA;
— aHanu3 MnoTpeOHOCTeW moapas3felieHnii YHUBEpCUTETa B JOIMOJHUTEIBHBIX CpPEICTBaX
BBIYHMCIIUTEIBHON TEXHUKU U 00pabOTKH MHPOPMaLIUK;

— OpraHu3anusi CBOEBPEMEHHOI'O PACCMOTPEHMS M MCIIOJIHEHMS 3asBOK Ha BBINIOJHEHUE padOT
CBSI3aHHBIX C (PYHKIIMOHUPOBAHHEM MPOTPAMMHOTO M allapaTHOTO 00eCIeYeHNUS,

—  TEXHHUYECKas MOAAEPKKAa MEPOIIPUSITHH, IPOBOJUMBIX B Y HUBEPCUTETE.

3.3. Pacripenenenue o0si3aHHOCTEN Mexay coTpyaHukamu OT/ena OCyIIEeCTBIsIETCS Ha OCHOBE
JOJDKHOCTHBIX ~MHCTPYKIMH ¢ y4€TOM BHYTPEHHEW CHEUMAIM3allMd  PaOOTHUKOB IO
HaIlpaBJICHUSM JesTenbHocTH OTAena.

3.4. HauanpHuk u corpynuuku Otnena, 1Mo pacrpeaesieHuto 00s13aHHOCTEH B JIOJDKHOCTHBIX
MHCTPYKLHUSX, AJI BBIIIOJIHEHUSI CBOMX 00sI3aHHOCTEN UMEIOT MPaBo:

— 3HAaKOMHUTBCS C MPOEKTAaMHU PELIEHUH PYKOBOJACTBA YHMBEPCUTETA, KaCAlOUIUMUCS €ro
NEeSATEIbHOCTH;

— BHOCUTh Ha PAacCMOTPEHHUE PYKOBOJICTBA MPEJIOKEHUS 1O COBEPIICHCTBOBAHUIO PAOOTHI,
CBSI3aHHOM C TPEAYCMOTPEHHBIMU JOJIKHOCTHON MHCTPYKIIUEH 00s13aHHOCTSIMU;

— cooOLaTh HEMOCPEICTBEHHOMY DPYKOBOAMTENI0 HAYAJbHUKY YIpaBieHHUs 0€30IacHOCTU U
uHpopmaTuzanm 000 BCEX BBISBICHHBIX B IMPOIECCE MCIOTHEHHUS CBOMX JTOJDKHOCTHBIX
o0si3aHHOCTEe HepocTaTkax OT/ena U BHOCUTD MPEATIOKEHUS 110 UX YCTPaHEHUIO;

— 3ampaliuMBaTh JIMYHO WM 10 TOPYYEHUIO HEMOCPEACTBEHHOTO PYKOBOIAUTENS OT
pyKOBOJUTENEH YHUBEPCUTETA NPEINPHUATHS U CHEHHAINCTOB HHQOPMAIUI0 U JOKYMEHTHI,
HEOO0XOAMMBIE JIsl BHIIOJIHEHUS €r0 JOJKHOCTHBIX 00513aHHOCTEH;

— o0OxanmoBaTh TMpHUKa3el W pacnopsokeHus aamuHucTpanuu Cypl'Y B ycTaHOBIEHHOM
3aKOHOJATENIbCTBE MOPSJIKE;

— TpeboBaTh OT PYKOBOJCTBA YHHBEpPCUTETA OKa3aHUSI COJEHCTBUSA B HCIOJHEHUU UM €ro
JOJKHOCTHBIX 0053aHHOCTEN U TIPaB;

—  TOBBIIATH KBATH(PUKALIUIO B COOTBETCTBUH ¢ TpynoBbIM KojiekcoM PD.

3.5. VYkazanus nHavanpHuka OTaena Mo BOMpocaMm, OTHOCAIIUMCS K pacnopsbkeHusMm Otnena,
ABIIAIOTCSL  OOs3aTENbHBIMU i  PYKOBOJAUTENEW U pabOTHUKOB BCEX CTPYKTYPHBIX
nojipa3fielieHuii YHHUBEPCUTETa, MOTYT OBbITh OTMEHEHBI TOJBKO PEKTOPOM, MPOPEKTOPOM IIO
O0e3omacHOCTH W WH(MOpPMATH3AIMM W HAYAIBHUKOM YTPaBJICHHUS TIO OE30MacHOCTH H
uH(pOpMaTHU3AIIH.

4, OTBeTCTBEHHOCTH

4.1. Otnen U ero HayajJbHUK HECYT OTBETCTBEHHOCTh 3a HEHAJUIEXKAalllee U HECBOEBPEMEHHOE
BbImosiHeHue OTenom GyHKIUH, MpeayCMOTPEHHBIX HacTosIHM [lomoxxeHuem.

4.2. Ha nauanpauka OT/ena Bo3iaraercs mepcoHaibHasi OTBETCTBEHHOCTb 3a:

— opranu3zaiuio aesareabHocTd OTena Mo BRIMOJHEHUIO BO3JIOKEHHBIX Ha HETO 3a]1a4;

— opraHuzanuioo B Otnene onepaTMBHOM M KAYECTBEHHOW TMOJTOTOBKM HCIIOJHEHUS
JOKYMEHTOB, BEJEHHUE JACJIONPOU3BOJCTBA B COOTBETCTBUM C JCHCTBYIOIIMMH IMpaBUIaMU U
WHCTPYKIUSIMU;

— coOmronenne pabotHukamu OTaena TPyAOBOM JUCHUIUIMHBI, TPAaBUJI BHYTPEHHETO
TPYZIOBOTO PaCHOPSIAKA;

— moabop U pacCTaHOBKY paboTHUKOB OT/ena;

— obecredeHne COXpaHHOCTH UMYIIECTBA, HAXOIAIIETOCs B TI0JIb30BaHUU paOOoTHHKOB OTena.
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43. OTBeTCTBEHHOCTh paboTHWMKOB OTaena yCTaHABIMBACTCA WX  JOJHKHOCTHBIMHU
WHCTPYKIIUSIMH, [IpaBusiaMu  BHYTPEHHEro  TPYJIOBOTO  pacmlopsjiKa, JENCTBYIOIIUM

aJIMHHUCTPATUBHBIM, YTOJOBHBIM, TPAXKIAHCKIM 3aKOHOIaTEIIHCTBOM.
5. B3auMoOOTHOIIIEHHE W CBSI3U MOJAPa3aeIeHUsIMH

5.1. Jlnsa nocTwKeHus MOCTaBICHHOW Lienu M pemieHus 3agad OTaen B3auMOJEHCTBYET C
PYKOBOJICTBOM, OOIIECTBEHHBIMH OpraHaMH YIPaBICHHsI, HHCTUTYTaMH, KadeapaMu U JApyruMu

CTPYKTYPHBIMU MOJIpa3/CICHUIMHA Y HUBEPCUTETA!

HaumeHoBaHue
nojapasaejeHus u/wim Hony4yenue IIpenocraBienne
JA0JIKHOCTHOIO JINLA
IIpopekTop no — yKa3aHwus; — TIUIaHbl ¥ 0TYETHI 0 padoTe OTnena;
0e30macHOCTH 1 — PpacnopsKeHHSA — wuHas nHQOpMAaIHs B COOTBETCTBUH C

nHGOPMATH3AIUI

3aIPOCOM, PACIIOPSHKEHHEM U YKa3aHHUEM.

Hauanenuk YnpasneHus
1o 6e30IacHOCTH U
MHQOpMaTH3AINN

— TpenoKeHus Io IIaHy padoThI
Otnena;

— yKa3aHus;

— pacnopsuKeHUs

— MPEIIOKEHU 110 YIy4IICHUIO
nesrenbHocTy OTHena;

— TIUIaHbBI U 0TYETHI paboThl OT/ena;

— wuHas uHGOpMAIHS B COOTBETCTBUU C
3aIpOCOM, PACTIOPSDKEHUEM M YKa3aHHUEM.

Bce noapaszaenenus
YHuBepcurera

— 3asBKH, [TOJIaHHBIC Y€PE3 CHCTEMY
«ABTOMATH3MPOBAHHAS CUCTEMA
TpueMa 3asBOK»;

— CIy>)kKeOHBIE 3aITUCKH Yepe3
mqucnerdepekyto OTnena.

— CIy)XeOHBIE 3aITUCKHU Yepe3
nucrneryepekyo Otnaena;

— CHCTEMa 3JIEKTPOHHOTO
JIOKyMeHT0000poTa (ABTOMATHU3UPOBAHHAS
cHCTEMa NpHeMa 3asiBOK).

Otnen kaapoB

— (OpMBI JOKYMEHTOB JAJIs
3aI10JTHEHUSI.

— rpaduKy OYEepEHBIX OTITYCKOB
pabOTHHKOB;

— Tabeib yuéra paboyero BpeMeHH;

— CITy)KeOHbIC 3aIHCKU O TPUMEHEHHUH K
pabOTHHUKAM OT/eja TOOIIPEHHIA, O
MPUBJICYEHUN pAaOOTHUKOB OTJeNa K
JMCIUIUIMHAPHOW OTBETCTBEHHOCTH

AJIMUHUCTPaTUBHBIM
oTIeNn

— KOIIMM HOPMATHBHBIX U
OpraHU3alMOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB B COOTBETCTBHHU CO
CITUCKOM PacChUIKH;

— 3apoCHl O MPEIOCTABICHUN
MH(POPMALUH [0 OPYUYECHHUSIM
PYKOBOJCTBA;

— TI0YTOBas KOPPECTIOHACHIINS

— MPOEKThI NUCEM, OPraHU3aMOHHO-
pacnopsAIUTENbHBIX JOKYMEHTOB;

— [OYTOBAasI KOPPECHOHACHIUS ISl
OTITPaBKHU

Oten MeHeKMEHTA
KadecTBa

— IPOCKTHI JOKYMEHTOB I10 Ka4€CTBY,
— 3ajBKH, [TOJJAHHBIC YepPe3 CUCTEMY
((ABTOMaTI/BI/IpOBaHHaH cucremMma
npueMa 3asBOK»;

— ciyXeOHbIE 3aM1CKHU Yepes
qucneryepekyro OTnena.

— IPOEKThI JOKYMEHTOB;
— OTYETHI
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