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1. OBIIUE IMOJIOKEHUSI

1.1. OO6mm#t ormen (manee — Otaen) sSBISETCS CaMOCTOSATENBHBIM  CTPYKTYPHBIM
noxgpasneneuneM Kys3['TVY. Hactosimee mnonoxesue peryndpyer aesrtenbHocTs Otnena,
ompejieNsieT ero 3ajaud, QyHKIUH, NpaBa U 00s3aHHOCTU PAOOTHUKOB, MOPSAJIOK OpPraHU3AIHH
pabotel, peopraHmzamuu u Jmksupanuu Otpema. Otmen co3maH € NENBIO  OpraHU3ALHH,
METOJMYECKOr0 PYKOBOJCTBA, KOODAMHALMU, KOHTPOJSL M COBEPIIEHCTBOBAHUS pabOTHI IO
NOKYMEHTAlMOHHOMY obecnieuenuto ynpasiaeHus Ky3I'TY u ero cTpykTypHBIX OAPa3aeICHHIA.

1.2. Hacrosiiee noJjioyKeHue yCTaHaBJIMBAECT:

- ¢JIMHYIO CHCTEMY JEJIONPOU3BOJICTBA B BY3€;

- KOHTpPOJIb 3a UCIOJIHEHHWEM PpACIOpsKEHHH W IPHKa30B PEKTOpa, IPOPEKTOPOB
HCITIOJTHEHHEM L[OK}'MCHTOB;

- KOOpJAWHAIUIO H KOHTPOJIL OpraHu3aludd JICJIONPOH3BOJICTBA B CTPYKTYPHBIX
nojpazaenenusx Ky3s['TY B cOOTBETCTBHH C 3aKOHOAATEIHBIMA U HOPMATHBHBIMH IPABOBBIMH
axkramu Poccuiickoli @eznepanu 10 AeJ0NPOU3BOACTBY U apXUBHOMY JIeILy.

- o0y4eHHe Opranusalum Je10IpPOU3BO/ICTBA.

1.3. B cBoei fesTenbHOCTH OOLIHH OT/IeN IOJDKEH PYKOBOJICTBOBATHCSI:

- benepanpapiMu 3aKoHaMu Poccuniickoit enepanum;

- ykazamu ¥ pacnopsbrenusamu [Ipesunenta Poccuiickoi Menepanuu;

- IOCTaHOBJICHUAMH U pacriopsbkeHusaMH [TpaButenscTBa Poceniickoi @enepanun;

- 3akoHamu Kemeposckoii obnacT;

- JIeUCTBYIOUIMMHM HOPMATHBHBIMH, METOIMYECKHMMH JOKyMEHTaMH B o0yacTu
JIOKYMEHTAIlHOHHOT0 00ECIeYeHHsl YIIPaBIIeHH s, eJIONPON3BOICTBA, apXUBHOTO JIEIa;

- HHCTpYKIMeEH 1o genonpou3soacty KysI'TVY;

- uHcTpykuus «Pa3pabGorka, odopmileHHe, BBIava, pEBU3HS U aApPXUBHPOBaHHE
JOKYMEHTOB CHCTEMBI MEHE/KMEHTA KaueCTBay.

- nosoxenue o6 apxuse Kys['TVY.

- HacrosiuM [lonoskenuem.

1.4. Otzxen Bo3riapiseT HayabHUK Ob1mero otena (fnainee — pyKOBOAUTENB), IPUHUMAEMBIH
Ha YKa3aHHYIO JOJDKHOCTH Inpukasom pekropa Ky3['TY no mpencraBieHuro nmpopekropa Io

ST e PV e YRS
1,5, Obuee pyKOBOACTBO, AEATESILHOCTRIQ 9OJeTo OTjeNia B BY3€ OCYLIECTBISET IPOPEKTOP 110
o B o S STRISTNE

CTpaTu 0Te -_DpYy. ¢JIb_armapara. YKTYpPY, YHCIIEHHOCThH M INTaTHOE
pacrycaHue, W3MEHEHHE B CTPYKTYpe M INTaTHOM DIy Or. ggﬁf’m K198,
Ky3['TY, no npexacraBieHHIO MHPOPEKTOpa IO aAMHHH U —paboTe — PYKOBOIAUTCAT

anmapara, ¢ COrJIacOBaHHEM 3aM. PeKTopa 1o (uHaHCaM, HAJIOTOBOMY M OYXTalTepCKOMY Y4YerTy.

1.6. HenocpeacTBeHHOE PYKOBOJCTBO JEATEILHOCTBIO OOIEro oTAesna B By3e BO3JIaraercs Ha
naganpHuka Otnena. JlokHocTHBIE oOs3aHHOCTH paboTtHukoB OTxena, ycluoBHS HX Tpyda
OINPEIENIAIOTCS TPYAOBBIME JOTOBOPAMH, 3aKIIFOUAEMBIMH C KaXJbpIM paboTHHKOM, IIpaBunamu
BHyTpeHHero pacnopsaka Kys['TY u uHBIMM JIOKaJbHBIMH HOPMATHBHBIMH aKTaMH, a TaKKe
JIOJGKHOCTHBIMHM MHCTPYKIHAMUA paﬁomnw. ) gg{fgjnﬂc Ww&'g{ws
Otpena yTBEPIKAAIOTCS IIPOPEKTOPOM IO HCTP oTe — py JHFTENIEM armapara—|
110 TpeCTaBIeHHIO HavaibHuKa OTena.

1.7. Coneprxanue ciy)KeOHBIX JOKYMEHTOB HE IOICKUT PasrilallieHHIo.
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C HuMH MOryT OBITh O3HAKOMICHBI TOJBKO JIMIA, MMEIONIHE HEIOCPEICTBEHHOE
OTHOIICHHWE K WCIOJHEHHMIO OJTHX JIOKYMEHTOB. O3HAaKOMIIEHHWE JIPYrMX JIMI, a TaKXKe
OmyOIHKOBaHHE B N€YATH MOKYMEHTAIbHBIX MAaTEPHAJOB JOIYCKAETCS TONBKO C Pa3peIleHHs
peKTopa By3a.

1.8. Hacrosmee momnoxenne nmpuMensetcs Bo Beex mnonpasienenusx Kys['TY. Ilpasuna u
HOPAZOK paboThI ¢ JIOKYMEHTaMH, YCTAaHOBJICHHBIE HACTOSIIMM ITOJIOMKEHHEM 00S3aTeNbHE IS
ucronHenus Bcemu corpyanukamu Kys['TVY. Bee cotpyiHuky OTBETCTBEHHBI, B Ipe/ieNiax CBOEH
KOMIICTCHIIMH, yCTAHOBICHHOM JOJUKHOCTHBIMH MHCTPYKLHMSMH, 3a BBINOJHEHHE TpeGOBaHH
HACTOSIIEr0  IOJIOKECHMS, COXPAHHOCTH  CHY)KEOHBIX JOKYMEHTOB M  HepasIyalllcHHe
coleprKaleicst B HUX HHGpOpMaIluu.

1.9. B crpykrypy Otnmena BKIIOYEHBI: HAYaIbHUK, 3, %q JBHAK, ) _ ey

3aB.apDXHUBOM, IIOMOLIHHKH IIPOPEKTOPOB: II0 AAMHHUCTDAT! - -

amapara, 1o y4ebHo# pabore, 10 Hay4YHO-HHHOBAMOHHOM pa60Te O

HOMOHIHUKa HpesuaeHTa-KysFIY, NOMOIHUKH PyKOBOIMTENIECH OTAEIOB AYH
1.10. Otnen moxeT OBITH J'IHKBHII;HpOBaH HITH peopraHH3OBaH l'IpHK&30M pexropa Ky3I'TVY no

IPEJCTABICHUIO IIPOPEKTOPA 110 3IMH S A

b0y 27

2. HEJIb X1 3ATIAYHA

2.1. Hacrosmee IlonoxkeHue OIpenensieT OCHOBBI I[PABOBOTO cTaTyca OOIIEro orjena

KysI'TY. Lems Otaena — obecnedenne 5pGEeKTHBHOrO JOKyMEHTOO60POTa BCeX MPOLECCOB B
Kys['TV.

2.2. 3apauu Otpena:
2.2.1. Opranusanusi, BEJCHHE M COBEPIICHCTBOBAHWE JOKYMEHTALMOHHOIO 00eCIIeueHus
YIpaBJieHuUs Y HUBEPCUTETOM; PYKOBOJICTBO IPOLIECCOM JIeNI0Npou3BoacTBa B Ky3['TV.

2.2.2. KoopmuHamyst ¥ KOHTPOJb  BEJCHHS  JEJONPOM3BOJCTBA B  CTPYKTYPHBIX
nonpaszenenusx KysI'TY B cOOTBETCTBHM ¢ 3aKOHOJATENEHBIMH M HOPMATHBHBIMU IIPABOBBLIMU
akramu Pocculickoi Denepaluy o JeI0NPOU3BOACTBY U apXHBHOMY JIENY.

2.2.3. KoHTpoms MCMONHEHHs BXOMILINX JOKYMEHTOB, IPHKA30B U PACTOPSKEHUH peKTopa
Kys['TY, npopekTopoB, 000OIeHHEe CBeNEHHH O XOfE W pE3yJbTAaTaX MCIONHEHHUS,
CHCTEMAaTH4YeCKOe MH(POPMUPOBAHUE PYKOBOJCTBA IT0 3THM BOIIPOCAM.

2.2.4. YrmopsnoyeHHe COCTaBa YNPABICHYECKUX JOKYMEHTOB W yHHHKauus uX (opM B
LCJIAX COKpALCHUS KOJHMYECTBA JOKYMEHTOB M YCTAHOBJIEHHsA HX enuHooOpasus B Kys['TV.
PaspaboTka u npoekTHpOBaHUE OJIAHKOB JOKYMEHTOB.

2.2.5. OcymmecTBIeHHE KOHTPOJIS 32 MPABUIBHBIM O0GOpMIEHHEM JOKYMEHTOB.

2.2.6.0pranmau1m OGYHCHHEI H METOJHYECKOI'0 COITPOBOMKACHUSA NTOKYMEHTOB YHUBEPCHUTETA.

2.2.7. OOGecneuenne orOopa, ydera W COXPAHHOCTH IOKYMEHTOB, OOpPasylomuxcs B
nesrensHocTH Kys3I'TVY, nx apxuBHOe XpaHeHwHe.

2.2.8. Obecneyenye COXPAHHOCTH U HUCIONIB30BaHUS repOoBON nevaty u mrammnos Kys['TVY.
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2.2.9. ObecrieueHre COXPAHHOCTH M HCIONH30BaHHS OJAHKOB C BOCIPOM3BEICHHEM
rocynapctBenHoro repba Poccuiickoii denepanuy.

2.2.10. Opranu3amys J0CTaBKH, IOJIYYEHHs U OTIPABKU KOPPECIIOHACHIIHH.
3. OYHKI[AU

B COOTBETCTBUM ¢ BO3JIOKEHHBIMH 3amadamu  OTaen OCyIIECTBISET CIEAYIOIIHE
GyHKIUU:

3.1.IlpunrMaeT Mepsl 0 ONTHMHU3AIMHU JIOKYMEHTO000POTa B YHHBEPCHTETE.

3.2. Perynupyer X0/ UCTIOJIHEHHUS JOKYMEHTOB, KOHTPOJIb POXOXKICHHUS, OPOPMICHHUS.

3.3. OcymiecTBiIS€T KOHTPOJb HCIONHEHHS NpPUKa30B U pacnopspkeHuil pexropa Kys['TY,
IPOPEKTOPOB. _

3.4. OGoOmiaeT CBEACHHS O XOA€ H pe3yJbTaTaX HCIOJHEHHS JOKYMEHTOB H IIPHKa30B
peKTOpa, CHCTEeMATHYeCKH HH(GOPMHpYET  PYKOBOJACTBO IO  BOIPOCaM  COCTOSIHHS
UCIIOJIHUTEIBCKOM AUCIUILIHHEL

3.5. XpaHurT [ONIHHHMKH IIpUKa3oB, pacnopsokenmit Kys['TVY, ofecrieunBaer ux
CBOEBPEMEHHYIO PacChUIKY H O3HAKOMIIEHHE C HHMH.

3.6. OcymecTBasieT 3KCIEAUIHOHHYI0 00paboTKy, IpHEM, PErHCTpalHio, Y4€T, XPaHCHHE,
JIOCTABKy M PACCHUIKY KOPPECIIOH/IEHIIMHA (BXOAAMICH, HCXOAALIEH), B TOM YHCIIE IEPeJaHHOM 10
CHeLHAIBLHBIM CPEICTBAM CBS3H.

3.7. OO6ecreuuBaeT COOTBETCTBYIOIIMN PpEeXHUM J0CTyna K OyMaXHBIM  JTOKyMEHTaM
KysI'TY, ¢bopmupyembiv 1 xpansimumMcs B OTzene (apXuBe), ¢ HCIONb30BaHHEeM HH(OpMaLuH,
coJIepIKalIChcs B HUX.

3.8. OcymecTBiseT METOAMYECKOE DPYKOBOICTBO, OOyU€HHE W KOHTPOJIb OpraHu3aluy
JIETIONIPOU3BOACTBA B CTPYKTYPHBIX noapasenenusx Kys['TV.

3.9. OcymecTBiseT KOHTPOJb 3a NPAaBHIBHBEIM OQOPMJICHHEM M BEACHHEM Jel B
crpykTypHbIxX noapaszeneHusx Ky3['TY u moaroroBki JOKYMEHTOB K c/lade B apXHB.

3.10. Opranmsyer paGoTy 1O MpHEMY MHCHMEHHBIX OOpaIeHuH (IpeIoKeHu, 3asBIeHIH,
’ay00) rpakJaH, MPOXOMAIINX Yepe3 OO oTaer.

3.11. OcyiecTBISeT BBIAAYy apXUBHBIX CIPAaBOK M 3aBEPKy AOKYMEHTOB B yCTaHOBJICHHOM
HOPSIJIKE.

3.12. 3aBepsier noanucu paboraukos Kys3['TV Ha noKyMeHTaX, OTHOCAIIMXCA K A€ATEILHOCTH
VHUBEPCHUTETA.

3.13. Ocymecrsiser paboTy IO HCIONB30BAHUIO, XPAHCHHIO, H3TOTOBJICHHUIO, yYeTy H
YHHYTOXKEHHUIO rep6oBoii mevary ¥ mrammos Kys['TY.

3.14. OcymectBisieT paGoTy 1O COCTABICHUIO CBOJHOM HoMenKatTypsl Aei Kys['TY.

3.15. CoracoBBIBAET HOMEHKIATYPY JeJl CTPYKTYpHBIX moxpasaenenuit Kys['TY .

3.16. Opranusyer mnoarotoBky nokymentoB Kys['TY k mepenade Ha rocyiapcTBEHHOE
apXHBHOE XpaHECHHE.

3.17. OcymiecTBIsET y4eT U XpaHeHHe NOKYMEHTOB CTPYKTYpHBIX moxpasaenenuit Kys['TV,
nepeaHHbIX Ha apXUBHOC XpaHCHHE.

3.18. OcyecTBiIseT y4eT U XpaHeHHe MOJIOKEHUI O CTPYKTYPHBIX TIOPa3/ICICHHUSX KysI['TY,
PETJIAMEHTOB M MHBIX JIOKIBHBIX HOpMATHBHBIX akToB Kys['TV.

3.19. OcymecTisieT ydYeT M XpaHeHHe IOKyMeHToB, Gopmupyommxcs B Otmene B
COOTBETCTBHY ¢ HOMeHKIaTypoi gen Kys['TY.

3.20. BsaumopeiictBue Otnena ¢ JApyrdMH CTPYKTypHBIMH mozpaszaeneHusmu Kys['TVY
ompesieNseTcs 3aa4aMi ¥ (YHKIWMSAMH, BO3JIOXKCHHBIMM Ha Hero HactosimmM Ilonoxenuem.
OT/eN B3aUMOJICHCTBYET CO BCEMH CTPYKTYpHBIME nojpasnencuusmu Kys['TY mo Bompocam
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BeJICHHS IEJIONPOU3BO/ICTBA M APXMBHOTO JIENIa, 8 TAKKe 1O PEIICHHIO BOIIPOCOB, HAXOISIIUXCS
B KOMIIETEHIMHA CTPYKTYPHBIX OJPAa3/IeNeHUH.

4. IPABA

[TpaBa obmero oTaena:

4.1. OcyuIecTBJATh HPOBEPKY OpraHu3alud M BEACHHA JICJIONIPOM3BOJICTBA B
CTPYKTYPHBIX IOJIpa3JeICHUAX Kys['TY, IOK/Ia/BIBaTh O pe3yIbTarax IpoBEepOK MPOPEKTOPY (e
aJIMMHACTPATHBHON paboTe — PYKOBOMMUTENIO ammapara H MPUHAMATH MEPBI 10 YCTPAHCHHUIO
BBISBJICHHBIX HApYIICHHH.

4.2. BHOCHTH IPOPEKTOPY IIO aIMAHUCTPATHBHON paboTe — PYKOBOAMTEIIO arrapara
TIPE/IOKEHHS O COBEPIICHCTBOBAHUU ACATETHHOCTH Otpena.

4.3. Bosppamarh HCIOJHUTEIIM Ha J0paboTKy JAOKYMEHTEI, oopMIICHHBIE €
HapylleHvem TpeOoBaHMI HOPMAaTHBHO-TIPABOBBIX AKTOB, METOJMYECKHX PEKOMEHJAIui B
0671aCcTH HOKYMEHTALHOHHOTO 00eCTIeUeHH s yIPABIICHHUSL, JIEJIONPOU3BOICTRA, APXHBHOTO JI€1a.

4.4. Tlopsumars ypoBeHb KBalMuKaui PaOOTHHKOB OTAEIA HA CEMMHApax, M MHBIX
dopmax oOydeHus.

4.5. TTonp30BaThCs KOMITBIOTEPHOM, MHOHUTEILHOM ¥ HHOM TeXHHUKOH, CPeICTBAMH CBA3H,
A TaKKe MHHIMA MaTepUAIbHBIMH DPECypcami, MMEIOIHMUCT B KysI'TY, HEOOXOAUMBIMHU JULA
obecnieuenus nesrensHocTH OT/EIA.

5. OTBETCTBEHHOCTDb

5.1. OTBETCTBEHHOCTb 33 HEHAJIEKAlIEe ¥ HECBOCBPEMEHHOE BBINOIHCHHC OTAEIIOM
yHKIMif, IPelyCMOTPEHHBIX HACTOSIIMM TOJIOKEHHEM, HECCT HavaJIbHUK OT/ela.

5.2. [IlepcoHajipHas OTBETCTBEHHOCTh  HAYAIbLHHUKA u  paboTHUKOB  OTJENA
YCTAHAB/IMBAETCA UX JIOJDKHOCTHBIMY HHCTPYKIHAMH.
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6. BHECEHUE U3MEHEHUM
BHecenne wu3MeHEHHH B HaCTOAINEE ITIOJOKCHHE TIIPOM3BOAMTCA B COOTBETCTBHH C
HHCTpyKumed «Pa3zpaboTka, o(pOpMIIeHHEe, XpaHEHHe, Bblaya, PEBH3HS H apXHBHPOBAHHE
nokymentoB CMK» KysI'TY Hm 48-01.
JIUCT PETHCTPALINH H3MEHEHHﬁ, HOHOﬂHEHﬂﬁ 1 PEBU3UI JOKYMEHTA
No Jara BHeceHus
HSMC-HC- u3MeHenud, 1o- | Homepa HIudp KpaTtkoe conepixanue ®©.H1.0,
o MOJIHEHHUS W TIPO- | JIHCTOR HOKYMEHTa | H3MEHEHHs, OTMETKA O PEeBHU3HH TIOITHCH
BEJICHHSA PEBU3HH
1 2 3 4
o/ |BwAer3 | 3 \Ulok-at f’a’ wt ofy WN g{&zz&zxzﬂﬁi'f /"
4 |phwaon | Y ///701/2-0 2 WW
o ki B s
3 |00k Kad | 1 |(eno //6 0| Bligenouputinacet | plarseod
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8. COTJIACOBAHUE
JIMCT COT'JIACOBAHMUSI
®.1.0. Ioapasnenenne Hoxnocts Hara Hoanuce
I[Ipopextop 1o /
aJIMUHHCTPATHBHOH
XKuranosa U.A. Pexropar pa6ore — 7.0.07.1¢
PYKOBOJIUTEE %
anmapara !
3am. pektopa o /
(unancam, i
3anoposkuslii B.B. Pextopar HaJIOTOBOMY U ﬁ@w {3 // 7‘
Oyxranrepckomy /1
yaery
Ilateko JI.B. OCMK Hosamamk (P04 ¢ %?ﬁ’
IIpaBoBoe 9| <4
I'ped A.A. VithaRTeHHe Havansnauk 0% 0Y. {5 J/Z {iefl.
—t
9. PACCBLIKA
JIUCT PACCBLIKH
Iﬁi Ioapasnenenne Hoxnocrs ®.1.0. IK3,
1 OCMK HaYaJIbHUK J.B. lllatpko 1
2 00 HavaJIbHUK H.H. Eropoga 1
HoxymenT KysI'TY Wn 01/2-02 Beinyck 2
i cTp. 8 u3 8
DKk3eMmIsp Hara 1810 1%




		2023-07-18T09:23:06+0700




