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MWHUCTEPCTBO HayKy U BbICLLEr0 06pa3oBaHNs Poccuiickoii Peaepauym
jtsS X f/ defepanbHOE  roCyAapcTBEHHOE OHOMKETHOE 006pa30BaTe/IbHOE Y4YPeXAEeHWE BbICLLUEro
J

06paszoBaHua «YenabuHCKUA rocyfapcTBeHHbId yHUBepeuTeT» (PIrBOY BO «Yenl'Y»)

MonoxeHue 06 OTAeNe LOKYMEHTALIMOHHOTO 0GECMIEUeHUs YTIPaB/eHNs!

Bepcus fokymeHTa -1 cTp. 2 u3 13 MepBbIii aK3emMnAsAp KOMWA Ne

l. OBLME MONOXEHUA

El. Hactoswee TlonoxeHne 06 oTAene  [OKYMEHTaLMOHHOIO
obecrneyeHuns ynpasneHus (ganee - MosoXKeHWe) COCTaB/EHO B COOTBETCTBUN C
VHCTpYKUMEN O Mopsiake COCTaB/IEHWSA, COrlacoBaHUs U YTBEPXKAEHWS
[MonoxeHnss 0 CTPYKTypHOM nojpasgeneHun droOY BlO  «YenEY»,
YTBEPXAEHHON MpuKazom pektopa ot 27/10.2014 Ne 801-1; WHCTpyKumein o
nopagke  co3fjaHud,  peopraHusaumm U JIMKBUAAUUW  CTPYKTYPHOIO
nogpasgeneHns ®EBOY BINO «YenEY», yTBepXAEHHOW MpPUKa3oM peKkTopa
11.09.2012 Ne 339-1.

1.2. OTaen [OKYMEHTaLMOHHOrO obecrieyeHus ynpasneHus (panee -

o0y, oTaen) (heaepanbHOro rocyaapCTBEHHOI0 BHO/PKETHOTO
00pa30BaTENIbHOTO  YUPEXJeHUs1  BbICLUEro 06pa3oBaHust  «YensibUHCKWiA
rOCy/lapCTBEHHbIA  yHMBEpCUTET»  (danee - UYenEY, yHMBepCUTET) B

cooTtBeTcTBUM € YcTaBom PEBEQOY BO «YenEY» co3faértca, peopraHusyetca u
NIMKBNAMPYETCA NPUKa3oM PeKTopa YHUBEPCUTETA.

1.3. B cBoelt pgeatenbHOCTU coTpyaHukn OLOY pyKoBOACTBYHOTCS
3aKoHogaTensCTBOM  Poccuiickoin  Pefepaunn,  HOPMATMBHBIMU  aKTaMu
MwuHo6pHaykn Poccumn, Yctasom PEBOY BO «YenEY» u [Mpasunamu
BHYTpeHHero Tpygosoro pacnopsagka ®reOY BO «UenEY», HOpMaTMBHbLIMU
[JOKYMEeHTaMW,  pernaMeHTUpyroLWnmMn  opraHnsaumio  [enonpou3BoACTBa,
HacToALNUM [MonoxkeHuem, NTOKaJ/1IbHbIMU HOpPMaTUBHbLIMU aKTamu,
AOMKHOCTHBIMU MHCTPYKUMAMM PabOTHUKOB MoApasaeneHus.

14. OQ0Y B cBoeil paboTe WCMNOMb3YET CnefylollMe neyatmn W
LUTaMnNbI:

14.1. Meyatb @®EBOY BO «YenEY» ¢  u1300pakeHNeM
EocynapcTBeHHOro Eepba Poccuiickoin defepaumm (repbosas neyarb).

1.4.2. Kpyrnas neyatb c HanMeHoBaHNeM «QOTpen
[IOKYMEHTALNOHHOr0 06ecrneyeHns ynpasneHns» 1 opuumnanbHON CUMBOIMKO
YHUMBepCUTETA.

14.3. Kpyrnaa neyatb C  HauMmeHOoBaHMeM  «®efepasibHOe
rocyfapcTBeHHoe OHOPKeTHOe 06pa3oBaTeNbHOE — YUpeXxAeHWe  BbICLUEro
06pasoBaHusA «YensbMHCKMIA rocyAapCTBEHHbIN YHUBEPCUTET» U OPULMaIbHON
CUMBOJIMKOW YHMBEPCUTETA.

1.4.4. Kpyrnaa neyatb C  HaMMeHOBaHVEM «ApXUB» I
o(hMLMaNbHON CUMBOMKOW YHUBEPCUTETA.
1.4.5. LLitamnbl, HeobxoAuMMble A9 paboTbl C  AOKYMEHTamu,

MOCTAHOBKM WX HA KOHTPOSb, OTMPABKW WCXOAALLEl KOPPECMoHAeHUMM, a
TaKKe (hakcMMUe pekTopa, NPOPEKTOPOB, 3aMeCTUTENE NMPOPEKTOPOB.

© OIb0Y BO «Yenl'Y»



MWHNCTEPCTBO HayKw 1 BbiCLIero 06pa3oBaHua Poccuiickoii PegepaLim
jgssS Xt/ defiepasibHOE  TOCYAapCTBEHHOE OHOMKETHOE 06pa3oBaTeNlbHOe YUpeXXeHWe BbICLLEro
06pa3oBaHmMs «YensouHCKMIA rocyfapCTBEHHbIN YHUBepcnTeT» (PFEOY BO «YenlY»)

MonoxeHue 06 0TAeNe AOKYMEHTALMOHHOTO 0GECNEUeHNs YIPaB/eHUs

Bepcusa gokymeHTa -1 cTp. 3 u3 13 MepBbliii 3k3eMnIAp KOTMNA Ne

1.5. PykoBoacTeo OJOY OCYLLECTBNSET Havya/lbHUK OTAeNa, KOTOPbIM
Ha3Ha4yaeTCs M 0CBOOOXKAAETCA OT AO/MKHOCTU MPUKA30oM pekTopa. TpeboBaHus
K KBa/mmKaumm HadanbHuka OJOY: BbiCcllee 06pa3oBaHVE MO O4HOMY M3
HanpaefneHnin  «loCyfapCTBEHHOE M MYHMUMNAIbHOE  YMpaB/ieHMe»,
«MeHeMKMEHT», «YNpaBfeHNe MepcoHaIoM» U CTaK PaboTbl He MeHee 3 NeT
WK BbiCLLIEE 06pa30oBaHWe 1 A0MOHUTENBbHOE NPodiecCnoHanbHoe 06pasoBaHune
B 06/aCT TOCYfapCTBEHHOrO W  MYHUUMMA/IbHOTO  YrMpaBfieHns, inbo
MeHEePKMEHTA N 3KOHOMUKMN U CTaX paboTbl He MeHee 3 JieT.

1.6. HavanbHUK oTAena JOKYMeHTaLMOHHOIo obecrneyeHns ynpasieHuns
MOAYMHSAETCA PEKTOPY YHUBEpPCUTETA.

1.7. B O40Y BXxoguT CTPYKTYpHOE noApasfeneHne -  apxuB.,
BO3r/1aB/IIeMOe 3aBeAYOLLMM apXMBOM.

1.7.1. TpeboBaHMs K KBa/M(hMKaLMN 3aBEAYHOLLEr0 apXMBOM: BbICLLEE
0bpa3oBaHMe MO Hampas/IEHUIO MOArOTOBKMU (CrieymansHOCTN)  «MICTOprKO-
apxunBoBeaeHue», «[lOKYMeHTOBeeHMe W [OKYMeHTaLMOHHOe o0becneveHune
ynpasneHns», «[loKymMeHTOBeAeHNe U apXMBOBeLEHUE», «/CTopusa» U CTax
paboTbl Ha PYKOBOAALWMX [LO/MKHOCTAX MO Hamnpas/feHUHO MPOMeCCUOHaIbHOM
[eATeNIbHOCTU MpU KBaiM(MKaumMm (CTENEHN) «MarnucTp» W «CreunaincT» -
He MeHee 5 NeT, nNpu KBasmpmKaummn (CteneHn) «bakanasp» - He MeHee 6 feT,
NPy HaIMYUX YYEHON CTEneHW - He MeHee 3 fieT 60 AONONHUTENbHOE
npoeccnoHasibHOe 06pa3oBaHKe MO Harpa./EHUAM MOATOTOBKM  UCTOPUKO-
apXvnBOBeAeHNs, [OKYMEHTOBeJeHUs W [OKYMEHTAUMOHHOro obecneyeHus
yrnpaBneHus, [LOKYMEHTOBEAEHUS W apXUBOBELEHWA W CTaX paboTbl Ha
PYKOBOAALMX  [JO/MKHOCTAX MO HanpasfeHW  MPOecCUOHaIbHOM
[eATeNbHOCTN NPU KBanudukaumm (CTeneHn) «mMarmucTp» M «CreumannucT» - He
MeHee 6 N1eT, Npu KBanMurKaumm (CTeneHn) «bakanasp» - He MeHee 7 fieT.

1.7.2. CoTpyAHUKM apxmBa B CBOer paboTe TakXe PYKOBOACTBYHITCH
MonoxeHnem 06 apxmee @PIrbOY BO «YenlY», cornacoBaHHbIM C
focynapCTBEHHbIM yupexaeHnem «OO0beAUHEHHbIA rOCYAapCTBEHHbIA apXuB
YensabuHckom 0bnactm».

1.8. HammeHoBaHMe Ao/mKHocTen paboTHMKoB OLOY, KONM4ecTBo
CTaBOK YCTaHaB/MMBaeTCA LUTATHbIM  pacrnucaHuem, YTBepXXAaembiM B
YCTaHOB/IEHHOM MOPSAKE PEKTOPOM YHUBEpPCUTETA.

19. PabotHukm  OLOY  NpUHUMAKOTCH  Ha  [JO/DKHOCTM U
OCBOOOX/JAKOTCA OT 3aHUMaeMbIX [O/HKHOCTE MPUKA30M PeKTopa B MOPSAKe,
YCTaHOB/IEHHOM TPY/0BbIM 3aKOHOATe/Ib,CTBOM.



MWHNCTEPCTBO Hayku 1 BbicLIero obpasoBaHus Poccuiickoii PegepaLim
jgasSall PefiepaibHOE  TOCY[APCTBEHHOE  OHOAKETHOE 00pa3oBaTe/lbHOE  yupexK[eHne BbICLLEro
06pa3oBaHmMs «HensbuMHCKMIA rocyfapCTBEHHbIN YHUBEpcuTET» (PIFBEOY BO «Yenl'Y»)

MonoxeHwve 06 oTaene AOKYMEHTALUMOHHOIO obecneyeHus ynpasnieHnA

Bepcus fokymeHTa - 1 cTp. 4 u3s 13 MepBblii ak3emnsap 1 KOTMNA Ne

. 3AA0AYN N1 OCHOBHbIE HATIPAB/IEHUA
OEATE/IBHOCTU O40Y

OcHoBHbIe 3aga4m paboTbl OAOY CcBOAATCA K CNeyHLMM acreKTam:

2.1. OpraHusaums 1 ConpoBOXAeHME AOKYMEHTaLMOHHOIO 0becrneyeHus
aeatenbHocT YenlY Mo OCHOBHbIM Hampas/ieHUsAIM pPaboTbl, YCTaHOB/IEHWE
eIMHOro nopsaKa paboTbl C JOKYMEHTAMUN B YHUBEPCUTETE.

2.2. [lOKyMeHTaunoHHoe 7 OpraHu3aUMoHHO-TEXHNYECKOE
COMPOBOX/eHWE YNpaBieHYeCKon AeAaTeNbHOCTU peKTopara.

2.3. OnepaTtunBHasa paboTa ¢ BXOAALLEN, UCXOAALLEN KOPPECTOHAEHUMEN U
BHYTPEHHUMW JOKYMEHTaMM YHUBEpPCUTETA (YYeT, CMCTeMaTu3aums, XpaHeHue)
B paMKax yCTaHOBJIEHHbIX PernaMeHTOB.

2.4. KomnjektoBaHWe, XpaHeHWe, YYeT W MCMOMb30BaHUe apXUBHbIX
AOKYMEHTOB, 06pa30BaBLUNXCS B NPoLecce AeATeNlbHOCTU YHBEPCUTETA.

.  eYHKUN O40Y

B COOTBETCTBUM C BO3/IOXKEHHbLIMWU 3afayamMn  OTAeN  BbINOMHAET
cnefyroLume QyHKLMN:

3.1. o opraHu3auMm ©  COMPOBOXAEHUD  [OKYMEHTALMOHHOIO
obecneyeHns pfeAtenibHOCTM Yenl'Y N0 OCHOBHbIM HarpaefeHUAM paboThl,
YCTaHOB/IEHMIO eUHOr0 NopsaKa paboTbl C JOKYMEHTaMU B YHUBEPCUTETE:

3.1.1. OcyLecTBnAeT opraHn3aunoHHO-METOAMYECKOE N HOPMATMBHOE
COMPOBOXEHWNE [eATeNlbHOCTU CTPYKTYPHbIX MOApasgenieHnid Mo Bonpocam
[eN10Npon3BOACTBA M JOKYMEHTOOOOpOTA.

3.1.2. OpraHusyet npoueaypy onepaTnMBHOro MPOXOXAEHUA
ynpaB/eHYeCcKNX [OKYMEHTOB B paMKax YTBEpPXAEHHbIX pernameHToB,
OCYLLECTB/IIET KOHTPO/Ib 32 WX KayeCTBEHHOW MOArOTOBKOW, OgopM/IEHNEM
(cobntogeHne TpeboBaHnin TOCToB PP 1o o¢hopmIEHUIO [AOKYMEHTOB, HOPM
[leNloBOro0  pycckoro  A3sblka, npasun  opdgorpauu,  NyHKTyauun) wu
cornacoBaHuem.

3.1.3. Pa3pabatbiBaeT OpraHu3auMOHHble CXeMbl [LOKYMEHTaLUMOHHOIo
B3aMMOJENCTBUA CTPYKTYPHbIX NOAPa3feIeHNn YHUBEpCUTETA.

3.1.4. Pa3pabaTtbliBaeT, COrnacoBbIiBaeT M NPeACTaB/AET Ha yTBepXaeHne
PEKTOpPY LWab/OoHbI ((POPMbI) AOKYMEHTOB.

3.1.5. Pa3pabaTblBaeT 1 COBEPLUEHCTBYET HOPMATUBHbIE, METOAMYECKNE
[JIOKYMEHTbLI MO BOMpocam YMpaB/eHUs W opraHu3aunm [enonpovs3BoACTBa
(pernameHTbl, MOMOXKEHUSA, MHCTPYKLMW, HOMEHKNATYpbl Aen n ap.).

3.1.6. OpraHusyeT paboTy no paspaboTke 6/1aHKOB YHMBEpPCUTETa, (HOpPM
AOKYMEHTOB, [Meyareil W LITamMnoB NoApasfe/sieHnin, B COOTBETCTBUM C



MWHNCTEPCTBO HayKw ¥ BbicLIEro 06pa3oBaHus Poccuiickoii PegepaLim
PefepaibHOe  rocyfjapcTBEHHOE  OHOIKeTHOE 00pa3oBaTe/lbHOE  YUpexK[eHWe BbICLLEro
06pa3oBaHus «YensorMHCKMIA rocyfapCTBeHHbIA YHUBEpcuTET» (PIFBEOY BO «YenlY»)

MonoxeHue 06 0TAeNe AOKYMEHTALMOHHOTO 0GECNIEYEHNS YMPaB/IEHUS

Bepcua gokymeHTa - 1 cTp. 5 n3 13 MepBblIii 3K3eMnIAp " KOIMNA Ne

[ECTBYIOLMM 3aKOHOAATE/IbCTBOM M KOPMOPaTUBHbLIM CTU/IEM (COBMECTHO C
ynpas/neHeM Mo CBA3AM C 00LLLECTBEHHOCTHIO).

3.1.7. BeféT O9NeKTpOHHYK CTpaHuLy oTAena WM 0TBeYyaeT 3a
aKTya/nm3aumio pasgena «KoHTakTbl» Ha ofuumnansHoOM cainte Yenly.

3.1.8. OcyulectBnger Mepbl No opraHusaumm 3awutel B OAOY
AOKYMEHTUPOBaHHOW NH(opmaLmK, cobnofeHns pexuma
KOH(DMAEHUMANIbHOCTM N HepasrnalleHns nepcoHasibHbIX A4aHHbIX PabOTHUKOB U
06yyatoLLMXCa YHUBepCUTETA.

3.1.9. OcyulecTBNAeT KOHTPO/Ib 33 OpraHu3auMein 4enonpounsBoacTea B
CTPYKTYPHbIX  MOApa3feneHnsax YHUBEpPCUTETa, pa3paboTKy COBMECTHbIX
MePONPUATMIA MO COBEPLUEHCTBOBaHMIO PaboTbl.

3.1.10. OpraHusyeT MnoBbIlEeHVE KBaM(PUKaLMM pabOTHUKOB OTAeNa U
OCYLLECTB/IAET KOHCYNbTUPOBaHMEe PabOTHWKOB YHUBEPCUTETA, OTBETCTBEHHbIX
3a [leNnonpou3BOACTBO B CTPYKTYPHbIX MoApasfeneHnsx, Mo Bonpocam
[leNnonpon3BoACTBa.

3.1.11. OpraHusyeT 1 NPOBOAUT TMPOBEPKU, a TakkKe CyXebHble
paccnefoBaHnst B CTPYKTYPHbIX MOApPa3fe/ieHnsxX Mo Hanpas/ieHWsM CBOeW
LleATENbHOCTMW.

3.2. B cdepe LOKYMEHTaUMOHHOrO M OpraHu3auMOHHO-TEXHUYECKOrO
COMPOBOXAEHNA YNpaBIeHYeCKoW LesTe/lbHOCTU peKTopara:

3.2.1. OpraHusyeT paboTy npuémHbIX (pekTopa, MPOPEKTOPOB,
3aMeCcTUTeNeil NPOPEKTOPOB 1 COBETHUKOB NPW pPekTopare).

3.2.2. OcyulecTsnseT npuem/nepesady LOKYMEHTOB, MOCTYMNarLUX B
pekTopart, KX Y4eT, ONTUMU3auMi0 CO3[aHWsA, COrnacoBaHud, ABUMXKEHUSA U
KOHTPONA UCMOJTHEHUS.

3.2.3. PaboTaeT € cucTteMaMu 3/1EKTPOHHOIO [OKYMeHToo6opoTa U
3/IEKTPOHHOW MOYTON B NMPUEMHbIX.

3.2.4. YyacTByeT B MN/aHMpOBaHUM  paboyero AHA  PEKTopa,
MPOPEKTOPOB, 3aMeCTUTENe NMPOPEKTOPOB 1 COBETHMKOB NPW PEKTOpaTe.

3.2.5. PabotaeT ¢ MNOCETUTENAMW: OCYLLECTBNAeT  3anucb W
COMPOBOXJEHWE JIMYHOTO Mpuema roceTuTener; obecreymsBaeT MpueMm U
BblAayy JOKYMEHTOB; OpPraH130BbIBAET Yain-Koge naysbl.

3.2.6. OpraHn3oBbIBaeT CNYy>XebHble KOMaHAUPOBKM PYKOBOAUTENENA
(3aka3 OwnetoB, rOCTUHWL, aBTOTPaHCNOPTa, OQOPMIEHWE OTYETHOCTU O
KOMaHAMpOBKam).

3.2.7. OcywecTBnseT MNOUCK AOKYMEHTMPOBAHHOW W 3/IEKTPOHHON
NH(OopMaLMm1 No NOPYYEHUIO PYKOBOAUTENS.

3.2.8. OdopmnsieT  OOKYMEHTbl MO  MOPYYeHWU0  PYyKOBOAUTENA
(cocTaBneHve MPOEKTOB AOKYMEHTOB, HAbOp TEKCTOB Pa3/INyHOM CNOXHOCTU B
Microsoft Word, Excel, ckaH/poBaHWe [OKYMEHTOB, MepPeBO4 B HYXHble

© OreQy BO «Yenl'y»



MWHNCTEPCTBO HayKy 1 BbicLuero obpasoBaHus Poccuiickoin Pegepaumu
/saill defepanbHOe  rocyfapcTBeHHOe 6HOKeTHOe 00pasoBaTe/lbHOe YUpeXAeHWe BbICLUEro
06pa3oBaHusa «HensbruHCKMIA rocyjapCTBeHHbIA YHUBepcuTeT» (PFBEOY BO «YenlY»)

MonoxkeHve 06 oTaene OOKYMEHTaLUNOHHOIo obecneyeHns ynpaBs/ieHNA

Bepcusa gokymenTa -1 cTp. 6 n3 13 MepBbIiA aK3emMnAp 1/ KOTMMA Ne

(hopmaThbl, NpaBka, KOMWpPOBaHWe, Mepefaya Ha cornacoBaHue CcreluanncTam,
nepegava Ha permcTpaunio); co3gaet npeseHTauun B Power Point n T.4.

3.2.9. Beper un opraHusyeT Tene(OHHble TMEPeroBopbl, COeAuHSAET
PYKOBOAUTENS C HEOOXOAUMbIMIN aBOHEHTaMMU.

3.2.10. Bepget TenehOHHbIA CNPaBOYHMK KOHTAKTOB PYKOBOAUTENSA O
OrMepaTMBHOIO B3aUMOAENCTBUS.

3.2.11. Beger  >KypHasibl  yyéta  AOKYMEHTOB M MH(opmauun
(No HanpasneHWAM LeATeNbHOCTM PYKOBOAUTENS).

3.2.12. Begetr Taben yuéta paboyero BPeMEHM  PabOTHWUKOB
CTPYKTYpHOro nogpasfeneHns «Pektopar».

3.2.13. BefleT HOMeHKNaTypbl Aen NPUEMHbIX peKTopaTa.

3.2.14. YHnpuumpyeT BuAbl LOKYMEHTOB WM pa3pabarbiBaeT LWab/oHbI
pacnopagnTeNibHbIX U APYrux LOKYMEHTOB MO HanpaB/eHUaM [eATeNbHOCTU
pyKoBOAUTENS.

3.2.15. TpoTOKONIMPYEeT  3acefaHWa M COBellaHus, MNpPOBOAMMbIE
PEKTOPOM ((hOPMUPYET MOBECTKY, MHPOPMUPYET YYaCTHUKOB U Ap.).

3.2.16. MpocTaBnseT (akCUMUIbHYIO MOAMUCL PEKTOPa, NMPOPEKTOPOB,
3aMeCcTUTeNeil NMPOPEKTOPOB Ha JOKYMEHTax B COOTBETCTBMM C HOPMATUBHbLIMU,
OpraHu13aunoHHO-pacnopaanTENbHBIMN JOKYMEHTAMMN.

3.2.17. ObecrieyvBaeT Hag/exallee XpaHeHue, Y4YeT, MCMonb30BaHUe
LUTaMMoB 1 (hakCUMmIe pyKOBOAUTENEN.

3.2.18. ObecrneunBaeT Hagnexalnin y4deT, XpaHeHuWe, OOHOB/EHME,
YHUUYTOXEHWE B COOTBETCTBUMN C YCTAHOB/IEHHbIMU PerfiaMeHTaMm CnyXebHbIx
AOKYMEHTOB; MeyaTerd WM LUTaMroB, HaxXOAALIMXCA B PacropsXeHWu OThena,
npefHasHa4yeHHbIX 4719 CONPOBOXAEHUA AeATENbHOCTN NPUEMHbIX peKTopara.

3.2.19. MNprobpeTaeT NPOAYKTbI MUTAHUA [A1F NPOBEAEHUS Yai-Kode
nay3 B MNPWEeMHbIX peKTopaTta Ha CpeacTBa, BblAensemble YnpaB/ieHUEM
39KOHOMUKN Ha OCHOBaHUM COOTBETCTBYHOLLIMX MPUKA30B.

3.2.20. OhopmnsieT 3asBKM Ha OCHalleHMe MNPUEMHBLIX N KabMHeTOoB
pyKoBoauTenen  HeOOXOAMMBIMWA  KaHUENAPCKUMMU  MPUHALIEXHOCTAMU,
O(PMCHOM TEXHUKOW, PacXO4HbIMU MaTepmasiaMn K HAM.

3.3. OnepaTtvBHas paboTa C BXOAALLEN, NCXOAALLEN KOPPECTOHAEHUMEN
W BHYTPEHHUMWU [OKYMeHTamMu YyHuBepcuTeTa (y4eT, cucTematmsauus,
XpaHeHne) B paMKax YCTaHOB/1eHHbIX perfiaMeHToB:

3.3.1 [lpuHMMaeT BXOAALLYH  KOPPECrnoHAEHLMIO  YHUBEPCUTETA,
obpabaTbiBaeT €& B COOTBETCTBMM C HOPMAaTMBHbIMW  TpeboBaHUAMMU:
OCYLLECTBNSAET MpeaBapuTeNlbHOe pPacCMOTPEHUE, COPTUPYET, PerucTpupyer,
nepefaeT B peKTopar, a 3aTeM UCMOTHUTENAM, KOHTPOIMPYET UCNOHEHNE.

3.3.2 OTnpaBnfeT UCXO4ALLYHO KOPPEeCrnoHAeHUUIo YHMBepcuTeTa:
obpabaTtbiBaeT, PErncTpupyeT, OCYLUEeCTBNSET OTMNPaBKy C  MOMOLLbIO
© ®Ire0Y BO «Yenl'yY»



MWHNCTEPCTBO Hayku U BbiCLLEro obpasoBaHus Poccuiickoin PegepaLim
defepanbHOE  roCyfapcTBEHHOE  OHOMKETHOE 00pa3oBaTe/lbHOE  YUpeXK[eHWe BbICLLEro
06pazoBaHus «YHensi6UHCKNIA rocyfapCTBeHHbIN yHUBepcuTeT» (PFBOY BO «UenlY»)

MonoxeHne 06 oTAaene AOKYMEHTAUMOHHOIO obecneyeHns ynpas/ieHNA

Bepcusa gokymeHTa -1 cTp. 7 n3 13 MepBblii 3k3emMNAap KOMNA Ne

opraHusaumii, OKasblBalOLWMX Yycnyru noytoBo ceasn (Mouyta Poccun,
3KCNpecc-nouyTa).

3.3.3 Bepér obwpe  peecTpbl  yuyeTa  BXoAsulen/vcxopsLlen
KOppPecnoHAeHL N,

3.3.4 CocrtaBnsert 1 nepefaeT B (PUHAHCOBOE ynpas/ieHNe NOKYMEHTbI
OyXranTepckoil  OTYETHOCTM  (aBaHCOBble  OTYETbl MO  OTMPaB/IEHHOM
KOPPECMOHAEHLMM, UCMOMb3YEMbIM KOHBEPTaM, YBEAOM/IEHUSIM, MapKam).

3.3.5 Ocyulectengetr npuém/oTnpaBkKy AOKYMEHTaUUW MpY MOMOLL
3NIEKTPOHHOM MOYTbl YHMBepcuTeTa (OULMabHbIA  3MEKTPOHHbLIA - agpec
UenllyY - odou@.csu.ru), a Ttakxe u4epe3 VH(OpMaUNOHHO-aHAIMTUYECKYHO
cuctemy «MoHUTOpUHM» MUHOGPHayKn Poccuw.

3.3.6 3aBepsieT  nedvaTbld  yHMBepcuteTa  (C M306paXKeHNEM
focypapctBeHHoro Nepba Poccuiickoin ®Pefepaumm) AOKYMEHTbI 3a MOAMMUCHIO
peKkTopa v Apyrux YNoaHOMOYEHHbIX MM JIML, Ha OCHOBaHMM npukasa «O6
YTBEPXAEHUN TepeyHs MOAMNMCer, Ha KOTOpble MPOCTaB/AETCA MeyaTb C
n3obpaxeHvem rocygapcteeHHoro Mepba Poccuiickoin Pefepauum».,

3.3.7 3aBepsieT neyatblo OTAena AOKYMEHTaLMOHHOIO 0becrneyeHus
ynpasfieHns KONUN OOKYMEHTOB, MOAIMHHUKN KOTOPbIX XPaHATCA B OTAeNe, a
TaKxe nognmcun pabotHnkos O40Y

3.3.8 OobecneunBaeT HadneXallee XpaHeHWe, Y4eT, WUCMONb30BaHMe
repboBoi NeyaTy yHUBepPCUTETA, Neyaten 1 wramnos OAOY.

3.3.9 Peructpmpyet npukKasbl, pacnopsXXeHus 3a NOANUCLI0 PeEKTopa U
NHBIX YNONHOMOYEHHbIX UM NNL.

3.3.10 BepBT ypHasbl yyeTa 3apermcTpmupoBaHHbIX LOKYMEHTOB.

3.3.11 OcyuwecTBnsieT KCepoKonMpoBaHME TMPUKa30oB, PacnopsXKeHNA
[/19 03HAKOM/IEHNA CTPYKTYPHbIX NOAPa3AeNieHNin yHBepCUTeTa.

3.3.12 OcyuecTBnseT CKaHMpOBaHME MPUKA30B U PacropsXeHun, ux
NH(OPMaLMOHHYHO pacchi/iky B nporpamve 1C:AIY.

3.3.13 OcyLlecTBNAeT KOHTPO/Mb 3a COCTOSHMEM MCMOJIHUTE/TbCKOW
ANCUNMNIMHBI B CTPYKTYPHBIX NOAPa3feneHnax YHUBEPCUTETa, CBOEBPEMEHHbIM
MCNONHEHEM PabOTHUKAMUN M CTPYKTYPHbIMU NOAPa3LeNeHUAMN:

- PELLIEHWNIA peKTopaTa;

- NOPYYeHUI 1 Pe30sOLUMIA PEKTOPA;

- BHELLUHWX JOKYMEHTOB, NOCTaB/IEHHbIX HA KOHTPO/Ib;

- NOKa/IbHbIX  OpraHu3aunMoHHO-PacnopPAANTENbHBIX — AOKYMEHTOB  C
KOHTPO/IbHbIMW CPOKaMW UCMOJSIHEHWUS, eC/in OTAeNy AaeTcA Takoe MopyyeHue B
TEKCTe MpuKasa;

3.3.14 OcyulecTBnser y4éT v [0BeAeHNe 40 UCNONHUTENEN NOPYYEHWIA
N Pe30IIoUMA PEKTOPA W WHbIX YMOSIHOMOYEHHbIX WM NnL, AaBaeMblX MO
pesyfibTataM PacCMOTPEHMS KOPPECMOHAEHLMM, KOHTPO/b 3a CBOEBPEMEHHOM
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MWHNCTEPCTBO HayKm 1 BbiCLLEro 06pa30BaHMa Poccumiickoli defepauum
defiepaibHOE  rOCYAPCTBEHHOE  OHODKETHOE 00pa3oBaTe/lbHOE  YUpexfeHue BbICLUEro
06pa3oBaHus «HensouHCKNI rocyAapCTBeHHbIA YHUBepcuTeT» (PFBEOY BO «Henl'Y»)

MonoxeHue 06 OTAeNe AOKYMEHTALMOHHOTO 06ECMeYeHIs YMPaB/eHUs

Bepcua gokymeHTa -1 cTp. 8 u3 13 MepBblii 3K3emMnAp ! KOIMMA Ne

MOArOTOBKOW OTBETOB W UCMOSTHEHWIA MOPYYEHUM,

3.3.15 lpoBoaAnNT aHaM3 U CTATUCTUYECKOE 0006LLEHME COCTOSHUA
UCMOSTHUTENIbCKOA  AUCUMMANHBL  JO/MKHOCTHBIX /UL, U CTPYKTYPHbIX
nofapasfeneHnii yHuBepcutetTa npu paboTe C MUCbMEHHbLIMU O6paLLEeHMAMMN
rpaxkiaH, BXoAsLle KOppecrnoHAeHUMeN, BbINOHEHUM Pe30/IIOLMIA PeKkTopa.

3.3.16 lpepocTaBnAeT  PeKTopy  CBEAEHMA O  HEUCMONHEHHbIX
MOPYYEHMAX U BXOOALLMX OOKYMEHTAX.

3.4. C Uuenblo BbINOMHEHWNA 334a4yu MO KOMMIEKTOBAHWUIO, XPaHEeHUIO,
YUYEeTY M UCMOJIb30BaHNIO apXMBHbIX JOKYMEHTOB, 00pa30BaBLUMXCA B NpoLecce
LeATe/IbHOCTW YHMBEPCUTETA:

3.4.1. ®opmupyeT CBOAHYIHO HOMEHKNatypy [en  YHUBEPCUTETA,
cornacosbiBaeT €€ ¢ [ocynapCTBEHHbIM KOMUTETOM MO fJenam apXvBOB
YensabuHckon obnactu.

3.4.2. OpraHuayet paboTty no nepegaye CTPYKTYPHbIMU
noAgpasfeneHnaMu fen Ha ANTeNbHOe U MOCTOAHHOE XPaHeHWe B apXuB.

3.4.3. ObecrneumBaeT NoAroToBky AokymeHTtoB OJOY K nepefaye Ha
apXUBHOEe XpaHeHwe.

3.4.4. OcyulecTBnseT 0TOOP, MPUHMMAET Ha XpaHeHWe (MOCTOSHHOE U
OUTENIbHOE  XpaHeHWe  [OKYMEHTOB), CUCTemMaTu3npyeT,  KOMM/EKTYeT,
YUNTbIBAET U XPaHUT AOKYMEHTBI.

3.4.5. OCyLlecTBNAET  CrucaHWe U YHUYTOXEHWe  [OKYMEHTOB
LJIUTENIbHOMO CPOKa XpaHeHWs.

3.4.6. BefleT cnpaBoyHyr0 paboTy Mo apxvBHbIM genam  YenlY,
HaxoAAWwmnmMcs B apxmBe yHuBepcuteTa (Bblgadva MOAIMHHUKOB [LOKYMEHTOB WUX
BflafieNbLaM, COCTaB/IeHMe apXMBHbLIX CMPaBOK MO 3anpocam OpraHu3auuin un
obpaLleHnsaM rpaxaaH).

3.4.7. ObecneumBaeT  HeoOXOAMMbIA  OOCTYNn K AOKYMEHTaMm,
XpaHALWMMCA B apxmBe (Ha OCHOBaHUWM CNY)>XeOHOW 3aruCcKK C BU30 peKTopa
WU MHOTO YNOTHOMOYEHHOI0 MM A0/MKHOCTHOIO NINLA).

3.4.8. lMepefaeT Ha pmTenbHoe XpaHeHue B Y «OGbefMHEHHbIN
rocyfapcTBeHHbIN apxmB YensbuHckoin obnactu» (1 pa3 B 10 neT cornacHo
perfameHTy ["oCyaapCTBEHHOIO yupexxaeHus «O6beNHEHHBI
rocyaapCTBEHHbIA apxmB YensibuMHCKOM 06n1acT».) AOKYMEHTbI MOCTOSHHOIO
CpOKa XpaHeHs Mo OCHOBHOW [AeATe/IbHOCTU YHUBEPCUTETA.

3.4.9. ®opmMupyeT CBOAHble aKTbl Ha CruMcaHWe [OKYMEHTOB C
NCTEKLLMMM CPOKaMU XPaHEHUS.
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MWHNCTEPCTBO HayKu U BbicLIero obpa3oBaHus Poccuiickoii Pegepaumu
jfSSXJr PefiepanbHOE  rocyfjapcTBeHHOE  OHOAKeTHOE 00pa3oBaTe/bHOE  YUpexK[jeHMe BbICLLEro
06pa3oBaHus «HensbrMHCKNIA rocyAapCTBEHHbIV YHUBEpCUTET» (PIFEOY BO «Yenl'Y»)

MonoxkeHve 06 oTaene [AOKYMEHTALUMOHHOI O obecneyeHus ynpaeieHnA

Bepcus fokymeHTa -1 cTp. 9 u3 13 MepBbIil 3K3eMNNAP KOMWA Ne

IV. TPABA N OBA3SAHHOCTUN HAYAJIbHVKA OA0Y

4.1. Ana wncnonHenns QyHkumidi OAOY ero HavasbHUK HafeseH
npaBamu:

4.1.1. [Aasatb yKazaHuns no HanpasieHNAM [eATeNbHOCTU
nofpasfeneHus.

4.1.2. TpeboBaTb OT pabOTHMKOB OTAeNa Ka4yeCTBEHHOro WCMO/HEHWS
()YHKUMA, B COOTBETCTBUM C [AO/HKHOCTHON WHCTPYKUMEN W MNOPYYEHHOM
paboToi.

4.1.3. TpebosaTb 0T pabOTHWKOB YHMBEPCUTETA  COGMOAEHUA
YyCTaHOB/EHHbIX B PIBOY BO «Yenl'Y» npaBun u pernameHToB paboTbl C
AOKYMEHTaMy B COOTBETCTBUM C VIHCTPYKLME MO Ae/I0NPOn3BOACTBY.

4.1.4. TloanucbiBaTb M BU3MPOBaTb [OKYMEHTbI B Mpefdenax CBOEK
KOMMEeTEHLUN.

4.1.5. 3anpawmBaTb B CTPYKTYPHbIX MOAPAa3AeNeHUAX OOKYMEHTbl W
MHOPMaLMIO0, HEOOXOANMYIO AN OCYLLLECTBeHMS PyHKUnA OL0Y.

4.1.6. BosBpawatb Ha [A0pabOTKy [AOKYMEHTbl, MOArOTOB/IEHHbIE C
HapyLleHem TpeboBaHuiA, YCTaHOBJIEHHbIX NHCTpyKUmen no
LNEeNnonpousBOACTBY W APYrMMW  OpraHM3auMOoHHO-pacnopaanTesibHbIMN
NOKYMeHTaMu YHMBepCcuUTeTa.

4.1.7. TlpuBnekatb CMeuuanncToB CTPYKTYPHbIX MoApasaeneHni K
NMOAroTOBKE M/1aHOB, MPOEKTOB JJOKYMEHTOB MO BOMpocam [e/onpon3BoACTBa U
NOKYMEHTaLMOHHOIo 0becrneyeHus.

4.1.8. OpraHu3oBbIBaTb M MNPOBOAUTL KOHTPOJIbHBLIE, MPOBEPOYHbIE
MeponpuaTUA B CTPYKTYPHbIX noApasfeneHnsx yHuBepcuteTa MO BOMNpocam
[leNoNpon3BOACTBA W APYTMM HanpasieHUAM [eAaTeNbHOCTU OTAena, [AOBOAUTL
UTOTN TMPOBEPOK [0 PYyKOBOAWUTENeW nofpasfeneHnin, pektopa (B dopme
[OKMafHbIX 3an1COK, OTYETOB O MPOBepKax) A5 MPUHATUA COOTBETCTBYHOLLMX
mep.

4.1.9. O6pawatbCid K PeKTopy C MPeL/oKeHNsAMN, KacatoLyMmcs
[leaTeNlbHOCTN oTAena.

4.1.10. TpeboBaTb nNpPeAOCTaBfEHNS HEOOXOAUMBIX 1151 BbIMNONHEHUA
CNy>XebHbIX 06513aHHOCTEN CPeACTB TPyda M Co3aaHna 6/1aronpUATHBIX YCI0BUIA
Tpy£a.

[MpencTtaBnaTb Ha OCHOBaHWW [OBEPEHHOCTM pPeKTopa OT WMEHU
yHUBepcuTeTa (CTPYKTYPHOro noApasfeneHnsa yHuBepcuteta) nHtepecsl Yenl'y
B ApYrux opraHusaumax.

4.2. HavanbHWK oTfena 06s3aH:

4.2.1. OcCyLLEeCTBNATL PYKOBOACTBO CTPYKTYPHbLIM MNoApasfeneHnem u
NPUHUMATb YyNpaBneH4YecKme peLleHuns.
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MWHMCTEPCTBO HayKM W BbiCLLIErO 06pa3oBaHusa Poccumiickoii defepaun
PefiepanbHOE  TOCY[APCTBEHHOE  OHOKETHOE 00pa3oBaTe/bHOE  YUpexfieHWe BbICLUEro
ya>" 06pa3oBaHus «HensbuMHCKMIA rocyfapCTBeHHBbI YHMBepcuTeT» (PFBEOY BO «Henl'Y»)

MonoxeHne 06 oTAaene AOKYMEHTaUMOHHOIo obecneyeHns ynpasneHnA

Bepcua gokymeHTa - 1 cTp. 10 us 13 MepBbIiA 3k3emMnsp KOIMMA Ne

4.2.2. Obecneumsatb mcnosHeHne OAOY BO3MOXEHHbIX Ha Hero 3agad
N PYHKLWA.

4.2.3. OcyLlecTBNATb pacnpefeneHne 0053aHHOCTEN W MOPYYEHWU
MeXay paboTHMKamn OTAena, a Takke WX rnepepacnpefeneHne B CBA3N C
MPOV3BOACTBEHHOW HEOOXOAMMOCTLIHO.

4.2.4. Tpebosatb 0T paboTHMKOB OLOY BbINOSHEHNA BO3/TOXKEHHbIX Ha
HUX OO/HKHOCTHLIX 00A3aHHOCTEN, a Takke NpaBwi BHYTPEHHEro pacropsiaka,
MPOV3BOACTBEHHOW CaHUTapuW, Npasu NPOTUBONOXAPHOW 6e30MacHOCTMU.

4.25. Onpepenatb npuopuTeTbl B UCNONHeHUW 3agady  OAOQY,
NnaHWpoBaTb paboyee Bpems, BblOMpPaTb Hambonee 3PPeKTVBHbIE METOAbI
paboTbl UCXOAA 13 CUTYaLUN N CTOALMX 3aau.

V. OTBETCTBEHHOCTb HAYAJIbHNKA O40Y

HavanbHMK O1OY HeceT OTBETCTBEHHOCTD:

5.1. 3a HeucnonHeHWe WM HeHad/ieXallee WCMOMHeHWe Mo ero BUHe
BO3/IOXKEHHbIX Ha HEr0 AO/MKHOCTHbIX 06513aHHOCTEN.

5.2. 3a npaBOHapyLleHns, COBepLLeHHble B MPOLECCe OCYLLECTBEHNS
CBOEM [eATeNIbHOCTW, B nNpedenax, OMNPeAeNeHHbIX agMUHUCTPATUBHBIM,
YrOMOBHbIM U IpaXAaHCKMM 3aKOHOAaTe/IbCTBOM Poccuiickon ®efepaumm.

5.3. 3a npuuMHeHMe MaTepuanbHOro Yyulepba B COOTBETCTBUM C
ANEeNCTBYIOLLMM 3aKOHOAAaTeIbCTBOM Poccuiickoin deepaumm.

VI. B3AUMOJIEWNCTBWE OO0Y

[N BbINOMHEHNA (OYHKUMIA 1 peann3aumy 3afdady, NpesycMOTPEeHHbIX
HacToAWwmM [MonoxxeHnem, cotTpyaHukn OAOY B3anMMOAEWCTBYIOT C ApYTrUMU
CTPYKTYPHbIMW noApa3genieHnsaIMu YHUBEPCUTETa, WHbIMW OpraHuM3auusaMmn u
yupexaeHusaMu B rnpegenax CBOMX KOMMeTEHLNIA.

VII. 3AKNHOUYUTENBbHBIE NMOJIOXXEHNA

7.1. TlonoxeHne 06 oOTAene cocTaBNsieTCs HadaibHMKom OOQY,
cornacyeTca C MpaBOBbIM YynpaBneHWeM W OTAENIOM KaJpoB, YTBEPXAAETCA
NPMKa3oM pekTopa.

7.2. I3MeHeHMA W [ONOMHEHWS B HacTosllee [lonoXeHune BHOCATCA
NMPUKa30M PeKTopa M OTpaxatoTcs B JICTe perncrpaumm n3MeHeHui.

HavanbHMK oTaena AOKYMeHTaLMOHHOro
obecneyeHns ynpaBieHUs E.A. Ko3auyk



MWHNCTEPCTBO Hayky U BbiCLIero obpasoBaHus Poccuiickoin Pegepaumm
jissafr defiepaibHOE  TOCYAPCTBEHHOE  OHOAKETHOE 00pa3oBaTe/lbHOE  YupeXK[eHne BbICLLEro
06pazoBaHmMs «HensouHCKNIA rocyfapCTBEHHbIN YHUBEpcuTET» (PIFBEOY BO «YenlY»)

MonoxeHue 06 OTAeNe AOKYMEHTALMOHHOTO 0GECMIEYEHNS YTPAB/IEHUS

Bepcusa gokymenTa -1 cTp. 12 u3 13 MepBbIil 3K3eMNNAp KOMWA Ne

JlncT peructTpaunm nsMeHeHUn N AOMOSTHEHWIA
MonoxkeHns 06 oTAese JOKYMEHTaLMOHHOIo obecneyvyeHns ynpasieHuns,
YTBEPXXAEHHOI0 NPUKAa30M « » 2020 r.

Ne

PekBn3nTbI NpuKasa, KOTOPbIM BHECEHO
N3MEHEHUA

Homep nyHKTa, B KOTOpbIA BHOCATCA
U3MeHeHne

Moanuck
N3MeHeHnA

OTBETCTBEHHOI O 3a
BHeCeHNe U3MeHeHMiA

[lOKyMeHT He MOANEXWUT mepefadve, BOCMPOM3BEAEHWIO U KOMMWPOBaHWIO 6e3 paspelleHust (esepasibHOro
rocyfjlapCTBEHHOro GHOXXeTHOro 06pa3oBaTe/lbHON0 YUYpeXKAeHUsl BbICLIEro 06pa3oBaHust «YenssGUHCKMiA
rocyfapCTBeHHbI YHUBEPCUTET».

© Preoy BO «Yenl'y»



MWHNCTEPCTBO HayKu U BbICLLEro 06pa3oBaHus Poccuiickoin Pegepaumu
jiSSXJJ defiepaibHOE  TOCYAPCTBEHHOE  OHOMKETHOE 00pa3oBaTe/lbHOE  YupeXK[eHWe BbICLLEro
06pa3oBaHmMsa «HensaouHCKNIA rocyfapCTBEHHbIN YHUBEpcUTET» (PIEOY BO «YenlY»)

MonoxeHwue 06 oTgene AOKYMEHTAUMOHHOI 0O obecneyeHns ynpasneHnA

Bepcusa gokymeHTa -1 cTp. 13 n3 13 MepBbIii 3k3eMnAsp KOMMA Ne

JIVcT 03HaKOM/IeHUS
c MonoxeHnem 06 oTAesnie JOKYMEHTALMOHHOIO obecneyeHnsa ynpaBieHUs,
YTBEepPXAEHHOIo NPUKa3oM 0T « » 2020 r. Ne

(HaumeHoBaHVe CTPYKTYPHOro MoApasaeneHns)

Ne ®UNO paboTHUKa JomKHoOCTb [aTa JInyHasa noanuch
03HAKOM/1eHUSA paboTHUKa

10.

11.

12.

13.

14.

15.
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