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WUzBewenue Ne 1

OBoanasenme AokymenTa

Hammenosanue AokymerTa

Nuer

Nuctos

M9.01.03 -2013

Monoxenne 06 oTgene [OKYMEHTALWOHHOTO

Copepxatue uameneHs

obecneyerus
Cpox CTpyKT. noApasA., BhinycKarouee
Ne npukasa P ke ) Mpuanna uamenenun
PF5-13 08.12. 2014 LleHTp MeHeaKMeHTa KavecTea Pewetue Yueroro coseta CI'Y ot 18 Hosbps 2014 ropa
Mam.

Mo TEKCTY AJOKYMEHTa CNnoBa «Ha4anbHUK yNnpaBneHus opraHn3aumoHHO-aHanuTu4eckoro obecneyeHns» 3aMeHUTb Ha cnosa «NpOpeKkTop no
OpraHU3aLMOHHOM 1 aHaNUTUYECKO paboTey» B COOTBETCTBYIOLIEM NAAEXe.

N

W3 nyHkTa 1.1 MCKiounTb CRepyIoLume CrioBa: «BXOAWT B COCTAB YNPaBEHNs OPraHN3aLMOHHO-aHaIMTUYECKOrO 0BecneqeHms ».
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MpumensiemocTs

Pasocnate

Mpunoxenme

B COOTBETCTBUM CO CIUCKOM PACCHINKH NpUKada
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O6o3na"eHHe JOKyMeHTa HanmeHoBaHHe 1OKYMEHTA Jhaer JlucroB
Mspemenne Ne 2
119.01.03 2013 Tlonoskenne 06 OT/ie/e IOKyMEHTAIHOHHOTO 1 1
obecneuenus
Ne npukasa Hara Crpy«T. nozpas., TIpuunna H3MeHeHHs
BBE/IEHHS H3M. |  BBIIyCKAalomee A3BEIEHNe
250- B ok 05.2015 | lleHTp MeHeIKMEHTA KadyecTBa OcHoBanue — ciryxeOHas 3amucKa
Msm. Copep:kanue H3MEHEHHS
3

To TeKCTy JIOKYMEHTa CJI0BA «IIPOPEKTOP 110 OPraHH3alMOHHOM W AHATHTHYECKOH paGoTe» 3aMEHHTh Ha «IPOPEKTOP TO ATMHHHCTPATHBHOH
paboTe U yNpaBIEHHIO MEPCOHATOMY.

CocraBua Tposepua Hsmenenne Buec
Tabakosa U.B. Bopommmos C.A. }yu( 2 wete U 8
£ 03,05 .401F 03.05.201¢ piss P
/]%af Vg-Q «97/4(/ 04.05. 20,
TpumensieMocTs Pazocats Tpuaoxenne

B COOTBETCTBHH C JIHCTOM PErHCTpAlH
TOJTY4eHHs YITEHHBIX IK3EMILIAPOB KOMHH
BHYTPEHHEr0 HOPMAaTHBHOTO JIOKYMEHTa





image9.jpeg
Mzemenne Ne 3 OGo3na4ueHHe JOKyMeHTa HaumeHoBanue T10KyMeHTA Jluer Jlucros
119.01.03 - 2013 Tlonoxenue 06 oTeE TOKYMEHTALHOHHOTO 1 1
obecneyeHus
Ne npukaza Cpox CTpYKT. noApasiL, Tpuunna H3MEHEHHs:
H3M. BLINyCKAOMIee H3BEMEHHE
540 ~B |06 £/ 4020 | llentp Menemkmenta KaecTsa CryxeGHas 3anucka
Mam. | Coneprkanne H3MEHEHHS
4

B myHKTe 1.3 naToe mepedMcieHne

«- TpeGosanmsamMi Kk odopmienmio sokymentos TOCT 6.30 — 2003 «YHU(HIMPOBAHHBIE CHCTEMBI
JOKyMEHTAUKH, YHH(HINDOBAHHAS CHCTEMA OPraHH3AIMOHHO-DACTOPAINTE/LHON JOKYMEHTAIHH. TpeGoBanus K O(OPMICHHIO JOKYMEHTOBY
3aMeHHTH Ha «- TpeGoBaHHAMH K odopmienmio tokymentos TOCT P 7.0.97 - 2016 "Cucrema cTaniapToB 1o uupopMamuu, GubanoTeuHoMy u

u3zIaTenbekoMy Jeny. OpraHu3aliOHHO-PaCTIOPSMTENIHAA JIOKYMEHTALHS. TpeGoBanus k 0hOPMICHHIO IOKYMEHTOB".

CocraBui Tposepu M3menenue BHeC
Jlenexuna M.K. V7 71 oo Bopoumos C.A. Aenexiwea MK 6. 77 240
N ug’P 0. 11 2520 bt
TIpumensieMocTh Pazocaath Tlpuioxenue

B COOTBETCTBHH C JIHCTOM PErHCTPALHH
NOMTydeH s yYTeHHBIX SK3EMILIAPOB KOMHH
BHYTPEHHEr0 HOPMATHBHOIO JIOKYMEHTa
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Малинский Игорь Герикович

Проректор по учебной работе
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MunncrepcTo o6pasoBanus  Hayku Poccniickoii Denepanuu

®EJEPAJILHOE 'OCYIAPCTBEHHOE BIOJUKETHOE
OBPA3OBATEJIbHOE YUPEXJIEHVE
BBICILIET O [TPO®ECCUOHAJILHOI'O OBPA3OBAHUSA
«CAPATOBCKMIA TOCYJAPCTBEHHbBI1 YHUBEPCUTET
VIMEHM H.I . YEPHBIIIIEBCKOI O»

TOJIOXEHME Ob OTEJIE
JIOKYMEHTALIMOHHOI'O OBECITEYEHMA

119.01.03 - 2013

Caparos 2013
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TpeauciaoBue

1 PA3PABOTAHO otaenoM JIOKyMEHTaL[HOHHOTO obecrneuenust Ca-
PpaToBCKOTO rocyIapcTBEHHOTO yHHBEpCUTETa UMCHU H.I'. UepHBILIEBCKOTO

2 TIPUHSTO Ha 3acelaHdd Vyenoro Cosera CI'Y oT 79 11 28/3
npotokos Ne 3

3 YTBEPYKJEHO Ilpuka3zoM pekTopa o /1 263 Ne 735~ /3

4 BBEJIEHO B JIEVICTBUE ¢ 9. M H£E5

BGREASR ——

5 BBEJIEHO B3AMEH 1 9.01.03-2011 «Ilonoxenue 06 ynpaBIeHUN
JOKYMEHTAL{OHHOTO obecredenus», I1 9.01.04-2011 «IlonoxeHne 00 obueM
orzene ynpaBleHUSL JOKyMEHTALOHHOTO obecreuenus», 11 9.01.01-2011
«Tlonoxenue O  KaHUEIAPHH [eOJIOrMYecKoro  KoJueka yrpaBeHus
JIOKyMEHTALHOHHOTO obecredenus», 11 9.01.06-2011 «Ilonoxenue 0 KaHIEeNAPUU
KOJLIE/Ka PATHOIEKTPOHIKY MIMEHH ILH. SI6104Kx0Ba», yTBEPK/ICHHBX MpUKa30M
pexrtopa OT 30.03.2011 Ne232-B

Hacrosimiee ~ TOJNOXeHHE  HE Mo)keT ObITh  TOJHOCTBIO WA YaCTUYHO
BOCTIPOM3BE/ICHO, THpaXUPOBAHO U pacnpocTpaHeHo B KauecTBe O(GHUIHAATBHOTO
n3aHus 6e3 paspelieHus ®IrBOY BIIO «CI'Y nmenu H.TI". UepHBIILIEBCKOT0»
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119.01.03 - 2013

1 O6mue no10KeHHs!

1.1 Otaen JOKYMEHTAIMOHHO:) ofecriedeHus (Janee - OTHeN) ABIACTCSA
CTPYKTYPHBIM MOApa3ienenteM (ejepanbHOro rocy1apcTBeHHOro 610/1KETHOTO
06pa30BATETHHOTO  YUPEXKJCHNS BBICIIEro NPO(eCcCHOHATBHOTO obpa3oBaHusl
«CapaToBCKuil rocylapcTBeHHbI yHuBepcuteT nmenu H.I'. Yepmbrmesckoro»
(nanee — CI'Y), : »

1.2 Otnen TOIUMHSCTCS [IPOPEXTOLY /10 DOTAHUSAUNOHHOH 12
AUA U THYE KOS PASDTE. Uzl - 3

1.3 OTzen oCyHIeCTBISIET SBOIO IEATENILHOCTD B COOTBETCTBUH C:

- JIeficTBYIOIMM 3aKOHO/IaTeNbCTBOM Pd;

- JMPEeKTUBHBIMH, HOPMATUBHBIMU, WHCTPYKTHBHBIMH M OPTaHHU3ALHOHHO-
METOMYECKIMH JOKyMeHTaMl MuHuicTepeTBa o6pasosanus 1 Haykn PO;

- IpaBMNIaMK 1 ykaszaHusivu DeepantbHOro apxMBHOro areHTeTsa PO;

- OCHOBHBIMH TMOJIOXKEHHSIMM  ©IMHOH  IOCYJapCTBEHHOW  CHCTEMBbI
nenonpoussozctsa (EI'CJL); ’

- TpeGoBanusmu k odopmienuio jokymentop I'OCT 6.30 — 2003
"VHUDUIMPOBAHHbIE CHCTEMBI JIOKyMEHTAlMH. YHU(QULMPOBaHHAS CHCTEMA
OpraHu3aLOHHO-PACTIOPSIUTEHLHOMN JIOKYMEHTAIUH. TpeboBanus K
0(pOPMIICHHIO JOKYMEHTOB";

- Verasom CI'Y;

- NIPUKa3aMy, pellIeHHsMi, YKasaHusamu pykosoactsa CI'Y, BHYTpeHHUMH
HOPMaTHBHBIMH J0KyMeHTamu CI'Y;

- neiicTByIolIeit HHCTPYKIHedt o Jenonpoussoactey B CI'Y;

- HACTOSILIMM IOJIOKEHHEM.

2 CocTaB M CTPYKTypa oTaena

2.1 CTpyKTypy M WITaTHOE pacruicaHue oTaena yreepxkaaer pekrop CI'Y mo
NIPE/ICTABIICHUIO  NPPPEK TOPA 10 o AHHSA WHOHHOU 11 Bty Tir ek ots

et 7 ppspre. - 3

gty

2.2 HauajpHUK OT/ela Ha3HAYaeTCs Ha JTOKHOCTh M OCBOOOXKIAeTcs OT
nomKkHOCTH npukasom pekropa CI'Y 10 NpeCcTaBleHNIO ppPEXTOPA 110 2P7AHHIA -

UHPHHPL 1) AHANITHYE Lo PADDTE, gl 3
2.3 IlpaBa 1 00513aHHOCTH HaYaJIbHUKA H PAGOTHHKOB OT/EIIa ONpeseseHbl B

JOJDKHOCTHBIX MHCTPYKLUAX.

3 OcHOBHBIE 331241 0TJe]a

3.1 OCHOBHBIMM 33jlauaMy OT/IeJIa SIBJIAIOTCS OpraHu3alus U PyKOBOJCTBO
JIEJIOTIPOU3BOJICTBOM 1 nokymentoodoporom B CI'Y B wactu BXOJSIIEH,
MCXOJISIIeH 1 OpraHM3alHOHHO-PACTIOPAINTENLHON JOKYMEHTALUK CIV.

4 GyHKUMH 0T/e]1a
4.1 Otpen:
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- oprammsyeT 10 TOPYYEHHIO pPYKOBOJCTBA MOATOTOBKY MPOCKTOB
OpraHn3alOHHO-PACTIOPS AN TEIbHBIX JIOKYMEHTOB, obecrieyrBaeT nx
0(hOpMIIEHHE U BBIILYCK;

- KOOpIMHHpYeT PaGoTy CTPYKTYPHBIX MOApAa3/eNieHuil MO MOATOTOBKE U
M3MEHEHHIO HOMEHKIATYpBI 11ell, paspabatbiBaeT obuiyro Homenkmatypy aen CI'Y;

- OCYLIECTBJISET KOHTPOIb 33 TpPaBUIbHBIM (OpMUpOBAaHMEM el B
CTPYKTYPHBIX MOJpA3/IeNeHNAX M MOArOTOBKOH JOKYyMEHTalMK K mepenate B
apXUB;

- paspabarbiBaeT M BHEJPSET INPELIOKCHHs IO COBEPUICHCTBOBAHUIO
cucteMsl genonpoussozctsa B CI'Y;

- opranusyeT pabOThl [0 PErUCTPALUH, YHETy U XPAaHEHHUIO JIOKyMCHTaLNH
MaTepHasoB TEKYLLEro apXuBa;

- 06pabaThiBaeT BXOANIYIO U MCXOJSLIYIO JOKYMEHTAlHIO, I0CTaBIsIeT ee
0 Ha3HAYEHHUIO;

- OCYIIECTBIISET KOHTPOIIb 32 CPOKAMH UCTIONHEHHS BXO/AIMX HOKYMEHTOB;

- OCYLIECTBIIET KOHTPOJb 33 KAueCTBOM MOJATOTOBKH M OQOpMICHUEM
OpraHM3alMOHHO-PACTIOPS IMTENBHBIX I0KyMenToB B CT'Y;

- odopmIsieT KOMaHIMPOBOYH:'€ NOKYMEHTBI, PErHCTPUPYET PpabOTHHUKOB,
npueszxkatonmx B CI'Y B KOMaHIUPOBKY;

- MeyaTaer CIyXeOHble IOKyMEHTHl M CHHMAeT HEOOXOAMMOE KOIM4EeCTBO
IK3EMIUISIPOB KOIH;

- OCYIIECTBISIOT METOIMHYECKOe PYKOBOACTBO paboToii ¢ BXOJIAILEH,
HCXOJIsSIIIEH, OpraHU3aLHOHHO-PACTIOPS TN TENBHOM JIOKyMeHTaLuen B
CTpyKTypHBIX mozapasenenusx CI'Y;

- yuactByeT B 00yucij:i pPabOTHMKOB, OTBETCTBEHHBIX 3a BEICHHE
JIeNIONPOU3BOICTBA. '

5 B3zaumojeiicTBHe OT/1es1a ¢ IPYTHMH NoApa3aeJIeHHAMHU

5.1 B xone peanusauuy CBOMX 3aj1a4 U (QyHKUHI oTien B3aUMOJICHCTBYET C
npyrumu  noapasienenusmu CI'Y W BHELIHMMM  OpraHM3alMsMH B pamKax
[OJHOMOYHiA, ONpeNeNeHHBIX HawTOAUIMM  [OJIOKEHHeM, —TpHuKasaMu U
pacrnopsokerusimu pexropa CI'Y.

6 IlpaBa

6.1 TlpaBa oTjena peajusyeT Ha4albHMK OTJe/la B COOTBETCTBHH C
OTHOMOYHSIMH, OTpeIeEHHBIMU B IOJDKHOCTHOI HHCTPYKIMH.

6.2 Oren uMeer Mpaso:

- 3ampamMBaTh OT CTPYK!YPHBIX MOJpa3/Ie/eHHi CBe/IeHN, HEeoOXOIUMbIE
ULt OCYIIEeCTBIIEHMS CBOMX (yHKLIMH;

Z MOAMMCHIBATD U BU3UPOBATH JOKYMEHTBI B IIPEJIeNlax CBOSH KOMIETEHLMY;

-BO3BpAIaTh UCIONHUTENAM JOKYMEHTbI, O(OPMICHHbBIE C HApYLICHHEM
YCTAHOBJICHHBIX TTPABUJI 1€JI0NPON3BO/CTBA;
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- HpOBepATH MPABHIBHO.Tb BEJCHMS JENONPOU3BOACTBA B CTPYKTYPHBIX
noapasnenennsx CI'Y 1 TpeGOBaTh yCTPaHEHHs BRIABICHHBIX HE0CTATKOB;

- y4acTBOBaTb B OOCYXJIEHUSX C PYKOBOJICTBOM BOMNpOCOB, KaCaloMXCA
paboThL ¢ TOKYMEHTaMH, COBEPLICHCTBOBAHMS (GopM 1 MeTO10B pabOThI C HUMH.

7 OTBeTCTBEHHOCTh

7.1 Bcio TIONHOTY OTBETCTBEHHOCTH 3a Ka4yecTBO U CBOEBPEMEHHOCTbH
BBIMOJIHEHUST BO3JIOKEHHBIX HacTosmmM IlonmokenneM Ha OTAeN 3ana4 M
(byHKUMH, HeCceT HayaIbHUK OT/erNa.

7.2 CreneHp OTBETCTBEHHOCTH JAPYIMX pPaOOTHMKOB YCTaHABIUBACTCH
JIOJDKHOCTHBIMH MHCTPYKIMSIMH.

8 OpraHu3anusi IesiTe;HOCTH 0TAeNa

8.1 Co3jiaHue yrpaBIsseMEIX yCIOBUi obecredrBaeTcst:

- 060POM U PACCTaHOBKOU KaJpoB;

- 00yueHreM TepcoHana;

- OCHAIIleHHEeM PaboUYNX MECT BCeM HEOOXOUMBIM.

8.2 Kpurepuu 5 GpeKTHBHOCTH PabOThI:

- 3HaHWE W NpaBHIBHOE HCIIONHEHHE MPOUEIyp, B paMKaX KOTOPBIX OTZEN
OCYILECTBIISIET CBOIO JEATEILHOCTD;

- OTCyTCTBHE OOOCHOBAHHBIX MPETEH3MH Yy pYKOBOACTBA M JPyrux
CTPYKTYPHBIX [10/Ipa3/ie/IeHhi K eI TeNBHOCTH OT/eNa;

- OTCYTCTBHE HECOOTBETCTBUH B JIEATENBHOCTH OT/EINA, BBISBICHHBIX B X0/
MTPOBEPOK.

PykoBoauTesb pa3paboTKH,
HayaJIbHUK YIIPaBIeHUs

OpraHu3alMOHHO-aHATUTHYECKOTO
obecneyeHus T.I'. 3axapoBa

OTBETCTBEHHBIN UCIOJIHUTEIb,

HA4YaJIbHHUK OTZAENA JOKYMEHTalH- 7

OHHOTr'0 o0OecIeueHus %”% : H.U. Ky3pmuuesa
(/ 4

COTI'JIACOBAHO: e &

HOpuckoHCyIbT OTAENa KaJpoB 4@(% Pt J.A. nsiasx

HopMoKoHTpOIIB, ) ZZ
BeJl HHIKEHEp 10 Ka4ecTBY sé{ ’é #4203 MK. Jlenexuna
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