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1. O6mue noaoxenns

LI, Omaen  jokymeHTalMOHHOTO  oBecreyemis OCYLIECTBISIET  (DYHKLUMM  JIOKYMEHTALHOHHOTO
obecricvenns B yHHBEpCHTETE.

1.2, Omnen nokymentaunonnoro obecnevenus spisercs CTPYKTYPHBIM NOAPA3IC/ICHHEM YHHRBEPCHTE T
H MOAYHHACTCA HEMOCPEICTBEHHO PEKTOPY.

l.3. B croeii pabore otaen AOKYMCHTAUHOHHOTO  O0ECleYeHNst PYKOBOACTBYETCH JCHCTBY IO1IM
3AROHOATCNILCTBOM, TIPABHIAMH M METOAHYECKHMH yKa3aHUsIMHU DenepaibHOr0 apXUBHOIO areHTCTRA
(nasee — Pocapxus), ApyruMu JACHCTBYIOIMH HOPMATHBHLIMH, METOAMYECKHMH JIOKYMEHTAMH B
obnacti JAOKYMCHTAILHOHHOTO 066-0{16'-561-11{5] YhopaBlieHns, JACITOIIPOU3BOJICTRA, APXHBHOTO Jena o
HACTOALLMM MOJOKEHHEM.

L4, Orzen nokymMeHTaUMOHHOrO oGeCHedeHHs BO3MIABISET HAUYAILHHK. HazHaAuYaeMbll  NpHKAioM
peKTopa.

1.5. B HCPHOMI OTCYTCTBHA HadallbHUKA OT/He/a AOKYMEHTALLHOHHOTIO 06L’_CHBHCIII'IH ero odA3aHHoOCTH
HCTOJIHACT €10 3aMeCTHTEb (MPH €ro HAMYMK) HIIH APYTroii paboTHHK, nazHayeniblii [IPUKA30M PCKTOPa
WJIN JIHLA €TO 3aMELaOMIEro.

1.6, Ot1j1e/1 NOKYMEHTALMOHHOrO 0GecedeHns nMeeT KPYIIIYIO Me4aTh ¢ 0D03HAYCHUEM HAMMEHOBIII
YHHBEPCHTETA.

2. OcHOBHBIE HEJTH 1 3a/1aun

2.1 OcHoBHBIMI 3a/IauaMU OTENA J0KYMEHTAIHOHHOTO 00eCIeeHMs SBASIOTCS

- i_)GCCIIL“IL‘III-IfC‘ OpraHns3alyM J'J.GJ]OHPOH'SB(),BCTBE B _\’l[l‘]BC|')C]-['I'C']'E B COOTBETCTBHH C HHCTD)’I\'ILI!UI“I 1o
){i‘l‘JIOH|'l(li1'1|'l0,LLL‘TB)-’;

= ]'1&13|}&l'30'1'h'21. BHEAPCHUE HOBBLIX TEXHOIOTHYECKHX [IpoIeccon p{:l()(‘lTbl C JOKYMCHTaAMH, B TOM Hhc/e
YHOps0vucHe cocrasa AOKYMEHTOB, COKPAallCHHEC X KOJHYECTBA M OHTHMH Al JOKYMCHTOTIOTORO

- OCYIECCTBACHUC KOHTPOJISL 3a CBOEBPEMEHHLIM [POXOWKIACHUEM, HCHOJHEHHEM M KAYCCTRCH LM
O(l}t‘lpu\i.'lt.‘llllf.’l\l HMOKYMCHTOB, aHallids HCrnoaHuTell bCKO AVCHHTTIITHHbL

- obecricuenne  orbopa, yduera M COXPaHHOCTHM JIOKYMEHTOB, OOpasyloumxcs B JeATeILHOCTH
YHHUBEPCHTCTA.

- yuactue B akenepTHoi komucenn (IK) no sxermeprise 10KYMEHTOB;

- Opranusaims nomMouM B padboTe ¢ JOKYMEHTaAMH B CTPYKTYPHBIX MOApasie/ e,

3. Oynkm

3.1 Orien oKyMEeHTAUMOHHOro ofecreueHuss B COOTBETCTBHU € BOWIOKEHHBLIMU HA HErO 3a/10uan i
OCYLLIECTBISIET ClieaAyIomMe (DY HKIMHH:

- OPraHus3yer B HeI0M JIJI0NPOU3BOACTBO B YHUBEPCHTETE:

- HCHNOJABL3YET HOBBIE TEXHOJIOIMUYECKHE MOPOLECChl (B ToM uHCIe 0e30yMaKHbIe), MPUMEHIACMLIC #
YHHBEPCHTETE € JIOKYMEHTAMM, CIOCOOCTBYIONIUE [OBBILICHHIO KYJIBTYPhI padOThl ¢ HUMH, COKPAILCHHIO
CPOKOB [TPOXOIKIASHHA U UCITOJIHEHHNS AOKYMEHTOB;

- POBEPSCT KAYECTBO O(GOPMIICHHS TOKYMEHTOB, NPEACTABISEMBIX Ha HOAIHCH PYKOBOICTBY
SOCYIICCTBIACT  TCKYIUEE XPAHCHHE MOUTHHHUKOB OpPranu3alMOHHO-PACHOPSANTENBHBIX (MPHKI30E.
pacnopsRenii) JOKYMEHTOB COITIACHO HOMEHKIATYPE J1ell, 00eCneynBaeT UX PACCHIIKY M JIOBEICHHE /10
HCITOITINHTral e,

- OCYHICCTRIAET OSKCHEAMUHOHHYIO 00paboTKy: OpHeM, PErucTpalHio. yHeT. XPAaHCHHE. PacChiliy
KOPPeCHOHACHIIHK, B TOM HHCJIE MepelaHHOil N0 CHOCUHANbLHBIM CPEJICTBAM CRBS3M, BEIET CIIPAROMHYVIO
padoTy 1o Heii:

- obecneunBaeT COOTBETCTBYIOUIHI PEXHUM JIOCTYNa K AOKYMEHTAM H HCHOJIL30BAHHE HH(OPMAILII,
coJlepikalleiics B HUX;

- OPraimsyceT KOHTPOJIb 34 CBOCBPEMEHHBIM HCIIONHEHHEM JOKYMEHTOR B COOTBCTCTBHM € Pe3oiioiiie
PYKOBOACTBAL

- pazpalaTbiBACT 1 BHEAPAET HHCTPYKUHMIO 110 JEI0TPOH3BOACTBY:



5

- (hopMupyeT jiena OTena JOKYMEHTAMOHHOTO obecretuenns:

- OCYHICCTRIACT NOArOTOBKY JIOKYMEHTOB OTAeNa AOKYMEHTAIHOHHOIO 00eCHedenns K ciaue & apxHi
YHHUBEPCHTETA:

- OCYIIECTBIsET padoTy ¢ 0BpallleHHSIME FpaK/iaH.

4. lIpasa u obsi3anmocTn

4.1. Orten nokymMeHTanMORHOTro 0GeceYeHust nmeeT IIpaBo;

- OCYIICCTBATL  MPOBEPKY  OpPraHu3alliy  JICJONPOM3BOACTEA B CTPYKTYPHBIX  [OJPA3IC/ICHISN
YHUBEpCHTETA;

- SAlpalBaTh Y pyKOBOAMTENEH CTPYKTYPHBIX NOApaseaeHnii undopmaltiio, HEODXOIMMYI0  J11
BBINOJIHCHMS (DYHKIMIT KOHTPOAS HCTTOTHEHHS:

- BOSBPALIATL HCHOTHUTEAM Ha T0pabOTKY JOKYMEHTB, O(GOPMICHHbIC ¢ HAPYILIEHHEM YCTAHOBICH HLIX
ACHCTBY IOLIMME HHCTPYKIMAMU, TpeGoBaHmii;

- BHOCHTL PYKOBOACTRY yHHBEPCHTETA IIPEUIOKEHUS 110 COBEPIICHCTBOBAHUIO (JOPM H METOIOR padoThl ¢
JAOKYMCHTAMH YHHUBEPCUTETA;

- BHOCHTL  PYKOBOACTBY ~YHWBEPCHUTETA MPEIOKEHHS 110 COBEPIICHCTBORBAHMIO pabOThl  OT/cd
AOKYMCHTAUHOLHOTO 00ecneyenus, ONTHMH3AMHE €70 CTPYKTYPbI U IITATHON UHCACHHOCTH:

- YHACTROBATL B [10/00PE U PACCTAHOBKE KAJPOB 110 CBOEMY NPO(HITIO JeATeNLHOCTH:

- YHACTBOBATE B ONCPATHBHBIX COBCLIAHHIX YHUBEPCHTETA IPH PACCMOTPEHNH BOMPOCOR, OTHECCHHLIN KK
KOMIICTEHLHH OT/1e)1a JJOKYMEHTALHOHHOIO 00ecneUeHus.

4.2, O1en J0KYMeHTAIHOHHOro obecnedyenus 00g3an:

- obeclieunBarh OCyIECTBICHHE CBOCBPEMEHHOI0 NPUEMa, PErHCTPALLHH, ydera, XpaHeHMs H PACChiki
BXOAIICH.  HCXO/SILEH  KOPPECHOHACHIMK, OHNEPATHBHOIO [OMCKA M BbiAauu  HHGOPMALHN 110
JIOKYMEHTUM:

oJIydarh M OTIPABIATE JOKYMEHTBI N0 (PaKCUMIITBHOT CBSI3H:

BECTH YHCT 3aKa3H0H M LeHHOIT KOPpecITOHIeH LIHH;

= PACCHUTATL  BXOASALLYIO W BHYTPEHHIOIO KOPPECHOHJACHIMIO IO CTPYKTYPHBIM  HOAPA3IACACH AN
YHHUBEpCHTETA:

= OOPMAATH M OTIIPABIATE POCTYIO H 3aKA3HYIO KOPPECIIOHASHIHIO:

= PCIUCTPHPOBATEL TPOBEPSAIOLLHE OPraHn3aLMu;

= PErMCTPHPOBATE IOBEPEHHOCTH HA [IPABO NPEACTABICHHE HHTEPECOB YHHBEPCHTETA:

= PErHCTPHPOBATL M OCYUIECTBIATL JBMIKEHHE BO BpPeMsl COITIACOBAHWS MPHKAZOB 110 OCHOBIOI
JACHTCHBHOCTH, 8JIMHHUCTPATHBHO-X03HCTREHHOM JIeATe/IbHOCTH, PACTIOPSIIKEHI PEKTOPa/TIPOPERTOPOL:
- obecreynBaTh CBOEBPEMEHHOE PACCMOTPEHHE JOKYMCHTORB, MPEACTABISEMbIX Ha HOANUCH PYKOBO/IC THY
1 IPOBEPSITH KAYCCTBO W MPABHIILHOCTE O(DOPMJIICHHS JIOKYMCHTOB;

- obecHeunBaTL OPraHM3aLMIo KOHTPOIS 2a CBOCBPEMEHHBIM HCTTOMHEHUEM JIOKYMEHTOR!

= OPrati3OBLIBATE H KOHTPOIHPOBATE padoTy ¢ 0OpalleHusIMM MPaKIa B YHHBEPCHTETE!

= OCYHICCTBATL KOHTPOIL 34 OpraHusalMed JOKYMEHTAUMOHHOIO O0eCIeueH s W MCTOHHCCKOC
PYKOBOACTBO PaboToil ¢ IOKYMEHTAMH B CTPYKTY PHBIX MOJAPA3ACICHUAX YHHBEPCHTETA;

- paspadarhiBatTh HHCTPYKLHIO 110 BEACHHIO ACIOUPOH3BOACTEA B YHHBEPCHTETE,

= OCYIICCTBRIATE MEPBI 110 YCOBEPUICHCTBOBAHUIO U Y ITPOMICHIIO JSJIONPON3BO/ICTRA;

= OCYIICCTRITE THOATOTOBKY WCHOJHEHHBIX JOKYMEHTOB JUIA MEPEJadn B apxuB B COOTBCTCTRHI
HMOMEHICTATY POTT e

- YHACTBOBATEL B padoTe IKCIEPTHOH KOMUCCHH

- OCYIICCTBAATDL YUCT HevaTel ¥ TaMnoB YHHBEpCHTeTA:

- OCYMECTBIATEL 3aBepeHue repbOBOH NEvaTbi MOANNCEH  YITOMHOMOYEHHBIX JIMIL HA JIOKYMEHTHN
YHUBEPCHTETA:

- BECTH yueT pabOTHUKOB, NPUOLIBAIOIINX B YHHBEPCUTET B CJIYKEDHBIE KOMAHIHPOBKH.
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5. OrBeTcTBEHIOCTD



5.1. Hauambhuk otzena AoKyMEHTALMOHHOIO OBGeCHedeHUs HCCET MEPCOHANILHYIO OTBETCTBEHHOCTL
HEPEIL PEKTOPOM YHUBEPCHTETA 34 OCYINECTBICHHE 3a1au 1 (hyHK i, MPEyCMOTPEHHBIX HACTOAIIHM
MOJIOKEHUEM.

5.2. Keanndukauuonnsle tpeGosanus, [pasa, 00A3aHHOCTH M OTBETCTBEHHOCTD COTPYAHHUKOB OT/[ef1a
AOKYMEHTAUHOHHOTO O0eCneYeH s ONPEAEAIOTes AOMKHOCTHBIMH HHCTPYKLUHSIMU. pazpabarbiBaembin i
Ha OCHOBaHHM HACTOSIIIETO TOJIOKEHUSL,

6. B]al-lMO,[lei-iCTBlIE C APYTHUMHI NOAPAa3eIeHHsIME YHUBEpCHTETA
Y I b

0.1. Oraen AoKyMEHTALMOHHOIO obGecreyeHns HAXOAHTCH B TECHOM B3aUMOJCHCTBHH €O BCCMU
PYKOBOIMTC/IAMM  CTPYKTYPHBIX — NOAPasfelieHnit  yHMBepcuTeTa N0 BOM pocaM  BeaeHs
ACIONPOUIBOACTBA, OPraHW3alny KOHTPOIS M HPOBEPKH HMCHONHEHMS, COBEPLICHCTBOBAHUS CTHIH 1
METONOB  paboThl ¢ JOKYMEHTAMH, [OArOTOBKH H MPEJICTABNCHUS.  HEOOXOMMMBIX  PYKOBOJACTRY
AOKYMEHTOB, HCIOIB30BaHMs CI1yKeOHOH HH(opMari,

6.2. Hauanbuuk otaena JOKYMEHTALMOHHOIO OGecHeueHns npenenax CcBoeil  KoMIeTeHiu
OCYIECTBIACT B3AMMOOTHOILIEHHUSA CO CTOPOHHUMH OPraHH3aiHsIMH.

C nongKrennemM o3HaKOMIICHBL:
Ukt Plowmasn E
. E-"é’if’/%”rf' Lrbepd it oBe 2 /0
[ ({%ﬁ%(ﬁ-t-ﬁ(’f@? /=




