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JOJDKHOCTHASA HHCTPYKIIUA
BeyIIero JOKyMeHTOBeNAa y4eGHO-MeTONHIECKOro oTaesa
I'bOY BIIO IICIT6IMY um. ILIL. IlaBnoBa Munsapasa Poccun

1. O0mue noJ10KeHHA

1.1. JIo/DKHOCTE BeAYIIEro JOKYMEHTOBeda Y4eOHO-METOMHIECKOro OTaeNa (fanee — BenyLui
moxkymentoen) I'BOY BIIO TICII6GIMY wum. WM.IL IlaBnoBa Mun3apaBa Poccum (manee —
YHHBEpPCUTET) OTHOCUTCS K KATETOPHH CIICIIHATHCTOB.

1.2. Ha [OmWKHOCTH BeIyIlEro MOKYMEHTOBENAa Ha3zHA4yaeTCs JIMIO, KMEIOINee BhIcHIee
npodeccuoHanbHOe 00pa3oBaHue U CcTax paboTEl HE MEHee 3 JieT.

1.3. Begymuif nokyMeHTOBE HAa3HA4aeTCss HA JODKHOCTh M OCBOOOXIAETCsi OT Hee IPUKa3oM
pEKTOpa YHHUBEpPCUTETA, NO MPEACTABICHHIO HaYalbHHUKA y4eOHO-METOAMYECKOro oTaena (maiee -
OTJIEI), COITIACOBAHHOTO ¢ IIPOPEKTOPOM IO yueOHOU pabore.

1.4. Bemymuii nokyMeHTOBEN IOJDKEH 3HATH: 3aKOHOJATENIhHBIE M HOPMAaTHBHBIE IIPAaBOBEHIE
aKThl, IOCTAHOBJIEHHUS, PACIIOPSDKEHHUS, IPUKA3bl, APYTrHe PyKOBOISUINE U HOPMATHBHBIE JOKYMEHTH]
BBIIIECTOSIIMUX OPraHOB, KacaroIIuecs TOKYMEHTAIIMOHHOTO OOECIEeUeHHs! YNpaBlIECHHUs; HMOPSIOK
ILTAHUPOBaHUs, IIPOEKTUPOBAHMUSI U TEXHOJNOIMI0o paboTel Ha 0Oase OpraHM3anMoOHHOM H
BBIUHUCIIHUTENLHON TEXHHUKU CIYXO ITOKYMEHTAallMOHHOTO OOecledeHus YIPaBICHHSA; METOIBI
HCCIICIOBAHUS, aHaln3a, IPOCKTHPOBAHUS W pa3BUTUA [TOKYMEHTAIHMOHHBIX CHCTEM; IOpPAIOK
odbopmieHus, accupuKavy, XpaHEHHS, OSKCIEPTU3Bl LEHHOCTH JOKYMEHTOB; OpraHU3alHIo
apXUBHOIO Jeja; HOPMaTHBHBIE U METONMYECKHE NOKYMEHTHI IO IIPOEKTHPOBAHUIO M 3KCIUTyaTallUH
aBTOMAaTH3UPOBAHHBIX UH(MOPMAIMOHHBIX CHCTEM YTIPaBIEHUS; OCHOBBI IPOTrPaMMUPOBAHMS; METOIbI
IPOEKTHUPOBAaHUS M akTyalus3anuu 6a3 u OaHKOB MaHHBIX; OCHOBBl 3PrOHOMMKH, COLMAIBHON
MICHUXOJIOTHH, COLIMONIOTHH; JOKYMEHTOOOpa30BaHHE, OTEYSCTBEHHLIM U 3apyOek bl ONBIT B 00IACTH
JTOKYMEHTAIlHOHHOTO OOECHEUYEHUs] YIIPaBJIEHHs; OCHOBBI OJKOHOMHKH, OpraHH3aluH Tpyla H
yIOpaBieHHs; 3aKOHOJATENLCTBO O TPY/E; IIpaBujla BHYTPEHHErO0 TPYIAOBOr0 paclopsiKa; IpaBuia |
HOPMBI OXpaHbl TPy/a.

1.5. B cBoell [eATeNbHOCTH BeNYMIMH NTOKYMEHTOBEI PYKOBOJCTBYETCH: 3aKOHONATENLHLIMH

HOPMATMBHBIMUA aKTaMH II0 BOIPOCAM €ro JesTelbHOCTH; METOOMYECKUMH MaTepuaiamy,
OTHOCSIIIIUMHUCS K €ro JeATENBHOCTH; YCTaBOM Y HHBEPCHTETa, IMIPHKa3aMH ¥ PaCHOPSIKEHUSIMH
peKTopa Y HUBEpCHUTETA, HucTpykunelt mo AeNompou3BOIACTBY Y HUBEPCHUTETA; IOJOXKEHHEM 00

y4e0HO-METOANYECKOM OTHAENE; HACTOAIEeH NOJDKHOCTHON HHCTPYKIMEHN; IMpaBHUIaMH BHYTPEHHErO
TPYIOBOI'O PACIIOpsAKa Y HUBEPCUTETA HHBIMH JIOKATHHBIMH HOPMATHBHBEIMH aKTaMH Y HUBEPCHUTETA.
1.6. Benymu#t 1oOKyMeHTOBE HEIOCPEACTBEHHO MTOMYHNHAETCA HAYaIbHUKY OTAENA.
1.7. Ha BpeMs OTCYTCTBHS BERYIIEro JOkyMeHToBena (60Je3Hs, OTIYCK, KOMAHIAUPOBKA U T.J1.)
ero 00A3aHHOCTH MCIIOJHSET JIMIIO, Ha3HAYEHHOE B YCTAHOBJIEHHOM IOPSAKE IPHKA30M PEKTOPA.



2. 1oJoKHOCTHBIE 003aHHOCTH

Benymmuit moxymeHTOBE!

2.1. OpranuzoseiBaeT paboTy IO BBEIIOJHEHHUIO IUIaHa pabOTEl OTHENa 10 COOTBETCTBYIOMIMM
HaIlpaBIICHUSIM.

2.2. Ilomywaer, cucTeMaTH3UpyeT ¥ XPaHUT IIOCTYNAIOUIYI0 B OTZHEN JOKYMEHTAallMIO B
COOTBETCTBUH C HOMEHKJIATYPOH JIeI.

2.3. 3HaKOMHMT COTPYIHMKOB OTACJIA C JIOKATHHBIMU HOPMATUBHBIMY aKTaMK Y HEUBEPCUTETY.

2.4. Cocrapnser rpadpuk paboT, HHCTPYKHUUH, [TOSCHUTEIbHBIE U CIIYKEOHBIE 3aIIUCKU U APYTYIO
JOKYMEHTalMIO, & TaKKe YCTaHOBJEHHYIO OTYETHOCTh IO YTBEPXKAEGHHBIM QopMaM H B
YCTaHOBJIEHHBIE CPOKH.

2.5. KorTposmpyer cobironeHre YHCTOThI U IIOPSAIKA B TIOMEIIEHUN OTIENA.

2.6. PaspabarbiBaeT U BHeIpseT COBMECTHO ¢ KadeapaMyu U IeKaHaTaMH ydeOHO-METOIuYecKue
JOKYMEHTBL 10 obecneueHuIo yyeOHOoro npoiecca.

2.7. TlpyHuMaeT ydacThe B IUIAHUPOBAHWM, OpPraHM3alW¥ ¥ COBEPIUICHCTBOBAaHMM YueOHOTO
fpoiiecca.

2.8. OcyiecTBiieT KOHTPONG IO BEIIONHEHHIO TpeOoBaHm# (elepaibHBIX IOCyNapCTBEHHBIX
obpa3oBaTebHBIX CTAHIAPTOB. '

2.9. Oprasn3oBbIBacT BHEAPEHUE CHCTEM BEICHUAS TOKYMEHTAIIHH.

2.10. IlpuHMMaeT Mepsl IO YHOPSAOYEHHIO COCTaBa JOKYMEHTOB M HHGOpPMaIMOHHBIX
[IoKasaTenei, COKpalieHHIO UX KOJIUYECTBA X ONTHMHU3AIHH JOKYMEHTOIIOTOKOB.

2.11. Msy4aer u 06001aeT nepefoBOi OTeUeCTBEHHBIM ONBIT B 061acTH y4eOHOTO mporecca.

2.12. BRIIONHSET OTAEIBHBIE CITYy)KeOHbIE TOPYHEHUS HEITOCPEECTBEHHOIO PYKOBOIUTES.

2.13. PaspabatriBaeT M BHEAPSET TEXHOJIOTMYECKHE MPOIECCHl paboThl ¢ NOKYMEHTaMH W
IOKYMEHTHOH nH(OpManuell Ha OCHOBE HCIIOJIb30BAHUS OPUCHOM U BRIMUCIUTEIFHOH TEXHUKH (YUET,
KOHTPOJIb HCIIONHEHHS, ONIEPATUBHOE XpaHEHUE, clipaBo4Has paborta).

2.14. OcymecTBIIET KOHTPOJIb 3@ COCTOSHUEM AETONPOU3BOACTRA.

2.15. TlogroraBnuBaer NpeanoXeHUs O OOECHEeYeHUIO 3PrOHOMMYCCKUX YCIOBHH Tpyna,
paumoHanu3anuy paboyux MecT pabOTHUKOB yueOHO-METOIUYECKOIO OTAENA.

2.16. PazpabareiBacT YHUQUIMPOBAHHBIE CHCTEMBI JOKYMEHTallul M Tabenu IOKYMEHTOB
Pa3IMYHOrO Ha3HAYEHUS U YPOBHS YIIPABIEHUS, KIIACCH(PUKATOPE! JOKYMEHTHOH HGOpMaWH.

2.17. llpuHuMaeT Mephl IO YHOPSAOYCHHUIO COCTaBa MNOKYMEHTOB M WHGOPMAIMOHHBIX
TIoKa3aTenel, COKpameHHIo BX KOJIMYeCTBa B ONITUMU3ALUH JOKYMEHTOIIOTOKOB.

2.18. VYuactByeT B 0TOOpe NOKYMEHTOB, MEpelaBacMBIX Ha TOCYJapCTBEHHOE XpaHEHHE,
OpPraHH3alliK XpaHeHHU U 3KCIIEPTU3E [IEHHOCTH TOKYMEHTOB.

2.19. llpusumaer ywacThe B IIOCTAHOBKE 3a4a4, IIPOEKTHPOBAHMM, OIKCILTyaTallMd U
COBEpLUCHCTBOBAHUY (B YaCTH ITOCTAHOBKY 3a/ad U 3aKIoueHu# 00 ya006cTBe BHECEHHSI HHQOPMAaIuH
B 6a3pl JaHHBIX M IIOJIYYEHHS BBITPY30K K3 MOCIEAHWX) aBTOMATH3MPOBAaHHBIX MH(POPMAIMOHHBIX
CMCTEM M CHCTEM IUIAaHMpOBaHHA Yy4eOHOro Iipolecca, a Takke B pa3paboTke HOBEHIINX
uHGOPMAIlMOHHBIX TexHONOTMH (B TOM d4mcne Oe30yMaxkHBIX), OasHpyrolIuxcs Ha MNPUMEHEHUH
BBIYHCIUTENBHO! U MUKPONIPOLIECCOPHOH TEXHHKM, NPOEKTHPOBAaHMH UM akTyanHusaluu 6a3 u OaHKoB
JIaHHBIX.

2.20. Hzyuaer u o0600ImaeT IepesoBOH OTEUECTBEHHBIH U 3apyOexHbiR ONBIT B 00JacTH
JOKYMEHTAHOHHOro obecnedenys opraHusaluy yuebHoro npouecca, paspabarsBaTh HOpPMaTHBHO-
METOIMYECKHE TOKYMEHTHI [10 BOIIPOCAM JTOKYMEHTAIIMOHHOTO 00eCIeYeH U .

2.2]1. Oxa3plBacT KOHCYJIbTATHBHYIO NOMOINL NOKYMEHTOBEIAM B WCIIOJHEHUH CIYXeOHBIX
obs3aHHOCTEH.

3. IIpaBa

Benyminii TOKyMEHTOBE], UMEET IIPABO:

3.1. HomygaTe oT 0byyaromiMxcss ¥ COTPYOHHKOB YHHBEpCHTETa MH(OPMANMIO II0 BOIPOCAM,
BXOJSAIMM B KOMIIETEHLHIO OTAENa ¥ HEOOXOIMMBIM JIJISl PELIeHHs! IOCTaBIeHHbIX 3anady.

3.2. MHcnoms3oBaTh B CBOe#l paboTe TeXHMUYECKHME CPEACTBA M IPOIPaMMHOE OOeCIedeHHe,
HeoOXomuMble U1 HHPOPMAIIHOHHO-METOAHYECKOro obeciedenns y4eGHOro IpoLecca.



3.3. 3HaKOMHTECS C JIOKAIBHHIMH HOPMATHBHBEIMHM aKTaMH YHMBEPCHTETa, KACAIOLUIMXCH €ro
JesATETLHOCTH.

3.4, BHOCHTE NIPEMIOKEHHA [0 COBEPIICHCTBOBAHMIO PAbOTHI, CBS3aHHOM C IPEXyCMOTPEHHBIMHE
HacTosLeH HHCTPYKIMEeH O0A3aHHOCTAMH.

3.5. B npenenax cBoeil KOMIETEHIMH cOOOINATh HEMOCPENCTBEHHOMY PYKOBOIUTEMO 060 Beex
HEJIOCTAaTKaxX, BBIABJICHHBIX B IIPOIECCE HCIIOJNHEHMS CBOMX MOJDKHOCTHRIX OOSI3aHHOCTEH ¥ BHOCHTH
IPEIIOXKEHHUS 110 X YCTPAHEHHUIO.

3.6. 3anpammuBaTre JUYHO MM [T0 MOPYUYCHWIO HAYANBLHHUKA OTAeNa Y CIERMUAINCTOB CTPYKTYPHEBIX
noapasfaencHudl YHuBepcuTeTa WHPOPMAIMIO W AOKYMEHTHI, HEOOXODMMEIE Ui BBUIONHEHMS €I
JOJDKHOCTHBIX O0S43aHHOCTEH.

3.7. IlomyuyaTh OT HENOCPEACTBEHHOTO PYKOBOIMTENS COACHCTBHE NPH HCIOIHEHWH CBOMX
JOJDKHOCTHBIX 00s3aHHOCTEH U T1pas.

3.8. IlpencraBnare HHTEpechl YHMBEPCHTETa B OpraHM3aliiX, O BOMPOCAM KaCArOUIMXCS
JeSTEeNBHOCTH OTeNa.

3.9. oamnuceBars (BU3MPOBATH) JOKYMEHTHI B IIPEJIENaX CBOCH KOMIICTEHIMH.
4. OTBeTCTBEHHOCTH

Benymuii 1oKyMeHTOBEI HECET OTBETCTBEHHOCTD 3a:

4.1. Henamnexaiee HCIONHEHHE WM HEHCHIOJHEHHE CBOMX AOJDKHOCTHBIX 0Os3amHOCTEl,
IPEeAyCMOTPEHHBIX HACTOAIIEH [NOJDKHOCTHOM HHCTPYKIMEH, - B IHOpelenax, OIpeNelICHHBIX
JEUCTBYIOIIUM TPYAOBBIM 3aKOHOAaTeNnsCTBOM Poccuiickoi denepanui.

4.2. IlpapoHapymieHHs, COBEPIICHHBIE B IPOLECCE OCYIIECTRIEHHMS CBOEH NESTENbHOCTH, - B
npenenax, ONpeNeNIEeHHBIX HNeHCTBYIOIIMM aJMHHUCTPATHUBHBIM, YIOJIOBHBIM H I'PaKIaHCKUM
3aKoHozarenscTBoM Poccuiickoit denepanuu.

4.3. IlpuuuHenuwe MarepwanpHOro ymepda — B IHpeaenax, OIPENENCHHBIX NeHCTBYIOMIUM
TPYAOBBIM M I'PaXKIAHCKUM 3aKOHOAAaTeALCTBOM Poccuiickoit Denepanumu.

4.4. Hapymesuit VYcraBa YHHUBEpCHTETa, NpaBHUI BHYTPEHHErO TPYIOBOIO pACHOpPAIKa

YHuBepcuTeTa, IPABUI NPOTHBOIOXKAPHOH 0€30IIaCHOCTYH ¥ TeXHWKH 0€30IIaCHOCTH, YCTaHOBNEHHBIX
B Y HUBEpPCHUTETE.
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