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(enepanbHOro rocyJapcTBeHHOr0 0IOIKETHOr0 00PAa30BaTEJIbHOI0 YUpeKICHHUS
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yHuBepcuretr umenu H.H. bypaenko»
MuHucrepcrBa 3apaBooxpanenus Poccuiickon ®@enepanun

1. OO0uue mos0KeHus.
1.1. [oxymeHTanMoHHOE oOecrnieueHue QeaepasbHOro rocy/1apCTBEHHOTO
OIOKETHOTO 00pa3oBaTEILHOTO YUPEKICHUS BBICITIETO oOpa3zoBaHUs

«BOpOHEXKCKHI TIOCYJapCTBEHHbIM MEAUMLIMHCKUN yHuUBepcurer wumenn H.H.
bypnenko» MuHucTepcTBa  3APaBOOXPAHEHHUS Poccuiickon denepanuu
OCYIIECTBIISIETCSI OOIIMM OTAENOM, IEHCTBYIOIIMM Ha TpaBaX CamMOCTOATEIbLHOTO
CTPYKTYpPHOI'O TIOJIpA3/lCCHUs, MOAYMHEHHOIO HEMOCPEICTBEHHO HAYaJbHUKY
aIMUHHUCTPATUBHO-IIPABOBOTO YIIPABJIEHUS.

1.2. PaGora obmero otaena pernamentupyercs IlomoxkeHuem 00 otnene.
JlesitenbHOCTH ~ pabOOTHUKOB  OTHENAa  perjlaMeHTHpPYEeTCs  JAOJKHOCTHBIMU
UHCTPYKLUSMU.

1.3. OOt oTHEN B CBOCH NeATEIbHOCTH PYKOBOJICTBYETCS 3aKOHOIaTEIbHBIMU
U HHBIMM HOPMATUBHO-IIPABOBBIMM AKTaMHU OPraHOB TI'OCYJApPCTBEHHOM BIIACTH,
PacopAAUTEIBHBIMU JOKYMEHTAMM BBILIECTOSIIMX OPTaHOB YIIPABJICHUS U CAMUM
YHUBEPCUTETOM, IIPABWIAMHU, UHCTPYKLUUSAMHU, METOJUYECKUMHU PEKOMEHIALUSMHU U
APYTUMHU JEUCTBYIOIIMMM HOPMAaTHUBaMM [0 BOMNpOCaM JOKYMEHTALlHOHHOTO
oOecrieueHus1, TOKyMEHTUPOBAHHON MH(pOpMAaIell CUCTEMBbI MEHEIPKMEHTA KauecTBa
YHUBEPCUTETA.

1.4, OOmmuii oTAel HWMEET OCHOBHYIO TI€4aTh YUYPEXKIASHHUS M TiedaThb C
0003HaUYE€HHUEM CBOETO HAUMEHOBAHMSI.

2. Ilesu u 3a1a4u 001IEro OT/AEIA.

2.1. OcHOBHO# 1IeJBI0 OOIIETO OTJAENA SBISETCS OpPTraHHu3aIus, PyKOBOICTBO,
KOOpJWHAIMSA, KOHTPOIb H pealu3anus padoT MO0  JOKYMEHTAIlMOHHOMY
00eCIeueHUI0 YHUBEPCUTETA.

Ucxons n3 neneit, o0mui OTIeN pemaeT Caeayonie 3aaqn:

2.1.1. CosepuieHcTBOBaHUE (HOPM U METOAOB PAOOTHI C TOKYMEHTAMU.

2.1.2. OOecneyeHue €AUMHOr0 MOPsAJKA JTOKYMEHTHUPOBAHUS, OpraHU3alluu
paboThl C JOKYMEHTaMH, KOHTPOJS MCIOJHEHUS U TMOJATOTOBKHA JOKYMEHTOB K
nepegaye B BeIOMCTBEHHbIM apxuB B cooTBeTcTBuu ¢ EI'CJOY, I'OCTamu wu
JIPYTUMU JEUCTBYIOIIUMU HOPMATHBAMU.

2.1.3. Cokpaiienre JAOKYMEHTOOO0OpOTa, KojnuecTBa (OpM JOKYMEHTOB U
JIOKYMEHTOB.

2.1.4. Pa3zpaboTKa 1 BHEIpEHHE HOPMATUBHBIX U METOJMYECKUX JOKYMEHTOB IO
COBEPIICHCTBOBAHUIO JOKYMEHTAI[MOHHOTO 00ECIIEUeHUs B YHUBEPCUTETE.



3. @yHKuuM 00111ero oT/aeA.

3.1. B cOOTBETCTBUM C BO3J0KEHHBIMU 33a/JayaMy OOLIMI OTJEN OCYIIECTBIISET
cienyromue ¢yHKIUU:

3.1.1. opranuzaius CBOEBPEMEHHOI'O PACCMOTPEHUS U MOATOTOBKHU K JOKJIAIY
PEKTOPY MOCTYMAIOIIUX JOKYMEHTOB, OCYIIECTBIEHUE KOHTPOJIS 33 MPABUIBbHOCTHIO
oopMIIEHUS! JOKYMEHTOB, MIPEACTABIIIEMbIX Ha MOJIUCH PEKTOPY;

3.1.2. perynupoBaHuie X0Jla UCIIOJHEHUS TOKYMEHTOB, KOHTPOJI IPOXOKIEHUS,
oQOopMJIEHUS M HCIIOJHEHHUSI JOKYMEHTOB B YCTAHOBJIEHHBIH CpOK; 0000IeHuE
CBEJIECHUH O XOJ€ M pe3yJibTaTax HCIOJHEHUS JOKYMEHTOB, CHCTEMAaTHYECKOe
UH(GOPMHUPOBAHUE PEKTOPA 110 ATUM BOMPOCAM;

3.1.3. opranuzanus ONEPATUBHOIO HU3TOTOBJIEHUS CIYKEOHBIX JIOKYMEHTOB;
pa3paboTKa 1 MPOEKTUPOBAHUE OJAHKOB JOKYMEHTOB;

3.1.4. pa3zpaboTka HOMEHKJIATYPhI JIeJl YHUBEPCUTETA,

3.1.5. opranuzamusi paOOThl TO MPEIJIOKCHUSM, 3asgBICHUSAM, H JKaloOaMm
rpaXkK/JIaH;

3.1.6. opranuszanus KOHTPOJs 3a paboOTOW € JOKYMEHTaMU B CTPYKTYPHBIX
noJipa3eiaeHusX;

3.1.7. pa3paboTka (COBMECTHO C COOTBETCTBYIOIIUMH CTPYKTYPHBIMH
noJipa3/ieJICHUSIMA YHUBEPCUTETA) MEPOIPHUATUN MO COBEPILICHCTBOBAHUIO (PopM U
METOJIOB PabOThl C JTOKYMEHTaMH, a TakKKe I10 TOBBIIIEHUIO HCIOIHUTEIHCKON
JTUCITUTUTHHBL

3.1.8. ocymiecTBieHHEe KOHTPOJs 3a MPABWIBHOCTBIO OQOPMIICGHUS U
dbopMUpOBaHUS CTPYKTYPHBIMH MOAPA3IACICHUSIMU YHUBEPCUTETA JIEN, MOJIEHKAIINX
clayde B apXMUB;

3.1.9. opranmszanus paboThl apxwBa B COOTBETCTBMH ¢ [lomokeHueM o
rOoCy/IapCTBEHHOM apXWBHOM (DOHJE, MPaBUIIAMU, HHCTPYKIMSIMU U METOJAMYECKUMU
pekoMmeHaanusamMu OenaepabHON apXUBHOU CITyk0bI Poccuu;

3.1.10. noBeienne kBamuduKauy pabOTHUKOB OOIIIETO OT/IeA.

3.1.11. nmpoBenecHHWE COBEIMIAaHUH M KOHCYJITHPOBAHHE II0 BOMPOCAM,
OTHOCSLIUMCS K KOMIIETEHIIUHU OT/ENa.

4. IIpaBa O0mero oraena

4.1. O6mmii OTAENI U ero COTPYAHHUKHU BIIPaBe:

4.1.1. nonmy4dath OT CTPYKTYPHBIX MOApa3/eICHU Y HUBEPCUTETAa JOKYMEHTHI, B
TOM 4YHCJI€: MPHUKa3bl, JOTOBOPHI, KAJIpPOBbIE M HHBIE JOKYMEHTBI, MaTepualbl,
HEO0OXOIUMBIE JJISI OCYIIECTBICHUS PaOO0ThI, BXOASIICH B KOMIETSHITUIO OT/ETA;

4.1.2. onpenensAtb COOTBETCTBHUE JIEUCTBUM, OCYILIECTBISIEMbIX COTPYIHUKAMHU U
00y4JaroIIMMUCs VYHuBepcurere, TpeOOBaHUSIM JIETIOTPOU3BOICTBA u
JTOKYMEHTO000pOTa;

4.1.3. mpuBiekatb MNpPU HEOOXOJAUMOCTH PaOOTHUKOB HHBIX CTPYKTYPHBIX
MOJIpA3/ICJICHUN Y HUBEpCUTETA JJIsl PEIICHHUS 3a]1a4 OTENa;

4.1.4. npuHUMAaTh y4acTHE B COBEUIAHUAX YHHUBEPCUTETA MPHU OOCYKICHUHU Ha
HUX BOIIPOCOB, UMEIOIINX OTHOIICHHUE K JIEIOPOU3BOJICTBY, APXUBHOMY JIEIY;

4.1.5. ocymecTBISATh CBSI3b C JPYTUMH YUPEXKICHUSIMU, OpPraHU3alUSIMHU IO
BO3HHUKAIOIIUM B JICSITEIbHOCTH OTJI€JIa BOPOCAM;
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4.1.6. monb30BaThCsI MaTEPUATBLHO — TEXHUYECKUM OOECIeueHHEM B 00bEMax,
YCTaHOBJIEHHBIX JIJIs1 pAOOTHUKOB Y HUBEPCUTETA.

4.1.7. nonb3oBaThCs MpPaBaMH U JIbIOTaAMH, YCTAHOBJICHHBIMU JJI1 PAOOTHUKOB
YHUBEpCUTETA;

4.1.8. BHOCUTb IPEAJIOKEHUS IO YJIYUIIEHUIO CUCTEMbI MEHEP)KMEHTA KauyecTBa
YHuBepcHUTeTa.

5. Obs3anHocTH O01IEro oTaeIA:

5.1. O0muii OTAEH U €T0 COTPYAHUKHU O0SI3aHBbI:

5.1.1. obGecneunBaTh MOCTOSIHHBIA KOHTPOJb 32 COOJIIOIEHUEM PaOOTHUKAMH U
oOydaromumMucs YHUBEpPCUTETa MOPSIKa JEIOMPOU3BOACTBA U IOKYMEHTOO00pOTa;

5.1.2. pa3zpabaTbIiBaTh PEKOMEHAAIMH U YKA3aHUSI 110 YCTPAHEHUIO BBISIBJICHHBIX
HapyILICHNN;

5.1.3. ocyIecTBIATh KOHTPOJIb 32 UCIIOTHEHUEM PEKOMEHJAMN U YKa3aHUH 1O
YCTPAHECHUIO HAPYIICHUN;

5.1.4. cBOEBpEMEHHO TOTOBUTH OTYETHYIO TOKYMEHTALIUIO.

6. [IpaBa u 0OTBETCTBEHHOCTh HAYAJBLHUKA 001LEro 0T/AeA.

6.1. HauanpHUK 00I1I1Er0 OT/AeIa UMEET MPaBo:

6.1.1. KoHTpomupoBaTh U TpeOOBaTb OT PYKOBOJIUTEIECH CTPYKTYPHBIX
noJipa3/ieJIeHNI BBIMOJIHEHUSI YCTAHOBJICHHBIX MpPaBWJI pabOThl C JOKYMEHTaMH B
YHUBEPCHUTETE;

6.1.2. 3anpamuBath OT CTPYKTYPHBIX MOJpa3/ieJICHUN CBEIEHUS, HEOOX0IUMbIE
TSl pabOoTHI OT/IETA;

6.1.3. mpOBOAUTH MPOBEPKY OpPraHU3AIMH JTOKYMEHTAIMOHHOTO OOecreyeHus
YIPaBIECHUS B CTPYKTYPHBIX TMOJPA3ACICHUSIX U JOBOJIUTH WUTOTH IPOBEPOK JI0
PYKOBOJIUTENEH CTPYKTYPHBIX MOJpa3feieHUul ISl TPUHSTHS COOTBETCTBYIOIIUX
MEep;

6.1.4. mpuBiekaTh B YCTAaHOBJICHHOM TOPSAJKE CHEIUAINCTOB CTPYKTYPHBIX
noJipa3fieJeHNi K MOATOTOBKE MPOEKTOB JIOKYMEHTOB IO MIOPYUYEHHUIO PEKTOPA;

6.1.5. Bo3BpamaTh UCIOJHUTENSIM Ha JTIOPAOOTKY TOKYMEHTHI, TOATOTOBICHHBIE
C HapyIICHHEM YCTaHOBJICHHBIX TPEOOBAHU;

6.1.6. moaANHCHIBaTH ¥ BUSUPOBATH IOKYMEHTHI B TIpeieTIaX CBOCH KOMIIETCHIINH;

6.1.7. pa3pabaTbiBaTh TOJOKEHHE W JOJKHOCTHBIE MHCTPYKIIHMH PAaOOTHHUKAM
o01miero oraena;

6.1.8. ywacTBOBaTh B OOCYXICHHUH PEKTOPOM YHUBEPCHUTETa BOIPOCOB,
KACaIOMINXCA COCTOSHUS PabOThl C JOKYMEHTAMH, a TAaKXe COBEPIICHCTBOBAHUS
dbopM 1 MeTOAOB pabOThI C HUMU;

6.1.9. BHOCHTHP Ha pacCMOTPEHHE PEKTOpa, HAYaJIbHHKA AJMUHUCTPATHBHO-
MPABOBOTO YMPABICHUS MPECTABICHUS O HA3HAUYCHUH, TIEPEMENICHIHN U YBOJIbHEHUN
pabOTHUKOB OT/EJNa, UX TIOOMIPEHUH U HAJIO’)KEHUW Ha HUX B3BICKAHUM.

6.2. HauanpHUK 0011I€TO OT/EIa HECET OTBETCTBEHHOCTH 3a.

6.2.1. obOecrnieyeHuEe YCTAHOBJIECHHOIO TMOpPsAKa pabOThl € JOKyMEHTaMu B
YHUBEPCUTETE;

6.2.2. BBIMONHEHWE YKa3aHUH W TOPYYCHWH pPEKTOpa YHUBEPCUTETA W
co0JIt0IeHUE HEOOXOAUMBIX YCIOBUM TpyAa paOOTHUKOB OT/IEIA;

6.2.3. 3a mogiepaHue CUCTEMbI MEHEIPKMEHTA KaueCTBa.



/. B3anMoOTHOLIECHUSI 0011ero 0T/eJIa C APYTUMH CTPYKTYPHBIMHU

noapasaejeHusIMH.
OO61mmii oTAEN B3aUMOICHCTBYET:
7.1. Co CTpyKTYpHBIMH TOJpa3AclieHUSIMA YHHBEPCUTETa — IO BOMIpPOCAM

JOKYMEHTAIIHOHHOTO 00eCTIeueHHs YIIPaBICHNUS.

7.2. C ropuAHYeCKUM OTAEIOM — IO MPAaBOBBIM BOMPOCAM, CBSI3aHHBIM C
MOJITOTOBKOM TOKYMEHTOB.

7.3. C ynpaBiieHUEM KaJpoB— MO BOMPOcaM IMOJA00pa U pacCTAaHOBKH KaJpOB U
TIOBBIIICHUS KBATM(UKAIIMA pAaOOTHUKOB.

7.4. C X03HCTBEHHBIM YIIPABJICHUEM — TI0 BOIIPOCAM OOECIICUCHHUsI CPEJCTBAMH
OpPTaHM3AllMOHHOW W  BBIYMCIUTEIIBHONW  TEXHUKH, OJaHKaMH  JIOKYMEHTOB,
KaHIEISIPCKUMU  TPUHAJICKHOCTSIMU;  OBITOBOTO  OOCIYKMBaHHS pPaOOTHUKOB
oTzena.

7.5. C ympaBienueM WH(GOPMAIMOHHBIX TEXHOJOTHH — TIO BOMIpPOCAM
pa3pabOTKN W BHEIPEHHUS HOBBIX HMH(POPMAIMOHHBIX TEXHOJOTHH C NMPUMEHEHHEM
cpencts OBT, oneparuBHOil 00pabOTKM MH(pOPMALUU U COOMIOACHUIO TpeOOBaHUMN
I'CHOY u crangaptos.

8. OTBEeTCTBEHHOCTh:

8.1. OtTBercTBEHHOCTh PAOOTHHUKOB  OOIIEr0  OTHAENAa  ONPEICIICeTCS
JEHCTBYIONTUM 3aKOHOIATEIIbCTBOM.

8.2. Bcro TOTHOTY OTBETCTBEHHOCTHM 3a KauyeCTBO U CBOCBPEMEHHOCTH
BBITTOJTHEHHS BO3JIOKEHHBIX Ha YINpaBJICHHWE 3aJad M (QYHKIHA HECeT HadalbHHUK
o0111ero oTaena.

8.3. PaboTHuku 00111eT0 0T/IeTIa HECYT OTBETCTBEHHOCTH 34!

8.3.1. CBoeBpeMEHHOCTh TpoBeAcHUA U 3(PGHEKTUBHOCTh KOPPEKTUPYIOUIUX
JICHCTBUI TIO HECOOTBETCTBHSM, BBISBICHHBIM TIPU TPOBEPKE YHHUBEPCUTETA, IIO
pe3yabTaTaM BHYTPCHHHUX M BHEITHUX ayJUTOB CHCTEMbI MCHE)KMCHTA KaueCTBa,

8.3.2. BrisiBiIcHME, aHallM3 W OIIEHKY PHCKOB M BO3MOXKHOCTEH B pamKax
JIeSITETPHOCTH YHUBEPCUTETA.

9. XpaHeHue U nepenaya IK3eMILISIPOB MOJI0KEHHST

9.1. Ilepssrit sx3emiuisip [lomoskenust XpaHUTCS B yrpaBieHUU Kaapos. Komus
C OTMETKOM YNpaBIeHUS KaIPOB O MPUHATUH JOKYMEHTA HA y4€T XPAaHUTCS B 00IIEM
oTzelie, SJIEKTPOHHAS KOMUsl — B 0a3e TaHHBIX.



