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I. O6mHe noJoxeHH

I.1. Obumii  ormen (manee -  Ommen) ocymecTBager  QyHKUHMH
JOKyMEHTalHOHHOTO obecnevenns B HmkHeTarnabckoM GunHaie rocy/1apcTBeHHOTO
ABTOHOMHOIO o0Opa3oBaTebHOro YUPEKIEeHUS JIONOTHHTENBHOTO

npodeccuonansioro obpazosanus Csepiosckoit obnactn «HHCTHTYT pazBuTHA
obpaszosanus» (aanee — HT® UPO).

1.2. Otpen sABnAeTcs CTPYKTYpHBIM  noapasaeneHdeM HT® HPO w
NOAYHHACTCA HEMOCPEACTBEHHO IHPEKTOPY.

1.3. HacTosuee nonokeHue peryiHpyer aeatensHocts Otjlena, onpenenser
ero 3agaud, QyHKUHMH, npasa ¥ 00A3aHHOCTH pabOTHMKOB, MOPHJIOK OpraHH3aLHH
paborel, peopraiu3aiun U nukBuaaman Otaena.

1.4, B cBoeii pabore Or/1e1 pyKOBOJICTBY€TCH:

~  [JeHCTBYIOLIMM  3aKkoHojarenbcTBOM  Poccuiickoil  @enepauun  #®
Ceepioeckoii obnactu;

— HOpMaTHBHO-npaBoBbIMH axTamu [lpaBurenscrBa Csepuiosckoii obnacth,
MunucrepctBa ofwero © npodeccHoranbHoro obpasoeanns CBepioBCKO#H
obnacTu;

~ Ycrapom ocynapeTBeHHOro aBTOHOMHOIO 0Opa3’oBaTEIBLHOIO YUpEkKICHHS
JIONO/IHMTENBHOTO  mpodeccHoHamsHOro  obpasopanus Ceep/uloBCKoii  obracTh
«HMucTuTyT passutHa obpalopanusy» (nanee — FAOY JII1O CO «HUPO»);

~ HacroammuM IlonokeHHem:;

~ MHBIMH JoKaNBHBIMH akTamu [TAOY JII10 CO «MPO», HT® UPO.

1.5. CTpYKTYpY, YHC/I€HHOCTh H IITATHOE paclucaHue, H3MEHEHHEe B CTPYKTYype
M wratHoM pacnucanuu Ornena yrsepxaaetr aapekrop HT® HPO.

1.6. Otnen BosrnasnseT 3aBeQyIOLIHH, HA3ZHAYAEMBIH HA JOJDKHOCTH NPHKA30M
aupekTopa. OH e KOOpAHHHPYeT aearenbHocTs O1aena.

1.7. Tpynoseie obs3annoctn paborHukoB Otaena, YCIOBMA MX Tpyjaa
ONpe/IeNIAOTCA TPYAOBBIMH [OMOBOPaMH, 3aKIIOYAEMbIMH C Kak/IbiM paboTHHKOM,



[IpaBuiaMi BHYTPEHHEro TPYAOBOTO Pacropsika W HHBIMH JIOKAIbHBIMH aKTamMu
FAQY JIIMO CO «MPO» u HT® HUPO, a takke AO/DKHOCTHBIMH HHCTPYKUHMSAMH
pabGoTHukos OTaena.

|.8.ITonsoe ® cokpamerHoe Haumenopanwe Otmena — OO6mmi otaen. K
nokymenTam OTena MMEIOT MPaso JIOCTYNa, MOMHMO €ro pabOTHHKOB, JAHPEKTOP, H
M@, YIOIHOMOYEHHbBIE MM JUIS NpoBepkH aeatenbHocTH OTaena, a Takke HHbIC
JIMI1A B COOTBETCTBHH € 3akoHoaarenscTBoM Poccuiickoit Menepatinmu,

1.9, Hactosmee [lonoikenue, BHOCHMbIE B HEro AOMOJHEHHA H HM3MCHEHHA,
yTBep#1aoTcs npukasoM aupexropa HT® UPO.

I1. 3anaun 1 pyuxkuun Oraena

2.1.0cHoBHBIMH 3anauamu OTaena ABAfgOTCA:

— OpraHM3al[s, BeCICHHE W COBEpPUICHCTBOBAHHE [JOKYMEHTalLHOHHOTO
obecneuenus ynpasnenus HT® UPO;

— obecneuenne opraiu3aumu aenonpounssojcrsa B HT® UPO B coorseTcTBHH
¢ HHCTPYKIMEH Mo JeNoNpoH3BOICTBY | paboTe apXuBsa;

— co3aHHe nmpuMepoB BbinonHeHHd JokymentoB HT® HPO B cooTBeTcTBHH
CO CTAH/IAPTAMH H HOPMATHBHO-MCTOIHYECKHMH JIOKYMEHTAMH;

— YNopsIodYeHHe cocTaBa [OKYMEHTOB, COKpAllleHHE HX KOJIH4YeCTBa H
ONTHMH3ALHA JOKYMEHTOINOTOKOB;

~ OCYIIECTBIIEHHE KOHTPO/A CBOEBPEMEHHOIO MPOXOKIAECHHA, MCMONHEHHA H
KAYeCTBEHHOTO oopmienus JIOKYMEHTOB, OCyIlecTBIeHHe aHan3a
HUCIOJIHUTENbCKOH JHCLIMILTHHBI;

— obecneuenne orbopa, yuera H COXPaHHOCTH JIOKYMEHTOB, 0Dpasyloumxcs B
nesrensiocts HT® HUPO, ux apxMBHOE XpaHeHHe, a TakiKe OpraHusauus paboTsl
apxuBa;

~ opraHu3auus paboThl MOCTOSHHO ACHCTBYIOMIEH 3KCIEPTHOH KOMHCCHH M0
CIHCAHHIO IOKYMEHTOB,

~ OKa3aHHe METOAMYECKOH MOMOLIM CTPYKTYpPHBIM mnoapasjenenuam HTD
HPO B odopmieHHH JOKYMEHTOB H KOHCYJbTHPOBaHHE pabOTHHKOB [0 BOMpOcam
o(opMIIeHHS JOKYMEHTOB M BEJCHHA AEI0NPOU3BOACTBRA,

— OpraHH3anHs J0CTABKH, MOJYYEHHA U OTNPABKH KOPPECTIOH/ICHLIMM,

— ofecnedeHue pexuMa JOCTYNA MW HCMOJB30BAHMA  JIOKYMEHTHOH
HHOpMALIHK.

2.2.0111en B COOTBETCTBHH C BO3JIOXKEHHbIMH HA HETO 3a/ladyaMH OCYILECTBIISAET
cheayroune QyHKUHH:

— OCYIIECTBIIAET Y4eT U XpaHeHHe JOKYMEeHTOB, dopmupyommxcs B Otaene, B
COOTBETCTBHH ¢ HOMEHKJIATYPOH 1en;

~  pazpabareiBaeT  NPOEKTBl  JIOKAJbHBIX ~ HOPMATHBHBIX  AKTOB,
yCTaHaBIMBaloIIKe eauHble Tpebosanus no odopmaenuio noxkymertop HT® MUPO, u
nopsaiok paboTsl ¢ HAMM,

—  NPHHEMAET Mephl N0  ONTHMH3AUHMH  JIOKYMEHTOMOTOKOB H
JIOKYMeHTo000pOTa B LIEJIOM;

~ XpaHMT MOUTHHHHKH npukazos, pacnopsxenuii HT® HPO, obecneuunsaer
MX CBOCBPEMEHHYHO PACCBUIKY H 03HAKOMIICHHE C HHMH,

~ OCYLUECTBIAET AKCHEAMIMOHHYI0 06paboTKy, NpHeM, perucTpaumio, yder,



XpaHeHHe, [OCTaBKy H PAacChUIKY KOPPECMOHACHLIHH (BXomsmieit, HCXOIALIEH,
BHYTPCHHEH), B TOM YHClIe NEPeJaHHOM M0 CrelUalbHBIM CPEACTBaM CBA3M, BEET M0
KOpPPECNOHIEHLIMH CIIPaBOYHYIO padoTy;

—  obecriedMBaeT COOTBETCTBYIOLIMH peXHM J0CTyna K OyMawHbIM H
yneKTpoHHBIM gokymentam HT® PO, dopmupyeMbiM U Xpansiiumes B Otaene, U
HCIIOIb30BaHKs Cojleprkalieiics B HUX HHpOpMallii;

— opraHusyer paboTy IO pUEMY IMCbMEHHBIX OOpalleHHH IPaXkiaH W BEAET
M0 HUM JIEJIONPOH3BOICTBO;

— ocymiecTBJIsSeT Bblady KOMWid, XpaHsmmuxcs B Otaesne JOKyMEHTOB,
APXMBHBIX CTIPABOK M 3aBEPEHHE JOKYMEHTOB B YCTAHOBJICHHOM MOPAIKE;

— ocyuiecTsaser paboTy MO MCMONB30BAHHIO, XPAHEHHIO, H3rOTOB/IEHHIO,
yueTy ¥ yHHUTOKeHH IO nevareii n mrramnos HT® UPO;

— OCYILECTBIISET METOIWYECKYIO MOMOIL B pa3paboTke HOMEHKJIATYphl €l
cTpykTypHbix noapasaenennit HT® UPO;

~  OCYIIECTBIAET KOHTPOJL [PABHIBHONO OQOpMIIEHHs, BeleHHd el B
crpykTypHbix nofpasjeneiusx HT® MPO u moaroToBKH JOKYMEHTOB K cpate B
ApXHB;

— paspabaTeIBaeT CBOJIHYIO HOMEHKIATYpy JeJl B HOMeHKnatypy Aen Ornena,
dopmupyet aena Otnena;

— OCYIIECTB/IAET NOArOTOBKY A0KyMeHTOB OT/iesia K cljaye B apXHB;

— OpraHM3yeT M OCYUIECTBIIAET HM3rOTOBJICHHE, KOMMPOBAHHE, ONEPaTHBHOC
pasMHOMKEHHE JOKYMEHTOB C IPHMEHEHHEM CPEJICTB BHIMUCITUTEIbHOH TEXHHKH;

— OpraHu3yeT KOHTPOJb CBOEBPEMEHHOrO MCIOJIHECHMS JOKYMEHTOB B
COOTBETCTBHH €  PE3O/IOLMAMH  [IHPEKTOpa,  AHaIM3HpyeT  COCTOSHHE
HCTIOTHHTEILCKON THCIHILTHHBI,

— paspabaTeiBaeT W BHEJApAET mocie coriacoBanns ¢ OTaenoM no jenam
apxupos amvuaucTpaimn MO r.Hwkuuii Tarunm  nokymeHTbl, KacarollHecs
NOKyMEHTALHOHHOTO 00ecrneyeHus;

— opraHusyer pabory no nNpHEMY IMPEKTOPOM MOCETHTENEH MO JHYHBIM
BOIIPOCaM;

—~ [pPUHMMAET Yy4acTHe B OPraHW3alMH TEXHHYECKOTo 00C/IyKHBaHHS
CO3bIBAEMBIX JTMPEKTOPOM COBEIIAHHIH M 3acelaHuH.

IIL. lpaBa 1 OTBETCTBEHHOCTH

3.1.Paboraukn Otaena HMEHT MpaBo:

—  3anpaliMBaTh Yy  PYKOBOAMTeNEH  CTPYKTYPHBIX  [O[pa3jiesieHHH
uHbOpMALIHIO, HEOOXOIMMYIO 1A BBINOJIHEH)S QYHKIHH KOHTPOJIA HCTIO/THEHHS,

— BHOCHTb JJMPEKTOPY MPELIOMKEHHS 110 COBEPIIEHCTBOBAHHIO (JOPM H METO/IOB
pabotsi ¢ nokymentamu HT® HPO:;

— BO3BpalIaTh MCHOJHMTENSM Ha N0paboTKy JOKYMEHTEHI, O(OPMIICHHBIE C
HAPYIIEHHEM YCTAHOBJIEHHBIX JEHCTBYIOUIMMH MHCTPYKUHAMH TpeOOBaHHH B
o6acTH MTOKyYMeHTalMOHHOro obecneyeHus, AeI0NPOH3BOICTBA, APXHBHOTO /1ea;

— MOBBIIIATH YPOBEHb KBATH(DHKALHMH;

—  [0Nb30BATBCH KOMIMBIOTEPHOH, MHOKHMTEJEHOH M MHOH TEXHHMKOH,
CpelCTBaMH CBSA3H, a TAKKe MHBIMH MAaTepHaIbHBIMH PECYpCaMH, MMEIOLIHMHCH B
HT® UPO, HeobxoaumbIMH JUTs obecriedeHus aeaTesbHoCTH OTaena;



— NpPWBIEKaTh CNENHATHCTOB CTPYKTYPHBIX MOAPAa3/ieicHHiH K MOAroTOBKe
MPOEKTOB  JIOKYMEHTOB 110  BONpOCAaM  JOKYMEHTAUMOHHOro  obecriedeHus,
NENOTIPOM3BO/ICTBA H APXHBA;

— y4acTBOBATh B ONEPATHBHBLIX COBEIIAHHAX NPH PACCMOTPEHHH BOMPOCOB,
OTHECEHHBIX K KoMneTeHunn OTaena.

3.2.Paborauku Otzena obs3aHbi:

— COXPaHATh KOH(PHICHIHATBHOCTE CBEICHHI, COJIepKaIMXCs B JOKYMEHTax
HT® UPO;

— COBEPLIEHCTBOBATHL W pa3BuBaTh AearenbHocTs HT® UPO, obecneunsaemyio
Otnenom;

— KAa4eCTBEHHO M B MOJHOM O0BEME BBINMOMHATL BOIOKEHHBIE HAa HHX
IOTKHOCTHBIE 00A3aHHOCTH;

— BBINOIHATE NpHKaskl U pacniopstkenus [AOY JIN1O CO «MPO», HT® HPO,
NopydYeHHs JUpeKTopa, HaualbHuKa OT/ena B yCTAHOBJICHHBIE CPOKH.

3.3.3aseayiounii O11€0M BINONHACT CEAYIONHE 00A3aHHOCTH:

— pyKoBOAMT jestesnbHocTbi0 Otaena, obecneudBaeT OpraHu3alMi €ro
paboTsl, BBINONHEHHE 3a/1a4 W QyHKUMHA, onpejenentbix HacToAwmM [Tonoxernem, a
TaKike MMPHKA30B, PACNOPAKCHHI, Mopy4eHHH IHpeKTopa;

— OCYIIECTRIIAET KOHTPOIb AesTenbHOCTH paboTHHkoB OTaena;

— BHOCHMT IMPEKTOpY, MpeUIOKEHHA O COBEpIIEHCTBOBAHWH JIEATEIbHOCTH
Otaena, noBeieHnH HQPEKTHBHOCTH €ro padoTsl;

— paspabarbiBaer [MPOEKTHl JOKYMEHTOB, CBA3aHHLIX C OpraHu3aLuen
nestensHocTH OTaena;

— opraHusyer nosbinenue kpamudukanuu padboruukos Oraena;

— obecneunBaeT co3flaHde Ha pabouMX MecTax ONTHMAIbHLIX YCIIOBHH s
BLICOKOIIPOH3BOAMTENBHOI0, KAYECTBEHHOTO TPy /A,

— KoHTponupyet cobionenne paboriukamMu Ot/1ena npaBuil OXpaHsl Tpyaa
TeXHHKH 0e30nacHOCTH, NoKapHOoil 6€30MacHOCTH:

— paspabaTbiBaeT NpOeKThl AO/DKHOCTHBIX HHCTPYKUMHA paborHukoB Otaena
NpeACTaBIfeT HX HA YTBEPKICHHE JHPEKTODY.

3.4.3apenyiowmii Otaesom HMEET NPaBo:

~ TpeboBarh oT paboTHHKOB OTaena BBINOJHEHHWS B MOJHOM OoObeMe H Ha
BBICOKOM Ka4eCTBEHHOM YpOBHe 00f3aHHOCTEH, ONpesie/IeHHbIX HX JO0KHOCTHBIMH
HHCTPYKLIHAMH;

— tpebosarb cobmosenns paborauxamu Otaena Yerasa AOY IO CO
«HUPO», [lpasun BHyTpeHHero Tpyaosoro pacnopsaka FAOY IO CO «MPO»,
npaBuil  OXpaHbl Tpyda M TeXHHKH OesonacHocTH, noxapHoi OGe30macHOCTH,
BBITIO/THEHHS IPHKA30B W pacropsikeHHi M HHBIX NokaabHeX aktos FAOY JITIO CO
«MPO», HT® UPO, nopyueHuii pykoBoACTBa;

— 3anpaliuBaTh Y PYKOBOJWTENEH CTPYKTYpPHBIX noapasaenennii HT® HPO
MmarepHaibl ¥ MHOOPMALHIO, HeOOXOmHMBIE JUIA BLINOJIHEHWS 3anad H QYHKIHA,
BOIOKEHHBIX Ha OTaen;

— MHHLMHPOBATH H3MeHeHHs TaTHoro pacnucanns Otaena;

— IOKIAIBIBATh JHPEKTOPY O HAPYUICHHAX B paboTe ¢ JOKYMEeHTaMM;

— OTKA3bIBATH HCMOIHHTENSM CTPYKTYPHBIX MOJIpa3jic/icHHii B perucTpalHH
NOKYMeHTOB, O(QOpMIEHHBIX ¢ HapylleHHeM YCTAHOBJICHHbIX JIeHCTBYIOIIHMH



MHCTPYKUMsMH  TpeDoBanuii B 001acT  JIOKYMEHTALMOHHOTO obecrneyeHus
VIpaB/ieHus, AeT0NMPOH3BOICTBA, APXHBHOIO J1¢/1a;

— BHOCHTb IUPEKTOPY NPeLUIOKEHHS O NooupeHn padoTHHKoB OTaena.

3.5.3aseayrouuii O1/1e10M HECET OTBETCTBEHHOCTD 3a:

— HeKayecTBEHHOE M HENOoIHOe MCTOMHeHHe 3a1a4 B QYHKUMHA, BO3N0OKEHHBIX
na Otnen HactosmmMm [lonokeHueMm, HEBBINOJHEHHE B TONHOM 00beMe H B
yCTAHOBJICHHBIE CPOKH MPHKA30B, PACTIOPSIKEHHHA U NOpYYeHHH THPEKTOpa;

— pecobmonenue paboruukamu OTena npasuil OXpaHbl TPyJa W TEXHHKH
Ge30nacHoCTH,  TOKApHOH — Ge30MacHOCTH,  HENOCTOBEPHOCTh  WH(OPMALHH,
npe/ICTaBIseMOi THPEKTOPY;

— yIpary JOKyMeHTOB, oOpasyloumxcs B jestensHoctH Otaena, H
pasriauienue KOHGHICHIMANbHOH HHbOpMalKK, KoTopoii pacnonaraet Otzen.

IV. B3auMooTHOImEHHS ¢ NOApPa3ie/IeHHAMH

4, Otpen B3aUMOJICHCTBYET C:

~ PYKOBOAMTENAMH CTpYKTYpHBIX noapasjenenauii HT® UPO - no sompocam
BeIeHHA e0NpOoH3BOACTBA, OpraHH3allid KOHTpOJIA H [POBEPKH HCTIOTHEHHA,
COBEPIICHCTBOBAHHA CTHIIA H MCTOI0B pﬂ'ﬁ(}Tbl C JOKYMCHTaMH; NOATOTOBKH H
MpeACTABICHHA HEOOXOAHMMBIX AHPEKTOPY JAOKYMCHTOB, HCIIOIL30BAHHA cyxeOHOR
HHOpMALIHK;

~ yueOHBIM OT/IEJIOM — [10 BOMpPOcaM opranu3auuy yueOHoro npouecca 8 HT®
HPO;

~ oraenoM XxossiicteHHoro obecneueHuss - 10 BonpocaMm obecnevyeHus
Cpe/CTBAMH OPITEXHHUKH, OIaHKaMH JIOKYMEHTOB M KaHLIeJIsPCKHMH TOBAPAMH.

[Monokenne paspaboTaHo B COOTBETCTBHHM ¢ TpeDOBaHMAMM mnpHKasza 00
yreepiiennn [lonokenns o nopsaake pa3paboTKH H YTBEPKICHHA MONOKEHHA O
CTPYKTYpHOM mnoapasaeienus ['0CyaapcTBEHHOr0 aBTOHOMHOrO O0pa3’oBATELHOrO
YUpeK/IeHHs JOMNOTHHTENLHOr0 npodeccHonanbHoro obpasoBanua CBep/UIOBCKOH
obnactu « MHeTHTYT passuTha oOpazosanusy» or 12,08.2013 r, Ne 149,
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