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00 OTACJI€C OPranu3alHOHNO-ANATUTHYCCKOI0 H TeXHUYCCKOT 0 oOeccneqcHusi

I. O6mue moyoxenus

1.1. Otnen opraHu3alMOHHO-aHAIMTHIECKOI0 U TEXHUUECKOTO OOeCIIeUcHys
(ranee - Otnen) sABIACTCA CTPYKTYPHBIM IOXpasfelieHdeM HmKHeTArMIbCKOro
(GumMama  roCcyIapCTBEHHOTO  aBTOHOMHOIO 00pasoBaTeILHOr0  YUpexkieus
AIOTIOJIHUTENIEHOIO  TIPOQECCHOHANBHOr0  00pasosanus CBEPIUIOBCKOW — 06J1acTu
«MucruTyT passutHst  oOpaszoBamua» (mamee — HT® WPO) u nomummsiercs
HernocpejcTeeno aupexkropy HT®D UPO.

1.2.Hacrosiiee monokeHue peryiupyer aesrensHocTs OTinena, OIIpeIesIsieT
€ro 3ajau, QPYHKUMM, npasa U 00A3aHHOCTH PabOTHHKOB, TOPSIOK OpranH3almy
padotsl OTnena.

1.3.B cBoeii pabore Ot/ien pyKOBOJACTBYETCS:

—  JEHCTBYIONIMM  3aKOHOJATEILCTBOM  PoccHiickoit Deneparmu u
CaeputoBckoit odnacru;

— HOpMaTUBHO-1IpaBoBLIMU akTamu IIpasurenscrra Crepjuionckoii ofiacty,
Munmcrepersa 06pazoBanus i MOJIOIEKHON nonuTuks CBepIUIOBCKOi 06J1acTu;

— Yerapom [ocyiaperBeHHOTO aBTOHOMHOIO 0GPa30BATCIBLHOI0 YUPEK/ICHHA
JIOTIOJIHHTENLHOIO  IPO(ECcCHOnaNLHOI0  obpaszosanus  CBEpIUIOBCKONH  0611acTH
«MHCcTUTYT pasBuTHA  obpazopamua» (mamce — [AQY AIIO  CO  «HUPOw),
IMonoxenuem o HT® UPO;

— nacrosiuum llonoxenuem;

—JoxanbueMu akramMu 'AOY JII1O CO «MPO», HT® UPO.

1.4.CTpyKTypy, YHCIEHIIOCTD, IITATHOE PACIHCANNE, U3MCHCHUC B CTPYKTYpE
1 IITaTHOM pacnucannu Otiena yrsepxkaaeT mupekrop HTdD UPO.

1.5.01men Bosrmnasister 3aBejylomuii OTICIOM, Ha3HAYAEMBIH HA JIOIDKHOCTD
pukazom gupexropa HTd MPO. Ou ke xoopauHupyeT gesrenniocts Orieia.

1.6. Tpynoerie  obszamioctn  pabornukos  OTeia, yCIHOBAS —HX Tpy/ia
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OIPEAC/IIOTCH TPYAOBBIMU NOTOBOPAMM, 3aKITIOUAEMBIMH € KayIbIM paboTHHKOM,
[IpaBusiiaMu BHYTPEHHETO TPYIOBOrO pacnopsiika ¥ MHBIMH JIOKATLHBLIMH aKTaMK|
IAOY OIIO CO «HUPO» u HT® HMPO, a Take NOIMKHOCTHBIMHM HHCTPYKIUSIMU
paborunukos Ornaena.

1.7.K noxymenTtam Otjiena umeoT mpaso AOCTYyNa, IOMHMO €ro paboTHHKOB,
AHPEKTOP, M JIHL@, yNOIHOMOYCHHBIE UM JUI IPOBEPKH jesiTensHocTd Otiena, a
TAIOKE HIBIC JIMNA B COOTBETCTBHHM € 3aKoHOAAaTENLCTBOM Poccuiickoit deneparmn.

1.8. Hacrosimee Ilomoxerve, BHOCHMBIE B HEro JIOTIIONTHEHUA W HM3MEHCHUS,
YTBEPIKIAIOTCS puKasoM aupexkTopa HTd HPO.

IL. 3aga4n oTena opramvsanMOHN0-AHAIMTHYCCKOTO ¥ TEXHHYCCKOI'0
obecreuenust

Ocnopueivu 3agadamu OTena sBisioTCs:

2.1. lokymenTtanuonnoe  obecrneuenue aesrensHoctd  HTO® HPO B
COOTBCTCTBHM  C  JACHCTBYIOINMMH  HOPMATHBHO-NIPABOBBIMKM  aKTaMM 110
JICTIOIIPOU3BOICTBY M ApXUBHOMY JIEIY.

2.2.Benenne xaapoBoro JEJIOIPOU3BOICTRA.

2.3.0becneuenue oTdopa, yuera U COXPaHHOCTH MOKYMEHTOB, 00pa3yromuxcs
B niearensroctd HT® MPO, ux apxusroe xpaHerue.

2.4.0O6ecrnieuenne paGoTEI 3IEKTPOHHOTO obopyoBanus.

2.5. Texnuueckas o yiepikka pabotaukos HT® UPO u CIIyIIaTeseH.

2.6.0cyulecTriIeHre  MH(OPMAIHOHHO-AHATHTHYECKOTO, OpraHU3AIUOHHOT O
obecreyeHUst  YYaCTHUKOB — MOHHTOPHHIOB, OONACTHBIX W BCEPOCCHICKUX
MEPONPUATHH, CIymarenel nporpamm, padornuxos HT® HMPO.

2.7.DopMUpOBaHKE AHAIUTHYECKUX MATEPHATIOB O JIESTeIbHOCTH CYOBEKTOB
00pa3oBaTe/LHON CHCTEMBI 06JIACTH.

III. ®ynxoum oTAe 2 OPrauu3aAnMONHO-ANAIHTHYCCKOI0 U TeXIAICCKOro

obecnevenust

OTment B COOTBETCTBHM € BO3JIOKEHHBIMH Ha HETO 3ajladaMi OCYIIECTRIISICT
crnejtyronue QOyHKIu:

3.1.Opranuzamus  genonpoussojctea 8 HT® UPO, IIpOBEPKa KayecTBa
odopmIIcHHS TIOKYMEHTOB, TIPEIOCTABISIEMBIX Ha MOJIIHChH nupexTopy HTO MPO.

3.2.0cymecTBieHne 06paboTKH, INpHeMa, PErucTpanmy, ydera, XpaHeHHd,
AOCTABKU U PACCHLIKA KOPPECIIOHICIIIHY (BXOSIIEH, HCXOSIIEH, BHYTPEHHEI).

3.3. Hokymenransroe  ofopmicnue  mpueMa, [epeBo/la U YBOJILHEHMS
pabOTHUKOE B COOTBETCTBUM € TPYJOBBIM 3aKOHONATENHCTBOM - odopmenne
TPYHOBBIX JIOrOBOPOB € PAaOOTHHKAMH M JIONOIHUTENBHBIX COITIANICHUN K HUM,
SAIONUICHAC  JIMYHBIX KapTOYeK, BelAeHue paboThl € TPYIOBBLIMH KHUKKAMU,
NOATOTOBKA ITPOCKTOB IIPUKA30B 10 JINYHOMY COCTARY.

3.4.0cymecTBICHAe B COOTBETCTBHH C 3aKOHONATCTHHOM PoccHiicKom
Qezepanu paboThl 110 KOMILIEKTOBAHHMIO, XPaHeHHIO, YYETY M HCIOJIbL30BAINIO
apXUBHBIX JOKYMEHTOB, 00pa30BaBIIMXC B XoJ1e nedrensaocta HTd UPO.

3.5.0cymecTBienne MHPOPMALMOHHOI0 W METOIHYECKOro COIIPOBOIKIEHUSI
Y4aCTHUKOB 00pa30BaTeNbHON NESTENLHOCTH B YACTH Pealli3aliu o0pa3oBareabHbIX
IporpaMm ¢  TPHMCHCHHEM  3JCKTPOHHOIO OOyuYeHHS M JAUCTANIHOHHBIX
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00pa3oBATENLHBIX TEXHOIOTHIA,

3.6.Opranuszarmst paGoTsl 1O TEXHUYECKOMY OOCIYy)KHBAHHIO H PEMOHTY
000pYZOBAHKSA, NPOBEIEHUE MEPOIPHSITUNA IO YIYYIIEHUIO €ro OJKCIUTyaTalud |
HOBBIIEHUIO 3QQEKTUBHOCTH HCIIOTb30BAHHS QIICKTPOHHON TEXITHKH,

3.7.0pranmsanmst  paGoThl 10  UPEALABIEHHIO 1 pPacIpOCTPAHEHUIO
95G(EKTMBHOIO  MENArOTHYECKOro  OIIBITA CpencTBaMu  WHEGOPMAIMOHHO-
KOMMYHUWKAITHOHHBIX TEXHOJIOTHIA.

3.8.Opranuzanust paGoTsl 1O NPOBEREHHIO MOHHMTOPHHIOB, OOJACTHBEIX W
BCCPOCCUHCKHX MEPONIPUSITHIA.

IV. llpaBa oTena opranuzauoNNo-aHAJMTHYCCKOr0 H TEXHHYCCKOro
obecnevenus

OTien UL pemeHns BO3IOKEHHBIX A HErO 33129 HMECT IIPaBo:;

4.1. 3ampamuBarh ¥ HOJIYYaTh OT CTPYKTYPHBIX mojpazjieinenuidi HT® MPO
HH(OPMALHIO, HEOOXOUMYIO JITTsi BLITIOJIHEHMS 3024 1 hYHKIMEA, BO3IOKEHHBIX Ha
Otnen.

4.2. Buocurs pyxosoacrsy HT® MPO IIPEUIOYKEHMS 10 COBEPIISHCTBOBAHUIO
(GOpM B METOJI0B PabOThI ¢ JOKYMEHTAMH.

4.3. IIpoBOMUTL TIPOBEPKU COCTOAHMA JOKYMEHTALMOHIONO OGECIICUCHUS B
CTPYKTYPHBIX IOJPA3JACIECHUAX M JIOBOAUTH MTOTH INPOBEPOK 1O PYKOBOIUTENCH
CTPYKTYPHLIX IIOAPA3AEIEHNH JULS IPUHATHS COOTBETCTBYIOIAX MEp.

4.4. Konurpomuposars u  TpeboBate OT PYKOBOJIMTENEH  CTPYKTYPHBIX
HMOAPa3ACIICIIH BEITONHEHAS YCTAHOBICHHBIX IPABUI paboThI ¢ TOKYMEHTAMH.

4.5. TpeGosarh  OT  CIPYKTYpHBIX  IOApa3/eIeHHil CBOCBPEMEHHOH
KaYCCTBEHHOM MOATOTOBKH K IEPeaIaye H IIepe)[aqn Ha XPAHCHHIE JOKYMEHTOB.

4.6. KonrponupoBats cobuiojienne npasu BHYTPEIHHETO TPYJ0BOI0 PACIIOPsIKa
padornuxamMu HT® UPO.

4.7. Y4acTBOBaTh B ONEPATHUBHBIX COBEMANUAX IIPH PacCMOTPEIUH BOIIPOCOB,
OTHECENHBIX K KoMIeTeHmu OTena.

4.8. TpeboBars or paboTHHUKOB OBecreueHre COXPAHHOCTH o0opyaoBaHusi U
ero OepeKHON HKCIUIyaTallHH.

V. OTBeTecTBeNHOCTD OTAC/HA OPralA3aAH0HHO-AHATUTHYCCKOT0 I
TCXHHYECKOro odecneyenns

>.1.Bero nonmory otrercrsennoctu 3a kauecTso u CBOCBPEMEHIIOCTh BEIIIOJIICHNSA
BOBNOKCHHBIX -~ HacTostmuM - llonokenuem na Otmen 3amay u Qynkinwmil  mecer
3aBCAYIOIIH OTICIOM.

5.2.PaboTimka  oT7iena  HECYT  OTBETCTBCHHOCTH 33 MCHOMHCHHE — CBOMX
AOJDKIOCTHRIX  00s3a1mocTell B 00beMe, MPEayCMOTPEHEOM COOTBCTCTBYIONMMU
TPY/IOBBIMH JIOTOBOPAMMU M JTIOJDKHOCTHBIMU UHCTPYKI[ASIMH.

5.3.3apenylonmii otenom u jipyrue padornmku Orjicira HCCYT 1EPCOHANBHYIO
OTBCTCTBCHHOCTE 32 NPABUIILHOCTE OQOPMIISEMBIX UMH JIOKYMEHTOB, UX COOTBCTCTBHC
3aKonojaTesbersy Poceniickoit Deniepanun.
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VI. Bzanmoornomenust otaena OPranM3alHOHHO-AHAJHTHYCCKOr0 |
TCXHUYIECKOro obccneyenust ¢ moapasae e usiMu

6.1. Orxen B3anmoseiicTByer c:

— PYKOBOJHTECIIAMH CTPYKTYPHBLIX nojapasaeneHuit HTD WPO - no BOIIPOCAM
BCICHMA  ICTIONPOM3BO/ICTRA, OPraHM3all KOHTPOI W TIPOBEPKH HCIIONHCHI,
COBEPIICHCTBOBANNA CTHIL M MCTOJIOB  PabOThl ¢ JIOKYMEHTAMH, [Iepeaadu
HOKYMCHTOB Ha apXMBHOE€ XPAHEHUE; IOAIOTOBKH M IMPENCTABICHHS HEOOXOMHIMDIX
JMPEKTOPY NOKYMEHTOB, HCTIOJIB30BAHNS CITyKeOHOM! HH(OPMAIIK; SKCIIIYATAIINY 1
COXPaHHOCTH 0DOPYIOBAHMS;

— Y4COHBIM OTJIEIIOM — [0 BOTIPOCAM opranuzarnuu y4ebdnoro mnpoiecca 8 HT®
HPO;

— OTHETIOM XO3SHCTBEHHOIO OOECHEUeHHs] - II0 BONMPOCAM OBecIeUeHHs
CPC/ICTBAMHM  OPITEXHUKH, OJlaHKaMu JIOKYMEHTOB, KaHIICISPCKAMHE TOBapaMu,
3aKyIIKH KOMIUIEKTYIONTHX K TEXHHKE.

Ionokenne pa3paGoTaHo B COOTBETCTBHE C TpebOBaHUAMH IpHKa3a o6
yreepxaenuy Ilonoxkenust o mopszke paspaboTKH M YTBEPIKICHUS TIONOKEHHS ©
CTPYKTYPHOM IOJ/pas/ieIeHu I 0cy1apCTBEHHOrO aBTOHOMHIOIO 06pa30BATEILHOr0
YIpEIICHHA  IOTIONHUTENLIOTO  PO(ecCHOHanbHOro 06pasosanus CBepUIOBCKOl
obnactu «MucTuTyT passutus obpazosanusy ot 12.08.2013 r. Ne 149.
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