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MUHHCTEPCTBO HAYKH H BRICIIEI'O OFPA30BAHIS
) POCCHHCKOH @ENEPALIMA 7
DenepanpHOe roCyAapCTBEHHOE O0IKeTHOE 00pa30BATENILHOE YUPEKIACHHE
YT * | Bricurero oGpasosanms « MOCKOBCKHUIT FOCYapCTBEHHBIH YHUBEPCHTET TCXHONOIHI H
S ynpasneHus umeHn K.I'. Pazymosckoro (IlepBEIif ka3aunil YHUBEPCHTET)»

TIOJIOKEHUE OTAEJIA TOKYMEHTAIIMOHHOTO
OBECIIEYEHHS

1. OBJIACTbL NPUMEHEHHSA

Hacrosmiee monoxenme 00 oTAene OOKYMEHTAUMOHHOTO OOECTEYEHMS IeATENbHOCTH
(henepanbHOTO rOCYAPCTBEHHOIO OIOIKETHOrO OOPA30BATENLHOIO YUPEKTIEHHS BEICIIETO 00Pa30BaHM
«MOCKOBCKMH rOCYNapCTBEHHbIH YHHBEPCHTET TEXHOJOTWH u ympasnenus um. KI'. PasymoBckoro
(Iepspifi xazaunit yHuBepcuTeT)» (manee - IMonokenue) onpesensieT oCHOBHbIE (PYHKUHH M 3aqaun
OTAeNa  NOKYMCHTALHOHHOTO  obecnedeHus  (emepanpbHOTO  IOCYAAPCTBEHHOIO  OIOMKETHOTO
00pasoBaTENbHOTO YUPEXSHHS BLICIISTO 00pasoBanus «MOCKOBCKMH rOCYlapCTBEHHbIH YHHBEPCUTET
TeXHOJIOTHH u ynpasnenuss wM. KI. Pasymosckoro (Ilepeelii kasaumii yHmBepcurer)» (manee -
YHHBEPCHTET), TOPANOK YNpaBNeHWsA, NpaBa, OOS3aHHOCTH M OTBETCTBEHHOCTh HAYAJBHMKA H
pabOTHHKOB OT/IENa JOKYMCHTAIHOHHOIO obecnedenus, pOpMHPOBAHUE CTPYKTYPBI U COCTABA OTICIA
NOKYMEHTALHOHHOTO 00CCIICUCHMA.

2. HOPMATHBHAA BA3A

B cBoeit pabore oTAEn ROKYMEHTAIIMOHHOTO OOCCHEUEHMs PYKOBOJCTBYETCA 3aKOHAMH
Poccuiickoii  @enepaunn, nocTaHoBneHMAMH IlpasuTenscrBa Poccuiickoll ®emeparuyl, HHBIME
HOPMATHBHEIMH TIPaBOBbIMH aKkTamu Poccuiickoil Penepauny M METOAMYECKHMH MAaTepHallaMH B
00MacTH NEONPOH3BO/ICTRA H APXHBHOTO AENa, yCTABOM Y HUBEPCHTETA, TIPHKA3AMM ¥ PACTIOPAKEHHAMMU
PEKTOpa Y HMBEPCHUTETA, OKAIBLHBIME [IPABOBLIMK aKTaMM Y HHBEPCHTETA, B TOM ypciie [TonoxeHueM o
3AI0ITE IEPCOHATBHBIX JAHHBIX paOOTHHKOB, 00ydarommxcsa u aburypuenros @I BOY BOMIVTY um.
K.I'. Pazymosckoro (TIKY).

3. OBIUME ITOJIOKEHHUS

3.1, Otnen NOKyMEHTAlMOHHOIO OOECIEUEHHs] OCYIIECTBIAET JOKYMEHTAHMOHHOE 00ecedeHne
NEeATEIbHOCTH Y HUBEPCHTETA.

3.2. Otgen fOKYMCHTAMOHHOTO OOECHEYEHMS] OCYIIECTBIBIET CBOIO JCATSNLHOCTH BO
B3AUMOJCHCTBUN C JIPYTUMH CTPYKTYPHBIMH TTOMIPA3fieNieHUAMH Y HUBepcurera, (HenepaibHbIMU
OpranaM# rocyAapcTBEHHOH BIACTH, 00pa30BATENEHBIMH YUPEKISHIAMH (OPTaHN3aLMAMH), HAYIHBIMHE,
00IECTBEHHBIMYA M MHBIMH Opra’HH3aAsiMH.

3.3 Ornen OOKyMEHTALMOHHOTO OOECHIEYEHMS] CO3NAETCS, PEOPraHHM3yeTCs M JIMKBUHPYETCH
NOpuKa3oM pekropa YHueepcurera. CTpykTypa oOTZena NOKYMEHTAUHOHHOTO ODecredeHHs U ee
MOCTERYIOIIHE H3MECHCHHS YTBEPK/TAIOTCS IIPHKA30M PEKTOPa Y HUBEPCUTETA,

3.4. OdummaneHoe HammeHoBaHue OTHena NOKyMEHTAIMOHHOIO obecneyeH s YCTAHABNUBACTCS
NP €T0 CO3JAHHH HIIH PEOPraHu3alliu.
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TIOJIOXKEHHE OTAEJA IOKYMEHTAI[MOHHOT O
OBECIIEYEHUS

4. OCHOBHBIE 3AJJAYYM H ®YHKLIMHA OTAEJA

4.1. OcHoBHBIME 3aJaYaMui 0TA/A JOKYMEHTAIIHOHHOr0 O0ecneueH s ABJISTHTCS:

4.1.1.CoBepLICHCTBOBAHME CUCTEMBI JIENOMPOU3BONCTBA B Y HUBEPCUTETE,

4.1.2 Ilogroroska 1 odopMIeHNe TOKYMEHTOB B COOTBETCTRHH C JIEHCTBYOI{MMU CTAHAAPTAMH H
[IpaBUIAMH.

4.1.3. OurHMHu3aImsa CHCTEMBI JOKYMEHTOO00POTA B Y HUBEPCHTETE.

4.1.4.OpraHu3aLHOHHO-METOHYECKOE PYKOBOJICTBO, KOOPAHHAINA H KOHTPOIIb ACATCILHOCTH

CTPYKTYPHBIX MOApa3aelieHuil YHUBEepCUTETa 110 BOIIPOCaM AeJIONPOH3BOACTBA.

4.1.5. KoHTpONb 33 NPOXOKIAECHHEM M HCIIOIHEHHEM JOKYMEHTOB B Y HHBEPCHTETE.

4.1.6 IToAroToBKa M OpeICcTaBIIeHHe PYKOBOACTBY MHPOPMALHOHHBIX MaTepHaIOB O COCTOSHHH
HCIIOTHHUTENBCKOH AUCIMOIHHEIL.

4.1.7. BHeaipeHHEe HOBBIX METOAOB OPraHu3aLMM ACNONPOU3BOACTBA, B TOM 4YMCIE HA OCHOBC
ACIOJIB30BAHHA COBPEMEHHEBIX HHPOPMALIMOHHBIX TEXHOIOTHH.

4.1.8.YuacTie B MpeAENax CBOSH KOMIIETEHLMH B MOJATOTORKE M UCMOJIHEHUH YIIPABJICHUECKUX
peLIeHuii pykoBOACTBa Y HUBEPCUTETA.

4.1.9IloBblICHHE  YPOBHA  MOATOTOBKH  pafordukoR  YwhuBepcuTera B olsactu
IEeNOT[POU3BOACTBA.

4.2.0cnoBubre pynkuun OTaena 10KyMeHTANHOHHOI0 00ecneueHns:

4.2 1. lokyMeHTAaIMOHHOE O0ecIeYeHHE NEATENBLHOCTH Y HUBEPCHTETA.

4.2 2 CpoeBpeMecHHAs 00padOTKa MOCTYNAIOIUEH M OTMPABIAEMON KOPPECTIOHACHLIMH, A0CTaBKA
ee 10 HA3HAYCHHUIO.

4.2.3. KOHTpOIb 33 CPOKAMHK MCIIOIHEHHS JIOKYMEHTOB H WX MPABANBHBIM O(QOpMIICHHEM.

4.2 4 PerucTpannms, Vy4u€T, XpaHEHHWE M TNepefada B COOTBETCTBYHOHIME CTPYKTYPHbBIE
TOAPA3ACICHHS JOKYMEHTOB TeKyIlero JeNONpPOU3BOACTBA, B TOM YHCIE NPHKA30B M PaCHOPSKEHMH
PYKOBOACTBA, HOPMUPOBAHIE el H clada UX Ha XPAaHCHHUE B apXUB Y HUBEPCHTETA.

4.2.5 PaspaboTka U UCTIONHEHIHEe HHCTPYKIIWN 1 JPYTHX HOPMaTHBHBIX-IIPAaBOBBIX JOKYMEHTOB MO
BEJIEHHK) JEIONPON3BO/ICTBA B Y HUBEPCHTETE.

4.2.6.0becneuenne pabOTHHKOB CITYKOBI ACIOTIPON3BONICTBA HEOOXOMMMBIMI HHCTPYKTUBHBIMH
W CIpaBOYHBIMA MaTepHaNlaMH, a Talkoke HMHBEHTapeM, o0OpynoBasMeM, OPITEXHMKOM, TEXHHYECKHMH
CPEZICTBAMU YIIPABICHUECKOTO TPYHA.

4.2 7 Meronyieckoe pYKOBOACTBO OpPraHHW3allMed JIEMONPOM3BOJCTBA B MOAPA3ACICHUAX,
MO/ITOTOBKA CIIPABOK O COOJIIOeHNH CPOKOB UCIIONHEHHS IOKYMEHTOB,

4.2 8. [leuaTh U pasMHOKEHHE CITYKEOHBIX JOKYMEHTOB,

5. CTPYKTYPA H YHPABJIEHUE JTEATEJBHOCTBIO

5.1. PykoBonctBo aeatensHocTH (Orreiia JOKYMEGHTALHOHHOTO 00ECIIeUeHMA OCYILECTBIAET
HadanpHUK oTaena. HavanibHHK OTAena HemocpeiCcTBEeHHO TIOAYHHACTCA KYPHPYIOHIEMY IIPOPEKTOPY.
JlolmkHOCTHBIE QOS32HHOCTH, MpPaBa W OTBETCTBEHHOCTh HadanbHHMKA OTIena ONpEneNsoTcs ero
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OBECTIEYEHW A

5.2. CrpykTypa, IITATHOE PACTMCAHHE H YUCTIEHHOCTD OTAENA IOKYMEHTAIMOHHOTO 00ecTIeYeH s
VTBEPAKAAIOTCA PEKTOPOM Y HUBEPCUTETA.

B cocras oTnena nokyMeHTaLMOHHOTO 00eCIeYeH s BXO/AT,

- HawansHuk otnena

- Begymumii cerganuct

- Crenmanuct

- Cnenpanuct

5.3. HemocpencTBCHHOEG  PYKOBOACTBO  OT/EIOM  AOKYMEHTALHOHHOIO  O0ECTICUEHM
OCYIIECTBIIAETCS HAYANBHUKOM OTAena. B nepuon OTCYTCTBHA Ha3HAYAETCS OTBETCTBEHHOE AQLKHOE
auno. OOmee pykoBOACTBO OTHENOM JIOKYMCHTALMOHHOIO obecrmedeHus JlemapraMeHTa IO
anMUHHCTPATHBHOM NEATENLHOCTH OCYNIECTRILIETCA KYPHPYIOIIMM HPOPEKTOPOM,

5.4 HauaipbHAK OTHAENA HA3HAYAETCH W OCBOOONAAETCH OT 3aHUMAEMON MOKHOCTH IPHKA30M
pexTopa YHuBepcurera.

5.5.00s3annocTH HayandbHHKAa W pabotaukoB OrTnena [0KYMEHTALMOHHOIO OOECIICUCHUS
OMPEACIAOTCH MX TPYIOBBIMH JOTOBOPAMH H JODKHOCTHBIMH HHCTPYKLHAMH,

5.6Ilpu peoprammsauun wmn  gukeupaipn  OTHEna  AOKYMEHTALMOHHOTO — 00eCTIeHeHHs
YBOJICHHBIM DabOTHHKAM TapaHTHpyeTcA COOJFONEHHE WX IIPAB M MHTEPECOB B COOTBETCTBHH C
3aKkoHOzaTenseToM Poccuiickoit @enepanum.

5.7 IlpueM Ha paboTy U YBOJbHEHHE Pa0OTHHKOB OT/ENA HOKYMEHTALIMOHHOTO o0eciedenys,
BKIIOYAsi BCE BHABI COBMECTHTCIBCTBA, OQMOPMIBIIOTCS IIPHKA30M PEKTOpa YHHBEpCUTETA TO
TPE/ICTARIEHHI0 HAYAJIBHUKA OTAENa JOKYMEHTALIMOHHOTO olecrmeuenus. PaboTHukM oTnena
AOKYMEHTALIMOHHOTO 00ecreueH s IPHHIMAKTCA Ha paboTy Ha OCHOBE JIMYHBIX 3a5BJICHUN U TPYAOBBIX
IOOTOBOPOB B COOTBETCTBHH CO INTATHBIM PACIUCAHHMEM, I10 NPENCTABJIEHH) HAYaIbHHMKA OTHAENIA
INOKYMCHTAIIMOHHOTO obecnedenus. OdopMieHHe TPYIOBBIX OTHOWEHHH ¢ paboOTHMKAMH OTHCIA
TMOKYMEHTALIMOHHOTO 0bECTIeUeH s OCyIecTBIsercs JdenapTaMenToM KapoBoii IOIUTHKH.

5.8 JIOMXHOCTHRIE MHCTPYKIMH palOTHHKOB OTHENA JOKYMEHTAIHOHHOTO o0ecredeHns
YTBEPKAAET PEKTOP Y HUBEPCUTETA.

6. MOJHOMOUYHUSA HAYAJIBHUKA OT/EJA

6.1. Ha rauanbHauka OTaena BO3JIOKEHD CISAVIOIHE TOMTHOMOYMS:

- OCYIIECTBIISIET ONEPaTHBHOE PYKOBOJACTBO aIMUHUCTPATHBHO-XO3AHCTBEHHOH NEATENLHOCTEI)
0TAena JOKYMCHTAUOHHOIO 00SCIeYeH S,

- IPE/ICTABIAET OTACH AOKYMEHTALTHOHHOTO O0CCIEYEH S B OTHOIMIEHHSX ¢ 3aMHTEPECOBAHHbIMU
CTOPOHAMY,

- IOINUCHIBAET JOKYMEHTH Y PeKTOPa Y HUBEPCUTETA,

- HECET MEPCOHANBHYH0 OTBETCTBEHHOCTD 38 PE3YABTAThl PabOThI BO3IJIABISICMOTO UM OTHENA,

- M3JIAET PACTIOPSKCHHS H AeT YKa3aHus, 00A3aTeNbHbIE NI UCIIONHCHUA BCeMH paboTHHKaMu
OT/IENR;

- HeCeT OTBETCTBEHHOCTh 33 KA4YECTBO U CBOCBPEMEHHOCTH BBITIONHCHHS BO3NIOXKEHHBIX
HacToAmuM [TonoxeHneM Ha OTIeN JOKYMEHTALMOHHOIO obecneuenysa QyHKIIIA.
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7. B3AUMOJIENCTBUE C JIPYTHMMU CTPYKTYPHBIMI
TMMOAPA3JIEJIEHUSIMHA YHUBEPCHUTETA.

7.1. BsanmoneiicTeHe OTHENA MOKYMEHTALMOHHOIO OOECTIEUEHHA C APYTHMH CTPYKTYPHBIMH
MOApa3s/ieneHNAMHE YHHEBEPCUTETA ONPENEIBICTCA 3a0a9aMi M QYHKUMAME, BOJIOKCHHBIMYM HA HEro
HacrosAmum ITonoxenem.

7.2. Bce mocrymaromme B OTAEN HOKYMEHTALUMOHHOTO OOECTIEUEHHS TOKYMCHTbI
TNICPBOHAYATBHO PACCMATPUBAIOTCSA HAYANBHUKOM OT/ENa, KOTOPHIH pacipenensier paboTy MExkAy
pabOTHHKAaMU,

7.3. JloxymeHTsl B paboTy MOTYT OBITh IPEACTABNIEHB B (hopMe:

7.3.1. CnyxeGHOii 3aNUCKH ¢ pE30IIOLMEN PyKOBOANTENS HA JOKYMEHTE, [IEpeaBaéMOM B OTAEI
AIOKYMEHTAI[HOHHOTO O0eCneueHns Ha4dalbHUKy OTAena /JlenapraMeHTa MO  aJMHHHCTPATHBHON
DEATENLHOCTH

7.3.2. IlucbMEHHOTO 3ampoca, B TOM 9HCIIC 10 (akcy Wi SJICKTPOHHOH MOYTE, 3a MOAMHCHIO
peKTOpa YHHUBEPCHTETA.

7.4, Otnen JOKYMEHTALMOHHOTO 00ECTIeHeHUs BIPABE [ONY4HTh JOKYMEHTBI H HEGOPMALIHIO
OT BCEX CTPYKTYPHBIX MOAPAa3OENCHUH YHHBEPCHTETa II0 BOMpPOCAM CBOEH KOMIIETEHIIMI.
CooTBeTCTBYIONIME 3a1POCE! HAMPABILIIOTCA B CTPYKTYPHBIE TIOMPA3AETEHHS B BHIE CIy>keOHBIX 3aITHCOK
33 MOJIIHACHHO HAYadbHUKA OTACHA.

7.5, Otgmen JOKyMEHTALOHHOTO obecriedeHust MIPSAOCTABIISIET CTPYKTYPHBIM
TIOZIPa3/ENCHUSIM Y HUBEPCUTETA HHGOPMAITHIO H TOKYMEHTBI 110 BOTIPOCAM WX KOMIIETCHLIHH.

8. ITPABA

8.1. PaboTHHKM OTAENA NOKYMCHTALHOHHOIO 00€CTICYeH s UMEIOT [IPABO;

Pa3pabaTeiBaTh M BHOCHTB PYKOBOACTBY YHHBEPCHTETAa TPEIOKCHIA, OTHOCAMMECH K
NeATENBHOCTH OTACIA JOKYMEHTAIHOHHOTO 0DeCIeueH .

8.1.1. 3ampausarh u MONYYaTh OT CIPYKTYPHBIX MOApPasAenenuii Y HUBepCuTeTa VHQOPMAIIHEO
AJIs OCYHICCTBIICHNA BO3/IOKEHHBIX Ha OTAEN AOKYMEHTAIHOHHOTO o0ecrieycHus QyHKIHii.

8.1.2. BecCTH NepenucKy Mo BOmpocam, BXOSLINM B KOMIIETEHIHIO OT/AeNA JOKYMEHTALHOHHOTO
obecnieveHms.

8.1.3.1IpoBonMTE  cOBEIAHMSI M0 BOMPOCAM, BXOAAIMM B  KOMIETEHLMIO  OTICHA
AOKYMEHTAIIHOHHOTO 00ECTIeYeH s U Y4ACTBOBATD B TAKHX COBEIIAHHSX,

8.1.4.HauankHuk oTHena MMEET NPABO BRIHOCHTB HA PACCMOTPEHHE pPeKTOpa YHHBEPCHTETA
NMPEUIOKCHUA IO  YIYYIIEHHI JAEATENBbHOCTH OTAEId JIOKYMEHTALHOHHOTO o0ecnedeHus u
COBEPUICHCTBOBAHHIO METOJOB pabOTBI KOJUIEKTHBA, 3aMEYaHMs [0 JeATEIbHOCTH  OTIENa
NOKYMEHTAITHOHHOTO 00eCTIeueH s,

9. OTBETCTBEHHOCTBH
9.1. PaGOTHAKH 0TA€NA TOKYMEHTAITHOHHOTO 00ecTevueHHs1 HECYT OTRETCTBEHHOCTD:
9.1.1.3a npapoHapymenust 1 MPECTYIIEHNsl, COBEPIIEHHBIC B HPOLECCE OCYLICCTBIEHHS CBOEH

JAEATENBHOCTH, - B IPEAENax, ONPEACNCHHBIX JACHCTBYIOMIHM aAMHUHHCTPATHBHLIM, YIOJOBHBIM H
TPAKIAHCKIM 3aKOHONATENLCTROM Poccuiickoii @enepanmn,

IHCKIM 3aKOHOIaTeNnbeTBOM Poceniickoii Meneparin
9.1.2.3a HeHajnexKallee HCIOIHEHWE WM HEHCIIONHEHUe O6A3aHHOCTE!, IPEAYCMOTPEHHBIX
JOJDKHOCTHOHM HHCTPYKLIMEH,
9.1.3.3a mpuyMHEeHIe MaTePHATBHOrO yiepta YHUBEPCUTETY, - B IIpeenax, IPENyCMOTPEHHBIX
TPYZOBBIM U ITPAXKIAHCKMM 3aKOHOaTeNnbCTBOM Poccuiickoil @enepauuu,
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9.2. HaanbHEK 0T JOKYMEHTALHOHHOTO 00eCTIeYeH st HECET OTBETCTBEHHOCTD 3a:

9.2.1. OpraHuzanuio pabOTHI OTZAENa NOKYMEHTAIIMOHHOTO OGECIICYeHMs IO BBINONHCHHIO
BO3/IOMEHHBIX HA HEro 3a1a4 W (QYHKUWI, CBOEBPEMCHHOE M KBAIMQHIHMPOBAHHOE BBIIONHEHHE
NPHKA30B, PaCTIOPsKeHHH, MOPYIEHUH PYKOBOACTRA, ACHCTBYIOMINX HOPMATHBHBIX TIPABOBBIX aKTOB B
cthepe menonpomsBoaCTBA.

922 Cobmopenne pabOTHHKAMH TPYAOBOH H MPOH3BOACTBEHHON AHCLMTIIUHbL,

9.2.3. Cobmronerre paGOTHHKAMM NPABHII BHYTPEHHErQ TPYIOBOTO PACIIOPSAKA YHuBepcHTeTS,
NPOTHBOIOXKAPHOH 0€30MaCHOCTH.

9.2.4. Cobmonenue ycnosuii obecreyeHrs COXPaHHOCTH JOKYMEHTOB,

9.2.5. HapylueHHe HOPM, PEryNMPYIOITHX 00paOOTKY HEPCOHANLHBIX JAHHBIX PaGOTHUKOB — B
npenenax, UpeayCMOTPEHHBIX TPYAOBbIM, 4IMUHUCTPATHBHLIM H YTOJOBHbBIM 32KOHOTATELCTBOM.

9.2.6. CobmoneHue NEACTBYIONEr0 3aKOHONATENLCTBA B NPOLECCE PYKOBOACTBA OTAEIOM
HNOKYMEHTALMOHHOTO 00CCIIEYEHNS,

9.2.7. IlpenocTaBneHye JOCTOBEPHOH HHPOPMALIHH O ZIEATEIBHOCTH OT/IE/A OOKYMEHTALHUOHHOTO

obecncuenus;
10. COIJTACOBAHHME
JHoKHOCTD Damums Moamiack
Havannuuk otnena .
Paszpaboran P. Xaraxykosa : -
P JOKYMEHTAIHOHHOTO 00ecedeH s A 4 &@_/ f,’égﬁﬁf%:
Cornacopan TpopexTop A B. CuupHOB W
/
upexTop HenapramenTa f
Cornacosan HAup P Henap T.H. Yepenosa L/J,
KaJIpOBOH MOUTHKH /
i
Benymuii 10pHCKOHCYIIBT
Cornacosan Horosoproro otaena T.H. Konosanosa

Hpunudeckoro ynpasnenus

-




