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006 yTBepsKkIeHHH MOJ0KeHHus 00 oTaene
ynpaBJjeHHs AeJIlaMH

B c¢Bsi31 ¢ IpOU3BOACTBEHHON HEOOXOIMMOCTHIO

NPpHKAa3blBalo:
1. YTBepauTh nmonoxxeHue oo otaeine ynpasienus aenamu (IIpunoxenue Nel).
2. Beectu nonoxenue B neiicteue ¢ 02.12.2019.

3. KoHTponb 3a WCIONIHEHHWEM TMpHKa3a BO3JIOXKUTh Ha MPOPEeKTopa  I0

OpraHu3allMOHHON U KaapoBoi pabore A.M.MuteHuny.

Pexrop M N.M.I1laBneHKoB



HpI/mo}KeHHe Nel
K npnkasy pEeKTOpa UHCTUTYyTA
orpl Il 7Y Ne 335-7
MMOJIOXEHUE
Ob OTAEJIE YIIPABJIEHUS AEJIAMHA

1. O0mmue nonoxxeHust

1.1.  Otnen ynpaBieHHs AelaMU SIBISIETCS CTPYKTypHBIM nozapasnenenueMm ['bOY
JT1O HUPO (manee — MuCcTUTYT).

1.2.  Otgmen co3nmaercs, TMKBUAUpPYETCS NMpUKa3oM pekropa MHcTUTyTA.

1.3.  Ortnmen B cBOeH HOEATENBHOCTH PYKOBOACTByeTCs YcraBoM HMHcrtHTyTa,
[IpaBunaMu BHYTpEHHEro TPYAOBOrO paclopsifika, HOPMAaTHBHO-IIPABOBBIMU aKTaMH,
PEKOMEHIAIUSIMU TI0 BOIIPOCaM JOKYMEHTAI[MOHHOIO o0eclieueHus, IpruKa3aMi peKTopa,
JOJDKHOCTHBIMU MHCTPYKIUSIMY, HacTosuM Ilonoxenuem.

1.4.  Ortgmen BO3riaBiseT HadyaJbHUK, KOTOPBIM Ha3Ha4yaeTCsl U OCBOOOXKAAETCs OT
JOJDKHOCTH TpUKa3oM pekropa. VcronHeHue 00s13aHHOCTEH HadaJbHHKA OTAENa B €ro
OTCYTCTBHE MOXXET OBITH BO3JIOKEHO Ha OJHOI0 U3 pabOTHUKOB OTAENA.

1.5. Ortnmen ynpaBneHuss JelnamMd IOAYMHSETCS B CBOEH  JESATENBHOCTH
HETIOCPEACTBEHHO MPOPEKTOPY MO OPTaHU3ALMOHHON U KaIpoBoi pabore.

1.6.  Ortpnen ynpaBieHUs eJlaMd UMEET N1e4aTh U IITaMIIbI.

2.  OcHoBHBbIC 32Ja4H

2.1.  Opranuzanus BeeHUs AeIONPOU3BOJACTBA.

2.2. Bepnenue 3JeKTPOHHOrO NOKYMEHTOOOOpOTA.

2.3.  OO6ecrieueHue eIMHOTO TOPSIAKA PA0OTHI C IOKYMEHTaMH.

3. OyHkuuu

3.1.  OcyulecTBieHHe SKCHEAULUOHHOW 0OOpabOTKH, perucTpalud, pacChbUIKH,
YUETHO-CIPaBOYHOM pabOThI C TOKYMEHTaMH.

3.2.  OpraHuzanus parioHaIFHOrO JOKYMEHTO000pOoTa.

3.3. Pa3paboTka HOMEHKJIATypbl JIe] WHCTHUTYTa, obecredueHne (GOpMUPOBAHUS U

XpaHEHUs O€CII.
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3.4. OOGecnedeHrue COXpaHHOCTH ,uoxyMeﬁbe, IIOAATOTOBKA ¥ C/laya Ha XpaHEHUe
Iell B TOCYIapCTBeHHBIN apXUB OOJIACTH.

3.5. IIpoBeneHue KOHCYJIbTAllMM IO BOIIPOCaM JI€JIONPOU3BOJICTRA.

3.6.  OcyliecTBieHHEe METOAUYECKOTO PYKOBOACTBA M KOHTPOJISI 3a BEICHHEM
JIEJNIONPOU3BO/ICTBA B CTPYKTYPHBIX MOJIpa3ieICHUSX.

3.7. OpraHuzanuss pacCMOTpPEHHSI W TMOATOTOBKH K JOKJIaAy pPYKOBOJCTBY
MOCTYMAIOIUX JOKYMEHTOB B yCTaHOBJICHHBIC CPOKH, OOOOIIEHHWE CBEIEHUU O XOIe W
pe3yibTarax HCIIOJHEHUS JOKYMEHTOB, OCYILIECTBJIEHHE KOHTPOJISI 3a HCIOJTHEHHEM
JTOKYMEHTOB.

3.8.  OpranuzanuoHHoe obecrieueHne MepONPHUITUN, KOHPEpeHIUH, COBEIaHUuN.

4. IlpaBa n 00s13aHHOCTH

Pabomnuxu omoena umerom npago:

® HpOBOILI/ITB INIpOBEPKU II0 OpraHU3alvu pa6 OTbl C OOKYMCHTaMH,

CO6JHOIIGHI/IIO HCIIOJIHECHUA NHCTPYKIINUU 110 ACJIOIIPOU3BOACTBY.

J 3anpamuBaTh y CTPYKTYpPHBIX MOApa3/ielieHui CBeAeHUs,, HeoOXoquMble IS
paboTBHI.
® [IpuBnexkaTh B YCTaHOBIIEHHOM IIOPSIAKE CIELHAINCTOB CTPYKTYPHBIX

NoJIpa3/IeJIeHN i K MOArOTOBKE MTPUKAa30B, IPOEKTOB JOKYMEHTOB I10 MOPYUYEHUIO PEKTOpA.
o BosBpamaTe “cnogHUTENSIM Ha OpabOTKY JTOKYMEHTHI, no;IFOTOBJIeHHLIé c
HapylLIeHUEM yCTaHOBJIEHHBIX TpeOOBaHUA.
o ITonp30BaThCs NpaBaMu, ONpeAeieHHBIMA Y cTaBoM MIHCTUTYTA.

Pabommnuxu omoena obazanol:

J Cob6monmate VYcraB Mucturyta, IlpaBunma BHYyTpeHHEro TpYIOBOTO

pacropsiika, IpaBHia [0 OXpaHe Tpyda U TeXHHKe 0e30MMacHOCTH.

o Crporo cienoBate HopMaM IIpodhecCHOHANBHON ITHKY.

o OGecnieunBaTh  HEOOXOIOWMBIH  NpodecCHOHANBHBINI  YPOBEHb  CBOeH
JeSITeTIbHOCTH.

J KauecTBEHHO BBINOJIHATH O0S3aHHOCTU U pabOTHI, YKa3aHHBIE B TOJDKHOCTHBIX

UHCTPYKIUSIX.



5. OTBeTcTBEeHHOCTH

o PaGoTHHKH  OTHeNa  HeCyT  OTBEICTBEHHOCTh 3a  obecIedeHHe
YCTaHOBJICHHOIO Mopsifika paboTel ¢ JOKyMeHTaMu B WHCTHUTYTe, BBINOJIHEHHE
HACTOSILErO MOJOXXEHUS U JTOJDKHOCTHBIX WHCTPYKITUH.

® K paGoTHukam otnena MOryT OBITH NPHMEHEHBI Mephl IUCIUILIHHAPHOIO
BO3IEUCTBUS B COOTBETCTBUU ¢ TpymoBelM koaekcoM Poccuiickoit ®eneparuu 3a
HecoOmoneHue Ycrasa, [IpaBui BHyTpeHHETro TPyIOBOTO PaclopsiKa, HECBOEBPEMEHHOE
U HEKAYeCTBEHHOE BBINONIHEHUE (QYHKIMMA, BO3JIOKEHHBIX HA OTHEN, IOJIKHOCTHEIX
UHCTPYKLIHM.
6. BzaumooTHOomeHnusi. CBsizu

Otnmen ympaBieHHs JelaMH OCYIIECTBISET paboTy BO B3aUMOJEHCTBHH CO
CTPYKTYpHBIMU mozpasfeneHusMu MHctutyta 1 MuHucTepcTBa 00pa3oBaHus, HAYKU H
MOJIOZI)KHOU MOMUTUKU Hikeropoackoit 061acTy.
7. Opranuszanusi paéoTsl

7.1. PaGoto#i oTHena pyKOBOIUT HAaYaJIbHUK, KOTOPHI HECET OTBETCTBEHHOCTH
3a pe3yiabTaThl paboTHl OTHeNa, 3a COCTOSHHE TPYAOBOW U  HCIOJHHUTEILCKOMN
JUCLIMILIMHBI, ONpeeiseT IUIaH paboTel OTAeNa, JOKHOCTHBIE HHCTPYKIMHA paOOTHHKOB,
BHOCHUT TPEJIOKEHUsI 00 M3MEHEHHM IITATHOW YHMCIEHHOCTH OTJAeJa, O IOOIIPEHUH HU
HaKa3aHWU pabOTHUKOB.
7.2. PabGoTHHKM oTHena paboTalOT HAa OCHOBAaHUU IOJDKHOCTHBIX HHCTPYKLIMH H

OTYHUTHIBAKOTCS O CBOEH pa60Te nepea Ha4yaJIbHUKOM OTA€CIIA.



