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1. O01IHe MOJI0KEHUA

1.1  Hacrosimee Ilomoxenue omnpenenser 3amadyd u  (QyHKIMH OTAeNa
JIOKyMEHTAITMOHHOTO OOECIIeUeHUs yIpaBieHusT GpeaepaabHOTO TOCYIapCTBEHHOTO
OIOHKETHOTO 00pa30BaTEIBLHOTO YUPEKACHHUS BBICIIETO 0Opa3oBaHus «TBepckoi
rOCyJIapCTBEHHBIN MEIMIIMHCKUN YHUBEPCUTET» MUHHCTEPCTBA 3APABOOXPAHECHHUS
Poccuiickoit @enepanuu (gajnee — YHUBEPCUTET).

1.2 Otaen JOKyMEHTAIIMOHHOTO obecrnieueHus ynpanieHus (aanee - Otuen)
ABJISCTCS CTPYKTYPHBIM NOAPA3ICIICHUEM Y HUBEPCUTETA.

1.3 IloguMHEHHOCTH OTHENIa OIpPEHACIACTCS YTBEPKICHHOM IPUKA30M
peKTopa (Ha OCHOBAHHMH PELICHHs YUYEHOI0 COBETA) OPraHU3aLMOHHON CTPYKTYpOil
1 noguunHeHHOCThio mnoxapasnenenud ®I'bOY BO Teepckor I'MY Munsnpasa
Poccun.

14  HemnocpeACTBEHHBIM  KOHTPOJb  OCYLUECTBISET  PYKOBOIUTEIIb
BBILLIECTOSIIErO MOAPA3ACIICHHUS.

15 Co3gaHue, peopraHuzanus W JukBuaanuss OTaena OCYHIECTBISETCS
IPUKA30M PEKTOPA HA OCHOBAHUU PELICHUS Y UYEHOI'0 COBETA Y HUBEPCUTETA.

1.6 Ilpm peoprammzannu Otaena JOKYMEHTHI 10 OCHOBHOMW JEATEIIBHOCTH
MEPENIAOTCSl HAa XPAHEHUE MPABONPEEMHUKY, a NPU JHUKBUIALMU — B apXUB
YHuBepcurera.

1.7 Otmen  BO3IJIABISCT  HAYAIBHUK, KOTOPBIM  HA3HA4YaeTCd U
OCBOOOXKJAeTCsl OT  JIODKHOCTHM  TPUKA30M  pEeKTopa  YHUBEpCUTETa TIO
MPEICTABICHUIO HAYAIbHUKA YITPABJICHUS KaJIPOB.

1.8 Ha pomkxHocThr HavanbHuka OTaena Ha3HAYaeTCs JIMIIO, MMEIOIICE
BbICIIee MpOodecCHOHANbHOE O00pa3oBaHWE M CTaX padOThl MO HAMPABICHUIO
NEeITEILHOCTH HE MEHeEE 3 JIeT.

1.9 Ha3HaueHue Ha JODKHOCTH M OCBOOOXKJIEHHE OT JIOJDKHOCTEH
cOTpyaHUKOB OTAena MNpPOU3BOAUTCS MPUKA30M PEKTOpa YHUBEpPCUTETA 10
NpEACTaBICHUI0 HauvainbHHKa OTAelna W 1O COINIACOBAHUIO C HAYalbHHUKOM
YIIPaBJIEHUS KaJIpOB B COOTBETCTBHUU C TPYJOBBIM 3aKOHOAATEIBCTBOM.

1.10 CopnepxaHue U perjiaMeHTanus padoTel coTpyaHukoB OTtaena
OonpeAensieTcss TPYAOBBIMU JOTOBOPAMHU, JOKHOCTHBIMU MHCTPYKIMSIMH, & TAKKE
pacropsiikoM U rpadukaMu paboTHhI.

111 Otmen B CBOEW JAEATENIBHOCTH pPyKOBOACTBYeTCs: KoHctuTyiumen
Poccuiickon ®@enepaunu, TpynossiM koaekcom Poccuiickon @enepanuu, Ykazamu
[Ipesunenta Poccuiickont @enepaunu, llocranoBneHusiMu u PacnopsokeHusMuU
[IpaButenscTtBa Poccuiickoit deneparuu, denepatbHbIM 3aKOHOJATEIHCTBOM,
YcTraBoM YHHMBEPCUTETA, JIOKAIBHBIMU HOPMATUBHBIMHU AaKTAMU Y HUBEPCUTETA,
pACHOPSHKEHUSIMA  PEKTOPA, PACHOPSHKEHUAMHU IPOPEKTOPOB MO HAIMPABICHUAM
JEeSITEIbHOCTH, a Takke HacToAmmM [lonoxxenuem.

2. OcHoBHBIC 3202y OTae1a
OcHoBHBIMHU 331auamMu OTaesIa ABIAIOTCH:

2.1 Obecnieuenne eqUHONW TEXHOJOTMH CO3JaHMsI, 0OpabOTKU, XpaHEHHs U
UCIOJIb30BaHUS TOKYMEHTOB.



2.2 Pa3paboTka  HOPMATUBHBIX H  METOAMYECKHX  JOKYMEHTOB,
perIaMEeHTHPYIOIINX MPOIECCHl CO3aHMsl, 00paOOTKH, XpaHEHUS U UCIOJIb30BaHUE
JIOKyMEHTOB B JICATEILHOCTH BY3a, UX BHEIPEHUE B IPAKTUKY PAOOTHI C JOKyMEHTaMHU
¥ KOHTPOJIb 32 UX MPUMCHCHHUEM.

2.3 CogepireHCTBOBaHHE (OPM U METOJIOB PAOOTHI C TOKYMEHTAMH Ha OCHOBE
NpUMEHEHUsT WH(POPMAIMOHHBIX TEXHOJIOTUH, YHU(MUKAIMM W CTaHIapTU3AINH
JIOKYMEHTOB.

2.4 OpraHu3aIMOHHO-METOMYECKOE PYKOBOJCTBO M KOHTPOJIb 32 BEIACHUEM
JICIIONPOU3BOICTBA B CTPYKTYPHBIX TOAPA3ICICHUIX, TOJATOTOBKE JOKYMEHTOB K
nepeiadye B BEIOMCTBEHHbIM apxuB B coorBeTcTBUU ¢ ['OCTamu u apyrumu
JEHCTBYIOIUMHU HOPMaTHBaMH.

3. OcHoBHbIe pynkuuu Otaena

3.1 Pa3zpaboTka  HOPMATHUBHBIX W  METOJWYECKUX  JIOKYMEHTOB  TIO
JOKYMEHTAITMOHHOMY  OOecneyeHut0  (MHCTPYKIMH [0  JIeJIONPOU3BOJICTBY,
HOMEHKJIATypbl JIel U JPYTUX JOKYMEHTOB), PETJIAMEHTUPYIOIIUX MPOIECCHI
co3gaHusi, 00pabOTKH, XpAHEHHS M UCIIOJIb30BAHUS IOKYMEHTOB.

3.2 IlpoextupoBanue  oOpa3LoB  OJAHKOB  JOKYMEHTOB,  pa3paboTka
YHU(PUIUPOBAHHBIX (OPM TOKYMEHTOB, KOHTPOJIb MX UCTIOJIB30BAHMS B CTPYKTYPHBIX
MO/Ipa3/ieNICHUsIX OpraHu3allvu.

3.3 OcyI1iecTBICHUE KCIICTUITMOHHON 00paOOTKH JOKYMEHTOB.

3.4 Opranuzaiys IpeBapuTeILHOTO PACCMOTPEHUS JOKYMEHTOB, 00ECIICUCHHE
CBOEBPEMEHHOTO TMPEJCTABICHUS JOKYMEHTOB HAa PAacCMOTPEHUE PYKOBOJCTBA
YHUBEPCUTETA.

3.5 Opranuzamnusi JABWKEHUS TOCTYMAIOMIUX, OTIPABISEMbIX, BHYTPEHHHUX
JIOKYMEHTOB.

3.6 OpraHunsanys KOHTPOJIA 32 CPOKAMH HCIIOJHEHHUsI JOKYMEHTOB, PEryJINPOBAHMS
xoJ1a

WCIIOJTHEHUSI TOKYMEHTOB.

3.7. OOGecrieueHre  JIOKYMEHTUPOBAHUS  JICATECIIBHOCTH  KOJUIETHAJIbHBIX
COBEIIATEIbHBIX

OpraHOB YHUBEPCHUTETA.

3.8 Opranuzarius onepaTuBHOTO U3TOTOBJICHHS TOKYMEHTOB, KOTUPOBAHUS U
TUPAKUPOBAHUS IOKYMEHTOB.

3.9 Pacchuika 1OKyMEHTOB (KOIHU IOKYMEHTOB) MO CTPYKTYPHBIM OTACJICHUSIM
YHUBEPCUTETA.

3.10 Pa3paboTka u coriacoBaHre HOMEHKIIATYP JeJ CTPYKTYPHBIX MOApPa3AeICHUN,
dbopMHpOBaHUE CBOJHOW HOMEHKJIATYPHI JEII.

3.11 IlpoBeaeHue eXErogHbIX pabOT MO HKCHEPTU3E IIEHHOCTH JOKYMEHTOB,
MOJITOTOBKE

JIOKYMEHTOB Ha apXMBHOE XpaHEHUE U OTOOpPY JOKYMEHTOB C UCTEKIIMMHU CPOKaAMU
XpaHEeHHUS

Ha YHUUYTOXXEHHE.

3.12  VYnaocroBepeHue nevaTbio MOANUCEH, PYKOBOASIIUX paOOTHUKOB
YHUBEpPCUTETA



4 . JI0JKHOCTHBIE 00513aHHOCTH HavyajabHuKa OTaena

4.1, Havansauk OTAena HENOCPEACTBEHHO PYKOBOAUT BBEPEHHBIM €MY
nojApaszJeeHueM M pabdOTOM TMMOJYMHEHHBIX €My COTPYJHHKOB, OTBEUYaeT 3a
KaueCTBEHHOE M CBOEBPEMEHHOE BBIMIOJHEHUE BO3JIOKEHHBIX Ha OThen 3agay u
byHKIHA

4.2, Hauvanpuuk Otnesna o0s3aH:

— OCYIIECTBJIATh TOJI00p W PACCTAHOBKY KaJPOB B COOTBETCTBHH C 33JjadaMH,
Bo3JIaraeMbIMu Ha OTrer;

— pa3pabaThIBaTh TOJKHOCTHBIE MHCTPYKIIMHU COTPYAHUKOB OT/AENa; BECTU YUET
pabouero BpeMeHu CoTpyaHUKOB Ot1aena;

— XOJaTalCTBOBAThH IEPEJ] PYKOBOJICTBOM O MPUMEHECHUM MEpP MOOUIPEHUS U
JTUACIUILIMHAPHOTO BO3JAEUCTBUS K COTpyAHUKaM OTaena;

— KOHTPOJIMPOBaTh  BBINOJIHEHHE  cOTpyaHukamu  Otnena  TpeOOBaHUU
JOJDKHOCTHBIX MHCTPYKUUN U coOntogeHue [IpaBuit BHyTpeHHEro pacnopsjika
YHuBepcurera;

— XOJaTaiilCTBOBAaTh IE€peJl PYKOBOJACTBOM OO0 yCTAaHOBJICHUSI  BBIILIAT
CTUMYJIMPYIOIIETO XapakTepa Mpu oIuiaTe Tpyaa COTpyaAHUkoB OtTaena;

— IUIAHUPOBATh OTITYCKa COTPYAHUKOB OT/ieNia U KOHTPOJIUPOBATH BHIMOTHEHUE
ux rpaduka;
— OCYIIECTBJIATH MEPCIIEKTUBHOE U TEKYyIIee TIIaHupoBaHue padotel OTaena;

— TOTOBHUTH MPOCKTHI MPUKA30B M PACTIOPSHKCHHUN 10 YHHUBEPCUTETY B cdepe
nestenbHoCcTH OTHENa;

— TOTOBUTBH IIPOCKTBI ITHCCM, 3aIIpOCOB, OTUCTOB M CIIPABOK IIO BOIIPOCaM,
CBiA3aHHBIM C ACATCIIBHOCTBIO OTI[GJ'IEI;

— KOOpPJIUHUPOBATH B3aUMOJICHCTBUE COTPYIHUKOB OTleNa U mpeacTaBUTeIeh
CTPYKTYPHBIX MOJIPA3CIICHAN Y HUBEPCUTETA;

— PYKOBOAWTH pabOTON IO OpraHU3AMH W OOECMEYEHUIO0 OXpPaHbl Tpyda M
MPOTUBOIIOKApHOHU Oe3onacHocTH B OTHene;

— OCYILIECTBJISITh B3aMMOJICMCTBUE CO CTPYKTYPHBIMH TOApa3eICHUSIMHU
YHuBepcuTeTa M CTOPOHHMMH OpraHaMyd M OpraHM3allUsIMU B HHTEpecax
nesTensHocTH OTHACTA;

— KOHTPOJIMPOBATH BEJCHUE JEIONPOU3BOACTBA B OTIEeE.

5 [IpaBa HayanbHuKa OTaena
5.1 Hauvansuuk OTaena uMeer npaso:

— TpeboBaTh OT pyKOBOAUTENEH CTPYKTYPHBIX MOJApa3eNeHUuN, pabOTHUKOB
YHUBEPCUTETA YCTAHOBIICHHBIX MPABWJI CO3/JaHMs, 00pabOTKH, XpaHEHUs U
UCIIOJIb30BAHUS JOKYMEHTOB;

— IPUHUMATh pPEIICHUA MO0 KOHKPETHBIM BOIPOCAM B MOpeAeiax CBOUX
KOMIIETCHIIUM;
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y4acCTBOBATh B OAOOPE U PACCTAHOBKE KAJIPOB 0 CBOEH JIEATEIIbHOCTH;

y4acTBOBaTh B OOCYXKIEHHMM M PEIIEHHMH BONPOCOB JEATEIbHOCTH
YHUBepcuTeTa, 1eKaHaToB, Kadeap U APYrux yueOHBIX MOApa3ieIeHHI;

IIPUCYTCTBOBATh HA BCEX COBEIIAHUAX, 3ACEHAAHUSAX IIPU PACCMOTPEHUU
BOIIPOCOB, OTHOCAIIMXCS K KoMmIieTeHunn Otena;

IIPEACTABUTENBCTBOBATH OT MMEHH CTPYKTYPHOI'O MOJpa3JEJICHUs B
YHuBEpcUTeTe;

3ampanmBaTh y PYKOBOJIUTEICH CTPYKTYPHBIX TOAPA3NCICHUN W WHBIX
CIEIUATMCTOB HH()OPMAITUIO U TOKYMEHTHI, HEOOXOUMBIC /TSI BHITIOTHEHUS
byukuit Otnena;

BO3BpalllaTb pa6OTHI/IKa YHUBCPCUTCTA - HCIOJIHUTCIEIM JOKYMCHTOB H
HOpy‘-ICHI/Iﬁ HCIIPABUJIBHO O(i)OpMJ'IeHHBIG AOKYMCHTHI, AOKYMCHTHI,
IIOATOTOBJICHHBIC C HAPYHICHHUCM YCTAHOBJICHHLIX IIPpAaBUJI COIJIACOBAHUA H
YAOCTOBCPCHUA JOKYMECHTOB,

IIPEACTABIATh PYKOBOJICTBY YHUBEPCUTETA IIPEIJIOKEHHUS 0
COBEpIICHCTBOBAHUU PA0OTHI C JOKYMEHTAaMU, OBBILICHUH UCTIOTHUTEIBCKOM
JTUCHMIUIMHBIL, COBEPLICHCTBOBAHMU (OPM M METOAOB TPyJa, CO3JaHUU
OJIaroNpUATHBIX YCIOBHU TPya;

TpeOOBaTh OT PYKOBOJACTBA YHUBEpPCUTETAa OPraHU3alMOHHOIO H
MaTepHalbHO- TEXHHMYECKOTO OOECHEYEHHs] CBOEHM NEATETbHOCTH, a TaKXKe
OKa3aHMsI COJIEUCTBUS B UCIIOJTHEHUU CBOUX JIOJHKHOCTHBIX OOSI3aHHOCTEW U
npas;

o0XxanoBaTh MpPHUKa3bl M PACHOPSIKEHUS PYKOBOJCTBA YHHUBEpPCUTETa B
YCTaHOBJICHHOM 3aKOHOJAaTEIbCTBOM IOPSIKE;

pacnpenenarsh padoTy MeX1y MOJIUYNHEHHBIM EPCOHAIOM;
KOHTPOJIMPOBaTh paboTy COTpyAHUKOB OTaena;

MPEACTaBIATh MaTepHalbl IO BOMpPOCaM, TPEOYIOIIUM BMEIIATEIbCTBA
PYKOBOJICTBa, BKJIIOYAs NPEIJIOKECHUS O MOOIPEHUH WM HAJIOXKECHUH
B3BICKaHUH Ha paOOTHUKOB BYy3a MO CBOCH JIEATEILHOCTH;

NpeaACTaBLITb K HA3HAYCHHUIO MCIIOJIHAIOIIUM 00s3aHHOCTH HaYaJbHUKA
OTI[eJIa Ha BPCMsI CBOCTO OTCYTCTBUSI,

MOJIb30BaThC BCEMH TPYJAOBBIMU MpaBaMHU B COOTBETCTBUU C TpyI0BBHIM
kozekcoMm Poccuiickoit @enepannu.

6 . OTBeTCTBEHHOCTHh HaYaJbHUKA OTHe/1a

Hauanbpuuk OTI[GJIa HCCCT OTBCTCTBCHHOCTD 3a:

6.1 Henauiexaiiee HUCIIOJIHEHME BO3JIOKEHHBIX HA HETO JOJHKHOCTHBIX
00s13aHHOCTEN.
6.2 HecBoeBpeMeHHOE 1 HEKBaTM(UIIMPOBAHHOE BBIMOTHEHUE TIPUKA30B,

pacnopsKEHU U TOPYYEHHH BBILIECTOSIIIET0 PyKOBOACTBA, HOPMATUBHO-TIPABOBBIX
aKTOB IO CBOEH JIeATETbHOCTH.

6.3 HecoOmtonenne mpaBui BHYTPEHHErO pacropsijika, IOXKapHOU
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0€3011aCHOCTH U TEXHUKU O€30MaCHOCTH.

6.4 Henamexainee  BeaeHue  JOKYMEHTAllMM,  IIPEAYCMOTPEHHOU
JOJKHOCTHBIMH OOSI3aHHOCTSIMU.

6.5 HecoOnrogenne  TpyAOBOM  AWCHMIUIMHBL W HEBBINOJIHEHHE
(bYHKIIMOHABHBIX 00s13aHHOCTEN MOJYUHEHHBIX €My PaOOTHHKOB;

6.6 Pasrnamenue monaydeHHOH WHGOpPMAIMU O TMEPCOHATBHBIX JTaHHBIX
pPabOTHUKOB U 00YYAIOIUXCSl B YHUBEPCUTETE.

3a HapylIeHUE 3aKOHOAATEbHBIX 1 HOPMAaTUBHBIX aKTOB HadyaJlbHUK OTaena

MOJKET OBITh NMPHUBJIECYEH B COOTBETCTBUM C JECHCTBYIOIIUM 3aKOHOJATEILCTBOM B
3aBUCHUMOCTH OT TSDKECTUM IIPOCTYIIKA K JUCLUIUIMHAPHOM, MaTepualbHOM,
aAMUHUCTPATUBHOMN U YTOJIOBHON OTBETCTBEHHOCTH.

CorigacoBaHo:

HauvaibHUK TpaBOBOTO yITpaBJICHUS A.A. KoxyxoBckuit

HauvanbHuk ynpasiieHus
KaJIpOB JI.A. Opinos

HauvanbHuk oTaciia AOKyMCHTAallMOHHOTI'O

obecrieyeHus yrpaBICHUS T.B. YnbsaHoBa



C Ilonoxenuem o crpykrtypHom mnoapasaenenuun OI'BOY BO Taepckoin ['MY
MunsnpaBa Poccun, BKITIOYAIONMEM JIOJDKHOCTHBIE OOS3aHHOCTH HaudajJbHUKA

noapasacICHUS O3HAKOMUIICA, IIPHUHAJ K PYKOBOACTBY M UCITOJTHCHUTO!

No
/11 ®.1.0. [Toanuce Jlata




