ITpunoxenue Ne 4

YTBEPXXJIEHO
npukasoMm ['YAII
ot 30/2202¢ Ne :05—52?/2/

MMOJIOKEHHE
OB OTJEJIE TEJOIIPON3BOJACTBA

1. O0mIHe moJI0KeHH .

1.1. Otmen [menompom3BOACTBa (Hajiee - OTHEN) SBISETCS CTPYKTYPHBIM
nojpasieieHueM YTpaBleHHs IepcoHana (enepalbHOro TIOCyJapCTBEHHOIO
ABTOHOMHOT'O 06pa3oBaTeIbHOTO YUIpexXIeHUS BBICIIIETO o0pa3zoBaHus
«Cankt-IleTepOyprckuifi  rocyZlapCTBEHHBI  YHHUBEPCUTET  a3pOKOCMHYECKOIO
mpubopocTpoeHus» (nanee — YHUBepcHuteT, ['Y AII).

1.2.OTtmen B CBOEH JEATENBHOCTA PYyKOBOJACTBYEICS 3aKOHOAATEIbCTBOM
Poccuiickoit @enepaiiuu, rocyJapcTBeHHBIMU cTaHnapTaMu Poccuiickoi @enepanuu
B 00JaCTH TOCyJapCTBEHHOH CHCTEMBI JOKYMEHTAI[MOHHOTO oObecleueHus
yIpaBIIeHUs] ¥ apXWBHOIO Jeia, NMpHKa3aMH K PacHopsDKCHUSIMH MHUHOOpHayKH
Poccun, mpaBwiaMy, HWHCTPYKIUSMH M METOOWYECKMMH PEKOMEHIAIUAIMU
bemepamrbHOTO ¥ PETHOHAIBHOIO  OPraHOB — MCIOJIHHUTENBHOM  BIIACTH,
yIOJHOMOYEHHBIX B o0OnacTH apxwBHOro jneina, ycrasom I[I'YAIIL, mnpukazamu
u pacnopsokeHmwsiMu  I'VAIIL, HMucTtpykimedn mno pgenompomsBoictsy ['YAII
1 HacTosmuM IlonoxeHuem.

1.3.Otmen  HENOCPENCTBEHHO TMOMYUHSACTCS  HA4YalbHHUKY Y IpaBIeHUS
IIepCoHANA.

1.4. Otmen co3maeTcs U JUKBUIUPYETCS Ha OCHOBAaHUM IpHKaza peKTopa
I'VAIL

1.5. B oTmene XxpaHATCA W MCIOJB3YIOTCS MO HasHaueHWro kpyrias Ilewats
['VAII ¢ BocmpousBenenueMm [ ocymapctBenHoro repba Poccuiickoit ®@enepanum,
bakcumuie pekTopa, HHBe Iegatd u mramnbel [ YAIL mpexycMoTpeHHEBIE
HucTpykumeii no penonpousBoictBy B I'VAIL

1.6. Otxaen uMeeT KpyTiIyro IIe9aTh C COOCTBEHHEIM HAaUMEHOBAHHEM.

2. CTpykTypa oTAea

2.1. CTpyKkTypy U IITaTHYIO YUCIEHHOCTH OTHeNa yTBepxaaeT pekrop 'VAII mo
IpeICTaBIeHNIO  HadJalbHUWKa  YIpaBIeHWsS  IIEpCOHAla,  COINIACOBAaHHOMY
C TIPOPEKTOPOM IO aJIMUHHCTpaTHUBHOM paboTe m OezomacHocTH U ¢ DUHAHCOBO-
SKOHOMHUYECKUM YIIPaBICHUEM.

2.2. Otnen mMeeT B CBOEM COCTaBe IpYyIIy OpraHU3alliy AeJIONPOU3BOJACTBA
(KaHIEeJISIpUs) U apXUB.



2.3. TpynoBeie o06s3aHHOCTH pPaOOTHHUKOB OTHAENa ¥ YCIOBHSA MX Tpyaa
ONIPEeNEeNsIOTCS  TPYAOBBIMH  JOTOBOpPaMH, 3aKIIOYaeMBIMM C  pabOTHHUKaMH,
NOIDKHOCTHBIMH ~ HMHCTPYKIMSIMH ~ pabOTHHMKOB,  HactosmuM  Ilonoxenunem
M  JIOKaIbHBEIMH  HOPMAaTHBHBIMM  aKTaMM  YHuUBepcurera. Pacnpenenenue
00s13aHHOCTEH MeXOy paOOTHHKaMH OTZAella MPOM3BOJUTCS HAUYAIbHUKOM OTIENa
II0 COIVIaCOBAaHMIO C HA4YaJbHUKOM YIIPaBIEHUS IIEpCOHAa U OTPAKAIOTCH
B JIOJDKHOCTHBIX HHCTPYKIIUSX.

3. 3agaun

3.1. Obecmeuenue AOKyMEHTHPOBAaHMS yIpaBlIeHYECKOU nesrensHocTH 'Y AILL
opragm3zanus W  obecneueHue  QyHKIMoHMpoBaHMs B I'YAII  enuwHOMU
IIEHTPAJIM30BAaHHOM  CHCTEMBI  JIENIONIPOM3BOACTBA,  OOecIeYeHWe  eIWHCTBA
JOKYMEHTAIIMOHHBIX TEXHOJNOIMH B CTPYKTYpHBIX mozpaszeneHusax [YAIL
yCTaHOBIIEHHUE eIUHOTOo Mmopsaaka paboTsl ¢ fokymeHTamu [V AIL

3.2. Koutpons wucmonmHeHus TpeOoBaHMI HOPMAaTUBHBIX aKTOB II0 BOIpPOCAM
opraHm3aIyu Jenonpounssonacrsa B I'VAIL

3.3. CoBepimieHcTBOBaHHEe (OPM U METOJNOB pabOThl C AOKYMEHTaMH, B TOM
ypclle C TpUMEHEHHWEM KOMITBIOTEPHBIX TEXHOJOTHH, YIOpSJAOYEeHUE COCTaBa
JIOKYMEHTOB ¥ WH(GOPMAllMOHHBIX IIOKa3aTelel, COKpalleHWe HX KOJIW4YecTBa
1 OIITUMU3AIASI TOKYMEHTOIIOTOKOB.

3.4. OpraHu3aliOHHO-METOANIECKOe PYKOBOJICTBO eI TETBHOCTHIO
II0 JIEJIOIPOU3BOACTBY B CTPYKTYpPHBIX HofpazaencHusx ['YAIL

3.5. Opranuzanys paboThI CUCTEMBI JJIEKTPOHHOI0 JOKyMeHTooOopoTa I'YAIL

3.6. OcyimecTBieHre  KOHTPOJIS 332  CBOEBPEMEHHBIM  IIPOXOXKIEHUEM,
WCIIOJHEHHEM W  KA4eCTBEHHBIM  O(QOpMIIEHMEM  JOKYMEHTOB,  aHaJW3
HCITOJTHUTEIECKOU TACIIUATIIIAHEL.

3.7. Opraumzanus paboTel ApxuBa u DkcrepTHoU komuccuu 'Y ATL

3.8. Obecmeuenne oTOOpa, ydeTa U COXPaHHOCTH JOKYMEHTOB, O0Opa3yrOIIUXCs
B JestenbHOCTH 'Y All, X apXWBHOE XpaHEHHE.

4. OyHKIUHA

4.1. Pa3paboTKka, BHeJIpeHHWE W COBEpLICHCTBOBAaHUWE €IWHONW HOPMATHUBHOM
¥ METOJUYECKOH 0a3bl 10 TOKYMEHTaIIMOHHOMY 00€eCIIeueHHIO.

4.2. Vaudukammss coctaBa W (GOpM  YIPaBICHYECKUX  JIOKYMEHTOB,
YCTaHOBJIEHUE €IUHBIX IIPaBUJI IIOATOTOBKY B OOPMIIEHHS JOKYMEHTOB.

4.3. Pazpabotka u BHempenwme Tabens ¢opM HAOKyMeHTOB W Anpboma hopMm
JIOKyMEHTOB, IPUMEHsIEMBIX B AesTenbHocTU 'Y All, BHECEHUE B HUX U3MEHEHUH.

4.4. PazpaboTka HOPMAaTHUBHBIX " METOOUYECKUX JOKyMEHTOB
10 JOKyMEHTAllUOHHOMY 00€CII€YeHHIO YIIPaBICHMUS.

4.5. Pa3paboTtka COBMECTHO co CTPYKTYPHBIMUA noApasAcIeHUsIMHA
VHuBEpCHTETA MEPONPHUATHH MO COBEPIIEHCTBOBAHMIO ()OPM M METOMOB pabOTHI
C JOKYMEHTaMH, a TaK)Ke 10 IIOBBIIIEHUIO UCIIOJTHUTENbCKON TUCIIUTLINHEL.

4.6. Pa3zpaboTka u npoekTHpoBaHue 6J1aHKOB TOKyMeHTOB [ Y AIL



4.7. Pazpaborka Homenkmatyper men ['YAIL, obecmedeHue ITOATOTOBKHU
HOMEHKJIATYD [IeJl CTPYKTYPHBIX IIOpa3feIeHUM.

4.8. Opranmsaidsi 10 TOPYYEHUIO PpyKOBOACTBA IIOATOTOBKH IPOEKTOB
JOKYMEHTOB, obecliedeHre ux 0OpMIICHHS U BBIITYCKa.

4.9. YcTaHOBICHHE TIOpSOKa IPOXOXKAEHUS H 00pabOTKH TOKYMEHTOB,
COCTaBIIEHHE CXeM JOKyMeHTO0OOpOTa, BHEIPEHHWE HOBBIX TEXHOJIOTHIECKUAX
IpreMOB paboTEI ¢ JOKyMEHTaMH, COKpaIlleHue 00bEMOB JOKYMEHTOO00pOTA.

4.10. IleHTpai30BaHHBIA  [OpUEM, YyY€T, PErUCTpallds  [OCTYIAOIINX,
BHYTPEHHUX U OTIIPABISIEMBIX JOKYMEHTOB.

4.11. Oprauusanus CBOEBPEMEHHOI'0 PacCMOTPEHUS IMOCTYIIUBIINAX
JOKYMEHTOB, IIPEJCTaBIECHUE UX AJI1 PACCMOTPEHUs pyKoBoACTBY I Y AIL

4.12. OcymiecTBIIeHHEe KOHTPOJIS 32 IPaBWIHHOCTHIO OPOPMIIEHHUS TOKYMEHTOB,
mpeAcTaBiIseMbIX pykoBoncTBy [ Y AIL

4.13. OpraHm3anisi  KCIIONB30BaHUA HWH(OPMAMOHHO-IOMCKOBBIX  CHCTEM
U BeJieHre WH()OPMAaIMOHHO-CIIPaBOYHOU paboTs! 1o fJoKyMeHTaM I Y AIL

4.14. KoHTpOJB 32 pabOTOM CUCTEMEI IIEKTPOHHOTO JOKYMEHTO000pOTA.

4.15. KoHTpons 3a MPOXOXKAEHHEM U HCIIOJHEHHEM IOKyMEHTOB, 0000IeHue
M aHajJu3 CBEJEHWH O XOJe U pe3ysibTaTaX KOHTPOJS HUCIIOJHEHHS IOKYMEHTOB,
CHUCTeMaTHiecKoe MH(GOpMUPOBaHHE PYyKOBOJACTBA O COCTOSHHUU HCIOJIHUTEIHCKOM
OVCLUIUIVHEL.

4.16. Obecnieuenne (opMupoBaHus U OGOpPMIEHUS JeN, MPOBEICHHUS
SKCIIEPTU3BI IIEHHOCTH JeJl, ONWCaHWs MW YHUYTOXKCHUS [ell, XpaHEHHUS
¥ HUCTIOJIb30BaHMUS JIe]l B IEJIONPOU3BOICTBE.

4.17. Opranuzanus pabOTBl apXWBHOTO XpaHEHHS TOKYMEHTOB, OpTraHHW3alIlus
HCIOJIF30BaHMS apXUBHBIX JOKYMEHTOB B TeKyIeH nestenbHocTH [ 'Y AIL

4.18. KouTpons 3a mopsAKOM (GOPMHUpPOBaHUS €1 B  CTPYKTYPHBIX
MOAPa3ACIICHASIX Y HUBEPCUTETA, UX XPAaHEHUEM U UCIIOIB30BaHUEM.

4.19. Opranuzanys MOBBIIEHUS KBaTUGHUKAIIUNA PaOOTHHUKOB, OTBETCTBEHHBIX
3a paboTy ¢ JOKyMEHTaMH.

4.20. Opranuzanuss pabOTBl 10 PAacCMOTPEHHIO M MCIONHEHHWIO OOpalieHui
rpakJaH.

4.21. Opranuzanus IOYTOBOM OTIIPAaBKH UCXOAAIIEN KoppecnioHaeHnu [ Y ATL

4.22. IlogrotoBka 3aBepeHHBIX ['YAII M HOTapmanbHO 3aBEpEHHBIX KOMHWH
nokymeHTOB I Y AIL

4.23. CocraBieHre 0T9eTHOCTU 00 00BeMax JokyMeHTooOopoTa I'Y AT

4.24. Opranuzanys U3roTOBIEHNUS U ydeTa egaredd u mrammnoB [ YAIL

4.25. XpaHenue [IOJIJIMHHUKOB OpPraHU3alMOHHO-PACIIOPAAATEIBHBIX
IOKyMeHTOB (TIpHKa30B, pacnopspkennit u ap.) I'YAIL obecneuenme mx pacCBLIKH
¥ 0O3HAKOMIIEHUS C HUMH.

4.26. Ilpuem, ydet, XpaHeHHE 3aKOHYEHHBIX JENOIPOU3BOIACTBOM JOKYMEHTOB,
00pabOTaHHBIX B COOTBETCTBHM C OCHOBHBIMH IpaBUJIaMU PalOOTHI BEIOMCTBEHHBIX
apXWBOB U IIEHTPAIM30BaHHOE YHUYTOXEHHE NOKyMEHTOB C HUCTEKIIMMH CPOKaMH
XpaHEeHHUs.

4.27. OpraHuzamus 5SKCIEPTU3bl HAydHOW © IIPaKTHUYECKOH IIE€HHOCTH
IOKyMEHTOB, Haxonsamuxcs B Apxuse [ YAIL



4.28. Co3naHue ¥ IIOIIOIHEHHE HAyYHO-CIPABOYHOIO alliapara Ha JOKYMEHTHI,
No[UIeXXalye IIepeade Ha TOCYJapCTBEHHOE XpaHEeHWE (OIMCH, WCTOPHYECKHE
CIIpaBKH U T.11.).

4.29. Ilepemadya NOKYMEHTOB B TOCYJapCTBEHHBIE aPXWBBI B yCTAHOBICHHBIS
CPOKH.

4.30. Opragu3anys MCIONIb30BaHUs AOKYMEHTOB M BbIada B YCTaHOBICHHOM
IOpSANIKE CIpPaBOK, KONHM, BBIMHCOK IIO0 JOKyMEHTaM, KaK 3auHTEePEeCOBAHHBIM
YUPEKACHUSIM, TaK U OTAEIBEHEIM JIUIaM.

4.31.TlogroToBka U Iiepeada B PETHOHAIBLHOE apXMBHOE YUYPEXKICHUE
emepalbHOro OpraHa HCIOIHHUTENBHOM BIACTH, YHOJHOMOYEHHOrO B 00IIacTd
apXUBHOTO JI€JIa:

4.31.1. Ha yTBepxneHue:

- OIIMCH JIeJI TOCTOSSHHOT'O XpaHEeHH,;

-TepedHd  TPoeKToB  (00BEKTOB,  pa3spaboOTOK),  HAYYHO-TEXHUIECKAs
JTOKYMEHTAIHSI 110 KOTOPhIM MOJJIEKHT IIEpeade Ha TOCyIapCTBEHHOE XPaHEHHUE;

4.31.2. Ha coryacoBaHue:

- OIIMCH JeJ TI0 TUIHOMY COCTaBY;

- aKTHI 00 yTpaTe JOKyMEHTOB IIOCTOSTHHOIO XpaHEHHS U II0 INYHOMY COCTaBY,

- aKTBI O HEOOHAPYKEHUH JIeN], IlyTH PO3BICKa KOTOPHIX HCUEPIIAHBI,

- aKThI O HEUCIIPABUMBIX TOBPEXACHHUAX JOKYMEHTOB,

- HOMEHKJIaTypa e, obpasyronmxcs B festensHocta 'Y ALL

- MHCTPYKIIUS IO NENOIPOU3BOACTRBY;

- moJoxeHue 06 apxuBe u JkcrepTHOH Komuccnu ['YAIL

4.32. Ilpencrasnenue B IlenTpanbHbIM roCyAapCTBEHHBINA apxuB
Cankr-IletepOypra u IleHTpabHEINA TOCYAapCTBEHHBIM apXMB HayYHO-TEXHUYECKON
noxymenranuu Cankr-IletepGypra cBeneHuii 06 o6beMe JTOKYMEHTOB ADPXHUBHOIO
douma Poccuiickoii @enepaliid U IO JTUYHOMY COCTaBY, XpaHAIIMXCSI B I'VAII
(acIopT apxuBa).

4.33. NudopmupoBaHue ApxuBHOTO KOMUTETA, I{enTpansHOrO
rocynapcreenHoro apxupa Caskr-IletepOypra u LleHTpanbHOTO rocyaapCTBEHHOIO
apXWBa HAay4YHO-TeXHUIeCKoM mokyMmeHTaruu CaHkr-IleTepbypra 06 wu3MeHEHUH
ajpeca, IIEpEMMEHOBAaHWM, peOpraHu3anmyuy, ImMKBugamuu ['YAIL a Takke
00 W3MEeHEHUH MeCTa XpaHEeHUs JOKYMEHTOB.

S. IIpaBa

Ortnmen uMeeT mpago:

5.1. 3anpammBark W MONy4YaTh W3 CIPYKTypHBIX moxpasgenenui ['VAII
UH(OPMAITHIO, HeOOXOIUMYIO AJIS OCYIIECTBICHHS CBOEH NEATEITHHOCTH.

5.2. TlpunprMats y4acThe B CO3BIBaeMBIX pykoBoacTBoM I'VAII coBemanmsax
71 PACCMOTPEHHS BOIIPOCOB, BXOMSIIMX B QYHKIIUK OT/ENA.

5.3. YuacTBOBaTh B TMPAKTHUECKUX MEPOIPHUATHAX II0 HaNpaBJICHUIM
JIeATEeIbHOCTH OT/ea.

5.4. BHocuTh mpemmoxeHus pykoBoacTtBy I'VAII mo coBepineHCTBOBaHUIO
pa6otsl 'YAII U CTpyKTYpHBIX HOApPa3AEICHUH 110 BOIIPOCaM JOKYMEHTAIlHOHHOT'O
obecriedeHUs IeITETbHOCTH.



5.5. IIpuBnekath ¢ coriacus pykoBoacTBa I'YAII paborHuKOB apyrux
HoApasJieNieHni IS pellleHns 3aad, CBA3aHHBEIX C HAlpaBICHUSIMHU AEATEILHOCTH
oTAelna.

5.6. [IpoBOAMWTE TPOBEPKH COCTOSHUA JOKYMEHTAIMOHHOIO OOecledeHus
JeSTENBHOCTH CTPYKTYPHBIX IOApA3JENeHUM U JIOBOIMTL DPE3YILTaTHl IIPOBEPOK
JI0 PyKOBOJICTBA ITOJpa3ielIeHUH U1 IPUHATHS COOTBETCTBYIOIINX MED.

5.7. Bo3Bpalarh WCIIOIHUTEISIM Ha H0pabOTKy JOKyMEHTHI, IIO[rOTOBJIECHHbIE
C HapyIlleHHeM YCTaHOBIECHHBIX TpeOOBaHUH.

5.8. BHOCHTH TpeIIoKeHHUS PYKOBOACTBY O IIPUMEHEHHMH IUCIHMILIMHAPHBIX
B3BICKAHWM B Cilydyae HapymieHus paboTHHKaMHM CTPYKTYPHBIX IIOIpa3leieHuI
'V AII ycTaHOBIIEHHBIX IPaBUII pabOThHI C JOKyMEHTAMHU.

5.9. IloamuceIBaTh M BUBUPOBATh JOKYMEHTEHI B IIPEAEIaX CBOEN KOMIIETEHIINH.

5.10. TpeboBaTh OT  PYKOBOIOHUTENEH  CTPYKTYPHBIX  IIOJApa3eleHUAN
BBIIIOJHEHHUS YCTAHOBIIEHHBIX IIPaBUII pabOThI C JOKYMEHTaMHU.

5.11. VuacTBOBaTh B COCTABICHMHM WCXOIHBIX JaHHBIX Ui pa3paboTku
MH()OPMALMOHHEIX CHCTEM, CBS3aHHBIX C JOKyMEHTAallMOHHBIM oOOecledeHHneM
YHuBepcurera.

5.12. YyacTBOBaTh B MEPONPHUATHIX IO JIOKyMEHTAIIMOHHOMY O00eCreueHHIo
VuuBepcuTeTa, INPOBOJUMBIX  BBHINIECTOSAIIMMM  OPraHMU3allMsAMH, OpraHaMu
yIpaBieHHus [EeNONpPOU3BOACTBOM M AapXMBHBIM [EIOM, B HAyYHO-IIPAKTHIECKHX
MEPOTPHUATHSX 10 HAIIPaBICHUSAM JESTEIBHOCTH OTAENA JeJIOIPOU3BOICTRA.

5.13. ITonms30BaThCs OTHOCSIIIUMUCS K KOMIIETEHIINH oTmeia
uabopMaroHHeIME  GoHmaMu I'YAII B COOTBETCTBHMM C  YCTaHOBIIEHHBIM
pasrpaHiyYeHreM IpaB J0CTyIa K HHPOpMAaIHH.

6. PykoBOACTBO OTAEIOM

6.1. OTmen BO3TJIaBISeT HaYaJIbHHUK OTAENa, HAa3HA4YaeMBIM Ha JOJKHOCTH
mpukazoMm [ YAIL

6.2. HauambHUK OTIEna OCYIIECTBIIIET DPYKOBOACTBO BCEU IEATEIBHOCTBIO
OTJeja U TIOTUYUHSAETCS HEIOCPEICTBEHHO HAaYaIIbHUKY Y IIPaBJICHUS IIepCOHAA.

6.3. HaganpHUK OTIeNa JOJKEH 3HATH!

- 3aKOHOJIaTeJIbCTBO, IIOCTAHOBJIEHUS, pPACIOPSIKEHUs, MPHUKa3bl, Opyrue
PYKOBOJSIWE ¥ HOPMATHUBHEIE NOKYMEHTHI BBILIECTOSIIMX OPraHOB, KacCalOLIUECs
OpraHW3alliy JEIIOIIPOU3BOJICTBA;

- Equnyro rocyiapcTBeHHYIO CUCTEMY IEIOIIPOU3BOJICTBA;

- ctpykTypy I'VAIL

- OpraHU3allyIo JEI0IPOU3BO/ICTBA;

- CXeMBI JOKYMEeHT0000pOoTa;

- IOPSIAOK COCTaBJIICHUS HOMEHKIATYpBl MEN, OIHCEH JMOel IIOCTOSHHOI'O
1 BPEMEHHOI'O XpaHEHHUs], YCTAHOBIIEHHOU OTYETHOCTH,

- CPOKH ¥ IIOPSAOK CHAYy JIe]l B apXUB;

- CUCTEMBI OpraHU3alliyi KOHTPOIIS 32 UCIIOIIHEHUEM JTOKYMEHTOB;

- OPTTEXHUKY U OpYTUe TEXHUYECKUE CPEICTBA YIIPABIECHUECKOIO TPy Aa;

- OCHOBBI 5KOHOMUKH, OpTaHU3alllU IIPOU3BOICTBA, TPyla U YIIPaBICHUS;

- OCHOBBI TPy OBOI'O 3aKOHOJATEIbCTBA;



- IIpaBuna BHyTpeHHET0 TpyAoBoro pacnopsaka I'YAIL

- IpaBHUIIa OXpaHEl TPyZa U IoXapHo# 6e30macHoCTH;

-TIpaBWla W HOPMBL  OXpaHbl  TpyJda, TEXHHMKH  0Oe30IacHOCTH,
IIPOTHBOIIOXXaPHOH 6€30I1aCHOCTH;

- JIOKaJIbHEIE HOpMaTuBHEIE aKThl ['YAII, HENOCPENCTBEHHO OTHOCSIIHECS
K JIeATEITHHOCTH.

6.4. HavanpHUK OTAENa 0053aH:

- PyKOBOIUTE [IeATENBHOCTHIO OTZENa, OOECIeYMBaTh OPraHM3allUI0 €ro
paboTy, BHIMONHEHHE 33724 U (QYHKIHMH, ONpeleleHHbX HacTosammuM Ilonoxenuem,
a TaKKe IPHKA30B M DPACHOpSDKEHWH YHHBEPCHTETa M IOPYYEHHMM PYKOBOJCTBA
YHUBEpCUTETA.

- Pa3zpa0arsiBaTh, BHEIPATh U COBEPIICHCTBOBATh EIUHYI0 HOPMATHBHYIO
¥ METOIUYECKYIO 6a3y IO AeTONpPOU3BOACTBY.

- ObecmeunBaTh YHHGUKAITAIO COCTaBa U (OpM yIpaBICHUECKUX JOKYMEHTOB,
yCTaHOBJIEHHE eUHBIX IIPaBHUII MOATOTOBKH ¥ O(QOPMIIEHHS TOKyMEHTOB.

- Ob6ecreunBars pa3paboTky u BHeapeHue Tabens ¢(opM JTOKYMEHTOB
u Ans6oma GopM HOKyMEHTOB, BHECEHHE B HUX U3MEHEHUM.

- VcTaHaBIuBaTh IOPSOOK IPOXOXKISHWS ¥ O00pabOTKM  TOKYMEHTOB,
COCTaBIATh  CXEMBI  JIOKyMEHTOoOOOpOoTa,  pa3pabaTelBaTh W  BHEAPSATH
TEXHOJIOTHYECKHE TPHEMBI pPabOThl C JOKyMEHTaMH, COKpaIIaioIlyue OOBEMBI
JOKyMEHTO0000pOTa.

- ObecrieunBaTh  LEHTPAJTU30BAaHHBIM  IPHEM,  y4eT,  PETUCTPALUIO
[IOCTYIIAIOIINX, BHYTPEHHUX U OTIIPABISAEMBIX JOKYMEHTOB.

- OGecrnieynBaTh CBOEBPEMEHHOE PACCMOTpPEHHE INOCTYIHBIIMX JOKYMEHTOB,
IpeICTaBIeHNe UX JUI PACCMOTPEHMS PYKOBOJICTBY.

- KouTposuipoBaTh MpaBUIBHOCTE 0GOPMIEHHS JOKYMEHTOB, IPEICTABIAEMBIX
PYKOBOJICTBY.

- OpraHu30BEIBaTh WCIONB30BaHHEe HMHGOPMAIMOHHO-IIOMCKOBBIX  CHCTEM
(CO]T) u BegeHUE CIIpaBOYHOM pabOTEI IO JOKYMEHTAM.

- BecTr KOHTPOJIb 32 MMPOXOXKICHHEM U HUCIIOIHEHUEM JOKYMEHTOB, 00001IaTh
A aHAIU3HUPOBATh CBENEHUS O XOJe M pe3ylbTaTaX KOHTPOJISA HCIIONHEHHUS
JIOKYMEHTOB, CHCTeMaTW4eCKu HHGOPMHPOBATH DPYKOBOACTBO O COCTOSHHU
HCIIOJTHATEIHCKOU JUCIIUITIIAHBL.

- OpraHu3oBBIBaTh MO TOPYYEHUIO pPYKOBOACTBA IIOATOTOBKY IIPOEKTOB
IIOKyMEHTOB, 00ecreunBaTh UX 0()OPMIIEHHE U BEIILYCK.

- OGecmeunBaTh pa3paboTKy U MPOEKTUPOBaHKE OIaHKOB JOKYMEHTOB.

- ObecmeunBaTh pa3paboTKy cBOAHOU HOMeHKIATyphl Aen I'Y AlL, noarorosky
HOMEHKJIATYP JI€ CTPYKTYPHBIX TOAPa3CICHUN.

- OpraHu3oBBIBaTh paboOTy 1O apXWBHOMY XPaHEHMIO JIOKYMEHTOB,
HCIIOJIE30BaHMIO apXUBHEIX JOKYMEHTOB B TeKyIel nesrensHocTy 'Y AIL

- Opraau3oBEIBaTE Pa3paboTKy HOPMATHBHO-METONUYECKHX JOKYMEHTOB
10 JJOKyMEHTAIIMOHHOMY 00eCIIedeHuIo.

- IIpoBOUTE COBMECTHO CO CTPYKTYPHBIMU IOIPA3/EICHUAMY Y HUBEPCUTETA
MEpOIIPUATHI MO COBEPIISHCTBOBAHUIO (JOPM U METONOB pabOTEI C JOKYMEHTaMH,
a Tak’Ke T10 TIOBBIIIEHHIO UCITOTHUATENHCKON JUCIUITIIAHEL.

- KouTponupoBaTh COOOJeHHe TPaBUI SKCIUIyaTallid WH(OPMAaIlMOHHON



cucTeMsl aemonpousBoacTsa (CO/).

- KoutponupoBaTth  TOpSOoK  GOpPMHpOBaHHMS Jel B CTPYyKTYPHBIX
HOApa3eNIeHUsX, UX XpaHEHHE U UCIIONIE30BaHME.

- OGecrieunBaTh IOBEHIIIEHHE KBaTA(GUKAIIUNM PabOTHUKOB, OTBETCTBEHHBIX
3a paboTy ¢ JOKYMEHTaMH.

- BecTu paboTy 1Mo pacCMOTPEHHIO M UCTIOHEHUIO 00paIeHnii rpakaaH.

- OGecmeunBath 060pyHoBaHKe pabodunx MecT pabOTHIKOB OT/EeNa.

- M3y4atp nepCreKTUBHEIM OIIBIT B OpraHU3alMH AeIONPOU3BOJICTBA.

- OGecrieynBaTh CBOCBPEMEHHOCTh IIOYTOBOM  OTIpPaBKU  HUCXOJAIIEH
KOPPECIIOH/ICHIINN.

- CocTaBiATh OTYETH 00 00BEMax JOKYMEHTO0O0pOTA.

- OpraHu30BBIBATh U3TOTOBJIEHUE, YI€T W BbLIady MI€YaTey U IITaMIIOB.

- Opranu3oBBIBaTh XpaHeHue HOJITMHHHAKOB OpraHU3allHOHHO-
PacCIIOpSTUTENBHEIX TOKYMEHTOB (IIPHKA30B, PAcIOpSAKECHHUA U Ip.), obecreynBaTh
HX CBOEBPEMEHHYIO PACCBUIKY.

- OpraHu3oBEIBaTh pabOTy IO PErHCTpaliy, YIeTy, XpaHCHHIO U Iiepeaade
B COOTBETCTBYIOIIHME CTPYKTYpHBIE TOApa3leleHHs] JOKYMEHTOB TEKYIIEero
JeIIOMPOU3BOCTRA, IO (OPMHUPOBAHHUIO JEJl ¥ UX cllade Ha apXUBHOE XpaHEeHHe.

- PazpabaTeiBaTh TPOEKTHI KHCTPYKIMM II0 BENEHUIO JIeJIOMPOU3BOACTBA
1 OPTaHW30BBIBATH UX BHEJPEHUE.

- [IpuauMaTe Mephl TIo obecriedeHrI0 pabOTHUKOB OTAeNa JeIIOIIPOU3BOICTBA
HEOOXOMMMBIMH  WHCTPYKTHBHBIMM  JTOKyMEHTaMH, a Takke HHBEHTapeM,
o0opymoBaHHEM, OpPITEXHUKOW, TEXHUYECKUMH CpEeICTBaMU YIIPaBIEHYECKOTO
TpyZa.

- OcyIecTBIATh METOIUYECKOe PYKOBOJICTBO OpraHu3aIen
JEJIOTIPOM3BOJICTBA B CTPYKTYPHEIX NOJpa3leleHUs X, KOHTPOIb 32 MPaBWIEHBEIM
(dhopMHUpOBaHUEM, XPAaHEHHUEM U CBOEBPEMEHHOM Cadel Jie] B apXuB, ITOATOTOBKOU
CIIPAaBOK O COOITFO/IEHNH CPOKOB UCIIONHEHHS JOKYMEHTOB.

- ObecrieunBaTh pa3MHOXEHHE CIyXeOHBIX JOKYMEHTOB, HaIpaBIsIeMbIX
B CTPYKTYpPHBIE IIOApa3aeIeHHUS.

- Y4acTBOBaTh B CO3BIBAEMBIX PYKOBOJICTBOM COBEIaHUSIX.

- ObecnieurBaTh BBIIOJIHEHHWE TPEOOBAHUM 1O 3aIUTE IIEPCOHAIBHBIX JaHHBIX
mpu ux obpaboTke.

- OpraHu30BBIBAThH IIpUeM, y4Jer u XpaHeHne 3aKOHYEHHBIX
JIEIOITPOU3BOJICTBOM JIOKYMEHTAIBHBIX MaTEpHAJIOB B apXHUBE.

- OpraHu30BBIBaTh OKCIIEPTU3bl HAYYHOM M IPaKTHUECKOW IIEHHOCTH
ITOKYMEHTaIbHBIX MaT€pHANIOB, HAXOIAIINXCS B apXUBE.

- ObGecrieunBaTh  CO3MaHHE U  IIONOJHEHHWE CIPAaBOYHOI'O  ammapara
Ha JTOKyMEHTAalbHbIe MaTepHalbl, IMOAJeXKalue Iepefade Ha TIOCYIapCTBEHHOE
XpaHeHue (ONHUCH, HICTOPUYECKUE CIIPAaBKH U T.1.).

- OpraHnu3oBBIBaTh nepenady JIOKYMEHTAJTbHBIX MaTepHaJioB
B TOCYyJIapCTBEHHBIE apXUBHI B YCTAHOBIIEHHBIE CPOKH.

- Opranu3oBBIBaTh HCIIONB30BaHUE JOKYMEHTAIBHBIX MAaTEpHAIOB apXWBa
W BBJady B  YCTAHOBICHHOM IMOpSAIKE  CIPaBOK, KOMMH,  BBIMHCOK
0 JOKYMEHTAJIbHBEIM MaTephajiaM, KaK 3adHTepEeCOBAaHHBIM YUPEXKAECHUSIM, TaK
¥ OTJENIBHBIM JIULIAM.



- ObecrneunBaTh TOATOTOBKY M Iepenadyy B ApxuBHbIM komuteT (CaHKT-
[Netepbypra

Ha yTBEPXKICHHUE:

- OIACEeH J1eT MOCTOSHHOIO XpaHEHNsT;

- mepedHei TpoekToB  (0OBEKTOB, pPa3paboOTOK), HAyYHO-TEXHHYECKAs

JOKyMEHTAllds II0 KOTOPHIM IOJIEXXHT Ilepefade Ha TIOoCyJapCTBEHHOE

XpaHeHue;

Ha COTJIaCOBaHUE:!

- OIMHUCEeH JIeN 10 IMYHOMY COCTaBY;

- aKTOB 00 yTpaTe IOKYMEHTOB IIOCTOSSHHOI'O XPaHEHUS U II0 JIUYHOMY

COCTaBYy;

- aKTOB O He O0HapyXEeHUH JAell, IIyTH PO3bICKAa KOTOPHIX UCUEPIIAHEI;

- aKTOB O HEHUCTIPaBUMBIX MOBPEXICHUAX TOKYMEHTOB;

- HOMEHKJIATYPHI Jell, 00pa3yIoIIUuXCs B IeATENbHOCTH Y HUBEPCUTETA,;

- MHCTPYKIIWH TI0 AeIONPOU3BOJICTBY;

- moJtoxkeHus o IToapasmenenuu U JkcnepTHOM komuccuu 'Y AIL

6.5. HavanpHUK OTAEIa UMEET MIPaBo:

- 3ampammBaTh ¥ TONy4YaTh U3 CTPYKTYPHBIX NOJpa3fieleHul HH(OpPMAIHIO,
HEOOXOIUMYIO JIJISl OCYIIECTBICHUS CBOEH NEATEIbHOCTH.

- [I[pyruMaTe ydacTHE B CO3BIBAEMBIX DPYKOBOJACTBOM  COBEILIaHHIX
JIIsL PACCMOTPEHHS BOIIPOCOB, Bxoadamux B @yHkuuu [lonpasnenenue.

- VyacTBOBaTh B  IPAaKTHUECKMX MEPONPUATUAX IO  HANpaBICHUAM
nestenpHocTH [lompasnenenus.

- BHocuth TIpEeAJI0XKEHUS Ha4daJIbHUKY VYnpaBneHus TepcoHaja
II0 COBEPIIIEHCTBOBAHUIO pabOTHI IO BOIPOCaM JOKYMEHTAI[HOHHOI'O ObecHeueHUs
JIESTEeTHOCTH.

- [IpuBnexkars C coIlachsg pyKOBOJACTBA CTPYKTYPHBIX IOJpa3AelICHUN
pabOTHHUKOB IS PEIICHMS 3ala4, CBI3aHHBIX C HAaIPaBIECHUSAMH ESITEIbHOCTH
oTzena.

- BmocuTh Ha pacCMOTpeHHe HauaJbHUMKAa YIpaBI€HHS IepcoHAla
IpEACTaBICHUS O Ha3HAUYeHWHW, IIepeMEIICHUH U yBOJIBHEHHWH Pa0OTHHKOB OTZENA,
MX IIOOIIPEHNH U IPUMEHEHUY NUCHUATUIMHAPHBIX B3BICKAaHUN.

- [IpoBogWT,  TPOBEPKHM  COCTOSHHUS  JOKYMEHTAllMM  CTPYKTYPHBIX
To[pa3ie]IeHUH ¥ JOBOIUTH Pe3yNIbTaThl IIPOBEPOK 10 PYKOBOCTBA IOIPA3AEICHUN
JUTS. TIPAHSITUS. COOTBETCTBYIOIIUX MED.

- Bo3Bpamare HMCHOTHUTENSIM Ha IOpabOTKy JOKYMEHTHI, IIOATOTOBIIEHHBIE
C HapyIIeHHeM yCTaHOBIECHHBIX TpeOOBaHUH.

- BHOCHTS IIpeyIoKeHHs HaYalbHUKY Y TIpaBlieHHs MepcoHalla O MPUMEHEHUH
Mep B Cllydyae HapylIeHWs IOIpa3felIeHUSIMU W JIUIAMH YCTaHOBJICHHBIX IIPaBHII
paboThI ¢ JOKyMEHTaMH.

- TpeboBaTh OT PYKOBOAUTENEH CTPYKTYpHBIX MOAPA3[ECICHUIN BBIIIOIHEHUS
YCTaHOBIIEHHBIX IpaBUil pabOTHI ¢ JOKYMEHTaMHU.

- YyacTBOBaTh B COCTAaBIIEHHWM WCXONHBIX J@HHBIX M pa3paboTKu
HHGOPMAIIMOHHON CUCTEMBI, CBSI3aHHOM C JEIIONPOU3BOACTBOM.

- YyacTBOBaTh B MEPOIPHUATUAX IO JAEIONPOU3BOICBY, IIPOBOIUMBIX
BEIITIECTOSIIIIMMY OpTaHU3aI[IMU.



- TTonb30BaTECA OTHOCAIIMMUCS K KOMIIETEHIIMH OTAeNa MHPOPMaIlMOHHEIMH
GoHmaMM B COOTBETCTBUM C YCTAHOBIEHHEIM pasTpaHUYEHWEM TMpaB JOCTyNa
K HH(MDOpPMAIIHH.

- JlaBaTh ~ yKa3aHWs,  pacIOpSDKEHMS  IMOJYMHEHHBIM  PabOTHHKaM
II0 HaIlpaBJIeHUSIM paboThI OTHENA.

- Muble npaBa, yCTaHOBIEHHBIE 3aKOHOAATENLCTBOM Poccutickoii @enepanuw,
JIOKaJILHBIMA HOPMATHBHEIMHE aKTaMu (TIpuKa3aMu, pacmopsokeHusamu) I'YAIL

6.6. HauansHKK OT/eNia HeceT OTBETCTBEHHOCTS 3.

- HEUCIIOJIHEHHWE MM HEHaJJie)xallee HWCIOIHEHWE CBOMX TPYZOBBIX
00SI3aHHOCTEN, INpPEeNyCMOTpPEeHHBIX  HacTosmuMm  IloloxkeHWeM,  TPYHOBBIM
JIIOTOBOPOM;

- npruunenue I'Y ATl MaTtepransHOro yimep6a;

- IpaBOHAPYIIEHH)S, AOIYIIEHHbIE IPY OCYIIECTBIEHHH TPYAOBOH GyHKIHMY;

- IIpPEBLIIIEHKE TTPEIOCTaBIEHHBIX IIOTHOMOYHIA;

- pasriameHue KOHQUICHIINANBHBIX CBEICHUIH;

- HeCOOJIIO/IeHHE YCTAHOBJIEHHOTO TIOPSIIKa PabOTEL C JOKYMEHTAMHY;

- yTpary, nopuy nokymeHToB ['YAIIL

- HapyIlleHre yCIOBHUH Tpyja paOOTHHUKOB OT/IENA,

- HapyllleHHe [pPaBWI IPOTHBONIOKAPHOM  0E30IIaCHOCTH M TEXHHUKH
6€30IIaCHOCTH, IPaBHJI BHYTPEHHETO0 TPYNOBOIO pAaclOpslKa, YCTaHOBIEHHBIX
B I'YAII,

- MHBIE HApYIIeHHS, COBEpIIeHHBIE B IPOLECCE OCYLIECTBIECHMS CBOMX
TPYHOBBIX 00S3aHHOCTEH;

-B HMHBIX CIlydasx, TNPeIyCMOTPEHHBIX 3aKOHOIATEILCTBOM Poccuiickoi
®eneparyu U (WiIK) JTOKAIBHBIME aKTaMHU (IIpHKa3aMy, pacnopsoxenusamu) ['VAIL

7. B3aHMOOTHOIIEHHS 0T/IeJIa ¢ IPYTUMH CTPYKTYPHBIMH NOAPa3Ae1eHHsAMH

7.1. BzauMoeucTBUe oTnena c TOIpa3IeJICHUSIMU YHuBepcurera
OCYINECTBIISIETCS B paMKax 3ajJad M (QYHKIIMH, BO3IIOKEHHBIX HA HETO HACTOSIIUM
Ilonoxenuem.

8. OTBEeTCTBEHHOCTH OT/I€JIa

8.1. OTBETCTBEHHOCTH 3a HaJIeXalllee ¥ CBOEBpEMEHHOE BEIIIOHEHNE (YyHKITUH
OT/ieia HeCeT Ha4aJIbHUK OTZelNa.

8.2. OTBETCTBEHHOCTH pabOTHUKOB oTzena yCTaHaBIMBAETCA
3aKOHO/IaTEIIECTBOM U JOJDKHOCTHBIMU HHCTPYKIUSIMHU.



