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1. O6mue nmoJioxeHus.

1.1. Hacrosmee nonoxeHue ompeznenser MOPsAZOK paGOThl OTHENa JOKyMEHTOODOpOTa.
Otnen  sABIACTCA CaMOCTOSTENBHBIM  CTPYKTYPHBIM —IIOApA3leNIeHHEM, CO3JaeTcs |
JUKBHIUPYETCs NMpHKa3oM pektopa Y.
1.2 Otmen Bo3rnaBideT HAaYalbHUK OTZAENA JOKYMEHTOOG0pOTa, KOTOPHIH IIOMYUHSETCS
HETIOCPEACTBEHHO PEKTOPY YHHBEPCHTETA.
1.3. HauaneHuk oTaena JOKYMEHTOO00pOTa Ha3HA4YaeTcsl Ha JIOJDKHOCTh IPHKA30M PEKTOpa
YHUBEPCHTETA U UMEET OJJHOTO 3aMECTUTENSI B COOTBETCTBHUHU CO IITATHBIM PACIHCAHHEM.
1.4. B cBOEi#i 1eSTeNPHOCTH OT/ET JOKYMEHT0000pOTa PYKOBOICTBYETCS:

- YcraBom [I'Y;

- pacrnops AU TEIbHBIMH MaTepHaaMH BBIIIECTOSIIUX OpraHU3allHii;

- HACTOSIIIIUM IOJIOKEHUEM

- IpaBHJaMHM H YKa3aHHSIMH TJIaBHOTO APXHBHOIO YIIPABJIEHHS I10 ITOCTAHOBKE

JOKYMEHTAJIBbHON 4aCTH JeJIONPOU3BOICTBA U pabOThI apXHBOB YUPEKICHHU;

- IEUCTBYIOIIEH HHCTpYKLIKEH o aenonpoussoactsy ®I'BOY BO AT'Y;

- HAaCTOSIIMM II0JI0KEHHEM 00 oTzene T0KyMeHToo60poTa;

- OCHOBHBIMH Toj10KeHIsIMH EI'CJI;
1.5. Otmen nmoxymeHTOOGOpOTAa HMEET KpYIJIYIO Ile4aTh CO CBOMM HAaWMEHOBAHHEM,

HaXOIAIIyIOCs B paCIOPsKECHUH Ha4YaJIbHHUKa OTHEIa.



2. OcHoBHBIE 321294 U PYHKIIHH.

2.1. OcHoBHOH 3a7aueit oTAeNa JOKYMEHT0000poTa ABIseTC 00eceyeHHe YeTKON

opraHu3anuy AC€NONPONU3BOACTBCHHOIO O6CJIy>KI/IBaHI/IH BO BCEM YHUBCPCHTETE.

2.2. Jlng ocyllecTBIEHHUS yKA3aHHOM 3a1auk Ha OTAEN JOKYMEHTOO00POTa BO3/IaratoTcs

cienyroumye QyHKIUU:

cBOeBpeMeHHas 06paboTka MOCTynalomeli, OTIpapiseMoit U BHYTpeHHek
JIOKYMEHTAIIMH, TIepefaBaeMoii -Ha pacCMOTPEHHE PEKTOPY;
OCYILUECTBICHHE KOHTPOJIS 33 CBOCBPEMEHHBIM HCIIONHEHHEM JOKYMEHTOB;
0hOpMITEHHE U PACCBUIKA PACTIOPSIUTENBHBIX JOKYMEHTOB; L
KOHTPOJIb 32 NIPaBUIBHOCTHIO COCTABICHUS U 0QOPMIIEHUS JOKYMEHTOB, IPOBEPKa
KayecTBa MOArOTOBKU JOKYMEHTOB, NIepeaBaeMbIX Ha MOAIUCH PEKTOPA,
dbopMUpoBaHUE HX B JieNla, pallHOHATBHAS OpraHnu3alist NepenucKy;

OCyUIECTBIIEHHE NIpHEMa, PETUCTPALMH, XPAHEHHUS], YUeTa, JIOCTABKH 110 CTPYKTYPHBIM
MOJPAa3/IeIEHUsIM U PACCHUIKU NOCTYNAMOIIEH U BHYTPEHHEH KOPPECTIOHACHIIUH;
PaspaboTka ¥ BHeipeHHE HOBBIX TEXHOJIOTHYECKHX TPOLECCOB paboThi €
JOKYMEHTAMH, COBEPLIEHCTBOBAaHUE aBTOMATH3HPOBAHHBIX CHCTEM M TEXHOIOTHI (¢
y4YETOM MPUMEHEHUS CPEACTB BBIYUCIIUTEIILHOM TEXHUKH);

OCYIIECTBIICHNE NIepeaipecallid TOKYMEHTOB B COOTBETCTBHH C Pe30IOUUIMU
PYKOBOJZCTBA JIarTOCYHHUBEPCHUTETA,

oopmiieHHEe, XpaHEHHE TIPHKA30B 110 OCHOBHOH NeATeIbHOCTH YHHBEPCHTETA, UX
pPa3sMHOXEHHE U pacChblUIKa 110 HEOOXOAUMBIM aJipecaram;

oopMIieHHE, XpaHEHHE NTPUKA30B N0 MPOJPECCOPCKO-NIPENoaBaTeIbcKOMY,
71ab0paHTCKOMY, BCIIOMOraTeIbHOMY U aIMHUHUCTPATHBHO-X03SHCTBEHHOMY COCTaBY,
HX Pa3sMHOXEHHE M PacChUIKa 10 HEOOXOIUMBIM alipecaTam;

ohopMIIeHHE, XPaHEHUE NTPUKA30B 110 CTYACHYECKOMY KOHTHHIEHTY, HX
pPasMHOXEHHE H PacChlIKa 10 HEOOXOIUMBIM apecaTaM;

IIOArOTOBKa IMPHKA30B 10 KOMaHAUPOBKaM NPodeccopcKo-IIpenoaBaTenbCKoro,
71a00paHTCKOT 0, BCIIOMOTaTeIbHOTO U aIMUHUCTPATHBHO-XO03SHCTBEHHOTO COCTABA,
odopMiieHHe K HUM KOMaHIHPOBOYHBIX YJOCTOBEPEHHH, KOTOPBIE PETUCTPUPYIOTCS
B COOTBETCTBYIOILEM XKyPHAIE;

OTIIPaBKa UCXOIAILEH KOPPECIOHACHITNH,

y4dacTHe B pa60Te IO COCTaBJICHUIO CBOJHOM HOMCHKIJIAQTYPHI A€,




e obecrneuenure 06pabOTKU, MOJIIUBKH H NEPEJavd B apXHUB JOKYMEHTOB MIOCTOSTHHOTO

CpOKa XpaHeHHS;

° 06pa60TKa H NIOAIIMBKAa NOKYMEHTOB BPEMEHHOI'0 CpOKa XpaHCHHS,

¢ BbLINMOJIHEHUE KOMMUPOBAJIBHBIX U MHOXKHUTECJIbHBIX pa60T;

® COCTaBJIEHUE JIOJDKHOCTHBIX HHCTPYKUHUH U () YHKIIMOHAIBHBIX 00sI3aHHOCTEM

COTpPYIHUKOB OOIIEr0 OTaENA.
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