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THonoxxenue
00 ynpaBjieHur HHGPOPMALMOHHOI0 U JOKYMEHTAIIMOHHOI0 00ecrneyeHus

1.001mue mo1o:xeHus

1.1. Hactostmmee  IlomokeHue  pacmpocTpaHsieTCss Ha — ACSATENBHOCTh  YIPABICHUS
MH(GOPMAIMOHHOTO M JOKYMEHTAIMOHHOTO oOecrieueHus (fanee — YmpasieHue) GpeaepaibHoro
TOCYJIapCTBEHHOTO OIO/DKETHOTO 00pa30BaTEIbHOTO YUPEXKICHHS BBICHIETO O0O0pa30BaHUH
«CMONeHCKUN TOCyIapCTBEHHBI YHUBEPCUTET» (Hanee — YHHUBEPCUTET) M YCTaHABIUBAET €0
IIPaBOBOM CTATyC, 3a/1a4l U (PYHKILIHU.

1.2. B cBoell neATenbHOCTH YIpaBJIEHWE PYKOBOACTBYETCS 3akOHaMH Poccuiickoi
®enepalii, HOPMATHUBHBIMU JIOKyMEHTaMH MuHucTepcTBa oOpa3oBaHusi U Hayku PO,
npuKa3zaMu U pacrnopspkeHussMu DenepanbHO cinyxkObl Mo HaA30py B cdepe oOpa3oBaHUs,
YcTaBOM M JOKaJIbHBIMM HOPMAaTHBHBIMH JTOKYMEHTAMH YHHBEPCHUTETA, PELICHUSMU Y4EHOIO
coBeTa YHuBepcuTeTa U HacTosiuM [lonoxxenuem.

1.3. Ympasnenue ABJISIETCS CTPYKTYPHBIM NO/Ipa3ieJICHUEM VYHusepcurera,
o0ecreunBarOIIMM  pealu3aluilo  MmoilHomMouudt B chepe  uHPOPMAIMOHHOTO U
JIOKYMEHTAIlMOHHOTO 00ecTeueHus JesITeIbHOCTH YHUBEPCUTETA, HAXOAUTCS B NOJUYMHEHUU Y
pekropa. OpraHuzanusi, peopraHu3alus M JHKBUIALUWS YTPABICHHUS OCYILIECTBISETCA Ha
OCHOBAaHHMM NpPHKa3a PEKTOpa B COOTBETCTBUM C YCTaBOM YHHBEpPCUTETA. PEKTOp yTBEpKIaeT
CTPYKTYpy W IITaTHYIO YHUCICHHOCTh YTpaBICHHUS, HCXOAS M3 YCIOBUH W OCOOEHHOCTEH
JeATEIbHOCTH Y HUBEPCUTETA.

1.4. O6mee pyKOBOACTBO  pabOTOM  MOAPA3JCICHHUS  OCYIIECTBISECT  HaYaIbHHUK
YnpasneHus.

1.5. HavanpHuk VYmpaBieHHs Ha3HA4yaeTCs HA JODKHOCT W OCBOOOXKHAEeTCS OT
JOJDKHOCTH IIPUKA30M PEKTOPA Y HUBEPCUTETA.

2. OcHoOBHBbBIE 321a4M Y IPpABJICHUS

2.1. Pazpabotka u  peanusanus ~ HWHPOPMAIMOHHON  TONUTHUKKA  YHUBEPCHUTETA,
dbopMHupoBaHUE €AWMHOTO HWH(OOPMAIMOHHOTO MPOCTPAHCTBA, IMO3UTHBHOTO OOIIECTBEHHOTO
MHEHHUSI M  TOJOXUTETbHOTO HWMHJKA  YHUBEPCUTETA; OpraHu3alusi, BeJIeHUE U
COBEpIICHCTBOBAHKE JOKYMEHTAI[MIOHHOTO O0eCIeueHus yIpaBiIeHNUs] YHUBEPCUTETA.

2.2. Opranuzanusi MOCTOSIHHOTO B3aMMOJIEUCTBUSI CO CTPYKTYPHBIMHU MOJpa3/IEICHUSIMU
YHuBepcurera 1o BornpocaMm HHOOPMALMOHHOTO OCBEIICHUS €T0 JIEeATEIbHOCTH; KOOPAUHALIUS U
KOHTPOJIb BEJICHUS IETIONPOU3BOJICTBA B Y HUBEPCUTETE.

2.3. Opranmzanus u obecrnieueHre OecrepeOOHOro (PYHKIIMOHUPOBAHUS M TEXHUYECKOTO
oOciykuBaHusi WH(GOPMAIMOHHBIX CHCTEM, COIPOBOXICHUE CHUCTEMHOIO IPOTPAMMHOTO
o0OecrieyeHus, BBIYUCIUTENBHBIX CPEICTB W  NPHUKIATHBIX  MPOTPAaMMHBIX  CPEICTB
aIMUHUCTPATUBHO-XO3SIICTBEHHOM JESATEIbHOCTA Y HUBEPCUTETA.

2.4. IlpoBeneHne MEpONPUATHI IO AAMUHUCTPUPOBAHUIO, PA3BUTHIO U TEXHOJOTMYECKOU
MOJICpHHU3AIMN MH(POPMAIIMOHHBIX CHUCTEM aJIMHHHCTPATHBHO-XO3SMCTBEHHON AESITeIhHOCTH
YHuBepcurera.

2.5. Opraam3anust paboOT MO MOAKITIOYCHUIO TMOJbh30BaTeNleld YHUBEPCUTETA K BHEITHUM
MH(GOPMAIIMOHHBIM CUCTEMAaM.

2.6. Oka3aHue METOAMYECKON M KOHCYJBTAIIMOHHOM MOMOIIM IMOJIb30BATEIsIM B paboTe ¢
UHOOPMAIIMOHHBIMU ~ CHCTEMaMH, B O(OPMIIEHHH JIOKyMEHTOB M  KOHCYJbTUPOBaHUE



COTPYAHHMKOB YHHBEpPCHTETa IO BOmpocaM OQOPMIICHHS JIOKYMEHTOB U  BEICHUS
JIeNIOTIPOU3BO/ICTBA.

2.7. Yupasnenue uHGHOPMAIIMOHHBIM HAMOJHEHHEM O(UIIMAILHOTO CcaiiTa YHHUBEPCHUTETA,
JOCTYIIOM TOJpa3/iejeHUi M OTAENbHBIX MOJb30BaTeled K BHEIIHUM M BHYTPEHHUM
UH(POPMAITMOHHBIM PECypCaM.

2.8. ObGecrnieueHue BBIMOJHEHUS TPeOOBAHMM 3aKOHOJATENbHBIX W HHBIX HOPMAaTHBHBIX
npaBOBBIX akTOB Poccuiickoii deneparyu B 001aCTH 3aUTHl HH)OPMAITUH.

2.9. Ob6ecrnieueHue 3IEKTPOHHOTO B3aWMOJEHCTBUA ¢ MUHHCTEPCTBOM 00Opa3oBaHUS U
Hayku P® no cnenuanbHbIM KaHaIaMm.

2.10. OGecnieueHne pabOThl €AMHON TEIEKOMMYHHUKAIIMOHHON CHCTEMbl Y HUBEPCHUTETA.

2.11. KoHTposb 3a OATOTOBKOM M OOECTIeYeHHEeM NPEACTaBICHUS B COOTBETCTBYIOIIHE
OpraHbl B yCTAaHOBJIEHHbIE CPOKU (POPM OTUETHOCTH O JCATEIBLHOCTH Y HUBEPCUTETA.

2.12. ObecrieueHue CpeacTB MaccoBOM MH(popMay HHOOPMAIIHOHHBIMU MaTepHaIaMH O
NesITeIbHOCTH Y HUBEPCHUTETA.

2.13. OneparuBHoe pearupoBanue Ha myOnukanuu B CMU mo BompocaM AesiTeNbHOCTH
VYHHUBepcUTeTa, HE COOTBETCTBYIOLIME ICHCTBUTEIBHOCTH HW/WIM SBJISIIOILUECS FOPUANYECKH
HEKOMITETeHTHBIMH, TTOATOTOBKA MPOEKTOB O(QHUIMATBHBIX OTBETOB HA JaHHBIC Ty OJIMKAIIUH.

2.14. ConeiicTBHE *KypHaIUCTaM, KOPPECIOHACHTaM CPEICTB MacCOBOM MH(pOpMALMU B UX
IPaKTHYECKON paboTte, odecnieueHrne ux HeoOXxo Mo HHpopmaLuen.

2.15. BzaumogeiictBue ¢ mpoecCuoOHaTbHBIMU 00bEMHEHUSIMHU.

2.16. Yriopsimo4eHrne cOCTaBa YNpPaBICHYECKUX IOKYMEHTOB M YHUHKAIHA uX GopMm B
LEeNsAX COKpAalleHHWs KOJIMYEeCTBAa JOKYMEHTOB M YCTAHOBJICHMS HUX €IUHOOOpazus B
YHusepcurere.

2.17. Ocy1ecTBiIeHUE KOHTpPOJIA 3a MpPaBUIbHBIM O(OPMIECHHEM JOKYMEHTOB, UX
CBOEBPEMEHHBIM MPOXO0XKIEHUEM U UCIIOJIHEHUEM.

2.18. OGecnieuenne o0TOOpa, ydeTa M COXPAHHOCTH JOKYMEHTOB, OOpa3yIOLIUXCS B
JESATEIbHOCTH Y HUBEPCUTETA, X APXUBHOE XPAHEHNUE.

2.19. YcraHoBiIeHHE €UHBIX HOPM JOKYMEHTHUPOBAHUS U MPABHI PaOOTHI ¢ TOKYMEHTAMH
BO BCEX CTPYKTYPHBIX [IOJIPA3JCIICHUSAX Y HUBEPCUTETA.

2.20. ObecrieueHne COXPAaHHOCTH W HCIIOJB30BAaHUA TepOOBOM TeYaTH U IITAMIIOB
YHuBepcurera, pUpMEeHHBIX OJaHKOB YHHUBEPCHUTETA.

2.21. Opranuzanus 10CTaBKH, MOJYYEHUS U OTIPABKH KOPPECTOHACHIIUH.

3. ®yHKknuu YnpasJieHus

3.1. B cdhepe undopmaTuzanmu.

3.1.1. Ilombupaer 3JIEKTPOHHO-BBIYMCIUTEIBHOE  O0OpYyAOBaHHE I HYXI
YHuBepcurera.

3.1.2. PazpabaThiBaeT © COIJIACOBBIBAET C  aJMHHUCTPATHBHO-XO3SHCTBEHHBIMU
CTPYKTYPHBIMM  HOJPA3JCICHUSIMH YHHUBEPCUTETa TEXHOJOIMUECKHE CXEeMbl 00paboTKu
uHpOopManuu (o 3aa4aM) CpeICTBAMH BBIUNCIUTEIEHONW TEXHHUKH.

3.1.3. [IpoBOAUT MOHUTOPHUHT AIEKTPOHHOTO HH(POPMAITMOHHOTO PHIHKA.

3.1.4. VYcranaBiuBaeT, BHEAPSET M CONPOBOXKAAECT OINEPALMOHHBIE CHUCTEMBI H
IIPUKJIAJHBIE MPOTrPaMMHbIE MPOLYKTHI B aJIMHHHUCTPATHBHO-XO3AMCTBEHHBIX IOAPA3IEICHUAX
YHusepcurera.

3.1.5. Co3maer mnoJsb30BaTesied MPOrpPAMMHBIX MPOAYKTOB M CETH YHHUBEPCUTETA,
Ha3HAyaeT IpaBa JOCTyNa K JOKYMEHTaM M pPeXHMaM pPabOThl MO NPOPHII0 AEATEIbHOCTH
aIMUHUCTPATUBHO-XO3SIICTBEHHBIX MOJIPA3/ICICHUN Y HUBEPCUTETA.

3.1.6. I[IpoBomutr  oOyueHHE  COTPYAHHMKOB  aJMHUHHCTPATUBHO-XO3SAHCTBEHHBIX
nojpasjesieHuil  YHuBepcutrera paboTe € MCHOJIb3yEMBIMHM MPUKIAJAHBIMA IPOrPAMMHBIMU
IPOAYKTAMH.

3.1.7. OcymiecTBis€T CO3/MaHWE M XPAaHCHHE apXUBOB HWH(GOPMAIIMOHHBIX CHCTEM
aMUHUCTPATUBHO-XO03MICTBEHHBIX MTOAPA3ACICHUNA Y HUBEPCUTETA.




3.1.8. [IpoBoUT TECTHUpOBAaHWUE U MPODPHUIAKTHICCKUI OCMOTp OOOpYyIOBaHUS B
a/IMUHUCTPATUBHO-XO3SIMCTBEHHBIX MOJPA3Je/CHUsIX YHUBEPCUTETA C 1IEJIbI0 CBOEBPEMEHHOIO
0OHapy>KeHHsI HEUCTIPABHOCTEH 1 MX JINKBHUIAIHH.

3.1.9. OcymiecTBisieT aAMMHUCTPUPOBAHUE CEPBEPOB Y HUBEPCUTETA.

3.1.10. OcymecTBisieT MOIIEPKKY B aKTyaJlbHOM COCTOSIHUU CaiiTa YHMBEPCHUTETA B
UH(POPMALMOHHO-TEJIEKOMMYHHUKAIIMOHHOHN ceTn «IHTepHeT».

3.1.11. OcymiecTBisieT MEPEePEruCTPALUIO JIMIICH3UOHHBIX KIIOYEH  TIPHUKIAJIHBIX
HIPOTrPaMMHBIX MPOJYKTOB, YCTaHOBJIECHHBIX B Y HUBEPCUTETE.

3.1.12. YcranaBnuBaeT, BHEIPSIET B YHUBEPCUTETE CPEACTBA TEXHUYECKOW 3alllUThI
UH(POPMALIUU U OCYIIECTBIISIET UX COIIPOBOXKACHUE.

3.1.13. OcymecTBasieT (QyHKIIUIO TOJYyYEHUS] W 3aMEHBI DJIEKTPOHHBIX TOJIMUCEH B
COOTBETCTBYIOIIUX yIOCTOBEPSIONINX LIEHTPAX.

3.1.14. [loaroraBnuBaeT aHAIUTUYECKUE U CIPABOYHbIE MaTepuajbl IO BOMPOCAM,
BXOJISIIIUM B KOMIETEHIUIO Y IIPABICHHUS.

3.1.15. PazpabatbiBaeT U BHEApSET B NPAKTHUECKYIO JAEATEIbHOCTh METOIUYECKUE
PEKOMEHIallMU 1 HOPMaTHBHbIE PABOBbIE AKTHI, CO/AEPIKAINE OCHOBHBIE MpaBUIIa 00eCIeUeHHS
3alIUTHl HH(OPMAIIHH.

3.1.16. ITpoBoaut paboTy MO0 KOHTPOIO 3(PPEKTUBHOCTU MTPOBOJAUMBIX MEPONPHUATUN U
NPUHUMAEMBIX Mep TI0 3aIIuTe HHOOPMAIMH B CTPYKTYPHBIX TOJpA3IeIICHUSIX Y HUBEPCHTETA.

3.1.17. Opranusyer, KOOPAMHUPYET MEPONPUATHS, CBS3aHHbIE C MCIIOJb30BaHUEM
UH(POPMALMOHHO-KOMMYHHUKAITUOHHBIX TEXHOJIOTUH M AJIEKTPOHHON TIOAIHCH B Y HUBEPCUTETE.

3.2. B cdepe nenonpon3BoCTBa.

3.2.1. Beger eauHyto cucTeMy OeIONPOU3BOACTBA B Y HUBEPCHUTETE.

3.2.2. OcymiecTBisieT (dhopMupoBaHue u 00paboTKy JIOKyMEHTOB B
ABTOMATU3HPOBAHHOU cuUCTeME «Jlemompon3BOACTBOY.

3.2.3. OcymecTBiasieT 3KCIEAUINOHHYI0 O00pabOTKy, NpHEM, PETHCTPAlHIO, YYerT,
XpaHEHHue, JOCTaBKY M PacChUIKYy KOPPECHOHIEHIMH (BXOISIICH, UCXOAMIIEH, BHyTpEHHEH), B
TOM YHCJIE NIEPEAHHOM 10 CIIELUAIbHBIM CPEICTBAM CBSI3H.

3.2.4. OGecrieunBaeT ONEPATHBHOE TPOXOXKJICHUE B YHUBEPCUTETE JIOKYMEHTOB U
CITy’eOHOM KOPPECTIOHACHIIHH.

3.2.5. OGecrnieunBaetr (popMUpOBaHUE JOKYMEHTOB B JieJia MIOCTOSTHHOTO M BPEMEHHOTO
XpaHEHUs B apXuBe Y HUBEPCUTETA.

3.2.6.0cy1ecTBisi€T MOATOTOBKY KOMMH aKaJeMUYECKUX CIIPABOK, CIPaBOK JJIst
oopmieHus u nepepacuéra MeHCUH.

3.2.7. OCcymecTBISIET PETUCTPALMIO, YYET NPUKA30B, PACHOPSKEHUN peKTopa |
IIPOPEKTOPOB Y HUBEPCUTETA U IOBEJICHUE UX 10 UCIIOJIHUTEIICH.

3.2.8. ®opMupyeT CBOAHYIO HOMEHKJIATYPY J1e71 Y HUBEPCUTETA.

3.2.9. PazpabatbiBaeT yHH(UUIUpPOBAaHHbIE [IA0JIOHBI, (OPMBI, MPOEKTHl OJIAHKOB
JIOKYMEHTOB.

3.2.10. OcymecTBisgeT paboTy MO HCIOIB30BaHUIO, XPAaHEHUIO, U3TOTOBICHHIO, YUETY U
YHUUTOXKEHHUIO repOOBOM NEYaTH U IITAMIIOB YHUBEPCHUTETA.

3.2.11. OcyuecTBiseT METOAMYECKOE PYKOBOACTBO IO JIEJIONPOU3BOJCTBY B
CTPYKTYpPHBIX TOJpa3AeNeHUsIX, KOHTPOJIb 3a MNpPaBUIbHBIM (OPMHUPOBAHHEM, XpPAaHECHHEM U
CBOEBPEMEHHOM CHa4ei 1€ B apXUB Y HUBEPCUTETA.

3.2.12. OpranusyeT NOAroTOBKY IOKYMEHTOB K IE€peaye B apXuB Y HUBEPCUTETA U HA
roCyAapCTBEHHOE apXMBHOE XpPaHEHNUE.

3.2.13. Pa3pabaTeiBaeT W pealu3yeT TEXHOJOTHH BHYTpPEHHEro 0e30yMaXxHOTO
JOKYMEHTO000pOTa B Y HUBEPCUTETE.

3.2.12. Odbopmiisier HarpagHble JTOKYMEHTHI TMpernojaBaTeleii W  COTPYJIHHKOB
YHusepcurera.




3.3. B chepe npecc-ciryKOHL.

3.3.1. OcymiecTBisieT peAakTUPOBAHUE U OOHOBIIEHHE HOBOCTHOM HH(OpManuu
OQUIMATLHOTO caliTa YHHBEPCUTETA, IPYTHX O(GHIHATBHBIX HH(MOPMAIMOHHBIX PECypCcoB
YHusepcurera.

3.3.2. T0oTOBUT penopTaku, CTaTbu, OO030pbI, 3aMETKU JJsI BJIEKTPOHHBIX CPEICTB
MaccoBOW UHGPOpPMAIUH.

3.3.3. l'otoButT cTtaThu, 0030pHI, 3aMETKU IS IEPUOTUICCKUX U3TAHUN.

3.3.4. T'oTOBUT mpecc-penu3bl sl CPEACTB MacCOBOM MH(OPMALIUU.

3.3.5. TOTOBUT NPOCKTHI OUITUATEHBIX OTBETOB Ha JIAHHBIC ITyOJINKAIINN.

3.3.6. OcymiecTBisieT TNPOBEACHHE M PACIPOCTPaHEHHE BHUAEO, (OTOCHEMOK
OQUIMATTEHBIX MEPONPHUITHN C YU4aCTHEM YHUBEpcHUTETa; GopMUpPOBaHUE (DOTO- M BHICOAPXHUBA.

3.3.7. OcyuiecTBiseT XpaHEeHUE HOPMATUBHBIX U UHBIX JOKYMEHTOB, HEOOXOIUMBIX IS
OpraHU3alKU CBOEH NEATEIBHOCTH.

4. IlpaBa u 00513aHHOCTH

4.1. YupaBjaeHUE U €r0 COTPYIHHMKH 00SI3aHEI:

4.1.1. BemmonusaTe TpeOOBaHMS JIEHCTBYIOIIETO 3aKOHOAATeNnbcTBA Poccuiickoi!]
®denepanyu, B 4acTi HHOOPMAITMOHHOTO U JIOKYMEHTAIIMOHHOTO 00€CTICUeHHUS.

4.1.2. Cobmronath YcTaB YHUBEPCHUTETA, JIOKAIbHBIE HOPMATUBHBIE AKThI, UCTIOTHATH
BHYTPEHHHUE MTPUKA3bl U PACIIOPSKEHHUS.

4.1.3. Tlo TpeGoBaHHs BBIIECTOALIETO PYKOBOJCTBA KaK YHHUBEPCHTETa, TaK U
MUHUCTEPCTB W BEJIOMCTB MPEAOCTABIATh HH(POpPMAIMIO KaK Ha OYMaKHBIX, TaK W Ha
3JIEKTPOHHBIX HOCUTEISIX.

4.2. YrpaBjieHUE U €r0 COTPYIHUKH UMEIOT IpaBa:

42.1. B cooTBeTCTBMM C [JEUCTBYIOIIMM 3aKOHOJATENbCTBOM Poccuiickoiil
Qenepauyy, YCTaBOM  YHUBEPCUTETa, BHYTPCHHUMH  IIOJIOKCHHUS, IIpUKa3aMu U
paclopsuKeHUsIMM - Y HUBEPCUTETA 3allpalliiBaTh W MOJy4aTh B YCTAaHOBJIEHHOM MOPSJIKE
MaTepuabl U HHPOPMAII0 HEOOXOAMMBIE AJIsi OCYIIECTBICHUS! CBOMX TTOJTHOMOYHIA.

4.2.2. XoaaTailCTBOBATh MEPE] PyKOBOJACTBOM YHUBEPCUTETA, BBIIECTOAIINX OPTaHOB
C TPEemJoKEHUSMU 0 YIY4YIICHHIO paboThl CBA3aHHOW[| ¢ WHPOPMAIMOHHBIM U
JIOKyMEHTAITMOHHBIM O0ecriedeHueM Y HUBEpCUTETA.

4.2.3. TlpuoctanaBiauBath pabOTy HMH(POPMALMOHHBIX PECYPCOB MM IOCTYIl K HUM,
MPOU3BOJAUTH OTKJIIOYEHHE TEIEKOMMYHHUKAIIMOHHBIX YCIYT U CEPBUCOB, YBEIOMIISAS MPU 3TOM
PYKOBOJMTENEH  CTPYKTYPHBIX MOJPA3JCIICHUHA B  CIy4asiX BO3HHKHOBEHHUS  YIpO3bl
nH(}OPMAITMOHHOM 0€30MMaCHOCTH MJIU X HEIIEJIEBOTO UCIIOIh30BaHMUS.

5. BzanmoaeiicTBHe €O CTPYKTYPHBIMU NOAPA3AeJIeHUSIMHA

5.1. YopaBrneHne OCyIIECTBISIET CBOIO  JEATEIBHOCTH BO  B3aMMOJCHCTBHM  CO
CTPYKTYPHBIMH  TOJpa3fefieHusIMU Y HUBEPCUTETA: IUIaHOBO-(DMHAHCOBBIM  YIIPABJICHUEM,
OTJENIOM KaJIpOB, Y4eOHO-METOIMYECKUM YIPABICHUEM, HMYIIECTBEHHBIM YIIPaBICHHEM,
[JIaBHBIM IOPUCTOM, JIeKaHaTaMu (aKyJIbTeTOB, KadeapaMu U JIp.



