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Hacrosrqee rroJroxeHue oilpeAeJrrer Ha3HaqeHI{e, crpyKTypy) sa4aqv, Qynrquu, ilpaaa u
opraHr,r3arluro Aesreirbnocrpr orAena AoKyr![eHTaII]IoHHoro o6ecueqeH]ul yrpttBJreuur (O,{OV).

I O6que rroJrolneHr.rfl
1.1 OAOy flBlrflercs, caMocrosreJrbHblM crpyKTypHbIIvI [o,qpa3AeneHl,IeM Cenepcroro

TexHoJrofuqecKoro EHcrlrryra - $uttuw:'a Haquonanrnofo I{ccneAoBareJlbcKoro sAepuol'o ynfiBepcrrrera
(MI4OI4) vrnoIrrvrElglercfl He[ocpeAcrBgHHo pyKoBoAI,ITeJIIo ]Ilrcr]ITyra.

1.2 Oraen co3Aarr rpr4Ka3oM pyKoBoAlrreJrt l{Hcr}rryra or 23.09.2004 }lb ll44 Ha ocnoBtur}Il{

perrreHr.rfl 1'.reHoro coBera nysa (nporoKorl or 22.09.2004 ){b 11) KaK orAen AeJIorpoI{3BoAcrBa r
AoKyMeHroo6opora. flpurasorra peKropa HVIfr\r MI4OI4 or 26.05.2014 }lb 14613 orrcr' repellMenoBzul B

orAeil AoKyMeHTaIIIroHHoro o6ecneqeufit ylptlBJIeHIrlI.

1.3 Pa6orsuru orAeJra Ha3uarrruorcfl Ha AonxHocrb vt ocno6oxAalorcfi or AoJDKIrocrI{ B

ycranoBneHHoM ,qeftcrnyroquu rpyAoBbrM 3arouo.qareJrbcrBoM flopfiAKe [prrKtroM pyKoBoArrreJUI

lrHoTr.rryra IIo [peAcraBJreHl,Iro HaqzIJIbH]rKa orAeila.
1.4 B csoeft AesrerbHocrr,r corpyAuura O,{OY pyroeo4crBylorct Koucrntyluefi Poccltftcroft

Oe,qepaquu; 4eftcrnyrorqlrM 3aKoHoAareJrbcrBorra P@; [ocraHoBJreHrItMI4, pacrropffKenusuk\ rIp]IKa3aMu,

ApyrlrMlr pyKoBoMrqkrMvr u HopMaTlrBHbrMlr AoKyI\IeHTUIMI,I BbImeCTOfiIqI,IX OpfaIIOB, KaCaIOIqUMI'IC"S

opraurircarlrrr AeJrorpor{3BoAcrBa; Ycranorr,r HI,I-f,Y MI,,.IAId; floloxenuerrl o CTLI HVIfly lvftIAI4;
rrpaBrrnaMu BHyrpeHHero rpyAoBoro pacnopsAKa; flonoxenr,rerra o6 o6pa6orre lI 3aIqI,ITe cy6rerron
nepcoua.nrgbx AaHHbx CTVIHVI-9iY lvtLIQl4; Eaunofi rocyAapcrBesuofi cucreuoft AeJIorpolI3BoAcrBa;

crarrAaprzlMr,r ynu$r,rqzponannofi clrcreMbr oprarll,I3aql,Iouuo-pacnopa4urcuruoft AoKy deIITarIlM;

cxeMaMlr AoKyrueuToo6opora; cucrenrofi opraHI,I3aIIuu KoHTpoJIfl 3a IIcTIoiIHeHLIeM AoKWeHToB;
[opsAKoM cocraBneH]r.f, HoMeHlcrrarypbr AeJr, onucefi AeJI [ocrof;IrHoro ]r BpeMeHuoro xpalleHrlt'
ycrauonnennofi orqerHocru; cpoKaMr,r rr [optAKoM cAarII,I AeJI B apx]IB; ?Iuctpyruuefi rro

,qeJrorpor,r3BoAcrBy HVTfly MLIC,LI; ApyrrrMr,r JroKaJrbHbMlI aKTaMlt ro BorrpoctlM BbmoJlH.f,el\,Ioft pa6omr;

rrpaBr{naMr,r r{ HopMztMr4 oxpaubl TpyAa, noxapnofi 6egonaurocrra.

1.5 OAOy xparrur lr HaArrexarrle lrcroJrbsyet rep6oBylo ileqarb HVlfly MI4OVI, Kpyruryro

neqarb r.r rrrrurMlrbr CTVIHUfly MI4OI4.

2 Crpyrrypa orAerra
2,1 Crpyrrypy, qlrcJreuHocrb, rrrraruoe pacfll,tcanvIq u3MeIreHLIt B crpyKTypy u IIITarHoe

pacruczmlle OIOY ytBep)KAaer peKrop HUfly MIIOL4.
2.2 PyronoAcrBo orAenoM ocyilIecrBJlter HaqilIbHI'tx O[OV.
2.3 B cocr€rB orAeJra BxoArr: HaqairbHuK, ne4yIqufi uHxelrep, AoKyMeHToBeA, ceKperapb

pyKoBoAr.rrensceKpeTapuaTakrapxfiBapvycapxl'IBa.
2.4 Ocuonnue $ynrur4oHzrJrbubre o6ssaHuoctn pa6orIrI,IKoB orlpeAeJullorct AoJrxHocrlrblMlr

r{HcrpyKrlr{sMr.r, Koropbre paspa6arrmarorc{ HaqaJIbH}IKoM OAOy 14 yrBep)KAarorcs rIprIKa3oM

pyKoB oAr4Ten rr [rHcTr.rTyTa.



3 OcnosHrre 3a,qaqn orAeJra
3.1 O6ecne.renrae eArrHoro rroprAKa opraHll3arlllH pr BeAeHI4t AeJIolpolI3BoAcrBa B

rroAp a3AeJIeHI{f,X I,IHCTI,ITyTa.

3.2 Perzcrpaqu-n v freT AoKyr\(eHToB, BeAeHlIe crpulBoqllo-nn&oprrlaqraonnoft pa6otrr uo

AoKyMeHraM CTVI HVIflY i|i/.I4(DI4.

3.3 MeroAn.recrar floMorqb B pa6ore c AoKyMeHTulM]r B crpyKTypHbrx [oApzBAeJreH]Itx

r4HCTlrTyTa.

3.4 OcyrUecrnnenne KoHTpoJU{ 3a cBoeBpeMeHHbIM Ilpoxox,4eHlleM, I{c[oJIHeHI'IeM 14

KaIIecTBeHHbIM o(Poprralerrueu AoKyIueHToB B CTPYKTYPIIbIX IIOAPZBAEJIEHII.flX BY34 AHAIIII3

rlcrroJrnllTemcrofi ArrcqllrlnlrHbl.
3.5 V.ret o6revra AoKyMeHToo6opora.
3.6 floaroroBKa AoKyI\(eHToB K flepeAaqe B apxuB.

3.7 Parpa6orra, BHeApeHlre HoBbD( TexHoJIorkIrIecKrIX npoqeccoB pa6orrr c AoKyMeHftlMlr rr

AoKyMeHTHofi zn(popiraauzefi Ha ocuoBe lrcrroJrb3oBzrulur cpeAcrB opraHl{3arluonnofi I,I BbFMcJr}Irelruoft

Texgr.rKr{, B ToM qr.rcJre ylopsAotleuue cocTaBa AoKyI\[eHToB Lr un(foprraaq]roHHbD( uorasareleft,

coKpaIqeHLIe I4x KoJIIIqeCTBa II OIITIIMI{3aIILIfl AOKWeHTOIOTOKOB.

4 (Dynrcqnrr orAeJra
4.1 Oprarrusaqux Aenolpor.r3BoAcTBa B lIHcTI,ITyte B coorBeTcTBlu co cTaHAapTaMlI vl

HOpMaTTIBHO-MeTOATIqeCKIIMII AOKyI\{eHTUIMU IIO AeJIOTIpoH3BOACTBy.

4.2 Mero4uuecxoe pypoBoAcrBo vr KoHTpoJIb 3a opranueaqrefi AoKyMeHTaqrIoHHoro

o6ecneqeul4t B crpyrTypHhx noApa3AeJleHl{flx By3a.

4.3 flpyerra, perucrpaqutfr.,lFter)xpaHerrue, AocraBKa Ir paccbrJlKa rrocryrlarcrqefi, ornpaanseldoft I'I

BHyrperrgefi 4oryruenrar\vru, oneparuBHrrfi noucx I,I BbIIarIa uu([opnaaqu[ rro,4oKyMeHTaM.

4.4 flporepKa rrpaBunbrrocrlr o(popuneur{ff AoKWeHroB, rIpeAcrtlBJUIeMbIX AJUI paccMorpeH}rt u

Ha rroArllcb pyKoBoAcmy CTI,I HVItry MI4OI4.
4.5 Opranfi3arryrfl KoHTpoJIt 3a cBoeBpeMeHHbIM

pe3oJIIOqlItMlI pyKoBoAcTBa I4IICTIITyTa.
rpr04.6 O6ecne.reH[e coorBercrByrorrlero pexI,IMa Aocryrla K AoKyMeHTztM' ]IMeIoqPIM

ron(bu.qenquarrbHocrlr, r{ r{crroJrb3or;arrvtfl. ran$opuau}I}r, coAep}Karr{eftcs B Hlrx.

4.7 Coxparrenue ron(pugeHrllraJrbHocrrr cny)Ke6noft un(fopMaql,Iu, a raKx(e [epcoHaJlblrbrx

AnrrHbrx corpyAHI,IKor a o6yrarolqllxct.
4.8 O6ecneqeHr,re coxpaHrrocrlr H HaAne)Kalqero [crloJrb3oBanur rep6osofi lr rpyrrofi neqarefi

rrucrrrryra u mraMlroB OAOY.
4.9 floArorosra AoKyMerrroB AJrfl TlIpCIKI,IpoBaHlrt Ha Mno)KlrreJrbuofi TexHI{Ke, a raKxe

ocyrqecrBneHlre KollupoBuurus ]r cKaHupoEja]flrts. AoKyMeHToB Ha rlepcosa.nrnofi oprtexH]rKe.

4.10 CocrasneHr4e csoAgofi HoMeHKJrarypbr Aen By3a, KoHTpoJIb 3a rIpaB[JrbHbIM (foprrauponanueu

n o(poprr,rneuneM AeJI B crpyKTypHbx rIoApa3AeJIeHI{tx.

4.11 Paspa6orKa HopMarr4BHo-MeroAlrrrecKl{x AoKyIueHToB rlo BeAeH}rIo AeJIo[polI3BoAcrBa B

lrHcrlrryre (cran4aproB rrpeArrpr{flTrrfl }I I,IncrpyKtluft uo pa6ore c AoKyMelrraruu, 6lauron cnyNe6lrrx

AoKyMeHron, ynulf rEqI{poBaHHbD(,bopt AoKyllreHron nysa).

4.12 floAroronxa u nepe.qaqa B 4pxr,rB AoKyr\(eHToB, uMeroull{x AoJIroBpeMeHHbre (nocroannrre)

cpoKfi xpilreHz.f,, yHtrrrToxeHr{e AoKyr[eHTOB C TICTeKItrI,IMI,I CpOKaMI{ XpaHeHIu.

4.13 Yqacrr.re B paspa6orxe, rpoeKTI,IpoBarIlIlI u BHeApeHIIH IroBbD( r'IutpoprraaquoHHbD(

TexHoJron{ft, n conepmeHcrBoBaHr,Ir,r AeJrorIpo}I3BoAcTBa B }rHcruryre, B ToM rI}IcJIe B coKpilqeH}Iu

AoKyMeHronoroKoB tt oIITI,IMII3aIIIIII AoKweuroo6opora s CTI4 HVIfly MI'IOI4.
Bognoxenue Ha orAeJr $yurquft, He oruoctlrllrxct K,qenolpolr3BoAcrBy, He AorrycKaeTct.

5 Ilpana
5.1 llolyrarb 11ocryflruorq]re B r{Hcrkrryr AoKyMeHTbI LI I,IHbre nn(foprrtaq}rounble Marepl'Ialrbr rlo

cBoeMy npo$nnro Aesrerbuocrtr p.Irs. o3HaKoMJreufit, cllcreMarrl3LtpoBturHol'o frera lr [crloJrb3oBarrl{t B

pa6ore.

lrcnoJrrreHrreM AoKyMeHTOB B COOTBeTcrBlrlr c



5.2 flponeprrb opraHu3arlmo Aenolpor.r3BoAcrBa B crpyxTypHbrx roApa3AeneHrrflx lrucruryra,
BHOCr,rTb rro LrToraM rrpoBepoK [peAJro)KeH]ur rr peKoMeH.4aqr,rH rrx pyKoBoAr.rTeJrrM kI pyKoBo,{cTBy By3a

AJrr rrplrHrTr,rs cooTBeTcTByroqlrx Mep.

5.3 Tpe6onarr or pyroeo4urerefi crpyKrypHbrx no4paa4eneuuft crpaBxr.r, unQopuaquro,

AoKyr\(eHTbr rr Apyrue Marepr{zrnbr, ueo6xo4llMble pyKoBoAcrBy By3a, a rar}Ke I,rn(loprr,raqnro o6
rrcrroJrueHrrr,r AoKyr\{eHToB, rropfr enuit u sa.planurir pyKoBoAcrBa.

5.4 Bosnpaqarb B crpyKTypHbre roApa3AeJIeHLIt na 4opa6orKy AoKyMeHTbr, roAroroBJrenHbre c
HapyrrreHr.reM ycraHoBJreHHbrx fOCTorr,r [purBI{JI o$opurenr.rx, He np}rH}rMarb or ucnonur,rrenefi
AoKyr\[eHTbr, He r.rMerorl[e coorBercrByroqnx nus, rpe6yeMbx AJUI cornac or;alrrtrs,.

5.5 Bnocurb npe,qno)rrenufl. rro BorrpocnM coBepueHcrBoBarr[r opraHrr3aq]rn rpy4a, BeAeHut

Aenonpolr3BoAcTBa r4 ApyFrrM BorrpoculM.

5.6 YqacrnoBarb B coBerrlanvflx rrpn paccMorpeHrru BonpocoB, orHeceHHbD( K KoMnereHIIlII{
brAena.

5.7 Y.racrnosarr B coBerqanrrf,x, ceMuHapax rro AeJro[po]r3Bo.qcrBy pt apxuBuoMy 4er],
rrp oB oAlrMbrx BbrrtrecTorrqr4 Mrr opraH v3auxfl Mu.

5.8 flpunneKarb c[eq]rzrJrlrcroB crpyKTypHbx IroApa3Aeresufi [Hcr]rryra K noAroroBKe rIpoeKToB

MeroAuqecKlrx AoKyr\[eHToB no BorrpocutM AoKyMeHTaIII4oHHoro o6ecnerleHl,Is, Aeno[pol,I3BoAcrBa ]r
apxllBa.

5.9 Tpe6onarb or pyKoBo.(crBa cos4anurfr, HopManbubrx ycnonufi Ant BbmonueHrlt cnyxe6nrrx
o6ssaHHocreft u coxpanuocrtr Bcex.qoKyNreHToB, o6pasyrolqrrxcfl B AerreJrbHocru O,{OY.

6 OtnercrBeHHocrb
6.1 Bcro rroJrnory orBercrBeHHocru 3a KaqecrBo r,r cBoeBpeMeuHocrb BbrrIoJIHeHnt Bo3JroxeHHbx

Ha orAeJr 3aAaq r.r (fyuxqr.rft Hecer HaquuIbHI,IK orAeJIa.

6.2 Crenenb orBercrBeHHocrr,r ApyrEX pa6ornuroB orAeJra ycraHaBnlrBaercfl AoJrxHocrrrblMlr
r{HcrpyKrlfirM]r.

6.3 Haqanrnr.rr lr Apyrr,re corpyAHrrrlr orAeJra Hecyr rrepcoHaJrbHyro orBercrBeHuocrb 3a

co6moAesue [paBun oxpaHbr rpyAa, Texur,rKr,r 6e3onacuocru, flporuBonoxapHoro cocrotHl{s vI

carrlrrapHo-f lrrr{eu}Iqecxr.rxrpe6onanautrt.

7 C.rryxe6noe B3arrMo.qefi ctslre
OrAel AoKyMeHTaqr{oHHoro o6ecueqeHl{ff yrIpaBJIeHI,It B3allMogeftcrnyer:
7.1 C pyrono4ureJrrMlr crpyKrypubrx rloAptt3Aerennfi uucrrlryta - ro BorlpoctlM BeAelrut

AeJrorrpor,r3BoAcTBa, opraHr43arl[]r KoHTpoJUI I{ upOBepKr,I uCrIOJIHeHafl AOKyIUeHTOB, TIO,qTOTOBKI'I }I

[pelocraBnenr,rs Heo6xo,u]rMbrx pyKoBoAcrBy By3a AoKyI\{eIrroB, apxllBlroro xpzmeHlrs AoKWeHToB,
lrcrroJrb3oBarrlur cnyxe6nofi un$opnraquu.

7.2 C ceKperapr4aroM rro BonpocaM opraH[3a{r.Iouuo-TexHuqecKofo o6ecneqenfis
aAMr,rHr4crparlrBHo-pacflopsAr,rrerrnoft AesreJrbHocr]I pyKoBoAI4TeJrfl. Lr 3aMecrrlTeJrefi pyronoAuTers
r,rHcTr{TyTa.

7.3 C apx[rBoM - rro BorrpocaM KoHTpoJU{ cAatrr,r }r xpaHenrrr AoKyMeHTaJIbHbD( Marep[aJloB,

3aKOHrIeHHbD( AeJIOIIpOLI3BO,4CTBOM.

7.4 C ropr,rAuqecKrrM orAeJroM - rro Bo[poca:rr Aeftcrsyroqero 3axoHoAareJrbcrBa, a raKxe
noAroroBKr.r [poeKToB rrp]rKul3oB, pacnopsxenr,Ifi, r.rncrpyrquft, rroJloxeHrlft r gpyrux AoKWeHToB.

7.5 C or,qenoM Ka,{poB - rro BonpocaM noBbtrrreHl{r KB€rJr}rSzraqnu ra paccrarroBKrr KaApoB.

7.6 C orAeJroM pa3Brrrr4fl, - rro BorrpocaM 3a"f,BoK Ha obecneqenlre cpeAcrBaM[ oprrexH]IK]r,
KturrlToBapar[vr vt nporII,IM.

7.7 C wslareJrbcKo-rroJrurpaQu.recKuM orAeJIoM - tlo BolrpocaM Tlrpaxc,IpoBaHrlt AoKWeHToB.
7.8 C qeHTpoM ran(foprrraqrironHbD(, KoMMyHriKarIr{oHHbD( }r MyJrbrt4MeAuftnrrx rexHoJloruft - no

BonpocaM o6ecueqeur.rfl cpeAcTBaMI4 oprrexnI4K[I I{ ee o6clyxuBaull.s.
7.9 C qenrpoM MeHeAlKMeHTa KaqecrBa- uo BorlpocaM cllcreMbr MeHeAXMeHTa KaqecrBa.

7.10 C npotpcorosubrM KoMureroM - uo BorrpocaM, KaciloullrMcr coquaflbno-TpyAoBbrx rlpaB,

rapanruft r{ Jrbror.



7.ll B EpeAeJrrx csoefi KoMrrerertrIwr ocyrqecrBJrrer B3alrMoorrro[reHr[r c Apynru[r
opraHlBarllrrMrr rro Borrpocarr,r pa6omr c AoKyMeHTaMr,I.
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