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Hacrosimmee Ilonmoxenue paspaborano cormacHo tpeOoBanusM MexaynaponHoro Crangapra MCO
9001:2015 u sBnsieTcs TOKYMEHTOM cHCTeMbI MeHekMeHTa kadectBa GTBOY BO «'YMP® nmenu agmupana C.O.
MaxkapoBay. [TonoxeHune ycraHaBIMBaeT OOIIME ITOOXKEHHUS, OCHOBHBIC 33/1a4M M (QYHKINH, CTPYKTYPY ¥ TIPHHIIHITBI
(YHKIMOHUPOBAHUS OTHeNa KaK CTPYKTypHOTro moapasaeneHus Kormacckoro ¢pmmmana ®IBO0Y BO «'YMP® nme-
uu anmupana C.O. Makaposay.

HaCTOHH_[I/Iﬁ JOKYMEHT HE MOXKET OBITh MMOJIHOCTHIO HJIK YaCTHYHO BOCIIPOU3BECH, TUPAKUPOBAH U PACIPOCTPAHCH 0e3
paspCuICHUst TUPEKTOpa dunmana.

KoHTposb 1oKkyMeHTa: JupexTtop Puinana

PykoBonuTens pazpaboTku 3aB. 001IUM OTAEIOM

Wcnomuurens Xonuua A.C.
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I. OBIIUE MOJIOXKEHUS

1.1. O6uwmii oTaen ABNsSETCS CTPYKTYpHBIM HozpasaeneHueM Kornacckoro gunmnana ®I'BOY
BO «I'YMP® nmenn anmupana C.O. MakapoBa» (nanee — Oumuan).

1.2. 3aBeayromuii 00mIero OTAETa MOAYUHSIETCS HETIOCPEICTBEHHO TUpeKTopy Punnana.

1.3. OOmuii oTen AEHUCTBYET B COOTBETCTBUH C:

- MenepanpHbIM 3aK0HOM Poccwmiickoit @eneparuu ot 29.12.2012 N 273-d3 «O6 obpa3osa-
Huu B Poccuiickoit deneparumy (¢ MoCIenyonMMA H3MEHEHUSIMA U JTOTIOJTHEHUSIMH );

- ®enepanpHbiM 3akoHOM Poccuiickoit denepannn ot 22.08.1996 Ne 125-®3 «O BbIcuieM H
MOCIIEBY30BCKOM IPO(hecCHoHaTbHOM 00pa30oBaHUM» (C MOCIEAYIOIMMU U3MEHEHUSAMHU U JI0IOJTHE-
HUSIMH);

- [locTaHoBIeHUAMHU, TIPUKA3aMH, PACTIOPSHKEHUSIMU U yKa3aHUSIMU MuHUCTepcTBa 00pa3oBa-
HUs W Hayku Poccuiickoint @enepannu, OenepaibHOro areHTCTBA MOPCKOrO0 M PEYHOIO TpaHCIIOpTa
Poccuiickoit @enepanun, pekropa PI'bOY BO «I'YMP® umenn agmupana C.O. MakapoBa» u qu-
pekropa ¢unmana,

- MHBIMHU 3aKOHOJaTeNbHbIMU akTamu Poccuiickoit ®denepanuu, Ykazamu [Ipesunenra Poc-
curickor denepanuu, Ilocranosiennsamu npasurenscTBa Poccuniickoit denepanuu, NpaBUiIaMy, UH-
CTPYKUHUSMHU, METOAMYECKUMH PEKOMEHIAUsIMU, NEHCTBYIOIIMMHA HOPMaTUBaMHU IO BOIIPOCaM J10-
KyMEHTAIMOHHOTO oOecrieueHuss Ounmnana;

- Ycraom ®I'BOY BO «I'YMP® umenu ammupana C.O. MakapoBa» (manee — YHUBEpCH-
TET);

- [Tonoxenunem o dunuaiie;

- OpraHU3alMOHHO-PACTIOPSAIUTEIHLHBIMHU JOKYMEHTAMU aIMUHUCTPAIIMN Y HUBEPCUTETA U JIH-
pekTopa Ounuana;

- [Tonoxxennem o KoTiaacckom pedHOM YUUIIUILE;

- TOKaJIbHO-HOPMATUBHBIMU akTamu Dummnana;

- HactosiuM Ilostoxenuem.

1.4. OGmuii OTAEN MOJNb3yeTCsl 3aKPETNIEHHBIM 32 HUM PYKOBOJCTBOM Y HUBEPCUTETA UMYIIIE-
CTBOM, TIOMEILICHUSIMHU, 000PYAOBAHUEM.

1.5. CoTpyanuku o01ero oTaena Ha3HAYArOTCS Ha JOHKHOCTH U OCBOOOKIAIOTCS OT JIOJIK-
HOCTEH B MOPSIKE, MPEAYCMOTPEHHOM MX JOKHOCTHBIMU UHCTPYKIIUSIMHU.

. IPUBEP>KEHHOCTb OBIIEI'O OTAEJIA ITIOJIMTUKE YHUBEPCUTETA
B OBJIACTHU KAYECTBA

2.1. OOwwmii oTen ocyuiecTBIseT CBOM (PYHKIUU B COOTBETCTBUM C MOJUTHKONW KayecTBa
YHusepcurera.

2.2. O6513aHHOCTH OOILEro OTJeNa M0 pealu3aluy MOJUTHKH KauecTBa YHHUBEPCUTETA CO-
CTOAT B 00€CIIEUECHUH:

— KayecTBa MpPeI0CTaBISEMBbIX YCIYT;

— 3((EeKTUBHOCTH UCIIOIb30BaHUS PECYPCOB;

— HEoO0XOJMMOT0 YPOBHS KBATU(HUKALUKN COTPYJHUKOB OOILEro OTAeNa,

— YETKOTro pacrpe/esieHns] OTBETCTBEHHOCTH U MOJTHOMOYHI COTPYIHUKOB OOIIIEro OT/eNa;
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— HCHOJIHEHHs TPeOOBaHMI BHEIIHUX W BHYTPEHHHX HOPMATHBHBIX TOKYMEHTOB,;

— MHCKJIIOYEHUS PUCKOB, CBSI3aHHBIX C OKa3aHUEM HECOOTBETCTBYIOIIEH yCIyTH;

— CBOEBPEMEHHOT0 OOHAPY)KEHHUsI U MPEAOTBPALICHUS JIHOOBIX OTKIOHEHHH OT MPUHSITBHIX
CTaH/IapTOB;

— BHECEHHS TMPEIJIOKECHUH MO KOPPEKTHPOBKE OOLIEH TMOJMTUKUA TPH €€ €XKETOJAHOM Iepe-
CMOTpE PYKOBOJCTBOM Y HUBEPCHUTETA.

I11. OCHOBHBIE 3AJIAYH Y ®YHKIIMY OBLIETO OTJEJIA

3.1. OcHOBHBIE 3a/1a4u OOLIETO OTAENA:

- OpraHusanus, pYKOBOJCTBO, KOOpAMHAIMS, KOHTPOJIb M peanu3anmus paboT 1o
JTOKyMEHTAaIMOHHOMY obecnieuenuto Ounnana;

- KOHTPOJIb 32 BBIMOJIHEHUEM pEIIEHUH  BBIMIECTOALUIMX  PACHOPSAUTENbHBIX U
VCIIOJIHUTEIIBHBIX OPraHoB Y HUBepcuTeTa U Punmana.

- o0ecrieyeHHe CTPOroro COOJIIOJEHHMS  YCTAHOBJICHHOTO IMOpSAAKAa PacCMOTPEHMS
IPeUIOKEHHH, 3asBJICHUN paOOTHUKOB U o0yJaromuxcs Ounnana;

- opraHuzanus paboTsl IpueMHoOl tupekropa Ounnana;

- TIEPCTIIEKTHBHOE M TEKyIee IUIaHUpOoBaHUE paboThl aaMuHUCTparu dunmnana ¥ KOHTPOIb
UCIIOJIHEHUS YTBEPXKICHHBIX IIJIAHOB,;

- opraHm3anys paboThl 0 KOMIUIEKTOBAHHIO, XPAHEHUIO, YUETY, UCTIOIB30BAHUIO apXUBHBIX
boHIOB.

3.2. OcHOBHBIC (DYHKIIMK OOMIETO OT/IETA!

- 00paboTKa MOCTYMAIOLINX, OTIPABISEMBIX M BHYTPEHHUX JIOKYMEHTOB, UX pPErucTpanus,
MH(POPMALMOHHO-CIIPaBOYHAsT paboTa MO JOKyMEHTaMm, B TOM YHCJIE OTIPaBKa W TPHUHITHE
JIOKYMEHTOB 110 (paKCUMUJIBHOH CBS3H, JIEKTPOHHOM MOYTE.

- OpraHu3alys CBOEBPEMEHHOTO PACCMOTPEHHUS W TMOJTOTOBKH TOCTYMAIOMIUX JOKYMEHTOB
nupektopa Puiunana, 3aMmecturene aupekTopa. KoHTposib M mpoBepka NpeACTaBICHHBIX IS
paccMoTpenus aupekTopoM duimana, MOCTyNamed KOPPeCIIOHICHIINN, TIPOSKTOB O(QUITHATTEHBIX
JIOKYMEHTOB;

- OpraHM3anys KOHTPOJS 3a BBIOJHEHHEM: JOKYMEHTOB BBIIIECTOSIIUX OPTaHOB;
pacropsAMTENbHBIX JIOKYMEHTOB DPEKTOpa YHHUBEPCUTETA; pPACHOPSAUTENBHBIX JIOKYMEHTOB
nupektopa ®unmana; ciry)KeOHBIX MUCEM M TEJIeTrpaMM; MCIOJTHEHUS MUCHMEHHBIX MPEIIOKEHHH,
3a8BOK M KajoO pabOTHHKOB M OOyYaroIuXcs, a TaKKe YCTHBIX OOpaiieHuil pabOTHHUKOB H
00yJaromuxcs B X0/1€ JJMYHOTO MPHEMa TUPEKTOPOM H €T0 3aMECTUTENICH; UCTIONHEHUS 3allPOCOB U
oOpalleHni; UCTIOIHEHMS TUTAHOB U 0TYEeTOB paboTsl dunnana;

- BU3MPOBAaHUE B KOHTPOJILHOM KapTOUKEe KOHTPOJIMPYEMOro JOKYMEHTa OTMETKHU O Tepenaye
CHATBIX C KOHTPOJISl JOKYMEHTOB;

- BU3MPOBAHHUE JIOKYMEHTa YIPEXKIAIOIero KOHTPOJIb (HAIOMUHAHKUE) B CPOKAX HCIIOJHEHHS
JOKYMEHTOB, CTOAIINX Ha KOHTPOJIE;

- opraHM3anusi paboOThl IO TMPENIOKEHUSM, 3aABICHUSAMH JKajiob0aM paOOTHUKOB W
oOydJaronuxcs;

- TpuUeM M Teperaya B TOYTYy AupekTopy Punmana Juis TMOANUCAHUSA TPOEKTOB
IIOCTAaHOBJIEHUH, pacIOpsHKEHUI TUPEKTOPA, TIOCIIE UX HAAJIEKaIIEero ohopMiIeHus;

- OCYIIECTBJICHUE PErHCTPALUU PACHOPSIIUTENbHBIX JTOKYMEHTOB aupektopa Punmana B
KypHase perucTpaiuu;
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- JIOBEJICHUE MOCTAHOBJIICHUN W PACHOPSKEHUI peKTopa YHUBEpcUTeTa, Aupekropa dunnana
JI0 OTJEJIOB U JIOJKHOCTHBIX Jinil Dunuana;

- olecrnieueHue XxpaHeHHs TepOoBoil mewyatn Punumana, 3aBepka €10 MOJMNUCU TUPEKTOpA,
3aMECTHUTENIEN Ha COOTBETCTBYIOIIUX TOKYMEHTAX;

- IPOTOKOJINPOBAHUE MPEICTABUTEIbCKUX COBEIIaHUN AupekTopa Punnana;

- pa3paboTka HOMEHKIATypbl nen Puimana, oOecrieyeHWe XpaHEHHs e, ONEePaTHBHOIO
UCIIOJIb30BaHUs JOKYMEHTHOU nH(pOpMaluy,;

- oOecrieyeHHEe COOTBETCTBYIOIIETO pEXHMMa JOCTyNa K JOKYMEHTaM, OpraHu3anus
UCIIOJIb30BaHUsI HH(POPMAIUH, COIepPIKAILICHCS B HUX;

- KOHTPOJIb 33 OpraHU3alMel KOMIBIOTEPHOTO M3TOTOBIICHMS, KOMIMPOBAHUS, ONEPATUBHOIO
Pa3MHOXKEHHS TOKYMEHTOB, pa3pab0oTKa U U3rOTOBJICHHUE OJIAaHKOB JJOKYMEHTOB;

- y4acTue, COBMECTHO C COOTBETCTBYIOIIMMHU CTPYKTYpPHBIMU mojpazneneHusmu dunuana, B
pa3zpaboTke MEpONpHSITUN MO COBEPIICHCTBOBAaHUIO (OpM, METOJOB padOThl C JOKYMEHTaMH,
CHUCTEMOM KOHTPOJIS, @ TAKXKE MO MOBBIIICHUIO UCTIOTHUTEIBCKON TUCIUILINHBL

- obecrieueHue nokas3areseii OCHOBHBIX HANPaBJICHUN Pa3BUTHUS apXUBHOTO Jiena B Dunuarne;

- MPEIOCTABJICHUE TJIAHOBO-OTUYETHOMN JTOKYMEHTAIIHH;

- pabora ¢ apxuBoM MO «Kotmacy;

- opraHu3aiis padoThl IO 3asBIICHUSM COIMATLHO-TIPABOBOTO XapaKTepa OT Ipak/IaH.

IV. YIIPABJIEHUE OBLIUM OTAEJIOM

4.1. HenocpencTBEHHO PYKOBOJICTBO ACSITENLHOCTBIO OOIIETO OTAeNa OCYIIECTBISET 3aBeay-
IOIMI OTZIEJIOM, Ha3HayaeMblid TupekTopom Dunmana.

4.2. 3aBeayrouuii oOIIMM OTJEIOM OPraHU3yeT BBHIMOJIHEHHE 3a7a4, CTOSIIUX Mepel OTACIOM
B COOTBETCTBUHM C HACTOSIIIMM TMOJIOKEHUEM M JOJDKHOCTHOW HMHCTPYKUHEH. J[OKHOCTHAs WH-
CTPYKLHUS 3aBEIYIOIIETO OOIIMM OTJEIOM YTBEpKIaeTcs nupexkrtopom Dunnana.

V. CTPYKTYPA OBLIEI'O OTJAEJIA

5.1. B cocraB o0miero oraeina BXOIAT.
- 3aBEYIONIUI OOIIMM OTICIIOM;
- apXHUBapUyC.

VI. OTBETCTBEHHOCTb

6.1. OTBETCTBEHHOCTh 32 KaYECTBO U CBOCBPEMEHHOCTh BBITIOIHEHUS 33]a4 U (YHKIUH, BO3-
JIOKEHHBIX Ha oOmMii oTaen HactosmmM [lookeHnueM, BBITOJIHEHHUE TOJOBOTO TUIaHa PabOTHI 110
BCEM HalpaBlIEHUSIM JESITEIHLHOCTH, a TAKXKE 33 CO3aHKe YCIOBUH s 3 ekTruBHON pabOThI HECET
3aBEAYIOIINM OOITUM OTIEIIOM.

6.2. CoTpyAHHKHU OOILEro OTJesia HECYT OTBETCTBEHHOCTh 3a KAa4€CTBO BBIMOJHEHHUS padoT,
BO3JIOKEHHBIX Ha HUX COOTBETCTBYIOIIMMH JIOJDKHOCTHBIMH O0SI3aHHOCTSIMH.
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VIl. CO3JAHME, JINKBUJIALIUS, PEOPTAHU3AIIUA OBLIEI'O OTAEJIA

7.1. Co3nanue, TUKBUALMS U pEeOpraHU3aIusl OO0MIeTo OT/AeNa MPOU3BOIITCS MPUKA30M PEK-
TOpa YHHUBEpCUTETA 0 MPEACTABICHUIO TupekTopa unnana.
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