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~ YTBEPXIAIO
. MpopekTop no OB

1. O6Owue nonoxeHus

1.1. Otpen nenonpousBoactea (ganee -O/fl) sBnsetcs CTPYKTYPHbIM nofpasaeneHnem
LieHTpa opraHusauuoOHHO-0OKYMEHTALMOHHOTO OBecneyYeHmns Ynpaenenunss agenamu
YnpaBneHust npopektopa no ofwum Bonpocam ®degeparnsHoOro rocyfapCTBEHHOrO
aBTOHOMHOTO 00Opas3oBaTENbLHOMO y4YpexAeHUs Bbicliero obpasoBanus «HaumoHanbHbIi
nccnenosaTenbCkuii TOMCKUA NONUTEXHUYECKUI YHUBEpPCUTET» (panee - YHuBepcuTer,
TI1Y).

1.2. O[] HaxoguTcs B onepaTtMBHOM NOAYUHEHUM Anpektopa LleHTpa opraHusalnoHHo-
AOKYMEHTALMOHHOro obecreyeHust YnpasneHust [ernamu Ha OCHOBaHWM Mnpukasa oT
31.10.20223 Ne 304-1/og.

1.3. B cBoeit gesstensHoctn O[] PYKOBOACTBYETCA AENCTBYIOLUMM 3aKOHOAATENbCTBOM
06 obpasoBaHWK, HOPMAaTUBHLIMK [OKYMEHTaMW MuHuctepctBa Haykm u BbICLLErO
obpasoBaHust Poccuiickoit ®enepauuu (nanee — P®), Ycrasom TIY, nokanbHbIMU
HOpMaTuBHbIMKU aktamu TI1Y, HacToAwmM MonoxeHuem.

14. O[ moxeT OblTb peopraHuMsoBaH WNW €ro AEATeNbHOCTb npekpalieHa Ha
OCHOBaHUM NpuKasa pekTopa.

1.5. Tpu peopraHu3auum unm npekpaweHnn OesTenbHOCTY O ero [lonoxeHue
yTpadusaeT cuny.

1.6. WsmeHeHus u gononHeHus HacTosiwero MonoxeHus yTBEPXOATCA HavYanbHUKOM
YnpasneHua genavu.

2. OcHOBHbIe Uenu v 3agaym

2.1. OcHoBHbIMM Uensmu O[] Kak CTPYKTYpPHOro nogpasaeneHus YHusepcuteTa

ABNAIOTCSA:

2.1.1 opraHusaums, PyKOBOACTBO, KoopAMHALWS, KOHTpONb M peanusaumsi paboT no
AOKyMeHTaLMOHHOMY obecneyeHunio YHuBepcuTeTa;

2.1.2 obecneyeHne xpaHeHusl, 0TGOpa, yyeTa, UCTONb30BaHMS, NOArOTOBKMA U nepegayn

Ha rocylapCTBEHHOE XpaHeHWe OOKYMeHTOB ApxumBHOro dooHga P® u 3akoOHYEHHbIX
AEenonpon3BoACTBOM JOKYMEHTOB NPAKTUYECKOrO 3Ha4YEeHus.

2.2. O[ pelaeT cneaywowme 3agayuu:
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2.2.1. cosepLUeHCTBOBaHME HOPM 1 METOAOB PaBOThl C JOKYMEHTAMY;

2.2.2. obecneyeHune eaunHoro nopsiaka AOKYMEHTUPOBaHUA, CcoKpaLleHune
AOKyMeHToobopoTa;

2.2.3. KayecTBEHHOe OMOPMIIEHNE U CBOEBPEMEHHOE AOBEAEHUE [0 MCMOSHUTENEN W
3avHTEpPEeCOBaHHbIX ML, HOPMAaTUBHBIX MPABOBbLIX AOKYMEHTOB;

2.2.4. BHegpeHne HOBbIX METOLOB BELAEHUS AENONponN3BOACTRA.

3. CTpykTypa u opraHusauus

3.1.  HenocpeacteeHHoe pykoBoacTBo O[] ocylecTBnseT HayanbHUK oTAena.

3.2. HavanbHuk O[] oTBeyaeT 3a opraHusaumio paboTsl, B TOM Yucre 3a cobnogeHue
npaBun BHYTPEHHEro TPYAOBOro pacrnopsika v oxpaHbl Tpyaa paboTHukamm O[], 3a
KOHTPONb Haj BbINONIHEHNEM O0A3AHHOCTEN, BO3MOXEHHbIX HA MOAYMHEHHBIX €My
PabOTHIKOB, COXPaHHOCTb UMYLLIECTBA YHUBEpCUTETA, nepeaanHoro Of Ans BbINofHEHUs
€ro (yHKUUNA.

4. OyHKUUMU

4.1.  ObecnevyeHne cBOEBPEMEHHOIO PACCMOTPEHUS BXOASLLEN, UCXOAALLEi v
BHYTPEHHEN AOKYMEHTaLUN:

4.1.1. peructpauus n obpaboTka BxoasiLUeit koppecrionaeHummn B VMK «COYO»;

4.1.2. pernctpaums n obpaboTka UCXOASLLENH KOPPECTOHASHLNM;

4.1.3. oCyLeCTBNEHNE KOHTPOIIS NPOXOXKAEHUS [IOKYMEHTOB;

4.1.4. KOHTPOMNb CPOKOB MCMOMHEHUS1 0BpaLleHuii rpaxaaH.

4.2. Peructpaums n obpaboTka Npuka3os 1 pacropsKeHnii;

4.2.1. pernctpauus nprkasos no JIMYHOMY COCTaBY, OCHOBHOI AESTENIbHOCTY,

4.2.2. pernctpauusi npuMkasoB Nno CTyaeHTaMm;

4.2.3. perucTpauisi LOroBopoB, [OMNOMHUTENbHbIX COrMALLIEHWIA K JOroBOpaM U akTOB

BbINONTHEHHbIX paboT/okasaHus ycnyr;

4.2.4. KOHTPONb MPaBUILHOCTM BHECEHWs! COrMacylolMx nuL npyu  COCTaBMEHUM
CMy>XeBHbIX 3anucok;

4.3. y4eT JOKYMEHTOB C rpucpoM «ns cryxeBGHOro Nofb3oBaHus»;

4.4. obecneyeHune nevyataHus JOKYMEHTOB ¢ cobntogeHnem Tpebosanuii TOCTOB;

4.5.  XpaHeHue 1 ucnonb3osaHve repboBol NevaTy, LWUTaMMNoB 1 nevateii YHUBEpCUTETa;
4.6. paspaboTka  WHCTPYKUMA MO  AEMONpoM3BOACTBY M [OKYMEHTOOGOPOTY
YHuBepcuteTa;

4.7. cocTaBneHve HOMEHKNaTypbl Aen YHuBepcuTeTa;
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4.8. MeToAMYecKkoe PYKOBOACTBO U KOHTPOSIb OpraHusauuyM [OenonpousBOACcTBa U
AOKyMeHTOoobopoTa B CTPYKTYPHbIX NOApasfeneHusax YHMBepcuTeTa,;

4.9. BefeHue aHanuTM4eckoW paboTbl MO MOCTYNMBLUMM [OKYMEHTaM, MUCbMaM,
npukasawm;

4.10. noproToBKa M nepefava AOKYMEHTOB Ha XpaHEHWE B apxmB YHUBEpPCUTETA;

4.11. BefeHue aneKTPOHHOro AoKyMeHToobopoTa, CorfiacHo PernameHTy;

4.12. npoBefeHne 3SKCMepTusbl LIEHHOCTWM OOKYMEHTOB, yyacTue B paboTe aKCrnepTHOM
KoMuccun YHUBepCcuTeTa,;

4.13. oKasaHMe MeToAMYecKoW MOMOLYM B  COCTaBMEHUM HOMEHKNaTypbl [en
YHuBepcuteTa, KOHTPOMb MNPaBUMbHOCTU OPMUPOBAHUS M OOpMIEeHUa [nen B
AENonpon3BoACTBE, a Takke NOAroToBKW Aen K nepefaye B apxve YHUBeEpCUTETA.

5. BsaumopeincTBue ¢ noapasaerieHU MU yHUBepcUuTeTa

5.1. O]l B3anmopencTByeT co BCEMMU CTPYKTYPHbIMU NoApasaeneHnsaMm YHUBEpCUTeTa,
B obnacTtu 3agay 1 yHKUMIA, BO3MoXeHHbIX Ha O[],

6. OpraHusauus padoTbl

6.1. Paboyee Bpems paboTHukoB O[1 perynupyeTcsi KONNeKTUBHbIM [IOrOBOPOM,
npasunamm BHYTPEHHEro TPYAOBOro pacnopsifika v MHbIMU NoKarnbHbIMWU HOPMaTUBHbLIMM
aKkTamum.

6.2. 3apabotHas nnata paboTtHukoB O[] 3aBMCUT OT UX KBanuUKaLUW, CIOXHOCTU
BbIMOMHAEMOoN paboThbl, KONUYecTsa U KayecTBa 3aTpavyeHHOro Tpyaa U yctaHaBnvMBaeTcs
B COOTBETCTBMM CO LUTaTHbIM pacnucanmem O[l. B uensx noowlpeHus 3a LOCTUTHYThble
paboTHMKamMu ycnexu B paboTe 1 CTUMYNUPOBaHNA AanbHENLEro nux npogeccuoHansHoro
pocta paboTHukam O[] ycTtaHaBnuBarTCs HagbaBku M OonnaTbl B COOTBETCTBUM C
KONMNeKTUBHbIM gorosopom TT1Y. ' '

7. HopmaTuBHbIe AOKYMEHTbI

7.1. Tpynosow kogekc PO;

7.2. HopmaTtusHble akTbl Poccuiickori ®epepauun, kacatolmecs LOKYMEHTaLMOHHOIo
obecneyeHus n apxmBHOro Aena;

7.3. YctaB ToMCKOro nofiMTeXHNYECKOro YHUBEPCUTETA;

7.4. JlokanbHble HopMaTUBHbIE akThbl TI1Y;
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7.5. KonnektueHblii gorosop TITY.

[NonoxeHue paspaboTaHo B COOTBETCTBUM C YCTaBOM TTY, MonoxeHnem o LIOAO.
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