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1. O6wue nonoxeHus

1.1. LUeHTp opraHmsaumoHHO-40KYMEHTALMOHHOIO o6ecnequV|;| (nanee - ULOLO)
SIBNSAETCA CTPYKTYPHBLIM noapasaeneHnemM YnpasneHusa genamu YnpasreHuss npopektopa
no obLmm Bonpocam defepanbHOro rocyaapCTBEHHONO aBTOHOMHOMO 06pas3oBaTeribHOro
yypexaeHuss Bbicllero obpasoBaHus «HaumoHanbHbIN mccnep,osaTeanKmm Tomckuii
MoONMTEXHUYECKUI YHUBEpcUTET» (Aanee - YHusepcuteT, TITY).

1.2. LUOAOO HaxopuTcs B onepaTtMBHOM MOAYMHEHMM HadvanbHUKa YnpasreHus genamu
YnpasneHuss npopektopa no obLyMM BOMPOCaM Ha OCHOBaHUKM MpuKasa pekTopa oT
31.10.2023 Ne 304-1/op.

13. B CBOEM AeATernbHOCTN Loao PYKOBOACTBYETCS AENCTBYOLLNM
3akoHodaTenbctBoM 06 obGpasoBaHuMKM, HOPMAaTUBHLIMKU AOKYMeHTamyu MwuHucTepcTBa
Hayku v BbicLLero obpasosaHus Poccuiickon ®epepaumu (ganee — P®), Ycrasom TI1Y,
nokarnbHbIMY HOpMaTUBHbLIMKU akTamu TI1Y, HacTosLwmUM [NonoXxeHnem.

1.4. UOOO moxeT 6blTb peopraHusoBaH WnM ero AEesTenbHOCTb MNpekpalleHa Ha
OCHOBaHWUW NpuKasa pekTopa.

1.5. [lpun peopraHusaumu wnnu npekpawieHum pestenbHocTu LIOOO ero MonoxeHue
yTpayuBaeT cuny.

1.6. WsmeHeHuss n gononHeHns Hactosiwero MNonoxeHus yTBEPXOaTCA NMPOPEKTOPOM
no obLymm Bonpocam

2. CTpykTypa v opraHusauus

2.1.14000 HaxoauTcs B OnepaTMBHOM MOAYMHEHUM HayanbHUKA YNpasneHus genamu
YnpasneHusi npopektopa no obwumm Bonpocam. B coctas LIO[JO BxogsT:

e Otgen genonpoussoactea (ganee O[)

e Apxus
2.2. HenocpepacteeHHoe pykosogcteo LIOJO ocywectensiet Qupektop LIOJO.
2.3. AnpekTop OO oTBevaeT 3a opraHu3aumto paboTsl LIOJO 1 BXxoaswmx B ero coctas
nogpasdeneHnin, B TOM 4ucrie 3a cobniofeHve npaBuil BHYTPEHHEro TPYA0BOro
pacrnopsigka n oxpaHbl Tpyga pabotHukamu LIOOO, 3a KOHTponb Hap BbiMOMHEHWEM
00sA3aHHOCTE!, BO3MOXEHHbIX Ha MOAYMHEHHbIX €My pPabOoTHUKOB, COXPaHHOCTb
nvyuiectsa YHuepcuteta, nepegadHoro LOOO ans BeINONHEHUS €ro (oyHKLUIA.
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2.4. HenocpepcteeHHbIM pykoBogcTBoM O[] n ApxuBa OCYLLECTBASIOT, HAYanbHUK 1 3aBe-
AYWLWWA, faHHbIX NnofpasaeneHunin, KoTopble NPUHUMAKTCS Ha JOMKHOCTb B COOTBETCTBUM
C TPYA0BbIM 3aKOHOAATESIbCTBOM B YCTAHOBIIEHHOM MOPSAKE.

2.5. HavanbHuk O[], 3aBegyroLias ApXvBOM, HECYT ANCUMNIIMHAPHYIO OTBETCTBEHHOCTD 3a
AeATeNbHOCTb CBOUX CTPYKTYPHbLIX NoApasaeneHnil, oTBeYaloT 3a opraHusaumio paboTsl B
CBOUX MOApA3AEeNieHnsix , B TOM 4ucne 3a cobnofeHne npaBus BHYTPEHHErO TPYA0BOro
pacnopsigka U oxpaHbl TpyAa pabOTHWKOB, 3a KOHTPOSb Had BbINOSIHEHUEM
0053aHHOCTE, BO3MOXEHHBIX HAa NOAYMHEHHBIX UM PabOTHUKOB, COXPaHHOCTb MMYLLECTBA
YHuBepcuTeTa, nepeaaHHoro Ans BbiNOMHEHUS TPYA0BbIX (DYHKLIWIA. '

3. OcHoOBHbIe Uenu U 3agauu

- OcHoBHbIMM Lensamu LIOJO kak CTpyKTYpHOro nofpasgeneHns YHuBepeuTeTa aBisoTCs:

3.1.0opraHusaums, pyKoBOACTBO, KOOPAMHALMSA, KOHTPONb W peanusauus paboT o
JAIOKYMEeHTaLNoHHOMY obecneyeHnto YHBepcuTeTa;

3.2. obecneyeHne xpaHeHusi, oTbopa, yyeTa, UCNONIb30BaHUsl, MOArOTOBKM U Nepeaayn Ha
rocyjapCTBEHHOE XpaHeHue [OoKyMeHTOB ApxuBHOro ¢oHaa PP M 3aKoHUYEHHbIX
AEenonpon3BoACcTBOM JOKYMEHTOB NPAKTUYECKOro 3HaYEeHUS;

3.3.coBepLUeHCTBOBaHNE hopM U METOA0B PaboThbl C AOKYMEHTaMU;

3.4.0b6ecneyeHue e[MHOoro nopsiaka AOKYMEHTUPOBaHWS, COKpalLeHue
OOKyMeHToobopoTa;

3.5.ka4yecTBEeHHOE OCOPMIIEHNE U CBOEBPEMEHHOE [OBEeAEeHWe A0 WCMOofHuUTenel u
3aNHTEPECOBaHHbIX NNL| HOPMATUBHbLIX NPAaBOBbLIX 4OKYMEHTOB;

3.6.BHEApEHNEe HOBbIX METOAOB BeEHUS OENonpou3BoACTBa;

3.7.0becneyeHne xpaHeHus, yveTta, UCMONb30BaHUA 3aKOHYEHHbIX [eSonpon3BOACTBOM
AOKYMEHTOB AnuTenbHoro (cebilie 10 feT) XpaHeHuss M No JIMYHOMY COCTaBy,
obpasoBaBLUMXCS B npouecce aesatenbHocty TIY;

3.8. KOMMNeKToBaHNe, cucTeMaTsaLmsi, BPeMeHHOe XpaHeHue, NoaroToBka u nepegaya B
rocylapCTBEHHbIN apxvB  [OKYMEHTOB NMOCTOSAHHOIO Cpoka  XpaHeHus,
obpasoBaBMXCA B [OEATENbHOCTM YHMBEPCUTETA, WMEILMX WUCTOPUYECKYIO,
Hay4Hylo, coLMarnbHy0, 3KOHOMMUYECKYID, KyMbTYPHYIO 3HAYMMOCTb M BOLUEALINX B
cocTtaB ApxusHoro ¢oHga PO.

4. ®OyHKUUMU

4.1. OObecnevyeHne CBOEBPEMEHHOrO pPACCMOTPEHUS BXOASLUEN, uCXomasillein u
BHYTPEHHEN AOKYMEHTaLNN:
4.1.1. pernctpaums n obpaboTka BxoasLlen koppecnongeHuun B UMK « COYO»;
4.1.2. peructpaumsa n obpaboTtka UcxogsLLei KoppecnoHAEHLMN;
4.1.3. ocyLlecTBneHne KOHTPONS NPOXOXAEHUS [JOKYMEHTOB;

4.1.4. KOHTPONb CPOKOB WUCMOMHEHUSI 0OpaLLEHWn rpaxaaH.

Hata paspaborku: 14.11.2023
Paspabotuuk: UnbuHeix E.B. Ctp.2us5
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4.2. Peructpauusa n obpaboTtka NpMKasoB 1 pacropsiKEHWIA:
4.21. peructpauus NpPUKasoBs Mo JIMYHOMY COCTaBY, OCHOBHOW AEATENbHOCTY;
4.2.2. perucTpauus nprukasos Mo CTyaeHTam;
4.2.3. peructpauus [0rosopoB, [AOMOSIHUTENbHLIX COrMAaLUEHWA K [oroBopam u
aKTOB BbINOMHEHHbIX paboT/ okasauusa ycnyr (ITIX, 3akynku, Xo3ANCTBEHHbIE, O
NpakTUKe, MOXEepTBOBaHWA, O COTPYOHUYECTBE), OOMONMHUTENbHBLIX COrnalleHuin K
JlOroBOpPaM U1 aKTOB BbIMOMHEHHbIX paboT;

4.2.4. KOHTPOMNb MPaBUMBbHOCTY BHECEHMUSI COrNacyloLlmxX nuL Mpu CoCTaBeHUu

CryXe0bHbIX 3anuncok;
4.3. y4yeT JOKYMeHTOB c rpudom «[Insi crnykebHoro nonb3oBaHus»;
4.4. obecneveHne nevyaTaHns JOKYMEHTOB ¢ cobniogeHnem Tpebosanuii FOCToB;
4.5. XpaHeHue n ucrnonb3oBaHue repOboBoN NevaTu, LUTAMMNOB U nNevaten YHMBEpPCUTETa;
4.6. paspaboTka  MHCTPyKUMW TNO  [OENoNpOM3BOACTBY U OOKYMEHTOOGOopOoTy
YHuBepcuTeTa;
4.7. cocTaBreHue HOMeHKNaTypbl Aen YHUBepcuTeTa;
4.8. MeToaM4ecKoe PYKOBOACTBO W KOHTPOMb OpraHusauuyM [OeronpousBoacTsa U
AOKYMeHToobopoTa B CTPYKTYPHbIX NOAPa3AeneHunsiXx YHUBEPCUTETa;
4.9. BefdeHue aHanuTU4yeckon paboTbl MO MOCTYNUBLUMM [OKYMEHTaM, MNucbMam,
npukasam;
4.10. noaroToBKa M nepefaya AOKYMEHTOB Ha XpaHEeHWE B apxuB YHUBEPCUTETA;
4.11. BeaeHue anNeKTPOHHOro AoKyMeHToobopoTa cormacHo PernameHty u UHCTpyKLmu
no Aenonpou3BoACTBY;
4.12. KOMNNEeKToBaHNe [OKYMEHTOB, 3aKOHUYEHHbIX OENONPOU3BOACTBOM B AEATENBHOCTM
CTPYKTYPHbIX nofpasfeneHunii, NoCTOSAHHOro XpaHeHus, [OKYMEHTOB BPEMEHHOIO (CBbILLIE
10 neT) cpoka xpaHeHusi, LOKYMEHTOB MO JIMYHOMY COCTaBY;
4.13. KomnnektoBaHne ¢oOHAOB BeayLMX paboTHUKOB YHMBEpcUTETa, MOCTYNUBLUMX B
Apxus;
4.14. KOMMNneKToBaHne Hay4HO-CrPaBOYHOro annaparta k AokyMmeHTam Apxuea (onucu);
4.15. BpeMeHHoe (B TeYeHMe Cpoka, YCTAHOBIIEHHOTO AECTBYIOLLMM 3aKOHOAATENLCTBOM
— 15 net) xpaHeHue obpasoBaBlumxcs B npouecce AesTeribHocTM TIMY AOKYMEHTOB
MOCTOSAHHOIO CpokKa XpaHeHus, BolleALlumx B coctaB ApxusHoro coHga P®. MNogrotoska u
CBOEBpPEMEHHasA nepefadya 3TUX [OKYMEHTOB B [OCydapCTBEHHbI apxuB TOMCKOM
obrnactu ¢ cobniogeHnem TpeboBaHwWii, ycTaHaBnMBaeMbix deaeparnbHbiM apXUBHBIM

areHTCTBOM U AEACTBYIOLLMMUN HOPMATUBHBLIMU aKkTaMu B cchepe apxXUBHOro Aena;

4.16. KOHTPOSb UCMOJTHEHMUS NOPYYEHWIA;
4.16. ocyulecTBrieHMe METOAUYECKOTO PYKOBOACTBA M KOHTPOMS (POpMUPOBaHUSA 1
ohopMreHnsa aen B Aefonpou3BoACTBE YHUBEPCUTETA;
4.17. obecnevyeHue npuema penerauuii, opraHusauus MeponpuATUA, B  YacTu
NMPOTOKONbHOTO COMPOBOXAEHUS, C Y4acTUEM PEKTOopA.

5. BsaumopelicTBue ¢ nogpasaerieHUAMU yHUBEpCcUTeTa

[ata paspabotku: 14.11.2023
PaspaboTuuk: UnbuHeix E.B. Ctp.3us5



LG40 -04.03.01
MonoxeHue o LlenTtpe :
ACKYMEHTaLlUOHHOTO
obGecneyeHus
YnpaBneHus genamu
YnpaBneHus npopekTopa
no obwum Bonpocam
ToMcKoro nonMTexXHU4YecKoro
YHUBepcuTeTa

5.1. 10O B3anmonencTeyeT co BCEMU CTPYKTYPHbIMY NOApasaeneHusMin YHBepenTeTa,
B obrnacTtu 3agay 1 yHKUMIA, BO3NOXeHHbIX Ha LIOJO.

6. OpraHusauus pa6oTbl

6.1.Pabouee Bpems pabotHukos LIOJO perynupyetcsi KOSMMEKTUBHBLIM [OroBOPOM,
npaBunamMu  BHYTPEHHEro Tpyaosoro pacrnopsaka TI1Y, WHbIMU  foKanbHbIMA
HOPMAaTUBHbIMW aKTaMM.

6.2. 3apaboTHasa nnata pabotHukoB LIOJO 3aBMCUT OT ux KBanudmKauuu, CROXHOCTU
BbINOSIHAEMON paboThl, KONIMYECTBA M KayecTBa 3aTpayeHHOro Tpyaa M ycTaHaBnMBaeTCs
B COOTBETCTBWM CO LUTaTHbIM pacnucaHuem LIOJO. B uensx noowpeHusi 3a JOCTUMHYTbIE
paboTHMKaMm ycrnexu B paboTe 1 CTUMYNMPOBaHUSA AarnbHERLero ux npodeccnoHanbHoro
pocTa, pabotHukam LIO[JO ycTtaHaBnuBatoTcs CTUMyNUpYoLLME BbiNnaThl B COOTBETCTBUM
C KonnektusHbIM gorosopom TI1Y. < :

7. HopmaTuBHbIe AOKYMEHTbI

7.1. Tpyposow kogekc P®;

7.2. YctaB TOMCKOro nonMTEXHUYECKOro YHUBEPCUTETA;

7.3. JlokanbHble HopMaTUBHbIE akTbl TI1Y;

7.4. KonnektusHbin gorosop TIY;

7.5. HopwmaTtusHble akTbl Poccuiickoli ®enepauuu, kacawoLumecs AOKYMEHTaLMOHHOro
obecneyeHuns 1 apxnBHOro Aernonpou3BoACcTBa:

7.6. ®epepanbHblii 3akoH oT 6 anpenst 2011 r. N 63-03 "O6 anekTpoHHo noanucu';

7.7. TOCT P 7.0.8 Cuctema craHgapToB Mo uHcopmMauuu, 6ubnuotedHomy n usga-
Tenbckomy aeny. [/1enonpoussocTBo U apXuBHoe Aerno. TEPMUHBI U ONpeaeneHus;

7.8. TOCT P NCO 15489-1 Cuctema cTaHAapToB No WHGopMauum, GubnmoteqHomMy u
nspatenbcKkomy Aeny. YnpasneHne AoKyMEHTaMu;

7.9. TOCT P 7.0.97-2016. HaunoranbHbI cTaHgapT Poccuiickoin ®epepaumn. Cuctema
CTaHAapToB no uHdopmauum, GubnuoteyHomy n nsgatensckomy geny. OpraHnsaLMoHHO-
pacnopsanTenbHas [AoKyMeHTauUuns. TpeboBaHns k 0hOPMNEHUIO OKYMEHTOB" (yTB Mpu-
kasom PocctaHpapta ot 08.12.2016 N 2004-cT) (pea. oT 14.05.2018);

7.10. TlonoxeHue o PeaepanbHOM apXMBHOM areHTCTBE, yTBEpXAeHHoe Ykasom [Mpesu-
AeHTa Poccuiickon ®epepaunm ot 22 utoHs 2016 roga N 293 (CobpaHue 3akoHogaTenb-
ctBa Poccuiickon Pepepaumu, 2016, N 26, cT. 4034);

7.11. TlonoxeHne o cucteme MEXBEOOMCTBEHHOIO 3MEKTPOHHOIO OOKyMeHToobopoTa,
yTBepxxaeHHoe lNoctaHoBnexnem lMpasutensctBa Poccuiickoit egepauum ot 22 ceHTA6-
ps 2009 r. N 754;

7.12. TlpaBuna obmeHa AOKYMEHTaMu B 3MEKTPOHHOM BUAE MpW opraHu3aumum nHhopma-
LIMOHHOro B3aUMOAENCTBUSA, YTBEPXAEHHbIMU nocTaHoBneHnem lMpasutensctea Poccuii-
ckon ®epnepaumm ot 25 gekabps 2014 r. N 1494.

HaTta paspabotku: 14.11.2023
Paspabotuuk: Unbuhbix E.B. Ctp.4us 5
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MNMonoxeHue paspaboTtaHo B cooTBeTCTBUM C [NonoxeHuem o6 YnpasneHuem genamu.
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