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1 Ha3zHaueHue npoueaypbl U 0ONacTe NPUMEHEHUS

1.1 [TonoxkeHne o poroBopHOM oTaene (Aanee — nNoNoXeHWe) ABNAETCA
OLOKYMEHTOM CUCTEeMbl MeHeqKMeHTa KayecTtBa (panee — CMK) dhepgepanbHoro
rocynapcTBeHHoro  OiooaxeTtHoro  ofpasoBaTenbHOro  YYpPeXAeHWs  BbICLIEro
obpasoBaHua «CaHkT-lNeTepbyprcknii rocyaapcTBEHHbIA UHCTUTYT KyNbTypbi» (Aanee
— WHCTWTYT), PernameHTUpyeT NpasBOBOW CTAaTyC CTRPYKTYPHOIro nodpasgeneHus i
YCTAHABNUBAET ero 3agadyu, dyHKUUKN, CTPYKTYPY, NpaBa, OTBETCTBEHHOCTL, NOPAAO0OK
opraHusauun OesATefNbHOCTHU, a Takxe nopsagoKk B3aumMogeUucTBuss C  APYruMu
CTPYKTYPHbLIMW nogpa3feneHnamMu n CTOPOHHMMW opraHn3aumamun.

2. HopMaTUBHBLIE CChINKMK
2.1 [lNonoxeHwe paspabotaHo B COOTBETCTBMW C YCTAaBOM WHCTUTYTA,
APYyrMMKn 3aKkoHogartellbHbIMM U HOPMATUBHbIMW AOKYMEHTAMMU.

3. Obwmne nonoxeHUnA

3.1 [HoroeBopHoOW oTAen co3gaeTcss B cocTaBe (PUHAHCOBO-3KOHOMUYECKOro
yrNpaBneHNA MHCTUTYTA U ABNSAETCH €ro CTPYKTYPHbLIM nogpasgeneHnem.

il OpraHu3aunoHHO-LUTAaTHas CTPYKTypa AOrOBOPHOro oTAena onpenens-
€TCH MCX0AA U3 COAEepKaHua U ob0bema BO3NaraembiX Ha HEro 3agad v yreepxgaeT-
CA peleHnemM peKkTopa no npegcTaBeHWnio Nepsoro NpPopeKTopa.

3.3 [loroRopHoW oTAen B CBOEW AeATEeNbHOCTW NOAYUHAETCA HadanbHUKY
ynpasneHusi, rnaBHoMy 6yxrantepy. HenocpeacTBEeHHOEe PYKOBOACTBO OTAENOM
OCYLUEeCTBNAET HaYalbHWK oTAena.

3.4 OcHoeoOnonarawwwue OpraHn3aumnoHHO-NpaBoBble OOKYMEHTHI,
KOTOPbIMU PYKOBOACTBYETCHA AOrOBOPHOU OTAEN B CBOEW OEATENbHOCTHU:

- KoHctutyumna Poccunckon ®epepauynu;

- agMUHUCTPaATUBHOE, TPYAOBOE U rpaxaaHcKkoe 3akoHopAaTenbcTBO Poccui-
ckon ®enepaluu;

- Hanoroebl Kogekc Poccruickon Pepepaunm;

- BiogkeTHbln Kogeke Poccrninckon Qepepaunn,

[ paxgaHCcKui npoueccyanbHbl KOAEKC;

- ApbunTparkHeIn NpoueccyanbHbBIl KOAEKC,

- ®enepanbHbii 3akoH oT 06.12.2011 N 402-®3 "O Byxrantepckom yvyete" u
NoA3akOHHbIE HOPMATUBHbIE aKThbl,

~ npukad MunduHa Poccumn ot 30.03.2015 N 52H "OB6 yTBepxaeHun dopm
NEePBUYHbIX YYETHbIX AOKYMEHTOB W PErucTpoOB DyxXranTepckoro yyerta, npuMeHaeMbIX op-
raHaMu rocyapCcTBEHHOW BNacTu (rocyAapCTBEHHbLIMW OpraHamMu), opraHamu MeCTHOro
caMmoynpaBneHns, opraHamy ynpasfeHusa rocygapcTBeHHbIMKM BHEDKKETHLIMKU (PhoHAa-
MW, TOCYAAPCTBEHHLIMU (MyHUUMNANLHLIMKA) ydpexaeHuamn, n1 Metoguyecknx ykasaHuu
No UX NPUMEHEHUI",

= npukas MuHduHa Poccuu ot 01.12.2010 N 1571 "O06 yTBEpaeHun EQuHOro
nnaHa cyeTos DyxranTepckoro yyerta LS OpraHoB rocyaapcTBeHHOW BflacTu (rocyaap-
CTBEHHbIX OpraHoB), OpraHOB MECTHOro camoynpasfeHWA, OpraHoB ynpasneHna rocyaap-
CTBEHHbIMK BHEOKMXETHbIMKW (OHAAMWU, FOCydapCTBEHHbIX akagemMuil Hayk, rocyaap-
CTBEHHbIX (MyHUUMNANBHLIX) yYpexaeHni n MHCTPYKUWK N0 ero NPUMEHEHUK",

— npuka3s MuHdwnHa Poccun ot 16.12.2010( 4, JIOKYMEHT TIOJITIHCAH
e i SJIEKTPOHHOH TTOJAITHCBH)
cYeTOB DyxranTtepcKoro ydeta BKOXETHbIX yypexaeH

L
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= npukas MuHpuHa Poccuun o1 29.11.2017 N 209+ "O6 yteepxgeHnu lNopsaka
NnPUMEeHEeHNA Knacchuukaunmm onepauniai CEKTopa rocy4apcTBEHHOro ynpasneHus',

- chegepancHble cTaHgapTel DyxranTepckoro yyerta ANS OpraHu3aunn rocy-
AAaPCTBEHHOMO CeKTopa,;

~ ®enepanbHbin 3akoH ot 29.12.2012 N 273-03 "Ob obpasosaHun 8 Poccum-
ckon ®egepaunin” U NoA3aKOHHLIE HOPMATUBHBIE AKThI,

- HOpMaTUBHbIE nNpaBoBble akTel MuHucTepcTea kynbTypbl Poccuickon Gene-
pauvun, MuHucTepcTea Haykm U Bbicwero obpasosaHnsa Poccuinckon Pepepaynu, MuHu-
ctepcTBa npocBelledns Pocculickoin depepaunmn: GepepanbHoi cnyxbel No Haasopy B
chepe obpasoBaHMa WU HAYKKW, pernaMmeHTUpyrLne 0eaTenbHOCTh MHCTUTYTA,

- rocyapCTBEHHbIE HOpMaTUBHbIE TpeboBaHus oxpaHskl Tpyaa;

- yyeTHast NONUTHKA UHCTUTYTA,;

~ Yectae UHcTutyTa;

- peleHna Y4eHoro coeeta UHCTUTYTA,

E NpuKasbl 1 pacnopsKeHUa pekTopa 1 NpopeKTOPOB;

- nokaribHble HOPMaTUBHbIE U pacnopsauTEeNbHBIE aKTbl MHCTUTYTA,

- KOAEKC 3TUKK U cnyxKebHoro noeegeHunA paboOTHUKOB MHCTUTYTA,

- npaewna BHYTPEHHEro TPy40BOro pacnopsaaika;

- NonoXeHue o PUHaAHCOBO-3KOHOMWYECKOM YyNpaBleHWU UHCTUYTa;

- HacTosLWEee MNOJIOXEHME.

OcHOBHbIE 3apa4m
1 [loroBopHOW oTAen peuwlaeT cneaylole OCHOBHLIE 3aa4vu:

- oOecnevYeHne A0roBOpHOW paboThl N0 BCEM BuAaM NPUWHOCALLEN 40OX04 Oes-
TENBbHOCTK WHCTUTYTA,

- aKOHOMWYECcKoe obecnedyeHne NpWHOCALLEeN A0X04 AeATENbHOCTU MHCTUTY-

s

Ta,

~ ByxranTepckuii y4eT onepauun no AOXOAHbIM JOrosBopam, 3aKiOYeHHbIM B
pamMkax NpUHoOCALLEn 40X0o4 AEATENIbHOCTU UHCTUTYTA,

- npaBoBoe obecneyeHne NPUHOCHLLEN 4OX04 AeATENbHOCTA MHCTUTYTA,

- obecneyeHne NpeTeH3NoOHHOW U UCKOBOW paboTkl No AOXOAHLIM AOrOBOpaM,
3aKMNIYEHHBLIM B paMKax NpUHOCSLLEN 40X04 AEATENBHOCTN MHCTUTYTA,

— oCyL|ecTBNeHue MeEpONPUATUA NpeaBapUTENbLHOrC U TEKYLLIEro BHYTREHHEro
KOHTRONSA AOKYMEHTOR, cO3AaBaeMblX B paMKkax NpuHOCALLEeA AoXo4 AeATenbHOCTU.

DYHKL MK
1 B yHKUMK oTAENa BXOAMWT:
1.1 B yacTtn obecneyeHus AOroBopHon paboThl:

- ohopMneHue, pernctpayns, obpabortka, xpaHeHne U KOHTPOIb UCMOSTHEHUSA
LOXOAHbIX 4OrOBOPOB MO BCEM BMAAM NPUHOCALLEN A0X04 AEATENBHOCTM UHCTUTYTA,

= othopMneHue akToB, CHETOB, CHETOB-PAKTYP NO AEUCTBYIOWWM AOroBopam;

- opraHn3aums nHaekcaymu CTOMMOCTM No AeWUCTBYKOLWMM OOroBOpPaM;

- OpraHmM3auuns CRepKu pac4eTos;

- pacyeT M3NULUHE YNIayYeHHbIX CYyMM, Noanexallux BO3BpaTy WMnu 3adeTty, u
opranusauus oopmMneHns HeobXoaAUMbIX IOKYMEHTOB

- pacyeT U BbICTABNEHUE WITPAMHBLIX CaHK
[OrOBOPOB;

S.
9.
3.
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= opraHnsaums MHPOPMUPOBaHUA (Hadnexallero yBEOMMEHUs) 3aKa34nKoB
(0BYUAOLMXCS, UHBIX KOHTPAreHTOB) W AO/MKHOCTHbBIX NAL UHCTUTYTA, OTBETCTBEHHBIX 34
WUCNOJSTHEHME O0roBopa;

- chopMupoBaHME MHCOPMaLUW 1 NAKETOB AOKYMEHTOB ANA NMPUHATUA pelue-
HWI O pacTopXKeHWK (M3MEHEHWN YCNOBMI) AOrOBOPOB Kak B OAHOCTOPOHHEM NOPALAKE, Tak
W No cornaweHu CTOPOH;

- MHULMMPOBAHUE NPETEH3UOHHOM 1 UCKOBOX PaboThl;

- dhopmMUpoBaHue MHOpMALUKN U NAKETOB AOKYMEHTOB ANA BEACHWA NPETeH-
3MOHHON W UCKOBOW paboTekl, NOArOTOBKM QTBETOB Ha NMUCbMEHHbLIE oOpalleHuns, NpeTeH-
311 1 3anpockl Mo BONpoOcamM 3akniovyeHus 1 UCNoSTHeHUs AI0rOBOPOE,

- ochopmMrieHne 1 Bblaaya Konui A0roBopoe No COOTBETCTBYHOWNM 3anpocam,

- MOHWTOPUHT, POPMUPOBaHNE YBEAOMMEHUA O ABWKEHUN KOHTUHIEHTa oby-
YaIOLLMXCA B MHTEpecax KpeauTHbIX opraHu3auuii;

= opraHu3auua obecnevyeHns COXPaHHOCTN AOrOBOPHbIX AOKYMEHTOB U NEPCO-
HanbHbIX AaHHbIX;

- paspaboTka NpeanoXeHvin, HanpaBneHHbIX Ha COBEpLUeHCTBOBAHME [Oro-
BOPHO paboTbl M NOBbLILUEHWNE 4OrOBOPHOW W NNATEXHOWN AUCLMNNVHBI.

51.2 B yacTv 3KOHOMWYECKOro obecne4yeHus:

- LeHoobpasoBaHue: pacdeT, obocHoBaHWe CTOUMOCTU ycnyr (paboT, ToBa-
POB) NO BCEM BMAAM NMPUHOCALLEH AoXod AEATENbHOCTU MHCTUTYTa COBMECTHO C nrnaHo-
BO-3KOHOMMWYECKMM OTAENOM, NOAroToOBKa NPOEKTOB CMET W NPUKa3OB 00 yTEEPXOAEHUM
nepeYHs NNaTHbIX YCnyr U UX CTOMMOCTW,

~ BEIEHME YNPaBlEHYecKoro yyeta v NULIEBbIX CHETOB NO AOXOAHBIM AOr0BO-
pam (rpynnam AorosBopoB);

- hopMUPOBAHWE MIIAHOBbLIX, MPOrHO3HbIX U (PAKTUHECKNX BloaKeToB 4OXOA0B
N rpadUKoB NOCTYNNEHWUA AEHEXHbLIX CPEACTB Mo NPUHOCALLEN Aoxon AeATENbHOCTH, NOA-
roToBka Heobxooumon uHdopmauMn B Lensax CBOAHOIO nnaHupoBaHWA, oDocHOBaHUA
nnaHoB UHAHCOBO-XO3ANCTBEHHOW AEATENBHOCTU U OTHETHOCTH,

- hOPMUPOBAHME OTYETHOCTU W aHanuTU4Yecknx CnpaBoK AnA BHYTPEHHWX
nonb3oBaTenem,

- chopmupoBaHne OTYETHOCTU ANA BHELUHWX nonb3oBaTenen B COOTBETCTBUU
C nepeyHem OTYETHOCTU W NOCTYNAaKLLMMK 3anpocamu,

- 3KOHOMWYECKOE COMNPOBOXAEHWE npaleayp y4acTisa B 3akyniax.

5.1.3 B yactu byxrantTepckoro y4yeTta.

= BedeHne ByxranTepckoro y4era no 3aknto4eHHbIM A40X0AHbIM AOroBOpam,

- cdhopMupoBaHne uHpopmaLuM U AOKYMEHTOB B LIENAX HANOraeBoro y4era,

— y4acTUe B WHBEHTapu3auuMm M CNUCaHUW CPUHAHCOBLIX AKTUBOB U obaza-
TENbLCTB B YCTAHOBNEHHOM NMOPAAKE.

5.1.4 B yacTn npasoBoro obecne4yeHus:

- pa3paboTka NPOEKTOB PErNameHToB, TUNOBbIX (POPM AOKYMEHTOB, UHbLIX NO-
KaNnbHbIX aKTOB UHCTUTYTa B paMKax 3ajay, 3akpensieHHbIX 3a 40roBopHbIM OTAENOM,

- NPUHSATUE Mep NO YyNnopAAOYEHNIO CoCTaBa AOKYMEHTOB JOrOBOPHONO orgena
1 MHOPMALIMOHHbLIX NoKasaTesnen, CoKpaLleHno X Konu4ecTsa n onTuMmusauni,

- CUCTEMATU3UPOBAaHHbIA yYeT NOoKaNbHbIX HOPMATWBHbBIX aKTOB B paMKax 3a-
nad, sakpenneHHbiX 3a 4oroBOpHbLIM OTAENIOM;

. s JIOKYMEHT TIO/INTUCAH
- NoAroToBKAa CNpaBOYHOW OOKYMEHTauuu| & JIEKTPOHHO¥ MO/INTHCHIO
HblX WH Ebﬂp MaLWOHHBIX TEeXHONorv A 1 BbIMUCNTENE Cepradnkar: 7T00AE60ACD20AFT7619565DD4E8901CAT57993E9
Baanenen: Wykwmu Ceprei WsaHosny
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- npasoBas NOMOLb noapasfeneHnsm 1 A0/MKHOCTHbBIM nuuam UHCTUTYTa

B MOAroTOBKE U OPOPMIEHUN [JOrOBOPHOM AOKYMEHTALMN,

- NpaBoBOe CONPOBOXAEHNE YHacTUa B 3aKYMNKaX (MHCTUTYT SABNAETCA uUcnon-
HUTENEM NO AOroBOpPY);

- NoOAroTOBKA 3aKIKYEHNNA, yBEOOMIIEHUW, NPETEH3INNA, OTBETOB
Ha NOCTynallUvMe B aApec MHCTUTYTa NPETeH3UW, 3anpockl, NNCbMa,

- npeTeH3MoHHas 1 uckosasa pabora;

- npeACTaBNEHUe WHTEPeCcOB WHCTUTYTA B cyfle, apONTPaXHOM CyAE, a TaKKe
B rocyfapcTBEHHLIX M OOLeCTBeHHbIX opraHmsaumsx npu pacCmoTpervu npaBOBbLIX BO-
npocoB, BepeHne cyAebHbix M apbuTpaHbix Aer, CONPOBOXAEHNE WCNONHWUTENBHOTO
npOW3BOACTBA B pamMKax 3ajad, 3akpenneHHbIX 3a A0roBopHbIM OTACNOM (B paMKax Bbl-
[laHHbIX OBEPEHHOCTEN);

= YYET W XpaHEHUe HaxOAALMXCH B NPOM3BOACTBE U 3AKOHHEHHDIX NCcrnonHe-
HMeM cyaeBHbIX 1 apBnTPaKHbIX AEN B pamMKax 3afad, 3akpennerHblx 3a AOTOBOPHEIM OT-
nenom.

515 B yacTu OCYLWECTBNEHUA MEPONPUATUA NpeaBapuTesibHOro U TEKYLLETO
BHYTPEHHEI0 KOHTpONA:

- npaBoBas 3KCNEepTN3a AOKYMEHTOB, CO3AaBaeMbIX B PAMKaX NPUHOCALLIEN
noxon AenATenbHOCTH;

- 5SKOHOMMYECKAs 3KcnepTu3a AOKYMEHTOB, Co3faBaembiX B pamMmkax NpuHOCH-
el npoxon AeATENbHOCTU,

- npeaBapuTENBHBIA KOHTPONb COCTOAHWUA pacyeTos Mo noroeopam 0b obpa-
30BaHUM B pamKax COrfacoBaHUsa CryXebHbIX 3anucoK 06 n3gaHun NPUKasoB NO KOHTWUH-
reHTy 0Dy4aoLLNXCA;

- exxeHeaeNbHbIN TEKYLMA KOHTPONbL COCTOSIHUA pacyeTos Mo A0reBopa 06
obpasoBaHuu,

- eIEMECSUHbBIA TEKYLLWA KOHTPOMb COOTBETCTBUA UH(OpPMAUMK MO KOHTWH-
reHTy obyyarLuxca u AeACTBYIOLUM A0roBopam 06 obpasoBaHuu.

- NPUHATUE MEP NO W3MEHEHWO UMW OTMEHE NPaBOBbLIX AKTOB, N30AaHHbIX C
HapyLLeHMeM AEACTBYIOLLEro 3akoHoAaTenLCTBa B pamMkax saaad, 3aKpenneHHbIX 3a A0-
rOBOPHbLIM QTAENOM.

516 ObecneyeHue xpaHeHMA OOKYMeHTOB OTAena B COOQOTBETCTBUW C
TpebosaHMaMKU AeACTBYOLWEN CBOAHOW HOMEHKNaTypbl A€ MHCTUTYTA.

5 1.7 BepeHne aenonpou3soAcTBa oTgena B COOTBETCTBUK C NEeANCTBYHOLWMNMN
npasuiamn U UHCTPYKUNAMMU.

518 O6ecnedyenne cobnwaeHWs  KOHGPUAEHUUANbLHOCTH MHchopmayunu,
nony4Yaemor B paMmkax AeAaTenbHOCTU oTAENa.

519 O6ecneyeHuMe COXPaHHOCTW  [JOKYMEHTOB B  COOTBETCTBUM  C
TpeboBaHWAMUK 3akoHOAATelIbCTBa Poccunckon depepaynrt 1 NokanbHbIMU aKTaMy
WHCTUTYTa K nocnegyruas ux nepejaya B apxus WHCTUTYTA.

6. Bzanmoaeuwcrene

61 BaaumoaeWcTsue co CTOPOHHUMKM opraHusaunamMmu.

- KpeAUTHLIMU OpraHusauuaMu — no Bonpocam onnatel yCnyr (paboT, TOBa-
POB), peanuayemMbiX UHCTUTYTOM; —

~ HanorosbIMK opraHamu Poccuiickoii @d 4 11 piExTPOHHON NOMMHCHIO
NOXeHWA yenyr (pHSGT, TORAPOB), peann3yembixX NHC f‘em-ﬁ:’tmm-r:?nuﬂeanncnznnFﬂm9555054E39mcms?99359

- cygamu cyaebHoi cnctembl POCCUICKO
CTaBMNEeHUs W 3alMUThl MHTEPECOB MHCTUTYTA,
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~ degepanbHOn cnyx0on cyaedbHbIX NpuUCTaBoB — N0 BONPOCaM WCMONHNTENb-
HOro NPOXM3BOACTBA,

- ®efepanbHON aHTMMOHOMOMNLHOW CNY00N — N0 BOMNpoOcamM y4acTtusi B 3aKyn-
Kax;

— MHLIMW OpPUANHECKUMK ((PU3NYECKUMKM) NUAMK — NO BOMpocam 3aknK4eHns
W NCNONHEeHWA 4OroBOPOB.

6.2 Bsauwmoanewcrene co BCEMWU CTPYKTYPHbBIMWU noapa3feneHUuAaMN UMHCTUTY-
Ta NoO BOMpOCaM:

- odpopMINEeHUs, NPOBEPKNU, perucTpaui, XpaHeHUs U UCNONHEHWA NOXOAHbIX
[OroBOpPOB MO BCEM BUaM NPUHOCALEN A0X04 AEATENbBHOGTU MHGTMTYTA,

- y4acTUa B 3aKynkax (MHCTUTYT BbICTYNnaeT B KadYecTBe WCNONHWTEeNs, no-
CTaBLUMKA):

- OpraHn3auny CBEpKU pacyeTos;

- MHopMupoBaHua (Hagnexaiwlero yBeaoMeHns) 3aKa3yukos (0Dy4aroumx-
CH, UHbIX KOHTPAreHToB);

— opraHusaunn npeTeH3noOHHO-NCKOBON paboThbl;

- ueHoobpa3oBaHus;

- dhopMMUpOBaAHMSA 1 UCNOMNHEHUS NiaHa NOCTYNNEHNA AEHEXHbIX CPeacTsB no
BCEM BMAaM NpUHOCHLLEN A0X04 ASATENbHOCTU UHCTUTYTA;

~ npeaBapUTENLHOrO U TEKYWEro KOHTPONSA [AOKYMEHTOB, CO30aBaeMbiX B
paMKax NPUHOCALLEN AOX0A AEATENBHOCTA UHCTUTYTA,

- nonyyYeHus cBeAeHUW, AOKYMEHTOB, METOAMHECKUX PeKOoMeHaauuid, ropuau-
YECKMX 3aKOMEeHUA 1 yKasaHuidi No Bonpocam, OTHECEHHbIM K KOMNeTeHUW AOrOBOPHOro
oTaena.

6.3 BsaumopageicTeue ¢ nogpasgeneHuamMn, peanusyrwmMmn nnaTtHoele obpa-
soBaTeNbHble Yycnyru, oTaenom opraHusauyuun npuema B  WHcTuTyT, Yy4€OHO-
METOANYECKNM YNpaBlieHWEM, ynpasleHnemM no BoCnUuTaTeNbHOW W counanbHoOW pa-
boTe no Bonpocam:

- dopMUPOBaAHUA NEPEYHA N CTOMMOCTU NIaTHbIX 0DpasoBaTENbHbIX YCIYT,
undbp npuema no gorosopam ob obpasosaHuK 3a cHET CPeAcTB (PUIUYECKUX
A (UNKn) KPUOGUYECKUX Nuu,
~ CBEPKN KOHTUMHreHTa obydaroWmnxcs (ABUXKEHMA KOHTUHIEeHTa oby4alolmxcs,
B T.4. NepeBsoaa, OTYNCNEHNs], NPEAOCTaBNEHNA akaAeMUYECKOro OTnycKa W T.1.);
- CBEPKW KOHTUHIEHTA NbroTHLIX KAaTEropun obyyarowmxcs.

6.4 BsawmopeihcTBue c ynpasneHUWEM KagpoBOro ydyera W A€NOnpov3BoA-
CTBA MO BOMpocam:

- opraHv3aLnoHHO-pacnopaanTenbHOW AOKYMEHTAUMN NHCTUTYTA;

- cobnogeHus TpedboBaHU MUrPaLIMOHHOrO 3akoHodaTenbCcTBa POCCMUCKOW
bGepepaunn,

- (hOopMUPOBAHUA CTATUCTUHECKOW U MHOW pernaMmeHTUpoBaHHOW OTYETHOCTMH,

- CBEPKW KOHTUHreHTa oby4Yalolmxca (ABMKEHWA KOHTUHIEHTa o0y4arLmxcs,
B T.4. Nepeeoaa, OTYUCNEHUSA, NPEAOCTABNEHUS akageMUYEecKoro oTnycka u T..),

6.5 BzaunmogencTteme ¢ agMUHUCTPATUBHO-XO3AWCTBEHHbLIM YNnpaBrneHrem no
BONpPOCaM MaTepuanbLHO-TEXHNYECKOro obecneyeHus.

6.6 Bs3aumoaencTeue c ynpaBrneHUEM NHEP
npocaMm PYHKUMOHWUPOBAHWUA WU pasBUTUA WHpopmMa
hopMaUMOHHOro B3auMOAENCTBUAR CO CTOPOHHUMM
HbIMW cucTemammn, obecnevyeHus HHDoOpPMaLUOHHON

oy JOKYMEHT ITOJANWCAH
bl i JIEKTPOHHOM ITOATTHCHIO
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i MpaBa u 0653aHHOCTH

7.1 PaboTHUKWM LOroBOPHOro otaena MMerT NpaBo:

- B3aMMOJENCTBOBATE ND BOMNPOCAaM, OTHOCALWMMCSH K KOMNeTeHuWn O0roBop-
HOrG oTaena, Co CTPYKTYPHbIMI nogpas3geneHnamMmmn MHCTUTYTa M CTOPOHHWUMIA opraHn3a-
UMAMM,

- 3anpawuvBaTtb OT BCEX CTPYKTYPHbIX Nogpas3feneHnn NHCTUTyTa maTepuyanbl
M CBeOeHWs, HeobxoauMbie ANA BLINONHEHUA YHKUUIA, BO3NOMEHHLIX HA OOroBOPHON
oTaen,

- npefcTaBnsATh NPEeanoXeHUs No NOBbIWEHWID 3PPEKTUBHOCTU U COBEPLUEH-
CcTBOBaHWUK NeATeENNbLHOCTA BCEX nn,upaa.uenermﬁ WHCTUTYTA B 4aCTH, DTHGDHLI.lEﬁGH K KOM-
neTeHunn 4oroBOpPHOro otaena,

- 3aBepsTh KOMUWA [JOrOBOPHbLIX NOKYMEHTOB, BbllaBaEMbliX NO COOTBETCTBYHO-
L{AM HEHPDGEM.

7.2 PaboTHuKM ooroBopHoro otaena obssaxbl:
- obecneynTb COXPaHHOCTL NePCOHaNbHbIX AAaHHbIX MPU UX 0DpaboTke,
- cobntopaTth B cBoen paboTte HoOpMbl AENCTBYOWEINo 3aKkoHOAaTEeNbCTBA.

8. OTBEeTCTBEHHOCTL
8.1 Bcl nonHOTYy OTBETCTBEHHOCTU 3a KayeCTBO W CBOEBPEMEHHOCTb Bbl-
NONHEHUA BO3MOXEHHbLIX HacToAawwMm [lonoxeHuem Ha oTaen 3agady u OYHKUWK
HECeT HavyansbHWK OroBOPHOro oTaena.

8.2 CteneHb OTBETCTBEHHOCTW Apyrux paboTHUKOB [OrOBOPHOro oTAena
yCTaHaBNMBAETCH AO/MKHOCTHLIMWU MHCTPYKUUAMMN.

8.3 HavyaneHuKk W apyrue pabOTHUKM ACroBOPHOTO OThesida HecyT
NepcoHanbHy OTBETCTBEHHOCTb 33 COOTBETCTBME 3aKoHOAATENbCTBY POCCUMIACKOW
depepaumm opopMNSEMbIX UMU JOKYMEHTOB.

9. CornacoBaHue, XpaHeHUe U pacchblifika, U3BMeHeHUA

9.1 OcHOBaHWEM ANA BHECEHWUS WU3MEHEeHW M AONONHEHWW B HacTosAulee
MonoxeHne ABNAKTCA BHOBb BBEAEHHbLIE UBMEHEHNA U AONONHEHUA B HOPMaTUBHO-
npaBoOBble akTbl, MMEKUWMWE CWUNY 3aKOHA, W3MEHEHWEe YCTaBa, a TakKkKe peleHus
YyéHoro coBeta WHCTUTYTA, YTBEPXAEHHbIE B YCTAHOBNEHHOM MOPALAKE.
PaspaboTka, ooOpMNeHne, cornacoBaHne, yTBEPKAEHNE N BHECEHUE W3MEHEHWUW B
NonoxeHue npoussoaatca B coorsercTeum ¢ AM-01/01-2012 CMK uHcTUTyTA.

9.2 OTBeTcTBEHHOCTbL 33 XpaHeHwe  QpurMHana WU KOHTPONbHOrO
IKIEMNNAPA, TUPAXKUPOBAHWE W pPaCCbINKy YYTEHHbIX pabo4ynx 3K3eMnnsapos
HacToswero [onoxeHns, uUx XpaHeHue ocyllecTsnsietca B cooTtBeTtcTBum c [All-
01/01-2012 CMK nHcTUTYTA.

oty JIOKYMEHT IOJANMNCAH
Rl g AJIEKTPOHHOM NMOATNHCHIO
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