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1 Ha3HaueHue npoueaypbl U 0ONACTb NPUMEHEHUA

1.1 MonoxeHwe ob otaene cepBucHoro obenyxueaHna (nanee — [loNOXeHUe) ABNAET-
CA AOKYMEHTOM CUCTEeMbI MeHemkMeHTa kauectea PIBOY BO «Cawkr-lNeTepbyprckuii rocy-
lapCTBEHHbIN UHCTUTYT KynbTypel» (ganee — WUHctutyT, CI6IUK), pernameHTupyet npaeo-
BOW CTATyC CTPYKTYPHOrO NoapasfaeneHusa n yCTaHaBnuBaeT ero 3agaqu, yHKUumM, CTPYKTY-
py, Npaga, OTBETCTBEHHOCThL, NOPHLOK OPraHn3aumm AesTenbHOCTU, a Takke Nopsaok B3au-
MOAENCTBUSA C APYIMMW CTPYKTYPHBIMK nogpasgeneHnamu MHctutyTa.

2 HopmaTuUBHLIE CCLINKKU U COKpaLLeHUs

2.1 MNMonoxeHne paspabotaHo B cooTBeTcTBUW C TpyaoeBbiM Koaekcom POCCUUCKOW
depepayuu, Ycrasom WHcTutyTa, ApyriMin  3akoHoAaTenbHbiMU U HOPMaTUBHbLIMW
NOKYMEHTaMM.

2.2 B lNonoxeHnn npuMeHeHbl cregyrowme CoKpalleHUs:

Cl'l — cTpykTypHOE nogpasgeneHue,;

OTpnen — oTaen CepBUCHOIO ODCMYXUBAHWA,

Ynpasnexue, YUT — ynpasneHne nHpopMaunoHHbIX TEXHOMOMNA.

T — MHhOpMaLMOHHbIE TEXHOMOIMN.

APM aBTomMaTuU3npoBaHHbIX pabo4yux MecT

KT — uHcbopmaunoHHO- KOMMYHUKALWOHHbIE TEXHOMNOMMU

3 Obwme NonoxeHus

3.1 OTtpen co3gaertcs B cocTaee ynpasneHWs 1 ABMAETCA ero CTpyKTYpHbIM nojapasie-
NEHnemM.

3.2 OpraHu3alyMoHHO-LITaTHasA CTPYKTypa oTaena onpenensieTcs ucxogsa ui cogepixa-
HMA 1 0Bbema, Bo3naraemblix Ha HEro 3afay v YTBEPXA3EeTCAa NPUKA3oM Mo By3Y.

3.3 OcHoBononarawwmne opraHn3aunoHHO-NPaBOBbIE AOKYMEHTLI, KOTOPLIMU PYKOBOA-
CTBYETCH OTAEN B CBOEWN AeATENIbHOCTH:

— KoHctutyums PO,

— Tpyaosoh koaekc P®;

— 3akoH P® «O6 ocHoBax oxpaHbl Tpydar,

— YcraB UHcTutyTa,

— AOKYMEHTbl AenapTamMmeHTa;

— Mpasufa BHYTPEHHEro TPYAOBOIro pacnopsaaka;

— MpUKasbl 1 pacnopsXeHns pekTopa 1 NPOPeKTOpPOB.,

— pewerus YyeHoro coseta VIHCTUTYTA;

— HacToauwee [NonoxeHue;

— noKanbHble HOpMaTUBHbIE akTbl MHCTUTYTa U ASNACTBYIOLEe 3akoHoaaTeNnbcTBo Poc-
cuinckor degepauun, Tak UK MHade 3aTparvBalolye opraHn3ayunio paboTbl NpoLUecchl aBTo-
MaTU3auMn U 3alnThl NepcoHarbHbIX AaHHbIX.

4 OcHOBHbIE 338341 1 PYHKLMMK

[na peanu3auuu Lenu CBOEro npeaHasHavyeHua oTaen pewaeT U BbINOMHAST crnefylo-
LLIME OCHOBHbLIE 3aa4u U PYHKLMWN:

4.1 OpraHuzaums 1 obecrneyeHue pasBuUTUA U 3KCNyaTauun cpepcTs U CUCTeM VKT,
3a0EMCTBOBAHHbLIX B COCTaBe aBTOMaTvMaupoBaHHbX pabouux wmect (ganee — APM)
WHAWBUAYaNbHOIO WU KONNEKTUBHOIO MCNonNb3oBaHUsA. K HUM OTHOCATCS:

— CTalMoHapHbIE N NEPEHOCHBIE KOMNBKOTEPHEIE

— YCTPOWCTBA BbIBOAA UHpopmMaLunu,

— YCTpOWCTBa BBOAA UHPOPpMALMNA;

— KoMbMHUpOBaHHbLIE YCTPOUCTBA BBOAA-BbIBOAA

Eg"i*‘}g JOKYMEHT ITO/INMHUCAH
S JIEKTPOHHOM MOAMTHCHIO
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— KonupogarnbHoe obopyaoBaHuWe;

~ ppyrve cpeacTtea u cuctembl VKT,

4 2 OpraHuzauus u obecrnevyeHue pasBuTUS W 3Kcnnyataumnm cpeacts U CUCTEM VKT,
HEenoCpPeACTBEHHO 3aA4encTBOBaHHbIX B ODpasoBaTe/lbHOM, Hay4HOM, BOCMMTATENBHOM,
npoueccax (nanee — TCO — TexHu4yeckue cpeacTea obyyeHus) B COCTaBe:!

— NpOEKUMoHHoE oDopynoBaHKE;

— 3I1eKTPOHHbIE AOCKKW, 3KpaHbil,

— CTAUMOHAPHLIE U NEPEHOCHBIE KOMNNEKThI MyNbTUMEAMa 0bopyA0BaHWS,

— ayauo- 1 Buaeo obopynoBaHue;

— KOMNbloTepHoe 060opynoBaHWe W OpriexHuka, Venofib3yemas Ha Nnekumsx, cemuHa-
pax, NPaKTUYECKNX 3aHATUAX, KOHMDEPEHLUWAX, NPE3eHTaunAX, COBELLAHNAX U T.4.

— KOMMbKTEPHbIE N NUHIAOHHBIE KNaccChl,

— cpefcTsa W CUCTEMbI BUAEOKOH(EPEHLICBA3U U CTYAEHYECKOro TENEBUAEHUA,

— WHMpopMaLUOHHbIE NAHENN,

— NOMELUEHUs1 KOMNbIOTEPHLIX KNACCOB, OCHALLUEHHbIX ayAuTOPUIA, APYriX OCHALLEHHbIX
NnoMeLLIEeHUA.

4.3 OpraHuzaumsa U obecneyeHne nNaHoB W rpapukos NpoBeaeHuUs MEPONPUATUN,
NaHoB M pacnucaHwii ydebHoro npouecca ¢ wucnonb3osaHvem TCO. CeoespemeHHOE
npoBeAeHUE HeoGXoaWMbIX MOAroToBWTENbHBIX paboT. ObecneveHne  TEXHUHECKOU
noaaepXKW BO BPeMs NPOBEAEHUS MepornpuaTUA C UCNONb30BAHUEM TCO. OpraHnsaumsa v
obecneyeHue Oexypcrsa nepcoHana Ans obecnedeHus y4eOHOro npouecca W Apyrux
MEpPONpPUATUIA, NPOBOANMBIX C ucnonsb3oesannem 1CO.

4 4 ObecnedyeHune becnepebonHaro W Hagnexawlero DYHKUMOHVNPOBAHWSA,
TexHudeckoro obcnyxmeaHua n pemoHta TCO u APM. Yyetr TCO n APM, KOHTpONb 1 yHeT
MCMONb30BaHusa, obecrnedenne coxpaHHocTu. MposeaeHne MeponpuaTuid No obecnevyeHuio
nHhopMauMoHHOW Be3onacHoCTH.

4.5 O6ecneueHue cepBUCHOIM noaaepxku nonssosatenen TCO n APM, koHcynbTauunn
n 0OyYeHuns.

4.6 OpraHusauvs UEeHTPanM3oBaHHOro onepaTuBHO-TEXHOMOMMYECKOro  ynpasneHwus
paboToii cpeacts 1 cuctem VKT, onepaTUBHbIA KOHTPOME paboThl CPEACTE N CUCTEM VKT c
LEnblo obecneyeHnss ux HagexHoro, becnepebonHoro 1 aP@EKTUBHOMO PYHKLIMOHNPOBAHUS
B COOTBETCTBUW C MNPOW3BOACTBEHHBIMW MNporpaMmamMu, KaneHgapHbiMW  NNaHaMw,
3afgaHuaMuA.

47 KoHTpone W oOpraHu3dauns obecnedeHHOCTH noapasneneHnin HeobxoaMMbiMU
mMaTepvanamu, KOMMNEeKTYILWMMI n3agenuaMmu, cbopyaosaHuem.

4 8 ObecnedyeHue HafeXHocT QYHKUMOHWPOBAHUA OnNepaTtnBHO-TEXHONOMMHYECKOro
ynpaenenns UT B ycnoBusix NUKBUAALMIA asapuil, NOCIEACTBUN CTUXMUHBIX OeacTenid U B
«0cobbli nepvoa». KoopaunHauwsa padoTbl cneuvanucToB oTaena no yCTpaHeHUHo cboes,
OTKa30B U OTKNoHeHur B paboTte UKT.

4.9 OpraHusauusa v npoeefeHne pasbopa asapuitHbIX CMTyaumni, y4actue B BblpaboTke
DELLEHWIA, HanpaBNeHHbIX Ha coBepLlleHcTBoBaHWe akcnnyartauun VKT .

4.10 OpraHusaums cepBucHoro obcnyxusanua nonb3osateneu. OpraHusayus W
obecneyeHrne MeponpusTUA Nno nogaepxaHuio Tpebyemoro kadecrea ycnyr. OpraHusaums
PACCMOTPEHUSI 3afBOK Ha MpeaocTaBneHve ycnyr, opraHv3auun yqeTa npefocrasnieHus
yCNyr U KOHTpOns npegoctaenenns ycnyr. PaspaboTka UHCTPYKTMBHbLIX MaTtepuancs no
BONpPOCAaM onepaTuBHO-TEXHOMOMMYECKOro AenapTameHTa.

4.11 OpraHn3auvs paboTbl «ropsidyen NUuHUU» %-;;ﬁé NOKYMEHT HO/TTHCAH "
npMema 3aaBok. BepeHwe neperoBopoB C NoOMb30Ba 1 SNEKTPOHHOM ITOATTHCBIO c

L 1{.,"ITI'H[t!HIi1I'I': TO0OAEBDACDZ20AFT7TE19565DD4E8901CAT5T993ES
OKa3kliBaemMmbiMmiA yEHYFBMM. Baamenen: WykwwH Ceprei MBaHoeuy "
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U SKCNNyaTauuoHHOW OOKYyMEHTaLUW.
4.13 NpoBeaneHne MEPONPUATAA NO ChUCaHWO W yTUnusaunu KOMMNLTEPHOW U

OPrTEXHUKM.
4 14 BbinonHeHne apyrnx hyHKUWin 1 3afasq no HanpasneHnio 4eATEeNLHOCTU oTaena.

5 OpraHu3auus ynpaBneHus

5.1 Q6wan opraHMsaums OTAENOM BO3naraeTcs Ha pykoBogutensa otaena.

5.2 YnpaeneHne noBCEAHEBHOW  AEATENbHOCTbO  OTAENOM  OCYLECTBIIACGTCA
DYKOBOAWTENEM OTAENa nyTeM OTAAUU YCTHbIX U MUCEMEHHLIX PacropshKeHUN (ykazaHun)
CBOWMM NOAYNHEHHBLIM.

6 BaaumocBsiau

6.1 Bzaumopewncteue oTaena C ApyrMmu nogpasaenceHuamu, cnyxbamum W
NOMKHOCTHbIMKM  nuuamm  WMHCTAUTYTA npeanonaraeT COrfnacoBaHHOCTb  BbIMOINHEHWH
onpepeneHHbIX AencTBuil (onepauunia, npoueayp v T.n.) B YacTy paboThl N0 BHEAPEHUIO W
MCNOMb30BaHMKD MHHOBAUMOHHbBIX TEXHOMOTUN.

6.2 OTgen B NpoLecce CBoOeil AeATENbHOCTH B3aUMOAEUCTBYET:.

6.2.1 co Bcemun nogpasgeneHnamu MHCTUTYTa no Bonpocam.

— opraHm3aunm u obecrneyeHuws pasBuUTWA U IKcnnyaTauum cpefcTs U CUCTEM KT,
HENOCPEACTBEHHO 3aeNCTBOBaHHbIX B 0DpasoBaTenbHOM, Hay4HOM, BOCMUTATENBHOM, NPO-
Leccax;

— obBecnedyeHus BecnepeborHOro U Hagnexawero yHKLMOHUPOBAHUA, TEXHUYECKOro
o6cnyxueanusa n pemordta TCO u APM;

~ ppraHusauun cepBUCHOro obecnykuBaHWs Nonb3oBaTeneu,

~ opraHusauun 1 obecrneyeHns MepONpPUATUIA MO NoAAePXaHNI Tpedbyemoro KavecTsa
YCIyT;

— ppraHvsauuM paccMOTPEeHUs 3afBOK Ha nNpefocTaefieHue ycnyr, opraHusayun yderta
npeaocTaBNEHUs YCnyr 1 KOHTPONA NpeaocTaBNeHUs YCnyr;

— pa3paboTku MHCTPYKTUBHbIX Martepwuanos no BONpocam onepaTtuBHO-
TEXHONOMNYECKOro genaprTaMmeHTa,;

— KOHTPOINSA W OpraHnsauvm obecneveHHoCTH nogpasaeneHnin HeobxoanMbIMU MaTepu-
anamu, KOMNNEKTYLWUMIK u3genuamn, obopyaoBaHNEM;

— opraHuaayumn paboTbl «ropsiyein MMHUMY ANS KOHCYNbTauun nons3osartenew v npue-
Ma 3asBOK,;

- NPOBEAEHWUS MEPONPUATMIA NO CINCAHMIO U YTUNU3ALIMK KOMMbIOTEPHON U OPITEXHUKM.

6.2.2 Cc OTOenoM KOMMMEeKcHou ©e3onacHOCTM Mo BOMpocamMm  3awutbl  OT
HECAHKUMOHNPOBAHHOIO AOCTYNa K N1IeKTPOHHBbIM 1 MH(POPMALMOHHBLIM pecypcam;

6.2.3 ¢ (UHAHCOBO-3KOHOMWYECKMM yMNpaBneHneM no Bonpocam (PUHAHCOBO-
9KOHOMWYECKOW [aAesTenbHocTM oTdena, Bonpocam nnawuposadus TCO wu  APM,
COCTaBnNeHusi, BedeHWsa U caadn cTaTUCTUYECKOW OTYETHOCTN,

624 ¢ OTOENOM MmaTepuanbHo-TeXHWYeckoro obecnevyeHus — N0 BOMpocam
maTepuanbHo-TEXHUYECKoro obecnevyeHnsa 4eATENLHOCTN oTAENa;
6.2.5 c ynpaBneHWeM KaapoBOro y4yera u [Jenonpouw3soacrtsa — MO KagpoBbiM

Bonpocam oTaena.

7 MpaBa 1 06A3aHHOCTH

7.1 PaboTHMKKM oToena uMmeroT npaso:

7.1.1 [O0TOBWUTL NO HanpasneHn AEeATENbHOCTU
X Ha paccMOTPeHME W YTBEPXAEeHWe PpYKOBOOUTENA O
NEHKS.

5 = :'.ﬁ AORKYMEHT MNOAIMHCAH
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7.1.2  3anpawuvsatb OT nogpasgenenvn n dunuanos WHCTUTYTA WHOOPMaUUO B
npegenax ceoein komneteHuuu. OBobLIaTh, aHaNU3MpoBaTb UHGOPMaUUIO, BbipabaTtbiBaTh
Mepbl N0 COBEPLUEHCTBOBaHUIO paboTbl B 00nacTit MHopmMaTuaauum.

7.1.3  PykoBoguTens otaena UMEET NpaBo:

— rOTOBWTL B Npeaenax CBOEW KOMMNETEHLUN W BblAEeNeHHbIX AEeHEXHbIX CPEACTB NPpo-
eKTbl JOrOBOPOB C OpraHv3auvMsaMn 1 rpaxaaHamu, CBA3aHHbIE C XO3AWCTBEHHOW WMNU MHOW
0EeATeNbHOCTBIO B COOTBETCTBUM C 3aKoHoAaTenectesom Poccuniickon GeaepaLuu;

— BHOCWTL NpeanoeHua ob W3MEeHEeHUU LUTATOB W CTPYKTYpbl OTAEMna cornacHo ycra-
HOBINEHHOMY MNMOPHLRY,

— npennaraThe Ha AOMKHOCTU COTPYAHWUKOB B COOTBETCTBMM C YTBEPXKAEHHBIM LUTATHLIM
pacnucaHuem 1 CTPYKTypOW OTAena;

— BHOCMUTb NPEASIOXXEHUS O MOOLWPEHUN UMK O HaNOXEeHWW OWCUUNIUHAPHBLIX B3biCKaA-
HUW.

7.2 PaboTtHukn otnena obsasaHbl.

— cobnwpaaTh B cBoeW paboTte HOpMbl AEUCTBYKLLEro 3akoHoAaTeNbLCTEA.

8 OTBEeTCTBEHHOCThb

8.1 OTBeTCTBEHHOCTL 3a HaAnexallee U CRBoEBPEMEHHOE BbINONHEeHWe OTAeNOoOM 3aaad
U PYHKUWUIA, NPeAYyCMOTPEHHbIX HacTosAWnM [lonoxeHnem, HeCceT pykoBoAUTENb OTAENa.

8.2 Ha pykosBoguTens oTAena Bo3anaraeTcs nepcoHarnbHas OTBETCTBEHHOCTb 32 Bbl-
NONTHEHWE BO3MOXEHHbIX HA OTAEN 3a4a4 U YHKLUWA.

8.3 OTeeTCcTBEHHOCTbL paboTHUKOB OTAeNna ycTaHasnneaeTcs AO/MKHOCTHbIMU NHCTPYK-
LUAMMN.

9 CornacoBaHue, XpaHeHWe U pacchbifnika, M13MEHEeHUHA

9.1 OcHOBaHVEM ANS BHECEHWUS W3MEHEHW 1 AcnonHeHun B Hactosilee [lonoxeHwe
SBNAIOTCS BHOBb BBEOEHHble W3MEHEHUs U AONONHEHUA B HOPMAaTUBHO-NPaBOBbIE aKTbl,
MMEeloLLUVe CUNY 3aKoHa, u3MeHeHne YCTaBa, a Takke pelleHus YuéHoro coseta VIHCTUTYTa,
yTBEPXKAOEHHbIE B YCTAHOBNEHHOM nopsake. Paspabotka, odopmieHue, cornacoBaHue,
yTBEPXKAEHWE U BHECEHME u3mMeHeHuit B MonoxeHwe npou3BoasTcs B cooTseTcTBiM C Ll

01/01-2012 CMK UHctuTyTa.

9.2 OTBETCTBEHHOCTb 32 XpPaHEHWE OpUrnHana W KOHTPOMNbLHOMo 3K3eEMMNNsApPa, TUpaxu-
DOBaHVE W PACCHINKY YYTEHHbIX paboynx 3KIEMNMApPoB HacTosAwero [lonoxeHus, ux xpaHe-
Hue ocyliecTenseTca B cooteeTcTBum ¢ [M-01/01-2012 CMK UHctutyTa.

oty JIOKYMEHT IOJANMWCAH
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