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1 HasHauyeHwe npoueaypbl U obnacTe NPUMEHeHUA
1.1 MonoxkeHue ob oTaene TenekoMMmyHukauuin (aanee — MonoxeHwe) sBNAETCA [,0-

KYME@HTOM CUCTEMBI MEHEKMEHTA KauecTsa O BOY BO «CaHkT-[leTepbyprckmia rocynap-
CTBEHHbIA WMHCTUTYT kynbTypbl» (Aanee — WHctutyT, CTBIKWK), pernameHTrpyer npaBoBOV
CTaTyc CTPYKTYPHOro noApasaeneHusi n yctaHaBnvMBaeT e€ro 3ajaHu, hYHKUUK, CTPYKTYPY,
npasa, OTBETCTBEHHOCTb, NOPAAOK OpraHmsauyun 4eaTenbHOCTU, a TAKKE NOPAAOK B3aWMO-

OeicTens C APYrMMU CTPYKTYPHBIMK nogpasaeneHuamu UHetuTyTa.

2 HopmaTuBHLIE CCLUIKM U COKpaWleHUA

2 1 MonoxeHve pas3paboTaHo B COOTBETCTBMM C TpyaoBbiM Koaekcom Poccunckon
®epepauyun, Ycrasom WHctuTyTa, Apyrumd  3akoHoAaTesibHbIMW - W HOpPMaTUBHbIMU
NOKYMEHTAMMU.

2.2 B NonoxeHun npumMeHeHbl creayrolmue cokpaleHns.

Cl1 — cTpyKkTypHOE nogpasaeneHue,

OTaen — oTaen TenekoMMyHWUKaLum;

Ynpasnenve, YUT — ynpasneHue nHpopMaunOHHbIX TEXHONOMA.

UT — nHOPpMALINOHHBIE TEXHONOTUK,

NKT — uHOpPMaLMNOHHO- KOMMYHWKALWOHHbIE TEXHOMOTUK.

3 Obwmune nonoxeHus

3.1 OTpen co3fgaeTcs B COCTABE ynpasneHnsa 1 ABNSETCA ero CTPYKTypHbIM noapasae-
NEHNEM.

3.2 OpraHW3aLuoHHO — WTaTHasa CTPYKTypa oTAena onpepensaercs UCXoas U3 COAep-
XaHWA 1 oDbema, Bo3naraeMbiX Ha HErO 3a4a4y 1 yTBepXXAaeTca Nnpukasom no sya3y.

3.3 OcHOBONONarawLme opraHu3aLnoHHo-NPaBoBbie AOKYMEHTbLI, KOTOPbIMX PYKOBOA-
CTBYeTCH OThen B CBOEWN AeATEeNbHOCTMW:

— KoHctutyumus PO;

— Tpynoeon kogekc PO;

— 3akoH P® «O06 ocHoBax oxpaHbl Tpyaa»,

— YcraB MHcTutyTa;

— AOKYMEHTbI AenapTaMeHTa,

— npasuna BHYTPEHHero TPyA0BOro pacnopnaka,

~ MpuKa3sbl U PacnNoPSXKEHUA PEKTOopa 1 NPOPEKTOPOBE,

— pelweHuns YueHoro coseTta MIHCTUTYTA;

—~ HacTosulee NonoxeHwne;

— NOKaNnbHbIE HOPMATUBHbIE aKThl MIHCTUTYTa 1 AeicTeytolee 3akoHoAaTenecTeo Poc-
cuiickoin Peaepauny, Tak UM MHade 3aTparusaouue oprasmsayuio paboTbl NpoLeccel aBTo-

MaTu3aun 1 3aunuTbl NepcoHanbHbIX AaHHbIX.

4 OcHoOBHbIe 338341 U PYHKLUWH

[1ns peanu3ayun Lenu CBOEro npegHasHavdeHus otaen pewaeT U BbiNONHACT cnefgyo-
e OCHOBHbIE 3aa4n U QYHKUUW.

4.1 OpraHusauma 1 obecneyeHne passuTus W aKcnyarauuu cpefcTs u CUCTEM VKT,
3afeMCTBOBaHHbIX B COCTaBe aBTOMATU3NPOBAHHbLIX pabounx wmect (panee — APM)
MHAVBWAYANbHOIO U KONMEKTUBHOMO UCNONbL30oBaHUA. K HUM OTHOCATCH!

— cTauuoHapHble U NEPEHOCHbIE KOMNbIOTEPHbIE CPEACTBa U CUCTEMBI,

—~ yCcTpoWcTBa BbiBO4a NHOPpMaLWNK,

— yCcTpolcTBa BEOAA WH(OpMaLWK;

— KOMBUHUpPOBAaHHbIE YCTPOWUCTBA BBOAA-BbIBOAA

—~ KonuposanbHOe 00opyAOBaHUE;

Eﬁl‘_;;'i.g:g JOKYMEHT MOJANMNCAH
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— ppyrve cpeacTea u cuctembl VKT,
4.2 OpraHmnsaumsa v obecneveHve pasBuTus v 3KcnnyaTauum cpeacTs n CUCTEM VKT,

HenocpeacTBeHHO 3aAeWUCTBOBaHHbIX B 0Bpa3oBaTENbHOM, Hay4yHOM, BOCMUTATENbHOM,
npoueccax (nanee — 1CO — TeXHU4eckne cpeacrsa 0by4eHust) B COCTaBE:!

— NpOeKUMoHHoe 0DopyAOBaHUE;

— BMNEeKTPOHHbIE A0CKK, 3KPaHbI;

— cTauMoHapHble U NEPEHOCHbLIE KOMNNEKTEl MyNbTUMEANA obopyaoBaHuS;

— aygwno- v snaec cbopyaoeaHue,

— KoMnkloTepHoe obopyAoBaHUE W OprTexHuKka, ucnonbiyemas Ha JNeKUnHX, CeEMUHa-
pax, NPaKTUHECcKUX 3aHATUAX, KOHEPEHUUAX, NpeseHTayunax, CoOBELaHnAax n T.4.,

— KOMMNbIOTEPHbLIE U NMNHTAOHHbIE KNaCChbl;

— cpeacTBa U CUCTEMbI BUOAEOKOH(EPEHLUCBA3WN N CTYAEHYECKOro TeNeBnaeHA,

— WHOPMALMWUOHHBLIE NaHenu,

— NOMELLEHWA KOMNbIOTEPHBIX KNaccoB, OCHAaLLEHHbIX ayauTopun, ApYrmx OCHaWEHHbIX
noMeLleHnA.

4.3 Opranusauus v obecneveHwe NNaHOB W rpacpukoB NpPoOBEAEHUA MEPONPUATUN,
nnaHoB W pacnucaHvin yyebHoro npouyecca C WCMNONb3OBAHMEM TCO. CaoeBpemeHHoe
npoBeAeHne HeobXOAUMbIX NOArOTOBUTENbHbIX pabor. QObecneveHne TEXHUYECKOW
NoAAEPKKA BO BPEMS NpoBeAEHWUA MEPONPUATUA C UCMONL30BAHWEM TCO. OpraHu3zauusa v
obecneyeHne OeXypcTBa nepcoHana gna obecnedeHus yyebHoro npouecca W ApPYrux
MEPONPUATUIA, NPOBOAUMBIX C Ucnonb3aosaHuem TCO.

4 4 ObecneyeHue  OecnepeboOMHOrO M Haanexawero  YHKLUMOHWPOBAHWS,
TexHudeckoro obcnyxusanus u pemoHta TCO n APM. Yuer TCO n APM, KOHTpOMb U y4eT
MCMONL30BaHVs, obecrneveHne coxpaHHocTu. MpoBeaeHe MeponpuATUA No obecnedeHunto
nHdOpPMaLMOHHOW Be3onacHoCTH.

4.5 ObBecneueHne cepeucHon nogaepxkun nonbsosatenen TCO n APM, KOHCynNbTauUWnK
N oBy4eHuns.

4.6 OpraHuaayusa LeHTPanM30BaHHOro onepaTnBHO-TEXHONOrMYeCkoro Aenapramchra
paboToi cpegcts U cuctem UKT, onepaTuBHbIR KOHTpONkL paboTel CPeACcTB U CUCTEM VKT ¢
Lenbio obecnedeHuns ux HagexHoro, becnepebonHoro 1 apdeKTUBHOTO (bYHKLUMOHNPOBAHWUS
B COOTEEeTcreuMnn C ﬂpDHBEDﬂ,ﬂTBEHHbIMH nporpamMmmamu, KaneHaapHbIMA nnaHamMi,
3afjaHuaMn.

4.7 KoHTponb W opraHusaums obecne4eHHOCTH noapasfaeneHnin HeobxoaMMbIMU
MaTepvanamu, KOMMeKTyLWuMn nagenusamu, obopyaosaHmem.

4 8 ObecneyeHne HALEXHOCTW (YHKUMOHUPOBAHUA ONepaTuBHO-TEXHONCIMHECKOTO
nenaptameHta T B yCNnoBUAX NUKBMLAAUWA aBapui, NOCNencTBUN CTUXMAHBIX bencTtevii U B
«ocobbii nepuoay». KoopawHauva paboTbl cneunanucToB YWUT no ycTpaHeHnto cOoes,
OTKa30B 1 oTKNoHeHun B pabote UKT.

4.9 OpraHu3auus v npoeedeHue pasbopa asapuinHblX CUTyauun, ydactve B BbipaboTke
peLleHniA, HanpaeeHHbIX Ha COBEPLUEHCTBOBAHNE 3KCNNyaTaunn KT.

4.10 OpraHn3auyusi CEPBUCHOrO 0DCNyXuBaHUS none3oBaTtenei. OpraHuM3aumsa u
obecneyeHne MeponpuAaTUA Mo nopalepxaHui Tpebyemoro kadecTsa yconyr. OpraHusauus
pacCMOTPEHWS 3aABOK Ha MPEAOCTaBMNEHME yCnyr, opraHusauuu ydeta npeaocTaBneHus
YyCNyr W KOHTpONA NpedocTaBfeHnsa yCnyr. PaspaboTka WHCTPYKTUBHbBIX Marepuanoe no
BONpOCam onepaTUBHO-TEXHOMNOIMMYECKOro AenapTaMmeHTa.

4.11 OpraHuzaums paboTbl «ropaverd NUHWK» AONS KOHCYNbTaUWA nonb3oBaTenen wu
npuema 3anBok. BepeHwe neperoeopoB C NOMb3osBa c
oKasblBaEMbIMU yCnyramu.

4.12 Bepenue Ba3 gaHHbIX yenyr, obopyaoBaHu
W 3KCNNyaTaunoHHOU JOKYMEeHTaunu.
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4.13 lNpoBegeHve MEeponpUATUA MO  CNUCaHWIo W yTUNU3auny KOMMNbIOTEPHOU U

OPrTEeXHUKN.
4.14 BbinonHeHne apyrux pyHKUMA 1 3a0a4 No HanpaeneHuio NesTeENbHOCTH.

5 OpraHu3auua ynpaBneHus

5.1 Obwana opraHnsaumsa OTAeNnom Bo3naraeTcAa Ha pyKoBOANTENH oToena.

5.2 YnpaBneHWe NOBCEAHEBHOW  [OEATenbHOCTbio  OTAENOM OCYLLECTBNAETCS
pykosoauTenemMm otgena nyTem oTtaaqun yCTHbIX W MCbMEHHbLIX pacnopsKeHun (yKasaHun)
cBoMM NogHMHEHHBIM.

6 BaaumocBsi3u

6.1 BzaumopewncTteue oTaena C Apyrimu  noapasfenenusamu, cnyxbammn  w
AOMKHOCTHLIMKM — nuuamm  Wnetutyta npegnonaraet  COracoBaHHOCTL BbINONHEHWUSA
onpefeneHHbIX ASUCTBUI (onepauwmi, npoueayp v T.n.) B 4actu paboTbl N0 BHEAPEHNKO U
ACNONb30BAHUKD WHHOBALUMOHHBIX TEXHOMNOTAN.

6.2 OTtaen B npouecce CBoen AeSATENbHOCTN B3aUMOAENCTBYET.

6.2.1 co Bcemu noapasgeneHuamv VHcTuTyTa no sonpocam.

— opraHvsauuu v obecneveHus pasBuTUA U 3KCnnyatauun cpeicts n chcTeM KT,
HenocpeACTBEHHO 3aAeiicTBOBaHHbIX B 0Opa3oBaTe/lsHOM, Hay4HOM, BOCNUTATENLHOM, npo-
Lieccax;

— obecneudeHns becnepebonHoro v Hagnexailero yHKUNOHUPOBaHNSA, TEXHUHECKOTO
obcnyxusaHua u pemonTa TCO n APM;

— OpraHm3auuu cepBucHOro obcnyxusaHns nonb3oBaTteneu,

— opraHu3auum u obecneveHus MeponpUATUA NO NOAAEPKAHUIO Tpebyemoro kavecrea
ycnyr,

— opraHu3auMu paccMOTPEHUA 3asBOK Ha NpefocTaBneHwe ycnyr, opraHusauni yHera
npeaocTaBneHns yCnyr . KOHTpons npefocTasneHvs yenyr,

paspaboTKK WHCTPYKTUBHbIX MaTepuanoB no BOnNpocam onepaTuBHO-
TEXHONOTMYECKOro AenapTaMeHTa,

_ KOHTPONS W opraHu3auvm obecnevyeHHocTn nogpasaenerni HeobxoaMMbIMK MaTepun-
anamu, KOMMNEKTYLMMIN u3aenvamu, obopyaoBaH1eM;

— opranusauum paboTbl «ropsyuei NUHUKM» ANA KOHCYNbTauui nons3opaTenen u npue-
Ma 3asBOK;

— MNPOBEAEHNS MEPONPUATWA NO CNUCAHWIO K YTUMU3aLny KOMMBHOTEPHOW U ORITEXHUKW.

622 c oToenom KomnnekcHou ©OesonacHoOCTM nNO  BONpocaMm  3allnThl  OT
HECAHKUMOHMPOBAHHOIO 4OCTYyNa K 3NEKTPOHHBIM W nHhopMauMOHHEIM pecypcam,

623 ¢ (HWUHAHCOBO-9KOHOMWYECKMM YyNpasrieHnem no BOMNpocam dnHaHCOoBO-
9KOHOMWYECKOW AeATenbHOCTW OTAena, BonpocaMm nnaHuposaHWUA TCO wun APM,
COCTaBMNEHUS, BEAEHWUA 1 CAa4M CTaTUCTUHECKON OTHETHOCTU,

524 c oTAeNnoM MaTepuansHo — TexHuyeckoro obecneveHuss — N0 BONpoOcam
maTepuanbHO-TeEXHWYEeCKoro obecneyeHns AeaTenbHocTn oTaena;

6.2.5 ¢ ynpaBneHWem KaApoBOro yyera W [Aenonpou3soAcTBa— MO KaapoBbiM
BONpoOCcaM oTaena.

7 MpaBa u 06A3aHHOCTH

7.1 PaBoTHUKK oTaena MMerT NpaBo:

7.1.1 NloTOBUTE NO HanpaBNeHuK AeATEeNIbHOCTW
WX Ha pacCMOTPEHMEe U yTBEPXAEHe PYKOBOAUTENA O

neHus.
i P 3anpalimBaTb OT NOAPa3feneHuin u

L ELLE 8 r
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npefenax ceoein komnereHumu. O6obLuaTte, aHanmsvpoBaThb uHdopmauuno, BbipadaTsiBaTts
Mepbl N0 COBEPLUEHCTBOBAHWMKD paboTbl B 0bnacTy MHdopMaTU3aLun.

[t e PykoBoauTens oTAENa UMEET NpaBo:

— rOTOBUTHL B npejesniax CBOeill KOMNETEHLMW WU BblAENEHHbBIX ASHEXHbBIX CEE,EI,CTB npo-
eKTbl AOFOBOPOB C OpraHu3auusMun 1 rpaxaaHamu, CBA3aHHbIE C X03SIACTBEHHOWN WITA MHOW
AEATENLHOCTLI) B COOTBETCTBUN C 3AKOHOAATENBCTBOM Poccuirckon degepaunu,

— BHOCWTb NpeanoXeHuss o0 M3MEHEHWW LUTATOB M CTPYKTYPbl OTAENA COMMacHo ycra-
HOBNEHHOMY NOPAAKY;

— npegnaraTb Ha [OMMKHOCTW COTPYAHWUKOB B COOTBETCTBUAM C YTBEPHKAEHHLIM LUTATHEIM
pacnucaHuem 1N CTPyKTypou OTAENa;

— BHOCUTb NPEAJIOMEHWS O NOOLLPEHUN UMM O HANMOXEHUW ANCUUNINHAPHBIX B3bICKA-
HUWA.

7.2 PaboTHuKKM oTaena oba3aHbl:

— cobnionath B cBoel paboTe HOPMbI AeUCTBYOWEro 3akoHoAaTENbCTBA.

8 OTBETCTBEHHOCTL

8 1 OTBETCTBEHHOCTb 3a HaAneXallee u CBoeBpeMeHHOoE BbiNnonHeHne oTAenom 3afan
M YHKLUMA, NPEAYCMOTPEHHbIX HACTOSLLUM [NonaxkeHnem, HeceT pykoBoAWTE b OTAENE.

8.2 Ha pykoBoauTens OTAena BO3naraetcs nepcoHanbHas OTBETCTBEHHOCTL 3a Bbl-
NONMHEHNE BO3NOXKEHHbIX HA OTAEN 3a4a4 U PYHKUWIA.

8 3 OTBETCTBEHHOCTL paboTHUKOBR OTAeNa ycTaHaBnmsaeTca AOMMKHOCTHBIMW UHCTRYK-
LINAMMW.

9 CornacoBaHue, XpaHeHue U paccblfika, M3IMeHEeH WA

9.1 OCHOBAHUEM ANA BHECEHWUS W3MEHEHW U OOMNOJIHEHWA B HacTosLllee [TonoxeHwne
SBRMSIOTCH BHOBb BBEAEHHbLIE W3MEHEHWSA W [OMONHEHMS B HOPMaTUBHO-NMPaBOBLIE AKTHI,
MMEIOLLNE CUTY 3aKoHa, M3MEHEHWE YCTaBa, a Takke pelleHust YYEHoro cosera WHcTuTyTa,
YTBEPXKAEHHbIE B YCTAHOBNEHHOM MNOPALKE. PaspaboTka, odcopmneHue, cornacosaHne,
yTBEPXKOEHME W BHECEHME M3MEHEHWA B MonoxeHwe nponssoasiTcs B cootseTcTsuU ¢ [f1-
01/01-2012 CMK WUHcTutyTAa.
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