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Pa3paboTaHo HavaneHWKOM oTAena ynpaeBneHus rocy/lapCTBEHHBLIM UMYLLECTBOM.
MicnonHeHo HavarnbHUKOM OTAENa ynpasBneHWs rocyaapCcTBEHHbIM MMYLLIECTBOM.

BHeceHo npeacTaBuTenem pykoBoACTBA MO BONpocam MeHeaXXMeHTa KadecTsa
obpasoBaHusA.
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1. HasHa4yeHnue npoueaypbl M 06GnacTe NPpUMEHEeHUs

1.1 MNonoxeHue ob otaene ynpaBneHUs rocyaapCcTBEHHLIM UMYLLECTBOM (nanee — [lo-
NOXEHWE) SABNSAETCS AOKYMEHTOM CUCTEMbl MEHemKMeHTa kKayectsa PIBOY BO «CaHkT-
[leTepOyprekuin rocynapcTBEHHbIN UHCTUTYT KynbTypb» (nanee — CMN6MAK, By3), pernamet-
TUpyeT NpaBOBOW CTATYC CTPYKTYPHOro nNoOApa3sfeneHus W ycTaHaBnvBaeT e€ro 3anadu,
(PYHKUMKW, CTPYKTYPY, Npaea, OTBETCTBEHHOCTb, NOPSAOK OPraHn3aLmu JeSTensHOCTU, a Tak-
KE NOPAAO0K B3AaUMOLENCTBUA C APYrMMU CTPYKTYPHEIMKU nogpasaeneHusamu CMernK.

1.2 Hopmbl v npaBuna, 3akpenneHHble HacTOoSILMM [TonoxeHnem, sBNAKTCA 0bfA3a-
TENbHBIMW AN MCNOSMIHeHUA BCceMW pabOTHUKaAMK oTAena ynpasneHus rocyapcTBeHHbIM

UMYLLECTBOM.

2. HopMaTUBHbI€ CCLINIKK U COKPaLWEeHUs

2.1 lNonoxeHwe paspaboTtaHo B cooTtBetcTBUM C Yetasom Cl6IMMK, opyrumu 3akoHo-
AATENbHLIMW N HOPMATUBHLIMW LOKYMEHTaAMM.

2.2 B lNonoxeHunn npumeHeHbl cneayrowmne cokpalleHms:

OTtaen — oTaen ynpaeneHus rocydapcTBEHHbIM UMYLLIECTBOM.

3. OBbwmre nonoxeHus

3.1 OTgen cosgaetca B coCTaBe aMWHUCTPATUBHO-XO3RWCTBEHHOTO YNpaBfeHus U
ABNAETCA €ro CTPYKTYPHbIM NogpasaeneHuemM.

3.2 OpraH13aLMoHHO-LUTAaTHaR CTPYKTYpa OTAeNa onpenensieTcsl UCXOaa U3 coaepa-
HWSA 1 0Obema, Boanaraembix Ha HEro 3agad, U YTBEPX4aTCa NPUKa3om no BY3Y.

3.3 OcHoBononarawwye opraHn3alnoHHO-NPaBOBLIE 4OKYMEHTbI, KOTOPLIMWA PYKOBO/-
CTBYETCA OTAEN B CBOEW AEATENBHOCTH,

KoHcTuTyuus Poccuinckon Pepnepaymu;

— 3aKkoH Poccuiickon ®epepauuu «0O6 obpasosaHnm»;

— 3akoH Poccunckon denepauunn «O BbICLUEM M NOCNEBY30BCKOM NPodheccuoHansHoOM
obpascBaHUU®;

— Tpynosown koaekc Poccuiickoir Qegepauuni;

— 3aKkoHopartesibcTeo Poccuinckon Oepepaunn B 00nact coxpaHeHrs, UCnonb30BaHus
M rocyapCcTBEHHOW OXpaHbl OOBLEKTOB KyNIbTYpPHOro Hacneaus (NamsTHUKOB UCTOPUK U KyJlb-
TYpbl);

— Hanorosoe, 3KOHOMWYECKOE W 3KOMOrMYecKoe, rpaxaaHckoe, agMUHUCTPaTUBHOE,
OlopKkeTHOE 3aKkoHOAaTensCTBO Poccuiickon ®eaepauuu, B YacTu, KacarLUencs pPerynpo-
BaHWA AeATeNbHOCTU 0DpasoBaTENbHbIX OpPraHu3aUui 1 OpraHoB ynpasneHns odpasosaHu-
€M PasfnYHbIX YPOBHEMN;

— 33KOHbl M UHLIE HOPMAaTUBHbIE NpaBoBble akTbl Poccuiickon ®enepaunn, KacarLme-
CA KOHTPaKTHOW CUCTEeMbl B Chepe 3akynok TosapoB, paboT, ycnyr ans obecneyeHuns rocy-
AGPCTBEHHbLIX U MyHULMNATBbHbIX HYX, 3aKyNOK TOBApOB, paboT, ycnyr oTAeNbHBIMU BUOaMu
OPUANYECKNX NALL;

— QCHOBbI aHTMMOHONONLHOrO 3aKoHOAATEeNbLCTBA

— ¥Ycras ClolNMK;

— nokanbHble akTel Cl16lMK;

KOAEKC 3TUKKU W cnyxebHoro nosegeHns pabotHmkos CIM6IMK;

— NpaBuna BHYTPEHHEro TpyA0BOro pacnopsaaka;

— MNpMKasbl N pacnopsXXeHns pekropa u NpopeKkTop

— pelwleHunsa YyeHoro coeeta CloMMK;

— nonoxeHue o6 aAMUHUCTPATUBHO-XO3ANCTBEHHOD

— Hacrtosdwee [NonoxeHue.
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4. 3apayuu

OTaen pewaeT cneayrollMe OCHOBHbIE 3a1a4u:

4.1 obecneyeHune ynpaeneHUs HEABUXMMbIM MMYLLECTBOM, HAXOASLIMMCH B BeAeHW
CrielrmK;

4.2 obecneyeHrve cobnioaeHus TpebosaHuin 3akoHoAaTEeNbCTBA Poccuitckoi Penepa-
LMK N0 BONPOCaM OXpaHbl OKpyXalLen cpeasl.

5. DyHKUUM

B pyHKUKMK oTAENna BxoauT:

5.1 B obnactv obecneyeHns ynpasneHva HeaBUXMMbIM MMYLLIECTBOM:

5.1.1 yyeTt Heasmxumoro umyulecrtea CrerK:

°.1.2 BegeHue peecTpa KaaacTpoBbIX nacnopToB 0DHLEKTOB HEABMXUMOro UMYLLIECTBa,
PaBoyCTaHaBnMBaloLMX NOKYMEHTOB, AOKYMEHTOB, MOATBEPXAAWLUMX YYeT WMYLUeCcTBa
Clol'MK B peectpe cdbegepansHoro MMyLLecTea, AOroBOpOB, CBA3AHHbLIX C UCNOMIb30OBaHUEM
N pacnopsxeHnem Heasuxumoro umywecrtea CrorK;

9.1.3 BHECEHUE W aKTyanusauus vHdopMauumM 0 HEABXMMOM UMYLLECTBE, 3aKpen-
NEHHOM 3a VIHCTUTYTOM, Ha MeXBeJOMCTBEHHOM noprane PocumMyLuecTsa v B pecypce nog-
BEAOMCTBEHHbIX opraHn3aumi MuHucTepcTea KynsTypsl Poccuitckoi depepaunu;

5.1.4 npoBeaeHWe KagacTpoBOro yyeta 06bLEeKTOB HeQBUKUMOrO UMYLLECTBA, BEAEHWE
y4eTa uMyll|ecTBa B peecTpe egepansHoro UMyLLecTBa, OCyLECTBNEHUE roCyAapCTBEHHO
perucTpaummn 1 cooTseTcTaylolMX BelwHbIX npae CMOMMK Ha o6bekTbl HE4BUXUMOro nmy-
wecrsa, 3akpenneHHsle 3a ClMNelrK:

0.1.5 NpoBeAeHNe TEXHUYECKON MHBEHTApM3aLnM 06 LEKTOB HEABIKUMOIO UMyLLecTBa,
3aKpenneHHbIX 38 VIHCTUTYTOM;

9.1.6 BHECEHNE N3MEHEHWA B TEXHUYECKME WU NPaBOyCTaHABNNBAOLME OOKYMEHTbI Mo-
CIé PEKOHCTPYKUWMKW 1 KanuUTanbHOro pemMoHTa 3akpenneHHbix 3a CMBIMMK sgaHuii u coopy-
HEHWUW, @ TakXXe BHOBb BBOAWMMbIX B 3KCNNyaTaUUK 34aHUIA M COOPYKEHWUIN;

5.1.7 nogroToeBka maTtepuanos no cornacosaHuio coseplueHus CMNeIMrMK coenok ¢ He-
ABUXUMBIM UMYLLIECTBOM;

5.1.8 obecneveHue 3aknOYeHNUs U rocyaapCTBEHHOI perncTpaLun 4oroBOpoR obpeme-
HEHWA B OTHOWEHNM 0OBLEKTOB HEABMKXUMOrO UMYLLIECTBA, 3akpenneHHblx 3a CMNernkK:

9.2 B paMKax CBOEW KOMMNETEHUUM NpoBeaeHue paboTbl No B3auMoAeicTBUIO ¢ Komu-
TETOM NO rocyfapCTBEHHOMY KOHTPOJIIO, UCMOML30BAHUID U OXpaHe NamMATHUKOB UCTOPUWN U
KynbTypbl Cankr-lNeTtepbypra;

) 9.3 NoAroToBKa pacnopsAuTeNbHON U HOPMAaTUMBHOM JOKYMEHTauuu, pernaMmeHTUpYyHo-
Wewn cogepxaHwe, opraHusaunio 1 metoguydeckoe obecnedyeHme no HanpasneHusM nes-
TeNbLHOCTU OTAEenNa;

5.4 BEIEHWE peecTpa M XpaHeHue akTOB NPOBEPOK OPraHaMu KOHTPONS W Haa3opa no
KOHTPONK cobniogeHus TpeboBaHun 3akoHodaTenscTea P® no BONpocam UCNonb30BaHnUs U
pacnopsxkeHna MMyLLECTBOM, 3akpenneHHbIM Ha npaee onepaTuBHOrO ynpaBfeHus U ad-
(PEKTUBHOCTU €ro UCNONb30BaHUA;

3.9 (POPMUPOBAHUE NNAHOB MO YCTPAHEHMUIO HApPYLUEHWIA, BLIABNEHHbLIX B XO4e NpoBe-
POK, U NpoBeAeHUe MEPONPUATUA MO NX YCTPaHEHUI!

0.6 3aKnYeHne KOHTPaKTOB NO HanpaBneHWUIo AesTeNnbLHOCTM oTaena:

./ CBOEBpPEMEHHOe COCTaBfleHWEe OTYETHOCTWN NO HaNpaBNeHUAM AeSTEeNbHOCTU oTae-
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59.10  cBoeBpemeHHOe pa3MelleHUs MHMOPMaLUKU Mo HaNPaBNEHWAM OeSTENLHOCTY
oTAenNa Ha admymansHom cante Cl16lM UK.

6. NNpaBa n o6a3aHHOCTH

6.1 PaboTHUKM oTAENa MMEKT NpaBo:

— B3aMMOAeNCTBOBATL N0 BONPOCaM, OTHOCALUMMCA K KOMNEeTeHUun oTaena, co CTPYK-
TypHbiMu nogpasgenenunamun Clrol MK v ctopoHHMMU opraHuzaumsamim:

— 3anpaluuvBaTtb OT BCeX CTPYKTYpHbIx noapasgenennit CMNErMK marepuwans: v ceene-
HUSA, HeoDXoauMbIE ANsl BbINONHEHUA (DYHKUMIA, BO3NOXEHHLIX HA OTAEN:

NPEACTABNATL NPEANOXEHUS NO NOBbLIWEHWIO 3(PPEKTUBHOCTU U COBEPLLEHCTBOBA-
HUKO aeAaTeribHoCTM Becex nogpasgenenut Cl6IMMK B yactn, oTHOCAWENCA K KOMNETeHUNM
otaena
— MNpeAcTaBMTENLCTBOBATL B YCTaHOBMEHHOM nopsigke oT umexHun CM6IrMK no sonpo-
cam, OTHOCALMUMCSA K KOMNEeTeHUMn oTaena.
6.2 PaboTHukn oThena ob6a3aHbl:
— obecneuynBaTe cBOEBpPEMEHHOE, NOMHOE M KAYECTBEHHOE BbINOJSIHEHME 3aaad, BO3-
NOXEeHHbIX HAa oTAen;
cobniogath B cBOEW paboTe HOPMbI AENCTBYIOLLErO 3aKOHO4aTeNbCTRA.

7. OTBETCTBEHHOCTb

7.1 Bclo nonHoTy OTBETCTBEHHOCTM 33 KAYeCTBO WM CBOEBPEMEHHOCTb BbIMNOMHEHUS
BO3NOXEHHbIX HacTosilWum [lonoxeHvwem Ha otaen 3agad M PyHKUMIA HeCceT HayarnbHUK OT-
Aena ynpaBneHWA rocyfapCcTBeHHbIM UMYLLIECTBOM.

7.2 CTeneHb OTBETCTBEHHOCTU ApYrux paboTHUKOB OTAENa yrnpasrieHns rocyaapCTBeH-
HBIM MMYLLIECTBOM YCTaHaBfIMBAETCA AOJTKHOCTHBIMWN MHCTPYKUMAMMU.

7.3 HavanbHuk u agpyrue paboTHUKW OTAena ynpasneHUs rocyapcTBEHHLIM UMYLLE-
CTBOM HECYT nepCcoHanbHYy OTBETCTBEHHOCTb 3a COOTBETCTBUE 3aKoHopaTenbcTBy Poccuin-

ckoun ©eaepar i ohopMnAaemMbix UMU AOKYMEHTOB.

8. Bzaumopeucrteue

8.1 BaaumopencTeue ¢ NOCTaBLUMKAMU, WCMONHUTENAMU NO BOMPOCAM 3aKTOUYEHWS U
WCNOMHEHWS KOHTPAaKTOB.

8.2 BaavnmogencTBmMe Co BCEMU CTPYKTYpHbIMKU nogpasgeneHuamu CMN6IMMK — no so-
npocam ynpasneHna HeagBMXMUMbIM UmyLlecteom CleIMMK n akonormu.

8.3 Baaumopencteue ¢ ynpasneHnem KagpoBoro ydYera v genonpouasocTBa - No BO-
npocam npuema, nepesoja, yBONbHEHMA paboOTHMKOB OTAEeNa U ApyruMm Bonpocam TpyaoBon
aestensHocTn paboTHUKOB oTaena; odopmnexus Tabens yyerta paboyero BpemMenu, rpadu-
Ka OTMYCKOB, O3HAKOMMEHUs PabOTHUKOB C pacnopsAavMTENbHbIMU JOKYMEHTAMW Mo BY3y M
T.M.; OPOPMIEHNA CNYXEDHbLIX 3anNUCOK, NPUKA30B U UHOW AOKYMEHTALMW OTAeNna; BeAEHUS
3NEKTPOHHOIo AoKyMeHToobopoTa.

8.4 BaaumopencTBue ¢ hMHAHCOBO-3KOHOMMYECKM YNpPaBieHWeM - No BONpocam tu-
HAHCOBO-3KOHOMUYECKOW AEATEeNBLHOCTU OTAENAa; NO BONpOcaM pasmeLLeHUs AoKyMEHTaLuu
ANA NPOBEAEHUSA TOPros, 3aK/IHOMEHUA W UCNOMHEHUS KOHTPAKTOB, CNUCaAHWUA WMYLLECTBA,
Haxoaaulerocs B segeHuun Cl1ol UK; yyeTta pacxonoeanusi TCM.

8.5 B3aumogencrteune c ynpasneHMeM WUHMOOPMALMOHHbLIX TEXHOMOMMIA - MO BOMpocam
TeXHU4Yeckoro obcnyxusaHus K U cpeacTs opraHvsauy
HUA KOMMbIOTEPHOW WM OpraHn3aunMoOHHOW TEXHWMKOW OTA
cpencTeamm 4ns BeINOMHEHWUA 3aa4, NOCTABNEHHbIX ne
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9 CornacoBaHue, XpaHeHMe U paccbinKa, U3MEHEeHUSA

9.1 OcHoBaHMeM ANS BHECEHWUS U3MEHEHWIA U OOMOMHEHMI B HacTosllee [lonoxeHue
ABNAKOTCA BHOBL BBEACHHbLIE WSMEHEHWA W AOMONMHEHWs B HOPMATUBHO-NPABOBLIE AKTHI,
MMEIOLLME CWNly 3aKoHa, W3MEHEHWe YCTaBa, a Takke pelweHus YuéHoro coseta CMGMMK,
yTBEPXAEHHbIE B YCTaHOBNEHHOM nopaake. Paspabotka, odopmneHve, cornacoeaHue,
yTBEpPHEHUE U BHECEeHWe u3meHeHul B [onoxeHue npoussogaTca B cootBeTcTBum ¢ Af-
01/01-2012 CMK CIN6érk.

9.2 OTBeTCcTBEHHOCTL 3@ XpaHeHWe opurvHana W KOHTPOMbHOro IKIemMApa, Tmpaxm-
POBaHWE 1 PACChLISIKY yYTEHHbIX pabounx aK3eMnnapoB HacToAwero MonoxeHWsa, UX XpaHe-
HWe OCylulecTensieTca B coorBeTcTBum ¢ A1-01/01-2012 CMK CIMN6ervk.
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