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Agnauuucrparr{BHoro Aerlapra MeHTa

Qegepa,rruoro rocyAapcrBeHHono 6rcAxerHoro o6paronare.nsuoro
yqpernAeH Hq Bbrcurero obparoeau nn <<IocyAapcrnenu uIfi l,l Hcrltryr

pyccKoro q3brKa HM, A.C. Ilyurnnna>

l. O6rune noJro reulrq
l.l.Hacroqulee rroroxeHr{e pefynnpyer AetreJlbHocrb o6uero orAeJIa

AgvuuucrparrzBHofo .uenapraMeHTa Se4epa,rlHoro rocyAapcrBeHuoro 6roaNernoro
o6paronareruHofo yqpexAeHur Bbrcrlero o6pa:onaHIaa <focyAapcrseuHHfi HHcrl4ryr
pyccKoro r3brKa r,rM. A.C. flyruxuno (4a,ree - o6qufi or,qen) r.r ycraHaBJluBaer ero
crpyKTypy, 3a1a'r.v u Synxrluu, a raKxe npaaa, o6rsaHHocrl4 rI orBercrBeHHocrb efo
pyKoBoAr4renr.

L2. O6urufi or.4er BXoAI4r B cocraB Alul.tHIrcrparliBHoro AenapraMeHra

Qegeparrnoro rocyAapcrBeHuoro 6rc,qNerHoro obpa:oeareJlbHoro yqpexAeHl4t Bllctrlero
o6paronanur <focyAapcrneuusrfi llncraryr pyccKofo q3blKa uM. A.C. llyurruua) (Aanee -
tr4Hcrrzryr) n Kypr.rpyercr npopeKropoM no HayKe.

1.3. B ceoefi AerreJrbHocrr.r o6rquft orAeir pyKoBoAcrByerct <Degepa.urur,Iu 3aKoHoM

o"r 29.I2.20I2. Ns 273-@3 <06 o6pasoeaHula e Poccuficrofi (Degepaqrr)); HopMartIBHbIMI4

rrpaBoBbrMr{ aKTaM r.r Muuucrepcrea HayKr,r r,r Bbrc[rero o6patoaauua Poccnftcroi
@eaepaunlr, rpuKa3oM Pocapxura o"r 22.05.2019 Na 71 (06 yrBepxAeHI{Lr llpannl
AeJronpor43BoAcrBa B focyAapcTBeHHbrx opraHax, opfaHax MecrHoro caMoynpaBneHnt),
npr.rKa3oM Pocapxura or 11.04.2018 J\e 44 (06 yrBepx,ueHnr llpuuepnoft LIHcrpyKuI4Lr

no AeJronpou3BoAcrBy B rocyAapcrBeHHblx opraHl43aul,ltx>, fOCToru P 7.0.8-2013
<,{e,ronpor.r:noAcrBo ll apxuBHoe AeJro. Tepvuurr 14 onpeAeneHllt> 14 LIHrIMa

HopMarHBHbrMr{ npaBoBbrMH aKTaMr,r; VcraeoNa 'tr4actrnyta HacrotuII,IM lloroxeuuela,
JroKul,'rbHbrMu HopMarrzBHbrMu aKTaMu l4ucruryra.

1 . 4. .{errelruocrsrc o6 ruero orAeJ'la py KoBoAI,IT H aqarlbHrlK orAeJIa.

1.5. B crpyrcrypy o6qero orAeJra BXoAr4r Cer<rop no pa6ore c apxr4BoM.

1 .6. llopagox H€BgarreHr4r Ha AoJrxHocrr rz ocso6oxAeHr.r{ or AoJrxHocrI,I,
pacnpeAereHr.re o6qsalrlrocreft anyrpu o6ulero orAeJra onpeAeJrrrcTcr AoJrxnocrHbrMr4

O6urr.rft orAeJr co3Aaercr, peopraHr.r3yercr u Jrr4KBnAupyercr B coorBercrBrtr
I4ncruryra.

2. Ocnonnue qe,'IH rr 3aAarru orAe,.Ia
OcHosHr,rN,rN rleJr.sMH Aetrerbuocrl{ o6rqero oraeJla gBrqlorcg:

HHCTpyKUi4rM14 paOOTHr.rKOB OTAeJra, yTBep)r(AeHHbrMr,r npOpeKTOpOM I1O HayKe.

c YcrasoNa

Ha ocHoBe eAusoii rexnuqecrcoi noJrr{THKH
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2.1.1. Opranra3auur, BeAenr4e r.r coBeprxeHcrBoBaHue cr4creMl,r Aenonpolt3BoAcrBa
u npI4MeHeHHr coBpeMeHHbrx TexHlrqecKr4x



cpeAcrB npr.r pa6ore c AoKyMeHraMr.r, MeToAr4r{ecKoe pyKoBoAcrBo r4 KoHTpoJrb

co6rloAeHrzr ycraHoBJreHHofo [oprAKa pa6orbr c AoKyMeHTaMr4 B crpyKrypHbrx
noApa3AeneHr4 flx l4BcTr'ryr a.

2.l.2.OcywecrBJIeHHe eAusoft noruruKu I4ucrvnyra
4or<yuenroo6opora.

2.1.3. Opraura3at\vs, A BeAeHr4e cncreM;t 3JreKTpoHHoro .qoryrraeuroo6opora (lanee

OcnoeHrrv 3aAaqaMr,r o6ulero orreJra .rrBrrtrorcr :

2.2.1 . Oprauusa\u*, BeAeHr.re pr coBeprueHcrBoBaHr,re AoKyMeHrarlrioHHoro
o6ecne'reHr.rq o6ulero orAeJra B l4Hcrnryre B coorBercrBr4r4 c AeficrByroulnMl{
HOpMaTLTBHbIMTZ npaBOBbrMU AKTaMIj nO AeJrOnpOr.t3BOACTBy H apXrrBHOMy Aeny.

2.2.2. KoopluHa\Lrfl 14 KoHrpoJrb BeAeHvr Aenonpor43Bo.{crBa B crpyKrypHbrx
IIoApa3AeneHI4rx tr4ucruryra B coorBercrBalt c 3aKoHoAareJrbHbrMr4 rr r4HbIMr4

HopMaruBHErMr4 [paBoBbrMr,r al<TaMlr Poccuiicrofi (De4epaqlru !t HopMarr4BHbrMrl,

MeTOAHqeCKI4Mr,r AOKyMeHTaMrr nO AenOlpOr.r3BOACTBy U apXr.rBHOMy,qeny.

2.2.3 . CoeeputeHcrBoBaHr4e rexHoJrorfiqecKrlx npoqeccoe pa6oru c AoKyMeHTaMr4 r4

Aoryrr,reHrHofi r.ruQoprrraquefi, B ToM rrr{cJre Ha ocHoBe ucrroJrb3oBaH[r coBpeMeHHbrx
uHQopuaqrouHbrx rexHoJrof urt u oprauuzaquoHHot TexHr,rxr.r.

2.2.4. Y cravoBJreHre eAr4Hbrx HopM AoKyMeHTupoBaHr.rq u npaBr4n pa6orbr
c AoKyMeHraMrr Bo Bcex crpyKTypHbrx noApa3AeJreHr,r tx l4unuryra.

3. @yHrcqHrr orAeJra

o6nacrr4

_C3D.

3.1. B coorsercrBr{H c Bo3JroxeHHbtMr.r 3aAaqaMr4

cneAylou1r4e QyHrqrzr.r :

3.1.1.B qenrx opraHrl3aUr4r.t npoueccoB

o6lrr.r fi orAen ocyrIecTBJrreT

AOKyMeHTaMr,r
x I.tx ,4oKyMeHTIIpOBaHI,It pa3paoaTr,rBaeT H BHeApreT JroK€rJrbHbre HopMaTr.rBHbre aKTbr,

pa6orbr c

pacnoprAr.rreJrbHbrx AoKyMeuroe I4Hcrnryra r.{ [oprAoK pa6orbr c Hr4Mn.

ycraHaBnuBaloxlne e.qr{Hbre rpe6oaauux tro o(poprr.rnenuro opraHr{3aur4oxxo-

3.1.2. OcyurecrBJreHue pa6o'rur c [pr4MeHeHr-reM 3,'reKrpoHHoro AoKyMeHroo6opora
(ga,ree - C3[), o6rear4Hr]oular B eArzHyro cerb aBroMarr..r3npoBaHHEre pa6ouue vecra
pa6oruuxor crpyKrypHbrx noApa3AeneHr4fi n no:sorsrouar co3Aarb eArrHylo 6a:y Aaunmx
B coorBercrBuu co ceo4uoft HoMeHKJrarypofi get l4ucruryra, Koropar o6ecnequsaer:

- perlrcTparlno BxoArulr4x, r,rcxoArrur4x, BHyTpeHHr4x AoKyMeHToB;
- BbrHeceHue pe:olroquft r.r KoHTpoJrb ucnoJrHeHr.rr no BXoArrrlr4M AoKyMeHTaM;
- KoHTpoJrb HcrroJrHeHfir AoKyMeHToB u pesolroquft;
- nepeAaqy (ornpaery) Aor(yMeHroB v 3arav rro Hr.rM r4cno.rrHr,rreJrrM;
- nor{cK AoKyMeHToB;
- xpaHeHr.re AoKyMeHToB.
3. L3. flponeprer rpaBr4JrbHocrb oQopMJreHr'u AoKyMeHToB, co3AaBaeMbrx

Mepbr no onTI,tM[3auI4I4 ,IIOKVMEHTONOTOKOB

u AoKyMeHToo6opora B rlenoM.
3 . I .5. OcyurecrBr.{er xpaHeHue noAnuHHr4KoB Y waya, peruc rpauuoHHbrx,

npaBoycraHaBJIIzBaIouIrIX AoKyMeHToB, coruaruesufi o corpyaHt4rlecrBe, opraHu3aqrioHHo-
pacnoprAr.rrenbubtx AoKyMeur:oe (npara3oB, pacnopsNenufi r4 Ap.) r.r JroKa!'rbHbrx
HOpMarr'rBHErx aKros I4Hcrr4ryTa, o6ecnevr.rBaer r,rx paccbrnKy u o3HaKoM-[eHVe c Hr1M14.
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3.1.4. Ilpunuvaer



tr4ucruryra B coorBercrBl,Il4 c

3. I .7. OcyurecrBJl{er
xpaHeHLIe, AocTaBKy kl

nuyrpeHneft), B ToM rtI4cJIe

3.1.6. Xpannr u ocyu{ecrBnreT KoHTpOnb 3a Hcno,qb3oBanuelra rep6ollx neqarefi

ycraHoBJleHHbtlr e l4ucrnryre noptAKoM.

3KcneAr,rII4oHHylo o6pa6orxy, [pI4eM, perl'Icrpallurc,

paccbrnKy KoppecnoHAeHqI4I4 (exo4aurefi, ucxoAsulefr,

nepeaauuoft no cflequ€ulbHblM cpeAcrBaM cBs3ll' BeAer

crrpaBoqHylo pa6orY no Het.
3.1.8. OcyurecrBJyer KoHTpOlrb 3a cpoKaMq r,r xoAoM LICIIoJIHeHI,I' AOKyMeHTOB,

npeAocTaBnreT peKTopy cBeAeHHr o cocTorHItI4 I4CnOIHIITeJIbCXOfr Attcqunlusu.
3.1.9. OcyutecrnnreT MeroArzqecKoe pyKOBOACTBO I4 KOHrpO,,'Il aa oprantlsaquefi

AeJro[poti3BoAcrBa B crpyKrypHblx noApa3AeneHl'Itx l4ucau'ryl a'

3.1.10. opranu:yer pa6ory no npueMy o6parqeuufi u gaswreuuil rpaxAaH I{ BeAer

Aenonpol43BoAcrBo no HlrNr s CCTV.
3.1.11. OcyUrecTBJrfler BbrAaqy rconufi, xpaHrtUnxCt e O6IIIeN{ OrAeJIe AOKyMeHToB

u 3aBepeHl4e AoKyMeHTOB B yCTaHOBJIeHHOM nOptAKe'

3.1.12. llponoAr4T Meponpurrr,rr no aKryanri3auuH re,re$ouuot'o cnpaBoqHl4Ka

tr4Hcruryra.
3.1.i3. OcyurecrBJrrer AocraBKy KypbepoM AoKyMeHroB no TpeooBaHnrc peKropa'

npopeKropoB, FraBHoro 6yxra.nrepa.
3.1.14. VqacrByer B cocraBreHl'Il'I cBoAHoft uoueurlarypbl Aen kl]flcruryra'

3. 1.1 5. Pa:pa6arblBaer u npoeKrllpyer 6lauru AoKyMeHroB'

3.1.16.llponeprer Kar{ecrBo o$opuleunr AoKyMeHroB, npe.IIcraBJIeHHbIX

Ha noAnl4cb peKropy \4ucrurYra.
3.2. Koop4nuupyer pa6ory Cer<ropa no pa6o're c apxLBoM'

4. Ilpaaa orAera
41. nns AocTrrxeHr.{r ocHoBHbtx 3aAarr oTAeI rro coHIacoBaHIIIO C [popeKTopoM

no HayKe I4MeeT npaBo:

4. 1.1. Bnocnrr, Ha paccMoTpeHrre peKropa u Ha v.{eHlIft COger I'Iucruryra

npeAnoxeHr4t nO coBepueHCTBoBaHv IO opraHu3aqlIoHuO-npanOrofi pa6Orrr e l,,Incrrlryre'

4.l.z.3anpauruaarr 14 noryrrarb B ycraHoBJIeHHoM noprAKe o'r pyrono'qurelefi

crpyKrypHtlx noApa3AeneHxil' Vlacruryra neo6xoAuuue Arq ocyuecrBJleHlrt

AerreJrbHocrI-J orAeJIa rzuQopuauzro, AoKyMeHTbl ll Marepu€lJIbI'

4.1.3. Pazpa6aTbrBarb rz BHOCr,rrb Ha paccMorpeHue peKTOpy I4ucrltryra

u sa vqesui coser I4HcruryTa [poeKTbr ]roKarbHbrx HopMaTuBHbIX aKTOB.

4.1 .4. flpusrexars tro cornacoBaHl4ro c coorBercrByloul'tM pyKoBoAlrreneM

cfleuua,lr.rcToB cTpyK.r.ypHbrx rroApa3AeJreHr,rft I4ucturyra I.xls, ocyIIecTBneHI4t

ueponpumufi, npoBoAr4Mbrx oTAeJroM B COOTBeTCTBITII C Bo3JIOXeHHbIMLI Ha Hero

NOJIHOMOTIH'MI].

4.1.5. flonyvarb flocTyfra1gulne n l4ucruryT AoKyMeHTr,l u I,lHbIe HHQopMaIIrIoHHbIe

MaTep14a,-Ibi no cBoeMy npo$Iuto Ie'TeJILHOCTII Ant O3HAKOMJICHIt',

cncTeMaTI43ltpoBaHHofo yqeTa I4 I'ICnOJIL3OBaHllt B paooTe'

4.l.6.KourponrpoBarb u rpe6onarb or pyKoBoAr'Irerlei crpyx'rypnstx

noApa3AeneHr,ri I4ncruryra abrnoJrHeHr,rr ycraHoBJIeHH6IX npaBI4JI pa6o-rur c AoKyMeHraMu.

4.1.7.flpoaoAnrs npoBepKtl cocrorHr.rr AoKyMeHTaUUOHHOTO o6ecneqeruq

B crpyKTypHr,IX noApa3AeJreHl'Itx tr4ucruryra, AoBoAl'ITb I4TorIr npoBepoK

71O pyrono4n.renefi cTpyKTypHbtx noApa3AeJreHr4n 14 peKTOpa Ant [pltHtTuq

Ilonoxeflxe oO o6ueM orrene - 0l



cooTBeTcTByrouil4x Mep.

4.1.8.Hanpannxru pexropy, Kypr{pyrcur.rM
o HapyureHrlrx ycraHoBneHHbrx npaBlrn pa6orbr c crpyr(rypH6rx
noApa3AeneHu nx Llncr uryr a.

4.1.9. BornparlarL ucrroJrHr4reJrrM ua gopa6orr<y,qoKyMeHrbr,
c HapyureHueM rpe6oraHr.rft rocyAapcrBeHHrtx craHAaproB u
no Aeronpon3BoAcrBy Vlucrury r a.

o$opureunue

4.1.10. Bsocurb flpeAnoxenlrr no coBeprueHcrBoBaHuK) $oprra n MeroAoB pa6orrr
c AoKyMeHraMu n I,Incruryre.

4.1.11. VqacrBoBar; B COBEIIIAHI.I'X NDI4 paccMoTpeHHH BonpocoB
AoKyMeHTaur4oHHono o6ecne.reHr4r AerrerbHocrn Vlunuryra.

4. 1 . 12. KoHrpo,rrapoBarb Bbr[oJrHeHrze ycraHoBJreHHbrx s tr4Hcruryre npaBtrJl
pa6orbr c AoKyMeHTaMr,r, rroAJrexaxluMrl nepeiqaqe B apxr,rB o6llero orAena.

4.l.l3.Lluerr nolulrfi Aocryr x C3A.

5. O6qraHHocru orae,ra
5. L Pa6ornraru o6uero orAeJ'ra o6ssaHH:
5. 1 .1 . Coxparurs r<oH$u4eHulra^nbHocr6 ceegeuufi, coAepxaul[xcr B AoKyMeHrax.
5.1.2. Co6nroaar6 3aKoHoAareJrbcrBo Poccuficxofi (Degepaquu, o6rqenpusuanntre

rrpr4Hunflbr H HopMbr poccuficxoro H MexAyHapoAHoro npaBa, Kacarouluec.f, c$eprr cnoefi
Ae-arerbHocrLr, a raKxe HopMbr, npeAycMorpeHnrre Vcragolr I,Iucruryra, flpaealauu
BHyrpeHHero pacnoprlKa paoorHrzKoB l4ucruryra,, Hacrorrqr.rM lloloxesnev h r4HbrMu

JIoKaJrbHbrMr.r HopMaruBHbrMr4 aKTaMr.r 14ucruryra
5. I .3. ENeroaHo npeAocraBrqrb peKropy orqer o ceoei AeqrersFrocrr4.
5. 1 .4. KaqecrseHHo 14 B noJrHoM o6reue BbrnorHrrb Bo3JroxeHHLre gana.].u

ra SyHrrlurl.

6. OrnercrneHHocrb
6.1 . Ha pyKoBoArjre,rrr orAera Bo3Jraraerct nepcoHaJrbHar orBercrBeHHocrb:
6. I .l . 3a opraHv 3arlrrlo AeqrerbHocrr.r orAeJra rro cBoeBpeMeHHoMy

u KaqecTBeHHoMy BbInoJIHeH[IIO BO3IOXeHHLIX Ha HerO 3aAarl.
6.1.2.3a opraHa3ar1urc oneparuruofi, KaqecreeHHoi loAroroBKu u acnorHenuq

AoKyMeHToB B coorBercrBr4rz c 4eficreyroulr4Mu npaBr,rfiaMu tr uHc^rpyKrlr4rMu.
6. 1 .3. 3a cBoeBpeMeHHoe r{cnoJrHeHr{e, coxpaHHocrb u nepeAaqy B apxuB npunrrbrx

e pa6ory .{oKyMeHroB B coorBercrBr'rr4 c HoMeHKrarypofi ger tr4Hcruryra.
6.1.4. 3a co6noAeHLr e pa6oruuxavu orAeJra rpyAoeoi AlrcqzflnriHbr.
6.1.5. 3a o6ecne.reHue coxpaHHocrr4 rlMyulecrBa, HaxoArulerocr B orAeJre.

npopeKropaM

AOKYMEHTAMI4 B

r.rnSoprr.raUzro

rrHcrpyKuxH

6.1.6. 3a o6ecfle.reHue co6ruoAeuux npaBrr noxapnofi 6egonacnocru, Tpe6oBanr.rfi
npaBr.rJt oxpaHbt TpyAa.

6.1.7 . 3a o6ecneqenue coxpaHHocnr nepcoH€rnbHbtx AaHHbrx pa6orHnKoB orAeJra.
6. 1.8. 3a noA6op, paccraHoBKy 14 AerreJrbHocrl pa6orHnxoB orAeJra.
6.1.9.3a co6lrogenne KoAexca eruxz pa6orur4KoB Ir o6yvaroqaxca OfEOy BO

<focyAapcraennrrfi uHcruryr pyccKoro q3brKa uM. A.C. llyruxuna>.
6. I . 1 0. OreercrBeHHocrb pa6orunxon orAeJra ycraHaBJrrrBaercr r4x AoJrxHocrHLrMr4

r.{HcTpyKrI14rMr,{.
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