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IHOJOXKEHHUE O KAHIUEJISIPUN

MenepajbHOro rocy/1aperBeHHoro 010/IKeTHOr0 yHPEeK/ACHUS HAYKH
HUneruryr ¢pusuonoruu pacrenuii um. K.A. Tumupsizea
Poccuiickoi akajeMun nayk
(MDP PAH)

1. OBHIUE IMOJOXKEHWSI

1.1. Hacrosmee Ilonoxxenue paszpaborano B COOTBETCTBUM  C
HOPMAaTUBHBLIMUA [IpaBOBLIMU axkTamu  Poccuiickont @Dejieparum, YcraBowm
DejiepanbHOro  rOCYApeTBEHHOIO  OIOJDKETHOI0  YUPEHJICHMS  HAYKH
Mncruryra ¢usmonoruu pacrenuit um. KA. Tumwupsizesa Poccuiickoi
akaneMun Hayk (daree — UDOP PAH, Muctutyr) m ompesensier NpaBoBbLIe
OCHOBEI JiesitenbnocTy Kanuensipuu.

1.2.  Kanuensipug cosjiaercest npukasom aupexropa Mucraryra.

1.3. Kanmensipuss B cBOCH  JICHTCIBHOCTH  PYKOBOJCTBYECTCSI
HOPMaTWBHBIMMU 11paBoBbIMHU aktamu Poccuiickoit Pejpepanun, Ycraom MOP
PAH, wacrostium llonoxenueM ¥ MHBIMUA JIOKQJILHBIMM HOPMATHBHBIMH
aktaMu MHCcTHTYTA.

1.4, Hacrosmiee Ilonoxkenue omnpejenseT OCHOBHBIC HalPaBIICHUS
paborel Kauienspuu.

1.5. H®P PAII B muue gupexropa B LeiusiX 00CCUCYCHUS BbILIOIHEHHS
Kanuenspue#t e€ ocHosHeIX QyHkimid, 3akperusier 3a Kannenspuei
COOTBETCTBYIOIIEE ITOMENenne, 000py/I0BaHUE, 4 TAKIKC UHOS UMYIIECTBO.

1.6. Obmee pykoBoJIcTBO JlesiTebHOCTRIO Kannensipuu ocyiecrnisier
NOMOIIHHUK JUPEKTOPa 110 Oprann3aiionibM BOIPOCaM.

1.7. Tlonmomouus, 1pana, 0053aHHOCTH, OTBETCTBCHHOCTD,
TpeboBanus K KBannpukaumu paborHukos Kannemspuu  olpeensioTes
COOTBETCTBYIOUTUMH JIOJKHOCTHBIMU MHCTPYKITASMH.
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1.8. Jlnsa obecnedenus onepaTMBHOIO BBIIOJHEHWS CBOMX (YHKIIMHA B
Kannensipun  cocrasisiercst u odopmisieTcst  JIOKYMEHTauus, KOoTopas
bopmupyercss B coorBerctBUM ¢ «lHomenknarypoi jiell  1ojipas/ienenus
«Kanuensipus».

1.9. Kanuensapusa uMeeT Kpyriyio Nedarh ¢ HauMEHOBaHUCM OTHeNa,
HAXO/ISIIYIOCS B PACIIOPSDKEHUM HavyallbHUKa OT/Iela.

1.10. ITlposepka pedrensHocTH KaHnendpuu IpOBOAKUTCA B  XOfe
IUIAHOBBIX M OTJICIBHBIX BHEIUIAHOBLIX 1PoBepoK komuccuu Mucruryra - 1o
npukasy jgupexropa MOP PALL.

1.11. Kannenspust  peoprainusyercss M JIMKBUJMPYETCs  IPUKA30M
Jqupexropa MUOP PAH na ocHOBaHMM COOTBETCTBYIOUICI'O PELICHHMSA YUYCHOIO
cosera Mucruryra.

1.12. llpu pcopranmszauumn Kanuensapuy, HMEIOMMEcs B OTHENE
JIOKYMCHTBI 110 OCHOBHOM JICSTCILHOCTH JIOJDKHBI OBITH CBOEBPEMEHHO
lepe/lanbl Ha XpaleHue 1paBolpeeMinKy, a 1PH JUKBUAAIMA - B apXUB
HucrturyTa.

2. CTPYKTYPA
2.1. Crpyxrypy u wrar Kapuenspuu yreepxjaact aupexrop MOP
PAH vim ynoimmoMo4ennoe UM JI0JKHOCTHOE JIAILO.
2.2. Henocpencreegnoe pykosoxcTBo Kanuenspueid ocyniecrniger
HaYalbHAK OTJICIa.

3. HEJIU U 3AJIAYHA
OCHOBHOM 1LIEBIO JlesTeNbHOCTH Kantenspuu sisisieTcs:

- Opranu3arus, BeJICHUE u COBEpIICHCTBOBANUE CUCTEMBI
JIOKYMCHTAIIMOHHOI0 obectieyeHus;

- cobiojierue  1paBuil, OOCCHEYUBAIONMIMX  IOPUIUMYECKYIO  CHITY
JIOKYMEHTOB,  COOTBETCTBHE  MX JICUCTBYIOLIEMY  3aKOHOJATENILCTBY,
IPaBUIBHOCTE O(OPMIICHHS, KAYECTBO COACPKAHMUA.

K ocrosubiM 3ajiauam Karenspuu oTHoCs TCS:

- COBEPIICHCTBOBAIHNE CHCTEMBI JIC/IONIPOU3BO/ICTBA;

- KOOpIMHAIMS Bejienus jenonpoussojcrsa B MHcTHTyTE, Opranusanys
JIOKYMEHTOO00pOTa, KOHTPOJL  BXOJMIIe M ucxojsmiell  ciyxeOHOM
JIOKYMCHTAIINH;

- IIOCTOSIHIIOC — COBCpIICHCTBOBAIMC (GOPM M METOHO0B  paboThl ¢
JIOKYMEHTaMH;

- opraumzan@s  coOJIOfeHust  TPOIE/yphl  COTJIACOBAHUS  IPOCKTOB
NPUKA30B, PaACIOPsHKEHHH  JHpeKTopa M JIPYIMX  OpraHM3aiMoHHO-
pPACHOPSIMTCIBIBIX JIOKYMCHTOB;
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- y4YacTHe B IpeJeliax CBOSH KOMIIETCHIIMH B IIOJTOTOBKE M HCIOTHEHUH
yIpaBlIeHYeCKUX peniennil pykosojcrsa Mucruryra;
- COKpaIlCHUC JIOKYMCHTO0DOPOTA.

4. ®YHKIHUHN

OcHoBHBIMM OYHKUMAMY KaHTICTSIPUA SBISIOTCS:

4.1. Opramuzanus 4 BeJEHKUE JICIONPOU3BOJICTBA B COOTBETCTBUU C
(he/iepalibHBIMK CTAIAPTAMH U HOPMATHBHO-METO/IMHYCCKUMH JIOKYMEHTAMM.

4.2. llpuewm, peructpanus, yuaer, XpaHeyue U paccbliKa I10CTYIIAIOIIEH,
OTIIPABISICMOM U BHYTPCHHEH JIOKYMCHTAIIHH.

4.3. Meroguueckoe PpyKOBOJICTBO paboTOH ¢ JIOKYMEHTaMu B
CTPYKTYPHBIX ITOAPA3IICIICHUAX.

4.4. Opranuzaiist  CBOEBPEMEHHOIO  paccMOTPEHUs  JUPCKTOPOM
MucTuryTa nmocryamonmx JJOKyMeHToB.

4.5. OcyniecTBICHUE KOHTPOIS 32 UIPABUIBHOCTBIO O(QOpPMIICHUS
JIOKYMEHTOB, IPEJCTABIISIEMbIX Ha I1OJIINCH Jiupekropy Mucturyra.

4.6. Ob6eccricyenue  COOTBCTCTBYIOIICIO — pexuMa  JlocTylia K
JIOKYMEHTaM, HMMECIONIUM I'puU( KOHPHWICHIHAILHOCTH, U HCIOIbL30BAHUSs
uHpOpMaIliK, CojlepKalllelics B HUX.

4.7. Ob6ecneuenue COXpPaHHOCTH [POXO/ISLICH caryeOHOH
JIOKYMCHTAIIAH.

4.8. VYwuacrue B pabore oxcueprnoid kommecnu HOP PAH  wo
NOATNOTOBKE K IIepejade B apXWB JOKYMCHTOB, MMCIOIMX JIOJTOBPECMCHHBIC
(IIOCTOSIHHBIE) CPOKM XPAHCHMsI; BBIJICICHME K YHUYTOXCHUIO JOKYMEHTOB C
WCTEKIIIMMHA CPOKAMU XPaHEeHHS.

4.9. ®dopmuposanme Jici, UX XpaHeHue, IIOJATr0TOBKA U CBOCBPCMCHHAS
cnrada B apxus M®P PAIl (jlokymenrtanslblX MaTCpHAalOB, 3aKOHYCHHBIX
JIeIIONPOU3BOICTBOM, MJIM KOMIIBIOTEPHBIX OAHKOB JAHHBIX ).

4.10. Opranuzanusi KONHUPOBAHMS M  OIEPATUBHOIO Pa3MHOKEHHUS
JTOKYMCHTOB.

4.11. Pazpabotka ¥ IpoeKTHpoBanye OJAIKOB JOKYMEHTOB.

4.12. Ywacrue B 1ocTaHoBKE 3ajiad, paspaboTke, NPOCKTUPOBAHUU M
BHEJ[PEHUH HOBBIX UH(OPMAITMOTHBIX TEXHOJIOTHN B MHcTuTyTE.

4.13. Yuactue B paspaboTke HOPMATUBHO-METOMUYECKUX TOKYMCHTOB
no pejpenuto jenonpounssojacrsa B3 MPP PAH (mucrpykumit mo pabore ¢
JIOKYMEHTaMH, TOJIOXKEHUH 00 3KCHepTHOW KOMHCCHH, OJAHKOB CiyKeOHBIX
JIOKYMEHTOB, ynuhuiuposanusix  dopm jokymenros HMOP  PAH  (no
COrilacoBaluMIo ¢ JMpekTopoM Mucturyra) u opranusanys UX BHCIPCHHUS.

4.14. PaszpaboTka ¥ BHCJPCHHE HOBLIX TEXHOJIOIMYECKUX IPOIECCOB
paboTel ¢ JIOKYMEHTAMH, COBEPIICHCTRBOBAHNE aBTOMATU3NPOBAHHEIX CHCTEM M
TEXHOJIOTHIA (C y4eTOM IIPUMEHCHHUS CPEJICTR BHIUMCIUTEILHON TCXHUKH).
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4.15. Pazpaborka W oprasuzauds MCPOIPHMATHH 110  YIYYIICHHAIO
nestrensnocTu Kamntenspuu.

4.16. Pazpaborka  mepoupustail 110 3ammre  undopMaimm,
COCTABJIAIONIEN MOCYIaPCTBECHHYIO, KOMMEPYECKYIO U CIYKeOHYIO TaiHy.

5. OTBETCTBEHHOCTD
5.1. Pabornuku Kanuemnspuu HecyT JIMCIMINTHHAPHY IO
OTBETCTBEHHOCTL 3a HECBOCBPEMCHHOE MIIM HEHAJJIe)Kallee BBIIOIHCHUE
BO3JOKCHHBIX Ha HUX (YHKUMHE B COOTBCTCTBUU C  JICHCTBYIOIIAM
3aKOHOJlaTeibeTBOM 0 Tpyjie Poceuiickoin Mepeparun, Ycrasom UPP PAH,
lIpaguinaMu  BHYTPEHHEIO  TPYHOBOI'O  pacloOpsjika M JOIKHOCTHBIMHA
UHCTPYKIHSMH.

6. B3AUMOJIEMCTBUE C JIPYTUMU CTPYKTYPHBIMHU
HOAPASAEJEHUAMMUA

6.1. Kannemspus, B3aMMOJICHCTBY S co CTPYKTYPHBLIMA
nojipaszeneHusiMu Micruryra, mmeer 1paso 3allpaliMBaTh HHQOPMALMIO U
JIOKYMCHTBI,  HCOOXO/MMBIE  JUlst  BbUIOJHEHMsS.  3ajad4, (QyHKIMA U
JIOJDKHOCTHBIX 00S3aIIHOCTCH.

6.2. L BBITTOJIHCHMS bynkimii 151 peanusalnu pas,
HPEYCMOTPEHHBIX HACTOAIMM TojoxkeHueM, Kauunenspus ocyniecTniser
CBOIO JIEATEIBHOCTL BO B3aUMOJICHCTBHM C pykoBojcTBoM HMucturyra wu
PYKOBOJIMTEINISIMU CTPYKTYPHBIX 1o/pa3ienenuii. BzanMojencreyer:

CO GCeMU CIPYKIMYPILBIMU ROOPAZOC/LEN UM RO 60RPOCAM.

- JIOKYMCHTAIIMOHHOI0 00ecIieueHus YIIpaBICHUS;

- BCJICHHSI JICIIONTPOU3BOJICTBA;

-~ COBCPIICHCTBOBAHMS MCTO/I0B PabOTHI € JIOKYMCHTaMMU;

- OpraiM3aliMu KOHTPOIs U LIPOBEPKU MCIIOJHICHHS! JIOKYMEHTOB;

- [epe/ladyd BXOASIUCH M LpUeMa MCXOJSIIEH, ABHIKEHUs BHYTpPEHHEH
JIOKYMEHTAIMY (KOPPECIOHICHIINHN);

- IIOAIOTOBKHM M IIPC/ICTABICHMA [IOKYMCHTOB;

- BBIJIAYM KOLMH 1IPUKA30B, pacIIOPSDKCHMM, CIIyKeOHbIX 3allMCOK U T1p.;

- COIJIACOBAHMS M YTBEPKICHUS JOKYMCHTOR;

- COBMECTHOI'O BBIIIOJHEHUS paboT;

¢ MEXIUYCCKOU CIYICOD I MO IKCRIYAMAUUL 30ANUH, COOPYICCILUIL U

HAYUHO-MEXTUYCCKOZ0 000PYO0GAILUsL RO 6OAPOCAM:
- obecricueHusi peMOHTa ITOMEIIEHHH 1 000pYIOBAHUS;
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¢ hunancoso-rKonoMuUNECKUM yupasiaenuem no 60NPoCam:
obeccrieucHUs OPITCXHUKOM, 000pY/10BaHHUCM, KaHIe/APCKUMHU
IIPUHAJUICIKHOCTSIMU, OIIaHKaMHU JJOKYMEHTOB;

YKPEIJIEHNsI M PA3BUTHS MATCPHAJIbHO-TCXHIICCKOH 0a3pl;

[IOATOTOBKM IIPOEKTOB M M3MEHEHHUs IITATHOIO paclucaHus wu
00OCHOBaHUS K HEMY;

cTpyKTypbl MHCTHTYTE;

ApXUBHOIO XpaHCHUsS U UCITOIL30BAHUS JIOKYMCHTOB;

C OmMOeNoM Kadpoe RO 6ONPOCaM:

110/100pa U PACCTAHOBKM KaJ[POB;

[pecTaBICHus padOTHUKOB K IOOIIPEHHIO;

MPEIOCTABJICHUST XAPaKTCPUCTHK Ha padOTUMKOB, IPUBIEKAGMBIX K
MarepuagbHON M JIMCHUILIMHAPHONA OTBETCTBEHHOCTH,

O0OBSCHUTENLIBIX  3allMCOK  OT  HapylIuTelIeH TPYJOBOH U
PO(ECCHOHALHON JMCIMITITMIBI | JIP.;

NIPE/UIOKCHHI 110 COCTABJICHUIO I'padHKa OTITYCKOB;

[peloCTaBICHus PabOTHUKAME KaHLCNAPHK CBEJeHHH 00 H3MEHCHHH
CBOMX [IEPCOHANBHBIX JIAHHLIX;

mauMeHosanuit joipkuocted, M.M.0O., KOHTAKTHBIX M APYrUX IHaHHEBIX
padoruukoB McTruTyTa JUIA 1CICH BeJIeHHs JICTONPOH3BO/ICTBA;

JOPUCKONCYJILHIOM HO 6ORPOCAM:

TONYUCHUST PA3BACHCHES ASHCTBYIONIErO 3aKOHO/ATE ILCTBA;

MOJIYYCHMs [IPABOBOM IIOMOINM B  I0JIrOTOBKE W Oo(opMIICHUH
PasiIMyYHoro pojia 1PaBOBLIX JOKYMCHTOR;

IIPOCKTOB IIPUKA30B, PACIIOPSDKCHUM, MHCTPYKIMH JUld  1PaBOBOM
IKCIEPTU3bI U BUZUPOBAHMUS.

Jlner cornacoBanus
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(CTPYKTYPHOC [10/1pas/elIeHHE)

Jloipknocts [Tojnmcn Wimnmasint, amusins Jlara
Pazpaboran: Hauanbiuk o1jieina _Fre s JILH. Annmxanosa 02.10.2023
(Kamerspus) L @ [N (—
Corsacopait: IOpuckoncynnT e I".B. Briikanosa 02.10.2023
Havanbnuk orjena //, T.A. Tumonunna 02.10.2023
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