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1. OBULIHME ITOJIOKEHMUSI

l.1.Hacrosimee Ilonoxenue YCTAHABIMBACT 3anayu, (YHKUMH, TpaBa, NOPSAOK OpraHu3aiuu
ACATEIIBHOCTH  CTPYKTYPHOTO  I1O/Ipas/iesieHus! Uncruryra — ormena JCNIONPOU3BOJACTBA H
AokymenToobopora (OJI[]), ero B3amMoneiicTeue c ApYrumMHu mnozapaszeneusmd YOV BO
«Kamckuit  uHCTHTYT FYMaHHTApHBIX W MHIKCHEPHBIX TEXHOJIOIHIDY (nanee Hucrtutyr) u
CTOPOHHHMH OpPraHH3aIHsIMH.

1.2.0tnen nenonpownssozncrsa u JOKYMEHTO000POTA BO3IJIAB/ISAET HAYATBHHUK, KOTOPBIH Ha3HAYaeTcs u
0CBOOOKIAETCS OT JIOJKHOCTH NpHKa3oM pektopa MHCTHTYTA.

1.3.B cocras otnena nenonponssoncrsa u AOKYMEHTOOOOPOTa BXOAUT apXuB. JlesTeIbHOCTS apxuBa
periamenTupyercs Ilonoxennem o6 apxuse. Honpasnenenne cospaercs u JIMKBHIHPYETCS
TNIPHKA30M peKTopa.

1.4B cBoeii nestensHOCTH OTHEN ACJIONPOH3BOAICTBA M JIOKYMEHTO0GOpOTa PYKOBOJICTBYETCS
JACHCTBYIOIIMM  3aKOHOATENBCTBOM P®,  mopmarusHo-pacropsiauTesbHBMH JIOKYMEHTaMH
Munncrepersa o6pasoBanus u Hayku PO, YcraBom UuctutyTa, NIPHKa3aMH U PacropsKeHHAMHM
PEKTOpa M HacTosmuM [Tonoxenuem.

2. OCHOBHBIE 3AJIAYH

2.1.0cHOBHBIMHE 3a/1a9aMK OT/IeNIa ACTIONPON3BO/ICTBA H JIOKYMEHTOO60POTA SBISIOTCS:
a) MOJArOTOBKA W oopMIIeHHE JIOKYMEHTOB B COOTBETCTBHH C NCHCTBYIOIIMMH CTaHAApPTAMH M
NpaBHJIaMH;
0) coBepuIEHCTBOBAHHE CHCTEMEI AenonpousBoacTsa B UHCTHTYTE;
B) ONITHMH3AIHs CHCTEMBI AokymeHTOoOG0pOTa B MHCTHTYTE;
I) OpraHH3alHOHHO-METOIHYECKOe PYKOBOJCTBO, KOODJIMHAUMS W KOHTPOJNb JEATETbHOCTH
CTPYKTYPHBIX noapasaenenuit MuctuTyTa no BOMpPOCaM ZeJI0NPOM3BO/ICTBA H ApXHBHOTO JieJia;
) KOHTPOJb Haj CBOCBPEMEHHOCTBIO TIOCTYIUICHHS B apXHB JIOKYMEHTOB, 3aKOHYEHHBIX
JICJIONIPOH3BOCTBOM;
€) BHEJIPEHHE HOBBIX METOJIOB OpPraHU3allii JIEIONPOU3BOJICTBA, B TOM WYHCIE HA OCHOBE
HCTIOJIb30BAHNS COBPEMEHHBIX HH()OPMAITHOHHBIX TEXHOJIOIHIL.

3. ®VHKIHHU OTIEJIA AEJIOITIPOU3BOJICTBA U AOKYMEHTOOBOPOTA

3.1.0tzen genonpon3soacTsa u AIOKYMEHTO00OPOTA BHIMOJHSET CIEAYIOMIHE byHKUMH:

3.1.1. lokyMeHTaumoHHO obecnieyeHne NesTeIbHOCTH OpraHu3anuu;

3.1.2.PaspaboTka u HcnomHeHHe HOMEHKJIATYPBI JIeJl, HHCTPYKLMH M JApYrHX HOPMaTHBHO-TIPABOBBIX
AOKYMCHTOB 110 BEJICHHIO JEJIONpPOH3BOICTBA B HUncturyre, cpoeBpemennas obpabotka
nocTynaiomei - oTnpasisemoi KOppEeCoHACHIMH, obecneueHne MX JOCTABKH 110
Ha3Ha4YeHHIO;

3.1.3. Ocymecranenne KOHTPONIA Hax TNpaBHIBHBIM (OPMHpPOBAHHMEM jen B noJipas/ie/IcHHAX
HWucturyra n noaroroska MAaTCpHaJIOB K CBOCBPEMEHHOI Claue B apXHB;

3.1.4. Perucrpanus, yuer, XPaHCHHE W TNepe/iada B COOTBETCTBYIOLIHE CTPYKTYpPHBIE TOJpa3/ie/ieHHs
AOKYMEHTOB TEKYINErO JENONPOM3BOJCTBA, B TOM HHCie NPHKA30B W pacropsKeHHil
PYKOBOJCTBA, pOpMHpOBAHHME JIeJ ¥ ¢/1a4a HX Ha XpaHeHHe;
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3.1.5.OcymecTBisieT cHCTEeMaTHYECKH KOHTPOJIb 33 CBOCBPEMEHHBIM MPOXOXKIEHHEM H HCIIOJHEHHEM
AIOKYMCHTOB B COOTBETCTBHH C PE30JIOUMEl PEKTOpPa M NPOPEKTOPOB Uncruryra, anamms
COCTOSIHH S HCTIOJIHHTENIBHOM IUCIIHITTHHEL,

3.1.6.Oprannsyer paGoty apxmuBa WHCTHTYTA B COOTBETCTBHH C JICHCTBYIOIIMMH  HOPMaMmH,
obecrieunBaeT coGMIONCHNE TPaBHI XpaHEHHS, KOMIUICKTOBAHHS, y4YeTa M HCIOJIb30BAHHS
apXHBHBIX JIOKYMEHTOB;

3.1.7.YuyacTByeT B OATOTOBKE CO3LIBAEMBIX pykoBozcTBoM MHCTHTYTA COBeIannii, 1e0BBIX BCTpew;

3.1.8. PaspaGareiBaeT M BHEIPSET TIPE/UTOKEHHS 110 COBEPIICHCTBOBAHHIO CHCTEMBI JIEJIONPOU3BOICTBA
B UuctuTyTe;

3.1.9.0cymectsnenne B npemenax cBoeii KOMIIETCHIIMH HMHBIX (QYHKIUHMH B COOTBETCTBHH C
Ha3Ha4YeHHeM M 3anavamu MHcTHTYTA.

4. TIPABA U OBSI3AHHOCTH

4.1.Ilpaa ® oGs3aHHOCTH COTPYIHHKOB OTZA€Na JEJONpPOM3BOACTBA H J0KymMeHToob0opoTa
ONPENCAOTCH B COOTBETCTBHHM C TpeGOBAHHSMH 3aKOHOJATENbCTBA POCCHIiCKOI Denepannm,
YcraBa, JIOKQIBHEIX HOPMATHBHEIX AKTOB Wnctutyra, Hactosimero ITonosxeHns, MOMKHOCTHEIX
HHCTPYKIHIA,

4.2.CoTpyTHHKH OT/leN1a IeNIONPOH3BOACTBA H JOKYMEeHT0000pOTa HMEIOT TIpaBo:
a) TpeGoBaTh OT pyKoBOAMTENElt MO/PA3/IENCHHH W HCIIOJHATENEH MaTepHalbl, HEOBXOHMbIE
PykoBoACTBY MHCTHTYTa, a Takke HHOPMALHIO 06 HCIIOTHEHHHU PCIICHHH COBETOB, NMPHKA30B W
pacriopsbkeHnii pykososictBa MHCTHTYTa;
0) TNpoBepATH NpPaBHILHOCTH BEICHHS ACJIONPOH3BO/ICTBA B  MOJPA3NICIICHHAX, YKA3bIBATh
PYKOBOZHTEJISIM 1OJIpa3/Ie/ICHNil Ha BBISIBJIICHHBIC HEJOCTATKH | TpeGOoBaTh HX yCTpaHeHHs;
B) BO3BpAlllaTh HCIOIHHTESM JIOKYMEHTBI, OQOPMIICHHBIE C HapYIIEHHEM YCTAHOBIEHHBIX
TpaBuI AenonpoussoacTea B UHcTHTYTE.
r) OAITUCHIBATE H BU3MPOBATH JIOKYMEHTHI B npeaenax cBoeH KOMIETEHIHH.

S. OTBETCTBEHHOCTH

5.1.0TBeTCTBEHHOCT 3a Ka4ecTBO M CBOCBPEMCHHOCTD BBINIOJIHEHHS BO3JIOKEHHBIX HACTOSIIINM
Ionoxennem Ha oTaen nenonponssoncTea u JAOKYMEHTOO00pOTa 3a/1a4 HECET HAYAIBHUK OT/IeIa.

5.2.Pabothukn oTmena Hecyt NICPCOHANIBHYIO  OTBETCTBEHHOCTh B MpEJeNaX A0JKHOCTHBIX
obs3aHHOCTEi].

5.3.PaGotauk otaena Moryt GeiTh TIPHBJICYCHBI K IHCUMIUIHHAPHOMH, MaTepHalbHOM, YroNoBHOI
OTBETCTBCHHOCTH B CJIy4ae U B IOPSJIKE, IPEAYCMOTPEHHOM 3aKOHOIATe bCTBOM PaD.
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