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F'OCT 7.71-96(6862-95) CUBU]JI. HaGop KOAMPOBAaHHBIX MaTEMAaTHUYECKUX
3HAKOB JIJ1s1 0OMeHa Oubauorpaduyeckoit nHGopMaruei.

I'OCT 7.73-96 CUBU/. Ilouck u pacnpoctpaHeHue uHpopmauuu. TepMUHBI U
OTIpeIeTICHHUSL.

I'OCT 7.74-96(UCO 5127-6-83) CUBUl. NndpopMaimOHHO-TIOUCKOBBIE SI3bIKH.
TepMHUHBI U ONIPENEIICHUS.

roct 7.76-96 CHUBUIA. KommiexkroBaHue  QoHIa  JTOKYMEHTOB.
bubmorpaduposanue. Karanoruzamus. TepMUHBI 1 ONIpeIeICHHUS.

I'OCT 7.80-2000 CHUBUJI. bubnuorpaduueckas 3anuch. 3arojoBok. OOmue
TpeOOBaHMS U MTPABHIIA COCTABIICHHS.

I'OCT 7.82-2001 CUBUA. bubnuorpaduueckas 3amnuch. bubnuorpapuueckoe
OIHCaHUE IEKTPOHHBIX pecypcoB. Obmue TpeOoBaHUs U TIPAaBHUIIA COCTABICHHUS.

Iroct 7.83-2001 CHUBUJ. OnextpoHHble wu3aaHus. (OCHOBHbIE BHUIBI WU
BBIXOJIHBIC CBEJICHUSI.

3 TepmuHbl, onpeeieHUs U COKPALIEHUS

B HacToslieM  JOKyMeHTe cHCTeMbl MeHemkMeHta kadectBa (CMK)
NPUMEHSAIOTCS CIIEAYIOIIUE TEPMHUHBI C COOTBETCTBYIOIIMMH OIPEICICHUSIMH H
COKpalICHUSAMMU:

CT PK — crannapt Pecniyonuku Kazaxcras;

NCO — MexayHapoaHasi cUCTEMa CTaHIapTU3aLINH;

I'OCT — MexxrocygapCTBEHHBIN CTaHAapT;

CMK - Cucrema MeHeIKMEHTA KaUueCTBA,

[1P — nmpaBuia;

[TPK — npencraBuTesib PyKOBOACTBA 110 KAYECTBY;

MK u A — ieHTp MEHEPKMEHTA KauecTBa U aKKpeIUTalllH,

ABUC — aBTomaru3upoBaHHas 6ubIuoTeuHass HHPOpPMAIIMOHHAS CUCTEMA;

NPBUC — unTterpupoBanHas 6nbanoTednast HHGOPMaIMOHHAs CUCTEMA;

VY JIK — yHuBepcanbpHas JeCATUIHAS KiIacCU(UKaIus;

BBK — 6ubnuoreuno-6ubnuorpadudeckas KiaccupuKaims;

ABTOMATH3MPOBAHHAs  OUOJMOTEYHO-MH(OPMAIMOHHASL  CHUCTeMa  —
KOMIUIEKC TPOTrPAMMHO-TEXHUYECKUX CPENICTB, MpEeAHA3HAYCHHBIX I cOopa,
XpaHEHHUs, IOMCKA U BbIaYl HHPOPMAIIUHU TTOTH30BATENSIM TI0 UX 3aIIPOCAM.

baza pgansnbix (BJ[) — COBOKYNHOCTh [JaHHBIX, OPraHU30BAaHHBIX IO
ONpENICICHHBIM TPaBUJIaM, MPEIyCMaTPUBAIOIIMM OOIIME TPUHIMUIBI OMUCAHUS,
XpaHEHUsl JTAHHBIX U MAHUIYJIUPOBAHUSA JAHHBIMU, HE3aBUCUMBIX OT IPUKIIATHBIX
MIPOTPaMM.

bubanoreka — nnpopManrionHoe, KyJIbTypHOE, 00pa30BaTEeIbHOE yUPEKICHUE,
pacronararoniee OpraHM30BaHHBIM (OHIAOM THUPAKUPOBAHHBIX JOKYMEHTOB U
MPEJOCTABISIONIEE UX BO BPEMEHHOE IMOJIb30BaHUE (PU3UYECKUM U HOPUANYECKUM
aunaM;  OuMOIMOTeKa MOXKET ObITh  CaMOCTOSITEBHBIM — YUPEXKICHHUEM  HIIH
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CTPYKTYPHBIM MOAPA3/ICICHUEM MIPEANPUATHS, YUPEKACHUS, OPTraHU3ALUY.

OO6cay:xkuBaHHe — COBOKYITHOCTh PA3JIMUHBIX BUJIOB JIESITEILHOCTH OMOIMOTEKU
0 YJIOBJIETBOPEHHUIO NOTPEOHOCTEH ToOJIb30BaTeNied MyTeM MpPelOCTaBICHUS
OMOJIMOTEUHBIX YCIYT.

Nudopmanuonnoe o0ecrieyeHMe  —  COBOKYIIHOCTb OubOIMOTEUHO-
UH(POPMALIMOHHBIX PECYpCOB W YCIYT ISl yJIOBJIETBOPEHHUS JOJITOBPEMEHHBIX
noTpeOHocTel B MHGOPMAIIUU.

Nudopmanuonnbie pecypchbl - COBOKYIHOCTb OuOIMOTEUHO-
oubnuorpauyeckux  JIOKYMEHTOB, CHeuanbHO OpraHU30BaHHbIX  JUIS
3¢ (PEeKTUBHOTO MOTYUEHHS] HHPOPMALIIH.

JIoKyMeHT — MaTepuaibHblii OOBEKT ¢ 3a(pUKCUPOBAHHONW HAa HEM HH(OpMaLuen
B BHJI€ TEKCTA, 3BYKO3aITUCH WJIM M300PaKEeHHUS, IPeTHA3HAYCHHBIN JIJIS Iepeadn BO
BPEMEHU U MPOCTPAHCTBE B IEJISIX XPAHEHUS U OOIIECTBEHHOTO UCTIOIB30BAHMS.

3anuch Oudbamorpadguyeckasi — 3jeMeHT OuOnuorpaduueckoir nHdopmaluy,
dukcUpyrOIMi B JOKYMEHTAJIbHON (hOpMeE CBEACHHUS O JOKYMEHTE, MO3BOJIAIOIINE
€ro WACHTUPUIMPOBATHb, PACKPBITH €ro COCTaB U COJEpKaHUE B LEIAX
OouborpaduIecKoro moucka.

NunexkcupoBanue JOKYMEHTOB — BBIPAKEHUE COJEp)KaHUS JOKyMEHTa Ha
MH(POPMAIIMOHHO-TIOUCKOBOM SI3BIKE.

Nudopmanuonnass ycayra — IpeaoCTaBICHHUE I0OJIb30BATEN0 HH(pOpManuu
OIIpE/IeICHHOI0 BU/IA 110 €r0 3aIpocy.

KommnuiekToBanue ¢oHIa — COBOKYIHOCTb IPOILIECCOB BBISBICHMS, OTOOpA,
3aKa3a, IpUOOPETEHUs, MOJIYyUEHUSI U PETUCTPALUU JOKYMEHTOB, COOTBETCTBYIOIINX
3a7a4aM OMOJIMOTEKH.

O6paboTrka OuMOJHOTEYHASsT — COBOKYIIHOCTh IIPOIIECCOB  TOJTOTOBKHU
JOKYMEHTOB K MX JaJbHEHIIEMY UCIIONIb30BAaHUIO U XPAHEHUIO B OMOINOTEKE.

Opranmsanus npouecca — JeATENbHOCTb, NPUBOJAIIAS K YHOPSAOYEHHOCTH

npoiiecca.
IMoab30oBaTenb OubdAMOTEKHM — (QU3MUECKOEe WIM IOPUAMYECKOE JIHIIO,
MOJIB3YIOIIEECs YCIIyraMu OMOINOTEKH.
Cucremaru3zanusi — KIacCU(PUKAINMOHHAS CHCTEMAaTH3alus, MPUCBOCHUE

JTOKyMEHTaM KJIacCU(HUKAIIMOHHBIX MHIACKCOB B COOTBETCTBHUH C IIPaBHJIAMH KaKOTO-
100 Knaccu(UKAIMOHHOT0 HHPOPMAITMOHHO-TIOMCKOBOTO SI3bIKA.

DJIEKTPOHHBII KaTajJor — MallMHOYUTAeMbIi OHMOJIMOTEUHBIA KaTaJor,
paboTaronuii B peaIbHOM PEXHUME BPEMEHHU M IMPEIOCTaBICHHBIA B PAaCIOPSKEHUC
YUTATEIEH.

4 OTBeTCTBEHHOCTH M MMOJTHOMOY U

4.1 Vreepxnaer Hactosue npasuia ([1P) IepBerit mpopekTop.
4.2 OTBETCTBEHHOCTb 3a BHEJIpPEHHE TPeOOBaHUM, yKa3aHHbIX B Hactosuux [1P
HECyT TpeAcTaBUTeNlb pyKoBojacTBa 1o KadectBy (IIPK) u paspabotumk -
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PYKOBOJIUTENTH OMOIMOTEKH.
4.3 OTBETCTBEHHBIM 3a pa3pabOTKy W BBEJCHUE HACTOSIIMX MPaBUJI B JICUCTBUE
ABJIETCS] PyKOBOJAUTENb OUOINOTEKH.

5 O01ue moJ1oKeHust

5.1 Vnpasnenue HHPOPMALMOHHBIMH pecypcamMu OUOIUMOTEKH oOOecreurnBaeT
3 PEeKTUBHBIN CEPBUC, TOYHOCTH M CBOEBPEMEHHOCThH BBHITIOJIHEHUSI 3alpOCOB,
rapaHTUPYIOIIUX  YJIOBJICTBOPEHHOCTh MOTpeOUTENIe TyTeM  HENPEepPHIBHOTO
YIIYUIIEHUS CYIIECTBYIOIINX MPOIIECCOB.

5.2 VYnpasnenre MHPOPMAITMOHHBIMU peCypcaMu CIOCOOCTBYET HEMPEPHIBHOMY
YIIYUIICHUIO TEXHOJOTUUYECKUX MPOIIECCOB OMOIUOTEKH.

Nudopmanmonnsie pecypcbl OMOIHOTEKH — 3TO (OH JOKYMEHTOB, CIPABOYHO-
oubnmorpaduueckue U HUHGOPMAIMOHHBIE CUCTEMBI, AJICKTPOHHBIC JOKYMEHTHI U
U3JIaHUS.

5.3 Ynpasnenne nHGOPMAIIMOHHBIMU peCypcaMu B OMOJIMOTEKE BKIIIOUYAET B ceOs
IPOLIECChl: KOMIUIEKTOBaHHE, y4eT U 0O0pabOTKy JOKYMEHTOB, OpTraHHM3aIHIo,
pa3MellleHhe M MCIOJb30BaHWE (OHIA JTOKYMEHTOB, CO3JaHUE AJIEKTPOHHOTO H
TPAIULIMOHHOTO  CIPAaBOYHO-OMOIMOrpaduyecKkoro  ammapara, HCIOJIb30BaHUE
COOCTBEHHBIX JJIEKTPOHHBIX PECYpPCOB, NPEIOCTABICHHE IOCTyNa K YIAJICHHBIM
pecypcam.

Bcemu niporieccamMu yrpaBiseT pyKOBOJIUTENIb OMOINOTEKH.

5.4 IIpaBuita KOMIUIEKTOBaHUS (HOH/IA.

Mogens mporiecca KOMIUIEKTOBaHUSA (OHIA SBISETCS THUIOBOW. Bxomamu
mpolecca  CIykKar: TeMaTHUKO-THUIOJOTUYECKH TUTaH KOMIUIEKTOBaHHUSA, OJIaHK-
3aKasbl, 3asBKH Kadeap, nmoanucka. Beixon mporecca — nmpuoOpeTeHHbIE TOKYMEHTHI
U TIepBOHAvYaIbHBIC OnbIMorpadrueckre 3anucy Ha HUX.

[TpaBuna komruiekToBaHUS (DOHIA PETIIAMEHTUPYET MOPSIOK:

— BeisiBnenue, otbop, 3aka3 u mpuoOpereHue nutepatypbl (MHCTpyKImMsS mo
paboTe ¢ u31aTeIbCKUMH U KHUTOTOPTOBBIMHU OPTaHU3AIUSIMH )

— TIONy4YeHUs, TMpUEMa, TEXHUYECKOW o0O0paboOTKM JOKYMEHTOB, yd4eTa W
pacmpeneneHuss JOKyMEHTOB, BeJCHHS (DMHAHCOBO-OYXTalTEPCKONH OTUYETHOCTHU
(MucTpykius o mopsiake yuéra ¢poHaa JOKYMEHTOB);

— CIIMCaHHE TOKYMEHTOB;

— apXWBUPOBAHUS W CIHMCAHHS JOKYMEHTOB MO ydeTy OuOnmoreyHoro Qonma
(MHCTpyKIHS O TTopsiike yuéTa poHIa TOKyMEHTOR);

— KOHTPOJISI, U3MEPEHUS U OTYETHOCTH (OTUETHI U TUTAHBI PAOOTHI OT/IETA).

[TpaBuna KOMIIJICKTOBAaHUS dbonma BKJIFOYAIOT MOJPOIIECC
KHUI000ECIIEYEHHOCTH.

JI1s1 ocyliecTBIACHUS JNEATeIbHOCTA MPollecca KOMIUIEKTOBaHUSL M MOJIpoiiecca
KHUTOOOECIIEYEHHOCTh UCTIONIB3YIOTCS PECYPCHI:

— JIIOJCKHE (CHEeIUaTUCThI, pA0OTHUKH OT/ieJIa KOMIUIEKTOBaHMS);
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— TEXHUYECKHE (aBTOMATU3UpOBaHHAs OMOIMOTEUHO-UH(POpPMAIIMOHHASI CUCTEMA
ABUC UPBUC, nepcoHanbHble KOMIBIOTEPHI U TEXHUYECKHUE CPEICTBA);

— UHPOPMALIMOHHBIE (KaTaJlord M NPaC-IIUCTBI KHUTOTOPTOBBIX  (UPM,
TEMIUIAHbI H3/1aTEIbCTB, IEPHOIUUCCKAS ITeYaTh).

OTBeTCTBEHHBIN 3a MPOIECC KOMIUIEKTOBaHUS (POHIA — 3aBEAYIOIIHMI OTIEIOM
KOMIUIEKTOBAaHUSI U Hay4yHOH 0O0paOoOTKu JuTepaTypbl. PyKoBOJICTBO U yIpaBieHUE
IPOLIECCOM OCYILIECTBISIETCS MOCPEACTBOM 3aKOHOJATENbHBIX aKTOB M1 HOPMATUBHBIX
JOKYMEHTOB, PErIaMeHTUPYIOMIHUX JAeSTETbHOCTh OUOIMOTEKH.

Mopenu mpoliecca KOMIUIEKTOBaHUSI W MOJIpOLEcca KHUTO0OECTIEUeHHOCTh
MPEJACTaBICHBI B IPUIIOKEHUSIX A.

5.5 IlpaBuna 00paOOTKH JOKYMEHTOB M CO3[IaHUS CIPABOYHO - MOMCKOBOTO
amnmapara.

Mopenpb nporecca 06pabOTKM TOKYMEHTOB M CO3JaHUsI CHPAaBOYHO-TIOMCKOBOTO
anmapara sBISETCS THIOBOW MOJENbI0 Tpoliecca. Bxomamu mporecca ciyxar
pe3yabTaThl  MOPEABIAYIICH  JESITEIBHOCTH: TMPUOOPETEHHBIE  JOKYMEHTHI |
oubnmorpaduueckue 3amucu. Beixox mporecca — 00paboTaHHBIE TOKYMEHTBI H
c(hOpMHUPOBAaHHBIN CIPABOYHO-TIOUCKOBBIN armapar.

[IpaBuna 06pabOTKH TOKYMEHTOB U CO3JaHHS CIPaBOYHO-TIOMCKOBOTO armrmapara
OTIpeIesIeT MOPSAO0K:

— TIpUeMa YYTEHHBIX JOKYMEHTOB U COIPOBOJUTEIHHOM JTOKYMEHTAllWH,
O6ubnuorpauyeckoro OnucaHus MOHOrpadUYECKUX U CEepUaNbHBIX U3JaHUH,
AQHAJTUTUYCCKOTO OMNMHUCaHMs, OMOIMOTEYHON 00pPabOTKM TOKYMEHTOB M KapTOuek,
pacriedyatku KapTouek (COOPHUKH MHCTPYKIIHH );

— unaekcupoBanus gokymeHtoB (bJI YK — TI'TIHTH Poccuu, Bl BBK -
Acconmanus OBHUT, Tabnuiibl aBTOPCKUX 3HAKOB HA PYC., Ka3. U aHTJL. SA3bIKaX);

— nepenaun  qokymeHToB (MHCTpykumst o mopsiake mpueMa, Iepenayw,
pacmpeneneHus JuTepaTypsl B GoHA OUOINOTEKH ),

— OpraHu3alMy U BEACHUS CHPABOYHO-NIOMCKOBOTO ammapara (MHcTpykuus mo
paccTaHOBKE KapTOUEK B aln(aBUTHO-CIIYKEOHBIN KaTaJor);

— UCKIIIOUEHUSI U3 CIPAaBOYHO-TIOMCKOBOro ammaparta (MHCTpykuus o mopsiake
yuéta (hoHa JTOKYMEHTOB);

— KOHTPOJIS, U3MEPEHHUS U OTYCTHOCTH (OTUETHI U TUTAHBI pa0OTHI OT/IETA).

JUist  oCyllecTBIIEHUsI JEATEIBbHOCTH Ipouecca oOpabOTKH JTOKYMEHTOB U
CO3/IaHUSI CIIPABOYHO-IIOMCKOBOTO allllapaTa UCIOJIb3YIOTCA PECYPCHI:

— JIFOJICKUE (CTICTIHAIMCTHI, pa0OTHUKH OTIeTIa 00pabOTKH);

— TEeXHUYeCcKHe (aBTOMATU3MpOBaHHAsI OMOIMOTEUHO-MH(POPMAILIMOHHASI CUCTEMA
ABUC UPBUC, nepcoHanbHble KOMIBIOTEPHI, TEXHUYECKHUE CPE/ICTBA);

— uHpopmannonnsie (Tabauisl YK, BBK, cinoBapu, cnpaBounuku, UatepHer).

OTBeTCTBEHHBIN 3a Ipouecc 0O0padOTKM TOKYMEHTOB M CO3[aHUS CIPaBOYHO-
MOMCKOBOIr0 anmnapaTta — 3aBeAYyIOLIMNA CEKTOPOM HAy4YHOW OOpabOTKU JUTEPaTypHhI.
PykoBOACTBO W yIlpaBieHUE MPOLECCOM OOpaOOTKM JOKYMEHTOB M CO3AaHHS
CIIPaBOYHO-TIOMUCKOBOIO ammnapaTta OCYIIECTBISECTCS MOCPEACTBOM 3aKOHOAATEIbHbIX
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aKTOB, HOPMATUBHBIX IOKYMEHTOB, PETJIAMEHTUPYIOIIUX JEATEIbHOCTh OUOTUOTEKH.

Mopenb npaBui o0pabOTKH JTOKYMEHTOB U CO3[aHUSI CIPABOYHO-TIOMCKOBOI'O
amnmnapara MpuBeJIeHa B IPUIOKEHUU b.

5.6 IIpaBuna opranuzanuu 1 xpaHeHust GoHa.

Mopenp nporiecca opraHu3alui U XpaHeHUs (poHJa SABISIETCS THIOBOW MOJIEIBIO
npouecca. Bxomamu mpouecca ciayxkaT oOpaOOTaHHbIE JTIOKYMEHTHI. Bbixonbl
nporecca — J0KYMEHThI Ha BbIJJady MOJIb30BATENSIM, JOKYMEHTHI Ha CIHCAHHE.

[IpaBuna opranuzanuu U XpaHeHus (poHa ONPeAesSIIOT NOPSJIOK:

— mpueMa JOKYMEHTOB B (DOHJ, CCONMPOBOAMUTENbHAS JOKYMEHTAIUS U Mepeaavya
JOKYMEHTOB B oOTAenbl (TexHomoruyeckas HWHCTPYKIMS O TOPSAKE TMpuemMa,
nepenayu, pacrpeesieHus T0KyMeHTOB B (hoHAe OUOIMOTEKH);

— pacctaHOBKM JOKyMeHTOB (MHcTpykuus mo TexHuke paboThl OTAena
KHUTOXPaHEHUs1 (OHIOB OUOIHOTEKH );

— o0ecrieueHusi coxpaHHocTu (onaa: pazmenieHue GoHAA, YCIOBUS XpaHEHUS,
TEMIIEPAaTypPHO-BIQKHOCTHRIM  pexkuMm  (MHCTpykiMs o coxpaHHocTd — (oHaa
JIOKYMEHTOB OUOIHOTEKH );

— orbopa JOKYMEHTOB Ha mpenMeT usbiaTus u3 gouga (MHcTpykius o mopsiake
UCKJIFOYCHHS TOKYMEHTOB M MHBIX MaTepHaioB U3 GoHma OMOINOTEKH);

— cocTaBlieHus1 akTta Ha cnucanue (MHCTpyKuus O TOpsSAKe HUCKIIOYEHUs
JOKYMEHTOB M UHBIX MaTepuajioB u3 (GoHaa OMOIUOTEKN);

— KOHTPOJISl, U3MEPEHHSI U OTYETHOCTH (OTUETHI U IJIAHBI paOOTHI OT/IEIA)

JIist ocyliecTBICHUS EATETLHOCTH Tpoliecca OpraHu3alud U XpaHeHus (GoHnaa
UCIIOJIb3YIOTCS PECYPCHI:

— TIOJICKHE (COTPYAHUKH OTIEIOB 00CITYy)KUBAHUS );

— TeXHUYeCKHe (aBTOMAaTHU3UPOBaHHAS OUOIMOTCUHO-MHGOPMAIIMOHHAS CHCTEMa
ABUC UPBUC, nepcoHabHble KOMIIBIOTEPHI, TEXHUYECKHUE CPEICTBA).

OTBETCTBEHHBIN 3a TMPOILIECC OpPTaHM3allMd W XpaHeHWs (OHAA — 3aBENYIOIIUN
otaenoM  XpaHeHuss  (oHmoB. PykoBoACTBO M ympaBieHHE — IPOIECCOM
OCYIIECTBIISIETCS] TOCPEACTBOM 3aKOHOAATENBHBIX aKTOB, HOPMATUBHBIX JOKYMEHTOB,
PETIaMEHTUPYIOMINX JAeATETbHOCTh OMOIMOTEKH.

Mopenb mpaBuiI OpraHU3aIuy U XpaHeHus (poHa mpuBeaeHa B MPUIIOKESHUH B.

5.7 IlpaBuia npegocTaBieHrs HHPOPMAITMOHHBIX YCIYT MOJIH30BATEISIM.

Moaens mporecca TpenoCTaBICHUS WHPOPMAIMOHHBIX YCIYT MOJIh30BATEISIM
SIBIIAETCST ~ TUIOBOM  MOJEJBbIO  Mpolecca. Bxomom  mpomecca  ciyxar
HE3apEerUCTPUPOBAHHBIE MOJb30BaTENU. BBIXOJOM — BBINOJHEHHBIE 3aMpPOCHI
MOJIb30BATENEH.

[IpaBunia  mpenoctaBieHUsT  MHMOPMAIMOHHBIX  YCIAYr  MOJB30BATENSIM
ONPEEISIIOT NOPSAIOK:

— perucTpanuu mojn3oBatened (TexHnka paboThl IO 0OCITY)KHBAHHIO YHTATEIICH
Ha A0OHEMEHTAaX U B YMTAJIbHBIX 3aJ1aX OMOINOTEKH);

— oOyuenus mnonb3oBareneil  (Ilporpamma  3aHsaTHii 1O  OMOJIMOTEYHO-
oubrorpadUIECKO rpaMOTHOCTH);
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— TpUeMa W BBIMIOJHEHUSI 3ampoca, TpeOOBaHUsI, CIPABKH, BbIAAYM U TpUEMa
nokymeHToB (TexHuka pabOTBI MO OOCITY)KMBaHWIO uuTarened, WHCTpykuus mo
OpraHu3aIyy padoThl C 3aKa3aMH);

— pabora ¢ 3a10bKeHHOCTRIO (TexHuKa paboThI 1O 00CTYKUBAHUIO YUTATEIICH);

— mpenocTaBieHuss — gonogHutenbHbiX  yeayr  (Ilonmokenne 00 oraene
obOcnyxuBanusi, IHCTpyKIMS 1O OpraHU3allud U MPOBEACHUIO JHEW HHGOpMalUH,
JICHb TUTUIOMHHUKOB, JICHb JUCIMILINHBI);

— KOHTPOJIS,, K3MEPEHHUS U OTYCTHOCTH (OTUETHI M IIJIAHBI OTACIIOB).

st OCYIIECTBIICHHUS NS TEeNbHOCTH nporecca pe10CTaBICHUS
MH(GOPMAIIMOHHBIX YCIYT TOJB30BATENSM UCTIONB3YIOTCS PECYPCHI:

— JIOJCKHE (CTEIMATNCThI, pA0OTHUKH OTJIEIOB OOCITYKUBAHUS);

— TeXHUYecKHe (aBTOMaTH3UpOBaHHAsi OMOIMOTEUHO-UH(POPMAIIMOHHAS CHUCTEMA
ABUC UPBUC, nepcoHanbHbIe KOMIBIOTEPHI, TEXHUUECKUE CPEJICTBA);

— uH(OpMalMOHHBIC (DJIEKTPOHHBIE OMOIMOTEUHBIE CHUCTEMBbI, WHTepHeT,
CIIPAaBOYHO-TIOUCKOBBIA  ammapar OMOJMOTEKH, CIPAaBOYHO-TIPABOBAsl CHCTEMA
«OIeT», MEKIYHAPOIHBIC 0a3bl JaHHBIX).

OTBeTCTBEHHbIE 3a TMPOIECC MPENOCTaBICHUS HH(POPMAIMOHHBIX  YCIYT
MOJIb30BATEISIM — 3aBENIYIOLIUE OT/IeIaMUu OMOJIMOTeKU. PyKOBOACTBO U yrpaBlieHHE
IpOILECCOM  TPEJOCTaBlIeHUs  WHOOPMAIMOHHBIX  YCIAYr  TMOJb30BaTEIsIM
OCYLIECTBIISIETCS] TOCPEACTBOM 3aKOHOAATENBHBIX aKTOB, HOPMaTUBHBIX JOKYMEHTOB,
pErIaMEeHTUPYIOMINX AeATETbHOCTh OMOIMOTEKH.

Mopaenp mporiecca TpenoCTaBICHUS MHPOPMAIMOHHBIX YCIYT MOJIb30BATEISIM
IIPUBEJICHA B TPUJIOKEHUH | .

6. YnpagiieHne 10KyMeHTHPOBaHHO WH(popManueii

6.1 Ynpasienne nHGOPMAIMOHHBIMU PECYpPCaMU MPEAYCMAaTPUBACT BBHITTOTHEHHE
OpaBUJ TEXHOJOTMYECKUX TMPOLIECCOB BOEIMHO C MPOLECCAMHU  yIpaBJICHUS
OMOIMOTEKO.

Bxonom nporuecca ynpaBieHus: SBISIOTCA LETU U 3aa4l OMOIMOTEKH, BBIXOJ0M
— YIPaBIIAIOILIEE BO3/ICUCTBUE.

BXomoM OCHOBHBIX TEXHOJOTHYECKUX TIPOIECCOB OMOIMOTEKU SBISIOTCS
3ampochl M MOTPEOHOCTH CTYAEHTOB M COTPYAHUKOB YHUBEPCUTETA, BBIXOJIOM —
yIOBJIETBOPEHHOCTh MOTpeOUTENEH, MHPOPMAIIMOHHBIE POTYKTHI U YCIYTH.

BxomoM BcromoratensHBIX MPOILECCOB OMONMOTEKH SIBISIOTCS TMOTPEOHOCTH
OCHOBHBIX MPOIIECCOB, BBIXOJIOM — PECYPCHOE 00€CTIeueHre OCHOBHBIX MPOIECCOB.

OTBETCTBEHHOCTh PYKOBOJUTENSI OUOIMOTEKH 3aKIIOYAeTCd B ONTUMHU3AIUU
B3aUMOJCHCTBHSI U KOOPAMHAIMKA BCEX HAIPABICHUW NESITEIHbHOCTH OMOJIMOTEKU:
BHYTpHU OMOJIMOTEKH, C TIO/Ipa3ICICHUSIMA YHUBEPCUTETA, C BHELIHEU Cpeoi.

PykoBonutenb OuONIMOTEKHM OOECIEUMBAET CTPATETUYECKOE IIJIaHUPOBAHUE,
aHAJM3UPYET NESITEIbHOCTh, OMPEAENSIET MNOTPEOHOCTH OUOIMOTEKH B TPYIOBBIX,
(MHAHCOBBIX U MaTE€pUATIbHBIX peCcypcax.
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6.2  CnyxeOHble  B3aUMOACHCTBUSA  OUOIMOTEKHM CO  CTPYKTYpPHBIMHU
NOpa3AeICHUSIMU YHUBEPCUTETA ONPEACIISAIOTCS Y CTaBOM YHUBEPCUTETA.

OpraHu3aiMoOHHO-yNPaBIEHYECKasl AESITeIbHOCTh OMOIMOTEKN BKIIOYAET B ce0s
YeThIpe YPOBHS B3aUMOICUCTBUSA:

— B3aMMOJICHCTBHE C PYKOBOJICTBOM YHHBEPCUTETA, MPOPEKTOPAMH, JeKaHAMU
(mporpamMMbl pa3BUTHS, IUIAHBI, OTYETHI);

— B3amMojeicTBHE C (¢akynbpTeTaMHu, KadeapaMu MO BOIpPOCaM TEKYIIETO
KOMILIEKTOBaHUS, KHUT000ECTIeYeHHOCTH, UCTIOJIB30BaHUS donna,
MH(GOPMAILIMOHHOTO U OMOJIMOTEYHOTO 00CTYKUBAHUS;

— B3aMMOJICHCTBHE C TOJAPA3/ACICHUSIMU YHUBEPCUTETA TI0 BOMPOCaM pabOThI €
nepcoHasoM (IITaTHOE paclucaHue, MpHeM Ha padoTy, odopmiieHHE MPOEKTOB U
NPUKA30B), TIOTYYCHHUE PACTIOPSIUTEIHPHON TOKYMEHTAIINH, TaHHBIE OyXraJiTepcKoro
ydeTa o GoHy, 000PYIOBAHHIO | T. J1.; ¢ JlemapTaMeHTOM 0 Pa3BUTHIO ITU(POBOTO
YHUBEPCUTETA, JOCTYN K DJJIEKTPOHHO-OMOIMOTEYHBIM CHCTEMaM M pecypcam
WNHurepHer;

— B3aWMOJCWCTBHE C aIMUHUCTPATHBHO - XO3SHCTBEHHBIMU CIYXOaMu
YHMBEPCUTETa IO BOIIPOCAM MaTe€pUAIbHO-TEXHUYECKOW 0a3pl OMOIMOTEKH,
nojepxaHusi B paboyeM COCTOSHUM KOMMYHUKALUNA U 000py10BaHUS.

6.3 OOecriedyeHue B3aUMOJECHCTBUS  OMOMMOTEKM C  MOAPA3AEICHUSIMU
YHUBEPCUTETa  PErJIAMEHTUPYETCS  CIEIYIOIIMMH  JTIOKYMEHTaMH: Y CTaBOM
yHuBepcutera, Ilomoxxenuem o Oubnuoteke, Ilonoxenunem 00 DneKTpoHHON
oubmmoTexe.

OOGecrieueHne B3aWMOJICHCTBUSA OUOJUOTEKH C PYKOBOJCTBOM YHHBEPCHUTETA
BO3JIaraeTcs Ha pyKOBOJUTEIS OMOINOTEKH.

OOGecrieueHne B3aUMOACHCTBHS OMOIMOTEKU C MOAPA3ACICHUSIMH YHUBEPCUTETA
[I0 COOTBETCTBYIOLIUM HAIIPaBJICHUSAM OCYILECTBISIETCS COTPYAHUKaMH OMOIMOTEKH,
COTJIACHO, UX JIOJDKHOCTHBIM U pab04YMM MHCTPYKLUSAM B IIpeenaxX UX KOMIETEHIIHUH.

7 Corj1acoBaHue U BBeJeHHE B IeliCTBHE

7.1 TIP nmomkabl OBITH cormacoBaHa c [IPK, ¢ IlepBeiM mpopekTOopoM,
pykoBoautrenem [IMKuA, ropunindeckum OTAEI0M, TJIaBHBIM OyXTaJITepOM.

7.2 Cpok pacCMOTpPEHHSI HACTOSIIETO JOKYMEHTa HE JOJDKEH IMPEBBINIATh IMATH
pabounx JHEW ¢ MOMEHTa WX mojaydeHus. Bce 3amewanus k IIP momkHBI OBITH
000CHOBaHBI U HOCUTHh KOHKPETHBIN XapaKTep.

7.3 IIpu OTCYTCTBMU 3aMEUYaHH COOTBETCTBYIOIIHUE TOJHKHOCTHBIC JIMIIA MO TIII.
7.1 noamuceiBarot [1P.

7.4 K oxonuarenpHOM pepakuuu pgokymeHta, I[IMK u A mnpucBauBaet
naeHTrgukanuoHHbeI HoMep B cootBeTcTBHHM ¢ JII1 KapTV 11-01-2020.

7.5 Ilocne ytBepxknenusi, nokymeHT [1P nepenaercs B [IMK u A Ha xpaneHue.
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8 TupaxupoBaHHe H PACCHLIKA JOKYMEHTAa

8.1 OOGecneueHue mnoapa3aeiaecHUd pabouuMu IK3eMIUIsipaMu Hactosux [P
IIPOU3BOJIUTCS B COOTBETCTBUHU C aJPECaMH PACCHUIKH, YKAa3aHHBIMH B KOHKPETHBIX
JOKYMEHTaX, COOTBETCTBYIOIIUM TIOJpa3/ICJCHUSIM, KOTOpas 3amojHSIET JIUCT
pacceuiku 1o (opme (IMpumokenue JK), yduuThiBas BCEX IOJIb30BATEIICH, YbIO
JESATETBHOCTD PETJIAMEHTUPYIOT HacTosue 1P,

9 Xpanenmue

9.1 Tlocne momydeHus: IEKTPOHHOTO BapuaHta Hactosuux [IP mcnomnuTenu
3HAKOMSTCS C HUM M CTaBSAT CBOIO MOJIKUCH B jircTe o3Hakomienus (IIpunoxenne E),
SIBJISTFOLLICHCST 00s13aTeNTbHBIM JJOKYMEHTOM.

9.2 OTBETCTBEHHOCTh 3a THUPAXKHUPOBAHUE, YUET KOIUMA, HECAHKIIMOHUPOBAHHOE
UCIOJB30BAHME U COXpPaHHOCTh  Hactosiux I[P Hecér  pykoBOAMTEIb
NOAPA3AECIECHUS.

9.3 [lonHbBIN 2IEKTPOHHBIM BapuaHT HacTosmuX [IP XpaHuUTCS B AIEKTPOHHOM
BU/JIE, & TUTYJIBHBIN JINCT U JINCT O3HAKOMJIEHHUS B paclie4aTaHHOM BHJIE.

10 BHeceHue u3MeHeHHUH B IOKYMEHTbI

10.1 Pemenue o BHecennu n3MeHeHnuii B Hacrosue [1P npuaumaer [TPK.

10.2 Bnecenne wu3MeHEHMH B TOMIMHHUK Hactosmux [IP ocymecTBasercs
Pa3paboOTYHKOM.

10.3 Ilpu BHecenun m3MmeHeHu Hactosme [P B KOJOHTUTYNE TpHUCBanBaeTCs
JIPYTOM MO MOPAJKY CIEOBAHUS HOMEP BEPCUM U JaTa BBEJICHUS BEPCUMU.
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