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ﬁﬁ‘f)asosamm,noe YacTHOe yupexXIeHHe Bbiclero ooOpa3oBaHus
725« Poeomiickasi MeXXIyHAPOAHAS aKaJleMHsl TYPH3Ma»

«YTBEPXJIAIO»
Pextop PMAT

/Z///%// E.H. Tpodpumos

«AI» eaiis)s2024 .

MNOJOXEHHUE
O CEKPETAPUATE PMAT

1. O6mue noJ10KeHHst

Cexperapuar:

1.1 .SIBnsieTcs OJHMM W3 OCHOBHBIX CTPYKTYpHBIX nojapazaeneHuii PMAT,
Ha3HauYe€HHe KOTOPOTrO COCTOMT B OCYIIECTBJIEHHMU Ha NPO(ECCHOHAIBHOM YPOBHE
OpraHU3alMOHHOT0, JOKYMEHTALIMOHHOTO, UH()OPMALIMOHHOTO U UHOTO obecreyeHus
nesaTenbHOCTH pykoBojacTBa PMAT, pekropara, CTpyKTYypHBIX [OApa3ie/IeHUN
AKaZieMuH, OCYUIECTBICHHMM KOHTPOJS 3a HUCIIOJIHEHHMEM BXOIALIMX JOKYMEHTOB
OUPEKTUBHOrO Xapakrtepa, peuieHud KondepeHuun paOOTHUKOB M 00yyarolIMUXCs
PMAT, Yuenoro coBerta, pekropara, IpMKa30B U MIOPYUYECHUN PEKTOPA U IIPOPEKTOPOB
PMAT; y4acTByeT B NOJAroTOBKe O0lIeaKaJeMUYECKUX MEPOTPUSITUH.

1.2. B cBOEl nesTeNbHOCTU PYKOBOICTBYETCS
- ®enepanbHbiM 3akOHOM 0T 27.07.2006 Nel52-®3 «O nepcoHalbHBIX JAaHHBIX);
®enepanbHbiM 3ak0HOM OT 27 utona 2006 Nel49-®3 «O6 undpopmauuu, uHbOp-
MaLMOHHBIX TEXHOJIOTUSIX U O 3alUTe HH(DOPMALIUN»;

- Haumonanenbm crangaptrom PO I'OCT P 7.0.97-2016 «Cuctema ctaHaapToB 1o
uHbopmanuu, OuOIMOTEYHOMY M  UW3JAaredbCcKoMy Jeny. OpraHu3alMOHHO-
pacrnopsiauTenbHas 1oKymMeHTauus. TpeboBaHus K 0pOPMIIEHUIO TOKYMEHTOBY (YTB.
Ilpukaszom @enepajbHOIO AareHTCTBa MO TEXHUYECKOMY pPEryJUpOBAHHUIO U
MeTposoruu ot 8 aexkadps 2016 r. Ne2004-ct);

- YcraBom PMAT, uHCTpyKuMed no Aenonpou3BOACTBY UM APYTHMHU JIOKAJbHBIMH
HOPMAaTHUBHBIMU JOKYMEHTAMH, KacCalOIIMMUCS IeSITEIbHOCTH AKaJeMHU U BeJeHHs
JIeJIONIPOU3BO/ICTBA;

- IIpUKAa3aMU U pacnopspkeHussMU pekropa PMAT;

- HactosumM [lonoxeHuem.

1.3. PykoBoauTenb cekpeTapuaTa opranusyert paboTy MoapasieieHns, OTBEYaeT
3a Ka4eCTBO M COXPAaHHOCTh JIOKyMEHTallUM, 3a COCTOSIHME O00OpyaoBaHMs, 3a
co0III0/IeHUe MPaBUIl TPYIOBOH JUCLMILIMHEIL.
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1.4. PykoBoauTeneM cekperapuaTa Ha3HA4yaeTCsl JMUO, HUMEIOLIEe BbICIIEE
o0Opa3oBaHue U cTax pabOoThI MO CIELUATILHOCTU He MeHee 3 JIeT.

1.5. Ha3HaueHue Ha JO/DKHOCTH PyKOBOJUTEINS CeKpeTapruaTa U 0OCBOOOXKIeHHe
OT Hee ITPOU3BOJAUTCS NpUKa3oM pektopa PMAT.

1.6. Ha BpeMs OTCYTCTBUSI PYyKOBOIUTENsl cekperapuara (OTHycK, OoJie3Hb,
KOMaHJIUPOBKAa W Tp.) €ro OO0sS3aHHOCTHU BBIMOJIHSAET PaOOTHUK, HA3HAYEHHBIH B
YCTAHOBJICHHOM TOPSAJIKE, KOTOPbIM HECET OTBETCTBEHHOCTh 3a KayeCTBO M CBOe-
BPEMEHHOE BBITIOJIHEHUE PabOThI.

1.7. B cocTtaB cekperapuaTa Takke BXOIAT 3aBEAYIOIIMNA OTAEIOM THPAXKUPO-
BaHUS M apXUBAPUYC, KOTOpbIE MOAUUHSIOTCS HEMOCPEACTBEHHO DPYKOBOIAUTEIIO
ceKpeTapHara.

Otnen TupaxxupoBaHUs:

1.8 .SBnsieTcss CTpyKTYpHBIM MOJApa3feieHueM, BXOISIIMM B COCTaB CeKpeTa-
puara PMAT, Ha3HaueHUEe KOTOPOrO COCTOUT B OCYILECTBIEHUHU CBOEBPEMEHHOIO U
Npo(EeCCHOHAIBHOTO  Pa3MHOXKEHHUS  METOAMYECKOro, JIOKYMEHTAallHOHHOTO |
MH(}OPMALMOHHOTO MaTepuaa.

1.9. PykoBoaurenem otaena TUPaXXMPOBAHHUS SIBIIIETCS 3aBEYIOLIUM OTIEIOM.

1.10. 3aBenyrommii OTAENIOM THUPAXUPOBAHHUS OpraHulyeT paboTy oTxena,
OTBEYAET 3a Ka4eCTBO U COXPAHHOCTb JOKYMEHTAlIMH, 32 COCTOSIHHE 000pYyA0BaHHUS,
3a COOI0IeHUE NPABUII TPY10BOM JUCIUTUTMHBI.

1.11.Ha nomxHOCTh 3aBeayrouiero OTAEJIOM Ha3HAdaeTcs JIMLOo, HMerolee
BbICIIIee 00pa30BaHUE U CTaX paboOTHI MO CIEUATIBHOCTH He MeHee 3 JIeT.

1.12.Ha3HaueHue Ha [IODKHOCTb 3aBEAYIOLUETO OTIEJIOM THPKUPOBAHHUS MU
0CBOOOXXIEHUE OT Hee MPOU3BOAMTCS NpuKazoM pextopa PMAT 1o npeacTaBieHuio
PYKOBOJHUTENIS CEKpeTapuara.

1.13.3aBeayronMii  OTAEIOM TUPAXKUPOBAHUS TOAUYUHAETCS PYKOBOIMTEIIO
cekperapuara. B Bompocax pacxonoBaHUsi MaTepUajioB OTYUTHIBaeTCs mepea OyX-
raJITepUen.

1.14.Ha Bpemsi OTCyTCTBUS 3aBeAyIOLIEro OTAEIOM (OTHyCK, 0OJe3HBb, KO-
MaHJMPOBKA M TIp.) €ro 00s3aHHOCTH BBINOJHAET PAaOOTHHMK, Ha3HAYEHHBIH B yCTa-
HOBJICHHOM I1OPsI/JIKE, KOTOPbIM HECET OTBETCTBEHHOCTD 32 KAYECTBO M CBOEBPEMEHHOE
BBITIOJIHEHHE 3aKa30B.

ApxuB:

1.15.ApxuB sBIS€TCA CTPYKTYPHBIM MOJpa3Je/ieHHeM, MOJYMHEHHBIM HEIO-
CPEACTBEHHO PYKOBOJMTEIIO CEKpeTapHaTa.

1.16.ApxuB co3maeTcss B LEJNAX CBOEBPEMEHHOIO IMpHeMa apXWBHBIX JOKY-
MEHTOB OT CTPYKTYPHBIX [IOApa3JeJIeHUM aKaJeMHH WU APYrHX HCTOYHUKOB
KOMIUIEKTOBaHHMs, 00€CNeUeHusl UX ydeTa, COXPAHHOCTH, YIOPSAOYEHHs, HUCIIOJIb-
30BaHUsl B COOTBETCTBUU C HACTOALIMM [lonoxeHueM, NOArOTOBKH K Mepeaaye J0-
KYMEHTOB Ha ITOCTOSIHHOE rOCyapCTBEHHOE XpaHEHHE.

1.17.YucnenHocts ¥ mrar caykObl ONpefensoTCs MITATHBIM PAaclUCaHUeM
aKaJIeMUHU.
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1.18. ApxuB B CBOEH JIeITEIBHOCTH PyKOBOJCTBYETCSl 3aKOHO1aTeIbCTBOM PD,
3aKOHOJATEJIbHBIMA AaKTaMM II0 apXUBHOMY Jeily, I[paBUJIaMU M APYTUMH
HOPMAaTUBHO-METOAMYECKUMH JIOKYMEHTaMHu (eepabHOro opraHa yrpaBieHHS
apXWBHBIM JI€JIOM, YCTaBOM aKaJe€MHUM, [pPHUKa3aMU pPYKOBOJICTBA aKaJIeMUH,
HACTOSILIMM TOJIO)KEHHEeM 00 apXuBe, WHCTPYKLHUEH MO JeJOMpPOU3BOJCTBY H JIp.
JIOKQJIbHBIMH HOpMaTUBHbIMH akTamu PMAT.

1.19. PaboTty B apXuBe OCYIIECTBIISET apXUBAPUYC.

1.20. /leaTenbHOCT apXuBapHyca perilaMeHTUPYeTCs JOKHOCTHOM HWH-
CTpyKUMend. MHCTPYKIMIO MOANMMCHIBAET PYKOBOJMTEINb CEKpeTapuara, yTBepKIaeT
PEKTOp aKaJAeMHUH.

2. OcHoBHBbIE 32/1a4H (CTpaTerHyecKHe Leju) AesiTeJIbHOCTH

OcHoBHBIMH 3a1auamu cekpetapuata PMAT sBasitoTcs:

2.1. KoopauHauus AelCTBUN BCeX CTPYKTYPHBIX NMOApa3AeeHU AKaIeMUH 10
00€eCrneyeHnIo €IUHOro Tmnopsjaka paboThl C JOKYMEHTaMH, OpraHu3alMH JOKY-
MEHTALIMOHHOTO 0OecrevyeHHst B COOTBETCTBHU C TpeOOBaHUSIMH HOPMATUBHBIX aKTOB
Y UHCTPYKLIUH.

2.2. Peructpauusi, pacCMOTpeHHe U oOecrieyeHHue IBH)KEHHS BXOJAIIEH, HC-
XOJsILEeN U BHYTPEHHEN I0KYMEHTALMH, IPECTaBIEHHUE ee 115 TOKIaa PyKOBOJICTBY
AxazneMuy, nocieayrouas paccbuika B COOTBETCTBUM C PE3OJIIOIUAMH PyKOBOJICTBA
JIOJDKHOCTHBIM JIMLIAM U B CTPYKTYpHbIe noapazaenenuss PMAT u noaBe1oMCTBEHHbBIE
el yUpexKIeHUs.

2.3. KOHTpOJIb UCTIONHEHUS IPUKA30B U PACOPsHKEHUH peKTopa, MPOPEKTOPOB,
pELIEHUH PEKTOpaTa, Y YeHOro COBETA, APYTUX KOJUIETHAIbHBIX OPraHOB YIpaBlICHHUs
Axanemueil.

2.4. Pa3pabotka, obecriedyeHre 1 KOHTPOJIb UCIIOJIB30BaHHS 0JIaHKOB AKaIeMHH
U IPYT'UX TOKYMEHTOB.

2.5. CBoeBpeMEHHOE THUPAXUPOBaHUWE Ha NPOGECCHOHAILHOM YpPOBHE pa3-
JIMYHBIX BUJI0OB METOAUYECKUX U JIOKYMEHTALIMOHHBIX MaTepualioB AKaJIeMHH.

Ortaen TMpaXupoOBaHUS:

2.1. OcHoBHOM 3amayel oOTAeNa TUPAXKUPOBAHUS SIBISETCS CBOEBPEMEHHOE
THP@XHUPOBAHHE Ha MPO(ECCHOHAIBHOM YPOBHE Pa3IMYHBIX BHI0B METOAUYECKUX U
JIOKYMEHTallMOHHBIX MaTepHaioB AKaJeMHUH.

2.2. Otaenom THPaKUPOBAHUS BHIMOTHSETCS paboTa 110 pa3MHOKEHHUIO:

- METOJIMYECKOro marepuasa (pa3faaTouHblii MaTepual JUisl CTYAEHTOB, METO-
JAYecKue pa3paboTKH);

- y4deOHbIe MPOrpPaMMBbl H TLJIAHBI;

- JOKYMEHTaLMOHHBIW MaTepuai (IIpUKasbl, IOCTAHOBIICHHUS], PACTIOPSIKEH U );

- PeKJIaMHbIi MaTepual (OyKJIeThl, peKJIaMHbIe JTIUCThI 00 AKaJeMHUH).
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ApxuB:

2.1. KoMmIuiekToBaHUe 3aKOHYEHHBIX J1eJ0mpou3BoacTBoM PMAT nokymeHTOB
MOCTOSIHHOIO XpaHEeHMs, O0Opa3OBaBILIUXCS B JAESATENBHOCTH CTPYKTYPHBIX TOJI-
paszieneHui, JOKyMEHTOB BpeMeHHoro (cBeiie 10 yer) cpoka xpaHeHHs, HEOOXO-
JUMBIX B IIPAKTHYECKOH 1€ATEIbHOCTH, JOKYMEHTOB I10 JINYHOMY COCTaBY.

2.2. Yuer, obecrieyeHUe COXPaHHOCTH, CO3JaHUE HAYYHO-CIIPABOYHOrO ara-
para, obecrieyeHre UCTIOIb30BaHMS JOKYMEHTOB, XPAHSIMXCS B apXUBE.

2.3. [loaroroBka ¥ CBOEBpeMeHHas Mepeaavya HeoOXOJUMBIX JOKYMEHTOB Ha
roCy1apCTBEHHOE XpaHeHWe ¢ cobofeHueM TpebOoBaHMIA, yCTaHABIHMBaeMbIX (he-
JlepaJIbHbIM OPraHOM YIIPaBJICHUSI ApXUBHBIM JIEJIOM.

2.4. OcyiecTBiaeHrue KOHTpouis 3a (opmMupoBaHHEM H O(OpPMIIEHHEM el B
JEJIOTIPOU3BO/ICTBE YUPEKICHHS.

3. OyHKUHH

B coorBerctBun ¢ 3amayamu cekperapuar PMAT BbIMONHSET cleayromiue
byHKIMH:

3.1. Opranusauus u BeJieHHe JeJIONPOU3BOACTBA B AKaJIEMUH B COOTBETCTBUH C
TpeOOBaHUSMU HOPMATUBHBIX aKTOB U HHCTPYKIIHH.

3.2. CBoeBpeMeHHass 00paboTKa BXOMAIIEH M UCXOMSIIEH KOPPECHOHIEHIHH,
Npe/ICTaBIeHHE €€ B Cllyyae HeOOXOAMMOCTH Ha PAacCMOTpeHHE PYKOBOJCTBY AKa-
JI€MHH, 10CTaBKa MO Ha3HAYEHHUIO.

3.3. Peructpanus, yder, XpaHeHUE W Iepefaya IMPUKA30B, PACIOPSHKEHHUM
pekropa AKaJeMHHM, IOJIOKEHUH, MHCTPYKLMH, JOKYMEHTOB TEKYLIEro IeJOoMnpo-
M3BOJICTBA B COOTBETCTBYIOLIUE CTPYKTYPHbIE TOJIpa3/ie/ieHuS.

3.4. KoHTpoJIb CPOKOB M KayeCcTBa UCIIOTHEHUS IPUKA30B U [IOPYyUYEHHUH PEKTOPA,
MpopeKkTopoB, peuieHui Obmero cobpanus PMAT u  1apyrux I0KyMeHTOB,
MOCTaBJICHHBIX Ha KOHTPOJIb.

3.5. Ilonck u pa3paboTka MHCTPYKTHUBHBIX M CIIPABOYHBIX MATEpPHAIOB, HEOO-
XOUMBIX JUIsl OpTraHU3alliH JIEJONPOU3BOICTBA B AKaIeMUH, BHEIPEHUE B MPAKTUKY
paboThl COOTBETCTBYIOLIUX HHCTPYKI[HH.

3.6. Pa3paboTka M yTBepkIeHHe eIWHON HOMeHKIATyphl aen B PMAT u ee
CTPYKTYPHBIX MOJpa3/ieJIeHUsIX.

3.7. MeTonuyeckoe PpYKOBOJCTBO J€JIONPOU3BOJCTBOM B  IOJpa3IeIeHHsIX
AKajileMUH, KOHTPOIb MPaBUJIBLHOTO (HOPMHUPOBAHHsS, XPAaHEHHs W CBOEBPEMEHHOIl
Cla4yu Jie]l B apXWB B COOTBETCTBMM C YCTaHOBJIEHHBIM TMOPSJAKOM OpraHW3alluu
paboThI 110 XPAHEHUIO TOKYMEHTOB.

3.8. Pazpabotka u obecrnieueHne pexuma aocTyna K aokymeHtauun PMAT wu
NOpsiIKa UCTIOJIb30BaHMS CIyKeOHOM HH(pOopMaLK, coepKalleiics B HEl.

3.9. PazpaboTka ¥ BHeIpeHHE HOBBIX TEXHOJIOTHYECKUX MPOLECCOB B paboTe ¢
AOKYMEHTaMHU, COBEPIIIEHCTBOBAHHE aBTOMATU3UPOBAHHEBIX CHCTEM U TEXHOJOTH
YIIpaBJIEHUS! JOKYMEHTOOOOPOTOM B AKaIEMHH.
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3.10. Pa3aMHOXeHHe JOKYMEHTAallUOHHOTO MaTepuasia; THPaKHPOBAHUE METO-
JUYECKUX MaTepHaJloB yueOHOro rpoiiecca.

3.11. TupaxupoBaHue peKIaMHBIX MaTepHAIOB, HEOOXOIMMBIX JUIS TIPOBEJie-
HHUS BBICTABOYHBIX MEPOIIPUATHI U TTpE3eHTAIUH.

3.12. CBoeBpeMeHHOE MH(OPMHUPOBaHHE O MPOBEJEHHH B AKaleMHH OIepa-
THBHBIX COBCLAHWM W 3aCeJaHUi KOJUIETHaIbHBIX OPraHOB, y4acTHe B OpraHus3a-
LIUOHHO-TEXHUYECKOM MX 00eCIeYeHHH.

3.13. IloarotoBka U o¢opMIeHHe MNPOTOKOJOB ONEPAaTHBHBIX COBEILAHWH,
CBOEBPEMEHHOE JIOBEJICHHE MPUHSATHIX PELICHUH U OPYUYEHUM JIO UCTIOJHUTEIIEH.

3.14. OcyiuecTBieHHe aMHMHUCTPATUBHO - CEPBHCHOTO OOCIY)KMBAaHHS pEK-
TOpara.

3.15. DkcnenrpoBaHue BXOSILEH M UCXOASIIEN KOPPECTIOHIEHIIUH.

3.16. CobmoieHHe yCTaHOBJIEHHBIX JEHCTBYIOLIMM 3aKOHOIATEIbCTBOM U
nokanbHbiIMM aktamMu PMAT npaBun paboThl ¢ KOHOHICHIUATBHON HH(bOpMaLHeit
(koMMepyeckas, ci1y)keOHas TaifHa, IepCOHAIbHBIE TaHHbIE ), CTABILEN H3BECTHON eMy
B CBA3M C BBINOJHEHHEM (YHKLUHOHAIBHBIX O0S3aHHOCTEM, IPeLyCMOTPEHHBIX
HACTOSAIIEN JOJDKHOCTHOM MHCTPYKLMEH U TPYJOBBIM JIOTOBOPOM.

Ortnen TupaXupoBaHUS:

3.1. PasMHOXaeT JOKyMEeHTallMOHHbIM MaTepUall.

3.2. CBOEBpEMEHHO THUPAXHPYET PeKIaMHBIH MaTepuan AKaJeMUH s I1po-
BEJICHUS BBICTABOK U MpEe3eHTAIlUM.

3.3. Ob6ecneunBaet yueOHbI! MPOLIECC METOUUYECKHM M YUEOHBIM MAaTEPHATIOM.

3.4. Cobmoaer yCTaHOBIEHHbIE NEMCTBYIOIIMM 3aKOHOJATEIbCTBOM U JIO-
KanpHbIMH aktaMd PMAT mnpaBuia paboTbl ¢ KOHGHIEHUMATBHOM HHpOpManKeit
(komMepyeckas, city)xeOHas TaitHa, IepCOHaIbHbIE JaHHbIE ), CTABILEN U3BECTHOMH eMy
B CBSI3M C BBINOJIHEHHEM (YHKIMOHATBHBIX OOS3aHHOCTEH, IpPeTyCMOTPEHHBIX
HaCTOSIIIEH JOJDKHOCTHOW UHCTPYKLMEH U TPYAOBBIM JIOTOBOPOM.

Apxus:

3.1. IlpuHMMaET OT CTPYKTYPHBIX NOApa3/ieIeHHi AKaJIeMUH 110 ePeIaTOYHbIM
aKTaM 3aBepILUCHHbIC JEJIONPOU3BOJACTBOM JOKYMEHTBI, YUUTHIBAET U XPAHHUT HX B
COOTBETCTBMM C TpeOOBaHMSAMH, YCTAHOBIEHHBIMH (e/lepalibHbIM  OPraHOM
YIIPaBJIEHUS] aPXUBHBIM JI€JIOM.

3.2. PazpabatbiBaeT M COIIACOBBIBAET C COOTBETCTBYIOIIMM apXHMBHBIM OPTaHOM
rpaduKd MpEeJCTaBlIeHUs ONUCeH HAa PACCMOTPEHHE SKCIEPTHO-MPOBEPOYHON
KOMHCCHH COOTBETCTBYMOIEro yupexaenuss 'AC PO u nepenauu 10KyMEHTOB Ha
rocyapCTBEHHOE XpaHEeHHE.

3.3. CocraBisieT ¥ Mpe/CTaB/AeT He MO3/HEe, YeM Yepe3 2 roaa rocie 3aBep-
LICHUS €JI0NIPOMU3BO/ICTBOM, M'OJIOBbIE pa3/ielibl OMKCEH JIe]1 OCTOSIHHOTO XPaHEeHHMS U
10 TMYHOMY COCTaBYy Ha paCCMOTPEHME IKCIIEPTHOM CITyKObI aKkageMHH.

3.4. OcymiecTBisieT yuer 1 obecreurBaeT MOJHYK COXPAHHOCTh MPHHSATBIX HA
XpaHeHHe Jell.
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3.5. Co3naet, MOMOJIHSET U COBEPLIEHCTBYET HAYYHO-CIPABOYHBIN ammapar K
XpaHSIIMMCS B apXUBE JIe]laM U JIOKYMEHTaM.

3.6. UudpopmupyeT pyKOBOJACTBO M pabOTHUKOB aKaJeMHUH O COCTaBe M CO-
Nep>KaHUM IOKYMEHTOB apXHBa.

3.7. BelgaeT B yCTAHOBIIEHHOM NOpSiAKE Jiea, JOKYMEHTbl WU KOMHHU JOKY-
MEHTOB B LIEJISIX CJIy’)KeOHOr0 M Hay4YHOT'O UCTIOJIb30BaHUS, ISl pa0OThI B TOMEIICHUH
apxuBa.

3.8. Ucnonusier 3anpocsl OpraHu3aliil ¥ 3asiBJI€HUs FPaKIaH 00 yCTaHOBJIEHUH
TPYIOBOrO CTa)a ¥ MO JPYrdM BOIIPOCAM COLIMAJIBHO-TIPABOBOTO XapakTepa, B
YCTaHOBJICHHOM TOPSI/IKE BbIJJA€T KOMUU JOKYMEHTOB M apXUBHBIE CITPaBKH.

3.9. Bepner y4er UCNOJIb30BAHUS JOKYMEHTOB, XPAHSIIMXCS B apXUBE.

3.10. I[IpoBoauT 3KCHEpTHU3y LEHHOCTH IOKYMEHTOB, XPaHSIIUXCS B apXuBe,
y4acTBYyeT B paboTe SKCMIEPTHON KOMHCCHH YUPEXKICHHUSL.

3.11. Oka3piBaeT METOJMYECKYIO MOMOIIb CIyKOe [1eJIoNnpou3BOACTBA B CO-
CTaBJICHUM HOMEHKJIATYpbl J€J1 aKaAeMHH, KOHTPOJUPYET MpPaBHIbHOCTh (HOpPMHU-
poBaHusl U OGOpPMIIEHHUS el B JEeJNIONPOM3BOJICTBE, a TaK)Ke MOATOTOBKY Jel K Ie-
penaye B apXUB aKa/IEMUH.

3.12. YyacTByeT B NMpoBeIeHUHU MEPONPHUATHIA MO MOBBIIIEHUIO KBATU(DUKALIMH
pabOTHUKOB apXMBa U CIIY>KObI 1€TONPOU3BOJICTBA AKATEMUH.

3.13. ExxeroiHO mpeAcTaBisieT B COOTBETCTBYIOIIMM rOCYJapCTBEHHBIM apXHUB
CBEJICHMSI O COCTaBe U 00beMe JOKYMEHTOB 110 YCTaHOBJIEHHOM (popme.

3.14. IlogroraBnuBaer U B YCTAaHOBJIEHHOM TMOpPS/IKE MepeaaeT Ha XpaHeHWE B
COOTBETCTBYIOLMI IrOCYAAPCTBEHHBIM apXUB JOKYMEHTbl ApXUBHOTO (hoHaa PD.

4. Opranuzauus paboTbl

4.1. CamocTOATENBHO ONpe/eNsieT CoAepKaHue W KOHKpeTHble (OpMbI CBOEH
JeSATEJIbHOCTH B COOTBETCTBUU C LEISIMM M 3a/lauaMH, YKa3aHHBIMH B HACTOSIIEM
[TonoxxeHuwu.

4.2. 3HakomuTCs ¢ 0Opa3oBaTeNbHBIMM MpPOrpaMMaMH, y4eOHBIMU ILJIaHAMHU,
teMatukon HHUP Akanemuu. ITosmydaer oT cTpyKTypHBIX MOApa3AeieHUi MaTepuaibl
Y CBEJICHHUS, HEOOXOAMMBIE [UIsl pELICHHUs TOCTABJICHHBIX Mepe]l CEKpeTapruaToM 3ajau.

4.3. IlpuBieKkaeT K y4acTUIO B pa3paboTKax M KOHCYJbTALUSAX APYTHE CTPYK-
TypHble noapaszaenenuss PMAT.

4.4. 3anpamiMBaeT B CTPYKTYPHBIX MOJpa3zJeleHusx o0y HH(opMaImio,
Kacarolyrocs: GyHKIUMOHUpOBaHUs cekperapuata PMAT.

Ortaen TupaXXupoBaHUs:

4.1. TupaxHble pabOTHl OCYLIECTBISIIOTCS MO 3asiBKaM PYKOBOAUTENEH TMOJ-
pas/ieJIeHUH, 3aKa3bIBaIOILIUX TUPAXKUPOBAHUE MAaTEPHATIOB.

4.2. PEeMOHT MHOXHTEJIBHONH TEXHUKH TPOM3BOJUTCS CIICLHAIHUCTAMH Cep-
BHCHOT'O O0CJTY’)KMBaHHUS B COOTBETCTBUH C 3aKJIFOUYEHHBIMHU JJOTOBOPAMH.
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4.3. ObecrieyeHre oOTaeNa PACXOJHBIMU MaTepuUalaMH OCYIIECTBISETCS T10
3asBKaM 3aBEYIOLIEro OTIEIOM THPAXUPOBAHUS OpraHU3alUsIMM, CEHaTn3H-
PYIOLIMMHUCS Ha pealn3aliy ClIeHUAbHBIX KOMIOHEHTOB (KPacKH, IJIEHKH, TOHEDP U
T.1.) ¥ aIMUHUCTPATUBHO-X03sicTBeHHOM cityx60ii PMAT (Oymara).

4.4. Peopranusanus WiM JIMKBUAALUS OT/eNIa TUPAKUPOBAHHUS OCYILECTBIIAETCS
Ha OCHOBe Nnpukaza pektopa PMAT B yCcTaHOBJIEHHOM IMOPSI/IKE.

ApxuB:

4.1. OcHoBHbIe 33J1a4¥ U (PYHKLIUH apXHUBa BHIMOJTHSIET apXHUBAPHYC.

4.2. JlesTebHOCTh apXMBa OCYLIECTBISETCS B COOTBETCTBHUHU C YTBEPIKIEHHBIM
[Tonoxennem o006 apxuBe u IlpaBuiaMu BHYTpPEHHEro TPYAOBOIO pacropsiiakKa
aKaJIeMHUH.

4.3. JIMKBUJALMS UK peopraHu3allis apXUBa OCYIIECTBIISETCS B COOTBETCTBUU
C MOPSIKOM, NPelyCMOTPEHHBIM Y CTaBOM aKaJIeMHUH.

S. B3aumooTHomeHusi (CBSA3H)

Jlns BbImoTHEHUs! QYHKIMIM ceKkpeTapraT B3auMO/IeHCTBYeT:

5.1. Co BceMH CTPYKTYpPHBIMHU MOAPA3ACICHUSIMH MO BOMPOCAM BEACHHS Je-
JIOTIPOU3BO/ICTBA, OpraHU3allMK KOHTPOJIA M MPOBEPKU MCIIOJHEHUS MPUKA30B, pac-
NOPSDKEHUM M yKa3aHWM peKTopara, MOArOTOBKM M TPEACTaBJICHHUS JTIOKYMEHTOB,
00paboTKH NOCTyNaOUIeH U OTIPABIAEMOI KOPPECTIOHACHIIUH.

5.2. C 1opuau4ecKUM OT/EJIOM IO NMPaBOBBIM BOIIPOCAM.

5.3. Co cnyx060if MarepuasIbHO-TEXHUUYECKOIO Pa3BUTUS IO BoIpocam obec-
MeYeHUs OPITeXHUKOM, 000Opy/I0BaHHEM, KAHLEISPCKUMHU TMPHUHALJICKHOCTIMH,
O1aHKaMU JOKYMEHTOB.

5.4. C ueHtpoM HH(OPMALMOHHBIX TEXHOJIOTMH MO BOIPOCAM TMOAEPKKH
TE€XHOJIOTMYECKOr0o U 0(pUCHOrO MPOrpaMMHOI0 0OecrieyeHHsl.

Otaen THpaXUpOBaHMS:

5.1. Co Bcemu noapasnenenusimu PMAT.

5.2. C opraHuzauusMy, OCYLIECTBISIIOUIMMH PEMOHT TEXHUKH H JOCTaBKY
PacxoJIHbIX MaTepUAJIOB.

5.3. CornacoBbIBaeT ¢ pyKOBOJICTBOM BOMPOCHI [0 CITUCAHUIO, TPUOOPETEHHIO 1
PEMOHTY TEXHHUKH.

ApxuB:

5.1. Co BceMH CTPYKTYpHBIMHU IO/Ipa3/IeIeHUSIMU 10 BOIIpocaM (GOPMHPOBAHHS
¥ opopMIIeHHUs [T TPH UX clladye B apXHB;

5.2. C oTzenom kaipoB MO BCEM BOIMpPOCaM JOKYMEHTHPOBAHUS W OpraHU3alluu
paboThI C TOKYMEHTaMU;

5.3. C xo3siicTBeHHOH Clly’)k00¥ 10O Bompocam obecriedeHus OTAesla HeoOXo-

AUMBIMH CpE€ACTBaAMHU OpFaHI/I3aIH/IOHHOI71 TEXHUKHW U KaHUCIAPCKHUMHU ITPUHALIICK-
HOCTAMHU,
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5.4. C rocy1apcTBEHHbIM apXMBOM I10 BOMPOCAM MPEJI0CTABICHHUS CBEICHUM O
cocTaBe U 00beMe JJOKyMEHTOB, ITOATOTOBKH U Mepe/layd Ha XpaHeHHe JJOKYMEHTOB.

6. Cpok 1eiicTBHSI H MeCTO pa3MelleHHsI

[IepuoanunocTs nepecmorpa aaHHoro Ilonoxxenus - He pexxe oJJHOTO pa3a B 3
roja.

JlelicTBytoiuit ytBepxkaeHHbIM opuruHain [lonoxenus pasmemaercs B Otene
kajapoB. Konus [TonoxxeHus XpaHUTCs y pyKOBOIHUTENsl CeKpeTapuara. JJIeKTpOHHas
xonus [lonoxxenus pazmentaercsi B YueOHo-MeToiuueckoMm 1ieHtpe PMAT.
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