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IIpeaucioBue

1 PASPABOTAHO otmenoM aHamutukd ¥ OGOPMIIEHHS JOKYMEHTOB (helepanibHOro
TOCYIapCTBEHHOTO  OIODKETHOTO 0Opas0BaTENBHOTO YUYPEKIEHHSA BBICHIETO 0Opa30BAHHS
«HaumoHanbHeIH MccenoBaTenbekuil yHuBepcuteT «MDOW» (manee — ®IBOY BO «HUY
«M3OW», MOU, VuusepcuteT) Ha ocHOBaHMHM mprKaza Ne 940 ot 24.10.2024 B COOTBETCTBHH €O
crangaproM CTO CMK 7.5.3-03-2018 «VYmpaBieHne MOJNOXEHHAMH O CTPYKTYPHBIX
TIOIpa3IeIEHUSX U JODKHOCTHEIMHA HHCTPYKIIUAMHEY.

2 BBEJIEHO B nelicTBue BIiepBEIE.

1. O0mue nmoJioxkeHust

1.1 ITonoxenue 06 ornene aHamuTHKH M odopMueHHs nokymentoB ®I'BOY BO «HUY
«M3OW» (nanee — Ilonoxenue) perymmpyeT MOPSAOK AESTENBHOCTH W TPeGOBAHHS K COCTABY
OTZelIa aHATIMTUKY U opopmiieHns JokyMeHToB ®TBOY BO «HUY «MDOW» (nanee — OAuO/l,
Ortzen), onpenenser 3anaun, (pyHKIKH, TTOJHOMOYHS, OPSAOK PEOPTAHM3AMY U JTHKBANALAH
Otpena.

1.2 OAuO/] sBnsteTcst CTPYKTYpHBIM MofpaszieieHHeM ydeOHoro ympasiernus ®IBOY BO
«HHY «MBOW», ocymecTBIdeT HHPOPMALMOHHO-AHAIUTHYECKHE U aIMHHHCTPATHBHO-
opraHu3anuoHHble QyHKIMH. OTAET BO3INIABIAET HAYAILHUK OT/ENA, KOTOPBIH ITOXIHHSETCS
HAYaIbHUKY Y4EOHOTO YIIPaBICHMS.

1.3 Peopranusanus n mukeunanus Otnena OCYIIECTBIIAETCA 110 IIpuKasy pekropa ®I'BOY
BO «HUY «MBW».

1.4 Crpyxrypa u mrar Otzxena, a Takke M3MEHEHHS K HEMy YTBEPXKIAIOTCS IPHKA30M
pektopa ®I'BOY BO «<HNY «MDW».

1.5 Ha 1omkHOCT HayalbHMKA OTAe]a HA3HAYACTCS JIHIO, HMEIOIIEE BBICIIEE
obpasoBanue, cTaxk paboTel B MOU He MeHee 5 JieT, OIBIT OpraHU3aMOHHOM paGoTHl B 061acTH
BBICIIEr0 00pa30BaHuUs, OPraHU3aLKH YIeOHOTO MPOLEcca BEICIIEr0 YUeOHOTO 3aBEICHHUS.

1.6 B ciyvae orcyrcrBust HayanbHuka OAMOJ] ero (yHKIHH BBIIOJHSET 3aMECTUTENDb
HayaJbHUKA OTJIENA.

1.7 OGs3annocT M yclnoBHS Tpyaa paGOTHHKOB OTHena ONpeNesIoTCs TPYZIOBBIMYU
JOroBOpaMH, 3aKIIOYCHHBIMHM C KaXKIbIM paboTHHKOM, [IpaBUiIaMu BHYTPEHHETO TPYAOBOIO
pacopsaka OI'BOY BO «HUY «MDW», Hacrosmum I[lonoskeHHEM, MODKHOCTHBIMH
HHCTPYKLIMAMH pabotnukoB OTrena.

1.8 B cBoeii pgesrensHoctn pabotHuku OAuOJl  pyKOBOICTBYIOTCS JEACTBYIOLIUM
3aKOHOAATENbCTBOM Poccuiickoit Penepanu, pemenusamu Yuenoro coseta ®T'BOY BO «HUY
«MOW», noxanbHEIMH HOpMaTHBHbIMEH akTamMu ®I'BOY BO «HUY «MDU» u HacToAmmm
ITonoxxeHueM.
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2. lles1b 1 OCHOBHBIE 3a1a4H

2.1 OcHoBrast mens OtTmena — BBIIONHEHHE 3a1ad y4eGHOrO ynpasinenus MOU 1o
aHAIMTUYECKOH  AESTENbHOCTH, OpraHM3alMM paboTBl  CTPYKTYPHBIX  IOJpas/IeIcHHIt
YHHBEPCHTETA [0 MPOBENEHHIO TOCYNAPCTBEHHOM HMTOTOBOM AaTTeCTallMH M O(GOPMICHHIO
JIOKYMEHTOB 00 oOpasoBanuy H(WIM) KBIM(HKALIUM U JTOKYMEHTOB 00 OGYYEHHH, IITATHO-
CTaTHCTUYECKOMY Y4YETy, OpraHW3alMOHHOMY COIPOBOXKACHHIO Y4YeOHOro Ipolecca - B
COOTBETCTBUH C HOPMAaTHBHBIMH IOKYMEHTaMH, yCTAHOBICHHBIMH MUHHCTEPCTBOM HAYKHM H
BBICIIEr0 00pa3oBaHus P®, TpeOOBaHHSIMU CHCTEMBI MEHEIKMEHTA KadecTBa U JIOKAIBHBIMH
HopMaTHBHBIME akTaMi OI'BOY BO «HUY «MOW», akTyanbHbIMH HA KOHKPETHBIH MEPHOL
paboThI.

2.2 OcHoBHBIMHE 3asa4amy OT/IeNa SBISIOTC:

2.2.1 OGecrieyenne TMOATOTOBKM BHEIIHHX M BHYTPEHHHX OTYETHBIX JOKYMEHTOB,
CTATHCTHYECKHX JAHHLIX, PE3yIbTaTOB MOHUTOPHHIOB, (JOpPMHUPOBaHHE KOTOPHIX BO3JI0KEHO HA
y4ebHoe ynpaBienne MOU.

2.2.2 Opranusanus, KOHTPOIP M @HQIM3 NPOBENEHHS TOCYJAapCTBEHHOM WTOTOBOIL
aTTECTAaIlUU BEITYCKHHKOB MOU.

2.2.3 Odopmitenne (me4aTs) TOKyMEHTOB O 00pa3oBaHMM H(WIH) KBATH(HKAINH, CIIPABOK
06 00y4eHuu (o mepuoe 00ydeHus).

22.4Y4er W CTaTHCTHYECKHMIl aHAIM3 JBHJKEHHS KOHTHHIEHTA IPO(eccopeKo-
TPEMOaBaTebCKOro cocTaBa Kadenp M yueOHO-BCIIOMOTaTeNbHOrO IITaTa CTPYKTYPHBIX
noapasaenenuit MOU.

2.2.5 BoimonHenue 3a1a4 MO OPraHW3ALMOHHOMY COIPOBOXKICHHIO YIeGHOrO mpolecca
VYHuBepcurera.

3. DyHKUOHH

B cootBercTBUM ¢ BO3NOXKEHHBIME 3a1a9amy OT/IeN BBIIONHSET CIEAYIONIHe ()YHKIIHH:

3.1 IloaroToBKa BHEMIHHX M BHYTPEHHHX OTYETHBIX JOKYMEHTOB, CTATHCTHYECKHX
AAHHBIX, Pe3yJIbTATOB MOHHUTOPHHIOB:

3.1.1 C6op, xpanenue, 06paboTka HHPOPMALMH U PacyeT ITOKa3aTeNei, HeOOXOMUMBIX JUIS
OCYIIECTBIICHUSI aHATUTHYCCKOM NeATENIbHOCTH yuyeOHoro ynpasierus MOU.

3.1.2 C6op OTYETHBIX MAHHBIX YHHMBEPCUTETAa I CTATUCTHYECKOrO OTYETA IIO dopme
BIIO-1, oTyeta 0 camo06CIeI0BaHNH, yIacTie B OATOTOBKE JAHHBIX VIS JTHIIEH3HPOBAHUS U
rOCyTapCTBEHHOM aKKpeIUTalud Y HUBEPCUTETA.

3.1.3 OcymectBnenre B3aUMOAEHCTBUS ¢ APYTMMH IOJAPA3JEICHHIME YHHBEPCHTETA 10
cOOpy M IPENIOCTAaBNIEHMIO aKTYalbHEIX JaHHBIX, HEOOXOMMMBIX JUIsi  (POPMHPOBAHHS
OTYETHOCTH.

3.1.4 OcymectBnenre 3arpy3kd OTYETHBIX MaTepHaloB, Pe3yIbTATOB MOHHTOPHHIOB B
roCyIapCTBEHHBIE HH(OPMAIIMOHHO-aHAIUTHYECKHAE CHCTEMEL.

3.1.5 Opranusanusi U KOHTPOJb Pa3MEIICHHS W AKTYalH3alMH Ha O(GHIHAILHOM caifTe
MOH B cetn MHTepHET CTATMCTHYECKHX NAHHBIX 110 HYHCIEHHOCTH OOYYAIOIUXCS M TIO
JBH)KEHUIO KOHTHHTEHTA.
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3.2 Opranmsanusi, KOHTPOJIb M AHAJIHM3 TPOBEJEHHS TOCYIAPCTBEHHOH HTOroBOi
aTrrectanuu (gajee - 'MA) Boimyckunkos MOH:

3.2.1 C6op cBeieHMI M NIpPENOCTAaBIEHHE NAaHHBIX I YTBEPXKIEHHS HA YUCHOM COBETE
MOHU kannupatyp mpesicenarenelfl rocyIapCTBEHHBIX 5K3aMEHAIMOHHBIX KOMHCCHI (Iazee —
I'5K) mo mnporpammam Beicmero oGpasoBamus, B TOM uHclie mis ¢uimanos MO
IlpencraBienne cenenuit B MunoGpHaykn Poccum isl  yTBEpXIEHHS —KAHMIATYD
IpeZceaTeNed 10 IPOrpaMMaM CpeHEro NPoQeCcCHOHAIBHOr0 00pa30BaHHs.

3.2.2 Kourpons paboTsl qupekuuit u kadenp YHHBepcuTeTa M0 (GOPMHPOBAHHIO COCTABOB
FOCYyTapCTBEHHBIX 9K3aMECHAIIMOHHBIX KOMUCCUH, COCTaBICHUIO pacrucanus [ YA, 3aKkiIroueHuIo
JIOrOBOPOB IpaXKAaHCKO-IIPaBOBOIO XapakTepa ¢ mpeacenaTeasmMu 1 wieHamu [ K.

3.2.3 Kourposs paGoTsl Kadenp YHHBEpCUTETa [0 CBOEBPEMEHHOMY 3aKPEIUICHHIO TeM H
PYKOBONHUTENEH  BBIIYCKHBIX  KBaIM(UKAMOHHBIX  paboT,  KOHCYJBTAaHTOB  (IIpH
HE0OXOIUMOCTH).

3.2.4 COop u mpoBepka IIPOTOKONOB 3aIIMT BBITYCKHBIX KBATH(MHKAIMOHHBIX palorT,
oT4eToB 0 pabore I'OK, BEIMHCOK YUEHBIX COBETOB HHCTUTYTOB 00 YTBEPIKICHHH PEe3yIbTaTOB
3aIUT. BpOIIIOpPOBKa B KHUTY IIPOTOKOJIOB 3aIllUT K 0TYETOB 0 paboTe DK, XpaHeHne KHUT KaK
AOKYMEHT CTPOrOHM OTYETHOCTH, Ilepefadya KHHUT B apxuB MOWM B COOTBETCTBHH C
Homenknarypoit nen Yuusepcurera.

3.3 Odopmirenne (meuaTnb) AOKyMeHTOB 06 06pa3oBaHMH H(WIH) KBaJdupHKANHH,
cnpasok 00 00y4eHun (o nepuoe o0ydeHus):

3.3.1 Pabota co cTpyKTypHBIME nofpaszeneHdsmMu MOU 1o ohopMIIEHHIO U BBIade IUis
CTYNECHTOB M BBITYCKHHKOB MOW mnokymMeHTOB 00 oOpa3zoBauumyu wH(WiM) KBaIu(HKaIHH,
RyOnUKaToOB NOKyMEHTOB 06 06pa3oBaHMM H(MIM) KBAITM(HUKANHMH, CIPaBOK 06 00yueHHH (0
nepuojie 00y4eHus).

3.3.2 GopmupoBanue 3aka3a Ha 3aKyIKy, IPHEM, XpaHEHHE, IPOBEICHIE HHBEHTAPH3ALHN
H CIOHCaHUs OJaHKOB CTPOTOM OTYETHOCTH (HOMEPHBIX OJIAHKOB [JHILUIOMOB, OJIAHKOB
IPUIIOKEHUAHN K TUTLIOMaM).

3.3.3 3aka3 Ha W3roTOBJNEHHE, OhOPMICHHUE, BHIAYA M KOHTPOJIb BEIEHHS IHPEKLHSIMH
WHCTHTYTOB M (¢uamanoB MOV KHHUT perucTpaluyi 4 BEIIAYHM JUILIOMOB. BeneHue BeqoMOCTH
ydeTa BeIa4YM CIIpaBoK 06 00ydeHuH (0 nmepuoje o0ydeHus).

3.3.4 Xpanenue ¥ Bbava O(QOPMICHHBIX, HO HE NOJNYYEHHBIX MO PasHBIM IPHYHHAM,
JOKYMEHTOB 00 06pa3oBanuy H(¥IH) KBaTH(HKALKH, TyGIHMKaTOB JOKYMEHTOR 06 06pazoBaHuH
u(um) KBaTH(UKAINHY, C IIOCIEAYIOWEi nepenadeii o aktam B apxuB MDY o ucreueHun 3-x
JIET C 1aThl OPOPMIICHHS.

3.4 Yuer m cTraTHCTHYeCKHH AaHAIM3 JBHJKEHHS KOHTHHIEHTA HPOQeccopcKo-
NpenoJaBaTebCKOro cocraBa Kageap u y1e0H0-BCIIOMOraTe/IbHOI0 MITATA CTPYKTYPHBIX
noapasaeaenuii MOU:

3.4.1. Vet npodeccopcKo-IperoaaBaTebcKoro U y4e6GHo-BCIIOMOTaTenbHOro mrata MU
10 OJpa3/Ie/ICHUsIM U KadenpaM B COOTBETCTBHH C YTBEPIKICHHBIM IITATHEIM PACIIMCAHHEM H C
KBaJIN(DUKAITHOHHBIMH TPEOOBAHHAMH.

3.4.2. Cpepka mpuKa3oB OT/ela KaJpOB O 3aYHCIIEHHH, YBONLHEHHH H MEPEMEILICHHH II0
JOJDKHOCTSAM ¥ BHECEHHE HH(POPMAIIUH B XKYPHAI ydeTa.




dTBOY BO «HNY «MDHN» IICII - 13051-25

Buinycx 1 Hzmenenue 0 Okzemnnap Nol Jucm 6/14

3.4.3. Opranusanus ¥ OOGBSBICHHE BBIOOPOB M KOHKYPCHBIX OTGOPOB MPOdeccopeKo-
IPeroIaBaTeIbCKOr0 COCTaBa HHCTUTYTA B T€YEHHE YUeOHOI0 roza.

3.4.4. TlogroToBKa CTaTHCTHYECKOM HHpOpMAMH K oOT4eTaM 1o  HpodeccopeKo-
IPENoAaBaTeIbCKOMY M y4eOHO-BCIIOMOTaTeIbHOMY [IEPCOHAILY.

3.5 BoimosHenne 3a1a4 110 0PraHA3AMHOHHOMY COIPOBOKIEHHIO Y4eGHOT0 npoiecca:

3.5.1 O6ecnieuenne mHCTHTYTOB MOU GaHKamy CTyJeHYECKUX OHMIETOB, HArpyXHBIMH
3HAaKaMH BBIITYCKHHKOB, TBEPABIMH 00JI0)KKaMH JUIA JHILIOMOB.

3.5.2 OGecrieueHne CTYNEHTOB M  BBITYCKHMKOB MOV  KONMSAMM JIHIEH3WH Ha
00pa3oBaTeNbHYI0 JNEATEIBHOCTh M CBHIETENHCTBA O TOCYIApPCTBEHHON aKKpEIUTALHH,
CIIpaBKaMH B BOGHKOMaT.

3.5.3 ObGecneuenne moxpasneneHuit y4eGHoro ympasieHus MOV OpITeXHHKOM,
PacXOlHBIMH ~ MaTepHalaMd, KaHIEIAPCKUMH IPUHAIIEKHOCTSIMH, KOHTPOIb 3a HX
pacxoJI0BaHUEM.

3.5.4 KOHTpONIE CBOEBPEMEHHOTO NMPOBEICHUS CPEIU COTPYIHUKOB Y4eOHOTO YIIpaBICHHS
MOM uHCTpyKTa)e# Ha paGodeM MecTe IO OXpaHe Tpy[a M MHCTpYKTaXkell Ha paGodeM MecTe
o moxapHod OesomacHOCTH. BeneHHe COOTBETCTBYIOLIMX JKYPHAIOB — PErHCTpAIUH
HHCTPYKTaXeH.

3.5.5 Bemenne Tabens ydera HCIIONB30BaHWsS paGodYero BPEMEHH, COCTaBICHHe rpadmka
OTIIyCKOB COTPYAHHUKOB yuyeOHOTO0 yrpasiaenus MOU.

3.6 Benenne B paMKaXx CBOEH J€STENBHOCTH JETONMPOM3BONCTBA, IPOBEICHHE B
COOTBETCTBUH C 3aKOHOJATENBCTBOM P® paboThl 0 KOMILIEKTOBAHHIO, XPAHEHHIO, Y4ETY H
UCIIOJIb30BAHHUIO aPXUBHBIX JOKYMEHTOB, 00pa3oBaBIIUXCs B X0€e AeaTeapHocTd OTaena.

3.7 BemoHeHue TpeGOBaHUI CHCTEMBI MEHEKMEHTA KauecTBa (Haee - CMK).

3.7.1 KoHTponb CBOEBPEMEHHOTO Ka4eCTBEHHOIO BEIIOJHEHHUS COTPYIHHKAMH TTOPYYeHHBIX
UM pabor.

3.7.2 Opranusanuss paGoTEl 10 BBIIBICHHIO HecooTBercTBHEE CMK u  BhIpaGoTke
PE3YIbTaTUBHBIX KOPPEKTHPYIOITUX AEHCTBHUIA.

3.7.3 CBoeBpeMeHHOE IpejocTaBIeHHe MaTepHaioB s aHamm3a CMK.

3.8 BoimonHeHne TeKymMX 3alaHMH HadalbHAKA y4eOHOTO ympapieHus u IlepBoro
npopexkropa MOU.

4. CTpykTypa

4.1 B mrat otena aHAUTHKE U 0QOPMIIEHHS TOKYMEHTOB BXOJIST:
— HaAYaIbHHK OTAENA;
— 3aMECTHUTENIh HAaYaJIbHUKA OT/IENIa;
— 3aBEAYIOLIMN CTaTUCTHYECKOI CITyKOO0I;
— BEIyLIUH CHEIHAHCT;
— HHXCEHED;
— CIEIUaIUCT 1 KaTeropuu;
— TexXHHK | kateropuu.
4.2 OpraHusaiuoHHas CTPYKTypa OTHENa AHATHTAKA W ohopMIeHNsT TOKYMEHTOB
IIpe/iCTaBJIeHa Ha puc. 1.
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IlepBeIii mpopekTop

HauansHuk yuebHOTO
yIIpaBICHUS

|

OTnen aHATUTHKH U
oopMITeHHST TOKYMEHTOB

Puc. 1. Opranusanuonsas CTpyKTypa OT/ela aHATUTHKA B 0QOPMIIEHHS JOKYMEHTOB

S. B3aumMonelicTBHe €O CTPYKTYPHBIMH NOApPa3feIeHHSIMH H A0JDKHOCTHBIMH

JHIAMH

5.1 Ornen aHamuTHKE U OGOPMIICHHS TOKyMEHTOB B3aUMOJEHCTBYET CO CTPYKTYDPHBIMH
NIOJpa3/ICICHUAMH M JOJDKHOCTHBIMM JMnaMi MOU mo BompocaMm, BXOAAIMM B KOMIIETCHIIUIO
Otmena, MCX0Is U3 INIPOU3BOICTBEHHOM HEOOXOIMMOCTH B COOTBETCTBHH C JIOKAIBHBIME
HopMaTuBHBIMH akTamu OI'bOY BO «HUY «M3OW» no Bonpocam cornacHo [Tpunoxenuro 1.

5.2 VuacTByeT B pa3pabOTKe IIPOCKTOB HOPMATHBHON JOKYMEHTAalMM YHHUBEPCHTETA
(TOI0KEHHs], PETJIaMEHTHI U Ip.) 110 HAIIPABJICHHIO AESATEIHOCTH OTHENA.

6. IIpaBa

Otnen aHaTMTHKH B 0(OPMIICHHUS! JOKYMEHTOB HMEET IIPaBO:

6.1 Pa3paGaThIBaTh U COIIACOBBIBATH [IPOEKTHI OJOKEHHH, IPHKA30B M APYTHX JOKATBHBIX
HOPMAaTHBHBIX aKTOB II0 BoIIpocaM aesteiabHocTH OTaena.

6.2 Ilo cornacoBanuio ¢ IlepBBIM MPOPEKTOPOM ¥ HAYATHHHKOM Y4eGHOIO yIIpaBJICHHUS
IIPUBJICKATh COTPYAHHMKOB CTPYKTYpHBIX moxapaszaeneHuii ®I'BOY BO «HUY «MDU» k
YYaCTHIO B PELIEHUHU IIPOU3BOJICTBEHHEIX 33/1a4.

6.3 3ampammBaTe y pyKOBOAMTENEl CTPYKTYypHEIX Iozppasgenenuit ®IBOY BO «HUY
«MOW» marepuansl u uHQOpMANUIO, HEOOXONUMBIE I BBINONHEHHS 3a1ad M (DYHKIH,
BO3JIOXKEHHBIX Ha OTaer.

6.4 BHOCHTP Ha pPacCMOTPEHHE pYKOBOJICTBA ~YHHBEPCHTETA MPEJIOKEHHA 110
COBEPLICHCTBOBAHUIO OPraHH3allMd M KOHTpOO y4deOHOH paborsl B MDU, mo Bompocawm,
BXOZSAIIUM B KoMIteTeHnuo OTaena.

6.5 Ipencrasnats ®TBOY BO «HUY «MPU» BO BHEIIHHX OpraHu3aIysax Mo BOIpocaM
nestensHocTH OTaena.

6.6 BHOCHTB IIpeIIoeH s B yCTAHOBICHHOM IOPSIKe 00 H3MeHeHnH mrata OTena.

6.7 Ilpyrue npasa, npeaycmorperHsie Ycrasom ®TBOY BO «HUY «MDUy.
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7. OTBEeTCTBEHHOCTh

7.1 Havaneruk Ortzena HecET OTBETCTBEHHOCTh 3a HAUICKAIIEE U CBOEBPEMEHHOE
BEIMONHEHHE OTAENIOM BO3JIOKEHHBIX HACTOSIIUM [[oN105KeH EM 3a1ad B DYHKIIHIA.

1.2 COpr,Z[HI/IKI/I OTJIGJ'Ia HECYT OTBETCTBCHHOCTDH 34 HCIIOJITHEHHUE CBOUX (i)YHKI_H/IOHaJIBHLIX

00s13aHHOCTEH.






















