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IMOJIOKEHHUE Ne S~

r. Tomck
06 o6wem omoene

1. O6mme mojaoxeHnus

1.1 Breneno B3amMeH monoxeHus oT 28.03.2012 Ne20 «O06 odmmeM oTAeae».

1.2 HaumeHoBanue nojpaszieieHus — o0t oTaen.

1.3 Uctopus noapasaenenus. Co BpeMeHU OCHOBaHUS MEIHIUHCKOTO HHCTUTYTa B 10 1952
roga GyHKIHOHHpOBaIa Kaumenspus gupekropa. C 1953 roma B ommesax gen CubI'MVY
3HAYUTCA IPOCTO KAHIIEIAPUSL.

ITo coctosamio Ha 01.01.1997 ob1mas xaHLEIsIpUsA COCTOsIIA U3 KAaHUEIAPMH U apXHBa.

CormacHo mratHoMy pacmucanmio Ha 2000 rox ofmas kanuenspus somuia B CiyxOy
IIPOPEKTOPA IT0 IKOHOMHUKE U (UHAHCAM. _

B 2001 roay obmas xaHnenspus cocTosIa yXKe U3 KaHIeIsIPUH, CEKpeTapyara i apxuBa.

C 01.01.2002 w3 mTaTHOrO pacIUcaHus BhIBeJeHa oOmas KaHOENIpUs B COCTaBe
KaHIEJIIPUH, CEKpeTapuaTa U apxyuBa U BBEJCH BCIOMOTaTENbHBINA OTIEN B COCTABE KaHUEIIPHH
U apXuBa.

C 01.01.2004 u3 mTATHOrO pPACHMCAHMSI BLIBEJIGH BCIIOMOraTeIBHEIH OTAEI B COCTaBe
KaHIICIIAPHH U apX¥Ba U BBEJEH OOLIUI OTIEN B TOM XE COCTaBE. ‘

B cBA3M C ympasTHEHMEM AOJDKHOCTH IIPOPEKTOpa II0 IKOHOMMKe M (uHaHCcaMm oOujuii
OTJIe1 B IIPEeXHEM cocTaBe OBUI MEPEBEJCH B HpsMOE IOAYHMHEHHE DPEKTOpY IPHKa3oM OT
13.05.2008 Ne 160 «O peopranuzaium».

C 01.04.2013 B coctaB obmero oTAela BOIIET MEAMLMHCKHNA apXWB B CBS3H C
IPUCOSAMHEHNEM KIMHUK corigacHo mpukazy ot 11.10.2012 Ne399 «O cIpykTypHOH
peoprapusanud Kk I'bOY BIIO Cu6I'MY Munzapascoipa3Butus Poccuny.

C 01.11.2014 o6mumit oTaen MEpPEeNOAYMHEH HPOPEKTOPY IO Pa3sBUTHIO - IEPBOMY
npopextopy mpukazom oT 29.10.2014 Ne611 «O pacnpeneneHur (yHKUHOHAIBHBIX
00s13aHHOCTEH»

1.4 O61mmit oTIEeN BO3IIIABIAETCS HAYAIbHUKOM.
O6mumit oTaen gBiaseTcs CTPYKTYypHBM moapaszaeneanem @TBOY BO Cubl' MY Munsapasa

Poccuu B HAXOQUTCSA B TIOAYAHECHUH IIPOPEKTOPY MO PA3BUTHIO — IEPBOMY IIPOPEKTODY.
Haganpuuk oOuiero oraena Ha3HA4YaeTcad M OCBOOOXKIAeTCd OT JOJDKHOCTH IIPUKa30M

pekTopa.
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1.5 O6mwmii oTaen pacnonaraeTcs IO CIEAYIOIIM aIpecaM.

634050 r. ToMck, MOCKOBCKH#H TpakT, 4. 2, IJaBHBIA Kopmyc, 1 3Tax, moMerneHue 154
(xaHUENAPHU);

634050 r. Tomck, MockoBcku#t TpakT, a. 2, ctp. 21, 1 stax, nomemnenue 31 (mpuemHas
[JIaBHOTO Bpaua);

634050 r. Tomck, MockoBckuif Tpaxr, X. 2, crp.16, xo3sHcTBeHHBIH Kopmyc, 4 3Tax,
nomerueHus 1,2, 14, 15 u 3 stax, nomenienue 23 (apxuB);

634041 r. Tomck, np. Kuposa a. 36/3, oOmexnrre Meauko-papManeBTHIECKOro KOMIENIXKa,
1 sTax, nomewmenns 55-56, 62 (xpanunuuie apxuBa);

634050 r. Tomck, MockoBckuit Tpakt, A. 2, C¢Tp.23, 3HaHWE rapaxa, IoMeweHus 6-8
(MEIMIMHCKU apXUB);

634050 r. Tomck, MocKOBCKUiT TpakT, A. 2, CTp.22, 2 dTax, moMelneHue 7 (XpaHunuuie
MEIULUHCKOIO apXUBa);

634050 r. Tomck, MockoBckuii Tpakt, a. 2, ctp. 18, 3manue ITHWJI, noKompHbIA STak,
nometnernue 011 (xparmnuniine MEAUIIMHCKOTO apXUBa).

2. Henmn wm dyHKnun

2.1 Uensro pabGotel o0O0IMero oTAena SBISETCS opraHusaunus JeJONpPOU3BOJCTBA,
JOKYMEHTO060pOTa ¥ XPaHEHHS JOKYMEHTOB B COOTBETCTBHMH C HOPMATHBHEIMHE TPEOOBAHHUIMMU.

2.2 Jlng peamu3aiuy 1efu Ha OOIINE OTAEs BO3IAraloTcs ClieAytonme Gy K.
2.2.1 B obnactu nemonporn3BOCTBA;

- METOAMYECKOE PYKOBOACTBO MAEIONPOHM3BOJACTBOM M JOKYMEHTOOOOpOTOM,  pa3paboTka
perlaMeHTUPYIOIHUX HAOKYMEHTOB;
- IIpUBE/ICHUE NIPAaKTUKH JEIONPOU3BOJICTBA B COOTBETCTBAE PErNaMEHTHPYIOLUHM JOKYMEHTaM
(IpOBEPKH JENOMPOU3BOACTBA B IOAPA3AEIICHAIX, KOHTPOIb 0POpMIIEHHs JOKYMEHTOB);
- obecneyeHue y4era TOKYMEHTOB, CO3/1aBa€MbIX MOJpasAcicHUsIMU (BeJACHUE HOMEHKIIATYPhI
Aen);
-00paboTKa JIOKQIGHBIX HOPMATHBHBIX AaKTOB - IIOJOXEHUH, IpaBUj, PErIaMeHTOB
(perucTpaius, CKaHHPOBaHHE, pPAcChUIKA, OTMETKa 00 OTMEHE ICHCTBHMS Ha YCTapeBIIHX
JOKyMEHTAaX, 3aBepeHmue);
-00paboTka pacmopsSAUTENBHBIX JOKYMEHTOB (perucTpauusd, CKaHMPOBAaHHE, PACCHUIKA,
3aBEPEHHUE);
- TIOATOTOBKA DPACHOPSTUTENHHBIX JOKYMEHTOB IO OCHOBHOH NEATENBHOCTH IO IOPYYEHHIO
PYKOBOJUTENS;
- KOHTPOJIb UCIIOMHEHKS IPUKA30B U PaCOPsHKCHHUM peKTopa U IIPOPEKTOPOB;
- 3aBEpEHHUE [TOAIUCY PYKOBOIMTENEH HA JOKYMEHTaX;
- OpraHu3auys H3rOTOBJICHHUS, yUeTa, XpaHeHHs, UCITONB30BAHUS W YHUUYTOXKEHHA Iedarei u
IITaMIIOB;
- BEJICHHWE OPraHU3aIliOHHON CTPYKTYpHI (IIOATOTOBKA IPHKA30B, CO3/aHHE, aKTyalH3alusd H
yOJIMKALKS CXEMbI OPTaHU3AIIMOHHOM CTPYKTYpHI Ha caiTe).

2.2.2 B obnact 1oxyMeHTO0O0pOTA!
- KOHTPOJH CPOKOB HCIIOJIHEHHS BXOMALIMX JOKYMEHTOB M €XeMeciyHasd OTYETHOCTH 10
HEHUCITOJIHEHHBIM JTOKYMEHTAM;
- MOHHTOPHHT CPOKOB COTIACOBAHUS PACTIOPSIIUTENBHBIX JOKYMEHTOB;
- 06paboTka BXOIAIEll KOPPECIIOHICHIIUM;
- 00paboTKa HCXOASIIEH KOPPECTIOHICHIINH;
- pa3HOCKa JOKYMEHTOB JJIs COITIaCOBAHUSA IO MMOApa3ZeNIieHusIM ITTaBHOIO KOpIIyca JBa pa3a B
JeHb 10 TpaduKy, OJCKTPOHHAs WX pacChUlka M pacKjajka I0 IIOYTOBBIM SILUHKaM
0/Ipa3IeTICHHiH, O3HaKOMIICHHE paOOTHUKOB C TOKYMEHTaMU IIOJ| IOAMHUCE;
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- JOCTaBKa pacHOPSIUTENBHBIX NOKYMEHTOB M BXONAHICH KOPPECHOHICHIMH DPEKTOpPY |
IIPOPEKTOPY IO Pa3BUTUIO-IEPBOMY IIPOPEKTOPY;
- OTIIpaBKa KOPPECTIOH/ICHIIMY Yepe3 IIOYTOBOE OT/ICJICHUE ¥ OpraHU3alHsl SKCIPECC-A0CTaBKH.

VYxazanHpie QyHKIHH B 00JIaCTH ZJOKYMEHTOO00pOTa HE PaCHpOCTPaHMOTCA Ha JOKYMEHTHI
nog rpudom «CekpeTHO» W Ha ONaHKHA CTPOTOH OTYETHOCTH. JIOKyMEHTHI, CoaepXaiiue
rOCYyJapCTBCHHYIO TaliHy, HAXOJWTCA B BCICHUH pPEXHMHOTO OTAeNa.  bmanku crporoi
OTYETHOCTH HAXOAATCS B BEJCHMH MAaTepHATFHO OTBETCTBEHHBIX JIHIl M TPETBHM JIHIIAM HE
[epearoTcs, HaX0AACh 3a IpeJieTaMu o0IIero JOKyMeHT0000poTa.

2.2.3 B obrmactu XpaHeHust JOKYMEHTOB!
- KOMIUIEKTOBAHHE apXHBOB JOKYMEHTaMM IOJTOBpeMEHHOro (cBhiime 10 JIET) ¥ MOCTOSHHOIO
XPAHECHUS;
- BeJICHHE yUYeTa apXUBHBIX JOKYMEHTOB;
- obecrieueHHE COXPAHHOCTH JOKYMEHTOB B apXUBaX M B IOApa3/ENICHHAX, PECTaBpalisa
apXUBHBIX JIE;
-OpraHM3alusl HCIOJIB30BaHUS apXMBHOrO ¢oHna (BplZadya AapXWBHBIX O BO BPEMEHHOE
MI0JIb30BaHHe, HCIIOJHEHHE 3allPOCOB OpraHW3aIliif, MICEMEHHBIX OOpAIleHHH POCCHHACKUX U
MHOCTPAHHBIX MPaKIAH COMUAILHO-IIPABOBOTO XapaKTepa, COCTABIECHHBIX Ha PYCCKOM S3HIKE);
- MPOBEJEHUE SKCIIEPTH3bI LIEHHOCTH JTIOKYMEHTOB;
- mepenaya JOKYMEHTOB Ha IIOCTOSHHOE XpaHenue B locymapcTBeHHBIH apxuB ToMckoi
obnacty;
- OpraHu3anys YHUYTOXEHHS JOKYMEHTOBR C UCTEKITUMH CPOKAMU XPaHEHHUS;
- coOMmoieHue KOHPUISHIHANBHOCTH CIyKeOHOH HHpOpMaLHH.

3. CTpykrypa

3.1YucnesHoCcTh OOIIEro OTAENAa U €ro  CTPYKTypa OIpPECIHAIOTCsS INTaTHBIM
pacITiCaHieM M YTBEPXKIAIOTCS PEKTOPOM.

3.2 B cocTtaB obmiero oTaena BXOIAT:
- KaHIIeJISIpUs;
- apX¥B;
- MEAUIIUHCKUH apXUB.
CrpykTypa o01ero oTjena 3aKpervieHa B IITaTHOM PaclIUCaHUH.

4. TIpaBa 1 OTBETCTBEHHOCTD

4.1 Tlpapa obmero otaena:
- JlaBaTh yKa3aHHd M pEKOMEHJAaluy II0 OpraHu3alyy  JICTOIIPOU3BOJACTBA M

,HOKYMeHTOO60p0Ta. Vkazanns HavaJIbHHKa oTacIa 110 BOIIpOCaM OopraHnu3anuu
OCIIOIIPOU3BOJCTBA 0053aTeIBHEI JJI UCHOJIHCHHSA BCEMHU CTPYKTYPHBIMH NOAPA3ACICHUAMU,

- IIOJITACHIBATL apPXUBHBIC CIIPABKH;

- 3anpaliydBaTth U IIOJIY4YaTh Y HOIIpaBI[CIIﬁHI/Iﬁ I/IH(bOpMaIII/IIO U JOKYMCHTHI, H€O6XO)II/IMI>I€

IJIA pCHICHUA 3a1a4 OTACIA,
- IPOBOJUTE IIPOBEPKHU COCTOSHHUA ACIOIIPOU3BOACTBA K XPaHCHUS B II0APa3ICICHUAX.

4.2 OTBETCTBEHHOCTD
4.2.1 OTBeTCTBEHHOCTD 33 KA4eCTBO M BBITOJHEHHE BO3JOXKEHHBIX 3a/a4, 3a COOJIIONEHUE

pa6OTHHKaMH OTACJIa peXxXuMa KOH(bI/I,Z[eHI_H/IaJII:HOCTI/I HeceT HauaIbHHUK o0Iero oTaena.

4.2.2 PyKOBOJAMTENh HECET OTBETCTBEHHOCTh 3a oOecleyeHHe Oe30IacHBIX YCIOBHH Ha
BBEPEHHBIX y4acTKax paboTHI, 3a HAPYIUICHHE CBOMMH DACHOPSDKEHHAMH MIA JCHCTBHAMH
33KOHOJATENILCTBA 1O  OXpaHe TPyAa, HENPHHATHE Mep 1O  NPEIOTBPAIIECHHIO
IIPOM3BOICTBEHHOTO TPaBMATH3Ma, HECBOEBPEMEHHOE OKa3aHHe TIEPBOH J0BpaueOHON IIOMOLIH.
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4.2.3 PaGoTHuKM WOApa3fAeieHys, IPUYAHUBIINE MAaTEPHANIBHBIA MM MHOH YIEPO, HeCyT
OTBETCTBEHHOCTH B IIOPSIKE, IIPEIYCMOTPEHHOM 3aKOHOATENLCTBOM.

5. BazanmopeiicTBus

O6mumii oTziesr B3aUMOINEHCTBYET CO BCEMH ITO/Ipa3 e ICHIUSMHU:

- IPU pacChUIKe JOKYMEHTOB;

- OpH IIpHEME PpACHOPSAUTENBHBIX JOKYMEHTOB, HCXONALIEH KOPPECHOHIECHIMU OT
NOApa3ieNeHnii: KaHUEMIpUs KOHTPOIMpYeT oQopMIeHHE MOKYMEHTOB B COOTBETCTBHM C
['OCT;

-IIPY CHATHH JOKYMEHTOB C KOHTPOJLS;

-IIpH KOMIIJIEKTOBAaHUHM apxuBa JOKYMEHTaMM IIOJpa3CieHUN: MOAPA3AECNEHUA CIAloT Ha
XpaHEHHE B apXUB JOKYMEHTHI IIOCTOSHHOTO M JOJTOBPEMEHHOIO XPaHEHUs HE paHee OJHOI0
rojia ¥ He IO3HEe TPEX JIET €O JHS Havdalla UX UCII0Nb30BaHysl MIIH XPaHEHHM IO OIIUCH;

- I TIPOBEpPKaxX HoApa3AcieHuil B cepe IeI0npou3BOACTRA.

6. {e10onpou3BOICTBO

6.1 Hema B  monpa3fieneHMHd (GOPMHUPYIOTCS B COOTBETCTBUH C YTBEPKICHHOM
HOMEHKIIATyPOH.

6.2 O6umit oTAen uMeeT repOoOBbie medatd. bonbmmas repOoBas nedaTh JUaMETpoM 45
MM HCHOJB3YeTCS MM IOYETHBIX TIpaMoT, ONarofapHOCTed, NOKyMEHTOB 00 oO0ydeHUH
(munnoMoB, cepru(uKaTOB, YIOCTOBEpPEHMIA), a Manad repboBas medaTb ¢ HOMEPOM 2 U
auamerpoM 40 MM - IS TEKyIIMX AOKYMEHTOB. [ 'epOoBBbIe revyaTtu XpaHATCs B KaHIEIAPHU.
OTBETCTBEHHOCTH 32 HUX HECET HaYaIbHUK OTACNA.

OOmwmif otTnen MMeeT NevaTH ¢ HAaMMEHOBaHHWEM TOpa3fesieHHs], UCIIONb3yeMbIe IS
3aBepeHus NoAnuced pabOTHUKOB OTJeNa M pabOTHHUKOB APYIUX IOApa3ciieHul, He UMEIOIIUX
cBOMX neyareid. Ileuatn xpanarcs B kaHieipud. OTBETCTBEHHOCTH 3a NICYaTH HECET Ha4YaIbHUK
oTzena.

OOmuif oTnen uMeeT INEYaTH C HAWMEHOBAHWEM apXyBa M MEIUIIMHCKOIO apXWBa,
HCIIOIIb3yEMBIE JUIsl 3aBEPEHHS BbIAABAECMBIX KOMMH NOKYMEHTOB. [ledaTy XpaHATCA B apXUBE U
B MEIAIMHCKOM apxuBe. OTBETCTBEHHOCTD 3a II€YaTH HECYT apXUBUCTHI.

6.3 llompasgenenue B CBOeM IMPOM3BOJACTBE HMEET NOKYMEHTHl KOH(UICHIMAIBHOIO
XapakTepa ¢ HepCOHATLHLIMUA JAHHBIMU paOOTHHMKOB, OOYYAIOIUXCS ¥ IAIMEHTOB (IPUKa3bl 110
JWYHOMY COCTaBy, MEAMUUHCKME KapThl). 3amuTa KOH(QUAECHIMANbHOCTH CBEJCHHHA
OCYIIECTBJIIETCS B COOTBETCTBHH C 3aKOHOAATEILCTBOM P,

7. Peopranusanus ¥ JTHKBHJALUA

Pemenue o JUKBHIAOWUHA TTOAPAZACICHUA IPUHUMACTCA V4ueHBIM COBETOM YHUBCPCUTETA
B COOTBCTCTBHH C YCTABOM.

8. Hopsinox BHecenusi uamenenuii B Ilonoxenue

WNsmenenns B llonmosxeHme BHOCSTCS B COOTBETCTBHH ¢ M. 3.2.4 pernameHTta «3.1
YnpasieHue JOKyMeHTaueh».

HavanbHux obmero otaena e ///{7 T.A. T'oronesa



