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MNOJOXEHHE

0 KaHLEAPUH YTIpaBiICHHUA JenaMu
MOCKOBCKOI0 rOCYIapCTBEHHOI0 MEAMKO-CTOMATONIOTHYECKOTO YHUBEPCUTETA
uM. A.H. EBnoxuMoBa

1. O0mue nonoKeHHA

1.1.KaHenspus ABIAETCA CTPYKTYPHBIM IOApa3AeieHHEeM YTpaBICHUA JeIaMH
NOAYMHACTCA HAYaJbHUKY YIpaBleHUA JenaMH MOCKOBCKOTO TIocyJapCTBEHHOrO
MEJUKO-CTOMATONOrH4ecKoro yHupepcurera umenu AJM. EpgokumoBa (ganee —
YHHBEPCUTET)

1.2. B cBoeil neATEeNBHOCTH KaHLENApUA pykoBoacTByeTca KoHcturymmeit PO,
denepanbHBIMM 3aKOHaMH M JPYTHMH ACHCTBYIOIMMHM HOPMATHBHBIMM I[IPaBOBBHIMH
aktamu Poccuiickoit ®enpepauyn, PenecpanbHeiM  3akoHOM «O6 o6pa3oBaHHUH B
Poccuiickoit ®enepanun», [lonutukoli YHuBepcurera B 06J1IaCTH KavecTBa, ¢ YUYETOM
BHEJIDCHHUsA CHCTEMEl MEHC/DKMEHTa KadecTBa M TpeOOBAaHHUAMH MEXIOCYIapCTBEHHOrO
cranmapra ISO  9001:2011, VYcrasoMm  VYHuBepcurera, MHHeTpykumein  mo
aenonpoussogctsy B MI'MCY, npukazaMH M pacloOpsXXEHHAMH peKTopa, WHBIMH
JIOK&TLHEIMM HOPMATHBHBIMH aKTaM¥ Y HUBEpCHTETa, HacToAIMM [loosxeHueM.

2. 3apauu KaHOeJISpPHH

OcHOBHBIE 338a4H:

2.1. OpraHuzaingsa €IWHOTO TMOpANKAa JOKYMEHTAlMOHHOIO obecreueHus
NEATENbHOCTH Y HHBEPCHTETA.

2.2. OpraHuzanus KOHTPOJSA UCIOJTHEHUs mopydeHHi PexTopa ¥ mpopexTopon
HOApa3ACHCHHAMIK M COTPYAHHKAMH YHHBEPCHTETa, CBOEBPEMEHHOH M KaueCTBEHHOH

paboTEl C MOKYMEHTaMH B CHCTEME JJIEKTPOHHOI'O noxymemooﬁopma VHuBepcuteTa

(manee CO4 MI'MCY).
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2.3.  Oprauuzanus paGoThl 10 PacCMOTPEHUIO 00pAIEHHIT IpaX/IaH.

2.4. TIloaroroBka HOPMAaTHBHO-PACIOPAIMTENBHON NOKyMeHTalMH (IIPHKa3HI,
PacnopsKeHusl, HHCTPYKIUMH, periaMeHThL | Jp.)

2.5. OxaszaHde METOAMYCCKOH IOMONIM CTPYKTYPHBIM  [OAPAa3JEICHUAM
YHHBEpCHTETa, U B3AUMOACHCTBHE ¢ HHUMH 10 BONPOCY TOATOTOBKH NOKYMEHTOR B
cooTBeTCTBHH ¢ MHCTpyKIMeit o aenonpoussoactsy MI'MCY.

2.6. OO6ecneueHHe COXPAaHHOCTH IPHKA30B, DPACIOPAKEHUH, TONOXKEHHH o
CTPYKTYPHEIX NIOApAa3/Ic/CHHUAX Y HUBEPCUTETA.

2.7. Obecneyenne rpaXJaH CIpaBouHOM HHbopMaumell o0 noApasAeNeHHAX
YHUBEPCHTETA.

OyHKUAH KaHOeAIPHH

Kanuendapus B npenenax BONPOCOB, OTHECEHHBIX K €€ KOMIETEHLMH M B LENAX
BEIIOJTHEHHS BO3JIOXKEHHBIX 381184, OCYILECTBIIAET CIACAYIOIHE DYHKIMH:

3.1.06ecnieunBaer npHeM, y4eT, OOpabGOTKY M perucTpauMi0 BXOAAIIEH u
HCXOAAIECH KOPPECMIOHACHIHMH, CIYXKeOHBIX 3aITMCOK OT MORPA3NEICHHN H 3aBleHHMIl
pabOTHHKOB YHHBEPCHTET4, BHEINHHMX TeNCHOHHBIX 3BOHKOB B CHCTEME 3JIEKTPOHHOIO
AokyMerToo6opoTta (aanee C3J1 MI'MCY) n0oBoAHT 10 PYKOBOACTBAa YHHBEpCHUTETA U
€ro CTPYKTYPHBIX NOApasJeNICHUH, IpOBEpAET NMPaBRIBHOCT OQOPMITEHHS MCXOAAIEH
KOPPECIOHAECHIIMH H OTIIPABIIAET €€ a[pecaTaM.

3.2, OcymecTBASET KOHTPONL 33 CBOGBPEMEHHLIM pacCMOTPEHHEM U
NPEAOCTAaBICHUEM CTPYKTYPHBIMH NOIAPa3eICHHAMH U KOHKPETHBIMH HMCIIOMHHTEIIMHU
AOKYMEHTOB, IMOCTYNHBIIMX Ha HCIONHEHHE (C KOHTPONBHBIMH cpokamu). [IpoBepka
NPaBUABHOCTH OQOPMIIEHHS IOACOTOBACHHBIX NPOEKTOB AOKYMEHTOB, NEpeqaBaeMBIX
PEXTOPY WIH TPOPEKTOPY HAa TNOANHCH, oOOECleueHHe KAaYeCTBEHHOINO0 MX
peaakTHpoBaHuA. BosBpauiaeT HCHOMHHTENAM Ha D0pabOTKY JOKYMEHTEL, OQOpMIICHHbIE
¢ HapymenneM HHcTpykumu o penonpouseoactsy MIMCY,

3.3. Opranusanms paboTEl 10 MCNONB30BAHHIO, YYETY H BBIAAYH HOMEPHBIX
OJ1aHKOB JIOKYMEHTOB B COOTBETCTBMH C YTBEpKACHHEIM PerimaMenTom.

3.4. Opranusauus pabotel ¢ 0OpaIEHAAMH IPaXKaaH.

3.5. PazpaboTka M axTyaJu3alds JIOKaNIbHbIX HOPMATHBHEIX JOKYMEHTOB,
HHCTPYKLIMHA, periaMeHTOB M [Jp., YCTAHABIMBAIOIIME €AUHbIE TpeGOBaHHA IO

0hOPMIEHHIO JOKYMEHTOB



3.6. Perucrpaums npHkKasoB H pacnopakenuit, Bog ux 8 COJ MIMCY.

3.7. ObecneyeHue COXPaHHOCTH TNOAJWHHHUKOB IPHKA30B, PpACHOPAXKEHHUH,
NIOJIOKEHHI O CTPYKTYPHEIX MTOIpa3AeeHUAX Y HUBEpCHTETA.

3.8. BsaumofeiicTBHE €O CTPYKTYPHHIMHM NOApa3ieNieHHMAMH Y HHBEPCHUTETA,
OKa3aHMEM HM METOJMYECKON MOMOIIM NpU NOATOTOBKE JOKYMEHTOB B COOTBETCTBHHU C
Hnctpykuueii no aenonpoussoactsy MI'MCY.

3.9. Coznanrie CBOHON HOMEHKIATYPHI ACI.

3.10. ®opMupoBaHuE Je B COOTBETCTBHHU C YTBEPXKACHHON HOMEHKIATYpPOH Aen
obecneyeHye UX COXPAHHOCTH H B YCTAHOBJICHHBIE CPOKH [I€PERaYa UX B apXHB.

3.11.0pranusyer c6op, 06paboTKy HHpOpPMALMH O JEATENBHOCTH Y HUBEPCHUTETA,
B 4YaCTH U3MCHEHHH TeNeGOHHBIX aApecoB H aApecoB BCEX CTPYKTYPHAIX NOApasAecIcHUH
JUIA aKTyaJlM3allii TeIe(QOHHOTO CIIPABOYHHUKA Y HUBEPCHTETA.

3.12. [ToaroraBauBaeT HHPOPMALMOHHEIE MaTepuaibl (6a3y AaHHBIX) A OTBETOB
o HauboNee YacTo 3a1aBacMEIM 3aIlpocaM.

3. IlpaBa K 0053aHHOCTH PA0OTHHKOB KAHUEJISPHH

PaGorHuky KaHueisipunM 00NanalOT NpaBaMH, HCIOMHAIOT OOA3aHHOCTH B
COOTBETCTBUH ¢ HacroammuM [JonoxeHueM, YcTaBoM YHHMBEpCHTETa, KOUIEKTHBHEIM
JIOTOBOPOM M HEJVBUJYATHHEIMHA TPYAOBHIMH JOTOBOPAMH.

JomkHOCTHEIE  0043aHHOCTH  paGOTHHKOB  KAHUENAPHH  perylHpYyHOTCA
OTACNBHBIMH JO/DKHOCTHEIMH HHCTPYKIMAMHU:

CtpykTypHOe TmOApa3feNeHHe 00A3aHO BBIIONHATE TpeGoBanus YcraBa
VYHupepcurera, [IpaBui BHYTPEHHETO TPYJOBOTO paclopAAKa, HACTOALIETO MOJIOKEHHS
M JPYrHX 3aKOHONATENBHHX akroB. [loBHILAaTh NPOQECCHOHANBHBIH YpPOBEHB,
kBayidukauo. CoxpaHATh KOHOHUICHUHANBHOCTH CBEICHHH, CONCPKAIMXCA B
JOKYMEHTaXx.

4, OTBeTCTBEHHOCTH PAOOTHHKOB

5.1. PaGoTHHKH KAHUENAPHH HECYT OTBETCTBEHHOCTh 33 HEHaJIeKallee
HCIIOJIHEHHE CBOHMX TPYAOBHIX o0sA3aHHOCTe#, a Taloke 3ama4 M GYHKUHMI oTHena B
COOTBETCTBHH CO CBOMMH TpPYIOBBIMH JOTOBOPaMH, JODKHOCTHBIMH MHCTPYKLMSAMH,

NnpaBuJiaMH BHYTPCHHETO TPYOAOBOTO pacliopAaiKa.



5.2. PaGOTHUKH OT/€Na HECYT MaTePHAITBHYIO OTBETCTBEHHOCTD 33 BBEPEHHOE MM
MMYIIECTBO B paMKaxX HCIIOJIHEHHS UMM CBOMX OOA3aHHOCTEH B COOTBETCTBHM C HX
JOIDKHOCTHBIMH HHCTPYKLHAMH.

5.3. Kanuenspus YHHUBEPCHTETa B JIMIE PYKOBOAUTENA H BeeX paGOTHHKOB HECET
OTBETCTBEHHOCTE 32 HEKOMIIETEHTHOE M HECBOECBPEMEHHOE BHITIOJTHEHHE BO3JIOKEHHEIX
Ha Hero o6a3aHHOCTeH, a Takoke 3a peanuzanuio Honutuky MI'MCY B o61acTi KadecTBa
W pe3YIbTATHBHOE BEINOJHEHHME IPOLECCOB CHCTEMB MEHEIXKMEHTa KauyecTsa,
PacNpoOCTPaHAIOIIUXCA Ha €r0 AeATEIBHOCTS.

CreneHb OTBETCTBEHHOCTH YCTaHABIMBAETCS MODKHOCTHBIMH HHCTPYKLHAMH
paGOTHHKOB, JIOKAIBHBIMH HOPDMAaTHBHBIMH akTaMH MIMCYVY, H0OKYMEHTaMH CHCTEMEI

MCHEIKMEHTA KA4YCCTBAa.

5. CrpykTtypa

6.1. CoctaB M IWTaTHYI0O YMCIEHHOCTh KAHLEIADHM YTBEpkaaer Pekrop
YHHMBEPCHTETa MCXOAA M3 YCIOBHH M OCOGEHHOCTH AEATENHFHOCTH YHHBEPCHUTETA IO
NPENCTaBICHHIO HAYATbHHKA YNIPaBICHHA JeJaMH B Npejeaax YCTAHOBIICHHOTO (OHIaA
OILIAThl TPyAa.

6.2. PykoBOACTBO KaHLEMApHER OCYIMIECTBIAET HAYAIBHUK OTIEA, HA3HAYEHHBIH
Ha JOJKHOCTE mpuKa3oM Pextopa. B cBoell AEATENIBHOCTH OH MOJOTYETEH M
HOMYHHACTCSA HEMOCPEACTBEHHO HaYallbKUKY YIIpaBieHHA IeIaMH.

6.3. HauvanpHHK KaHOEMAPHH oOpraHu3yeT paboTy MO OCYIIECTBIEHMIO
TIIOCTaBJICHHBIX II€pe] OTOENIOM 3a4a4 U QYHKIMHA, IO BRIIOJTHEHHUIO NTOpy4enuii Pexropa.

6.4. B oTCyTCTBMHM HauyalbHHKA KAaHIEIAPHH, HWIH B ClIy4ae HEBO3MOXKHOCTH
HCIIOJIHEHHA MM CBOMX oO0fA3aHHOCTeH ero o00f3aHHOCTH MCIOJHAET 3aMECTHTENs
HavyaJbHHKA OTHeA.

6.5. HasnadeHme u 0CBOOOXKIEHHE OT NODKHOCTH pPaOOTHHKOB KaHIIENAPHU
NPOHU3BOAMTCA IIPHKAa30M pEKTopa YHHBEPCHTETa IO NPEACTaBICHMIO HadalbHHKA
YnpasiieHUs felaMu.

6. MaTepnanbHO-TeXHHYeCKOe o0ecnedeHHe

IIJ'U[ OCYIICCTBICHNAA BO3IMOXCHHBIX 3ajad HOIApa3aciiCHHUC obecrieunBaercs
MaTCpHAIIBHO-TCXHHYCCKUMH CpCIACTBaMH, CJIY)KCﬁHB]MH MOMECIICHHAMH, HEOOXOANMBIM

060py,[lOBaHHCM, nepenaBacMbeIMH B BEICHHE KaHUCIADHHA yHHBepCPITeTOM.



7. Onnaara Tpyaa

3apaboTHad IUIATa YCTAHABIHBAaeTcd 33 BLINONHEHHEe (YHKUHOHAIBHEIX
o0g3aHHOCTE M paloT, NpPERyCMOTPEHHEIX B TPYAOBOM JOTOBOPE, B COOTBETCTBHH C

JeHCTBYIOIUM IOJI0KeHHeM 00 omnate Tpynaa paborhukos MI'MCY.

8. 3akaoyuTeNLHBIE NOJ0KEHHSA

B cBocii aeaTenbHOCTH KaHLICIApHA B3aHMOJICﬁCTByeT C oTACIaMH obecrieueHus

pa60T BI PEKTOpATA, ApXHUBOM, APYTHMHK CTPYKTYPHBIMN nmoapasiacacHHAMH

YHUBEpCHTETA.

H3MeHeHHA U OONONHEHH B HACTOAINEE ITonoxxenune MOTrYT BHOCHTECA B CBA3H C
H3MCHCHHEM ,IICﬁCTB)/lOH.ICI‘O 3aKOHOIATE/IBCTRA, H3MCHCHHEM CTPYKTYPHL H CTaTyca

oThela.

HauaJpHHK KaHLEIAPHH __ o
VrpaBieHua nenamu Za JI.B. Kupioxuna

Havapsmuk

Yy .
Ynpasrenng geramm HI ¥ oparuiing
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CornacoBaHo:

Havanpuux YnpaBneHHs Kaapos

HavaneHuk nnanoBo-(hHHaHCOBOTO
YnpapneHus

I'naBHe1if 6yxranrep
HagansHuk 1opaandecKoro oraena

HawansHuk Ynpasnenus genamu

H.I'. KapankuHa

N.®D. Yepnrimosa
JI.®. Xapkosa

T.A. borganosa

O.10. Pynakos
Ilpencenarens npodxoma H.B. Ilonos
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