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MTOJIOXKEHUE
06 OTaene TOKYMEHTALHOHHOTO 00ecIeueHrs 1 IeIONPOM3BOACTRA
deiepabHOIO rocyIapeTBEHHOTO GXHKETHOTO 00pa30BaTeNbHOI0 YUPESHAECHHA BEICIIETO
ofpasosauus «Bcepoccuiickas akajjeMus BHEIIHEH Toprosima MIHHCTEPCTRA SKOHOMUYECKOTO
pazeuTHs Poccuiickoii Genepanyuy»

1. OBIIUE TTOJIOXEHWSI

1.1.  Hacrommnee nonokerse 00 Ornene AOKYMEHTAHOHHOTO ofeclnedeHust H
JETONPOU3BOACTBA  (PEIEPAIBLHON0  TOCYAApPCTBEHHOr0  GIOUKETHOIO 00pazoBaTENHHOTO
yupexiesns BHCIEro obOpasopanus «BcepoccHHCKas — akazeMas BHEUIHEH TOPTOBIH
MHHHICTEPCTRA SROHOMUYECKOTe passuThs Poccuiickolt Gepepalinim (Hanee TawKe — Axanemus)
paspaBoTaHO B COOTREETCIBHH C JGHCTBYIOAM 3aKOHOAATEIBCTBOM Poccuiickon denepanyy,
yeTaBoM W MHBIMHM  JIOK&JbHBIMM ~ HOPMATHBHBIME  aKTaMH AxamemMun, OHpenensieT
OpPraHM3alMOHHEIE M IPABOBBIE OCHOBBL JEATCHHHOCTH Otnena HOKYMEHTALHOHHOIO
obecreyeHHs ¥ ACTONPOH3BOACTBA AKa/[eMHH (Iaee TaKe — OTAEN), ero 3akajm, (GYHKIMH ¢
HOPSIZIOK OPrafy3aliy paboTEL.

1.2.  Otmen JIOKyMEHTAUHOHHOro obecmedeHus M JENONPOM3BOACTEA  ABMACTCHA
CTPYKTYpHEIM TIOIpasfie/ieHreM AKasieMyH, CO3MAHHBM M JOKYMCHTAMOHHOTO obecrneueHus
JeATENBHOCTH AKaJieMHd, OpTaHM3aldH M BCHCHMA JIETONPOM3BOACTBA, B TOM HACIC
3} PexTHBHOr0  (YHKIHOHHPOBAHHS enuHOl CHCTEMBl AJOKYMCHTHPOBAHHA H paboTer ¢
APXMBHBIMH JIOKYMEGHTaMH H HOKYMEHTHOH nHpOpManuelf, HOBBIICHHL 3 QeKTHBHOCTH
[OKYMEHTAIMOHHOrO B3aNMOIEeHCTBI B AKaIEMHUH.

13. B cpoelf JEATENLHOCTH OTACH  JOKYMCHTAIHOHHOIO obecreueHns H
HEJIONPOM3BOACTBA  PYKOBOICTRYETCH NEeHCTRYIOIAM  3aKOHOLATE/LCTROM Poccuiickon
(defepauyy, HOPMaTMBHEIMA [PABOBLIMH AKTaMH METOIMUECKHME MaTepranaMy B o0macty
IeNIONPOU3BOACTBA M APXUBHOTO ACia, OpTaBH3ALUOHHO-PACTIOPAIUTEIBLHOH AOKYMEHTAIHER
AxaneMud, B TOM YHCIE IO HOKYMCHTAIHOHHOMY oBeciiedeHUI0 YIIPABICHH M BEICHHIO
apXMBHOTO JICJ4, YCTABOM, HHBIMH IIOKA/IBHLIMH HOPMaTHBHBIMH AKTaMH AxageMu H
gacTosaM [omoKeHaeM.

1.4. KoopamHauuio H KOHTPONL [ACSTENLHOCTH oTiaerna  NOKYMEHTAIHOHHOrO
oBeCiedeHNs ¥ ACTONPOM3BOACTBA OCYLISCTBIAET B COOTBETCTBHM C npHKazoM AKaieMHH
pexTop.

1.5. Tlogwoe  HapMEHOBaHHE  CTPYKTYPHOIO noApaszeneHus  — Otnen
JOKYMEHTALHOHHOTO obecnedenus i JEJIONPON3BOICTBA.

1.6. Orgen JOKyMCHTAIMOHHOIO obecreucHAs W JEHONPOM3BOLCTBA  HMECT
HerepOOBYIO IIeYaTh €O CBOMM IOJHBIM HAEMEHOBAHMEM M VKa3aHHEM MPHHAINCIKHOCTH K
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1.7.  KeanuduxanuoHasie TpeGoBanms, IpeAbABIsAeMble K palOTHHKAM OTHeIa
AOKYMEHTALUMOHHOTO O0ECHEYEHH S U JIe/I0NPOU3BOICTE], PEINIaMEHTHPYIOTCS JOJDKHOCTHBIME
HHCTPYKIHAMY, YTBEPIKAAEMEIMH B YCTAHOBICHHOM AKameMueil nopsiKe.

1.8. OTaen DOKYMEHTAMOHHOTO OBecHedYeHus 1 JACIONPOU3BOJCTBA OCYIIECTRISICT
CBOKO NEATENHPHOCTE KaK CAMOCTOSATENBHO, TAK M BO BRAUMO/ICHCTRHY C APYTUMH CTPYKTYPHBIMHE
nonpasfencHusIMu AKaleMHH, OprasaMy 1 OpraHu3alyAMe, QHIHIECKUMH JIMIAMH.

2. OCHOBHBIE 3ATAUU

2.1.  OcHOBHEIMH  3ajagamm  oTIelna NOKYMEHTALMOHHOIO  obeciieueHus w
AENONPOU3BOACTRA ARJISIOTCH:

2.1.1. Opranusauus 10KyMEHTALMORHOTO 06eCTeYenms AEATENEHOCTE AKaIEMHIH.

2.1.2. OGecneuenne QYHKUMOHHPOBAHMS €IUHOH CHCTeMbI IeNONPOM3BOACTRBA B
AKalleMHH, BKIIOYas HpPOIECCH AOKYMEHTHPOBAHHS, JNOKYMEHTOOOOPOTA, ONEPaTHBHOTO
XPAaHCHHA H HCHONL30BAHMA JIOKYMEHTOB, e COBCPIUCHCTBOBAHNE, TOM YHCIE IMOCPEACTEOM
HCTIO/L3OBAHMS  COBPEMEHHBIX HHGMOPMAIMOHHBIX TEXHONOLHH | ABTOMATH3HPOBAHHEIX
HHPOPMAIIHOHHBIX CHCTEM.

2.1.3. Opranusauus paboTs ¢ AOKYMEHTaMH, COACPKAIMUMH CIryxebHYI0 HH(OpMALIHIo
OTPAHUYEHHOIO PacIpPOCTpaHEHHS.

2.1.4. OpraHu3anHoOHHO-MeTOmHYecKoe PYKOBOACTBO, KOODIMHAUMA H KOHTPOIb
ACATENIBHOCTH CTPYKTYPHBIX IIOApA3NeNeHyil AKajeMus 1o BOIIPOCAM [JIENIONPOU3BOACTRA H
APXHBHOTO Jend.

2.1.5. TlopmlmeHWe YpPOBHA MOArOTOBKH paboTHHKOB  AxafeMuu B  obmacTu
HEJIOIIPOU3BONCTBA 1 apXHBHOIO NENa.

2.1.6. Pemenne uHBX 3apay 1o [OPYYICHHIO pPEeKTOpa AKaIeMuH WM  HHOFO
YIIOJTHOMOYEHHOIO MM JIHTA.

3. OYHKIUH

3.1 B COOTBETCTBHM € BO3IOMEHHBIMY OCHOBHEIMY 3afia9aMu OTHE HOKYMEHTALHOHHOIO
obecneyeHns 1 NenoNpPOH3ROICTRA OCYIIECTBASCT crnenyromue GyHKNMu:

3.1.1. Opraumsyer paGoty ¢ AOKYMEHTAMH, UX TeKylllee XpareHne u 06paGoTky aem ns
NOCNCAYIOIIEro XpaHeHHS.

3.1.2. Opranumsyer, obecneunpaer BCICHHE W CONPOBOXICHHE  0OIero
JOKYMEHTO0O0POTA H JeIONPON3BOACT Y B AKagemuu.

3.1.3. VwvactByer B opranmzammm u KOHTPOJIC BEACHUS ADXUBHOTO JEJIONPOM3BOACTBA B
AxageMuu.

3.1.4. Oprauusyer u obecmeunpaer BEJCHHE HH(OPMALMOHHO-CIIPABOHON paboTE! B
AKalleMHH 110 BOIIPOCaM IIPUMEHCHHS 3aKOHORATEILCTBA POCCHHCKOM Denepanuu B obnactH
JENOOPOU3BOACTEA U apXHBHOIO Aea.

3.1.5. Totosur YCTAHOBIICHHYIO TeKYLIYIO M OTYETHYIO AOKYMEHTAIMIO [O BEICHHI)
ACIONPOU3BOLCTBA H aDXHBHOMY Jeny, o(opMiiseT HH)OPMAHOHHO-CIIPABOYHEIE MAaTEPHAIIB] 10
HAIPABNCHUAM pabOTe OTHENA JOKYMEHTAIIHOHHOO o0ecneyeH s i IENONPOU3EOACTBA.

3.1.6. Obecneunsaer mpuem, 06paboTKy, BCKpBITHE, TPOBEPKY HANHYHS K LENOCTHOCTH
IIOYTOBBIX  OTHpABNCHMH (BIOXKEHNMT), PCTHCTPHDPYET, pacnpefienseT W IepefaeT ux Io
Ha3HAYCHUIO, BENET CBOCBPEMEHHEIN YHET # KOHTPOID JBHIKCHUS nocTynaomer (Bxonsiueii) u
OTNPABIAEMON (MCXOIAILEH) B YCTAHOBIEHHOM IIOpSZIKE, B TOM UHCIE B 3IEKTPOHHOM BHIE,
KOPPECIIOH/IEHIHH,
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3.1.7. PerucTpHpyeT BXOIAIIYIO ¥ MCXOMIIYI0 KOPPECIOHACHIHMIO, B TOM YHCIE
TIOCPEACTROM MCIIOJIB30BAHMS CPEJICTB ABTOMATH3AIMH, 00ecIeMBalONIUX BeICHHE B AKaeMUH
aBTOMATH3HPOBAHHOTO JHENOIPOH3ROICTRA.

3.1.8. T'oTOBHT, BeJeT y4YeT, PErMCIpUPYeT H 0O0eCHeYHMBaeT OTHPABKY HCXOIMICH
KOPPECIIOHICHIMH, IPOBepseT HANYIHAE BIOKCHUH (IpHI0sKeHHiT), IPaBUNBHOCTE 0QOpMIICHN,
3aIIONHEHHs PEKBU3UTOB CTOPOH Ha KOHBEPTAaX, MAKETaX, YBEIOMICHHUAX U HHEIX OTIPABICHMSIX,
COCTABJIET PEECTPHl HA OTHPABKY IHACEM (ZOKYMEHTOR), IIEPEJAET KOPPECIIOHISHUMIO Ha
OTIIPABKY.

3.1.9. Perumcrpupyer, BemeT ydeT, oOecleudBaeT XpaHeHHe M Hepefady B
COOTBETCTBYIOILHE CTPYKTYpHBIE IoApa3zfelieHus AXaJeMHH JOKYMEHTOB  TEKYIIEro
IEIONPOM3BOJCTB, B TOM 4YHCJIE IPUKA30B W DAclOpPMKEHHH pPyKOBONCTBa AKaIEeMUM,
OCYIIECTBISET (POPMHUPOBAHHE el | [lepefady X Ha XPaHEHHUE B yCTAHOBIICHHOM [IOPSIIKE.

3.1.10. OdopMiseT KONUK PACTIOPSTUTENBHBIX H HHBIX JOKYMEHTOB AKaieMuu,
o0eceduBacT BBIOAYY COOTBETCTBYIOIIMX KOMMH JOKYMEHTOB B CiIydYasx M IOPIKE,
YCTAHOBJICHHBIX JEHCTBYIOMMM 3aKOHOAaTeNbeTBOM Poccuiickoit Penepanui ¥ JIOKATEHLIMH
HOPMATUBHBIMHM AKTaMK AKafeMHH, BeIET KOHTPOJIb 32 COOIOACHACM MOPANKA HX BHIAYH.

3.1.11. ObecneynBacT COXPaHHOCTL JOKYMEHTAUHM, B TOM YHCIIS KOHQMJIEHITHATBHOCTH
COMEPKAIUXCS B Hell CBeIEHHH.

3.1.12. PaspabaTsiBaet NOKaNbHbIE HOPMATHBHEIE aKTH AKaIeMHH, OPTaHH3alHOHHbIC 1
UHBIe JOKYMEHTEI, KacalolIMecs NeATeIBHOCTH OTAeNa MOKYMEHTAIHMOHHOTO OOECnedecHus H
JeNONPOM3BOACTEA, B TOM 4UHCIe B O00OMACTH HOKYyMEHTHPOBAHMS, JIOKYMEHTO000POTA,
OICpPATHBHOIO XPAHEHHS ¥ HCIOMb30BAHHs NOKYMEHTOB, OPraHM3yeT BHE[PCHHE M KOHTPOIL
WCIIONHEHHMS [ONMKERH YKa3aHHBIX JOKYMEHTOB.

3.1.13. BemeT y4er ¥ pETHCTPAIHIO IeYareH, INTaMIIOB, TIOMOHPOB, OIaHKOB AKaIEMIH,
KOHTPOIS 3d HATNICHKAIMM UX XPAHCHHEM H HCIO/L30BAHUEM.

3.1.14. BemeT yuer MpUXa30B M pacnopskenyit AKajeMuH 1o OCHOBHOH JeATENBHOCTH,
OCYLIECTBIAET TPMEM H [IEPEHANpABIeHHE TCAS)OHHEX 3BOHKOB I10 HA3HAUCHHIO, MOILYHCHIC
HEeoOXOHUMOH HH(pOPMALAY ¥ IIepefady CaHKIMOHAPOBAHHOK ugdopmaii 0o TenedoHy.

3.1.15. GopMUpyeT H COCTABISET HOMEHKIATYPY ACI AKaJlEMHH.

3.1.16. BLIIOJESET NEYaTHBIE ¥ KOMMPOBAILHO-MHOXHTENbHBE paborsl B paMmKax
peanu3aiyy 3a5a4 OTAeNa JOKyMEBTAHOHHOIO obecnedyeHns ¥ NeNONpPOX3BOACTRA.

3.1.17. Oka3siBaeT OPraHA3aHOHHO-METONHIECKYIO NOANCPIKKY paboTHrKaM AxaneMun
o BONMPOCAM MOATOTOBKE APXMBHBIX JIOKyMEHTOB K NEpEHatc Ha XpaHeHHe, OCYIIECTBIIET
KOHTPOIb 32 I[PABHIBHOCTEIO MX OQOPMICHHAN U CBOCBPEMEHHBIM DOCTYILICHMEM.

3.1.18. VaacTByeT B NPOBENEHHMM OKCHEPTH3BI HOEHHOCTH JOKYyMCHTOB X B paborte
COOTBETCTBYIOIEH SKCIIEPTHOH KOMACCHH AKATIEMUH.

3.1.19. Ocymectriter  0ot60op  apXMBHBIX  JOKYMCHTOB Isg  TIOCTOSHHOTO,
JIOJTOBPEMEHHOI0, BPEMEHHOTO XPAHEHMS B YHIITOKCHIS, TOTOBKT COOTBETCTBYIOLIHE CBOJIHEIE
OTKCH ¥ aKTHL, IIP.

3.1.20. KoopapHuupyeT HesTeNbHOCTL, OKa3hiBacT METOOMYECKYIO, KOHCYJIBTAaTHBHYIO H
IPAKTHIECKYIO IIOMOIIL CTPYKTYPHAM TojipasAeeHisM AKaJIEMIE 10 BOIPOCaM, OTHECEHIRIM
K KOMIETEHIMH OTAena JOKYMCHTAHOHHOIO obecrieyenns # OEJONPOM3BOACTRA, BEACT
KOHTpONb  COOMIONCHHY  YCTAHOBJICHHOTO mopsaaxa  BeJCHHA  JIQNONPOM3BOACTEA U
noxyMenTooGopoTa B COOTBETCTBHM C TpeGoBaHUSIMH JIOKATBHBIX HOPMATHBHBIX aI{TO}j
AxajeMdH, B TOM 4HCJIC COGMIONEHHs CPOKOB HCIIONHEHHAS COOTBETCTRYIOIIUX TOPYHCHHH

PYKOBOJCYBA AxaneMun.
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3.1.21. Ocymecrenaer B3auMoneiicTEHE ¢ HHBIMH CTPYKTYPHBRIMH IIOApPa3IclIeHHIMI
AKaleMuH, TOCY/APCTBEHHEIMH OpraHaMH M OpPraHu3ailHsIMM II0 BOIPOCAM, OTHECCHHBIM I
KOMICTEHIMH OT/e71a JOKYMEHTAMOHHOTO 00eCIEUeH S 1 JIEOIPOH3ROICTBA.

3.1.23.  OcymectBiger oprauuszaumio u BEIEHUE JMENONPOH3BOACTBA  OTHENA
AOKYMCHTAUHMOHHOrO o0eCredeH s H JETONpPOMIBONCTBA 110 BBCPECHHBIM HAMPABICHHIM
ACATCNBHOCTH, — OPraHusyeT M 00eCHevdBAaCT XpAHEHHE JOKYMGHTOR CTPYKTYPHOTO
TIONPA3ACTIEHNS B YCTAHORTIEHHOM IOPsIKE,

4. PYKOBOJICTBO
OTHEJIOM JOKYMEHTALIMOHHOI'O OBECTIEYEHMS 1 AEJIOITPOM3BOICTBA
4.1. HenocpencreeHHOE PYKOBOACTBO OTHEA0M JIOKYMEHTAITHOHHOI0 ODecIIedYeHHs W
ACNOTIPOU3BOACTRA OCYIIECTRILIET 3ABEAYIOLIHI OTIEIOM, KOTOPBIA HA3HAYAETCH HA TOIKHOCTE
¥ OCBOOOMHACTCA OT HEE IPUKA30M peKTOpa AKameMHH.
4.2. 3aeeayromuit ormenom JOKYMEHTAIHMOHHOIO obecheyeHus u IEIONPOHIBOACTRA
UOLUHHACTCS HEHOCPEACTREHHO PEKTOPY AKaIeMHK.

5. OPTAHM3AIIVA OESTEJIBHOCTH

5.1.  CIpykTypa w INTaTHAs YHMCIEHHOCTS OTHeNa JOKYMEHTAlHOHHOTO 0BecIeyeHns 1
ACTOIUPOH3BOACTBA  OMPEACIAIOTCS INTATHBIM pacIHCaHHeM AxazeMun, yTBEpIKIACMbIM B
YCTAHOBIIEHHOM ITOPSIKE NPHKA30M AKaNeMun.

5.2.  Paboruuxu ormena AOKYMEHTAUHOHHOTO oOecmeuenus u JEJIONPOH3BO/ICTBA
HasHAIAOTCS H  OCBOOOXKIAIOTCA OT 3aHHMAEGMOH  JOIDKHOCTH IpuKasoM AKaJeMHH IO
HIPCACTABNCHHIO 3ABENYIOIIETO OTICTIOM HOKYMEHTALHONHOTO 06ECICYSHMS 1 JETONPOK3BOICTRA
H I10 COIMacOBaHHIO € PEKTOPOM AKageMuH,

5.3. JlearensHOCTs OTHENA HOKYMEHTALHOHHOIO O0eCHeYEHNS ¥ JeNOIPON3BOACTEA
OPT4HU3YETCs HA OCHOBE TUIAHHPOBAHHSN, COYUETAHHS ENHHOHAYANHS B PELICHRH BOIIPOCOB
ACATENEHOCTH M pacnpefeneHus OGS3aHHOCTEH, IepCOHATBHON OTBETCTREHHOCTH KAXKIOTO
PabOTHYKA 33 CBOEBPEMEHHOE M KAYECTEEHHOE HCIIOJTHEHHE CBOMX O0s3aHHOCTE!H.

5.4.  lipama, 0Bs3aHHOCTH H OTBETCTREHHOCTS PabOTHHKOB OTIENA JOKYMEHTALMORHOTO
o0ecreyeHHs W  Nerompon3BoaCTEa ONPENICIIIOTCS.  TPYNOBBIMH ~ TOTOBOPAMH, HACTOSITHM
Honoxenuem, Ipapunamu BHYTPEHHETO TPYMOBOIO PACHOPSIIKS, TOTKHOCTHEME HHCTPYKIHAMH
1 MHBIMM JIOKaNbHBIMH HOPMATHEHBIMY AKTAMY AKAIEMUH.

55. Jlax pemesus mamGonee BOKHBIX  BOINPOCOB  HEATENILHOCTH — OTAENA
NIOKYMEHTAUHOHHOIO ObeCHeuYeHHa ® ACJIONPOM3BOLCTEA, OCYINECTBIGHHS. KOHTPOM 32
BLUIONCHHEM [ONaHOB  paboThl M mopyueruit PYKoBOACTBA AKAaNEeMHH B  OTHENE
AOKYMCHTALHOHHOTO obecrieyenuss ¥ JeONpOM3BOICTRA MOTYT HPOBOAUTLCSI ONEPATHBHBIC
COBELIAHHS.

5.6.  3aBenmyrommii oTaenom AOKYMCHTAHOHHOTO 00ECTIeyeH S U NeNONPOH3BOACTRA
BIIpABE:

5.6.1. Tpebosate or paBoTHuKOB OTACNa IOOKYMEHTAUHOHHOIO obecnedeHus u
AETIONPOH3BOACTBRA BEINONHEHMS! TPYIOBEIX 0643aHHOCTE] CBOEBPEMEHHO B HOJIHOM 00LEMe H Ha
BBICOKOM KaYECTBEHHOM YPOBHE.

5.6.2. TpeGosare cobnonenus paboTHHKaMK OTHena AOXyMEHTALMOHOOro obecnederns
H ACTIONPOM3BOACTBA JEeHCTBYIOIIEI0 3aK0HONATEIBCTRA POCCHITCKOM DenepalliH, ycTaBa H UHEIX
JOKATEHBIX HOPMATHBHEIX aKTOB AKAZEMUH, TPeGOBAHMI TEXHIKH De30macHOCTH, OXpaHs! Tpya
H IOXAPHOH Oe30NaCHOCTH, BEINOIHEHHS IPHKA3OR H NOPYYEHUH PYKOBOICTBA AKA/IEMUH.
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5.7. PaGoruuxu otriena JOKYMEHTAI[MOHHOTO OOeclevenus U JCTOIpOM3BOICTRA
HMEIOT TIPABO!

5.7.1. 3anpamuBarh 4 HOJYYaTh OT CTPYKTYPHEIX TIOAPA3ieNeHuH AKaJeMAR MATCPUATBT
1 uHpoOpManuio (CBEHCHHA, NAHHBE) [0 BOIPOCAM, OTHOCSIHMCH K KOMIETCHLHH OTHEIA
JOKYMEHTAHOHHOr0 00eCHEYESHHS H JeNIOTIPOM3BOCTRA, HEOOXOAUMBIE 7S BRIIOIHEHHS CBOMX
JOIKHOCTHEBIX 0053aHHOCTEH.

5.7.2. BHocuts HETIOCPCACTEBEHHOMY PYKOBOIUTEIIC NIpeTIOKECHH 0
COBEPIUCHCTBOBAHMM  ACATENBHOCTH  OTAENa  JAOKYMEHTAIMOHHOIO  obecmeueHMs |
JENONPOM3BOACTEA U AKaeMHH.

5.7.3. BsaumopieHcTBOBATE C OPraHAMHU ¥ OpradU3alaMH YO BOIPOCAM, OTHOCALIUMCH K
KOMITCTCHIHH OTAENa JOKYMEHTAIMOHHOT0 00eceeH s i AeTONPOH3ROACTRA 10 COTTTACOBAHUIO
C HEIOCPEHCTREHHEIM PYKOBOAUTENEM H BEINIECTOSINHM PYKOBOACTBOM.

5.8. 3apepyromuil oTAENOM NOKYMEHTAIIMOHHOIO obecredenys W JENONpOH3BOACTBA
00s3aH:

5.8.1. QObOecmeyuBark W Oprasu30BBIBaTL paboTy oTHeNa JOKYMEHTAIIMOHHOIO
obecrieuyeHdss M JENOUPOH3BOACTBA, B TOM YHCIE INIAHHPOBATh, KOODAMHHPOBATE M
KOHTPOIMPOBALh BHIONHCHHE 3a7ad M (YHKUMH, onpencienHplX HacrosmmuMm Ilomoxenuem,
cBoeH IOJDKHOCTHON HHCTPYKIHEH, a TAXKE PacIopsgUTeTbHBIMA aKTaMu AKaISMHH.

5.8.2. TlpemocTaBisith HENOCPEICTBEHHOMY PYKOBOJMTENIO M PYKOBOACTBY AKajleMHH
NpeIOKEeHus [0 BOIPOCAM, OTHECEHHBIM K KOMIETEHUMH OTAeNa IOKYMEHTAUHMOHHOIO
obecriedeHuss M JeNONPOM3BOICTBA, B TOM 4YHCIE O COBEPIICHCTBOBAHWY M ITOBBIICHHHM
sdexTaBHOCTE paboTEl OTHAENA JOKYMEHTAUHOHHOIo ofecredeHHs M JIENONpPOM3BOACTEA,
npueMe Ha paboTy, IePEBOLe, YBOIbHEHUH, OOIIPEeHHH pabOTHIKOB OTAENA NOKYMEH TAIHOHHOTO
oBecIeyen s i AeIOMPOU3ROACTEA, HATMKSHNY HA HUX JUCIUIIAHAPHEIX B3BICKaHHA.

5.8.3. BHOCHTE Ha PacCMOTPEHHE HENIOCPEACTBEHHOMY PYKOBOAMTENIO NPEATICKEHHA 110
CTpYKType ¥ INTaTHOM WUHMCICHHOCTH OTAETa JOKyMEeHTAalMOHHOTo —obecnedeHus o
[ENONPOM3BOCTRE, POEKTHE JOIKHOCTHEIX HHCTPYKUHMHA PabOTHHKOB, HIPOCKTEI H3MEHCHUH B
macrosiimee Ifomoxenue.

5.8.4. V4yacTBOBATH B COBCIAHMAX, TPOBOJAAMEIX PYKOBOACTBOM AKAIEMHH 10 BOTIPOCaM,
OTHECCHHBIM K KOMIIETEHIMH OT/IeNa JOKYMCHTAIMOHHOr0 o0eceeH s i JeIoNPOU3BOICTRE.

5.8.5. Y4acTBOBATH B AESTENBHOCTH pabouuX rpymn, pabodux BCTpedax, COBEIAHUAX 1
HHBIX MEPOTIPUATHSX II0 BOIPOCAM, OTHECEHHBIM K KOMICTEHIMM OTACHa AOKYMEHTAIHOHHOTO
obecneyeHs 1 JeI0MPOU3BOJICTRA.

5 8.6. O6ecHedHBaTh COGNIOAEHHE B paboTe OT/Ie/a JOKYMEHTAIHONHOI0 00eCIeHeHIs 1
JICTIOIPOU3BOACTEA 3aKOHOATENLCTRA Poccuiickoii Menepanyiy, ycrasa H HHBIX JIOKAILHBEIX
HOPMATHBHBIX aKTOB AKageMHu, BEIIOIHEHAS penieuil pyKoROACTBA AKaIEMHUH.

587 Cocrapnare nnax paboTel OTFEHA JOKYMEHTALMOHIONO obecrieyeHusT U
IETOMPOU3BOACTEA ¥ OTYET O €0 BLIMOIHEHHH.

5.9, PaboTHHKH OTIEIa JOKYMEHTaUNOHHOI0O oBecIIedeHMS | JACIOMPON3BOICTRA 00A3aHbL:

5.0.1. CoBepIIEHCTBOBATE ¥ Pa3BUBATh OOCCHEUHBACMYIO OTICHOM JOXYMEHTAIHOHIOTO
oBeCeyeHHs U AeTOIPOH3BOACTEA e 1eTbHOCTh AKaIeMHH.

5.9.2. CpoeBpeMEHHO, KaYeCTBEHHO W B IIOJIHOM obBeMe BBITIOIHATE BO3JOKEHHBIE HA
HYX TPYIOBBIE 00A3aHHOCTH.

5.9.3. CpoeBpeMEHHO M HallICiKalHM 06pazoM BBHIIONHATE MPUKA3Bl H PACHIOPAKCHHUT
AxazeMeH, TIOPYYEHHs HENOCPEACTBEHHOrO pPyKOBOMHTENA H PYKOBOJICTBA AKaJeMHE IO



BONPOCaM, OTHOCALUIMMCA K KOMIETCHIMH OT[eNla AOKYMEHTALHOHHOTO obecneueHus W
JIEIONPOH3BOJCTRA.

5.9.4. IlpunnuMarh HEOGXOOUMBIE MEPEI TI0 0BECIIEYEHHIO COXPaHHOCTH, HePAZMIIAIICHE
TIEPCOHANBLHBIX NAHHLIX, HHOH KOH(HICHIMANEHON HMH(DOPMAUMM, CTABLIMX H3BECTHBIMH B
TIPOLECCe BEIMOJHEHH TPYAOBRIX 00I3aHHOCTER.

5.9.5. IlpenocTaBmaATh CTPYKTYPHBIM [OApasfeicHHsAM AKaOeMUH DPasbICHEHHA MO
BOIIpOCaM BEICHHA AOKYMEHTOO0OpOTZ M [AEIONPOH3BOACTEA, HHbIM BONPOCaM B paMiax
PeAA3al iy COOTEETCTBYIOLMX HANPABIEHHH paboTh! OTHENA MOKYMEHTALMOHHOTO 06ecIeye s
U NEeNONPOH3BO/CTEA.

5.9.6. OcymecTmsTe JApyrue O6M3aHHOCTH B COOTBETCTBHH  C JNOKANBHBIMY
HOPMarHBHBIMH 4KTaMHM AKaZeMHH H DAaCHIOPMKEHHSMH HENOCPEICTBEHHOTO PYKOBOJANTENS H
(WjIK) BRIIECTOSMINX JOMKHOCTHEIX JIHIL.

5.10. Becio HONHOTY OTBETCTBEHHOCTH 3a KAYECTBO U CBOEBPCMEHHOCTDL BBIFIOJIHEHUS
BO3JOKEHHBIX HacToamMM [lonoikenuem Ha OTHen DOKYMEHTALMOHHOTO obecHeueHms
ACTONPOM3BONCTEA 3a/iad i QYHKUMH HECET 3aBeIYIONIil OTHEIOM, eClH HHOE He YCTaHOBIIEHO
JIOKaNHBIMHA HOPMATHBHEIMH aKTAMH AKAIeMHH.

6. SAKJTFOUUTEJIBHBIE [TOJIOXEHUSA

6.1. Peoprammsanus W NUKBHIAUMS OTHeNA JOKYMEHTAHOHHOIO obecrieueHusS wu
ACTONPOU3BOACTBA OCYUIECTBISIOTCS B COOTBETCTBHH ¢ JIOKAIBHEIMHE HOPMATHBHBIMH AKTaAMH
Axanemuu.

6.2. Hacrosmee IlonoxeHHe SBIACTCH JTOKATBHEIM HOPMAaTHBHEIM aKTOM AKajeMHu,
YTBEPKIACMBIM IPHKA30M PEKTOP2 HIIH HHOTO YIIOTHOMOYEHHOTO JTHIA.

6.3. Bce wusmeHenus u JOTOJIHCHUA, BHOCHMBIE B HacTosmiee Ilonoceue,
OQOPMIAIOTCH B IHCHMEHHORN dopMe B COOTBeTCTBHE ¢ AEHCTRYIOIIHM 3aKOHOAATENHCTBOM
Poccuiickoit @enepanum.

6.4.  ITocne npunarus [onoxenus (Mn¥ H3MEHEHHMI U IOTIONHEHHH OTAETBHBIX TIYHKTOB
H pa3feiioB) B HOBOH PeNaKUUy peasIyas PEIaKIHs! yTPAuuBaET CHITY.

6.5.  Bompoce, He Hamenmue OTpaXeHu B HacToseM Ilonomxenun, peryaupyrores s
COOTBETCTBHH ¢ NEHCTBYIOIIMM 3aKOHOZATENHCTBOM POCCHIICKOMH Denepayu ¥ IOKANEHBIMHU
HOPMATHBHEBIMH aKTaMH AKaJ MUY,



MenepanbHoe rocyaapeTBeHHOE 610HKETHOE 06pa30BATENBLHOE YUPENISHHE BbICLIETO 00pa3oBaHus
«Bcepoceniickas akaneMns BHEIIHEH TOProBIH

MHuHHCTEPCTRE BROHOMUYECKOrO pa3sBuTHA Poccuiickoll Mepepaunny
(BABT MunakonoMmpazeutig Poccun)

MPAKAI
28 nexabps 2024 1. Ne771
Mockga
O INonosxxenun - 00 Otnene
JNOKYMEHTALHOHHOTO 00eCHeueHHA U

ACIONMPOU3BOACTBA

Ha ocHoBanun mnpukasa BABT Munskonompassutus Poccum ot 06.12.2024 Ne675
«O pacnpenesieHin (pyHKIHOHATRHLIX 00S3aHHOCTEH M MOJIHOMOUMI pabOTHUKOB peKToparay (B
ped. npuxaza BABT Munskonompassutus Poccuu ot 28.12.2024 No769),

NPpHKAa3blBaIo:

1. Baecta cnenyromue usmenenus B ITonoxenue o6 Otnene JOKYMEHTALMOHHOIO
ofecneuertss M JENONpPOM3BOACTBA, YTBepikaeHHoe mnpukazom BABT Musnakonompazsutus
Poccuu (nanee — Axagemus) ot 07.11.2023 Ned97, nza0xuB B HOBOM penaxiuny myHKTH 1.4., 4.1,
42.,52.:

«1.4. KoopnuHaUuMio 1 KOHTPOIIb AEATeILHOCTH OTAEIa JOKYMEHTAUMOHROrO 00eCceueHus
M [EeJNONpPOH3BOJACTBA OCYLIECTBISIET B COOTBETCTBMM C IPHUKA3OM AKajeMHM JUPEKTOp IO
nepcoHany.»,

«4.]1. HemnocpencreenHoe pyKOBOACTBO OTHEIOM AOKYMEHTALHOHHOTO OOECIHEUEHHS H
JENONPOU3BOLACTBA OCYIIECTRIAET 3aRSAYIOUIUI OTAEIOM, KOTOphIH Ha3HaYaeTCs HA JO/LKHOCTD 110
NPEJICTABICHUIO JUPEKTOPA IO MIEPCOHANY H OCBOOOMKIASTCS OT JOJUKHOCTH NPHKA30M AKaIeMHH.

4.2. 3aBeyoumi OTASI0M NOJAUHHIETCS HENOCPEACTBEHHO JUPEKTOPY JI0 NEPCOHAY HIIH
MHOMY YIIOJIHOMOYCHHOMY MUY AKaJeMUH B YCTAHOBJIESHHBLIX CIYUasiX,».

«5.2, PabGoTHUKM OTZHENa MJOKYMEHTAIHOHHOTO OOECTEUYeHHS M JEJIONPOHU3BOJCTBE
HA3HAYAIOTCA Ha JOMKHOCTE 1O NPEACTARIEHHIO 3aBEAYIOMEr0 OT/AEIOM H 10 CONIACOBAHUIO C
JHPEKTOPOM I10 IIEPCOHANY ¥ OCBODOMAAIOTCS OT 3aHMMAaeMOH TOJIKHOCTH IIPHKA30M AKaIeMHH.».

2. KoHTpone uCrONHEHWsT HACTOSIIETO MpHKa3a BO3JIONHTL Ha JUPEKTOpa IO
nepconany Hesmrisako B.I1.

Pexrop B.B. Uapucora
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