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1. O0mue monoKeHHUs

1.1. Oten nHGOPMAIHOHHO-KOMMYHUKAIIHOHHBIX TexHoornii (1anee Otaen) sBaseTcs
CTPYKTYPHBIM  MOJPA3JACICHHEM  FOCYIAPCTBEHHOro  OIOUKETHOrO  00pasoBaTelbHOro
yupesk/aeHus: cpeaHero npogeccuonansuoro obpasosanus I'BIIOY P «Komnemx HapoaHBIX
IPOMBICIIOB U Typu3ma» (Janee Konemk).

1.2. B cBoeii aesrenbnoctd Otaen pykosojcrsyercs: Koncturyuueh Poccuiickoit
®Genepauuu  (namee — P®), gelictBylommM  3aKoHojaTeabctBom  P@.  Vkasamu  u
pacropskenusamu [Ipesusienta PO, mocTaHoBIeHHAMHM M pacnopsukenusmu [IpaButeibcisa,
TOCTAHOBICHHAMH, TPUKA3aMH. HMHCTPYKTHBHBIMH nuchMamMu Munsapasa Poccun u PJL,
Verasom Kosmemka, KOJNJIEKTHBHBIM JOTOBOPOM, NPHKa3aMH H pacTmiopsiKeHUsMH AMPEKTOpa
Konemka, mpaBHIaMi BHYTPEHHETO TPYI0BOTO PACMIOPsIKA H HACTOSALIHAM [Tos10%KeHHEM.

1.3. OTien co3aaeTes U IMKBHIHPYETCs PHKa3oM aupekTopa Kosuiemka.

1.4. Orpaen Bo3riaBaseT HAYATbHUK, KOTOPbIH OJYUHEH JIMPEKTOPY.

1.5. Otmenn OCYHIECTBISET CBOKO JIEATENBHOCTE BO B3aWMOJEHCTBHH C JIPYTHMH
CTPYKTYpHbIMH mozpaszeitenusyu Konmemka, a Takie B npeienax cBoedl KOMMETEHUHH €O
CTOPOHHUMH OpraHH3aLHIMH.

1.6. Hacrosimee [lonoskenue cornacossipactes Y npapisiiolinmM coseToM Komnerka,

YTBECPKIAETCs U BBOJHUTCA B JIelicTBUE OpuKa3zoM JHPEKTOPA.

2. CTpykrypa oTaena

2.1. Crpykrypa u unciaeHHocTs O1/e]a OnpeIeNstOTCs WTATHBIM PACITHCAHHEM.
2.2. HawanpHuk wu jpyrde pabdotHukn OrTdena HasHA4YaloTCAd Ha JIOJKHOCTH H
OCBOOOK/IAKOTCA OT 3aHUMAeMbIX JIOJDKHOCTEH TNpPUKa3oM JHpPEKTOpa B COOTBETCTBHH C
JeHCTBYIOIIMM TPY/10BBIM 3aKOHOaTeNnbeTBOM Pd.

2.3. Kpammdpukauuonssie TpeOoBanus, (QYHKUMOHANbHBIE —00s3aHHOCTH. IIPaBa,
OTBCTCTBEHHOCTh ~ HAyaIbHHKa W Apyrux pabdorHukoB  OTjlena  peraaMeHTHPYIOTCA
TOKHOCTHBIMH HHCTPYKLHMAMH, YTBEPKIAEMBIMH THPEKTOPOM.

3. OcHoBHBIC 320a4H

OCHOBHOI 1enpto AesaTensHocTH OTaea sapisiercs 00ecneyeHHe COBPEMEHHOIO YPOBHS
ocHaueHnss  MHOPMAIMOHHO-KOMMYHHKAIIMOHHBIMA ~ TEXHOIOTHAMH  00pa30BaTEIbHbIX U
ypasjieHYecKux npoueccos Komremka, a HMEHHO:

3.1.  ABToMaTH3als aMHHHCTPAaTHRHO-YIIPABICHUYECKOH JeaTenpHocTH KojteTxa.

3.2. Iocrpoenue emunoro yueGuo-nHpopmauuoHHOro npocrpanctea Komnemka u
BHEJIPEHHE COBPEMEHHBIX 00pa30BaTesIbHBIX TEXHOIOTHIL.

3.3. Obecneuenne Gecrepeoiitoii paboThl JoKaIbHON BhiuncTUTEIBHON cetn (JIBC)
Koanemxa.

3azaun AesTebHOCTH OT/IeNIa CKIaIbIBAIOTCS W3 3a/1au JeaTenbHocTH Komterka:

3.4. B mensx apTOMATH3AIMK aJMHHICTPATHBHO-YIPABICHYCCKOH nesTenpnocTn Orien
pelmaeT cie/IyolHe 3a1aqu:

- [OrOTOBKA TJIAHOB Pa3BUTHS HHPOPMALMOHHOH H(YPACTPYKTYPhI
AIMHHHCTPATHBHO-YTIPABJICHYECCKOTO HA3HAYCHHUS U HX PealH3alin;
— obecricuenue QYHKIIHOMUPOBAHHUS JACHCTBYIOIIMX MPHK/IAIHBIX CHCTCM

aBTOMAaTH3dllHH.



— ONTHMH3aIM HHGOPMAUMOHHOM Cpembl Ul IMOBBILCHUS OOCTYNHOCTH H
TOYHOCTH JAHHBIX. (GopmMupoBaHHe HH(OPMAIHOHHBIX MOTOKOB. HCKIIOUAIOIIMX TOBTOPHBIH
BRO;1 UH(OPMALIUH B aBTOMAaTH3HPOBAHHbIE CHCTEMBI.
— NpOBe/ICHIE UHCTPYKTAKA M0JIb30BATENCH KOMIBIOTEPHOH W OPITEXHUKU U
okazanue KoHcyisTaruii no sonpocam MKT.
3.5. B nensx mocTpoeHns eaquHoro yueOHo-nH(opMalHOHHOro npoctpancTea Komremmka
M BHEAPEHHE COBPEMEHHBIX 00pa3oBaTe/IbHbIX TEXHOJOrHHA OT/1e JIOJUKCH pelaTh ey IonHne

3a/1a4u:

- obecncuenre QYHKIIHOHUPOBAHUS HHPOPMALMOHHBIX PECYPCOB KOJLIE/IKA, a
Tak)Ke y4acTHe B UX [ONOJNHEHHH, aKTyaIu3allii Pa3BHTHH,

3.6. B nensx obecneuenus decnepedoitnoii padbotsl JIBC Komnemxa Oraen peer

cJAeAYIONIHE 3a/a4uH:

— obecneuenue GecriepeboiiHoii paboTs! annaparHoro odecrnevenus Konerka
(cepepHOTO 00OPYIOBAHNUS H 000PYI0BaHIA KOHETHOTO I0JIB30BATEINA):

— BbISIBJICHHE M ONEPAaTHBHOE YCTpaHeHue nepedoes B padoTe annaparHoro
obecrievenns Konnemwka:

— OpraHu3aIis TeKYLIEro peMOHTA U 3aMEHBI BBIIIE/IIIEr0 U3 CTPOs allllapaTHOTo
obecnevenus Kommemxka:

— OpraHu3alMs TEKYIIero PeMOHTa M 3alpaBKa TOHCPOM MCUATAROLIMX
YCTPOHCTB:

4. OyHKUHH

Otaen UKT mis peanw3ainy BO3JI0KEHHBIX HA HETO 3371a4 OCYLIECTBIIACT CICAYIOMIHE
byHKIHU:

4.1. Opranmszanus u obecrnedeHne OGecriepeboiinoro GyHKIHOHHPOBAHHS NPOTPAMMHO-
annapaTHBIX H CETEBBIX CHCTEM. KOMIBIOTEPHON H OPI TEXHHUKH.

4.2. YeranoBka, HacTpoHKa W yrpasjieHHe NPOrpaMMHBIMH U annapaTHbIMH CHCTEMAaMH
Komremxa.

4.3. Pasrpannuenue npas jgocTymna jis noaszosarenei JIBC.

4.4. TIpuHATHE OMEPATHBHBIX MEP 10 YCTPAHEHHIO BOSHUKAROLMX B MpoLecce padoThi
HAPYIICHH{ CBA3AHHBIX C HE BO3MOKHOCTBIO B3aHMO/IEHCTBHS TOJIB30BATEs ¢ KOMITEFOTEPHOT 1
OPI'TEXHHUKOM.

4.5. KoHTpomb 3a IENEeBbIM HCIOJIL30BAHHEM [POrPAMMHO-AINAPATHRIX W CETEBBIX
CHCTEM, KOMITBIOTEPHON H OPIrTEXHHKH.

4.6. KoncynbTaus COTPY/JHHKOB CTPYKTYPHBIX mMonpasjeienuii Komneka ¢ 1ebio
2} eKTUBHOTO UCTOIBL30BAHMS HOBBIX HHPOPMAIHOHHbIX TEXHOTOTHH.

4.7. Opraumsauus BHEJPEHHS ¥ COMPOBOK/IEHHS HHPOPMALMOHHBIX TEXHOJIOTHI.
HCTIONBL3YIONINX MYJIbTHMEIMA BO3MOKHOCTH (2YIIH-, BU/IEOKOH(PEPEHIIHH, CBA3H H T.I1.)

4.8. O6paboTka 3asgBOK Ha MPHOOpETCHHE KOMIBKOTEPHOH H OPITEXHHKH OT IPYrUX
CTPYKTYPHBIX MOJIpa3Ic/IcHNN.

4.9. CocraBlcHHE 3asBOK Ha HeoOxoaumoe o00OpyAOBaHME., BeICHHE Y4eTa €ro
NOCTYILICHHH M MCIIOIL30BAHUS CPEJICTB, BbIJICTICHHBIX Ha YTH LECIH.

4.10. TToAroToRKA TIIAHOB 110 3aKyNKe TEXHHIECKHX CPEJICTB U CHCTEM HH(OpMaTH3aLNH
¢ YYCTOM TEXHMYECKHX M CTOMMOCTHBIX XapaKTePHCTHK, a TaKxke norpednocteii Komemka.

4.11. TlomrotoBxka M KOHTPOJbL 3a CBOCBPEMEHHBIM OQOpPMICHHEM H 3aKIOUEHHEM
JIOTOBOPOB CO CHENMHATH3HPOBAHHBIMH OPraHH3allMsIMH Ha TPOBEICHHE HNPOCKTHBIX H JAPYIHX
pa0oT. CBA3AHHBIX ¢ JedTenbHocThio OTaena.

4.12. Bexenue yuera 0 COCTaBICHHE OTYETHOCTH O BBIIOJIHEHHBIX padoTax.
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5. IpaBa H 005A3aHHOCTH

Otxen uMeeT MpaBo Ha:

5.1. TpeGopanme BBINOJHEHHS HHCTPYKUMHA, METONMYECKHX W HOPMATHBHLIX
MaTepHanoB. CBA3aHHBIX ¢ MH(OPMAIMOHHLIM obecreyeHueM Komnemka OT COTPYIAHHKOB H
CTYJEHTOB;

5.2. Tonydenue JOKYMEHTOB U HH(OPMAIAH, HEOOXOIMMBIX JUIS BBITOTHCHHSA (GhyHKLUHH
Otaena ot corpyaHukos Konnemka.

5.3. Tpebopanue obecnedeHus YCIOBHH, HEOOXOAMMBIX Ul BBIIOJIHCHHA byHkumi
Otpena ot pykopoicTBa Komeoka:

5.4. Ilpencrarnecuue Kosiemka BO BHEIWHUX OPraHU3alMAX M0 BOMPOCaM CBOEH

KOMTETEHIIUH.

5.5. YuactHe B ceMHMHapax H KOH(epeHIHAX Mo npodiemMaM BHEIPEHUS COBPEMCHHBIX
HHPOPMALMOHHBIX TEXHOIOTHH.

5.6. VyacTHe B obmem UiaHuposanuu jestenpHoctd Koie/vka no  Bompocam
kommeTenimu Otaena (GopMHpOBaHWM 3aKa3os, pa3padoTKe J0TOBOPOB Ha OCYMIECTBICHHE
3aKyIIOK M T.IL. ).

5.7. IlpuBieyeHue, MO COITACOBAHMIO ¢ JMPEKTOPOM KOIICLAKA, CTOPOHHMIX
CTICIMAIMCTOB ISl PElen st BO3I0KEHHBIX Ha OTIET HHPOpMaTH3AIHA 3a/a4.

Corpyanuku Otena 00s3aHbl:

5.8. CoxpaHsTh KOH(UICHIHAIBHOCTS CBEACHHH, COEPIKAIIUXCA B IOKYMEHTAX Otnena:

5.9. KauecTBCHHO U B 1OJIHOM o0beMe BBIMOJHATE BO3JIOKCHHBIE HA HHX JOJIKHOCTHBIC

00s13aHHOCTH

5.10. BplioaHATh MOPHKA3bl W PACHOPsKEHUA JHPEKTOpa Konnemka: nopydeHHs
3amecTHTe el AUpeKTopa, pykosoauTels OT/ena B yCTaHOBJICHHBIE CPOKH,

5.11. O6ecreynBaTh COXPAHHOCTb JOKYMCHTOB, KOMIBIOTEPHOH Da3bl JAHHBIX H

MaTepUuaIbHBIX HEHHOCTBﬁ. 3aKpPCIJICHHEBIX 34 Otpesom.

6. BzaumojieiicTBHe €O CTPYKTYPHBIMH MO/Apa3ae/IeHHAMH

Jlist BoinoTHeHUst PYHKIME 1 pealu3alui pas, Npe/lycMOTPEHHbIX HACTOALIIM
nosoxkennem, OTIeN B3aUMOICHCTBYET:
6.1. Co BceMy CTPYKTYPHBIMH TOPA3IENEHMAMI 00pasoBaHus I'BIIOY P/1 «Komnemxk
HApOIHbIX TPOMBIC/IOB H TYPH3Ma» MO BOMPOCAM:
— BBOJIa HOBOTO M PaboOThI MMEIOIIErocs 0060pyI0BaHHA. & TAKKE CeTH. MPOrpaMMHOTO |
annapaTHOro 00ecreYCHHsL:
— 3aBOK HAa MpHOOpeTeHNE TIPOIPAMMHOT0 HIIH alliapaTHoro obecrieuyeHus: —
[PEUTOAKEH I [10 ONTHMH3ALMH PAdOTHI € KOMIILIOTEPHO# M OPITeXHUKOH:
— KOHCYNIBTAlMi 1 00yYeHHS 1O IIPUMEHEHHIO BHENPACMOTO IPOrPaMMHOTO odecrieueHus (anee -
[O):
— [OJTy4EHHA:
a) CcBe/IeHMI. HeOOXOMUMbIX 17151 0GpabOTKH 1 CO3aHus OPUTHHAIBHBIX TOKYMCHTOB. KacaroLXcs
aestenpHoctu Orena, 715l PerHCTpaLny, yueTa i XpaHeHUs
) MaTepuaoB, HeOOXOIUMBIX [T CO3/IaHHs U IOTIOIHEHHA K TPOHHOI ONOIHOTEKH
o6pazosanus [BITOY PJT «Kone/ok HAapOIHBIX POMBICIOB M TypH3Ma»:
B) 3a51BOK Ha [OCCLICHHE TUCTAHLHOHHbBIX CHMIIO3HYMOB, KOH(EPEHIHH, KOHCYJIBTAIMIH. OTIPOCOB,
o0cyKIeHHH;
I') 3a4BOK HA PEMOHT H 3aMeHY MH(OPMAIIHOHHO-BBIYHCIMTEBHON 1 KOIHPOBATLHO-
MHOKHTEJIBHON TEXHUKH;



J1) 3asBOK Ha HeoOxomMoe B yueObHoM nponecce [10.
— TpeJlOCTABIEHU:
a) 3aKa3aHHOM JIOKYMEHTALHH;
6) MPUITIALIEHHI HA CEMMHAPBL, JICKIIHH, KOH(DEPEHLIHH B CCTH HHTEPHET H 0030pOB [0 MHPOBOH U
pOCCHIICKOH HAYYHOH /1€ TE/IbHOCTH!
B) cBeleHni 00 y/IOBJIETBOPEHHH MOCTYNHBIINX 3aBOK:
I') KOHCYJIbTAlHH B 00J1aCTH CO3/IaHHUST WIEKTPOHHBIX Y4eOHHKOB.
J1) KOHCYJIBTalUi B 00J1aCTH UCII0/1b30BaHHA HOBOTO 110 M TEXHHYECKHX CPe/ICTB.
6.2. C 6yxranrepueii Mo BOIpocam:
MOJIy4YEHHS JOKYMEHTOB:
— ISl ONLIATBI PACXOJI0B, CBSA3AHHBIX ¢ 3a7auaMy H QyHKnuamu Otena:
— UL [IOJrOTOBKH AKTOB Ha CIIHCAHME, YTHAM3AIMIO HIIH [POJAXKY YIeKTPOHHOr0 000py10BaHHS U T.1L.
NpeA0CTaBICHHUS:
— TiepedHs 000pYI0BAHHUS, MTO/UTEKAIIET0 CIHCAHHIO: — aKTOB PEMOHTA 000pPY/I0BAHHS:
— 3asIBOK HA OIIATy PACX0/I0B, CBS3aHHbIX ¢ 3a/1a4aMu 1 pynkuusmu O1jiena.
6.3. C oTIIeI0M KapOB 110 BOIIPOCAM: IMOTYYEHUS:
— HCOOXOIHMBIX JOKYMEHTOB, CBA3AHHBIX C JeATe/bHOCTRIO OTeNa.
6.4. C BHEIDHUMH OPraHU3AMUAMH II0 BOTTPOCAM:
— HOBBIX ITIPOIYKTOB H TEXHOIIOTHIA:
— IpHOOpeTEHHs HEOOXOIUMOTo 0G0PY/I0BAHHS H MPOrPAMMHOTO 00eCIeYeHH s

7. OTBeTcTBEHHOCTDb

OTHaen HECET OTBETCTBEHHOCT!
7.1, 3a HECBOEBPEMEHHOEC H HCKAYECTBEHHOC BBIIIOJIHEHME BO3JIOKECHHLIX HA OTHCL

3a1d4.
. 3a HecoOMIOIEHHE 3aKOHOIATEILCTRA B 00JIaCTH TPY/IOBOTO NpaBa.
7.3. PaGOTHHKH OTJIe/1a HEeCYT MEPCOHAIBHYIO OTBETCTBEHHOCTD B MIPeIeJax I0JUKHOCTHRIX
0043aHHOCTEH, OIpe/IeIeHHBIX TPYI0BbIM I0TOBOPOM:
— pabOTHUKHA OT/Ies1a MOTYT OBITh NPHBIICUCHBI K OTBETCTBEHHOCTH B CIy4ae H B IOPAIKE.
IpeIyCMOTPEHHOM 3aKOHOIaTeTLCTBOM,
— NOPAIOK TPUBJIeYEHHS K JUCUHIUIMHAPHOM OTBETCTBEHHOCTH MPE/1yCMOTPCH [IpaBuiiamMu

BHYTPEHHETO TPY/I0BOT0 pacmops/Ka.



