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O6o3HayYeHUs U CoOKpaLLeHNSA:

AMNY — nokymeHTsl Npoueaypsl ynpaenexnus (CTO CMK, M CMK);

AW — BomKHOCTHaA MHCTPYKUVWSA:;

W — nHCTpYKUMS;

Mi - npouecc meHeaxMeHTa. MoACTPOYHbIN NHAEKS | 0D03HaYaeT NyHKT cTaHaapTa
NCO 9001, copepxawynii TpeboBanmns K aHHOMY MPOLIECCy;

MW — meToanYeckas MHCTPYKLMS,

H — HopmaTUBHAs [OKYMeHTauus,

MCl — nonoxeHue CTPYKTYPHOM NoapasneneHnn;

CMK - cucrtema MeHegKMeHTa KayecTBa;

CTU HUTY «MACnC» - CTapoocKonbCKnA TEXHOMOMMYECKNA MHCTUTYT UM.
A.A.Yraposa (cbunvan) dheiepanbHoro rocyaapCTBeHHOro asTOHOMHOrO
0bpasoBaTenbHOro yupexneHus Bbicllero npoeccuoHansHoro obpasoeaHus
«HauvoHanbHeIM nccneoBaTENbCKMiA TEXHONOTMYECKUA yHuBepenteT « MUCKCy;
CTO - craHgapT opraHusaunm;

T — TexHu4eckasn AoKyMeHTauus.

® CTUHUTY «MUCuCn
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1 O6wue nonoxeHus
1.1 Hacroswee [lonoxeHne pernameHTVpyeT npaBoBOM CTaTyc oOTAena

NHCDOPMaLUM 1 OTYETHOCTU W yCTaHaBNMBaET ero 3agadn, dyHKUM, B3aMMOOTHOLUEHNA
N CBA3W.

MonoxeHve paspaboTtaHo B cooTeeTcTBUM ¢ MW «O6wme TpebosaHus K
NOCTPOEHWIO, COAEPKaHUo, ohopMeHuto, yTeepxaeHuio «MonoxkeHna o CTpyKTypHOM
nogpasgeneHnn» u «OMKHOCTHON WHCTPYKUMM» W U3MeHeHuln K Ham» (MU CMK
4.2.01-15).

1.2 OToen vHgopMauuM u OTYETHOCTU (Oanee oTAen) ABNAETCA CTPYKTYPHbIM
nogpasgeneHnem CTW HUTY «MWUCuC» (panee dunuan) U1 NOAJYUHSAETCS
3amecTuTeno gnpekrtopa no yyebHo-meToguyeckon pabore.

1.3 HenocpeAcTBEHHO pPyKOBOACTBO OTAESIOM OCYLLECTBSeT HavyanbHUK oTaena.
HavyanbHUK oTOena HasHayaeTca Ha AOMKHOCTb W O0CBODOXOZETCH OT Hee Mpukasom
AVpekTopa.

1.4 B nepuof OTCYTCTBUSI HavanbHuKa (KoMaHANpPoBKa, 0TnycK, 60ne3HL 1 np.) ero
0653aHHOCTU WUCMONHAST OAWH M3 COTPYAHWKOB OTAENa Ha OCHOBaHUM npukasa
AMpeKTopa.

1.5 Otgen opraHv3yeTcAa U NUKBUAMPYETCA NpuUKasoM pekTopa Ha OCHOBaHUU
pelueHuns Yueroro coeeta HUTY «MUCKC» no npeAcTaBneHuo AMpeKkTopa Ha OCHOBE
xopaTaiicTea YueHoro coseta dounuvana B cooteetcteuu ¢ Yecrasom HUATY «MUCKC» um
Monoxexuem o CTU HUTY «MNCuCnx.

1.6 B cBoeit feAaTenbHOCTU COTPYAHUKU OTAeNa PYKOBOACTBYHOTCSA AEWCTBYIOLUAM
3akoHonaTenbctBoM  Poccuiickoin  ®epepaumy;  [paeutenbctBa  Poccumckon
depepauun B oBnactu obpasoBaHUs, HOPMATUBHLIMWA U  NPaBOBbIMA  akTamu
MuHuncTepcTBa obpasosaHus 1 Haykn Poccuiickoin depepauun, degepanbHon cnyxobl
no Hafsopy B cchepe obpasoBaHua u Hayku; Yctasom HUTY «MACKUC»; npukasamu u
pacnopsxeHuamu aupektopa CTU HUTY «MUCuC»; pelwenusamn Y4yeHoro coeeTa
cunuana; Hactoswmm Monoxennem, [onoxeHvem o6 oTaene uHdpopmauum u
otyeTHocTH; AokymeHTamu CMK, Monutukon wn Lenamu pykosoactea CTU HUTY
«MWCuC» B obnactu kavectsa, Hl u T/l no oxpaHe Tpyaa, noxapHoi 6esonacHocTy;
[AOIMKHOCTHBIMN UHCTPYKLUSMU.

2 OcHOBHBIE 3a4a4m

2.1 MNoaroToBKa KOMMMEKCHbIX 0TYeTOB dmnuana B MuHucTepcTeo obpasoBaHuns
Hayku Poccuiickon ®epepaunm u Apyrve KOHTPONUPYIoLNe opraHbi.

2.2 OBecrneyeHne cbopa n aHanuaa MHPOPMALMOHHBIX MaTEpPUANoB N0 OCHOBHbLIM
HanpasneHuam 4eaTenbHOCTY hunuana, no 3afaHunio pykoBoAcTBa unvana.

2.3 TexHuyeckas nNoAAep)kka, HaMoNHEHUe M CONpOoBOXAEHME OULManbHOro
canta CTW HUTY «MUCuUC».

© CTWU HATY «MHCucCn»
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3 CTpyKTypa U KaApoBbIA COCTaB

3.1 CTpyKTypa 1 Y/CNEHHOCTb OTAENA ONpeaAenaeTcs WTaTHbIM pacnucaHuem.

3.2.KaapoBbliii cocTas. '

Otaen dopMupyeTcs U3 KBannuUMpOBaHHbIX CNeunanvcTos, NMELLNX BbICLLEE
obpaszoBaHue.

MIyHbIl  COCTaB OTAena KOMMMekTyeTcs W3  CreunanucTos,  MMEHLVX
HeoOXoAuMble 3HaHWs W onbiT paboTel B obnactu web-nporpamMMupoBaHuns,
agMUHUCTPUpOBaHUS  cepBepos  oBpasoBaTenbHOro  noptana, aBToMaTu3aLmm
NpoOLECCOB B [AeATenbHOCTU dunnana u paspaboTke MNpOrpamMMHO-TEXHUYECKNX
pelueHnii obpasoBaTenbHoro noprana, MEeToAoB NPOEKTUPOBAHUA, Npasin W ycrnosuw
akcnnyaTauum cuctem o6paboTkv nHdopmauuu, 9KCNEepPTHO-aHANNTUYECKMX CUCTEM U
T.0O.

Tpebosanns K  kBanudukauun  nepcoHana  OTAENA npveedeHbl B
COOTBETCTBYIOLUMX AOMKHOCTHBIX UHCTPYKUMAX COTPYAHWKOB.

3.3 B WTaT oTAena BXOAAT HavanbHUK OTAENA, NHXKEHEP U TEXHNUK.

4 OCHOBHbIe (PYHKLWUMN 1 HanpaBneHnAa feATeNnbLHOCTU
4 1 OBecnevyeHue CBOeBPEMEHHOCTU MOAMOTOBKM KOMMNIEKCHbIX OTHETOB dununana

ans npegocrasneHns B MuHncTepcTeo obpasoBaHua U Hayku Poccuitckon ®egepaunn
W Apyrve KOHTpOonupylolMe opraHbl B COOTBETCTBUM C MNAHOM MOArOoTOBKM OTYETOB
dunuana.

4.2 C6op, cucTemaTW3auus U XpaHeHne UHpopmauum o AEATEeNbHOCTM BCEX
CTPYKTYPHbIX noppaspeneHnii dunnana B npeaenax nNoAroToBKA KOMMEKCHbIX
OTYETOB.

4.3 Wsyyenne ¥ cuctematmsayus HOPMaTUBHbIX [AOKYMEHTOB MwuHuctepcTBa
o6pasoBaHnsA U Hayku Poccuitckon ®enepaunn, GegepansHoi cryxbbl No Hagsopy B
cchepe obpasoBaHusa No Bonpocam OTYETHOCTU.

4.4  KoopawHauus, OpraHvW3aLMOHHOE  COMpOBOXAEHWe U KOHTPOnb
NpefoCTaBNeHUs OTY4ETOB MO PasnuyHbIM - BUAAM  AEATENbHOCTH dunnana Ha
nHcbopmaLMoHHble nopTansl  MuHucTepcTea oBpasosaHus M Hayku Poccuiickon
depepauynn B ceTu VIHTEpHeET.

4.5 KoHcynbTupoBaHue COTPYAHUKOB CTPYKTYPHbIX nogpasfeneHnid dunuwana no
mMeToaukam cbopa v NoaroTOBKU NMHOpMaLUN.

4.6 KoopavHauua [OeATeNbHOCTU CTPYKTYPHBIX noapasgeneHuii no cbopy w
NoAroToBKe nHgpopmauuu.

47 TexHuyeckas nopaepxka, nporpamMmvpoBaHue, BepcTKa, HanoHEHUE,
OM3aiiH, peawsanH, COMpoBOXAeHWE U NpoABUXEHWE ocuumansHoro cainrta CTW
HUTY « MCuCny».

4.8 Mpoueccbl oTaena
B Tabnuue 1 npeacTtasreHsl MPOLEcChl 0TAerna B COOTBETCTBIAW C PYKOBOACTEOM
no kayectsy CTU HUTY «MUCuC» n doyHkumsamn otaena.

© CTU HATY «MNCnC»
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Tabnuuya 1 lMpoueccel oTaena

Mpouecchl OTBeTCTBEHHOE JOMKHOCTHOE NULUOo
OT OTHena AenonpovM3BoacTBa

Mpoueccbl CMK CTU HATY MUCuC

HavanbHuk oToena

1 M,23 YnpaeneHme gokyMeHTamu (y4acTue) T

HayaneHuk oTaena

2 M4 2.4 YnpaBnernue sanucamu (y4actue) YNONHOMOUEHHBIM MO KAYECTBY

HavaneHuk oToena
3 Mg.2.3 MOHUTOPUWHF M M3MeEpeHe NPOLUECCOoB (y4acTue) A

*  MOHUTOPWUHI U U3MEPEHWE NPOLECCOB OTAENa U
y4yacTve B aHanornyHoii gestensHoctn CTU HUTY
«MCunCn»

Taena
4 Mg o, BHyTPEHHWE ayauThl (y4acTve) HENEUME ST

HavanbHUK oTaena
5 M3 4 AHanua aaHHbIX A

* YyacTue B cbope 1 aHanuse AaHHbIX,
xapaktepusyrwux gearensHocts otaenam CTU HUTY
«MUCuCn»

HavanbHwk oTaena

S Masd nysiuenig (yiatTue) YNOMHOMOYEHHBIW MO Ka4yecTBy

e PazpaboTka v BbINONHEHWE KOPPEKTUPYIOLNX 1
npeaynpexaatoLwmx AeACTBUIA, a Taloke NnpoBepka ux
pesynbTaTUBHOCTU U CBOEBPEMEHHOCTIA B COOTBETCTBUY
c CTO CMK 8.5.01.

MNpouecckl nogpasgeneHus

1 ¥Ynpaenenve gokymeHTauven otgena HavanbHuWK oTAena
YNONHOMOYEHHbIW No Ka4yecTBy

2 YnpaBneHve 3anucamuy no Ka4ecTBy OTAENa HavanbHuk otgena
Y¥NoNHOMOYEHHBIW NO KavyecTBY

3 ¥YnpaeneHwe UHppacTpyKTypon oTaena HavanbHWK oTaena

4 YnpaeneHwe Npov3soACTBEHHOW cpedoi oTaena HavyanbHuk otgena

5 MNepeyeHb AOKYMEHTOB, 3anNUcel U AaHHbIX MO KayecTBY

- HomeHknaTypa gen otgena.

- [onoxeHne 06 otgene.

- Monutuka n Llenn B obnactu ka4yecTea.

- [JomKHOCTHbIE MHCTPYKUNW NepcoHana.

- AokymeHTsl CMK CTU HUTY «MUCuC» (CTO,MWU,N)

- [lpoTokonbl HECOOTBETCTBUN, BbLISBNEHHLIX MPU NPOBEAEHUN BHYTPEHHUX
ayavTos.

- OTyeT 00 ycTpaHeHum BbIABMEHHbLIX HECOOTBETCTBUM.

- Mepenucka Ha ByMaxKHbIX U 31€KTPOHHbBIX HOCUTESSAX.

6 B3aumooTHOwWweHus. Ceasun
Tabnuua 2 B3avMOOTHOLUEHWSA U CBA3W OTAEeNa

HaumeHoBaHMe noapazgeneHus ﬂony-cel-me lMpepocrasneHue
W/MNK QOMKHOCTHLIE NKUA

BHyTpeHHsasA opraHnsauna

OTaen Aenonpou3soacTsa KoppecnoHaeHumns MucbMa NpocTLIe, 3aKa3HLie, ¢
yBeAOMIEHUEM

© CTU HATY «MUCnC»
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LomxHocTHble nuua u nogpasgenedns CTW HATY «MUCuC

Oupekuus dounuana

Mpukaszel, PACNOPAXKEHWSA, NUCbMA

MHdopmaunoHHo-aHanuTn4ieckne
marepnansl, KOMNNeKkcHbie OTYEThI,
cry>keBHbie 3anucku no kagposomMy
COCTaBY, MOOLUPEHUAX, Aonnarax u T.4.

YnonHoMmoudeHHbI no kadectey CTH
HWUTY «MNCuC»

[OKYMEHTEI CUCTEMEI MEHELXMEHTa KauecTea

CTW HATY «MWCuC», fOKyMEHTBI NO
BHYTPEHHVUM W BHELLHUM ayauTtam CMK,

oTYeThl N0 aHanway AokymeHToe CMK, aHkeTbl

AnA 3anonHeHuA

HokyMeHTaunsa CUCTeMbl MEHEIKMEHTA
Ka4yecTBa OTAENa Ha 3KCnepTuay,
KOppeKTWUpYIoLUME U NpeaynpexaaoLue
LEeWCTBWA NO BbIABMNEHHBIM
HecoOTBEeTCTBUAM, MaTepuans! gna
aHanmsa CMK

OTaen acnupaHTypsl

WHhopMaLMoHHBLIE MaTepuans!, NpUKabl,
OTYETHI

WHdopmauunoHHo-aHanuTu4eckne
maTepwansl, OTYETbI

QOTtaen Hayku

WHpopmaymoHHble MaTepuans, Npukasbl,
oTYeThI

WHgpopmaLnoHHo-aHanuTu4eckne
marepuansl, OTYeTbl

MeToguueckuit oTaen

WHhopmaunoHHele maTepuansl, Npukassl,
OTYeThI

WHbopmaLMoHHO-aHannTNHeckne
mMaTepuansl, OTHETbI

YuyebHuI oTgen

Pacnucanuna yueBHbIX 3aHATHI, npukassl U
pacnopsixeHus pykosoactea CTU HUTY
«MUCUC» no opraHusaumu y4ebHoro
npouecca.

WNHchopmaumoHHo-aHanuTuyeckne
MaTtepuansl, OTYETHI

Byxrantepua n nnaHoso-
BKOHOMUMECKUA OTAEN

MHBEHTapHbIE BELOMOCTH, pacHeTHble
NMUCTBI, MHPOPMALIMOHHEIE MaTepuansl,
npuKassl, OTYETHI

JokyMeHTsl 4NA onnaTkl NOYTOBbIX
OTNPaBNEHWA K APYIUX HY¥J, OTAEeNna,
JOKYMEHThI Ha nprwobpeTerne
060pyAOBAHUA W PACXOAHLIX MaTepuanos
W Ap., MH(OPMaLMOHHO-aHaNnUTYeckue
mMatepuansl, OTYEThI

Oraen kaapos

Mpwka3sbl NO NUYHOMY COCTaBy W No oBLLum
BONpOCAM ANS perucTpauwnn n Konuu Ana
PACCHINKKM, MHOPMaLUVoHHbBIE MaTepuansl,
npuKasbl, OTYEThI

3aBepeHHble KOnuu NPUKa3os no NU4HOMY
cocTasy 1 o6LmumM Bonpocam,
nHhOpMaLMOHHO-aHanUTUIeCcK1e
maTepuansbl, OTYETbl

HayuyHo-TexHu4eckan bubnuoTteka

KoppecnoHAeHUMA, WHChOpMaLMS O HOBbIX
M34AHUAX NUTepaTypbl, MHOPMaLUOHHbIE
MaTepuarsi, Np1Kasbl, OTHETbI

3anBkn Ha npuobpeTeHne NUTEPaTYPHI,
NOANWUCKY, NHGOPMAUNOHHO-
aHanuTUYeckue mMarepvansl, OTHETbI

ALMUHUCTPATUBHO-X03ANCTBEHHbLINA
oTaen

WNuchopmauma o nnannpyembix peMOHTHO-
cTpouTeneHbix paboTax B OTAENE,
WHhopMaLMOHHBIE MaTepwans!, NPUKassl,
oTYEThI

CrnyxwebHule 3anucku Ha npuobpeTerue
XO3ANCTBEHHO-KaHLEenAPCKNX
npuHagnexHocTel, mebenu, cpeacTs
OprTEXHWKN; ChyxebHbie 3anuckn o
peMoHTE NoMeLLeHuid n oGopyaoBaHnA
oTaena, MHhOPMaUMOHHO-aHaNUTU4eCcKne
marepuansl, OTHeThbl

Otpen ACY

KoHcynbTauuu No MCNONb3oBaHNI
BBIYUCNUTENEHON TEXHUEKM,
MHDOPMALMOHHbIE MaTepMansl, NPUKasel,
0T4eTHl, cnyxebHsle 3anucku

CnyxeBHbie 3anUckn NO NPUMEHEHKIO 1
npuoGpeTeHmnio CPeACTE BbIMUCIUTENBHO
TEXHWKM, UHDOPMALIMOHHO-aHaNUTUYECKHE
marepwansi, OTYeThl

HKpuauyeckuit oTaen

KoHcyneTauuv no NpagoBLIM BONpOCam,
cBA3aHHbIM C MOATOTOBKDA AOKYMEHTOB,
MHOPMaLUUMOHHBIE MaTepuansl, Npukassl,
OT4ETHI

MpaBoBoe CONPOBOXAEHNE,
WHhopMaLUWoHHo-aHanuTudeckne
matepuanbl, 0THETbI

Hexanate!, Kadespel hunuana

WHchopMaluMoHHEIE MaTepWUankl, NpUKkassl,
OTYETLI, PACMNOPANEHNUA

WHbopMaLnOHH0-aHaNnUTUYECKNE
marepwnansl, OTHETbI

ONK CTW HATY «MUCuC»

WHhopmauynoHHBIe MaTepuansl, NpyUKasbl,
OT4YeThl, PACNOPAXEHWA

NHhopmaymoHHo-aHannTu4eckue
MaTtepuansl, OTYEThI

© CTU HATY «MHACKuC»
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PaspaboTaHo:

HavanbHWK otaena —

MHOPMALMM 1 OTHETHOCTY —Sp82*7 E.H. WadopocTosa

CornacoBaHo:

3am. gupekTopa no YMP E.B. Unbu4yesa

HavanbHWK topuaudeckoro otaena E.A. bBypueBa

HavanbHWK O0TAena Kagpos O.H. MNepmuHoBa

JKcnepTusa npoBeAeHa:

YNONHOMOY€EHHbIA NO Ka4ecTBy
CTWU HUTY «MUCuC» 7 0.B. MacanbiTvHa

© CTU HUTY «-MUCunC»
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MNpunoxexnune A
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