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HPEAUCJIOBUE

1 PASPABOTAHA Yupexnenuem oOpa3oBaHHUs «benopycckui
rOCy/IapCTBEHHBIA YHUBEPCUTET UHPOPMATUKH U PATAUOIICKTPOHUKI

NCITOJIHUTEJINA:

Kupunkas E.H., mnpopektop mno ydeObHON paboTe, mNpeacTaBUTENb
PYKOBOJICTBA I10 KAYECTBY;

Mypamiko H.H., HauanpHUK OT/Ie1a TOKYMEHTAITMOHHOTO 00€CIIeUeHus;

Ans0beBa I.1., HadallbHHK OT/E/Ia MCHEIDKMEHTA KaueCTBa;

JIpiceHsa A.A., cienUanucT OT/eNIa MEHEXKMEHTA KauyeCcTBa.

BHECEHA Pa6Goueii rpymnmnodl Mo CO3JaHUI0 W BHEAPEHUIO CHUCTEMBI
MEHEIP)KMEHTa KauecTBa 00pa3oBaHUs

2 VTBEPXJEHA W BBEJIEHA B JIEMUCTBUE npuka3zoM pekTopa
BI'VUP ot 14.12.2017 No304

3 BBEJIEHA B3AMEH JIIT 3.20-2015 (Bepcus 04)

© BI'YUP

Hacrosimass ~ mOKyMeHTHpOBaHHas  Mmpoleaypa HE  MOXET  ObITh
TUPAKUPOBAHA M PACHpOCTpaHeHa Oe3 pa3pelleHUs YUpPexACHUs O00pa3oBaHHUsA
«benopycckum roCcy1apCTBEHHBIN YHUBEPCUTET uH(pOpMaATHKU 151
PaguOdIIEKTPOHUKI

N3nana Ha pyCCKOM SI3BIKE
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1 HABHAYEHHUE U OBJIACTb HPUMEHEHUSA

1.1. Hacrosiiass JOKyMEHTUPOBAaHHAS MPOLEAYypa YCTAaHABIUBAET MOPSIOK
YOPaBIEHUsST 3alUMCAMM WU OTBETCTBEHHOCTh  CcOTpyaHukoB bBI'YHP  3a
JIOKyMEHTUPOBAHKE U XpaHEHHUE JIaHHBIX O KaueCTBe.

1.2. JlIokyMeHT HampaBjieH Ha OOECICUYCHUE BBIMOJHEHUS TpeOOBaHUMN
nyakTta 4.2.4 CTbh ISO 9001 u pa3BuBaer nojoxxeHus PykoBoacTBa Mo KayecTBY
PK 01 BI'YUP.

1.3. Hacrosimass ~ mporeaypa ~ BXOAMUT B~ COCTaB  JIOKYMEHTOB,
o0ecnieunBaOIIUX (HYHKIMOHUPOBAHUE IMpolecca YNpaBICHHUs AOKYMEHTaMHU M
3aIlrCsMU O KauecTBe.

1.4. TpeboBanus HAaCTOSAIIEH NOKYMEHTHPOBAHHOU IIPOLEAYPBI
pacmpoCTPaHSIIOTCS Ha BCE CIYXObI, MOApa3AeNeHUs, MODKHOCTHBIX JIMIl U
cotpyaHukoB BI'YUP.

2 HOPMATUBHBIE CCBLJIIKA

1. Kogexc Pecnybmuku benapych 00 oOpazoBanuu ot 13 stHBaps 2011 r.
Ne 243-3

2.CTb HCO 9000 Cucrempl MeHemKMeHTa KadecTBa. (OCHOBHBIE
IIOJIOKEHUS U CIIOBAPb.

3. CTB ISO 9001 CucreMbl MeHeKMEHTa KauecTBa. TpedoBaHUsI.

4. CTb UCO 9004 MeHemxkMeHT JJig JOCTHKEHUS YCTOMYMBOIO ycrexa
opranu3anud. [Togxon Ha OCHOBE MEHEI)KMEHTA Ka4eCTBA.

5. PK 01 PykoBoactso no kauectBy bI'YUP.

6. A1 3.19 YnpaBneHune q0KyMEeHTaIIUEH.

/. NHctpykuus no aenonpoussoactsy bI'YUP.

3 TEPMMHBI, OGO3HAYEHHUS U COKPALLIEHUSA

3.1 TepmunbI

B HacrosmieM JIOKyMEHTE NPUMEHSIIOTCA TEPMUHBI W ONPEICIICHUS
no CTb UCO 9000, cnosapro CTO 1.0, a Takxke cruenyoomue TEPMHUHBI
C COOTBETCTBYIOIIMMHU ONPEAECICHUSIMU:

KoHTpoabHBI 3K3eMIISIP TOKYyMEHTa — Komusi JokymeHTa moj Nel,
XpaHAWAsAcs B OTJEJEe MEHEI)KMEHTa Ka4eCTBA U UCIOJb3yeMas JJisl MOJrOTOBKHU
K BHYTPEHHUM ayJIUTaM U JPYTUM HEOOXOIUMBIM JTCHUCTBUSIM.

Hakonurenr 3amuceid (JAHHBIX) —  YCTAHOBJICHHBIM  HOCHUTEIb
uHpopmaru, oOpMIICHHBIN B HaJJICKAIEM TOPSIAKE M COASp KAIUil 3alucu U
JTaHHBIEC O Ka4y€CTBE.

OpuruHajg J0KyMeHTa — JOKyMEHT, O(QOPMJIEHHBIH TMOITMHHBIMU
YCTAHOBJICHHBIMM ~ TIOANUCSAMH U  BBINIOJHEHHBIH Ha JIOOOM Marepuale,
MO3BOJISIFOIIIEM MHOTOKPATHOE BOCITPOU3BEICHUE C HETO KOTIUH.
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3.2 O003HauYeHud

JII — noOKyMEHTHPOBaHHAs POLIENYPA;

UM — uHCTpYyKUHS METOAUYECKAS,

NCO — mexayHapoaHas OpraHu3aius 1Mo CTaHAapTU3AlUH;
MU — meToauueckas HHCTPYKIIMS,

HJI — nomenknarypa neu,;

HUY — Hay4dHO-UCCIIENOBATENBCKAS YACTh;

OJ10 — otnen JOKYMEHTAIIMOHHOTO 00ECTICUCHUS;
OMOVII — otnen MeToau4ecKkoro ooecrneueHus yueOHOro npoiecca;
OMK - otaen MEHEKMEHTA KaueCTBa;

OMTC — otnen MaTepuaaibHO-TEXHUYECKOTO CHAOXKECHUS;
OK — otnen kazpos;

I1O — nporpamMMmHOE 0O€ecTIeUEHNUE;

[IP — nepeunu u peectpsl;

IIPK — mpeacraBuTtens pyKOBOJICTBA By3a 110 KAYECTBY;

PU — paGouast uUHCTpyKIIUS;

PK — pykoBOZICTBO MO Ka4ECTBY;

CMK — cucrema MEHEIKMEHTA KauecTBa,

CII — cTpykTypHOE TIO/Ipa3/ieICHUE BY3a;

CTb — I'ocynapctBennsiii crangapt Pecyonuku benapycs;
[IK — mpuemHas koMuccus;

[IIT/] — nonoxxeHue o NOpsAKE ACUCTBUM.

3.3 Cokpamenus

kad. — kadenpa;

Hay. — HAaYaJIbHUK

OTB. — OTBETCTBCHHBI;
OTH. — OTJEII,

3J1. — DJICKTPOHHBIN.

4 OBIIMUE NOJOXEHUA

4.1 Lenp HacTosmEd JAOKYMEHTUPOBAHHOW MPOLIEAYPHl  COCTOUT
B 00€CNEeYeHUH PYKOBOJUTENEH CTPYKTYPHBIX TMOApa3AeICHU M PYyKOBOJCTBA
YHUBEPCUTETa BO3MOXKHOCTBIO OBICTPOro J0CTyma K JIaHHBIM O KauecTBe,
ONEpaTHUBHOIO  MOJIyY€HHS  JOCTOBEpHOM uWHPOpMalUMu O  pe3ysbrarax
JIEATEIbHOCTH 10 BCEM IIpoleccaM M pe3yJsibTaTax JACATEIbHOCTH KaKJI0ro
KOHKPETHOTO MOJpa3feieHus. OTO HEoOXOIMMO [iJIs TPOBEICHUS aHaIu3a
Y IIPUHATHS YIPABICHYECKUX PEIICHUM Ha BCEX YPOBHAX PYKOBOJCTBA BY30M.
3anucu SBIAIOTCS HEOOXOAMMOW COCTAaBHOM YacCThIO TOKYMEHTAlUU, MO KOTOPOU

5
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MO3KHO CYAHUTH O pe3yIbTaTUBHOCTH U 3pPexTuBHOCTH PpyHKIIMOHMpOoBaHUs CMK.
3anucu  HCMOJB3YIOTCA Uil JOKYMEHTHUPOBAHMS  IPOCIIEKUBAEMOCTH
U CBUJICTETILCTBA MPOBEJACHUS BEpUPHUKAIUHU, MPEAYNPEKIAOMMUX IeHCTBUN
Y KOPPEKTUPYIOIINX JECUCTBUM.

4.2 3anMcu JOJDKHBI BECTHCh HA BCEX OJTamax MKWU3HEHHOrO IHUKIa
OPOAYKUMU  (MPEJOCTABISIEMBIX  YHUBEPCUTETOM  HAy4yHO-00pa30BaTEIbHBIX
YCIIyT), II0 BCEM ONPEAEIEHHBIM MPOIIECCaM U BUAAM JI€SITEIbHOCTH.

4.3 Jlng kakaoro BUJia 3amuceit paspadaThiBaeTcs crenuaibHas hopma.

4.4 PaznuuaroT NoHATHs 3anmuch U Gopma. PopmMa — JOKYMEHT, KOTOPBIM
yCTaHaBIMBAaET TpeOOBaHUA K OObEMY M COJEPKAHMUIO JTaHHBIX, MOJJIEHKAIINX
peructpanuu. opmbl (6aHKK) pa3padaThIBAlOTCS U NPUBOAATCS BiajeIbllaMU
npoueccoB B IIpunoxkeHun K JOKYMEHTHPOBAaHHBIM IPOLIEAYPAM, UHCTPYKLIHSIM
U UMEIOT BC€ DPEKBU3WUTHI, YKa3aHHbIE B IyHKTe 4.5 HacTOsILEH MNpOLEaypHl.
[Tpu HeoOxonumMocT  (GOPMBI  MOTYT H3MEHSATHCS. 3alMcu — JOKYMEHT
HEU3MEHHBIA, XpaHUTEIb CBEICHUW M [JAaHHBIX O KOHKPETHOM IIpOIECCe
B KOHKpETHOE BpeMs. PopMa CTAHOBUTCS 3aAMKCHIO MTOCIIE 3alI0JHEHUS.

4.5 3anucu, He3aBUCUMO OT UX (DOPMBI U 3HAYUMOCTH, JTOJKHBI COAEPKATh
CIEAYIOLINE PEKBU3UTHI:

— Wnentudukanmonnsrii Homep B cootBercTBuu JII 3.19 «VYmpasnenue
JTOKyMeHTaImen». MnenTugukanuoHHblii HOMEp yKa3bIBa€TCs HA TUTYJILHOM, MPU
€ro HaJW4uH, WIA TEePBOM JIMCTE JOKyMEHTa, B JIIOOOM MecTe, BBEpXY.
Jlonyckaercs ykazaHue KoJa py4Koi.

— HaumeHnoBaHue (yKa3bIBaeTCsl Ha TUTYJbHOW WK MEPBOM CTPAHUIIE);

— @aMunuoo, JOHKHOCTh W MOANUCH HWCIOJHUTENS WIM JPYyTUX JIUII,
YKa3aHHBIX B JJOKYMEHTE;

— Jlara cornmacoBaHus U yTBepKJaeHUE (HOPMBIL;

— Hymepanuto ctpanuilr u oOImiee KOJIMYECTBO CTPAHWUIl, €Clu UX Oojee
OJIHOM;

— Ecnu 3T0 xomwusi, TO MpOCTaBIISIETCA TI€YaTh MOAPA3ACICHUS UIU J1eJ1aeTCs
OTMETKA U 3aBEPEHUU KOIIHHU:

Bepno
Homxnaocts  Ilognuce  UM.O.Damunus
JlaTta

4.6 Ocuosuele 3anucu, Tpedyembie CTh 1SO 9001, npusenens B Tabiuiie 1.
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Tabnuna 1 — 3anucu, tpedyemsie CTh 1SO 9001
ITynkr
Ne CT}IIS ISO TpeOyemas 3anuch Bup 3anucu Mecro
XpaHeHust
9001
1 561 3anucu 06 ananmuze CMK co [Tporoxosnsl 3acenanust CoBeta yHUBEpCUTETA Coser
CTOPOHBI PYKOBOJICTBA YHHUBEPCUTETA
Otuet 00 ananuze CMK pykoBoacTBOM OMK, ITPK
[Tnan ynyamaronmx Meponpustiii uian Heooxonumeix KJI u T1]] CII, OMK
Otuetsl 0 BeinosiHeHUH 1anoB 1111 u K/ CII
CrpaTernyeckasi nporpamMmma pa3BUTHsI YHUBEPCUTETA CII
I1nane! pazsutus ClI ynuBepcurera CII
OT4eThl 0 pe3yabTaTaM KOMILJIEKCHOM MTPOBEPKU YHUBEPCUTETA OMOVII
JlenmapraMeHTOM KOHTpOJIs KadyecTBa MuHucCTepcTBa 0Opa3oBanus Pb
IIporpammbl BHYyTPEHHHX ayJIUTOB OMK
Otuetsl 0 BHyTpeHHUX ayautax CMK yHuBepcurera OMK
OT4er 1o yAOBIETBOPEHHOCTH OMK, nekaHarsl,
Kage sl
CBeneHus 0 TPYJOYCTPOMCTBE CIIEHUAINCTOB OK
Anann3bl CMK co cTOpoHBI pyKOBOJICTBA OMK
AKTBI cTaYu-TIPUEMKH HAy4YHO-UCCIIEI0BATENbCKON MPOAYKIINH, H1Y
IIPOKJIAMAIIMU Ha HECOOTBETCTBYIOIIYIO TPOAYKIIHIO
JleiicTBYs, IpeANPUHATHIE IO PE3YJIbTaTaM MPEAbIIYIIETO aHAIN3a OMK
Onenka nestensaoct CII CII
[TorpeGHOCTh B HEOOXOAMMBIX pecypcax CII
2 6.2.2(e) | 3anucu 00 oOpazoBanuu, | JIMYHBIN JUCTOK MO yUYETYy KaJIpOB OK
NOJArOTOBKE, HAaBbIKaX, OMBITE, | JluvHas kaprouka GopMBbI T-2 OK
KOMIIETCHTHOCTH  MepcoHana, | IIpoTokoisl 3aceaHus aTTeCTallMOHHON KOMHUCCUN OK
BBILIOJHAIOMICTO PaboTY, ™ Komuu cueTenbCTB, AUTIOMOB, CEpTHOHKATOB (10KYMEHTHI O OK
KOTOpast BIMACT Ha KAYCCTBO | poppinennn kBanupuKalUm) COTPYIHUKOB
TIPOAYKIINH ITnanel MOBBITIICHUST KBATH(UKAIINN COTPYTHUKOB CII
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6 7.1(m) 3amMcu, HeOoOXOAUMbIE IS ITporokousl 3aceganus [ DK ApxuB
IIpeAOoCTaBlIeHus JaoKa3arenscTB | Otuer DK YO
TOro, 4YTO IMPOLECChl BBIMYCKa | JKypHan ydyeTa BblJa4u JUIIJIOMOB YO
NpOAYKIMHA n KOHCYHasA JKypHau ydera Bbl1auu aKaJJleMUYECKHUX CIIPABOK JlexaHar
NOPOAYKIMA COOTBCTCTBYCT OTyeT 0 Hay4YHOU JesATEIbHOCTH HN1Y
TpeOOBaHUSIM AKT BBITIOJTHEHHBIX paboT, mpueMa-nepenadn (K I0roBopy, kourpakry) | HUU
7 7.2.2 3anucu 0 pesynbratax aHauusa | J{oroBop Ha OCYIIECTBICHHE HAYYHBIX UCCIICTOBAHHNA U Pa3pabOTOK HNY
TpeOoBaHUM, OTHOCAIMXCA K | JloroBop Ha mpeaocTaBlieHHe 00pa30BaTEILHON YCIYTH JlekaHat
NOPOAYKIIMK, W O JEHCTBUsAX, | [lpaBmia nmpuema Ha CIIeTYIOIIHIA TO IIK
BBITCKAIOIMX M3 IIPOBECACHHOTO Ilman npreMa Ha 1 Kypc TIK
aHayM3a
8 7.3.2 3amucu 0 BXOJOHBIX JaHHBIX | MH)opmarus, nomydeHHas OoT NpeAnpusATUd (opraHu3aunuii)- OK
NPOSKTHPOBAHUS M pa3pabOTKH, | paboTomareneld M ciayk0 3aHATOCTH, O HAIMYHH CIPOCa Ha PBIHKE TPyl
OTHOCSAILIMXCS K TpeOOBAaHUAM K | Ha OTJeNIbHbIE KATETOPUH CHEIMAINCTOB, TPEOOBAHUAX K CHEIMAINCTaM
IPOAYKIIMH Otuet 00 O1IeHKE YJIOBJIETBOPEHHOCTH OMK
[TpoTtokounsl 3aceqanuit CoBeTa yHUBEpCUTETA Coser
YHHUBEPCHTETA
T3 noroBopa/KOHTpaKTa HNY
9 7.3.4 3anucu pe3ynbTaroB aHanusa | [Ipotokonsl 3acegannit HMC OMOVII
IPOEKTUPOBAHUS M pa3paboTku | [Iporokosisl 3acenanuii CoBeTa yHUBEPCHUTETA Coger
u JHOOBIX HE00XOAMMBIX YHUBEpPCHUTETA
JCHCTBUH PerieHsnn Ha ydeOHBIE IPOrPAMMBI OMOVII
10 7.3.5 3anucu pe3ynabTatoB |  OTMeTKa O MPOXOKICHUH HOPMOKOHTPOJISI HAa YUeOHBIX IIaHaX U OMOVII
Bepu(UKAMU TPOCKTUPOBAHUS | TpOrpaMmax
U pa3paboTku Hu  JHOOBIX
HEOOXOINMBIX NENUCTBUI
11 7.3.6 3anucu pe3yabTaToB Bamuaauuu | OT3bIBBI NPEANPUSATHH O KaUeCTBE NOATOTOBKH BBITYCKHUKOB Kadenps
IPOEKTHPOBaHUsA U pa3paboTku | IIporokoss! 3acemanuit HMC OMOVII
u JHOOBIX HEeoOX0oIMMBIX |  [Iporokossl 3acenanuii CoBeTa yHUBEPCHTETA Coser
JIEUCTBUI YHUBEPCUTETA
12 7.3.7 3amnncu 0 BHOCHMBIX [Tporokonsl 3aceganmnit HMC OMOYVII
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MU3MEHEHUSX, kacatomuxcs | IIpoTokonsl 3acenanuii CoBeta yHUBEpCUTETA Coger
NPOCKTHPOBAHUS M Pa3pabOTKU YHHUBEPCHUTETA
13 71.3.7 3anucu  pe3yapTaToB aHaiu3a | IIporokonsl 3acemanniit HMC OMOVII
MU3MEHEHUN NpOeKTHpoBaHuA H | [IpoTokossl 3acenanuii CoBeTa yHUBEPCUTETA Coser
pa3paboTKu u TOOBIX YHHUBEpPCUTETA
HEOOXOIUMBIX JICHCTBUI
14 74.1 3anucu pe3ynbTatoB oueHKU | IIpoTokossl 3acemanuii npueMHOW KOMUCCUH ITK
IIOCTaBLIUKOB u Bcex | IIporokounsl 3aceiaHnii IEHOBOW KOMUCCHM YHUBEPCUTETA OMTC
HEOOXOUMBIX JEUCTBUSX, [TpoTokon penieHns: KOHKYpCHOW/TeHePHOI KOMUCCUU OMTC
BBITCKAIOIINX U3 OTUX OLCHOK JloroBop Ha oCTaBKy, KOHTPAKT OMTC
15 7.5.3 3anucu 00 YHUKaJIBbHOW | YueOHas KapTOodKa CTYyJICHTa Jlexanar
UACHTU(DHUKAIIIH TPOTYKIIUU Jorosop Ha BeimosiHenue H1P HNY
16 754 3anucu 000 Bcex ciywasx, | JloknanHas 3amucka 00 yrepe, MOBpeXIeHUH, npu3Hanuu HenpurogHon | CIIT
CBSI3aHHBIX c yTparoil | JUIs HCHOJIB30BAHUS
COOCTBEHHOCTH TIOTPEOUTENS, €
MOBPEXKACHUHM WU TPU3HAHHEM
HEIPUTOTHOM JUIs
UCIIOJIb30BaHUS
17 7.6 3anucu o pesyibTaTaMm | JloroBop Ha MOBEpPKY/KaTHOPOBKY 000pYy10BaHUSI CII
KaTMOpOBKU u IOBEPKE |  AKT MOBEPKH/KaTMOPOBKH 000pyI0OBaHUS CII
M3MEPHUTENILHOTO 000pyI0BaHUS
18 8.2.2 3amucu 0 maHWpoBaHuM, | [Iporpamma BHYTpPEHHEro ayanTa OMK
IPOBEJCHUM W pesyibrarax | [lmaH BHYTPEHHEro ayauTa OMK
BHYTPCHHCTO ayIuTa KoHTposibHBII BONPOCHUK BHYTPEHHETO ayJIUTA OMK
ITpOTOKOJIBI HECOOTBETCTBUS/ACTIEKT JJIsl YITYUIICHHSI OMK
OTyeT N0 BHYTPEHHEMY ayJUTy OMK
CBOJHBIN OTUET O pe3yabTaTax BHYTPEHHHUX ay/IUTOB OMK
JInuHast kapToyKa dKCIepTa-ayauTopa OMK
19 8.24 3amnucu 0Ka3aTeabCcTBa DK3aMeHaI[MOHHEIE U 3aYETHBIE BEJOMOCTHU Jlexanar
COOTBETCTBUSA NPOIYKIUH |  YueOHasi KApTOUKa CTyEHTa Jexanar
KPUTEPHUAM NPUEMKHU. 3anucu |  IIportokosnsl 3acenanuii [ DK Kagenpa
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JIOJKHBI YKa3bIBaTh UL, | AKT mpuema-Tiepeiadu/ BEITIOJIHEHHBIX padoT HNY
OTBETCTBEHHBIX 32  BBIIIYCK
IPOIYKIMH
20 8.3 3ammcu, comepikaniue CBEACHHS | OK3aMCHAIIMOHHBIC JTHCTHI Jlexanat
0 XapakTepe HeCOOTBETCTBUH U | [Ipukasbl HAa OTUYHCICHUE Jlexanar
MOOBIX  JIeHCcTBUAX, BKI04Yas | [IpoTokossl 3acenanuii kadeap Kagenpst
pa3pelieHus: Ha OTKJIOHEHUS AKT BBINIOJTHEHHBIX padoT HNY
JledhexTHbIi aKT HNY
OTYeT 0 HECOOTBETCTBUU MPOTYKIIHH Jlexanar
KypHan perucrpanyyi HeCOOTBETCTBUI Jexanat
21 8.5.2 3anucu 0 pesynbrarax | JKypHasl peructpanuu KOppeKTUPYIOIUX eHCTBUI CII
KOPPEKTUPYIOIIUX JEHCTBUN I11aH KOPPEKTUPYIOLIUX AEUCTBUN CII
22 8.5.3 3anucu 0 pesynbTarax | KypHan perucrpanuu npenynpesxaarImnx 1eHcTBUI CII
MPEAYNPEKIAOIINX AEHCTBUI [1nan npenynpexaarommnx 1eicTBUN CII
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4.7 Tlopsanok oopMiieHHs U BEICHHUS HEKOTOPBIX BUIOB 3aluCen

TpeboBanust kK 00BEMY U COACPKAHUIO JAHHBIX, TOJJICKAIINX PErHCTPAIIH
B (hopMme 3ammceit onpeaesieHsl B MpoIeaypax U HHCTPYKIUAX 1o mnporeccam CMK
By3a. [lepeueHp HCMONB3yeMbIX B KaXJIOM MpOIECCe U KaXI0u mpouenype hopm
u 3anuceil npuBoguTcs B paszzene «3anucu» 1okymeHToB CMK. IlaGnousr popm
npusonsrces B IIpunoxenusax k gokymerram CMK.

4.8 OHpe,ZIeJIGHI/IG TOIr'0, KaKM¢ OAHHBIC O Ka4YCCTBC CIICAYCT (1)I/IKCI/Ip0BaTB
AJOKYMCHTAJIBHO, T.C. OTpaXaTb U COXPAHATH B BHUJIC SaHHCCﬁ, OCYHICCTBIIICTCA
B COOTBCTCTBHH C Tpe6OBaHI/IHMI/I U O0COOCHHOCTSIMH IIpoHcCCOB U IOAIIPOICCCOB
HUX BJIaACIbLIAMM.

4.9 Cpenu  3ammceil, BEAYIIMXCA  COTJIACHO  JOKYMEHTHPOBAHHBIM
npoueaypaM, B 00sA3aTENbHOM MOPSAKE JOJKHBI HMMETh MECTO 3aIluCH,
OTpaXKarolllue pe3yJbTaThl HU3MEPEHUH W MOHUTOPHUHIA YJIOBJIETBOPEHHOCTH
NoTpeOuTENe, JaHHBIE O COOTBETCTBHM MPEAOCTABISAEMBIX YCHYT (IIPOIYKIIMH)
NpEABSABIIEMbIM K HHUM (Hei) TpeOOBaHUSIM, JaHHBIE O XapaKTEPUCTHKAX
Y TEHACHIMAX PAa3BUTHA IPOLECCOB, AAHHBIE O IIOCTaBLUIMKAX. OTH JIaHHBIE
HEOOXOJUMBI JJIs OIpeneseHUs, pa3pabOTKH U HPHUHATHS MEp IO YIyYIIECHUIO
NEATEIbHOCTH YHUBEPCUTETA.

4.10 Tlpouenypa ynpaBlieHUS 3alUCSIMU BKIIIOYAET CIEAYIOIIHNE OCHOBHBIC
oTiepaIuu:

— OIpeAeIeHNe TEPBUYHBIX JAHHBIX (JIaHHBIX O KauyeCTBE), MOJJICKAIINX
PETHCTpAIINH;

— ompezaeneane (HOpMbI, B COOTBETCTBUM C KOTOPOW JaHHBIC O KauyeCTBE
OynyT GUKCUPOBATHCS;

— cOop 3amucel 0 KauecTBe;

— UACHTU(DUKAIINIO 3aTTUCEH;

— OMpEeNeNICHHEe CpoKa XpaHEHUs 3amuced (CpOKM XpaHEHHUsS 3amucei
HE JOJDKHBI TIPOTHBOPEYUTH 3aKOHOAATEIILHBIM TPeOOBAaHUSAM K CpOKAM XpaHCHUS
OTJICJTHLHBIX BUJIOB JOKYMEHTOB);

— TOJJEp)KaHUEe 3amucel B pabodeM COCTOSIHUM (PEryJsipHOE WX BEACHHE
U OTpakeHue HGOPMAIINH B TIOJTHOM 00BeEME);

— coxpaHeHrMe (M BO3MOXKHOCTh  BOCCTAQHOBJICHHSI B  ClIydae
HEIPETHAMEPECHHON YTPaThI) IS TIOCIEAYIOIIETO aHAIM3a U TIPUHSTHS PEIICHUH;

— pa3paboTKa TMpaBWw U OOECMEUEeHHUE JIOCTyNa Il HCIOIb30BaHUs
3aIMcen;

— ofecriedyeHNe BO3MOXKHOCTH IS HCIPABJICHHS] 3alHUCe ¥ TIPaBUII,
B COOTBETCTBUU C KOTOPHIMH OCYIIECTBIISIIOTCS UCIIPABIICHUS;

— apXMBUPOBAHHE 3AMUCEN;

— W3BATHE 3aMKCEH U3 OOpalleHNs, aHHYJTUPOBAHKUE U YTHIIH3AIIA.
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4.11 Bce 3anucu, BeaylIMecs MOJpa3/IeICHUsIMU, JOJDKHBI BECTHUCH
B COOTBETCTBUU ¢ TpeOoBaHusmu Hacrosen [I1.

4.12 ®opMbl 1S BEACHMS 3aluced, COTJIACOBAHHBIE W YTBEP)KICHHBIC,
aTakke TpaBwia odopmiieHHs  (BEACHHWS)  3amHMCedl  yCTaHABIMBAIOTCS
B nokymentax CMK ynuBepcurera, Bupa CTY, AII, MW, PHU, I/,

OIIPCACIIAIOINNX PA3HBIC BUABI ACATCIbHOCTH BHYTPH BBIACIICHHBIX ITPOLICCCOB.

4.13 3anucu, AJi1 KOTOPBIX HE YCTAHOBJIEHBI KOHKPETHBIE (POPMBI, MOTYT
BECTHUCH B MPOU3BOJIHLHOM BHUJIE.

4.14 Tpaduyeckoe oOmnMcaHWE TPOLEAYpPHl  YIpaBICHUS  3aMUCAMHU
U JaHHBIMU O KauecTBe MpuBeeHo B [Ipunoxxennn A.

5 OIIMCAHHUE NPOLEAYPHI
5.1 Onucanue npoueaypsl ynpasJjenus 3anucamu CMK

Anroputm ynpasneHus 3anucsiMu B bI'YUP Bkmrouaer cnepyromue craany,
MOPSIKOBBIE HOMEPA KOTOPBIX COOTBETCTBYIOT HOMEpaM ONepalii Ha OJI0OK-cXeMe
rpadguueckoro onucanus npoueaypsl ([Ipunoxenue A):

5.1.1 Omnpenenenue AaHHBIX, MOJJICKANIUX PETUCTPALMU W XPaHECHUIO
B BUJIE 3aIIHCEil.

PykxoBonuTens noapasnenenus (Biaajaesnel] npoiecca) Ha OCHOBaHUM aHajn3a
COCTOSIHHA  Tpolecca,  pe3yibTaTOB  BHYTPEHHEro  ayaurta  (OTY4ETOB
10 BHYyTPEHHEMY ayJIuTy Wiau BHEHUM IpoBepkaM CMK, ayauT-mpoTokoioB
O BBISIBJICHHBIX HECOOTBETCTBUSAX), PE3YJIBTATOB MOHHMTOPHUHIA M HW3MEPEHHUS
npolecca OmpenesseT, KakKhue JaHHbIE O KaudeCTBE IIOJUIEKAaT pPETrucTpauuu
U XpaHEHHUIO B COOTBETCTBMHM ¢ TpeboBanumsimu aokymentoB CMK CII, Tt.e.
JTOKYMEHTAIbHOMY OTPAYKEHUIO B BUJIE 3aIIUCEH.

5.1.2 Ha3naueHue OTBETCTBEHHBIX 3a BEJEHWE 3amluce U pa3paboTKy
bopMBL.

B cnyuae ecnu omnpezeneHHbIE JaHHBIC HE SIBJISIFOTCS TaHHBIMH (3aIUCSIMU)
BHEITHETO MPOMCXOXKICHUS, pyKOBOAUTENb MOApa3AeTIeHHs (BIaeNel] mpoiecca)
Ha3HA4YaeT OTBETCTBEHHOTO 3a BEJCHHE 3alUCEil M BBISICHIET, UMEETCS JTU B BY3€
dbopMa i BelleHUsI aHAJIOTMYHBIX 3allMCel; eCu Takoi (OpMbI HE CYIIECTBYET,
OTBETCTBEHHOMY 3a BEJICHUE 3alucell Mmopydyaercss pa3paboTka (opMbI HOBOTO
JIOKyMEHTa (3anucei).

5.1.3 Pa3paboTka u cornacoBanue GOpMmbl.

OTBeTCTBEHHBIN 3a BEJICHHE 3amucedl U pa3paboTky (hopmbl pazpabaThiBaeT
dbopMy JuUISI  BEACHUS HOBBIX 3alKMCEedl TOJpa3feleHUsS W yTBEPXKIAeT
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B COOTBETCTBUU C TpeOOBaHUSAMH JTOKyMEHTHpoBaHHOW mpouenypsl AT 3.19
«YrpaBiaeHue JOKyMEHTAIUEN».

5.1.4 Unentuduxarust Gopmbi.

[Tocne BwIOOpa wmm paspabotku Gopmbl, pykoBoautens CII (Brmagenern
mporiecca) JaeT Ha3BaHHWE HAKOMHTENIO 3alliceil; OompenesseT XapakTep
PETUCTPUPYEMBIX B HEM JIaHHBIX, €CJIM O3TO HE BBITEKAET HEMOCPEICTBEHHO
U3 Ha3BaHuA HakonuTess; noarBepxkaaer ®UO nuia, OTBETCTBEHHOTO 3a BEJCHUE
JTAaHHOTO BHJIA 3aITUCEH.

5.1.5 3anecenue pexusutoB ¢popmsl B HI[ BI'YUP.

Havanpank OJ/IO noipkeH BHECTM COOTBETCTBYHOIIME H3MeHeHUs B HJI
yHUBEpcUTETa NpU €€ (OPMUPOBAHMM Ha CIEAYIOUIMH KaJEeHJApHBIA IO,
a MPHU CYIIECTBEHHBIX U3MEHEHUSAX B TEUEHHUE OJHOTO KaJIEHIapHOTO MecsLa.

5.1.6 3anecenue pexBuzutoB ¢opmel B HJI CII.
PykoBoauTtens noapaznaeneHust (Bjiajesnel mpoiecca) BHOCUT HOBYIO popmy
B HOMEHKJIATypy JIeJ CBOEro (MOJUMHEHHOTO eMY) MOApPa3IeICHHUS.

5.1.7 Beneunwue 3amnucei.

[Tocne BBIMOJHEHUST BCEX OMUCAHHBIX BBIIIE JCUCTBUN pa3periacTcs HayaTh
coOCTBEHHO BenaeHHe 3amncedl. OTBETCTBEHHBIM 3a BEACHHUE 3allMced TOKEH
NoAJICp)KUBaTh HMX B pabodyeM COCTOSHMM — CICIUTh 3a TEM, 4YTOOBI
BCE HEOOXOJMMBIE JIaHHBIE BHOCHWJIMCH PETYJSIPHO, CBOEBPEMEHHO, B TOJHOM
o0beMe; 4eTKo, pazdopurBo. KapanpamiHeie 3amdcu U HEOPEKHO BBHITIOJHEHHbBIC
3anucu He Jomyckatorcs. Jlns psma ¢GopM  IONMyCTUMO BEIIEHHE 3amucei
B JICKTPOHHOM BUJIE.

5.1.8 UcnpaBneHue 3amucei.

B cayyae HeoOXOOMMOCTH clieflaHHasi 3allMCh MOXET ObITh HCIIpaBJeHa
OTBETCTBEHHBIM 32 BEJCHUE 3alMCEH 110 COIJAaCOBAaHUIO C PYKOBOJIUTEIEM
nojapaszaeneHus (Biagensua npouecca). [Ipu 3Tom ucnpaBieHue 3anucu T0HKHO
3aBEPATHCS MOANHUCSIMH HMCHOJHUTENS (MOJydaTenass HaHHBIX) U PYKOBOIUTENS
NOJIpa3IeNICHUs PSAAOM C 3anuChio «VicnpaBieHHOMY BEPUTH.

5.1.9 CoxpaHenue 1 3ammTa 3armcei.

OTBETCTBEHHBIN 32 BEICHUE 3aMUCEU JOHKEH CIEAUTHh 3a COXPAHHOCTHIO
JOKYMEHTOB, Ha Kakux Obl BHJAaX HOCUTEJIEH OHM HE  BEJUCH.
J{nst ynopsiiounBaHusl MpaBUi 3allUThl 3alUceld perucTpupyeMas HHOOpMaIus
JIOJDKHA OBITh pa3ielieHa:

— Ha KaTeropuv BaXXHOCTH W KOH(PUACHIIMATBLHOCTH, YTO OIpeaesseT
IpaBuia JOMYyCKa K HEW;
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— Ha XpaHMUMYI0O M HCHOJb3yeMYI0 Ha OYMaXXHBIX WM 3JIEKTPOHHBIX
HOCUTEIISIX, YTO OIpeAessieT MpaBWIa XpaHEHUS U IOJJACPKAHUS 3allnucen
B pabo4eM COCTOSTHUM.

B yHuBepcurere pa3paboTaHbl HHCTPYKIIMHU, OTIPEAEIISIONIUE:

— TOPSJOK AOIYCKA K Pa3HbIM 3aIUCIM;

— TOPSINOK  3alMTHl  3alMCEM OT HECAHKUIMOHMPOBAHHOIO JOCTYyIIA
Y HECAHKIIMOHUPOBAHHOTO BHECEHUSI N3MEHECHUM;

— NOpSAAOK paOOThl, XpaHEHWs MW NOMJAEpKAHUS 3amucel B pabodem
COCTOSIHUH.

JIuio, OTBETCTBEHHOE 3a BeJeHHE 3amucedl (MO0 3a KOHKPETHBIA BUJ
3anuced, MO0 3a BCE 3alUMCU MOJAPA3ZeNieHus), AOKHO ObITh  JETaJIbHO
IIPOMHCTPYKTUPOBAHO PYKOBOAUTEIIEM ITOAPA3AECIICHUS.

B cnydae ecnu uH(oOpmalus, peructpupyeMas B 3alUCSX, NPEACTABISAET
0CO0YIO BaKHOCTH (OIPENENSIETCS PEKTOPOM U IIPOPEKTOPAMU IO HANPaBICHUSIM
NEeATEIbHOCTH ), HEOOXOIUMO MPEAYCMOTPETh XPAaHEHUE PE3EPBHBIX KOMUH.

HavanpHaux OMK 00s13aH OpraHu30BbIBAT, KOOPAMHUPOBATH
Y KOHTPOJMPOBAaTh MPOLECC YIPABICHUSA 3allUCAMU B  IOJPA3JEICHUIX
YHUBEPCUTETA.

5.1.10 Mcnonp3oBaHME 3aMHCEH.

3anucsamu, Beaymumucs B CII, xpansumumucs B CII wim xpaHgammmucs B
apxuse BI'YUP, moryr mnosb30oBaTecs BCE€ COTPYAHUKH YHUBEPCUTETA, JIA
KOTOPBIX JOIYCK K JaHHOMY BUly WH(popmaruu paspernieH. Jlomyck opopmisiercs
pykoBoautenem CII (BiamenblieM mporiecca, 3aBeayromuMm apxuBom BI'YUP)
MUCBMEHHO, T10 3asBJICHUIO HAa WCIIOJIb30BAHUE 3aMUCEH, B KOTOPOM O0O0s3aTEIHHO
yKa3bIBaeTCs HAaMMEHOBAaHWE 3alliCH, a TaK)K€ MOTHUBHPOBAHHOE OOOCHOBAHUE
1enu ee ucrnoiib3oBanus. [Ipu odopmieHun 10mycKka OTBETCTBEHHBIN 3a BEJACHUE
sanuceir B CII (3aBemytomuii apxuBoM BI'YUP) peructpupyer ero B xKypHaie
nonycka k gokymentauuu CII (kypHae 1omycka K JOKyMEHTAIlNH, XpaHSIIeHcs B
apxuse BI'YUP).

5.1.11 BoccraHoBiieHue 3ammcei.

Ecim  cocrossHue  3amucedl  HEYIOBJIETBOPUTEIBHO, OTBETCTBEHHBIU
3a BEJICHHWE 3amuceld JOJDKeH B pabodeM mopsake (Mo Mepe HeoOXOIUMOCTH)
MIPUHUMATh MEphI (pa3HbIe COOTBETCTBEHHO Pa3HBIM HOCHUTEISM 3alUCeH) ISl UX
BOCCTAHOBJICHHS.

5.1.12 CusiTHe KOIHUH C 3alIUCEiA.

C BOCCTAaHOBJICHHOH 3aIllMCH OTBETCTBEHHBIM 3a BeneHue 3amucer B CII
CHHUMAET KOIHIO, K KOTOPOM MPUHUMAET MEphbl (OMpeaesICHHbIE PYKOBOAUTEIEM
CII u cornacoBannbie ¢ OMK) 110 ee 3amuTe 1 COXpaHEeHHUIO.
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5.1.13 Hudopmupoanue pykoBogutens CII (Bmamensia mpoiecca)
O 3aBEPUICHUH HAKOMUTES 3aMHUCEN.

[To 3aBepuICeHMM HAKONMMUTENS 3alUCE, OTBETCTBEHHBIM 3a WX BEICHUE
uHdopmupyet 06 3Trom pykoogutens CII (Bmagensiia mporecca). PykoBoaurens
CIl, mo mnonydyeHudn HUHPOpPMAIMKM O 3aBEPIICHUM HAKOMMUTENS 3alucei,
B 3aBUCUMOCTH OT BHJIa 3allMCEW, OpraHu3yer ux nepepayy B apxuB bI'YUP,
MOCTAaHOBKY Ha XpaHEHHE B IMOJAPA3/CICHUM, JIMOO H3BATHE, AHHYJIUPOBAHUE
Y YHUYTOKECHHUE.

5.1.14 Odopmienue u mnepemaya B apxuB bBI'YUP 3aBeprieHHoro
HAKOIUTENS 3aIUCEN.

B apxuB BI'YUP nepenarorcs aena nocTossHHOTO, BpeMEHHOro (cBaime 10
JIET) CpOKa XpaHEHUs U Jena Mo JIMYHOMY cocTaBy. Jlenma mepenarorcs B apXuB
BYy3a IO OITHCH.

OtBercTBeHHBIM 3a BeneHue 3anuced B CII mpenBapuTenbHO TOTOBUT
3aBEPUICHHBIN HAKOINUTEIb 3alIMCEN K Mepeade B apXHUB U COCTABIIET OMUCH JEI
CII. Omwmce cormacoBeiBaercs ¢ HadanbHUKOM OJIO wu  yTrBepxkpaercs
pykoBoguteneM CII (Bmamenspiem mpouecca). OTBETCTBEHHBI 3a BEACHHE
3ammceit CII nmepenaeT 3aBeplICHHBIN HAKOIUTEIND 3aIIMCEN U OIIUCh 3aBEAYIOLEMY
apxuBoM BI'YUP. 3aenyromuii apxuBom BI'YHP mnpoepser npaBUIbHOCTH
o(opmIIeHHUs OTTUCH U IPUHUMAET JOKYMEHTHI Ha XpaHEHHUE.

5.1.15 Odopmiienne u xpaHeHue 3aBepiieHHOro HakonuTesns 3anuceit B CI1.

Hena BpemenHoro (no 10 yeT BKIIOYUTENBHO) CPOKa XpaHEHUs Iepenayde
B apxuB He mnojiexar. OHM XpaHSATCI B CTPYKTYPHBIX MOJpa3eieHUsX.
[To OKOHYaHMKM HAKOMUTEJNSl 3alKCEH, €CIM HE HCTEK CPOK HUX XPaHECHUS,
OTBETCTBEHHBIN 3a BeneHue 3anuced B CII Ha TUTYyIBHOM JINCTE 3TOr0 HAKOTIUTEIIA
yKa3blBaeT JaTy 3aKpbITUS HAKOMMUTENS M XPaHUT €ro J0 OKOHYaHUS
YCTAHOBJIEHHOT'O CpOKa XpaHeHusi. HoMep 3aBEepIIEHHOTrO HAKOIUTEISI U MECTO €r0
XPaHEHUSI OTMEYAIOTCA HA TUTYJIBHOM JIMCTE HOBOI'O HAKOMUTENS 3alMCEN TaHHOMN
TEMaTHUKH.

5.1.16 Pemenue mo oopMIICHHIO HOBOTO HAKOTIUTEIIS 3aITUCEH.

[Tocne pemenust Bompoca 00 apXWBAIUU WIH U3BATHU U3 TOIPA3ICICHUS
3amrceil B 3aBEPIICHHOM HAKOMHUTENIC PYKOBOAMTENb MOJpA3eieHus (BIaeerl
Iporiecca) JaeT pacnopspkeHue 00 0 OpMIICHUH HOBOT'O HAKOITUTEIS 3aITHCEH.

5.1.17 Odopmiienrie U BBeICHHE HOBOI'O HAKOIIMTES 3alHCei.

OTBeTCTBEHHBI 3a BeAeHUE 3anmuced Oo(OpMIISIET HOBBI HAKOMHUTEIb
3anuceri. B HOBOM Hakomurese, NPOAOJDKAIOIIEM IPEAbIAYIINE 3alluCH,
Ha TUTYJIbHOM JIUCTE JEJIAI0TCS OTMETKM O MOPSAKOBOM HOMEPE HOBOIO
HAaKOIIUTENSI 10 JAaHHOM TEMAaTHUKE W OTMETKM O HOMEPE 3aBEPILICHHOIO
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HAKOMHUTENSI MU MECT€ €ro XpaHEHUs WM OTMETKH 00 YHHUYTOXEHHUH 3amucei
3aBEPIICHHOIO HAKONUTENS B CBSI3M C HCTEYEHUEM YCTAHOBJIEHHOIO CpOKa
xpaneHusa. Hymepanus HakonuTenem ocTaeTcsi CKBO3HOM.

5.1.18 Uzbsarue u yTuauzaiuys 3ariceil ¢ HICTEKIIUM CPOKOM XpaHCHHS.

Ecnu cpok 3ammceli BpEMEHHOTO XPAaHEHHS HMCTEK, TO OHM IOJJIEXkKaT
YHUYTOXKEHUIO0.  Pemenne 00  yHMUTOXKEHUM  3aluced  IMPUHUMAETCS
PYKOBOAMTENIEM TojApa3jefieHus (BiajaenblieM mpoiiecca). [Ipu yHHUTOXEHHH
3amucel  PyKOBOJIWTENb  MOJApazzieleHust (Biajaeniell mpolecca)  JOJDKEH
MpPEeIBAPUTEIILHO COCTAaBUTHh aKT 00 YHUUYTOKEHMHM C YKa3aHHEM HauMEHOBaHUS
BHUJIa YHUYTOXKAEMOW 3amucy, TUINA HaKomurtens, oObema uHpOpMAIUU
(KOTTMYECTBO 3aIMCeH, KOJUYECTBO JIMCTOB, KOJUYECTBO KHJIO-, MEra- U TUra0auT
uH(pOpMalMU) M OXBAYEHHOTO 3alMCSIMU TE€pUOJa B Trojax. YBEJOMIICHUE
00 ytunuzainuu 3anucedd pykoBogutens CII (Bmagerner mpoiiecca) corjiacyer
¢ pykoBoguteneM OMK. YHuuTOXKEHHE 3amuceil MPOU3BOAUTCS OTBETCTBEHHBIM
3a Benenue 3amuceil B CII mo pacnopstxenuto pykosoautens CII (Bmagenbia
npoiiecca). OpuruHan akta 00 YHUYTOKEHHUH 3anuceit Xxpanutcsi B apxuse bI'YUP,
a ero konus — B CII. B UCKIIFOUMTENBHBIX ClIy4Yasx JAejla BPEMEHHOTO XPaHEHHS
(o 10 5eT BKIIIOYUTENHHO) MO PEIICHUI0 PYKOBOJICTBA YHUBEPCUTETA MOTYT OBITh
nepenansl B apxuB BI'YHWP. Ux mnepemaua B apxuB BI'YUP ocymectBisiercs
10 OIIMCH. Y THIIM3alus 3anucen, Xxpansmuxca B apxuse bl YUP, ocymectsisiercs
B YCTAaHOBJICHHOM IIOPSIAKE, B COOTBETCTBUM C JCHUCTBYIOLIEH HOPMATUBHOU
JIOKYMEHTAIUEH.

5.2 Knaccudukanum 3anuceii 1 nopsijiok ynpapJjieHus

5.2.1 Bcee cymectByromue B CMK BI'YUP 3anucu noapazaensroTcs:

M0 TUIy XpaHEHUs: Ha XpaHUMble HA OyMaXXHBIX, dJIEKTPOHHBIX U APYTUX
(aJIbTepHATUBHBIX ) HOCUTEIISIX;

M0 TPOUCXOXKJEHUIO: Ha BHEIIHUE (MOCTYMUBIIME OT JIOOBIX JPYrux
OpraHu3alyii) ¥ BHyTpeHHHE (BEAyLIUeCs B MOAPA3ACICHUSIX YHUBEPCUTETA);

0 BHUIY (COOEp>KAHMIO): IJIAHBI, OTYETHI, JOTOBOPHI, MPOTOKOJBI, AKTHI,
JOKJIa/IHbIE, CIIPABKH, KypPHaJIbl, BEAOMOCTH, YBEAOMIICHUS, U3BEIICHUS U JIp.

5.2.2 3anucu Ha OyMa)kKHBIX HOCUTENSX

5.22.1 3amucu BHENIHETO TMPOUCXOXKACHUS (HApUMEpP, 3aKIIOUYCHHE
aTTECTAl[MOHHOW KOMHUCCUHU, AaKThl MOKapHOW HMHCHEKUUA U T.[.) XPAHSITCS
B OTJEJIbHBIX  HAaKOMUTENSAX  (MOJIIMBAIOTCA B  Manku, CHOPMUPOBAHHBIC
10 OTJENbHBIM TEMATUYECKUM HampasiieHusiM). [locTynaroiue 3anucu BHEIIHETO
npoucxoxaenus peructpupytorcs O1O (Ha ypoue CII — nu1ioM, OTBETCTBEHHBIM
3a BEIEHHUE 3alKceil) B JKypHalle pPErUcCTpaly BHEIIHEH JTOKyMEHTalluH,
COPTUPYIOTCSI IO TEMATUKE U XPAHATCS B OT/AEJbHBIX HAKOMUTENSAX Y HaYaJIbHHUKA
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OO (muua, orBerctBeHHOro 3a BeneHue 3ammceil B CII). Cpoku XxpaHeHHs
3amMceil BHEIHero npoucxoxaeHus ycranosiaeHsl B HJ[ BI'VUP (ctpykTypHOro
nozapaszaenenusi). I[lo ucTedeHMM YCTAHOBIIEHHOTO CpOKa XpaHEHUs 3amucu
BHEILIHETO MPOUCXO0KICHHUS IEPENAIOTCA B apXUB.

5.2.2.2 BHyTpeHHUE 3amucH AOKHBI BECTHUCh TOJIBKO B COOTBETCTBUU
C 3aperucTpupoBaHHbiMi  ¢opmamu  (pa3pabOTaHHBIMHU,  COTJIACOBAHHBIMH,
UJCHTU(UIMPOBAHHBIMU U YTBEPKIACHHBIMH ).

5.2.2.3 ®opMmbl sl BeJEHUS 3alKUCcel MOTYT OBITh YHU(DUIIMPOBAHHBIMU
(YCcTaHaBIMBAIOTCS BBIIIECTOSIIIMMUA ~ OPTaHU3ALUSMHU); OOIIEKOPIIOPATUBHBIMHU
(COrJIacOBBIBAIOTCS U YTBEPKIAIOTCS PYKOBOJUTEISIMU BCEX WM HECKOJIBKUX
nporieccoB  (moapaszieneHui) sl BEICHMUS 3amucedl  eQUHONM  TEeMaTHKHU
(comepkanus)); 10O, TPU OTCYTCTBUH (POPMBI, MOTYT OBITh CHELHUAIBHO
pa3paboTaHbl JUIsl PETUCTPAllMM U XPAHEHUS JTAHHBIX O KAYECTBE OINPENEICHHOTO
COJIep>KaHMs 1JIsl TOTO WJIM MHOTO KOHKPETHOTO To/pa3eieHus (mmpoiecca).

5224 Hoseie ¢opmbl (OmaHKM) IS PETHUCTPAlMM  JTAHHBIX,
HE YYUTHIBAEMBIX paHee, pa3paldaThIBAIOTCS MO YKA3aHUI PYKOBOAUTEIS
nojApasaeiaeHus (Impoiecca), B KOTOPOM BBOJISATCS 3TH HOBBIE 3aIKCH.

5.2.2.5 PaspabotanHble B mnojpazaeieHud (opmbl (OJIaHKKW) W TpaBUIIA
BEJICHUS 3allUCEH COIJAacyrOTCsl C BIAJACIBLEM IIpoliecca, B paMKax KOTOPOTO
paboTaeT JaHHOE MOJApa3JeJIeHHue, WM C BIAJENblIaMUd IPOIECCOB, €CIH,
MPEANOJIOKUTEIBHO, 3allUCU TOW € TEMAaTUKH MOTYT BECTUCh M B JAPYIHX
nporeccax.

5.22.6 @opmbl BBOAMMBIX 3amucedl  mpencraBmsaTcs B OMK
JUISL pETUCTPALlMM W XpaHEHUs C 1eJNbl0 BO3MOXXHOM yHU(UKauuu QopMm
JUIS BEACHUS 3alMCce OJMHAKOBOM (MK OJIM3KOM) TEMATHKH.

5.2.2.7 3amonusemble (HOPMBI JOKYMEHTOB, B KOTOpPBIE BHOCST IaHHEBIE,
OTHOCSINHECS K €IMHON TeMaTWKe, TOJDKHBI BECTUCh M XPAHUTHCS B OTACIBHBIX
HAKOIUTENAX: MOJIIMBKAX, >KypHanax, mankax v T.10. Ilpu Oosbmom oObeme
JIOKYMEHTOB JIOMyCKAETCs CO3[1aBaTh TOMAa TEMATUYECKOMN MOJUIMBKH.

5.2.3 3anucu Ha 3JIEKTPOHHBIX HOCUTEISIX

5.2.3.1 Ecnu 3anuvcu BeayTCsl B 3JIEKTPOHHOM BHUJE, TO (popMa i BEICHUS
3amuceit Takxke JoKHA ObITh 3apeructpupoBana B OMK. I[lpu sTom gomxHa OBITH
oTIpejiesieHa U MpeCTaBIeHa ClIeayromias nHhopMaIus:

— MECTOPacCIoJIOKEHHE KOMIbIOTEPa (MOIpa3ieliCHHE);

— UM KOMIIBIOTEPA B CETH;

— HauMMEHOBaHUE 0a3bl JaHHBIX (UMs (Daitna);

— CTH0c00 apXUBUPOBAHUS;

— YacToTa 3aMOJIHCHUS apXUBa;

— CPOK XpaHCHHUS;

— HaWMeHoBaHue ucnoiaszyemoro [10.
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5.2.3.2 PykoBoguTenu moapa3feieHuid (BIaEibIbl MPOIECCOB) OOS3aHBI
YCTAaHOBUTh ¥ TMHCBMEHHO 3a(UKCHPOBATH TIOPAIOK U CPOKH PE3EPBHOTO
KOIMPOBAHUSI JAHHBIX, XPAHUMBIX HaA OJJICKTPOHHBIX HAKOMUTEISX, a TaKXKe
HA3HAYNUTH OTBETCTBEHHBIX 3a BEJCHUE DJICKTPOHHBIX 3aIHCEH.

5.23.3 Ilpu mnepexoje YHUBEPCUTETA WIM OTACIBHOIO MOJApa3/IeIeHus
Ha HOBYIO BEPCHIO MPOrpPaMMHOro oOecredeHus: (OTBETCTBEHHBIM — MPOPEKTOp
1o yuyeOHol paboTre) cucTeMHbIM agMuHucTpaTop (orBeTcTBeHHOE Jinio B CII)
00s13aH COXpaHUTh NPEIbIAYIIUE BEPCUU MPOrPaMMHOTO OOecredeHusi, KOTOphIe
MOTYT OHAJIOOUTHCS JIs1 JOCTyIA K 00JIee pAaHHUM 3aIHCSIM.

5.2.4 3anucu Ha ApyTUX (AIbTEPHATUBHBIX ) HOCUTEISIX

K 3ammcsiMm Ha albTepHATUBHBIX HOCHUTEIISIX OTHOCSTCS 3allMCH  Ha
ontudyeckux Hocutensix (CD, DVD), wmarHuTHeIX HocuTensax (ayauo-
W BUJICOKACCEThI), B BHAC (OTOMATepUaJoB W T.M. TakuWe 3amuch JTOJDKHBI
XPaHUTHCS B CIEIUATBHO OTBEACHHBIX MECTax B IMOJApa3aeiieHud (OTaeabHas
noika, Ikad, TymOa, KopoOka u T.m.). Bce Hocutrenu JOJKHBI OBITH
UACHTUDUITMPOBAHBI, JHOO WICHTH(PHUIIMPOBAHBI HOCUTEIH, B KOTOPHIX OHHU
XpaHaTcs (Hanpumep, GoToaabOOMBbl).

Nnentudukamuss HOCUTENS JIOJDKHA TMPOU3BOJIUTHCS B COOTBETCTBHUU
C MpaBUJIaMH, B 3aBUCHMOCTH OT BHJIa 3aIKCEH.

5.3 Kpurepuu 3¢p¢peKTHBHOCTH H Pe3yJbTATUBHOCTH YNpPaBJIeHUs!
3anMCAMU

OCHOBHBIMHU KPUTEPHUSIMH JIJIs1 OTICHKH YIIPABJICHHSI 3aITUCSIMHU SIBIISTFOTCS:

— coOurofieHre TpeOOBaHUM K BEJICHUIO 3aMUCEH;

— TIOJTHOTA M IOCTOBEPHOCTH 3aITHCEH;

— COOJIIOJIEHNEe YCIIOBHMA PETYJISIPHOCTH M CBOEBPEMEHHOCTH 3allOJTHCHUS
JTAHHBIX

— BO3MOXHOCTH OIEPATUBHOTO JAOCTYyIA K 3aIHCSIM.

CoBepIIIeHCTBOBaHUE TIPOIIeCcca YIPABICHHS 3aITUCIMHA COCTOUT B

— YBEAWYCHUU JOJIM 3aluceld, KOTOphIe BEAYTCI B aBTOMATHYECKOM
peXKUME;

— YBEJIIMYEHUHU JOJU 3aMKCeH Ha IJICKTPOHHBIX HOCUTEINSX ISl OOJIeTYeHUs
MIOMCKa, COPTUPOBKH 3aIMCel U T.1.;

— COBEPIICHCTBOBAHUU CHCTEMBI 3aITUTHI 3aITHCCH.

6 OTBETCTBEHHOCTH 1 IOJTHOMOYUSA

6.1 OTBETCTBEHHOCTh 3a OPraHU3AIMI0 U KOHTPOJb YIIPABIICHHS 3alUCAMHU
B CMK yHHMBepcHUTETa HECET MPEACTaBUTENb PYKOBOJCTBA By3a IO KAYECTBY.

6.2 OTBETCTBEHHOCTh 3a Pa3pabOTKy, BBEJACHUE B JICUCTBUE W W3MEHEHHE
HAaCTOsIIEH poueaypsl HeceT HadaibHUK OMK.

18




D))

Jokymenmuposannas npoyedypa
VIIPABJIEHUE 3AIIUCAMH

JUT 3.20-2017

6.3 OTBETCTBEHHOCTh 3a OPraHU3alMI0 U KOHTPOJIb BEACHUS 3aluced 10
KOHKPETHBIM TIpoIleccaM M BUAAM JCSITENbHOCTH, a TaKXKe 3a XpaHEHHE 3arucei
HECYT BIAJENBIBI TPOIECCOB, a TAaKXKE PYKOBOJUTEIM BCEX CTPYKTYpPHBIX

NO/Ipa3/ICICHUN YHUBEPCUTETA.

6.4 OTBETCTBEHHBIC 3a OTJACIBbHBIC OIEpallUd HACTOAIICH IPOIEAYPHI
HMEIOT TIpaBa W HECYT OTBETCTBEHHOCTh B 00BEME,

JOJDKHOCTHBIMH MHCTPYKIOUAMMH.

OIIPpCACIICHHOM HX

6.5 PykoBouTenu Bcex ypOBHEH HECYT OTBETCTBEHHOCTh 33 HaJUIEeKallee U
CBOEBPEMEHHOE BBITIOJIHEHUE pa0dOT, MPEAYCMOTPEHHBIX HACTOSIIEH MPOIIEAYPOH.

Tabnuna 2 — Martpuna pacrpeenacHus MoJHOMOYMI U OTBETCTBEHHOCTH
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& 25| § el 238 | § >
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& o 32 =N 21 20 o &
[ (ST < =~ > o < Q
OCHOBHBIE 3Talbl Mpoliecca A~ = x| T O ¢ A E T ©
Opranu3zauusi U KOHTPOJIb
ynpasneHus 3anucsimMu B CMK P O 141 n n n
YHUBEpPCUTETA
Pa3pabotka, BBeieHUE B JIeiiCTBHE U
P O u 141 n "
n3MeHeHnue ¢popmel fokymenta CMK
Opranu3anusi U KOHTPOJIb BEICHUS
3aIIMCEN M0 KOHKPETHBIM U BUJIAM P oun,| o onu ([ou| Hu
JIEATEIILHOCTH, XpaHEHUE 3aMKCen
Ornpezenienne TaHHbBIX MMOIeKAITUX
pPErucTpaluy U XpaHEHUIO B BUJIE P oun,| o onu ([ou| "
3amnucein
WNnentuduxanus Gopmel u
ACHTHGUKAINA (Op PO | U OUu| U
HOPMOKOHTPOJIb
3aHeceHue pekBU3UTOB popMmbl B HJJ P 0 " " " "
BI'YUP
Koopaunanus 1 KOHTpoIb npolecca
pAHHAL POJIL TpoHt P o |Uu|ou|on|lu
YIPABJICHUS 3aIMUCSIMHU
Ornpenenenre HEOOXOTUMOCTH
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Ipunoxkenue A
I'padpuueckoe onucanue npoueaypbl ynpapjieHHs 3alIUCAMU

O 3.20 «YnpaeneHue 3anncammny

BxogHble gaHHble

Onepauwnn npouecca

BbixogHble gaHHbIe

MprmeYvaHus 1 CCbINKn

[aHHble aHanusa
npotuecca, oT4eTbl

no ayamty
npouecca

[aHHble,
noanexatine
pervucTpaumm n

XpaHEeHWIo B BUAE

3anucen

1. OnpepgeneHve noTpe6HOCTN
[aHHbIX, noAnexaLimx
perucTpaumm n XxpaHeHuto B
BMAe 3anucen

PykosoawuTenu CI1,
BnafernbLbl NPOLECcCcoB

t=no mepe HeobxoaMMOCTH

[laHHble BHYTPEHHEro
NPONCXOXAeHNA?

Oa

MpepycmoTtpeHa
cdopma?

Het
\ ]

[aHHble,
noanexative
perucTpauuu n

XpaHeHuio B Buae
3anucem

—Hert

)

2. HasHauyeHue
OTBETCTBEHHOIO 3a BeAeHWNe
3anuceit n pa3paboTky hopmbl

Pykosoautenu CI1,
BnagesnbLbl NpoLeccos
t=2 gH.

OaHHble,
nognexaiime
peructpauuv n

XpaHeHwio B Buae

3anucen, AN 3.19

HoBas cdopma ans
Be[leHus 3anucen

3. PaspaboTka u
cornacosaHue opmbl Ans
Be[leHus 3anucen

OTBETCTBEHHbI 32 BefeHue
3anucew

t=5 gH.

4. peHnTudmkaums hopmbl 1
HOPMOKOHTPOIb

Havanbhuk O[O,
t=1 gH.

OkoHYaTenbHO
MOEHTUULMPOBaHHas
dopma, yBegomreHne
0 BHECEHUM hOpMbI B

HA

5. 3aHeceHWe peKkBM3NTOB
dopmbl B HA YO BIr'YUP

HauanbHuk OMK,
HavanbHuk 010
t=10 aH.

PacnopsixeHue o
HasHaueHUu
OTBETCTBEHHOTO 3a
BefeHve 3anvcen n
pa3paboTky opmbl

\/\

HoBas copma ans
BeAeHus 3anucei

-

WaenTucdunumposaHHas
¢opma,

N3meHeHve B HL,
yHuBepcuTeTa

20




D))

Jokymenmuposannas npoyedypa
VIIPABJIEHUE 3AIIUCAMH

JUT 3.20-2017
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BxoaHble aaHHble

Onepauunn npouecca

BbixogHble gaHHble

MpumedaHns n cebinku

3anucen B AencTeue

|. UoeHTnmkaums n sBeBegeHne

<

OkoHYaTenbHo
NOEHTUMLMPOBaHHAs
dopma, ysegomneHvie
0 BHeceHun hopmbl B

HO

Popma

.

OwnboyHas 3anmcb

.

3anucu

7. 3aHeceHMe peKBH3NTOB
dopmbl B HA CI

PykosoguTtens CrI1
(Bnagenev npouecca),
OTBETCTBEHHbIN 3a BEAEHVEe
3anucen
t=3 OH.

.---------i----------

8. BegeHve 3anuceit

OTBETCTBEHHbIV 33 BeleHVe
3anvcen
t=no mepe HeobxoanMoOCTN

v

9. Vcnpaenexue 3anucen

OTBETCTBEHHbIN 32 BeAeHue
3anucen
t=no mepe HeobxoaAMMOCTH

v

10. CoxpaHeHue n 3awmTa
3anucen

OTBeTCTBEHHbIV 3a BELieHWe
3anvcein, pykosoauTens CIT,
HavanbHuk OMK
t=no mepe HeobxoaMMocCTH

Hoctyn
K MHdbopMaumm
paspeLueH?

Oa
v

Cnucok goctyna
nepcoHana By3a Kk
3anucsm

MoBpexaeHHas

3anucb

11. Ncnonb3oBaHue 3anvcen

MameHeHne B HO CI

3anwucu

WcnpaeneHHas
3anucb

WHCTpyKumm,
ycTaHaBnuBawLmne

An 3.19 «YnpaeneHue

nopsifoK AocTyna K
3anuncam, nx
NCcnonb3oBaHUsA N
3anTbI

[AOKyMeHTaLmein»
Hactoswas AN

AHanus, 0606L1eHne,

MepcoHan yHusepcuteTa
t=no Mepe Heo6X0ANMOCTH

CocTosiHne 3anucen
[OBNETBOPUTENBHO?.

Het

12. BoccTaHoBneHne
3anucen

OTBETCTBEHHbIV 32 BeeHVe
3anucen
t=no mepe HeobxoaMmMocTH

NPUHSTUE PEeLIEeHNi

HpopmmpoBaTb
pykoBoacTBo Gonee

BoccraHoBneHHas
3anucb

BbICOKOTO YPOBHA?Z

Oa
\ 4

Mepepaya
MHGOPMaLMK Ha
6onee BbICOKMNI

ypOBeHb
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AN 3.20 «YnpasneHue 3anucsammny

BxogHble gaHHble

Onepau.vwl npouecca

BbixogHble gaHHble

I'Ipmmeanvm N CCbINTKN

BoccraHoBneHHas
3anucb

|. Begenve, ncnonb3oBaHve, 3alumrta
W BoccTaHoBReHWe 3anmcen

<

3aBepLUeHHbIN
HakonuTenb

3anucen

3aBepLueHHbIN
Hakonutenb

3anucen

13. CHATMe Konui ¢ 3anucen

OTBETCTBEHHbII 3a BefeHne
3anucen
t=Bcerga, nocne
BOCCTaHOBIEHUSI 3anucen

14. NHdopmurpoBaHue
pykoBogutens CI
(Bnagenbua npouecca) o
3aBepLUEHNN HakonuTensi
3anvcen

OTBETCTBEHHbIV 3a BeeHVe
3anvcen
t=no mepe 3aBepLueHns
HakonuTens

CnyxebHas
3anucka
pykooauTento CI

(Bnapensuy
npouecca)

3aBepLueHHbIn
HaKonUTenb COAEPXUT
3an1cK NOCTOSHHOTO

CpOKa XpaHeHns?2

3aBepLUeHHbIN
HakonuTernb COAepPXUT
3anuncy co CpokoM
XpaHeHus cabiwe 10
ner?

Cpok xpaHeHus
3anuceit B 3aBepLLEHHOM
HakonuTene uctek?

[a

—Hert

15. OcbopmneHve un
nepepava B apxvs BI'YUP
3aBEepLUEHHOro HakonuTens
3anvcen

OTBETCTBEHHbIV 3a BeeHVe
3anucen, 3aB. apX1BOM
t=10 gH.

MogroTtoBneHHoe

apxumBHoe gerno,
Onncb JOKYMEHTOB
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A1 3.20 «YnpasneHve sanucamm»

BxogHble gaHHble

Onepauum npouecca

BbixogHble AaHHble

MprmMeyaHus n ccoisiku

<III. YnpaBneHue 3aBepLUeHHbIM HakonuTenem 3anucen

ApxuBHoe geno,
HopmaTUBHas
[OKyMeHTaums no

apXMBHOMY
XpaHeHuo
[OKYMEHTOB

3aBepLueHHbIN
HakonuTernb

3anucen

PacnopsikeHve 06
oopMeHnn n
BBEJEHNI HOBOrO

HakonuTens sanvcen

PelueHve 06
yTUnu3auum 3anucen
C UCTEKLIMM CPOKOM

XpaHeHuA

16. XpaHeHue
[IOKYyMEHTOB B apXxvBe
Brynp

h 4

3aB. apxnBomM
t=B 3aBMCUMOCTU OT
cpoka XpaHeHwust

AOKYMEHTOB

17. OchopmneHue un
XpaHeHne 3aBepLUEHHOro
HakonuTens 3anucew B
apxuse CI

OTBeTCTBEHHbIN 3a BEAeHNe
3anucen
t=10 gH.

v

18. PewweHwne no
0POPMIIEHNIO HOBOTO
HakonuTens 3anucen

OTBETCTBEHHbIN 32 BeAeHue
3anucent B CIN
t=0,5 gH.

v

19. OcbopmneHnue n
BBE/EHWE HOBOTO
HakonuTens sanucen

OTBETCTBEHHbIN 32 BeAeHuNe
3anuceri B Cl1
t=0,5 gH.

19. U3bsiTve 1 yTunusaums
3anucen C UCTEKLIMM CPOKOM
XpaHeHust

Pykosoautens CI1
(Bnagenew npouecca)
OTBETCTBEHHbIN 32 BeAeHuNe
3anuceri B Cl1
t=0,5 gH.

Crp. 2,
kn. 11

Hoas eguHnua B
apxusHom CI

PacnopsixeHue o6
odhopmMneHmn n
BBEZIEHVWN HOBOTO
HakonuTens 3anucen

HoBbIli HakonuTenb
3anvcen

YBefomneHve o6
yTunusaumm

3anvcen, akt 06

yTunusaumm
3anucen
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Hpunoxenue b

®opma nepeuns 10kyMeHTOB CMK cTpyKTypHOro nmoapasaejaeHus

IlepeyeHb TOKYMEHTOB

CUCTEMbI MCHCIKMEHTA KavYeCTBa

Kox moapasnesienust

YO «besiopycckuii rocy1apcTBeHHbI YHUBEPCUTET

HH(OPMATUKH U PATHOITEKTPOHUKU»

(HauMeHOBaHMe MOAPa3/IeIeHUs])

JdoxymeHTbI

HNaenTudurkanmoHHbI
HOMep

|. Joxkymenmut 0annozo noopazoenenus

1. TlomoxkeHue O MOAPA3ACICHUH

2. llpouenypsl

5. 3ammcu 0 KauecTBe

5.1. XKypnainst
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