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V4eHBIM COBETOM rOCYIapCTBEHHOIO : : Pexrop
0bpa3oBaTeNbHOrO YUPEKIEHHS BbICIIErO roCy/1apCTBEHHOrO 00PA30BATENLHONO YUPEKICHUST
obpazoBaHust MockoBCKo#H obnacTu BbIcILEr0 0OpazoBaHus MocKOBCKOH obnacTu

«0Cy1apCTBEHHbIN MYMaHUTAPHO-
TEXHOJIOTHYECKHIH YHUBEPCHTETY
« OC» cewssoln 2018T.

Tporokon Ne 47

Ilonoxenne
00 oTaene MOONMIU3ANMOHHOM MOATOTOBKH M BOMHCKOTO yUyeTa
roCyAapcTBEHHOrO 00pa30BATENLHOrO yUupeskaeHus Bhicuiero obpazoraHna Mockorckoit obnactu
«l"ocynapcTBeHHbII ryMaHUTaAPHO-TEXHOJOTMYECKHH YHUBEPCHTET

1. O0mue nonoxKenus

1.1. Ortgen MOOMIW3aLMOHHON MOArOTOBKHM M BOWHCKOTO yveTa (manee — OTmen) rocynapcTBEHHOTO
00pa3oBaTebHOrO yupeKaeHHs Bbicluero obpasoeanusi Mockosekoit obnactu «[ ocynapcTBeHHbIH
ryMaHWTapHO-TEXHONIOIMYECKHH YHUBEPCUTETY (Jlanee — YHWBEPCHUTET)  SBASETCS CAMOCTOSATENBbHBIM
CTPYKTYPHBIM MOApa3aeneHueM  YHHMBEPCHTETA M CO3JaH AN OpraHW3auuv MEpOTpHATHH 1o
MOOHIM3ALMOHHOM MOArOTOBKH U MOOWITH3AIMH, BeIeHHs BOMHCKOTO y4eTa, a Takke paboT, CBA3aHHBIX
C MCIOJIb30BAHHEM CBEIECHH, COCTABIAIOLIMX rOCYJaPCTBEHHYIO TaliHy.

1.2. Ornen pykoBoAcTBYeTCS B cBOeH nestensHocTH Koneturyuueil Poccuiickoit @enepaunu, 3akoHoM
P® No5485-1 or 21.07.1993r. «O rocynapcreenHoi TaiHe», @3 Ne6l ot 31.05.1996r. «O6 obopoHe»,
®3 N3l or 26.02.1997r. «O moOUNM3ALMOHHOH MOArOTOBKE W MOOWnm3zaumu B Poccuiickoi
Denepaunmy, @3 Ne53 ot 28.03.1998r. «O BoMHCKOH 0093aHHOCTH W BOSHHO#H ¢y kOe»

1.3. OTnen noquMHAETCS HENOCPECTBEHHO PEKTOPY YHUBEpCHTETA.

1.4. CTpyKTypy, HMCIEHHOCTL OTAENA YTBEPXKIaeT PeKTop Y HUBEpCHUTETA.

1.5. Otaen po3rnmaenserT Ha4dalbHUK, HA3HAYAEMbIM Ha JOMKHOCTh M OCBOOMKAAEMbIM OT JONKHOCTH
peKkTopoM YHHUBEPCUTETA U MO COJIACOBAHMIO C OpraHamMu Ge30MacHoOCTH.

1.6. Ycnoeus Tpyna pabotHukor OTaena onpesensitores TPy/A0BbIMH JOTOBOPAMHM, 3aK/TI0YAEMbIMH C

KOKIbLIM pabOTHUKOM, & TAKKe NPaBuiiaMi BHYTPEHHErO pacriopsiKa.
2. 3agaun

2.1. ObecneyeHune BLINONHEHHH TpeOoBaHHI peKHMMa CEKPETHOCTH M 3ALLMTLI FOCYIAPCTBEHHOH TAHHbI.
2.2. OpraHuzaums pa3padoTku U MeToauueckoe obecrnieueHue (hOpMUPOBAHUA MOOMITU3ALMOHHBIX
MJIAHOB, 4 TAK}KE BeAEHHEe JEe/IONPOM3BOACTBA APYTrHX MOOUIM3ALMOHHBIX J1OKYMEHTOR.

2.3. Onpenenenue ycnosuid paboTbl, MOArOTOBKA U MPOBEAEHUE MEPONPHATHI NO MEPEBOIY
Ynusepcurera K paboTe B nepuoa MOOWIM3aLMKU M B BOSHHOE BpEMSI.

2.4. Opranusauus W BeleHHE BOMHCKOTO y4eTa B Y HUBEPCHTETE.

2.5. Bzaumo/elicTBHe C BOGHHBIMH KOMHCCAPHATAMK M0 BOMPOCAM OPraHW3alliKi BeIeHHs BOMHCKOrO
yyera.

2.6. Opranmsaius MHPOPMHUPOBAHUS OPraHOB OE30MACHOCTH M BE/IEHUS yuera MHOCTPAHHbIX MPaXKIaH.
3. OyHKIHH

3.1. Paspaborka npemioskeHHiH MO OpraHu3aluMu U O0ECMEHEHHIO YCTOWYMBOrO YIpPABICHUS B NEPHOJ
MOOMIM3ALIMK U B BOGHHOE BpeMs B Y HUBEPCHTETE.

3.2.0pranuzaumns  pa3pabOTKM  MJaHOB  MEPOMpPUATHI N0  MOOWIM3ALMOHHON  TIOArOTOBKE,
MOOMJ/IM3ALIMOHHBIX MIAHOB W J1AHOB MepeBoa Ha paboTy B YCIOBHIX BOCHHOTO BPEMEHH.
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3.3. OpranHuzauus pa3pabOTKM HOPMATMBHBLIX MPABOBbIX AKTOB M METOAMHYECKMX [JOKYMEHTOB 10O
BOMpOcaM MOOWIM3ALMOHHON MOArOTOBKM M (DYHKIIMOHUPOBAHWA B MEPUOJ MOOMIIM3ALMK M B BOGHHOE
BpeMA.

3.4. Bsaumopeiicteue ¢ [IpaBurenscTtBoM MoOCKOBCKOH oOnacth, MuHMCTEpCTBOM 00pazoBaHUEM M
MYHWIMMATBHBIMW OPraHaMH 10 BOMPOcaM MOOWMIIH3aLMK.

3.5. Yuacrue v BrageHue Heoldxoaumon nadopmMaled o MpoOBOAMMBIX KPYMHBIX MEPOMPUATHAX HA
TePPUTOPHH YHUBEPCHUTETA, a4 TAKKE C YYACTHEM NpeacTaBHUTENEH Y HUBEPCHTETA BHE TEPPUTOPHK By3a.
3.6.I1poeepka npu nmpueme Ha padoTy W 00yueHHE IpakJaH COCTOAT JM OHHM HAa BOWHCKOM YYETE M0
MECTY JKMTEIILCTBA. _

3.7.Hanpaenenue paboTHHKOB W 00yHalOWMXCs, NOMJIEKALMX MOCTAHOBKE HA BOWHCKMH y4er, B
COOTBETCTBYIOUIMH BOSHHBIH KOMHUCCAPHAT, OCYLUECTRISIOLME BOMHCKHAN YHET [0 MECTY JKUTEIbCTRA.
3.8.06ecneveHre NOMHOTHI M KAYeCTBa BOMHCKOrO y4eTa paboTHUKOB M 00y4aromnxcs, npedbIBalomx B
3aI1ace W MOJIENALUMX. MPH3BIBY Ha BOSHHYIO C1yKOY.

3.9.Benenue nnunbix kaprouek Gopmor — T-2

3.10.Peructpaums u Beigaya crpaeok Gopmbl ([lpunoxenne Ne2 k [lepeunwo n.3) — rpaxknaHam,
TOUIEKALLMM MPU3bIBY HA BOEHHYIO cJlyk0y o0yuatolumMces no o4Hoi opme oOyueHus Y HuBepcHTeTa.
3.11. lIpoeeneHne cBepku, HE peke OJHOrO pasza B roj, JMUYHbIX KapTOuYeK rpakiaH npeOblBalOuMX B
3anace (pabOTHUKOB M 00yuaroIuXca) Y HUBEPCUTETA C YUETHBIMU IAHHBIMH BOGHHBIX KOMHCCAPHATOB.
3.12.HanpasnieHuve B 2-X HeAeSbHbIH CPOK B BOEHHBIE KOMMWCCAPWATBI CBEAEHWI O MPUHATBIX H
YBOJIEHHBIX WTATHBIX Pa0OTHUKOB, NpeObIBAOWIMX B 3anace, a Tarke o0 W3MEHEHWSX WX BOEHHO-
YUETHBIX JaHHBIX.

3.13.Hanparnenue no 3ampocaM BOEHHBIX KOMHCCApWATOR CREIEHWI YMCAEHHOCTH pabOTHMKOB M
o0yuvarouxcs Y HUBepcuTeTa.

3.14 BzaumopebicTeue ¢ VYrnpaejieHHEM KaZpoB MO BOMPOCAM, CBA3AHHBIM CO CBOEBPEMEHHBIM U
HaJJIeKalllMM yUeTOM BOEGHHOOOSI3aHHBIX M TpaskiaH, MNOAJESKAIUMX NPU3bIBY HA BOGHHYIO CIY:KOY
paboTHHKOB K oOyuarolMxcs YHHUBepCHUTeTA.

3.15. 3amuTa nepcoHanbHbIX JaHHBIX PA0OTHUKOB K o0yvatoMxcs YHUBEpCHUTETA.

4. Ilpaga

4.1. 3anpalumsarh ¥ 1101y4aTh OT CTPYKTYPHBIX MoapazaeneHuid 1 paboTHHUKOB Y HUBEpCHTETA
Heobxonumble OTaETyY TOKYMEHTBI, MATEPHANIbl U CBENEHHS.

4.2 TlppuHuMaTh y4acTHe B COBELIAHMAX M MHBIX MEPONIPHUATHAX, MPOBOAMMBIX B YHUBEPCHTETE 10
Bonpocam oOecrneveHHs pekumMa CeKpeTHOCTH, O€30MacHOCTH, a TaKKe B MEPONPUATHIX C y4acTHEM
Gonbluoro konuyecTa pabOTHHKOB, 00YUAIOLIHXCS W HE TOJLKO.

4.3. llpencransaTe Y HUBEPCUTET B APYTHX OPraHU3aLMSIX B IPEAENaX CBOEH KOMIIETEHLMH.

4.4 IlpuBnekate B yCTAHOBIEHHOM MOpPsAKE padOTHUKOB CTPYKTYPHBLIX NOApa3aeneHuil Y HHBepcuTeTa K
BLITNOJHEHHIO MEPONPHATHI N0 MOOWIW3ALIMOHHOM MOATOTOBKE, MOOMIIM3AIMH W BOMHCKOrO YUETa.
4.5.Coob1ate pekTopy 000 Beex BbISBAEHHLIX B [IPOLECCE AeATENLHOCTH HENOCTATKAX, HAPYLIEHHSIX 1
BHOCHTb MPEUIOKEHUS [10 COBEPLISHCTBOBAHUIO MOOMIU3aLIMH, BOMHCKOTO YUETA, a TAKKE 3allUTe
rocyJapCcTBEHHOMW TakHbI.

4.6.3HaKOMHTLCH C NPOEKTAMM PeLUeHUH PYKOBOACTBA Y HUBEPCHTETA B OOIACTH 3AILUTHI
roCynapcTBEHHOMN TaitHbl, MOOMIM3aLMOHHOH NOArOTOBKM M BOMHCKOTO y4eTa.

4.7.1lpuHuMaTe MepbI MpH 0OHAPYIKEHWKU HAPYLIEHWI 3aKOHHOCTH B Y HHBEPCHUTETE U IOKIIa/IbiBaTh 00

3THX HapYWeHHsX PEKTOPY YHMUBEPCHTETA A MPUBJIEHEHUS BUHOBHBIX K OTBETCTBEHHOCTH.
4.8. Mcnonb3oBaThk nepcoHanbHble JaHHble pabOTHUKOB M 00YYaIOIMXCA B COOTBETCTBUHM C
3akoHojaTenscTBoM Poccuiickoit Menepaimu.

S5.0TBeTCTBEHHOCTH

5.1. Bcio MmonHOTY OTBETCTBEHHOCTH 33 KAY€CTBO M CBOEBPEMEHHOCTb BbIMOMHEHHA BO3NOKEHHBIX
nacroawmm [lonoxennem Ha Ortaen  ¢yHKUME B npeaenax, onpeaeneHHbIX JIEHCTBYIOLLMM TPYAOBBIM
3aKOHOAATENBCTBOM, HEeceT HavanbHuK OTaena.

5.2, Kaxcapi# paboTHHK oTAEna MOOMIH3ALIMOHHON MOArOTOBKH M BOMHCKOTO y4eTa HeceT
NepPCoHabHYIO OTBETCTBEHHOCTD 32 BhINOJHEHHE 3a/1a4 W PYHKLHN, BOZTOXKEHHBIX JUYHO HA HETO

AOJKHOCTHOW MHCTPYKLIMEH, COXPaHHOCTh JIOKYMEHTOB, Hepa3rialleHHe KOH(PUAEHLHANBbHOM



AOIKHOCTHOH HHCTPYKLIMEH, COXPAHHOCT 1OKYMEHTOB, HepasrialieHHe KoH(pUASHUMATLHOI
MH(OpMAaLIMK, KOTOPOH pacronaraer, a TaKKe HEpasrialleHue NepPCOHAbHbIX JAHHBIX JAPYrHUX
pabOTHHUKOB M O0YYaIOLUMXCA, CTENEHb OTBETCTBEHHOCTH YCTAHAB/IMBAETCS JOJIKHOCTHBIMH
HHCTPYKUMAMH U (efiepaibHbIM 3aKOHOAATELCTEOM,

6. Peopranmsanus u tukeuaamust
6.1. Otaen MoBHIM3ALMOHHOI MOATOTOBKM M BOMHCKOIO YUeTa CO3[1aeTCs, PEOPraH13yeTcs H
MKBHAMPYETCS MO PELICHHIO YHEHOro COBETa MPUKA30M PEKTOPA Y HUBEPCHTETA, 10 COTMTACOBAHMIO C
opraHamu Oe30nacHOCTH.
6.2. Peopranusaums u iukeupaums Ortoena OCYLUECTRIIAETCS ¢ COOMOeHHEM HOpM (heaepaTbHOro
3aKOHOAATENBCTBA U 3aKOHOAATENLCTBA MOCKOBCKOH 061acTy.

7. 3akM0unTebHBIE MOJI0MKEH U

7.1. BHeceHue U3MeHEeHUH 1 JOMONHEHMH B HACTOALLEE MONOKEHHE YTBEPIKAAETCSA PEKTOPOM Ha

OCHOBAHHWH PELUEHHA, MPUHATOrO YUYEHBIM COBETOM, & TAKIKE 110 COrNACOBAHUIO C opraHamu
fesonacHocTH



