( N
OOKYMEHT ﬂOﬂHMCAH
OJIEKTPOHHOU
nognmcburo
COI'TACOBAHO VI;BEP%IO
Coser TATIOY MO «MUK» SJUED 2,
/ g;g;g(?;égléACGEDE644649C5E3C63BBA39A mﬂ
6399
Bnapeneu: Watuno Mpuropuit CtenaHosny
[HencTeuteneH: ¢ 18.03.2021 ao 18.06;2@
~__|
. J
ot «10» mapta2017 roma
HHOJIO’KEHUE '

«Ob OTJAEJIE HHOOPMATHU3ZAIIUU OBPA3OBATEJILHOILO IMPOITECCA»
TF'OCYJAPCTBEHHOI'O ABTOHOMHOI'O ITIPO®ECCHOHAJILHOLO
OBPA30OBATEJIbHOI'O YUPEXIEHUS MYPMAHCKOI OBJIACTI
«MYPMAHCKUI UHTY CTPUAJIbHBII KOJUIEK»

1. O6mue mosoxennst

1.1 Otznen mrdopmaTnzanmm 06pa3oBaTENLHOrO npornecca (ranee 0o Texcry - Oten)
ABJHACTCA CTPYKTYPHBIM IIOJpa3/eJIEHHEM IOCY IapCTBEHHOTO aBTOHOMHOTO IPO(ECCHOHALHOTO
00pa30BaTEILHOrO  yUPEXKICHHS Mypwmanckoii  obnactu  «Mypmarckuit HMHIyCTPHAIbLHBINA
KomIe/mk» (nanee - Komnemx).

1.2 Hacrosimmee Ilonosxenue Perympyer nearenbHocTh OtTaerna, ompenenser ero
3amayd, QYHKIMH, 0paBa H OOA3aHHOCTH pabOTHHKOB, MOPSIIOK OpraHHU3AIAHN paboTer,
peopranusanyy u mukBuganun OThena.

1.3 B cBoeit nesarensroct OTen PYKOBOZCTBYETCS 3aKOHOIaTEILCTBOM PoCCHICKOI
Denepalin, ycTaBoM Konnemxa, a taxxe Hactosmum IToosKeHmeM.

1.4 Koopmumammio nesrensroctd  Otiena OCYINECTBIIAET HAYaILHHUK OTIela
HH(DOpMaTH3aUK 06Pa30BATENLHOrO TpoIecca (fanee - Ha9albHUK OTAENa).

1.5 CrpykTypy, 9HCIEHHOCTH M IITATHOE pacluCaHue, U3MEHEHHS B CTPYKTYPY U
luTaTHOe pacnucanue OTaena yreepxaaer mupextop Kommemxa.

1.6 Tpymossle o6s3anHOCTH pabotaukoB OTnena, ycIoBus ux TpyJZia OIPEaeIIIOTCS
TPYROBBIMU NOTOBOPAMH, 3aKIFOYAEMBIME C K&KIBIM PaGOTHHKOM, IIPaBUJIaMH BHYTPEHHETO
pacnopsnxa Koilemka ¥ WHBIME JIOKATBHBIMH aKTAMHI Komnenxa, a Taxxe KOIDKHOCTHBIMZ
HHCTPYKUMAME  paboTHEKOB Ortmena. J[OJDKHOCTHEBIE HHCTpyKuuH paboTaukos Otaena
yIBEpAIatoTes nupexropoM Koiremka mo npezcrasienuio pykoBoguTes Otnena.

1.7 K nmokymentam Otmena mMmeror IIpaBoO IOCTylla, IOMHMO €ro pabOTHHKOB,
AHPEKTOD, JHIA, YIOJHOMOYCHHBIE UMK IS IPOBEPKH JESTENHHOCTH Ortgerna, a Taxke wHEIE
JIHIa B COOTBETCTBUM € 3aKOHOIATENBCTBOM POCCHICKOM Deneparumn.

1.8 Hacrosmee Ilonoxenne, BHOCHMBIE B Hero JONOTHEHHUSI U H3MEHEHHUS
YTBEPXKIAKOTCA MPUKa30M aupektopa Komnemxa.

2. OcHoBHbIE 3a12a49H
2.1 OCHOBHBIMH 3a1a9aMu Otnena sBasroTCS:

2.1.1 Koopmunanmst pabor u oxazamue METOJIMIECKOM IOMOIIM CTPYKTYPHBIM
HONpa3NeIeHUsIM W COTpyAHMKaM KoJulemxa 10 BBIIONHEHHIO GyBKIWH, CBA3aHHBIX ¢




OCHOBHBIMH HAIIPaBJIECHUSIMH BHEIPEHMS U HCIOJIB30BAHUS COBPEMEHHBIX WH(G)OPMAIMOHHEBIX
TEXHOJIOTHH B paznuyHble cdepsrl nestenbrocTH Komnemka.

2.1.2 TIlpoeepka pabOTOCIOCOOHOCTH, ajamTaiys, TeKyllas HacTpohka B XOJe
SKCIUTyaTalliy IMPOTPaMMHOIO M HH()OPMAIMOHHOTO OOECIICUeHUs IPHUHSITHIX K BHEAPEHHIO B
Komemxe, a Takke pa3paboTKa MPOrpaMMHBIX KOMILIEKCOB U 3a/1ad.

2.1.3 PyKkoBOACTBO M HAy4YHO-METOIWYECKOe obecrmedeHrne paboT II0 CO3IAHMIO,
BHEIIPEHUIO H OS(QYEKTHBHOMY HCIIONB30BAHMIO HH(POPMAIMOHHEIX CHCTEM, B TOM YHCIIE
HCTIOJIB3YIOUIMX TEXHOIOTUH KOMITBIOTEPHBIX CETEH.

2.1.4  TexHWYECKOE U IIPOrpaMMHOE OOecIedeHre YUeOHOTO i pabodero IpoIecca;

2.1.5  rexmmYeCKoe OOCIy)KMBAHUE CPEIICTB BEUUCIUTENLHOMN TexHuKkn Komremka;

2.1.6 OpraHH3alys MOPHOOPETEHHS COBPEMEHHBIX alllapaTHBIX W POTPAMMHBIX
CPEICTB BBIYUCIUTEIHHON TEXHUKH,

2.1.7 cosmaHMe W aIMHHHCTPUPOBaHHME HH(GOPMANMOHHON BHIYHCIUTENHHONR CETH
Konnemxka.

3. OyHkuuH

3.1. B COOTBETCTBHH C BO3JIOXKEHHBIMH 3amadamMd OTHEN BBIIONHSET CIIeIyIOIIHe
GyHKIHH:

3.1.1  ydacTByer B (OpMHpOBaHWH, NIAHHPOBAHHU X IIPOBEICHUU TEXHUYECKOMN
IOJIMTHKA TIPH BBIOOpE Napka MEPCOHANBHBIX KOMIIBIOTEDOB, UX NepuepHy, BUIEO, ayqIuo u
KOIMPOBATIBHOH TEXHUKH (fajee TEXHUKH) H IPOIPAMMHOTO 06eCTIede H s LIS Hy KT Komnnemxka;

3.1.2 obecrednBaeT paGoTOCIOCOGHOCTE Mapka TexHuKE Komnemka;

3.1.3 opramm3yeT poBeEHHE PEMOHTA H MONEPHH3AIAN TEXHUKH;

3.1.4 ocymmecTBIieT IIaHUPOBAaHUE M YUYeT HCIIOJB30BAHUS PacXOIHBIX MaTEpPHUATIOB U
KOMIITIEKTYIOIINX, —~ HEOOXONMMBIX UL  IOANEPXKAHHS  pPaBOTOCIOCOGHOCTH CPEICTB
BBIYUCIIUTENBHON TexHuku Kosuremxka;

3.1.5 OCYyIIeCTBISET TEXHHYECKYIO IPHUEMKY, HMOATOTOBKY H YCTaHOBKY TEXHHMKH Ha
MeCTa TONB30BATeNeH, B ayAUTODHM H KJIAacChl (BKIIOYAs YCTaHOBKY IIPOTrPAaMMHOT'0
obecrieyenus);

3.1.6 ocymecTBider  aHTHBHDYCHEIH  KOHTDOIb OPOrpaMMHOIO  ODecIeyeHus,
YCTAQHOBJICHHOTO Ha KOMIIBIOTEPAX CTPYKTYPHBIX II0IPa3AeICHHTIA;

3.1.7 obecmedyuBaeT HOCTYII pabOTHUKOB U CTYACHTOB K IIPaBOBBIM HH(POPMAIHOHHEIM
cucTeMaM, 0asam JaHHBIX, JOCTYIHBIM 3 Intranet cern Kommemxa i s IIOJIy9EHUS TOCTyIIa K
HHGOPMAIMOHHEIM pecypcam Internet;

3.1.8  aBTOMaTM3HpyeT ympaBlecHHE YdYeOHBIM IIPOIIECCOM, TIOCPEICTBOM 3aKasa
[IpOTrpamMM CTOPOHHHM OPTaHM3allusAM, MPHOOPETEHHS TOTOBBIX LPOrPaMM C HOCIEAYIOMIEH X
HaCTPOUKOH M COIIPOBOXKIEHUEM;

3.1.9 oxaspBaeT moMomp  paBOTHHKAM CTPYKTYPHBIX  MOJApa3JelleHuHd  IpH
BOSHUKHOBCHHMH ~BHCINTATHBIX CHTYallMd I@pH OKCIUIyaTallHH 0a30BOr0 IIPOrPAMMHOIO
00ecredeHus, yCTAaHOBIEHHOTO Ha UX KOMITBIOTEpAX;

3.1.10 obecmeurBaeT COIPOBOKICHHE U HNOAJEPKaHUE MPHKIATHOTO MIPOTrPaMMHOIO
obecrieueHns U yueOHOMN, HAYIHOI, aIMUHHCTPATUBHO- XO3SIHCTBEHHOM NEATENHEHOCTH;



3.1.11 oGecneumpaer Gecnepe6oiiHoe (BYHKITHOHIPOBAHHUE UH(OPMAITIOHHEIX CETEH,
CETEH CBA3HU, TENEKOMMYHHMKAIMOHHEIX pecypcoB Kommemka, a Takke MOCTOSHHOE HOBBIIIEHHE

HX HAaJIeXKHOCTH;

3.1.12 obecmeymBaeT KpyriocyTOYHYO OecnepeboiHyYI0 paloTy CHCTEMHBIX CETEBBIX
CCPBHCOB II0YTOBOTO CEPBEPA, CO3/[aHAE PE3CPBHOM KOIIHMU COEPKAMOTO CEpBeEpa;

3.1.13 oprammsyer B3auMOnEHCTBHE C OII€paTOpaMH B OPraHU3ALHUSIMHE - IIOCTABITUKAMHA
YCIIyT CBSA3H 10 BONIpPOCaM (YHKIHOHUPOBAHMS M PA3BHUTHS HH(BOPMALHOHHEIX CETEH, CBSI3U U
TeneKoMMyHuKanuit Koiemxka.

3.1.14 oOecmeumBaer ycTaHOBKY M yd4eTr oOImero u CIIEIIHAIBHOIO IIPOTPaMMHOIO
00€CIIeYeHN S, YCTAHOBICHHOTO B KOMITBIOTEPHBIX KJIaccax;

3.1.15  ocymecTBiser HacTpOHKy OpOrpaMMHOM  KOH(HIyparuu pabodymx MecT
KOMIIBIOTEPHBIX KIIACCOB B COOTBETCTBUH C MOJaHHBIMY 3aBKAMHE M YICOHBIMU IPOrpaMMaMHu;

3.1.16 ocymecTBISIET aHTHBHpPYCHBIA KOHTPOJb  MPOrpaMMHOIO  obecredeHus,

YCTaHOBJIEHHOTO B KOMIIBIOTEPHEIX KJIACCAX;
3.1.17  ocymecTBISIET KOHTPONb COCTOSHHS ¥ BOCCTAHOBJICHIE IIPOrPaMMHOTI0
00eCIeYeHH KOMIIBIOTEPHEIX KIIACCOB;
3.1.18 obecmeumBaer gocTym  k HHQOPMAIlMOHHBEIM ~ pecypcaMm  Internet  ms3
KOMITBIOTEPHBIX KJIACCOB.

3. IlpaBa u 00SI3aHHOCTH PaGOTHHKOB oTIoeaa

4.1 Pabornmxu OTzena UMEIOT Ipaso:

4.1.1 3ampamuBare B ApyTHX CTPYKTYPHBIX Hozpasnenenusx Komnemka 10KyMeHTH U
HH(OPMAITHIO, HEOOXOMUMBIE I BBIIOTHEHHS Otnenom comx GyHKumiA, B mpemenax cBOmX
JOJDKHOCTHBIX 00sI3aHHOCTEN;

4.1.2 BHOCHT pykoBommTemo OTxena IPEUVIOKEHHAS O  COBEPIIEHCTBOBAHUHU
nesrensHocTH OTHena;

4.1.3 mosp30BaTHCS KOMIIBIOTEPHOH, MHOKHTETBHOM B HHOW OPITEXHHUKOM, CpencTBaMH
CBA3H, a TAKIKE HHBIMU MaTE€pUAIBHBIME PECYPCAME, HMEIOIIAMUCS B Komnemxe, Heo6xoqumemvu
Ans obecrneyenns nesrensHocT OTena;

4.14  naBath yKasaHHS COTpyIHHKAM CTPYKTYPHBIX IIOApasielleHdd IO BOIpocam
HCIIONIE30BAHUS HH(OPMAIIMOHHEIX IIPOIIECCOB B PA3THIHBIX chepax nesrensrocTu Komremka;

4.1.5 y4acTBOBATh B IOATOTOBKE PaCIOpsKEHHH U TPUKA30B PyKoBoAcTBa Kotemka B
pamMkax KommereHTHOCTH OTHena;

4.1.6  Tpe6oBaTh OT PyKOBOIMTENEH IOZpa3sNEeNeHUH, CBA3aHHBIX C SKCIUIyaTalueit
CHCTEMBI aBTOMATH3allMM YIPABJIECHHUS, COOIONECHHS HMHCTPYKIHH II0 3alTOJIHEHHIO BXOIHBIX
HOKYMEHTOB 1 00eCIIeYeHHE CBOEBPEMEHHOM TIEpeIaul uX B Otnen;

4.1.7 y4acTBOBaTH B pazpaGOTKeE OpPraHU3allMOHHON U INTATHO-IODKHOCTHOM CIPYKTYPBI
Otnena

4.1.8 mpoBoOMTE ¥ ydyacTBOBaTh B COBCINAHMAX, 3aCElaHUAX Ha KOTOPHIX
pacCMaTpHUBAIOTCA BONPOCH HH(popMarTuzamun Komremxka.

4.2 Pabotruku OTaena 06s3aHEbL:

421 COXpaHATE KOHOUICHLHMAIHHOCTE CBEIICHHM, COIepXXammxcsi B JOKYMEHTax
Otnena;

422 COBCPIICHCTBOBATh M Pa3sBUBaTh NEATENHHOCTH Kommemxa, obecrieunBaeMyro
Otnenom;



423 Ka4EeCTBCHHO U B IIOJIHOM 00BEME BBIIIOJIHATE BO3JIOXKEHHBIE HA HUX AOJIKHOCTHEIE

00s3aHHOCTH;
4.2.4  BHIIONHATH INIPHKA3bL PaclOpKCHUS W MOpPYdYeHHs aupekTopa Komiemxa,

pykoBomTens OTHena B yCTAHOBIEHHBIE CPOKH;
425 obecrmeunBars COXPaHHOCTE JIOKYMEHTOB, KOMIIBIOTEPHOH 0a3bl JaHHBIX u

MaTC€pHalbHBIX IIGHHOCTGI\;I, 3aKpPEIUICHHBIX 3a OT,Z[GJIOM.

3. B3aumoneiicTeue ¢ Apyrumu CTPYKTYPHBIMH NOIPA3Ae e HUSIMHI

5.1 B3aumogeticteue Otnena ¢ APYTHMH CTPYKTYPHBIMH MOApasieneHusMu Kormremka
OTPENENACTCS 3a1a9aMu ¥ (DYHKIHSAMH, BO3JIOKEHHLIMH Ha HEro HactosmuM IlosoxeHnem.
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