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1 OBIIME ITOJIOXKEHUA

1.1 Otnen texuudyeckux cpeAcTB oOyudenus (manee otaen TCO), ABISIETCS CTPYKTYPHBIM
NOJIpa3ieJIEHUEM KOJIJIEIKA.

1.2 Otnen co3maeTcs U TUKBUIUPYETCA MPUKA30M AUPEKTOPA KOJIIEIKa

1.3 Otaen BO3riaBisieT HEMOCPENCTBEHHO HadanbHUK othena TCO (manmee HavyambHHUK
oTJiena), KOTOPbIil Ha3HAYaeTCsl U OCBOOOXKAAETCS OT TOJDKHOCTU MPUKA30M JAUPEKTOpPa KOJIIeIKa
U HEMOCPEICTBEHHO MOYMHSCTCS 3aMECTHTENIO TUPEKTOpa MO y4eOHO-METOAMYECKOW paboTe
(YMP).

1.4 Pa6otauku otaena TCO Ha3HAYAIOTCS U OCBOOOMKIAOTCS OT 3aHUMAEMOU JOKHOCTH
MIPUKA30M JIUPEKTOPa KOJUIEKa MO MPEACTABICHUIO HaYaJIbHUKA OT/IENA.

1.5 B cBoeii nestenbHocT oTAen TCO pyKOBOJACTBYETCS:

- IEVCTBYIOIINM 3aKOHOJATEICTBOM PD;

- nocraHoBieHussmu [IpaBurenscra PO;

- BHYTPEHHUMHU HOPMATUBHBIMH JJOKyYMEHTaMHU KOJUIE/XA, MPUKA3aMU U PACTIOPSHKCHUSIMU
JUPEKTOPA KOJIJIEIKA;

- HacrosmuM [lonoxennem.

1.6 Ctpykrypa u cocras otena TCO yTBepkaaeTcs JUPEKTOPOM KOJUIEIXKA.

1.7 Ilonoxenue 06 otnene TCO yTBepkaaercss TUPEKTOPOM KOJUIEIXka, O0S3aHHOCTH
MEXIy COTPYAHUKAMH PACHPEEIAIOTCS HA OCHOBE JOKHOCTHBIX MHCTPYKLUHU, MOATOTOBIEHHBIX
HayanpHUKOM oTaena TCO, HauvalnbHUKOM OTHENa KagpoB M YTBEPKAEHHBIX JUPEKTOPOM
KOJUIEIKA.

2 OCHOBHBIE 3AJIAYU OTAEJIA TCO
OcHoBHBIMH 3amauamu otaena TCO aBisroTc:

- oOecrnieueHre BBICOKOM 3(PGHEKTUBHOCTH 00pa30BaTENbHOrO IMpoliecca MOCPEICTBOM
BHEApEHHs NH(POPMAIIMOHHBIX TEXHOJIOTHIA,

- 3koHOMUA cpeAcTB Kosemxka 3a CYET NMPUMEHEHHS BBICOKOTEXHOJIOTUYHBIX CHCTEM
yIpaBJICHUS;

- BBIABJICHHE U OINEpaTHBHOE YCTpaHeHHe r1epeboeB B paboTe 00OpymOBaHUs
MOJb30BaTENICH;

- pa3BuTue HH(pOpMaTU3aMKU 00PA30BATEIHLHOTO MPOIECCca: PaCIIUPEHUE UCTOIb30BaHUS
HNutepner-pecypcoB, MHTepHeT-mopTana KoOJUIEIKA, CPEICTB BBIYMUCIUTEIBHOM TEXHUKH,
OPITEXHUKH, HHTEPAKTHBHOTO OOOPYIOBaHUS,  3JEKTPOHHOrO (B TOM 4YHCIE KOHTPOJIBHO-
W3MEPHUTEIILHOT0) 000pYyI0BaHUS B 00pa30BaTEILHOM MPOIECCe KOUIEKA.

3 ®YHKIIUU OTAEJIA TCO

OcHoBHbIMU (yHKIMsAMEU onena TCO sBisitoTCs:

- HCCJIeIOBaHUE CUCTEM YIPaBIEHUS, MIOPSIIKA U METOJIOB MJIAHUPOBAHUS U PETYIUPOBAHUS
KOJUIEIKA C TENBIO ONPeIeTICHUS BO3MOKHOCTH UX (JOPMATH3AINH U 1[eI1ecO00pa3HOCTH MEpeBoIa
COOTBETCTBYIOIIMX MPOILIECCOB HA aBTOMATU3UPOBAHHBIN PEXKUM;
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- aHaJIM3 M U3y4yeHHe MmpodsieM oOCTyKUBAaHUS aBTOMAaTU3UPOBAHHBIX CUCTEM YIIPABIICHUS
KOJUIE/IXKA U €ro MoApa3/ielieHU;

- Y4aCTHC B COCTAaBJICHHUU TCXHHUYCCKUX 3aI[aHI/II>'I o CO3AaHHUI0 AaBTOMATU3HWPOBAHHBIX
CHUCTEM YIIPaBJICHUA KOJIJICAXKA,

- IIOATOTOBKA INNIAHOB TMPOCKTUPOBAHHUA W BHEAPCHHUA ABTOMATU3HPOBAHHBIX CHUCTEM
YHOpaBJICHUA KOJUICIKEM U KOHTPOJIb 3a UX BBIIIOJTHCHUCM;

- OIpCACIICHUC 3aJad, UX aJlrOpUTMHU3alM, YBA3KA OPraHU3AIIMOHHOIO0O W TCXHHUYCCKOTO
oOecredyeHus Bcex ABTOMATU3HUPOBAHHBIX CUCTEM YIIPABJICHUA KOJUICIKEM,

- KOHTPOJTb COCTOSTHUS M O€30TTaCHOCTH JIOKAJIBbHON CETH B CETEBOT0 000PYI0BaHUS;
- Ha3HAYCHUE TOJIb30BATEIISIM JIOKAIBHOU CETH MPaB JOCTYIIA;

- o0ecrieuenue OecrniepeOONHOTO (YHKIIMOHUPOBAHUS CHUCTEMBI W OOOpYIOBaHUS U
MPUHATHE ONIEPATUBHBIX Mep IO YCTPaHEHHIO BOZHUKAIOUINX B IpoLecce paboThl HapyIICHUH;

- YCTaHOBKa, HACTpPOMKA W YIIPaBICHUE IPOrPaMMHBIMU U aIlapaTHBIMM CUCTEMaMU
KOJIJIe KA,

- pa3paboTKa U MPOCKTUPOBAHUE TEXHOJOTUUECKHUX CXeM 00paboTKu MH(OPMAIUHU TIO BCEM
3aadyaM aBTOMaTHBHpOBaHHOﬁ CUCTCMbI YIPABJICHUA KOJIJICIKA U TCXHOJOTMYCCKHUX MPOLCCCOB
00paboTKu HGOPMAITUH TIPH IIOMOIIM CPEJICTB BHIYUCITUTEIILHON TEXHUKH;

- PYKOBOJCTBO pa3pabOTKONH WHCTPYKIHH, METOAWYECKHX M HOPMATHUBHBIX MAaTEpHAsOB,
CBsI3aHHBIX C I/IH(I)OpMaI_[I/IOHHBIM O6€CHC‘-I€HI/ICM ABTOMATHU3UPOBAHHBIX CHCTCM YIIPABJICHUA
y4eOHBIM TTPOIIECCOM;

- OpraHM3anus MOJICUCTEMbl HOPMATUBHO-CIPABOYHONM HH(OpPMALMU MO SKCILTyaTaluu
TEXHUYECKUX CPEJICTB OOYUCHHUS;

- obecneueHue MMPaBUJIIBHOCTHU MICPEHOCA UCXOJHBIX JAaHHBIX Ha MAIIIMHHBIC HOCUTCIIN,

- YCTAaHOBKa, OTJaJKa, OIIbITHasd IPOBCPKa W BBOJA B OKCIUIyaTalUKO KOMILJICKCA
TEXHUYCCKHUX CPCACTB O6y‘IGHI/I$I U aBTOMATU3UPOBAHHBIX CUCTEM YIIPABJIICHUA KOJICIPKEM

- KOHTPOJIb CBOCBPEMEHHOCTH TMOCTYIUICHHS MMEPBHYHBIX TOKYMEHTOB, PEAYCMOTPEHHBIX
CHCTEMOM, TNPaBWJIBHOCTH HX OQGOpMIICHUS, MEpeladyd B COOTBETCTBYIOIIME IOApa3eICHHS
nHpopmaruu, 06pabOoTaHHON TTPH TTOMOIITY CPEJICTB BRIYUCIUTEIIPHON TEXHUKH,

- aHaJIu3 U Y4YCT CIIy4acB OTKa3a CUCTEMBEIL,

- pa3pa0oTKa U TPOBEACHHE MEPONPUITUN MO TMOBBIIMICHUIO KayecTBa U HAJEKHOCTU
ABTOMATU3HPOBAHHBIX CHCTEM YIIPABIIECHUS KOJUICIKEM;

- MOACpHU3aHA IIPUMCHACMBIX TCXHUYCCKUX CPCACTB;

- OKa3aHue METOIUYCCKON ITOMOIIU noapasACICHUAM KOJIJICAKAa B MMOATOTOBKE MCXOAHBIX
JaHHBIX JJI1 TCXHUYCCKUX CPEACTB O6y‘IeHI/I$I 1 aBTOMATU3UPOBAHHBIX CUCTEM YIIPABJICHHA,

- TEXHUYECKas MOJAJEpKKa aMHUHHUCTPATUBHBIX MEPOIPHUITHH (TI€JaroruyecKux COBETOB,
KoH(epeHIHiA, COBEIaHui U T.J1.) U Y4eOHOT0 IpoIiecca 1Mo 3asBKaM MpernoiaBaresei;

- (¢oTochéMKa M BUAEO3ANKMCh COOBITHH KOJUIEKAa JJs pa3MelleHHs Ha web-caiftax u
CO37aHus BUICO- OTOAPXUBA;

- TEXHUYECKasl MOJIepKKa BHEYYEOHBIX MEPONPUITUN MO PACTIOPSHKEHUIO TUPEKTOPa;

- KOHTPOJIb CBOEBPEMEHHOr0 O(GOpPMIICHHSI B YCTAaHOBJICHHOM MOPSAKE W 3aKIIIOUEHUS

AOrOBOPOB CO CIICHUAJIM3UPOBAHHBIMU OpraHU3alUsIMH Ha MPOBCACHUC HCCICAOBATCIILCKUX,
IIPOCKTHBIX U APYTUX pa60T, CBA3aHHBIX C ACATCIBHOCTBIO OTACIIA,
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- COCTaBJICHHE 3asiBOK Ha HEOOXoAnMOe 000pyA0BaHUE, BEACHHUE yU€eTa €ro MOCTYIUICHUN 1
WCIIOIb30BAaHUSI CPEJICTB, BBIJCICHHBIX HAa 3TU LIETH;

- HW3yYEHHE OTEUYECTBEHHOTO0 U 3apyO0eXHOTO OIbITa aBTOMATH3AIMH YIPaBICHUS
KOJUIEIIKEM;

- BCACHUC YUCTa U COCTABJICHUEC OTUECTHOCTHU O BBIIIOJTHCHHBIX paGOTax.

4 B3JAUMOCBA3b OTAEJIA TCO

4.1 Otoen TCO ocyiiecTBIsi€T B3aUMOCBSA3b CO BCEMHU MOAPA3JICICHUSIMU KOJUIEIXKA T10
BOIIpOCaM:

- BBOJIa HOBOTO M Pa0OTHI MMEIOMIErocs 00OPYIOBaHMS, a TAKXKE CETH, MPOrPaMMHOTO U
anmapaTHOTO 00eCIeUeHUs;

- BBOJIa HOBOT'O COTPY/IHUKA B CHCTEMY M YCTAHOBKH €My HEOOXOIMMOTO 000pYAOBaHUS U
MMPOTPAMMHOT'0 00ECTICUCHHS;
- mpuéMa 3asBOK Ha Pa3pabOTKy aBTOMAaTU3UPOBAHHBIX CUCTEM YITPABIICHHS,

- COCTaBJICHMs OTYETOB O COOJIIOJCHMH TEXHOJOTMHM NPUMEHEHHUS aBTOMAaTH3MPOBAHHBIX
CUCTEM YIIPABIICHHUS,;

- mpuéma TMpeIoKEHUH I0 COBEPIICHCTBOBAHUIO TEXHHUUYECKUX CPEACTB OOy4YCHHS U
aBTOMATU3UPOBAHHBIX CUCTEM YIIPaBICHUS;

- BbIJJA4M KOHCYJIbTAllMi U 00y4eHusl 10 MPUMEHEHUI0 TEXHUYECKUX CPEACTB 00y4YeHUS U
ABTOMATHU3MPOBAHHBIX CHCTEM YTPABIICHHSI.

4.2 Otnen TCO ocyiiecTBIsSET B3aUMOCBSI3b C BHEIIHUMHU OpraHU3aLUsIMU 110 BOIIPOCAM:
- HOBBIX IIPOAYKTOB U TEXHOJIOTHUIA;

- IpHOOPETEeHUsT HEOOXOTUMOT0 00OPYIOBAHUS M TPOIPAMMHOT0 00€CIICUEeHUSI.
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5 CTPYKTYPA OTAEJIA TCO

HavaneHuk otnena
TCO
TexHuk-
IIPOrPaMMUCT
IIporpammuct
(2 mT. ex.)
PA3PABOTAHO:
Hauansuuk otnena TCO C.IO. T'onTapes
COI'TACOBAHO:
3amecturenb qupekropa no YMP T. JI. CxopoxonoBa
WNHxeHep 1o cTaHIapTU3aLuN T. A. Ky3nenosa

HavanbHuk oTaena kaapos O. A. TBepckas
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JIncer o3HaKOMJIEHHU A
NeNe JlokHOCTH DaMunsi, THUIHAIbI Jlara IMoanucey

n/n




