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I. OO0nue moJIoKeHust

1. Tlomoxenne o0 ormene mo padoTe ¢ OOYHYAIOMIMMUCS U BBIITYCKHUKAMU
yIpaBJIeHUs IIPaBOBOr'0, NOKYMEHTAllMOHHOIO U KaJpoBOTo obecredeHus (manee -
TosoxeHne) peryMpyeT BOIPOCHl OpraHU3aluy ACSTEIBHOCTH OTAENa 110 padoTe ¢
00y4aroUMMHUCS ¥ BBIITyCKHUKAaMH yIPaBIE€HUs [PABOBOTO, JOKYMEHTALHOHHOTO U
KaZpoBoro obecrneuenus (nanee - Oraen).

2. Orgen sdABmgeTcs  CTPYKTYPHBIM  IOIApa3lelieHHeM  (eaepaabHOro
rOCYJJapCTBEHHOIO  aBTOHOMHOTO  O0OpPa30BaTENBHOTO  YUPEKIEHMS  BBICIIETO
obpazoBanus  «l OCyHZapCTBEHHBIH yHHBEPCHTET IIPOCBELIEHMS»  (Hmamee —
VYHHUBEpPCUTET) U BXOIUT B COCTaB YIPAaBIEHHs IIPAaBOBOIO, JOKYMEHTAI[MOHHOIO M
KaJIpOBOT0 O0eCIIeUeHu.

3. Ilempro co3maHus u JestensHocTH OTAena sBISETCS OpraHHU3aIlus,
odopmiieHHe U XpaHEeHUe JOKyMEHTALUH, BEACHUE ydeTa M0 COCTaBy O00YYarOIInXCs
YHuBepcurera.

4. B cBoeli nesrensHocTy Otnen pykoBoactByercs: Koncrurynumeit Poccuiickoit
Qenepanuy, 3akoHONATeNnbcTBOM — Poccuiickoit  @enepaidu, IMOA3aKOHHBIMHU
HOPMAaTUBHBIMHM aKTaMHU IO BOIPOCAM PEaTU3yeMOro HalpaBieHUs AESTEIbHOCTH,
VYcraBom YHuBepcuteTra, HacTOSIIMM [lonoxkeHWeM ¢ HWHBIMU  JIOKAJIbHBIMHU
HOPMaTUBHBIMH aKTaMH Y HUBEPCUTETA.

5. PykoBoactBo OtaenoM OCYIIECTBISET HaYaIbHUK, Ha3HadyaeMbld Ha
MOJKHOCTh  NMPUKA30M  YHHUBEPCHTETA B COOTBETCTBHM C  OEHCTBYIOLIUM
3aKOHONATEIBCTBOM  Poccuiickoit  @Denepanui. Otnen  HaxonIuTcs B
HETMOCPE/ICTBEHHOM  TIOMYMHEHWM  HadYaJbHUKA  YIpaBJI€HUs  IIPaBOBOTO,
JIOKyMEHTAI[HOHHOTO U KaIpOBOTO 00eCIIeYeHH.

6. Keanudukaimonsaeie TpeOOBaHUSA, PYHKIMOHAIBHBIE 0053aHHOCTH, IIPaBa,
OTBETCTBEHHOCTh HauvanpHuKa OThena W Apyrux pabOTHUKOB perJaMeHTHPYETCs
COOTBETCTBYIOIIMMH  JOJDKHOCTHBIMH — HHCTPYKIMSAMHU,  YTBEPKIECHHBIMH B
YCTaHOBJIEHHOM IOPSIJIKE.

7. Coszmanue, peopraHuzauus u JukBupaiusa OTnena MPOU3BOAUTCS Ha
OCHOBAHMM NpUKaza YHUBEPCUTETA B YCTAHOBIEHHOM IIOPSAKE.

II. CrpykTypa
8. CTpykTypa ¥ mTatHoe pacnucanue OtTnena YTBEPXKIAETCA PEKTOPOM IIO
IIPEACTABICHUIO HaYallbHUKA YIPABIEHUs IPAaBOBOrO, HNOKYMEHTAllHOHHOTO U
KaJpoBOro 00ecIieueHus], COrIaCOBaHHOMY C IMPOPEKTOPOM II0 IpaBOBOH pabore,
KaJIpPOBOH IMOJIUTHKE U UMYIIIECTBEHHBIM OTHOILLIEHUSM, B YCTAHOBIEHHOM IIOPSIZIKE.

III. OcHoBHBIE 3a1a4H, PyHKIHH

9. OcHOBHBIMH 3aayamMu OTesna IBIISIFOTCS

9.1. Opranusanus 1 BeleHUE y4ueTa 110 COCTaBy 00y4aroIlMXCs, OCBaUBAIOLIMX
o6pa3oBareNibHBIE POrPaMMbI BBICIIEro 00pa3oBaHUA - IPOrpaMMBbl OaKajlaBpUara,
TIPOrPaMMBI CIIEIMATINTETA, IIPOrPAMMBI MAaTUCTPATy P (aee - 00ydarolmuecs).

9.2. OdbopmiieHHE U XpaHEHUE JOKyMEHTAIUN MO0 00y4aroMCsl.

9.3. IloagroroBka JOKYMEHTOB IO YYe€Ty M [OBIOKEHHIO KOHTHHICHTa
00yYJarommxcsl.



10. [lnst peanu3saiyy nocTaBaeHHbIX 3a1a4 Ha OTIeN BO3IaraoTcs clIeayoLue
GyHKUHUH:

10.1. Yyactve B MOATrOTOBKE, KOMIUIEKTOBAHMH U BENSHUH JHUYHBIX I
00yJaromuxcs.

10.2. OcymecTBeHHe yueTa YUCIEHHOTO COCTaBa 00y YarOIIIXCH.

10.3. Yuactne B odopmiIeHHH NOKYMEHTOB 00 00pa3soBaHUM (IMIIIOMBI,
CIpaBKK 00 00YYEHHH ¥ T.II.) ¥ UX AyOJIUKATOB.

10.4.  TlomroroBka mPOEKTOB IIPHUKA30B IO COCTaBYy OOYYAIOIIMXCS
YHHMBEPCHUTETA, U PACCHIIKA YKa3aHHEIX IIPUKA30B M0 CTPYKTYPHBIM ITOPa3AeIeHHIIM
VYHuBepcurera.

10.5. Brigaya HeoOXOIUMBIX ITOKYMEHTOB BBINYCKHMKAM YHMBEPCHUTETA U
OTUHUCJIEHHBIM 00YYarOIIIMCH.

10.6. IloaroroBka IOKYMEHTOB IO HCTEYEHHH YCTAHOBIEHHBIX CPOKOB
TEKYyIIEro XpaHeHus K nepeadye B apXuB.

10.7. OcyuecTBieHrne IpreMa IIOCETHTENEH II0 BOIPOCAM, BXOAAIIMM B
KomIieTeHuo OTaena.

10.8. ITonroToBKa OTYETHOCTH IO BOIIPOCAM, CBSI3aHHBIM ¢ O0YUYAIOIIMMHUCS U
BBIITYCKHUKaMH Y HUBEPCUTETA.

IV. IlIpaBa

11. OTnen ans pelieHus MOCTABICHHBIX 3a/1ad UMEET IIPaBo:

11.1. 3ampamuBare ¥ TOJIy4aTb OT CTPYKTYPHBIX IIOApa3/eiIeHui
YHuBepcuteta MHGOPMALMIO M JOKYMEHTHI, HEOOXOIUMEBIE ISl OCYIIECTBIEHUS
CBOEH [EeATENbHOCTH, a TAaKXe IPUBIEKATh CIEHHAINCTOB JIPYTHX CTPYKTYpPHBIX
ropasieNeHuH (o COrIacoBaHUIO C HETTOCPEICTBEHHBIM PYKOBOJIUTEIIEM ).

11.2. Bo3Bpamars UCTOJHHUTENSIM TOKyMEHTHI U TpeOoBaTh WX JOPAOOTKU B
COOTBETCTBUM C YCTaHOBJIEHHBIMU MPAaBUJIAMHU JEJIONPOU3BOICTBA.

11.3. TlomyuaTe mnDocTynarollie B YHHUBEPCUTET JOKYMEHTBI MW WHBIE
VH(OpPMALlMOHHBIE MaTepUalibl 10 CBOEMY HaIlPaBIEHUIO JEATEIbHOCTH, UL
O3HAKOMJICHUS U UCIOJB30BaHus B paboTe.

11.4. BHOCHTS IpeASIOKEHUS TI0 COBEPIIIEHCTBOBAHUIO (POPM M METOI0B PabOTEI
Otnena.

11.5. YyacTBOBaTh B COBEIIAHUAX IIPU PACCMOTPEHUM KaIPOBBIX BOIIPOCOB.

11.6. BHOCUTH mpemsioKeHUs 10 OpraHU3alii U MaTepUaAIbHO-TEXHUYECKOMY
00€eCIIeYeHUIO CBOEH MNESITEIPHOCTH, a TaK)Ke OKa3aHUs COJNEeUCTBUS B HCIOIHEHUHU
CBOUX JIOJDKHOCTHBIX 00SI3aHHOCTE.

12. OTnen uMeeT WHBIE TpaBa, HEOOXOAUMBIE IJI pealn3allii BO3JI0KEHHBIX Ha
Otnen 3amay B COOTBETCTBMM C 3aKOHOAaTenbcTBOM Poccuiickoir Penepauuu U
JOKaJIbHBIMA HOPMaTUBHBIMU aKTaMU Y HUBEPCUTETA.

V. OTBeTCTBEHHOCTH

13. Bcro IIOJJHOTY OTBCTCTBCHHOCTH 3a Kad4e€CTBO U CBOEBPEMEHHOCTH
BBITIOJIHCHHMA BO3JIOKCHHBIX HACTOAIITHUM ITonoxenuem Ha OTHCJ’[ 3agad u d)YHKI_[I/II\/’I
HECET HAYaJIbHUK OTﬂeHa.

14. CteneHb OTBETCTBEHHOCTU APpyTux pa6OTHI/IKOB OTlIeJIa YCTaHaBJINBACTCA
UX NOJDKHOCTHBIMU MHCTPYKIUSMU.



15. PabGotHuku Ortmena HecyT IIE€PCOHAIBHYIO OTBETCTBEHHOCTH 34
NPaBUIBHOCTE OQOPMIIIEMBIX M BH3UPYEMbBIX HMH JIOKYMEHTOB, MX COOTBETCTBHUE
3aKOHOaTeNbCTBY Poccuiickoit @enepanun

VI. BzaumojeiicTBHe ¢ HHBIMH CTPYKTYPHBIMH NOAPAa3aeJieHUIMH
16. B npouecce gestensHocT OTIET OCYLIECTBISET B3aUMOIEHCTBIE CO BCEMHU

CTPYKTYPHBIMM ITOApa3feeHUssMA YHUBEPCUTETa IO BOIPOCAM, KaCAIOIIUMCS
nesarenapHocT OTnena



