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1. OBHIME NOJIOKEHUA

1.1. AIMHMHUCTpaTHUBHAas  KAaHLEISAPUSA  SABISETCA  CTPYKTYPHBIM
nojipa3/iefIeHueM OT/ieNia JOKYMEHTalnOHHOTO oOecnieuenus ynpasienus (JJOY).

1.2. AgMuHHCTpaTHBHAsA KaHUEISAPUS MOJYUHSETCS HAYAJIBHUKY OTIEJa
JOY.

1.3.  AIMUHHUCTPATMBHYIO KaHUEJSAPUIO BO3IJIABIAECT 3aBEAYIOIINH,
Ha3HA4YaeMbIi Ha  JIOJDKHOCTh  IPUKA30M  pPEKTOpa  YHHMBEPCUTETa, IO
MIpEACTABIECHNIO HayanbHUKa otaena JJOVY.

1.4. ATMUHHUCTpAaTUBHASA KAHLEJISAPUS OCYLIECTBIISIET CBOIO JEATEIIBHOCTD B
COOTBETCTBHUM C  HACTOSIIMM  TIOJIOKEHHEM, YCTaBOM  YHHUBEPCHUTETA,
HOPMaTUBHBIMH JNOKYMEHTaMH, periIaMeHTUPYIOIUMHU NEATEbHOCTD

YHUBEPCUTETA U ACHUCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickoit denepanum.

2. OCHOBHBIE 3AJ1AYHN

2.1. Opranuzanus ANONPOU3BOJICTBA B YHUBEPCUTETE.

2.2. Ob6ecneyeHue €AMHOTO MOpPsJKa JTOKYMEHTAIMOHHOTO oOecredeHus
YHUBEPCHUTETA.

2.3. KOHTpOJIb 3a UCIIOJTHEHUEM JOKYMEHTOB M OATOTOBKOM JOKYMEHTOB
K Iepejiaue B apXuB.

2.4. ObecnieueHre CBOEBPEMEHHOM 00pabOTKM TOCTyMaKIed u
OTIIPaBJIsIEMON KOPPECIIOHICHIINH, €€ IOCTaBKa [0 Ha3HAYEHUIO.

2.5. PabGora mo peructpanuu, ydery, XpaHCHHMIO U Tiepelraye B
COOTBETCTBYIOILIME CTPYKTYpHbIE TOJpa3lENeHUNd  JOKYMEHTOB  TEKYILETro

JEIOMPOU3BOJICTBA, B TOM YUCJE IPUKA30B U PACIOPSHKEHUN PYKOBOJCTBA.

3. ®YHKIUHA
3.1. Opranuzanus v BeICHUE JEIONPOU3BOJICTBA B YHUBEPCUTETE.
3.2. ObecnieueHre CBOEBPEMEHHOM 00pabOTKM TOCTyMaKIed u

OTHpaBHHCMOﬁ KOPPCCIIOHACHIINY, €C NJOCTABKA I10 HA3HAYCHHIO.



3.3. KoHTponb 3a CpoKamMu HMCIHOJHEHHS JIOKYMEHTOB, UX IPABUIBHBIM
o opMIICHHEM.

3.4. Peructpamus, yder, XpaHCHHE M TMepeladya B COOTBETCTBYIOIIUE
CTPYKTYpPHBIE MOJIpa3ICICHUs] JTOKYMEHTOB TEKYIIEro IeJOMpOU3BOACTBA, B T.4.
MIPUKA30B U PACIIOPSKEHUH.

3.5. ®opmupoBaHUE €N U UX cAa4ya Ha XpaHCHHUE.

3.6. Meroauyeckoe PYKOBOJCTBO JEIOMPOU3BOIACTBOM B CTPYKTYPHBIX
MOAPA3JEICHUAX YHUBEPCUTETA, KOHTPOJb HAJ MPABWILHBIM (POPMHUPOBAHUEM,
XpaHCHUEM U CBOCBPEMEHHOM cllaueid Je B apXUB.

3.7. CocraBlieHHE OTYETOB, CIIPABOK, CBOJIOK MO pe3yjbTaTaM KOHTPOJIS
HaJl UCTIOJTHEHUEM.

3.8. BrlnonHeHne KOMMPOBAIbHBIX U MHOXKUTEIBHBIX pa0doT.

3.9. PazpaboTka U BHeIpEeHUE MNPEIJIOKEHUNA MO COBEPIICHCTBOBAHUIO
CHUCTEMBI JICJIONPOU3BOJICTBA B YHUBEPCUTETE.

3.10. Oprasuzanysi COLMAIBHOTO CONPOBOXKICHHS WHBAIUIOB IPU HX
WHKJIFO3UBHOM OOYYEHHH, BKJIIOYAs COJCHCTBHE B PEIICHHH OBITOBBIX MPOOIEM,
COMYTCTBYIOIIMX  OOpa3oBaTeJIbHOMY  TIpOLIECCY W HalpaBJICHHBIX  Ha
COLIMAJIbHYIO MOJIJIEPKKY. Coznanue B CBOEM KOJUICKTHBE
po¢eCCUOHATILHON U COIUOKYJIBTYPHOU TOJIEPAHTHOM Cpeibl, HEOOXOIUMOM st
dbopMuUpOBaHUSA TPaXKJAHCKOM, TPaBOBOM U MOpo(ecCHOHATBLHON TO3UIINU
COYYacTHUsi, TOTOBHOCTH BCEX WICHOB KOJUICKTHUBA K OOIICHUIO U COTPYAHUYECTBY,
K CHOCOOHOCTH TOJIEPAHTHO BOCHPUHUMATH COIMAIbHBIC, JIMYHOCTHBIE U

KYyJbTYPHBIE Pa3IH4HUs.

4. ITPABA 1 OTBETCTBEHHOCTbD

AJMHUHHCTPATUBHAS KAHLEIIAPUSI UMEET MPaBO:
4.1. JlaBaTb yka3zaHusl CTPYKTYpPHBIM MOJpAa3JCICHUSM YHUBEPCUTETA MO

BOIIpoCaM, OTHOCAIIUMCA K KOMIICTCHIINN aI[MHHHCTpaTHBHOﬁ KaHICIIPpUU.



4.2. TpeboBaTh U mOAYyYaThb OT CTPYKTYPHBIX MOJpa3JaeieHU
YHUBEPCUTETa MaTepuaibl, HEOOXOJIWMBbIE MJii OCYLIECTBICHUS JAESITEIIbHOCTU
CBOEH JIeSITEJILHOCTH.

4.3. Bo3Bpamarb UCTIOIHUTENSIM JIOKYMEHTBI U TpebOBaTh UX AOPAOOTKH
B CJy4yae HapylUIeHUs MpaBuil J1eJI0NMPOU3BOJICTBA.

4.4. [IpoBepaATh MNPaBWIBHOCTh BEIEHUS JEJIONPOU3BOJACTBA B
CTPYKTYPHBIX MOJpa3/IeJCHUsIX, yKa3blBaThb PYKOBOAMUTENAM MOJpa3JeieHnil Ha
BBISIBJICHHBIE HEJIOCTATKHU.

Ha aIMUHUCTPATUBHYIO KaHILIEISPUIO BO3JIAraroTCs
cienyroue o0s3aHHOCTHU:

- oOecrieyeHue COXPaHHOCTH MaTepUabHO-TEXHUYECKUX CPEICTB U
000py10BaHMUS;

- CBOEBPEMEHHOE M KAaYECTBEHHOE MCIOJIHEHHE MOPYyYEeHUN PYyKOBOJCTBA.
OTBETCTBEHHOCTh 32 HaJ/JIeXkallee W CBOEBPEMEHHOE BBIMOJIHEHHE (DYHKIUH,
peaycCMOTpeHHbIX  HactosiuuM  [lonoxkeHuewm, HECeT  3aBeNyIOUIUi
kaHuensipued. Ha Hero Bo3naraercs nepcoHanbHasi OTBETCTBEHHOCTD 34!

- OpraHu3alyi0  JEATEIbHOCTH  KAaHIECISAPUU 1O  BBINOJTHEHUIO
BO3JIO’KEHHBIX HA Hee 3a7a4 U (PYyHKLUNH;

- OpraHu3alUIo ONEPATUBHON M KaYeCTBEHHOM MOJATOTOBKU M UCTIOJHEHUS
JOKYMEHTOB, BEJEHHUE JEeJIONPOU3BOACTBA B COOTBETCTBUU C JACHCTBYIOUIUMU
MpaBHJIaMU U HHCTPYKIIHSIMH;

- COXPaHHOCTh IPHUHSTHIX B pa0OTY TOKYMEHTOB;

oOecrieueHue COXpPaHHOCTH MMYIIIECTBA, HaXOJSAIIErocs B
aMUHUCTPATUBHOM  KaHUEISAPUM, U  COONIIOJICHME  TPaBWJI  TOKapHOM
0€30MacHOCTH.

OTBETCTBEHHOCTh  PaOOTHUKOB  QJIMUHUCTPATHUBHOM  KaHUEISAPHUH

YCTAaHAaBJIUBACTCA NOJDKHOCTHBIMU MHCTPYKIUAMU.



5. B3AMUMOJEMCTBUME C IPYTUMH IOJIPA3JEJEHUSIMMU,
JOJKHOCTHBIMHU JIMHAMUA

Jist BeIMoOdAHEHUS (YHKIMH W pealu3aluu MpaB, NPETyCMOTPEHHBIX
HACTOSALIUM [TonoxeHuewm, aIMUHHUCTPATUBHAs KaHLESAPUS
B3aUMOJENCTBYET CO BCEMU MOAPA3AEIEHUSIMHU YHUBEPCUTETA 110 BOIIPOCAM:

- BEJICHUs JI€JIONIPOU3BOJCTBA;

- OpraHu3aluy KOHTPOJISI M TPOBEPKH  MCIOJHEHUS  YKa3aHUI
aIMUHHUCTPATUBHON KaHUEISAPUU;

- IOJArOTOBKHU U MPEJOCTABIEHHUS JOKYMEHTOB;

- Iepeade BXOASAUIEN KOPPECTOHAEHIIMN U IPUEMa UCXOIAILEH;

- MOJYYEHHUS M BbIaYM JOKYMEHTOB, MOJIEKAIINX KOMUPOBAHHUIO U

Pa3MHOKCHHUIO.
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