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MOJIO’KEHUE
00 oTae/ie THPAKHPOBAHHS H J0CTABKH YNPaBJeHHs 10KyMenTo000poTa
H KOHTPOJIsI 1eNapTaMeHTa 110 YIIPaBJAeHHIO leJiaMu erepanabHoro
rocy1apcTBEHHOT0 aBTOHOMHOI0 00pa30BaTe/IbHOI0 YUPEK/ACHHS BhICIIEr0
oOpasosanus «KpbeiMckuii dpenepabubiii yHuBepeureT
umenu B.U. Bepuajackoro»

1. O6mme nos1oKeHu

1.1. Hacrosumee Ilonoxxenue onpejenser MopsaioK ACATEILHOCTH OT/Iej1a
TUPaKUPOBAHUS M JIOCTAaBKM YIOPAaBICHHUS JOKYMEHTOO0OpOTA M KOHTPOJIS
AernaptamMeHTa [0 YhpaBleHHIO Jenamu  QenepanbHOro  rocy1apcTBEHHOIO
ABTOHOMHOI'0 00pa30BaTeNbHOr0 yUpeKIeHHUs BhICLIEro oOpazoBaHusi «KpbiMCKHii
¢denepanbHblil yauBepeuteT umeHd B.M. Bepnuajackoro» (janiee - Oten), ero 3anaum
1 GyHKLIKHU, TpaBa U 00513aHHOCTH ero pabOTHUKOB.

1.2, Ornen  sBAsieTcs  CTPYKTYPHBIM  TOJpaz/le/ieHMEM  YIIpaBJICHUs
JOKYMEHTOOOOpOTa M KOHTpoJsi (manee - Yhpasienue) jenaprameHTta 1o
yrpasieHuo aenamu (manee - J[lemaprameHT) deaepanbHOro rocyapcTBEHHOIO
ABTOHOMHOI'O0 O0Opa3z0oBaTeNIbHOIO YYpPEkK/IeHUs BbicLIEro obpasoBahus «KphiMckuii
tenepanbHbiil yHuBepceuTeT uMenu B.M. Bepuaackoro» (naniee - KOVY).

1.3. [llonHoe oduuManbHOe HAMMEHOBAHWE:  OTJE]  THPAKUPOBaH M
M JIOCTAaBKM YHpaBlIEHUS JOKYMEHTOOOOpOTa M KOHTPOJIs JcrnapramedTa 1o
YIpaBJI€HHUIO nenamu (henepanbHOIO rocya1apcTBEHHOIO aBTOHOMHOI'0
o0pa3oBaTebHOTO yupexkaeHHusl Bbiciiero odpaszosanusi «KpbiMckuii deaepalibHblii
yauBepcuteT umeHu B.M. Bepnanckoro».

CokpainieHHoe  oduIManbHOe HaMMEHOBaHWE:  OTAeN  TUPAKHUPOBallMs
1 10CTABKH.

1.4. OTnen neiicTyer 6e3 orpaHUyeHUs CpoKa JAeHCTBUS.

1.5. Otmen B cBoeH JedATelbHOCTH pyKoBojcTByeTcs KoHeruryinmei
Poccuiickoii ®enepauun, Konctutyuuein Pecnybuuku Kpbim, ¢enepanbibivu
3aKOHaMM, ykaszaMu M pacnopsbkeHusmu [lpesunenrta Poccuiickoii @ejepartin,
MoCTaHOBIEHUsIMU U pacnopsbkeHusmu [IpaBurenscrBa Poccuiickoit Mejiepariiu,
HOPMAaTUBHBIMU [PABOBbIMU aKTaMHu (pejlepajbHbIX OPraHoOB UCIHOJIHUTEIbLHON
BIaCTH, OpPraHOB TrocyaapcTBeHHOM BiacTu PecnyOmuku KpbIM, MeETOIHYECKHMH
JOKYMEHTaMH, NpHKa3aMH, paclopsKeHUSMU MUHUCTEPCTB, BeAoMCTB M KDY
cepe  aenmonpou3BoicTBa,  YcraBoM KDY,  yTBepKAeHHBIM  [IPHKA30M
MunuctepctBa oOpazoBanusi W Hayku Poccuiickoii ®enepauru ot 24.09.2014
Ne 1280, a Takke HacTosiuMm I lonoxenuem.

1.6. OTtnen B mpenenax IMOJHOMOYHMI B COOTBETCTBUM C (DYHKUMAMM M




3a7ladyaMH, YCTAHOBJIEHHBIMH HacTosUM [lonoxeHuem, oOcCylIeCTBISET CBOKO
JeSTeTHOCTh BO  B3aWMOJEHCTBUH CO CTPYKTYPHBIMH TOJIpa3felieHUusIMA U
pumnanamu KOV, opraHusauusMu U y4pexIeHUsIMH, €ClId 3TO HEeOoOXOIMMO JUIsl
pelieHust 3a/1a4 ¥ BhIMOJHEHHUs QYHKUMH, BO3JI0KeHHBIX Ha OTer.

1.7. Tlonoxenue 06 Otaene yrBepkaaercs npukasoM pekropa KOV,

1.8. Bnecenne wusMeHeHMH W JomnojHeHud B Hactosuiee [lonoxkenue
OCYILECTBIIIETCS B ycTaHOBJIeHHOM B KDY nopsinke.

1.9. Mecro Haxoxnenuss Ortaena: 295007, Poccuiickas ®Denepalis,
Pecniybinka Kpeim, r. Cumdeponons, npocnext Akagemuka Bepuasckoro, 4.

2. leas cozpanus,
OcHOBHBIe 3a1a4u ¥ pynkunu OTaena

2.1. Otpen co3gad ¢ uenblo oOecriedyeHuss paboOThl MO THPAKHUPOBAHHIO W
JOCTaBKe BXO/SIIMX, UCXOASAILINX U JIPYTUX J10KyMeHTOB KDV,

2.2. OcHoBHBIMH 3a/1a4u OTaena sSBIsIIOTCS:

2.2.1. TupaxupoBaHue [JOKYMEHTOB, HEOOXOAMMBIX sl obecrieueHus
nesiresibHOCTH [lenapramenTa;

2.2.2. Ocy1iecTBIeHHE JOCTaBKH U HanpaBleHus koppecnonaeHuun KOV,

2.3. B COOTBeTCTBMM C BO3JIOKEHHBIMM 3amadamMud OTzaesn BBINOJIHSCT
crenyromue QyHKIUN:

2.3.1. OcymecTeaser oOnepaTUBHOE M KadeCTBEHHOE THUPaKMpOBaHME
JOKYMEHTOB, HEOOXOIMMBIX UIsl obecrieueHus AesTeabHOCTH [lenapramenTa;

2.3.2. OcywectBasiet padoty no nepegade jokymeHtoB KDY ucnoaautessm
0/ POCITUCH;

2.3.3. ObGecrieunBaeT OTNPaBKy UCXOMSAIIUX JOKYMeHTOB KDY

2.3.4. OcyuiecTBiseT NMpH HEOOXOAMMOCTH OOCTaBKY H0KymMeHTOB KDV B
opranbl BiuacTH PecnyOinuku KpbiM, NpaBooXpaHHTENIbHbIE OpraHbl M JIpyrue
yUpeXIeHHs], OpraHu3allii HapO4HO;

2.3.5. OcylecTBIseT MaTepHalbHO-TEXHHYEeCcKoe obecrieyeHue AesiTesIbHOCTH
Jlenapramenra.

3. Ynpasaenune Otaenom. Ilpasa, o0s3annocTH
H OTBETCTBEHHOCTHh HavaJbHHKa OTae/a

3.1. Otmen Bo3riaBisieT HauyaJlbHUK, KOTOPBIM Ha3HA4YaeTcs U OCBOOOIK/AETCS
OT JOJUKHOCTM B YCTaHOBIEHHOM mnopsake pektopoMm K@DV, HenocpenctsenHno
MOIYUHSETCS HaYalbHUKY YIIpaBIeHUS.

3.2. B nepuon oTcyTcTBUs HauajdbHUKa OTaesna ero 00s3aHHOCTH HCIIOJIHAET
pabOTHHUK, Ha3HaYeHHBIH NpuKazoM pekropa KOV,

3.3. Havanpuuk Otxena:

3.3.1. OcyuecTBisieT HENOCPEACTBEHHOE pPYKOBOJICTBO  IEATEJILHOCTLIO
Otnena, HeceT MEPCOHAIbHYIO OTBETCTBEHHOCTH 3a MCIIOJHEHHE BO3JIOKEHHBIX Ha
Otaen 3agay, OCYLIECTBICHUE UM CBOUX (DYHKIIHH;



3.3.2. Opranusyer paboTy MO IOATOTOBKE IODKHOCTHBIX WHCTPYKIMii
paboTHuKkoB OTzena U NpecTaBiseT UX Ha yTBEPKICHHE;

3.3.3. BHocuT npensiokeHust O NPUHATHH Ha paboTy, MEpeiBHKEHHH W
yBOJIbHEHUN paboTHHKOB OTzena, yCTAaHOBICHHH WM IEPCOHANBHBIX Ha/0aBOK M
J0I1aT, MPEeMUPOBAHUM, O TMOOLIPEHUHM WM MNPUBJICYEHUH K JAUCLUILNIMHAPHOM
OTBETCTBEHHOCTH, OpraHM3yeT B YCTAHOBIEHHOM IIOPSKE I[OBBIIEHHE WX
KBaJTH(HUKALMKU, OTBEYAET 3a MPOBEAeHUE CTAKUPOBOK B OTee;

3.3.4. Anamasupyer pabory Otnmena, BHOCHT  MpeUIOKEHHs 110
COBEPIIEHCTBOBAHMIO  CTPYKTYpPbl M  INTATHOTO  pAaCMUCaHWs,  YJIy4IIEeHUIO
opranuzauuu pabotsl Otaena;

3.3.5. OpranusyeT BbIIIOJHEHHE 3aJaHWi M mopyuyeHuit pektopa KDV,
[IPOPEKTOpPOB, AupekTopa JlemaprameHTa, HauajlbHUKa YIpaBieHus, B TMpejiesax
koMrnereHIMH OT/1e1a, KOHTPOJIUPYET UX UCTIOTHEHHE,

3.3.6. Busupyer mnpoexThl JIOKaTBHBIX HOPMAaTHBHLIX akToB KDV, B
pa3paboTKe KOTOpBIX MpPUHUMANH YyuactHe paboTHukH Otena, MOANUCHIBAET
CIIy)KeOHBIE JOKYMEHTBI;

3.3.7. Ilo nopydeHHIO HaydajbHUKA YTNpaB/ieHHs TMPUHUMAET y4acTue H
HarpasisieT padotHukoB OT/iena ans yyacTusl B 3acCelaHUsIX, COBEIIAHUSIX U JPYTUX
MEpONPUATUX, IPOBOAUMBIX B KDY

3.3.8. [IpoBoauTt paboune coBellaHUsl U APYyTHe MEPONPUSITHS C padOTHUKAMMU
Otpnena, oTBeyaeT 3a MOATOTOBKY OT4eTOB 0 pabore Otnena, cupaBoK, HH(pOpMaIIUK
no Bonpocam nesrensHoctd Otaena;

3.3.9. 3anpammBaeT B YCTAHOBJICHHOM IIOpsiAKE W [OJy4daer oOT
nojpasnenenuit, pabotuukoB K@Y neobxoaumsie st padboTel OTesa 10KYMEHThI,
MaTepuasbl 1 HHPOPMaLHIO;

3.3.10. OOlecneuuBaeT paccMOTpeHHe OOpallleHWH rpaxkaaH I10 BOIpOcam
nosiHomMouuit Otena.

3.4. Havaneuuk OTzena uMeeT paso:

3.4.1. 3anpamuBaTh B YCTAHOBJIEHHOM IIOpsJKE y PYKOBOIMTENEH JIpYrux
CTPYKTYpHBIX mnoxpazznenenuit KOV marepuansl, HHGOpMALHIO, TOKYMEHTHI U T.II.,
HeoOXO0AUMBbIe ISl BBIOJTHEHUS 3a/1ad U (yHKLHUH, BO3/10KeHHbIX Ha OTaen;

3.4.2. llpyaumates ydacTue B MPOBOAUMBIX PYKOBOJICTBOM COBEILUAHUAX IIpPH
00CYXIeHUH Ha HUX BOIIPOCOB, MMEIOLIMX OTHOLIEeHHEe K padore Otaena;

3.4.3. Jlaats pabotHukaM u oOyuqatomumes KDY pazbscuenus 1o Bonpocam,
KacaroumMmcest aestenbHoctd OTxena.

3.5. KonkpeTHsle npaBa, 0053aHHOCTH U OTBETCTBEHHOCTh HavasibHUKa Or/iena
OTpakaroTcsl B €ro NOJDKHOCTHOW MHCTPYKLMH, YTBEPKIASHHOW B YCTaHOBIEHHOM B
KOV nopsnxe.

3.6. Hauanpuuxk Otgena HeceT OTBETCTBEHHOCTb 3a  COOTBETCTBHE
3akoHonarenscTBY Poccuiickonn Denepalud NPOEKTOB MPHKA30B, paCIOpsKeHUH,
HHBIX aKTOB, MOArOTOBIEHHbIX OTIeI0M, KauyecTBO M CBOEBPEMEHHOCTh MX
MOJINOTOBKH.



4. IlpaBa, 0013aHHOCTH H OTBETCTBEHHOCTEL paboTHuKOR OT/1c2

4.1. Pabornuku Ortxena mnpuHUMAIOTCS Ha padOTy Ha OCHOBAlIMH I
YCJIOBUSIX TPYZAOBOTO JIOrOBOPA.

4.2. Tlopsinox paboThl, KBanU(UKAILMOHHbBIE TpeOORAHMS, rpaBa, 00sM3a ol
M  OTBETCTBEHHOCTH paboTHUKOB Otiena  Onpeiessiiorcs  JIOJKHOCTH bini il
WHCTPYKIMAMH, pa3padaTbiBaéMbIMH Ha OCHOBaHUM Hacrtosuiero |lonoxcenis 1
YTBEPKIAEMBIMHU ITIPOPEKTOPOM I10 OPraHU3alMOHHON W [IPABOBOM JICHTCALIHOCTH.

4.3.PadorHukn Otaena BO MCHOJHEHWUC BO3JIOKCHHBIX 1Ha OT1/1en GhyHKIni
YCTAaHOBJICHHOM TOPSIAIKE UMEIOT I1PaBo:

4.3.1. PazpabatbIBaTh MPOEKThI JIOKAIbHLIX HOPMATHBHBLIX AKTOB 110 BOHPOCHL
BXO/IAIIMM B KomneTeHuto OTrerna;

4.3.2. 3anpalliuBath U IOJIyHaTh B YCTAHOBJICHHOM IOPSIKS HMHOpMaliii i
Jpyrue MaTepuaiibl OT CTPYKTYPHBIX Hojpas/ieienuii, puinainos KOV 1o sorpocun.
BXO/ISIIIIMM B KoMIieTeHIMIo Otaerna;

4.3.3. BHOCUTH NpPEMIOKEHHS [0 pealu3alluu 3ajad U PyHKIi.
BO3JIOKEHHBIX HacToAmM Ilonoxkenuem na Orjel;

4.3.4. MHMuMUpOBaTh CO3MaHME KOMMCCHI, palouuXx I'pyIiil, 1O HOPYHCHIi
PYKOBOJMTEJISI NPUHUMATh ydacThe B padoTe coBellaTe/ibibix opranos Kd
COOTBETCTBHUM CO CBOEM KOMIIETEHIIUEH;

4.3.5. Jly1s1 BBITIOJIHEHUS 3aJaHUM U 3al1POCOB BhIINECTOSIIMX OPraloB, PCK o)l
K®Y, BosnoxeHHblx Ha Otaen 3afad, OCYLIECTBICHUS MM CBOUX (DYHIILI.
[puriamarh Ha COBEIIaHWS WU Jpyrue Meponpustus padornukon KdY. oo
CTPYKTYPHBIX NIOJIpa3/IeNIEHAMN, (PUIIMAIIOB, B3aUMO/ICHCTBOBAThL C HUMHU,

4.3.6. YyacTBOBaThb B IPOBEJAECHWM COBCIIAHWH, CCMHIAPOB 1 (]
MEPOIPUSITHH 110 BOMPOCaM, BXOSIIIUM B KoMmIeTeHuto O1/iea.

4.4. Ha pabornukoB Otzaena pacrpocTpaHsaeTcs ACHCTBUC 3aKOHOATCIb | i
Poccuiickoii @enepamuu o Tpyne. Paboruuku Otjiena o0si3atbl JIOOpocOBeCt o
BBITTOJIHATE BO3JIOKEHHBIEe HAa HUX (QYHKIIMM U CBOM JIOJIKHOCTHBLIC O0O0s3alioi
MPEAYCMOTPEHHBIE  JODKHOCTHBIMU ~ MHCTPYKLMSAMM,  TIpaBuila  BIYTPCH L)
TpyJ0BOro pacnopsaka, MHCTpykuuio 1o jaesionpousBojiactsy B KOV, nosbiiaii.
CBOIl NpodeccuoHanbHbli YPOBEHbD.

4.5. Paborauku Otliena B yCTAHOBICHHOM JEHCTRBYIOUIMM 3aKOHOAATCIILCTBO N
MOPSIIKE HECyT MEPCOHANbHYIO OTBETCTBEHHOCTL 3@ COOTBCTCTBHC pazpadOTaliiin .
UMM (C MX y4acTHEM) HPOEKTOB JIOKYMEHTOB, JIOKA/ILHBIX HOPMATHBHBIX ki
3akoHozatenbcTByY Poccuiickoit @ejpepainmn u Pectiybimku Kpbim, kauectro
CBOEBPEMEHHOCTb HX IIOArOTOBKH, BBIIOJHEHWC  [1OCTABJICHHBIX  3d/ldv
COOTBETCTBUM ¢ HacTosiuM [lonokeHuMeM W HEHA/UICKAINILEE MCIOINCHUC 1111
HEUCIIOJTHEHHE ~ CBOMX  JIOJDKHOCTHBIX — OOSI3aHHOCTEH,  HIPE/AYCMOTPCIHLIx
JOJIKHOCTHBIMU UHCTPYKLUSIMHU.

4.6. PadorHukn Otpenia Ha3HA4alOTCAd U OCBOOOIK/IAIOTCS OT JIOJKHOCIH 4
YCTaHOBJIEHHOM MOPsiIKe NprKa3zoM pekropa KOV,

JlupexTop JienaprameHTa 1o
VIIPaBJIEHHUIO JE€IaMu FH.B. Tlpokorienko



