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MNOJTOXKEHHUE
00 oTaese J0OKYyMeHTo000poTa
ynpasJjieHHs JeJamMH (peaepaibHOro rocyiapcTBeHHOT0 ABTOHOMHOTO
00pa3oBaTe/IbHOI0 YUpekIeHHs Bhiciuero odpasosanusa «KpbIiMCKuii
(denepanbubiii yauBepcuteT umMenu B.U. Bepuaackoro»

1. O0mme nosioKeHun

1.1. Hacrosimee I[lonoxkeHue ompenenser MOPAIOK AEATENbHOCTH OTHAeNa
JOKYMEHToOOOpOoTa  ympaBleHHs  JedaMH  (eaepalbHOr0  TOCYAapCTBEHHOTO
aBTOHOMHOro 00pa30BaTeNbHOIO YYpEKACHHs BhIcmero odpaszoBaHus «KpbIMCKHA
benepanbHBIii  yHMBEpCHTET nmenn B.U. Bepuaackoro» (nanee - Otaen),
ero 3ajgadu U QyHKIUH, paBa U 0053aHHOCTH €T0 PAOOTHHKOB.

1.2. Otnen sABAsAETCS CTPYKTYPHBIM IOJpa3jielieHHeM YIpaBleHUs JejaMu
(manee -  VYmpaeneHue) (enepaibHOrO  TOCYAAPCTBEHHOINO  aBTOHOMHOIO
o0pa30BaTellbHOTO yupekaeHHus Boicuiero obpasoBanus «KpeiMckuii denepanbHbii
yuuBepcutet umenun B.1. Bepraackoro» (nanee - KOV).

1.3. TlonHoe o¢uUMaATbHOE HAMMEHOBaHHWE: OTAE]  JOKyMeHToobopoTa
yTIpaBlIeHUsA JeaMu denepanbHOTO rOCYIapCTBEHHOIO aBTOHOMHOIO
00pa3oBaTeIbHOTO Y4YpeKIAeHHS Bbicmero odopasoBanus «KpbiMckuii denepanbHbIi
yauBepcuteT uMenn B.HM. Bepuazackoroy.

CokpameHHoe opHIHATEHOE HAHMEHOBAHHUE: 0T J0KYMEHTO000pOTa.

|.4. Otnen neiicTByeT O6e3 OrpaHMYEHHUS CPOKA JACHCTBHA.

1.5. Otmen B cBOeil JesATeNbHOCTH pykoBojucTByercs KoHcTuTyuuei
Poccuiickoit ®enepaunn, Konctutyuwmeit Pecrnyomuku  Kpeim, denepaibHbIMH
3aKOHAMH, ykasaMH M pacnopsokeHusMu [Ipesunenta Poccuiickoi denepaumy,
MOCTAHOBICHUAMH W pacriopskeHusMu [IpasurensctBa Poccuiickoit ®enepaumn,
HOPMAaTHBHBIMH [PABOBBIMH aKTaMH (ellepadbHbIX OpraHOB HCIOIHHTEILHOM
BIACTH, OpraHoOB TocyaapcTBeHHO# BaacTH PecrnyOmuku KpbiM, MeTOAHYECKHMH
JIOKYMEHTaMH, MpHKa3aMH,  PAcrOpsIKEHHAMH  MHHHUCTEPCTB,  BEIOMCTB
u KOV B coepe aenmomnpomsBoactBa, Yerarom KDY, yTeepxkJeHHBIM MNpUKa3oM
MunucTepceTBa oOpasoBanus W Hayku Poccuiickoit ®@enepaumu ot 24.09.2014
No 1280, a Taxxke mactosimuM [TonoxkeHueM.

1.6. Otmen B mnpeaenax TMOJMHOMOYMH B COOTBETCTBUHM C (YHKUUAMHU
M 3aJa4aMH, YCTAHOBICHHBLIMH HacTOSIUM [lonokeHHeM, OCYHIECTBISET CBOKO
NIEeATENBHOCTE BO  B3aMMOIEWHCTBHH CO  CTPYKTYPHBIMH  IMOApa3ieieHUSIMH
u pummanamu KOV, opranuzaumsaMi 0 yYpexXICHHAMH, €CIH 3TO HEOOXOIUMO Ui
pelleHHs 3a1a4 M BLIMOIHeHHs (QYyHKIMH, BO3I0XKeHHBIX Ha OTaen.

1.7. ITonoxxenue 06 oTaene yrBepxkaaeTcs npukazoMm pexkropa KOV,



1.8. Buecenne wu3MeHeHWH W JOMONHEHWH B Hactosmee IlonokeHHe
OCyIIECTBIAETCS B ycTaHOBIEHHOM B KDY nopsixe.

1.9. Mecro naxoxnenus: 295007, Poccuiickas @exepaums, Pecny6iuka
Kpeim, . Cumdeponons, npocnekt Akagemnka Bepuazackoro, 4.

2. llean co3nanus, OCHOBHBIE 3a1a4u 0 pyHxkuun OT1ae1a

2.1. Otzmen co3gan ¢ uenbio obecrieveHns e€IMHOTO MOPAAKA MOCTYIUIEHHS,
MPEABAapUTEILHOTO PAacCMOTPEHHsA, 00pabOTKH IOKYMEHTOB W KOHTpOIS 3a HX
npoxoxaeHneM B KOV B wactu nonmnomounii YrpapneHus.

2.2. OcHoBHBIMY 3a1a9aMu OTJ1e71a ABJISIFOTCS:

2.2.1. Tlpuem, oOpabGorka BXomsmiell KOPPECHOHACHIMH W KOHTPOIb
3a MPaBWILHOCTBIO 0OPMIICHHS MCXOISIUEH KOPPECTIOHAEHLIHN:

2.2.2. OcymecTBieHre pabotel ¢ JokyMeHTaMu ¢ rpudom «[lns cayxebHOro
MOJIb30BAHUAN

2.23. Oka3aHMe METOAMYECKOH TMOMOUIM 10  BOMNpPOCAM  BeACHHS
JEJI0MPOU3BO/ICTBA.

2.3. B COOTBETCTBHMHM C BO3NOXKEHHBIMH 3anadaMu OTaen BBIOIHSET
creyromme QyHKIHH:

2.3.1. OcymecTBiseT MNEPBOHAYAIBHYIO (IKCICAMIHOHHYIO) 00paboTKy
MOCTYTAKIINX IOKYMEHTOB;

2.3.2. OcymecTBaseT TpPHEM, PErucTpalMIo, Y4eT, B TOM 4HCIEe W 4epe3
EKTPOHHYIO CHCTEMY, BXOAAIMIEH W HCXOAAWIEH KOpPPECMOHACHLHMH, BeAeT
CIPaBOYHYIO paboTy 1o Heif;

2.3.3. OOecneyuBaeT pacchbUIKY KOPPECMOHICHLHH 3a MOAMHCBIO PEKTOpa,
MPOPEKTOPOB TI0 HANpABJICHWAM JEATEIBLHOCTH, HaNpaBlfieMOd B  OpraHbl
rocylapcTBEHHOH BIaCTH W YNpaBIeHUS, [PEanpUATHAM,  YUPEKICHUAM,
OpraHu3auusaM Bcex (JopM COOCTBEHHOCTH, rpaX/IaHam;

2.3.4. Tlepenaer Ha pacCMOTPEHHE PYKOBOJACTBY MOCTYIAIOIIUE JOKYMEHTHI;

2.3.5, ObecneunBaer CBOEBpPEMEHHOE paccMOTpeHHe JAOKYMEHTOB,
npeacTaBIseMbIX U J0Kj1ana pykoBoacTBy KOV

2.3.6. Bezer yuet obnema gokymenToobopora B KOV

2.3.7. O6o06wmaeT cBeneHUS O MPOXOKAECHHUH IOKYMEHTOB, CHCTEMAaTH4ECKH
HH(OPMHUPYET PYKOBOACTBO 110 3THM BOIIPOCAM;

2.3.8. ®opmupyeT BXoafiMe W Hcxoasmme aokymentel KOY B aena
B COOTBETCTBHH C HOMEHKIATYPOH H 00ecreunBaeT nX XpaHeHHe;

2.3.9. Beinonusier paboTy 1Mo CHCAHUIO BXOAAIINX ¥ HCXOAAIMIMX JTOKYMEHTOB
KDY nocie oOKOHUaHUS CPOKA XPaHEHHs B COOTBETCTBHU C HOMEHKIIATYPOH Jel.

3. Yopasaenne Oraenom. [pasa, 00s13aHHOCTH
W OTBETCTBEHHOCTH HauajabHHKa OT1ena

3.1. Otnen Bo3miaBiseT HaYaJIbHUK, KOTOPBIH Ha3HavyaeTcs M OCBOOOXKIaeTcs
OT JO/KHOCTH B YCTaHOBICHHOM nopsake pekropom KDY, nenocpeactseHHO
MOAYMHACTCS HAYAITBHHUKY YTIpaBICHHS.



3.2. B orcyrcTBue HavansHuka OTaena ero 00S3aHHOCTH BBHITIOMHAET TIIABHBIH
cnennanmet Otaena.

3.3. Haganbauk Otaena:

3.3.1. OcymecTBiseT HENOCPEACTBEHHOE PYKOBOJACTBO AEATENbHOCTHIO
Oraena, HeceT NMepCOHANBHYIO OTBETCTBEHHOCTH 3a HMCIIOJHEHHE BO3IOKEHHBIX Ha
Oraen 3ana4, ocyImecTBICHHE WM CBOMX (hYHKIIMIA;

3.3.2. Oprannsyer paboTy 1O MOArOTOBKE JOKHOCTHBIX MHCTPYKLIHMIi
paboraukoB OTeN1a M MPEACTABIAET UX HA YTBEPKICHHUE;

3.3.3. BHOCHT TmpeuTOKeHHWs O TPHHATHH HA paboTy, TNepeABHKEHUN
H YBOJbHEHHMH paboTHHKOB OTaena, YCTAHOBIGHHH MM IEPCOHATbHBIX Haa0aBOK
M JIOTUIAT, MPEMHUPOBAHHWH, O TIOOMIPEHUH WIIM [PUBICYEHUH K IMCUHMIUTHHAPHOMN
OTBETCTBEHHOCTH, OpraHM3yeT B  YCTAHOBICHHOM  TIOpAJKE  IOBBIIICHHE
UX KBaJIM(DUKALMH, OTBEYAET 3a NIPOBEJCHHE CTAKUPOBOK B OTaene;

3.34. Asamsupyetr pabory Otaena, BHOCHT  TNPEATIOKEHHS 110
COBEPLICHCTBOBAHWIO  CTPYKTYpPBl M IUITATHOIO  PACHHCAHHUA,  VIYYIICHHIO
opranusaumu pabotel Otaena;

3.3.5. Opranusyer BbIMOTHEHHE 3aJaHWH M mopydeHHii pektopa KDY,
MPOPEKTOPOB, Ha4YalbHUKA YNpaBieHHs, B Tmpeaenax kommnereHuun Otaena,
KOHTPOJIMPYET UX HCTIOJTHEHHE;

3.3.6. BusupyeT TMpPOEKThI JIOKATbHBIX HOpPMaTHBHLIX akToB KDY,
B pa3paboTKe KOTOPbIX MpPHHUMAIM ydactue pabotHmkn Otaena, MOANMMCHIBaET
CITyKeOHBIE JIOKYMEHTBI;

3.3.7. Ilo mnopydeHHI0 HavaJlbHWUKa YIMpaBleHHs TNPHHUMAET YydacTHe
v Hanpapiaser padotHukoB Ortaena ang ydyacTHss B 3aceNaHMAX, COBEILAHHMAX
W APYTHX MEPONPHATUAX, MpoBOoAUMBIX B KDV

3.3.8. [TpoBoauT paboume coBelaHus U IAPYrHe MEPONPUATHA ¢ pabOTHHKAMH
Otzaena, oTBe4aeT 3a MOATOTOBKY oT4eToB 0 pabore Otaena, crnpaBok, HHGOpMaMH
o Bonpocam jaesreasHocTH Otaena;

3.3.9. 3BanpammuBaer B  YCTaHOBIEHHOM  TIOpAJIKE W TOJy4YaeTr
or mnoapasaeneHuit, paboraukoB KDY wnHeobxomumbie mwust paborel Otaena
JOKYMEHThI, MaTepHasbl U HHPOPMALIHIO;

3.3.10. OGecneuynBaer paccMoTpeHHe OOpalleHHMH rpakJaH IO BONpPOCaM
nonHoMounit Otaena.

3.4. Hagansauk OTe/1a HMEET MPaBo:

3.4.1. 3anpamMBaTh B YCTaHOBJIECHHOM TMOPAOKE Y PYKOBOAMTENEH APYTHX
CTPYKTYpHBIX moapaszaeneHuii KOV marepuansl, uHGOpMaLHIO, JOKYMEHTEI M T.II.,
HeoOXOaHMBIE Ul BBITOJIHEHHMA  3aja4 W (QYHKUMI,  BO3JMOKEHHBIX
Ha Otzaen;

3.4.2. TlpuHMMaTL y4acTHE B MPOBOAMMLIX PYKOBOJACTBOM COBEIIAHUSX IPH
o6CcyKAeHNH Ha HUX BOMIPOCOB, HMEKLIMX OTHOLEeHHE K pabore OTaena;

3.4.3. Jlasath paboTHUKaM W oOyuarommMes KDY pasbiacHeHHs 10 BOIpocam,
KacaroumMes aestensbHoctd Otaena.

3.5. KonkpertHsie npasa, 005S3aHHOCTH W OTBETCTBEHHOCTh HavanbHuka OTaena
OTPakKalTCid B €ro AOKHOCTHOH WHCTPYKLHH, YTBEPXKIEGHHOH B YCTaHOBIEHHOM
B KOV nopske.



3.6. Hawameuuk Ortaena HeCeT OTBETCTBEHHOCTh 3a  COOTBETCTBHE
3akoHonartesbeTBY Poccuiickoit ®@eaepany NpOEKTOB TPHKA30B, PACIIOPSKEHMI,
MHBIX  aKTOB, IMOATrOTOBIEHHBIX OTA€NOM, KauyeCcTBO M  CBOEBPEMEHHOCTH
MX [MOATOTOBKH.

4. [IpaBa, 00513aHHOCTH ¥ OTBETCTBEHHOCTh paboTHuKoB OT/1e/1a

4,1, Pabornmknm Ortaena npuHuMaroTcs Ha paboTry HA  OCHOBAaHHH
M Ha YCJIOBUSX TPYAOBOTO J0rOBOpA.

4.2. Ilopanok paboTsl, KBaIH(pUKaMOHHEIE TpeOOBaHMS, IIpaBa, 00A3aHHOCTH
M OTBETCTBEHHOCTh paborHukoB Otaena  onpenensiorcs  J0KHOCTHBIMH
HHCTPYKLMAMH, pa3pabartbiBaeMbIMM Ha OCHOBaHMHM Hacrtosuiero [lomoxkenus
M YTBEPXKZAEMBbIMH TIPOPEKTOPOM 10 aKaJeMH4YEeCKOH M aJMHHUCTPATHBHOI
MOMUTHKE.

4.3. Paboraukn OTzaena BO MCMOJMHEHHE BO3NOKEeHHBIX Ha Otaen dyHkuwmii
B YCTAHOBJIEHHOM MOPSAJIKE HMEIOT MPaBo:

4.3.1. Pa3zpabaTbIBaTh MPOEKTHI TOKAIBHBIX HOPMATHBHBIX aKTOB 110 BOMPOCAM,
BXOIAIINM B KOMIieTeHIHo OTaena;

4.3.2. 3anpammBath W [0Jy4aTh B YCTAHOBICHHOM TMOpsKe WH(pOpMALIHIO
M JpyrHe Marepuaibl 0T CTPYKTYPHBIX mnoapasiaeneHui, ¢ummanos KDY
110 BOIIPOCAM, BXOIIUM B KoMIieTeHIuio OT1/ena;

4.3.3. BHOCUTB NMpeUIoKeH!s N0 peayn3alun 3a1ad 1 GyHKUNH, BO3I0KEHHBIX
HactosumM [Tonoxkennem Ha Otaen;

4.3.4. IunuMupoBaTh CO3AaHUE KOMMCCHIl, pabounx rpymm, 1Mo MOpyvyeHHIO
PYKOBOAMTEIA MPHHMUMAThL ydacTHe B paboTe coBemartenbHbIX opraHoB KDV B
COOTBETCTBUHM ¢ KoMneTeHuMuen Otaena;

4.3.5. Jlns BHIMIONHEHNUS 3adaHUH W 3aTIPOCOB BBIIIECTONIIHX OPraHOB, PEKTOPa
K@V, BosznoxkeHHsix Ha Otaen 3agad, OCYIIECTBACHHS MM CBOMX (QyHKIWIA,
NpUITamaThe Ha COBENIAHUS MIH  JApyrue Meponpusatus padotankoB KOV,
ero CTPYKTYPHBIX TOJpas/ienenuii, Guamanos, B3aMMOACHCTBOBATL C HUMH;

4.3.6. VwuyactBOBaTh B IIPOBEJCHHH COBEILAHWUH, CEMWHAPOB M JAPYIHX
MEpOINpPHATHI MO BONMPOCaM, BXOAALIMM B KoMmrneTeHuuio OTaena.

4.4. Ha pabotaukoB Otaena pacnpocTpaHsercs AeHCTBHE 3aKOHOAATETbCTBA
Poccuiickoit @enepauun o tpyze. PaGorhukm Otaena obs3anbsl 100pOCOBECTHO
BBITIOJIHATE BO3JIOKEHHBIE HAa HUX (YHKIMH M CBOHM JODKHOCTHBIE 00A3aHHOCTH,
MPEeAyCMOTPEHHBIE  JIOJDKHOCTHBIMH ~ WHCTPYKUMAMHM, TpaBWiIa  BHYTPEHHETO
TpyaoBoro pacnopsaka, Muctpykuuio no aenonponssoactsy B KOV, noseimars cBoit
npoeccHoHANBHEII YPOBEHb.

4.5. PaGorauku OT/1es1a B YCTAaHOBJICHHOM JCHCTBYIOIIMM 3aKOHOAATE/ILCTBOM
MOpAAKE HECYT NEepPCOHAIBHYIO OTBETCTBEHHOCTH 3a COOTBETCTBHE pa3pabOTaHHBIX
MMH (C HMX ydYacTHEM) TPOEKTOB IOKYMEHTOB, JIOKAJbHBIX HOPMAaTUBHBIX AKTOB
sakoHoxatenscTBY Poccuiickoit ®enepaunn u Pecnybnmmkn KpbiM, KauecTBO H
CBOEBPEMEHHOCTb MX T[IOArOTOBKH, BBITIOJHEHHE [IOCTABJIEHHBIX 3aJa4y B
COOTBeTCTBHH ¢ HactosmuM [lonokeHueM M HeHawIexkallee HCTMOTHEHHE WIH
HEHUCIIOIHEHHE  CBOMX  JO/DKHOCTHBIX  OOS3aHHOCTEH,  NpeayCMOTPEHHBIX



TOIKHOCTHBIMU HHCTPYKITUSMH.
4.6. Paborauku OTtaena Ha3HAYaKTCAd W OCBOOOXKIAKOTCS OT JIOJKHOCTH B
YCTAHOBIEHHOM MOpsIKe IpHKa3oM pektopa KDY.

-

HavaneHUK yripaBiIeHHs JeTaMA /pe-z P

H.B. [Ipokonenko

HauanbHuk oTena 1oKkymeHToo00pora
aBJICHHUA Je/IaMH $, H.T". PaTtkoBsckas
yrip . ﬂa G?VCG/C{



