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1. OBLIUE MOJIOXKXEHUA

1.1. Hacrosiuee roJjoskeHie ONpereseT HazHaueHue, 3a4a4d, (yHKUMH, 1paBa,
OTBETCTBEHHOCTL M OCHOBLL  JIEATEALHOCTH  KaHueasipun  deaepanbHoro
roCyJapCTBEHHOrO  OOJUKETHOro  00pa3oBaTeNbHOro  y4pexacHus — BbICLICIO
obpasosanus «/larecranckuil ['ocynapcTBeHHBIH Texuuueckud YHUBEPCUTET»
(nanee - yHUBEPCHUTET).

1.2, KaHuesnsipus ocylecTBIsIeT JOKYMEHTallMOHHOe obecneuenne esTe/IbHOCTH
YHUBEPCUTETA.

1.3. KaHuensipus ABasgeTcs caMOCTOATENIbHbIM CTPYKTYPHBIM TOIAPA3ACIeHUEM U
MOAYMHSAETCS HEMOCPEACTBEHHO PEKTOPY YHUBEPCUTETA .

1.4. B cBoell nesTeNbHOCTH KaHLENSApHs PYKOBOACTBYETCS JISHCTBYIOLIMM
3aKOHOJATENLCTBOM, HOPMATHBHO-NPABOBBIMM ~ @KTaMH A METOAUYCCKUMH
MartepuanamMu B 06J1aCTH [eIONPOM3BOACTBA U apXUBHOIO Jiena, OPraHu3aluoHHO-
PACHOPSIANTENBHBLIMI - JIOKYMEHTAMU  YHHBCPCHTETA, Yeragom  yHUBEpPCHTETA,
JTOKATbHBIMH AKTAMH W HACTOSAILHM NOJIOKEHHCM.

[.5. JlesTenbHOCTh KaHLUENSpUH OCYINECTBSETCA Ha OCHOBC TEKYLIEro M
NEePCNeKTUBHOTO MIAHUPOBAHNS, COUeTaHNA e/IMHOHaaln B PeLICHAN BOIIPOCOB
cnyxeOHOW  [AeSTENBHOCTH W KOJUIEIMalbHOCTH  MpH - MX 00CyKIAEHHH,
[ePCOHANLHOMN + OTBETCTBEHHOCTH pabOTHUKOB 33  Ha/UleKallee UCTIONHEHNE
BOJIOJKEHHBIX HA HUX JOJAKHOCTHBIX 00s3aHHOCTEH U OTAEJBHBIX nopy4cHUH
3aBE/YIOLLEr0 KaHLespuei :

[.6. 3aBeayolMi KaHUENsIpUen U Apyrue pabOTHHKN KaHLENsApHH Ha3HA4YaloTCs
Hd - JOJKHOCTM W OCBOOOMIAIOTCS OT 3aHHMACcMbIX JOJDKHOCTEH  [TPUKa3oM
peKTopa YHHWBEPCHUTETa B COOTBETCTBHH C NeHCTBYIOIUM 3aKOHOJATENBCTBOM
Poccuiickoit Penepauuu. ' ' ‘
1.7. Kpanudukauunonusle TtpedoBanus, dyHKUnOHAIBHbIE 0053aHHOCTH, NPaBa,
OTBETCTBEHHOCTh  3aBEAYIOILero M JApyrux — pabOTHMKOB  KaHLENAPHH
perviaMeHTHPYIOTCS JIOJKHOCTHBIMU MHCTPY KUMSIMH, yTBEPIIaEMBbIMHU PEKTOPOM.
1.8, " Kauuejspuio  BO3MIIABISET  3aBEAYIOLINH, HazHA4YaeMbli  PeKTOPOM
YHUBEPCUTETA. ' '

1.9. 3aBeayioLnii KaHLENsAPHCH:

- pYKOBOAMT  BCcel eATEBHOCTRIO | KaHLEASIpUH, HECeT  MEepCOHANBHYIO
OTBETCTBEHHOCTD 3@ CBOEBPEMEHHOE U KAaueCTBEHHOE BbIMOJIHEHUE BO3OKCHHBIX
HA KaHLEMAPUIo 3a1au v (QyHKLUHH] ' k1

- OCYWIECTBIsieT B [pejesiax ¢Boell KOMAETeHLHH (GyHKOMKY  ynpaBlicHHs
(MAaHUpOBAHMWS, OpraHu3alni, MOTUBALHH, KOHTpONS), MPUHUMAET pPeLICHUA,
obsi3aTesibHbIe [/ BCeX padOTHUKOB KaHLEIAPUM;



- pacrpejesscT (yHKUHOHAIbHbIE 00S3aHHOCTH W OTAECJIbHbIE MTOPYUCHHS MEXILY
COTPYIHUKAMM KaHLE/SIPUM, YCTAHABIUBACT CTENEHb WX OTBETCTBCHHOCTH, IIPU
HEOOXOAMMOCTH  BHOCHT  MPEUIOKEHHS  PYKOBOJMTENIO  OpraHu3alnu 00
W3MEHEHHU JI0JYKHOCTHBIX HHCTPYKIMH NOAYHHEHHbIX eMy paBOTHUKOB;

- BHOCHUT pPYKOBOJICTBY OpraHM3alMu [PEUIOXKEHUA IO COBEPLICHCTBOBAHMIO
paboThl KAHLEJISIPUM, ONTHMH3ALMH €€ CTPYKTYPbl U LITATHOW UMCIIEHHOCTH,

- y4acTByeT B [EPCNEKTHBHOM W TEKyIIeM MIAHUPOBAHWU JCATEILHOCTH
KaHLEJISIpHH, A TAKKe [10/r0TOBKE PHKA30B, PACTIOPSKEHMI U HHbIX AOKYMEHTOB,
KACAIOLLIMXCS BO3JIOIKEHHbIX HA KAHLEIAPHIO 3a/ia4 ¥ (yHKLMII;

- NPUHMUMAET HEOOXOAMMbIE MEPbI ISl YITYHIICHUS MATEPHAIbHO-TEXHUIECKOro 1
MHPOPMALHOHHOTO obecrieyeHus, YCIIOBUH TpYy/a, MIOBBILLEHHS
NpodecCHOHATBHON MOAIOTOBKH padOTHHKOB KaHLEISAPIY;

- 'yyacTByeT B [0j0Ope W pacnpejlefieHiy KaJpoB KaHUEJApHH, ' BHOCHT
PYKOBOJICTBY ~ OpPraHH3alMW  MPEATOKEHHs O [OOLIPEHUM U HAJOKCHUH
JUCHMILUTMHAPHBIX B3bICKAHMH Ha padOTHUKOB KaHLEJSpUH, HarpapjleHud WX Ha
FepenoAroTOBKY 1 MOBbILIEHHE KBAIH(PUKALMH,

- COBEPILEHCTRYET CHCTEMY TPY/0BOH MOTUBALIMH pabOTHUKOB KAHLIEAPUU; -

L OCYLIECTBASET KOHTPOJIb Ha/l HCTIOJHEHUEM [IOMUHCHHBIMA CMY pa601Hm<aMH
CBOMX AOJUKHOCTHBIX 00s3aHHOCTeH, COOMOACHUEM TPY/10BOM AMCUHMILIAHBL
NEeSITeIbHOCTBIO KaHLEISPUU B LICJIOM.

1.10. B nepuoj OTCYTCTBMS 3aBEIylOLLEro KaHLlensprued ero 00s13aHHOCTH
UCHOMHAGT ero 3aMecTuTenb (Hpd €ro HaIM4uW) WM JIpyroH pa60mm<
HA3HAYEHHBIH PHUKA30M PEKTOPA.

1,11, 3aBejayiouil KaHLeIAPUEH WK JIKHL0, WCIOJIHSIOWEE €ro 0053aHHOCTH,
HMEIOT TIPAaBO MOAMUCH JIOKYMEHTOB, HANpaBiseMblX OT MMCHH KaHUENSPUHU 110
BOMIPOCAM, BXOJSILMM B €€ KOMIETEHIHIO.

.12, Kaunenspus ocymeum;m CBOIO JICATEIIBHOCTL BO B3aMMOJICHCTBUU ¢
APYTHMU CilyKGaMu 1 CTPYKTYPHBIMH TIOAPA3AC/ICHUSAMI OpTaHU3aLliu, a TAKIKE B
[pesienax cBoeii KOMIeTEHIMI CO CTOPOHHMMH Opranusal (HAMMU. '

1.13. 3a HeHaLIeXKAaLIee MCHONHEHUE AODKHOCTHBIX 00A3aHHOCT eil W HapylUeHue
TPYAOBON JAMCUMIUIMHBL  PAOOTHUKH  KaHLCIAPUH HecyT OTBETCTBEHHOCTH B
HOpsAKE, PELYCMOTPEHHOM ACHCTBYIOINM 3aKOHONATENLCTBOM.

[.14. Hactosiuee noJoserie, CTPyKTYpa M LITATHOE pacrucaHue 'KaHUEApKH
VTBEPHIALOTCS PEKTOPOM. '

2. OCHOBH bIP SA}LAL]H I\AH[LEJI}H’I/]H

2o (_OBepUJeHCTBOBaHMC‘ CHUCTEMbI: ICJIONPOU3BOJICTBA B yHI/IBCpLMTETC
2 2. ONTUMA3ALUS CUCTEMbI A0KYMEHTO000pOTa B YHUBEPCUTETE.



2.3. OpraHu3alMOHHO-METOIMYECKOE PYKOBOJCTBO, KOOPIMHALMS M KOHTPOIb
ACATENBHOCTH  CTPYKTYPHBIX — IOJPA3ACJeHHIl  YHUBCPCHTETA MO  BOIIPOCAM
JIETIONPOU3BOACTBA U apXHBHOIO JIe1a.

2.4, Tloaroroska n oopmieHne TOKYMEHTOB B COOTBETCTBHH ¢ JIEHCTBYIOLLMMH
CTaHJapTaMH W [paBUIaMH,

2.5. KonTpoilb Hal IPOXOMkKICHUEM U UCTIOIHEHHEM TOKYMEHTOB B YHMBEPCHTETE.
2.6. BHenpeHue HOBBIX METO/I0R OpraHu3alliu JIeJI0MPOU3BOICTBA, B TOM YHCIIE Ha
OCHOBE MCITO/Ib30BaHUS COBPEMEHHbIX HH(MOPMALHOHHBIX TEXHOIIOIHHH.

2.7. lloBblleHne ypOBHA [OArOTORKM pabOTHUKOB YHHBEpPCHTETa B 00sacTH
JeJI0IIPOU3BOCTBA.

2.8. Pewenune nHbIx 3a1a4.

3. OCHOBHBIE ®YHKIIMU KAHLIEJIAPHUNA
3.1. JloxymMeHTallMOHHOE oDecneyeHne 1eaTeIbHOCTH YHUBEPCHTETA.
3.2.CBoeBpemeHHast obpaboTka rnocTynaroLen u OTIpaBJIsieMoH
KOPPECHOH/ICH MM, JIOCTABKA €€ 110 HAZHAUEHHIO. '
3.3. KoHTpoab HajJ CpoOKaMM UCIOJNHEHHs JAOKYMEHTOB W HX I[IpaBHJIbHbIM
oopmiieHueM. |
3.4. Peructpauus, yder, XpaHeHue U nepejada B COOTBETCTRYIOLME CTPYKTYPHbBIE
MoaApa3/ie/IeHHs JIOKYMEHTOB TEKYILEIo /Ie/JI0NPOU3BOICTBA, B TOM YHCIIe [IPUKA30B
W PACTIOPSHKEHUI PYKOBOJICTBA YHUBEpCUTETd, (JOpPMUpOBaHKE Hell U caadva uxX Ha
XpaHeHHe.
3.5. PaspaboTka ¥ MCHOJHEHUE MHCTPYKUMIA U JAPYTMX HOPMATHBHO-IPABOBBIX
JOKYMEHTOB [0 Be/ICHHIO /IeJ0MNPOU3BOACTBA B YHUBEPCHUTETE.
3.6. O6ecriedenne paGOTHHKOB CAYKOBI NENOMPOM3BOACTEA  HEOOXOAMMBIMHU
HHCTPYKTUBHBIMU M CIIPABOUYHBLIMM = MaTepUalaMu, & Takke MHBEHTapeMm,
00OpY/IOBAHMEM, OPITEXHUKON, TEXHMYCCKHMHU CpecTBaMH YIPABIEHUECKOTO
Tpyna.
3.7.  Metoauueckoe PYKOBOJCTBO  OpraHu3auded — JeJIONpOM3BOJACTBA B
MOApA3JIENEHUIX YHUBEPCUTETA, KOHTPOJIb HAaA MPaBHILHBIM (POPMUPOBAHUEM,
XpaHeHHeM W CBOEBPEeMEHHON cjaveill Jlen B apxuB, [IOArOTOBKa CIPABOK O
COOJIKOIEHIU CPOKOB MCIOIHEHNS LOKYMEHTOB. 51 ‘
3.9. VYyactde B [IOAIOTOBKE CO3bIBAEMbIX PYKOBOACTBOM  YHHBEPCHUTETA
COBELIAHMI, OpraHu3aiiis - UX TEeXHHYECKOro o0cayxuBaHus, ohOpMieHue
KOMaHAMPOBOYHBIX JIOKYMEHTOB, perucrpauus pabOTHHUKOB, NPHOLIBAIOIMX B
KOMaHAHPOBKY. |
3.10. ' TToarotoBka W [pEICTaBieHHE  PYKOBOACTBY MH(OPMALHUOHHO-
AHAMTHUECKMX  MaTepuaoB O  COCTOSIHMM M TEPCNEKTUBAX  PasBHTUS



JIOKYMEHTALMOHHOTO obecrieueHns NeATe/IbHOCTU YHHUBEpPCHTETA 7
UCTTOJIHUTEIILCKOR JIMCUHITIMHEI, |
3.11. Yuactue B npejenax cBoel KOMNETCHLMM B MOACOTOBKE M HCIONHEHWUU
YNpaBeHYeCKUX PEeLIEeHHii PYKOBOACTBA YHHBEPCUTETA.

3.12. Ocyulectenenne B npefenax cBoeil KOMOETEHLMH HHLIX (YHKUME B
COOTBETCTBHH ¢ HA3HAYEHHMEM W 3a/la4aMi YHUBEPCUTETA.

4. [IPABA KAHLIEJSIPUA
4.1. Kanuensipust nmeeTt npaso:
- [OJIy4aTh NOCTYNAIOUME B YHUBEPCHTET TOKYMEHTBI W HHbIC HH(OPMALMOHHbIE
MaTepualibl 110 CBOEMY  [POMMII0  JIeSTeNLHOCTH  JIIS  O3HAKOMJICHHS,
CUCTEMATM3HPOBAHHOIO YYeTa U UCIO/b30BAHMS B padore;
- 3anpalivBaTh W [OOJNy4arh OT PYKOBOIACTBA YHMBEPCUTETA M €ro CTPYKTYPHBIX
nojipasac/icHnii MHGopmMaLuio, HeOOXOUMYIO JUTSl BBITTOJHEHUS] BO3JIOXKEHHBIX Ha
Hee 3a1a4 M PyHKUHH;
- OCYWIECTB/SITL B MPE/le/iaX CBOCH KOMIETCHIMM TPOBEPKY U KOOPAUHALIMIO
HESATeNBHOCTH  CTPYKTYPHBIX  [OJAPA3/AC/ICHNI  YHUBEPCHTETA [0 BONPOCAM
JCIOTPOU3BOACTBA, O Pe3y/IbTaTax POBEPOK AOKIAAbIBaTh PYKOBOJICTBY;
- BO3BpallaTh WCIOJHKMTENAM HaA J10paboTKy OQOpPMIIEHHbIE ¢ HapylleHHeM
YCTAHOBJICHHLIX TIPaBMJI  [POEKTHI ~ JOKYMEHTOB, [JaBaThb PEKOMEHJALHH IO
YCTPAaHEHHI) BLISIBJICHHBIX HEAOCTATKOB;,
- BHOCHTb I1PEUIOKEHUS 110 COBEPUICHCTRBOBAHMIO CUCTEMb! JICIONPOM3BOJICTRA B
YHUBEPCUTETE;
- ywacTBoBaTh B nojbope U paccraHOBKEe KaJ(POB M0 CBOeMY MPoduIo
JIeATENBHOCTH;
- BHOCHTb MPEMJIOKEHHs PYKOBOJACTBY NO MOBBILIEHHIO KBaluduKaluu,
MOOIIPEHNIO M HAJMOKEHHIO B3blCKaHWi Ha pabOTHUKOB KAHLCIAPHUHA U JAPYTHX
CTPYKTYPHBIX NOAPA3AC/ICHHI YHHBEPCHTETA 110 CBOEMY NPO(YHILIO AeATEILHOCTH;
- y4acTBOBATL B COBCLIAHUAX [PH PACCMOTPEHMM BOIIPOCOB, OTHECEHHbIX K
KOMIETeHLMH KaHLesprK. i

5. OTBETCTBEHHOCTL

5.1. Berwo  10sHOTY  OTBETCTBEHHOCTH 33  KA4YeCTBO W - CBOEBPEMEHHOCTH
BbINOJAHEHM BOJIOKEHHBIX HacTosiuum [lonoxeHueM Ha KaHUEJsIpUIO 3a/lad U
(PyHKUMI HeceT 3aBeyIOIIUI KaHLeIsIpUe. ' P
5.2. 3aBeAytolumnit Kanuesipueit HeceT NepcoHanbHY0 OTBETCTBEHHOCTD 3a:

- opraiusainto paboThbl KaHIEMAPHUH, CBOCBPEMEHHOEC U KBaIM(UUUPOBAHHOE
BbINOJHEHUE [TPHUKA30B, PACTIOPSIKEHME, NOPYUEHHN BbILLIECTOSILIErO PYKOBOICTBA,
NEHCTBYHOLIMX HOPMATUBHO-TPABOBLIX AKTOB [10 CBOEMY POMUIIIO JIesTebHOCTH;



- pauuoHanbHOE U dQPEKTUBHOE UCTIONB30BAHNE MATEPUATIbHBLX, (MHAHCOBLIX H
Ka/IPOBbIX PECypCoB;

- COCTOSHME TPYAOBOH W MCIOAHWUTENLCKOH [UCUMIUIMHBL B KaHLCIApHH,
BBLINIOJIHEHKE e pabOTHUKAMM CBOMX ()y HKLMOHAIBHBIX 00s3aHHOCTCH;

- cobuoneHue pabOTHUKAME KaHLEMApUM NPaBUI BHYTPEHHErO pacrnopslxa,
CAHUTAPHO-TPOTHBOAHIAEMUUECKOIO PEKMMA, MIPOTHUBOIIOKAPHOH Oe3onacHoCTH
M TEXHUKN O€3011aCHOCTH,

- Be/EHHE JIOKYMEHTALLMH, MPE1yCMOTPEHHON JCHCTBYOLHM 3aKOHOIATE/ILCTBOM
PO:;

- mpelOCTABNCHHE B YCTAHOBICHHOM [OPSIKE AOCTOBEPHOM CTATUCTHUECKON M
MHON uH(OPMALIMK O AEATC/IBHOCTH KaHUEAPUH.

53.  Crenenh  OTBETCTBEHHOCTH  ApYrux  pabOTHMKOB  KaHUEMSAPHH
YCTAHABNMBAETCS  JONKHOCTHBIMM — WHCTPYKUMAMH B - COOTBETCTBMM €
JelicTRYIOIIMM 3aKoHoaTe 1bcTBOM Pd.
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