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I. OBIIIHUE ITOJIOKEHUSA

1.1. Kanuenspus SBISeTCS CTPYKTYPHBIM IIOApPa3feleHUEM Y PallbCKOTO
¢unrana QenepalbHOIO TOCYAapCTBEHHOI'O  OIOHKETHOTO  00pa3oBaTelIbHOTO
yUpEXIEHUs BbICHIEro oOpa3zoBaHUs «Poccuifckuit rocylapCTBEHHBIH YHUBEPCUTET
npaBocyiuss wumenu B.M. JleGemeray (r. UYensOunck) (mamee — dunuan),
MOYUHSIOIKMCS TUPEKTOPY hunana.

1.2. B cBoell JeATEeNbHOCTU KaHIEISIPUS PYKOBOACTBYETCS HOPMATHUBHBIMHU
npaBoBeIMU akTaMu Poccuiickoit Menepariun, YcraBoM YHUBEPCUTETA, HACTOSIIHAM
IlonoxeHueM, IpHKa3aMH M PACHOPSKEHUSIMHU JTUpeKTopa Guiuanga, WHBIME
JIOKaJIBHBIMU HOPMAaTUBHBIMU aKTaMU Y HUBepCcUTETa U (huiImana.

1.3. Co3ganre W Wu3MEHEHUWE KaHIENSIpWH, ero INTaTHas YHUCICHHOCTH
olpeleiercd INTaTHBIM pAaclUCaHWeM, YTBEpKACHHBIM IPUKa30M pPeKTopa
YHuBepcurera.

1.4. Kannemsprro BO3IJIABIIET 3aBEHyIOLINH, HAa3HAYaeMbId Ha JOJDKHOCTH
U OCBOOOXIAeMbIi OT JOJDKHOCTH TIPUKA30M JHUpeKTopa (QUiWana Ha OCHOBAHUH
3aKIIFOYEHHOT'O TPYIOBOTO TOrOBOpA.

1.5. KaHnenspus KOMIUIEKTyeTcsl pabOOTHWKAMHU, COOTBETCTBYIOIIMMU
KBaIM(UKALMOHHEIM TPEOOBAHUSAM TIO0 3aHUMAEMBIM JOJDKHOCTAM, XapakTepy
BBIIIOJIHAEMBIX TPYIOBBIX (YHKIUHN, ONpeAeIEHHBIX TOJDKHOCTHRIMU HHCTPYKIIASIMH.

1.6. Pabora kaHLenspuUU OpraHU3yeTCS Ha OCHOBE IIPWHITUIIOB 3aKOHHOCTH,
OOBEKTHBHOCTH, HE3aBUCHMOCTH, COYETAHWs €IMHOHAUYANNS B PEUICHHH BOIPOCOB
CIIy)KeOHON NeSTEIBHOCTH U KOJUIETHABHOCTH MPHU X OOCYXKICHUU, TIepCOHATBHON
OTBETCTBEHHOCTU KaKJOro pabOTHUKA 3a HUCIIONHEHUE JTOJDKHOCTHBIX OOS3aHHOCTEH,
IIPEAYCMOTPEHHBIX JOJDKHOCTHBIMUA MHCTPYKITUAMHU



1.7. JleSTenbHOCTh KaHIEMSAPUU [OAKOHTPOJBHA U IONOTYETHA TUPEKTOPY
¢dunuana.

1.8. TlpaBa ¥ 0053aHHOCTH, OTBETCTBEHHOCTH pPaOOTHUKOB KaHUEISIPUU
OTIpEIEIITIOTCS HOPMATHUBHBIMHM IIPaBOBBIMM akTaMu Poccuiicko @exepanuy,
JOKaAbHBIMKA HOPMATHBHBIMKM aKTaM¥W YHWBEpCHTETa W (uindama, B TOM YHCIE
TOJKHOCTHBIMU MHCTPYKIUSIMHU, a TaK¥Ke TPYIOBBIMU TOTOBOPaMHU.

1.9. Kanuenspuss mMmeeT KpyINyl0 MacTUYHYKO II€4aTh C HaWMEHOBaHUEM
«Kannensapus» ¥ TONHBIM/KpaTKAM HaWMEHOBaHHEM (UiHala, Haxo[Allyocs
B PaCIOPSHKEHUH 3aBEIYIONIETO KaHIEIIIPUEH.

1L HEJU N 3AJAUN KAHIIEJAPUUN

2.1. llempro  AeSTENBPHOCTH  KaHUESPUM  SIBISETCS  OpraHM3alus,
PYKOBOACTBO, KOOPAUHALIUS, KOHTPOJIb U peanu3alusa paboT 1o JOKyMEHTAIIMOHHOMY
o0ecIieueHUO YIIPaBICHHUS.

2.2. 3aladaMy KaHIEeJSPUU SIBIISIOTC:

2.2.1. obecreyeHne €IUHOTO TOPSAKA JOKYMEHTHUPOBAHWS, OPTaHW3AIUN
paboThl C [OKYMEHTaMM, KOHTPOJS HCIOJHEHUS JOKYMEHTOB U TIOATOTOBKHU
IOKYMEHTOB K Iiepejiaue B apXuB;

2.2.2. coBepIieHCTBOBaHNE (JOPM U METOLOB pabOoTHI C JOKYMEHTaMMU;

2.2.3. cokpaliieHre TOKyMEeHTO000pOTa U KoJInyecTBa (hopM JOKYMEHTOB;

2.2.4. pazpaboTka ¥ BHEIPEHHE HOPMATHBHO-METOAMYECKUX ITOKYMEHTOB
IO COBEPILIEHCTBOBAHUIO JIOKYMEHTAIIMOHHOT'O O0ecIedeHus yIpapieHus;

2.2.5. BHeApeHWE IPOTPECCUBHBIX TEXHOJIOTHH 00pabOTKM TOKyMEHTOB Ha 6a3e
[IPUMEHEHUS BEIYUCIUTENBHON U OpraHU3alliOHHON TEXHUKHY;

2.2.6. ocymiectBieHre 6€3MOKYMEHTAIIMOHHOTO OOCITY)KMBAHUS OEATEILHOCTH
bmnana.

1. ®YHKIONHU KAHIEJAPUA

3.1. Kanuenspus obecreurBaer:

3.1.1. pa3paboTka, BHeIpeHUE YHUPUIUPOBAHHBIX (OpM TOKYMEHTOB
¢Gunuana, BHeCEHIE B HUX U3MEHEHUH;

3.1.2. ocymiecTBieHYe YKCIETUITMOHHON 00pabOTKH, perHCTpaIlii JOKYMEHTOB
U Y4ETHO-CIIpaBOYHON paboThI 10 JOKYMEHTAaM;

3.1.3. opraHusaus CBOEBPEMEHHOIO PACCMOTPEHUS U MOATOTOBKHU K OKIALY
IUpEeKTOpy (¢unuaia IOCTYNAlOIIMX JOKYMEHTOB, OCYIIECTBIEHHE KOHTPOJIL
32 TIPaBWJIBHOCTBIO OGOPMIEHHUS JOKYMEHTOB, TPEACTaBIIeMBIX Ha MOJIHChH
JIUpeKTopy huiinana;



3.1.4. perynupoBaHMe  XOJa HCIIONHEHHAS  HOKYMEHTOB,  KOHTDPOJA
IPOXOKIEHUA, OPOPMIICHUS U HCIOJIHEHWS NOKYMEHTOB B YCTAHOBJICHHBIH CPOK;
o0o0IeHre CBeNeHMM O XOJe U pe3yibTarax MCIOJHEHUsS [TOKyMEHTOB,
cucTeMaTh4ieckoe HHMHOPMUPOBaHHUE AUPEKTOpa Grnaia o 3TUM BOIIpocam;

3.1.5. opraruzanys KOIUPOBAHUS U ONEPATUBHOIO PA3MHOXKEHUA JOKYMEHTOB;
pa3paboTKa ¥ MPOeKTHPOBaHKE OIIAHKOB TOKYMEHTOB;

3.1.6. pazpaboTka CBOJHOW HOMEHKIATYphl Oen Quinana, obecledeHue
XpaHeHHUs [Nl ¥ OMEPATHBHOTO UCIIONIB30BaHMS JOKYMEHTHON HHMOpPMaIIny;

3.1.7.  opranuzaius paOOThl MO IPEIJIOKEHUSIM, 3aABICHHIM M JKamoOam
TpaXk[IaH;

3.1.8. xouTpommpoBaTh paboTy C JOKYMEHTAMH B  CTPYKTYpPHBIX
nofpasaeneHusx Gunuana;

3.1.9. pazpaborka (COBMECTHO C COOTBETCTBYIOLIUMU CTPYKTYPHBIMHU
TIOZIpa3IeICHUSIMU ) MEPOIIPUSITHH 110 COBEPIICHCTBOBAHUIO (DOPM ¥ METOOB PabOTHI
C JOKYMEHTaMHU, a TakKe I10 ITOBBILIEHUIO UCTIOHUTEIBCKON TUCITUILINHEI;

3.1.10. ocymiecTBiEHHE KOHTPOJS 3@ IPAaBUWILHOCTBIO  O(OPMIIEHHUS
U (POpPMUPOBaHUS CTPYKTYPHBIMH TIOApa3NeNeHUIMA GUiavaia Jaes, IOJJICKAIIX
clade B apXuB;

3.1.11. mpoBenenme coBELlI@aHUW W KOHCYIBTUPOBAHUE IO BOIPOCAM,
OTHOCSIIUMCS K KOMIIETCHIINH KaHIIEISIpUH;

3.1.12. mOAroToBKa U MPEIOCTaBICHUE YCTAHOBIEHHON OTYETHOCTH;

3.1.13. opranuzanus 1 BeieHUE AEJIONPON3BOICTBA KaHIEISAPUL.

IV.IIPABA 1 OBA3AHHOCTHU

4.1. PabOTHUKY KaHIIETIPUN UMEIOT IPaBo:

4.1.1. BHOCHTH Ha pacCMOTPEHUE pPYKOBOACTBa (UIHaTa IIPeAIOKCHUS
110 YJIYUIIEHUIO JeATeNbHOCTH HOAPa3IeICHUS;

4.1.2. zampanmmBarth B CTPYKTYPHBIX ITOApasfelieHuIx (Quiuaia UH(OOPMAIINIO,
HEOOXOIUMYIO Ul OCYIIECTBICHUS 3a0a4 W (DYHKITH KaHIIEISIPUU;

4.13. yuactBoBaTb B OOCYXJIEHWH BOTIPOCOB O COCTOSHHH paboTHI
C TOKYMEHTaMH U COBEPILIEHCTBOBAHUU (GOPM U METOAOB pabOTHI C HUMU;

4.1.4. TpebGoBath OT pPYKOBOAWUTENEH CTPYKTYPHBIX TIONpa3[eieHUH
BEIIIOJIHEHUSI YCTAHOBIICHHBIX IIpaBWJ paboTBl ¢ JOKYMEHTaMH B Y HHUBEPCHUTETE
u punnane;

4.1.5. IpOBOIUTE MPOBEPKY OpPTraHW3alllN JIOKYMEHTAIIMOHHOTO obecreueHus
YIpaBJIeHUs B CTPYKTYPHBIX MOApa3fiefeHusIX Guiraia U JOBOJAUTH UTOTH IIPOBEPKH
70 PYKOBOAUTENIEM CTPYKTYPHBIX IIOApA3feicHuH U pyKOBOACTBA (puirmaia
IS IPUHSTUSA COOTBETCTBYIOIIUX MEp;



4.1.6. BO3BpAIllaTh UCIIOTHUTEISIM Ha TOpabOTKy JOKYMEHTHI, IIOATOTOBIECHHBIE
C HapyllIeHNEeM YCTaHOBIEHHBIX TPeOOBaHU;

4.1.7. Ha OpraHM3AIMOHHOE W MaTepPHAbHO-TEXHUYECKOe oOecIieueHne CBOEH
npodeccuoHaNbHON AesSTeNbHOCTH;

4.1.8. oOkanoBaTh TpPUKa3bl ¥ PACIOPsDKEHWS JUpeKTopa  (uinana
B YCTaHOBJIEHHOM 3aKOHOJATEIbCTBOM IIOPSIKE;

4.1.9. momyuaTp OT pPYKOBOIOMTENEWA  CTPYKTYPHBIX  IIOJpa3IeiICHUN
YCTaHOBJIEHHYIO OTYETHOCTb, CBEIEHUSA U AOKYMEHTBI, MCXONS U3 BO3JIOXKEHHBIX
Ha [oJpa3aesieHue 3a/1a4;

4.1.10. ocCymecTBIATh WHBIE IIpaBa, IPEIyCMOTPEHHBIE HOPMATUBHBIMHA
paBOBEIMU akTamu Poccutickoit @enepaiuy U JOKaJIbHBIMU HOPMATHUBHBIMU aKTaMu
YHuBepcurera.

4.2. PaOOTHUKY KaHIEISIPUU 00S3aHbI:

4.2.1. CBOEBpPEMEHHO M KAUEeCTBEHHO BBINOJHITh 337a4i, BO3JI0OKEHHEIE
Ha OT[ell, B COOTBETCTBUU C HAcTOAWMM [looXeHreM, UHBIMUA IIPaBOBBIMU aKTaMU
VYHuBepcUuTeTa, TOHKHOCTHBIMU MHCTPYKLIUSIMU U TPYIOBBIM JIOTOBOPOM;

4.2.2. cobmomaTe HOpPMAaTHBHBIC IIPaBOBBIE aKThl Poccuiickoit Demeparuu,
VYcraB ¢ TOKaNbHBIE HOPMAaTUBHBIE aKThl Y HUBEPCUTETA;

4.2.3. BBHINIOJHATH HHBIE O00S3aHHOCTH, NIPEIYCMOTPEHHBIE HOPMAaTHUBHBIMU
IpaBOBBEIMU akTamu Poccutickoit @enepanivu U JIOKaJIbHBIMU HOPMATUBHBIMU aKTaMU
VYHuBepcuteTa U Qunuaa.

V. OTBETCTBEHHOCTD

PaGoTHuKKM  KaHIeNspUX HECYT OTBETCTBEHHOCTH 3a  HEUCIIOJIIHEHWE
WIK  HeHajie)kalllee  MCIOJHEHWE  CBOMX  JODKHOCTHBIX — OOSI3aHHOCTEH,
pErIaMEeHTUPOBAHHBIX TPYIOBBIM JOTOBOPOM M JIOJDKHOCTHBIMU HWHCTPYKIUSAMH,
B COOTBETCTBHUU C IPABOBBIMU aKkTaMu Poccutickoit denepanuu.

VI. BBAUMOOTHOIIEHHUS C THBIMU
HHOAPA3SAEJEHUAMU OUJINAJA

B38.HMO,Z[€I>10TBI/IC KaHOoeJsipuy € HHBIMH @ IIOOPA3ACIEHUAMU (bmmana
u yHI/IBepCI/ITeTa OIIpeAeIrIeTCA  3aladaMu U Q)YHKIII/ISIMI/I, BO3JIOJKCHHBIMHA
Ha TIIOAPA3ACIICHUE HACTOAIIHNM IIOJIOKEHHUEM, H OCYIINCCTBIIAACTCSA B IIPEACIIaX
KOMIIETEHIIUU KaHIICIISIPUH.

HavanepHuK OTIeNa KaapoB B.A. benoycosa




