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1. O6mue nonoxxeHus

1.1 IOpumuueckuit ornen (nanee - Otnen) waxomures B cocTaBe
(enepansHoro TOCYIapCTBEHHOTO GHOIKETHOrO 06pa30BATENBHOIO yupexneHus
BBICIIEro 00pasoBanus «Kanmpiikuii TOCYNapCTBEHHBIN YHUBEPCUTET UMEHU b.B.
I'oponosukoBa» (mamee ®I'BEOY BO «KanmI'V») B kauectge CTPYKTYPHOIO
TIONPa3/ICNICHHA ¥ NENHCTBYET B COOTBETCTBUM ¢ Y CTABOM.

1.2. B cBoeit pestenbHocTH OTACT NOMYMHACTCH HENOCPEACTBEHHO
YIPaBJIAIOLWEMY JENaMH.

1.3. Mecronaxoxnenne oTaena: 358000, Pecny6Giuka Kanmbikus, r.
OnucTa, yiI. [Tymkuna, 11, Kopmyc | «a», xab. 214

1.4. Otmen B cBoeii ACATCIIBHOCTH  PYKOBOJCTBYETCS JAEHCTBYIOIUM
3aKOHOJATeNIbCTBOM  Poccuiickoii Denepaumu  u Pecniy6mukn  Kanmbikus;
IIPHUKA3aMH U pacHOpsKeHHSAMU Muno6pHayku Poccum; Verasom KanmI'V;
KOJUIEKTHBHBIM I0OOBOPOM; IpaBHJIaMU BHYTPCHHEIO0 pacHopsaka W HHBIMH
JoKalIbHBIMU akTaMH PI'BOY BO «Kamml® Y»; cornamenusmu u JIOrOBOpaMH B
TOM YHCIE MEeXIyHapOIHBIMU; NMPHKA3AMH, DPACHOPSDKEHUAMH W YKa3aHHSAMK
PEKTOpa; monoxxeHneM o6 ynpasneduu Aenamu; HacTosAwmM ITonoxenuem.

1.5. Havaneguk OTZeJIa Ha3HAYaeTcsl Ha JOJDKHOCTD WU 0CBOOOXKaeTCs OT
3aHUMAeMOH JOMKHOCTH HPUKa30M PEKTOpa 10 NpeAcTaBaeHno Ynpasisiomnero
A€naMd, a  pabOTHHKH oTmena B COOTBCTCTBMH €  JeHCTBYIOLIUM
3aKOHOIATEIHLCTBOM.

1.6. JluxkBupauus u peOpranusanus oTnena ocCyLiecTBASIOTCS NpUKa3oM
pexkropa ®I'BOY BO «Kanm['Vy. Hononnenns u wusmenenus BHOCSTCS B
Hactosmee Ilonoxenne mpuxkazom PEKTOpa MO NMpEACTaBIEHUIO yHpaBJfIOLIEro
ACJIaMU M HavaJbHUKA OTejIA.

2. Crpykrypa ropumnyeckoro oTnena

2.1. IOpunuueckuii otaen BXOLHMT B CTPYKTYpy YNpaBneHus nenamu.

2.2. Crpykrypy u LITaTHYIO YHCIEHHOCTh OTHENA YTBEPXKIAET peKTOp
®I'OY BO «Kanml® Y, ucxons M3 ycnoswii u OCOOEHHOCTEH JesTeNnbHOCTH
OpraHu3anuu, Mo NpencTaBICHHIO YTPABIAIOIIEro nenamu W (M) Ha4aTbHHKA
IOPUIIYIECKOTO OT/IeNa, COTTIACOBAHHOMY C (UHAHCOBO-3KOHOMHYECKUM OTIEJIOM.

3. Uenu, 3apaun u GyHKIMHU oTHEeNna

3.1. Ilenu otaena:

- obecnedyeHne  coGmromeHus B YHHUBEpCUTETE  neicTBYIOLIEro
3aKOHOJIaTeNbCTBA;

- obecnieyenue npasogoii 6esomacuoctu 8 ®I'BOY BO «KanmMI'V», B T.4. B
00JIaCTH NPOTHBO e CTRIS KOPpYILHXH.

3.2. B pamkax 3asBnenHmnix Lenel Ha ropumMueckuit ormen BO3j1ararrcs
CIICAYIOIIHE 3a0aYH:

- IIpaBoBOe obecrneyenue ACATE/ILHOCTH YHHBEPCUTETA M OTCTAUBAHUE ero
3aKOHHBIX HHTEPECOB.,

- COIpPOBOXJCHHE NOrOBOPHON K IIPETCH3NOHHO-HCKOBOM AesITEIbHOCTH
YHHBEpPCHTETA.



- TPpaBOBad SKCIEPTH3a NOKaIbHBIX akToB ®I'EOY BO «KanmI V.

- KOHCYJIBLTHPOBAaHHE MOMKHOCTHBIX JIMI U PaGOTHUKOB YHHBEpCUTETA 10
IOPUIMYECKHM BOIIPOCaM,

3.3. B cooTBeTcTBHH ¢ HEJAMA 1 3a1a4aMH FOPUAHYECKUH OTIEN BBITOJIHSIET
crenyromue GyHKIHM:

3.3.1.  OGecneunBaer cobmonerue 3aKOHHOCTH B  JIEATENbHOCTH
YHUBEPCUTETA U 3aLLUTY €ro MPaBOBBIX HHTEPECOB.

3.3.2.  Ocyuwectrusier NMPABOBYIO  SKCNEPTH3Y NPOEKTOB  IpPHUKA30B,
HHCTPYKIHUH,  TIOJIOXKEHHH | APYTHX  aKTOB  TIPaBOBOrO  XapaKTepa,
TIOAroTaBNMBaEeMBIX B YHHBEPCHTETE, BH3HPYeT HX, a TaKke y4YacTByeT B
HEOOXOIMMBIX CITy4asX B MOATOTOBKE TIX JIOKYMEHTOB.

3.3..3. IlpuHuMaeT Mepsl MO M3MeHeHUIo WM OTMEHE MpAaBOBBIX aKTOB,
WSNAHHBIX €  HapyLIEHWEM AeHCTBYIOLIEro 3aKOHOHAaTeNIbcTBa  Poccuiickoii
Denepanuu.

3.3..4. Opranusyer [TOZTOTOBKY 3aKIIOYEHMHT 110 NPaBOBBIM BOIIpOCaM,
BOSHUKaolwmM B sesitensHoctd GI'BEOY BO «Kanml ¥Y», a Takxe npoextam
HOPMAaTHUBHBIX aKTOB, MOCTYNAIOIINM HA OT3BIB YHUBEPCUTETY.

3.3..5. O6ecneunBaetr Metomuueckoe PYKOBOACTBO MpaBoOBOi paGoToii B
YHUBEPCUTCTE, pa3bsiCHEHHE JEHCTBYIOLIEro 3aKoHomarenbcTBa  Poccuiickoit
Qefepallid M TIOpSKOK . ero NPUMEHCHUS, OKAa3aHUE MPaBOBOH [IOMOLIH
CTPYKTYPHBIM TMOJPAasfeNeHUsM B IpeTeH3HOHHOLN pabote, mnoaroToBky u
nepenady HeOOXOAMMBIX MaTepPHAIIOB B CyneOHble 1 apbUTpaKHbIe OpraHbl.

3.3..6. Ilpencrapuser MHTEPECEl YHUBEPCUTETA B Cyfie, apOHTPaKHOM cyne,
@ TaKXe B rOCYNapCTBEHHBIX H OOINECTBEHHEIX OpraHH3alHAX MPH PACCMOTPEHHH
TIPABOBBIX BONIPOCOB, OCYIIECTBIAET BEACHUE CYAeOHBIX H apOUTPaXKHBIX el

3.3.7. YuactByer B noaroroske u 3aKIIIOYCHUH KOJUTEKTUBHBIX JOTOBOPOB,
OTPaC/eBBIX  TapUQHEIX  COMMaLIeHMH, paspaboTke M ocymiecTBIeHHH
MEPONPHATUH 10  YKPEMIeHHIO TPYHOBOW  UCLMITIMHEI, PEryaupoBanuo
COLIMAIIBHO-TPYAOBBIX OTHOIIICHMIA.

3.3.8. Bosrnasiuser paboTy no amammsy wu 000611enHHI0 pe3yibTaToB
PaCCMOTPEHHS TIpeTeH3uii, cyne6HbIX u apOUTPaXKHBIX ZeJ, a TakKe NIPaKTUKH
SaKJIOYCHUS. UM MCTIONHEHUS  XO3SICTBEHHBIX AOTOBOpPOB,  pa3paGarbiBaer
IIPCATIOKEHUS. 110  yNy4dIIEHMIO KOHTPOJII 3a coOmoneHuem JIOTOBOPHOI
AUCHUIUIAHBL,  YCTPAHEHHIO  BBIABJICHHEIX HEJIOCTAaTKOB M yny4iIeHuro
NIPOU3BOACTBEHHOH U XOSHﬁCTBeHHO-(i)HHaHCOBOﬁ AearenbHocty OI'BOY BO
«KammI'Vy.

3.3.9. Vuacteyer = pa3paboTke M ocyLiecTBIeHHH MEPOIPUATUH O
YKPEIICHUIO OrOBOPHOM, (DHHAHCOBOI U TPYAOBOH IMCLHILIHHEL, 06ecHeqeHnio
COXPaHHOCTH UMYLUECTBA YHUBEPCHTETA.

3.3.10. Tloarorasmugaer 3aKIIIOYEHHUS 10 TPEJIONKEHUIM O NPUBJICYEHU U
paboTHHKOB YHHBEPCUTETa K  NUCLUMIUIMHApHOH  u MaTepUalibHOMA
OTBETCTBEHHOCTH.

3.3.11. Opranusyer yyer, XPaHCHHE, BHECEHHE MPHHATBIX H3MEHEeHHil B
HOPMaTHBHBIE aKTHI By3a.

3.3.12. O6ecnieunpaert HHQOPMHPOBaHUe PabOTHUKOB By3a 0 neHcTByOmEeM
3aKOHOZaTeJIbCTBe Poccuiickoii Denepanuu, a taxke OpraHu3alMIo padoThl 1O

U3YUEHUIO HAOJDKHOCTHBIMU JIMIaMHu YHHUBepCcUTETa HOPMAaTHUBHEIX IIpaBOBEIX
aKTOB, OTHOCSIIIUXCH K HX esaTEeNbHOCTH.



3.3.13. Ocymecreaser METOIMYECKOE PYKOBOJCTBO AEATENbHOCTHIO APYTHX
CTPYKTYPHBIX NOJpa3eeHH i 10 IOPHIHYECKIM BOIIpOCcaM,

3.3.14. Ob6ecneunpaer B Npeaenax cBOel KOMIETEeHLHH 3alUTY CBEAECHMI,
COCTaBIAIOIMX KOMMEPYECKYIO TallHy, W HWHBIX CBeJeHHIi OTPaHHUYEHHOTO
pacnpocTpaHeHus. |

3.3.15. OcyiuecTBnsieT B COOTBETCTRHM C 3aKOHOZATeNbCTBOM Poccuiickoii
Qenepauuu pabory 1o KOMIUIEKTOBAHHIO, XPaHEHHIO, YYeTy U HCMOIb30BAHMIO
ApXMBHBIX TOKYMEHTOB, 00pa30BaBIINXCS B XOJI€ NeATEJILHOCTH OTHEJIA.

4. PykoBoactso

4.1. O6wee pykoBoaCTBO paboToil otaena ocyuiecTruster YOpaBJSIOIHHA
Jlenamu.

4.2. Henocpencraennoe PYKOBOACTBO paboTOH ropuamueckoro oriena
OCYIICCTBISET HAYAIBHUK OT/IEA.

4.3. HauaneHuk OpHaHYecKoro OTACIa [OJDKEH HMETh BBICLICE
npodeccroHanbHoe (ropuanyeckoe) oOpazoBaHHe U  cTax pabotel o
CICLHHAIBHOCTH HE MEHEe 5-TH JIerT.

4.4. HayaneHux otnena:

" PYKOBOAHMT BCEH [€ATENBHOCTBIO OTHENa, HeceT [IePCOHANbHYIO
OTBETCTBEHHOCTb 33 CBOEBPEMEHHOE M KAYECTBEHHOE BBEIITOJIHEHUE BO3JIOXKEHHBIX
Ha OTHeN 3a/1a4 ¥ QyHKUMi;

- OCYIICCTBILIET B IpejieNiaX CBOeH KOMIETeHLnu GyHKIMK ynpaBnedus
(nnaHupoBaHus, OPTaHU3ALMH, MOTHBALUM, KOHTPOJIs), NPUHUMAET pelleHHs,
00sI3aTeNIBbHBIE IIS Beex paboTHHKOB oTENA;

- pacmpenenser GpyHKUHOHANbHbIE OGA3aHHOCTH M OTACJIbHBIE TOPYYEHUS
MEXIy COTPYAHUKaMH OTAENa, YCTAHABIMBACT CTElEHD X OTBETCTBEHHOCTH, NpH
HE0OXOIUMOCTH BHOCHUT NMPEANOXKEHUS yNPABIAIOIEMY AeNaMH 06 H3MeHEeHHH
AODKHOCTHBIX MHCTPYKIMH MO TYHHEHHBIX €My pabOTHHKOB;

- BHOCHT pykosoactsy OI'BOY BO «KanmlVy NPEMIOKEHUS 110
COBEPIICHCTBOBAHHIO paboTHl OTHeNa, ONTHMM3ALUHU €T0 CTPYKTYPhl M LITATHOI
YHCIIEHHOCTH;

- YHACTBYeT B NEPCNEKTHBHOM U TeKyliem MUTAHUPOBAHUU AEATENBHOCTH
OTA€Na, a TaKKe MOArOTOBKE MpPHKA30B, PacloOpsHKEHMI U HMHBIX JOKYMEHTOB,
KaCaroIuXcs BO3JIOKEHHBIX HA OTHEN 33024 GYHKIIMIL;

- TPUHHMAeT HeOOXONMMbIE Mephl s YJIYYIICHUS MaTepHabHO-
TEXHUYIECKOro M MH(OPMaLHOHHOTO obecrieyeHus, ycnopmii TPY/Zla, TOBBILIEHUS
NIPO(ECCHOHANBHOI TOArOTOBKH paboTHHKOB oTxHeNa;

- YHaCTByeT B noabope M  paccTaHOBKe KaJpoB OTHeNna, BHOCHUT
pPykoBoactBy ®I'EOY BO «KanmIVy IIPCIUIOKEHHUS O MOOLIPEHNH U HATOXKEHUH
AVCLUMIUIMHADHBIX B3BICKAHUY Ha paboOTHUKOB oTxeNa, HaIllpaBJI€HUH HUX Ha
IIEPCIIOATOTOBKY M MOBBIIIEHHE KBanu(puKanuu;

- COBEPLICHCTBYET CHCTEMY TPY10BOil MOTHBALINH pabOTHUKOB oTxena;

- OCYIWICCTBIACT KOHTPOJb 32 HCHONHEHHeM NIOAYMHEHHBIMH  eMy
PabOTHHKAMH CBOMX OMKHOCTHAIX 00sI3aHHOCTEH, COBMONeHUEM TPYAOBOIA
AUCLIUILIHHEI, CaHUTAPHO-IIPOTHBOANHIEMHYECKOTO PeXuMa, npoTuBONONKApHOI

6e3onacHocTH, OXPaHbI TPyJa U TEXHUKH 6€30MacHOCTH 1 AEATEIbHOCTRIO OT/IeNa
B LIEJIOM.



4.5. B nepron orcyreraus HavalbHUKa OTAe/a €ro 00I3aHHOCTH HUCIONHSET
Ha3HA4YCHHBIN NpuKa3oM pekTopa GIEOY BO «KanmI'V» npyroii paboruux.

4.6. HauansHuk oTaena win JIMLO, UCTIONHSIOLIEE ero 00SI3aHHOCTH, UMEIOT
1IPABO BECTH MEPENHCKYy HO BOMpOCaM, BXOIMIIIMM B KOMIIETEHLMIO OTHeja, a

TaKXe 10 APYrHMM BOMpOCaM, He TPeOYIOUMM COrnacoBanus c aAMHMHHUCTpaLUel
@I'BOY BO «KanmIVy.

5. I1pasa

5.1. FOpuauveckuit otnen umeer paBo:

- HOJIY"aTh MOCTYNAIOLIME B OTAE/ NOKYMEHThI H HHBIE MH(POPMaLHOHHbIE
MATepHalEl [0  CBOEMY INPODHII0  AeATeNbHOCTH AL O3HAKOMIIEHHH,
CHCTEMATH3MPOBAHHOI'O Y4eTa U UCIIOIb30BAHMUS B pabore;

- SallpalllnBaTh ¥ NOJy4YaTh OT PyKOBOmHTeNel B BOY BO «Kanm['Vy» u
€T0 CTPYKTYPHBIX NOApa3AeeHuit HHdOpMaLHIo, HEOOXOAMMYIO IS BBINOMHEHUS
BOSJIOCHHBIX HA HeTO 3a71a4 U QYHKLHiL;

- BHOCHTD IPEIIOKEHHSA 110 COBEPLICHCTBOBAHMUIO $OpM U MeTon0B paGoTh
oTzena,;

- BHOCHMTb Ha PacCMOTpeHHe PYKOBOICTBY NpeaioxeHus Mo paspaboTke
JIOKaJIbHBIX JOKyMEHTOB;

- BO3BpaIaTh UCIOJIHUTENISAM Ha H0paboTKy NOKYMEHTEI, NPOTHUBOpeYaIne
3aKoHOnaTensCTBY Poccuiickoii Menepauu u mokansHemM aKTaMm By3a.

- BHOCHTL mpemnoxeHus pykosoactsy ®I'EOY BO «KammI'V» o
TIOBBILIEHNIO  KBaNH(HKALIH, TIOOIIPCHHIO M  HAIOXEHWIO B3BICKAHHH Ha
paboOTHUKOB OTena;

- YHaCTBOBATh B COBEIIAHMAX MPHU PacCMOTpEHHH BONIPOCOB, OTHECEHHBIX K
KOMIETEeHIMH OTaEeNa;

- TPCACTABNATL B YCTAaHOBJICHHOM MOpsIKe NPENNpUiTHE B OpraHax
TOCYHApCTBCHHOH BIACTH, HHBIX YUpPENKICHHIX W OpraHu3alusIX MO BOMpocam,
BXOIIIIAM B KOMITETEHLMIO OTIiedIa;

- IPHHAMATL MepbI NPH OGHAPYKEHHH HapyleHHH 3akOHHOCTH B O EOY
BO «KanmI'V» u noknamsisats 06 STHX HAPYIUCHUAX PEKTOPY IS MpHBICYeHHS
BHHOBHBIX K OTBETCTBEHHOCTH;

- 10 COIIACOBAHHIO C PEKTOPOM HPHUBIIEKATE SKCIEPTOB U CNEILHAIUCTOB B
OTPac/i NpaBa U TPYIOBOIO 3aKOHOAATELCTRA A KOHCYJIBTAlWH, [TOATOTOBKH
3aKIII0YEHUH, peKOMEeH AUl 1 NIPEITOXKEHUH.

6. OTBeTCTBeHHOCTE

OTACJIOM 3ala4y U (yHKUMiL, TIPETyCMOTPEHHBIX HACTOSIIIM TMIOJIOKEHUEM, HeceT
HavaJbHHUK OT/ejia.

6.2. Hauaneuuk otnena mecer HICPCOHANBHYIO OTBETCTBEHHOCTB 34

- Opranm3anuio paGoTel oTxena, CBOCBPEMEHHOE U KBaNM(pUUMPOBaHHOE
BBILIO/IHEHHE IPUKA30B, PACHIOPSIKEHHUH, NIOpY4eHH# BhIIIECTOs e PYKOBOJCTBa,
JNCHCTBYIOIINX HOPMaTHBHO-TIPaBOBBIX 4KTOB MO CBOCMY NMPOQUIIIO JesITeNbHOCTH,

- PalHMoHalbHOe M 3(dexTHBHOE HCIIONIb30BaHHE  MaTepUaNbHBIX,
(GuHAHCOBBIX 1 KaJpoBbIX pecypcos;



- COCTOSHHE TPYNOBOM M  HCHOJHUTENLCKOlN AUCUMIUIMHBL B OTHene,
BBITNIOJIHEHHE €10 pabOTHUKAMHU CBOMX QYHKUHOHANBHEIX 00s13aHHOCTei!;

- CoOnMroaeHne paGoTHHKaMy OTACJa INpaBUil BHYTPEHHEro pacmopsinka,
CaHMTapHO-NPOTHBOSUAEMUYECKOrO PEXHUMa, NpoTHBOMOXApHOIH GeszonacHocTH
H TEXHUKHU 6e30macHocTH;

- BEIEHHE JOKyMEHTaluu, IIpelyCMOTpEeHHOIH AeHCTBYIOIUMU
HOPMaTUBHO-NPaBOBBIMH JAOKYMEHTaMU;

- NpenocTaBIcHHe B YCTaHOBJIEHHOM opsifKe JOCTOBEPHOIH
CTaTHCTUYECKOH U HHOM HHpOpManuy o NEATENIbHOCTH OTAENA.

6.3. OTBeTcTBeHHOCTD COTPYNHHKOB OTAeNa MNpaBOBOroO K KaJpoBOro
obecneueHus yeranapmBaeTcs HX IOJDKHOCTHBIMH MHCTDPYKLIHSMH.

Ynpasnsromuit nenamu 3.0. Oprioesa

HavansHux ropunmyeckoro oTxelna A.B. Jlxum6uen
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