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[MNOJO’KEHHUE Ob OTAEJIE
1O MPABOBOW PABOTE U JAEJIONTPOU3BOJICTBY

I. OBIUHE MOJIOKEHUS

I.1. Hacrosiuee nonoxenne 06 Otzene no npaBoBoii paGote U Ae10NPOM3BOJACTBY
(nanee — Ilonoxkenne) pa3paboTaHO B COOTBETCTBUM AHCTBYIOLIMM 3aKOHOATENbCTBOM
Poceniickoit ®eaepaunu u Pecriy6auku Bawkoprocran, Ycrasom OGpa3oBaTenbHOro
yupexaeHus npogcoro3oB Beiciero odpasoBaHis «AKaJAeMUs TPYAa U COLMANBHBIX OTHO-
wenui» (nanee — Yeras), [lonokennem o puauane, 10KalbHBIMA HOPMATHBHBIMH AKTAMH
OGpasosatesibHOro yupexkaeHus npodcoio3or Beiciero o6pa3oBaHua «AKaaeMus TpyJa u
COUHATBHBIX OTHOLUCHHI (nanee — AKajaemus), TpeGOBaHHAMH 3aKOHOAATENBCTBA O NPO-
THBOICHCTBUN KOPPYILMH, O 3alIMTE NEPCOHANBHBIX AaHHBIX, TPeOOBAHUAMM 1OKYMEHTa-
LHH CHCTEMbl MEHE/UKMEHTA KauecTsna.

I.2. Otraen no npasoBoii pabote 1 aeronponssoacTsy (nanee — Oraen, OTPu/l) ss-
JCTCA CTPYKTYPHBIM NOApasae/ieHHeM balllkHpCKOro HHCTHTYTa COLMAIbHBIX TEXHOIOTHI
(punnana) OGpa3zoBaTeNbHOIO yupekACHHS NPOGCOK30B BHICIIEro 00pa3oBaHns «AKaze-
MUS TpyJa ¥ COLMAIbHBIX OTHOILIEHHH» (nanee — MHCTHTYT).

1.3. OpraHu3auMOHHOE, METOAMYECKOE PYKOBOACTBO M KOHTPOIb AEATENbHOCTH
OTZIe/1a OCYIUECTBIACT HEMOCPEACTBEHHO AupexkTop MHcTuTyTa.

I.4. B cBoeii seaTenbHOCTH OTACN PYKOBOACTBYETCS AEHCTBYIOMMM 3aKOHOAATE b~
ctBom Poccuiickoit ®enepaunn u Pecny6auku Bamkoproctan, YcraBoM, J0KaabHBIMH
HOPMAaTHUBHBIMH aKTaMH AKaJeMHH, a Takke HacToswum [Tonoxenuem.

ILCTPYKTYPA OTAEJIA

2.1. Crpykrypa u witat OITPu/1 yrBepxaaloTes pekTopoM AKaaeMuM Mo npeacTas-
JeHuIo anpektopa MHeTuTyTa,

2.2, Pyxosoactso OIIPu/l ocywiecTiseT HayalbHUK, KOTOPBHIH HA3HAYACTCH M
0CBOOO/IAETCH OT J0/IKHOCTH NPHKa30M AnpekTopa MHCTHTYTA.



2.3. Jlpyrue paboruuku OITPu/l HasnayaioTcs M OCBOOOKAAIOTCA OT JOMKHOCTH
npuKa3om aupekropa MHcTHTYTA No npeacrapieHnio Havaibuuka OIMTPu/l.

III. OCHOBHBIE 3AIAYH OTAEJIA

OCHOBHBIMH 3a/1a4aMH AEATEILHOCTH OT/Ae/1a ABAAIOTCA:

3.1. OGecneuenune coboaeHns 3akoHonatenbeTsa Poccuiickoii ®eaepaunn u Pec-
nyOoaukn bamkoproctan B aestenbHocTH MHeTHTyTa.,

3.2. IlpaBoBoe obecneyenne aeaTebHOCTH VHCTHTYTA, 3alUMTa NpaB M 3aKOHHBIX
HHTEepecoB MHCTHTYTA.

3.3. ObecneyeHne KOHTPO/A HCMONHEHHS PACIOPAAMTEIbHBIX JAOKYMEHTOB BbiLlE-
CTOSILIMX OpPraHoB, pykoBojacTBa AkageMuu u UHcTHTYTA.

3.4. CosepuienctBoBanue GopM 1 MeT010B paboOTE ¢ JOKYMEHTAMH, OpraHH3aLus u
COBEpILUCHCTBOBaHHE Aeionpon3soacTea B Muerutyre, obecneueHne eanHOro nopsaaka ao-
KYMCHTHPOBaHHA.

3.5. OGecneyeHne KOHTPO/IS MCMOIHEHHs H MOATOTOBKH AOKYMEHTOB K Nepejave B
ApXMB B COOTBETCTBUH C AEHCTBYHOLIMMH HOPMATHBAMM.

3.6. OBecneyenne cBoeBpeMeHHON 00paboTKH MOCTYNaOWE U OTIpaBIseMoii Kop-
PECHOHICHLMH, €€ A0CTaBKH N0 HA3HAYCHHIO H COXPAHHOCTH.

3.7. PaspaboTKa M BHeApeHHEe HOPMATHBHBIX H METOAMYECKHX AOKYMEHTOB MO CO-
BEPLICHCTBOBAHUIO JIOKYMEHTALMOHHOIO o0ecneyeHns noapasae/eHuit MHHCTUTYTA.

3.8. BHezpenne HOBBIX HHOOPMALIMOHHEBIX TEXHOIOIHMIT B paboTy ¢ JIOKYMEHTaMH,

IV. DYHKIIUH OTAEJIA »

OCHOBHBIMH (PYHKUMAMH OT/1€/1a ABIAKOTCA:

4.1. Yuactue B peanusaumy [Nomuwrukn Mucturyra B o6nactu KavyecTsa.

4.2. OcyuiecTB/IEHHE MPaBOBOIo odecneyeHus AesreabHocT MHeTHTyTa.

4.3. Yyactie COBMECTHO € JPYTUMH CTPYKTYPHBIMH NoApasaeiennsmu MucturyTa B nos-
FOTOBKE NPOCKTOB JIOKAIBHBIX HOPMATHBHBIX akTOB MHCTHTYTa (NONOKEHMI, NpaBui1, HHCTPYK-
LM, TPUKA30B H T. 11.).

4.4. [lposencHne IOPHAHYECKOIT IKCIIEPTH3bI MPOCKTOB JIOKAIbHBIX HOPMATHBHBIX aKTOB,
NPE/CTABICHHBIX CTPYKTYPHBIMU nojpasaenenusamu MucruryTa.

4.5. OcyuecTneHHe NpeaBaPHTENbHOM MPOBEPKH H COrIACOBAHNE MPUKA30B HA MPeJIMeT
COOTBETCTBHMA MX 3aKoHoJatTesbeTBy Poccmiickoii ®enepaumu n PecriyGnmkn Bauikoprocras,
YcraBy v IOKa/IbHBIM HOpMaTHBHBIM aktam MHcTHTYTa.

4.6. TloaroroBka 10BepeHHOCTEH /U1 COTPYIHHKOB Ha Npe/cTaBienue uurepecos Muctu-
TYTa B CTOPOHHMX OpraHH3aLusX.

4.7. OGecneueHne CHCTEMATH3HPOBAHHOTO YUeTa YUPEAMTE/bHBIX A0KyMeHTOB MHCTHTYTA.

4.8. [lpeacrasaenne (no aoBepeHHOCTH) MHTEpecoB MHCeTHTYTa (AKaneMun) BO Beex Cy-
JeOHbIX, AAMHHHCTPATUBHBIX, MPABOOXPAHHUTEIBHBIX, PErHCTPALIMOHHBIX OPraHax M MHBIX rocy-
JIPCTBEHHBIX H MYHHUMIIAIBHBIX OpraHax, YYpeKACHHAX M OpraHM3alUMsiX MpH pacCMOTPEHHH
BOIPOCOB MPAaBOBOI0 XapaxKTepa.

4.9. [ocTosHHOE COBEPILECHCTBOBAHHE HOPMATHBHO#M NpaBoBoi Gaszel UncTHTyTA.
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4.10. Opranuzaims HOTapHATBHOTO 3aBepeHus Konuii 1okymenTos MHcTuTyTa.

4.11. IToaroTroBka 1 npaBoBas 3KCMEPTH3a MPEACTABISEMBIX HA MOANMHCH AUPEKTOPY
MHCTUTYTA 1POEKTOB IPaykAaHCKO-TPaBOBBIX J0MOBOPOB, KOHTPAKTOB, AOMOIHHTEIBHBIX
cornauieHHi K 3aKMI04YEeHHBIM MPaKAaHCKO-NPABOBBIM J0roBOpaM, COrjalleHusaM Ha COoT-
BeTCTBHE TPeOOBAHUAM 3aKOHO1ATE/IbCTBA.

4.12. Ilpuem paborHukoB MHCTUTYTA 110 BOMPOCaM, CBA3AHHBIM C 3aKTIOYCHHEM, H3MEHE-
HHEM M PACTOPIKEHMEM PaZIAHCKO-TIPABOBBIX JI0rOBOPOB, BKIFOUAsA rOCY1apCTBEHHBIC U MYHH-
LMNAIbHBIE KOHTPAKTbIL.

4.13. KoHcy/1bTHPOBaHHE CTPYKTYPHBIX Mojpasaenenuit, paboTHUKOB u 0Oyuaro-
LIHXCA 110 MPABOBbIM BOMPOCAM B paMKax BO3J10KEHHBIX QYHKLHHA.

4.14. Yuer u XpaHeHHe HAXOMALUMXCA B MPOM3BO/CTBE, a TAKKE 3aKOHYCHHBIX MCIIOJI-
HEHHEeM cyaeOHBIX Ae.

4.15. Opranusauus, BeJIeHHe H COBEPLICHCTBOBAHHE JOKYMEHTAlMOHHOTO obecneye-
Hus ynpasiaeHus UHcTuTyTa.

4.16. Opranmnszaums paboTbl M0 PErucTpaLuK, YYeTy, XpaHCHHIO H fepeaaye B CO0T-
BETCTBYIOIME CTPYKTYPHBIE MOApa3ie/IeHHs JOKYMEHTOB TEKYLIEro Ael0npon3BoACTBa, B
TOM YMC/€ NPHKA30B M pacnopsukeHne aupektopa Mucruryra no GopMHpPOBAHHUIO €1 M
¢/laye UX Ha XxpaHeHue B apxuB MHcTHTYTA.

4.17. Opranun3zauus CBOEBPEMEHHOI0 PaCCMOTPEHHs M MOATNOTOBKH  MOCTYNAOLINX
JIOKYMEHTOB, OCYIIECTBJICHHE KOHTPO/S 32 MNPaBWIBHOCTBIO O(GOPMIECHHS J0KYMEHTOB,
MpeACTaBASEMbIX Ha MOANKCHL AupekTopy MHCTHTYTA.

4.18. OcyuiecTBIeHHE CUCTEMATHYECKOTO KOHTPO/IA CPOKOB HCTIOJHEHHA 10KYMEHTOB,
MPHKA30B.

4.19. Meroanyeckoe pyKOBOJACTBO NMOCTAHOBKOMH N€0NPOU3BOACTBA B CTPYKTYPHBIX
noapasaeneHusx MHCTHTYTa Ha OCHOBE HAy4HOH OpraHM3alMH yNpaBJeHYECKOro Tpyaa
KOHTPO/1b €0 COCTOSHHS.

4.20. Pa3paGoTKa HOMEHKJIATYPBI J€/l, MHCTPYKIMH TIO AeI01poH3BoACTBY UHCTH-
TYTA M JAPYrUX JIOK&JIbHBIX HOPMATHBHBIX AKTOB, 3aKPEIVISIOLIMX CHCTEMY AEI0NPOU3BOA-
crBa MHCTHTYTa M OpraHu3aums UX BHEAPEHHS.

4.21. Benenue yyera JOKyMEHTALMHU B POrPaMMe 1EKTPOHHOIO A0KYMEHT0000pO-
Ta «/leno».

4.22. lloaroroBka 1o 3ajaHuio ampekrtopa MHCTHTYTa MPOEKTOB NPHUKA30B, pacno-
PAKEHMIT, MUCEM, CHPABOK M Jp. JOKYMEHTOB, COIJIACOBAHHE MX C COOTBETCTBYIOLIMMH
CTPYKTYPHbIMH [101pa3AeJeHHAMH.

4.23. [1pueM U OTIpaBKa KOpPECrnoHACHLHH.

4,24, Opranuzauus paGoThl MO PErUCTPALIMH, YUYETY MCIO/IB30BAHHA H YHUYTOXKEHHIO
neuareit u wrramnoB MucTuryTa.

4.25. TlocranoBka pabGotel apxusa MHCTHTYTa B COOTBETCTBHH C NEHCTBYIOLIMMH
HOPMaMH.

4.26. OcyuecTBICHHE OpraHH3alMOHHO-METOJAHYECKOr0 pYKOBOACTBA, KOHTPOAA H
KOOPAHHALMH JICATE/ILHOCTH CTPYKTYPHBIX noapasaeneHuit MucturyTa no Bonpocam opra-
HU3aLMK ADXUBHOTO Jea.



4.27. OcywmecTBaeHHe yuera u obecrneueHue MoaHOi COXPaHHOCTH NPHHATBIX Ha Xpa-
HEHHE aen.

4.28. OpraHu3aums MCNoIb30BaHUA JOKYMEHTOB (MH()OpMHUpOBaHHE PYKOBOJCTBA M
COTPYIHHMKOB O COCTaBe M COAEPIKAHMH AOKYMEHTOB apXHBa; BblJla4ya B YCTAHOBIICHHOM IO-
psAaKe e/, JOKYMEHTOB MM KONUH JOKYMEHTOB B LIEISX CY:KeOHOro M Hay4HOro MCroJjb-
30BaHKs Vs padoTel B MOMELIEHWH apXHBa; MCNOJIHEHHE 3alpOCOB OpraHU3alivii U 3asBie-
HUH rpakaad o0 YCTaHOBJIEHMM TPYAOBOrO CTaka M JAPYIHX BONPOCOB COLHANBHO-
NpaBOBOTO XapakTepa. Bbllaua KOMUI JOKYMEHTOB M apXHBHBIX CMIPABOK B YCTAHOBJIEHHOM
NOPAAKE: BEJACHHE YUETa UCMO/b30BAHHSA JOKYMEHTOB, XPaHALLIHMXCA B apXUBE).

V. NIPABA OTJEJIA

OIIPu/l ana peleHus BO3NOKEHHBIX HA HErO 3a/1a4 UMeeT MpaBo:

5.1. JlaBate pyKOBOAMTENSIM CTPYKTYPHBIX MOAPa3Je/ICHHA M OTBETCTBEHHBIM 3a
BCJICHHC JICJIONPOMU3BOACTBA B CTPYKTYPHBIX nojapasaeneHusax HHctuTyTa obs3arenbHbie
JUISL UCIIOJTHEHUA YKa3aHMsA 10 BOMPOCAM JEJI0MPOM3BOACTBA, KOHTPOIA 3a HMCMNOIHEHHEM
JOKYMEHTOB, NPUKA30B, 3aABJICHUIH IpakiaH ¥ MOCTAHOBKH apXHBHOTIO Jea.

5.2. Kontpoauposars cobmoneHHe B CTPYKTYPHBIX noapaszieneHusx MHcTHTyTa
CPOKOB HCIOJIHEHHUS JIOKYMEHTOB, NIPUKA30B H OTYETHOCTH 10 HAM.

5.3. 3anpammBath OT CTPYKTYPHBIX nojpaszenenuii MHcTuTyTa nHpopmaumio, He-
00XO0AMMYIO 1151 BBINOJHEHHS BO3I0KEHHBIX HA OTe 3ajau.

5.4. BectH nepenucky no Bonpocam, BXOAALLHM B KOMIIETEHLIMIO OTAea.

5.5. TlpoBoaAMTE cOBElIaHWS M YYaCTBOBaTh B COBEIIAHHAX, MPOBOAUMBIX B UHCTH-
TYTE M0 BONPOCAM, OTHOCALIMMCS K KOMMNETEHLHUHN OTAeA. .

5.6. Buocute pykoBoacTBy MHCTHTYTA NPeIOKEHHs O MATEPHATILHOM MOOIPEHHUH
H/IH B3bICKAHUH B OTHOWIEHMH paboTHukos OITPu/l.

5.7. TlpeacTaBiasATh B YCTAHOBJICHHOM NOpsAKe HHTepechl MHCTHTYTaA 10 BOnpocam,
oTHocswuMes K komnereHuuu OIMPu/l, BO B3aMMOOTHOIUIEHHAX € rOCYAapCTBEHHBIMH H
MYHHLHTIAJbHBIMH OPraHaMH, a TaKKe B CTOPOHHHUX OpraHH3auusiX.

VL. BAKJIIOYHUTEJIBHBIE MOJIOKEHUSI

6.1. OTIPu/l pemaet BO30KEHHbIE HA HErO 3314l KaK HEMOCPeACTBEHHO, TaK H BO
B3aMMOACHCTBHH C APYTHMH CTPYKTYPHBIMH nojapasaeineHuamu UHcTuryTa.

6.2. Ilpasa, o6a3aHHOCTH M OTBeTCTBeHHOCTEL paboTHukoB OITPu/l ycranaBiuBaioT-
Csl JIOJUKHOCTHBIMH HHCTPYKUMAMM, YTBEpIKAaeMbIMH AHpekTOopoM MHCTHTYTA.

6.3. Hauanbunk OITPu/] HeceT nepcoHaNbHYO OTBETCTBEHHOCTD 3@ OCYIIECTBICHHE
BO3/10KE€HHBIX HacToALWMM [Tonoxkennem Ha OITPu/] 3anau u GyHKLMiA.

6.4. Bosaowenue na OIMPu/] Gynkumii, He npeaycmorpenHsix HactosumMm ITono-
KEHHEM, KpOMe CrelHaNbHBIX (aApEeCHBIX) NMopyyueHHii aupekropa MHeTUTyTa, He J0nycka-
eTcs.



