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1. O0mue noJioxKeHust

1.1. TlonoskeHne 00 aAMUHHCTPATUBHOM OTIEIE (Jalee COOTBETCTBEHHO —
[TonoxxkeHne, aAMAHUCTPATUBHBIN OTAEIT) YCTAHABIMBACT LENb, 3a1a491, (YyHKIUH,
npaBa, OOS3aHHOCTM W OTBETCTBEHHOCTh COTPYAHMKOB aAMHHHCTPATHBHOIO
oraena (eaepasibHOro0 TrOCYJAPCTBEHHOTO  OIOKETHONO  00pa3oBaTEIbHOIO
YVUPEKACHUS BBICILIETO oOpazoBaHusl «TBepckas roCy1apCcTBEHHAsA
CEIIbCKOXO3SMCTBEHHAs aKaaeMus (Janee — AKaaeMuM), a TaKKe MOPIIOK
WH(OPMALMOHHOTO M WHOTO B3aMMOJICHCTBUS aJIMUHUCTPATHBHOTO OTAENA CO
CTPYKTYPHBIMH MOAPA3ACICHUIMU AKAJIEMUN.

1.2, AIMUHUCTpPATMBHBIA  OTHEN  CO3MACTCS, PEOPraHuM3yeTcs W
JMKBUAMPYETCS TTPUKA30M PEKTOPA AKAAEMUN.

1.3. AIMUHUCTPATUBHBIA OTHAEN SBISAECTCS CTPYKTYPHBIM IMOAPA3ACICHUEM
AKaneMuu M HAxXOJWTCS B HEMOCPEACTBEHHOM IOAYMHEHHUH IMPOPEKTOpPaA MO
aJIMAHUCTPATUBHO-XO3IMCTBEHHON  paboTe W MaTepUANbHO-TEXHUUYECKOMY
CHAOXKEHUIO.

1.4. AJIMUHUCTPATUBHBIHA oTAeI BO3IJIABJISACT HAYAJIbHUK
AAMUHUCTPATUBHOTO  OTAENA, KOTOPbIA TPUHUMACTCS HA JODKHOCTH M
VBOJIBHSIETCS C JOJDKHOCTH IIPUKA30M PEKTOPA AKAIEMUU.

1.5. AIMUHUCTPATUBHBINA OTAEI B CBOEH ACATENBHOCTH PYKOBOJCTBYETCA:

JEUCTBYIOLIUM 3aKOHOJATEILCTBOM Poccniickoit Oeneparuun
(Konctutyumein PO, QenepalbHbIMU 3aKOHAMM, YKa3aMH W PACTOPSKEHUSAMU
IIpesunenta Poccuiickoii deaepariy;, MOCTAHOBICHUAMHU W PACIOPSHKEHUAMU
IlpaButensctBa Poccuiickoii @enepanuy, NPUKAa3aMH, PacloOpPsOHKEHUSIMH |
yKa3aHUusAMHA (eaepalbHBIX OPraHOB WCHOJHUTENIBHON BIIACTH, B YaCTHOCTH
MunuctepcTBa 00pa3oBaHus U Hayku PO, MUHUCTEPCTBA CENBCKOIO XO35HCTBA
P®, 3akoHOAaTEHBHBIMM aKTaMu TBEPCKOH 00JIaCTH, HOPMATUBHBIMH AKTaMH
OPraHOM MECTHOTO CaMOYMPABJICHUS U IPYTUMH HOPMATHUBHBIMU aKTaMM ),

JIOKaJIbHBIMU HOpMaTuBHBIMU akTamu (Yctaom ®I'BOY BO Teepckas
I'CXA, KOMIEKTUBHBIM JOTOBOPOM, MPHUKA3aMU M PACHOPSHKEHUSMH PEKTOPA,
PacCHOpsDKEHUSAMA MTPOPEKTOPOB MO HANpasieHUsM, HacTosmmM [lonosxeHuem,
JNOJDKHOCTHBIMM ~ MHCTPYKUMSAMH W APYTMMHM  JIOKAIBHBIMA  HOPMATHMBHBIMU
aKTamm).

2. Iles1b ¥ OCHOBHBIE 3a4a4H

2.1. Ilenp neATECTBHOCTA AIMHUHUCTPATHBHOIO OTAENA 3aKIFOYAETCA B
COACUCTBAM JOCTI)KCHUIO OCHOBHBIX IENEH W 3amad  AKaJICMHM TYyTEM
oOecrieueHust COONTIOICHHS B €€ JICATEILHOCTH ACUCTBYIOMIETO 3aKOHOIATENBCTBA
Poccuiickoii ®denepanuu, 3aUThBl W MPEACTABIICHHUS €€ 3aKOHHBIX MPAaB H
WHTEPECOB, 00ECTIEUEHUST PA3BUTUS KaIPOBOr0 MOTEHIMAIIA, a TAKXKE 00€CIEUECHUE
OpraHu3alid W BEICHUS  JACIIONPOM3BOJACTBA W JIOKYMEHTOOOOPOTA,
APXUBOBE/ICHHUSI, BOMHCKOTO YUETA.

2.2. OCHOBHBIMH 33J]a9aM¥ QAMUHUACTPATABHOTO OTAEIA SIBJISFOTCS:
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IpaBoOBasl JKCIEPTH3a JOKYMEHTOB W MATepHalioB B (M3) AKAJIEMHIO, a
TAK)K€ MPOEKTOB HOPMATUBHBIX M MHBIX JIOKAJIBHBIX MPABOBBIX aKTOB TIO
HaIPaBJICHUSAM ACATENBHOCTH AKAJACMUM;

KOHCYJILTUPOBAHUE  CTPYKTYPHBIX  TOAPA3ACACHUN,  COTPYIHHUKOB,
oOyyaronmxcsi AKaeMuu 10 MPaBOBBIM BOMPOCaM;

MPAaBOBOE  COMNPOBOXKJCHUE  IOPUAMYECKM 3HAYMMBIX  MOPOLEAYP B
JICATECIBHOCTH AKAJICMUH,

3alllUTa W TPEICTABJICHUE 3aKOHHBIX MPAaB W MHTEPECOB AKaJACMUM B
OpraHax TOCyJapCTBEHHONW BIIACTH, MECTHOTO CaMOYIPABICHUsS, CyICOHBIX
YUPEKAECHUSIX, BO B3AUMOJICHCTBUM C OPraHU3alUsIMK, TPAKIaHAMU,

obecrneueHue (HOPMUPOBAHUS M PALMOHATBHOTO MCMOJB30BAHMS KaIPOBOTO
MOTCHIMANa AKaAEMHU,

OpraHu3alys CHCTEMbI yUeTa KaJpoB B AKaICMUH,

y4acTue B pa3paboTke U (POPMUPOBAHUU KAJAPOBOM MOJUTHKHA AKAJACMUM;

OpraHu3allys U BEJICHUE BOMHCKOIO y4eTa B AKaICMUH,

COBEPIICHCTBOBAHUE (JOPM U METOIOB PadbOTHI C TOKYMEHTAMMU,

o0ecnevyeHne eAMHOTO MOPSAAKA JOKYMEHTUPOBAHUS, OPraHu3aluu PadoThI C
JIOKYMEHTaMH, KOHTPOJISI UCIOJTHEHUSI W MOJArOTOBKA JTOKYMEHTOB K TMEpenaye B
apxuB AKaJeMUU B COOTBETCTBUU C JICHCTBYIOIMMA HOPMATUBAMHU.

3. OyHKIMHA

3.1. C 1enpl0 BBHIIOJHEHHUS  BO3JIOKEHHBIX Ha  HEro  3agad
aJIMAHUCTPATHBHBIN OTJEI OCYLIECTRISIET CICAYIOINE (DYHKIUH:

3.1.1. mo HaNPaBJICHUIO OCYILIECTBICHUS MPABOBOM 3KCIIEPTHU3HI:

IIPOBEPKA HA COOTBETCTBUE JNECHCTBYIOIIEMY 3aKOHOAATENILCTBY IPOEKTOB
JIOKAIBHBIX IPABOBBIX AKTOB AKAIEMUHU, & TAKKE JAOrOBOPOB, COIJIALLICHHA,
KOHTPAKTOB;

y4acTHE€ B PACCMOTPEHUM 3asBJICHHM, >Kano0 W WHBIX OOpalleHU,
MOCTYIUBIIAX B aapec AKaAeMUH, B KOTOPBIX VKa3bIBACTCS HA HAPYILICHHE
Akanemuent, €€  CTPYKTYPHBIMH  MOJPA3JACICHUAMM WIM  COTPYJHHUKAMU
3akoHoaarenbcTBa Poccuiickoit denepanuu.

3.1.2. I1o HanpaBJICHUIO KOHCYJIbTUPOBAHUS:

PA3bACHEHUE JAOJDKHOCTHBIM JIMLAM  AKAIEMUU TOPSAKA TNPUMEHEHHUS
NENCTBYIOLIETO 3aKOoHoAaTenbcTBa Poccuiickoit denepanuu;

ydactue B padoTe KOMUCCHI Ha 0aze AkaaeMun.

3.1.3. I1o HanpaBJICHUIO TTPABOBOTO COMPOBOKICHUS:

y4acTUE B MOJArOTOBKE MOKYMEHTALMW, HEOOXOAMMOH sl pealln3aluu
FOPUMYECKN 3HAYMMBIX B IEATEIIBHOCTH AKaJEMUN MTPOLEAY;

ydacTue B padoTe KOMUCCH Ha 0a3ze AKaaeMum.

3.1.4. I1o HanpaBJICHHIO 3aIUUTHI U MPEACTABJICHUS IIPAB U HHTEPECOB:

NOJArOTOBKA JOKYMEHTOB U MATEPUAIIOB MO JOCYACOHOMY YPETYIMPOBAHUIO
Pa3HOTIIaCUH U CIIOPOB;

MOATOTOBKA 3asBJICHAWA, B TOM YHCJIE HWCKOBBIX, JUIS OCYILECTBIICHUS
CyaeOHOr0O yperyJIMpOBaHKs Pa3HOTIACHiA U CIIOPOB;
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HEMOCPEACTBEHHOE NPECTABICHAE 3aKOHHBIX TPAB U MHTEPECOB AKaJIEMUAN
B VUPSKICHUSAX CyJa, OpPraHax TIOCYyJapCTBEHHOW  BIACTH, MECTHOTO
CaMOYNPABJIEHUS, BO B3AUMOJECHCTBUH C OpPraHU3alsIMK, TPAKAAHAMH.

3.1.5. Ilo HanpaByicHUIO pa0OTHI C MEPCOHATIOM:

oopMmiIeHHE NpUeMa Ha padboTy, NEPEBOIA, KOMAHAMPOBAHHUS, YBOJILHEHUS,
NOJrOTOBKA COOTBETCTBYIOIIMAX MPUKA30B;

cocraBiicHHEe TpaduKka OTHYCKOB M O(OPMIICHHME PA3IMYHBIX BHIOB
OTITyCKOB COTPYIHUKOB,;

XpaHCHUE U 3a0THCHHUE TPYIOBBIX KHIDKCK;

BEJICHUE KaJAPOBOW JOKYMEHTAIIMHU COTJIACHO HOMEHKJIATYPE JEIT,

0(pOpMIIEHUE TTOOMIPEHNI M JUCIMILTMHAPHBIX B3bICKAHMIA,

(OpMHUPOBAHKE U BEJACHUE JIMYHBIX AT PAOOTHUKOB;

NOJArOTOBKA JOKYMEHTAUWM sl OOBSIBICHHS KOHKYPCHOro otbopa u
BbIOOPOB MPO(HECCOPCKO-NPENOAABATENBCKOTO COCTABA,

y4acTUe B IOJArOTOBKE JOKYMEHTALMH JUIsl aTTECTAllMA PaOOTHUKOB,

NOJArOTOBKA MATEPUATIOB Ui HA3HAUYEHUS TCHCUH, B3aWMOJCHCTBHE C
[TeHcnOHHBIM (POHIOM IO BOMPOCAM MEHCHOHHOTO OOECIIEUYCHUS,

BEJICHUE YCTAHOBJIEHHOW OTYETHOCTH,

0(OPMIIEHUE CIPABOK O MOATBEPKACHUHA MECTA PAOOTHI U CTAXKA,

cOop Tabeneli yuera paboyero BpeMEHU C OTBETCTBEHHBIX JIMIL,

NPOBECHUE MPOLICAYPHI COKPALLIEHHUS YACICHHOCTH W/WIIK 1ITaTa, TPUHATHE
MEP MO TPYJOYCTPOHCTBY BBICBOOOMKAAOIINXCS PAOOTHUKOB.

3.1.6. I1o HanpaBJICHUIO OPraHU3alUU U BEICHUS BOUHCKOTO YUETa!

CBOCBPEMEHHOE M KAYECTBEHHOE BBINIOJHEHUE PAOOTHI MO BEACHUIO BOEHHO-
YUETHOM [OKYMEHTAUMW HA PAOOTHUKOB AKaJAeMHH W Ha OOydYaroIuXcs
(CTYACHTOB, ACMIUPAHTOB) TPHU3BIBHOTO BO3PACTA, OICKALINX TPUA3BIBY;

opopmieHue OpOHUPOBAHMS BOCHHOOOSI3aHHBIX 3amaca COTPYJHUKOB W
oOyyvaronuxcsi (CTyJICHTOB, acClMPAHTOB) AKAaJeMUU HA MEPUOJbI MOOWIIM3AINH,
BOCHHOIO TMOJIOKEHHMSI M HA BOEHHOE BpEMs, a TaKKe TMPEACTABICHUE B
CTPYKTypHOE moapaszaciicHue BK yCTaHOBIIEHHYHO OTYETHOCTb, B TOM YHCIE O
YHCJIEHHOCTH PA0OTHUKOB AKAaJIEMUU;

BbI1a4a, O(pOpPMIICHUE M HANPABICHHE HEOOXOJMMBIX CHPABOK B BOCHHBIC
KOMUCCApUAaThl, KaCaIUEC BOMPOCOB BOMHCKOTO YUeTa.

3.1.7. I1o HanpaBJICHUIO KAHLIEJIIPUU U apXUBA:

pa3paboTKa, BHEAPECHUE W COBEPLICHCTBOBAHHME €JWHOM HOPMATHBHO-
METOMYECKON 0a3bl, pEryAMPYIOLICH ACATENBHOCTD OTAEA KAAPOB, CTPYKTYPHBIX
nojapasacyicHuii 1 pabOTHUKOB AKaJEMHH MO TOKYMEHTALMOHHOMY O0ECTICUECHUIO,

YHOPSAOUYEHHE JOKYMEHTAIBbHON 0a3pl, yHu(ukaums (HopM IOKYMEHTOB,
YCTAHOBJICHHE TMPaBWJ TNOATOTOBKM W O(OPMIICHHS JOKYMEHTOB, a TaKXKe
ONPEACTIEHUE ICTETUUYECKMX W HIPrOHOMUYECKMX TpeOOBaHUH K OQPOPMIICHHIO
JOKYMEHTOB H CpPeICTBaM PabOTHI C HUMHU,

OMPEACTIEHUE TOPAAKA MPOXOKACHUS U 00pabOTKU JOKYMEHTOB, BHEAPEHUE
HOBBIX TEXHOJIOTMYECKMX MPUEMOB PpalOThl C JOKYMEHTAMH, COKPAINAOLIMX
00BEM JOKYMEHTOO00POTA,
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opranu3anys padoThl C APXUBHBIMH ACIAMU M AOKYMEHTaMU AKAIEMUU B
COOTBETCTBUM C 3aKOHOAATEIBCTBOM IO apxuBHOMY JAeny Poccuiickoit
Oeneparuy, MpaBwiaMy, WHCTPYKLUUAMU U METOAUYECKHUMH PEKOMEHIALMAMM,
pazpadaTeiBacMbIMU yupexacHusIMHE DeaepanbHOi apxuBHOM ciny»0Obl Poccnn.

4. IIpaBa

AJIMUHUCTPATUBHBIA OTJE BIPABE:

TpeOOBaTh OT CTPYKTYPHBIX MOJPA3JCICHUM AKaaeMuu TpPEJOCTABICHUS
CBEJICHU, MJIAHOB, OTYETOB, MHBIX JOKYMEHTOB U MaT€pUaIOB, HEOOXOAMMBIX st
OCYILECTBIICHUS NEATCILHOCTH, BXOJSIIEH B KOMIETEHIMIO aIMUHUCTPATUBHOTO
OTAENA;

N0 MOPYYEHUIO PYKOBOJACTBA AKAIEMHM TMPEACTABIATH €€ MHTEPECH B
CYACOHBIX  YUYPEXKIEHMSIX, OpraHax TOCYJapCTBEHHON BJIACTH, MECTHOIO
CaMOYTIpaBJIEHUS, BO B3aUMOJICHCTBUY C OPraHU3aLUsIMU, TPAKIAHAMM,

JaBaTh YKa3aHWUS PYKOBOJIUTENSIM CTPYKTYPHBIX MOAPA3ACICHUN AKaaeMuu
U OTHAENbHBIM COTPYJHHMKAM [0 BONpPOCAM, OTHOCAUIMMCS K KOMIETEHIIMU
aJIMUHUCTPATUBHOTO OTAEA,

BHOCUTh HA PACCMOTPEHHE PYKOBOJCTBA AKAIEMUM MPEAJIOKEHUS 10
PaBOBBIM U KAJPOBLIM BOITPOCAM €€ JEATENIbHOCTH;

Ha JOCTOMHOE BO3HArpaXKIEHUE CBOETO TPY /A,

HA MaTepuaibHOE U (PMHAHCOBOE OOECHEYECHUE CBOEH MPOQPEeCCHOHATBHON
NESITENbHOCTH;

NOJIb30BaThbC MHBIMM MPaBa, HE MPOTUBOPEYALIMMM 3aKOHOJATEIBCTBY
Poccuiickoit denepaiiuu, JOKaJTbHBIM HOPMATUBHBIM aKTaM AKaJeMUH.

S. BszaumopaeiicTBHE €O CTPYKTYPHBIMH NOAPA3ACICHUSIME AKAICMHUH

[Ipm B3aUMOJICHCTBUHI co CTPYKTYPHBIMH MOAPA3AEICHUAMHA
AAMUHUCTPATABHBIA OTACIT:

a) MoJjyvacr:

CBEJICHUS O PUMEHIEMOM 3aKOHOJATEIbCTBE,

CBEJCHMSI O COOJIFOICHMM 3aKoHOAaTenbeTBa Poccuiickoit deaepannuy;

MIPOEKTHI TPUKA30B, PACHOPSHKEHUN PEKTOPA, PACHOPSKEHUM MTPOPEKTOPOB
10 HANPABJICHUSIM;

3asBJICHHAS, KaJI00BI, MHbIE 0OpalICHHs TPAKIAH, OpraHu3anuil, 1pyrux JMiL,
HaITPaBJICHHBIE B aIpeC AKaJEMUU,

JOKYMEHTBI, MATEPHAJIBI, B TOM YHCII€ TMPOEKTHI JOTOBOPOB, COTJIALICHUM,
KOHTPAKTOB, IOATOTOBJIEHHBIE K TTPABOBOM 3KCIEPTH3E;

CBEJICHUS O BAKAHCHSIX,

XapaKTEPUCTUKM Ha pPaOOTHUKOB, NPEACTABICHHBIX K MOOLIPEHUIO U
HArpOKACHUIO,

CBEJICHUS O HAPYILICHUAX TPYI0BOM TUCLIMILIAHEI,

NUCBMEHHBIE  OOBSICHEHWS 1O  ()akTaM  HapyLICHHs  TPYAOBOIO
3aKOHOJATENBCTBA, OJDKHOCTHBIX MHCTPYKUMH, TPYIOBOW JUCLMILTUHBL,
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NPEMIOKEHUS PYKOBOAUTENECH CTPYKTYPHBIX MOAPA3ACICHANA AKAIEMUU O
JaTax Havajla €KEeroJHbIX OMJIAYABACMBIX OTIYCKOB Pa0OTHUKOB, COTVIACOBAHHBIE
C WX MOAYMHEHHBIMH TOJ POCIHCH ISl MOCIEAYIOWIErO COCTaBICHMs Trpaduka
OTIYCKOB;

[IPUKAa3bl, PACHOPHKEHUS PEKTOPA, UX KOIHUU,

JOKYMEHTBI, MaTepHalibl, MPEAHA3HAYECHHBIE K HAIMPABJICHUIO BHELIIHUM
JULaM,

aApXHWBHBIE JeNa U TOKYMEHTHIL,

0) NPENOCTABIISET:

3aKJIFOYEHUS, B YAaCTHOCTH YCTHBIE, HA IPOEKTHI JIOKAIBHBIX MPaBOBBIX
aKTOB AKaJeMUH, JOrOBOPOB, TOKYMEHTOB U MATEPUAIIOB, MPOLIECAIINX TPABOBYIO
JKCIEPTH3Y,

CIPABOYHYIO HMH(POPMALMIO, KACAIIIYIOCS TMPUMEHEHHs ACHCTBYIOLIETO
3akoHogarenscTBa Poccuiickoit denepaunu;

KONMM  NPHUKA30B W PACHOPSDKEHWH  PEKTOpa, MPOPEKTOPOB IO
HaIpaBJICHUAM,

JOKYMEHTBI, MAarepuajibl BHEIIHWX JIML, KacCaroMecss AeATENbHOCTH
AKaJIEMUH.

6. OTBETCTBEHHOCTH

6.1. AIMAUHUCTPATUBHBIA OTAEI HECET OTBETCTBEHHOCTH 3.

HAJIEKAIEE BBIMOTHEHUE BO3TIO’KEHHBIX HA HETO 00S3aHHOCTEN;

NPABWJILHOCTh U MOJIHOTY UCTIOJB30BAHUS MPEAOCTABICHHBIX MY MPaB;

UCTOJTHUTENIBCKYIO JUCLUILIMHY €r0 paOOTHUKOB,

coOnroacHue TpeOoBaHMi 3akoHoJaTenbeTBa Poccmiickoii denepanmm,
JIOKQJTBHBIX HOPMATUBHBIX aKTOB AKaJCMHUU.

6.2.  OTBETCTBEHHOCTh  PAaOOTHUKOB  AJIMWHUCTPATUBHOTO  OTAEIA
YCTAHABIIMBACTCA JOJDKHOCTHBIMM ~ MHCTPYKLMSIMH, WHBIMA  HOPMATHUBHBIMH
aKTaMHU.

Hacrosmee [onoxenne MpUHATO HA 3aCETAHUKM Y YEHOTO COBETA AKAJIEMUAH
(mpotokoin ot 29.03.2017 r. Ne 12)



