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Herocynapcrsennoe
00pa3oBaTebHOE YUPEKICHHE BBICIIEr0 o0pazoBaHus
«BocTo4yno-Cubupckuii HHCTHUTYT SKOHOMUKH U MEHEIDKMEHTA
(HOY BO «BCUDM»)

onosxkenne o6 otaene npaBoBoro u KaJIpoBOro obecreyeHus

L, HA3SHAYEHWE U OBJIACTB [IPUMEHEHM S

I.1. Hacrosmee mnonoxenue ycramasnupaer OpraHU3allMOHHO-TIPaBOBOE
[OJIOKCHHUE, 1CIH, 3a/1a4H, (YHKIUH, OTBETCTBEHHOCTh U B3aUMOEHCTBHE OTIeIA
[IpaBoBoro u KajpoBoro obecrieyenus (manee - Otmen) Herocymapcteennoro
00pa30BaTENILHOIO YUPEXKIEHHSI BBICLIETO obpasosanusa «Bocrouno-Cubupckuit
MHCTUTYT SKOHOMMKH ¥ MCHEIDKMEHTa» (naiee - MHcTuTyT).

Hacrosmee nonosxenue npumensercs Pexropowm, 3amectutensmu PexTopa 1o
HallpaBJICHHUSIM U OT/IEJIOM [IPABOBOTO U KaAPOBOIo o0ecHedeHusl.

2 HOPMATUBHEIE CCBIJIKU

2.1. Hacrosmee nonoxenue paspaGoTaHO B COOTBETCTBHUH C Koncturyuueii
Poccuiickoit ®eneparun u Koucruryrumeit (OcHoBHEIM 3akoHOM) Pecmy6iuku
Caxa (Sxyrus), TpymoBeM komekcoMm Poccuiickoi Oenepanun ot 30 nexabps
2001 r. Ne 197- ®@3. ®enepanbubM 3akoH0M PD «O6 oOpaszoBanuu B Poccuiickoii
Oepepaunm» ot 09.12.2012 Ne 273-®3, Verasom HOY BO «BCURMy» u
JAEUCTBYIOIINUM 3aKOHOIATEILCTBOM PD.

3 OBLIME ITOJIOXXEHU A

3.1. Otnen sBusieTcs CTPYKTYpPHBIM MOApa3/ieIeHHEM Hucturyra.

3.2. Hacrosimee Ilonosxxenue perynupyer nesteasHoCTb Otnena, ompenenser
ero 3aj1a4u, QYHKINH, [1paBa H 00s3aHHOCTH.

3.3. Koopaunaiuoo  pestensHoctn  Otnena ocymecTsisier  Pektop
HMucTturyTa.

3.4. B cBoeil mestenbHOcTH Otmen pykoBoacTByeTcs KoHcTHTyIme
Poccuiickoit u Koncturynueit (OcHOBHBIM 3akoHOM) PecrryGnuxn Caxa (SkyTus),
TpynoseiM konekcom Poccuiickoii ®enepauun ot 30 gexabps 2001 r. No 197-D3,
Genepanbupiv 3akoHOM PP «O6 06pasoBanuu B Poccuiickoii Qenepauum» OT
29.12.2012 Ne 273 — @3, wuHBIMH 3aKOHONATENbHEIMA WM HOPMATHBHBIMH
IpaBOBEIMU akTamMu Poccuiickoit @enepanun PETIIAMEHTUPYIOIIMMH  YYeOHYIO U
HayqHYIO ACATCIbHOCTE  BBICIUMX Y4eOHBIX 3aBefeHuit, Ycrasom HOV BO
«BCUDM»,

3.5. CTpyKTypy, YHCIEHHOCTh M MITATHOE pacnucaHude, WU3MEHEHWs B
CTPYKTYpe M IITaTHoe pacnucanne Otxena yreepxuaer Pekrop MHcTuTyTA.




Herocynapcteennoe —‘
00pa3oBaTe/bHOe yupesKIeHHe BEICIIEro obpazoBanus

«Bocrouno-Cubupckuit HHCTHUTYT 5KOHOMHMKH M MEHEKMEHTA
(HOY BO «BCUDM»)

Ilonosxenne 06 otiene npaBoBoro u KaapoBoro obecrneueHus

3.6. Oraen BO3rIaBASET PYKOBOLUTEND, NpUHUMaeMblii Ha paboty wu
0CBOOOXK/IaEMBIH OT JOIDKHOCTH PHKA30M Pextopa MucTuTyTAa.

3.7. Ycnosus Ttpyma pabotHHKOB OTmena OTIPENIENIAETCS TPYAOBBIMHU
AOTOBOPAMH,  3aKIIOYAEMbIM € KaXIBIM DabOTHHKOM, a TakKe IIpaBHiIaMu
BHYTPEHHEr0 TPYAOBOTO pacnopsiaka MHcTUTyTA.

3.8. B cocraB Otnena Bxomsr: IOPUCKOHCYIIBT M CIELUAHCT 10 KaapoBOi
paboTe, HaYAILHHEK OT/eNa IPABOBOTO U KALPOBOr0 0BecredeHH s,

3.9. Pacnpenenenue  o6s3aHHOCTEt MexIy  pabotHmkamu  OTnena
PEITAMEHTHPYET Ha4YallbHUK OTHeJIa B COOTBETCTBUHM ¢ HACTOSAIIHM ITo/10KeHeM 1
AOJDKHOCTHBIMUA HHCTPYKIIMSIMH.

3.10. Ionoxenne 06 Otuene yTBepxkaaeTcst Pextopom UHcTHTYTA.

4. OCHOBHBIE 3AJTAYU

4.1. Ob6ecnieuenue cobmrOIEHNIS 3aKOHHOCTH, KaJpOBOT0 00ecleYeHUs B
JesarenbHocT MHCTHTYTA.

4.2. 3aiuTa pas U 3aKOHHBIX UHTepecoB MHCTHTYTA.

4.3. IlpaBoBoe M KazpoBoe obecredeHne NesTebHOCTH Huctutyra.

4.4.  HupopmanmonHo-cripaBouHoe  obecreuenue, JOKYMEHTAI[HOHHOE
obecrievyeHue  CTPYKTYPHBIX — MOJpa3fieneHuil Mucrtutyta, okasanme UM
KOHCYJIbTaTUBHOM TIOMOILM TI0 IIPAaBOBBIM BOIIPOCAM.

4.5. Tlonbop, orbop, paccranoBka u yuer KaapoB B COOTBETCTBHH C
TpynoseiM xonekcom Poccuiickoit Denepariuu.

4.6.  OpraHM3allMOHHO-METOJMYECKOE  PYKOBOJCTBO, KOOpAUHAUUSA U
KOHTPOJIb NCATEIBHOCTH CTPYKTYPHBIX IIOAPA3/IENICHUH [0 KaJPOBEIM BOMIPOCAM.

4.7. OGecrnieueHue XpaHeHHs el COIJIACHO HOMEHKJIaType, IpoBepKa
COXpaHHOCTH,  IPABUJIPHOCTH  (OPMHUpPOBaHHS u  opOPMICHHS gel B
AenonpoussoncTee MHcTHTYTA.

4.8. OOecreyeHne HCIIOABL30BAHUS U COXPaHHOCTH [OKYMEHTOB apxHBa
HHucTuTyTA.



Herocynapcteennoe
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[lonoxemnue 06 oraene npasoBoro u Ka/IpoBOro obecreueHus

5. OCHOBHBIE ®YHKIIUN

5.1. llpaBoBoe u KagpoBoe obecreveHue NeSTENBHOCTH Hucturyra u ero
CTPYKTYPHBIX IIoApasaeeHuH, MH()OPMaHOHHO-CIIPABOYHOE U
/ICKyMEHTAllHOHHOE 00eCIeYeH e IesITeNbHOCTH OPraHoB ynpasieHus Mucruryra.

5.2. lloAroroBka COBMECTHO C APYTHMH CTPYKTYPHBIMH IOJpa3feieHUsIMU
HPOCKTOB pEIICHHE OPraHOB YNPABIEHHUS U COBELIATENBHBIX OPraHOB Huctutyra
W FOPUAMIECKIX 3aKIIFOYCHHHI Ha [PECTaBIeHHbIE IPOEKTHI PelIeHH L.

5.3. IOpunuueckas sKcrepTH3a NPOEKTOB JOKANBHBIX AKTOB MHBIX
AOKYMEHTOB,  IPE/IOCTABICHHBIX ~ OpPraHaMM  YNPaBIeHWs, CTPYKTYPHBIMH
[IO/ipa3/ie/ICHUAMH, TOTDKHOCTHBIMM TunaMu MHcTHTyTA.

5.4.  OcymecTBieHHe  TIpeIBapUTEIBHOI NPOBEPKH  COOTBETCTBUS
3aKOHOAATENLCTBY Poccuiickoii Oeneparyu JIOKaJIbHBIX aKToOB,
NOAroTaBIMBaeMbIX MHCTUTYTOM, a Tak ke ydacTHe B HEOGXOIHUMBIX clay4asix B
[IOArOTOBKE 3THX NOKYMECHTOB. COCTaBlIeHHE IOPUAMYECKMX  3aKIIOYeHHH 1o
CYLIECTBY MPEICTABICHHBIX HA JKCIIEPTH3Y JOKYMEHTOB.

5.5. CornacoBanue MPOEKTOB MPUKA30B Ha OpraHU3alMOHHON, (PUHAHCOBOI,
Y4eOHOH M aJIMHHUCTPATMBHO-XO3SHCTBEHHON eSTeNBHOCTH Hucruryra Ha
IPCAMET ~ COOTBETCTBUA HMX MEHCTBYIOIEMY 3aKOHONATENLCTBY POCCHICKOI
®ejiepanny, YCTaBy U TOKaIbHBIM aKTaM HucturyTa.

5.6. IloAroToBka 3akmIOueHHi 1O NPEAJIOKEHUSIM O  IMPHUBJIEYEHHUH
paboTHuKoB IHCTHTYTA K TMUCIUITMHAPHON U MaTepuagbHOH OTBETCTBEHHOCTH.

5.7. lloaroroBka 3akilo4eHHH IO APYTHM  @IpaBOBBIM  BOIIPOCAM,
BO3HMKAIOILUM B JiesiTeIbHOCTH MHCTHUTYTA.

5.8. Ilopbop u o0r160p pabOTHHKOB COBMECTHO ¢ PYKOBOJIUTENSIMUA
3aMHTCPECOBAHHBIX TOAPA3/ISICHUH H BHECEHHE COOTBETCTBYIONIMX MPe/IJI0KEeHHH
00 X Ha3sHAYEHHH Ha YKa3aHHbIE JJODKHOCTH, o(opMIIeHHE IPHKA30B 10 IMYHOMY
COCTaBy M Ipyroi HeOOXOAUMOM IS 9TOro JOKYMEHTAINH.

5.9. CpoeBpemenHOE O(OpMIEHHE MpHEMa, [IepeMEIEHHEe U YBOJILHEHUS
pabOTHMKOB B CTPOrOM COOTBETCTBHU ¢ TPYZOBBIM  3aKOHOJIaTEILCTBOM,
HOJIOKCHISIMU, MHCTPYKLUUAMHM U IPHKa3aMu aupekTopa MHCTHTYTa, odopmiteHue
KOMaHAMPOBOIHBIX YIOCTOBEPEHHH, YYET JIMYHOIO COCTABA, BhIAA4a CIIPABOK O
TPYAOBOH JICATENBLHOCTH PAaGOTHUKOB, XpaHEHHE M  3arOJIHEHHE TPYAOBBIX
KHHICK, i BSJICHUE YCTAHOBICHHOH JOKYMEHTALUH 110 Kaapam.
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5.10.  CpoeBpemennas mepenaua JAOKYMEHTOB B  COOTBETCTBYIOLIHE
NoapaszieseHus, ciyk0bl, OTAEIBI A5 UCIIOTHEHUSL.

5.11. Oprasuzaums BemeHus TabeapHOro ydeTa pabouero BpeMeHH,
OCYILECTBICHHE KOHTPOJIA 32 COCTABICHUEM M COOIIOCHHE IpadUKOB OTILYCKOB,
KOHTPOJIb 32  COCTOSHHEM  TPYAOBOM  JUCHHIUIMHBI B CTPYKTYPHBIX
[O/Ipa3s/e/IeHUAX, U COONOeHHEM PabOTHUKAMY TIPABUIT BHYTPEHHET O TPYA0BOTO
pacTiops/iKa, aHaJIu3 IPUIKH TEKYYECTH KaIpoB.

5.12. IToxaroroska JNokymMeHTOB OTlena K cpade B apxuB Hucturyra B
COOTBETCTBUH C NEHUCTBYIOLIEH HHCTPYKIHEH 110 JEIIONIPOU3BOJICTBY.

5.13. TloproroBka MaTepuanaoB s IpEeaCTaBlIeHUsT pabOTHHKOB K
HOOWIPCHMAM,  HaIPaXICHMAM, K  MarepualnbHOM ¥ JMCLMILTMHAPHON
OTBETCTBEHHOCTH.

5.14. OcymiecTBneHre B mpejienax CBOeH KOMIETEHIIMH HHBIX GyHKUIHHE B
COOTBETCTBHH C LIENISIMH U 3a7a4aMu MHcTUTyTAa.

5.15. BoinosnneHue nopy4eHuii JupexTopa HucrutyTa.

5.16. PaccMOTpeHHe CIIOPHBIX BOPOCOB ¥ MOATOTOBKA 3aKJIFOYEeHHH, CIIpaBoOK
110 TOpYuCHUAM pYKOBOACTBA MHCTHTYyTa MO NpaBOBBIM BONpPOCaM B paMKax
BO3JIO)KEHHBIX (PYHKIMH.

5.17. OxazaHue TpaBOBOM IOMOIIH CTPYKTYPHBIM [oapasjeieHusM UM B
HacTH I0rOBOPHOM | TPETEH3MOHHO - HCKOBOM pabore.

5.18. TlpenBapuTenbHas NMPoBEpKa MPOEKTOB JOTOBOPOB, MOATrOTaBINBAEMbIX
noapasjeneHus MU MHBCTUTYyTa, Ha npegMeT HX COOTBETCTBHSA AeHCTBYIOIIEMY
3aKoHonarenscTBy  Poccuiickoit ®epmepanMu ®  moOAroToBKa 3aMevYaHuid,
[IPOTOKOJIOB Pa3HOTJIACHH 110 HUM, MTOCIEYIOLIEE COTTaACOBAHME JIOrOBOPOB.

5.19. llpensapurensHas MpoBepka M COIACOBAHHE JIOKAIBHBIX AKTOB
(BK/IIOYAsk MPHUKa3bl, PACIOPSHKEHHA M T.IL) 110 oOpa3oBaTeIbHON eATeTbHOCTH
HMHucTuTyTA.

5.20. Benenue npereHsuoHHO# paGoTsl, fiepeava MCKOBBIX MaTepHalioB B
CyAb! OOILEH FOPUCTUKIMN U apOUTPaXKHbIE Cy/BI, BHIMOMHEHHE IIOIHOMOYHI 10
BEJICHUIO Cy/IeOHBIX U apOUTPaXKHBIX Jell.

5.21. Y4eT u XpaHeHHe NpeTeH3Hil, HCKOB, OT3LIBOB HA PETEH3UH U UCKU H
APYTHX JIOKYMEHTOB, CBA3aHHEIX C IPETEH3MOHHO-HCKOBOM paboToii.

5.22. CocTaBieHue CBOIHOM HOMEHKIATYpEI aen MuctuTyTa.
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6. [IPABA 1 OBAI3AHHOCTHU

6.1.  Hcrtpe6oBaTh OT  CTPYKTYpHBIX noapasnenenui  MHcrutyta
MH(pOPMALMIO, MaTephalbl, HeoOXOIUMBIE UL OCYLIECTBIIEHUSI  PaboOTEHI,
BXOsIIEH B KoMmneTeHnuo Otaena.

6.2. IlpuBnekaTs ¢ coriacus pyKOBOXHUTEJIENl CTPYKTYPHBIX [OApa3eieHui
Wneruryra paGoTHMKOB NaHHBIX MOJpasfeneHddl JUld MOArOTOBKHU IPOEKTOB
JIOKAJIPHBIX  4KTOB W JPYTMX JOKYMEHTOB, a TaKkXke [Uid pa3paboTKH u
OCYUIECTBICHUSL MEPONPHUATHH, TPOBOAUMBIX OTaEIOM.

6.3. He BH3MpOBaTh IpPOEKTHl JOKAILHBIX AKTOB WuctutyTra, He
COOTBETCTBYIOLIME JCHCTBYIOIEMY 3aKOHOIATeNbCTBY Poccuiickoit Denepanny,
BU3MPOBAaTh WX TOJNBKO TPH YCJIOBMH YCTPaHEHHs 3aMe4YaHHil W JOIONHEeHHW,
yKa3aHHbIX OTHeNOM, M TpHUBENEHHS HX B COOTBETCTBHE C JE€UCTBYIOIIHUM
3aKOHO1aTeIbCTBOM P@.,

6.4. Y4acTBOBaTh B NPOBOJMMBIX PYKOBOACTBOM HMucturyra cosemanuax
[pH MIPOXOXACHHN Ha HUX BOIPOCOB, MMEIOIIMX OTHOIIEHHE K [IPaBOBOii paboTe.

0.5. Buocuts pykosonctBy MHCTHTYTa npeanoxeHus o6 OTMEHE, BHECEHUH
M3MEHEHUH U JOTOJIHEHUH B JIOKaNIbHbIe akThl MHCTUTYTA.

6.6. 3anpammuBaTe ¥ MOIy4YaTh OT PYKOBOJIMTENIEH  CTPYKTYPHBIX
nojipasjie/leHli HH(OPMaLHIO, He0OXOAMMYFO JUISl BBITIOJHEHMS BO3JIOKEHHEIX HA
Hero 3aga4 u GyHKIUH.

6.7. OcyuiecTBIATE B3aUMOJEHCTBIE C OpraHaMu rOCY/JIlapCTBEHHOM BJIACTH
%) yIpaBJeHUs, cyneOHBIMU OpraHamu, IOPHIHYECKUMH JIMLIaMH,
noapasaeneHusiMu MuctuTyTa o Borpocam kommnerenuun Otnena.

7. BBAMMO/JIEVMICTBUE C [TOJPA3AEJIEHUSMU

7.1. Bsaumoneiictue Otaena ¢ qpyrumu CTPYKTYPHBIMHU TOApa3aeIeHUsIMH
Wncruryta onpenmensercs 3amauamMu W (yHKUHSMM, BO3JIOXEHHBIMH HA HEro
Hacrogmum [lonoxxenuem.

7.2. C Gyxrantepueii - 110 BONpocam MopsiaKa NIPUMEHEHHUs 3aKOHO/[aTeIbCTRA
W JIOKanbHBIX akToB MHCTHTYTa, perymmpyiomux ommaTy Tpyna B HHucTuTtyTe,
MOATOTOBKM ~ TPOCKTOB  JIOKABHBIX aKTOB, PETYJIMPYIONIHX (PUHAHCOBYIO
ACSTENLHOCTh  MHCTHTYTa, 1O NPOBENEHMIO IOPHANYECKOL 9KCIIEPTU3BI  I10
BONPOCaM  HalorooONOXKeHMs, MpUBIEYEHHS pPaGOTHHKOB HuctutyTa K
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[Tonosxxenue o6 oraene NIPABOBOTr0 M KaJApoBOro obecreyeHus

MaTepPHaJIbHOW  OTBETCTBEHHOCTH, TMOATOTOBKE U nepemaye  HeoOXOIUMBIX
MaTepuaioB B CyneGHble ¥ apOUTpaskHble OPraHbl 110 B3BICKAHHIO NeOUTOPCKOM
3a/10/DKEHHOCTH C OPTaHU3alHi, HAJTOTOBBIM CIIOPaM.

7.3. C [OpyruMH CTpyKTYpHBIMH NMOJpasAeNIeHusAMH — II0 BOIPOCAM
MIOArOTOBKH TPOEKTOB JIOKABbHBIX aKTOB, NPUKA30B, MHCTPYKI[HI, JIOTOBOPOB U
APYTHX — JIOKyMEHTOB  [PaBOBOTO  XapakTepa; IOATOTOBKH  HPOTOKOJOB
Pa3sHOTNACHH, TMpPETeH3UH © WCKOB, HHBIX C BBIIOJTHEHHEM JOTOBOPHBIX
0053aTeNbCTB; IMOATOTOBKU 3aKTIOYEHMH, MHCHMEHHBIX U YCTHBIX CITPaBOK
[IpaBOBBIM BOIIPOCAM, BO3HHUKAIOIIUM B ITPAKTHYECKOMN JeSTETBHOCTH.

7.4. B3auMOIEHCTBUE OCYLIECTBISETCS IO BOIIpOCaM  I€SITEIbHOCTH,
COIIACOBAHUS TOKYMEHTOB, COBMECTHOI'O BBINIOJIHCHHs PabOT B COOTBETCTBHH C
YTBEPK/ICHHBIMH IIJIAHAMM.
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8. BHECEHUE U3MEHEHU
8.1. JINCT PETUCTPALIMU USMEHEHUN

Jarta  BHeceHus Kparkoe O©.H.O, momKHOCTS,
No WSMEHEHHA,  [IOIL. Homepa udgp coJepiKaHue NOJNKCH nHLa
T L L ] P JIOKyMEHTa | U3MEHEeHus, OCYILECTBUBLLIETO
pEeBH3HH.
OTMETKA 0 | H3MEHEHHE AOKYMEHTa
PEeBU3NH

9. JINCT COI'JTACOBAHUA
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Herocynapcreennoe

llonosxenne o6 otaene npaBoBoro u KaJIpoBoro obecnevenus

No Haumenosanue JomxHocTs O.H.0 TToamuce Jlara
n/n [0JIpazaeiIeHus
1 2 3 4 S / 6
2 | Ornen  mpaBoBoro IOpuckoncynsr | Myxuna Mapus ( 7 S0 0f S,
/ GRS = 7.
KaJApoBoro obecrneveHus [TaBnoBHa A /
3 Otnen  mnpasoBoro  u | Crienmasucr o | LllenkoBHAKOBA
KaJIpoBOro obecrneyeHus KaJpoBOit EBrenns Z/«C&-Z ,ng 50 Of 2%
paboTe bopucosna
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