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Department registers documents arriving at the university; ensures timely consideration of incoming documents by department heads; supervises the execution of documents submitted for signature of the rector; controls execution of orders on documents of higher authorities, internal decisions of the university; provides quality control of preparation, verification and execution of outgoing documentation and its dispatch to the place of destination; monitors the execution of documents in a timely manner, regularly informs the university administration of the results of the execution of documents; provides information and reference services; carries out registration and distribution of service correspondence between the departments and institutes of the university; constitutes the nomenclature of the affairs of the university.
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