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Article 1. General Provisions  

1. The Records Management Department of the New Higher Education Institute - 
NewUni (hereinafter referred to as "the Institution") is a structural unit of the 
institution’s administration. 

2. The Department operates in accordance with the legislation of Georgia, the 
internal regulations of the institution, and this regulation. 

3. Within the scope of its competence, the Department is accountable to the head of 
the institution’s administration and fulfills the duties assigned by law and the head 
of the administration on the basis of the law. 

4. The Department has a round seal bearing the name "Records Management 
Department." 

Article 2. Scope of the Activities, Main Tasks, Functions, and Competencies of the 
Department  

1. The main area of the department’s activity is the implementation of a unified 
records management system. 

2. The objectives of the department are: 

a) To improve the forms and methods of working with documents, to ensure 
documentation, organization of document handling, and supervision over compliance 
with document processing procedures in accordance with current regulations of records 
management; 
b) To introduce and improve unified document management systems using information 
technologies; 
c) To manage archival activities, including the transfer, protection, centralized 
registration, cataloging, and use of documents assigned to the archive. 
 

Article 3. Functions and Competencies of the Department 

1. The functions of the department are: 

a) Ensuring unified records management within the institution; 
b) Receiving, registering, processing correspondence, performing record-keeping and 
reference tasks, and forwarding/distributing correspondence as required; 
c) Reviewing incoming correspondence and organizing its submission to the addressee, 
controlling the accuracy of documents submitted for signature; 
d) Organizing the proper registration of correspondence and monitoring of documents in 
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accordance with existing regulations, ensuring their timely delivery to executors, 
monitoring and analyzing the execution process, summarizing results, and regularly 
informing the Rector of the institution; 
e) Providing technical support for document processing – organizing printing, copying, 
and quick duplication; 
f) Ensuring document storage and prompt access to documentary information within the 
institution; 
g) Organizing the operation of the institution's archive; 
h) Carrying out other activities related to issues falling within the department's 
competencies. 

2. The competencies of the department include: 

a) Developing unified rules for records management; 
b) Supervising the enforcement of established document handling procedures by 
structural units, within the department’s area of responsibility; 
c) Requesting information from structural units necessary for the department’s 
operations; 
d) Conducting monitoring of records management in the institution's structural units; 
e) Participating in the discussion of issues related to document management, including 
improving the forms and methods of working with documents. 

Article 3. Structure of the Department 

1. The department is headed by the Head of the Department, who is appointed and 
dismissed by the Rector of the institution, in agreement with the Head of 
Administration. 

2. The Head of the Department: 
a) Within the scope of their competence, signs and endorses documents; 
b) Distributes duties among the department staff and gives them instructions and 
assignments; 
c) Performs other functions and assignments within the scope of their 
competence. 

Article 4. Amendments and Additions to the Regulations 

1. Amendments and additions to the regulations are made by the Rector based on a 
draft prepared by the Head of the Department and developed by the Academic 
Council. 

 


