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Approved by the Decision of the Representative Board at Meeting N4 on December 15, 2023

Ilia State University

Chancellery Bylaws

Chapter I. General Provisions

Article 1.

1.

The Chancellery of the LEPL Ilia State University (hereinafter referred to as “the
University”) is a structural unit, and these Bylaws determine its authority, obligations,
structure, and organizational structure.

The Chancellery is guided in its activities by the Law of Georgia "On Higher
Education,” the Statute of the University, the unified rules of administrative processes
and the internal regulations, these Bylaws, individual administrative acts of the
University management bodies, and other legislative or sub-legal acts;

The Office is accountable to the Head of the Administration;

The Representative Board approves the Bylaws of the Chancellery upon the submission
of the Head of the Administration;

The Chancellery is represented by a round seal with its designation.

Chapter II. Goals and Objectives of the Chancellery

Article 2. Goals of the Chancellery

The primary goal of the Chancellery is to organize, guide, coordinate, monitor, and ensure

proper management of unified administrative processes.

Article 3. Objectives of the Chancellery

1. Objectives of the Chancellery include:

a) Perfecting the formation and methods of working with documents in accordance
with the unified rules of proceedings, state standards, and other valid norms. This
involves supervising documentation, organizing work on documents and
information-search systems, monitoring performance and ensuring adherence to
subdivisions, reducing paper document turnover, unifying document forms, and
developing appropriate recommendations.

b) Developing documents on matters of administrative processes at the University;
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8)

Implementing and improving unified document management systems using

information technologies;

Developing and implementing training programs related to administrative processes;

Managing Archive activities;

Facilitating the transfer, protection, centralized accounting, enhancement of

documentation, and utilization of materials within the University's archives;

Producing, registering, and issuing strict accounting forms, specifically diplomas.

Chapter III. Functions, Rights, and Duties of the Chancellery

Article 4.
The Functions of the Chancellery include:

a)
b)

8)

Providing unified administrative processes at the university;

Receiving correspondence, registering, expeditious processing, performing
accounting and reference works, transferring/sending according to destination;
Reviewing incoming correspondence and organizing its transfer to the addressee,
controlling the correctness of signature documents;

Organizing the registration of correspondence within a specified timeframe and
ensuring that this process adheres to the unified rule of procedure and other
relevant norms. This involves guaranteeing their timely delivery to the
responsible parties, maintaining and analyzing document execution progress,
generalizing results regarding reports, and systematically informing management;
Developing a standardized classification system for university matters and
overseeing the organization, storage, and efficient utilization of documentary
information within the Chancellery;

Providing status updates on the execution of received documents within the
division and handling outgoing correspondence by releasing information to
interested individuals or applicants;

Organizing administrative processes within the University's structural
subdivisions and overseeing the procedures in accordance with the unified rules
of work;

Forming personal files in the university Archive, preparing archival reports,
processing archival documents, registering them, and creating a database;

Issuing diplomas and their supplements as qualification documents for graduates;
Providing consultations and methodical assistance for structural units of the
University on issues within the competence of the main department;

Monitoring deadlines for documents received in other structural subdivisions.
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Article 5. Rules of Activity of the Chancellery
1. To fulfill its objectives and functions, the Chancellery shall:

a) Develop amendments to the unified rules of administrative processes to streamline
procedures and submit this draft of amendments to the Head of Administration for

approval;

b) Ensure the enforcement and adherence to established document workflow rules by
structural subdivisions;

c) Authorize the return of prepared documents that do not comply with the requirements
of the unified rules of administrative processes to the relevant structural unit for further

processing;

d) Authorize the request and receive relevant information from the structural subdivision
for the implementation of assigned functions and objectives;

e) Monitor University structural subdivisions to ensure strict adherence to legal acts
related to administrative processes;

f) Define the tasks related to business administration that can be automated, create, and
update information databases;

g) Participate in discussions within the University management on enhancing document
procedures, forms, and methodologies.

Chapter IV. Chancellery Structure and Management
Article 6. Head of the Chancellery

1. The Chancellery is led by the Head, who is appointed and dismissed by the Head of
Administration;

2. In the absence of the Head of the Chancellery (due to vacation, business trip, or
illness), an individual nominated by the Head and appointed through an Order from
the Head of Administration performs their duties

Article 7. Functions of the Head of the Chancellery
1. The functions of the Head of the Chancellery include:

a) Leading and directing the activities of the Chancellery, addressing issues within the
administrative domain of the Office;



b) Reviewing documents approved by university management, organizing their
distribution based on their classification, and ensuring effective implementation;

c) Assigning functions within the Chancellery and providing relevant instructions;

d) Proposing internal structural adjustments, job roles, and organizational work
arrangements to the Head of Administration, motivating chancellery employees, and
overseeing disciplinary responsibilities;

e) Presenting a report on the Chancellery's activities to the Head of Administration;

f) Executing other functions and objectives as stipulated by legislation, the University
Statute, and individual administrative acts of management bodies.

Article 8. Structure of the Chancellery

The Chancellery is a cohesive, functional unit comprising the Sector of Administrative
Processes, the Archive, and the Diploma Division, a subdivision within the Chancellery.

Article 9. Positions in the Staff List of the Chancellery

1. The positions specified in the staff list of the Chancellery are:

a) Head of the Chancellery (Office).

b) Deputy Head

c) Assistant.

d) Chief Specialist.

e) Senior Specialist.

f) Specialist.

2. Employees of the Chancellery are required to perform their duties in accordance with

these Bylaws, their signed employment contract, and the instructions provided by
the Office.

Article 10. Functions of the Division of Diplomas

1.

The functions of the Diploma Division include:

a) Verifying documents submitted for the issuance of the University graduates'
diplomas and their duplicates according to personal files;

b) Recording produced diplomas;

c) Filling out the standardized diploma forms for graduates, as directed by a relevant
order;

d) Recording graduates' diplomas and their duplicates in the registration journal, based
on the relevant Order;



e) Implementing procedures related to confirmation of the authenticity of issued

diplomas;

Article 11. Functions of the individual (Head of the Division): Responsible for Managing
Diplomas and Accounting and Reporting

1. The functions of the individual (Head of the Division) responsible for managing
diplomas and accounting and reporting include:
a) Providing guidance and direction of the division activities;
b) Distributing functions among department employees, giving them instructions and
tasks;
c) Verifying documents and projects prepared in the division within the scope of their
competence.
2. The Head of the Diploma Division is accountable to the Head of the Chancellery and
the Head of Administration.

Article 12, Archive

1. Management of the Archive
a) The Head of the Archive (the person in charge of the Archive) and other employees
of the Archive are appointed by the Head of Administration on the
recommendation of the Head of the Chancellery;
b) The Archive is accountable to the Head of the Chancellery and the Head of

Administration.

2. The Functions of the Archive include:

a) Forming personal files at the University, preparing archival records, processing
archival documents, their registration and establishing a database;

b) Creating and completing the descriptions, catalogs, etc., for documentary
materials to be transferred for state protection.

¢) In accordance with the approved organizational structure, ensuring the accuracy
of record protection and registration in structural units of the University, and
participating in the compilation of the administrative file system.

d) Receiving, recording and storing documentary materials completed with
administrative processes according to relevant legislation.

3. Documentary Composition of the Archive
a) Documentary materials created by the structural units of the University;



b) Documentary materials of the institutions, organizations, and others included in the
University through reorganization.

c) Printed materials that supplement the documentary content of the Archive, as well as
those necessary for scientific research, information, and other types of work;

d) Reference materials that explain the composition and content of Archive documentary
material (historical references, catalogs, databases);

e) Personal files of individuals who worked at the University.

4. Authority of the Archive
1. To fulfill the functions mentioned above, the Archive is granted the following
authority:
a) to request necessary information from the structural units for the Archive’s
operations;
b) to request the heads of structural units of the University to adhere to the
requirements of the documentary aspect of administrative processes and the
established rules of Archives.

Chapter V. Final Provisions

Amendments and additions to the Bylaws of the Chancellery are executed following the
established procedure for their adoption.
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