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1 O0uue MoJI0KeHu s

1.1. Otnen xaapoB (nanee — OK, otaen) sBaseTcss HE0OOOCOOJEHHBIM CTPYKTYPHBIM
MoJpa3iefiecHueM, BKIIOUACTCS B CTPYKTYpy YTpaBieHHS KaapoB (demepasbHOTo
roCyAapCTBEHHOTO OOHKETHOTO 00pa30BaTEIbHOIO YUPEKIAEHHUS BBICIIEr0 00Opa3oBaHUs
«JloHCKOM TocynapcTBeHHBIN TeXHUYeCKU yHUBepcuTeT (nanee — AI'TY, yausepcurer),
NEUCTBYET Ha OCHOBaHMM JaHHOro [lonoKeHus W TOAYMHSETCS HENOCPEACTBEHHO
HaYaJIbHUKY YTIpaBiieHus KaJpoB. KypupyeT aesTenbHOCTh OTaena IPOPEKTOP MO OOITUM
BOITPOCaM.

1.2. Ha ocnoBanum mpukaza pekropa JAI'TY ot 22.06.2007 r. Ne 102 OK O6sbuia
MPOBE/ICHA pEOpraHu3alus CIeAYIOIUX MOApa3IeIeHNil: Ha 0a3e OTAelna KaJpoB
COTPYJHUKOB, OTJieJla KaJpOB CTYJEHTOB U OOIIETO OT/AeNa CO3aHO0 AJIMUHUCTPATUBHOE
ynpasieHue. [Ipukazom pekropa ot 27.08.2010 r. Ne 40 otmen kaapoB COTPYIHHKOB
MEpEMMEHOBaH B OTAeN KaapoB. Ha ocHoBanuu npukasa pekropa ot 30.12.2014 r. Ne 270
«O0 onTUMHU3AIUU CTPYKTYPhl YHUBEPCUTETa» B BHUIY PAac(HOPMUPOBAHUS CTPYKTYPHOTO
noApazaeiaeHuss AIMUHHCTPATUBHOE YIPAaBICHUE, OTIEN KaApOB BBEACH B MPSIMOE
MIOAYMHEHNE PEKTOPY yHUBepcureTa. Ha ocHOBaHmMM mpumkasa pexropa ot 29.12.2015 r.
No 216 «O cozmaHum ympaBlieHHS KaJapoB» OTIET KaJapoB ObLUT BBEACH B COCTaB
VYrpaBiieHUs KaIpoB.

1.3. Ormen xampoB cCO31aeTcs, PEOPraHU3yeTCsl W JIMKBUAMPYETCS IPUKA30M
pekropa JAI'TY mo mpenacraBieHUI0 HadaJlbHUKA YIPABICHUS KAJApPOB, COTIACOBAHHOIO
C IIPOPEKTOPOM 10 OOIIIUM BOTIPOCAM.

1.4. OK B cBoeil paboTe pPYKOBOJCTBYETCS JEUCTBYIOIIUM 3aKOHOJIATEIHLCTBOM
Poccuiickoit  ®Depaeparuu; mpuKazamMu, WHCTPYKTUBHBIMM THUChbMaMH U JAPYTUMU
PYKOBOJSIIMMH  JIOKYyMEHTaMu MWUHUCTEPCTBA HAyKM UM BBICHIEr0 0OOpa3oBaHUs
Poccuiickonn  ®epnepauun, YcraBoM yHUBEpPCUTETa, KOJUIEKTUBHBIM JOTOBOPOM,
[IpaBunamu BHyTpeHHETO TPyA0BOro pacnopsaka AI'TY, npukazamu U pacnopsyKeHUSIMA
pekTopa, HWHPOPMAIMOHHBIMU U  CIYXKEOHBIMH MHChbMaMU  MPOPEKTOPOB  TIO
HalpaBJICHUSM, TOJUTUKOM  YHUBEpCUTETa B  00JIacTU  KadecTBa, JAPYTUMH
OpraHU3alMOHHBIMU JJOKYMEHTaMU YHUBEpPCUTETA, HACTOS UM [lonoxeHunem.

1.5. Tlonnoe oduuuansHOe HaUMEHOBaHUE: OTAea KaapoB. CoKpalleHHOe
HauMeHoBaHue: OK.

1.6. Jlna BeneHusl JI€TOMPOM3BOJICTBA OTHAETY KaJpOB MPUKA30M PpPEKTopa
MIPUCBANBACTCS UHIICKC.

1.7. Mecronaxoxnaenue otaena kaapos: 344003, r. PoctoB-Ha-/lony, mi. ['arapuna
1, k. 8-205, k. 8 — 233, Ten. 8(863) 238-13-06, 273-85-13.
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2. Opranu3auMoHHbIE BONPOCHI

2.1. CrpyKkTypy M IITaTHOE paclUCaHUE OTIe]a KaJApOB YTBEPKIAET PEKTOP
YHUBEPCUTETA MO MPEACTABICHUI0 HAaYaJbHUKA YIPaBJICHUS KaJapOB, COIIACOBAHHBIE
C MPOPEKTOPOM MO 00mmMM BompocaMm (maee — mpopektop no OB) M HadalTbHUKOM
[1nanoBoO-prHAHCOBOTO yIIpaBICHUSI.

2.2. B cocTaB oTzena KaJIpoB MOTYT BXOJIUTh APYTU€ CTPYKTYpPHbIEC OAPA3ACICHUS
B YCTAHOBJICHHOM MOPSJIKE.

CrpykTypa oT/eNa U mTaTHas YUCICHHOCTh 3aBUCHUT OT 3a/1a4 U (QYHKIIUI, KOTOphIE
BO3JIOKEHBI Ha MojpaszeneHue. B cBsi3u ¢ u3MeHeHHEM oObeMa paboT U OTKPBITUEM
HOBBIX HANpaBJICHUN JAEATEIBHOCTH BO3MOXKHO U3MEHEHHE ITATHOTO paclucaHusl oTaesa
B IOPSAKE, yCTaHOBIEHHOM B JII'TY.

Crpykrypa mnomgunHeHHoctd OK  mpeacraBieHa B TpauUyecKoM  BHUE
B IIPUJIOKEHUU A.

2.3. Otmen KaapoB HAXOJIWUTCS B HEMOCPEACTBEHHOM IOAYMHEHUN HadallbHUKA
VYpaBiieHus KaJIpoB.

2.4. OK BosrnapisieT HadaJdbHUK OTJENa, Ha3HAYaeMblii Ha JIOJDKHOCTH
U OCBOOOXAAEMBbI OT JOJKHOCTH NMPUKA30M PEKTOpa YHUBEPCUTETA IO MPEICTABICHUIO
HadyaJIbHUKA YTPABJIEHUS KAAPOB, COTJIACOBAaHHBIM C mpopekropoMm no OB. B ciyuae
BPEMEHHOI'O OTCYTCTBHSI HadallbHUKa othena (0oJie3Hb, OTIYCK, KOMAaHIUPOBKA) €ro
00S13aHHOCTH UCIIONHIET 3aMECTUTEh HauaJIbHUKA OT/eNIa WM JPYrol pabOTHUK OT/eNa
KaJIpOB, HA3HAYa€MbIli B YCTAHOBJIICHHOM MOPAJIKE TPUKA30M PEKTOPA YHUBEPCUTETA.

2.5. PaboTHUKM OTHela Ha3HA4alTCid Ha JODKHOCTH U OCBOOOXKIAIOTCA OT
JOJDKHOCTH TPUKA30M PEKTOpa YHHUBEPCHTETa [0 MPEJICTABICHUIO HavaJlbHUKA
VYnpasneHus KaapoB, COTJIACOBAHHBIM C ITpopekTopoM no OB.

2.6. IlpaBa, 00s13aHHOCTH M OTBETCTBEHHOCTh HayaJbHUKA OT/AENIa U pPaOOTHUKOB
OK ompenensitorcst T0HKHOCTHBIMU UHCTPYKIIUSAMH, YTBEPKIAEMbIMU B YCTaHOBJICHHOM
MOPSIZIKE.

2.7. 1enonpou3BOJACTBO B OT/AENE OCYLIECTBIISIETCS B COOTBETCTBUM ¢ MHCTpyKIuen
no genonpousBoactBy JI'TY wu gpyrumMu  OpraHuM3alMOHHBIMU  JIOKYMEHTAMU
yHuBepcuteta. @opMHUpOBaHUE JE€1 MNPOU3BOJUTCA B pPaMKaX U B COOTBETCTBHM C
HOMEHKJIATYpOH Jed OTHaeNla KaJpoB M €ro CTPYKTYPHBIX €IMHHI], YTBEP>KICHHOM
pekTopoM yHuBepcuTeTa. KOHTpOJb 3a BeIEHHEM JIEJONPOU3BOJICTBA OCYILECTBIISIOT
HaYyaJbHUK OT/IENA.

2.8. Jlyis BBIMOJTHEHUST BO3JIOKCHHBIX 337124 ¥ (YHKIUNA OTIAET KaJpPOB UCIIOIB3YET
KpYyIJIyl0 [e€4aThb CTPYKTYPHOTO MOJPA3ACIICHUs] C TOJHBIM W COKpAaIllEHHBIM
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HauMmeHoBaHueM JI'TY M MHQPOpMaMOHHBIE IITAMIIbl, HAXOISAIIMECS B PaCHOPSIKECHUU
HavyajbHUKa oTiena u pabotHukoB OK.

2.9. JleaTenbHOCTh OTAENA OCYIIECTBISAETCS B COOTBETCTBHUM C HACTOSIIUM
[Tonoxxennem. M3menenus B Ilonoxenne o6 oTaene KaapoB BHOCSATCS B COOTBETCTBUU
¢ Uucrpykuueit no aenonpousBoactsy AI'TY u CTO AI'TY IlonoxeHue o CTpyKTypHOM
noapaszaeneHuu. O0mue TpeOoBaHUSA K OPOPMIICHHUIO U COJIEPIKAHUIO.

2.10. OpraHu3almOHHO-NPAaBOBOE, MH(OPMALMOHHOE, KaJpoBoe€, (PMHAHCOBOE U
MaTepUaIbHO-TEXHUYECKOE OOECIeUeHUEe OTJeNa KaJpoB OCYIIECTBISAETCS 3a CUET
OIO/IKETHBIX M BHEOIOJKETHBIX CPEACTB YHUBEPCUTETA.

2.11. OK wucnons3yer B CBOEH [EATEIBHOCTH WMYIIECTBO, HaxXOAsIIeecs
B onepatuBHOM ympasieHuu AI'TY. Marepuansl u 000pynoBaHue, HEOOXOIUMBIE IS
paboThl, IPUOOPETAIOTCS 3a CUET CPEJICTB YHUBEPCUTETA.

3. e u 3agaun OK

3.1. OCHOBHBIMU LEJISIMU OTJIEJIa KAJIPOB ABJISIOTCS:

3.1.1. O6ecneyenne KaapoBOH MOJUTUKHI TOJIOBHOT'O YHUBEPCUTETA.

3.1.2. OGecneuenue coOmoeHUs 3aKoHomaTenbcTBa Poccuiickoit deneparuu,
VYcraBa, IlpaBusi BHYTPEHHETO TPYAOBOIO PAaCHOpsiKa, KOJUIEKTUBHOIO JIOrOBOpA
YHUBEPCUTETA U JPYTMX HOPMATHUBHBIX JOKYMEHTOB YHUBEPCHUTETa B Ipejenax CBOEH
KOMIETEHIIUH.

3.1.3. OGecnieyeHne MNOJHOTO M CBOEBPEMEHHOTO YJOBJIETBOPEHUS TEKYLIUX H
MEePCIEKTUBHBIX MOTPEOHOCTEN YHUBEPCUTETA B KAJIPOBBIX pecypcax.

3.2. OCHOBHBI€ 33J1a4u OTJIeJIa KaJIPOB:

3.2.1. JlokyMeHTallMOHHOE oOecredeHrne padoThl C TIEPCOHAIOM TOJOBHOTO
YHUBEPCUTETA.

3.2.2. Cobmonenue mpas, JbIOT U TapaHTUH paOOTHUKOB B 00JACTH TPYIOBOTO
npasa.

3.2.3. Bemonnenue nokaszarene [I[porpaMmel pa3BUTHS YHUBEPCUTETA.

3.2.4. Ontumuzanmss W COBEPUIEHCTBOBAHUE IPOLECCOB JOKYMEHTAMOHHOTO
COTIPOBOXKICHUSI KJPOBOTO JBMYKEHNSI paOOTHUKOB YHUBEPCUTETA.

4. ®ynknun OK

JUid  OOCTMKEHMsI IIOCTABJICHHBIX 3a7ad OTHEN OCYLIECTBIISIET CIEAYIOLINE
GyHKUIMA:
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4.1. OdopmileHHE KaapoOBOrO IBMKEHHUS PAOOTHUKOB TOJIOBHOTO YHHUBEpPCUTETA
(npuem, TiepeMellleHHe, YBOJbHEHHWE) U (HOPMHUPOBAHHE YYETHBIX JOKYMEHTOB
pabOTHUKOB B COOTBETCTBHUU C TPYAOBBIM 3aKOHOJATEIBCTBOM, JIOKAJIBHBIMH aKTaMU
AI'TY.

4.2. OpraHuzanusi CUCTEMbI JIBH)KEHHsI JOKYMEHTOB 1O IepcoHaily. BeneHue
OpraHU3allMOHHONW W PaCIOPSAOUTEIbHON JOKYMEHTAlMU [0 MEpPCOHANy, MO YYETy H
IBW)KEHUIO KaJApOB IOJIOBHOTO YHUBEPCUTETA.

4.3. dopmupoBaHue U BeJleHHEe 0aHKa JaHHBIX O KOJMYECTBEHHOM U KaYECTBEHHOM
coCTaBe pabOTHUKOB T'OJIOBHOTO YHUBEPCUTETA.

4.4. @opMHpOBAaHHE OTYETOB II0 MEPCOHANYy TOJOBHOINO YHHMBEPCHUTETA IO
TpeboBaHMIO pekTopa (Wiaum uHOro ymoiaHomoueHHoro juua AI'TY) B mpenenax cBoei
KOMIIETEHLIAH.

4.5. [IpenocTaBieHre y4eTHBIX JIOKYMEHTOB 10 NEPCOHANY (JMYHBIX /€], KapTOUYeK
T-2 u 1. .) no TpeboBaHUIO peKTOpa (WM HHOTO YIOJIHOMOUYEHHOTO JINa YHUBEPCUTETA)
B IIpeJieIaX CBOEH KOMIIETCHIINH.

4.6. ®opmupoBanne u nepenadya B IIOP B yCcTaHOBIEHHOM MOpSAIKE CBEACHUM
O TPYIOBOH JAEATEIBHOCTH PAOOTHUKOB, JUISl MOCIEAYIOIIEr0 XPAaHEHUs B AJIEKTPOHHOM
BUJIe B HHPOpMauMOHHBIX pecypcax IIDPP, Ha kaxgoro paOOTHUKA TOJOBHOIO
YHUBEPCUTETA.

47. TloarotoBKa W MNPEIOCTaBICHUE HEOOXOIMMBIX TOKYMEHTOB M CBEACHHIA
[0 IEPCOHANy TOJOBHOIO YHMBEPCUTETA II0 YCTAHOBJICHUIO BBICIAYTH JIET U CTaxa,
CBEJCHMI MO NMEHCHOHHOMY CTPAaxXOBaHHUIO, OTBETOB Ha 3allpochl Ha OyMa)KHOM HOCHTEIE
W/WIM B DJEKTPOHHOM BHJE€ B TOCYAApCTBEHHbIE OpraHbl W UHBbIE OpraHU3aLUU
B COOTBETCTBHUH C 3aKOHOAATEIbCTBOM Poccuiickoit deaepanuu.

4.8. IloaroroBKka W NPENOCTABIEHUE IO 3aMpPOCy TOCYJAPCTBEHHBIX OPraHOB
OpUTHHAJIOB U KOMUWA JOKYMEHTOB paOOTHHUKOB.

4.9. TloarotoBka M mNpeaocTaBieHHE HHMOPMALUMKU O 3aKIOYEHUU TPYAOBOTO
NOTOBOpa C TPAXIAHWHOM, 3aMELIABIIMM  JIOJDKHOCTM  TOCYHApPCTBEHHOW — WIIU
MYHUIIUTIATBHOM  CITY’>KOBI, TI€pEYeHb KOTOPBIX YCTAHABIMBACTCS HOPMATUBHBIMU
npaBoBbIMH akTamu Poccurickon denepanumu.

4.10. AIMUHUCTPUPOBAHUE MPOIIECCOB U JOKYMEHTOOOOpPOTa IO MPEIOCTABICHUIO
CBEJICHUI O TPYJAOBOM JESITEIHLHOCTH TI0 3alPOCy paOOTHUKOB.

4.11. Beinaua paOOTHUKY KaJpOBBIX JIOKYMEHTOB O €ro TPYJIOBOH N€ATEeIbHOCTH,
CBEICHUN 0 TpynoBor jnestenbHOocTH B JII'TY Ha OymMakHOM HOCUTENE WU B
3JICKTPOHHOM BHJI€ B COOTBETCTBHUU C 3aKOHOJIATENLCTBOM Poccuiickoit Deneparnm.
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4.12. Yyactue B (OpMHUPOBAHHMU KaJpOBOTO pe3epBa B Mpe]esiax KOMIIETEHIUU
OTJeNa.

4.13. Ananu3 JBWXKEHHA KaJApOB M MNPUYUMH UX TeKydecTd. KoHTpoap 3a
COCTOSTHUEM TPYJOBOM TUCIUIUIMHBI B MOJpPA3ACICHUSIX YHUBEPCUTETA U COOJIIOICHUEM
paboraukamu [IpaBun BHyTpeHHero TpynoBoro pacnopsaka AI'TY.

4.14. VYuactue B peanM3alUMM  KOMIUIEKCA  OpPraHMU3allMOHHO-KaJpOBBIX
MEPONPUATUNA, HANpPaBICHHBIX HAa ONTHUMM3ALUI0 OPraHU3allMOHHOM  CTPYKTYpbI
YHHUBEpPCUTETA, B IIpe/ieax NOJHOMOYHM OT/AeNa.

4.15. Tlouck, npuiedeHue, moadop u orobop pabOTHUKOB TpeOdyeMbIX Mpodeccui,
CHEIHATBHOCTY M KBaJU(pUKAUKU COBMECTHO C PYKOBOJIUTEISIMH CTPYKTYPHBIX
MOAPA3ACTICHUN.

4.16. Yyactue B paboTe M0 METOAMYECKOMY U MH(POPMALMOHHOMY 00ECIIEUEHUIO
KBaJIN(DUKAIIMOHHBIX, ATTECTAI[MOHHBIX, KOHKYPCHBIX IPOLEAYD.

4.17. ObGecrieyeHre coUMaIbHBIX TapaHTHH TPYASAIIMXCS B 00JAacTH 3aHSATOCTH,
COOJIIOICHHUE TOPSIJIKA TPYJOYCTPOMCTBA, MPEJOCTABICHUE UM YCTAHOBJIEHHBIX JIBIOT U
KOMIIEHCALIAM.

4.18. MetoanuecKkoe pyKOBOJCTBO ACSATEIBHOCTBIO CTPYKTYPHBIX IOAPA3AECICHUN
TOJIOBHOTO YHHMBEPCHTETA MO KaJpOBBIM BOMNpPOCaM, KOHTPOJb 32 MPAaBUIBbHOCTHIO
pPacCTaHOBKU PAOOTHUKOB B CTPYKTYPHBIX MOJIPA3ICICHUSX.

4.19. OdopmieHue JUCTKOB HETPYAOCIIOCOOHOCTH B YaCTH, Kacaroliehcs Tpy10Boi
NEATENBHOCTH.

4.20. PaccmoTrpenue xano0 M 3asBJICHUN PaOOTHUKOB IO BOIMpOCaM IpHUEMA,
MIEPEMEIICHUN U YBOJIbHEHUS, HAPYIIECHUN TPYJAOBOTO 3aKkoHoAaTenbcTBa. [Ipunsatue mep
K BBISIBJICHUIO U YCTPAHEHUIO MPUYMH, TOPOKIAIOLIUX 5Kal00bl paOOTHUKOB.

4.21. Yuactue B pa3pabOTKe JIOKaJbHBIX HOPMATHBHBIX aKTOB IO BOINPOCaM
KaJIpOBOT'0 yYeTa.

4.22. Y4aactue B pa3pabOTKe U BHEJPEHUHN HOBBIX 3(P(HEKTUBHBIX MPOIIECCOB PAOOTHI
C KaJpOBBIMM  JOKYMEHTAMHM Ha OCHOBE ONTHMH3AUUU  JOKYMEHTOIIOTOKOB
Y HCIOJIb30BaHUSl OPraHM3alMOHHOW W BBIYMCIUTEIBHOW TEXHUKU (Y4YET, KOHTPOJIb
MCIIOJIHEHUS], ONIEPAaTUBHOE XPaHEHHUE).

4.23. 3ammra CBEACHUH OrPAHMYEHHOTO  PACHpPOCTPAHEHUS, COXPAHEHUE
MEPCOHANIbHBIX JAHHBIX PAOOTHUKOB B IpeJieJaX CBOCH KOMIIETCHIINH.
4.24. Peamuzauusi WHBIX (QYHKUUNA, TMPEIYyCMOTPEHHBIE JIOKAJIBHBIMU aKTaMu

YHUBCPCUTCETA, IIPUKAa3aMH U PACIIOPAKCHUAMA aIMUHUCTpAllU YHUBCPCHUTCTA.

5. INotaomounsa OK
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5.1. Otpen kanpoB B penenax cBOEH KOMIIETCHIIMN UMEET MPaBO:

- 3aIpallMBaTh U MOJIy4aTh HEOOXOAUMBIE MaTEpUabl U TOKYMEHTBI, OTHOCAIIHECS
K BompocaMm JaestenabHocTH OK, OT Bcex Ciayx 0 M mojapa3/eleHui, a TaKKe JIaHHbBIE O
pabOTHHKAX;

- 1aBaTh B MPEJENIax CBOCH KOMIIETCHIINM YKa3aHUs CTPYKTYPHBIM MTOAPA3AEIECHUSAM
YHHUBEpPCUTETA 110 IOA00PY, YUETY, pACCTAHOBKE U MOATOTOBKE KaJpPOB;

- IIOJIIMCHIBATh U BUBHPOBATH JOKYMEHTHI B IIPEENIAX CBOEH KOMIIETEHIINN;

- BHOCHUTb IIpemiokeHus: pykoBoicTBy AI'TY mo BompocaMm COBEpPIIEHCTBOBAHHUS
paboTHI C KaapaMmu;

- NPEACTAaBIATH B YCTAaHOBIEHHOM mopsanke uHrepeckl JAI'TY mo Bompocawm,
OTHOCSIIMMCS K KOMIIETEHUMH OTJEa, BO B3aMMOOTHOLICHUSAX C TOCYAAapCTBEHHBIMU
Y MyHULIMIAIBHBIMU OpPTaHaMHM, IPYTUMHU OPTaHU3ALUAMHA U YUPEKICHUAMMU.

6. IIpoueccnr OK
6.1. Ilepeuens nponeccoB OK mnpeacraBiieH B IpHIOKEHUA b.
7. IlnanupoBanue padoOT U OTYETHOCTH

7.1. IlmanupoBanue paesrenbHOCTH OK oOCymiecTBisieTcsi HayaJbHUKOM OTJIEJIA
B COOTBETCTBUHM C JCUCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickonn denepannu, Y CTaBOM,
JOKAJIbHBIMM ~aKTaMH YHUBEPCUTETA, IUJJaHAaMH CTPYKTYPHBIX €AWHHUI[ OTAela W
HacTosmuM IlonoxxeHuem.

7.2. B xonte kanengapuoro roga OK rotout otuet o ¢pyHkuuonuposannu CMK B
OTJ/IeNIe 3a MPEABIAYIINN KaJeHAApPHBIM TOJl M IIeJH OTAe]a B 00JIaCTH KadyecTBa, W IJIaH
MEpOMPUSATUN 1O UX JOCTHKEHHUIO HA CIICTYIONIUNA TO/.

7.3. IlnanupoBaHue pabOT M OTYETHOCTb, COJEPKAHUE U CPOKU IPEICTABIICHUS
MarepuasioB OK B  CTpykTypHbIE TOApA3JCICHUS YHUBEPCUTETA  IPUBEIICHBI
B IIPUJIOKEHUN B.

8. Bzanmoneiicteue OK ¢ npyrumm nmoapasaesieHusiMiu YHUBEPCUTETA

8.1. Jlma pjocTuKeHus LeNed, pelieHus 3aJad W peaiu3alud  [OJTHOMOYHMM,
MpeayCcMOTpeHHBIX HactosmuM [lonoxkennem, OK B3anMOIEHUCTBYET € pa3IMYHBIMU
CTPYKTYPHBIMH TMOJIPA3JCIICHUSIMA YHUBEPCUTETA B COOTBETCTBHM CO CTPYKTYpOM
YHUBEPCUTETA, YcraBoM AI'TY, HOPMaTUBHBIMU 51 OpraHU3aIMOHHO-
pacnopsIMTEeIbHBIMU TIOKYMEHTaMU YHUBepcuTeTa (mpuioxxenue I).
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9. Ynpasiaenue OK

9.1. BosrnaBaser OK HayampHUK OTHENIa, Ha3HA4YaeMblii Ha OJODKHOCTH
1 OCBOOOXIACMBI OT JOJKHOCTH MPUKA30M PEKTOpPa YHUBEPCUTETA MO MPECTABICHUIO
HavyaJbHUKA YTIPaBJICHUS KaJIpOB, COTJIACOBAHHBIM C IIpopekTopoM o OB.

9.2. HavanbHuK oOTAENa KaApOB HEMOCPEACTBEHHO TMOJYUHSAETCS HAYAIbHUKY
VYpaBiieHHs KaJIpoB.

9.3. Ha nomKHOCTh HadaJIbHMKA OTJIEJla HA3HA4aeTcs JIMIO0, UMEIOIIEE BBICHIEE
oOpa3oBaHME - CHEHHUAIUTET, MArucTparypa, JIOMOJHUTEIbHOE MPOhecCHuOHATBHOE
0o0pa3oBaHUE - MPOTpaMMbl MPO(HECCUOHATBHON MEPENOATOTOBKH B 00JIACTH YIIPABIICHUS
MEePCOHAJIOM, OIEPAIMOHHOTO M TAaKTUYECKOTO YMNPABJICHUS, MPOrPAMMBI MOBBIIICHUS
KkBamuduKauuy B 00JACTH YIPABICHHUS MEPCOHATIOM, OINEPALMOHHOTO W TaKTHYECKOIO
VIPABJICHUS U CTaXK pabOThI HE MEHEE 5 JIET B 00JIACTH YIIPABJICHUS IIEPCOHATIOM.

9.4. B cnywae BpeMeHHoro otcyrcTBus HadaibHuka OK (0onie3Hb, OTIYCK,
KOMAaHJIUPOBKA) €ro OOS3aHHOCTU BBHITIOJHAET 3aMECTUTENIbh HadallbHUKA WA JPYrou
pabOTHUK OT/eNIa KaJapoB, Ha3HAYaeMbl B YCTAHOBJICHHOM MOPSJIKE MPUKA30M PEKTOpa
YHUBEpPCHUTETA.

9.5. HayanbHuK oTAeNa OopraHu3yeT u odecreuuBaeT nestenbHocTh OK ¢ yuerom
BCEX TpeOOBaHUN 3aKOHOJATEIBbHOM W HOPMATMBHOM BHEIIHEM W BHYTpPEHHEH
JOKYMEHTAIlMU, TPeOOBAaHUM 3aMHTEPECOBAHHBIX CTOPOH ISl TMOBBIIMICHUS  UX
YAOBJIETBOPEHHOCTH.

[Tonuplii mepedeHb KBATM(UKAIMOHHBIX XapakTEPUCTHK, TpaB U 0O0s3aHHOCTEH
HAaYaJIbHUKA OTAEJa KagpPOB ONPEACIISIIOTCS JOJPKHOCTHOM HHCTPYKIIMEN, YTBEPKICHHOU B
YCTaHOBJICHHOM MOPSIIKE.

9.6. Yuer MarepHaJbHBIX LEHHOCTEM B OTHEIE OCYIIECTBISAETCS MaTEpPUAJIBbHO
OTBETCTBEHHBIM JHIoM (nanee — MOJI), saeastomumes padbotHukoMm OK, HazHaAYEHHBIM
MPUKA30M PEKTOpa YHUBEPCUTETA U 3aKIFOYUBIIIUM COOTBETCTBYIOMIUM 10r0BOp. B ciiyuae
MPOM3BOJICTBEHHON HeoOxomaumoctd MOJI  Moxker OBITh Ha3HAaU€H B KaKJIOM
MOAPA3EJIECHNUN, BXOJSIIEM B CTPYKTYPY.

10. OTBeTCTBEHHOCTDH

10.1 OTBETCTBEHHOCTH 32 HAJICKAIIEE UCTIOJTHEHUE U CBOCBPEMEHHOE BBIMIOJIHEHUE
oTaenoM (GYHKIUN, TPEAyCMOTPEHHBIM HacTosAmuM [lonokeHreM, HECeT HadallbHUK
oTIIeNna.

10.2. HavanpHuk OK HeceT nepcoHanbHy0 OTBETCTBEHHOCTD 34!
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- KayeCTBO M CBOEBPEMEHHOCTH BBIIIOJTHEHHUS BO3JIOKEHHBIX Ha OTAEN 3a7ad |
bynxmii;

- oOecrieueHre HaIJISKAIIEeTo YPOBHS OpraHu3aliuy paboThl B OTIIETIE;

- CBOCBPEMEHHOCTD 1 KaUueCTBO MPEIOCTaBICHUS HH(OPMAITUU PYKOBOCTBY;

- coOMOIeHne ITHKWA OTHOIICHWH ¢ pabOTHUKAMH YHUBEPCUTETA, COOJIIOICHHE
KOPHOPATUBHOM 3THKHU B OT/EIIE;

- palMOHAJIbHOE HCIOJIb30BAaHUE paboyero BPEMEHH, TPYAOBBIX, (DUHAHCOBBIX,
MaTepHUaIbHBIX, UHPOPMAIIMOHHBIX U TEXHUUYECKUX PECYPCOB;

- o0ecrieyeHue Oe30MacHBIX YCJIOBHM TpyAa M TOXKapHOM Oe30macHOCTH
pabOTHUKOB OT/EINA;

- COXpaHEHHE  TMEpPCOHAJBHBIX  JAHHBIX  PaOOTHUKOB,  pa3IJialllCeHUE
KOH(QUIESHIUAIBHOU H (WiM) CiiyKeOHOM HH(pOpMaIlMd B YCTAaHOBJICHHOM 3aKOHOM
MOPSIKE;

- BBIMOJHEHUE TpeOOBaHMWI  HOPMATUBHBIX  JIOKYMEHTOB IO  BEJCHUIO
JEIONPOU3BOICTBA.

10.3. HayanpHUK oOTIOENa MOXET JAEJETHPOBATh YacTh OTBETCTBEHHOCTH
padotHukam OK, 4YTo oTpaxkaercss B MaTpuIle paclpeicsiCHUuss OTBETCTBEHHOCTH
pabOTHUKOB oTlena, hopMa KOTOPOU nmpuBeeHa B npuiioxkeHuu J1.

10.4. lns oOecrnieueHus MOTHOLICHHOM AEATEILHOCTH OTAeNa Kk bl paboTHUK OK
HECET OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M KAUECTBEHHOE BBHIMTOJTHEHUE MOCTABICHHBIX
nepe], HUM 3a7ad B COOTBETCTBHM C JIOJKHOCTHBIMHU HWHCTPYKIHMSIMA WU MaTpULEH
pacrpeneneHus OTBETCTBEHHOCTH.

10.5. 3a HeucnonHeHHWE WM HEHAIJIEKAIIEe/HECBOEBPEMEHHOE HCIIOJIHEHUE
pabOTHUKOM OTJeJla BO3JIOKEHHBIX HAa HETO TPYJIOBBIX OOS3aHHOCTEH, T. €. HapyIICHHE
TPYAOBOM JUCIUIUIMHBI B COOTBETCTBUU ¢ lIpaBuiamMu BHYTPEHHEro TPYIOBOTO
pacropsiika, K HEMy MOTYT MHPUMEHSATHCS CJICAYIOIINE IUCIUIUIMHAPHBIC B3bICKAHUS:
3amMe4aHue, BHITOBOP, YBOJIBHEHHUE MO COOTBETCTBYIOIIIUM OCHOBAHUSIM.

10.6. 3a agMUHHUCTPATHBHBIE IPABOHAPYLIEHHUS M YTOJOBHBIE MPECTYIUICHUS,
COBEPIIICHHBIE B XO/I€ BHIMOJHEHUAMH PA0OOTHUKAMU OTAeNa (PYHKITUH, BO3JIOKEHHBIX Ha
nojpaszieneHue, pabOTHUKM MOTYT OBITh TMPHUBICYCHBI K OTBETCTBEHHOCTH COTJIACHO
NEeHUCTBYIOIIEMY 3aKOHOIATEIHCTRY.

10.7. TlonHasi OTBETCTBEHHOCTh PAOOTHUKOB OTJIENIa KaJpPOB yCTaHABIMBACTCSA UX
JIOJDKHOCTHBIMU MHCTPYKITUSIMH.

11. OGecneyeHue ycJa0BUM TPYyAa U 0€30MACHOCTH MEPCOHAJIA
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11.1. ITomemeHuss otnena KaApoB MOJHKHBI COOTBETCTBOBATH YCTAHOBJIIEHHBIM
HOpMaM 0 KOJIMYECTBY pabOTAIOIMIUX U 00bEMY Pa3MEIICHHBIX TEXHUYECKUX CPEJICTB, 10
napaMeTrpamM MHKPOKIMMAaTa, MPOTHBOIIOXKAPHOU 0€30MacHOCTH, 3JIEKTPOOE30NacHOCTH U
MIPOU3BOJACTBEHHON  caHUTapuM, KoTopble perinameHntupyrorcs Cl144.13330.2011
«AnMuHHUCTpaTUBHBIC U ObITOBBIC 3Manusy, CanlluH 2.2.2/2.4.1340-03 «['uruennyeckue
TpeOOBaHUS K MEPCOHATIBHBIM 3JIEKTPOHHO-BBIYMCIUTENILHBIM MallMHAM U OpraHu3aIiuu
pabote». CanutapHoe coctosHue nomenieHuit OK obGecnieunBaeTcs cOOTBETCTBYIOIIMMU
CIy0amMu YHUBEPCUTETA.

11.2. Pexxum Tpyna u otabixa pabotHukoB OK ompenensiercss B COOTBETCTBUM C
TpynosbiM koznekcoM P® u [IpaBunamu BHyTpeHHETO TpynoBoro pacnopsaka AL TY.

11.3. IlpuHumaemble Ha pabOTy JUIA MPOXOASIT B YCTAaHOBIEHHOM THOPSIKE
BBOJIHBIII HMHCTPYKTaX, KOTOPBI MPOBOJUTCA CHEHUAIUCTOM [0 OXpaHe Tpyna.
[lepBUYHBIN MHCTPYKTaX Ha paboueM MecTe, MOBTOPHBIN (HE, BHETUIAHOBBINA U IIEJIEBOM
IIPOBOJIATCS He pexe 2-x pa3 B rof (1 pa3 B monroaa), o uem
BBITIOJHSIOTCS 3allMCH B )KypHaJIaX PErUCTpallii HHCTPYKTaXka MO TEXHUKE 0€30IaCHOCTU
Y TI0’KapHOM 0€301MacHOCTH.

12. Cucrema meemkmenTa kadectsa OK

12.1. Cucrema MEHEIKMEHTAa KadecTBa B CTPYKTYPHOM IOJPa3ICIICHUN
peanu3yeTcss B COOTBETCTBHM C TPEOOBaHUSAMHU MEXIyHapoaHoro crangapra ISO
9001:2015.

B otnene npuHATH cleAyONIME JOKYMEHTHI CUCTEMbI MEHEI)KMEHTA KaueCTBa:

- 1esiv B o0Jtactu kauecta OK;

- TIJIaH MEPOTIPUSATUIN 110 JOCTHKEHUIO 11esieit B obsiactu kayectBa OK;

- nepeuens npoueccoB OK;

- Martpuiia aTpudyToB mnporeccoB OK;

- MaTpHIla pacrpeaesieHust OTBETCTBEHHOCTH paboTHHKOB OK;

- ananu3 ¢pynkunonupoanuss CMK B Buje otuera.

12.2. Peanu3zanusi 3J€MEHTOB CHCTEMBI MEHEP)KMEHTA KadeCTBa OCYILECTBIISCTCS
MyTEM MOJAEPKAHUS B aKTyAIM3UPOBAHHOM COCTOSIHUM JOKYMEHTAIIMM OTJEIa KaIpOB.

12.3. OueHka pe3ylabTaTUBHOCTH OTAEIBHBIX IPOLIECCOB JEATEIBHOCTH OTIema
MPOU3BOJIUTCS TIO KPUTEPUSIM PE3YJIbTAaTUBHOCTH, YKa3aHHBIX B TMOCIEIHEH KOJIOHKE
MaTpHIlbl aTPUOYTOB MPOLIECCOB MOJIPa3ICIICHHUS.

ITonoxxenue 06 otaene kaapos — 14.1




IMono:xenue 00 oTaesIe KAAPOB Beeneno BnepBbie

01.08.2007 r.
Penakius 3
ctp. 12 u3 24

CMK JII'TY
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Ipunoxenue b

IlepeveHb MpoIeccoB 0TAEIa KAPOB

I'pynna
IIPOLIECCOB

Ne i/t

Haspanue npoiiecca

[Tpoueccol
PYKOBOZCTBa

YupasieHue npoieccaMu. PacipeiesieHre OTBETCTBEHHOCTH U ITOJTHOMOYHU N

AHann3 QyHKIHOHUPOBAHUS CUCTEMBI M (POPMHUpPOBaHE OCHOBHBIX HAIIPABIICHUH
Pa3BUTHS OTJEINA.

YnpaBineHue HECOOTBETCTBUSMHU: BBISIBICHUE HECOOTBETCTBUM, Ha3HAUYCHUE U
BBITIOJTHEHNE KOPPEKTUPYIOMINX H MPETyPEXIAIONIIX AeHCTBUI

\®]
[Tpomnecchl >KU3HEHHOTO UK TIPOTYKIIHN

Odopmienne KapoBOTO ABIKEHUS PAaOOTHUKOB T'OJOBHOTO YHUBEpCHTETA (TIPHEM,
nepeMelieHne, YBOJIbHEHUE) U (DOPMUPOBAHUE YYETHBIX JIOKYMEHTOB paOOTHUKOB B
COOTBETCTBHUU C TPYJOBBIM 3aKOHOAATEIBCTBOM, JOKaJIbHbIMU akTamMu JI' TY

OpraHuzanyst CUCTEMbl JABWXKEHHST JOKYMEHTOB 10 IepcoHaily. Benenue
OpPraHU3alMOHHOM U PAaCHOPAOUTEIbHON JOKYMEHTAlMU 10 IEPCOHANy, IO Y4eTy U
JIBUKEHMIO KaJIpOB FOJIOBHOTO YHUBEPCUTETA

®dopMmupoBaHue U BeieHHEe OaHKa JaHHBIX O KOJMYECTBEHHOM M KaueCTBEHHOM
cocTaBe padOTHUKOB T'OJIOBHOTO YHHBEPCUTETA

DopMrpoBaHHE OTYETOB MO IIEPCOHATY TOJIOBHOT'O YHUBEPCUTETA IO TPEOOBAHUIO
peKTopa (WM UHOTO YIIOJIHOMOUYEHHOIO JIMIIa YHUBEPCUTETA) B Mpeieax cBoer
KOMIIETCHLIUU

[IpemocraBnenre yaeTHBIX JOKYMEHTOB IO ITePCOHAITY (JTMYHBIX J1e, KapTodek T-2 u
T. I.) IO Tp€OOBaHHUIO PEKTOpa (WJIM HHOTO YIIOJIHOMOYCHHOTO JIUIA YHUBEPCUTETA) B
npeJenax CBOEH KOMIIETEHIIUU

®opmupoBanue u nepegaua B IIOP B ycTaHOBIEHHOM MOpPSAKE CBEACHUI O
TPYZOBOH AEATENBHOCTH PAOOTHUKOB, AJIS IIOCIEAYIOLIETO XPAHEHUS B AJICKTPOHHOM
Bujie B MHGopMarmoHHbIx pecypcax [1DP, Ha kaxaoro paboTHHKA

[ToaroToBKa ™ TIPEIOCTAaBICHWE HEOOXOJUMBIX JOKYMEHTOB M CBEICHUU IO
YCTaHOBJICHHIO BBICIYTH JIET M CTa)Xa, CBEIEHUI IO MEHCHOHHOMY CTpPaxOBaHHUIO,
OTBETOB Ha 3amlpochkl Ha OyMaXHOM HOCHTEJEe W/WIM B DJIEKTPOHHOM BHJE B
TOCYJapCTBEHHBIC OpPraHbl ¥  HWHBIC OpPraHW3aliii B COOTBETCTBHH  C
3aKOHOaTenbCTBOM Poccuiickoil denepannn

IlonroroBka U MpeAOCTaBIEHUE O 3aIIPOCY TOCYAAPCTBEHHBIX OPIaHOB OPUTHMHAJIOB
1 KOTIMH JOKYMEHTOB paOOTHUKOB

[ToaroToBka u npenocTapieHne HHGOPMAIUU O 3aKJIFOUEHUN TPYJOBOTO JJOrOBOpa €
rpaXJaHUHOM, 3aMELIaBIIMM JOJKHOCTH TOCYAApCTBEHHOH WM MYHHUIMIIAIBHON
CIIy’KOBl, epeYeHb KOTOPBHIX YCTaHABIMBAETCSI HOPMATUBHBIMHU NPaBOBBIMU aKTaMH
Pocculickoi @enepanun

AJIMUHUCTPUPOBAaHUE IIPOLECCOB M JIOKYMEHTOOOOpOTa II0 IPEeJOCTaBICHUIO
CBEJICHUH O TPYIOBOH IESTEIBLHOCTH IO 3apOCy PaOOTHUKOB

Boigaua paOOTHHMKY KaIpOBBIX JOKYMEHTOB O €ro TPYIOBOH JesATEILHOCTH,
CBeJICHHMI O TpyaoBoit jaesreiabHocTd B JII'TY Ha OyMakHOM HOCUTENE WU B
AIIEKTPOHHOM BHUJIE B COOTBETCTBUU C 3aKOHOAATENLCTBOM Poccuiickoit deneparmu

VYuacTue B (l)OpMI/IpOBaHI/II/I KaJIpOBOI'0 pe€3C€pBa B IPCALCiIaX KOMICTCHIINU OT/AC/Ia

AHanu3 JBW)KEHUS KaJipoB M NPHYMH UX TeKydecTH. KOHTponb 3a cOCTOsSHUEM
TPYAOBOM IUCHUIUIMHBI B TOAPA3JCNICHUSX YHHUBEPCUTETA M COONIOIEHUEM
pabotHukamu I[IpaBun BHyTpeHHero TpynoBoro pacnopsiaka AI'TY
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Vyactue B peanu3allud KOMIUIEKCA OPraHU3al[MOHHO-KaJpOBBIX MEPONPHUITHH,
HaIpaBJIEHHBIX HA ONTUMM3AIMIO OPraHU3aLMOHHOW CTPYKTYphl YHHBEPCHUTETA, B
IpeJienax MoJTHOMOYHI OTaena
[Touck, npuBneyenue, NoadOp U 0TOOp pabOTHUKOB TpeOyeMbIX Mpodeccui,
CHECIUAIBHOCTH M KBAIM(HUKAIMA COBMECTHO C PYKOBOAUTENSIMH CTPYKTYPHBIX
nojpa3iejeHun
Yyactue B paboTe MmO MeTOAMYecKOMYy W WH(POPMAIIOHHOMY OOECTIeUYeHHIO
KBaJTH(PUKAUOHHBIX, aTTECTAIHOHHBIX, KOHKYPCHBIX POLIEAYD
Meronudeckoe  PYKOBOIACTBO — JESATEINBHOCTBIO  CTPYKTYPHBIX — IOAPA3IEICHUN
YHUBEpPCUTETA MO KaJPOBBIM BOIIPOCaM, KOHTPOJIb 32 MPAaBUIBHOCTHIO PAaCCTaHOBKHU
pabOTHUKOB B CTPYKTYPHBIX HOAPA3ACTCHUAX
ObecnieueHre COLMATBHBIX TapaHTHA TPYISIIUXCS B 00NAacTH  3aHATOCTH,
coOuII0IeHrE TIOPSIIKA TPYJOYCTPOICTBA, IPEIOCTABICHIE UM YCTAHOBICHHBIX JILTOT
M KOMITCHCAIU
OdopmMienrne ITUCTKOB HETPYIOCIIOCOOHOCTH B YACTH, Kacaromielcs TPYIOBOH
JIEATENBHOCTH
PaccmoTpenne kanmo® W 3asgBieHM pa0OTHHKOB IO BOMpOcCaM IpHeMa,
MEepEMELICHUM U YBOJBHEHUS], HAPYIIEHUN TPYIOBOIO 3aKOHOAATENbCTBA. [IpuHsaTue
MEp K BBISBJICHUIO M YCTPAHEHUIO IPUYHH, TOPOXKAAIOIINX KaJI00b! paOOTHUKOB
VYyactie B pa3paboTKe JTOKaJbHBIX HOPMATHBHBIX aKTOB IO BOMPOCaM KaJpOBOTO
ydera
VYyactie B pa3pabOTke W BHEAPCHWU HOBBIX 3(QQEKTUBHBIX MPOLIECCOB PabOTHI C
KaJpOBBIMM JTOKYMEHTaMH Ha OCHOBE ONTHMH3ALMM JOKYMEHTOIIOTOKOB H
WCIIOJIb30BaHMS OPTaHU3aLMOHHOW M BBIYHCIUTENBHONM TEXHUKU (Y4eT, KOHTPOJb
WCIIOJTHEHHS, OTIEPATHUBHOE XPAaHEHUE)
IIpoueccsr .
MOHHUTOPUHT yIOBIETBOPEHHOCTH BHYTPEHHUX U BHEIIHUX MOTpeOHUTENei
3 U3MEpEHus,
' aHanm3a u
Yoy IIeHNS BryTpeHHue aynutel
MartepuanbHO-TEXHUUECKOE CHa0KEHNE
= = v
3} YmpasneHnue Npou3BOCTBEHHOMN cpenoit
8
=
2 VYnpasnenue nHOPMALMOHHOHN cpellon
E
@]
S|
4 g YrpasneHue Kagpamu
’ 2
m v
= VYnpaeneHue JoOKyMeHTanuen
3
2 YmpasieHue 3anucsIMH 0 MpoIeccam
O
O
Oxpana tpyna u bXK/|
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Ipunoxenue B

MartepuaJnbl, noarorasiauBaembie OK, u rpaduk ux npeacraBjieHus B
nojapasjaeieHusl YHUBEPCUTETA B TEYEHHE KAJIECHAAPHOI0 roAa

HaumenoBanue
MOApA3AEICHUs, Ky1a
HanmenoBanue matepuana Cpox npencTaBieHUs APasit » KA
MIPEACTABIIAECTCS
1 2 3
Tabenp yuera paboyero
0 10 u 20 yucna
BPEMEHU A YbYuO
KaXJ0ro Mecsua
AKTBI Ha criucaHue OJIaHKOB
CTPOTOM OTYETHOCTHU
P Jekaopb YBYuO
(TpyZIOBBIX KHUKEK U
BKJIQJIBIIICH B HUX)
Howmenknatypa nen O6mwit otaen,
SIHBapb apXUBHBIN OTHIEI

JInuHble 1ema yBOJEHHBIX
PabOTHUKOB

o Mepe HopMUPOBaHUS

ApXUBHBIN OTJIEI

I'padux oTmyckos
PabOTHUKOB

1o 15 nexabps

OK

Otuer no paboTHUKaAM
YHUBEPCUTETA

Mo MEPEC rOTOBHOCTHU

0 3aIpOCy peKTopa (MHBIX
YIOJTHOMOYEHHBIX JIUI]
YHUBEPCUTETA)

[Tnan-rpaduk 3aKynok oTaena
Ha KaJIEHIAPHBIN IO

COTJIACHO IMpHUKa3y

KonTtpakTtHas cimyx6a

[IpoekThl paciopsiAUTEIBLHOM
JOKYMEHTALIMU, OTHOCALLEHCA
K JICITEJIBHOCTH OTAENa

1o Mepe HopMupOBaHUS

OO0wmii oTmen
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Ipusnoxenue I

B3aumoaencreue OK ¢ Apyrumu noapasjae/ieHUIMUA YHUBEPCUTETA U
BHEIIHUMH OPraHU3AMUAMHU

HoapasaesieHue moyryyaer

IMoapa3genenne nepenaer

TEYEHHUE oA

Buast pabot, JOKyMEHTOB, IlepnoanuHOCTH Bunst paboT, 7OKyMEHTOB, [IepuoanunocTh
MaTepUaIbHBIX IEHHOCTEHN MaTepUaIbHBIX IEHHOCTEHN
1. BzaumopeiicTBHe ¢ pyKOBOJCTBOM YHUBEpPCUTETA
IIpukassbl, pacriopsiKeHus, ITo mepe IIpoekThl mpHKa3oB., ITo mepe
nH(GOPMAITMOHHBIE TUCHMA MOCTYIUICHUS, B pacnopsHKeHUH, HE00XOUMOCTH
TCUCHUEC I'oJa I/IH(bOpMa]_[I/IOHHLIX nucemM
HopmatuBHBIE TOKYMEHTBI ITo mepe CryxeOHble 3aucKu ITo mepe
YHUBEPCUTETA MOCTYIUICHUS, B HE00XOTUMOCTH
TEYEHUE roaa
Opranu3aimoHHbIE ITo mepe IIpoekTsl opranuzanuonHsix | ITo mepe
JOKYMCHTBI YHUBCPCUTETA MNOCTYIICHUA, B JOKYMCHTOB KaCaromuxcs HCO6XOI{I/IMOCTI/I

JESITEILHOCTH OTHETIA

PazoBsie 3ananus ITo mepe JoxymenTs! u nHpOpManmio | B ycTaHOBIEHHBIH CPOK
(mopydenust) st HEO00XO0IUMOCTH 10 UCTIOJTHEHUIO 33/IaHUS
WCTIOJTHEHHS (mopyuenns)
2. BzanmopneiicTBue ¢ kadgeapamn
Juctku MEPUOTUYECKU JIOKyMEHTHI U1l y4acTHs B [To mepe npoBeneHust
HETPYAOCTIOCOOHOCTH KOHKYypCe 0 3aMeIIeHUI0 KOHKypca
BakaHTHBIX gospkHoctel TTTIC
CayxeGHas 3anucka 00 ITo mepe IIpoexT mpukasa 06 B ycraHoBieHHbIC
o0bsBeHnn koukypcea [IIIC | HeoOxoaumMocTH 00BsIBIICHAH KOHKYpCa CPOKH
CrnyxeOHas 3aricka o ITo mepe [loaroroBnennas B ycranoBneHHBIE
NPEAOCTaBICHUN HEOO0XOIUMOCTH MH(OPMALHKA B COOTBETCTBUHU | CPOKH
uHpOpMaLH C 3aIpOCOM
3. B3anmopneiicTBHe ¢ 00IIIIM OTAETOM
Kommu npukasos, ITo mepe IIpoekTsl npukasos, ITo mepe
pacIopsLKEHUH, MOCTYIUICHUS], B pacnopsbKeHuH, HEO0X0IMMOCTH
MH(QOPMAIIMOHHBIX TIHCEM, TEUeHHe roza WH(POPMALMOHHBIX ITHCEM,
OpraHU3allMOHHBIX OpTaHU3aIMOHHBIX
JIOKYMEHTOB JIOKYMEHTOB, KaCaloUINXcs

JACATCIIBHOCTH OTACIIA

4. BzauMmopaencTBHe

C ApXMBHBIM 0TA€JI0M

IIepenaua Ha apxuBHOE
XpaHEHHUEe JTUYHBIX JeT
pabOTHUKOB

B ycTaHoBiEHHBII CPOK

HOMeHKHaTypa JACT OTACIIa

CIKEroaHoO

6. BzanmoneiictBue ¢ I11aHO0BO-()MHAHCOBBIM YNpPaBJeHHEM

IIpoexThl 10roBOpoOB, ITo mepe 3aBU3NPOBAHHBIE TIPOEKTHI ITo mepe roroBHOCTH
MIPUKa30B HEOOXOIUMOCTH MIPUKa30B, TPYAOBBIX
JOrOBOPOB
IlItaTHOE pacnucanue 1 paz3 BTOZ IIpoexT mratHoro 1 paz3 BTOA
pacnucaHus
M3meHeHus B mITaTHOE ITo mepe CayxeOHble 3aIIMCKH Ha ITo mepe
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pacnucanue HE00X0IUMOCTH (HO BHECCHUE U3MECHEHUH B HE00XO0UMOCTH (HO HE

He Oonee 1 pa3 B
KBapTa)

IITAaTHOC paCrcanuc

Oounee 1 pa3 B kBapTan)

7. Bzaumone

JCTBHE ¢ YpaBJjieHHeM 0yXraJTepcKoro yueTa i 0OTYeTHOCTH

MIPUKa30B

IOJIOKEHUH, UTHCTPYKLUI
WJIY 3aMEYaHus

CrpaBk# 0 3apaboTHON o mepe Cry>xeOHbIe 3amucKu ITo mepe
riare HE00XOTMMOCTH HE00XOJMMOCTH
Cry>xebHast 3ammcKa o ITo mepe [ToaroroBnenHas B ycraHoBeHHBIC
NPEAOCTaBICHUN HEOOXOIUMOCTH UH(OPMALHKS B COOTBETCTBUHU | CPOKH
uHQOpMaIH C 3aIpOCOM
IIpoBencHme ITo mepe AKTBI TIpHEMa-Tiepeam, ITo mepe HamoOHOCTH
WHBEHTApU3aIlNU HE00XOTMMOCTH aKThI CITUCAHU

8. BzaumogeiicTBre ¢ OPHANYECKON CTyKO0MH
[IpoexTsl 10rOBOPOB, ITo mepe 3aBU3UPOBAHHBIC TIPOCKTHI ITo mepe moaroToBKU
MOJIO’KEHUH, THCTPYKITHH, HE00XOUMOCTH MIPUKA30B, JOTOBOPOB,

9. B3aumopneiicTBue ¢ JjekaHaTamMu ()aKyJIbTeTOB

Cry>xeOHas 3ammcKka o ITo mepe IToarorosnennas B ycranoBnennsie

MPEeI0CTaBICHUN HEOOXOIMMOCTH uH(popMaIus B CpOKHU

uHPOpMaIUH COOTBETCTBHH C 3aIIPOCOM

10. B3aumoneiicTBHe ¢ 0TA€JIOM PerHCTPALMU HHOCTPAHHBIX IPAXKIAH
YBenomnenue o npueme/ B ycraHoBieHnHbIe
YBOJILHEHHH Ha padoTy CpOKHU
MHOCTPAHHBIX I'paXKJaH
11. B3aumopeiicTBue ¢ YnpaBJjieHneM 00pa30BaTe/IbHON MOJUTHKH

Cry>xeOHast 3ammcka o ITo mepe IToarorosnennas B ycranoBnennsie

MPEI0CTaBICHUN HEOOXOIMMOCTH uH(popMaIus B CpOKHU

UHPOpMaIUH COOTBETCTBHH C 3aIIPOCOM

12. B3

anMo/ielicTBHe ¢ KOHTPAKTHOM CJ1yK00ii

Kanuemnspckue ToBapsl,
OpPTITEXHUKY, MEOEIIb, IPyroe
HEO0XO0AMMOE
o0opynoBaHue

[To mepe HamoOHOCTH

3asBKU Ha IpHOOpETEHNE
PacXoHBIX MaTEpPHAaIOB 1
HEOOXO0IMMOTO
00opynoBaHUS

[To mepe HagoOHOCTH

13. B3

auMoJelcTBHE ¢ YpaBJjieHHeM HH(POPMATH3 AL UH

otnena (Ha opUIHaTLHOM
caiiTe yHMBEpCUTETA)

otjena (s pa3MelieHns Ha
odurmaasHoM caiite AI'TY)

Ilognepxxka u ITocTostHHO 1C: 3apmaTta u Kaapbl ITo mepe

COTIPOBOXKIEHUE rOCy/IapCTBEHHOTO HEOOXOTUMOCTH

KOMIIBIOTEPHBIX IPOrpamMM YUPEXKIEHUS

[Iporpammuoe obecrieuenue, | Ilo mepe HanoOHOCTH | 3asBKM Ha TEXHHUYECKOE ITo mepe HagobHOCTH

TEXHUYECKOE 00CITYKIBaHUE 00CITy’)KUBaHNE

Pacxonnsle matepuainsl s | 1o mepe KOMIIBIOTEPHON TEXHUKH, ITo mepe

OpPITEXHUKU HEOO0XOIUMOCTH YCTaHOBKY ITPOTrPaMMHOTO HEO0X0IMMOCTH
obecrieyeHust

HNudopmannonnsie ITo mepe Nudopmanmonusie ITo mepe

MaTepuanbl U JOKYMEHTBI HEOOXOIUMOCTH MaTepuaibl U JOKYMEHTBI HEO0X0IUMOCTH

14.

B3aHMO}IeﬁCTBHe C anaB.]IelmeM KANMUTAJIBHOI'O CTPOUTECJIHCTBA U KAIMUTAJTBHOI'O PEMOHTA

Kocmernueckuii peMoHT
MMOMEIICHUH LIeHTpa

ITo mepe
HEOOXOIMMOCTH

3asBKa Ha MMPOBCACHUC

PEMOHTHBIX pa60T

[To mepe
HEOOXOIMMOCTH

15. B3aumoneiicTBue ¢ IleHTpOM MeHe:KMEHTa KauecTBa

MHcTpyKIMy, CTaHIaPTHI 110

| ITo mepe

| Otuet 0 QyHKIIMOHUPOBAHHUH |

10 31 nexabps
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CMK | MOCTYIUJIEHUS | CMK B noapazneneHuun

16. BzaumozaeiicTBHe ¢ BHEIIHUMU NMOTPeONTEISIMA

Ortuertsl B [IOP u nentp
3aHATOCTH HACEICHUA

B ycTaHoBIeHHBIC
CPOKH
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IMpuioxenue /1

Martpuna pacnpejaejgeHusi OTBETCTBEHHOCTH padoTHukoB OK

IMpoueccesl
HavanbHuK
oTaesa

3amecTUTEB
HAYAJIbLHUKA

3aBenyrommii
CEKTOpPOM

Beaymmi
CIEUAJIHCT 110
nepcoHaIy
CrnenuaJjucr mo
nepcoHany

01. ITpoueccnl pyKoBOACTBA

VYnpasnenue npoieccamu. PacnipeieneHre 0OTBETCTBEHHOCTH U P,O
MIOJTHOMOYHIA

AHanu3 GyHKIHOHUPOBAHHSI CHCTEMBI U (POPMHpPOBAHIE P,O
OCHOBHBIX HAaIIPaBJICHUI Pa3BUTHUS OTENA.

VYnpaBneHue HECOOTBETCTBUSIMU: BBISIBICHHE HECOOTBETCTBHIH,
Ha3HAUCHHE U BHIIOJIHEHUE KOPPEKTUPYIOLINX U
NpeaynpexXAatonX AeHCTBUAM

02. ITpouecchl sKU3HEHHOTO MUK

Odopmienne KkafpoBOro [ABMXKEHHS paOOTHUKOB TojoBHOro | PO
yHHBepcuTeTa  (IpUeM,  TepeMelleHHe,  yBOJNbHEHHE) U
(¢hopMUpOBaHHWE  YYETHBIX  JOKYMEHTOB  pPaOOTHHUKOB B
COOTBETCTBHHM C TPYIOBBIM 3aKOHOAATEIbCTBOM, JIOKAJIbHBIMU
akrtamu AI'TY

Opranuszanus cUCTEMbl JBH)KEHHS JOKYMEHTOB IO IepcoHaily. | P
Benenue opraHu3alliOHHONW U paclopsIUTEIbHON JOKYMEHTALUN
[I0 MEpCOoHAly, IO YYETYy M JBWXKEHHIO KaJpOB TOJOBHOIO
YHUBEPCUTETA

0y

CDOpMPIpOBaHI/Ie 1 BCIACHHUC OaHKa JaHHBIX O KOJJMYCCTBCHHOM H P,O
Ka4€CTBCHHOM COCTaBC pa6OTHI/IKOB TOJIOBHOI'O YHUBCPCUTETA

dopMHpOBaHHE OTYETOB MO IEPCOHATY TOJIOBHOTO YHUBEpCUTETa | P
1o TPeOOBaHMIO PEKTOpa (MJIM MHOTO YIIOJTHOMOYEHHOTO JINLA
YHUBEPCUTETA) B IpeJiesiaX CBOEH KOMITETEeHIINU

[IpenocraBneHne yueTHBIX JOKYMEHTOB 10 MIEPCOHANY (JIMYHBIX P,O
nen, kaptouek T-2 u T. 11.) mo TpeGoBaHUI0 PEeKTOpa (MIIM HHOTO
YIIOJIHOMOYEHHOTO JIMIIa YHUBEPCUTETA) B IIPE/IEIax CBOCH
KOMIIETEHIIUN

®opmuposanue u nepenada B [IOP B ycraHosieHHOM mnopsiake | P,Y
CBEIEHMH O TPYAOBOW JEATENbHOCTH PpaOOTHUKOB, JUIs
MOCIEAYIOUIEr0  XpaHEHUsT B JJEKTPOHHOM  BHJAE B
nH(popMaImoHHbIX pecypcax [IDP, Ha kaxmoro paboTHHKa

IToaroTroBka M IpeOCTaBIEHHE HEOOXOAMMBIX JIOKyMEHTOB U | P,V
CBEJICHUHU 1O YCTAHOBJICHUIO BBICIYTH JIET U CTaXkKa, CBEACHUI 1O
TIEHCHOHHOMY CTPaXxOBaHHWIO, OTBETOB Ha 3aIllpoChl HA OyMaKHOM
HOCHTEJIC W/WJIM B SJICKTPOHHOM BH/IE B TOCYAapCTBEHHBIC OPraHbl
U WHBIE OpraHM3allid B COOTBETCTBUU C 3aKOHOAATEIHCTBOM
Poccuiickoit ®enepanuu

ITogroroBka M NpPENOCTaBIEHHE IO 3aNpoCy TOCYAapCcTBEHHBIX | P,O
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OpraHoB OpHUIMHAJIOB U KOIIH JOKYMCHTOB pa6OTHI/IKOB

ITogroroBka M mnpenoctaBaeHue HHGoOpManuu O 3akmodeHuu | PO |V
TPYZIOBOTO IOTOBOPA C IPAKTAHUHOM, 3aMEUIaBUIMM JOJKHOCTH
TOCYyJIapCTBCHHOM WJIM MYHHIMIAIBHON CIIy)Obl, TEepeUeHb
KOTOPBIX YCTaHABJIMBAETCA HOPMATUBHBIMHU IPABOBBIMH aKTaMHU
Poccuiickoii ®enepanuu

AJIMMHUCTPUPOBAHHE MPOLECCOB UM JOKyMeHToobopora mo | P,O |V
MPEIOCTABIICHUIO CBEJCHUH O TPYIOBOH JACSITEIHHOCTH TIO
3anpocy pabOTHHKOB

Beigaya paOOTHHKY KaJpoBBIX JOKYMEHTOB O ero Tpymosod | P,O |V
JIEATEIIbHOCTH, CBEICHUM O TpynoBou aesrenbHocTd B JI'TY Ha
OyMa)>XHOM HOCHTEJIC WU B 3JICKTPOHHOM BHJIE B COOTBETCTBUU C
3aKOHOJaTeILCTBOM Poccuiickoii denepanun

Yyactne B QOpMHUpOBAaHHHM KaJpOBOTO pe3epBa B mpexpenax | P Y
KOMIIETCHIIUY OTHEIa

AHanu3 ABMKEHUS KaJpoB M MPUYMH UX TeKydecTH. KoHTposas 3a | P ORY
COCTOSHMEM  TPYZOBOM JAWCLUMIUIMHBI B  IOAPa3ACICHUSIX
yHUBEpCcUTETa H  coOmromeHueM  pabotHukamu  [IpaBun
BHYTPEHHET0 TpyaoBoro pacnopsaka AI'TY

VYuacTue B peanusallMd KOMIUIEKCA OpPraHU3allMOHHO-KaapoBblX | PO |V
MEpOTPHUATHH, HaIpaBIICHHBIX Ha OIITHUMHU3ALIHAIO
OpraHU3allMOHHOM  CTPYKTYphl YHHMBEPCHUTETa, B Ipelenax
MOJHOMOYHH OTJIejIa

ITouck, npusnedenue, nogdbop u or6op paboTHHKOB TpeOyembix | P,O |V
npodeccuii, CIMEMUATFHOCTA W KBaTH(HUKAIIMA COBMECTHO C
PYKOBOJHTEISIMU CTPYKTYPHBIX MOAPA3ACIICHUN

VYuyacte B pabore Mo MeTOAMYECKOMY W HH(pOpManuoHHOMY | P Y
o0ecTeYeHnIo KBaJIM(UKALMOHHBIX, aTTECTallUOHHBIX,
KOHKYPCHBIX ITPOLIEAYD

OOecrieyeHne COIMANBHBIX TapaHTUH TPYASIIUXcS B oOmactu | P A
3aHATOCTH, coOIoIeHNE nopsKa TPYJAOYCTPOUCTBA,
MPEJOCTABIICHUE UM YCTAHOBJICHHBIX JIBIOT M KOMIICHCAIIUH

Mertonudeckoe PYKOBOACTBO  IEATEIBHOCTBIO CTIPYKTYpHBIX | PO |V
NOAPA3/ECICHUN  YHUBEPCUTETa IO  KAaJAPOBBIM  BOIIPOCAM,
KOHTPOJIb 3@ NPaBWIBHOCTHIO PACCTAHOBKM pPAOOTHHKOB B
CTPYKTYPHBIX HOAPA3AECICHUAAX

OdopmiieHHEe  JIMCTKOB  HETPYJIOCIOCOOHOCTH B 4YacTu, | P v
Kacarolleics TpyJI0BO! JeATEeNbHOCTH

Paccmotpenne xano6 u 3asBieHMd pabOTHHKOB 1o BompocaMm | PO |V
npruemMa, NepeMelIeHUH M YBOJbHEHHs, HapyLUIEeHUH TPYyAOBOTO
3aKoHo/aTenbcTBa. [IpuHATHE Mep K BBISBICHHMIO M YCTPAHEHUIO
MPUYMH, TOPOKAAIOUINX KaJl0Obl pAOOTHUKOB

Vuactue B pa3paboTKe JIOKalIbHBIX HOPMAaTUBHBIX akToB 1o | PO |V
BOIIPOCAaM KaJIpOBOTO ydeTa

Vuactue B pa3pa0oTke M BHEApPEHHMHM HOBBIX 3bdektuBHbX | PO |V
nporeccoB paboTbl C KaJApOBBIMH JOKYMEHTAMH HA OCHOBE
ONTUMHU3ALINU JIOKYMEHTOTIOTOKOB u WCTIOTIb30BaHMUS
OpPraHU3aIIMOHHON W BBIYUCIIUTENBHON TEXHUKHU (Y4eT, KOHTPOJIb
WCTIOJIHEHHMS], OTIEPaTHBHOE XpaHEHHE)

03. IIpouecchbl M3MepeHHsl, AHAJIM3A U YIyYlLIeHUS
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MOHUTOPUHT yJOBIETBOPEHHOCTH OTpeOUTENEH P.O Yy
BHyTpeHHHE ayanuThI PO |V Y Y M
04. O6ecneunBaoIue MPOLECCHI
MaTtepuanbHO-TEXHHYECKOE CHAOKEHHE PO |V n n n
VpaBieHue NpOU3BOCTBEHHON CPeIoit PO |V Y 41 4!
Vupasnenne nHGOPMAIHOHHON cpenoit PO |V n 41 41
VipasieHue KagpamMu PO |V n n n
VpaBieHue JOKyMEeHTaluen P 0) Y M Y
VipasieHue 3aucsIMHI TI0 IPOIieccaM P 0) v y y
Oxpana tpyaa u BX]JI. PO |V y M M

Obo3nauenus: P — pykosoOcmeo (npunsmue peuierus);
O — Hecem OCHOBHYI0 OMBEMCMEEHHOCb,
Y — obsizamenvno yuacmeyem,
U — unghopmupyemcs
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JIucT perucrpauum u3MeHeHU
z OcHoBaHme 1J141
‘E Homepa BHECEHHs H3MeHEeHui W3menenus BHec
S U3MEHEHHBbIX (Ne 1 HaMMeHOBaHME
2 JHCTOB pacnopsiauTe; IbHOr0 ®amuans, HMoanucek, naTa
Z J0KYMEHTA) T BHECeHH
U3MEHEeHUsI
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JIMCT 03HAKOMUIEHUS
JloxHOCTH dOamMuus, HHUIHAJIbI Jlara IMoanuco
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