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1. OBIIUE MOJOKEHMSI

1.1. Otmen xampoB (manee — OTHEN) SABISAETCS CTPYKTYPHBIM IMOApa3ieneHueM
Vpansckoro (hunuana thenepanbHOTO rocyJlapCTBEHHOTO OHOHKETHOTO
oOpa3zoBaTelIbHOTO YUPEXKICHUS BEICILIETO o0OpazoBaHus «Poccuiickuit
rocyiapcTBeHHBIN yHUBepcuTeT IipaBocyaus umenn B.M. JleGenera» (r. UensOunck)
(manee — dunman), NOAUHHAIOIIUMCS TUPEKTOPY (GHiIHaa.

1.2. B cBoeil neATeNbHOCTH OTAEN pPYKOBOACTBYETCS HOPMAaTHBHBIMHU
npaBoBbIMH akTamu Poccuiickoit Peneparyu, YerasoM YHHBEPCHTETa, HACTOSIIHM
[Tonoxenuem, mnpHKazaMyu W PACHOPSDKEHUSIMU OUpeKTopa (uiMana, WHBIMA
JIOKAIIbHBIMYA HOPMATHBHBIMY aKTaMM Y HUBepCHTeTa U (QHIIHAaA.

1.3. Co3nanue 1 u3MeHeHHE OT/ENA, €T0 ITaTHAS YUCIEHHOCTh ONpeAeIaeTCs
IITaTHEIM paclHcaHyieM, YTBepKIAEHHBIM IIPUKa30M peKTopa ¥ HUBEpCHUTETA.

1.4, Ormen BO3TIaBiseT HAYalbHWK, HAa3HAYAEMbBIi Ha  JOJDKHOCTH
i OCBOOOXKHAEMBIM OT MO/DKHOCTH IIPHKA30M [UpeKkTopa (Quiualla Ha OCHOBaHHU
3aKIIHOYEHHOIO TPYIOBOIO J0TOBOPA.

L.5. Ornen KOMILIIEKTYeTC S paboTHHKamMHu, COOTBETCTBYIOIIMMHI
KBATUDUKAIMOHHBIM TpeDOBaHUSIM 110 3aHUMAEMBIM JIOJDKHOCTSAM, XapakTepy
BBITIOJIHAEMBIX TPYAOBBIX (PYHKIIHA, ONpeAeIEHHBIX JOIKHOCTHBIMH HHCTPYKLIMSIMH.

1.6. Pabora oTpmena opraHu3yeTrcs Ha OCHOBe IIPHUHIMIIOB 3aKOHHOCTH,
00BEKTUBHOCTH, HE3aBHCHMOCTH, COYETAHHMs eIWHOHAYAINWS B PEHIEHHH BOIIPOCOB
CIIy’)K€OHO! NeSTeNbHOCTH M KOJUIErHalbHOCTH IPU MX 0OCYKJEHHH, IepCOHAIBHON
OTBETCTBEHHOCTH KaKI0ro paboTHHKA OTHeja 3a MCIOJHEeHHWe MOJDKHOCTHBIX
00s13aHHOCTEH, IPEAYCMOTPEHHBIX JOKHOCTHEIMH HHCTPYKUHUAMHA

1.7. lesrennbHOCTE OTAEIA IIOAKOHTPOILHA U ITOAOTYSTHA AUPEKTOPY (prtHaa.



1.8. Tlpaa u 00s3aHHOCTK, OTBETCTBEHHOCTL paloTHHUKOB  OTAena
OHpENeNd0OTCd HOPMATUBHBIMH IIpaBOBBIMU akTamMH Poccuiickoln @exepaiiny,
TOKATHEHBIME HOPMATUBHBIMH aKTaMu YHUBEpcuTeTa M (uiMara, B TOM YMCIe
JOIDKHOCTHEIMU HHCTPYKIIUAMHY, a TAKXKE TPYIOBEIMH JOTOBOPAMHU. _

1.9. Ornen MMeeT Kpyriyr MacTHYHYIO [e4aTh ¢ HamMeHoBarmeM «(OTaen
KaIpoB» W ITIONHBIM/KPATKHUM  HauMeHOBaHuweM  (Quivana,  HaxOISIYIOCs
B PACNOPSDKEHAY HAYANLHUKA OTACHA KaJpoB.

IL. LEJIF F 3AJIAYH OTAEJA

2.1. Demnsto JeATENBHOCTH OTHefa sBIAeTcs paspaloTka W peandszalus
IIPUHATOM KaApOBOW TOJUTHKY YHHUBEPCUTSTa HAa OCHOBE CO3/aHusg 3h(GeKTUBHOU
CHCTeMB! YIIPaBIEHHS KaapaMu.

2.2. 3amadamMy OTAENA SIBIAIOTCSA:

2.2.1. xadecTBeHHOe (OPMHpPOBAHMEe M pAlMOHANBHOS HCITOIB30BaHHE
KaJgpoBOrO TIOTEHIHala C YUYeTOM IEPCIEKTUB €ro pasBUTUA U PaCLIUPCHUS
CaMOCTOSTENBHOCTH;

2.2.2. onpepereHre TeKyLiel ¥ IUIAHUPOBaHWE MEPCIEKTHRHOM MOTpeOHOCTU
R KaJIpax;

2.2.3. u3yueHUe IPUYINH TEKYYECTH KaJIpOB;

2.2.4. yuedopMalMOHHOe 0beciedeHue KaapoBoil paboTEI;

2.2.5. cucreMaTHYecKU# aHanmu3 COCTOAHMSI KampoBoH paboTel m paszpaborky
Mep U NPEJIOKEHNH 110 MOBLITIEHUIO e Pe3yIbTATUBHOCTH;

2.2.6. bopMupoBanue U BelcHHe OaHKA TaHHBIX KagpoBoM WHQOPMAINH, YIET
JIMYHOTO cOcTaBa KaapoB;

2.2.7. npencTaBiieHre YCTAHOBICHHON OTISTHOCTH TI0 KaapaM;

2.2.8. oprammzanus paborsl D0 OQOPMICHWIO TPYZORBIX OTHOIIEHEH
PaboTHUKOB hunana, TOBRILEHUIO UX KBalnduKaImy;

2.2.9. obecneyeHue B3auMOAeHCTBHA €O CTPYKTYPHBIMHU IOApa3zieeHusIMA
GmIgara W yrpaBIcHHEM KaApOoR YHUBEPCUTETA TI0 BOMIPOCAM  TPYHOBOIO
3aKOHO/IaTEILCTBA;

2.2.10. okazanue NpakTUHecKol OMOIIY 10 KaApOBBIM BOTIpocaM paboTHuKaM
(punmmama.

111. ©YHKIUH OT/IEJA

3.1. OTnen obecreuuract:
3.1.1. xa4ecTBEHHOE M CBOSBPEMEHHOE OhOpMIIeHHE JOKYMEHTOR IO KaTpOBOH
NeATeTLHOCTH,;

3.1.2. momgroroBKy ¥ o0paboTKy HH(YOPMALMOHHBIX NAHHBIX [0 KagpoBOH
JeATENIHOCTH;



3.1.3. COBMECTHO ¢ PYKOBOIMTEISIME CTPYKTYPHBIX IIofpasfieleHnil (puinana
TIORGOP ¥ PACCTAHOBKY PYKOBOMMINETO U IIPOGECCOPCKO-TIPENoAaBaTeIbCKOTO
cocraBa, padOTHHUKOB (YHKIMOHANBLHBIX U OOCITYXKHBAIOIIMX  CTPYKTYPHBIX
MOPA3IeICHUN, WHOTO MEPCOHATA B COOTBETCTBUM CO INTATHBIM. PacIUCAHMEM
(puauanra Y HUBEPCUTETA, YTBEPAKIAEMEIM PEKTOPOM Y HIBEPCUTETA B YCTaHOBICHHOM
TIOPSIKE,;

3.1.4. yuactue B pa3paboTKe W TOATOTOBKE IUTATHOTO pacnucaHus (umuana
M UAMEHEHUH €0 KacaroluXxcH;

3.1.5. yuacTHe B paboTe KOMMCCHH 110 BONIPOCAM, BXOMSIIUM B KOMIETEHIIHIO
OTAeNa, BHECeHME NIPETIOKEHNN IO COBEPLISHCTROBAHMIO (HOPM M METOIOB KaIpPOBOH
paboTsr;

3.1.6. odopmnenue 1puema, IlepeBoga W YBOJABHeHMI pabOTHHUKOB
B COOTBETCTBUM ¢ TpPYIOBEIM 3akoHOHaTelbcTBOM Poccuiickolt @epepannu,
IONOKEHUAMM, MHCTPYKITHAMU M IIPUKA3aMH pPexTopa YHUBEPCUTETA W JUPEKTOpa
bunnana;

3.1.7. mpuem, ydeT, XpaHeHHe, BeJeHMe, 3aIONHEHHEe ¥ BbIIATy TPYHOBBIX
KHU/KEK ¥ CBEIeHMM O TpyIOBOM JeATeNbHOCTH, BEJIEHUE YCTAHOBICHHOMN
MOKYMEHTAIIMH 110 TPYAOBBIM KHUKKaM;

3.1.8. obecrieuenne y4era IMIHOTO COCTABA;

3.1.9. Benen#e yCTAHOBICHHON NOKYMEHTAINH 10 KajpaM;

3.1.10. ¢popMmuporaHpe OaHka JaHHBIX KaapoBoi HB(bOpMAaLIY;

3.1.11. DOAroTOoBKY MAaTepHaloB W JOKYMEHTOB Uil [PENCTaBICHUA
pabOTHHUKOB K HarpaaaM M IOOIPEHUSIM;

3.1.12. 1oATOTOBKY COOTBETCTBYIOIMMX MATEPHAJOR 10 TPHURICUECHHIO
paboTHUKOB K AUCLHUIIMHAPHON OTBETCTBEHHOCTH;

3.1.13. Boipauy cnpaBok o paboTte, 3aHUMAEMOH JOTKHOCTH, OOIHEM TPYI0BOM
1 HayYHO-IIEJaroTHUEeCKOM CTaxe, 3aBepeHHbIE KOMTUY TOKYMEHTOB TI0 KaJIpam;

3.1.14. ofecnederre cCOUMANBHBIX TAPaHTHIM pabOTHUKAM B 00NIACTH 3aHATOCTH,
cODMIOIeHUA OPAAKa TPYIOYCTPOUCTRA, IPSAOCTARICHUS UM YCTAHOBICHHBIX JIBIOT
W KOMIICHCAIIWM;

3.1.15. cocrapnesue Tpaduka eXKEroIHLIX OCHOBHBIX OTIYCKOB; YyUeT
UCIOJNB30BaHUS pPabOTHUKAMK OTIYCKOB; OQOpPMIEHHE eKerOJHBIX OCHOBHBIX
OTITYCKOB B COOTBETCTBMHW C YTBEKIEHHBIM T'paduKOM, OTIIYCKOB 0€3 coXpaHeHUs
3apaGoTHOM MAATAL U JOTOIHATSITEHEIX OTITYCKOB;

3.1.16. undopmupoBanue paboTHUKOB (puauana o0 HMEIOIUXCcd BaKaHCHUIX,
UCTIONB30BAHNE CPEACTB MAaCCOBOM HH(pOpMaluu I pasMeuleHNs o0bsBIeHUN
O BaKAHCUSIX;

3.1.17. XOHTPONE UCIOJHEHMS PYKOBOIUTEIIMHU CTPYKTYPHBIX IOIpasielleHui

dunrana IpUKazoB, pacTIOPsDKEHHH pekTopa YHUBEPCHTeTa u AHpeKTOpa (rinana
10 KaIPOBEIM BOTIPOCAM;



3.1.18. KOHTpONE 3a COCTOSHUEM TPYLOBOYW INMCLWIIIWAHEI 7 cOBMOIeHAEM
paboTHukamMu [IpaBun BHYTPEHHETO TPYLOBOIO PACIIOPAIIKa;

3.1.19. moaroToOBKA U IPeAOCTABIICHUE YCTAHOBICHHOU OTHETHOCTH;

3.1.20. opranusaiiys u BeACHUE KaApOBOro Ae/ONPOU3BOACTBEA.

IV.IIPABA i1 OBA3AHHOCTHU

4.1. PaGoTHUKY OTAEHa HMEIOT IPABO:

4.1.2. cornacoBsIBaTh INPOEKTHI [PUKA30B, PACHOPSKEHNUM, JIOKaIIbHBIX
HOPMATUBHBIX aKTOB, W3/[aBaTh [AOKYMEHTEI, HeoOXonumele [if obecleueHms
KaJ{pOBOH NesITelIbHOCTH;

4.1.3. BU3UPOBATH AOKYMEHTEHI B IIPE/IENax CBOEH KOMIICTEHITUN;

4.1.4. BecTr cinyxebHYIO NepelucKy ¢ padoTHUKaMu Qruikala o BOIPOCaM,
OTHOCSALMMCS K paboTe oTaena;

4.1.5. BHOCHTD HpeIJIOKEeHMA O MOOIIPEHHH, IIPUBIICUEHUHA K JUCIUINIUHAPHOU
OTBETCTBEHHOCTH paboTHUKOB ¢urarana;

4.1.6. KOHTPONUPOBATH B CTPYKTYPHBIX HOApa3AeneHusx Gunuana cobmoaeHmne
3aKOHOJATENBCTBA O TPYIE, OPIKA [IPeIOCTaBNeHUS YCTAHOBICHHBIX JEIOT;

4.1.7. naBaTh pa3zbACHEHWS, PEKOMEHAATMH U YKa3aHWd [0 BOTIpOCaM,
BXOJSIIUM B KOMIIETEHIIUIO OTAENE;

4.1.8. 3anpamuBaTs B CTPYKTYPHBIX NOoApa3eNieHuIX Gunvana HeoOXoauMEble
JaHHBIE O paboOTHUKaX, a MpW NpHUeMe Ha padoTy W IepeMelleHUsIX paboTHUKOB -
MHEHHE PYKOBOJUTENEH COOTBETCTBYIOMMUX CTPYKTYPHBIX NOIPa3IS/ICHMH;

4.1.9. pmaparte pPYKOBOAWTETSIM CTPYKTYPHBIX NOApasieieHudl  Qummana
o0s3aTenbHBIEe 1S MCHONHEHHMS  yKazaHuds [0 BOIpocaM,  OTHOCAIIAMCA
K KOMIIETEHIIHY OTHENA;

4.1.10. ra opraHuzalldOHHOE H MaTepHallbHO-TeXHHUYecKoe obecretieHue cBoel
podecCHORANBHON eI TENEHOCTH;

4.1.11. obxanoBaTh IPUKa3bl ¥ PaCIOPAKEHUS JUpeKTOpa GuInana
B YCTAHOBJIEHHOM 3aKOHOAATENECTBOM TIOPSAKE.

4.1.12. nmomywaTs OT pPyKOBOAHMTENIEeH CTPYKTYPHBIX  [OIpa3ieleHui
YCTAHOBIIGHHYH) OTUYETHOCTh, CBENSHHA W HOKYMEHTBI, HCXOIS X3 BO3NOKEHHBIX
HAa OTAEI 3a/a%;

4.1.13. ocymecrsiasaTs HHBE TIIpaBa, TIPEIyCMOTPEHHBIE HOPMATHBHBIMU
IpaBOBBIMHU aKTamMM Pocculickoil Penepallid 4 JOKAIBHBIMA HOPMATUBHBIMU aKTaMHU
YHHUBepcHTeTS.

4.2. PaboTHukH oTAena oOg3aHbI:

4.2.1. CBOEBPEMEHHO ¥ KAYECTBEHHO BBINOIHATE 3aJa4YH, BO3IOKEHHBIE
Ha OTHEl, B COOTBETCTBUU ¢ HacTOsSUMM [lonokeHueM, UHBIMHU MPAaBOBBIMHU AKTAMU
YHUBepCUTeTA, TOMKHOCTHBIMH UHCTPYKIMSIME H TPYIOBBIM JOTOBOPOM;



4.2.2. cobmojaTe HOpMATHBHBEIE IIpaBOBBIe akThl Poccuiickoit Penepany,
YcraB u N0KalIbHEIE HOPMATHBHEIE aKThl Y HUBEPCHTETA;

4.2.3. BBIMONHATH HHBIE O00S3aHHOCTH, MPEIYCMOTPEHHBIE HOPMATUBHBIMHU
npaBoBBEIMH aKkTaMmH Pocculickoil Menepanui ¥ TOKaIbHBIMHA HOPMaTHBHEIMHU aKTaMH
YHuBepcuteTa U (hunHana.

V. OTBETCTBEHHOCTD

PaboTHuKM oTnena HECYT OTBETCTBEHHOCTh 3a HEWCIIOJTHEHHE
WM  HEHAUIEKAIIee  MCIOJHEHWE  CBOMX  JIOJDKHOCTHBIX  OOSI3aHHOCTEH,
pernaMeHTUPOBaHHBIX TPYAOBBEIM JOTOBOPOM M JOKHOCTHBIMHU HHCTPYKIHSAMH,
B COOTBETCTBHH C IIPaBOBLIMU aKkTamMu Poccuiickoit Oenepanui.

VL. BBAUMOOTHOIIEHHUS C THBIMHA
MOJAPA3IEJEHASIMA OUITHAJA

BsaumozelicTBHe  oTAena ¢ MHBIMH @ HOApasleleHusiMu  duiuana
¥ YHUBEpCHTETa OIpesenseTcs 3aladaMu ¥ (GYHKIUSME, BO3T0KEHHBIMHE HA OT/IEN
HACTOSIIMM TIOJNIOXKEHMEeM, ¥ OCYIIECTBISETCS B Ipe[eNax KOMIETEHIMH OTela
KaJIpoB.

HauanpHuk oT/ie51a KaapoB ( 77 B.A. benoycosa



