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U B LIeJISIX COBEPILICHCTBOBAHUS CUCTEMBI YIIPABJICHUS] HHCTUTYTOM

ITPUKA3BIBAIO:
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Pyxosopurens B.M. 3emckoB
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1. O0mue nmoaoxKeHus

1.1. Hacrosmee Ilonoxxenue paspaboraHo B cooTBeTcTBUH ¢ DepepaiibHbIM
3akoHOM oT 29.12.2012 Ne 273-@3 «O6 obpazoBanuu B Poccuiickoil @enepanuuny,

Yeraom HUAY MHWOU, Ilonoxennem o banakoBckom UH)XEHEPHO-
TEXHOJIOTHYECKOM HHCTUTYTe — (Quiamnaie QeaepalbHOr0 ToCyJapCTBEHHOIO
aBTOHOMHOTO 00pa3oBaTenbHOrO YUPEKICHUS BBICLIIETO obpazoBaHus

«HanmoHnaneHEIN UccnenoBaTebeKuit sijepHbiil yausepcutet « MOy, noxanbHEIMI
HopMaTuBHBIMU akTamu HUAY MUAOU (nanee ynuBepcuteTa).

1.2. Hacrosinee monoxxeHue oIpeneNseT Ha3HAUeHHe, LIEH, 3aJaul, (QyHKIIHH,
npaBa, OTBETCTBEHHOCTh W OCHOBBI JESITEIHHOCTH OTJeNia KaJpoB bamakoBcKoro
HHKCHEPHO-TEXHOJOTHIECKOTO UHCTUTYTa - bunmana deneparpHOTO
rOCyJapcTBEHHOIO  aBTOHOMHOTO  00pa3oBaTeNBHOTO  YUPEXKIEHHS]  BBICIIETO
oOpa3oBaHus «HannoHaANBHBIN HCClie0BaTeNIbCKUM siTIepHbIN yHUBepcuTeT « M D »
(nanee - BUTU HUAY MUDN).

CoxparnienHoe HaumeHoBaHHe — OK.

1.3. Otnen xagpoB sfBIseTcs CTPYKTYpHBIM mnoppaznenenmem BUTU HUAY
MHW®U u nogunHseTCs HEMOCPEACTBEHHO PYKOBOAUTEIO HHCTHTYTA.

1.4. Otmen xampoB ocymiecTBisier KomiuiekroBanue bUTKH HUAY MHUOU
KagpaMu  Ipo(eccOopCKO-NPernoaaBaTeIbckoro  COCTaBa,  aIMHUHHUCTPATHBHO-
yTIpaBJIEHYECKOT0, yIeOHO-BCIIOMOTaTeIbHOTO M 00CITYKHBAIOIIEr0 TIePCOHAA.

1.5. B cBoeli pgesrensHocTH OT/ien KaJpoB PYKOBOJCTBYETCS ACHCTBYIOIIMM
3aKOHOJIATEILCTBOM,  HOPMAaTHUBHO-TIPAaBOBBIMH ~ aKTaMHd W METOJAWYECKUMH
MaTepualaMH, MOJIO)KeHHEM 00 HMHCTHUTYTE, JIOKATEHBIMA HOPMATHBHBIMH aKTaMH H
HACTOSIIIIAM TTOJIOKEHUEM.

1.6. HestenbHocTh OTnHena KagpoB OCYIIECTBISETCS HA OCHOBE TEKYINEro M
NEePCIEeKTUBHOIO IUIAHUPOBAHUS, COYETaHMs €MHOHAYANUS B PEIICHWH BOIPOCOB
CIy’)KeOHOW AeSITeNLHOCTH M KOJUICTHANIBHOCTH TIPH UX OOCYXKAEHHH, MEPCOHANBHOM
OTBETCTBEHHOCTH PaOOTHUKOB 3a He HaJJe)kalllee HCIIOTHEHHE BO3IIOKEHHBIX HA HHX
JTOJDKHOCTHBIX 00s13aHHOCTEH U OTIENBHBIX OopyYeHuH HauanbHuka OTiena KaJIpos.

1.7. Ksanuduxanuonusle tpeGoBanus, (QyHKIMOHAIBHBIE 00S3aHHOCTH, TIpaBa,
OTBETCTBEHHOCTh  HadalbHUKa W  Apyrux paborHukoB  Otmena  KaJapos
peryiaMeHTHPYIOTCS JOIKHOCTHBIMU HHCTPYKITHSIMH.

1.8. Hauanenuk otnena wu japyrue paborHukm Orthena Ha3HA4yalOTCs Ha
JIOJIKHOCTH M OCBOOOXIAIOTCS OT 3aHUMAEMBIX JTOJDKHOCTEH MPHKA30M PYKOBOIUTEIS
BUTH HAAY MHU®HU B cOOTBETCTBHHU ¢ AEHCTBYIOUMM 3aKOHOAATEIbCTBOM.

2. OcHoBHbIe neu 1 3aaa4yu Oraena kaapos

2.1. OCHOBHOM LENBIO AEATEIBHOCTH OTIeNa KaapoB SBISETCS obecriedeHue
WHCTUTYTa KaJpOBBIMH pecypcaMu, KOMIUIEKTOBaHHE PaOOTHUKAaMHU TpeOyeMbIX IS
y4eOHON M aJIMUHMCTPATUBHOMN NEATEIHLHOCTH, CICIHATbHOCTEH M KBaIU(UKALIUKA B
COOTBETCTBUM C 3ajJadyaMd M HalpaBleHueM paesaTenbHocTd BVY3a, peanuzanus
KaJ[pOBOU TIOJIUTUKH, COOJFOZICHHE IpaB, JIBIOT W TapaHTHH paOOTHHUKOB B O0JIACTH
TPYJIOBOTO MpaBa, a TAK)Ke BEIEHUE KaJpPOBOro AEJIONPOU3BOACTBA B COOTBETCTBUHU C
3aKoHoAaTeNnbLCcTBOM PO.



2.2. JIns TOCTMKEHMs TIOCTABJICHHOHM IIGJIM OTHAET KaJpOB pPEIacT CICAYIOLIHe
3a7a4u:

- OCYLIECTBIIEHME IToA0Opa U MpuemMa rnepcoHajia Ha paboTy Ha OCHOBE OIEHKH HX
KBaTH(pUKAIUH, JTMIHBIX | JICTIOBBIX KA4eCTB,;

- odopMileHre TPYJIOBBIX MPAaBOOTHOIIEHWH, BeleHUEe JUYHBIX JeNl W TPYIOBLIX
KHIDKEK pabOTHHKORB,

- aHanmu3 Bo3pacTHOM cTpykTypel IIIIC u BeIpaboTka TpeAsIOKEHHH 110
OOHOBJICHHIO KaJIPOB;

~ yYeT JIMYHOTO cOCTaBa PabOTHUKOB;

- o(QopMIeHHEe YCTAaHOBJIEHHON [OKyMEHTAllMM W YYeT M0 JIMYHOMY COCTaBy
CTYJICHTOB;

- yu€T u obecrnedyeHWe COXPaHHOCTH JOKYMEHTOB apXHBHOTO XpaHEHHS,
obpazyromuxes B pestensHoctd BT HUSAY MW®U B coOTBETCTBUH C NpaBHIIaMH,
YCTaHOBJIEHHBIMH PocapxuBoM, CBOEBpeMEHHON TMiepefaydl »3TUX [IOKYMEHTOB Ha
rOCyJIapCTBEHHOE XpaHEHHE;

~  BblJ1aYa JIOKYMEHTOB, HaXOIAILMXCS Ha XpaHeHWH B apXuBe: O MpeIbIAyIieM
obpazosanui (10 neT u crapire), 00 OKOHYAHUH YHHBEPCUTETA;

~ TIOATOTOBKA OTBETOB Ha IMHCHMa U 3aIpOChHI;

~  TIOJArOTOBKA CIPABOK O CTa)Ke, 0 Iepuoje o0ydeHus, 0 MOATBEepKAeHNHN (haKTa
BEIZIAYH JOKYMEHTOB 00 00pa30oBaHuM U Jp.;

- BeJleHUE NPeLyCMOTPEHHOM NeHCTBYIOIIMMH HOPMATHBHO-IIPABOBHIMH aKTaMH
COOTBETCTBYIOIIEH JOKYMEHTAllMH, IIpeIoCTaBlIeHUe B YCTAHOBJCHHBIE CPOKH
CTATUCTUYECKOH U MHOH MHGbOpMaNK O NEeATEITHFHOCTH OTIeNa KaJIpoB;

- KOHTpOJb B IpefieNax CBOeM KOMIIETEHIMH 3a COOJIOJEHHEM CaHHTapHO-
IIPOTUBOAIHUIEMUYECKOTO PEeKHUMa, IPaBHII IIPOTHUBOIIOXKApHOH 6€3011acHOCTH, HOPM
TeXHUKH 0€30I1acHOCTH, CBOEBpPEMEHHOEe TIPHHSATHE HEOOXOIUMBIX Mep IIpH
BBISIBJICHUY (DAKTOB MX HAPYIICHUS;

~ COBEpLICHCTBOBaHHE W BHEJPEHHEe HOBBIX METONIOB OpTaHM3alldi padoThl
oTZeNa, B TOM YHCJIe€ Ha OCHOBE MCIIOJNB30BAHHS COBPEMEHHBIX HH(MOPMAIMOHHBIX
TEXHOJIOTHH;

- pazpaboTKa NpeNJIOKEeHHH 10 COBEPIICHCTBOBAHUIO MESTEIbHOCTH OTIeNa
Ka/IpOB;

- pellleHHe UHBIX 3a7]a4y B COOTBeTCTBUH ¢ LiensMud b T HUSAY MUDU.

3. ®yuxkuuu Otaena kaapos

Otpnen KaipoB BBIIOJHSAET CleyIomne GyHKIHN:

3.1. OdopmiieHue npuemMa, nepeBosia U YBOJIbHEHHS paOOTHUKOB B COOTBETCTBUU
C TPYAOBBIM 3aKOHOIATEILCTBOM.

3.2. OdopMieHne MPHUKA30B MO JTHYHOMY COCTaBY PaOOTHHKOB.

3.3. Ilpuem, 3aronHeHe, XpaHeHHE U BblJIadya TPYIOBBIX KHUKKH paOOTHHKOB.

3.4. ®opMupoBaHHMe U BelEHUE JUYHBIX Jen paboTHukoB. Benenue 3ammceii 06
o0pa3oBaHUM, OIBITE, ITOATOTOBKE, KBaTM(UKALWH, TOBBINIEHUN KBATH(OUKAIMH H
VHBIE TIepCOHANIbHBIC JaHHBIe PaOOTHUKOB.

3.5. Opranuzanus ¥ KOHTPOINb COCTaBIeHWs TIpaduka OTIYCKOB, YYET
WCIIONIB30BaHUsl PabOTHHKaMH OTIIYCKOB, OQOpMIIEHHE eXeTrOAHBIX OCHOBHBIX



OILUIaYUBAEMBIX OTIIyCKOB, B COOTBETCTBUU C TIpa)uKoM OTIIyCKOB, OQopMmieHue
JOTIOJHUTEIBHBIX OTIIYCKOB I10 3asBIEHUSIM paOOTHUKOB.

3.6. Benmenue 0a3bl JaHHBIX O KOJMYECTBEHHOM MW Ka4yeCTBEHHOM COCTaBe
PabOTHHUKOB U UX JBUKECHHUH, €€ CBOEBpEeMEHHOe OOHOBJICHUE U MOIMOJIHEHUE.

3.7. Kourpons cpokoB m30paHHs Ha TODKHOCTH TENarormdeckux paOOTHHKOB,
OTHOCSIIIXCS K PO(eCCOPCKO-TIPenoaaBaTeIbcKoro COCTaBy.

3.8. @opmupoBaHHE KOHKYPCHBIX OOBSBIEHMH Ha 3aMelleHHe BaKaHTHHIX
IO0JDKHOCTEH Npodeccopcko-NpernoaBaTelIbcKOro COCTaBa.

3.9. Obecrieuenrie W opraHm3anus padOTBI ATTECTAIMOHHONW W HarpajaHOW
KOMUCCHH.

3.10. Belmaua cnpaBoK, 3aBepeHHBIX KOIMUM TPYOOBBIX KHUXEK M JIPYTHX
IOKYMEHTOB 10 TpeOOBaHHIO pabdOTHHKOB W 10 MHCBMEHHEIM 3alpocam
roCy/IapCTBEHHBIX, IPABOOXPAHUTENBHBIX U CYJIeOHBIX OPTaHOB.

3.11. Odopmnenne AOKYMEHTOB [JIsI TpeACTaBIeHUs pabOTHUKOB K
Harpa)XJ€HUI0  BEIOMCTBEHHBIMH M  TOCYJapCTBEHHBIMM  HarpagaMH, y4eT
Harpa)XJeHHbIX PaOOTHHUKOB.

3.12. TIlpoBepka Tabeneil ydera pabouero BpeMeHH TMOIpa3AelieHHH Ha
COOTBETCTBHUE (paKTHUECKH OTpaboTaHHOMY BpeMeHH paboTHUKaMU.

3.13. Perucrpanus JUCTKOB HETPYIOCIIOCOOHOCTH PabOTHUKOB.

3.14. KoHTponb cOCTOSHHSI TPYIOBOW ITUCITUIUIMHBI B TTOAPA3NEIeHHUIX U
cobmtojieHre pabOTHUKaMH NMPaBUJl BHYTPEHHETO TPYAOBOTO PaCIIOps/IKa.

3.15. CocraBiieHue onMcell Nen apXUBHOTO XpaHeHHUs, (GOpMUpOBaHUE W clada
TOKYMEHTOB T10 JIMTYHOMY COCTaBy paOOTHHUKOB M CTY/IEHTOB B apXUB.

3.16. Cobmtomenue KOHQHIESHIHAIBHOCTA TIpu 00paboTKe MepCcoHATbHBIX
IaHHbIX coTpyaHukoB u ctyneHtoB BUTW HUAY MH®O®HM B COOTBETCTBHH C
JIeWCTBYIOIIMMH HOPMATHBHBIMH NTPABOBBIMH JIOKYMEHTAMH,

3.17. TlonroroBka MH(OpPMAIIHH, IO BOIPOCAM, OTHOCAIICHCS K KOMIIETEHIIUH
OT/eNla 1O 3ampocaM: BEIIIECTOSIIIUX OpraHu3alliii, OpraHOB TOCYAapCTBEHHOU
BJIACTH, HAI30PHBIX U KOHTPOIUPYIOLIHUX OPTraHOB.

3.18. CocraBienue U BeJileHUE YCTAaHOBJICHHOM OTYETHOCTH IO YUYETY JIMUHOTO
coctaBa pabotaukoB BUTU HUAY MU®U, ero noapaznenenuii u pabote ¢ Kaapamu.

3.19. 3aBepenue, B YCTaHOBJIEHHOM IIOpsiIKE, MJOKYMEHTOB, TOJHCeH
JIOJKHOCTHBIX JIMI] TIeYaThio OT/IeNa KaJIpoB.

3.20. Opranuzaumsi y4€Ta BaKaHTHBIX AOJKHOCTEH, CIHCOYHOM YHCICHHOCTH
pabOTHHKOB.

3.21. IlpueM mo akTam U3 NPUEMHONW KOMUCCHM JIMYHBIX JIeJl MEePBOKYPCHHUKOB
JUTS TIOCJIEIYIOIIEro y4eTa, BeIeHHsl (BHECeHHe H3MEeHEeHUH o nepeBoaax, H3MEHeHHsIX
B TIEPCOHAJIBHBIX  JaHHBIX, [PEAOCTABISIEMBIX  aKaJIEMUYECKUX  OTIIyCKaXx,
WHIUBUIYaNbHBIX Ipaukax oOydeHUs, OTYUCIEHUAX U (MJIM) BOCCTAHOBIIEHUSX H
T.I1.), U XpaHEHUSI B YCTAHOBIICHHOM TOPSIJIKE.

3.22. Bplzaya OpUTHHAJIOB JOKYMEHTOB, HAaXOJSIIMXCS B JIMYHBIX Jelax, IO
OKOHYaHUH 00Y4YECHHS CTYCHTA HJIM B CBSI3U C OTUUCIICHUEM U3 Y HUBEPCUTETA.

3.23. Odopmienne NOKyMEHTOB O BBICIIEM OOpa30BaHMM M O KBaTH()HKAIHA
(AMMIOMOB)  BBIIYCKHHKAM YHMBEpPCHTETa II0 pe3ylbTaTaM TIoCyJapCTBEHHOH
WTOTOBOM  aTTecTallud  HA  OCHOBAaHMM  IIPOTOKOJIOB  TOCYIapCTBEHHBIX



9K3aMEHAIMOHHBIX KOMHUCCUH, B cooTBeTCTBUHU c «llopsiikoM 3amonHeHHs, ydeTa H
BEIIAYM JOKYMEHTOB O BBICIIEM O0pa30BaHMM M O KBAIU(DHUKAIINKM U UX TYOJIHKATOBY
(yTB. mpukazom MunoOpHayku Poccun ot 13 deBpans 2014 r. Ne 112).

3.24. Peructpanusi, mOAMMCAHUE M BbIIada JJOKYMEHTOB O BBICIIEM 00pa30BaHHU
U 0 KBaNu(UKalKy (IUIUIOMOB) U TIPHJIOKEHUH K HUM BBIITyCKHUKAM YHHBEPCHTETA.

3.25. IlogrotoBka W CBOEBpeMEHHas Ilepelada OKyYMEHTOB (apxuBHOro (hoHma
Poccuiickoit ®@epepanuu) Ha TroCyIapCTBEHHOE XpaHEHHEe C COONIOJeHHeM
HOPMAaTHBHBIX TpeOOBaHU MO apXUBHOMY JCITy.

3.26. OcyuiecTBieHre KOHTPOJsS 3a (OopMHUpOBaHHEM H O(OpMIIEHHEM Jell B
nenonpomnssoactee bBUTU HUAY MUODUN.

3.27. OcymecTBieHue ydeta 1 obecrieueHue MOJHOW COXPaHHOCTH NPUHATHIX Ha
XpaHeHue Jel.

3.28. Brimaua B yCTaHOBJIEHHOM TIOpsIAKE Jell, JOKYMEHTOB WIJIM KOIIUi
JIOKYMEHTOB B LEJSX CIYy)KEOHOro M HAy4HOrO HCIIONIb30BaHUs, s pPabOTHl B
TIOMEIIIeHUH apXUBa.

3.29. VcnonHeHue 3alpoCOB OpraHuM3alliii W TpakgaH o0 YCTaHOBJIEHHH
TPYZIOBOTO CTaXka W IO APYTHMM BOIIpOCaM COLIMATBHO-IIPABOBOIO XapaKTepa, Bejaua B
YCTaHOBIIEHHOM TIOPSIIKE KOITMHA JJOKYMEHTOB M apXHUBHBIX CIPABOK.

3.30. Bepenue yuera UCnob30BaHUs JOKYMEHTOB, XPaHSLIUXCS B apXUBe.

3.31. Opranuzauus THQOPMHUPOBAHUS PYKOBOACTBA U PAOOTHUKOB CTPYKTYPHBIX
noapaszaenenuii U T HUAY MHUOU o cocrase U cojiepKaHUH JOKYMEHTOB apXHBa.

3.32. IlpoBeseHHe KCHEPTU3bl LICHHOCTH JTOKYMEHTOB, XPaHSILMUXCS B apXWBE,
ydacTtue B padoTe MOCTOSHHO NeHCTBYIOIIEeH dKCIIEPTHOM KOMUCCHH M OCYIIIECTBIIEHUE
KOMITJIEKCa OpTaHM3allHOHHBIX W METOOUYECKHMX MEepOINpHATHH 1o Tmepejaye
TOKYMEHTOB Ha roCcyJapCcTBEHHOE XPaHEHHE.

3.33. Oxazanme METOOMYECKOHW ITOMOIIM B COCTABIEHHH HOMEHKIATYPHI JIe
CTpyKTypHbIX mnojpaznencuuit BT HUAY MUWOM, cocraBneHue CBOAHOMH
HOMEHKJIATYPbI JeJ, KOHTPOJIb 32 MPABMIEHOCTHIO (hOpMHUPOBaHUS ¥ 0OpPMITEHHUS JeT
B JIEJIONIPOU3BOJICTBE, a TAK)Xe IMOATOTOBKAa Jen K mepenade B apxuB BUTHU HUSY
MHUOUN.

3.34. YuacTtHe B COBCIIAHMAX, 3aceJaHMSIX KOMHUCCUH, 3acellaHUAX padounx
TPYII, ayauo ¥ BHACOKOH(EpEeHIUSX MO BOMIPOCaM, BXONSAIIMM B KOMIIETEHIIHIO
oTnena.

3.35. Pa3zpaboTka npeIoKeH i 10 CTPYKTYpe OTAedIa.

3.36. OcymecTBieHHe B Ipeneiax CBOCH KOMIIETCHIMM HWHBIX (QYHKIHH B

COOTBETCTBUH C 1eisaIMH U1 3aqauamMu b T HUAY MUODOU.

4. CoctaB u cTrpykrypa OT1aena kaapoB

4.1. Ctpyktypy Otnena kaapoB 0Opa3yror:

4.1.1 otmen xaapoB, COTPYIHHKAMHU KOTOPOTO SIBJISIFOTCS:
- HaYaJIBHUK OT/IeNa;

- CHELIMAIMCTBI 110 KaJpoBO padoTe;

4.1.2. apxuB, COTPYJTHUKAMH KOTOPOTO SIBJISIFOTCS:

- apXHBapuyc.



5. Ynpapaenune Otaenom kaapoB

5.1. Ormen xagpoB HMMeeT NMpaBO Ha NPUHATHE DPEIIEHUH B INpeaenax CBOSH
KOMIIETEHLIMHA, €CIM  3TH  pEelIeHHMs He  M[pPOTHBOpedYaT  JAEHCTBYIOIIEMY
3akoHozarenscTBy, ¥Ycrasy HUAY MUOU, [Tonoxenuto o BUTHM HUAY MUDU u
JPYTUM HOPMaTHBHBIM JOKYMEHTaM

5.2. HesrenbHocTh OTHEna KaapoB OCYIIECTBISIETCS Ha OCHOBE YTBEPK/IaeMBIX
pykosogureneM bBTU HUAY MU®OU nnanoB u perinamenta paboThI.

5.3. OcHOBHBIE BOMPOCH TIPOM3BOACTBEHHOH W HWHOHM JEATEIBHOCTH
paccMaTpUBarOTCs Ha COBEUIaHMIX pabOTHHUKOB OT/eNa.

5.4. B mnepuon orcyrctBus HauaidbHuka Otnena KaapoB ero 00g3aHHOCTH
HCIOJIHAET COTPYIHHK, Ha3HAa4eHHBIM TmpukazoM pykoBoautenss BUTU HUSY
MHUODMU.

5.5. Orpen kaapoB BO3TIaBIsSeT HayalbHUK, Ha JOJKHOCTH KOTOPOTO
Ha3Ha4daeTcs JIMI0, HMEIoIllee  BhICIIee  IpodeccHOoHalbHOEe  00pa3oBaHHe
(cmenuanuTeT, MarucTparypa), AONOJHUTEeIbHOe mnpodeccroHanbHoe o0pa3oBaHUe
(mporpaMMbl  TIpOo(eCCHOHAIBHOH  TEPENoATOTOBKH B OOJACTH  yIIpPaBJIEHHS
IIEPCOHAJIOM, ONEPALMOHHOIO M TAKTUYECKOIO YNPaBJIEHHUs; TPOTPaMMbl ITOBBIIICHUS
KBTM(UKAIMKA B 00J1aCTH YIIpaBIEHUS [IEPCOHATIOM, OIEPAIMOHHOTO ¥ TAKTHYECKOI'O
YIPaBJIEHNS ) U OMBIT pabOTHI B 00JIACTH YIIPaBIeHHUS TIEPCOHATIOM He MEHee IISTH JIET.

5.6. HavaneHuk OT/iena Kaapos:

- PYKOBOOMT Bcell nedrenbHocThio OTaena KaApoB, HECET IEPCOHATHHYIO
OTBETCTBEHHOCTH 32 CBOEBPEMEHHOE WM Kaue€CTBEHHOE BBITIOJIHEHUE BO3JIOXKEHHBIX Ha
Ortnen kampoB 3am1a4 U QyHKIHH;

- OCYUIECTBJISIET B IIpe/eliax CBOCH KOMIIETEHIIMH (YHKIIMW YIIPaBIICHUS
(UTaHWpPOBAHMUs, OPraHW3alUdM, MOTHUBAIMH, KOHTPOJIS), NPUHMMAET peIIeHHS,
obsi3aresibHbIC [ BeeX paboTHuKoB OTaena Kaapos;

- pacupenenseT GyHKIIHOHAIBHBIE 0053aHHOCTH U OTAENbHBIE TIOPYISHUS MEXIY
corpyaaukaMu Otzaena KaJpoB, YCTaHABJIMBAET CTENEHb MX OTBETCTBEHHOCTH, IIPH
He0OXOIMMOCTHA BHOCHT M3MEHEHHS B JIOJDKHOCTHBIC MHCTPYKIIMH TOTYMHEHHBIX €MY
pabOTHHKOB,

- BHOCHUT PYKOBOJHUTENIO HHCTHUTYTa IIPEANIOKEHHS II0 COBEPIICHCTBOBAHHIO
pabotel OTAena KaIpoB, ONTUMHU3ALKMK €r0 CTPYKTYPhI M LITATHOW YMCIEHHOCTH;

- YU4acTBYET B IIEPCIIEKTUBHOM M TEKYyIlleM IIAHWPOBaHUU JAedTensHocTr OTHena
KaJpoOB, a TaKXe B IOATOTOBKE IPUKA30B, PACIOPSIKCHHUH M HMHBIX JOKYMEHTOB,
Kacaroumxcs Bo3noxeHHbIX Ha OT/ien KaapoB 3a1ad U GyHKIUH;

- IpUHUMAET HeOOXOIUMbIE MEPHBI IS YIYUIIeHHS MaTepHATbHO-TEXHHUECKOIO
¥ MH(POPMaLMOHHOTO obecreueHusl, yCIOBHH TPYAd, MOBBIIIEHHS MTPO(eCCHOHAIBHOM
MIOATOTOBKHM paboTHHKOB OTaena;

- UCTIONIHSIET WHBIE JAOJDKHOCTHBIE 00SI3aHHOCTH, OIpeelieHHbIe B JOMKHOCTHOM
MHCTPYKIMHU HauaibHuKa OT/ena Kaapos.

5.7. Hauvanpuux Otaena KaapoB WIM JIUIO, HCIIOIHSIONIEE €ro 00S3aHHOCTH,
HMEIOT IPaBO MOAIHCH JOKYMEHTOB, HalpaBisIeMbIX OoT MMeHH Othena KaJIpoB IO
BOIIpOCaM, BXOISAIINM B KOMIIETEHIIMIO OT/iea.

5.8. 3a HeHajIeKalee WCTIOTHEHNE HOJDKHOCTHRIX 00SI3aHHOCTEH W HapyllleHHe
TPYAOBOM [UCUWIUIMHBI paboTHUKKM OTjaena KaapoB HECYT OTBETCTBEHHOCTH B



nopstaAKe, NIpeEAYyCMOTPEHHOM HeﬁCTBYIOLLII/IM 3aKOHOJATCIIBCTBOM.

6. Jxonomuka OTaena kagpos

6.1. ®uHaHCOBO-3KOHOMHUYECKAs AeATeNbHOCTh OTiena KaJipoB OCYIIEeCTBIISETCS
B COOTBETCTBUH C JIOKAJILHBIMU aKTaMH YHUBEPCUTETA U UHCTUTYTA.

6.2. ®una"cupoBanue aesteabHocTH OTHEIA KaIpPOB MOXKET OCYIIECTBIISATLCS H3
cpeacTs (enepalibHOro 6romKeTa 1 U3 BHEOIIKETHBIX HCTOYHUKOB MHCTHTYTA.

6.3. HcrounukamMu QUHAHCUPOBAHHUS 3apa0OTHOM IUIATHI JUIS  IUTATHBIX
pabotHukoB Ortnena kajpoB SBISAIOTCS cpeAcTBa (QenepanbHOro OlOMKeTa U
BHEOIO/’KETHbIE HCTOYHUKH UHCTHUTYTA.

7. Bzaumopeiicreue Otnesna kagpoB ¢ APYyrHMH CTPYKTYPHBIMH
noapasaeJeHUsIMH HHCTHTYTA
7.1. Jlna opranuzauuu pabOTHI IO OCHOBHBIM HAIIPaBIEHHUSIM JIeSTEIbHOCTH
Otmen KaapoB OCYIIECTBIIAET CBOIO AESTEIbHOCTh BO B3aUMOJEHCTBUM C JIPYTHMH
cly:)k0aMM M CTPYKTYPHBIMH IIOJIpa3lieIeHHsIMH HHCTHTYTa, a TaKke B Ipeiesax
CBOEH KOMIIETEHIIUN CO CTOPOHHMUMH OPraHHU3aIUsIMHU.

8. Mesonpounssoacreo OTaena kaapos

8.1. Ormen kaJipoB BeAET JACIONPOU3BOJICTBO B COOTBETCTBUM ¢ MHCTpyKIMEH 110
nenonpoussoactey HUAY MHUONA.

8.2. Otmen xaZpoB HMMEET CBOK JOKYMEHTALMIO, OTPaXKaIOI[yI0 COJAepIiKaHHe,
BBINIOJTHEHHE ITPOM3BOJCTBEHHOH M HHOM JEATEJLHOCTH KOJUIEKTHBA B IEJIOM H
KaKJI0oro pabOTHMKA B YacCTHOCTH; TMEPEUeHB O0s3aTelIbHON M JOTOJHHUTENLHOM
nokyMeHTaluu Otjiesia periaaMeHTUpyeTcss HOMEHKIATY PO JIel UHCTHTYTA.

9. Konrpoas u nposepka aesreabnoctu Oraena kaapos

9.1. Konrpones u npopepka gesarenpHocTd OThena KaapoB OCYIIECTBISETCS B
COOTBETCTBUM C INIaHaMM paboThl, 100 Ha OCHOBE PACIOPSIUTENBHBIX JJOKYMEHTOB
pexropa HMSTY MU®U, pykoBoguTeNsi AHCTUTYTA.

10. Ilopsigok yTBepaAeHHs H3MeHeHHH B nosoxkenun 06 Otaene kaapos

10.1. M3MeHnenus B nonoxenue o6 Otnene kagpoB BHOCSATCS B YCTAaHOBIEHHOM
TIOPSIAKE U YTBEPKAAIOTCS PYKOBOJIUTEIIEM,

11. O3nakomienue ¢ noJsio:keHueM 00 Otaesie KaapoB

11.1. Havansuuk Othena KaJpoB U ero pabOTHUKM 3HAKOMSTCS C TIOJNOKEHUEM
06 Otaene kafpoB B OJApa3/ieleHNH U MOANUCHIBAIOT JIUCT O3HAKOMIIEHHUSI.

12. XpaneHue H paccbl/IKa 3K3eMILISPOB NoJioxkeHHIT 06 OTaene kaapos

12.1. KoHTposbHBIH 3K3eMIUIIp TojioxkeHUs 00 OTierne XpaHHTCS B OTHENE
KaJpOB UHCTUTYTA.
12.2. DnexTpoHHast konust nojioxkenust 06 Otene pa3MellieHa Ha caliTe HHCTHTYTA.



