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// Ionoxenne «O6 ornene Kaupos»

1.00mue moxoxenust

1.1. Otnen xagpoB ABIAETCA CTPYKTYPHEIM I10JpasaeneHueM YpaBnenus no padore ¢ riepco-
HAJIOM, Jaliee — YIpaBleHys, ¥ ITIOMUHHASTCA HaYalbHUKY Ynparnesus. OTAen KaapoB Opraiuso-
BaH C 1ensio yyera kaapos B HI'TY.

1.2. Otmen xagpoB BO3MNIABIHET HAYAILHHMK, KOTOPBIH Ha3HAYACTCA K OCBODOKHAETCS OT
JOJDKHOCTH npuKaszoM pexropa HI'TY.

1.3. HayansHUK OTHENA KaApoB OCYIIECTBILIET oflee PyKOBOACTBO paboTol mompasneNeHus,
IUTAHUPOBAHHE, KOOPAUHAIIHIO ASSITENRROCTH 0T/EeNa ¢ paboTod npyrux moapasaenenwit HITY.

1.4. B croeii jesiTebHOCTH OTAET KaIpoB pykoeoacteyerca: KoHcTurynueir Poccmiickoii ®ene-
panzn; QenepanbasM 3akoHoM «O0 obpasosanun B Poccuiickoit @epepanuu» or 29.12.2012 Ne273-
®3; TpynosriM konmexcoM Poccmiickoit ®enepanpy; Iloctanosnennavu [Ipasutensctia Poccuiickoi
Denepanuy 110 KaiPOBBIM BOIIpOCaM M BOIIpOcaM yINpaBlieHHA B 00pa3oBaHHM, HOPMATHBHEIMH IIpa-
BOBBIMH aKTaMK MUHHCTEpCTBA HayKH M BeIcLiero obpasosanus Poccuiickoit @epepanny;; Yeragom
U JIOKaNBHBIMH aKTaMH YHHBEPCHUTETA, B TOM YHCIE IPaBUIAMH BHYTPEHHETO TPYZOBOTO PACTIOPAAKA;
HacTosIEM Ilono)xeHHEM.

1.5. Otmen kanpoB OCyIIECTBIIET BCe HEOOXOQUMEIE AciicTBU o yuery kaupos 8 HI'TY,

1.6. TTo xanuduxayy 1 1pod)eCCHOHANBHON HOATOTORIEHHOCTH HAYAIBHHK OTIENA KaApoB
JICJDKCH COOTBETCTBOBATE TPeOOBAHMAM: BEICIIEE 00pa30BaHME - CIEIHMATIMTET, MATHCTPATYPa, A0~
NOJIHUTENBHOE IpodeccHoHaNbHOe 00pa3opaHie IO IporpaMMaM HpoQecCHOHANIBHOM Tepernoaro-
TOBKH ¥ MOBBIIECHUS KBaNH(QHKAIAHA B 00JIACTH yNPaBICHUA IEPCOHATIOM, OIEIT IPAKTHYeCcKoH pado-
TEI HE MEHEE IS1TH JieT B 00NacTH YIIPaBIEHHS IIEPCOHAIIOM.

1.7. CTpykTypy Hu IITaTHOE paclHCaHHE OT/ENa KaIpoB, a TAKXKE H3MEHEHHNA K HUM yTBEDKIa-
er pextop HI'TY nmo mpeamoskenuio HayansHuKa YIIpaBiIeHHS.

1.8. Tlepedens BHYTpEHHHX M BHEIIHHMX AOKYMEHTORB, NOMIEKANINX BHEAPEHHIO B CTPYKIYp-
HOM IIofpa3feicHIH, €KeroJHO OIpefeseTcs ciyx0ol KadecTsa, SKCIIOPTHOTO M TEXHUUYECKOIO
xoHTpois HI'TY mo cornmacoBanuio ¢ pyKOBOAMTENEM OTAETA KaIPOB HCXOMS U3 ClEeNuUKH Jes-
TENBHOCTH CTPYKTypHOro nojpasienenus HI'TY,

1.9. Cxema agMHHACTPATHBHOIO H (YHKUMOHANEHOTO B3aMMOJEHCTBHS CTPYKTYPHOTO MOJ-
pasfelncHus ¢ APYTHMH CTPYKTYPHBIMH IOJpasfe/ICHUsIMH M opraHamu yupasnenus HI'TY, non-
9uHEHHOCTE, MOpSIoK oOMeHa HHpOpManne, ydacTue B Tipolieccax gesrensHoctd HI'TY onpene-
nsiercsy CrapmaproM opragmzanuy «CHcTeMa MeHeIDKMeHTa KaduecTBa. «CHcTeMa ynmpasieHus.
Crpykrypa. Cessu. IIponecce» (HI'TY CTO/0 10-2017), a Takke ApyruMyu HOPMATABHLIMHE ¥ He-

HOPMAaTHBHEIMH akTaMi, nokymenTamMa CMEK HI'TY.

. Bea rodnuci doryacum deftemenmeten 3 cymok nocite pecnesamsin, Jaina . -
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2. OcHoBHbI€ 327291 H HANPABJICHHSE ACATEILHOCTH 0T/AEIa KaJpoB

2.1. Yuer xaupos.

2.2. OGecneyenne mpas, JILTOT U FaPAHTHE COTPYIHHKOB YHHBEPCUTETA, BHITEKAIOIIMX U3 TPY-
JOBBIX [IPAROOTHOLICHHEH.

2.3. Opranuzanus KaJipoBOro apXHMBHOTO XPAHEHHSI.

3. dynxknuu

3.1. ®opMupoBanye U BeJeHHE HHPOPMAIHOHHOM $a3kl JAHHLIX COTPYNHUKOB.

3.2. Odopmienne npwema, NepeMeeHnH, YBOJIBPHEHHs COTPYTHUKOB, O(OpMIeHNe IPHKA30B
o HI'TY ma moompeHue M B3BICKAHHS COTPYIHHKOB, 06paboTka NMEPCOHANBHELIX MaHHEBIX, B TOM
qrcIe OHOMETPHYECKHX.

3.3. OdopmMuenne TPYSORBIX JIOTOBOPOB COTPYAHMKOB M JOIOJHUTEIBHBIX COITAIICHHH K HEM.

3.4. ObecrieueHne ydueTa JMYHOTO COCTABA.

3.5. Oprauuzanys npHeMa, 3al0MHEHHS, XPAHEHHUS U BEITAYH TPYIOBBIX KHIDKEK B COOTBETCT-
BHH C HHCTPYKLHEH 0 NOPSAKE BENCHUS TPYAOBBIX KHIKEK.

3.6. Opranusauys BEJAYM CIPaBOK O paboTe B YHHBEPCHTETE, 3aHHMAEMOl OMKHOCTH H TPY-
JIOBOM CTa)XKe COTPYIHHKAM.

3.7. Koutpons 3a cocrapienueM IpadHKOB OTIYCKOB, YYETOM HCIONB30OBAHHS COTPYIHUKAMH
OTIIYCKOB, O()OPMIICHIEM EXKETOMHBIX OTITYCKOB B COOTBETCTRHM C YTBEPHIEHHEIMY TpadHKaMH, 10-
MOJIHUTENBHBIX H HHEIX OTIYCKOB.

3.8. Benenue JM9HbIX A€ PEKTOPATA H OPTaHM3ANKs BeACHHUA A, kaprodek T-2 cOTpYIHHKOB;

3.9. Oprauuzaums MOAroTOBKH ¥ 0QOPMICHHS IHYHBIX AEN 10 COTPYAHMKAM H IIepefayua HX B
apXuB.

3.10. Oprasmsanma yyeTra 0 0 OpMIICHHS KOMAHIUPOBOK.

3.11. Koutpons 3a NpaBHIBHOCTEIO OQOPMICHHS JIHCTKOB BPEMEHHOH HETPYIOCIOCOGHOCTH,
tabeneil yuera pabodero BpeMeny;

3.12. IloaroToBxa MaTepHaloB I 0DOPMIIEHHS JONYCKa TPakIaH K FOCYHAPCTBEHHOR TaiiHe
cornacHo «PexoMeHZaluy o MOPsIKY odopmienus Ha paBoTy rpaxiaaH Ha JOKHOCTH, IIPejy-
CMaTpHBatoIie paboTy CO CBEACHHSMH, COCTABISIONIMMH [OCYIApPCTBEHHYIO TaiiHy», paspaboran-

Hoit 1 oToenom HI'TY.

. Bex nedmictt dorystenm deficmsineien 3 cynos nocte pacnedanin, Jua . .
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4. OYHKIHOHAJBHbIE 00S32HHOCTH HAYAABHHKA 0TeNa KaApoB

4.1. HaganpHukK OTHENa KapOB JODKEH 3HATE!

38K0HOOATEIBLHEIE M HOPMATHBHELIC IIPABOBEIC aKThI P(p,

METOAHUYECKHE MaTepHallbl I1IO YIIPABICHHIO TICPCOHANIOM,

TPYIOBOE 3aKOHOOATEIBCTBO,

CTPYKTYPY H IUTAThl YHUBCPCHTETA, CTO IIpO(bHJIB, CHCIHAIIH3aIllHIO,

IMOPAA0K O(bOpMJIGHPIH, BEACHUA H XpPaHCHHA JOKYMCHTALIHH, CBSI3AHHOH ¢ KaipaMHi U UX
JABHIKCHHCM,

METOALI YIETA OBHXKEHHA KalIpoB,

TIPARKIIA B HOPMbl OXPaHbI TPYIA.

4.2. HauanpHEK OT/IeNa KaJpoB 00s13aH:

opranu3oBath paboty no GOopMHUPOBAHMIO M BEJCHHIO Ga3sl JaHHBIX O KOJHMYECTBEHHOM H
Ka4eCTBEHHOM COCTAaBE KaJpOB;

KOHTPOJIHPOBATH IPABHIBHOCTE TPYAOYCTPOHRCTRA COTPYIHHUKOB;

OpraHH30BaTh CROEBpeMcHHOE oopMIIeHHe IpHeMa, IepeBoNa B YBOILHEHHI COTPYIHH-
KOB B COOTBETCTBHH C TPYIOBBIM 3aKOHOJATENBCTBOM, IIOIOKCHHUAMHM, HHCTPYKIHMAMH H
TIPHKA3aMH PEKTOPA;

KOHTPONHAPOBATh TIPaBHJIBHOCTh Y4eTa JHMYHOIO COCTaRa, BEIAAYH CIPaBOK O HAcTOALIEH M
TPONLIIOH TPY/IOBOH AEATEIBHOCTH COTPY/IHHKOB;

OPraHu30BaTh IPABHIBHOE XpaHEHHE U 3alI0JIHEHHE TPYAOBBIX KHHKEK;

Oprany30BaTh IPABUIBHOE XpaHEHHE M BBIAYy OIaHKOB CTPOIOTO y4eTa;

OPraHuz0BaTh ACIONPOU3BOJCTRO OTIENA;

KOHTPOJMPOBATH [IPaBHILHOCTE 3ANONHEHHs JIAHHBIX O TPYAOROH AEATENBHOCTH, ITOOMI-
PEHIEIX COTPYAHUKOB;

MPOBOAKTE paGory 1o OOHOBNICHHIO HAayYHO-METOMYECKOro ofecriedenus Kajpoeoi pa-
00THI, e MaTepHATLHO - TEXHINUECKOH U HHGOPMALHOHHOH 6a3kl, BHEIPCHHUIO COBPEMEH-
HEIX METO/IOB YIIPABIEHHs KapaMH C HCIIOIb30BAHHEM aBTOMATH3MPOBAHHEIX IIOJCHCTEM;
KOHTPOJIHMPOBATE COCTABIEGHHE M BBHIONHEHHE IpaduKa OTNYCKOB, KOHTPOIMPOBATE CO-
CTOSHME TPYAOBOH MUCIMIUIAHEI B MOJPA3/IENeHUsX U coOmofeHue coTpyaHuKkaMu [Tpa-
BUJI BHYTPEHHET 0 TPYIOBOIO PaclopsyiKa;

PYKOBOAHTE COTPYAHHKaMH OTAEAA, OHPEACIATE Q)yHKHHOI-IEUILHYIO Harpy3sKy KaxKIoro,
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4.3. Ha Bpems oTcyTCTBHS HaYalbHHAKA OTAEIa KagpoR (KOMaHAHPOBKa, OTITYCK, OONE3Hb ¥ T.IL) Hc-

MOIHEHUE ero 00g3aHH0CTeH BO3AraeTes Ha €ro 3aMeCTHTEII.

5. IIpaga HavanbHHKA 0TAEAA KaAPOB

5.1. JlapaTh MOQYMHEHHBIM €My COTPYJHHKAM IOPYUCHHS U 3a[JaHHs II0 KPYT'Y BOOPOCOB, BXO-
IAIIHX B ero (YyHKIUOHAIBHEE 00f3aHHOCTH. Pacripenenats obuumil GyHKIHOHAT OTAENA KaapoB
MEXY COTPYAHUKAMY, YUATBIBAL KBamuduKanmio, o0pasoBanpe, CTENEHs MOArOTOBKH, crax pabo-
Tl Pa3pabarbiBaTh ¥ NpeAcTaBIATh Ha yIBepKAeHHE «Paclpenenenrne QyHKINOHATBHEIX 00s13aH-
HOCTelH pabOTHHKOR OTHENA KaJAPORY, KaK IPHIIOIKEHHE K HACTOSINEMY [I0JI0KEHHIO.

5.2, KoHTpon#poBaTh BEIIOMHEHHE ILTAHOBEIX 3ajaHuil ¥ paboTy, CBOSBPEMEHHOE BBIIIOJHE-
HUE OTIENBHEIX NOpyUcHUH 1 3a0aHui NOJYMHEHHBIMH €MY COTPYAHUKaMH.

5.3. 3anpamyBaTth H OONYyYarTk HeOOXOMMEBIEe MaTepHAIBl H JOKYMEHTBI, OTHOCAITHECS K BO-
mpocaM AeATeNbHOCTH OTAeNa KaJpoB.

5.4. Berynarp BO B2aUMOOTHOINEHHSA C MOJAPa3/IcNCHUSAMH CTOPOHHUX YUPEKOCHHH M OpraHu-
3aluil AN PELIeHUs OIIEPaTHRHLIX BOIIPOCOE IPOM3BOACTBEHHON ASATEIBHOCTH, BXOJSIIIHX B KOM-
NETEHIMIO HavanbHUKa OT/IENA KalpoB.

5.5. llpencraBniaTh HHTEPECH! MPEANPHUATHI B CTOPOHHUX OPTraHU3allMgX 110 BOIPOCaM, OTHO-

CAIMKEMCA K HpOHSBOI[CTBGHHOﬁ JESTCIBHOCTH OTIOEIA.

6. OTBETCTBEHHOCTH HAYAABHHKA 0TI ENA Kaapoe.
6.1. Bero TIOMHOTY OTBETICTBEHHOCTH 3d KA4€CTBO H CBOCBPCMEHHOCTE BBINNOJIHCHHEA BO3I0XKCH-
HBIX HacTosanuM ITonokeHHeM Ha OT/AeNn Kalpos 3ana1 | Q)yHKIJ;I/IIL/'I, a TarKe 3a CO3JaHHe YCJIOBHﬁ
JJIA B(I)(beKTHBHOﬁ paﬁOTBI CBOHX NOAYHHCHHEIX HECET HAYAIBHEK OTHE/Ia KaIpos.
6.2. Kaxmpri p&GOTHI/IK OTOCIIa KaJpOB HECET OTBCTCTBEHHOCTh 3& KadeCTBO BBINONHACMEBIX

pa601‘ B COOTBETCTBHH C ,IIOJI)KHOCTHOFI I/IHCTPYI{HI/Ieﬁ.

. Bex naduuct doxyseim deicmarineictt 3 cyimor noete pacnesans, Qo . .
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