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1. O6aacTh NpUMeHEHUs

[Tonoxenue o6 otnene kaapoB (manee - OTmen) ompenenseT HOPSANOK OpraHH3aIldH
BEICHHUS KaApOBOIO JAEIONPOM3BOACTBA M OTYETHOCTH, IOPSNOK XpaHEHHsS IOKYMEHTOB
KaJpoBOrO  JEJNONPOM3BOACTBA M  KampoBodl  ordetHoctm @Dummana  QemeparsHOTO
rOCyIapCTBEHHOr0 OIOMKETHOro 00pa3oBaTENIBPHOIO YUYPEXKICHUS BBICIIETO 00pa3oBaHUS
«IletepOyprckuii rocynapcTBEHHBINH YHHUBEpCHTET IMyTel coobmenus Mmmeparopa Anekcanapa
I» B 1. Psa3anm.

2. HopmaTuBHbBIE CCBIIIKH

Hacrosmee ITonoxeHnue pa3paGoTaHO B COOTBETCTBHH ¢ TPEOOBAHMAMH CJIEAYIOLIAX
HOPMAaTHUBHBIX TOKyMEHTOB:

Tpynosoii konexc Poccuiickoit denepanuu

VYcraB QenepanbHOr0 rocyIapCTBEHHOIO OIOMKETHOTO 00pa30oBaTENbHOTO YUPEKICHUS
BeIciero obpasoBaHus «llerepOyprckuii rocyqapCTBEHHBI YHHBEPCHTET IyTel coOOIIeHUS
Wmnepartopa Anekcannpa I»

[Tonoxxerne o  ¢mimane  ¢enepaJbHOrO0  TOCYAApPCTBEHHOIO  OKOKETHOTO
00pa3oBaTeNpHOIO YYpeXXIeHUs Bbicimiero obpasoBanus «llerepOyprcxuii rocynapcTBEHHBIN
YHUBEPCHUTET IyTel coobmenus Vimnepatopa Anekcanzapa I» B r. Pa3anu.

3. Onpenesiennst
B nacrosimem [lonoxeHnu NpUMEHSIOTCS TEPMHUHBI U ONpPENENIeHHS B COOTBETCTBHH C
3aKoHozaTeNLCTBOM Poccuiickoit denepanum.

4. O003HauYeHHS M COKPAIIEHHUS

®uanan - ¢uwman QeneparbHOr0 rocyIapcTBEHHOTO OOKETHOrO 00pa3oBaTENIbHOIO
y4IpexaeHus Bhiciero obpasoBanus «llerepOyprckuif rocyapCTBEHHBIM YHHBEPCHUTET IIyTei
coobmenus mneparopa Anekcanzapa [» B r. Pa3anu.

YHuBepcurer - (QenepanbHOE TOCYZapCTBEHHOE OMODKETHOE 00pa3oBaTeNbHOE
ydpexxaeHne BeIcIero obpasoBanus «IleTepOyprckuif rocyAapCTBEHHBIM YHHBEPCHUTET IyTeH
coobmenust mneparopa Anexcanapa [»

5. O6mmue noJ10:keHNst

5.1. IlpaBoByI0 OCHOBY IEATEIBHOCTH OTHENa KaipoB cocTaBistoT: KoHcTuTynms
Poccuiickoit ®eneparuu, ¢enepaibHble KOHCTHTYIMOHHBIE 3aKOHBI, (elepanbHble 3aKOHBI.
Tpynosoii xonexc Poccuiickoit @enepanun, ykassl U pacnopspkeHus [Ipesunenra Poccuiickoin
Oenepanuu, MOCTAaHOBICHUS U pacnopspkeHus IlpaButensctBa Poccuiickoit ®denepannu, UHbE
HOpMaTHBHBIE IIpaBoBbIe akThl Poccuiickoit Depepaiun, MpuUKas3bl U pacopsHKEHUs Y YpeIuTes,
VYera YHUBEpCUTETa, NpPUKa3bl W PACHOPSHKEHWS PYKOBOAWTENS YHUBEPCHTETa, a TaKKe
Hacrosuiee [Tomoxenue. '

5.2. Otnxen xaapoB SBISAETCA CTPYKTYPHBIM IoJpasaeneHneM dunmnana.

53. Ormen co3maeTcss W JIMKBUAUPYETCS IIPUKAa30M pPEKTOpa YHUBEPCHTETa II0
XOJlaTaiiCTBy QUpEKTOpa puiInaa.

54. Otnen noguuHsIETCS AUPEKTOpY dhummana.

55. Ortnen co3maercs ¢ Lenpi0 obecrnedeHMs OpraHM3alMd TPYIOBBIMH pecypcami,
KOMIUIEKTOBAHMS KaJpaMu ClIyKalux TpeOyeMbIX npodeccuil 1 KBam(puKanyy B COOTBETCTBUM
C 3a71la4aMH¥ ¥ HaIlpaBJIEHUEM €€ IeSITENbHOCTH, COOMIOIEHHUS TIpaB, JIBIOT U rapaHTHi pabOTHUKOB
B 0077aCTH TPYAOBOTO IIPaBa, a TAKKe BEJICHUS KaJpOBOTO JEJIOINPOU3BOJCTBA B COOTBETCTBHH C
3aKOHOJATeNbCTBOM PO.

6. OcHoBHBIE 3212491 H PyHKIHH
6.1. OCHOBHBIMH 331a4aMH OTZEeJA KaJpOB SBIISIOTCS:
6.1.1. CoBepieHcTBOBaHME NPOLIECCOB YIPABJICHHUS;



6.1.1. CoBeplueHCTBOBaHHUE NIPOLIECCOB YIIPABIICHHUS;

6.1.2. Ilombop, otOop, npuem Ha paboTy U paccTaHOBKa KaJIpOB;

6.1.3. Vuer muuHOro cocraBa pabGOTHHUKOB,

6.1.4. Co3pmanue pe3epBa KaapoB I BEIIBIH)KEHHUS HA BBIIECTOSINNE TODKHOCTH;.

6.1.5. BeneHue KagpoBOTO IEIONPOU3BOICTRA;

6.1.6. Metoaudeckoe pyKOBOACTBO M KOOPAMHAIMS OTBETCTBEHHBIX 3a JEJIONPOU3BOICTBO
B IOJIpa3eeHIsIx (prmana,;

6.1.7. OcymecTBieHre BOUHCKOTO YU€Ta;

6.1.8. IloaroroBka KaapoBOii OTYETHOCTH;

6.2. JInsg BBIIONHEHUSA BO3NOXKEHHBIX 3amady OTAaen KaapoB OCYIIECTBISET CIEAyIOIIHe
byHKIHN:

6.2.1. ®opmupoBaHHE MPEIJIOKEHUH 110 ITAaTHOMY paclMCaHUIO puInania;

6.2.2. OmpeneneHue TeKylnei noTpeOHOCTH B Kaapax;

6.2.3. Ilom6op xBaTH(PHUIUPOBAHHBIX CIIEIIUATHACTOB IIyTEM:

- uHpOpMHUpPOBaHUS PAOOTHUKOB OpraHM3alUy 00 MMEIOLIMXCS BAKAHCUSX;

- pa3MeIleH sl B CPeACTBaxX MacCcoBOU HH(GopManuy OOBSIBICHUH O BAKAHCHSX;

- ofpaIeHus B OpraHsl CIIyKObI 3aHATOCTH;

- B3aUMOJEHCTBHUS C YIeOHBIMHU 3aBEICHHUSIMH.

6.24. KomnnekroBanue opranuzaiyu HEOOXOIUMBIMH KaJIpaMU B COOTBETCTBHH C
KpHTepusaMu 0TOOpa ¥ OLEHKOH HAHMMAEMOTro NepcoHaa, B TOM YHCe:

- mepeMelneHre pabOTHUKOB BHYTPH OpPraHU3alliH;

- IIpueM Ha paboTy HOBBIX paOOTHUKOB.

6.2.5. JloxymeHTanbHOE OpOpMIICHHE NMPHEMa, ITEPeBOia U YBOJIbHEHHS PaOOTHHKOB B
COOTBETCTBHHM C TPYIOBHIM 3aKOHOJATENILCTBOM - OQOPMIICHHE TPYIOOBBIX JOTOBOPOB C
paboTHHKAMHM ¥ W3MEHEHHMH K HUM, TOArOTOBKA IIPOEKTOB MPHKA30B MO JIMYHOMY COCTaBy M
OCHOBHOM J€SITEIHHOCTH OpraHU3alluy, 3aIl0JIHEHNE JIMYHBIX KapTO4eK pabOTHUKOB.

6.2.6. BeneHue paGOTBHI C TPYHOBBIMH KHIDKKAMH, B TOM YHCJI€ IPHUEM TpPYyJOBBIX
KHIDKEK OT IPMHHMAaeMbIX Ha paboTy paOOTHHKOB, MX Y4YET, XpaHEHHE, 3allOJHEHHEe, a TaKXe
BBIIa4a IPH IPEKpaIleHHH TPYAOBBIX OTHOIIEHHH.

6.2.7. Y4er JIMYHOrO COCTaBa I[yTEM COCTABJIEHUS Pa3JInYHOrO BHIA OTYETOB.

6.2.8.  CocraBneHue rpauKkoB OTIIYCKOB, OOpMIIEHHE IIPUKA30B O IPENOCTABICHUH
paboOTHHKaM pa3IMYHbIX BUJIOB OTIIYCKOB, Y4€T KOJIMYECTBA HCIIOJIb30BaHHBIX JHEH OTIIYCKa.

629. OdopmieHnne u ydeT CIy)XeOHBIX KOMaHIMPOBOK (IIOArOTOBKA IIPOEKTOB
IIPUKA30B U CIIY>KEOHBIX yIOCTOBEPEHHIA).

6.2.10.  PabGora ¢ nucTkaMu HETPYAOCTIOCOOHOCTH (TIPOCTABIICHUE CTaXka PabOThI).

6.2.11. IloaroroBka ¥ BbIIaua CIPaBOK O 3aHUMAEMOU JOJDKHOCTH U IepHoe paboTel B
OpraHu3aIyy.

6.2.12. BzaumopneWcTBHE CO CTOPOHHUMU OpraHU3AIUSMHU:

- BOEHHBIMH KOMHCCapHaTaMy II0 BOIIPOCaM IOCTAaHOBKH, CHSATHS C BOMHCKOIO ydeTa
pabOTHUKOB OpraHU3aIMK, X y4eTa U IPeI0CTaBICHHUS OTYETOB.

- IICHCHOHHBIMH (POHJAMH B LENIX IPEAOCTaBICHUS NOKYMEHTOB AJIS M3TOTOBJICHHS
CTPaxOBBIX CBHUAETENHCTB I'OCYAapPCTBEHHOTO IICHCHOHHOTO CTPaxOBaHHS.

6.2.13.  TloaroroBka KagpoBOH NOKYMEHTALUW [AJs NEpefadyd B apXuB OpraHu3anyu
JUISL JAJIbHEUIIEeT0 XPaHEeHUs.

6.2.14. TloaroroBka MaTepHasIOB IS IPEACTABICHUS paOOTHUKOB K IOOLIPEHHUIO.

6.2.15.  IloaroroBka MaTepHaIOB IJIs NpUBJICUYCHHUS PAOOTHUKOB K AUCLMILUIMHAPHOM
OTBETCTBEHHOCTH.

6.2.17. KouTtpoms coOmroneHus AWCHUIUIMHBI TPYAa ¥ BHIIONHEHHWEM paCOTHHKAMU
[IpaBun BHYTpEeHHErO TPYAOBOTO PaCIOPSAAKA U UHBIX JIOKAIBHBIX HOPMATUBHBIX aKTOB.

6.2.18. Opranuzanus BOUHCKOTO y4eTa paOOTHHKOB.

6.2.19.  KoncynbrupoBaHHe paOOTHHKOB OpraHU3allMd II0 BOIIPOCAM TPYIAOBOIO
3aKOHOJATENILCTBA, B TOM YHCJIE B OTBETHI Ha 3aIlpPOChl, XKano0pl, oOpameHusl.
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6.2.20. dopmupoBaHHEe H TOATOTOBKAa pe3epBa KaApoB I BBIOBIKCHUS Ha
BBIIIECTOSIIHUE JODKHOCTH.

6.2.21. Pa3paboTka KoMIUIEKCa Mep 110 MTOBHIIIEHUIO MOTHBAIUN PaOOTHHUKOB.

6.2.22. AHanu3 TEKy4eCTH KaapoB.

7. OcHoBHble npaBa OTaena

7.1. Bs3aumopeicTBOoBaTh II0 BOIPOCaM, OTHOCSIIMMCS K KOMIIETEHLIMHM OTAENa, C
JOPYTUMH TOApa3/IeIeHUsIMI OpraHU3alliH, TOCYAapCTBEHHBIMA U MYHHUIIHIIAJIHHBIMUA OpPraHaMH,
a TaKkXe JPYyTUMH OpraHu3alusIMU.

7.2. TpeboBath OT BceX CTPYKTYpHBIX IIOZApa3feIeHUH MaTepHalbl W CBEICHUS,
HEeO0OXOAUMBIE [T BEIIOJTHEHUS (PYHKIIUH, BO3JIOXKEHHBIX Ha OTHEI.

13 KonTtponupoBars cobirofeHre TpyIOBOrO 3aKOHOATeNbCTBA B OpraHU3aIliy, a
TaK)Ke JaBaTh pa3bsCHEHHMS IIO NPUMEHEHHI0O HOpPM 1pydoBoro kozekca P® U HHBIX
HOpPMAaTUBHBIX aKTOB.

74. TlpencraBmaTh  NpPEMIOXKEHHS IO  MOBBIIEHHIO  SQPEKTUBHOCTH U
COBEPIICHCTBOBAHHUIO AEATEIBHOCTH BCEX MOApa3Ie/IEHIH OpraHu3aliy B 9aCTH, OTHOCSIIEHCS K
KOMIIETEHIIMH OTAENA.

7.5. IlpencTaBUTENBCTBOBAaTh B YCTAHOBJICHHOM IOPSAAKE OT MMEHH OPraHHU3alud Io
BONIPOCaM, OTHOCAIIMMCS K KOMIETEHIMHM OTAe]a, B TOM 4HCJIE€ W IO BompocaMm mozadopa
IepcoHaa.

76. 3aBepsaTh JOKYMEHTHI 1O JIMYHOMY COCTaBy, BbiIaBaeMbie pabOTHHKaM
OpraHu3aIyiy.

8. Opranmsanus aesareapHocT OTAETa

8.1. Otnmen BosrmamnsieT HadanbHuk oTaena kaapoB. HavanmpHuMK oTAena Kaapos
Ha3HAYaeTCs ¥ OCBOOOXKIAETCSA OT AOJDKHOCTH IIPUKA30M IUPEKTOpa Grinaa.

8.2. HavanbHHK OTJEN KaZpOB:

® PYKOBOAMT JNEATEIBHOCTBIO OTHENa U HECeT NMEPCOHATBHYIO OTBETCTBEHHOCTH 3a
BBINIOJTHEHUE BO3JIOKEHHBIX Ha HETO 334a4;

e paspabaTbiBaeT M IPEACTaBISIET Ha YTBEp)KOCHHE AHUPEKTOpY ¢uixaina
nonoxenue o6 Otnene;

e pa3pabaThIBaeT NOJDKHOCTHBIE HHCTPYKIMU COTpYIHUKOB OTIena;

® BHOCHT TIPENJIOKECHHsS IUpeKTOpy GuiMaza IO W3JaHUIO JOKYMEHTOB
KacaroIuXcs BOIIPOCOB, OTHECEHHEIX K komneTeHnuu Otaena;

® BHOCHT NPENJIOKECHUS TUPEKTOPY (QuiIHana 1o COBEPIIEHCTBOBAHUIO CTPYKTYPHI
U ImTaTHOro pacnucanus Otnena;

® BHOCHT IpEIJIOKEHUS OUpeKTopy G(uimana o Ha3HaYeHWH Ha JODKHOCTh H
0CBOOOXKIEHUH OT JOJDKHOCTH COTpYOHUKOB OTaena;

® BHOCHUT NpeIOKEHHs TUPEKTOpyY GuInaia 0 IpUMEHEHHUH K coTpyaHukaM Otnena
MeEp MOOIMIPEHHS U AUCLUIUINHAPHOTO B3bICKAHHUS;

® [IPUHAMAET y4YacTHE B IIOATOTOBKE M IIPOBEICHHUH COBELIAHHH, CEMHHApOB H
JIPYTUX OpraHU3allMOHHBIX MeponpuATusax Punnana mo Bonpocam, OTHECCHHBIX K
xommereHmu OTaena;

® BBINIOJHSAET IMOPYYEHHs JAUpeKTopa (uiHaga IO BOIPOCaM, OTHECEHHBIM K
xoMmrerennmuu Otaena.

83. B cmyyae BpeMeHHOTro OTCYTCTBHS HadaJbHHKA OTHeNa KaJpoB (KOMaHIMPOBKA,
OTITyCK, 0OJIE3HB H T.II.) HCIIOJHEHHE 00A3aHHOCTE! MOXET OBITH BO3JI0XKEHO paboTomaresieM Ha
npyroro paboTHHKa 6e3 0CBOOOXKACHHUS €r0 0T OCHOBHOM paboTsl. Mcnonusronmii 0693aHHOCTH
BPEMEHHO OTCYTCTBYIOIIETO HaYaJIbHUKA OTIeNa KaJpoB IPHOOpETaeT COOTBETCTBYIONINE IIpaBa
U HEeCEeT OTBETCTBEHHOCTDH 34 HEHAIJIEXKAIee UCIOJHEHUE WM HEUCIIOHEHUE BO3JIOKEHHBIX Ha
Hero 00s3aHHOCTEH.



9. Ctpykrypa Otaena
CtpykTypa u uncieHHoCTh OTZeNna onmpenenseTcs ITaTHbIM paciucanneM Ounana.

10. OTBeTCTBEeHHOCTH

10.1.  Bcroo monHOTY OTBETCTBEHHOCTH 32 KaueCTBO W CBOCBPEMEHHOCTH BBHITOHECHUS
BO3JI0XeHHBIX Ha OTIen 3a1a4 ¥ QyHKIMI HeceT HadaIbHUK OT/eNa KaJIpoB.

102. CreneHb OTBETCTBEHHOCTH JApyrux paboTHHKOB Otjena yCTaHaBIMBACTCS
JOJDKHOCTHBIMH HHCTPYKIIUSAMH.

10.3. PaGotamku OTaerna 0TBEYAIOT 3a COXpaHEHHEe HH(POPMAIIUH, COCTABIIIOIIEH
CITyeOHYIO 1 KoMMepuecKylo TaitHy @uimana, a Takke CBeIeHUH KOHPHISHIMATEHOTO
XapakTepa, KacalomuXxcs COTpyAHUKOB Puimana.

11. CornacoBaHue u XpaHeHHeE

11.1. CornacoBanue Hacrosiuero ITonoxeHus ocylecTBISeTCs ¢ Ha4albHUKOM OTAEIA
KaJIpOB, IOPHCKOHCYJIBTOM H oopMiIsieTcs B «JIucTe COriacoBaHU».

11.2. OTBEeTCTBEHHOCTh 3a XpaHEHHE IIOIMHHUKA BO3JIAaraeTcs Ha IOPUCKOHCYIIBTA,
OTBETCTBEHHOCTH 3a THPA)KUPOBAaHUE HAa HAYAJILHHUKA OTAEea HHPOPMALUOHHBIX TEXHOJIOTHH.



