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MNOJIO’KEHHE

06 otesie KaapoB

Cumpepornons

I. OBIIUE NOJIOKEHH I

1.1. Ormen xagpoB (majee - OT/EN) ABIAETCS CTPYKTYPHBIM mojipas/encHueM KpeiMckoro
dunuana  QeaeparbHOrO TOCYAAapCTBEHHOIO  OIO/PKETHOTO — 00pasoBATENLHOIO  YUPEHKICHMS
BEICIIEr0 0OpazoBanmsi «POCCHUCKHN roCyIapCTBEHHBIH YHHBEPCHTET NPaBOCYIHs HUMCHH B.M.
Jle6enena» (r. Cumdeponons) (naee - Guiua), HOTIMHAIOMEUMCS AupexTopy Puuana.

1.2. B cBoeil AeATENBHOCTH OT/E) PYKOBOACTBYETCS HOPMATHBHBIMM IIPABOBBIMH aKTaMi
Poccuiickoii ®enepanmu, Ycraom Yuusepcutera u [lonoxennem @uimana, HaCTOAUIMM
TMoJoKeHneM, [IPHKa3aMi H PacTopsDKEHHsIMA PeKTopa YHMBEpcuTeTa U Jupekropa Puimana, a
TaKOKe HHBIMH JIOKAILHBIMH HOPMATHBHBIMU aKTaMy Y HEBepcuTera u Duinaia.

1.3, Ortzen co3aaeTcs Ha OCHOBAHHH TIpUKa3a JupexTopa Puinaia.

1.4. IlltaTHass  YMCJIEHHOCTH  OTHEJA  ONPEACHSEeTCs  HITaTHBIM  paclMCaHreM,
YTBEPIK/ICHHBIM TIPHKA30M PEKTOpa Y HUBEpPCHTETa.

1.5. OTxes BO3MIABISET HAYATBHUK, HA3HAYAEMBbI Ha JODKHOCTH M OCBOOOKIAeMbIH OT
JIOJDKHOCTH NpHKasoM aupekropa Gunnaia, Ha OCHOBAHHM 3aKJII0OYEHHOr0 TPYJIOBOTO JI0roBopa.

1.6. OTmen KOMIUIEKTyeTcss paGOTHHKaMH, COOTBETCTBYIOLIMMH KBAalH(PHKAIHOHHBIM
TpeGOBaHUSAM MO 3aHAMAaeMbIM OJDKHOCTSM, XapakTepy BBIIOJHAEMBIX TPYJIOBBIX (byHKIMH,
ONpeJIeTIEHHBIX JOJDKHOCTHBIMM HHCTPYKIMAMH.

1.7. PaGora otiena OpraHM3yeTCs HA OCHOBE IPHHIIMIIOB 3aKOHHOCTH, OOBEKTHBHOCTH,
HE3aBHCHMOCTH, COUETAHWS €AMHOHAYAIIMS B DELICHHH BOIPOCOB CIy)KeOHOH JeATENbHOCTH M
KOJUIErMABHOCTH TIPH MX OOCY)KICHUMM, TEPCOHAIBHON OTBETCTBEHHOCTH KXKAOro paboTHHKA
oTHeNa 3a MCIOJHEHHE JIOJDKHOCTHBIX —OOS3aHHOCTEH, IPEyCMOTPEHHBIX JOJDKHOCTHLIMU
HHCTPYKLUSAMH.

1.8.  JlesTeNbHOCTH OT/IENA HOKOHTPONIBHA 1 [OJI0TIETHA JMpeKTopy Punmana.

1.9. IlpaBa u OOS3aHHOCTH, OTBETCTBEHHOCTH, DPAOOTHMKOB OT/ENA ONPCACIAIOTCA
HOPMATMBHEIMH IIDaBOBBIMU akTamu Poccuiickoii ®enepaniy, JOKAIBHBIMH HOPMATHBHLIMH
akTaMi YHHUBEPCHTETa, B TOM 4HCIC JODKHOCTHBIMM HMHCTPYKIMAMH, & Takke TPyAOBLIMH

JIOTOBOPaMH.
I1. IIEJIU U 3ATAYU OTJAEJIA

2.1. Llenpio oTena sBAsIeTCs KaapoBoe 00eCIeYeHHE NEATCIbHOCTH Dunuana.

2.2. 3amauamu oTHENa SBISAIOTCA:
2.2.1. KauectBennoe (popMHpOBaHHE W  PalMOHAIBHOE  HCIOIB30BAHUC  KaIPOBOIO

MOTEHIHAJIA C YIETOM NIEPCIEKTHB €TI0 Pa3sBUTHA,
2.2.2. Ilonbop, oTOOp M paccTaHOBKA KaJPOB Ha OCHOBE OLICHKH MX KBaTA()UKALUH, TAYHBLIX H
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JIETIOBBIX Ka4eCTB B COOTBETCTBHH ¢ noTpebHocTAMH Duinaa;
2.2.3. Omupejiesienue TeKyIweii U ITAHAPOBAHNCE MIEPCIIEKTUBHOMN OTPEGHOCTH B KajIpax;

2.2.4. Vder IMYHOrO COCTaBa Kajpos,

2.2.5. Benenwue xaJpoBoi paboThl;

2.2.6. TlomroroBka, 06paboTka M NpeHOCTaBIeHHE HHPOPMALMOHHBIX JAHHBIX [0
KaJpoBO# pabore;

2.2.7. Tloaroroska, 06paboTka JaHHBIX O Harpajuax, MOOIIPEHUAX COTPYIHHUKOB]

2.2.8. BouHckuii yduer BceX KaTeropuil TrpaxiaH, MOJUIC)KAIIAX BOUHCKOMY YUETY,

npeGBIBAIOIINX B 3amace,
2.2.9. Oxazanue TPaKTHIECKOH M METOAMYECKOW MOMOILM II0 KaJpOBBIM BOMpPOCAM

paboTHuKaM Duiinaa.

III. ®YHKIUA OTAEJIA

3.1.  Otaen obecrieunBacr:
3.1.1. Onpejenenue Tekyuiei noTpebHOCTH B KaJipax;
3.1.2. KommutektoBanne Ouiuana HeOOXOJUMBIMH KaJpaMH B COOTBETCTBUH C ILE/IAMU,

crparerueii u npodunem Ouiuana;
3.1.3. ®opmupoBaHue U BeficHHE OaHKa JJAHHBIX O KOJIMUECTBEHHOM H KaYECTBEHHOM COCTaBC

KaJIpoB, MX JBHKEHUH;
3.1.4. CpoeBpeMeHHOE M KayecTBEeHHOE O(OPMIEHHE JOKYMEHTOB MO KaJpoBO# pabore B

COOTBEICTBMH ¢ TPYJOBBIM 3aKOHOAaTenbcTBOM — Poccuiickodf — Mezepaiu, —TOTOXKCHUAMM,

MHCTPYKIMSAMH, PACTIOPSIKEHHSAMH U [IPUKa3aMi peKTopa YHUBepcUTeTa U upekropa Ouinaa;

3.1.5. Bezenue yvera iM4HOro cocrasa Ouimaia;

3.1.6. TloxroroBky ¥ 06paboTKy HH(GOPMAIMOHHBIX JAHHBIX [0 K&JPOBOH JEATEITBHOCTH;

3.1.7. TloxGop u paccTaHOBKY (COBMECTHO ¢ PYKOBOJMTENSAMHU CTPYKTYPHBIX [10/Ipa3/e/IcHHM
Oumana):  mpodeccopeKo-IpPeroIaBaTebekoro,  aaMUHUCTPATHBHO-YIIPABJIEHYECKOr0,  y4eOHo-
BCIIOMOIATEJILHOTO ¥ 00CILY>)KMBAIOIIEr0 ¥ HHOI'O MEPCOHANa;

3.1.8. TloaroToBKy HEOOXOIUMBIX MaTepHAIIOB, OPOPMIICHHE JOKYMEHTALUN JUIS TIPOBEICHHS
KOHKYPCHOM TNpOLEypbl M IPOLEAYphl BHIOOPOB CpEiM NPETEHACHTOB HA JIOJDKHOCTU HAYTHO-
Helaroruyeckux pabotHukos Ouimana;

3.1.9. Ilpuem, 3amojiHeHHe, XpaHCHHE M BbIa4y TPYJAOBBIX KHHMIXKEK, a TaKKC BEIACHHC
YCTAHOBIIEHHOH JIOKYMEHTAIIMH O JBHXKCHUH TPY/OBBIX KHHIKEK M BKJIA/IBUIICH K HUM, B TOM YHCIIC B
9JIEKTPOHHOM BHJIE;

3.1.10. ITogrotoBky MaTepuajioB M JIOKYMEHTOB [UIS IIPE[OCTaBICHUS [EpCoHajla K
HOOUIPEHUSIM M HarpaX<I€HUAM;

3.1.11. CocraBnenue rpaguKoB OTIIYCKOB, y4€T MCIIONIB30BaHMs pPabOTHUKAMH OTIIYCKOB,
oOpMIIEHHE €XKETOHBIX OTITYCKOB B COOTBETCTBHM C YTBEPYKIEHHBIMU rpadKamu;

3.1.12. OdopmiieHHE B yUeT KOMaHIUPOBOK;

3.1.13. Beiauy cripaBok 0 HACTOSIIEH ¥ IPOIUION TPYOBOM JESTETBHOCTH PAOOTHHKOB;

3.1.14. CocraBieHse W BeJIEHHE YCTAHOBJICHHOM OTYETHOCTH IO Y4YETYy JIMYHOIO COCTaBd
Ourmana, ero moApase/ICHNH;

3.1.15. TToarotoBKy HEOOXOAMMBIX CTATHCTHYCCKUX OTYETOB;

3.1.16. BouHckuii yd4er BCeX Kareropmi rpaxJiaH, IOJICHKAIIAX BOMHCKOMY YHCTY,
npeOBIBAIONIMX B 3ar1ace, BEICHUE HEPEIUCKH ¢ BOSHHBIMA KOMUCCApHaTaMu;

3.1.17. TlpoBenenue paboThI 110 OGHOBIICHHIO METOIMUECKOTO 00ECTIeHeH s KapOBOH paboThl,
ee MaTepuallbHOM 6a3bl, BHEIPEHHIO COBPEMEHHBIX METOOB YIPABJICHHUS Ka/[pAMH C UCIIOJIB30BAHMCM
ABTOMATH3HPOBAHHBIX CHCTEM, CO3/[aHMIO OaHKa JIaHHBIX 0 NepcoHasle PUiHana, ero CBOCBPEMEHHOMY

TIOIIOJIHEHHIO;
3.1.18. Cucremaruueckuii anaius Kaaposoii paborsl B @uimaie, pa3paboTka Npe/ioKeHIH 110

ee YJIyUIICHHIO;
3.1.19. opmupoBaHize, BEJIEHHE U [iepeiaya B apXUB JHYHBIX 1] PaOOTHHKOE;
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3.1.20. Opraauzanuio pabounx MecT pabOTHHKOB OT/ENa KaapoB, COBEPIIEHCTBOBAHUE WX
YCIIOBHH TpyJa.

IV. IPABA 1 OBSI3AHHOCTH

4.1. PaboTHHKH OTJeJIa UMEIOT IPaBo;
4.1.1. PaspabarbiBaTh NMPOEKTHI NPHKA30B, PACIOPSUKEHHN, JTIOKATBHBIX HOPMATUBHBIX aKTOB,

Kacarolmecs KaapoBoi JIesITelTbHOCTH;

4.1.2. 3ampanmmBare B CTPYKTYpPHBIX IofpasiencHusXx Dunmana #  YHHBepcHTETa
MH(pOPMaIHUIO, JOKYMEHTBI, He0OXOAUMEBIE JUlsl BBIIOJIHEHUS 38184 U (YHKIMI OTAea;

4.1.3. BHocute Ha paccMmoTpenus aupexropa Duinana NpeIOKEHHS O MOOIPEHHU,
NPUBJICYEHUH K JUCLHHUITMHAPHOI OTBETCTBEHHOCTH paboTHHKOB PuiHaia;

4.1.4. KoHTponupoBarb B CTPYKTYPHBIX rojapasaeieHusx @Puimaga  cobiojenne
JIeHCTBYIOLIErO TPYI0BOTO 3aKOHOAATEIBCTBA;

4.1.5. B3aumojelcTBOBaTh B YCTAHOBJICHHOM IOPSAKE IO BOIPOCaM, OTHOCSIIMMCS K
KOMIIETEHIIUH OTJIeNla, ¢ TOCYAapCTBEHHBIMH M MYHHUIMNATLHBIMH OpraHaMH, a TakKe JPYrHMH
OpraHM3alUsaMH U yUpexkIeHUsIMH (KaIpoBBIMHU areHTCTBAMHU U IIEHTPaMHM 3aHATOCTH);

4.1.6. YuacTBOBaTh B COBELIAHUSX, IPOBOAUMEIX B DuitHase 1Mo KaapoBBIM BOMPOCAM;

4.1.7. JlaBath pa3bsiCHEHHS] U PEKOMEHJAIMU IO BOMPOCAM, BXOISIIUM B KOMIIETCHIIHIO
otzena;

4.1.8. BHocuTh Ha paccMOTpeHHe jaupekropa Puimana NpejCTaBICHUS] O HA3HAYCHHH,
HIEpeBOJIE U OCBOOONKIEHHUHU OT 3aHUMAEMbIX JOJDKHOCTEH pabOTHHKOB OTJIENa, a TAKKE IMPEUTOKCHHSI
0 HOOIIPEHUH OTIMYUBIIUXCS paOOTHUKOB M O NPUBJICUYCHUH K MATEPHAIbHOW U JAUCIMIUIMHAPHOM
OTBETCTBEHHOCTH HAPYLIMTEJCH TPYINOBOU JIUCIUILIHHEI;

4.1.9. YwyacTBOoBaTh B pelIEHHH BONPOCOB, OTHOCSIIMUXCS K JAESTEIBHOCTH OT/IE)Ia KapoB:

4.1.10. IlopmuceiBaTh H BU3UPOBATh JIOKYMEHTBI, CBSI3aHHBIE C JIEATEIHLHOCTH OT/E)A

KaJpoB;
4.1.11. Ha opraHu3anoOHHOE M  MarepHalbHO-TEXHHUYECKOe ofecledyeHue CcBoei

npoheccHOHANBHOM IesSTeTbHOCTH;
4.1.12. ObxanoBark NpuKa3bl W pacrnopspkeHus aupekropa Puiuajia B YCTAHOBICHHOM

3aKOHO/IaTeIbCTBOM IIOPSIIIKE;
4.1.13. Ilonb3oBarbest yciryramu OubiauoTeku, MH(POPMALMOHHBIX (OHIOB y4eOHBIX W
Hay4HBIX I10Jpa3JeICHIH, U IPyTHX CTPYKTYPHBIX NOJpasielienuit Yausepcurera u Ouinana;

4.2, Paboruuku ornena o6s3anbl;
42.1. Cobmongare B cBoel mpoecCHOHANBHOM JEATELHOCTH HOPMBI  YcTasa

VYuupepcurera, [Tonoxenust o @unane u nactosmee ITonoxenue;
4.2.2. ObecrnieunBaTh BBIIOJIHEHWE OCHOBHBIX 3afa4 ¥ (YHKIHH, MEPEUHCIEHHBIX B

Hacrosimem [lomoxkenuu;
4.2.3. Ha BbeicOKOM I1pO()ECCHOHAILHOM YPOBHE BBIIOJIHATE CBOH  JOJDKHOCTHBIC

00S13aHHOCTH;
4.2.4. lloBeimars cBOH KBaNW(PHKAIIMOHHBIH YPOBEHb;
4.2.5. Oo0OecrieuuBarb COXpPAaHHOCThL 3aKPEIUICHHBIX 3a OTIAEJIOM TIOMEIIEHUU U

obopynoBaHusl.

V. OTBETCTBEHHOCTb

PaborHuku oTHena HecyT OTBETCTBEHHOCTH 3a HEHUCIIOJHEHHE WM HeHajiexalee
UCTIOJTHEHHE CBOMX JOJDKHOCTHBIX OOS3aHHOCTEH, periaMeHTHPOBAHHBIX TPYIOBBIM JIOIOBOPOM M
JIOJDKHOCTHBIMU MHCTPYKIMAMH, B COOTBETCTBHH C NMPaBOBBIMHU akTamu Poccuiickoit Menepanuu.




VI. BBAUMOOTHOIIEHUS C UHBIMUA
HNOAPA3IEJIEHUSIMU YHUBEPCUTETA

BzaumopnelfcTBue oTaena ¢ HMHBIMEH NOJpa3sIeNeHHSMHE Yuausepcuteta W Dunuana
omnpeJieNsieTcs 3aja4aMu ¥ (HYHKIHSIMU, BO3JIO)KEHHBIMH HA OTJIE)I HACTOSINUM IOJOKEeHHUEM. W
OCYIIECTBIISIETCS B IIpeJieIax KOMIETEHIUH OT/ena.

VIL. KOHTPOJIb 3A JESATEJIbHOCTBIO NOAPA3IEJIEHUS

7.1. TlpoBepka JEATENBHOCTH OTAENA ITIPOBOAMTCS B XOJE IUIAHOBBIX H  OTJEIbHBIX
BHCITAHOBBIX IIPOBEPOK KOMHCCHAMH YHuBepcuTeTa M Duinana - 10 NMpHKasy pekropa /Wi

aupekropa Puinaia YHHBEpCUTETA.
7.2. Texyumuit KOHTPOTB 3a JESTENBHOCTBIO OTENA OCYIIECTBISIET nupekrop @ununania.

VIII. IPEKPAIIEHUE AESITEJIbHOCTHU

8.1. Otaen peopranusyercs Wi JTHKBUAUPYETCS IPAKA30M PEKTOPa YHusepcurera.

8.2. Ilpn peopraHusamuy OTAeNA JOKYMEHTHI 110 OCHOBHOM AEATENBHOCTH, MMEIOIIHECS B
ACIOIPOM3BOACTBE OTAEINA, JODKHBEI OBITH CBOEBPEMEHHO IEPElaHbl MPABOIPEEMHUKY, 4 IIpH
JIMKBHJIAIMY — HA XPaHEHHUE B apXHUB.

Havanshuk ornena kaapos / W.I1. AramreBa
<




