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Honoxenue 06 otene kaapoB HabepexHOUESTHUHCKOTO HHCTUTYTA (. ¢bunuana) denepansbHOro rocyIapCTBEHHOr0 aBTOHOMHOLO
00pa30BaTeIbHOTO YUpPEXAEHHUs BhICIIEro o6pa3zoBanus «Ka3aHckuii ( IIpuBosKCKUit) henepatbHbIM YHHBEPCHTET)

1. O01ue moJ10KeHNs

1.1. Otmen xanpos (mamee — Ortmen) HabepesxHOUETHHHCKOTO MHCTUTYTa
(pummana) (manee — HHCTUTYT) demepaabHOro roCy1apCTBEHHOI'O aBTOHOMHOI'O
00pa30BaTeNbHOTO yUpEXKIEHHs BhICIIEro obpasoBanust «KazaHckwuit (ITpuBomKCKMIT)
denepaneHblii  yHuUBepcuTeT»  (mamee - K®VY) spasercs  ympasieHYecKHM
nonpasnenenreM KOV 1 mogunHseTcs 3aMeCTUTEN0 UPEKTOpa TI0 aJMUHHACTPATHBHO-
IIPaBOBOM €SI TEIEHOCTH.

1.2. Hacrosiee nonoxenue OmpeeNseT MopAAOoK aestensbHocTd Otaena.

1.3. ITonnoe odunuansHoe HavMEHOBaHUeE: Otnen KaJpoB
HabepesxHouennunckoro wuHcTHTYTa ((uanana) deepanbHOro rOCyJapCTBEHHOTO
aBTOHOMHOTO 00pa30BaTENLHOTO YUPEeXAEHHsI BBICIIETo obpasoBanusi «KazaHckuit
(ITpuBomxckuit) henepanbHBIN yHUBEPCHTET.

CoxparieHHoe ounmansHoe HaMEHOBaHHE: Otnen KaJpoB
Habepexnouenaunckoro nacturyra (punmana) KOV,

1.4, Ormen B cBoell geATENTBPHOCTH PYKOBOJACTBYETCS  IE€UCTBYIOLIUMHU
HOpMaTHBHO-IIPaBOBBIMU aKkTaMu Poccuiickoit ®eneparmu u Pecniy6iuxu Tarapcras,
YcraBom K@Y, Ilonoxenuem o6 HucTuTyTe, pewenussiMu  Yyenoro Cosera KOV,
WuctuTyTa, NpuKasaMu M paclopsbKeHHsMH pektopa KOV, mupekropa HMucTtuTyTa,
IIpaBuniaMu BHyTpeHHero pacmopsaka K@Y, Hacrosumm ITogokeHHEM W HHBIMH
nokaneHbIMU akTamu K@V, pernamentupyromumu aestensHocts OTaena.

1.5. IoutoBslit anpec Otnena: nmp. Crorom6uke, a. 10A, . Ha6epexnsie Yemnnsl,
Pecry6nuka Tarapcran, Poccuiickas ®epepanus, 423812, MecTo HaxoxkIeHHS OTIeNa:
Poccuiickass ®enepanust, Pecriy6iuka Tarapcran, 423810, r. HabGepexubie Yennsl, mp.
Mupa, 1. 68/19.

1.6.  Cuurate yrpartuBumm cuwiay IlonmoxkeHne 06  oTaene KaJIpoB
Habepexxnouennunckoro wuHcTUTyTa (Quinana) ¢enepassHOro roCy1apCTBEHHOI'O
aBTOHOMHOTO 00pa30BaTeNbHOrO YUYpeXKIEHHs BBICIIEro obpasoBanus «KazaHCKuii
(ITpuBomxckuit) henepansusiil yausepcute» ot 06.10.2016 Ne 1.3.1.40-12/10.

2. Haznayenue Otaena

2.1. Otpen ocyiecTBseT:

— obecrieyeHue 1pas, JbIOT ¥ rapaHTHii paboTHukoB MHcTUTYTA;

— B COOTBETCTBHM CO INTaTHBIM DACIHCAHUEM, YTBEPXKAEHHBIM DPEKTOPOM,
oopMIIeHHE TPYIOBBIX OTHOIIEHHH ¢ MPOdeccopCKO-TIPeronaBaTebcKuM COCTaBOM,
HAayYHBIMA M HMH)XXCHEPHO-TEXHMYECKUMH  PabOTHUKAMH,  aJMHHHCTPATHBHO-
YTIPaBJIeHIECKUM, YICOHO-BCIIOMOTaTeTbHBIM U 00CITY)XMBAIOIIUM HEePCOHAIOM;

— YU€T ¥ aHalM3 IEepPCOHANIBHOW MHMOPMALUKM OO0y4YaeMBIX CTYAEHTOB
HHcTuTyTa,

— (OPMHMpOBaHME M pErucTpalus MPUKA30B 10 ABUKEHHIO KOHTHHTEHTA
CTYIEHTOB U pabOoTHUKOB VIHCTUTYTa M BeleHUE UX JINYHBIX €.
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3. 3agauu OTaena

3.1. lesarenpHocTh OTAena B COOTBETCTBHMU C €ro Ha3HAYeHHWEM HaIlpaBjieHa Ha
OCYILECTBIIEHUE CIEAYIOIINX 3a0a4:

— y4eT KaJpoB U JBUXKEHHS KOHTUHI'€HTa 00y4aroLIXCs;

— KOHTPOJIb 32 COCTOSIHUEM TPYAOBOM AUCLUIIIMHEI B IIOAPA3EIECHUAX UHCTUTYTa U
co0moieHreM pabOTHHUKaMU M CTyJeHTaMd HUHCTUTyTa I[IpaBUn BHYTpeHHEro
pacnopsinka KOV

— pa3paboTka MEpONpPUATHHA MO YKPEIUIEHUIO TPYAOBOU JUCLUIUIMHBI, CHUXKEHHIO
TEKy4eCTH KaJIpoB, IIOTEPh pabouero BpeMeH!, KOHTPOJIb 33 UX BHITIOJTHEHUEM;

— co3ganre MHGOPMalMOHHONW 0a3bl JaHHBIX O pPabOTHMKAX M CTYJEHTax, ee
CBOEBpPEMEHHOE OOHOBJIEHUE, OIepaTUBHOE MpeJCTaBIeHNe HEOOXOAUMON HH(pOpMaluu
II0JIb30BATEISIM;

— HaJyIeXXalee XpaHeHHe JIMYHBIX J1el PpaOOTHUKOB M CTYAEHTOB, IOATOTOBKA U
nepenava ux B apxus MHcTUTYTA.

4. ®ynkunu OTtaena

4.1. B coOTBETCTBUU C Ha3HAYE€HHEM W 3aJadaMU, YKa3aHHBIMU B pazzenax 2 u 3
Hacrosiero ITomoxxenus, Ha OTHen BO3JI0XXEHO BBHITIOTHEHHUE CIEAYIOMUX (QyHKIUI:

— moaoop U oTOOp pabOTHUKOB COBMECTHO C PYKOBOJHUTEISIMU 3aMHTEPECOBAaHHBIX
HojpasfieJieHii U BHECEHHWE COOTBETCTBYIOIIUX IPEAJIOKEHUH 00 MX Ha3HAa4eHUH Ha
yKa3aHHYIO JOJDKHOCTE;

— obecrieyeHre JOKyMEHTaJbHOro odopMileHHUs IpuemMa (Ha IOCTOSHHYIO,
BpeMeHHYI0 paboTy u paboTy IO COBMECTUTENBCTBY), II€pEBOJAa U YBOJBHEHHS
pabOTHUKOB B COOTBETCTBUHU C TPYAOBBIM 3aKOHOJATENHCTBOM P®d, mojoXeHHSAMH U
nmpukaszaMu gupekropa MHcTutyTa;

— obecrieyeHre JOKYMEHTAJIBHOrO OQOpMIIEHUS 3auMClIeHUs, IlepeBoja H
OTYHCJIEHHS O0YYarolIUXCsl B COOTBETCTBUU C MOJIOKEHHMSIMU M IPUKAa3aMU JAUPEKTOpPA
HNucturyTa;

— BeJleHHEe KaJgpoBOro yuyeTa pabOOTHUKOB U  CTYIEHTOB, JHUYHBIX Jell,
CBOEBPEMEHHOE BHECEHUE B JINYHBIE KAPTOUKHU U TPYHOBbIE KHUXKKH YUYETHBIX JaHHBIX;,

— BeJieHMe ydera (IIpHeM IO peecTpy, BblJaya, CIHCAaHHE) U OCYIIECTBIEHHUE
XpaHeHHe OJIaHKOB rocyjapcTBeHHoro obpasua no ¢opmam «BIIO-1» m «CIIO-1».
dopmupoBaHHe 3asBKH Ha MPHUOOpeTeHHE HEOOXOIUMOIo KOJIMYecTBa OJaHKOB Ha
TEKyIIU# Y4eOHBIA rox;

— OCYIIECTBIIEHHE INpHeMa OT CeKpeTapss IPUEeMHON KOMHUCCHUHM JIMYHBIX Je] Ha
BHOBB 3aYUCJICHHBIX B IHCTUTYT CTYJ€HTOB;

— MpHUeM, 3all0JIHEHUE, XpPaHEHUE U Bbllaya TPYIOBBIX KHUKEK;

— BBIJIaYa CIIPABOK O HACTOSIIEH M MPOLUION TPYIOBOH HEATeNbHOCTH PabOTHHKOB
Wncturyra B ConpranbHelii oy Poccun, o cpokax y4eObl CTyAE€HTOB 10 BceM GopmaM
o0yueHus; |

— y4eT M BeJleHue KaJpOoBOH JOKyMEHTallul B COOTBETCTBUU ¢ HoMeHKIaTypoi e
HNuctutyTa;
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— cocTaBleHWe Trpaduka BbAAYM JUIUIOMOB  TIOCYJapCTBEHHOro  obOpasia
BBIITYCKaeMBbIM CTYI€HTaM M KOHTPOJIb 32 €0 BBIIIOJHEHHEM;

— cocTaBlieHue TrpadukKa OTIYCKOB M KOHTPOJb 3@ €ro BBINOJHEHHEM, YYET
UCTONB30BaHUS OTIIyCKOB B COOTBETCTBUUM C YTBEpPXKIEHHBIM rpadukoM u
JOTIOJIHUTEIBHBIX OTILYCKOB;

— MOATOTOBKA COOTBETCTBYIOIIMX MaTEPUATIOB, HEOOXOAUMBIX IJIsS IIPeICTaBICHHUSI
paboTHUKOB MHCTUTYyTa K MOOILIPEHHUSIM M HarpakIeHUsIM;

— OpraHu3anus MpOBEJEHUs aTTecTalud pabOTHUKOB MHCTUTYTa, ee METOAUYIECKOE
U uHbOpMaAIMOHHOEe ofecreyeHne, ydyacTHe B aHajU3€ pe3yJIbTaTOB aTTeCTallWH,
OCYLIECCTBIIEHHE IIOCTOSHHOIO KOHTPOJII HaJ XOJOM BBINOJHEHHS pelleHUui
aTTeCTallMOHHOM KOMHCCHH;

— [IOATOTOBKAa OTYETOB O KOJHYECTBE paOOTHHUKOB M OOy4YalOIIUXCS M HX
pacmpezieIeHUHt 1o y4eOHbIM nojipa3aenenusm MHcTuryTa,

— MOATrOTOBKA COOTBETCTBYIOIIMX JOKYMEHTOB I10 IEHCHOHHOMY CTPaXxOBaHUIO U
IpeJCTaBjeHe UX B OPraHbl COLMAIBHOTO 00ecIIeueHus;

— BeJleHHE DJIEKTPOHHOM 0a3bl JaHHBIX U CBOEBPEMEHHOE BHECEHHE W3MEHEHHUH O
coctaBe paboTHHKOB B cucteMax «1C: Ilpeanpustuey», «kEDO» u o cocTaBe CTyJeHTOB B
“H(GOPMALIMOHHO-aHATUTUYECKOU cucteMe « CTyIeHT»;

— OopraHu3alnusl KOHTPOJISI 3a HCIOJIHEHUEM pPYKOBOAMUTEISIMU CTPYKTYPHBIX
nonpaszaeneHuid HCTUTyTa 3aKOHOJATENBHBIX aKTOB U IIOCTAHOBJIEHUMN NPaBUTENbCTBA,
MIPHKAa30B U pacropsHKeHul aupekTopa MHCTUTYTa 10 BommpocaM KaJapoBoi paboTHl.

— opraHu3aius KOHTpOJNs HaJ cobmoneHueMm pabotHukamu MHcTtutyTa IlpaBun
BHyTpeHHero pacnopsigka KOV.

Ilacnopmmuotii cmoan:

— OCYLIECTBJISIET IPUEM U CHATHE C y4eTa [0 MECTy JKUTEJIbCTBA U MpeObIBaHUSA
CTYIEHTOB U paboTHUKOB MIHCTUTYTA;

— odopmileHHEe JOKyMEHTOB JJisi TONy4YeHUs u oOMeHa T[acrnoproB B

YCTaHOBJIEHHOM IOPSIKE;

— KOHTpPOJIb M TMpOBepKa JOKYMEHTOB, MpPEIbABIAEMbIX ISl MPOMUCKUA H
BBINKCKH, 00ECIIeYnBaET UX COXPAHHOCTE;

— BeJICHHE IIaCIIOPTHOIO y4era;

— obecrieunBaeT COXpPaHHOCTb U IOCTOBEPHOCTh CBEACHHUI KapTOTEKH MaclOPTHOTO
ydeTa ¥ MPOU3BOJCTBO CBEPOK;

— NPUHUMAaET Yyd4acTue B pa3paboTKe JOKAJIbHBIX HOPMATHUBHBIX JOKYMEHTOB
HuctutyTa.

5. Opranuszanuonnasi crpykrypa Otraena

5.1. Orpmen sBnseTcss NEepBUYHBIM 3BEHOM OpraHU3ALMOHHOM CTPYKTYpBI
WHCTUTYTa U HE UMEET BHYTPEHHEH CTPYKTYpHI. .

5.2. JleatenpHOCTh paboTHHKOB OTnena perjiaMeHTUPYeTCsl OJDKHOCTHBIMHU
HUHCTPYKLMSIMHU U TPYAOBBIM OroBOopoM. [Ipu usmeHeHnu QpyHKIMA U 3a1a4 paOOTHHUKOB
Otnena DOMKHOCTHBIE MHCTPYKIUMU IIEpeCMaTpUBAOTCA.
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5.3. IlratHoe pacnucanue Ortnena paspabaTbiBaeTcs IUIAHOBO-()MHAHCOBBIM
ormenoM WMHCTHTYyTa B YCTaHOBJIEHHOM IIOpPSIIKE U YTBEPXKIAETCS PEKTOPOM B
YCTaHOBJIEHHOM ITOPSIIKE.

5.4. PerynupoBaHHe TPYAOBBIX OTHOLICHUN M MHBIX HEMOCPEJCTBEHHO CBSI3aHHBIX
C HUMM OTHOIICHHHA OCYILIECTBISETCS B COOTBETCTBUH TPYAOBHIM 3aKOHOJAATEIHCTBOM
Poccuiickoit @enepanuu.

6. Yopasaenne Otaesnom

6.1. HemocpencTBeHHOE pYKOBOJCTBO JAeATEIbHOCTBIO OTAena OCyLIECTBIAET
HAYaJbHUK OTJEeJa, Ha3HadYaeMbIi M OCBOOOXIAeMBId OT HOJDKHOCTH AUPEKTOPOM
NHCcTUTYTa B COOTBETCTBHM C JEHCTBYIOIIMM 3aKkoHojaarenscTBoM P® 1o
IIpe/ICTaBJICHUIO 3aMECTUTEIIS IUpeKTopa 110 aJJMUHUCTPATUBHO-IIPABOBOMA
JIesITeIbHOCTH.

6.2. HauanpHHK OTAENIa HeCceT NePCOHAIbHYI0 OTBETCTBEHHOCTS 34!

— pe3ynpTaThl AesaTenbHocTM OTmena B COOTBETCTBUM C  JACHCTBYIOILIUM
3aKoHoJaTenbcTBOM Poccuiickoit @enepanuu;

— HECBOEBPEMEHHOE M HeKayeCTBEHHOE BBIIIOJHEHHE 3a/]a4, BO3JIOKEHHBIX HAa
Ortneu;

— HEHUCIIOJIHEHHE WM HeHaJJIeXxallee HCIOJHEeHHEe CBOUX JOJDKHOCTHBIX
00s13aHHOCTEHl B COOTBETCTBHHU C JIEMCTBYIOIIMM 3aKOHOAATEIBCTBOM U JIOKAJIbHBIMU
aktamMu KOV

— IIOCIIEACTBHS TMPUHUMAEMBIX WM peIIeHUH, COXpaHHOCTh M 3¢ (eKTUBHOE
HCITOJIb30BaHKUE UMYIIIECTBA;

— IpaBOHAPYIIEHMS, COBEPUICHHblE B IPOLECCE OCYLIECTBICHHS CBOEH
JEATENIBHOCTH, B IIpefenax, OIpeAeNIeHHbIX JACHCTBYIOIIUM aJMUHUCTPATUBHBIM,
YTOJIOBHBIM M IpaXKIaHCKUM 3aKoHoaTenbcTBOM Poccutickon ®enepanmu;

— NMpUYMHEHHEe  MaTepualbHOro ymepba B  Ipefenax, OIpeAe]eHHBIX
JNEHCTBYIOIIMM  TPYNOBBIM U  TpPaXJaHCKMM  3aKOHOJATENIbCTBOM  Poccuiickoin
Oepepanyy;

— Hecobmoaenue paboraukamu Otaena IlpaBun BHyTpeHHero pacnopsanka KOV,
TEXHUKH 0€30IIaCHOCTH, IPOM3BOJCTBEHHOM CAHUTApUU U Mep I0XKapHOU Oe3omacHOCTH
B IIpefieiaX JOKAJIbHBIX HOpMaTUBHBIX akToB KDY,

6.3. Ormen BemeT HOOKyMEHTaUui0 B cooTBeTcTBUM ¢ MHcTpykuuedn 1o
nenonpousBoacTBy 1 Homenknarypoit nen KOV,

7. PaGoTHuxn Otaena.
IMopsinok paboThl, omJIaTa TPYaa, NpaBa, 0013aHHOCTH H OTBETCTBEHHOCTH

7.1. Pabothuku Otnaena NpUHUMAIOTCS Ha pabOTy Ha YCIOBUSAX TpPYAOBOIO
JIOroBopa IO TpeICTaBlIeHHI0 HavaibHuKa OTnena, COINIaCOBaHHOMY C 3aMECTHTENIEM
JMpeKTOopa Mo aIMUHHUCTPAaTUBHO-IIPABOBOH JesiTenbHOoCcTH MIHCTHTYTA.
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7.2. [lesrenbHOCTb, KBAIH(UKAUKOHHBIE TPeGOBAHMS, 1paBa, OOS3aHHOCTH H
OTBETCTBEHHOCTb 3a NOJDKHOCTHBIE HapyLIeHUs paboTHHKOB OTnesna ONpenessioTcs
TOJDKHOCTHBIMHU UHCTPYKIIMSAMHU.

7.3. TIOIDKHOCTHOM OKJIaJl yCTaHABIUBACTCSI B COOTBETCTBHH C (bopmoii u cucTeMoit
OILIaThl Tpya, npuHaTol B KOV. Omnara tpyna paborHukoB OTaena MOXKeT BKIIOYATE
B ce0sl BBIUIATH CTHMYJIHDYIOLIETO XapaKTepa, JOIIaThl, HaJ0aBKH, yCTaHABIIMBAaEMEbIe
NpHuKazamu Jupekropa MHcTuTyTa.

7.4. IIpono/mKUTENEHOCTE U Pacopsaiok paboyero mus, IIOPSJIOK IIPEeOCTaBIICHHUS
BBIXOJHBIX IHEH, OTILyCKOB M JpPYTHe BOIPOCHI TPYIOBOH HESTENBHOCTH pabOTHUKOB
Otzena perymupyroTcsi eHCTBYIOIMM 3aKOHONATENBCTBOM POCCHICKOI Denepanum,
IIpaBunamu BHyTpeHHero pacnopsiaka KOV u uubIMEA ToKaTbHBIME akTamu KOV,

7.5. Paborauku Otnena HeCyT OTBETCTBEHHOCTH 3a pasriialieHue OXpaHsIeMoi
3aKOHOM  TalHbl (CiIy)KeOHOH, KOMMeEpYecKoi, 9KOHOMHUYECKOH), pasIialieHue
IIEPCOHANIPHBIX TAaHHBIX PAOOTHUKOB B COOTBETCTBHU C 3aKOHOIATENILCTBOM PoCCHiicKOi
Deneparueii.

8. IIpaBa Havyaabuuka OTaena

8.1. Hayanpnuk Otnena umeeT npaso:

— ZelictBoBaTb OT wuMeHM Orthena, NpeAcTaBNATh MHTepechl OTaena BoO
B3aMMOOTHOIICHUSAX CO CTPYKTYPHBIMH monpasneneHusmMu K®Y u Hucturyra mo
HalpaBICHUAM JieaTenbHoCTH Othena, a TakKe CTOPOHHUMH OpPTraHH3alUsIMH IO
3a/laHMI0 upekTopa IHCTATyTa, 3aMecTHTENs JMPEKTopa MO aAMHHHCTPAaTHBHO-
IIPaBOBOM JIEATENBHOCTH B Mpeieiax CBOei KOMIIETEHIMH.

— 3ampamuBaThk B noapasneneHusx KOY u UHcTtuTyTa, BKIIOYas 060co0IeHHbIE
CTPYKTypHBIC IIOpA3NE/ICHUS, JOKYMEHTBI U CBEJIEHHs, HEOOXOAUMBIE IS peaH3aliu
3a/1a4 BO3JIOXKEHHBIX Ha OThen.

— 3HaKOMMTECS C NMpPOEKTaMM pemieHuil pexropa K@V, mupexropa WucTutyTa,
3aMCCTHUTEIII JUPEKTOpa 10 aJIMHHUCTPATUBHO-IIPABOBOM JIEATENBHOCTH, KACAOIIUXCS
Ortpena.

— BHOCHTb  3aMECTUTEIIO  AUPEKTOpa IO  aJMHHHCTPATUBHO-IPAaBOBOH
nestensHocTH MHCTUTYTA:

IIPSIUIOKEHHS TI0 COBEPIICHCTBOBAHUIO paboThl OTHeNa W YCTPAHEHHIO HMEIOIIUXCS
HEJI0CTaTKOB, & TAKXKe COBEPIICHCTBOBAHHIO METOIOB paboThl paboTHuKOB OTHeNa;
TIPE/UI0KCHUS O IIPHEME, NIEPEBOJIE, YBOJIbHEHUH paboTHUKOB OT/ena, 00 yCTaHOBIEHUH
pabotHuKkam OTziena JOmIaT U Haq6aBOK CTUMYIHPYIOILEro XapaKTepa B COOTBETCTBHH C
Ionoxxennem o6 omnare Tpyma pab6otHukoB KDV, ITonoxeHueM o IIPEMUPOBAHUHU
pabotHrkoB KOV, ITonoxeHHe O CTHMYIUpPOBAHHH DPAGOTHHKOB KOV, noompenun
pabOTHMKOB M HAJIOKEHMHM HA HHUX B3BICKAHHH B COOTBETCTBHM C JEHCTBYIOIIMM
3aKOHOATENbCTBOM;

NPEIIOKEHHUS 110 CO3MAHMIO YCIIOBUHM, HEOOXOAMMBIX ISl BBITIOJIHEHHUS BO3JIOKEHHbBIX HA
Ornen 3amay, ymydmieHus ycnoBuil Tpyna paGoTHHKOB OTzena, B TOM YHCIE IO
o0ecrieueHnIo UX 000PYAOBAHHBIMU PAGOYUMU MECTAMH.

— OCYIIECTBIIATH  B3aUMOJEHCTBHE  C  PyKOBOAUTEISAMH  CTPYKTYPHBIX
nozapasnenenuii KOV u Mucturyra.
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— MOJIHKCHIBATh ¥ BU3UPOBATH TOKYMEHTHI B IIpeJieiaX CBOeH KOMIIETEHIHH.
9. O6s13anHOCTH HaYaabHuKa OTaena

9.1. Hauanenuk Otnena o0s3aH:

— obecreunBaTh PyKOBOJACTBO Bceil nesrenmbHOCTBIO OtTaena u 3G ¢eKTUBHOE
UCIIOJIb30BAaHUE €T0 PECYPCOB,;

— BO3IJIABJIATH PabOTy IO KOMIUIEKTOBaHMIO MIHCTUTYTa KaJpaMu B COOTBETCTBHH
C LeNsMH, NpoQUIeM OCHOBHOTO CTPYKTYPHOIO IIOApPAa3[eIeHUsl, M IUTATHBIM
pacnucaHueM, II0 BEIECHHUIO KaJpOBOI'O YydeTa CTYAEHTOB, JHYHBEIX Je€ll,
CBOEBPEMEHHOE BHECEHHME B JIMYHBIE Ji€la YYETHBIX JaHHBIX, (OPMHUPOBAHHIO H
Be/IeHUIO OaHKa NaHHBIX O KOJMYECTBEHHOM COCTaBe CTYAEHTOB U PaOOTHUKOB;

— OpraHM30BBIBATh CBOEBPEMEHHOE 0hOpMIICHHE IIpHeMa, IIepeBoia, YBOJIbHEHMUS
¥ KOMaHIMPOBaHMs paOOTHUKOB, 3a4HCIIEHHS, IEpeBOia U OTYMCIIEHUS 00YYArOIIUXCS
B COOTBETCTBUH C TPYJOBBIM 3aKOHOJATEIbCTBOM P®, OM0XeHUSIMU, HHCTPYKIUIMHU
K®V u UncTutyTa, npukaszamu aupekropa MHCTUTYTA;

— BECTH y4eT (pueM Io peecTpy, Bblada, CIIMCAaHUe) U OCYLIECTBIATh XPaHEHHE
61aHKOB rocyaapcTBeHHoro obpasia o popmam BI1O u CIT1O. @opmupoBats 3asiBKH
Ha mpuobpeTeHre HeoOXOAMMOro KOJIHYecTBa OJJAHKOB Ha TEKYIIHM yUeOHBIM IO/

— OCYILECTBIATH METOANYECKOE PYKOBOACTBO M KOOPAMHAIMIO JEATEIHHOCTH
CIEIHAIUCTOB  YIpPaBIEHHUs, KOHTPOJHPOBATh HCIOJHEHUE PYKOBOJIUTEIISAMHU
CTPYKTYPHBIX  IOJpa3lejIeHud 3aKOHOJATeNIbHBIX akToB P®, nmnpukazoB u
pacniopsbxkenuii  pexktopa K@Y, nupekropa HMuHctuTyra mo BompocaM KaapoBO#
paboThI;

— PYKOBOIUTH (OPMUPOBAHHEM TOJOBBIX M II€PCIIEKTUBHBIX IUIAHOB PaOOTEHI

Ortnena, HeCTH EPCOHANIBHYIO OTBETCTBEHHOCTD 32 UX peallu3alluio;

— CBOEBPEMEHHO IIPEACTABIIITh OTYETHI O JiesTeIbHOCTH OTaena;

— PperyJupoBaTh IIPOU3BOJICTBEHHbIE OTHOLIEHUS MeX Ay paboTHukamu Otaena;

— pa3pabaTeiBaTh JOJDKHOCTHBIE HHCTPYKUHMM Ha paboTHukoB Ortaena u

IIPEICTaBIIATh MX HA YTBEPXKICHNUE B YCTAHOBJIEHHOM IIOPSJIKE;

— 3¢} dexTUBHO U 1ENIeBBIM 00pa3oM HCIONB30BaTh INTATHI, MPEIOCTABICHHYIO B

€ro BeICHUE MaTepUaIbHO-TEXHUYECKYIO Oa3y;

— OPraHM30BBIBaTh BEJEHUE OTUYETHOCTH;

— OpraHW30BBIBaTh KOHTPOJIb HaJ COOJIOJeHHeM pabOTHUKAMH HHCTHUTYTA

IIpaBun BHyTpeHHero pacnopsaka KOV,

10. IenronpounsBoacrBo Otaena

10.1. [lenompousBonactBo B Otnene Benercss B cOOTBeTCTBUM ¢ HoMeHKIaTypoi
nen KOV u MHeTpykuuel 1o Aeonponu3BOICTBY.
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11. B3aumopeiicTBHe ¢ APYyruMH noapa3zeJeHHsIMH

11.1. Otzmen B3aumoneHcTBYeT co CTPyKTypHBIMH HofpasieieHusmMu KOY u
HMucturyTa, OpraHu3alisaMy U yUpesKIeHUIMH B PAMKaX Pa3IHdHbIX ¢GopmM 1o Bompocam
aestensHOcTH OtTHena, ecnM 3T0 HeoOXOAMMO IS pelleHds 3a1ad U byHKIWHiA,
BO3JIOXKEHHBIX Ha OT/iel.

12. BHecenue uzmMeHeHHU it

12.1. BHeceHWe W3MEHEHHMH W MONOJHEHUN B Hacrosee Ilonoxenue
OCYIIECTBJIACTCA ITyTEM IIOATOTOBKU TIPOEKTA IIOJIOKEHHS B HOBOH peIaKium
HadanbHUKOM OTtrerna.

13. Paccblika

13.1. Hacrosimee Ilonoxenne momnexxur o6sA3aTeNbHON pacchlike, KOTOpYIO
OCYLICCTBIACT OTAEN JenonpousBoactsa Mucrutyra (mamee — OJ) B rops ke,
onpeneneHHOM MHCTpyKIueH 1o ne1onpou3BoCTBY.

13.2. Hacrosiee nonoxeHne pasmemiaercst Ha Be6-ropraie KOV,

14. Perncrpauusi u Xxpanenue

14.1. Tlonoxenue o6 Ornene peructpupyercss B OJl. OpHrHUHAIbHBIH 9K3EMILISIP
HaCTOSIIIETO MOJIOXKEHUs XpaHUTCs B O/] 10 3aMeHBI €r0 HOBBIM BapHaHTOM. 3aBepeHHas
KOIMSL HACTOSILIETO IIOJIOXKEHHS XPaHATCS B COCTaBe JOKYMEHTOB OPraHU3aI[OHHOTO
xapakrtepa Otxena.

15. Ilopsixok cosnanusi, THKBHAALMH, PEOPraHU3AIHH H IepPeHMeHOBAHHS

15.1. Otnen cosnaercs, TUKBHAMPYETCS, PEOPraHU3yeTCs U TePEHMEHOBBIBAETCS
npyka3oM pextopa KOV B COOTBETCTBHY € yCTAHOBIEHHBIM MOPSAKOM.
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