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Ilonoxenne 06 otTmene KampoB W NeNOOPOM3BOJACTBA Enalyxkckoro HMHCTHTYTA (dmmmama) demepaisHOTO
TOCYIApCTBEHHOIO aBTOHOMHOIO  00pa30BaTENBHOIO  VYpEKAEHMs  BhIcImero  oOpaszopanms  «Kasadckuii

(ITpuBOMKCKAH) hemepaTb bl VHUBEDCHTET)

1. O0mue moJioxeHNS

1.1. Ormen xampos u memompoumsBozcta (nanee — Otmen) EnaGyxcKoro HHCTHTYTA
(punuana) deneparbHOro rocyIapCTBEHHOTO ABTOHOMHOTO OOpa30BAaTENHHOIO YUPEKICHHS
BBICIIETO 0OpasoBanud «Kasanckuit (TIpuBomkekuit) henepansueiii yausepeuter» (qanee — EX
KOV) asnsercs ynpasnendeckum moapasaencauneM E KOV,

1.2. Hactosmmee ITonoxenue onpenenser mopsamok aestensaocta Otnena.

1.3. Tlommoe odHIMaTbHOE HAMMCHOBaHHE: OTAEN KaApoB H JeNOHPOH3BOICTBA
Enabyxckoro mHcTHTyTa (dmimana) dQexepaibHOTO TOCYDapCTBEHHOIO aBTOHOMHOTO
00pa3oBaTeNbHOr0  ydpekaeHust Bpicmiero obpasopammst «Kasanckuit — (IIpuBOIDKCKwHiA)
(enepaabHbI YHUBEPCHTET ).

CokpamenHoe odHIMaTbHOE HAMMEHOBaHHWE: OTHEN KaIpOB H JEJIOIPOM3BOJCTBA
Enabyxckoro uactutyTa (prmana) KOV, OKull EU KOV,

1.4, Otmen B cBoel [EATENBHOCTH PYKOBOJACTBYETCS AEHCTBYIOIUMH HOPMATHBHO-
npaBoBbiMH  akTamH Poccmiickoii @enepamum  u  PecmyOmuku Tarapcran, VYcraBom
(emeparbHOr0 rocyJapcTBEHHOIO aBTOHOMHOIO 00pa3oBaTENbHOrO YUpEXKACHHsS BBICIIEro
obpasoBanus «Kasanckuii (IIpuBomkckuit) demepanbHbit yuuBepcuter» (mamee — KOV),
pemenusMu  YdeHoro cosera K@V, pemenmsmu Yuenoro Cosera EM K®V, mpukazamu u
pacnopsokenusvMu pexropa KOV, mupexkropa EM K@V, IIpaBunaMu BHYTPEHHETO PACIIOPSIKA
KOV, nacrosmum [TonokeHHEM H HHEIMH JIOKAIBHBIME akTamu KOV,

1.5. Tlouroseni agpec Otaena: 423604, Poccuiickas ®enepauns, Pecybnuka Tarapcran,
Enabyra, yn. Kazanckas 1. 89.

Mecronaxoxnenue Otmena: 423604, Poccuiickas ®enepanus, PecnyOmuka Tarapcram,
Enabyra, yi. Kazanckas x. 89.

1.6. Cunrars yrparuBmuM cumy [lonoxxeHwe 00 OTHENe KAapoB M IEIOMPOH3BOIACTBE
Enabyxckoro wmHcTHTYyTa (dQHimana) denepanbHOro TroCyIapCTBEHHOIO —aBTOHOMHOIO
00pa3oBaTeNPHOrO YUpEKAeHHs Bhlcmero obpasosanus «Kasamckmit  (IIpHBOIKCKHIA)
GbenepanbHb yHUBEpCHTETY OT «05» Mag 2016 r. Nel.4.1.19-26/2/2016

2. Haznagenne Ot1aena

2.1 Otnen co3gaercs C LENBIO:

- obecnevenns EW KOV TpymoBemMH pecypcamMH, KOMIUIEKTOBAHHS KaJpaMu
COTPYIHHKOB TpeOyeMbIX mpodeccuii W KBamu(HUKAlMid B COOTBEICTBHHM C 3aJadaMH H
HaIIPaBICHHUEM €T0 AeATeIEHOCTH;

- paspaboTku Kanposo# nomutuku EM KOV,

- coOmoaeHus IIpaB, JBIOT M TapaHTHi pabOTHHKOB B 00JIaCTH TPYHNOBOTO IpaBa, a
TaK)Ke OpraHu3alMy, KOOpAMHAIMH, KOHTPOIA H peau3aluy padoT Mo JOKyMEHTAIIHOHHOMY
obecneyenuro ynpasnenus B EM KOV, obecnegenus Meponpusatuit ¢ yaacruem qupexkropa EW
Koy;

— KOHTPOJIs IBHKEHHSI KOHTUHI€HTa 00y9aromuxcs CTYICHTOB;

— HH(pOPMAIHOHHO-aHATHTHYECKOTO obecreueHns JesSTeILHOCTH IUpPEKTOpa,
pykosogctea EM K®V. nokymeHTannoOHHOTO OGQOpMIEHHS, MOHHTOPDHHIA pelIeHu

AUPEKTOpaTa U KOHTPOJI Hall HCIIOJTHEHHEM pememﬂ‘i;
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HOJ’IO)KSHPIE 06 OTOENIE KaopOoB H ,[[BJIOITDOH:SBOJICTB& EJIEﬁV)KCKOTO HHCTHTYTa (dJHJIPIaJT&! QGQGQEUIBHOI‘O
LOCYNApPCTBEHHOIO  aBTOHOMHOIO __ 0ODPA30BATEILHOIO YAPEKNEHUA  BhICINEro  obpazoBaHms  «KasaHckuil
HMBOJDKCKHI) denepanbHbii EPCHTETY

~ XPaHCHMA NOKYMEHTOB ADXHBHOTO (oHma PoccHiickoi Denepaliui ¥ 3aKOHYEHHBIX
ACIIOIIPOM3BOJICTBOM JTOKYMEHTOB EM KV NPaKTHYECKOr0 HasHaYeHMs, 0TOOpa, yuera,
UCTIOb30BAHHSA B IOATOTOBKY K Iepenade Ha TOCYapCTBEHHOE XpaHEHHe.

3. 3apaun Otgena

3.1. Jlesrensrocts OtTmena B COOTBETICTBHH € €ro Ha3HAYEHWEM HAIpaBIeHA Ha
OCYIIECTBIIEHHE CIIEIYIONIMX 3a/1ay’

~ YHCT JITIHOIO COCTaBa PabOTHHUKOB;

— YYCT KOHTHHICHTA CTY[EHTOB OYHOM ¥ 3209HO! (opm obyuerns:

— KOHTPOJIb HAll COCTOSHHEM TPYHOBOH JMCIHIIIHHEI B nogpaszienenusx EM KOV u
cobmonenrem corpynuukamu E KOV TIpaBHIl BHYTPEHHETO TPY/I0BOTO PACIOPSIKA;

— @HaJ|3 NPHYHH TEKYIECTH KapoB;

— PpaspaboTka MepompmsTHH 110 YKPCILICHHIO TPYIOBOH MHCUMIIMHEL CHHSKCHHIO
TCKYHCCTH KaapoB, I0Teph paGodero BpeMeHw, KOHTPOJIb Ha/l UX BBIIOIHEHHEM;

— CO3MaHHe HHOOPMAIMOHHON 6a3bl MAHHBEX o paboTHHMKAX H CTymeHTax, ee
CBOCBPCMECHHOE OOHOBIICHHE, ONEpaTHBHOE Ipe/CTaBlIeHre HeobXomumod wuH(OpMAarmu
II0JIL30BaTEIISIM;

— COSHaHHUE pe3epBa KanpoB JULL BBUIBHKSHHS HA BEIIECTOSIIIHE JOJDKHOCTH;

~ Opramu3anus NPOBEJICHAS aTTECTAllU PaGOTHHKOB,

~ OpraHu3anys paboTel M0 IPoheCCHOHATBHOM TOMrOTOBKE 1 IEPETIOATOTOBKE KapOB;

— BEICHHUE eI0IPOH3BOICTRA,

~ COBEPIICHCTBOBAHUE IIPOLIECCOB YIIPABICHH:

~ OpraHu3aHOHHO-METOAMYECKOE H HHGBOPMALHOHHOE OfecreYeHHe JEATEBHOCTH
EN KDY,

~ TOCTOAHHOE COBEPIIEHCTBOBAHAE (DOPM M METO/IOB PABGOTE ¢ JMOKYMEHTaMH;

— PaspaboTKa W BHEIApEHME HOPMATHBHBIX K METOIMYECKHX JOKYMEHTOB IIO
COBCPIICHCTBOBAHHIO [OKYMEHTAHOHHOTO OGeCIeueHns B CTPYKTYPHBIX TIOIPA3/IeICHHIX
EUKDY;

— ONTHMH3alKs  (COKpalleHHe) MOKYMEHTOODOpOTa M CPOKOB  IIPOXOIKIEHHS
PaclOpsIUTENBbHBIX TOKYMEHTOR, YHH(pHKamus hopm AoxymenToB B EU KOV,

— obecnevenne exuHOro mopsiKa NOKyMeHTHpoBaHusg B E KV,

— IIOCTPOEHHE HH(DOPMAIHOHHO-TIONCKOBBIX CHCTEM IyTeM BHEPEHHS
HH(pOPMAITHOHHBIX TEXHOIOTHIA, KOHTPOJIS HCTIOJIHEHHUS. W HOATOTOBKH JOKYMEHTOB K nepenade
B Apxus KOV, EM KOV B cooTBeTCTRBAHE ¢ ACHCTBYIOMIAMH HOPMATHBAMM;

— OpraHusauus paboTBl € JOKYMEHTAMH C  HCHOJB30BAHHEM HHDOPMAIHOHHO-
AHATUTHYECKOH CHCTEMBI «DJIEKTPOHHBIH YHHBEpCHTET. JlokyMeHnToOGOpOTY (mamee — MAC
«JToKyMEHTOO6OPOT») M MEXBELOMCTBEHHON CHCTEMEL 9TIEKTPOHHOIO  IOKYMEHTO060pOoTa
Pecny6muxu Tataperan;

— oDecleyeHHMe OpraHH3aNHOHHOM, JIOKYMCHTAllMOHHOH JEATELHOCTH CTPYKTYPHBIX
Tonpasnenenus u ciyx6 EX KOY. panuonarsHoro Beenus umu JIeIIOIIPOH3BO/ICTBRA;



Honoxenwe 06 oTmene kagpoB W NeJONpDOWIBONCTEA Enabysxckoro wHctuTyTa (dbmmmana) denepannHoro
FOCYZIAPCTBCHHOr0 _ aBTOHOMHOLO  00pa3oBaTebHOTO _ yYpekIeHHs  BBICIIErD  0ODA30BAHHS «Kazanckuii
HMBOIDKCKHH) denepanbubii EPCUTETY

— KOOpIHHANHA NeATENbHOCTH IoApaseneHuil u ciryx6 KOV no Bompocam, cBsanusm
C JIEJIONIPOU3BOZACTBOM U JIOKYMEHTOOGOPOTOM;

— OpramM3alus KOHTPOIS HAj WCIONHEHHEM IIPHKA30B, PACIOPKEHHH M IOpyYeHHH
pexTopa KOV, pemenuit Yuenoro comera KOV, pekropata K@Y, mupektopa EM KOV.
Yuaenoro cosera EMl KOV, gupexropara EM KOV, BBIIECTOAIMX rOCYAapPCTBEHHBIX OPraHoB;

— MOITOTOBKA MATepHAlOB CIPABOYHOTO M aHAIMTHYECKOTO XapakTepa s MyOIHIHEIX
BBICTYIUICHU THPEKTOPA, & TAKXKE 110 €0 IOPYUSHHIO — 3aMECTHTEICH nupexropa EV KOV,

~ OCYWIECTBIICHHE KOHTPOIIA Hal (QOpMHpOBaHHEM u  ODOpPMIEHHEM [el B
Jenonpoussojctee EM KOV,

4. ®yaxuuu Otgena

4.1. B COOTBETCTBHMH C Ha3HAYeHHEM H 3aIadami, YKa3aHHEIMH B pasjenax 2 H 3
Hactosimero 1lonoxennus, Ha QTN BO3I0KEHO BHIIOIHEHHE creayromux ¢yHKImii:

— OIpENeNeHHe H pa3paboTKa KaJpOBOM IIONMTHKM M CTPATETHH B COOTBEICTBHH C
HallpaBlIeHHEM JiesTenbHocT EX KOV,

— (opmupoBaHHe MTATHOTO pachucanms BY KDY

— ONpPEIENCHHE TeKyIeH IOTPeOHOCTH B Kajipax;

— HOADOp KBANM(UIMPOBAHHBIX CIIENMHATHCTOB IIYTEM: HHGOPMUPOBaHHS PabOTHHKOB
EN K®VY o6 HMEIOIIXCS BAaKAHCHAX, PAasMEIICHHS B CPEACTBaX MaccoBoi wuH(MOpMAIuu
OOBABIEHHH O BaKaHCHAX, OOpalleHHsI B Oprasel Ciyx0bl 3aHATOCTH, B3aUMOJCHCTBHA C
Y4EeOHBIMH 3aBEICHUAME;

— kommiekroBaHHe EM K@Y HeoOxoquMBIMH KalpaMH B COOTBETCTBHH C KPUTEpHAMH
0T00pa | OLEHKOH HAHHMAeMOro MepCOHala, B TOM YHCIIE: nepeMeleHre paboTHHKOB BHYTPH
EN K@V, npuem Ha paGoTy HOBEIX paGOTHHKOE, JOKYMEHTaNbHOE O(OpPMIIEHHE IIPHEMA,
LEPEBOJIa ¥ YBONBHEHHS DabOTHHKOB B COOTBETCTBHH C TPYOBBIM 3aKOHOJIATEILCTBOM —
oopmIIeHHE TPYIOBBIX JOTOBOPOB ¢ PACOTHHKAMH U M3MEHEHHH K HHM, II0JITOTOBKA IIPOEKTOB
IIPHKa30B IO JIMYHOMY COCTaBy M OCHOBHOH nestensHoctH EW KOV, Benenme muunbix men
pabOTHUKOB, 3aTI0THEHHE IMYHBIX KAPTOYeK PaGOTHHKOB,

— BeIeHHe pabOTHI ¢ TPYAOBBIMH KHHJKKAMH, B TOM THCIIE TIPHEM TPYIOBBIX KHEJKEK OT
IPUHUMaeMBIX Ha paboTy pabOTHHKOB, MX YYeT, XpaHEHHE, 3allOHEHHE, a TAKKe BhIIada IpH
NIPEKPAIIEHHH TPYIOBEIX OTHOLIEHHUH;

— YHET JIMIHOTO COCTaBA IIyTEM COCTABJICHHS PA3IHYHOrO BH/Ia OTUETOR;

— COCTaBJICHHE TIPaQUKOB OTIYCKOB, O(OpPMIEHHE TIPHKA30B O IPEIOCTABICHHH
pabOTHHKAM Pa3JIMIHEIX BHIOB OTIyCKOB, y4EeT KOJIHIECTBA HCIIOJIB30BAHHEIX JTHEH OTIIyCKa;

— ohopmIeHHE U y4eT CIyKeOHBIX KOMaHAMPOBOK (IIOIFOTOBKA IPOEKTOB IIPHKA30B);

— paboTa ¢ TUCTaMH HETPYAOCIIOCOOHOCTH;

— MpOBEpKa TPABHILHOCTH M IONHOLEHHOTO 3anoNHeHHs Tabenedt ydera pabodero
BPeMEHH pabOTHUKAMH CTPYKTYpPHBIX mozapasaenennit EM KOY;

— IOATOTOBKH H BBIJIaYa CIPAaBOK O 3aHHMAEMOH JOIIKHOCTH W nepuome pabortsl B EU
Koy,

— B3aUMOJICHCTBHE CO CTOPOHHHMHM OPraHM3ALlHsAMH: [EHCHOHHBIMH (DOHIAMH B LEJIIX

IPEIOCTABNICHHS TOKYMECHTOB JUIsl H3TOTOBJIGHHS CTPAXOBBIX CBUIETENHCTB IOCYNAPCTBEHHOTO
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TMonoxenne 00 oTxene KagpoB W NeNONPOM3BOACTBE Ena0yyKcKOoro HHCTHTYTA (bunmana) denepanbHOTO
FOCYNAPCTBEHHOTO _ ABTOHOMHOr0  00pa3oBaTeNhHOr0  YHPEKIECHNA pEicIiero  o0pasopaHMs  «KazaHCKWH
(TIpHBOMKCKAN) (henepanbHBIH YHHBEPCHTET?

ICHCHOHHOTO CTpaxoBaHHs H (OPMHPOBAHME MAaKETOB ICHCHOHHBIX [ICI COTPYAHHKOB,
BLIXOSIIAX Ha IIEHCHIO;

— IOArOTOBKA KaApOBOW JOKyMEHTAIlM{ A IEpefaid B apXuB EM KOV mua
NANbHEHIIEro XpaHeHUs,

— TIOATOTOBKA MATEPHATIOB IS PEACTABICHUS PAGOTHIKOB K MOOMPEHHIO;

— TOArOTOBKA MATEPUAIOB Ul IPHBICHCHAIL pabOTHHKOB K JIMCIHILTHHAPHOMH
OTBETCTBEHHOCTH;

— KOHTPONh HAJ COOMIONEHHEM IMCIHIUIMHBEI TPyAa H BBIIOTHEHHCM paboTHHKaMH
[IpaBui BHYTPEHHETO TPYHAOBOTO PACIIOPAIKA H HHBIX JIOKATBHBIX HOPMATHBHEIX aKTOB;

— KOHCY/IBTHpOBaHHE  PabOTHHKOB  OpraHM3al@y IO BONpOCcaM TPYIOBOTO
3aKOHOAATeIHCTBA, B TOM YHCIIE B OTBETHI Ha 3aIIPOCHL, sao0bl, 0OpaIneHus;

— IUIAaHMPOBaHHE MW YYacTHE B MEPONPHATHAX IO aTTECTAlMH, K KOTOPEM OTHOCHTCS:
pa3paboTKa JIOKAIBPHEIX HOPMATHBHEIX aKTOB, HA OCHOBAHMM KOTOPBIX IIPOBOUTCS aTTECTALHA,
na(popManmonHOe obecredeHne (COCTaBICHHE rpadEKOB, IPHKa30B, XapaKTEPUCTHK), KOHTPOIIE
HaJ[ XOZI0M IIPOBEICHHS aTTECTAINH, BBIIOTHCHHS permneHuii aTTeCTallMOHHOH KOMACCHH;

— ycTaHOBIEHHE IOTPEOHOCTH B IOBBIIICHHH KBaTM()AKAIMH, HEPENOATOTOBKE HIIH
o6ydgeHur pabOTHHKOB, JOKYMEHTAILHOS ohopMIeHH e HAPABICHHAS Ha 00yICHHUE;

— ¢opmupoBaHKe ¥ MOATOTOBKA pe3epBa KajpoB AILd BBIIBIKCHHA Ha BBIIIECTOSALIHE
TTOJIKHOCTH,

— pa3paboTKa KOMIUIEKCa Mep II0 MOBBIMECHMIO MOTHBAINH pabOTHHUKOB;

— aHaJI|3 TEKY4EeCTH KaIpoB;

— Be[cHHE U XPAHEHUE JIAIHBIX e CTYICHTOB OYHOH dbopMBI 00yUCHHS;

— TIOJIrOTOBKA IPHKA30B II0 KOHTHHTEHTY 00yYalomHuXCs (pueM, TIepeBojl, OTIUCIICHHE,
BOCCTAHOBJICHHE, IOOMpPEHHE, HA3HaueHHe CTHIICHIUH, yueOHas H IPOM3BOJICTBEHHAL
IPAKTUKH, KOMaHIHPOBKH);

— BejleHHE yuera OIaHKOB CTPOrod OTYETHOCTH (TArIoMBel);

_ paamMopeiicTBe ¢ MHHHCTEPCTBOM 00pasoBaHHS M HAYKH PT, VYupaBineHHIMH
o6pazosanms paioHoB PT 110 TPyA0yCTPOHCTBY BBIIYCKHHKOB;

— MNEepBHYHBIA IpHEM H o6paboTka Bcell MOCTYNAOIMIEH KOPPECHOHACHIMK IO BCEM
BHIAM CBS3H Ha UMsl JHPEKTOPA;

— OTIHpaBKa HMCXOAMIIEH KOPPECIOHJCHIMH IO BHIAM CBA3H: IIOTTd, (axcuMHIITbHAT
CBSI3b, KYPhEPCKas CBA3b, IKCIPECC-IOYTA.

43. Permctpauds ~HMCXOIslied OT HMEHH  PEKTIOpa KOppECIOH/IEHIIHA B
MEXBEIOMCTBEHHOM CHCTEME 3NIEKTPOHHOTO noxyMmenToobopora PecryGmuxu TaTapcTan (manee
— DJ10), KOHTPOIH HaJ 0POPMIICHHEM JIOKYMCHTOB, IpeaHAasHAYCHHBIX JULT OTIIPABKH;

— Pacchulka KOppECHOHJEHIMH H JIOKYMCHTOB € pesoiondeif  AHpeKTOopa 0
CTPYKTYPHBIM TIOJPa3ACICHUAM EU K®Y, mocTaHOBKa Ha KOHTPOIb, KOHTPOJIL Hajl MX
JCIIONHEHHEM B YCTAHOBIEHHELH CpoK B DI

— Ilpumem, obpaboTka, pacChUIKa o6palneHni, MOCTYNAOMMX B HHTCPHET-IPUEMHYIO
noprana KOV, EM KOV.

— Opranusanus paboTHl IO HPEMIOKCHHAM, ofpalneHnsM, 3aiBICHUAM H xamodam
rpax/iaH.



Tonoxenne 06 OTAENE KAmpoOB M Nej0NpOH3BONCTEA Enabyxckoro HHCTUTYTa (inmana) teaepamsHoro
TOCYNapCTBEHHOI0  aBTOHOMHOTLO o0pazoBaTensHOrO YUPSXKNCHHA BBICINEro  00pa3oBaHus «Kazanckmit
(IIpuBOWKCKHMIA) henepansHbIi YHHBEPCHTET)

— Ilpuem, o6pabotka TIPOEKTOB NIPHKA30B H PaCIOpPSIKEHHH AUPEKTOPa 110 OCHOBHOI
JESITENBHOCTH.

— PaspaGotka, BHenpenwe, PCTHCTpanus, pacchUIKa OpraHH3alMOHHEIX IIOKYMEHTOB
(monoxenwuit, PETIIAMEHTOB, HHCTPYKIMIA U T.H.) gepe3 SM.

— OGecneuenne exunoro TOp3JIKa COCTaBICHHS, 0OPMIICHHS, XpaHEHNS 1 HCIOTHEHHSA
AOKYMCHTOB H OIE€PaTHBHOIO HCIIOIL30BAHUS AOKYMEHTHOH HHbOpMaryy.,

— Opranusanus xpaHenus, HCHOIE30BaHuA repboBoit evatn KOV, mrammor i Kpyrioi
HerepboBoit neuaru Ornena,

— 3aBepeHHe KpYyIioH meyarsio Otnena xomuit yupemuremsupx ZIOKyMEeHTOB (ycTaBa
KOV, mauensun, ceuperensern O TOCYJapCTBEHHOH  aKKpemuTarmw, PErHCTPALTHH),
CBHICTCIECTB O MOCTAHOBKE HA YYET B HAJIOFOBOM Oprane, crpasok u3 Apxusa EU KOV u 1.1,

— VYuacrue B mponecce COBCPUICHCTBOBAHHS OPraHH3alMOHHOM cTpykrypel EM KOV u
NOBBINECHHSA 3(dhexTHRHOCTH ynpasinenus EW KOV (paspabortka kommexca JIOKaIIbHBIX
HOPMATHBHEIX NOKYMEHTOB TS CTPYKTYPHOM PEOPraHu3ally U CO3/[aHKe Ha €ro OCHOBE HOBOM
OPTaHH3alUOHHOH CTPYKTYpsl EU KOY).

— Paspaborka, BHenmpenne wu Beenue Tabend ¥ ansboma YHHDHOUPOBaHHEIX tbopm
MoxkymenToB EM KOV, pHecenne B mux H3MEHEHHH.

— Cucremarnyeckuit ananus coctosmHms paboTer monpasmenennit EM KOV 1o TPYAOBOIH
AUCOHIUTEHE, JENOMPOU3BOACTBY 1 JOKYMEHTO0000pOTY.

— XpaHEHHe yUpeIuTebHbIX nokymentoB EV KOV,

— Iloaroroska sanpamusaempx xommit YIPEIUTCIIBHBIX IOKYMEHTOB IS HOTAPHAILHOTO
3aBEpeHHs],

— IloaroroBka men muist caaum B Apxus KOV, EU KoV,

— IlporoxonbHo-opranusanmonsoe o6ecueyernue MCPONIPUATHE C y4acTHEM JMpeKTopa
EN KDY, B ToM uncre CHMIIO3HYMOB, KOH(MEPEHIHI U COBEIAHHIL.

— IlogroroBka u oprammsanus TOPKECTBECHHEIX NEPEeMOHUH BpydeHHs mupexropom EU
K®Y roctam EM KOV marpan, 3sakos oTimyms EN KOV, npucBoenus mogernrx 3panuii EU
KoVy.

— Ilozaroroeka, paccruika pasgatousoro MaTeprana Ha 3ace/[aHus IUPEKTOpPATA.

5. Opranuszannonnas cTpykTypa Otaena

5.1. Ornen siBiseTCS IEPBUYHEIM 3BEHOM OpraHM3alMOHHOH cTpykTypsl KOV u He uMmeer
BHYTPEHHEH CTPYKTYpBL.

52.  JleatensHocTs  paGOTHHKOB Otgena  pernamentupyercs JOIDKHOCTHBEIMH
MHCTPYKIMAMH M TPYZOBBIM JI0roBopoM. IIpH m3MmeHeHH: Gynxumit ¥ 3amad paGoTHUKOB
Ornena nomKHOCTHEIE HHCTPYKIAY II€PECMaTPHBAIOTCA.

5.3. IIratroe pacmucanme OTxena paspabarteBaeTcs oTAeNOM Tpyma u peryampoBaHus
3apaboTHOM miatel JemapramenTa OFOMKETHPOBAHHUS, KasHauelicTBa PETyJIHPOBaHHS OIIJIATHI
4 yTBepxnaercsa pextopom KOV B yeranosmennom HopsaKe.



IMonoxeHnve 06 oThene KagpoB ¥ NETONPOM3BONCTBA Enabyxckoro wHCTHTYTA ( ¢dunpana) denepalbHOIO
[OCYIADCTBEHHOTO _ ABTOHOMHOTO  00pa3soBaTelbHOTO  YHPEHICHNA peicmero  ob6pasoBammsa  «Ka3aHCKHH
([IpuBomxckui) henepanbHbIH YHHBEDCHTET

5.4. PerynmupoBaHHE TPYAOBBIX OTHOILCHHI ¥ WHBEIX HEIOCPEACTBEHHO CBA3AHHBIX C HHMH
OTHOIIEHMT OCYIIECTBIACTCA B COOTBETCTBHH C TPYHOBHIM 3aKOHOJATEIBCTBOM POCCHHCKOM
Oenepally.

6. Ynpasiaenune OtaesioMm

6.1. HemocpeIcTBEHHOE PYKOBOJICTBO JEATCIBHOCTRIO Ortzena OCYIIECTBIIET HaYalbHIK
Otmena, Ha3HAuaeMBId | 0cBOOOXKIAEMBI OT JOJDKHOCTH JIHPEKTOPOM EN KoY B
COOTBETCTBMHM C JEHCTBYIOIIEM 3aKOHOJAATENBCTBOM IO  NPEACTABIICHHIO 3aMeCTHTENS
qmpexTopa no obmmm Bonpocam EX KoY.

6.2. HayabHUK OTIENa HECeT NepCOHAIbHYIO OTBETCTBEHHOCTD 3a.

— peaympratel  mestemsHocTH  Otmenma B COOTBEICTBMHM C  JIEHCTBYIOIIMM
saxoHOnaTenscTBOM Poccuiickoi Denepalyun;

— HeCBOEBPEMEHHOE M HEKAadeCTBEHHOE BEIOTHEHNE 3372, BO3TIOKCHHRIX Ha Otzem,

— HeHCIIOTHEHHE WITH HeHajIe)Kalee HCIOIHeHHe CBOMX NONKHOCTHBIX 06s3aHHOCTEH B
COOTBETCTBHH C AEHCTBYIOIIMM 3aKOHONATEIECTBOM H noxanbHEEME akTamu KOV

— [OCTENCTBHS ~IPUHMMAEMBIX WM  PCIICHHH, COXpaHHOCTB  H 3¢ HeKTHBHOE
HCIIONB30BaHUE UMYIIECTBA;

— IIpaBOHAPYLICHHs, COBEPIIEHHBIC B IIPOLECCE OCYIIECTBJICHHS CBOEH NEATEIBHOCTH, B
Ipefenax, OLPEeIe/EHHbIX ICHCTBYIOIHM aIMAHHCTPATHBHBIM, YTOJIOBHBIM H TPAXAAHCKAM
3aKOHOJATENbECTBOM Poccuiickon denepalv,

— IPUYHUHEHHE MAaTePHABHOTO ymepba B IIpefeiax, OMPEICIICHHBIX JIEHCTRYIOIIHM
TPYIOBBIM H I'PAXKIAHCKAM 3aKOHONATEIECTEOM Poccuiickoit @esepaltiy;

— necobmojienne pabotrukamn Otzena IIpaBui BHYTPEHHETO pacropsijika, TEeXHHUKH
6e30aCHOCTH, MPOM3BOJICTBEHHON CaHUTAPUH H MEP ToXKapHO# 0e30acHOCTH B Iperenax
JIOKaJIBHBIX HOPMATHBHEIX akToB KDY,

6.3. IlltatHoe pacrmcanne OTrena YTBEPHACTCA PEKTOPOM KO®Y na OCHOBaHHH
[pEICTaBIICHHS TUPEKTOPa EU KOV B ycTaHOBIECHHOM IOPSIIKE.

6.4, OTen BeeT JOKyMEHTAIMIO B COOTBETCTBAM C WEecTpyKuueil o JeIonpor3BOJCTBY
# HoMeHKIaTypoit nen KOV.

7. Paborauxu O1aena.
Iopsaok paboTel, OILIATA TPY/A, HPABa, 005%3aHHOCTH H 0TBETCTBEHHOCTH

7.1. Cotpyauuku OTaena IpEHAMAIOTCS Ha paboTy Ha yCIOBHIX TPYAOBOTO JIOTOBOPA, IO
IpeCTaBIEHMIO HauambHuKa OT/ena, COrnacoBaHuoMy ¢ 3aMecTHTENEM JHUPEKTOpa 0 0OIHM
Borpocam EF KDY

7.2. IlesTenbHOCTD, —KBATU(GHKAIHOHHBIC TpeGoBanus, IpaBa, O00A3aHHOCTH H
OTBETCTBEHHOCTh 32 JIOJDKHOCTHBIE HApyHMIEHHsS COTPYAHHKOB Otnena OMpPeEIsIOTCS
JMODKHOCTHBIMA HHCTPYKITHAMH.

7.3. JIOJDKHOCTHOH OKJajl YCTAaHABIMBACTCS B COOTBCICTBHE C dhopmolt H CHCTEMOH
OIUIaTH Tpy/a, HpuHsTol B KOV, Omnara Tpy/a COTPY/IHHKOB OTiena MOXKeT BKIIOYATh B ce04
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BBIIUIATEL CTHMYJHPYIOINETO XapakTepa, JOIUIaTel, HanOaBKH, YCTaHABIIMBAEMble IpPHKa3aMH
pextopa KOV.

7.4. IIpONOIDKATENBHOCT M PAcHOPAAOK pabodero [HfA, NOPSIOK IIPEIOCTABICHHS
BBIXOJHBIX [THEH, OTIYCKOB M JPYTHE BOIPOCH TPYAOBOH JNEATENHHOCTH COTPYAHHKOB OTmena
PErymupyIoTcs [NEeHCTBYIOIMM 3aKOHOZATeNbcTBOM Poccmiickoit ®enepamum, IlpaBmmamu
BHYTpeHHET0 pacrnopsaka K@Y u unsMu jJoxkansHeME akTaMu KOV,

7.5. Corpymuuku OTena HecyT OTBETCTBEHHOCTE 34 pasIUiallleHHe OXPaHAEMOH 3aKOHOM
TaiHbl (CTyXKeOHOH, KOMMepYecKo#, 3KOHOMHYECKOH), pasriallleHHe IIePCOHATBHBIX JAHHBIX
pabOTHUKOB B COOTBETCTBUH C 3aKOHOAATENBCTBOM Poccuiickoi ®@eneparmeit.

7.6. PaGotauxu OtTnena uMeroT Ipaso:

— B3aEMOJEHCTBOBATE 110 BONPOCAM, OTHOCSINMMCS K KOMIETEHITMA OTHENa, ¢ APYTHMH
nonpasnencausmMu EM KOV, rocynapcTBEHHBIMH H MYHHIHNATGHBIME OpPTraHaMH, a TaKxke
IPYTHMH OpraHU3alHAMH;

— TpeboBaTh OT BCEX CTPYKTYPHBIX IIO[pa3fe/ieHHH MaTepualbl M CBEJCHHS,
HEOOXOUMBIE JUIsl BBINOTHEHHS (DYHKIHIA, BO3I0KEHHBIX Ha OTen;

— KOHTPOJIMPOBaTh COOMIONEHHE TPYJIOBOro 3akoHomarenscTBa B EM KDV, a takke
JlaBaTh pas3bsICHEHHS 110 IpUMeHEHHI0O HOpM Tpymosoro kojexca P@ m HHBEIX HOpPMATHBHBIX
aKTOB;

— TPEACTAaBIIATE MPEIJIOKEHUS 110 MOBBIIEHHIO 3G )EKTHBHOCTH U COBEPIIEHCTBOBAHHIO
HesaTenbHOCTH BeeX moapasnaencHuii EM KOV B yactu, oTHOCSImE!HCs Kk KomnereHnuu OTiena;

— IPeACTaBUTEIbCTBOBATh B YCTAHOBICHHOM mopsanke oT uMend EM KOV no rompocawm,
OTHOCAIIHMCS K KoMneTeHnuy OTzena, B TOM 9HCIIE H II0 BOIPOCaM OA00pa MepcoHaa;

— 3aBepATHb JOKYMEHTEI 110 JIMYHOMY COCTaBY, BbliaBaeMble pabotaukam EM1 KOV,

— KOHTpOJIUpPOBaTE M TpebOBaTh OT pPYKOBOAHTENEH CTPYKTYpPHBIX IOApAa3IeleHHH
BEIIIOJIHEHHUS YCTAHOBIEHHBIX NPaBuiI paboThI ¢ JOKYMEHTAMH;

— ONpeleNaTh 3a1add JIOKyMEHTAallMOHHOIro obecrnedenus ynpaeneHuss 8 EM KOV,
HOIJIeKalie aBTOMATH3AIHH;

— 3anpamMBaTh OT CTPYKTYPHBEIX IojpasfeseHui, cnyx0 u corpyaaukoB EM KOV
CBEJICHH S, MaTepUalbl ¥ HH(POPMAIIHIO, HeOOXOIUMEIE M1 pabOTEL,

— DIPOBOJHMTH IIPOBEPKY OPraHH3alMH JOKYMCHTAlMOHHOI'O OOECIEeYeHHs YIpaBJICHUS B
CTPYKTYPHBIX IIOJpa3eIeHHsIX U JOBOAHTH HTOTH IIPOBEPKH JI0 PYKOBOJUTENEH CTPYKTYPHBIX
[0JIpa3ieIeHuH ISl IPUHATHS COOTBETCTBYIOIMIUX MEp;

— MpHBICKaTh MO Iopy4eHuro pykosoactsa EM K@V chenmamicToB CTPyKTYpHBIX
MOpa3IelIcHUH K MOJIFOTOBKE MPOEKTOR JIOKYMEHTOR;

— IIPOBEPSATH IPABHIBHOCTH O(OPMIIEHHS IOKYMEHTOB, IIPEACTABIEHHBIX Ha IMOAIHKCH
pyxoBozactsy EXM KOV

— BO3BpalaTh HCIOMHHUTEIIM Ha J0paboTKy [HOKYMEHTBHI, IOATOTOBJIEHHEIE C
HapyleHueM yctaHoBlneHHBIX TpeboBanuii ['OCT;

— BECTH IpeIBapUTEIBHBIA IPOCMOTP JOKYMEHTOB;

— KOHTPOJIMPOBATh HCIIOIHEHHE IIPUKa30B U nopydeHUuH qupekropa EV KOV,

— KOHTPOIHMPOBaTb CPOKM HCIOIHEHHS MOKYMEHTOB, 3allpalliBaTh y CTPYKTYPHBIX
IIOJIpa3IeIeH Ui ¥ UCIIONHUTENeH CBeIeHHS O XOIE UCIIOTHEeHH JOKYMEHTOB;
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— BHOCHTE IMNPEATOKEHUA O IIPHMEHECHHH MEP OTBETCTBEHHOCTH BO BCEX cirydasx
HapylmieHud MOAPA3aCIIEHUSIMH U JODKHOCTHBIMH JHIAMH YCTaHOBJICHHBIX IIpaBHII pa60T51 c
JOKYMECHTaMH,

~ SHAKOMHTECA €  HOPMAaTHBHO-IPaBOBOM  JIOKyMEHTALlel 10  HAIpaBICHHSM
JestensHOCTH OTHENA;

— uMeTh 000pyIOBaHHBIE pabodre MecTa, B TOM 9HCIIE aBTOMATH3UPOBAaHHEIE paboune
MECTa, CPE/ICTBA BRIMHCIIMTCILHON TEXHUKH U CBS3U JULS cOTpyaHMKOB OT/ena;

— TOBBIIATE KBaMpuKanuio pabotarkoB OTaena.

8. IIpaBa naganbauxa OTtaena

Hauaneunk OTaena umeer mpago:

8.1. [leifictBoBate 0T wuMenu OTgena, IPEACTABNATH maTepecel  Otmena  Bo
B3aHMOOTHOMICHAAX CO CTPYKTYPHBIMH mofpasjencHuasmMua EM KOV 1o mHampapmeHusm
aestensHocTH OTHENa, a TAKKE CTOPOHHMMHE OPTAHH3AIMIAME TI0 331aHHI0 nupexktopa EV1 KOV,
3aMECTHUTEIIs IMPEKTOPa 110 OOIIAM BOIIPOCAM IESTEIBHOCTH B IpeJIesiaX cBOeH KOMIeTeHIHH.

8.2. 3ampammpare B mnoipasmenenuax KOV, Bimodas 060coBNeHHEE CTPYKTYPHEIE
HOApa3AeNeHHUs, NOKYMEHTEI U CBEACHHS, HEOOXOMMbIE [UIS peaH3aliy 3aaq, BO3I0KEHHEIX
Ha OTnemn.

8.3. 3HAKOMHTECA C TIPOEKTaMH pemeHuit pextopa KOV, mupektopa EM KOV,
IPOPEKTOpa afMIHUCTPAaTHBHO! paboTe — pyKOBOJUTENS allliapaTa, 3aMecTHTENS THPEKTOPa [0
o6muM Bonpocam EM K@V, kacarormmxcs Oriena.

8.4. Brocuts mupextopy EM KOV:

— TIPC/UIOKEHHS 1O COBEPIICHCTBOBaHWIO paboThl OTHeNa M yCTPaHSHHI0 MMEIOIIAXCS
HENIOCTATKOB, a TAKXKe COBEPIIEHCTBOBAHMIO METOIOB paboThl coTpyaHmKoB OTnena;

— UIPCUIOKCHHA O IpHEMe, IepPEeBOME, YBOJIBHEHHH COTpYAHHKOB Otmena, 06
YCTaHOBNCHHH CcOTpynHHKaM OT/ena mOMIAT M HAagbaBOK CTHMYIHPYIOIIEro XapakTepa B
cootsercTBuM ¢ Ilomoxenmem «O6 omrmaTe Tpysa ¥ MaTepHambHOM CTHMY/IMPOBAHUEY H
Homnoxeruem «O CTHMYTHPYIOIHX BBILIATAXY, TOOMPEHHH COTPYAHUKOB ¥ HATOKCHHH HA HUX
B3BICKAHHUHA B COOTBETCTBHH C JICHCTBYIONIAM 3aKOHOJATEIICTBOM;

— HPEUIOKEHH 110 CO3JIAHHIO YCIOBUH, HEOOXOMMMBIX [JI BBITONHEHHS BO3JI0KEHHBIX
Ha Otnen sanad, ynydmieHHs YCIOBMH Tpyda coTpyaumkoB OTHeNa, B TOM UHCIE IO
obecnedeH IO HX 000PYI0BAHHBIME PabOYHMH MECTAM.

8.5. OcyIIecTBIATE B3aHMOJEHCTBHE C PYKOBOIHTENSIMH CTPYKTYPHBIX IIOApa3ielIeH i
EN KoV,

8.6. IlonkCEIBATE M BU3HPOBATE JOKYMEHTHI B TIpE/IeNax CBOEH KOMIIETEHITHI.

9. O6si3annocTH Havaabuka OTaena
9.1. Hawanesuuk OTaena o6sa3an:

— obecrmevnBaTe PYKOBOACTBO BCeH meATelnsHOCTBIO OTmena addexTuBHOE
HCII0JIE30BaHUE €I0 PECYPCOB;
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— PYKOBOZHTH (OPMUPOBAHHEM TOZOBHIX H IEPCIEKTHBHBIX IIaHOB pabortel Otzena,
HECTH IEPCOHATBHYIO OTBETCTBEHHOCTD 34 MX PEaJIU3allHIo;

— CBOEBPEMEHHO IIPEJICTABIIATE OTYETHI O JeATenbHoCTH OT/iena;

— peryaupoBaTh NPOM3BOACTBEHHbIC OTHOINEHHA MEXIY COTpyaHukamu Otena;

— paspabarhiBaTh JOJDKHOCTHEIC HHCTPYKIMH Ha COTPYyAHHKOB OTIena U IpeiCTaBIATh
HX Ha YTBEP)KACHUE B YCTAHOBJICHHOM IOPSIKE;

— 3(h¢eKTHBHO W IeNeBBIM 00pa3oM MCIIONB30BATh IITATEl, MPENOCTaBICHHYIO B €r0
BejIeHIe MaTepHaAIbHO-TEXHHUECKYIO 0a3y;

— OpraHH30BBLIBAThH BEJEHHUE OTYETHOCTH.

— oprau3oBEBaTh obecneueHne Otnena GQUHAHCOBEIMH M MAaT€PUAIbHO-TEXHHICCKAMHE
pecypcamu,

— CO3/aBaTh YCJIOBHA U TPO(eCcCHOHATEHOIO POCTa H TOBBIIEHHS KBanH(HKarmu
cotpynuukos Otnena;

— obecrneunBarh 3aHTy HHGOPMAIWH, COCTABILIIOMIEH IOCYAapCTBEHHYIO, BOCHHYIO H
CiIye0OHyI0 TaiHy.

— gpeticTBoBars oT uMenn EM KOV mo Bompocam aestensHocTH OTnEna, IMpeICcTaBIATh
unTepeckl OT/IeNa BO B3aUMOOTHONICHHSX CO CTPYKTYpHBIMH mofpasaenexusmu EW KOV mo
HarnpaBieHdsM JestensHoctd OtTzena, a Takke CTOPOHHHMH OPraHHM3alMsMH IO 3aaHHIO
IEpeKTopa (3aMecTUTENEH) B IPEeax CBOeH KOMICTEHIUH.

— 3HAaKOMHUTHLCH C IPOEKTAMHE PelleHui aupekTopa, Kacaromuxces Otzena.

— IpUHEMATH yyacTHe B paboTe coBelmaHuii, KoH(epeHui, 3acenanuii mupexropara EX
K®V, 3aBeiylomux OTAETEHUSIMH, a TAKKE IPUCYTCTBOBATh Ha 3acCIAHMAX Y9YCHOTO COBETA
EU K®V no HanparneHmsM gesTensroctd OTAena, KacalomUMCcs COCTOSHUS KanpoBoH paboTeL,
paBoTHI ¢ IOKYMEHTaMH, @ TAKXKe COBEPIICHCTBOBaHHS HOpM U METOZIOB pabOTHL.

— pa3pabaTeIBaTh JOJDKHOCTHEIE HHCTPYKIIMH Ha paboTHuKOB OT/ena.

— paspabaTHBATE JIOKATbHBIE aKTHl IO HANpaBIeHWsM JOesTenbHOCTH Othena H
NPeCTaBIATh UX HA YTBEPKICHHE B YCTAHOBICHHOM IOPSIKE.

— BHOCHTH Ha paccMoTpenue mupexropa EM KOV:

— TIpeJUIOYKEHHS 110 COBEPIICHCTBOBaHHIO paboTsl OTena;

— NpejCTABNEHHS O IpWeMe, MepeBoie, YyBoibHeHHH paborHEkoB Otnena, 06
ycraHoBnenun paborHukam Otjlena Jomiaar ¥ HaubaBOK CTHMYJIHPYIOUIETO Xapakrepa B
cooTBeTcTBEY ¢ IlonoxenueM «O6 ommaTe Tpynay» u Ilonoxerwsmvu «O CTEMYTHpOBaHHKY, «O
IPEMHPOBAHHUEY, TIOOMPEHHH PAGOTHHKOB M HAJIOKECHUH HA HUX B3BICKAHHH B COOTBETCTBHH C
JEHCTBYIONIMM 3aKOHONATEIECTBOM;

— IIpeIOKEHHS 110 CO3/AHUIO YCIOBHH, HEOOXOMMMBIX [UIs BEIIOTHCHHS BO3JIOJKCHHBIX
3afiad, yIydlIeHHs YCIOBHH Tpyjaa paboTHEkoR OTmema, B TOM 9HCIC IO OOECHEHEHHIO HX
060pyI0BaHHEIMH PabOYNMH MECTAMH;

— IIpeyIOKEHHs [0 SKCINTyaTalluy ¥ PEMOHTY IIOMEIIeHHH, 3aKPEIICHHbIX 32 OTtnenom.

— OCYILECTBIATH B3aUMOJICHCTBHE C PYKOBOIUTEIIMH CTPYKTYPHBIX noxapasaenenuit EX
KoY,
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— SanpamuBath  JIONONHUTENBHYI0 HHQOPMALMIO OT PyKOBOXHTENeit CTPYKTYPHBIX
TNIONpasaenennH, HeoOXOAMUMYIO JUIS Ha/UIEKAIETO BBIIOTHEHHS BO3IOKEHHEX Ha Otzen neneit
H 3a71ad;

— TOMIKCHIBATE M BU3UPOBATh JOKYMEHTHI B IIPEENaX CBOeH KOMIIETEHITHH.
10. NenonpousBoacTBo B OTaene

10.1. lenonpoussoncteo 8 OTxene BemeTes B cooTBeTcTBHE ¢ HomeHKnatypoit nen KOV

u MuCcTpykuumeit no AenonpousBoacTry KOV,
11. Bsanmopneiticreue Orena ¢ APYTHMH IOApa3aeJ e HHSIMH

11.1. Otmen B3aumopeiicTByer co CTPYKTYPHBIMH IIOApasjeneHusMu EU KOV,
OPTaHM3ANHSIMH M YYPEKICHHAMH B PaMKaX pa3IIHIHbIX ¢opM mo Bompocam nesrensHOCTH
Otnena, ecnu 3170 He06XOMUMO TS PelIeH s 337124 ¥ QyHKIHIA, BO3IOXEHHBIX Ha OT/Ie].

12. BHecenne m3menennii B IToJrosenmne

12.1. BHecenune u3MeHeHUH W HONMOTHEHHH B Hacrosmee [lomoxeHne ocymecTsisercs
IIyTEM MMOATOTOBKH NIPOEKTA MOJIOKEHHS B HOBOH penaxiuy HavansHEKoM OTnena.

13. Paccpuika Iomoxenns
13.1.  Hacrosmee Ilonoxenme mnommexuT 06S3aTEIBLHON PacCBUIKE, KOTOPYIO
OCYMIECTBILIET OTHEN KanpoB M Aenonpomssonctea EU KOV (garee — OKu/l) B nopszke,
onpenenenHoM MuCTpyKnmeit o nenonpoussoactey KOY.,

13.2. Hacrosmee ITonoxenue pasMernaercd Ha Beb-caiite EY KOV BeO-nioprana KOV,

14. Perncrpanus u xpanenune Ionosxenus
14.1. Hacrosmee ITonoxenue permcrpupyercs B OKuJl u xpamutcss mo 3amersr ero
HOBbIM BapuantoM. Komus Hacrosmero ITonoXkeHHS XpaHHTCS B COCTABe JTOKYMEHTOB
OpraH{3allHoOHHOro Xapakrepa OT/ena,

15. Hopsimok co3panns, JHKBHXAKH, peopraHusanuy H nepenMenosanus OTaena

15.1. Otnmen cospmaercs, mmKBHIHpyeTCs, peOpraHusyercs M IepeHMEHOBEIBACTCH
IpuKa3oM pekropa K@Y B COOTBETCTBHM ¢ yCTaHOBIEHHBIM HOPSIIKOM.
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