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1.00mue moJroxenus

4

1.1.01jien kajgpoB SBISIETCS CTPYKTYPHBIM MOJpPAa3/Ie/IEHUEM YHHBEPCUTETA, BO3IJIABIIACTCS
Ha4aJIbHUKOM OT/IeJIa KaJ[pOB U BXOJHUT B COCTaB J{MPEKLIMH 110 IEPCOHAIY.

1.2.B cocras oTae1a KaJjpoB BXOAUT CEKTOP KOHTPOJIst paboThl anmapara.

1.3.HauanbpHHUK OTIENa KaJpoB Ha3HA4yaeTcs M OCBOOOXKIAeTCA OT 3aHMMAaeMOM JIOJIKHOCTH
IIPUKA30M PEKTOpa.

1.4.Ha mo/mKHOCTh HayalbHHUKA OTJIE/Ia KaJpOB Ha3HA4YacTCd JIMIIO MMEIOIIee BBICLIEE IPO-
¢eccronanbHOe 00pa3oBaHUE, ONBIT pa0OTHI B KaJIPOBOM U YIIPABJICHYECKOH ICATEIBHOCTH.

1.5.011en KaJIpOB HEMOCPEACTBEHHO MOUUHAETCS JMPEKTOPY 10 [epCoHAay.

1.6.0T1en kanpoB B cBoei pabore pykoBoactByercs 1pynoBbiM kogexcom P®, IMocranosie-
HHUSMH [IpaBUTeIbcTBA P@ mo BompocaM TpyJAOBBIX B3aMMOOTHOLICHHH, HHCTPYKUHMSAMHA M IIPHKa-

3amu MunncTeperBa oOpazoBanus u Hayku PO, Ycerapom YHUBEpCHTETa U APYTHMH JIOKAJIBHBIMU
HOPMATHBHBIMH aKTaMH PeKTOpa yHHBEPCHTETa a TakxkKe, HacTosmumM [TonoxenneM.

1.7.0tnen xaapoB uMeeT Kpyrible neyaru «Otaen kaapos», «lleqars Ui KOMaH MPOBOYHBIX
YJIOCTOBEPEHHH ».

2.0cHoBHBIE 32/1a4H

2.1.0Opranu3aiys KagpoBroii paboTsl YHHBEPCHTETA, B TOM 4YMCJIE 10 (puiHaIaM U IpeacTaBu-
TEIbCTBAM, OCYIIECTBICHUE KOHTPOJIS KaPOBOTO JIEJIONPOM3BO/ICTBA.

2.2.Wsyyenne, 0000IeHIe W BHEAPEHHE TIEPEIOBOTO ONbITa B paboTe ¢ MEPCOHATIOM H Kajl-
pPOBOH JOKYMEHTALHEH.

2.3.ITnannposanue U aHaau3 paboThl OT/Ie]1a KaJIpoB IIEPCOHANA.

2.4 Benenue 6a3 qaHHeIX B mporpammax , «1C: 3apriara u kaape», Excel (koManaupoBKH) 1
CHUCTEMAaTHUECKOe OOHOBJIEHHE JJAHHBIX B COOTBETCTBHH C IIPE/ICTABIICHHBIMH JOKYMEHTAMU.

2.5.B3anMoIeiicTBHE CO BCEMH CTPYKTYPHBIMH MO/Ipa3/e/IeHUsIMH YHUBEPCHTETA, (puiinaiaMu
¥ [IPEe/ICTABUTEILCTBAMH B BOIIPOCAX KaJAPOBOM IOJIHTHKH.

2.6.CBOoeBpeMeHHas KAYECTBEHHAs IMOArOTOBKA, a Takke OTpabOTKa MPHKa30B O ABIKCHUH
JIMYHOTO COCTaBa.

2.7.IToaroToBKa IPOEKTOB MPHKA30B, PACHOPSKEHHH pEKTOpa M APYrUX JOKYMEHTOB 110 pa-
00TE ¢ COTPYAHMKAMHU U IIPO(ECCOPCKO-NPENOAABATEILCKUM COCTABOM YHUBEPCUTETA.

2.8.0cymIecTBIEHHE KOHTPOJIS ITOUTHHHOCTH JIOKYMEHTOB MPEIOCTABIISEMBIX COTPYAHHKAMH
1 000CHOBAHHOCTH MX TMpHEMa Ha padoTy.

2.9.CBoeBpeMEHHOE U MpaBUIbHOE OQOPMIIEHHE U 3AMOJHEHHE TPYAOBBIX KHHKEK, JHYHBIX
JIell, TPYIOBBIX JIOTOBOPOB, XKYPHAJIOB PETHCTPALMHM, JIMYHBIX KAPTOUEK H JPYIHX YYETHBIX JIOKY-
MEHTOB, CBSI3aHHBIX ¢ pabOTOM NepcoHaa YHUBEPCUTETA,

2.10.KoutposupoBanie coOIIOACHHs COTPYJAHMKAMH YHHBepcuTeTa lIpaBHI BHYTPEHHEIO
TPYJIOBOT'O pacropsaKa.

2.11.06ecneuenne GHIHANIOB HHYOPMAIMOHHBIME MaTepHATIaMH HEOOXOIMMBIMH B paboTe ¢
IIePCOHAIOM.

2.12 PanuoHalIbHOE UCITI0JIb30BAHUE PACXOIHBIX MATEPHUATIOB.
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2.13.CpoeBpeMeHHas M NpaBHJIbHAsA MOATOTOBKA JOKYMEHTOB (MAIKH C MPHKA3aMH, JIMYHBIE
Ji€J1a YBOJIEHHBIX H JIp.) MOAJEXKAINHUX K c/laye B apXHB. '

3. OyHKIMH

2.1.Benenue kaapoBoro OeI0NpPOU3BOACTBA 110 THYHOMY COCTABY.

3.2.AHaTM3MPOBATh H INIAHHPOBATH AEATENBHOCTE OT/ENA KAJIPOB

3.3.B3anMo/1elcTBOBATL CO BCEMH CTPYKTYPHBIMH IOApa3/ieNieHUsIME U (HIHaIaMH YHHBED-
CHTETa B BOIIPOCAX KaAPOBOH IMOTHUTHUKH.

3.4.M3yuaTp, 06001aTh ¥ BHEAPATH NEPEIOBOMH ONBIT B paboTe ¢ IEPCOHAIOM.

3.5.]IpoBepka NpaBHIBHOCTH 3allOJHEHHS JJOKYMEHTOB IIPH [IpUEME Ha paboTy H YBOJIBLHEHHS
COTPY/IHHKOB.

3.6.Benenue enuHo# 6a3bl JaHHBIX 1Mo MTUYHOMY coctaBy («1C: 3apruiata u kampe»), Excel
(KOMaHIHPOBKH).

3.7.Y4er, opopMienne, XxpaHeHHE U Bblaya TPYIOBBIX KHHKEK COTPYIHHKOB.

3.8.00ecneueHre COXPaHHOCTH NEPCOHAIBHBIX TAHHBIX COTPYIHHKOB.

- 3.9.CBoeBpeMEHHOE OCYLIECTBICHUE [IOJATOTOBKH U OTPabOTKH MPHKA30B IO JTHYHOMY COCTa-
BY, (10 BompocaM mpueMa Ha paboTy, YBOJIbHEHHUS ¢ pabOTEI, MepeMelIeH s Ha APYTHe J0JDKHOCTH,
KOMaHIMPOBaHUS, IPEIOCTABICHHS OTIIYCKOB H Jp.).

3.10.Benenne muunbIX aen Ha coTpyaHukos U [1IIC 3a Beck nepuos paboThl B YHUBEPCHTETE,
BHOCHTE B COOTBETCTBYIOLIHE JOKYMEHTHI (IIpOrpaMMBbl) H3MEHEHHS, Kacalolluecs Y4eTHO-
Ouorpaduveckux qaHHbx corpyarukos u [1I1C.

3.11.Ilpon3BoaMTE MOIIIMBKY IMOCTYNAKOUIMX JOKYMEHTOB B JIMYHBIE J€Ja COTPYIHHKOB H
IIIC.

3.12. KontponupoBarh cOOMOAEHHS COTPYAHHKAMH YHHBEPCHTETAa IHCLHHILUIHHEI TpyAa H
ITpaBu BHYTpEHHErO TPYAOBOTO paclopsiIKa.

3.13.0¢dopmireHne KOMaHIHPOBOYHEBIX YIOCTOBEPEHHUH.

3.14.CoeBpeMeHHOE M INPABUIBLHOE O(OPMIICHHE (3allOJHEHHE) >KYPHAJIOB PErHCTpAILHH,
JIMYHBIX KapTOYEK M JPYIHX YYETHBIX JOKYMEHTOB Ha coTpyaHukos u [1I1C.

3.15.Ilpou3BoauTh BBIAAYy COTPYAHHMKAM CIPABOK, KOMUH TPYIOBBIX KHIJKEK, BHITHCOK U3
IIPHKA30B HA OCHOBAHHH MX JIMYHBIX 3asBJIEHHI!, IOATOTOBKA OTBETOB IO 3aIIpocaM.

3.16.Benenue 6a3nr qanubIx Ha coTpyauukoB U [II1C ¢pumuanos.

3.17.YdeTr nocTynaroumx JUCTKOB HETPYAOCIIOCOOHOCTH M NPEOCTABIEHHE CBEICHHUH O Tpy-
JIOBOM CTa)€ B PaCYETHBIH 0TI,

3.18.Benenne 6a3pl HaHHBIX Ha paboTalOIIMX IO JOTOBOpaM IpaxIaHCKO-IPABOBOTO Xapak-
Tepa.

3.19.Benenue 6a3pl nanHpx no [IIIC ans nuneH3upoBaHus, Ha COTPYIHUKOB IO JHAM pPOXK-
JCHUSIM.

3.20.ITpousBoauTEs mMepenady MPHKA30B I PAacChUIKH B COOTBETCTBYIOLIME CTPYKTYpHBIE
noapa3AeiaeHus U QUIHATBl YHUBEPCHTETA.
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3.21.1ToarorapnMBaTh CHHCKH MPOdeccOpPCKO-NPenoaaBaTeIbckoro CocTaBa 06 HCTEYEHHH
CPOKOB TPYIOBLIX JOTOBOPOB. '

3.22.0xa3aHne METOAMYECKOH MOMOIIM (HIMataM B BONPOCAX BEIEHHs KaIpoBOTO ydera
[EpcoHaIa.

3.23.CocraBnenue rpapuka OTIycKoB Ha coTpyaHukoB H I[IIIC yHMBepcuTeTa, MpeaCcTaBH-
TEJIBCTB H (PHITHANIOB.

3.24.IloaroroBKa KaapoBBIX JOKYMEHTOB H JIMYHBIX J€N YBOJEHHBIX cOTpyaHukoB u IIIIC,
IOJUIEeXKALMX K CIa4ye B ApXHB.

3.25.IlpenocTaBnarh cBelieHHA O pabOTAIOMINX BOEHHOOOA3AHHBIX B YHHBEPCHTETE coTpya-
HHKY 3aHHMAaIOIIEeMyCcsi BOWHCKHM YYETOM.

3.26.IloaroroBka CNMCKOB IIPHHATBIX H YBOJICHHBIX COTpyaHuKoB u ITTIC ams mpegocrtasiie-
HHSI Bpayy Me/ITyHKTa.

4.IIpaBa

CoTpyoHHKH OTZena KaJpoB HMEIOT IIPABO:

..4.1.Tpebosars ot cotpynuukos u IIIIC yHuBepcHTeTa BBINOJHEHHS MPABHJI BHYTPEHHETO

TPYZOBOT'O PAacropsi/iKa U MHChbMEHHBIX OOBACHEHHH B cily4yae HapyIIEHHUS TPYIOBOM JUCIHILIHHEL

4.2. TpeGoBath OT pYKOBOAMTeNEH CTPYKTYPHBIX HOIpa3le/ieHHii, B TOM 4Hcie (HIHAIOB
NpeJICTaBIeHHUs CBEACHHH 110 TMYHOMY COCTaBY HEOOXOAMMBIX JUId pabOTHI OT/Iea KaJpoB.

4.3.BreI3bIBaTE B HEOOXOAMMBIX CIIy4asx B OTAEN KaapoB coTpyaHukos u I1I1C.

4.4.BecTH NepenucKy ¢ OpraHu3alusIMHy, (HIIHATAMH, IPEICTABUTEILCTBAMHE H IPakIaHAMH B
npejenax ¢cBOeH KOMIIETEHITHH.

4.5.Ilomyyats OT CTPYKTYPHBIX MOApPa3ACeHHI YHUBEPCUTETA JOKYMEHTHI HEOOXOIMUMBIE JUIs
paboTsI 10 BEAEHHIO KaAPOBOT'0 JIEONPOHU3BOICTBA.

4.6.IIpoBepsATh COOTBETCTBHE TpeDOBAHHAM 3aKOHOAATENbCTBA PD IpencTaBleHHBIX Ha MOJI-
MIHCh PEKTOPY NPHKA30B, HHCTPYKIIUI H IPYTHX JOKYMEHTOB.

5.0TBETCTBEHHOCTD

5.1.0TBETCTBEHHOCTh 3a Ha/JIeXallee H CBOEBPEMEHHOE BBIIOJHEHHE OTIEIOM KaapoB
GYHKIHH, NpeyCMOTPEHHBIM HacToANM [loaokeHreM, HeceT HayaabHUK OT/eNa.
5.2.Ha HavanbHHKa OTHENa KaJpOB BO3JIaraeTcsi OTBETCTBEHHOCTE 3a:

5.2.1.0pranu3anus onepaTHBHOM M Ka4eCTBEHHOM MOATOTOBKH M HCIOJHEHHS I0KYMEHTOB,
BEeLEHHE Ka/J[pOBOI0 JIEJIONPOU3BOICTBA 110 JHYHOMY COCTaBY B COOTBETCTBHH C AEHCTBYIOIMM 3a-
KOHOJATeNbCTBOM P®D, T0KaNbHBIMM HOPMAaTHBHBIMH aKTaMH, AeHCTBYIOLIUMH MPABHIIAMH U HHCT-

PYKIMSIMH.
5.2.2.Cobmonenne Tpy10BOH JUCUMIIIHHBI H MPABHI BHYTPEHHETO PAacIopsKa COTPYIHHKA-
MH OTJIE/Ia, YETKOE H CBOEBPEMEHHOE BBINOJIHEHHE UMH JODKHOCTHBIX HHCTPYKIHIA.
5.2.3.00ecneyenne COXpaHHOCTH MMYIIECTBA, HAXOMSAIIErOCsA B OTAENE M IPAaBHII [TOXKAPHOI
Oe3onacHoOCTH.
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5.2.4.OTBETCTBEHHOCTh COTPYJAHHMKOB OT/AENAa KaJpOB YCTaHABIMBAETCA B MX JIODKHOCTHBIX
HHCTPYKLMSX.

6.B3anpMooTHOLIEHH S

6.1.I1pu BBINOJIHEHUH JOKHOCTHBIX 00S3aHHOCTEH COTPYIHHMKH OTAENa KaIpoB B3aHMOIEH-
CTBYIOT:

6.1.1.Co BceMU CTPYKTYpPHBIMH MOJpa3[eNeHUsSMH YHHBEpPCHTETa II0 BOIPOCaM KaJpOBOrO
JIeJONPOU3BOACTRA.

6.1.2.C 1opuIn4ecKuM OTIENIOM — /IS MONy4eHHs CBOEBPEMEHHOH HHpopManuu 06 u3MeHe-
HUAX W JIONOJIHEHUAX B JACHCTBYIOLIEM 3aKOHO/IAaTeNILCTBE U IIpaBoBoe obecrneyeHue MpH noaroToR-
Ke JJOKYMEHTOB I10 Ka{pOBOMY J€JI0NPOU3BO/ICTBY.

6.1.3.C nenTpoM MHGOPMALHOHHBIX TEXHOJIOTHH — 110 00€CNIEYeHHIO H PEMOHTY KOMITBIOTEP-
HOM M MHOYKHTEJIbHOH TEXHUKH.

7.11lopsiiok BHeCeHHs H3MEHEHHIl H J0NoTHeHHi

7.1.M3MeHeHHUs U JOMOJIHEeHHs B HacTosmee [losoxkeHHe BHOCATCS NMPHUKa30M peKTOpa IO
Npe/ICTaBICHHIO AUPEKTOPA 110 EPCOHATY ¥ HadallbHHKA OTAeNa KaJpoB.

HauaasHuK 0TA€12 KAAPOB L%’ bopucosa T.H.
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