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I. O6mue nosnoxenns

1.1. Otnen xampoB sBnsercs CTPYKTYPHBIM mNozpasaeneHueM Bonrorpaackoro ¢umana
MIT3Y (nanee — ®unman) u nogunHseTcs HEMOCPEICTBEHHO MPEKTOPY (hHTHAA.

1.2, Otmen xampos Bosriaeiser BEAYIMH CIELMATACT II0 NEpPCOHATy, HA3HAYACMBIN I
0CBOOOXIAEMBIH OT JOJKHOCTH IPHKA30M JHpeKTopa ¢punuana.

1.3. CoTpynHHKH OTA€Na KaAPOB HA3HAYAIOTCS HA AOJDKHOCTB NPHKA30M JMpeKTopa humana
10 IIPEAICTABICHUIO BEAYINETO CTIENHATACTA 110 IEPCOHATTY.

1.4. O1nen kaspoB UMeeT mTaMIIE! 1 Kpyriyo nedats «OTaen kaxposy.

1.5. B cBoeit gestensHOCTH OTAEN KaJpoB PYKOBOACTBYETCS:

- 3aKOHOAATeNLCTBOM Poccuiickoit ®enepanuu;

- TpynosemM konexcom PO;

- YCTaBOM M MHBIMH JIOKATBHBIMH HOPMATHBHEIMH aKTaMH Dunnana u YHUBEpCHTETA,

- Ilonoxennem 06 otnene kampos.

1.6. Tlpn ocymiecTBaeHHH CBOMX dynxnmit oTmen kagpos B3aHMOJEHCTBYET C OT/AEIIOM
KaZpoM VHHBEPCUTETA M CO CTPYKTYPHBIMH I10Apa3saeNeHHsIMHA Ounwuana, rocymapcTBeHHBIMH
oprasamH, GoHjamu u oprasmsanusaMu Bonrorpana u Bornrorpasckoit o6macty.

II. OcHoBHBIE 3a729n

OCHOBHBIMH 3a71a4amMy OT/iea KAIpoB SBISIOTCS:

2.1. OpranmsanuonHoe obecreuenne nesTeasHocTH OMMara no HNOATOTOBKE IIPOEKTOB
TPUKA30B ¥ paCTIOPKEHHUHA 110 KaZAPOBBIM BOIIPOCAM.

2.2. ObGecnieueHne B3aMMOIEHCTBHS CO CTPYKTYPHEIMH MoApasfeneHusMu Ounuana mo
BOIPOCaM IIPaBOBOTO 110/10KeHHs paboTHHKOB Punnana,

2.3. Yuactue B pa6ote rpymm, Komuccuii 1mo BOTIpOCaM, BXOASAIINM B KOMIIETEHIIHIO OTIeNA
KaZnpoB, BHECCHHE NPEANONKCHUA NO COBEPIIEHCTBOBAHMIO (HOPM H METOROB KagpoBroit paboTsl,
0000IEHHIO B PACTIPOCTPAHEHHUIO TTOJIOKHTETHHOTO OIIBITA.

2.4. Opranmsauus paGoTel MO OOPMIEHHIO TPYZOBBIX OTHOIIEHUH COTpYyAHHKOB PHiHana,
NIOBBIICHHUIO KBATH(HKAIKH paboTHHKOB Pumana.

2.5. TloAroToBka NOKyMEHTOB K dTTECTallHH, KOHKypcaM Ha 3aMElleHWe BaKaHTHBIX
HOMKHOCTEH.

2.6. ®opmupoBaHHe U BeleHHe GaHKa JaHHBIX KanpoBoii HHPOPMAIIHH.

2.7. OcyiuecTBeHne BOMHCKOTO yyera.

2.8. Opranusarus paGoThl IO BeIEHHIO apXUBHOTO fefa B Duimarte.

2.9. Oprauusanus y4era u perucTpaiuy IpoKUBAIOIINX rpaxnan B obmexutun Oummana.

IIL. OcHoBHBIE pyHKIHN

Otnen xampop ®mmana B COOTBETCTBHH ¢ BO3TOXKEHHBIMH Ha HETr0 OCHOBHBIMH 3aJlauyaMy
BBINIOJTHACT CJIEAYIOIHEe (DYHKIUH;

3.1. PaspaboTka TeKymmx  IepcreKTHBHBIX MIAHOB KoMIIeKTOBaHus Puinnaia KagpaMH ¢
YHETOM M3MEHEHHMs cocTaBa paboTaromux B Oumnare.

3.2. AHamus cocrtaBa, JENOBBIX M JPYTHX KAYECTB CIEMHATHCTOR Quiuana ¢ UENbIo HX
PalMOHATLHOH PAacCTaHOBKH, MoaGopa KaJpoB Ha 3aMelleHHe JOJDKHOCTEH, BXOOANMX B
HOMCHKIIATYpy PYKOBOIMTEINs (DHIMATA, CO3JAHHS COOTBETCTBYIOLIMX YCTIOBHH 11 TBOpYECKOH
JICATEJIbHOCTH, NIOBBIIEHHS 06Pa30BaTENBHOTO H KBATHYUKAIIMOHHOTO YPOBHSL.

3.3. Opranmsanus paGoThl MO M3YYEHHIO JEIOBBIX KAYECTB H APYTHX HMHIMBHIYaBHBIX
OCOOCHHOCTEH CHEMMANHCTOB ¢ LEIbIO M0A60pa KAIPOB B P€3€PB Ha BBUIBHKEHHE, OCYIIECTBIICHUE
KOHTPOJIA Hal €ro OOHOBJIEHHEM H IIOMOTHEHHEM.

3.4. Ilpencrapnenne MUpPeKTOpy (UIHATA TPEIONKEHHH IO YIYYIIEHHIO pPACCTAHOBKH H
HCIONB30BAHHIO pabounX Kaapos.

3.5. Opopmrenve npuema, nepesosa H YBONBHEHHS paboTHHKOB PuHATA B COOTBETCTBHH C
TPYMOBBIM ~ 3aKOHOJIATEIBCTBOM, MONOKEHHAMH, HHCTPYKIHAMH H MNpHKa3aMH  peKTopa
YHHBEPCHTETA, BbLIa4a pa3sIHYHOrO pojia cpaBok paboTHukam Oummuana.



3.6. CoctaBnenue rpadukoB OTHYCKOB, O(pOpMIEHHE MPUKa30B O IIpef0oCTaBIECHUH
paboTHukaM QUIMATA Pa3THYHBIX BHAOB OTITYCKOB, Y4YE€T KONIMYECTBA MCIOJIB30BAHHEIX IHEMH
OTIIyCKa.

3.7. TlpoBepka TpaBUIBHOCTH 3alONHEHHS TalOeIeil ydera pabodero BpemeHH
paboTHHKAMM CTPYKTYpHBIX Mofpasenenuii Gummana,

3.8. TloaroToBka MaTepuanoB s MpHBICYEHUS paboTHUKOB DUITHANA K AUCIHILTHHAPHOM
¥ MaTepHANIbHOM OTBETCTBEHHOCTH.

3.9. Vuer muunoro cocrasa ®unmmana.

3.10. XpaneHue ¥ 3alONHEHHME TPYIOBBIX KHEKEK COTpyAHUKOB Dunmana, BeacHHe
YCTaHOBJIEHHOM JOKYMEHTAIHH 110 Ka/IpaMm.

3.11. Benenue y4eta craxa paGoTaukos Oumana.

3.12. Opranmsanmst BOMHCKOTO yueTa paGoTHHKOB PuiHaA.

3.13. TloaroToBka MaTepHanoB M NpenCTABACHUS paboumX, CIELHATUCTOR H CIyXKAIIHX
®uiana K NOOMPEHNAM H HArPAXKIECHHAM.

3.14. TloaroToska MOKyMEHTOB, HEOOXOMMMBIX ISl HA3HAYCHHUS TMEHCH paboTHUKaM
QuHana ¥ UX CeMbSIM, PEACTABIEHUE HX B OPraHbl COMMATBHOTO 06eCTIeYeHILS.

3.15. M3yuenue ABHKEHHS KaJpoB, IPHIHH TEKy4eCTH KajipoB, pa3paboTKa MEpONpHATHIA 110
HX YCTPaHEHHIO.

3.16. OcymectBneHne koHTpons 3a MPOXOKIACHHEM TIOBBINEHHA KBAIMDHKALMH H
[IEPEIOArOTOBKHY IIEPCOHANA (PHIHAA 1O TPpeOyEeMBIM IporpaMMan.

3.17. TlpunaTre Mep 10 TPYAOYCTPORCTBY BHICBOGOKIAIOMIHXCS paboYMX U CIIy:KalHXx.

3.18. OcymecTBenHe CHCTEMATHYECKOTO KOHTPOIS M HHCTpYyKTaxa pabotuHukoB Dunuana
10 YYETy KaJpoB.

3.19. OpraHusauust KOHTPONA HAX COCTOSHHEM TPYAOBOW IMCUHUIIMHBEI B TOJIpa3AeieHHsX
Ounnana u codmoneHHeM pabOTHHKAMM TIPaBHIL BHYTPEHHETO TPYIOBOI'O paclopsKa.

3.20. Cocrasinenue Beell yCTAHOBIEHHON OTYETHOCTH 110 BOIpPOCaM Kazpos.

3.21. MoaroToBka KaApoBOH MOKYMEHTALMH IS Nepeflayd B apXuB OpraHH3alli¥ MjIst
JaibHENIIero XpaHeHHs.

3.22. TlpenocTaBieHne B OTAET KaApOB YHuBepcuTeTa cenyromen uHGopMaran:

- HH(OPMALMIO 110 KaApOBOY AOKYMEHTAIHH (IpHeM, YBOJIGHEHHE, MEPEBOl, COBMELIEHHE
0 J0/DKHOCTH, 'padHK OTIYCKOB H T.11.);

- CBE[ICHHs O CIIHCOYHOM YncIeHHOCTH paGoTHukoB dunana;

- CBEZIeHHs O cTaxe paboTHUKOB Punnana;

= CIIMCKH O MOBBINECHUH KBaMpuKanuy cotpyaaukos Ounnana;

= OTYETBI 10 3aIpOCy OTeNa KaApOB YHUBEPCHTETA.

3.23 KommirektoBanune apxupa duimana AOKYMEHTaMH (y4eT H obecreyeHre coXpaHHOCTH
IOKYMEHTORB).

3.24. Peructpanus, mudpoBaHue, CHCTEMATH3ALKS, pa3sMelleHne ¥ y4eT MOCTYNHBIIHX Ha
XPaHCHHE  OT  CTPYKTYPHBIX  mozpasjeneuuit  MDuianana  JOKYMEHTOB, 3aKOHYEHHBIX
JeJIONPOU3BOJICTBOM.

3.25. OcymecTBeHHe NPOBEPKH CPOKOB XPAHEHHS NOKYMEHTOB, COCTaBJIEHHE MPOTOKOJA
PaboThI KCIEPTHON KOMHCCHH 10 MOATOTOBKE NOKYMEHTOB K XpaHEHHIO, aKTa O lepelaye Ha
YHAYTOKEHHE JOKYMEHTOB, HE MO/UIEXKALMX XPAHEHHIO.

3.26. Yuactue B paspaborke HOMeHKIATYpEI fen Ounana.

3.27. OcymiecTBNeHHE BHIIAYH APXHBHBIX KOMHIA U JOKYMEHTOB, COCTaBJIEHHE HEOOXOIUMBIX
CIpaBOK HA OCHOBE CBEIICHUIT, HMEIOMIMXCS B JOKYMEHTaX apXuBa.

3.28. Opranmsanusi paGoTel 110 BeJEHHIO BOMHCKOTO yuera ofydarommxcs o4HOM (opMbI
ofydeHus.

3.29. Vyer u perucTpauus mpoXHBAIONIAX IPAXIAH B OGIIEKHTHH ®unuana,

3.30. Yuer, perucrpanus m yBegomieHue o NPUOKITHH HHOCTPAHHOIO CTYIEHTA O MECTe
MPeOBIBaHKSA COTTACHO MHUIPALIUOHHOMY 3aKOHO/ATeNLCTBY PO,

IV. Crpykrypa

4.1. CtpyxTypy W IITaThl OTAENa YTBEPXKIAET PEKTOP YHHBEPCHTETa B COOTBETCTBHH C
HOpPMATHBAMH YHCIICHHOCTH CHENHATHCTOB M CIYXalllMX C Y4eToM 0OBEMOB H OCOBEHHOCTEH
pabotel B @uinase.



B ctpyxtypy kaaposoro noxapasnenenus Ounuana BXOIAT:

- BEAYIHH CIIELHATHCT [0 IEPCOHATTY;

- HHCTIEKTOP 110 KaJpam;

- HHCTIEKTOP 110 yYeTy;

- apXHBapHYC.

4.2. Benymmuit creumandcr mo [ICPCOHATy HECET IEPCOHANBHYI0 OTBETCTBEHHOCTh 34

ACATENBLHOCTE OT/ENA U BBITOJIHEHHE OCTABICHHBIX [IEpe]l HUM 3a1a4.

4.3. Otaen xaapoB @unuana moaYHHAIOTCS AUPEKTOPY DPuiMana ¥ HayalbHHKY OTIeNa
KaJpoB YHHUBEpCHTETA.

4.4. PaGoTHuKn oTaena Kaapos MOTYT 3aMeIlath Apyr apyra (Ha BpeMs Gome3nw, OTIIyCKa |
T.A.) ¥ HCHOJNHATE OOS3aHHOCTH IO AOJDKHOCTH C PaclIMPeHHOH 30HOM O6CITyKHBaHHS ¢
00s3aTeIbHOI BRILIATOM Pa3sHHUIBI B NOJDKHOCTHEIX OKJIafax ITHOO AOTIIATOM, pasMep KOTOpOi
YCTaHaBIIHBACTCS II0 COTJIALICHHIO MEXKIY PaGOTHHKOM H aIMHHHUCTpAIHEH,

V. IIpasa

5.1. Tlomyuars ot apyrux CTPYKTYPHBIX TOJpasaenennt Opranmsanuu nudopmarmio,
HEOOXOZMMYIO [UIS BEINIONHEHHS CBOMX 3a1ady M Gynkumit OcymecTBIsTs cBs3b ¢ JPYTHMH
OPraHH3alHAMH II0 BOIIPOCaM MOAGOpa KaipoB.

5.2. BHocHTh HeoOX0oaUMEBIE KOPPEKTHPOBKH B IPOCKTHI pa3pabaThIBaeMbIX JOKYMEHTOB.

5.3. PexomenzioBats MpeKTOpy @ummana:

— HE IONNHCHIBATE NOKYMEHTHI, HE COOTBETCTBYIOLIHE ACHCTBYIOIEMY 3aKOHOLATETECTBY

Poccutickoii Qenepanuu;

— BHOCHTE COOTBETCTBYIOIIHE KOPPEKTHPOBKH B JeHCTBYIOINHE JTOKATBHEIC HOpPMaTUBHBIE

akTel Ounnana;

~ HasHa%aTh NpaBOBYIO M HMHYIO SKCHEPTH3y (LPOBEPKY) HCHONHEHHS TeX MM HHBIX

HOPMATHBHBIX aKTOB KaK 110 MX CONIEPXKAHHIO, TAK H 10 BO3MOMKHOCTH HX peaiu3anuu.

VI. OTBercrBeHHOCTL

Otaen KanpoB HeceT OTBETCTBEHHOCTD 3a:

6.1. Hamnexaniee u CBOEBPEMEHHOE BHIMOTHEHHE OTAENIOM (YHKIHH, IIpeXycMOTPEHHBIX
IMonoxenueMm 06 otmene KaZpoB, HECeT BeOYINHH CHelMaHCT IIo IIEpCoHaly — B Mpejenax,
ONPEIETIEHHBIX TPYJOBBIM 3aKOHOAATENLCTBOM POCCHICKOI Oenepanun.

6.2. [lpeBhllenHye CBOMX MOMHOMOYMI BENYIUH CHEMUAACT MO NEPCOHANY MOXKET OBITh
IONBEPrHYT IHCLUHUIUTHHAPHOMY B3biCKaHMIO. OIHAKO eciH IIDEBBIIICHUE [IOJHOMOYHH OBUTO
BEI3BAHO HEOOXOMMMOCTBIO He JONYCTHTH eme Gojee rpybbiX HapymieHmit TpymoBOro
3aKOHOZATEeILCTBA M (M) NPEeIOTBPATHTE MPHIMHEHHE MaTepHanbHOro yimepba Punany, pasHo
KaK U cyneGHOro HCKa CO CTOpOHBI paGOTHHKA, TO BOIIPOC O IIPHUBIICYEHHUH BEAYINErO CHELHATUCTA
TI0 MEPCOHATY K OTBETCTBEHHOCTH JIOJDKEH PEINATECS C YIETOM BCeX 00CTOSTENBCTB (MPH YCIOBHH
MHCBMCHHBIX 00BACHEHUH CTOPOH KOH(DIUKTA, IIpeICTaBIeHHBIX aupektopy ®Ounmana).

6.3. CreneHs OTBETCTBEHHOCTH ApYTuX pabOTHUKOB YCTAHABIHBAETCH NO/DKHOCTHEIMU
HHCTPYKI[HSIMH.

VIL JlestensHocTh 0TAEa KaapoR

7.1. TexHon0oruYecKan

7.1.1. JloBomuT 10 cBeneHus OyXranTepwio HpHKaskl O mpHeMe, TIEpeBoJIe, YBOJLHEHHH
(PacTop)eHHH TPYIOBOIO AOroBOpa), OTIyCKaX M KOMaHIHPOBKAX B TEYEHHE ABYX paboumx MHed ¢
JIaThl HX NOAMHCAHMS.

7.1.2. JIoBOJHT 10 CBEEHHS KakI0r0 PabOTHHKA JIOKAIbHbIE HOPMATHRHBIE AKThI Dunuana,
TIPHKA3BI, KacaloIHecs: HEOCPEICTBEHHO pabOTHHKA.

7.1.3. O6ecnieunaer Ge3zomnacHoe XPaHEHHE OPUIHHAIIOB IK3EMILIIPOB TPYAOBEIX I0TOBOPOB
®unana B 3aIHPaeMoM MOMEIIEHAN OT/e)a.

7.1.4. YdacTByeT B CO31aHHH U 4IMHHHCTPHPOBAHHH CIIELMANBHEIX 6a3 JaHHBIX.
7.2. AnmunucTpaTuBHas

7.2.1. OcymecTBISeT perucTpamnmio u XPaHEHHE TPYAOBEIX J0roBopoB Ouimana.

7.2.2. @opMHpyeT KONUu JOKYMEHTOB H BEIET YYeT MX BbIIAYH.



7.2.3. T'OTOBHT COOTBETCTBYIOLIUE CIIPABKH M BEJIET YUET HX BbIIAUH.
7.2.4. OGecnieunBaet GezonacHoe XpaHeHHe U HCKIIOUAET HECAHKIMOHMPOBAHHEIH JOCTYII K
KaapoBo#i gokymeHTanuu dunmana.
VIII. ChyxeGnan Taiina
Bce paGoTnmkm, mpusiexaemble k pafoTe C MaTepuataMd M KaJpOBBIMH JOKYMEHTAMH
Ouinana, mepesi Ha4auoM paboThl ¢ HUMH WHCTPYKTHPYIOTCS O nopsiake paboTLl CO CBENEHHSMH,

COCTaBIIAIOMAMH CITyXeOHYIO TaliHy, W JOKYMEHTaMH, COAEpP)KAINMMH IEPCOHANBHBIE JAHHBIE
paGOTHHKOB.

COI''TACOBAHO:

Benymmit cnennanuct no mepconany e /% oo JLA. HuxuTHHA

FOpHCKOHCYTBT 1t~ J.B. XecTkon



