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Ha ocHoBanuu mnpukaza ot 05.07.2019r. Ne 789-A «O0 axryanuzauuu
OpraHU3alMOHHBIX JOKYMEHTOB YHUBEPCUTETa» I P MK a3 b B 4 10!

1. BeecTr B geficTere nokymeHT — «IlomoxxeHne 06 YpasieHun Kagpos» (manee —
[Tonoxenue).

2. Hayaneauky obmero otaena Kopomesoit V.A. 1oBecTH HACTOSIUMM IIPHUKA3 H
[Tonoxenue 10 Bcex 3aMHTEPECOBAHHBIX CTPYKTYPHBIX NOpa3ieieHHH.

3. PykoBoUTENSIM CTPYKTYPHBIX NOJIpa3/ieNIeHui OpraHH30BaTh H3yYeHHWe TaHHOTO
ITonoxenus pabOTHUKAMH U O0ECIIEUUTH CTPOroe codioieHre ero TpeboBaHHi.

4. Hauaneuuky Ynpasienus nHpopmaTnzanuu babenko M.B. B TpexiHEBHEIM CPOK
pa3MecTUTh HacTosnui npukas u [lonoxeHue Ha caliTe YHUBEPCUTETA.

5. ITpu3HaTh yTPaTHBIIUMHE CHITy paHee YTBEpP)KACHHBIN JoKyMeHT «[lonoxerue 06
Ynpasnenuu kaapos» ot 21.05.2018r. Nel08.

6. KoHTpOb HCIIONHEH!S TIPHUKa3a BO3JI0XKHUTh Ha TIPOPEKTOPA 110 O0IIMM BOIIpocaM
A.B. Mosrogoro.

Pexrop B.Y. Mecxu

Hen. Kocruna Q.M. Ten. 23-50
Pacceurka: npopekrop no OB, VK, otaen kagpos, oraen no paGote ¢ obyuarommmucs, YH, [IMK
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1 O0mme nonoKeHust

1.1 Vmpasnennme kagpoB (manee — VYK, Vmpasnenue) sABIAeTICA CTPYKTYPHEIM
nofipaszneyeHreM (elepalibHOr0 TOCyAapCTBEHHOro OOKETHOro 00pa3oBaTeIbHOro
yupexJaeHus BbICIIEro oOpazoBaHus «JlOHCKOW TrocyaapCTBEHHBIM TEeXHHUECKHH
yHuBepcureT» (mamnee — JAI'TY, yHuMBepcHTeT), OeHCTBYeT Ha OCHOBAHMUM HACTOSAIIErO
ITonoxeHuss W TOTUMHSETCS HEINOCPEICTBEHHO pPEKTOpPY YHHBEPCHTETa, KypHpYyeT
JesITENbHOCTD Y IIPaBieHHs IPOPEKTOP 10 0OIIMM BOIPOCAM.

[TonrHoe HamMeHOBaHWE NOApa3feleHUs — YNpaBleHHe KaapoB (COKpAIEHHOE
HauMeHoBaHHE — YK).

1.2 Vrpasnenue KaipoB sBIseTCs HEOOOCOOIEHHBIM CTPYKTYPHBIM ITOAPA3ICICHUEM.
B cocraB YmpaBnenus BXOI4T [1Ba OTJeNA:

- OTZeI KaJpoB;
- OTZen o paboTe ¢ 00YYAFOIITIMHUCS.

1.3 VnpagneHue xaJpoB cO3/1aHO B COOTBETCTBUU C npukazoMm ot 29.12.2015r. Ne 216.

1.4 Peopranuzanus ¥ nUKBUJAIMS YTNpPaBIE€HUS OCYIIECTBISETCS IIPUKA30M pPEKTOpa
YHUBEPCUTETA HA OCHOBaHMH perueHus Yuenoro cosera JAI'TY.

1.5 Jlna Benenus nenonpousponctsa YK npukazoM pexTopa MpUCBauBaeTCs HHAEKC.

1.6 Mecto maxoxaenus YK: 344003, r. Poctos-Ha-/{ony, 1. ['arapuna, 1, xa6. 8-204,
Ten. 273-83-50.

2 Opranm3anuoHHbIe BONPOCHI

2.1 CrpykTypy ¥ IITaTHOe pacnucaHue YTIpaBlieHHWs KaIpOoB YTBEDXKIAeT PEKTOp
YHUBEPCUTETA Ha OCHOBAaHWH NPE/JIOKEHUN HAYalIbHUKA YTIpaBICHHS.

2.2 Bosrnasnsiet paboTy YnpasieHus KaApoB HAUaTbHUK.

2.3 Otzensl BO3MNABNSIOT HAdYaJIbHUKH, KOTOPEIE HA3HAYAIOTCS Ha JODKHOCTB
TIPUKA30M PEKTOPA I10 NPEACTaBICHUIO HadalbHUKa Y IPaBIeHUS KaIpOB.

2.4 OpranusauronHas ctpykrypa YK npepicrasiena B mpuiioxenuu A.

25 B cBoell  fmeATeNnbHOCTH — YIIpaBleHHE  KAJpOB  PYKOBOJCTBYETCH
3aKOHOATeNbCTBOM Pocculickodt @enepanuu, YCcTaBOM U JIOKATBHEIMH HOPMATHBHBIMU
aKTaMH YHHBEPCHTeTa, a Takxke HactoswuM [lonoxeHueMm.

Otnen xagpoB u oraen mo padore ¢ oOydaroIIUMHCH B CBOEH JesTEIbHOCTH
PYKOBOJCTBYIOTCS ACHCTBYIOIIUM 3aKOHOAaTenbCcTBOM Poccutickoi @enepannu, Y cTaBoM
U JIOKaJTBbHBIMH HODMATUBHBIMHM akTamu yHHBepcuTera, [lonoxenuwem o6 YK, a Tarke
IONOKEHUsAMA 00 oTZene KXanpoB ¥ OTAele 1o paboTe ¢  0OydaromuMIcs
(COOTBETCTBEHHO).

2.6 JlenonpousBoACTBO B YIpPaBIEHHH KaIpoB U IOJYMHEHHBIX OTHEIax
OCYIIECTBIISIETCS B COOTBETCTBUM ¢ MHeTpykuumedn mno naenompoussoactBy AI'TY u
JpYTUMU OPraHM3allMOHHBIMH HOKYMEHTaMH yHHBepcuTeTa. {DOpMHpOBaHHE el
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IPOU3BOAMUTCS B COOTBETCTBHM C HOMEHKIATYpaMM M€l IOAYHHEHHBIX OT/CIIOB,
COIJIACOBAaHHBIMU C YIIpaBJIEHHEM JIETTaMH.

2.7 Jlisi BBIIONTHEHHA BO3IOKEHHBIX 3ajad M QyHKIME VYrpaBleHHE KalIpoB
HCTIONB3YeT KPyrUIylo IeyaTh YTPaBlIeHUs C MOJHBIM U COKPAICHHAIM HAaHMMEHOBAHHEM
NI'TY u uHbOPMAlMOHHBIE IITAMIIE], HAXOMSAIIMECS B PacIOpsXKEHHM Ha4allbHUKA H
cnienuanncToB YK.

3 Ileu u 3aga4u YpaBJieHus

3.1 OcHOBHBIMH LieNSAMU YTIpaBIIeHUs KaAPOB sIBJISIOTCS:

3.1.1 ObecneueHne KagpOBO ITOJIUTHKH.

3.1.2 Obecredenne cobMIONCHNS 3aKOHOIaTeNbcTBa Poccuiickoit Denepanuu, Y CTasa,
[IpaBui1 BHYTPEHHETO TPYAOBOTO PACIIOPSKa, KOJICKTHBHOIO 0roBOpa yHUBEPCHTETA U
IPYTHX HOPMATUBHBIX JIOKYMEHTOB YHHBEPCUTETA B Ipe/Ie/iaX CBOCH KOMIIETEHIIUH.

3.1.3 O6ecrnieueHye TIIOJHOTO ¥ CBOSBPEMEHHOIO Y/IOBJIETBOPEHHA TEKYIIUMX U
IEPCIIEKTUBHAIX OTPeOHOCTEH yHUBEPCUTETA B KaZIPOBBIX peCypcax.

3.2 OcHOBHBIE 3aJa49¥ YIIPaBICHUI KaJIpOB:

3.2.1 O6ecneyenue 3G GeKTABHOTO pa3BUTHsl KaJIpOBOro IOTEHIKATA.

3.2.2 Co6mofienue npaB, JIOT ¥ rapaHTHil pabOTHHKOB B 00JIaCTH TPYAOBOTO NpaBa.

3.2.3 BrimonHaeHue nokazaTeeit [I[porpaMMe! pa3BUTUsS Y HUBEPCUTETA.

3.2.4 OnteMEzanis YW COBEPILISHCTBOBAHME IPOIECCOB  JOKYMEHTAIHOHHOTO
COIIPOBO’K/ICHUS KaIPOBOrO JBMKEHMS DPaOOTHHUKOB W OOy4aIOMIMXCS IO IporpaMam
cpenrero mpodeccuonansHoro (natee — CIIO) u BeIcuIero — OakanaBpuar, ClCIHATUTET,
maructparypa (nanee — BO) YauBepcurera.

3.2.5 PaspaboTka OpraHM3alMOHHBIX NPHUHUMNOB paboTel ¢ pabOTHHKAMH U
ob6yJaromumucs Y HuBepcruTeTa B Ipeenax xomrerenimn YK.

3.2.6 Yyactue B mnpefenax CBOeH KOMIIETEHLUHH B TIOATOTOBKE H MCIIOIHEHHH
YIIPaBJIeHYECKHX PeIIeHUH PyKOBOACTBA Y HUBEPCUTETA.

3.2.7 KoopnuHauus IESTENBHOCTH CTPYKTYPHBIX TMOApAa3fielleHHH 10 BOIpOCaM
KaJIpOBOTO JeONPOH3BOICTRA.

4 @yHkuuu YnpasjieHust

4.1 Paspaborka JOKaIbHBIX HOPMATHUBHBIX @KTOB IO BOIPOCaM KaApOBOTO ydeTa H
ZOKYMEHTAIHOHHOTO CONpOBOX/eHHs 06y4uenus o nporpammam CITO u BO.

4.2 VyacTtre B pa3paboTKe COBMECTHO C APYTHMM CTPYKTYPHBIMH IOAPa3ACICHUAMH
VHHBEPCUTETA, PACCMOTPEHME M COITIACOBAHHE JIOKaJBHBIX HOPMATHBHBIX aKTOB
YHUBEpPCHUTETA B MIpeeNaX CBOSH KOMIIETEHITHMH.

4.3 ®OpMHPOBAHHE OTYETOB O NEATENLHOCTH YTpaBIeHUs U MNOAYMHEHHBIX OT/ACIOB
no TpeGOBaHWIO peKTopa (MIM HHOTO YIIOJHOMOYEHHOTO IHMIA) B IIpeJ/ielax CBOCH
KOMITETeHI[UH.
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4.4 Yyactue B pa3paboTKe ¥ BHEAPEHHH HOBHIX 3((EKTHBHBIX TPOUECCOB paboTHI ¢
KaJIpOBBIMUA  JOKYMEHTAaMH Ha OCHOBE ONTHUMH3alWM  [JOKYMEHTOIIOTOKOB W
WCIIOJIb30BAHMUSI OPraHU3allMOHHOM ¥ BBIYHMCIWTENBHOM TEXHUKHM (Y4eT, KOHTPOIIb
VICIIOJIHEHHS, OTIePaTUBHOE XPAHCHHUE).

4.5 OdopmieHne KagpoBOTO JABHKEHUS pabOTHHKOB H (POPMHPOBAaHHE YYETHBIX
IOKYMEHTOB  (JIMYHBIX  Jen) pabOTHUKOB B  COOTBETCTBUM C  TPYAOBEIM
3aKOHOJIaTEIbCTBOM.

4.6 VYyacTHe B [JOKYMCHTALMOHHOM COIIPOBOXKISHHM [BIKCHHA OO0ydaroluxcs
TOJIOBHOTO YHMBEPCUTETA 110 IPOTPaMMaM Cpe/IHero mpodeccuoHaIbHOro 00pa3oBanus U
BBICILIETO 00pa3zoBaHMs — OakalaBpuaT, CHELMATUTeT, Marucrparypa, B TOM YHCIE
GOPMHMPOBAaHHE YUYCTHBIX HOKYMEHTOB (JIMYHBIX Jel) OOYYaroIIMXCs B COOTBETCTBHHU C
HOPMATHUBHBIMH IIPABOBEIMU aKTaMy (eflepaibHBIX OPraHOB yIIpaBleHus 00pa3oBaHUEM.

4.7 Yyactue B onpelelieHUM Kpyra KOMIIETEHIIMA M OTBETCTBEHHOCTH DPabOTHHKOB
[IOAYMHEHHBIX CTPYKTYpHBIX mojpazgenenuit. (OOecrnedeHrue BbIIIOIHEHUS BCEMH
pabOTHUKAMH TIOTYMHEHHEBIX IOApa3feIeHUi TpeGoBaHMH, 3aKPEIUIeHHBIX B JIOKAIBHBIX
HOPMAaTHBHBIX aKTaX YHUBEPCHUTETA 10 JOKYMEHTAIIMOHHOMY 00ECIIeYeHHIO YIIPaBIICHUS B
Ipeaenax KOMIIETeHIMH T0pa3IeIeHHI.

4.8 YrpaBineHue HapaBIeHHOCTHIO MOJYMHEHHBIX TTO/Ipa3/iefieHnii Ha oTpeduTeneH,
B TOM YMCJIe OpraHM3alus IpHeMa pabOTHHKOB, oOydaromuxcs 1o nporpammam CIIO u
BO, ux npeacraBuTenei no BonpocaM ASITSIBHOCTH YIIPaBICHUS.

4.9 ®opMupoBaHKe U BeAeHHE OaHKa NAHHBIX O KOJIUYECTBEHHOM M KayeCTBEHHOM
cocTaBe PabOOTHHUKOB YHUBEPCHTETA.

4.10 VYyactTHe B KOMIUIEKTOBaHWH pa0OTHHKAMH CTPYKTYPHBIX I10Ipa3aeeHui
yHuBepcutera. [louck, orGop W paccTaHOBKAa pabOTHUKOB TpeOyeMbIX IpodeccHii,
CIELMATBHOCTH U KBAIM(UKAMU B COOTBETCTBUU C MUCCHEH U CTPATErHYeCKUMH LIEIAMHU
¥ 3371a4aM¥ Y HUBEPCUTETa, H3MEHSIOIMMUCS BHYTPEHHUMH U BHEIUHUMH YCIOBHSIMHU €T0
JesATeNbHOCTH.

4.11 IlposeneHue paboTsl IO (GOPMHUPOBAHMIO W IIOATOTOBKE pe3epBa KaJpoB Ha
3aMelleHNe PYKOBOASIINX JOKHOCTEH B YHHBEPCHUTETE.

4.12 Paszpaborka mnpemyioXeHW O MNOpsJKe TpHema Ha paboTy MO KOHKYpCY B
COOTBETCTBHH C IOPAJKOM, YCTAHOBJIEHHBIM ACHCTBYIOIIMM 3aKOHOAATENLCTBOM Pd.
YyactTHe B paboTe MO METOAWMYECKOMY M HMH(MOPMAIMOHHOMY OOeCIeHeHHUI0
KBaTM(QHUKALMOHHBIX, aTTECTAI[MOHHBIX, KOHKYPCHBIX TPOLIEYP.

4.13 Ananu3 IBWKEHUS KaJIpOB U NPHYMH WX TeKydecTH. Pa3zpaboTka, peanu3anus U
KOHTPOIIb pealu3alid MEpPONpPUSTHH, HaNpaBlIeHHBIX HA YKpeIUIeHHE TPy/IOBOM
JUCILHUIUIMHEI, CHHXXEHUE TeKy4eCTH KaJpoB 1 IoTeps pabodgero BpeMeHH.

4.14 Obecnieyenue 3aKOHHOCTH B cepe TPYIOBEIX OTHOIIICHHN B YHHBEPCHUTETE.

4.15 Odopmnenue DOKYMEHTAIMM IS TEHCHOHHOTO (OHIA B IENIX COONIOICHUS
NIEHCUOHHEBIX NIpaB pabOTHUKOB U 00yJaIOLIUXCS YHHBEPCHTETA.

4.16 YuacTue B peaNM3allill KOMIUIEKCA OpraHW3allMOHHO-KAJPOBLIX MEPOIPHUSITHH,
HaIIPaBJICHHBIX Ha ONTUMHU3AIUI0 OPraHU3allMOHHON CTPYKTYphl Y HUBEPCUTETA.
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4.17 Oprasuzanyus IpoleccoB O(QOPMIEHHS, y4eTa W BEIAYM JOKYMEHTOB 00
o0pa3oBaHWM W(WIH) O KBaTH(QUKALME OOYYAIOMMCS TOJIOBHOTO YHMBEPCHTETA IIO
NporpamMMaM CpeiHero mnpodeccHOHaNbHOro 06pa3oBaHKs M BBEICIIErO0 06Pa30BAHHA —
OakanaBpuar, CleLHaTHTeT, MArHCTPaTypa.

4.18 MudopmannoHHOE CONPOBOXICHUE NEATETLHOCTH, B TOM YHCIE IIOATOTOBKA
OTBETOB Ha 3allpOChl BHYTPEHHHX U BHEIIHMX NOTpeOHTenel B Mpeaenax KOMIIETEHIHMH
VK.

4.19 BszanMoneHcTBYE € TOCYAapPCTBEHHBIME OPraHAMH M HHEIMH OPTaHH3aIlHIMH [0
BOIMpOCaM IToad0opa Kaapos.

4.20 3ammTa CBeNEHMM OrpaHHYECHHOTrO pAacTpOCTpaHeHHs B Tpederax CBoei
KOMIIETEHIMH.

S Ilpouecchl YupasiieHust

TTonuslii nepedens nporeccos Yrpasnexus npuseneH B IIpumoxernn B.

6 IlnanupoBanue paboThl U OTYETHOCTD

6.1 Havansnuk VK onpefenser Hanpasienus pasBuTHs YIIPaBICHHS ¥ TIOTIHHEHHBIX
OT[RIIOB B COOTBETCTBHH C NEHCTBYIOLIMM 3aKOHOJATENLCTBOM Poccuiickoit Penepanuy,
YcTaBoM, JIOKQIHHBIMU HOPMATHBHEIMU aKTAMU YHUBEPCHTETa, HacTosmuM [lomoxenurem
¥ Ha OCHOBaHHM pPe3YNbTATOB paboThl MOAYMHEHHEIX OTHENOB, KOTOPHIE B KOHIIE
KaJICHIAPHOIrO Troja TOTOBAT oT4eThl O (yHKnuoHHpoBanun CMK, menu B obmactu
Ka4eCTBa ¥ IJIaH MEPOIPHUATHH 110 UX JOCTHIKECHUIO Ha CIIEAYFOLIHMN IO,

Otzen kaapoB 1 oTHeN 110 paboTe ¢ OBYYAIONIMMUCS OCYIIECTBISIOT CBOO paborty B
TOpsiikE W CPOKH, YTBEPXJCHHBIE MOEHWCTBYIOIIMM 3aKOHOIATEIECTBOM POCCHIHCKOM
@ejiepaliny, JTOKAIBHBIMH HOPMATHBHBIMK aKTAMH YHHBEPCHUTETA W TIOJNOXXEHHSIMH
Ka)XIIOT'0 U3 OTHEJIOB (COOTBETCTBEHHO).

6.2 IlnauupoBanue pabOT M OTYETHOCTH, COAEPXKAHHE W CPOKH IIPEICTABIECHUS

MaTepHaloB VYIpaBieHWs B APYTHE CTPYKTyPHblE TOAPA3NENEHHS YHHBEPCHUTETA
npuBeneHs! B [Ipunoxenuu B.

7 B3aumopeiicTBHe YnpaBieHust ¢ JAPYrHMH  HOApPAa3e/IeHHSIMH
YHHBEPCHUTETA 1 CTOPOHHUMH OPraHHU3aUSAMUI

7.1 Jlng pmocTuKeHus Ieneid, peIICHUs 3aa4 M peaH3alMyd TIOJTHOMOYHI,
[pelyCMOTPCHHBIX HacTosAmmM [lonoxennem, VipaBieHune Kaipos B3anMOIeiCTBYET CO
BCEMU  CTPYKTYpPHBIMH IOAPA3NEICHUAMH B COOTBEICTBHHM CcO crpyktypoit JITY,
YcTaBoM, pacriopsiIMTeIHEIMA | OpraHA3aLOHHBIMH JOKYMEHTaMH YHUBEPCHUTETA.
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7.2 PazHornacus, BO3HHKIIME B XOJi€ B3aWMOICHCTBHA IIO BBINOJHEHHIO 3a1ad,
omnpejeNeHHbIX HacTosumM IllonokeHueM, peIarTCs IyTeM IIePeroBOpPOB  MEXITY
PYKOBOJUTEISIMA CTPYKTYPHBIX TIOApasIeIeHHH U Ha4aIbHUKOM Y [IPaBICHHU.

7.3 BuyrpenHue U BHeIIHHe B3auMoaencTBusl YK ¢ moapasaeieHusM1 yHHBEPCHTETA
npencrapineHs! B [Ipunoxenun I

8 YnpagBienue noapasaesieHuemM

8.1 HenocpencTBeHHOE pPYKOBOACTBO  YIIPaBIE€HHEM KaapoB  OCYIUECTBIAET
HayaJIbHHK, Ha3HAYaeMbli Ha MJODKHOCTE M OCBOOOXKZAEeMBIH OT MHOJDKHOCTH B
YCTAaHOBJICHHOM JEHCTBYIOIIMM TPYZOBBIM 3aKOHOJATENLCTBOM IOPSAKE IPHKA30M
peKTopa YHUBEPCHUTETA.

8.2 HawanpHuk VYmpaBieHHs KagpoB HENOCPEICTBEHHO IOJYHUHSIETCS PEKTOPY
YHUBEPCUTETA ¥ (DYHKIIMOHAIBHO — IIPOPEKTOPY MO OOIIMM BOIIPOCAM.

8.3 HaganpHHUK OCyIIEeCTBISAET PyKOBOJCTBO YIIPABIEHHEM, OPTaHU3YeT ACATEIbHOCTD
C y4eToM Bcex TpeOOBaHMM 3aKOHOATENBHOM ¥ HOPMAaTMBHOW BHEIIHEH W BHYTpCHHEH
JOKYMEHTallWMH, TpeOoBaHWM 3aWHTEPECOBAHHBIX CTOPOH UISL  TOBBIMEHHS HX
YAOBIETBOPEHHOCTH.

8.4 B cimydae BpeMEHHOrO OTCYTCTBHS HadalbHHKa YTpaBleHus (6one3Hs, OTIYCK,
KOMaHIOUPOBKA) €ro O0Of3aHHOCTH HCIONHSET OJMH M3 HAYalbHHKOB OTHAEIOB
YnpaBieHus, Ha3HAYaeMBbIiA B YCTAHOBICHHOM IIOPAKE IIPHKA30M PEKTOPa YHHBEPCUTETA.

9 OTBEeTCTBEHHOCTH

9.1 HagansHuK YnpaBieHHa KaJpoB HECET NIEPCOHANBLHYIO OTBETCTBEHHOCTE 32!
- KauecTBO Y CBOEBPEMEHHOCTH BBINOIHEHHA BO3IOXKEHHBIX Ha YIpaBIeHHE 3a1ad |
byHKIMHA, peLycMOTpeHHBIX HacToAuM [Tonoxennem;
- o0ecrieueHye Ha/IJIEXKAIEr0 YPOBHS OpraHu3auy pabotsl B VK;
- ACIIOJIBF30BaHUE MATEPHANIBHO-TEXHUIECKON 0a3bl YIpaBIeHN 10 €€ QyHKIHOHATbHOMY
Ha3HA4YCHUIO;
- cobmonenue YceraBa ynupepcuteTa, [IBTP, ¢unancoBod u mMTaTHOH NHCIIHAIUIAHEL
UCIIOJTHEHHE OPTaHU3alMOHHBIX U PACHIOPAIUTENBHEIX JOKYMEHTOB;
- COXpaHeHHe TIEPCOHANBHBIX JaHHBIX Pa0OTHWKOB, pasIiallicHue KOHQHUIECHIMAIbHON 1
(mnm) ciy>xeOHOM HHGOPMALMK, B YCTAHOBIEHHOM 3aKOHOM IOPSIZIKE;
- o0ecrieueHme 6e30MacHEIX YCIOBHIMA Tpy/Ia B MOXapHO# Ge3omacHocTH paboTHUKOB YK.
9.2 Jlna obecmedeHHs TIOMHOLEHHOM [JEATENBHOCTM M B LEIAX BBIITOJTHCHUS
IIOCTABICHHBIX 3a7a4, KaXAbIH COTPYOHHMK YIpaBlIeHHUsS HECET OTBETCTBEHHOCTH 32
CBOCBPEMEHHOE W KAYECTBEHHOE BEHINIOJIHEHUE NOJKHOCTHBIX 0O0f3aHHOCTEH, 3anad,
NOCTABJIEHHEIX Mepel HUM.
9.3 OcHOBHEIE 00532HHOCTH, TpaBa M OTBETCTBEHHOCTH PA0OTHUKOB YIIPaBJIEHUS
KaJ{POB OIPEAEIAIOTCS JODKHOCTHBIMU UHCTPYKIMSMH.
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9.4 Marpuna pacrpeneleHusl OTBOTCTBEHHOCTH PabOTHHKOB — YTIPaBIEHH:A
IIpeACTaBlIeHa B puioxenuu J1.

10 OGecneuyenune ycaoBuil Tpyaa u 0€30MacHOCTH MePCOHAIA

10.1 ITomentenus YK (mromams, 00beM) JODKHBEI COOTBETCTBOBATH YCTAHOBICHHBIM
HOpPMaM I10 KOJIHYECTBY paboTAIOMIMX ¥ pa3MeIlaeMOMy B HUX 000pyA0BaHHUIO.

10.2 Ilomemerus VYK mJOMKHBEI COOTBETCTBOBAThH YCTAHOBJICHHBIM HOpMaM IIO
TTapaMeTpaM MHUKPOKIMMATa, IPOTHBOIIOKAPHOH Ge30I1acHOCTH, 3IEKTPOOe30NacHOCTH 1
TIPOM3BOJICTBEHHON camurapuy. CaHWTApHOE COCTOAHHE NOMENICHHWH YIIPaBIeHUs
Ka/IpOoB 00ECIIeUNBAETCSA COOTBETCTBYIOMINMH CITyKOaMy yHMBEPCUTETA.

10.3 IlpunuMaeMble Ha paboTy JIMLA IPOXOMAT B YCTAHOBJICHHOM IIOPSIKE BBOIHBIA
HHCTPYKTaX, KOTOPBIA TIPOBONHATCS CHELUANHCTAME IO OXpaHe TpyJa; IepBHYHBIA
WHCTPYKTaX Ha pabodyeM MecTe, O 9YeM BBINOIHAETCS 3alliCh B XXKypHalle PEerucTpalii
WHCTPYKTaXa [0 TeXHHKe OezomacHOCTH. IIOBTOpHBIM HHCTPYKTaXX IMPOBOJMTCH OAMH
pa3 B I1OJITOJIa.

10.4 Vcinosus Tpyaa pabOTHHKOB — YIpaBleHWS  KaapoB  peryIdpyrOTCs
3aKOHONATENILCTBOM B cdepe OXpaHbl Tpy[a, KOJUIEKTHBHBIM jorosopoM, IIBTP,
IIPHKAa3aMH U JPYTUMH OpraHM3allMOHHBIMA JIOKYMEHTaMH YHUBEPCUTETA.

10.5 OTBeTCTBEHHOCTH 32 OXpaHy Tpyja, TEeXHHKy 0e30macHOCTH U
NPOTHBOIIOXAPHYH Oe30macHOCTE B YK Hec€T nuio, HasHagaeMoe MPHUKa30M PEKTOpa.

11 Jenonpou3BOaACTBO M KOH(PHAEHUHNAIBHOCTD

11.1 ®opmupoBaHue [Oe71 [POU3BOAUTCS B COOTBETCTBHH C YTBEPXKIEHHBIMH
HOMEHKIIATypaMH JieJl OT/elia KaIpoB U OTAeNa 10 paboTe ¢ 00y4aroIuMHUCS.

11.2 Perucrpaumsi, XpaHeHHe, OpraHH3alMi NOCTyNa K Jenam W OJlaHKaM CTPOroH
OTYETHOCTH, II€pejavya B apXWBHBIA OTAEN OTHAEIBHBIX NOKYMEHTOB OCYIIECTBIIACTCS B
COOTBETCTBHH C HOPMATUBHBIMU JOKYMEHTAMU YHHBEPCHUTETA.

11.3 3amuTa 1MepcoHANBHBIX TaHHBIX PaOOTHUKOB M 00YYarOIIMXCs YHUBEPCUTETA OT
HEIPAaBOMEPHOTO KCIOIb30BAHUS MU YTPaThl MPOM3BOJAMTCH B COOTBETCTBHM C
3aKOHOJaTenbCTBOM PD.

Bce TOKYMEHTBI, COJepIKallie MepCoHalbHbIe TaHHbIe PabOTHHUKOB M OOydaromuXcs
II'TY, XpaHATCs B TEUEHHE CPOKOB U B COOTBETCTBHH C TPEOOBaHMAMH, yCTaHOBICHHBIMH
MIpaBUJIAMH OPTaHHU3al[My apXUBHOI'O JeJa.

12 MarepuanabHoe, huHaHcoBoe U HHGOPMALHOHHOE 00ecIeYeHue

12.1 MaTepuaisl ¥ KOMIUIEKTYIOIIKME, TPOTPAMMHO-TEXHHIECKHUE CPEICTBA, MPUOOPEI
¥ Jpyr¥e MaTepHalibHble LEHHOCTH, HeoOxonuMmele myis paborsl  YopasieHus,
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IpHOOPETAIOTCS depe3 KOHTPAKTHYIO Cllyxk0y, IO COIJacoBaHMIO C PYKOBOICTBOM
YHUBEpPCUTETA.

12.2 MarepuajibHO-OTBETCTBEHHOE JIMII0 Ha3HA4YaeTCd W3 YHCiIa paboTHHKOB
Vrpasnenus. Bee HeoOxomuMBle TOKYMEHTHI Ha npuobperenue (TpeGoBaHUs, 3a4BKH) U
crucaHue (aKThl) MaTepPHAJBHBIX IIEHHOCTeH B YIpaBleHWH OQOPMISIOTCS —IIO
YCTaHOBJIEHHOMY B YHUBEPCHUTETE IIOPSIKY ¥ YTBep XK IatoTcs npopexkropom no AXP.

12.3 HopmaTtuBHas NOKyMeHTalusi (MpHKas3bl, ONaHKM CTAaTHCTUYECKOH OTYETHOCTH,
pacriopsbKeHus, IOCTAHOBJIEHHS) TIOCTYNaeT B YIpaBleHHEe H3 OOLIEro OTAena
YHUBEPCUTETA.

12.4 MarepHaisl # KOMIUIEKTYIOIIHE, IPOrPAMMHO-TEXHAYECKHE CPECTBa, IPUbOphI 1
Apyrue MaTepHajbHble LEHHOCTH, 3aKperuisieMbie 3a YIIpaBlIeHUEM, HUCIONIB3YIOTCS LA
Pa3BUTHS MaTepPUANBHO-TEXHUYECKOH 0a3bl YpaBIeHus.

12.5 JlesiTempHOCTE YIpaBlIeHHS OOeCIIeuMBAaeTCs 3a CYeT CpPEeACTB cyOcuaui us3
denepansHOro OrOKETA.

13 Cucrema MeHeIIKMEHTA KayecTBa YIpaBJIeHHs

13.1 Cucrema MeHeDKMEHTa KadyecTBa B YIIPaBICHUU PEAIM3YETCS B COOTBETCTBHH C
TpeboBanusamu [SO 9001: 2015.

B Ka10M U3 NONYUHEHHBIX OTAEIOB YIIPABIEHHUS OIPUAHSTHI CIECIYIONIHE JOKYMEHTHI
CHCTEeMBI MCHEKMEHTA KauecTBa:

— 1IeJId B 00J1aCTH Ka4yecTBa OT/IeNa;

— TUTaH MEPONPHUITHHN O PeaTU3alliH 1ienell B 001acTH KadecTBa;

— MepeyeHb MPOLECCOB OTAENa;

— MarpuIa aTpubyToB NPOIECCOB OTAENA;

— MAaTpHUIIa pacipeaeIeHus OTBETCTBEHHOCTH PabOTHHKOB OTIENa,;

— a”anmu3 ¢yskuuonuposanus CMK B Buzae oryera.

13.2 OuenHka pe3yasTaTHBHOCTH CHCTEMBI MEHEIKMEHTa KadyecTBa OCYIIECTBIISIETCS

Ha4yalbHUKOM YIpaBleHHs, ayJUTOpaMH BHYTPEHHHX M BHEIIHHUX IIPOBEPOK U
PETUCTPUPYETCS B YCTAHOBIIEHHOM ITOPSAIKE.

Onenka pesyneratuBHOcTd CMK VripasneHus Npou3BOAUTCS IO CIEAYIOLIUM
HanpaBICHUAM:

- COOTBETCTBHE CHCTEMBI MEHEKMeHTa KadecTsa Tpebosanusm ISO 9001: 2015;

- HOoAJiepXXaHWe B aKTYaJM3UPOBAHHOM COCTOSHMM NOKYMEHTALlMH NOIYHMHEHHBIX
OT/EJIOB YTIpaBiIeHNS;

- TpPUHATHE Mep [0 KOPPEKTUPOBKE HECOOTBETCTBHN CHUCTEMBI MEHEIKMEHTA
Ka4yecTBa Ha YpOBHe YIpaBlIeHUS;

- COOTBETCTBHE ITOKazarejer KadecTBa ACATENIbHOCTH praBHeHHH KpHUTEPUAM
PE3YNBTATUBHOCTH IIPOLIECCOB.
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13.3 AHanmu3 OEATENBHOCTH IO BBIITOJHEHUIO IENIed M 3a/ad Ha roj YIpaBiIeHHS
KaJpOB ¥ TIOJYUHEHHBIX OTHAEIOB OCYILECTBIIACTCS
Pe3yJNbTaTUBHOCTH TIPOIECCOB YTIPaBIE€HHS W IOMYMHEHHBIX OTHEJIOB, Pe3yJbTaTOB
MOHHTOPHHTA YIOBJIETBOPEHHOCTH NOTpeOUTENel, pe3yIbTaTOB BHYTPEHHUX U BHELIHUX

ayIUTOB U IIPOBEPOK.
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Ilpunoxenue b

Ilepedens nponeccoB YupasieHus KaJpos

Ne I'pyrma
Pyt Hasganme nporecca
/I | IPOLIECCOB
1 YrpasnieHHe npoueccaMi. Pacpenenenye 0TReTCTBEHHOCTH H OJHOMOYHI

AHAIN3 JESTEIbHOCTH NOJYHHEHHBIX OT/EI0B H (JOPMHPOBAHHE OCHOBHBIX
HalpaBJIeHUH pasBuTUs Y IIPaBICHHSL.

ITpunstre Mep, obecneynBArOLIFX BEIIOTHEHNE BCEMT PabOTHHKAMH
NOAYHHEHHBIX OTJENOB TpeOOBaHMUI, 3aKPEIIEHHEIX B JJOKATBHBIX
HOPMAaTHBHBIX aKTaX YHUBEPCHTETA 110 JOKYMEHTALMOHHOMY 00ECIIeueHHIO
YIIPABJIEHHS B MpeJienax KOMIIETEHIIMH OTIEI0B

2 PykoBoacTBO paspaboTkoii TOKANBEHEIX HOPMATHBHEIX aKTOB 110 BOIPOCAM
KaJipOBOTr0 y4eTa ¥ JOKYMEHTAIIHOHHOIO COIPOBOXKIEHHS OOYUEHHUS IO
nporpammam cpearero CITO u BO.

DopMHpOBaHHAE OTYETOB O JESTENBHOCTH YTIPaBICHHS 110 TPEGOBAHHIO pexTopa
(1111 MHOTO YIOTHOMOYEHHOTO JIMIA) B IPEeNax CBOEH KOMITETCHIHH.
Yuactue B pa3pab0TKe H BHEADEHHH HOBBIX 3(()EXTHRHBIX IIPOLECCOR paboTsI ¢
Ka/IpOBBIMH JOKYMEHTAMH Ha OCHOBE ONTHMH3ALHUY JOKYMEHTOIIOTOKOB H
HCIOJIb30BaHMSA OPTAHU3AUKOHHON U BEMUCITHTENBHON TEXHUKH (yUeT,
KOHTPOIIb MCIIOJIHEHHS], OTIEPATHBHOE XPaHEHHUE).

Odopmierne KapoBoro ABMKEHUs pabOTHHKOB U bopMHpOBaHHE YUETHBIX
JOKYMEHTOB (JINYHBIX /IeNT) pabOTHHKOB B COOTBETCTBHHU C TPYIOBBIM
3aKOHOJATEIBCTBOM.

Y4acTre B I0KyMEHTAIHOHHOM COTPOBOYKIACHUH IBHKEHUS 00YIarOIMXCs
T'OJIOBHOTO YHHBEPCHTETA I10 ITPOrPpaMMaM CPEAHETO IPO(ECCHOHAIEHOTO
00pa3oBanus U BICLIETo 00pa3oBaHus — GaKalaBpuar, CIIeIHATITET,
MarucTparypa, B TOM 4uciiec QOpMUPOBAHHE YICTHBIX JOKYMEHTOB (JTHIHBIX
JIeT) 00YYAIOIIMXCSA B COOTBETCTBHM ¢ HOPMATHBHEIMY TIPABOBBIME AKTAME
(herepanbHEIX OpraHOB yIpPaBIeHHS 06Pa30BAHKEM.

Y4acTue B OIpeNC/ICHUE KPYTa KOMITETEHIHH 1 OTBETCTBEHHOCTH pabOTHHKOB
TMOTMUHCHHBIX CTPYKTYPHEIX NojapasneineHuii. ObecnedeHne BEITOIHEHHS BCEMH
PabOTHIKaM¥ NOAMMHEHHEIX TT0Mpa3/ieleHuii TpeGOBaAHTH, 3aKPEIUICHHbIX B
TIOKaNIbHEIX HOPMATHBHEIX aKTaX YHHBEPCHTETA IO IOKYMEHTALHOHHOMY
00ecTIeYeHUIO yIIpaBIEHHS B IPeeax KOMIETEHITHA TIOIPa3IC/ICHHIH.
YnpaBnenHe HanpaBIeHHOCTHIO TO{YHHEHHBIX NoApa3fIeneHui Ha
NOTpeOUTENeH, B TOM YKCITe OpraHA3anus IpHeMa PaGOTHHKOB, 00yJarouxcst
1o niporpammam CIIO u BO, ux npeacrasuteneit no sonpocaM AesTensHOCTH
VYapasrenns.

Dopmuposanwe u BeneHne GaHKA TAHHEIX O KOIHYECTBEHHOM H KA9eCTBEHHOM
cocTaBe pabOTHHKOB YHHBEPCHTETA.

YyacTHe B KOMIUIEKTOBAHHH PabOTHAKAMHE CTPYKTYPHEBIX IoApa3aeIeHnil
yruBepcuteTa. [Touck, orbop u paccranoska paboTHHKOB TpeGyeMBIx
PO(ECCHH, CIENUATEHOCTH 1 KBaTH(GHUKALHNA B COOTBETCTBHY ¢ MHCCHEH 1
CTPATCTHHCCKUMH LEMTAMH U 3a1a9aMHi Y HUBEPCUTETA, H3MEHITOIHIMUCS
BHYTPEHHUMHY U BHEIUHHUMH YCIOBUSMH €0 JeATETLHOCTH.

ITponeccor
PYKOBOJICTBA

HpOHGCCBI JKH3HCHHOTO UKIIA MPOOYKITHH
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/I | IPOLECCOB

Hazsanaue nponecca

[Tposegenue paboTsl 10 GOPMUPOBAHUIO U MOATOTOBKE PE3€pBa KaApoOB Ha
3aMEIICHUE PYKOBOASALIAX JODKHOCTEH B YHHBEPCHTETE.

PaspaboTka npeuioxeHui 0 HOpsiiKe IpueMa Ha padoTy 10 KOHKYPCY B
COOTBETCTBHHM C HOPSIKOM, YCTAHOBJICHHBIM JeHCTBYIOMHM
3aKoHOJaTenscTBOM P@. Yyactre B paboTe 10 METOIMYECKOMY H
HHGOPMALHOHHOMY 00€CIIEUEHHUIO KBATH(QUKAIIMOHHBIX, ATTECTAllMOHHbIX,
KOHKYPCHBIX IIPOLEIYP.

AHau3 IBMXKEHUS KaJpOB U IPUYHH UX TeKkydecTH. Paspaborka, peanuzamus n
KOHTPOJTh peain3allii MEPOTIPUITHHN, HaNlPaBISHHEIX Ha YKpPETJIEHHE TPYA0BOH
JUCLUIIIMHBL, CHH)KEHHE TEKY4ECTH KaJIpOB ¥ II0Teph pabodero BpeMEHH.

OOGecneueHne 3aKOHHOCTH B cpepe TpYIOBLIX OTHOLICHNUH B YHHBEPCUTETE.

OdopmiteHne TOKYMEHTALMH IS IEHCHOHHOTO GoHIa B 1emsax coOmogeHus
TEHCHOHHBIX MpaB pabOTHUKOB U 00YYalOIINXCs YHUBEPCUTETA.

Vuactue B peajiu3aluy KOMILIEKCA OpraHU3alMOHHO-KaJPOBBIX MEPOIPHUSITHH,
HanpapJIeHHBIX Ha ONTHMHU3AIMIO OPTaHH3aIHOHHOM CTPYKTYPH! Y HUBEPCHUTETA.

Opranusanms nporeccos 0GOpMIEHNUs, Y4eTa U BBITaYH TOKYMEHTOB 00
obpa3oBaHuH H(KUIK) O KBaTH(GHKALKHK 00yJarOIIUMCS FOJIOBHOIO YHUBEPCUTETA
MO IporpaMMam CpeaHero npodeccHoHATEHOr0 00pa3oBaAHUS W BBICIIETO
obpazoBaHus — DakaIaBpuaT, CIEIHATHTET, MATHCTPATYPA.

WudopmaunoHHOE COIIPOBOXKICHUE ASITENBHOCTH, B TOM YHCIe [TOATOTOBKA
OTBETOB Ha 3aNpOoCkl BHYTPEHHUX W BHEIIHUX ITOTpeOHTENCH B Ipenenax
KoMmIeTeHIuH Y K.

BsauMoaeicTBHE ¢ TOCY JapCTBEHHBIMH OPraHaMK ¥ HHEIMM OpPraHU3aLsIMH 110
BOTIpOCaM 1mojbopa KaposB.

JamuTa cReIeHITH OTPaHHYCHHOIO PaclpoCTPaHeHHAA B IIpeaeax CROCH
KOMIICTCHIIHMH.

z F = = AHanu3 yJOBIE€TBOPEHHOCTH BHELIHMX W BHYTPEHHHX IoTpebuTeneii paboToit
§ § § §| IOIIMHCHHBIX OTAENOB
= o % g Ouenka nesTenTbHOCTH TOTIMHEHHBIX OTIENOB Ha IPEIMET Ka4eCTBEHHOTO |
é- 2 T g| CBOCBPEMEHHOIO BRIMOIHEHHS BO3IIOKECHHEIX (b YHKLHH.
= " ™| BHyTpeHHHE ayIHTHI
< 5' _ MaTtepraibHO-TeXHHYeCKOe cHabKeHne
% § YpaslIeHHe IPOH3BOACTBEHHOM Cpeioi
5 ;:?f YTnpagieHue Kagpamu _
2 g Yrpasnenue T0KyMeHTauueh
é & VYrpaBneHue 3aITHCAMHE 110 IIPoLeccaM
o Oxpana Tpyna. [Toxapnas 6esonacuocts. ['paxnanckas 060poHa
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IIpnaoxenue B

MarepuaJibl, MOATOTaBJINBaeMble YpaBjeHHeM Ka/IpOB, H IpauK UX
NpeACTAB/IEHHUs B NOApPa3/ie/leHHs] YHHBEPCUTETAa B TeHeHHe KaJIeHJapHOro rojaa

H P Haumenoranue
anMEHOBaHHE MaTepraa P S ———
SaBapb
®eBpajasb
Odopmiienue u cada el U JOKyMEHTOB
[IOCTOSTHHOTO CPOKA XPaHECHUS B aPXHBHBII 01.02 - 28.02 Apxus
OT[e] YHHBEPCHTETA
Mapt
Anpenb
Maii
OduumansHeL caiT
IToaroroBka 00baBICHEH O IPOBEACHUN 10 31.05 arTy,
KOHKYPCOB H BEIOOPOB ’ YyeHBIH COBET,
Bce dakyIbTeThl
Hrwan
ABryer

Otuyer 0 JEATCIBHOCTH YHpa.BIIeHHH KagpoB

aBrycT (TOYHBIN CPOK
TI0 PacIOPsHKEHHIO
DPYKOBOJICTBA)

I[Tpopextop o OB

Cenrsadpb

OxTs6pn

Hoabpsb

3anoIHeHue IIaHa-TpaduKa pasMeIleHUs
3aKa30B Ha [IOCTAaBKHM TOBAPOB, BHITIONHEHHE
paboT, 0KazaHue yCIyT JIA HYKJ OT/JeNa

O YKa3aHHIO
PYKOBOJICTBA

OMTC

Hdexadpb

|
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Ipunoxenne I

B3aumoneiicTBHe HHPOPMALHOHHBIX H MaTEePHAJIBHBIX IOTOKOB
VYrpagJ/ieHHs] KaJApOB ¢ JPYrHMHA OPraHU3alHsAMH H CTPYKTYPHBIMH
nojpasiejeHusIMH YHUBEPCHTETA

IMoapasaenenne noay4aer

THonpasnerenne nepeaaér

Buasi pa6ot, JIOKYMeHTOB,

Buael paoT, 10KYMEHTOE,

IleprogmunocTs i IlepuogruHocTh
MaTepHAIbHbIX IIeHHOCTeH MATEPHAJBHBIX EHHOCTEH
1. BsaumopeiicTBre C pyKOBOJICTBOM YHHBEPCHTETa
ITpoeKTEl MON0KEHWH, MHCTPYKIMH
H 'MX JOKYMEHTOB
HopmaTuBHBIE JOKYMEHTHI Ho sepe E:?‘EﬁMeH'fH . TIHX }; Ho sepe
P Y HE00XOOUMOCTH p B MOATOTOBKH
COTPOBOMKAIOIIHUX JEATeBbHOCTD
VYK na yTeepKIeHHE
OpraHusauuoHHo-
ITo mepe 3asBlIeH s, CITYKEOHBIE 3aITUCKH, ITo mepe
pacrnopaauTenbHbIe
HEOOXOAMMOCTH | JOKYMEHTALMA TIOJITOTOBKH
JOKYMEHTEI
BryTpennue u BHewIHKE ITo mepe OTueT 0 AeSTENBHOCTH B ycTaHOB/IEHHEIE
JOKYMEHTEI HA HCTIOMHEHHE | MOCTYTIIEHHA VYipaBneHus Kaipos CpOKH
Pazogrie 3an1aHus [To mepe JIOKyMEHTBI ¥ HH()OPMALIHIO O B ycTaHoBIeHHBIE
(mopyveHus) Ha UCTIONHEHME | HEOOXOAWMOCTH | BBIMIONHEHMH 3a1aHus CPOKH
2. BaaumogeiicTere ¢ kKadeapamu
CmykeQOHble 3aMMcKy Ha Io mepe ITpoekT mpukasa 00 OOBABICHUH ITo mepe
00BbABIEHHA KOHKYpPCa HeOOXOOHMOCTH | KOHKypca HEOOXO/IMMOCTH
3. BsanmopeticTBUe ¢ haKyIbTeTaMH
CryxeGHble 3aIicKu Ha Mo mepe ITpoexT nprkasa 06 0OBABICHUH ITo mepe
0OBABIEHUA KOHKYpCa HeoOXOgUMOCTH | KOHKYpCa He0OXOIMMOCTH
4, BsauMoIeHCTBHE C KOHTPAKTHOH cmyx00#i
Kanuensipekue ToBapsl,

ST P Paz B rog
OprTeXHHUKY, Mebens, ITo mepe 3asBKH Ha puoOpeTeHHe S
obopynoeanue, GrnaHkH HeobxogumocTH | Cry»keGHbIe 3aMMCKK HA MOCTABKY P

B oa HeoOXxoauMocTH
CTPOroH OTHETHOCTH
5. BzaumogpeicTeye ¢ ropuangecKoii ciayxboi
[TpoexThl JIOKAIBHBIX
HOPMATHBHBIX TOKYMEHTOB
3aBH3MPOBAHHbIE ITo mepe P o ’ ITo mepe
perlaMeHTUPYIOMHX U
JAOKYMEHTEI HeoOX0AHMOCTH MOJrOTOBKH
COTIPOBOKAAIOLINX IeSTEILHOCTE
VK Ha yTBepKIeHUE
6. Baaumonelictere co cy»k00H TEKylIero peMoHTa
KocmeTruecknit peMOHT
% ITo mepe 3asBKM Ha npoBesieHHe peMOHTHBIX | [lo Mepe
TIOMELIEeHHH
Heobxoaumoct | pabot HEOOXOIUMOCTH
7. B3aumoae#cTBHE C OTAEIOM IJIABHOIO SHEPreTHKa
PemonT 1 3aMeHa
OCBETHTEIIbHBIX TpUGOpPOB, Tlo mepe I'lo mepe
CityeGHble 3armUcKH
JIEKTPOTIPOBOIKH HEOBXOTUMOCTH HeoOxoauMocTH
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Brenen BIEPBLIC

T IMonomxenne 00 ynpapieHny Kagpos 10.02.2016r.
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crp. 16 u3 21
Iloapasaenenne moayqaer Ilogpazaesenne nepeaagr
Bupasl pabor, noKyMeHTOB, Dhapii oy Buaer paGoT, ToKyMeHTOB, IeproxuamocTs

MaTEPHAIBHBIX HEH HOCTEHH

MATEPHAJTILHBIX HeHHOoCTeH

8. BsauMoielicTarEe ¢ OTAENIOM TPOTHBOMOKAPHOH 6€30MACHOCTH H PO HIAKTHKH

[Tposepka
MPOTHBONOKAPHOH
©e30MmacHoCTH

B cooTBeTCTBUH
¢ [JIAHOM
pabots! OT1bull

Tlporepka TeXHHUKH
Oe3omnacHoCTH

B cooTBeTCTBHHM
¢ IJIaHOM
pabots! OITEuI1

9. Bzaumopneiicteue ¢ [leppuuHoi npodcor03HOH OpraHH3aliel CTYIEHTOB H
npodco03HOM opranusalyeil paboTHHKOB

JIbroTHele IyTEBKY Ha

OCHOBHBIM HAmNpaB/IeHHAM
JeATENbHOCTH Y IpaBIeHus

npenenax koMmneTeHIHH YK

CaHATOPHO-KYPOPTHOE Ilo mepe 3asBneHns pabOTHHKOB Ilo mepe
Jle4eHre s padOTHMKOB HeobxoaumocT | YrparneHus HeobXxoauMocCTH
YnpagneHus
10. B3aumoeicTBHE ¢ yIIpaBjieHHeM HHGopMaTH3aluK
VTBepKIeHHbIE 3asBKH HA
P Paz B ron 3asBKH Ha pHoOpeTeHHe
NproGPETEHNE PACXOHBIX Io mepe
Ilo mepe PacXOAHBIX MATePHAJIOB AJIs
MAaTepHalIOB 1A HeoOX0IMMOCTH
HEOOXOMMOCTH | OPITEXHWKH
OPITeXHHKH
VTBepKaeHHbIe 3a9BKH Ha
Paz B rog 3asBKHM Ha aIMHHACTPHPOBAHHE M
aAMHUHUCTPUPOBAHHE U Mo mepe
[To mepe CHCTEMHOE MporpaMMHOe
CHCTEMHOE MPOrpaMMHOE HeoOX0auMOoCTH
HeobxoauMocTH | obecnievenHe
obecneyeHue
11. B3aumoneHcTBHE C BHELIHUMH OpraHM3alHaMH
[Tpeanwcanus
PER OTBeTH! Ha 3aNMPOCkl CTOPOHHKX
YTIOTHOMOYEHHBIX %
Tlo mepe opraHu3auMi 1o kaaporomy cocrary, | [lo mepe
CTOPOHHHUX OPraHH3alMi 1Mo
HeoOxommumocTH | yueOHBIM 1 00IIHM BONpOCaM B MOATOTOBKH

12. BzaumopeiicTeue ¢ 0GIIUM OTIEIOM

ITpuKassl, pacmopsKeHus

pextopa JII'TY,

TIpoexTe! nonosKeHUNA, HHCTPYKLHHA KU
JIPYTUX AOKYMEHTOB,

_ Ilo mepe [To mepe
HHCbOpMaLIHDHHble HITH PETNTAMCHTHPYROIIHX H
NOCTYTIIEHHA NOAroTOBKKH
CJIY)KBGHBI& NnUcCeMa COTIPOBOKIAOIIHNX OEATEIBHOCTD
IPOPEKTOPOB YnpasneHus
[TpoexT HOMEHKIATYPEI ExeronHo YV TBep:KIEHHYIO HOMEHKIATYPY J€N Esxerogno
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BeeneH BrepsbIe
IMonowenue 06 ynpasjieHHH KaApoB 10.02.2016r.
G AT (YK) Penaxims 3
crp. 17 w3 21
Ipnaoxenne [{

MaTpuua 0TBeTCTBEHHOCTH pabOTHHKOB Y IpaBJIeHHs KaJApoB

Hawansanx
Hawanmsuuk
Hassamiie nponecos HavanpHuk et oTIENna no
p YNPARICHAS pabore ¢
KaJpoB
o0y4aomHMHCH

1. Ilponeces! pyKoBOACTBA
anaﬁnerme HpOU.CCC&MH. Pacnpeﬂenerme OTBETCTBEHHOCTH U P/O v v
[TOTHOMOYMH
Anamns JEATENRHOCTH MOIYHHECHHBIX OTACTOB U (bopmnpoaaﬁue P/O v v

OCHOBHBIX HarpaBleHHH pa3BUTHS Y IpaBlIeHHS.

ITpunsATHE Mep, 0OecneuUBAaIOLLMX BBINOJHEHHE BCEMHU
paboTHHKaMH MOAYMHEHHBIX OTAENOB TpeOOBaHKH, 3aKPeTUIeHHBIX
B JIOKAJIbHBIX HOPDMATHBHEBIX AKTaX YHUBEPCUTETA MO P/O Y b4
JOKYMEHTALMOHHOMY 00ecneueHnIo yNpaBaeH!s B Npeaenax
KOMIMETEHLIMH OTAEI0B

2. ITpoueces! JKH3HEHHOT0 MHKJIA MPOAYKIIHH

PykoBozcTBO pa3paboTkoil NOKaIBHBIX HOPMATHBHBIX AKTOB ITO
BOIpOCAM KaJIpOBOro y4eTa U JOKYMEHTaLMOHHOrO P/O X Y
conpopoxaeHus 00y4ueHus no nporpammam cpeadero CI1O u BO.
DopMUPOBAHHE OTHETOR O JEATENLHOCTH Y IPaBIeHH 110
TpeOOBaHUIO PEKTOpa (WM HHOTO YIOJIHOMOYEHHOTO JIMLA) B P/O ¥ ¥
rpejenax CBoeH KOMIETEHLIMH.

VuacTie B pazpaboTke U BHeApeHHH HOBBIX 3 (HeKTHRHBIX
npoueccos paboTel ¢ KaJpOBBIMH JOKYMEHTaMH Ha OCHOBE
ONTHMM3ALHH JOKYMEHTONOTOKOB Y HCIOJIB30BAHMA P o -
OpraHyu3alMOHHON M BEIYHCIUTEIBHOM TEXHHUKH (Y4eT, KOHTPOIlb
HCTIOJTHEHH A, OTIEPAaTHBHOE XpaHEHHE).

Odopmnenue kaaposoro aeuxKeHHs pabOTHHKOB U (JOPMUpPOBaHUE
YUETHBIX JOKYMEHTOB (JIMYHBIX Jen) paGOTHUKOB B COOTBETCTBUH C P 0 -
TPYAOBLIM 3aKOHOIaTEECTBOM.

YyacTue B JOKYMEHTALIHOHHOM COTIPOBOYKACHUH [BH/KEHHS
00yHaroLKXCs FOJIOBHOTO YHHBEPCHTETA [10 IIPOrpaMMamM CpeHero
npolecCHOHANIBHOro 06pa30BaHKA M BEICLIETO 00pazoBaHus —
GakanaBpHar, CrielHAITUTET, MATHCTPATypa, B TOM 4YHCIIe P - 0
GopMHpPOBaHHE YYETHBIX JOKYMEHTOB (JIMYHBIX J€N)
00y4arLKUXCsl B COOTBETCTBUY C HOPMATHBHLIMHM NPABOBLIMHU
akTamy (pejiepalibHbIX OpraHOB YIIpaBieHHUs 00pasoBaHueM.
VYuyactue B onpeeneHny Kpyra KOMIIETEHIH H OTBETCTBEHHOCTH
pabOTHHKOB MOJYHHEHHBIX CTPYKTYPHBIX M0APA3AeIeHHH.
Obecrnieuenue BEITIONHEHUS BCeMH pabOTHUKAMH ITOTYHHEHHBIX
rofipasfeNnieHnii TpeboBaHMi, 3aKPETIEHHBIX B JIOKATIBHBIX P 0 (o)
HOPMATHBHEIX aKTaX YHHBEPCHTETA MO JOKYMEHTAIIMOHHOMY
obecreveHHIo yNpaBJIeHHs B Ipeenax KOMIETeHIIHH
NoApasIeIcHHH.

YnparneHne HaNpaBICHHOCTHIO NOJUHHEHHBIX TOAPaze/IeHHH Ha
roTpebuTeNeif, B TOM uMcne OpraHu3alis npueMa pabOTHHKOB,

= P 0 0
obyuaronmxcsa mo nporpammam CIIO 1 BO, ux npeacrasuteneit mo
BOMpOCAM JIEATENBHOCTH YIPaBIeHuS.
DopmHpoBaHUe H BeJleHHe OaHKa JaHHBIX 0 KOIWYECTBEHHOM H P 0 )

Ka4CCTBEHHOM COCTABE paﬁo’rﬂnma YHHBEpPCUTETA,
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Beenen Briepsrie
IMonoxenne 00 ynpaB/ieHHH KaapoB 10.02.2016r.

CMEITY (YK) Penaxuus 3

cTp. 18 3 21

Hauamsuuk

Hauanenuk
q Hauansumk - oTaena no
a3BaHHeE Mpoliecca yIIpaB/ieHus . pabote ¢

B
. obywalomuMucs

YuyacTre B KOMNIIEKTOBAHWM PabOTHUKAMH CTPYKTYPHBIX
noapazaeneHuit yausepeutera. Ilouck, 0TO0p U pacctaHoBka
paboTHUKOB TPeGyeMbIX TIpodeccHii, CrielanbHOCTH |

KBATH(HMKALMH B COOTBETCTBHH C MUCCHEN U CTPATErMUECKHMHU : ©

HeNsSMU M 3a1a4aMH Y HUBEPCHTETA, H3MEHAIOIUMHCS

BHYTPEHHHMM ¥ BHEIIHHMHU YCIIOBUSIMH €T0 JESTEILHOCTH.

I1poBeneniie paGoTel Mo HOPMUPOBAHHUIO U NOATOTOBKE pe3eppa P/O y i

KapoB Ha 3aMeleHHe PYKOBOIAMINX JO/IKHOCTEH B YHUBEPCHUTETE.,

PaspaGortka npeanoxenuit o mopske npuema Ha paboTy 1o
KOHKYPCY B COOTBETCTBUH C MTOPSIIKOM, YCTAHOBJIEHHBIM
ASHCTBYIONIMM 3akoHOAaTenbeTBOM PO. Yuactue B pabore mo P/O Y =
METOAHYECKOMY U HHOPMAIIMOHHOMY O0ecrneueHuIo
KBAJIH(HUKALMOHHEIX, ATTECTALMOHHBIX, KOHKYPCHBIX NPOTENYD.

AHa/In3 IBUKEHNA KaJPOB M NIPUYMH UX TeKyuecTH. PazpaboTka,
peaji3aliis H KOHTPOITb pealiu3auyy MEPONPHATHH, HATIPaBIEHHbIX
Ha YKpEI/IeH!e TPYAOBOH MHCLIUTUIMHEI, CHIDKEHHE TEKYUECTH
KaJpoB M 1oTepb pabo4ero BpeMeHH.

Ob6ecneuenyie 3aKOHHOCTH B chepe TPyAOBBIX OTHOIIEHHI B
YHHUBEpCHTETE,

Odopmienre NOKyMEHTaLMK [T EHCHOHHOTO (DOHIA B LENAX
CODMIOEHNA NIEHCHOHHBIX MPaB PaGOTHHKOB U 00YHAOLHMXCS P 0 0
YHUBEPCHTETA.

VyacTue B peausaiyy KoMIuiekca OpPraHM3alHOHHO-KaPOBBIX
MEPOTPUATHHA, HATIPABICHHBIX Ha ONMTHMM3ALHIO OPraHH3aI[HOHHOM P 0 -
CTPYKTYpEl YHUBEPCHTETA.

Opranuzauus npoLeccos 0hOpMIEHNS, Y4eTa U BEIIAYH
AOKYMEHTOB 06 06pa3zoBaHuy M(HITH) O KBATU)UKALIHKA
00y4aIoLKMMCs NOJIOBHOTO YHUBEPCHTETA MO MPOrpavMMam P - 0
CpeiHero npogeccHOHaNHOT0 0OPa3OBaHM | BBICLIETO
obpasoBanus — 6aKanaBpHar, CIIELMATHTET, MATUCTPATYDA.

HMudopmaunonsoe conpoBox/ieHHe AeSTENEHOCTH, B TOM YHCie .
NOATOTOBKA OTBETOB HA 3aINPOChl BHYTPEHHHMX M BHEIIHUX P 0 0
noTpebureneii B npegenax komnetenmn YK,

BaaumorneiicTere ¢ rocy1apcTBeHHBIMH OpraHaMK M HHBIMH
OpraHM3alMsMHE 110 BONPOcaM noabopa Kanpos.

3amuTa CBeeHMH OrpaHHYSHHOrO PACTIPOCTPAHEHHS B npenenax

2 P/O ¥ v
CBOEH KOMMETEHLIMH.

Opranuszauus u peanusauys NOArOTOBKH OTBETOR HA 3aIpoCEl
FOPUAMYECKHX H (PH3HYECKHUX JTHLL [0 KATPOBOMY COCTARY,
y4eOHbIM M 001LMM BONIPOCAM B Npe/ieNiax KOMMETEHIMH
YnpasneHss.

3amuTa CBe/IeHMH OrPaHHIEHHOTO PACTIPOCTPAHSHHS B npeaenax

o P/O ¥ by
CBOEH KOMITETEHLIMH.

3. Ilpoueccel H3MepeHHS, ANATH3A H YJIYIIIEHHs

AHaTH3 yOB/ETBOPEHHOCTH BHELIHHX M BHYTPEHHMX

” - P/O ¥ ¥
norpedurenel paboToii NOTIHHEHHBIX OTAETOB

Ouenka feATeNbHOCTH MOAYMHEHHBIX OTAE/IOB Ha npeaMeTr
KaHECTBEHHOT'0 H CBOCBPEMEHHOTO BEINONHEHHS BO3IOXKEHHBIX P/O ¥ ¥
YHKUHH.
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BeeeH BriepBeIe
CMK II'TY [Mono:xkenue 06 ynpaBieHUH KaJpos 10.02.20165.
(YK) Pepakuus 3
cTp. 19 u3 21
Havanmbnuk
HauwansHuk
i P— nporecea Hawansauk o OTe4 10
YIpPaRNCHUS St pabore ¢
RApVE oDyqAIIIMMACH
BHyTpeHHHe ayauTsl P/O Y v
4. OGecneunBariue NPOLECCHI
MarepHanpHO-TEXHHYECKOE CHAaDKeHHE P/O Y y
VriparneHue npou3BOACTBEHHOR Cpeaoi P/O y v
VrpaejeHue Kagpamu P/O v v
VYrpaeneHnue T0KyMeHTaIHeH P/O y y
YrpapaeHue 3alucsAMH [0 MPoLeccam P/O Y Y
Oxpana Tpyna. [Noxkapnas 6esonacHocTs. ' pakaatckas oGopoHa P/O Y v
Obo3HaveHue:

P — pykoBoACTBO (MPHHATHE PEILEHHS)
O — Hecer OCHOBHYIO OTBETCTBEHHOCTS;
Y — obs3aTenbHO YUacTBYET;

H — undopmupyercs.
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Beenen Bnepeie

[Monoxenne 06 ynpaBieHHH KaJpos 10.02.2016r.
CMK II'TV eteny o
(YK) Pepaxuus 3
ctp. 20 3 21
JIueT perucTpanuu H3MeHeHH i
=
= OcuoBanue 118 u
] Homepa BHECEHUS] H3MEHEHHH SR s e
= M3MEHEHHBIX (Ne 1 HAaMeHOBaHHE
2 JHCTOB PACTIOPSHTEILHOIO davmus, Ioamucs, nata
Z IOKYMEHTa) AHUI{AAILI BHESEHIL
H3MeHeHHs
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BeeneH Bnepesie

TMonoxenue 06 ynpasieHnH Kaapos 10.02.2016r.
e LR (VK) Penaxums 3
ctp. 21 u3 21
Jluer o3HaAKOMJIEHHSI
)IOJI}I{HOCTL DaMHuIHsl, HHUIHAIBI Hara Iognucek
1 2 3 4
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