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HOJIOKEHUE OF YIIPABJIEHUU KAIPOB

1. O0une moroxenus

1.1. Hactosmee ITonoxenue o6 ynpasnerun kagpor ®I'EOY BO Ky6I'MY
Mumnszapasa Poccun (nanee — IlonoxxeHne) sBIsSETCS JOKAIGHBEIM HOPMATHBHBIM
aKTOM, YCTaHaBIMBAaIOUIMM LENM, 331a4¥, QYHKIWH, OpraHM3alMOHHYIO
cTpykTypy ynpasienus kanpos @I'bOY BO KyoI'MY Munzapasa Poccuu (nanee
- YHUBepCHTET).

1.2. VYmpasnenue KafpoB SBISETCS CaAMOCTOSTEIBHBIM CTPYKTYPHBEIM
HOApasfeleHneM YHHUBEPCHUTETA, M IIOJUMHSETCA HEMOCPEACTBEHHO PEKTOPY
YHuBepcurera. ]

1.3. Ymupasnenue KaZpoB c€O37aeTCs, W IJHKBUIUPYETCS Ha OCHOBaHWUH
IIpUKa3a pekTopa YHUBEepCUTeTa 0 perenuio Pexropara.

1.4. B cooTBeTcTBUH CO CTPYKTypOM YHHBEpPCHTETa YIPaBICHHE KaJpOB
OCYIIECTB/SET KaJpoBoe obecredeHne, (OPMHUPOBAHUE apXHWBHOTO (HOH/A
YHHUBEPCUTETA, & TaK K€ KypPHpyeT BOIIPOCH! CTPYKTYPHOT'O MOIpPA3IeNeHus - 2-5
JaCTb.

1.5. Ilensio nesTenbHOCTH YIpaBIeHUS KaJpoB sBISeTCA (OpMHpOBaHME
KaJ[poOBOTO COCTaBa, IOAGOp, Y4YeT, PacCTaHOBKA KaJpOB, BEIEHHE KaJpOBOIO
yuyeTa paDOTHUKOB YHUBEPCHUTETA, YIOPSIOYNBAHHE TTPOIIECCOB KOMITJIEKTOBAHM,
YYET M HCIIONB30BaHUE JOKYMEHTOB IIO TMYHOMY COCTaBy, COXPaHHOCTB, Y4eT,
0T00p, YNOpSANOYEHHME M HCIOIb30BaHHE JIOKYMEHTOB ApxuBHOIO (HoH/IA
YHuBepcurera, 00pasyrolMxcs B ero NeATeIbHOCTH.

1.6. B cBOEH NeATENBHOCTH YIpaBlieH:e KaJpoB PYKOBOACTBYETCS:

- Konctutyuuei Poccuiickoit @enepanuu;

= TPYHAOBBIM 3a8KOHONATENECTBOM M HMHBIMHM aKTaMH, COIEpIKAIIMMH
HOPMEL TPYZOBOr'O IIpaBa;

- OCHOBaMHM  apXMBHOIO  33aKOHOJATENhCTBA M  HOPMATHUBHBIMH
IpaBoOBBIMU aKkTamMu Poccuiickoii Meiepanyy, B 4aCTU BeICHUS JOKYMEHTALUH 110
IIEPCOHAIY;



- 3aKOHOZaTenbcTBOM Poccuiickodi @enepammy 0  MEpCOHAIBHBIX
NaHHBIX;

= HOPMaTHBHBIMH IpaBOBEIMH akTtamu Poccuiickoit @emeparuy,
PEeryIMpYIOIUMHE ~ IIpaBa M O0fA3aHHOCTM  IOCYJApCTBEHHBIX  OPraHOB,
IPOQECCHOHANBHBIX COI030B U APYIUX IPEACTABUTENLHBIX OPraHOB PabOTHHKOB
110 IIPEJOCTABICHHUIO YUETHOM NOKYMEHTAIIUH;

= JIOKaIbHBIMU HOPMAaTHUBHBIMHU aKTaMH VYHuBepcurera,
PEryIHpPYIOIMMH IOPSAIOK OQOPMIIECHHS PACTIOPSIUTENBHEIX ¥ OPraHU3aI[MOHHBIX
JIOKYMEHTOB I10 IIEpCOHAY;

- TpeOOBaHUAMY MeXIyHaponHbX cranmapros MCO, HOpMAaTHBHEIX
JIOKyMEHTOB B O0JNAacTH KauecTBa, B TOM dHclIe PyKOBOACTBA 1O KadecTBy H
noxkymenrauueit CMK ®I'5OY BO Ky6I' MY Munznapasa Poccuy;

- 3aKOHOHATenbCTBOM  Poccuiickoit  @Demepanui o0  BOHHCKOM
OOsI3aHHOCTH ¥ BOEHHOM CIIy)k0e H MHCTPYKLKMEH II0 OCYIECTBICHIIO BOMHCKOTO
ydJeTa B OpraHH3alliy;

- YcraBoM YHHUBEpPCHTETA,

— IlpaBuiiamMi BHYTPEHHETO TPYAOBOTO pacmopsaka ¥ KommeKTHBHBIM
JIOTOBOPOM Y HUBEpCHUTETA;

- HacrosnmM Ilonoxenuem, NprUKasaMu ¥ PACIOPSDKEHUSIMH PEKTOpA
YHuBepcuTeTa.

1.7. IlpaBo mocTyma K JOKyMEHTaM YIpaBlieHHMs KajipoB, 2-0if 4YacTu
(IOMHMO €ro COTPYIHMKOB) HMEIOT PEKTOp, HA4albHHK VIIPABICHHS IO
0e30macHOCTH, TJIaBHBIM CHEIHANMCT [O 3alliTe€ TIOCYJApPCTBEHHON TallHBL
Brinaya JOKYMEHTOB M3 ApPXMBHOro (oHZ2 YHHBEpPCHTETa OCYIIECTBISIETCS B
COOTBETCTBMM JOKyMeHTUpoBaHHOH mnpouenypoi CMK ®I'BOY BO Ky6I'MVY
Munsnpasa Poccun.

1.8. Ynpasenune kaJJpoB UMeeT KPYIILYIO [eYaTh I JOKYMEHTOB CO CBOUM
HaMCHOBaHUE «YTIpaBlleHWe KagpoB» M yKa3aHHEM [IPUHAMIEKHOCTH K
YHUBEPCHTETY, HAXOISLIYIOCS B PACIOPKEHNH HAYallbHUKA YIPABIEHHS KapOB,
a TaKoKe INTaMIbl U APYrHe aTpuOyThl, 0(OpMIIEHHE KOTOPEIX OCYINECTBISETCS B
COOTBETCTBUH C YCTAHOBIEHHEIM B Y HUBEPCUTETE MOPSIKOM.

1.9. Opurusan 1aHHOTO TOKANEHOIO HOPMATHBHOIO JOKYMEHTA XPAHHUTCS ¥
HavalbHUKA YNPaBICHHS KaupoB YHuBepcurera. Hacrtogmee Ilomoxenue
BCTyIIa€T B CHJI[y C MOMEHTa €ro YTBEP)KICHUS PEKTOPOM VHHBepCHTeTa 1%}
JIEHCTBYET 10 €r0 OTMEHEI.

1.10. Mzmenenus B Hactosimee IlonokeHHe BHOCSTCS NPUKAa3oM PEKTOpa
YHuBepcurera.

2. CTpyKTypa H KapOBbIii COCTAB YIPABJIeHHS KaIpPOB

2.1. Crpyktypa ®W INTaTHas 4YHCJICHHOCTh  yNpPaBIeHHs  KaipoOB
ONpefeNIAeTCs IITAaTHBIM PacIHCAHUEM YHHBEPCUTETa, YTBEPKIAETCS PEKTOPOM,
HCXOMs U3 YCIIOBUA U C YYETOM pellaeMBbIX 3a1ad.



2.2. YupapieHue KaapoB BO3ITABIAET HAYaJbHUK YIIPABIEHHS KaJpOB,
KOTOPBIA  IOJUYMHSETCS  HENOCPEACTBEHHO  PEKTOpPY  YHHUBEPCHUTETA, M
OCYILECTBIIIET HEIIOCPEICTBEHHOE PYKOBOJCTBO YIPaBIeHHEM Ka/[pOB.

2.3. HayanpHuKa yIOpaBleHHs KaJpoB Ha3HAYAeT PEKTOp YHHMBEPCHUTETA,
IpU YCIOBHMM BBITOJHEHHs KBaJU(QHKALKMOHHBIX TpeOOBaHWM K HEMY: BEICIIEE
npodeccronanbHoe 00pa3oBaHue N0 HANPABIEHHUIO «YIIPABIEeHHE HEPCOHANOMY,
«Conmonorus, «IIcuxonorus», bakyneTaTHBHOE IOIIOJIHUTENEHOE
npooOpazoBanye (Kypchl MOBBIINEHUS KBATUGUKAIMY WM IEPENOArOTOBKA U
Tak Jlajee), ¥ CTax paboTHI [0 OpraHU3aIH YIIPABJIeH s KaApaMy He MeHee S JieT.
OcBobOXI@aeT OT JMOIKHOCTM HaYalbHUKA YIPABIEHHS K4IPOB PEKTOp
VYHuBepcurera.

2.4. PabOTHUKM yOpaBIeHHUS KaJpOB MNPHHUMAIOTCS, M YBOIBHSIIOTCS
IIPHKA30M PEKTOPOM YHHUBEPCHTETA IO MPECTABICHHIO HaYalbHHKA YIIPABIEHHUS
KanpoB. PaboOTHUKM yIIpaBleHWS KaJIpOB BBIIOIHSIOT CBOM JIOJDKHOCTHEIE
O0sA3aHHOCTH B  COOTBEICTBMH C  JOIDKHOCTHBIMH  HMHCTPYKIMSMH |
KBaTH(UKAIIMOHHBEIMHA TpeOOBaHHUSIMHU npo¢decCHOHATEHOTO cTaHzapTa
«CrenManucT 10 YIPaBIEHUIO IEPCOHATIOMY.

2.5. ObsA3aHHOCTH pabOTHHKOB YIIPaBIEHUS KaapOB YCTAHABIMBAIOTCA
HacTosiuM [lonmoxkeHueM W JOIDKHOCTHBIMHM HHCTPYKITHSMH, YTBEPXKICHHEIMA
PEKTOPOM Y HUBEPCHUTETA.

2.6. Ilonoxenne 06 yNIpaBleHHH KafpOB H JOJUKHOCTHBIE WHCTPYKIHHU
paspabaThIBacT HAYaIbHUK YIIPABICHUS KaIPOB.

2.7. Pacnpenenenue JOJDKHOCTHBIX 00s3aHHOCTeH Mexmy pabOTHHKAMH B
YIpaBJIEeHHH KaJpOB BO3JIaraeTCs Ha HAYaIbHHUKA YIIPaBICHHUs KaJIpOB.

3. OcHoBHEBIE 3alavyM yIpaBJ/IeHHS KaapoB

3.1. Opranmsanus 1 obecredeHHe MPOBEICHUS eIUHON KaapOBOH IOIUTHKH
B YHHUBEPCUTETE COBMECTHO C PEKTOPATOM H PYKOBOJHUTENIIMH BCEX CTPYKTYPHBIX
IIO/Ipa3ieNICHUI Y HUBEPCUTETA.

3.2.Obecrnieduenre CTPOroro COONIONEHHS TPYOOBOTO 3aKOHOIATENHCTBA
Poccuiickoit ®enepauuu, YcraBa VYHEBepcutreTa H I[lpaBun BHYTpeHHEro
TPYZOBOTO paclopsaka YHUBEPCHTETA.

3.3. Opranusanys BOEHHO-Y4eTHOH paboThI.

3.4.Kontpone Hajx BeneHHeM TabenpHOro ydera pabovero BpeMeHH
npenofaBareneii U COTpYHUKOB Y HUBEPCHTETA.

3.5.1loAroToBKa NPOEKTOB NPHKA30B M yKa3aHWH pPEKTOpa 110 KaJpOBEIM
BOIIPOCaM.

3.6.1IpoBenenyie aHanu3a COCTOSHUS TPYJOBOM MUCIIMIUIMHEI M TEKy4eCTH
KaJIpOoB.

3.7.1loAroToBKa W TPENCTABICHHUE B YCTAHOBIEHHEIE CPOKH TEKyLleu u
IUTAHOBOM OTYETHOCTH, NPYTHX CIPABOYHO-WH(DOPMAIIHOHHEIX JAHHBIX.

3.8.Ilnannposanue norpebHocTH B Kajpax. Co3manue pesepsa KaapoB s
BBEIJ[BIDKEHUS Ha PYKOBOJISIIIIAE JOJKHOCTH.



3.9. OgopmieHre TPYHOBEIX JOIOBOPOB, 3(Q(EKTHBHBIX KOHTPAKTOB C
paboTHHKAMH YHHBEPCHTETa, a Takke IBIKEHHS IJIMYHOIO COCTaBa, BEIEHHE
JIMYHBIX nein, MEPCOHAIBHOTO %4 CTaTHUCTUYECKOTO yuaéra
podeccOpCKO-TIPEOIaBaTebCKOI0 COCTaBa M HHBIX, KaTeropui pabOTHHKOB
YHuBepcurera.

3.10. Obecmeuenue cobmoIeHUs NpaB, IPEIOCTABIECHUS JIbIOT W rapaHTHH
paboTHUKOB YHUBEPCHUTETA.

3.11. Yuer, obecmeyeHHe COXPAHHOCTH, CO3[aHHE HAY4YHO-CIPaBOYHOI'O
anmapara, MCIIOJIb30BaHUe JOKYMEHTOB, XPaHAIIMXCS B apXHBE.

3.12. TlogroroBKa W CBOEBpPEMEHHas Iieperada JOKYMEHTOB ApXHMBHOIO
donma VYHuBepcHTeTa Ha TOCYJapCTBEHHOE XpaHEHHE C COOIIOJCHHEM
TpeGOoBaHMH, ycTaHABIMBaeMbIX [ 0Cy1apCcTBEHHOM apXMBHOM CIIyk00i# P.

4, ®yHKIHH yIPABJIEeHHU KaIpPOB

4.1. Opragmszamus paboTel MO OOECIEYEHHIO YKOMIIEKTOBaHHOCTH
YHuBepcUTETa KaJpaMu.

4.2. COBMECTHO C PYKOBOJHUTEISIMH COOTBETCTBYIOIIMX CTPYKTYPHBIX
mofpasieieHui Y HuBepcuTeTa Noa00p, U3y4eHHEe H PaCCTaHOBKA KaIpOB.

4.3. OxasaHue COAEHCTBHS B pa3paboTke INTAaTHOM CTPYKTYPSI
Hofipa3ieNieHuii Y HUBEpCHTETa, UCIIONb30BaHKE IITATHOIO PACIMCAHUS JJIs yUeTa
BaKaHCHM YHUBEpCUTETA, aHAIM3a 3aHITOCTH PAOOTHUKOB H T.1,.

4.4. OdopmieHue IpUKa30B PEKTOpa Y HUBEPCUTETA 110 IMYHOMY COCTaBY
¥ T10 OCHOBHOM JIeATEIbHOCTH Y HUBEPCHTETA.

4.5. CocraBleHre TPYIOBEIX IOrOBOPOB, 3((EKTHUBHEIX KOHTPAKTOB C
paOOTHUKAMH, COONIOJCHHE CPOKOB COCTaBIEHHsS TpPYAOBBIX IOrOBOPOB,
3 heKTUBHEIX KOHTPAKTOB.

4.6. YdeT TPUHATBIX U YBOJEHHBIX COTPYIHHKOB YHMBEDPCHTETA,
mepefiaya cBeleHuH 06 UMeIomMXCsl BaKaHCHAX B IIEHTP 3aHATOCTH.

4.7. @opMHpOBaHHE U BEJCHHE JTUYHBIX Ael pabOTHUKOB YHHBEPCHUTETA,
BHECEHNE B HUX U3MEHEHUH, CBI3aHHBIX C TPYAOBOM AEATENEHOCTEIO.

4.8. Pabora ¢ aBTOMATH3MPOBaHHOM CHCTEMOM ydYeTa  KaJpoB.
dopmupoBaHUe W BelleHHe 0aHKa NaHHBIX O KOJIMYECTBEHHOM M KayeCTBEHHOM
cocTaBe KaapoB.

4.9. BeneHue yCTaHOBJICHHON JOKYMEHTALIMH 10 KaJpaM.

4.10. 3anonHeHWe, yI€T U XpaHEHUE TPYLOBLIX KHIKEK.

4.11. TlomcdeT HAyYHO-TIENArOTMYECKOro, TPYIOBOIO M CTPaxOBOrO CTaXKa
KaXxJoro paboTHUKA Y HUBEPCHUTETA.

4.12. CocraBnenre W BeneHuWe rpaduka OdYepeIHBIX OTIIYCKOB, BEIEHHE
y4era TIPeIOCTaBlIeHMA paOOTHHKAaM eXEeroAHBIX OTIYCKOB, YBEIOMIICHHE
paboTHHKa O BpeMEHHM Havajla OTITyCKa.

4.13. Benenuwe [OKYMEHTAMH 10 TIEPCOHU(DUIIMPOBAHHOMY y4eTy W
IIpeNCTaBlIeHHE CBENEHUM O CTPaxOBOM CTaXke paOOTHHKOB B OPTaHEI COLMAIIBHOIO
obecrieyeHusl.



4.14. OdopmieHre H Bbiada CIPaBOK O TPYIOBOH HeATENBHOCTH
pabOTHUKOB Y HUBEPCUTETA.

4.15. OdopmieHue NPUKA30B M MaTepHaloB i NPELOCTABICHUI K
IOOILPEHKIO PabOTHUKOB YHUBEPCUTETA, @ TAKKE HAIOXKCHHUA AUCIHAIIIMHAPHEIX
B3BICKAHHM.

4.16. OBecredeHne KOHTPONS Npd IpueMe Ha paboTy wix obydeHHe 32
HanpuueM y pabOTHHKOB JOKYMEHTOB, YIOCTOBEPSIOLIUX BOMHCKHMI y4YeT H
HaX0XIEHHEM X Ha BOMHCKOM y4eTe.

4.17. Opraumsamusi  BOMHCKOTO — ydeTa  DabOOTHHKOB, — CTY/ICHTOB,
peOHIBAIOLINX B 3a1Iace U TPaX/iaH, MOJJIeKAIIKX IPU3BIBY Ha BOCHHYIO ciyx0y.

4.18. Odopmienne GpoHuposanms paboTHHKOB. Benenue — ydera,
obopMIIeHrE U HAIIPABIIEHHE TOKyMEHTOB B BOCHHEIE KOMUCCAPHATEL.

4.19. Odopmuende @OPUKA30B O  KOMAaHAMPOBAHWM  COTPYIHHKOB
YHuBEpCUTETA.

4.20. KonTpons Ham COOMIONEHMEM IIPABUI BHYTPEHHErO TPYHOBOIO
pacrnopsiika paboTHAKaMK Y HUBEPCUTETa.

4.21. E>xeMecsyHBIM KOHTPONb BeeHus Tabens ydeTa pabodero BpeMEHH
COTPYIHHMKOB Y HUBEPCUTETA.

4.22. Oxazapyde MeTOAMYECKOW MOMOIIM PYKOBOJUTEIAM CTPYKTYPHBIX
nofpasfeNeHuil B MX TPAKTHYECKOd paboTe 110 COOJIIOCHUIO TPYZOBOTO
3aKOHOAATEILCTBA.

4.23. TloaroToBKa ¥ TPEACTaBICHHE OTYETHOCTH IO KaJpoOBOMY COCTaBy,
HAy9HOMY COCTaBY IIPETIOfaBaTeIeH.

4.24. CobmofecHHE HOPM, HalpaBIEHHBIX Ha 3allUTy TPYMOBBIX IIpaB
paboTHUKOB. Brinaya paboTHUKAM II0 HX IMCHMEHHOMY 3asABIICHUIO 0e3B03ME3IHO
KO JOKYMEHTOB, CBS3aHHBIX ¢ paboTOM (KOImMH TNpHUKas’oB O IPUEME,
YBOJIBHEHUH, BBLICKU U3 TPYIOBOH KHIDKKY U TE.):

4.25. Cobmonesne TpeGOBaHUM NpaBuJl 3aIKUTHI IMEPCOHATBHBIX JaHHBIX
pabOTHUKOB, MX HCIIONB30BaHUA, 06paboTKH, XpaHEHHs M TOpsjKa Iepenain
[epCOHABHBIX JAaHHBIX PabOTHHUKOB.

4.26. llpenocraBieHue CBeIEHHH 0 IOOMIEHHBIX Aarax IIpero/iaBaTeied u
COTPYIHUKOB Y HUBEPCUTETA B PEKTOPAT.

4.27. Odopmiienre W y4eT IMCTKOB HeTpy0CIOCOOHOCTH PabOTHHUKOB
YHUBEPCUTETA.

428. Vuactie B paboTe IO KOHKypCHOMYy OTOOpY NPETEHIEHTOB Ha
zaMeleHne  JOIDKHOCTEH  IpodecCOpCKO-IPENofaBaTe/Ibekoro — COCTaBd.
[ToAroTOBKa IIPOEKTOB IPHMKA30B, ONPENEISIOMKX IOPSANOK OpraHU3allih M
IIPOBeIeHMs] KOHKYPCHOTO 0TOOpa B CTAHOBJICHHBIE CPOKH. IToarotoBka IepevHs
IIPETEH/ICHTOB, TIOIJIIKAIIX KOHKYPCHOMY otbopy.

4.29. VuacTHe B aTTeCTAlUU pabOTHMKOB YHuBepcuTeTa. OCYIICCTBICHHE
JOKyMEHTUPOBaHMs ~ pabOTBl  aTTECTALOHHBIX KOMMCCHH,  BBIIOJIHEHAE
TeXHUYECKHX paboT 0 pealn3aliy PeKOMEH/[aIHK aTTeCTAlHOHHBIX KOMHCCHH.

4.30. KonTpois Ha/l cobmmoieHreM CPOKOB n30paHus
npo¢eccoOpCKO-TIPENIOAABATENECKOro CocTaBa, BEIOOPOB 3aBEAYIOMUX Kadenpamu
U JeKaHoB (aKyJbTETOB.



4.31. OdopmiieHHe KOHKYPCHBIX OOBSBICHHH Ha 3aMELICHHE BAKaHTHBIX
JIOJDKHOCTEH U cocTaBlieHue rpaduKoB u30paHus.

4.32. OcyllecTBIIeHHe XpaHEHMS W Iepefladd JOKYMEHTOB IO JIMIHOMY
COCTaBy B AapxXWB YHMBEPCHTETa COITaCHO HOMEHKJAType [OKyMEHTOB
yIpaBlIeHus KaJapOB.

4.33. IlpoBenenrie IOPHAMIECKON IKCIEPTHU3B!I KaAPOBBIX NOKYMCHTOB Ha
IpeAMeT WX ~ COOTBETCTBHSI ~TPYHOBOMY  3aKOHOJATENBCTBY M IpyTrHM
HOPMATHBHO-IIPABOBLIM JIOKYMEHTaM.

4.34. PaccMOTpeHHE ajio0 W 3asBleHuM pPabOTHMKOB O HapyIICHAH
TPY/IOBOTO 3aKOHOAaTeNbCcTBa. lIpuEsArTHe Mep K BBIABJICHHMIO U YCTPAHCHHIO
TIPHYHH, TTOPOXKIAIOIINX JKal00BI pabOTHHKOB.

435. Koucyneramuyd paOOTHHKOB YHHBEpCHTETa IO BONpocaM KX
IPABOBOTO  MOJIOKEHHS, TPYHOBBIX OTHOIIGHMH, a TaKKe coOMroHeHYS
YCTAHOBIEHHBIX 3aKOHOJ[ATeIBCTBOM IPAB, FapaHTHH 1 KOMIIEHCAIIHH.

436. Oprapwzaids HCIONL30BAHWS W XPaHCHHA  JNOKYMEHTalIbHBIX
MATEpUAJIOB, 3aKOHYEHHBIX NeJONPOU3BOJCTBOM.

4.37. IlpueM B apxXuB, He IIO3/[HEE, Y€M yepe3 3 roja Iocye 3aBepICHNs
IIeNOTIPOU3BOICTBOM, YIeT ¥ XpaHeH!e JOKYMEHTOB CTPYKTYPHBIX nopazeneHui
VHuBepcuTeTa,  O00OpabOTaHHBIX B~ COOTBETCTBHH  C TpeOOBaHMIMH,
ycTaHoBNeHHBIME ['0Cy TapCTBEHHOM apXUBHOK ciyx00ii PD.

4.38. PaspaboTka H COITIACOBaHHE C COOTBETCTBYIOUIMM apXUBHBIM
OpraHoM rpa¢uKoB IIpeCTaBICHUI onucen Ha paccMOTpeHHE
skcmepTHO-TIpoBepouHoil  komuccuu IKY  «Kpaiirocapxms» ¥ nepenada
apxuBHOrO (h)oHIA YHHUBEPCHTETA HA FOCYIApCTBEHHOE XPAHCHHE.

4.39. CocraBieHue U MpeACTABIECHHE He MMO3IHEE, YeM 9epe3 2 ropa mocnue
3aBepIIEHHUs] JAeNONPOU3BOJICTBOM, IOJIOBBIX Pa3JICnoB ommceil Aen MOCTOSHHOTO
XpaHeHuss ¥ TI0 JMYHOMY COCTaBy Ha PpacCMOTpEHME SKCIIEPTHOM CILyKOBI
VHHUBEPCHTETA ¥ SKCIEPTHO-TIPOBEPOYHON KOMHCCHH T'KY «Kpaiirocapxusy.

4.40. OcymecTBieHue ydera u oOecledeHyue IONHOH COXPaHHOCTH
IPUHATEIX JeJl, BeJCHHE ydeTa HCIOJb30BaHMA JOKYMEHTOB, XPaHALIMXCS B
apxuBe.

4.41. CozmaHue, IONOJIHEHHE W COBEPIICHCTBOBAHNE HAyYHO-CIPABOYHOTO
anmapaTa K XpaHsIIEMCA B apxuBe AeNaM M JOKyMEHTaM, obecrieyeHye €ro
IPEEMCTBEHHOCTH C  HAYYHO-CIPABOYHBIM  allapaToOM — COOTBETCTBYIOIICTO
roCyZapCTBEHHOIO apXUBa.

4.42. Oprasuzanys MCIONB30BaHUS — JIOKYMEHTOB: UHGOPMUPOBAHUE
PYKOBOJICTBA ¥ PaGOTHHKOB Y HHBEPCUTETA O COCTABE U COACPIKAHHH JIOKYMEHTOB
apxuBa.

4.43. Beigada B YCTAQHOBIEHHOM IIOPSIKE JEN, NOKYMEHTOB HIIM KOIHK
JIOKYMEHTOB B LENX CIy:KeOHOro W Hay4HOro MCIONIb30BaHUA, A paboTsl B
[IOMEeIIEeHUH apXuBa.

4.44. VicionHeHWe 3alpOCOB OpraHM3alMii ¥ 3asdBlEHHH TIpaxnaH 006
YCTAHOBJIEHWH TPYAOBOIO CTaXa M JIPYTMM BOIpPOCaM COLMANBHO-TIIPaBOBOTO
XapaKTepa, B yCTAHOBIEHHOM TOPSJIKE Bblfaya KOMMK TOKyMEHTOB M apXHBHBIX
CIIPaBOK.



4.45. TlposemeHue SKCIEPTH3EI [IEHHOCTH JOKYMEHTOB, XPAHSIIMXCA B
apxuBe, yuacTue B paboTe SKCIePTHO! KOMUCCHN YHuBEpCHUTETA.

4.46. Oxazagme METOIMYECKON MOMOIM CTPYKTYPHBIM IOJApa3felIeHusIM B
COCTABTEHMY HOMEHKIIATYPHl Jel, KOHTPOJE IPaBUILHOCTH (OPMUPOBAHHA H
odopMiIeHHs el B IeNONPOM3BOJACTBE, a TakKe TOArOTOBKa Nl K Iepelaic B
apXuB YHHUBEPCUTETA.

4.47. BskeromHOe NpeICTaBJCHAE B COOTBETCTBYIOIME rOCYNapCTBEHHBIH
apXWB CBEJICHMI 0 COCTaBe U 00beMe JOKYMEHTOB 110 yYCTaHOBJICHHOM QopMme.

4.48. TloaroToBka W B YCTAHOBIECHHOM IIOpsIKe Iepefiada Ha XpaHCHHUC B
'COOTBETCTBYIONIMM TOCYIapCTBEHHBIH apXWB JOKYMCHTOB ApxuBHOrO (QOHIA
Poccuiickoil @enepalyy.

5. VnpagJienune noapasaenesuem. OcHoBHbIe PyHKIHHA HaYa IbHAKA
yIpaB/ieHHs KaJpoB

5.1. VopasiieHne  BO3IWABIMET  HAdalbHUK  YNPABICHUS  KaApoB,
HA3HAYAeMBIi ¥ OCBOGOXIAEMBIH OT IODKHOCTA DPEKTOPOM YHHBEpPCHTETa B
COOTBETCTBHH C JEHCTBYIONIMM 3aKOHOAATeNnsCcTBOM Poccuiickoi Denepaluy.

5.2. OGs3aHHOCTH, IpaBa ¥ OTBETCTBEHHOCTh HaYalbHHMKA YIPaBICHUS
Ka/(POB ONPENENAIOTCS NOIKHOCTHOM MHCTPYKIHEH M HACTOSIIUM [Tono)XxeHHEM.
B mepuoj BpEMEHHOIO OTCYTCTBHs HadalbHHKA YNPaBICHHST KalpoB (oTmycK,
6ome3nb, KOMAaHIUPOBKA ¥ Ip.), €ro O0s3aHHOCTH BBIMOIHACT BEIYLIUI
CIeNUANuCT [0 KaJpaM yIpaBleHHs KaJpoB, Ha3HAYaeMBIH IPUKa30M PEKTOpa,
HeCyUMHi  TOJHYIO OTBETCTBEHHOCTh 32 MX HAJUIEKAIIee HCIONHCHNE, C
06s3aTebEEIM O3HAKOMIEHMEM C JOJDKHOCTHOM MHCTPYKIMeH HadalbHUKA
yIpaBlIeHUs KaJIpOB.

5.3. HavanpHUK yIOpaBiIeHUsS KaJpoB IOMYMHACTCA HETIOCPEACTBEHHO
pekTopy YHHBepcHTeTa. PacnopsikeHHs HadalbHMKA YIPABICHHA KalpoB
06s3aTeNbHBl JUIS UCIONHEHHS BCEMH COTPYIHHMKAMHU YIPAaBICHHS KalpoB H
KyPHPYEMOT0 CTPYKTYPHOT'O IIOAPA3AEIICHIA 2-1 YacTH.

5.4. HayampHMK yOpaBICHHS KaJpoB  OCYINECTBISET PYKOBOJACTBO
[eSTENBHOCTEIO  KypHPYeMOro  CTPYKTYPHOTO — IIOApAa3fCNeHUs,  COINIACHO
CTPYKType YHUBEPCHTETa B COOTBETCTBHY C IEHCTBYIOMUM 3aKOHOATEIECTBOM 1
HOPMAaTHBHO-IIPABOBBIM aKTaM.

5.5. HavanbHHMK yIpaBileHus Kagpos o0ecnequBaeT IIEPCIEKTHBHOS
pa3BUTHE, Pa3pabOTKy M BHEIPEHHME CHCTEM MEHEDKMEHTA KadecTBa, BHEIPCHIS
HOBBIX TEXHOJOrMH II0 y4eTy IlepcoHana, MOKYMEHTOB (QOPMHPYIOIUXCA B
Hpoliecce AesSTeNBHOCTH Y HUBEPCUTETA.

5.6. HauanpHUK yIpaBIeHHS KaIpOB CaMOCTOATENIBHO PaclpeenaeT
JIOJDKHOCTHBIE ~ OOS3aHHOCTH MEXIy COTpPYJHHKaMM YIpPaBICHUS KaJpos,
2-ii 9acTH, B COOTBETCTBUM C ILENAMH ¥ 3aJadaMM, BO3JIOXCHHBIMU Ha 3TH
CTPYKTYPHBIE NIOJIPa3ICIICHHA.



6. JleJIoNpPOU3BOACTBO YIPABIEHHS] KaJApPOB

6.1. B ynpasnenud Kaapos, GOpMUPYIOTCs JOKYMEHTEI, KOTOPBIE OTPaXKaroT
e ¥ 337249y CTOSIIIE Nepe]l CTPYKTYPHBIM ITOAPa3ICIICHUEM.

6.2. CpOKH XpaHeHHUs OIPeNeNSIOTCs HOMEHKIATypOH Jen YHuBepcureTa
ycTaHaBIMBaeMble B cOOTBeTCTBHM C «llepedneM THIIOBBIX YIpPaBICHIECKHX
JIOKyMEHTOB, 06pa3yIoNuXcs B AEATENBHOCTA OPraHn3alii, ¢ yKa3aHueM CpOKOB
XpaHEHUs», YTBEPKACHHBIM PYKOBOIHUTEIEM @efiepalbHOM apXUBHOM CITYXKOBI
Poccun.

7. AMmyuiecTBO H CpecTBA yNpaBieHHs KaJpoOB

7.1. WmylnecTBo, IepeaHHOe YHHUBEPCUTETOM YIIPABICHHIO KaJpos,
HAXOJIMTCS B CTPYKTYPHOM II0/Ipa3IelleHiH, COCTOUT Ha DajaHce Y HUBEPCHTETA.

7.2. 3a yIpaBlIeHHEM KaIpoB B LelIx obecrmedeHus pabodero mpouecca
3aKPEILIIOTCS TTOMELIEHIS, KOMITBIOTEP], CETEBOe 000PYNOBAHHE U OPITEXHUKA,
CpeICcTBa CBA3M.

8. Bzaumopeiicreus. Ceszu

8.1. Jlns BIIONHEHWs (QYHKIHKA M peanu3allii NpaB yIPaBICHHE KaIpoB
B3aMMOJIEHCTBYET CO BCEMH CTPYKTYPHBIMH IIOJIpa3JENCHIsME Y HUBEPCHTETa Ha

ypOBHE PYKOBOIHTENEH U HCTIONHHATEIIEH [0 BONPOCAM HX KOMIIETEHIUU:

HaumenoBaHHE
noapaseeHus W/
JIOJKHOCTHBIE JIAIA

[omygenue

[IpenocraBnenue

JlomKHOCTHbIE JIHIA H HoApa3jeJeHust YHUBEPCHTETa

PexTop, IpOPEKTOPEI 11O
HaIpaBICHUAM

- IIPHKAa3bl B PaCIlOPIKCHH

- HoOIHcaHye IIPHUKa3os 1o
JUYHOMY COCTaBy H OCHOBHOM
JeaTCIIBHOCTH

CrpyKTypHBIe IOApa3/IeNeHA]
YHauBepcurTeTa

- B3aUMOJEHCTBHE 110
IIPOU3BOJCTBEHHOR
HeoOXOIMMOCTH B
YCTaHOBJICHHOM IOPSIKE,

- TOKYMEHTHI O IIPHEME,
IIepEeBO/IC B YBOJILHEHHUH
PpabOTHHKOB,

- TOKYMEHTHI 10 aTTeCTallHH
pabOTHHKOB,

- CIMCOK KaHIHIATOB B PE3EPB
KafIpoB, 3KCIepTHAas OLEHKa
KaHIAIAaTOB B PE3EPB,

- XapaKTepHUCTUKH Ha
pabOTHHKOB,

- OOBICHEHHS B MHCHEMEHHOM
bopme 0T HapyIIHUTENEH
TPYZOBOM JHCIHILIHHEL,

- KOHCYJIFTAIAOHHAS IIOMOIIb
npu 0HOPMIICHHH KaJpOBOH
JOKyMEHTAllUH,

- KOIIUH TMPUKA30B O IpHEME,
nepeMeINEeHUE ¥ YBOJIbHEHUH
pabOTHHKOB H KOIMH HHBIX
3amparuBaeMbIX KaJpOBEIX
JIOKyMEHTOB,

- KOITAH TIPAKA30B O
IpeJOCTABIECHHM OTIIyCKOB,

- IOKYMEHTEI [10 aTTEeCTallMH
pabOTHHKOB,

- IOKYMEHTEHI 110
(OpMHPOBaHMIO PE3EpPBa
KaJIpOB, IUTAHOB PabOTEI ¢
pe3epBoM KaJpoB,

- KOIHH AOJDKHOCTHEIX




- IUIAHUPYEMEIe TPaQHKH
OTITYCKOB,

- HCXOHbIE JAHHBIE JIJIS
COCTABIIEHHS IOJDKHOCTHBIX
HHCTPYKIHH pabOTHHKOB,

- Ty KeOHBIE 3AIUCKH
PYKOBOJHTENEH CTPYKTYPHBIX
NOJpa3AcICHuH,

- JIMCTKH
HETPYIAOCTIOCOOHOCTH,

- Tabenp yuéra pabodero
BpeMeHH paOOTHHKOB

HHCTPYKIIWHM,

- PeIIeHHUs O MOOUIPEHUH
pabOTHHKOB,

- cBeieHus 00 M3MEHCHUH
[IEPCOHANBHBIX JaHHBIX
pabOTHHKOB,

- uHas WHpOpMAaIHs,
MaTepHaIbl, CIIyKEOHbIE
JOKYMEHTAIIHH, He0OXOIuMbIe
IUISL e TeTFHOCTH
yIIpaBiieHMs KaJpoB

DOUHAHCOBO-9KOHOMUYECKOE
yIIpaBIECHHUE, YIIPABICHHE
OyXraJiTepcKoro y4era u
KOHTPOJISA

- IITATHOE PacHKCaHHUE,
- H3MEHEHHUS K IITATHOMY
pacIrcaHHIO

- KOIIMH TIPUKa30B 110
JTUYHOMY COCTaBY,

- e/KEMECSTUHBIE OTYETHI O
HAIMYUH OJaHKOB TPYAOBBIX
KHEDKEK W BKJIAJbIIICH B HHX,
- OTYETHI O NOTYICHUH
MaTepHaIbHbIX IEHHOCTEH,

- Tabemm ygera pabodero
BpeMeHH pabOTHHKOB

YHuUBEpCUTETA
HHBIE - TIO BOIPOCAM KOMIIETEHIIHH | - IO BOIPOCAM KOMIIETEHIIAH
yIIpaBJICHHS KapoB yIpaBIeHHs KaJpoB
Opuougeckuii oTaeNn - FOPUITIECKYIO - IOKYMEHTEI Ha
KOHCYJILTAIHIO IO TIPaBOBEIM | COTJIACOBAHHE,
BOIIPOCAM, - IpyTHEe JOKYMEHTEL,

- IIPOEKTEI JIOKAIIBHBIX
HOpPMAaTHBHBIX aKTOB,
- 3aKJIFOYECHHE 10 JOKYMEHTaM

TpeOyIoIye 3aKIHOYeHUS
IOpUcTa

BHemHue 0OpraHu3alun

MHuHHCTEPCTBO
3/IpaBOOXPAHEHHS
Poccuiickoii @eepanuu

- [IOCTAHOBJICHH,

- IIPUKA3EL,

- PACIIOPSDKCHH,

- WHGOPMAITHOHHEIE IIHCHMA,
- HHCTPYKTUBHEIE IIHCHMA,

- HHCTPYKIIHH,

- METOJMYECKHE
PEKOMEHIAITHH

- TOKYMEHTHI II0 BOIIpOCaM
HarpaKIeHHUs OTPacIEBEIME 1
roCyapCTBEHHEIMM
Harpajamu

I'KY KK II3H ropoma
Kpacronmapa

- EGOPMAMOHHEIE IHCHMA

- 3asIBKH Ha TOTPeOHOCTE B
Kajpax,

- OTYET TI0 KBOTHPOBAHMIO
paboumx MecT

VipasneH#He NEHCHOHHOTO - 3aIIPOCHI Ha IOATBEPXKICHHE | - OTYET 1O
dona PoccricKo craxa paboTsl nepcoOHUUIUPOBAHHOMY
®epepanuu 1o r. KpacHomapy yU€TY KaJlpoB,




- OTBETHI Ha ITUCEMA,

- IPEIOCTaBICHUE
JIOKYMEHTOB 10 IEHCHOHHOMY
CTpaxOBaHUIO,

- otyer C3B-M,

- otueT C3B — crax,

- oruer C3B - T/

I'oponcko# u paiiOHHBIN
KoMHEccapraT

- IOCTAHOBJIEHHUS,

- IIPHKA3EL,

- pacIopshKEHHS,

- nH(OPMAIHOHHBIE ITUCHMA,
- HHCTPYKTHBHBIE IIHCbMA,

- UHCTPYKIIHHY,

- METOYECKHE
PEKOMEHIAITHH

- eXKEeMeCsYHBIE CIIPABKH O
JIBIOKEHHH KaIpoB,
IOJUIEKAIIHX BOMHCKOMY
yuery,

- eXXEroJublii OTYET Mo
rpakaaHam, IOoJIeKaIuM
BOHMHCKOMY YYETY

MuHHCTEPCTBO 00pa30BaHHUS,
HAyKH 1 MOJIOJICIKHOM
nomatuku KpacHomapekoro

- FHOOPMAITHOHHBIE IHCHMa

- JOKYMCHTEI I10 BOIIPOCaM
HarpaXxJacHu:,
- JOKYMEHTEI 110 BOIIpOCaM

Kpasi, AJMUHUCTPALIAS
Kpacuonmapckoro xpasd,
AnMuHHCTpanus
MYHHIIUIAIBHOIO
00pazoBaHys TOPOL
Kpacromap

KOMITIETEHITHH YIPaBICHHS
KaJIpoB.

9. Opranu3anus JesiTeJbHOCTH

9.1. Opranuzanus [esTeIbHOCTH YNPAaBIEHMS! KaApOB OCYIIECTBISETCS B
COOTBETCTBHHM C OOIIeH cTparerweil pasBUTHS YHUBEPCHUTET4, W HallpaBieHa Ha
YCIEIIHOE pelleHre aKTyallbHBIX 3a/a4, C YYETOM aHajlu3a [esATeJIbHOCTH 3a
IPOIIEAIINN TOI.

9.2. E>XeroHo COCTABISETCS, U YTBEPXKIAeTcs IUlaH pabOTHl yIpaBICHUSA
KaJpOB, OCHOBAHHLIM Ha BBIIONHEHWH BO3IOXKEHHLIX QYHKIWM H 3124 IO
Pa3BUTHIO KaIpOBOIO COCTaBa B IIOJHOM B3aMMOJEHCTBHH CO BCEMH
CTPYKTYPHBIMHU IIOAPA3IETIEHUAMH.

10. KoHTpOo/1b, DPOBEPKA H PEBH3HSA NEATEILHOCTH YNIPaBJIeHHS KaJpoB

10.1. TlpoBepka [eATENBHOCTH YUpPaBIE€HHS KagpoB OCYIIECTBIAETCS
OpraHaM¥ TOCYIapCTBEHHOTO Hag30pa M KOHTPOJI 3a COONIONEHHUEM TPYIOBOTO
3aKOHOJIATEIBCTBA ¥ MHBIX HOPMATUBHBIX IIPABOBEIX aKTOB, COAEPXKAILMX HOPMEI
TPYZOBOT'O NpaBa.

10.2. BuyTpenHui ayauT IEeATeNbHOCTH yIIpaBIIeHUs KaJpoB
OCYIIECTBIISIETCS. B COOTBETCTBHU C JOKYMEHTHPOBAHHOM INPOLELYPOH CHCTEMBI
MeHexMeHTa KauecTBa «[IpoBenieHue BHyTpeHHero ayaura CMK».




11. Peopranusauus H JHKBHAANUS YIPABJIeHHs KaApoB

Vrpasnenue KagpoB CO3IAETCs, JUKBHIMPYETCH, ¥ PEOPraHU3yeTCs Ha
OCHOBAaHMH IIpMKaza pEeKTopa YHHUBEPCUTETa TIIO PEIICHHIO Pexropara B
COOTBETCTBHHU C IEHCTBYIOMIUM 3aKOHOAATENECTBOM PO,

12. OTBeTCTBEHHOCTDb

12.1. OTBeTCTBEHHOCTh 3a Ka4yecTBO M CBOEBPEMEHHOCTH BBIITOIHEHHUS
BO3JIOIKEHHEIX HacTosmM [TonoKeHreM Ha yIpaBicHHe KaJpoB 3a/ia4 U QyHKIHHA
HeceT HAYANbHWK VIPABIEHHS KaJPOB B COOTBETCTBUM C HOJDKHOCTHOH
WHCTPYKIMEH W TPYNOBBIM JOroBopoM. HadvalbHHK YIPaBIECHUsS KaipoB HECET
NIEPCOHATBHYIO OTBETCTBEHHOCTD 3!

—  cobmojieHre HOPM JeHCTBYIOLIErO 3aKOHOMATENBCTBA POCCHHCKOH
Qenepanuy;

—  cobmomeHne paGOTHHKAMYM YIpPaBIEHHA KaapoB TPYHOBOH U
MPOM3BOACTBEHHOM  NUCIMIUIMHBL, @ TakkKe HOPM OXpaHel Tpyda H
IIPOTHUBOIIOKAPHOH 0€30MaCHOCTH;

—  moxbop, PAcCTAHOBKY M JEATENbHOCTh PAbOTHHKOB YNPAaBIEHW
KaJpoB;

—  OpraHM3alydi0  OIEPATHBHOH U Ka4eCTBEHHOW  ITOArOTOBKHU
JOKyMEHTOB, @& TakKe BEJEHWs [IEJIONMPOU3BOJICTBA B COOTBCTCTBHH C
TeHCTBYIOLIMME TIPABHAIIAME U MHCTPYKLHSAMH.

12.2. PaOoTHMKY yIpaBIeHUA KaJIpOB HECYT OTBETCTBEHHOCTD 3a:

—  HeWCIIONHEHWe WM HeHajIexkallee MCIIOIHEHHE CBOUX 00S3aHHOCTEH
B IIpefenax, ONpeNeleHHBIX JOJDKHOCTHBIMA HHCTPYKIMSIMU H JeHCTBYIOIIMM
TPyIOBEIM 38KOHOATENECTBOM PD;

—  HapymeHwe HOpM IPO(ECcCHOHANBHOM STHKH. IIpaBui BHYTPEHHETO
pACTIOPSIIKA U IIONOXKCHUH, YCTAHOBICHHEIX JIOKALHBIMY HOPMATHBHBIMU aKTaMU
VYHuBepcuTeTa B npenenax, IIpelyCMOTPEHHBIX IEeHCTBYIOIIMM
3aKOHOAATENHCTBOM P@;

—  3a pasrialieHWe KOH(HACHIHMATBHOM WHQOpMAMM W HHBIX
cBe/leHMi, KOTOpbIe MOIYT HAHECTH yllepd YHUBEPCUTETY WM IOBIUATH HA €ro
aBTOPHUTET.

12.3. PabOTHUKM YIIpaBIieHUs KaIpoB HECYT OTBETCTBEHHOCTH B MOPS/KE H
o6beMe, MPeayCMOTPEHHOM IEHCTBYIOIIMM 3aKOHOAATEIBECTBOM P®, YcraBom
VHHBEPCUTETA, JOJDKHOCTHBIMHM HHCTPYKIMAMY, JOKAIbHBIMHE HOPMATHBHBIMH
IPaBOBBIMM aKTaMH Y HUBEPCUTETA.

HavansHUK yIpaBlIeHHs KaapoB 7/t f//' M.A. Bacunsesa

HavaipHUK IOPHAXYIECKOrO OoTAea FO.A. Uyiiko



