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IMOJIO’)KEHHE

OO0 oTaesie KaapoB
By3ynyKcKoro pUHaHCOBO-ODKOHOMHYECKOI0 KOJIIe/DKa-
unmana degepaabHOro rocy1apcTBEHHOTO 00pa30BaTeIBHOr0 OIOPKETHOTO
yUpex IeHrs BICIIEro 00pa3oBaHus « DHHAHCOBBIM YHUBEPCUTET IPH [TpaBUTENBCTBE
Poccuiickoit ®enepariumy

1. OBIIME ITOJIOXEHMA

1.1. Orgen KajgpoB (naiee - "ormen") SIBJISIETCSI CTPYKTYPHBIM
rnosipasjienenieM  GMIHana W TOAYHMHSIETCS HEMOCPEICTBEHHO AUPEKTOPY ¢dunuana.
1.2. HauanpHHK OTHefla  Ha3HadaeTcs W OCBOOOXMaeTcs  OT  JIOJDKHOCTH
IpUKAa30M  JUpeKTopa (uimaia.

1.3.0t1men B cBOei paboTe pyKOBOJCTBYETCSI:

- Koncruryrwmeit Poccniickoit ®@enepann;

- Tpy1OBBIM KOJEKCOM Poccuiickoit ®enepanuu;

- benepabHBIME 3aKOHaMH Poccmiickoit Denepalin;

-yKasaMM M paclopskeHMsMM pekropa OHHYHHBEpCHTETAa IIPU IIpaBuTensCcTBE
Poccuiickoit @enepanuu,

- [IOCTAQHOBJICHUSMHM ¥ pacriopspkeHusMu [ IpaButenscTsa Poccuiickoii Denepaiu,

- 3axonamu [TpaBuTenbcTBa OpeHOYpreKoi obnacTy;

- ycTaBoM (uiuana,

- IOKaNbHBIMU aKTaMU (QUIIHAIa,

- METOIMYECKAMH MaTepHajaMH 110 YIIPABJICHUIO IIEPCOHATIOM.

2. LIEJIV 1 3AJTIAUM OT/IEJIA

7 1. VyacTHe B KOMIUIEKTOBAHHM CTPYKTYPHBIX TIOApa3flelIeHHil  KOJUIeIKa
pabOTHUKAMH.

2.2. Opranuzanys y4era KaJpoB KOJUIEDKA.

2.3. Yyactre B paboTe KoJuIe/kKa M0 YKPETJICHUIO TPYAOBOM TUCIIMITIIFHEI pabOTHHUKOB
KOJLIE/ KA, COOJIIOIEHHUIO TIPaBUII BHYTPEHHEr0 PAaCcIIopsiKa KOJIeKa.
2.4.CoBepIlIeHCTBOBAaHUE IIPOLECCOB  KaJpOBOTO IEJIONPOM3BOICTBA Ha OCHOBE
BHEJpPEHNS HAy4YHBIX METOJIOB M IEPEIOBBIX TEXHOJIOTHMH KaapoBOW paboTEL,
CTaHAApTH3aLMN ¥ YHUDHUKALIN KaJpOBOM JOKYMEHTAIlUK, TPUMEHEHHE COBPECMEHHBIX



MH(OPMAIIMOHHBIX TEXHOJIOTUM U aBTOMAaTH3MPOBAHHBIX CHCTEM.
2.5. YyacTue B pa3paboTKe MPOEeKTOB JIOKANbHBIX HOPMATUBHBIX IOKYMEHTOB KOJIIC/DKa,
TpeJicTaBIeHNe IPEATI0KEHHH B IIpeieiaX KOMICTeHIIMH OTAeIA.

3. ®YHKLMN OTAEJIA

3.1.TToaroToBKa M cOrylacoOBaHKE MPOEKTOB IIPUKA30B I10 JTUYHOMY COCTaBY:

- [pHeM, IepeBojl, yBOJbHEHHE, YCTAHOBIECHHE NOIUIAT U Haj0aBOK, IOOLIPEHHE,
NpuBlieYeHre K TUCIUIUTMHAPHOM OTBETCTBEHHOCTH, HW3MEHEHME YYETHBIX HAaHHBIX
pabOTHHKOB;

3.2. TloAroToBKa W COIVIACOBAHHME MPOEKTOB IPUKA30B Ha OTIYCK, Ha OOy4eHHe
paGOTHMKOB, O HampaBlIeHUM B  CIyXeOHble KOMaHIHPOBKH, IMOArOTOBKA
KOMaHIUPOBOYHBIX Y OCTOBEPEHMH.

3.3. OcdopMyleHHEe W PErMCTpal|s TPYIOBEIX JOIOBOPOB, MOATOTOBKA COTNIALICHHH O
BHECEHUH U3MEHEHUN B HUX.

3.4. GopMHMpOBaHHE U BeJICHHE JAHHBIX O KOJIMYECTBEHHOM M KauCCTBEHHOM COCTaBe
KaJpOB.

3.5. Iog6op u oTGOp pabOTHHKOB COBMECTHO C PYKOBOIHUTEJISIMH 3aMHTEPECOBAHHBIX
[IO/Ipa3/ieNieHn ¥ BHECEHHE COOTBETCTBYIOIIUX IIPEeJIOXKEHUH 00 nX HasHaYCHWH Ha
yKa3aHHBIE JOJDKHOCTH, O(OpMIEHHe MPUKa30B O IpHEME Ha paboTy M Jpyroi
HeOOXOIUMOM [Tl 3TOTO JOKYMEHTAI|H.

3.6. UHbopMupoBaHre pabOTHUKOB BHYTPH MPEANPUATHS 00 MMEIOIUXCS BAKaHCHUAX,
MCIIOJIb30BAHME CPEICTB MAacCOBOM MH(bOpMALMK /Ul OMelleHUs OOBABIEHUHI O HaliMe
pabOTHHUKOB.

3.7. OdopmieHune nprema, IMepeBoa 15§ YBOJIbHEHHUS paboOTHUKOB B
COOTBETCTBUUM C  TPYAOBBIM 3aKOHOJATENILCTBOM, IOJIOKCHUSAMH, MHCTPYKIMIMHU U
IpUKa3aMH JUPEKTOpa KOJUIEIKA.

3.8. Ydyer JIM4HOrO COCTaBa.

3.9. Bblzaua cripaBOK O HACTOSILEH U MPOLUION TPYJOBOM JesATeNbHOCTH PaOOTHHUKOB.
3.10.ITpuewm, 3aroHEHHE, XPAHEHHE U BbIIa4Ya TPYIOBBIX KHIKEK.

3.11.Benenue ycTaHOBIIEHHOW NOKYMEHTAIIMHU TI0 KaJpaM.

3.12.IToxroroBka MaTepyajoB AJIs IIPEACTaBICHHS IEPCOHANIA K TTOOIIPEHHSIM.
3.13.ITpuem H 3amoHeHHE JUCTOB HETPYJOCIIOCOOHOCTH.

3.14.06paboTKa, XpaHEHWE U 3aIlUTa IePCOHATBHBIX TaHHBIX PAOOTHUKOB KOJIICKA.
3.15. Opranuzauus MIPOBEACHUS aTTecTaldd  paOOTHUKOB KOJUIEKA, ee
MeToauyeckoe Y MH(GOPMAIMOHHOE  OOeCIEueHHE.

3.16. ITonroroBka HEOOXOAUMBIX MAaTEPUAIOB IJI1 PACCMOTPEHUS HAa KOMHCCHH 10
YCTaHOBJIEHUIO BBICIIYTH JIET.

3.17. TloaroroBka COOTBETCTBYIOILIMX JOKYMEHTOB IO TIEHCHOHHOMY CTPaxOBaHHIO M
Tpe/ICTABJIEHUE MX B OPraHbl COLUAIBHOIO 00ECIIEUESHHMSI.

3.18. CocraBieHue rpadUKOB OTIYCKOB, Y4eT HCIOJB30BaHHSA pPabOTHUKAMU
OTIIyCKOB, O(GOpPMJICHHE OUYEpPEIHBIX OTILyCKOB B COOTBETCTBHH C YTBEPKACHHBIMU
rpauKaMy ¥ JOIIOJIHUTEIBHBIX OTITYCKOB.

3.19.AHanu3 TeKy4ecTH KaJapoB.

3.20. OpraHu3amysi BeJleHMs HOPMATHBHO-CIIPaBOYHON MH(pOpMAaLMH, OTHOCAIIEHCS K
(GYHKIUAM OT/ENA.

3.21. B mpemenax KOMIIETEHLIMH OT/AeNa - 3allMTa CBEICHUH, COCTABJIAIOLINX



roCyJapCTBEHHYIO TaliHy, 1 UHbIX CBEJIEHUI OrPaHUYCHHOI0 PaCIPOCTPAHCHUS.
3.22. Benmenre paboOTBl MO0 KOMIUIEKTOBAHHUIO, XPAaHEHHIO, y4E€Ty M HCIIOJIb30BAHHIO
apXWBHBIX JOKYMEHTOB.

4. TIPABA
Otnen kagpoB I pelIeHHs BO3JIOXKEHHBIX Ha HET0 3a1a4 UMECT IIpaBo.

4.1.3anpalunBaTh B CTPYKTYPHBIX TOIPa3AeeHASX HeOOXOMUMbIE TaHHBIE O PAOOTHHKAX,
a mpd npueMe Ha paboTy u nepeMelieHusX ~ pabOTHMKOB - ~ MHEHHE
PYKOBOJMTENIEH  COOTBETCTBYIOIIMX CTPYKTYPHBIX TIO/PA3ICIICHUN.

42. JlaBaTh  pPYKOBOAWTENSAM  CTPYKTYpHBIX  HOJpA3feNeHUd  NPEANPUATHS
00s13aTesIbHbIE JUIS UCTIOJHEHHUsS YKa3aHHs TI0 BOIPOCaM, OTHOCSIIUMCS K KOMIIETEHIINH
OTJeNa KaJIpoB.

43. KOHTpOIMpOBaTh B  CTPYKTYPHBIX  IOJpasjieleHusx  COONIoJeHHe B
OTHOLIEHWH pabOTHUKOB 3aKOHOAATENLCTBA O TPYIIE.

4.4. Tpe6oBaTh M IOJIYYaTh OT BCeX CTPYKTYPHBIX IOJpa3/ieieHUH KOJIIe/DKa CBEICHUS,
HeoOXOIMUMBIE Il BBITIOJHEHHNS BO3JIOXKEHHBIX Ha OTAEN 3a/a4.

4.5.]laBaTh pa3bACHEHWs, PEKOMEHIAIMM M yKa3aHWs [0 BOIPOCAM, BXOIAIMM B
KOMITETEHIIHIO OTHeNa.

4.6.ITpoBOAMTE COBEIIAHKS U Y4aCTBOBATh B COBELIAHHUSIX, IPOBOAUMBIX B KOJUIEJDKE 110
KaJIJpOBBIM

BOIIPOCAM.

4/7. Y4yacTBOBaTh B  YCTAaHOBJIEHHOM TIIOpsfKE OT WMEHM  KoJuleka II0
BOIIPOCaM,

OTHOCSIIIMMCS K KOMIIETEHLIUM OTJIEJIa, BO B3aMMOOTHOILEHUAX C FOCYAapCTBEHHBIMUA 1
MYHULMNANBHEIMA OpraHaMH, a TakkXe NPYTMMH TpeInpHATHAMY, OPTaHU3alisiMH,
YUpEeKIEHUIMH, B TOM YKMCIIe areHTCTBAMH 110 HaMy 1 CITy)K0aMu 3aHATOCTH.

4.8. TIo COrNacoOBaHHMIO C JUPEKTOPOM BECTH IEPENMCKY II0 BOIpOCaM, BXOIAIIMM B
KOMIIETEHITHIO OT/IeNA.

4.9. Tlony4aTh INOCTYNAIOIIME B KOJUIEMK NOKYMEHTHI M HHbIE HH(OPMALMOHHbIE
MaTepHaIbI TI0 CBOEMY MPOMHIIIO JESATENBHOCTH [ O3HAKOMIICHUS U MCTIONB30BaHUs B
pabore.

4.10. TTonp30BaThCs KOMIIBIOTEPHOM, MHOKHTEIEHOH U MHOM OPITEXHUKOM, CPEACTBAMH
CBSI3M, @ Taloke HHBIMM MAaTepPUAbHBIMU PECypcaMH ,UMEIOIIMMUCA B KOJUICIUKE,
HEOOXOIMMBIMH JTs pabOThI OTHENA.

5. B3AVMOJIEMICTBUE CO CTPYKTYPHbBIMU ITOJIPA3JIEJIEHUSAMU

5.1. Otnen B3auMOZENCTBYET CO BCEMU CTPYKTYPHBIMH IIOAPA3/ICNICHUIMHU 110 BOIIPOCaM,
KacaroIlMCs BBIITOJIHEHUS (GYHKIVH U 3a1a4, BO3JIOXKEHHBIX Ha OTACIL.

6. OTBETCTBEHHOCTDb

6.1. Bcto  IOJIHOTY  OTBETCTBEHHOCTM 34  Ka4eCTBO M CBOEBPEMCHHOCTD
BBITIONHEHHS.  BO3JIOYKEHHBIX HacTosmmM [lojokeHHeM Ha OTZEN 3a1ad U (QyHKLHI
HeceT HauanpHuk otnena.

HavanpHuK oT/iena KaapoB: e gt



