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1. OBIIUE IMOJIOKEHHWA

1.1.  Hacrosmee [lonoxenune pa3paboTaHo Ha OCHOBAaHMH ¥ B COOTBETCTBHH C
denepanbHEIM 3aK0HOM OT 29.12.2012 1. Ne273-03 «O6 o6pazosanuu B Poccuiickoii
@epepamn»,  YcraBoM  GenepalbHOTO  TOCYOApCTBEHHOTNO  OFOMKETHOTO
00pa3oBaTebHOr0 yYpeXaeHus BeicImero obpasoBaHus «Caukr-IleTepOyprekuii
roCy/JJapCTBEHHBIA 5KOHOMUYECKUH YHHUBEPCUTETY.
1.2, Hacrosmee ITonoxxeHne peryiupyer AesTelbHOCTh YTIpaBlIeHHS KapOB
cokpaientoe HasBanue YK (manee — YK), onpenenser ero 3agadu, GyHKIHH, [IpaBa,
IIOPSAZIOK OpraHu3alvy paboThl, peOpraHu3alliy U JINKBUIAITHH.
1.3. VK  sdBugercs  CTpyKTypHBIM  IIOIpasfelieHHeM  QeaepaibHOro
rOCyapCTBEHHOTO  OIOMKETHOTO  00pa3oBaTENbHOTO  YUPEXIEHHS  BEBICHIETO
obpazoBaHus «Cankr-IletepOyprekuit rocynapCTBEHHBIN 9KOHOMUYECKHUI
yHUBepcuTeT» (nanee no tekcry — CII6I°9Y, YuuBepcurer).
1.4. VK co3paercs ¥ JUKBUAMPYETCS B IMOPSAIKE, YCTAHOBJICHHOM YCTaBOM
YHuUBepcurera.
1.5. B crpykrypy YK BXoasT oTmensr:
- Otnen kagpoB 1o paboTe C EPCOHANIOM;
- Otnen kagpoB 110 paboTe co CTyIeHTaMH;
- OTnen KOHKYpPCOB U YUEHBIX 3BaHUH Mejaroruueckux paboTHUKOB,
Otnen popmupoBanus u BegeHus peectpa B OYC OPJIO.
1.6.  3apmaum, pyHKIMH, [IpaBa, MOPSAIOK OpraHU3alUuU paboThl, peopraHu3aluu
Y JIMKBUJAMY CTPYKTYPHBIX IIOApa3felleHul, BXoImuxX B cocTaB YK omnpenensercs
COOTBETCTBYIOUIMMH 1070 EHUSAMHU 3TUX CTPYKTYPHBIX [TOIpa3ieIeHUH.
1.7. VK Bo3srmaBiseT Ha4dalbHUK, Ha3HayaeMbli U 0cCBOOOXOaeMBIH OT
JOJDKHOCTH MPUKa30M peKTopa YHUBEpPCUTETA.
1.8. Crpykrypy u© wmraTHoe pacnucanne YK  yTBepkaaeT pekTop
YHHBepCHUTETA 110 IIPeICTABICHHUIO TPOPEKTOPa 10 OpraHU3aIlIMOHHO-KaIpoBoH paboTe.
1.9.  JlomxHOCTHBIe 00S3aHHOCTH, IIpaBa, OTBETCTBEHHOCTb, TpeOOBaHUA K
KBIM(UKAIUKA  PabOTHUKOB  CTPYKTYpPHOTO  IOJpa3fefieHUs  ONpedesIFoTCs
TOJKHOCTHBIMU MHCTPYKIUSIMU.
1.10. VYK uMmeeT mOKyMEHTALMIO, OTPAXKAIOIIYIO COIep)KaHUe, OpraHUu3alliio U
METOJHUKY OCYIIECTBIICHHUS BCEX BUJOB PabOT CTPYKTYPHOTI'O OApa3IeeHNUs, IepeUeHb
KoTopoi onpenensiercs HoMeHknaTypoil nen Y HUBepcUTeTa.
1.11. VYK wumeer coOCTBeHHBIM pasmen Ha odunumanbHOoM caiite CIIOIDY,
KOTOpas KypUpyeTCs U aKTyallu3UpyeTcsl OTBETCTBEHHBIM JIUIoM 0T YK.
— B cBoeil nesrensHocTH YK pykoBOACTBYeTCA:
— Kouncrurynueit Poccutickoit ®enepanuy;
— @enepanbHeiM 3akoHOM OT 29.12.2012 Ne 273-@3 «0O6 oOpa3oBaHuu B
Poccuiickoit @enepanumny;

— Vkazamu Ilpesunenta Poccuiickoit ®@epepauuu, IlocTraHoBneHHAMH
ITpasurensctBa Poccutickoii @enepariiv, HOpMaTUBHBIMU IIPABOBBIMU aKTaMHU
MununctepcTBa HayKd M BbIciiero obOpasoBanusi Poccuiickoit ®Deneparuwy,
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opraoB rocynapctBeHHo# Bmactu Cankr-IlerepOypra B d4acTd WX
KOMITETEHIIUY;

— TpynoBeiMm konekcoM Pocculickoit Menepaiyu;

— VYcrasom CIIOIDY;

— KomiexTUBHEIM JOI0BOPOM;

— TlpaBuinaMu BHyTpeHHEro TpyznoBoro pacrnopsaka CII6I'OY;

— IlpaBumaMd ¥ HOpPMaMH OXpaHbl TPyZAa, IPOM3BOJACTBEHHOW CaHUTApUH,
TEXHUKH 0€30MIaCHOCTH U IPOTHUBOIIOKAPHOH O€30I1aCHOCTH,

— Pemenusmu VYuenoro cosera CIIGI'DY, mpukazaMu M pacHOpsSHKEHHUSIMHA
PEKTOPa/TIPOPEKTOPOB 10 HAPABICHUSAM AEATEIBHOCTH, HHBIMH JTOKATbHBIMH
HOPMATHUBHBIMU aKTaMH Y HUBEPCHUTETA, KACAIOIUMHUCS €r0 IeSTSIBHOCTH,;

— Tlomoxennem 00 VYmpaBieHUM KagpoB U JAPYTHMHM PYKOBOISAIIMMHU
JIOKYMEHTaMHU.

2. OCHOBHBIE 3ATAYH

OCHOBHBIMH 3371a4aMy Y [IPaBIICHUs KaIApPOB SABJIAIOTCS:

2.1. Yuactue B pa3paboTke U pealqu3allid KaJpoBOW ITOJUTHKM Ha OCHOBE
co3nanus 3¢ GheKTUBHOM CHCTEMB! YIIPaBIeHHs B 00J1aCTH yIIpaBJIeHHs KaIpaMu.

2.2. OnTUMU3AIMS OPraHU3alMOHHON CTPYKTYpPEl Y HUBEPCUTETA.

2.3. KauecTBeHHOE OpMHUpOBaHKE U pallMOHAIBLHOE HMCIOIh30BaHHE KaIpOBOIO
MIOTEHI[HAIA C YIeTOM MEePCIEeKTUB ero pa3sBUTHA U PACIIUPEHUSA CAMOCTOSTEIIbHOCTH.

2.4. CosepiueHcTBoBaHue HOPM U METOJI0B pabOTEI ¢ KaAPOBBIMH JOKyMEHTaMH C
y4ETOM aBTOMATH3alllU JOKYMEHTAllMOHHBIX IIPOLIECCOB.

2.5. PazpaboTka 1 BHEAPEHUE JIOKAJIBLHEIX HOPMAaTUBHBIX aKTOB I10 YIIPOLIEHUIO U
MOJIEPHU3AIIMK CHCTEMBI JOKyMEHTallMoHHOro obecnedenus YK, B ToM uucie B
CHCTEME 3JIEKTPOHHOT'0 TOKyMeHT0060poTa.

2.6. CucteMaTHYeCKH aHAM3 COCTOSHUS KaIpoBOH paboTel, pazpaboTka Mep U
IIPEJIOKEHHI 10 MOBBIIIEHHUIO €€ Pe3yIbTaATHBHOCTH.

2.7 CBoeBpeMEHHOE U KaueCTBEHHOE IPENOCTABIEHHE OTYCTHOCTH II0
paboTHHKAM U 00y4aroIuMCS.

2.8. Vuer, obecneueHrne COXPaHHOCTH, HCIIOIB30BaHHE KaJpPOBBIX TOKYMEHTOB,
xpansmuxcs B YK.

2.9. Ilepenaya B apx¥B JIHYHBIX JIe]] pAOOTHUKOB ¥ 00yJarOIMXCs Y HUBEPCUTETA
B COOTBETCTBHM HOMEHKIIATYPOH €.

2.10. IToxroroska u yuactue B pabore KoHKypCHOM KOMUCCHH.

2.11. Iepenaua mokymeHToB 06 obpaszosanun B DUC OPJIO.

2.12. Oka3aHHe NPaKTHYECKONW M METOAMYECKOW ITOMOIIH IO KaJpoBoW pabote
paboTHUKAM YHUBEPCUTETA.

3. DYHKIIMHN
B COOTBETCTBMM C OCHOBHBIMH 3amadaMu YK OCyIIeCTBIseT Ciexyrolue

GbyHKIIU:



3.1. KauecTBeHHOE ¥ CBOEBpeMeHHOE O(opMIIeHHE JTOKYMEHTOB IO KaJpOBOM
NesTeTbHOCTH.

3.2. Vuactue B pa3spaboTKe MEpONPHUITHH O COBEPHICHCTBOBAHHIO (HOpM H
METO/IOB pabOThI C KaAPOBBIMHU TOKYMEHTAMHU.

3.3. IlomrotoBky # 00paboTKy WH(DOPMALMOHHBIX MJAaHHBIX II0 KagpOBOMY
JeIONIPOU3BOACTBY

3.4. OdopmiieHHe TpHeMa, NepeBojia, YBOIBHEHHS PaOOTHHUKOB M IOATOTOBKA
IPOEKTOB TIPUKA30B B COOTBETCTBHUHU C TPYHOBBIM 3aKOHOIATENLCTBOM POCCHICKOH
denepanuu, MPaBOBHIMU aKTaMU Y HUBEPCHUTETA.

3.5. 3anonHeHue, XpaHEeHUe U BbIZady TPYIOBBIX KHIDKEK.

3.6. OdopmiieHre MpOeKTa IpUKa3a Ha HOBBIH yueOHBIN rofl 00 MCTEUEHHH CPOKOB
TpynoBsix moroopos ITTIC.

3.7. CornacoBaHue JOKYMEHTOB AJisl KOHKypcoB U BeI6opos ITIIC.

3.8. IlpoBepky craxa: HaywHo-memarorumueckoro s IIIC, obmiero ays
pabOTHUKOB YHHBEPCHUTETA X COOTBETCTBHE KBAaIM(UKAIMOHHBIX TpeOOBaHHUN K
TOJKHOCTSIM.

3.9. IToaroToBKy W MpeaocTaBlieHHE OTYETHOCTH B YCTAHOBJIEHHBIE CPOKH B
Couwmanpuerit @oun PO no popme — EOC-1.

3.10. [IpemocTaBiieHNe OTYETHOCTH B yCTAHOBIEHHOM IOpsAKe: LleHTp 3aHATOCTH
HaceJeHus, [ ocy1apCcTBEHHBIM KOMUTET I10 CTATUCTHKE.

3.11. IIpenocrasieHus HHPopMaLXy A OTIETHOCTH B OT/IE]l MOHUTOPHHTA U 10
3aIpoCy B IpyTHe CTPYKTYPHBIE TOAPa3/ielIeHusl Y HUBEPCUTETA.

3.12. Obecneyenne ydyera pabOTHUKOB YHHMBEPCHTETa M BHECEHHME IAHHBIX O
pabotauKax B UC «Ilapyc».

3.13. BHeceHHe U3MEHEHHH IEPCOHANBHBIX TaHHBIX PAOOTHUKOB Y HUBEPCHUTETA B
VC «Ilapyc», ociie MoyueHuHs: COOTBETCTBYIOLIEH T0KyMEHTaIIbHO, II0ATBEPIKICHHO A
uH(pOpMaLHH.

3.14. OdopmieHre W TpeNOCTaBICHWE KONHUM IOKYMEHTOB pabOTHHMKaM H
00y4arouMCHl.

3.15. OdopmiteHHe TUIHBIX el PpaOOTHUKOB U 00yJaroIuxCsl Y HUBEpCUTETa I
cllaydl B apXHUB. :

3.16. Tloxrorosky mH(pOpPMAIMK O BBIAAHHBIX AUILIOMax U Iepenaun ux B PUC
@PJ10.

3.17. CobmofeHre COXPAaHHOCTH CBEINCHHM M JOKYMEHTOB, COCTaBIISIOLINX
rOCYIapCTBEHHYIO U CIIy>K€OHYIO TaiHy.

4. TIPABA 1 OBSA3AHHOCTH
4.1. Jlng pelieHns IOCTABJICHHBIX 3a[a4d Y IIpaBJieHHe KaJpoB UMEeT NIPpaBo:
4.1.1. 3ampammMBaTh OT CTPYKTYPHBIX IOJpasfeNeHudA ¥ pabOTHHKOB
yHMBepcuTeTa WH(GOPMAIUIO U JOKYMEHTHI B Ipe/esiax KOMIIETCHIUH YIIpaBlIeHHUs,
HeoOXOoOuMBble I BLINIOJHEHUS OOS3aHHOCTEH, BO3JIOKEHHBIX Ha CTPYKTYypHOE
Toipa3/ieieHue;



4.12. Ha oOpraHW3alMOHHOE ¥ MaTePUANBHO-TEXHHIECKOE ObecredeHue
IeSTeNbHOCTH pabOTHUKOB CTPYKTYPHOTO IIOApa3/ielieHHs, CO3JAHHs YCIOBUH A
BBITIOJIHEHUA MX TPO(PECCHOHATBHBIX 00A3aHHOCTEH, B TOM YHCIIE IPEI0CTaBICHUA
HeoGXoquMOro 000OpYyIOBaHMs, HWHBEHTaps, pabodero MecTa, COOTBETCTBYIOIIETO
CaHHUTApHO-TUTHEHUYECKUM IIpaBuiaM B HOpMaM H T. [I.;

4.1.3. TpeGoBarh OT aAMUHHUCTPAIlMH YHHUBEPCUTETA OKa3aHWs COACHCTBUS B
MCIIOJHEHNH TTOCTABICHHBIX (QYHKIUH U 33134,

4.1.4. YuacTBOBaTh B OOCYXIEHWM U pEIIEHUH BaXXKHEHIINX BOIPOCOB
IeSATEeNbHOCTH YTpaBleHHs KagpoB, BHOCUTH IIPEIJIOXKEHHS aIMUHHUCTPALUH
VHUBEpCcUTETa TI0 COBEPLICHCTBOBAHMIO CTPYKTYPBI, YIYyUIICHHIO NEATEIbHOCTH H
COBEPLIEHCTBOBAHMIO METOLOB PabOThHI, MOOIIPEHHS PAOOTHHKOB IO PE3yNbTaTaM
paboThl;

4.1.5. BecliaTHO MONB30BAThCA yCIyraMd OWONIHOTEKH, WH(OOPMAIMOHHBIX
(GOHIOB yueOHBIX ¥ HayYHBIX ITOJPa3e]eHU Y HUBEPCUTETA;

4.1.6. O6:xa0BaTh MPUKA3bl ¥ PACIIOPsDKEHUS aIMUHUCTPAlUK Y HUBEPCUTETA B
COOTBETCTBMH C 3aKOHOAaTeNbCcTBOM Poccuiickoi Denepanu,

4.1.7. JlaBaThb pa3bsSCHEHMs, PEKOMEHJALKMH W YyKasaHWs II0 BOIpOCaM,
BXOJIAIIIMM B KOMIIETEHIMIO YIIPABJIECHHUS KaIpPOB.

4.1.8. TlomydaTh OT pyKOBOZHUTENEH  CTPYKTYpHBIX  MONpa3feNIeHUH
YCTAHOBJIEHHYIO OTYETHOCTb, CBEIEHMS M MaTE€pHallbl, UCXOJ U3 BO3JIOXKEHHBIX Ha
YnpapieHue KaapoB 3a/1a4.

4.1.9. Jlpyrue mpaBa, TpeIyCMOTPEHHBIE 3aKOHOAATENbCTBOM Poccuiickon
®enepanuyn, Ycrasom CIIGIOY, KoiuleKTMBHBIM — JTOTOBOPOM,  IIpaBUIIaMU
BHYTPEHHEr0 TPYAOBOIO paclopsika YHUBEPCHTETA W WHBIMU  JIOKAJbHBIMU
HOPMATHUBHBIMHU aKTaMH Y HUBEPCUTETA.

4.2. B cBoeil [eATeIbHOCTH pa0OTHUKY Y IPaBICHHUS KaJpOB 00S3aHBI:

4.2.1.CBOeBpeMEHHO U Ka4eCTBEHHO HCIIOIHATh CBOM TPYHOBbIE O0SI3aHHOCTH,
BO3RJIO’KEHHEIE Ha YTIpaBjeHue KaIpoB JODKHOCTHBIMH MHCTPYKIMSIMU U TPYIOBBIMHU
Jorosopam#, HacTosiuM IlonoxeHuem.

4.2.2. Cobmonars MpaBuiia BHYTPEHHEr0 TPYAOBOTO PacIopsIKa Y HUBEPCHUTETa,;

4.2.3. BeINONHATE MHBIE 005S3aHHOCTH, IIPEAYCMOTPEHHBIE 3aKOHOaTEIbCTBOM
Poccuifickoit  ®enepanuu, Ycraom CII6I'OY, KomreKTUBHEIM — 1OTOBOPOM
VHHUBepCHTeTa, NpaBUIaMy BHYTPEHHErO TPYHOBOTO PAacIopsiika YHHBEPCHUTETa H
WHBIMH JIOK&JIbHBIMA HOPMaTUBHBIMH aKTaMH YHUBEPCUTETA.

5. OTBETCTBEHHOCTH

5.1. KOHTpOIIb 3a AEATEIbHOCTBIO Y IIPaBICHMs KaApOB OCYIIECTBIIACT PEKTOP.

5.2. OTBeTCTBEHHOCTh 3a HEHaJUIe)Kalllee HCIOJIHEHHE WIN HEHCIIOJIHCHHE
GyHKLMA ¥ 3ama4, IPETyCMOTPEHHBIX HACTOSIIMM IIOJI0XCHHEM, HECET HadallbHUK
VYmpaBieHUs KagpoB.

5.3. OTBETCTBEHHOCTh PAOOTHUKOB  YTIPaBIEHHSA KaapOB  OIPENEIIAETCSA
JIOJIPKHOCTHBIMUM MHCTPYKIHASIMHU.

5.4. Ha nayanpHuKa YTIpaBlieHUs KaIpOB BO3/IaraeTcsi OTBETCTBEHHOCTD 34.
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— moxbop, paccTaHOBKY ¥ pacrmpeneieHre (QyHKIMOHAIBHEIX 00A3aHHOCTEH
pabGOTHUKOB CTPYKTYPHOTI'O ITOPa3eIeHus,

—  JIOCTOBEPHOCTH MPEAOCTaBIIEMON HHDOPMALIMY U JOKYMEHTAIIUH,

— KauecTBO M CBOEBPEMEHHOCTD BBIITOJHEHHUS IIPOU3BOACTBEHHBIX 3a1aHUMY;

— PabGorauku YmpaBlieHHs KaJpoB HECYT INEPCOHAIBHYIO OTBETCTBEHHOCTH B
mpenenax MODKHOCTHBIX OOsS3aHHOCTEH, ONMpPENENeHHBIX MOJDKHOCTHBIMH
HUHCTPYKLHUSMU;

— PaGorHuku  YmopaBineHus ~KaApoB  MOTYT OBITh  IPHUBIEYEHH K
IMCLUILTHHAPHOM, MaTepUalbHOH, yTOIIOBHOH OTBETCTBEHHOCTH B ClIydae U
B IOpANKE, MPEIyCMOTPEHHOM  3aKOHOAaTenbcTBOM, lIpaBumiamwu
BHYTPEHHETO TPY0BOI'0 PaCIOpsAIKA.

6. BBAUMOOTHOIIEHMA

6.1. BzaumopelictBie  YTpaBlieHHs KaApoB CO BCEMH CTPYKTYPHBIMH
nojpasaeNeHussMH U JOJDKHOCTHBIMU Jinnamu CIIBI'ODY ompenernsiercs 3amadamy U
(GYHKIMSIMH, BO3JIOKEHHBIMUA Ha YTpaBiieHHe KaapoB HacTosAmmM llonoxenwem, u
OCYINECTBJISIETCS B MpefiesiaX KOMIIETEHIIUH Y [IpaBJIEHHUS KaIpoB.

6.2. BzaumopeiicTBue VYIpaBleHHs KaApOB CO CTOPOHHUMH OpTaHU3AIUSIMU,
roCylapCTBEHHBIMHI OpraHaMy, OpraHaMU MECTHOTO CaMOYTIPaBJIeHHs U GU3NIECKIMU
JIMLIAMH OCYIIIECTBISIETCS B IIpe/ielax KOMIIETEHIIMHU Y IpaBJIeHHs KaapoB.

7. HOPSIIOK TIEPECMOTPA IIOJIOKEHHAS
7.1. TTonoxenue 06 YpaBieHUH KaIpoB pa3pabaTbIBAETCs OJUH pa3 U IMOMJICKUT
nepepaboTKe B CIIyJasx, H3JI0XKEHHBIX B I11.7.2. HacToAIero ITomoxeHus.
7.2. OcHOBaHHEM JJIS [IEpPecMOTpa IOJIOKEHUA O CTPYKTYPHOM IOJpasfe/ieHUH
ABJIACTCA:
— M3MEHEHHE B OPraHHM3al[OHHON CTPYKType YHHUBEpCHTETa (IIEPENOIINHEHIE
CTPYKTYPHOTO TI0/Ipa3eieHHUs);
— W3MEHEHHE BHYTPEHHEW OpraHM3allMOHHON CTPYKTYyphl CTPYKTYpPHOTO
nmoapasaciieHusd,
— W3MeHeHHe 3a1a4 ¥ QyHKIUNM CTPYKTYpPHOTO IOAPA3IEICHHS.



