IIpunoxenwue
YTBEPXJIEHO

npukasoM PYT (MUUT)
ot L5 4 2020 Ne S/5 /02

NOJMOXEHHUE
00 YnpaB/ieHHH KaapoB

1. O0mue mooKeHH

1.1. Ynpasnenue KaapoB (maiiee — ynpaBieHHeE) SBISETCS CTPYKTYPHEIM

noJpaseneHueM (benepanbHOTO rOCyapCTBEHHOTO aBTOHOMHOTIO
00pa3oBaTeNBHOTO  YUpeXXIAEHHs  BHICIIErO  0OpasoBaHus  «PoCCHICKHiA
YHMBEPCUTET TpaHCIOpTa» (Hajlee — YHHBEPCUTET), OOeCIEeYHBAOIIMM

3(QQeKTHBHOE (QYHKIMOHMPOBAHHE CHCTEMBl YIPABICHHS I[IEPCOHATIOM  JIJisl
JOCTHXKEHHS LIeJIeH YHUBEPCHTETA.

1.2. Ynpasnenue B CBOEi JEeSATENIbHOCTH PYKOBOZACTBYyeTCH
3aKoHOJaTenbcTBOM Poccuiickoli ®enepanuu, ycTaBOM YHHBEPCHTETa, HHBIMU
JIOKalbHBIMH HOPMaTHBHBIMH aKTaMU YHHBEPCHUTETA H HACTOSILMM ITOJIOKEHHEM.

1.3. IlonHoe HauMeHOBaHME yIIpaBlIeHHs — YIIpaBleHUe KaIpoB.

CoxkpammeHHoe HanMeHOBaHKe yrpasieHus — YK.

2. CTpyKkTypa H PyKOBOACTBO

2.1.llltatHoe pacnucaHWe YOpPaBIE€HHUS SBISETCS COCTABHOM YacThIO
IITAaTHOTO PaCMUCaHHs YHHBEPCUTETA.

2.2. BHyTpeHHsss CTPYyKTypa yNpaBI€HHs  ONpeAensieTcss IITaTHBIM
pacrnicaHueM.

2.3. YrpaBiieHre  HAXOJUICS B HETIOCPEACTBEHHOM  MOAYHHEHUH
AOIDKHOCTHOIO JIMI[a COINIACHO IIPHMKasy YHHBEPCUTETa O pachpeaelcHuH
00513aHHOCTEH M TIOJHOMOYHII MEXIY PEKTOpOM, MPE3UIEHTOM, HPOPEKTOPaMH,
TIIaBHBIM OyXrajlTepoM U UHBIMH paOOTHHKAMH.

2.4. Ynpasnenve  BO3INABNSET  HAYalbHWK, KOTOPBIM  Ha3HadaeTcs
Ha JIOJDKHOCTh M OCBOOOXIAeTcs OT 3aHMMaeMOM JOJDKHOCTH B YCTAHOBICHHOM
B YHUBEPCHUTETE MOPSIKE.

2.5. HauaneHUK ynpaBieHus:



1) mpexcraBnseTr yHMBEpCHTET BO B3aUMOOTHOIIEHHAX C OPraHaMH
rOCyZapCTBEHHOM BJIACTH Poccuiickoit Denepanuy, OpraHu3alusAMHA
M Tpa)JaHaMH I10 BOIPOCaM, OTHOCAIIMMCS K KOMIIETCHLMH YIIPaBICHUs,
a 10 TIOPYYCHHSIM PYKOBOZCTBA YHHBEPCUTETA — IO APYI'MM BOIIPOCAM;

2) pacmipesiensier 00A3aHHOCTH MeXAy paGOTHHKAMH YNpaBIeHHS, IaeT
paboTHHKaM 00sI3aTeNbHbIe U1 UCTIONHEHNS TIOPYYEHHS;

3) B3aMMOJEHCTBYET CO CTPYKTYPHBIMHU MOAAPA3AEICHUAMH YHUBEPCUTETA;

4) yTBep>KIaeT, COIIacoBBIBACT M MOAMUCHIBAET JOKYMEHTHI 110 BOIPOCAM,
OTHOCSIIUMCS K J€ATENbHOCTH YIIPABICHHUS;

5) yTBEpK/IaeT MONOKEHUSI O CTPYKTYPHBIX IOAPA3IENEHHUsIX YIpPaBIEHMs
(Ipu HATTHYHH);

6) obecrieurBaeT (GOpMUpPOBaHKME TEPeYHA IMOTPEOHOCTEN YIIpaBIEeHUS,
CBOCBpEMEHHOe MpejcTapnenne B [lnaHoBo-pUHAHCOBOE yNpaBieHHE pParlOpPTOB
Ha YCTaHOBJICHME Han0aBOK, IpeICTaBIeHWE B YIpaBieHHe (PHHAHCOB
¥ OyXrajJTepcKoro y4era KaJpoBBIX IPUKA30B M IIEPBUYHBIX JOKYMEHTOB;

7) IpUHAMaeT y4acTHe B COBEU[AHWSAX, MPOBOJIMMEIX PYKOBOACTBOM
YHHBEPCHUTETA, KaCAIOIIUXCS AESITEIHOCTU YIIPABIECHHUS;

8) obecrnieunBaeT opraHu3alMo pPabOTHl YIpaBIEHHs, BEHINOIHEHHE 33734
¥ QYHKIMIA, ONpeielleHHbIX HACTOSIINM MOJIOXKEHHEM, a TAK)KE PELIeHHI YUeHoro
COoBeTa YHHUBEPCUTETA, IIPHKA30B YHHUBEPCUTETAa W IIOPYYEHHUH pPYKOBOJCTBA
YHUBEPCHUTETA;

9) ocymiecTBISET KOHTPOJIb eSITENBHOCTH PAOOTHUKOB YIIPABJICHUS;

10) opranusyer KOHTpONb COONIOAEHUS pabOTHUKAMH  yIIpaBlICHHUS
3aKoHojarenscTBa Poccuiickoli Menepanyy, yctaBa U JIOKAIBHEIX HOPMATHBHBIX
aKTOB YHHBEpPCHTETa, B TOM 4Hcie IIpaBun BHyTpeHHero TpyZOBOTO pacIopsaKa
YHHBEPCHUTETA, BBIITOJIHEHUS UMU JI0JDKHOCTHEIX 00S3aHHOCTENH;

11) opranusyer moBbIIeHHE KBaIH(UKAUMH pPabOTHUKOB YIIPaBIECHHUS
COBMECTHO C TMOJpa3/Ie]ICHUsMH YHHMBEpPCHTETa, OTBEYAIOMIMMHU 3a YKa3aHHOE
HalpaBJICHUE;

12) BHOCHT [ODKHOCTHOMY JIMIly, B HEIOCPEICTBEHHOM IOAYMHEHHUU
KOTOPOrO  HAaXOMWTCS yIpaBlI€HHE, TMpPENJIOXKEeHHUs O COBEPIICHCTBOBAHHU
IEeATEIbHOCTH YIIPaBJIE€HU, TOBBILIEHUU 3P (OEKTHBHOCTH €ro paboTEI;

13) paspabarbiBaeT COBMECTHO C paOOTHHKAMH YIPABIEHHS IIPOEKTHI
IOKYMEHTOB, CBSI3aHHBIX C OpTaHHU3alHel IesITeNIbHOCTH YIIPaBJICHHS;

14) oGecneunBaeT KCMOJHEHHE CMETHl YHUBEPCUTETA B YaCTH Kacaloleics;

15) ocymecTBaseT UHBIE MOJHOMOYHS IO BBIMOJHEHHUIO 3a1a4 M (YHKIIHH,
BO3JIOKEHHBIX Ha yIpaBjieHWe, B COOTBETCTBUU C JIOKATHHBIMH HOPMATHBHBIMU
aKTaMH YHHBEPCHUTETA.



2.6.B rmepuos OTCYTCTBHS Ha4aJbHHKA KCIIONHEHHE €ro JOKHOCTHBIX
o0s3aHHOCTeH  Bo3jnaraercss Ha pabOTHMKA  yIPAaBIEHWS, HA3HAYAEMOIO
B YCTaHOBJIEHHOM IIOPSJIKE.

2.7. lomkHOCTHBIE O06S3aHHOCTH, TpaBa W OTBETCTBEHHOCTD pabOTHHUKOB
YUPaBICHHUS PEIIAMEHTHPYIOTCA HACTOSUIMM  IIOJIOKEHHEM, KOJUIEKTHBHBIM
AOTOBOPOM, TPYAOBBIMHU JJOTOBOPaMH U JIO/DKHOCTHBIME MHCTPYKIHSAMH.

3. 3apaun u pynkunu

3.1. OcHOBHBIMH 3aJja4aMH YIIPABIECHHUS SBISIOTCS:

1) paspaboTka KajpoBOil IONMTHKM yHHBEPCHTETA M €€ peasd3alus
B COOTBETCTBMM C LEISIMH M 33/a4aMM Da3BUTHS YHHUBEPCHTETA B pPaMKaxX
KOMIIETCHIMH  ynpaBieHus. OmepartvBHas ananTalus KaJApoBOH IONUTHKH
K M3MEHEHHSIM Ha PbIHKE TPY/a;

3) opranusauust paGoTHI 110 COBEPIIEHCTBOBAHUIO METOIOB YNPaBICHHS
Y€JI0OBEYECKUMHU PECypCaMu;

3) KOOpIMHALMs  TPOIECCOB  YNpABIEHWsl [EPCOHAIOM B  paMKax
obecrieyeHus BHINOHEHHSI OCHOBHBIX 3a/[a4, BO3JIOKEHHBIX HA YIPABICHHE;

4) paspaboTka M BHEIpPEHHE JIOKAIHHBIX HOPMATHUBHLIX AaKTOB B 00IAcTH
YIpaBIeHUS  MEPCOHANOM, obecrnedeHHe HUX CoOmogeHHs paboTHUKaMHU
YHHUBEPCUTETA,

5) COBEpIIEHCTBOBAHKE CHCTEMBI HArPaXKJEHHWH U MOOIIpPEeHHi paboTHUKOB
YHHMBEpCHUTETA 3a YCIIeXH B pabore;

0) COBEpIICHCTBOBAHHE M PEalM3allisi CHCTEMBI MPUBJIEYEHUs M monbopa
nepcoHana B yHusepcurere. CoBEepIIEHCTBOBaHHE MPOLECCOB afalTaldd HOBBIX
PabOTHHKOB;

7) ydactue B co3gaHHM d()(HEKTUBHONW CHCTEMBI OOYYEHHMsS M Pa3BUTHA
NepcoHala YHHBEPCUTETA JIJIs BBIABICHHUS ITOTEHIIMaNa paOOTHUKOB YHUBEPCUTETA,

8) yqacthe B (QOPMHPOBAHHMHM IONUTHKA TPYHAOBBIX  OTHOIIEHWIi
B YHHBEPCHUTETE, CBA3aHHOM C NPUBJIEYEHHEM K paboTe HHOCTPaHHBIX TPaXKIaH;

9) opraHu3anus KagpoBOrO ydeTa C HCIIOJIIB30BAHHEM DJIEKTPOHHBIX
aBTOMAaTU3MPOBAHHBIX CUCTEM, IEHCTBYIOLINX B YHUBEPCHUTETE;

10) obecrieueHne BeleHHS IEKTPOHHBIX TPYAOBBIX KHIKEK;

11) skcnepTh3a JMOHKHOCTHBIX HMHCTPYKLIHMHA paOOTHUKOB YHHBEPCHUTETA,
BelleHre OaHKa JOHKHOCTHBIX WHCTPYKIIMIA;

12) opranuzanus pa®oThl MO 3alIUTe MEPCOHANBHBIX TaHHBIX PaOOTHHKOB
Ha OyMa)KHBIX HOCUTEIISIX B YHUBEPCUTETE;

13) opranu3anus NPOBEJEHHS KOHKYPCOB Ha 3aMELICHHE JOJDKHOCTEH
Hay4HbIX paOOTHUKOB, KOHKYPCOB Ha 3aMEIICHHME JOJDKHOCTEH INMeAaroruvyeckux



pabOTHHMKOB, OTHECEHHBIX K IPO(ecCOPCKO-IPEIoNaBaTelbCckoMy —COCTABY,
JUPEKTOPOB UHCTUTYTOB;

14) oGecrieuenue coOmroeHus TPYZIOBOTO u MUTPAIIMOHHOTO
3aKOHOJATEIbCTBA B TPYAOBBIX OTHOILEHUAX C paOOTHUKAMH YHUBEPCUTETA,;

15) npencraBnenre OTYETHOCTH B YacTH IIEpCOHANAa M CTYJEHTOB
B FOCYAapCTBEHHBIE OPraHbl, yUpeIUTeIT0, HaOIIOAATEIbHOMY COBETY,

16) oGecnieyeHue BeleHHUs] BOMHCKOTO y4eTa:

- HOKyMEHTalbHOe O(QOpMIIEHHE CBEIeHNII BOMHCKOTO ydeTa O pabOTHHKAX
¥ 00y4aloMIMXCsl YHHBEPCUTETA, COCTOSIINX HA BOUHCKOM YUeTe;

- obecreyeHre UCIONHEHNs pabOTHUKaMH ¥ 00YYaIOIIUMUCS YHHBEPCUTETA
BOMHCKOH O0OS3aHHOCTH, YCTAHOBIEHHOW 3aKOHOJATENLCTBOM PoccHiickoit
DQenepanuy;

- aHAJIM3  KOJIIMYECTBEHHOIO COCTaBa M  Ka4eCTBEHHOIO COCTOSHUS
IIPU3BIBHBIX PECYPCOB YHHUBEPCUTETA.

3.2. VnpaBneHue oCyIIeCTBIseT CIeAyIOHe (yHKIHH:

3.2.1. JloxymMeHTalMOHHOEe o0ecreueHrue JeATeNbHOCTH YHHBEPCHTETA
B OTHOIIEHHH pabOTHHKOB YHHBEPCHTETa B COOTBETCTBHH C TPYIOBBIM
3aKoHoaTesbecTBOM Poccuiickoit @enepaiuu 1o cleayroNIMM HalpaBIeHHSIM:

1) BeneHWe OpraHU3allMOHHOW M PAacHOPAAMTENBHOM  NOKYMEHTALUH
0 IepCoHATY ¥ 00yJarOIIMMCS:

- 00paboTka W aHaNM3 TMOCTYMAUed JOKYMEHTAlMH II0 [EPCOHAIY
1 00y4aronMcst;

- pazpaboTka 1 oopmIIeHHEe JOKYMEHTAIWH T10 TIEPCOHATY H 00y4aroIuMes
(mepBUYHOI,  y4YETHOM, IUIaHOBOM,  IIO COLMAIIBHOMY obecneyeHuIo,
OpraHM3allMOHHOMN, PacMopSAUTEIBLHOM);

- perucTpamysi, yd4eT W  TeKyllee XpaHeHHE  OpraHU3alMOHHOMN
U PacropsAUTENIEHON JOKYMEHTALMH 110 IEPCOHAY U 00y4aronuMCs.

2) BeZleHHE TOKYMEHTAIMH 110 YYETY U JBH)KEHHIO KaJIpOB U 00yYAFOIHUXCS:

- BEJICHHE JOKyMEHTAIUHU I10 YUYEeTy U ABUKEHUIO KaJIpOB U 00yUalomHXCs;

- OpraHM3alusl CUCTEeMBbl  JBWXKEHHS  JOKyMEHTOB II0  IepCOHAIY
1 00y4aronuMces;

- cOOp M IIpoOBEpKa JUYHBIX JOKYMEHTOB paOOTHUKOB U 00yYaroIuxcs;

- IOATOTOBKAa M O(OpMIIEHHE I10 3arpocy pabOTHHUKOB M JHODKHOCTHBIX JIHIT
KOIIMi, BBIMMCOK M3 KaJpOBBIX JOKYMEHTOB, CIPaBOK, WHGOPMALUKA O CTaxe,
JBroTax, rapaHTHUsIX, KOMIIEHCAIIUSAX U UHBIX CBEIeHUI 0 paboTHUKAX;

- BBIJJaua pa0OTHUKY KaJPOBBIX JIOKYMEHTOB O €ro TPYAOBOH JAesTEIBHOCTH;

- OBeZIeHHe /10 CBEJEeHUs IepcoHaja U O0y4arollUXCs OpraHU3allMOHHBIX,
PacloOpAAUTENBHBIX U KaAPOBBIX JOKYMEHTOB OpraHU3alliH;

- BeJICHHUE y4yeTa pabo4ero BpeMeH! pabOTHHKOB,;



- PETHCTpalUs, Y4YeT, ONepaTUBHOE XPaHEHHE NOKYMEHTOB II0 MEpPCOHAILY
H 00y4aroIKMMCs], TIOATOTOBKA K C/ja4e UX B apXHB.

3) aIMUHUCTPUPOBaHKE MPOLECCOB | JAOKYMEHTO00OpOTa 10  ydery
M JBIDKCHHIO  KaupoB, INpPEACTABICHHWIO JOKYMEHTOB 1[I0  I[IEPCOHANY
B FOCYAapCTBEHHBIE OPraHbl:

- OpraHM3anyus JOKyMEHTO000pOTa 11O y4eTy U ABUKEHHUIO KaJ[POB;

- OpraHusauMsi JOKyMEHTO00OpOTa IO IPEACTABIEHHIO JIOKYMEHTOB
II0 MIEPCOHANY B FOCYapCTBEHHEIE OPraHHl;

- IOATOTOBKA I10 3aIpOCy IOCYIApCTBEHHBIX OPTaHOB, MPOGECCHOHAIBHBIX
COI030B M JpYrMX IPEACTABUTENbHBIX OPraHOB paGOTHUKOB OpPHIHMHAIIOB,
BBINKCOK, KOITUH JOKYMEHTOB;

- noarotoska M mepepada B Ilencuonnelit donn Poccuiickoit ®@enepanuu
CBEJICHHU O TPYAOBOH AEATENBHOCTH PabOTHMKOB OPraHU3aI[HH;

- TIOArOTOBKA U NPEAOCTaBICHUE OTYETHON M CTATUCTUYECKOH MH(OpMAIMU
N0 TepcoHany ¥ o0y4yaromumcs B TOCYIapCTBEHHBIE OPraHbl, YUYpeIUTelIo,
HabMoaTeTbHOMY COBETY;

- IOATOTOBKA ~ MH(OpMaM¥ O 3aKIIOYeHHH TPYLOBOIO  JOroBOpa
C  TPaXAaHUHOM,  3aMElaBIIMM  JO/DKHOCTH  TOCYHapCTBEHHON MM
MYHHIHUIIAJIBHON CilyXOBI, IIepeYeHb KOTOPBHIX YCTAHABIMBAETCS HOPMATHBHBIMU
npaBoBBIMU akTaMu Pocculickoit ®eneparium.

4) opranmsanus paGoThl IO 3alUTE NEPCOHATBHBIX NAHHBIX PaGOTHHKOB
Ha GyMa)KHBIX HOCUTEJSX B YHUBEPCUTETE.

3.2.2. JleATenbHOCTS 10 00ECIEYEHHIO TEPCOHATIOM:

1) c6op uHdopManuK 0 TOTPeOGHOCTIX OPraHU3aLMK B IIEPCOHATIE:

- @HAJIU3 IUIAHOB, CTPATErHH U CTPYKTYPBI OpraHU3alMK;

- aHaNM3 OCOOEHHOCTeH OpraHu3alMu pabOThl HA KOHKPETHBIX pPabodmx
MecTax;

- @aHaJIM3 PBIHKA TpyJa IO OpraHM3alii paboThl Ha aHAIOTHYHBIX pabo4mx
MecTax;

- popmMupoBaHue TpeGOBaHHN K BaKaHTHOM JOMKHOCTH (npodeccu,
CIIELMAIBHOCTH) ¥ UX KOPPEKIHS;

- aHAJIM3 pPBIHKA TPyJAa M NepcoHalla OpraHu3alMy Mo MPOdUII0 BaKaHTHOM
IOIDKHOCTH (Tpodeccuu, CrieluaibHOCTH);

- HTHOPMHUPOBaHHE ¥ KOHCY/IBTUPOBAHKME PYKOBOAMTENEH MOapasiencHui
¥ OpraHM3alliy 110 BOIIpocaM PBIHKA TPy/la B YaCTH 00ecIeueHus TIePCOHAIIOM.

2) nouck, npuBIeYeHue, moaoop 1 oTOOp mepcoHana:

-[IOMCK BO BHYTPEHHMX M BHEIIHUX MCTOYHHMKaX wuHGpOpMALUU
0 KaHIuJarax, COOTBETCTBYIOIIEH TpeOOBaHMSIM BaKaHTHOM  JTOMKHOCTH
(npodeccuu, CrieliMaIbHOCTH);



- PasMCIICHUWE  CBEACHUM O BaKaHTHOM JOKHOCTH  (mpodeccuy,
CIENHANbHOCTH) B CPEJICTBAX MAacCcOBOM MH(OpPMAIHY;

- BBIOOp CrOcOGOB M METO[OB NpHBIIEYEHHUs MEPCOHANa B COOTBETCTBHM
C YTBEPKIACHHBIMHU TUTAHAMH;

- IpoBepka HMHQOPMALlMM O KaHAMAATaXx Ha BaKaHTHBIE OJDKHOCTH
(npodeccun, cienuatbHOCTH);

- IpOBeJIeHHe COoOeceoBaHU W BCTpeY ¢ KAHIUJATaMH HA BAKAHTHBIE
AOJDKHOCTH (TIPOdeccrH, CIeHUaIbHOCTH) ¢ 06ecreueHreM 06paTHOM CBA3M;

- OLICHKA COOTBETCTBHS KAaHJIUAATOB TPeOOBaHHAM BAKAaHTHOH IOKHOCTH
(mpodeccun, crienUaNLHOCTH);

- IOATOTOBKa INPENIOKEHHH II0 (OPMUPOBAHUIO OOMKETa Ha IIOWCK,
IPUBIEYEHHUE, TOAOOP U 0TOOP MepcoHaa;

- ”HGOPMUpOBaHHE U KOHCY/IETUPOBaHWE PYKOBOAUTENEH MOmpaselIeHuil
¥ OpraHHU3alKiy 110 BOIIPOCaM IIPUBJIEYEHHs IEPCOHAa C OLIEHKOM! 3aTpar.

3) aIMMHHCTPHPOBAaHHE IMPOLECCOB M JOKYMEHTOOGOpOTa o0becIedeHHs
IIEPCOHAJIOM:

- @HaJIM3  TPOLECCOB  JOKyMEHTOOOOpOTa, JIOKAJIBHBIX  JOKYMEHTOB
110 BOIIpocaM 00eCITIeueH s ePCOHATIOM;

- BelcHHE HMH(QOpPMallMM O BaKaHTHBIX JOKHOCTIX (mpodeccusx,
CHEUANbHOCTIX) U KaHIUJaTax;

- TOKYMEHTAllMOHHOE CONpPOBOXK/JIEHNWE KaHAMJIATOB Ha JTanax IIOKMCKa,
npuBiedeHus, noabopa U orbopa mepcoHala Ha BakKaHTHBIE JOKHOCTU
(mpodeccun, cnennanbHOCTH), UHOOPMHUPOBAHHE KAHAUIATOB O Ppe3y/ibTaTax
orbopa;

- IOATOTOBKAa M 00paboTka yBENOMJIEHUIH B TOCYHapCTBEHHBIE OpraHE,
npoecCHOHANBHBIE COIO3Bl M JPYrHe Mpe[CTaBUTENbHBIE OpPraHbl PabOTHHKOB
II0 BOIIPOCAM IIOMCKa, IIPUBJIeYeHH s, of60opa 1 0T6opa epcoHaIa.

3.2.3. JleATensHOCTh IO OLIEHKE II€pPCOHANa, IPOBEJEHHUIO KOHKYPCHBIX
IpOLEeyp U aTTecTalluu IepcoHaa:

1) opranusanus ¥ npoBeieHUe OLIEHKH MepCoHaa:

- aHaJIU3 CTPYKTYphl, IUTAaHOB M BaKaHTHBIX JOJDKHOCTEH (npodeccuid,
CIIENMATBHOCTE!)  OpraHM3aluHd, OocoOeHHOcTedl — opraHu3auuud  paboTEI
Ha KOHKPETHBIX pabouux MecTax;

- pa3paboTKa TIUIaHA OLEHKH TIE€PCOHajJa B COOTBETCTBHH C LENIAMH
OpraHu3alluu;

- OI[CHKa JAHAMHAKH NIPOM3BOAHUTEIBHOCTH, MHTCHCHBHOCTH
1 3¢ (QeKTUBHOCTH TpyHa Ha pabodux MecTax;

- OIpe/ieNIeHHe PEeCypcoB, BHIOOP CPEACTB U METOIOB MPOBEACHUSA OLICHKU
IiepcoHana;



- MPOBEJICHHUE OLICHKM NEPCOHANA B COOTBETCTBHH C INIAHAMH OPraHU3AIHH;

- KOHCYIBTHPOBAHUE MEPCOHATIA 10 BOIIPOCAM OIIEHKH,

- @HalIu3 Ppe3yNbTaTOB OLEHKM IePCOHaNa, IOJArOTOBKA pPEKOMEHIAIHiA
PYKOBOJICTBY M IIEPCOHAITY.

2) opraHuszanys IpOBENCHHS KOHKYPCOB HA 3aMeLICHHE JOKHOCTEi
HaYYHBIX PabOTHMKOB, KOHKYpPCOB Ha 3aMelleHHe NOJKHOCTEH MeNarorHyecKix
pabOTHHMKOB, OTHECEHHBIX K NPO(ecCOpPCKO-NPENoaaBaTebckoMy — COCTABY,
JTUPEKTOPOB UHCTUTYTOB:

- cOOp U aHaM3 NPEAOCTaBIEHHBIX JOKYMEHTOB, IIOArOTOBKA HEOOXOMMMBIX
MaTepHaJIoB JJIS IPOBEACHHA KOHKYPCHBIX MIPOLIEAYD;

3) opraHu3anys NPOBeAEHHs aTTECTAINHN IePCOHAA:

- @HAJIM3 CTPYKTYpPBl, IUIAHOB M BaKaHTHBIX JMOJDKHOCTEW (mpodeccuii,
CIEUMANbHOCTeH)  OpraHM3alUM,  OCOOSHHOCTEH  OpraHM3allud  paGoThI
Ha KOHKPETHBIX pabodHX MeCTax;

- pa3paboTKa MPOEKTOB JOKYMEHTOB, ONpPEAE/IAIONHNX MOPSII0K aTTeCTaluK
IIepCOHala, C OLEHKOH 3aTpar;

- COIIPOBOXKJAEHHE IIpoliecca arTecTalMd W paboThl  aTTeCTALlMOHHOMN
KOMHCCHU;

- IOATOTOBKa TMPEIJIOXKEHUH O COOTBETCTBHM pabOTHHKA JOJDKHOCTU
(nmpodeccHu, cCreUManbHOCTH) TI0 pe3y/ibTaTaM aTTeCTallid B COOTBETCTBHH
¢ 3akoHozAarenbcTBoM Poccuiickoit @eneparum.

4) aIMUHUCTPUPOBAHKE NPOLECCOB U JOKYMEHTO0G0POTA MPH MPOBEICHHH
OLIEHKH, KOHKYPCHBIX IPOLIEAYP U aTTeCTAllUH IIepCoHaIa:

- @HAJIU3  TPOLIECCOB  JOKYMEHTOOOOpOTa, JIOKAIBHBEIX  JOKYMEHTOB
IO OLIEHKE, KOHKYPCHBIM IIPOLIEAypaM U aTTeCTalllK [TepCoHala;

- OpraHU3alMOHHOE COMPOBOXIEHHE MEPONPHUATHI IO OLIEHKE MepCcoHaa,
KOHKYPCHBIM IIPOILEAypaM U aTTecTalliy IepcoHaa;

- opopmiieHME  TIpoIlecca M Pe3yNbTAaTOB  KOHKYPCHBIX  MPOLEIYP
U aTTeCTallly IepcoHaa;

- ”HQOPMHpOBaHKMEe IIEpCOHANa O pe3yJbTaraX OLEHKH, KOHKYPCHBIX
IIPOLIEYP U aTTeCTALIHH;

- IOATOTOBKA IIPEIJIOKEHHUH II0 PAasBUTHUIO IEPCOHANa IO pe3yibTaram
OLIEHKH.

3.2.4. JleATenbHOCTH IO Pa3BUTHIO MTEPCOHANIA:

1) opranusanys ¥ NpoBeAeHUE MEPONPUSATHI 10 PasBUTHIO M IOCTPOEHHUIO
npodheCcCHOHANBHON Kapbephl IIepCoHaa;

- aHAJIN3 CTPYKTYPHI, INIAHOB U BAKAHCHI OpraHU3allly;

- aHanu3 ocoOeHHOCTEN PaboThl Ha Pa3IUYHBIX paboUUX MECTax;



- IOATOTOBKA IIPOEKTOB JOKYMEHTOB, OIPENENSIOIUX MOPSIOK Pa3BHTHA
IIEPCOHAIIA U IIOCTPOCHUS IPpodecCHOHANEHON Kapbepsl,

- pa3paboTka IIaHOB MPOheCCHOHANBHOMN Kaphephl PAGOTHUKOB;

- popMHUpoOBaHUE KaJApOBOTO PE3EPBA;

- OpraHusanysd  MEpONpHUATHH 10  pPasBUTHI0O H  IOCTPOEHHIO
npodecCHOHANBHON Kapbepsl IIEPCoHaa;

- IOATOTOBKA IPEUIOKEHUN 10 (HOpMUPOBaHMIO OIOMKETa HA OpPraHU3aliHIo
H IPOBEACHHE MEPONPHUATHH MO Pa3sBHUTHIO M MOCTPOCHHIO MPOQeCCHOHAIbLHON
Kapbepbl IEPCOHAaIa;

- aHanmu3 O(QQEKTUBHOCTH MEPONPHUATHH 10 pPa3BUTHIO IIEpCOHAIA,
MIOAATOTOBKA MPEJIOKEHHH 110 Pa3BUTHIO.

2) opraHu3anys afanTalli d CTaXXHPOBKH IIEPCOHAIA:

- aHAJIU3 YCIEIIHbIX KOPIOPATUBHBIX MPAKTUK [0 OPraHM3alliy aJanTaiuu
U CTaXXUPOBKH [EPCOHAIA;

- pa3paboTKa IUIaHOB a/laNTalMy, CTAXXKUPOBKH IIEPCOHANIA C OLIEHKOM 3aTpaT;

- OpraHu3alysi MepONPHUSATHI 10 a/lalTalliH, CTAKHPOBKE IEPCOHAIIa;

- MIOJAITOTOBKA MPeIJIOKeHUH 10 COBEPIICHCTBOBAHMIO CHCTEMBI aJallTalliH,
CTaXXUPOBKH IepCOHANA,;

- IOATOTOBKA MPEINIOKEHUN 110 (OPMUPOBAHHUIO OIOIKETa Ha OPraHU3aIlUI0
ajlanTalyy U CTaKUPOBKH IEPCOHAJIA,

- aHaJiu3 3(Q(MEKTUBHOCTU MEPONPHUITUH 10 aJanTalid U CTAKHPOBKE
IepcoHaa.

3) aIMUHUCTpPHpPOBaHKE IIPOLIECCOB U JOKYMEHTOOOOpOTa IO Pa3BUTHIO
1 npodeccCHoHaNbHON Kapbepe, afalnTalli U CTaKUPOBKe IepCoHaa:

- aHaJIU3 IPOLECCOB, MPAaBUJI U IOPSAKOB OPraHW3alU{ HPH TMPOBEIECHUU
MEPOIPHATHH IO Pa3BUTHIO M TNpPo(ecCHOHANBLHOM Kapbepe, aanTal[Hu
U CTaXXUPOBKE MepcoHaa;

- JOKYMEHTAllUOHHOE 0(hOpMIIEHHE Pe3yIETaTOB MEPOIPUSATHH 110 Pa3BUTHIO
1 npodeccHoHaNbHON Kapbepe, 00y4eHHUI0, afanTally U CTaXKUPOBKE MEPCOHAA;

- IOAATOTOBKA HMHIWBHAYAIbHBIX MPENJIOKECHUH HAa OCHOBE pe3yJIbTaToOB
NPOBECHUS MEpONPUSATHI 10 pa3sBUTHIO W TPO(MECCHOHATBHONH Kapbepe,
aJlalTallii U CTaXXHUPOBKE [IEPCOHANA;

- IOITOTOBKa MpPENJIOKEHUH II0 COBEPIICHCTBOBAHHUIO CHUCTEM afalTalyu
U CTaXXHUPOBKH, Pa3BUTUA U NOCTPOCHHS NMPo(eCCHOHAILHOM Kaphephl MepcoHala;

- BEITIOJIHEHHE TpeOOBaHMN IO XpaHEHHIO HHQPOpPMAIUM O pe3ylbraTax
alanTaliy U CTaXKUPOBKH, Pa3BUTHUS U MOCTPOEHHUS NPO(eCCHOHAIbHON Kapbepbl
IepcoHana.

3.2.5. OnepauMoHHOE yIpaBl€HHE [IEPCOHAIOM M  IOApa3leeHUeM
OpraHU3allUuU:



1) paspaboTka  CHCTEMBI ~ ONEPAI[MOHHOIO  YIPAaBIEHHS  IIEPCOHANIOM
1 paboTOM CTPYKTYPHOTO IOApPAa3Ie/ICH S

- aHaJIU3  YCNEUIHBIX  KOPNOPAaTMBHBIX  IIPAKTHMK II0  BOIMpPOCaM
CTPATerHYeCcKOro ¥ ONePaTHBHOIO yIpaBIeHHs IEPCOHAIOM OpraHH3alky;

- IOCTAaHOBKa OTIEPATUBHBIX LieJIeH 110 BOIIPOCaM YIPAaBICHHS [IEPCOHATIOM;

- pa3paboTKa IIaHOB, IPOTPaMM H MPOLEAYP B YIIPaBICHHH IIEPCOHATIOM;

- pa3paboTKa MPEIIOKEHUI 0 CTPYKType MOApa3/IeNieHusl ¥ MoTpeGHOCTH
B [IepCOHAJeE;

- pa3paboTKa MpeUIoKEeHUH 10 00eCeYeHHIO epCoHanoM, GOPMUPOBAHUIO
CHCTEM OLIEHKH, Pa3BHTHS.

2) peasinzanusi ONEPALIMOHHOTO YIPAaBIEHHS I[E€PCOHAIOM M pPaboOTHI
CTPYKTYPHOT'O IIOJpa3AC/ICHUS:

- INIAHMPOBaHMUE AEATEIbHOCTH MOApa3IeleHUs U IEPCOHAIa;

- OIIEpaTUBHOE YIPaBJICHUE NIEPCOHAJIOM MOApa3aeIeHUs OpraHUu3aliuu;

- pacdeT 3arpar II0 IMOJAPa3JeICHUIO M IOATrOTOBKA IIPEIJIOKEHHH IS
(bopmupoBaHus OrOmKeETa;

- pa3paboTKa CTaHIAPTOB JAEATENBHOCTH MMOApA3NEICHUS W YHU(DUKAIHS
IIPOLIECCOB;

- IPOBEJIEHUE UHCTPYKTAXA [10 OXpaHe TPyAa;

- IOCTAHOBKAa  3aJa4  pabOTHHUKAM  CTPYKTYPHOIO  IOXpa3ielieHus,
OIlpeZie]IeHUe PECYPCOB IUIsl X BHINIOJIHEHHUS, KOHTPOJIb HCTIOJTHEHUS;

- aHAJIU3 TUIAHOB M OTYETHOCTH MOMYMHEHHBIX pPabOTHHUKOB, pa3zpaboTka
NPeJIOKEHHH 110 YIy4IIEeHUIO [ToKa3aTelNel 1eITeTbHOCTH Mopa3/ielIeHus;

- popMHpOBaHUE OTYETOB O PaboTe CTPYKTYPHOTO MOJpa3IesieHus.

3) agMUHHCTpUpPOBAHHE IPOLIECCOB %} IOKYMEHT0000poTa
II0 ONEpPalMOHHOMY YIPaBICHUIO IIEPCOHAIOM M padoTe CTPYKTYPHOIO
noJpa3eNeHus:

- aHAJIU3  TIPOLIECCOB  JIOKYMEHTOOOOpOTa, JIOKAJIBHBIX JOKYMEHTOB
10 BOIIPOCaM OIEPAaLlMOHHOIO YIIpaBJIE€HUs ITEPCOHAJIOM M pabOoThl CTPYKTYPHOIO
NIOApa3/eNIeHUs, YIOBICTBOPEHHOCTH NIEpPCOHAa;

- TOKyMEHTALHOHHOE odopmieHune PE3yIBTaTOB OIIEPaIIOHHOTO
YIpaBICHUs MEPCOHAIOM M paboThl CTPYKTYpPHOTO TMOApa3deNeHUs, pe3yJbTaroB
ayauTa paboTHI ¢ IIEPCOHAIIOM;

- IOATOTOBKA IMpPENJOKEHUH [0 Pa3BUTHIO CHCTEM OIEPALHOHHOIO
yIOpaBleHUs  TepcoHaJoM UM pabdoThl  CTPYKTYPHOIO  IOJpa3JelecHHs,
10 HeOOXOAUMBIM KOPPEKTHPYIOIIMM H IIPEBEHTUBHBIM MEpPaM;

- pa3paboTKa CUCTEMBI aHAJIM3a U KOHTPOJIS pabdoThI IepCoHaa;



- KOHTPO/Ib, CpaBHEHHE M aHAJM3 IPOLECCOB B OOJACTH OIEPATHBHOIO
YUpaBIeHHUs  TIEPCOHANOM,  pe3ylbTaTOB  YNPaBICHYECKHX  MEPONpPUATHI,
onpeneseHre (haKTOPOB, BEI3BIBAIOIINX OTKIOHEHHE OT IJIAHOBBIX MOKA3aTeNeil;

- IOArOTOBKA M 00paboTKa  3ampocoB, YBEIOMIIEHHH, CBEICHHIt
0 paboTHMKax B TOCYAapCTBEHHbIE OpraHbl, NPO(ECCHOHANBHBIE COIO3EI,
00IlleCTBEHHbIE OPTaHHU3all|H;

- BBIIOJIHEHHE TpeOOBaHMM 10 XpaHEHHMI0 WH(OPMALMK O pe3y/brarax
AEHCTBHs CHCTEM ONEPAllMOHHOTO YNpPaBIE€HHsS [EPCOHANIOM M  paboThl
CTPYKTYPHOTO ITOpa3ieIeHHU.

3.2.6. Crparerudyeckoe ynpaslieHHE [IEPCOHAIOM OpraHU3alllu:

1) paspaGoTka CHCTEMBI CTPaTerM4ecKOr0  YIPABIEHUS  IIEPCOHANIOM
OpraHU3alluHu:

- aHAJIM3  YCNEIIHBIX  KOPHNOPAaTHBHBIX IPAaKTUK [0  OpPraHW3aluu
CTPATerM4YeCcKOro YIpaBleHHsl II€PCOHAIOM OPraHU3allii, OpPraHU3alOHHOIO
IIPOCKTUPOBAHUSA U B3aUMOJEUCTBUS MOAPA3/ICICHUH;

- IOCTAaHOBKA CTpaTerM4ecKuX IeJieil B yIpaBlieHUH I1ePCOHAIIOM;

- pa3paboTKa KOPIOPATHUBHOM IMONUTUKH, IUIAHOB, IIPOTPaMM, IIPOLELYP
¥ TEXHOJIOI'HH 10 YIIPaBIEHUIO MTEPCOHATIOM;

- pa3zpaboTKa KOPIOPAaTUBHON KyJIBTYPBI U COLIMAIBHOW MONUTHKH, CHCTEM
MOTHBALWH, 3)()EKTHBHOCTH, OLIEHKH M Pa3BUTHSI [IEPCOHAIA;

- pa3zpaboTKa OpraHU3allMOHHON CTPYKTYpHI, IUIAHUPOBaHHE MOTPEOHOCTH
B TIepCOHAJIe OPraHU3allHH;

- pazpaboTka TmporpaMM, yHU(HUKAIHMH, aBTOMAaTH3allMd IPOILIECCOB
YIpaBIECHUS IIEPCOHAIIOM.

2) peanu3alisl  CHCTEMBl CTPATErMYeCKOro yIpaBIEHHs IePCOHAIOM
OpraHu3alyu:

- IJITaHUPOBaHUE JICSITeIIEHOCTH U pa3paboTKa MEPOIPHSITHIH 110 YIIPaBICHHIO
NEPCOHAJIOM ISl pealu3allii CTPaTeTHYeCKUX LieJiel OpraHu3alliH;

- IOCTPOCHHE OPraHMU3AIlHOHHOM CTPYKTYpPBI C YYE€TOM IUIAHOBOH
NOTPeOHOCTH B TNEPCOHANe W B3aHMOICHCTBHs CTPYKTYPHBIX IOJpa3/esIeHUi
OpraHU3allHH;

- BHEI[peHHEe M IOAJEep)KaHHe KOPIOPATUBHOM KyIbTYpbl M COLIMAIBHOM
TIOJIMTHKH, CHCTEM MOTHBAIH, 3()()EKTUBHOCTH, OLIEHKH W Pa3BUTHS IIepCOHAA;

- yOpaBleHWe BHEOPEHWEeM MporpaMM YHU(HUKAIMU, aBTOMaTU3alUK
TIPOLIECCOB YIPABIIEHUs IEPCOHAIIOM;

- OpraHu3alus TpPOBEICHUS ayJuTa W KOHTPOJUIMHIA B YIpaBICHUU
IIepCOHAIIOM;

- IOCTAHOBKA 3aJad PYKOBOAUTENSIM CTPYKTYPHBIX  IIOZIpa3/IelIeHHH,
ompe/ieIeHre MaTepuaIbHO-TEXHUYECKUX PECYPCOB JUIS MX BBINIOIHCHUS,
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- aHAJIU3 OTUETHOCTH 10 YIPABIECHHUIO IIEPCOHAIIOM U BEISBIEHHE PECYpPCOB
I10 YIYYIIEHHUIO AeATEeIbHOCTH OpraHu3aluu;

- IpUMEeHeHHe K paboTHUKaM Mep TIOOWIPEHUS H JUCUUIUTHHAPHOTO
B3BICKaHUS.

3) aIMUHUCTPUPOBAHUE IIPOLIECCOB U JOKyMeHTOo000poTa
II0 CTPATErHYeCKOMY YIIPaBICHUIO IEPCOHAIOM OpraHU3aluu:

- aHaJIM3  IIPOLIECCOB  JOKYMEHTOOOOpOTa, JIOKAJBHBEIX  JOKYMEHTOB
I10 BOIIPOCaM YIIPaBJICHHsI IEPCOHAJIOM, YAOBIETBOPEHHOCTH MEPCOHaa;

- IOKyMEHTallUOHHOE O(OpMIICHHE pPe3yNbTaToOB YIPAaBIEHHS IEPCOHANIOM,
ero aynuTa, paboThl CTPYKTYPHBIX MOAPa3aeIeHHH;

- JOKYMEHTalOHHOE " OpraHM3allHOHHOE CONPOBOXKACHUE
CTPaTeTH4YeCKOro  YNpaBlIeHHs  IE€PCOHAJIOM M paboThl  CTPYKTYPHBIX
[O/pa3ACIICHHU;

- IIOJITOTOBKA MPEJIOKEHUHN 10 Pa3BUTHIO CUCTEM YIIPABJICHUS IIEPCOHAIIOM,
10 HeoOXOOUMBIM KOPPEKTHUPYIOIIMM U IPEBEHTHBHBEIM MepaM M I10 TOBBIIIECHHIO
3¢ dexTHBHOCTH pabOThI CTPYKTYPHBIX HOAPA3IeIICHUH;

- KOHTPOJIb TPOLECCOB B 00NacTW ympaBlieHHs NepcoHaloM M paboTsl
CTPYKTYPHBIX IOApa3fel€HUul, CpaBHEHWE W aHalli3 IPOLIECCOB, pPE3YyIbTaTOB
YyIPaBIEHYECKUX  MEPONpUATUH, ompeneneHue  (aKTOPOB,  BBHI3BIBAIOLIUX
OTKJIOHEHHE OT IJIAHOBBIX MOKa3aTeNe;

- BEIIIOJIHEHUE TpeOOBaHMH IO XpaHEeHWI0 HH(OpPMAIMU O pe3yJsrarax
NEHCTBUS CHUCTEM CTpPaTerMyecKkoro yHpaBleHHs MepcoHanoM U paboTsl
CTPYKTYPHBIX NOJIpa3eJIeHUA.

3.2.7. BeneHue BOMHCKOTO y4era:

1) nocraHoBka paboTHUKOB U oOyJarommxcs YHUBEpCUTETA
(BO€HHOOOs3aHHEIX 3araca M MPHU3bIBHUKOB) Ha BOMHCKHUN y4eT 10 MeCTy paboThl
M y4eOnl:

- IIPOBEPKa HAIIMYHUA OTMETOK B macnoprax rpaxzaad Poccuiickoit ®eneparun
00 UX OTHOIIEHUH K BOMHCKOH 00SI3aHHOCTH;

- IPOBEpKa HAJIMYMS U MOJIMHHOCTH JOKYMEHTOB BOMHCKOT'O YYeTa, a TakKe
IOJIMHHOCTH 3aIlMCeH B HUX, OTMETOK O IIOCTAaHOBKE HAa BOMHCKHUH y4YeT 10 MeCTY
’KUTENBCTBA HIIKL MECTY NpeObIBaHus;

- IPOBEPKAa COOTBETCTBHS JOKYMEHTOB BOMHCKOTO YueTa MacIOPTHBIM
JaHHBIM, Hau4Ke GoTorpaduu U ee COOTBETCTBHE BIIAIEIbILY;

- 3aMI0JIHEHHUE JIMYHBIX KapTO4YeK B COOTBETCTBHUM C 3alMCSIMU B JOKYMEHTaX
BOMHCKOI'O y4eTa;

- pa3bsicHeHUE pabOTHHUKaM M 00ydvaroIuMcsl TOpsSAKa HCIOTHEHUS HMH
00s3aHHOCTEH 10 BOMHCKOMY Y4YeTy, YCTAHOBJICHHBIX 3aKOHOAATEIbCTBOM
Poccuiickoit Denepanuu, 0CyUIECTBIEHUE KOHTPOJIA 3a UX UCIIOJIHEHUEM, a4 TAKKe
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HHYOPMHUPOBAaHHE paGOTHHKOB M 0OydYaromuxcsi 00 HX OTBETCTBEHHOCTH
3a HEHUCIIOJIHEHHE YKAa3aHHBIX 0013aHHOCTEH;

- MHQOPMUPOBAaHHE BOEHHEIX KOMHMCCAPHATOB 06 OTCYTCTBHH OTMETOK
B Iacroprax ¥ B JOKYMEHTaX BOWHCKOrO yuyeTa pPabOTHHKOB M OOYYarolIUXcs
YHUBEpCHTETAa 00 WX OTHOIIEHHWH K BOMHCKOM OOS3aHHOCTH, HCIIPaBICHUSX,
HETOYHOCTAX M MOAJENKAX, a TAaKKe O CIy4yasX HEHCIIOJHEHHS TIpaxkIaHaMU
00s13aHHOCTE}! B 00,1aCTH BOMHCKOIO yJerTa.

2) cbop, xpaHeHHe ¥ 00pabOTKa CBeNEHMH, COMEPXKAIIUXCA B JIMYHBIX
KapTouKax pabOTHUKOB U 00y4aroUIMXCsl YHHBEPCHTETA, IOUIEKAIEX BOMHCKOMY
yuery:

- BEISIBJIEHHE DPa0OTHUKOB M OOYYAIOMIMXCH, TOMJIEKAIUX ITOCTAHOBKE
Ha BOMHCKMH y4YeT 1O MecTy paboThl M (MJIM) [0 MECTy JKMTENhCTBA (MecTy
npeObIBaHUSA), U NPUHATHE HEOOXOAMMBIX Mep K IOCTAHOBKE WX Ha BOMHCKHIA
yUer;

- BeIecHHe U XpaHeHHe JHYHBIX KapTo4deK pabOTHHUKOB M 0OYyYaroL[uXxcs,
IIOCTaBJIEHHBIX Ha BOUHCKUH YYET.

3) mojmepKaHWE B aKTyalbHOM COCTOSHMH CBEIEHHM, COMEepIKAIIIXCS
B JIMYHBIX KapTO4ykKaX, U obecledeHHe MOANepKaHHS B aKTyalbHOM COCTOSHUH
CBECHUH, COJEpKAaNIMXCAd B JOKyMEHTax BOMHCKOIO y4YeTa BOEHHBIX
KOMHCCapHaTOB:

- HampaBJICHHE B JIByXHEIENBbHBI CPOK B COOTBETCTBYIOIIHE BOEHHBIC
KOMHCCapHaThl CBeNeHHH o paboTHMKaX W O0OyYaloIIMXCs, IOJIeKAIINX
BOMHCKOMY Y4Y€eTy, ¥ O NPUHATHM (MIOCTYIUICHUH) WM YBOJIBHEHUH (OTYMCIIEHHHN)
uX ¢ paboTsl (U3 0O6pa30BaTeNEHON OpraHU3aLUHN);

- OIIOBENICHHE paOOTHUKOB M OOYYAIOLIMXCSA O HEOOXOAMMOCTH JIMYHOM SBKH
B COOTBETCTBYIOILIME BOCHHbIE KOMHUCCAPHATEI, B LEJSX TOCTAHOBKM HAa BOMHCKHIA
yY4eT IO MECTy IKUTENbCTBA WJIM MECTy TIpeObIBaHMS JHOO YTOYHEHHS
HEe0OXOIUMBIX CBEIEHUH, COAEPIKAIUXCS B JOKYMEHTAX BOMHCKOTO y4era,

- HalpaBlIeHWE B JBYXHENENbHBI CpPOK II0 3alpocaM BOEHHBIX
KOMHCCApUATOB HEOOXONMMBIX CBeeHHH O pabOoTHMKaX H O0y4aroIuXcs,
COCTOSIIIMX Ha BOMHCKOM Yy4YeTe, a TakXKe O He COCTOAIIUX, HO OO0S3aHHBIX
COCTOSITh Ha BOUHCKOM Y4YeTe;

- IpeACTAaBJICHUE €XXEeroJHO, B CEeHTAOpe, B COOTBETCTBYIOLIHE BOEHHBIE
KOMHCCApHaThl CIIUCKOB TpaKJaH My»Xckoro mona 15- u 16-nmeTHero Bo3pacrta,
a a0 1 HoAOps — CHUCKOB TIpayKAaH MYXKCKOIO I0Jia, IOJJIeKAIUX
HIepBOHAYAIBLHOM MOCTAHOBKE Ha BOMHCKHH YUeT B CleAyIoleM T'ofy;

- CBepKa He pexe | pasa B roji CBEJCHUH 0 BOMHCKOM Y4YeTe, COJepKaluXcs
B JIMYHBIX KapToykax paOOTHHKOB M 00ydalomuxcs, CO CBEACHHUAMH,
COZiep>KalllUMUCS B JOKYMEHTaxX BOUHCKOIO y4eTa;
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- CBepKa He pexe | pasa B rojl CBeJIeHHH 0 BOMHCKOM y4eTe, COIepPKAIIIXCS
B JIMYHBIX KapTOYKaX, CO CBENECHMAMH, COIEPIKAIIUMICS B JOKYMEHTAX BOMHCKOTO
y4eTa COOTBETCTBYIOLINX BOCHHBIX KOMHCCAPHATOB;

- BHECCHHE B JIMYHBIE KapTOYKH CBeACHHH 00 H3MEHEHHUSX CeMEeHHOTo
MOJIOKEHHsl, 00pa3oBaHMs, CTPYKTYPHOrO MOApa3elieHus, IODKHOCTH, MecTa
)KUTEJIbCTBA WJIM MeCTa NpeObIBaHUS PaOOTHUKOB M OO0YYaIONIMXCS, COCTOSIIMX
Ha BOMHCKOM y4eTe, W B JIBYXHEJEIbHBIH CpPOK cooOlieHHe 00 yKa3aHHBIX
M3MEHEHHUSX B BOGHHBIE KOMUCCAPUATEI;

- OIIOBEIICHHE PAOOTHUKOB M O0O0YyYaloOmMXCSl O BbI30BaX (IIOBECTKaX)
COOTBETCTBYIOLIMX BOEHHBIX KOMUCCAPHATOB M O0eCHedYeHHe MX CBOEBPEMEHHOM
SIBKA B MECTa, yKa3aHHbIE BOBHHBIMU KOMUCCApUATaAMH.

4. IlpaBa u 00A3aHHOCTH

4.1. YopaBneHue uMeeT Mpaso:

1) monyyars oT pykoBogHTENEH CTPYKTYPHBIX MOApa3leleHUd W JPYyrux
paboTHHKOB MH(OpPMALUIO, a TaK)Ke B YCTAaHOBJIEHHOM IOPSIKE IOKYMEHTEI,
CIpaBKH M JApyTHe CBEJICHHs, HEOOXOAUMBble IS BBINOJHEHUsS (QYHKIUH,
BO3JIOKEHHBIX Ha YIIpaBlIeHHUE;

2) npuBIeKaTh NPH HEOOXOOMMOCTH K JAEATEIBHOCTH  YIIpaBleHHUS
pabOTHMKOB  HHBIX  CTPYKTYPHBIX  [OApa3OelleHHd B  YCTaHOBJIEHHOM
B YHHUBEpCHUTETE IOPSIKE;

3) yyacTBOBaTh B II€PEroBopax M BECTH MEPENHCKy C OpraHaMu
rOCyJapCTBEHHOM BJIaCTH, OPraHaMHM MECTHOTO CaMOYIIPaBIICHHUs, HHBIMU JIMIIAMHA
II0 BONPOCAaM, OTHECEHHBIM K KOMIIETEHIHMH YIPAaBICHHs, B yCTAHOBICHHOM
B YHUBEPCUTETE MOPSLIKE;

4) xoopnuHUpOBaTh paboTy MOApa3feNeHuil YHHUBEpCHTETA B 06JIACTH
YIIPaBJIEHUs IEPCOHAIIOM;

5) 3anpamuBaTh U NOMyYaTh U3 CTPYKTYPHBIX MOAPA3/e/IeHUH YHUBEPCUTETA
HHGbOpMaLUIO, HEOOXOAUMYIO JUIsl OCYIIECTBIEHUSA CBOEH IeATeIbHOCTH,

6) BHOCUTB IIPEIUIOKeHHs 110 COBEPIIEHCTBOBAHHIO PabOThI YHHBEPCHUTETA
¥ CTPYKTYPHBIX IIOApa3/ieNIeH!H 110 BOIIpOCaM yIpaBIIeHHUs IIEPCOHAIOM;

7) BHOCUTh Ha PacCMOTPEHHE PYKOBOJACTBA YHUBEPCHTETA INPEACTABICHUS
O Ha3HaYeHWH, IepeMeIleHWH U YBOJIbHEHMM paOOTHUKOB YIIpaBlIEHUS,
UX TOOLIPEHUH U HAJI0XKeHUH B3bICKaHUIA;

8) MpOBOIUTE B MpeJenax CBOei KOMIIETEHIIHH TIePeroBOPEI CO CTOPOHHUMH
OpraHu3aIUsIMH.

4.2. Ynpasnenue o0s13aHo:

1) ocyuiecTBIATE TOAOOP KaApOB, IINIAHUPOBaHHE padoT;
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2) undOpMHPOBaTE  PYKOBOIHTEJIEN CTPYKTYPHBIX  TOJpa3eieHHi
O HampaBJICHUSAX TIOJUTUKY B 0OJIACTH yIpaBIIeHHs IEPCOHAITIOM H TIePCIIeKTHBHBIX
TIUIaHaX Pa3BUTHS;

3) nnaHUpoBaTh  paGOTy B COOTBETCTBHH  C IIEPBOOYEPETHBIMU
OTPEOHOCTSIMH YHUBEPCUTETA,

4) cobmonars npaBuna paboTEl CO CIyXeGHOW | KOHOUAESHIIHAIEHOM
HH(pOpMAaIHeit;

5) oGecrnieunBate (opmupoBanue u O(DOPMICHHE Jel B COOTBETCTBHM
C HOMEHKIIaTypOi el ynpaBicHHUs,

6) oOecrieunBaTh ONEPaTHBHOE XpaHEHME NOKYMEHTOB M CBOEBPEMEHHYIO
nepefady B apXUB JOKYMEHTOB, 3aKOHYEHHBIX JeJIONPOU3BOICTBOM.

4.3. PaboTHUKY ynpaBiieHHs 00A3aHbI:

1) cobmonate TpeGoBaHMs 3aKOHOAATENhCTBA PoccHiicKoi Denepariu;

2) 0CyLIECTBIATE BO3IIOXKEHHBIE Ha yIPAaBICHHUE 320291 U (DyHKIIUH;

3) COBEepIIEHCTBOBATH [EATENHHOCTD YIIPABICHUS B PAMKaX KOMIIETEHIUN

4) coxpaHATh KOH(HIESHIIHATBHOCTh CBEICHUIA, coiepIKalTuXcs
B JIOKyMEHTaX YIpaBJICHHS.

4.4. PaGOTHHKH yIIpaBIeHUS HECYT IEPCOHABHYIO OTBETCTBEHHOCTE:

1)3a HeBBIIOJTHEHWE WM HECBOEBPEMEHHOE  BBIOJHEHHE CBOHX
JOJDKHOCTHBIX 00S3aHHOCTEIH;

2) 3a HapyIIeHHe NpaBHI BHYTPEHHErO TPYAOBOTO PACIOpsKa, TPYIOBOM
JAUCUUIUIMHBI,  TIpAaBWJI  TEXHMKM  0E€30MaCHOCTH M IPOTHBOINOXKAPHOM
0e3omacHoCTH;

3)3a mpaBOHApyLIEHHs, COBEpIIEHHBIE B IIPOLECCE OCYMIECTBISHUS
TPYAOBOM [EATEJBLHOCTH, — B IIpeJeNax, ONpeeNIeHHBIX aIMHHHCTPATHBHBEIM
U TpaXkIaHCKUM 3aKoHoIarenbcTBOM Poccuiickoit @enepanuu;

4) 3a IpUYMHEHUE MaTepHaNBHOIO yinepba — B Ipejenax, ONpefeleHHBIX
TPYAOBBIM M I'paKAaHCKUM 3aKoHOaTeIbcTBOM Poccuiickoii @enepanuu;

5)3a pasmiamieHde KOHQUAEHIHANbHONH wWH(pOpPMAmMu o paboTHHKAX
YHUBEpPCHTETAa M  KOMMEpPYECKOW  TaiHBI, KacalolleHcsa  JesITEeIbHOCTH
YHUBEPCHUTETA;

6) 3a HecoOmoneHue mMmopsaka pabOTBl C JOKYMEHTaMH, YCTaHOBIEHHOIO
HOPMATUBHBIMH IIpaBOBBIMH akTaMH Poccuiickoi @enepannu, JOKaabHBIMU
HOPMAaTHBHBIMH aKTaMH YHHBEPCHUTETA;

7) 3a yTpaty M 1opuy JOKyMEHTOB YHHBEPCUTETA.

4.5. HauanbHUK yMpaBlIeHUS HECET TEePCOHAIBHYI0 OTBETCTBEHHOCTH
32 KQYECTBO M CBOECBPEMEHHOCTb BBINOJIHEHHS BO3JIOKEHHBIX HACTOALIUM
NOJOKEHHUEM Ha YIpaBJieHHe 3aJa4 ¥ (pyHKUHH.
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