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IMMOJNOXEHHUE
00 YrpaBjieHHH Pa3BHTHS epcoHAJIA

1. O61mue monoxkeHust
1.1. YnpaBnenune pasButus nepcoHana (mainee — yIpaBIeHUEe) SBIAETCA

CTPYKTYPHBIM TOJpa3NieNieHHeM (e/lepaTbHOr0 roCyJapCTBEHHOTO ABTOHOMHOTO
00pa30BaTebHOTO yUPEKAEHHS BEICIIEro 00pazoBanus «PoccHitcKuii YHUBEPCHTET

TpaHCIIOpTa»  (Hamee — YHHUBEPCHUTET), O00eCIeYUBAFOMIUM 3 peKTUBHOE
(QYHKIHMOHMpPOBAHKE CHCTEMBI YIIPABICHHUS MIEPCOHATIOM YHUBEPCUTETA.
1.2. Ynpasnenue B CBOEH JEeSATEeIbHOCTH PYKOBOJCTBYETCS

3aKOHOZATeNbCTBOM Poccuiickoit Denepaluu, ycTaBoM yHHBEPCHTETa, HHBIMMU
JIOKAJIBHBIMK HOPMAaTUBHBIMY aKTaMU YHUBEPCUTETA U HACTOALINAM TTOJIOKEHUEM.
1.3.Tlonnoe HauMeHOBaHue ympaBiIeHHS — YipaBneHue pasBUTHSA
IIepcoHaia.
CoxkpallleHHOEe HaUMEeHOBaHHE ynpasiaeHus — YPIT.

2. CTpyKTypa H pYKOBOJACTBO

2.1. lllratHoe pacmucaHWe YMpPaBIeHHs SBISETCS COCTABHOH YACTBHIO
LITaTHOT'O PacIMCaHUs YHUBEPCUTETA.

2.2. BHyTpeHHA  CTPYKTypa yNpaBieHHS  OMNpEAeSSIETCS  IITATHBIM
pacnucaHueM.

2.3. Ynpasnenue HaxXxoJuTcg B HEIIOCPEACTBCHHOM  ITOQYHHEHHUH
AOJDKHOCTHOTO JIMLIa COITIACHO TPHUKa3y YHUBEPCHTETa O paclpefeleHHU
00513aHHOCTEH W IOJTHOMOYHII MEXIy PEKTOPOM, HAyYHbBIM PYKOBOJIUTENEM
TIEPBLIMU NIPOPEKTOPAMH, MPOPEKTOPAMH U ITIABHBIM OyXTaaTepoM.

2.4, VipaBneHne  BO3IIABISET  HAYalbHUK, KOTOPBIM  Ha3HAYAETCS
Ha JOJDKHOCTh M OCBOOOXIACTCS OT 3aHMMAEMON JO/KHOCTH B COOTBETCTBHU



C  YCTaHOBICHHOW  MuHTpancoM  Poccuu [IPOLENYpOH  Ha3HAYEHUS
1 0CBOOOXKIEHHS OT JOJDKHOCTH.

2.5. HauaneHuk ynpasnesus:

1) npencraBnser yHuBepcuTer Bo B3aUMOOTHOLICHHAX C OpraHaMu
roCyJapCcTBEHHOMN BJIACTH Poccutickoit Denepanuu, Opra”Hu3alusMHu
1 TpaXIaHaMH 0 BOIPOCAM, OTHOCSLIUMCH K KOMIIETEHIIHH yIpaBJeHus,
@ IO IHOPY1ICHUAM PYyKOBO/JICTBA YHHBEPCUTETA — 110 JIPYTHM BOIIPOCAM;

2) pacupeziensier 06s53aHHOCTH MeX1y paGOTHHKAMH YIpPaBICHHS, HAeT
paboTHHMKaM 0Gs3aTeNbHbIE IS UCMOTHEHUS [IOPYYECHHS,

3) B3aUMOMIEHCTBYET CO CTPYKTYPHBIMHU NOApa3AeIeHUsIMA YHUBEPCUTETA;

4) yTBEpKIaeT, COINacoBBIBAET U MOAMUCHIBAET AOKYMEHTBI II0 BOTIPOCAM,
OTHOCSAIIMMCS K JI€ATENIBHOCTH YIIPABIECHHUS;

5) YTBEPXKAALT MONOKEHUS O CTPYKTYPHBIX NOJPAa3Ie/ICHUAX YIIPaBIECHHUs
(mpy HaTHYHK);

6) obecrieunBaer hopMHUpOBaHME TIEpeyHS NOTPeOHOCTeH yTpaBieHus,
CBOCBPEMECHHOE InpencTapieHue B IlmaHoBo-QpuHaHCOBOE ympasieHHe pamopToB
Ha yCTAaHOBJIEHME HAn0aBOK, MpEACTaBIeHHe B YIpaBIeHHe (QUHAHCOB
1 OyXraqTepcKoro ydera KajpoOBbIX MPUKA30B U MIEPBUYHBIX JOKYMEHTOB, Tabess
YH4€Ta UCIIOTB30BaHUS paboUero BpeMeHH! yIIPaBICHUS;

7) IPHHUMAET y4YacTHe B COBEIIAHUSX, IPOBOMMMBIX PYKOBOJCTBOM
YHUBEPCHTETA, KACAFOIIUXCs J€ATSTBHOCTH YIIPABIICHUS,

8) obecreunBaeT OopraHM3aLMI0 PaGOTH YIPaBICHHs, BHINOTHEHHE 3amay
1 QYHKIMH, OTpeielIeHHBIX HACTOSIINM TIONIOJKEHUEM, a TaKIKe pelIeHUH Y9eHOro
COBETa YHHMBEPCHUTETA, IPHKA30B YHHBEPCHTETa U IOPYYEHHH pPyKOBOJICTBA
YHUBEPCUTETA,;

9) ocylIecTBIAET KOHTPOJIb AESTENEHOCTH PAGOTHHKOB yIIpaBJICHHUS,

10) opranusyer KOHTpPONB  cOONMIONEHMs  pabGOTHHKAMU yIIpaBJIeHUS
3aKoHOzareNnbeTBa Poceniickoit ®enepaliuy, ycTaBa U JIOKAIbHBIX HOPMATHBHBIX
aKTOB YHHBEPCUTETA, B TOM 4ucie [IpaBui BHYyTpeHHETO TPyI0BOTO pacropsiaka
YHHBEPCUTETA, BBITTOJIHEHHS MU JI0JDKHOCTHBIX 00sI3aHHOCTEIH;

11) opranusyer nossliuieHre KBatudukamu paGoTHAKOB yIIpaBlIeHUS,

12) BHOCHUT JOKHOCTHOMY JIMIly, B HENOCPEICTBEHHOM OMIHHEHUH
KOTOPOTO ~ HaXOAMTCS  YNPABICHHE, MPEIIOKEHUS O COBEPIIEHCTBOBAHUH
ACATENLHOCTH YIPAB/ICHHS, MOBbIIEHUE 3QHEKTUBHOCTH €ro paboTh;

13) paspabaTeiBaeT COBMECTHO ¢ paGOTHMKAaMH YIIpaBICHHS IIPOEKTHI
NOKYMEHTOB, CBA3aHHBIX C OpraHu3aliell e TeNbHOCTH YIIPaBICHHS;

14) oGecrnieurBaeT HCIIOHEHHE CMETHI YHUBEPCHTETA B YACTH KACAIOMIEHCS;



15) ocyuwiecTBisier uHBIe MOMHOMOYHS 110 BEIIONHEHMIO 3amad U QyHKIHIA,
BO3JIO’KCHHBIX Ha yTpaBIECHUE, B COOTBETCTBHH C JIOKATBHLIMH HOPMaTUBHBIMU
aKTaMH YHUBEPCUTETA.

2.6.B nepwonm OTCYTCTBHS HauaNbHUKA HCIONHEHHE ero TOJDKHOCTHBIX
obs3aHHOCTEl  Bo3maraercs  Ha paboTHHKa  ympaBieHMS, HA3HAYAEMOTO
B YCTaHOBJIEHHOM MOPSJIKE.

2.7. JIomKXHOCTHBIE 00A3aHHOCTH, IpaBa U OTBETCTBEHHOCTH PabOTHHUKOB
YUPABICHUA  PErIAMEHTUPYIOTCS.  HACTOSLIMM  IIOJIOKEHHEM, KOJIEKTHBHBIM
AOTOBOPOM, TPYNOBBIMHU JI0ONOBOPAMH M [I0JKHOCTHBIMA HHCTPYKIHSIMH.

3. 3agauyu u pyHKuuH

3.1. OCHOBHBIMH 3a1a9aMH YIIPABJICHHS SBIISIOTC:

1) paspaboTka, B pamMKax KOMIIETEHIIHH YIpaBJIeHHs, KaJpOBOM IOIHUTUKA
B COOTBETCTBUH C LENAMH M 3aJayaMH, CTOANIUMH IEpel yHHBEPCHTETOM,
H ee pealn3alus.

2) onepatuBHas ajlanTamus KaIpoBOi IOTTUTHKH
K U3MEHEHHUSAM Ha PhIHKE TPY/a;

3) KOOpAMHAIKS [POLIECCOB yNPaBIEHH s IEPCOHATIOM B paMKax obecrnieueHus
BBITIOJIHEHHS] OCHOBHBIX 33184, BO3JIOKCHHBIX HA YIIPaBIIeHUE;

4) paspaboTka W BHEJpPEHHE JIOKATBHBIX HOPMATHBHBIX aKTOB B OGNACTH
YOPaBICHUS — TIEpCOHANOM, obecrieyeHHe HX  COOMIONEHHS  PaGOTHHKAMH
YHHUBEPCHTETA,;

5) COBEPIIEHCTBOBAHKME CHCTEMbl HATPaXIEHHUH M MOOIIPEHHH PaGOTHUKOB
YHHUBEPCHTETA 3a yCIeXu B pabore;

6) COBEPUICHCTBOBAHHE M peaju3allis CHCTeMbI NPUBIECYEHHS W nogdopa
nepcoHana B yHHBepcuTeTe. COBEPIIEHCTBOBAHHE IPOLECCOB AAAITAlMH HOBBIX
pabOTHHUKOB;

7) co3naHue M BHENPEHHME CHUCTEMBI OLEHKH IepCOHANa Uil BBISBJICHHS
MOTeHIMana pabOTHUKOB YHMBEPCHTETAa H (OPMHPOBAaHHS KaJpOBOTO pe3epBa.
CuctemHas paboTa ¢ KaJpOBBIM Pe3epBOM;

8) opraHu3alys U KOOPAMHALMS AESTENBHOCTH MO CO3NAHMI0 3(hheKTHBHOM
CHCTEMbI 00Oy4EeHHS M Pa3BUTHS IEPCOHANIA YHUBEPCUTETA,

9) opranusaiys KajpoBOTO y4eTd, B TOM WYHCIE C HCIIONb30BAHHEM
SIEKTPOHHBIX aBTOMAaTH3UPOBAHHLIX CHCTEM, AEHCTBYIONIUX B YHHUBEPCHUTETE;

10) obGecnieuenne BeeHMs AEKTPOHHBIX TPYHLOBEIX KHIIKEK,

11) cornacoBanne JOMKHOCTHBIX HHCTPYKLUMH paOOTHUKOB YHMBEPCUTETA,
BelleHMe OaHKa JODKHOCTHBIX MHCTPYKI[HIA;



12) opranmsauus pa6oTs! mo 3amTe NICPCOHANIBHBIX NaHHBIX PaGOTHHUKOB
1 00y4aromuxcst Ha 6YMaskKHBIX HOCHTENSAX B YHHUBEPCUTETE;

13) opranmsanus nposenenus KOHKYPCOB Ha 3aMelleHHe JIOKHOCTeH
HayYHBIX PAaOOTHHUKOB, KOHKYPCOB HA 3aMeILlCHHE NOKHOCTEI MeIaroruye cKux
pabOTHHMKOB, OTHECEHHBIX K PO eCCOPCKO-IIPEIIOaBATETECKOMY COCTaBYy,
AUPEKTOPOB HHCTHUTYTOB;

14) obecrieuenne coOuoneHus TPYZOBOTO u MHUTPaLHOHHOIO
3aKOHONATEeJILCTBA B OTHOIIEHUH PAGOTHUKOB YHHBEPCHTETA,

15) npencraBnenue orderHoCcTH B wacTu IIepcoHana M O0yYaroL[HXCs
B TOCYHapCTBCHHBIC OPTaHbl, YYPEIUTENO, HAOTIONATELHOMY COBETY;

16) obecnievdeHue BeIleHIS BOMHCKOTO y4era, I0KyMeHTalIbHOe 0(hOopMIeHHEe
CBEJICHUH BOMHCKOIO y4Yera O pabOTHHUKAX H 00y4aroluXcsi YHUBEPCHUTETA,
COCTOSILIIUX HA BOMHCKOM Y4YeTe;

17) bopmupoBanue CTpyKTYpHI U LITATHOTO pacnucaHusl yHUBEPCUTETA;

18) opranusanus u mpegocTaBienue B YHUBEPCUTETE AAMHHHUCTPATHUBHBIX
YCIYT (asee — yCeIyrh) IoCTy akoIMM, 06y YaromiMes (oOyuaBIInMcs paHee) Beex
(GopM 1 0CHOB 06yueHus, pabOTHHKAM (paGoTaBuiuM paHee) yHUBepcHTeTa (Hanee
— 3aABHUTEIIN), B TOM YHCTIe B JIIEKTPOHHO (opMe, 1o IIPHHIUITY €OTHOTO OKHAY,

19) opranusauus paboTel Mo 0GECTICUECHUIO BBINOTHEHHS paboTHUKaMK
M 00y4alolmuMMCs yHHBepcUTeTa TpeGoBaHHMit OXpaHbl TpyJa H OXpPaHBI
OKPY KaoIeH CpeJibl;

20) KOHTPOIB 3a COOMIONEHNEM 3aKOHONATENLCTBA U HMHBIX HOPMaTHBHBIX
TIPaBOBBIX AKTOB 110 OXpaHe TPyAa U OXpaHe OKPYKAIOLIEH cpelbl CTPYKTYpPHBIMH
NO/IpasieIeHUsMH YHUBEPCUTETA;

21) KOHTPOIb 32 (YHKIIMOHHPOBAHUEM CHCTEMbI yIIPABICHHUS OXpaHo# Tpyaa
B COOTBETCTBHU C IOCYIapCTBEHHBIMH HOPMATHBHBIMH TPeGOBAHMSAMM OXpPaHEI
TpyAa, ¢  HenAMM M 33Ja4yaMd  YHHUBEPCHUTETa,  peKOMEHIAlUsSMH
MEXTOCYNapCTBEHHBIX M HALMOHAIBHBIX CTAHIApTOB B chepe Ge3omacHOCTH
U OXpaHbl TPY/a;

22) onepaTUBHBIH KOHTPONb 3a COCTOSIHHEM OXPaHbl TPYAA, OXPaHEI

OKpy’KaroIiei Cpeibl, IIPOBEACHUEM IIPOU3BOJCTBEHHOIO KOHTPOJIA
32 COONIONEHMEM  CAHWTAPHBIX  TPaBHJ,  BBIIOJHEHHEM CaHUTapHO-
IIPOTUBOATHAEMHOJIOTHUECKUX (mpodunakTHUE CKUX) MEPOTIPUSITHIA

B CTPYKTYPHBIX MOJApPA3eTICHUSX YHHBEPCUTETA,;
23) KOHTPOIb MPOBEIEHHS HHCTPYKTAXKEH 10 0XpaHe TPYHa;
24) KOHTPOIIb 3a COOTBETCTBHEM TEXHHYECKOTO COCTOSHHS obopynoBaHus
TpeOGOBAHUAM OXpaHbl TPyda H OXpaHbl OKpykKalomeil cpeibl u paluoOHAIEHOTO
IIPUPONOTIOIB30BAHHS;



25) KOHTPOIIb 33 COCTOSIHIEM OKPYKarollel Cpelibl B paiioHe pacriookKeHust
00BEKTOB yHUBEpPCHUTETA,

26) opranmzanus  mpoQUIAKTHYECKOM paboThl 1O  mpemympexIeHHIo
NPO(eCCHOHAITBHBIX 3aboreBanmi, IIPOHU3BOACTBEHHOIO TpaBMaTH3Ma
M HeCHaCTHBIX CIIy4yaeB cpefid pabOTHHKOB H oOydaromuxcs, a Takxke paGoThl
[10 YIy4IIeHUIO YCIIOBUH Tpy/a;

27) paspabotka mporpamm o0y4eHHs 1O oxpaHe Tpyaa u OpraHu3aIus
POBE/ICHHS] B YCTAaHOBIEHHbIE CPOKH M YCTAHOBJIECHHOM nopsAnke oOyuyeHus,
TOBEPKH 3HAHHUH 10 OXpaHe Tpyla pabOTHUKOB YHUBEPCHTETA,

28) opraHusauus  mpoBeneHUs IPEJBAPUTENBHEIX M IEPUOAHYECKUX
MCAMIMHCKHX  OCMOTpOB  (oOcnenoBaHMi)  paGOTHHKOB CTPYKTYPHBIX
NIOpa3eIeHni YHUBEPCUTETA;

29) nmanupoBaHUe MEPONPUSTHIA TI0 OXpaHe TPyAa U OXpaHe OKpPY KAOIIeH
CPCBI, COCTABICHHE OTYETHOCTH [0 YCTAHOBJEHHEIM (OpPMaM, BeneHIe
HEOOXOIUMOU TOKYMEHTAIHH,

30) opranusanus o6IIECTBEHHOIO MUTAHUS U KOHTPOJIb Ka4ecTBa IMUTAHMUI,
OKa3bIBACMBIX OPraHM3aLMsIMH Ha TEPPHTOPHUH YHUBEPCUTETA.

3.2. VipasnieHne ocyIeCTBIIsSET ClIeyIOLHe GbyHKIHM:

3.2.1. JlokyMeHTallOHHOE ~ OBeCIIeYeHHe  NesTeIbHOCTH YHUBEPCHUTETA
B OTHOLICHMH pPabOTHUKOB U OOy4YarOLMXCS YHUBEPCHTETA B COOTBETCTBHH
¢ TPYROBBIM  3aKOHOZaTeNbCTBOM Poccuiickolt ®enepauuu 1o  CleyrOLUM
HaIpaBJICHHSIM:

1) BefleHre  OpPraHM3alMOHHOW W  PACIOPSAMTETBHON JOKyMEHTAITHH
IO MTePCOHANY U 00yJaroUMCS;

2) Be/leHUe I0KyMEHTALMH 110 YYETY U JBHIKEHHIO KaZpoB U 00yJaromuxcs;

3) aIMUHHCTPUPOBAHHE MPOLECCOB | AOKYMEHTOO00pOTa MO yuery
W JIBIDKEHMIO ~ KaApoB M  00y4arollMXCs, MPEeICTaBICHHIO JOKYMEHTOB
10 MEPCOHATY B FOCYAapCTBEHHEBIE OPraHbl.

3.2.2. JlesiTeIbHOCTS 110 06ECTIEYEHHIO IEPCOHATIOM:

1) cbop unpopmanun o HoTpebHOCTIX OPraHU3aH B [IEPCOHAJTE;

2) NOHCK, IpUBJIeYeHHe, IOA00P U 0TGOP MepCcoHaa;

3) aMMHUCTPUPOBAHKE IIPOLECCOB U NOKYMEHTOOGOpOTa obecreyeHs
MIEPCOHAIIOM.

3.2.3. JleATeNbHOCT 110 OLIEHKE MepCOHANa, IPOBENECHHUIO KOHKYPCHBIX
NPOLEIYp U arTeCTalluK MepcoHaa:

1) opranm3zaiums 1 mpoBejieHre OLIEHKH MePCOHAIA;

2) opraHuszanus IMpOBENEHHS KOHKYPCOB Ha 3aMelleHHe JIODKHOCTEH
HAYYHBIX PabOTHUKOB, KOHKYPCOB HA 3aMelleHHe IO/DKHOCTEH I1eIarorHuecKuX



pabOTHHKOB, OTHECEHHBIX K r[po(1)eccopcrco-npeno;[aBaTeJIBCKOMy COCTaBy,
JMPEKTOPOB UHCTUTYTOB;

3) aIMHHHECTPHpPOBAHKE TIPOLECCOB | MIOKYMEHTO060pOTa PH NMPOBENCHUH
OLCHKH, KOHKYPCHBIX MPOLENYP H aTTeCTALUH IEPCOHANA.

3.2.4. leaTenbHOCTS 110 Pa3BHTHIO IepcoHaa:

1) opranusaius u nposenenue MEPOTIPUSATHH 110 Pa3sBUTHIO U MOCTPOCHHUIO
NPO(eCCHOHANBEHON Kapbeph! IepCoHANa;

2) oprasu3anus oOyueHms IepcoHaa;

3) opraHu3auMs afanTaury 1 CTXHPOBKH IEPCOHAJIA,

4) aIMUHECTPHPOBaHKE TPOLECCOB M JIOKYMEHTO000pOTa 10 Pa3BUTHIO
¥ IPO(eCCHOHANIBHOMN Kaphepe, afalTaluy i CTaXXHPOBKE IEepCOHAIA.

3.2.5. OnepannonHoe ynpagieHue IIEPCOHAJIOM:

1) paspa6oTka cucTeMbl omepanroHHOro YTIPABJIEHHUS IEPCOHATIOM;

2) peanusanus OepaLUOHHOTO YIPABIEHHS IIEPCOHAIIOM;

3) comnpoBoxeHne mporecca MUPPOBH3AIUY U aBTOMATH3allMK YIIPaBJICHUS
TIEPCOHAIIOM;

4) agMUHUCTpHUPOBaHUe IIPOLIECCOB U TOKyMeHTo0oOopoTa
110 OTIEPAIMOHHOMY YIIPABICHHUIO MTEPCOHATIOM.

3.2.6. Crparerndeckoe ympaBlieHHe IepCOHANOM OpraHu3aluu:

1) paspaboTka cHCTeMBI — CTpaTermyeckoro YOPAaBIECHUS  IEPCOHATIOM
OPTraHU3aIHNH;

2) peanmsaiys  CHCTEMBI  CTPaTerHYECKOro YOpaBIeHHUS TMepPCOHAIOM
OpraHHU3aIuu;

3) aIMHHUCTPUPOBAHKE IIPOLIECCOB U JIOKyMeHToo00poTa
IO CTPATErMIECKOMY YIIPABJICHHIO IEPCOHATIOM OpraHU3aIHH.

3.2.7. BeneHue BOUHCKOTO y4eTa:

1) mocranoBka paboTHUKOB 15§ o0yJarommxcs yHUBEpCHUTETA
(BOCHHOOOSA3aHHBIX 3aI1aca U MPU3LIBHUKOB) HA BOUHCKHMIL YYeT I10 MecTy paboThl
U y4eOBsl;

2) cbop, xpaHeHue U 06pabOTKa CBeIECHHI, COIepXKallMXCsl B JIMYHBIX
KapTOYKax pabOTHUKOB M 0OyJarOI[MXCs YHUBEPCUTETA, [1OUIEKAIIINX BOMHCKOMY
y4ery;

3) noanepkaHue B aKTYalbHOM COCTOSIHHH CBEICHHH, COZIepIKAIIUXCS
B JIMYHBIX KapTOYKax, ¥ o0ecreueHHe MOIEp)KaHHusi B aKTYalbHOM COCTOSHUM
CBEJICHUH, COZEepXKAllMXCs B  JOKYMEHTaX BOMHCKOTO Yy4YeTa BOEHHBIX
KOMHCCapHaTOB.

3.2.8. JlesitennbHOCT 110 (DOPMHPOBAHMIO  CTPYKTYPhl M IITATHOIO
pacCTIMCaHUS:

1) opmupoBanue cTpyKTypBI i COMIACOBAHNE €€ C YUPEIUTENEM,



2) BHeceHHE U3MEHEHMUIT B CTPYKTYpPY YHUBEPCUTETA;

3) bopMupoBaHHe W yTBepKIEHHe IITATHOTO pacliucaHusl yHHUBEPCHTETa
B COOTBETCTBUHM C yTBEPIKIEHHOH CTPYKTYpOMH, CXeMaMM MODKHOCTHBIX OKJIaJIoB,
donmamu 3apaboTHOIM rLIATH I ACHCTBYIOIINMHI HOPMATHBAMH;

4) cormacoBaHWe C yupemuTeNeM H3MeEHEHHR MITATHOTO  pacIHCaHMUs
YHHBEPCUTETA,

5) BHECEHHE W3MEHEHMIT B IITaTHOE paclucaHne yHUBEPCHTETA.

3.2.9. JlesATenbHOCTD MO MPeNOCTABICHHIO aIMUHHUCTPATUBHBIX YCIIYT:

1) ocymecTnenne npmemMa or  3asBHTelNeil 3aIIpOCOB  (3asBIIECHMIA)
Ha  TPCJOCTaBJIC€HHE aJMHHHUCTPATUBHBIX YCIYT, KOMILIEKCHBIX 3alpOCoB
¥ BbIIaYM UM JIOKYMEHTOB 110 Pe3yJIbTaTaM MpefoCTaBICHUS aIMHHHUCTPATHBHEIX
yCIyr;

2) opopMITeHHEe BEKTPOHHEIX TPOMYCKOB I IpoXoJla Ha TEPPUTOPHH
YHHUBEPCHUTETA,

3) obopMmIeHHe IpUrTameHHs K JAOCTYyIly K KOPIOpPaTUBHBIM Web-
NPUIIOKEHUAM YHUBEPCHUTETA (THYHBIN KaOuHeT);

4) opraHu3zalMoOHHOE COIIPOBOXKAEHHE IIEPEBOIOB, OTUYHCIIEHHH
M BOCCTAaHOBJICHUH 00y4aromumxcs, Mepexoa ¢ IIaTHOTO Ha 6ecILiaTHoe o0yueHune
M0 00pa3oBaTeNbHBIM IPOrpaMMaM  BBICIIETO 00pa3oBaHUsI — Mporpammam

GakanaBpuara, IPOrpaMMaM CIIeLHaIHTETa, NporpaMMaM MarucTpaTyphl;

5) KOHTPOJIb HCTIONHEHHSI JOKYMEHTOB CTPYKTYPHBIMH 0 JIpa3ieIeHUsIMH
YHUBEPCHUTETA 10 3aIIpOCaM 3asBUTENCIH;

6) opranuzanus  GOPMUPOBAHHSA, KOMILUIEKTOBAHMS, XpaHEeHUs, ydyeTa
Y UCTIOJIE30BaHMS apXUBHEIX JIOKYMEHTORB YIIPaBICHUS,

3.2.10. [learensrocTh M0 0Gecneyennto TpeGoBaHmii OXpaHBbI Tpya:

1) y4eT u aHanM3 COCTOSHMS M NPHYHH IIPOU3BOLCTBEHHOIO TpaBMaTH3Ma,
HECYACTHBIX CIIy4aeB M MPOQeCCUOHATBHBIX 3a001€BaHUIA;

2) opraHu3alys U MPOBEICHAE U3MEPEHHUH TAPAMETPOB OIACHBIX BPEIHBIX
NPOM3BOICTBEHHBIX (paKTOPOB, B OIIEHKe TPaBMOOE30MacHOCTH y4eGHOTO, Hay4HO-
HCCICIOBATEIbCKOTO ¥ [IPOM3BOACTBEHHOTO O00OpPYIOBaHUS, MPHUCIIOCOOICHMI
Ha COOTBETCTBUE TPeOOBAHUSIM OXPAHBI TPY/A;

3) opraHm3anus INPOBEIEHHs CIENUATBHOW  OLIEHKH YCJIOBHH Tpyna
Ha pabo4YMX MecTax yHHBEPCUTETA;

4) npoBeneHue COBMECTHO C IIPEACTABUTEIIMHA CTPYKTYPHBIX
rojpasaeseHui
M C yqacTHEM YIIOJHOMOYEHHBIX JIMI[ II0 OXpaHe Tpyda Mpodcor3a paboTHHKOB
YHUBEPCUTETa MPOBEPOK, OOC/IENOBAHUS TEXHHUYECKOTO COCTOSHHS 3IaHHIA,
COOpYXeHH, 060pYNOBaHHUs, MAIIMH M MEXaHM3MOB, MPUCTIOCOOICHHIT, CPEICTB
KOJUTEKTHBHOH M WHAMBUAYAJIbHOMI 3all[UThI PabOTHHUKOB, COCTOSHUS CaHUTApPHO-



TEXHUYECKHX yCTPOMCTB, pabOThl BEHTUIIALHOHHBIX CHCTEM Ha COOTBETCTBHE
TpeGOBaHMAM OXpaHbI TPy,

5) COCTaBJIEHHE CITMCKOB MpoecCuif M IOMKHOCTEH, B COOTBETCTBHH
C KOTOPBIMH PabOTHHMKH IOJDKHBI IIPOXOLHMTH o0si3aTeNbHbIE, IPeIBAPUTEIbHBIE
M [CPUONMYCCKUE MEAMUMHCKHE OCMOTPE, a TaKKe CITHCKOB npodeccuit
W JIOJDKHOCTEH, B COOTBETCTBUHM C KOTOPHIMH HA OCHOBAHHH JEHCTBYIOLIETO
3aKOHONATENbCTBA PAOOTHUKAM TIPEAOCTABNIAIOTCS KOMICHCAIIMH 32 TSKEIYIO
paboTy 1 paboTy ¢ BpeIHBIMH YCIOBHSIMH TPYAa;

6) OpPraHM3alMs PacCleNOBaHMUS HeCYACTHBIX CIly4aeB B YHUBEPCHTETE,
a TAK)Ke y4acTHe B paboTe KOMUCCHI 10 PACCIeNOBAHMIO HECUACTHBIX CIIy4aes;

7) cocrapnenue, oQOpMIEHHE U XpaHEHHe JOKYMEHTOB, KacCaroIHXCs
TpeGoBaHMit OXpaHbI Tpyza U OXpaHEI OKpYXKaromei cpeabl
B COOTBETCTBHH C YCTAHOBJIEHHBIMH ()OPMaMH H CPOKAMHU;

8) pa3paboTka IIPOrpamMMBl M POBEEHHE BBOIHOIO HUHCTPYKTaXKa I10 OXpaHe
TpyAa ¢ BHOBb IIPHHSTBEIMH Ha pabOTy B yHHBEPCUTET (B TOM YHCIIE BPEMEHHO),

9) okazaHHe METOAMYECKOH ITOMOLIM CTPYKTYPHEIM  IOZApa3/ie]eHusIM
IpU pa3pabOTKe W TEepecMOTpe MHCTPYKIHMI 110 OXpaHe Tpy#a, a TaKxe IIpu
OpTaHU3allid M TPOBEACHHH HHCTPYKT&KEH: NepBHYHOTO Ha paboueM Mecre,
IIOBTOPHOT0, LIETIEBOI0, BHEILIAHOBOTO;

10) KOHTPONE ~ COOMIONEHNS  CAHMUTAPHO-IIUIEMHUOTOIHYECKHX IpaBHI
1 HOPM B M€CTax peaTHu3allii yCIyT MUTaHus;

11) KOHTPOJIL ~ MCTIONHEHUS [OrOBOPOB B  YACTM  OKA3aHHS yCIyT
10 OpraHU3alUX THTAHKS;

12) npenocrapnenre uHGOPMAUUM O IYHKTaX THUTAHHS IS pa3MeIeHus
Ha O()UIHATEHOM CaliTe YHUBEPCHTETA;

13) obecnedenne paccmoTpeHust obpameHuii oGyuarommxcs, paboOTHUKOB
YHHUBEPCHUTETA, KOHTPAreHTOB M0 BOIIPOCAM MHUTaHHUSL.

4. IIpaBa u o6s3aHHOCTH

4.1. YnpaBnenue vMeer mpago:

1) mony4ars OT pyKOBOZHMTENEH CTPYKTYPHBIX MONpA3IeIeHUN | IPYTHUX
pabOTHHKOB MH(MOPMALWIO, a TAKKe B YCTAHOBIEHHOM IOPSKE NOKYMEHTHI,
CIpaBKA M JPYrue CBEeJCHHs, HeoOXOnMMble ISl BBINONHEHHUsS (YHKIHH,
BO3JIOXKEHHBIX Ha YIpaBJIcHHUE,

2) mpUBNEKaTh PH  HEOOXOMMMOCTH K  JESTENbHOCTH yIIpaBIEHUS
PabOTHMKOB ~ HMHEIX  CTPYKTYPHBIX  MOApasieNeHHil B  yCTAHOBIEHHOM
B YHHBEPCHUTETE IOPSIKE;



3) yyacTBoBaTh B ICPETOBOpaX W  BECTH IEPENHCKY C OpraHamu
FOCYNapCTBEHHOH BIacTH, OpraHaMH MECTHOTO CaMOyTIpaBJI€HUs], UHBIMH JTUI[AMH
TI0 BOIPOCaM, OTHECEHHBIM K KOMIIETEHI[HU YIPAaBIEHHUs, B yCTAHOBIEHHOM
B YHHBEPCHUTETE TIOPSIIKE;

4) KOOPIMHHPOBATE paboty TIOApa3fieIeHuii YHUBEPCHTETA B OOIACTH
YIPaBJIEHHS! IEPCOHATIOM;

5) sanpaliuBath U MONy4Yath U3 CTPYKTYPHBIX IOApa3aeseHnil yHIBEpCUTETA
HH(OPMAIHIO, HEOOXOMUMYIO /IS OCYILECTBJICHHSI CBOEH [eATEIbHOCTH;

6) BHOCHTB MpPEMTIOKEHHS 10 COBEPLICHCTBOBAHIIO paboTsl yHHBepcuTeTa
4 CTPYKTYPHBIX [IOAPA3/ICICHUH 110 BOIIPOCAM YIIPABIEHHS [EPCOHAIOM;

7) BHOCUTB Ha PAacCMOTpeHHe PyKOBOJCTBA YHHUBEPCHTETA MPENCTaBICHUS
O HAa3sHAYCHWM, MEPEMCIIEHWM M YBOJIBHEHHH paGOTHHUKOB yIpaBJIeHHs,
UX MOOIPEHUH U HAJIOKEHHH B3LICKAHUIL,

8) POBOMHTE B MpefeNax CBOel KOMIETeHIHH MIePErOBOPBI CO CTOPOHHUMH
OpPTaHU3AIHSIMHU.

4.2. Ypasnenue 06s3aHo:

1) ocymecrrsits mon6op kaapos, NJIaHHPOBaHUE padoT;

2) unopMHPOBATE  pPyKOBORHTEJIElH CTPYKTYPHBIX  IOApa3/eIeHUH
O HAlpaBJICHUAX IOJIUTHKA B OONACTH YNpaBNEHHA pa3sBUTHEM IIepCOHANA
U [IEPCIEKTUBHBIX IIJIAHAX PA3BUTHU;

3) nMaHupoBaTh  paboTy B COOTBETCTBMH  C [IEPBOOYEPETHBIMU
MOTPEOHOCTSIMH YHHBEPCHUTETA;

4) cobmronate  mpaBuia paGoThl co  ciyxeGHON 1 KOH(UIESHITHATLHOM
uHpopMaIuei;

5) obecneunBars (opmupoBaHEe M OMOPMIEHHE eI B COOTBETCTBHH
C HOMEHKJIaTypOH JieT yIIpaBIeHus,

6) obecrneunBaTh OmepaTHBHOE XpaHEHHE IOKYMEHTOB H CBOEBPEMEHHYIO
liepeaady B apXuB JOKyMEHTOB, 3aKOHYEHHBIX JeJIOTPOM3BOACTBOM.

4.3. PaOoTHUKH ynpaBieHus 00sS3aHbL:

1) cobmnronats TpeGoBanms 3akoHOKaTENBCTBA Poccuiickoil Denepanuu;

2) OCYIIECTBIATH BO3NIOXKEHHBIE Ha YIIPABIICHHE 3324k 1 byHKIHH;

3) cOBEPIIEHCTBOBATH NEATEIBHOCTh YIPABIEHHS B PAMKAX KOMIIETEHIIHH;

4) coxpaHATh KOH(QHUIEHIIHAILHOCTE CBeJICHHI, comepKaIIuxcs
B JIOKYMEHTaX yIpaBicHUsI.

4.4. PabOTHUKHU yNpaBIeHNUs HECYT OTBETCTBEHHOCTE:

1)3a  HEBLINONHEHHWE WIM HECBOEBPEMEHHOE  BBINIOJHEHHE CBOMX
JIOJDKHOCTHBIX 00sI3aHHOCTENH;

2) 32 HapylleHWe TIPABHMII BHYTPEHHENO TPYAOBOTO PACIIOPSIKA, TPYZLOBOM
AUCLHIUIHHDI, TPaBHII TEXHAKA Ge30MacHOCTH 1 IIPOTHBONIOKAPHOH G301acHOCTH;



3)3a mpaBoHapyIueHus, COBCPIICHHBIE B MPOLECCe OCYIIECTBIEHUS
TPYIOBOH JNEATENbHOCTH, — B Tpejenax, ONPENEICHHbIX aJMHHUCTPATHBHBIM
H TPaXXJIaHCKUM 3aKOHOIATEThCTBOM PoccHiicKoi Denepanuuy;

4) 32 NPUYHHEHME MaTepHallbHOTO ymepba — B Ipeznenax, OmpeeeHHbIX
TPYAOBBIM M I'PaXXTaHCKUM 3aKOHOJATEILECTBOM PocCHiicKoii Deneparum;

5)3a pasmialieHue KOHMUIEHIHATLHON HHpOpMaLUK 0 paboTHHKAX
YHABEPCHUTETA U KOMMEPYECKOM TaifHEI, Kacaroleicst nesTebHOCTH YHHBEPCUTETA,;

6) 3a HecoOIoneHNe TOpsIIKa paboThl ¢ TOKYMEHTaMH, yCTaHOBJIEHHOTO
HOPMAaTHBHBIME  NPABOBBIMU  akTamu Poccuiickoit ®emeparuu, ToKaIbHEIMH
HOPMaTUBHBIMH aKTaMH YHUBEPCHTETA;

7) 3a yTpaTy U Nop4y TOKYMEHTOB YHHBEpPCHTETA.

4.5. HadanbHuK  ynpaBlleHHS HeCeT OTBETCTBEHHOCTh 33  KA4ecTBO
U CBOCBPEMCHHOCTH  BBINOJHEHHS BO3JIOKEHHBIX HACTOSIIMM  IOJIOKEHHEM
Ha YIIpaBJIeHHUE 3a/1a49 U (PyHKIIHIA.
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