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MUHHUCTEPCTBO HAYKH Y BBICIIETQ OBPA3OBAHMS POCCHHACKON ®EAEP ALK

(beflepanbHOE TOCYAAPCTBEHHOE OIoDKeTHOE 00pa30BaTENbHOE YIPEXICHHE BEICIIET0 00pasoBaHms
«MOCKOBCKUH rocyAapCTBEHHBIH yHHBEpCUTET TeXHONOrH 1 ynpasienus uMenu K.I'. PasymoBckoro
(TlepBLii Ka3a4Hil YHHBEPCUTET)»

Honosxkenne o6 Oraene no padore ¢ NepcoHAIOM
_YnpasjieHus Kaapos

1.OBIIME ITOJIOKEHH A
1.1. Hactosmee nonoxerue OTjieia mo paboTe ¢ NepCOHAIOM Y IPABJICHHS KafpoB
(namee —  Orgen)  demepanbHOr0  TOCYNApCTBEHHOrO  OHOUKETHOTO

06paszoBaTeLHOTO  y4peXkheHus  Bplcmero  obpasopandst  «MOCKOBCKMI
TOCYapCTBEHHBIM YHUBEPCHTET TEXHONOTHIL U ynpasienus uM. K.I'. PasymoBckoro
(TTepserii xazauuii yauBepcutet)» (manee — [lonoxkenne) onpenesnicT OCHOBHBIE
dyHkuum u  3agaun  Ortgena no paGore C  TIepcOHANOM  (deepansHOTo
TOCYIapCTBEHHOTO  OIOKETHOro  00pa30oBaTeNbHOTO  YUPEHKIEHHA  BBICIICTO
oGpasoBanms «MOCKOBCKUH TOCYAapCTBEHHEIH YHHBEPCHTET TEXHOIOTHA MU
yrpasnesus M. K.I. Pasymosckoro (IlepBsiii kazaumit yHusepcutet)» (nanee —
YVHuBepcuTeT), NOPSHOK YNPABICHUS, NpaBa, O0A32HHOCTH M OTBETCTBEHHOCTH
HavalbHUKA OTAela i paboTHUKOB OTAeNa, POPMUPOBAHHE CTPYKTYPBI H COCTaBa
oT/EeNna, JOKYMEHTAMOHHOe obecredeHne AeATeIIbHOCTH OTeIA.

1.2. B cBoeit pabote Oren pykoBoncTsyeTcs 3akonamu Poccuiickoit Oenepany,
nocraHopnenusaMu  [IpaBurtenscTBa  Poccuiickoi depeparut B 001acTH
o0pasoBaHysl, WHRIMH HOPMATHBHBIMHM MPABOBBIMH  aKTaMU Poccuiickoi
®enepad B 00macT o6pa3oBaHUsA, MEPeYHSMH THMOBLIX YIPABICHYECKMX
APXHMBHEIX JOKYMEHTOB, TpymoBeIM KojekcoM P®, HOPMATUBHLIMH IPABOBLIMH
axtaMy MunTpyna Poccuu, OpAAKOM BeAEHHs W XPaHCHHs TPY/IOBBIX KHIDKEK,
MepeYHsAMY THITOBBIX YIIPABIEHYECKHX APXUBHBIX JOKYMEHTOB, HOPMaTHBHBIMU
IpaBOBEIMKM aKtaMH IleHcmoHHOro ¢onma Pd, YcraBoM Y HUBEpPCHTETAS,
TIPUKa3aMH U PACIIOPSUKEHUAMYU PEKIOpa Y HUBEPCHUTETA, JIOKATBHBIMY [[PABOBEIMH
aKrTaMy YHHBepcuTeTa, lIpaBunamMu BHYTPEHHETO TpPYAOBOTO paclopaika,
gacTosuM IlonoxxeHneM.

1.3. OTmen co3maercs W JIMKBHIAMpPYETCS ITIPHKA30M PEKTOpa YHHBEPCHTETa, Ha
OCHOBAHHH pCIIEHWS ydeHoro cosera YHuBepcurera. CTpyKTypa Otnena u ee
NocneyoAe U3MCHEHA YTBEPXKAAIOTCA IIPHKAa30M PEKTOpa YHUBEpCUTETA.

1.4. HemocpencTBerHoe pykoBoAcTBO OTIenoM OCYIECTBIAETCS HaYalbHHKOM
oTnena. HauanpHHK OTAeNa HA3HAYaeTCs M OCBOOOXKAACTCS OT 3aHIMacMOH
JOJDKHOCTH MPUKA30M PEKTOpa Y HUBSPCHTETA. ‘
1.5. O6s3anHocTa pabotaukoB OTaena YnpapineHus KaJpoB OMPENeLoTCA HX
NONKHOCTHEIME HHCTPYKUUSIMH.




MUWHUCTEPCTBO HAY KM Y BBICIIEN O ObPA30OBAHWA PGCCURCKON SE/EPAITM

denepanboe rocyIapcTBeHHOe G10/pKeTHOE 00pa30BaTebHOE YHPENKACHHE BLICILETo o0pazoBaHuA
«MOCKOBCKMI MOCYAAPCTESHHLIHA YHUBEPCHTET TEXHOMOTHH H YIIPABISHHS HMEHN K.T'. PazsymoBckoOro
(TlepBhii xazauuil YHUBEPCHTET)»

ToJoxkenne 06 Otaene no padore ¢ nepcoHATOM
YrpaBjeHus KaIPOB

2. LEJM 1 3AJAYNA

2.1. llenssmu peatenvHoctu Otaena sBOAOTCA  obecneucHHe cobmoneHrs
3aKOHHOCTH B JCATENFHOCTY YHHBepcuTeTa, oGectieyene coONIONeHIs TPYIOBOTO
3aKOHOJATENHCTBA B YHHMBEPCHWTETE, IIPOBEJICHWM  KaIpOBOW  TTONHTHKH,
crioco6eTByIOmER yenenTHoMy (GYHKUMOHMPOBAHHUID YHHBEPCHTETA MOCPEACTBOM
pa3paboTKM M BHEIPeHMs] CHCTEMBl YIPABICHHA KaIpOBLIM TIOTEHIHANOM,

OCHOBAHHOW Ha PalOHANEHOM IIAHHPOBAHUH, IOATOTOBKE W IIOL00pE KaapoB.

2.2. OcHOBHBIE 337a49H OTAENA!

2.2.1. CoBeplieHCTBOBAaHHE MPOIIECCOB YIIPABICHHA.

2.2.2. PexpyTuHr, 1ipieM Ha paboTy U pacCTaHOBKa KajpoB.

2.2.3. Yyer THIHOTO COCTaBa pabOTHHKOB.

2.2.4. Co3nanye pe3zepBa KapoB Ik BHIABYUKEHIS Ha BRINECTOAIME TOJDKHOCTH.

2.2.5. Opranuzanys IPOBEIEHMS aTTECTAlMM PaGOTHUKOB.

2.2.6. Benenue KaIpoBOI'0 OEIOIIPOMU3BOACTBR.

2.2.7. MeTonu4eckoe PYKOBOACTBO H KOOPHHHALMS JeATelbHOCTH KaApOBBIX
nozpasaeNeHuit, B TOM 9HCJIE PETHOHANBHBIX HHCTHTYTOB (dpwinanos).

2.2.8. Vaactue B pa3paboTke W peanp3alliil CTPaTeruy YHABEPCHTETd B YacTH
obecIieyeHus €T0 TPYIOBBIMH PECYpPCaMH.

2.2.9. Obecriedenrie AalbHEHIIEro pa3BUTHUs CHUCTEMbI IIAHWPOBAHHA KaIpOBBIX
PECYPCOB C y4eTOM TMOTPeOHOCTH YHMBEPCUTETd, HX PalUOHAIBHOTO
pasMeleHus ¥ 3PpQEeKTHBHOTO UCIOIB30BAHMS.

2.2.10. Co3maHue CHCTEMBI OIEHKHM IlepcoHana W pe3ylbTaToB ACATEbHOCTH

pabOTHIKOB YHUBEPCHTETA.

2.2.11. PaspaboTKa MEPOTIPUATHH 10 YKPETUICHHIO TUCIUAILIIIHEL TPYA.

22.12. Vyacrde B MOATOTOBKE ¥ WCIONHEHMY YIPABISHUCCKAX pelICHNH

PYKOBOJICTBA YHHUBEPCHUTETA.

3. OYHKLUH

B ¢yaxuun OTaena BXOAUT:

3.1. OmpeneneHne W pa3paboTKa KaApOBOH TOJWTHKA ¥ CIpAaTerdd B
COOTBETCTBUH C HALIPABICHHEM ¥ cpepoli NeATebHOCTH Y HUBEPCHTETA.

3.2. Ompepaenenue TeKyIei ToTpeOHOCTH B KaApax.

3.3. Tlojbop kBanUPHUXPOBAHHBIX CIICLIAAIMCTOB ITyTEM:
~MH(pOPMUPOBAHHS PaGOTHUKOB YHHBEPCHTETA 00 MMEIOLIUXCS BAKAHCHAX;




MWHUCTEPCTBG HAYKH H BBICILEI'Q OBPA30OBAHMS POCCHICKON OEEPAITMA

DeepaIbHOS [OCYapeTBeHHOE OI0mKeTHOe 00pa30BATENBEHOE YAPESKNEHHNE BREICIIETO 06pasoBaHuL
«MockOBCKHI ToCyapCTREHHBIH YHUBSpCUTET TEXHONOTHH | yrpaeneHns mMeHs K.I'. PazymoBckoro
{Ilepebiil kKazaauii YHUBEPCUTET }»

Honoxenne 06 OTaene mo padore ¢ nepcoHaIOM
YnpapJicHHsI KaipoB

3.4.

3.5.

3.6.

Sk

3.8.

550

3.10.

3.11.
312

-pasMeIlieHuss B CpPENCTBax MaccoBoil HWHpopManmuu oOOBABNEHHH O
BaKaHCHSIX;

-obpallieHHs B CiIyXOb! 3aHATOCTH;

-B3aMMOJICHCTBHS ¢ 00Pa30BaTENEHBIMA OPraHH3aHsAMHE.

KommektoBanue YHuBepcuTeTa HEOOXOAMMBIMH KaJpaMH B COOTBETCTBUH
¢ KpHTEpHAMH O0TOOpa U OIIeHKOH HaHUMaeMOr'o NepCoHasa, B TOM YHCIIE:
~-TlepeMelieHre pabOTHIKOB BHYTPH Y HUBEPCHUTETA;

-npreM Ha paboTy HOBBIX PaOOTHHKOB;

KoncyneTpoBaHHe  PYKOBOACTBA  YHHBEPCHUTETa,  PYKOBOJWTENIEH
CTPYKTYPHBIX IOJpa3lelieHu#d, B TOM YHUCII€ PETrHOHAIBHBIX HHCTHTYTOB
(bummranor) YHUBepCcHUTETa IO BOMPOCAM TPYAOBOIO IpaBa.
JlokymeHTalnbHOe O¢OpMIICHHUE TIpreMa, TiepeBoja M YBOJbLHEHHA
paGOTHHUKOB B COOTBETCTBHH C TPYIOBBIM 3aKOHOATEIECTBOM —0(OpMIICHHE
TPYIOBBIX JOT'OBOPOB C palOOTHMKaMHM H HM3MCHEHHMH K HHM, ITOATOTOBKA
MPOEKTOB IPHUKA30B TI0 JIMYHOMY COCTaBy M OCHOBHOHM JesITeNBHOCTH
YHUBepcureTa.

VYyactre B pa3paboTKe JOKAIbHBIX HOPMATUBHBIX AKTOB YHHMBEPCHTETA,
BHECEHHWE NPETIOKEeHUH PyKOBOICTBY Y HUBEPCUTETA O COBEPIICHCTBOBAHUH
JTOKAJBHOM HOpPMATHMBHON ©Oa3pl, IIPUBEICHHH €€ B COOTBETCTBHUE
AeHCTBYIOMEMY 3aKOHOJATEIBCTBY;

OcyiecTBieHUe OPOBEPOK CTPYKTYPHBIX MHOJpa3felieHuH YHHUBEPCUTETA,
BKJTFOYAsi PETHOHANBHBIE MHCTUTYTHI ((PUIMaNbL), B PAMKaX BO3JIOMKEHHBIX
byHKIIMH, aHank3 1 0000IIeHHe Pe3yTETaTOB POBEPOK U NIPEJICTaBICHHS
PYKOBOJACTBY YHHBEPCHTETA TPEJIOKCHUN NO YIYYIISHHUIO NeATeIbHOCTH
CTPYKTYPHBIX HOApa3aeaeHdil YHHBEPCUTETa, B TOM HHCJIE PETHOHAIIBHBIX
HHCTHTYTOB {(DUIIUATIOB);

Vuer, XpaHeHHe W BeleHHe TPYAOBHIX KHIDKEK, a Takke BblIaYa TIpH
NpeKpanieHruH TPYAOBBIX OTHOIIEHHH. POpMHUPOBAHUE CBEIEHHH O TPYIOBOH
NesTeNbHOCTH paboTHHKOB, npexcraBneHne B [IOP, Brgada paboTHUKAM B
CIy9asx YCTaHOBJIEHHBIX 3aKOHOAATeNsCTBOM PD.

CoctaBnenne  1rpadMKOB  OTIYCKOB, OQOpMIEHHE  IIPHKa30B O
MpeOCTaBIEHAN pa0OTHHKAM PA3NIAIHBIX BUJIOB OTILYCKOB, Y4€T KOJTHIECTBA
HCHOIIE30BaHHEIX JHEH OTIyCKa.

Odopmnenne 1 ydeT Iy eOHBIX KOMaHAHPOBOK.

3arofHeHHEe W Nepefaya B YTIpaBIeHHe OYyXranTepcKoro ydeTa JIHMCTKOB
HETPYAOCTIOCOOHOCTH.




MWHHUCTEPCTBO HAVKH M BBICLIEIO OBPA3OBAHHS POCCHHCKON ©EJEPAIIHH
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Iono:xkenue 06 Otaene no padore ¢ NEPCOHAIOM
YnpasjieHHsi Ka1poB

3,13

3.14.

3.15.

3.16.

3.17.
3.18.

3.19.

3.20.

3.21.

3.22.

5.23,

Opranuzanrgd W NpoBeleHHe arrtecTauuy pPabOTHUKOB YHHMBEPCHUTETa, €€
MeTomudeckoe M MH(pOpPMaIMOHHOe o0eciledueHHe, NPUHUMAET Y4acTHE B
aHaJIHM3¢e Pe3yJIbTaTOB aTTeCTaluN, pa3paboTke MepOIPUATHH O peaku3aliy
pellleHUH aTTeCTAllMOHHBIX KOMHCCHH, OIpeleNseT KpYyr CHEIHaINCTOB,
ToJIeXXaluX IIOBTOPHOM IIpOBepKe.

Opranuzalivis KOHTPOISA 334 COCTOSHHEM TPYMOBOW AUCIWINIHHBL B
MOAIpa3JieNIcHUAX YHHUBEpCUTeTa M coONrojeHreM pabOTHHKaMHU IIPaBWII
BHYTpEHHET0 paclopsaKa.

IIpoBepka HpaBWIIBHOCTM M MOJMHOLEHHOCTH 3allOJHeHUs Tabells ydera
pabouero  BpeMeHU  pabOTHHKAMH  CTPYKTYPHBIX  MOApa3lcicHUi
VHuBepcUTeTa C JATbHEWIIWM TIpeJOCTaBleHHEM B  YIIpaBJIeHHEM
OyXTanTepcKoro y4era.

FoaroroBka M Bbljada [0 3alpocy CIPaBOK ¢ MecTa paloTHl, 3aBEpeHHBIX
KOITHM TPYIAOBBIX KHIKEK paboTHHKaM YHHBEPCHTETA.

DopMUPOBAHKE IOKYMEHTOB K apXWBHOMY XPaHEHHIO.

DopMHUpPOBAaHME KAJPOBOM MOJWTHKK YHHBEpCHTeTa U obecliedeHHe ee
peanu3alin.

Opransu3zanys 1 MpoBe/ieHrue KOHKYpca Ha 3aMellie e JOJDKHOCTEH HayYHO-
nejaroruyeckux paboTHHUKOB.

@opMmupoBaHWEe W OPENOCTaBIeHMe  CTaTUCTHYCCKOH  OTYETHOCTH,
ITpeIOCTaBIIEHHE JAHHBIX IS MOHUTOPHATOB MHUHHCTEpCTBA 00pa30oBaHus U
Hayku Poccufickoit ®enepaiuu.

ObGecrieuedre  COXPaHHOCTH  TIEPCOHANBHBIX  JAHHBIX  paOOTHHKOB
YHuBepcuTeTa.

PazpaboTka koMIIekca MeEp TO MOBHILEHHIO MOTUBalKMU PabOTHUKOB
YHuBepcUTeTA.

Opraumsanuss paboTBl ¢ PErMOHANBHBIME HMHCTATYTamMH ((puInanaMu)
YHEBepcHTETA!

-KOHTPOIb 33 COOJIFOJICHHEeM KapOBOTO AENIONPOU3BOICTBA;
-KOHCYJIETHPOBaHHAe PabOTHUKOB PerHOHANBHBIX HHCTUTYTOB ((uInanos) B
4aCTH TPYAOBOIO 3aKOHOJATEILCTRE;

-COTIacoBaHue MPHUKA30B 1O JINYHOMY COCTaBY;

-COTTIACOBAHWE YCTAHOBJIECHHONW OTUYETHOCTH pPETHOHANBHBIX WHCTUTYTOB
{(dunuanos) mo ydery JIMYHOIO cOcTaBa U paboTe ¢ KaapaMu;

-COTTIaCOBaHyUe JaHHBIX JJII MOHHTOPMHTOB MuHucTepcTBa 00pa3oBaHus H
Hayku Poccuiickoit ®eaepanun.




MMHHUCTEPCTBO HAYKH M BbICITIETO OBPAZOBATWS POCCHACKON ®ENEPALIMM

deepansHOe rOCYIAPCTBEHHOE G10MKeTHOE 06pasoBATENBHOE YIPENICHAE BBICILETO obpazoBaHys
«MOCKOECKHI rocyapCcTBEHHELI YHUBEPCHTET TEXHOTOTHI H ynpasicHis uMenn K.I'. Pasymosckoro
{TlepBoiil Kazaqni YHHBEPCUTET)»

Ionoskenne 06 Oraene no padore ¢ MepPCOHAIOM
YnpasJieHHsI Ka/pOB

4. CTPYKTYPA W OPTAHM3AIIMS
NESITEJLHOCTH OTEJA

4.1.  Orxen mo pabore ¢ IepCOHANOM BXOIHUT B COCTaB YIPaBICHUA KaJIPOB.

4.2. PykoBOACTBO OTHENOM OCYIIECTBISET HAdIalbHUK OTHAENA, Ha4YalbHUK
YIIpaBieHN: KaIpOB H KypPUPYOIIHiL IPOPEeKTOP.

4.2, Illrarroe pactucanre OTaena M0 paboTe C NEPCOHANOM YIPABIEHHS KaJpos
YTBEPHKAACTCS M U3MEHAETCS MIPHKA30M PEKTOPa;

4.2. B cocrtar Oraena no paboTe ¢ NepcoHaNIoM BXOAAT CIeAyIOWHe TOIKHOCTH:
-HaYIFHUK OTAEIA;

-TNIABHBIA CHECIHAIUCT;

-BeJlYIIUH CIIeAaIHCT;

-CIIe[MATICT.

4.3. Corpynuviku OTaena Ha3HA4YarOTCA HA HOIKHOCTL IIPUKA30M PeKTopa II0
PeKOMEHAMY HayanbHUKA OTAela, HadalbHuKa YIPaBIeHus W KypUPYrOMIETO
npopekTopa. HaualbHUK OTJeNa HEMOCPEACTBEHHO MOAYMHACTCA HaTaIbHUKY
YipaBieHus Ka[(poB ¥ KyPUPYIOIIEMY POPEKTODY.

4.4. HauaapHUK OTIENa caMOCTOSTENbHO opranusyeT pabory Otaena, COBMECTHO
¢ HAYATBHUKOM YIPABICHHS W KyPHPYIOUUM NPOPEKTOPOM 00eCIeurBal0T rondop
KBa/IM(UIIPOBANHEIX CIIEIUANMCTOB Ha paboTy B OTaeN mo pabote ¢ MepcoHaioM
1 pachpelenser oOsg3aHHOCTeH MEXAy HUMH, 00ECIeYHBaIOT BBINOIHCHHE TaHa
paGoTH OTjeNa, HeceT OTBETCTBEHHOCTh 33 KA4YeCTBEHHOE W CBOCBPCMCHHOS
pellicHie TOCTABJICHHBIX 33189 B IOPs/Ke, IIPeayCMOTPEHHOM NeHACTBYIOILIMM
3aKOHONATENBCTBOM W HacTosaumwmM IlonoxenmeM. IIpapa, oOs3aHHOCTH U
OTBETCTBEHHOCTh HadalbHUKA OTACIA YCTAHABIWBAIOTCS TPYAOBBIM JAOrOBOPOM U
IOKHOCTHOM MHCTPYKIHEH, YTBEPXKAaCMOH PEKTOPOM.

4.5. Pexum paGoTel OTIieTIa YCTAHABNUBACTCA B COOTBETCTBUH € YTBCPKACHHBIMM
IIpaBHJIAMH BHYTPEHHETO TPYJIOBOTO PACIOpsiika YHHBEPCUTETa, NMpUKa3aMy H
PACTIOPSKCHHUSIMA PEKTOpa YHHBEPCHTETA.

4.6. Ormen caMocTosTeleH B Bbl0ope Cmoco0OB W METOAOB  PEINCHHS
[OCTABNEHHEIX 337124 WCXOMS W3 NPHUHIIUIOB 3aKOHHOCTH, J0OPOCOBECTHOCTH X
3¢ (PeKTUBHOCTH 3aIIUTH HHTEPECOB YHUBEPCUTETA.




MUHHUCTEPCTBO HAYKH ¥ BRICIIETQ OEPA3OBAHHUS POCCHHCKON GENEPALIMI

DeIcpUIBHOE TOCYIAPCTREHHOE GroMKeTHOS 00pazoBaTenbHOE YUpeXKAeHHe BRICIIETO 00paloRaHms
«MocKoBCKHI rocyIapPCTBEHHBIN YHUBEPCHTET TEXHONOTHMH M ynpasienns aMeHn K.I'. PazyMoBckoTo
(ITepBriii Kazaguii YHEBEPCHTET

IHono:xkenne 06 Otaese mo padore ¢ nepcoHaIOM
YupasjieHHs Kajpos

5. MOJHOMOYUS
5.1. HaganpHHUK oTAENA OCYIIECTBIAET!
5.1.1. PyKOBOACTBO [EeATCILHOCTBIO OTAeNna, oOecleyuBacT OPraHM3allHIi0 €ro
paboThi, BRIMONHAET 33Ja49H U QyHKLHM, olpeAeIcHHble HacTOAIMM [lomokeHreM.
5.1.2. IlonGop |1 pacCTaHOBKY KaApOB B OTIHEIE;
5.1.3. KagecTBeHHO W B TOJHOM O00BEME WCIONHSET IMOPY4YEHMS, INPHUKA3H H
pacTiopskeHMsT peKkTopa YHUBepCcUTeTa, HadalbHMKAa YIPaBleHHs KaJIpoB H
KypPHPYIOLIETO TIPOPEKTOPa, PEMICHHAS] YI€HOTO COBETa YHUBEPCHUTETA,
5.1.4. PykoBozacTBO paboTOM 1O M3MEHEHHIO JACHCTBYIONIMX WA OTMEHE
YVTPATHBINUX CHUITy JOKabHBIX aKTOB, H3/[AHHEIX B YHHBEPCHTETE,
5.1.5. Pa3paboTky TPOCKTOB [JOKYMEHTOB, CBSA3aHHBIX C  OpraHM3aluei
JesTeNIbHOCTH YIIpaBlieHus;
5.1.6.06ecnieueHne  OKa3zaHHA  IIOMOINM  CTPYKTYPHBIM  IIOApa3feleHHsIM
YHHBepcHTETA B NpefienaxX CBOUX IIOJIHOMOYHH;
5.1.7. PykoBOACTBO paboToOl, BEITIONHAEMOI B peaenax nomHomMouni OTaenos;
5.1.8. Obecneuenre cozgaHus Ha PabdOYNX MecTaxX ONTHMANBHBIX YCIOBHH IS
BBICOKOTIPOU3BOUTENIFHOIO, Ka4eCTBEHHOIO TPY/IA;
5.1.9 Koutpone 3a coOniogeHHMeM pabOTHHKaMU OTAENa 338KOHOJATENbCTBA
Poccuiickoit ®@eaepanuu, Yerasa u NOKAJBHBIX aKTOB YHuBEpCUTETA, B TOM JHCIIE
TTonoxeHuss O 3alUTe I[EePCOHANbHBIX AAHHBIX PaOOTHHKOB, 00y4alONUXCHd W
abutyprenToB, [ToloXxeHHsT O TIONKXTHKE B OTHOLICHUH 00pabOTKH IEPCOHAIbHBIX
nannbix, [IpaBun BHyTpeHHero pacropsika YHUBepcuTeTa, IIpaBun oxpaHsl Tpyaa
Y TEXHHKH 0e3011aCHOCTH, OKapHOK 0e30MacHOCTH.
5.1.10.@opmMupyeT 0THETH 0 paboTe oTAENA.
5.1.11.B3auMomelicTByeT ¢ perHOHaJIbHEIMH HMHCTHTyTaMM (GhunuanaMu) 1o
BOIIpOCaM BeJIeHMA KaJpOBOro ACHOMPOHU3BOICTEA.
5.1.12.IlpuHnMaeT ydacTde B pa3paOOTKe MNPOEKTa HOPMATHBHO-METOIHYECCKHX
IOKYMEHTOB TI0 HAMPABICHUSIM EeTEIBHOCTH OTAENa KaJIPOB.
5.1.13. Ocymectpuser paGotry 110 KOMIUIEKTOBAHMIO YHWBEPCHUTETA KagpaMH
TpeOyeMEIX mpodeccuii, ClenualbHOCTeH W KBATHQHKALMH B COOTBETCTBHH C
LeIIMH M CTparerdeii YHuBepcruTeTa 1o GOPMHPOBAHUIO H BeIeHHIO OaHKa TaHHbIX
O KOJIMYECTBCHHOM U KaUeCTBEHHOM COCTaBe KaJpoB.
5.1.14. Opraau3zyeT cBOeBpeMeHHOE oopMIIeHHE IPHUEMA, TIEPEBOJA H YBOJILHEHUA
PabOTHUKOB B COOTBETCTBHMM C TPY/IOBBIM 3aKOHOAATEILCTBOM, MMOJIOKEHHUIMH,
HHCTPYKIMSMHA U TIPUKa3aMH PYKOBOAMTEI OpraHu3alyi, y4eT JHIHOTO COCTaBa,
BEIJI@4y CIPABOK O HACTOSINEH M MPOILIOi TpyZoBoil NesTelbHOCTH pabOTHHKOB,
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MHHACTEPCTRO HAYKH H BEICIIETQ OBPA30BAHWA POCCHHCKOH ®EEPALIMU

DefepaisHOE TOCY APCTREHHOE OI0IKETHOE 00Par0BATENBHOE YUPeKACHHE BRICIIErQ 00pa30BaHAL
«MOCKOBCKHH TOCY {apCTBEHHRIH YHHBEPCHTET TEXHOIOTHY U ynpasneHus pvenn K.I'. PazyMorckoro
(ITepBbIif Kazaumii YHHBEPCHTET)»

IHonoxenne 00 Otaene no pa6ore ¢ NepcoHATOM
YnpasJieHHs KajpoB

XpaHEHHe W 3al0lIHEHWE TPYAOBBIX KHIDKEK M BeJeHHe YCTaHOBICHHOH
JOKyMEHTAIlMH TI0 KaJpaM, a TAKoKe NOATOTOBKY MaTepHalIOB IJIA IIpeacTaBIeHUS
[IepcoHana K NOOLIpeHuAM HW HarpaxjeHusMm. OOeclieuMBaeT HaTWuWe |
aKTyajlu3alMi0 JOJDKHOCTHBIX MHCTPYKIMH M TIONOXEHWH B COOTBETCTBHH C
LITaTHBIM PACIIUCAHWEM YHWUBEPCHUTETA.

5.1.15. TlpoBoguT paboTy 110 OOHOBIEHHIO HAYYHO-METOIHYECKOTO O0eCIedeHns
KafpoBoi paboThl, ¢ MaTepHalIbHO-TEXHUYECKOH W WHGOPMAIWOHHON 623kl
BHEJIPEHHIO COBPEMEHHBIX METONOB YIIPAaBICHUSA KaJpaMH ¢ MCIIOJIb30BaHUEM
ABTOMAaTH3UPOBAHHBIX IIOJCHCTEM M aBTOMATH3MPOBAaHHBIX pPabodMx MecT
pabOTHUKOB KafpOBLIX CHy:K0, co3gaHuio OaHKa JaHHBIX O MepcoHane
OpraHr3alliy, ero CBOeBPEeMEHHOMY TOIIONHEHHIO.

5.1.16.0pranmsyer TabenbHBIA YYeT, COCTABICHHE K BBHIIIOJIHEHHE TpathHKOB
OTIIyCKOB, O0ECIIeYMBACT KOHTPONbL 34 COCTOSHHMEM TPYAOBOM JHUCIIHIUIMHEI B
CTPYKTYPHBIX TIO[[pa3sfieeHUAX Opranusandd W coOmopeHueM pabdOTHHKAMH
[IpaBHI BHYTPEHHEIO TpPYAOBOIO paclopslika, aHaliM3 I[IPHIHH TEeKy41eCTH,
pazpabaThiBaeT MEPOIIPHATHSA 110 YKPETUIEHHUIO TPYAOBOH UCITUILUTHHEI, CHIYKEHHIO
TEeKy4eCTH KaJpoB, NoTeph paboyero BpeMeHH, KOHTPOIMPYET UX BhIIOTHEHHE.
5.1.17.YyactByeT B NOATOTOBKE MW TIPENOCTABICHWH NAaHHBIX PErHOHAIBHBIX
WHCTUTYTOB ((pHuiIuanoB) Ajid MOHHUTOpHHTa MUHHCTEpCTBAa 00pa3oBaHusd M HAYKH
Poccutickoli @epepaiiuu.

5.1.18.00eceumBaeT cocTaBleHHE YCTAaHOBIEHHOH OTYETHOCTH PETrHOHAIBHEIX
HWHCTUTYTOB ( QHUIIHAIIOB) IO YYeTy JIMYHOTO coCTaBa U padoTe ¢ KagpaMu.
5.1.19.0cymectBisier pabory 1o ionbopy, orbopy ¥ paccTaHOBKE KaJpoB Ha
OCHOBE OLIEHKH UX KBATM(DHKAIIMY, JIMIHBIX U ASTOBBIX Ka4eCTB.
5.1.20.0cymecteisier cbop, XpaHeHHe, HCIONL30BAHHE M PACTPOCTpPAHEHHE
TIEPCOHAIIBHBIX JIAaHHBIX paOOTHUKA B MOPAAKE, YCTAHOBIEHHOM 3aKOHOAATEIhCTBOM
Poccuiickoi ®enepanyy.

5.1.21.11penocrasnser mepCcoOHANBHEIE NAaHHBIE pabOTHHKA YHHBEPCHTETA TONBKO
JUliaM, YIOJIHOMOYEHHBIM Ha ToNMydeHue, o6paboTKy, XpaHeHHe, Tepefady H
Ipyroe WCIONB30BAHHE NEPCOHAIBHBIX JAHHBIX, M TOJIBKO B 4YAaCTH, KOTOpas
HEOOX0MMa UM JIJIS BRITIOJTHEHMS WX AOJDKHOCTHBIX 00S3aHHOCTEH.
5.1.22.KonTponupyetr BHeceHHe MHGOPMAIIHA O KOIAIECTBEHHOM, KadeCTBEHHOM
cocTaBe pabOTHHKOB M MX JIBHXcHUY B 043y NaHHRIX O MEPCOHANe YHHBEPCHTETA
mporpamMmMsl 1C, cnenur 3a ee CBOeBpeMEHHbIM OOHOBIIGHHEM H TIOIIOTHEHHUEM.
5.1.23.BeigBnsiecT  OolIMOKH, HETOYHOCTH, HCIpaBIeHHS ¥ HEIOCTOBEPHYIO
HH()OPMALHUIO B TOKYMEHTaX, ONPEeNsITh JIeTHTUMHOCTD JOKYMEHTOB.




MHWHUCTEPCTBO HAYKH U BLICIUETO OBPAZOBAHMS POCCHMCKON OEJTEPALIMM

@enepalibHOE TOCYAAPCTBEHHOE BIOMKeTHOE 00pazoBaTelEHOE YIPeKIeHHE BRICIIETO 00pa3oBaHs
«MOCKORCKHI TOCYAAPCTBEHHBIH YHHBEPCHTET TEXHOIOTHI U ynpaenerns aMenn K.I'. Pasymorckoro
{(ITeperiii kazauuiil YHHBEPCHTET)»

Ilonoskenune 06 Otaesne mo padore ¢ NepcoHANIOM
YrnpapJieHRsl KaJIpOB

5.1.24. 1IpunnMaeT ydyacTre B OpraHH3allM| | MPOBeJAeHHHN KOHKYPCa Ha 3aMellleHue
TOMKHOCTEH HayYHO-NIelarOTHYEeCKUX PabOTHHUKOB.

5.1.25. OpranusyeT u KOHTpoaupyeT paboTy mo ohopMIIEHHIO, XPaHEHHUIO H YHETY
JIHYHBIX I ¥ TPYAOBBIX KHI)KEK paOOTHUKOB YHUBEpPCHTETA.

5.2. HauanbHHK OT/€NIa UMEET IPABO:

5.2.1.3anpammBate y pyKOBOAHTENEH HOPYTHX CTPYKTYPHBIX NOMpa3feieHul
VHUBEpCHTETA MATEPHAJbl U HHGOPMAITHIO, HeOOXOMUMEBIE 1 BLIIOIHEHU 3a/1a4
U (YHKIMI, BO3IOXKEHHBIX Ha OTHEIL;

5.2.2. [lpypuMaTrs ydacTWe B IPOBOJHMMBIX PYKOBOACTBOM YHUBEPCHUTETA
COBENIaHUAX MpH OOCYXKASHHH Ha HHUX BOIPOCOB, HMMEIOIIMX OTHOLUICHHE K
IeATEFHOCTH OTHENa, pPACCMOTPEHUH JIOKAJIBHBIX aKTOB U 10 HHBIM HAalpaBIeHUSIM
KaJpoBOil paboTsI,

5.2.3. He Bu3MpoBaTh NpeCcTaBIsieMble Ha NOJANNUCH PYKOBOIACTBY YHHBEpPCHTETa
MPOEKTHI JIOKAJIbHBIX aKTOB, HE COOTBETCTBYIOIUX 3aKOHOAATEILCTBY PoccHiicKoM
Genepaunu;

5.2.4. JlaBaTh NpaBOBbIE 3aKJIIOYEHUS C NPEATIOKECHUAMH O MOPIAKE pa3pelreHus
paccMaTpHUBaeMEBIX BOIIPOCOB B COOTBETCTBHH C 3aKOHOJATENbCTBOM Pocculickoil
DOepepannm;

5.2.5. JlaBath paboTHHKaM YHUBEpPCHTETA Pa3bACHEHHs 10 BOIIPOCAM, BXOIAIINM B
KX KOMIICTEHLIMIO, B COOTBETCTBHE C HAIIPABIIEHHEM JAEATENBHOCTH;

5.2.6. TpeGoBare OT pabOTHUKOB OTHeNa BHIIONHEHHUS B NOJIHOM o0ObeMe H Ha
BBICOKOM KaYeCTBEHHOM YPOBHE 00S3aHHOCTEH, OMpeelIeHHBIX UX JODKHOCTHLIMUA
WHCTPYKLHASIMU;

5.2.7.TpeboBars cobmoneHus pabOTHUKAaMU OTEena 3aKOHOKaTeNnbeTBa Poccuiickon
Menepany, YcraBa YHHBeEpCcHTETa, lIpaBunm BHYTPEHHETO  pacropsaiuxa
YuuBepcurera, IlpaBun oxpaHel Tpyaa W TeXHHKM O€30MacHOCTH, MOKapHOH
6e30MacHOCTH, BHIIIOJHEHUSI PellieHnil ¥ YeHOro COBETa YHMBEPCHUTETA, IPHUKA30B,
pacropsKeHU U HHBIX JIOKAJIBHBIX aKTOB YHHBEPCHTETA, B TOM 4ncie lonoxenus
0 3allfiTe TEPCOHANBHBIX JAHHBIX PaOOTHHUKOB, 00yJalomuxca ¥ aOUTypHEHTOB.
IlonoxkeHHsA © TIOJKMTHKE B OTHOIIEHHH 00padoTKH IepCOHANBHBIX JAHHBIX,
TIOPY4YCHUY PYKOBOACTBA YHUBEPCHUTETA,

5.3. HadanpHHK 0TJI€)1a HECET OTBETCTBEHHOCTH 34:

5.3.1. HekauecTBeHHOE W HETIONHOE UCTIONHEHUE 3a7a4 ¥ hyHKUUH, BO3IOXKCHHBIX
Ha OTAen HacToamuM [lonoxkeHHEeM, HEBBHINMOTHEHWe B IOJHOM o0beMe H B
YCTAHOBIIEHHEIE CPOKH pEINICHHH YYEHOIO COBeTa YHHWBEPCHUTETa, IPUKA3OB,
pacIiops:KeHUH U MOpyIeHUH pyKOBOICTBa YHHUBEPCUTETA;
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MHWHHUCTEPCTBO HAVKH 1 BBICIIETO OBPA30OBAHMS POCCUHCKOHN GENTEPALTN

deepanbHoe rocyIapcTReHHOE G0IKeTHOE 06pa3oBaTeIbHOE YUPEKICHHIE BRICIIETO 00paz0BAHILL
«MOCKOBCKHH roCYIApPCTBEHHEIN YHUBEPCHTET TeXHOIOTHI 1 yrmpasneHus umenn K.I'. Pasymosckoro
{TTepBeiii Kasaumil YHABEPCHTET)»

Ionoxkenne 06 OTaese mo padore ¢ NepcoHaIoM
YnPaBﬂeHuﬂ Ka/[poB

5.3.2. HecobnroneHue 3aKOHOAATENRCTRA Poccuiickon Depepanuy,
HEJOCTOBEPHOCTE HH(OPMAITNH, TIPEeICTaBIAEMON PYKOBOACTBY YHHUBEPCUTETE,
5.3.3. YTpary HOKyMEHTOB, 00pa3yIoIHXCcsa B MpoLEecce NEATENBHOCTH OTneNa 1
pasmialienue KoHQHIeHITHATbHON HH(QOPMaLMy, KOTOPOH paciiojaraet OTAen;
5.3.4. HenpuHsiTie Mep 110 OpTraHH3allMi ¥ BEICHHUIO AeI0IPON3BOACTRA.

6. BBAUMOJEMCTBHUE C JIPYTUMH
MOAPA3IEJEHUSIMA YHUBEPCUTETA

BaamMmoneiicteue Otnera no  paboTe ¢ OEPCOHAIOM C  APYTHMMH
CTPYKTYPHEIMH TIONpa3feleHUsSMHA YHHBEPCUTETa OHpeAeNsIeTcs 3ajadaMu H
GYHKIMSIME, BO3JIOXEHHBIMH Ha HETO HacTosInuM [lonoxeHnueM.
6.1.Co BCceMH CTPYKTYPHBEIMH NTOAPa3AeIeHHAMH:

6.1.1 Ilo BonpocaM MOTy4CHHA:

-Tabeneii ygeta pabodero BpeMeHN;

-3agBIICHHNA, CITYXeOHBIX 3aIIHCOK;
-00BACHHATENBHBIX 3aMIHCOK;

-IUCTKOB HETPYOCTIOCOGHOCTH.

6.1.2. Ilo BommpocaM NpeOCTaABICHIS:

-CIIpaBOK;

-BBIITACOK, KOTIHH 3ampaiiiBaeMbIx JOKYMEHTOB.
6.2. C ViipasieHHeM OyXralTepCKOro y4dera:

6.2.1. Ilo BonpocaM npeaoCTaBICHUS U ITONYJSHHM:
-KOIIK# MPHKAa30B I10 IHYHOMY COCTAaBY,

-Tabeneii yuera pabo4yero BpeMeHH;

-JIECTKOB HETPYAOCIOCOOHOCTH;

-3asIBICHIH JJIs HATUCNEHUsT M BBIIUIATHI TIOCOOMIA;
-3agBJIEHHH Ha BEITTYCK 3apa0OTHON KapThl;
-IOKYMEHTOB i 0(hopMAEHNS CIy>XKeOHBIX KOMaHAUPOBOK;
-pH(popMarH o 3apaboTHOH nnare paboTHUKOB.
6.3. ¢ lOpuaruecKkum OTAENOM:

6.3.1. I1o BonpocaM NOLYyYECHHUS:

~-pa3bACHEHUH efCTBYIONIer0 3aKOHOIATENLCTBA U MOPAIKA €TI0 MPUMEHCHHS;
6.3.2. I1o BomipocaM TipelOCTaRIEHHA:

-TIPOEKTOB JIOKYMEHTOB JJI CONIACOBAHMS.

6.4. C OTyienoMm JOKyMEHTAITHOHHOTO 00eCIICHEHU:
6.4.1. Tlo Bonpocam:
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MHWHUCTEPCTBO HAYKU U BBICIIIETG OFPA30BAHIA POCCUACKOMN OEIEPALINA

®epepalbHOE TOCYAAPCTECHHOE GIOIKeTHOE 0Opa3oBaTelIbHOe YIpeXIEHNE BEICIIEro 00pa3oBaH
«MOCKOBCKHI TOCYIApCTREHHEIN YHIBEPCHTET TEXHOMOTHH H yrnpasieHna uMenn K.1'. PazymMorckoro
(IlepBerit Kazaquil YHUBEPCHTET)»

oaoxkenne 06 O1aene no padore ¢ NepcoOHAIOM
YnpagJieHus Kaapos

-perucTpaly BXOIAIeH U UCXOoAsAIIed KOpPECTTOEIEHITHH, PACCBUIKH IIPHKA30B 110
obMIeit nesTe TbHOCTH;

-OTIIPABKH MHUCEM M MHBIX JOKYMCHTOB.

6.5. C Orzenom 1o paboTe ¢ apXHUBOM:

6.5.1. [To Bonpocam:

-TiepeIady JOKyMEHTOB Ha apXMBHOE XpaHeHHe.

6.6. Bce mocTynaroomue B OTIen JOKYMEHTH IEPBOHAYaJbHO PaccMaTpUBalOTCA
HaqaJIhHUKOM YTIpaBlIeHUA U KypUPYIOLIUM NPOPEKTOPOM, KOTOPEIE PACIIpENeNsIoT
padory Mexay paborHukamu Otrmena.

6.7. JokymeHTsl B paboTy MOTYT OBITH TIpeJICTaBIEHEI B (popme:

6.7.1. Cny:keOHOM 3anmMCKH C PE30IIOLMHA DPYKOBOAWTENL Ha JOKYMEHTE,
nepeJaBaeMoM B OTACI

6.7.2. IITuceMeHHOro 3ampoca, B TOM YHCJIE 10 SICKTPOHHON MOYTe, Yepes3 CHCTEMY
1C «/IokyMeHTOODOPOT» 3a MOANUCHIO PEKTOPA YHUBEPCUTETA.

6.8. Otmen mno pabore ¢ mnepcoHanoM BOpPaBe I[IONYYUTH JOKYMEHTHI M
HHQOPMALIMIO OT BCEX CTPYKTYPHBIX NTOApa3fieleHHi YHHBEPCUTETA O BOLPOCAM
cBOeH koMIteTeHIHH. COOTBETCTBYIOIINE 3alpOChl HAMPABIIIOTCA B CTPYKTYPHBIS
nojipaszfelieHuss B BHJAS CIy)XeOHBIX 3allMCOK 33 MOAIHMCBIO KypHPYIOIIETO
NpOpeKTOpa, HavYaibHHUKA yIpaBRiIeHHs, HadalbHWKa oOTAena B mporpamme 1C
«JlokyMeHTOO60pOT?.

6.9. Otmen mo paboTe ¢ MEpcOHANOM UPEJOCTABISET CTPYKTYPHBIM
HoApa3ieliecHnsIM YHHBEpCHTETA WHMOPMALMIO M JOKYMEHTHI II0 BOIIPOCAM HX
KOMITETEHIIHH.

7. OTBETCTBEHHOCTbD.

Pabotauxn Otaena mmo pabore ¢ mepcoHaIoM HECYT OTBETCTBEHHOCTD:
7.1.3a kauecTBEHHOE M NOJHOE MCTIONHEHHe 3a8a4 U (DYHKITHH, BO3NOKEHHBIX HA
OTZAeN KaJApOB, BHIIOJNHCHHE B IONHOM 00BEME W B YCTaHOBIECHHBIE CPOKH
TIOPYYCHHI pPYKOBOACTBA, NpHKa3oB M pacnopsxeHudt MIYTY unm. KT
PasymoBckoro — B Tipefenax, OIpPEAeNeHHbIX AEHCTBYIOIIMM TPYAOBBEIM
3akoHOJaTeNnbcTBOM Poccuiickoli Penepanun.
7.2.3a coOmionenune 3aKkoHOZATeNbcTBA P®, M0OCTOBEpHOCTE HMHOOPMALIMH,
[IPeIOCTaBIAEMON PYKOBOACTBY YHUBEPCHTETA, HHBIM JIMIAM 1 OPTaHH3AIIHIM.
7.3.3a COXpaHHOCTL JOKYMEHTOB OT[A€a M HepasImalleHus KOH(QUICHIAAIBHON
uH(popMaIiH, KOTOPOH paciioaraeT OTAeI KaapoB.
7.5.3a npaBOHApYyICHHUsS, COBEPIICHHBIE B IIpPOIEccCe OCYINECTBICHHSA CBOEH
JEeSATeNBHOCTH — B IIpeeNiaxX, ONpeqelieHHbIX JCUCTBYIONUNM aAMHHACTPATHBHEIM,
YIOJOBHBIM H IPakJaHCKHM 3aKoHozarenscTBoM Poccuiickoi Deneparimi.
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MUHKCTEPCTBO HAYKY M BBICILIEI'O OBPA30BAHUA POCCHMCKOY ®OEJIEPAITMN

DeepansHoe rocyjapcTBenHoe GioiKeTHOe 00pa3oBaTenbHOE YIDEXKIEHHE BLICIIETO 00pasoBams
«MockoBCKHH rocyIapCTBEHHLIH YHUBEPCUTET TEXHOIOIHE B yiparienus uveny K.I'. PasyMOECKoOTO

{Ilepeblit Xa3aqnii YHUBEPCHTET)»

Honoxenne 06 Otaene no padbore ¢ NepcoOHATOM

YnpaBieHus KajpoB

7.6. 3a mpHYMHEHME MaTepuallbHOTO ymiepba - B Ipelaenax, ONpeaeNeHHBIX
[EHCTBYIONIAM TPYAOBEIM U I'PAXKIAHCKUM 3aKoHONaTelIbcTBOM PO,

8. COINTACOBAHHME
Ho/xHOCTh PamuiEs Ilopmcy

HauansHuk VipapieHs '
Pazpabotan e . J.P. Xycannosa /}%

[TpopeKTop 1o KaapoBoi r
CormacoBan el i T.H. Uepenosa

TIONATHKH

I_\ e
Cornacosan S T.M. KonoBanosa ﬁ% —

FOpummdeckoro otiena
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