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1.1. Hacrosimee noso)keHune pazpaboTaHO Ha OCHOBAHHMH JEHCTBYIOMIETO 3aKoHOaTenbcTBa PO 1

VYcraBa AxaneMuu.

1.2. Otnen mo pabote ¢ nepconanom (nanee — OPII) sBisiercss CTpyKTYpPHBIM NOpa3/ieIeHUEM
YactHOro 06pazoBaTeIbHOIO yupexIeHUs BeICIIero oopazoBanus « ToNbIATTHHCKAS aKaaeMHs
ynpaBieHus» (nanee — AKageMusi) ¥ IOAYMHEHHOTO HEMOCPEACTBEHHO MPE3UACHTY AKaJIEeMHH.

1.3. B cBoeii pestenbaocta OPII pykoBoacTByercs:

- Koncrurynueii PO;
- TpynoBsM kozexcom P®D;
- henepanbHBIMU 3aKOHAMHU PD;

- yKazamu U pacnopspkeHusMu [Ipesunenra PO;

- IOCTAHOBJICHUSIMU U pacniopspkeHusMu [IpaBurensctea PO;

- HOpMaTHBHBIMHU IPaBOBBIMU akTaMu POHa NEHCHOHHOTO U COL[MAJIBHOIO cTpaxoBanus PO;
- HOpMaTHBHBIMHU PaBOBBIMU akTaMu MunTpyna Poccuu;

- [TopsimikoM BeIeHHS U XPAHEHHUS TPYIOBBIX KHIKEK;

- YcraBoM AKaneMuu;
- JIOKaJIbHBIMH HOPMAaTUBHBIMH aKTaMH.

1.4. Ctpyktypy u KonudecTBo mtaTHbIX equnun OPII yTBepxkaaeT npe3ueHT AKageMuH.
1.5. Otnen no paGoTe ¢ MepCOHANIOM IMOAYHHSETCS HAYaJIbHUKY OT/IeNa 1o paboTe C MepCOHAIOM

(manee - naganpHuk OPII).

1.6. Hayansauk OPII npunumaetcst Ha paboTy Ha yCIOBHSIX TPYAOBOTO JOrOBOPA,
MOAMUCEIBAEMOro npe3uaeHToM Akanemun. Hasnauenune Havanpauka OPIT u ocBo60oneHHE €ro oT
JOJDKHOCTH O(OPMIISIOTCS IIPUKa3aMHu Ipe3uieHTa AkajeMun. B nepuoa oTCyTCTBUS HadyalbHUKA
otaena ero 3ameraer pabotHuk OPII, Ha3HayeHHBI IpUKa30M Npe3uaeHTa AKaJIEMHUH.

1.7. O6s3anHOCTH U npaBa Kaxaoro pabotauka OPII onpenensioTcs COOTBETCTBYIOLIEH
JIOJDKHOCTHOM HHCTPYKIMEH, corilacoBsiBaeMoii ¢ HayanbHuKOM OPII u yTBepKk1aeMoii pe3uIeHTOM

AxazieMuu.
2. OcHOBHbIE LEJH H 32294

2.1. Iensro OPII, He0OX01UMO#t 1151 BBIMOJTHEHUS AKaJeMHUEH 3asBI€HHON MUCCUU M TOCTHKECHUS
CTpaTerHyecKux Lenei B obaactu 06pa3013aTeJ15Hon JIEATENILHOCTH, SBJISETCS KaJpoBOe o0ecreyeHue

JIeATETPHOCTH AKaJIEMUH.



2.2. 3apagamu OPII sBsroTcs:

2.2.1. ITon6op, otbop, npreM Ha paboTy U pacCTaHOBKA KaJpOB.

2.2.2. ®opMupoBaHUE CTAOMIBHO pabOTaIOLIEro TPYJOBOTO KOJUIEKTHBA.

2.2.3. BeneHue perjiaMeHTHPOBAHHOTO U YIIPABJICHYECKOTO y4eTa KaapoB, 0(opMIICHHE
COOTBETCTBYIOIIEH KaJpOBON JOKYMEHTAIHH.

2.2.4. KonTpoip HaJ AMCUHUIUIMHON Tpy/a.

2.2.5. Obecneuenne coOMONEHNS TPYIOBBIX U COLIHAIBHBIX ITPaB paOOTHHUKOB.

2.2.6. OdopmieHHe TOBBIICHUS KBaTH(pUKaIMU pabOTHUKOB.

2.2.7. YyacTie B IpOXOXACHHUH AKaJeMUEH IpoLEeayp JTULIEH3UPOBAHHUS U aKKpeIUTalui
o0pa3oBaTenbHOM U OpyTuX (MOIeXNANIUX JTHIEH3HPOBAaHUIO) BUJIOB JAEATEILHOCTH.

3. ®yHKuuH

3.1. lna pemneHus 3aa49u, ykazaHHO#H B 1. 2.2.1 HacTosmero nojaoxenus (moadop, oréop, npuem
Ha paboTy u pacctaHoBKa kazpoB), OPII:

3.1.1. OnpenenseT TeKyyo NOTpeOHOCTH B KaZipax Ha OCHOBAaHUHU y4eOHBIX IJIAHOB, IIPOrPaMM
Pa3BUTHUS MOAPA3JETICHHUM U NIPECTABICHHBIX PYKOBOJUTENSAMHU CTPYKTYPHBIMHU NOpa3/Ie/ICHUSIMH
cBeneHuit (mpoeccopcKo-IpenoaaBaTeIbCKHi COCTaB, NEPCOHA APYTHUX CIIyK0 TpeOyeMbIX
CrienuanbHOCTEM, npodeccuii U KBaTUHKALHN).

3.1.2. OcymectBnseT noadop KBaIu(pHIHPOBAHHBIX CIIEIHAIHCTOB IIyTEM:

- uH(opMHpoBaHHUS pabOTHUKOB AKaJIeMUU 00 MMEIOIIUXCS BAKAHCHUSAX;

- oOpareHus B OpraHbl CIIy>KObI 3aHATOCTH;

- pasMerneHue Ha caiite «Pabora Poccun» cBeneHuil 0 BaKaHCHH.

3.1.3. KommiekToBaHHE CTPYKTYPHBIX MOApa3eneHuil AkaaeMuu HeoOX0UMBIMH KaJpaMH B
COOTBETCTBHHU C KPUTEPUSAMH 0TOOpPA, B TOM YHCIIE:

- mepemMeleHrne pabOTHUKOB BHYTPH AKaJeMuH;

- IpueM Ha paboTy HOBBIX paOOTHHKOB.

3.1.4. CoBMeCTHO ¢ pyKOBOJHUTEISIMH CTPYKTYPHBIX IOJpa3/ieIeHHi opraHu3yeT HabroeHue 3a
IPOXOXKIEHHEM paOOTHHKAaMH NEPUOJIa UCTIBITaHus, 00eCIIeYnBaeT alanTalkIo0 HOBBIX PaOOTHHKOB.

3.2. Jlns pelneHus 3a1auu, yKa3aHHOMU B II. 2.2.2 HAaCTOSAIIETro MOJIOXKEeHHs (GopMHpOBaHHE
crabmwibHO paboTarommero TpyaoBoro koyuiekrusa), OPII:

3.2.1. YuactByeT B pa3paboTKe KaJpoBOi cTpaTeruu AKaIeMUH, CHCTEMBI KOMILJIEKCHOM OLIEHKH
pPabOTHHUKOB H pPe3y/IbTaTOB UX AEATEIbHOCTH, CTUMYJIHPOBAHHUS TPYIa.

3.2.2. COBMECTHO C pyKOBOJUTEISIMH CTPYKTYPHBIX IIOJIpa3fe/IeHUH OCYIIECTBIAET POTALUIO
paGoOTHHKOB (TI€PEeBOIBI H MEPEMEIEHHUS); CBOEBPEMEHHYIO H LIEI1€CO00Pa3HYI0 CMEHAEMOCTh KaJIpoB,
MPUBJICYCHHUE MOJIOABIX CIIELIUAIUCTOB.

3.2.3. [IpuauMaeT ydactue B pa3paboTKe NOJI0KEHUH, HHCTPYKIHH O CHCTEME MaTepHaIbHOTO U
MOPpAJIBHOTO CTHMYJTHPOBAHHUS paOOTHHUKOB, MIOPSIKE OLEHKH KadyecTBa paboThI IEpcOHaa AKaJIEMHH, B
NPOBEJCHHH aTTeCTallMH paOOTHHKOB M peau3aliii PEIICHHH aTTeCTallHOHHBIX KOMHCCHH,
KOJUIEKTHBHOT'O JIOrOBOpA.

3.3. JInist pelneHus 3a1auy, yKa3aHHOM B II. 2.2.3 HAaCTOSIIETO MOJIOKEHHs (PErJaMEHTHPOBAHHBIA U
yIpaBIeHYECKHi yueT KaapoB U opopMIIeHHE KaapoBoi nokymenTauuu), OPII:

3.3.1. OpopmirsieT mpuem, IEPEBO]] U YBOJIbHEHHE paOOTHUKOB, OTITYCKa, IOOLIPEHUE H
NpUMeHEHHe TUCIUIUTMHAPHBIX B3BICKAaHUH, OCYIIECTBIIIET HHBIE KaJPOBBIE ONEPAllMH B COOTBETCTBHH C
TPYAOBBIM 3aKOHOZATENILCTBOM, JIOKAJIbHBIMH HOPMATHBHBIMH aKTaMH AKaJIEMHH U IIPHKa3aMH
Ipe3UICHTA.

3.3.2. Beger y4eT JIMYHOTO COCTABa IIyTEM COCTaBJIEHHs Pa3IMYHOrO BHIA OTYETOB.

3.3.3. Odopmusier u obecrieynBaeT XpaHEeHHE JIMYHbIX Je]1, TMYHBIX KapTO4eK PaOOTHHKOB.

3.3.4. Bezier a5ekTpoHHY0 06a3y JaHHBIX 110 y4yeTy kaapos (1C).

3.3.5. IIpoBepsieT NpaBHUIBHOCTH 3allOTHEHUs Tabenell yyeTa pabodero BpeMeHH pabOTHUKAMH



CTPYKTYPHBIX IOZApa3ieIeHui AKaJJeMUH.

3.3.5. Brigaer ciipaBku paboTHHKaM (0 HACTOAIIECH U MIPOLUIOH TPYIOBOM IEATEIHHOCTH U JIp.),
KOIIUH 3alpaliiBaeMbIX paOOTHUKAaMHU JOKYMEHTOB.

3.3.6. Bezet paboTy ¢ TpyZIOBBIMH KHH)KKaMH, B TOM YHCJIE€ UX NOJIy4YeHHE OT IPUHUMAEMBIX Ha
paboTy pabOTHHUKOB, y4ET, XpaHEHHE, 3all0JIHCHHUE, a TAKOKE Bbl1a4ya P MPEKPaIleHHH TPYAOBBIX
oTHoIeHHH. Beenne paboThI CO CBEICHUSAMHU O TPYAOBOM IEATEIHHOCTH paOOTHUKOB, BKIIIOYAS X
¢dopmupoBanwue, npeacraienne B COP, a Taxke Beiady pabOTHHKaM B CIIydasiX, yCTAaHOBJICHHBIX
3aKOHOAATENLCTBOM PO.

3.3.7. CocraBnsier rpaduk OTIyCKOB, 0QOpMIISET IPUKA3bI O MPEIOCTABICHHH PaOOTHHKAM
Pa3IHYHBIX BUJOB OTITYCKOB, y4€T KOJHYECTBA HCIIOIb30BAHHBIX JHEH OTITyCKa.

3.3.8. PaszpabatbiBaeT rpaduku u pexxuMbl paboThI IO KaTErOpHsM IepcoHalIa; BEIET y4eT
pabo4ero BpeMeHH.

3.3.9. YyactByer B pa3paboTke H 0pOPMIIEHHH OPraHU3alHOHHOH CTPYKTYPhI H IITATHOTO
pacnucaHusi AKaJEMHH.

3.4. Jlna pelmieHus 3a7a4ym, yKa3aHHo# B 1. 2.2.4 HACTOAIIEro MOJIOKEHUs (KOHTPOJIb Hal
qucouIuiuHo# Tpyna), OPIL: )

3.4.1. OcymecTBIseT KOHTPOJIb HaJl HCIIOJHEHHEM NIPHKA30B Mpe3uieHTa AKaJJIEMUH B 4aCTH
COOIOIEHHS TPYAOBO# TUCIMIUIMHBIL, HaJl COOIOACHHEM pabOTHHUKAMH IPaBHJI BHYTPEHHETO
pacropsiika ¥ HHBIX JIOKAIbHBIX HOPMaTHBHBIX aKTOB, IMEIOLIMX OTHOLIEHHE K TPYAOBBIM ()yHKIHAM
pabOTHUKOB, M JUCLMILIMHBI TPY/Ia.

3.4.2. [ToarorasuBaeT MaTepHAJIBI 110 MPUBJICYECHUIO pAOOTHHKOB K AMCIHIIHHAPHOM
OTBETCTBEHHOCTH.

3.4.3. TloaroTapIMBaeT MaTepHaIbl ISl IIPE/ICTABIICHHS IEPCOHAIA K IOOLIPEHMSM.

3.4.4. OdpopmiseT JOKyMEHTHI (IPUKa3bl, paCIOPSDKEHHMS) O MOOIIPEHUH U HATIOXKEHHH
JUCHHUILUIMHAPHBIX B3BICKaHUH Ha paOOTHUKOB AKaJeMHUH.

3.5. Jlns pemeHus 3a1a4M, yKa3aHHOH B II. 2.2.5 HACTOSIIEro MoJyioXkeHus (obecneueHue
COOJIIOZIEHUS TPYAOBBIX ¥ COLHANIBHBIX ITpaB paboTHuKoB), OPII:

3.5.1. KoHTpomupyeT UCIIOIHEHHE PYKOBOAMUTENSAMH CTPYKTYPHBIX MOApa3AeIeHHH TPYA0BOTO
3aKOHO/JJaTEeNILCTBA.

3.5.2. ObecneunBaeT npepocTaBieHHe pabOTHUKAM COLHAIBHBIX H TPYAOBBIX TapaHTHH,
IpeyCMOTPEHHBIX TPYAOBBIM 3aKOHOJATEILCTBOM U JIOKATbHBIMUA HOPMaTHBHBIMHU aKTaMH AKaZIEMHH.

3.5.3. OcymecTBisieT NOATOTOBKY JOKYMEHTOB I10 IEHCHOHHOMY CTPaXOBaHHUIO, JOKYMEHTOB,
HEOOXOQUMBIX IS Ha3HAYCHUs MEHCHH pabOTHHKAM, a TAaKXKe MPEJCTaBIICHUE UX B TEPPHTOPHAILHBIE
opradsl COP.

3.5.4. IlpuHuMaeT Mepsl B COOTBETCTBUH € JEHCTBYIOIUM 3aKOHOJATEILCTBOM B 00ECIE4eHHI
3aHATOCTH HaCEeJICHHS.

3.5.5. O6ecneunBaet coboaeHne TpeOoBaHUH 3aKOHOAATEIHCTBA M0 paboTe ¢ NEPCOHATBHBIMU
JTAaHHBIMH paOOTHHUKOB.

3.6. Jlnist pemeHus 3a1auu, yKa3aHHOMU B II. 2.2.6 HAaCTOSIIEro MoJIoXKeHus (opopmiieHne
NOBBIIIeHHs KBaMpukanuu padotaukos), OPII:

3.6.1. OcymiecTBIsSET COBMECTHO C PyKOBOJHUTENISIMH [IOpa3ieeHuii paboTy 110 MOATOTOBKE,
IIEPENOArOTOBKE H IMOBBIIECHHUIO KBATH(pUKAUH IEPCOHANIa; TOTOBUT HEOOXOAMMYIO CTaTHCTHYECKYIO,
OTYETHYIO, HH(POPMALHOHHYIO JOKYMEHTALHUIO I10 3TOMY HaIpaBJIECHHIO pabOTHI C IEPCOHAIOM.

3.7. ins pemeHus 3aqa4yn, yKa3aHHOH B II. 2.2.7 HACTOSAIIETO MOJIOKEHH (YU4acTHE B IPOXOXKICHHH
AkazieMueit mponeayp JTUIEH3UPOBAHNS H aKKpEAUTAuH 00pa30BaTeNbHOM U APYTHX MOIEKAINX
JIMIEH3UPOBAHUIO BUIOB AesTensHocTh), OPIL:

3.7.1. IlogroraBnuBaeT HEOOXOAUMYIO HH(OPMAIIHIO IO TEPCOHAITY (CTaX, BO3pacT, YUCICHHOCTb,
o0pa3zoBaHue H Op.).



3.7.2. YyactByeT B pa3paboTKe U BHECEHUH U3MEHEHHH B JIOKATBHO-HOPMATHBHYIO
JIOKYMEHTAIIMIO, OpraHU3alMOHHYIO CTPYKTYPY ¥ IITaTHOE PAaCIUCAHHUE.

3.7.3. Bezmer y4eT yCTaHOBJIEHHBIX JIMIIEH3UOHHBIX TOKa3aTelei o Kaapam.

4. IIpaBa u 003aHHOCTH

4.1. Hayansnuk u pabotauku OPII 11 BEIMOMHEHHS BO3JIOKEHHBIX HA HUX QYHKIHH HMEIOT
IpaBo:

4.1.1. KonTponupoBaTh 4 TpeOOBaTh COOMIOAECHNUS TPYAOBOTO 3aKOHOAATENbCTBA, IOJIOKEHHUH,
HHCTPYKLHH, AeHCTBYIOIUX B AKaJJleMUH, IPaBUJI BHYTPEHHETO TPYOBOTO PaclopsiKa, ApYTux
HOPMaTHBHBIX JOKYMEHTOB B YaCTH pabOTHI C IEPCOHAIIOM.

4.1.2. 3anpammuBaTh y pyKOBOJUTENIEH CTPYKTYPHBIX MOApa3AeneHui AKaqeMuu HeoOX0quMbIe
JaHHBIE 0 pabOTHHKAX, a IPH NpHeMe Ha paboTy U MepeMeIeHUus X pabOTHHKOB — MHEHHE
PYKOBOJHUTENEH COOTBETCTBYIOLIUX CTPYKTYPHBIX IOAPA3AECIICHHIA.

4.1.3. 3anpammBarh y COTPYIHHKOB CTPYKTYPHBIX MOJpa3aefeHuii AkagqeMuu HeoOXOIUMYIO JUIs
OCYIIECTBJICHHUS CBOEH JeATeNbHOCTH HH(POPMALIUIO, TOKYMEHTH! H MaTepHaIIbL.

4.1.4. Bo3Bpamarh pyKOBOAUTEISIM CTPYKTYPHBIX ITOJpa3/ieNIeHHii Ha JopaboTKy HEeHaIeKalle
oopMIIEHHBIE H TOArOTOBJIEHHBIE JIOKAJIbHO-HOPMAaTHBHBIE IOKYMEHTHI.

4.1.5. TpeGoBarh OT COTPYAHUKOB CTPYKTYPHBIX IIOJIpa3/IEJICHUN CBOEBPEMEHHOIO H TOYHOI'O
BBINOJTHEHHUS IPUKA30B, PAaCIOPsHKEHUH, YKa3aHUM, 3aJaHUH U IOPYYEHHUH B IIpe/ieiax KOMIIETCHIHH
otTzena 1no paboTe ¢ NepcoHaIoM.

4.1.6. JlaBath pa3bsiCHEHHS U PEKOMEHJAllUH [0 BOIIPOCcaM, BXoAAIuM B komnereHnuo OPIIL.

4.1.7. laBaTh pyKOBOJHUTESAM CTPYKTYPHBIX [TOJpa3/ieleHUul 00s13aTeNIbHbIE ISl HCIIOTHEHHUS
yKa3aHHUs 110 BOIIpocaM, OTHOCSIUMCs K komnetenuu OPIT.

4.1.8. TpeGoBaTh OT pyKOBOAUTENEH CTPYKTYPHBIX MOApa3IeNCHUI IPEICTaBICHUS 00BSICHEHUH 11O
¢akTam HapyIIeHHs TPYAOBBIX IIpaB pabOTHHUKOB AKaJIeMHUH.

4.2. Havansauk OPII Hazenex npaBom:

4.2.1. BHOCHUTBH Ha pacCMOTpEHHE Npe3UAeHTa AKaJIeMHUH NIPEAIOKEHHUS, BXOJAIINE B
kommnetennuio OPIL.

4.2.2. BHOCHUTD NIPEAJIOKEHHUS 10 IEATEIBHOCTH APYTUX CTPYKTYPHBIX ITOJApa3AcieH’ii AKaJIeMuUH.

4.2.3. TlpencraBUTENHCTBOBATh B YCTAHOBJICHHOM MOPS/IKE OT HMEHH AKaJIeMHH II0 BOIIPOCaM,
otHOcsAmmMcs K komneteHnuu OPII, Bo B3aMMOOTHOLIEHUSX C TOCYAApCTBEHHBIMH W MYHHIIMIIAILHBIMU
OpraHaMu, a TaKke APYTUMU NPeANPHIATAIMHI, OpraHU3alUsAMHE, YUPEKICHUIMH, B TOM YUCIIE [ICHTPAMH
3aHATOCTH.

4.2.4. YyacTBOBaTh B IOJArOTOBKE U COTJIACOBAHMH IIJIAHOB AKAJIEMUHU B YaCTH NEpCOHANA.

4.2.5. JlaBaTh NOAYMHEHHBIM paOOTHHKAM yKa3aHHUs, 00s3aTe/IbHBIE U] HCTIOTHEHHUS.

4.2.6. ITonnuceIBaTh (BU3HPOBATH) JOKYMEHTHI 10 TUYHOMY COCTaBY pabOTHHKOB, a TaKXKe ApyrHe
JIOKYMEHTBI Ha OCHOBAaHHH JJOBEPEHHOCTH, BBIJAHHOM IIPE3UIEHTOM AKaJEMHUH.

4.2.7. cnionb30BaTh CiryxeOHBIH TpaHCIOpT AKaneMuu, Heobxoaumsii 1 paboter OPIL.

4.2.8. CornacoBbIBaTh IPOEKTHI MOJIOKEHUH, HHCTPYKIUH, IPUKA30B 110 AKaJEMHH U APYTHX
BHYTPEHHHX JOKYMEHTOB, OTHOCSIIUXCS K aesrensHoct OPIILL

4.3. O6s3anHocTH HayanbHuKa OPII:

4.3.1. O6ecneuynBaeT HEOOXOAMMOE Ka4€CTBO OKA3bIBAEMBIX YCIIYT U BHIOJHAEMBIX COTPYIHUKAMHU
OPII pa6or.

4.3.2. Opranusyet paboty OPII B COOTBETCTBHH C NPUHIIAMH U TPeOOBaHUAMH, U3JI0XKEHHBIMU B
1.3 HaCTOSAIIErO MOJIOXKECHHUS.

4.3.3. TOTOBHT H3MEHEHHUS B OPICTPYKTYPE U IUTATHOM paclUCaHUK AKaJEeMHUH.

4.3.4. O6ecneunBaet conpoBoxaeHue pabotsl mepconana OPII ¢ mporpammoii «1C-
I[Nepennpusitiey, BHEAPSET HOBbIe HH(GOPMAMOHHBIE TEXHOJIOTHH B fesTenbHocTs OPIIL



4.3.5. OcyiiecTBIIss€T KOHTPOJIb CBOEBPEMEHHOIO HCIIOJTHEHUS COTPYAHHUKAMH IIPHUKA30B,
pacropsDKeHHUH, yKa3aHUH, 3a1aHui 10 AKaJJleMUH, Kacalommxcs paboTsl OTAeNa.

4.3.6. OpranusyeT cCOCTaBJICHHE YCTAHOBJIEHHONW OTYETHOCTH, ITPU HEOOXOIMMOCTH MPEACTABIISAET
€€ B BBIIIECTOAIINE OPraHU3aIUH.

4.3.7. IloBblmaeT cOOCTBEHHYIO KBATM(HKALUIO H COAEHCTBYET MOBBILICHUIO KBATH()HKAILIMH
pabotaukos OPII.

4.4. PaboTHUKH OTZAEA HA/IEIEHBI IPAaBOM:

4.4.1. Ilocemars CTpYKTYpHBIE OApa3AeieHuss AKaJeMHUH ISl KOHTPOJIS HaJl COCTOSTHHEM
TPYZOBOH TUCLIUIUIMHEI, COOJIIOIEHHEM TPYIOBBIX NIPaB pabOTHUKOB.

4.4.2. TpeGoBaTh OT pyKOBOAUTENEH CTPYKTYPHBIX OApa3AeNeHui COOIIONEHUS TPYI0BOTO
3aKOHOJIATENIBCTBA.

4.4.3. IlpucyTcTBOBATH Ha COBEIAHUAX U Y4aCTBOBAThH B 00CYXI€HHH BOIIPOCOB, BXOISIINX B
xomnetenuuo OPIL.

5. OTBeTCTBEHHOCTH

5.1. Bcro MOJIHOTY OTBETCTBEHHOCTH 32 HECBOEBPEMEHHOE U HEKAUEeCTBEHHOE BHITIOJTHEHHE
BO3JIOKEHHBIX HacTosmuM nojoxxenueM Ha OPII 3amay u ¢pynkumii Hecet HaganbHUK OPII B
COOTBETCTBHH C JICHCTBYIOIIUM 3aKOHOJATEILCTBOM U TPYAOBBIM JJOTOBOPOM.

5.2. CreneHb OTBETCTBEHHOCTH JIpyrux paboTHukoB OPII ycranaBnuBaeTcs NOKHOCTHBIMU
HUHCTPYKIHSIMU U TPYZAOBBIMHU JIOTOBOPaMH.

6. BzaumooTHomeHusi. Csi3u

[1pu peanu3aiuu BO3JI0KEHHBIX HACTOSIIUM HosIokeHHeM 3a1a4d ¥ pyukuuit OPIT ocymectiser
B3aUMOIEUCTBHS C APYTUMH MOAPa3ACICHUSIMHU:

C xem Uro nepenaer Yro nomyqaer
B3aMMOJIEHCTBYET

- TPYZOBBIE JOTOBOPBI COTPY/JHUKOB
JUTSL TIOATIUCAHUS;
- YBEIOMJIEHHUS PYKOBOAUTEIISM

nojapasaeneHuit 00 OKOHYaHUH CPOKOB | - MIOATIUCAHHBIE IPE3UICHTOM
JIOBBIX IOTOBOPOB IOAYMHEHHOTO TPYAOBBIE JOTOBOPHI;

[Ipe3uneHT AKaneMuu P P Py g

nepcoHaia — JUIs 3aKII0YEHHUS O - KOIIUH TPUKA30B, MOJ0KEHUS,

pOUIeHHH (PaCTOP)KEHUH) TPYAOBBIX | HHCTPYKLIUH

JIOTOBOPOB;

- IPUKA3bl, OJI0XKEHHSI, HHCTPYKIUH U

Ip. — Uil YTBEPXKACHUS

- IPUKa3kl O IpUEMe, NepeBoax,

JOTIOJIHUTENbHBIE cornamenus K T /]
Cnyx6a ¢puHaHCOBOTO

(xomum); COTJIaCOBAHHUE I10 BCEM
IUTaHUPOBAHUS U

- GIOKET 10 IOTIOIHUTETBHOMY MEPONPHUATHUAM
Oyxranrepckoro y4era

npodeccHoHaIbHOMY 00pa30BaHHUIO;

- OTYETHL.

- IpHMKa3bl (KOMHHK) O TIPUEME,
niepeBoiax, yBOJbHEHUH PabOTHHKOB;

- IOTIOJIHUTEIbHbIE COTJIallIEHHS - COTJIaCOBaHHUE 10 BCEM
IlenTpanu3oBaHHas (xomuwm) x T/T; MEPOIPUATHUSAM;
Oyxranrepus - IOTOBOPBI BO3ME3HOI0 OKa3aHHsI - GJ1aHKHU TPYOBBIX KHHXKEK,
YCIIyT; BKJIAJBIIIEH K HUM

- IPUKa3Bbl O IPEIOCTaBICHHH OTITYCKa;
- “uH(pOpMaIHs O CIIUCOYHOM




YHCJICHHOCTH pabOTHHUKOB;
- 3asIBJICHHE O BBIJAYU TPYIAOBBIX
KHHJKEK, BKJIAIBIIIEH K HUIM

Cnyx6a BHyTpeHHETO
KOHTPOJIS

- IPOEKTHI IIPUKA30B, IIOJIOKEHUH,
UHCTPYKL UM — Ha BUBUPOBAHUE;

- IOKYMEHTHI (TIPUKa3bl, IOJI0XKEHHS,
HMHCTPYKLIMH, TUChMA H T.II.) — IUIS
oopMIIEHHS B TOYTY MPE3UACHTY;

- JOKYMEHTBI O KaJpOBOM
NIEPEMELIEHUH U IPHEME COTPYIHUKOB;
- CIIUCOK KOHTAaKTOB JUIsl CalTa.

- KOHCYJIbTAllUH 10 BOIIPOCaM
TPYZOBOTO 3aKOHOJaTENIbCTBA;

- uHpOpMAILHOHHOE O0ecneYyeHne
II0 BOIIPOCaM TPYAOBOTO
3aKOHOJIaTeJILCTBA

- KOIIMH NPUKa30B, TOJIOKEHHH,
MHCTPYKILHH H T.II., TOANHACAHHBIX
IPE3UIEHTOM

Cnyxx6a MapkeTHHra

- TEKCTBI TPaMoT, OarogapHocTei u
JpyToii GMpMEHHON aTpUOYTHKH C
yKa3aHHEM CPOKOB H3rOTOBIICHHUS

- rpaMoTHI, 6JIaroAapHOCTH U
npyras ¢upMeHHas aTpuOyTHKa B
COOTBETCTBHH C
OpraHHU3allMOHHBIM IPUKA30M

Cyx6a
HH(pOpMaIIHOHHO-
TEXHOJIOTHYECKHX
CHCTEM

- cyKeOHBbIE H TEXHUYECKHE 3aJaHus
Ha amantanuio cymectByoumx MC nox
HeoOxomuMmbIi ¢pyrkimonan OPII;

- C3 Ha ycTaHOBKY
cnenuanu3upoBanHoro [10;

- uHpopmarus (o Gopme) o nocryme
COTPYIHHKOB K IIEPCOHAIBHBIM JaHHBIM

- OpraHu3anus
nosHO(yHKIHOHAIBHBIX APM

PYKOBOIIHTCJIH BCEX

- uHbopManys 00 OKOHYaHHH
HCIIBITATEIbHOTO CPOKA U TPYHAOBBIX
JIOrOBOPOB MOAYHHEHHBIX PAOOTHHKOB;
- uHOpMaLHs 0 pe3yJIbTaTax KOHTPOJISA
COOJIOIEHHS TPYIOBOTO
3aKOHOJATEILCTBA, HCIIOHEHHS

- 3a8BKHM Ha KOMIUJIEKTOBaHHE
KaJ[poB;

- mepe4eHb TpeOoBaHUH
(xpuTepHEB), MPEABIBIAEMBIX K
NPUHHUMAEMBbIM CIIEHATHCTaM;

- IPEIOKEHUS O POJOIDKEHUH
(pacTopxeHHH), CpOKax
TPYZIOBBIX JOTOBOPOB NIEPCOHAA;
- IpeJCTaBJIEeHHs, CIIy)KeOHbIe

NoZIpa3IeNIeHUH IPUKAa30B, MOJI0KEHUH, HHCTPYKIIUH; 3aIHUCKH WA KOMIUY NTPHKA30B,
- IEPETOBOPHBIE 3alIUCKH O MIPHEME HA | paclOpsDKEHHH O MOOIIPEHUH
paboTy, IpHKa3kl 0 IpHEME, NEPEBOJIE H | paOOTHUKOB, HAJIOXKEHHH
YBOJIbHEHHH — Ha BU3UPOBaHHE; B3BICKaHHH;
- uHQopMaIHsL 0 YHCIEHHOCTH - TIOJIOXKEHHS O CTPYKTYPHBIX
paboTaromux B MoApa3ieIeHUH NOJpa3eNCHUsX, JODKHOCTHBIE
MHCTPYKIMH JJISl COTJIAaCOBAHHUS,;
- MPOEKTHI rpa)uKOB OUEPETHBIX
OTITYCKOB
- 3asIBKM Ha pEMOHTHBIE paboTEhI;
- BBINIOJIHEHHAs paboTa WK OTBET
- 3a5BKH Ha [OJIy4YCHHE TOBApHO-
. Ha 3asBKY;
Ciyx0a TeXHHYECKOTO | MaTepHaJIbHBIX IIEHHOCTEH
- TOBapHO-MaTepHaIbHBIE
JUpPEKTOpa (kaHLTOBApHI, MeOENb U T.1.);
LIEHHOCTH;

- ciy»e0OHbIe 3alIHCKH Ha CITy)KeOHbIH
TPaHCIIOPT.

- COrjiaCoOBaHue MCpOHpI/I}ITHﬁ

IlenTp 3aHsTOCTH

- CBEJIEHHSI O BHICBOOOKIAEMBIX
paboTHHKAX;

- 3asBKH 0 no0ope nepcoHana Ha
BaKaHTHBIE IOJDKHOCTH

- “HpOpMaIHs O BaKaHTHBIX
JIOJDKHOCTSX;




Bonee moapobHO B3auMOIEHCTBHUE € OAPA3IENCHUSAMH U IBH)KEHHE JOKYMEHTOB (HH(OpMaIiy)
OTpa)kaeTcsi B COOTBETCTBYIOIUX JIOKAIBHBIX HOPMaTUBHBIX aKTaX M TEXHOJIOTHYECKHX KapTax.

7. 3aka04HTEIbHbIE M0JI0KEeHUS

7.1. Hacrosinee moJIo)KeHUE EHCTBYET JO OTMEHBI WJIH 3aMEHBI €I0 HOBBIM ITOJIOKEHUEM.

7.2. Bce u3MeHEHHS HACTOSIIETO MOJIOKEHHS U IOTIOIHEHHUS K HEMY COTJIaCOBBIBAIOTCS €
HavarbHUKOM OPIT u BHOCSATCS Ha OCHOBaHHWH IpHKa3a Mpe3uIeHTa AKaIEMUH.

HavansHEK 0oTZI€N1a 10 paboTe ¢ MepcoHaIoM H.B.Kpaiinosa




