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CMK CIIX®QY ‘ cmp. 2 m3 11
Ilonosicenue 06 omodene kadpog :

Hacrosimee Ilonmoxenue omnpenenseT MOPSZOK paboTEl OTHENa KaIpoB
(hefiepanbHOrO TOCYJapCTBEHHOTO GIOMKETHOTO 06pA30BATENBHOrO YUPEXKICHHUS
BBICIIEr0 obpazoBanms «Caukt-IleTepOyprekuit TOCYJapCTBEHHBI XHMHKO-
¢apmaneBTHIeCKHi yHUBepCUTET» MMUHHCTEPCTBA 3npaBooxpaHeHus Poccuiickoit
Qenepanun (PI'BOY BO CIIX®Y Munsnpasa Poccun) (mamee YmuBepcurer).
Hopmbl ¥ mpaBumia, copmepxamdecs B HAacTOAIIeM IIONOXKEHHHM, SIBISIOTCS
00s3aTENBHBIMHI IS HCIIOJHEHUS BCEMHU JOIKHOCTHBIMY JIHIAMY W CTPYKTYPHBIMU
IIOApa3IeIeHUsIMU JOIYIIEHHBIMU K BEIECHUIO KaPOBOi paboTHI.

1. O0mue moJioKeHust
1.1 Ornen xampoB sABNAETCS CaMOCTOATENBHBIM CTPYKTYPHBIM IIOZpAa3feleHHeM

VYHuBepcurera.

1.2 Ornen xafpoB co3naeTcs M THKBUIUPYETCA IIPUKA30M PEKTOpa YHUBEPCHTETA.

1.3 Orzen xafpoB NOAYMHSAETCS NPOPEKTOPY IO aIMUHMCTPATHBHO-KAAPOBOI M
BOCIIMTATENBHOM padore.

1.4 Otnen xampos BOSIIABIIAET HAYATBHIK (zxanée - PykoBonutens), HazHavaeMEIi 1
0CBOOOKIaEMBIH OT JOJDKHOCTH IPHKA30M peKTOpa‘VHI/IBepCI/ITeTa.

1.5 Ha nmomxHocts PykoBommTens otmena KaJpOB HAa3HAYaeTCs JIMIIO0, BEICIIEE
NPO(ECCHOHANBHOE 00pa30BaHUe M CTaX DPabOTH IO OPTaHM3alHH YIPAaBICHHS

KaZlpaMH Ha HHXXECHEPHO-TEXHUYECKUX U PYKOBOISIIUX NOJDKHOCTIX HE MeHee S JeT.

1.6 Ctpykrypa 1 mTar oT/eNa KaIpoB yTBEPIKIAI0TCs PEKTOPOM Y HUBEPCHTETA.

1.7 NoiokHOCTHBIE 00A3aHHOCTH DabOTHUKOB OTHeNa KaJpOB YCTAHABIMBAIOTCS
IOOJDKHOCTHBIMY MHCTPYKITHSIMI. |

1.8 B cBoe# NeATeNbHOCTH OTHEN KaJpOB PyKOBOACTBYETCA:

- Korcrurymueii Poccuiickoi Denepanuy;

- TpynoBeiM KogexcoM Poccuiickoit Oenepanyy;

- OenepanbHEIMU 3aKOHAMU Poccuiickoii Denepanuu;

- Yxaszamu u pacnopsoxkeHuaMu Ilpesunenta Poceuiickoit @eneparuu;

- [locranoBnenusamu u pacnopsoxeHusmu Ipasutensctsa Poccuiickoit Meneparuu;
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CMK ClIX®y cmp. 3 u3 11
Ilonoowcenue 06 omoene kadpos

- T'ocymapcreeHHOM cHcTeMO# JOKyMEHTAIMOHHOTO O6eCHeueHHs yIIpaBIeHHs
(rcaooyy;

- 'ocymapcteennsMu crannapramu (IOCT);
- HopmaTuBHBIME akTaMu, pa3spaGoTaHHBIME U yTBEPKICHHEIME POCapXuBOM;
- [lepevnsiMu TUTIOBBIX YIPaBIEHYECKHX JOKYMEHTOR;,

- IlpaBunamu BefeHHS M XpaHEHHS TPYIOBBIX KHIDKEK, M3TOTOBJIEHHS OJaHKOB
TPYZOBOH KHIDKKH M 00€CIIeUeHUS UMU paboToaTele;

- MHCTpyKIueit o 3al0IHEHIIO TPYTOBBIX KHIKEK,

- YcraBoM YHuBepcuTeTa;

- JIoKanbHBIME HOPMATUBHBIMU aKTaMHi Y HUBEPCUTETA,
- Hacrosmmm Ionoxenuem.

1.9 Ortmen xampoB uMeeT medyarh ¢ HaUMEHOBAHHEM «Otnmena xamposy,
OTBETCTBEHHOCTS 32 HCIIOJIb30BaHME U COXPAHHOCTE HeceT PyKoBoauTeb.

2. OcHoBHbBIC 3a7a4H.

2.1. OcHOBHEIE 334U

- COBEPILICHCTBOBAHNUE IIPOLIECCOB YIIPABIECHUS,

- To00p, 0T60p, IpHeM Ha paboTy ¥ PacCTaHOBKA ‘K‘aﬂ;pOB;

- Y4YeT JINYHOI'0 COCTaBa pabOTHHKOB;

- CO3M1aHNe pe3epBa KaapOB JAJIsl BEIABI)KEHNS Ha BEIIIECTOSIIME JOKHOCTL

- OpraHu3aIys paboTEI 10 NPO(ECCHOHANBHOM OATOTOBKE ¥ IeperoarOTOBKe
KaJpoB;

- BEICHHUEC KaIpOBOT'0 AEIONPOU3BOACTBA;
- OCYIIECTBIICHUE BOMHCKOTO y4YeTa.

3. DyHkuuu
3.1. Ha otzen xafipoB Bo3Iararores cieayronue QyHKIHA:
- y4acTue B pa3paboTKe IITATHOIO PACHIMCAHNU,

- 0popMIIeHHE TIpHeMa, IIePeBO/ia U YBONBHEHHS PaGOTHUKOB B COOTBETCTBHH C
TPYIOBBIM 3aKOHOJATEIHCTBOM;
1ICIT-43-18 \ Bepcus 1
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- KOHTPOJIb CPOKOB BBIIIOJIHEHU A TPYAOBBIX NOT'OBOPOB,

- y9eT pabOTHUKOB (B TOM YHCIIe aBTOMATH3UPOBAHHEIH), 0hOpMIEHHE IHIHEIX Hel,
IIOATOTOBKA M BBI/a4a 110 TpeOOBaHMIO pabOTHHKA CIPABOK ¥ KOIHUH TOKYMEHTOB;

- IIpHeM, 3aIlOJIHEHKE, XPaHEHNe U BBIa4a TPYIOBBIX KHIKEK;
- IOKYMEHTAIIBHOE O()OPMJIEHHE CIIyKEeOHBIX KOMaHIUPOBOK;

- KOHTPOIIb rpa@mca €XXETOHBIX OIIaYUBaCMBIX OTIIYCKOB U YY€T HCIIOJIb30BaAHUA
€XEIrOJHBIX OIlJIAaYMBAaECMBIX OTIIYCKOB, OCI)OpMJ'IeHI/Ie CXKETOOHBIX OINIaYNBACMBIX
OTIIyCKOB B COOTBETCTBUH C Tpa(bHKOM OTIIYCKOB,

- CTAaHOBJIEHHUE B JOJDKHOCTH M alalTalisi pabOTHUKOB;
- IepeMelIeHre pabOTHUKOB Y HUBEPCUTETA;

- 0OpMIIEHHE JOKYMEHTOB BPEMEHHO OTCYTCTBYIOIIMX paGOTHUKOR (oTmyck,
HeTPYIOCIIOCOOHOCTh, KOMaHIHUPOBKA);

- y4aCTHE B aTTeCTalluu pa6OTHHKOB YHI/IBepCI/ITeTa;
- IIOATOTOBKAa MaTepHUaIoB g IIpe€acCTaBIICHUA pa6OTHI/IKOB K HarpaXacHHIo,

- Ipo(eCCUOHANBHAS TOATOTOBKA, IOIOIHUTENBHAS OIOTOBKA 1 [IEPENOATOTOBKA
pabOTHHUKOB;

- H3yHJeHHC [BIDKEHHUA KaJpOB, aHAIIN3 TEKy9IECTH KaJpOB, pa3paboTKa MepOIpHATHiIA
II0 €€ YCTpaHEeHHIO;

- “HOpMUpoBaHKe PaGOTHHKOB BHYTPH YHHBEPCHTETa 06 MMEIOIUXCS BAKAHCHAX,
UCII0JIb30BaHKE CPEICTB MACCOBOM HHGOPMAIMHU IS pa3MeLeHHs 00BSIBICHUH O
MMEFOLIUXCS BAKAHCHSIX; |

- GOPMHUpPOBaHKE KaJPOBOTO PE3EpPBa;

- OPraHU3aNKs KOHTPOIL 38 COOMIONEHHEM TPYTOBO JUCLUILIMHEL U IPABUI
BHYTPEHHET'O TPYJOBOI'O PaCIOPS/IKa; :

- OpraHu3arnuys pa60T]'>I BO€HHO-YYETHOI'O CTOJIAa,

- KOHTPOJIb CO6J'IIOII€HI/IH CONMATIBHO-IICUXOJIOTNYECKOI0 KiIuMara B YHI/IBepCI/ITeTC,
NPpEeaYNPEIXACHUEC TPYAOBBIX KOH(I)J'II/IKTOB.
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CMK CIIX®y cmp. Sus 11

Ilonooicenue 06 _omoene kadpos

4. IlepeyeHn JOKYMEHTOR, 3anHceli M TaHHBIX II0 KAYECTBY

1. Muccus 1 nonuTHKa YHUBEpCUTETa B 06IaCTH KaueCTBa.

2. HomeHkiarypa el noapaseneHus. |

3. Ilemu oTnena kaapoB B 067aCTH KavyecTRa.

4. IlonmoxeHue o6 oTHENE KampOB.

5. JIoIKHOCTHEIE HHCTPYKIMK paGOTHUKOB OTIENA Ka,Z[pOB.

6. JIOKyMEHTEI 1O TTAHUPOBAHHIO AEATENBEHOCTH OT/eNa KaIpoB.

7. HopmaTHBHas TOKyMEHTALH [I0 TPYAOBOMY 3aKOHOJATEIECTBY.

IICII-43-18
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CMK CIIXDY cmp. 6 m3 11
Ilonooicenue 06 omdene xadpos
S. Bzaumopeiicreus. Cesazu
5.1 Otnen xampoB B CBOEl NeSTeIBHOCTH B3aHMOJEHCTBYET:
Hal/lMeHOBaHH/e IHonyuenue Ipenocrasenne
noapasaejieHus ¥/ Miu (noxymenToB) (10KyMeHTOR)
JOJKHOCTHBIE JIMIA
Bremnue opranmzanun
MunmucrepcTBo 3apaBooxpanenus Poccuiickoit | - VkasaHus, OupekTHBHBIE | - CBeIeHUS O
Denepauun IHUCEMA. npenensHoi 1
- TIPMKAa3kl Ha PEeKTOpa ¢daxTHIeCKOR
VHuBepcurera YUCIEHHOCTH
(kOMaHIUPOBKa, OTITYCK) pabOTHHKOB 3a
KBapTal;
- Ilpencraenenus k
HarpaKIeHHIO

PabOTHUKOB aKaJeMHM;
- CeneHUs OTpaskeHHbIE
B YKa3aHHUAX;
- OtyeTsl no 3anmpocam.

IIpasutenscTeo Cankr-IleTep6ypra

VYkazauus, nucsma

OTBeThI Ha MUCHMa,
X0JaTamucTBa o

HarpaxxIeHUH
PabOTHUKOB.
INencuonnsii Goun PO no Cankr-IlerepGypry | -Vkaszanus, mucema OtBeTEI Ha MMUCHMa,
- CBuzeTensCTRO JOKYMEHTBI Ha
06513aTeNBbHOr0 MEHCHOHHOIO | MOMyYeHHe CTPAaXOBbIX
CTPaxOBaHHUA CBHIETEIBCTB

Anvunnctpanus ITerporpanckoro paiiona

VYkazauwus, nucema

OtBeTHI Ha MUCHMa,
XonaTalcTBa Ha
HarpaxueHue
pabOTHHKOB, OTYETHI 11O
OpoHHpPOBaHMIO, GaTaHC
obecrnieyeHust TPy IOBBIMU
pecypcamu

Otnen BoenHoro komuccapuara

Hetporpaackoro pationa Cauxr-ITerepGypra

- AKT IpOBepKH COCTOSHHUS
PaboTHI IO BOMHCKOMY
YY€eTY U GPOHHPOBAHHIO

- 3ampockl 1o cBepke
rpaxJaH, npeObIBalOIMX B
3amace

- ITncema

- IInan pabotsl BoeHHO-
YYETHOTO CTONIa
YHUBEPCHUTETa,;

- Ceepka ¢ OBK paiionos

Canxkr-TletepGypra

- OTBeTHI Ha HCHMA;

-;OTBeTHI Ha 3anpPOCkI

- 3anpockl Mo IpaXkJaHam - Ceenenus o
NOIEXALIUM PH3BIBY IPHHATHIX/YBOJIEHHBIX
obyuaromuecs) paboTHHMKaX,

3aUMCIIEHHBIX
/OTYHCIEHHBIX
oby4arommuxcs
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CMK CIIX®Y

Ilonoocenue 06 omodene xadpos

cmp. Tus 11

T'ocynapcTBenHas HHCIEKLMS TpyAa

- AKT npoBepku
COOMoAeHUS TPYIOBOTO
3aKOHOJATENIECTBA U MHBIX
HOPMAaTHUBHBIX ITPABOBHIX
aKTOB, COZIEPIKALIMX
HOPMBI TPYOBOTO IIpaBa

- Noxnag o6 ycTpaHeHuu
HEJOCTaTKOB, O
BBITIOJTHEHHUH

IIPEAIOKEHUMN.

®enepanbhas ciysx6a 10 Han30py B chepe
CBSA3U, MHYOPMALHOHHBIX TEXHOJIOTHI 1
MacCOBBIX KOMMYHHKALIUI

- AKT npoBepku

cobmoneHus

- Joxnapn o6 ycTpaHeHHH

HEOOCTAaTKOB H

3aKOHOJATeIbCTBA O BBINTOJTHCHHUH
NEPCOHANIBHBIX JaHHBIX Hpe,E[J'IO)KCHI/If;I.
Cratuctuueckoe ynopasi€Hue & (DOpMI:I JUIA TIPOBEACHHUS - OTyeTsl

MOHUTOpHHIA

ATeHTCTBO 3aHATOCTH HACEICHHUA
Iletporpanckoro paiiona Caukr-Ilerep6ypra

- ITucema, popmel 0TYETOB

- 3as4BKH Ha pa3MeLIeHHe
BaKaHCHIA;
- OT4eTsl

Kanmunatsl Ha TpynoycTpoicTeo

- ITacoopr;
- Tpynosas kHwKKa;
- JloxyMeHTHI 06

- Tpynosoit norosop
- IIpoexT mpukaza o
IpueMe Ha paboTy

o0pazoBaHuy; - YnocroBepenue
- HH; paboTHuKa
- CHWIC; - HomxrocTHas
- JIOKYMEHTBI BOMHCKOTO UHCTPYKLIUS
yueTa - Cornacue Ha 06paGoTKy
- CnipaBKH C OCHOBHOIO NEPCOHANBHBIX JAHHBIX
MecTa paboThl (mys
BHEIIHUX COBMECTUTEIIEH)
- UHp1e mokyMeHTEI
BryTpennue noapasneeHus M J0KHOCTHbIE JUNA

Pextop

IIpukasel, yrasanus

3asBlIeHNsI KaHAUIAaTOB
0 IIpreMe Ha paboTy,
3asBJICHUS PaOOTHUKOB,
OTYEeTHI

IIpopexTop mo y4yebHoM paboTe CrnyxeOHbIe 3aIHCKH, CopaBoyno-
(bOopMEI 0TYETOB 110 HH(OPMAIHOHHBIH
Kazpam ‘ MaTepua Ha
npodeccopcko-
IIpernoaaBaTeIbCKUM
COCTaB ¥ y4eOHo-
BCIIOMOTaTEIbHBIN
IIEPCOHAT;
- OTYeTsl.
IpopexTop mo HayuHoM paboTe Cry>xeOHBIE 3aMUCKHY, CopaBouno-
(hOpPMEI 0TUETOB 110 nH(GOPMAIHOHHEBIH
Kajapam MaTepHal Ha HAy4IHBIX
COTPYIHUKOB

IICII-43-18
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CMK CIIX®Y

cmp. 8 3 11
Ilonooicenue 06 omoene kadpos
IIpopexTop mo axMUHMCTpaTHBHO-KaapoBok 1 | CirykeOHbIe 3aIHCKH, CopaBouno-
BOCIIMTATENbHON paboTe (GOpPMBI OTYETOB 110 UH()OPMAITTOHHBIH
KagpaMm MaTepuai Ha
PpabOTHUKOB;
- OTYeTsL
ITpopeKTop Mo axMUHHUCTPATUBHO- Cury»xe0HbIe 3aITUCKH CopaBouno-
XO03MCTBEHHOM paboTe uHGOPMAIMOHHBIH
MaTepuail Ha
aIMUHHCTPATUBHO-
XO3SICTBEHHBIN
IepCOHAN
V4ebHO-MeToaMYEeCKHIH OTHe DOpMEI OTYETOB 110 CnpaBogHo-
KaJapam “H(GOPMAITAOHHBIH

Marepuain Ha ITIIC u
YBIL, xonuu npukazon
Ha npueM I1IIC, xomuu
JOKYMEHTOB 00
00pa3oBaHuM, OTYETHI
o II1C

Byxranrepus

Konun npukazos Ha
PaOOTHUKOB, JIUCTKU
HETPYIOCHOCOOHOCTH

CprKTypHBIC TIIoopa3aclICHuS aKkaaeMHuU

- CBeneHus 0 BaKaHCHAX,
0 CpPOKax OKOHYAHUS
TPYZOBBIX IOTOBOPOB.

- Jluctkm
HETPYI0CIOCOOHOCTH

- I'paduk oTmyckos;

- Ciry>xeOHBIe 3aIUCKH
pyKOBOIUTEIEH

- 3asBIeHUs pabOTHUKOB
- I'paduxu paboTsr

- Konnu 3amparmBaeMbix
JOKYMEHTOB

- Kannunater Ha
IIpyeM Ha paboty

- TpynoBsle morosopa,
JOIIOJIHUTETbHEIE
COIJIAIIEHUS

- IIpoexTs! mpuKa3oB

I'pynmna BHYyTpeHHHX ayIUTOPOB

- pe3yJIbTATHI IPOBEICHUSI
ayIUTOB

- tokymeHTsl CMK

IIpencraBuTens pyKoBOACTBA B 0OJIACTH
KayecTBa

- YKa3zaHus o paspaboTke,
nepepaboTKe TOKYMEHTOB
CMK

- mokymeHThl CMK

OrteeTcTBEHHBIH KOOpaHHaTOp paboT no CMK

-3apPETUCTPUPOBAHHEBIC

- mokymenTsl CMK mis
pErucTpanuu

IICII-43-18
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CMK ClIXQY cmp. 9 u3 11
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IOpunmaeckuii otnen - IIPaBOBEIE BOIIPOCEHL, - 3aIPOCHI 110
BOSHMKAOINME B IIPOIECCE | KaJpOBBIM BOIIPOCAM
peau3anuy MepOIpUATHI
KaJpOoBO¥ paboThI,
uHpopManus 06
H3MEHEHUSX B
IEeHCTBYIOMEM TPYHIOBOM
3aKonogjarenscree PO, o
IPaBOBOMY OOECIICUECHHIO
IPU HOATOTOBKE
KaJIpOBBIX TOKYMEHTOB

- IPOEKTOB JOKYMEHTOB
IUIS COITTACOBAHUS.

Otnen noxyMmeHTaLUH - perucTpauus BXOOsSer | - mucbMa
U UCXOISIIEH - 3aIIPOCHI
KOpPPECIIOHAECHIIUH, - JOKYMEHTHI 110
- IIPUKA3BI 10 OCHOBHOM JINYHOMY COCTAaBy Ha
JETEIIFHOCTH, apXUBHOE XpaHEHUE.
- OTIIPaBKAa MUCEM U HHBIX
JOKYMEHTOB.

6. OTBeTCTBEHHOCTH 0TAENIa KaAPOB

Otxen xaapoB HECET OTBETCTBEHHOCTE:

6.1. 3a HecBOeBpeMEHHOE M HEKa4YeCTBEHHOE BHINONHEHME BO3JIOKEHHBIX Ha
OTIIeN 3a1ay. .

6.2. 3a HecoOMOIeHNEe 3aKOHOATENbCTBA B 00JIACTH TPYIOBOIO IIPAaBa.

6.3. PaboTHHKH OTHeNna HECYyT NEepPCOHANBHYI OTBETCTBEHHOCTh B Hpefenax
JOJDKHOCTHBIX 0053aHHOCTEH, ONIpeAeIeHHbIX TPYIOBEIM JOTOBOPOM.

6.3.1. PaboTHMKM oOTAena MOTYT OBITH IpHBIEYEHB K IUCLHUILUIAHAPHOM,
MaTepUanbHOM, YrojJOBHOM OTBETCTBEHHOCTHM B Cliyyae © B  IOpPSIKe,
IIPEeyCMOTPEHHOM 3aKOHOIATEIHCTBOM.

IICII-43-18 " Bepcus 1




CMK CIIX®Y cmp. 10 m3 11
Ionoocenue 06 omoene kadpos
JIMCT COI'JTACOBAHMSA
Pazpaborana:
Ne | ®UO HomxHOoCT Hara [Tonmuck
ILIL pazpaboTku
ITpoxodrea Havansuuk otmena Kaapos | |, ,
L Hanexna lsanosua ‘ /07/ ﬂ o/ g . /’/
CormnacoBano:
No OUO JIOIKHOCTE Hata [Toamuce
No COTJIaCOBaHUA
ILIL.
IIpencraBuTens pyKoBOICTBA / /
1. |M .B. - , : -
OCKBHH A B 00J1aCTH Ka4ecTBa (.70 A7 f £ f/
Jlycanun Bnagumup Upepexuop 1o 7
v o 4 ) ﬂ_/ f /‘J\ /,
2. D A/IMHHHICTPATHBHO-KaPOBOH &l ,/f/.,ycé)/(f V
U BOCIIUTATENbHOM paboTe
3. | Mogyan HL.A. Hlaas s roprTEIeekoTy /%’ 70 aZO/éf @%é%"
oTnena ¥ ,
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JIMCT O3HAKOMJIEHU I
JomxHOCTE [0)5(@) Hara ITonmuce
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