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1 O6uue nomoxeHus

1.1 Hacrosimee Ilomokenue ycTaHaBIMBAaeT U  OIpeAessieT IOPSJIOK
JEeATENbHOCTH YIIpaBI€HHA KaApoB (Jajee — ympasieHue) denepaabHOro
rOCYZIJapCTBEHHOTO  OOJUKETHOrO 00pa3oBaTeNBHOTO  YUPEXKAEHHsS  BBICIIETO
oOpazoBanus «KazaHCKMH HAIWMOHANBHBIA MCCIIENOBATENLCKINA TEXHHUECKHN
yuusepcureT uM. A.H. Tymonesa-KA» (nanee — KHUTY - KAU, yausepcurer).

1.2 Ypasnenue siBisieTcsl CTpyKTypHBIM noapasaenenrnem KHUTY-KAN.

1.3 VYmpasnenwe  HENOCPEACTBEHHO  IOMYMHSETCS  IIPOPEKTOPY IO
aJIMHHUCTPATUBHOM paboTe U punnanaM (Janee — mpopekrop mo APud).

IIpopekrop o APu® ocymecrsiser obliee pyKOBOACTBO, KOOPOWHAIIMIO H
KOHTPOJIb A€SITeIbHOCTH YIPaBICHHS.

1.4 VYmpasineHue B cBoeH [IeATENBHOCTH PYKOBOJACTBYETCH IEeMCTBYIOUIHM
3aKOHOMaTeNnbCcTBOM Poccuiickoil Penepaind 1 HOPMATHBHO-IIPABOBEIME aKTaMHU
MHHHCTEPCTB M BefnoMcTB Poccuiickoit @enepanuu, Ycraom KHUTY-KAU,
pemerusamMu Yuernoro cosera KHUTY-KAW, uHBIME JTOKaIBHO - HOPMATHBHBIMHU
aKTaMmH, TIpuKaszamMu 1 pacropsukeHusaMH pekropa KHUTY-KAUW, pacniopsikeHusMu
npopekTopa 1o APu®@, nacrosmum [lonokeHuem.

1.5 VYnpapnenue neperMEHOBBIBACTCS, PEOPraHU3YETCsl W JIMKBUIAMPYETCS Ha
OCHOBaHMH [IPHKa3a PEKTOpa 110 IIPEICTaBICHHUIO TPpopeKTopa 1o APud.

1.6 CTpykTypa ynpaBiIeHHs U IITaTHAS YUCIEHHOCTD YIIPABIEHHS YTBEPIKIACTCS
IIPUKA30M PEKTOpa.

1.7 Ynpasnenue Bo3IIaBIseT HAYAJIbHUK YIIPaBIeHNs, KOTOPEINA HA3HAYAETCS U
0cBOOOKIaeTcss OT JO/DKHOCTH IIPUKA30M  pEKTOpa  YHHUBEPCHTETA IO
IIPENCTABIIEHUIO ITpopeKTopa 1Mo APud.

1.8 B cocTaB ynpaBieHUs] BXOIAT:

— OTHen y4eTa KaJ[poB;
— OT[Hel CTYHEHYECKOTO y4eTa;
— CEKTOp 10 COLMAJIBHBIM IPOTpaMMaM.

HavanpHuKy yHpaBlIeHHs HENOCPEICTBEHHO MOAUUHSIIOTCS 3aMECTHTENb
HayalbHUKA YIpPaBIEHUS, HAYaIbHUKKA OTAENIOB, HaYaJIbHUK CEKTOpa M BEMYIIMiA
CHEIMAJIACT 10 Kagpam.

HavyanpHwkaM OTHENOB M HayadbHHKY CEKTOpa HEMOCPEICTBEHHO
TOMYHNHEHBI PAOOTHUKHE COOTBETCTBYIOIIUX OT/IE/IOB U CEKTOPA YIIPABIECHHUS.

1.9  3amecTtHTenp HadalbHUKA YIPaBICHHS HA3HAYAETCS HA JOJDKHOCTH H
OCBOOOXKIAIOTCA  OT JOIDKHOCTH IIpUKa3oM mpopekropa mno APu®, 1o
IPEJCTABICHNIO HadallbHUKA YITPABIEHHS.

1.10 [JlesirenpHocTs  pabOTHMKOB — YIpaBIEHUS  pErJIAMEHTHPYETCH
AOIKHOCTHBIMH HHCTPYKIMAMU. JIOJIKHOCTHEIE HHCTPYKIIMU pa3pabaTeIBarOTCs Ha
OCHOBaHHH NPO(PECCHOHAIBHOTO CTaHapTa 10 3aHMMaeMOMN TOJIKHOCTH.

llpy wu3MeHeHMM 33724 U OQYHKOHH paGOTHMKOB YIPABIEHHS KX
JNOJDKHOCTHBIC — MHCTPYKIIMM — IOAJIeXaT TIepecMOTPy B COOTBETCTBHH C
JEHCTBYIOIIMM 3aKOHOIaTEIBCTBOM.
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1.11 HayansHHK YIpaBlIeHHS B yCTAaHOBICHHOM IOpsJKe paspabarsiBact
[Monoxenue o6 yrnpaeileHuw KaapoB (namee - IlomoxkeHme) M JIOJDKHOCTHBIE
HHCTPYKITUHN paOOTHUKOB yIPaBIEHU.

W3MeHeHuss W JOIOJNHEHMs B Hacrosimee [lomoxeHue yTBepIKIarOTCs
PEKTOPOM YHHUBEPCHUTETA 10 NTPEICTABIEHHIO IpopekTopa 1o APud.

1.12 Ha mepmoj OTCYTCTBHS HAualbHHUKA YIIPaBISHHS KagpoB (OTIIYCK,
0one3Hb, KOMaHIUPOBKA U Jp.) ero 00sM3aHHOCTH BO3JIAralOTCs Ha 3aMECTHUTEN
HAaYaILHUKA YIIPaBIeHUs, KOTOPEI IproOpeTaeT COOTBETCTBYIOLIME IIPaBa U HECET
OTBETCTBEHHOCTD 3@ HEHAJJIe)KAIl[ee UCIIOHeHHe 00s13aHHOCTE}.

2 Hasuauenue

VipasneHne KaapoB MpeJHAa3HAYeHO JUIsi OpraHu3alliid o0ecledeHUs!
peanusaimy equHoi kamposod momutukn KHUTY-KAW nHa ocHOBe CHCTEMBI
YIIPaBJIEHUS] KaIpOBBIM IMOTCHLMAIOM, a Takxke obOecredeHHs OGOPMIICHHS H
BhIJIaYH JJOKYMEHTOB 00 00pazoBaHuy u (MK ) KBaJTU(UKALIHH.

3 OcHOBHbIE 337241 U QPYHKIUU

3.1 OcHOBHBIMH 33/]auaMH YIIPaBIICHUS SIBIISIFOTCSL:

- obecrieueHre 3aKOHHOCTH B cdepe 0oGOpMIIEHHS  TPYZLOBBIX
OTHOILIECHUH B YHUBEPCUTETE;

- pa3paboTKa JOKaIbHEIX HOPMAaTHBHBIX aKTOB YHHBEPCHTETa B 00/1aCTH
TPYIOBBIX OTHOIIEHHH,

- nog6op paboTHUKOB TpebyeMblx HpOo(eccui, CIeNUaIbHOCTEH H
KBaTU(DHKAINH;

- BeJleHHe yd4eTa KaapoB, B TOM YHCie B HH(OPMALMOHHBEIX 0Oazax
maaaeix KHUTY - KAU;

- BeJIeHHe KaJJpOBOr0 IeI0IPOU3BOCTRA;

- CO3/aHMe pe3epBa KagpoB [JIf BBIABIDKEHHS Ha PYKOBOIAIIHE
IIOJDKHOCTH B YHHUBEPCHUTETE,

- BeIeHUEe KaIpoBOTO ydeTa OOydJalOIIUXCS B YHHBEPCHUTETE, B TOM
grciie B UHOOPMALMOHHBIX Oazax AaHHbBIX, ucnoibdyeMbrx B KHUTY - KAU;

- dbopMupoBaHUE  OTYETHOCTH, IIPEIYCMOTPEHHOM  HOPMAaTHBHO-
IPaBOBBIMH W BEIOMCTBEHHBIMHU akTamu Poccuiickoit @epepanny, KacaroIlencs
IaHHBIX 0 paboTHukax W (mau) oOyuaromuxcs. [logroTroBka cOOTBETCTBYHOIIEH
aHATUTHYeCKOH wHOpMammy HEoOXOAMMOH [Jis IUIaHUPOBaHUS padoThl C
KaJpaMu;

= IpoBeieHre paboTh! 110 3aBepIISHUI0 00pa30BaTENbHON AeATENBHOCTH
B YHHBEPCHUTETE, B HYaCTH OpPraHU3allMi BBIAYHM U BBIJAYH JIOKYMEHTOB 00
o0pa3oBaHWM  BBITYCKHHKAM  yHWBEpCHTeTa (OKOHUMBIIMM  OakalaBpuUarT,
CIIE[UAIIMTET, MaruCTPATYypPy);

- opraHu3alus U IpoBeJeHHe paboThl 110 aTTecTalud pPabOTHHKOB,
OTAENBHEIX CTPYKTYPHBIX MOIpa3ie/eHu;
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- odopMmileHHE ¥ CONPOBOXKJEHME MaTEPHaOB K TIOOIPEHUIO H
HArPaXIeHUIO paOOTHUKOB;

- HOATOTOBKA  TNPHKA30B O  TIPUBICYCHHUH  PabOTHUKOB K
TUCIHTIMHAPHON OTBETCTBEHHOCTH,

— npefiocTaBieHre  HeoOXoAuMOH — WHpopManuu — pabOTHHKaM U
00y4aromuMcs Ha OCHOBAaHUH JIMYHBIX 3aABJICHHH, PYKOBOJUTEISAM CTPYKTYPHBIX
[OZIpa3Iee i YHUBEPCUTETa Ha OCHOBAHHUHM CIIy KeOHBIX 3allMCOK, TIOAMUCAHHBIX
npopekropoM 1o APu®, ropunudeckuM W (QH3NYECKHM JIMIaM I10 [MHCbMEHHBIM
3armpocaM Ha yCTaHOBIEHHOM 3aKOHOM OCHOBaHHH,

~ odopMIEeHHE KaIpOBOH TOKyMEHTAllM| 1 CBOEBPEMEHHAs Iepenata ee
B apXMBHOE II0Ipa3ficlIeHUEe YHUBEPCUTETA.

3.2 B COOTBETCTBHH C OCHOBHBIMHU 3aJlayaMM YIIPaBJIEHHE OCYIIECTBIISICT
crenyromue QyHKINN:

Otmen ydera KaJipoB OCYIIECTBISET CIEAYIOIIUE (yHKIIH:

- noa0op KaZpoB COBMECTHO C PYKOBOIWTEIAMH CTPYKTYPHBIX
oApa3eeHUH;

- oopMIleHHe TPYIOBBIX JIOTOBOPOB M (MIH) JOIONHUTEIBHBIX
COTJIalIEHU M K TPYIOBBIM JI0TOBOPAM;

- IOKyMeHTalbHOe OGOpMIIEHHE IIpHeMa, IIepeBOJd, YBOJLHEHUS
pabOTHUKOB, YCTA@HOBJIEHHE COOTBETCTBYIOMIMX HaA0aBOK B COOTBETCTBHH C
TPYIOBBIM 3akoHOMaTeNnscTBOM Poccuiickoil @enepariy ¥ MOArOTOBKA MTPOSKTOB
TIPUKA30B M0 JINYHOMY COCTaBY;

= dopMupoBaHUe U MOArOTOBKA Pe3epBa KaApoB IS BBEIABIIKCHHS Ha
JIOJKHOCTH, BXOMSIINE B PYKOBOICTBO YHUBEPCUTETA,;

- BeIeHHe KaJpOBOro yuyera pabOTHUKOB, TUYHBIX JEll, CBOEBPEMEHHOE
BHECEHHE B JIMYHbIE KAPTOYKH U TPYHOBbIE KHUKKKM U3MEHEHHH YYETHBIX JaHHBIX,
BeJIeHUE WHOU KaApOBOM JOKYMEHTALUH,

— (GopMHpOBaHHE W aKTyaau3arus WHGOPMallMOHHOro OaHKa JaHHBIX O
pabOTHUKAX;

- (bopMHUpOBaHUE YCTAaHOBIECHHON OTYETHOCTH I10 Kaapam;

— IIpHeM, yUeT, 3all0JIHEHHE, XPaHEeHUE | Bbladad TPYAOBBIX KHIDKEK,

- KOHTPOJIb COCTaBIEHHS TI'pauKOB OTIYCKOB U HCIIOJIL30BaHUA
OTIIYCKOB B COOTBETCTBUH C IpaduKoM, ohopMIIEHHE IIPHUKA30B O [IPEJ0CTABIEHHH
pabOTHHUKAM OTILYCKOB;

- peructparus u 00padoTka IMCTKOB HETPYAOCIOCOOHOCTH;

- II0ICOTOBKA TOKYMEHTOB JI1 0(DOPMIICHHUS IIEHCUI pabOTHUKAM;

- ITOATOTOBKA ¥ BblJaya CHOPaBOK O TPYLOBOM JEATENLHOCTH
pabOTHUKOB;

- B3aUMOJIEHICTBHE CO CTPAaxXxOBBIMM KOMIAHUSMH 110 OG(OPMIIEHHIO
MIOJTUCOB TOOPOBOIBHOIO MEIULIMHCKOIO CTPaXOBAHMUS,

- B3aUMOJIEHCTBHE C TIEHCUOHHBIM (OHIOM B LEIAX IPEIOCTABICHHA
OTYETHOCTH M  M3TOTOBIEHHS CTPaxOBBIX CBHJIETEILCTB  00S3aTEIILHOTO
TIEHCHOHHOTO CTPaxOBaHU;
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- MOATOTOBKA KaIpOBOW MNOKYMEHTaUMM [UIsI Ilepefadd B apXuB
YHUBEPCUTETA IJIs AATbHEHIIIEro XpaHeHus..

OTxen cTyneHYecKoro yyera OCyLIECTBISIET CIIEYIOIHe (yHKIUM:

- BeJieHHe HHMOPMALMOHHOT0 OaHKa JaHHBIX 00yYarOIHXCs;

— BeleHHEe JIMYHBIX Jiel, OOYyJarIIMxcsi B COOTBEICTBHH C
3aKOHOJaTeNIbHBIMH, HOPMAaTHBHO-TIPABOBLIMK aKTaMK OPraHOB OCYIapCTBEHHOM
BJIACTH, JIOKAJTBHBIMK aKTaMK YHHBEPCHUTETA, CAava MX B ApXUB;

-~ YUeT, XpaHeHue, odopMileHHe ¥ BbIIaYa JOKYMEHTOB O BBICIIEM
00pazoBaHuH, CpeIHEM IIPOGECCHOHANTBHOM 00pa30BaHky M HX 1yOIHKATOB;

- poBeeHHE PaboTHl 110 3aBEPIICHII0 00pa30BaTEILHON JEATENLHOCTH B
YHHBEPCHTETEe, B 4YaCTH OpraHM3allMid BbIJAaYd W BBIJAYH JOKYMEHTOB 00
00pa3oBaHWM  BBIYCKHMKaM  yHHMBEpCHTeTa (OKOHUYMBIIMM  OakalaBpHar,
CIIEIIHAJIUTET, MarucCTpaTypy);

- BblJ[a4a CIPaBOK 00ydJaromuMes (OTIHCIICHHBIM, BBITYCKHUKAM);

— IIpueM, XpaHeHHWe W BblJaya IEePBUYHBIX JIOKYMEHTOB (aTTECTATOB,
IUTIIIOMOB);

— (opMHpOBaHUE YCTAHOBIEHHON OTYETHOCTH.

— IIOATOTOBKA OTBETOB Ha 3aIlPOChl YUPESKIEHHN W OpPraHU3alMi o
HNOATBEPXKICHUN  [IO/UIMHHOCTH  BBIIAHHBIX JIOKYMEHTOB 00 00pa3oBaHuMH
BelyckHuKaM KHUTY-KAH.

CeKTop 110 COIMANBHBIM IPOrpaMMaM OCYIIECTBISET CEAYONIHe (yHKIUH:

- IpOBE/ICHIE aHalli3a paboThl CEKTOPa, pa3paboTKa MpenIoKeHHH 110
€€ YIIy4IlICHHIO;

— OpraHu3alus, KOHTPOJb 3a perucTpaiieii u o0paboTKoi JTHUCTKOB O
BPEMEHHOH He TPYA0CIOCOOHOCTH;

- Opranu3alis padoThl 110 IPOXOXKACHUIO PABGOTHUKAMY YHHBEPCHTETA
¢mooporpadum;

~ opraHuzanusd paboTel ¥ TOATOTOBKA PabOThl KOMHCCHH IO
COI[AIIBHBIM BOIIPOCAM;

- OpraHuMsaldss  padoTel 10  BhIZa4e IIyTEBOK B  CIOPTHBHO
03M0POBUTENBHEIN Nareps «Mkapy;

- Be/ICHHE y4YeTa PaOOTHHUKOB, NIPUHHMABIIHX YYacTHE B JUKBHIALHU
NOCNeICTBUH aBapuH Ha UepHOOBLIBLCKOH aTOMHOM SJIEKTPOCTAHIINY M YUYACTHUKOB
O0€BBIX IEHCTBHIA;

- OpraHu3alys BBIIIOJHEHHE IpaduKa OTIYCKOB, KOHTPOJb COCTOSHHUS
TPYAOBOH [UCHMIUIMHBEI B CEKTOpPe M COOMIONEHMs pabOTHHUKAMH ITPaBHUII
BHYTPEHHETO TPYJIOBOTO PACIOPSIKA;

~ OpraHH3allyss U KOHTPOJIb PaboThl IO IIOATOTOBKE JIOKYMEHTOB IIO
[IEHCHOHHOMY CTPax0OBaHMIO, a TAKXKE [JOKYMEHTOB, HEOOXOAMMBIX JIJI1 Ha3HAYSHUS
NeHCcHH pabOTHUKAM YHUBEPCHUTETA,

- OpraHu3allis ¥ KOHTPOIE 3a paboToM Mo COOMIONEHHIO COLMaIbHBIX
rapaHTHii B 00NacTH 3aHATOCTH, MPEIOCTABIEHUS YCTAHOBIGHHBIX IJBIOT M
KOMIIEHCAIIH;
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- OpraHu3alys ¥ KOHTPOJb 32 0QOPMIEHHEM KaJpOBOM TOKYMEHTAIMH
ISl Tiepeladyl B apXUB YHHBEPCHTETA AJIs AalbHEHIIEro XpaHeHHU;

- cobmromenne  mpaBui  00paboTKHM  NEPCOHANBHBIX  JTAHHBIX,
YCTAHOBIIEHHBIX HOPMATHBHBIME IIPaBOBBIMHM aKTaMH ()EHepallbHBIX OpPraHoB
WCTIONHATENILHOM  BIACTH, OpPraHOB WCIOJNHWTENHOW BlacTH PecmyOmuku
TarapcraH, a TakyKe JTOKaIbHbIMU paBoBbiMU akTamu KHUTY-KAU;

- cobmoaeHue YCIIOBUH, o0ecrieunBarOIINX COXpaHHOCTh
IEePCOHATLHBIX TAHHBIX ¥ UCKITIOYAIOMINX HECAHKIMOHMPOBAHHbIN K HUM JIOCTYII;

- COOMIOZieHNe KOHOHUAECHIMAILHOCTH CBeINEHUH, KOTOpbIE CTalld
H3BECTHBI B Iporiecce paboThl, B XO€ OCYLIECTBICHHMsS UM CBOCH [esTeIbHOCTH
(cBemeHMi KOHGUICHIIUANBPHOTO XapaKTepa — [EPCOHANbHBIC NaHHbIE, CBEICHH,
COCTABISIONIUX CTy:KeOHYI0 TallHy; CBeIeHUs, COCTABISIONIMX TalHy MEePEIrCcKy,
Tene)OHHBIX T[EPErOBOPOB, ITOYTOBBIX OTIPABICHHH, TelerpadHBIX HIM HMHBIX
cOOOIIeHNH; CBEEHUI CBI3aHHBIX C KOMMEpUECKOH AEATEIbHOCTBIO, MOCTYI K
KOTOPBIM OIpaHMYeH B COOTBETCTBMM ¢ IpaxkmaHckum Kojekcom PO u
deiepabHBIMU 38KOHAMH, COCTABIIAIONIMX KOMMEPYECKYHO TalHy U TaK Jaliee.

3.3 BosnoskeHue Ha ynpabieHue (QyHKLMH, HE OTHOCAIIMXCA K KaJpOBOH
paboTe, HE JOIIyCKaeTCsl.

4 TTomHOMOYMS

4,1 Jlust [OCTMDKEHHS Iiesied M 3ajad, BO3JIOXKEHHBIX Ha YIpaBleHHE,
paboOTHUKY YIIpaBIeHMs KaJpOB HMEIOT [IPaBo:

- OCYILIECTBIIATh  JAEATENBHOCTh, INPEAYCMOTPEHHYI0  HACTOAIIUM
[TonoxeHHEM, a Takke B COOTBETCTBHU C TpeOOBaHUAMH IEHCTBYIOIIETO
3aKOHOATENILCTBA U JIOKAJIBHBIX HOPMATUBHO- IIPABOBBIX AKTOB YHHBEPCHUTETA;

= IOJy4aTh [JisI O3HAKOMICHHs IIOCTYIIAIOLIME B  YHHBEPCUTET
HOPMATHBHBIE W WHBIE IPABOBBIE aKTHl, M JOKYMEHTHl Ha OyMaXHBIX H
3NEKTPOHHBIX HOCUTEIISX;

- 3alpaliiBaTh Yy CTPYKTYPHBIX IIOApasIelieHHd  yHHUBEpCHUTETa
HH()OPMAITHIO TI0 BOIIPOCaM, BXOAALIIUM B KOMIIETECHIHIO YIIPABICHIS;

- [0Jb30BaTECS B YCTAHOBJIGHHOM TOpSIKEe MHOOPMAMOHHBIMA
CUCTeMaMH M 0a3aMi JaHHBIX YHHBEPCHUTETA U CO3LaBaTh COOCTBEHHBIE 0a3bl
TAHHBIX;

— TPEICTABIATE YHMBEPCHTET B OpraHM3aldsxX [0  BOIpOCaM,
KacaroIUMCs KOMIIETEHI[MM YIPABIEHUS Ha OCHOBAHMHM BBEIJAHHOH PEKTOPOM
TOBEPEHHOCTH;

- TIOJIE30BATHCS UHBIMHI TpaBamy, IpeyCMOTPEHHBIMU
3aKOHOATENILCTBOM Poccuiickoit @enepanuu;

- BHOCHTDH HpG,HJ'IO}KeHI/IH o  BOIIpoOCaM, CBsA3aHHBIM C pemeHHeM
BO3TIO’KEHHBIX Ha YIIpaBIICHUE 3a1a4;
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- B3aUMOICHCTBOBATh CO CTOPOHHHMM OpraHu3alysMH II0 BOIIpOCaM,
CBSI3aHHBEIM C PEIICHHEM BO3JIOXKEHHBIX Ha yIIpaBlIeHHUE 3a/7a4 B COOTBETCTBHH C
JOOJIKHOCTHBEIMH MHCTPYKIHUAMU.

5 OTBETCTBEHHOCTE

5.1 HauajJibHUK yHIpaBiI€HUs HECET IEPCOHAJBHYIO OTBETCTBECHHOCTH 3a
HaJUIeXallee M CBOEBPEMEHHOE BBINOJIHEHUE YIPaBIeHMH (yHKum# # 3amad,
IpPeNyCMOTPEHHBIX HACTOSIIUM IIOJ0KEHUEM.

5.2 PaGOTHUKY yIIpaBleHns HECYT OTBETCTBEHHOCTD 3a IPHYMHEHHE yIepoa,
HeHajIe)KaIllee BEITOTHEHUE BO3JIOKEHHBIX HAa HUX (QYHKIWH, 337129 U IOpYyYEeHUH
B COOTBETCTBHH C JEHCTBYIOIINM 3aKOHOIaTeIbcTBOM Poccuiickon Penepanud.

6 BzauMopelicTBre ¢ MOapa3IecHUsIMU YHUBEPCHTETA

I[J'IH JOCTHIKCHHUA esied U BBIIIOJIHEHUS 3a4a4, BO3JIOKEHHBIX Ha YIIPaBJICHUE,
OHO BBaI/IMO,E[eI?ICTByeT CO CTPYKTYPHBIMH ITOAPA3AC/ICHHAMH YHHUBECPCHTECTA.

6.1 BsaumojelicTsre ¢ YpapieHueM SKOHOMUKH (YO)

YpaBienue npezcTaBiseT B YD JOKyMEHTH, IpeCTaBIeH s, Tpebytomue
(GHUHAHCOBO-3KOHOMUYECKOTO KOHTPOJIS, MPEIJIOKEHUS 110 U3MEHEHUIO IITaTHOTO
pacmucaHus, CBeIeHHs O (GaKTHIecKod 4YMCIeHHOCTH [Uis (HOPMUPOBAHUS
OTYETHOCTH, APYTHE JOKYMEHTEI, CBSI3aHHBIE C JIEATEILHOCTRIO YIIPABICHHS.

V3 cornacoBbIBAET KaapOBbIe MTOKYMEHTHI, CBSI3aHHBIE C OIUIATOM TpyZAa
pabOTHHUKOB, OCYIIECTBIAET KOHTPO/b HAIMYMSA CTABOK B IITATHOM DacIMCaHHH,
HCTOYHUKOB (GHHAHCHPOBAHMS 3aTpaT, M pPa3sMEpOB (DMHAHCOBBIX BBIMIAT
paboOTHUKY, B TOM YHKCIIe B HH()OPMALMOHHBIX 0a3ax JaHHbIX.

VipaBieHne HampaBliseT Ha COITIacoBaHME B YD IIPOEKTHI JBHKCHUH
KaJpOBBIX JJOKyMEHTOB, CBSI3aHHBIX C OILIATOM Tpyaa pabOTHHKOB.

VD cornacoBeIBa€T MPOEKTHI NBHKEHUSA KaPOBLIX JOKYMEHTOB, CBA3aHHBIX
C OIIaTOH Tpy/Ja.

6.2 BzaumoeiictBre ¢ YpaBieHreM OyXralTepcKoro yuera H OTYETHOCTH
(YBYuO)

Vupasnenue npezncraBisieT B YBYuO Tabens ydyéra pabouero BpeMeHH H
pacueTa OIUIATHl TPyHa, NpeACTaBIEeHUA W ApyTHe NOKYMEHTHI Ha OIIary TpyJa
pabOTHHUKOB YIIpaBIEHHUS, CU€Ta M HMHBIE MOKYMEHTBHI Ha OIUIaTy pacXoJoB
yIIpaBIeHHS, JOKYMEHTBI IS y4€Ta MaTepUalbHbIX CPEJCTB YIPaBICHHUA.

YBEYuO ocyliecTBisieT OyXranTepeKui yu&T J0X0I0B ¥ pacX0a0B, KOHTPOJIb
nopsaka oGopMIIeHUs JOKYMEHTOB, [IPEICTAaBIEHHEBIX YIIPaBICHUEM.

6.3 Bzaumogelicteue ¢ YueGHo-MeToAMIeCKUM ypasierueM (YMY)
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Vnpasienue B3auMoeiicteyer ¢ YMY 1o BolrpocaM IpreMa Ha paboTy u
IepeBofia B YHHUBEPCUTETE II€JarOTMYeCKHX pabOTHHUKOB, ITOJTBEPIKICHI
JTHIEH3WH | aKKpeIUTALMH Ha BBIITYCKAIOIIKME CIEUAIEHOCTH U HAIIPaBICHHU.

6.4 BzauMogelicTue ¢ YTpaBieHreM HayqHO-HCCle[oBaTeNnbeKuxX padot (YHIUP)

Vnpasnenne Bzaumopeiictsyer ¢ YHUP mo Bompocam IpueMa Ha paboTy,
YBOJIBHEHHUS U TIEPEBO/Ia B YHUBEPCUTETE HAYUHBIX paOOTHUKOB.

6.5 B3aumoyeitcteue ¢ YrupasienueM aenamu (V1)

VYrpasienue B3aumozeicTByer ¢ Y]l 1o Bompocam IOJIydeHH:A, OTIIPAaBKH,
KOPPECTIOHACHIIMM IIOYTOM M (DakcoM, CBEpPKU JOKYMEHTOB, COIJIACOBAHHS
IIPOEKTOB IBMKEHUS KaIPOBLIX JOKYMEHTOB U Iepelayy KaJpOBLIX JOKYMEHTOB Ha
XpaHeHHe B apXUB.

6.6 Bzaumopeiicteue ¢ FOpunngeckum ynpasienuem (FOY)

VipasneHue B3auMOAECHCTBYET C IOPUAMYECKUM YIIPABIEHUEM 110 BOIIPOCaM
IPUMEHEHMS TPY10BOro 3aKoHoaaTenbeTBa Poccntickoit @enepannu. [IpumenseT B
CBOEH IeATenbHOCTH (POPMBI TPYAOBBIX JOTMOBOPOB, AONOIHUTENBHBIX COTNAIIECHHH
K TPYZOBBIM JOrOBOpaM, M UHbIE (OPMBI JTOKYMEHTOB, pa3zpaboTaHHBIE
IOPUIMYECKUM YIIPABICHHUEM.

IOpunuueckoe  ympaBieHHE  MPOBOJUT  IOPUAHMYECKYIO  OKCIEPTH3Y
JIOKYMEHTOB.

6.7 BzaumopelicTBue ¢ YpapieHHeM OpraHu3alyi IpreMa aOuTypUEeHTOB 1
passutust Kapseps! (YOITAPK)

VYupasnenue BzaumopneiictsyeT ¢ YOITAPK mo Bompocam mpHema JTUYHBIX
JIel CTYIEHTOB, BHOBb 3aUMCJIEHHBIX B YHUBEPCUTET, MOATBEPXKACHUSA JOKYMEHTOB
06 o6pa3zoBaHuy, B BOIPOCAX O BOCCTAHOBIEHUH CTYIIEHTOB, [IEPEBOJIA CTYJEHTOB
u3 BY3a B BY3, u3 dwunuana B Guiman, co CenuasbHOCTH HA CIEIUATBHOCTD, C
(akynbTeTa Ha AKYJIBTET, ¢ HHCTUTYTA B IPYTOM HHCTUTYT.

6.8 Bzaumoneiictue ¢ JlenapramenToM uHGOpMAIIMOHHBIX TexHoorui (A T)

Vmpasnenne B3aumozeictsyer ¢ JJMT B ycTaHOBIIEHHOM ITOPSIKE 10 BOIIPOCAM:

— obecrieyeHus pabounx MecT pabOTHIKOB yIIPaBIeHHS KOMIBIOTEPHOH
W Opra’Hu3anMOHHON TEXHUKOM;

— ofecriedeHus pabouero COCTOSTHUS KOMITBIOTEPHOHN 7§
OpPraHHU3allOHHON TEXHUKH;
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- obecrieueHns BHEJPEHUs, pa3paboTKU U COIPOBOKICHHUS Ha pabodnx
MecTax I0Jb30BaTeNeil IporpaMMHOro obecredeHHus JJisl DEIIeHus 3ajad,
BO3JI0’KEHHEIX Ha YIIPABIICHHUE;

- 3aIUTEl MHGOPMALMK ¥ aIMUHUCTPHPOBAaHMS [OCTyIa K He#
pabOTHUKOB YIIPaBICHHS, B COOTBETCTBUM C TpeOOBaHMAMH [IEHCTBYIOLICIO
3aKOHO/ATEILCTBA B 00JIaCTH 3alTUTHI IEPCOHATIBHBIX JaHHLIX;

- CO3JlaHMsl €MUHON aBTOMATH3UPOBAHHON CHCTEMBI JOKYMEHTAIHOHHOTO 1
WH(GOPMALMOHHO - AHATUTHYECKOT0 obecrieueHns KaJpoBOro yueTa COTPYIHUKOB,
ydeTa CTYAeHIECKOr0o KOHTUHIEHTa YHUBEPCHTETA,

- pasBHTHS ¥ COBEPIICHCTBOBAHWSA WMH(MOPMALMOHHBIX CHCTEM U
TEXHOJIOTMH Ha OCHOBE ©IWHOW TIIONUTHKH, IPUMEHEHHsS COBPEMEHHBIX
IPOTPaMMHO-TEXHHUECKHX KOMIUIEKCOB aHaNu3a, cOopa, HOArOTOBKY B 006paboTKu
HHGOPMAITUH.

6.9 BzaumoelicTere ¢ oTaenoMm MeHemkmenTa kadectsa (OMK)

Vipasnerne B3anmopeiictByer ¢ OMK o Bonpocam QyHKIIHOHHPOBAHUS
CHCTEMEI MEHE/KMEHTA KaueCTBa yHHBEPCUTETA.

6.10 BzaumopeiicTBre ¢ KadeapaMy X cO CTPYKTYPHBIMH [IOAPa3IeIEHUAMA
HEOXBaueHHBIMU HacTOAUMM [lonoxeHneM

Kadenpsl W CIPYKTypHble IOApa3[eNeHNs] HEOXBAYeHHbIE HACTOSIIHM
[Tormo)xeHHEeM TIPEACTABIAIOT B YIPABICHUE NOKYMEHTHI, CBA3aHHEIE C IIPHEMOM,
TIEPEeBO/IOM, YCTAHOBJIEHHEM Ha/I0aBOK ¥ YBOJIbHEHNEM paOOTHUKOB, JOKYMEHTEI O
MIPOXOXKIEHUN TIOBBIIICHUS KBaTH(pUKaLWU, rpaduKud OTIIyCKOB, XOJaTaliicTBa H
TOKYMEHTBI MJIS TPEACTaBICHHUS K IOOIMIPEHHIO W HarpaKAeHUI0 pabOTHHKOB
YHUBEPCHUTETA BEIOMCTBEHHBIMH 1 IOCYJJapCTBEHHBIMH HarpajaMy U T.1.

VrpapieHue  pealu30BbIBA€T JAOKYMEHTBI II0 ITIPHEMY, IIEPEBOAY,
YBOJIbHEHHIO, TPHUKA3bl Ha OTIycKa paOOTHUKOB, NOKYMEHTBl II0 YYeTy H
YIIPABIEHHIO TIEPCOHAIOM, 0(OPMIIIET U CONIPOBOKAET HarpagHble JOKYMEHTHI U
JIOKYMEHTEI Ha TIOOIIPeHNe B CBA3H C I0OMIEHHBIMY JaTaMH.

[To ocrampHBIM  BOIpOCAM  B3aWMOJEHCTBHE  OCYLIECTBILIETCS 10
YCTAaHOBUBIIUMCSI CIYKEOHBIM OTHOLICHHSAM HIM 110 YKa3aHHWIO DPYKOBOJCTBA
YHUBEPCUTETA.
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JIViCT perucTpaliiy M3MEHEHUH 1 JIOTIONTHEHHH

No Jara Howmepa JloKyMeHT, Ha Kparkoe ®.1.0.
M3MEHEe | BHECEHUS JICTOB OCHOBAHHMHA comeprKaHue TIOJITHCH
HIIS M3MEHEHMA KOTOPOTO M3MEHEHST
BHECEHO
3MCHEHNE
1 2 3 4 5 6
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JIMCT o3HaKOMIIEHHS

/1t

®avmumas, VM,
OtyecTBO

JIOKHOCTE

Jlata
03HAKOMIIEHHS

Ilogmuce
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