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K NMpuKasy oT //// 0%// Ne fVZ
MonoxeHve 06 OToene Kagpos
1. O6LmMe nonoxKeHnsa
1.1. Otpen kappoB (manee - Otpgen) ABNAETCA CaMOCTOATESIbHBIM - CTPYKTYPHBIM

noppasneneHnemM MIVYY lMpasutensctBa MockBbl (ganee — YHuBepcUTET), OCYLLECTBAAOLMM
pa3paboTKy 1 peanusaumio KagpoBol cTpaTernn YHUBepcuUTeTa, BeeHUe KaapoBoit paboTsl U
Aenonpov3BoaCcTBa.

1.2. Hactonwee [lonoxeHne onpepgensAeT npaBoBoi ctatyc OThena, ero CTpyKTypy,
3afjau U QyHKUMM, npaBa, 06A3aHHOCTM M OTBETCTBEHHOCTb, MOPAAOK OpraHM3aLuM ero
AeATesIbHOCTY 1 B3aUMOLEeNCTBUA C APYrMMU CTPYKTYPHBIMU MoApasaeneHnaMn YHUBepCUTeTa,
PU3NYECKNMM 1 I0PUONYECKUMY NIML@MKM, OpraHaMy rocyL4apCTBeHHOW BJlacTM U MeCcTHOro
caMoynpaBfieHns.

1.3. Otgen B cBoel pfeATenbHOCTM pyKoBopacTByeTca KoHctutyument PoccuiicKoit
®efepaumny, HopMaTMBHLIMM NMPaBoBbIMM aKkTaMu Pocculickolt ®efepaumn, NPaBoBLIMU aKTaMu
ropoga Mocksbl, YcTaBoM YHuBepcuTeTa, HacToAWMM [lofOMEHWEM W MHBIMU NOKanbHbIMU
HOpMaTUBHbLIMW aKTamu YHuBepcuTeTa.

1.4. Otgen cospaetca, peopraHu3yeTca v NMKBUAMPYETCA NpUKasoM YHuBepcuTeTa.

1.5. OTAen He ABNAETCA PUONYECKUM JIULIOM.

1.6. TNonoeHne 06 OThene, a TakXe WM3MeHeHWs B Hero yTBEPMOaloTCA MPUKa3oM
YHuBepcuTeTa.

1.7. Otmen B cBOeN [eATENbHOCTM MOOYMHAETCA HerocpedcTBeHHo PeKrtopy
YHusepcuteTa (ganee — PekTop).

2. CtpykTypa OToena

2.1. CtpyKTypa u wratHaA uncneHHocts OTaena onpefensetcs PeKTopoM ¢ ydeToM
obbema 1 xapaKTepa paboTbl, BuinosiHaeMoin OTaenom.

2.2. Otgen BosrnaenAeT HavanbHUK OThOena, KOTopbli MOAUMHAETCA HEMocpenCcTBEHHO
PekTopy.

2.3. Ha BpemAa oTcyTcTBMA HavanbHuKa OTtgena (oTnyck, 6osie3Hb, KOMaHOMPOBKa U
Apyroe) ero 06A3aHHOCTU WCTOJHAET NINLO, HasHaYeHHoe B ycTaHoB/IeHHOM ropaaKe. [aHHoe
Mo npuobpeTaeT COOTBETCTBYIOLWME MpaBa M HeceT OTBETCTBEHHOCTb 3a Hafsexallee
MCMOJIHeHWe BO3/10MEHHbIX HA HEro o6A3aHHOCTei.

2.4. B coctas OTnena BXxoOAT:

2.4.1. CeKTOp AOKYMEHTaLMOHHOro obecreyeHus.

2.4.2. CeKToOp y4yeTa Kagpos.

3. 3agaum un pyHKUMM OToena

3.1. 3agayamu OToena ABnATCA:



3.1.1. OpraHusauusa OeATesIbHOCTU no KOMIJIEKTOBaHMIO YHuBepcuTeTa
KBanMQULUMPOBaHHBLIMW KafpaMu.

3.1.2. [oKkyMeHTaUMOHHOe obecrieyeHne OeATEeNbHOCTM MO KOMMIEKTOBaHMIO, yYeTy U
paccTaHOBKe KadpoB YHVBepcuTeTa, BeeHWe KafpoBOro Ae/onponsBoacTBa.

3.1.3. KoopavHauuna paboTbl Mo obecrieyeHno peanvsaumm TpyaoBbIX NpaB paboTHUKOB
YHuBepcuTeTa, npenocTaBfieHWA WM NIbrOT W FapaHTUiA, MpedyCMOTPeHHbIX  TpPYyAOBbIM
3aKoHOOaTe IbCTBOM.

3.1.4. AHanu3 genosbix 1 npodeccroHanbHbIX KadecTB paboTHMKOB YHMBepcuUTeTa mnpu
noabope, paccTaHOBKE M MIaHNPOBaHWUK X NPodeccroHanbHoro pocTa.

3.1.5. AHanu3z ¢aKTOpoB, OKasbiBaWLWMX BAWAHWME HA  COBEPLUEHCTBOBaHME
npodeccnoHanbHoM [eATeNbHOCTM paboTHMKOB YHMBepCUTeTA.

3.1.6. Yyactve B opraHvsauuM MOBbIEHUA KBanuduKauMm u npodeccroHanbHoM
nepernoaroToBKM paboTHMKOB YHUBEpCUTETA.

3.1.7. PaspaboTka NpPOEKTOB JOKasbHbIX HOPMaTUBHLIX aKTOB YHMBepcuTeTa,
cofepXallMx HopMbl TPYA40BOro Npa.a.

3.1.8. CucTeMaTMyecKUin aHanmM3 COCTOAHUA KagpoBol paboTl B YHMBepcuTerTe,
pa3paboTKa Mep 1 NPeAsoEeHW MO NOBLILLEHUIO ee KauecTBa U pesysibTaTUBHOCTY.

3.1.9. CobniofeHne 3aKOHHOCTU MPU MUCMONHEHUU 06A3aHHOCTel YHuBepcuTeTa ro
BOVHCKOMY y4eTy.

3.1.10. ObecneyeHna egrHOIM cUCTEMBI AeNONpoM3BoACTBa B YHMBepCUTeTe.

3.1.11. MndpopmaumoHHoe obecneveHre KaapoBoit paboTsl B YHMBepcuTeTe.

3.2. OTpen ocyuiecTBnAeT crnegyowme GyHKUMN:

3.2.1. TOTOBUT 1 BLIHOCWT Ha paccMOTPeHWE PYKOBOACTBA YHMBEpPCUTETA MpefsoeHns
Mo npuemy Ha paboTy, NepeMeLLieHo, NepeBoay U YBoJIbHEHUIO paboTHUKOB YHUBEpcUTeTa.

3.2.2. OcyulecTB/IAET KOHTPO/b COOTBETCTBUA PAaboTHUKOB YHMBepcuTeTa TpeboBaHWAM K
KBanmduKaLum rno 3aHMMaeMomn fOMKHOCTU, Mpodeccun, KoTopble YCTaHOBSEHbI HOPMAaTUBHBIMU
NpaBoBbIMW  aKkTamMu, B TOM u4ucie KBaMPUKALUMOHHBIMU  CrpaBoYHMKaMu u  (1num)
rpodeccroHanbHbIMM CTaHAAPTaMu.

3.2.3. OcywiecTBnfAeT npueM, 3arosfiHeHWe, XpaHeHWe M Bbldayy TPYAOBbIX KHUMEK B
COOTBETCTBMM C TPe6OBaHMAMM HOPMAaTUBHBIX MPaBOBLIX aKToB Poccuiickoi Oenepauymm.

3.2.4. OpraHusyeT npoBefeHVe aTTecTauuMM paboTHMKOB YHuBepcuTeTa, ee
MeToauyecKoe 1 MHGopMaLMoHHoe obecrnieyeHue, yyacTue B aHanmnse pesysibTaToB aTTecTalmm,
OCyLlecTB/IeHMe KOHTPOJIA 32 XOA,0M BbIMOIHEHUA PeLUeHWi aTTecTaluMoHHOM KOMUCCUN.

3.2.5. OpopMnAeT OOKYMEHTbI Ha MoJslyYeHre CTPaxoBbIX CBUOETENbCTB 06A3aTeNIbHOro
MEeHCMOHHOro CTpaxoBaHWA AJ1A paboTHMKOB YHMBepcUTeTa, BbldaeT paboTHUKaM YHBepcuTeTa
CTpaxoBble CBUeTeNbCTBa 06A3aTeIbHOr0 NEeHCUOHHOMO CTPaXxoBaHWA.

3.2.6. OdpopMnAeT KoMaHAMPOBKU paboTHUKOB YHIBEpCUTETA.

3.2.7. OdopmniaeT coBmecTHO ¢ OTAENOM ByXranTepckoro ydyeta M OTYETHOCTU U BedeT
yYeT IMCTKOB HEeTPYAOCMOCOBHOCTH.

3.2.8. PaccMatpurBaeT npefiomeHua, }anobbl U 3aABneHUA paboTHUKOB YHMBepcuTeTa
Mo Borpocam rMpuema Ha paboTy, nepeMelleHUA, MepeBofda W YBOJSIbHEHUA, HapyLLeHUA
TPyAoBOro 3akoHopaatesnbctBa Poccuickon Mepepauumy, OcyLecTBNAET MpueM paboTHUKOB
YH1BepcuTeTa No KagpoBbIM BOMPOCaM.



3.2.9. [0TOBUT CTaTUCTMYECKME OaHHbIE MO IMYHOMY COCTaBy YHMBepcuTeTa Mo 3arpocy
PYKOBOACTBa YHMBepcUTETA. -

3.2.10. YuactByeT B paboTe Mo npoBefeHUI0 KOHKYPCOB Ha 3aMelleHue BaKaHTHbIX
OOJHKHOCTEN nefarornyeckmx paboTHUKOB, OTHOCALLUMXCA K npodeccopcKo-
MpenofaBaTeslbCKOMY COCTaBy, W Hay4YHbIX paboTHUKOB YHMBepcuTeTa, BbI6OPOB 3aBeayHoLLmX
KadeOpamu 1 geKaHoB (aKyNnbTeTOB B COOTBETCTBMM C JIOKaSIbHbIMM HOPMATUBHbLIMK aKTaMu
YHuBepcuTeTa.

3.2.11. O6ecneunBaeT cobniofeHne TpeboBaHWM TPYAOBOro 3aKOHOAATENbCTBA
Poccuitcko @efiepaumny 1 ocyLLeCcTBAET KOHTPO/b 3a MX cobniogeHneM BceMy paboTHUKaMu
YHuBepcuTeTa.

3.2.12. lNpoBoAUT MOCTOAHHBLI MOHUTOPVHI M3MeHeHWA TPYLAOBOrO 3aKoHoAaTesNbCeTBa
Poccuitckor @efepaumm, coBepLUEHCTBOBaHME KafpoBov paboThkl B YHUBEpCUTETE.

3.2.13. KoHTponvpyeT cocTofHWe TpyAoBOM OUCLMMMHEI B YHUBEpCUTETE U cobrniofeHne
paboTHMKaMM NpaBw BHYTPEHHENO TPYL40BOro pacrnopAfka YHuBepcuTeTa.

3.2.14. OpraHusyeT W KOHTpPOSMpYyeT BedeHMe yyeTa BpeMeHu, GaKTUYecKu
oTpaboTaHHOro KaxabIM paboTHMKOM YHuBeEpcuTeTa.

3.2.15. PaspabaTtbiBaeT NpoeKThbl SIoKasbHbIX HOPMAaTUBHBIX M MHLIX aKTOB YHMBepcUTeTa
Mo BCeM BOMpocaM, CBA3aHHbIM C peanusauven 3agadvy n ¢yHKumin OThena, U opraHusyeT KX
corsiacoBaHue B YCTaHOB/IEHHOM MOpAAKe.

3.2.16. ObecneunBaeT cobniogeHne 3akoHopatesnbcTBa Poccuiickorr Depepaumn u
NOKasbHbIX HOPMaTUBHbBIX aKTOB YHMBEpCUTETa O 3alyMTe MepcoHasibHbIX AaHHbIX, B TOM Yucie
®epepanbHoro 3akoHa oT 27 uona 2006 r. N2 152-03 «O0 nepcoHasbHbIX JaHHbIX».

3.2.17. ObecrieyvBaeT cBOEBPEMEHHYIO Nepedady OOKYMeHToB, XpaHawmxca B OToene, B
apxuB.

3.2.18. 3aBepAeT Konuu NIoKanbHbIX M pacnopAaUTeNbHBIX akToB YHUBepCUTeTa.

3.2.19. BepgeT penonpoussoactso B OTAdenie, a Tak¥e MeToOMYECKOe COMpoBOMOEHUE
paboTbl Mo genonpounsBoacTBy B YHUBEpCUTETE.

3.2.20. OdopmnAeT HarnpasneHve paboTHWKOB YHuMBepcuTeTa Ha npodeccroHarbHoe
obyyeHvie, OonofHUTeNIbHoe npodeccuoHanbHoe 06pasoBaHVe, MPOXOMOEHWe He3aBKCKMO
OLeHKM KBanMouKaLumM B COOTBETCTBMM C TpeboBaHWMAMWU HOPMATVBHBIX MPAaBOBLIX AKTOB
Poccuitckon @egepaumn.

3.2.21. HanpaBnaeT Ha obA3aTesibHble MpeaBapuTesibHble MeOULUMHCKME OCMOTPbI Mpu
3aKJ1l0YeHnn TPYLOBOro [0roBopa, KOHTPONMpPYEeT CBOEBPEMEHHOE HarmpassieHne paboTHUKOB
YHvBepcuTeTa A1 NPOXOXKAEHUA 06A3aTeNbHbIX MEAULMHCKMX OCMOTPOB.

3.2.22. OcyLyecTBnAeT XpaHeHWe OO/KHOCTHLIX MHCTPYKUMA paboTHUKOB YHMBEpPCUTET],
3HaKOMUT C HUMW paboTHUKOB YHMBEpCUTETA Mof PoCnich, BblAaeT paboTHMKaM YHMBepcuTeTa
NX KOMUK.

3.2.23. OpraHusyeT paboTy no npuvBAeYeHU0 MHOCTPaHHbLIX PaboTHUKOB B YHUBEPCUTET,
OCyLlecTBNAeT B3aVMOAENCTBMA C OpraHamMu rocydapCTBEHHOW BfacTM Mo BOMpocam
3aK/I0YeHNA W MpeKpalleHWA (pacTopMKeHWA) TPyQoBbIX [OMOBOPOB C  MHOCTPAHHBIMY
rpaxpaHamn v nvuamu 6e3 rparpaHcTBa, obecrieymBaeT cobntofeHue MUrpauMoHHOro
3aKoHofaTeNbCTBa B npefenax 3agad u dyHkumn Otgena.



3.2.24. BbinonHAeT WHble QYHKUMM B COOTBETCTBUM C YcTaBOM YHMBEPCUTETQ,
NOKasbHbIMM  HOPMAaTMBHLIMM  aKTaMu YHuMBepcuTeTa, MopyveHMAMM PeKTopa € y4eToM
BbINOSIHAEMbIX 3a4au.

3.3. CeKTop [AoKyMeHTaumoHHoro obecriedeHns OTgena ocywecTBAAeT cheaylolme
byHKUMM:

3.3.1. PaspabatbiBaeT HOMeHKNaTypy Qnen YHvBepcuteTa, obecreyvBaeT XpaHeHue
[OKYMeHTaLWmK corniacHo HoMeHknaType gen Otgena.

3.3.2. OcywecTBnsAeT nonyyeHne (MpreM) 1 oTrpaB/ieHVe BCeX BUOOB KOPpecroH4eHUum
YHuBepcuTeTa, B TOM uyncne BO Bcex oTaeneHnax noytoBor cBAsn OIVYIT «[Mouta Poccumy,
perncTpaumio BXoAALLen 1 UCXOoAALLEeN KoppecnoHgeHUMn YHBepcuTeTa.

3.3.3. Beget paboTy no peructpauum NoKanbHbIX aKTOB YHMBEpCUTETa, U3LaBaeMblX B
dopMe NpUKa30B 1 pacropAXKeHNI, B TOM YMCe B CUCTEME 3/IEKTPOHHOIO AOKYMeHToobopoTa.

3.3.4. CKkpennsaeT neyaTblo YHMBEpcUTETa 4OBEPEHHOCTU, BblgaHHble PeKTopoM, cripaBKu,
AOKYMeHTbl 06 obpasoBaHuM U (MnM) o KBanUdUKauMM, BblOaHHble YHUBEPCUTETOM, U UHbIE
AOKYMEHTbI B COOTBETCTBUM C JIOKasibHbIMY HOPMaTVBHBLIMU aKTaMK YHUBepcuTeTa.

3.3.5. PaspabatbiBaeT MHCTPYKLMIO MO AesionpousBoAcTBY B YHMBEpCUTETE.

3.3.6. [lepepaeT pyKoBOACTBY, B CTPYKTypHble MoApasgeneHna U paboTHUKaM
YHMBepcuTeTa NocTynMBLUME UM JOKYMEHTbI, B TOM YMC/Ie HA OCHOBAHWUM MPOCTaB/IEHHbIX Ha HUX
PEe30JII0LMIA U CMIMCKOB PACChIIKK.

3.3.7. OcyuwecTtBnAeT agMUHUCTPUPOBaHWE B CUCTEME 3/IEKTPOHHOIO JOKYMeHToobopoTa
B npefenax npefocTaseHHbIX MOSIHOMOYUIA.

3.3.8. BbinosnHAET nHble PYHKLMKM B COOTBETCTBUM C YCTaBOM YHMBEPCUTETA, STOKASbHbIMM
HOpMaTMBHbLIMX aKTaMKn YHMBepcuTeTa, nopyyeHMAMU PeKTopa 1 HavanbHuKa Otgena.

3.4. CeKTop y4yeTa Kagpos OThena ocylecTBiAeT cregylowme GyHKLMK:

3.4.1. @opmupyeT 1 BedeT yyeT OaHHbIX O KOMMYECTBEHHOM M KauyeCTBEHHOM COCTaBe
Kagpos YHuBepcuTeTa.

3.4.2. OdopmnaAeT npuvem Ha paboTy, yBOJIbHEHME, MepeBon, NepeMeLleHue,
KOMaHAnpoBaHue paboTHMKOB YHMBEPCUTETA B COOTBETCTBMW C TPYA0BbIM 3aKOHO4ATe/IbCTBOM
Poccuinckon ®egepaumn. ,

3.4.3. OdopmnnaeT npegocTaBneHve paboTHWKaM YHMBepcuTeTa OTMYCKOB, BeAEeT y4yeT
1crosib3oBaHMA paboTHUKaMK YHMBepcUTeTa OTMYCKOB, OCYLUECTBNIAET COCTaB/ieHVe rpaduKa
OTMYCKOB.

3.4.4. BegeT BOMHCKUI y4eT rpamaaH, npebbiBaoLmx B 3anace v nogsexallux rnpusbisy,
CoCTaBfIAeT OT4eTbl B COOTBETCTBMM C HOPMaTMBHbIMM MPaBOBbIMM aKTamMu PoccuiicKkon
DOepfepaumu 1 NIOKanbHbIMU aKTamy YHUBepcuTeTa.

3.4.5. OdopmnAeT TpyOoBble [OroBOpPbI, AOMOSHUTESbHBLIE COrMAaLLeHMA K HUM, KafpoBble
npuKasbl, NWYHble KapTouky ¢opMbl T-2, yBEeOOMSIEHUA, WU3BELUEHUA U WHble KaOpoBble
OOKYMeHTbI, opopMriAeT 1 BedeT NIMYHble Aena paboTHUKOB YHUBEpcUTETA.

3.4.6. OcywwecTBnAeT NoAroTOBKY pacropAQMTeNbHbIX aKTOB YHUBepcuTeTa M Opyroi
[AOKYMEeHTaLMK Nno IMYHOMY COCTaBY, 3HAKOMUT C HUMM PaboTHMKOB YHMBEpPCUTETA.

3.4.7. TotoBMT MaTepuanbl [AnNA npeacTaBneHnA paboTHUMKOB YHMBepcuTeTa K
rootwpeHuAaM ¥ nepedaer uX B OUHAHCOBO-3KOHOMWYECKWA OTAeN U (UNKM) PYKOBOACTBY
YHuBepcuTeTa.



3.4.8. ['oTOBUT MaTepuarnbl Mo NpYBeYeHUio paboTHMKOB YHMBEpCUTETA K MaTepuanbHom
1 AUCUMMNIIMHAPHOW OTBETCTBEHHOCTM.

3.4.9. OpopmnAeT cnpaBKy 0 TPYO0BOM OeATeNIbHOCTM paboTHUKOB YHMBepcUTeTa.

3.4.10. ObecneuvBaetr cbop M XpaHeHWe cornacuii paboTHMKOB YHMBepcUTeTa Ha
06paboTKy KX NepcoHanbHbIX AaHHbIX.

3.4.11. ObecneunBaeT O3HaKoMsieHWe paboTHUKOB YHMBepcUTETa C  JIOKasbHbLIMU
HOpMaTMBHbBIMY aKTamu YHUBepCUTeTa nog pocruch.

3.4.12. TlogroTaBnmnBaeT 1 BblAaeT paboTHMKaM YHMBepcUTeTa, B TOM 4ucrie ObIBLUMM,
KOMUW [OKYMEHTOB, CBA3AHHbIX C paboToM.

3.4.13. BbinonHAeT wuHble ¢YHKUMM B COOTBETCTBMM C YCTaBOM YHMBEpPCUTETa,
NOKasibHbIMW HOPMaTMBHLIMM aKTaMu YHuBepcuTeTa, mnopyYeHMAMU PeKTopa M HadasbHUKa
OTpena.

4. PykoBofCTBO 1 opraHusaumns geatenbHoctv OToena

4.1. Obwee 1 HenocpeacTBeHHoe pyKoBoAcTBO OTOeNoM OcCyLIecTBAAeT HayasbHUK
Otpena.

4.2. HenocpeacTBeHHoe pYKOBOACTBO CTPYKTYpHbIMM nogpasdenenvamu  OThena
OCYLLECTB/AIT WX PYKOBOAMUTENN, KOTOpble HEernocpeACcTBEHHO MOAYMHAITCA HaydanbHUKY
OTtpena.

4.3. PaboTHvku Othena npuHMMaloTcA Ha paboTy B TMopsdKe, YCTaHOB/IEHHOM
3aKoHopaTtesibcTBoM Poccunckon Oepepaumn.

4.4. MaTepuasnbHo-TeXHUYeCKoe, AOKYMEHTauMOoHHoe, WHpOpMaLMoHHOE, coumasibHO-
bbiToBOe M TpaHcropTHoe — obecrieveHne  AeATesibHocTM  OThena  ocyllecTBrseTcs
COOTBETCTBYIOLWMMM CTPYKTYPHBIMM  MofpasaenieHnaMn  YHuBepcuTeTa B COOTBETCTBUM C
HOpMaTMBHbLIMWA MpaBoBbIMK aKkTamun Poccuiickorr ®egepaumn, NpaBoBbIMKU aKTamy Fopofa
MocKBbl, YcTaBoM 1 NIoKanbHbIMM HOPMaTUBHBIMU akTaMu YHUBepcUTeTa.

45. B uenAax 3¢¢deKTVBHOrO BbINMOMHEHUA cBouMx 3agady M ¢yHKuMin  OTgen
obecneunBaeTcA  MOMeLEHUAMY,  06OpyAOBaHMEM,  OpPraHuU3aLMOHHOM  TeXHWKOM  ©
Heob6X0AMMbIMU MaTepuanamu.

5. [paea, 0b6sa3aHHOCTU U oTBETCTBeHHOCTb OTaena

5.1. lNpwu BbINONHEHWM cBOMX 3ada4 1 GyHKUMIM OTOen nMeeT npaso:

5.1.1. 3anpawvBaTtb .1 Mony4aTb OT PYKOBOACTBA W CTPYKTYPHbLIX MOLpasmeneHui
YHuBepcuteTa HeobXxo4nMble JOKYMEHTEI, MaTepurarbl U UHGopMaLuio.

5.1.2. MNpencTaBnATb B YCTaHOB/IEHHOM MOpAAKe UHTepeckl YHMBepcuTeTa B pasfinuHbIX
opraHu3aumsax.

5.1.3. BHocuTb npeasioxenna PeKkTopy o coBepLueHcTBOBaHWM paboTel OTaena.

5.1.4. TpeboBaTb OT CTPYKTYypHbIX ModpasgefieHnin YHuBepcuteTa HeobxoauMble
pasbACHeHWs Mo npeacrasfieHHbIM B OTAeN 4OKYMEHTaM 1 MaTepuana.



5.1.5.  MHyummposaTb npuBneyeHWe paboOTHWKOB CTPYKTYPHbIX  rofpasaeneHuii
YHuBepcuTeTa AnA yvacTuA B paspaboTKe M 3KCMepTV3e MPOEKTOB JIOKaslbHbIX HOPMAaTUBHBIX
aKToB YHMBepcuTeTa, MeTOOUYECKUX U UHBIX [JOKYMEHTOB.

5.1.6. Bectt no nopyyeHnio PeKTopa unv Mo COrnacoBaHWMio C HUM B YCTaHOBJIEHHOM
nopAdKe Mepenncky ¢ GU3NYECKUMN U IOPUANYECKMMU NIMLAMKM, OpraHamy rocy1apCTBEHHOM
BJ1aCTV Y MECTHOr0 CamoyrpaBfieHUs.

5.1.7. BHocuTb NpeafioXeHUA 0 NOBLILLEHUN KBanMduKaLmm paboTHMKos OThena.

5.2. OToen obAsaH:

5.2.1. KBanuéduuypoBaHHO M B YCTaHOBJ/IEHHblE CPOKW BbLIMNOSHATL CBOM 3adayun U
byHKLUMN.

5.2.2. [1aBaTb TPETbUM NMLAM PasbACHEHUA M peKOMEeHZALUMM NPy BbINONHEHWUM 3afa4 U
dyHKum OTgena.

5.2.3. MNpviBneKatb paboTHMKOB APYrvX CTPYKTYPHBIX NMogpasgeneHnii YHmeepcuteta (Mo
COrlacoBaHMI0 C UX PYKOBOAWTENIAMM) K Y4acTUIO B PeLUeHUM OTAesbHbIX BOMPOCOB B pamKax
3apa4 n ¢yHKumn Otgena.

5.2.4. OcywecTBnATb KOHTPOsb 3@ WCMOSMHEHWEM JIOKaslbHbX HOPMAaTMBHbIX aKTOB
YHu1BepcuTeTa No BornpocaM KagpoBoi paboThl.

5.2.5. OcywecTBnATb CACTEMATUYECKUA KOHTPOMb U MHCTPYKTaw  paboTHMKOB
YHvBepcuTeTa No KaApoBbLIM BOMpocam.

5.2.6. OpraHusoBbiBaTb M OCYLWECTBNATb KOHTPOSb 3@ COCTOAHWEM TPY[OBOIA
AUCUMNNINHBI B CTPYKTYPHBIX NoapasfeneHnax YHuBepcuteTa v 3a cobnofeHreM paboTHUKaMK
YHvBepcuTeTa NpaBun BHYTPEHHero TPy40BOro pacropsaKka YHiBepeuTeTa.

5.3. OTen B npefenax BbIMOHAEMbIX 3a4a4y U GYHKLWM HeceT OTBETCTBEHHOCTb 3a:

5.3.1. O6'beKTMBHOCTb 1 JOCTOBEPHOCTL NMPeL0CTaB/AEMOi UM MHdOPMaLIWN.

5.3.2. CobriofieHne cpoKOB UCMONTHEHWS MopyYeHnit PexTopa.

5.3.3. CocTosAHMe 1 coxpaHHOCTb 3aKperieHHoi 3a OTOenoM MaTepuanbHO-TEXHUYECKOM
6asbl U CNYHe6HBIX MOMeLLEHNIA.

5.3.4. Pasrnaweruve KoHouOeHUManbHbLIX cBeaeHUN, KOMMep4YecKoW TalHbI.

5.3.5. HapyweHue npasun noapHoi 6e30MacHOCTV M TeXHUKM 6e3onacHoCT, MpaBun
BHYTpeHHero Tpy4oBOro pacropagKa YHvBepcuTeTa.

53.6. B uHbIX c/ly4aAx, nNpeayCMOTPeHHbIX HOPMaTWBHLIMM MPaBOBLIMMA aKTaMy
Poccuitickon @epepaumy, NpaBoBbIMM akTamy ropoda MocKBbl, YCTaBOM M JIoKasibHbIMY
HOpPMaTMBHbLIMW aKTamu YHUBepcuTeTa.

5.4. HavanbHuk OTgena:

5.4.1. OcywecTBnAeT obLiee pyKOBOACTBO AeATenbHocTeo OTaena.

5.4.2. [aer nopyyeHua pabotHukam OTgena, pyKosBoauTenaM U paboTHMKaM
CTPYKTYpHbIX NofpasaeneHnii OThena B LendAx BeiNofHeHNA 3agad U dyHKumin OTaena.

5.4.3. HeceT nepcoHarbHyo 0TBETCTBEHHOCTD 3a:

5.4.3.1. KauecTBeHHoe 11 cBOEBpPEMeHHOe BhiMosiHeHVe 3adaq 1 dyHKUMi OToena.

5.4.3.2. MNpeBbiLeH1e npeaocTaBieHHbIX MOJIHOMOYMIA, AeicTBIA 6e3 nopyyeHnsa PexkTopa
1y 6e3 cornacoBaHusA C HUM.

5.4.3.3. PaspaboTky W npeAcTaBfieHWe Ha yTBepwOeHWe PeKTopy npoeKToB
HAOJTKHOCTHBIX MHCTPYKUMIM paboTHMKoB OTaena.



5.4.3.4. CogepraHue cornacyeMbiX (BU3MPYEMbIX) U MOOMUCHIBAEMbIX MM [OKYMEHTOB B
npefenax 3agad v oyHxkumm Otgena.

5.4.4. BHocut PekTopy npeanoxeHvAa o rnepeMelleHun paboTtHukoB OTtoena, ux
MooLLpeHnn 3a [06pOCcOBECTHbIN 3GPEKTUBHBIN TPYA, @ TaKMHKe MpeaoeHus o NpUMeHEeHUN
AVCUMNIMHAPHBIX B3bICKaHWI B OTHOLEHUX PaboTHUKOB YHUBEpPCUTETA, HapyLLalLWyX TPYO0BYIO
AUCLMMIIVHY.

‘ 5.4.5. 3anpawvBaeT W Mofy4YaeT OT pyKOBOAMTENeN CTPYKTYPHbIX MoLpasgeneHui
YHuBepcuTeTa nHpopmaumio, HeobxoamMMyto ANA BbIMOSHEHUA BO3/IOMEHHbIX Ha OTaen 3agady u
byHKUMN.

5.4.6. PeanusyeT WHble npasa, UCMOMHAET 06A3aHHOCTM U HeceT OTBETCTBEHHOCTb B
COOTBETCTBUM C HOPMaTMBHbIMM MpaBoBbIMM aKkTamu Poccuiickon ®epepaunn, YcTaBom
YHvBepcuTeTa, npaBwiaMu BHYTPEHHEro TPyOOBOro pacropAfka U MHbIMU - JIOKaNbHLIMU
HOPMaTMBHbLIMU aKTamu YHuBepcuTeTa, [OIHKHOCTHOM MHCTPYKUMEN 1 TPYA0BBIM [OMOBOPOM.

5.5. lNpaBa, 06A3aHHOCTY 1 OTBETCTBEHHOCTb HaYaNbHWKa M Opyrux paboTHuKkoB OThena,
pyKoBoauTenen v AOpyrux paboTHWMKOB CTPYKTYpHbIX noppasgeneHunint OThena oripefensoTca
HOpMaTMBHbIMK MpaBoBbiMW  aKkTamu Poccuickon @epgepaumu, YctaBoM  YHMBEpCUTET],
npasunamy BHyTpeHHero TpyA0BOro pacrnopafKa v MHbIMU JI0KasibHbIMU HOPMAaTUBHBIMU aKTaMu
YHMBepcuTeTa, AOSIMHOCTHLIMU MHCTPYKLUMAMU U TPYOOBLIMM [JOrOBOPaMMU.

5.6. JJo/mKHOCTHblE MHCTPYKUMM HayanbHuKka OTdena, pyKoBoOMTENeR CTPYKTYPHBIX
nofpasgeneHuii Otaena paspabatbiBaloTcA HadanbHVYKOM OTAena, AOMKHOCTHBIE UHCTPYKLMN
paboTHVMKOB CTPYKTYpHbIX MoApasfeneHwii OThena - PyKOBOAWTENAMU COOTBETCTBYIOLLMX
CTPYKTYPHbIX noapasfeneHnin Otaena, AOMKHOCTHbIE MHCTPYKUMM MHBbIX paboTHMKoB OThena —
HadanbHKoM Otgena. [JosmKHOCTHble WHCTPYKUMM paboTHukoB OTthena  yTBepHOaloTcA
PexkTopom.

6. Nopagok B3anmogencTaus OTaena

6.1. [1nA BbinonHeHnAa ceomx 3agay v dyHKUMA OTOen no nopyyeHuio PeKkTopa v Mo
COrnlacoBaHUIO C HWM B3aUMOMEWNCTBYeT CO BCEMW CTPYKTYPHbIMW  MoApasfesieHnAMU
YHuBepcuteTa, GUsnYeckrMm 1 I0pUANYECKUMA NIMLAMK1, OpraHaMy rocy4apCTBEHHON BacTy U1
MeCTHOIro camoyrnpaB/ieHus.

6.2. HavanbHuk OTgena npepctaBnAet OToen BO B3aUMMOOTHOLIEHWMAX C  OpYrUMM
CTPYKTYpHbIMM Mofpa3sfenieHnAMM YHuBepcuteTa, OU3MYECKUMU WU I0PUOUYECKUMA NULIAMMU,
opraHamu rocyapcTBeHHOW B1acTu Y MeCTHOro CaMOoyrpaBeHus.

6.3. Ooctyn Kk gokyMeHTam Otgena uMeloT PeKTop, YrNosHOMOYeHHbIe UM LA, a TaKKe
MHble NLla B COOTBETCTBUM C 3aKoHoAaTeNbcTBoM Poccuiickon Oefepaumu.



