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1. YrBepaute IlonoxkeHune o [enapraMeHTe YIpaBlIEHWs JellaMd M KaJapoB
(eiepabHOTO TOCYIapCTBEHHOTO aBTOHOMHOIO 00OpPa30BaTEIBHOIO YUPEKIEHHs BBHICILIETO
obpazoBanus «CamMapcKuil rocy1apCTBEHHbIN 3KOHOMUYECKHUI YHUBEPCUTET».

2. VYrBepauts [lonoxenue o6 otzesne no o6CIyKUBaHUIO COTPY/AHUKOB J€IapTaMEHTa
yrnpaBieHus JejaMd M KagpoB (eaepalbHOr0 TroCyJapCTBEHHOIO  aBTOHOMHOIO
00pa3zoBaTeNbHOTO yUYpeXAeHUs Bbicliero obpazoBaHus «CaMapCcKuil rocyaapcTBEHHBIH
9KOHOMHYECKUN YHUBEPCUTET».

3. VYrBepauthk Ilonoxkenue o CTyJeHYECKOM OTJele JenapTaMeHTa YIIpaBJeHHs
AeraMd W KaapoB (enepa’bHOro rocyJapcTBEHHOTO aBTOHOMHOIO 00pa3oBaTebHOIo
yupexeHus Bbicliero obpa3oBaHusi «CamMapcKuil TOCYJapCTBEHHBIH 3KOHOMHYECKHUH
YHUBEPCUTET».

4. Yrepauth [lonoxxenue o0 otaese AeIONpPOU3BOJCTBA M apXwBa JiernapTraMeHTa
yrnpaBleHUss OelaMH M KagpoB  (elepalbHOro0  roCyJapCTBEHHOrNO0  aBTOHOMHOTO
00pa30BaTENLHOrO YYpeKJIeHUs BbIciiero obpa3oBaHusi «CamMapcKui rocyaapCTBEHHBIH
9KOHOMHUYECKUH YHUBEPCUTET».

5. Vrepauts [lonoxenune 00 oTaerne MpOTHBOAEHCTBUS KOPPYILMH JeNapTaMeHTa
yrnpaBjieHUss JeJaMu M KaapoB  (elepalbHOr0  roCyJapCTBEHHOTO  aBTOHOMHOTO
00pa30BaTeIbHOrO yYpexaeHus BbIcmiero obOpa3oBaHus «CamMapcKuii IocynapCTBEHHBIH
SKOHOMMYECKUN YHUBEPCUTET».

6.Cunrars yrpaTuBmmmu cuiry npukassl ot 31.12.2019r. Ne 605-OB, ot 10.03.2020r.
Ne 156-OB, ot 01.04.2022r. Ne 206-OB, ot 11.04.2022r. Ne 234-OB.
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MMHHUCTEPCTBO HAYKH U BBICILIETO YTBEPXJIEHO

obpaszoBanus Poccuiickoii ®enepaunu [IPUKA30M pEeKTOpa
(benepanbHOE rocy1apCTBEHHOE ABTOHOMHOE OI'AOY BO «CI'9Y»
o0pa3oBaTelibHOE YUpexkKIeHHE ot «// »litis ceéf2024r. NolA3-OB

BbICLIEr0 00pa30BaHuA
«CamapckuH rocy1apcTrBeHHbIN
IKOHOMHYECKHH YHUBEpPCHTET»

MMOJIOXKEHUE
00 oTaesie Mo 00CyKHBAHHIO COTPYIHHKOB
AenapTaMeHTa yNpaBJ/ieHHs JeJIaMH H KaJipoB

L. O6mue nonoxeHust
1.1.0tnen no o6CIy)KUBaHUIO COTPYAHUKOB SIBJISIETCS CTPYKTYPHBIM TOJIpa3ieieHuEM
JierapTaMeHTa  yrpaBlieHus jgenamu W Kanapos (mamee — Otgmen) denepaibHOro
roCyIapCTBEHHOTO0 aBTOHOMHOIO 00pa3oBaTeIbHOrO YYpPEXKJIEHHUs! BbICLIEro oOpa3oBaHMs
«Camapckuil rocy1apcTBEHHBINA 3KOHOMUYECKHI YHUBEPCUTET» (J1anee - Y HUBEPCUTET).
1.2.01pen co3naercs ¥ IUKBUIUPYETCS IPUKA30M pEeKTOpa Y HUBEPCUTETA.
1.3.0Ten noauMHseTCss HENOCPEJCTBEHHO MTUPEKTOpYy JAelapTaMeHTa YyIpaBJIeHHs
JIeJIaMH U KaJIpOB.
1.4.0Tnen Bo3riaBisieT HavyaJlbHUK, Ha3HAYaeMbId Ha JIOJDKHOCTH IPUKA30M PEKTOpa
YHUBepcUTETa IO MPEACTaBICHUIO IUPEKTOpa JAernapTaMeHTa YIpaBlIeHUs JelaMH U
KaJpOB, COTJIACOBAHHOMY C IIPOPEKTOPOM I10 aIMUHUCTPAaTUBHOMN padore.
1.5.Paboruuxu Ot1ena Ha3HAYAKOTCS Ha JOJKHOCTH U OCBOOOK1aIOTCA OT AOJIKHOCTEN
NpUKa30M peKTopa YHHUBEpCHTETa IO [MpeJCTaBIeHHIO AUpPEKTOpa JernapTaMeHTa
YIpaBJIeHUs JeJlaMH U KaJpoB, COTJIACOBAHHOMY C IIPOPEKTOPOM I10 aJMHHHCTPATUBHOM
pabore.
1.6.B cBoeit nestensHocTH OT/IEN PYKOBOJICTBYETCS:
- TpPYyIOBBIM 3akoHogatenscTBoM P®, 3akoHomarensctBoM P® o  conmanbHOM
obecriedeHn, HOPMAaTUBHBEIMH ITPABOBBIMH aKTaMK B 00J1aCTH BbICIIEro 00pa30BaHus;
- MHCTPYKLHMEH 10 JEeJONPOU3BOJICTBY, TPeOOBAHUAMHU OpraHU3allMU JTOKYMEHT0000poTa,
HOPMAaTHBHBIMU MaTepHaliaMi B cepe 0hopMIIeHUs TPYIOBBIX OTHOIIEHH;
- YcraBoMm YHUBEPCHUTETA;
- IlpaBuiamMu BHYTpEHHEro TPYAOBOIO Paclopsijika, MHBIMH JIOKaJbHBIMH HOPMATHBHBIMH
aKkTaMu Y HUBEPCHUTETA;
- IPAKa3aMHU ¥ paclopsHKeHUsIMU peKTopa Y HUBEPCUTETA,
- pacnopspKeHUsIMHU IIPOPEKTOPOB B YaCTH, Kacaromencs pynkuui Ornena;
- PacHopsLKEHUAMH M yKa3aHUSAMHU MIPOPEKTOopa 110 aIMUHUCTPATUBHON padoTe, IMpPeKTOpa
JenapTaMeHTa yIpaBJIeHHs 1eJaMHi U KaJpoB;
- HacrosmMm llosoxeHuem.
I1.3apaum
K 3amauyam Otaena OTHOCHUTCS:
2.1.0cyuecTBIeHHE KaIpoOBOro obecrieueHust IMYHOTO cocTaBa Y HUBEPCUTETA,
2.2.0pranun3anus yuera KaJpos;
2.3.00ecrneuenre COOJIOJEHUST TPYAOBOro 3akoHojaTenbcTBa PD B jedTelbHOCTH
VHuBepcUTETa, B TOM YHCIIE COOJIIOJAEHMs NpaB, NMPeJOCTABICHHMs JbIOT W TrapaHTHH
paboTHHKaM U 00y4dalomMMcs: Y HUBEPCUTETA,




2.4.0prasu3alHOHHO-METOIMYECKOe  PYKOBOJICTBO, KOOpPAMHAIMA M KOHTPOJIb
JIeATEIEHOCTH CTPYKTYPHBIX MOZIpa3/ie/leHui Y HUBEPCUTETa 110 KaJpOBLIM BONPOCAM.

III. ®yuakuunu
K ¢ynkuusm Otaena OTHOCUTCS:

3.1) yuactue B pa3paboTKe KaJpOBOW MOJUTHKH U NIPOTPaMMe Pa3BUTHsl YHUBEPCUTETA,

3.2) ¢opmupoBaHue 60a3bl JaHHBIX O KOJHYECTBEHHOM COCTaBe Ka/IpoB;

3.3) noxbop (orbop) pabOTHUKOB COBMECTHO C PYKOBOJMTEISIMU 3aWHTEPECOBAHHBIX
CTPYKTYPHBIX TOJIpa3/elieHHii ¥ BHECEHHE COOTBETCTBYIOIIMX IpPEUIOKeHHH 00 KX
Ha3HaYeHHH Ha JOJDKHOCTH;

3.4) nmamnexamee OoQOpPMIEHHE TIpHeMa, IepeBOJOB, YBOJbHEHHs pPaOOTHUKOB B
COOTBETCTBHH C TPYAOBBIM 3aKOHOAATEIbCTBOM PD;

3.5) y4eT IUYHOro cocraBa pabOTHHKOB,

3.6) yder, BeleHHe, BHECEHHME 3alMcei, XpaHeHHWE W BblJa4a TPYIOBBIX KHUXKEK,
nyOMMKATOB M BKJIAJbIIe K HUM, (OpPMUpOBaHME B 3JIEKTPOHHOM BHJIE OCHOBHOM
vHGOpPMALIMK O TPYAOBOM AEATENHHOCTH M TPYAOBOM CTaXe KakKJ0ro paboTHHKa (nanee -
CBeJICHHUS O TPYAOBOM JESATEIBHOCTH);

3.7) BeJeHHUE YCTAHOBJIEHHON NOKYMEHTALMH I10 KaJpaMm;

3.8) mpoBepka Ha COOTBETCTBHE TPYAOBOMY 3aKOHOJATeNbCTBY P® JOKyMEHTOB I10
IpUBJICYEHHIO PaOOTHHKOB YHHBEPCHTETA K AUCLUIUTMHAPHOW OTBETCTBEHHOCTH,

3.9) meromuueckoe # HH(MOpMALHOHHOE obecrneyeHHe arrecTallii pPabOTHUKOB
YHUBEPCUTETA, y4aCTHE B aHAJIN3€ PEe3yJIbTATOB aTTeCTallUu;

3.10) peructpauusi, y4eT, XpaHeHHe M Iiepe/laya B COOTBETCTBYIOIIME CTPYKTYpHBIE
MoIpa3ie/ieH s IPUKa30B PeKTOopa 10 JIMYHOMY COCTaBy COTPYIHHUKOB;

3.11) BeIava cripaBok 0 paboTe B yHUBEPCUTETE 10 3anpocy pabOTHUKOB;

3.12) coctaBnenre rpadUKoOB OTIYCKOB, OGMOPMIEHHE €XEeroAHbIX OTIIYCKOB B
COOTBETCTBHH C YTBEPIKIACHHBIMU IpapUKaMH;

3.13) yyacTHe COBMECTHO CO CTPYKTYPHBIMH TIOApa3/e/ieHUsIMH YHHMBEPCUTETA B
MMOJATOTOBKE MaTEePUAJIOB JIJIsl IPeICTaBIeHUs] paOOTHHUKOB K [IOOLIPEHUAM U HarpaXKJIeHUsAM;

3.14) coctaBiieHHe CIUCKOB MPOdeccopCKO-MpernoaBaTeslbCKoro cocTana, rmouiexariux
KOHKYPCHOMY OTOOPY/TIPOX0K/I€HHIO BHIOOPOB B CBSI3M C MCTEYEHHEM CPOKa TPYJIOBOIO
JOTOBOPA;

3.15) Benenue JIMYHBIX nen pabOTHHKOB, KOHTPOJIbHBIX CITUCKOB
poheCcCOpPCKO-TpernoaaBaTe/IbcKoro cocTana;

3.16) pabota B nporpamme 1C YnpaBneHueckuii ydet: 3apiuiata U KaJiphl,

3.17) obecrieuenre COXpaHHOCTH MEPCOHATBHBIX IaHHBIX PaOOTHUKOB, 00pabaThIBaeMBbIX
B Otnene;

3.18) moAroToBKa JOKYMEHTOB K apXMBHOMY XPaHEHHIO,

3.19) npenocraBienne  uHGOpMalUMK, OTHOcsleidcs Kk  komnereHuuu  Otxena,
CouunansHomy @onny PO;

3.20) cBoeBpeMeHHasi MOANOTOBKA U COCTABJIEHHE OTYETOB I10 KaJIpOBBIM BOIIPOCAM;

3.21) noaroroBka HEOOXOJMMBIX CBEAEHWH, B TOM YHUCJIE€ CTAaTHCTHYECKHX, IS
MuHHCTEPCTBA HAYKH U BbIcIIero odpazoBanus Poccuiickoit Penepanuu;

3.22) mOArOTOBKA OTBETOB HAa 3aMpochl CTOPOHHMX OpraHu3alui B Ipejenax
KOMITeTeHIuU paboTel OTena;

3.23) xpaHeHHe Ha YCTAHOBJIEHHBI CPOK OPMIMHAJIOB M CKAaH-KOMHH TMPHKa30B IO
JIMYHOMY COCTaBY COTPYAHHKOB,;



3.25) KOHCYJIBTHpPOBaHME IO BOIIPOCAM, BXOISIIMM B KoMreTeHIuio OTena.

IV. lIpaBa u o6s13aHHOCTH

4.1. Otmen uMeeT NpaBo:

4.1.1) B3auMOJIEHCTBOBATh CO CTPYKTYPHBIMHU IOJpa3JeIeHUsIMH YHHUBEpCUTETa IO
BONPOCaM IPOBEPKH HCIOJIHEHUS JOKYMEHTOB M TMPEJOCTaBIEHUs] HeOoOXOIUMOit
uHpopMaIuu 1Mo paboTHHKAM;

4.1.2) TpeboBaTh OT HCHOJHUTENEH A0pPabOTKH JOKYMEHTOB, IOATOTOBICHHBIX C
HapylIeHUEeM YCTaHOBJICHHBIX TPeOOBaHMI UX COCTABJICHUS U OPOPMIICHHUS,

4.1.3)3anpammBarek U MOJy4yaThb OT 3aBeAyIOIIMX Kadeap U PYKOBOAUTENEH Bcex
CTPYKTYPHBIX MoJipa3jiefeHrii HeoOX0 UMy HHpOpMaLMIO (3asiBlIeHHs, 0OBICHUTEIbHBIE
3aIMCKHU U Ap.) AJIs OCYLIEeCTBIeHus AestenbHocTr OTnena;

4.1.4) KOHTpOIUPOBATh  COCTOSIHWE  TPYJAOBOM  JAMCIHMIUIMHBI B  CTPYKTYPHBIX
noJipa3/ieIeHUsIX Y HUBEPCUTETa;

4.1.5)ycTaHaBnMBaTh CPOKH PYKOBOJAMTENSAM CTPYKTYPHBIX TMOApa3lelieHud |
KOHTPOJIUPOBATH BBINIOJHEHUE UMU TIPEbSIBICHHBIX TPeOOBaHHIA,

4.2. Otpnen o6s13aH:

4.2.1) peanu3oBbIBaTh KaJApOBYIO TIOJMTUKY YHHBEPCHTETa IIyTeM HaJUIeXKAIEro
odopMIIeHHUs TPYAOBBIX OTHOIICHHIA,

4.2.2)B pamMkax CBOeH KoMIeTeHUHH obecreynBarth coOmoaeHne TpeOoBaHUM
TpyA0BOro 3akoHoaarenbcTBa PD, 3akoHOAaTEIBCTBA O COLMATIBHOM 00€eCIIeYeHUH;

4.2.3) obecrieynBaTh COXPAHHOCTh JOKYMEHTOB, COJIEPIKAIIUX MEePCOHATbHbBIE NaHHBIE
pabOTHHUKOB,

4.2.4) obecnieunBaTh peXUM KOH(PUIEHIMATBHOCTH HHGMOPMAIUH, COJepIKallen
[epCcOoHaJIbHBbIE JaHHble pabOTHUKOB, OOYHYaIOIIMXCS U TPEThUX JIMLI, CTaBIIeH HW3BECTHOMN
pabotHukam OT/iena B CBSI3U C UCTIOJIHEHUEM UMM CBOMX JODKHOCTHBIX 00sS3aHHOCTEIH;

4.3. Pabotnuku Ortpena npu oQopMIIEHMM KagpoBOH JOKYMEHTAaLUHU OOs3aHBbI
MCXOJIUTh TOJBKO M3 O(PUIMAIBHO MOJIyYeHHBIX JaHHBIX U MaTEePHAJIOB.

V. BzaumooTHomenus (cayxebHble CBS3H)

Jlns BblnosHEHUsT (QYHKUMH M pealu3aluy Npas, MPeLyCMOTPEHHBIX HACTOSIIMM
[Tonoxxenuem, Otxaen B3aMMOJEHCTBYET CO BCEeMH CTPYKTYPHBIMU IOJpa3/ieleHUsIMU
YHUBEPCHUTETA 110 BOIPOCaM, HEOOXOIUMBIM JIsl BBITTOJIHEHUsT OTAeIOM CBOUX (YHKIIHH.

VI. OTBeTcTBEHHOCTH

6.1. OTBeTCTBEHHOCTh 3a HEWCIIOJIHEHHE M HEeHaJylexallee MCIONHEeHHe (QYHKIHIA,
BO3JIOXKEHHBIX B COOTBETCTBMM ¢ HacrosumuMm [lonoxxenuemM Ha Otaen, a Takxke 3a
coOuo/ieHne pexuma KOH(UIAEHIMAIbHOCTH HMH(OpPMalLMU, COAepiKalled MepCOHaIbHbIE
JaHHble, HapyllleHHe TpeOOBaHWW XpaHEHUs IMEPCOHATbHBIX JaHHBIX, HECET HadajlbHHUK
Otnena.

6.2. OrBercTBeHHOCTh paboTHHKOB OTjiesla yCTaHABIMUBAeTC WX TPYIOBBIMHU
JOTOBOPaMH U JOJDKHOCTHBIMH HHCTPYKIMSIMU B COOTBETCTBHH 3aKOHOAATEILCTBOM PD.

PA3PABOTAHO:
JlupexTop aenapraMeHTa yrnpaBleHuUs JeJaMi U KaJpoB ;Z/—O.H.HOMOBHL[KM



