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MUWHUCTEPCTBO HAYKH U BBICLLETO OBPA30BAHUS POCCUUCKOMN
®EJIEPALIUU
DenepanbHOE rocyapcTBeHHOE O10IIKETHOE 00pa3oBaTe/IbHOE YUPEKACHHUE
BbicLIEro 00pa3oBaHus «MOCKOBCKHH rocy1apCTBEHHbIH YHUBEPCUTET TEXHOJIOTHH
u ynpaeieHus umenu K.I'. PazymoBckoro (IlepBbii ka3ayui yHUBEPCUTET)»
(®I'bOY BO «MI'VTVY um. K.I'. Pazymorckoro (ITKV)»)
M JIuneukui Ka3auuii HHCTUTYT TEXHOJIOTHH W yrpaBiieHus (puianan) dpeaepaibHOro
roCy/1apCTBEHHOTO OHOIKETHOrO 00Pa30BATEIbHOIO YUPEXKAEHHUS BBICILETO
00pazoBaHusi «MOCKOBCKHMH rocy1apCTBEHHBIH YHUBEPCUTET TEXHOIOTHI H
ynpaenenust Menu K.I'. PazymoBckoro (IlepBblii ka3aunii yHHBEPCUTET)»
(JIKUTwY (bunuan) ®I'EOY BO «MI'YTY um. K.I'. Pazymosckoro (ITKY)»

[TOJIOXKEHHUE Ob OT/JIEJIE KAJIPOB

1. OBIIUE NNOJOKEHUA

1.1. Otgen kaapoB SIBASIETCS CAMOCTOSTENBHBIM CTPYKTYPHBIM IOApa3AeIeHUEM
JIMImeukoro Ka3aybero HHCTUTYTA TEXHOJOTHH U ynpaBieHus (¢unuan) dpenepaibHOro
roCyIapCTBEHHOTO  OIODKETHOro  00pa30BaTENbHOIO  YYPEXIAEHHS  BBICILErO
obOpa3zoBaHusi «MOCKOBCKMH T'OCYJapCTBEHHBI YHMBEPCUTET TEXHOJIOTHH H
ynpasinenus umenud K.I'. Pasymosckoro (IlepBblii kazauuii yHMBEPCHUTET)» (Hajiee —
HMHCTUTYT).

1.2. Otnen kaapoB MOAUUHSETCS HETIOCPEACTBEHHO JUPEKTOPY HMHCTUTYTA.

1.3. OTmen kaapoB BO3IIABISAET CIIELUANUCT M0 KaJpaM, Ha3HauYaeMblid Ha
IOJDKHOCTB NPUKA30M peKTopa yHuBepcuTeTa. OCBOOOXKAEHHE OT HOKHOCTH
CHELUaTUCTa 10 KaJpaM ITPOU3BOAUTCS IPUKA30M PEKTOpa YHUBEPCUTETA.

2. 3AJJAYHN

2.1. ®opMupoOBaHUE KaJPOBOIO COCTaBa MHCTHTYTa KaJpaMu TpeOyeMbIX
npodeccuil, crielnanbHOCTeN U KBATU(DUKALUHA B COOTBETCTBUH C LIEJISIMH,

cTparerveit ¥ mpopuieM HHCTUTYTa, U3MEHSIOUIMMUCS BHELIHAMH U BHY TPEHHUMH
YCJIOBHSIMU €T0 JIeTEeIbHOCTH.

2.2. TTon6op, oTOOp ¥ pacCTaHOBKA KaApOB COBMECTHO C PyKOBOJIUTEISIMU
nojapa3saeJeHnii HHCTUTYTa HAa OCHOBE OLEHKH UX KBaTM(UKALKH, JTHIHBIX U
NIeJIOBBIX Ka4yeCTB.

2.3. CoxpaHeHue KOHMOUIEGHLIMAIbHOCTU CBEICHUH, CONEPKALINUXCS B JIMYHBIX Aeax
pabOTHUKOB HHCTUTYTA, JOKYMEHTAX KaJpOBOM CIIyKOBI.
2.4. BeinoHeHHEe yKa3aHU U IOPYYEHUN pyKOBOJACTBA HHCTUTYTA.

3. CTPYKTYPA
3.1. CTpykTypy M LITaThl OTAENa KaApOB yTBEPXKAAaeT JUPEKTOP HHCTUTYTA I10
MIPe/ICTaBICHUIO CIIELUMAINCTA 110 KaJpaMm.

3.2. B cocTaB oTzena KaapoB MOTYT BXOAUTh MOApa3AeIeHHs 110 IPUEMY,
YBOJIbHEHHIO, YUeTY, 110 paboTe ¢ mpoheccopcKo-NpenogaBaTebCKUM COCTaBOM,
NpernoJaBaTeIbCKUM COCTaBOM, COTPYIHHUKAMH, CTyA€HTaMH H T.[.



MUHHUCTEPCTBO HAYKH M BBICILIETO OBPA30BAHUS POCCUUCKOMN
OENEPALIUU
denepanbHoe rocy1apcTBeHHOE O1OIKEeTHOE 00pa30BaTEIbHOE YUPEXkKIEHHE
Bbicuiero obpazoBaHus «MOCKOBCKHI rocy1apCTBEHHbIH YHUBEPCUTET TEXHOJIOIMH
u ynipasnenus uMenu K.I'. PazymoBckoro (IlepBpii kazaunii yHUBEPCHUTET)»
(®I'bOY BO «MI'VTVY um. K.I'. Pazymosckoro (ITIKVY)»)
M JluneLKui Ka3auuii MHCTUTYT TEXHOJIOTHH W yripaBieHus (punuan) penepaibHOro
roCyapCTBEHHOr0 OHOKETHOr0 00pa30BaTEIbHOIO YUPEKIAECHHS BbICILErO
obpa3zoBaHus «MOCKOBCKHH rocy1apCTBEHHbIH YHUBEPCUTET TEXHOJIOIHH U
ynpaeienus umeHu K.I'. PasymoBckoro (IlepBeif kazaunii yHUBEPCHTET)»
(JIKUTuV (dpuauan) ®I'BOY BO «MI'YTY um. K.I'. Pasymosckoro (ITKY)»

[TOJIOX)KEHHUE OB OTAEJIE KAJPOB

4. ®YHKIIMHN

4.1. (DOpMI/IPOBaHI/Ie U BEOACHUC 0aHKa JAaHHBIX O KOJJMYECTBEHHOM U KaYeCTBEHHOM
COCTaBE KallpoB.

4.2. OGecrieyeHre (COBMECTHO C PYKOBOIUTENSIMU MOAPA3eIEHUHA HHCTUTYTA)
npreMa, pa3MeLICHUs U paCCTaHOBKU MOJIOJBIX CIELUAIIUCTOB B COOTBETCTBHUH C
IMOJIy4eHHOU B yueOHOM 3aBelleHUHU NPOQECCUeN U CIIEUaIbHOCTBIO.

4.3. CoeBpeMeHHOEe OpopMIIeHHE TIpHeMa, epeBoia U yBOJIbHEHHs PAOOTHUKOB B
COOTBETCTBUH C TPYIOBBIM 3aKOHO/1aTEIBCTBOM, MOJIOKEHUAMU, HHCTPYKLHSIMH,
PacCIIOpsHKEHUSIMH U TIPHKA3aM# PEKTOpa YHUBEPCUTETa U JUPEKTOPa HHCTHTYTA.

4.4. Y4eT ITUYHOro cocTaBa UHCTUTYTA.

4.5. Bplgada cripaBoOK O HAaCTOSLLEH U MTPOLLUION TPYIOBOM AEATENBHOCTH
pabOTHUKOB.

4.6. XpaHeHHWe U 3aMoJHEHHE TPYIOBBIX KHIKEK U BeJleHHe yCTaHOBIEHHOM
JNOKYMEHTALMHU [10 KaJIpaM.

4.7. TloaroroBka MaTepuaia JJisl NpeacTaBIeHUs NnepcoHaia K NOOUIPECHHUAM U
HarpaxxJacHusaM.

4.8. TlogroroBka JOKYMEHTOB I10 IEHCUOHHOMY CTPaXxOBaHMIO, a TAKXKe
JIOKYMEHTOB, HEOOXOAUMBIX JJIsi Ha3HAYEeHUs IEHCUH pabOTHUKaM WHCTUTYTA.
4.9. CoctaBnenue rpaukoB OTITYCKOB.

4.10. CocraBieHue 1 BeJIcHHe YCTAaHOBJIEHHON OTYETHOCTH I10 YYETY JIMYHOTO
COCTaBa UHCTUTYTA.

4.11. ®opMupoBaHKe U BeleHHE JTUYHBIX Jie] paOOTHUKOB, BHECEHHE B HUX
U3MeHEeHUH, CBSI3aHHBIX C TPYAOBOH IeATEIbHOCTBIO.

4.12. 3al'IOJ'[HeHI/Ie, YUYE€T U XpaHCHHE TPYAOBBIX KHUKEK; ITOACYET TPYAOBOTO CTAXKA.

4.13. BHeceHue B Tpy1OBble KHUXKKHU CBEICHUM O IOOLIPEHHUAX U HArpaXJICHUsIX
paboTarouux.

4.14. HOILFOTOBK& JOKYMEHTOB 110 UCTECYCHHUH YCTAHOBJIEHHBIX CPOKOB TEKYLICTO
XpaHCHHS K CAaY€ Ha XPaHCHHUE B apXHB.



MHWHUCTEPCTBO HAVKHU U BBICILIETO OBPA30OBAHUS POCCUMCKOH
OEJIEPALIUHU
DenepanbHOE rocygapcTBeHHoe 61o1keTHOe 06pa3oBaTesIbHOE yUpexIeHHe

BbICLLIEro 0OpazoBaHus « MOCKOBCKHI rocy1apCTBEHHbIH YHUBEPCUTET TEXHOJIOTHH

u ynpasinenus umenu K.I'. PasymoBckoro (I1epBblii ka3aunid yHUBEPCUTET)»
(®I'bOY BO «MI'YTV um. K.I'. Pazymosckoro (ITKVY)»)

JIMneuKri Ka3aunii UHCTHTYT TEXHOJIOTHH U yripaBieHus (puiauran) geaepaibHOro
rocy/1apCTBEHHOr0 OFOIKETHOrO 00pa30BaTENbHOIO YUPEKACHHS BbICILETO
obpazoBaHus «MOCKOBCKHH roCyAapCTBEHHbIH YHUBEPCUTET TEXHOJIOTHH U
ynpasnenus umenn K.I'. Pazymockoro (I1epBblit kazauuii yHUBEPCHUTET )»

(JIKUTuY (dunman) ®I'OY BO «MI'VTY um. K.I'. Pazymosckoro (ITKY )»

[TOJIOXKEHHUE Ob OTJEJIE KAJJPOB

4.15. Benenue BOMHCKOT0 yuyeTa paOOTHUKOB HHCTUTYTA.

5. IPABA
Cnenyanuct 1o Kaapam UMeeT MpaBo:

5.1. KoHTposimpoBaTh COCTOSIHUE TPYIOBOU TUCLMIUIMHBI B IIOAPA3IEIEHUAX
WHCTUTYTA U COOMOAeHHe pabOTHUKAMU MTPaBUJl BHYTPEHHETO TPYAOBOIO
pacnopsijika.

5.2. TpeboBaTe OT nojipa3/ieJiEeHU UHCTUTYTA NIPEAOCTABIIEHUS CIIPABOK, JaHHBIX,
OTYETOB, HHON HH(POPMALIMH, HEOOXOTUMBIX AJISl OCYILECTBIEHUS OTIEJIOM CBOEH
NesITeIIbHOCTH.

5.3. I[aBaTb YKa3zaHuA NoApa3ae/ICHUsAM HHCTUTYTA 110 BOIIPpOCaM, OTHECEHHBIM K
B€ICHHUIO OTACIa KaapoOB.

5.4. BHOCUTB NpeaioKeHUsl pyKOBOAUTEIISAM MMOAPA3ACIICHUN 110 YTy YIIEHHIO
KaJIpOBOH pabOTHI B UHCTUTYTE.

5.5. KoHTpoMpoBaTh UCTIONTHEHHE PYKOBOAUTENSIMU MOApa3AeIeHUM
3aKOHO/IaTeIbHBIX aKTOB U MTOCTAHOBJICHHUH MPaBUTEIbCTBA, IOCTAHOBJIECHHUH,
MPUKA30B U PACTIOPSHKEHUM TUPEKTOpa MHCTUTYTA IO BOIIPOCAM KaJpPOBOH MOJTUTHKH
¥ paboThI C MEPCOHATIOM.

5.6. KorTponuposars cobitoieHre MpaBuil TPYAOYCTPOUCTBA, YBOJBHEHHS,
nepeoOyUYeHHsi BLICBOOOKIAIOIIMXCSl paOOTHUKOB, IPEAOCTABIEHHS UM
YCTQHOBJIEHHBIX JIbI'OT X KOMIT€HCALUH.

6. OTBETCTBEHHOCTbD

6.1. CrieumayiucT 1o KaJpaM HECET OTBECTCTBEHHOCTD 34 J_IO6pOCOBeCTHOC H
CBOCBPEMEHHOC BBIIIOJIHEHHUE (byHKI.IHﬁ, BO3JIOKEHHBIX Ha OTACII.

6.2. Ha cienmanucTa o KkaapaM Bo3jaraeTcsi OTBETCTBEHHOCTH 3a COOIOIeHHE
JIEUCTBYIOILIEr0 3aKOHO/IaTeIbCTBA, BHITIOJIHEHHE MPUKA30B U YKa3aHUH! AUPEKTOpa
MHCTHUTYTa, IPEJOCTaBICHUE JOCTOBEPHON NHPopMaluu o paboTe oTaena.



MUHHUCTEPCTBO HAYKH U BbICLLIEI'O OBPA30OBAHWS POCCUMCKOW
®EJIEPALIVU
DenepanbHOE rocy1apCcTBEHHOE OOKETHOE 00pa30BaTE/IbHOE YUPEKIAEHHE
BbiclIero o6pa3oBaHus « MOCKOBCKUH rocy1apCTBEHHbIH YHUBEPCHUTET TEXHOIOTUH
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roCyaapcTBEHHOTO OFOIKETHOrO 00pa30BaTEIbHOrO YYPEIKAEHHS BBICILETO
obpa3oBaHus « MOCKOBCKHH rOCY1apCTBEHHbIH YHUBEPCUTET TEXHOJIOIMH U
ynpaneHus umenn K.I'. Pazymosckoro (IlepBblit ka3aunii yHHBEPCHUTET)»
(JIKUTuY (dunuan) ®IBOY BO «MI'YTY um. K.I'. Pazymosckoro (ITKY)»

[MOJIOXKEHHUE Ob OTAEJIE KAJIPOB

6.3. PaboTHUKY OTIENIa KaAPOB HECYT OTBETCTBEHHOCTD B MOPsAKE U 00beMeE,
YCTAaHOBJIEHHBIX COOTBETCTBYIOILMMHU JOJDKHOCTHBIMA MHCTPYKLIMSAMHU.

7. CJOYXKEBHOE B3AUMOJIEACTBUE
7.1. Co BceMH OTAeJIaMH U NOAPAa3Je/IeHHAMH HHCTHTYTA 1O 60npocam
NONYYEHUSA:

-3alaH1# O KOMIIJIEKTOBAHUIO KaJpaMi paboduX U CIelUaIUCTOB TPeOyeMbIX
npodeccHid, CrieliabHOCTER U KBaTU(PUKALIUH

-TpeII0KeHHH Mo GopMUpPOBaHUIO rpadrKa OTIIYCKOB
-XapaKTEPUCTUK Ha COTPYJHUKOB OTIENA

-yH(pOPMAIMK O HapyIIeHHH pabOTHUKAMHU MOAPa3eeH s TPy I10BOM NUCIMIUIUHBI,
TNIPaBHJI BHYTPEHHETO TPYIOBOI'0 pacropsiKa

-00BICHUTENBHBIX 3alIMCOK OT HapyLUUTEeNeH TPy AOBOH IUCLHUIIIIMHEI, TTPaBUIl
BHYTPEHHETO TPYAOBOI0 pacnopsiika

Ilo sonpocam npedcmasnenus:

-rpadukKa OTIyCKOB

-KOIK NPUKA30B O NPUEMe, epeMelleHNH, TIePeBOie, YBOJIbHEHHH PaOOTHUKOB
-KOTIMH MPHUKA30B O MOOLUPEHUH U HArpaXJIeHHH

-KOIIUH TIPUKA30B O HAJIOKEHUH TUCLIUITIIMHAPHBIX B3bICKAHUH.

7.2. C dyxrajarepuen no eonpocam noayueHus:

-IIOKYMEHTOB O 3apaboTHOH miaTe pabOTHUKOB A7 0(OPMIIEHHUs TIEHCHH, BbIIa4n
COOTBETCTBYIOIIUX CIPABOK

-YTBEPKJEHHOI'O LUTATHOI'O paclyuCcCaHus
-TIOJIOKEHUH O MPeMUPOBaHUH PaOOTHUKOB
~-HOPMATUBOB I10 TPYLY

-IaHHBIX y4eTa rnokasarejae 1o Tpyay
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OENEPALIUU
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v ynpasieHus umeHu K.I'. PazymoBckoro (IlepBbiii ka3auuii yHUBEPCHUTET)»
(®I'BOY BO «MI'YTVY um. K.I'. Pazymosckoro (ITIKY)»)

Jluneuxuit ka3auuii KHCTUTYT TEXHOJIOTMH U yripaBieHus (duinain) genepaibHOro
rocyapcTBEHHOIrO OHOKETHOT0 06pa30BaTEIbHOIO YUPEKAECHHUS BbICLLETO
o6pazoBaHusi «MOCKOBCKMH rocy1apCTBEHHbIM YHUBEPCUTET TEXHOJIOIUH U
ynpaenaenus uMenu K.I'. PazymoBckoro (IlepBblit ka3aunii yHUBEPCHUTET)»

(JIKUTnY (¢punuan) ®I'bOY BO «MI'YTY um. K.I'. Pazymosckoro (ITIKY )»

[TOJIOJKEHHE Ob OTJEJIE KAJIPOB

-CBeJICHUH O MPaBUIBHOCTH YCTAHOBIIEHUs HAUMEHOBaHUHN npodeccuii u
NOJKHOCTEH, MPUMeHEeHHs Tapu(DHBIX CTABOK U PaCLieHOK, TOJKHOCTHBIX OKJIAal0B,
Jomniar, HaaoaBoK U K03 (GUIIMEHTOB K 3apabOTHOMN I1aTe

I1o eonpocam npedcmasnenus.
-Tabenst yuera paboyero BpeMeHu!

-KOIMHM IIPHUKa30B O IpUEME, IEPEMECIICHHHU, NEPEBOAE, YBOJIbHECHUH pa60THI/IKOB
HHCTUTYTa

-IIPOCKTOB IIPHUKA30B O IIpHUEME, NEPEMELLICHUH, TTEPEBOJIE, YBOJIBHCHHHU MAaTECPHAJIbHO
OTBE€TCTBCHHBIX JIMI]

-rpaduka OTIyCKOB
-00JILHUYHBIX JIUCTOB

-KOMUM MPUKA30B O MAaTePUAIIbHOM IOOLIPEHUN

8. JIucT corracoBauus

HomxHocTh Hoanucs/PaMuIns
PaspaGoran Cneunaanct mo | U o -~ H.M. JlonmaToBa
Kajapam

Coraacosag 3am. ampekTopa f/tz}{ B.H. SIxyHunHa
no YP C 7




