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YIPABJIEHUS TIPABOBOI'O U KAIPOBOI'O OBECIIEYEHMUM S

CBIKTBIBKapCKOro JIECHOTO HHCTHUTYTA ((rinaa)
(beepabHOro rocyAapcTBEHHOro 610/ KETHOro 00pa30BaTeILHOrO
y4peXXIeHHsl BbICLIEro 00pa30BaHUs
«Cankr-ITeTepOyprckuii rocy1apCTBeHHBIN JIECOTEXHUYECKHH YHHBEPCHTET
umenu C.M. Kuposay» (CJIN)



1. OBIIIKE ITOJIOKEHMUS

1.1. Otmen xazmpoB (nanee — OTAeN) BXOAHT B CTPYKTYpPY YIpaBiE€HHS IIPaBOBOrO H
KanpoBoro obecrneyenus (nanee ynpasneHue) ChIKTHIBKAPCKOTO JIECHOrO0 MHCTHTYTA ((puiuana)
(enepanbHOro rocynapcTBEHHOro GIODKETHOrO 00pa30BaTeNLHOIO YYpEXKIACHHS BHICIIErO
obpazoBanus «Caukt-IleTrepOyprekuii rocy1apcTBeHHBIH JIECOTEXHHYECKHH YHHBEPCHTET HMECHH
C.M. KupoBa» (nanee HHCTHTYT).

1.2. Otaen co3nan Ha OCHOBaHHM NpHKa3a JUPEKTOpa HHCTHTYTa oT 27 aekabps 2007 roaa
Ne 288/0.

1.3. CTpykTypy M mTaT OTAeNa YTBEpKIacT (elepalbHOe rocyaapCTBEHHOE GHOKETHOE
oOpa3oBarenbHOE y4pexIeHue BBICIIIETO obpa3zoBaHus «Cankr-ITerepOyprekmii
roCyJapCTBEHHBIH JiecoTeXHH4YecKH# yHuBepcuTeT uMeHd C.M. Kuposa» (nanee yHuBepcHTeT).

1.4.B cBoeil neATeNbHOCTH OTAEN MOJYHHAETCS HA4YAIBHHKY YIpPABICHHS MPABOBOTO H
KaJIpoBOro obecrneyeHus.

PyKoBOZACTBO OTZE/NIOM OCYLIECTBIAET HAYaJbHHK OT/AENA, KOTOPHIA HAa3HAyYaeTcs H
0cBOOOJKIaeTCA OT 3aHMMAEMOH JIOJDKHOCTH INPHKA30M JHPEKTOpa HHCTHTYTA B COOTBETCTBHH C
JEHCTBYIOIIMM 3aKoHOaTebcTBOM Poccuiickoit @enepanun.

PaGotaukH oT/ea Ha3HAYAIOTCA H OCBOOOKAAIOTCA OT JO/DKHOCTH Ha OCHOBAHHMH PELIEHHS
JUPEKTOpa MHCTHTYTA 110 MPEACTABJICHHIO HAYaJIbHHKA OTJENla H COIIACOBAHHIO HAYaIbHHKA
yIIpaBJI€HHs PABOBOTO H KaJApOBOro obecneyeHus.

OGs3aHHOCTH, ITpaBa, OTBETCTBEHHOCTD, TPeOOBaHHSA K KBATH(HKALMH pabOTHHKOB OT/IENa
NPHUBEJICHEI B COOTBETCTBYIOLIHX JIOJDKHOCTHBIX HHCTPYKIIHSX.

1.5. Otnen B cBoeii pabore pykoBoactByercs: KoHctuTynmen Poccmiickoit ®enepanmmn,
Koncrurymmeit Pecny6mukun Kommu; denepanshbiMu  3akoHamu  Poccmiickoii  ®epepanum;
ykazamMu u pacnopsokeHHsMH [lpesunenta Poccuiickoit ®enepanuu; NOCTAHOBIEHHSAMH H
pacnopsuxkeHHsMH [IpaBuTenscTBa Poccuiickoii ®enepanuy, HOpMaTHBHBEIMH IPABOBEIMH AKTaMH
MpunncrepctBa oOpazoBanus W Hayku Poccmiickoif ®enepaiui, HOPMAaTHBHBIMH ITPABOBBIMH
akraMd MpununcrepctBa oOpasoBanus Pecnybnuku Komu, npukaszamMu W yKazaHHAMH
BBINIECTOSAIMX ~ OpPraHoB, YcCTaBOM  (EAepalbHOr0  IOCYJAapCTBEHHOTO  OIOKETHOrO
00pa3oBaTeIbHOrO YUYPEXICHUSA BeICIIEr0o  0oOpa3zoBaHHA «Cankr-IlerepOyprexuii
rocylapCTBEHHBIN JjecoTexHH4eckuil yHuBepcureT HMeHH C.M. Kuposa», Ilonoxenuem
CBIKTBIBKapCKOrO  JIECHOrO  HMHCTHTYTa ((punuana) (¢enepaJbHOr0  rocyJapcTBEHHOrO
OromkeTHOro 00pa3oBaTENbHOrO yupexaeHHs Beicmero obpasoBanus «Cankt-IlerepOyprekuii
rocylapcTBeHHBIH JiecoTexHHUeckuit yHuBepcuTeT HMeHH C.M. Kupopa», KOJUIEKTHBHBIM
noroBopoMm CJIM, mnpaBunamm BHyTpeHHero TpyaoBoro pacnopsaka CJIM, nokanbHBIMH
HOpPMAaTHBHBIMH aKTaMH, II0JIOXKEHHEM 00 ynpaBleHHH NpaBOBOr0 H KaJpoBOro obecredeHHs,
HACTOAIHM IOJI0KEHHEM.

2. 3AJIAYM OT/IEJIA

2.1. KommiekToBaHHE HMHCTHTYTa KaJpaMH B COOTBETCTBHH C LEJISAMH, CTpaTterHedl u
npoQuiIeM HHCTHTYTA, UMEIOIHMHCS BHEIIHHMH H BHYTPEHHHMH YCIIOBHSAMH €r0 JIEATEeILHOCTH,
¢dopmupoBanHe H BeJeHHE OaHKa JAaHHBIX O KOIMYECTBEHHOM M KAaYECTBEHHOM COCTaBE KaapoB,
UX Pa3BHTHH H JIBH)KCHHH.

2.2. PaspaboTka mnpe/UIOXKEHHH 10 COBEPIICHCTBOBAHHIO YIPABIEHHS B HHCTHTYTE,
HanpasJIeHHbIX Ha 3 deKTHBHOE HCNOJIB30BaHHE CIOCOOHOCTEH U MPO(ECCHOHATBHBIX HABLIKOB
pabOTHHKOB.

2.3. Opranusanus paboTel mo noadopy, oTbopy M pacCTaHOBKE KaJpoB HA OCHOBE HX
KBaTH(HKALMK, JHYHBIX M JEJIOBBIX KAuecTB, KOHTPOJb NPABHIBHOCTH HCHONB30BAHHS
pabOTHHKOB B MOJIpa3/ICICHUAX HHCTHTYTA.

2.4. BHelpeHHE COBPEMEHHBIX METOJOB YNPAaBICHHSA KaapaMH C HCIOJIb30BAHHEM
aBTOMATH3HPOBAHHBIX MOJICHCTEM M aBTOMATH3HPOBaHHAIX pabOYMX MECT pabOTHHKOB OT/IEA.



3. DYHKIIMH OTAEJIA

Otzen, B COOTBETCTBHM C IIOCTAaBJICHHBIMH 3aJadaMH, OCYLIECTBISET CJEMYIOIIHE
bynkmm:

3.1. Vuactue B pa3paboTke KaapoBO# IIOJHTHKH H CTPATErHH HHCTHTYTA.

3.2. OcymiecTBIeHHs TJIaHOMEPHOH paboThl O CO3JAHHIO pe3epBa A BBIABHXKCHHS Ha
OCHOBE TaKHX OPraHM3alMOHHBIX (OpM, KaK IUIAHHPOBaHHE JENOBOM Kaphepsl, MepeIBHKECHHE
PYKOBOJMTENCH H CIELHAIHCTOB, OOy4eHHE Ha CHENHAIBHBIX KypcaX, CTaXHPOBKa Ha
COOTBETCTBYIOIINX JAOIDKHOCTSIX

3.3. Oprannsauuss paboTel MO CBOEBPEMEHHOMY O(ODMICHHIO IpHEMa, IEpeBOa H
YBOJbHCHHS pPabOTHMKOB HMHCTHTYTa B COOTBETCTBHH C JEHCTBYIONIMM  TpY/OBBIM
3aKOHOJaTe/IbcTBOM Poccuiickoii dejepaiuu, JOKaTbHEIMA HOPMAaTHBHBIMA aKTAMH MHCTHTYTA.

3.4. [lpunsTre yyacTus B pa3paboTKe H PeJaKTHPOBAHHH JIOKATBHBIX HOPMATHBHEIX aKTOB
HHCTHTYTA.

3.5. OcymecTBnenne paGoThl M0 KOMIUIEKTOBAHHIO, XPAHEHHIO, YUETY H HCIIOIB30BAHUIO
JOKYMEHTAllHH 10 KajpaM, oOpa3oBaBIIMXCSA B XOJ€ NEATENBHOCTH OTJENA, B COOTBETCTBHH C
3aKoHOJaresibecTBOM Poccuiickoii Menepaiun.

3.6. Opranusanus 4 npoBe/ieHHe paboThl 0 OOBABICHHIO BLIGOPOB Ha JIOJDKHOCTH J€KaHa
(axynsTeTa u 3aBenyromero kapenpoi, KOHKypca Ha 3aMelleHHe JOJDKHOCTEH Iearoru4ecKux
pabOTHHKOB, OTHOCAIIMXCS K IPO(eccopeKo-NpenoiaBaTelIbckoMy COCTaBY.

3.7. Benenue KaJpoBOro yyeTa B MHCTHTYTe, yueTa pabodero BpeMeHH, rpaduka OTIIYCKOB,
HHOM YCTAHOBJIEHHOH JOKYMEHTALIMH 110 KaJpaM.

3.8.IloarotoBka MaTepHaloB Ul NPEICTaBIEHHs PaGOTHHKOB K TOOIIPEHHIO H
HarpaxaeHHIO.

3.9. Benenue u y4eT Tpy/AOBBIX KHHIKEK.

3.10. Opranusauus paGoTsl IO aTTeCTalWH PabOTHHKOB HHCTHTYTA.

3.11.TlonrotoBKka  JIOKYMEHTOB IO II€HCHOHHOMY CTPaxOBaHHIO, JIOKYMEHTOB,
HEOOXOMMBIX /Ul Ha3HAuYCHHs TEHCHH pabOTHHKaM HMHCTHTYTA, IO MepepacyeTy MeHCHH, a
TaKKe IpeJicTaBlieHue ux B oprausl [lencuonnoro gonja r. CeIKThIBKapa.

3.12. CocrasiieHHe CBOJIHOTO MIIaHA MOBBIIICHHS KBaTHpHKaul paGOTHUKAMHE HHCTHTYTA.

3.13. ®opMupoBaHKE H BEICHHE JIMYHBIX JIe)I pAOOTHHKOB HHCTHTYTA.

3.14.IloaroToBKa JOKYMEHTOB IO HCTCYCHHIO YCTAHOBJIEHHBIX CPOKOB TEKYIIEro
XpaHEHHs K C/laye HA XpaHEHHE B ApXUB HHCTHUTYTA.

3.15. KoHTposb 3a COCTOSHMEM TpYAOBOH JUCIHMIUIMHBI H COOIOAEHHEM paGOTHHKAMH
IpaBHJI BHYTPEHHEro TpyaoBoro pacnopsaka CJIN.

3.16. Benenue ycTaHOBIICHHOMH JIOKYMEHTALHH 110 KaJpaM.

3.17. CocraBiieHHe YCTaHOBICHHOH OTYETHOCTH IO KaJpaMm.

4. MIOJIHOMOYHM A

4.1. HayaneHHK 0T/1€71a, OCYIIECTBIIASA PYKOBOJACTBO OT/E/IOM, BIIPABE:

- aBaTh TMOpy4YeHHs (IO COINIACOBAHHIO C JHPEKTOPOM MHCTHTYTA) DPYKOBOIHTEISM
NOZpasJe/IeHHil U Noyiy4aTh MH(OpMaLHIO OT MOApa3sieNieHuii 0 BONPOCAM, OTHOCAIIMMCS K
KOMIIETEHIIMH OT/IeIa;

- BHOCHTh Ha4aJIbHHKY YNPABJICHHsS NPABOBOIO H KaJPOBOro 06ECTICYeHHs MpeIoKEeHHS
10 COBEPLICHCTBOBAHUIO pabOTHI OTENA.

4.2. PaboTHuKH  OTjeNna, OCYIIECTBIAA IIOJHOMOYMS B  YCTAHOBIEHHOH cdepe
JeATeNIbHOCTH, BIIpaBe:

- 3HAKOMHTBCS ¢ POEKTaMH PEIICHHH PYKOBOJCTBA HHCTHTYTa,

- IOArOTAaBIHBATh MPOCKTHI JIOKAIBHBIX HOPMAaTHBHBIX aKTOB, OpraHM3allHOHHBIX,
METOAMYECKHX H JIPYTHX JIOKYMEHTOR II0 OPYYEHHSM PYKOBOICTBA HHCTHTYTa B paMKaX CBOeif
KOMIIECTEHIIMH, & TAK)KE OPraHH30BBIBATh HX MPEABAPHUTENLHOE 0OCYKICHHE JUIA OCIEYIOMEro
NpEZCTaBICHHS K COrJIaCOBAHUIO, YTBEPK/ICHHIO Ha YueHoM cosete CJIU;



- IpHUBNEKaTb, C COIJIaCHA JIMPEKTOpa HMHCTHTYTa, pPabOTHHKOB CTPYKTYPHBIX
nojpas3JielieHHii K IOArOTOBKE IIPOEKTOB JOKYMEHTOB [0 BONPOCAM, OTHOCALIMMCH K
KOMIIETEHIHH OT/IeNIa, U JIOKYMEHTOB, HEOOXOIMMBIX JUIS BHINOJHEHHS BO3JIOKEHHBIX Ha OTHEJ
3a1a4 U QyHKUuMiA;

- 3alpalkBaTh U NOJYYaTh OT BCEX CTPYKTYPHBIX IOJpa3/ie/IieHHH HHCTHTYTA CBEJCHHS H
JIOKYMEHTBI, He0OXOIMMBIE JUIS BHITOTHEHHS BO3JIOKEHHBIX Ha OT/EN 337134,

- BHOCHTB IIPEJVIOKEHHS, MPOEKTHI JIOKAILHBIX HOPMATHBHBIX JIOKYMEHTOB 110 YCTPaHEHHIO
HEJIOCTATKOB B OpraHu3aliii paboTsl ¢ JOKYMEHTaMH;

- OCYLIECTBJIATH HHBIE IIOJIHOMOYHS B COOTBETCTBHHU C BO3JIOKEHHBIMU HA OTE) 3a/1a4YaMH.

4.3. TlpeacTaBiiaTh MHTEPECHl MHCTHTYTa B CTOPOHHHX OpraHH3alliX IO BOIPOCAM,
OTHOCSIIMMCS K KOMIIETEHIIHH OT/ENa.

4.4. CucremMaTH4ecKH  OCYIIECTRIIATH IOBBINCHHE CBOEH KBATHOHKALMH B NopsIIKe,
YCTaHOBJICHHOM 3aKoHO1aTeNIbcTBOM Poccuiickoit ®eneparun.

4.5. Ione3oBarbest HHGOPMATHOHHBIM (POHIOM HHCTHTYTA.

4.6. Ilop30BaTHCS IPABAMH H JILIOTAMH, IPE/YCMOTPEHHBIMH JUTsS pPabOTHHKOB HHCTHTYTA.

S. OTBETCTBEHHOCTbH

5.1. Bcio MONHOTY OTBETCTBEHHOCTH 3a KayeCTBO H CBOEBPEMEHHOCTb BBITIOTHCHHS
BO3JIOXKCHHBIX HACTOSIIHM I10JI0KEHHEM Ha OT/e) 3a1a4 ¥ QYHKIHI HeceT HaYaIbHHK OT/E)A.

5.2. HavaipHUK M pabOTHHKH OT/Ie/Ia HECYT MEPCOHATBHYIO OTBETCTBEHHOCTD:

— 32 NPaBHJILHOCTH O(OPMIISIEMBIX HMH JIOKYMEHTOB, HX COOTBETCTBHE 3aKOHO/IaTeJIbCTBY
Poccutickoii @eneparyn;

— 3a HCHA/UIEXKAIIEE HCTIONHEHHE HITH HEUCIIOJIHEHHE CBOMX JIOJDKHOCTHBIX 00f3aHHOCTEi,
IIPEyCMOTPEHHBIX HACTOANIECH JO/KHOCTHOH HMHCTDYKIMEH, B IpeeNax, OmNpee/eHHbIX
JICHCTBYIOLIHM 3aKOHOIaTeIbcTBOM Poccuiickoit ®enepanuu;

— 3a [IpaBOHApYIICHHS, COBEPIICHHBIE B IPOIECCE OCYIIECTBIEHHS CBOCH JIEATEIbHOCTH,
B [Ipe/ienax, ONpe/IeIEHHBIX ICHCTBYIOIIHM 3aKOHOAATebcTBOM Poccuiickoit ®eneparti;

— 3a NPHYMHEHHE MaTepHANbHOro ymepda B Npenenax, ONpeeleHHBIX AEHCTBYIOMHM
3aKoHOoJarebeTBOM Poccuiickoii ®eneparum;

— 34 HapyIICHHWE NpaBUJ BHYTPEHHEro TpyAoBoro pacnopsaka CJIM, npasun noxapHoi
0e301macHOCTH M TEXHHKH 0E€30I1aCHOCTH, YCTAHOBIEHHBIX B HHCTHTYTE, B COOTBETCTBHH C
JeHCTBYIOIHMM 3aKOHO1aTeILCTBOM Poccuiickoii Oenepanym;

— 33 COXpaHHOCTb M HEPaCIpOCTPaHCHHE MNPEJOCTaBICHHOH B €ro pacmoOpsKEeHHE
KOH(HIeHIMATEHOH HEOPMaIHH # HHDOPMALHH, CBI3aHHOH C IEPCOHATBHBIMH JAHHBIMH.

5.3.Crenenb  OTBETCTBEHHOCTH  pabOTHHKOB  YCTAHABIMBAETCS  JOKHOCTHBIME
HHCTPYKI[HSAMH.

Koney doxymenma



