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OTHOIICHUSAMH

I. O0mue moJ10KeHHA

1. VYmopaBieHue KaJpaMH M TPYJOBBIMH OTHOLICHHUSMHU SBISETCS CTPYKTYPHBIM
nojipasieJiecHieM  (eIepaJbHOr0  TOCYAapCTBEHHOro  OIO/PKETHOro  00pa3oBaTeIbHOIO
yUpeXJICHHUs BBICIIEr0 00pa3oBaHus «UelsOMHCKUN ToCyNapCTBEHHBIH UHCTUTYT KyJIbTYPhI»
(manmee - WHCTUTYT) M BO3IVIABJISAETCS HAYaJIbHUKOM YIPABICHUS KaJpaMU U TPYIOBBIMH
OTHOIIIEHUSIMH, KOTOPBI Ha3Ha4aeTcs Ha JODKHOCTh U OCBOOOMKIAETCS OT 3aHUMAEeMOid
JIOJDKHOCTH TPHKa3oM pekropa MHcTuTyTa.

2. B cBoeif IeATENTPHOCTH HAYaJIbHUK YIPABICHHS KaJpOB IMOIAYUHSETCS PEKTOpPY
WHcTUTYyTa, PYKOBOJCTBYETCS JEHCTBYIOIIUMH 3aKOHOJATEJbHBIMU aKkTaMu Poccuiickoii
deneparuu 0 Tpyae, HOPMATUBHBIMA U HOPMAaTUBHO-METOANYECKMMU akTamu IIpaBurenbcTBa
P®, OcHOBHBI MOJIOXKEHUAMHU [ OCy1apCTBEHHOM CUCTEMBI JOKYMEHTAllMOHHOTO 00ECIIeYeHUS
yIIpaBJICHHUs, FOCY IapCTBEHHBIMH CTaHIapTaMu, pa3paboTkamMu PocapxuBa, yCTaBOM M HHBIMU
OpraHu3aIl[MOHHBIMH JIOKYMEHTaMH MHCTUTyTa, MNpUKa3aMH M YKa3aHUSIMU pPEKTopa,
UHCTPYKIIMEH IO JOKYMEHTHPOBAHHUIO KaJIpOBOH JEATENbHOCTH, MpPaBUIAMH BHYTPEHHETO
TPYyIOBOTO pacropsiaka, Hactosium [TomoxeHuem.

3. YipaBieHue KajapaMH U TPYJOBBIMU OTHOLICHUSMHU COCTOUT U3 JIBYX CTPYKTYPHBIX
MO/Ipa3/ielieHUii — YyINpaBlieHHE KaJapaMd ¥ TPYIOBBIMM OTHOUICHUSMH M KaHLEISIpUS.
BosrnasiseMbie HauaIbHUKOM YIIPAaBJICHUS KaJpaMU U TPYIOBBIMH OTHOLIEHUAMU. [Ipu aTom
B YIIPaBJICHUH KaJpaMd U TPYJOBBIMH OTHOUICHUSMHU U B KAHIIEJSIPHUIO BXOJAT COTPYAHHKH,
3aHUMAIOIIKE IOJDKHOCTHU CIEIIMATIICTOB 10 TIEPCOHAIY.

II. OcHOBHBIE 32241

1. KoMIuiekroBaHue opraHusalyi KaJipaMH, B COOTBETCTBUHU C LCIISIMU, CTpaTeFI/Ieﬁ 151
HpO(pI/U'ICM OopraHusanuy, HU3MCHAIOIIHUMHUCA BHCIIHMUMHU W BHYTPCHHHMH YCJIIOBHSMU €€

NeSITeIbHOCTH.
2. O6ecnieyeHne coOIIOICHUS TPYIOBOTO 3aKOHOJaTeNbcTBa B MIHCTHTYTE.

3. BeneHue kagpoBoro yyera.
4, W3yueHHe M OIIEHKA JEJIOBBIX KayecTB pabOTHHKOB, HM3y4YE€HHE COOTBETCTBHS

pa6OTHI/IKOB K 3aHUMAeMOM J10JDKHOCTH.
u I/IayquHe JACJIOBBIX W MOPAJIBHBIX Kau€CTB paGOTHI/IKOB C MEJIBI0 IMOCICAYIOUICTO

BBIIBMOKCHHS HA PYKOBOJAIINE W MaTCpHUAIbHO-OTBETCTBCHHBIC NOJIKHOCTH.

ITI. ®yHkuun

1. AAMUHUCTPUPOBAHUE, TOO0OpOTA MO BOIIPOCAM OpraHU3alUuu

TPYJa U OIUIAThI IEPCOHAIA;
2. JIOKyMEHTAaLHOHHOE § Jp% AHM3ALMOHHOE COMPOBOXKIEHHE CHCTEMbI OpPraHU3aIuH 1
Ci : 45880B7 3C

O Hn aTI)I prﬂa ; Bnapeneu: CuHeukuii Cepreit Bopucosiy

[DeiicTBuTenex: ¢ 29.09.2025 no 23.12.2026

N LOOKYMEHT NOANMUCAH
i Y QNEKTPOHHOW NOAMNCHIO
i}




3. IloaroroBka u o6paGoTKa 3ampocOB, YBEIOMJICHMI, CBEIEHHH O pabOTHHKaX B
rOCy/IapCTBEHHBIE OpTraHbl, OOIECTBEHHBIE OpraHU3alllH;

4. PaspaboTka cHCTeM OIUIaThl TpyAa, (GpopMHpoBaHHE, odopMieHHe, obecreueHHne
HCITOJI30BAHUS IITATHOTO pACIUCAHUS UHCTUTYTA;

5. dopmupoBaHue I1aHOBOro Oro/pkera (OHZA OILIATHl TPYyHa, CTUMYJIHUPYIOIUX U
KOMTIEHCAI[MOHHBIX BBIIIAT;

6. IloarotoBka IpeASIOKEHUIH MO COBEPIICHCTBOBAHUIO CHUCTEMBI OIUIATHl TPYIa,
MaTepUaibHOW MOTHUBAIIUY;

7. Pabota ¢ uH$OpMaLlMOHHBIMH CHCTEMaMU M 0a3aMu JaHHBIX 10 OIvIaTe TpyJa
pabOTHHUKOB;

8. JlokymeHTHpOBaHKE O(QOpMIICHHS NpUEMa, YBOJBHEHHS, NEpeBOJa, MEpeMELICHUs
pabOTHUKOB, MpPENOCTaBICHUS UM  OTIYCKOB B  COOTBETCTBUM C  TPYJOBBIM
3aKOHOJATEJIbCTBOM;

9. Benenve ydera JUYHOro cocrtaBa paboTHUMKOB MHCTHTYTa, BeneHue 0a3bl JTaHHBIX
pabOTHUKOB M O00YUYaIOUIUXCS MUHCTUTYTA, KOPPEKTUPOBKA U BHECEHUE B HUX HOBBIX JAHHBIX
Ha peryaspHO# OCHOBe, IMOArOTOBKA M BhIJaua Mo TpeOOBaHUIO pabOTHUKOB CIIPABOK U KOMUH
JIOKYMEHTOB;

10. Benenue ydera BOCHHOOOS3aHHBIX OOywarommxcs u pabortaromux B MHCTUTYTE,
paboTa MO BOEHHO-YUYETHOMY CTOJly, IIOCTAHOBKA HA Y4YeT U CICHUAIBHBII y4er
(6ponHupoBaHue), paboTa ¢ BOEHKOMaTaMHi U BOEHHOOOS3aHHBIMH;

11. Benenune yuera pabOOTHUKOB TEHCMOHHOIO M MPEAIICHCHOHHOIO BO3pACTa,
WHBAJIMJIOB, YUaCTHUKOB CIIEIMalbHOW BOCHHOH onepainuu, cOOp CTaTUCTUYECKUX AAHHBIX U
BeJIeHUE OTYETHON JOYKYMEHTAIlUH;

12. OopMmreHre 1OrOBOPOB O MaTepraibHON OTBETCTBEHHOCTH;

13. KoHTpO/b 3a COCTOSIHUEM TPYAOBOM AUCIMIUIMHBI B oApasaeicHusax Mucrturyra u
cobnroieHueM pabOTHUKAMU MPaBUJI BHYTPEHHETO TPYAOBOrO pacnopsiaka;

14. BeimonHeHnue 3amnpocoB W otueToB ConmanpHoro ¢ouga Poccuu, Poccrara,
®denepanbHOK HanoroBoi ciyx0s1 Poccun, MunkynsTypsl Poccun u ip.;

15. Opranuzauus TaGeIbHOrO yuerTa;
16. TlpoBenenue pabGoTel MO OOHOBJIEHUIO HAYYHO-METOJUYECKOTO oObOecrneyeHus

KaapoBOil paboThl, ee MaTepUAIbHOM 0a3bl, BHEJPEHUIO COBPEMEHHBIX METOIOB yIPaBICHHUS
KaJpaMH ¢ UCIOJb30BAHMEM aBTOMATU3UPOBAHHBIX CUCTEM M aBTOMATHU3HPOBAHHBIX pabounx
MECT pabOTHUKOB KaJIpOBBIX C1YkO0, cO31aHUIO0 OaHKa JaHHBIX O NIEPCOHAJIE OPraHU3aluM, ero
CBOEBPEMEHHOT'O MMOINOJHEHHUS, OIEPAaTUBHOMY IIPEI0CTaBIICHUIO HEOOXOAMMOI HHbOpMaIIUK
MOJIb30BATENSIM;

17. Cucremarnueckuit aHamu3 KkaapoBoil paboTrei B WHcTuTyTe, pa3paboTka
MPEAJIOKEHUH O €€ YIYUIIICHHUIO;

18. AHanu3 MpUYMH TEKy4ecTU KajJpoB; pa3paboTka MEpONpUATHH IO YKpEIUIEHHUIO
TPYJOBO# JTUCIMILTAHBI, CHUKEHUIO TEKYUECTH KaIpOB, IOTeph pabo4ero BpeMEeHU; KOHTPOJIb

34 UX BBITIOJIHCHUCM
19. CocTaBneHue U BEJICHUE YCTaHOBﬂeHHOﬁ OTUYCTHOCTH IIO Y4YETY JHUYHOI'0 COCTaBa

UNncruryra, ee noapasaeieHuil 1 padbore ¢ KaJpamu;
20. IloaroroBka JOKYMEHTOB I[10 HUCTEUYEHUM YCTAHOBJIEHHBIX CpPOKOB TEKYILETO

XpaHEHHUA K C1aYC Ha XPaHCHHUC B apXUB,

IV. IIpaBa n o0si3aHHOCTH

1. 3ampamMBaTh B CTPYKTYPHBIX [MONpa3/ieieHUAX HeoOXOJAMMBIE JlaHHBIE O
paboTHHMKaX, a MpH TMpueMe Ha paboTy M TepeMEUICHUd pabOTHUKOB - MHEHHE
PYKOBOAMTENEH COOTBETCTBYIOIUX CTPYKTYPHBIX NOApa3eJeHHA.



2. JlaBaTh B mIpejesiax CBOCH KOMIIETCHLIMH YKa3aHUS CTPYKTYPHBIM MOJAPa3ACICHUAM
HucTtutyTa no nonbopy, y4eTy, pacCTaHOBKE U ITOANOTOBKE KaJpOB;

3. BHOCUTh pyKOBOACTBY MHCTHTYTa NpelIoXKeH s IO COBEPUIEHCTBOBAHUIO PabOTHI C
KaJpaMy;

4. XonaraiicTBOBaTh IeEpell PEKTOPOM O IIOOIIPEHUH OTIMYMBIIUXCA paGOTHUKOB,
NpPUBJICYCHUM K OTBETCTBEHHOCTH HApYIIUTENCH TPy 10BOH AUCLIMILIUHEL,

5. Iony4aTh OT CTPYKTYpPHBIX MojpazaesieHuit IHCTHTYTa TOKYMEHTbI, HEOOXOAUMBIE
Juis oopMIIEHUS IIpUEMa, a TaKKe JUIsl BRICBOOOKJIEHUA PaOOTHHKOB IPHU YBOJILHEHHH IIO
UHUIMaTUBe paboroaarens;

6. YIOCTOBEPSATh [OKYMEHTHl IO JHYHOMY COCTaBy, BBIJABA€MBIE CTYIEHTAM H
paborHukaM MHCTUTYTA;

7. BHOCUTB Ha paccMOTpPEHUE PEKTOPA NPEITOKEHHUS:
- 0 BOMpOCaM OpraHU3allMOHHON U HH(GOPMAIIMOHHONH paboThI;
- 110 CO3JIaHHIO0 U YJIYUIIECHHIO YCJIOBHM M OpraHU3alliu TpyAa, CIOCOOCTBYIOIUX YCIEIIHOMY
BBHIIIOJTHEHHIO 3a/1a4 U 00s13aHHOCTEM, BO3JI0KEHHBIX Ha YIIPABJIECHUE;

8. TpeboBaTh M moNy4yaTh OT BCEX CTPYKTYpPHBIX IIOAPA3NCICHUNH CBEICHHS,
He00XO0AUMBI€E JUIS BBITTOJIHEHHS BO3JI0KEHHBIX Ha YIIPABJICHUE 3a/1a4;

9. JlaBaTh pa3bsCHEHHUS, pEKOMEHIALMH U YKa3aHHs IO BOIPOCaM, BXOIALLKUM B
KOMIIETEHIIMIO YIIPABICHUSI;

10. CBoeBpeMEHHO U KaYECTBEHHO UCHOJIHATE OPYYEHHUS PYKOBOJICTBA;

11. CBoeBpeMeHHO 00pabaThIBaTh MOCTYNAIOULYIO U OTHPABISIEMYIO
KOPPECTIOH/IEHIIHIO;

12. Bectu pabory 1o perucrpalud, YueTy, XpaHEHUIO M Iepelayd, B
COOTBETCTBYIOILME CTPYKTYpPHbIE MOJApa3eieHUs] JOKYMEHTOB TEKYILEro JeJ0Npon3BOICTBRa,
B TOM YHCJIE IPUKA30B U PACIIOPSKEHU.

V. OTBeTCTBEHHOCTDH

1. OTBETCTBEHHOCTh 3a HaJuiexkalllee U CBOEBPEMEHHOE BBHIIIOJIHEHUE YIPABICHHUEM
KaApaMlM U TpPYAOBBHIMH OTHONICHUAMH (YHKIMHA, TIPEIyCMOTPEHHBIX  HACTOSLIMM
[TonoxxeHueM, HECET HAUYATBFHUK YIPABIEHUS KaJ[paMU U TPYIOBBIMU OTHOUICHUSIMHU.

2. Ha HavyanpHUKa YNpaBi€HUS KaJpaMyd M TPYJIOBBIMH OTHOLICHHUSIMU BO3JIaraeTcs

OTBETCTBEHHOCTH 3a:

- OpraHM3auMIo B YIPABIEHWHM KaJpaMU W TPYJIOBHIMM OTHOLICHUSIMH OINEPATUBHOUA U
Ka4eCTBEHHOH TOATOTOBKM U MCHOJIHEHHUS JOKYMEHTOB, BEJCHHE JCJIONPOU3BOJICTBA B
COOTBETCTBUM C JEHCTBYIOLUMU IPaBUJIaMU U UHCTPYKUHUAMH.

- 1oja60p, pacCCTaHOBKY U JI€ATEIbHOCTh COTPYJIHUKOB YIIPABJICHUS KaJpaMH U TpyAOBBIMHU
OTHOILIEHUSIMHU.

- COOTBETCTBHE JICHCTBYIOIEMY 3aKOHOAATEJNbCTBY BHU3UPYEMbIX (IIOANUCBIBAEMBIX) UM
IPOEKTOB MPUKA30B, MHCTPYKLHIA, TOJOKEHHH, TOCTAHOBJIECHUHN U APYIUX JOKYMEHTOB.

- BBITIOJIHEHWE 3a7au  CIOyxObl, 3a COCTOSHHUE JOKyMEHTalud, €€ COOTBETCTBHE
TpeOOBAaHUSAM HOPMATHBHBIX JOKYMEHTOB, JOCTOBEPHOCTh MHQOpPMAIMH, €€ YTEUKy,
opraHu3alfio paboTsl yIpaBiIeHHUs KaJJpaMH U TPYJOBEIMH OTHOIIICHUSIMH, paboTy ¢ KaJpaMu.
- peanuzanMi0 BO3JIOXKEHHBIX Ha YIpaBleHUWE KaJpaMH M TPYJIOBBIMH OTHOLIEHUSIMHU
HaCTOSIIUM MOJIOXKEHUEM 3a/1a4 U PYHKIIHA.

- COXpPaHHOCTb U 3(P(HEKTUBHOE HCIIOIH30BaHHE TEXHUYECKUX CPEACTB U O0OPYLOBaHHS
HaXOoJAILErocs B NojloT4eTe pabOTHUKOB YIIPAaBICHHUS KaJpaM{ ¥ TPYAOBBIMUA OTHOUICHUAMM,
co0JII0IeHHS TIPABUJT ITOXKApHO# 6€30MacHOCTH.

3. OTBETCTBEHHOCTh COTPYIHHUKOB YIPaBJICHUS KaJpaMy U TPYJOBBIMH OTHOIIECHUAMHU
YCTaHABJIMBAETCS UX JAODKHOCTHBIMU UHCTPYKLIASAMM.



VI. B3zaumoorHoiuenus. CB3u

1. Jlng BemnonHeHus GyHKIUM ¥ peaqu3aliiy 1paB yIpaBIeHUe KaJpaMH U TPYIOBbIMU
OTHOILIEHUSAMHM B3aUMOJEUCTBYET CO BCEMH CTPYKTYpPHBIMU NOApa3aeneHusamu Mucturyra mo
BOIIPOCAM IOJYYESHHUS U MPET0CTaBICHUs HHPOPMaLUH

VII. Opranusanusi padoTsl
1. CTtpykTypa W uITaTHas YHUCJICHHOCTh YNpAaBICHHUS KaapaMd M TPYAOBBIMU

OTHOILICHUAMHU YTBEPKIAACTCA pPEKTOPOM I/IHCTI/IT}’Ta B COOTBCTCTBHH CO MIITaTHBIM
paciiuCaHuCM.

HauanpHuK yIpaBiieHUs KaJpaMU U %
TPYJOBBIMU OTHOILIEHUSAMU 7 /, = M. B. BopoGbeBa
(moamnuce) (1.0. ®ammnus)
COI''TACOBAHO
FOpuckoncynbT / /é M. I'. BaxutoB
“(mommucs) (U.0. ®amuus)
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