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13. OdopmneHue npeacraBleHHH K MOOLIPEHUAM U Harpaaam;

14. OdopmneHne JOroBOpOB 0 MaTepHalIbHONH OTBETCTBEHHOCTH;

15. Kontponp 3a cocTOsHHEM TpPyNOBOH JUCLMIUIMHBI B ToApasfefieHusX MHcTUTyTa W cobmomeHdeM
paboTHHKAaMH MTpaBUJI BHYTPEHHETO TPY/OBOrO pacropsaka;

16. BrinonHeHue 3arpocor O TPYAOBOM ¢Taxke pabOTHUKOB, paHee padoTaBILUX B MHCTHTYTE;

17. Opranuzaums TabesbHOTO yueTa,

18. IlpoBenenne paborbl MO OOHOBIEHHIO HAayYHO-METOJHYECKOro obOecreueHHs] KaapoBOW paboThl, ee
MaTepUaJbHOH 0a3bl, BHEIAPEHHIO COBPEMEHHBIX METOJOB YIPABICHHS KalpaMH C MCHOJIb30BAaHUEM
AaBTOMATH3WPOBAHHBIX CHUCTEM M aBTOMATH3HUPOBAHHLIX pPaboOYMX MecT pabOTHHUKOB KAJAPOBBIX CIIYKO,
co3maHuilo  0aHKa JaHHBIX O [epcoHare  OpraHu3aluM, €ro CBOEBPEMEHHOIO  MOIOJHEHHS,
OTlepaTHBHOMY TPEAOCTABICHHIO HEOOXOAUMOH HHPOPMALIMH MOIb30BATENSAM;

19. Cucrematuueckuii aHanu3 kaapoBoit pabGotel B HHcTuTyTE, paspaborka mpeanoxkeHHH TMo ee
YIYULIEHHIO;

20. AHanu3 OpUMYMH  TeKydecTH KaipoB; pa3paboTka MEpONpHUATHH MO  YKPEIUICHHIO  TpYAOBOH
JUCLIMILTHHBI, CHIDKEHHIO TEKy4eCTH KaJpoB, OTeps padoyero BpeMEHH; KOHTPOJIb 32 UX BbITIOJIHEHHEM;

21. CocraBneHre M BeJeHME YCTAaHOBJIEHHOH OTYETHOCTH [0 Y4Y€Ty JIMYHOro cocraBa MHcTuTyTa, . ee
nojapaszaeneHli u paboTe ¢ Kaapamu;

22. [loaroroBka HNOKYMEHTOB MO HMCTEYCHHWH YCTAHOBJEHHBIX CPOKOB TEKYLIErO XpaHeHHs K chadye Ha
XpaHEHHE B ApPXHB;

23. Ilepenava naHHbIX B YTpaBieHHe TeHCHOHHOTO QoHaa Poccuiickoi denepanuu.

IV. IIpaBa u 0083aHHOCTH

1. 3anmpammBaTh B CTPYKTYPHBIX MOIpa3fefieHHsx HeoOXxoaumple AaHHble O pabOTHUKAX, a NpPH NpHeme
Ha paboOTy M TmepeMelleHHH pabOTHHUKOB - MHEHHE PYKOBOIUTENEH COOTBETCTBYIOLIMX CTPYKTYPHBIX
noapasaesIeHum.

2. JlaBate B npexenax cBOed KOMMETEHUMM YKa3aHHA CTPYKTYpHbBIM TNoapazaeneHvsM HHctutyTta no
noadopy, y4eTy, pacCTaHOBKE U MOArOTOBKE KalpOB;

3. BHocHUTb pyKOBOACTBY MHCTUTYTA TIpe/IOKEHHs TIO COBEPLLIEHCTBOBAHUIO paboThl ¢ KaapaMu;

4. XoparalcTBoBaTb IMepeA PEeKTOPOM O TMOOUIPEHHH OTJHUYMBIUMXCA pabOTHHKOB, MPHUBJIEUEHHH K
OTBETCTBEHHOCTH HapyLIMTeseH TpYJOBOH JUCLIMIUTHHBI,

5. TlonyyaTb OT CTPYKTYpPHBIX noapasieseHud HMHCTUTYTa nOKyMeHTHI, HeoOxoaumble Wi OGOpMIIeHHs
npydeMa, a Takke IS BbICROOOXKJEHHS  paOOTHUKOB TPH  YBOJBHEHHH [0  WHHLMATHBE
paboTonarens;

6. YnoctoBepaTh AOKYMEHTBI MO IMYHOMY COCTaBY, BblJaBaeMble CTyAeHTaM U pabotHukaM MHctutyTa;

7. BHOCHTH Ha pacCMOTpPEHHE PEeKTOpa NPeJI0KEeHHU:

Mo BOMpPOCaM OpraHU3alMOHHOM U MH(OPMAUMOHHOH paboThI;

- 10 CO3JaHHI0 M YJIY4YLIEHHIO YCIOBMM W OpraHM3aliid Tpyda, CMOCOOCTBYIOIUHMX —YCHELIHOMY

BBHIMIOJTHEHHIO 33724 H 0043aHHOCTEH, BO3JIOKEHHBIX HA YIIPABJICHHUE,; :

8. TpeboeaTb W nmonyuyaTb OT BCeX CTPYKTYPHbIX MoApa3felneHHH  CBEOCHHS, HEOOXOIUMBbIE

JUTsl BBITIOJTHEHUs! BO3NOXKEHHBIX Ha OTAEN 3aJady;

9. JlaBaTh pa3bsiCHEHHUS, PEKOMEHAALIMH U YKa3aHHS 110 BOMPOCaM, BXOISLIUM B KOMIIETEHLMIO OTAENA;

10. ObecnevnBaTh COXpaHHOCTH MaTepHalIbLHO-TEXHUUYECKHUX CPEICTB H 000PYAOBaHUS;

11. CBoeBpeMEHHO H Ka4eCTBEHHO HCIIONHATE OPYUYeHHS PyKOBOACTBA;

12. CBoeBpeMeHHO 0OpadaThIBaTh MOCTYNAIOLLYIO H OTIPABIsSEMYIO KOPPECTIOHACHLHIO;

13. Bectn paboTy no perucTpauud, y4eTy, XpaHEHMIO M [Mepeiayd, B COOTBETCTBYIOILUME CTPYKTYpHbIE

MoApa3AeieHUs] JOKYMEHTOR TEKYILEro AENONPOU3BOACTBA, B TOM YHC/IE IPHKA30B U pacnopsKeHHH.

V. OTBETCTBEHHOCTh

1. OTBeTCTBEHHOCTb 3a HajANeXallee W  CBOEBPEMEHHOE  BBINOJIHEHHE - YNPaBIEHHEM  (PyHKUMH,
MPeIyCMOTPEHHBIX HACTOSALLMM [lonoxkeHeM, HECeT HauyalbHHK YIpaBIEeHUS KaaApOB.

2. Ha nravyanbHHKa ynpaBleHHUs KaJpOB BO3JIAraeTcsi OTBETCTBEHHOCTD 3a:
- OpraHHM3alMIO B OTAENe ONEPAaTHBHONH M KaueCTBEHHOH MOArOTOBKH U MCIIONHEHUS JOKYMEHTOB, BEJICHHE
JIeJIONPOU3BOICTBA B COOTBETCTBHM € AEHCTBYIONIMMH NpaBUIaMH U HHCTPYKLUAMH.
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