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MTOJIOKEHUE Ne 77

OO0 ynpaBJjieHHH KaJpamMH

1. O6mue monoxkeHUs.

1.1. Beeneno B3amen Ilonoxenus o6 ynpasienus kaapamu ot 07.03.2005, Ilonoxenus
00 ynpasiienuu Kagpamu ot 07.03.2006, ITonoxenus o6 ynpasienuu kaapamu ot 27.02.2007,
nosoxxeHus 06 ynpasnenuu kajgpamu (YK) I'OY BITO Cu6I’' MY Pocsznpasa ot 17.02.2009.

1.2. HaumenoBanue nmnojpazjeneHus: ynpapieHue kaapamu (mamee — VYK)
I'ocynapcTBeHHOrO OI0KETHOT O o0pa30BaTeabHOr0 YUpEKICHUS BBICLIIETO
npodeccuoHalbHOrO0  obpa3zoBanust ~ «CHOMpPCKMIT  rOCyJapCTBEHHBIH = MEIUIIMHCKUI
yHHBepcUTeT» MunucrepcrBa 31apaBooxpaHeHus Poccuiickoit ®@enepauun (masee —
CubI'MY).

1.3. Ilpukazom ot 07.05.1998 Ne47 otgen kaapoB ObUl IepelaH B IOJYUHEHHE
npopekropa 1no skoHomuke u ¢unancam. C 01.02.2001 Obul co3iaH CTyJAEHYECKHI OTIEN
KaJpoB, KOTOpHI OBLI IepelaH B MOJAYMHEHHE HavyalbHUKA OTAena KaapoB. IIpukazom ot
01.03.2005 Ned42 otmen KagpoB TepeMMEHOBAaH B yIpaBieHue Kaapamu. lIpukazom oT
13.05.2008 Ne160 ynpaieHue kaapamMu B CBSI3U C YIpa3JAHEHUEM JIOJDKHOCTH IIPOPEKTOpa 1O
9KOHOMMKE U (PMHaHCaM IepeJaHo B noaduHeHue pekropa. [Ipukasom ot 25.12.2012 Ne501
cTyaeHueckuit oraen kaapos ¢ 01.03.2013 BeIBeCH U3 MOJYMHEHUS YIIPaBIECHUS KaJpaMu.

1.4. YpasiieHue KaJipaMu SBJISIETCSL CAMOCTOSTE/ILHBIM CTPYKTYPHBIM I10Jpa3ACICHUEM,
MOJYMHEHHBIM HEINocpeAcTBeHHO pekTopy CuOI'MY. Vmnpapnenue kaapaMu BO3IVIABIISET
HaYaJbHUK.

1.5. VYmpaBnenue kaJpaMH B CBOEH JESTEIBHOCTH PYKOBOACTBYyeTCS TpynoBeIM
KomekcoM Poccmiickoit ®enepanum,  JpyrMMH HOPMATHBHBIMHM IPAaBOBBIMH aKTaMH,
coJlep)KalllUMU HOPMBI TPYZOBOIO IIpaBa, a TaKkKe HOPMATUBHBIMM METOAMYECKUMU
NOKYMEHTaMU I10 BEJIEHHUIO KaJpOBOI0 JEJOINPOMU3BOJCTBA, 3aKOHOJAATEIBHBIMU aKTaMU
Poccutickoii ®enepanu, ykazamu u pacropsokeHusmu [pesunenta Poccniickoit ®eneparmy,
IIOCTAaHOBJIICHUAMM U  pacnopsbkeHussMu  IIpaBurensctBa  Poccmiickoit  Pexpepanmu,
KacalolMMUCSl OpraHM3alMM TpyJa M TPYIOBBIX IPAaBOOTHOLICHHUH, 3aKOHOJIATEJIBLHO-
IIPABOBBIMU ~ aKTaMH CyOBEKTOB (enepaluy 10 JaHHBIM  BOIIpOCaM, HOPMAaTHUBHO-
METO/JIMYECKUMHU  JIOKYMEHTaMH  OoOlero  JeicTBusi, MpaBUIaMM,  HHCTPYKIHUSAMHU,
METOJUYECKUMH PEKOMEHIALMAMH  yupexaeHHuil ['ocyqapcTBEHHOW apXHMBHOW CIIyKOBbI
Poccuiickoii ®epeparuu 1o BOIpocaM JIOKYMEHTAlMOHHOTO OOECIeUYeHUsl YIIPaBIICHUS,
YCTaBOM OpPraHU3alMH, KOJUIEKTUBHBIM JIOI'OBOPOM pabOTHUKOB, IpPaBUJIAMU BHYTPEHHETO
TPYJ0BOI0 pacnopsaka, Hacrosumm [lomoxxenuem o0 ynpaBieHUN KaipaMi, MHCTPYKIHCH 110
JIeJTOTIPOU3BO/ICTBY OpraHU3alllU U JIPYTUMHU JIOKaJIbHBIMU akTamu Cubl’ MY.




1.6. Iloapasnenenue pacmonaraercst mo aapecy: 634050, r. Tomck, yi. MoOCKOBCKHid
TPakKT, A0M 2, riaaBHelil kopnyc Cuol' MY, 1 stax, momemenns 215 - 216 u 634050, r. Tomck,
yJi1. MOCKOBCKHIA TpakT, I0M 2, aIMUHUCTpAaTUBHOE 31aHue KinHuk CuoI' MY, 1 stax.

2. Heaun u pyHKuum.

2.1. I'naBHas nenp YK — ocymiectBieHHe KaJpoBOil IMOJMTHKH, HAIIPaBJICHHON Ha
HOoJIHOE o0ecleueHue OpraHu3allid  BBICOKOKBATU(GUIMPOBAHHBIMM ~ PaOOTHUKAMU IS
HAWJIy4YIero BEINOJIHEHUS BCeX 3a1ad, ctodamux nepen Cuol’ MV:

® [ICPCIEKTHBHOE NPOrHO3UPOBAHME W IJIAHUPOBAHUE MOTPEOHOCTH By3a U KIMHHUK B

KajJjpax pa3JIMYHbIX NpOoQeccuii U CrieualbHOCTEH;

® KOMIUIEKTOBaHHE OpraHU3alMi HeOOXOUMBIMH KaJIpaMU BBICOKOH KBaJU(pUKaIIH;
obecrnieyeHne ABIKEHHS KaJpOB, IOATOTOBKA pe3epBa Ha BbIIBIKCHHE;

® IIOCTOSHHOE COBEPILIEHCTBOBaHHME pabOThI CiIy’KObIl Ha OCHOBE BHEJIPEHHS HOBEHIIMX
TEXHOJIOTUI pabOThI C JOKYMEHTaMU U METO/HK [10100pa NepcoHala;
y4eT JTUYHOIO COCTaBa ¥ CUCTEMaTUYCCKUI ero aHalIu3;

® KOHTPOJIb COOJIIOJICHUS TPYIOBBIX H COLIMATIBHBIX MPaB paOOTHHUKOB;

® [IOJUIEP)KAHME M  YKPEIUICHHE IIOJOKUTEIBHOIO  COLMAIBHO-IICHXOJIOTHYECKOr0
KJIMMaTa B YUPEKIACHUH, IPEIYTIPEKACHHE TPYIOBBIX KOHPIUKTOB;

2.2. OcnoBHbIMU QyHKIMSIME YK sBASIOTCS:

® COCTaBJIEHHE I'OJIOBBIX IUIAHOB 10 padote ¢ kajapamu Cubl'MY;

® (CO3/aHUE U BeJleHHE OaHKa JaHHBIX O MepcoHasle (KOJIMYECTBEHHOM U KaueCTBEHHOM
cocraBe KaapoB) B nporpammax «1C: Ilpeanpustue 7.7», «1C: Ilpeanpustue 8.2»;
«1C: Ilpeanpusrtue 8.1» - KINHUKH.

e 110100p KaHAUAATOB U BeIEHUE KaJPOBOTO pe3epBa PyKOBOJISINEr0 COCTaBa;
0oTOOp Ha BAaKaHTHBIE JOIKHOCTH;

® I[IOATrOTOBKA JOKYMEHTOB JUIsl OOBSIBICHHS KOHKYPCOB B rasere (n30paHue v BHIOOpHI Ha
npodeccopCcKo-Npeno1aBaTelbCKue T0DKHOCTH);
odopmiIeHre IpreMa Ha paboTy;

® 3aKIIFOYEHHE TPYAOBBIX [OrOBOPOB, JOMOJHUTENBHBIX COMVIAIIEHHUN K TPYJOBBIM
JOrOBOpaM;

® WU3JaHKME IIPHUKA30B [0 JUYHOMY cocTaBy (0 mpueme Ha paborty, 00 omycxax 0
IepEMEILEHUAX, 00 YBOJBHEHUH U JIp.);

® 3ano0JHEHUE YHU(PUIUPOBAHHBIX GOpM (B OyMaKHOM M JICKTPOHHOM BapHaHTaXx);

® [IOATOTOBKA M OQOpPMIEHHE IOKYMEHTOB MAJS MpPEACTaBICHHS K HarpaxJeHHAIM H
MOOLIPEHUSM;
odopMIiIeHHE JOKYMEHTOB JIJIsl HAJIOXKEHHS TUCIUIIMHAPHBIX B3BICKAHUIA;

e KOHTpOJIb 3a OGOpPMICHHEM U COOJIOJACHHEM TIpadUKOB OTIYCKOB, OQOpMIIEHHUE
OTITyCKOB;

e oQopMmIIeHHE U YUeT TPYAOBBIX KHI)KEK W BKJIABIIICH B TPYIOBbIE KHMKKH;

e MeTroauYecKoe ocHauleHue YK;

e odopmiieHHe CIPaBOK M IHUCEM, MOATBEPKIAIOMIMX (akT pabOThl, TPYJAOBOIO CTaxa
(1o 3ampocy pabOTHUKOB, IIPABOOXPAHUTENILHBIX OPIaHOB M APYTUX OpraHu3aluii);

® [IpOBEpKa JOKYMEHTOB M BH3MpPOBaHHE 3asBICHUIl paOOTHUKOB I IIOJYYCHHS
3arpaHUYHOTIO MACIopTa;

® [I0JrOTOBKA JJOKYMEHTOB /Ul Ha3HAYEHUs U NlepepacueTa MeHCcHH;

® [I0/IFOTOBKA JOKYMEHTOB JIJIsl IEHCHOHHOTO CTPAaXOBaHUS;

e BeJ/IEHME yueTa JIMYHOT'O COCTaBa;



e odopmienne u BbiIaua yjaocrosepenuii «Pabotunk I'bOY BITO CubI' MY Mumnszpaga
Poccun»;

® aHaJIN3 TEKYYECTH KaJpOB;

BEJICHHE YCTAHOBJIEHHOU OTYETHOCTH;

® HCYHCICHUE CTPaXOBOIO CTaka TPYIOBOH JEATEIBHOCTH Ui OGOPMIICHHS JIUCTKOB
HETPYI0CIIOCOOHOCTH;

® [IpOBEpKa TPYIOBOM JUCUHMIUIMHBI paOOTHHKOB YHHBEPCUTETA 10 3a[JaHUIO PEKTOpa,
NPOPEKTOPOB M PYKOBOJAUTEIEH CTPYKTYPHBIX MOJpa3/Ie/IeHuiA;

e pabora B nporpammax «1C: Ilpeanpusitue 7.7», «1C: Ipeanpustue 8.1» - KIMHHAKH,
«1C: Ilpennmpusarue 8.2», cBoeBpeMeHHOe BHeceHue B nporpammy «1C: Ilpennpustue
8.2» JaHHBIX Ha pabOTHHKOB;

e jpyrue (QYHKIMM, OrOBOPEHHBIC B JIOJDKHOCTHBIX HHCTPYKIMAX pabOTHUKOB
yIpaBIeHUs KaJpaMH.

3. CtpykTrypa.
3.1. YwucneHHOCTh NOJApA3JeNeHUS H €ro CTPYKTypa ONPEESIOTCS INTATHBIM
pacuCaHueM U YTBEPKIAAIOTCH PEKTOPOM.
3.2. HavaJbHUK yNpaBaeHUS KaJpaMu UMEET 3aMECTHUTEIS.
3.3. B coctaB ynpaBneHusl KaJjpaMH BXOJIAT:
® 0OT/eJ KaJIpOB YHHBEPCUTETA;
® OT/Ie)l Ka/IpOB KIIMHHK.
B orzenax oTcyTCTBYIOT pykoBoauTenH. JleJeHHe YHpaBieHHMs KaJpaMH Ha OTHEIbl He
3aKpeIUVICHO B WITATHOM paACHUCaHWM, HO O0O03HAYEHO B JODKHOCTHBIX MHCTPYKIIUAX
pabOTHHUKOB YIIPABJICHHS KaJpaMH.

4. [IpaBa ¥ OTBETCTBEHHOCTb.
4.1. IlpaBa noapa3zieeHus:
YipasiieHue KagpaMu UMEET MPaBo:

® 3arpamuBaTh Y PYKOBOAWUTENIEH CTPYKTYPHBIX MOJpa3AeieHIuii HeoOX0AUMble JTaHHBIE
0 paboTHHKaX;

e TpebOBaTh B  YCTAHOBJCHHBIX CjlydasX [PENOCTABIEHHMS COOTBETCTBYIOIIUX
JOKYMEHTOB (OOBSACHUTEIBHBIX WIH OKJIAJHBIX 3allUCOK, KOIUH CBUIETENLCTBA O
Opaxe, poXJAeHUN peOeHKa U T.11.);

e BHOCHTH Ha PaCCMOTPEHHE PYKOBOJCTBA NPEII0KEHHS 110 KaPOBBIM BOIIPOCAM;
pemiathb, B IpeJejax CBOCH KOMIIETEHIMH, BOIPOC O MPUIOJAHOCTU IMpETEHIEHTa s
3aHATUS KOHKPETHOM JOKHOCTH;

® JlaBaTh PCKOMEHIAIMU CTPYKTYPHBIM MOJpa3JEICHUIM 10 BOIPOCAM, OTHOCSIUIUMCS K
JAEeATEIBbHOCTH YIIPABIECHUS KaJpaMH.

4.2. OTBETCTBEHHOCTH
HavanpHuk ynpaBieHMs KajpaMH HECET OTBETCTBEHHOCTHh 3a OPraHU3alUi0 paboThI
YIpaBJICHUS W BBIIIOJHEHHE BO3JIOKEHHBIX Ha YIIpaBieHue GyHKIH U 3a/1a4.

5. PykoBoacTBo.
5.1. 3a nayaneHukoM YK 3akpernieHs! cieayromnue GyHKIHH:
e pasrpaHudyeHHUe 00sA3aHHOCTEH MeXTy pabOTHHKAMHU;
COIIACOBAHUE U MOJIMUCAHUE TIPUKA30B U JIOKYMEHTOB;
® [IpE/CTaBICHHE JOKYMEHTOB /II1 Ha3HAUYCHUS MJIH OCBOOOXKJIEHHS OT 3aHMMaeMOM
JIOJZKHOCTU paOOTHUKOB YIIPABJICHHS Ka[paMu;



® I[IOATrOTOBKA pacloOpsKEHMH M pPEKOMEHJalMi 10 BONpOCaM, BXOJSIIUM B €ro
KOMIIETCHIMIO M Jpyrue (QYHKIMH, OTOBOPEHHBIE B JIOJDKHOCTHBIX HHCTPYKIMSAX
pabOTHUKOB YIIpaBJICHU Ka/IpaMH;

® KOHTPOJIb 332 MCIIOJHEHHMEM [OJDKHOCTHBIX OOS3aHHOCTEH pabOTHHUKAMHU YIIPaBICHHS
KajipaMu, MpeyCMOTPEHHBIX J0KHOCTHBIMU HHCTPYKIUSIMH.

6. BzaumopeiicTBus.

6.1. VmpapieHue KaapaMud — B3aHMOJCHCTBYET CO  BCEMH  CTPYKTYpPHEIMH
nozapasaenenusmu Cudbl'MVY o BonpocaM KOMIUIEKTOBAaHHS U BHKECHUS KaIPOB.

6.2. C OyxraiaTepuei, IUIaHOBO-(MHAHCOBHIM YIPABICHUEM YIIPABICHHE KaapaMu
IIOCTOSIHHO ~ KOHTAKTHPYET I10 BOIpPOCAaM OIUIaThl TpyJAa U (OpMHPOBAaHUSA INTATHOTO
pacnucaHusl.

6.3. YipasieHue KaZipaMy MOCTOSIHHO B3aUMOJICIHCTBYET ¢ MPABOBBIM YIIPABICHUEM T10
BCEM CJIOXKHBIM BOIIPOCAM TPYJOBBIX B3aMMOOTHOILICHHIA.

6.4. Ilpu npueme pabotaukoB B CuOI' MY NpoHCXOAUT B3aUMOJIEHCTBHE C BOCHHO-
YYETHBIM CTOJIOM, OT/JIEJIOM OXPaHbI TPy/ia.

6.5. Yupasienue KajpaMu HO/IEPKUBAET TECHYIO CBA3b ¢ OOLIHM OTIEIOM IO BCEM
BONpOCaM  JIOKYMEHTHPOBaHUS M OpraHu3anuu paboTel € JOKYMEHTaMH, a Takke
KOHTPOJIUPYET CBOCBPEMEHHBIN JOKYMEeHTO000poT Mexay YK u o6uum otaenom Cubl’'MY.

6.6. Bueapenne KOMIBIOTEPHBIX TEXHOJOIHI, COBEpIICHCTBOBaHHE mporpamMMm «1C:
IlpennpusaTre», a TakkKe BOMNPOCH OOECHEYCHUS YIPABICHHUSA KaJIpaMH KOMITBIOTEPHOI
TEXHUKOH, €€ JKCIIIyaTalldd ¥ PEMOHTa TpeOyIOT MOCTOSHHOIO B3aUMOJEHCTBHUS € OTIEIOM
MH(GOPMAILIMOHHOT0 00CITY)KMBAHUS M TEXHUYECKOro 00eCIeueHHMS.

6.7. YnpasieHue KaJpaMd IIOCTOSSHHO KOHTAKTHUPYET C OTIEJIaMH COIUAIBHOIO
obecniedenus, ciyxOamu 3aHATOCTH, YrpasieHueM Ilencuonnoro ®oumga PO B r. Tomck
Tomckoit obmacti, crpaxoBeiMu KommnaHusimu, @enepaipHoit Cityx6oii beszomacHoctu, co
ciyx06o0ii OpraHoB BHYTPEHHHUX J€J, TEPPUTOPHAIBHBIMU OpraHaMU TOCYAapCTBEHHOM
CTaTUCTUKH U T.[I.

7. Opranu3zauus padorsl.

7.1. Ynpasienue Kaapamu paboTaeT B COOTBETCTBUHM ¢ [IpaBwiiaMu BHYTPEHHETO
TpyAaoBoro pacnopsaka Cubl'MY u KosiekTuBHBIM 0oroBopoM pabotHukoB Cubl' MY.

7.2. BCio mOMHOTY OTBETCTBEHHOCTH 3a Ka4eCTBO M CBOEBPEMEHHOCTH BBINOJIHEHHUS
BO3JIOXKEHHBIX HacTosiuM [losokennem Ha ynpapieHue KajpaMmu 3a7ad U QyHKIMI HeceT
Kaxaplii pabotHuk YK mnepcoHanpHO, MO BO3JIOKCHHBIM Ha HEro (yHKIIMOHATIBHBIM
0053aHHOCTAM, YCTaHOBJIECHHBIMH JODKHOCTHBIMH HHCTPYKIMSIMU.

8. lesionpou3BOACTBO.

8.1. Jlena B ympaBjieHHH Kagpamu (OPMHUPYIOTCS B COOTBETCTBUH C YTBEPIKIACHHOMN
HOMEHKJIATyPOii.

8.2. Vmpamienue KagpaMH HMMEET JOKYMEHThl KOH(QUIACHIHAIBHOIO Xapakrepa
(mepcoHa/IbHBIE 1aHHBIE paOOTHHKA).

8.3. VmpapieHue KajJpaMu MMEET INTaMIIbI O HAWUMEHOBAHUHM YUPEKACHHS, O
NEPEVMEHOBAHUN YUPEKIEHHUS, O cCMeHe (aMWIMM, O MOJYUYEHUH OOpa30BAHMS, UMEHHbBIE
mrramiibl «CorsacoBanoy, «Komnus BepHa», «lloanucek y1octoBepsito» U Ipyrue.

8.4. VYmpapieHue KagpaMud HMeeT IleyaTh C HaWMEHOBaAHHEM IOJpa3IesieHus,
UCIIOJIB3YEMYIO JUISl 3aBEPEHUs KONUH TIOKYMEHTOB, Y/JOCTOBEPEHHS MOIMHHOCTH IOIUCH
pabOTHUKOB YIIpaBJIEHUS KaJApaMu IIPH Bblla4ye IOKYMEHTOB.

9. Peopranuszanusi ¥ JIMKBHIALUSA.
9.1. Pemenne o peopraHusallui U JUKBUIAIMM 110JIpA3ACICHIST MPUHUMAETCSI YUYEHBIM
coetoM CuOI'MY B COOTBETCTBUM C YCTABOM.



10. ITopsinok BHecenus usmenenuii B [Tonoxenue.
10.1. ITonoxxenne 0 CTPyKTYPHOM IO/Ipa3/IeIeHIU MEPEU3IacTCs B CIIydasx:
® U3MEHEHHs Ha3BaHWsA U QYHKIMI 1Opa3ae/IeHHS;
® PCOpraHU3alMH CTPYKTYPHOTO MOIPA3ACICHHS.
10.2. Msmenenus B IlonojkeHHe BHOCATCS B COOTBETCTBMHM C M. 3.2.4 pernamenra «3.1
YipasiieHue JOKYMEHTaINei».

Havanpnuk ynpaBneHus kaapamu %fz’/ N.A. TapabanoBckas



