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I. OBIUE TOJIOKEHKA

1.1. OTzen Xafpos (naiee — OTAET) SBIASTCS CTPYKTYPHBIM HOJPa3ICIeHUEM HpHBDJI}KCKOFO
thrnmana deaepalbHOTO TOCYIAPCTREHHOIO CIOKETHOTO 06pa3oBaTelIEHOTO YUPENK/IEHIS BEICIIETO
o6pasorarms «POCCHHCKAN TOCYIAPCTBEHHEN YHHBEPCHTET NPABOCYINA HMMCHH B.M. JleGenesan
r. Huxmt Horropon (panee - Qmiumar), TOMGWHSIONTHMCS THPEKTOPY ¢prnmmana.

1.2. B coeif AeATENBHOCTH OTIE] KAIPOB PYKOBOACTBYSICA HOPMATHBHEIME [DABOBBIME
axtamu Poccmiickoit @eneparmuu, Y CTaBOM VHABepCHTETa, HACTOSIEM IIoNokeHneM, IPUKA3AME |
PAcTOPsDKEHHAME  PEKTOpa Y HMBEPCHTETA (mupexropa [IPHBOIDKCKOTO (QuIMANa), H HHBEIMH
JOKATEHEIMHE HOPMATABHEIME aKTaMH Y HHBEPCHTETE. ‘

1.3. Oren Xafpos co3iaeTesd B H3MEHIETCH Ha OCHOBAHHH [IPHKa3sa PEKTOPa VHWBEpPCHUTETA.

1.4, IltaTHas 9HCIEHHOCTE OTAEHA OMPEHENAeTcs MITATHBEIM PACIIHCaHHEM, YTBCPH/ICHHBIM
IIPAKa30M PEeKTopa Y HEBEPCHTETA. _ '

1.5. Orjien Kajpos BO3IVIABIAET HAYANBHUK, Ha3HAYACMbIH HA JOIDKHOCTE H 0cBOOOIKTAEMELH
OT HOVPKHOCTH HPHKA30M jiupekropa Primaa, Ha OCHOBAHHMH 3aKHOTCHHOIO TPYZOBOIO AOTOBOPA.

1.6. Ormen KaxpoB KOMIDIEKTYETCs pafoTHAKAME, COOTBETCTBYIOIIAMH KB (QUKAllAOHHBIM
TpeGOBANMAM [0 3@HUMACMEIM JODKHOCTAM, XapaKkTepy BBIMOTHACMEIX TPY/ACEBIX hyHKUHE,
OTIpeICAEHHEIX JOKHOCTHEIME HHCTPYKIHIMHE.

1.7. PaBoTa oTAena KaIpoB OpraHK3yeTcs Ha O0CHOBE IPHHIHIOB 3aKOHHOCTH, 0OBEKTHBHOCTH,
HE3ABHCHMOCTH, COYCTAHMA CIMHOHAYANHA B DEIICHHH BOTPOCOB CIYKCGHOH JNEATENBHOCTH H
KOJUTErBaILHOCTH IPH HX chy}meHHH, LEPCOHATTHHON OTBETCTBEHHOCTH KAXKJ/I0T0 PabOTHIKA OT/eNa
34 HCTIONHEHIE ODKIOCTHEX offanocTell, IPeIyCMOTPEHHBIX NCILKHOCTHEIMA HHCTPYKINIMHE.

1.8. JIeATenbHOCTD OTAEIA KARKPOB HOAKOHTPOIEHA K IOAOTYCTHE THPEKTOPY Guwimama,

1.9. TIpapa = 00A3aHHOCTHA, OTBETCTBEHHOCTE, palOTHHKOB OTAEAa OIPEACIAIOTCT
HOPMATHBHEIME LPaBOBLIME akTaMu PoccuiCkol Denepariy, TOKaIbHEM HOPMATHBHBIMH aKTaMH
VHHBEpCATETA, B TOM GHCIE TOJDKHOCTHLIME HHCTPYKITHAMHA, 8 TAKKE TPYAOBBIMA TOTOBOPAMH,

II. MEJIA A 3AJAYH OTAEJA
2.1, Tleneio AeSTETHOCTH OTACHA KaupoB SBILICTCAH obecnedenre KampORBIMH PeCypcaMi,
KOMILIEKTORaHHE paGoTHHKaME TpeCyeMbIX IPO(ecCrl K KBAA(HKAIHA B COOTBETCTBHY C 3a/aaMi
% HaTpaBIeHHeM JesTeILHOCTH Dunrana, paspaboTka KafpoBol MOTHTHKE, cOOI0ACHAE IIPaB, JBroT



¥ TapasTHii paboTHHKOE B 0GIACTH TPYAOBOTO TIPaBa, & TAKKE BICHHE Ka/(pPOBOTO ,ueﬂonpomBoﬁc:TBa
B COOTBETCTRHE C 3aKomoaTensersoM Poccuiickoll @enepanun.
2.2. 3amauaMy oTaena XKaapos ABISKOTCH! _

2.2.1. Ofecmedenye KagpoBOro IOKYMEHTOOO0POTA; OCYIMIECTBICHHS a(hexTABEOTO Mosdopa u
PAcCTAHOBKY K&APOE B COOTBETCTBHH ¢ HX JENOBEIMHA H IPOhecCHOHATbHEIME KAYCCTRBAMH;

2.2.2. Opragmsaiis KadeCTBeHHOH ¥ OQ@OEKTHBHOM CHCTEMEl NEPCOHANBHOIC y4eTa,
odopmnenne w ofpaboTka KAZPOBEIX JOKYMEHTOR H IOCTYNAOMIEH HHdOpMAaIkE B YCTAHOBIEHHEIE
CPOKH, ODECIIEUEHHE HX COXPARHOCTH, COCTABIIEHHE BCEX BHIIOB OTICTHOCTH IO KafpaM;

2.2.3. Obecneuenye BLIIONHEHNA JCHCTBYIOMIETO 3aKOHOAATENRCTBE O TPYAC]

2.2.4, TlocTOSHEOE COBEPIIEHCTBOBaHWE paborhl ¢ KAmpam¥, IOBBILCHHI KBaimhHKAITHL,
CO3IABHA PE3EPBA KAPOB; '

2.2.5. Opranm3amus BejleHud BOMHCKOro yaera paboraukos umaa;

2.2.6. QOcymecTBleHMe KOHTpoOmZ 3a COOMIOACHAEM B THOZPA3ICICHMSX drmanra
3aKOHOJATENEHEIX X MHEIX HOPMATHBHEIX IIPABOBLIX aKTOB MO TPYHOBOMY 38KOHO/ATC/IECTRY.

111, ®YHKIIAY OTAEJIA

3.1. Oraen kampoB 00ECIeHBAST: _

3.1.1. Tloxbop nepconana COBMECTHO ¢ PYKOBOJHTEIAMH TIO/[Pa3ICIeHAN;

3.1.2. JloxymeHTansHoe OQOpMIEHHE TpEema, TepeBona H YBONBHEHUS DAOOTHHKOB B
COOTBETCTBAY ¢ TPYAOBEIM 3aKOHONATEIECTBOM — O(POPMIICHES TPY/IOBEIX JOTOBOPOE € paboTHAKAMHA
¥ W3IMCHEHHH K H{M, TOATOTOBKA IIPHKA30B 110 JIIHOMY COCTABY H OCHOBHOM /ICATEABHOCTH drmmana.

3.1.3. Bepenwe paGoTEl ¢ TPYNOBEIME KHIDKKAME - TPUEM, 3AITONHEHYE, XPaHeHHe H BEIIAYA
TPY{OBBIX KHHKEK. ,

3.1.4. PaSota 10 (OpMUpPOBAENIO CBEIEHNH O TPYAOBOH JISATEIEHOCTH B SICKTPORHOM BHAC.

3.1.5. VueT IIMHMHOTO COCTABRA TYyTeM COCTABJICHHS Pa3iindHOTo BHIA OTYCTOB.

3.1.6. CocTapnesue TpadHKOBR OTIYCKOB, y4eT HCIONMB30BAHAL DPabOTHHKaMH OTIYCKOE,
ohopMIEHHEE OTIYCKOB B COOTBETCTBHHE C JEHCTBYIOMHM TPYIOBLIM 3aKOHOJATCTECTBOM.

3.1.7. OdopMirenne # yIeT clryKeOHBIX KOMaHHPOBOK.

3.1.8. OdopmMreHHe JHIHEIX Jel pabOTHUKOB, TIOATOTOBKA | BEINATA 110 TpeGoBaHrI0 PADOTHHKOB
CIIPABOK ¥ KOHHH TOKYMEHTOR. ;

3.1.9. Brmiaua CBefcHWH O TPYNOBOH HesTelNbHOCTH palOTHHEKaM IO HX 3alpocaM o thopme
CTH-P.

3.1.10. BemeHre YCTATOBNEHHON IOKyMEHTAIHH TT0 KajpaM.

3.1.11. Oprammsamms TalenpHOro ydera pabodero BPEMEHH paboTHHKAME. CTPYKTYPHEIX
HOApa3AeIeHUH QUIHaIa.

3.1.12, BrespeHue CACTEMEI MOTHBALMH TPY/I4.

3.1.13. [logroToBka kaapoBOH AOKYMEHTAITHH UL IEPeladyl B apXUB Il TAILHEATIIET0 XPaHeHHS.

3.1.14. Opraguzanisa BOHHCKOTO yaeTa pabOTHUKOB.

3.1.15. Ananm3 TeXy4eCTH KajgpoB.

3.1.16. IToArOTOBKA ITFATHOTO paciucanns Quimana.

3.1.17. Opranwmsanys atrecTanuil paboTHHKOB.

IV.IIPABA H OBA3AHHOCTH

4.1. PaGoTHHKY OT/Iela KaIpoB HMEI0T IPaBo:



4.1.1. BsapMomelcTBOBATE [0 BOIPOCAM, OTHOCAMAMCA K KOMIETCHIHMH OTHENA € APYIHMH
IOMpasfeTeRuaMu QUIIHATa, TOCYNAPCTBECHHEIMA ¥ MyHUITUIATEHEIMY OPraHadH, 4 TAloke APYrHMH
OpTaHi3aITHIMHY. o .

4.1.2. KouTpompoBRaTs coOMOAeHAe TPYIOBOrO 3aKOHOIATENLCTEA B puimHane, a TaKKe [aBaTh
pasBACHEHMS [0 [IPUMEHEHHI0 HopM TpPYZOBOIO KOJIEKCa Poccmitckoit Qefmepalluit B HMHBIX
HOPMATHBHEIX 2KTOB.

4.1.3. TlpencTapnsaTs LPELIONEHHs 10 TOBEIIEHHIO 3((QeKTHBHOCTH ¥ COBEPIICHCTBORAHAI
IeATENBHOCTH Beex Hompasfencnull GuIHaa B 9aCTH, OTHOCAIINEHCS K KOMIICTEHIHE OT/(CIIa.

4.1.4. TomywaTs OT pyKOBOIMTENEH chyKTypHLD{'HdﬂpasneneHﬁﬁ VCTAHOBIEHHYIO OTYETHOCTE,
CBEeHUs H MATEPHAIHY, HCXO/(S H3 BO3IOMKCHHBIX Ha OT/ISN 3a1a1.

4.1.5. OCyMECTBIATh MHBIE [paBa, IPSAYCMOTPEHHEE HOPMATHBHEIMHA, IPABOBEIME AKTAMH
Poccuiickoi Oerepallvii ¥ JIOKATBHEME HOPMAaTHBHBIMHA aKTaMH YHHBEpCHTETA.

4.2. PaGOTHHKH OTHENA KAAPOB 0bs3aHbL:

42.1. CROEBpEeMEHHO W K4UYCCTBEHHO BBINONHATL 38Ja9H, BO3NOKEHHERIC Ha OTHCT,
B COOTBCTCIBHH ¢ HACTOSIIMM LIONOMKEHHeM, WHBIME I[IPaBORKIME aKTaMu Y HHBOPCHTETA,
JIOIDKHOCTHLIMH HHCTPYKIHAMH ¥ TPYAOBBHIM HOTOBOPOM.

422, CoGmomaTe HOPMATHBHEIE Tpasosile akTel Poccmiickoll Depepanu, Yceras
1 JIOKaTBHbIE HOPMATHBHLIE aKTEL Y HHBEPCHTETA.

4.2.3. BRimongars HEEE 0043aHHOCTH, IPEIyCMOTPEHHEIE HOPMATHBHEIMA MPABOBRIME aKTaMHE
Poccriickoit Mefepamys ¥ TOKaTLHEIME HOPMATHBHEIME aKTaMH Y HUBEPCHTETA. '

V. OTBETCTBEHHOCTDb

PaSornpru Orena KagpoB HECYT OTBETCTBEHHOCTH 38 HEHCIONHCHHS HJW HEHAIICKAIICC
HCITONHEHUE CBOMX JIOJDKHOCTHBIX 0043aHHOCTEH, PETTaMEHTHPOBAHNBIX TPYAOBEIM ACTOBOPOM H
OJDKHOCTHEIMHA HECTPYKIASMIL, B COOTRETCTBEH ¢ IPABOBRIMK akTaMu Poccriickoi denepariiy.

VI. B3BAUMOOTHOINERUA C HHBIMA
HOJIPA3ZJAEJIEHAAMHA OUITHAJA ,
Baammoneficrsue OTraena K&IpoB ¢ MHEIME [I0ApasfeleHmsMy YHEBEPCHTCTA M QHIMana
ompenenAeTcs 3anadaMH M QYHKIUIMH, BO3JIOXKCHHBIME Ha OT/ell HACTOATITHM IIONOXKCHHEM, H
OCYIIECTBIIACTCS B IPEIeNax KOMIIETEeHITHH OTACTA. ‘



