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1. Y1Bepaure Ilonoxennme 00 yHOpaBlIeHHH KaapoB benepanpHOro

TOCYIApCTBEHHOTO  OIODKETHOro  oOpa3oBaTENBHOTO — yYpeKOEHUS  BBICLIETO
obpazoBanna «CaMapcKuil rocyapCcTBEHHBIH 3KOHOMHAYECKHI YHUBEPCHTET».

2. VYr1Bepautes [lomoxenwe 06 otmene mo ‘06CJIy)KHBaHIfIIO COTPYIHUKOB
YIIpaBIeHUAS KaJpOB denepansHOrO rocyAapCTBEHHOI'O OIOIXKETHOTO
0bpazoBaTeNsHOro YYpexXIeHus BEICILIETO obpa3oBaHusA «Camapcknii
rOCyNapCTBEHHBIH SKOHOMUYECKHH YHUBEPCUTETY.

3. VYrBepmure IlonoxkeHHMe O CTyHEeHYECKOM OTjeNle YIpPaBICHHS KaapoB
(esepatbHOrO  roCcyZapCTBEHHOTO GIOMKETHOTO 06pa30BaTENBHOIO YUpEXTeHUST
BBICILIETO obpa3oBaHus «Camapcxkuii FOCYHapCTBEHHBIH  3KOHOMMYECKHI
YHHBEpPCHTETY.

4.Cuyrrats yTpaTuBmumu cuiry Ilonoxenue o6 ynpasnenuu kanpos, Ilomgosxkenue
00 oTHene HO OOCIYXMBAHMIO COTPYZHUKOB YTIpaBJICHHsS KampoB, ITomowxemue o
CTYACHIECKOM OTJeNe YNPaBICHHS KaJpOB YTBEPKICHHBIC NPHKA30M PEKTOpa OT
01.03.2012r. Ne 175-OB.

PexTop ' _ C.1.Ammapuna



MuHHCTEPCTBO HAYKH H BEICIIETO VTBEPXXJIEHO

obpazoBanusa Poccuiickoi Deepanun IIPUKa30M pEKTOpa
dbenepanbHOE rocyJapCTBEHHOS OI'BOY BO «CI'OVY»
6romKeTHOE 00pa3oBaTeIbHOE YIpEXKASHHE ot «F );/QZW 2019r. Ngé_éfé:OB

BEICIIIET'O 0Opa30BaHHUA
«Camapcekuii rocyJjapcTBeHHbIH
IKOHOMHYECKHH YHHBEPCHTET»

MOJOXEHUE
00 oTaesie Mo 00C/IyKHBAaHHIO COTPYAHHMKOB YIIPaBJieHUS KaApoOB

I. O0uIHe MoJIOKEHHA

1.1.0tmen  mo  oOCIY)XMBaHUIO  COTPYAHHUKOB ' ABJIICTCA  CTPYKTYPHBIM
roapasAejicHieM YIpaBIICHHs KaJpoB q;ez[%paﬂbﬂoro roCyIapCTBEHHOTO OOKETHOI'O
006pa30BaTENBFHOrO yUPEXKASHUS BEICIIEro 00pazoBanus «CamMapckuil rocy1apCTBEHHBIH
SKOHOMMYECKHUM yHHUBEpCHUTET) (Hajiee - YHHUBEPCHTET). '

1.2.0Taen no o6CIyKHBAaHMIO COTPYQHHKOB yIpaBieHHs Kaipos (manee - Otmen)
co3JaeTcs U JIUKBUAHUPYETCS IIPUKA30M PeKTOpa YHHBEPCHTETA.

1.3.0T1aen mogquuHSETCS HEOCPEACTBEHHO HaYaIbHUKY YIIPaBIIEHHS KaJIpOB.

1.4.01xen Bo3rnaBiseT HAaYaJIbHHUK, HA3HAYaeMbIH Ha JIOJDKHOCTE IIPHKA30M pPEKTOpa
YHuBepcUTETa IO NPEACTABICHUIO HadaJIbHUKA YIIPaBICHHS KaPOB.

1.5.Pabotuukn OtTmena HA3HA4YAIOTCSI HA JOJDKHOCTH M OCBOOOXIAIOTCSA OT
JOJDKHOCTEH TMpHUKa3zoM peKkTopa YHHUBEpPCHTETa IO IPEACTaBICHHIO Ha4vallbHHKA
yIpaBJieHUs KaJpOB.

1.6.B cBoeit gesrensHocTH OT/IEN pyKOBOACTBYETCH:
- TPYIOBEIM 3aKOHOHATeNhCTBOM P®, 3axoHojmarenscTBoM P@® 0 comuansHOM
obecrieueHuH, HOPMaTHBHEIMHA [TPABOBBIMH aKTaMH B 00JIaCTH BEICIIETO 00pa3oBaHus;

-  UHCTPYKUMSIMH o JEeJIOIIPOU3BOJICTBY, TpeOOBaHUSIMH OpraHu3alui
JOKYMEHTO000pOTa, HOPMATHBHBIMH MaTepHalaMH B cdepe OQOpMIEHMS TPYHOBBIX
OTHOIICHHH;

- YcraBoM YHUBEPCUTETA; :
- [IpaBriiaMyu BHYTPEHHETO PacIIOpsAIKa, WHBIMH JOKAJILHBEIMH HOPMATHBHBIMH aKTaMH
YHuBepcUTETA;
- IpHKa3aMH peKTopa Y HUBEPCHTETA;
- pacIopsDKEHUSIME ¥ yKa3aHHUSIMH HadallbHUKa yIIPABICHHA KaJpOB;
- gactoanwmM llonoxeHueM.
II.3apaun
K 3amauam OTziena OTHOCUTCS:
2.1.0OcyiiecTBiIeHHE KagpOBOro obecredeHNs TMIHOIo CocTaBa Y HUBEPCHTETA,
2.2.0OpraHu3anys y4eTa KaJapoB;
2.3.06ecrieuenue coOIONEHHST TPYAOBOrO 3aKOHOJarelnscTBa P@ B IeATENBHOCTH
VHUBEPCHTETa, B TOM UHCIIEe COOJIOINEHUA IIpaB, MPEAOCTABIECHHS JIBIOT M TapaHTHH
paboTHHKaM U oOydaroImMuMcs Y HUBEPCUTETA, :
2.4.0Opranu3alliOHHO-METOAHYECKOe PYKOBOICTBO, KOOpJUHAIHWS ¢ KOHTPOIIb
JIeATENBHOCTH CTPYKTYPHBIX ITOApa3AeiieHu Y HUBEPCHTETA II0 KaIPOBEIM BOIIPOCAM.

IIl. ®yHKknuH
K dbyakumsm OTaena OTHOCHTCS:
3.1) ydvacTHe B pa3paboTKe KaJApOBOH MOIUTHKH U CTPATETHH YHUBEPCUTETA,
3.2) ¢dopmupoBaHHe U BeleHHe OaHKa JaHHBIX O KaJ[pOBOM COCTaBe;
3.3) moxbop u 0TOOp PabOTHUKOB COBMECTHO C PYKOBOIUTEISIMH 3aHHTEPECOBAaHHBIX
CTPYKTYDHBIX TIOJIpa3/ie/ieHHii ¥ BHECEHHE COOTBETCTBYIOIIMX NpPEUIOKEHHH 06 ux
Ha3Ha4YCHWH Ha JOJDKHOCTH;



3.4) Hamiexamee oGopMIIEHHE NpHeMa, IEPeBOAOB, YBOJIbLHEHHS pabOTHUKOB B
COOTBETCTBUH C TPYAOBBIM 3aKOHOHATEIBCTBOM PD;

3.5) ydYer JIMYHOTO COoCcTaBa PaOOTHHUKOB,

3.6) yd4eT, BellcHHe, BHECEHHE 3alliCel, XpaHCHHUE H BbIIa4da TPYNOBBIX KHIDKEK,
MyOIMKATOB U BKIAIBILIECH K HUM;

3.7) BemeHHe yCTAaHOBJIEHHOW HOKYMEHTAIHH IIO Kaapam;

3.8) mpoBepKka Ha COOTBETCTBHE TPYIOBOMY 3aKOHOIATEIBCTBY P® noxymMeHTOB IO
IpUBIICYeHHIO PAOOTHHKOB YHHBEPCHUTETA K JHCLMIIIMHAPHON OTBETCTBEHHOCTH,

3.9) meromuyeckoe W HHGOPMAIMOHHOE OOecledCHHEe AaTTeCTAIlHH pabOTHHUKOB
VHUBEPCHUTETA, YJAaCTHE B aHAIM3€ Pe3yIbTaTOB aTTECTallkH,

3.10) perucTpauusi, yJeT, XpaHEHHE U I€pelada B COOTBETCTBYIOIIHE chyKng)HHe
nofipa3feNieHdsi [IPUKa30B PEKTOpa IO JMYHOMY COCTaBy COTPYJHHKOB W I10 OOIIHM
BOIIPOCAM ¥ PACIOPSDKEHHI PEKTOPA W MPOPEKTOPOB;

3.11) BBIa9a CIIPaBOK O paboTe B YHUBEPCHUTETE 10 3aIIpOCy PadOTHUKOB;

3.12) obecrieuenre  OpeNOCTABICHMs  CONMANBHBIX — IapaHTWd  pabOTHHKAM,
cobIIOIeHH s TTOPSIKA TPYI0YCTPONCTBA,

3.13) cocTaBnenne TPapUKOB OTIYCKOB, O(OpMIEHHE eXerofAHbIX OTIYyCKOB B
COOTBETCTBUH C YTBEPIKIEHHBIMH I'pa(pUuKaMu;

3.14) yuacTHe COBMECTHO CO CTPYKTYPHBIME IIOJIpasfieICHUAMH YHUBEpCUTETa B
OArOTOBKE MAaTEepUaJOB [UIsl IPEeACTaBIeHHs pPaOOTHHKOB K ITOOLIPSHHUSIM H
HarpaKASHUIM;

3.15) coctaBnenue CIIUCKOB mpodeccopcKo-TIPENoIaBaTeIECKOT0 cocTrasa,
HOUISKAITHX KOHKYPCHOMY OTOOpY B CBA3H C HCTEYEHHEM CPOKa TPYIOBOTO JOr0BOpa B
claenyromeM ydeOHOM romy (IOJyrofuH) Ul Iepefadd ero y y4eOHO-MeTOIHYecKoe

paBJICHHUE;

3.16) mpenocTaBiende Ul O3HaKOMJIeHHMs pabOTHHKaM  H 00y4JaromuMcs
VHUBEPCUTETA JIOKATBHBIX HOPMATHBHBIX aKTOB YHUBEPCHTETa, IPHKa30B PpPEKTOpa
YHUBEPCHUTETA,

3.17) BHeCEHHE 3alMCU IPUKa30B B JIMYHBIE Jela PabOTHHUKOB, JTHYHBIC YUCTHBIC
kapTodku ¢Gopmbl T-2, KOHTPONBHEIE CIHHCKH M KOPPEKTHPOBKa OaHKa JaHHBIX IO
pabOTHUKAM Ha 3JIEKTPOHHOM H OyMa)KHOM HOCHUTEJIIX;

3.18) obecrieueHHEe COXPAHHOCTH IIEPCOHANBHEIX JIaHHBIX PAOOTHHUKOB;

3.19) moaroTroBKa JOKYMEHTOB K apXHUBHOMY XPaHEHHIO;
3.20) mpefocTaBieHne — COyxk0aM — 3aHATOCTH  MH(OpMAIMH O  KOJIHUIECTBE
BBICBOOOIKIAIOIINXCS PAOOTHHKOB,;

3.21) cBoeBpeMeHHasl IOATOTOBKA U COCTABJIEHHUE OTIETOB IO KaJIPOBBIM BOIIPOCAM;

3.22% MOATOTOBKA HEOOXOIMMBIX CBEIEHHM, B TOM YHCJIE CTaTHUCTHYCCKHUX, JJIA
MuHHICTepCTBA HAyKH U BbIcIiero oopasosanus Poccuiickoi Meneparum,

3.23) IOAroTOBKA OTBETOB Ha 3alpOoChl CTOPOHHHX OpraHW3allid B MHpenenax
KoMnetreHnuu padbotsl OTaena;

3.24) XxpaHeHre Ha yCTAHOBISHHEIH CPOK OPUTHHAIOB U CKaH-KOIHHA IIPHKa30B U
pacIIOpsDKEHHIA PeKTopa;

3.25) KOHCYJILTHPOBAHUE II0 BOIIPOCAM, BXOISAIIMM B KomneTeHuuo Oraena.

IV. IIpaBa u 00s13aHHOCTH

4.1. Otoen uMeeT IpaBo:

4.1.1) B3auMOeHCTBOBATE CO CTPYKTYPHBIMHU IIOAPa3/IENeHUsIMUA Y HUBEPCUTETA I10
BOIIpOCaM ITPOBEPKH WCIIOJIHEHUS] [OKyMEHTOB H TIPEeIOCTaBIeHUs HEOOXOIMMOMR
nHOOPMAITUH IT0 paOOTHHKAM;

4.1.2) TpeboBaTh OT HCIOJIHUTeIEH MOpabOTKM HOKYMEHTOB, IOATOTOBIEHHBIX C
HapyIlleHHeM yCTaHOBJIEHHEIX TpeOOBaHMH WX COCTABIIEHUS U O)OPMIICHIS,

4.1.3) 3ampamuBaTh W NOJYYaTh OT 3aBeAyHOINMX KadeIp M PyKOBOJUTEIEH BCEX
CTPYKTYPHBIX o Apa3AeiICHII HEOOXOIUMYTIO UHGOPMAaITHIIO (zasBiEeHUs,
00BACHUTEIBHEIE 3aIIMCKH | JIP.) JUUIs OCYIIECTBICHU AesaTenbHOCTH OTena;

4.1.4) KOHTPOIHPOBATE COCTOSIHHE TPYAOBOHM JHUCLMIUIMHBI B CTPYKTYPHBIX
IOJIpa3/ie]IeHHuAX Y HUBEPCHUTETA;

4.1.5) ycTaHaBIWBAaTh CPOKH PYKOBOOWUTENSIM CTPYKTYPHBIX IIOApasJeIeHHN W
KOHTPOJIMPOBATH BBITIOTHEHHE UM IIPeAbsiBIeHHBIX TpeOOBaHMI;



4.2. Ornen 0bs3aH:

4.2.1) peatn30BBIBATh KaJpOBYIO IIOJIMTHKY VHuBepcuTeTa IIyTeM HAIJICKAIICTO
ohopMIeHH s TPYIOBEIX OTHOIICHH; 5

42.2)B paMKaX CBOell KOMIIETCHIMH ObOecreduBarh cobmoenne TpeboBaHWH
TPyIOBOTO 3aKOHOAaTebeTBa PP, 3aKOHOAATENECTBA O COLMAIBHOM obecrieyeHUH,;

4.2.3) obecrieynBaTh COXPaHHOCTB JIOKYMEHTOB, COJEPMALX IIepCOHAILHEIE
JIaHHbBIe PA0OTHHKOB;

4.2.4) obecrieuynBaTh PEXUM KOH(QUACHINATHHOCTH uaGOpPMALHH, COAepIKallel
[IepCOHANBHBIE JAHHEIE PAOOTHHKOB, O0YJAIONMXCsl U TPETHHX JIMIL, cTaBlieif H3BECTHOH
paboTaukam OT/ena B CBA3H C UCTIOTHECHHEM UMH CBOMX NOJDKHOCTHDBIX 00s13aHHOCTEN,

4.3. Paborauku Ortmena npd O(QOPMICHMH KaJpOBOH IOKyMEHTAIUIH 00s13aHBI
HCXOIMTE TOJILKO U3 OQHIIHAITBHO IIOTyYEeHHBIX NaHHBIX U MaTepHajloB.

V. BzanMooTHomenns (cayskeGHbIe CBA3H)

Jlns BeIIONHEHUS GYHKIME U peanusaliy Ipas, NPEeJTyCMOTPCHHBIX HACTOMIIM
[MomoxkeHreM, OTAeI 1O OOCIy>XMBaHHMIO COTPYIHHKOB YIPaBICHHUA  KalpoB
B3aHUMOJICHCTBYET:

5.1.Co BCeMH CTPYKTypHBIMH IIOApA3JeeHUsIMH YHHUBEPCUTETA IO BOIPOCaM
IMOJIy9EeHH

- 3asIBOK Ha TPeOyeMEIX pabOTHHKOB,

- XapaKTEPUCTHK Ha PaOOTHUKOB, IPEACTAaBISICMBIX K IIOOIIPEHHIO;

- XapaKTepUCTHK, CIy)KeOHBIX 3alUCOK Ha pabOTHHUKOB, IIPHUBJIEKAEMBIX K
MUCHHUILTHHAPHON OTBETCTBEHHOCTH;

- OOBICHUTEIHHBIX 3aIIICOK OT HApyITUTeled TPy I0BOU JHCIUIIIHNHEL,

- TrpaHuKOB OTIIYCKOB;

-  aTTeCTAI[HOHHEIX MaTepHaIOB Ha Pa0OTHUKOB

- uHGOpPMAIMM IO BOIPOCAM M3MEHEHWs IITAHHOIO PpaCHHCAHWA, IBIKCHHA
paGoTHUKOB YHHBEPCHUTETA,

- - WHBIX ZOKYMEHTOB, HEOOXOMMMBIX UL BHITIOJHEHHUS CBOUX QYHKIIMH.

5.2.C pacuetHbM oT/ienioM YBY u @K no Bompocam:

- ONydeHHs CIPaBOK O 3apaboTHOM IarTe s 0(QOopMICHHUS IIEHCH;

- TOIydYeHHs MaTepHalloB IS BBIJAYH CHPaBOK paboraukam o pabore B
VYHuBepcHUTeTe, 3aHUMAEMOH JOJDKHOCTH U pasMepe 3apabOTHOM IJIATHI;

- IpeloCTaBiieHMs KONMI MpUKasoB O IpHeMe, IMepeBoie H  yBOJIBHEHHH
pabOTHUKOB;

- JHCTKOB BPEMEHHOM HETPYIOCIIOCOOHOCTH K OILIaTe.

5.3.C miaHOBO-(pHHAHCOBBIM YIIPAaBIEHHEM 10 BOIIPOCAM:

- IIOJIy4€HUS MTAaTHOI'O PacIHCaHus;

CBeJIeHni JOIDKHOCTHBIX OKJIANOB, Han0aBoK K 3apabOTHOH IIIaTe;
[I0Ka3aTenel 1o Tpyay U 3%pa60TH0171 TUIATE;

pacyeToB IOTPeOHOCTH PAOOTHHKOB;

CIIMCOYHOM YHMCIIEHHOCTH Pa0OTHUKOB Y HUBEPCHTETA;

- ydeTa W CBEPKH KBAIH(UKAIMOHHBIX CBEACHHUH;

5.4.C yaeO6HO-METOIMYECKHM YIIPAaBICHUEM II0 BOTIPOCAM:

- TOJy4YeHHA pe3yIbTaToOB MIPOXOXKIEHMS KOHKYPCHOT'O otbopa
npo¢eCcCOPCKO-IIPENoIaBaTEIECKOr0 COCTABA,

- CBemeHWi o pasMelleHHH MHGOPMAalUH O IPOBEINCHHH KOHKYypCca Ha 3aMEINEHHE
MOJDKHOCTEH IpodeccopcKo-TIpenofaBaTelbckoro cocTtaBa B CpeAcTBaX MaccOBOH
nHbOpMAalIUH. :

5.5.C mpaBOBBIM YIIPaBIECHHEM IO BOIIPOCAM:

- ONTy4YeHHs pa3bsICHEeHHH 3aKOHOATeIbCTBA U ITOPSAIKA €r0 IIPUMEHEHHS,

- MPeIOCTaBIIEHHUs IPUKA30B i1 BUSHPOBAHMS;

- MOJIFOTOBKA OTBETOB Ha 3alPOCHI CTOPOHHUX OpraHMU3alul;

- YTBEpKIEHWs. YTOYHEHHs (HOPMYIHMPOBOK IPUKA30B IO JIHYHOMY COCTaBy
paGOTHHUKOB, IO OOIIAM BOMpOCAM, NEPeYHs NOKYMEHTOB, HEOOXOMMMBIX Ui H3MaHU
TIPUKA30B.

5.6.C ynpasneHre HHQOPMAIIHOHHEIX CACTEM U TEXHOJIOTHH 110 BOIIpOCaM:

- IpOrpaMMHOro obecIiedeHus BeieHus 0a3 TaHHbIX paGOTHUKOB Y HUBEPCHUTETA;



- (QOopMUPOBaHHUSA C IIOMOIIBI0 aBTOMAaTH3MPOBAHHBIX 0a3 JAaHHBIX HEOOXOIMMBIX
OTYETOB.
5.7.C uHCTUTYTaMHU U (haKynbTeTaMHU Y HUBEPCHUTETA IO BOIPOCAM ITOJIyYEHH:

- CBEJIEHUH O KapoBOM cocTaBe kadenp;

- Opyro¥ HeoOXOOWMOH JUIs BBIIIOJHCHUS YIIPpaBJICHHEM KaJpOB CBOHX (MYHKIHH
vHpOpMaIU.

5.8.C gpyruMu CTpyKTYpPHBIMHU IIOJPa3eICHUSIMHU IO BOIIPOCaM, HEOOXOIMMBIM IS
BBINOTHEHHA yIIpaBIIEeHHEM KaJpOB CBOUX (DYHKIIHIA.

VI. OTBETCTBEHHOCTH
6.1. OTBETCTBEHHOCTh 33 HEHCIIOIHCHHE H HEHaJJIexallee UCIOTHEHHE (DYHKIHHA,
BO3JIOJKEHHBIX B COOTBETCTBHHM ¢ HacrosiuuMm Ilomoxxkemmem mHa OTmen, a Takxke 3a
cobmoeHne pexuMa KOHGUASHIHATBHOCTH HH()OPMALIHH, coziepKalled NepcoHalbHbIe
JaHHbIe, HApYIIeHHe TpeOOBaHHN XpaHEHUs MEePCOHANBHBIX TaHHEBIX, HECET HAYaIbLHUK

Orpena.
6.2. OrBercTBeHHOCTh pabOTHHKOB OThena yCTAHABIMBAETCS HX TPYIOBLIMH
IOTOBOPaMH H JOJDKHOCTHBEIME HHCTPYKIUSIMH B COOTBETCTBHH 3aKOHOIaTEIECTBOM PO,

PA3PABOTAHO:
HavajpHuK yIIpaBleHH KaIpoB Wf/ O.H.JIe6enena

COI'JTACOBAHO:

HagansHHEK IIpaBOBOIro ylnpaBIeHUs O.E./leBaTkuHa

HauanbHuK ynpaBieHHUs
HOPMAaTUBHOIO obecredeHus
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