Cucrema MEHEIKMEHTA KauecTBa
MeHeIKMEHT PECYPCOB

I1.538000.03.6. - 2023

"Iﬁ]m&L [Tonoxenue

00 oTzaene KaapoBOil pabOTHI, ASIOMPOU3BOICTBA U IIPABOBOTO OOECIICUCHUS

OEJIEPAJIBHOE ATEHTCTBO XEJIE3HO/JJOPOXXHOI'O TPAHCITIOPTA

®denepalibHOE TOCYAAPCTBEHHOE 0I0/KETHOE 00pa30BaTEIbHOE YUPEKICHHE
BhICIIETr0 00pa3oBaHuUs
«VpKyTCKUI TOCYAapCTBEHHBIN YHUBEPCUTET MTyTEH COOOIICHHMS
KpacHosipcknii MHCTHTYT KeJIe3HOA0PO0KHOT0 TPAHCIIOPTA
— ¢unnan denepanbHOro rocyAapcTBEHHOTO OI0PKETHOIO 00Pa30BaTEILHOTO YUPEXKICHUS

BbICIIEro oOpa3zoBanus «MpKyTckuii rocy1apcTBEHHbIN

YHUBEPCUTET MyTeW COOOICHUS»

(KpM2KT UpI'VIIC)
I[MPUHATO YTBEPX/IEHO
pELICHNEM Y4eHOTO COBETa NPUKa30M AUPEKTOpa
OT «__» 2023 . oT«__ » 2023 .
pOTOKOJ Ne No
[MOJIOXXEHUE

00 OTAcCIC KaHpOBOﬁ pa6OTBI, ACJIOINPOU3BOJACTBA U IIPABOBOI'O obecneueHUst

Kpacnosipck 2023




Cucrema MEHEKMEHTA KayecTBa
MeHemKMEHT PECYpCOB

I1.538000.03.6. - 2023 2

[Tonoxxenue
00 oTnene kapoBoi pabOTHI, IEIOMPOU3BOJICTBA M MPABOBOTO 00CCIICUCHUS

[Ipenucnosue

Hacrosmee nonoxenne 06 otaene KaapoBoil paboThl, 1€JI0MPOU3BOICTBA U IIPABOBOIO
oOecrieyeHrs: TMOATOTOBIEHO B COOTBETCTBUM C JCHCTBYIOIIMM  3aKOHOAATEIbCTBOM
Poccutickoit @enepannu, B ToM uncie denepanbHbiM 3aKk0HOM OT 29.12.2012 Ne 273-D3 «O6
obOpazoBannu B P®», crangapramMu HalMOHAIBHOW cHUCTeMBI craHfaptusanuu PD, YcraBom
@denepalibHOTO TOCYIAPCTBEHHOTO OIOKETHOTO O00pa30BATEIBLHOTO YUYPEKICHHUS BBICIIETO
obpazoBanus «VpKyTCKUH TOCYyJapCTBEHHBI YHUBEPCUTET IMyTei cooOmeHus» (namee —
HpI'VIIC), Ilonoxennem o KpacHOAPCKOM HHCTHTYTE >KEIC3HOJOPOXKHOIO TpaHCIIOpTa —
¢mmane denepasbHOTO TOCYZAPCTBEHHOTO OIOKETHOTO 00pa30BaTENLHOTO YUPEHKICHHS
BhICIIEro oOpa3oBaHusi «pKyTCKHII TOCYIapCTBEHHBIH YHUBEPCHUTET IyTeH COOOIICHUS»
(nanee — KpWKT UpI'VIIC), uncTpyKIueil no 1enonpou3BOJICTBY U JIPYrUMH HOPMAaTHBHO-
MIPaBOBbIMU JOKYMEHTaMHU.

[TonoxeHue BBOAUTCA B IEUCTBHE C MOMEHTA YTBEPKICHHUSL.
XpaHeHue JOKYMEHTAa TMPOBOJUTCS B COOTBETCTBMHM C  TPEOOBaHUSIMU  TIO
JIEJIOIIPOU3BOJICTBY.

Csenenus o [Tonoxennu
1 PA3PABOTAHO U BHECEHO KpWXKXT UpI'YIIC otnenom kaapoBoit paboThl,

JeJI0NIPOU3BOCTBA U IIPABOBOI0 00ECIIEUEHHMSL. 5
2 YTBEPXJIEHO U BBEJAEHO B JJEMCTBUE npukasom mnupexropa KpMKT

NpI'VIICoT «__ » 2023 1. Ne
3 [TPUHATO yuensim coBerom KpHKT UpI'VIIC (mpotokomn Ne  or «  »
2023 1.)
4 B3AMEH Ilonoxxenuss 00 oTxaene KagpoBoW pabOThI, IEIONPOM3BOJCTBA U

npaBoBoro obOecmeuenns Ne [1.538000.03.06.069-2021, yTB. mnpHKa3oM AWUPEKTOpa OT
10.06.2021 Ne OY-186.
) N3J1AHUE sBaps 2023 .

OoO1iiee KOMUYECTBO CTpaHuIl — 12.

Hacrosiee nonoxeHrue HE MOKET OBITh MOJHOCTHIO MM YaCTUYHO BOCIPOM3BENIEHO,
TUPKXUPOBAHO M PACIPOCTPAHEHO B KadecTBE O(GUIIMAIBLHOTO W3IaHHs 0e3 pa3penieHus
KpWXT UpI'VIIC.
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1 OBHLIME IMOJIOKEHUSA

1.1 Hacrosiee MonoXeHHE OINpeAeseT OPraHU3alOHHYIO0 CTPYKTYpPY, OCHOBHBIC
3aa4d, MOJHOMOYMS, (YHKIMH, YCIOBHS OOECIIEYEHHs NEATEIILHOCTH OTAeNa KaapOBOH
paboTHI, IETONPOU3BOACTBA U MpaBoBoro ooecnedenus (manee — OKIIT) KpWKT UpI'YIIC.

1.2 OKAIT sBasercs crpykrypHeiM mnozpasgeneHuem KplKT HWpI'VIIC u
noauuHsaeTcst HernocpeacTseHHo aupexkropy KpKT Upl ' VIIC.

1.3 OKIIT Bosrnaensier HaganbHuk OKJIII, Ha3Hauaemblii ¥ OCBOOOXKIAEMBIA OT
nospkHocTH npukazoM gupekropa Kp KT HpI'VIIC. Bo Bpemsi OTCYTCTBHSI HayajlbHHUKA
OKIIT (komMaHmIupoOBKa, OTHYCK M T.I.) €ro JOJDKHOCTHBIE OOS3aHHOCTH BBITIOJIHSIET
HazHayaemblii mpukazom gupekropa KpWKT UpI'VIIC pabotHuk (IO mNpencTaBICHUIO
HavyallbHUKA otThena). Mcrmomusrommii oOs3anHOCTH HadanbHuka OKJIIT pabGoTtHuk Hec€r
MOJIHYIO OTBETCTBEHHOCTH 32 KQUeCTBEHHOE U CBOEBPEMEHHOE UX BBIMOJTHEHHUE.

1.4 Pa6orauku OK/IIT Ha3HAYarOTCS Ha JODKHOCTH M OCBOOOYKIAFOTCS OT JOHKHOCTH
MPUKA30M JHUPEKTOpa, IO TMPEACTABICHUI0 HAvadbHUKA OTAeNa KaJpoBOW padoThI,
JIEJIONPOU3BOJICTBA U ITPABOBOI'O 00ECIICUEHHUS.

1.5 Crpyxkrypa u mwrat OKIII yrBepxknatorcs pekropom Upl'YIIC B npenenax obuieit
YHCICHHOCTU (POH/A 3apab0THOM IIJIaThI.

1.6 B opranuzanuonnyto crpykrypy OKIII (Ilpunoxenue A) BXOIAT:

—  CEKTOp 1o paboTe CO CTy/ICHTaMH;

—  CEeKTOp IOpUANYECKOM paboThI;

—  CEKTOp AOKYMEHTO00OpoTa.

1.7 B cooTBeTcTBUM €O IITAaTHBIM pacnucanueM, B cocta OKJIII BxoaaT:

—  HavanbHUK otnena (1 mr. ex.);

— 3aBenyromui apxuBoM (1 mr. en.);

—  BeIyLIMH crenuamucT no kaapam (3 mr. exn.)

—  BEIYIIWH FOPUCKOHCYINBT (2 IIT. e11.);

—  BeAYUIM crienuaiucT Mo JelI0nponu3BoJcTBy (1 wrT. exn.);

—  CIEUHAIKCT O JeJIONPor3BoACTBY (1 miT. e.);

—  cHenuaiuct mo kajapam (1 mr. en.);

— macnoptuct (1 wr. exn.);

— cekperapb pykoBoautens (1 mr. exn.).

1.8 OmnepatnBHOE PYKOBOJCTBO CEKTOPOM IO paboTe CO CTYAECHTAMU OCYILECTBISIET
BEYIIMHI CIEIMAIUCT 10 KaJpaM.

1.9 OmnepatBHOE pPYKOBOJACTBO CEKTOPOM IOPUAMYECKOW pabOThl OCYILECTBISIET
BEAYIINI IOPUCKOHCYJIbT, HA3HAYSHHBIHN MPUKA30M JUPEKTOpA.

1.10 OmnepaTnBHOE PYKOBOJCTBO CEKTOPOM JOKYMEHTOOOOPOTa OCYIIECTBISAET BEeIyIIUN
CHELUAINCT T10 JIETONPOU3BOJICTBY.

1.11 OKAII B cBoeit paboTe pyKOBOACTBYETCS:

—  JICHCTBYIOIIUM 3aKOHOJIATENbCTBOM PD;

—  Koncrurynueit PO;

— TpynoBsiMm kKogekcom PO;

—  @epepanbHbIM 3akoHOM «O0 o6pazoBanuu B PO» ot 29.12.2012 Ne 273-03;

— npukazom Muntpyna Poccun ot 19.05.2021 Ne 3208 «OO0 yTBepkaeHUU (HOPMBI,
MOPAZIKA BEICHUS U XPAHEHUS TPYAOBBIX KHIKEK», HHBIMU HOPMaTUBHO-IIPaBOBBIMU aKTaMU;

—  ¥Ycrasom UpI'VIIC;

— Ilomoxenuem o KpMXKT UpI'VIIC;




Cucrema MEHEKMEHTA KayecTBa I1.538000.03.6. - 2023 4
MeHemKMEHT PECYpCOB —
e
[Tonoxenue

00 oTnene kapoBoi pabOTHI, IEIOMPOU3BOJICTBA M MPABOBOTO 00CCIICUCHUS
— pemenusamu ydeHoro coeta Upl'VIIC u KpWXT UpI'VIIC;
— mnpukazamu u pacnopstbkeHusiMu  pexkropa HpI'YIIC u aupextopa KpWKT

NpI'VIIC;

—  EnuHoM rocyiapCTBEHHOM CUCTEMOM EIONIPOU3BOJICTBA;

—  MHCTPYKLHEHN IO JEIIONPOU3BOACTBY;

— TEXHUYECKUMH  pErNIaMEHTaMHM,  MEXIAYHapOJHbIMM M  HAUMOHAJIbHBIMU
CTaHJapTaMH, MEKIOCYJapCTBEHHBIMHU CTaHAAPTAMU;

— Ilomutukoit B oOmacTy KadecTBA W JPYrod JOKYMEHTAIlMeld IO CHCTEME
MeHexkMmenTa kauectsa KpKT Upl'VIIC;

— Konnextusneim norosopom Upl'VIIC;

— IIpaBuiiamu BHYTpEHHEr0 TPYAOBOTO PaclopsiaKa;

—  HACTOSIIHUM IOJOKEHHUEM.

2 OCHOBHBIE 3AJAYA OTAEJIA

2.1 OcuoBubiMu 3agadamu OK/IIT sBasroTcs:

2.1.1 ob6ecneuenne KpMXT UpI'VIIC TpymoBeiMu pecypcamu, KOMIIJIEKTOBAHUE
KagpaMu pabOTHUKOB TpeOyembIx mpodeccHii W KBaNHU(PUKANHUH B COOTBETCTBUH C
3a/layaMiy U HaIlpaBJIEHUEM €ro AesTeIbHOCTH;

2.1.2 pa3pabotka xagposoii nomutuku KpXKT UpI'VIIC;

2.1.3 cobOmtogeHue mpas, JbMOT U TapaHTUH PaOOTHUKOB B 00JACTH TPYAOBOTO
paBa, a TakXe BEIEHME KaJpoBOIO  JEJONPOMU3BOJCTBA B COOTBETCTBUH C
3aKOHOJAaTE€IbCTBOM PD;

2.1.4 w3ydeHne Ka4yecTB PAaOOTHUKOB 10 WX MPAKTUYECKON JEATETLHOCTH;

2.1.5 co3manue pes3epBa KaApoB Ui BBIIBM)KEHUS Ha PYKOBOJALIUME U
MaTepUaIbHO OTBETCTBEHHBIE TOJIKHOCTH;

2.1.6 yd4eT NMYHOrO cocTaBa pabOTHUKOB U cTyJeH4Yeckoro koHTHHreHTa KplKT
NpI'VIIC;

2.1.7 BexeHWe KaJApOBOIO JIEIONPOU3BOACTBA M COCTaBIEHUE YCTAaHOBJIEHHOM
OTYETHOCTH;

2.1.8 oOecrnieueHre €IMHOrO MOpsAKa OpraHU3allMd U BEJEHUs JEJIONPOU3BOJICTBA B
cTpykTypHBIX noapazaenenusx KpKT Upl VIIC;

2.1.9 KOHTpONb 3a CpOKaMH HCIOJHEHHS pPACHOPAIUTENbHBIX N0KyMeHTOB KplMIKT
NpI'VIIC, nopydyeHuii M MpenruCaHUil BBIMIECTOSIIIUX OpraHU3aluii, aKTOB IPOBEPOK MU
IIPEICTaBICHUM KOHTPOJIMPYIOIINX U IPABOOXPAHNUTENBHBIX OPraHOB M 3asIBJICHUMN Tpak/laH;

2.1.10 opranu3zanus UCIOJIb30BAHUS, YUETA U XPAaHEHUSI TOKYMEHTOB, 00pa3yIoIuXcs B
npouecce pesrensHoctu KpKT UpI VIIC;

2.1.11 pa3paboTka U KOPPEKTHUPOBKA JOKYMEHTAI[MH CHUCTEMbl MEHEKMEHTa KauecTBa
(manee — CMK) KpWKT UpI'VIIC, a Takxke ee CBOeBpeMEHHas aKTyaJud3alMs U BHECEHHE
MIpeIJIOKEHUH 110 ee COBEPILIEHCTBOBAHMUIO;

2.1.12 opranu3zanus npoBeeHus BHyTpeHHuX aynautoB CMK;

2.1.13 npaBoBoe conpoBoxaenue nestensHoct KpDKT UpI' VIIC

2.1.14 npaBoBas skcneptusa nokymeHToB Kp KT UpI'VIIC;

2.1.15 xoncynprupoBanue pabotHukoB KpXXT Upl'YIIC o nmpaBoBEIM, KaJpOBBIM
1 BONPOCaM OpraHU3alMM AEJIONPOU3BOCTBA.
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3 CTPYKTYPA ®YHKIIAM

3.1 OKIAII B CcOOTBETCTBUM C OCHOBHBIMH 3aJlayaMM M B IIpeaesax
MPEJOCTABICHHBIX MMOJIHOMOYMH OCYIIECTBIISIET CIEAYIONIHE () YHKIIHH:

3.1.1 pa3paboTKy NpeaIOKEeHUH O HOMEHKIATYpE ODKHOCTEH pabOTHUKOB,
Ha3HayaeMbIX U 0cBoOOxaaembIx aupexkropom KpKT Upl ' VIIC;

3.1.2 coBMeCTHOE C PYKOBOJIUTEISIMH CTPYKTYpPHBIX moapasaeneHuidi  Kpl KT
HUpI'VIIC ocymecTtBierne moadopa paOOTHUKOB ©  BHECEHHE COOTBETCTBYIOIIMX
NPEeAJIOKEHUH 0 UX HA3HAYCHHIO Ha BAKAHTHBIE JOJKHOCTH, o(opmieHHe HeoOXOoIuMoi
JUIS TOTO TOKYMEHTAIIHH,

3.1.3 B cooTBeTrcTBUM C TpeOOBaHUAMH TpPYJOBOTO 3aKoHoAaTenbcTBa PO,
COBMECTHO C PYKOBOJIUTENSIMH CTpYKTYpHbIX mnoapasaenenuid KpKT UpI'VIIC usyuenue
JIEJIOBBIX M MOPAJIbHBIX Ka4eCTB PaOOTHUKOB B MPOLIECCE UX pabOThl U BHECEHUE MPEATIOKEHU N
00 0CBOOOX/IEHUU PAOOTHUKOB OT 3aHMMAEMOW JOJDKHOCTH U MEpeBoAe paOOTHUKOB Ha
IpYryro padoTy ¢ HEOOXOAMMBIM JTOKYMEHTAJIbHBIM O(OPMIIEHHEM TAaKUX HNEpeMelIeHU u
BBIIBIDKCHUY PaOOTHUKOB Ha BBIIIECTOSIINE JOHKHOCTH,

3.1.4 oOecneueHue TpOBENEHUS  aTTecTalliM  pabOTHUKOB,  OCYIIECTBICHHE
MOCTOSIHHOT'O KOHTPOJISI 32 BHITIOJIHEHUEM PEKOMEHANNNA aTTECTAIIMOHHON KO MUCCHU,

3.1.5 pa3paboTky mOpemIoKeHUH O  MOpoUeAype  3aMelleHus  JODKHOCTEH
po¢heCCOPCKO-TPEI0IaBaTEIbCKOI0 COCTaBa MO0 KOHKYPCY, B COOTBeTCTBUU ¢ [lonoxennem o
NOpSAKE 3aMEIleHus JOJDKHOCTEH — IeJarornyeckux paOOTHUKOB, OTHOCSIIUXCS K
PO eCCOPCKO-TIPEIIOIaBATEILCKOMY COCTaBy, YTBEPKICHHOM MpPHKa3oM MMUHHUCTEpCTBA
obpazoBanuss 1 Hayku P® ot 23.07.2015 Ne 749, yyactue B NMOATOTOBKE M OpraHU3AINU
paboThl KOHKYPCHOM KOMHUCCHH;

3.1.6 ¢ yuerom pazsurus KpWKT MUpI'VIIC onpenenenue mnoTpeOHOCTH B
crenuaiucTtax M pabOTHHKAX MIIaAlIero OOCIyKHMBAIOUIEro IepcoHana, ONpeleTeHne
HCTOYHUKOB MOTIOJHEHHS TIEPCOHANA;

3.1.7 paccmorpenue xamo® ¥ 3asBIEHWH paOOTHUKOB II0 BOIpOCaM IpHeMa,
NepeMeleHUss W YBOJBHEHHUs, HapylleHHs TpPYIOBOI'O 3aKOHOJAATENbCTBA, pPa3pabOTKy
MPEUIOKEHUHN TT0 pa3pelIeHHIO ITUX JKajlo0;

3.1.8 Benenme yuera suuyHOoro cocraBa pabotHukoB KpWXT MHWpI'VIIC, B
YCTaHOBJICHHOM MOpsAIKe O(OpMJIEHHE U XpaHEHHE UX JIMYHBIX JIed U JIPYruX KaJpOBBIX
JOKYMEHTOB,

3.1.9 3anonHeHue, XpaHEHHE, yYeT U BblJJaua TPYJOBBIX KHIDKEK;

3.1.10 KOHTpOJIb CBOEBPEMEHHOTO COCTABJICHUS TPaQHUKOB OYEPETHBIX OTIYCKOB
pabOTHUKOB, KOHTPOJIb UX UCIIOJTHEHHUS;

3.1.11 KOHTpOIIb COONIOICHUS TIPOLIETYPHI IPUMEHEHUS U CHATHS JUCIMILTHHAPHBIX
B3bIckaHuil ¢ paborHukoB KpKT Upl'VIIC;

3.1.12 coBMecTHOE ¢ ApYruMH CTPYKTYpHBIMU moapazaeneHusvu Kp KT Upl YIIC
BHECCHHME MNPEJIOKEHUI M MOArOTOBKA COOTBETCTBYIOIIEH JOKYMEHTAIlMM O HarpaxIeHUH
pabOTHUKOB ¥ IPUMEHEHHUH APYTHX ITOOUIPEHHH;

3.1.13 cocraBieHHe KaJIpOBOH OTYETHOCTH B COOTBETCTBHM C YTBEPXKJACHHBIMHU
bopmamu;

3.1.14 npencraBnenue uHTepecoB KpMIKT UpI'VIIC mo kaapoBbiM BOmpocaM B
TOCYJapCTBEHHBIX M MYHHUIMITAJIBHBIX OpTraHaX W OpraHW3alMsx, B TOM 4YHCIEe B CIyx0ax
3aHATOCTH;
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3.1.15 mpuem, mepeBoa M YBOJbHEHHE PAOOTHUKOB B COOTBETCTBHUU C TPYIOBHIM
3aKoHOJaTenbCcTBOM P®d, mosiokeHusAMHU, MHCTPYKUUAMHU U npukazamu aupexkropa KpMIKT
HpI'VIIC;

3.1.16 Bemenue BOMHCKOTO yueTa paboTHUKOB u oO0yuatromuxcs KplKT Upl'VIIC;

3.1.17 Benenue yuera crynendeckoro koutuarenta KplKT Upl ' VIIC;

3.1.18 BpIgauy cnpaBOK O HACTOSALICH W TMPONILIOW TPYIOBOW AESATENBHOCTH B
KpWXT UpI'VIIC no 3asBneHusIM paOOTHUKOB,

3.1.19 mnoaroToBKy U 0pOpPMIIEHHE COOTBETCTBYIOIIUX JOKYMEHTOB MO IEHCHOHHOMY
cTpaxoBaHui0. CBOEBpPEMEHHOE IIPE/ICTaBICHUE JOKYMEHTOB B OpraHbl COLUAIbHOIO
oOecrieyeHus;

3.1.20 yuacTtHe coBMEeCTHO ¢ Oyxraitepueil B TaOEIbHOM ydeTe pabodero BpeMeHU
pabOTHHKOB;

3.1.21 KOHTpOJIb COCTOSHUSA TPYNOBOW IUCHUIUIMHBI B noxpasaeneHusx KpHKT
UpI'VIIC u cobmonenuem padbotHukamu [IpaBuili BHYTpEHHEro TpPYAOBOTO pacIlopsiaka,
aHaJIu3 TPUYUH YBOJbHEHHUS pPaOOTHHUKOB, pa3pabOTKa MEpONPHUATHH IO YKPEIUIEHHIO
TPYAOBOH AMCUHUIIIHHEI,

3.1.22 ananu3 moteph pabouero BpEMEHH;

3.1.23 okazaHue KOHCYJIbTAalMOHHOHN momoum noapasaenenusm KpWKT Upl'YIIC
10 IPaBOBBIM, KaJJPOBBIM U BOIIPOCAM OPTraHU3ALUU JEIONPOU3BOICTBA;

3.1.24  opranmzanmro nenonpoussozactsa KplKT Upl' VIIC;

3.1.25 mnpuém, peructpanus u  0o(QOPMIICHHE BXOJAIIEH  KOPPECIIOHICHIINH,
nocrynatouieit B KpMKT UpI'VIIC;

3.1.26 peructpalui0o U pacChUIKy MCXOJAIIEH KOPPECIOHIEHIIMH, PAaCCBUIKY
BHYTPEHHEH KOPPECTIOHICHIIUU CTPYKTYPHBIM ITOAPA3ACTICHHSIM;

3.1.27 perucrpanuio npuka3oB u pacrnopspkeHuit nupekropa KpWKT HpI'VIIC mo
OCHOBHOHM  gedrenbHocTH.  O3Hakomienue  pabotHukoB  KplDKT  UpI'VIIC ¢
pacnopsIUTeIbHBIMU JOKYMEHTAMU;

3.1.28 yuér m XxpaHeHHE IOKyMEHTOB Ha OyMa)XHBIX M DJEKTPOHHBIX HOCHUTEISX,
opraHu3aiys paboThl 3JIEKTPOHHOT'O apXUBa IOKYMEHTOB;

3.1.29 cBoeBpeMeHHOE 3aHECEHHE PACTIOPSIUTEIFHON TOKYMEHTAIIMU B SJIEKTPOHHBIN
apxus Kp/DKT UpI'VIIC;

3.1.30 KOHTpOJb COOJIOJCHHUS CPOKOB HCIOJHEHUS JOKYMEHTOB C OTMETKOH
«KOHTPOJIby;

3.1.31 opraHu3anMio SKCHEPTU3bl HAYYHOW M MPAKTUYECKON LIEHHOCTH JOKYMEHTOB,
Haxonsmuxcs B apxue KpKT Upl'YIIC;

3.1.32 npexacraBnenue pykoBoactBy KpHXKT MHpI'YIIC cBeaenuit mo Bompocam
JeTOTIPON3BOACTBA M KOHTPOJISI CPOKOB MCIIOTHEHHUS JOKYMEHTOB;

3.1.33 opranuzanuio paboThl apXKUBa B COOTBETCTBHUH C ICHCTBYIOIIMMU HOPMaMH,

3.1.34 cocraBnenne HOMeHKIaTypbl aen KplKT HpI'VIIC, yuér obOpameHuss u
XpaHEeHUs JOKYMEHTOB, Jell;

3.1.35 pa3paboTKy MpaKkTUYECKUX PEKOMEHJAIUH 110 PAIMOHAIBLHOW OpTaHW3aI[uu
JIoKyMeHToobopoTa u apxuBHoro nena KpKT Upl YIIC;

3.1.36 BHempeHHWE W COBEPIICHCTBOBAaHWE  ABTOMATH3UPOBAHHOW  CHCTEMBI
JOKYMEHTOOOOPOTHOTO OO0ECIeUYeHUs], HOBBIX TEXHOJOIMYECKHX IPUEMOB, COKpAIAOIINUX
o0beM Oymaxkaoro mokymentoobopora KpMKT Upl'VIIC;

3.1.37 pa3paboTKy COBMECTHO CO CTPYKTypHbIMH mnoapazfeneHusmu  KplDKT
NpI'VIIC meponpusiTuii 1O COBEPIIEHCTBOBAHUIO ()OPM U METOJI0B pabOTHI C IOKYMEHTaMH, a
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TAKXKe€ 10 IMOBBIIIEHUIO MHCIOJHUTEIbCKOW JUCUUIUIMHBI B IIpoliecce OpraHu3aluu
nokymenroobopota KpHKT Upl'YIIC;

3.1.38 mnpoBepKy Ha COOTBETCTBHE MHCTPYKIMH IO JEIONPOU3BOJCTBY U3/1aBAEMbIX B
KpWKT HpI'VIIC mnpuxa3zoB, pacnopsyKeHUH, NHCEM U BHYTPEHHHUX HOPMAaTHBHBIX
JOKYMEHTOB,

3.1.39 mnpuém u yuér, nocrynaroumx B KpHKT HpI'YIIC xano0, oOpamienuii u
3asBJICHUN I'pakJaH U IOPUINYECKUX JIMIL;

3.1.40 opranuzanuio pabOTHI MO0 MOCTAHOBKE M CHATHIO C PETHCTPALIMOHHOTO yuy&Ta
(TporrcKe M BBITIMCKE) B MACIOPTHO-BU30BOM Cityx)0e oOydaronuxcss U padoTHukoB KplKT
NpI'VIIC;

3.1.41 nesATenbHOCTH IO pa3pabOTKe, BHEAPCHHIO M IMOJJICPKaHUIO B pabodyem
cocrostHun CMK KpWXKT UpI'VIIC;

3.1.42 nesATeNbHOCTB IO U3MEPEHUI0, aHaNu3y U yayuiienuto CMK;

3.1.43 TOArOoTOBKY M MPOBEIECHUE BHYTPEHHHUX ayAUTOB;

3.1.44 nmnouck, cOOp HOPMATHUBHO-TIPABOBBIX JIOKYMEHTOB, HEOOXOJUMBIX MJIs
ocyuiectBienus aesrenbHoctu KpMKT Upl' VIIC;

3.1.45 opraHu3anui0 CUCTEMaTH3UPOBAHHOIO yueTa M XPaHEHUs MOCTYIHAILUX B
KpMKT UpI'VIIC HOpMaTHBHBIX IPABOBBIX aKTOB;

3.1.46 yder 5OKaJdbHBIX HOPMATHUBHBIX INPABOBBIX akToB, npuHuMaemblx KpHKT
HpI'VIIC;

3.1.47 mnpoBepKy COOTBETCTBHUS JIEHCTBYIOIEMY 3aKOHOJATENIbCTBY MPEICTABISEMbIX
Ha noanuck aupekropy KplKT UpI'VIIC npoekToB nmpuka3oB, MHCTPYKLUUN, TOJOXKEHUN U
JPYTUX JTOKYMEHTOB IIPABOBOT'0 XapaKkTepa,;

3.1.48 ompeneneHne MPaBUIBHOCTH CCHUIOK HAa 3aKOHBI M JpyTHe HOPMATHBHBIE
IIPABOBBIE AKThI B MOJITOTABIMBAEMBIX OT/EJIOM IOKYMEHTAX;

3.1.49 BusMpoBaHHE TPOCKTOB JOKYMEHTOB, COCTaBJICHHBIX NPAaBHIBHO U TIO
CYLIECTBY;,

3.1.50 BO3Bpar MpPOEKTOB JOKYMEHTOB 0€3 BH3BI B MOJpa3JeieHHs], pa3paboTaBiine
€ro0, C 3aKJIFOYEHUEM O HECOOTBETCTBUU MPOEKTA 3aKOHOIaTENIbCTBY;

3.1.51 KoHTpONL TpPUBENCHHUS MPOEKTOB JIOKYMEHTOB B  COOTBETCTBHE C
3aKOHO/ATEIbCTBOM COIJIACHO MUCbMEHHOMY 3aKJIIOUYEHHUIO, IEPEAAHHOMY C BO3BPALlEHHBIMU
B [10/Ipa3/ieJIeHUsl IPOEKTaMHU;

3.1.52 pa3paboTKy TMPOEKTOB JOTOBOPOB U Iepenada WX B CTPYKTYpHBIC
noapasaenenus KplKT Upl'VIIC;

3.1.53 cocraBneHWe TPOTOKOJIOB pA3HOIJIACHA B Ciydae, €CIH BO3HHUKIH
BO3paXEHUS MO OT/AETIBHBIM YCIOBHIM JIOTOBOPA;

3.1.54 obecrneueHne HOTAPHAIBLHOTO YIOCTOBEPEHHUS W (WJIHM) TOCYIapCTBEHHON
perucTpanmu OTeIbHBIX BHIOB J10IOBOPOB;

3.1.55 aHanmu3 mpakTHKU 3aKIIOYCHUS W WCIOJHEHHS JIOTOBOPOB 3a MPEIBIIyIINe
NepPUOABI,

3.1.56 yder nmpeTeH3Mil U CBA3aHHBIX C HUMHU JIOKYMEHTOB;

3.1.57 mnoAroToBKy MpeTeH3ui 1 MaTepHalioB K HUM;

3.1.58 moAroTOBKY M MpENCTaBIEeHHE TUPEKTOPY COOTBETCTBYIOMINX MPEITIOKESHUN IO
J0CYyIeOHOMY YperyJIupOBaHMIO CIIOpPa, O MPEIbIBICHUHM UCKOB B ApPOUTPaKHBIA CyJ U CYAbI
o011elt IOpUCTUKIINH;

3.1.59 npeacraBnenue unrepecos KpKT Upl YIIC B cynax;
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3.1.60 odopmiieHHe 3a8BOK U APYTUX JOKYMEHTOB U Iepe/iada uX B rOCYJIapCTBEHHBIE
Y MyHULMOAJIBHBIE OPTaHbl IJIs MOJYYSHHs Pa3pelIUTEIbHBIX JOKYMEHTOB, HEOOXOAUMBIX IS
ocymectBieHus aestensaoctu KpKT Upl'YIIC;

3.1.61 yuactue B pa3paboOTKE TOKYMEHTOB, KACAIOIIUXCS BOMPOCOB OOECIICUCHUS
coxpanHoctu  cobctBeHHoctn  KpMDKT  HpI'YIIC  (moroBopoB 0  MaTepHaIbHOU
OTBETCTBEHHOCTH; WHCTPYKIMH, YCTAHABIMBAIONIMX MOPSAOK MOCTYIJICHUS M TPHEMKH
MaTepUaIbHBIX [ICHHOCTEH U Mp.);

3.1.62 mnpoBepKy COOTBETCTBHS 3aKOHY HPOEKTOB MPUKA30B 00 YBOJIBHEHUH WIH
nepeBojie pabOTHUKOB;

3.1.63 ywacTtue B MOATOTOBKE MAaTE€pPHAJIOB O XHIIEHHIX, pacTparax, HEAOCTadax MU
MopYe UMYIIECTBEHHBIX [IEHHOCTEH ISl IPUHATHS MEP M0 BO3MEILIEHUIO yIepoa;

3.1.64 yuactue B mpoBepkax, nmpoBoaumbix B KpMKT MpI'YIIC rocynapcTBeHHBIMH
KOHTPOJbHO-HAJ30PHBIMA ~ OpraHaMH C  [EJbI0  MPABOBOTO  KOHTPOJS  COOIIOACHHUS
MPOIECCYalIbHBIX JICHCTBUI MPOBEPSIIOINMHI, 00OCHOBAHHOCTBIO M NPABHIBHOCTHIO BBIBOJIOB
MPOBEPSIONINX, O(GOpPMIIEHHEM pe3yNbTaTOB IMPOBEPOK M COCTABIEHUEM IPOIECCYAIbHBIX
JTOKYMEHTOB;

3.1.65 mpeacraBurensctBo  uHTepecoB  Kp/KT  UpI'VIIC B  opranax
rOCYJapCTBEHHOH BJIACTH U OPTaHaX MECTHOTO CaMOYIIPaBIICHUS;

3.1.66 monp30BaHME ICKTPOHHBIMU 0a3aMH JTAHHBIX IIPABOBOM MH(POPMAIINH;

3.1.67 o6ecneuenne crpykTypHbix monapasaenenuit KpWXKT UpI'VIIC, ornenbHBIX
pabOTHUKOB HOPMATUBHO-TIPABOBBIMH aKTaMU, HEOOXOAMMBIMHU [UISI OCYIIECTBICHUS HUMU
cBOMX (DYHKIUH U 00513aHHOCTEN;

3.1.68 mnHcbMeHHOE M YCTHOE KOHCYJIbTHPOBaHME, OKa3aHHWE IPaBOBOI MOMOIIM B
COCTaBJICHUH MPaBOBBIX J0KyMeHTOB paboTHuKam Kpl KT Upl'VIIC,

3.1.69 BbIMONHEHHE B COOTBETCTBUM C JACUCTBYIOIIUM 3aKOHOJATENICTBOM JAPYIHX
GyHKIUH B npezieniax MpeaoCTaBICHHbBIX OT/AETY MOJIHOMOYHI.

4 KOHTPOJIb 3A AEATEJBHOCTBIO OTAEJIA

4.1 KoHTpoyib BBIMOJHEHUS OTIAEIOM 3a7a4 W (DYHKIUH  OCYIIECTBIACTCS
HenocpeAcTBeHHO HawyanbHUKOM OK/III — perymapHo, B Ipouecce NOBCEJHEBHOTO
OCYILECTBIICHHs pa0OTHUKAMU OT/I€Ia CBOMX TPYJOBBIX 00s3aHHOCTEH.

4.2  OmnepaTHBHBII KOHTPOJb HCIIOJHEHHS OOS3aHHOCTEW pabOTHHKAMH CEKTOpa
OpraHU3aIMOHHO-KOHTPOJIBHOM U NMPaBOBOI pabOThl OCYIIECTBISAET 3aBEAYIOLINI cekTopoM. B
CJy4ae BBISBJICHUSI HEJIOCTAaTKOB B paboTe CEKTOpa NOKIaabIBacT 00 3ToM HavaabHuKy OKJIII.

4.3  OmnepaTUBHBIM KOHTPOJIb UCIOJHEHHs 00s13aHHOCTEH PabOTHUKAMHU CEKTOpa I10
paboTe cO CTyaeHTaMH OCYIIECTBISET BeIyIIMHA CHeUMaTUCT 1o KaapaM. B ciyugae
HE/I0CTAaTKOB B paboTe cexTopa JokiaabBaeT 00 3ToM HayanbHUKy OKJIII.

4.4  OKAII Taxxe xoHtpomupyetcs aupektropoMm KpHXKT UpI'VIIC, na nmpeamer
BBINOJIHEHUS 33/1a4 U PYHKIMH, YKa3aHHBIX B HacTosmeM [lonoxenuu.

5 HPABA U OBA3AHHOCTHU PABOTHUKOB OTAEJIA

5.1 OKJII B nmpexenax cBoei KOMIIETEHIIUU BIIPABE:

5.1.1 3ampamuBaTh B  CTPYKTypHBIX monpaszaenenusx KpWXKT HpI'VIIC
uH(}OpMaIHUIO U TOKYMEHTbI, HEOOXO0AMMBIE ISl BBIMIOJHEHUS CBOMX 33134 U (QYHKIIHI,

5.1.2 zampamuBaTh MHEHHE PYKOBOJMTEIEH COOTBETCTBYIOIIMX CTPYKTYPHBIX
NoJipa3JieIeHuii pH MepeMenieHnH pabOTHUKOB;
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5.1.3 tpeboBaTh OT KaHAMIATOB HA 3aMEIICHHE BaKaHTHOW JOJHKHOCTH IPH MpHEME Ha
paboTy M B JpPyrux YCTAaHOBJIEHHBIX 3aKOHOM CIIy4dastX HpPEACTABICHUS COOTBETCTBYIOIIUX
JOKYMEHTOB U MaTepHuajoB (TPYAOBBIX KHIKEK, JOKYMEHTOB 00 00pa30BaHuU U 1p.);

5.1.4 xoHTponupoBaTh B CTpyKTypHbIX mnoapasaeneHusx KplKT UpI'VIIC
coOJro/leHne B OTHOUICHUU PaOOTHHUKOB TPYAOBOTO 3aKOHOJATEIbCTBA, a TAKXKe IMOpPsIKa
IIPEJOCTABIEHUS YCTAHOBIEHHBIX JIBIOT U MPEUMYIIECTB;

5.1.5 kontponaupoBats cobOmoaenue padorHukamu KpWKT HpI'VIIC IlpaBun
BHyTpeHHero Tpynosoro pacnopsaka KplKT UpI'VIIC;

5.1.6 BHOCHTH, Ha paccmorpenue mgupekropa KpWXKXT HUpI'VIIC, pykoBomutenei
CTPYKTYPHBIX MOJpa3JeieHUuN MpeaJIoKEHUs 0 Bolpocam pabOThl C KaJapamu, JaBaTb
3aKJIIOYEHUS O TMPUBJICUCHUM K OTBETCTBEHHOCTH pa0OTHUKOB 3a JONYIIEHHBIE HMU
HapyIICHUs] TPYJOBOTO 3aKOHOAATENbCTBA, B TOM 4YHCIE W 00 YIyYlIEeHUH Tpyna
pabOTHHUKOB;

5.1.7 naBaTh  pa3pACHEHMS U  PEKOMEHJALMM IO  BONpPOCAaM  TPYAOBBIX
MIPaBOOTHOIICHUIA;

5.1.8 naBaTh pPYKOBOAWTENSM CTPYKTYPHBIX MOJApA3JAeIeHUNl 00sS3aTeIbHbIC IS
WCIIOTHEHUSI yKa3aHUs IO BOIPOCAM, OTHOCAIIMMCS K KOMIIETEHIIMM OTHAeNa KaJpOBOM
paboThI, AEIOTPON3BOICTBA U IIPABOBOTO 00ECIICUEHHUS ;

5.1.9 BecTu mepenucKky €O CTOPOHHMMH OpraHU3alMsiMH II0 BOIpocaMm Moadopa
KaJpoB, JAEJIONPOM3BOJCTBA, IPABOBBIM BOIpOcaM W JPYrdM BOIpocaM, BXOJSALIUM B
KOMIIETEHIINIO OT/IeNa;

5.1.10 He BU3HPOBATH MPOCKTHI JOKYMEHTOB, MPOTUBOPCYUANIUX JEHCTBYIOIIEMY
3aKOHOJIATENIbCTBY.

5.2 IlpaBa, mpencTaBlIeHHBIC OTIENY, pealu3yeT HAYaJIbHUK OTIela U PabOTHUKHU B
COOTBETCTBUU C YCTAHOBJIECHHBIMH JOJKHOCTHBIMU MHCTPYKIUSMH.

6 AOKYMEHTALMSA INVIAHUPOBAHUSA U OTYETHOCTHU

6.1 Palorta otnena CTpOUTCS Ha OCHOBAHMHU €KErOJHOTO IUIaHa paboThl OTAeNa
KaJpoBOI pabOTHI, AEIOMPOU3BOICTBA U TIPABOBOTO OOECIICUCHUSI.

6.2 B COOTBETCTBMM C MpPEIbSBIAEMBIMH TPEOOBAaHUSAMH M CPOKAMHU €XKErOIHO
TOTOBSATCS pa3/ieibl CTATUCTUYECKUX (POpM, Kacarolmuxcs AeITeNbHOCTH OTAeNa.

6.3  ExexBapransnHo B UpI ' VIIC npencraBisercst OTYET O YUCICHHOCTH ITEPCOHAIA.

6.4  ExeMmecs4yHO TOTOBUTCS OTYET O KOHTHHIEHTE IHEBHOM U 3a04HONW (OpMBI
oOy4eHwus.

6.5  ExeromHo yTOYHsSETCS HOMEHKJAaTypa Jel U IpH HEOOXOJUMOCTH B
HOMCHKIJIATypPYy A€JI BHOCATCA U3MCHCHUA.

6.6  Benercst 0TUETHOCTB 1O pe3yabTaTaM BHYTPEHHUX ayIUTOB.

7 HNOPAJOK PEOPI'AHU3ALIUU U JIMKBUJALIUU

7.1 Peopranmzammss OKJII, wu3MeHeHMe ero IITaTHOTO COCTaBa M  IITaTHOH
YUCJIEHHOCTH OCYIIECTBIISIETCS 1O penieHuto pexkropa Upl YIIC.

7.2  Ilpm peopranmszammu win jukBuganuu OK/III paGoTHuKaM rapantupyercs
coONIoicHNe HMX TMpaB M 3aKOHHBIX MHTEPECOB B COOTBETCTBUU C 3aKOHOJATEIbCTBOM
Poccutickoit denepanumu.
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8 MOPSAJTOK BHECEHUS U3MEHEHUI

8.1 Hacrosimmee mnonokeHHe NpUHUMAaeTcss pemenneM yuénoro cosera KpHKT
NpI'VIIC u yrBepxnaercs npukaszom aupexropa KplKT Upl'VIIC.

8.2 Buecenne HW3MEHEHHMH B HACTOAILICE MOJOXKEHHE OCYIIECTBISETCS MPHUKA30M
mupextopa KpMKT HpI'YIIC, B KOTOpOM MpPHUBOAMTCS COOTBETCTBYIOIIEE OOOCHOBAHUE.
OTMeTKka O BHECEHHU M3MEHEHUH B TEKCT IOJIOKEHUS MPOCTAaBIIAETCS B JMCTE PErUCTPaLlUM
M3MEHEHUH.

8.3 OrmeHna mosoxkeHus1 ocyiiecTBisiercs: nmpuka3zom aupekropa KpMKT UpI'VIIC, B
KOTOPOM NPUBOJUTCS COOTBETCTBYIOIIEE 0OOCHOBAHUE.

PA3PABOTAHO

HauanpHuk oTaena kaapoBoil paboThlI,

JIEJIONIPOU3BO/ICTBA U ITPABOBOTO 00€CIICUEHUS C.10. XKypasneBa
COI''TACOBAHO
Benymmit 1opuCKOHCYIbT E.B. Macnosckasa

[Ipencenarens nepBUYHOM
PO COIO3HON OpraHU3aINN H.B. Peoxyx
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Jlucr peructpanvi U3MEHEHU

YacTh TeKCTa, HOAIeKaIIast

O011ee KOJIMYECTBO

No M3MEHEHUIO B JOKYMEHTE CTpaHUI
No rnociie
/|  Ne No 10 BHECEHUS
MTyHKT . | BHECEHUS
pasznena MOJITYHKTA | U3BMEHEHUH N
a W3MEHEHUH

OcHoBanue
IIJIsI BHECEHMS
H3MEHEHHUS,
No noxkymenrta

OTBETCTBEHHBIN

HUCIIOJTHUTCIb

Jlata
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[NPMJIOXEHUE A

Opeanuszayuonnas cmpykmypa OKI1

Hauanpuuk otnena

A 4 A A 4 Y

Cexrop Cexrop Bemymmit Cexrop
—? P IOPHAMYCCKOU CTIEUATUCT 10 —e 110 paboTe co
JOKyMEHTO000poTa paBoTs: kazpan (2 1. e1) CTyeHTaMH
- BeAyIIU i Benymit - BEQyLui
CIIEIMATKCT TIO FOPHCKOHCY BT CIELMAJIUCT IO
—) JIEJTOTPOU3BOACTBY (2 wr. ex.) L) Kajapam
- CHELHUATHUCT 0 - CIIELUAJIACT
JIETIOTIPOU3BOJICTBY 1o KaJipam
- 3aBEYIOLINI - IIaCIIOPTUCT
apX1UBOM
- CeKpeTaphb
PYKOBOAUTENS




