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IIpenucnosue

Hacrosimiee nonoxenue siBiseTcsi HOPMaTHBHBIM IOKYMEHTOM JJIs1 paboTHI OTAeNa X035HCTBEHHOTO
o0ecreyeHus: ¢ yueToM 0COOEHHOCTEH NesITeIbHOCTH, PACIPEAEICHUEM T0JIKHOCTHBIX
00513aHHOCTEH U TpaB KKI0r0 paOOTHUKA, KOHKPETHU3ALMEH MEXaHU3Ma B3auMOJICHCTBUS C
Apyrumu nojpasaenenusamu dengepaibHOro rocyJapcTBEHHOT0 00 PKETHOIO 00pa30BaTeIbHOIO
YUpPEXICHUS BBICIIEro 00pa3oBaHus «pKyTCKHii TOCYJapCTBEHHbBIN YHUBEPCUTET ITyTEH
COOOILIEHUS

Csenenus o Ilonoxenuun

1. PABPABOTAHO U BHECEHO ®enepanbHbIM IrocyJapCTBEHHBIM OI0JKETHBIM 00pa30BaTeIbHbIM
yupexJIeHHueM BhIciIero oopasoBanus «MpKyTCkuil rocyaapCcTBEHHBIH YHUBEPCUTET MyTeil
COOOIIEHUA», OTAEIOM XO3SMCTBEHHOI'O 00ECIIEUEHHS.

2. YTBEPXXJIEHO 1 BBEJIEHO B JJEMCTBUE npuka3om pekropa YHupepcurera oT «19» nexaGps

2021 r. Ne 142.

3. IIPUHATO VYuensim coBeToM YHupepcuteta (mpotokoi Ne 3 ot «26» Hoa0ps 2021 r.)

4. B3AMEH Ilonoxenust 00 oTAelie OXpaHbl U X035 HUCTBEHHOTO oOecnieyeHus yTB. [Ipuka3zom pekropa
ot 21 cents0ps 2018r. Ne [1.350103.03.5.062-2018.

5. UBJAHUE — nekabps 2021 r.

Oo61ee xonuyecTBO cTpaHuIl — 31.

Hacrosimee IlomokeHne He MOXeT OBITh TOJHOCTBIO MM  YaCTHYHO BOCIPOU3BEICHO,
THPaXXKUPOBAHO U PAaCIPOCTPAHEHO B KauecTBe opuImanbHOro nznanus 6e3 paspemenuss ®I'bOY BO
NpI'VIIC.
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1. OOume nonoxeHus
1.1. Ornen xo3siictBeHHOTO oObecriedenus (manmee OTHEN) SIBISETCS CTPYKTYPHBIM TOJpa3iciieHuEM
@denepallbHOTO  TOCYJAapCTBEHHOTO  OIO/KETHOrO  00pa30BaTEIbHOTO — YUPEKICHHS  BBICILIETO
obpazoBanus «VpKyTCKHIl rocyapCTBEHHBIN YHHUBEPCUTET MyTe cooOmeHus» (1anee YHUBEPCHUTET),
BXOJAIIMI B COCTaB aJAMHHHCTPATHUBHO-XO3SIIICTBEHHOIO YIIPABJICHHSA, UMEHYEMBI B JajbHEiIIeM
yIpaBJICHHE.
1.2. B cBoeit gearenbHocTd OTAET pYKOBOACTBYETCS:
- Koncturynuei Poccuniickoint ®denepanuu;
- ®enepanpHbiM 3aK0HOM OT 29.12.2012 roma Ne 273-®D3 «O6 obpazoBanuu B Poccuiickoit deneparum
- UHBIMM HOPMATUBHBIMU MPABOBBIMU aKTAMH, PETYJIUPYIOMIMMH JIESITEIIbHOCTh Y HUBEPCUTETA, B T. Y.
aktamu deneparbHOr0 areHTCTBA XKEJIE3HOJOPOKHOTO TPAHCIIOPTA;
- YcraBoM YHHBEPCHUTETA,
- HactosamuM [lonoxxeHuem.
1.3. OTaen moguMHSETCS HEMTOCPEACTBCHHO HAYaIbHUKY OT/IENIa XO3SHCTBEHHOTO oOecrieueHus (mnaiee
HavyansHUK OXO).
1.4. Otnen Bo3rnasisieT HadanbHUK OXO, Ha3HAYaeMBIM M OCBOOOKIAEMBINH OT 3aHUMAaeMOM
JOJKHOCTH MPUKA30M PEKTOpa Y HUBEPCUTETA 0 MPECTABICHUIO HaYallbHUKAa A TMUHUCTPATUBHO-
X03UCTBEHHOTO yIpaBieHus (Hajiee HadanbHUK AXY) U COTJIaCOBAaHUIO MIPOPEKTOPA IO PA3BUTHIO U
colLlMaJIbHBIM BompocaM (fanee npopektop no PuCB).
1.5. Ctpykrypa OTaena v mITaTHOE PACIIMCAHUE YTBEPKAAIOTCS MMPUKA30M PEKTOpa Y HUBEPCUTETA.
1.6. Corpynnuku Otaena o0ecreunBarOTCs MOMEMICHUSIMH, OOOpPYAOBAaHHBIMH CPEACTBAMU
KOMITBIOTEPHOM TEXHUKHM M OPITEXHUKHU, KOMIIBIOTEPHBIMU IpOTrpaMMaMu, HEOOXOAMUMBIMH IS
OCYIIECTBIICHUSI WMH CBOUX JOJDKHOCTHBIX OOs3aHHOCTEH, Mebenpio il paboThl M XpaHEHHS
JIOKYMEHTOB.
1.7. Otnen, ABISISICH CTPYKTYPHBIM MOAPA3JACICHUEM YHUBEPCUTETA, OPraHU3YET CBOIO ACSTEIbHOCTD
BO B3aUMOJICHCTBUHM C PEKTOPOM, MPOPEKTOpPaMH, JCKaHaMH, CTPYKTYPHBIMH TOApa3IeIICHUIMH
YHusepcurera.
2. OcHoBHbIe 3a1aun OTaena
OcHoBHbIMU 33/1ayamMu OTaena sSBIsIFOTCA:

- oOecnieueHue coOmofeHust TpeboBaHMM 3akoHonaTenbcTBa P®, YcraBa YHuBepcurera, [IpaBun

BHYTPEHHETO paclopsiiKa U IPYTUX JIOKAJIbHBIX HOPMATUBHBIX AKTOB Y HUBEPCUTETA;

- obecrieueHre XO3SMCTBEHHOTO OOCITY)XMBAHUS M HAJICKAIIETO COCTOSHUS B COOTBETCTBUU C
MpaBUjaMd M HOPMamu MPOU3BOJICTBEHHOW CaHUTapUM [OMEUICHUN YHHUBEPCUTETa, a TaKkKe
COOJTIOJIEHUSI CAHUTAPHO-TIPOTHUBOATUIEMUOIOTHIECKOTO PEKUMA;

- ydacTue B pa3paboTKe MIaHOB TEKYIIUX U KaUTAJIbHBIX PEMOHTOB;

- OpraHu3alys KOHTPOJIS 32 KAYECTBOM BBITIOJHEHUS X03IMCTBEHHBIX Pa0OT B Y HUBEPCUTETE;

- obOecneueHrue 3(PPEKTUBHOTO HCMOIB30BAHUS BBEPEHHOTO OTAETY HWHCTPYMEHTa, WHBEHTapS,
000opyI0BaHUS;

- OCYILIECTBIICHUE KOHTPOJIA 3a pallMOHAIbHBIM MCIIOJIb30BAHUEM MATEpPHAJIOB U CPEJICTB, BBIACISIEMBIX
JUTSL XO3STMCTBEHHEIX IIEIICH;

- PYKOBOJICTBO paboTamu 1Mo O6JI1aroycTpoicTBY, O3eTIEHEHUIO U YOOPKE TEPPUTOPUH Y HUBEPCUTETA;

- OpraHmu3aIus 00CITYKUBAHUS COBEIIAHUN U JPYTHUX MEPONPHUATHH, IPOBOANUMBIX B Y HUBEPCUTETE.

3. Ctpykrypa ¢pyakuuii Otaena
3.1. Jlna BBINOJHEHUS MOCTaBIEHHBIX 3aaay Othena, CTpyKTypa (QYHKIMOHAIBHOTO YIpPABJICHHUS
(COYVY) BriroyaeT OCHOBHbIE 00JacTU €€ NeATEIbHOCTH, KOTOPbIE PEaTU3yIOTCsl B Y HUBEPCUTETE, IS
o0ecreyeHus: JOCTHKEHHsI CTPAaTeTHUYeCKUX 1ejeld Y HUBepCcuTeTa.
3.2. B obmem Bugae CDY oTpakaeT OCHOBHBIC BHUILI PAaOOT, BBIMONHSAEMBIE OTIOENIOM, W
MIPEJICTaBJICHA B3aUMOCBSI3aHHBIMH OJIOKaAMH:
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- IPOPEKTOP MO PA3BUTHIO U COLMAIIBHBIM BOIIPOCAM;
- HaYaJIbHUK a]MUHHACTPATUBHO-XO035HCTBEHHOTO yIIPaBIICHUS;

- Ha4aJIbHUK OT/IENa XO3sIHCTBEHHOIO 00ecIeYeHus;

- 3aMECTHTENb HaYaJbHHUKA OT/IENIa XO3IHCTBEHHOT0 00eCIIeueHus;

- Ha4aJIbHUK CEKTOpa 10 paboTe ¢ UMYIIECTBEHHBIM KOMILIEKCOM;

- BEAYLUN UHKEHED;

- HHXeHep | kareropuu;

- CTapLIMH aAMUHUCTPATOD;

- 3aBEYIOLIHI CKIIa/I0M;

- TeXHUK | Kareropuu;

- cTaplias MeAULIMHCKAs CeCTpa,;

- KOMEH/JIAaHTBI Y4eOHBIX KOPITYCOB;

- CTOJISIP;

- YOOPIIUKH CITYKEOHBIX TOMEIICHUH.

3.3. HlrarHoe pacnucanue Ortnena ompenensercss B YCTAaHOBICHHOM IOPAJKE M yTBEp)KIaeTcs
NPHUKAa30M pEKTopa YHHBepcHTeTa. B pamkax BBIICICHHOTO INTATHOTO pPACIUCaHHS IMOI00P
KaHUaTyp, UCIIOJIb30BaHUE YCTaHOBIEHHOIO ()OH/a 3apab0OTHOM MIaThl.

3.4. Pacnipenenenue o0si3aHHOCTEH, MeX Ty paboTHrKamu OTiena mpou3BOAUTCS HadaabHIKOM OTena
B COOTBETCTBUH C JOJKHOCTHBIMU MHCTPYKLUSMH.

3.5. Corpynuuku Ortaena Ha3HAYarOTCS W OCBOOOXKHAIOTCS OT JOJDKHOCTH TPUKA30M pPEKTopa IO
COIJIACOBAHUIO C HayaabHUKOM OT/iena, B COOTBETCTBUHU C TPYJOBBIM 3aKOHOATENILCTBOM PD.

4. KoHTpob 3a aestenbHocThio OTaena
4.1. KoHTpousb BBHIMONHEHUSI OCHOBHBIX 3a7ad, GyHKUMH U oOs3aHHOCTel OTaena OCYyIIECTBISETCS
HEMOCPEACTBEHHO HaualbHUKOM AXY, B CTPYKTYpy KOTOpOro BXoauT OTier.

5. YnpaBnenue noapasaeieHiueM

5.1. PykoBoactBo OTaenoM OCYHIECTBISET PYKOBOAMUTENb - HadadbHUK OTAena, Ha3HA4aeMblid U
0CBOOOKIaeMbI OT JOHKHOCTH MPUKA30M PEKTOPa, B COOTBETCTBUU C TPYIOBBIM 3aKOHOJATEIECTBOM.
5.2. Hawanpauk OTAena yqacTByeT B paOoTe MOApa3ieNieHnui, Te 00CYKAAI0TCA M PEIIat0TCs BOIIPOCHI
nestensHocTH OTaena. OH HeceT IMYHYI0 OTBETCTBEHHOCTH 32 BCIO JIesTENbHOCTH OTiena.
5.3. Bce ykazanusi, kacaromuecs AestenbHocTr OTaena uin ee OTASNbHBIX PAOOTHUKOB, UCXOSIINE OT
PYKOBOJICTBa Y HUBEPCUTETA, PACIIPEACTISIOTCS COTPYIHUKAM TOApa3ieieHns HayanbHukoM OTena.
5.4. Hawaneuuk OTena BrpaBe JEJICTHPOBATh YacTh CBOMX IMOJTHOMOYMU coTpyaHmkam Ortiena, B
OTCYTCTBHE Ha4aJIbHUKA OTJela €ro 0OS3aHHOCTH BBITIONHSAET 3aM. HauaJdbHHUKA OT/eNa, Ha3HAYCHHBII
HavanbHUKOM AXY .

6. [IpaBa u o6s3aHHOCTH cOTpyAHUKOB OTIEna
6.1. O0s3aHHOCTH, TIpaBa, MOJTHOMOYHS HavyaabHUKa OT/Iea, a TakKe JIOJDKHOCTEH B COOTBETCTBHH CO
IITATHBIM ~ PAcHCAHUEM, OMNPEIEICHbl JTOJDKHOCTHBIMH HWHCTPYKLHUSMHU, TPEACTABICHHBIMUA B
puioxkeHuu b.

7. JlIokyMeHTalus MIaHUPOBAHUS U OTYETHOCTH

7.1. lenonpounssoacteo Otaena

CornacHo npuHATHIM B YHUBepcuteTe npasuiaMm OTaen BeaeT Aenonpon3BoAcTBO. OTAeN UMEET CBOIO
JOKYMEHTAII0 (OpraHMW3allMOHHYI0, HOPMAaTHBHYIO, METOJMYECKyl0, (HUHAHCOBYI0O H T. J.),
OTPAXAIOIYIO COJEp)KAaHUE, OpPraHU3alMI0 U METOAMKY BBIMOJIHEHMsI BUJIOB JesTenbHocTH Otnena B
LIEJIOM U KaX/10T0 pabOTHHUKA B YACTHOCTH; MIepeueHb 00s13aTeIbHON U IOTIOJIHUTENFHON JOKYMEHTAIUN
Otnena peraaMeHTHPYIOTCSI HOMEHKJIATYpOMl Jie mojpa3fiesieHus, COTJJaCOBAHHON € OOIIMM OTIEIOM
YHusepcurera.
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8. [Topsiox peopraHn3anyy ¥ JUKBHIALNN
8.1. Peopranmzanus u jukupanus Otaena MPOU3BOAMTCS B COOTBETCTBHM C IPUKA30M PEKTOpa Ha
OCHOBAHMH peIIeHHUs YUEHOTo COBETa Y HUBEPCHUTETA.
8.2. Co3naHue, peopraiuzanus U JUKBUJALUS NOJpa3AeieHull B cTpykTtype OTaena Ipou3BOIATCS B
COOTBETCTBHHM C NPUKA30M PEKTOpa IO NPEACTABICHUIO HadadbHHKa AXY ¥ COIJIaCOBaHUIO C
npopekropa no PuCB.

9. OTBETCTBEHHOCTH
9.1. Hayanpuuk Ot/ena HeceT BCIO MOJHOTY OTBETCTBEHHOCTH 33 KAYECTBO U CBOEBPEMEHHOCTh
BBITIOJTHEHUS 33134 ¥ (PYHKIIHIA, BO3JI0OKEHHBIX Ha OTAen HacToAmuM [1oJ0KeHneM U IpyTUMH
JIOKaJIbHBIMU NTPABOBBIMH aKTaMH Y HUBEPCHUTETA.
90.2. B ciyyae HEOJHOKPATHOTO HApPYIICHUs OOS3aHHOCTEH M HEBBIMOJHEHUS CBOUX O0S3aTEIbCTB
HavyanbHUK OT/eNa MOXKET ObITh OTCTPAHEH OT JOJHKHOCTHU MPUKA30M PEKTOPA.
9.3. CreneHb OTBETCTBEHHOCTH IpYyrux paboTHUKOB OTAeNa yCTaHABIMBACTCS UX JOJKHOCTHBIMU
MHCTPYKUHUSMU U APYTUMU JIOKaJIbHBIMU TPABOBBIMH aKTaMH Y HUBEPCUTETA.

10. Tlopsinok BHeceHus: usMeHeHui B [lonoxenue
10.1. 3menenus B Tekct [lonoxenus 06 Otene BHOCUTCS B CISAYIOIINX CIIydasK:
- 1pu u3MeHeHuu craryca Otaena;
- IPY U3MEHEHUH OPraHU3allMOHHO-YIIPaBIEHYECKON CTPYKTYpbl OTAena Wik Y HUBEPCUTETA;
- TIpH 3aMeHe, J00aBJICHUH WM UCKIIIOUEHUH OTAENbHBIX QYHKIUH B nearenbHocTy OTrena;
- NpU BHECEHHM M3MEHEHUN B HOPMATHUBHYIO U PACHOPSAUTEIbHYIO JOKYMEHTAIMIO BBICHIMX OPraHOB
ynpasieHus (DenepallbHOrO areHTCTBA KeJIEe3HOJOPOKHOTO TPAHCIIOPTa U ApP), a TAK)KEe HA OCHOBAaHUU
peLIeHUI OpraHOB YIIpaBJICHUsl Y HUBEPCUTETOM;
- B JIp. CIOy4asx.
10.2. Iopsnox BHeceHusi usmeHeHuil B [lonoxeHue omnpeneneH TpeOOBaHUSAMH JOKYMEHTHPOBAHHOMN
npouenaypsl «YmpapneHue aokymentaruei» (Ne J[11.250000.01.4.090-2012). OtmeTka 0 BHECEHUHU
n3meHeHui B Tekct [lonoxkenust 06 Otaene npocrasisieTcs B JIUCT perucTpaiui U3MEHEHUN.
10.3. Ormena Ilonoxenus o006 OTtxaene oCyLECTBIAsSETCS NPUKA30M, B KOTOPOM MPUBOJUTCS
COOTBETCTBYIOIlleE OOOCHOBaHHE (JIMKBHAALUUA WM peopranuzauus OTnaena, BHEAPEHUE HOBOTO
TUIIOBOT'O MOJIOKEHUs 00 OT/esne B3aMeH JAeHCTBYIOLIETO U Jp.).

COI'NTACOBAHO

[IpopekTop 1o pa3BUTHIO U
COLIMAJIbHBIM BOIIPOCaM B.IO. Jopodeen

HavansHuk

aJIMMHHUCTPATUBHO- X031 CTBEHHOTO

yIpaBiIeHUs I1.A. Bonenko
HavyansHuk npaBoBOTO yIpaBICHHS K.IO Yconbres
HavaneHuk oTnena kaapos B.A. CokoioBa
PA3PABOTAHO

HauvanpHuk oTaesna X0o3HiCTBEHHOTO
o0ecrniedeHus B.B. Imutpues
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Jluct peructpanyy ”3MEHEHUMA

Ne n/m

YacTh TEKCTa, MOIEIKABIIETO H3MEHEHHUIO OcHoBauue Uit Tloanucek

OOb111ee KOIMYECTBO CTPAHHIL BHECEHHS H3MEHEHUS,
B JIOKyMEHTE OTBETCTB.

Ne pasnena

Ne fokymenTa

Ne nyHkrta Ne noanyHkra BHECEHHs M3MEHEHMIicile BHECEHHUs] M3MEHEHHH| HCIIOJIHHT.

JHara
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[Ipunoxenue b

JOJIKHOCTHDBIE HHCTPYKINMHU COTPYJTHUKOB INOJAPA3SAEJIEHWUA

JOJIDKHOCTHASA UHCTPYKIIUA HAYAJIbHUKA
OTAEJIA XO3MCTBEHHOI'O OBECIIEYEHUS

1. O01me noJI0XKEeHU

1.1.  Jlo)oKHOCTH ~ HayaJbHMKA  OTHENa  XO3AHUCTBEHHOro  oOecrmeueHus  DenepaabHOrO
rOCYJapCTBEHHOTO OI0JKETHOT0 00pa30BaTeIbHOIO yUpexkIeHHs BbiciIero oOpasoBanus «MpkyTckuit
rOCy/lapCTBEHHBI YHHUBEPCUTET IyTe cooOIIeHus» (anee YHUBEPCUTET) OTHOCUTCS K KaTeropuu
PYKOBOJIUTEIIEH.

1.2. HavanpHuK OTA€Nla Ha3HA4yaeTcsi U OCBOOOXKIAETCS OT JOHKHOCTH IPHUKA30M pEKTopa IIo
IIPEJICTABICHUIO IIPOPEKTOPA 110 Pa3BUTHIO U COLMAIBHBIM BOIPOCAM, Ha4aJIbHUKA aIMUHUCTPATUBHO-
XO35CTBEHHOT'O YIIPaBJIEHUS B COOTBETCTBUU C HOPMAMHM TPYIOBOI'O 3aKOHOJATEIBCTBA.

1.3. HauanbHMK OTAEN1a NOMYMHAETCS HAYAJIBHUKY aIMUHUCTPAaTUBHO-X03SIMICTBEHHOT'O YIIPABJICHHUS.

1.4. HayanpHUK OT/A€/1a B CBOEM [TOAYMHEHUHN UMEET:

- 3aMECTUTENb HaYaJIbHUKA,

- Ha4aJIbHUKA CEKTOPa M0 paboTe C UMYIIECTBEHHBIM KOMILIEKCOM;
- cTaplLIero aIMMHHUCTPATOPA;

- 3aBEYIOLIETO CKIIAJI0M;

- KOMEHJIAHTOB y4eOHBIX KOPITYCOB Y HUBEPCHUTETA;

- TeXHUKa | kareropuu;

- CTOJISApA,

- YOOPIIMKOB CTy>K€OHBIX TOMEIICHUH.

1.5. Hacrosmas JOKHOCTHasE MHCTPYKIMsS pa3paboTaHa Ha OCHOBE KBaIM(PHUKALMOHHOTO
CIIPAaBOYHHMKA JOJDKHOCTEM PYKOBOJAMTENEH, CHEUUAIUCTOB W JIPYrHMX CIYXKAllUX, YTBEP>KIECHHOIO
[TocranoBnennem Muntpyna Poccun ot 21.08.1998r. Ne37 (pen. ot 12.02.2014r.)

2. KBanudukannoHHble TpeOOBaHUS

2.1. Ha pgomxHocTh HavanbHUKa oTAeida OXO AXY HazHavaeTcsl JIMIIO, MMEIOIIES BEICIIEE
o0pa3oBaHHe U CTaXX PabOTHI HA PYKOBOASIINX TOJDKHOCTSX HE MEHEE 5-TH JIET.

2.2. HauvanpHUK oOTAeNa MAOJDKEH 3Hams u cobmooams Kouctutymuio PO, neiicTByromee
3aKOHOJATeNhCTBO P®, a Takke WHBIE HOPMATUBHBIE TPABOBBIC AaKThl, PETJIAMEHTHUPYIOIINE
NeSTeNbHOCTh OpraHu3alii B 00JacTH, OTHECEHHOW K KOMIIETEHIIMH OTAeNla OXpaHbl |
X03MCTBEHHOTO O0ECTIeYeHHsT Y HUBEPCUTETA, TIOPSAIOK 3aKITIOUYEHUS JOTOBOPOB; JIEIOMPON3BO/ICTBA,
a TakxKe:

®denepanbHblil 3ak0H 0T 29.12.2012 Ne 273-03 «O6 obpazoBanun B Poccuiickoit denepanuny;
noJio’keHre o0 opranuzanuu npomyckHoro pexuma B ®I'bOY BO UpI'VIIC;
OpPraHM3aLOHHYIO CTPYKTYPY YHUBEPCHUTETA U PEXKUM pabOThI CTPYKTYPHBIX MMOAPA3ICICHUN;

HOPMATHBHBIC JOKYMEHTHI, JCHCTBYIONIME B YHUBEPCUTETE, METOAUYCCKHE U PYKOBOMISIINE
MaTepuaibl, HEOOXOAMMBIE [JIsl OCYIIECTBICHHSI CBOEH nesTenbHOCTH (YCTaB, KOJUIEKTHBHBIN
JIOTOBOD, TIpaBUJIa BHYTPEHHETO TPYAOBOTO paCIoOpsiaKa YHUBEPCUTETA U JIP);

- TPYAOBOE 3aKOHOAATENBLCTBO PD;




CcTema MCHE/IKMEHTa KaecTBa Ne T1.180100.03.5.062 -2021

PRy OTBETCTBEHHOCTh DYKOBOICTBA
ol

10

nPrync [TonoxxeHue 00 oTAelIe XO3IHCTBEHHOTO 00eCIeUeHUS

- mpaBWJa  OXpaHbl TPyJda, TEXHUKH OE30IaCHOCTH, IPOM3BOJCTBEHHONW  CaHUTAPUH H
MPOTUBOIIOKAPHOM 3aIlMUTHI.

2.3. HavanpHUK OTH€ea JOJDKEH 81a0emb:

- HaBBIKAMU PYKOBOJIUTEIIS MOIPa3ACIICHUS;

- HaBBIKAMHU OpraHU3aIui pabOThI C JOKYMECHTAITUEH;

- HaBBIKAMU TOJIb30BaHUS CPEACTBAMU KOMMYHHUKAIIUN U CBS3H.

2.4. HayanbHUK OT/ENa XO3SMCTBEHHOTO O0SCIICUCHUS B CBOCH JICATEIILHOCTH PYKOBOOCHBYeMCsL:
- 3axkoHoparenbcTBOM Poccuiickoit denepanuu;

- Koncrurynuen Pocculickoit denepanuu;

- YcraBoM YHHBEpPCHTETA,

- TpaBUJIaMU BHYTPEHHETO TPYJIOBOTO pACIIOPSIKa Y HUBEPCUTETA,

ITonosxeHuem otena XO3gHCTBEHHOTO 0OecIeYeHu;

MpPHUKa3aMU PeKTopa Y HUBEPCUTETA;
pacrnopsDKeHUSAMH M yKazaHusMU mpopekropa o PuCB, nauanpanka AXY u ApyrumMu JOKaJIbHBIMU
MIPABOBBIMU aKTaMH Y HUBEPCUTETA.

3. JI0JDKHOCTHBIE 00SI3aHHOCTH
3.1. OCHOBHBIMHU 3a0auamy HaYAIbHHUKA OTENIa XO3SHCTBEHHOTO 00ECIICUCHHUS SIBISIOTCS:
3.1. PykoBoacTtBO paboTOW OTHENa W KOHTPOJb 32 HCIOJHEHHEM BCEMH pAaOOTHHKAMU OT/eNa
BO3JIO)KEHHBIX Ha HUX JIOJDKHOCTHBIX 005S3aHHOCTEH.
3.2. Jly11 BBIMIOJTHEHUS YKAa3aHHBIX 33]]a4 HAYaJIbHHUK OTJIEJIa BHIMTOJIHSAET CIEAYIOIINE BO3JIOKEHHBIEC Ha
HEro 00sI3aHHOCTHU:
3.2.1. CocraBnser miaHbl paboThl OT/Ea Ha MECSI, KBapTall, TO/I.
3.2.2. [IpoBOIUT UHCTPYKTAX MO TEXHUKE O€30MaCHOCTH U MOKAapHOM 6e30MacHOCTH paOOTHUKOB
OTJeNa nepeJl HayajaoM pabodero JTHS.
3.2.3. PazpabaTbiBaeT nepeyeHb JOKYMEHTAIlUH, KOTOpas Heo0XoauMa Jutst paboTsl OTAeNA.
3.2.4.0cymiecTBasieT corjiacoBaHue pabOThl OTHeNa C JIPYTMMHU CTPYKTYPHBIMH IOJpa3/eieHUsIMU
YHusepcurera.
3.2.5. PacnipenensieT JOMDKHOCTHBIE O0S3aHHOCTH PAOOTHUKOB C IETBI0 ONTUMM3AIIMU U TTOBBIIICHHS
s dexTuBHOCTH PabOTHI OTENA.
3.2.6. ObecnieunBaeT cobt0/IeHue paOOTHUKAMHU OT/Ieja MPaBuJl POU3BOICTBEHHON CaHUTApHH,
TEXHUKH 0€30MaCHOCTH, OXPaHbl TPY/a, JOKAJIbHBIX HOPMATHUBHBIX AKTOB Y HUBEPCUTETA, IPUKA30B
pPEKTOpa, pacopsLKEHUN M YKa3aHUN TPOPEKTOPOB Y HUBEPCUTETA.
3.2.7. OcyuiecTBisieT KOHTPOJIb 32 UCIIPABHOCTBIO M COXPAHHOCTHIO HHBEHTApPs, 000pyI0BaHUS U
APYroro UMyIiecTBa Y HUBEPCHUTETA, 3aKPETUIEHHOTO 32 OT/IEIIOM.
3.2.8. CocraBisieT roJloBble 3asBKM Ha MaTepHabHO-TEXHUYECKOE 00eCIIeYeHne OT/IeNa, eKEMECTIHO
MPEJCTABISAET aKThl HA CIIMCAHUE PACXOHBIX MaTEPHAJIOB.
3.2.9. ObecneunBaeT U KOHTPOJIMPYET CBOEBPEMEHHOE M HaJIEKaIllee OTpaKEeHHE B OyXTrajlTepcKoM
ydyeTe X03sICTBEHHBIX Olepanuii oTaena.
3.2.10. O6ecneunBaer (aKTUYECKOE HCIOJHEHHE MPUKA30B, YKa3aHUM M  paclnopsLKeHuin
BBIIIECTOSIIINX OPTaHOB, B T. Y. PEIICHUI YIEHOTO COBETA, IPHKA30B PEKTOPA.
3.2.11. Pa3zpabateiBaet [lonoxenue o0 otaene, T0HKHOCTHBIE MHCTPYKIIMN HA paOOTHUKOB OT/IENA.
3.2.12. CocraBisieT 0TYETHOCTb 10 YCTAHOBJIEHHBIM (hopMaM.




CcTema MCHE/IKMEHTa KaecTBa Ne T1.180100.03.5.062 -2021

11
OTBETCTBEHHOCTh PYKOBOJICTBA

nPrync [TonoxxeHue 00 oTAelIe XO3IHCTBEHHOTO 00eCIeUeHUS

3.2.13. OGecrneunBaer KOHPUIACHIIMATBLHOCTh CBEACHUW (0O ACATEIBPHOCTH YHHMBEPCHTETA, €ro
UMYILECTBE, €ro pabOTHHKAX, OOy4YaloUIMXCs, CIYIIATENSX M Jp.) IMOJYYEHHBIX UM BO BpeMs
UCIOJIHEHUS] CBOMX JOJDKHOCTHBIX OOSI3aHHOCTEH, B T. Y., CBEICHUN, COCTABISIONIMX KOMMEPYECKYIO
TallHy Y HUBEPCUTETA, CIIYy)KEOHYIO U FOCYIapCTBEHHYIO TaliHY.

3.2.14. BeimonHsIeT pa3oBble CIy:KeOHBIC MOPYUYCHHsI peKTopa, mpopekropa nmo PuCB, HawanmpHUKa
AXY.

3.2.15. IlpencraBnser NMUCbMEHHBIE OOBICHEHHUS IO TPEOOBAHHUIO pEKTOpa, HavyaibHuka AXY, B T. 4.
OOBSICHEHUS TIPH COBEPIICHUH JTUCIUITTIMHAPHOTO MPOCTYIIKA.

3.2.16. O00 Bcex 3aMe4aHUsIX B TE€UCHUE JTHS JIOKJIAbIBAeT HavYalbHUKY AXY B yTpeHHEM pamnopre, O
MIPOMCHIECTBUSIX U YPE3BBIYANHBIX CUTYAIUAX JIOKJIAIbIBAET HEMEUIEHHO 110 JIFOOBIM CPEACTBAM CBSI3U
HayanpHUKy AXY .

3.2.17. KouTponupyet TabenbHbIi yueT paOOTHUKOB OT/EINa, COCTaBIsIeT rpadux

OTITYCKOB.

3.2.18. OpranuzoBbiBaeT pabOTHl MO OOECIEUEHUIO XO3SHCTBEHHOTO OOCTYKUBaHUS, HAAJEKAIIETO
COCTOSIHMSI B COOTBETCTBMM C IpaBWJIaMU M HOPMaMH IIPOU3BOJICTBEHHOW CAaHMTApUM  3/1aHUN U
IIOMEIICHUN Y HUBEPCUTETA.

3.2.19. OcymuiecTBasieT KOHTPOJIb 32 COXPAHHOCTBIO XO3AMCTBEHHOTO MHBEHTAPSl U MPOBEICHUEM €TI0
CBOEBPEMEHHOTO PEMOHTA.

3.2.20. Opraamsyer opOpMIICHHEC HEOOXOJMMBIX JOKYMEHTOB JUIS 3aKIIOYCHHS JIOTOBOPOB Ha
OKa3aHUE XO3SMCTBEHHBIX YCIYr, MaTepUalioB XO3SWCTBEHHOTO HA3HA4YCHMs, BEAET YYeT HX
pacxoJ0BaHUs U COCTABISIET YCTAHOBJIEHHYIO OTYETHOCTb.

3.2.21. KoHTponupyeT palMOHaJIbHOE PacXOJOBaHUE MATEPUATIOB U CPEICTB, BBIIEISAEMBIX IS
XO3SIICTBEHHBIX LIEJIEH.

3.2.22. PykoBoauT paboTaMu MO 0OCITy>KUBAaHHIO TOMELICHUH YHHUBEpPCUTETA, 0J1aroycTpoiCTBY,
03€JICHEHUIO U YOOpKE TEPPUTOPUH.

3.2.23. Opranusyer XO3sIiICTBEHHOE OOCIYXHBaHHE COBEIIAHUM U JPYrUX MEpOIpHUSTHH,
MIPOBOAMMBIX B YHUBEPCUTETE.

3.2.24. CobmoaeT ¥ UCHONHAET TpeOoBaHus, cojepxaiiuecs B Ycrase, B [IpaBuiiax BHYTpEeHHEro
TPYJOBOIO pacHopsifika, MPHKa3ax PEKTOpa U HMHBIX JIOKAJIBHBIX aKTax YHUBEPCHUTETa, IpaBHIIaX
TEXHUKU 0e30MacHOCTH, MPOHU3BOACTBEHHON CaHUTApHH, MpaBWJIax U HOpMax OXpaHbl TpPyAa,
o0ecreunBaeT U KOHTPOJIUPYET COONTIOJICHUE YKa3aHHBIX TpeOOBaHUN pabOTHUKAMU OT/IeNa.

3.2.25. He pomyckaeT HapylIeHWH TPYJOBOM IUCHUIUIMHBI, OCKOPOJEHHS WM UHBIX (opM
MIPOSIBJIEHUS] HEYBAKUTEIBHOIO OTHOIIEHUSI K paOOTHHKaM, O0y4JaroUIMMCsl, TOCTSIM Y HUBEpCUTETa U
MIPOYUM JIULAM, HAXOIALIUMCS B Y HUBEPCUTETE.

4.ITpaBa 1 MOJIHOMOYUSA

Hauaneauk otaena umeer npaeo:

4.1. Y4acTBOBaTh B COBEIIAHUSX, CO3bIBaeMbIX IpopekTopoM no PuCB, nHawanmeHukom AXY npu
00CYKJICHIH Ha HUX BOIIPOCOB, KACAIOIIUXCS XO3SIMCTBEHHOM I€ATEILHOCTH Y HUBEPCUTETA.

4.2. TpebGoBaTh OT TOJYMHEHHBIX COOJIIOACHUS IUCIMIUIMHBI, TEXHUKH OE€30MaCHOCTH W TPaBUI
MIPOTUBOMOXKAPHOI 0€30MaCHOCTH.

4.3. IlpeactaBidaTh Ha  PacCMOTPEHHME  PYKOBOACTBA  YHHUBEPCUTETA  MPEMIOKEHUS IO
YIIYYIICHUIO paObOTHI OT/Iea B Y HUBEPCUTETE.

4.4. XoataiiCTBOBATh O MOOLIPEHUH U MPUBJICYEHUHN K JUCIUITIMHAPHOW OTBETCTBEHHOCTH
paboOTHUKOB OT/ENA.
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4.5. IloanuceiBaTh TOKYMEHTHI B IIpeieiax CBOCH KOMIIETECHIIMH.

4.6. Ilomy4yaTh OT pPYKOBOIWTENEH CTPYKTYPHBIX IOJpa3leieHuld YHUBepcUTeTa HHGOPMAIIHIO,
HEO0OXOIUMYIO JUIsl OCYILIECTBICHUSI CBOEH eATeIbHOCTH.

4.7. IloBbIIaTh CBOKO KBaNU(UKALMIO TIOCPEICTBOM 00YUEHHSI Ha CIICUAIN3UPOBAHHBIX Kypcax.

4.8. 3HAKOMUTBCA C JOKYMEHTaMH, OMNPEIECISIOIMIUMH €ro MpaBa M OOS3aHHOCTH MO 3aHUMAEMO
JOJHKHOCTH, KPUTEPHIA OIICHKU Ka4eCTBA UCIIOJHEHUS JTOJDKHOCTHBIX 00SI3aHHOCTEH.

4.9. O0xaJjioBaTh MPUKA3bl PEKTOPA U PACHOPSIKEHUS IPOPEKTOPOB YHUBEPCUTETA B YCTAHOBIEHHOM
3akoHo arenbcTBOM PD nopske.

S.OHGHKa pa6OTBI N OTBCTCTBCHHOCTB.

5.1 Pe3ynpTaThl pabOThl HAYaJIbHUKA XO3SIICTBEHHOTO O0ECIIeUeHHUs OIICHUBAET HaYaabHUK AXY.

5.2 HayajlbHUK HeceT OTBETCTBCHHOCTD 3a.

- HEWCTIOJIHEeHNE (HeHaJIe)Kallee UCIIOJIHEHHUE ) CBOUX JIOJDKHOCTHBIX 00S3aHHOCTEH;

- HECOOJI0JICHUE TIPABWJI BHYTPEHHETO TPYAOBOTO PACIOpSIKA, MPPABHI U HOPM OXPaHBI Tpyna U
MOKapHOW O€301aCHOCTH;

-HEIMPaBWIbHOE UCIIOIb30BaHUE U HEMOJHOTY MUCITOJIb30BaHUS MPEIOCTABICHHBIX €MY MPAB;
-HEKa4eCTBEHHOE HCII0JIb30BaHUE 00S13aHHOCTEHN MOJYMHEHHBIMHI €My paOOTHHUKAMU;

-HU3KYIO UCTIOTHUTEIBCKYIO U TPYIOBYIO TUCHUILIMHY MOJYNHEHHBIX €My PaOOTHUKOB,;

-IPUYMHEHHE MaTepUaJbHOrO yiiepda OpraHu3allid — B COOTBETCTBUU C JCHCTBYIOIIUM
3aKOHOJATCIILCTBAM.

6. [Tops10K BHECEHUS U3MEHEHUH B JIOJDKHOCTHYIO UHCTPYKIIUIO

6.1. BHecenne Wu3MEHEHUN © JOMOJHEHUW B JIOJDKHOCTHYIO HWHCTPYKIIMIO TPOU3BOJIUTCS B
COOTBETCTBUM C YCTAHOBJICHHBIM IIOPAJKOM B JIOKYMEHTMPOBAHHOW IIpOLEAypE «YIpaBIICHUE
JTOKYMEHTaIUE.
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JoI5KHOCTHASI MHHCTPYKITUS 3AMeCTUTE/Is1 HaYalbHUKA
0T/eJIa X031 CTBEHHOT'0 00ecIeueHU s
1. OO0wue 1moI0XKeHUS

1.1. JIomKHOCTH 3aMecTUTeNs HadajdbHUKa OTAEN Xo3sicTBeHHOro obOecrneueHuss denepambHOro
TOCYIapCTBEHHOT'O OFOJIKETHOTO 00pa30BaTEIILHOTO YUPEKIECHUS BhICIIEro oOpazoBanus «pkyTckuid
rOCy/IapCTBEHHBI YHHUBEPCUTET IyTeil cooOuieHus» (najgee YHUBEPCUTET) OTHOCUTCS K KaTeropuu
PYKOBOAUTEIICH.
1.2. 3amecturenp HayallbHHKA OTJela Ha3HA4yaeTcs M OCBOOOXKIAETCS OT JOJKHOCTU IPUKA30M
pekTopa 1o mpexacrasiieHuto npopekropa no PuCB, navanbnuka AXY B COOTBETCTBUU C HOpMaMu
TPYJIOBOIO 3aKOHOAATEIHCTRA.
1.3. 3amectuTenps HayalbHUKA OTJA€dAa NOJUUHSIETCS HadyalbHUKY OTJENa XO3AHWCTBEHHOTO
obecrieueHusl.
1.4. 3amectuTtenb HaYaIbHUKA OT/ENIa B CBOEM MMOTYMHEHUU UMEET:
- cTapIlero aAMHUHUCTPATOPA;
- 3aBE/IYIOLIETO CKJIAJIOM;
- KOMEHJJAaHTOB Y4€OHBIX KOPITYCOB Y HUBEPCUTETA;
- TEXHHKa | kareropuu;
- cToJIsIpAa,
- YOOPIIUKOB CITY>K€OHBIX MTOMEIIEHUH.
1.5. Hacrosimas AOMKHOCTHAsE MHCTPYKIMS —pa3paboTaHa Ha OCHOBE KBATH(PHKAIMOHHOTO
CIIPaBOYHUKA JOJDKHOCTEH PYKOBOJWTENEH, CHEIUATIUCTOB U JPYrHUX CIYKallUX, YTBEP)KICHHOTO
[TocranoBnennem Muntpyaa Poccun ot 21.08.1998r. Ne37 (pen. ot 12.02.2014r.)

2. Kpanuuxanuonssle TpeOOBaHMs
2.1. Ha pomxHOCTh 3aMecTuTenss HadainbHuka otraena OXO Ha3zHayaeTcs JIMLO, HUMEIoLIee
CpeIHETeXHUYECKOe 00pa30BaHMUE U CTAK PabOTHI HA PYKOBOISIINX TOJDKHOCTSX HE MeHee 3- X JIeT.
2.2. 3amecTHUTenb HauYaIbHHUKA OTENA JOJDKEH 3Hamb u coonrooams Koncturynuio PO, neiictByromue
3aKOHO/ATEeNhCTBO P®, a Takke WHBIE HOPMATUBHBIE TPABOBBIE AaKThl, PETJIAMEHTUPYIOIINE
NeSTeNbHOCTh OpTraHu3aluii B OOJACTH, OTHECEHHOW K KOMIIETEHIIMH OTeNia XO3SHCTBEHHOIO
oOecrieueHrs Y HUBEPCUTETA, TTOPSIIOK 3aKJIFOUESHUS IOTOBOPOB; JEIONPOU3BOICTBA, a TAKKE:

®enepanbHblil 3ak0H 0T 29.12.2012 roxa Ne 273-03 «O6 obpazoanuu B Poccuiickoit deaeparnuny;
noJjiokeHue o0 opranuzanuu npomyckHoro pexuma B @I'bOY BO UpI' VIIC;
OpPTaHHU3AIMOHHYIO CTPYKTYPY YHUBEPCUTETA U PEKUM padOThI CTPYKTYPHBIX MOAPA3ICICHHUIA;

HOPMATHUBHBIE JOKYMEHTHI, ACHCTBYIOIIME B YHHMBEPCUTETE, METOJUYECKHE W PYKOBOIALINE
Marepuaibl, HEOOXOAMMBIC JUIsI OCYIIECTBJICHHS CBOEH naesaTenbHOCTH (YCTaB, KOJUIEKTHUBHBIN
JIOTOBOP, NTpaBUJIa BHYTPEHHETO TPYAOBOIO paclopsAika Y HUBEPCUTETA U [IP.);

- TPYAOBOE€ 3aKOHOAATENBCTBO PD;

- IpaBUJia  OXpaHbl TpyAd, TEXHUKH OE30MACHOCTH, MPOU3BOJCTBEHHONW CAHUTApUH U
MIPOTUBOIOKAPHOM 3aIMTHI.

2.3. 3amecTUTENh HAYAIILHUKA OTENA JOIDKEH 6140emb:

- HaBBIKaMU PYKOBOJUTENS MOAPA3/IEICHNS;

- HaBBbIKaMHU OpraHU3alui paboThl ¢ JOKYMEHTAIUEH;

- HaBBIKAMM I10JIb30BaHUS CPEICTBAMU KOMMYHUKALIUNA U CBSI3HU.

2.4. 3amecTuTens Ha4YaIbHUKA XO3SIMICTBEHHOI'O OT/ENIAa B CBOEH IEATEIBHOCTH PYKOBOJACTBYETCS:

- 3akoHonaTenbecTBOM Poccniickoit denepanuy;

- YcraBoMm YHuBepcurera; lIpaBunamMu BHyTpEHHETO TPYAOBOIO paclopsiika Y HUBEPCUTETA;
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- ITosmosxeHHEeM O X03SMCTBEHHOM OT/IEIIE;

- IPHKa3aMH PEKTOpa YHUBEPCUTETA; PACIIOPSDKCHUSAMHU U YKa3aHUSAMHU MPOPEKTOpa MO Pa3BUTHIO U
COIIMAJIBHBIM BOIIPOCAaM, HadaJbHHUKA aJIMHUHUCTPATHBHO- XO3SWCTBEHHOI'O YIIPABJICHUS, APYTHMH
JIOKQJIbHBIMU TTPAaBOBBIMM akTamMu Y HuBepcutera, Koncrurynuto PO.

3. JlomkHOCTHBIC 00SI3aHHOCTH

3aMecTUTeIb HaYaJIbHUKA OT/IeNa:

3.1. HemocpeacTBEHHO H TOCTOSHHO HCIOJNHSAET YacTh (PYHKIMOHAIBHBIX O0O0S3aHHOCTEH,
JeNeTupyeMbIX €My HayaJlbHUKOM OT/E€Na, IOCIEeIHUN KOHTPOJMPYET UX KauyeCTBEHHOE U
CBOEBPEMEHHOE BBIIIOJIHEHUE.

3.2. Ha Bpems OTCYTCTBMsI HaudalbHMKA OTAeNa (KOMAaHIUPOBKA, OTIYCK, OOJE3Hb) HCIIOJIHSET €ro
0053aHHOCTH B ITOJTHOM 00bEME M HECET OTBETCTBEHHOCTD 33 HEHA UIEXKAIee X NCIIOJTHEHHUE.

3.3. BBINOIHAET OT/IENbHBIE CITY>KEOHbIE TOPYUEHUS] pyKOBOJUTENS OTAEIA.

3.4. PyKoBOAUT 1 KOHTPOJIUPYET UCIIOJIHEHUE BCEMHU paOOTHUKAMHU MOAPA3JEICHNUS BO3JI0KEHHBIX Ha
HUX JIOJKHOCTHBIX 00SI3aHHOCTEM, a B OTCYTCTBHE HadaJIbHUKA OT/EJIa 33 BCEM OTAEIIOM.

3.5. JIns BBINOJHEHHUs YKa3aHHBIX 33/a4 3aMECTUTENb HadaJbHUKA OTJEJa BBINOJHSAET CleAyHoIine
BO3JIO’KEHHBIE HA HETO 00S3aHHOCTHU:

3.5.1. CocraBnser miaHbl paboOThl OT/ENAa Ha MeCAL, KBapTaj, TOJ U OTYETHI 110 UX BBINOJIHEHHUIO B
YCTaHOBJICHHbBIE CPOKHU.

3.5.2. TIpoBOIUT MHCTPYKTAX MO TEXHHKE OE30MacHOCTU W TMOXKAPHOW O€30MacHOCTH PaOOTHHKOB
OTJeNa Nepej HadyaJloM pabouero JHs.

3.5.3. Pa3pabarbiBaeT nepeyeHb JOKYMEHTAllMU, KOTopas HeoOXoJuma Ajisi pyKOBOJICTBa B pabote
pabOTHHKAaMU OTAENA.

3.5.4. OcyuiecTBisieT corjlacoBaHUe pabOThl OTIENa C JAPYTUMH CTPYKTYPHBIMU IOJpa3/ieieHUsIMHU
YHusepcurera.

3.5.5. Pacnpenenser 10MKHOCTHbIE 00SI3aHHOCTH PAOOTHUKOB C LIENbI0O ONTHUMHU3ALUN U MOBBIIICHUS
3¢ (HeKTUBHOCTH pabOTHI OTAENA.

3.5.6.06ecneunBaer coluroIeHHe paOoTHHUKaMuU oTxena IIPaBHII
MIPOM3BOJICTBEHHOW  CaHUTapuu, TEXHUKM  O€30IaCHOCTH,  OXpaHbl  Tpyda,  JOKaJbHBIX
HOPMATHUBHBIX aKTOB  YHHBEpPCHUTETa, IPHKA30B PpEKTOpa, PpacHopsDKeHUM M yKazaHui
MIPOPEKTOPOB Y HUBEPCUTETA.

3.5.7. OcymiecTBisieT KOHTPOJIb 332 MCIPABHOCTBIO M COXPAHHOCTBIO MHBEHTaps, 00OpylOBaHMS U
JPYroro UMyIIecTBa Y HUBEPCUTETA, 3aKPEIIJICHHOTO 32 OT/IETIOM.

3.5.8. CocraBinsieT roIoBbI€ 3asBKH Ha MaTepHaIbHO-TEXHUYECKOE 00ecriedeHne OTAesa, exXeMecIYHO
MIpPE/ICTaBIISIeT aKThl Ha CIIMCAaHUE PACXOJHBIX MaTepHAJIOB.

3.5.9. O6ecnieunBaeT pakTHUECKOE UCIIOJHEHUE IPUKA30B, YKa3aHUN U PaCOPSKEHHUH BBIIECTOSIINX
OpraHoB.

3.5.10. CocraBnsieT OTYETHOCTh 110 YCTAaHOBJIEHHBIM (JOpPMaM.

3.5.11.  OOGecneunBaeT KOHQUACHIMAIBHOCTh CBEIEHUN (O JEATEIbHOCTH YHHUBEPCUTETA, €ro
UMYIIECTBE, ero pabOTHUKAX, 00YJAIOLINXCS, CIYIIATENAX U JIp.) TOJTYYEHHBIX UM BO BPEeMs UCTIOIHEHUS
CBOMX JIOJDKHOCTHBIX OOSI3aHHOCTEH, B T. 4., CBEIEHUH, COCTABISIONIMX KOMMEpPYECKYI0 TalHy
VYHHUBepcHUTeTa, CIY)KeOHYIO U TOCY/IapCTBEHHYIO TaiiHYy.

3.5.12. IlpencraBnsieT MUCbMEHHbIE OOBSICHEHHUS MO TPEOOBAaHUIO PEKTOpa, HauyadbHuUKa AXY, B T.4.
0OBSICHEHUS NIPH COBEPIICHUH JTUCIUITTIMHAPHOTO MPOCTYIIKA.
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3.5.13. O Bcex 3ameyaHMsIX B TEUEHHE JIHS JTOKJIaJbiBaeT HadaibHUKY OXO B yrpeHHeM panopte. O
IIPOMCHIECTBUSIX M YPE3BBIYAMHBIX CUTYyalUsX JOKJIAJIbIBAET HEMEAJIEHHO IO JIIOOBIM CpElICTBaM CBS3H
HavanpHuKy OXO.

3.5.14.  Koutpomupyer  TabenpHBIA  yd4eTr  pabOTHHUKOB  OTAENA,  COCTaBisieT  Tpaduk
OTITYCKOB.

3.5.15. Opranusyet paboThlI 110 00ECIIEUEHUIO XO3IMCTBEHHOTO 00CTYKMBAHUs1, HAICKAIIETO COCTOSIHUS
B COOTBETCTBHM C MpaBWIaMM M HOPMaM{ MPOM3BOACTBEHHON CaHUTapuUU 3AaHUA M TMOMELIECHUI
YHuBepcurera;

3.5.16. IlpunuMaer yuyacTue B pa3pabOTKe IJIAHOB TEKYIIUX W KalHUTaJIbHBIX PEMOHTOB OCHOBHBIX
¢dboHI0B (3MaHUH, CHUCTEM BOJIOCHA0KEHUS, BO3yXOIIPOBOJIOB U APYTHX COOPYKEHHIA), COCTABICHHS CMET
XO3SIIICTBEHHBIX PACXOO0B.

3.5.17. Opranuzyet oopmiieHne HEOOXOAUMBIX TOKYMEHTOB IS 3aKJIFOUYCHHUS JOTOBOPOB HA OKa3aHHE
XO3SIICTBEHHBIX YCIYT, MaTEpHaliOB XO3SHUCTBEHHOIO HAa3HAYECHMs, BEAET Yy4YeT UX pPACXOJOBaHUS U
COCTaBJISIET YCTAHOBJIEHHYIO OTYETHOCTb.

3.5.18. KouTponupyer palnMoHaIbHOE pacXOIOBaHHE MaTepUATIOB U CPEACTB, BBLICISIEMbIX JUIS
XO3SIICTBEHHBIX LIEJICH.

3.5.19. PykoBomut paboTamu IO OOCIY)XKMBAHUIO MOMEUICHUH YHHBEPCUTETa, IO OJIaroycTpoiicTBY,
03€JICHEHUIO U YOOpKE TEPPUTOPUH.

3.5.20. He nomyckaeT HapylieHUN TPYAOBON AMCHUILINHBI, OCKOPOJIEHUS WM UHBIX (DOPM MPOSIBICHUS
HEYBa)KUTEIHHOIO OTHOIIECHUS K paOOTHHKAaM, 00y4YarolUMCs, TOCTAM Y HUBEPCUTETA U MPOUYUM JIMLAM,
HaXOJSIIUMCS B Y HUBEPCHUTETE.

4. ITpaBa 1 MoJIHOMOYHS

3aMecTUTENb HadaJIbHUKA OTAEIIA UMeem npaego:
4.1. TloanuceBaTh M BU3UPOBATH JOKYMEHTHI B IIpeJieiax CBOEH KOMITETEHIUH.
4.2. 3HaKOMHUTBCS C IMPOEKTAMH PEUICHUM DPYKOBOACTBA YUYPEKACHMsI, KACAIOUIMMMCS JEATEIbHOCTH
oTzena.
4.3. BHOCUTh Ha pacCMOTpPEHHE PYKOBOJCTBA IPEUIOKEHHUS MO COBEPIICHCTBOBAHUIO PabOTHI CBOETO
oTzena.
44 B mnpexenax cBoed KOMIETEHTHOCTH C€OOOLIaTh HAYalbHUKY OTJENa O BCEX HEJOoCTaTKax,
BBISIBJICHHBIX B pabOTe OT/ella, BHOCUTD MPEIOKEHHS 110 UX YCTPaHEHHUIO.
4.5. Y4acTBOBaTh B COBELIAHUSAX, CO3bIBAEMbIX HayaJIbHUKOM AXY mpu 00CYXIE€HHHM Ha HUX BOIIPOCOB,
KAaCaroUIUXCs XO35MCTBEHHOM AEATEIIBHOCTH Y HUBEPCUTETA.
4.6. TpeOGoBaTh OT MOAYMHEHHBIX COOJIIOJICHHUS JUCLMILIMHBI, TEXHUKM O€30MacHOCTH M TMpaBUil
IIPOTUBOMNOXKAPHOI 0€30M1aCHOCTH.
4.7 XopaTaiicTBOBaTh 0 MOOLIPEHUU U [IPUBJICYEHUHU K JUCLUIITIMHAPHOU
OTBETCTBEHHOCTH PaOOTHUKOB OT/ENa.
4.8. Tlomywyath OT pYKOBOJIMTENEH CTPYKTYpHBIX IOjpa3ieieHuii YHuBepcuTera HH(GOpMAIHIO,
HEO0OXOIUMYIO JUIsl OCYILECTBICHUSI CBOEH 1eATEIbHOCTH.
4.9. 3HaKOMHUTBCSA C JIOKYMEHTAMH, ONPEACISIOIMIMMHU €ro IMpaBa M OOS3aHHOCTH MO 3aHMMaeMOU
JOJKHOCTH, KPUTEPHM OIIEHKU Ka4eCTBA MCIIOJHEHUS JOJKHOCTHBIX 00s13aHHOCTEH.
4.10. OGxanoBaTh MPUKA3bl PEKTOPA U PACHOPSLKEHHS TPOPEKTOPOB Y HUBEPCUTETA B YCTAHOBICHHOM
3akoHoJaTenbcTBOM PD mopske

5. OTBETCTBEHHOCTH
5.1. 3aMecTuTenp HayalbHHUKA OTJENA HECET AMCLUUIUIMHAPHYIO, MAaTEPUAIbHYIO, @ TAKXKE MHBIE BHUJIbI

OTBCTCTBCHHOCTH, NNPEAYCMOTPEHHBLIC 3aKOHOAATCILCTBOM P(D, B ClIydasX, YCTAaHOBJICHHBIX 3aKOHOM,
TPYAOBBIM JOT'OBOPOM U HaCTOHH_[Cﬁ HHCTPYKHHCﬁ.
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5.2. 3amectuTenb HaYaIbHHUKA OTENIa HECET OMBEnCmEeHHOCb 3.

5.2.1. HECBOEBpEMEHHOE WJIM HEHAJIeKaIee BhIOJIHEHUE (JIMOO HEBBITIOJIHEHHUE) CBOUX JIOJDKHOCTHBIX
00s13aHHOCTEH, a TAaK)KE UHBIE HAPYIIECHUS TPYI0BOM TUCIUIUIUHBI;

5.2.2. 3a HECBOEBpPEMEHHOE WJIM HEHaJyIexkallee COONMoJeHne TUO0 HECOOI0eHNE YCTaHOBICHHBIX
IpaBWJI U HOPM TpyJAa, OXpaHbl TPyJda, TEXHUKH O€30MaCHOCTH, MPOU3BOJICTBEHHOM CAHUTAPHUHU U
IIPOTUBOINOXKApHOH Oe30macHoCcTH, Y craBa, [IpaBuil BHyTpeHHEr0 TPyIOBOrO pacopsika, TpeOOBaHuUH,
COJIEp>KaIIMXCS B APYTUX JIOKATbHBIX HOPMATUBHBIX aKTax YHUBEPCUTETA.

5.2.3. HeIOCTOBEpHYIO MHPOPMAIUIO O PE3yIbTaTax CBOCH padOTHI, a TaKKe 3a OTKAa3 MPEIOCTABHUTH
nH(OpPMALIHIO O pe3ysbTaTax cBoeH paboThI.

5.2.4. HeBBbINOJIHEHHE IPUKA30B, YKA3aHWUW, pPACIOPSDKEHUNH W MPEANUCAHUN BBILIECTOALIUX MU
KOHTPOJIUPYIOIIHUX OPTaHOB.

5.2.5. HEIPaBUIBHYIO paccTaHOBKY  KaJpoOB u HEYJIOBJIETBOPUTEIILHOE COCTOSIHUE
TPYJIOBON AUCHMILTUHBI CPEIU O TUMHEHHBIX.

5.2.6. BBINOJIHEHNE BO3JI0KEHHBIX HA OT/IEN 3a/1a4.

6. Ilopaok BHECEHNSI U3MEHEHUM B JOJDKHOCTHYIO HHCTPYKIIMIO
6.1. BHecenne n3MeHeHU U JOMOJIHEHUH B JOJKHOCTHYHO MHCTPYKIHUIO TPOU3BOIUTCS B COOTBETCTBUU
C YCTaHOBJICHHBIM NOPAJIKOM B JIOKYMEHTUPOBAHHOM MPOLEAype «YIPAaBIEHUE TOKYMEHTALUEN.
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JOJKHOCTHAS UHCTPYKIIUSA
KOMEHIAHTA YYEBHOI'O KOPITYCA
1. OOurue MoJI0XKEHNUSA

1.1. HomxHocTh KoMeHAaHTa denepalbHOrO TOCYAApCTBEHHOIO OOPKETHOrO 00pa3oBaTeIbHOIO
yupexxaeHus Beiciiero oopasoBanus «MpKyTcKuil rocy1apcTBEHHBI YHUBEPCUTET MyTEH COOOIICHUS
(asiee YHUBEPCUTET) OTHOCUTCS K KaTETOPUU PYKOBOJUTEIEH.

1.2. KomenpanT Ha3zHauyaeTcs Ha JOJDKHOCTh M OCBOOOXKIACTCA OT JOJDKHOCTH IPUKA30M pPEKTOpa
YHHMBEpCUTETa 110 MpPEICTABICHMIO HadaJbHMKA  OTJAENa  XO3AHCTBEHHOro  oOecreueHwus,
COIVIACOBAaHHOMY ¢  HadajdbHMKOM AXY, B COOTBETCTBUM C HOpPMaMu TpPYyAOBOIO
3aKOHOAATEJIbCTBA.

1.3. KomeHIaHT B CBOEW JEATENbHOCTH MofuuHsAercs HadaabHUKy OXO U BBINOJIHAET CBOU
0053aHHOCTH I10]1 €r0 HENOCPEICTBEHHBIM PYKOBOJICTBOM.

1.4. KoMeHaaHT ABJSIETCS MAaTE€pUaAIbHO-OTBETCTBEHHBIM JIMIIOM

1.5. KoMeHaaHT uMeeT B CBOEM NOAYMHEHUU yOopuull, paboTaloIIMX B 3aKpEIJEHHBIX 3a
HUM y4eOHBIX KOpIycax.

1.6. Bo Bpemst OTCYTCTBUSI KOMEHJaHTa €ro 0053aHHOCTHU MCHOJHSET JPYyrol KOMEHJaHT WU
TEXHHUK C COOTBETCTBYIOIIEH JOMIATOM.

1.7. Hacrosmas JOKHOCTHAash MHCTPYKIMS pa3zpaboraHa B cooTBeTcTBUM ¢ IlocTaHoBieHunem
Muntpyga P® ot 21 asrycra 1998 r. N 37 «O06 yrBepxaenuun EnuHOro KBanuduKamuoHHOTO
CIPaBOYHMKA JOJDKHOCTEH PYKOBOJAMTEINEH, CIIELUAINCTOB U CIYXalMX, paznen «OouieoTpacieBble
KBaJTM(UKAIIMOHHBIE XapAaKTEPUCTHUKH JIOJDKHOCTEH paOOTHHKOB, 3aHATBHIX HA TPEANPHUATHAK, B
YUPEKICHUSIX U OpraHu3anusax» (¢ usmenenusamu Ha 12.02.2014 r.).

2. KBanuduxanroHHble TpeOOBaHUS

2.1. Ha nmomkHOCTh KOMEHJaHTa Ha3HauaeTcs IUI0, HMEIollee HaudaldbHOe MpoQecCHOHATbHOE
oOpa3oBanue 0e3 MpeabsSBICHUS TPeOOBAaHUN K CTaxky paOOThl WM cpefaHee obmiee oOpa3oBaHUE U
crenuagbHas MOArOTOBKA MO YCTaHOBJIEHHBIM MPOrpaMMaM.

2.2. KoMeHJaHT B CBOEH AEATENBbHOCTH PYKOBOJACTBYETCS:

- IEUCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickon Penepaunu;

- YcraBoM YHUBEPCUTETA;

- IPaBWJIaMH BHYTPEHHETO TPYIOBOTO pacnops/ika Y HIBEPCUTETA;

- MPUKA3aMH U PACTIOPSKEHUSIMU PEKTOpa Y HUBEPCUTETA;

- IpyTMMH JIOKaJIbHBIMH MPABOBBIMU aKTaMU Y HUBEPCUTETA;

- HUHCTPYKIMEH O Mepax TMOoKapHOW O€30MacHOCTH Ha TEPPUTOPUHU, 3AaHUU U TTOMEIICHHIX
YHusepcurera.

- HACTOSIIEN TOJHKHOCTHON MHCTPYKIIMEH.

2.3. KoMeHaHT B cBOEH IeATEIbHOCTH JOKEH 3HATh U COOJIIOIaTh:

- TpUWKa3bl, YKa3aHWs, PACHOPSDKEHUS, WHCTPYKIHH W JPYrHe HOPMATHBHO-PACIIOPSAUTEIIbHBIC
JOKYMEHTBI, PETJIAMEHTUPYIOIIHE pabOTy KOMEH/IaHTa;

- TpaBWjia OKCIUTyaTallud CaHUTAPHO-TEXHUYECKOTO OOOpYAOBaHUS H MPHUCIOCOOJICHUH, HUX
YCTPONCTBO U HA3HAYEHUE;

- MpaBWJIa BHYTPEHHETO TPYOBOTO paclopsika Y HUBEPCUTETA;

- IpaBUja U HOPMBI OXPaHbI TPYAQ, IPOTUBOIMOXKAPHOU 3aIUTHI U CPEICTB €€ 0O0ecmeyeHus.

3. JlomkHOCTHBIC 00SI3aHHOCTH

3.1. PykoBoauT paboTamMH MO COAEPKAHHIO YUEOHBIX KOPIIYCOB M OKpY’XKarolleid TEeppuTOpHH B
Ha/IJIeKAIIEeM TOpsIIKE.
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3.2. KouTponupyer KadecTBO IpoOBeIeHUS YOOpKM U CJIEAUT 3a COOJIOJEHHEM YHCTOTHI BO
BHYTPCHHUX IMOMELICHUAX YYEOHBIX KOPITYCOB M NPHJICTAIONIUX TEPPUTOPUIl YHHMBEPCHUTETA, POLIH
«3Be3I0YKa.

3.3. ExxeqHeBHO MPOBOIUT MHCIIEKLUIO OOBEKTA B TEKYIIIEM PEKMME Ha OCHOBAHUH TEXHOJIOTMYECKON
JOKYMEHTAIIH, IPOBEPSAET Ka4eCTBO BBIMOIHIEMON pabOTHI.

3.4. T'OTOBUT NOMEIIEHHS KOPITYCOB K OCEHHE-3UMHEH SKCILTyaTaluH.

3.5. OpranusyeTt CBOEBpEMEHHBI PEMOHT JIBEpE, OKOH, 3aMKOB, I10J1a, MeOeJi, 3aMEHY IITOP | T.II.
3.6. OGecnieunBaeT COXPaHHOCTDb U COJIEP)KaHUE B UCIIPABHOM COCTOSTHHHM MMYILECTBA, HAXOSAIIErOCs
B €r0 BEJCHUH.

3.7. Bener yueT Hanmu4Msi UMYIIECTBA, €I0 CBOEBPEMEHHYIO MApPKUPOBKY, IPOU3BOIUT NEPUOAUYECKUN
OCMOTp U COCTaBJISIET aKThl HA €T0 CIHCaHUE.

3.8. Ilomyuaer, BbIIaeT yOOpIIMKAaM WHBEHTApb, NPEAMETHl XO3AWCTBEHHOIO OOCIYXHUBAaHUS U
OCYILIECTBIISIET COOTBETCTBYIOILIUI ONEPATUBHBINA yUET U CBOEBPEMEHHOE €r0 CIHCaHUE.

3.9. KonTponupyer BBIIIOJIHEHHE MPABHII TPOTUBOIIOXKAPHOU 0€30M1aCHOCTH.

3.8.1. YuacTByeT B IUIaHUPOBAHUH PaOOTHI OT/IENA.

3.9. CobOmroaeT M HUCHOJHSAET TPEOOBAHWS, COICpPIXKAIIHMECS B MPABHJIAX TEXHUKH O€30IaCHOCTH,
MIPOU3BOJICTBEHHOM CaHUTApUU W MPOTHUBOMOXKAPHOM 3aIIMTHI, MpaBUIaX W HOPMax OXpaHbl TPyZa,
VYcraBe, mnpaBuiax BHYTPEHHETO TPYIOBOIO pacHopsiaka, IpUKa3aX peKTopa, paclopsLKEHUIX
HAYyaJbHUKA YIPABIIEHUS 1O Pa3BUTUIO M MPOM3BOJACTBY M MHBIX JIOKAIBHBIX HOPMATHUBHBIX aKTaX
YHusepcurera.

3.10. He pomyckaeT HapylIeHUN TPYAOBOM JUCIUILIMHBI, OCKOPOJIEHUS WM UHBIX (GOPM MPOSBICHUS
HEYBaXHUTEIHHOTO OTHOWICHHWS K pabOTHHMKaM, OOy4aromMMCSs, TOCTSIM YHHBEPCHUTETa M MPOUYUM
JUIaM, HaXOJSIIUMCS B Y HUBEPCHUTETE.

3.11. OGecrieunBaeT ayguTOpUN JOCKAMU, MEJIOM, TPSATIKAMH U T.1I.;

3.12. KonTponupyet o0ecrieueHre U COCTOSIHHE CTOJIOB, CTYJIbEB.

4. ITpaBa 1 MOJIHOMOYUS

4.1. BHocuTh Ha paccMOTpEHHE pPYKOBOJCTBA MPENJIOKEHHUS IO COBEPIIEHCTBOBAHUIO pPaOOTHI
CBSI3aHHOM C MPEAYCMOTPEHHBIMU HACTOSAIIEH HHCTPYKIMEH 00s13aHHOCTSAMU.

4.2. 3ampammBaTh OT CTPYKTYpPHBIX MOJpa3/eieHUi U pabOOTHUKOB OpraHU3alMHM HH(POPMALHUIO,
HEO0OXOIMMYIO MY JJIsl BBIMIOJIHEHHS CBOUX JIOJKHOCTHBIX 00sS3aHHOCTEH.

4.3. 3HaKOMUTBCS C JTOKYMEHTaMHM, ONpPEICNAIOUIMMH €ro npaBa U OOS3aHHOCTH IO 3aHUMAaeMOM
JOJKHOCTH, KPUTEPUH OLIEHKU Ka4eCTBA MCIOJHEHUS JOKHOCTHBIX 00s13aHHOCTEH.

4.4. 3HaKOMHUTBCS C TMPOEKTAMH PEIIEHUH PYKOBOACTBA OpraHM3alMM, KacaloLUMHUCS €ro
NEeATEIBHOCTH.

4.5. TpeboBaTh OT PYKOBOJCTBA OpraHM3allMMd OKa3aHMUs COJCHCTBUSA, B TOM 4YHCIE OOecreueHus
OpPraHU3alIOHHO-TEXHUYECKUX YCIOBUN U O(POPMIIEHHS YCTAaHOBIIEHHBIX IOKYMEHTOB, HEOOXOIUMBIX
JUIs1 UCTIOJIHEHUS! TOJDKHOCTHBIX 00s13aHHOCTEH.

4.6. Nnbie npaBa, yCTaHOBJICHHBIE JIEUCTBYIOIIUM TPYIOBBIM 3aKOHOIaTEIbCTBOM

5. OTBETCTBEHHOCTH

5.1. KomeHIaHT HeceT AMCUMILIMHAPHYIO, MaTepUalbHYIO, UMYILIECTBEHHYIO, @ TaK)K€ WHbIE BUIbI
OTBETCTBEHHOCTH, IIPEAYCMOTPEHHBIE 3aKOHOAATEILCTBOM PD B cilydasX, yCTaHOBJIICHHBIX 3aKOHOM,
TPYZIOBBIM JJOTOBOPOM M HACTOSIIEN TOJPKHOCTHOM MHCTPYKIIHEH.

5.2. KoMeHIaHT HeceT OTBETCTBEHHOCTh 3a HECBOEBPEMEHHOE M HEHAJIE)KAILEE BBINOJIHEHHE
(MM HEBBINIOJHEHHE) CBOUX JIOJDKHOCTHBIX OOsS3aHHOCTEH, a Tak)Ke WMHbIE HapylIeHUs TPYIOBOH
JTMCLUIUIMHBL;, 32 HECBOEBPEMEHHOE COOJIIOJICHHE M (WJIM) HECOOJI0JeHHE YCTaHOBIEHHBIX MPaBWI U
HOpPM TpyJAa, OXpaHbl TpPyAd, TEXHUKHM O€30IMacHOCTH, MPOU3BOACTBEHHON CAaHUTApUH U
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MIPOTUBOMOXKAPHON O€30MacCHOCTH, MpPaBWJI BHYTPEHHEro TPYAOBOTO pacropsika, TpeOoBaHUIA,
coJiepKaluXcs B JIOKAJbHBIX MPABOBBIX aKTaxX Y HUBEPCUTETA.
6. Onenka kayecTBa TpyJa

Onenka kayecTBa TpyJa OCYLIECTBIISIETCS Ha OCHOBE:!

- aHAJIM32a BBIMIOJIHEHUSI TUTaHA pabOTHl MOAPA3/IeICHIS;

- Pe3yJbTaTOB NPOXOXKACHUSA MPOLEAYPhl aTTECTALIMM IEPCOHANA Ha IMOATBEPXKIACHHUE 3aHUMAacMON
JOJDKHOCTH;

- pe3yJIbTaTOB BHYTPEHHETO ayAUTa B PaMKaXx IOAPa3IEIICHHUS;

- OT3BIBOB KOJIJIET U PYKOBOJMTEIIEH ITOAPA3ACICHUNA Y HUBEPCUTETA.

7. IlopsinOK BHECEHHSI U3MEHEHUN B IOJDKHOCTHYIO HHCTPYKIIUIO

7.1. BHeceHMEe W3MEHEHUH M JONOJHEHHUHW B JODKHOCTHYIO HWHCTPYKLHUIO IIPOM3BOJUTCS B
COOTBETCTBUM C YCTAHOBJICHHBIM INIOpPSAAKOM B JIOKyMEHTHPOBAaHHOM npoueaype «YIpaBlleHHE
JOKYMEHTALUECI»
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JOJIKHOCTHAS NHCTPYKIIUS TEXHUKA 1 KATETIOPHUM.
1. O0uue oI0KEHU

1.1. JomxHOCTh TeXHUKa | Kareropum oTAena X03sicTBEHHOTrO obecnieueHuss PDepepanbHOTO
rOCy/1IapCTBEHHOT'O OIOJI’KETHOr0 00pa30BaTEIbHOTO yUPEKIEHHS BbIciiero oopazoBanus «pkyrckuit
roCyJapCTBEHHBIM YHUBEPCUTET IMyTeHl COOOIICHUs» (Janee YHUBEPCUTET) OTHOCUTCS K KaTeropuu
CHELUATIUCTOB.

1.2. TexHuK Ha3HAYaETCS HA JOJHKHOCTh M OCBOOOXKIAETCS OT HEe MPUKA30M PEKTopa YHUBEPCHUTETA
[0 TMPEICTaBICHUIO HaydaJlbHUKA OT/AENa XO3SHUCTBEHHOrO0 OO0ECHeueHUsl, COTJaCOBAHHOMY C
HavyanbHUKOM AXY 3aKiI0o4aeT JOroBOp O IMOJHOW MaTepUaIbHOU OTBETCTBEHHOCTH.

1.3. TexHMK MOAYMHSAETCS HAYAIBHHUKY OTJENa XO3SHCTBEHHOTO0 00ECHEYeHHsS W BBINOJIHSIET CBOU
0053aHHOCTH TIOJT €T0 HEMOCPEICTBEHHBIM PYKOBOJICTBOM.

1.4. Hacrosimass AOMKHOCTHAsT MHCTPYKIMS —pa3paboTaHa Ha OCHOBE KBATH(PUKAIMOHHOTO
CIPaBOYHMKA JOJDKHOCTEM PYKOBOJAUTENEH, CIELUUAINCTOB U APYTUX CIY)KallUX, YTBEPKIACHHOIO
[TocranoBnennem Muntpyaa Poccun ot 21.08.1998r. Ne37 (pen. ot 12.02.2014r.)

2. KanudukanmoHHsie TpeOOBaHHS

2.1. Ha pomxHOCTh, TexHMKa | Kareropum MOKeT OBbITh HA3HAYEHO JUI0, HMMEIOIee BBICIICE
oOpa3oBaHue WM cpeaHee mpodeccnoHaTbHOe 00pa3oBaHue, OMBIT PabOTHI 3 ro/1a TEXHUKA.
2.2. TeXHUK TOIKEH:
2.2.1. 3HATb U COBJIFOJATD: Koncturynuto Poccuiickoit ®enepaunu; nopsaaok 3aKkIOYEHUs U
oopmIileHHsT JTOTOBOPOB; AENOMPOM3BOACTBO; IMpaBWIa M HOPMBI OXpaHbl Tpyda; YCTaB;
KonnextuBnsiii norosop; IIpaBuiia BHyTpEHHET0 pacnopsika U UHbIE JTOKAJTbHbIE HOPMATUBHBIE aKThI
VYHuBepcurera; CTpyKTypy Y HUBEPCUTETA.
BJIAZIETD: HaBblkaMu OpraHu3aluy JOKYMEHTOOOOpPOTa; HaBbIKAMH OpPraHU3aTOPCKON paboThI;
HaBbIKAaMU OpPTaHU3aIMK PaboThI C TOKYMEHTAIIUEH.
2.2.2.Texnuk 6 ceoeti 0essmenbHOCMU PYKOBOOCMBYemcsl.
- IEUCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickon denepaunu;
- YcraBoM YHUMBEPCUTETA,
- IPaBUJIaMH BHYTPEHHETO TPYI0BOTO pacnopsjika Y HIBEPCUTETA;
- MPUKa3aMH U PACTIOPSKEHUSIMU PEKTOpa Y HUBEPCUTETA;
- IpPyTMMH JIOKaJbHBIMHU MPABOBBIMU aKTaMU Y HUBEPCUTETA;
- MHCTPYKLHMEH O Mepax MOXapHOHl O0e30MacHOCTHM Ha TEPPUTOPUM, 3JaHUM U TOMEIICHUIX
YHusepcurera.
- HACTOSIIEN JTOJXKHOCTHON MHCTPYKIIUEH.

3. JlomKHOCTHBIE 003aHHOCTH

3.1. OCHOBHBIMH 3aJja4aMU TEXHHUKA SABJISIOTCS

- TIOJT PYKOBOJICTBOM HadaJIbHUKA OT/IeJIa BBITIOJHSIET pabOTy MO MOJATOTOBKE TEXHHUECKUX 3aJaHUI;

- BEJCHHME ydYeTa Haauuus MeOenu M JPYrMX MaTepHalbHBIX [EHHOCTEH, HAXOMSIIUXCS B €ro
MOAO0TYETE, MPOU3BOIUTD 3AMUCH B IEPBUYHBIX JOKYMEHTAX - )KypHaIax.

- IOJIBEJICHHE UTOTOB U COCTaBJICHUE YCTAHOBIEHHON OTUYETHOCTH.

- CIIEZTUTH 32 00ECTICYCHUEM COXPAHHOCTH MaTepUaIbHbIX IIEHHOCTEH.

- CcBOeBpeMeHHOe O(hOpMIICHHE aKTOB Ha CHHCAHWE MPHUIICAIIMX B HETOJHOCTh MaTepHATbHBIX
LIEHHOCTEHN, HAXOAAIIUXCS B €T0 MTOJ0TUETE.

- BeJleHue Tabens ydeta pabo4ero BpeMeHU B OT/ele.

- TOTOBUT MPOEKTHI JOKYMEHTAINH TI0 JEATEILHOCTH OT/ea.

3.2. Jlnd BBINOJTHEHUS YKA3aHHBIX 3a/lad TEXHUK BBIMOJHSIET CIEAYIOUIME BO3JI0)KEHHBIE HAa HETO
00s13aTeNILCTBA:
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3.2.1. Ctporo cobirogaeT pactopsioK THS U TPEOOBAHHM TPYIOBON JUCITUTIIIMHBI,

3.2.2. Cobmrofaer yCTaHOBJICHHBIN MOPSI0K XPaHEHUS] MaTePUATIbHBIX IIEHHOCTEH M TJOKYMEHTOB.
3.2.3. 'otoBUT OTYETHI O paboTE OTACIA.

3.2.4. IlpuHuMaeT y4acTue B yKOMIJIEKTOBAaHUU LLITaTa OT/AEA.

3.2.5. ObecneunBaeT 00pa3loBOE COCTOSHUE JOKYMEHTAIIMH, OTHOCSIIEeCsS K paboTe oTAena.

3.2.6. Caenut 3a BKOHOMHBIM PacxXxo0/J0BaHUEM PACXOJIHBIX MaTEPUaIOB, UHCTPYMEHTOB.
3.2.7.CobntoiaeT M HCHONHSIET TpeOOBaHUS, COAEprKalluecs B IMpaBUIaX TEXHUKH O€30IacHOCTH,
IIPOM3BOJICTBEHHOW CaHUTapUU U IPOTUBOIIOXKAPHOW 3alllUThl, IIpaBWJIaX M HOPMAax OXpPaHbI TPY[a,
VYcraBe, [IpaBunax BHYTpEeHHEro TPYIOBOTO pAacCHOpsiKa, MPHKa3ax PEKTOpa M PaCHOpsKEHHM
IIPOPEKTOPOB YHUBEPCUTETA U UHBIX JIOKAIbHBIX aKTaX YHHUBEPCUTETA.

3.2.8. Ocy1iecTBisieT KOHTPOJIb 32 UCIIPABHOCTHIO U COXPAHEHWEM UHBEHTAps U APYroro UMyIIecTBa.
3.2.9. He nmomyckaer HapyuieHUW TPYIOBON AUCIUIUIMHBI, HAPYHMIEHUS MOPAIbHBIX, STUYECKUX H
MIPABOBBIX HOPM, OCKOPOJEHHS WJIM HMHBIX (OPM NPOSBICHHUS HEYBAKUTEIBHOIO OTHOUICHHS K
pabOTHHUKAM M MMPOYHM JIMLIAM, HAXOISIIUMCS B Y HUBEPCHUTETE.

4. TlpaBa 1 MOJTHOMOYUS

TexHuk 1 kaTeropuu UMeeT Npaso:

4.1. TpeboBaTh OT paOOTHUKOB M OOy4aroIIMXCsl OOECHEYeHUs] COXPAHHOCTU MaTepUalbHbIX
LIEHHOCTEHN.

4.2. BHOCUTHb mpejacTaBIE€HUE O MPHUBICYEHUU K OTBETCTBEHHOCTH JIMI, BHHOBHBIX B IIOpue
MaTepuajbHbBIX LeHHocTel VYHuBepcurera. IIpuHMMare ydacTue B 3acelaHUsX, COBELIAHUSX,
co3biBaeMbIX HauyalbHUKOM AXY, HavanmbHukoM OXO npu o00CYyXKIE€HMM Ha HHUX BOIIPOCOB,
KacaroluXcsi COOJIIO/IEHUSI COXPAHHOCTH MEOENN U APYTUX MaTepHalbHBIX IEHHOCTEH YHHUBEPCUTETA.

5. OTBETCTBEHHOCTD

5.1. Texunuk 1 kareropum HeceT AMCUUIUIMHAPHYIO, MaTepUalbHYIO, a TaKKe MWHbIE BUIbI
OTBETCTBEHHOCTH, YCTAHOBJIEHHBIE 3aKOHONATEIbCTBOM Pd B ciyyasx, yCTaHOBIIEHHBIX 3aKOHOM,
TPYZIOBBIM JJOTOBOPOM M HACTOSIIIEN TOJPKHOCTHOM MHCTPYKIIHEH.

5.2. Texnuk! kaTeropuu HECET OTBETCTBEHHOCTD 32 HECBOEBPEMEHHOE M HEHAJIEXKAILIEE BBITIOJHEHUE,
MO0 HEBBINIOJHEHUE CBOMX JIOJDKHOCTHBIX OOSI3aHHOCTEH, a Tak)Ke WHbIE HApyIIEHUs TPYI0BOI
JUCLUIUIMHBL, 32 HECOOIOJIEHUE TMpaBHJI M HOPM TPYAA, OXpaHbl TPyJa, TEXHUKH OE30MacHOCTH,
VYcrapa, [lpaBusi BHYTpEHHETO TPYAOBOTO pACIOPSIKA, U TPEeOOBAHUMN, COACPKAIIUXCI B JPYTUX
JIOKQJIBHBIX HOPMATUBHBIX aKTaX Y HUBEPCUTETA.

6. Onenka kauecTBa Tpy/a

OueHka KayecTBa Tpy/Ja OCYIIECTBISETCS HA OCHOBE:

- aHaJIM3a BBITIOJTHEHUS TIJIaHa PA0OTHI MOAPA3CIICHHS;

- pe3yNbTaTOB MPOXOXKACHHS MPOLEAYpbl aTTeCTAllMU IMEpPCOHATa Ha IMOATBEP)KICHHE 3aHMMAaeMOU
JIOJKHOCTH;

- pe3yJbTaTOB BHYTPEHHETO ay/IUTa B paMKax MOApa3AeIICHHUS;

- OT3BIBOB KOJUIET U PYKOBOJUTEIEH MOIPA3ICIICHUN Y HUBEPCUTETA.

7. IlopsinoK BHECEHHSI U3MEHEHH B IOJDKHOCTHYIO HHCTPYKIIUIO

7.1. BHeceHne uU3MEHEHMH M JONOJHEHUH B JIOJDKHOCTHYK) MHCTPYKIMIO IIPOU3BOAMTCS B
COOTBETCTBMM C YCTAHOBJIICHHBIM NOpPSAAKOM B JIOKyMEHTHpPOBAaHHOM mpouLeaype «YIpaBieHHE
JTOKYMEHTAIE.
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JOJDKHOCTHASA UHCTPYKIUA
CTAPHIETI'O AAIMUHHUCTPATOPA

1 OO01Me moJI0KEHUA

1.1 HacTosimmas go/KHOCTHAS MHCTPYKIHS pa3padoTaHa Ha OCHOBE XapaKTEPUCTUKU CTapIIEro
aIMUHHUCTpaTOpa, yTBepkaeHHOoU [locTanoBnennem Muntpyaa Poccuiickoit @enepaunu ot
21.08.1998 r Ne 37 «EnuHOro KBanu(puKannoOHHOTO CIIPABOYHUKA JOJDKHOCTEH PYKOBOJUTENICH,
CHEIHAIMCTOB U CITYXalluX, pa3aen «O0meorpacieBble KBATU(QUKAITMOHHbBIE XapaKTePUCTUKU
JOJDKHOCTEH paOOTHUKOB, 3aHATHIX HA MPEANPUATHSIX, B YUPESIKACHUAX U OPTAHU3ALHIX ).

1.2 Crapuuii aIMUHUCTPATOP OTHOCUTCS K KATETOPUM CIEIUAIUCTOB.

1.3 Crapuuii aAMMHUCTPATOP Ha3HAYAETCs HAa JOJKHOCTh U OCBOOOKIAETCS OT IOJKHOCTH MTPUKA30M
pEeKTOpa IO MPEACTABICHUIO HaYaIbHHUKA OT/ENa XO3SHCTBEHHOIO OOECeueHus, COTJIaCOBAHHOMY C
HAYaJIbHUKOM YIPABJIEHUS MO PAa3BUTHIO U NPOU3BOACTBY B COOTBETCTBHM C HOPMaMu TPYAOBOIO
3aKOHOJATENIbCTRA.

1.4 Crapmuii agMHUHHMCTPATOp B CBOEW JEATEIBHOCTH MOMUMHsIETCd HadalbHUKY otiena OXO wu
BBITIOJTHSIET CBOU O0S3aHHOCTH T10]] €T0 HEMOCPEACTBEHHBIM PYKOBOJICTBOM.

1.5 Crapuuii aAMUHUCTPATOP SABJISETCS MaTEPUAIbHO- OTBETCTBEHHBIM JIULIOM.

1.6 Bo Bpemsi OTCYTCTBHS CTaplIero agMHHHCTpaTOopa €ro OOsS3aHHOCTH HCIIOJNHSET 3aBeIyHOIIHi
CKJIa/IoM WK HadyajabHUK otaena OXO ¢ COOTBETCTBYIOLIEH J0ILIATOM.

2 KBanudukanuoHHsle TpeOOBaHUs

2.1 Ha pomxHOCTH cTapuiero aJMUHUCTpaTOpa Ha3Ha4yaeTcsl JIMLO, HMEIOIIee CpeaHee
npodeccuoHaabHOe 00pa3oBaHHe 0€3 MperbsSBICHUS TPeOOBaHMH K CTaKy pabOThl WIM HadalbHOE
npogecCuoHaIbHOE 00pa30BaHUE M CTaXK PAOOTHI MO CIIEIMAILHOCTH HE MEHEE JIBYX JIET.

2.2 Crapumuii aiIMUHHCTPATOP JOJIKEH 3HAMb U COONI00AMDb:

- [locranoBneHus1, pacropsKeHus, PUKa3bl U Apyrue pyKoBOJSILINE, METOJUYECKHE U HOPMAaTUBHbIE
JOKYMEHTBI, Kacaroluecs: paboTsl MPeANPHUITHS.

- [IpaBuna u MeTo bl OpraHU3aluyu Ipolrecca 00CTyKUBaHUS TOCETUTENEH.

- Bunbl oka3pIBaeMBbIX yCIIYT.

- OCHOBBI MApKETHHTA.

- OCHOBBI 3CTETUKH, ITUKH, TICUXOJIOTHH U 00CITYKUBaHUS TOCETUTENEH.

- OCHOBBI SKOHOMMKH, OPraHU3aLluU TPYy/ia U YIIPaBICHHUS.

- [IpaBuna TexHUKH G€30MACHOCTH MIPU PAOOTE C TEXHOJOTHUECKUM 000PYAOBAaHHEM.

- [IpaBuia BHYTpEHHETO TPYAOBOIO PaCIOpsIKa;

- [IpaBuna 1 HOpMBI OXpaHbI TpyJa.

- [IpaBuia TexHuKU 06€30MaCHOCTH, TPOU3BOJACTBEHHON CAaHUTAPUU U MIPOTUBONOKAPHOM 3aIHUTHI.

2.3 Crapmuit aIMUHUCTPATOP JIOJIKEH 671a0emb:

- HaBbIKaMU paboTHI C 000PYyI0BaHUEM, UCIIOJIB3YEMBIM ISl 00CTYKUBAaHUS [TOCETUTENIEH;

- HaBBIKAMU PYKOBOJICTBA NIEPCOHATIOM; HABBIKAMH OPraHU3alluu PabOThI C TOKyMEHTalHeH;

- HaBBbIKaMH MOJIb30BAaHUS CPEJICTBAMU BBIUYUCIUTEILHON TEXHUKH, KOMMYHHUKAIIUI U CBSI3H.

Crapiuii aAMUHUCTPATOP B CBOEH IEATENILHOCTH PYKOBOOCMBYEemCsi:

- 3akoHoaaTenscTBOM Poccuiickoint denepanuu;

- YcraBoM YHUBEPCUTETA;

- [IpaBritaMu BHYTPEHHETO TPYIOBOIO pacnops/ika Y HUBEPCUTETA;

- [Ipuka3amu 1 pacniopspKEHUSIMU PEKTOpa Y HUBEPCUTETA;

- PacnopspkeHusMH, yKa3aHMSMM M WHBIMH HOPMATHBHBIMH W PACIOPSAUTENbHBIMU aKTaMU
PYKOBOJCTBAa Y HUBEPCUTETA;
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- HMHcrpykmuein o Mepax MoapHOW O€30MacHOCTH Ha TEPPUTOPHH, 3AaHMM W TOMEHICHHUSIX
YHuBepcurera;
- Hacrosimen 10/1KHOCTHON HHCTPYKIIUEH.
- [lomoxennem O BHYTPHOOBEKTOBOM U IMPOMYCKHOM pPEXKHUME Ha TEPPUTOPUA U OOBEKTaX
YHuBepcurera.

3 JIo;mKHOCTHBIE 00SI3aHHOCTH

3.1 OcHOBHBIE 337]a41 CTAPUIETO aAMUHUCTpATOpA:

- obecnieueHue paboThl MO FHPEKTUBHOMY U KYJIbTYpHOMY OOCTYKUBAHUIO MMOCETUTENCH, CO3TaHUIO
11 HUX KOM(OPTHBIX YCIIOBHIA B TOMEIIEHUH CTOJIOBOM;

- KOHTPOJIb 32 CAHUTAPHBIM COCTOSIHUEM B MIOMEIICHUSX CTOJIOBOM;

- obecrieynBaeT KOHTPOJIb COXPAaHHOCTH MaTePHAIbHBIX IEHHOCTEH HAaXOISAIIMECs B IIOJ0TYETE;

- opraHu3zanus 00CIyKUBaHUS PA3IUYHBIX MEPOTIPUSATHUI.

3.2 Jlns BbINOJHEHUS YKa3aHHBIX 3a/Jay CTaplidid aJAMHHHUCTPATOp BBITOJHSET CJEAYIOIIHE
BO3JIO’KEHHBIEC HA HETO 0053aHHOCTHU:

3.2.1 ocymectBiusier pabotry 1o 3P(PEKTHBHOMY U KYJIBTYPHOMY OOCTY)KHUBAaHHUIO TIOCETUTEIICH,
CO3/IaHHUIO JUJISI HUX KOM(OPTHBIX YCIOBUN B TOMELICHUH CTOJIOBOIA;

3.2.2 oCyIIeCTBISET KOHTPOJIb 32 COOTBETCTBYIOIIMM O()OPMIICHHEM TTOMEIIEHHU CTOJIOBOM;

3.2.3 cnequt 3a paboTOI U CAHUTAPHBIM COCTOSIHUEM B TOMEIIEHUH CTOJIOBOIA;

3.2.4 coOmromaeT W HCHONHSAET TpPaBWIa M HOPMBI OXpaHbl TPyAa W TEXHUKH OE30MacCHOCTH,
CaHWTapHbIE TPEOOBAHUSA U MPABUIIA TUYHON TUTHEHBI, TPOU3BOACTBEHHON U TPYIOBOW JUCUUILIHHBI,
[IpaBuiia BHyTpEHHETO TPYI0BOIO pacopsIKa;

3.2.5 y4acTByeT B €KEroJHOM, MOJHON M €XKETHEBHON BHIOOPOUHON MHBEHTAPU3ALMU MaTepPHAIbHBIX
IIEHHOCTEH;

3.2.6 obecnieunBaeT COXPAaHHOCTb MaTePHAIbHBIX IEHHOCTEH, HAXOJAIIMXCS B TIOJJOTYETE;

3.2.7 KOHCYABTUPYET MMOCETUTENICH 110 BOMPOCAM HaJIMUMs OKa3bIBAEMBIX YCIYT CTOJIOBOIA;

3.2.8 paccMaTpuBaeT TIPETEH3UHU, CBA3aHHBIE C HEYJIOBJIETBOPHUTEIbHBIM  0OCITY)KMBAHUEM
TIOCETHUTEIIEH CTOJIOBOIA;

3.2.9 obecnieunBaeT KOHTPOJIb 32 YUCTOTON U MOPSAJKOM B IOMEIIEHUSAX CTOJIOBOI;

3.2.10 KoHTpoJIMpYyeT COOJItoJIeHHE pAaOOTHHUKAMU CTOJIOBOM TPYAOBOM U MPOU3BOICTBEHHOMN
JUCLUIUIMHBL, IPaBUI U HOPM OXpPaHbl TPyAa U TEXHUKHU O€30MaCHOCTH, CAHUTAPHBIX TPeOOBaHUN U
MIpaBWJI JTUYHON TUTHEHBI;

3.2.11 undopmupyet HauansHuKa OXO 00 UMEIOMIUXCSI HEAOCTATKaX B OOCTYKHBAaHUHM MOCETUTENEH,
MIPUHUMAET MEPHI K UX YCTPAHEHUIO;

3.2.12 ocymecTBIs€T KOHTPOJIb 32 UCIIOJIHEHHEM pa0OTHUKaMU yKazaHuil HauanbHuKa OXO;

3.2.13 BBISIBISET HENOCTAaTKU B OOCITY)KMBaHWH, IMOATrOTaBIMBAECT MNPEAJIOKEHHS 00 YIy4llIeHUn
00CITy>)KUBaHMUS;

3.2.14 npencraBisieT NHCbMEHHbIE OOBSCHEHUS MO TpeboBanuio HavaiabHuka OXO, npyrux
IpeJCTaBUTENIeH pPyKOBOACTBAa Y HUBEPCUTETA, B T.4. OOBSICHEHUS NIPH COBEPIICHUH JAUCIUILITHHAPHOTO
MPOCTYIIKA;

3.2.15 crapmuii aAMUHUCTPATOP HE JOMYCKAeT HApyUICHUHA TPYIOBOW IUCLHUIUIMHBI, OCKOPOIEHUMH
WIKM HMHBIX (QOpPM TMPOSBICHHUS HE YBAXKUTEIBHOIO OTHOIIEHHS K pabOTHHKaM YHHBEpPCHUTETA,
acrypaHTaM, JOKTOpaHTaM, CTyIEHTaM, CIylaTeiasM, aOUTypHeHTaM, TOCTAM YHUBEpCUTETa U
MIPOYMM JIMIAM, HAXOJIALIUMCS B Y HUBEPCUTETE.

4 IIpaBa 1 MOTHOMOYHS
Crapumuii aAIMUHUCTPATOP UMEET MPaBo:
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4.1 momy4arb OT PYKOBOAMTENECH M CIELMAIUCTOB CTPYKTYPHBIX IOJPA3NCICHUM YHUBEpCHUTETa
nHpOpMaINIO, HEOOXOIUMYIO JIJIsl OCYIIECTBICHUS CBOCH IEATEIIbHOCTH;

4.2 TpeboBaTh OT pPYKOBOACTBA YHMBEPCUTETa OKa3aHUS COACHCTBHS B HCIOJIHEHUH CBOMX
JIOJDKHOCTHBIX 00s3aHHOCTEH;

4.3 naBaTh OO0s3aTeNbHbIC [JS MCIOJHEHMs YyKa3aHUs M IOPYYCHMs: 3aBeAylollell CTOJIOBOH,
MOWIIMKAM MOCY/IbI, yOOPIIMKAaM CTOJIOBOM, KOHTPOJIMPOBATH UCTIOIHEHHS YKa3aHHH.

4.4 OcywmecTBiasTh KOHTPOJIb IO OOECHEYCHHI0 COXPAaHHOCTH MaTepHUajbHbIX LEHHOCTEH
pabOTHUKAMU CTOJIOBOH.

4.5 OcylmecTBIATh KOHTPOJb 3a COOJIIOJICHMEM CAHUTApHBIX HOPM M TUTMEHBbl paOOTHHKaMHU
CTOJIOBOM.

4.6 OcylmecTBIATh KOHTPOJb, B IIOMEIIEHUH CTOJOBOM 3a COONIOJIEHHMEM IpaBUJ TEXHUKHU
0€30MacHOCTH ¥ MHCTPYKIHUH 10 OXpaHe TPy/Ja, IPOTHBOMOXKAPHBIX U JIPYTUX MPABUI, BO3JIOKEHHBIE
HAa 3aBEJYIOLIEro IPOU3BOJCTBOM.

5 OTBETCTBEHHOCTH

5.1 Crapmmii afMUHUCTPATOP HECET OTBETCTBEHHOCTD 33 KAYECTBO MU CBOEBPEMEHHOCTD BBIIIOJHEHUS
BO3JIO’KEHHBIX HAa HET'O HACTOSIICH TOJDKHOCTHON HHCTPYKIIMEH 00SI3aHHOCTEH;

5.2 Crapmmii aIMHUHUCTPATOp HECET IUCUUIUIMHAPHYKO, MATEPUAIbHYIO, a TaKkKe HHYI0
OTBETCTBEHHOCTb, YCTAaHOBJICHHYIO 3aKOHOAATeNbCTBOM Poccuiickorr @Penepanunu B Ciydasx,
YCTaHOBJIEHHBIX 3aKOHOAATENbCTBOM Poccuiickoii denepanuu, TpyIOBBIM JOTOBOPOM U HACTOSILEH
JOJGKHOCTHOM MHCTPYKLIMEH;

5.3 Crapmmii agMUHUCTPAaTOp HECET OTBETCTBEHHOCTb 3a HECBOEBPEMEHHOE M HEHaJJIeXkallee
BBITIOJTHEHHUE (JIMO0 HEBBINOJIHEHNUE) CBOMX JOKHOCTHBIX OOS3aHHOCTEW, a TakKe MHbIE HapylIEeHUs
TPYAOBOM AMCLUIUIMHBI; 32 HECOOJIOJIEHHE YCTAaHOBJIEHHBIX MPaBHJI M HOPM TpPYy[Aa, OXpaHbl Tpy[a,
TEXHUKU Oe3omacHOCTH, YcTaBa, I[IpaBuia BHYTPEHHEro TPYIOBOIO pacmopsika, TpeOOBaHMI,
COJIEPIKAIMXCS B APYTUX JIOKAIBHBIX aKTaxX Y HUBEPCUTETA.

6 O1eHKa KauecTBa Tpy/ia

OneHka kayecTBa Tpy/Ja OCYLIECTBIISIETCS Ha OCHOBE:!

- dHaJIn3a BHIITOJIHCHUS ITIJIaHAa pa6OTI>I nmoapa3aACIICHHA,

- pe3yabTaTOB MPOXOXKIEHUS NPOLEAYphl aTTECTAllUU IEPCOHAja Ha IOATBEP)KICHUE 3aHMMAEMOMN
JOJKHOCTH;

- pE3yJIbTaTOB BHYTPEHHETO ayAAUTa B PaMKaXx MOAPa3IEICHHUS;

- OT3BIBOB KOJIJIET ¥ PYKOBOJMTEIIEH ITOAPA3ACICHUN Y HUBEPCUTETA.

7 IlopsiiOK BHECEHHSI N3MEHEHHUH B IOJDKHOCTHYIO MHCTPYKIUIO

7.1 BHeceHMe W3MEHEHMM M JIONOJHEHHH B JIOJDKHOCTHYK) HWHCTPYKIUIO IIPOU3BOJIUTCA B
COOTBETCTBUM C YCTAaHOBJIEHHBIM IIOPSIAKOM B JIOKYMEHTHPOBAaHHOM IpOLEAYpPE «YIpPaBICHUE
nokymenTaruen» Ne 111 250000.01.4.090-2012.

7.2 CtpaHuLa ¢ TEKCTOM, MOJJIEKAIMM HW3MEHEHHUIO, 3aMEHSETCSl Ha HOBYIO WJIHM TEKCT M3MEHEHUN
BKJIEMBAETCS Ha TMOCJIEIHEH CTpaHMIE IOJDKHOCTHOM uHCTpyKuuu. WHbopmanus o BHeceHUU
M3MEHEHUN BHOCUTCSA B JIUCT perucrpanuu n3MEHEHU.
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JOJIXKHOCTHAS UHCTPYKIUS
3ABEAYIOHIEI'O CKJIAJIOM
1 O01mue noJoKeHus

1.1 Hacrosimass I0JKHOCTHas MHCTPYKIMsS pa3paboTaHa B cooTBeTcTBUU ¢ IlocTaHoBieHuEM
Muntpyaa P® or 21 asrycra 1998 r. Ne 37 «O06 yrBepxknenun EauHOro KBanu(puKarrmoHHOTO
CIPaBOYHMKA JOJKHOCTEH PYKOBOAMTENEH, CIEIHAIIMCTOB U CIYXKaluX», pazaen «OoieorpacieBbie
KBATM(DUKAIIMOHHBIE XapaKTEPUCTUKU JOJDKHOCTEH paOOTHUKOB, 3aHSATHIX HA MPEANPUATUSAX, B
YUPEKICHUSX U OpraHu3anusx» (¢ n3meHeHusmMu Ha 12.02.2014 r.)

1.2 3aBeayromnuii CKJIa0M OTHOCUTCS K KATETOPUH PYKOBOJAMUTEIb.

1.3 3aBeayromuii ckiiaJoM Ha3HayaeTcs Ha JOJDKHOCTh U OCBOOOXIAETCS OT JOJKHOCTH IPHUKA30M
peKTopa IO TPEICTAaBICHUIO HauyaJbHUKA OTJAENIa OXpaHbl M XO3SHUCTBEHHOro OOeCleueHus,
COIJIACOBAaHHOMY C HAYallbHUKOM YIPAaBICHUS MO Pa3BUTHIO U MPOU3BOJCTBY B COOTBETCTBHH C
HOpPMaMH TPYAOBOT0 3aKOHOATEIIbCTBA.

1.4 3aBenyroomuii CKJIaJOM B CBOEHW JEATEIBHOCTH MNOMUYMHsETCA HadalbHUKYy oTaena OXO wu
BBITIOJIHSIET CBOM O0SI3aHHOCTH T0J] €T0 HEMOCPEACTBEHHBIM PYKOBOJICTBOM.

2 KBanmudukanuoHHble TpeOOBaHUs

2.1 Ha momKHOCTB 3aBeIyOIIEro CKJIaJJOM Ha3HAYaeTCs JIMIO0, UMEIOIIee CpeaHee MpodecCHOHATbHOE
o0Opa3oBaHHe U CTaX padOTHI B JIOJDKHOCTU 3aBEYIOIIEro CKJIaJ0M He MeHee | roja WiM cpenHee
(moHOE) 061Iee 00pa3oBaHKe U CTaX PabOTHI B JJOHKHOCTH 3aBEAYIONIETO CKIAJI0M HE MEeHEee 3 JIeT.
2.2 3aBenyroniuii CKIaJ0M B CBOEH JIEATEIbHOCTH PYKOBOJCTBYETCS:

- TNpHUKa3bl, YKa3aHWs, pacnopsbkeHus. MHCTpykuumum M JIpyrue HOpPMAaTHBHO- PacHopsIUTENbHbIE
JOKYMEHTBI, PEerJlaMeHTHPYIOIINE PadOTy 3aBEYIOLIET0 CKIIaI0M;

- IEMCTBYIOIIMM 3aKoHoAarenbcTBOM Poccniickoit denepanuu;

- YcraBoM YHUBEPCUTETA;

- IpaBUJIAMU BHYTPEHHETO TPYAOBOT'O paclopsika Y HUBEPCUTETA;

- IPUKa3aMH U PACHOPSHKEHUSIMU PEKTOpa Y HUBEPCUTETA;

- IPYTMMH JIOKAJBHBIMHU MPABOBBIMU aKTaMU Y HUBEPCUTETA;

- IPaBUJIa Y4€Ta, JBUKEHUS MATEPUATIbHBIX IEHHOCTEH, HAXOUIUECS B TOOTYETE;

- mpaBuiIa 0OPMIIEHHS COIPOBOIUTEIBHBIX JOKYMEHTOB Ha TOBap;

- IpaBUJIa IPOBEACHUS NHBEHTAPU3ALIMIA;

- IpaBUJIa U HOPMBI OXPaHbl TPYAQ;

- TpaBWJIa TEXHUKH OE30IaCHOCTH, NMPOM3BOACTBEHHON CAaHUTAPUM M MPOTHUBOMOXKAPHOW 3alUTHI, U
CPEIICTB €€ 00eCTIeUeHHUS;

- HACTOSALIEH JOJPKHOCTHOM MHCTPYKIIMEN.

2.3 3aBeayromuil CKIaJ0M JOJDKEH 61d0emb:

- IpaBWJa DSKCIUTyaTallud CAHUTApPHO- TEXHUYECKOTO OOOpYAOBaHHS M MPUCIOCOOJICHUH, HX
YCTPOWCTBO Y Ha3HAYECHHUE;

- HaBBIKAMU BEJICHUS CKJIAJICKOTO XO3sI1CTBA;

- HaBbIKaMHU OpraHMU3aI|H pUeMa U XpaHEeHUs1 MaTepuaibHbIX LIEHHOCTEH Ha CKIaJle;

- HaBBIKAMU TOJIb30BaHUS MEXaHUUYECKUMU CPEJICTBAMH JIJIsl IEPEMELICHUS Tpy3a.

3aBeAYIOMIMI CKIaJ0M B CBOEH AEATEIbHOCTH PYKOBOJCTBYETCS:

- 3akoHogaTenbcTBoM Poccuiickoit denepanuu;

- YcraBoMm YHUBEpCUTETA;

- IIpaBriiaMu BHYTPEHHETO TPYIOBOIO pacnopsika Y HUIBEPCUTETA;

- [Ipukazamu pekTopa Y HUBEpCUTETA;
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- Pacnopsbxenusimu, ykazanusamu HadaiabHuka otaena OXO u BBIIOIHSAET CBOM 00S3aHHOCTH MO/ €r0
HETMOCPEACTBEHHBIM PYKOBOJACTBOM W HMHBIMM HOPMATHUBHBIMH M PACHOPSAIUTEIbHBIMU aKTaMHU
PYKOBOJICTBa Y HUBEPCHUTETA;
- HMucTpykmumeil o Mepax TOXXapHOW O€30MacHOCTH Ha TEPPUTOPHH, 3AAaHHUA W TOMEIICHHSIX
YHuBepcurera;
- Hacrosien 101KHOCTHOM MHCTPYKIIUEN.
- [IpaBunamu ckiagupoBaHus Tpy3a Ha CKIIAE;
- IlpaBuiiamu y4eta, IBH>KEHHSI MAaTEpUAJIbHBIX [ICHHOCTEW Ha CKIIAJIE;
- Ilonoxennem O BHYTPHOOBEKTOBOM M IMPOMYCKHOM pPEXHUME Ha TEPPUTOPUU U OOBEKTax
YHusepcurera.

3 JomKHOCTHBIE 003aHHOCTH

3.1 OcHOBHBIMHU 33/1a4aMU 3aBEAYIOIIETO CKIAaIOM SIBISIFOTCSI:

- PykoBoaut paboTamu MO COJAEp)KaHHIO, HAXOJAIIMECS B MOAOTYETE, TEPPUTOPUHU B HAAJIEKALIEM
TOpsIKE.

- KOHTPOJIb 32 COOTBETCTBHEM MaTEPUAIbHBIX LIEHHOCTEH COPOBOAUTEIbHBIM JOKYMEHTAM;

- Opranusyert npoBefieHre YOOPKH U CIEIUT 32 COOJIIOIGHUEM YUCTOTHI BO BHYTPEHHUX MOMEIICHHSIX
Y4eOHBIX KOPITYCOB M MPUJIETAIOMINX TEPPUTOPUN Y HUBEPCUTETA, POLIH «3BE3JOUKI.

3.2 JIns BBIMOJTHEHHS YKa3aHHBIX 33724 3aBEAYIOLIUIN CKIIaJI0M BBIMOIHSIET CIEAYIOIIUE BO3IOKEHHbBIS
Ha HEro 00s3aHHOCTHU:

3.2.1 OcyiecTBisieT €XEeIHEBHYI0 HWHCIEKIHI0 OOBEKTOB B TEKYIIEM pEXKHME Ha OCHOBAaHUU
TEXHOJIOTUYECKON JOKYMEHTAIIMH, IPOBEPSAET KAaU€CTBO BBIIOIHIEMON pabOTHI.

3.2.2 OcymiecTBisieT KOHTPOIb Y4eTa HalU4Msl HWMYILIECTBA, €ro HEJIOCTATKH U CBOEBPEMEHHYIO
MapKUPOBKY, IPOU3BOAUT MEPUOJUUECKHI OCMOTP U COCTABIISET aKThl HA €r0 CIIMCAHUE;

3.3 IlpoBepsieT COOTBETCTBHE MaTepHaJbHBIX LIEHHOCTEH, KOTOpble MOCTYNAIOT Ha CKJIaf, ¢
COIPOBOJUTENIHBIMU IOKYMEHTaMU;

3.3.1 Ilpou3BOIUT BBIJauy MaTepUAbHBIX LIEHHOCTEH 110 Mepe HEOOXOIUMOCTH, COTJIACHO OJaHHBIM
3asiBKaM;

3.4 OpranusyeT XpaHeHUe MaTepUaAJIOB U MPOAYKIUH C LENIbI0 IPEAOTBPALIEHNS UX IOPYU U MTOTEPh;
3.5 PykoBoauT paboTOW MO MOTpYy3Ke, BHITPY3KE M PA3MEIICHUIO MOCTYMUBIIUX MaTepHUAIbHBIX
[IEHHOCTE! BHYTPH CKJIaJa;

3.5.1 Bexner y4yeT MaTepUalibHBIX [ICHHOCTEH, HAXOIAIIMXCS B MOJ0TUETE, XPAHAIINXCS HA CKIIAC;
3.5.2 IIpyHMMaeT yJacTHe B IPOBEIEHUN UHBEHTApU3aLIH;

3.5.3 OGecnieunBaeT NOCTOSHHBIA KOHTPOJIb 32 COXPAHHOCTb M CO/EPKAHUE B HCIPABHOM COCTOSIHUU
MaTepHalbHbIX LIEHHOCTEH, HaXOIAIIEroCs B €0 BEACHUHY;

3.6 IlpeacraBnseT NmUCbMEHHbIE OOBACHEHUS MO TpeOOBaHMIO HadanbHUKa otiaena OXO, B T.u.
OOBSICHEHUS NIPH COBEPIICHUH TUCIUITTIMHAPHOTO MPOCTYIIKA.

3.7 Y4acTByeT B IUNIaHUPOBAHUU PabOTHI OT/IENA.
3.8 KoHTponupyeT BBIOJIHEHUS TPABHIII TPOTHUBOMOKAPHOH 0€301acHOCTH.

3.8.1Co0mtotaeT ¥ HMCHONHSAET TPEOOBaHUS, COAEpXKAIIMECS B TMpaBWIAX TEXHUKUA O€30MaCHOCTH,
MPOU3BOJICTBEHHON CaHUTApUU M IPOTHUBOIOKAPHOM 3alllUTHI, MPABWIAX U HOPMAaX OXpaHbl Tpyaa,
VYcraBe, mpaBuwiax BHYTPEHHETO TPYIOBOTO paclopsiika, IpUKa3aX peKTopa, paclopsHKEHUSIX
HayaJbHUKA YIMPaBJIEHUS MO PAa3BUTUIO U TMPOU3BOJCTBY M HMHBIX JIOKAIbHBIX HOPMATHUBHBIX aKTax
YHuBepcurera.

3.9 He nomyckaeT: HapylIeHUH TPyJOBOM NUCIMIIMHBI, OCKOPOICHUN MM UHBIX (HOPM HPOSIBICHUS
HE YBAKUTEJIBHOIO OTHOIIECHUS K paOOTHUKaM Y HUBEPCUTETA, aClIUpPaHTaM, JOKTOPAHTaM, CTYAEHTaM,
CIIylIaTesnsiM, abUTypueHTaM Y HUBEPCUTETa U IPOUUM JIUIaM, HaXOIAIIUMCS B Y HUBEPCUTETE.
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4 [IpaBa ¥ MOJIHOMOYHUSI

3aBenyONMH CKJIaJIOM UMEET MPaBO:
4.1 Tlomy4arp OT pyKOBOJOUTENEH M CIELMAIUCTOB CTPYKTYPHBIX IOJApa3/elieHuil YHUBEpPCUTETA
nH(pOpMaIIHI0, HEOOXOUMYIO ISl OCYIIECTBICHUS CBOCH 1eATeIbHOCTH.
4.2 TpebOoBaTh OT PYKOBOJCTBA YHHBEPCHUTETAa OKa3aHHUS CONCHCTBUSA. B TOM umcie obecrneueHus
OpraHMU3alOHHO- TEXHUUYECKUX YCIOBHUM U 0(OPMIICHHS YCTAaHOBJIEHHBIX JOKYMEHTOB, HEOOXOIMMBIX
UIs1 MCTIOJTHEHHS CBOMX JIOJDKHOCTHBIX 00S3aHHOCTEH.
4.3 3HaKOMUTBCS C TMPOEKTAMU PEIICHUM pYKOBOJACTBA OpraHU3ALMM, KaCAlOIIUMUCI €ro
NESITEIbHOCTH.
4.4 3HaKOMHUTBCS C JIOKYMEHTAaMH, OMPEICNAIOINIMMU €ro mpaBa M OOS3aHHOCTH MO 3aHUMaeMOMH
JOJKHOCTH, KPUTEPUM OLIEHKM Ka4eCTBA MCIIOJHEHUS JOJKHOCTHBIX 00s13aHHOCTEH.
4.5 NHble paBa, yCTaHOBJIEHHBIE JIEHCTBYIOIIMM TPYAOBBIM 3aKOHOIATEIBCTBOM.

5 OTBETCTBEHHOCTh

5.1 3aBenyromuii CKjazoM HECET OTBETCTBEHHOCTb 3a KA4€CTBO U CBOEBPEMEHHOCTBH BBIIOJIHEHUS
BO3JI0KEHHBIX Ha HETO HACTOSIIEH T0JKHOCTHON HHCTPYKIMEH 00s3aHHOCTEH;

5.2 3aBenyromuii CKIa10M HECET UCLUILUIMHAPHYIO, MaTepUaIbHYIO, a TAK)KE HHYI0 OTBETCTBEHHOCTb,
YCTaHOBJICHHYIO 3aKOHOAArenbCTBOM Poccuiickoii @enepanyu B ClIydasX, YCTAHOBJIEHHBIX
3akoHomarenscTBOM Poccuiickoit ®denepanuu, TPyAOBBIM JOIOBOPOM M HACTOSILEH JTOJKHOCTHOM
WHCTPYKIIMEH;

5.3 3aBeayrouui CKJIaJOM HECET OTBETCTBEHHOCTb 3a HECBOEBPEMEHHOE M HEHaJJIeXkallee
BBINOJIHEHUE (MO0 HEBBIIIOJHEHHE) CBOUX TOJDKHOCTHBIX O0S3aHHOCTEH, a TakyKe MHbIE HapyIIEHUS
TPYJAOBOW JMCLUMILIMHBL;, 32 HECOOJIIO/IEHNE YCTAaHOBIIEHHBIX MPAaBUI U HOPM TpyHa, OXpaHbl TpyJa,
TEeXHUKH 0€30MacHOCTH, POU3BOICTBEHHON CaHUTApHH U MPOTHBOIOKApHOHW Oe30macHOCTH, Y CTaBa,
[IpaBus1 BHYTpEHHEro TPYAOBOIO pacHopsKa, TPEOOBAaHUM, COAEpKAIIMXCS B JIOKAJIBHBIX aKTax
YHusepcurera.

6 O1ieHKa KauecTBa Tpy/ia

OreHka KayecTBa Tpy/ia OCYIIECTBISICTCS HA OCHOBE:

- aHAJIM32a BBIMOJIHEHUS TUTaHA paOOTHI TIOPA3/ICIICHUS;

-PE3YyJIbTATOB IMPOXOKACHUA MNPOUCAYPbI aTTCCTAlMM IICPCOHAIAa Ha IMOATBCPKIACHUC 3aHUMaeMOU
JIOJKHOCTH;

- PE3YJIbTAaTOB BHYTPCHHETO ayAUTa B paMKax MoApa3aCICHHUA,

- OT3BIBOB KOJUIET U PYKOBOJMTENCH TOpa3IeIeHUil Y HUBEPCUTETA.

7 1IopsinOK BHECEHHSI U3MEHEHUN B IOJDKHOCTHYIO HHCTPYKIUIO

7.1 BHeceHMe W3MEHEHMM M JIONOJHEHWW B JIOJDKHOCTHYK) HWHCTPYKLMIO IIPOM3BOJIUTCA B
COOTBETCTBUM C YCTAaHOBJIEHHBIM IIOPSIAKOM B JIOKYMEHTHPOBAaHHON IpOLEAYpEe «YIpPaBICHUE
nokymentanue» Ne JITIT 250000.01.4.090-2012

7.2 CTpaHuna ¢ TEKCTOM, MOJUIEkKAIIUM HU3MEHEHHUIO, 3aMEHSETCS Ha HOBYIO WJIH TEKCT M3MEHEHUMU
BKJIEMBAETCS Ha TMOCJIEIHEH CTpaHMIle IOJDKHOCTHOM uHHCTpyKuuu. WHbopmanus o BHeceHUU
MU3MEHEHUN BHOCUTCSA B JIUCT perucrpanuu n3MEHEHU.
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I[OJI)KHOCTHﬁ&H HHCTPYKIUA
CTOJISIPA OTAEJIA XO3SUMCTBEHHOI'O OBECIIEYEHUS
1 OO01ue moJI0KEHUs

1.1 JIomKHOCTH CTOJNSpa OTAeNa XO3SIMCTBEHHOTO obecrieueHus (manee — croisip) denepambHOro
roCyJ1IapCTBEHHOT'O OIOJI’KETHOr0 00pa30BaTEIbHOTO yUPEKIEHHS BbIciIero oopazoBanus «pkyrckuit
rOCY/IapCTBCHHBI YHUBEPCUTET MYTEH COOOIIECHUSM» (Jaee M0 TEKCTY - Y HUBEPCUTET) OTHOCUTCS K
KaTeropuu paboyux.

1.2. Cronsp Ha3Ha4YaeTcs Ha JOJDKHOCTh M OCBOOOXIAETCS OT HEE MPHUKA30M PEKTOpa B COOTBETCTBUHU
C TPYAOBBIM 3aKkoHoAaTenbcTBOM P® 1o mpencraBieHHIO HavadbHUKAa OTAETIA OXpaHbl U
X035HUCTBEHHOTO 00ECIICUCHHSI.

1.3. Cronap noguunsiercs HadanbHuky OXO, 3amecturento HavanbHuka  OXO. Paboraer noa
HETOCPEICTBEHHBIM PYKOBOJCTBOM 3aMECTUTENS KOMEH/IaHTa y4eOHBIX KOPITYCOB.

Hacrosmas momxHocTHas MHCTpYyKIHs pa3pabortana B coorBerctBuu ¢ [OCT P 7.0.97-2016r. u B
COOTBETCTBUHM C TpuKazoM Munzapascomnpa3Butus Poccun ot 29.05.2008r. Ne 248 ¢ u3m. ot
12.08.2008r. «O6 yTBepxkaeHUN MPOPECCHOHATBHBIX KBaTHU(UKAIUOHHBIX TPYHI OOIIEOTpacIeBbIX
npodeccuii pabodInx.

2 KBanudukannoHnHeie TpeOOBaHUS

2.1 Ha m1oipKHOCTB cTOJIsIpa Ha3HAvaeTCs JIUI0, MMEIOIIee CpeiHee MpodeccuoHaIbHOe 00pa30BaHue U
CTaX pabOTHI MO CIEUATBHOCTH HE MEHee 3-X JIeT; JOJDKCH MMETh JOMYCK TpU paboTe ¢ PyIHBIM
ANEKTPOMHCTPYMEHTOM I10 2 TPYMIE 3JIEKTPOOe30MacHOCTH.

2.1 Cronsip 10KeH:

22.1. 3HATb U COBJIKOIATH: ocCHOBHbIE CBOWCTBA JIPEBECHHBI; BHUABl U Ha3HAYCHUE
JlecoMaTepUaIOB; YCTPOMCTBO U CITOCOOBI 00pabOTKH JIPEBECUHBI; CIIOCO0 M3TOTOBIIEHUS COTPSIKEHUN
1 cOOpPKH DIIEMEHTOB CTOJSPHBIX M3JIEIHIA.; CIIOCOOBI 3aJIeKU OTAEIBHBIX MECT JPEBECHUHBI; CIIOCOOBI
MPUTOHKH, HABECKU CTOJSIPHBIX M3ACIMA ;  TpaBuia oOOpameHus ¢ 3ICKTPUPUIIUPOBAHHBIM
MHCTPYMEHTOM; IIpaBuja NEPEMEIICHHUS U CKIaJAUPOBAHUS TPY30B MAJIOMl MaccChl; MpaBUiia U HOPMBI
OXpaHbl Tpy/a; MpaBWIa TEXHUKH OE30MAaCHOCTH M TMPOTHUBOMOXKAPHOM 3amuThl, YcraB, [IpaBuia
BHYTPEHHETO TPYJOBOI'0 PACTIOPSAIKA U MHBIE JIOKAJIbHBIE HOPMATHUBHBIE aKThl Y HUBEPCUTETA.

2.2.2 BJIAJIETH: HaBbIKaMU BBITIOJTHEHUS CTOJSIPHBIX Pa0OT.

B cBoeil nedarenbHOCTH CTOJSP PYKOBOOCBYem si:

- MpaBUJIaMH OXPaHbI TPyAa MPU SKCIUTyaTaIlUU HIEKTPOUHCTPYMEHTA;

- YcraBom YHuBepcuterta, [IpaBuiaMu BHyTpEHHEr0 TPYIOBOTO paclopsiika Y HUBEPCUTETA.

- MPUKa3aMH pEKTopa YHHUBEPCUTETA.

-pacropsKeHUSIMA M YKa3aHUSIMA HayalbHUKA AJMUHHUCTPATUBHO-XO3SUCTBEHHOTO YIPaBIEHUS,
HaYaJbHHKA OTJEJIa XO3IMCTBEHHOro oOecrmeueHus, 3amecTuTeld HadalbHnka OXO U HHBEIMH
HOPMAaTUBHBIMU U PACTIOPSAUTEIbHBIMUA aKTaMU Y HUBEPCUTETA.

- HACTOSIIEN TOJHKHOCTHON MHCTPYKIIUEH.

3 JIomKHOCTHBIE 00SI3aHHOCTH

3.1 OCHOBHBIMH 3aJja4aMU CTOJSIPA SABJISIIOTCS:

- BBINOJIHEHHE PEMOHTHBIX CTOJSIPHBIX pPa0OT B MOMEIICHUSX M Ha TMPHJIETAIOUIMX TEPPUTOPUIX
VYHuBepcurera.

JUis OCylIEeCTBIIEHMSI YKA3aHHBIX 3aJad CTOJIAP BBINNOJIHSET CJIEAYIOLIME BO3JIO)KEHHBIE HAa HETO
00513aHHOCTH:

3.2. BoInosiHseT 3asiBKM OT OTIEJIOB (PEMOHTHPYET 3aMKH, IBEpHbIE py4YKH, MeOelb, yCTaHaBINBACT
KpenexxHyro QypHUTYPY; PEMOHT JIBEPHBIX OJIOKOB);
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3.3. Bomomnusier paboThl ¢ 3MeKTpUGUIUPOBAHHBIM HHCTPYMEHTOM (3JIEKTpoApenb, mnepdoparop,
LIYpYIIOBEPT, JIEKTPOHOXKIAK, AIEKTPOPYOAHOK );

3.4. CobmolaeT TEXHUYECKUE YCIOBUS 1O 00pabOTKe neraineil, BiaJeeT OCHOBHBIMHM IpUEMaMu
paboThI PH CTPOTAHUM U 3aYHCTKE JICTANICH;

3.5. BpINOJHAET U3rOTOBIEHUE U PEMOHT XO35ICTBEHHOI'O NHBEHTApH;

3.6. BeImosHsAET 10 33JaHUIO CIEAYIONINE PadOThl: YCTAHOBKA JIBEPHBIX NPHOOPOB C MPUTOHKOW 1O
MecTy ( POJIMKU JIBEPHBIC C IJIAHKAMU, 33JIBUKKHU MONEPEYHbIC; CKBO3HBIC IMUHTAIEThI, (paMmyKHbIC
npuOOpHl, 3aMKHU C TOBOPOTHOW PYYKOW M T.N ) ;YHCTYIO OCTPOXKKY (BPYUHYIO) JIECOMaTEpUAJIOB,
BBIOOPKY 1Ma30B, rpeOHEl, YeTBepTe, IOCTAHOBKY IIKAHTOB ; IPUTOHKY M HABECKY JIBEPHBIX MOJOTEH;
M3TOTOBIICHHE BPYYHYIO M YCTAHOBKA MPSIMOJIMHEHHBIX CTOJSPHBIX TST; PEMOHT IOJIOB U3 JOUIATHIX
MOKPBITUN U JIMHOJIEyMA.

3.7. BoblnonHsE€T pEeMOHT U pecraBpalui Mebenn (1moxdop, MOATOHKA M KPEIUIEHHE JIUIEBON
GypHUTYPBI, 3epKaj, CTEKISHHBIX ABEPOK U MOJOK B OTAETaHHONW MeOenn).

3.8. CoOmroaeT M UCHOJHSAET TPEOOBAHWS, COICpPIXKAIIMECS B MPAaBHJIAX TEXHUKH O€30IaCHOCTH,
MIPOM3BOJICTBEHHONW CAaHUTApUU U MPOTHBOIOKAPHOM 3aIlMTHI, MPaBWJIaX U HOPMAax OXpPaHbI TPyIa,
VYcraBe, [lpaBmiax BHYTpPEHHEro pacmopsiika; MpHKa3ax pPEKTopa U MHBIX JIOKAJIbHBIX aKTax
YHuBepcurera,

3.9. CBoeBpemenHo u3Bemaer HadanpHuka OXO0O, 3amectutens HadyanbHuKa OXO 0 HEBO3MOXKHOCTH
[0 YBaXUTEIbHBIM MPUYMHAM BBIIOJHUTH OOYCIIOBICHHYIO TPYAOBBIM JOTOBOPOM, IOKHOCTHOM
WHCTPYKIKEH U APYTUMH JIOKATbHBIMU ITPABOBBIMU aKTaMHU Y HUBEPCHTETa paboTy, B T.4. BBI3BAaHHOMN
BPEMEHHON HETPYIOCIOCOOHOCTBIO;

3.10. IlpencraBnser NMUCbMEHHBIE OOBSICHEHHUS MO TpeOoBaHMIO HadaibHuka OXO, B ToM yucie
0OBSICHEHUS NIPH COBEPIICHUH JUCIUITTIMHAPHOTO MPOCTYIIKA;

3.11. He nomyckaeT: HapylIeHU TPyAOBOU TUCIMIUIMHBI, OCKOPOJIEHUS WU UHBIX (HOPM TTPOSIBICHHUS
HEYBaXXHUTEIHHOTO OTHOIIEHHUS K paOOTHUKAM U MPOYUM JIUIaM, HAXOIAIIUMCS B Y HUBEPCUTETE.

4 TIpaBa 1 OJTHOMOYHS

Cmonsap umeem npaeo:
4.1. BHOCUTh Npeasio’keHUsl M 3aMeUaHMs 110 BOIPOCAM YIIYYILIEHUS JIeATEIbHOCTH Ha MOPYyYEHHOM
y4dacTke padoThl;
42 Honyanb OT OOJDKHOCTHBIX JIWII B yCTaHOBHeHHOM nopsu:[Ke MaTepI/IaJ'II:I, 3as1BKH, I[OKYMGHTI)I,
HEOOXOAMMBIE 71 BEIITOIHEHUS TOKHOCTHBIX 00S13aHHOCTEM.
43 Honyanb OT OOJDKHOCTHBIX JIUII B yCTaHOBHeHHOM nopsu:[Ke MaTepI/IaJ'II:I, 3as1BKH, I[OKYMCHTI)I,
HEeOOXOIMMBIE IS BEIITOIHEHHUS CBOUX JOKHOCTHBIX 00S13aHHOCTEIA.
- HEBBINOJHEHHWE IPUKA30B, YKa3aHUM, pPACHOPSIKEHHM M TNPEINHACAHUM  BBIIECTOSANIUX U
KOHTPOJIUPYIOIINX OPTraHOB.

6 OneHka kadecTBa Tpyaa

6.1 Ornenka kauecTBa Tpy/Ja OCYIIECTBIIAETCS Ha OCHOBE:

- aHaJM3a BBIMOJTHEHUSI IJ1aHa PabOThI OAPa3/IeIICHNUS;

-pPE3YJIbTATOB IMPOXOKACHUA MNPOUCAYPbl aTTCCTAlMM IICPCOHAIa HA IOATBCPKIACHUC 3aHIMaeMON
JOJIKHOCTH;

- pe3yJITATOB BHYTPEHHETO ayAUTa B paMKaXx IMOAPA3ACIICHUA,

- OT3BIBOB KOJIJIET U PYKOBOJAMUTENEH MOAPA3ACICHU Y HUBEPCUTETA.

7. HOpH,Z[OI( BHECEHMS U3MECHEHUH B JOJDKHOCTHYHO HHCTPYKIIUIO

7.1. BHECEeHHE N3MEHEHUI U JONOJHEHUH B IOJPKHOCTHYIO MHCTPYKIMIO IPOU3BOJUTCS B COOTBETCTBUH
C YCTaHOBJIEHHBIM MOPAIKOM B JIOKyMEHTHPOBaHHON MpoLeaype «YpaBieHHE TOKyMEHTauen».
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JOJKHOCTHAS UHCTPYKIUA _
YBOPIIUKA CIOYXKXEBHBIX IOMEIIIEHUA
1. O0uIMe 1oJI0KEHU

1.1. JlomkxHOoCTh yOopmmka CiIyXeOHbIX momemeHudd (mamee ybopuk) DenepaabHOTO
rOCy/1IapCTBEHHOT'O OIOJIPKETHOrO 00pa30BaTEIbHOIO YUPEXKIEHUS BhICcIIero oopazoBanus «pkyrckuii
roCyJapCTBEHHBIM YHUBEPCUTET MyTEH COOOIIEHH» OTHOCUTCS K KAaTErOPUHU pabovHX.

1.2. YOopmuk mnpuHUMAETCS U OCBOOOXKIAeTCs OT 3aHMMAeMOM JIOJDKHOCTH MPHKA30M PEKTopa
VYHuBepcutera mo MNPEACTaBICHUIO TEXHUKA |KaTeropuu, COTJIACOBAHHOMY HauyaJbHUKOM OT/AeJa
XO035IIICTBEHHOT'O 00eCIeUeHu .

1.3. YOopmwk npu BEITIOTHCHHH CBOUX 00SI3aHHOCTEH TIOTUMHSICTCS TEXHUKY | KaTeropuwu.

1.4. Hacrosimass AOMKHOCTHAsT MHCTPYKIMS pa3paboTaHa Ha OCHOBE KBATH(PHKAIMOHHOTO
CIIPaBOYHMKA JOJDKHOCTEH PYKOBOJIWTENEH, CHEIUATUCTOB U JPYrHUX CIYKAIUX, YTBEP)KICHHOTO
[TocranoBinennem Muntpyaa Poccun ot 21.08.1998r. Ne37 (pen. ot 12.02.2014r.)

2. KanudukanmoHasie TpeOOBaHMS

2.1. Ha nomxHOCTh yOOpUIMKA CIIY>KEOHBIX TOMEIEHUH OTJeNa X035iICTBEHHOTO 00eCIeYeHHsI MOXKET
OBITh HA3HAYCHO JIUIIO 0e3 MpeabsABICHUS TPEOOBAHNN K 00pa30BAaHUIO U CTAXY PaOOTHI.

YOopuuK T0KEH:

2.2 3HATb U COBJIIOAATH: Koucrurynmuiwo Poccuiickoit ®enepannu; VYcras, [IpaBuna
BHYTPEHHETO pacnopsi/ika U MHBIE JOKAJIbHbIE HOPMATUBHBIE aKThl Y HUBEPCUTETA; NPAaBUJIa U HOPMBI
OXpaHbl TPy/la, TEXHUKH 0€30IaCHOCTH, POU3BOICTBEHHOM CAHUTAPUU U ITPOTUBOIOKAPHOM 3aIUTHI;
Ha3HAuYE€HUE M KOHLIEHTPALMIO AC3UHQUUIUPYIOIIMX U MOIOIIUX CPEJICTB, MpaBWiIa SKCIUTyaTalluu
CaHUTAPHO-TEXHUUYECKOTO 000pYy10BaHHUSI.

2.2.2. BIAJIETD: HaBbikamMu pabOThI ¢ CAHUTAPHO-TEXHUUYECKUM 000pYyI0BaHUEM,

C Ie3UHQUIMPYIOMKUMHU U MOIOIIMMHU CPEICTBAMHU.

2.2.3. Yoopuuk B cBOoei paboTe pyKOBOJICTBYETCS:

2.2.4. Hacrosien JOKHOCTHOW HHCTPYKLUEH.

3. JlomkHOCTHBIE 00SI3aHHOCTH

3.1. OcHOBHOI1 3a7auelt yOOpIIMKa SBISIOTCA: - IOCTOSHHO MOJIEPKUBATh YUCTOTY Ha 3aKPEIJICHHOM
32 HUM y4acTKe.

3.2. JIns BBITIOJTHEHUS BO3JIOKEHHBIX HAa HETO 3a7a4 YOOPIITUK BBITTOIHIET CJICIYIONTHE 00I3aHHOCTH:
3.2.1.1Ipou3BOAMT BIaXHYIO YOOPKY MOMEIIEHUH ¢ MPUMEHEHHEM MOIOIIUX U JIe3UH(HUIHPYIOIINX
CpPEICTB;

3.2.2. [Ipou3BoAUT MOMKY OKOH Ha 3aKpEIJICHHOM 32 HUM Y4acTKe He MEHee JIBYX pa3 B rof (B T.4. Mai,
CEHTSIOPB).

3.2.3. [Ipou3BoaAUT yAajgeHHEe IbUIH ¢ MEOENIN, KOBPOBBIX OKPHITHI HE MEHEE OJTHOTO Pa3a B HEJEIIO.
3.2.4. [Ipon3BoauT MOWKY MaHeNel, ABepe, mkadoB HE MEHee OJTHOTO pa3a B MECSII.

3.2.5. IIpon3BOAUT pacCTaHOBKY ypH JUIL MyCOpa, UX OYUCTKY U JAe3UMH(DUIIUPOBAHHE.

3.2.6. CaMOCTOSITEIbHOTO BEIHOCUT COOpaHHBIM MycOp B KOHTEHHEp OOILIEro MoJIb30BaHMUS.

3.2.7. Ctporo cobioaeT pacnopsiioK AHs, TpeOOBaHUs TPYIOBON AUCLUIUINHBL.

3.2.8.Cobmro1aeT W WCHONHIET TPeOOBaHUA, COJACpXKAIIMECS B TpaBUaX TEXHUKH O€30MacHOCTH,
MIPOM3BOJICTBEHHON CAaHUTApUM M MPOTHBOIOXKAPHOW 3aIIMTHI, MpaBWJIaX U HOpMaxX OXpaHbl TpyAa,
VYcrage, [IpaBunax BHyTpEHHETO paciopsiaka.
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3.2.9. CBoeBpeMEHHO B MHCHbMEHHOW (hopMe HM3BeIIaeT TEXHHKA | KaTeropud O HEBO3MOXKHOCTH IIO
YBQXXUTEJIbHBIM [PUYMHAM BBIIOJHUTH OOYCIIOBJIEHHYIO TPYAOBBIM JIOTOBOPOM, JIOJKHOCTHOMN
UHCTPYKLKEH paboTy, B TOM YKCJIEe BHI3BAHHONW BPEMEHHOU HETPYIO0CIOCOOHOCTHIO.

3.2.10. IIpencraBisier MUCbMEHHBIE OOBSICHEHHS 1O TPEOOBAHUIO TEXHUWKA | KaTeropuu, B TOM YHCIE
OOBSICHEHUS IPU COBEPIICHUU JUCIUILTHHAPHOTO MPOCTYIIKA.

4. IIpaBa 1 MOJIHOMOYHS

4.1.Y06opumk UMeeT Mpaso:

- TpeOOBaTh OT TEXHHUKA | KaTErOpUH YETKOTO 3aKPETUICHHUS TOCTOSTHHOTO yJacTka padoT;

-TpeboBaTh BBIJAUYy WHBEHTApS, MOIOIIUX M YHCTALIUX CPEACTB; OCCILIATHYIO BBIIAUy CIICLOACHKIbI B
COOTBETCTBUU C TUIIOBBIMH HOPMaMHU.

- TpeboBaTh OT PaOOTHHUKOB, MpernoaBaTeNeil 1 00yJarouXcs MOAAEP>KaHus JIIEMEHTAPHON YUCTOTHI.

5. OTBETCTBEHHOCTH

5.1. YOopmuk HeceT AUCUUIUIMHAPHYIO, MaTEepPHAlbHYIO, a TaKXX€ WHBIE BHJbI OTBETCTBEHHOCTH,
YCTaHOBJICHHBIC 3aKOHOIaTEIHCTBOM P®D U B CiTydasix, yCTaHOBJICHHBIX 3aKOHOM, TPYIOBBIM JIOTOBOPOM
Y HACTOSIIIEH UHCTPYKLIMEH;

5.2. YOOopmMK HEceT OTBETCTBEHHOCTh 32 HECBOCBPEMEHHOE M HEHAJJIe)Kalllee BBITOJTHEHHUE (JIM00
HEBBITMIOJHEHHE) CBOUX OOSA3aHHOCTEH, a Tak)Ke WHbIe HApPYIICHUsS TPYIOBOM JAMCLUUILIIUHBI, 3a
HECOOIIOZICHHE TPAaBWJI W HOPM TPYAQ, OXPAHBI TPyJa, TEXHHUKH OC30MMaCHOCTH, TPOU3BOIACTBCHHOMN
CaHUTApUU U TMPOTHUBOIIOXKAPHON Oe3omacHocTH, YcraBe, [IpaBun BHYTpEHHEro pacmopska,
TpeOOBaHUH, COACPKAIMUXCS B IPYTHX JOKATHHBIX HOPMATHBHBIX aKTaX YHUBEPCHUTETA.

6. O11eHKa KauecTBa Tpy/ia

OrneHka kayecTBa Tpy/la OCYILECTBISETCS HA OCHOBE:

- aHaJM3a BBIMOJTHEHUS TJ1aHa paboThI OIpa3eNieHuUs;

- Pe3yJIbTaTOB MPOXOXKJEHUS MPOLEAYyphl aTTECTAllMK TEepCOHala Ha TMOATBEPXKICHHUE 3aHUMAaeMOU
JOJIKHOCTH;

- pe3yJbTaTOB BHYTPEHHETO ay/IUTa B paMKax MOpa3AeIICHHUS;

- OT3BIBOB KOJIJIET U PYKOBOJAMTENEH MOAPA3ACICHNd Y HUBEPCUTETA.

7. HOpﬂI{OK BHECEHMS U3MECHEHUH B JOJDKHOCTHYHO HHCTPYKIIUTO

7.1. BHeceHre U3MEHEHUI U JJOTIOIHEHUH B JOJDKHOCTHYIO HHCTPYKLMIO IPOU3BOIUTCS B COOTBETCTBUU
C YCTaHOBJIEHHBIM NOPAJIKOM B JIOKYMEHTHPOBAaHHOM IpoLEeaype «YIPaBICHUE TOKYMEHTALUEH»
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