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Cenenust 0 IOKYMEHTUPOBAHHOM IpoLeype

1. PASBPABOTAHA 1 BHECEHA ®enepanbHbIM TOCYAapCTBEHHBIM OFOKETHBIM 00Pa30BaTEIbHBIM
yUpeXJeHUEeM BbIcmiero oOpa3oBaHus «MpKyTCKHH TOCYAapCTBEHHBI  YHUBEPCUTET  IyTei
COOOIIIEHUS», OTNIETIOM XO3SIICTBEHHOTO 00ECIICUeHUSI.

2. VTBEPXJIEHA U BBEJIEHA B JIEMCTBUE npukasom pexktopa YHusepcurera ot «02» Mapra
2023 r. Ne26.

3. IIPUHSATA Yuensim coBeroMm YHuBepcutera (mpotokoi Ne 6 ot 22 despans 2023r.)

4. B3AMEH Ilonosxxenust 06 otaene oXxpaHbl 1 X034iCTBEHHOT0 oOecnieueHus yTB. [IpukasoM pexropa
ot 19 nexabps 2021r. Ne 142 11.180100.03.5.062-2021

5. UBJJAHUE despans 2023 r.

OO611ee KOJIMYECTBO CTpaHUI] — 34.

Hacrosiimass nokyMeHTHpOBaHHas Mpoleaypa HE MOXKET ObITh MOJHOCTHIO WJIM YaCTUYHO
BOCIIPOU3BEJ/ICHA, TUPAXUPOBAHA U PACHPOCTPAHEHA B KadyecTBE O(UIMAIBHOrO H3JaHus 0e3
pazpewmenus ®PI'6OY BO UpI' VIIC
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1. O6mue nooxKeHus
1.1. Otnen xoszsiiicTBeHHOTO OOecreueHust (manmee OTaen) SBISETCS CTPYKTYPHBIM IMOAPA3ACICHHEM
denepanbHOTO  TOCYJApCTBEHHOTO  OIO/DKETHOTO  00pa3oBAaTENbHOTO — YUPEKACHUS  BBICHIETO
oOpazoBanus «VpKyTCKuil TOCyIapCTBEHHBIM YHUBEPCUTET IyTel cooOIIeHus» (argee Y HUBEPCUTET),
BXOJAIIUA B COCTaB aJAMHUHUCTPATUBHO-XO3SIMCTBEHHOTO YIPAaBJICHHS, UMEHYEMbId B JaJIbHEHIIEM
yIpaBJICHHE.
1.2. B cBoeit gestenbHocTH OTIENT PYKOBOACTBYETCS:
- Koncturynuueit Poccuiickoii ®enepannu;
- ®enepanbHBIM 3aK0OHOM OT 29.12.2012 roga Ne 273-D3 «O06 obpazoBanuu B Poccuiickoii @enepanumy
- UHBIMH HOPMATUBHBIMU IIPABOBBIMH aKTaMH, PETYIUPYIOMIUMU ACSITEIbHOCTh Y HUBEPCHUTETA, B T. 4.
aktamu @esepaqbHOr0 areHTCTBA KEJIE3HOJOPOKHOTO TPAHCIIOPTa;
- YcTaBOM yHUBEPCUTETA;
- "actossuM [lonoxenuem.
1.3. Otaen noauuHsAETCS HETOCPEICTBEHHO HAaYalIbHUKY OT/eNa (J1ajee HayallbHHUK).
1.4. Otnaei Bo3raBisieT HAYaILHUK, Ha3HAYaEMBIM M OCBOOOKIAEMBIN OT 3aHUMAaeMOH JOIKHOCTH
MIPUKA30M PEKTOpa YHUBEPCUTETA 110 MPEICTABICHUIO HAYaIbHUKA aIMUHUCTPATUBHO-X03HCTBEHHOTO
ynpasieHus (nanee HadaibHUK AXY) U cOrlIacOBaHUIO MPOPEKTOPA 110 Pa3BUTHIO U COL[MAIIBHBIM
Bomnpocam (nanee nmpopextop mo PuCB).
1.5. Ctpykrypa OTzena v IITaTHOE pacliMCaHUE YTBEPKIAIOTCS IPUKA30M PEKTOpa YHUBEPCUTETA.
1.6. Cotpynuuku Otaena o0ecreunBarOTCs MOMEHICHUSIMH, OOOpPYAOBAaHHBIMH CPEACTBAMU
KOMITBIOTEPHOM TEXHUKM U OPITEXHUKH, KOMIBIOTEPHBIMU MpOrpaMMaMu, HEOOXOAUMBIMH IS
OCYIIECTBIICHUS HMH CBOUX JOJDKHOCTHBIX OOs3aHHOCTEH, Mebenpio il paboThl M XpaHEHHS
JIOKYMEHTOB.
1.7. Otnen, ABISISICH CTPYKTYPHBIM MOJIpa3/I€JI€HUEM YHUBEPCUTETA, OPraHU3YET CBOKO JAEATEIBHOCTh BO
B3aUMOJICMICTBUM C PEKTOPOM, TMPOPEKTOpaMH, JIeKaHaMH, CTPYKTYPHBIMH TOJIpa3eICHUSIMHU
YHUBEPCHUTETA.
2. OcHOBHBIE 33J]au NTO/Ipa3/IeNICHUs
OcHoBHbIMU 33/1ayamMu OTaena sSBIsIFOTCA:

- oOecrnieueHue cobOimosieHus TpeboBaHul 3akoHonaTenbcTBa P®d, YcraBa yHuBepcutera, [IpaBun

BHYTPEHHETO PaclopsIka U APYTUX JIOKaJIbHBIX HOPMATUBHBIX aKTOB YHHUBEPCUTETA,
- obecrieueHUe XO3SHCTBEHHOTO OOCTY)KMBAaHUS W HAJUICKAIIETO COCTOSHUS B COOTBETCTBHH C
MpaBWJIaMd ¥ HOPMaMH MPOU3BOJCTBEHHONW CAHUTAPUH TOMEIICHWN YHHUBEPCUTETa, a Takxke
COOITIOJICHHSI CAHUTAPHO-TIPOTUBOIITUAEMHUOJIOTHUECKOTO PEKUMA;

- OpraHu3alys KOHTPOJIS 32 KaUeCTBOM BBITIOJIHEHUS XO3SIICTBEHHBIX Pa00OT B YHUBEPCUTETE;

- oOecnedyeHrne 3(PPEKTUBHOTO HCIHOJIB30BAHUS BBEPEHHOTO OTAEIY HWHCTPYMEHTa, WHBEHTaps,
00opynOBaHUS;

- OCYIIIECTBIIEHHE KOHTPOJIS 32 PAllMOHATIBHBIM HCIIOIH30BAHUEM MATEPHAIIOB U CPEINICTB, BHIACISEMBIX
JUISL XO3MCTBEHHBIX LIEIIEH;

- PYKOBOJACTBO paboTaMu 1O 0JaroyCTpoONCTBY, O3CJICHEHHUIO U YOOPKE TEPPUTOPUN YHUBEPCHUTETA,

- opraHu3zais 00CIyKUBaHUS COBEUIAHUI U IPYTHX MEPOMPUSITUI, TPOBOJAUMBIX B YHUBEPCUTETE.

3. CtpykTypa QyHKIMIA Opa3ieieHus
3.1. Jlns BbIMOJMHEHUs] MOCTaBleHHBIX 3anau Otnena, cTpykTypa (yHKIMOHAIBHOTO YIIPaBJICHUS
(CDY) BrimroyaeT OCHOBHBIE 00JIACTH €€ JeSITeTbHOCTH, KOTOPBIE peau3yI0TCs B YHUBEPCUTETE.
3.2. B obmem Bugae CDY oTpakaeT OCHOBHBIC BHUILI PAaOOT, BBIMONHSAEMBIE OTIOENIOM, W
MPeOCTaBlIeHa B3aMMOCBA3aHHBIMU OJIOKaMU:
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- IPOPEKTOP MO PA3BUTHIO U COLMAIIBHBIM BOIIPOCAM;
- HaYaJIbHUK a]MHHHACTPATUBHO-XO035HCTBEHHOTO yIIPaBIICHUS;

- Ha4YaJIbHUK OT/ENA;

- HAaYaJIbHHUK CEKTOpa 10 paboTe ¢ MMYIIECTBEHHBIM KOMIUIEKCOM;

- BEYIIUI UHXKEHED;

- uHXxeHep | kareropuu;

- CTapIIMK aIMUHUCTPATOD;

- 3aBEAYIOLUI CKJIaJ0M;

- TeXHUK | Kareropuu;

- cTapIiias MeULUHCKAs CeCTpa;

- KOMEHJIaHTbl Y4€OHBIX KOPILYCOB;

- CTOJISIP;

- yOOPIIUK CITy>KEOHBIX TOMEIIEHUH.

3.3. IllratHoe pacnucanue OTaena ONpeAenseTcs B YCTAaHOBIEHHOM MOPSJAKE M yTBEp)KIaeTcs
IIPUKA30M PEKTOpa yHUBEpcUTeTa. B paMKkax BbIAEICHHOIO IITATHOTO paclucaHus Mo00p KaHIuaaTyp,
HCII0JIb30BAaHNE YCTAaHOBJIEHHOTO ()OH 1A 3apabOTHOM IUIATHI.

3.4. Pacnipenienenue o0s3aHHOCTEH, Mex 1y paboTHUKaMu OTena MpOU3BOANUTCS HA4albHUKOM OTAENa
B COOTBETCTBHUH C JOJDKHOCTHBIMU HHCTPYKIIUSMH.

3.5. CoTpyAHHMKM OTJeja HA3HAYalTCAd U OCBOOOXKAAIOTCA OT JODKHOCTH IPHUKAa30M peKTopa Mo
COTJIACOBAHUIO C HAYAJLHUKOM OT/IeJIa, B COOTBETCTBUH C TPYIOBBIM 3aKOHOAATEIHCTBOM PD.

4. KoHTpOJIb 32 A TEIHHOCTHIO
4.1. KoHTponb BBIMIOJIHEHUS OCHOBHBIX 3aAad, QyHKIUI U oOs3aHHOCTeW OTnena oOCyIIeCTBISETCS
HETOCPEACTBEHHO HauaalbHUKOM AXY, B CTpYKTYypy KOTOporo Bxoaut OTted.

5. YnpaneHnue noapasaeaeHueM

5.1. PykoBoactBo OTnenoM OCYyIIECTBISET PYKOBOAWTENh - HAadallbHUK OT/ENa, Ha3HAuYaeMblii U
OCBOOOKIAEMBIH OT JOHKHOCTH IMPUKA30M PEKTOPa, B COOTBETCTBUU C TPYIOBBIM 3aKOHOAATECITECTBOM.
5.2. HauanpHuUK oTJena y4acTByeT B paboTe mojapa3JesieHui, rae o0CyKIal0TCs U PEUIatOTCsl BOIIPOCHI
nesitebHOoCTH OTena. OH HECeT JIMUYHYI0 OTBETCTBEHHOCTD 3a BCIO JesiTenbHOCTh OT/Iena.
5.3. Bce yka3zanus, kacaromuecs aestensHoctr OTena uiu ee OTIeNbHBIX paOOTHUKOB, UCXOSIINE OT
PYKOBOJICTBA YHUBEPCHUTETA, PACIIPEIICIISIOTCS COTPYTHUKAM TT0Ipa3iesieHust HadaabHuKoM OT/ena.
5.4. HayanbHUK OTAena BOpaBe NEIETHPOBATH YAaCTh CBOMX MOJHOMOYMI coTpyaHukam OTtaena, B
OTCYTCTBHE Ha4YaJIbHHKAa OTJeNa ero O0OsS3aHHOCTH BBITIOJTHSCT  COTPYIHUK, HA3HAYCHHBIN
HayaJbHHKOM AXY.

6. [IpaBa 1 00s13aHHOCTH COTPYHUKOB MOAPA3ACIICHUS
6.1. O6s3aHHOCTH, TpaBa, MOJHOMOYMS HavyanbHUKa OT/eNa, a TakKe JTOJDKHOCTEH B COOTBETCTBHH CO
IITAaTHBIM ~ PAacICAaHUEM, OIPEICICHBl JIOJDKHOCTHBIMH ~WHCTPYKIUSMH, TPEACTABICHHBIMA B
puioxeHuu b.

7. JlokyMeHTauus MJIaHUPOBAaHUS U OTYETHOCTHU

7.1. JemonpousBoacteo Otaena

CornacHo NpUHATHIM B YHUBepcuTeTe npaBuiiaMm OTaen BeleT AeI0npou3BoAcTBO. OTAen UMEET CBOIO
JOKYMEHTAlMI0 (OpraHU3allMOHHYI0, HOPMAaTHBHYIO, METOJAMYECKYI0, (UHAHCOBYIO H T. [I.),
OTPaXAIOIYI0 COJEpXKAHUE, OPraHU3alMI0 U METOJUKY BBINOJHEHUS BUAOB JearenbHOcTH OTAena B
[IETIOM M KaXXJ0T0 paOOTHUKA B YaCTHOCTH; TIEPEUYCHH 00s3aTEIPHON U IOTIOJHUTEIHLHON TOKYMEHTAIINN
OTtnena permaMeHTHPYIOTCS HOMEHKJIATYpOU JeN ToJpa3efieHus, COTJIaCOBAaHHON ¢ OOIIMM OTIEIOM
YHUBEPCHUTETA.

8. [lopsiiok peopranu3anuy 1 JIMKBUALWN TOAPA3ACIICHUS
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8.1. Peopranmzanus u nukBuaauus OtThena MpoU3BOIUTCS B COOTBETCTBMM C IPHMKAa30M PEKTOpa Ha
OCHOBAaHMHU PELICHUs YUEHOT0 COBETa YHUBEPCUTETA.

8.2. Co3pmaHue, peopraHusanus U JUKBHJALUS NOAPA3AeIeHU B CTpyKType OTaena IpoOU3BOIATCS B
COOTBETCTBUM C IPUKa30M pEKTOpa IO IpelacTaBieHHIO HaudaidbHUKa AXY M COINIACOBaHUIO C
npopektopa o PuCB.

9. OTBETCTBEHHOCTh
9.1. Hauaneuuk OT/ena HECET BCIO MOJHOTY OTBETCTBEHHOCTH 32 KAYECTBO U CBOEBPEMEHHOCTh
BBITIOJIHEHUS 3a71a4 U PYHKITUH, BO3710’)KeHHBIX Ha O1en HacTosmuM [lojoxkeHneM u IpyruMu
JIOKaJbHBIMU MPABOBBIMU AKTAMU YHHUBEPCHUTETA.
9.2. B ciyyae HEOAHOKPATHOTO HapyHIEHUs OO0S3aHHOCTEH W HEBBIITOJHEHHS CBOUX 00s3aTEIbCTB
HavyanbHUK OT/eNa MOKET OBITh OTCTPAHEH OT JOJHKHOCTH MPUKA30M PEKTOpA.
9.3. CreneHb OTBETCTBEHHOCTH JpYrux paboTHHMKOB OTAena ycTaHABIMBACTCS HX JOJKHOCTHBIMH
MHCTPYKIUSAMH U IPYTUMU JOKATHHBIMH MPABOBBIMU aKTaMU YHUBEPCHUTETA.

10. Ilopsnok BHeceHus: u3MeHeHuit B [lonoxxenue
10.1. 3menenus B tekct Ilonoxenus 06 Otaene BHOCUTCS B CISAYIOIIUX CIy4asX:
- Ipy U3MeHeHuH cratyca OTaena;
- IPY U3MEHEHUH OPTraHU3AIMOHHO-YIIPaBIEeHUYECKOM cTpyKTypsl OTaeNa Wi YHUBEPCUTETA;
- TIpH 3aMeHe, J00aBICHIH WM UCKITFOUYEHUH OTIIENbHBIX QYHKIUI B nesrenbHocTr OT/ema;
- NP1 BHECEHUM W3MEHEHHH B HOPMATHUBHYIO U PAcCIOPAIUTEIbHYIO JOKYMEHTAIMIO BBICIIUX OPraHOB
ynpasneHus (PenepanbHOro areHTCTBA KEJIE3HOJOPOKHOTO TPAHCIIOPTA U Jp), a TAK)KE HA OCHOBaHUU
pelleHH OpraHoB YIPaBJIEHUS YHUBEPCUTETOM;
- B JIp. CIIydasiX.
10.2. Tlopsanok BHeceHusl n3MeHeHui B IlojoxeHue omnpeneseH TpeOOBaHUAMU JOKYMEHTHPOBAHHOM
poueaypsl «YIpaBiieHne ToKyMeHTauuen». OTMeTka 0 BHECEHUH n3MeHeHul B TekcT [lonoxenust oo
Ortnene npocrasisiercs B JIUCT peructpanyi n3MeHEeHUH.
10.3. Otmena Ilonoxenus o6 Otaene OCYLIECTBISIETCS MPUKAa30M, B KOTOPOM IPHUBOJIUTCS
COOTBETCTBYIOILIlee O0OCHOBaHME (JIMKBUIAUMA WM peopranuzaiuss Otnena, BHEAPEHHE HOBOTO
TUIIOBOTO MOJIOXKeHus 00 OTene B3aMeH JACUCTBYIOIIETO U Jp.)

COI'JTACOBAHO
[IpopekTop 1o pa3BUTHIO U
COLMAJIbHBIM BOIIPOCAM IT.A. bonenko

M.o.HayanbpHMKaA
aMUHUCTPATUBHO- X03I1CTBEHHOTO

YIIpaBJICHUSA B.A. Kus3eB
HavyansHuk npaBoBOTO yIpaBIICHHS K.IO Yconbres
HavaneHuk otnena kaapos C.A. llrarep
PA3PABOTAHO

HauvanpHuK oTaesna X03HiCTBEHHOTO
o0ecrniedyeHus B.B. Imutpues
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)
Jlucr perucrpaunv U3MEHEHUM
Yactp TEKCTAa, MOAJICKABUIEr0 H3MEHEHUIO 06 OcHoBaHue ISt HO,![HHCL
1IE€ KOJIMYECTBO CTPAHHUIL
Ne /it B JIOKYMEHTE BHECCHWA H3MEHEHHA, OTBETCTB. JHara
Ne pazpgena Ne myHkTa Ne mopmyHkTa BHECEHHsI H3MEHEHHUII clle BHECEHHS H3MEHEHUI] Ne poxymenta HCIIOJIHHT.
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CucremMa MEHEKMEHTA Ka4eCTBA No T1.340103.03.8-2023
OTBETCTBEHHOCTh PYKOBOICTBA

nPrync [TonoxxeHue 00 oTAelIe XO3IHCTBEHHOTO 00eCIIEUeHNS

[Ipunoxenue b

JOJOKHOCTHDBIE HHCTPYKINMHU COTPYJTHUKOB INOJAPA3SAEJEHUA

JOJIKHOCTHASI MTHCTPYKLIUSI HAYAJTLHUKA
OT/EJIA

1. O01ue moJI0XKEeHU

1.1. [JomxHocTh HadanbHMKa oTAena DegepaqbHOrO0  TrocylapcTBEHHOrO  OIOKETHOTO
00pa30oBaTENbHOIO YUPEXKICHUS BhICIIEro 00pa3zoBaHus «VpKyTCKUN rocy1apCTBEHHBIN YHUBEPCUTET
yTei cooOIeHus» (Jajiee Y HUBEPCUTET) OTHOCUTCS K KATETOPUU PYKOBOAUTEIICH.

1.2. HayanpHUK OTZeNa Ha3HA4YaeTcsi M OCBOOOXKIAETCS OT JOJDKHOCTH IPUKA30M PEKTOpa Io
IIPEJICTABICHUIO IIPOPEKTOPA 110 PA3BUTHIO U COLMAIBHBIM BOIPOCaM, HayaJlbHUKA aIMUHUCTPATUBHO-
XO3SIHCTBEHHOI'O YIIPABJIEHUS B COOTBETCTBUM C HOPMAMU TPYI0BOI'0 3aKOHOAATENIbCTBA.

1.3. HayanpHUK OT/A€1a TOJUUHSIETCS HadaJIbHUKY aJIMUHUCTPAaTUBHO-X03SIMCTBEHHOT'O YIIPaBJICHHUS.

1.4. HavanbHUK OT/I€1a B CBOEM IOJUUHEHUH UMEET:

- HaYaJIbHUKA CEKTOPa 0 paboTe C UMYIIECTBEHHBIM KOMILIEKCOM;
- CTapIIero aJMUHUCTPATOPA;

- 3aBEIYIOLIETO CKJIaJIOM;

- KOMEHJIAHTOB y4eOHBIX KOPITYCOB Y HUBEPCHUTETA;

- TeXHHMKa | kareropuu;

- cTOJIsIpA,

- YOOPIIMKOB CTy>K€OHBIX TOMEIICHUH.

1.5. Hacrosmas JOKHOCTHasE MHCTPYKIMs pa3paboTaHa Ha OCHOBE KBaIM(PHUKALMOHHOTO
CIPaBOYHMKA JODKHOCTEH PYKOBOJAUTENEH, CHEIHATMCTOB M JAPYTHUX CIYXKaIllUX, YTBEPKIECHHOTO
ITocranoBnennem Muntpyna Poccun ot 21.08.1998r. Ne37 (pex. ot 12.02.2014r.)

2. KBanudukannoHHsle TpeOOBaHUS

2.1. Ha n10omKHOCTh HAYaIbHUKA OTJAENIa Ha3HaYaeTcs JIUIO, UMEIOIIee BhICIiee 00pa30BaHUE U CTAXK
paboThl HAa PYKOBOJSAIIUX JOJIKHOCTSAX HE MEHEe 5-TH JIeT.

2.2. HauvanpHUK oOTAeNa MAODKEH 3Hams u cobmooams Kouctutymuio PO, neiictByromee
3aKOHOJATeNbCTBO P®, a Takke WHbIE HOPMATHUBHBIE IIPABOBBIE aKThI, PErIAMEHTHUPYIOIINE
NesTeNbHOCTh OpraHu3aluii B 00JacTH, OTHECEHHOW K KOMIIETEHIIMM OTAeNa OXpaHbl |
X03UCTBEHHOTO O0ECTICUeHHsST Y HUBEPCUTETA, TIOPSAIOK 3aKIIOUYEHUS JOTOBOPOB; JEIOMPOU3BOJICTBA,
a TakxKe:

®denepanbHblil 3ak0H 0T 29.12.2012 Ne 273-03 «O6 obpazoBanun B Poccuiickoit denepanuny;
NoJIo’keHre 00 opranuzanuu npomyckHoro pexuma B ®I'bOY BO Upl'VIIC;
OpPraHU3aIOHHYIO CTPYKTYPY YHUBEPCHUTETA U PEXKUM pabOThl CTPYKTYPHBIX NMOAPA3IEICHUN;

HOPMATHBHBIC JOKYMEHTHI, JEHCTBYIOIIME B YHHUBEPCUTETE, METOJUYECKUE U PYKOBOISIINE
MaTepuaibl, HEOOXOAWMBIE [UJIsl OCYIIECTBICHHSI CBOEH nesATenbHOCTH (YCTaB, KOJUICKTHBHBIN
JIOTOBOD, TIpaBUJIa BHYTPEHHETO TPYAOBOTO paCIopsiiKa Y HUBEPCUTETA U JIP);

- TPYAOBOE 3aKOHOAATENBLCTBO PD;

- IpaBWJia  OXpaHbl TpyAa, TEXHUKH OE30MACHOCTH, MPOU3ZBOJCTBEHHOW CAHHTAPUU U
IIPOTUBOIIOKAPHOM 3aIlMTHL.

2.3. HaganpHUK OTHEIa JOIDKEH 81a0emb:
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- HABBIKaMU PYKOBOJIUTEIS TOAPA3ACIICHHUS;
- HaBBIKaMU OpTaHU3aI[ui paboThI ¢ JOKYMEHTAIIUEH;

- HaBbIKaMH I10JIb30BAHUS CPEJICTBAMU KOMMYHHUKALIUM U CBSI3U.

2.4. HayanbHUK OT/ENa B CBOCH JCSATEILHOCTH PYKOBOOCHBYEMCS:

- 3akoHonaTenbecTBOM Poccuiickoit ®enepauny;

- Koncturynuei Poccuniickoint ®denepanuu;

- YcTaBOM YHUBEpPCUTETA;

- IPaBWJIaMH BHYTPEHHETO TPYIOBOIO pacnops/ika Y HIBEPCUTETA;

- [Tonoxenunem oTena Xo3sCTBEHHOTO 00eCIeUeHNS;

- IPUKa3aMH PEKTOpa Y HUBEPCUTETA;

- pacnopsbKEHUSIMH U yKa3zaHUsIMH npopekTopa no PuCB, HauansHuka AXY U Ipyrumu JIOKaJbHbIMU
[IPaBOBbIMU aKTaMU Y HUBEPCUTETA.

3. JI0JDKHOCTHBIE 00SI3aHHOCTH
3.1. OCHOBHBIMHU 3a0auamy HaYaTbHUKA OTJENA SIBISIFOTCS:
3.1. PykoBoacTtBo paboTOW OTHENa W KOHTPOJb 32 HCIOJHEHHEM BCEMH PAaOOTHHKAMU OTeNa
BO3JIO’KEHHBIX Ha HUX JIOJDKHOCTHBIX 00S3aHHOCTEH.
3.2. Jns BBINOJIHEHMS YKa3aHHBIX 3a]1a4 HAYAJIbHUK OT/IEJIa BBIOIHSET CIEAYIOLIME BO3JI0KEHHbIE Ha
HETO 00SI3aHHOCTH:
3.2.1. CocraBisieT miaHbl pabOThI OT/IENIa HA MECSII, KBapTall, TO/I.
3.2.2. IIpoBOAUT UHCTPYKTAX MO TEXHUKE OE30MACHOCTH U MOKapHOH 06e30MacHOCTH PabOTHHKOB
OTJeNa nepeJl HayajaoM pabodero JTHS.
3.2.3. Pa3pabatbiBaeT nepeueHb JOKYMEHTAINH, KOTopas Heo0Xoauma st padoThl OTAeNa.
3.2.4.0cymecTBisgeT corjacoBaHue paOOTbl OTHeNa C APYTMMH CTPYKTYPHBIMU MOJpa3/esIeHUsIMU
YHusepcurera.
3.2.5. PacnipenensieT JODKHOCTHBIE 00S3aHHOCTH PAOOTHUKOB C ETBI0 ONTUMM3AIIMU U TTOBBIIICHHS
s dexTuBHOCTH PabOTHI OTENA.
3.2.6. ObecnieunBaeT cobr0/IeHue paOOTHUKAMHU OT/IejIa MPaBUil MPOU3BOICTBEHHON CaHUTApHH,
TEXHHUKHU 0€30M1aCHOCTH, OXPAHbI TPY/a, TOKAIBHBIX HOPMATHUBHBIX aKTOB Y HUBEPCUTETA, TPUKA30B
pPEKTOpa, paclopsLKEHUN M YKa3aHUN IPOPEKTOPOB Y HUBEPCUTETA.
3.2.7. Ocy1iecTBisieT KOHTPOJIb 32 UCIIPABHOCTHIO U COXPAHHOCTHIO MHBEHTAps, 000pyI0BaHUS U
JPYroro UMyIIECTBa Y HUBEPCUTETA, 3aKPEIIJICHHOTO 33 OT/IEIOM.
3.2.8. CocraBisieT roJIoBble 3aBKH Ha MaTepHaIbHO-TEXHUYECKOE 00eCIIeYeHne OT/IeNa, eKEMECTIHO
MIPEJICTaBIISIET aKThl Ha CIIHUCAHUE PACXOTHBIX MAaTEPHAIIOB.
3.2.9. OGecrneunBaeT U KOHTPOJIMPYET CBOCBPEMEHHOE U HAJJIE)KAIIee OTPAKEHUE B OyXTraaTepCKOM
y4eTe XO3MCTBEHHBIX ONEpalnil OTIena.
3.2.10. OO6ecneunBaer (aKkTUYECKOE HWCIOJHEHHE MPHUKA30B, YyKa3aHUM M pacrnopsuKeHuin
BBIIIECTOSIIIIMX OPTaHOB, B T. 4. PEIICHUH YYEHOI'0 COBETA, MPUKA30B PEKTOpA.
3.2.11. Pa3zpabateiBaet [lonoxenue o0 oTaene, 10HKHOCTHBIE HHCTPYKIIMN HA paOOTHUKOB OT/IENA.
3.2.12. CocTaBnseT OTYETHOCTH 110 YCTAHOBJIEHHBIM (hopMaM.
3.2.13. OGecneunBaeT KOH(UIECHIIMAILHOCTh CBEICHUN (0 JEATENBHOCTH YHUBEPCUTETA, €ro
UMYIIECTBE, €ro pPa0OTHHKAX, OOYyYalONIMXCS, CIYIIATENSX M Jp.) MOJYYeHHBIX UM BO BpeMs
WCTIOJIHEHUS! CBOUX JIOJDKHOCTHBIX OOSI3aHHOCTEH, B T. Y., CBEJICHUH, COCTaBIAIONINX KOMMEPUYECKYIO
TaifHy YHUBEPCHUTETA, CITY>)KEOHYIO U TOCYIapCTBEHHYIO TaliHY.
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3.2.14. BreimonHseT pa3oBble CIy)KEOHBIE MOPYYEHHUs pekTopa, npopekTopa nmo PuCB, nHavanpHMKa
AXY.

3.2.15. IlpencrapisieT MUChbMEHHBIE OOBSICHEHHUS 1O TPeOOBAHUIO peKTOpa, HadyaabHuka AXY, B T. 4.
OOBSICHEHUS MIPU COBEPIICHUU JUCIUILTHHAPHOTO MPOCTYIIKA.

3.2.16. O00 Bcex 3aMe4aHUSX B TEUCHUE JHS JIOKJIAIbIBaeT HavyalbHUKY AXY B yTpeHHEM pamnopre, o
MIPOUCIIECTBHSIX U YPE3BBIYANHBIX CUTYAIUSIX JTOKJIAILIBACT HEMEUICHHO TI0 JIIOOBIM CPEICTBAM CBSI3U
HayanpHUKYy AXY .

3.2.17. KoHTponupyeT TaOeNbHbIH y4eT pa0OTHHKOB OT/IEJIa, COCTaBISICT IpaduK OTITYCKOB.

3.2.18. OpranuzoBbiBaeT pabOTHl MO OOECIEUEHUIO XO3SMCTBEHHOTO OOCTYXKMBAHUS, HAAJIEKAIEro
COCTOSIHMSI B COOTBETCTBUHU C TPaBWJIaMH U HOPMaMH TMPOU3BOICTBEHHON CAaHUTAPUU  3JaHUA U
IIOMEIICHUN Y HUBEPCUTETA.

3.2.19. OcymiecTBasieT KOHTPOJIb 32 COXPAHHOCTBIO XO3AMCTBEHHOTO MHBEHTAPSl U MPOBEICHUEM €TI0
CBOEBPEMEHHOT0 PEMOHTA.

3.2.20. Opraamsyer odopMIICHHE HEOOXOIUMBIX JOKYMEHTOB JJIs 3aKIIOYEHHUS JOTOBOPOB Ha
OKa3aHWE XO3SICTBEHHBIX YCIYr, MaTepualoB XO3AWCTBEHHOTO HAa3HAYECHMs, BEAET YYeT HX
pacxoJ0BaHUs U COCTABISET YCTAHOBJIEHHYIO OTYETHOCTbD.

3.2.21. KoHTponupyeT palMOHAIbHOE PACXOIOBaHHE MaTEPHUAIOB M CPEICTB, BBIICISEMBIX IS
XO3SIICTBEHHBIX LIEJICH.

3.2.22. PykoBoauT paboTaMu Mo 0OCIyKUBAHUIO MIOMEIICHUN YHUBEPCUTETA, O1aroyCTpONCTBY,
03€JIEHEHUIO U YOOpKE TEPPUTOPUHU.

3.2.23. OpranusyeT XO34HCTBEHHOE OOCITYXMBAaHHE COBEIIAHUA W JPYIHUX MEPONPUITUH,
MIPOBOJIUMBIX B Y HUBEPCUTETE.

3.2.24. CobmoaeT 1 UCHONHAET TpeOoBaHus, cojepxkamiuecs B Ycrase, B [IpaBuiiax BHYTpEeHHEro
TPYIOBOTO paCIOps/IKa, MPUKa3aX PEKTOpa M WHBIX JIOKAIbHBIX aKTaX YHHUBEPCHUTETA, MPaBHIIAX
TEXHUKU 0e30MacHOCTH, MPOHU3BOACTBEHHON CaHWUTApHH, MpaBWJIax M HOpPMax OXpaHbl TPYyIa,
o0ecreunBaeT U KOHTPOJIIUPYET COONTIOJCHUE YKa3aHHBIX TpeOOBaHUN pabOTHHUKAMU OT/IeNa.

3.2.25. He pomyckaeT HapylleHWH TPYJOBOM UCHUIUIMHBI, OCKOPOJCHHS WIM UHBIX (opM
MPOSIBJICHUSI HEYBAXUTEIHHOTO OTHOIIEHUS K PabOTHUKAM, 0OYy4aroIIMMCs, TOCTSIM Y HUBEPCUTETA U
MIPOYUM JIUIAM, HaXOAUIUMCS B Y HUBEPCUTETE.

4.IlpaBa ¥ MOTHOMOYUS

HavaneHuk otaena nmeer npaso:

4.1. YuacTBOBaTh B COBELIAHMAX, CO3bIBAEMBIX IpopekTopoM no PuCB, HawaneHukoM AXY mnpu
00CYX/ICHIH Ha HUX BOIIPOCOB, KACAIOIIUXCS XO35HCTBEHHON JEATEILHOCTH Y HUBEPCUTETA.

4.2. TpeboBaTb OT MOJYMHEHHBIX COONIONEHUS AMCUUIUIMHBI, TEXHUKU OE€30MaCHOCTH U IPaBHI
MIPOTUBOMNOXKAaPHOH O€30MaCHOCTH.

4.3. IlpeacraBiaATe Ha pacCMOTPEHHE PYKOBOJACTBA  YHHBEPCUTETA  INPEMJIOKEHUSA IO
yAy4IIEHUI0 paboThI OT/AEa B Y HUBEPCUTETE.

4.4. XonaTaiicTBOBaTh O MOOLIPEHNUN U IPUBJICYEHUN K JUCLUILUIMHAPHON OTBETCTBEHHOCTH
pabOTHHUKOB OT/IETIA.

4.5. IlognucelBaTh JOKYMEHTHI B IIpeieax CBOEH KOMIIETEHIUH.

4.6. Ilomy4yaTh OT pYKOBOAUTENEH CTPYKTYPHBIX HOJpa3fesieHuii YHuBepcuTeTa WH(OpMAIHUIO,
HEO0OXOIUMYIO JUIsl OCYILIECTBICHUSI CBOEH 1eATEIbHOCTH.

4.7. IloBbIIaTh CBOIO KBaNM(UKALHUIO TIOCPEICTBOM 00YUEHHSI Ha CIIEUAIN3UPOBAHHBIX Kypcax.
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4.8. 3HaKOMHUTHCS C JOKYMEHTaMHM, OIPCACIAIOIIUMHU €ro IpaBa U 0053aHHOCTH MO 3aHUMaeMOMH

JOJPKHOCTH, KPUTEPHUH OLIEHKH KayecTBa UCIIOJIHEHHSI JODKHOCTHBIX 00s13aHHOCTEH.
4.9. O6xaoBaTh NPUKa3bl PEKTOpPA U PACHOPSKEHHS IPOPEKTOPOB YHUBEPCUTETA B YCTAHOBICHHOM
3aKoHoarenscTBoM P nopsiake.

5.01eHka paboThl U OTBETCTBEHHOCTb.

5.1 Pe3ynbTaThl pabOTH Ha4YadIbHUKA OT/IENA OIICHUBACT HAaYabHUK AXY.

5.2 HauapHHMK HECET OTBETCTBEHHOCTD 3a:

- HEHCIOJHEeHNE (HEeHAIeKaIee UCIIOJIHCHKE) CBOUX JIOJDKHOCTHBIX 00S3aHHOCTEH;

- HecoOItoJIeHue TPaBUJ BHYTPEHHETO TPYAOBOTO PACIOpSKA, MPPaBUI U HOPM OXpPaHbBI Tpyla U
MoKapHOU 0€30MaCHOCTH;

-HeTPaBUIHLHOE UCIIOIB30BAHUE U HETIOJIHOTY UCIOIb30BaHUs IPEIOCTABICHHBIX €My TpaB;
-HEKaYeCTBEHHOE UCIOJIb30BaHNE 00sI3aHHOCTEH OTYMHEHHBIMU €My PaOOTHUKAMU;

-HU3KYIO UCTIOJHUTENBCKYIO ¥ TPYIOBYIO IUCHUIUIMHY MOJYMHEHHBIX eMy paOOTHUKOB;

-IPUYMHEHUE MAaTepUabHOTO yiiepOa OpraHu3alud — B COOTBETCTBUU C JICUCTBYIOIIMM
3aKOHOJATEIbCTBAM.

6. [Topsimok BHECEHUS U3MEHEHUN B IOJDKHOCTHYIO HHCTPYKIIHIO

6.1. BHeceHue uW3MEHEHMI U JONOJHEHUH B JODKHOCTHYIO HHCTPYKIMIO TIPOM3BOAMTCA B
COOTBETCTBUM C YCTAHOBJEHHBIM TOpPSAKOM B JIOKyMEHTHMPOBAHHOW MpoIeaype «YIpaBieHUE
JTOKYMEHTAIUEI».

COI'JTACOBAHO

ITpopexTop no PuCB IL.A. bonenko
Hauvansauk OK C.A. lrarep
PA3PABOTAHO

Havansauk OXO B.B. Imurpues




MPIYynC

CucremMa MEHEKMEHTA Ka4eCTBA No T1.340103.03.8-2023
OTBETCTBEHHOCTh PYKOBOICTBA
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Ne i/t

DOUO JlomkHOCTD IToanuce Jata
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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. KoMeHaaHT Ha3HayaeTcs Ha JOJDKHOCTh U OCBOOOXKIACTCA OT JOJDKHOCTH IPUKAa30M PEKTOpa
YHMBEPCUTETA II0 NPEACTABICHUIO HAYaJbHUKA OT/IEJA, COIVIACOBAHHOIO C HadalbHUKOM AXY, B
COOTBETCTBUU C HOPMaMH TPYAOBOI'0 3aKOHOAATEIbCTBA.

1.3. KomeHnaHT B CBOEH JEATEIBHOCTH IMOJYMHSAETCS HA4daJlbHUKY OTZAENA W BBIIOJHAET CBOU
0053aHHOCTH TOJT €T0 HEMOCPEICTBEHHBIM PYKOBOJICTBOM.

1.4. KoMeHaaHT ABIISIETCA MaTEPUAIbHO-OTBETCTBEHHBIM JIMLOM

1.5. KoMeHIaHT MMeeT B CBOEM NOJUMHEHUM YOOopuIML, padoTamlUX B 3aKPEIJIECHHBIX 3a
HUM y4eOHBIX KOpIycCax.

1.6. Bo BpeMst OTCYTCTBUS KOMEHJAaHTa €ro 00A3aHHOCTU HCIIOJHAET APYrod KOMEHJAHT WU
TEXHHUK C COOTBETCTBYIOIIEH NOMIIATOM.

1.7. Hacrosimasi NOJKHOCTHas MHCTPYKLHMs paszpaboTaHa B cooTBeTcTBUM ¢ IlocraHoBieHuem
Muntpyna P® ot 21 asrycra 1998 r. N 37 «OO0 yrBepxkaeHun EnuHoro kanuukanroHHOTO
CIPaBOYHMKA JOJLDKHOCTEM PYKOBOJAMTENEH, CIIELMAIMCTOB U CIyXallux, pasaen «OoiieorpacieBble
KBAJIM(HUKAIIMOHHBIE XapaKTEPUCTUKU JIOJDKHOCTEH paOOTHHKOB, 3aHATBHIX Ha MNPEANpPUATUAX, B
YUPEXKJIEHUAX U opraHu3anusax» (c usmeHenusamu Ha 12.02.2014 r.).

2. KpanuukaionHsle TpeOOBaHUS

2.1. Ha nomxHOCTh KOMEHJaHTa Ha3HauyaeTcsl JUI0, HMMEoIlee HaudalbHOE NPOPEeCcCHOHATbHOE
oOpa3zoBaHue 0e3 NpeabsBICHUS TpeOOBaHUH K cTaxy paOOThl WM cpeiHee olliee oOpa3oBaHHE U
creluaibHas NOJAr0TOBKA IO YCTAHOBJIEHHBIM IporpaMmam.

2.2. KoMeHJaHT B CBOEH AEATENBHOCTH PYKOBOACTBYETCS:

- IEVCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickon denepanuu;

- YcraBoM YHUBEPCUTETA;

- IPaBWJIaMH BHYTPEHHETO TPYIOBOTO pacnopsika Y HUBEPCUTETA;

- IPUKa3aMU U PACIIOPSDKEHUSIMU PEKTOpa Y HUBEPCUTETA;

- IpYTMMH JIOKQJIbHBIMH NPAaBOBBIMM aKTaMU Y HUBEPCUTETA;

- MHCTPYKUHMEH O Mepax MoKapHOW Oe30MacHOCTH Ha TEPPUTOPUH, 3AaHUU U TOMELICHUAX
YHusepcurera.

- HACTOSALIEH JTOJXKHOCTHOM MHCTPYKILIUEN.

2.3. KoMeHmaHT B cBO€EH IEATEIHFHOCTH IOJDKEH 3HATh U COOJIFOIATh:

- TpUKa3bl, yKa3aHUs, pPACHOPSIKEHUS, WHCTPYKLIUU M JApPYyrU€ HOPMATUBHO-PACIOPSAIUTEIbHBIE
JOKYMEHTBI, PETJIaMEHTHPYIOIIHE pab0Ty KOMEH/IaHTa;

- TpaBWIa OHKCIUIyaTallid CAHUTApHO-TEXHUYECKOTO OO0OpYAOBaHHS M MPUCIOCOOJIEHUH, HX
YCTPOWCTBO Y Ha3HAYEHHE;

- IpaBUJIa BHYTPEHHETO TPYAOBOIO paclopsiika Y HUBEPCUTETA;

- IpaBUja U HOPMBbI OXpaHbl TPYyAa, IPOTUBOIMOXKAPHOM 3aIIUTHI U CPEICTB €€ 0OecrnedeHus.

3. lomkHOCTHBIC 00SI3aHHOCTH

3.1. PykoBomuT paboTamMH IO COAEP)KAHUIO YUEOHBIX KOPIYCOB U OKpYKaloLIeHd TEppPUTOPUH B
HaJJIeXkKalleM HopsaKe.
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3.2. KouTponupyer KadyecTBO MpoBeleHUs YOOpKHM U CIEAUT 3a COOJIOJEHHEM YHCTOTHI BO
BHYTPEHHUX IMOMELICHUAX YYEOHBIX KOPITYCOB M NPHJICTAIONIUX TEPPUTOPUIl YHHMBEpPCHTETA, 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 CBOCBpEMEHHBI PEMOHT JIBEPEH, OKOH, 3aMKOB, 110J1a, MEOEIH, 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, €0 CBOEBPEMEHHYIO MApPKUPOBKY, IPOU3BOIUT NEPUOAUYECKUIN
OCMOTp U COCTaBJISIET aKThl HA €T0 CIHUCAHUE.

3.8. Ilomyuaer, BbIIaeT yOOpIIMKAaM HHBEHTApb, MPEAMETHl XO3AWCTBEHHOIO OOCIYXHUBAaHUS U
OCYILIECTBIISIET COOTBETCTBYIOIIUI ONEPATUBHBIN YYET U CBOEBPEMEHHOE €T0 CIIUCAHUE.

3.9. KonTponupyer BBITIOJIHEHHE MPABHII TPOTUBOIIOXKAPHOU 0€30MMaCHOCTH.

3.8.1. YuacTByeT B IUIaHUPOBaHUH PaOOTHI OT/IENA.

3.9. CoOmoaeT M UCHOJHSAET TPEOOBAHWS, COICpPXKAIIMECS B TMPABHIIAX TEXHUKH OE30IaCHOCTH,
MIPOU3BOJICTBEHHOW CaHUTApUU U MPOTHUBOIMOXKAPHOM 3aIUTHI, MPaBUIaX U HOPMax OXpaHbl TPyZa,
VYcraBe, mnpaBuiIax BHYTPEHHETO TPYAOBOTO pacHopsjka, IMpUKa3zaX peKTopa, PpacHOpsSIKEHHIX
HaYallbHUKA YIPABIIEHUS 1O Pa3BUTUIO M MPOM3BOJACTBY M HMHBIX JIOKAIBHBIX HOPMATHUBHBIX aKTaX
YHusepcurera.

3.10. He pomyckaeT HapylIeHUH TPYAOBOM JUCIUILIMHBI, OCKOPOJIEHUS WM UHBIX (OPM MPOSBICHUS
HEYBa)KUTEJIBHOI'O OTHOILEHUS K pabOTHUKaM, OOYyYaloIMMCS, TOCTSIM YHHUBEPCUTETAa U MPOUYUM
JUIaM, HaXOJISIIUMCS B Y HUBEPCHUTETE.

3.11. OGecrnieunBaeT ayguTOPUN JOCKAMU, MEJIOM, TPSATIKAMH U T.1I.;

3.12. KonTponupyeT o0ecrieueHre U COCTOSIHIE CTOJIOB, CTYJIbEB.

4. ITpaBa 1 MOJIHOMOYUS

4.1. BHocuTb Ha paccMOTpEHHE PYKOBOJCTBA MPENJIOKEHHUS IO COBEPIIEHCTBOBAHUIO pPaOOTHI
CBSI3aHHOM C NMPEAYCMOTPEHHBIMU HACTOSAIIEH HHCTPYKIMEH 00s13aHHOCTAMU.

4.2. 3ampammBaTh OT CTPYKTYpPHBIX MOJpa3/eieHui U pabOTHUKOB OpraHU3alMM HH(POPMALUIO,
HEO0OXOIMMYIO €MY JIJISl BBIMIOJIHEHUSI CBOMX JIOJKHOCTHBIX 00S3aHHOCTEH.

4.3. 3HaKOMHUTBCS C JIOKyMEHTaMHM, ONpPEICNAIOUIMMH €ro npaBa U OOS3aHHOCTH IO 3aHUMAaeMOM
JOJKHOCTH, KPUTEPUH OLIEHKU KaueCTBA MCIOJHEHUS JOJKHOCTHBIX 00s13aHHOCTEH.

4.4. 3HaKOMHMTbCS C MPOEKTAMH PELICHUH PYKOBOACTBA OpraHMU3allM, KacaroUUMHCS €ro
JESTEIIBHOCTH.

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

4.6. IHple npaBa, yCTAaHOBJIEHHBIE IEHCTBYIOIINUM TPYIOBBIM 3aKOHOIaTEIbCTBOM

5. OTBETCTBEHHOCTH

5.1. KomeHiaHT HeceT AMCUMILIMHAPHYIO, MaTepuaibHYIO, UMYIIECTBEHHYIO, @ TaKX€ WHBIE BHJIbI
OTBETCTBEHHOCTH, IIPEAYCMOTPEHHBIE 3aKOHOAATEILCTBOM PD B cilydasX, yCTaHOBJIICHHBIX 3aKOHOM,
TPYZIOBBIM JJOTOBOPOM M HACTOSIIEN TOJPKHOCTHOM MHCTPYKIIMEH.

5.2 KoMeHIaHT HeceT OTBETCTBEHHOCTh 3a HECBOEBPEMEHHOE M HEHAMJIE)KAILEE BBINOJIHEHUE
(MM HEBBINOJIHEHHE) CBOMX JIOJDKHOCTHBIX OOS3aHHOCTEH, a TaK)Ke WHble HapyLIEeHUs TPYAOBOH
JTMCLUIUIMHBL;, 32 HECBOEBPEMEHHOE COOJIIOJICHHE M (WJIM) HECOOJII0ICHHE YCTaHOBIECHHBIX MPaBUI U
HOpPM TpyJAa, OXpaHbl TpPyAa, TEXHUKHM O€30MacHOCTH, MPOU3BOACTBEHHON CAaHUTApUH U
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MIPOTUBOMOXKAPHON 0€30MacCHOCTH, MpPaBWJI BHYTPEHHErO TPYAOBOTO pAaCIOpsAlKa, TpeOOBaHUIA,
coJiepKaluXcs B JIOKAJbHBIX MPABOBBIX aKTaxX Y HUBEPCUTETA.
6. Onenka kauecTBa Tpy/a

Onenka kayecTBa TpyJa OCYLIECTBIISIETCS Ha OCHOBE:!

- aHAJIM32a BBIMIOJIHEHUSI TUTaHA pabOTHl MOAPA3/IeICHIS;

- Pe3yabTaTOB NPOXOXKACHUS NPOLEAYpbl aTTECTAllMU IEPCOHAa Ha IOATBEPXKICHUE 3aHMMAEMOMN
JOJDKHOCTH;

- pe3yJIbTaTOB BHYTPEHHETO ayIUTa B PaMKaX MOAPa3IEIICHHUs;

- OT3BIBOB KOJIJIET U PYKOBOJMTEIIEH ITOAPA3ACICHUNA Y HUBEPCUTETA.

7. IlopsinOK BHECEHHSI U3MEHEHUH B IOJDKHOCTHYIO HHCTPYKIIUIO

7.1. BHeceHMe W3MEHEHUH M JONOJHEHHWHW B JODKHOCTHYIO HWHCTPYKLHUIO IIPOM3BOJUTCS B
COOTBETCTBUM C YCTAHOBJICHHBIM IIOpPSAAKOM B JIOKyMEHTHPOBAaHHOM mpoueaype «YIpaBlIeHHE
JOKYMEHTALECI»

COI'NTACOBAHO

ITpopexTop no PuCB IL.A. bonenko
Havansank OK C.A. llrarep
PA3PAGOTAHO

Havansauk OXO B.B. Imurpues
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JOJIKHOCTHAS NHCTPYKIIUS TEXHUKA 1 KATETIOPHUM.
1. O0uue oI0KEHU

1.1. HomxHocTh TexHumka | kareropuu otaena DenepanbHOr0 TOCYIapCTBEHHOTO OFOHKETHOTO
00pa30BaTeNbHOrO YUpeKIeHus BbiciIero oopazoBanusi «MpKyTckuil rocy1apcTBEHHbI YHUBEPCUTET
myTel cooO0IIeHus» (ajiee Y HUBEPCUTET) OTHOCUTCS K KATETOPUU CIICIIUATINCTOB.

1.2. TexHuk Ha3HaYaeTCs HA JOJKHOCTH U OCBOOOXKIAEeTCS OT Hee MPUKA30M PEeKTopa YHUBEpPCHUTETA
10 MPEACTABICHUIO HaualbHUKA OT/AEJA, COIJIaCOBAaHHOMY ¢ HadyaabHUKOM AXY 3akirodaer 10roBop
0 TMOJIHOM MaTepHaibHOI OTBETCTBEHHOCTH.

1.3. TeXxHMK TOMYWHSICTCS HAYAIBHUKY OTJIEla ¥ BBHINOJIHSIET CBOM OOS3aHHOCTH IO €ro
HEMOCPEACTBEHHBIM PYKOBOJICTBOM.

1.4. Hacrosimass MOKHOCTHAS MHCTPYKIMS —pa3paboTaHa Ha OCHOBE KBaJU(UKAIMOHHOTO
CIPaBOYHHMKA JODKHOCTEH PYKOBOJIUTENEH, CHEIHATMCTOB M APYTUX CIYXKAIIUX, YTBEPKICHHOTO
[TocTanonennem Muntpyna Poccuu ot 21.08.1998r. Ne37 (pen. ot 12.02.2014r.)

2. KBanudukannonueie TpeOOBaHUS

2.1. Ha pomxHOCTh TexHMKa 1 KaTreropum MOKET ObITh Ha3HA4YeHO JIMI0, MMEIOIEE BBICLIEE
o0pa3zoBaHMe WIK cpeHee IpodeccuoHaIbHOE 00pa30BaHKe, OMBIT Pa0OThI 3 rojja TEXHUKA.
2.2. TexHUK AOMKEH:
2.2.1. 3HATb U COBJIOLAATD: Kouncrurynuto Poccuiickoit denepanuu; NopsaioK 3aKIOYEHUs U
oopmieHHsT JOTOBOpPOB; JEIONPOM3BOJCTBO; MpaBWiIa W HOPMBI OXpaHbl TpyAa; YCTas,
Komnexkrusubiii jorosop; IlpaBuiia BHyTpeHHEr0 pacnops/ika U MHbIE JOKAJIbHBIE HOPMATUBHBIC AKTHI
YHuBepcUTeTa; CTPYKTYpy Y HUBEpPCUTETA.
BJIAJIETD: HaBblkaMu oOpraHu3aluu JOKYMEHTOOOOPOTa; HaBBIKAMH OPIraHU3aTOPCKOW paboThI;
HaBbIKaMU OpraHu3aluy paboThl C TOKYMEHTALUEH.
2.2.2.TexHuxk 6 ceoell dessimenbHOCMU PYKOBOOCBYEMC .
- IEMCTBYIOIIMM 3aKoHoAarenbcTBOM Poccniickoit denepanuu;
- YcraBoM YHUBEPCUTETA;
- IpaBUJIAMU BHYTPEHHETO TPYAOBOT'O paclopsika Y HUBEPCUTETA;
- IPUKa3aMM U PACIIOPSDKEHUSIMU PEKTOpa Y HUBEPCUTETA;
- IpYTMMH JIOKQJIbHBIMH NPAaBOBBIMU aKTaMU Y HUBEPCUTETA;
- MHCTpPYKUHMEH O Mepax MoKapHOW Oe30MacHOCTH Ha TEpPUTOPUH, 3AaHUU U TOMELICHUAX
YHusepcurera.
- HACTOSALIEH JOJPKHOCTHOM MHCTPYKLIMEN.

3. JlomkHOCTHBIE 00SI3aHHOCTH

3.1. OcHOBHBIMH 3aJaYaMM TEXHHKA SIBIISIOTCS:

- IOJ1 PyKOBOJICTBOM HaYaJlbHUKA OT/IeJIa BBIMIOIHSAET padoTy MO MOATOTOBKE TEXHUUYECKUX 3a/IaHUN;

- BEJCHHE ydYeTa HaIWYus MeOeM WM JPYIHMX MaTepHATBHBIX I[EHHOCTEH, HAXOISAIIUXCS B €ro
MOJI0TYETE, MPOU3BOAUTH 3aMMCH B IEPBUYHBIX JTOKYMEHTAX - JKypHaax.

- MIO/IBE/ICHNE UTOTOB M COCTABJICHUE YCTAaHOBICHHOW OTYETHOCTH.

- CTIEIUTH 32 00eCIIeYeHHEM COXPAaHHOCTH MAaTePUATBbHBIX [IEHHOCTEH.

- CBOeBpeMeHHOe O(OpMJICHHE aKTOB Ha CIHHCAHHWE MPUIICANINX B HETOJHOCTh MaTepPHATbHBIX
LIECHHOCTEH, HaXOASIIUXCS B €r0 MOJ0TUETE.

- BejJieHHe Tabenst yueTra pabouero BpeMEHHU B OTEIE.

- TOTOBUT MPOEKTHI JOKYMEHTAIUH 10 AeITeIbHOCTH OT/ENA.

3.2. JIns BBIMTOJIHEHWs YKa3aHHBIX 3a7ad TEXHHUK BBIMOJHSET CIICIYIOIINE BO3JIO)KCHHBIC HAa HETO
00s13aTeNnbCTBRA:

3.2.1. Ctporo cobirogaeT pactiopsi oK THS U TPEOOBAHHM TPYAOBON JUCITUTIIINHEI,
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3.2.2. Co0mro/1aeT yCTaHOBIICHHBIN TTOPSIOK XPAHEHHS MaTEPHAIIbHBIX IICHHOCTEH U JOKYMEHTOB.
3.2.3. T'oToBUT OTUYETHI O paboTe OTAETA.

3.2.4. IlpuHumaeT yyactue B yKOMIUIEKTOBAaHUH 1ITaTa OTAeNa.

3.2.5. ObecnieunBaeT 00pa3OBOE COCTOSIHUE JOKYMEHTAIIMH, OTHOCSIIIEeCs K paboTe oTAena.

3.2.6. Caenut 3a 5KOHOMHBIM PacX0/10BaHUEM PACXOJHBIX MAaTepUAIOB, MHCTPYMEHTOB.
3.2.7.CobmoiaeT M WCHIONHSIET TPeOOBaHUS, COJEpKaIIWecs B MpaBUIaX TEXHUKU OE30MACHOCTH,
MIPOM3BOJICTBEHHONW CaHUTApUU U MPOTHBOIIOKAPHOM 3alllMThI, MpaBWJIaX U HOPMAax OXpPaHbI TPyIa,
VYcrage, [lpaBuiax BHYTPEHHETO TPYAOBOTO pAaCHOpsiKa, MPUKa3ax pPEKTOpa M PacHopsHKEHUi
MIPOPEKTOPOB YHUBEPCUTETA U UHBIX JIOKATbHBIX aKTaX YHUBEPCUTETA.

3.2.8. Ocy1iecTBisieT KOHTPOJIb 32 UCIIPABHOCTBIO U COXPAHEHWEM UHBEHTaps U APYroro UMyIIecTBa.
3.2.9. He nmomyckaer HapylIeHWH TPYAOBOM AMCUMILIMHBI, HApYIICHUS MOPAIbHBIX, STUYECKUX U
MIPABOBBIX HOPM, OCKOPOJICHUS WM HHBIX (OPM TPOSBICHUS HEYBAKUTEIHHOTO OTHOIICHUS K
paboTHUKAM U MPOYUM JIMIIAM, HAXOSIIUMCS B Y HUBEPCHUTETE.

4. [IpaBa 1 MOJIHOMOYUS

Texnuk 1 xkaTeropuu UMeeT MpaBo:

4.1. TpeboBaTth OT pPaOOTHUKOB ¥ OOYyYarOIIHUXCs OOECHEYCHHUS COXPAHHOCTH MAaTepUATBHBIX
I[IEHHOCTEH.

4.2. BHOCUTH TPEJCTABICHHE O MPHUBJICUYCHUHM K OTBETCTBEHHOCTH JIMIl, BHHOBHBIX B TIOpYe
MaTepuajbHBIX IleHHOocTel YHuBepcurera. [lpuHMMaTh ydacTue B 3acelaHUSX, COBEHIAHUSX,
CO3BIBaCMBIX HadallbHUKOM AXY, Ha4aJbHHKOM OTHela MPU OOCYKICHHH Ha HHUX BOIPOCOB,
KacaroluXcsi COOIIOIEHUSI COXPAHHOCTH MeOEIIH U IPYTrUX MaTepHalbHBIX IEHHOCTEH YHHUBEPCUTETA.

5. OTBETCTBEHHOCTD

5.1. Texnuk 1 kareropum HeceT AMCUMILUIMHAPHYIO, MaT€pUAIbHYI, a TaKKe€ MWHBIE BUIBI
OTBETCTBEHHOCTH, YCTAHOBJIEHHbIE 3aKOHOJATeNbCTBOM P® B ciydasX, yCTaHOBJIEHHBIX 3aKOHOM,
TPYZAOBBIM JOIOBOPOM M HACTOSAIIEH JOJKHOCTHOM MHCTPYKLIUEH.

5.2. Texnuk1 kaTeropuu HECET OTBETCTBEHHOCTh 32 HECBOEBPEMEHHOE M HEHAJJIeXkKalllee BBIIIOJTHEHHE,
7100 HEBBIOJIHEHNWE CBOMX JOJDKHOCTHBIX OOSI3aHHOCTEH, a Tak)Ke WHBbIe HapyIIeHUs TpPyIOBOH
JUCLUIUIMHBL, 3a HECOOJIOZCHHE MpaBWJI U HOPM TPy, OXpaHbl TPyJa, TEXHUKH O€30IacHOCTH,
VYcrapa, IlpaBun BHYTpeHHEro TPYAOBOTO paclopsjka, U TpeOOBAaHUM, COAEP)KAIIMUXCS B JIPYTHX
JIOKQJIbHBIX HOPMAaTUBHBIX aKTaX YHUBEPCHUTETA.

6. O11eHKa KauecTBa Tpyia

OneHka KayecTBa TpyJa OCYLIECTBIISAETCS HA OCHOBE:

- aHaJKM3a BBINOJHEHUS TUTaHa PaboThI OIpa3eieHus;

- pEe3yJbTAaTOB MPOXOXKACHUA MPOUEAYpPbl aTTECTAallMM MEPCOHAIa HAa MOATBEPKICHUE 3aHUMAEMOU
JOJKHOCTH;

- p€3yJIbTaTOB BHYTPEHHETO ayJIUTA B pAMKAX MOJpa3/ICIICHHUS;

- OT3BIBOB KOJUIET U PYKOBOJAUTEIIEH ITOAPA3ICIICHUN Y HUBEPCUTETA.

7. IlopsinOK BHECEHHSI U3MEHEHU B IOJDKHOCTHYIO HHCTPYKIUIO
7.1. BHeceHue W3MEHEHMH M JOINOJHEHUH B JODKHOCTHYIO MHCTPYKLMIO TIPOM3BOAMTCA B
COOTBETCTBUM C YCTAHOBJEHHBIM MOPSIAKOM B JIOKYMEHTHPOBAaHHOM MpOLEAYype «YTNpaBICHUE
JOKYMEHTALUEN».
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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 KBaIM(pUKAIIMOHHOTO CIIPABOYHUKA JIOJKHOCTEH pyKOBOIUTENEH,
CHEIHAIMCTOB U CITYXalluX, pa3aen «O0meorpacieBble KBATU(PUKAITMOHHbBIE XapaKTePUCTUKU
JOJHDKHOCTEH paOOTHUKOB, 3aHATHIX HA MPEANPUATHAIX, B YUPSIKICHUSIX U OPTaHU3AIHIX ).

1.2 Crapuuii aIMUHUCTPATOP OTHOCUTCS K KATETOPUM CIIECIUATIMCTOB.

1.3 Crapuuii aAMMHUCTPATOP Ha3HAYAETCs HAa JOJKHOCTh U OCBOOOKIAETCS OT IOJKHOCTH MTPUKA30M
pEKTOpa MO MPEACTABICHUI0 HavaJbHUKA OT/ENa, COrNIACOBAHHOMY C HAYAJIbHHKOM YIPABJICHHS IO
Pa3BUTHIO U IPOU3BOJCTBY B COOTBETCTBUU C HOPMAaMHM TPYJOBOI'O 3aKOHOAATEIbCTBA.

1.4 Crapmmii aAMUHUCTPATOP B CBOEH IEATEIbHOCTH MOJYUHIETCS HAYAJIbHUKY OTAENA U BBINOIHAET
CBOM 0053aHHOCTH IIOJT €T0 HEMOCPEICTBEHHBIM PYKOBOJICTBOM.

1.5 Crapiuuii aAMUHUCTPATOP SABISETCS MaTEPUAIBHO- OTBETCTBEHHBIM JTUIIOM.

1.6 Bo Bpemsi OTCYTCTBUSI CTapIIero aJIMUHHCTPATOpa €ro OO0sI3aHHOCTU HCIIOIHSET 3aBENYIOLIUN
CKJIaJIOM HJIM Ha4aJbHUK OTJENIa C COOTBETCTBYIOIIEH AOTIIATOM.

2 KBanudukannoHnHeie TpeOOBaHUS

2.1 Ha [0/KHOCTH CTapuiero aJIMHUHHMCTPAaTOpa Ha3HA4YaeTcs JIMLO, HMEIoUIee CcpeaHee
npodeccnoHaibHOe 00pazoBaHue 0€3 TMPeIbsIBICHUS TPEOOBAHUI K CTaXy pabOThI MM HAdalbHOE
npodeccuoHanbsHOe 00pa3oBaHue U CTaX padOTHI MO CIENIMATFHOCTH HE MEHEe ABYX JIeT.

2.2 Crapmuii aIMUHUCTPATOP JAOJDKEH 3HAMb U COOI00AMb:

- [locTanoBiEeHUS, pacopsHKEHUs, MPUKa3bl U IPYrUe pyKOBOASAIINE, METOAUUYECKNE U HOPMATUBHBIE
JIOKYMEHTBI, Kacaroiuecs: paboThl MPETPUSITHSI.

- [IpaBuia u MeTOIBI OpraHU3alMU TpoIiecca 00CTYKUBAHUS TOCETUTENCH.

- Buzibl 0Ka3bIBa€MbIX YCIYT.

- OCHOBBI MApKETHHTA.

- OCHOBBI ACTETUKH, STUKH, TICUXOJIOTHU U OOCTY>KUBAHUS TTOCETUTEIICH.

- OCHOBBI SKOHOMUKH, OPTaHU3ALMU TPYJa U YIIPABICHUS.

- IlpaBuiia TexHUKH 0€30MACHOCTH TIPH pabOTE C TEXHOJIOTHYECKUM 000PYI0BAHUEM.

- IIpaBuiia BHYTpEHHErO TPYJOBOTO PACTIOPSAIKA;

- [IpaBuiia 1 HOPMBI OXpaHbI TPY/A.

- [IpaBuna TexHuKu 6€30MACHOCTH, TPOM3BOJICTBEHHON CAHUTAPUU U MMPOTUBOMOKAPHOM 3aIIHUTHI.

2.3 Crapmuii aIMUHUCTPATOP JAOIKEH 81a0emy:

- HaBBIKaMU PabOTHI C 000PYI0BaHUEM, UCIIOB3YEMBIM TSI 00CTYKUBAaHUS MTOCETUTENICH;

- HaBBIKaMHU PYKOBO/JICTBA IMEPCOHAIIOM; HaBbIKAMHU OpTaHU3AINH Pa0OTHI C JOKYMEHTAIIHEH;

- HaBBIKAMU TOJIb30BaHUS CPEACTBAMU BBIYMCIUTEIbHON TEXHUKH, KOMMYHUKALIMI U CBSI3H.

Crapimit aAMUHUCTPATOP B CBOCH NEATEIILHOCTH PYKOBOOCMBYEeMC sl

- 3akoHogatenbcTBoM Poccuiickoit denepanuu;

- YcraBoMm YHUBEpCUTETA;

- IIpaBuiiaMu BHYTPEHHETO TPYIOBOTO pacnopsika Y HUBEPCUTETA;

- [Ipukazamu 1 pacriopspKEHUSIMU PEKTOPA Y HUBEPCHUTETA;

- PacnopspkeHMsIMU, yKa3aHUSMM M HWHBIMH HOPMATHBHBIMM U PacHOPSAIUTEIbHBIMU aKTaMH
PYKOBOJCTBA Y HUBEPCUTETA,;

- HucTpykmumeit o Mepax NOXXapHOW O€30MacHOCTH Ha TEPPUTOPHH, 3JaHUM W TOMEIICHHSIX
YHuBepcurera;
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- Hacrosimen 101KHOCTHON HHCTPYKIIMEH.
- [lonmoxennem O BHYTPHOOBEKTOBOM M TMPOIYCKHOM pPEXKHUME Ha TEPPUTOPUA U OOBEKTax
YHuBepcurera.

3 JIomKHOCTHBIE 00SI3aHHOCTH

3.1 OcHoOBHBIE 337]a41 CTAPIIETO aAMUHUCTpATOpA:

- obecnieueHne paboThl MO FPPEKTUBHOMY U KYJIbTYPHOMY OOCITYKMBAHUIO ITOCETUTENCH, CO3AaHUI0
11 HUX KOM(OPTHBIX YCIIOBHIA B TOMEIIEHUH CTOJIOBOM;

- KOHTPOJIb 32 CAHUTAPHBIM COCTOSTHUEM B IOMEIIEHUSAX CTOJIOBOI;

- obecrieynBaeT KOHTPOJIb COXPAaHHOCTH MaTePHAIbHBIX IEHHOCTEW HaXOISAIINECS B IIOI0TUETE;

- OpraHu3anus 00CIyKUBAHUS Pa3IMYHBIX MEPOIPUATHH.

3.2 Jlns BbINOJHEHUS YKa3aHHBIX 3a/Jay CTapliuid aJAMHHUCTPATOp BBITOJIHSET CJENYIOIIHE
BO3JI0KEHHBIE HA HEro 00s13aHHOCTHU:

3.2.1 ocymectBisier pabotry 1o 3P(GEKTHBHOMY U KYJIbTYPHOMY OOCTYKHUBAaHHUIO TIOCETUTEIICH,
CO3JIaHMIO JUIsI HUX KOM(OPTHBIX YCIOBHIl B TIOMELIEHUN CTOJIOBOM;

3.2.2 oCyIIeCTBISET KOHTPOJIb 32 COOTBETCTBYIOIINM O()OpPMIICHHEM TTOMEIIEHHU CTOJIOBO;

3.2.3 caenut 3a pabOTOM U CAHUTAPHBIM COCTOSIHUEM B ITIOMELIEHUU CTOJIOBOM;

3.2.4 cobmrofaeT M WCIHOJHSAET MpaBuUja U HOPMBI OXpaHbl TpyJa M TEXHUKU O€30I1aCHOCTH,
CaHUTapHble TpeOOBaHUS U MPaBWIIA JUUYHOW TMIMEHBI, IPOU3BOACTBEHHON U TPYIOBOW TUCLMILIMHEI,
[IpaBuiia BHyTpEHHETO TPYIOBOTO pacHOpsIKa;

3.2.5 yyacTByeT B €XEroJHOM, OJHON U €KEAHEBHOM BHIOOPOYHON MHBEHTapHU3aLUU MaTEpUAIbHBIX
IIEHHOCTEH;

3.2.6 obecnieunBaeT COXPAaHHOCTh MaTepHAIIbHBIX IEHHOCTEH, HAXOAIINXCS B IOJJOTUETE;

3.2.7 KOHCYIBTUPYET MMOCETUTENICH 110 BONPOCAM HaJIMUMS OKA3bIBAEMBIX YCIYT CTOJIOBOIA;

3.2.8 paccMaTpuBaeT TIPETEH3UHU, CBA3aHHbIE C HEYJOBIETBOPHUTEIbHBIM  OOCITY)KMBAHUEM
IIOCETUTEIICH CTOJIOBOIA;

3.2.9 obecnieunBaeT KOHTPOJIb 32 YUCTOTON U MOPSAIKOM B IOMEIIEHUSIX CTOJIOBOI;

3.2.10 KOHTpoOJIMpYyeT COOJItOJICHHE pAaOOTHUKAMU CTOJIOBOM TPYAOBOM U MPOU3BOICTBEHHOMN
JMCLUIUIMHBL, IPaBUI U HOPM OXpPaHbl TPyAa U TEXHUKHU O€30MaCHOCTH, CAHUTAPHBIX TpeOOBaHUN U
MIPaBUJI IMYHOW THTHEHBI,

3.2.11 uHdopMupyeT HaualbHHKAa OO0 HMEIOIIMXCS HEAOCTaTKaX B OOCIYXHBAaHUU IOCETUTEINEH,
MPUHUMAET MEPHI K UX YCTPAHEHUIO;

3.2.12 ocyuecTBaseT KOHTPOJIb 32 UCIIOJIHEHHEM Pa0OTHUKAMU YKa3aHUI HadaJbHHKA;

3.2.13 BBISIBISET HENOCTAaTKU B OOCITY)KMBaHWH, MOJTrOTaBIMBAET IPEAJIOKEHUS 00 YIydllIeHHUH
00CITy>)KUBaHMS;

3.2.14 npexncrapnsger NUCbMEHHbIE 00BACHEHUS MO0 TPEOOBAaHUIO HaYaJIbHUKA, IPYTUX MpeIcTaBUTENen
PYKOBOJICTBA Y HUBEPCUTETA, B T.4. OOBSICHEHUS NIPH COBEPIICHUH TUCIMILTMHAPHOTO MPOCTYIIKA;
3.2.15 crapmmii agIMUHUCTPATOp HE AOIMYCKAeT HAapyIIEHUH TPYAOBON AMCIUIUIMHBI, OCKOPOJIECHUN
WIA UHBIX (OpPM MPOSBICHUS HE YBAKUTEIBHOTO OTHOIICHUS K pabOOTHUKAM YHUBEPCHUTETA,
acnupaHTaM, JOKTOpaHTaM, CTyJIEHTaMm, CiylaTelsM, aOUTypueHTaM, TrOCTSIM YHHUBEpPCUTETa U
IIPOYMM JIMIAM, HAXOJAIIUMCS B Y HUBEPCUTETE.

4 TIpaBa ¥ MOJTHOMOYHS

Crapumnii aAMUHUCTPATOP UMEET IIPABO:

4.1 mosy4arb OT PYKOBOJOUTENEN M CIEHHAIUCTOB CTPYKTYPHBIX MOJIpa3JAeieHUN YHHUBEPCUTETA
uH(pOpMaIHIo, HEOOXOIUMYIO /ISl OCYIIECTBICHHUS CBOEH 1EATENIbHOCTH;

4.2 TpeboBaThb OT pYKOBOJCTBA YHHBEpCHUTETa OKa3aHHUS COACHCTBHS B MCIOIHEHUH CBOMX
JOJDKHOCTHBIX 00s13aHHOCTEH;
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4.3 naBaTh OO0s3aTenbHbIC [Js MCIOJHEHMs YyKa3aHUs M IOPYYCHMs: 3aBelyoLlell CTOJIOBOH,
MOWIIMKAM MOCY/IbI, YOOPIIUKAaM CTOJIOBOM, KOHTPOJIMPOBATH UCTIOIHEHHS YKa3aHHM.

4.4 OcywmecTBiaATh KOHTPOJIb IO OOECHEYEHHIO COXPAHHOCTU MAaTepHUalbHbIX LEHHOCTEH
paboOTHUKAMU CTOJIOBOH.

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

4.6 OcymecTBIATh KOHTPOJb, B IIOMEIIEHUH CTOJOBOM 3a COOMIOJEHHEM IpPaBUJ TEXHUKHU
0€30MacHOCTH M MHCTPYKLHUH 10 OXpaHe TPYAA, MPOTUBOMOXKAPHBIX M APYTUX MPABUJ, BO3JIOKEHHBIE
HAa 3aBEJYIOLIEro IPOU3BOJICTBOM.

5 OTBETCTBEHHOCTH

5.1 Crapmmii afMUHUCTPATOP HECET OTBETCTBEHHOCTD 33 KAYECTBO M CBOEBPEMEHHOCTD BBIIIOJHEHUS
BO3JIO’KEHHBIX Ha HETO HACTOSIIEH JTOJDKHOCTHON MHCTPYKITHEH 00sI3aHHOCTEH;
5.2 Crapmmii aIMHUHUCTPATOp HECET JIUCLUUIUIMHAPHYIO, MATE€PUAIBHYIO, a TaKkKe MHYI0
OTBETCTBEHHOCTb, YCTAaHOBJICHHYIO 3aKOHOAATeNbCTBOM Poccuiickoin @Penepaunn B Ciydasx,
YCTaHOBJIEHHBIX 3aKOHOAATENbCTBOM Poccuiickoir denepanuu, TpyIOBbIM JOTOBOPOM U HACTOSILEH
JOJDKHOCTHOW HHCTPYKLIUEH;
5.3 Crapmmii agMUHUCTPAaTOp HECET OTBETCTBEHHOCTh 3a HECBOEBPEMEHHOE M HEHaJJIeXkalllee
BBITNIOJITHEHHUE (JIMO0 HEBBINOJIHEHNUE) CBOMX JODKHOCTHBIX OOS3aHHOCTEH, a TaKKe MHbIE HapyIIECHUs
TPYAOBOM AMCLUIUIMHBL; 32 HECOONIO/IEHHE YCTAaHOBJIEHHBIX NMPaBWJI M HOPM TPYyJAa, OXpaHbl TPyAa,
TEXHUKU Oe3omacHocTH, YcraBa, llpaBuin BHYTpEHHEro TPYHOBOIO paclopsajka, TpeOoBaHU,
COJIEPIKAIIMXCS B APYTUX JIOKAIBHBIX aKTaX Y HUBEPCUTETA.

6 OrieHKa KauecTBa Tpy/ia

OreHka kadecTBa TpyJia OCYLIECTBISETCS HA OCHOBE:
- aHAJIM32a BBIMOJIHEHUSI TU1aHa paboThl MOApa3/eeH S,
- Pe3yJNbTaTOB IPOXOXKICHUS IMPOLEAYPHl aTTECTAlMU IIEPCOHANIA Ha MOATBEPXKACHUE 3aHUMAEMOM
JOJKHOCTH;
- pe3yJbTaTOB BHYTPEHHETO ayIUTa B paMKax MOAPA3ACIICHHUS;
- OT3BIBOB KOJIJIET U PYKOBOJUTEIIEH MTOAPA3ACICHUN Y HUBEPCUTETA.
7 I1opsiiOK BHECEHUSI U3MEHEHNH B IOJDKHOCTHYIO HHCTPYKIIUIO

7.1 BHeceHMe W3MEHEHHH U JIONOJHEHMM B JOHDKHOCTHYIO HWHCTPYKLHIO IPOU3BOJIUTCS B
COOTBETCTBUM C YCTAHOBJIEHHBIM IOPSIAKOM B JIOKYMEHTHPOBAaHHOM IpOLEAYpEe «YIPaBICHUE
JOKYMEHTaIE»

7.2 CTpaHuLa C TEKCTOM, IOJUIEKAIIMM HW3MEHEHHUIO, 3aMEHAETCS Ha HOBYIO WJIH TEKCT M3MEHEHUMU
BKJIEMBAETCS Ha TMOCJIEIHEH CTpaHMIIe JOJDKHOCTHOM uWHCTpyKuuu. HWHpopmanus o BHeceHUU
M3MEHEHUN BHOCUTCSA B JIUCT perucrpanuu n3MEHEHU.

COI'JTACOBAHO

[TpopexTop no PuCB I1.A. bBonenko
Hauansauk OK C.A. llrarep
PA3PABOTAHO

Hauansnuk OXO B.B. [Imutpues
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JOJIKHOCTHAS UHCTPYKIIUSA
3ABEAYIOHIEI'O CKJIAJIOM
1 O01mue noJoKeHus

1.1 Hacrosimas I0/DKHOCTHas MHCTPYKIMsS pa3paboTaHa B cooTBeTcTBUU ¢ IlocTaHoBieHueM
Muntpyna P® or 21 asrycra 1998 r. Ne 37 «O06 yrBepxknenun EaunHoro kanupuKarmoHHOTO
CIPaBOYHMKA JOJKHOCTEH PYKOBOAMTENEH, CIEIUATNCTOB U CIIYyXaluX», pa3aen «O01eoTpacieBbie
KBaJTM(UKAIIMOHHBIE XapAaKTEPUCTHUKU JIOJDKHOCTEH paOOTHHKOB, 3aHATBHIX HA MPEANPHUATUAX, B
YUPEKICHUAX U OpraHu3anusx» (¢ n3meHeHusmMu Ha 12.02.2014 r.)

1.2 3aBeayromnuii CKJIa0M OTHOCUTCS K KATETOPUH PYKOBOJAMUTEIb.

1.3 3aBepyromuii ckiiaJoM Ha3Ha4yaeTcs Ha JOJDKHOCTh U OCBOOOXAAETCS OT JOJDKHOCTU MPUKA30M
peKTOpa MO MPEACTABICHUIO HavyaJlbHUKA OT/AEJNA, COTJJaCOBAHHOMY C HayaJlbHUKOM YIIPaBJIEHUS IO
Pa3BUTHUIO U TPOU3BOJICTBY B COOTBETCTBUU C HOPMAaMHU TPYAOBOT'O 3aKOHO/IaTEIbCTBA.

1.4 3aBenyromuid CKJIaJA0OM B CBOEH JEATENbHOCTH MOJYUHSIETCS HAYAJbHUKY OTAENA U BBINOJIHSET
CBOM 00SI3aHHOCTH TOJI €r0 HETIOCPEICTBEHHBIM PYKOBOACTBOM.

2 KBanudukannoHnHeie TpeOOBaHUS

2.1 Ha 1omKHOCTh 3aBeIyIONIETO CKJIaI0M HazHavyaeTcs JUI0, UMEIoIIee cpeaHee TPodhecCHOHATBEHOE
o0Opa3oBaHHe U CTaX PAaOOTHI B JIOJDKHOCTH 3aBEIYIOMIErO CKJIAJIOM HE MeHee | roma wim cpelnHee
(monHOE) 061Iee 00pa3zoBaHue U CTaX PabOThI B JOHKHOCTH 3aBEYIOILIETO CKIaJ0M He MeHee 3 JIeT.
2.2 3aBeyronIuil CKIa0M B CBOCH JIEATETbHOCTH PYKOBOJCTBYETCSI:

- MPUKa3bl, YKa3aHUs, pacnopspKeHHs. MHCTpykuMM W Jpyrue HOPMATHBHO- PAaCIOPSAUTENIbHbBIC
JIOKYMEHTBI, PETJIAMEHTUPYIOIINE padoTy 3aBEAYIOIIETO CKIAI0M;

- IEUCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickon denepaunu;

- YcraBoM YHUBEPCUTETA,

- MPaBUJIaMH BHYTPEHHETO TPYI0BOTO pacnops/ika Y HIBEPCUTETA;

- MPUKA3aMH U PACTIOPSKEHUSIMU PEKTOpa Y HUBEPCUTETA;

- IpyTMMH JIOKaJbHBIMHU MPABOBBIMU aKTaMHU Y HUBEPCUTETA;

- MpaBWJIa y4eTa, JIBMKEHUS MaTepUaIbHBIX IIEHHOCTEH, HAXOSIINECS B TIOI0TYETE;

- mpaBuiIa 0OPMIICHHS COIPOBOAUTEIBHBIX TOKYMEHTOB Ha TOBap;

- MpaBWJIa IPOBEICHUS UHBEHTAPU3AIIH;

- IPaBWJIa U HOPMBI OXPaHbI TPYAa;

- TIpaBUJIa TEXHUKH O€30IaCHOCTH, MPOU3BOJICTBEHHONW CAaHUTAPUHM W TPOTUBOIOKAPHOW 3aIUTHI, U
CPEICTB ee 0OecreueHMs;

- HACTOSIIEN JTOJXKHOCTHON MHCTPYKIIUEH.

2.3 3aBenyromInii CKIAI0M JAO0JDKEH 61a0emb:

- TpaBWia OJKCIUTyaTallMd CAaHUTApHO- TEXHUYECKOTO OOOpYAOBaHUS U TMPUCIIOCOOJICHUM, HUX
YCTPONCTBO U HA3HAYEHUE;

- HaBBIKAMU BEJICHUS CKJIAJICKOTO XO3SIMCTBA;

- HaBBIKaMU OpraHU3alluu IpreMa U XpaHEeHUs1 MaTepUalbHbIX IEHHOCTEHN Ha CKIIaJIE;

- HaBBIKAMU TI0JIh30BaHUS MEXaHUYECKHUMH CPEJICTBAMH JIJIsl TIEPEMEIICHUS TPy3a.

3aBeAyIOIMi CKIaJ0M B CBOEH JeATEIbHOCTH PYKOBOJCTBYETCS:

- 3akoHoaaTenbCcTBOM Poccuiickoit denepanuu;

- YcraBoMm YHUBEPCUTETA;

- [IpaBritaMy BHYTPEHHETO TPYIOBOIO pacnopsika Y HUBEPCUTETA;

- IIpukazamu pekTopa Y HUBEpCUTETA;
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- PacnopsokeHusIMH, yKa3aHUSIMH HadajJbHUKA OTZAENa U BBIMOJIHAET CBOM OOS3aHHOCTH MOJ €ro
HETMOCPEACTBEHHBIM PYKOBOJACTBOM W HMHBIMM HOPMATHUBHBIMH M PACHOPSAIUTEIbHBIMU aKTaMHU
PYKOBOJICTBa Y HUBEPCHUTETA;
- HMucTpykmueil o Mepax TOXKapHOHW O€30MacHOCTH Ha TEPPUTOPHH, 3AaHUM M TOMEIICHUSX
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 JJomKHOCTHBIE 00S3aHHOCTH

3.1 OcHOBHBIMHU 33/1a4aMU 3aBEAYIOIIETO CKIAaIOM SIBISIFOTCSI:

- PykoBoaut pabotamu 1o comepikaHWIO, HAXOJIIMECS B MOAOTYETE, TEPPUTOPUH B HAJICHKAIIEM
TOpsIKE.

- KOHTPOJIb 32 COOTBETCTBHEM MaTEPHATBHBIX IICHHOCTEH COMPOBOANTEIHHBIM JOKYMEHTAM;

- Opranu3syert npoBefeHre YOOPKU U CIEIUT 32 COOJIIOIGHUEM YUCTOTHI BO BHYTPEHHUX MOMEIICHHUSIX
Y4eOHBIX KOPITYCOB Y MIPHJICTAIOIINX TEPPUTOPUN Y HUBEPCHUTETA, POIIH «3BE3TI0UKH.

3.2 JIns BBIMOJHEHHS YKa3aHHBIX 3a7a4 3aBEAYIOLIUIN CKJIaJI0M BBIMOIHSIET CIEAYIONIUE BO3IOKEHHbBIS
Ha HEro 00s3aHHOCTHU:

3.2.1 OcyiecTBisieT €XEIHEBHYI0 HWHCIEKIHI0O OOBEKTOB B TEKYIIEM pEXKHME Ha OCHOBAaHUU
TEXHOJIOTUYECKON JOKYMEHTAIINH, TPOBEPSET KAYeCTBO BBIOJHICMON paOOTEHI.

3.2.2 OcymiecTBiseT KOHTPOIb Y4eTa HalU4Msl HWMYIIECTBA, €ro HEJIOCTAaTKU U CBOEBPEMEHHYIO
MapKUPOBKY, TIPOU3BOIUT ITEPHUOTUICCKHI OCMOTP M COCTABIISCT aKThI HA €T0 CITHCAHUE;

3.3 IIpoBepsieT COOTBETCTBUE MaTepuaibHBIX IIEHHOCTEH, KOTOpBIE MOCTYMAlOT Ha CKIaf, C
COIPOBOTUTEIILHBIMH JIOKYMEHTAMHU;

3.3.1 [Ipou3BOAUT BBIAAYY MaTepUANBHBIX IIEHHOCTEH MO0 Mepe He0OXOIMMOCTH, COTTACHO TOJaHHBIM
3asiBKaM;

3.4 Opranu3yer XpaHeHUe MaTepPHalIOB M MPOIYKIIUH C LIETbI0 MPEIOTBPAICHHS UX TIOPYU U TIOTEPb;
3.5 PykoBoauT paboTOW MO MOTPYy3Ke, BHITPY3KE M PA3MEIICHUIO MOCTYMUBIIUX MaTepHAIbHBIX
[IEHHOCTE! BHYTPH CKJIaJa;

3.5.1 Bexaer y4yeT MaTepualbHBIX [ICHHOCTEH, HAXOASIIUXCS B MOJOTUETE, XPAHAIIUXCS HA CKIIAC;
3.5.2 IlpuHuMaeT yyacTre B IPOBEICHUU NHBEHTAPU3ALINH;

3.5.3 OGecneunBaeT NOCTOSHHBIA KOHTPOJIb 32 COXPAHHOCTb M COJEpPKAHUE B MCIPABHOM COCTOSIHUU
MaTepUaIbHBIX IIEHHOCTEH, HAXOSIIET0Cs B €ro BEJCHHH,

3.6 IlpencraBnsieT MUCbMEHHBIC OOBSICHEHHS MO TPEOOBAHUIO HaYaIbHHUKA OT/ENA, B T.4. 00BSICHEHUS
P COBEPILICHUU AUCHUTUTMHAPHOTO MPOCTYIIKA.

3.7 Y4acTByeT B INIaHUPOBAHUU PabOTHI OT/ENA.
3.8 KoHTponmupyeT BBIOJIHEHHUS TPABHII TPOTHUBOMOKAPHOH 0€30MacHOCTH.

3.8.1Co0mto1aeT ¥ HMCTHONHSAET TPEOOBaHUS, COAEpXKAIIMECS B TMpaBWIAX TEXHUKUA O€30MaCHOCTH,
MPOU3BOJICTBEHHON CaHUTApUU M IPOTHUBOIOKAPHOM 3alllUTHI, MPAaBWJIAX U HOPMAaX OXpaHbl TpyAa,
VYcraBe, mpaBuwiax BHYTPEHHETO TPYIOBOTO paclopsiika, IMpUKa3ax peKTopa, paclopsHKEHUSIX
HayaJbHUKA YINpPaBJIEHUS MO PAa3BUTUIO U MPOU3BOJCTBY UM HMHBIX JIOKAIbHBIX HOPMATHUBHBIX aKTax
VYHuBepcurera.

3.9 He nomnyckaeT: HapylIeHUH TPyJOBOH IUCIMIIIMHBI, OCKOPOJICHUN MIIM UHBIX (DOPM HPOSIBICHUSL
HE YBAKUTEJIBHOTO OTHOIIEHUS K paOOTHUKaM Y HUBEPCUTETA, aClIUpaHTaM, JOKTOPAHTaM, CTYAEHTaM,
CIIylIaTessM, 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(pOpMaIIKI0, 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 TNPOEKTaMU PEIICHUH pYKOBOJACTBA OpraHU3AlMM, KaCaloLIUMUCI €ro
NESITEIbHOCTH.
4.4 3HaKOMHUTBCS C JIOKYMEHTaMH, OMPEICNAIOIIMMU €ro mpaBa M OOS3aHHOCTH MO 3aHUMaeMOMH
JOJKHOCTH, KPUTEPUM OLIEHKU Ka4eCTBA MCIIOJHEHUS JOJKHOCTHBIX 00s13aHHOCTEH.
4.5 NHble npaBa, yCTaHOBJIEHHBIE IEUCTBYIOIIHUM TPYAOBBIM 3aKOHOIATEIBCTBOM.

5 OTBETCTBEHHOCTh

5.1 3aBenyromuii CKjazoM HECET OTBETCTBEHHOCTb 3a KAaY€CTBO U CBOEBPEMEHHOCTBH BBIIIOJIHEHUS
BO3JI0KEHHBIX Ha HETO HACTOSIIEH 10JKHOCTHON MHCTPYKIMEH 00s3aHHOCTEIH;
5.2 3aBenyromuil CKIa10M HECET AUCUMILUIMHAPHYIO, MAaTEpUaIbHYIO, @ TAKKE HHYIO OTBETCTBEHHOCTb,
YCTaHOBJICHHYIO 3aKOHOAArenbCTBOM Poccuiickoii @enepanyu B ClIydasX, YCTAHOBJIEHHBIX
3akoHomarenscTBOM Poccuiickoit denepanuu, TpyAOBBIM JOIOBOPOM M HACTOSILEH JTOJKHOCTHOM
WHCTPYKILIMEH;
5.3 3aBeayrouuil CKJIaJOM HECET OTBETCTBEHHOCTb 3a HECBOEBPEMEHHOE M HEHaJJIeXkallee
BBINOJIHEHUE (MO0 HEBBIIOJHEHHE) CBOUX TOJDKHOCTHBIX O0S3aHHOCTEH, a TakyKe MHbIE HapyIIECHUS
TPYJAOBOW JMCUMILIMHBL;, 32 HECOOJIIO/IEHNE YCTAaHOBJIEHHBIX NMPAaBUI U HOPM Tpyna, OXpaHbl TpyJa,
TEeXHUKH 0€30MacHOCTH, POU3BOICTBEHHON CAaHUTAPHM U MPOTHBOIIOKApHOHW Oe30macHOCTH, Y CTaBa,
[IpaBus1 BHYTpEHHEro TPYAOBOIO pacHopsKa, TPEeOOBaHUM, COAEpKAIIMXCS B JIOKAJIBHBIX aKTax
VYHuBepcurera. 6 OreHKka KauecTBa Tpyaa
OneHka KayecTBa Tpy/Ja OCYILECTBISIETCS Ha OCHOBE:!
- aHAJIM3a BBIMOJIHEHUSI TU1aHa paboThl MOApa3/IeeHHMS;
-pe3yJbTaTOB IMPOXOXKIACHUS IPOLEAYPHl ATTECTAMM IIEPCOHANIA HA TMOATBEPXKACHHUE 3aHMMAcMOU
JOJKHOCTH;
- pe3yJbTaTOB BHYTPEHHETO ay/INTa B paMKax MOAPA3IACIICHHUS;
- OT3BIBOB KOJIJIET ¥ PYKOBOJUTEIIEH MTOAPA3ACICHUN Y HUBEPCUTETA.

7 I1opsiiOK BHECEHUSI U3MEHEHUH B IOJDKHOCTHYIO HHCTPYKIIUIO
7.1 BHeceHMe W3MEHEHHH U JIONOJIHEHMM B JODKHOCTHYIO HHCTPYKLHIO IPOU3BOJIUTCS B
COOTBETCTBUM C YCTAHOBJIEHHBIM IIOPSAKOM B JIOKYMEHTHPOBAaHHOM MpoLEeaype «YNpaBIeHUE
JOKYMEHTaIuen»
7.2 CTpaHuna ¢ TEKCTOM, MOJJIEKAIUM H3MEHEHUIO, 3aMEHSIETCS Ha HOBYIO HJIM TEKCT U3MEHEHHI
BKJICMBAe€TC HA TMOCJIEIHEH CTpaHMLe JOKHOCTHOW HWHCTpyKuMu. HHpopmanus O BHECEHHUH
M3MEHEHUH BHOCUTCA B JIMCT perucrpanuy n3MeHEHM.

COTI'JTACOBAHO

ITpopexTop no PuCB II.A. bonenko
Hauvaneauk OK C.A. Urarep
PA3PABOTAHO

Hauvansauk OXO B.B. Imurpues
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JOJKHOCTHAS UHCTPYKIIUSA
CTOJISAPA OTAEJA
1 OO01wue moJI0KEHNUA

1.1 JlommxHOCTB cTosisipa oTAena (Janee — croisip) PenepaabHOro rocy1apCTBEHHOIO OHOIKETHOTO
00pa3oBaTENBHOIO YUPEKICHHUS BhICIIEro 0O0pa3zoBanus «VpKyTCKUil rocyJapcTBEHHBI YHUBEPCUTET
nmyTeil cooOIeHus» (Jajiee 10 TEKCTY - Y HUBEPCUTET) OTHOCUTCS K KaTErOpHH pabouuXx.

1.2. Ctonsip Ha3HAYaeTCsA HA JJOIHDKHOCTh U OCBOOOXKIAETCS OT Hee MPUKA30M PEKTOpa B COOTBETCTBUHU
C TPYAOBBIM 3aKOHOJATeIbCTBOM P® 1o nmpeacraBieHno HayaabHUKA OTAENA.

1.3. Cronsap moguuHsieTcss HauYaIbHUKY OTAena. PaboTaer mox HEMOCPeACTBEHHBIM PYKOBOICTBOM
KOMEH/IaHTA.

Hacrosimas nomkHocTHas MHCTpYKIUs paspadortana B coorBerctBuu ¢ ['OCT P 7.0.97-2016r. u B
COOTBETCTBUHU C mpukazoM Mun3apascoupasButus Poccum ot 29.05.2008r. Ne 248 ¢ usMm. oT
12.08.2008r. «O0 yTBepkIeHUU NPOPECCHOHATBHBIX KBATHU(PHUKAIIMOHHBIX TPYII O0OMIEOTPACIEBBIX
npodeccuit padbounxy».

2 KBanudukanuoHHble TpeOOBaHUs

2.1 Ha nomKkHOCTB CTONIsIpa Ha3HAYAETCsl IO, MMEIoIIee CpeHee MpodeccnoHaIbHOe 00pa3oBaHue U
CTaXX pabOTHl MO CHELUATbHOCTH HE MEHee 3-X JIET; J0JDKEH UMETh JIONYCK IpH paboTe C pydHBIM
ANEKTPOMHCTPYMEHTOM 110 2 TPYMIIE 3JIEKTPOOE30I1aCHOCTH.
2.1 CToJisip TOIKEH:
22.1. 3HATHb U COBJIFOHATH: ocHOBHbIE CBOWMCTBA JIPEBECHHBI; BHABl U Ha3HAYCHUE
JiecoMaTepuasoB; YCTPOMCTBO U CIOCOOBbI 00pabOTKH JIPEBECUHBI; CIIOCOO M3TOTOBIICHUS CONPSKEHUN
1 cOOpPKH AJIEMEHTOB CTOJISIPHBIX M3JIEIHMN.; CIIOCOOBI 3aJIeIKU OTAEIbHBIX MECT JPEBECUHBI; CIIOCOOBI
NPUTOHKH, HABECKM CTOJSIPHBIX M3JA€IMHA; MpaBuia oOpamieHuss ¢ 3JIeKTpUPULIUPOBAHHBIM
MHCTPYMEHTOM; NpaBuja MEepeMEIICHHs] U CKIAAUPOBaHMs TPY30B MaJIoil Macchl; MpaBuia U HOPMBI
OXpaHbl TPyJa; MpaBWJIa TEXHUKU O€30MACHOCTH M IMPOTHBOIOXKApHOM 3amuThl; Yctas, [IpaBuna
BHYTPEHHET0 TPYA0BOT'0 paclopsIKka U NHbIE JIOKAJIbHbIE HOPMAaTUBHBIE aKThl Y HUBEPCUTETA.
222 BJIAJIETD: naBbIKaMHU BBITTOJHEHHSI CTOJISIPHBIX paboT.
B cBoeil 1eqaTenbHOCTH CTOSP PYKOBOOCMEYemcsi:
- IpaBUJIAMH OXpPaHbl TPyAa IIPH IKCILTyaTalluu JIEKTPOMHCTPYMEHTA;
- YcraBoMm YHuBepcurterta, [IpaBuiiaMu BHYTPEHHErO TPYIOBOTO Paclopsiika Y HUBEPCUTETA.
- IPUKa3aMU PEKTOpa YHHUBEPCUTETA.
- pacmopsDKEHUSMU M yKa3aHUSMU HaudalbHUKA AJMUHUCTPATUBHO-XO3SHCTBEHHOIO YIPAaBJICHUS,
Ha4aJIbHUKA OTJZI€]a U UHBIMM HOPMAaTUBHBIMU U PACIIOPSIANTEIbHBIMU aKTaMU Y HUBEPCUTETA.
- HACTOSIIEH TOJPKHOCTHOM MHCTPYKIIUEH.

3 JIomKHOCTHEIC 00SI3aHHOCTH

3.1 OCHOBHBIMHM 3a/1a4yaMy CTOJISIPA SIBJISIOTCS:

- BBINIOJJHEHHE PEMOHTHBIX CTOJSIPHBIX pabOT B MOMEIIEHUSAX U Ha MPWIETAIOIIMX TEPPUTOPUIX
YHusepcurera.

Jlis oCylIecTBIIEHUSI YKa3aHHBIX 3aJlad CTOJIAP BBINOJHSET CJEAYIOIINE BO3JIO)KEHHbIE HAa HETo
0053aHHOCTH:

3.2. BeInoiHseT 3asBKU OT OTAENOB (PEMOHTHPYET 3aMKH, JBEPHbIE PYUKU, MeOellb, YCTaHaBIUBAET
KpENexXHYI0 QypHUTYPY; PEMOHT JIBEPHBIX OJIOKOB);

3.3. Bemomnnsier paboTsl ¢ 3IEeKTpUUIUPOBAHHBIM HHCTPYMEHTOM (3JIEKTpoApenb, mepdoparop,
IIYPYIOBEPT, JIEKTPOHOXKIAK, IJIEKTPOPYOAHOK );

3.4. CoOmrolaeT TEXHUYECKHE YCIOBUA O 00paboTKe nerasei, BlageeT OCHOBHBIMU TpHEMaMH
paloThI P CTPOTAHUM U 3aUUCTKE JIeTaNICH;

3.5. BbInonHsAeT U3roTOBJIEHNE U PEMOHT X03SHCTBEHHOTO HHBEHTAPS;




PRy OTBETCTBEHHOCTh DYKOBOICTBA
ol

30

nPrync [TonoxxeHue 00 oTAelIe XO3IHCTBEHHOTO 00eCIIEUeHNS

3.6. BeInosiHsAeT 10 3aJJaHUI0 CIEAYIONIME paOOThl: YCTAHOBKA JBEPHBIX MPUOOPOB C MPUTOHKOM 110
MecTy ( pOJTUKHU JBEpHBIC C TUTAHKAMU, 33/IBHKKU MOTIEPEUHBIC; CKBO3HBIE IITTHHTANICTHI, ()paMy>KHBIC
npuOOpBI, 3aMKU C TOBOPOTHOW PYYKOW M T.I ) ;YUCTYIO OCTPOXKKY (BPYUHYIO) JIECOMAaTEpUaJOB,
BBIOOPKY 1a30B, TpeOHEll, YeTBepTe, MOCTAaHOBKY MIKAHTOB ; MPUTOHKY U HABECKY JBEPHBIX MOJOTEH;
W3rOTOBJICHHE BPYYHYIO U YCTAHOBKA IMPSIMOJMHEHHBIX CTOJSPHBIX TAr; PEMOHT IIOJIOB U3 JOLIATHIX
IIOKPBITUM M JIMHOJIEyMa.

3.7. BpIonHsAeT PEMOHT W pecTaBpauuio MmeOenu (1moxdop, HMOArOHKA M KpEIUIeHHWE JIUIEBOH
(bypHHUTYpBI, 3epKall, CTEKJISTHHBIX JBEPOK U MOJIOK B OTJCIIAHHON MeOeIn).

3.8. Cobmogaer U ucnojHseT TpeOoBaHUA, COAEpXKalluecs B NPaBUIIaX TEXHUKH O€30IacHOCTH,
MIPOU3BOJICTBEHHON CaHUTAPUHM W TPOTHBOINOXAPHOW 3aIlIMTHI, MPAaBWIIaX W HOPMAax OXpaHbl Tpyna,
VYcrage, [IpaBuiax BHYTPEHHEro pacHopsijika; IpUKa3ax  PpeKTopa M HHBIX JIOKAJIbHBIX aKTax
YHuBepcurera;

3.9. CBOeBpeMEHHO M3BELaeT HAaYaJbHHKA OT/ENa O HEBO3MOXHOCTH 10 YBAXKUTEIbHBIM INPUYMHAM
BBITIOJIHUTh OOYCIIOBJIIGHHYIO TPYAOBBIM JOTOBOPOM, JOJDKHOCTHOW WHCTPYKIMEH U JIPYTUMHU
JIOKAJbHBIMU TPAaBOBBIMM aKTaMH YHHBepcuTeTa paboTy, B T.4. BbI3BAaHHOM BPEMEHHOMN
HETPYAOCIOCOOHOCTBIO;

3.10. IlpeacraBisier NUCbMEHHbIE OOBSICHEHUS IO TPeOOBAHMIO HayalbHHKA OTJENa, B TOM YHUCIIE
OOBSICHEHUS TIPH COBEPIICHUH JTUCIUITMHAPHOTO MPOCTYIIKA;

3.11. He nomyckaer: HapylIeHUH TPyIOBON JUCHUIUIMHBL, OCKOPOJIEHUS WIH UHBIX (JOPM HPOSIBICHUS
HEYBaXHUTEIHHOTO OTHOIICHHUS K PAOOTHUKAM U IIPOYMM JIMIAM, HAXOAAUIMMCS B Y HUBEPCHUTETE.

4 TIpaBa ¥ OJIHOMOYHUS
Cmossap umeem npaso:

4.1. BHOCUTB NpPEJIOKEHUSI U 3aMEUYaHus MO BOIPOCAM YIYUYIIEHHUS JIEATeIbHOCTU Ha MOPYYEHHOM
y4acTke paboThI;
4.2. Ilony4yaTh OT AOMKHOCTHBIX JIUIl B YCTAHOBJICHHOM MOPSAKE MaTepHallbl, 3asBKH, JOKYMEHTHI,
HEOOXOAMMEIE JIJIS BEIITOIHEHHUS TOJDKHOCTHEIX 00S3aHHOCTEH.
4.3. Ilony4yaTh OT AOMKHOCTHBIX JIUIl B YCTAHOBJICHHOM MOPSAKE MaTepHallbl, 3asBKH, JOKYMEHTHI,
HEOOXOIMMEIE JIJIS BEIIIOJIHEHHUS CBOUX JIOKHOCTHEIX 00S3aHHOCTEH.
- HEBBINOJIHEHHWE MPUKA30B, YKa3aHUM, pPACHOPSIKEHUM M NPEINUCAHUM  BBIILIECTOSIIUX U
KOHTPOJIUPYIOIINX OPTaHOB.

6 O1eHKa KauecTBa Tpy/a

6.1 OueHka kadecTBa TpyAa OCYILIECTBIIAETCA HA OCHOBE:!
- aHAJIN3a BBINOJIHEHMSI IU1aHa paOOTHI MOApa3eIICHMS,;
- pe3yabTaTOB MPOXOXKAEHUS MPOLEAYpbl aTTECTALlMK IEPCOHA]a Ha IMOATBEPXKICHHUE 3aHUMaceMOMN
JOJKHOCTH;
- pe3yJIbTaTOB BHYTPEHHETO ayANTa B paMKax IOAPAa3/IEICHHUS;
- OT3BIBOB KOJIJIET ¥ PYKOBOJMTEIIEH MTOAPA3ACIICHNNA Y HUBEPCUTETA.
7. IlopssioK BHECEHMSI U3MEHEHHUH B TOJKHOCTHYIO MHCTPYKIIUIO

7.1. BHECEeHHE N3MEHEHUI U JOMOJHEHUH B IOJPKHOCTHYIO MHCTPYKIMIO IPOU3BOJUTCS] B COOTBETCTBUH
C YCTaHOBJIEHHBIM MOPAIKOM B JIOKyMEHTHpPOBaHHON MpoLeaype «YpaBiaeHHe TOKyMEHTauen».

COI''TACOBAHO
ITpopexTop no PuCB II.A. Bonenko

Hauansauk OK C.A. llrarep




CucremMa MEHEDKMEHTA KAUeCTBA
OTBETCTBEHHOCTh DYKOBOCTBA

NeI1.340103.03.8-2023

31

MPIYynC

[Tonoxxenue 06 oTnemne X03sWCTBEHHOTO 00eCTICUeHHS
PA3PABOTAHO
Havaneauk OXO B.B. [Imutpues
JIMCT 03HAKOMJICHUA
Ne
1/ OUO JloKkHOCTD [Toanuce Jata




32
OTBETCTBEHHOCTh PYKOBOJICTBA

nPrync [TonoxxeHue 00 oTAelIe XO3IHCTBEHHOTO 00eCIIEUeHNS

JOJJKHOCTHAS UHCTPYKIUA
YBOPIIUKA CJIYKEBHBIX IOMEIIEHU
1. OOurue MoJI0XKEHUSA

1.1.  JlomwkHOoCTh yOopHMKa CHIyXeOHBIX moMemeHud (mamee yoopmuk) DeaepaabHOTO
rocyJapCTBEHHOTO OIOJIKETHOTO 00pa30BaTEIbHOIO YUPEKIeHUs BbIciiero oopazoBanus «pkyrckuit
rOCy/1IapCTBEHHBI YHUBEPCUTET ITyTeH COOOIICHUS» OTHOCUTCS K KaTeropuu pabouux.

1.2. YOopmuk mOpUHUMAETCS U OCBOOOXKIACTCS OT 3aHMMAEMOHN JIOJDKHOCTH MPHKA30M PEKTOpa
YHuBepcurera 1o MpeACTaBIeHUI0 HayallbHHUKA OT/eNa.

1.3. YOopmuk npu BEITOTHECHHH CBOUX 00s13aHHOCTEH TOUHHSICTCS HAYaIbHUKY OT/ela.

1.4. Hacrosimmass AOMKHOCTHAsT MHCTPYKIMS —pa3paboTaHa Ha OCHOBE KBATH(PHKAIMOHHOTO
CIIPaBOYHUKA JOJDKHOCTEH PYKOBOJIWTENEH, CHEIUATUCTOB W JPYrHUX CIYKAllUX, YTBEP)KICHHOTO
[TocranoBinennem Muntpyaa Poccun ot 21.08.1998r. Ne37 (pen. ot 12.02.2014r.)

2. KanudukanmoHasie TpeOOBaHHS

2.1. Ha pomkHOCTh YyOOpLIMKA CIY)KEOHBIX HOMEIIEHHMH  MOXeT ObITh Ha3HA4YeHO JHLO 0e3
npeabsBICHNs TPeOOBaHUH K 00pa30BaHMIO U CTaXy pPaOOTHI.

YOopuuK T0KeH:

2.2 3HATb U COBJIIOAATD: Koucrurymuto Poccuiickoit ®Pepepannun; VYcras, [IpaBuna
BHYTPEHHEI0 pacropska U UHbIE JOKAJIbHbIC HOPMATUBHBIE aKThl Y HUBEPCUTETA; MPaBUiIa U HOPMbI
OXpaHbl TPYy/la, TEXHUKHU 0€30I1aCHOCTH, IPOU3BOICTBEHHON CAaHUTAPUU U ITPOTUBOIOKAPHOM 3aIUTHI;
Ha3HAUYE€HUE M KOHLEHTPALMIO AC3MH(DUUUPYIOIIMX M MOIOLMX CPEJICTB, MpaBUia 3KCILTyaTaluu
CaHUTAPHO-TEXHUUYECKOTO 000pYyI0BaHHUSI.

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

C Ie3UHQUIMPYIOMKUMHU U MOIOIIMMHU CPEICTBAMHU.

2.2.3. Yoopuuk B cBOei paboTe pyKOBOJICTBYETCS:

2.2.4. Hacrosuie JOMIKHOCTHOM HHCTPYKLIUEH.

3. lomkHOCTHBIE 00SI3aHHOCTH

3.1. OcHOBHOI1 3a7auelt yOOpIMKa SBISIOTCA: - TIOCTOSHHO MOJIEPKUBATh YUCTOTY Ha 3aKPEIJICHHOM
32 HUM y4acTKe.

3.2. JIns BBITIOJTHEHUS BO3JIO’KEHHBIX HAa HETO 3371a4 YOOPIIIUK BBITTOIHSIET CJICIYIONTNE 003aHHOCTH:
3.2.1.1Ipou3BoAMT BIaXHYK YOOPKY NOMEIIEHUH ¢ MPUMEHEHHEM MOIOIIUX U JIe3UH(UIHMPYIOLUIX
CPEICTB;

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

3.2.3. [Ipou3BoaAUT yAaJgeHHE IbUIH ¢ MEOENIN, KOBPOBBIX OKPHITUI HE MEHEEe OJJHOTO pa3a B HEJEIIO.
3.2.4. [Ipon3BoauT MOWKY MaHeNel, ABepe, mkadoB HE MEHee OJTHOTO pa3a B MECSII.

3.2.5. IIpou3BOAUT pacCTaHOBKY ypH Ul MycOpa, UX OYUCTKY U JAe3UH(UIIUPOBaHHE.

3.2.6. CaMOCTOSITEIBHOTO BEIHOCUT COOpaHHBIM MycOp B KOHTEHHEpP OOILEro MoJIb30BaHNUS.

3.2.7. Ctporo cobiogaeT pacnopsiioK AHs, TpeOOBaHUS TPYIOBON JUCHUIUINHBL.

3.2.8.Cobmro1aeT ¥ WCIONHIET TPeOOBaHUA, COJAEpXKAIIMECs B MpaBUaX TEXHUKH O€30MacHOCTH,
MIPOM3BOJICTBEHHOW CAaHUTAPUU M MPOTUBOMOXKAPHOM 3aIIWTHI, MPaBUIaX W HOPMaX OXpPaHbI TpyHa,
Ycrage, [IpaBuiiax BHYTPEHHETO paclopsiaKa.

3.2.9. CBoeBpeMEHHO B MHUCHMEHHOHW (opMe HU3BEHIaeT HadalbHUKA OTJENa O HEBO3MOXKHOCTH IO
YBOKUTEIGHBIM TPUYMHAM BBIOJHUTH OOYCIIOBIICHHYIO TPYIOBBIM JIOTOBOPOM, JTOJKHOCTHOM
MHCTpYKLKEH paboTy, B TOM YHCIIE BBI3BAHHOW BPEMEHHON HETPYZA0CHOCOOHOCTHIO.
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3.2.10. IIpencraBiseT NMUCbMEHHBIE OOBSCHEHHsI 1O TPeOOBAaHWIO HayalbHUKA OTIEIa, B TOM YHCIE
OOBSICHEHUS TIPU COBEPIICHUH JUCIUILTUHAPHOTO MPOCTYIIKA.

4. IlpaBa ¥ MOTHOMOYUS

4.1.YO0piuK UMeeT MpaBo:

- TpeOOBaTh OT HAaYAJIbHUKA OT/EJIa YETKOTO 3aKPEIICHUS IOCTOSIHHOTO y4acTKa padoT;

-TpeboBaTh BBIJAYy WHBEHTApS, MOIOIIUX M YHCTAIIUX CPEACTB; OCCILIATHYIO BBIIAYY CIICHIOACIKIBI B
COOTBETCTBUH C THIIOBHIMH HOPMaMHU.

- TpeOoBaTh OT paOOTHUKOB, MPEMOIaBaTeNIeH U 00YIaIOLIMXCSI MOICPKAHUS FJIEMEHTAPHOW YUCTOTHI.

5. OTBETCTBEHHOCTD

5.1. YOopmuk HeceT AUCUUIUIMHAPHYIO, MaTe€pHalbHYIO, a TaKXE€ WHbIE BHJIbl OTBETCTBEHHOCTH,
YCTaHOBJICHHBIE 3aKOHOATeNbCTBOM P®D U B Cilydasx, yCTaHOBJIEHHBIX 3aKOHOM, TPYIOBBIM JIOTOBOPOM
Y HAaCTOSIIEN MHCTPYKLIMEH;

5.2. YOopmMK HeceT OTBETCTBEHHOCTh 32 HECBOCBPEMEHHOE M HEHaJyIeXkalllee BbINOJHEeHUe (1100
HEBBINOJHEHUE) CBOUX OOSA3aHHOCTEH, a Tak)Ke WHbIE HapYyLIEHUs TPYIOBOM AMCLUMILIUHBI, 3a
HECOOJII0JIeHHEe NpaBWJl U HOPM TpPYZAa, OXpaHbl TPyJa, TEXHUKU OE€30MAaCHOCTH, MPOU3BOJCTBEHHOU
CaHUTApUU U MPOTHUBOIIOXKAPHOW Oe3omacHocTH, YcraBe, [IpaBui BHYTpEeHHEro pacnopsjika,
TpeOOBaHUH, COIEPKAILNXCS B IPYTUX JIOKAIbHBIX HOPMATUBHBIX aKTaX Y HUBEPCUTETA.

6. OueHKa KauecTBa Tpyaa

Onenka kauecTBa Tpy/la OCYILECTBISETCSI HA OCHOBE:

- aHAJIN3a BBINOJIHEHMSI IU1aHa paOOTHI OAPa3eICHMS;

- pe3yibTaTOB IPOXOXKIAEHUS MPOLEAYpbl aTTECTAllMM IEPCOHAa Ha IOATBEPXKACHHE 3aHMMAEMOMN
JOJKHOCTH;

- pe3yJIbTaTOB BHYTPEHHETO ayAUTa B paMKaXx IOAPa3IEICHHUS;

- OT3BIBOB KOJIJIET U PYKOBOJMTEIIEH ITOAPA3ACICHNNA Y HUBEPCUTETA.

7. IlopsinOK BHECEHHSI N3MEHEHUN B IOJDKHOCTHYIO HHCTPYKIIUIO

7.1. BHECEeHME U3MEHEHM U TOIIOJIHEHUH B TIOJDKHOCTHYIO HHCTPYKIIMIO IPOU3BOAMTCS B COOTBETCTBUU
C YCTaHOBJICHHBIM NOPAJIKOM B JIOKYMEHTHPOBAHHOM IIPOLEAYpE «Y IPABICHUE TOKYMEHTALUEH)

COI''TACOBAHO

[TpopexTop no PuCB I1.A. bBonenko
Hauvaneauk OK C.A. Urarep
PA3PABOTAHO

Havansank OXO B.B. [Imutpues
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