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00 oTAeJie KAaAPOB H 1eJIONPOH3BO/ACTBA
1. O6mue moJ1oKeHus
1.1.Otnen xaapoB U JAENONPOM3BOACTBA (Jajiee - OTAeN) SBISETCS

CTPYKTYPHBIM NoApa3zeneHueM (enepanbHOro rocyJapcTBEHHOTO OHOIKETHOrO
oOpa3zoBaTeNbHOrO  y4dpexieHuss  Bbicuiero  oOpasoBaHus  «MockoBcKas
rocyapcTBeHHas XYJ105K€CTBEHHO-ITPOMBILLIJIEHHAS aKaJeMus
uM.C.I'.CtporaHoBay (nmanee - akajgeMus)) U IOAYMHSETCA IMIPOPEKTOPY IIO
KOMIIJIEKCHOM ©€30macHOCTH U YHpPaBICHUI0 HH(QPACTPYKTypOH U pPEKTOpY
aKaJIeMHUH.

1.2. OTzen co3maercs ¢ Leblo 00ecreueHus AesITeIbHOCTH aKaJeMHUH:

KOMIUIEKTOBaHUs  paboTHUKaMM, pa3pabOTKM  KaJApOBOH  IOJIMTHUKH,
COOJIIO/IEHUsI TIpaB, JIbIOT U rapaHTUil paGOTHUKOB, BeICHUs €JIO0NPOU3BOJICTBA B
COOTBETCTBUH C 3aKOHO/aTeNIbcTBOM Pocculickoil Mdenepauuu;

OpraHu3alldy ydyeTa U OpOHUPOBAHUS BOEHHOOOS3aHHBIX;

OpraHu3alu JOKyMeHT0000poTa;

apXMBHOI'O XPAHEHUs IOKYMEHTOB.

1.3. HavanpHUK OTJena Ha3HadaeTcs M OcBOOOXKJaeTcsi OT JO/KHOCTH
MPUKa30M peKTopa akageMuu. PaGoTHUKY OTAena Ha3HA4YalTCsa U 0CBOOOKIat0TCH
OT JOJ/DKHOCTH IPUKA30M PEeKTopa akaJeMHH II0 INPEeICTaBICHUI0 HavajlbHUKA
oTzena.

1.4. B cBoeil AesaTeNbHOCTU OT/IE] PYKOBOACTBYETCS:

Koncturynuei Poccuiickoit ®enepaumu;

TpynoseiM kogexcoMm Poccuiickoit Menepanuy,



DenepansHeIMU 3aKoHaMU Poccuiickoit @enepaiumy;

Ykazamu u pacnopspkeHusimu [Ipesunenrta Poccuiickoit @enepanmuu;

NMOCTAHOBJIEHUSIMH M pacnopsbkeHusimu  [IpaBurensctBa  Poccuiickoi
Denepanuu;

['OCT P 7.0.97-2016 HaunonansHsiii crangapt Poccuiickoii ®enepanum;

HOPMaTHBHBIMH aKTaMH, pa3paboTaHHBIMU U yTBEPXKIEeHHBIMU PocapXuBowm;

MEePEeYHsSMH THIIOBBIX YIPaBIE€HYECKUX apXUBHBIX JJOKYMEHTOB;

NpaBUJIaMU BEJIEHUS U XPaHEHHUS TPYIAOBBIX KHHXKEK;

MHCTPYKLHEH I10 3alI0JIHEHHUIO TPYAOBBIX KHUXKEK;

YCTaBOM aKaJIeMHH;

JIOKaJIbHBIMUA HOPMATUBHBIMH aKTaMU aKaJIeMHH;

HACTOSIILIUM TOJIOXKEHUEM.

1.5.Otnen npumeHsier B cBoeil paboTe coBpeMeHHble WH(GOPMAaLUOHHEIE
TEXHOJIOIMH JIJ1si pabOThI ¢ KaJjpaMu, CpeCTBa B3aUMOEHCTBUS U CBS3H.

2. Crpykrypa otaena

2.1. CTpyKTypy ¥ KOJMYECTBO INTATHBIX €IUHHUI] OTHEA YTBEPKIAET PEKTOP
aKaJIeMuHu.

2.2. PyKOBOACTBO OTAEJIOM OCYIIECTBISIET Ha4yaJbHUK OT/EeIa, KOTOPBIH
TIOJYMHAETCS HENOCPEICTBEHHO MPOPEKTOPY MO KOMIUIEKCHOH 0e30MmacHOCTH H
yIpaBIeHUIO0 UHPPACTPYKTYPOH U PEKTOPY aKaJIeMHH.

2.3. PaGoTHUKY OT/eNa NOJYHHSIOTCS Ha4aJbHUKY OTAeNA.

3. OcHoBHBIE 3212491

3.1. OcHOBHBIE 3aa4U OTIENA:

COBEPIIEHCTBOBAaHUE ITPOLECCOB YIIPABJIEHUs [1E€PCOHAIIOM;

nonbop, orbop, mpueM Ha paboOTy U paccTaHOBKA KaJapoOB, NEpeMelleHHe U
yBOJIbHEHHE pabOTHUKOB NP HENOCPEACTBEHHOM YYaCTUH PEKTOpa, IPOPEKTOPOB
¥ PYKOBOAUTENEN CTPYKTYPHBIX MOApa3/ie/IeHHd akaeMuu;

y4eT KaJIpoB;

co3[aHue pe3epBa KaJpoB I BbIJBUKEHUS HA BBIILIECTOSAIINE JOJDKHOCTH;

BEJIEHHE KaZpOBOT0 JIEJIONPOU3BOCTBA;

OCYIIIECTBJICHHE BOMHCKOTO yuyeTa U OpOHMpOBaHUs TpaxkiaH, MpeObIBalOIIUX
B 3arace;

obecnieyeHue npas, JIbrOT ¥ rapaHTUi pabOTHUKOB aKaeMHH;

KOMITJIEKTOBaHHE apXHBa JOKYMEHTaMH;

y4deT U obecrieyeHne COXpaHHOCTH JOKYMEHTOB;

MCIIOJIb30BAaHHME XPAHALIUXCS B apX1BE JOKYMEHTOB.

4. DyHkoum

B ¢yHkuuu otaena BXOAUT:
4.1. Onpenenenne U pa3paboTka KaJpoBOM IOJUTUKUA W CTpaTerud B



COOTBETCTBHH C HAMPABICHUEM JEATEIIbHOCTH aKaJeMHUH.

4.2. ©opMHUpOBaHHE LUTATHOTO PACIIUCAHUS aKaJIeMUH U ee (UITHATIOB.

4.3. Onpenenenue TeKyuiei noTpeGHOCTH B Kapax.

4.4. Tlon6op KBaATUGUUHPOBAHHBIX CIIELIAATHUCTOB ITyTEM:

UH(pOpPMHUpPOBaHUS pabOTHUKOB aKaJeMHH 00 UMEIOIIMXCH BaKaHCHSIX;

pasMeIleHHs B CPeACTBAaX MaccoBOM HHMOpMaLuK 0OBABICHHM O BaKAaHCHUSX;

oOpallleHHs B OpraHbl Cy>XObl 3aHATOCTH;

B3aUMOJEHCTBUSA C APYTUMH 00pa30BaTeIbHBIMH OPraHU3aIHsAMH.

4.5. KoMiiekToBaHue akaJleMUud HeoOXOIUMBIMH KapaMH B COOTBETCTBHH C
LeJsAMU, CTpaTeruedl U MpoduieM akaJeMHUH, U3MEHSIOUIMMUCS BHEIIHUMH |
BHYTPEHHHMHU YCIIOBHSIMHU €€ JeATEIbHOCTU B COOTBETCTBHH C KPUTEPHUSIMHU 0TOOpa
Y OLIEHKOM HaHMMAaeMOoro NepcoHasaa B TOM YUCIIe:

nepeMeleHrne paboTHUKOB BHYTPH aKaJleMHUH;

npueM Ha paboTy HOBBIX paOOTHHUKOB.

4.6. lokymeHTanpHOe OQOpMIIeHHe TMpHeMa, TIepeBoJa U YBOJBHEHUS
pabOTHUKOB B COOTBETCTBHM C TPYHOBHIM 3aKOHOJATENILCTBOM - O(opMIIEHHE
TPYAOBBIX JOrOBOPOB ¢ pabOTHUKaMM, JOMOJHUTENbHBIX COTJIAIEHHH K HHM,
MOATOTOBKA MPOEKTOB MPUKA30B 10 JIMYHOMY COCTaBy U OCHOBHOM A€SATEIBHOCTH
aKaJIeMHUH, 3all0JIHEHHUE IOKYMEHTOB paOOTHUKOB.

4.7. Benenue paboTsl ¢ TpyJOBBIMU KHH)KKAMH, B TOM YHUCJIE IPUEM TPYIOBBIX
KHMXXEK OT IPUHUMAEMBIX Ha paboTy pabOTHUKOB, UX YUYET, XpaHEHHUE, 3aM0JIHEHHUE,
a Tak>Xe BblJlaya IpY MPEeKPaALLEHUH TPYAOBBIX OTHOLIECHUH.

4.8. YueTr TM4HOTro cocTaBa IyTeEM COCTABJICHHUS PAa3IUYHOTO BHIa OTUETOB.

4.9. CocraBnenue rpauKkoB OTIYCKOB, O(OpMIeHHe TMPUKA30B O
[IpelOCTaBI€HUA pabOTHUKAM pa3jM4YHBIX BHUJIOB OTIIYCKOB, y4Y€T KOJHYeCcTBa
MCITOJIb30BaHHBIX THEH OTITyCKa.

4.10. Odopmiienne u ydeT cirykeOHbIX KOMaHIMPOBOK.

4.11. PabGora ¢ TUCTKaMH HETPYIOCTIOCOOHOCTH.

4.12. IIpoBepka npaBUJIBHOCTH U IOJIHOLEHHOTO 3aroTHeHUs Tabenel ydera
pabouero BpeMeHU pabOTHUKAMM CTPYKTYPHBIX MOJpa3ie/ieHHid akaJeMHH.

4.13. IloarotroBka U Bblja4ya CIpaBoOK 0 paboTe B aKaJieMUH.

4.14. BeneHue ycCTaHOBJIEHHOW JOKYMEHTAaUMM MO KaJpaM M COCTaBlIeHUE
OTYETOB.

4.15. IloaroroBKa KaJipOBOM JOKYMEHTALUHU IS TIepeayy B apXUB aKaJeMUU
JUISL 1alIbHEUIIET0 XpaHeHUs.

4.16. CoBMECTHO €O  CTPYKTYPHBIMH  TMOJpa3felIeHUsIMU  IOATOTOBKA
MaTepuasoB i MpEACTaBIeHUs pPaOOTHUKOB K IOOUIPEHHIO, HarpakKIeHHUIO
BEIOMCTBEHHbIMH U FOCYJJapCTBEHHBIMH HarpajiamMu.

4.17. Opranu3zanus 1 BeIeHHE BOMHCKOT0 y4eTa paOOTHUKOB U 00y4daromuxcs,
OpoHupoBaHHe IpaXkJaH, MPeObIBAIOLINX B 3arace.

4.18. IlpueM DOKYMEHTOB CTPYKTYPHBIX [TOApa3ielIeHUH 111 KOMIIJIEKTOBaHHS
apxuBa.

4.19. Yyer u obecrnieueHre COXpaHHOCTH MPHUHATHIX B aApXUB JIOKYMEHTOB.

4.20. Opranusanus HMHGOPMAIMOHHOTO  OOCITY)XMBaHUSI  PYKOBOIMTENEH



CTPYKTYPHBIX IOApA3AeIeHHA.

4.21. Ucnonb30BaHue AOKYMEHTOB JUIsl MMOATOTOBKH OTBETOB II0 3aIpocam
OpraHM3alUil ¥ YaCTHBIX JIMI] U 110 COLMAIBLHO-IIPABOBBIM 3aIIpOcaM IpaXKIaH.

4.22. IlpoBenenue 3KCIEPTHU3BI LIEHHOCTH U OCYLLECTBIIEHUE
OpPraHM3alMOHHBIX M METOJMYECKHX MEPONPHUITHH MO nepeaavye NOKYMEHTOB Ha
[IOCTOSIHHOE XpaHEHUeE.

4.23. OcymiecTBieHre  MPOBEpPKH  MNPaBUIBHOCTH  (OPMHpPOBAHUS U
o(opMIeHHs e B CTPYKTYPHBIX MOpa3ieeHHUsIX.

4.24. ®opMmupoBaHHE HOMEHKJIATYPBI €.

4.25. ®opMupoBaHUe UHCTPYKLHH 110 JEIOMPOU3BOICTRY.

4.26. Benenue nenonpou3BoAcTBa, GOpMUpPOBaHUE U OTIIPABICHUE/TIOTYYeHHE
KOPPECTIOHAEHLMU U ApPYyroil MHGOpPMALMM MO JIEKTPOHHBIM KaHAJaM CBS3H I10
BOMIpPOCaM  JIEATEJIBHOCTH OT/ENa, pEerucTpanus BXOASIIEH U HUCXOoIsuIe
KOPPECIIOHAEHLIUHN, PErUCTpaLys MPUKA30B U PacTOPsKEHUM, OTIIPAaBKU NMHUCEM U
UHBIX JJOKYMEHTOB.

4.27. Opranuzanus paboTsl ¢ GpunasaMu akaJeMHH:

KOHTPOJIb 32 COOJIIOJICHHEM KaJIpOBOTO JIeIONPOU3BOJICTBA B (pUnanax;

KOHCYJIbTHpPOBaHHEe  paboTHMUKOB  ¢uiIManra B 4acTH  TPYJOBOIO
3aKOHO/IaTeIbLCTBA;

MOJIydeHUEe OTUETHOCTH O IpUeMe, NEPEeBOAEC W YBOJIBHEHUHM DPAOOTHUKOB
¢dunuanos.

4.28. KoHTpons 3a cOOMIOJEHMEeM MUCLMIUIMHBI TpyAda M BBINOJIHEHUEM
pabotHukamu [IpaBuii BHYTpeHHEro TPyJOBOTO PacIopsaka W HHBIX JIOKAJIBHBIX
HOPMAaTUBHBIX aKTOB.

4.29. KoHcynbTupoBaHHe pabOTHUKOB aKaJieMHH MO BOIpPOCaM TPYA0BOIO
3aKOHOJ1aTeJIbCTBA, B TOM YMCII€ U OTBETHI Ha 3aIpoChl, XKano0bl, oOpanieHus.

4.30. YcraHoBieHue noTpeOHOCTH MOJIy4YeHUs paboOTHUKAMH
JIOTIOJIHATENIBHOTO  mpodeccuoHanbHoro  obpa3oBaHMsi M IOBBIILIEHHUsA
KBaJIM(PUKALHH.

4.31. ®opmupoBaHUe M MOATOTOBKA pe3epBa KaJApOB JUIs BbIABWXEHHS Ha
BBILLIECTOSIINE TOJIKHOCTH.

4.32. Pa3paboTka KOMILIEKCa Mep 110 MOBBIIICHUIO MOTHBAIIMA PAOOTHUKOB.

4.33. AHanu3 TeKy4eCcTH KaJpoB.

4.34. BzaumoeicTBHE CO CTOPOHHUMHU OpraHU3alUsMHU:

MpeIoCTaBIeHHe COOTBETCTBYIOIIMX OTYETOB, cBeAeHUM B LleHTp 3aHATOCTH
HaceJeHHUs, a TAaKXKe 3asiBOK O HAJIMYMU BaKaHCHIA,

B3aMMO/IEVCTBHE C BOGHHBIMU KOMUCCApHUAaTaMU I10 BOMNPOCAM ITOCTAaHOBKH U
CHATHUSA C BOMHCKOTO ydeTa paOOTHMKOB M OOydarOUIMXCsl aKaJeMUH, UX Yy4erTa,
OpOHHMpOBaHUS, PEIOCTABIEHUE OTUETHOCTH;

B3auMojeiicTBUe ¢ PoccuiickMM rocy1apcTBEHHBIM apXWBOM JIUTEPATYyphl U
UCKYCCTBa;

NPEeAOCTaBIEHNE CTATUCTUYECKUX OTYETOB.

4.35. B npenenax KOMNETEHIMH OTAENa — 3allUTa CBEACHHH, COCTABIAIOIIMX
rocyJapCTBEHHYIO TalHY, M HMHBIX CBEJCHHH OrpPaHWYEHHOI'0 PaclpOCTPaHEHUs,
3alllUTa MEPCOHATBHBIX JAaHHBIX U HH(YOPMALIUK.



5. IIpaBa u 00513aHHOCTH

5.1. PaboTHUKH OTI€/Ia UMEIOT IIpaBo:

B3aMMOJIEHCTBOBATh 110 BOMPOCAM, OTHOCSAIIMMCS K KOMIIETEHLIUH OTAena, C
JPYTUMH CTPYKTYPHBIMHM TOJpa3Je/ieHUsIMU aKaJIeMHH, TOCYJapCTBEHHBIMU M
MYHULMITATBHBIME OPraHaMH, a TaKXKe JAPYTHMHU OpraHu3alisIMH;

3alpaliuBaTh B CTPYKTYPHBIX IOJpa3feNieHusIX aKaAeMHH HeoOXoauMmble
JlaHHbIe pa0OTHUKOB,

3arpaliiBaTh B CTPYKTYPHBIX TMOApa3felieHUsX MaTepuaibl U CBEIEHHS,
HEO0OXO0IMMBIE JIJIS BHINOTHEHUs (PYHKIUMHA, BO3JIOXKEHHBIX HAa OTAEN;

KOHTPOJIUPOBATE COOJIIOJIEHUE TPYJOBOrO 3aKOHOJATENIbCTBA B aKaJeMHUH, a
TaKXXe JIaBaTh pa3bsICHEHUS 10 TIPUMEHEHHUIO HOPM TPYI0BOTO 3aKOHOAATEIbCTBA U
UHBIX HOPMATHUBHBIX aKTOB;

BHOCUTh TIPEIJIOKECHUSI PEKTOPY IO TIOBBILEHUIO 3(QQGEKTUBHOCTH U
COBEPILIEHCTBOBAHUIO AEATEBHOCTH CTPYKTYPHBIX TOJIpa3liesieHUud aKaJeMHu B
YaCTH, OTHOCSIIIEHCS K KOMITETEHILIMH OT/ea;

NIPeICTaBUTEILCTBOBATh B YCTAHOBJICHHOM MOPSIKE OT UMEHHU aKaJeMHH I10
BOIIPOCaM, OTHOCSIIIIMMCSI K KOMIIETEHLIMH OTJeja, B TOM YUCIe U 10 BOIIPOCaM
noabopa rmepcoHalia, a TaKXkKe APyriMHA OpraHUu3alUsIMU U yUYpeXKACHUIMH;

3aBepsATh JOKYMEHTHI II0 JIMMHOMY COCTaBy, BbIJlaBaeMble pabOTHHUKAM
aKaJieMuu;

3aBepsTh pa3lIn4YHbIE JOKYMEHTHI, OANKMCaHHbIe (3aBepeHHbIE) PEKTOPOM MIIH
paboTHUKAMU aKaJIeMuUu;

CaMOCTOSTEIbHO BECTH MEPENUCKy [0 BOIpocaM noAadopa Kaapos, a TAKXKe I10
JAPYyrMM BOIPOCaM, OTHOCSIUMCS K KOMIIETEHLMH OTHAeNa M He Tpedyroumm
COTJIACOBAHHU C PEKTOPOM aKaJeMHH;

JaBaTh pa3bsACHEHUS, PEKOMEHJALMU U yKa3aHUs 10 BOIPOCaM, BXOASIIUM B
KOMIIETEHIIMIO OT/eNIa.

5.2. PaboTHUKH OTaENa 00SI3aHBbI:

obecreynBaTh COXPAHHOCTH TMEPCOHANBHBIX [aHHBIX PAaOOTHUKOB MpPH HX
o6paboTke;

cobmoaTh B cBoei paboTe HOPMBI JeHCTBYIOIIETr0 3aKOHOAATENIbCTBA,

YETKO U CBOEBPEMEHHO BBITIOJHATH CBOU JIOJDKHOCTHBIE 00S13aHHOCTH;

coOmroaTh MpaBuiia BHYTPEHHEr0 TPYIOBOTO pacnopsiKa, MpaBUiIa OXPaHBI
TpyZIa, TEXHUKU O€301IaCHOCTH M M0XapHOH 0e301acCHOCTH.

6. BzaumojeiicTBHE CO CTPYKTYPHBIMH NOAPa3e/IeHHAMH

Otrzmen B mpouecce BbIMOMHEHHs (QYHKUMIM, BO3JIOXKEHHBIX Ha HEro,
B3aMMO/ICHCTBYeT:

6.1. Co BceMH CTPYKTYPHBIMH IOJpa3/ielIeHUSIMU B paMKax I1OJHOMOYHIA
oTaecia.

6.1.1. ITo Bonpocam nony4eHus U NPe0CTaBICHHUS:

tabeneii yuera pabouero BpeMeHH;



3asiBJICHUMH;

OOBSACHUTEIBHBIX 3aIHCOK;

JIMCTKOB HETPYAOCTIOCOOHOCTH.

CIIPaBOK;

BBIITUCOK;

KOITH# IOKYMEHTOB.

6.2. C otnenoM Gyxranrepckoro yuera U pUHaHCOBOTO KOHTPOJIS 10 BONIPOCaM
MIOJIyYeHUs U TIPEeIOCTaBIICHHS

KO MPUKA30B I10 JINYHOMY COCTaBY;

tabenell yuera paboyero BpeMeHH;

JTUCTKOB HETPYAOCIIOCOOHOCTH;

JOKYMEHTOB J/1s1 0pOpMIIEHHS CIIy»KeOHBIX KOMaHIUPOBOK;

uHpopmanuu o 3apaboTHO# maTe paboOTHUKOB;

IITaTHOTO PAaCIUCAHMUS;

JOJDKHOCTHBIX OKJIaJ0B;

CBEJICHUI 0 IpHeMe, NepeMEIeHHH U YBOJIbBHEHUH PabOTHUKOB;

CBEJICHHH O CIIMCOYHON YHCIIEHHOCTH pabOTHUKOB.

6.3. C ropuau4ecKuM OT/AEIOM IO BOIIPOCaM MOIY4YEeHUs U NPEJOCTaBICHHU:

pa3bsACHEHUH AEHCTBYIOLIEr0 3aKOHOJATENBCTBA U MOPSAKA €ro MPUMEHEHHUS,;

IPOEKTOB JOKYMEHTOB JIsl COTJIaCOBAHHSI.

6.4. C y4eOHBIM yIpaBlieHUEM M JeKaHaTaMH (DaKyIbTETOB IO BOMPOCAM:

MOArOTOBKH OTYETOB MPOGECCOPCKO-NPEroaBaTeIbCKOro COCTaBa aKaJIeMuH;

MOCTAHOBKH U CHSITUM C BOMHCKOTO y4deTa 00ydarommuxcs akaJeMHuu.

6.5. C nuuamu, OTBETCTBEHHBIMH 3a KaJJpOBOE JIEJIONPOU3BOACTBO B (husHanax
10 BOMpOCaM:

JeATeNIbHOCTH (puiinana;

HalpaBJeHUs METOANYECKUX MaTEPHAJIOB, BKJIIOYAs JIOKAJIbHbIe HOPMAaTHBHbIE
aKTBhl;

KOHCYJIbTUPOBAHHS 110 BOIIPOCAaM KaJpOBOro AEJIONPOU3BOJICTBA U TPYA0BOIO
3aKoHojarenbcTBa B Poccuiickoit @enepanuu.

7. OTBEeTCTBEHHOCTH

Otnen HeceT OTBETCTBEHHOCTD:

7.1. 3a HecBOeBpeMEHHOE UM HEKa4eCTBEHHOE BBIMOJIHEHHWE BO3JIOKEHHBIX Ha
OTZelN 3a4a4.

7.2. 3a HecoOumoieHUe 3aKOHOIaTeNbeTBa B 00J1aCTH TPYIOBOTO MpaBa.

7.3. PaboTHUKHM OT[eNna HEeCYT MEePCOHAIBbHYI0 OTBETCTBEHHOCTH B TMpeeliax
JIOJDKHOCTHBIX 00513aHHOCTEH, ONpeeIeHHbIX TPYAOBBIM JOTOBOPOM.

7.3.1. PaboTHukH oTaena MOryT OBITh IPUBJEYEHBI K AMCLMIIMHAPHOM,
MaTepUaJbHOM, aMUHUCTPATUBHOM, YrOJIOBHONH OTBETCTBEHHOCTH B Cly4yae U B
NOpsiIKE, MPEyCMOTPEHHBIX 3aKOHOIATEIbCTBOM.



