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MOJOXKEHHE

OB YIIPABJIEHUU AEJTAMM

1.1. Hacrosmiee

1. OBIIME INMOJOXEHM S

[TomokeHue pazpaboTaHO Ha OCHOBaHMM YcCTaBa

[ocyapCTBEHHOTO  OFOKETHOTO  00pa30BaTeNbHOTO  YUPEIKOEHHUS  BBICLIETO
o6pazoBanus «bamKupckas akageMHs TOCYyIapCTBEHHOMN CIIy:KObI U yIIpaBJIECHHS
npu Inase PecrnyGmuku bBamkoproctan» (nanee - I'BOY BO «BAI'CY»,
Axanemus).

1.2. Yupagsnenue nenamu (nanee - Iloxpasnenenne) ABasdeTcs CTPyKTYPHBIM
nonpaznenenuem [BOY BO «BAI'CY», obecneunBarolluM OpraHU3allMOHHOE,
KaJpoBoe, IpaBoBoe oOecriedeHre AesTeIbHOCTH AKaIEMUH, PEIIEHIE BOIPOCOB B
o61acTy oXpaHsl Tpyaa pabOTHHKOB AKaIEMHHU, TPAXKAAHCKOW 00OPOHBI ¥ 3aIUTHI
OT Ype3BbIYalHbBIX CUTYallHH.

1.3. Vmpapnenue [elaMH SBIAETCS CaMOCTOSTENBHBIM CTPYKTYPHBIM
nofpasfeeHieM AKageMHMM M TOAYMHSETCS HEMOCPENCTBEHHO PEKTOpY
AxaieMHun.

1.4. B cBoeii gestensHocTH [lonpasnenenne pyKoBOACTBYETC:

- IeHCTBYIONIMM 3aKoHOMatelbeTBoM Poccuiickoit Denepanyn, PecrryGnuku
bamkoproctan ¥YcraBoM AKageMuH,

- [IpaBunamMy BHYTPEHHET0 TPYAOBOTO PacIopsIKa;

- JIOKaJIbHBIMH HOPMAaTHBHBIMM aKTaMu AKaJeMHH;

- IpaBHIAMHA W HOPMaMd OXpaHbl TPYAa, TEXHHUKH 0e30MacHOCTH |
NPOTHBOIIOKapHOH 3aIlUTHI;

- IPUKa3aMH U PaCIOPSKEHUAMHI peKTopa AKaJIeMUH,



1.5.Tlogpa3neneHye BO3IIABISLETCS HAYaJbHHUKOM, KOTOPBIH HAXOIUTCS B
IPSMOM HOJIMHEHUH peKTopa AKaJIeMUH.

1.6.HauanpHuK YTpaBieHUs [elaMd Ha3zHayaeTcs W OCBOOOXKAAeTcs OT
3aHAMAaeMO TOKHOCTH [IPUKAa30M PEKTOpa AKaJeMHUH.

1.7. Ha BpeMs OTCYTCTBHS HadaJIbHUKA NOAPa3/eIeHUs (OTIyCK, O0Ie3Hb,
KOMaHIMPOBKA H Ip.) ero 0053aHHOCTH MCIIONHAET JIMII0, HA3HAYEHHOE MTPUKa30M
pektopa Akanemud. JlaHHOE JTUI0 IPHOOPETAET COOTBETCTBYIOMIME IPaBa 1 HECET
OTBETCTBEHHOCTh 32 HaJJieXKallee HCIIOIHEHHWE BO3JIOKEHHBIX Ha  HETO
0053aHHOCTEH.

1.8. Hacrosmee I[lono)keHue BCTYNaeT B CHIly C MOMEHTA YTBEPIKICHHUS
pextopom I'BOY BO «BAI'CVY».

1.9. PemieHue O BHECEHMHM W3MEHEHHM HIJIM JOIOJHEHHH B HacTogIllee
[onoxenue mpunnmaetcst pekropoM [BOY BO «BAT'CVY».

2. IIEJIA Y1 3ATTAYUN

2.1. OcHoBHasi 1elb IIOApa3felleHds — OPraHMU3allMOHHOE, KaapoBOE,
paBoBoe OOecleYeHHe NesTeIbHOCTH AKaJeMUH, PelleHHe BOIPOCOB B 00IacTH
OXpaHbl TpyHa paboTHHUKOB AKaIeMUH, TPaXKIaHCKOM O0OOPOHBI M 3aIllUTHl OT
Ype3BbIUAMHBIX CHUTYallHH.

2.2. OCHOBHBIMHU 33Jja9aM¥ Y IPaBICHUS AEIIaMU SABJISIFOTCA:

2.2.1 co3maHue HOPMAaTHBHO-MeTOJwueckod O6a3pl, HeoOXomuMoil mis
obecrieueHHs KauecTBa yIPaBIeHHs IIEPCOHAIOM U BCEMU CHCTEMAMU YIIPaBIEHHUS
AxanemMun;

2.2.2 obecrieueHre CBOEBPEMEHHOM M NPABUIBHOM OpraHM3aluy paboThI C
IOKyMeHTaMH (TIoJTydeHue, Iepenada, o06padoTka, perucTpanys, y4eT, KOHTPOJIb,
XpaHeHHe, CHUCTeMa aHalu3a, IIOArOTOBKAa JOKYMEHTOB MJIA CIa4d B apxwuBs,
YHUUTOKEHUE);

2.2.3 ocymecTtBieHne 3(O(OEKTUBHON KaIpoBOW, MOIUTHKHA, Ha OCHOBE
MCIIOIB30BAHMs HOBEHIIUX Ka{POBBIX TEXHOJIOIHH;

2.2.4 oka3zaHWe TIOMOLIM IOJpa3JelIeHUsIM AKaJIeMUH B YKpEIUICHUH
TPYZIOBOM ¥ MPOU3BOICTBEHHON NUCIIUIIINH;

2.2.5 BeleHHe IMYHBIX [l Hay4YHO - IeJarornyeckux pabOTHHKOB,
COTPYIHHKOB;

2.2.6 npaBoBOe o0ecledeHNe AeATeNbHOCTH AKaIEMUH;

3. CTPYKTYPA IIOAPA3AEJIEHUA

4.1 CtpyKTypa ¥ LITaTHOE paCIHCaHHE IIOAPAa3IE/ICHUs YTBEPXKIAOTC
pextopom I'BOY BO «BAI'CY».

4.2 B cocras mompasneleHus BXOMIAT: HAyalbHHK YIIPaBICHHA elaMHu,
3aBeIYIOLIMH KaHLEIApUer, CTapIiii 1eI0IPOU3BOIUTEND, TJIaBHBIM CIIEIAIUCT-
IOPUCKOHCYJIBT, HAYAIBHUK OT/ZeNa KaJ[poB, BEMYIIHH CIIEITUATIKCT IO KaZpaM.



4.3 HavyanpHEK YIIpaBJI€HUS A€IaMU:

43.1 OCYIIECTBISIET HEIOCPEACTBEHHOE PYKOBOACTBO AEATEIBFHOCTBIO
[Tompasenexus;

432 sBuseTcid TpPAMBIM pPYKOBOXMTENEM Juii BCeX pabOTHHKOB
[Tonpa3nenexus;

4.3.3 obecneunBaeT 1moabop M paccTaHOBKY paboTHukoB IlompasneneHus,
cOOJIIOIeHre TPYAOBOU JUCIHUILIHHEI,

4.3.4 pacripefiensieT AOJDKHOCTHbIE OOS3aHHOCTH MEXIy PpaboTHUKaMH
[MozxpasaeneHns u OCYIIECTBISIET KOHTPOIIb 3@ HX HCIIOTHEHHEM.,

4.4 HemocpeCTBEHHbIH KOHTPOIb 3a AEATENbHOCTHIO Y [l OCYIeCTBIACTCA
peKTopoM AKaIeMHH.

4. ®DYHKIINHN

4.1. OcHOBHBIMH (QYHKIIUIMH Y IIPaBIeHUS AeJIaMy SBIISIOTCA:

-oOpMIIeHHEe TpueMa, IepeMelIeHHi U YBOJBHEHUH pPabOTHHKOB BCEX
KaTerOpyi;

-ygacTe B paboTe [0 Ha3HAUEHMIO Ha JOJ/DKHOCTH PYKOBOLHUTETEH
ToApa3iesleHuH;

-BeJleHUe JTMYHBIX Jie]l HaydHO-TIeJarorudeckux paboTHHKOB, COTPYIHHUKOB
AxaleMuH U CTyZ€HTOB;

-Be[leHHe IIEPCOHAIBHOIO M CTATHCTHUECKOrO ydYeTa BCEX KaTeropHu
paboTHUKOB AKaJeMHM II0 YCTaHOBJEHHBIM (opmamM, COBEpPIISHCTBOBAHHE
METO/I0B 00pabOTKH NaHHBIX;

-BBIZJa4a CIIPAaBOK BCEM KaTeropusiM pabOTHUKOB;

-ONTOTOBKAa HEOOXOAMMEIX HOKYMEHTOB [l Ha3sHAYeHHWsl IIeHCHH
paboTHMKaM AKaJeMHH,

-CcOCTaBIIEHHE OIHKCH fiell, GOPMHUPOBAHHUE TNUHBIX JIe]T pAOOTHUKOB B apXUB;

-KOHCYJIFTUPOBaHWE COTPYAHUKOB IO KaJpPOBBEIM H IPABOBHIM BOIpOCaM H
TI0 BOIPOCAM BEIIAUH JOKYMEHTOB FOCYJapCTBEHHOI0 00pasia;

-oopmiIeHHEe JOKYMEHTOB I H30paHMS 110 KOHKYPCY MpodeccopeKo-
IPEToAaBaTeIbCKOI0 COCTaBa H KOHTPOJIb 34 CPOKaMH MPOBEACHUS KOHKYPCa;

-obopMIeHHE JOKYMEHTOB K OpraHM3alis HarpaxkaeHus pabOTHHKOB
AKaaeMuu,

- OCYIIECTBISET IOArOTOBKY YBELOMIICHHH, OTYETHOM M CTATUCTHYECKOH
THOOPMALIMH 110 IIEPCOHAILY;

- OCyIIecTBISET OOIIYI0 KOOPAUHAIUIO PabOTh! B KOHTPOJIb 3a paspadoTKon
JOJKHOCTHBIX HHCTPYKLUH pabOTHHKOB AKaIeMUH;

-[IPOBOAMT CUCTEMATHYECKHH aHanu3 paboTel, pa3pabaTeiBaeT IPe/UI0KEHNUs
TI0 €¢ YJIyYIIEeHHUIO. '

3.2. OcHOBHBEIMHU GOYHKLHSAMUA OTAENA KaJPOB SABIISFOTCS !

-oCyIlecTBIIeHHe PabOTHI [0 BEACHUIO BOMHCKOIO y4eTa ¥ OPOHHPOBAHHIO
(paGoTHHMKOB M oOydaromuxcs AKageMHH, (OpMHpPOBaHME BCEH HEOOXOXUMOMH
IOKyMEHTALUH, cada OTYETHOCTH);



-BeJleHHe y4eTa JMYHOro coctasa (IIprueM, epeBol, YBOIBHEHHUE), IIPOBOJUT
c60p, IPOBEPKY, 00paGOTKY U aHAIIM3 JIMYHBIX JOKYMEHTOB padOTHHUKOB, a TAKKe
HHOH IOCTYIAIOIEeH JOKYMEHTALMH 110 IIEPCOHAITY;

-oopMIIeHrE JTOKyMEHTAlWH IO YCTAHOBIEHMIO PabOTHMKaM BBIILIAT 3a
BBICJIYTY JIET (IIPUKA30B ¥ IIPOTOKOJIOB);

-COCTABJIEHHE H CJada YCTAHOBJIEHHOM OTYETHOCTH II0 YYEeTy IIUYHOTO
coctasa u pabote ¢ kanpamu (B [[3H, Couumansusrit ponn Poccun, Poccrar u T.4.);

-BeJIeHHe YUeTa NPENOCTAaBICHHS OTIYCKOB pabOTHHKaM, 0()OpMIIEHIE
IIPHKA30B TI0 BCEM BHIAM OTIIYCKOB, KOHTPOIIb 33 COCTABIEHHEM U COOJIOICHHEM
rpaduKoOB OYEpeHBIX OTILYCKOB;

-3aII0JIHEHHE, YYET WU XpaHeHHe TPYAOBBIX KHHXKEK, ITOJCYET TPYIZOBOTO
cTa)ka pabOTHHKOB;

-oopmneHue TOTIOJIHUTEJbHBIX coTJIalleHuH 0 BEITIOJTHEHUH
JOIOJHATEIEHOTO 00beMa paboThI ¢ COTPYAHHUKAMH.

3.3. OcHOBHBIMH (QYHKLUHSIMU KaHUEIISPUH SBIISIOTCS:

-o0ecIedyeHre perucTpalidy, yuera, TeKyIlero XpaHeHus U CAadd B apXuB
OpraHU3aMOHHOH, PacIOPAAUTENLHON U HHOM NOKYMEHTAIMH;

-IOKyMEHTAlMOHHOe  O0ecledyeHHe  YIPaBIeHYECKOH  JIeSITeNbHOCTH
AKaleMHH C HMCIIOJIB30BAaHUEM KOMIIBIOTEPHOU TEXHHKH H JIPYTHX COBPEMEHHBIX
WH(OOPMALIMOHHBIX TEXHOJIOTHH, OpraHM3alis palMOHATBHOTO IPOXOXKACHHS
ciyeOHBIX JOKYMEHTOB U Jie]l OT CTaJHWU HUX ITOATOTOBKH JI0 UCTIOTHEHUS U Coa4U
B apXHUB.

- pa3pa0oTKa JIOKaIBHBIX HOPMATHUBHEIX JOKYMEHTOB, PErIAMEHTHPYIOIIIX
BOIIPOCKHI OpraHU3aI|K AeJI0IIPOU3BOACTRA B AKaJIEeMUH U B €€ TIOJpa3AeIeHUIX.

- OITHMH3AIHSA CHCTEMBI JOKyMeHT0000poTa B AKaJIEMHH.

- KOHTPOJIb HAJT IIPOX0XKISHIEM U UCTIOIHEHUEM JJOKYMEHTOB B AKaJIEMUH.

5. IIPABA

5.1. JInst BBITOJIHEHMS] YCTAHOBJIEHHBIX HACTOSIIUM IOJ0KeHHeM (QyHKIUH
corpynaukam [logpaszneneHuss  NPEefOCTaBIAIOTCS IIpaBa, IIPETyCMOTPEHHBIE
TPY[IOBBIM  3aKOHOHAaTenbcTBOM Poccuifickodt  dengepauun u  PecriyOmuku
BamkoprocTan, YcraBoM AKaieMHUH U JODKHOCTHBIMH HHCTPYKIHUAMH.

5.2. ITogpazneneHre UMEET IIPaBo:

— 3ampallliBaTh M IOJIy4aThb OT CTPYKTYPHBIX IOAPAa3JeIeHHM CBEJCHUS,
CIpaBOYHbIE M JpyrHMe MaTepHaibl, HEOOXOAMMBIE MJsi OCYIIECTBIICHHS
IesITeIbHOCTHU ITOpa3/IeIeHHUs;

— MPEINCTAaBJISATH PYKOBOACTBY IPENIONKEHHA O BHECEHUM H3MEHEHWH B
IITATHOEe pAaclUcaHue, NepeMelIeHUsIX COTPYAHMKOB IIOJApasieNeHus, HX
TIOONIPEHUH U HaKa3aHHH,

— IPeICTAaBUTEIbCTBOBATh B YCTAHOBICHHOM IOPsIKE OT UMEHH AKaleMUu
0  BOmpocaM, OTHocsAmuMcs K  KommereHuud  Iloxpasmenenus — Bo
B3aMMOOTHOIIIGHUAX C TOCYHApCTBEHHBIMH M MYHMIMIIAJLHBIMM OpraHaMH, a
TAK¥Ke IPYTUMH NPEONPUSTUSIMUA, OPraHU3aLUAMHE, YUPEKICHUIAMH,



— JaBaTb pPa3biCHCHHA, pPEKOMEHJalWMu U YKa3aHHMA TII0 BOIIpOCaM,
BXOOAIIIKMM B KOMIICTECHITUIO IMOAPAa3aCIICHHA.

6. OTBETCTBEHHOCTD

IloapasneneHue HeCeT OTBETCTBEHHOCTD 34:

6.1. KauecTBeHHOe U CBOEBPEMEHHOE BBINIOJIHEHHE  BO3JIOXKEHHBIX
HactosiuM ITooxeHreM 3a1a4d 1 QYHKLKN, BO3JIOKEHHBIX Ha HETO.

6.2. CoxpanHOCTh ¥ (QYHKIMOHMpOBaHHe nepenanHoro Illompasnenerwuro
TEXHUYECKOT0 000opynoBanus s obecredeHus 3QOEeKTUBHOMN eATENLHOCTH.

6.3. 3a BomonHeHue (QYHKIHE, Bo3NoXeHHBIX Ha [lonmpasnmenenue,
OTBEYaeT HayaJlbHUK.

6.4. OrtsercrBenrocts pabotHukoB  [lompaspeneHus — ycTaHABIMBAEeTCHA
TOJDKHOCTHBIMH MHCTPYKLIMSAMHU.
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