[loKyMeHT NoANMUCcaH NpoCToit 3NeKTPOHHOM NOANMUCHI0

WUHdopmaumsa o Bnagenbue: HpI/IJ'IO)KeHI/Ie No 4 ¢ IMIpUKa3zy
®NO: Haymosa Hatanug AnekcanaposHa 7 -
HomkocTs: Pecrop ot «Z » 747’2024}@2221;QE%QZ

[ata nognucanus: 25.11.2024 18:16:43
YHUKanbHbI MPOrpaMMHbIN KIHOY:
6b5279da4e034bff679172803da5b7b559fc69e2

ITono:xkenne 06 oTaeie KaJpoB ynpaBJIeHHS IIPaBOBOro, I0KYMEHTAllHOHHOTI'O
H KaApOoBOro obOecneyeHHus

r. MockBa

2024



I. O0mue moJ1oxKeHus

1. ITonoxxenue 06 oTaelNe KaIpoB YIpaBIeHHUs IPABOBOIO, JOKYMEHTALMOHHOI'O
¥ KaJpoBoro obecnedeHus (nanee - [lonoxxeHue) peryupyeT BOPOCHl OpraHU3aluy
IOEATEIPHOCTH OT/AeNIa KaApOB YIPABIECHUsS MPaBOBOr0, MOKYMEHTAI[HOHHOIO U
KazapoBoro obecneuenus (naiee - Otmen).

2. Orpen sABnsercs  CIPYKTYPHBIM  IoJpasfelieHHeM  ¢eaepaibHOro
rOCylapCTBEHHOI'O  aBTOHOMHOTO  00pa30BaTENhHOTO  YVUPEKIAEHHS  BBICIIETO
obpasoBaHus  «['OCyapCTBEeHHBI  YHHBEPCUTET IPOCBELIEHUSA»  (Hajee —
YHUBEPCUTET), BXOJSIIUM B COCTaB yIPaBIEHHUS MPABOBOr0, TOKYMEHTAIHOHHOIO U
KaJpOBOT0 00ECIIeUeH .

3. Llensto co3manuss u JgestenbHocTH OThena sBISETCS OpraHU3allus,
odopMmiIeHHEe U XpaHEHWE KaJpPOBOW MOKYMEHTAIUH, BEJIeHHWE ydeTa pabOTHHKOB
VYHuBepcurera.

4. B cBoeit nesarenbHOCTH OTAEH pyKoBOACTBYeTcs KoHcTuTyuen Poccuiickoi
Qepepauny, 3aKOHOAATENBLCTBOM  Poccuiickot ~ @Depepanuu, TMOA3aKOHHBIMU
HOPMATHUBHBIMUA aKTaMHU II0 BOIPOCAM PEAIU3YyEMOro HaIpaBJICHHUS IEATEIbHOCTH,
VYcraBom VYHuBepcutera, HacToSIIUMM [lonokeHHWeM ¥ HMHBIMH  JIOKaJbHBIMU
HOPMAaTUBHBIMH aKTaMH Y HUBEPCUTETA.

5. PykosogctBo OtmenoM OCYILIECTBISECT HadYaJIbHUK, Ha3Ha4aeMbId Ha
JOKHOCTh TIPUKA30M  YHUBEPCUTETa B COOTBETCTBHUM C  JACHCTBYIOLIUM
3aKOHO1AaTEJIFCTBOM Poccutickoin Oenepanuu. Otnen HaxOIUTCS B
HETIOCPEACTBEHHOM MMOJUYHHEHUH HadaJIbHUKA yIIpaBJICHUS IIPaBOBOTO,
JIOKYMEHTAIIMOHHOTO U KaJIpOBOTO 00eCcIIeueHusI.

6. Kpanudukanmonnsie TpeboBaHUs, PYHKIIMOHAIbHBIE O0S3aHHOCTH, IIpaBa,
OTBETCTBEHHOCTh HauallbHUKa M JAPYTUX paboTHUKOB OTlena periaMeHTUPYIOTCS
COOTBETCTBYIOUIMMHU  JOJDKHOCTHBIMA ~ HMHCTPYKUMSMH,  YTBEPXKIAEMBIMU B
yCTaHOBIIEHHOM TIOpPSIKE.

7. Coszpmanue, peopraHuzanuss U jukBupauus Otaena NPOU3BOIATCA Ha
OCHOBaHUM MpHKa3a YHUBEPCUTETA B YCTAHOBIEHHOM MOPSIAKE.

8. OTmen MOXET UMETh KPYIJIyIo Medarh JJI JOKYMEHTOB C HAUMEHOBAaHUEM
OoT/Aella W YyKa3aHWeM MECTOHAXOXIEHUsS YHHUBEPCUTETa, HaAXONJILyIOCi B
pacrnopsbkeHnr HadanbHuka OTiena, a TakKe WHbIE IITaMITB U Te4aTH, O(OpPMIICHHbIE
B YCTaHOBJICHHOM TTOPSIIKE.

II. CTpykrypa
9. CtpykTypa u mTaTHoe pacnucanue OTaena yTBEPKIAIOTCS PEKTOPOM II0
MPEACTABICHUIO HadallbHUKA YIPaBlIeHUs [PaBOBOrO, JOKYMEHTAallUOHHOTO U
KaJIpOBOTO OOeCIieueHus, COrJIaCOBAHHOMY C IMPOPEKTOPOM IO IPaBOBOM pabore,
KaJpOBOM MOJIUTUKE U UMYIIIECTBEHHBIM OTHOIIEHUSM, B YCTAHOBJIEHHOM IIOPSIKE.

ITI. OcHoBHbIE 3a1a4H, GYHKIUH
10. OcHoBHBIMH 3amayamMu OTraesna IBISIOTCA:
10.1. Opra#uzanuss JOKYMEHTAIMOHHOTO CONPOBOXIEHUS M  BEICHMS
KaJpOBOTO yueTa pabOTHUKOB Y HUBEpPCUTETA.
10.2. Obecnieyenue mpas, IbIOT U TAPAaHTHH PAOOTHUKOB Y HUBEPCUTETA.
10.3. IToxbop u paccTaHOBKA paOOTHUKOB Y HUBEPCHUTETA.



10.4. Yyactue B paboTe 10 yKpeIIeHHIO TPyIOBOU JUCIHUILIAHBI pabOTHUKOB
YHuBepcuTeTa.

11. Jlng peanu3anuy NocTaBleHHBIX 3a0a4 Ha OTHEN BO3IAratoTcs CleayroIue
yHKIUN:

11.1. ®opmupoBanue u BefieHHe 6a3bl JTaHHBIX PAOOTHHKOB YHUBEPCUTETA.

11.2. OdopmieHue DOKYMEHTOB IO JHUYHOMY COCTaBy (IpHeM, IepeBo,
YBOJIbHEHHUE, IOOIIPEHNE, COCTaBIEHUE IPpaUKOB OTIIyCKOB, 0(hOPMIIEHHE OTIIYCKOB
U TOKYMEHTOB IS IIPUBJICYEHUS PAOOTHUKOB K TUCIUTUIHHAPHOM OTBETCTBEHHOCTH H
T.1.) B COOTBETCTBHH C TPYIAOBBIM 3aKOHOJATENLCTBOM Poccuiickoi denepanyu.

11.3. Benenne kagpoBoil JOKyMeHTalWH (BeAeHUE U XpaHEHHE JMYHBIX eI,
YY€T U XpaHEHHe TPYHAOBBIX KHIKEK, CBOEBPEMEHHOE BHECEHHME B HHX
COOTBETCTBYIOIIMX CBEJICHUH U 3aMucel U T.1.).

11.4. Opranuszanus OpoBeJIeHUS aTTEeCTAllUH PaOOTHUKOB, €€ METOAMYECKOE U
UHPOpPMallMOHHOEe oOfeclieyeHrue, yJYacTHe B aHajlu3e pe3yJIbTaTOB aTTeCTallUu,
OCYIECTBICHUE IIOCTOSIHHOIO KOHTPOJS 32 XOJIOM BBIIIOJHEHUS pEIIeHUH
aTTECTAllMOHHON KOMHCCHH.

11.5. IToaroroBka JOKYMEHTOB, IPEIOCTABISIEMBIX B TEPPUTOPHATBHBIC OPTaHbI
DoHa NEHCHOHHOIO MU COLMAIBHOTO cTpaxoBaHus Poccuiickoét denepaunm, st
Ha3HaYeHUs [IEHCUM.

11.6. IlpencraBieHue B COOTBETCTBYIOIIUM TeppUTOpHUANIbHBIN opran donHma
IIEHCUOHHOI'O W COLMAJIbHOro cTpaxoBaHus Pocculickoil @enepauuul CBeACHUH,
HEOOXOTMMBIX E perucTpalnuu B CHUCTEME VHIIABUIY AIBHOTO
(mepcoHUGUIMPOBAHHOTO) yUeTa.

11.7. TlpoBepka HOKYMEHTOB, HEOOXOMUMBIX JUIsI OGOPMIIEHMS JOIMyCKa K
rocyJapCTBEHHOU TaifHe, Mpu TpueMe Ha paboTy Ha [IOJDKHOCTH, BKIIIOYEHHBIE B
HOMEHKJIaTypy HOJDKHOCTEH paOOTHUKOB YHUBEpCHUTETa, TPYAOBBIE (QYHKIIUH
KOTOPBIX IIPelyCMaTPUBAIOT JAOIMYCK K TOCY JapCTBEHHOMN TalHe.

11.8. Benenue ydyeTa mpoxoxieHust 00y4eHus B paMKaX MporpaMMm MMOBBIIIEHUS
KBATMPUKAIUYA PAaOOTHUKOB.

11.9. Opranuzaiys IpoBeeHUS KOHKYPCHOTO 0TOOpa BaKaHTHBIX JTOJKHOCTEN
HAYYHO-TIEJaTOTHYEeCKUX PaOOTHUKOB, OCYIIECTBICHHE KOHTPOJS COONIONEHUs
KOHKYPCHOU MPOLENYPHI. .

11.10. OpraHuzanuss MTPOBEACHUS BBIOOPHBIX NPOLEAYP IIO BaKaHTHBIM
TOJKHOCTSM JIeKaHOB (aKyJIbTeTOB U 3aBEYIOIUX KapeapaMu.

11.11. OOGecneyeHue pealu3aludl MeEp, HAIPABIECHHBIX Ha  3aIlUTYy
TIEPCOHANBHBIX JAHHBIX PAOOTHUKOB Y HUBEPCUTETA.

11.12. OdopmiieHre KOMaHIUPOBOK paOOTHUKAM Y HUBEPCHUTETA.

11.13. Begenne pabGoTel MO TpeABapUTETbHON 00pabOTKE JIMCTKOB
HETPYOCIIOCOOHOCTH (pacueT CTPaxoBOIo CTaxxa) U MOCIEAyIOLeH UX Iepeaadn i
OILIaTBHI.

11.14. IlpuHATHE Mep K BBIABIECHUIO M YCTPAHEHHUIO IPUYMH U YCJIOBMH,
CIIOCOOCTBYIOIIUX BOSHUKHOBEHHUIO KOH(MIUKTHBIX CUTyalli B TPYIOBOM KOJIJIEKTHBE
YHuBepcurera.

11.15. Benenue nenonpon3BoACTBa, GOPMUPOBAHUE, OTIIPABICHUE, IOy YEHUE
KOPPECTIOHJEHITMN TI0 3JEKTPOHHBIM KaHalaM CBA3M 10 BOIIpOCaM JESITEIbHOCTH
Ortpena.



11.16. Oprasmszanus BeNeHHs HOPMAaTHBHO-CIIPABOYHOM HH(MOpManuy,
OTHOcsILEeN s K 3agaduam Otrena.

11.17. Odopminenue u BeficHUE ydeTa yBeIOMIICHUH U U3BEIIEHMI (0 KOHKypCe
Ha 3aMelleHUe JOJDKHOCTEH, 00 HUCTEYeHHH CpOKa TPYAOBOIO JOrOBOpa, O
HEOOXONUMOCTH IOJTy4eHHs TPYIJOBOW KHHXKKM B CBS3M C YBOJBHEHHEM, O
MPEJICTOSIIEM COKpAIEHUH, O Hadaye eXEeroJHOro OTIIyCKa U APYTUX yBEIOMIIEHHUH)
B paMKax 0(OpMIIEHHs TPYAOBBIX OTHOLICHUH U COOIIOIeHUS TPeOOBaHUM TPYJI0BOrO
3aKOHoJaTeIbCcTBa Poccuiickoit @epepanuu.

11.18. IIpunsTre Mep kK 00eCIIeYeHUIO 3aIIUTHI CBEAEHUH KOHBUIEHIIMATILHOTO
XapakTepa ¥ HHBIX CBEJEHMH OIPaHUYEHHOIO pACIpOCTpaHEHHUs B IIpeleax
xomneTreHuuu OTnena.

11.19. Benenue paboThl 1O KOMIUIEKTOBAHHIO, XPAHEHHUIO, YYeTy U
HCIIOJIb30BAHUIO  apPXUBHBIX  JOKyYMEHTOB, OOpa30BaBIIUXCS B  pe3yjbTaTe
nedarenbHocTd OTHenA.

11.20. IloaroroBka OTYETHOCTHU IO BOIIPOCAM, CBSI3aHHBIM C MTEPCOHATIOM.

IV. IIpaBa

12. Otpen ans pelieHus MOCTaBICHHBIX 3a/1ad UMEET IIPaBo:

12.1. 3ampammBaTh B CTPYKTYpPHBIX MOJpa3ielieHUusX YHUBEpCcUTETa
HEoOXOMMBIe CBeIeHUS 0 paOOTHHUKAX IPU IprueMe Ha paboTy U NepeMelIeHusX.

12.2.  KoHTponupoBaThb AESTENbHOCTh CTPYKTYPHBIX  IOJpa3AeieHUM
VYHuBepcuTeTa B 4acTU COOMIONEHMSI 3aKOHOAATENbCTBA O TPYyZAe, MPeNOCTaBIeHUs
JIBIOT U TIPEUMYIIECTB.

12.3. JlaBaTh pPYyKOBOIUTEJNSIM CTPYKTYPHBIX IMOJpa3eeHUN Y HUBEpCUTETA
obs3aTenbHble JUIsI MCIOMHEHHs YKa3aHUs [0 BONPOCaM, OTHOCSIIMMCH K
koMmneTeHuu Otaena.

12.4. TpebGoBaTh W TONyYaTh OT BCEX CTPYKTYPHBIX IOApA3JEICHUN
VYHuBepcuTeTa CBENEHUS, HEOOXOIUMBIE ISl BHITIOJHEHUS BO3JIOKEHHBIX Ha Otnen
3aj1ad.

12.5. IlpencraBisaTh B YCTAHOBIEHHOM HOPSAKE YHHUBEPCUTET IIO BOIIPOCAM,
OTHOCSIIUMCS K KoMrteTeHnmu Otiena, BO B3aUMOOTHOIIECHHSIX € FOCYy JapCTBEHHBIMU
opraHaMd W OpraHaMH MECTHOTO CaMOYyNpaBICHHsS, a TakKkKe JIpyTUMHU
IPEANPUATHSIMK, OPraHU3alldsIMK, YUPEXKISHUSIMH ITI0 BOIpocaM, He TpeOyoLX
COTJIACOBAHUS C PEKTOPOM.

12.6. JlaBaTh pa3bsCHEHUS, PEKOMEHIALUMU M YyKa3aHUs [0 BOIIpoOcaM,
BXOJISIIIIMM B KommeTeHIuo OTaena.

12.7. IIpoBOIUTH COBEIIaHUS M Y4YaCTBOBAaTh B COBELIAHUAX, IPOBOAUMBIX B
YHUBEpPCUTETE MO KaJPOBBIM BOIIPOCAM.

13. Otaen uMeeT WHBIE IpaBa, He0OXOIUMBIE IS peau3aliy BO3JI0KEHHBIX Ha
OTtpen 3ama4 B COOTBETCTBMU C 3aKOHOAaTenbcTBOM Poccuiickoit Penepanyu u
JIOKaJIbHBIMA HOPMATUBHBIMU aKTaMU Y HUBEPCUTETA.

V. OTBeTCTBEHHOCTh
14. BcCro MOJHOTY OTBETCTBEHHOCTHM 34 KauyeCTBO M CBOEBPEMEHHOCTH
BBINOJIHEHUS BO3JIOKEHHBIX HacToammM Ilonoxennem Ha Otmen 3amad U (GyHKIUHA
HeceT HadanbHUK OTaena.



15. CreneHp OTBETCTBEHHOCTH APYTUX paOOTHUKOB OTHena yCTaHaBIUBACTCA
UX JOJIKHOCTHBIMHU UHCTPYKLUMAMH.

16. PabGorHukm Otaena HECYyT NEPCOHAIBHYIO OTBETCTBEHHOCTH 3
IIPaBHILHOCTh OQOPMIISIEMBIX M BU3UPYEMBIX MMH JOKYMEHTOB, X COOTBETCTBHE
3aKOHOJaTeIbCTBY Poccuiickoit Penepaiyu.

17. Jluia, BHHOBHBIE B HApYIIEHHH HOPM, pPEryJIHPYIOIIUX IIOIy4YEHUE,
00paboOTKy M 3allUTy I[EePCOHAJBHBIX NAaHHBIX PAOOTHUKOB YHHBEPCUTETA, HECYT
JUCUUIIHHAPHYIO, aJMHHUCTPATUBHYIO, I'PaKIAaHCKO-IPABOBYIO HJIM YIOJOBHYIO
OTBETCTBEHHOCTh B COOTBETCTBUHM C 3aKOHOIAaTeIbCTBOM Poccuiickoii Penepannu.

V1. BzaumopeiicTBue ¢ MHBIMH CTPYKTYPHbIMH NOAPAa3AeTeHUAMH
18. B nporiecce nesrenpbHOCcTH OTEN OCYIIECTBISAET B3aUMOIENCTBHE CO BCEMU
CTPYKTYPHBIMH TIOAPA3JEICHUSAMH YHHUBEPCUTETA II0 BOIIPOCaM, KacarOIIMMCS
JeATEIBHOCTH OTIENa



