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B cBs3u ¢ pemennem YueHoro coseta HHCTHTYTa OT 29.11.2019 r. cornacuo IIpoTokoma

Ne 11
NPHKAa3BIBAK:

1. VBepnuts u BBecTH B aeiictsue ¢ 02.12.2019 roma «Ilooxerue o6 OT[ENE KaIpoBy
(ITpunoxenue 1).

2. YrBepmute u BBecTH B geiictBre ¢ 02.12.2019 rona «llonoxenue 06 otmene
OpraHM3aluy y4eOHO-METOAUIEeCKOH paboTsr BOy (IIpunoxenwue 2).

3. VrBepmuth W BBecTH B neiictue ¢ 02.12.2019 roga «llonoxenue 06 yuyeOHO-
Ipou3BOACTBeHHOM oTnene OpUIICy (IIpunoxenue 3).

4. YTBepauTh M BBecTH B neifctBue ¢ 02.12.2019 roga «Ilonoxenne o MeTommueckom

otnene» (IIpunoxenwue 4).

JIupeKTOp HHCTHTYTa // ‘ A.H. Ilonos



[Tpunoxenne No /  x npukasy
OpUIIC — dunman CamI'VIIC

OT « LA » AL AT NQ%

Honoxenne
00 oT/iesie KaApoOB
Openlyprexoro HHCTHTYTa My Tel coofmenns — Gpuanana derepaibHOro
rOCyAapCTBEHHOr0 0101KeTHOro 00pa3oBaTe/IbHOI0
YYPpeKIeHHs BbicLIero oopa3oBaHus
«Camapckuii rocy1apcTBeHHbIH YHHBEPCHTET NyTel coobmeHus»

1. O0mue noJiokeHUst

1.1. Ornen xanpos Openbyprckoro MHCTUTyTa MyTedl cOOOILEHMS — (HIHANA
(heZiepabHOrO rocy 1apCTBEHHOTO GFOKETHOrO 00pa30BaTeIbHOTO YUPeKIACHHS BBICIIErO
obpasoBanus «CaMapcKuil rocyJapCTBeHHbIN YHUBEPCHTET MyTeH COOOIICHMS» (manee —
OK) sBnsieTcss CTPYKTYpHBIM mofpaszeienneM OpeHOYprckoro UHCTUTYTa MNyTeH
cooO1eHus — dbunuana benepanpHOTrO roCy1apCTBEHHOTO OIOIKETHOI0
00pa30BATENLHOTO YUPEKAEHHs BhICIIEro obpasoBanus «CaMapckuii rocynapcTBeHHbIN
YHUBEPCHUTET MyTel coodmeHus» (nanee — Ounuran).

1.2. B cBoell nesTenpHOCTH OTAEN pPyKOBOACTBYeTcs TpynoBsiM Komekcom
Poccuiickoit ®enepaunn, Konctutynmedt Poccuiickoit ®Deneparmy, denepanbHbIMU
KOHCTUTYLIHOHHBIMHM ~ 3aKOHaMH, (ellepalbHbIMH 3aKOHAMH, 3aKOHAMH CYOBEKTOB
Poccuiickoit  ®enepauuyl, HHBIMH HOPMATHBHBLIMM NIPABOBBIMH aKTaMd Poccuilckoil
®enepauun, YcTaBoM (eeparbHOro rocy JapeTBEHHOTO G10IKETHOr0 06pa3oBaTebHOro
Y4pexJIeHus BbicLIero oopazoBanus «CaMapckuil rocyqapcTBeHHbIH YHHBEPCUTET NyTeH
cooliueHus» (manee — VYHHBEPCHTET), pACHOPSIKEHHSIMH U MPUKa3aMH  pEKTopa,
nupexkropa Ounuana, JOKaIbHBIMH aKTaMd YHuBepcuTeta u Dumuana, a TaKie
HacTogwuM [lonoxeHuem.

1.3. OK nMeeT Kpyriyro mevarth ¢ HauMeHOBaHHEM OTHENA.

1.4. PyxosomctBo OK ocymiecTsiser HayanbHHK OTIeNa, HA3HAYACMbIH Ha
JOJDKHOCTH MPUKA30M nupektopa Punnana.

1.5. B cocraB OK Bxousat cnenyiomue paborHrkd Ouinana: HaYa bHHUK oTaena
KaJpoM CHELHaIMCT 10 KalapaM, [eIONPOU3BOAMTENb, IOPUCKOHCYJIBT, BeyLUii
FOPUCKOHCYJIBT, CEKPETAPh AUPEKTOPa, CIIELUAIIUCT 110 KafpaM CTYAEHTOB, CEKpeTaph.

1.6. Pabotnukn OK HazHaua:oTCs M OCBOGOKIAIOTCE OT NOIKHOCTH [IPUKA30M
aupexTopa Puiuana 1o npeacTaBieduo HadanpHnka OK. '

1.7. Ctpykrypy n wrratsyto unciertocts OK yTBepkaer pexTop YHuBepcurera.

2. 3axa4m u GyHKUNN nOApA3AeTeHHsI

2.1. OcHoBHble pynxuu OK:

~ YHCTHO-KOHTPOJIbHAss ~ paboTa:  MpHeM, [epeMelleHHe,  YBOJbHEHUE
pabOTHUKOB, yd4eT pabOTHHKOB, yd4eT NIPEJIOCTAB/IEHUST  OTIYCKOB,
CocTapiieHHe rpaduKa OTITyCKOB M KOHTPOIb HaJ COOMI0AeHUEM rpaduka;
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OTYETHO-aHAIMTUYECKass padoTa: OLeHKa padoThl pabOTHHKOB, MOATOTOBKA
ordetoB (BIIO-, CIIO -1 pasmen «CseneHust o mepcoHajie OpraHW3aLUumn»,
@opma Ne 1 Kanpsl, Jlansble aas peiitunra kadenp, @opwma I1-4 (H3), C3B -
CTax);

apXyMBHas W  cCIpaBO4YHas pabora: BeJeHHE apxwBa JIMYHBIX el U
COBMECTHas pa3padOTKa U MOArOTOBKA C paOOTHUKAMM apXHBa JOKYMEHTOB K
nepejadye Ha rOCYJapCTBEHHOE XpaHEHHe, Bblaya CIPaBOK O TPYIOBOM
nesiTenbHOCTH B Puinane pabOTHUKAM U TEHCHOHEPaM;
KOOPAUHALIMOHHO-UH(OPMALIMOHHAs pabora: OopraHu3alus
NpopecCHOHANIBbHOM IOJrOTOBKH M MEPENOArOTOBKH KaIpOB, IOBBILIEHUE
KBaNTU(UKalMK, IUIAHUPOBaHHE KaJpoBOil paboThl, y4acTHe B pabote
KOMUCCHU I10 OKA3aHUIO COLMAIbHON MOAIEPKKH PAOOTHUKAM,

2.2. OcHosable 3aaaun OK:

noadop, paccTaHOBKa M Y4ET KaJIpOB;

npyeM  Ha  pabotry (IpoBepkKa JOKYMEHTOB, 3aKIIOUEHHE TPYIOBOIO
JI0roBOpa, MOArOTOBKA MPHKA3a, 3aHECEHUE YYETHbIX 3alliCeld, epeMelleHHe,
yBOJIbHEHUE Ipo(ecCOPCKO-NPENoaaBaTeIbCKOro cocTasa,
aIMHUHHUCTPATUBHO-YIIPABIEHYECKOTO, y4eOHO-BCIIOMOTaTeIbHOIO u
00CITy)KUBAIOIIETO TIepCoHasa);

BeJieHue yJera pabOTHHKOB M COCTABJICHUE COOTBETCTBYIOIIEH OTYETHOCTH;
oopmileHHE, yueT U XpaHEeHHUE TPYIOBbIX KHUXKEK;

BEJICHUE JINYHBIX J1e7 paboTHUKOB Duiuana;

y4eT MpeA0CTaBIeHUs OTIYCKOB,

3aKJIOYCHHE JIOTIOJHUTENBHBIX COrJAlleHUH ¢ pabOTHHUKAMH B Clly4asx
U3MEHEHUS YCIOBHHU TPYa;

COCTaBJICHME HEOOXONMMBIX [OKYMEHTOB [UIs HA3HAYEeHUS TIICHCHUH
paboTHHKaM;

y4eT pabo4yero BpeMeHU pabOTHUKOB HHCTHTYTA,

y4eT U opopMiieHUe OOTbHUYHBIX JTHCTOB;

IPOBepKa ¥ 3aBepeHHe TOKYMEHTOB ISl OJIy4YeHHs 3arPaHUYHOrO Macopra;
IIpOBEpKa COCTOSHUS TPYAOBOHM IMCLMIIIMHBL U COOMIONEHHS pabOTHUKAMU
IIPaBUJI BHYTPEHHET O TPYJOBOT'O PaCTIOPSIIKa;

MOArOTOBKA TIPEACTAaBIECHUH HA HarpaXk[IeHHe Ha OCHOBAHWM pEIIEHUS
YuyeHoro coBeta W HamnpaBlieHHMe B  COOTBETCTBYIOLIME  OPraHbI
roCcyZapCTBEHHOW BJIACTH;

HalpaBlieHHe PabOTHWUKOB Ha MEIMLHMHCKHA OCMOTp, y4eT HPOXOXKICHMUS
MEJULIMHCKOTO OCMOTPA;

NPOBE/IEHUE KOHCYJbTALMH W TpeJoCTaBleHHe HH(OpPMalK paboTHUKAM
HHCTHUTYyTa IO BOMPOCaM TPYAOBOI'O 3aKOHOIaTeJIbCTBRA;

NOATOTOBKA IMUCEM, OTYETHBIX M HMHBIX  JOKYMeHTOB ®uimanga 1o
BOIIPOCAM, OTHOCSIIIMMCS K KOMITETEHIIMH OTAeA,

pabora no UHGOPMHUPOBAHHIO CNYKObl 3aHATOCTH O HAIHYUU BAKAHCHH |
NOTpeOHOCTH B pabOTHHKAX;
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oOecrnieueHue Oe30macHbBIX YCIOBUHM TpyJa M OXpaHbl TPylda B OTHENE.
3. BzaumogeiicTBHe U CBSI3H MOApa3Ae/ieHHs

B cBoeit gestenpHocTH paboTtHuku OK B3aUMOJEHCTBYIOT CO BCEMM

noapazaenenusiMu  Ouivana ¥ UX PYKOBOAUTENSIMHM TNPHU BBIIIOJHEHUM [IPUKA30B,
pacmopshkKeHUH pPYKOBOACTBA, IPU BBIIOJHEHUM OOSI3aHHOCTEH, MPOMHCAHHBIX B
HaACTOSILIEM TOJIOKEHUH.

3.2. B nensx peanuzauuu 3anad u ¢yHkuud OK ocyiecTBaseT B3auMoielicTBHE
CO CTPYKTYpHBIMU NoApa3aeneHusMu Ounuana ciaeayronmm o0pa3om:

3ampaliMBaeT |y  CTPYKTYPHbBIX moapasaeneHuid @Dunmana JOKYMEHTHI,
CBeJIeHUS 5 Marepuanbl, HeoOXOIUMbIe TS BBITIOJIHEHUS
BO3JIOKEHHBIX Ha OT/AE] 3a4ay;

NpUITalliaeT Ha COBELAHMs paOOTHUKOB JPYTrHX MOJpa3JIeNieHUi, a TakKe
IpeACTaBUTENEN APYTUX OpraHU3alluil A pelleHUs] BOPOCOB, BXOASIIUX B
KOMIIETEHIIHIO OT/eNa;

NpeACTaBiIseT pyKOBOACTBY Dunmana MNpeIjIoKEeHHs [0 YCTPaHEHHUIO
(akTOB HapylleHUs TPYJAOBOW MMCIUIUIMHBI, JOKAJIBbHBIX akToB Puimasa,
3aKoHozaTesnbcTBa Poccuiickoit ®enepannu;

IIPOBEPSIET BBINIOJHEHWE CTPYKTYPHBIMU TMOJApa3ae/IeHUsIMHU pelleHn#
pykoBoacTtBa Ounuana 1o Bornpocam, BXOASIUIMM B KOMIIETEHIIHIO OT/IENIa;
y4acTBYeT B COBELIAHMAX M JpPYTUX MEpOINpHUATHIX, Ha KOTOPBIX
paccMaTpUBAOTCS BOIIPOCHI, BXOISIIIME B KOMIIETEHIIMIO OTEIA.

4. ITo;1HOMOYHS CTPYKTYPHOIO MOJApa3iesieHusi

4.1. Otnen noq4KHsAETCS HETIOCPECTBEHHO JUPEKTOPY.
4.2. HayanpHuk otaena:

4.3

PYKOBOIHUT ACATCIIBPHOCTBIO OT/ZiC/Ia U HECET EPCOHAIBHYIO OTBETCTBECHHOCTH
3a BBIITOJIHEHHME BO3JIOXKEHHBIX Ha OTIEN 3a/1a4 U GYHKIUH;

IUTaHUPYET paboTy OT/Aea B COOTBETCTBUH C IutaHaMu Puiunana;
IPECTaBIgeT OTIAEN B OpraHax rocylapCTBEHHON BIacTH, OpraHU3alMax 110
BOIIPOCaM, BXOJSIIMM B KOMIIETEHIUIO OTAEA;

OCYILLIECTBIISIET KOHTPOJIb HaJl COOMOeHHEM PabOTHHUKAMU OTAesa TPYa0BOM
U UCIIOJIHUTENBCKON AUCUUTUINHEI,

pacnpeenseT 00S3aHHOCTH MEX Iy pabOTHHKAMH OTENa;

NpeACTaBIseT  AUPEKTOPY TNPENIOKEHUs O NPUMEHEHWH K paboTHUKAM
OTA€Na Mep MOOIIPEHHs, a TAKXKe O HAIOXKEHUH HA HUX AMCUUILTHHAPHBIX
B3bICKAHUN B IIOpPAIKE, YCTAaHOBIEHHOM TPYIOBHIM 3aKOHOAATEIbCTBOM
Poccutickoii @enepanuu;

PaboTHUKHM OTIeNna OCYIIECTBISIOT CBOM (YHKUMM B COOTBETCTBHH C

HacrosmuM [lonoxenuem u AOJDKHOCTHBIMU WHCTPYKIIUSIMH.

S. OTBeTCTBEeHHOCTH NOAPa3Ae/IeHH



5.1. PabotHuku OK HecyT OTBETCTBEHHOCTH 3@ KaYeCTBEHHOE M CBOEBPEMEHHOE
BBLIIIOJIHEHUE JIOJDKHOCTHBIX O0OSI3aHHOCTEH, NPEeIyCMOTPEHHBIX HMX JOJKHOCTHBIMU
UHCTPYKLHUSAMH M HACTOSILIUM [I0JIOKEHHUEM, 3a IPUYMHEHHE MaTepUaIbHOrO yiuepba — B
npenenax, onpeaeaEéHHbIX JeHCTBYIOIIUM TPYIOBBIM M TPaXTaHCKHUM 3aKOHO1aTEILCTBOM
Poccuiickoin ®enepanum.

6. 3akIouHnTeIbHbIC OJIOKEHH S

6.1. Hacrosmee IlonokeHue BCTyNaeT B CHIIy ¢ MOMEHTA IMOJIIUCAHUS [PUKA3a
nupexkropa @unuana o6 yreepxkaeHuH [lonokeHHS Ha OCHOBaHHWM peIEHUS YUYEHOTro
coBeta ®unuana.

6.2. Bce uM3MeHeHMs M JOMNOJHEHHUS K HAcTosmeMy IIOJOXEHMIO BHOCSTCS U
YTBEPXKAAOTCS YueHbiM coBeToM Punuana.



