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YqeHoro coBern AHO BO 
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npOTOKOJI OT 27.02.2019 r. NQ 25 

IIOJIO)KEHHE 
06 YnpasJieuuu nepcouaJI0M 

u BEP)K,UAIO 

KTOpAHOBO 

CTHT)'T 6H3Heca» 

~fferfi--
C. M. ITnaKcHif 

HacToxmee I10JIO)Kem1e onpe,n:enxeT Ha3Haqem1e, uem1, 3a,n:aq11, q>yHKUHH, npaBa, 

OTBeTCTBeHHOCTb H OCHOBbl ,[{e51TeJibHOCTH YnpaBJieHHX nepc0Ha.JIOM (,n:a.Jiee: YnpaBJieHHX) 

HauHOHa.JlbHOro HHCTHT)'Ta 6H3Heca. 

1. O6mue U0JI0:IKCHHH 

1.1 YnpaBJieHHe XBJIXeTC51 CTPYKTYPHhIM no,n:pa3,n:eneHHeM Hau,HOHa.JibHOro HHCTHTYTa 

6H3Heca. 

1.2 YnpaBJieHHe HMeeT IllTaMnbI C o603HaqeHHeM CBoero nOJIHOro HaHMeHOBaHH51 H 

HaHMeHOBaHH51 I1HCTHTyTa. 

1.3 Co3,n:aH11e, peopraHM3aU,H51 H JIHKBH,[{aU,H51 YnpaBJieHHX ocymecTBJIXeTCX B 

COOTBeTCTBHH C npHKa3aMH peKTOpa I1HCTHTYTa H Tpy,n:oBblM KO,[{eKCOM P<D. 

1.4 YnpaBJieHHe no,n:q11ttXeTC51 peKTopy I1HCTHTyTa. 

1.5 YnpaBJieHHe B CBOeH pa6oTe pyKOBO,[{CTByeTcx: 

- Tpy,n:OBbIM KO,[{eKCOM P<D; 

- cpe,n:epa.JibHbIMH 3aKOHaMH P<D; 

- ITocTaHOBJieHH51MH H ,n:pyrHMH H0pMaTHBHhIMH aKTaMH ITpamneJihCTBa P<D H 

MHHHCTepcrna o6pa30BaHmI H HayKH P<D no BonpocaM Tpy,n:a, Tpy,n:OBbIX OTHOIIIeHHH, 

o6pa30BaHH51, apXHBHOro ,n:ena; 

- rocy,n:apcrneHHbIMH CTaH,n:apTaMH, H0pMaTHBHblMH ,[{0KYMeHTaMH cpe,n:epa.JibHOH 

apxHBHOH cny)K6b1 P<D; 

-,[{eHCTBYIOII(HMH HOpMaTHBHbIMH ,[{OKyMeHTaMH no BOIIpOCaM ,n:enonpOH3BO,[{CTBa; 

- Y CTaBOM I1HCTHTyrn; 

- ITpaBHJiaMH BHyTpeHHero Tpy,n:oBoro pacnopx,n:Ka I1HCTHTYTa; 

- rrpHKa3aMH H pacnop51)KeHH51MH peKTOpa I1HCTHT)'Ta; 

- HacT051II(HM IToJio)KeHHeM. 
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1.6 ,z:i:e51TeJU,HOCTb YITpaBJieHirn perym1:pyeTC51 HHCTPYKI.lEf51MH ITO ocymecTBJieHHIO Tex 

HJIH HHbIX COCTaBJ151IOIUHX Ka,UpOBOH pa60Tbl. 

2. CTpyK'rypa YnpasJieHIIH 

2.1 CTpyKTypa H IIITaTHOe paCITHCaHHe YITpaBJieHH51 B ycrnHOBJieHHOM nop51,UKe 

YTBep)K,UaeTC51 peKTOpOM 11HCTHTYTa ITO npe,UCTaBJieHHIO HaqaJibHHKa YnpaBJieHH51. 

2.2 Henocpe,UCTBeHHOe PYKOBO,UCTBO YnpaBJieHHeM ocymecTBJ151eT HaqaJibHHK. 

2.3 Pa60THHKH YnpaBJieHH51 Ha:rnaqaIOTC51 H OCB060)K,UaIOTC51 OT ,UOJI)KHOCTH npHKa.30M 

peKTOpa 11HCTHTYTa no npe,UCTaBJieHHIO HaqaJibHHKa YnpaBJieHH51. 

2.4 KBanmpHKaI.IHOHHbie Tpe6oBaHH51, q>yHKI.IHOHaJibHbie o6513aHHOCTH, npaBa, 

OTBeTCTBeHHOCTb HaqaJibHHKa H pa60THHKOB YITpaBJieHH51 perJiaMeHTHpyIOTC51 ,UOJI)KHOCTHbIMH 

HHCTPYKI.IH51MH, YTBep)K,UeHHbIMH peKTOpOM 11HCTHTYTa. 

2.5 YcJIOBH51 Tpy.ua pa60THHKOB YnpaBJieHH51 ycTaHaBJIHBaIOTC51 B COOTBeTCTBHH C 

TPY.UOBbIMH .uoroBopaMH. 

3. OcHOBHhie ll,CJIII 

3.1 O6ecneqeHHe noJIHOro H CBOeBpeMeHHOro Y.UOBJieTBopeHH51 TeKymHx H 

ITepcITeKTHBHbIX noTpe6HOCTeH 11HCTHTYTa B Ka,UpOBbIX pecypcax. 

3 .2 Ka.z:i;poBoe o6ecneqeHHe .z:i;e51TeJibHOCTH 11HCTHTYTa B OTHOIIIeHHH nepCOHaJia H 

KOHTHHreHTa o6yqaIOru:HXC51. 

3 .3 O6ecITeqeHHe cBoeBpeMeHHoro npHeMa, Ha,n:Jie)Kamero yqeTa H xpaHeHH51, 

ynop51,n:oqeHH51 npaKTHqecKoro HCnOJib30BaHH51 apxHBHbIX ,UOKYMeHTOB. 

4. 0CHOBHhie 3a)];aq11 

4.1 O6ecneqeHHe co6JIIO.IJ:eHH51 TPY.UOBOro 3aKOHO,UaTeJibCTBa B TPY.IJ:OBhIX OTHOIIIeHH5IX C 

pa60THHKaMH 11HCTHTyTa, co6JIIO,UeHHe npaB, rapaHTHH H KOMITeHCaI.IHH. 

4.2 Koop.n;HHaI.IH51 H KOHTpOJib ,Ue51TeJibHOCTH CTPYKTypHbIX no,Upa.3,UeJieHHH no 

BOnpocaM Ka,UpOBOfO .uenonpOH3BO,UCTBa. 

4.3 YqacTHe B ITpe.uenax CBOeH KOMneTeHI.IHH B no.uroTOBKe H HCnOJIHeHHH 

ynpaBJieHqecKHX peIIIeHHH PYKOBO.IJ:CTBa 11HCTHTyrn. 
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4.4 Yqacrn:e B KOMIIJieKTOBaHIUf CTpyr<TypHbIX no,z:i:pa3,z:i:errem-1if HHCTHT)'Ta 

pa6oTHHKaMH. 

4.5 OpraHH3aIIH.SI yqeTa JIIfqHoro C0CTaBa nepcoHarra H K0HTHHreHTa o6yqaIOIIIHXCSI. 

4.6 OpraHH3aIIHSI ,n:oKyMeHTHpOBaHHSI Ka,n:pOBOH pa60TbI no JIIfqHoMy COCTaBY 

pa60THHKOB H KOHTHHreHTa o6yqaroIIIHXCSI. 

4.7 YqacTHe B pa6oTe no yKpenrreHHIO TPY.D:OBOH .D:HCIIHnJIHHbl pa60THHKOB HHCTHT)'Ta, 

co6rrIO,n:eHHSI flpaBHJI BH)'TpeHHero TPY.D:OBOro pacnop.SI,n:Ka. 

4.8 Pa3pa60TKa H BHe,n:peHHe JIOKaJibHbIX HOpMaTHBHbIX aKTOB H MeTO,n:HqecKHX 

,n:oKyMeHTOB B o6rraCTH YnpaBJieHH.SI nepCOHaJIOM, o6ecneqeHHe HX co6rrIO,n:em1e pa60THHKaMH 

HHCTHT)'Ta. 

4.9 CBoeBpeMeHHoe KOMnrreKT0BaHHe; o6ecneqeHHe Ha,z:i:Jie)Kamero yqeTa H 

HCnOJib30BaHH.SI, CTporoif coxpaHHOCTH .D:OK)'MeHTOB, xpaH.SIIIIHXC.SI B apxHBe. 

5 <l>yHKQHH 

5.1 OpraHH3aIIHSI no,z:i:6opa H OT6opa pa6oTHHKOB C0BMeCTH0 c PYK0B0.D:HTeJISIMH 

CTPYKTYPHhIX no,n:pa3,n:erreHHH. 

5.2. OpraHmau;m1 Ka,n:poBoro ,z:i:erronpomBo,n:crna: 

- no,n:r0T0BKa npHKa30B no JIHqHoMy COCTaBy pa60THHKOB H KOHTHHreHTY 

o6yqaIOIIIHXC.SI; 

- ocpopMJieHHe npHeMa Ha pa6oTy, nepeBO.D:0B, H3MeHeHHH cymecTBeHHbIX )'CJIOBHH 

Tpy,z:i:a H )'B0JihHeHH.SI pa60THHKOB; 

- ocpopMrrem1e H perHcTpaIIHSI Tpy,n:oBbIX ,z:i:oroBopoB, no,z:i:roT0BKa corrrarneHHH o 

BHeCeHHH H3MeHeHHH B mix; 

- C0CTaBrreHHe rpaqmKa e)Kero,n:HbIX onJiaqlfBaeMhIX 0TnycK0B pa6oTHHKOB. YqeT 

HCn0Jib30BaHHSI pa60THHKaMH 0TnycK0B, ocpopMrreHHe oqepe,n:HhIX 0TnycK0B B C00TBeTCTBHH C 

yrnep)K,n:eHHbIM rpaq:>HKOM H non0JIHHTeJibHbIX OTnycKoB; 

- K0HTp0Jib 3a CB0eBpeMeHH0CTblO no,z:i:aqlf CTPYKT)'pHbIMH no,z:i:pa3,z:i:erremrnMH Ta6erreif 

yqera pa6oqero BpeMeHH, npoBepKa npaBHJibHOCTH MX ocpopMrreHH.SI; 

- yqaCTHe B nonroT0BKe ,n:oKyMeHT0B 0 noompeHHH 0TJIHqHBIIIHXC.SI pa60THHKOB H 0 

npHBJieqeHHH K 0TBeTCTBeHH0CTH HapyIIIHTerreif TPY.D:OBOH H npOH3B0.D:CTBeHHOH .D:HCIIHnJIHHhI; 

- ocpopMrreHHe H yqeT KOMaH,n:HpOB0K; 

- npHeM, yqeT H xpaHeHHe TPY.D:0BbIX KHH)KeK pa60THHKOB, ocpopMJieHHe ,z:i:y6rrHKaTOB 

Tp)'.D:0BbIX KHH)KeK; 
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Bbl,Ll;aqa pa60THMKaM cnpaBOK C MeCTa pa60Thl M 3aBepeHHhIX KOnMH TPY.ll:OBhIX 

KHM)l(eK; 

- BhI)laqa HeBOCTpe6oBaHHhIX B cpoK TPY.ll:OBhIX KHM)l(eK, arrecTaTOB, )lMnJIOMOB; 

- ocpopMJieHMe, Be,neHMe M xpaHeHMe JIMqHI,IX KaprnqeK; JIMqHI,IX ,neJI pa60THMKOB M 

o6yqaIOIIIMXC51, 

- ocpopMJieHMe CTpaxoBhIX CBM)leTeJibCTB rocy,napCTBeHHOro neHCMOHHOro CTpaxoBaHM5I; 

)l(YPHaJIOB pernaMeHTMpOBaHHhIX Ka,npOBhIM 

.nenonpOM3BO)lCTBOM; 

- Be.n;eHMe ycTaHOBJieHHOH ,ll;OKYMeHTaUMM no Ka,npaM M KOHTMHreHTY o6yqaIOIIIMXC5I; 

- no MCTeqeHMIO ycTaHOBJieHHhIX cpoKOB TeKy111ero xpaHeHM51 no,nroTOBKa )lOKyMeHTOB K 

c,na'-le Ha xpaHemrn B apxMB, cornactto yTBep)l(,neHHOH HOMeHKJiaType .nen YnpaBJieHM5I; 

- o6ecneqeHMe Ha,nJie)l(a111ero xpaHeHM51 M MCnOJih30BaHM51 ,noKyMeHTOB TeKyIIIeH 

,ne51TeJibHOCTM; 

- pa3pa6oTKa YHM(pHIIMPOBaHHhIX cpopM )lOKYMeHTOB. 

5.3 OpraHH3aUM51 pa6on1, no no,nroTOBKe npoue.nyp npoBe,neHM51 KOHKypca Ha 

3aMeIIIeHMe )lOJI)l(HOCTeH ne,narorMqecKMX pa60THMKOB M3 qMCJia npocpeccopcKO­

npeno,naBaTeJibCKOro COCTaBa MHCTMTyTa, B paMKax cpyHKUMOHaJihHhIX 3a,naq YnpaBJieHM51, 

onpe,neJieHHhIX JIOKaJihHhIMM HOpMaTMBHhIMM aKTaMM MHCTMTyTa, a TaK)l(e no ocpopMJieHMIO 

Tpy,nOBhIX OTHOIIIeHMH no MTOraM KOHKypca. 

5.4 Y'-:laCTMe B no,nroTOBKe rpacpMKa npoBe,neHM51 BbI6opoB ,neKaHOB cpaKyJihTeTOB, 

3aBe,nyIOllJ.HX Kacpe,npaMH, c6op M perncTpaUH51 3a51BJieHMH KaH)lM)laTOB, ocpopMJieHMe TPY.ll:OBhIX 

OTHOIIIeHMH no MTOraM BhI6opoB. 

5.5 O6pa6oTKa, xpaHeHMe M o6ecneqeHMe 3aIIIMThl nepCOHaJihHhIX ,naHHhIX pa60THMKOB 

H o6yqaIOlll.HXC51. 

5.6 Be,neHMe IIITaTHOH paccTaHOBKM B COOTBeTCTBMM c YTBep)l(,neHHhIM IIITaTHhIM 

pacnMcaHMeM. 

5. 7 Be,neHMe cnMCKa ,naHHhlX O KOHTMHreHTe o6yqaJOIIIMXC51. 

5.8 YqeT JIMqHoro COCTaBa, )lBM)l(eHM51 pa60THMKOB M KOHTMHreHTa o6yqaJOIIIMXC51. 

5. 9 ITo,nroTOBKa OTBeTOB Ha 3anpOChl B qacTM, OTHOC51IIIeHC51 K KOMneTeHUMM 

Y rrpaBJieHH51. 

5 .10 KoHTpOJih 3a COCT051HMeM Tpy,nOBOH )lMCUMnJIMHhl B CTPYKTYPHhIX rro,npa3,neJieHM51X 

MHCTMTYTa M co6JIIO)leHMeM pa6oTHMKaMM ITpaBMJI BHYTpeHHero TPY.ll:OBOro pacrrop51,nKa . . 

5.11 3aBepeHMe KOnMH )lOKyMeHTOB pa60THMKOB M o6yqaIOllIMXCSI, y,noCTOBepeHMe 

IIO)lIIMCeH pa6oTHMKOB. 
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5.12 Yqacrn:e B pea.JUI3aI.IJHI KOMIIJieKca opraHM3aI.UIOHHO-Ka,n:pOBI,IX MepoITp1u1rn:n, 

HaITpaBrreHHhIX Ha OITTMMM3a.I.{MIO opraHM3aUMOHHOH CTPYKTYPhI, qlfcrreHHoro cocTaBa 

J1HCTMTyTa. 

5 .13 Y qaCTMe B ITO.llI'OTOBKe M ITpe,nCTaBJieHMe MH<pOpMaUMOHHO-aHa.JIMTMqecKMX M 

CITpasoqHbIX MaTepMa.JIOB PYKOBO.llCTBY 11HCTMTyTa ITO Ka,n:pOBbIM BOITpoca.M M KOHTMHreHTY 

o6yqaIOlllMXCSI. 

5 .14 OpraHM3aUMSI pa60TbI ITO KOMITJieKTOBaHMIO, xpaHeHMIO, yqeTy If MCITOJib30BaHMIO 

apxMBHbIX .llOKyMeHTOB 11HCTMTyTa. 

5 .15 KoHTpOJib 3a ITpaBMJibHOCTblO 3KCITrryaTaUMM ITOMe{UeHMH apXHBa, MCITpaBHOCTblO 

ITPOTMBOITO)KapHOH CMCTeMbI. 

5 .16 ITrraHMpOBaHMe pa60TbI y ITpaBJieHMSI, ITO.llI'OTOBKa ro,noBhIX OTqeTOB, 

CTaTMCTlfqecKMX OTqeTOB, KacaIOIUMecsi: BOITpOCOB Ka,npOBOH pa60TbI. 

5.17 KoHCYJibTHpOBaHMe PYKOBO.llMTerren If pa60THMKOB ITO BOITpOCa.M Ka,npoBoro 

,nerroITpOM3BO.llCTBa. 

5 .18 OKa3aHMe MeTO,nlfqecKOH M ITpaKTlfqecKOH ITOMOlllM ITO.llpa3,nerreHMSIM B 

q>OpMHpOBaHMM If Oq>OpMJieHMM ,nerr ITPM c,naqe B apxHB. 

6. PyKOBO)].CTBO 

6.1 PyKOBO.llCTBO YITpaBJieHMSI ocymecTBJISieT Haqa.JibHMK YITpaBJieHMSI. 

6.2 Haqa.JibHMK YITpaBJieHMSI Ha3HaqaeTCSI If OCB060)K,naeTCSI OT .llOJI)KHOCTM ITPMKa30M 

peKTOpa 11HCTMTyrn. 

7. Ilpasa 

YITpaBJieHMe ITepCOHa.JIOM MMeeT ITpaBO: 

7 .1 3arrpaurnsan, OT PYKOBO.llMTerren CTPYKTYPHhIX ITO.llPa3.lleJieHMH, COTPY .llHMKOB 

11HCTI1TYTa )],OKyMeHTbI If MH<pOpMaUMIO, He06XO)lMMbie .llJISI ocyiuecTBJieHMSI CBOeH pa60TbI. 

7.2 Tpe6oBaTb ITPM ITpHeMe Ha pa6oTy M B ,npyrnx ycrnHoBrreHHhIX crryqasi:x 

ITpe,ncTaBJieHMSI .llOKyMeHTOB B COOTBeTCTBMM C Tpy,noBhIM KO,neKCOM P<l>. 

7.3 ,l(aBaTb pa31>SICHeHmI M peKOMeH,nauMM ITO BOITpoca.M, BXOMlllMM B KOMITeTeHUMIO 

YITpaBrreHMSI. 

7.4 3aBepSITb )],OKyMeHTbI, KacaIOIUMecsi: JilfqffOro COCTaBa pa60THMKOB If KOHTMHreHTa 

o6yqaIOlllMXCSI. 

7.5 BecTM ITepeITMCKY ITO BOITpocaM, OTHOCSIJUMMCSI K KOMITeTeHUMM YITpaBJieHMSI. 

7.6 BM3HpoBaTb ITpOeKTbI .llOKyMeHTOB, ITO.llI'OTOBJieHHbIX ,ll,pyrMMM rro,npa3,nerreHMSIMM 

I1HCTMTYTa, eCJIM B HMX 3aTparMBaIOTCSI BOITpOCbI, OTHOCSIJUMecsi: K KOMITeTeHUMM YITpaBJieHMSI. 
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7. 7 OcpopMllilTb H Bb:r,naBaTb pa60THHKaM H o6yqaIOll.lHMCH B COOTBeTCTBHH C 

,n:eHCTBYIOlllHMH B I1HCTHTyTe ITpaBHJiaMH ITO ITHCbMeHHbIM 3aITpocaM (3MBJieHHHM) CITpaBKH, 

BblIIHCKH H HHbie aHarrOrHqHbie ,[(OKyMeHTbI. 

7.8 ITpe,n:CTaBJIHTb Ha OCHOBaHHH ,n:oaepeHHOCTH HHTepeCbI I1HCTHTYTa ITO BOITpOCaM, 

OTHOCHll.lHMCH K KOMITeTeHUHH YITpaarreHHH B rocy,n:apcTBeHHbIX H MYHHUHnaJibHbIX opraHax. 

7. 9 BHOCHTb npe,n:JIO)KeHHH PeKTOpy no COBeprneHCTBOBaHHIO pa60TbI y npaarreHHH. 

7.10 3HaKOMHTbCH c perneHHHMH, KacaIOll.lHMHCH ,n:eaTeJibHOCTH Y npaarreHHH. 

8. BJaHMO}J.CHCTBHe 

~JUI BblIIOJIHeHHH cpyHKUHR H pearrmau;HH npaB YnpaBJieHHH B3aHMO,n:eii:cTByeT: 

8 .1 Co BCeMH pa60THHKaMH I1HCTHTYTa. 

8.2 C opraHaMH BJiaCTH, CTOpOHHHMH opraHH:3aUHHMH B COOTBeTCTBHH C 

ycTaHOBJieHHhIM B I1HCTHTyTe nopa,n:KOM no BOITpOCaM, OTHOCHll.lHMCH K KOMneTeHUHH 

Y npaarreHHa. 

9. 0TBCTCTBCHHOCTb 

9 .1 BcIO nOJIHOTY OTBeTCTBeHHOCTH 3a KaqecTBO H CBOeBpeMeHHOCTh BhlIIOJIHeHHH 

B03JIO)KeHHhIX HaCTOHll.lHM IToJIO)KeHH:eM Ha YnpaBJieHH:e 3a,n:aq H cpyHKUHR HeceT HaqarrbHHK 

y npaBJieHHH. 

9.2 Ha HaqarrhHHKa Ynpaarremrn B03JiaraeTCH OTBeTCTBeHHOCTh 3a: 

- HapyrneHH:e HOpM H npaBHJI pa60TbI C ,[(OKYMeHTaMH, HX yTpaTy HJIH nopqy; 

co6rr10,n;eHHe COTPY.D:HHKaMH YnpaBrreHH:a Tpy,n:oBOR H npOH:3B0,[(CTBeHHOR 

,[(HCUHnJIHHhI; 

- Ha.n;Jie)Kamee o6ecneqeHHe coxpaHHOCTH HMymecTBa, Haxo.n;ameroca B YnpaBrreHHH; 

- Hepa3rrrarneHH:e crry)Ke6HOR HHq>OpMaUHH H HHq>OpMaUHH O nepCOHaJihHhIX ,n;aHHhIX 

pa6oTHHKOB. 

9 .3 OTBeTCTBeHHOCTh pa60THHKOB y npaBrreHHH ycrnHaBJIHBaIOTCH .n;ettCTBYIOlllHM 

3aKOHO,[(aTeJihCTBOM Pct> H ,[(OJI)KHOCTHhIMH HHCTPYKUHHMH. 

9.4 HaqaJibHHK H pa60THHKH YITpaarreHHH HecyT nepCOHaJihHyIO OTBeTCTBeHHOCTh 3a 

npaBHJibHOCTh ocpopMllileMhIX HMH ,[(OKYMeHTOB, HX COOTBeTc . 3aKoHo,n;aTeJihCTBY Pct>. 

PA3PAEOTAHO: 

HaqarrbHHK YnpaBJieHHH nepCOHaJIOM B.IO. TKaqeHKO 

corJIACOBAHO: 

PeKTop C.H. ITrraKcHii: 
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