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OBPA3OBATEJIBHOE YACTHOE YYPEXJAEHUWE BbBICIHIEI'O
. OBPA3OBAHUA
«POCCHUUCKASA MEXAYHAPOJIHASA AKAJAEMUA TYPU3IMA »

MOMNOKEHHUE
Ob OTAEJE KAJAPOB

1. OO6mmue nojoxenusn

1.1.  Orpmen  kagpoB, SBISAACH  CAMOCTOATENIBHBIM  CTPYKTYPHBIM
nojipazjiejieHueM AKaJIeMUH, CO3JaeTCs U JIMKBUAUPYETCS IPHKA30M PEeKTOpa.

1.2. Ornen KazpoB MOTYUHSAETCSI HEMOCPEACTBEHHO PeKTOpY AKaaeMHuHu.

1.3. YnucneHHOCTh M ILITAT OTHENA ONpEAeNsieTcsl LITAaTHbIM paciucaHueM
AKaJIeMHH.

1.4. Otnen kaapoB B CBOEH J1eAT€IbHOCTH PYKOBOACTBYETCS:

- TpynoBbiMm Kogekcom P®D;

- MenepanbHbiM 3aKkoHOM OT 29 nekabpst 2012 roga Ne 273-03 «O6
obOpazoBanuu B Poccuiickoit enepanuu», ApyrumMu (eaepaibHbIMU 3aKOHAMMH;

- IlocranoBnenuem Muntpyna P® ot 10 oktsabps 2003 roxa Ne 69 « O6
yTBepkKAeHUH MHCTPYKIUKU MO 3aM0JHEHUIO TPYI0BbIX KHHKEK;

- HOpPMAarMBHO - TMPaBOBBIMH JIOKYMeHTaMH  MOCKOBCKO#H o00sacTu,
JAPYTUMH HOPMAaTUBHBIMU NPABOBBIMHU aKTaMH FOCY1apCTBEHHbBIX OPraHoOB;

- YcraBom Akanemuu, [IpaBunamu BHYTPEHHEro TPYIOBOTO pacrnopsjka,
KOJUIEKTUBHBIM JIOTOBOPOM AKajeMHH, IITAaTHbIM pacrnucaHuem AkaJeMuu,
JIOKaJIbHBIMM HOPMATHUBHBIMU IPaBOBbIMM aKTaMu AKaJeMHH, KacaroLIMMHUCH
OpraHu3aluu Tpy/ia U TPyAOBBIX NPABOOTHOILIEHHIA.

1.5. HenocpencTBeHHOE PYKOBOJCTRO OTAEIOM  KaJpOB OCYLi{CCTBIISET
Ha4YalbHUK OT/eNa KaJpoB.

1.6. HaganpHuk oTnena KaJapoB SBISETCS NPSIMbIM PYKOBOAMTENEM /LIS
BCEX COTPYIHHUKOB OT/ea.

1.7. PelmieHuss HayajqibHUKa OT/ENA KaapoB, INPHUHHATBIE B TMpeaeiiax ero
KOMITETCHIIHUH, ABIAKOTCA 00s3aTeIbHBIMHU JUTS BCEX COTPYAHHKOB
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nojpa3aeneHus.

1.8. JlestenbHocTh pabOTHUKOB OTAENAa KaApoOB PpErjiaMeHTUPYeTCs
JO/KHOCTHBIMU MHCTPYKUMSAMHU. WX moanuchiBaeT HavalabHUK OTAEsa KaJpoB,
YTBEPXKIaeT peKTOop AKaJeMHUU.

1.9. Jlnst obecrieyeHus MOBCEAHEBHON JIEATENBLHOCTH OTIAE] Ka/JIPOB UMEET
KPYTIJIylo 1e4aTth ¢ 0003Ha4eHUeM CBOero HauMeHOBaHHUs.

2. OcHoBHbIe PyHKUHH H 321241

2.1. KomnuekroBanue AKaZeMHH TMepcoHanoM TpedyeMbix mnpodeccui,
CreiUagbHOCTeH, KBanM(uKalM¥ B COOTBETCTBMM C LEISIMM M CTpaTeruei
AKajieMuH.

2.2. Opranu3auusi yyera nepcoHana, o(OpMIeHHs [ABHIKEHUs [epCoHalla
(oopmileHne npuema, nepeBoja, yBOJbHEHHS, lTepeMelleHuns ).

2.3. ITpuem, XpaHeHue, 3anojHeHUe TPYAOBbIX KHUKEK B COOTBETCTBUH C
UHCTPYKLHUEH O MOpsiJiKe BeIeHUs TPY10BbIX KHHKEK.

2.4. TlogrotoBka JOKYMEHTOB Ui TMEHCHOHHOro cTpaxoBaHus, LlenTpa
3aHATOCTH  HaceneHuss MockoBckoil obrmacth M APYrHX  JOKYMEHTOB,
HEOOXOMUMBIX ISl YCTAHOBIEHHUS JbIOT W KOMIMeHcAauuid paboTHUKAM M HX
CeMbSM.

2.5. Opranuszaunus cocTaBieHUsi rpaduka exKeroJHbX OIJIaYdBaeMbIX
OTIYCKOB, Yy4YeT HCIIONb30BaHUs pabOTHUKAMHM OTIYCKOB B COOTBETCTBHH C
YTBEPKICHHBIMU IpaduKaMu, TOTMOTHUTENBHBIX YYEOHBIX OTITYCKOB.

2.6. IToaroToBka JOKYMEHTOB IO KaJpOBLIM BOMpPOCAM Uil MIPOXOKIACHNS
MpoLeAyp JIMLUEH3UPOBaHUS, TOCYAAapCTBEHHOW aKKpeIuTaluH, IPOBEPOK,
NpoBOAMMBIX opraHamu PocoOpnanzopa M ApyrMMu  YNOJHOMOYEHHBIMH
OpraHaMy B YCTaHOBJIEHHOM MOpSIAKE.

2.7. Kontpons 3a cocrosiHMeM TpyaoBod aucuuniauHbl U IlpaBuin
BHYTPEHHEr0 TPYJIOBOT'0 pacnopsaka AKaJeMuH.

2.8. TloaroroBka 3aBepuIEHHBLIX B JJIONPOM3BOACTBE JIMUYHBIX Jiej
pabOTHUKOB K C1a4ye B apXUB.

2.9. Odpopmnenue nponyckoB paboTHMKAM AKaJeMHH.

2.10. TloaroroBka MOKYMEHTOB, HEOOXOIMMBIX JJIsi HAYUCIEHHUS TEHCHH
paboTHUKaM AKaIeMUU U UX CEMBSM.

2.11. PaspaboTka ycnoBuii npueMa Ha paboTy 1Mo KOHKYpCy, MOArOTOBKa K
paboTe KOHKYPCHONH KOMHCCHH.

2.12. HUHdopmupoBaHHe pabOTHMKOB AKajgeMHH 00 HMeEIoUHXCs
BaKaHCUAX, MCMOIb30BAHUE CPEACTB MACCOBON WHpOpMAUUU [UIS MOMEIEHHS
00bsABICHUI 0 HaliMe pabOTHUKOB.

2.13. TloaroroBka MarepuanaoB Juis [PEACTaBICHUS [EpCoHana K
NOOLIPEHUSM.
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2.14. TloaroroBka COOTBETCTBYIOIUUX MaTEPHAIOB MO [PUBIICUYCHHUIO
pabOTHUKOB K MaTepHaJIbHON M JAMCLUUILIMHAPHONW OTBETCTBEHHOCTH.

2.15. Bbigaua crnpaBok o pabore B AkajeMuu, 3aHUMAEMOH JIOJDKHOCTH U
pa3mepe 3apabOTHO# MJIaTh.

3. B3aumooTHomeHHun (cayxKeOHbIE CBSI3H)

Jlns  BbiMoMHeHMs QYHKUMNR M pealu3alid Mpas, MPeayCMOTPEHHbBIX
HACTOSALIUM TOJOKEHHEM, OT/IeN KaApoB AKaleMHH B3aUMOIEHCTBYET:

3.1. Co BceMH CTPYKTYPHBIMHU MOJApa3IeNeHUusMH AKaaeMHH MO BOMpocam
KOMIJIEKTOBAHUS W JBMJKEHUS KaJIpOB, XapakTepUCTHK Ha pabOTHHUKOB,
MpeACTaB/isieMbIX K [OOIIPEHHUIO, TMOJrOTOBKM JOKYMEHTOB B CBSI3H C
NpUBIEYEHHEM K MaTepHallbHOM M JAMCHUIUIMHAPHOW OTBETCTBEHHOCTH,
00BACHUTENIBHBIX 3aITMCOK OT HapyLIUTENe! TPYAOBOM AMCLMUILIIUHBL, B TOM YHCIE
NpeIoKeHHH Mo COCTaBIeHHIO rpaduKoB OTITYCKOB.

3.2. C y4eOHO-METOAUYECKUM LIEHTOM 110 BOIpOcam KayecTBa 0Opa3oBaHMus.

3.3. C cekperapuaToM I10 BONpPOCAaM IOKYMEHTHMPOBAHMUS M OpraHU3aluu
paboThl ¢ TIOKYMEHTaMHU.

3.4. C meHeKepoM BOMHCKOTO W MMUIPALlMOHHOIO y4yeTa MO BONpPOCcaM
MocTaHOBKM Ha yuderT pabotHukoB PMAT B BoeHKOMaTe W MUTPALOHHOH
ciyxoe.

3.5. C Oyxranrepueii no BonmpocaMm OmnaThl Tpyaa (Ha OCHOBAHUM MPUKA30B
0 rpuemMe, yBOJILHEHHH, N1EPEBOE, OTIYCKe, MOOUIPEHNUH U T.1.).

3.6. C ropuau4ecKkuM OTAENIOM I10 BONPOCaM TPYAOBBIX B3aUMOOTHOLICHHIA,
BM3MPOBAHUS TPUKA30B, TPYAOBbIX 0TOBOPOB.

3.7.  C aIMHMHMCTPAaTUBHO-XO3SIMCTBEHHOH  clyk00if 1Mo  Bompocam
obecrnieyeHus otTena HeOOXOAMMbBIMU CPEICTBAMM OPraHU3aLMOHHON TEXHUKH U
KaHLEJAPCKUMH MPUHATIEKHOCTIMH.

3.8. C ueHTpoM MH(POPMALMOHHBIX TEXHOJOIHH MO BonpocaM obecrnedeHus
CBOEBPEMEHHOI0 TEXHUUYECKOTO 00CTy>KMBAHHUSI U PEMOHTA OPI TeXHHUKH.

3.9. C otaenaMu couManbHOro obecrnedeHus, CiayxdaMyd 3aHSTOCTH,
MEHCUOHHBIM (POHIOM.

4. Cpok neficTBHSI H MECTO pa3MelieHns

4.1. Tlonoxenue 00 oTaene KaapoB MOMISKHT IMEPECMOTPY B Ciydae
M3MEHEHMH B 3ajadax oT[ena KaJpoB MIH COJepKaHuu O00s3aHHOCTEH
pabOTHUKOB CTPYKTYPHOIO MOApa3ieieHMs.

cTp. 3 U3 6



Cucrema MeHePKMEHTa KauecTBa
[Tosoxkenne 06 oTaene kaapos

[ICIT CMK 02.13-19

Usnanue 4

4.2. Tlonoxenue o6 otmene KaapoB MOMJIEKHUT TUIAHOBOMY MEPECMOTPY HE

pe’ke 0JHOTO pasa B TPH roja.

4.3. Jle#icTBylolnii, yTBepKIAEHHBIM OpPUTHHAN NOJOKeHHs 00 oTjene
KaapoB XpaHUTCS B OTIENe KaJpoB. DJIEKTPOHHAs KONUSA pasMellaeTcs Ha caire

AKaJleMUH.
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