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OBUIME ITOJIOKEHUSA

1.1, Obmuit  ormen  gBnsercs  CaMOCTOSITENbHBIM CTPYKTYPHBIM
NoJpas/ie/IeHueM armapara ynpaBJleHuUst HHCTUTYTA.

1.2. B cocraB OG6uiero ormena BXOST CHELUAIUCT 110 KaJpawm,
IOPUCKOHCYIIET, apXUBApUyC, KOTOpble HA3HAYaAIOTC U OCBOOOKIAIOTCE OT
AOJDKHOCTH TMPUKA30M PEKTOpPA MHCTUTYTA.

1.3. B 3aBMCHMOCTH OT YHCJIEHHOCTH COTPYIHHUKOB HHCTUTyTa U 00beMa
pabot B coctap O6ILIEro OTHENA MOTYT OBITh IPHHSATHI JApYTUe COTPYIHHKHU.

1.4, Crpykrypa u wrarsl OBLIero oTaena yTBepKarTes PEKTOpOM.

1.5, Obwwmi otaen mMeeT Kpyriyro Medath ¢ HaWMeHoBaHHeM «OTmen
KaZpoB», HAXOIALIYIOCS B PACHIOPSHKEHUH CIIELUAIUCTA 110 KaIPaM.

1.6.  OOmuit oTmen HenmocpeacTBEHHO MOMYMHSETCS pexkTopy (b0 BO
BpeMs OTCYTCTBUS PEKTOPA, UCIIOHAIOLIEMY O0SI3aHHOCTH PEKTOPA)

1.7. B cBoell nestensHoct O61muit oTmen PYKOBOJCTBYETCS:

- IEUCTBYIOUIMM 3aKOHOIATENLCTBOM Poccuiickoi Denepauuu;

- Yeraom HOY BJIO «baiikanbckuil rymaHuTapHBbIi UHCTUTYT;

- IlpaBunamu BHyTperHero nopsaka YOY BJIO «BI My:

- IPUKa3aMu, pacropsiKeHUsIMU pekTopa, [IpesunenTa;

- JIOKJbHBIMH HOPMATUBHBIMHU aKTaAMU;

- HactosAwmM [lonoxxeHuem.

OCHOBHBIE 3AJAYU OBILUEIO OTAEJIA

2.1. Cneuuanucr no Kaapam OCyLIECTBIISIET:

- 9Q(hEKTUBHYIO KalpOBYIO TMONHTHKY, UCTIOTb3Yysl HOBEHIINE KaIpOBLIE
TE€XHOJIOTHH;

- HOAOOp M PacCTaHOBKY COBMECTHO C PYKOBOIHUTEISMH CTPYKTYPHBIX
MOZPa3NeIeHU i MHCTUTYTa aJAMHUHUCTPATHBHO-YIIPABIEHYECKOro, npogeccopcko-
[IPENOIaBaATEIBCKOTO, HHIKEHEPHO-TEXHUYECKOro, y4eOHO-BCIIOMOraTebHOr0 U
00CIIy)KMBAIOLIErO MepPCOHANa,

- OKasaHWMe [OMOIM CTPYKTYPHBIM MOAPAa3lCNeHHAM WHCTUTYTa B



YKpEIIEHUH TPYAOBOW U IPOU3BOJACTBEHHOW MUCUHUIUIMHBI M  COOJIOJEHUU
TPYAOBOTI'0 3aKOHOIATENbCTBA;

- CBOEBpeMeHHOe O(OpMIIEHHE MpHeMa, MepeMeIleHWH ¥ YBOJILHEHMs
pabOTHUKOB BCEX KAaTErOpWi, BXOASAIIMX B HOMEHKJIATYpPY YYPEXKICHUS B
COOTBETCTBHUH C TPYAOBBIM 3aKOHOAATENbCTBOM Poccuiickoit @enepannu;

- BblJlaya CIPaBOK O HACTOSALUEN MW MPOLUION AeSTeIbHOCTH pabOTHUKOB;

- XPaHEHHE W Bbla4a TPYAOBBIX KHUKEK U BKJIAABILIEH K HUM;

- BEICHHWE  YCTAHOBJIEHHOW  [JOKYMEHTAlLUMH IO  KaapOBOMY
ACJIONIPOU3BOACTBY, a TaKXe IOArOTOBKA MAaTepUalioB [UJIs IpenCTaBIeHHs
COTPYHUKOB UMHCTUTYTA K MOOLIPEHUSIM U HarPayK I€HUSIM;

- BeJleHME JINYHBIX Ae]l PaOOTHUKOB UHCTUTYTA;

- BEJCHME IMEPCOHATBPHOIO0 W CTATUCTUYECKOrO YyueTa BCEX KaTeropui
pabOTHUKOB MHCTUTYTa MO YCTaHOBJEHHLIM (OpMaMm;

- ydacTtue B paboTe KOMHCCHH IO aTTeCTAlNWH pabOTHUKOB HHCTHTYTA;

- 0()OpMJIEHHE COOTBETCTBYIOLIMX NOKYMEHTOB Ha JIML, HANpPaBIieMBIX B
KOMaHIUPOBKH;

- BEleHHEe yveTa BOCHHOOOSA3aHHbIX 3araca M JIML MPU3bIBHOTO BO3pacTa U3
YHCJIa COTPYAHUKOB UHCTUTYTA;

- BHYTpE€HHEeE MepeMelleHre KaApoB C Le/bl0 00ecIreueHusi MaKCUMAaJIbHOMN
OTJIa4¥ OT KaKA0Tr0 pabOTHHUKA U MAKCUMAaJILHOIO KayecTBa paboThI;

- CBOEBPEMEHHOE PACCMOTPEHHE 3asBIEHUI 1 Kaob 110 BOmpocam paboThl ¢
KagpaMH, ITOArOTOBKA OTBETOB Ha HUX.

2.2. FOpuCKOHCYIBT OCYLIECTBIISET:

- ydactue B pa3pabOTKe JIOKaJlbHbIX HOPMATHMBHBIX AKTOB, JOKYMEHTOB
NPaBOBOI'0 XapaKTepa, KaCaroLUIMeCs AeATeIbHOCTH UHCTHUTYTA;

- METOAMYECKOE PYKOBOJCTBO NPaBOBOH pabOThl B MHCTUTYTE, OKa3aHHIO
NPaBOBOH MOMOLIKM CTPYKTYPHBIM MOAPA3ACICHHSM B MOArOTOBKE U 0GOPMICHHUU
pa3uYHOro poja NpaBOBBIX JOKYMEHTOB, yuyacTHe B MOATOTOBKY OGOCHOBAHHBIX
OTBETOB IIPY OTKJIOHEHWU MPETEH3UH;

- IIOATOTOBKY COBMECTHO C JpYyrMMH HNOAPAa3ACNICHUAMU HUHCTHUTYTA



MaTepHajoB O pa3jM4HbIX MPAaBOHAPYLIEHUX IS Mepeladd UX B apOUTPaKHBIMH
CYH, CJI€ACTBEHHbIE U Cy/IeOHbIE OpPraHbl, a TAKXKE yUeT U XpaHeHHUe HAXOISIIHXCS
B HUCITOJTHEHUU NOKYMEHTOB U JIE];

- pa3paboTKy ¥ OCYIIECTBICHHE MEPONPUATHH MO YKPEILTEHHMIO JIOTOBOPHO,
(GUHAHCOBOH M TPyNOBON AMCUMIUTHHBI, 06eCHeveHUIo COXPaHHOCTH HUMYIIIECTBA
UHCTUTYTA;

- TPpOBCACHWE aHaimM3a M 000DOILIEHHE pPe3yNbTaTOB pacCMOTPEHMUS
NPETeH3UH, CyAeOHBIX W apOUTPaXKHbIX Jell, NPAaKTUKA 3aKIOYeHHs U
HUCIIONIHEHUS XO3SMCTBEHHBIX JOrOBOPOB C LEJBIO pa3spaboTKH IpeIIoKeHUH 06
YCTPaHCHHH BbISBIEHHbBIX HEOCTATKOB U YIIYUIUEHHH XO35HCTBEHHO (BUHAHCOBOI
JESTENBHOCTH UHCTUTYTA,

- B COOTBETCTBHMHU C YCTAHOBJICHHBIM IOPSANKOM MaTepualibl O MPHBICUSHHUH
PabOTHUKOB K IMCLMILTMHAPHON M MaTepHATHHON OTBETCTBEHHOCTH;

- ydactue B paboTe MO 3aKMOYEHMIO XO3SMCTBEHHBIX IOrOBOPOB,
IPOBEAICHUM WX TMPABOBOW 3KCHEPTHU3BI, pPa3pabOTKe YCIOBUH KOJUIEKTHBHBIX
JIOTOBOPOB, & TaK)Ke PACCMOTPEHHH BOINPOCOB O NEOMTOPCKON M KPeIHUTOPCKOI
3a10JDKEHHOCTH;

- KOHCYJIbTUPOBaHHE pabOTHMKOB MHCTHTYTA [0 OpPraHU3aLHOHHO-
IpaBOBBIM U JIPYIMM IOPUAMYECKHM BOMpOCaM, MOArOTABIMBATEL 3aKIIOUCHHS,
OKasplBaTb CONEHCTBHE B O(OPMIEHHHM JOKYMEHTOB M aKTOB [IPAaBOBOIO
XapakTepa.

2.3. ApxuBapuyc OCyLIECTBISIET:

- 0TOOp, YNOPANOYEHHE, KOMILIEKTOBAHME, HCIOIb30BAHMUE, COXPaHHOCTHU
MPUHUMACMBIX B apXMB JNOKYMEHTOB (B T.4. 3aKOHHYCHHBIX J€JOIPOU3BOLCTBOM
JIOKYMEHTOB MPAaKTHYECKOro Ha3HAYCHWS) U CO3JaBaTh CIIPABOYHBIN anmapar K
HUM;

- TIOArOTOBKY K CBOEBPEMEHHOH Mepeiaue Ha rocyIapCTBEHHOE XpaHEeHHe
00pa3yIoKUXCsl B MPOLECCEe IeSTeTbHOCTH MHctutyTa NOKyMEHTOB ApXHBHOIO
¢onna Poccuiickoi ®enepannu;

- KOHTponb  3a  (opMupoBaHMeM W  oboOpMIEHHEM  nel B



nenonpousBoactse MHCTUTYTA;

- OpraHu3aLMI0 XpaHeHus U 00eclneyeHus] COXPAHHOCTH JOKYMEHTOB,
NOCTYIHUBUIUX B apXUB;

- TOATOTOBKY CBOIHBIX OINMCEH EIMHML MOCTOSHHOTO M BPEMEHHOIrO
CPOKOB XpaHEHUs, a TaKXKe aKThbl AJid Nepeladu JOKYMEHTOB Ha TOCYIapCTBEHHOE
XpaHeHWe, Ha CIMCaHWE ¥ YHUYTOXKEHHUE MAaTEPUaJIOB, CPOKM XpaHEHMsI KOTOPBIX
HUCTEKIIH,

- KOHTpOJIb 3a COCTOSHMEM JOKYMEHTOB, CBOEBPEMEHHOCTBIO HUX
BOCCTaHOBJIEHHUsI, COOJIFOJIEHUEM B TOMEIICHHUSX apXKUBa YCIOBUN, HEOOXOIUMBIX
115l OOEeCTIeYeHHST UX COXPaHHOCTH.

2.4. Pabornuku OOluero oraeia o0s3aHbl MMOCTOSHHO MOBBIIIATH CBOIO

Npo(eCcCUOHATIbHYIO KBaTU(PUKALIHIO.

OYHKLIHMHU OBLIETO OTJAEJIA

3.1. OcyiecTBiaeHue KaapoBOW NEesTeNLHOCTH B COOTBETCTBUU C Y CTABOM
YUpEeKACHHUS.

3.2. OcyuecTBieHUe MOJHOr0 00beM paboT, KACAKOUIMXCS PAaBOBOIO
obecriedeHus AeSITeIbHOCTH HHCTUTYTA.

3.3. OcywmecTBsATh apXHUBU3ALMIO, 3aKOHYEHHBIX IEIONPOU3BOACTBOM

HJOKYMECHTOB IIPaKTHYECKOI0 Ha3HAYCHUSI.

CTPYKTYPA OTAEJIA KAJJPOB

4.1. Crpykrypa OOulero otiena ONpeAeNsieTCcs PEKTOPOM YYPEKIAECHMS,
MCXO/sl M3 HEOOXOAMMOCTH BBIMOJHEHUS! (QYHKLMM, KacarolIMxcs KaapOBOM

paboThI, FOPUIMUECKOTO COMPOBOKAEHUS YUPEKAEHUs, apXUBA.

IIPABA OBIIET'O OTAEJIA

5.1. OcywecTBIsATh B3aMMOICHCTBHE C COTPYIHMKAMH HHCTHTYTA,
MoJy4aTh MH(OPMALUIO U AOKYMEHTBI, HEOOXOMMMBIE NJis BBIIOJHEHUS CBOUX

JIOJDKHOCTHBIX 00s13aHHOCTE.



5.2. OcyluecTBsTh NPOBEPKY MCMOMHEHUS! 06S3aHHOCTeH BCeX pabOTHHKOB
HHCTUTYTA.

5.3. Ha cobGnronenue yenoseyeckux npaB U JOCTOUHCTB.

5.4. T1oCTOSIHHO MOBBIIIIATS KBaA(DUKaLUIO.

5.5. 3Bammmarb HHTepechl COTPYAHHUKOB OTAEJla CaMOCTOSTENBHO MU
depes  NpeACTaBUTENs B Clydae  AUCUMIUIHHAPHOTO  HITH CIIy)Ke0HOTO
Paccle/IoBaHusl, CBA3AHHBIX C HAPYIIEHHEM HOPM NPOhECCUOHATBHOM 3THKH.

5.6. IlpencraBasTs wHa pacCMOTpeHne peKTopa MPENNOKEHHS 10 BOIPOCam
COBCPLICHCTBOBAHHIO PabOTHI, CBA3AHHON ¢ 06S3aHHOCTSMMY, IpeayCMOTPEHHBIMU
HOJKHOCTHBIMU MHCTPYKLMAMH COTPYAHUKOB OT/eNA.

5.7. TpeboBath OT pykoBOACTBA MHCTUTYTa OKa3aHUs CONEHCTBUS B
MCITIOJTHEHHH CBOMUX JOJDKHOCTHBIX OO0S3aHHOCTEH H npas.

5.8.  Tlonb3oBatecst MHGOPMALMOHHBIMU MaTepuasaMid U HOPMATUBHO-
IPaBOBLIMU TOKYMEHTaMH, HEOOXOIMMBIMH [UISi MCIIOIb30BAHUS JTOJKHOCTHEIX
00s13aHHOCTEHN COTPYNHUKOB.

5.9. TlpencraBnsate unTepecs MHCTUTYTa B CTOPOHHUX OPraHMU3AIUIX I10
BOIPOCaM, CBSI3aHHBIM C €r0 NPOHeCCUOHATBHON NeSTENbHOCTBIO.

5.10. 3HakoMHUTBCS ¢ POCKTaMH  PEILICHUH pPYKOBOACTBA HWHCTUTYTA,
KaCarollKeCs ero IesTelbHOCTH.

5.11. Konrpoaupyer paCCTaHOBKY W HCHOJb30BaHUE pPaOOTHUKOB B
COOTBETCTBUM C UX CHEIMATbHOCTHIO U KBalnn(ukanue, Ttpebyer ot
PYKOBOZIMTENIEH CTPYKTYPHBIX MOAPa3HeeH i YCTpaHEHUS HapylIeHWH B paboTe ¢
KaJIpamu.

5.12. Ilpencrasnste PYKOBOACTBY WHCTUTYTa MaTepUabl [I0 BOIPOCAM:

- TIOOIIPEHHUsT paDOTHUKOB OTHAENa, BKIIFOYAs NPEJIOKEHUS O MOBBILIEHUU
AOJDKHOCTHBIX OKJIANOB M Pa3MepOB MPeMHii;

- HaKasaHus JINL, BUHOBHBIX B HAapyLUEHWH TPYIOBOU U MPOM3BOACTBEHHOH

AUCLHMITJIIUHBEI.



OTBETCTBEHHOCTB OBIIEI'O OTJEJIA

6.1.  HeBrpinonHenwe umy HeHamexaliee BbINOMHEHNM COTpYAHUKaMU
OTACNa  NOJUKHOCTHBIX — OOSI3aHHOCTEH, MpenyCMOTPEHHBIE  JOMKHOCTHBIMM
MHCTPYKIMAMH, B MpeleNax, ONpeNeNeHHbIX TPYIOBbIM 3aKOHOIATEIbCTBOM
Poccuiickoit ®enepanuy.

6.2. MarepuanbHbiii yiep6, noHeceHHbIH UHCTUTYTOM [0 BHHE WU
XaJIaTHOCTU COTPYAHMKOB OT/ENa, B MNpeiesax, ONpeneieHHbIX JENCTBYIOIIHUM
3aKoHOIaTeNnbCTBOM Poccuiickoit ®enepamnny.

6.3. TIlpaBonapymenus, COBCPUICHHBIE B MPOLECCE  OCYIIECTBICHMS
NPO(PECCUOHANBHON  JeSTeILHOCTH COTpyNAHUKOB OTHeNa - B Mpefesax,
ONPENICICHHBIX NEHCTBYIOLMM aIMUHUCTPATUBHBIM, YIOJOBHEIM U IPKIAHCKUM
3aKoHoIarenecTBoM Poccuiickoit ®enepanuu.

6.4. CBOeBpeMeHHOCTh u NOCTOBEPHOCTh  IPEIOCTABISIEMBIX OTYETOR
PEKTOpY, OyXranTepuro U Apyrue MoapasiesieHus MHCTUTYTa, B COOTBETCTBUU C
QyHKUMENR OTHENA.

6.5. 3a KOpPpeKTHOCTh TMoBexeHus, HEpasrialleHHe 3aKpbITOH Clly)eOHOM
MH(OPMALUK COTPY IHUKAMHU OTIeNAa.

6.6. 3a COXpPaHHOCTb HMYyILECTBA BO BpEMS U BCIEACTBHE pabouero
BPEMEHH.

6.7. 3a HEUCIIOIHEHNE U HeHAUIEeKAIlee HCIOHe e Ges YBaXXUTENBHBIX

NPUYUH Y CTaBa M BHYTPEHHETO TPYI0BOrO pacnopsiika UHCTUTYTA.

3AKJIIOYUTEJIbHBIE [MOJIOKEHU S

7.1. Hacrosiuee Ilonoxenne BcTynaer B CUJly C MOMEHTa YTBEpPKIEHUS
PEKTOPOM.
7.2. Hacrosuee [TonosxeHue moagexur 00513aTeNNEHOMY TIEpeECMOTpY pas3 B 5

JICT.



