MHHHCTEPCTBO OBPA30BAHUS U HAYKHA POCCUVICKOU ®EJEPALINN
®EJEPAJIBHOE 'OCY JAPCTBEHHOE BIOJDKETHOE OBPA3OBATEJIbHOE YUPEXJIEHWE
BBICHIET'O OBPA30OBAHUA

«MOCKOBCKUM ABI/IAL[I/IOHHblﬁ HUHCTUTYT
(HAITHOHAIBHEIH UCCICIOBATENbCKUI YHUBEPCUTET)»
Omwinan «PakerHo-KocMuveckas texauka» MAU

A E.B. lllynenos
« @2l 5 72/ 2024,

MOJOXEHHUE
00 otaesie kaapos pummana «PKT» MAU

I O0ume moJs10kenus

1.1. Otnen xanpos (mamee mo TekcTy — OTAEN) SABISAETCS CTPYKTYPHBIM IIOJpa3feleHHEM
¢ummana «PakeTHo — KocMmuueckas TexHHKa» MAW u [melicTBYyeT B COOTBETCTBHH C
HactosiuM [lonoxenuem.

1.2. B cBoeii pabote OTaen pyKOBOACTBYETCS CIEIYIOIIMMI HOPMATHBHBIMHE JIOKYMEHTAMHU:

- TpynoBem kopexcoM Poccutickoit @eneparnuu.

- 3akonamu PO.

- Ycrasom MAM.

- IIpaBunaMu BHyTpPEHHETO TPYIOBOTO pactopsaaxka MAU.

- HopmartuBHBIME NpaBOBHIMH M JIOKAIBHBIMH aKTaMH, PETYIHPYIONIAMU TpPYHZOBBIE
OTHOWICHHUS, APYTMMH METOAWYECKAMH MATepHAlaMH II0 YIPABICHWIO II€PCOHAIOM U
BEICHUIO BOMHCKOTO y4eTa.

- [lpuxaszamyt 1 pacTIOpsDKEHUSME PEKTOPA U AUPEKTOpa (QUIIHAIA.

- Ko1eKTUBHBIM HOTOBOPOM.

- [lonoxenuem o dunuane.

- Hactosmum [Tonoxenuem.

1.3. Cosnanwme, nmukBunanus U peopranusanus OTIeNa OCYIIECTBISETCS IIPHKA30M peKTOpa
IO MPETOCTABICHHUIO JUPEKTOPa (Gujnaa.

1.4. Crpyktypa m wmrar OTmena, NOMXKHOCTHBIE OOS3aHHOCTH paboOTHHKOB OTHAENa KaIpoB
YTBEPKAAET NUPEKTOP (uiinaia.

1.5. Otmen cosmad B HeNSX YCTAHOBIEHHUS TOCYIAPCTBEHHBIX TapaHTHi TPYJIOBBIX MpaB U
CBOGOA IpaxaH, CO3JAHWS GIArONPHATHBIX YCIOBHH TPYAa, 3alldTHI IpaB U HHTEPECOB
paboTHrKOB B paboTomarens, obecHedeHHs MpaBa KaXKIOro paboTHHKA Ha CIpaBeAIHBbIE
ycnosns  Tpyha, IMpaBa Ha OTJABIX, BKIIOYas OrPaHMYeHMss paboduero BpeMeHH,
IPCNOCTABIICHHE  €XETO/HOTO OTIBIXA, BBIXOIHBIX H HEpabOYMX MPA3AHWYHBIX [HEH,
OIUIA9HBACMOIO  ©XKETOJHOIO OTIYCKAa, DPABEHCTBA NpPaB M BO3MOXKHOCTEH DaGOTHHKOBE,
COBEPUICHCTBOBAHUS. NPOGECCHOHANBHON KBATM(QUKAINHA [EJArOTHIYECKHX U IpYyrux
paboTHUKOB (unuana.

1.6. Ornmen xampoB BO3INIABNSET HAYANBHHK OTIENA KagpoB, KOTOPBIA MOJUHHSETCS
HEIIOCPEACTBEHHO TUPEKTOPY Guinana.



1.7. Ha nomxHOCTh HadalbHHMKa OTAETa KaJpOB HA3HAYaeTCsd JIMIO, MMEIOIIeE BBICIIEE
o0Opa3oBaHue.

I1. OpranuzanuoHHas CTPYKTypa

2.1. Jlna opraHM3allié YIpPAaBIEHUS U BBITOJTHEHHs, BO3NOXEHHbIX Ha Otgen Gynxuni
HAYATHHUK OTHela HMeeT B CBOEM [OJYMHEHWM allapar, OIPEENICHHBI [ITaTHbHIM
PaCIUCaHUEM CO CIEAYIOIIHMHU JOJDKHOCTSIMU!

- BENYIIMH CIIEHHAIIHCT,

- CTapIIUi HHCIEKTOD;

- 3aBEAYIOIIHMH apXHBOM,

2.2. HayanpHHK OT/ena KaJpoB pacipenesseT 00sS3aHHOCTH MeXIy coTpyanukamu Otrena B
COOTBETCTBUHU C JNOJDKHOCTHBIMH HHCTPYKITUSMU.

2.3. Cotpyanuku OTaena HEMOCPENACTBEHHO MOAYNHSIOTCS HAaYaIbHUKY OT/IC]IA KaApOB.

I1I. ®ynknun u 3aJa44 0TAeJIa KaApoB

3.1. Benenue KaapoBOro AeONpON3BOICTRA (hHIHAA.

3.2. KommuiektoBanwe ¢uiauanra KagpamMH paboyMX, CIy)KallHX, CICIHATUCTOB U
Ipenojasaresiel TpeGyeMbIX mpodeccuii, CenyuanbHOCTeH U KBaTHpUKALUHY.

3.3. ®dopMupoBaHKe ¥ BeJcHHE OaHKa JaHHBIX O KOJIMYECTBCHHOM H KaYeCTBEHHOM COCTaBe
pabOTHHUKOB U CTYAEHTOB (HIHATA.

3.4. VYder nuuHOro cocraBa pabOTHHKOB M CTYACHTOB QHIHANA.

3.5. Tlpuewm, 3aroHeHUEe, XpaHEHUE U BhIIa4a TPYJOBBIX KHHKEK.

3.6. BenecHue ycTaHOBJIEHHOW NOKYMEHTAIIHUH 10 KaJpam.

3.7. @opMmupoBaHWE M BCACHHE JHMYHBIX [N PaOOTHUKOB, BHECEHME B HHUX H3MECHCHUH,
CBSI3@HHBIX C TPYAOBOH ESTEIBHOCTRIO.

3.8. Benenue nmuynbIx aen o0yvatonuxcs ¢uinana, BECCEHHE B HUX H3MEHEHUH.

3.9. IloaroroBka MaTepHAIIOB JUIsl IPEIOCTABIICHU K MIOOIPEHUSIM U HaTPAXKICHUIM.

3.10. CocrasneHue rpagMKOB OTIYCKOB, YU€T UCIIOIB30BAHMA paOOTHHKAMHU OTITYCKOB.

3.11. OdopmieHHNE U y4eT KOMaHIUPOBOK.

3.12. TabGenpHbIl yueT pabodero BpeMeHH.

3.13, KoHTponb 3a COCTOSIHHEM TPYJIOBOM IUCHMIUIMHBI B MOApa3feleHusx Quimana,
cobmoaenreM pabotHukamu [IpaBun BHyTpeHHET0O TpyAoBoro pacnopsiaka MAM.

3.14. TloaroroBka TpeOyeMBIX MATEPHUAIOB M OTYETOB IO KaJapaM M MPEJICTABICHHE HX B
BBIINECTOSIITHE OPTraHU3aIMH U KOHTPOJIHUPYEMbIE OPraHBblL.

3.15. OdopmiecHHEe TPUKA30B N0 (HUITHAATY.

3.16. Benmenue BOEHHO-YYETHOM pabOTHI B OTHOMICHHWH pPaOOTHUKOB M OOyYarOIMUXCS
¢unnana.

3.17. Bpimawa cmpaBok oOydarouMcs s NpeAOCTaBICHHMST B BOCHKOMAT U Jpyrue
OpraHHU3alUu.

3.18. HampaBnenue B BOEHKOMATHI CBEJCHUN Ha BHOBb MOCTYINHBIIMX M YBOJEHHBIX
paOOTHUKOB, 3aUYHCICHHBIX M OTYHCJIEHHBIX OOyYalOIUXCS — BOEHHOOOS3aHHBIX U
IPU3LIBHUKOB.

3.19. OnogelieHre BOEHHOOOSI3aHHEIX, OQHIIEPOB 3amaca U NPU3LIBHAKOB O HEOOXOOUMOCTH
SIBKY B BOGHKOMATEL

3.20. Exeronnoe mpoBefieHUE CBEPKU JIMUHBIX KapTO4eK GopMbl T-2 ¢ yUETHBIMU JaHHBIMH
BOEHKOMATa.

3.21. CBoeBpeMEHHOE BHECCHHE B JIMUHBIE KAPTOYKH BOCHHOOOSI3AHHBIX W MPHU3BIBHUKOB
JaHHBIX 00 HM3MCHEHUH CEeMEHHOTO IOJOXKEHHS, aJpeca MecTa JKUTENbCTBA, 00pa3oBaHHs,
TOJDKHOCTH.

3.22. VYpocroBepeHHUE IOPHAMYECKOHN CHIIBI TOKYMEHTOB IO JMYHOMY COCTaBY, BEIIABAEMBIX
COTPYAHMKAM U 00yJarOIIMCs.

3.23. KoHcyipTUpOBaHHE COTPYIHUKOB 10 BOMIPOCAM TPYIAOBOIO 3aKOHONATEILCTBA.

3.24. TlogroroBka MaTepHaJOB IO TPUBICYCHHIO pabOTHUKOB K MATEpUANBHON U
JUCHUIIUHAPHON OTBETCTBEHHOCTH.



3.25. OGecmevueHue npas, JIbIOT ¥ rapaHTHi pabOTHUKOB (pUIHAaa.

3.26. 3ammra nepCOHANTBHBIX JAHHBIX U CBEACHUH PaOOTHUKOB U 00yJarouxcs Guinana.
3.27. OsmakomiieHre O(GOPMIIAIOIKXCS Ha paboTy ¢ YCIOBUSMH TpyJa M JIOKAIBHBIMH
HOPMATHBHBIMH aKTaMH.

3.28. OdopmieHne HEOOXOAWMEBIX CIPaBOK, BBIMUCOK M3 TPYAOBBIX KHHXKEK M JPYIHX
JIOKYMEHTOB, CBSI3aHHBIX ¢ paboToi B Qritiae.

3.29. CBoeBpeMEHHOE COCTABJIEHUE U CIa4ya YCTAHOBICHHON OTYETHOCTH.

3.30. Opramu3zaius pabOTHl B BeICHHE apXUBHOTO Jiea B (huIHae.

IV. IIpaBa oTae/a Kaapos

4.1. KoHTponupoBath B CTPYKTYPHBIX IOApa3feleHUsX COOIIOJEHUE B OTHOILICHHH
pabOTHHKOB 3aKOHOJATENIBCTBA O TPYJAE, IPENOCTABICHHE YCTAHOBJIECHHBIX JIBIOT H
MPEUMYIIECTB.

4.3. TpeboBaTh W HONydYaTh OT BCEX CTPYKTYPHBIX MOJpa3/esieHMH (HIMana CBelCHHS,
HeoOXOqMMBIe JI7Is1 BBITIOJIHEHUS BOJIOKEHHBIX Ha OTen 3a1a4.

4.4. CamocTOATEIBHO BECTH HMEPENUCKY IO BOIpocaM 11oadopa KaapoB, a TaKXe 10 APYTHM
BOTIPOCaM, BXOJSAIMMM B KommeTeHuuto Otaena M He TpeOYIOIIMM COIJIACOBAHUSA C
JTUPEKTOpOM Gunana.

4.5. IlpencTaBUTeNIbCTBOBATE B YCTAHOBIEHHOM MOpPSAKE OT MMEHH (uUIHalia 10 BOIPOCaMm
OTHOCSIIUMCS K KoMmieTeHIuu OTAena, BO B3aWMOOTHOINEHHSX ¢ TOCYIApCTBEHHBIMU H
MYHHLIUNAIBHBIMA OpraHaMH, a TaKXe JPYTHMH [PEANPHUSTHSIMHU, OpraHu3aiUsIMi,
YUPEKIACHUSIMHE, B TOM YHCJIE ar€HTCTBAMH 10 HaliMy U Ci1yKOaMu 3aHSTOCTH.

4.6. [laBaTh pa3bsCHEHMI, PEKOMCHIANWH M YKa3aHWs II0 BOMPOCAM, BXOJSINHM B
KoMrereHuuwo Otaena.

4.7. IIpoBOANTE COBEIAHHS U YYacTBOBATH B COBCIIAHHSX, MPOBOJAMMBIX B (UIHae MO
KaJpOBBIM BOIIpOCaM.

4.8. TpeboBate OT monpasfencHUN (unnana NMPEeACTaBICHHs CIPABOK, MAHHBIX, OTYETOB,
HHOH nHOopManMy, HEOOXOAUMBIX IS ocyniecTRiIeH s OTIEIOM CBOEH e TENBHOCTH.

V. OTBeTCTBEHHOCTH 0TIE/1a KATPOB

5.1. Corpynnuku oTzena KaJpoB IIPH OIEHKE NEJOBBIX KauecTB pabOTHHKOB (uIMana
00s13aHbl HCXOJIUTh TOJBKO W3 OHIIHANBHO MOTYYSHHBIX JAHHBIX W MATEPHAJIOB ¥ HE BIIPABE
pasriamaTe UMEIOIHECs ePCOHANILHEIE TaHHEIE,

5.2.  OTBETCTBEHHOCTb COTPYAHHMKOB OTJAENd YCTAHABIHBACTCS WX JOJIKHOCTHBIMHU
HHCTPYKITHSAMH.

5.4. Ha HavyanpHUKa OT/IENA KaJPOB BO3JIaraeTcs IEePCOHANBHAS OTBETCTBEHHOCTD 34;

- Oprauu3anuio JeaTeTbHOCTH OT/AENA [0 BBITONHEHHUIO 33124 U (yHKIHN, BO3IOKEHHBIX Ha
OTHEN.

- Opranmsaiuio B OTHENE OINEPATHBHOW K KAYECTBEHHOM NOJTOTOBKH H HCIIOJIHCHHS
AOKYMCHTOB, BEACHHE KaIpOBOIO IEJIONPOU3BOACTBA B COOTBETICTBHH C JEHCTBYIOIMMH
IPaBHJIAMH U UHCTPYKIHSAMH.

- Cobironenme COTpyMHIKAMU OTAENa TPYI0BOM H IIPOM3BOACTBEHHOMN JIUCITHILIAHEL

- OGecmeueHne COXPaHHOCTH MMYINECTBA, HAXOASAIIETOC B OTICJIE, ¥ COONIIOICHHE TIPaBMII
[IOKapHOH 6€30MacHOCTH.

- [TonGop, paccTaHOBKY H JEATENBHOCTD COTPYIHHKOB OTHENA.

-3a HCHAAICKAIEC 1 HECBOCBPEMCHHOE BRITOJIHCHUE OTAEIOM (I)yHKHHﬁ, IPpEAYCMOTPCHHBIX
HacrosuuaM Ilomoxenuem.

VI. BsanmooTHomeRN s (c/1yke0HbIe CBS3NM)

6.1. Jlng BemonHeHns GYHKIOMH H  OCYLIECTBIEHHS CBOEH nesarenvHoctd  OTaen
B3aUMOJIEHCTBYET CO BCOMHU CTPYKTYPHEIMHU TIOJpa3/ie/ieHuaMY (uiHana.



VII. 3akaouuTeanHbIE [T0JI0KEeHHS

7.1. V3meHeHus W JONOJHEHHUS B Hacrosiee IlolloxeHHE YTBEPXKIOAIOTCA AMPEKTOPOM
bumana.

7.2. Cpox HOeHcTBHS HOAHHOTO NOJOXKEHHA He orpaHudeH. [lomoxenue ne#ctByer 10
MIPHHATHS HOBOTO. i “
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