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1. OEII(HE IlOJIO)KEHIDI 

1.1. OT.nen Ka.npoa HBm1eTc.si: caMocTo.si:TeJThHhIM cTpyKT)'pHhIM no.npa3.nenem1eM 
cpe.nepanbHOro rocy.napcTBeHHoro 6m.n:>KeTHoro o6pa3oBaTenhHoro ytrpe:>K.nemrn 
BhICIIIero o6pa30BaHirn «-qMTHHCKa.si: rocy.napcTBeHHa51 Me)lIU.~HHCKa51 aKa)leMH51» 
MHHHCTepcTaa 3.llpaaooxpaHeHH.si: Pocc11ikKOH <t>e.nepar.urn (.nanee - AKa.neMH.si:). 

1.2. OT.nen Ka.npoa co3.naeTc.si: B uen.si:x: 
- 06ecnet.1emrn AKa.neMMM TPY.llOBhIMH pecypcaMH; 
- co6JIIO)leHM51 npaB, JlhfOT PI rapaHTHH pa60THHKOB B o6nacTM Tpy.noaoro 

npaaa; 
- Be)leHPI.si: Ka)lpOBOro .nenonpOPI3BO)lCTBa B COOTBeTCTBHH c 3aKOHO)laTeJlbCTBOM 

Pocc11wcKoli <l>e.nepau1111. 
1.3. B caoew pa6ore oT.nen Ka.upoa PYKOBOJlCTByeTc.si:: 
- Tpy.noBhIM KO)leKCOM Pocc11licKoli <t>e.nepaUMH; 
- <t>e.nepanhHhlMH 3aKOHaMH; 
- YKa3aMH 11 pacnop.si::>KeHH.si:MH Ilpe3H.UeHTa Pocc11licKoli <t>e.nepau1111; 

IlocTaHoanemrnMH 11 pacnop.si::>KeHmrMM IlpaBMTeJihCTBa Pocc11licKoH 
<t>e.nepauwM; 

- npHKa3aMH 11 pacnop.si::>KeHH.si:MM ae.noMCTBeHHhIX MMHHCTepcTB PoccMHCKOH 
<t>e.nepau1111; 

- YcTaBOM AKa.ueM1111; 
- noKaJihHbIMM HOpManrnHbIMM aKTaMH AKa.neMI·rn; 
- MeTo.nw1ecKMMH MaTep11anaM11 no ynpaBrremuo nepcoHanoM. 
1.4. OT,n:en Ka,n:poB B caoeli .ne5ITerrhHOCTH no,n:q11m1eTC5I Herrocpe.ncTBeHHO 

peKTopy AKa.neMHH. 
1.5. OT.nen Ka.npoB 11MeeT neqaTh «0T.nen Ka.npoa JlJI51 .noKyMeHTOB», a TaIOKe 

IIITaMIIhI, Heo6XO,llHMhie ,llJl51 BhIIlOJIHeHM.sl B03JIO:>KeHHhlX Ha OT,lleJI <i>YHKUHH. 

2. YilP ABJIEHHE H OPr AHH3AI(IDI ,ll;E51TEJibHOCTH 

2.1. OT.uen Ka.npoB ao3rnaan.si:eT HatfanbHMK, Ha3HaqaeM11w Ha ,n:on:>KHOCTh 
npHKa30M peKTopa AKa)leMHH. 

2.2. Haqam,HHK oT.nena Ka.npoB IIOJlt{MIUleTc.si: Herrocpe.ncTBeHHO peKTopy 
AKa.ueMHH M ocyrn;ecTBJI.si:eT Henocpe.ncTBeHHoe PYKOBOJlCTBO oT.uenoM. 

2.3. CTpyKTYPY 11 nJTaTHyIO q11cneHHOCTh oT.uena Ka.npoa yTBep:>K.naeT peKTop 
AKa.neMMM no npe.ncTaBneHHIO HaqaJibHHKa oT.nena Ka.npoa. 

2.4. Pacrrpe.nenemrn o6.si:3aHHOCTeli Me:>K.ny pa6oTHMKaMM oT.nena Ka.npoa H 
pa3pa60TKa )lOJl:>KHOCTHhIX HHCTpYKUHH npOH3BO)lHTC.sl Hat{aJihHHKOM OT)lena. 

2. 5. Pa6oTHHKM OT)lena Ka.npoB Ha3Hat{aIOTC.sl H OCB060:>K)laIOTC.sl OT 
3am1MaeMoli .noJI:>KHOCTH npHKa30M peKTOpa AKa.neMHM no rrpe.ncTaBneHH10 
HatfaJihHHKa OT)leJia. 
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3 .1. KoMTirreKTOBaHRe AKa.neMJrn Ka,npaMH cny)l(amHx H pa6o"tJHX Ype6yeMhIX 

cneuHanhHOCTeH H npocpeCCHH, HayqHo-rre.naror11-qecKHMH pa60THHKaMM B 

COOTBeTCTBHI1 c uerr.HMH 11 CTpaTerHeH, H3MeH.HK>Il(HMMC.H BHelllHHMH H BHyTpeHHHMH 

YCJIOBH.HMM ee ,lle.HTeilhHOCTH. 

3 .2. Ilo.n6op, npHeM H paccTa.HOBKa Ka.npoB, nepeMemeHHe H ysorrhHeHHe 

pa60THHKOB npH Herrocpe.llCTBeHHOM yqacTHH peKTOpa, npopeKTOpOB H 

pyKoBO.llHTerreM: scex CTPYKTYPHhIX no,npa3,nerreHHH AKa,neMHH. 

3 .3. Be,neHHe Ka,nposoro .nenorrpoH3BO.llCTBa. 

4. <I> YHKIJ;HH 

4.1. <I>opMMpOBaHHe M Be.nem1e 6aHKa .naHHhIX 0 KOJIHqecTBeHHOM H 

KaqecTBeHHOM COCTaBe Ka.npoB, HX pa3BHTHH M .llBH)l(eHMH. 

4.2. CBoespeMeHHoe ocpopMrreHHe rrpHeMa, nepeBo.na H yBoJibHeHH.H 

pa6oTHHKOB B cooTBeTCTB1111 c TPY.llOBbIM 3aKOHo,naTeilhCTBOM PoccMlicKo:H 

<t>e.uepaI..I.MM, norro)l(eHH.HMH, MHCTPYKI..I.H.sIMH, pacnop.sl)l(eHH.HMH H npHKa3aMH 

peKTopa AKa,neMHH. 
4.3. YT.JeT JIHtJHoro cocTaBa AKa,neMHH. 

4.4. B hl,naqa crrpaBoK o HacTo.simei1: H npourno:H rpy.noBoli .ne.siTeJibHOCTH 

pa6oTHHKOB. 

4.5. 3arrorrHeHMe, Be.neHMe M xpaHeHHe TPY.llOBbIX KHH)l(eK pa6oTHHKOB B 

rrop.H,nKe, ycTaHOBJieHHOM 3aKoHo.nareJlhcTBOM PoccHHCKOH <t>e.nepaI..I.MH. 

4.6. <I>opMHpoBaH11e :meKTpOHHhIX Tpy,noBbIX KHH)l(eK c rrocne.zzyiomRM 

rrpe.ncraBrreHHeM RHcpopMal(HH o Tpy.noso:H .ne.sITeJibHOCTH H TPY.llOBOM cTa)l(e 

Ka)l(.noro pa6oTHHKa B rrop..&,nKe, ycTaHoBneHHOM 3aKoHo,naTeJibCTBOM PoccHHCKOH 

<t>e.nepallHH 06 HH.llHBH.llYaJlbHOM (rrepcoHHcpHUHpOBaHHOM) yqeTe B CHCTeMe 

o6.&3aTeJihHOro rreHCHOHHoro CYpaxOBaHH.sI, .lln.H XpaHeHM B HHcpOpMallHOHH.bIX 

pecypcax IleHc110HHoro cpoH.na PoccHHCKoli <t>e.nepaui-rn. 

4.7. IIo.nroToBKa MaTepHanos .lln.H npe.ncTaBJieHHSI pa6oTHHKOB AKa,neMHH K 

rroompeHH.HM H Harpa)l(.neHH.HM. 

4.8. Ilo.nroTOBKa MaTep11anos ,nn.H np1rnrreT.JeH11s.r pa6oTHHKOB AKa.neMHH K 

MaTepHanhHOH 11 .llRCI..I.HIIJIHHapHOH OTBeTCTBeHHOCTH. 

4.9. Ilo.uroTOBKa ,llOKyMeHTOB no rreHCROHHOMY CTpaxoBaHHIO, a TaK)l(e 

.llOKYMeHTOB, Heo6xo,nHMhIX .llAA Ha3HaT.JeHH.H rreHcHli pa6oTHHKaM AKa.ueMHH. 

4.10. CocTaBrreHHe H BhIIIOJIHeHRe rpacpHKOB oTnycKoB. 

4.11 . CocTaBJieHHe H Be.ueHHe ycTaHoBrreHHOH oTqeTHOCTH no yqeTy rrHqHoro 

cocTaBa AKa.ueMHH. 
4.12. <I>opMHpOBaHHe H Be,lleHHe JIHtJHblX .uerr (rrHtffibIX KapTO'tJeK) pa60THHKOB, 

BHeceHHe s HHX H3MeHeHHli, CB.sI3aHHhIX c Tpy.uoBoli .ue.srTeJihHOCThIO. 

4.13. Ilo.nroTOBKa Heo6XO,llHMhIX MaTepHanOB .lln.H KBamicp.HKall.HOHHhlX, 

arrecTallHOHHhlX H KOHKypcHhIX KOMHCCHH. 
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4.14. ITo,nclfeT cTa)J(a ( 1'py.n.oBoro, Hayi:rnoro, rre.n.aronftfecKoro, 
Me.l{HIUfHCKOro ). 

4 .15. ITo.n:roTOBKa .n.oKYMeHTOB no HCTelfeH1u1 ycTaHOBJieHHDIX cpoKoB 
TeKymero xpaHeHH51 K c,na-qe Ha xpaHeHHe B apXHB. 

4.16. Be.n,eHHe .nenonpoH3BO.D,CTBa, cpopMHpoBamrn, ompaBJieHHe H nonyqeHHe 
KOppecnOH.l{eHI.'(I1I1 I1 .npyroH: I1HcpopMa[(MM no 3JieKTPOHHhIM KaHaJiaM CB5!3H no 
BOnpocaM .D,e51TeJihHOCTl1 OT,nena. 

4.17. B npe.nenax KOMITeTeHI.'(I1I1 OT.D,eJia - 3amHTa CBe.n:eHHH, COCTaBJI5IlOIUHX 
rocy.n.apCTBeHHYIO Ta'RHY I1 MHhIX cae,neHHH orpaH11qeHHOro pacnpOCTPaHeHirn, 
3amHTa rrepCOHaJihHbIX .l{aHHhIX H I1HCpOpMal'(HI1. 

5.IlPABA 

5 .1. OT.n:en Ka.n,poa MMeeT npaBo: 
- KOHTpoJIHpoBaTb cocTOHHHe rpy.n.oBoli .D,HCUHITJIBHbI B CTPYKTYPHbIX 

no.n:pa.3,neneHH5IX AKa,neM1111 H co6JIIO,n:eHHe pa60THHKaM11 npaa11n BHyTpeHHero 
TPY .n.oBoro pacnopH.ll.Ka; 

- Tpe6oBaTb OT no,npa.3,neneHHH AKa,neMHM rrpe.n.cTaBneHH51 cnpaBOK, .n.aHHbIX, 
oTqeTOB, HHOH HH<popMal'(HI1, Heo6xo.n.11MbIX .D:AA ocymecTBJieHH5! OT,n:enoM CBOI1X 

cpYffKUHH; 
- .n.aBaTb pacnopH)l(eHHJI CTPYKTYPHbIM rro,n:pa.3,nenem•rnM H .D:OJI)J(HOCTHbIM 

JIHI.'(aM AKa,n:eMHH no BOrrpocaM, OTHeCeHHhIM K Be,neHHlO OT,n:ena Ka,n:poB; 
- BHOCI1Tb rrpe.n.no)J(eHH51 PYKOBO.llJITeAAM CTPYKTYPHE>IX rro,npa3,n:eneHHH 

AKa.ueMHH no ynyqmeHHIO Ka.n.poBoli pa6oThI H TPY.UOBOH .n.111cuHnnHHb1; 
- KOH1'pOJIHpoBaTb 11cnonHeH11e PYKOBO.lJ:MTemIMH CTPYKTYPHbIX rro,n:pa3,n:eneHHM 

3aKoHo.uaTenhHhIX PoccHMCKOH <t>e.n.epaUHH H pacnop5I)l(eHHM peKTopa AKa,n:eMHI1 no 
BOrrpocaM Ka,n:pOBOH nOJIHTHKI1 H pa60ThI c nepCOHaJIOM; 

- 3aBep5!Tb )lOKyMeHThI ITO JIHtIHOMY COCTaBy, BhI)laBaeMbie pa60THI1KaM 
AKa.n.eMHH; 

- Ha C03)laHHe Heo6xo.u11MhIX ycnOBH5! )J,JI5I pa60Thl OT,n:ena, B TOM qHcne Ha 
o6ecnelfeHHe KOMilhIOTepHOH TeXHHKOH 11 oprreXHHKOH, cnpaBOl!HhlMH H 
paCXO)lHhIMH MaTepHaJiaMH, npe.uocTaBJieHHe COOTBeTCTByIOID:HX IIOMerneHHH, Ha 
co.n.e:H:CTBHe B IlOBblllleHHI1 KBaJIHcpHKal'(HH pa6oTHHKOB no.upa3,n:erreHIDI 

6. OTBETCTBEHHOCTL 

6.1. OT.n.en Ka.n.poB HeceT OTBeTCTBeHHOCTh 3a: 
- HeCBOeBpeMeHHOe H HeKaqecTBeHHOe BbIIIOJIHeHHe B03J10)J(eHHblX Ha OT,n:en 

3a,n:aq; 
- Heco6n10.n.eHHe 3aKoHo)laTeJibCTBa PoccHiicKo:H: <I>e.uepauHH B o6rracTH 

Tpy.uoBoro npaBa. 
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6.2. Pa60THliKH OT,nena Ka,npoB HecyT nepcoHanhHYIO OTBeTCTBeHHOCTb B 
npe.nenax .nomKHOCTHbIX ofo13aHHOCTeii, onpe.neneHHhIX TPY.UOBbIM .noroBopoM li 
,UOJDKHOCTHOH HHCTpyi<U:HeM. 

6.3. Pa6oTHHKH oT,nena Ka,npoB MoryT 6bITb npHBneqeHbI K .n11cu:HnJiliHapHoii, 
MaTepHanhHOH, a,UMHHHC-rpaTHBHOM, yroJIOBHOH OTBeTCTBeHHOCTH B cnyqae H B 
nop}J,nKe, npe.nycMoTpeHHbIX 3aKoHo,naTeJibCTBOM PoccHiicKoii <I>e.nepau:1111. 

7. CJIYJKEI>HOE B3AHMO,l(EHCTBllE 

7 .1. Or.nen Ka,npOB B3aHMO,neHCTByeT co BCeMH CTpYKTYPHhIMli 
no,npa3,nenemu1MH AKa,neMHH: 

7 .1.1. no BonpocaM norryqeHH}J: 
- 3a,UaHHM no KOMilJieKTOBaHHIO Ka,npaMH cJiy)l(arwrx H pa60qi.fX Tpe6yeMbIX 

cneu:HaJihHOCTeH H rrpocpeccHii, Haycrno-ne.narorHqecKHMH pa6oTHHKaMH; 
- rrpe,nJIO)l(eHliH no cpopMHpOBaHHIO rpacpHKa OTnycKoB; 
- xapaKTepHCTHK Ha pa6oTHHKOB CTPYKTypHoro no,npa3,n:eneH1rn; 
- HHcpopMau:mr 0 HapymeHIH1 pa60THHKaMH CTpyi<TypHoro no,npa3,n:eneHH.SI 

Tpy.noso:H: ,nHCU:HnJIHHbI, npaBHJI BHyTpeHHero Tpy.nosoro pacnopHJJ.Ka; 
- 060.SICHHTeJibHbIX 3anHcoK OT ttapyrrrnTenei1 Tpy,n:oBoi1 ,nHCU:HIIJIHHhI, npaBHJI 

BHyTpettHero rpy,noBoro pacnop.S1,nKa; 
7 .1.2. no sonpocaM npe.ncTaBrreHHH: 
- rpacpHKa OTIIYCKOB; 

Kon11i1 rrpHKa30B o rrpHeMe, rrepeMemeHHH, rrepeso,n:e, )'BOJ1bHeH1ur 
pa60THHKOB; 

- KOIIHH npHKa30B 0 noompeHHH H Harpa)l(,UeH11H; 
- KOITHH npHKa30B 0 HanO)l(eHHH JJ:HCU:HilJIHHapHbIX B3bICKaHHH; 
7.2. OT,nen Ka,n:poB B3aHMo,n:eiicTsyeT c rrnaHOB0-3KOHOM11qecKHM oT,nenoM: 
7.2. 1. no sorrpocaM nonyqemrn: 
- yTsep)l(,neHHoro IIITaTHoro pacrrncaHH}J; 
- JIOKanbHhIX HOpMaTl1BHhIX aKTOB 06 onnaTe Tpy,n:a pa60THliKOB; 
- CBe,neHHH 0 npaBHJihHOCTH ycTaHOBJieHHH HaHMeHOBaHHH rrpocpeCCliM 11 

,UOJI)l(HOCTeli, JJ:OJI)l(HOCTHhIX OKJia,n:os, ,norrnaT, Ha,n6aBOK 11 K03cpcpHU:11eHTOB K 
3apa60THOH nnaTe; 

7 .2.2. no sor1pocaM npe,n:cTasneHHH: 
- cse,n:emrn o TeKymeH: H nepcneKTHBHOM noTpe6HOCTH AKa,n:eMHH s Ka,npax; 
- ,naHHhIX 0 npHeMe, nepeMemeHHH, rrepeso.ne li )'BOJlbHeHl111 pa6oTHHKOB 

AKa,neM1rn; 
- ,naHHbIX yqeTa JIHqHoro COCTasa; 
- aHaJIH3a npnq11H TeKyqecTH Ka,npos; 
- ycTaHOBJieHHOH .[(OK)'MeHTaU:HH no Ka,npaM. 
7.3. 0T)J.eJI Ka,npos B3aHMO,ll.eHCTByeT c 6yxranTep11eii: 
7 .3 .1. no sonpocaM nonyqeHHH ,noKyMeHTOB o 3apa6oTHoii nrraTe pa6oTHl1KOB 

,UJI.SI ocpopMneHH51 neHCHH, BhI.[(atil1 COOTBeTCTByIOIIU1X cnpaBoK; 
7 .3 .2. no sorrpocaM rrpe,ncTasneHIDI: 
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Korr11M. rrpMKa30B o rrp11eMe, rrepeMemeHMM, rrepeBo,n;e, )'BOJihHeHMM 
pa6oTHMKOB AKa,n;eM1-rn; 

- rrpoeKTOB rrpMKa30B o rrp1rnMe, rrepeMememrn, rrepeBO)le, )'BOJihHeH1111 
MaTepHaJThHO OTBeTCTBeHHhIX n11u.; 

- rpaqrnKa OTITYCKOB; 
- JIMCTOB HeTpy,Zlocrroco6HOCTM; 
- KOITMH rrp11Ka30B 0 MaTepHaJihHOM rroompeHMM. 
7.4. 0T)leJI Ka,ZlpOB B3aMMO)leHCTByeT c IOpH,ZlMqecKEIM OT)leJIOM: 
7.4.1. no sorrpocaM rronyqeHM51: 
- 3aKJIIOqeHMH, KOHCYJihTau.11M. no rrpaBOBhIM sorrpocaM; 
- pa3o5ICHemrti ,nei:f.cTB)'IOI.Uero 3aKoHo,naTenbCTBa PoccHikKOH <t>e,ZlepaI(HM, B 

TOM q11cne TPY.IlOBoro rrpasa; 
7.4.2. rro sorrpocaM rrpe,ZlcTasneH1rn: 
- rrpoeKTOB ,L(OK)'MeHTOB, B TOM qJicne rrpoeKTOB rrpHKa30B 0 rrp11eMe, 

rrepeMememrn, rrepeBo)le, )'BOJihHeH1111 pa6oTHMKOB AKa,ZleMHH, Ha rrpaBOBYIO 
3KCnepTH3Y H )lJI5I BM3Hposamu1; 

- 3aITpOCOB no rrpaBOBhIM BorrpocaM. 

corJIACOBAHO: 

H aqarrhHMK OT)lena Ka,ZlpoB T .A. Kop)l(OBa 

HaqarrbHMK IOpH.ZlMlfecKoro OT)lena B.r. l11mH0Ba 


