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1. O01uMe moJIoKeHus

Hupekrmus dunuana PI'YIIC B 1. Tyamce sBmseTcs CTPYKTYPHBIM
nonpasneneHueM (Qunuana QemaepaIbHOT0 TOCYIapCTBEHHOTO OFOKETHOTO
0o0pa3oBaTeNbHOTO  YUYpeXIEHHs  BbIcIIero  oOpasoBaHus  «PocToBckuit
rOCyJlapCTBEHHBI yHUBEPCHTET IIyTed coobOmierus» B r. Tyamce (nmamee -
bunuan).

[TorHOE HaMMEHOBaHWE CTPYKTYPHOTO IOAPAa3[ENE€HUs: OUPEKIUs;
COKpaIlleHHOE: HE UMEET.

B cBoe#i [medrenbHOCTH OWpEKUHUs pyKoBoAcTByeTcs KoHCTHUTynuen
Poccuiickoit @enepanuu, TpyaoseiM kozekcom P®, denepanbHBIMU 3aKOHAMU
P®, nocranoBnenusiMu u pacnopspkeHusMu [IpaButensctBa PO, MeToanueckuMu
MarepuajamMy IO BEACHUIO JIOKYMEHTAlWH I10 Y4YeTy U JABWXEHHIO IepcoHala,
Ycrasom PI'VIIC, Ilonoxenuem o ¢ummane PI'YIIC B r. Tyance, IIpaBunamu
BHYTPEHHETO TPYIAOBOI'O pACIOpsiAKa, JIOKAJPHBIMH HOPMATUBHBIMU aKTaMU
OI'BOY BO PI'VIIC u dunnana, 1 HaCTOSAIIUM II0JI0KEHUEM.

JlpeKuus MON4YUHSIEeTCS B YCTAHOBJIEHHOM IOpPSAIKE TUPEKTOpY (uinana.
HemocpencTeenHoe ympaBieHrne qupeKLnnei ocyIecTBIsieT TUPeKTop Gpuinaa.

[lITaTHAS YHUCIEHHOCTh PaOOTHHUKOB AUPEKIHWH YCTaHABIMBAETCS PEKTOPOM
OI'BOY BO PI'VIIC mo mpencTaBIeHUIO MUPEKTOpa QuiIMana U BKIIOYAeT
TIOJDKHOCTH: JTUPEKTOP; 3aMECTUTENb NUPEKTOpa; CIELUAUCT I10 MepCOHAy;
WHXXEHEep-IIPOrPaMMUCT; CIELUATIUCT 110 OXpaHe Tpy/a.



2. OcHoBHBIE 3212491 JUPEKIUH

OCHOBHBIMHM 33/1a9aM{ JUPEKIHH SBIISFOTCS:

- OpraHu3aIus, KOOPAUHAIUA U peain3anus padoT 1o JOKYMEHTAIMOHHOMY
o0eCIeYeHNIO yIIpaBIeHus QUInaIoM;

- pabora o KOMIIJIEKTOBAHUIO bunuana npodeccopcko-
npenojiaBaTeNbCkKiM M IMPENoJaBaTeIbCKUM COCTAaBOM, KaapamMu padouux Hu
CyKamux TpeOyeMbIx mpoheccHi, CHeNUalbHOCTeH W KBand(UKalud, B
COOTBETCTBUM ¢ TmpoduieM ¢unvaia, HW3MCHSIOIMUMHACA BHEIIHUMH |
BHYTPEHHUMH YCIOBHSIMHU €0 AESTeIbHOCTH;

- colOonenye Ipas, JbIOT U rapaHTHH pabOTHHUKOB B 00JIACTH TPYIOBOTO
IpaBa, a TaK)Ke BeJeHHE KaJpOBOTO MIENOIMPOM3BOACTBA B COOTBETCTBHH C
3aKoHOMaTerCcTBOM Poccuiickoit Genepannu;

- ofecmedeHHe KaueCTBEHHOTO ¥ HaJEXKHOTO (QYHKIMOHHPOBAHHUS
NHOOPMAaLlMOHHBIX CETeH, CETEBOTO U CepBEpHOro 060pyaoBaHus HUTHaNa;

- OpraHM3alHs ¥ KOOPIHHAIHSI paboThI IO OXpaHe Tpyda B QUiIHaie;

- OCYyILECTBIEHHE KOHTpPOJIA 3a COONMIOZEHHEM 3aKOHONATENBHBIX M HHBIX
HOPMAaTHBHBIX IIPABOBBIX aKTOB 110 OXpaHe Tpy/aa paboTHUKaMu (uiraa;

- COBEpIICHCTBOBaHWE MNPOMGUIAKTHUCCKOW paboThl IO TIPEIYyIIPEKICHUTO
IIPOU3BOJICTBEHHOTO TPaBMaTH3Ma, TPOPECCHOHATBHBIX ¥ IIPOU3BOJICTBEHHO-
00yCIIOBNIEHHBIX 3a00IEBaHNH | YITyUITICHHIO YCIOBUH TPy a;

- KOHCYTBTHPOBaHHE paboTomarelss W PadOTHHKOB IO BOIPOCAM OXpaHbI
TpyZa.

3. OcHoBHbIe QYHKUVH THPEKIHH

Jupexuus BRIMONHAET CcIenyIoue QyHKINN:

- obecrieqrBaeT eNMHBIM NOPSIOK JOKYMEHTHPOBAaHUS U OPTaHU3ALMIO
paboTEI ¢ ZOKYMEHTaMH;

- TOTOBHT MpPOEKTHl TIPUKA30B U pacIOpsHKeHUH aupexkTopa ¢unmana,
JIOKANBHBIX HOPMATHUBHBIX AKTOB (TIOJIOXKEHUH O CTPYKTYPHBIX MOApa3aCiIeHHIX,
WHCTPYKLHKH U Ip.) ¥ IpyrHe HOPMaTUBHbIE JOKYMEHTEI;

- BUBHPYET JOKYMEHTHI B IIpefielaX CBOSH KOMIICTEHIINH;

- obecrieyriBaeT ~ OHMEpaTHBHOE  XpaHEHHE U CaHKIHMOHUPOBAHHOE
HCIOJIb30BaHKE NedaTell U mTaMnos Guinana;

- pazpabarbiBaeT ONaHKA [OKyMEHTOB, BHeIpSeT M BeIeT alsdoM
YHU(QHUIHIPOBAHHBIX (HOpPM TOKYMEHTOB (unnana;

- OCYIIECTBJISIET 3KCIENULIUOHHYI0O 00paboTKy, IedaTh W PErucTpaIiuio
JOKyMEHTOB;  IepelaeT  JOKYMEHTHI  COOTBETCTBYIOIIMM  CTPYKTYpPHBIM
HOJpa3feNieHusIM H JOJDKHOCTHBIM JIMIlaM, IPUHHMAEET OT HHUX JIOKYMEHTHI



(BHYTPEHHSS pacchika Ha OYMaXXHBIX U MAIIMHHBIX HOCUTENSX, B 3JIEKTPOHHOM
BUIE);

- ofecrmeunBaeT XpaHEHHWE [eJl U  OIepaTHBHOE MCIIOJIb30BAHUE
JOKyMEHTHOH HHpOpMaIny;

- OpraHu3yeT CBOEBPEMEHHOE PacCMOTPEHHWE U TOIIrOTOBKY K HOKIAIY
TUPEKTOpY GuiIHansa MOCTYHAIOMIUX («BXOIAIIMX») AOKYMEHTOB, OCYIIECTBILIET
KOHTPOJb 3a MpaBHIBHOCTBIO O(MOPMIIEHHsS IOKYMEHTOB, IPENCTaBIICHHBIX Ha
MONNUCE  PYKOBOJACTBY. XPaHUT OpPUTHHAIBI (KOIHMH) «BXOMAIIMX» U
KACXOIANX)» JOKYMEHTOB;

- OpraHu3yeT KOHTPOJIb 32 NMPOXOKJEHUEM, UCIIONHCHAEM U O0pOpMIICHHEM
IOKYMEHTOB B YCT@HOBJICHHBIE CpPOKH. 3ampamiiBaeT OT CTPYKTYPHBIX
noJpasfiefieHni CBeACHUs, HeoOXomuMble Il paboThl MO NOKyMEHTAIMOHHOMY
obecrieyeHuto, 0000IIaeT CBENCHUS O XOJe ¢ pe3yibTaTax HCIHOJHEHUS
JIOKYMEHTOB, CHUCTEMAaTUYECKU HHPOPMUPYET  PYKOBOJCTBO o 3THM
BOIIPOCaM;

- opraHu3yeT OoQOpMIIeHHE KOMaHAWPOBOK PabOTHHKOB M OOyJaromuXcs.
Peructpupyer KOMaHAUPYEMBIX B QUIIHAT;

- ofecrnieunBaeT COXPAHHOCTh HMYIIECTBA OUPEKIWH, XPAHUMBIX [€1 U
nokymeHToB. [lognepxuBaeT B HCIPaBHOM COCTOSHUM TEXHUYECKHE CpPeICTBa
ITVPEKIINH, CBOCBPEMEHHO O(QOpMIILS 3asBKH Ha TEeXHHUYECKOe OOCIyKHWBaHWE,
PEMOHT ¥ Ha obecriedeHne pacxoJHBIMI MaTepHaliaMH;

- ofecrieunBaeT CBOEBpEMEHHOe OQOpMIIeHHe TIpueMa, IepeBoaa, U
yBOJIbHEHHE pabOTHHKOB B COOTBETCTBUM C TPYIOBBIM 3aKOHOAATEIhCTBOM,
IIOJIOKEHHUSIMHU, WHCTPYKIHUSMH W TIpUKazaMd [OUpeKTopa ¢umindaia u pekTopa
YHUBEPCUTETA;

- o0ecrieunBaeT ydyeT JMYHOI'O COCTaBa, BbIAAUy CIPABOK O HACTOSIIEH U
IPONUION TPYHOBOW HEsSTeNbHOCTH pabOTHWKOB, XpaHEHHWE U 3allOJHEHUE
TPYIOBLIX KHIKEK, BeICHUE YCTAHOBJIEHHOW TOKYMEHTAIUHU IO KaJpaM.

- cocTtaBisgeT rpaduK  OTIyCKOB,  OQOpMISIET  [PUKa3el O
TIPEIOCTABIIEHHH paboOTHHKAM Pa’IMYHBIX BHJOB OTIYCKOB, OCYIIECTBIAET y4eT
KOJIMUECTBA HMCIIONB30BAHHBIX JTHEH OTITyCKa, OCYIIECTBIIICT 3alOJHEHNE TaOeld
yueTa paboyero BpeMeHH;

- OCYILIECTBJIAET COCTaBJCHHME YCTAHOBJICHHOW OTYETHOCTH MO paboTe C
nepcoHayoM duirana (3anIaHupOBaHHBIE OTYETHI, OTUETHI [0 3alpoCy);

- OCYIIECTBIISET OATOTOBKY ITPUKA30B M JOIOJHUTEIbHBIX COTTIAICHUH 110
HHIEKCAllMH  3apaboTHON  TWiaThl, YCTAaHOBJIEHHUIO  M(MJM)  HIPOJJICHUIO
CTUMYJIHPYIOIINX ¥ KOMITEHCAIMOHHBIX Ha10aBOK pabOTHUKAM (UIIHAaa;

- OCYIIECTBIISECT KOHCYNBTAIMI0O pabOOTHUKOB (uinana MO KaJpOBBIM
BOIIPOCaM;

AN



- OCYIIECTBIIIET CBOEBpEeMEHHOE O(OpMIICHHE NPHKA30B IO JIUYHOMY
COCTaBY CTYICHTOB (UIMAala, OTBETHI Ha 3aIIPOCHI IPABOOXPAHUTENBHEIX OPraHoB,
NOATBEPXKACHUE TOAJTUHHOCTH BBIIaHHBIX BY30M JOKYMEHTOB 006 00pa3oBaHuUU;

- ocymecTBisieT 00paboOTKy H 3amuTy HHGOOpMAalWU, CoIepKalei
IepCOHaNbHBIC NaHHBIE, B CTPOIOM COOTBETCTBUH C TpeOoBaHuaMHu [lonoxenus o
NEPCOHATBHEBIX MaHHBIX PAOOTHHKOB, a0UTyprHeHToB 1 obydaromuxcs B PI'YTIC;

- ofecreunBaeT TEXHWYECKOE OOCIy)XHWBaHHME KOMITBIOTEpHOrO Iapka Hu
JIOKaJbHBIX HHQOPMALlMOHHO-BBIUUCIUTENBHBIX CeTed Quunana, YCTaHOBKY
CHUCTEMHOTO U TIPUKIATHOTO TPOTrpaMMHOT0 OOeCHedYeHHs, yueT JIMLEH3UU Ha
HEro, KOHCYJIbTUPOBAaHUE COTPYIHUKOB;

- OCyIIecTBIsSeT pa3paboTKy, aJIMUHUCTPUPOBAHUE U TEXHHYECKYIO
MOAIEPKKY OGHIMaANbHOTO calita dunuana B MuTepHeT-pocTpanctBe PI'BOY
BO PI'VIIC u ¢unuana;

- OCymecTBIsIeT WHGOOPMAIMOHHYI0 W  TEXHUYECKYI0 HONIEPXKKY
MPOBOAUMBIX QUINATIOM MEPOIPUSITHI;

- OCYIIECTBIIAET COCTABJIEHHME CIMCKOB HpodeccHii ¥ JODKHOCTEH, B
COOTBETCTBHM C KOTOPhIMA pabOTHHKHM JOJDKHBI TPOXOAWUTH 0Os3aTeNbHbIe
IpenBapuTenbubie (MU MOCTYIUIGHWH Ha paboTy) U NepHoAuuecKhe (B TEeueHHUe
TPYAOBOH IESATEITbHOCTH ) MEMUIITHCKIE OCMOTPHI; A

- OCYIIECTBISAET pa3paboTKy U MEePecMOTp MHCTPYKLHUH MO OXpaHe TpyAa i
pabOTHHUKOB duInaia;

- OCYyWIECTBIsIeT pa3paboTKy MpOrpaMMbl U TIPOBEACHHE BBOLHOIO U
NIEPBUYHOTO HHCTPYKTaXEH Mo oXpaHe Tpyaa;

- TOBOAMT JIO CBEACHHSA PabOTHUKOB (huiuayia BBOOUMBIX B JEHCTBHE HOBBIX
3aKOHOJATEIHHBIX ¥ UHBIX HOPMAaTHUBHBIX [IPAaBOBBIX aKTOB 10 OXpaHe Tpy/a.

4. IIpaBa nupeKuHHU

Jupexius B mpezenax cBoel KOMIIETeHIINH BIIPaBe:

- 3ampalmBaTh OT CTPYKTYPHBIX IIOApa3feleHUuN ¢uiauana CBeIeHus,
He0OXOAUMEIE I padOTHI IO JOKYMEHTAMOHHOMY 00€CIIEUeHHUIO;

- TpeGoBaTh OT BCEX CTPYKTYPHBIX IMOApasfelieHnil huanana MaTepuaisl u
CBEIICHHS, HEOOXONWMBIE JJI1 BBIONHEHAS (YHKIMWHA, BO3JIOKEHHBIX Ha
TUPEKLINIO;

- BO3BpallaTh HCIIOJHUTENIM JOKyMEHTHI ¥ TpeboBaTh WX OOpPabOTKU B
Cllydae HapylleHUs yCTaHOBJICHHBIX [IPaBUI,

- OCYIIECTBIISITH KOHTPOJE 32 IPaBUIBHOCTBIO 0(OPMIIEHUS TOKYMEHTOB U
CPOKaMHU MCIIOJIHEHUS TOKYMEHTOB;

- TIPUBJIEKATH CIENHAIHCTOB CTPYKTYPHBIX MOApasfeleHui ¢uiuana s
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pEIIEHHNS BO3JIOKEHHBIX Ha JUPEKIIHIO 337a4 COTJIACHO HACTOALIEMY IIOJI0OKEHHIO U
TOJDKHOCTHBIM HHCTPYKIUSIM PaOOTHUKOB TUPEKIINH;

- TMPUOCTAHABJIUBATh IPOXOXKIECHUE JOKYMEHTOB, CBSI3aHHBIX C IIPUEMOM,
MepEeBOZOM U YBOJbHEHHEM pabOOTHUKOB (QuUiHaia, B ClydasX KX HECOOTBETCTBUS
TpynOBOMY 3akoHomarenbcTBy, Ycrtay @OI'BOY BO PIVIIC wu gpyrum
HOPMaTUBHO-IIPABOBEIM aKTaM W BHOCHUTBH NPEIJIOKEHHUs II0 IPUBEIACHUIO UX B
COOTBETCTBHUE;

- KOHTPONUPOBaTh COONIOAEHHWE TPYHOBOrO 3aKOHONATEIbCTBA U
3aKOHOMIaTeNbCTBA 10 OXpaHe Tpyla B Gummane;

- 3HaKOMHUTBCS ¢ TIPOSKTaMH peIIeHHW# pyKOBOACTBa (uinana,
KacCaroIUMUCS NeATEeIbHOCTH TUPEKIIH;

- IIPeACTaBIITh Ha PacCMOTPEHME PYKOBOJACTBA (QUIIHANa MPEATIOKEHUS 110
BOIIPOCaM COBEPIIEHCTBOBAHUS TOKYMEHTALIMOHHOTO O0ECIIEUeHNs] YIIPaBICHHUS.

5. BzanmopeiicTBHe JHPEKLIHH ¢ APYTHUMH CTPYKTYPHBIMH
noapaseJleHusIMH M1 CTOPOHHUMH OpPraHU3alHsIMHU

Hupeknus B mporecce padOThl B3aUMOAEHCTBYET CO BCEMH CTPYKTYPHBIMHU
noApasfeNeHussMu (uiuaga, OpraHU3aldsIMU U YUPEKISHUSMU IO BOIPOCaM
NesATeNbHOCTH, U pelleHus 3amad U QyHKIUH, TpelyCMOTPEHHBIX HAaCTOSALIUM
ITonoxxennem.

6. 3akIr09YHTEIbHbIE MOJIOKEHHS

M3MmeHeHUs W JONOJNHEHHWS K HacTosmeMmy I[lofoXeHWIo NpUHUMAKOTCS
YUYEeHBIM COBETOM (HUITHANA U YTBEPKIAIOTCS TUPEKTOPOM (riraa.
[Tonoxenue o mupeknmm Qunmana PI'YIIC B r. Tyance ot 06.11.2020

(mpoTokon ydeHoro cosera ¢mmmana ot 06.11.2020 Ne 2) cuuTaTh yTpaTHUBIINM
CHLTY.
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