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INOJIO)KEHHUE
00 ylpaB/IeHHH KA/IPOB
OI'BOY BO "Kybanckuii rocyiapcrBeHHbIi yHuBepcuTeT'

L, OBIIHE TTOJIOXEHUW S

1.1. Hacrosimee mnonoxenne "OO6 ympaBnenun kagpos @OIBOY BO
"Kybanckuit rocyaapcrBeHHbI yHuBepcuter" (mamee — IlonoxxeHue) ompenenser
Ienu, 3amadd, QYHKIUM, [IpaBa, OTBETCTBEHHOCTh M OCHOBBI JI€STELHOCTH
yupasieuuss xagpos PI'EOY BO "KybaHckuili rocyqapcTBEHHBIH YHHUBEpCUTET"
(nanee — KyoI'VY).

1.2. Vipasnenue kajupoB KyOI'Y sBrnsercs caMOCTOSTENBHBIM CTPYKTYPHBIM
110/1pa3/IeIeHUEM U IIOUYMHSIETCS HEOCPEICTBEHHO PEKTOPY.

1.3. Ynpasnenue kagpos Kyol'Y Bo3riasiser HayaabHUK yIIpaBIeHUs Kanpos.

1.4. HayanbHMK yIopaBieHHs KaJpoB Ha3Ha4yaeTcs W OCBOOOXKIaeTcs OT
JIOJDKHOCTH IIPUKA30M PEeKTopa.

B nmepuon orcyTcTBUsS Ha4yalnbHUKA YIPABICHUS KaJApOB HCIIOJIHEHHE €ro
o0si3aHHOCTEN BO3JI1araeTcs Ha 3aMECTUTEN HadalbHHUKA YIIPaBJICHUs KaJpoB WIK Ha
OJIHOr0 W3 HavaIbHUKOB OT/IEJIOB YIIPaBl€HUs KaJpoB IPUKA30M peKTopa II0
IpEJICTABICHUIO HAaYAJILHUKA YIIPaBJICHUS KaJpOB.

1.5. VYupasnenue kaJpoB B cBoed paboTe pyKOBOJACTBYETCS TPYAOBBIM
3akoHojarenscTBoM P®, 3akoHomaTenscTBOM B cdepe obOpa3oBaHus, NpHUKa3aMU
MunucTepcTBa HayKH M BhIcmiero obpasoanus PP, MunucrepcTsa MpocBeleHUs
PO, OenepaiibHOM ciry»)0bl 10 Haa30py B chepe oOpa3oBaHUS ¥ HAYKH, YCTABOM
OI'bOY BO "Kybauckuii rocymapcTBeHHBIH yHUBepcuTer', IIpHUKa3aMH U
pacIOpsUKEHUSIMH  PEKTOopa, KonnexktuBueiM  noroBopoM, Ilonmoxkenwmem o
[epCcoHalLHBIX JAaHHBIX pabornukoB , [lonoxenuem 00 opraHuzaluu U MOpPSKe
[IpOBEJICHMs] KOHKypca Ha 3aMelleHue MOJDKHOCTEH Hay4YyHO-IIeIarorH4ecKux
pabOTHHUKOB, JIOKAJIbHBIMH HOPMAaTUBHBIMU aKTAMH.

1.6. VYmnpaBieHue KaJpoB CO3[A€TCs, pPEOPraHU3yeTcss M JHUKBUAUPYETCs
IPUKA30M peKTopa.



1.7. Ynpasnenue kaipoB UMEET KPYIIIYIO [edaTh U [ITaMII.
1.8. Vmpasienue kajapoB pacrnonaraercs 1o azapecy: TI. KpacHoxap,
yi1. Crasporonsckas 149.

2. LIEJIb U 3AJIAYU

2.1. Llens ynpasieHus KaJIpOB COCTOUT B 00ecIiedeHHH COOII0IEHUS TPYI0BOTO
3aKOHO/JATEeJIbCTBA, [IPOBE/ICHUH KaJpOBOW IMOJUTHUKHA CHOCOOCTBYIOIIEH YCHEIIHOMY
byuxumonnpoanuio Kyo6l'V mnocpenctBom pa3paloTKH U BHEIPEHHS] CHCTEMBI
YIPaBJIEHUS!  KaJpOBBIM  IIOTEHLMANIOM, OCHOBAaHHOM Ha  palMOHAIBEHOM
[LJIAHUPOBAHMUH, II0JIFOTOBKE U [10/100pe KaapoB.

2.2. YupasjieHue KaJIpoB pellaeT ClIeayIolue 3a/1a4yu:

ydacrue B pazpadborke u peanmusauuu crparerud KyOl'Y B wacTu obecnedeHus
ero TPYJIOBBIMH PECYpCaMy;

obecriedeHue JlajibHEHIIEro pa3sBUTHS CHUCTEMBl IUIAHHPOBAaHHS KaJpOBBIX
pecypcoB ¢ yuerom mnotrpedbnoctu KyOI'VY, uX pauuoHanbHOrO pasMelleHHs H
3G (HEKTUBHOIO UCIIOIL30BAHUS;

obecrieyeHue IPaBOBOM U COIUANIBHOM 3aIUTEl pAOOTHUKOB;

JIOCTHIKEHUE MaKCUMaIILHOHN 3¢ (eKTUBHOCTH Tpyaa paOOTHUKOB BCEX YPOBHEH
Ha OCHOBE pealiM3allui M'MOKOH ITOTUTHKHA MaTepUaIbHOTO CTUMY/IMPOBAHUS;

COBEPUICHCTBOBAHNUE CUCTEMBI MOPAIIBHOTO CTHMYJIMPOBAHMUS;

CO3J@HUEC CHUCTEMbl OLEHKH IIepCOHalla M pe3yJIbTaTOB JeATEIbHOCTH
pabOTHUKOB;

pa3paboTka MEpOIPUATUM 110 YKPEIIJICHHIO JUCILUILIUHEI TPYAa;

OpraHU3alMOHHO-METOAMYECKOe PYKOBOACTBO, KOOpPAWHALUS U KOHTPOJb
JIesTe/IbHOCTH CTPYKTYpPHBIX noapasaenenuit Kyol'Y mo kapoBeM Bompocam;

COBEPIICHCTBOBAHMWE M BHEJPEHHE HOBBIX METOJOB OpraHM3aluu paboThl, B
TOM HHCJIE HA OCHOBE MCIIOJIL30BAHUS COBPEMEHHBIX HH()OPMAIMOHHBIX TEXHOJIOTHH,
COIMAILHON ¥ KOIHUTUBHOM [ICUXOJIOIHH;

y4acTue B I0JI'OTOBKE U MCIIOJHEHUH YIPaBICHYECKUX pELIeHHN pPyKOBOJCTBA
Ky6I'VY;

(dhopMHUpOBaHUE U YUET KaIPOBOTO PE3EPBOM.

3. ®YHKI[MHA

YiipaBiieHue KaJ[pOB BBIIOIHSET cieaytone QyHKIuu:

3.1. OGecueunBaer ¢GopMHUpOBAHME U pealu3alMi0 KaJpOBOH IMOJIUTHKH
yuupepcurera.

3.2. IlpoBoauT paboTy o GOPMHUPOBAHUIO U ITOArOTOBKE KapOBOI0 pe3epsa.

3.3. @opmupyer ¥ BejerT OaHK MAaHHBIX pPaOOTHMKOB C MCIIOJB30BAHHUEM
ABTOMAaTH3MPOBAHHBIX CHCTEM. AHATM3UPYET KOJIMYECTBEHHBIE M Ka4yeCTBEHHBIE



[I0Ka3aTelIu KaJpoBOoro odecrneyeHus.

3.4. Ocymecrtsiser JOKYMEHTAIMOHHBIA YYeT TPYAOBBIX OTHOLIEHHH
pabOTHUKOB (CBOCBPEMEHHO O(QOpMIIseT IpPHeM, NIEPEBO U YBOJIbHEHHE paOOTHUKOB
B COOTBETCTBHM C TPYJIOBBIM 3aKOHOJATEIBCTBOM, [TOJOKEHUSIMH, HHCTPYKLMAMU H
IpMKa3aMKM  peKTopa;  BeJer ydeT JIMYHOIO CcOcTaBa B TOM  YHCIE
aBTOMATU3UPOBAHHBIHN ).

3.5. OcymecTBiaseT KOHTPOIb 3@ COCTaBIECHHWEM TIpadUKOB OTIIYCKOB, y4eT
UCIIONB30BaHUsL PabOTHUKAMU OTIIyCKOB, O(GOpMIIEHHE OYEpedHbIX OTIYCKOB B
COOTBETCTBUH C YTBEPIKJICHHBIMHU I'padUKaMy U TOMOTHUTENBHEIX OTILYCKOB.

3.6. YyacTByeT B OpraHu3alMy 1 IPOBEJCHUH IIPOLeyp KOHKYPCOB U BEIOOPOB
Ha 3aMelleHME JIOJDKHOCTEH IIelarOrMYecKuX paOOTHUKOB, OTHOCSALIMXCA K
1IPO(ECCOPCKO-1IPEII0/IaBaTe/IbCKOMY COCTaBy, a TaKkKe M0 O(OPMIIEHHMIO TPYIOBBIX
OTHOLLIEHUH 110 UTOTaM KOHKYPCHBIX M BBIOOPHBIX ITPOLEAYP.

3.7. YuacTByer B OpraHu3aldd M IPOBEJCHUH ATTECTAIUH IIeJarorH4ecKux
paOOTHUKOB YHMBEpPCHUTETa, B paMkaX (YHKIHMOHAJBHBIX 3a/ad, OIpeAeiIeHHBIX
JIOKaJIbHBIMU HOPMATHUBHBIMU aKTaMH YHUBEPCUTETA.

3.8. OcyuiecTBisieT [1O/IOTOBKY MaTepUanoB ISl IpeACTaBIeHHs paboTHHKOB
K [IOOLIPEHMsIM M HarpaxjcHusM. Bener yd4eT DNOOWIpeHHH U HarpaxJeHUN
pabOTHUKOB.

3.9. [lloxroraBiuBaer Marepuansl [0 [PHUBJIEYEHUIO pPaOOTHUKOB K
JMCLUMIUIMHAPHON OTBETCTBEHHOCTH.

3.10. OcymecTsiasier ohopmileHHE, XpPaHEHWE U YUET JIMYHBIX A€ U TPYIOBBIX
KHMKEK pa0OTHUKOB YHUBEPCUTETA.

3.11. YyacTByeT B pa3paboTKe JTOKAJIBHBIX HOPMATUBHBIX aKTOB.

3.12. IIpoBOJUT IIOJrOTOBKY MOKYMEHTOB COTPYAHHUKOB M CTYIEHTOB K
apXUBHOMY XPaHEHHUIO.

3.13. Konrponupyer coCTOsiHUE TPYHAOBOH IJUCHUIUIMHBI B CTPYKTYPHBIX
[10/lpa3jiesICHUsIX By3a.

3.14. OcymectBisier BblAa4y JOKyMEHTOB pabOTHHKAaM U CTYAEHTaM II0
3anpocaM (CrpaBKH, KOIUU TPYAOBBIX KHHKEK U IIp.).

3.15. OcymiecTBiusieT METOAMYECKOE pPYKOBOJACTBO  OpraHu3anueii u
COBEPIICHCTBOBAHMEM KaJ[pOBOrO JEeJONpOM3BOACTBA B By3e. KoHTpomupyer
K& [POBBIH JOKYMEHTOOOOPOT B By3€ M ero (guiranax.

3.16. llojroraBnuBaeT W IpPEACTABIsAET OTYETHOCTh YHHUBEpPCUTETA IIO
YTBEPHKICHHBIM QOpMaM.

3.17. TIlpexcrasnser uHOpMaUUI0O [0 3ampocaM  IOCYAapCTBEHHEIX,
MYHULUIAIBHBIX OPraHOB BJIACTH M JPYTMX CTOPOHHMX OpraHM3alldii B IMpeenax
KOMITETEHIMH pabOThI yIIpaBIEHUs KaIpOB.



3.18. (OOlecneuuBaeT COXPAHHOCTh IIEPCOHANBHBIX MJaHHBIX pPAOOTHHKOB
YHUBEpPCUTETA. '

3.19. OcyillecTBiaser XpaHeHHe W y4YeT JWYHBIX JAel H HOKYMEHTOB 00
oOpa30oBAHMM CTYEHTOB YHHURBCPCHTETA.

3.20. OcywmecTsisger B Npefenax CBOCH KOMIETEHIMH HMHBIX (PyHKUME B
COOTBETCTBUH C LEAAMU K 3aja9aMi YHUBEPCUTETA.

4. TIPABA

VYipaslcHue KaJpoB B JIMIE HadyalbHUKa yOpaBAeHUs! KaJpOB UMeeT HpPaBo:

4.1. Tlpencrasmsre KyO0I'Y B apyrux opraHmsaldsx B Opelienax CBoeH
KOMIICTCHIIHH.

4.2. 3atpaumBars oT CTpYKTYPHRIX noapasjeienuit Kyol'Y HeoOXouMble st
CBOCH JIEATCNBHOCTH PECYPChL.

4.3. Tlonyuars I1octynamuue B YHUBEPCUTET JIOKYMEHTHI W WHEBIC
VHGOpMallMOHHBIE MaTepuansl [0 CBOEMY HAMPABIEHUIO JICATENLHOCTH IS
O3HAKOMIIEHUS, CUCTEMATU3UPOBAHHOIO yueTa ¥ HCII0IB30BaHuA B paboTe.

4.4. 3anpamunBaTh U II0JIy4aTh OT CTPYKTYPHBIX TIOAPA3/ICIIeHHH YHHBEPCHTETA
UHQOPMALKIO, HCOOXOIMMYIO JUIsl BLITOTHEHHS TOCTABISHHBIX [Tepe] HUM 3ajiay.

4.5. OcyulecTBIsITE KOHTPOIIL 32 COOJIIOICHHEM TPYA0BOTIO 3aKOHOIATENBCTBA B
ACATEIbHOCTH CTPYKTYPHBIX LHoApasueneHni Kyol'Y u ero ¢punmanax.

4.6. KourposupoBaTh  JICATENILHOCTh  CTPYKTYPHBIX  TOApasfeleHUi
YHUBEPCUTETA [0 KaAPOBLIM BOIPOCAM, O PE3YNLTATAX IPOBEPOK JIOKIAALIBATE
peKTopy.

4.7. BHOCHTD MpeIOKEH S 110 COBEPUIEHCTBOBAHUIO (GOPM U METOJOB PaboThHI
YIPpaBIEHUs! KaJIPOB.

4.8. Buocurs npejiioxkenus  pykosojctsy  KyOl'V  no  nosbiuesuro
KBAIMQHKALMY, TOOUIPEHHMIO M HATOKEHHUIO B3BICKAHWI Ha pabOTHUKOB yIIpaBJIeHHS
KaJ[POB M JPYI'UX CTPYKTYPHBIX [IOApa3aelIeHU .

4.9. YyacTBoBaTh B COBEIIAHHUAX IPH PACCMOTPEHUH KAJAPOBBIX BOIIPOCOB.

4.10. BzaumojelicteoBarh co Bcemu chnyxbamum KyOol'V no kanpoBeiM
BOIIPOCAM.

4.11.  TpebopaTb OT PYyKOBOJMTENEHd CTPYKTYPHBIX  [OJpasfeneHui
CBOEBPEMEHHOTO [peAcCTaBlieHdss WHQOPMAlUH Il COCTABICHUA  OTYETHBIX
JIOKYyMEHTOB 10 KaJlpaM.

4.12. IloBeImars CBOIO KBAJIMPHUKAITHIO.

4.13. Hmers gocryn  k  uHbopmamuu  Ky6I'Y, Heobxomumolt  mms
OCYIIECTBICHMA 3a71a4 U PYHKIMH yOpaBIeHHAs KaJpOB. | |

4.14. TlpeacTaBnsTh OTJMYMBIIMXCH PaOOTHHKOB K  MOpAIbHOMY M
MaTepHalbHOMY [OCLLPEHHIO. o



4.15. 3anpaummBaTh ¥ MMETh JOCTYIl K MNEPCOHATBHBIM JaHHBIM PaOOTHHKOB
Ky6I'Y B cOOTBETCTBHHU C 3aKOHOJIATEILCTBOM.

4.16. Bectu 1epenucKky ¢ OpraHu3alusIMy U pakIaHaMHu.

4.17. llposepsit  coorsercTBHe TpeOOBaHUSAM 3aKOHOJaTelnscTBa PO
LIPC/ICTABIIIEMbIX Ha 1IOJIIIMCh PEKTOPY IIPOEKTOB NPHUKA30B, MHCTPYKIUNH H IPYTHX
JIOKYMEHTOB, a TaK)K€ BU3UPOBATh UX.

4.18. WMuunuupoBaTh M y4YacTBOBaTh B IIOJATOTOBKE IPOEKTOB JIOKAILHBIX
HOPMATHUBHBIX aKTOB.

4.19. OcymecTBIsATE HHBIE ITpaBa, IPeyCMOTPEHHBIE 3aKOHOAATENECTBOM PO,

5. OTBETCTBEHHOCTD

5.1 Vipasienue KaJpos B JIMIE HayalbHUKA YIpaBlIeHHsS KaapoB HeCeT
OTBETCTBEHHOCTD 3a:

5.1.1. Henamiexaiiee wucrnonHeHHe CcBOMX (YHKIUN, IIpeIyCMOTPEHHBIX
Hacrosmum  IlomoskeHuem, B mpepenax, ONpeAENIEHHBIX  AEHCTBYIOIIMM
3akoHoarenscTBoM Poccuiickoit @enepanud.

5.1.2. Peammzanmio Kojiexca kopnopatuBHOH KyneTypsl u meneid Kyol'Y B
lIpejleliax CBOCH KOMIIeTEHIIUH.

5.1.3. 3aumry 1epconalibHbIX JaHHBIX paboTHHKOB KyoI'V.

5.1.4. PanuoHanbHOE HCIIONB30BaHUE IIPEJOCTABJIICHHBIX MAaTepHAIbHBIX,
TPY/IOBBIX, (QUHAHCOBBIX U HH()OPMALIMOHHBIX PECYPCOB.

5.1.5. CoxpaHHOCTH JIOKYMEHTOB, C KOTOpPBIMH paboTaioT pabOTHUKH
YIPaBJIEHHUS KaJIpOB.

5.1.6. Opranuzanuio paboThl yNpaBlIeHHS KaapoB, CBOEBPEMEHHOE U
KBAJIMOUUIMPOBAHHOE  BBINIOJHEHHE  IPUKA30B,  PACIOPSDKEHUH,  [OpYyYEHHM
BBLIIIICCTOSIIICIO PYKOBOJICTBA, JCHCTBYIOIIMX HOPMATHBHBIX IPABOBBIX aKTOB IIO
CBOEMY HallpABJICHHUIO JIESITCIILHOCTH.

5.1.7. Cocrosinue TpyJOBOH M MCIIOIHUTENIbCKON TUCHUILIUHEI B YIIPaBICHUH
KaJ[pOB, BBIIIOJIHEHHE €ro pabOTHUKAMK CBOMX (DYHKLIMOHAIBHBIX 0053aHHOCTEH.

5.1.8. Cobmogenue mpaBul BHYTPEHHErO paclopsaka ¢ TEXHUKU
0e30MacHOCTH.

5.1.9. llposejenue KOHKypca M 3aK/IIOY€HHE TPYIAOBBIX JOrOBOPOB Ha
IpO(EeccopeKo-TIpero1aBaTe/ibcKie JOLKHOCTH B COOTBETCTBHH ¢ YcraBoMm KyoI'Y,
TpyjioBsiM KojiekcoM PO 1 HOpMaTUBHBEIMU PAaBOBBIMU aKTaMHU.

5.1.10. Bejenue JIOKyMeHTALlMM B COOTBETCTBUHM C 3aKOHOHATEIBCTBOM.

5.1.11. TlpenmocraBieHue B  yCTaHOBIEHHOM  IIOpPSAKE  JIOCTOBEPHOM
CTATUCTUYECKONM W MHON WHGOpMAUMU O AesTelsbHOCTH ympaBineHus u Kyol'Y B
L[EJIOM.

5.1.12. CoxpaHHOCTG Ile4aTei, TamMIoB U JOKYMEHTOB.



5.2. Crenenp OTBETCTBEHHOCTH MAPYIMX paOOTHHKOB YIIPaBlIeHHS KaIpoB
yCTaHaBIIMBAETCS B COOTBCTCTBUM C JOJKHOCTHBIMU HWHCTPYKIUSAMH, BHYTPEHHUMHU
JIOKaIbHBIMY HOpMaTUBHBIMU akTamu Ky6l'Y u peficTByronmM 3aKOHOAATEIECTBOM.

6. BBAUMOJIEVICTBUE

6.1. Vmpasnenue KajpoB B3aUMOACHCTBYET CO BCEMH CTPYKTYPHBIMHU
nojpasaenenusmu Kyol'Y mo Bompocam, BXOASIIMM B KOMIIETCHIMIO YIIPaBJICHHS
KaJ[pOB.

6.2. Ilpy BBINOJIHEHUH JIOJDKHOCTHBIX O0S3aHHOCTEH COTPYAHHKH YIIpPaBIICHHUS
K&/lpOB B3aUMO/ICHCTBYIOT CO CTOPOHHUMHM OpraHU3alUsIMU:

Boiipoebl B3aumojeiicraust O6bexT B3aumMoaeicTBUSA

[To Bompocam Tpy/10BBIX OTHOIICHHIA MUHHCTEPCTBO HAayKH H  BBICIIErO
obpazoBanus P®; TocymapcrBeHHas
UHCIIEKIMS Tpyaa, MUHHUCTEpCTBO TpyAa
U COLIMATBHOM 3amuThel PO;

[lo  Bompocam  mpejicTaBlICHUS K | HArpajHble  OTHeNbl  MMHHUCTEpCTBa
Harpa)/IeHUIO HayKd | BbeIciiero obOpasoBanus PO;
MunucrepcTtea 00pa3oBaHUs, HAYKH U
MOJIO/ISIKHOM TIOJIUNTUKHU

Kpacnonapckoro kpas;
Ilo Bompocam TpysOBBIX OTHOLIEHUH | MUHHCTEPCTBO HAyKHM ¥ BBICHIETO
PYKOBOJICTBa By3a obOpazoBanust PO

HavaneHuk yrpasieHus KaJapos B.U. ®unkuH

o

P A.B.Mupousux

CornacoBaHo:
HavaibHUK 1IpaBOBOIO yIIpaBJIeHUs



