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TTepMCKHIl HHCTUTYT KENE3HOLOPOKHOTO TPAHCMOpTa — Hnentuduxarms
(unnan (enepanpbHOro rocyaapeTBEHHONO OIOJDKETHOrO JIOKYMEHTa
00pa3oBaTE/IbHOIO YHPCHICHHA BbICIIEro 0OpasoBaHms 06 otaene kKaapos IICIT 1.6 - 2021
«YpalbCKMH  TOCYAAapCTBEHHBIH  YHHBEPCHUTET myTeil
cooOueHus» B 1. epmu (TTHXKT YpI'VIIC)

Buy nokymenta: Pazpaborunk: crp.% n3 15
[TonokeHHE O CTPYKTYPHOM NoJjApasjie/ieHHH Havaneuuk oraea kaapos Tysosa E.B.
1. Obaacth NPHMEHCHHH

Hacrosee [Tonoxkenue o0 otene kaapos (jianee - [lonoxkenue) sBiseTcs JTOKaIbHBIM HOPMaTHBHBIM
AKTOM, YCTAHABIIMBAIOIINM [IEJIH, 3a/1a4H, (YHKI[MH, OPraHU3alMOHHYIO CTPYKTYpYy. Opranusaruio
JIeSITe/IbHOCTH, ITPaBa W OTBETCTBEHHOCTH OT/AeNa KaipoB [lepMcKoro HHCTUTYTA XKEJIE€3HOIOPOKHOTO
Tpancnopra — punnaia @exepaabHOro rocy1apcTBEHHOro 0I0/DKETHOTO 00pa3oBaTENbHOIO yIpeK/ie-
HMA BBICILET0 0Opa3oBanus «Y palbCKHiil rOCy1apCTBEHHbIN yHUBepeHTeT nyTeit coodmenusny». Tpebo-
BaHus, cojepxamuecs B [lomoxkenuu, sBasioTcs 00s3aTeIbHBIMU 7151 BBIIIOJHEHHUS BCEM JOJIKHOCT-
HBEIMH JIMIIaMH, OTBETCTBEHHBIMH 32 pabOTy C NEPCOHAIIOM.

2. TepMHHBI 1 ONIpeIe/IeHHs

ApXUB - mojipasie/icHHe, OCYIIECTBIAIONIEe IPUEM, XpaHEeHHe JIOKYMEHTOB U OpraHU3yIollee HX
UCIOJIb30BaHUE.

Biank qoKkymeHTa - HaO0Op PeKBHU3UTOB, HICHTH(UIUPYIOMINX aBTOpa OGHIHAIBHOIO MHCEMEH-
HOTO JIOKyMEHTA.

JIBrkeHHE KaJpoB - IpHeM (3aKJIO4YeHHe TPYAOBOro JIOroBopa), nepeMeleHue pabOTHHKA
BHYTPHU MHCTHTYTQ, CBS3aHHOE C U3MEHEHHEeM TpPyIoBOH (QYHKIMH (M3MEHEHHE YCJIOBHH TPYH0BOroO
JIOTrOBOpA), ¥ YBOJILHEHHUE (pacTOpKEHHE TPYA0BOTO J0r0BOPa).

Jlesio - COBOKYITHOCTh JJOKYMEHTOB MJIH JOKYMEHT, OTHOCSALIMI K OJJHOMY BOIIPOCY HJIH Y4acTKy
JIESITeJIbHOCTH, TOMEIIeHHBIN B OT/1eIbHYIO0 00I0KKY.

JlokymenT - 3aguKcupoBaHHas Ha MaTepHaIbHOM HOCHTeNne HH(pOpMalUsa ¢ PEKBH3UTAMH, 1103-
BOJIAIOIIAMH €€ H/IeHTU(UIINPOBATE.

JIOKyMeHTOO0OpOT - IBUKEHUE JOKYMEHTOB B YUPEKICHHH C MOMEHTA UX CO3JaHHs WM I10JIy-
YeHHs JI0 3aBepIlieHUs UCIIOIHEHUS HIN OTIPaBICHHUS.

JIO/DKHOCTD - cay)eOHOe MECTO, CBA3aHHOE C HCIOJIHEHUEM ONpee/IeHHbIX CIIy#KeOHBbIX 00s-
3aHHOCTEH U ONpee/IeHHON OTBETCTBEHHOCTBIO.

Kazpe! - ocHOBHO# (IITAaTHBIH) cocTaB pabOTHHKOB.

JIn4HOoe J1eJ10 - COBOKYITHOCTh JIOKYMEHTOB, cOZepiKaliux Haubosiee MojiHele CBeJeHUs 0 padoT-
HHKE H CI'0 pr,[LOBOi"I JACATCIIBHOCTH.

HomeHnknarypa f1en - cHCTeMaTH3MPOBAHHBIN CIMCOK HAaMMEHOBAHWI €7, 3aBOJAMMBIX B JOKY-
MEHTALIMOHHOM O0ecIeueHut ¢ yKazaHueM CPOKOB XpaHeHHUsl KaXI0ro Jaea.

HopmaTuBHBIE JOKYMEHTB! - JIOKYMEHTBI, B KOTOPBIX YCTaHABJIMBAKOTCA Kakue JIMOO IpaBHIa,
HOPMEL.

Opranmnzanus padoTsl ¢ JOKYMEHTAMHU - CO3JaHHEe YCJIOBUMN, 00ecreynBalomuX JABHKEHHE, T0-
UCK M XpaHEHHE JOKYMEHTOB B JOKYMEHTALIMOHHOM 00€CIIeUeHUH YIIPaBICHHS.

llepconait - JiMYHBIA cocTaB opraHu3auuu, padboTaroluil 110 HaliMy M 00NajaroUi onpeaeeH-
HBIMH Ipu3HaKamMu. OJIHUM M3 OCHOBHBIX NPU3HAKOB MEPCOHAJA SBISETCS HATMYUE TPYIOBBIX B3aH-
MOOTHOLIEHHH, 0()OPMJIEHHBIX TPYIOBBIM JOTOBOPOM.

[Torepu pabouyero BpeMeHH - HENPOYKTHBHAs JIEATE]bHOCTh B paMKaxX pabo4yero BpeMEHH, He
CBSA3aHHAs C BBIIOJIHEHHEM OCHOBHOH TPYJ0BOH (GyHKUMH.

[ITIC - mpodeccopeko-ipeno1aBaTenbcKuil cCOCTaB MHCTUTYTA, AekaH ¢akyiasTera BO.

[Tenarornyeckune padotnuku — npenogasarenu CII CIIO, pykoBoautens ¢pu3BocnuTanus, BOC-
[IUTATENIH, MacTep MPOU3BOACTBEHHOr0 00yUEHHsl, [1earor-opraiu3aTop, meaaror-ncuxoior.

PezepB kaznpoB - rpynma pyKOBOJUTeNIEH M CIENHAIUCTOB, 00JIaJalOlIHX CIOCOOHOCTBIO K
yIpaB/IeHYeCKOH AeSITeTbHOCTH, OTBEYAIOMIUX TPeOOBAHUAM, HIPEABIBIISEMBIM JJOJDKHOCTBIO TOIO HIIH
HHOI'0 YPOBHsA, IOABEPrIIMXCS OTOOpPY M MPOIIEIIIHX CHCTEMAaTHUECKYIO 1IeNIeBYIO KBaTH(DHKAIIMOH-
HYIO IOJITOTOBKY.

«TexydecTb)» KaJpoB - HECTA0MIBHOCTE BHYTPEHHEH CTPYKTYPBl IOJpa3/eieHus, CBA3aHHas C
4acToH 3aMeHOM padOTHUKOB, BRIMOIHSIOIMX ONPEAETIEHHYIO TPYI0BYIO QYHKIHIO.



[TepMCKMIiE HHCTUTYT KETE3HOAOPOHHOIO TPAHCHOPTA — Haentupukauuns
Qunuan denepanbHOro rocyAapeTBEHHOrO OIOLKETHOrO NOKYMEHTa
00pa3oBaTE/ILHOTO YHPEH/ICHUS BbiCIero oOpasoBaHus 006 oraene Kaapos TICIT 1.6 - 2021
«YpaibCKuii  rocylapCTBEHHbIA  yHHBEpCHTET  nyTeil
coobuienusy» B 1. [lepmu (ITHXKT VpI'VIIC)

Buj gokymenra: Paspabotumnk: c-rp.j u3 15
TTo10MEeHHE O CTPYKTYPHOM 110/1pa3ieleHHH Hauanenuk otzena kajapos Tysosa E.B.

TpynoBoit 1oroBop - coriameHue Mexay padoroaaresieM U pabOTHHKOM, B COOTBETCTBHH C KO-
TOpbeIM paboTogaTens 00sA3yeTcsl NMpeJocTaBUThL paboTHUKY pabdoTy 1o oOyclIOBIEHHOH TpPydOBOI
(GyHKuuH, 00ecneynTh yCI0BHS TPYyHa, [IPelyCMOTPEHHBIE TPYAOBBIM 3aKOHOATEILCTBOM U MHBIMH
HOPMATHBHBIMH IIPABOBBIMHM aKTaMH, COJIEpKALIMMHU HOPMBI TPYAOBOIO MpaBa, KOJUIEKTHBHBEIM JI0TO-
BOPOM, COIJIAIIEHHUAMH, JOKAILHLIMH HOPMAaTUBHBIMH aKTAMH M JIaHHBIM COTJIAllIEHHEM, CBOEBPEMEH-
HO ¥ B IIOJHOM pa3Mepe BBIIUIAYUBaTL paDOTHHKY 3apaboTHYIO muiary, a paboTHHK 00s3yeTcs JTUYHO
BBINIOJIHATE ONPENCICHHYIO 3TUM COrJIallleHUEeM TPYAOBYI (yHKIHMIO, cOOII0IaTh NpaBuiia BHYTPEH-
HEr0 TPYA0BOTO pacrnops/ika, AeHCTBYIONINE Y JaHHOro paboToaareis.

YrpasieHne NepcoHANIoOM - LieJIeHaNpaBIeHHas JeATeIbHOCTh PYKOBOJISIIETr0 COCTaBa OpraHH-
3allMM, BKJIIOYAIONIas pa3paboTKy KOHLEIIUK U CTPATErHH KaJPOBOM MOJIWTHKH, IPHHIUIIOB H METO-
JIOB TAKOH JICSITEJIbHOCTH.

@opMHpOBaHue Jiena - TPYNIHPOBAHHE HCIIOJHEHHBIX JAOKYMEHTOB B J€JI0 B COOTBETCTBHH C
HOMEHKJIATYPO# €7 U CUCTEMAaTH3allusl TOKYMEHTOB BHYTpPH Jefa.

IrarHoe pacnMcaHue - OpPraHU3alMOHHO-PACHIOPSAUTENBLHEIH TOKYMEHT, ONpee/sionuii co-
CTaB OPraHu3allMOHHBIX I0Jpa3/eeHui, NepeueHb JOLKHOCTeH, pasMepsl OKJIaJ0B U 00IIyI0 duC-
JIEHHOCTh pabOTHHKOB,

3. O0mmue noJio:KeHust

1. Hacrosmee ITonoxxenue omnpenenser periiaMeHTalHI0 AESTEIbHOCTH OTJelia KaJpoB
(manee - Otxen) u ero craryc B [lepMCKOM MHCTHTYTE JKEJIE€3HOJOPOIKHOTO TpaHCIopTa — (uanaie
(ezepanbHOro rocy1apcTBEHHOro GIO/UKETHOTO 00pa30BaTeIbHOIO YUPEIKACHNS BBICIIErO HPodeccu-
OHaJIbHOIro 00pa3oBaHus «Y pajIbCKUI rOCyIapCTBEHHbII YHUBEPCUTET MyTel coolliueHus» B r. [Tepmu
(nanee - uHCTUTYT). OTACH KAAPOB MOAYUHACTCS HEIIOCPECTBEHHO JIMPEKTOPY HHCTHTYTA.

2, Otnen co3naercs U IMKBUAMPYETCS IPUKA30M JHPEKTOPA HHCTHTYTA.

3. Otnen peanusyeT Ha YpOBHE WHCTHUTYTA [elIETHPOBAHHBIE JHPEKTOPOM HHCTHTYTa
(GyHKIMHU ynpaBieHus nepcoHanoM. OGbEKTOM yHpaBieHHs SBISIOTCS BCE MOAPa3eieHust HHCTUTYTa
B 00/1aCTH aJIMHHHCTPATHBHOTO M (YHKIHOHAIBHOIO PYKOBOJICTBA B YacTH OpPraHU3allH{ MUIAaHOMEp-
HOH paboTh! 110 YIIPABIEHUIO IEPCOHATIOM.

4, OTlIeJ] BO3I'TIABJIACT HA4YaJIbHUK OTHAEIA.

5. HavaneHuk oT/Jella HAa3HA4YaeTCs Ha JOJIKHOCTE B 0cBOOOIK/1aeTcs OT HAOJZKHOCTH IIPH-
Ka30M JHPEKTOpa HHCTHUTYTA.

6. Ha AOJDKHOCTH HaYaJIbHHUKa OT/AC/Ia Ha3HavdaeTcs JIMI0, HMEHOIIIEE BBICIIIEE O6p&30BaHHC

M cTak paboThl MO OPraHU3aLMK YIPABICHHS KaIpaMU HA HHKEHEPHO-TEXHHYECKUX H PYKOBOSIINX
JIOJDKHOCTSIX He MeHee 37 Jer.

y 4 B ciyyae BpeMeHHOro oTCyTCTBHA HauadbHUKa Ot/ena (KOMaHIMPOBKA, OTIIYCK, Bpe-
MEHHAasl HETPYI0CIIOCOOHOCTD M JIP.) €ro 3aMellaeT CHEeLHATHCT 10 KaJpaM.

8. OpranuzannonHo-1TaTHas cTpykrypa Orena:

HAYa/lbHHUK OTAeNa
1
I T T | 1
CHELHAIMCT 1O Kalpam CMEUHANHCT NOo Kaapam creuuaner
(no pabote ¢ coTpy.AHHKAMH (no pabore ¢ JIeN0TPOH3BOIMTENh IOPHCKOHCYIBT
MHCTHTYTa) ofyualoummmucs) HO:ECUHCROMY YNETY

9. HesitenbHOCTE HavanbHuka OTAeNa M €ro MOAYUHCHHBIX PErIAMEHTHPYETCS JI0JIK-
HOCTHBIMH HHCTPYKLHSIMH, YTBEPIK/IEHHBIMH JHPEKTOPOM HHCTUTYTA, HACTOAIMM [TosiokeHuneM.

10. Pabornuku Otaena B cBoeii paboTe pyKOBOACTBYIOTCS:

- Koncruryuueit Poceuniickoit ®enepanmu;
- Tpynoseim kogekcom Poccuiickoi @ezepanu;



[TepMcKuii MHCTHTYT KENE3HOAOPOKHOIO TPAHCNOPTA — Haentuduraums
unnan denepanbHOro rocyapeTBEHHOTO OHOKETHOTO JIOKYMEHTa
00pa3oBaTeNbHOTO YUPEAJICHHA BhICIIEro 00pasoBaHus 00 oTaene kaapos MCIT 1.6 - 2021
«YpanbCkuii  rocyapCTBEHHBIH  YHHBEPCHTET  MyTei
coobutenns» B 1. Tlepmu (ITHKT YpI'YTIC)

Buj 10KyMeHTa: PaspaboTumK: CTp.é‘ u3 15
[TonokeHne 0 CTPYKTYPHOM T10JIpasieieHHH Havansuuk otsiena kaapos Tysosa E.B.

- ®enepanpubivu 3aKoHaMH Poceniickoit Menepanuu,

- nocranosjieHuamu [IpaButensctBa Poccuiickoit ®enepanuy, pacrnopsikeHHAMH W JPYTHMH
HOPMATHBHBIMH aKTaMH (eepalbHbIX MHHHCTEPCTB, BeAOMCTB H Pocikeniopa mo Bonpocam odpaso-
BaHUS U TPY/0BOIO [1PaBa;

- Yerasom YpI'VIIC;

- Tonoxenunem o [TMXKT VpI'VIIC;

- [lpaBuiaMu BHYTPEHHETO TPYL0BOI0 PACIIOPSIKA;

- KoIeKTUBHBIM JIOTOBOPOM;

- HactosiuM [Honoxkenunem;

- JIoKaubHBIME HOpMATHBHBIMU akTamu Y pl YIIC u unCTHTYTa 110 HANPABJICHUIO IS TEIbHOCTH
0T/EeNa;

- METOJMYCCKHMH MAaTepHAIaMH 110 YIIPaBJICHHIO IIEPCOHAIIOM U JIEJIONPOU3BO/ICTBY

- npukazamu pexkropa YpI'YIIC, nupexropa HHCTHTYTA.

1. HopMartuBHBIe JTOKYMEHTBl  (elepallbHbIX OpraHoB — BJIacTH M YNpaBICHHS,
nocranosienus IlnenymoB KoncruryumonHoro u  Bepxonoro cymos P® Haxondrcs B
3JIeKTPOHHON (popMme B MH(OPMALHOHHO-TIPaBOBO#H cHcTeMe « KOHCYIBTAHT IHOC).

4. 3agaun u pynkunu Oraena
OcHoBHBIMH 3a1a4amM# OT/ies1a ABIAIOTCS:

1 [Tonbop, paccranoBka KaJpos.

2. M3yyenue JeJOBBIX H MOPAIBHBIX KaueCTB paOOTHHKOB IO HX IPAKTUYECKON JesATellb-
HOCTH.

3. Opranuzanus (GOpMUPOBaHHS pe3epBa KaJpoB Ui BbIIBHIKCHHS HA PYKOBOAAIME H
MaTEepHAIBHO OTBETCTBEHHbIE JIOJDKHOCTH.

4. Opranu3aiis NOBBILEHU KBaTH(QUKAHU KapOB.

5. Opranusaiis padoTel 0 YKPEIUIEHUIO TPYI0BOM JMCLHUIUIMHEL

6. Opranusamnus paboTsl 10 TpodecCHOHATLHON aJanTallly KaJpoB.

7 VYyacTtie B TPYA0YCTPOHCTBE BBIMYCKHUKOB HHCTUTYTA.

8. Ofecnieyenue npas, JILIOT U TapaHTUH PaOOTHUKOB HHCTHUTYTA.

9. Kounrposs 3a cobmoaenneM [IpaBuil BHyTpeHHEr0 TPY,/10BOI'O paciopsiika.

10. PaGora kajpos B uHopmanmonnoii cucreme «1C: 3apnnarta u KaJapbD», .

11, Vuer 06yuaromuxcs B HHCTUTYTe B HH(opMmanuoHHoi ciucteme «1C: Yupasienue BY3
- Jlexanat».

12. [TposeneHne paboThl 10 CHUKCHHUIO «TEKYYECTH» KaPOB.

13, Opranuszanus paboTe! 0 BeJEHUIO BOMHCKOTO y4eTa pabOTHUKOB M 00y4YarOIIHXCH.

Jlnst pelenust BollleyKa3aHHbIX 3a1a4 OTAeN OCYLIeCTBIAET CleAyIomue QyHKIHH:

l. Opranuzanus pa3zpaboTKH KaapoBOi OJIMTHKH U CTPATErHd HHCTHTYTA.

2 Opranu3anus U OCYLIECTBIEHHE B3aHMOJIEHCTBHS C JIPYTHMH CTPYKTYPHBIMH TTOIpas3-
JIeJIEHUSIMH HHCTHTYTA 10 HanpasJieHHIo AestensHoctd Otena.

5 OfecrieyeHHe W KOHTPOJIb HAIMYHUA Y PYKOBOAHMTENIEH CTPYKTYPHBIX MOJpa3/ieicHui
OCHOBHBIX JIOKYMEHTOB, PEIVIAMEHTHPYIOIIMX KapOBOE JIEJI0NPOU3BOICTBO HHCTHTYTA.

4. OpraHu3aius COBMECTHO C PYKOBOAMTENISIMH CTPYKTYPHBIX IOJpasjeleHHi moabopa

KBATH(HIIHPOBAHHBIX CIIEIUATUCTOB ITyTEM:
- uHpopMHpoBaHHs pabOTHHKOB HHCTHTYTa 00 UMEIOLIUXCs BAKaHCHAX;
- pa3MelLIeHHs B CpecTBaX MaccoBoil HHbopManuu 0ObIBICHUH O BAKAHCHAX;
- oOpaleHus B OpraHbl CJIyKObI 3aHATOCTH,
- B3aUMOJICHCTBHUS C UHBIMH y4eOHBIMH 3aBEICHHIAMH.
5 Opranu3zanus 1 BeJIeHHE y4eTa JMYHOr0 COocTaBa.



[TepMCKHIT MHCTHTYT JKEJIE3HOA0POIKHOIO TpaHcnopra — Waentudukaums
(hunuan (eaepanbHOro rocyAapcTBEHHOro OIOLKETHOrO JIOKYMEHTA
00pa30BATENLHOIO YUPEHICHHS BhICUICro 00pa3oBaHus 06 otaene kaapos TICT1 1.6 - 2021
«YpalbCKHit  rocylapcTBEHHbI  YHHBEPCHTET —myTeii
coobuenus» B 1. Tepmu (TTHXKT YpI'¥TIC)

Buj JOKyMEHTa: Paspaborunk: crp.}-m 15

TonoKEeHHE O CTPYKTYPHOM [OApa3ieieHHH Havanbuuk orzena kaapos Tysosa E.B.

6. Opranusanus pacCTAHOBKH KaJpOB HA OCHOBE OIIEHKH MX KBaIH(QHKAIMH, JHYHBIX U
JICTIOBBIX KA4eCTB.

. KonTpons 3a arrecranueil paboTHHKOB HHCTUTYTA.

8. Opranuzamnus U BeJeHue 0a3bl HOPMATUBHO-CIIPABOYHBIX MAaTepUaioB, OTHOCAIIMXCA K
Gyukuuam Ornena.

9. Opranuzanyusg U BEJCHHE YCTAHOBJIEHHOH NOKYMEHTAIMH IO KaJpOBOMY AEJIOIPOU3-
BOJICTBY.

10. Opranu3zaius ¥ METOJHYECKOe CONPOBOXKICHHE Pa3pabdOTKH JO0IKHOCTHBIX HHCTPYK-
I 110 BCEMY MEPEUYHIO JOJIKHOCTEH, IPEelyCMOTPEHHBIX NITATHBIM PaCIIHCAHHEM HHCTUTYTA.

48 KonTtponb 3a HamuueM [10/103KeHHH 0 CTPYKTYPHBIX MOJApa3IeIeHHsAX HHCTUTYTA.

12. YyacTie B OpraHu3aluy MpeJBapuTeIbHbIX U IIEPHOANYECKUX MEJIHMIIMHCKHX OCMOTPOB

paboOTHHKOB, COOJIO/IEHHE JOKAIbHBIX HOPMATUBHBIX AKTOB MO OPraHM3allid W NPOBEJCHUIO MEIH-
IUHCKHX OCMOTPOB.

13. Opranuszais 1 NoAroToBKa Marepuaios JUls IpeACTaBICHUS KaHIHIATOB K I[0OIIpe-
HHIO M HArPaK/IEHUIO IOCYIAPCTBEHHBIME, BEJOMCTBEHHBIMH 3HAKaMH OTJIHYHs, PyKOBOACTBOM ¥Yp-
['VIIC u 1upeKTOpOM MHCTHTYTA.

14. Opranu3anus 1 KOHTPOJIb BEACHHSA TaOENbHOTO ydeTa CTPYKTYPHBIX I[O/pa3/IelCHHI
UHCTUTYTA.

LS. PazpaboTka MeponpuaTHil 10 YKpeIIeHHIO TPYJ0BOH AHCLHMIIIMHBI, CHIKEHHIO TEKY-
4eCTH KaJpoB, MOTePh PaboYero BpeMeHH, KOHTPOJIb UX BBITOJIHEHHS.

16. PazpaGorka 10KaJbHBIX HOPMATHBHBIX AKTOB HMHCTHTYTa, PErIaMEHTHPYHOLIHX [esi-
TenbHOCTh OT/1€E0a.

i O6ecrnedyenye nprueMa d pacCTaHOBKHM MOJIOJIBIX CIELHATHCTOB B COOTBETCTBHH C MOJTY-
4eHHO# B y4eOHOM 3aBeIeHHH IpodeccHeil 1 CIIELHalbHOCTBIO.

18. OGecrieueHne MpeAOCTaBICHUs COLMATBHEIX TapaHTHil B 00JIaCTH 3aHATOCTH, COOJIIO-

JICHHS TIOPsJIKa TPYIOYCTPOHCTBA M IepeodyueHus BbICBOOOKAAIOIIMXCS paOOTHHKOB, IIPEIOCTABIE-
HHWA UM YCTAHOBJICHHBLIX JIBI'OT H KOMH@HC&HI/Iﬁ.

19. Ofecrieyenne 03HaKOMJICHUS BHOBb MOCTYNAIOMIUX PaOOTHUKOB C JIOKAJIbHBIMU HOpMa-
tuBHbIMH akTamu YpI'VIIC, uHCTHTYyTa, HampaB/leHHE NPUHHUMAEMBbIX Ha paboTy rpak/JaH Ha HH-
CTPYKTaX pabOTHUKAMH OTJAE€/Ia OXPaHbl TPYJa U TEXHUKH DE3011aCHOCTH.

20. [TpoBeeHHE Ci1yKEOHBIX MPOBEPOK 110 YKA3ZAHHIO AUPEKTOPA HHCTHTYTA.

21 B3aumopelicTBHE CO CTOPOHHUMH OpraHHU3alHsIMHU:

- BOCHHBIMH KOMHCCapHaTaMH 10 BOIpOcaM IIOCTAHOBKH, CHATHS ¢ BOMHCKOIO y4era paboTHH-
KOB M CTY/ICHTOB MHCTHUTYTA, UX Y4€Ta M MPEJOCTABICHHS OTUETOB.

22, [Tpu 3aKil0YeHHH TPYLOBOIO J0roBopa ¢ rpax/aHaMy, 3aMeLIaBIIiMHi paHee JT0JDKHO-
CTH TOCY/JapCTBEHHON MM MYHHIMIAIBHON CIIy’KOBI, IepedeHb KOTOPBIX YCTAHABIMBAETCS HOpMa-
THBHBIMH IIPaBOBbIMH akTamu Poccuiickoit @enepanuu, B TeU€HHE ABYX JIET MOCIEC UX YBOJILHCHHS C
rOCYZIapCTBEHHOM MM MYHHIMIIAIBHOH CJIYXKObl B JIECATHIHEBHBIH CPOK cOOOIIATh O 3aKIHOYEHUH
TAKOT0 JIOTOBOPA MPEICTABUTENIO HAHUMATENS (pabdoToIaTeNt0) rocyAapCTBEHHOTO WM MyHHLIMNANb-
HOTO CJIy’Kalllero o IMocjIeAHEMY MECTY ero ciy:kO0bl B NopsjiKe, ycTaHABIMBAEMOM HOPMATHBHBEIMH
npaBoBbIMH akTaMu Poccuiickoit deneparu.

23. OdopMiieHHe npueMa, NepeBojia U YBOJIbHEHHUS PabOTHHKOB BCEX KATErOpPHiMl B COOT-
BETCTBUM C TPYJIOBBIM 3aKOHO/aTesbecTBOM P®, npuka3oB M0 OCHOBHOM J1€ATEIbHOCTH, MOOIIPEHHIO
pPabOTHUKOB HHCTHTYTA.

24, CocraBneHne U KOHTPOJIb 3a coO0ieHHeM rpaduka OTIIYCKOB, IPEIOCTABIEHUE €iKe-
TOJHBIX OUYEPEAHBIX OTIYCKOB paOOTHUKAM.

25, Odopmiienre KOMaHAUPOBOK paOOTHHUKOB HHCTUTYTA.

26. ObpaboTka ¥ perucTpanus TMCTKOB HETPYA0CHOCOOHOCTH.

27. Odopmiaenue THUHBIX KapToueK paboTHUKOB HHCTUTYTA (popma T-2).



[TepMCKHil MHCTHTYT KENE3HOA0POIKHOI0 TPAHCNOopTa — Uaentndukanms
(uanan deaepalbHOrO roCyIapeTBEHHOTO GIOLKETHOTO JIOKYMEHTa
00pa3oBATENLHOMO YUPEIUIGHHA BBICIIErO 0GPa3soBaHHA Q0 oTaene Kaapos [ICIT 1.6 - 2021
«YpanbCkHil  rOCYJapCTBEHHbIN  YHHBEPCHTET — MyTei
coobienus» B r. [epmu (IMTHAKT YpI'VIIC)

Bua nokymenTa: PaspaboTuHK: CTpg' us 15

[lonoskeHHe O CTPYKTYPHOM NOApa3/ie/icHHH Hauansunk oraesa kaapos Tysosa E.B.

28. DOpMUPOBAHHE, BEJICHUE M XPAHCHHE JHYHBIX €1 PabOTHHUKOB H oOyuaromuxcs, a
TAK)Ke XpPaHEHUEe MHOM JOKYMEHTAIMH HHCTUTYTA, [I0/UICXKAIIEH JTTHTE/IbHOMY CPOKY XpaHCHHA.

29. Benenue paGoThl: 110 KOMITIEKTOBAHUIO JIOKYMEHTOB, TOJICKAIINX C/1a9C B apXHB.

30. B npenenax komnereHuuu Otaena - 3aliuTa CBeJCHUH, COCTABIAIMINX TaiiHy, 1 HH-
(opMaIy OrpaHUYEHHOr0 PaCIpOCTPAHEHHS.

31 [ToroToBKa M BbIlaua CIPABOK O HACTOSIIEH H MPOIUIOH TPYJI0BOH ACATEIPHOCTH pa-
OOTHHKOB, 3aHUMAEMOM JTO/KHOCTH.

32. [Ipuem, 3anoHEHNE, XpaHEHHE U BbI1a4a TPY/I0BBIX KHHKEK.

g Vyactue B paboTe KOMUCCHI, 00pa3oBaHHbIX 110 MPUKa3y AUPEKTOPA HHCTUTYTA.

34. YuyacThe B pa3paboTke ¥ BHEIPEHHUHU JIOKYMEHTOB CHCTEMbl MEHE/DKMEHTA Ka4eCcTBa.

35, Be/ienne U MoAroTOBKAa OTYETHOCTH, Kacaloweics aestensHoctd OT/ena.

36. BuInoIHEHHE NPUKA30B U PAcNOpsuKEHMH JUPEKTOpa MHCTHUTYTa IO OCHOBHOMY

HalpasJIeHHIO aesTeapHocTH OTena.
Bosnoxkenue Ha Otaen GyHKImMiA, He OPEIYCMOTPEHHBIX HacTosMM [lonoxenneM, HE JOMyC-
KaeTcs.
5. IIpasa patorunkos Otaena

OTaen st pelIeHHs BO3JI0KCHHBIX Ha HETO 3a/1a4 HMCCT mpaso:

L. 3anpamuBarh B CTPYKTYPHBIX MOJpa3/e/ieHHsX HHCTUTYTa HEOOXOAMMBbIE JIaHHBIE O
paboTHUKaAX U 00y4alOIIHXCH.

2. KOHTPOIMPOBATh B CTPYKTYPHBIX MOJPa3/eNeHUAX HHCTUTYTa COOIIOICHHE B OTHOLIE-
HHH paGOTHUKOB 3aKOHOJIATEIBCTBA O TPY/IE, IIPEIOCTABICHHE YCTAHOBICHHBIX JILIOT U TApAHTHH.

3. JlaBaTh PYKOBOJMTEISAM CTPYKTYPHBIX IIOJPa3/IeliCHHH WHCTUTYTa 00s3aTeNIbHbIC 1A
MCIIOJIHEHHS YKa3aHusl 110 BOIPOCaM, OTHOCAIIMMCS K KommeTeHuuu Otzerna.

4. TpeGoBaTh M 110/1y4aTh OT BCEX CTPYKTYPHBIX IMOJAPA3JIC/ICHUA HHCTUTYTA CBEIACHHA,
HEeOOX0AMMBbIE /U1 BLIMOJHEHHsI BOJIOKEHHBIX Ha OT/1en 3a1ay4.

3. Bo3ppairars HCIOIHUTESIM Ha JOpaboTKy JOKYMEHTBI, IIOATOTOBICHHEIE C HAPYIICHH-
SIMH YCTAHOBJIEHHBIX TPEOOBaHMUH.

6. 3aBepsATh KOMHH HEOOXOIUMBIX JIOKYMEHTOB.

7 [IpescTaBuTENLCTBOBATh B yCTaHOBJICHHOM mopsnke ot umenu YpI'VIIC, uncruryra

110 BONIPOCAM, OTHOCAIIAMCS K KomreTeHunH OTaea, BO B3aMMOOTHOLICHHSX ¢ IOCY/IapCTBCHHBIMHU 1
MYHHIMIIATEHBIMHA OPraHaMy, a TAKXKe JPYTUMH IPEANPUATHIMHA, OpraHU3aluaMH, YIPEKICHUAMY, B
TOM YHCJIe, areHTCTBAMH IO HaliMy U CI1yKOaMH 3aHATOCTH.

8. JlaBaTh pasbsCHEHHS, PEKOMEHJAUUU H yKa3aHMs 10 BOIPOCaM, BXOJSIIUM B KOMIIE-
teHuio OTaena.

9. [TpOBOJMTL COBELIAHUS M YYacTBOBATh B COBCIIAHHAX, MPOBOJAUMBIX B HHCTHTYTE II0
KaJpOBBIM BOIIPOCAM.

10. KOHTaKTHPOBAaTh CO Cpe/ICTBAMH MaccOBOH MH(OpMAIMK Yepes TTTaBHOro ClIelHaINCTa
110 peKsiaMe H CBS3SIM ¢ O0IIECTBEHHOCTBIO B LE/AX CO3aHus U [OJIePHKaHU MOT0KUTEILHOTO HMH-
mxa YpI'VIIC, uHcTHTYTA.

11. BHOCHTH Mpe/iIoKeHUs] PYKOBOACTBY I10 COBEPIIEHCTBOBAHHIO Ka/[pOBOT0 JCJIONIPOH3-
BOJCTBA B HHCTHTYTE.



ITepMCKMIT HHCTHTYT JKENE3HOLOPOMKHOIO TPAHCNOPTA — Hauentupukaums
(unnan QenepanbHOro rocyaapeTBEHHOIO OI0LKETHOIO JOKYMEHTa
00pa3oBaTeNbHOrO YHPEHJICHHA BbLICILETO 00pasoBaHHA 06 oraene kapos TCIT 1.6 - 2021
«YpanbCKMil  TOCYJAPCTBEHHBIH  YHUBEPCHTET — MYTCH
coobwennsn» B I. [lepmu (ITHKT YpI'VIIC)

Buj 10KyMeHTa: Paspaforunk: cp. ¥ m3 15
[TonoxeHne 0 CTPYKTYPHOM NOApPasAeIeHHH HauansHuk otiena kaupos Tysosa E.B.

6. OTBeTcTBeHHOCTH padoTHHKOB OT1/1€/12

1. BCiO MONHOTY OTBETCTBEHHOCTH 3a Ka4E€CTBO M CBOEBPEMEHHOCTH BBINOJHCHUA BO3JIO-
KeHHBIX HacTosmuM [TonokenneM Ha OTiel 3a/1a4 U GyHKIMI HeceT HadalIbHUK OT/ENA.

2. OtBeTcTBeHHOCTH paboTHHKOB OTzena onpejeneHa B JOMKHOCTHBIX HHCTPYKIHAX H
JeHCTBYIOLIEM 3aKoHoAaTenbeTBe PO,

3. Hauansuuk u japyrue pabotHuku OTzaena HecyT NEPCOHAJIbHYK OTBETCTBEHHOCTH 3a
MPABHJIBHOCTE O(OPMIIIEMBIX MMM JOKYMEHTOB, UX COOTBETCTBHE 3aKOHOJATENBCTBY POCCHICKOIM
®eepanuu U JIoKaIbHEIM HopMaTUBHEIM aktam Y pl VIIC, unctutyTa.

4. OTBETCTBEHHOCTH MOYKET HACTYIIUTh IPH YCJIIOBHH YCTAHOBIIEHHS (aKTOB:

- HETPaBUIBHOCTH M HEMOJTHOTH! HCIIOIB30BAaHH IPEIOCTABICHHEIX €MY IIPaB;

- HEBBIIOJHEHHS WM HEHaJUIeKAIEero BBINOJIHEHUS YKa3aHUH M IOpYYEHHH pyKoO-
BOJICTBA MHCTHTYTA M HECOOI0/IeHHEe HEOOX0IMMBIX YCIIOBHH Tpyaa padboTHuKoB OTxena;

- HHU3KOH MCIIOIHUTENBCKOH Iuciuianuel B Otaene;

- HEBBIIIOJIHEHUE WM HEHAJUIeXKalllee BbIIOJIHEHHEe TPeOOBAHUN TPYAOBOIO 3aKOHO/Ia-
TeJLCTBA U JAPYTUX HOPMATHBHBIX aKToB, AeiicTBytomux B Ypl YIIC, uncturyre;

- HECAHKIIHOHHPOBAHHOTO paclpocTpaHeHus (B mo0oii popMe) cBeleHHH, colepKalx
KOH(HIEHIIHAILHYIO HH)OPMAIIHIO, B TOM YHCIIe TIepCOHANLHEIE JaHHbIe paO0OTHHKOB H 00yYarom1X-
Csl MHCTHUTYTA.

e Kpurepun ounenku aeareasnocrn Orjena

1. CoorBeTcTBHE OGOPMIICHHBIX B YCTAHOBICHHOM TOPSJKE JMYHBIX Je71 padOTHHUKOB K
o011eMy KOJIMYECTBY JTUYHEBIX JEIl.

2. OtcytcTBHE 000CHOBAHHBIX oOpallieH!it pabOTHUKOB (CTYJIEHTOB) U OBIBIIMX pabOTHH-
KOB (CTY/IEHTOB) MHCTUTYTA B CY/I, IPOKYpATYpy M JIpyrue Ha30pHbIe HHCTAHIIHH.

2 8 Otuer no arrecraquu pabOTHUKOB HHCTHTYTA.

4. Hainuyue mnporpamMmbl [0 MOPAJIbHOMY CTUMYJIMPOBAHHIO pabOTHUKOB HHCTHUTYTa
U €€ BBINOJIHEHHE.

5 OtcyTtcTBrHe 000CHOBaHHBIX kano0 Ha He o0ecriedeHHe Mpas, JIbrOT U rapaHTHi pabdoT-
HUKOB MHCTUTYTA MO BUHE paboTHUKOB OtTaena.

6. OTcyTcTBHE HApYIIeHHH cpokoB odopMIIeHHs TPUKA30B 110 BUHe paboTHUkoB OTaena.

T OTcyTCTBHE CPBIBOB pabOThl KOMHCCHH MO COAEHCTBHIO TPYJAOYCTPOHCTRY BBIITYCKHH-
KOB HHCTHTYTa 110 BHHE paboTHHKOB OT/1€em4.

8. CooTHoLIEHHE NPABHILHO OQOPMIICHHBIX JIMYHBIX JI€Jl CTYAEHTOB K 0o0lIeMy KoJHde-
CTBY JIMYHBIX JI€JI CTY/IEHTOB, 3a4UCIIEHHBIX Ha IIEPBBIH Kypc 00y4YeHHsl.

9. CootHomenue pabOOTHHKOB, COCTOSANIMX HA BOMHCKOM y4&Te K KOJMUYECTBY JIHII, MOA-

J@KALIUX BOMHCKOMY YY&TY.



ITepMCKHii HHCTHTYT 3KEE3HOA0POKHOIO TPAHCNOPTA — Wnentndukanus
(unnan (eaepanbHOro rocy1apeTBEHHOrO GHOLKETHOrO JOKYMEHTa
06pa3oBaTebHOr0 YUPEKICHUA BhICIIEro 00paloBaHns OO oTaene Kaupos TICIT 1.6 - 2021
«YpanbCcKUil  rOCYJapCTBEHHBI  YHHBEPCHTET — nyTeid
coobuennsy B 1. [lepmu (TTHMXKT YpI'VIIC)
Buu nokymenra: Pa3paGoTuuk: cTp.f(7 u3 15
[Tonosenne 0 CTPYKTYPHOM NO/APA3ACICHHH Hauansuuk oraena kaapos Ty3zoea E.B.
[Tpunoxenue A
(OcHOBHBIE B3aUMOCBA3H
By B3auMoeiicTBHS INocTaBumk [lepuoany- Pesynprar
nH(pOpMaIHN/PECYPCOB HOCTh
1. IlosroToBKa NMPOEKTOB TpUKa30B W|B 3aBHCHMOCTH OT BHMJA Mpu-| llocTosiHHO CornacoBanue
pacropshKeHMii IMPEKTOpa HHCTUTYTA. |Ka3a H 00beKTa: IPOEKTOB
3aM. JUPEKTOpa I10 Harpasiie-
HUIO JIeATENbHOCTH, PYKOBO-
qutens CII CIIO, pyxosoau-
TeJIM CTPYKTYPHBIX MNoOJpasje-
JICHUH.
2. Ipenocrasnenue npoekTa npukasa,|lupekrop uncturyra, 3am. | Ilocrosnuo VrepxaeHue/ He
PACHOPSUKEHUS M IPYTHX JIOKYMEHTOB|JHPEKTOPA 110 HAIIPABJICHUIO yTBEpIKICHHE
Ha YTBEP)KIEHUE. NpeJICTaBIEHHOT O
IIPOEKTa
3. Ilonydyenue wuHpOpMALUH O KOP-|DKOHOMHCT HHCTHTYTA ITo mepe | Odopmienue npu-
PEKTHPOBKE IITATHOI'O PACIIHCAHHSI. HagoOHOCTH | Ka3a B COOTBET-
CTBHH C BHECEH-
HBIMH H3MEHEHHS-
MU
4. Pacchuika npHKa3oB u pacnopske-|[lo Beimaram - Byxranrepus u| Ilocrosuno | Perucrpaius mpu-
HHS JUIS UCTIOJTHEHHS (B 3aBUCUMOCTH |DKOHOMHCT. ITo IPYTUM Ka30B M pacrops-
OT BH/IA). BUJaM - PYKOBOJHTEIH KEHHIl, 03HAKOM-
CTPYKTYPHBIX MO/pa3ie/IeHui. JIEHHE ¢ HUMHU IIpH-
YaCTHBIX U pac-
CBIJIKA JUIsl UCIIOJI-
HEeHUS.
5. TupaxupoBaHue OpraHuzanuoHHO-|OTaE]T MHPOPMATH3AHK [To mepe | Pacchuika pykoBo-
pacnopsaAnTeIbHBIX JOKYMEHTOB. HaJ00HOCTH | JIUTENISAM CTPYK-
TYPHBIX I10J(pasie-
JeHUH
6. [Tonyuenue sanpoca W Bblaaya uH-|PykoBoaurenu cTpykrypubix | Ilo sanpocy | Beinaua moaroTos-
(opmanuu 1 CrpaBox. roipa3s/iesieHuit ¥ paboOTHUKH JICHHBIX JJAHHBIX H
UHCTHUTYTA CIPaBOK
7. TloaroToska cnpaBoK W OTBETOB 110|PykoBoauTenu croponnux op-| Ilo 3anpocy Hanpasnenue
3ampocaM CTOPOHHHX —OpraHu3alMii,|raHu3anuii, ObiBiine paboTHH- uHpopMaLun
OLIBIIMX pa0OTHHUKOB M OBIBIIMX CTY-|KH M OBIBIIHE CTYICHTBI HH- HHHUIHATOPY 3a-
JEHTOB HHCTUTYTA. CTHTYTA. npoca
9. Opranusaiust padoTsl KoMuccHH 110|KoMuccHs 1o coll. Bormpocam, [To mepe | 3acenaHue KOMHUC-
COIMAILHBIM BOITPOCAM. 9KOHOMHUCT U OyXranrepus HeoOX0/IM- | CHM, IPOTOKOJI pa-
MOCTH M, HO | OOTBI KOMHCCHH
He pexe 1
pasa B MecslL




TMepMCKHii MHCTHTYT JKee3HOA0POIKHOTO TPaHCNopTa —

Wnentnduxanms

(unnan (PejepanbHOro rocyapeTBEHHOr0 OILKETHOrO JIOKYMEHTA
00pa3oBaTeLHOTO YUPEKACHNs Bhicuiero o0paloBaHus 06 otaene Kaapos IICIT 1.6 - 2021
«YpalbCKMil  rOCYJIAPCTBEHHBIA  YHHBEpCHTET — myTeii
cooGuennsy B r. Mepmu (TTFDKT YpI'VIIC)
Bua nokyMeHTa: PazpaboTumk: crpfy m3 15
[Tonosenne 0 CTPYKTYPHOM TOAPA3ACICHHH Hauansnuk orena kaapos Tysosa E.B.
[Tpunoxenue b
Marpuiia OTBETCTBEHHOCTH PAOOTHHKOB
YcioBHble 0003HAYEHHS:
O - opranuzyer; Y - yqacTByeT; M - ncnosnser.
JlomKHOCTB
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Opranusanys paboTsl 0TAENd 141
Opranuzauus oOmena onsitoM ¢ OK YpI'VIIC, OK H
tep. noapasaenequii YpI'VIIC
OpraHu3auys MeToAuueckoii paboThl 141
OpraHusanms BeleHnsi HOPMaTHBHO-CIIPABOUHOM HH- H
(hopmaumnu
Oprann3auns B3auMoJIeHCTBUS ¢ MPOKOMOM COTPY- H
HUKOB HHCTHUTYTA
OpraHu3anns B3auMoAeHCTBH OTENA C APYTHMH H
CTPYKTYPHBIMU NO/Apa3AeIeHUAMH HHCTUTYTA 1O MO~
Oopy u 0TOOpY Kaapos
Oprauuzauus paboTsl ¢ yueOHBIMH 3aBEJIEHHAMH, LIEH- H
TpamMH 3aHATOCTH HACEIEHHs, CPEACTBAMH MAcCOBOH
HMHpOpMaLHH
[IpoBenenue cobecel0BaHNi C KAHAMAATAMK Ha MIPHEM H
Ha paboTy B MHCTUTYT
IlpoBeseHue Oecel ¢ paDOTHHKAMH HMHCTHTYTa H
IIpH NEPEBOJIE, YBOJILHEHHH
[TpoBenenue Gecen (B HEOOXOAMMBIX CITy4asX) ¢ pyKo- H
BOJMTENIAMH CTPYKTYPHBIX NOJApasieJeHHil HHCTUTYTA
Oprauunzauus o0yueHHs pyKOBOIUTEEH CTPYKTYPHBIX H
nojapasjesieH|il 0CHOBAM KaJpoBoii padoTsl
PaspaboTka 1 BHeIpeHHE 1OKYMEHTALIHM T10 HAMpaB- H
JeHuto aedreisHocTH OTaena
[Mposenenue cuy#xeOHbIX NPOBEPOK M0 YKa3aHHIO 1~ H
pekropa
VuacTtue B paboTe KOMUCCHIT HHCTHTYTA Y.

1y, YBOJBHEHMIO, M0 OCHOBHOH JIEATENILHOCTH, MPe/io-
CTABJIEHHIO OTMYCKOB, HANPABAEHUIO B KOMaHIHPOBKH
pabOTHUKOB MHCTHTYTA

O¢opmienne NpUeMoB, NEPEBOAOB U YBOJILHEHU I H
pabOTHHKOB
[ToaroToBKa MPOEKTOB MPHKA30B 110 NIPHEMY, NIEPEBO- H




[MepMcKUit HHCTUTYT AENE3HOAOPOKHOIO TPaHCnopTa —

Wpentudmkartus

duanan (elepanbHOro rocyAapCTBEHHOTO OI0/KETHOrO JIOKYMEHTA
00pa3oBaTENLHOM0 YUPEHJIEHHA BbICIIEro obpasoBaHis 00 oTaene Kaapos TICIT 1.6 - 2021
«Ypanbekuil  rocyAapcTBEHHbBII  YHMBEPCUTET —myTeH
coobutenusi» & r. [Mepmu (IMTUAKT YpI'VIIC)

Bua AoKymeHTa: PazpadoTunk: ctpgd n3ls

[lonoxerue 0 CTPYKTYPHOM N0Apa3ieieHHH

Hauanshuk otaena kaapos Tysosa E.B.

3aHeceHHe TMEPCOHANbHBIX JaHHLIX PabOTHHKOB
B 0Dasy

4]

Benenue 3amuceil B TPY/I0BbIX KHHKKAX

Vuer, XpaHeHHe | BbiJaua TPY/I0BbIX KHHKEK

Bejenue MUUHBIX A€/ U KapTodeKk pabOTHUKOB MHCTH-
TYTa

O3HaKkoMIIeHNE BHOBL NOCTYNAIOUMX pAOOTHUKOE €
MpaBuJIaMK BHYTPEHHEro TPYIOBOTO PACOpsKa,
JOJKHOCTHBIMH MHCTPYKLMAMM W IPYTHMU JI0KAJIb-
HbIMH HOPMaTHBHBLIMH aKTaAMH

B3aumoieiicTBHe CO CTOPOHHHUMH OpraHH3aUnsIMH

[1oAroTOBKA MPOEKTOB NPHKA30B O MOOLIpeHHH paboT-
HUKOB MHCTUTYTa

[ToAroToOBKA NpecTaBIeH il K HarpaxaeHuo padoT-
HHKOB FOCYIapCTBEHHBIMM 1 BE1OMCTBEHHBIMH Harpa-
JaMH W 3HAKAMM OT/IHY A

[loaroToBka u nepenaua HEOOXOAUMbBIX MATCPHAIIOB B
apXHUB

O3Hakom/eHHe pabOTHUKOB MHCTHTYTA C NpHUKAa3aMu

Opranusauus 0 y4acTHe B aTTecTaliH paboTHUKOB
HHCTHTYTA

o=

Bejienne ¥ NOAroTOBKa OTHETHOCTH 110 Ka/pOBLIM BO-
npocam uts Hy:a pykooactsa Ypl'VIIC, HHCTHTYTA

PaBoTa ¢ xanobaMu K 3asBNEHUAMH rpaslaH U paboT-
HUKOB WHCTHTYTA

O

[MoarotoBka MarepuanoB 1is YUYeHOro coeera Yp-
['VIIC mo npoBefeHMIO KOHKYPCOB MO 3aMEIEHHIO
BEIOOPHBIX JIOJUKHOCTEH

&)

3aliuTa CBEACHMIH, COCTABJAIOLIMX TaiiHy, U HH(Op-
MalMi OrPaHHYeHHOI0 PacnpoCTPaHEHUA

Bejenue tabenpHoro yuera

CocraBinenue rpadMKoB OTIYCKOB pabOTHUKOB WH-
CTUTYTA

OcyllecTRIeHHe TeKyIero KOHTPONS MCNOTHEHHS
rpaduka OTIYCKOB M BEIEHHME YYeTa BPEMEHH HaXO0xK-
naeHust pabOTHUKOB B OTIYCKE

Benenue yueta JHMCTKOB BPEMEHHOIl HETpYA0Cnocod-
HOCTH

[ToaroToBka W Belgaya cnpaBok pabOTHUKAM HHCTHTY-
Ta

YuyacTtHe B ]3360'1'6 KOMHUCCHH 110 COUHaAJIbHBIM
BOMpOCAM: NOAroTOBKa MaTepHanoB K 3ace/laHHAM;]
BCACHHE [IpOTOKOJIA

Vuactue B NPOBEAEHHH  MNPEABAPHTENbHBLIX M
NepHOAHYECKHX MEI0CMOTPOB

KonTpoib 3a npoxokaeHueM (uooporpadusaMu pa-
OOTHMKAMU HHCTHUTYTA

Oprannzauds yueTa CTYIGHTOB M BOEHHO-YUYETHOM
paboTbl

Opranmnszauus s3aumopeiicteus ¢ aekanatom BO, CII
CI1O

Opranuszauns paboTel ¢ PYKOBOAMTENAMH CTPYKTYp-
HBIX T0JIpasieIeHIi

KonTponk ucrnonHeHus nojayyeHHbIX NMpUKa3oB U pac-
MOPsAKEHHH

[ToArOTOBKA pa3iuyHOH  MH(oOpMaLuK 1o ykasa-




IlepMcKHii MHCTUTYT JKEIE3HOAOPOKHOIO TPAHCTOpTa —

Haenrtuduraims

Gunnan eaepanbHOr0 rocy1apcTBEHHON0 OHLKETHOTO JOKYMEHTa
00pa3oBATENEHOIO YUPEHICHHA BBICLIETO OOPa3oBaHHA 00 otaene Kaapos ICI1 1.6 - 2021
«YpalbCKHi  TOCY/IaPCTBEHHBI  YHUBEPCHTET nyreit
coobuenns» B r. [epmun (ITHAT YpI'YTIC)
By A0KyMeHTa: PaspadoTunk: crp,ﬁ w3 15

[lojioKeHHE O CTPYKTYPHOM I0Jpa3/ie/IcHHH Hauanshuxk oraena kaapos Tysosa E.B.

HHIO PYKOBOJCTBA

Benenue TMYHBIX 1] CTYAEHTOB %1

BejeHue ydyera CTYAEHTOB H

B3aumMoaeHCTBHE CO CTOPOHHUMH OpraHu3aluaMu 4! 3!

Pa3HOCHT NpHKasbl 110 JIHYHBIM Je/1aM 4 u

Beaer ogopmieHHe W Bblaady CHPaBOK CTYAEHTaM 151

HHCTHTYTA

Oprasuszyer npHeM JHYHBIX /ieJl OT NPHEMHOI KOMMC- ¥

CUH

OpraHu3yeT  npuMeM  JIHYHBIX  [eJ1  CTYIEHTOB ¥

OT CTPYKTYp. NOJpa3Ae/eHui

Peructpupyer u obOpadaThiBaeT NpPHKasbl O 3auucie- 5|

HHM, OTYMCIEHMH, OTNYyCKaxX, O Ha3HAYE€HHUH CTHIICH-

JIMH, 0 IPAKTHKE H T.A.

Bbij1aeT JTOKYMEHTbI OTYMCIIEHHBIM CTYACHTaM %!

["OTOBMT M CAd€T JIeNd B apXHB 141 41

Ocopmnser HanpapieHUs Ha paboTy BbIMYCKHUKOB H

BejieT yueT BulAaHHbBIX HANPaBIeHUH H

CocTaBisieT 0TYET O TPYAQYCTPOHCTBE BbIITYCKHHKOB %

[oToBUT HH(OPMALIMIO O NPUOBITHH BbITYCKHUKOB Ha %1

paboTty

Bener kaprouku dopmbr T-2

BejieT pazbacCHMTENbHYIO paboTy Cpelld CTYIASHTOB H

COTPYAHMKOB O LENIAX BOMHCKOTO yueTa

PaboTaer ¢ BOGHHbIMH KOMUCCApHATAMH

Bener M XpaHuT JM4HBIE KApTOYKH pPabOTHMKOB

MHCTHUTYTA, 10CTABICHHBIX Ha BOMHCKHIA yueT

Hanpasnser B paiioHHblii  BoeHHblll  (PBK)

KOMHCCapHaT HeoOX0AUMYH0 HHGOPMaLHIO 14 110~

CTAHOBKH Ha Y4eT i CHATHS ¢ yueTa palOTHHKOB

IMpeacragnser B PBK nndopmauuio no 10npu3biBHE-

Kam

[1poBOANT MEPUOAMHECKYO CBEPKY MH(pOpMAaLMH, cO-

Jepikalleiics B JIMYHBIX KapTouykax ¢ WHpopmaued

PBK

3anecenne HeoOXoAUMOIl MHpoOpMauuu N0 paboOTHHU- H H

KkaM u cTyaeHtam B 0a3zy «1C: 3apnnara W Kaapbiy,

«1C: Ynpasnenue BY3 - Jlekanar»

OnogelaeT pabOTHUKOB, CTYIEHTOB HHCTUTYTA O Bbl-

3oBax B PBK, BpyuaeT noBecTkH

["oToBUT HeoOX0AMMble crnipaBku s PBK

[CoTosuT oTueT no dpopme Ne 6, No 18 nna YpI'VIIC,

PBK

Opranusauns padoThl M0 JOKYMEHTALMOHHOMY 000~ H
poty

OGpaboTka mocTynarlLei 1 0TnpasiseMoil koppe- Hu
CMOHAEHUHH

[TpHem N0KYMEHTOB H 3asB/I€HUI HA NOANNCH AUPEK- 5|
TOpY MHCTHTYTA

Opranusauuns npuemMa noceTuTeneil , coneiicTeue one- H
pPaTMBHOCTH PacCMOTPEHUSA NMPOChO W NPeANoKEeHNH

pabOTHHKOB

OcyuiecTBIeHUE KOHTPOJIA 38 CPOKAMH MCIIOJIHEHUA H
,ClDKyMEHTOB H UX NMpaBHJIbHbLIM O¢OPMHCHHBM

[ToAroToBKa JOKYMEHTOB U MaTepuanoB, HEOOXOIH- U
MbIX /17151 pa0dOThl IMPEKTOPA NHCTUTYTA

Oprasu3zauus paboTel 10 PErHCTPALMH, YYETY, XpaHe- 3!




[lepMCKHI MHCTHTYT Ke/IE3HOA0POKHOTO TPAHCNOpTa —~
(prman QenepanbHOrO rocyaapeTBeHHOr0 GIOLKETHOrO
0DOpa30BATENLHOTO YHPEHACHHA BLICWEro 00OpasoBanns
«YpaIbCKHil  rocylapcTBenbiii - yHHBEpCHTET  nyTei
coobmenus» 8 1. [epmu (ITHIKT YpI'VIIC)

06 oraene Kaapos

Wnentnduxais
LNOKYMEHTA
[ICIT 1.6 - 2021

Byt loKymenTa: PaspaGoT4mk:
[TonoseHne 0 CTPYKTYPHOM HOAPA3ACIICHHH Hauannunk oraena kaapos Tysosa E.B.

cipefly u3 15

HUIO M MEpe/laue B COOTBETCTBYIOLLME CTPYKTYPHbIC
noapasaeneHus JOKYMEHTOB TEKYILEro Ae/Ionpous3-
BOJCTBA, B TOM YMCIIE IPUKA30B U PACTIOPAKEHHUI py-
KOBOICTBA, N0 (JOPMHUPOBAHUIO €] M MX3 C/a4e Ha
XpaHeHue

Pa3paboTka MHCTPYKLMH N0 BEIEHNIO JeNI0NPOH3BO/I-
CTBA B MHCTHTYTE W OpraHu3aLis X BHEAPEHUA U UC-
TOJIHEHMS

IMoaroToBka 3acelaHuil U cOBELAHHUH, TIPOBOAMMBIX
nupexTopoMm (cHop HeodX0AUMbIX MATEPHAJIOB, 0110~
BeLIEHHE YHACTHHKOB O BPEMEHH M MECTe NpOBE/ICHNA,
MOBECTKE JIHA, MX perucTpaLus)

KoHTpoJIb 38 UCTIONHEHHEM pa0OTHHUKAMK HHCTHTYTA
M31aHHBIX MPUKA30B U PACNOpPsKEHUH, a TaKKe 33 Co-
OIH0/IEHMEM CPOKOB BbIIIOJIHEHNA YKa3aHuii n mopyue-
HUI IMPEKTOPa MHCTUTYTA, B3AThIX Ha KOHTPOIb

CocTaBlieHUe ¥ NPeIoCTaBIeHHE MTAHOBBIX 3asBOK U
YCTAHOBNEHHOM OTYETHOCTH B COOTBETCTBYHOLLHE MOA-
pazjeneHus YHHBEPCUTETA

KOHTpO/b BbINOIHEHHS PadOTHHKAMK HHCTHTYTA 3a-
JAHHI, MPeAyCMOTPEHHBIX [1aHAMH, & TAKKE OTAeNb-
HBIX [MOPY4eHMil HENOCPEACTBEHHOIO BbIILECTOALIETO
PYKOBOJCTBA

[lepenaya 1eKTPOHHON HHPOPMALIMH B CTPYKTYPHbIE
noapasie/eH|s HHCTHTYTA MO PACNOPAKEHUIO THPEK-
Topa

OcyuectrieHue paboThl N0 CBOEBPEMEHHOMY H 10JI-
HOMY MpasoBoMYy oDecreueHH0 noTpedHocTel aamu-
HHCTpaTnBHOro ynpaenenus Hucturyrom, obpasosa-
Te/LHOH, HAYYHOI, X03AHCTBEHHON U APYTUX, Npeay-
cMoTpenHbIX [lonoxennem 06 MHCTHTYTE, BUIOB A€~
TeNLHOCTH, 3alIHTY €ro NMPaBOBbLIX U MaTepHalIbHBIX
MHTEPECOB

Obecneyenue pykosoactea MHctutyTa nndopmanueii
10 NPaBoOBLIM BONPOCAM U OCYIIECTRACHHE HHPOPMHU-
poBaHus 00 U3MEHCHMAX B 3aKOHOoaTenbcTBe PD

M3yuenue u aHaiu3 AeficTBYIOLIErO 3aKOHO1ATE b~
CTBA, OKA3aHHE NPaBOBOM MOMOLLM PyKOBOACTBY MH-
CTUTYTa M CTPYKTYPHBIM MOAPa3/Ie/IEHHAM B IOAr0-
TOBKE M 0(DOPMIICHHMH Pa3IMYHOr0 POaa NpaBOBbIX
JAOKYMEHTOB, o0ecrnedeHue pasbiaCHEHHA NopAIKa
[IpUMEHEHHS MOTOKEHHI 3aKOHO1aTe1bCTBA NPH 00-
patieHnu B cynedHble, apOMTPaKHbLIE UITH YIOTHOMO-
YEeHHbIE FOCYAaPCTBEHHbIE OpraHbl

[IpoBepka cOCTOAHUA I0TOBOPHOI padOTLI B CTPYK-
TYPHBIX 110/1pa3/ieneHHsX

AHanu3 JaHHeIX 0 cymmax wrpados, BeINIaYeHHbIX
MHCTHTYTOM 3 HApYLUEHHMs 1OrOBOPHBIX 00s3a-
TENLCTB U MPHHATHE MEP M0 NEPEeCMOTPY CUCTEMBI
NOArOTOBKH, 3aKJIIOUEHHS W HCIONHEHUSA 10TOBOPOB H
roCy/lapcTBEHHLIX KOHTPAKTOB

[paBoBas IKCNEPTH3A U BU3MPOBAHNE [IPOEKTOB 110~
JI05KEHUIT O CTPYKTYPHBIX noapasaenennsx Hucrury-
Ta, OPraHU3aLHOHHO-PACIIOPS ANTENbHBIX JJOKYMEHTOB,
JIOJIKHOCTHBIX MHCTPYKUMIT paBoTHHKOB, rocyaap-
CTBEHHBIX KOHTPAKTOB, JOrOBOPOB, IIPOTOKOJIOB pas3-
HOJ1ACH#, IPOTOKOIOB COrNacoBaHUA pasHOrIacHii,
KOHKYPCHOI JJOKYMEHTALMH, 10KYMEHTaluH 00 ayk-




[TepMCKHIT HHCTHTYT JKeJNe3HOA0pPOKHOIO TpaHcHopTa —

Waentndukauus

(uaman (enepansHOro rocyAapeTBEHHOro OI0/UKETHONO JOKYMEHTA
06pasoBaTe/ILHOTO YUPENICHNS BhICUIEro 00pa3oBaHus (06 oraene kaapos I1CIT 1.6 - 2021
«YpaibCKuil  rocyaapcTBeHULIl  yHUBEpeHTeT  nyTei
coobmennsy s 1. lepmu (LTIHXKT YpI'VIIC)

Bua gokymenra: Pazpaborunk: cTpf% w3 15
[TonoKeHHe 0 CIPYKTYPHOM NOAPA3ACICHHIT Havansnnk oiena kaapos Tysosa BB

LIMOHE, U3BELIEHUH 0 MPOBE/IEHUH 3al1pOCOB KOTHPO-
BOK LCH

[Ipencrasnenue MHcTHTYTA B Cyaax, B MPaBOOXpaHH-
TeNbHbIX M APYrHX rOCYAapCTBEHHbIX OpraHax Hu opra-
HU3ALMAX NPH PACCMOTPEHHH MTPABOBbLIX BONPOCOB
HucturyTa

[lpeacrasiexue nHTepecos MHCTUTYTA Ha CTAAKUK KC-
MOJIHUTENBLHOTO IPOU3BOACTBA, KOHTPO/b CBOEBPE-

MEHHOCTH, 3aKOHHOCTH, MOJIHOTb! UCITOJIHEHHUS MCIIOJ-
HHTENIbHBIX T0KYMEHTOB MHCTHTYTA €ro JI0JIKHHUKaMH

[lpaBoBas aKcrepTH3a JOKYMEHTOB B chepe pazmellie-
HUSI FOCYIAPCTBEHHbIX 3aKa30B

OdopmneHue 1 npeabsiBieHHe NPETEeH3HUiT 3aNpocoB 1
MCKOB HOPHIMYECKHM M (PU3HUECKHM JIHLI@AM, UX YUYeT H
KOHTPOJIb HCTIONTHEHUSA, @ TAKKe NOAroTOBKA H repe-
Jaua MaTepHaioB Ha paccMoTpeHue B cyaeGHbie, ap-
OUTpasKHBIE WM YNOTHOMOYEHHBIE FOCYIaPCTBEHHbIE
oprasl

OfecnedeHue UCTONHeHUs cy1e0HbIX peLIeHHi B
noiw3y MHcTUTYTa Yepes opratsl (enepanbHOM ciyx-
Gbl Cy1e0HbIX 1IPUCTABOB

[MoAroToBKa MAaTEPHANO0B O XHIIEHUAX, pacTparax,
HeL0CTauax | ropyue TOBAPOMATEPHUallbHbIX LIEHHO-
cTei, NpUHATHE MEP M0 BO3MELIEHHIO MaTEPUATIBHOTO
yuiepda

Pa3paboTka 10OKYMEHTOB MIPABOBOI0 Xapakrepa

[ToaroToBKa 3aKIH0YEHHI MO NpeIoKEeHHAM O MPH-
BJIeYEHHH pabOTHUKOB M 00YUArOLLNMXCS K JUCLMIIIH-
HAPHOI1 1 MaTepHaIbLHON OTBETCTBEHHOCTH




