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[Hosomenne
00 oraese npagoBoro obecneMenns H KajapoBoi padborsl

I. OGmne nosroxeHust

L. Oraen npasosoro obecneuenus U KaapoBoil paboThl, sSBJSSCH CAMOCTOATEbHBIM
CTPYKTYPHLIM  [OAPA3/IC/ICHUEM  MHCTHTYTA, CO31aeTcst M JIMKBUIHPYETCs
NPUKA30M PEKTOPA HHCTHTYTA,

2. Otaen npagosoro obecrieuenus M KaApoBoit  paboThl  HENOCPEACTBEHHO

MOAUUHSCTCS PCKTOPY MHCTHTYTA,

Orien npasosoro obecrnedernss U KajpoBoil paboTel BO3IMABASET HAYAILHHUK,

HA3HAYACMBIH HA JIOJDKHOCTL MPHKA30M PEKTOpa MHCTHTYTA.

4. B cBoeii siesatenbHoctn oraen npaBoBoro obecrieveHus M KaapoBoil paboThl
PYKOBOJACTBYETCH:

sakonoareersom Poceniickolt Pepepaumnn, Hysackoi Pecnybinnku;

-

YCTABOM HHCTHTYTA,
—  HACTOSLLMM MOJIOKEHHEM,
1. Crpykrypa

. CTpykTypy M IITATHYIO 4MCIEHHOCTH OTJE]a MpaBoBOro obecneuerus u
KAAPOBOIH  paboThl YTBEPHKAACT PEKTOP HHCTUTYTA, MCXOAS W3 KOHKPETHbIX
YCIOBHH 1 OCODCHHOCTEH  JICATENILHOCTH  MHCTUTYTA 110 [PEACTABICHHIO
HAYWILHUKD OT1eaa npaBoBoro obecrieuenus 1 KaapoBoii paboTol.

o Hoaomenne 06 oraene  npasosoro  obecrievenus W KaapoBoil  paborhl
YTBCPIKIACTCs PEKTOPOM HMHCTUTYTA, a pacrpeaesneHne o0s3aHHOCTEeR Menay
PADOTHHKAMK OT/RJ1A OCYLICCTRAACTCH HAYAIbHNKOM OT/1e14.

1. 3apaun

Ha oraen npasosoro obecnieqenuss u KaJApoBoii paboThl BO3MOKEHbI CleyIOlLHe
3ajavm;

L HOpranueckoe nanpasienme.

L1 OGecnevenne cobuoeHns 3aKOHHOCTH B OpraHu3alinH,



—— OpraHu3alMuil B OTHEJNE ONepaTHBHON M KAYECTBEHHOW I[OJArOTOR
JAOKYMEHTOB, BeICHHE KaJpoBOI0 JEIONpPOU3BOACTBA B COOTBETCTBHH
MPaBUIIAMHU 1 MHCTPYKLIMSAMM;

—— COOTBCTCTBUE  3aKOHOMATE/ILCTBY — BU3UPYEMBIX M [OANUCHIBACM
JOKYMEHTOB;

— COCTABJICHUE, YTBEPHICHUE W MTPEJCTABICHUE JOCTOBEPHONH OTYETHOCTH;

— olecnedenue  pykoBOJACTBA MHCTHTYTA MHpOpMalMell 1o  npaBoBE
BOIIpoOCam;

— CBOEBPEMCHHOE, a TaKKe Ka4YeCTBEHHOE WCIOJIHEHUE JOKYMEHTOB
NOPYUCHUH PYKOBOACTBA MHCTHTYTA;

— cofunioienne Tpy0BOro pacropsaka paboTHUKaMu oTena;

3. OrsercTBeHHoOCTh  pabOTHHUKOB  OTAENA  YCTAHABIMBACTCS  JOJIKHOCTHDI!
MHCTPYKLIMSIMH,
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V. Ilpasa

Oraen npasosoro obecreveHns n KajpoBoit paboTbl UMEeT Npaso:

I. BanpammBaTh M nojgydarb OT CTPYKTYPHBIX MOApPa3[e/icHHil  CBeIeHY

HEOOXOAUMBIE JIJISt OCYLLECTBICHUS JICSTEILHOCTH OT/Ie1a.

Kourpoauposats B CTPYKTYPHbIX nojpas/iesIeHusIX cob.1o/1eH

3aKOHONATENILCTBA O TPYyAe, MOpsiKa NPeJoCTABICHNHS YCTAHOBIEHHBIX JIbIOT

MPEHMYLLECTB.

3. Jlasars pasbsacHeHns, peKoOMeHAalMn U YKa3aHus 110 BOIMpOCaM, BXOSLIAM
KOMITETEHIIMIO OT/Iea.,

4. OcyumecTsisaTh MPOBEPKY OpraHusalMu  JAeNONPOU3BOACTBA B CTPYKTYPHI

MoApasIe/ICHUsX,

Bosspamars na aopaboTky AOKyMeHTbI, O(OpMJEHHBIE B CTPYKTYPHI

MOJPA3AC/ACHHUAX ¢ HAPYLLIEHUEM MHCTPYKIIMM 110 JeJ0NPOU3BOACTBY.
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V1. Bzaumoornomenus

Otrien npasosoro obecrievenns M KagpoBoi paboTel B3aUMOIEHCTBYET CO BCe!
CTPYKTYPHLIMH MOAPA3ICSIeHUAMM:
l. ITo Bonpocam rnosyueHust:

— HPHKA30B, Pacropsi/KeHuid, HWHCTPYKUMHA, [POEKTOB JIOFOBOPOB ]I
BH3UPOBAHWSA M IPABOBOH dKCIICPTU3LI;

— MATEPHANIOB JUIS NPE/IbABICHNS [PETEeH3UH M MCKOB K I10CTaBLIMKAM
MOKYIIATE/ISIM 110 [TOBOJY HAPYIIEHHUSI UMK JIOFOBOPHBIX 0053aTe/IbCTB;

—— 3@ABOK Ha TOHCK HEOOXOJHMBIX HOPMATHUBHLIX MPABOBBIX JIOKYMEHTO
PasbsCHCHHE  JICHCTBYIOLIEr0  3aKOHOJATENLCTBA W TOpsaKka el
MPUMEHEHMSI;

— 3a89BOK JUls romeuieHust o0bsapiennit o HaiiMe pabOTHUKOB B CPeCTBI
MaccoBOi nHpopmatimm;

— XApakTepUCTUK HA PAbOTHUKOB, NMPEACTABISIEMbIX K MOOLUPEHHUIO;

— O0BACHUTENILHBIX 3AMUCOK OT HApyLIUTENeH TPYAOBOMH AUCLHITHHBI;

— tabeneii pabouero BpeMeHu;

— IpahuKOB OTIYCKOB;

— pacyeros norpedbuocty B KBaNM(GUUUPOBAHHBIX Kaapax IO OTIeNIbHb:
JAOJIKHOCTSIM

— rpadgukos HarnpasieHus paboTHHKOB Ha MOBbLILLIEHNE KBATUPUKALIMH,

VIIL OrBercrBeHHOCTD
. OTBETCTBEHHOCTL 3d HaJUlekallee W CBOCBPEMEHHOE BBITIOJIHEHHE 0T/
(GYyHKUMH, NPeycMOTPEHHbBIX HACTOSILIIMM [10JIOKEHMEM, HeCeT HauyallbHUK OTela.
2. Ha navanbHuka oTena Bo3jiaraeTcsi OTBETCTBEHHOCTD 3a:

—— OPraHM3aLMIO JICSTE/IbHOCTH OTAe/d 110 BbIITOJHEHHIO 3a1a4 U (PYHKUH
BO3JIOKEHHbBIX HA OT/1e1;




ero JiesrebHoCcTH, PopMupoBaHne U Bejlenne Danka JaHHbLIX O KOJIMYECTBEHHON
H KaQueCTBEHHOM COCTaBe KaJipos.

27.COBMECTHO € PYKOBOAWTENSIMH CTPYKTYPHBIX TOAPA3ACICHUI OCYLLUCCTRISAT
noadop pabOTHUKOB M BHOCHTL COOTBETCTBYIOLIME MPEUIOKEHUs 00 u:
HA3HAYCHWH Ha JI0JDKHOCTH.

28.0CyecTsTh  PacCTaHOBKY KaJApoOB Ha OCHOBE OLEHKH HMX KBaJW(HKalHK
AUUHBIX M LCTOBLIX KAQYeCTs.

29.Paspaborka wraTHOro pacrmcanusi.

30.Mcnonp3osanne cpeacTs MaccoBOH HHPOPMALIMK Jiis TOMELICHUsT 00BABICHHUI
Haitme paboTHUKOB.

31L.Odgopmaenne npuema, nepesojia M yBOJIBHEHHsS pabOTHUKOB B COOTBETCTBUM

IPYJIORBLIM 3aKkoHoAaTebeTBOM Poccuiickoii Deepaun.

LObecnevenne yuera JIMMHOro cocrasa.

dlprem,  sanonnenue, Xpanenue W BblAava  TPYUOBBIX KHMKEK. Bejgenu

YCTAHOBJICHHOM JIOKYMEHTALIMK 10 KaJpam.

Jlonroroska marepuanos Juist npepcTasienus paboTHHKOB K MOOLIPEHHSIM.

J1OArOTOBKA  COOTBETCTRYIONIMX MATEPUATIOB 110 [PUBJICUEHUIO PABOTHHKOB |

MATEPHAILHON W JIMCHUITITHHAPHON OTBETCTBEHHOCTH.

30.0praunsatns  arrecraunn  paboOTHUKOB  MHCTUTYTa, €€  METOAMYEcKoe |
HHpopMaontoe obecrieyeHne, yqacTHe B aHalu3e pe3y/ibTaTtoB aTTecTaluu
OCYHICCTB/ICHHE  TIOCTOSHHOTO  KOHTPOJIS 3@ XOJOM  BBITIOJHEHUS  pelleHHi
ATTECTAUHOHHON KOMHCCHH,

37.Bsanmoneiictsne ¢ Ynpasnennem [MDP B r. Yebokcaps Yysawckoit Pecrybimki
10 HATIPABACHHIO JIOKYMEHTOB padoTalOLUIMX 3aCTPaX0BAHHBIX JIML, HEOOXOAHMBI)
JUISL HA3HAUCHMS [ICHCH N,

38.Beinava cnpagok o pabore B MHCTHTYTE, 3aHUMAEMON JIOJKHOCTH W pazmept
JAPA0OTHON THIAT I,

39.00ecneueHne  couMasbibIX  rapaHTuii  paGoTHHKOB MHCTHTYTA B 0Onact
BAHATOCTH,  CODIIOJIGHMs  NOps/IKA  TPYAOYCTpoHCTBA M HepeodyeHus
BLICBOOOMK/IAIOIINXCS pabOTHMKOB, NPEAOCTABICHHS UM YCTAHOBICHHBIX JIBIOT |}
KOMITCHCALLMA.

40.Cocrasnenne rpaMKoOB OTIIYCKOB, yHET HCIONb30BAHMS PabOTHUKAMMU OTIYCKOB
O(OpPMIICHUE  OHEPE/IHBIX  OTIYCKOB B COOTBETCTBHH C  YTBEPIKAEHHBLIMI
FPahuKaMu U OHOJHUTETbHBIX OTITYCKOB.

41.Odopmitenne u yueT KOMaHIHPOBOK,

42. TabenbHblit yuer.

43 Kourpoih 32 COCTOSAHMEM  TPYJOBOH  JMCUMIUIMHBL B CTPYKTYPHBbI)
HojppasieneHusx 1 codmojaeHuem  pabOTHUKAMHM  MPaBUI  BHYTPEHHEI(
])le'll()l”l,’ll\'il.

44.Pacemorpenne  wano® u o sasslennit  pabOTHMKOB 110 BONpoOcam  rpuema
NCPCMELUCHHS M YBOJLHEHUS, HAPYLUEHUS TPYAOBOrO 3aKOHOAATEILCTRA.

45.0cytecrsiaeiue  paborbl 110 BEJACHHIO BOMHCKOIO yueTa I'pakiad, B T.u
OPOHHPOBAHHIO I'PaskiaH, npedhiBAIOIIMX B 3anace.
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9. ToarotoBka npeTeHsuii M MaTepualoB K HUM B KOJHYECTBE IKIEMILISPOB,
HCOOXOAMMBIX 1S [epeadn npeTeH3uii KOHTPAreHTy-Hapy MU TEN0, OCTABICHUS
B JleJie 1 nepeaaiu B apOUTpamHbIi cy 1.

L0.TTpe/tbsiBnenue nperensnii KonrpareHTam.

I1.Kontpons 3a  ucnonnenuem nperensuii, [IPCABSBICHHBIX KOHTpAareHraM, M
BCACHHUE yHeTa UX UCIOJHECHUS,

|2.Pacemorpenne npetensui, nocTynusuinx MHCTUTY'T:

|3.npoBepka ux 1opuanieckoll 060CHOBAHHOCTH: HEe MCTEKIH N YCTAHOBJIEHHbIE
CPOKH MCKOBOH NABHOCTH JUIS JAHHONH KAaTeropHu Ae, NpaBuiibHbIC MU CChLIKH
BAABUTCICH NIPETEH3UI HA HOPMATHBHbBIE AKTHI, JIOTOBOPBI W JIPYTHE JIOKYMEHThI
PABOBOIO Xapakrepa W T.11.;

[4.1posepka pakTuueckux 06CTOSTENbCTS, HATOKEHHBIX B [IPETEH3MUsIX,

I5.CocraBnenune npoekToB OTBETOB Ha MPEeTEeH3UH.

l6.[ToaroToBka  HCKOBBIX  3asBueHnit  u MaTepHanoB Uil TPEAbIBICHUS B
apOUTpaKHble Cyibl.

| 7.3y ueHre HCKOBBLIX 3asBICHHMI, HANPaBIACHHBIX HHCTUTYTY,

I8.1ToarotoBka  BCTPEUHBIX  MCKOBBLIX  3asiBICHMI, pelweHnii o 106poBOIILHOM
YIOBJICTBOPEHHUH MCKOBBIX TPeOOBAHKH, NPE/TOKEHUI MO 3aKITIOUEHMIO MHPOBBIX
COIJIALLICHHNIA,

[9.11pecTaBuTenbeTBO B 3aceiaHHsIX cyha.

20.CBoeBpemMentoe  nojyueHne  Kornmii PEIICHHI, Onpejeienuii U aApyrux
AORYMCEHTOB,  TIPHHUMACMBIX  CYJIOM WM apOUTPaKHBIM  CYJOM 110 aeuny,
HMEIOLLEMY OTHOLLICHHE K HHCTHTYTY.,

21.Odopmienne 3asB0K U APYIUX JOKYMEHTOB H nepejava UX B rocy1apCcTBEHHbIC U
MYHHUHTIATBHBIC  OpraHbl  JUIs  MOJYYeHMs JIMUEH3HH, paspeluenuii, HHbIX
PASPCLIHTCILHBIX JIOKYMEHTOB, HEOOXOAMMBIX /ISl OCYIIECTBICHMS AesITeNbHOCTH
HHCTHTYTA,

22.Vuactue B paszpaboTke JIOKYMEHTOB, KACAIOLLMXCS BOIPOCOB  obecrevueHus
COXPAHHOCTH  CODCTBEHHOCTH — MHCTHTYTa  (JIOFOBOPOB O MarepualbLHOMI
OTBETCTBCHHOCTHL  MHCTPYKUMH, YCTAHABIMBAIOWINX [OPSAOK MOCTYIICHHS 1
MPHEMKH MATCPHAIILHBIX LEHHOCTEH 1 11p, ),

23.Yuactue B nposepkax, POBOAUMBIX  TOCYIAPCTBEHHBIMU  KOHTPOJbLHO-
HAIBO0PHLIMM - OpraHamu ¢ LEIIbIO  [1PABOBOTO  KOHTPOMSl 3a  coB/IoneHHeM
JCHCTBYIOLLETO 3aKOHO/IATe /1bCTBA,

24.1lojnucanue  akToB  NpPOBEPOK MM MPOTOKOJOB 00  aAMHHHUCTPATHBHBIX
HPABOHAPYICHUSIX, BLIABICHHBIX B pe3ysnbrate [poBEpoK, H3JI0KeHHe [IPHYHH
HECOTIACHS C XOJOM [POBEPOK U X Pe3yJIbTATaMH,

25.1Tucemennoe u yernoe KOHCYNILTHPOBAHKE PabOTHUKOB MHCTUTYTA, OKazaHue
HPABOBOH MOMOIIM B COCTABICHUM NPABOBBIX JOKYMEHTOB.

20.06ecnedeHne HHCTHTY A Kajapamu pabounx u ciyxaiunx rpebyembix npodeccuii,
CHCHMANBHOCTEH W KBATHDUKALMM B COOTBETCTBHH C 1EJISIMH. cTparerued u
MPOMHIEM HHCTHTYTA, UIMCHSIOLUMMICSH BHELTHUMM 1 BHYTPECHHUMH YCIIOBUSIMHU



[.2.Jlorosophas, npereH3snoHHas 1 nekopas pabora.

|.3.06ecnevenne ocyecTBACHUs 3aKyIOK, B TOM YKC/IE 3aKIIOUEHUS] KOHTPAKTOB.

4. Koneynpruposanue — pykoBofuTelell  CTPYKTYPHBIX  [1OJpasieseHuii
pabOTHUKOB ~ MHCTUTYTA 110 BONPOCAM  3akoHojarenberBa  Poccuiicke
(Depepatinm.
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2. KazipoBoe nanpasienue.,

[TonGop 1 paccranoBka Kajipos.

Yuer kaJipos.

Opranusaunonno-rarHas padora,

Obecrieuerine npas, JIbIOT W rapaHTHH pabOTHUKOB HHCTUTYTA,

Opranusaius nosbleH s KBATHPHUKALXKH pabOTHHKOB HHCTUTYTA.
Opranuszauns BOMHCKOrO y4era rpaxaad, B T.4. OpOHMpOBaHME Ipaxkja
NpedbIBAIONIMX B 3anace,

Cosjlanne pesepsa KajipoB JUIs BBIABHIKEHHS HA PYKOBOJSIIME M MaTepHalbE
OTBETCTBEHHBIC JOMKHOCTH.
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3. JlokymenraimonHoe obecneuenue.

3.1, Komruekrosanue, obecrieyeHne COXpPaHHOCTH, Y4eT M WCIOJNb30BaH}
APXUBHOIO (POHJA JIOKYMEHTOB, 00pazoBaHHbLIX B lpoOLECCe ACATENBHOCT
MHCTUTYTA,

IV. @ynknuu

Otraen npaposoro obecriedernsi W KaapoBOl pabOThl BBINONHAET CHEMYIOLIY

GyHKUMN:

L. IlpuoOGperenne  u skcrtyarauus  IeKTPOHHBIX  0a3  JaHHBIX  T1PaBOBO

uH(OpPMAaLHH,

[IpoBepka cooTBETCTBUA 3aKOHY [PEJCTABISEMBIX HA TOMAIUCH PEKTOP

HHCTUTYTA MPOCKTOB MPUKA30B, HHCTPYKIHUHA, MOJOKEHUIH U APYTUX JOKYMEHTC

NMPaBoBOro XapaKrepa.

3. PaspaGorka npumepHbIx (OPM  IOTOBOPOB W Hepejaya MX B CTPYKTYPHb
nojipazieieHusl,

4. Busnposauue 1poexToB X0o3gHCTBEHHBIX J0MOBOPOB, 3aKII0YAEMbIX HHCTUTYTO
C KOHTPareHTaMu, u rnepejlaya ux Ha rnoirnuch peKTopy HHCTHTYTA.

5. CocrapjieHne POTOKONOB PA3HOTIACHIT B Cllyuae, eciii BOSHUKIIN BO3PAKEHUS T
OTJCNLHLIM YCIOBHSM IOMOBOPOR.

6. Pacemorpenue npoToKoNOB pasHOTIACHH, MOMYUYEHHBIX OT KOHTPAreHTOB.

7. Tlpuusitue mep K 10¢y1e0HOMY YPeryJMpoBaHHIO PA3HOIIACUIA B Cllydae MoJHOI
HJTH HaCTHYHOIO HECOTTIACHS HHCTHTYTA C MPEVIOKEHUAMHU KOHTPareHToB.

8. ObecreveHune COMMacHo YCTAHOBICHHOMY MopsiiKy HOTAPHUATBHOT
YAOCTOBEpeHns W (WIH) TOCyHapeTBEeHHON pPerucTpaundn  OTAENbHBIX BUJIO
JIOIOBOPOR.
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