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1. O6mume nmosioxkeHust

1.1. Hacrosimee monoxeHue perynupyer HesTelbHOCTh OTHENa IIPaBOBOr0 H
KanpoBoro obecneyenust TyukoBckoro ¢uiuana denepaibHOro roCyJapCTBEHHOI'O
aBTOHOMHOT'O 00pa30BaTENbHOTO YUPEXKICHHS BBICIIErO obpaszoBanuss «MOCKOBCKHIA
TOJUTEXHAIECKUH  YHHBEPCUTET» (Hallee — OTAeN) M YCTAaHABIMBAET ero
OPIaHH3ANMOHHYIO  CTPYKTYpYy,  3aja4d, (QyHKIMH, 0paBa, OOA3aHHOCTH,
OTBETCTBCHHOCTL €ro - pyKOBOIMTENS, a TakXe B3aUMOJIEHCTBHE C IpyruMu
CTPYKTYypHBIMH  mozpasieneHusMu  TydkoBckoro  ¢ummana benepansHOrO
FOCYNapCTBEHHOr0  aBTOHOMHOIO  O0pasoBaTEeJbHOIO  YUPEXKIEHHsS  BHICLIETO
obpasoBanust K MOCKOBCKHMIT ITOJIMTEXHAYECKHM yHUBepcure» (ganee — @unuan).

1.2. Hacrosimee mnonoxenue 06 OTHene sBASETCS JIOKAIBHEIM HOPMAaTUBHBIM
aktom Ouipana ¥ pa3paboTaHO ¢ LENBIO ONpexeseHus U JIOBEJICHUS 10 CBEJICHHS
[IEpCOHAIa OTBETCTBEHHOCTH H IIOJIHOMOYMH, a4 TaKkKe SBISETCS 00S3aTebLELIM
AOKyMCHTOM JUIl DYKOBOACTBA JEATENBHOCTHIO HAYalIbHUKA OTIENa IIPaBOBOr0 U
KaJpoBOTO 0becredeHus: 1 paGOTHUKOB OT/EA.

1.3. Ormen cospmaercs, peopranusyercs u JUKBUJUPYETCS B COOTBETCTBUH C
YCTaHOBJIICHHBIM IIOPSIJIKOM B Y HUBEPCUTETE.

1.4. Ctpyktypa ¥ INTaTHas YHCIIEHHOCTH CTPYKTYPHOIO IOApa3/ieeHuUs
OIpe/eNsieTCss IUpeKTOpoM DuiiHaa B COOTBETCTBUH ¢ 0OBEMOM BBITOIHIEMEIX pabor,
COTIaCOBBIBACTCS € JUPEKTOPOM IO PAasBUTHMIO (HIMATOB H IPECTABHTENBCTE B
TIOpAJIKE, YCTAHOBJICHHOM B Y HUBEPCUTETE, U yTBEPKIACTCS PEKTOPOM YHUBEPCHUTETA.

1.5. Tlepeuens rpynmn gomkHOCTEH OTAENA:

- Ha4aJIbHUK OT/IENIa;

- JOPHCKOHCYJIBT;

- apXHMBapuyc.

1.7. CrpyxTypHOE moOzpasienenne BO3IIABIseT HadallbHUK OTJiejla IPaBOBOIO H
KaJIpoBoro obecreyeHus, KOTOPBIH HA3HAYACTCS HA JOIDKHOCTD H 0CBOOOXIaeTcs OT
3aHUMaeMOH JOIDKHOCTH IPUKa30M AupeKkTopa Ouuana.

1.8. HavansHuk oTmena opraHusyer paboty otnena, pacnpenenser o6s3aHHOCTH
MEXly pabOTHHKAMHM ¥ BBINOJHSET OGS3aHHOCTH B COOTBETCTBHH C© JOJDKHOCTHOM
UHCTPYKIIMEH, yTBEPKIEHHOH TrpexTopoM Pumana. :

1.9. Ilpu  06paGoTKE MEPCOHANBHBIX  JAHHBIX OTHEl  PYKOBOJCTBYETCS
nonoxenusaMu PeznepanbHOro 3akona «O IepCcoHAIBHBIX AAHHBIX», a TaKXe APYTUMH
AOKyMCHTaMH B  o0nacTd 3aluThl #  06paGoTKH MIEPCOHANIBHBIX  JIaHHBIX.
OrBeTCTBEHHOCTS 33  COGNIONCHHE TpeGOBaHMI 3aKOHOJATENbCTBAa PoccHifcKoil
Oeepauun mpu 06paboTKe U HCONb30BAHUH NEPCOHANBHBIX MaHHBIX B CTPYKTYPHOM
NIOJIpa3ieJIeHUH BO3JIaraeTcs Ha Ha4aJlbHUKA OTIeA.

1.10. B cBoeii mesrensHOCTH OTHEN PYKOBOJICTBY€TCS:

— JICUCTBYIOIIMM 3aKOHOJATEIbCTBOM PoccHifcKoit Deneparym;

— Tpynossim konekcom Poccuiickoit ®enepanuu;

— @enepabHBIM  3aKOHOM 0T 29 nexabps 2012 r. Ne 273-®3 «O6
obpasosanuus Poccuiickoit deneparmny;

_ MOPMAaTUBHBIMH TIPABOBBIMHM aKTaMM MuHucTepcTBa 0Gpa3OBaHMA M HAYKH
Poccutickoit Menepanmu 1 UHBIMH HOPMAaTUBHBIMH IIPABOBBIMH aKTaMHM;

—— TEPPUTOPHATILHEIMA HOPMAaTUBHBIMH NOKYMEHTaMH MOCKBBI M MOCKOBCKOI
obmactu;

— IlocTanoBIeHHAMHU roCYIapCTBEHHbIX opraHoB Poccuiickoit ®enepanmu;
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— MHcTpyKumedt o mopsKe BeACHHs TPYIOBBIX KHIIKEK,

— VYcraBoM YHHBEPCHTETA;

— Ilonoxxenuem o @unnane;

— KomnexruBHbIM oroBopom ®unmana;

— Ilonoxenuem 06 o00paboTke ¥ 3amUTE NEPCOHATBHBIX
JaHHbIX Punuana;

— llpaBuamMu BHYTPEHHEro TpPyNOBOro pacriopsixa Oumimana;

— TMpaBHJIaMHU OXpPaHbl TPYJa;

— IITaTHBIM pacnucaHueM @uimana;

— HacrosmuM IlonoxeHreM W HHBIMH JIOKaJIbHBIMH HOPMATHBHBIMH aKTAMM
Yausepcurera, Ounnana.

2. OcHOBHBIE 3a424H

2.1. OCHOBHBIMH LEJISAMH JEATEIBHOCTH OT/IENA SBIISFOTCS:
2.1.1. obecrieueHne COGMIONEHHS TPYLOBOTO 3aKOHOIATENHCTBA B Ounuare,

3aMTa MpaB  paboTomaTeNs, KOHTPOJIL COGIIOMEHHUS paB, JILFOT M TapaHTHii
pabOTHUKOB;

2.1.2. KOHTPONb COOMIONEHMS TUCIATLTHHEI TpyZa.

2.1.3. cobmonenue TpeGoBaHuil 3aKOHOIATENbCTBA Poccuiickoii Denepanuu u
JIOKAJIbHBIX HOPMAaTHBHBIX JOKyMEHTOB MDuiMana npd OpraHM3alid 0GecredeHHs
NOTpeOHOCTEH yHHBEpCHTETa B TOBapax, paborax, ycmayrax, HMHBIX OOBEKTax
IPaXXJaHCKUX IpaB.

2.1.4. obecrieyeHne COGNIONEHHS 3aKOHHOCTH B  IESTENBHOCTH Quuana wu
[IpaBoOBas 3alIKTa UHTEpecoB Duuana.

2.2.OCHOBHBIMH 3a][a4aMH OTJIENIa SBJISIOTCS:

2.2.1. onTUMH3aLKS U AKTyalH3alHs KaZpoBoW moyinTHKU B Ouimane;

2.2.2. JOCTIKEHHWE 3aKa3YMKOM  3aJaHHBIX pe3yibTaTtoB  obecrieyeHus
FOCYIapCTBEHHBIX W MyHHMIIUIIAIBHBIX HYX/I;

2.2.3. KOHTPOJNb 3aKIIOYEHHs KOHTPAKTOB Ha YCIIOBHSIX, OGECIeUUBAIOIIAX
Haubomee S(heKTUBHOE JOCTHIKEHHE 3aMaHHBIX pe3ynpTaToB  obecreyeHus
FOCYIAPCTBEHHBIX U MYHUIMITAIBHBIX HY XL,

2.24, ‘HHq)opMauHOHHo-cnpaBquoe ofecrneueHue nesTebHOCTH Ounuana, a

TaloKE CTPYKTYPHBIX MOAPA3/ENICHUN, OKa3aHHWE MM KOHCYJIBTATHBHON MOMOINM IIO
IPaBOBBIM BOIIPOCAM.

3. OyHknuM

3.1. Otmen B COOTBETCTBHU C BO3JIOXEHHBIMU HA HEIO 3aj7la4aMu
OCYIIECTBJISICT CJIEAYIOLINEe BYHKIUH:

3.1.1. BeneHue y4era U JIBIXKEHHsI KaJ[pOB;

3.1.2. odopmnenne Ha paGoty mepcoHana;

3.1.3. BeieHMe TMYIHBIX [EIT;

3.1.4. Besienne, ydeT U XpaHeHHe TPYLOBBIX KHIKEK pabOTHHUKOB;

3.1.5. oopmiienre U BBIaYa HEOGXOMUMBIX CIIPaBOK, BBIIIUCOK W3 TPYHOBBIX
KHWKCK. KONUH NOKYMEHTOB. CBA3AHHBIX C TDVIOBOH HESTEIbHOCTHIO B Dmimaie. B



coorBercTBUM ¢ TpymoseiM koxekcom Poccuiickoit @enepanumy;

3.1.6. opopmiieHre H yyeT KOMaHAUPOBOK;

3.1.7. mOKyMeHTallMOHHOE CONPOBOXKIEHHE KaJPOBBIX MPOLIELYD;

3.1.8. mpoBejieHUe aTTeCTAl[dU MEePCOHAJIa B COOTBETCTBUM C
3akoHomarenscTBOMPoccuiickor @enepanuu;

3.1.9. mpoBesieHMe  KOHKYPCHBIX IpOLEAYyp MNpodheccopckKo-
IIPETIOIaBaTeIbCKOrOCOCTaBa M HAYYHBIX PabOTHHKOB;

3.1.10. mogroroBka TpeOyeMmbIX MaTepHaloB ¥ OTYETOB MO KaapaM H
TMpEJCTaBIIEHUEUX B BBIIIECTOSILME OpTraHU3alINM;

3.1.11. xpaHeHHe TPYMOBBIX KHIDKEK NEHCTBYIOIIMX PAaGOTHHKOB M YBOJIEHHBIX
3a MocjieIHHeE 2 rojia, ¢ MOCIeAyIoIeH nepenayeit B apxus;

3.1.12. uckimoueHne M3 YHCHA JEUCTBYIONIMX JIMYHBIX M YBOJICHHBIX
paboTHyKoBH popMupoBanHue apxuBa ObIBIINX paboTHUKOB Duinana;

3.1.13. opopmienue u Beaua AyOJIHKATOB TPYAOBBIX KHUKEK;

3.1.14. B3auMonelicTBUE C ILEHTPaMH 3aHATOCTU HAaceJeHHs, [IeHCHOHHBIM
onoMP®, I'naBHEIM ynpaBiieHueM 1o Bonpocam murpanuu MBJI Poccuu;

3.1.15. moaroroBka  JOKyMEHTOB IO  IICHCHOHHOMY CTPaXOBaHHIO U
npencrapBieHuerx B [leHcroHHBIH (QOHM U OpraHbl conManbsHOro obecreyeHus,

3.1.16. opranuzanus cocTaBleHHs rpaduka OTIYCKOB, ydeT HCIIONIb30BAHUSL
paboTHMKAMM  OTIHYCKOB B  COOTBETCTBHM C  YTBEPXK/IEHHBIMH  rpadHKaMmy,
JOIIOJIHMTEILHBIX ¥ Y4EOHBIX OTIIYCKOB;

3.1.17. obecnieuenre  KOHTPOJII 32  BHINOJHEHHEM  MEPONPHUATHH IO
COOJIIONICHHIO NpaBUJ TOXAPHOH 6Ge30macHOCTH B OT/ENe, OXpaHbl MaTepHaIbHBIX
LICHHOCTEH;

3.1.18. moaroToOBKa U NpeNocTaBIeHHEe UHOOPMALUHY IS pasMeleHns Ha caiTe
Qunrana o JesTeNLHOCTH OTAeNa, APYTUX MATEPUAIIOB JeATEIbHOCTH, OTHOCSIIMXCIK
00s13aTEIILHBIM;

3.1.19. npenocrasnenue B Oyxrantepuio Tabeis ydera pabouero BpeMeHH.

3.1.20. cornacoBaHue 3asBOK Ha 3aKYIIKY;

3.1.21. opranu3zaiys IIaHUPOBAHUS 3aKYIIOYHOM €A TEIHHOCTH,

3.1.22.B3aumojielicTBUE C TIOCTABIIMKAMU (TIOAPSMYUKAMM, HCIIONHUTEIISIMH)
IpY U3MEHEHHUH, PACTOPXKEHUH KOHTPAKTa/IoroBopa;

3.1.23. cornacoBaHue  IPOCKTOB  JOTOBOPOB B  YacTH  COOJIOIEHUS
3aKoHoJaresbecTBa PO 0 3aKkynkax;

3.1.24.yuacTe B pa3paboTKe JIOKAIBHBIX HOpPMaTUBHBIX akToB ®unuana,
BHECCHME NPEIIOKEHUH PyKoBOACTBY Duimana O COBEPIIEHCTBOBAHUM JIOKAILHOM
HOPMAaTHUBHOM  0a3pl, IpPUBEJEHMM €€ B  COOTBETCTBHE  JEHCTBYIOLIEMY
3aKOHOZATENIbCTBY;

3.1.25. cornacoBanue IIOATOTOBKH JOBEPEHHOCTEH, CBSI3aHHBIX c
Npe/ICTaBlIeHUeM HHTepecoB Duilkana B OpraHax roCyAapCTBEHHOW BIIACTH, OpraHax
MECTHOTO CaMOYIpaBJlieHHs, B Cy[JeOHBIX OpraHax, B OpraHH3alHUsiX, YYPEXKICHUSX,
NPEANPUATHAX; 3aKIFOYCHUEM U HCIIONHEHHEM  IPaXXJaHCKO-IIPABOBBIX JIOTOBOPOB,
FOCY/ITapCTBEHHBIX W MYHHUHUIIAJIBHBIX KOHTPAKTOB, BBIIOJHEHHEM I[OJHOMOYUH,
JeJIETMPOBAHHbBIX PEKTOPOM Y HUBEPCHUTETA,

3.1.26. opranusanys HOTapHaJbHOIO yIOCTOBEPEHUS KOIMM yUpeIUTEeNIbHBIX

MHBIX JJOKYMEHTOB Puinaiia Ha OCHOBaHUM 3asBOK OT CTPYKTYPHBIX MMOAPA3/EICHHN B
YCTaHOBJICHHOM IOPSIIKE;
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3.1.27. oxa3anue MpaBOBO¥M IIOMOILU CTPYKTYpPHBIM mojapasaenenusm Dunnana
B IIPETEH3UOHHOM paboTe, npeJicTaBlieHue UHTepecoB Dununana B CyIe0HBIX OpraHax;

3.1.28. ygacTe B pacCMOTpPEHHHM >Xano0, 3asBJICHH, OOpallleHHi TIpaXaaH U
OpraHu3alii, KacaroluxXcs NPaBOBBIX BOIIPOCOB AesiTeIbHOCTH Punana;

3.1.29. 3amuTa VMYILECTBEHHBIX UHTEPECOB dunuana, BeIEHUE
CyZeOHONPETeH3NOHHON paboThl, COPOBOX/ICHHAE HCIIOJHUTENHFHOTO IIPOU3BO/ICTBA;

3.1.30. cornmacoBanue  JOrOBOPOB,  COTJIAlIEHWH O  COTPYJIHUYECTBE,
JOIIOJIHMTEJIBHBIX COTJIAIIEHUH K JI0rOBOpaM, COrJIallieHu! O pacTOPKEHHH JOTOBOPOB,
3aKiiro4aeMbix OUnuaioMm, IPOTOKOIOB PAa3HOTIIACHIA;

3.1.31. ygacTe, COBMECTHO C APYTMMHU CTPYKTYPHBIMH IOJApasfeieHUusIMH, B
pa3paboTke THUIOBBIX (OpPM  JOrOBOPOB, COMNIAIIEHWHA O  COTPYJHHUYECTBE,
JOIOJTHUTENLHBIX COMIAIIEHUH K JOroBOpaM, COIVIallieH! i O pacTOPXXEHHUH JIOIOBOPOB,
IIPOTOKOJIOB Pa3HOIJIaCUH;

4. IlpaBa

4.1.  JIns ROCTHXXEHHUSI OCHOBHBIX IleJied paOOTHHUKH OT/elia UMEIOT MPaBo:

4.1.1. 3anpamuBaTh ¥ IOJy4aTh OT CTPYKTYPHBIX Mojapasnenenuii Dunrana
CBE[ICHUs, CIIPABOYHBIE W JAPYIHME€ MaTepHalbl, HEOOXOMUMBIE IUIS OCYLIECTBIICHUS
JEeSATEIbHOCTU OTHeNa,;

4.1.2. mpeAcTaBiATh OTAEN B OpraHax TOCYJapCTBEHHOM BJACTH, MECTHOIO
CaMOYIpaBJICHHs, HMHBIX OpraHax, Yy4YpeXIEHHMsX | OpraHM3alisiX [0 BONpPOCaM,
BXOZSLIMM B KOMIIETEHIUIO OTJENa;

4.1.3. B3aUMOJEHCTBOBATh CO BCEMH CTPYKTYPHBIMH TIOZpa3ielieHHIMU
®uinana 1o BOIpocaM, KacaloUMMCs IeSTeIBHOCTH OTAENa;

4.1.4. naBaTb pa3zbsACHEHHs ¥ PEKOMEHJAIMM II0 BONPOCAM, BXOAAIIAM B
KOMIIETEHUUIO OTAeNa;

5. O0s13anBOCTH

5.1. Pabotuuku oTnena o0s3aHbl:

5.1.1. cobGmonmarte 3aKOHO/1aTEJIbCTBO Poccuiickoi Qenepanyy,
o0wmenpyu3HaHHble IPHHIMIB U HOPMBI POCCHICKOrO M MEXXIyHApOJHOIO IIpaBa,
Kacarouiecss cdepbl CBOSH AEATENBHOCTH, a TAKX€ HOPMBI, NPEAyCMOTPEHHEIE
YcraBom VYuusepcutera, IlonmoxenueM o @unwmane, IlpaBuiiamMu BHYTPEHHEIO
TPYAOBOro pacnopsjaka, HacrosuwMm [lonoxeHneM W WHBIMM  JOKAJIBHBIMU
HOpPMAaTHBHBIMU aKkTamu Y HuBepcutera, @uinana;

5.1.2. wmHpOpMHUPOBATH PYKOBOJUTENSI O Pe3yJbTaraX CBOEH JesaTebHOCTH.

5.1.3. obs3aHHOCTHM pabOTHHKOB OTAENa ONPEACISIIOTCS  JIOJDKHOCTHBEIMH
HHCTPYKLUUAMU U HacTosuM [lonoxenuem.

5.1.4. Bemonnate nopydeHus: Jlupexkropa ®uimana B HHTEpecax B paMKax
(Gynxuuii ¥ 3a1a4, BO3JIOKEHHBIX HA OT/EN WIK B HHTepecax Duuana.

6. OTBEeTCTBEHHOCTH

6.1. Ha PYKOBOIUTECIA OTJACJIa BO3JIara€Tcs ICPCOHAIbHAsA OTBETCTBEHHOCTH
3a:



- OpraHu3alMio HESATeNBHOCTU OTJelNa IO CBOEBPEMEHHOMY BBINIOJIHEHHUIO
BO3JIO’)KEHHBIX Ha HEro 3ajad;

- OpraHu3al{i0 IMOJrOTOBKM M WCIONHEHHs JOKYMEHTOB B COOTBETCTBUHU C
NEeUCTBYIOIMMHY MTPaBUIaMU, HHCTPYKLUSAMU U TpeOOBaHUAMH CUCTEMBI MEHEJDKMEHTA
Ka4yecTBa;

- CBOEBPEMEHHOE WCIOJIHEHUE, COXPAHHOCTh U Mepefady B apXWB IPUHATHIX B
paboTy JOKyMEHTOB B COOTBETCTBHE C HOMEHKIaTypou aen Ounuana;

- cobmmoieHne pabOTHUKAMHU OTJIela TPYTOBOH AUCIUIUINHEL,

- obecriedyeHre COXPaHHOCTH UMYIIIECTBA, HAXOISIIEI0Cs B OT/ElIE;

- obecrieyenue cOOIOJICHHUs] IPaBMII MOXapHOW 6e30macHOCTH, TpeOOBaHUMN
[IPaBUJl OXpaHbl TPYJa;

- obecIieyeHre COXPaHHOCTU NIEPCOHAIBHBIX JAHHBIX paOOTHUKOB OTHEIIA;

- moabop, PacCTaHOBKY U JIeATENBHOCTh paOOTHUKOB OTAENA;

- BBITIOJIHEHHE TIoKa3aTenel 3 QeKTUBHOCTH U Pe3yJIbTATUBHOCTH OTIENa;

6.2. CremneHb OTBETCTBEHHOCTH pPabOTHUKOB CTPYKTYPHOI'O IOApa3[EICHMUS
YCTAHABIMBAECTCS HX JOJDKHOCTHBIMM HHCTPYKUMSMHU ¢ JIOKAJBHBIMH aKTaMU
YHuBepcurera. ‘

6.3. CoTpyaHHKH OTHela HECYyT MNEpPCOHAJIBHYI0O OTBETCTBEHHOCTH 34

BBHIIIOJIHEHHWE CBOUX TPYHOBBIX 3ajad, MPaBHJIBHOCTH OGOpMIICHHE HOKYMEHTOM WU
KauyecTBO CBOEH paboTEI.

7. BzaumMopelcTBHE ¢ APYTHMH CTPYKTYPHBIMH NOAPa3ae/ieHUsIMH
Dunauana

7.1.  Othen OCyIIECTBISET CBOIO JESATENBHOCTh B HHTEpecax |y4KOBCKOIO
¢winana MOCKOBCKOTO MOJUTEXHUYECKOrO0 YHHBEPCUTETa BO B3aMMOJCHCTBUU C

APYI'UMU CTPYKTYPHBIMHUA IIOAPA3ACICHUAMH, a TaKXE C JOJDKHOCTHBIMU JIMIIaMH
®uimana B npeaeiiax CBOEM KOMIIETECHIIUH.



