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1. OFrrInE rroJroxEHrrfl
1 . 1 . llepeqeHb coKparrleH uir. pr o6osHaqeHraH

KP- Kuprbr3cKa{ Pecny6nnxa
YIOA - Ynueepcurer loxnofi AsnH
Oyn - OrAen yrpaBneHur uepcoHanoM
Ayn - Agrvrnnncrparr4Buo-yrpaBJresqecruft repcoHan
| .2. Hazlaaqenr4e n o6ractb [p]rMeH envs.

.{orxHocrH€ur rrHcrpyKrlr4r orrpeAen.rrer .{esreJrbHocrb corpyAH?rKoB or.{ena
yrrpaBneul{{ repcoHurrroM (4aree - OyD Ynnnepcurera loxnofi Asnn (aanee -
yIOA). ,{onxnocrHbre prHcrpyKrlr{u, coAep)Karquecs. B AaHHoM AoKyMeHre,
.trBJrrrcTcr o6.f,:arenbHbrMr{ AJur BbrrroJrHeHarl corpy.{H}rKaM?r Oyn yIOA.
1 .3. HoprvraruBHhre AoKyMeHrbr
B cnoefi Aef, renbHocrr4 corpyAHlrra OYII pyKoBoAcrByrorcs :

- Koscruryquefi Krrprrr:crofi Pecny6nraru.
- Tpyaorrr*r KoIeKcoM Krrpruncr<ofi Pecny1tuxrn or 04 aBrycra 2A04 roAa Ns106
(n pe4arqrau 3arosa KP or 06 uroHrr 2022 roAa }lb41).
- 3aron KP (06 o6pa^:oeaHwr>> or 30 arpeu 2003 roAa J\|e92 (n pegaquz 3arcona
KP or 23 vapraz0zl roAa }lb38).
- Hoprvrau4BHhrMr4 AoKyMeHTaun Mnsr4crepcrBa o6pa:onankrfl n Hayrcv KP.
- HopMarprBHbrMr{ aKTaMu, pa":pa6oraHHbrMr4 14 yrBep)KAeHHbTMH

f ocyaapcrBeHubrM apxunorvr KP.
-Ycranou YIOA.
- JloxarurbrMrr HopMarr{BHbrMr.r aKTaMr4 yIOA.
- Crparerueir pazYurus YIOA.
- r{onxnocrnofi rlHcrpyKrlNefi corpy,{Hr{KoB orAena y[paBJreHr4rr nepcoH€LrroM.

1.4. Tepunubl u oilpe.qeneuut
3ane4yrorqufi orgera yrpaBneHprr repcoH€rJroM - 3ro rJraBa KaApoBoft crryx6u,
KOTOp€U perynupyeT u ooecneqxBaeT aAanTarlr4ro creqvaJrlrcToB, r4x

rrpoAyKTHBHyro pa6ory, cneAr{r 3a Bbr[oJrHeHr4eM HopM 4eficrnyroqero
3aKoHoAareJrbcrBa KP, cre4r,rr 3a cocrosHr.reM pbrHKa rpyAa r4 pearlrpyer Ha ero
I43MEHEH}I'I.

,{olxnocrnafl. HHcrpyKrlr{f, - AoKyMeHT, pernaMeHT}rpyroqufi nporaseo,qcrBenuble
rroJrHoMo qprfl 14 o6ssaHHocrrr corpyAHr{Ka.
Alrvrunucrparr4BHo-ynpaBnesqecxufi nepcoH€rr (AylI) - oro corpy.qHLIKlI
opraHrrcarluu, Koropbre He[ocpeAcrBeHHo BbrnoJrHrror $ynrqura ynpaBJreHrlrr

opraHlil3arluefr.

2. CrrErIrroHKA AEflTEIbHOCTT4 COTPyAHTTKOB Oyfr
2.1. fio;rxrnocrHbre rrHcrpyKrlnrr 3aBeAyroqero OYft:
Haqa-rrrusx orAena yupaBneH?rfl [epcoH€LJroM orHocr4Tcr K Kareropr{rz
aAMLIHI4CTpaTT4BHO-y[paBneHqeCKOfO rrepc0HaJra.

Ha":naqeulre Ha 4onxHocrb 3aBeAyroqero orAena ylpaBneHrrr [epcoHarroM H

ocso6ox,qeHr4e or Hee rrpou3BoAvrrcfl rrpuKa3oM Percropa Ynneepcurera loxnofi
Asnu. 3anegyrorqnfi orAena ynpaBnenurfl rrepcoHanoM roAqnlurerc-fl
He[ocpeAcrBeHHo Pexropy yFOA. Ha npeux orcyrcrBr4s.Ha pa6ore 3aBeAyrourero



orAena ynpaBnenurr nepcoHanoM (6on*Hr, ornycK, KoMaHAr4poBKa, [p.) ero
o6ssaHHocrlr ucloJrHrrer Jrr4rlo, Ha3Har{eHHoe npr.rKa3oM Pexropa yIOA, Koropoe
upuo6peraer coorBercrByrcrque [paBa r4 Hecer orBercrBeHHocrb 3a HaAnexanree
r4c[oJrHeHr4e Bo3Jro)KeHHbrx Ha Hero o6ggannocrefi .

O6qsannocrr{ 3aBeAyrurqero OYII:
o coBepruarb .4eflTeJrbHocrb rro KoMrrJreKToBaHraro YIOA KaApaMr4 rpe6yenaux

npoSeccufi, cueqna[bHocrefi u xnanr$uxaqur4 B coorBercrBlrrd c r{eJrrMr{,

crparerplefi rn npo$ranerra ylOA, r43MeH-rrroqrrMlrcr BHerrrHHMrr Lr BHyrpeHHr4Mr4

ycnoBrlrrMr.r ero AerTenbHocT?r no soprvrupoBaHuro H BeAeHr4ro 6aqra AaHHbrx o
KOIHqeCTBeHHOM r4 KaqeCTBeHHOM COCTaBe Ka.4pOB, nX pA3BIITHn U ABHIKeHHIa;

. cocraBJltrb B coorBercrBr4vr co crpareruefi yIOA [porHo3br rexyqefi H

[epc[eKTNsHofi norpednocrn B KaApax Lr r{cToqH}rKoB yAoBnerBopeHr4.f, Ha

ocHoBe u3ytrelrtvrfl. pbrnKa rpyAa, ycranoBneHr4rr rrpf,Mbrx csssefi co cryx6aura
3aH{Tocrpr, KoHTaKToB c yrpex(AeHkrflNrvr aHaroruqHoro npoSnnx
nH$opuupoBaHl{.t corpyAHHKoB BHyrpu VIOA o6 uuerorlrlxcr BaKaHcr4.f,x,

LlcrloJlb3oBaHur^ cpegcrB ruaccosofi nnSoprvrapn Anfl noMerrleHus. o6T se.nenufi
o Har{Me coTpyAHrrKoB;

o fracrBoBarb B pa":pa6orKe KaApoBofi nolHrvrKvru ra4ponofi crparerr{u VIOA;
o rrpoBoAr{Tb coBMecrHyro pa60ry c pyKoBoAr4TeJr.rrMpl no,{pa3,4elesrafi IIo

no46opy, or6opy H paccraHoBKe KaApoB Ha ocHoBe orIeHKH rrx KBarrn$uraquz,
Jrrrr{HbIX 14 AenoBbrx KaqecTB, KoHTponprpoBaTb rrpaBr{nbHocTb r{cloJrb3oBaH[rr
c orpyAHIIKoB Bo Bc ex crpyKrypHblx IIoAp a3AeneHllxx YIOA ;

. o6ecne.{HsaG rprdeM, pa3MeqeHkre vr paccraHoBKy clequaJrHcroB B

coorBercrBprpr c uonyrennofi B yue6nola 3aBeAeHuu npo$eccuefi H

cnerIH€LJIbHocrbIo coBMecrHo c pyKoBoAlrreJnMr4 crpyKTypnbrx noApa3Aetenufi
yFOA opraHu3oBbrBarb npoBeAeHue Lrx cra)KupoBxu ra pa6orbr rro aAarrrar{r4pr K

o6pa:oearemuofi AerreJrbuocrr{ YIOA;
. yqacrBoBarb B paspa6ome cncreM roivrunerccnoft orIeHKE corpyAHrrKoB vr

pe3ynbraroB r4x AerrenbHocrrr cryxeduo-npo$eccrroH€rirbuoro rrpoABr4)Kennfl
rrepcoH€rJra [oAroroBKe rrpeAnoxesuia rro coBeprueHcrBoBaHuro npoBeAeHr4rr

aTTecTarluu;
o opfaHLr3oBbrBarb cBoeBpeMeHHoe osopvrnenue frplreMa, [epeBola vr

yBonbHeHpltr coTpy.{HHKoB B cooTBeTcTBr{r4 c TpyAoBhrM 3aKoHoAaTenbcTBoM,
IroJloxeHprflMvr, HncrpyKr{vrflMr 14 rrplrKa3arun Perropa YIOA, 1..{er rr4qHoro
cocraBa, Bbr.qarry cupaBoK o Hacroru{efr u uponrnofi rpy4onofi AeqrerbHocrrr
corpyAHrIKoB, xpaHeHue H 3afroJrHeHpre TpyAoBbrx KHrrx{eK, u BeAeHLre

ycraHoBnennoft .qoKyMenTar\ukr rro KaApaM, a raK)Ke no.qforoBKy Marepr4€uroB

AJIf, [peAcTaBJIeHI'It [epcoHalla K IlooqpeHl4flM 14 HalpaXAeHLI-[M; npoBoAI{Tb
pa6ory ro o6Hogreulalo Haf{Ho-MeroAlrrrecKoro o6ecneqeHras ra4ponofi
pa6orrr, ee Marepr{arrbuo-TexHnlrecxoit u un$opuaquonnofi 6asrr, co3AaHr4ro

6asxa AaHHrIX o repcoHarre yIOA, ero cBoeBpeMeHHoMy norroJrHeHLrro,

orleparl4BuoMy rlpe.qcraBneHl4ro o neo6xoAunaofi ranSoprr,raqr,ru rro rpe6onanzro
Perropa YIOA;



ocyqecTBJrrrb pyKoBoAcTBo r4

cueqpr€rJrr4cToB cTpyKTypHbrx
H0rroJrHeHrre pyKoBoAHTeJrrMLl

KOOp,4UHarIr4rO Aef,TeJIbHOCTLI COTpyAHI4KOB I4

rroApa3AeneHr{fi yFoA KoHrponr4poBarb
rlo,4pa3AeneHr4fi 3aKoHo.{areJIbHbIX aKToB vr

rrocraHoBJreuvru [paBnrenbcrBa Krrprrr:crofi Pecny6marcu, MunucrepcrBa
o6pasonaHkrfl. 14 HayKu Kuprrrscxofi Pecrry6tur<u, rocraHoBreuHfi, rrprlKzraoB r{

pacroprxelnuit Perropa ylOA rro BorrpocaM Ka.qponofi rroJrr4rI{KI,I H pa6orrr c
rrepcoHitrroM;

o6ecne.rnsarr corlrlttrrbHbre rapaHTr4pr corpyAnlrKaM B Borrpocax 3aHflTocrl{
rrpeAocTaBJreHr4f, HM ycraHoBJreHHbrx nbroT LI KoMrIeHcaIJuI ;

rrpoBo,ulrrb cr{creMarn.recrcNfi alrraJwr3 ra4porofi pa6orrr B yFOA,

prBpaoaTbrBaTb npeAnox eHvrfl, rro ee ynr{rxeHua ;

o KoHTponrirpoBarb ra6enblrrrfi r{er, cocraBJleHrre u BhlrroJrHeHr{e rpaQrnxon
orrrycKoB, cocTo{Hr4e rpyAoBolr Aacrlr4rrJrr{Hbr B crpyKTypHbrx rloApa3AeJleHurtx
yIOA, pazpadarbrBarb Meporpurrrrr Iro yKperrneHr4a rpyAosofi Ar,rcqurrJII{HbI,
cHTDKeHUTO TeKyqecr[ KaApoB, KoHTpoirHpoBarb ax BbrnoJrHeHl,re,

o6ecnequBarb cocraBJreHue ycraHoBJressofi orqerHocrr{ no yrrery JIHqHoro
cocraBa u pa6ore c KaApaMr,r;

. Becrpr y.rer rur{Horo cocraBa yIOA, ycraHoBneHHyro AoKyMeHTaIIIl}o rro
KaApaM;

o SopuupoBarb Lr Becrn rr4qHbre Aena corpyAHlrKoB, BHocI4Tb B HHx H3Menenvrfl,

cBr3aHHbre c rpy.{onofi AesreJrbHocrbro corpyAH?IKoB;
. 3AIIOJIHIITb, XPAHI4Tb, PETUCTPI4POBATb TPYAOBbIE KH}DKKI4, BbIAATb CNPABKI4 O

Hacrorulefi H npomrofr rpy4osofi AerrenbHocrlr p corpyAHr4KoB; Becrlr y.Ier
rrpeAocraBJreHr4rr oTrrycKoB coTpyAHHKaM ocyqecrBlsTb KoHTponb 3a

cocTaBJreHr.reM ra co6ffoAeHlreM rpaQuroe oqepeAHbrx rpyAoBhrx ornycKoB;

. cocraBJrrrb ycraHoBneHrryrc orqerHocrr o pa6ore c KaApaMvr;

. pyKoBoArrrb pa6orofi ilo KoMrrJreKToBaHr4Io yIOA KaApaMu pa6ouux vr

crrerlr4aJrucroB, rpe6ye*rux npo$eccrau ;
. ocyqecrBJltrb

AOKyMeHTaTJI,j.Id;

. raHSopuupoBarb corpyAHrrrKoB yIOA o 6esonacHrrx ycnoBurx rpyAa vr

Heodxo4raMocrrr co6ruo4eurax [paBrln o6ecneqenus 6esonacHocru
xr43HeAetrTenbHocrr4;

-/o OpfaHLI3OBaTb LI O0eOIIeqnTb paOOry nO perIrtCTpaIIHLI BXOATII{€V v ucxoAtIIIepI
KOppecnoHAeHrIHH pr [epeAarla r4x r{clonHlrTeJrf M;

. o6ecne.{zrb coxpaHHocrb Yvpe4ureJrbHhrx AoKyMeHTos YIOA.
Ilpana 3aBeAyrorlero OYII:
o 3HaKoMr4Tbcs c [poeKTaMr4 peuregufi pyKoBoAcrBa yIOA, Kacaroqr,rxct

AerTenbHocrpr oTAena ylpaBneHr4{ [epcoHaJroM;

KoHTponr 3a HaAnex(aqr4M o$opvrneHraeM ycraHoBnennofr

. ocyulecrBJrrrb KoHTponb 3a

rroApa3AeJreHnrx YIOA;
. Becru yqer Hapy[reHnfi rpy4onofi Aacqr4rrJrr4Hhr n o6qecrBeHHoro rroptAKa u

KOHTpOnupOBaTb cBoeBpeMeHHocrb rrpt*t}jflTvtfl a.qMr4HHCTpAIJ'kren

cooTBeTcTByroqlrx Mep ;

cocro{Hr{eM 'rpy4oroft AucqnnnuHbr B



o

a

. BHOCIITb HA paccMoTpeHpre pyKoBoAcrBa yIoA firlpelno]KeH.vs. IIo
coBeprrreHcrBoBaHuro pa6orbr, cBfl3aHHoe co cBoprMH o6xsaHHo cr flMILt;

noArlllcblBarb LI Bll3r{poBarb AOKyMeHTbT B [peAenax cBoefi KoMnereHr\uvr;
ocyqecrBJrflTb B3ar4MoAefrcrnue c pyKoBoAr,rreJuMr{ Bcex crpyKTypHbrx
rloApa3AererrNfi yIOA, cnyx6 uonfrarb or Hr/rx rau$oprraar{rrro H AoKyMeHrbr,
Heodxo4NMble Ant BhIrIoJrHeHra-r{ cBorx,uoJDrHocrgbrx o6ssaHHocrefi :

. rpe6orarb or pyKoBo.{crBa yIOA oK€BaHr4tr cogeficrnzs B racrroJrHen}rr{ cBor4x

AoDKHocrHbrx o6sgaHHo cleit u [paB.
3anegyroqufi OYn AoJr?r(eH 3Harb:

. 3anparuunarr uHsopMarlr4ro rr AoKyMeHrbr y crpyKTypHbrx noApa:4enenufi;

Koncrraryquro Krrprrrscxofi Pecuy6nznra;
rpyAoBoe 3aKoHoAareJrbcrBo Krrprrrscrcofi Pecn y 6 tuxn;
Ycran VIOA;
3aKoHoAareJIbHbIe I4 HopMaruBHbre aKTbr rro BorrpocaM BbrrrolHseuofi pa6oru;
MeTOAr4qeCKr4e MaTepr{anbr IIo ynp aBneH]rro [epcoH€rrroM ;

crpyKrypy vrrurar yIOA, KaApoByro rronlrrlrKy Lr crparen4ro YIOA;
rlopflAoK orIpeAeJIeHIar rlepcrreKTnBHofi u rexyrqefi uorpe6nocrx B KaApax;
LIcror{HIaKu o6ecueqeu{s KaApaMr4, cocro{Hrre pbrHKa rpyAa; cHcreMbr kr

MeTOAbr OTIeHKH nepcoHana;
o MeroAhI aH€riIH3a npo$eccl4oH€LllbHo-xna-uu@prKardr4oHHofi crpynrypbr KaApoB;

lopg.{oK o$oprr,rnenr4fl, BeAeHufl H xpaHeHr,rr IoKyMeHTa\LrLr, csssaHHofi c
KaApaMI{ vl I4)( ABLIXeHI4eM ;

. rloptAoK SoprvrHpoBanvrfl vr BeAeHu{ 6anra AaHHbrx o repcoH€ure yIOA,
MeTO.{br r{eTa ABr,r}KeHI4r KaApoB;

Irop{,IoK cocraBJreHvrs, y cranosreHuofi orqerHocru;
Bo3MoxtHocrrr ucilonb3o BaH*rfl coBpeMeunrrx NHSopMarI[oHHbrx rexnolorulfi n
paSore KaApoBbrx crryx6;

o OCHOBbI COUI{OJIO|HII. ICITIXOJIOTHI4 14 opraHLI3aIII4H TpyAa; OCHOBbI

npoSopueHrarllroHuofi pa6oru;
. cpeAcrBa KoMMyHurca\uittr cBfls?r [paBnna r{ HopMbr oxpanhr rpyAa.
TpedonaHrrs K xna;rnQnKarlur :

lla golxHocrb 3aBeAyloqero or.{ena ylpaBneHr{r [epcoH€LlroM Ha3Har{aercr Jrrrqo,
HMeroulee Bbrcuree upo$eccuoHanbHoe o6pasorauue vr cTax{ pa6orrr IIo
opraHrr3ar{uupa6orhr c KaApaMLr He MeHee 5 ler.

Jlucr coruracoBaHr{fl:

llpoperrop uo yre6nofi pa6ore Myca Kbr3br Aluua
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3anegyoul€Ls orAena yrpaBneHrrfl nepcoHaJroM

C nncrpyrqraefi o3HaKoMrren(a) :
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Ar<Y'ona A'A'



3. JII4CT PETITCTPAIII,ilT I,il3MEIIEHI,ilI

@.I4.O. corpygHlrKa .{onxnocrr Aata o3HaKoMJrenrrra
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