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1.1. Omaen kagpos IOTU TNY (cokpatuenHoe HanMeHoB "M’é’-'}O-Tlﬂi_-;@\f_{}f_ﬂgﬁﬂercn CTPYK-
TYPHBIM nofpasgenenuem cenepansHoro rOCyRapCTBEHHOIO aBTOHOMHOMO obpaszo-
BaTENbHOrO y4YpexxaeHua BbiCLUEro obpasoBaHns «HauwoHanbLHbIi nceneposarens-
CKUA TOMCKMIN NONMTEXHUYECKU yHusepcutet (aanee KOTU TNY unu UHCTUTYT).

1.2. B cBoeit gestensHocTy omoden kagpos KOTW TNy PyKoBOACTBYETCA AeUCTBYIOLWMM
3aKoHoAaTenbcTBOM 06 06pazosaHuK, APYTMMW 3akoHoAaTeNnbHbIMU akTamu PO HOp-
MaTWBHbIMU OoKymeHTamn MuHncTepcTsa obpasosaHns n Hayku PO, Ycrasom YHU-
Bepcuteta [Monoxennem o HOTU TNY, NOKanbHbIMN HOPMATUBHBLIMKU akTamu TEY,
HacToawwmm lMonoxeHnem.

1.3. Mpu peopranuzauun oTAena kagpos OTU TMY ero Monoxenue yTpauusaet cuny.

1.4. N3meHenns n pononHeHus HacToswero [MonoxeHus yTeepxaarTcs ANPEKTOPOM
HOTU TNy

2. CTpyKktypa u opraHusaums

2.1.0tpen kagpos KOTU TNy Haxo4uTCa B onepaTMBHOM NOAYUHEHUM AvpexTtopa KOTK
Tny.

2.2.HenocpeacTteeHHoe pykosoacTeo OTaena kagpos HOTW TNY OCyllecTBnsaeT Havyanb-
HWk oTaena kagpos HOTW TINY, koTopsii HasHavaeTcs Ha AOMKHOCTL B COOTBETCTBUN
C TPYAOBbIM 3aKoHOAATENLCTBOM avpektopom KOTU TIY.

2.3.Havanbhuk otaena kagpos KOTW TIY oTteevaeTt 3a opraHusauyunio pabotbl otgena
KagpoB U BXOAAWMWX B ero cocras noApasaenexnin, B Tom yucne 3a cobrogeHue
NPaBun BHYTPEHHEro pacnopsgka u oxpamb| TPyAa coTpyaHukamn othena kaapos
tOTWU TMNY 3a koHTpons Hal BbiNONHeHWEM 00A3aHHOCTEN, BO3NOXEHHBIX Ha
MNOAYUHEHHBIX  eMy  COTPYAHUKOB, COXpaHHOCTb  uMyulecTBa  yHWBepcuTeTa,
nepefaHHoro otgeny kagpos KOTU TNY A5 BbINOMHEHUA ero OyHKLMIA.

2.4. Otgen kagpoe KOTU TNy BXoAuT B coctas AYI KOTWU TNY, (ceoero BHYTpPEHHero
AeNneHns He umeer.)

3. OcHoBHbIle 3agaum omdena Kadpos

OcHoBHBIMW 3apavamu omdena Kadpoe Kkak CTpyKTypHOro noapasfeneHuna  WHCTUTYTa,
ABNAKTCAH cnegyrwuwme:

3:1. Y4eT kagposoro coctasa paboTHUKOB UHCTUTYTA;

3.2. OpraHv3auws kaapoBoii paboTbl ¢ AOKYMeHTamu CTYAEHTOB UHCTUTYTA ;

3.3.  Opranusayus KaapoBoW paboTkl ¢ COTPYAHUKaMK WHCTUTYTa;

3.4. OpraHusauuns BOMHCKOro YHETa COTPYAHWKOB U CTYAEHTOB MHCTUTYTA:!
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3.5. OpraHusauywus nepeaaqn nHopmayum o esieagax nvy, n3 Yucna cotpyaHukos KOTU
B PenepansHyto cnyxby 6e3onacHoCTy.

4. OyHKYUMM
Ans pewenns Bo3NoXeHHbIX Ha Otaen kappos HOTU TNY 3aflay npeaycMoTpeHo

BbINONTHEHNE Crneayowmx QyHKUMI:

4.1. ohopmneHne AOKYMEHTOB no NpUemy, nepesopy, nepemeLLeHuio, YBONbHEHWUIO ©
NPEJOCTaBNeHnio OTNYCKOB COTPYAHUKAM B CTPOromM COOTBETCTBUM C AENCTBYIOLNM
TPYAOBbLIM 3aKOHOAATENLCTBOM, Y4&T COTPYAHWKOB 1 CTYAEHTOB, oopMneHue u
BEAGHWE WX NUYHBIX [Aen, Bbigavy cnpasok o HacTosAlWwen TpyaoBON AesTeNbHOCTY
COTPYAHWUKOB, XpaHeHue 1 3anonHeHue TPYAOBBIX KHMKEK, N BeAeHWE YCTaHOBNEHHON
AOKYMEHTauuu no Kagpam:

4.1.1. coxpaHeHue KOH(bUAEHUNansHoCTH CBEAEHWIN, COAEepPXaLUMXCH B NUYHbLIX
AENax CoTpyAHUKOB UHCTUTYTA, AOKYMEHTaX KaapoBoW Cnyxobi;

4.1.2. opraHusaums y4€Ta npodeccopcko-npenoaasarensekoro cocrasa (IMNC) un
KOHTpONbL 32 cpokamu nposeaeHns KOHKypCcHOro otbopa, ny6nukauyus
0OBABNEHNIA O KOHKYPCE Ha BAKAHTHbIE AomkHocTu MMNC:

4.1.3. opraHusaums, COBMECTHO ¢ PyKOBOOAMTENSIMU CTPYKTYPHBIX nogpasaenexHun,
noabopa u paccraHoBKM aAMUHNCTPATUBHO-yNpaBneHYecKoro, UHXEeHEepHO-
TEXHUYECKoro, y4ebHO-BCNOMOraTenbHoro wu obcnyxmsalolwero nepcolana,
BXoAsAwero B HomeHknatypel TIY:
4.1.4.0obopmMneHne cTpaxoBbix CBMAETENLCTB NEHCUOHHOTO hoHAA.

4.2 y4actue B pelueHun BONpocoB o BbICBOOOXAEHUN pabOTHUKOB, B NOAroTOBKE W
NPOBEAEHWN peopraHn3aunm CTPYKTYPHbIX NoApasfeneHnn, cokpalleHun wraTta u
YncneHHocT paboTHUKOR ;

4.3. opraHu3auws KOHTPONS COBMECTHO C PyKOBOAWUTENAMW CTPYKTYPHBIX NoapasaeneHuil
3@ COCTOAHMEM TpyAOBOW AWCUMNNUHBLI B noapasaeneHnax KOTWU TNy, 3a
cobntogeHvem coTpyaHukamu MpaBun BHyTpeHHero pacnopsaka. Paspabotka
MEPOMNPUATUIA NO yNyHLIEHUIO TPYAOBON ANCLUMNNMHBI 1 KOHTPOMb MX UCNONHEHMWS:

4.4. opraHusaumsi odopmneHus AOKYMEHTOB Ha [0ONyCK COTPYAHWKOB W CTYAEHTOB K
SaKpbITbIM MaTepuanam, NOANUCH U 3aBEpPeHNe NOANUCHIO 3asBAEHMi COTPYAHWKOB U
CTYAGHTOB Ha Nony4eHue 3arpaHM4HoOro nacnopra;

4.5. cocTaBneHue yCTaHOBNEHHOR OTYETHOCTM N0 YY€TY COTPYAHWKOB W CTYAEHTOB U
NpefocTaBneHne ee B yCTaHOBNEHHbLIE CPOKU B BbILUECTOALLME UHCTAHLUMU U OpraHbl
CTaTUCTUKK;

4.6. opraHusaums n KoHTpons paboTel no 0POPMIEHUIO 1 BblAAYe AOKYMEHTOB O BbICLLEM
npogpeccuoHansHom o6pasoBaHny:

4.7. opraHusaums U BEAEHWE BOUHCKOro yyeta KOTWU TNy

4.8. opraHusauusa nepenaym WHGOpMaLK 0 Bble3aax nul, U3 yucna coTpyaHukos KOTU B
®eaepanbHyo cnyxby 6e3sonacHocTu;

4.9. noarotoBka MaTepuanoe no MPUBNEYEHUID pPabOTHWMKOB K maTtepuanbHoi u
AVCLUMNNUHAPHOW OTBETCTBEHHOCTU:

4.10.nogroToeka maTepuanos Ans npeacTasneHus PaboTHMKOB K NOOLPEHUAM:

4.11. cocraenenve rpacuka OTNYCKkoB M YHET WUCNONb3oBaHWA OTNYCKOB, a Takke
odopMNeHe OTNYCKOB B COOTBETCTBUMN C rpacMKom OTnycKosB:;

4.12. opraHusauus TabenbHOro y4yeTa.
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5. Baaumopgencreue ¢ noapasfeneHnAMU YyHURepcUTeTa

5.1.  Otgen «kagpoe HOTWU TNy B3AUMOAGIACTBYET CO BCEMU  CTPYKTYPHbIMMU
NOAPasAENeHnAMN WHCTUTYTa, yHUBEpCUTETa, nony4Yas oT Hux WHdopMaumio,
MaTepuansel, OTYeTbl W Apyrue AOKYMEHTbI, Heobxoaumble Ana ocyllecTsnexus
AeATenbHocTn otaena kagpos KOTW TNY.

5.2 Otaen kagpos KOTWU TNy B3anUMOAENCTBYET C HavyanbHUKOM XO3ANCTBEHHOIO OT-
Aena un samecTutenem auvpekropa no counanbHOW U BOCNUTATENLHO paborte, ¢
UeHTpOM uHpopMaTM3aLmum u ynpasneHvem no wuHdopmaTtusauum wu ApYyrumMu
NoApasaeneHnaMn  MHCTUTYTa, yHUBEpcUTETA no BonpocaMm MaTepuansHo-
TEXHUYECKOro obecneyeHus ero 4eaTenbHoCTU.

6. B3saumopgencTBue ¢ BHEWHUMM opraHusaymsimm

Otaen kagpos KOTWU TNy B3auMOAEencTByeT ¢ rOCyAapCTBEHHbIMKW, MyHULMNANb-
HbIMW, 0OLLECTBEHHLIMWN POCCUIICKUMY U MEMAYHAPOAHBIMYU OpraH3aLnammn, CTpykTypamm
PEaNnbHOTO CEeKTopa 3KOHOMMUKW B pamKax BO3NOXKEHHbIX Ha otgen kappos KOTWU TNy
hyHKUMIA.

7. OpraHusauus pa6oTbi

7.1.  Pabovee Bpewms COTpyAaHWKOB oTaena kaapoe HOTU TNV perynupyetca Tpygo-
BbIM kKoAekcom PO, konnekTueHbIM A0roBopom, TPYAOBbLIM A0OrOBOPOM, Npasunamm
BHYTPEHHero pacnopsaka TIY, uHbIMU NokanbHbIMU HOPMaTUBHbLIMKU akTamu.

7.2.  3apabotHas nnata COTpyAHWKoB oTaena kaapoe KOTU TMY sasucut or ux
KBanuukaymm, CnoXxHoCcTU BbINONHSEMON pabotel, konuyectBa M KayecTea
3@8TPa4YeHHOro  Tpyda W ycTaHaBnMBaeTCs B  COOTBETCTBUM CO LWTaTHbLIM
pacnucanvem otgena kagpos KOTW TMY. B uensx NOOLLPEeHNa 3a AOCTUTHYTbIe
COTPyAHMKamu — ycnexw B paboTe UM  cTUMynuposaHus AanbHenwWwero ux
npogeccnoHanbHoOro  pocra COTpyAHukam otaena «kagpos KOTU  Tny
yCTaHaBnuBalTCs HanbaBkM M Aonnathl B COOTBETCTBAM G KONMNEKTUBHbLIM
aorosopom TNY.

8. HopmaTtueHbie gokymMeHTbI

8:1: «Tpynosow kogekc Poccuitckori ®enepauyumn» ot 30.12.2001 N 197-03:

8.2.  3akoHopaTenbHble akTbl PO, PErNamMeHTupyoLIne AeaTenLHOCTb, npenycMoTpeH-
Hyto Yctasom TIY, Monoxenunem o KOTU My

8.3.  HopmaTtusHo-npaBoBbie akTbl [paButenscrea PO

8.4.  WHctpykums o NOPSAAKE  BEAEHUA  TPYAOBbIX  KHUDKEK, MHCTPYKUMA  no
AOCKYMEHTOBEAEHWNIO KaLpOBOW AEATENbHOCTH, PEKOMEeHAaunn no opraHusauuu
AenonpoussoacTea u paboTel apxusos BY30s:

8.5.  Ycras TOMCKOro NnonuTexHn4eckoro yHusepcutera, lNonoxenune o KOTU TIY:

8.6.  [pukasel u pacnopskeHns PEKTOPA 1 APYrux AOMKHOCTHLIX nuy TIY:

8.7.  KonnektusHbIii aorosop, Bknioyas Mpaswuna BHyTpeHHero pacnopsaaka Tomckoro
NONMUTEXHWYECKOTO YyHUBEpPCUTETA:

8.8.  [JomkHOCTHble WHCTPYKLUUN;

8.9. HacTtoswee nonoxexue;
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8.10. [pukasamun n pacnopspkeHuamu aupektopa KOTU TY:
8.11.  [pyrue nokanbHble HopMaTusHo-npasosble akTsl TIY, OTU TNY.

MonoxeHwe paspaboTaHo B cooTseTcTBuMM ¢ YcTasom TIY, Monoxenvem o FOTU
Ty

MonoxeHue cooTseTcTByeT TpeboBaHmam ctaHaapTta ISO 9001:2008.
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