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1.  OO6mmue noJI0KEHHUs

1.1. TTonoxxenue 06 otrjeine KaapoB (uiuana QegepajbHOro rocyaapCcTBEHHOTO
ABTOHOMHOT'O 00Pa30BaTENLHOIO YYpEXKIEHHUs BBICIIEr0 MPOhEeCCHOHATBHOIO 00pa3oBaHUs
«HaumoHanbpHBIN Hccie10BaTeNbCKui sepHblit yauBepcureT « MUOW» B r. AnMaTsl (ganee
— A® HUSY MHUOU, dunuan) sBisercss HOPMATUBHBIM JOKYMEHTOM, OMpPEIeIISIONIUM
Ha3Ha4yeHue, IeJIM, 3a1a4d, (DYHKIMHU, MpaBa, OTBETCTBEHHOCTh M OCHOBBI JIEATEIBHOCTH
oTzena.

1.2. Otaen KajgpoB SIBIISIETCS CTPYKTYPHBIM IOIpa3/ielieHueM (pHUInalia u NoaYnHAETCS
HETOCPEJCTBEHHO  PYKOBOAMTENO  ¢uivMasa W 3aMECTUTEII0  PYKOBOJAUTENS IO
OpraHU3aIMOHHO-TIPABOBBIM BOIIPOCAM.

1.3. Otnen  kaapoB BO3IVIABISICTCS HAYAJIBHUKOM  OTJiella  KaJpoB, KOTOPBIH
NPUHUMAETCST Ha JIOJDKHOCTh M YBOJIBHSIETCS C JIOJDKHOCTH INpUKa3oM pykoBoaurtens A
HUAY MUON.

1.4. CrpykTypy ¥ WITAaTHYIO YHUCIEHHOCTb OTJEeJa KaJpOB YTBEPXKIAET PEKTOp
YHUBEPCUTETA 110 MPEJICTABICHUIO PYKOBOIUTENS UIHaa.

1.5. HauanpHMK OT/I€/1a KaIPOB M €r0 COTPY/IHUKH B CBOEH paboTe PyKOBOJICTBYIOTCS:

—  JIeMcTBYIOIIMM  3akoHojaaTelbcTBoM  Poccuiickoit  ®enepauuu  (TpynoBeim
kogekcoMm Poccuiickoit ®enepammun (TK P®) u Pecnybnuku Kazaxcran, ykazamMu
pacnopsokenusimu - Ilpesunenra Poccuiickoit ®enepaunun u  Ilpesupenra PecrnyGnnku
Ka3zaxcran;

—  IIOCTaHOBJIEHHUSIMU U pacnopspkeHusimu [IpaBurenscrBa Poccuiickoi @enepanuun
1 IIpaButenscrBa Pecnybnnku Kazaxcran, KacalomMMHCs OpraHu3aiud TpyJa U TPYIOBBIX
npaBooTHoweHU, PeaepanbubiM 3akoHOM «O0 obpa3zoBanuu B Poccuiickoit @enepanumy,
3akonamu P® «O06 obGopone», «O BOMHCKOH O0S3aHHOCTH W BOCHHOU cliyx0e», «O
mMoOnoaroroBke ¥ MoOwimzaimu B P®y», [lpukazamu, pacropsoKeHHSIMH W yKa3aHHUSIMH
MunucrepcrBa oOpa3oBanuss M Hayku P®, a Takke pacrnopsHkeHUSMH W yKa3aHUSAMHU
MunucrepcrBa oOpazoBanus 1 Hayku PK;

—  ¥Ycrasom HUSAY MUDU;

—  Tlonoxenunem o AO HUAY MUDU;

—  IIpUKa3aMH PeKTOpa U PyKOBOAUTENS (hUana;

—  HACTOSIIUM IOJIOKEHUEM.

—  JIpYT'HMH JIOKaJbHBIMA HOpMaTUBHBIMU akTamu AD® HUAY MUOU.

1.6. Pemenue o co3gaHuu, peopraHu3aliy, JUKBUIAIMK U IEPEUMEHOBAHUH OT/IE/Ia
npuaumaercs pykosojurenem A® HUAY MUODU no cornacoBanuto ¢ pekropom HUSY
MUODN.

2. OcHOBHBIE 32/1a4HU

2.1. ®opmupoBaHue KaJIpOBOTO COCTaBa, MoAOOp, Y4eT, pacCTaHOBKAa COBMECTHO C
PYKOBOIUTENISIMU CTPYKTYPHBIX ITOApa3/ieIieHUd HHCTUTYTA.

2.2. OpraHusanus CUCTEMbI yyeTa KaJIpoB.

2.3. Yuacrtue B pa3paboTke U (HOpMHUPOBAHUM KaJAPOBOM MOJUTUKH (HUIHAIIA.

2.4. CoxpaHeHHe KOH(DUICHIIMAIBHOCTH CBEJICHHUH, COIEPIKALIUXCS B JIMYHBIX JIeJIax
paboTHUKOB (huanaa, JOKyMeHTaxX KaJpOBOM CITYKObI.

2.5. Obecnieuenue npas, JIbroT U TapaHTUH PAOOTHUKOB (pHIIHaIIA.

2.6. Opranusanus IpoLeccOoB BEJICHUS U XpaHEHHs JTHYHBIX Jes paboTHUKOB AD
HUAY MUODN.

2.7. Opranusanus 1 BeJIeHHE BOMHCKOIO y4eTa B puiIHalle.
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3. OcHoBHbIe GYHKIHH

C 1enpl0 BBINOJHEHHS BBIIICYKA3aHHBIX 3aJad  OTJAE] KaJpoB OCYIIECTBIISAET
cienyroue GyHKIUN.

3.1. OOwero xapakrepa:

3.1.1. VYuacrue B pa3paboTKe TEKyIIHUX U IEPCHEKTUBHBIX IJIAHOB KOMILIEKTOBAHHUS
buamana KaapaMM C y4eTOM HW3MEHEHMS JIeMCTBYIOIIEro 3aKOHOJATeIhCTBA M COCTaBa
paboTHUKOB (hunnana.

3.1.2. BHeceHue npeuI0kKeHUIM 1O KOMIUIEKTOBAHUIO KaJpaMH Ha OCHOBE TEKYILEro
COCTOSIHUS U C yYE€TOM IUIaHUPYEMBIX U3MEHEHUI 3aKOHO/1aTeJIbCTBA.

3.1.3. VYwyactue B pa3paboTKe U COCTABJICHHH IITATHOIO paclucanus Gpuimrana.

3.1.4. TloaroroBka NpOEKTOB MPHUKA30B O BHECEHUWM W3MEHEHUH B IITAaTHOE
pacrnucaHue.

3.1.5. KoHTposb Ha/l paCCTAHOBKOW M MPABUJIBHBIM HUCIIOJIB30BAHUEM PYKOBOISIINX
pabOTHUKOB U CIIELUAIIMCTOB B CTPYKTYPHBIX MO/Ipa3ie/IieHUusX pumaa.

3.1.6. AHaiu3 COCTOSIHUS TPY/IOBOM JMCUMIUIMHBI U BHECEHHUE MPEJIOKECHUH T10 ee
YIIYUYIIEHHUIO. AHAJIM3 TEKY4YEeCTH KaJIpOB U BHECEHHUE MIPEIIOKEHUH 10 €€ CHUKEHHUIO.

3.1.7. TloaroroBka U Ipe/CTaBlIeHUE B YCTAHOBJIECHHBIE CPOKHU TEKYIIEH U IIJIAHOBOM
OTYETHOCTH, APYTUX CIIPABOUYHO-UHPOPMAIIMOHHBIX JAHHbIX.

3.1.8. Opranuzanus B3aUMOJECHCTBUS 110 PEIICHUIO KaJIpOBBIX BOIPOCOB CO
CTPYKTYPHBIMH NOJIpa3/iesIeHUs MU (uiraia, BHEIIHUMU OPraHU3allusIMUA U BEJOMCTBAMHU.

3.1.9. Vuer nuyHOro cocrasa ¢uimana, ero aHaaus, GopMHUpPOBaHUE JIEKTPOHHOM
0a3bl JaHHBIX COTPYIHUKOB.

3.1.10. Yyactue B pa3paboTke IJIAHOB IMOATOTOBKH, IEPEIOATOTOBKU, IMOBBIIICHHUS
oOpa3oBaHusl, ypOBHS KBaJTU(DUKAIIMU U ITPOBECHUS CTAXKUPOBKHU KaJIPOB.

3.1.11. CoBepiieHCTBOBaHUE CUCTEMBI KaJpPOBOr'0O yyera.

3.1.12. Obecnieuenue GecriepeOOMHOrO KaapoBOTo JOKYMEHTOOO0pOTA.

3.1.13. OGecrieuenue coOMOJEHUsT TPYJIOBOrO 3aKOHOAATEeNIbCTBA PecryOimku
Ka3zaxcraH.

3.1.14. Yyactue B pa3paboTke W BHEJIPEHHH JIOKAJIBHBIX HOPMATHUBHBIX AaKTOB.
KoHTpoib 3a ux cobroieHueM.

3.2.  Ilo HamnpaBiieHUIO padOTHI C IEPCOHATIOM:

3.2.1. opopmiienue npuema Ha padoTy, MepeBoja, KOMaHIMPOBAHHS, YBOJIbHEHHS,
BHeceHHue JaHHbIX B iporpammy 1C: [peanpusitue, popmMupoBanue B Heil COOTBETCTBYIOIIUX
IIPUKA30B;

3.2.2. cocraBnenue rpaduka oTIyckoB U, 0ohoOpMIIEHHE PAa3IMYHBIX BUIOB OTIIYCKOB
COTPYJAHUKOB;

3.2.3. XpaHEeHUE U 3al0JIHEHUE TPY/IOBBIX KHIKEK;

3.2.4. BefieHHE Ka/IPOBOM JJOKyMEHTAIIMU COIIACHO HOMEHKJIATYpe J1eT;

3.2.5. opopmileHHe OOUIPEHUNA U JUCIUTUIMHAPHBIX B3bLICKAHHIA,

3.2.6. ¢popMupOBaHHEe U BeJICHUE JIMIHBIX JIeJI pa0OTHUKOB;

3.2.7. dopMupoBaHHe U BeJIeHUE JIMYHBIX JieJ pabOTHUKOB H ctyaeHToB AD HUSY
MU®OU 1t opopmiteHHst J101TyCcKa K rocy/1IapCTBEHHOM TaiHe;

3.2.8. OJArOTOBKA JIOKYMEHTAIUH JUIsi OOBSIBICHUSI KOHKYPCHOTO O0TOOpa ¥ BHIOOPOB
PO eCCOPCKO-TIPEIo1aBaTeIbCKOr0 COCTaBa;

3.2.9. noAroTroBKa JOKyMEHTAIIMHU JUIs aTTeCTAllMd PaOOTHUKOB,

3.2.10. noaroroBka MarepuayioB JUIS HA3HAYCHUs TICHCHUM, B3aMMOJECHCTBHE C



[TeHCHOHHBIM (DOHIOM I10 BOTIPOCAM IIEHCHOHHOI0 00eCIeueHHMs;

3.2.11. BefieHHUE YCTAHOBJICHHOM OTYETHOCTH;

3.2.12. opopmiieHHE CIIPABOK O MOATBEPKACHUH MeCTa pabOThI U CTaXa,

3.2.13. cbop Tabeneit yuyera paboyero BpEMEHM C OTBETCTBEHHBIX JIMII U BHECEHHE
MOJIy4eHHBIX JaHHbIX B niporpammy 1C: IIpeanpusrue;

3.2.14. npoBejieHne MPOLEypbl COKPAIIEHHUs] YUCICHHOCTH W/WIIM 1TaTa, NPUHATHE
Mep 110 TPYJA0YCTPOMCTBY BHICBOOOK/IAIOIIUXCSI pAOOTHUKOB;

3.2.15. KOHCYJIbTHpOBaHKE paOOTHUKOB I10 BOIIPOCAM TPYJAOBOI'0 3aKOHO/1aTEIbCTBA.

3.3. [Ilo opranu3anuu 1 BeJICHUIO BOMHCKOIO yyera:

3.3.1. CBoeBpeMEHHO ¥ KauyeCTBEHHO BBINOJHATL PadOTy I10 BEIECHUIO BOEHHO-
YYETHOM JOKyMEeHTallMu Ha pabOTHUKOB (MiIMaga U Ha CTYACHTOB IPU3BIBHOIO BO3pacTa,
MOJIIeXKAITUX TPU3BIBY.

3.3.2. OpopmisiTe OpoHUpOBaHHE BOEHHOOOS3aHHBIX 3amaca COTPYAHUKOB H
CTYJICHTOB (huJiMaia Ha MepHro/ibl MOOUIIU3AIMH, BOCHHOI'O IT0J0KEHHUsI U Ha BOEHHOE BpeMs,
a TaKXe MPeJICTaBIISITh B CTPYKTypHOe noapaszaeinenue BK ycraHOBIE€HHYIO OTYETHOCTD, B T.4.
O YUCJIEHHOCTH paOOTHUKOB 00pa30BaTEILHOIO YUPEKICHHUS.

3.3.3. BeitaBath, oQopMIISATH W HamNpaBlsTh HEOOXOIMMBIE CIpaBKM B BoeHHBbIE
KOMHMCCApUaThl, KacarolllMecs BOIIPOCOB BOUHCKOT'O yuera.

3.4. OcyuiecTBjICHHE B IIpejiesiaX CBOEH KOMITETEHIIMH UHBIX ()YHKIIMH B COOTBETCTBUU
C LEJISIMU U 33J1a4aMU UHCTUTYTA.

4. B3aumooTHOImIEHUSI U CBSI3H

4.1. Jlnsa BbinosHeHUs: (GYHKIUMH U peanu3alMy MpaB OTIE] KaJApOB OCYIIECTBISET
B3aMMOJICHCTBUE CO BCEMU CTPYKTYPHBIMHU MoJIpa3jiejieHUusIMU uiivana.

[Tonyyaer:

—  CBE/JEHHUS O BaKaHCHSIX;

—  XapakTepUCTUKUM Ha pabOTHUKOB, MPEJCTABICHHBIX K IOOLIPEHUIO U
HarpaxxJIeHUIo;

—  CBEJICHUs O HAPYUICHUSX TPY/IOBOU JUCUHUIIUHBL;

—  IIUCbMEHHbIE OOBSICHEHUS 110 (haKTaM HapyIIeHUs TPYJIOBOTO 3aKOHOIATEIbCTBA,
JIOJDKHOCTHBIX MHCTPYKUHUM, TPYAOBOM JIUCITUTUIUHBI,

—  IPEUIOKEHUS] PYKOBOJMTENIEH CTPYKTYPHBIX Mojipa3jeieHuil Guinanra o garax
Hayajla €XeroJHbIX OIUIAYMBACMBIX OTIIYCKOB, COIJIAaCOBAHHbIE C UX IMOJYUHEHHBIMH IO
POCIIUCH IS ITOCIIEYIOIIETO COCTaBICHUS rpadpuKa OTITYCKOB.

[Ipenocrasmiser:

—  peuleHus O MOOUIPEHUU PAaOOTHUKOB;

—  KOIIMM IIPUKA30B O IIpUeMe, IIepeMEeIleHUH, YBOJBHEHUHU; -YTBEpP)KICHHbIE
rpaduKu OTITyCKOB;

—  peueHHUs aTTeCTAllMOHHBIX KOMUCCHUH;

4.2. C 3amecTuTesneM JUPEKTOpa 110 OpraHU3allMOHHO-IPABOBBIM BOIIPOCAM:

[Tonyyaer:

—  CBeJIeHHs 00 M3MEHEHHUSX TPYJ/IOBOTO 3aKOHOJATEIbCTBA, 3aKOHOIATEIHCTBA O
COIMaIbHOM O0ecreYeHN H;

—  pa3bsACHEHHUs JIEHCTBYIOIIEro 3aKOHO/1aTeIbCTBA U MOPSAKA €ro IPUMEHEHUS;

—  KOHCYJIbTALIMHU U Pa3bsICHEHUS 110 TPY/IOBBIM CIIOpaM.

[Ipencrasisier:

—  IIPOEKTBI IPUKA30B U TPY/IOBbIE JOTOBOPHI HA BUBMPOBAHUE;
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—  IPOEKTHI TPYJOBBIX JIOTOBOPOB C pyKoBoAsimumu padorHukamu AD HUAY
MUODU;

—  3as8BKM Ha TIOMCK HOPMATHUBHO-IIPABOBBIX JIOKYMEHTOB M Ha pa3bsCHEHUE
JIEUCTBYIOIETO 3aKOHO/IATE/IbCTBA;

—  CBEJIEHHUs O IIpHEMe, TIepeMEelIeHUH, YBOJIbHEHUH paOOTHHUKOB,;

—  TPOEKThl TPHUKA30B O IMpHUEMe, YBOJIbHEHUM U IIEPEMEIICHHH MaTepHaAIbHO
OTBETCTBEHHBIX JIUIL;

—  CBEJICHUH O CIIUCOYHOMN YNUCICHHOCTH paOOTHUKOB,;

—  JIaHHBIX O TEKY4E€CTH Ka/IPOB.

4.3. C Oyxrainrepuei:

[Tonyuaer:

—  chmpaBKM O 3apaboTHOM IuIaTe Uit O(OPMIICHMS] IEHCHU 110 BO3pPacTy H
WHBAJIUTHOCTH;

— wratHoe pacnucanue A® HUSY MHUOU;

—  CXeMbl JIOJDKHOCTHBIX OKJIaJIOB, JOIUIAT, Haa0aBOK K 3apa0OTHOM IiaTe; -
TIOKa3aTesu 110 TPy/ly U 3apaboTHOH 1aTe;

—  TIOJIO)KEHUWS O BbIIUIaTe 3apadOTHOW IUIaTe M NPEMHUPOBAHUM pPaOOTHUKOB
¢dunuana,

—  pacuetsl (POHA0B 3apabOTHOM IIIATHI U YUCIEHHOCTH;

[Ipencrasisier:

—  OOJBHUYHBIE JIUCTHI JUISL OTUIATHI;

—  KOIIMM IIPUKA30B;

—  IIPOEKTHI PUKA30B Ha COTIACOBAHUE;

—  CBEJICHHUS O CIIMCOYHON YUCICHHOCTH PaDOTHUKOB.

4.4. C yuyebusimu otjeniamu BO u CIIO: TMonyyaer:

—  IIpMKa3bl O 3a4YUCJICHUU, IEPEMEUICHUU, OTYHUCICHUHM U IPeJOCTABICHUU
aKaJIeMMYECKHX OTIIyCKaB CTY/ICHTaM OYHOTO 00y4YeHHs;

— 110  YCTaHOBJEHHbIM  (opmaM  OJ@aHKM  OTYETHOCTHM IO  HAYYHO-
IIPero/1aBaTesIbcKOMYy COCTaBy.

[Ipencrasmser:

—  CBEJICHUs O YHUCIEHHOCTH M Ka4eCTBEHHOM COCTaBe HAay4YHO-TIEeAaroru4eckoro
IepcoHaia.

4.5. C kaHuensipuei:

[Tonyygaer:

— o4ty (BHEIIHIOI U BHYTPEHHIOIO);

—  KOIIMM IIPUKA30B 110 OCHOBHOM JIeSITEIbHOCTH (pUIMalIa U YHUBEPCUTETA, a TaK)Ke
KOIIMHU PaCIOpsKEeHUM pyKOBOUTENS (DUIIHalIa U PEKTOpAa YHUBEPCUTETA;

—  OPraHM3allMOHHO-PACIIOPSJIUTEIIbHBIC JOKYMEHTHI.

[Ipeacrasuser:

—  IIAChbMa BO BHEUIHUE OPraHU3aIMU /IS OTIIPABIICHHUS.

4.6. C XO035IUCTBEHHBIM OTJICJIOM:

[Tonyuaer:

—  MarepHallbHO-TEXHUYECKOe 0OecreyeHre CorjiacHo TpeOOBaHUM.

5. llpaBa 1 006s13aHHOCTH

5.1. IlpaBa otxaena KaJapoB OCYIIECTBISIOTCS Ha4YaJIbHUKOM oOTAena. HavaabHUK
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