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I. O0mue MoJIOKEeHHSI.

1.1. Hacrosimee Ilojio)keHHE OINpeNeNseT COfep)KaHue paboThl OTAENAa OpraHu3aluH [IPaBOBOH H
KagpoBO# paboThl ABTOHOMHOM HEKOMMEPYECKOM OpraHu3aldy IOTIOJHUTEIBHOTO 11po¢eCCUOHAILHOTO
obpazoBanuss  «MEXpErHOHAIbHAS ~ aKaJEMHs  TIOBBIICHUA KBATMQHUKAIMK  PYKOBOIUTENCH M
CIIEMMAINCTOBY U PErTaMEHTUPYET CHCTEMY B3aMMOJCHCTBHSA JAHHOrO CTPYKTYPHOIO [oipa3ieicHus ¢
JPYTEMHE TOPa3AeICHUIMH OpraHU3aluu.

1.2. Otxen opraHM3alvé [PaBOBOH M KaJpoOBOH paboTHl SABIAETCS CTﬁyKTypHLlM [0Ipa3/ieICHUEM
ABTOHOMHOH HEKOMMEPYECKOH OpraHu3aliy JIOMOJHUTEIHPHOTO npodeccHOHATEHOrO  00pa3oBaHuUs
«MexpernoHabHas aKaJeMHusl MTOBBIIICHUS KBAIM(UKAIMA PYKOBOAUTENEH M CIICIHAINCTOBY, CO3NACTCA
¥ JIMKBHIUPYETCS NPHUKA30M JUPEKTOpa ABTOHOMHON HEKOMMEPUYECKOW OpraHM3ali IOTIOJHUTEILHOTO
npodeccroHabHOr0  00pazoBaHus — «MeXpernoHanbHas — aKaaeMusd [TOBBIINICHUS.  KBaJIH(UKALUU
PYKOBOAUTENEH H CIEUATHCTOB).

1.3. Otmen opraHM3alMy [PAaBOBOH M KaJpOBOH paboThl OCYIIECTBIAET CBOI IEATEIHLHOCTH B
COOTBETCTBHH C 3aKoHOIaTelbcTBOM Poccuiickoit denepainu, ycTaBoM ABTOHOMHOM HEKOMMEPUYECKON
OpraHu3aliH JOIOJIHAUTEIBHOIO npo()eCCHOHAIBHOTO  00pa3oBaHHs «MexXpernoHaJIbHas aKaJeMus
TIOBBIICHHS KBATH(HUKAIMA PyKOBOAUTENEH M CIICLHATHCTOBY, IPUKa3aMH, pacIOpHKCHIAMH JTUpeKTopa
opranu3alyy, HacTosmum IlonoxeHneM.

1.4. CTpykTypy H INTaTHYIO 9HCJICHHOCTb OT/Ea OpraHu3alyH IpaBOBOW M KaJpoBOH paboOTHI
yTBEpXKIAcT JIAPEKTOP ABTOHOMHOM HEKOMMEPYECKOH OpraHu3aluu JIOIIOJIHUTEILHOTO
npoeCcCHOHANBHOTO  00pa3soBaHU «MexXpernoHanbHasl — aKajeMus — I[TOBBIIICHHS KBaTH(pHUKALMA
PYKOBOZMTENEH U CIIEIHATCTOBY.

1.5. B cBOe€ii IeITeIbHOCTH OTAEN PyKOBOJICTBYETCA: 5

- TpynoBeM KozekcoM P®; ;

- IPYTHMH HOPMATHBHBIMH IIPABOBBIMHA aKTaMH, COJEPKAIUMH HOPMBI TPYZIOBOTO mpaBa;

- HOPMATHBHBIMH METOJIMYECKAMH JOKYMEHTaMH T10 BEJICHHUIO KaJIpOBOTO JIEIONIPOU3BOJICTBA;

- ycTraBoM ABTOHOMHOW HEKOMMEPYECKOH OpraHM3alv{ AOMONHHTEIHLHOIO npodeccroHaNILHOTO
obpasoBanmss  «MeXperuoHaipHas — aKaJeMHus  TIOBBIIICHHS KBATU(QUKANMHA  PYKOBOJWTENCH H
CIIELIHATICTOBY;

- gHacrosmuM ITonoxxenueM.

II. Ilesin 1 321249H OT/€JIa OPTAHU3ANMH NPABOH H KaJpoBoii padoThI.

25k I{enb JeSATENHHOCTH OTZeNa OPraHU3allUK IPaBoi U KaJ[poBOii paboTHI - OpraHU3alMOHHO-
JOKYMEHTAIHOHHOe ObecIedyeHne KaapoBo pabOThI B ABTOHOMHOM HEKOMMEPYECKOM OpraHu3aluu
JOTONHUTENEHOTO  TPOdEcCHOHANBHOro 06pasoBanust «MexpernoHanbHas —akaaeMus —IOBBIICHHA
KBaIM(PUKAIIN PYKOBOJUTEIIEH U CIICIIHATHUCTOBY.

Ha oT/ieN opraHu3aluy IpaBoBOM U KaIpOBOd pabOTHI BO3/IAraloTCs CICAYIOIINE 3a/[atH.

2.2. TlnaHupoBaHHEe MOTPEOHOCTH ABTOHOMHOW HEKOMMEPYECKOH OpraHu3alii JOTOIHUTCIILHOTO
npodeccHoHaIBLHOTO  oOpazoBanHus — «MexpernoHanpHas — akaIeMHs — [IOBBIIICHUA KB (UKALUU
PYKOBOJMTEJIEN U CIENHAIMUCTOBY C yUYETOM CYIIECTBYIOMIEr0 KafpoBOro coCTasa.

2.3. GopMHEpOBaHHE U BejleHHE GaHKa JAHHBIX O KOJWYECTBEHHOM M Ka4eCTBCHHOM COCTABE IITATA,
COBMECTHO C PyKOBOJHUTEISMY CTPYKTYPHBIX TIO/Pa3/ICIICHH.

2.4. TTonbop, paccTaHOBKA M BOCIIUTAHUE KaZPOB.

2.5. VI3yueHue JeN0BbIX ¥ MOPAIbHBIX KaueCTB PAOOTHHKOB I10 HX IPaKTHYECKOH JIEeATETbHOCTH.

2.6. Co3aHue pe3epBa KaJpoB JUIs BBIIBIKCHHS HA PYKOBOISIINE NOJDKHOCTH.

2.7. ObecnieueHye IpaB, JbIOT ¥ rapaHThil pabOTHUKOB ABTOHOMHOM HEKOMMEPUECKOH opranu3anin
JOTIONTHATENBHOrO IPOdecCHOHATBHOr0 00pasoBanus «MexXperuoHanbHas —aKaaeMus —[OBDILICHHA
KBATH(HKAIUA PYKOBOJHUTENEH U CIIEIUAIUCTOBY B COOTBETCTBUM C TPYJIOBBIM 3aKoHOAaTeIbcTBOM PO.

I1I. @DyHKIMHA 0TAEJIA OPraHU3aAH NPABOH 1 KaJpoBoii padoThI.
Jlyist peau3amyy [eJH CBOETo NPEIHA3HAYCHHs OT/EN Ka[pOB pernactT CCAyIOIHe OCHOBHBIE 3a/1a4H:
- pa3paboTKa IUIAHOB KOMILUIEKTOBAHHS KaapoB B COOTBCTCTBHH C NporpamMMol pa3BHTHA
Opranu3zanuu,
- yyacTHe B pa3paboTKe MITATHOTO paCliCaHus;
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- odopmieHne MpUeMa, NEpeBOAa M YBOJIbHEHHUS pabGOTHUKOB B COOTBETCTBHU C TPYIOBBIM
3aKOHO/IaTeIILCTBOM;

- yueT pabOTHHKOB (B TOM 4HCIE aBTOMATH3MPOBAHHBIH), OQOPMIICHHE JIMIHBIX JICI, MOATOTOBKA 1
BbI@4a [0 TPeOOBAHMIO pabOTHHKA CIIPABOK U KOIHH JOKYMEHTOB;

- IIpHeM, 3aloNIHCHHE, XPaHEHHE U BbLJaua TPYIOBBIX KHIDKEK, dopmupoBaHHE B SNIEKTPOHHOM BUJIE
OCHOBHO# HH(OPMAIHK O TPYIOBOH JEATENHHOCTH H TPYI0BOM CTaXKE KaXJI0ro paboTHHKA;

- IOKyMEHTaIbHOE O(pOPMIIEHHE CITy>KEOHBIX KOMaHUPOBOK;

- cocTaBieHHe TIpa@HWKOB OTIYCKOB M y4YeT HCIIONB30BaHHs OTIYCKOB, oopmiIeHHE OTIYCKOB B
COOTBETCTBHH C TpadUKOM OTILyCKOB; ’

- CTAHOBIIEHHE B JODKHOCTH M aanTanys pabOTHHKOB;

- mepememenHe paGOTHAUKOB ABTOHOMHOW HEKOMMEpYECKOH OpraHu3allii JIOIIOJTHUTEIILHOTO
npodpeccHonanbHOr0  oOpasoBanus  «MexperioHanpHas — aKaaemus — MOBBIIICHHIS KBaTH(UKALUN
PYKOBOJHTENEH U CIIENUATICTOBY;

- paboTa ¢ BPEMEHHO OTCYTCTBYIOIIMMH PaOOTHHKaMH (HaxXoIAIIEMHCS B OTIYCKe, HA JIACTE
HETPYO0CIIOCOOHOCTH, B KOMaHIMPOBKE);

- OATOTOBKA MATEPHAIIOB ISl IIPEACTABJIEHUs pAOOTHUKOB K MOOMIPEHMIO 1 HAr pAXICHHUIO,

- (hopMHpOBaHHE KaJpOBOTO pe3epBa;

- OpraHm3aiys TabeNnbHOro y4eTa;

- OCYIIECTBIEHHE KOHTPOJIS M HHCTPYKTa)Xa paOOTHHUKOB OTZENIA KalpOB;

- OpraHM3aImMs KOHTPOJS 3a COOMIOJEHHEM TPYAOBOH JMCLMILIMHBL M TIPABHIL BHYTPEHHETO
TPYIOBOTO PACIOPsAIKa,

- KOHTPOJIb COOTIONEHHS COLUATBHO-IICHXOOTMYECKOro KIMMaTa B OPraHn3alut, IIPEXYIPEx/ICHHC
TPYIOBBIX KOHQJIUKTOB. :

- obecrieueHre COXPAHHOCTH M 3alMThl NEPCOHATBHBIX JaHHBIX paGoTHUKOB, cornacHo cT. 85-90
TK PO. ’

IV. IlpaBa
OT/ieN OpraHu3aI|uy PaBoBOi M KaJpoBO# paboThl MMEET PABO:

- TpeGOBaTh OT BCEX CIPYKTYPHBIX MOJpas/ieieHHi ABTOHOMHOM HEKOMMEPYECKOW OpraHu3aluu
JOTOMHATEIBHOTO NPo(ecCHOHATBHOr0 o0pasoBanus «MexpernoHanbHas —aKaaeMus TOBBIIICHH
KBaTH(HUKAIMA DYKOBOJAMTENEH ¥ CIENUAIMCTOB) HEOOXOMMMbIE UL MOJIHOLIEHHOM pPaboThl OTHeNa
KazpOB JOKYMEHTBI ¥ MaTePHAIb], a TAK)KE JAHHBIC O PAOOTHUKAX;

- JaBaTh B IIpeJeNax CBOEH KOMIETEHIMH YKa3aHHS CTPYKTYPHBIM IOIPA3/CICHUIM ABTOHOMHOM
HEKOMMEPUECKOH OpraHu3alii JOIIOIHHTEIHHOTO NPO(ECCHOHATBHOTO obpaszoBaHus «MexXpernoHalIbHasA
aKajeMus TOBBIIICHNs KBAIM(UKAIMH PYKOBOJUTENCH U CIICIUATIMCTOBY 110 10100py, y4eTy, pacCTaHOBKE
U TIOATOTOBKE KaZpOB;

- KOHTPOJIUPOBaTh B CTPYKTYPHBIX INOJAPA3ACICHHUIX ABTOHOMHOM HEKOMMEPYECKON OpraHu3aluu
JOTONHUTENLHOTO  IIpOdecCHOHANBHOro 0bpasoBanus «MexpernoHanbHas —aKaaeMus —IOBBIICHHA
KBaTH(HUKAIMA PYKOBOJMTENEH ¥ CHENUATNCTOB» COOMONCHHE B OTHOLICHHH pabOTHHUKOB TpPYIOBOTO
3aKOHO/IATE/BCTBA, [PEIOCTABICHHE YCTAHOBICHHBIX JITOT K KOMIICHCALIMH;

- BHOCHTb TpENUIOXKEHHS PYKOBOJACTBY — ABTOHOMHOH HekoMMepueckor  OpraHH3aluH
JOTIONHATENBHOTO  TPO(ecCHOHANTBHOr0 oOpasoBanus «MexpernoHanbHas —aKaaeMus —IOBBILICHH
KBaJTU(HUKAIMA PYKOBOAUTENIEH M CIIEUAIUCTOBY MO BONPOCaM COBEPIICHCTBOBAHHA paboTHI ¢ KaJpamu;

- BECTH TIEPENHCKY MO BOIPOCaM IoA60pa KaapoB U APYTHM BOIPOCAM, BXOISIIUM B KOMIETCHIHIO
OTZeNIa ¥ He TPeOYIOIIUM COIIaCOBaHUs C PYKOBOIUTEIEM ABTOHOMHOM HEKOMMEpPUECKOW OpraHU3alluy
JOTONHUTENFHOTO IPO(ECcCHOHATBHOrO 00pasoBanus «MeXpernoHanbHas —aKaaeMus —[OBBIIICHHA
KkBaTM(UKAIMN PYKOBOJAMTENEH U CIICIUATIMCTOBY;

- TIPEJICTABIATH B YCTAHOBJICHHOM IOPSIKE HHTEPECH ABTOHOMHOM HEKOMMEPYECKON OpraHu3aliH
JOTONHATEIBHOTO  MPO(ecCHOHANBHOro  obpasoBanust «MexpernoHaupHas —aKaneMus MIOBBIICHHUS
KBAIM(HUKAIME PyKOBOJUTENIEH M CHEHAIUCTOB) IO BONPOCAM, OTHOCAIMCS K KOMITETeHIIM OTAea
KaZpoB, BO B3aMMOOTHOLIEHMSX C TOCYJIapPCTBEHHBIMM H MYHHIHMIATLHBIMH opraHami, JIpyTrAMH
OpraHU3alUsIMU U YUPeXKICHUAMH.

(8]
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- y4acTBOBAaTH B COBEIJAHMSX, IIPOBOJMMBEIX B ABTOHOMHOH HEKOMMEPYECKOH OpraHu3alnu
JIOTIOJIHUTEIBHOTO  TPO(ecCHOHANTBHOTO — obOpasoBanHusi  «MeKpernoHanbHas —aKajaeMus —IOBBIIICHHAS
KBaTH(DUKAIMA PyKOBOJHUTENEH U CIEIHAIMCTOBY II0 KaJpOBBIM BOIIPOCAM.

V.CTpyKTypa OT/eda OpPraHH3alMH NpaBoii H KaJApOBOH padorel H QYHKOMH H MODPSAOK
B3aHMO/JECTBHS ¢ MOApa3AeJIeHUAMH AKaJleMHH.

B CTpyKTypy OT/eNa OpraHM3aliy IIPaBoi ¥ KaApoBoi paboThl BXOAWT INIaBHBIH CIEHAIACT IO KaapaM.

Jlns BBIMOJNHEHHS (QYHKIMH ¥ peaius3aliid IIpaB OTAEN OpPraHM3allid NPaBOBOH U KaJpoBOH paboThl
B3aUMOJIEHCTBYET CO BCEMH CTPYKTYPHBIMH IOAPa3IeICHUSIMHI OPraHU3aliy 110 BOITPOCaM:

- MOJTyYEeHHSI 3asIBOK HA BAKAHCHH,

- XapaKTEPUCTHK Ha paOOTHHUKOB, MPECTABISIEMBIX K IOOLIPEHHUIO;

- OOBACHATENBHBIX 3aIIHCOK OT paGOTHAKOB, IPUBJIEKAEMBIX K JUCIUIUIMHAPHOH OTBETCTBEHHOCTH,;

- TIPEIOKEHHUS 10 COCTABJICHHIO Tpauka OTIIyCKOB,;

- OpraHM3aIlMH U BEJIEHHUs JENONPOU3BOJICTBA OT/IENIa OpraHU3aliy IPABOBOH U KaJpOBOU paboTHI;

- IIpeZIoCcTaBIeHNEe IPHKA30B O IMpHEMe, IEPEeMEIICHUH U YBOJIbHEHHN pa6C;THI/IKOB;

-mpezcTaBneHue Tabens ydera pabodYero BPEMEHH; JIMCTKOB BPEMEHHOH HETPYI0CIIOCOOHOCTH
pabOTHHKOB.

- IITATHOE PACIUCaHUE, U3MEHEHHUS U IOTIOJTHEHUS K HEMY.

VI OTBETCTBEHHOCTD.

- 6.1 OTBETCTBEHHOCTD 33 HAJJIEXKAIIEE W CBOEBPEMEHHOE BBINOJIHEHHE OT/ENIOM OpPraHU3alliy IPaBOBOH 1
KaJ[poBO# paboTHI GPYHKIHHA, TPETYCMOTPEHHBIX HACTOSIIMM MOJIOKEHHEM, HECET HAYAIBHUK OT/IEIA.

6.2. Ha [aBHOro CIENHATMCTA IO KagpaM OTAeNa OpraHM3aldy MpaBOBOH M KajApoBOd padoThI
BO3JIaraeTcs MepcoHaIbHAsi OTBETCTBEHHOCTH 3a:

- OpraHM3aIMIO JEATENLHOCTHA OT/ENA [0 BEIIONHEHUIO 3a/1a4 ¥ QYHKIMH, BO3JIOXKCHHBIX Ha OTACI;

- OpraHM3al}Io B OT/IE/E ONEPATHBHOM M KaYECTBEHHON MOJATOTOBKH U HCIIONHCHUS NOKYMEHTOB, BEACHUC
JIETIONPOM3BOICTBA B COOTBETCTBUH C JEHCTBYIOIINMH PABUIIAMHA H MHCTPYKIHSMH.

- cobOmoieHre pabOTHUKAMH OTZEa TPYAOBOW TUCLIUIUINHBI;

- obecriedeHne COXPAHHOCTH HMYIIECTBA, HAXOJAIIErocs B OTHENE, COOJIONCHHE MPAaBHII MIOXKapHOM
0€e301IaCHOCTH;

- COOTBETCTBHE MIEHCTBYIONIEMY 3aKOHOJATENbCTBY MOAMMCHIBACMBIX HM IPOCKTOB IPHKA30B U Jp.
JIOKYMEHTOB.

6.3. PaGOTHHKH OTHeNa OpraHM3alvé IIPAaBOBOM M KaJpOBOM pabOThI, NPH OLEHKE JACTIOBBIX Ka1eCTB
paGOTHHKOB AKafleMHH, 00513aHbI HCXOIHUTh TOJIBKO U3 OQHUIHATBHO MOTYYEHHBIX JaHHBIX M MATCPHAJIOB H HE
BIIpaBE Pa3rialliaTh MMEIOIIUECs JaHHBIE O IMYHOH JKU3HU PaOOTHHKOB.

~6.4. OTBETCTBEHHOCTh PaOOTHUKOB OT/ENIa OpraHU3aluy IpaBOBO M KaJpOBOH pabOThl yCTaHABIMBACTCS
UX JOJDKHOCTHBIMU HHCTPYKIIMSIMH.
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