DegepanbHoe rocyaapereentoe Gro1:keTHOE oOpasloBaTelbHOE YUpesxIeHHe
BbICIIEro 00pazoBanus
«KemepoBckuii rocyaapeTBeHHbIi MeIHUMHCKHIE YHHBEPCHTET
Munucrepersa 3apasooxpaHenns Poceniickoil @eaepauun

™. YTBEPKIAIO
JOEBOY BO KemI'MY

JAOJDKHOCTHAS HHCTPYKIIHA

BeAyliero Gyxraarepa orae/1a JeHexXHoro obpamenns



1 OBIIUE MOJIOKEHHWSA

1.1 Beaymmii Oyxranrtep OTHOCHTCA K KATErOpHH aIMHHHCTPATHBHO-YIIPABIEHYECKOTO
nepcoHana Y HHBEPCHTETA.

1.2 Hashauenue mHa JODKHOCTH Bemymero Oyxransrepa u  ocBo0OKACHHE OT Hee
MPOU3BOMTCA PHKAIOM pexTopa Y HHBEPCHTETa MO NpeCTaBIeHHIO F1asHoro Oyxranrepa.

1.3 Tlopsgok npHeMa H YBOINLHEHHA pPETYIHPYETCH TPY/IOBRIM 3AKOHOJATENLCTBOM
Poccuiickoii ®enepannn.

1.4 Pexum paboThl YCTAHABIHBAEGTCH IMPABHIIAMH BHYTPEHHETO TPYAOBOTO Pacriopsixa u
YTBEPHIAETCA PEKTOPOM Y HHBEPCHTETA.

1.5 Beagymmit Gyxranrep NoJMMHAETCS HEMOCPeICTBEHHO TlaBHOMY Oyxranrepy
YHHUBEPCHTETA U €r0 3aMECTHTEITO.

1.6 Beayumit HyxranTep pyKOBOACTBYETCA B CBOMX JICHCTBHAX:

. Yerasom OTBEOY BO KemI MY Munsapasa Poccuu

. Ipukazamu pacnopsxesusmu, nucemamu Munsapasa Poccun u pexrtopa KemI'MY

. [TonuTHKo# B 0OnacTh KadecTna;

. [Mpuxazom « O6 yuernoit nomutukey ®IHOY BO KemI'MY Munznpasa Poccun;

. JoxymenTuposanHbiMi mponeaypamu CMK:

. Hactogmell 10KHOCTHOR HHCTPYKILHEH,

. GenepantsHbiM 3akonoMm o Oyxranrepekom ywere Noe 402-03 ot 06.12.2011r. ¢
Y4eTOM M3IMEHCHHH H JONOMHEHHH,

. QepepansibiM 3akonom 44-03, 223-D3 ¢ UIMEHEHHAMH H JI0TIOTHEHHAMHE,

- Bromxernem Kogexcom;

. Hanorosemn Konekcom,

. Huctpykuuneit no Oyxranrepckomy yuery B OIO/DKETHBRIX OpPraHH3alMax
HIMEHEHHAMH M JONOTHEHHAMM,

. HopMmaTHBHBIMH JTOKYMEHTAMH,

. Tpynoseiv Kogexcom PO,

1.7 Ha spems oTcyTcTBHA Bejymiero Gyxrarrepa (oTmyck, 6ojle3Hb, KOMAHAMPOBKA U Ip.)
ero 0Df2aHHOCTH WMCHONHSET JIMIO, HAJHAYEHHOE B  YCTAHOBIACHHOM  MOpAJKe
pacnopsieHHeM pekTopa Y HHBEPCHTETA, KOTOpoe npHodperaeT CoOTBETCTRYIOUIHE IPABA H
HECET OTBETCTBEHHOCTh 32 HAJUIekKallee HCMOAHEHHE BO3IOKEHHBIX Ha HEro 00A3anHoCTeH,

2 KBAIH®OHUKAIIHMOHHBIE TPEBOBAHHW S

2.1 Ha pomxuocts seayuiere Oyxranrepa — Ha3HauaeTcsd JIHIO, HMMEOLIEE  BhICHIEE
npodeccHoHansHoe 00pazoBaHHe H CTaX paboThl NO CNEUMATLHOCTH HE MEHEE 5 JIeT,

2.2 penyumuil OyXTanTep A0MKEH 3HATEH

2.3 3aKoHOAATeNLCTBO O OYXTAITEPCKOM YYeTe:

2.4 mono#eHHs H MHCTPYKLHMH M0 opraHuzauMp OyXralTepcKoro ydeta B Y HHBEPCHTETE,
NpaBmia ero BeJleHu;

2.5 dopMBI H NOPALOK (PHHAHCOBBIX PACUETOB;

2.6 Unctpykunio no OyXraarepckoMy y4eTy B OIOJKETHBIX YUPEKACHHAX ¢ HIMCHEHHAMHA
H JOMOTHEHHAMH;

2.7 opraHu3alHOHHYIO CTPYKTYPY YHUBEPCHTETA H €0 PYKOBOIAILMI cocTan;

2.8 HOpMATHBHBIE, METOIHYECKHE M JpYIHE  JOKYMEHTEL,  pPErIaMeHTHPYIOIIHE
NEATENLHOCTh Y HHBEPCHTETA;

2.9 3aKoHOIATENRCTRO O TPY/1E H oXpane Tpyiaa Poceniickod Denepatnn;

2.10 nppaBuna M HOPMBI OXpaHbl TpyJad, TEXHHKH OE€30MAcHOCTH, MPOM3BOACTBEHHOI
CAaHHTAPHH H pOoTHEONOKApHOH DezonacHocTH B cooTeTcTBMM co 1. 214 TK Pd;

2.11 9THKY nenoBoro obmeHus;



2.12  oCHOBBI J€/IONPOH3BOICTBA;
2.13 nporpammsl ByXrasiTepeKoro y4era;
2.14 npaBuna IKCIUTYATALIHH TEXHHYECKHX CPEICTR.

3 ®YHKIHMOHAJIBHBIE OBA3AHHOCTH

Benymnii Oyxranrep Hcnonuser cieayolse QyHKIHOHATBHBIE 00S3aHHOCTH:

3.1 npuHAMAET, KOHTPONHPYET W COMAET  NEPBHUHYIO JOKYMEHTALHIO 10
COOTBETCTBYIOUIEMY ydacTKy Oyxrantepckoro yuéra M noAroTaBIMBaeT HX K CUETHOMH
obpaboTke;

3.2 pa3HOCHT HHQOPMALIMIO M3 NPHKA30B 110 00YHAIOMMMCH HE KOHTPAKTHOH OCHOBE B KHHIH

YHETA 110 OIUIATE U B 37IEKTPOHHOM BHIIE;

HAYHCIAET OMIaTy 3a o0ydyeHHe Ha OYMaKHOM H IEKTPOHHOM HOCHTENAX (M0 ceMecTpam);

3.3 NpOMIBOAMT MEpepacueT olarel 3a oDy4deHHE NPH OTUHCIEHHH O0YYaIOUIMXCH,
nepepoje Ha Apyryio dopmy obyuenus;

3.4 peer yduer nocrynawouned omnarkl 3a o0ydeHHe, [OBBINEHHE KBATH(HKAIH
CHEUHATHCTOR, & TAaKmKe NOCISANIUIOMHON NOATOTOBKE CHEIHAIHCTOE H BOIBPATOB
OMIATHI;

3.5 roTOBHT cueTa, cueTa-(QaxTyphl /14 Onarhl 3a odyueHHe.

3.6 MPOBOJMT CBEPKY B3AHMHLIX PACYETOB C KOHTPATEHTAMH, C IIOIMTHCAHHEM AKTOB CBEPKH
B3aHMOPACUETOB.

3.7 BRIBOJMT OCTATKH 10 CHETAM YHeTa H CBEpPAET ¢ INTaBHOH KHHTOH (eXeMecaIHo);

3.8 noanmuceiBaeT 00XOMHBIE THCTHI CTY/ISHTAM H CIIPABKH I8 BOSHKOMATA,

3.9 odopmageT o0y4aONIAMCA CIPaBKH 0 CTOHMOCTH 00y9IeHHA:

3.10  mpeacraBiser CBEACHHA O 3aJ0JIKEHHOCTH 110 oriare 3a oDyqenHe (eKeHeAeIbHO),

3,11 noaroTaBNMBaET CBEACHMA 1O OmiaTe obyualommxca 3a ofyweHHe pYKOBOJACTBA M
cinyxb YHuBepenTeTa;

3.12 npuHHMaeT y4acTHe B COCTAB/ICHUH KBapTANbHOH H rogosoll (pHHAHCOBON OTHYETHOCTH

Ui BEIINECTOALINX OpraHH3alinii;

3.13 nposoant 06paloTKy AEHEKHBIX AOKYMEHTOB IPH MPOBEPKE OTHETOB O COCTOSHHH

nunesoro cuera CY D]

3.14 y4acTsyer B 1POBE/ICHHH HHBEHTAPH3AIIHH He(DHHAHCOBRIX AKTHBOB,

4 IIPABA

Beayuwmii Oyxrasrep B npase:

4.1 BuITh 03HAKOMIEHHBIM C PellICHHAMH PYKOBOACTBA YHHBEPCHTETA, KACAIOIHMHCH €70

JIERTENIEHOCTH,

4.2 Tlony4aTs METOAHYECKYIO H HHYIO HeoOX0 MMy HHBOPMALIHIO, KOTopas HeoDXoHMa
Juis peanmsanuy ero hysxmui addexTHBHOro HenonHeHHA 0bA3aHHOCTEIH;

4.3 BHOCHTE Ha pACCMOTPEHHE PYKOBOJCTBA NPEUIOKEHHA [0 COBEpUICHCTBOBAHHIO
pabGoThl, cBAsaHuoON ¢ OOS3AHHOCTAMM, NPEAYCMOTPCHHBIMH  HACTOAUIEH JIO/KHOCTHORM
HHCTPYKLHEH,

4.4 B npenenax cBoeil KOMIETEHIMH COOBMIATE HETIOCPEACTBEHHOMY PYKOBOAHTEMO 000 BeexX

BLIABJCHHLIX B MPOIECCe ACATENbHOCTH HEAOCTATKAX H BHOCHTHL NMPEIOMCHHA MO0 HX

YCTPaHeHHIO,

4.5 3anpamuBate MHYHO WM N0 NOPYYEHHIO riasHoro Oyxramrepa y COTPY/AHHMKOB

YHUBEPCHTETa HHGOPMAIIHIO H JIOKYMEHTEI, HEODOXO0/HMbIE 1A BBINOTHEHHA JOTKHOCTHBIX

oba3anHocTe,

4.6 TpeGosarh OT pPyKOBOJACTBA YHHBEPCHTETa  CO3JaHHA COOTBETCTBYIOUIMX YCJIOBHIH
TpY/a H OKa3aHHA CoAeHicTBHA B HCIIOMHEHHN CBOMX JI0/DKHOCTHBIX 00A3aHHOCTEH.



4.7 llospimarts KBATH(HKAIIHIO H MAKCHMAILHO PEATHI0BLIBATEL CBOH NpoeccHoHaIbHbIE
noTpedbHOCTH.

4.8 Tpebosare o1 aaMUHMCTPaUHK YHuUBepcHTeTa COOMONACHHA NOJOKEHHIT M0 OXpaHe
Tpyaa cornacHo ¢t. 219 TK P®.

S OTBETCTBEHHOCTB

Be/Iy1Hil DyxranTep HeceT OTBETCTBEHHOCTS 2a:

5.1 Hemannexamee (xanarHoe, HeOpexHoe, HECRBOEBPEMEHHOE ) HCIIOIHEHHE HIIH

HEHCTIONHEHHE CRBOMX JOLKHOCTHBIX 0DA3aHHOCTeH, MPEIyCMOTPEHHBIX HACTOAILEH

N0JDKHOCTHOH MHCTPYKUHEHR — B npeaenax, onpeneneHHex TK Pd.

5.2 Orkas OT NpUMEHEHHS NEPeIOBLIX NpUEMOB paboThl H HCHOMBIOBAHHS HMEIOUIHXCS
TEXHHYECKHX CPe/ICTB.

5.3 Orkas BBINOIHATH MHCBMEHHbIE H YCTHBIE PACTIOPAKEHUS PYKOBOJHTENA O

BRITOMHEHHH paboT, BXOAAINX B KOMIETEHIMIO OyxXranTepa,

5.4 Tlpuunnenne MaTepuanbHOro ymepba, MpaBoHAPYIIEHN, COBEPIIEHHLIE B MpoLecce
OCYILECTRICHHA CBOCH NEATENBHOCTH — B NIpejesax, ONpee/IeHHbIX aJMHHHCTPATHBHEIM,
rPaKIAHCKHM, YTOJIOBHLIM 3aKOHO1ATETBCTBOM.

5.5 Hapymenne gunancoBoi THCUHIUTHHEL

3.6 Hapymenue npasui BHYTPEHHEr0 TPY.IOBOTO pacnopsika ¥ HUBEpCHTETA.

5.7 TlpuunHenHe MaTepHAIBHOTO yiIepha HMYIIECTBY YHHBEPCHTETA.

5.8 Hapymenue nparui oxpaHsl Tpy/1a 1 TEXHHKH Oe30MacHOCTH.
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