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1. Obue NonoXeHUn

1.1. HacToslee NonoxeHve onpegenseT NOpAAOK ASSTENBHOCTY YNpaBneHna kaapos
thepepansHoro rocygapcTBeHHoro  BrofxeTHoro  obpaloBaTenbHOro  yHpexgeHvn
BbiCLIEro npodeccuoransHoro obpasoeannsa «Cankr-MNeTepbyprekas rocygapcraeHHan
XyAOKECTBEHHO-TPOMBILLNEHHAR akagemua» (fanee — YnpasneHuve), Asnstolerocs
yrpaBneHYecknM CTPYKTYPHbIM nogpasgensHuem deaepanbHoro rocyaapcrseHHoro
BlomkeTHoro  0o6pazoBaTenbHOrO  yYpexaeHus  Bbicllero  npodeccuoHanbHoro

obpazopaHus «CaHkr-MNeTepbyprckas rocyfapcTBeHHasn XYOOKECTBEHHO-
npoMbILINEHHas akagemmna» (ganee - Akagemus).
1.2. YrpaeneHne B CBOEW AeATeNbHOCTW  PYKOBOACTBYETCA  AEWCTBYIOWUMMU

HOPMAaTUBHO-NPABOBEIMK akTamn Poccuiickoil ®epepauum v Ycrasom Akagemun,
peweHnaM YueHoro CoBeTa, npukasamu w pacnopmxeHuamn pekropa, [pasunamu
BHYTPEHHEro pacnopsgka, HacToAwmm [onoxeHneM 1 UHLIMU NOKaNbHbLIMW akTamu
akanemMun.

1.3. Ynpasnenue nmeeT 4Be Kpyriole HerepboBble nevaTyt o CBOUM HaUMEHOBAHUEM 1t
yKasaHueM npuHagnexHocT K AkageMuu, LTamnel U Bnankn, apyryio Heobxognmyio
aTpuByTUKy, KOTOpPbIE W3rOTaBNWBAKTCA B COOTBETCTBMM C  MHCTpYKUWER no
[enonpov3soAcTBY.

2. Haanauenune YnpasneHus

2.1. YnpasneHune ocyulecTenser:

- B COOTBETCTBUW CO WTATHBIM pacrnvcaHnem, yTrBepi/eHHbiM PEKTODOM, obecnedeHne
CTPYKTYPHLIX  nofipasgenedvin  Axkagemwu npocheccopcko-npenogaBatenbCkMm
cocTagoMm, COTpYAHWUKAMKW, WHMKEHEepHO - TexHWMeCcKuMw paGOTHMKaMM, yqe6Ho-
BCNOMOraTesibHbIM Y 06CNYXUBAKOLIMM NEPCOHANOM;

- OpraHn3aunoHHO-A0OKYMEHTALWOHHOE obecneveHne Ka,E],pOBOIﬁ paGOTbi B AKEUJEMVIM;

- oBecneyeHune npae, NEroT 1 rapaHTuin paboTHUKOB akagemun,

3. 3agaum
3.1. [edATensHOCTL YNpasneHus HanpasneHa Ha ocyulecTBleHne creayownx sanav:

- KaapoBhLlA y4eT COTPYAHWKOB W CTYASHTOB AKaaemuu,

- kagposas paboTa B nogpasgenerHuax Akagemuu,

- KOHTPO/ML 38 COCTOAHWEM TPYLOBOW AUCUMNAWHLI B nofpasaeneHvax Akagemuin wu
cobrioaeHuem  coTpyaHukamu  Akagemuu,  [pasun  BHYTpPEHHErc  TpyaoBOro
pacnopagka,

- aHanns NpuHuH TEKYHeCcTU Kaapos;

- paspaboTka MeponpuATUA NO YKPENNeHWo TPYAOBON AUCLMININHBI, CHWKEHWIO
TeKy4yecTu kagpos, noTepb pabo4yero spemMenn, KOHTPONL 3a UX BbINONHEHUEM,

- co3fjaHve wHdopmauunoHHoln 6assl gamHbix 0 paboTHWkax W cTygenTax, ee

cBoeBpeMeHHoe  oOHOBNeHwe,  onepaTuBHOE  nNpeAcTaBneHve  Heobxoammown
wHopMaLr NoNL3OBaTENSAM.



4, OyHKLUUMN

4.1. B COOTBETCTEMW C HA3HAa4YeHWEeM W 3afadyami, ykaszaHHbiMW B pasgene 2 U 3

HacToslero TlonoxeHnnsa, Ha YnpaBneHWe BO3NOXEHO BbINONHEHNE Cheayownx

hyHKUWIA:

- mnoabop pabOTHUKOB COBMECTHO C  PYKOBOAWTENAMW  3aMHTEPECOBaHHBIX

noApasgeneHunii Ha MMeloLLMEecA BaKAHTHbLIE AOMKHOCTH,

- obecrnieyeHvie AOKYMEHTaNLHOro oopMneHnst npuema (Ha rnocTosIHHYI0, BPEMEHHYH

paGoTy u paboTy NO COBMECTUTENLCTBY), fepescfa W YBOMbHEHUS paboTHWKOB 8

COOTBETCTBUM C TPYAOBLIM 3aKOHOAATENLCTBOM, NOSIOKEHUAMU U NPUKa3aMK peKkTopa,
- NOAroTORKA  HOKYMEHTOB NpEeTeHAEHTOB K M3GpaHuilo  NO  KOHKYpCy Ha

3aMelleHue COOTBETCTBYHLLEA [OomkHOCTU  npodeccopcko-NperoaasaTenLeKoro

COCTaBa;

- BefleHne KanpoBoro yyeta pabOTHUKOR, NUYHLIX AEM, CBOEBpPEMEHHOe BHeceHue B

Nu4Hble KaPTOYKW U TPYOOBLIE KHWKKM YUETHBIX AAHHbIX;

- Npuem, 3anosiHeHue, XpaHeHne 1 BblAaaqa TPYAOBbLIX KHUKEK;

- BblJaya CNPaBOK O HACTOSLWEH W NpoLmol TPyAoBOH AeATENbHOCTH PaboTHUKOB

akagemum;

- y4yeT v BejeH1e KafpoBoW AOKYMeEHTaLuy,

- KOHTPOMb 3@ CBOEBPEMEHHBLIM COCTABMEHWE IPauKoB OTNYCKOB CTPYKTYPHLIMU

nogpasgeneHsMiu, Y4eT WCNONb30BaHNA OTMYCKOB U AOMONHUTENbHLIX OTNYCKOB B

COOTBETCTBUAM C YTBEPKAEHHLIM Tpagukom;

- MOAroTOBKa COOTBETCTBYIOWUX MaTepuarios, HeoOXoauMbiX Ans npeacTaBneHwA

COTPYAHVKOB aKademuy K MOoLUpeHUAM U HarpaxaeHusM, Noarotoska u oopmierne

[OKYMEHTOB [Ansi NPEACTaBMEHUs K HarpaxOeHuio 3Hakamu otnuums 8 cdepe

0Bpa30BaHURA W HaYKV 1 roCYSapCTBEHHBIMI HAarpaaami; NPUCBOEHUIO YHEHbIX 3BaHMN;

- KBOTWpORaHue paboyvx Mect UHBaNnaoB;

- BEiEHME CTATUCTUYECKON OTHETHOCTY;

- NOArOTOBKA W CAAYE AOKYMEHTOB B 8pXUB,

- BeJeHWe NUYHBLIX Oen U KApTOYeK CTYAEHTOB;

- NOAFOTOBKA OTYETOB O KONMuecTse 0Byyalowmxcs U ux pacnpeaeneluu no y4ebHbim

nogpasaeneHnaM akagemuu,

- COfleiCTBUE TPYAOYCTPONCTBA BbINYCKHUKOB AKaaeMuK;

- nocTaHOBKa Ha BOWHCKUA y4eT W OpoHWpoBaHWE  CTYAEHTOB W rpaxaad,

npebeiBaLLnX B 3anace,

- KOHTPOSMb 32 WCMOSIHEHVUEM MPUKA30B W PaCMOPSHIKEHNA PEKTOpA NO HanpaBneHWAM

REATENBbHOCTU YNpasBsieHus.

5. OpraHuzaLMOHHanA CTPYKTypa

5.1. B coctas YnpasneHnsi BXOOAT:

- otaen no paboTe ¢ npotheccopcKo-npenojanraTtenbCkUM COCTaBOM U COTPYAHNKaMK,

- oTgen no paboTe co cTyaeHTamu.

5.2. OToenbl BO3MaBMAIOTCH PYKOBOAMUTENAMY, KOTOpble ASNCTBYIOT Ha OCHOBaHUW
HacTositiero TonNoXeHUst U OOMKHOCTHBIX WHCTPYKUWWA, HasHa4aloTCA Ha AOMKHOCTbL
MpUKaaoMm pekTopa Akagemuy Mo npegcrasneHuto HadanbHUKa YnpasreHus,
COrNacoBaHHOMO C NPOPEKTOPOM MO NPaBOBLIM W KaAPOBLIM BONpOCaM.

5.3. CTPYKTYPY W LWITATHYIO YMCAEHHOCTh YNpaBneHus yTBepXXaaeT pekTop akaaemun,
MCcXons M3 HOPMAaTUBOB YMCHEHHOCTU MpoeccopcKo-NpenofaBaTenbckoro cocTasa,
CTYAEHTOB 1 0BCNYXMBAIOLLEr0 NepcoHana ¢ yyeTom obbema BbINONHAEMBIX paboT.
litatHoe pacnucaHve YnpaeneHnusi paspabatbiBaeTcA YNpasfeHWem 3KOHOMWUKN ¢
hVHaHCOB ¥ YTBEPXOAETCA PEKTOpOM AKaAEeMUN B YCTAHOBNEHHOM Nopaake.



54. Tpyposble oTHOWeHUs wMexny paboTHukamwm YnpaeneHws w  Axagemuen
perynupyloTca aakoHogartenscTsoMm Poccuickon Pegepaunum o Tpyae.

6. YnpasneHue nogpa3geneHmem.

6.1. ObLuee pyKOBOACTBO W KOHTPOSb HAL AEATENBHOCTLIO YNpaBneHWs OCyLIecTBnAeT
pexkrop.

B npepenax npefocTaBnNEHHbBIX MNOSHOMOYUA KOHTPOMbHBIMU dyHKUMAMKU B
OTHOLIEHWM YNpaBneHus Nnomnb3yeTcs NpopeKTop MO NPaBoOBLIM U KaAPOBLIM BOTNPOCAM
6.2. HernocpegcteeHHoOE pyKOBOACTBO YnpaBneHWeEM OCYLUECTBNAET HauvanbHUK,
KOTOPbI HasHa4YaeTCs Ha [OMMKHOCTb M OCBOOOXAAETCA OT [OMKHOCTU MPUKA30M
pekTopa Akagemuy B COOTBETCTBUW C ASACTBYHOLLUMM 3aKOHOAATEeNbECTBOM.

6.3. B nepvopg oTCyTCTBUSI HAaYanbHUKa YnpaeneHnsa ero 00A3aHHOCTN NCMONHSET €ro
3aMecTUTenNb.

6.4. HauanbHuK YnpaBneHns HeCceT nepcoHanbHy 0TBETCTBEHHOCTL 3a;

- pesynbTathl JAeATerbHOCTW YnpaBneHWs B COOTBETCTBUA C  AeACTBYIOLLUM
3akoHopaTernscTBoM Poccuiickon ®enepauun;

- HECBOEBPEMEHHOE W HEKauYeCTBEHHOE BbINOMNHEHWe 3afday, BO3NOXeHHbIX Ha
YnpasneHwe,

- HEUCMNONHEHWE UNWY HeHagNexallee UCMOSHEHUE CBOMX AOJDKHOCTHBLIX 00si3aHHOCTEN
B COOTBETCTBUN C [OENCTBYIOLWMM 3aKOHOLATENbCTBOM W JIOKANbHLIMKU - aKTamu
Axkagemun;

- MNOCNeAcTBus MNPUHUMAEMbIX WM pelleHud, COXPaHHOCTe W adhdeKkTuBHOE
MCNONb30BaHNE UMYLLIECTBA;

- NpaBoHapyweHns, COBEPLUEHHbIE B NPOLECCE OCYLLECTBNEHUA CBOSH AeSATENIBHOCTH,
B npenenax, ONpefesieHHbIX AOSWCTBYIOLWM aaMWHWCTPATUBHBLIM, YrONOBHBIM U
rpadknaHcKum 3akoHodaTenscTroM Pocculickoin Pepepauuuy,

- NMpUYMHEHWEe maTtepuanbHoro yuwepba B npegenax, onpegeneHHblX AeACTBYIOLLWUM
TPYAOBLIM W rpa)XaaHcKuM 3akoHofaTenscTBom Poccuiickon depepauuwm;

- HecobriogeHme paboTHukamun Ynpaenenus [lpasun BHYTpeHHeEro pachnopsgka,
TexHWkn  GesonacHocTW, MNPOW3BOACTBEHHOW  CcaHuTapuM W Mep  NoXxapHown
BesonacHocTw.

6.5. HauanbHuk YnpasneHus B npegenax cBoel KOMNETEHUUWN N3aaeT pacnopsmKeHns i
AAaeT ykasaHws, obssarenbHele AnA Bcex paboTHUKOB YnpaBneHuus, U ocyllecTsnset
MPOBEPKY NX UCTIONHEHNA.

6.6. OTaenbt BO3rnaenAlT HadanbHUKK OTAENOB. HavankHuk1 OTOENOB HAa3HAYAKTCA
MPUKa3oM peKTopa no NPeAcTaBlEHUID HavanbHUKa YNPaBneHWa COrnacoBaHHOIO C
APOPEKTOPOM N0 NPaBOBLIM W K&APOBLIM BONpocam.

6.7. YnpaBneHvwe BegeT OOKYMEHTaUWMO W NpeacTaBnseT oTtdeTh! M nnadbl paboTel,
WHYI0 MHOPMALINIO O CBOEI AEATENBbHOCTA B YCTAHOBNEHHOM NOPSAKe.

7. PaBoTHukmn Ynpasnenus. Nopagok pa6oTsbl,
onnarta TpyAaa, npaBa, 06513aHHOCTU ¥ OTBETCTBEHHOCTh

7.1. PabotHuku Ynpaenenus npuHuMaloTcsi Ha paBoTy Ha YCMNoOBMAX TPyOOBOrO
Aoroeopa, Mo MNPeAcTaBneHMic  HadanbHWKa  YnpasneHus, CcornacoBaHHOMY C
NPOPEKTOPOM MO MPABOBLIM N KaAPOBbLIM BONPOCaM,

7.2. [eatenbHocTb, KBanudukauMoHHble TpeboBaHua, npasa, oBS3aHHOCTH M
OTBETCTBEHHOCTb 3@  [OIMKHOCTHble  Hapywedwst  paboTHMKOB  YnpaBneHus
onpenendarTCca JOMKHOCTHLBIMU MHCTPYKLMAMM.



7.3. DomxHocTHOM oknap paboTHUKOB YnpaBneHusa ycraHaBnMBaeTes B COOTBETCTBUAM
C copMmo# W cucTemoi onnaTel Tpyda, npuHsToid B Akagemun. Onnata Tpyga
paboTHMKOB YNpasrieHWsi MOXET BKMOYaTb B cebA BbINMAThl CTUMYNUpYloLero
Xapakrepa, aonnarel, Haabaeku, ycTaHaBNMBaeMble NpUKasamMu peKkTopa.

7.4. TlpofomknTensHOCTE U pacnopsigok paboyero AHS, NOPSALOK NpefocTaBneHus
BbIXOAHBLIX AHER, OTNYCKOB W ApYrWe BOMpOCHl TPYAOBON LEATEenbHOCTY paboTHMKOB
YnpasneHus  perynupyloTcs  OENCTBYOLMM  3akoHogatencTBoMm  Poccuiickoit
®epnepaunn, paBunamu BHYTPEHHErO pacnopsaka W WHLIMU NOKANLHBIMU aKTaMK
AxageMunn.

7.5. PaboTHukn YnpaeneHus HecyT OTBETCTBEHHOCTh 3a pasrmalleHue oxpaHseMow
3aKOHOM  TalHbl  (cny#ebHOW, KOMMepYeckoW, JKOHOMWMECKOW, pasrnalleHue
nepcoHanbHbIX  AaHHbiIX  pabOTHUMKOB) B COOTBETCTBMM C  3aKOHOAATENLCTBOM
Poccuiickon Genepaumei.

8. NpaBa HaYankLHUKa YnpasneHus

HavanbHuk Ynpasnexus nMmeeT npaeo:

8.1. [lelicTBoBaTL OT MMEHW YNpaBneHus 1 NPefcTaBnsATb WHTEpechl YnpasneHnst Bo
B3aMMOOTHOLLEHUAX CO  CTPYKTYPHbIMW  noapasaeneHusmu Akagemuyu  no
HanpaeneHsaM CBOEN OEATENLHOCTH, a TakkKe B CTOPOHHUX OpPraHu3aUusax Mo sagaHnio
pektopa.

8.2. 3anpawwvBaTe B  CTPYKTYPHbIX nNogpasgenexHusax Akagemun noapasgeneHuns,
AOKYMEHTLI W CBeAeHns, HeobxoAumbie ONA peanusauum 3afaqv BO3NOXKEHHLIX Ha
YnpageneHue.

8.3. 3HaKOMWUTBLCA C NPOEKTaMU PeLUeHWA pekTopa, KacalLLUMXcA HAeATenbHoCTU
YnpasneHus.

8.4. lpuHuUMaTL HenocpeacTBEHHOe yyacTue B paborte YueHoro coeeTa, pektopaTax v
COBELLaHWi No BOMpOCcamM, CBA3AHHBIM C AeATENLHOCTLIC YNpasnenus.

8.5, BHocute pektopy AkagemMun:

- NpepnoXeHwss no CcoBeplUeHCTBoBaHWKD paboTbl YNpaBneHWs W YCTPaHEHWIo
nmerwmxca HeOCTaTKOB, a Takke CoBepLUeHCTBOBaHNI0 MeToaoB paboThl paboTHUKOB
Ynpasnenus:

- NpeanoxeHus o npueme, nepesBofe, ysBonbHenun paboTHMKOB Ynpasnedus, 06
yCTaHOBMeHUM paboTHUKAM YNpaBreHua CTUMYNAPYIOLLMX OOMNAT, fOOWPEeHn W
HanoXeHwn Ha HUX B3bICKaHWIA B COOTBETCTBUW C AEWCTBYIOLLUM 3aKOHOAATENLCTBOM;,

- npegnoxexus o6 ynydiueHnn ycnoeuil Tpyaa paboTHUKOB YiipaBneHus, B TOM Yucne
no o6ecneveHnto x obopyaoBaHHbIMKU pabounmMm MecTamu.

8.6. OcylecTBNATL B3aumMoaeincTane ¢ pyKOBOAUTENAMU CTPYKTYPHLIX NOAPA3aeneHnil
8.7, [NoanncelBaTL U BU3MPOBATL AOKYMEHTLI B Npefenax cBoei KOMNeTEHLWA.

9. OBa3aHHOCTM HAaYankLHUKa YrpasneHus
9.1. HavanbHuk YrnpaeneHus obsasan:
- obecneuuBaTb PYKOBOACTBO BCEW AEATENIbHOCTRLIO YNpaBneHus W athheKkTnBHOE
UCMoNL30BaHNE ero pecypcos;
- PpyKoBOAWTE  (POPMWMPOBAHWMEM TOLOBLIX W MEPCMEKTUBHLIX MNaHoB paboThl
YnpasieHus, HECTU NePCOHANLHYIO OTBETCTBEHHOCTL 38 X PEANU3aLMIO;
- YTBEpXaaTb nNnaHbl paboT noapasgeneHwid  YnpaeneHwss M OpraHu3oBbLIBATL
obecnedeHne Ux (huHaHCOBLIMU W MATEPUANLHO-TEXHUYECKNMIU Pecypcamy;
- CBOEBPEMEHHO NPeACTaBIIATL OTYETh! O AeATENLHOCTM YApaBneHus:;
- PerynuposaTte  NPOWM3BOACTBEHHbLIE  OTHOLIEHUS  MeXay noApasaeneHvsMu
Ynpasnexusi n ux paboTHUKamu;



- paspabaTblBaTb [LOMKHOCTHbIE WHCTPYKUMKM Ha paboTHukoB YnpasneHua w
NpeACTaBNATL UX Ha YTBEMKASHWE B YCTAHOBNEHHOM MOpAAKeE;

- €O3/1aBaTh ycrnosusi AnA npoeCcCcMoHanbHOro pocTa M NoBbILLEHUA KBanudukauum
paboTHukoe YnpasneHus,

- FOTOBWUTL NPEANOXKEHNA N0 IKCNNyaTauuu 1 PEMOHTY NOMELeHWA, 3aKpenneHHbiX 3a
YnpaeneHuvem;

- OPraHN30BbIBaTE BeAeHUe OTYETHOCTU.

10. aenonpounasoacTBo YNpasneHus

10.1. [lenonponaeoAcTBO B YNpasneHnu Bedevcs B CooTBeTcTBMM ¢ HomeHknatypon
aen Akagemuv 1 VIHCTpYKUMEn no Aenonpon3BoicTBy.

11. BsanmoaencTBue C APYrMMHU noppasaeneHuiMm
11.1. YnpaeneHue B3auMOIEWCTBYST CO CTPYKTYPHBIMA  noapasfeneHuamu,
OpraHu3auusaMu 1 YYpeXaeHWsMu B pamkax paanuuHblx ¢opm Mo Bonpocam
AenTeNnbHOCTY YNpasneHus
12. NMopraok co3fgaHus, NMKBUOALUMK, peopraHM3aumm u nepemMMmeHoBaHus

12.1. YnpasreHue cospaeTca, NMUKBUANPYETCH, peopraHuayeTcs “
nepenmMeHoBLIBASTCA NPUKA3oM peKTopa AKEI,D,EMUII/I.

CornacosaHo.

[lpopeKTop NO NPaBOBbLIM U
KagpoBbiM BONpocam T. H. lllaba3sosa



