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1. OBHIHUE IMOJOXEHHUSA

1.1 Hacrosimee ITonoxenune o6 ormene kaapos (manee — ITonosxkenue)
pa3paboTaHo B COOTBETCTBUM C 3aKOHOZATeNbCTBOM Poccuiickoil Mepeparu,
yCTaBOM, JIOKallbHBIMH HOPMAaTUBHBEIMH aKTaMM KOJUIe/Ka, M OIpejesser
OpraHM3alliOHHbIC W MPABOBBIE OCHOBBI IEATEIFHOCTH OT/IEIIA KaIpoB.

1.2 Otmen  kampoB — SBNSETCS — CAMOCTOSTENBHBIM  CTPYKTYPHBIM
TONpA3NeNeHHeM,  CO3JaHMe, pEOpraHu3alds M JIMKBUIALHS  KOTOPOIo
NPOU3BOIMTCH NPUKA30M AUPEKTOPA KOJLIEIKA.

13 Otmen  KaZpoB B CBOCH  JESTENBHOCTH  PYKOBOJCTBYETCS
3aKOHOJATeNbCTBOM  Poccuiickoli  @efepallid, HOPMATUBHLIME  IIPAaBOBEIMH
aKTaMH, COJCpKaIllie HOpPMbl TPYJOBOTO TIpaBa, YCTaBOM, JIOKAJIbHBIMH
HOPMAaTHBHBIMK aKTaMH KOJUIE[Ka, NPHKa3aMM H PACIOpsHKEHHEM JIMpeKTopa
KOJIIe/Ka, a Takke HacTtodmuM [lomoxenuem.

1.4 HemocpencTBeHHOE PYKOBOACTBO OTHENOM KaJpOB OCYIIECTBISIET
Ha4yalbHUK OTZeNa KaJpoB, Ha3HadaeMbld Ha JOJDKHOCTH U OCBOOOXKIAeMBIH OT
TOJDKHOCTH NPHKA30M JUPEKTOpa KOJLIEIXKA.

1.5 HaganeHuk oTzena KaipoB B mHpefenax CBOEH KOMIETEHIIMH JaeT
yKazaHus1, 00s3aTeNbHbIe 111 BCeX pabOTHHKOB OT/ENa, M OCYIIECTRIISIET TIPOBEPKY
UX UCIIOTHEHHS.

1.6 Ha nepuoj oTCYTCTBHS Ha4YalbHUKA OTHENA KaJpoB (OTIyCK, 6ONe3Hb,
KOMaHIMPOBKa M J10.) €ro 00S3aHHOCTH BO3JIAraloTCs Ha JIMIO, HA3HAYEHHOE B
YCTaHOBIIEHHOM MOPSIKE, KOTOPOE MPHOOPETAET COOTBETCTBYIOIINE IIPABa U HECET
OTBETCTBEHHOCTH 3@  HEHCIIOJHEHWE WMIM  HEHAJUIe)KAalllee  HCIIOIHEeHHE
00s3aHHOCTEH.,

1.7 PaboTHMKM oOTHeNa KaipoB HAa3HAYAIOTCS HA JOKHOCTH H
OCBOOOXKIAIOTCSA OT JOJKHOCTH IIPUKa30M IMPEKTOpa IO TIPECTABICHHIO
HavaJbHHUKa OTAeNa KaJIpos.

1.8 JlomxHOCTHBIE 0053aHHOCTH, KBaITH(QHKALHOHHbIE TpeGOBaHYs, TIpaBa
U OTBETCTBEHHOCTh PabOTHHUKOB OT/E]a KaApOB ONPEAENSIOTCS NOIKHOCTHBIME
UHCTPYKIUSIMH.

1.9 CTpykTypy W IUTaTHYIO YHCIEHHOCTH OT/eNa KaJpOB yTBEpPIKIaeT
JAMPEKTOP KOJUIE/KA IO MPECTaBIeHUIO HadalbHUKA OT/IENIa KaapoB.

2. IIEJIA U 3AJAYH

2.1 Peanmu3auust NOTUTHKH KOJIJIEJDKA B OOJIACTH yNIPaBIeHHS EPCOHAIOM
B COOTBETCTBUU CO CTPATErHeH M TEKYLIMMH IIJIaHAMH €0 PA3BUTHIL.

2.2 VYuer nepcoHana U JIOKyMEHTHPOBAHHE KaJpOBBIX IIPOIIECCOB.

2.3 Obecrieuenre COOMONEHAS TPYAOBBIX W COLMAIbHBIX IIPaB, JILCOT U
rapaHTUi pabOTHUKOB KOJLIEIKA.

2.4 Obecniedenrie CTPYKTYPHBIX HOIpA3/eieHHi KOJIEIKa IePCOHAIOM B
COOTBETCTBHUH C YTBEPKIEHHBIM IITATHBIM PACITHCAHHEM.

2.5 KOHTpOIb NUCUMILTHHEI TPYIA.



2.6 KoHTponb co0oaeHus IITaTHOH JUCIIUIIMHEL.

2.7 Cospanue HHOOPMAIMOHHON (a3bl HaHHBIX O pabOTHHKAX, ee
CBOEBPEMEHHOE OOHOBJIEHHE, OICPAaTUBHOE TIPeICTABIEHHE HEO0OXOIMMOl
MH(OPMALIMU 3aHHTEPECOBAHHBIM IM0JIb30BATEIAM.

2.8 Opranusanus BOGHHO-YUETHOM paboTEl ¢ pabOTHUKAMHU KOJLISIKA.

2.9 Konrpone Han BefeHMeM TabelbHOTO yduera paboyero BpeMeHH
nperoiaBaTesleld U COTPYAHUKOB KOJLIEIKA.

2.10 TloaroToBKa MPOEKTOB IIPHKA30B U YKa3aHUM JUPEKTOPa KOMIEeIKa 10
KaJpOBBIM BOIIPOCAM.

2.11 OGecnieyenre COXPAaHHOCTH IE€PCOHANBHBIX JAHHBIX pPabOTHUKOB
KOJIIe[Ka B IIpouecce ux o0paboTKH.

2.12 ObGecnevenye MEPOIPHUATHH IO MPOTHBOAEHCTBHIO KOPPYIILIHH.

2.13 Ilo nopydYeHMIO JMPEKTOpa KOIUIE/KA Ha OT[ed KaIpoB MOTYT
BO3/1araTbCsl MHbIC 3a/1a4M, C HAJEJEHHWEM €ro JONOJHUTEIBHBIMH (DYyHKIHAMH U
IIOJIHOMOYMSIMH.

3. YHKIIAU

3.1 Yuacthue B omnpeneleHMM U pa3paboTKe KaJpOBOH IIOJIUTHKU B
COOTBETCTBHH C HAIIpaBIIEHUEM U chepoil MesTeTbHOCTH KOJIIeIKa.

3.2 Ompenenenne TeKylled NOTPeOHOCTH B Kaapax (COBMECTHO C
HayaJbHUKAMHM  CTPYKTYPHBIX  I[IOJpa3/ielieHu#i), KOMIUIEKTOBaHWE  IITaTa
HEOOXOJMMBIMH KaJpaMd B COOTBETCTBHH C KPHTEPHUSIMH OTOOpa M OIEHKOMH
HaHKUMAaeMoro rnepcoHaa.

3.3 loxymeHTanbHOe O(OpMIIEHHE TNpHeMa, IEePeBOAa H YBOJILHEHUS
pabOTHUKOB (COCTaBIEHUE TPYIOBBIX JIOTOBOPOB, BENEHHE JIMYHBIX J€J) B
COOTBETCTBUH C TPYAOBBIM 33KOHOJATEIBCTBOM: OQOpPMIICHHE TPYIOBEIX
NOrOBOPOB ¢ pabOTHUKAMM U M3MEHEHWI! K HUM, MOArOTOBKA IPOEKTOB NPHKA30B
I10 JINYHOMY COCTaBy XU OCHOBHOM JIEATEJIbHOCTH KOJLIEIXKA.

3.4 JloxymeHTansHOE O(OpMIIEHHE CIIyKeOHBIX KOMaHIHPOBOK.

3.5 ®opMupoBaHMe  IITATHOIO  PACIMCAHMSA, KOHTPOJL  INTATHOMH
paccTaHOBKH pabOTHUKOB B CTPYKTYPHBIX IOApa3ie/eHUsIX KOLIeIKa.

3.6 PaspaboTka JOKanbHBIX HOPMATHBHBIX aKTOB II0 HAIpaBICHUSIM
NEATENIBHOCTH OT/ENIa KaJpoB.

3.7 ObecneyeHne 3aKOHHOCTH B c(epe TpPYJAOBBIX OTHOIIGHUH B
KOJIeIKe.

3.8 ®opmupoBaHHE H BelCHHE ABTOMATH3MPOBAHHON 6a3bl NAHHBIX O
NEPCOHATBHOM COCTaBE pabOTHHKOB, MOJIOTOBKA CTATUCTUYECKON OTYETHOCTH TI0
epcoHamy.

3.9 IloaroroBka MarepuasoB [UIl [pPeACTaBICHUS pabOTHHUKOB K
HarpakIeHHIO.

3.10 IlogroroBka  MaTepwamoB Juisi [pUBI€YEeHHS pabOTHUKOB K
JUCLMIUITMHAPHON OTBETCTBEHHOCTH.

3.11 CocraBneHre COBMECTHO CO CTPYKTYPHBIMH TMOJpa3/eleHHsIMHU
KOIljIeXa rparka OTIyCKOB, KOHTPOJIb €r0 UCIIOJHEHHS.
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3.12 Yyacte B TIOATOTOBKE TOJOBBIX M TEPCIEKTHBHBIX I[LIAHOB
JTIOTIOJIHUTENIBHOTO NPO(ECCHOHATBHOTO 00pa3oBaHus paGOTHUKOB, KOHTPOIb HX
UCIIOITHEHUSI.

3.13 IToaroToBka U BEIZAYA CIIPABOK O 3aHUMAEMOH JODKHOCTH U repuoe
padOTHI B KOJUIE/DKE, KOTIUH JOKYMEHTOB, CBA3AHHBIX C TPYIOBOH AEATENLHOCTHIO
pabOTHUKOB.

"3.14 Benenne paboThl ¢ TPYIOBBIMH KHIIKKAMH, B TOM THCIIE IpUeM, y4erT,
XpaHeHHe, 3all0JIHeHUE, a TAKXKe BblJada IIpU MPEeKpaLeHUH TPYAOBLIX OTHOIICHUH
H B HHBIX CITy4asx, MPelyCMOTPEHHBIX 3aKOHOJATEILCTBOM.

3.15 OGecnevenme 3amMThl NEPCOHANBHBIX NAHHBIX MpH  paboTe ¢
AOKyMEHTaMH, COZIepKallMMHK IIEPCOHAJIbHbIE TaHHBIE pa0OTHUKOB.

3.16 Benenue taGenbHOro yuera pabodyero BpeMEHHM —COTDPYIHHKOB
KOJuTeKa.

3.17 Obecrieuenre TEKyILEro XpaHEeHHs, CBOEBPEMEHHOIO YHUYTOXKEHHS
AOKYMEHTOB IO IIepCOHANy, IIOATOTOBKA JOKYMEHTOB K C/aue Ha XpaHeHHe B
apXuB.

3.18 KoHTponb COCTOSHHS TpyAOBOH [HUCLUIUIMHEL #  COOIIONCHHUS
paboTHHKaMu IpPaBUJI BHY TPEHHETO TPYAOBOTO PaclopsiiKa.

3.19 Opranmnsauus BOMHCKOTO ydeTa TPaXAaH M3 4YHCIa PaGOTHUKOB
KOJIe/DKa, TIOANEXAIIUX BOMHCKOMY y4YeTy M OpOHHMPOBaHHIO TI'pak[aH,
IIpeOBIBAIOIINX B 3aIrace.

3.20 ITogrotoBka HEOOXOMUMBIX MAaTepUANOB il PACCMOTPEHHS Ha
KOMHUCCHH I10 YCTAHOBJICHHIO BBICTYTH JIET.

3.21 PaccMoTpenne xano6 W 3agBIeHUM paGOTHHUKOB 110 BOIIpOCaM
npueMa, IMepeBojia, YBOJbHEHHUS, HapylIeHHH TpPyJIOBOrO 3aKOHOAATEIHCTBA.
[IpuHsaTrHe Mep K BBIABICHHIO W yCTPAHEHMIO MPHYHH, TOPOXKIAIOMIHAX JKATOGHI
pPabOTHUKOB.

3.22 BzaumoJeHCTBHE CO CTOPOHHUMH YUPEKIEHUSIMH, OPTaHU3aLUAMHU, B
TOM HHCIIE IOCYJapCTBEHHBIMH BHEOHOJUKETHBIMU (OHIAMH, TOCYAAPCTBEHHOM
WHCIEKIMeH Tpyla, BOECHHBIMH KOMHCCAPHATAMH [0 BOIPOCAM YIIPaBICHHS
IIEPCOHAIIOM.

4. IIPABA H OBSI3AHHOCTH

4.1. Orzmen xafpoB UMeeT CIEAyIOIIKE IIPaBa;

* OcyulecTBisATs  B3aUMOJEHCTBUE C  OPYTHMH  CTPYKTYDHBIME
NOIpa3eNICHUs MU KOJIUIEIKA, a TaKkKe B TMpemaeiaXx CBOEH KOMIIETEHIMH CO
CTOPOHHHUMH OPTaHU3ALHAMH.

® BHOCHTE HA pacCMOTpeHHE PyKOBOICTBY (aAMMHUCTPAIMH) KOJLIEIKA
[PEIOKEHHUS 110 COBEPLICHCTBOBAHHUIO (hOPM B METO0B pabOoThI OTJIENA KaJIPOB.

e Ilo cormacoBanuWio ¢ PyKOBONCTBOM (aAMMHUCTpALMe) KOJUIEMIKa
NPUHUMATh HEOOXOAMMBIE MEpPhl ISl YIy4IIeHHs MaTepHalbHO-TEXHHIECKOTO M
WH(POPMAIHOHHOIO obecrieyeHus, YCJI0BHM Tpyna, MTOBBIIIIEHUS
podeCCHOHATEHOM OATOTOBKH PaGOTHUKOR FOPUIMIECKOTO OTIE/A.

® 3ampaluuBaTh B TpelelaX CBOHX IIOJHOMOYHMH OT CTPYKTYPHBIX
NOApa3AeNIeHHH KOJUIE/kKa, HeoOXOaUMble IUIsi paboThl CBe/leHHS, MATEPUANBl U
AOKYMEHTBI B COOTBETCTBHH C 3aKOHOAaTenbcTBOM Poccuiickoit Meneparyu.
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e KonTponupoBare B Impefenax NPeICTABICHHBIX  ITOJHOMOYHM
HCTIOJIHeHHMEe 3aKoHOomaTenbeTBa Poccutickoit Menepanun, YeTaBa KomaemKa, HHBIX
JIOKaJbHBIX aKTOB KOIIIEKA. B COOTBETCTBUHM C YKa3aHUSIMU IUPEKTOPA KOJLIeIKa
IPOBOJINTh HEOOXOIUMEIE IIPOBEPKU AEATENBHOCTH CTPYKTYPHBIX IMOApa3ieNeHuit
KOJUIe/Ka U ero paboTHHKOB.

4.2. Jlns peanusaluy 3a1ad U QYHKUMH Ha OTHEA KaJpoB BO3NATAIOTCS

CIIEIYIOIIME OCHOBHBIE 00S3aHHOCTH:

*  (OOGecrieyenue BBINOJHEHHS B CPOK W HA MPOGECCHOHATEHOM YPOBHE
BCEX BHUJOB JICSITEILHOCTH OT/ENA.

e OOecrieyeHne COXPaHHOCTH IIEPCOHATBHBIX JAHHBIX PabOTHHKOB U
KaHJIMJIaTOB Ha 3aMelleHUe BaKaHTHBIX MECT KOJIJIEIKA.

e CobmoneHue HOPM JICHCTBYIOILENO 3aKOHOJATENHCTBA POCCHICKOM
@enepal(dy IIPH BBIIOTHEHHH BO3JIOKEHHBIX Ha OT/e] BYHKIUH 1 3a/1a4.

e CBOEBpEMEHHOE TMPEIOCTABIEHHE YCTAHOBIEHHON OTYETHOCTH IO
JIeSITENIBHOCTH OT/IEJIA.

® Yyactie B paboTe KOIIETHANbHBIX K COBELIATENBHBIX OPraHOB
KOJITIE/KA, CBA3aHHBIX C HAIIPaBIIeHUAMH JeATEIbHOCTH OTIeA.

e [loamucaHue IOKyMEHTOB, CBS3aHHBIX C IEATEIBHOCTHIO OTIEA.

e OOGecneueHne COXPaHHOCTH MMYIIECTBA, 3aKPEIJIEHHOTO 33 OTHENOM, a
TaK)Ke COONII0eHHEe TPOTHBOTIOXKAPHBIX MIPABHIL.

S. OTBETCTBEHHOCTb

5.1 Bclo MONHOTY OTBETCTBEHHOCTH 3a KAYECTBO M CBOEBPEMEHHOCTE
BBITOJIHEHHS BO3JIOKECHHBIX HACTOsLIMM [lonoxeHneM Ha OTHeN 3a1a9 ¥ (pyHKIuMI
HECeT HA4YaJlbHUK OTZeNa KaZpoB. (B ClIydae ero OTCYTCTBUS — 3aMECTHUTENb
Ha4yaJbHUKa OTJie/1a KaapoB. )

5.2 HavanpHUK 0T/IeNa KaJpOB HECET [IEPCOHANIbHYIO OTBETCTBEHHOCTE 3a:
HECBOEBPEMEHHOE W HEKAYCCTBEHHOE  BBINOJIHEHHE 3a7a4y W (YHKIIMI,
BO3JIOJKEHHBIX Ha OTJEN KaJpOB;

HEHUCIIOJIHEHUEe WM  HEHaJJIeXkalllee  MCIOJHEHHE  CBOMX  JIOJDKHOCTHBIX
0043aHHOCTEH B COOTBETCTBHM C JEHCTBYIOIIMM 3aKOHOJATEILCTBOM U
JOKaJIbHBIMH HOPMATUBHBIMHU aKTaMH KOJIIEIKA;

[IPAaBOHAPYIIEHHS,  COBEPLIEHHLIE B  Ipolecce  OCYIIECTBICHHS  CBOEH
AEATENbHOCTH, B IIpefeiaX, ONpeleleHHBIX JEHCTBYIOUHM aIMUHHUCTPATHBHBIM,
YTOJIOBHBIM U I'paKIaHCKHM 3aKOHOAaTenbeTBOM Poccuiickoii Menepanmu;
HEeCOOIIOIeHHe NPaBUII BHYTPEHHETr0 TPYAOBOrO PACNOPSIKa, OXPAHBI TPYIa U Mep
[IO)KapHOU 0€30I1aCHOCTH B IIpe/iesiax JOKAIbHBIX HOPMATHBHBIX AKTOB KOJLUIEIKA.

5.3 HMunuBuiyanbHas OTBETCTBEHHOCTh pabOTHMKOB OTHeda Ka[poB
YCTaHaBIHBAETCH UX JNOKHOCTHBEIMU HHCTPYKIIASIMH.

6. BBAUMO/JEVNCTBUE

6.1 PaborHuku oTHena KafpoB B3aUMOJAEHCTBYIOT C pabGOTHHKAME
KOJUIeKa, OPraHU3alMsIMU U YUPEXKICHUSMHU N0 BOMIPOCAM AesSTEILHOCTH OT/ea,
€CIIH 3TO HEeOOXOJMMO JUIs PelIeHHs 3a1a4 W (PYHKIHM, BO3IOKEHHBIX Ha OTIel
KaJIpoB.
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6.2 Otzen XaJjpoB B IIPOLIECCE BHITONHEHHS BO3JIOKEHHBIX HA HETO byHKINH

B33HMOHeﬁCTByeT CO BCEMH CTPYKTYPHBIMHU MOJAPa3/ICICHUSIMU:

Ilo Bonpocam mnosyyenwus:

Tabenell ydera pabouero BpeMeHu;

3asIBJICHUH;

OOBSICHUTENILHBIX 3AIIHCOK;

JIMCTOB HETPYAOCTIOCOOHOCTH;

Ilo Bompocam mpegocTaBieHuUs:

CIIPaBOK;

BBIITUCOK. KOITHH 3arpallliBaeMbIX JOKYMEHTOB;
ITo Bompocam npenocTaBieHUA:

KOTIMH IIPUKA30B IO JIMYHOMY COCTaBY;

Tabenel yyera pabouero BpeMeHu;

JTUCTOB BPEMEHHOM HETPYAOCIIOCOOHOCTH;
3asiBJIEHHUE Ul HAYUCIIEHUs M BBIIIIATE] IOCOOHI;
AOKYMEHTOB MJisl O(OPMIIEHHS CITyKeOHBIX KOMaHIMPOBOK.
Ilo Bompocam 1oy deHus:

HHGOpPMaLH O 3apabOTHOM MIaTe PaGOTHHKOB.

7. SAKJIIOYUTEJIBHBIE MOJOXEHUS

7.1 Hacrosiee IlonoxeHue BCTymaeT B CHIIy CO JHS €r0 yTBepIXKICHHs

JIAPEKTOPOM KOJLIE KA.

7.2 Hacrosmee IlonoxeHue nepecMaTpUBaeTCs, U3MEHIETCS ¥ JOTIOIHIETC

I10 MEpE H606XOI[HMOCTI/I. H3meHeHus u AOIIOJITHEHHSA K HACTOAIIEMY [Tonoxenuro
BHOCATCS Ha OCHOBaHMUH ITpHKas3a JAHUPEKTOPa KOJJIeIXKa.



