’ HEDTEKOTAHCKUA
NOAUTEXHUYECKWIA
KOAAEAX
ABTOHOMHOE yupe:kIeHue npogecCHOHAIBHOT0 00pa3oBaHus
XaHThI-MaHCHIICKOT0 aBTOHOMHOT0 OKpyra - FOrpobi

«HE®TEIOIAHCKUA NOJUTEXHUYECKUN KOJLIEIA
(AY «He(preroranHckni MOJUTEXHUYECKHH KOJLIEIK)

COKpaIIeHHOC Ha3BaHUE OpraHu3aluu

YTBEPXJIAIO
W.o. nupextopa AY «Hedreroranckuii
MOJIMTEXHUYCCKHUH KOJIIICIK
) AOKYMEHT NOANUCAH
Y 3NEKTPOHHOW NOAMNMUCHIO
Ceprudukar
00EBSBD3EFBO7BOD4EGE39919EADSICDSA

Bnapeneu Hunenxo Tarbsana Bnaaumuposua
Heiicteurenen ¢ 26.05.2025 no 19.08.2026

[Mpuka3 ot 22.07.2026 Ne 01-01-06/326

HOJIOKEHHUE Ob OTAEJIE KAAPOBOI'O, IOKYMEHTAIIMOHHOI'O
N ITPABOBOI'O OBECIIEYEHUA

BEPCHA 1 PETYUCTPALIMOHHBI HOMEP Ne 42

TUIT JOKYMEHTA HopmaTuBHO-METOINYECKUI JOKYMEHT

B JOKYMEHTA [Tonoxenue

PA3PABOTAH Otxen kaapoBOro, TOKYMEHTAIIMOHHOTO U ITPaBOBOTO
o0ecnieyeHust

BJIAJIEJIEL] PETJTAMEHTA  Hawanenuk otnena kaapoBoro, TOKyMEHTAIHOHHOTO H
MIPaBOBOTO 00ECTICUCHMSI

BBOJUTCA B JEMCTBUE C  22.07.2026

CPOK JENCTBUA o 21.07.2029

[NEPUOAMYHOCTD ITPOBEPKU Onun pa3 B rox

MECTOHAXOXXJEHUE AJIMUHUCTpATHUBHO-Y4eOHBIN Kopryc\Kaouuer A219
MO IJIMHHUKA :

r. Hedreroranck, 2026



HEQTEIOrAHCKMI ITo10:xenue 00 oTaeJIe KaapoBoro,

V’ MOAMTEXHUYECKUA
KOMEAX AOKYMCHTAIIMOHHOI'O U ITPABOBOI'0 obecrevyeHHs

COJEPKAHUE

1. AICHOJIb3YEMBIE TEPMUHBI I COKPAIIEHUSL. .......convveeeeeeenereeeeennneeeeeueees 3
2. OBIIUE TOJTOMKEHUISL .......oovooovvoeeveeeeeeoeeeeeeeeeeeeeseeeeseees s ese s s sseses s eae s s eeseseees e eeeseons 4
B TIEJIH VI BATIAUI ... ees e ees e s e ee e s s eees e esreees 5
R 1074 5124 11 1 (OO OO OSSOSO 6
ST 1 (03 05 ()Y (01 17 - FON OO 13
L3R TN 1Y (076):3: 37 DO OO 14
7. OTBETCTBEHHOQCTD ..........ooovooeeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeesesesesees e e s ees s eeeseeeenes 15
8. BAK/TIOUUTEIBHBIN MOJIOMKEHMSL.......uvvveeeieeeeeeeeieieeeeeeesesneeeesssssessseeesns 15



HEQTEIOr AHCKMIA

’ MOAMTEXHUYECKUA
KOAAEAX

IosiokeHHe 00 0THAEI€ KATPOBOTO,

AOKYMCHTAIIMOHHOI'O U ITPABOBOI'0 obecrevyeHHs

1. UCI1IOJIB3YEMBIE TEPMHUHBI U COKPAILIEHU A

1.1. TepmunbI

B Ta6J'II/II_[€ 1 IMPUBEACHBI TCPMUHBI U OIIPEACTICHUS, UCITIOJIB3YEMbIC B ITonoxxenun.

Tabauua 1

Tepmun

Onpenesienune

ﬂoxymenmooﬁopom COBOKYITHOCTBH B3aMMOCBSA3aHHBIX ITPOLEAYP, O6€CHCLII/IBaIOH_[I/IX

ABMIKCHUC JOKYMCHTOB B YUYPCIKIACHUN C MOMCHTA UX CO3aHUA U
IIOCTYILUICHHUA 00 3aBCPIICHUA UCIIOJIHCHUS WX OTIIPABKHU

Pexpymune noa0op nepcoHana

1.2. Cokpamenust

B Ta6J'II/II_[e 2 IMPUBCACHBI COKpALLICHN, NCII0JIb3YCMBIC B ITonoxenum.

Tabauua 2

Cokpamenue

Onpenesnenune

Konneosc

ABTOHOMHOE YyuYpexIeHHE NPO(PEecCHOHATBHOTO 00pa30BaHUs
XaHTbI-MaHCUICKOro aBTOHOMHOI'O okpyra-fOrpsi
«Hedreroranckuil NOMUTEXHUYECKUN KOS

«1C: AI'Y»

Cucrema  BJIEKTPOHHOTO  JOKYMEHTOOOOpoTa  (cucrema
yIpaBICHUS JIOKYMEHTaMHu ), obecrieunBaroias coop
JOKYMEHTOB  (BKJIFOYCHHE JIOKYMEHTOB B CHCTEMY), HX
00paboTKy, yIpaBiIcHHE JOKYMEHTaMHU U JOCTYI K HUM Ha 0a3e
«1C:lokyMeHTO0O0pOT 8»

Omoen K/[ullO

CamocTosATenbHOE CTPYKTYpHOE IOJApa3eiICHUE KOJUIEIKA,
KOTOPOE CO3/1aHO B LENSIX YCTAaHOBJIEHMSI TOCYAapCTBEHHBIX
rapaHTUil TPYAOBBIX MpaB U CBOOOJ pPabOTHUKOB KOJUIEIKA,
3alIUThl TpaB M MHTEPECOB, OOECIEUYeHMs IpaBa KaXKAOro
paboOTHUKA Ha CIIpaBeAJIMBbIE YCIOBUS TPyJa, paBa Ha OTAbIX,
BKJIFOYAsl OrpaHMUYeHHs] pabouero BpEeMEHH, Ipel0CTaBICHUE
CXKCIOAHOI'0 OTAbIXa, BBIXOJHBIX H Hepa6oq1/1x MmpasgHUYIHBIX
JHEeW, paBeHCTBa TMpaB U BO3MOXKHOCTEH pabOOTHHKOB,
COBEpIICHCTBOBAaHUA  NPO(QEeCcCHOHAIbHOW  KBaIU(pHUKaALUU
MeIarOrMYecKuX U pyKOBOISAIIMX pAaOOTHUKOB KOJIIEKA

1.3. Posiu y4acTHHKOB NPOLECcCcOB padoThl € JOKYMEHTAMH
B Tabauue 3 nmpuBeneHb! COKpalieHus, ucroib3yemslie B [lonoxxeHun.

Tabmuma 3

Coxpamenue

Onpenesienune

Cekpemapb pykogooumens

Coyxammid, OTBETCTBEHHBII 3a JOKYMEHTAI[MOHHOE
obecrieueHre paboOThl PYKOBOJIUTEIIS, IIOJTOTOBKY JOKYMEHTOB K
MONTMCAHUIO
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Cneyuanucm no kaopam Crienanuct, KOTOPBIH BEAET yUeT JIMYHOTO COCTaBa paOOTHUKOB
KOJUIe/)Ka, TpUEM, YBOJbHEHHE, BEJCHUE, 3allOoJIHCHUS,
XpaHEHUsI U BbIIa4M OYMa)XHBIX TPYAOBBIX KHUXKEK, BEJICHUE
YCTaHOBJICHHON MOKYMEHTAllMu MO KajapaM, (OpMUpOBaHUE U
BEJCHUE JIMYHBIX JieJ1 paOOTHUKOB, BHECEHHE W3MEHEHMIA,
CBSI3aHHBIX C UX TPYAOBOH JEATEIbHOCTHIO

Cneyuanucm no oxpane Crnenuanuct, KOTOPBIM CIIEAUT 3a COOJIOJEHUEM MPABUII
mpyoa 0€30MaCHOCTH >KU3HM U 3JI0pOBbs PAOOTHHKOB KOJUIEIXKa B
MPOLIeCCe UX TPYAOBOH JEATEIBHOCTH, a TAKXKE KOHTPOIHPYET
BBIMIOJIHEHUE  TPeOOBaHWUH  3aKOHONATECNBHBIX W HMHBIX
HOPMATUBHBIX IIPABOBLIX dKTOB I10 OXpaHC Tpyda

FOpuckoncynom Cnenuanucr, 00ecreunBaroIIHit coOmroieHne
3aKOHOJIATEIILCTBA, KaK OpPraHU3alkel, TaK U 10 OTHOIICHUIO K
oprannu3auv CO CTOPOHBI UHBIX YYaCTHUKOB HpaBOOTHOMGHHﬁ,
OTBEYAIOIIUI 3a 3aKOHHOCTh TIPUKA30B W PACIOPSIKCHUH,
n3gaBacMbIX aﬂMHHHCTpaHHCﬁ, y‘-IaCTBYIOHII/Iﬁ B COCTAaBJICHHUU
JIOTOBOPOB M COTJIAIICHUH H T. IT

Hauanvnux OK/{ullO PykoBoauTenb, KOTOPBI IUIaHUPYET JAEATENBHOCTh OTJela
K/Iul1O. Onpenenser 30HbI OTBETCTBEHHOCTH 1 3(pPEeKTUBHOCTH
paboThl TepcoHana, pachpelenseT 3aJaud H 00ecleunBacT
MaTepHATbHO-TEXHUYECKUE PECYPCHI U UX UCTIOTHEHUS

2. OBIIUE MMOJIOKEHUS

2.1. Tlonoxxenue o0 oTHENE KAAPOBOTO, TOKYMEHTAIIMOHHOTO M MPABOBOTO OOECTeUeHUs
(nmanee - [TonoxxeHue) SBIAETCS OCHOBHBIM JIOKYMEHTOM, Ha OCHOBAaHUM KOTOPOTO JIEHCTBYET OT/EN.

2.2. Tllogpa3neneHue SBISIETCS CAMOCTOATEIBHBIM  CTPYKTYPHBIM  MOJApa3eieHuEeM
KoJuteka. HavanmbHUK OT/eNa MOAUYMHSETCS] HEMOCPEACTBEHHO TUPEKTOPY KOJIIEKA.

CoxkpaiieHHOe HanMeHoBaHue noapasaenenns — OKIullO.

2.3. PykoBOJICTBO mMOApa3/ieICHHEM OCYIIECTBISET HAYaJIBHHUK OTJ/eNla, HA3HaYaeMbld Ha
JOJKHOCTh W OCBOOOKJTAeMBIH OT JIOJDKHOCTH JUPEKTOPOM Koiulemka. HauanbHHK oTmena
BBITIOJIHSIET TPYJAOBbIe (DYHKIIMM HAa OCHOBAHHHM JOJDKHOCTHOM WHCTPYKIIMH, YTBEp)KIaeMOn
JUPEKTOPOM KOJUIEIKA.

2.4. B cBoeii gesrensHocTH paboTHHKN OKIUIIO pyKOBOACTBYIOTCS:

- TpynossiM koaekcoM Poccuiickoit @enepanuu ot 30.12.2001 N 197-D3;

- Koncturynueit Poccuiickoit deneparuu ot 12 nexadbpst 1993 rona,

- ®enepanpHbiM 3aK0HOM PD oT 29.12.2012 Ne 273-03 «O6 obpazoBannu B Poccuiickoit
Denepanuny;

- ®eaepanbHBIM 3aKkOHOM OT 22.10.2004 Ne 125-03 "O6 apxuBHOM aene B Poccuiickoit
Denepanun’;

- ®eaepanbHbIM 3aKOHOM OT 06.04.2011 No 63-D3 «O0 31eKTPOHHOMN TOIITUCHY;

- ®enepanbHbIM 3ak0HOM OT 27.07.2006 Ne 149-D3 «O6 nnbopmannuu, HHPOPMAITMOHHBIX
TEXHOJIOTHSX U O 3alUTe HHPOPMAITHI;

- ®denepanbabiM 3aKk0HOM OT 27.07.2006 Ne 152-D3 «O nepcoHaTIbHBIX JaHHBIX);
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- ®eaepanbabiM 3ak0HOM PD o1 25.12.2008 N 273-D3 «O npoTHBOACHCTBUN KOPPYIILIANY;

- ®enepanpHbiM 3akoHOM OT 28.03.1998 Ne 53-D3 «O BOMHCKON 005S3aHHOCTH U BOCHHOU
CIIyx0e»;

- YcTaBoM KOJIIEIXKA;

- [IpaBuiiaMu BHYTpEHHETO TPYAOBOIO paclopsIKa KOJUIEKa;

- KosmekTuBHBIM 10rOBOpOM;

- Hacrosimum Ilonoxenuem o6 otnene;

- JIOJKHOCTHBIMH HHCTPYKLMSIMY;

- [lonoxxeHnem no Aenonponu3BOJCTBY;

- [lepeyHeM TUTIOBBIX YIpaBJIEHYECKUX APXUBHBIX JTIOKYMEHTOB, 00Pa3yIOIIMXCS B MPOLIECcCe
JIeATEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIPABJIECHUS U OPraHU3alui, C
YKa3aHHWEM CPOKOB XpaHEHUs, yTBEpKAeHHbIN npuka3zom Pocapxusa ot 20.12.2019 Ne 236;

- IlpaBunamu [€7I0NMPOU3BOJACTBA B TOCYJAPCTBEHHBIX OpraHax, oOpraHax MECTHOTO
CcaMOYTIpaBJICHUs, YTBEPKJICHHbBIE MTpUKa3zoM DeepaabHOTO apXUBHOT0 areHTcTBa oT 22.05.2019 Ne
71;

- MHCTpyKIMen no 1enonpou3BOJCTBY B FOCYAAPCTBEHHBIX OpraHax XaHTbl-MaHCHIICKOTO
ABTOHOMHOT0O Okpyra — HOrpel U HCIONHHUTENBHBIX OPraHax T'OCYJApCTBEHHOW BJIACTU XaHTHI-
MaHncuiickoro aBTOHOMHOro okpyra — IOrpsl, yTBepkJeHHass noctaHoBieHueM ['ybGepHaropa
Xantbl-MaHcuiickoro aBTOHOMHOro okpyra — FOrpst ot 30.12.2012 Ne 176;

- [Ipukaszom @enepanbHoro apxuBHoro areHTcTBa oT 31.07.2023 r. Ne 77 «O0 yTBepKaAeHUN
[IpaBUJI OpraHU3alMU XPAHEHU ], KOMIUIEKTOBAHHUS, YUETA U UCII0Ib30BAHUS JIOKYMEHTOB APXHUBHOTO
¢onna Poccuiickoit denepauny U Ipyrux apXMBHBIX JIOKYMEHTOB B OpraHax IocCyJapCTBEHHOMN
BJIACTH, OpraHax MECTHOI'O0 CAMOYIPABJIEHUS U OPraHU3ALUIX).

2.5. CTpyKTYypy ¥ IITaTHYIO YHCICHHOCTH OT/EJa YTBEPKIAACT TUPEKTOP KOJUICIKA UCXOMS
U3 YCIOBUH M OCOOEHHOCTEH MAeATeIbHOCTH KOJJIe[Ka IO corjiacoBaHuio ¢ JlemaprameHTOM
o0pa3oBaHMs U HayKu XaHTbl-MaHCHIICKOT0 aBTOHOMHOTO OKpyra-tOrpsl.

2.5.1. B cocraB otnena K/Iul1O Bxoasr:

- CrienuanucT 1o Kajapam;

- Cnenuanuct 1o oxpaHe TpyAa;

- IOpuckoHcynbT;

- CekpeTapp pyKOBOJIUTESL.

3. LIEJIN U 3AJIAUM

3.1. OcuoBubiME 1iessiMu otaena K ullO sBusroTes:

- oOecrieueHne KOJUIEKa KaJAPOBBIMU peCcypcamH, KOMILJIEKTOBaHUE pabOTHUKAMU
TpeOyembIx mpodeccuii W KBaTM(PHUKAIUK B COOTBETCTBHHM C 3a/JadaMd M HampaBJIeHHEM
JesATeTbHOCTH;

- coOoIeHue TpaB, JbIOT U TapaHTUN paOOTHUKOB B OOJACTH TPYJOBOTO IMpaBa, a TAKKe
BEJICHNE KaIPOBOTO JCIIOMPOU3BOICTBA B COOTBETCTBUH C 3aKOHOATEIHCTBOM PD;

- 3al1UTa IPaB U UHTEPECOB pAaOOTHUKOB KOJUIEXa, 00ECIIeueHre MpaBa KaXk10ro paboTHHKA
Ha CIpaBeUIMBBIC YCIOBHS TPyZAa, MpaBa HAa OTABIX, BKIIOYAs OTPAaHUYEHUS pabOuero BPEMEHH,
MPEIOCTAaBIEHUE €XKETOTHOTO OT/IbIXa, BEIXOAHBIX U HEPAOOUHX MPa3THUYHBIX THEH, paBEeHCTBA MPaB
Y BO3MOKHOCTEW paOOTHHUKOB;

- yder, oOecredyeHue COXPAHHOCTH, CO3JaHUE CIPABOYHOTO arrmapaTa, HCIOJIb30BaHUE
JIOKYMEHTOB, XPaHSAIIUXCS B apXUBE;

- COBEPIIEHCTBOBaHKE MPodecCroHANbHON KBaTU(PUKAIMU paOOTHUKOB KOJUIEIKA.

3.2. Iyt TOCTHIKEHUS TIOCTABJICHHOM TISJTA OTJIEN PEIlaeT CIICTYIOIINe 3aJauHn:

- obecrieyeHne KaJpoBOro AIEKTPOHHOTO TOKYMEHTO000pOTa,
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- ocymiecTBieHHE 3(PPEKTUBHOTO TOI00pPa M PACCTAHOBKU KaJIpOB B COOTBETCTBHH C HX
JICTIOBBIMHU 1 TIPO(eCCHOHATBHBIMU KaueCTBAMH;

- OpraHM3anus Ka4ecTBeHHOW 1 3P (PEeKTUBHOI CHCTEMbI IEPCOHAILHOTO yueTa, 0OPMIICHHUE
U 00paboTKa KaJpOBBIX JTOKYMEHTOB M IMOCTYHAmOIIeH WH(OpMAIMKd B yCTAHOBIICHHBIC CPOKH,
o0eclieueHne NX COXPaHHOCTH, COCTABJICHHE BCEX BHIOB OTYETHOCTH I10 KaJpam;

- KOHTPOJIb COOJTFOICHHS AUCIIMIUIMHBI TPY/a, aHAIN3 ydeTa paboyero BpeMeHH;

- obecrnieueHue coOMIOIEHUS TPYAOBBIX M COIMATIBHBIX IPaB PAOOTHHKOB,

- obecrieueHre BBITOTHEHUS ICHCTBYIOIIETO 3aKOHOAATENILCTBA O TPY/E;

- TOCTOSHHOC COBEpPIICHCTBOBaHHWE pabOThI C KajJpaMu, IOBBIIMICHHS KBaIH(HUKAIINY,
CO3JIaHUs pe3epBa KaJIpoB;

- OpraHu3alus BeICHUs BOMHCKOTO yueTa pabOTHHUKOB,;

- 3alllUTa UHTCPECOB KOJUIC/’KA B CYI[C6HBIX, IMMPAaBOOXPAHUTCIIBHBIX U HAA30PHLIX OpraHax,
Ipe/ICTaBICHUE TTEPE TPETHUMH JIMIIAMH B COOTBETCTBUH C MPEIOCTABICHHBIMHU IMOJTHOMOYHSIMHU,

- OCYIIIECTBIICHUE KOHTPOJIS 32 popMUpoBaHKEM B OPOPMIICHHEM JIeJI B ICJIONPOU3BOJICTBE;

- COBEpIICHCTBOBAHHE YCJIOBUI XpaHCHUS JIOKYMECHTOB, OCYIICCTBICHHE KOHTPOJS 3a
bopmupoBanuem, ohopMIICHHEM JIEIT B ISJIONPOU3BO/ICTBE;

- obecrieycHHEe OpraHHU3allMK JEJIONPOU3BOJICTBA B COOTBETCTBHU C HHCTPYKIMEH I10
JICTIONPOU3BO/ICTRY;

- OpraHu3anus JOKYMEHTAIMOHHOTO ¥ HHPOPMAIIMOHHOTO 00ECIICUCHHUS ICATEIbHOCTH;

- OCYILIECTBJICHUE KOHTPOJIS 32 COOJIIOJICHUEM B MOJIPa3/ICCHUSIX 3aKOHOIATEIbHBIX U HHBIX
HOPMATHBHBIX TPABOBBIX AKTOB IO TPYIOBOMY 3aKOHOJAATEIbCTBY, MOJOXKEHHH KoJeKTuBHOTO
JIOTOBOPA.

4. DYHKIIUUN

B coorBerctBuM ¢ Bo3noxkeHHbIMM 3anadamu otaen K/IullO ocymectBisieT cnenyromue
GyHKIMY:

- Kanposoe obecnieuenue;

- IIpaBoBoe oOecnieueHue:

- JIOKyMeHTaIlMOHHOE 00ecIeueHue;

- Oxpana Tpyna.

4.1. KagpoBoe olecnieueHnue:

- BEJICHUE KaIpOBOTO JEJIONPOU3BOJCTBA KOJIIEIKA;

- MOMCK MepCOHAala C TOMOIIBIO CITYKO 3aHATOCTU U IIyTEM pa3MeIlleHUs: OOBSBIECHUS O
BaKaHCHAX Ha caiiTe KOJJIeIKa, DIEKTPOHHBIX pecypcax Paborta Poccuu, HH.ru u 1.1.;

- MpoBeJieHUEe coOeceloBaHUS C KaHOWAAaTaMd Ha BaKaHTHbBIE JIOJDKHOCTH,
OCYILIECTBIIEHHE OTOOpa IepcoHajla Ha OCHOBE OLIEHKHM HMX KBaIM(HUKAIMKU M KOMIETEHTHOCTH,
JIMYHBIX U JETOBBIX KaUECTB;

- y4yacTre B (JOPMHPOBAHUU CTPYKTYPHI U IITATHOTO PacIiCaHUs

- 3alolHEHWe W BeldeHue  0a3bl  JaHHBIX ~ YCTAHOBJEHHBIX B KOJUIEIKE
(HenocpencTBeHHas padbota B porpamme 1C: Ipeanpusitue, JJokymenrooboport 8, Komnemx IIpod,
I'NC «Ymupasnenue kagpamu», [ UC «AHTHKOPPYIILHS»);

- BBIMOJIHEHHE paboThl MO KOMIUIEKTOBAHUIO KagpaMu TpedyeMbIX mpodeccHii,
CTMENUATLHOCTEN M KBATM(DUKAIUT;

- BEJICHHE Y4eTa JITYHOTO COCTaBa pabOTHHUKOB,

- BeJICHUE NpUeMa, 3a0JIHEHUSI, XpaHEHUS U BbIJJAUU TPYAOBBIX KHUKEK;

- ¢dopmupoBaHUe M BeAeHHWE OaHKa JAaHHBIX O KOJMYECTBEHHOM M KaueCTBEHHOM
COCTaBe MepCcoHaa;

- BEJICHUE YCTAaHOBJIEHHOW JOKYMEHTAIMH 110 KaJpaM;
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- BEJICHUE BOUHCKOI'O yueTa paOOTHUKOB;

- dbopMHpOBaHHE U BEIEHUE JIMYHBIX JeJl pabOTHUKOB, BHECEHHE W3MEHECHMH,
CBSI3aHHbIE C TPYJOBOM JEATENBHOCTBIO;

- [OJIrOTOBKA MaTEpUAJIOB [T IPEJOCTABICHUS K MOOLIPEHUSAM U HarpaXKACHUSAM;

- y4JacTve B OpraHu3ally IPOBEICHUS aTTECTallui paOOTHUKOB KOJUIEKA;

- COCTaBJIEHHE TIpaMKOB OTIYCKOB, BEJIEHHE ydyeTa HCIOJIb30BaHUS paOOTHHUKAMHU
OTILYCKOB;

- BEJICHUE TaOEJIbHOTO yueTa pabo4yero BpeMeHu pabOTHUKOB KOJUIEKA;

- IOJIrOTOBKA TpeOyeMbIX MAaTE€pHUaloOB M OTYETOB IO KajJpaM M IPEJCTaBICHHUE UX B
BBIIIECTOSIINE OPraHU3AIMK U KOHTPOJIMPYEMbIE OpraHbl;

- oopmieHre MPUKA30B 0 JIMYHOMY COCTaBY PaOOTHHUKOB (IIpUEM, IEpEeMELICHHUE,
cMeHa (haMWINHM, YBOJIbBHEHHE, MPEJOCTaBICHUH OTIIYCKOB, KOMaHAWPOBKH, AMCHUILUIMHAPHBIC
B3bICKaHMsI U Jp.);

- KOHCYJIbTUPOBAaHUE COTPYAHHUKOB 110 BOIPOCAM TPYJOBOI'0 3aKOHOAATEIbCTBA;

- obecrieyeHre COLMAIbHbIX FAPAaHTUH TPYASIIUXCS B 00JaCTH 3aHATOCTH, COOIIOCHUS
HOpsi/IKa TPYAOYCTPOHCTBA B IIEPE00yICHNU S BRICBOOOKTAIOIIMXCS PAOOTHUKOB, TPEIOCTABICHUS UM
YCTAHOBJICHHBIX JIbIOT U KOMIIEHCALIUH;

- 3allUTa MEPCOHAIBHBIX JIaHHBIX U CBEICHUN paOOTHUKOB KOJUIEXKaA;

- O3HAKOMJIEHHE O(GOPMIISIOIIMXCS Ha paboTy pabOTHMKOB C YCIOBUSIMH Tpyla U
JIOKaJIHbHBIMU HOPMATHBHBIMH aKTaMHU;

- oopmieHre HEOOXOAMMBIX CIPABOK, BBIIMCOK W3 TPYAOBBIX KHMXKEK U APYIHX
JOKYMEHTOB, CBS3aHHBIX C TPY/IOBOU JAEATEIBHOCTHIO PAOOTHUKOB KOJUICIKA;

- obecrieyeHre MOJArOTOBKU JOKYMEHTOB I10 NEHCHOHHOMY CTPAaXxOBAaHHUIO, a TaKKe
JOKYMEHTOB, HEOOXOAMMBIX JIJIsl HA3HAYCHUSI ICHCUI paOOTHUKAM KOJIIE/Ka,

- COCTaBJIEHME OTYETHOCTH IO Yy4eTy KaJpoB U B YCTAHOBJICHHOM IOpSJIKE
IIPEJICTAaBICHUE €€ B OpraHbl FOCYAAPCTBEHHOM BJIACTU U MECTHOTO CaMOYIIPABJICHUS, IEHCUOHHbIE
OpraHbl U OpPraHbl COLUAILHOTO 00ECTIeUeHMS;

- COIJIACOBAHUE TMIOJIOXKEHUM O CTPYKTYPHBIX IOAPA3JENCHUSIX, JIOJKHOCTHBIX
UHCTPYKLIUN paOOTHUKOB U IOKYMEHTOB, PErNIaMEHTHUPYIOIINX UX J1eATEbHOCTD;

- MOArOTOBKA IOKYMEHTOB MO UCTEYEHUH YCTAaHOBJIEHHBIX CPOKOB TEKYILEr0 XpaHEHUs
K C/1aye Ha XpaHEHUE B apXUB;

- nH(popMHUpoBaHHE PaOOTHUKOB KOJUIEXa 00 MMEIOIINXCS BAKaHCUSX;

- OCYILECTBJICHHE KOHTPOJS 3a COOJIIOJICHMEM paOOTHUKaMM MpPaBUI BHYTPEHHETO
TPYZOBOTO pACTOpPS/IKA W WHBIX JIOKAJIBHBIX HOPMATHBHBIX aKTOB, HMMEIOIIMNX OTHOIIEHUE K
TPYAOBBIM QYHKIMSAM PAaOOTHUKOB U AUCLUIIUHE TPYAR;

- cocTraBieHMe U mepenadya otuyeTHocTd (B JlemaprameHT oOpa3oBanusi u Hayku XMAO-
FOrpe1, hoHI conManbHOro CTpaxoBaHUs, CTATUCTUKY, LIeHTp 3aHsTocTH, ABEPC u 1.1.).

4.2. TlpaBoBoe o0ecnieyeHue:

- pa3paboTKa WM MPUHATHE y4acTus B pa3pabOTKe JOKYMEHTOB IIPABOBOTO XapaKTepa
U PacHopsIUTENbHBIX JOKYMEHTOB 10 TOPYYEHHIO TUPEKTOPA KOJJIEIKA;

- OCYILECTBIICHHE METOJNYECKOr0 PYKOBOJCTBA MPaBOBOW paboOTHl B KOJUIEIKE,
OKa3aHHE€ TPaBOBOI MOMOIIM CTPYKTYpPHBIM MOJAPA3JENCHUSIM U B TOJIrOTOBKE M O(OpMIEHUU
Pa3IMYHOTO pojJia MPaBOBBIX JOKYMEHTOB, y4acTH€ B IOJTrOTOBKE OOOCHOBAaHHBIX OTBETOB MpPHU
OTKJIOHEHHUH NPETEH3U;

- y4JacTue B pa3padoTKe M OCYILECTBICHUN MEPONPUATHI MO YKPEIICHUIO TOTOBOPHOIH,
(¢buHaHCOBOH M TPYIOBOW JUCIUILIMHBI, 00eCIeYeHHe COXPAaHHOCTH UMYIIIECTBA KOJUIEKA;

- NPOBEJICHUE W3YYEHHUs, aHalIW3a U O000OLIeHHs pe3ylbTaTOB PACCMOTPEHUs
NPETEH3Mi, CyIeOHBIX U apOUTPAKHBIX JIEJ, TPAKTHKH 3aKITFOUEHHS M HCTIOJTHEHUS X03HCTBEHHBIX
JIOTOBOPOB C LIEJIbI0 Pa3pabOTKU MpeIoKeHUH 00 YCTpaHEHHWH BBISBICHHBIX HEIOCTATKOB MU
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YIAYYIIEHUH X035 CTBEHHO-(DMHAHCOBOW JACATEIBHOCTU YUPEKICHHS,

- oopMIIeHHE MaTepualioB O TPHUBICUYCHUHM PAOOTHUKOB K JAUCHMIUIMHAPHON W
MaTepHaJIbHONH OTBETCTBEHHOCTH B COOTBETCTBHUHU C YCTAHOBIICHHBIM ITOPSIKOM;

- OPUHATHE YYacTHs B pPabOTe MO 3aKIIOYEHHIO XO3AHCTBEHHBIX JOTOBOPOB,
NPOBEICHUN MX MPABOBOW SKCIEPTU3bI, pa3padOTKe YCIOBUH KOJUJICKTHBHBIX JIOTOBOPOB U
OTpPacJIeBBIX TapU(HBIX COINAMICHHH, a TAaKKe PACCMOTPEHHM BOIPOCOB O IEOMTOPCKOW H
KPEeIUTOPCKON 3a10JDKEHHOCTH;

- KOHTPOJIb CBOEBPEMEHHOCTH TPEACTABICHUS CTPYKTYPHBIMH IOAPa3AeICHUIMU
CIIPaBOK, pacyeToB, OOBSICHEHUH U APYTUX MATEPHUAIIOB Ul TIOATOTOBKY OTBETOB HA NMPETCH3MH;

- MOJITOTOBKA MPEJIOKEHUNH 00 M3MEHEHUHU JCHCTBYIOIIMX WJIM OTMEHE YTPaTHBIIUX
CHJTy IPUKA30B M JPYTMX HOPMATHBHBIX aKTOB, M3/IaHHBIX HA MPEANPHITHH, COBMECTHO C APYTHMMHU
HOJPa3/IeICHUSIMH;

- BejieHHE palOoThl MO0 CHCTEMaTH3HMPOBAHHOMY Yy4YeTy M XPaHCHHIO JEHCTBYIOIINX
3aKOHOJIATENIbHBIX HOPMATHBHBIX aKTOB, OTCIC)KMBAaHUE MX OTMEHBI, M3MEHEHHUS U JIOTIOJHEHUS,
HOATOTOBKA CIIPAaBOYHOM JIOKYMEHTAIIMU Ha OCHOBE NIPUMEHEHHSI COBPEMEHHBIX MH(POPMAIIHOHHBIX
TEXHOJIOTUI U BEIYUCIUTEIBHBIX CPEICTB;

- OpUHATHE YyYacTHs B IIOATOTOBKE 3aKJIIOUYCHMH MO0 MPaBOBBIM  BOIpOCaM,
BO3HHUKAIOIIUM B JCATEIBHOCTH YUYPEXKICHHS, TPOCKTaM HOPMATHUBHBIX aKTOB, MOCTYMAIOMIAX Ha
OT3bIB,;

- OCyIIECTBIICHHE HMH()OPMUPOBAHHS PAOOTHUKOB YUPESKICHHS O JCHCTBYIOIIEM
3aKOHOJATEIbCTBE M M3MEHEHUSX B HEM, O3HAKOMIICHHE MIOJDKHOCTHBIX JIMII YUPEXKICHHS C
HOPMAaTHUBHBIMU NIPABOBBIMHU aKTaMH, OTHOCSIIIIUMUCS K UX JIEITEIbHOCTH;

- KOHCYJbTUPOBaHNWE paOOTHUKOB YYPESKACHUS IO OPTraHU3allMOHHO-TIPABOBBIM H
JIPYTUM IOPUINYECKUM BOIIPOCAM, MOATOTOBKA 3aKIIIOYEHUH, OKa3aHue cojeicTBre B 0hopMiIeHUN
JOKYMEHTOB M aKTOB MMYIL[ECTBEHHO-ITPABOBOT'O XapaKTepa;

- 3alloIHEHWEe W BeJIeHHe 0a3bl  JaHHBIX  YCTAHOBICHHBIX B KOJUIEKE
(HenocpencTBeHHas padota B nporpamme 1C: JII'Y.

4.3. JlokymMeHTaUMOHHOe O0ecreyeHme:

- OCyILIECTBIIEHHME pabOThl 1O  OPraHU3alMOHHO-TEXHUYECKOMY  O0ECleYeHUI0
a/IMAHUCTPATHBHO-PACTIOPTUTEIHLHON IEATEIILHOCTH TUPEKTOPa KOJUIEDKA;

- IPUHATHE TOCTYNAIOIIEH Ha PacCMOTPEHHUE TUPEKTOPa KOPPECIOHACHIIUY, TTepeiada
€e B COOTBETCTBHH C TNPHHSTHIM PEUICHHEM B CTPYKTYPHBIE MOJpPA3JIEICHUs MM KOHKPETHBIM
UCTIOJIHUTEINISIM JUIsSl MCIIOJIb30BaHMUs B Ipolecce paboTsl JMO0 MOJArOTOBKU OTBETOB (KaHAJIaMHU
MOCTYTUICHUS IOKyMEHTOB B KOJUIEIK SIBIISTFOTCS: DJICKTPOHHAS TI0YTa, KyphepcKas 1ocTtaBka, [lodra
Poccun, dakc);

- BEJICHUE JICJIONPOM3BOJICTBA, BHIMOJIHEHHE PA3JIMYHBIX ONEpaluil ¢ MPUMEHEHHEM
KOMITbIOTEPHOM TEXHUKH, IPeAHa3HaYeHHOM /11 cOopa, 00paboTKH U MpeACTaBICHUs HHPOPMALIUU
NIPY TIOJTOTOBKE M MPUHSATUH PEIICHUI;

- NPUHATHE U PETUCTPAlMs JTOKYMEHTOB M JIMYHBIX 3asBJICHUHN Ha MOJIUCH AUPEKTOPA
KOJUIETKa;

- MOJITOTOBKA JOKYMEHTOB M MAaTepHajoB, HEOOXOMUMBIX il pabOThl JUPEKTOpa
KOJUTETKa,

- KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHHMEM M TPEACTaBICHUEM CTPYKTYPHBIMU
MIOJIPA3/ICICHUSIMI WM KOHKPETHBIMH HWCIIOJTHUTEIISIMU JIOKYMEHTOB, TE€PEIaBaeMbIX IHPEKTOPY
KOJIJIeJ[Ka Ha MOAINHUCH, 00ecrieueHre UX KaueCTBEHHOTO PelaKTUPOBaHHUS;

- OpraHu3aIsl MPOBEICHHS TeIe(HOHHBIX MEPErOBOPOB TUPEKTOPA, 3aIMCHIBAHHE B €r0
OTCYTCTBUE TOJYYEHHOM HMH(OpPMAIMM TO IMPHUEMHO-TIEPETOBOPHBIM YCTPOMCTBAM, a TaKxke
Tesne()OHOTpaMMBI, CBOEBPEMEHHO JOBEICHUE JI0 €r0 CBEACHUsS WH(POPMAIWH, TOITYYeHHOH IO
KaHaJlaM CBSI3H;
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- COCTaBJIEHUE IIMCEM, 3allpOCOB, APYTUX JOKYMEHTOB, IIOJIOTOBKAa OTBETOB aBTOpaM
MIUCEM T10 TOPYUYEHUIO AUPEKTOPA KOJIIEIKA;

- BBIIOJIHEHUE PAa0OThl IO TMOJrOTOBKE 3acelaHHii M COBEUIAHWH, MPOBOJUMBIX
TUPEKTOpOM (cOOp HEOOXOAMMBIX MaTEpHaliOB, OMOBEIIEHHWE YYACTHHUKOB O BPEMEHH H MeECTe
MIPOBEJICHUS, IOBECTKE JHSI ), BEJCHUE U OPOPMIICHHE TPOTOKOJIOB 3aCeIaHN U COBEIIIaHMIA;

- OCYILIECTBJICHHE KOHTPOJIA 3a HCIOJHEHHEM pPAOOTHHKAMHM KOJUIEIKa H3IaHHBIX
IIPUKA30B, a TAK)KE COOJIIO/IEHNE CPOKOB BBINOJIHEHMSI yKa3aHUM U OPYYEHHUM AUPEKTOPA, B3ATHIX Ha
KOHTpOJIb;

- obOecnieueHne  pabodero  Mecrta JUPEKTOpa  HEOOXOAMMBIMU  CPEICTBAMU
OpraHM3al[MOHHOM  TEXHUKH, KAHUEJIAPCKUMU  IPUHAIICKHOCTIMHU, CO3JAHUE  YCIIOBUH,
criocoO0cTBYrOmUX 3G (HEKTUBHON paboTe AUPEKTOPa;

- OpraHM3alnus IpueMa IOCETUTEIEH, COAECHCTBUE ONEPATUBHOCTH PAaCCMOTPEHUS
POCKO U MpenoKeHU pabOTHUKOB;

- (dbopmMHupoBaHKE JeT B COOTBETCTBUU C YTBEP)KACHHOW HOMEHKIIATYpOil, oOecrieueHne
UX COXPAaHHOCTHU U B YCTAHOBIICHHBIE CPOKH Iepe/iada B apXHUB KOJJISIKA;

- BBITIOJIHEHUE OT/IEIBHBIX CIYXEOHBIX MOPYUYEHUH TUPEKTOpa KOJUIEIKA.

- 3aloJHeHHe W BeAeHWe  0a3bl  JaHHBIX  YCTAHOBJICHHBIX B KOJUIEIKE
(HemocpencTBeHHas pabora B nporpamme 1C: JII'Y, CO/1-/leno).

4.4. Oxpana Tpyaa:

- opranuzanusi paboTbl 0 0OECHEUEHUIO BBIIOJIHEHUS pa0OTHUKAMU TPEOOBAHUN OXpaHBI
TpyAa;

- KOHTPOJIb 3@ CO0JII0/IEHNEM paOOTHUKAMM 3aKOHOB U MHBIX HOPMATHUBHBIX IIPABOBBIX aKTOB
00 oxpaHe TpyZa, KOJJIEKTUBHOTO JOTOBOPA, APYTUX JIOKAJbHBIX HOPMATUBHBIX MPABOBBIX aKTOB
KOJUIEIKA,;

- OopraHuzanus MNPOPHIAKTUYECKON padoThl MO MPEAYNPEKIACHUIO MPOU3BOICTBEHHOIO
TpaBMatu3Mma,  npodeccMoHanbHbIX  3a0ojeBaHuii U 3a0ojeBaHUM,  OOYCIIOBIIEHHBIX
MIPOU3BOJICTBEHHBIMU (haKTOpaMH, a TaKKe paboThI MO YIYUIIEHUIO YCIOBUH Tpy/a;

- UHQOPMHUPOBAHUE U KOHCYJIbTUPOBAHNE PAaOOTHUKOB OpraHU3aIMH 110 BOIPOCAM OXpaHbI
TpyAa,

- U3y4YEeHHE U PaclpoCTpaHEHNE NIEPEJOBOIO OMbITA [10 OXpaHe TPy/ia, IPpOoNaralia BOpocoB
OXpaHbl TPYyaa;

- BBISIBJICHHE OIMACHBIX U BPEIHBIX MPOU3BOJCTBEHHBIX (DAKTOPOB MYTEM IPOBEIEHUS
CrHelManIbHOM OLIEHKH Tpy/la pabOYrX MECT;

- MIPOBEJICHUE aHAJINW3a COCTOSHUS U NPUYMH TpaBMaTH3Ma, HECUACTHBIX CIy4yaeB U
npodeccHoHaIbHBIX 32001€BaHNN pAOOTHUKOB U 00YYaIOLINXCS;

- nH(popMHUpOBaHHE PAOOTHUKOB M OOYYAIOIIMXCA O COCTOSHUU YCJIOBUH Tpyda U
yueObl, MPUHATHIX Mepax IO 3alluTe OT BO3JEHCTBUS ONMACHBIX U BPEeIHBIX (PAKTOPOB Ha pabOUMX
MecCTax;

- OCYILIECTBIIEHUE KOHTPOJIS 3a BBIIOJHEHUEM MeponpusaTuil paszaena "Oxpana Tpyzaa”
KOJUJIEKTUBHOI'O JIOTOBOPA, COTJIAIIEHUH M0 OXpaHe TPyAd, MEPONPUITUNA MO YCTPAaHEHUIO NMPUYMH,
BBI3BABIIMX HECUACTHBIN CIydaid, M IPyTUX MEPONPUSATHII;

- BBITIOJTHEHHUE MTPUKA30B U PACTIOPSKEHUHN TUPEKTOpa KOJUIeka, IEPBOT0 3aMECTUTEIS
nupekTopa, HauanbHuKa otaena KJullO u nndopmupoBanue o Xoe UX BBINOJIHEHHS;

- nH(OpMHUpOBaHHE JUPEKTOPA KOJUlemka, HauanbHuKa otaena KAullO o BeisBIeHHBIX
HeJloCcTaTKax B paboTe ¥ BHECEHHE MPEIOKEHHS 10 UX YCTPAHEHUIO;

- cobmoaenue [IpaBui BHyTpeHHETo TPYJOBOTO paclopsiika, IPaBUiI 0 OXpaHe Tpyaa,
TEXHUKU 0€30MaCHOCTH, a TaKXKe APYTUX HOPMATUBHBIX IOKYMEHTOB KOJUIEKA;

- OCYILIECTBJIEHHE KOHTPOJISI 3a COOJIIOJIEHHEM B TOJpa3AeNeHus X KoJIJIeaKa
3aKOHOJATENbHBIX M MHBIX HOPMATHUBHBIX IIPABOBBIX AKTOB II0 OXpaHE TpyZAa, MPEIOCTABICHHE
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pabOTHHUKAM YCTaHOBJIEHHBIX JITOT U KOMIIEHCAIUI TI0 YCIOBUSAM TPYAa;

- U3y4eHHe yCIOBUHU Tpyia Ha pabo4YMX MecTax, IOArOTOBKA U BHECEHUE MPEATIOKECHUN
0 BHEJPEHHUH CPEJCTB 3aLIUTHI OT BO3JICHCTBUS ONMACHBIX M BPEIHBIX MPOU3BOJCTBEHHBIX (PAKTOPOB;

- ydacTHe B MPOBEICHUM IPOBEPOK, 00CIEIOBAHUN TEXHUUYECKOI'O COCTOSHUS 31aHUM,
COOPYXKEHHH, 000pyIOBaHUs, MAIIMH ¥ MEXaHU3MOB, 3()(HEKTHBHOCTH PaOOTHI BEHTUIISIIMOHHBIX
CHCTEM, COCTOSIHUS CAHUTAPHO-TEXHUUYECKHX YCTPONCTB, CAHUTAPHO-OBITOBBIX TOMELICHUH, CPEACTB
WH/IMBUYAJIbHOW 3alIMThl PaOOTHUKOB KOJUIEIDKA, ONPEACICHUH MX COOTBETCTBHUS TPEOOBAHUSAM
HOPMATHBHBIX MPABOBBIX aKTOB 110 OXpaHE TPY/a U MPH BBIABICHUN HAPYIICHUN, KOTOPHIE CO3/1aI0T
yrpo3y JKU3HM U 370pPOBbI0 DPAOOTHUKOB, IMPHUHATHE MEp IO MPEKpaleHHIO SKCILIyaTaluu
000pyIoBaHUs U TIPOU3BOACTBA PabOT HAa paboYMX MECTaX;

- IpoBeieHue paboT MO CHEUUAIbHOW OLIEHKE YCIOBUH TpyJla COBMECTHO CO
CTPYKTYPHBIMHU TIOJPA3ICIICHUSIMH KOJIIS/IXKA,

- ydJacTue B pa3paboTKe MEPONPUATHH 10 MPEIYIPEkKACHUIO0 HECUACTHBIX CIy4aeB, 110
yIAYYIICHUIO YCJIOBUH TpyJda, a TaKKe OKa3aHHE OPraHW3allMOHHOW IMOMOINM MO BBHITOIHEHUIO
pa3paboTaHHBIX MEPONPUATHIA;

- KOHTPOJIb CBOCBPEMEHHOTO BBIMIOJIHEHUS MPENMUCAHUN OPraHOB TOCYAapCTBEHHOTO
Ha/30pa u
KOHTPOJISL 32 COONIOIGHHWEM JCWCTBYIOIIUX HOPM, MPaBHJI W MHCTPYKUIMH IO OXpaHe Tpyna,
CTaHJApTOB OE€30MAaCHOCTH TPYAA;

- ydJacTHE€ B PpAcCCMOTPEHHH BOIPOCOB O BO3MEUICHWH paboTojareneM Bpena,
OPUYMHEHHOrO pPa0OTHUKAM YBEYbEM WJIM JPYT'MM MOBPEXJIECHHEM 3]I0POBbs, CBA3aHHBIMU C
BBINIOJITHEHUEM UMHU TPYAOBbIX 00s3aHHOCTEN;

- OKa3aHME I0/Ipa3/IelCHUsAM KOJUIe[Ka METOJMYECKOH IOMOIIM B COCTaBJICHUU
CHHCKOB NMPO(peccHii U JOHKHOCTEH, B COOTBETCTBUU C KOTOPHIMH Ha OCHOBaHHMHU JICHCTBYIOIIETO
3aKOHOJATeIbCTBA PAOOTHUKAM IPEAOCTABISAIOTCS KOMIIEHCAIIMU U JIBIOTHI 3a TsKeJble, BPEeIHbIE
WJIN OTIaCHBIE YCIIOBHSI TPYAA;

- OKa3aHMe MOApa3AeICHUAM KOJUIEPKa METOJUYECKOH MoMOoIM MpH pa3paboTke U
NePecMOTpPe MHCTPYKIIUH 110 OXpaHe TPYAa;

- NIPOBEICHUE BBOAHBIX MHCTPYKTaXe€l 10 OXpaHe TpyAa CO BCEMHU BHOBb
NPUHUMAeMbIMA Ha paboTy, KOHTPOJIb MPOBEACHUS HWHCTPYKTaXeH (TMEPBUYHBIX, MOBTOPHBIX,
BHEIUIAHOBBIX, 11€JIEBBIX ) PAOOTHUKOB IO BOIPOCAM OXPaHbI TPY/a;

- ydyacTu€ B pacclieJOBaHMM  CIly4yaeB  IPOMU3BOJACTBEHHOIO  TpaBMaTHU3Ma,
npodeccuoHaIbHBIX 3a00JI€BaHUM, M3y4YE€HUE UX MPHUYUH, aHAIU3 3(PPEKTUBHOCTU MPOBOAUMBIX
MEPOTIPUATHIA TIO UX MPEAYIPEKICHHIO;

- OCYILIECTBJICHHME KOHTPOJS 3a BblJaued, XpaHEHHEM CIEHUAIBbHOW OJEeKIbI,
CHeNHaTbHON OO0YBM M JPYIHX CpPEACTB WHIMBHIYaJbHOW 3alllUTHI, a TaKXe IPaBHILHBIM
pPacxoJJ0OBaHUEM CPEJICTB, BBIIEJICHHBIX Ha BHIMOJIHEHHE MEPONPUATHH 110 OXpaHe Tpy/a;

- COCTaBIIEHHE OTYETHOCTH II0 OXpaHe TpyAa IO YCTaHOBJIEHHBIM (opMaM H B
COOTBETCTBYIOLIME CPOKH;

- y4acTHe M OpraHHM3alus MMPOBEPOK 3HAHWK TPEeOOBAaHWU OXpaHBI TPyAa PaOOTHUKOB
KOJIJIe/Ka, KOHTPOJIb ITPOBEACHUS CTAXHPOBOK Ha paboueM MecTe;

- HEMEJIEHHOE M3BEIllEHUE IUPEeKTopa KoJUIeaka O JIto0oil cuTyaluu, yrpokaromen
XKHU3HU U 370pPOBBIO JIIOJIEH, O KaXXKJIOM HECYaCTHOM cllyyae, HpPOMCLIEANIEM Ha TEpPUTOPUU
KOJIJIeIDKA, WM 00 YXYAIIEHUH COCTOSHUS 3I0POBbS, B TOM YHCJIE O MPOSBICHUN TPU3HAKOB OCTPOTO
npodeccruoHaIbHOro 3a00s1eBaHus (OTpaBiIeHUs) pAOOTHUKOB KOJUIEKA;

- KOHTPOJIb TPOXOXICHUS 00sI3aTeIBHBIX MPEIBAPUTENHHBIX (NIPU TOCTYIUICHUH Ha
paboTy) MEAMIMHCKUX OCMOTPOB pabOTHMKAMM KOJJIE[Xa B COOTBETCTBUM C KapTaMmu IO
CTHEMAIBHON OIIEHKE YCJIOBHH Tpyna. OpraHu3amnus MPOXOXKACHUS B COOTBETCTBUU C rpaduKoM
NEepUOJIMYECKUX (B TEUCHHE TPYAOBOM NEATENBHOCTH) METUIIMHCKUX OCMOTPOB (00CiIeq0BaHuUs)
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pabOTHUKOB KOJIEKA. A TaKKe KOHTPOJIb MPOXOXKACHUS BHEOUYEPEIHBIX MEAULIIMHCKUX OCMOTPOB
(o6cnenoBanuii) paOOTHUKOB KOJUIEKAa B ClIydasx, MPeAyCMOTpPEHHBIX HacTosimuM KopekcoMm u
UHBIMU (pesiepalbHbBIMUA 3aKOHAMU;

- pa3paboTka HOPMATHBHO-TIPABOBBIX JIOKYMEHTOB II0 OXpaHE TpyAa U OKazaHue
MIOMOILIM PYKOBOAMTENSAM CTPYKTYPHBIX MOJpPAa3IEICHU MO COOJIOJCHUI0 TPeOOBAHUIM OXpaHBI
TpyAa;

- OCYIIECTBIICHHE KOHTPOJIS 32 COOJI0ICHHEM TpeOOBaHUN OXPaHbI TPya, 0€30MacHbIX
IPHUEMOB U METOJIOB pabOTHI P NMPOBEJCHUN PAKTUKHU CTY/IEHTOB;

- ydacTue B pacclieZIOBAHUM HECYACTHBIX CIy4yaeB B KOJUIEKE U MpodeccrnoHaIbHBIX
3a00JeBaHUN, aHAJIW3 TNPUYMH  [POU3BOACTBEHHOIO  TpPaBMaTU3Ma, NPOQPEeCCHOHATBHBIX
3a00JIeBaHUH, B pa3pab0OTKe MEPOIPHUATHI 110 UX MPEJOTBPAIICHUIO;

- ydyacThe B ONpPEJCIICHUHM W KOPPEKTHPOBKE HAMPABICHUS PAa3BUTUS CHCTEMBI
yrpaBieHus: NpodecCHOHAIbHBIMU PHCKAMH B KOJUIEIKE Ha OCHOBE MOHUTOPHHIAa W3MEHEHUMN
3aKOHOJIATENILCTBA M TIEPEIOBOTO ONbITAa B O0NACTH OXpaHbl TpPyHa, a TakXkKe HCXOId U3
MOJIEPHHU3AIIUN TEXHUYECKOTO OCHAIIECHUS, LIeTIeH U 3a/1a4 KOJUIeKa;

- ydacTHe B pa3padOoTKe TIAHOB M TPOrpamMM IO YITYUIICHHIO YCIIOBUN B OXPaHBI TPY/a,
YCTPAaHEHUIO WJIM MUHHUMH3AIMH TPO(ecCHOHATBHBIX PUCKOB COBMECTHO C JPYTUMHU CTPYKTYPHBIMH
MOJPa3/ICIICHUSIMH KOJUIS/IKA,

- 3aloJlHeHHe W BeAeHWe  0a3bl  JaHHBIX  YCTAHOBJCHHBIX B KOJUIEIXKE
(HemocpencTBeHHas pabora B nmporpamme 1C: JIT'Y).

4.5. PykoBoaCTBO OT€JIOM:

JleaTenbHOCTBIO OT/IeNIa PYKOBOAUT HAYAIBHUK OT/IEINA, KOTOPBIN:

- wianupyet nesrenbHocTs otaena KJIullO. Ompenensier 30HbI OTBETCTBEHHOCTH U
s dexkTuBHOCTH paboThl mepconana otaena KIullO, pacmpenenser 3amaun w 0OCCIICUUBACT
MaTepuaIbHO-TEXHUYECKUE PECYPCHI ISl UX UCTIOTHEHHUS,

- MIPUMEHSIET METOJbl OIEpPaTUBHOrO ympaBieHus mnepcoHanoM otaena K/ullO.
KonTtponupyer ucronHeHue Nopyd4eHuil U 3a7ay, BHOCUT CBOEBPEMEHHbIE KOPPEKIMU B IIaHBI U
3agaun. Onpezaenser nokazarenu 3PGeKTUBHOCTH padoThl nepconana otaena KullO;

- yIIpaBJisieT MOTHBALIMEH epCOHAlIa, €r0 BOBJICYEHHOCTHIO U TUCIMIUIMHON TpynAa;

- OpTraHU3yeT BEICHHE [EIIONPOU3BOJICTBA, METOAMYECKYIO IOMOIIb CTPYKTYPHBIM
MOJpa3/IeIEHUsIM B Mpolieccax paboThl ¢ JOKYMEHTaMHU U KOHTPOJIUPYET coOtoeHne TpeOoBaHUM
[TonoxeHus o Jenomponu3BOICTBE;

- MIPOU3BOIUT aHAIM3 TeKyllen aestenbHocT otaena KullO u BHeapser nporenyps
10 €€ ONTHMHU3AINH;

- NPEJCTaBIsET HMHTEPEChl KOJJIeIXa M BEIET IEpPeroBopbl C TOCYAapCTBEHHBIMU
opranam, mpoeCCHOHATFHBIMHU COI03aMH U APYTUMH MPEICTABUTEIBHBIMUA OpTaHaMH paOOTHUKOB
10 BOIIPOCAM IE€PCOHAa, OXpaHbl Tpyaa. Beaer nmeperoBopsl ¢ MOCTaBIIMKAMH YCIIYT MO YCIOBUSAM
3aKIJIF0YaeMBbIX JI0TOBOPOB. [IpOM3BOMIUT MpeBapuTENbHbBIE 3aKYIOYHBIE TPOIEAYPHI;

- BO3IJIAaBIIsET PabOTy MO KOMIUIEKTOBAHUIO KOJIJIEIKa KaapaMy pabodnX U CIy>KalIuX
TpeOyeMbIX podeccuii, ClIeNUaATbHOCTEH U KBATM(HUKAIIMHA B COOTBETCTBHH C IEITISIMH, CTpaTeruen
U mpoduneM KOIIeMKa, W3MEHSIOIMIMMUCA BHEIIHUMU W BHYTPEHHUMH YCIOBHSIMH €TO
NeSITeTbHOCTH, (DOPMHUPOBAHUIO W BEICHUIO OaHKa JaHHBIX O KOJMYECTBEHHOM M KadeCTBEHHOM
COCTaBe KaJpoOB, UX PA3BUTUU U JIBIKECHUM;

- Opram3yeT pa3paboTKy MPOTHO30B, OMPEIeNICHIE TEKYIIEH U IePCIeKTHBHON TOTPEOHOCTH
B KaJjpaX U MCTOYHHUKOB €€ YJOBJETBOPEHHUS HAa OCHOBE M3YYEHHUS PBIHKA TPYyJa, YCTAHOBJICHUS
NPSIMBIX CBSI3EH C yUeOHBIMH 3aBEICHUSIMH U CITY’)KOaMHU 3aHATOCTH, KOHTAKTOB C 00pa30BaTeIbHBIMU
OpraHM3aIUsIMU aHAJOTUYHOTO Tpoduisa, uHGopMHupoBaHUS PaOOTHUKOB BHYTPU KOJIJIEIKa 00
UMEIOINXCS BAaKAHCHUAX, HWCIIOIB30BAHMUS CPEICTB MAacCOBOW HMH(OpPMAIUU sl TTOMEIICHUS
00BsIBIIEHUH 0 HaliMe paOOTHUKOB,;
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- OCYIIECTBISIET paboTy 1o moadopy, OTOOPY U PacCTaHOBKE KaJpOB Ha OCHOBE OLICHKU
uX KBaNU(UKALNUM, JTUYHBIX M JEJIOBBIX KAueCTB, KOHTPOJIUPYET MPAaBUIBHOCTb HCIOIb30BAaHUS
paOOTHUKOB B MOAPA3ACICHUAX KOJUICIKA;

- opranu3yeT M oOecreuuBaeT IMpUeM, pa3MeUIeHHEe U PACCTAaHOBKY MOJIOJBIX
CHELMAINCTOB M MOJIOJBIX PAa0OYMX B COOTBETCTBUM C TOJYYEHHOW B Y4eOHOM 3aBEICHUU
npodeccueil M CHENHATBHOCTBIO, COBMECTHO C 3aMECTUTEISIMH JUPEKTOPOB KOJUIEIKa,
PYKOBOJUTEISIMH MOJIPA3/IECIICHUI OpraHU3yeT MPOBEIEHUE UX CTAXKHUPOBKHU U pabOTHI 110 aJaITalliu
K JeSITEIbHOCTH;

- OCYILIECTBISICT IUIAHOMEPHYIO paboTy MO CO3JaHUIO pe3epBa Uil BBIABMKEHHS Ha
OCHOBE TaKUX OPTraHM3AlMOHHBIX (OpPM, KaK MNOArOTOBKA KaHAMIATOB HA BBIIBHKECHUE II0
WHAUBUAYAIbHBIM IUIaHaM, POTAlMOHHOE TMEPEeIBUKEHHE PYKOBOJIUTENEH U CIELUAINCTOB,
o0y4yeHHe Ha CIEIHATbHBIX KypcaX, CTAXKUPOBKA HA COOTBETCTBYIOIIUX JOKHOCTSX;

- KOHTPOJHMPYET MPOBEIECHUE aTTeCTallui PaOOTHUKOB KOJUIEIka, €€ METOIUYECKOE U
nH(pOpMaLlMOHHOE OO0ecreueHue, MPUHUMAET Yy4acTUE B aHaU3€ pPE3yJbTaTOB aTTECTALUH,
pa3paboTKe MEpOIPHUATHIA MO pealli3aliy PEelIeHUH aTTeCTAllMOHHBIX KOMUCCUH, ONpeAeNsieT Kpyr
CHENHATHNCTOB, TIOUICKAINX TOBTOPHON aTTECTALNH;

- y4acTBYET B pa3pabdOTKe CUCTEM KOMIUIEKCHOM OLIEHKH PaOOTHUKOB U Pe3yIbTaTOB HX
JESTEIbBHOCTH,  CIIy)K€OHO-IIpO(hecCHOHAIBHOTO ~ MPOJBMKEHMSI ~ IEpCOHala,  MOJITOTOBKE
MPEJIOKEHUH 110 COBEPIICHCTBOBAHUIO MTPOBEICHUS aTTECTAIUY;

- OpraHm3yeT CBOEBPEMEHHOE 0(OopMIIEHHE MPHEeMa, IEPEeBO/Ia M YBOJIbHEHUS PAOOTHHKOB B
COOTBETCTBUU C TPYAOBBIM 3aKOHOJATENLCTBOM, IOJIOKEHUSIMH, WHCTPYKIUSMU M TMPHUKA3aMU
JUPEKTOpa KOJUIe/ka, YU4eT JIMYHOIO COCTaBa, BblJJauy CIPABOK O HACTOSIIEH U IPOLLION TPy I0BOH
JESTENIbHOCTH paOOTHUKOB, XpaHEHHE U 3aMI0JHEHHUE TPYJIOBBIX KHUKEK U BEJICHHUE YCTAHOBICHHON
JOKYMEHTAllMU 0 KajpaM, a TaKKe MOATOTOBKY MaTepHaioB JJIsl MpPEJCTaBICHMs MEepCOHala K
MOOUIPEHUSIM U HarpaskJIeHUSIM;

- BEJIET BOEHHO-YYETHYIO pa0OTy B OTHOILIEHUU PAOOTHUKOB KOJUIEXKa,

- HampaBisieT B BOCHKOMAThl CBEACHUS HA BHOBb IOCTYNMBIIUX M YBOJEHHBIX
pabOTHUKOB;

- OTOBEIAaeT BOGHHOOOA3aHHBIX, O(UIIEPOB 3araca 0 HEOOXOJUMOCTH SIBKH B BOCHHBIE
KOMHCCapUaTH,

- BeZIeT OpOHMPOBaHUE I'pax/iaH, MPeObIBAIOLINX B 3arace;

- €XKEroJIHO TPOBOJHUT CBEPKY JHUYHBIX KapToueK (opmbl 10 ¢ y4eTHBIMH TaHHBIMA
BOCHKOMATa;

- CBOEBPEMEHHO BHOCHT B JIMYHBIE KapTOYKH BOCHHOOOS3aHHBIX IaHHBIE 00 M3MEHEHHUH
CEeMEHHOTo MOJIOKEHMSI, a/lpeca MecTa )KUTEJIbCTBA, 00pa30BaHus, TOJHKHOCTH;

- IpOBOAMUT paboOTy IO OOHOBJIEHHIO HAayYHO-METOAMUYECKOTo oOecreyeHusl KaJpoBOM
paboThl, ee MaTepHaIbHO-TEXHHUYECKOW M WH(POPMALMOHHOM 0a3bl, BHEAPEHHIO COBPEMEHHBIX
METOJIOB YNpaBIEHUS KaJpaMH, CO3JaHHI0 OaHKa JAaHHBIX O IIEpCOHANie KOJUIeIXa, €ro
cBoeBpeMenHoMy nonoiaeHuto (1C: Ipeanpusitue, Jokymenroobopot, Komremx, KomtemxIIpod),
OlepaTUBHOMY IPEJICTAaBICHUIO HE0OX0IMMOM HHPOPMALIMK MOJIb30BATENIIM COIJIACHO MOJIO0XKEHUS
00 00paboTKe U 3aluTe NePCOHATBHBIX JaHHBIX pa0OTHUKOB KOJIIEKA;

- OCYILECTBISIET METOAMYECKOE PYKOBOACTBO U  KOOPAUHAIMIO JAEATEIbHOCTH
CHelHaIncTa 10 KajipaM, CIIeHUaINCTa [0 OXpaHe Tpy/ia, CeKpeTapst pyKOBOIUTEIS.

- KOHTPOJMPYET HCIIOJIHEHUE DPYKOBOJUTEISIMH TOJPA3AEICHUN 3aKOHOJATENbHbIX
aKTOB M NOCTAHOBJICHHH MPaBUTEIbCTBA, IOCTAHOBJICHUH, MPUKA30B M PACIOPSDKEHUM TUpeKTopa
KOJIJIEKa M0 BOIIPOCaM OXpaHbl TPyJla M pabOThI ¢ IEPCOHAIIOM;

- obecrieyrBaeT ColMaNbHbIe TapaHTHH TPYISAIIUXCS B 00J1aCTH 3aHATOCTH, COOJIIOICHHE
MOPsIIKA TPYJOYCTPOMCTBA U Tepe00yUeHUsT BRICBOOOKTAFOIINXCSI PAOOTHUKOB, MPEIOCTABICHUS KM
YCTAHOBJICHHBIX JIbIOT U KOMIIEHCALIUH;
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- MIPOBOJNT CUCTEMATHUCCKHUI aHAIHM3 KaJApOBOW pabOThI B KOJUIEIKE, pa3padaTriBacT
TPEIOKEHHSI 110 €€ YITYYIICHHIO;

- OpraHu3yeT TaOeNbHBIN y4eT, CYMMHPOBAHHBIN y4eT pabouero BpeMeHH!, COCTaBIICHUE
U BBHINOJHEHUE TPAPUKOB OTIYCKOB, KOHTPOJb 3a COCTOSHUEM TPYIOBOH TUCIHMIUIMHBI B
MOJIpa3JIeNICHUsIX KOJUIeDKAa W COOJNIIoJIeHHEM paOOTHUKAMU TIPaBHJ BHYTPEHHETO TPYAOBOTO
pacriopsijika, aHaJIM3 MPUYHH TEKYy4eCTH, pa3padaThIBaCT MEPONPHUSITHS M0 YKPEIUICHUIO TPYI0BOH
JTUCIUTUIMHBI, CHIDKEHUIO TEKY4YeCTH KaJpoB, MOTEpPh pPabodero BPEMEHH, KOHTPOIUPYET UX
BBITIOJTHCHHE,

- o0ecIreYrBaeT COCTABIICHUE YCTAHOBICHHOW OTYETHOCTH I10 YYETY JIMYHOTO COCTaBa U
pabote ¢ Kajpamu;

- dhopmupyet otueTsl 0 padote ornena KullO;

- BBITIONHSIET TPEOOBAHUI MO XPAHCHUIO HH(DOPMAIINH, 3aIUTE TIEPCOHATBHBIX JaHHBIX
NepCoHaa KOJUIe/Ka,

- OCYIIECTBIISICT KOHTPOJb W BBIMIOJHEHUE TPEOOBAHWI 3aKOHOMATEIBHBIX U HHBIX
HOPMATUBHBIX MIPABOBBIX aKTOB [0 OXPaHE TPYy/a U BBIMOJIHEHHE MEPOIIPUATUI TI0 OXpaHe TPYy/a B
KOJIJIeJIXKE;

- y4aCTBYET B IIPOBEACHUU ITPOBEPOK, 00CIICIOBAHUU TEXHUIECKOTO COCTOSIHUS 3/1aHUH,
COOPYKCHHM, 000pyIOBaHUs, MAIIMH W MEXaHU3MOB, 3((HEKTHBHOCTH PabOThI BEHTHIISIIIHOHHBIX
CHCTEM, COCTOSIHUSI CAHUTAPHO-TEXHUYECKUX YCTPOUCTB, CAHUTAPHO-OBITOBBIX MOMEIICHUM, CPEICTB
WHVBUIYAILHON 3alIUTHl paOOTHUKOB KOJUIEIKA, ONPEACICHUH MX COOTBETCTBHS TPEOOBAHHSIM
HOPMATHBHBIX TPABOBBIX aKTOB 110 OXpaHE TPY/a U MPHU BBIABICHUN HAPYIICHHUN, KOTOPHIC CO3/Ial0T
yrpo3y JKH3HH W 370POBBIO0 PaOOTHUKOB, MPHHUMATH MEPhI MO MPEKPAIICHUIO SKCILTyaTaIlluu
000pyI0BaHUs ¥ MMPOU3BOJICTBA paOOT HAa pabOYMX MecTax;

- CO0JII0JTaeT HOPMBI TUKH JIETIOBOTO OOIICHHUS;

- KOHTPOJIUPYET (GOpMUPOBAHKE JIE)I B COOTBETCTBUU C YTBEPKICHHON HOMEHKIIATYPOH;

- 3aMoNHsICT ¥ BeJeT 0a3bl JAHHBIX YCTAHOBJICHHBIC B KOJUICIKE (HETOCPEICTBEHHAS
pabora B mporpamme 1C: Ilpennpusarue, JJoKyMEHTOOOOPOT TOCYJAapCTBEHHOTO YUYPEKIACHHUS,
KomnemxIIpod).

5. HOJIHOMOYUA

Pabotnuku [loapasznenenuss o0s3aHbI OCYIIECTBISATh CBOM MOJHOMOYHS B COOTBETCTBHH C
3amadyamu U ¢GyHkuusMu IlompasgeneHusi, a TakKe B COOTBETCTBUU C BO3JIO)KEHHBIMH Ha HUX
JOJIKHOCTHBIMH 00SI3aHHOCTSIMU.

5.1. ITo1HOMOYHS PA0OTHUKOB!

- 3HAaKOMHUTBCS C TMPOEKTaMU pEIIEHUH pPYKOBOAMUTEIEH KoJuleIkKa, KacarolUuMUCS
nesrenbHocTH otaena KJullO m nauuyHO Kakgoro u3 pabOTHUKOB OTHENa B Ipejaenax ero
(dyHKIMOHAaNA;

- KOHTPOJIMPOBaTh B CTPYKTYPHBIX TOJpa3JeNeHUs X COOMI0IeHHe B OTHOLICHUH
pabOTHUKOB 3aKOHOJIATENIbCTBA O TPY/E, IPEAOCTABICHUE YCTAHOBICHHBIX JII'OT U MPEUMYIIECTB;

- JaBaTh PYKOBOAMTENSIM CTPYKTYPHBIX MOJpa3JesieHH Koysiemka 00s3aTenbHble 11
WCIIOJTHEHUS YKa3aHUs 110 BOMPOCaM, OTHOCSAIIMMCS K KOMIIETEHLIUU OT/ENa;

- TpeOOBaTh M MOJYYaTh OT BCEX CTPYKTYPHBIX IMOJPA3/EICHUIN KOJIIeKa CBEJCHMS,
HeoOXOUMBIE JJIsl BHIITOJIHEHUS BO3JIOKEHHBIX Ha OT/EN 33/a4 U 3aj7ad B npezenax GyHKIHOHAIa
KaXJ10Tr0 U3 paOOTHUKOB OT/IENA;

- JlaBaTh Pa3bsICHEHUSI, pPEKOMEHIALINY U YKa3aHHsI IO BOIIPOCAM, BXOSIIUM B KOMIIETEHLIUIO
OTJeNla U pa3bsICHEHU 110 BOIPOCcaM B Mpezaenax (yHKIHOHAIa KaKI0ro U3 pabOTHUKOB OT/IENA;

- TpeOoBaTh OT MOJIpa3esieHUIl KoJleKa MPeACTaBIeHUs CIIPABOK, IaHHBIX, OTUYETOB,
UHOU MH(pOpMAIUH, HEOOXOAUMBIX JUIsl OCYIIECTBIEHUS CBOEH JIeTeNbHOCTH;

13



’ HEQTEIOT AHCKMIA ITos10:xeHHE 00 oTaeJIe KaapoBoro,
V MOAMTEXHUYECKUA
KOMEAX AOKYMEHTAIIMOHHOI0 U IIPABOBOI0 0O0ecnevYeHnst

- BHOCUTH TMPEMJIOKEHUS TI0 COBEPIICHCTBOBAHHUIO paOOThI, CBS3aHHBIMH C
MIPETYCMOTPEHHBIMH HACTOSIITUM IOJI0OKEHHEM 00sI3aHHOCTSIMU,

- B MpejesiaX CBOCH KOMIIETCHIIUK COO0IAaTh HEIOCPEICTBEHHOMY PYKOBOIUTEINO 000
BCEX HEJIOCTATKaX, BBISIBJICHHBIX B MPOIECCE UCIIOTHEHUS CBOMX (YHKIIMOHATIBHBIX 00S3aHHOCTEH,
Y BHOCHUTH MIPEJIOKEHUS TI0 UX YCTPAHEHUIO.

5.2. Hoanomouus Havyaabauka OKQullO:

- JaBaTh MOJYMHEHHBIM €My COTPYIHHUKAM MOPYUYEHUs, U 3aJaHUs 110 KPYry BOIIPOCOB,
BXOJISAIINX B €ro ()yHKIIMOHATbHBIC 00S3aHHOCTH;

- CaMOCTOSITEILHO BECTH NIEPEMHCKY IO BOIIPOCAM MO100pa KaJpoB;

- KOHTPOJIUPOBATH BBINOJHEHUE TUIAHOBBIX 3a/IaHUM, CBOEBPEMEHHOE BBINOJIHEHUE
OTJICIIbHBIX MIOPYUYEHUH W 3aIaHUH MTOJYMHEHHBIX €My PAOOTHHKOB;

- 3ampammBaTh W TOTy4aTh HEOOXOMMMBIC MaTepHalbl U JIOKYMEHTBI OTHOCSIIUECS K
Bonpocam nestenbHoctu otaena KAullO;

- BCTYIaTh BO B3aUMOOTHOUICHUS C TOAPA3JCICHUSIMH CTOPOHHUX YUPEKIACHUN U
OpraHu3aIi I pelIeHUs] ONEePAaTUBHBIX BOIIPOCOB MIPOU3BOACTBEHHON JIEATEILHOCTH, BXOISIICH
B KOMITETCHITMIO HadanbHUKa oTaena KullO;

- MpoBOANTh coBemanus BHyTpu oraena KAullO u ydacTBOBaTh B COBELIAHMSX,
MIPOBOJIUMBIX B KOJUIEKE IO ONEPATUBHBIM BOMPOCaM,

- MPEeACTaBUTEIHCTBOBATh B YCTAHOBJICHHOM IOPSAJKE OT MMEHU KOJUIEHKa MO BOIPOCaM
OTHOCSIIIIUXCA K KOMIIETCHIIMM OT/eNa, BO B3aMMOOTHOIIECHUSX C TOCYJAapCTBEHHBIMU W
MYHUIIMNIAJbHBIMA OpPraHaMH, a TaKXe IPYTMMU OpraHU3alUsMHU, YUPEXKICHUSMU H CiIyxkOaMu
3aHSTOCTH,

— TIOJNMUCHIBATh U BUUPOBATH JOKYMEHTHI B MIpe/iesiaX CBOSH KOMIETEHIINN;

— pa3pabaTbiBaTh TMOJOXKEHUS O CTPYKTYPHBIX TOJPA3JACICHUSIX W JOHKHOCTHBIC
MHCTPYKLMU paOOTHHUKOB OT/IENA,;

— TPECTABIATH IUPEKTOPY MPEINIOKEHHS O COBEPILICHCTBOBAHHUH JACATEILHOCTH KOJUIEKA
B YaCTH HANPaBIIEHUH, BXOSAIINX B KOMIIETCHIIMIO OT/IETA,;

— BHOCHUTH Ha PacCMOTPEHHUE JUPEKTOpa MPEJCTABICHUS O Ha3HAYEHUU, MEPEMEICHUN U
YBOJIbHEHUHU PAaO0OTHUKOB OT/EJIA, UX TIOOIIPEHUH U HAJIO)KCHUH Ha HUX B3bICKAHUH.

— HW3JaBaTh PaCMOPSHKEHHS B paMKax 3a7ad U PYHKIIHI, BO3T0KEHHBIX HAa OTAEI.

6. BBAUMOCBA3U

Otnen KJullO B mpouecce BbIMOAHEHUS (YHKIUM, BO3JOKEHHBIX HA  HETO,
B3aMMOJEICTBYET:

6.1. Co BceMU CTPYKTYpHBIMH MOJApA3JEICHUIMH, BKIIOUYEHHBIMH B OPraHU3alMOHHYIO
CTPYKTYpY KOJUIeIKa!

6.1.1. ITo Bompocam moxy4deHus:

- Tabeseil yueta pabouero BpeMeHH;

- 3a5BJICHU;

- 00BSICHUTEBHBIX 3aITUCOK;

- JINCTKOB HETPYIOCITOCOOHOCTH.

6.1.2. Ilo Bonpocam npeaocTaBiIcHUs:

- CIIPaBOK;

- BBIMHCOK, KOIUH 3arpammBaeMbIX JOKYMEHTOB.

6.2. C Oyxrairepueii 1o BorpocaM IpeaoCcTaBIeHuUs:

- IPUKA30B 110 JUYHOMY COCTaBY;

- Tabenelt yuera pabodyero BpeMeHu;
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- TUCTKOB HETPYIOCTIOCOOHOCTH;

- 3asIBJICHUI I HAYUCIICHHSI U BBITLJIATHI TOCOOUH;

- TOKyMEHTOB TI0 O()OPMIICHHIO CITY>KEOHBIX KOMAHIUPOBOK.

6.3. C opranu3aiOHHBIMH CTPYKTYpaMH KOJUIEKA, 00SCIICUMBAOIIMMHI 00pa30BaTEeIbHBIN
MPOIIECC, 1O BOMPOCAM YCTAHOBIICHUS W BBIMIOJHCHHSI MMEJArOrMYecKOil Harpys3ku (Tapudukanus
Mearoru4ecKux PabOTHUKOB).

7. OTBETCTBEHHOCTDb

7.1. OTBETCTBEHHOCTh 3a HAJJIS)KAIlee M CBOCBPEMEHHOE BBHITIOJHEHHE OT/ACIOM (QYHKIIWH,
MPETyCMOTPEHHBIX HACTOSIIIUM TOJI0KEHUEM, HECET HaYaJIbHUK OT/ea.

7.2. Ha HavasipHUKA OTJIeNIa BO3JIaraeTcsi IepcoHaIbHasl OTBETCTBEHHOCTD 3a:

- OpPraHM3aIUI0 JISATCILHOCTH OT/CNA IO BBIMOJHEHUIO 3a/1ad U (YHKIWH, BO3JOKCHHBIX Ha
OT/eN;

- OpPraHu3aIMio B OTJ/EJIE ONEPaTUBHOM M Kauye€CTBEHHOW MOJIOTOBKH JOKYMEHTOB, BEICHHUE
JIEJIOTIPOU3BO/ICTBA B COOTBETCTBUU C MPABUIIAMHA U HHCTPYKITUSIMU;

- coOr0IcHIE PaOOTHUKAMHU OT/IeJIa TPYIOBOW U MPOM3BOICTBEHHOM TUCITUILTUHBL

- o0ecrieyeHre COXPAHHOCTH HMMYILECTBA, HAXOJMSAIIETOCs B OT/AENe, U COOII0JeHUE TPABUII
MO’KapHOH 06€30MacHOCTH;

- Mo00p, pacCTaHOBKY U JIEATEIBHOCTh pAOOTHUKOB OT/CIIA;

- COOTBETCTBHE 3aKOHOJATEIIbCTBY BHU3HPYEMBIX (TIOJIMHMCHIBAEMBIX) UM TPOSKTOB IPHKA30B,
WHCTPYKIIMH, TOCTAHOBJICHUN U IPYTUX JOKYMEHTOB.

7.3.  OtBercrBeHHOCTh,  paborHukoB otaena K/ullO ycranaBnuBaercs  JIOJDKHOCTHBIMH
WHCTPYKITUSMH.

8. BAKVIIOYUTEJIBHBIE ITOJIOKEHUA

8.1. IlonoxeHne NpUHUMAETCS U YTBEPKIAETCs IPUKA30M AUPEKTOpa Kouiexka. M3menenus
U JonosHeHus B Hacrosuiee [lonojkeHHe BHOCATCA W YTBEPXKAAKOTCA IPUKA30M JUPEKTOPA
KOJUIEIKA.

8.2. Boznoxenue Ha otaen GyHKIMHA, HE MTPETyCMOTPEHHbBIX HACTOSAILIMM MOJI0KEHUEM WIIH
HOPMAaTUBHBIMM aKTaMHU KOJUIEKa, O€3 COrJIacoOBaHMs IUPEKTOpa KOJIJIeAKa He TOMYCKaeTCsl.

8.3. Peopranmsanyss M JIMKBHJIALMSA OTAENA IPOU3BOJUTCS B IOPSAKE, YCTAaHOBJIEHHOM
YcraBoM KoJutemka.

8.4. Usmenenus [lonoxeHns npou3BOAUTCS MyTeM BHECEHUSI U3MEHEHUH JTMO0 yTBEPKIACHUS
IIOJIOKEHUS B HOBOM PEIaKIUU.

8.5. TlonoxxeHue MOANEKUT 00s3aTeNbHOM 3aMeHEe U YTBEPXKAECHUIO B HOBOW pEJakIUM B
CIENYIOIINX CIIyYasx:

— peopraHuzanusi 00pa3oBaTeIbHON OpraHU3alHy;

— U3MEHEHHUE CTPYKTYphl 00pa30BaTeIbHON OpraHn3allliy;

— BHECCHUE B I10JIOXKCHUE 3HAYUTEIIbHBIX U3MECHEHUN.

8.4. Bompocsl, He Hamleamue OTPaKEHUS B HACTOSIIEM ITOJIOKEHUHU, PEryIupyroTCs B
COOTBETCTBUU C JACUCTBYIOIIUM 3aKOHOAATENLCTBOM Poccuiickon ®enepanuu.
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’ HEQTEIOT AHCKMIA ITos10:xeHHE 00 oTaeJIe KaapoBoro,
V MOAMTEXHUYECKUA
KOMEAX AOKYMEHTAIIMOHHOI0 U IIPABOBOI0 0O0ecnevYeHnst

JIMCT COI'JIACOBAHUA

JonxkHocTh daMujIns, THUIHAIbI Jlara IMoanucek

W.o. HayanmpHUKA OT/AETa I'opOynosa B.H.
Ka/IpOBOTO, IOKYMEHTAIIHOHHOTO
U TIPAaBOBOTO OOecIIeueHus

FOpuckoncynbT Kypasckas 1.A.
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