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HOJOXKEHUE
Ob OTJAEJIE KA/IPOB

1. OcHoBHBIE NI0JI0KEHHS

1.1. OTnen kagpoB SBISETCS CaMOCTOATENBHBIM CTPYKTYPHBIM IOJpa3JeieHHEM KpaeBOro
rOCYIapCTBEHHOTO OIOKETHOrO MPOoEeCCHOHATBFHOIO 00pa3oBaTenbHO0 yupesxaeHus «Komcomorse
Kuit - Ha-Amype xoyutemxk texaonoruit H cepucay (KI'b [IOY KKTuC) (manee mo texcty - Kommemk».

1.2. OTaen KampoB MOAYUHSAETCS] HEMTOCPEACTBEHHO nupekTopy Komnemxa.

1.3. B cBO€l AeITETRHOCTH OTIEN KaIpOB PYKOBOJACTBYETCS:

1.3.1. Tpynosemm Konexcom Poccutickoii @enepanuu.

1.3.2 Ycraom Komnemxka.

1-3.3. IIpaBunamu BHYTPEHHETO TPYAOBOI'O PacIOpPsIIKa.

1.3.4. MHCTpYKIMEH 110 KaAPOBOMY IEIOIPOU3BOICTBY.

1.3.5. HCTpyKIIMEH O BEICHUU TPYLOBBIX KHIDKEK.

1 J.6. TTonosxeHreM 0 EPCOHATBHBIX JaHHBIX PAOOTHUKOB.

1.3.7. VHBIME HOPMATHBHBIMU ITPABOBBIMHU aKTaMH, COJIEPKAIUMU HOPMBI TPYIOBOKO
HpaBa.

1.3.8. Hacrosmum [Tonoxxenuem.

2. CTpykTypa oTAena KaapoB

OTnmen KaapoB HMMEET B CBOEM COCTaBe JBE INTATHBIX €IUHMIBL: HadalbHUK OTHENa U
CIIEIHAITUCT IO KaJpaM.

3. 3agaun

OcCHOBHBIMU 337]a9aM¥ OTJENA KaIPOB ABJIFIOTCA:

3.1 Oprasu3anus CUCTEMBI y4eTa JIMIHOIO COCTaBa U BEICHUE KaJPOBOM TOKYMEHTAIUH.

3.2. KoHTpoas coOmoIeHus NUCUUIUIMHEI TPYAa.

3.3. KoHTpOb COOMIOICHAS TPYIOBBIX U COITMATBHBIX PaB paOOTHUKOB.

3.4. Tlomaep»kaHue U YKpEIIEHHE MOJIOXKUTEIPHOIO CONMAIBHO-IICUXOJIOTHYECKOT0 KIIuMaTa
B KOJIJIEKTHBE, TIPEAYTIPEKICHUE TPYAOBBIX KOH(IUKTOB.

4. OyHKIHMH

JI1st BEITOJTHEHMS 33124 Ha OT/IET KaJpPOB BO3JIOKEHBI CIEAYIOINE (QyHKIAN:

4.1. OdopmieHnue nmpueMa, epeBoia U yBOJIbHEHUS paA0OTHUKOB B COOTBETCTBUY C TPYIOBBIM
3aKOHOAATEIHLCTBOM, IOJIOKEHUSIMH, WHCTPYKIVMSMHM H IpPHKa3aMH JMPEKTOpa KOJUIeKa, BhIIadya
Pa3TUYHOTO pOJIa CIPaBOK PaOOTHUKAM

4.2. Yuer nuuHorO coctaBa Komremxka.

4.3. XpaHeHHE U 3aM0JTHEHUE TPYIOBBIX KHIDKEK, BEICHHE YCTAHOBICHHOH TOKYMEHTAIUN
WO KaJpam. ,

4.4. Benenue ydera ctaxka paboTaukos Komremxka.

4.5. TloAroToBKa MaTEPUATOB JUIS IPEACTABICHIS PAOOTHUKOB K MOOIIPEHMSIM 1 HATPAXKICHUSIM.

4.6. ITlomroToBka MaTEpUAIOB K MPHBICYECHUIO pAOOTHUKOB K AUCIUIUIMHAPHON M MaTepHaIbHOU
OTBETCTBEHHOCTH.

4.7. Cocranenue rpaduka OTIycKoB. JlOKyMeHTaTbHOE OGOpPMIIEHHE OTIyCKOB M YYEeT WX
UCTIOTB30BaHUS.

4.8. KoHTpOJIb y4yeTa HCIoNb30BaHms pabouero BpeMeHu padotHukamu Komnemxka.

4.9. KoHTposb HaJ UCIIOTHEHUEM PYKOBOIUTEISMU MOAPA3ACICHUNA U JOJDKHOCTHBIMU JIMIIAMU
MIPUKA30B ¥ PACIIOPsHKEHUH 110 BoIpocaM paboThl C KaIpaMH.



4.10. Oprasm3anys KOHTPOJS HaJ COCTOSHHEM TPYNOBOM IUCLHUIUIMHBI B MOJApa3AEICHUSX
KOJUIEKA ¥ COOMOAeHIeM paOOTHUKAMHU IIPaBUJI BHYTPEHHETO TPYAOBOTO paclopsiiKa.

4.11. CocraBiieHHE BCEH YCTAHOBIEHHOM OTYETHOCTH 110 BOIIPOCAM KaJpOB.

4.12. Opraruzanus paboThl ¥ OCYIIECTBIEHNE KOHTPOJIS [10 BEACHUIO BOCHHO-YYE€THOTO
CTOJIA.

5. IIpaBa

PaboTHUK OTAENa KaJpoB UMEET IPABO:

5.1. [IpencTapnsaTh B YCTAaHOBICHHOM Iopsake mHTepechl Koiiemka BO B3aMMOOTHOIIEHUSX C
rOCYIapCTBCHHBIMHM U MyHUIIMIIATBHBIMY OPraHU3alUsSIMH II0 BOIPOCAM, OTHOCAIIAMCS K KOMIIETCHIIUH
oTxena.

5.2. TpeOoBarhk OT MOApa3AeICHUN KOJUIEIKA MPENCTaBICHNS MaTepUaioB (CBENEHUH, IIIAHOB,
OTYETOB H T.II.), HECOOXOJUMBIX JIJIS OCYINECTBIECHUS PAa0OTHI, BXOASIEH B KOMIIETEHIIUIO OTAETA.

5.3. XomaraiicTBOBaTh Tepel paboTonmaTesieM O IOOLIPEHUH OTJIMYMBIIUXCS pPAaOOTHUKOB U
HAJIOKCHHUH B3bICKaHWH Ha HapyIIUTEIEH TPYAOBOH IUCIUIUIAHEL.

5.4. TlpuHuMarh ydYacTHE B PpAacCMOTPEHHMHM BOIIPDOCOB IIpHEMa, YBOJBHEHHS, II€PEBOJA,
MPaBUIHPHOCTH UCIOJIb30BaHUS CIIEHUAIIUCTOB H IP.

5.5. BHOCHTP IIPEIIOKEHUS IO COBEPIIEHCTBOBAHUIO PAOOTHI C KaIpaMH.

5.6. YIoCTOBEpSTh IOPUIOMYECKYIO CHIIY IOKYMEHTOB IO JHYHOMY COCTaBy, BBIIABAEMBIX
pabotaukam Komnemxka.

5.7. Y4acTBOBaTh B COBEI@HUAX 10 BOIIPOCAM, OTHECEHHBIM K KOMIIETCHIIUA OTIENA.

5.8. Vkasagus oTHeNna B Tpenenax (QYHKIHH, NpexycMOTPEHHBIX HacTosmuM [lomoxxeHueMm,
ABJISIOTCS 003aTENFHBIMU K PYKOBOJICTBY ¥ MCIIOJTHEHHIO OApa3IeeHusIME 1 paboTHHKamMu Koemxka.

6. BzaumooTHOmIEHHS OTAEIAa KaAPOB

OTtnen xaapoB B3aUMONEHCTBYET

6.1. Co BceMU CTPYKTYPHBIMH [TOAPA3NECICHIAMH U JOJDKHOCTHBIMY JIMIJAMH 10 BOIIPOCAM:

[ToAroToBKM M W3IaHUS MPUKA30B, HHCTPYKIHUH, IPaBUII, IOJOXEHUNA U Jp. TOKYMEHTOB
JUTSL BU3UPOBAHUS.
CobmroieHus TpyI0BOM TUCITUIITUHBL
[Tomyyenuss  HeoOXomumout  mHGOpMamuu  [IE  OQOPMIICHHS  HOOUIPEHHWH U
IUCIUIUTHHAPHBIX B3BICKAHUH, COCTaBICHUS IpadrKa OTILYyCKOB U JIp.
OdopmieHus TOKyMEHTAIlUH 110 BOIIPOCaM ABM)KEHHUS KaIpOB.

6.2. C lleatpom wuH(DOPMALMOHHOIO CONPOBOXKICHUS IIO BOIpOocaM OOECHEeueHHs OTIena
CpeICTBAMU OPITEXHUKH, €€ IKCIIIyaTallid ¥ PEMOHTA; YCTaHOBKH IIPOrPaMM.

6.3. C OyxranTepuei 1o BOIpocaM OIUIaThl TPyAa, 0(pOPMIIEHHIO TUCTKOB HETPYIOCIIOCOOHOCTH,
a TaKke JUIS TMPEAOCTABICHUS KOMUN MPUKA30B IO [BUIKEHHUIO KaJgpoB, OTILyCKaM, IIOOUIPEHUSM,
IPUBJICYCHHIO K JUCHUILIMHAPHON U MaTepUAIbHON OTBETCTBEHHOCTH.

6.4. C X031 CTBEHHON CIIyK00# 110 00eCTIEeYSHHIO KaHIIEIPCKUMU IPHHAICKHOCTIMH

7. OTBETCTBEHHOCTH PA0OTHHKOB 0TAe/Ia KAIPOB

Ha paboTHuka oTnena KaJapoB BO3JIaracTcss OTBETCTBEHHOCTb 34!

7.1. Oprasu3anuio ONEPATHBHOM M KAYECTBEHHOM IIOJrOTOBKM M MCIIOJHEHHS JOKYMEHTOB,
BeJICHHE JENOMPON3BOACTBA B COOTBETCTBUY € NIPABUIIAMH U MHCTPYKIUAMHE.

7.2.  CooTBETCTBHE IEHUCTBYIOMEMY 3aKOHOJATENBCTBY H3TOTABIMBAEMBIX OTHEIOM IIPOEKTOB
MPUKA30B, UHCTPYKIUN U Ip. JOKYMEHTOB.

7.3. OO0ecreueHne COXpaHHOCTH UMYIIECTBA, HAXOAAUIETOCS B IOMEIIECHHUH OTENa, COOIOICHIE
IPABIJT ¥ HOPM OXPaHbI TpyAa U HOXKApHOH 0€3011aCHOCTH.

7.4. CTerieHb OTBETCTBEHHOCTH paOOTHUKA OTHENa KaJpoB YCTAHABIMBAETCA JOJDKHOCTHOU
HHCTPYKLIHAEH.
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