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1. OBIIUE MMOJIOXXEHUS
1.1. Hacrosmee ITomoxenue paspaboTaHo B cooTBETCTBHH ¢ TpyL0OBEIM KOEKCOM .Poccriickoii
©enepauun, APYTUMU 3aKOHOJATEIBHEIMY aKTaMu Poccuiickoif
1.2. Otzen xanpos (nanee o Tekety - OK) siBiseTcst CTpyKTYpHBIM MOJpa3ieNeHIeM rocyznap-
CTBEHHOTO OHO/DKETHOTO MPO(PECCHOHATEHOTO 00Pa30BaTeIBHOr0 YUpexkaeHus Baumupckoit
obnactu «Bnagumupckuit 6a30BbIH MEIMIMHCKIIT KOIIEK» (Haee nmo TekeTy-Komemk).
1.3. Obmee pyKOBOACTBO M KOHTPOJb JIEATENBHOCTH OTAENA OCYLIECTBIAET HauyanpHHK OK,
Ha3HAYaeMBlil Ha JNOJDKHOCTH M OCBOOOXKIAEMEIil OT JODKHOCTH MPHKa3oM aupekTopa Komre-
JDKa.
1.4. CtpykTypa ¥ IUTaTHAs YMCIEHHOCTH IO NpEACTaBIeHNIO HayanpHuka OK yTBepikmaroTes
aupexropom Konnemxka.
1.5. Havanpnuk OK nopuunsiercs aupexropy Komiemka, B €ro 0TCYTCTBHE - HCIOHSIOIEMY
00513aHHOCTH JUPEKTOpa.
1.6. Pactipenienienue o6s3aHHOCTEH B OT/IENE OCYIIECTBIsAeT HavanbHUK OK.
1.7. B cBoeit nearensHoct pabotaHukn OK pykoBoaCTByIOTCS:
e Koncrurynueit Poccuiickoit ®enepanuu
e Tpynoseim komekcoM Poccuiickoit ®enepanyn
* ®enepanbHeiM 3akoHOM «O6 o6pasoBanuu B Poccuiickoit ®eneparumy ot 29.12.2012
@enepanuu
® MHBIMH, IEHCTBYIOLIMMU HOPMAaTHBHO - NPaBOBRIMU akTamu Poccuiickoit @eneparmu,
COZIEpIKAIMMU HOPMBI TPYZIOBOTO IpaBa, HOPMaTUBHO - [IpaBoBEIMM akTamu Bnamu-
MHUpPCKOI 00JIacTH,
® a TaKKe HOPMATHBHBIMH METOJAHUYECKUMH JOKYMEHTAMH II0 BEACHHIO KaJpOBOTO JENO-
IPOM3BOJICTBA
e VYcrasom Komnemka
¢ Ko/IEKTHBHBIM JJOTOBOPOM
® JIOKaJIbHBIMH HOPMaTHBHBIMH akTaMu Koinemka

e HacrosamuM Ilooxenuem.

1.8. Ceenenus, copeprkanmecs B jokymentax OK, spisioTes KOH(pUICHIIHAIBHBIMH.
1.9. TIpaso noctyna x noxymentam OK umerot: aupexrop Komnemxka, paGorauku OK (x moky-

MEHTaM pabOTHHUKOB U 00y4aIOIMXCs), 3aMECTUTENb IMPEKTOPa M0 yueGHO#M JacTy, 3aBe/yIo-



110507 yqeGHOi«i HJacCThIO, 3aBEOYIOIHE OTACICHUAMH, KIIACCHEIE PYKOBOJUTENU, COLMAJIBHBIHN Te-

JIaror, IeJaror-fcuxoyIor (K JOKyMeHTaM 00yYaloIiXcs).,

2. OCHOBHBIE 3ATAYHA

2.1. OcnoBHeiME 3a1auaMu OK saBigioTes:

- Opranusalus paboTel o oOeceueHHIo MoAG0Pa, PACCTAHOBKH U PpalMOHAJIBHOMY HCIIOJNIB30-
BaHHIO KaJIpOB;

- YUeT JITYHOT'0 COCTaBa U BEJCHUE KaJpOBOH JOKYMEHTALIHY;

- KOHTPOJIb COOMIONEHNS TUCIMILUTHHEI TPY/Ia;

- (hopMUpOBaHKE KaZpOBOTO Pe3epBa;

- obecrieueHue 1pas, IBIrOT ¥ TapaHTHi paGOTHUKOB M 00YYarOIIUXCS KOJLIEKA,

- KOHTPOJIb COO/IOICHHUS TPYIOBBIX IIPaB M COLMAIBHBIX TAPaHTHil paOOTHUKOB U o0yyarormx-
cA,;

- NOANEPXKaHUE W YKPCIUICHHE ITOJIOKUTEIBHOTO COLMAIbHO-IICUXOJOIMYECKOro KIHMAara B
KOJUISIDKE, NPeAyNpPEikKACHHE TPYIOBBIX KOH(IHKTOB

- OpraHM3alnysa U BEACHHE JUYHBIX JIe] 00yJaroIuXcsa KOJIEIKa B COOTBETCTBUH ¢ YCTAaBOM H

QenepanbHEIMH 3aKOHAMH.

III. ®ynkuun
OCHOBHBIMH (DYHKLIMSMH SBJISIOTCS:
- ONPE/IETICHNE TeKYILel NOTPeOHOCTH B KaipaX, aHAIIN3 TeKy4YeCTH KaJpoB;
- yJacTHe B porelype MoAd0pa Nepconaa, COBMECTHO ¢ PYKOBOAUTENSAMH 3aHHTEPECOBAHHBIX
II0JIpa3/ICIICHHIA;
- PasMCIICHHE 3aj1BOK 0 MOTPEOHOCTH B pabOTHHKAX B CIIy:KOY 3aHATOCTH;
- IOKyMEHTaJIbHOE 0(OpMIIEHHE IIPUEMA, TIEPEBO/IA, YBONBHEHHS PaGOTHHKOB,
- IOKYMCHTAJIBHOE 0 OPMJICHHE U YYET KOMaHUPOBOK;
- BEJICHHE YCTaHOBJICHHOM JOKYMEHTALHHU 110 KaJpaMm;
- PErMCTpanys, 3all0JIHEHHE, XPaHCHHE TPYAOBBIX KHIDKEK M BKJIAJIBIIIEH K HUM;
- CBOEBPEMEHHOE BHECCCHHE 3aIIUCEH B TPYJOBbIE KHUKKH,
- BeJIeHHe y4yeTa JHYHOIo cocTaBa paboTHukoB Kotemxka;

- 0(popMIIEHHE JIMYHBIX €] paGOTHHUKOB;



- 0()OpMJIEHHE H YUET JIUCTKOB BPEMEHHOM HETPYAOCIOCOOHOCTH;

- IOITOTOBKA H BbIJIa4a HEOOXOIMMBIX CIIPABOK ¥ 3aBEPEHHBIX KOMUIA JOKYMEHTOB;

- COCTaBJICHNE IpauKa OTITyCKOB, IIPHKA30B MO MPEIOCTABIEHUIO OTITYCKa, YUYET MCIIONb30Ba-
HUS OTILYCKOB;

- BEJICHHE y4eTa paboTalolIiX B KOJUIELKE BOGHHOOOSI3aHHBIX, OCYIECTBIEHHE OPOHMPOBAHNS;
- IO/IrOTOBKA MAaTEPHAJIOB JJIs IPEJCTABIEHUS PaOOTHUKOB K TTOOIIPEHHIO U HATPAXIEHHIO;

- KOHTPOJIb 332 COCTOSTHHEM TPYJOBOH AHUCLUINIMHEI B MOAPA3ACICHUAX KO/UIE/LKa U COOIoIe-
HUeM pabOTHUKAMHU NPABIJI BHYTPEHHET0 TPYA0BOTO PACIIOPSIKA;

- MOJArOTOBKA MaTepHalioB IO NPUBJICYEHHIO PaOOTHHKOB K JUCIMILIMHAPHONH OTBETCTBEHHO-
CTH;

- y4acTHe B pa3paboTKe ITaTHOTO PaciuCcaHus;

- (hoopMupoBaHKe U BeJeHHE DaHKa JaHHBIX 0 KOJMYECTBEHHOM M KaYeCTBEHHOM COCTABE Kajl-
poB;

- COCTABJICHHE OTYETOB IO KaJpam;

- B3aUMOJCHCTBHE ¢ NEHCHOHHBIMU (GOHJAMU, OpraHaMH CTATUCTHKH, OTJEIaMH COLHAIBHOrO
obecreueHus, KOMECCapUaTaMH ropojia ¥ 00JIaCTH 110 BOIPOCAM MX KOMITETCHIIAN,

- BEZICHHE JIMYHBIX JIe)T 00yYarOXCs;

- JOKYMEHTaJIBHOE 0)OPMIICHHE IIPHEMA, NIEPEBOA, BOCCTAHOBICHHA: M OTYUCIIEHHS 06yYaro-
IHXCS;

- JIOKYMCHTAJIBHOC O()OPMIICHHE aKaJ€MUYECKOTO OTIYCKa MM IPHOCTAHOBJIEHHS 00pa3oBa-
TEJNBHBIX OTHOLLICHUI;

- o opMIIEHHE TIPUKA30B TI0 00YUAIOIUMCS;

- opopMIIeHHE JTMYHBIX JIENT 00YYarOIMXCsl, OTYHCIICHHBIX M3 KOJLIEKA, YIIEAIHNX B aKaieMi-
YECKHI OTILYCK MJIM IPUOCTAaHOBUBIIMX 00pa30BaTeIbHEIE OTHOLICHHUS,

- Y4YET YHCIIEHHOCTH 00YYaroIIuXCs;

- TIOArOTOBKA OTBETOB Ha 3alPOCHI; YBENOMIIEHHE KOMHCCHHM I10 JieJIaM HECOBEPLIEHHONETHUX
00 OTYMCIIEHHH HECOBEPIIEHHOIETHHX 00yJaromuxcs

- yueT 00yJaromuxcs (MHOCTPAaHHBIX IPaXKIaH);

- IOCTAHOBKA Ha MUTPALMOHHEIN y4eT 00yyaromuxcsl (MHOCTPaHHBIX TPaXKIaH);

- KOHTPOJIb 3a COOJMOAeHHEM O0ydalomuMucs (MHOCTPAHHBIMH TPaKJaHAMH) 3aKOHOATENb-
CTBa O MHTPAIlMOHHOM YYETE;

- BBIJIa4a crpaBok 00 o6yuenun B Komiemke;



- BeIIa4a JOKYMEHTOB O IIPEABIOYIIEM 06pa303aHnH;
= BEICHUC BOMHCKOI'0 yucta Oﬁy‘laIOIHHXCﬂ;

- BeJICHHE YCTAHOBJICHHOMN JIOKyMEHTAIMH 110 05y AOLEMCS.

IV. IIpaBa u 06s3aHHOCTH
4.1. Padorankn OK nmero mpaso:
- 3alpallvBaTh U MONYy4aTh OT CTPYKTYPHBIX MozapasjencHuil Komtemka qoKkyMeHThI, HE06X0-
AUMEBIE Ui OQOPMIICHUS TIPUEMa, TIEPEBOIA, KOMAHIUPOBAHHUS, OTITYCKA W YBOJIBHEHHS paboT-
HHKOB;
- 3ampalnBaTh U MOJIyYaTh OT BCEX CTPYKTYpPHBIX nojpa3nenenuit Komnemka cBefenus, Heob-
XOJIMMBIE JUIS BRIIOJTHEHHS BO3JIOXKeHHBIX Ha OK 3amay;
- laBaTh pa3bsACHCHHA, PEKOMEHALMH 110 BOIIPOCaM, BXOAAIIMM B KomnereHuo OK
- BHOCHTb PyKOBOACTBY KoJule/mka npeyioeHus Mo cOBEPIIEHCTBOBAHHUIO pabOThI ¢ KaJpaMu;
- BHOCHTB B IpeJieNaXx CBOCH KOMIETEHLHMH MPEIOKEHUs 10 MOAGOPY, YUETYy M pacTaHOBKE
KaJpoB:
- XO/IaTalCTBOBATh Mepe/i pykoBoAacTBoM Koitemka 0 moompeHny OTIMYMBIINXCS pabOTHHKOB
U IPUMEHEHUH MEp AUCLHUIUIHHAPHOrO B3BLICKAHUS K HAPYIIUTENSAM TPYAOBOM JMCLIUILIHHEL,
- KOHTPO/IMPOBATh B CTPYKTYPHBIX MoapasaeneHuax Komiemka cobmoaene B OTHOLIEHHH pa-
GOTHHKOB TPYIOBOT0O 3aKOHOATEILCTBA;
- YAOCTOBEPATE IOPUANYECKYIO CHILy JOKYMEHTOB I10 JIMYHOMY COCTaBY, BEIABAEMBIX paGOTHH-
KaM u oOy4aromumes Kosremka;
- MIPE/ICTABUTEILCTBOBATh, B YCTAHOBIICHHOM IIOPAJKE, OT HMEHH KOJUIE/KA [0 BOIIPOCAM, OT-
HocAmmUMEs K KomneTeHImK OK, BO B3aMMOOTHOIIEHHSX € TOCYJAPCTBEHHBIMH OpraHaMH, a
TaKXKE IPYTUMH OPTaHU3ALMAMH, YIPEKAEHUAMH, B TOM YUCIIE CO CIy:KOaMH 3aHATOCTH
- Y4acTBOBaTh B COBELIAHMAX, MPOBOAUMBIX KomtemkeM, Mo BonpocaM, OTHECEHHBIM K KOMITE-
tenuuu OK;
- J1aBaTh Pa3bsACHEHMs, PEKOMEHIAUHY U YKa3aHHS 0 BOMPOCAM, BXOIAIIUM B KOMITCTEHITHIO
OK.
4.2. Pabornnku OK oGs3ansI:
- Cobmrofats AelicTByrOIEE 3aKOHONATENBCTBO, TPEGOBAHMA HOPMATHBHO-TPABOBBIX HOBBIX

akToB Poccuiickoii Menepanun, coaepkalyux HOPMBI TPYLOBOTO NIpaBa;



_ = COXpaHAThb KOH(})I/I,I[CHI.IH&JIBHOCTB CBCHCHHﬁ, COACPXKAIIUXCA B JIMUHBIX JejaxX pa60THHKOB H
oOyyarommxcs Komemka;

- YCTKO K CBOEBPEMCHHO BEBIIIOJHATE CBOH JOJXKHOCTHEIE 06H3&HHOCTI/I;

- BBIMOJIHATE YKa3aHU, IOPYYCHHUS U paclopsKeHHs pykoBojcTBa Komnemka;

- cobmopats KonnexrusHelit forosop, [Ipasuna BHyTpeHHEro TPYAOBOI0 pacropska, mpaBuia

OXpaHkel Tpyaa, TCXHUKU 0e301acHOCTH U HO}I{apHOf{ 0€30I1acCHOCTH.

V. OTBETCTBEHHOCTD,
S.1. Ha OK Bo3naraercst OTBETCTBEHHOCTD 3a:
- HaJllealee U CBOCBPEMEHHOE BEHINONIHEHHE (DyHKIMIt U 3a/1a4, MpPeIyCMOTPEHHBIX HACTOS-
muM Ilonoxxenuem;
- OpraHu3aI{I0 OIIEPaTUBHON M KaY€CTBEHHOM IIOATOTOBKU M MCIIOJIHEHUS JIOKYMEHTOB, Bejle-
HHC JICIONPOU3BOAICTBA B COOTBETCTBUM C ACHCTBYIOIIMMH NPAaBHIAMH U HHCTPYKIMAMMU;
- ofecrieueHre COXPAHHOCTH MMYINECTBA, HAXOMALIErOCSd B IIOMEILECHHUH OK, u coOmonenue
IIPaBUIT MOXKapHOU 6€30MmacHOCTH;

- IOCTOBEPHOCTH MPENOCTABIIAEMO OTYETHON HHPOPMAILIUH.

VL. BBAUMOJEHCTBUE
6.1. Jlyst BEIONHEHUS BO3IOXKEHHBIX GYHKIMIA 1 3324 1 peanusanuu mpas OK I B3aumoseii-
CIBYET C:
- IMPEKTOPOM KOJUIEIKa,;

- PYKOBOJMTEIISIMU CTPYKTYPHBIX MOAPa3/IeIeHHH.

6.2. OK Komnemka B3auMOoIeiCTBYeT:

- ¢ yupeaurenem Kojerka 110 BOIPOCaM HarpaskJeHHs U HPEICTaBICHHEIM 3alpOCcaM;

- €O CJIyx00H 3aHATOCTH HACEJICHHUS - I10 BONPOCaM Moa6opa Kapos;

- C BOCHHBIMA KOMHCCapHaTaMH - 110 BOIIPOCAM y4€Ta BOEHHOCIYIKAIUX U BOMHCKOTO yUeTa
obyyJaromuxcsi;

- ¢ otaeneHuAMH ITencroHHOro oHna - Mo 3ampocaM Ha 06YYAIOIIMXCA U BEITYCKHUKOB Koit-
JeJpKa;

- C KOMHCCHAMM T10 JIEJIaM HECOBEPIICHHOIETHHX - 110 BOMPOCY YBEAOMIIEHHS 00 OTUYHCIICHHN

HECOBEPLICHHONETHUX 00YYaIONIMXC;



- ¢ YOMC Poccun no BiiaguMHpoBCKoit 061acTH - 11o BOIIPOCAaM IOCTAHOBKH M CHATHSA C MH-
TPalMOHHOr0 y4eTa 00y4aromuxcs (MHOCTPaHHBIX rpaxaaH).

- C HHBIMH OpraHaMu

VIL 3aknrounreabHbie M0J103KeHHST
7.1. B naunoe Ionoxeuue MOTYT BHOCHTBCSI H3MEHEHUS U JIOTIOJHEHUS, He IPOTHBOpEYAIIHE

ACHCTBYIOLIEMY 3aKOHOAATENLCTBY PO,

JIucr coryiacoBanus
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