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1.001mue moJ1osKeHust

1.1.0tmen  kampoB - CTpykrypHoe mozpasjenesne ¢mmana CI'VIIC B
r.HoBoairaiicke, IpefHasHaueHHOE I pealM3allii €ro KaapoBOU IMOIMTHKH H
BBITEKAIOIMX M3 ee COJEpXKaHHs 3anad KaupoBoil pabotTel Jlms obecredeHus
MOBCEIHEBHOM [EATENBHOCTH OTHEeNl HKMeeT IIe4aTh C yKa3aHWeM Ha
npuraiexsocts K ¢ummany CI'YIIC B r.Hopoanralicke (Ha IpaBax oOTAeNa
KaJpoB).

1.2.1lenpi0 [IEATENBHOCTH OTHeNa KagpoB sBISETCS OOeCIeYeHHe IIONHOro H
CBOEBPEMEHHOTO YOBIETBOPEHHUsI TEKYIIMX M IEPCHEKTHBHBIX MOTPEOHOCTEH
¢ummana CI'YIIC B r.Hopoanrtalicke B KaIpOBBIX pecypcax IOCPEACTBOM €ro
KOMIUIEKTOBAHUSI  HEOOXONMMBIM  KOIMYECTBOM  PabOTHHKOB — TpeOyembIX
CIIeIMaIbHOCTEN M KBATH(DUKAIUH.

1.3.B cBoeii paGoTre OTHEN KaJpoB PYKOBOACTBYeTCS TpYNOBEIM KOIEKCOM PO,
Bakonamu P®, Ykazamu u pacnopsokenusmu IIpesunenra PO, IlocraHOBICHUAME
u Pacnopsoxkenusimu  IlpaButenscrsa P®,  HOPMAaTHUBHBIMH METOJMYCCKIMH
JIOKyMEHTaMH T10 BeIEHHIO KaJpOBOTO JIeIONPOU3BOICTBA, ¥ CTaBOM , IPUKA3aMU U
pacIopsDKEHMsAMA IUpeKTopa, IIpaBuiaMu BHYTPEHHEro TPyIOBOTO pacropsika,
naHHbIM [1OJIOXKEHHEM, a TAaKXKe IpyTUMH JOKaJIbHBIMA HOPMaTHBHBIMU aKTaMU
¢umuara CI'YIIC B r.HoBoanraficke u HOPMATUBHBIMH METOIMICCKUMHU
JOKyMEHTaMH II0 BEIECHHUIO KaJPOBOTO JIJIOIIPOU3BOICTBA.

1.4.Paboty oTzena KagpoB OCYIIECTBIIAECT CIICHUAIIMCT 10 Kaapam, Ha3HAYaeMBbIN
HA JIOJDKHOCTD U OCBOOOXKIAEMBII OT JIOJDKHOCTH TIPUKA30M JIUPEKTOpa duirana
CI'YIIC B r.HoBoanraiicke .

1.5.JIo/DKHOCTHBIE OOSI3aHHOCTH CIEIMAMCTa [0 KajpaMm  yCTaHaB/IMBAIOTCA
JIOJDKHOCTHOM MHCTPYKIIMOHHOM KapTOYKOM.

2. OcHOBHBIE 3a1a4H
2.1.ITog6op ¥ PacCTaHOBKA KaipOB Ha OCHOBE OLEHKM MX KBAIM(UKAMH U
JIENIOBBIX KauecTB coBMecTHO ¢ qupekropoM ¢rumana CIYIIC B r.Hosoanraticke 1
DYKOBOIHUTENSIME CTPYKTYPHBIX OIPa3IeTICHUH.
2.2 IlepcoHanbHBI yuér BCeX KaTeropuil pabOTHHKOB, BEJCHHE KaJIpOBOH
JOKyMeHTaIuu, coriaacHo [1omoxeHus 0 KaapoBOM JeJIONPOU3BOACTBE.
2.3.VueT BOEHHOOOS3aHHBIX PAOOTHHKOB.
* 2.4 KOHTpPOIL CBOEBPEMEHHOTO MCIIOJB30BAHHS  €XKETOJHBIX  OIUIAdMBaCMBIX
OTILyCKOB.
2.5.0pranu3anys paboThl IO CHCTEMATH3all, HAKOIUIEHMIO W XPAHCHMIO
apXUBHBIX KAJ[POBEIX JOKYMCHTOB.



2.6.KoHTpoib coOMmoieHust JUCIUIUIMHEl TPy/d, TPYAOBBIX M COLMAIBHBIX IPaB
PabOTHHKOB.

3. OyHKIMH 0Te1a KaApOB

3.1.0mpenereHue TeKyIel MoTpeOHOCTHU B Kapax, aHAIN3 TEKYIECTH KaIpoB.
3.2.Yuactue B pa3paboTKe IITAaTHOTO pacIVCaHus.

3.3.KommiektoBanue ¢ummana CI'YIIC B r.HoBoanTalicke IIPenogaBaTe/IbCKIM
COCTaBOM, PabOUKMM, CIIEIUATIUCTAMU TpeOyeMBIX IIPohECCH, CIelUaTbHOCTENR
¥ KBaIM(QUKAIMM B COOTBETCTBHU C IENSIMH, CTpaTerueii M mpoduiem
yueOHOTO 3aBEACHMUS, M3MEHSIOIMUCS BHEIMHUMU U BHYTPEHHHMH YCIIOBUSIMU
€ro JesSTeIbHOCTH.

3.4.@opmupoBaHre H BeleHHe OaHKa JaHHBIX O KOJMYECTBEHHOM H
KaueCTBEHHOM COCTaBe KaJpOB, MX Pa3BUTHU U IBUKCHUHU.

3.5.ITon6op KBATM(ULIMPOBAHHBIX CTIELUAIIMCTOB yTeM:
-HH(GOPMUPOBAHKS PAOOTHIKOB OpraHU3all 00 MMEIOIIMXCsT BAKAHCHSX;
-pasMeIlleHUss B CpEeACTBaX MaccoBod HHGboOpMamuu OOBBICHUE O
BaKaHCUSIX;

-00palTleHVsI B OPTaHbl CITy>KOBI 3aHATOCTY;

-B3aUMOJICHCTBIE C Y4eOHBIMH 3aBEACHUSMU.

3.6.0popmienre Tmpuema, IepeBofa W YBOJbHEHHA pPabOTHHUKOB B
COOTBETCTBHUU C TPYAOBBIM 3aKOHOAATEIBCTBOM.

3.7.®@opMupoBaHue JIMYHBIX Jiell Ha paboTHMKOB Qummana CI'VIIC B
r.Hosoanraiicke .

3.8IlpueM, XpaHeHWe, 3allOJHEHWE TPYJIOBBIX KHIDKCK B COOTBETCTBUU C
HHCTPYKIMEH O MOPSIIKE BENECHUS TPYAOBEIX KHUXKEK.

3.9.@opMupoBaHKe B DJIEKTPOHHOM BHAE OCHOBHOH HMH(OpMAIMH O TPYIOBOH
IeSTENbHOCTH M TPYJOBOM CTaxke Kaxjaoro PaGoTHuka (mamee - CBeIEHHS O
TPYIOBOM JESITEIHHOCTH) K IPEICTaBlIeHHE €€ B TOPSOKe, YCTaHOBIEHHOM
3aKOHOJIATeNLCTBOM  Poccmiickoit ~ @epmepanuu 00  HHIMBHUIYaJIbHOM
(mepcOHU(DUIIUPOBAHHOM) y4deTe B CHCTeMe 00s3aTeNBHOr0 IMEHCHOHHOIO

CTpaxoBaHus, JJI XpaHeH:s B HHPOPMAIMOHHBIX pecypcax IleHcronHoro donna
PO®.

3.10.Yuer mumuHoro cocrasa. CocraBjieHHe H BEICHUE YCTAHOBJICHHOMU
OTYETHOCTH 10 Y4eTy JimgHoro cocrasa punuana CI'VIIC B r.Hosoanraicke.
3.11.Beigaua cOpaBOK, KONMM JOKYMEHTOB, CBS3aHHBEIX C TPYIOBOU
nesTenbHOCThIO paboTHUKaM ¢mmana CI'YIIC B r.Hosoanraiicke .



3.12.Bencuue yCTaHOBJIEHHOM JOKyMEHTALUK 1o KaJIpOBOMY
JIOKyMEHTOOOOpOTY.

3.13.CocraBienre rpaduKoOB OTIYCKOB, Y4YET HCIOJIB30BaHUA paboTHHUKAMHU
OTIIyCKOB, KX CBOCBPEMEHHOE O(OPMIICHHE.

3.14.0opMIteHre U yUeT CIly’KeOHBIX KOMaHIMPOBOK.

3.15.PaboTa C JIMCTKAMHI BPEMEHHON HETPYIOCTIOCOOHOCTH.

3.16.0pranuzanmsi Ta0eBHOTO y4eTa pabOTHUKOB.

3.17 JloaroroBKa MaTepraia Ui MPpeOCTaBIICHI pabOTHHKOB (uimaia CI'VIIC
B r.HoBoasrTajicke K MOOIIPEHNSM U HarpaXX ACHUAM.

3.18.TT0ITOTOBKA MATEpHANIOB TI0 TIPUBICYEHHIO PAOOTHUKOB K MaTepHaIbHON U
IUCLUIUIMHAPHONA OTBETCTBEHHOCTH.

3.19.VuacTre B arTecTaiy paOOTHHUKOB.

3.20.KOHTpOIs 3a COCTOSHHEM TPYIOBOM JIMCIMIUIMHBEL B TOAPA3NCICHIIX
dumana CI'VIIC B r.Hopoarraiicke u coOmoienrieM pabOTHUKAMH MpaBUIl
BHYTPEHHETO TPYI0BOTO pacnopsiKa.

321.0praHusaiyst 4 BEJCHHE BOEHHO-YUYETHOH paboTEl B COOTBETCTBUU C
IEeHCTBYIONMM 3aKOHOIaTeIILCTBOM.

3.22 BzaumoeicTBIE CO CTOPOHHUMHI OpraHu3alsIMu:

-TIPEIOCTABIICHHAE COOTBETCTBYIOIMX OTYETOB, ceenennii B LIeHTp 3aHATOCTH
HaceJIeHUSs, a TAKOKe 3aABOK O HATMYMHA BAKAHCUH;

_B3aMOJIEHCTBIE C BOGHHBLIMM KOMHUCCApHaTaMd IO BOIpPOCaM TOCTAHOBKM M
CHATHS ¢ BOMHCKOTO ydeTa pabOTHHKOB, OpOHMPOBAHMS IPAKIAH Ha IEPHOA
MOOIIM3AIMY ¥ BOGHHOI'O BpPEMEHH, TIOCTAHOBKH Ha CIIEIy4eT 1 IPSIOCTAB/ICHI
OTUYETHOCTH;

-TIPEJIOCTaB/ICHE  CTATHCTHYECKMX ~ OTYCTOB B TeppuTOpUaIBHEI  OpraH
deiepaTbHOM CITy)XOBI TOCY JAPCTBEHHON CTATUCTHKH.

-IIpe/IOCTaBJIEHUE OTYeTa B TIEHCUOHHBIA (hOHJ 110 hopMe C3B-T/.

3.23 VIcroNHeHre ~ 3allpocoB  CTOPOHHMX — OpraHusalliii B Ipejenax
KOMIIETEHI[UU OT/IENA KaIpOB.

3.24 Obecredenre COXPAHHOCTH IIOJMy9eHHBIX CBEICHHH O COTPYIHMKAX
dmmana CI'VIIC B r.Hosoanraiicke OT pasriIallCHA (yTpaTsl) B Impolecce
00pabOTKH.

3.25 IJoAroTOBKa KaJpOBHIX IOKYMEHTOB IO HMCTEYEHWH YCTaHOBJICHHBIX
CPOKOB TEKYII[Er0 XPaHEeHHUs K clade Ha XpaHCeHHe B apXUB.



4. IlpaBa cnenuaJuCcTa MO KaJpaM

4.1.CrieriiaIiCT 10 KaipaM HMeeT IIPaBo:

3HAKOMUTHCS C IPOEKTaMM PpeIIeHUH TUPEeKTOpa ¢uwmana CI'VIIC B
r.HoBoarraiicke , KacaroIMMUCS NEeATEIbHOCTH OTENa Ka{pOB.

BHOCHTH Ha PACCMOTpEHHE AUPEKTOpa (uiinaia CI'VIIC B r.HoBoanraiicke
NpEUIOKEHHST TI0  YIy4YIICHUIO JEeSTENBHOCTH ¢ummana CIVIIC B
r.HoBoanraiicke .

3anpammBaTh y PyKOBOIUTENCH CTPYKTYPHBIX nofpaseieHuil Qumana
CI'VIIC B r.HoBoanTaiicke , CHEIHAAIICTOB HEOOXOMUMYIO HHGOPMALIHIO.
CaMOCTOSTENFHO BECTH IEepemucKy II0 BOIpocaM, BXOAANIMM B
KOMIICTEHIMIO OTAeNa KaJpoB X He TpeOyIOImUM COIacOBaHHA €
mupextopom drmana CI'VIIC B r.HoBoanraiicke .

V0CTOBepATh IOPUAMYECKYIO CHIy JOKYMEHTOB IO JMYHOMY COCTaBy,
BEITaBaeMbIX paGoTHuKam T pmmmana CI'YIIC B T.HoBoaxTalicke .
KoHTpONUpoBaTh B CTPYKTYPHBIX IOAPA3ACICHUAX pumana CI'VIIC B
rHopoanTalicke  COGNIOAEHHME B OTHOLICHWH PabOTHHKOB TpPYAOBOTO
3aKOHOJATENbCTBA,  HPEJOCTABIEHME  YCTAHOBIEHHBIX — JIBIOT M
KOMITEHCAIUH.

5. BzaumoaencTrBue

5.1.Jlta  BemONMHeHHs ~GYHKUMKH W pealMsalid  ITpas oTHen KaJapoB
B3aMMOJCHCTBYET:

C GyxranTepweil - 1O BONpOCaM OIUIATBl TPyAa, a Takxe TUTSE
IpeJOCTAaBIEH)sT KOMUA MpHKa3oB O IpHeMe Ha paboTy, yBOJbHEHHUH,
nepeBojie, OTIYCKe, KOMAaHIMPOBaHWHM, TOOMIPCHHH, IPUBJIEYEHUHN K
MaTepHaJIbHON OTBETCTBEHHOCTH.

Co BCeMH CTPYKTypHBIMH TIOZpa3JeIeHUIMU ¢umana CI'VIIC B
r.HoBoanTalicke IO KaIpOBBEIM BOIIPOCAM.

6. OTBETCTBEHHOCTD CNEIHAJNCTA N0 KaApam

6.1.Coermanuct 1o Kaapam HeCeT OTBETCTBECHHOCTD:

6.1.1.3a Henaiexaiee HCIIOJHEHNUC WM HEHCIIOJIHEHNE CBOMX JOJDKHOCTHBIX

065133HHOCTGI71, HpGlI}’CMOTpeHHBIX HACTOSIIUM IIOJIOXKECHHUEM, B npeneinax,

OIIpeJIeNIEHHBIX JeHCTBYIOMUM TPYIOBBIM 3aKOHOJATeIFCTBOM PoccuiicKo#

denepanum.
6.1.2.3a mpaBOHapyIIEHHUs], COBEPLICHHbIC B IMPOLECCE OCYIIIECTBIIEHMS CBOCH



JeATELHOCTH, B TIpeienax, ONpeleNIeHHbIX JEHCTBYIOMIMM aIMUHUCTPaTUBHBIM,
YTOJIOBHBIM ¥ MPKIAHCKAM 3aKOHOATebCTBOM Poccuiickoit denepary.
6.1.3.3a npuunHEHHEe MaTepUaIBHOTO yiepbda - B Ipeleax, OMpeIeICHHBIX
IefCTBYIOIUM TPYJOBEIM U IPaXXIAHCKUM 3aKOHOAATeNbCTBOM Poccuiickoit
Oenepanuu.

6.1.4.3a HapyIIIeHHe TIPaBIIT TIOXKAPHON 6€30I1aCHOCTH, OXPaHbI TPY/Ia, CAHUTAPHO-
TUTHEHMYECKUX IIPAaBWI, TpPaBWil BEOECHUs JEJONPOM3BOJICTBA — B TIOPSJIKE,
OTpEJICICHHOM  3aKOHOJATEeIbCTBOM
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