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OBILUE ITOJIOXXKEHN A

1. ITonoxxenre 00 otnaene KaapoB (Hanee — MOJ0KEHUE, OTIAEH COOTBETCTBEHHO)
peraMeHTHpPYET ACSITeNbHOCTh OTAeNa KaapoB YacTHOro mpodecCHOHATBLHOTO
00pa30BaTENBLHOTO YUPEKACHUA «AKAIEMUUCCKHI MHOTONPOMUIBHBINA KOJIJISIK)
(masiee — KOJISIK).

2. Otnen sSBASETCS CTPYKTYPHBIM MOJAPA3ACICHUEM KOJIIEAKA, KOTOPOE CO30aeTCs,
peopraHu3yeTcs U JIUKBUIUPYETCS HA OCHOBAHUU MIPUKa3a IUPEKTOpA.

3. Ormen B CcBOEH  JACATENBHOCTH  PYKOBOJCTBYETCS  ACHCTBYIOLIUM
3aKoHOAaTenbCTBOM  Poccuiickoii ~ @enepanyy, HOPMAaTUBHBIMH  aKTaMH,
IPUHATBIMM B YCTAHOBJIEHHOM IIOpAJKE, YCTaBOM KOJUIE[KA, IPUKa3aMu
nupektopa, IlpaBuiiaMu BHYTPEHHETO TPYAOBOTO pPACHOPSAAKA, HACTOSALIUM
IIOJIOXKEHUEM U UHBIMH YTBEPKICHHBIMU B KOJUIEKE JIOKAIBHBIMA HOPMaTUBHBIMU
aKTaMH.

2. 3AJAYUN OTHEJIA

2.1. KommiekcHoe obecricueHue ACATCIbHOCTH I10 PCAJIU3allNH BOIIPOCOB KaIIpOBOﬁ
INOJIMTUKU U CTPATCTHUH KOJIJIC KA.

2.2. OCYHIGCTBJ'IGHI/IC KOHTPOJII IMOATIOTOBKH, IICPCIIOATIOTOBKHM H ITIOBBIIMICHUSA
KBaJ'II/I(I)I/IKaI_II/II/I NeaJarornt4CCKux pa6OTHI/IKOB u AJIMHUHUCTPATUBHO-
XO3S1MCTBEHHOTO IICpCoHaJIa.

2.3. OOecneyeHue BBINOJHEHUA YciaoBUM [IpaBuia BHYTpEHHEro TpPYIOBOIO
pacnopsiika.

3. ®YHKIMU OTAEJIA
3.1. KazgpoBoe 1 opraHu3aiMoOHHO-IIITATHOE 00ECTICUeHUE IeITeIbHOCTH KOJUIEIKA.
3.2. IloaroroBka NpeyioxKEHU JUPEKTOPY KOJUIEIKa MO KAAPOBBIM BOIIPOCAM.

3.3. CoBMECTHO C PYKOBOJIUTEISIMU CTPYKTYPHBIX MOJApa3ieIeHUN moadop Hu
KOMILJIEKTOBAaHHE  KOJUIEDKA ~ KagpamMu  NEJaroru4eckoro  cocraBa M
aJIMUHUCTPATUBHO-XO35MCTBEHHOIO TI€PCOHaja B COOTBETCTBUU C LEISMH,
cTpaTeruer u npouiaeM KoJjIeka, U3MEHSIOIUMUCS BHEIIHUMU U BHYTPEHHUMU
YCIIOBHUSIMU €T0 AESITEIbHOCTH.

3.5. ®opmupoBaHue 1 BeJieHne 0aHKa JaHHBIX O KOJIMYECTBEHHOM U KAYE€CTBEHHOM

COCTaB€ KaJIpOB; OCYILIECTBICHUE Yyu€Ta JIMYHOTO COCTaBa KOJUIEIXa B
COOTBETCTBHUM C  yHUQDUIUPOBAHHBIMH  (OpMamMu  TEPBUYHON  y4ETHOU
JIOKYMEHTALNH.

3.6. ®opMmupoBaHue pe3epBa KaJIpoB KOJUIeIKa U OpraHu3aius padoThl C HUM.



3.7. ObGecrnieyeHre MPOBEACHUS MEPONPUATUN IO MOBBIIICHUIO KBaIU(DUKAIIH
KaJ[poOB.

3.8. IloaroroBka, ¢opMHpOBaHHME M clladya Ha XpPaHEHHE B apXUB KaJpOBBIX
JIOKYMEHTOB 10 UCTEUEHUU CPOKOB XPAHECHUSI.

3.9. HpOBGI[GHI/IG aTTcCTalnn pa6OTHI/IKOB aI[MI/IHI/ICTpaTHBHO-XO3HﬁCTB€HHOFO
IIepCoHaJIa KOJIJIC KA.

3.10. OcymiecTBieHue:
3.10.1. Pa3paboTka mITaTHOTO paclrCaHusi COBMECTHO C OyXTalTepuen KoJlemxKa.

3.10.2. KoHTponp Hamuuusi U CBOEBPEMEHHOW pa3pabOTKU JOKHOCTHBIX
WHCTPYKIIM COBMECTHO C PYKOBOIUTEISIMU CTPYKTYPHBIX IOJpa3JIeiIeHUI
KOJUIEDKA.

3.10.3. IIpencraBiieHusl B YCTAHOBJIECHHOM MOPAJIKE CBEICHUN M0 YCTAHOBJICHHBIM
dbopmam OTYETHOCTH B BBIIECTOSIIIINUE 110 TTOTYUHEHHOCTH U IPYTUE BEJOMCTBA.

3.10.4. PaccmoTpeHusi MOCTyHaromux OOpalieHud M0 KaJpOoBBIM BOIMpOCaM,
MPUHATHS [10 HUM COOTBETCTBYIOIIUX PEIICHUN B MpeJiesiax CBOCH KOMIETEHTHOCTH
Y TIOATOTOBKH MPEIJIOKEHUN TUPEKTOPY KOJUISIXKA.

3.11. Opranuzanus paboThl 10 TOKYMEHTATLHOMY 0()OPMIIEHHUIO ITpHUEeMa, IepeBoia
U YBOJIbHEHUS paOOTHUKOB: TMpHEM, yueT U o0paboTKa 3asBIICHHI; MOJATOTOBKA
TPYAOBBIX JOTOBOPOB C PAOOTHUKAMU M U3MEHEHUH K HUM; 3alI0JIHCHUE, XPaHEHHUE,
BblJ]aya TPYJIOBBIX KHIDKEK U JIPYTUX KaJAPOBBIX JOKYMEHTOB B COOTBETCTBUU C
TPYAOBBIM 3aKOHOAATENLCTBOM Poccutickoin deneparumu.

3.12. Benenue AMYHBIX A€M U JIMYHBIX KapTOYEK paOOTHUKOB KOJUIEIKA, IPYrou
YCTaHOBJIEHHOW KaJIpOBOU JTIOKYMEHTAIWH.

3.13.  Odopmieane u  ¢GopMUpPOBAaHHWE COBMECTHO ¢  Oyxraiarepuei
COOTBETCTBYIOIIUX JTOKYMEHTOB I10 IEHCUOHHOMY CTPaXOBAHUIO U MPEACTABICHUE
X B oTnelieHne (PoHaa MEHCHOHHOTO M COIMAJIbHOTO cTpaxoBaHus Poccuiickoit
®enepanuu o T. MUXalIIOBCKY.

3.14. CocraBieHue TpahuKOB €XKErOJHBIX OIJIAYMBAEMBIX OTIYCKOB, UX
oopMIICHHUE U YUET UCTIOIB30BaHUS paOOTHUKAMU, O(POPMIICHUE PA3IMYHBIX BUJIOB
JIOTIOJTHUTEJIHbHBIX OTIYCKOB B COOTBETCTBUU c CYIIECTBYIOIIUM
3aKOHOJIaTEIbCTBOM.

3.15. TloaroToBka nMpuKa3oB: MO HA3HAYEHUIO, IPUEMY, IEPEBOAY (ITEPEMEILICHHIO),
YBOJIBHEHUIO PAO0OTHUKOB, OTITyCKaM, KOMAaHIUPOBKAM U JPYTUM KaJIpOBBIM
BOIPOCAM B COOTBETCTBUU C TPEOOBAHUSIMU TPYAOBOTO 3aKOHOAATEILCTBA,
CYIIECTBYIOIIUMHU TOJIOKEHUSIMU U UHCTPYKIHUSIMU.



3.16. Tloacy€T pa3nuuHBIX BUIOB CTaxa (OOIIETo TPYI0BOTO, MEAArOrHIecKoro);
BBIJIAYU CIIPABOK O HACTOAIIECH U MPOUUION TPYAOBOU IESITENLHOCTH PaOOTHUKOB.

3.17. Odopmienne u corjacoBaHUE HarpaJHbIX MaTepUaIOB O MPUCBOCHUH
MOYETHBIX 3BAHUU W HArPaXIACHUSX TOCYJApCTBEHHBIMHU Harpajamu M Harpajaamu
CtaBponoJIbCKOro Kpasi.

3.18. [IoaroroBka aHaTUTUYECKUX, CITPABOYHBIX, OTYETHBIX U MHBIX MATEPUAIIOB I10
KaJIpOBBIM BOIIPOCAM.

3.19. Oxa3zaHue METOAMYECKOW M KOHCYJbTAUMOHHOW MOMOILIM CTPYKTYPHBIM
HOJPa3AeIICHUSAM KOJIJIEI’KA 110 KaJPOBBIM BOIIPOCAM.

4. TIPABA OTJEJIA
Otaen nMeer npaso:

4.1. YyacTBOBaTh B pabOTE OpPraHoB YIpaBJICHUS KOJUIEIXa MPU PACCMOTPEHUU
KaJIpOBBIX BOIIPOCOB.

4.2. HpeIICTaBI/ITGJIBCTBOBaTB B YCTAHOBJICHHOM IIOPAAKE OT UMCHHU KOJIJICI KA IIO
BOIIpOoCaM, OTHOCAIIHMMCA K KOMIICTCHIIMM OTACId, BO B3aUMOOTHOLICHHAX C
rocygrapCTBCHHBIMU W MYHHIUIIAJIBHBIMH OpraHaMH, CJIy}K6aMI/I 3aHATOCTH,
APYIrUMH IMPCAIIPUATUAMUA U OpraHu3alusaMH.

4.3. BHOCUTb NTPEIOKEHHS IO COBEPIIEHCTBOBAHUIO PA0OTHI C KaJPAMH.

4.4. 3anmpaimBaTh U MOJTY4YaTh OT BCEX CTPYKTYPHBIX MOAPA3/Ae/IEHUN U pa0OTHUKOB
KOJUIEZ)Ka CBEJCHHS, HEOOXOIMMBbIE JUUIsl BBIIOJIHEHUS BO3JIOKEHHBIX Ha OTAEN
3a1ad.

4.5. TlomyyaTb OT CTPYKTYpPHBIX THOJAPA3ACICHUN KOJUIEIXKA JIOKYMEHTHI,
HEO0OXOIMMBbIE 11 TPUEMA, a TAK)KE BHICBOOOXKCHUS paOOTHUKOB MPU YBOJIbHEHUHU
10 MHUIIUATUBE PaboTOIaTEIIs.

4.6. JlaBaTb pa3bsICHEHHWS M PEKOMEHJAIMU [0 BOMPOCAM, OTHOCSIIUMCS K
KOMIIETEHIIUU OT/ea.

4.7. HpOBOI[I/ITI) COBCHIAaHUA MW YYACTBOBATH B COBCHIAHUAX, IMPOBOJHMMBIX B
KOJIJICPKEC IO KaJAPOBLIM BOITPOCAM.

4.8. TpebGoBatb  OT  pYKOBOAWTENIEW  CTPYKTYPHBIX  MOApa3aeiIeHUN
MIPEIBAPUTEILHOTO COTIaCOBAHMS MPOSKTOB IIPUKA30B, MHCTPYKITUH, TOJI0KESHUN U
JIPYTUX  OPraHU3aIllMOHHO-PACTIOPSIUTEIBHBIX  JIOKYMEHTOB,  KaCaroIIUXCS
KaJIPOBBIX BOIIPOCOB.

5. OPTAHU3ALIMOHHAA CTPYKTYPA OTAEJIA

5.1. Otnen noAUMHSIETCS. HEMOCPEACTBEHHO TUPEKTOPY KOJUIEIKA.



5.2. PyKOBOACTBO OTJEIOM OCYIIECTBIISIET HAYAJIbHUK, HA3HAYAaEMbIH Ha IOJDKHOCTh
JUPEKTOPOM KOJLIEKA.

5.3. Jlpyrue pabOTHUKH OTJieJia HA3HAYal0TCs Ha IOJDKHOCTH MIPUKA30M IUPEKTOpa
10 MPEJCTABICHUIO HaYaIbHUKA OT/IENA.

5.4. CTpyKTypa U IITaTHOE pacIUCaHue OTAENa, U3BMEHEHUS K HEMY, YTBEPKIal0TCsI
JTUPEKTOPOM KOJIJIEPKAa B YCTAHOBJICHHOM TOPSIKE, HCXOIS U3 00BheMa perracMbIX
3azay.

6. B3AMMOJEMCTBUE OTHEJA C JPYTUMH CTPYKTYPHBIMU
[HOAPA3AEJIEHUAMU KOJUJIEIKA

6.1. Jns BemmonHeHus GYHKUMA W pealu3alMd MpaB, NTPELyCMOTPEHHBIX
HACTOSAILMM IIOJIOKEHHEM, OTACJ B3aUMOIECHCTBYET CO BCEMH CTPYKTYPHBIMU
IIOAPA3AEICHUAMU KOJUIECIKA.

7. OTBETCTBEHHOCTD OTAEJIA

7.1. OTBETCTBEHHOCTH 3a HaUICKAICC, KAa4YCCTBCHHOC H CBOCBPCMCHHOC
BBIITOJIHCHUC OTACIIOM 3a1a4 U (bYHKHHﬁ, BO3JIOKCHHBIX HACTOAIIHUM IIOJIOKCHHUCM,
HCCCT HA4YaJIbHHUK OTJICJIA.

7.2. Ha HauanpHMKa OTAc)a BO3J1aracTc:a 1IICpCcoHaibHasA OTBCTCTBCHHOCTD 3a:

- TIOJIHOTY, KaueCTBO M CBOEBPEMEHHOCThH BBINOJHEHUSI BCEX 3aKPEIUICHHBIX 3a
OTJIEJIOM 33724 U (DYHKIIHIA;

- HapyIIeHUe COXPAHHOCTH U KOH(PHUIACHIIMAIBHOCTU B padoTe ¢ nHpopmaiueit u
JIOKYMEHTAIMEN OTIENA;

- HECOOJIOJIeHNEe YCTaHOBJICHHOTO TOpPSAKa pabOThl C JOKYMEHTaMH, a TaKXKe
yTparty, Nopuy JOKYMEHTOB;

- CBOCBPEMEHHOE M TOYHOE BBINIOJHEHUE YKA3aHUW W MOPYYEHUM IUPEKTOpa
KOJIJIEIKA;

- HEKaYeCTBECHHOE BBINTOJIHCHHE 00s3aHHOCTEHN pa6OTHHKaMI/I oTAaciaa,

- HecoOyofeHre paOOTHUKAMHU OTJela MpaBWI BHYTPEHHETO pacIopsika,
TPYAOBOM U UCTIOJTHUTEIIbCKOW TUCUUTLINHBI.

7.3. OTBETCTBEHHOCTh PAOOTHUKOB OT/IE€JIa YCTAHABIMBACTCS WX JIOHKHOCTHBIMHU
UHCTPYKIHSIMU.

7.4. Bce paboOTHUKM OTHAeNa HECYT TMEpPCOHAIbHYIO OTBETCTBEHHOCTh B
COOTBETCTBHM C JICMCTBYIOLIMM 3aKOHOAATENLCTBOM Poccuiickon denepaunu, a
TaK)Ke 3a pas3riallieHue CIIy)KeOHOW TalHBI, CTaBIIEH UM M3BECTHOW B Pe3yJibTaTe
BBITMIOJTHEHHSI MU CBOMX CITYK€OHBIX 00S3aHHOCTEHA.



