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1. O0mue noJjIoKeHHu N

1.1.0tnen xaApoB SBISETCS CTPYKTYPHBIM IOJIPa3/ICIICHHEM YOV PI'XA u BXOOHT B
COCTAB amnmapara peKTopa.

1.2. Otaen kaapoB hopmupyeTcs mprKasoM pekropa PIXA.

1.3. OTaen XaJpoB THKBHIUPYeTCs NprukazoM pexropa PIXA.

1.4. Otmen KaapoB BO3IVIABJISET HAYaIbHHMK OT/ENA, KOTOPBIM Ha3HAYAacTCs PEKTOPOM
PI'XA ¥ NOMUUHSETCS HEMOCPEACTBEHHO PYKOBOJIUTEIIIO allliapaTa peKTopa.

1.5. COTpYAHHKH OT/ElIa Ka/poB IPUHAMAIOTCA Ha paboTy NPHKa30M peKTOpa PI'XA.

1.6. OTaen KaJpoB B CBOCH eATEIBHOCTH PYKOBOJACTBYETCH:

- IEHCTBYIOMAMH 3aKOHOJATEIbHBIMA X HOPMAaTHBHBIMHA aKTaMH;

- yctaBoM PI'’XA;

- HACTOSIIHM II0JIOKEHHEM.

1.7. Ha Bpemsi OTCYTCTBHUS COTPYJHHKOB OTZeNa (KOMaHIHPOBKa, 6011e3Hb, OTIYCK U T.II.)
UX OOS3aHHOCTH MCIIOJHAIOT JIMila, HA3HAYEHHbIE B YCTAHOBJIICHHOM IIOPAJKE, KOTOPBIC
NpHOOPETAIOT COOTBETCTBYIONIME MpaBa M OOA3aHHOCTH M HECYT OTBETCTBECHHOCTH 34
HeHa UIekKAIee UCIIOHEHHE CBOUX 00s3aHHOCTEH.

2. CTpykTypa oTaea

2.1. CTpykTypa M YHCIIEHHOCTH OT/IEJNa KaJpOB OMPENEIACTCS WTATHBIM paclHCaHUCM
PTXA. - _ o
2.2. OTnmel COCTOMT H3 OJHOIO CprKTypHoro [OJpa3JeICHNs], BO3IJIABIIAEMOTO
Ha4aJIbHUKOM OTZea.

HpH 5TOM B OTZIEN KaTIPOB BXOJAT COTPY IHUKH, 3aHUMAIOIIHE JO/KHOCTH: CIEIHAIUCT 110
KaJpoBOH pa6ore. |

2.3. Pacmipenenenue 00s13aHHOCTEHN COTPYAHUKOB OTAENA H yTBepmeHHe UX JJOJDKHOCTHBIX
00sI3aHHOCTEH OCYINECTBISICT HAYAIBHUK OT/ENA KajpoB IO COTIACOBAHMIO C PYKOBOJIHTEIIEM
annapaTa peKTopa.

3. 3a.uatm 1 PyHKIHH 0T/Ie]ia KaApoB

3.1. 3amauu oTeNa:

3.1.1. O6ecreuenne cobOeHAsS TPYAOBOro 3akonoaaTensctsa B PXI'A, 3amuTa npas
paGoToaaTels u obecneueH e Ipas, JIIOT U TapaHTHH PaGOTHHKOB OpraHHU3alAH.

3.1.2. KOHTPOJIb pacCTaHOBKH KaJpOB.

3.1.3. Benenue KaapoBOro y4era.

3.1.4. V3yueHue U OLIEHKA JEJIOBBIX Ka4ECTB pat')OTHHKOB U3YYECHHE COOTBETCTBHUS
paOOTHUKOB 3aHUMAEMBIM JIOJDKHOCTSIM .

3.1.5. VuacTue B OPraHM3alli{ | IPOBEICHUH aTTECTAllHA PaOOTHHKOB.

3.2. OyHKIMH OTHeTA!

3, 2.1. Benenne xanposoro yuera B PI'’XA, yuera paﬁoqem BpEeMEHH, rpaduka OTITYCKOB,
WHOM, yCTAHOBIICHHON JOKYMEHTAUHMH [0 Ka/[pam.

3.2.3. OdopmiieHHE JOKYMEHTOB II0 TIpHEMY, NEPEBOLY 31 )’BOJIBHBHHIO pabOTHHKOB
B COOTBETCTBHH C TPYHOBBIM  3aKOHOJATeIbCTBOM PoccHACKOH Denepaliid, JTOKaIbHBIMH
HOPMATHBHBIMU aKTaMH OPTaHHM3allMM, IPHKa3aMH PEKTOpP2 PXT'A. OdopmieHue u BBIJIaYA
KOTIHH l'IpHKaSOB Mo JIMYHOMY COCTaBy M .KOIHMA NPHKA30B O MNPEAOCTABICHHH OTIYCKOB
paﬁoTHHKaM

' 3.2.4. Benenue ¥ V9eT TPYJOBBIX KHHIXEK. BHeceHWe 3amuced B TpPYJIOBBIC KHHIKKH

paGOTHHMKOB HA OCHOBAHHM IIPHKa30B pexropa PI'XA, 3aBEpCHHC 3anucei 00 yBOJIbHEHHMH H3
PI'XA. |



3.2.5. IToAroToBKa COOTBETCTBYIOIIMX MATEPHATOB MO IPHUMEHEHHIO K paDOTHHKAM
MEp IIOOIIPEHHA H MEp MUCHHMIUIMHAPHOIO B3BICKAHHSA, a TaKkKe IO  [PHBJICYCHHIO K
MaTEpUaAJIbHON OTBETCTBEHHOCTH.

3.2.6. Brijaga paGoTHHKaM CIpPaBOK O TPYAOBOH IEATEIBHOCTH, MHBIX JOKYMEHTOB B
COOTBETCTBHH C TPYJOBBIM 3aKOHOIATEILCTBOM. |

3.2.7. WHbpopmupoBaHHe paOOTHHKOB oOpraHusaluy o0 HX TpYAOBBIX IIpaBax H
0043aHHOCTSX, KOHCYJIbTHPOBaHKE PAOOTHUKOB 10 BOIIPOCAM TPYAOBOIO IIpaBa.

3.2.8. PazpaboTka u MpoBeieHrEe MEPOIPUATHH 110 YKPEIIEHHIO TPYAOBOH IHMCIMUILIHHEL B
OpraHU3alMH.

3.2.9. Pa3paboTka W peaM3anuss Mep W MEPONPHSTHH MO0 MOTHBALUH INEpPCOHANA, IIO
060prOE C TEKYYECThIO KaJpOB.

4. [IpaBa oraesia KaapoB

4.1. Jlasate corpyaHukaM PI'’XA ykasaHus 110 BOMpOCaM, BXOJSIIMM B KOMIIETCHIIHIO
OTA€eJ1a KaJpOB, B COOTBETCTBHH C MX JOJKHOCTHBIMH MHCTPYKIUAMHU.

4.2. VuactBoBath B coBemanusx PI'XA, npoBOAMMBIM II0 BOIpOcaM OTHECEHHBIM K
KOMIIETEHIIUH OTAEIA.

4.3. 3ampammBaTh OT APYIHX CTPYKTYpHBIX moppasaenenuii PI'XA  unHpopMarmio,
JOKYMEHTBl M MaTepHajbl, Kacaiollhecs NesTeNbHOCTH OTHela K HeoOXOAUMBIE Ui
HAJUTEXKAIIEr0 UCIIOTHEHHS UM CBOMX QYHKIAH. | |

4.4, Bectw . IepemHcKy C OpPraHamMH TOCYAapCTBEHHOH BJACTH M  MECTHOIO
camoynpaﬁneﬂnﬂ C JpYTHMH CTPYKTYPHBIMH IOJpa3sJeICHUIMH PXI'A u Cc JApyruMu
OpTraHM3allMsIMM [0 BOIPOCAM, OTHECEHHBIM K KOMIETEHIMH OTACTa M HE TpeOyIomHM
COTJIacOBaHHsA ¢ PyKOBOJICTBOM PXTA. :

4.5. TlpeacraBuTenbCTBOBaTH OT HMeHH ~PIXA B OTHGIHGHHHX C OpraHamu
roCyJapCTBEHHOH BIIACTH M MECTHOTO CaMOYNpPABICHHHA, C IPYrdMH opraﬁmaunmn 1o
BOIIPOCAM, OTHECEHHBIM K KOMIICTCHIMH OTHena H He TpeGYIOMAM COTJIACOBAHHS C
pYKOBO,IICTBOM PXTA.

4.6. 3HAKOMHUTHCS C IPOESKTAMH PEIIEHHH PyKOBOACTBA, KACaAIOIHXCs paboThI OTIENA.

4.7. YdacTBOBaTh B Pa3pabOTKe JIOKAJIbHBIX HOpMaTHBHBIX aKkToB PXI'A, kacaromuxcs
TPYJOBBIX OTHOIIEHHH ¥ 0OpabOTKH I€PCOHAIBHBIX IaHHbIX PAOOTHHKOB.

4.8. BHOCHTh Ha DacCMOTPEHHME PYKOBOICTBA MpPE/UIOXNEHHS IO YIyYLIEHHIO padOThI
OTZCIa, HPE/ICTAB/ICHHS O IPUMEHEHHH Mep MOOIMPEHHS U B3bICKAHUS K pabOTHUKAM OTHCIIA.

5. B3anMOOTHOIIEHHS ¢ MOAPAa3Ne/IeHHAMH OPraHu3aluH

I[Jm peaﬂmauun MOCTABJIEHHBIX 3a7ad M BBIIOJHEHHWS QYHKIHH OTIAST KaapoB
B3aHMOJZICUCTBYET CO CTPYKTYPHBIMH HD,[[paSJIEHEHHHMH PXT'A 1o crnexyromumM BOIpOCaM:
5.1. C pexropoM PXI'A 1 pyKOBOIHTEIEM alniapara pEKTOpa - M0 BCEMY KpPYTY BOIIPOCOB,
KacaronIMXcs KaJpoBoil paboThl ¥ TPYAOBEIX B3aUMOOTHOIIICHHH. |
5.2. Co BceMH CTPYKTYPHBIMH ITOZIpa3IeICHUAMHU OpTraHM3alMH 110 BOIIPOCaM:
- yuera pabod4ero BpeMeHH pabOTHHKOB; |
- coOMIONeHHs TPYIOBOM IHCLHILIAHBI;
- moompeHHs pPaOOTHHKOB;
- [pHBIEYEHHS K TUCIUIUTMHAPHOH OTBETCTBEHHOCTH;
- IpeUIOXKEeHHH 0 COCTABICHHIO rpaduKa OTIYCKOB;
- MOJIY4EHMS XapaKTEPUCTUK Ha paOOTHHUKOB;
- MOJy4CHUsT HEOOXOAMUMBIX JOKYMEHTOB H CBEJIEHUH . OT PaOOTHUKOB UL
CBOEBPEMEHHOTO 0(OPMIICHUS KaIPOBBIX JTOKYMEHTOB.

5.3..C ByxranTepueii 1o Bompocam:



- pacuera pasMepa NPHYHHEHHOTO  ymepba TpH NpPUBICYCHHHM pAOOTHHKOB K
MaTE€pHAIbHON OTBETCTBEHHOCTH,

- IIpeJCTaBJICHHS JTACTKOB BPEMEHHON HETPY/I0CIIOCOOHOCTH K OILIATE;

- ydeta pabodero BpeMeHH pabOOTHHUKOB;

- aBTOMATH3APOBAHHOIO y4eTa pabOTHHKOB.

6. OTBeTCTBEHHOCTD

6.1. OTBETCTBEHHOCTh 3a HEHAJIeXKallee HCIOJHEHHE CBOMX 00A3aHHOCTEH paOOTHHKH
OTJIE1a KaIpOB HECYT B COOTBETCTBUHU C JODKHOCTHBIMYU OOS3aHHOCTSIMH.
6.2. HauanbHHK OTJEeNia KaApOB, TAaK >X€ KaK M COTPYAHHUKHA NAHHOrO OTJeNia, HeCyT
OTBETCTBEHHOCTH 34:
- pPEIOCTaBIIEHHE PYKOBOJCTBY M CTPYKTYPHBIM IOJpa3leiICHHAAM OpraHH3allHH
HEJIOCTOBEPHOM HH(POPMALMK O padoTe OT/CIa H B paMKaX KOMIICTCHIIMHM OT/Iela,
- HEJIOOPOCOBECTHOE HCIOJIHEHUE IOJDKHOCTHBIX 00SI3aHHOCTEH,
- HapyluleHHe [IPOU3BOACTBEHHON U TPYAOBOH JHACIUILIMHEI,
- HecoOIIOJIEHHEe yCTaBa OpraHuW3allid, JIOKAIbHBIX HOPMATHBHBIX aKTOB
OpraHU3alliy U JOJKHOCTHBIX HHCTPYKIIHH; _
- HeoOeCneYeHHE COXPAaHHOCTH BBEPEHHOI'O OT/IEY KaJapoB HMYIIIECTBA.

Havaneruk oTz1ena kanpos PXI'A / A.A.IleTpyHuH
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- PykoBoaureis annapa’ra pextopa PXT'A




