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1. O01ue moJI0KeHu s

1.1. OT}IGJ’I KaJpoB SBJIIETCA CaMOCTOATCIIBHBIM CTPYKTYPHBIM IIOAPA3ACJICHUEM
YYHIIAIIA U IIOJINHACTCSA HAa9aIbHUKY oTAcja KaapoOB.

1.2. Oten xaapoB BO3IVIABIIAET HAYaIbHUK OT/CIa KalIpOoB, KOTOPBIN IMOYHHSIETCS
TIAPEKTOPY.

1.3. B cBOel nesITeIbHOCTH OTAEN PYKOBOIACTBYETCSI:

— 3aKOHAaMH ¥ MHBIMH HOPMAaTHBHBIMH [TPABOBBIMU aKTaMu 00 OXpaHe Tpyza
Poccutickoit @enepani ¥ COOTBETCTBYIOIICTO cyobekra Poccuiickoit @eznepannu,
— YcTaBoM NpeAnpusaThs,

— macrogiuM Ilonoxxenuem.

2. CTpykTypa

2.1. CTpyKTypy ¥ YHACICHHOCTb OT/ella YTBEPKIAET TUPEKTOP B COOTBETCTBUH C
HOPMATHBaMH YHCIEHHOCTH CIIELUAIICTOB 1 CIyXXaIIUX C Y4eTOM 00beMOB PabOThL i
0COOEHHOCTE! ITPOU3BOICTBA.

3. 3agaun

3.1. ITon6op, paccTaHOBKA M BOCIIUTAHHE KaJPOB.

3.2. zyuenne meNOBBIX ¥ MOPAIBHBIX Ka4eCTB PAOOTHHUKOB 110 MX MPAKTHIECKOH
NeATeNbHOCTH, BEIpab0oTKa pEKOMEHJAllUHY 110 YIy4IIEeHUIO KaapoBOro MoTeHIaIa
OpraHM3aIuy.

3.3. Co3manue pe3epBa KaapoB IS BELABIKEHHUS Ha PyKOBOMSIIE U MaTepHAIIBHO
OTBETCTBEHHBIE JOJKHOCTH.



3.4. Opranu3zanus afjanTalyy NepcoHaa.

3.5. Opranu3zanus 1 NpoBeieHNe BCeX BUJIOB ITOJTOTOBKY U MOBBIIIEHNS KBATU(DUKALIUU
KaJpOB.

3.6. Yuer kagpos.

3.7. ObecnieueHue npas, JIBI'OT U rapaHTUH paOOTHUKOB YUUIHUIIA.

4. OyHKUHH

4.1. Omnpenenenne 1 pa3paboTKa KaIpoBOM MONIUTUKY U CTPATETUU B COOTBETCTBUHU C
HalpaBlIeHHEM JeSITeIFHOCTH YUUIHINa 1 chepoi ee IesiTeTbHOCTH.

4.2. ®opMHupOBaHUE MITATHOTO PACITUCAHUS YUUIIHUIIA (COBMECTHO C OyXrairepueil).

4.3. Onpenenenue TeKyIlei TOTPeOHOCTH B Kaapax (COBMECTHO C PyKOBOAUTEISIMU
CTPYKTYPHBIX MOApa3ieeHIH yUuIuIa).

4.4. TTon6op XxBaNU(PUIUPOBAHHBIX CIIEAATIUCTOB IIyTEM:

— THQOPMHPOBAHUS paOOTHUKOB YUMIUIIA 00 UMEIOIINXCS BAKaHCHUAX;

— pa3MelIeHusl B CpeJCTBAaX MacCOBOM HHGOpMaIIK O0OBSBICHUHN O BaKaHCUSX;
— oOpallleHHsI B OpraHbl CIIy>KObl 3aHSITOCTH;

— B3aUMOJICHCTBUSA C y4eOHBIMU 3aBEICHISIMHU.

4.5. KoMIuiekToBaHUE YUUIIUIIA HEOOXOIUMBIMU KaJIpaMU B COOTBETCTBUH C KPUTEPHUSIMU
oTOOpa U OLIEHKOM HaHMMaeMOoro IepcoHalla, B TOM YHUclie:

— niepeMelieHue pabOTHUKOB BHYTPU YUHUIIUIIA;

— pueM Ha paboTy HOBBIX PaOOTHHUKOB.

4.6. JloxymeHTaIpHOE O(hOpMIIEHHE TprUeMa, IepeBo/ia U yBOJIbHEHUS paOOTHHUKOB B
COOTBETCTBUHU C TPYIOBBIM 3aKOHOIATEIHCTBOM: OPOPMIIEHUE TPYIOBBIX JOTOBOPOB C
pabOTHUKAMH U U3MEHEHHUM K HUM, IIOJrOTOBKA MPOEKTOB MPUKA30B 10 TUIHOMY COCTaBY
Y OCHOBHOM [I€ATEIbHOCTH YUMIINIIA, 3aII0JIHEHUE JINIHBIX KapTOUeK paOOTHUKOB.

4.7. YgacTue COBMECTHO C OTACJIOM OXpPaHbl TPyJa U TEXHUKHU 0e30I1aCHOCTH B
OpraHu3anvy U IMMPOBEACHUHU ITEPUOANYCCKUX U IPEABAPUTEIIBHBIX MEIUITUHCKUX
OCMOTpPOB pa6OTHI/IKOB.

4.8. Benenue paboThI ¢ TPYIOBBIMU KHIDKKAMH, B TOM YHUCJIE TIPHEM TPYIOBBIX KHHKEK OT
IIPUHAMAEMBIX Ha paboTy paOOTHUKOB, UX yUeT, XpaHCHHE, 3all0JIHEHUE, a TaK)Ke BhlIadya
IIpH PEKPAIICHUU TPYAOBBIX OTHOIIICHUH.

4.9. ObecnieueHue 3alIUTH IEPCOHAIBHBIX JaHHBIX ITPU paboTe pabOTHUKOB OTAEeIa
KaJIpOB C JOKyMEHTaMU, COIEPKAIINMH TTepCOHATbHBIE JaHHbIE paOOTHHKOB.

4.10. Y4eT 1u4HOro cocrasa IIyTeM COCTAaBJICHU: PA3JIMYHOI'O BUIa OTYETOB.

4.11. CocTaBneHue rpauKoB OTIIycKOB, 0popMIIeHHE IIPUKA30B O MPeI0CTaBIeHNN
pabOTHHKAM pa3IMYHBIX BUIOB OTILyCKOB, Y4€T KOJMYECTBA UCIIOIB30BAHHBIX JHEN
OTIIyCKa.



4.12. OdopmiteHne U yueT CiTyKeOHBIX KOMaHIUPOBOK (TIOArOTOBKA IIPOEKTOB IIPUKA30B U
CITy’)K€OHBIX YIOCTOBEPEHHUIN).

4.13. PaboTa ¢ TUCTKaMU HETPYHAOCIIOCOOHOCTH.

4.14. TIpoBepka MpaBUIBHOCTH U IMOJHOI[CHHOTO 3all0THEHNs Tabelel ydera pabodero
BpeMEHHU pabOTHUKAMU CTPYKTYPHBIX IOIpa3IeIeHU! yUUIUIIa.

4.15. TToaroToBKa ¥ BBIJIa4ya CIIPABOK O 3aHUMAaeMOU JTIOJDKHOCTHU U Ieprojie paboTHI B
YUUJIUIIE, 8 TAK)KE KOMUM TOKYMEHTOB, CBI3aHHBIX C TPYAOBOM NESITEILHOCTEIO
PabOTHHUKOB.

4.16. BaumopeiicTBre CO CTOPOHHUMH OpraHU3alUsAMU:

— CTPaxOBBIMH KOMIIQHVSIMU B YaCTHU IIOAAa4YH CBECHUN Ha 0(hOpMIIEHHE IIOTHCOB
obs3arensHOro MeguiuHcKoro crpaxosanus (OMC) u 100pOBOIBHOIO METUIIMHCKOTO
ctpaxoBanus (IAMC);

— BOEHHEIMM KOMHUCCapHaTaMy IO BOIIPOCaM IIOCTAHOBKH, CHSTHUS C BOUHCKOTO ydeTa
pabOTHHUKOB YUMJIHINA, HX YUeTa U IMPEIOCTaBICHHS OTUETOB;

— IIEHCHOHHBIMHU (QOHIAMH B IENISIX MPEIOCTABICHHS JJOKYMEHTOB ISl H3TOTOBICHUS
CTPaxOBbIX CBUIETENHCTB FOCYIapCTBEHHOTO IIEHCHOHHOTO CTPaXOBaHUSI.

4.17. IloaroToBKa KaApoBOM NJOKYMEHTALMH I IIEpEeavl B apXUB YUUIHUINA JJIs
JaJbHENIIEero XpaHeHus!.

4.18. IloaroToBKa MaTeprasoB JJis IPeACTABICHHUS pA0OTHUKOB K IIOOLIPEHHUIO.

4.19. IlonroToBKa MaTepUaJIOB JJIs IPUBJIEUEHUS PAOOTHUKOB K NUCITUTIINHAPHOM
OTBETCTBEHHOCTH.

4.20. KoHTpoib 3a COOII0OIEHNEM TUCLUIUINHBI TPY/1a U BBHIIIOJIHEHUEM PaOOTHUKAMHU
[TpaBun TpyAOBOrO pacropsiKa U MHBIX JTOKAIBHBIX HOPMATUBHBIX aKTOB.

4.21. Opranuzanysi BOMHCKOTO ydeTa pabOTHUKOB (IIPH OTCYTCTBUU
CHEIUANTA3UPOBAHHOTO TOIPa3IeTICHuUs).

4.22. KoHCcynbTHpOBaHNE PA0OOTHUKOB YUMWIHINA IO BOIPOCAM TPYIOBOTO
3aKOHOZATENbCTBA, B TOM YHUCJIE M OTBETHI Ha 3aIIPOCHI, )XaJI00BI, 0OpaIieHusl.

4.23. IInanmpoBaHye U y4acThe B MEPOIPUSITHUSIX IO aTTECTALUU, K KOTOPBIM OTHOCSTCS:
— pa3paboTKa JIOKAIbHBIX HOPMATUBHBIX aKTOB, HA OCHOBaHHHU KOTOPBIX TPOBOIUTCS
aTTecTarus; .

— nH(popMaIMoHHOe obecrieueHue (cocTaBlieHue rpaduKoB, IMPUKA30B, XapaKTEPUCTHK);
— KOHTPOJIb 3a XOZOM IIPOBEIEHHUS aTTECTALlMH, BBIIIOJHEHUS PEIIeHUH aTTeCTallOHHON
KOMUCCHH.

4.24. YcraHOBIIEHHE [TOTPEOHOCTY B MOBBIIICHUH KBATU(DHUKAIIHNH, IEPEIIOATOTOBKE WU
0o0y4yeHHH pabOTHUKOB, JOKYMEHTaIbHOe O(hOpMIICHHE HAIPaBIECHUS Ha 00yUYeHMe.

4.25. ®opMHUpOBaHUE U MTOATOTOBKA pe3epBa KaJApOB Il BEIABIKEHMS Ha BBIIIECTOSIIUE
JTOJDKHOCTH.

4.26. PazpaboTka KOMILIEKCa Mep I10 MOBBIIIEHUIO MOTHBAIIUN PAOOTHHUKOB.

4.27. AHanu3 TeKy4ecTd KaapoB.



S. IIpaBa

Otnen xazpoB UMeeT IpaBo:

5.1. 3anpamuBath y JOJDKHOCTHBIX JIML[ YYHIIMINA, @ TAK)Ke OPraHOB yIPaBleHHs (BIACTH),
CTOPOHHUX OpraHu3aIvi (IPEANpUATHH, yUpeKJEHUH ) CBENIEHUs O COTPYIHHMKAX C LIEIBIO
yTOYHEHHMS] COOTBETCTBYIOIINX TIEPCOHANBHBIX JaHHBIX, a IIPY IIpHeMe Ha paboTy u
IIepEMEIEHHUSIX COTPYIHUKOB — MHEHHE PyKOBOJIUTENIEH COOTBETCTBYIOLIUX CTPYKTYPHBIX
TIOJ[pa3/iesICHHH O 1eIeco00pa3sHOCTH MIPeAII0IaraeMbIX IEPECTaHOBOK.

5.2. TpeGoBath mpu mpreMe Ha paboTy U B APYTUX yCTaHOBIIEHHBIX CIIydasiX
IIPEACTABICHUS COTPYAHUKAMH COOTBETCTBYIOIIMX JOKYMEHTOB: I1aCIIopTa UK
3aMEeHSIOIIEro ero JOKYMEHTa, TPYJ0BOU KHIKKH, TOKyMeHTa 00 00pa3oBaHUM (HAIUIUH
CIeIMAIbHBIX 3HAHMM, yMeHu# ), cTpaxoBoro ceuaerenbcrsa I'TIC u T. 1.

5.3. JlaBaTh pa3bsICHEHUS U pEKOMEH IAI[MK 110 BOIIPOCAM, OTHOCAIIUMCS K KOMIIETEHIUH
KaJpOBOU CILyKOBI.

5.4. I[aBaTI) JOJDKHOCTHBIM JIMIIaM YUYHIIHIIAa 00s13aTeNIbHBIE JJI1 UCIIOJIHCHUA YKa3aHUs 110
BOIIpOCaM, OTHOCAIIIUMCS K KOMIICTCHITNH K&I[pOBOfI CJ'IY)K6BI.

5.5. BHOCHTH Ha pacCMOTPEHHE PYKOBOJCTBA YUMIIHIIA IIPEMJIOKEHHUS 10 BOIIPOCaM
OpraHu3alliy KaJpoBOil pabOTHL.

5.6. Bectn IIEPEIMUCKY IO BOIIpOCaM, OTHOCAIIMUMCS K KOMIICTCHIINHN OTACIa KaAPOB.

5.7. OcyIecTBIATh B3aUMOIEHCTBUE C OpraHaMy BIACTH (YIIpaBlIeHuUs ), CTOPOHHIUMHU
opraHuzanusMu (IPeIIPUATHSIME, YIPEXKISHUIMH ) 10 BOIIPOCaM, OTHOCSIIUMCS K
KOMIIETEHIINU KaJpOBOIi CITy>KOBI.

5.8. BusupoBaTh IPOEKTHI TOKyMEHTOB, IIOJTOTOBIEHHBIX IPYTUMHU CTPYKTYPHBIMU
II0/Ipa3Ie/eHISIMHU YIMIIHINE, €CITA B TAKUX JJOKYMEHTaX 3aTparuBaroTCs BOIIPOCH,
OTHOCSIIHECS K KOMITETSHITHH KaJPOBOH CIIYKOBI.

5.9. IlpencTaBisTh (depe3 YIOJIHOMOYEHHBIX TOBEPEHHBIX JHI]) HHTEPECH! YUIIUIIA B
opraHax rocyJapCcTBEHHOH BJIacTH, MECTHOTO CaMOYIIPaBIE€HUs, CyJaX 110 BOIIPOCaM,
BXOJISIIUM B KOMIIETSHITUIO OT/EJIa KaJ{pOB.

5.10. Ocy1ecTBISITh PEryJISIpHBIA KOHTPOJIb 38 UCHIOJIHEHUEM JOJDKHOCTHBIMHY JIULIAMH
YUIIUIIA TpeOOBaHUHN, IPEABSBISIEMBIX K OPraHU3aIlii KaJpoBOi paboThI, IEpUOANIECKI
nHGOPMUPOBATH COOTBETCTBYIOIIUX JIUII, @ TAKXKe PyKOBOJICTBO YUMJIUIIA O Pe3yJIbTaTax
KOHTPOJIS.

6. O0s13aHHOCTH

Otpmen xaznpoB 00s3aH:

6.1. CBoeBpeMeHHO U Ka4eCTBEHHO, B IIOJTHOM COOTBETCTBUH C 3aKOHOJATEIBCTBOM,
HOPMAaTUBHO-IIPABOBBIMHU aKTaMH, JOKAIbHBIMUA aKTaMH, OPraHU3alHOHHO-
PaCIOPSIUTENILHBIMYA aKTaMHU B 00JIaCTH KaPOBOU paOOTHI BBIMIOIHSITH BO3JIOKEHHBIE
Ha Hee 3a7a4H.



6.2. IToxmep)KuBaTh YCIOBUS, 0OecieurnBaroliye TpedyeMyto 3P PeKTUBHOCT KaIpOBOH
paboTHI.

6.3. OGecneynBaTh COXPaHHOCTD MOIYYeHHBIX CBEJEHUIN O COTPYJHUKAX OT
pasriamenus (yTpaThl) B Iporecce 00paboTKH.

6.4. OGopMJIITH M BbIIaBaTh B COOTBETCTBUY C ISUCTBYIOIIMMU B YUUJIUIIE MPABHIIAMU
10 TUCEMEHHBIM 3ampocaM (3asiBJICHUSIM) CIIPaBKH, 3aKJIFOUSHUS], BBIIIUCKU U MHBIE
aHaJIOTHM4YHbBbIC JOKYMCHTRI.

6.5. IIpenoctaBisTh OpraHam yrnpaBieHus (BIaCTH), CTOPOHHUM OpraHU3alUsIM
(TpeanpuATHIM, YUPEKISHUSIM) HH(YOPMAIIHIO 10 BOIIPOCaM, OTHECEHHBIM K
KOMITETEHITUY KaJpOBOH CIIyObl, B COOTBETCTBUY C NEUCTBYIOLIUMU B yUHIIHUIIE
IIpaBUJIAMH.

7. OTBETCTBEHHOCTDH

7.1. Bcro IIOJJHOTY OTBETCTBEHHOCTH 3a KQY€CTBO U CBOCBPEMCHHOCTD BBIIIOJTHCHUA
BO3JIOXKCHHBIX HACTOAILUM IlonoxxenueM Ha OTHOC) 3a4a4 1 (pyHKHHfI HECET Ha4YaJIbHUK
oTAciIa KaapoB.

82.2. OTBeTCTBEHHOCTh PAaOOTHUKOB OT/IEJIa YCTaHABINBAETCS JOJDKHOCTHBIMU
UHCTPYKIUSIMU.
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