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1. OBUIHE MOJOXEHHA

1.1. Hacrosmee TTonosenwe of otnene kanapos dunmnana PYTXID aenseTca NOKAIbLHBIM
HOPMATHBHO-IIPABOBLIM AKTOM, OMPEIENAIOUIMM CTPYKTYPY, NnpaBa M 00A3aHHOCTH, OpraHM3aLMio
paboTel oTaEna Kaapos B Guanane, a TAKOKE NPaBOBOH CTATYC H KOMNETEHLMIO IO/KHOCTHBIX JIHLL

1.2. Ormen KaapoB SBISeTCS CTPYKTYPHBIM  mojpaiseneuwem ¢unmana PYTXII,
OCYLIECTBMIOUIMM Kanposoe obecneyeHne Guinana.

1.3. PafioTHHKH oTaena HasHA4YalTed M ocBoBoAIaKYTCA OT NOKHOCTH HA OCHOBAHHM NpHKAa3a
aupektopa dunnana PYTXIT no npeacTasieHuio HaualbHHKA OTAENa KAIpPOB.

1.4, B ceoeil aestensHocTH paboOTHMKM OTAena pyKoBOACTBYHOTCA TpyAOBBIM KOZEKCOM
Poccuiickoit Menepaunn, DenepanshbiM 3akonom ot 9.12.2012 Ne 273-03 «O6 obpasosanun B
Poccuiickoil @enepaunn», Yerasom PYTXIL, Tlonowenwem o dummane PYTXII, Hactosummm
nonoxenuwem, [lpaBuiaMM  BHYTPEHHEro TPYJAOBOrO  PAcropsjka, JPYFHMH  BHYTPEHHHMH
HOPMATHBHBIMH JOKYMEHTAMH, MPaBHIAMH H HOMaMH OXpaHbl TPy, NpHKa‘aMH M PacropiKeHHAMH
PYTXI1, npukasamMu H pacniopsxeHHAMH qupexTopa Gununana PYTXIL

1.5. Ortnen npumenser B csoeit paGoTe cospemeHHble MH(DOPMALHOHHBIE TEXHONOTHH A
paGoThl C Kaapam#, CpelcTBa B3aMMONEHCTBHMA M CBA3IM, PACCMATPHBAET BOIMOMKHOCTH BHEIPEHHHA
NepeoBOro  OTEYECTBEHHOro M 3apyDexHoro oneita paboTel ¢ NMEPCOHAnoM; MPOBOAMT
COLUHONOrHYECKHe MW TMCHXONOrHYECKHE MCCICO0BAHMA, HANPABNEHHLIE HA COBCPLICHCTBOBAHHE
OpraHH3alHy TPpyla BO B3AUMONEHCTBMH C APYTHMH CTPYKTYPHBIMHM NOApasneNeHHAMH thunmnana,

nobusaercy cobmoneHUa Npagwil ¥ HOPM OXpaHe! TPyZa.
2. OPTAHHU3ALIMOHHA A CTPYKTYPA OTJIEJIA

2.1, CTpyktypy M IWITAaTHOE pacnucaHWe oTaena kanpos yreepxiaaer pextop PYTXII no
npeacrasnenuio aupektopa dunnana PYTXIT uexoas us obrema peinaeMeix 3anay.

2.2, Ortnen kaIpoB HEMOCPEACTBEHHO noauuHAeTca aupextopy Gummana PYTXII, kotopeii
onpenenseT WTATHLIA COCTaB, KOHTPONHPYET M KOOPAMHMpYeT paloTy OTaena Kaapos ¢ APYIHMH
NoapasieneHHsIMH,

2.3, PafoTHHKH OTZENA KaJpoB, HMEIOIHE COOTBETCTBYIOILee obpa3oBaHHe M OMeiT paboThl,
HA3HAYAIOTCH HA JOJDKHOCTH MPHKA30M JMpeKTOopa (PMIMana no npeicTaBleHHI0 HavalbHHKA OTAEna
kanpos puanana PYTXIL

2.4. Pacnpenenenue obf3aHHOCTEH MeMIy COTPYIHMKAMM OTAENa KaapoB OCYLIECTBIAET
aupekTop thunuana.

2.5. Pafota oTaena kagpos OCYLIECTBIAETCA B COOTBETCTBMM M miaHoM paGoTel (uimana
PYTXII.

3. LIEJIH H 3AJIAYH OTJIEJIA KAJTPOB

(OCHOBHBIMH 3aJa4aMH OTAENA KaJPOB ABIAIOTCH:

3.1. lNoaGop » paccTaHoBka kaapos dMIHana.

3.2. Opranu3aumus cHcTeMsl yueTa Kaapos dunuana.

3.3. Bepnenue KanpoBOil AOKYMEHTALMM COTPYIHHMKOB H JIHYHBIX [ell KOHTHHIeHTa
obyuarommxcs Gunuana.

34. Co3nanMe pelepBa KaapOB [1f BhUIBHKEHHA HA PYKOBOAALIHE H MaTepHalbHO-
OTBETCTBEHHLIE JOMKHOCTH GHIHana.

3.5. KouTtpomb ¥ OpraHusauMs CBOEBPEMEHHOTO TOBLILEHHA KBaTHpHKaLMM W
NepenoAroToBKH COTPYAHHKOB HnHana.

3.6. OGecneyenune npas, IbroT ¥ rapaHTHi paboTHUKOB Quinana

4. ©YHKIIHH OTJEJIA KAJIPOB

4.1. PaspaGoTka KanpoBoil NONUTHKY M cTpaTeruy gunuana.
4.2. PazpaGoTka nporHozos, onpeaeneHue Texkymei norpeGHOCTH B Kaapax M HCTOUHHKOB
€€ YIOBNIETBOPEHHUA HA OCHOBE H3YYEHHA PhIHKA Tpya.



4.3, Komnnektopanue Gunnana KajpaMu npenojasaresie H CelHalucTOB B COOTBETCTBHH
¢ uensMu, crparerdeit M npodunem bunuana, HIMEHAOUIMMMCA BHEIIHHAMH H BHYTPEHHHMH
YCIAOBHAMM €r0 JAeATeIbHOCTH.

4.4, ®opmupoBarHe W BeileHHe GaHKa JaHHBIX O KOJIHYECTBEHHOM H Ka4YECTBEHHOM COCTaBe
kaapos (unnana.

4.5, Tlog6op u orGop pabOTHHKOB COBMECTHO € PYKOBOAMTENAMH CTPYKTYPHBIX
noapasaeneHuii duaMana M BHECEHME COOTBETCTBYHUIMX NpeiiokeHuii of X HasHauYeHHH Ha
yKazaHHBIE JOLKHOCTH, oopMIeH#He NPHKa3os 0 npueme Ha paboty M Apyroi HeoOXoanMOH anA
3TOrO JOKYMEHTALHH.

4.6. Paspaforka npeaioweHuwit 0 npueme Ha pafoTy No KOHKYPCY B COOTBETCTBHH C
NOPAJKOM, YCTAHOBJIEHHBIM 3aKOHOAATENLCTBOM, MOANOTOBKA H OpraHu3auns paboTsl KOHKYPCHOI
KOMHCCHH.

4.7. Undopmupopanue paborHukos Qunxana o HMEIOLIMXCA BAKAHCHAX, WCMONB30BaHHE
CPENCTB MAcCOBOH HHAOPMALIMK A NoMelleHHA oGbABNeHHil 0 Halive paBoTHHKOB.

4.8. YcranoeneHue NpaMBIX cBA3eil Guauana co crykbaMy 3aHATOCTH.

4.9, Odopmaenue npuema, nepesoia ¥ yBonsHeHHA pabOTHHKOB (JUTHANA B COOTBETCTBHH
¢ TPYIOBBIM 33KOHOAATENLCTBOM, MONOKEHMAMH, HHCTPYKUMAMH M NpHKasaMH JHpeKTopa
tunmnana.

4.10. Y4er nv4HOr0 cocTasa.

4.11. Brlgaya cnpagoK O HACTOAWIEH W Npownof TpynoBoH AeaTeNLHOCTH pabOTHHKOB
drunuana.

4.12. lpuem, 3anonHeHue, XpaHeHHe H BbIJIa4a TPYIOBBIX KHHKEK.

4.13. Benenue yCTAHOBIEHHON AeHCTBYIOIMM 3aKoHOnaTenbeTBoM PO nokymeHTaumu no
Kaapam (uanana.

4.14, TNoaroToBKa MaTepHanoB A4 NPeACTABICHHS NEPCOHANA K MOOLUPEHHAM.

4.15. TloAroToBKa MaTepHAIIOB 110 MPHBJIEYEHHIO pabOTHHKOB (QHIHANA K MaTepHaibHOH H
JNUCLHTITMHAPHOR OTBETCTBEHHOCTH.

4.16. PaccTaHoBKa KaJpOB HA OCHOBE OUEHKHM MX KBANH(DHMKALMH, THUHBIX M JAETOBBIX
KayecTs.

4.17. KonTpo/is 3a NpaBHILHOCTHIO PACCTAHOBKH pabOTHHKOB W HCTIONB30BAHHMA HX TPYAA B
CTPYKTYPHHIX TNoJpazeneHuax guanana.

4.18. Mayuenue npodeccHOHaNbHBIX, AENOBBIX H MOPATBHEIX KayecTs paboTHUKOR Guanana
B MpoLecce HX TPYAOBOH JEATENBHOCTH.

4.19. Opranuzauus npoeejeHHs arTectalwd paboTHukoB (MiMana, ee METOAHYECKOE H
uHdopMauuorHoe obecreyeHue, YYacTHE B AHANM3IE Pe3ynbTATOB ATTECTALMM, OCYILECTBICHHE
AOCTOAHHOTD KOHTPONA 32 XOA0M BbINOAHEHHA PEeLLEHHH aTTECTALHOHHOH KOMHCCHH.

4.20. TlogroToBka COOTBETCTBYHOIUHMX MOOKYMEHTOB MO MNEHCHOHHOMY CTPaxoBaHHIO M
NpeAcTABNEHHe HX B OpraHkbl collMansHoro obecneyeHus.

4.21. Beinaya cnipasok o pabote B punnane, 3aHHMaEMOR JOIKHOCTH.

4.22. Cocrasnenue rpadukoB OTNYCKOB, YHET MCMOAL30BaHMA pabOTHHKaMH OTMYCKOB,
oopMiieHHe OHEepeHBIX OTIMYCKOB B COOTBETCTBHH C YTBEPH/CHHBIMM rpadmkamMu H
JOTIOIHHTENBHBIX OTITYCKOB.

4.23. Odopmnesne u y4eT KOMAHIAHPOBOK.

4.24. Tabenuusiil yuer,

4.25. KoHTpo/ib 3a COCTOAHMEM TPYAOBOH JMCUMIUIMHEL B nojpasiencHuaX Quixana u
cobmoaetnem paboTHHKAMH NPasui BHYTPEHHENO pacnopsiKa.

4.26. AHanH3 TEKYYECTH KaJpoB.



4.27. PazpaGorka MeponpHATHil N0 YKPENIEHHIO TPYIOBOH IHCUMIIHHBL, CHHKEHHIO
TEKYYECTH KAIpoR, noTepk paboyero BpeMeHH, KOHTPOIb 38 HX BbIMOMHEHHEM.

4.28. Paccmotpenne kanob u 3assneHuil pabOTHHKOB (MIHANa NO BOMPOCAM TMpHEMA,
nepeMeLieHus W YBONLHEHNA, HApYILIEHHA TPYAOBOrO 3aKOHOAaTe bCTRA.

4.29. [lpuHsTHE MEp K BBIABJIEHHIO M YCTPaHEHHK) NPHYHH, TNOPOKIAIOWMX HWanobw
paboTHukos (uanana.

4.30. CBoGBpEMEHHOE BEIABJICHHE H KOHCTPYKTHBHOE Pa3peIeHHE TPYAOBEIX KOH(DAHKTOB.

4.3]. MeToauyeckoe pyKOBOACTBO AEATENLHOCTBIO JPYrHX CTPYKTYPHBIX nojpasjencHui
(unuana no KajapoBeIM BONpPOCaM.

4.32. Benenwe [penonpouisoacTea, (OpMHpPOBAHME W OTNpaBiEHHE/MONMYy4eHHE
KOppEecnoHAeHUHH H Jpyroil WHGOPMAUMH NO SNEKTPOHHBEIM KaHANaM CBA3H MO BOMpocam
NeATeNbHOCTH OT/AENA.

4.33. OpranMzauns BeJeHHA HOPMAaTHBHO-CMpaBO4HOH HWHGOPMALMH, OTHOCALIEHCA K
(QYHKLHAM OTAENA.

4,34, Benenue paboTel MO KOMIUIEKTOBAHMIO, XPaHEHHIO, YHYETY M HCMOALIOBAHMIO

apXHBHBIX JOKYMEHTOB, 00pa3oBaBLINXCA B XO€ AEATENLHOCTH OTAENA KAAPOR,
5. MOJIHOMOYHA PABOTHHKOB OT/IEJIA

Paboruuku OTena Kaapos U1 OCYUIECTRIEHHA CBOMX 0CHOBHBIX QYHKUMI H 3a1a4 Bripage:

5.1. 3anpawMBate B CTPYKTYPHBIX nojapasieneHuax Gpuianana HeoOXoaHMble JaHHbIE O
pabOoTHHKAX, 8 NPy npueme Ha paBoTy M nepemenieHHUAX pabOTHUKOB - MHEHHE PYKOBOAHTENEH
COOTBETCTBYIOLUMX CTPYKTYPHBIX NOApasAeneHui, KOHTHHIeHTe oDy4alolumXes.

5.2. KOHTpONHPOBaTE B CTPYKTYPHEIX 10/ipasieneHnax cobniofenue B OTHOEHHH
paboTHHKOB 1 00Y4alOUHXCA 3aKOHOAATENBCTBA O TPYAE, NPEAOCTABIEHHE YCTAHOBACHHBIX ILIOT
H MPEHMYILIECTB.

5.3. JlaBaTh PYKOBOMMTENAM CTPYKTYPHBIX NoapasaencHuii punnana obasarensHeie ans
HCMONHEHHA YKA3aHHA 110 BONPOCAM, OTHOCHILMMCSH K KOMNETEHUHH OTJeNa KalpoB.

5.4. TpeGoBats # NOAYYaTh OT BCEX CTPYKTYPHEIX nojpasaeneHuil Gunnana ceeneHus,
HeoOXoaHMEIE N7 BEITIONHEHHA BOIOMEHHBIX Ha OTAEN 3a/1ay.

5.5. Bectu nepenucky no Bonpocam noabopa Kajapoe, a Takke 1o JApyrHM BOMpocam,
BXOJALINM B KOMIETEHUHIO OTAea.

5.6. T1peACTaBHTENLCTBOBATE B YCTAHOBICHHOM MOPAIKE OT HMEHH (HaMana no ponpocam,
OTHOCALIMMCH K KOMMETEHUMH OTAena, BO B3AMMOOTHOLIEHMAX C TOCYAapCTBEHHBIMH W
MYHHLUHNANBHBIMM ~ OpraHamMW, a TaKke JIpYTHMH  MNPeANpHATHAMH,  OpraHH3alMAMM,
YHPEXACHHAMH, B TOM HHC/E Ar€HTCTBAMH 110 HaHMy M ciyxOaMH 3aHATOCTH.

5.7. aeare pajbACHEHMA, PEKOMEHIALMH W YKA3aHHs [0 BOMpPOCAM, BXOJALIHM B
KOMIETEHLHIO OTAENA.

5.8. MMpoBoaUTs COBELIAHHA W YYACTBOBATH B COBEUIAHMAX, MPOBOAMMEIX B (HaMane Mo

KaJpOBEIM BOMPOCAM.
6. OTBETCTBEHHOCTb

f.1. Bcwo noaHoTy OTBETCTEEHHOCTH 38 KAYECTBO W CBOCBPEMEHHOCTH  BBIMOMHEHHHA
BOZNOMEHHBIX HacToAWMM [TonoskenneM Ha oTaen kapos 3afad v GyHKuMil HeceT nupexTop duanana
PYTXII

6.2. CoTpyAHMKH OTOENA K4APOB HECYT MEPCOHANBHYI0 OTBETCTBEHHOCTH 33 MPaBHILHOCTh
ohopMASEMBIX MMM JIOKYMEHTOB, MX COOTBETCTBHE leiicTRyroumemy 3akoHoaatensctey Poccuiickoit
Deneparuy.



