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YTBEPXJIEHO

mpukazoM I KY KK
«KpaeBoii MeTonmgaecKuii HEHTP»

ot SBLSAOLE No ALK

TOJOXEHUE
OB OTJEJIE KAJIPOB

1. O0mue moJ10xeHus

1.1. Tlonoxenune 06 ormene Kampos (manee — Iomoxxenue) pa3paboTaHo B co-
OTBETCTBHUH C moloxeHusmu Tpymosoro konekca Poccuiickoit Depepanuu U Apyru-
MK HOPMATHBHBEIMH JOKYMEHTaMU, PeryJIHPYIOLMMH TPyIOBble OTHOIIEHUS B Poc-
cuiickoit ®efiepalyy, yCTABOM TOCYIapCTBEHHOTO Ka3eHHOTO yupeaenus Kpacuo-
napckoro kpas «KpaeBoil METOIUYECKUHA LIEHTDY.

' 1.2. Hacrosmiee [lonoxeHue onpenenseT ey, 3a1a4u, BUABl IEATCIBHOCTH,
OTBETCTBEHHOCTbH, OPTaHH3AINI0 U o0ecliedeHne NeSTeIbHOCTH OT/ela KaapoB (Aa-
Jiee — OTHeN).

1.3. Otmen sBigeTCS CTPYKTYPHBIM MOApAa3AEIEHUEM I'OCYIapCTBEHHOIO Ka-
3egHoro yupexaenus Kpacuomapckoro kpas «KpaeBoil MeToxudecKkuii 1eHTp» (na-
jIee — YUpexKICHHeE). '

1.4. B cBoeil mesaTenbHOCTH OTIEN pykKoBojacTByeTca Koncturynuei Poccuii-
cxoit Deneparuy, GpenepalbHBIMU 3aKOHAMH, yKa3aMHu U pacnopsbkerusmu 1Ipesu-
neurta Poccuiickoii ®enepaliny, MOCTaHOBIEHUAMH U pacnopsxeHusmu [Ipasurens-
ctBa Poccuiickoit @enepanyiv, HOpPMaTUBHBIMU [IPABOBBIMH aKTaMHU PETHOHANIBHEIX U
MECTHEBIX OPTaHOB CaMOYIIPaBJI€HUS, IPUKAa3aMU MUHUCTEPCTBA TPYJa ¥ COIMAIBHO-
ro passuTHs KpacHomapckoro kpas (nanee — YIOIHOMOYEHHbIN OpraH), yCTABOM
yupexaeHus, HactosmuM [lonoxxenueM.

1.5. Otgen B cBoelt AeATETLHOCTH MOAUYUHSIETCS HEIIOCPEICTBEHHO PYKOBOIHU-
_TEIIO YYPEKICHHUS. 4

1.6. OTaen ocymecTBIIsieT CBOIO JIEATENBHOCTh BO B3aUMOJEHCTBUH C APYTUMHU
. CTPYKTYPHBIMH TIO/Ipa3AeICHUASIME YIPEKICHUSL.

2, llen 1 3a3a4M AeATEJLHOCTH OTAEIa

2.1. Llenu gesaTenbHOCTY OTAENA! ,

2.1.1. OGecmeueHre COOMIONCHUS TPYAOBOrO 3aKOHOJATENbCTBA Poccuiickon
®denepalliyl B IEATEIHHOCTH YIPEKACHUS U BEJCHHUS KaJpOBOro JeNOIPOU3BOIACTBA.

2.1.2. KagpoBoe obecniedeHue AeSITENbHOCTH YUPEXKICHHS.

2.2. 3aga4u oTaena:

2.2.1. Opranuzarus paboTsl 10 YIPABISHHUIO IIEPCOHAIIOM.
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2.2.2. OpraHu3alioHHOEe ¥ JOKYMEHTAMOHHOE CONPOBOXICHME TPYAOBBIX
OTHOIIEHUH ¢ paOOTHUKAMHU YIPEIKICHHUA.

3. OcuHoBHbBbIE BH/BI AeATECJIHLHOCTH OTAENA

3.1. Jlnst JOCTYDKEHHS Iejiel, yKa3aHHbIX B IMyHKTe 2.1 pasjena 2 HACTOSINETr0
[TonoXeHus,, B COOTBETCTBMM C BO3JIOKEHHBIMH Ha HEro 3ajadaMmu, OTAEl B
YCTAQHOBJIEHHOM ,3aKOHOJATENBCTBOM IOPSIKE OCYIIECTBIAET CIEAYIOLINe BUIBI
NeSATeIbHOCTH: '

3.1.1. KoMIuieKToBaHHe YuUpexIeHnus Kajpamu TpebyeMBIX npodeccui, cre-
MAABHOCTEH ¥ KBaTM(HKALMKA B COOTBETCTBUY C LIGISMH, CTpAaTeTHER ¥ MpoduieM
YUPEIKACHHS: '

IPOTHO3KMPOBAHHE U OIpEeseHIe TeKyIIel U NepCIeKTUBHON NOTPeOHOCTH B
Kaz[pax Y ICTOYHMKOB €€ YIOBJIETBOPEHHS HA OCHOBE M3YYEHUS PBIHKA TPyHa, yCTa-
HOBJIEHUS IPAMBIX CBs3el ¢ yIeOHBIMH 3aBEACHUSIMU U CITyXk0aMH 3aHATOCTH;

y4acTHe B (JOPMUPOBAHAH Ka[POBO MOTUTHKH YIPEK TEHHS;

c60p uHMOPMAITIH O TIOTPEOHOCTAX B IIEPCOHAIIE;

pazMelneHrie BakaHCUH Ha IopTajiax FiHTepHeT-pecypcoB;

moioop IepcoHaa. :

3.1.2. Benenue OpraHu3alliOHHON M PAacHOPSIUTENHHON NOKyMEHTaIllMU IO
IIePCOHAILY YUPEXKICHHS:

(bopMHUpOBaHHE ITATHOIO PACIMCAHUS YUPEKICHNU;

odopMIIeHHE NpUeMa, NePeBOsia, YBOIbHEHHs PAOOTHIKOB B COOTBETCTBHM C
TPYAOBBIM 3aKOHO/ATENbCTBOM Pocculickoi denepanuu;

BeJleHre paboThl ¢ TPYJOBBIMH KHUKKAMH, B TOM HHCIIE€ IPHEM TPYIOBBIX
KHIDKEK OT IPYHMMAeMbIX Ha paboTy paOOTHHUKOB, MX YUCT, XpPaHEHHUE, 3aI0IHEHHE,
a Taxoke BBIava IIPU IPEKPAINeHUH TPYAOBBIX OTHOUICHHUH;

ohopMIeHrE U BeJEHHe JIMUHBIX Jel PabOTHUKOB YUPEKACHHUS, 3aIll0IHEHNE
JHIHBIX KapTOUEK;

ydeT JIMIHOrO COCTaBa MyTeM COCTABIECHHS Pa3IuIHOIO BHA OTYETOB;

3aIoJiHeHNe U BeIcHUAE aBTOMATH3MPOBAHHBIX 0a3 JaHHEIX 10 yUeTy KaApoB;

BeJ[CHHE SIEKTPOHHBIX CBEIEHH O TPYZOBOH JAEATENBHOCTH PabOTHHUKOB H
cBoeBpeMeHHOe HanpapieHue B Conpanbubii ¢ponyx Poccny;

COCTaBJIcHHE TpaduKa OTIIyCKOB PaOOTHMKOB yupeskIeHns, KOHTPOJIb 38 er0
BBHIIIOJHEHHEM M y4YeT HCIIONB30BaHHS IPENyCMOTPEHHBIX 3aKOHOAATCIECTBOM OT-
ITyCKOB; '

BbIZIa4a PaGOTHHKAM YUPEK/IEHMS CIPABOK M KOIMMH TOKYMEHTOB O TPYJIOBOH
JIeSITENIFHOCTH PaOOTHUKOB,; ,

OTBETHI Ha 3alPOCHI KOHTPOMUPYIOIIAX OPraHOB B OTHONIEHHH PaGOTHUKOB (B
pesienax MOJHOMOYHI OTAeNA);

COTJIACOBAHME TODKHOCTHBIX HHCTPYKIIMH paOOTHUKOB YIPEXKICHMUS.

3.1.3. Opranusaiiysi IPOBEACHAS aTTeCTallMi PaOOTHUKOB YIPeKJCHHS, €€ Me-
TOAMYECKOE U HH(OPMAIIHOHHOE 00eCIIeYeH e,
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3.1.4. OcylIecTBIeHre KOHCYJIbTATHBHON TIO/IEPKKH PabOTHHKOB yapexae-
HUSI TIO BOIPOCaM TPYZOBOTO 3AKOHOJATENBCTBA M MHBIM BOIPOCAM, BXONAINHM B
KOMIIETESHITHIO OTIEeNa.

3.1.5. TToAroToBKa BCEX BHOB OTYETHOCTH, CIPABOK, 3aKIFOUCHUH, NHOTO (o
HANPaBJIEHHIO JEATENBHOCTA OTIENa), IO TPeOOBAHMIO PYKOBOJIATENS YIPEXKICHUS,
3aMecTUTeNel PYKOBOIHUTENS YUPEXKACHHH i PYKOBOJMTENH CTPYKTYPHBIX MOApas-
HEeNICHUH YIpEXKTEHNS. ' |

3.1.6. ToaroToBka MPOEKTOB JIOKAIBHBIX HOPMATUBHBIX aKTOB, OPTaHM3aIld-
OHHO-PACIIOPSAUTENBHBIX JOKYMEHTOB [10 BOIIPOCAM AEATEILHOCTH OTACIIA.

3.1.7. TIoAroToBKa JOKyMEHTOB I10 WCTEUYSHHH YCTAaHOBIEHHBIX CPOKOB TEKY-
IIIero XpaHeHws K cade Ha XPaHEHWs B apXUB yIPCIKIACHHUS.

3.1.8. KOHTpOHB 3a COOJIOJEHUEM IUCIUIUIMHBL TPY/Ja ¥ BBIIOJHEHUEM pa-
GOTHMKAMH ydupexaeHus. IIpaBUI BHYTPEHHETO TPYAOBOIO pacrmopsjka, yCTaHOB-
JIEHHBIX B YUPEKICHUH. .

3.1.9. Benenue TabeqpHOrO ydeTa pabouero BpeMeHH PabOTHHUKOB yUpexkKze-
HUSL. ' ' o

‘ 3.1.10. Yuactue B pa3pabOTKe MEPOIIPUATHHN 10 MaTepPHAILHOMY ¥ MOPAJIbHO-
MY CTHMYJIEPOBAHUIO PaGOTHUKOB, YKPETUIEHHIO TPYAOBOM NUCIMIUIIMHBL, CHIKCHUH
TEKy4eCTH KaJIpoB, IOTeph pabouero BpeMeHH. :

3.1.11. Ananus KampoBoil paGoTH B OpraHM3allhy, paspadorKa IpeI0XKEHUHA
II0 ee¢ YIy4lICHHUIO.

3.1.12. YueT GOJIBHUYHBIX JIUCTOB, B YaCTU KACAOIIEHCs 3aIllOJHEHHS IIEpCo-
HATBHBIX JAHHBIX PaOOTHAKOB, & TAKXKe HCYHCIEHHS CTPAXOBOIO CTaXa.

3.1.13. TlpoBeneHue KOMILIEKCA MEPONPHUATHH IO OpraHu3aliu BOCHHO-
yYETHOU paboTsL |

3.1.14. Oprasu3aioOHHO-METOTMIECKOE PYKOBOACTBO, KOOPIUHAIMS U KOH-
TPONb JEATENBHOCTH CTPYKTYPHBIX TO/pasie/e il 1o BONPOCaM KOMIETCHIMHA OT-
nena. ,

3.1.15. BzauMoaeicTBrE C OpraHu3alisIMu:

BOEHHBIMH KOMHMCCApHaTaMil II0 BOIIPOCaM IOCTaHOBKH, CHATHS C BOUHCKOIO
ydeTa pabOTHUKOB YUPEKICHHS, X yd4eTa, OpOHUPOBAHMS M IPEIOCTABICHUA OTIe-
TOB;

CormansHeiM QormoM Poccud B LENAX TPENOCTABICHHSA NOKyMEHTOB JJIA
HA3HAYEHUS Pa3IUIHBIX COIMAIbHBIX BBIILIAT;

MIHHCTEPCTBOM TPYA4 U COLMATBHOro pasBuTHs KpacHOapCKoro Kpas,

rOCyJapCTBEHHBIM Ka3eHHBIM ydpexaeHneM KpacHomapckoro kpast «Kpacno-
Japckas IeHTPAIM30BaHHas OyXrantepus YUPEKICHHH COLUAIBLHOIO o0cIyXuBa-
HUSDY;

LEHTPOM 3aHATOCTH HaceleHue ropoaa Kpacroznapa.

3.1.16. Cob6monenue TpeOGOBaHNM 3aKOHOZAATENHCTBA TIPH 00paboTkKe Hepco-
. HAJTbHBIX JAHHBIX COTPYAHHUKOB YUPEKACHUS.

3.1.17. Yuactue B paboTe KOMHCCHH II0 BOIPOCAaM, BXOIIINM B KOMICTEH-
LU0 YUPEXKICHUS.
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4. OpraHnsaunﬂ H o0ecreueHHe AeATEIbHOCTH OTHAe/1a

4.1. CocraB otaena ¢hopMupyeTcss B COOTBETCTBUM CO IITATHBIM PACIHCAHUEM
YUPEXKACHUA.

4.2. JlesTensHOCTRIO OTHENa PYKOBOJUT HAYAIBHUK OTHAENA, KOTOPLIM HasHa-
gaeTcss M OCBOOOXKIAETCs OT 3aHMMAeMOM MODKHOCTH IIPUKa30M PyKOBOMHTEI
YUPEXICHHUS. o

4.3. PaGoTHHUKH OTAEa HEIIOCPEACTBEHHO ITONYMHAIOTCS HAYaIbHUKY OTHACA.

4.4. OYHKIUOHAIBHEIE 00S3aHHOCTH ¥ TIpaBa HAYATBHUKA OT/ENA, 3aMECTUTE-
Jelt HaYAIBHUKA OTIENa, CIeIHAINCTOB OTAENA PErIAMEHTHPYIOTCS TOJKHOCTHBIMU
HHCTPYKUHUSIMH, YTBEP)KICHHBIMU PYKOBOJUTEIEM YUPEKICHHUS. |

4.5. CrenuanyucTaM OTAeNa yCTAaHABIUBAETC Pa3be3qHOM XapakTep paboTHL.

5. MaTtepuaiabnas 0a3a

5.1. Otmen dopMupyercs 3a cUeT CPEACTB, BBIACICHHBIX YIIOTHOMOYEHHBIM

OpraHOM Ha pa3BUTHE U QYHKIMOHUPOBAHUE YUPEKICHHUS.
| 5.2. Jlust OCYIIIECTBIIEHHUS] CBOCH AESTENFHOCTH OTAEN 00eCHEeYuBaeTCs IIoMe-

IIeHreM, HeoOXOMUMbIM 000PY/IOBaHHEM M TEXHUYECKUMH CPEJICTBAMH JUIS BBIMOII-
HEHUS YCTaBHBIX 33/a4 YUPEXKICHUA. '

5.3. JlomyckaeTcsl YKpeIUIeHHe MaTepuallbHOM 0a3bl OTAeNa 3a CUET IepeNadn
CIIOHCOpaMH YIPEeXASHHIO Ha 0GE3BO3ME3NHON OCHOBE WHCTPYMEHTOB, ayIHO-, BH-
JEOTEXHUKH, JINTEPaTyphl U IPYyTUX MAaTEPHABHBIX [IEHHOCTEN. ‘

6. OTBETCTBEHHOCTD

6.1. 3a HeHrcCHoNHEHHe 3aKOHHOTO PACIIOPSKECHUS MIIM TPeOOBaHUsL PYKOBOIM-
TeNsl YUPEXKICHHS, 3aMECTUTENSI PYyKOBOAUTENS, KyPUPYIOIIETO HANpaBICHUE Jes-
TEILHOCTH OT/EejIa, HEIpeJCTaBICHHe WIM HECBOCBPEMEHHOE IIPENCTaBIIEHHE HH-
dbopmaliK, T0KyMEHTOB ¥ MaTepHalloB, HEOOXOAUMBIX UL OCYIIECTBICHHUS OTACIOM
YCTaHOBJICHHBIX €My BHJIOB JESITEIBbHOCTH, a TAKKe MX NPEJCTaBICHUC HE B IIOJIHOM
oObeMe MM TIPeCTaBIeHre HeTOCTOBEpHOM MHPOPMaIiK, TOKYMEHTOB U MaTepHa-
JIOB, HEUCIIONHEHUE WK HEHaIeXalnee UCIOMHeHe MpOo(eCcCHOHAIBHOM JesTelNb-
HOCTH BJeueT 3a co00oM IUCIMIDIMHAPHYIO OTBETCTBEHHOCTh PaOOTHHKOB MM UHYIO
OTBETCTBEHHOCTh, YCTAHOBICHHYIO 3aKOHOMATeNbCcTBOM Pocculickoit ®enepanuu u
Kpacrogapckoro xpas.

6.2. Bcro IOJIHOTY OTBETCTBEHHOCTH 3a Ka4eCTBO H CBOEBPEMEHHOCTH BBINOJI-
HEHHWsI BO3JIOKEHHBIX HactosmuM llonmoxeHHeM Ha OTAEN 3a7a4 U YCTaHOBICHHBIX
eMy BHIOB JeATelbHOCTH HECET HAYaIbHYK OTHeNA.

6.3. Crenenb OTBETCTBEHHOCTH PA0OTHUKOB OT/IeNIa YCTAHABIMBAETCI B COOT-
BETCTBUH C JO/DKHOCTHBIMH WMHCTPYKUMSMH, JOKAJIBHBIMA HOPMATHBHBIMH aKTaMH
. YUPEXJIEHHUS U IEHCTBYIOINM 3aKOHOJATEIECTBOM.

6.4. OTBETCTBEHHOCTH 3a pasrialleHue CTaBIIMX U3BECTHLIMHU B XOJE BBIIOI-
HEHHMS JOJKHOCTHEIX 00SI3aHHOCTEHN NePCOHANBHBIX JAaHHBIX I'PaXKaaH, HECYT CHELH-
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aJUCTHI OTJENA, NOMYIIeHHbIe K YKa3aHHBIM JaHHBIM, B MpE/eiiaX, yCTAHOBICHHBIX
JeUCTBYIONMM 3aKoHOAaTeNbcTBOM Poccuiickoi @enepaiud.

7. Hopsaaok yreepsaenust IlooxxeHnsi 1 BHeCeHHE B HEI'0 U3MEeHEHU I

7.1. Hacrosmee IlonoxeHwe, a TakkKe M3MEHEHHs W JOIOJHEHHUS K HeEMy,
YTBEPXKIAIOTCSA IPAKA30M PYKOBOJUTENS YIPEKICHUS. ‘

8. Peopranmsanus u JHKBHAALMS OTAENA
8.1. Ormen peopraHusyercs WIH JIMKBHIUPYETCS B COOTBETCTBHH C yCTaBOM

YUpCXKICHUA Ha OCHOBaHHUH IIpHKa3a pyKOBOAUTEIS YUPEIKICHHA.

HavansHuk oTena KaapoB , N.B. ®omenko
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