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00 oTaeIe KAIPOB U AEIOHO 3B

MynununansHoro 06pazoBaTteabHOro YYpe:KaeHust
AONOJHHUTEILHOI0 00pa30BaHNA JeTei
AETCKO-IOHOINECKHWM ITEHTP.

1. OBIIME IMOJIOKEHHSL.

1.1.0tnen xampos w menompomssojcTa MOVYJIOA JIOLl (mamee otnen) semusercs
CIPYKTYPHEIM ~ IOJPA3NEICHHEM YUPEXKACHHS, CO3JAHHEIM B  IENSX OpPraHU3auOHHO-
AOKYMEHTAIMOHHOTO 00CCIIe e sl KafpOBOH PaGOTHI B yUpeKIeHHUH.

1.2, Tlom «xampoBelM oBecmeuenmeMm YUPOXKICHUA IIOHHMAETCs  He/ICHANPAaBICHHAs,
YIOpANOYCHHAs  JeSTENBHOCTh 10  INONHOMY U CBOCBPEMEHHOMY  KOMITIEKTOBAHHIO
[IONpasfeneHuil U Cuyx0 yupexaeHus HeoOXOMUMbBIM KOTHYECTROM pabOTHUKOB TpelyembIxX
CIENHATBHOCTEN B KBATUPHUKALIIH. ,

1.3. Ob6miee pykoBOACTBO OTHETOM ocymecTsiIeT aupekrop MOYTO/T TFOLL.

1.4. HenocpencTBeRHOE PyKOBOICTBO OTHEIOM H IIAHEPOBaHKUE PAOOTHI OT/ENa OCYIIECTBRISET
IOPUCKOHCYIIET. L
1.5. Otmen B cBoeit mesremsHOCTH pykosoxacTByercs Koncrutynuein PO, PacCIOPKEHHSIMH §
Ilpesunenta PO, nocraHoBIEHUIME U pacnopspkerusmu Ilpasurensctea PO, 3akoHamu Pg

o N
3aKOHOOATEIIHLCTBOM ApX&HI‘CJILCKOI/I 06HaCTI/I, HacToawmmM Ilonoxeruem. i &gl

2. OCHOBHBIE 3AJTAYN:

2.1. ®opMupoOBaHKe KaIPOBOToO COCTABA YUPEXKICHUS.

2.2. Benenue KagpoBOro ACTONPOU3BOACTBA, NPHMCHEHHWE COBPEMEHHBIX  KaJpPOBBIX
TEXHOJIOTHH.

2.3. IlpaBoBOe OGecnieUeH e NeITEMbHOCTH VUPEXKITCHH.

2.4. JIoOKyMEHTALMOHHOE M OPraHU3AHOHHOE O0ECHeYeHIe paboTHI TUPEKTOpa YIPEKICHHS.

3. ®YHKIIUH OTJEJA

B nensix peanmsanum BosnoKeHHBIX 38129 0TI OCYIIECTBIISIET CHEAYIONTHE (DyHKITHH:
1. opraHu3anus NMOArOTOBKM m O(OopMIIEHHE MPUKA30B, CBI3AHHBIX C IPHEMOM Ha PaboTy,
SaKJIIOHCHUEM TPYJIOBOTO IOTOBOPA, MOOIIPEHHEM, HATOKECHIEM JUCIHUILTMHAPHOTO B3BICKAH]
OTIyCKaMH, KOMaHINPOBKAMH, IEPEBOJOM H YBOJIBLHEHHEM PabOTHHKOB B COOTBETCTBH iif
TPYZOBBIM - 3aKOHONATENBCTBOM, MONOXKCHUSIMH, HHCTPYKLHSIMU I IPUKA3aMH - JUPEKTOpa
YUPEXKICHUS, UHBIX IPUKA30B [0 BOIPOCAM TPYIOBOMN IeSTEIbHOCTH: ‘

1.1. odopmienne u cornmacopanme IIPOCKTOB IIPHMKA30B HA OCHOBAHWH YCTHOIO WIIH
THICBMEHHOTO IIOPYYEHHUs IUPEKTOPA YUPEKAEHUS — B TEYEHHE OHOLO IHs, 00 OTmyckax,
KOMaHIMpOBKax, IPEMUPOBAHUH — B TCICHHE TPEX [HEH;

1.2. mpucoeHne mpukaszy mocie moONMHCAHES HOMEpa M IPOCTABIEHHS IaThl; PETUCTPAIUH
[IPHKA30B, O3HAKOMJICHHE PabOTHHKA C IPHKA30M TIOJ] POCIIHCE:



1.3. obopmienne TpymoBbix ZIOTOBOPOB C pabOTHHKAMHY.

2. BeNeHHE M XpaHEHHE TPYIOBBIX KHEKEK PaBGOTHHKOB;

3. Benenue u xpanenue THuHBIX me pabOTHHKOB;

4. OpraHu3anus B yCTAHOBJIEHHOM TOPSIAKE TIPOBEPKH JIOCTOBEPHOCTH IIPEIOCTABIIEMBIX
PabOTHUKOM [EPCOHANBHBIX JAHHBIX H HHEIX CBEJICHHUH IIPH YCTPOMCTBE Ha paboTy;

5. Ilonroroeka u ohopmreHue IPHKA30B 00 yTBEPKACHUH WITATHOTO PACIIHCAHHS YUPEXIEHHUS,
O BHECCHUH B HETO M3MEHEHHH U JIOIOTHEHMIA;

6. CocrapieHue u 0pOPMICHHE aHATUTHYECKOR] OTYETHOCTH; | .
7. Odopmrnerue rpaduxa OTIYCKOB ~ pabOTHUKOB, BENEHHE ydeTa I/ICHOJ‘IBJOB&H_ ‘
PabOTHUKAMK JHEH OTIyCKa; MX YBEIOMICHHE O 7laTe OTIIyCKa HE MO3[HEee, YeM 3a IBE Hemeh
IO €0 Havaa; o
8. Vcumcrnenne u ycraHoBneHHe craxa paborer B MOVIOJ JIOLl ans YCTaHOBIICHHS |
PabOTHHKAM eeMeCSUHON HATBaBKU K AO/DKHOCTHOMY OKJIafy 3a CTaX HEIPEPBIBHOH paGoTHL,
B MOVIOJ 011

9. Odopmrnenre mOKYMEHTOB s Ha3sHA9YCHHU IICHCHH TIPM HACTYIUICHWH y pabOTHHKA
TICHCHOHHOTO BO3pacTa MO0 HHBIX 00CTOSTENNECTB, IAMOIIIX IIPaBO HA HA3HAYCHUH TEHCHUH, IS
IPCAOCTABNICHNS WX B TEPPUTOPUAIBHBIN Opran IleHCHOHHOrO dorma Poccuum mo .
Ceseponsurcky B Tedenne 10 mEei nocie T0JIa9¥ PabOTHHKOM COOTBETCTBYIOMIETO 3asBIICHHS
B OTZEJI KapOB U JEJIONPOU3BOJICTRA.

10. Odopmnenne B ycramoTeHHOM IIOpAZIKe JIHCTKOB BPEMEHHOM HETPYIOCIOCOOHOCTH
pabOTHHKA B YacTH MOjCYeTa TPYZIOBOTO CTaXka; 3aBEPEHHE WX IOANHCHIO CIENHMATIHCTA,
HanpaBJIeHUE B OyXTanTepuio MOY O OO

11. Opopmienne u BeIiaya B 3-IHEBHDIH CPOK KOIIMH TPYIOBOH KHIKKH, TIPHKA30B, CIIPABOK. O
CTaX€ TPYAOBOM NEATENBHOCTH IO 3asBIICHISIM PabOTHMKOB, APYIUX JOKYMEHTOB O TPYHOB{
JEATEILHOCTH paboOTHUKA. . ]
12. Opopmienne u Benenue iunambx kapTouek Gopmbr T2 paGoTHHKOB. : 1
13. Cocrasnenue (wm YTOYHEHHE) HOMEHKIIATYPHI el OTaeNA Ha IPENCTOSINUNA KaTCHIapHEINA
'O, OpraHu3anys paboThI 10 HOPMUPOBAHHMIO JET B COOTBETCTRHIL C HOMEHKJIATYPOi.

14. Y4er BakaHTHEIX TOKHOCTE.

15. ®opmuporanue KaJIpOBBIX NIOKYMEHTOB B Jela B COOTBEICTBHH C YTBEPKICHHOM
HOMEHKTIATYpOH U Clla9a UX Ha XPaHEeHHe B APXUB.

16. Komcynsruporanne paGoTHMKOB 10 IIPaBOBBIM BOIIPOCAaM TPYNOBOU NEATENBHOCTH, IO
BONPOCaM MOATOTOBKH IPOEKTOB JOKYMEHTOB M OPraHH3AIHH PaboTHI ¢ TOKYMEHTAMH.

17. KoHTpoms 3a cocrosHmeM TPYNOBOH JMCHHMIUIMHEI B IIOApPA3ETEHUIX YUPEXKICHUS U
coOmoIeHreM paboTHHKAME [IPABHT BHYTPEHHET'0 TPYJOBOTO PACIIOpsiIKa

18. Yuacrue B paspaborke mpemnoxkenuit mo YKPCIUICHUIO TPYAOBOM MUCIUIUIUEEL, CHIDKEHHIO
TCKYHECTH KaapOB, II0TEPh PabOYero BpeMeHH;

19. O6HOBIEHHE HAy4YHO-MeTOMMUCCKOrO obecrieyeHns KaapoBoil paGoTEL, ee MaTepraIbHO-
TCXHUIECKOM U HHOOPMALUOHHOM 6a3EL. R
20. OGecrieuenne COONTIO/IEHNS 3aKOHHOCTH B YUPEXKNCHUN U IOPHUAMYECKAS 3aL1‘1H_Taj.;_
HMHTEPECOB. _ . i
21. Vder noxampHBIX HOPMATHBHEIX IIPABOBBIX ~aKTOB, INPHHEMAEMBIX YUPEIKICHHEM. |
JIOTOBOPOB.

22. KoHcynsTupOBanme PYKOBOZIUTENEH CTPYKTYPHBIX MHOApa3feNeHull u paboTHHKOB
YUPEKICHUS 10 FOPUIAMIECKHM BOIIPOCAM.

23. Vuactie B mpopepkax, IPOBOMMMBIX B yUPEKIECHHH TOCYIApCTBEHHBIMHE KOHTPOJIBHO-
Ha/[30PHBIMA OpraHaMH C LEIBI0 IIPABOBOTO KOHTPOJIA 32 COONIONEHHEM IIPOIECCyaTbHBIX
ACHCTBUN NPOBEPSIONIUME, OGOCHOBAHHOCTBIO M [IPaBUIBHOCTBIO BBEIBOJOB IPOBEPSIONINX,
oopMIeHHEM pe3yTsTaToB TIPOBEPOK U COCTABIECHUEM IIPOLECCYANLHEIX JOKYMEHTOB.

24. Obecneyenue IIONPA3NENCHUN  YYPEXKIEHHUs, OTIAEIBHbIX PabOTHHKOB HOPMATHBHO-
TPABOBbIMM  aKTAMH, HEOOXOMMMBIMH JUI OCYIECTBICHHS MM cBouX GVHKIUH U
00s513aHHOCTEH. .




25. Ilpoenenne 06pabOTKM BXOMSIIMX, HCXOMAIIHAX U BHYTPEHHHX IOKYMEHTOB ydpf KIIe 145
26. OcymecTieHne npuema, Tepefadn u ydera ¢akcorpamm, TenedoHOrpamMM, T fwrp' VI
ONIEKTPOHHBIX COOOINEHMH. |* !
27. IloAroToBka MO IOPYYEHHIO AUPEKTOPA MPOEKTOB OTACIHBHBIX IIPUKA30B, PACIOPIKEHHUH,
CITyXXCOHBIX THMCEM, CIPAaBOK H JPYIHX JOKYMEHTOB, COIJIACOBAHHE HX C PYKOBOIUTEIIMHE
CIPYKTYPHBIX ~IOJDASNENCHHA M WMHBIME JOJDKHOCTHBIME JIMIAMHA ¥  CIICIHAIHCTAMEL
28. Obecneuenue mHabopa, pacmeyaTkH u OIICPAaTUBHOTO Pa3sMHOXEHHUS JIOKYMEHTOB,
HCIIOJIB3YEMBIX B JIEATENFHOCTH YIPEXKTCHUSL.

29. Opranusanys panuoHATLHOIO AOKYMEHTO000POTa M KOHTPOJIb 3a IBUKEHHEM TOKYMEHTOB B
OpraHU3al}H. ,

30. Obecneuenne GOpPMEPOBAHHS NET B COOTBETCTBHH C YTBEPXIICHHON HOMEHKJIATypOH, UX
XPaHCHHE, CBOCBPEMEHHAS IIepeiada Jell Ha apXUBHOE XPAHEHHE W BBUICIICHHE K YHUYTOXKECHHIO
A€ 1 TOKYMEHTORB C UCTEKIIAMH CPOKAMY XPAHCHHISL.

4. ITIPABA ‘
Corpynuukm oTaena kanposoro yuera u AENOTIPOU3BOJICTBA B IIPeeiax CBOeH KOMIeTeHImE i
BIIpaBE: J ' |
l. 3anpammeate u momywars y PYKOBOIMTENEH NOAPA3NENeHHH, CIy*O NpEIIpPHUSITHS
HEOOXOMMBIE IaHHEIE 0 PabOTHHKAX, 2 Ipy MpHeMe Ha paboTy M EPEMEIIEHHsIX PabOTHHKOB -
MHCHHE PYKOBOIHUTENEH COOTBETCTBYIOMMUX CTPYKTYPHBIX [OAPA3IeeHHMH O IEJIECO00Pa3HOCTH
IPEIIIOIAaraeMbIX KapPOBHIX MEPECTAHOBOK.

2. TpeboBate npu mpueme Ha paboTy ¥ B IPYIHX YCTAHOBIEHHBIX ClIy4asX IIpe/CTaBJIEHHUs
COOTBETCTBYIOIUX JIOKYMEHTOB M MATEPHANIOB (TPYNOBBIX KHHKEK, KO JUILIOMOB 00
obpazoBaHuH u 1p.). ‘

3. JlaBaTh pasbACHEHHS M PEKOMEHIANMH 110 BOIIpOCaM, BXOJSIIUM B KOMIIETEHIIUIO OTIEA.

4. JlaBaTb pyKOBOIMTEISM CTPYKTYPHBIX MOApas[eNeHUH YUpexIeHds obA3aTenbHble i
HCTIOJIHCHUS yKa3aHKs 10 BOIPOCAM, OTHOCSIIMMCS K KOMIIETEHITHE OTEIIA.

5. BHocuTs Ha paccMoTperue AUPCKTOPOM YHUPEXNEHUS IPEIIOKEHHS TI0 BOIPOCaM KaApOBOi
paboTEL !

IV. OPTAHMBAIIAA JESTEJLHOCTH.

1. Crpyxrypa u mrar ot/ena onpeneasiores MTaTHbM paciuCaHueM YUpexIeHUs.

2. Otnen BosrnaBser FOPHUCKOHCYIIBT

3. B mepuon orcyrerBus TOPUCKOHCYIbTA €TI0 IIOJTHOMOYHS HCTIONHACT HHCIIEKTOP TI0 KafpaM.

4. PaGoTHHKH OTHeNa HA3HAYAIOTCS U OCBODOX/IAIOTCS OT JOJDKHOCTH IPHKA30M JUpPEKTOpa
VUPEXICHUS.

OTBETCTBEHHOCTH

PaboTauxu OTZACNia HECYT NCPCOHANBHYIO OTBETCTBEHHOCTE 34 BBIITOJTHCHHUE BO3JIOKEHHBIX
3a/laq B COOTBETCTBHUH C HeﬁCTBYIOIHHM 3aKOHOIATEIIHFCTBOM.

B3AUMOJIENCTBUSA

5.1. BsaumopeiicTBHE oOTaCNA KaZpoBOro, y4yera u JENONPOU3BOACTBA C
TIOApasICNCHUAMHE, ~CIyO0aMH M  [OJKHOCTHBIMH  ITHITAMH YIPEKICHUS TIper ‘
COTIIaCOBAaHHOCTH BBINOIHEHHS ONpPENEICHHBIX NeiCTRHI (omepanuit, mporenyp u T.I.) B yacty |



KaJlpOBOro y4era U [ENONPOM3BOIACTBEHHOTO OOECIEYCHUS NeSTeIbHOCTH II0 YIIPaBICHHUIO
IIEPCOHATIOM.

5.2. OpraHH3aIHOHHOE B3aMMONCHCTBHE MOCTHIASTCS HA OCHOBE COITIACOBAHWUSI BHIOJHEHUS
KaJpOBBIX MEPONPHSTHH O CPOKAM, IPOAOIDKUTENHOCTH H MECTY MX OCYIIECTBICHELS.

5.3. JloxyMeHTanMOHHOE B3aMMOEHCTBHE AOCTUTAETCA Ha OCHOBE COIVIACOBAHMS IOPSIKA
UCTIOJTHEHHS TOKYMEHTOB.

YIIPA3JIEHUE U IIPEOBPA30OBAHIE

praSILHCHI/Ie u Hpeo6p33013aHHe OTAEIa OCYMIECTBISIETCS B IIOpsAZKE, IIPEayCM

TPEHHBIM
3aKOHOJATEIHCTBOM. '




