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I. OBIIHME INOJIOKEHMU S

1.1.0tnen xagpos I'BIIOY P/l «Arpapusiii komtemk» (manee — Otaen
KaApoB) ABJISETCS CTPYKTYpHBIM nozpaszenenueM Komnemka (nanee — Komremk).
CoxpaienHoe HauMeHoBaHue OTxena kaapos - OK.

1.2, Ortmen  xaapoB B CcBOeH  JeATENBHOCTH  PYKOBOJICTBYETCS
3aKOHO/JATE/IbCTBOM M WHBIMA HOPMAaTHBHBIMH ITPaBOBBIMH akTaMu Poccuiickoi
@enepalvi, 3aKOHOIATEIBCTBOM MECTHOI'O MYHHIIMIIAJIMTETA YACTH KACAFOILUECS.
YeTaBoM M JI0KaJIbHBIMH HOPMATHBHBIMH akTaMu Komtemka.

1.3.  OpranusanmoHHOe, METOAHYECKOE PYKOBOACTBO H  KOHTPOJb
nestensHocTH OT/ena kaapos ocyuiectsisier Jupexrop Komnemxka.

1.4. Pabora Ortnena xagpoB CTPOMTCS HA OCHOBE ILIAHOB paboThbl
Komrepka w  nyanoB  paborel  Otmena KagpoB, coYeTaHWs IPHHIMIA
€IMHOHAYAJIHSl TIPU PEIIEHHH BOIIPOCOB TPYJAOBOM AESATEIHLHOCTH M MEPCOHAIBHON
OTBETCTBEHHOCTH KaJioro paborHuka Oriena KaJpoB 3a COCTOSHHE JleNl Ha
MOPYYEHHOM Y4YacTKe U 3a BBINIOJIHEHUE OT/E/IbHBIX TOPYYEHHUH.

1.5. Ilnan paboter Otaena kaapoB yreepkaaercs lupexropom Kommemxa.

1.6. Orzmen kanpoB pemaeT BO3JIOKEHHbIE HA HEro 3aJauyd  Kak
HETIOCPEJICTBEHHO, Yepe3 COOTBETCTBYIOLME CTPYKTYpHBIE IOApa3ieIeHus
Komnemka, a Takke BO B3aUMOMAEHCTBHM C JPYTHMH  CTPYKTYPHBIMH
noapasaeneHusMu Kosnemxa.

1.7. enonpoussoactso B OTjene KaapoB OCYIIECTBISETCS COINIACHO
ycTraHoBieHHOMY B Kosutemke mopsiaky.

1.8. Ilpu ocyiectBieHuu cBoeit nesitenbHOCTH OTHENn KaapoB cobmogaeT
TpeboBaHUs MPaBOBLIX aKTOB 110 BOIpocaM odecriedeH st HHHOPMAIHOHHOM

0e30MacHOCTH.

II. 3ATIAYHU OTAEJA KAJAPOB

2.1. OcHoBHBIMU 3a/1a4aMu OTeN1a KaIpOB SBJISIOTCS

2.1.1.  OcywecrBnenue d3ddextuBHOro mnoadopa, pacCTaHOBKH U
peaJM3alMy  TPYJOBOTO MOTEHUHaJa KaJApoB B COOTBETCTBHM C  HX
MpohecCHOHANTBHBIMH, JIETOBBIMH H HPaBCTBEHHBIMH KaueCTBaMM;

2.1.2.  CosepuieHcTBoBaHHe paboTel Otaena KaJpoB Ha OCHOBE
peanu3alyMid  COBPEMEHHBIX IepCOHAI-TEXHOJOTHH, BHEApPEHUS HOBEHIIHX
TEXHOJIOTHHA paboThI C JOKYMEHTAMH U METOAMK Moadopa Kaipos;

2.1.3. VkperuieHue TpyJOBOH AMCLMIUIMHBI U obecrieueHue coOoneHus
pabornukamu Konnemka Tpynosoro 3akoHonatenbcTBa Poccuiickoit @enepanumy;

2.1.4. Oprasuzanys TOBBILLIEHUS KBaTU(PUKALUH, TPOdecCHOHATBHBIX
3HaHWM, YyMEeHUHM M HaBbIKOB IepcoHasia Koitemxa, BKIOYas Hay4dHo-
rneJlaroruyeckKux paboOTHHUKOB.

1II. ®PYHKIUU OTAEJIA KA/IPOB
3.1. B coorBeTcTBUM ¢ TIOCTaBIeHHBIMH 3amadamu OTmen KaapoB
BBITOJIHSIET Clle/lytolue QyHKIMU:
" 3.1.1.0opmupoBanue MU BeaeHHe Oa3bl JAHHBIX O KOJIWYECTBEHHOM U
KayecTBEHHOM cocTtase paboTHukoB Komemka;



3.1.2. TloaroroBka COBMECTHO C PYKOBOAUTEISIMH CTPYKTYPHBIX
Mo/ipa3ieieHni JOIKHOCTHBIX HHCTPYKIIHH; '

3.1.3. IToabop paOOTHHKOB;

3.1.4. Orbop  pabOTHMKOB ~ COBMECTHO  C  PYKOBOJHUTCJAMH
3aMHTEPECOBAHHBIX MOPA3/Ie/IeHHH Ha BAKAHTHBIE IOJDKHOCTH; :

3.1.5. OdopmiieHre npuema, MepeBoja, MNEpPeMEIleHHUs W yBOJIbHCHHS
paGOTHUKOB B COOTBETCTBMH C TPYHOBBIM 3aKOHOAATEIbCTBOM Poccutickoii
Qenepaliv,

3.1.6. ®opMHUpOBaHKE U BeJlEHHE JIMYHEIX e paboTHKOB Kommemka;

3.1.7. CocraBiedue rpadUKOB OTIYCKOB, Y4YeT  HCIOJbL30BaHUS
paGoOTHUKAMKM  OTIYCKOB, OGopMiieHHe  OTIYCKOB B  COOTBETCTBHH  C
YTBEPKICHHBIMU rpapuKamu,;

3.1.8. OdopmieHue ooLpPeHni 1 ,HHCHHHJ'IHHapHBIX B3BICKAHMI;

3.1.9. Odopmiienne, y4eT U XpaHeHHe TPYIOBBIX KHHIKEK pabOTHHUKOB
Konnemxa; .

3.1.10. TToArOTOBKA BCEX BHOB CTATHCTHYECKOW OTYETHOCTH 1O pabore ¢
KajpaMH, CIpPaBKd, OT3bIBBI, XapakTePUCTHKM W  Jp. 1O  3ampocam
COOTBETCTBYIOIMX opranusaiuit u padornukos Komnemka;

3.1.11. CocraBneHue W BeIeHHE YCTAHOBJIEHHON OTYETHOCTH IO Y4ETY
nauyHoro coctaBa Konnemka,

3.1.12. OdopMieHHe JHCTKOB HeTPyA0oCnoco0HOCTH  (DOIBHHYHBIX
nucToB) uist paboTHHKOB Kostemxka;

3.1.13. Bsaumopmeiicteue ¢ IlencuonusiM  dommom  Poccuiickoi
depiepat, M0 BOHpocy  OGOpPMIICHMS — CBMACTEIBCTB 0053aTeJIbHOTO
rocyIapCTBEHHOIO NEHCHOHHOTO CTPAXOBAHMS,

3.1.14. Benenue TabebHOTO y4eTa;

3.1.15. IToArOTOBKA JOKYMEHTOB K cade Ha XxpaHeHue B apxus Koinemka
[10 UCTEUEHUH YCTAHOBJIEHHBIX CPOKOB TEKYIIEero XpaHeHHS;

3.1.16. Pa3paboTka IUIaHOB MOATOTOBKH, MEPENOArOTOBKH M MOBBIIICHH
KBaJTH(UKALUN KaPOB;

3.1.17. KoHTpob UCTIOJNHEHHUS TUIaHA MTOBBIIICHUS KBaJTM(PUKALIUHU;

3.1.18. CocraBjeHue CTAaTUCTHYECKOH OTYETHOCTH II0 MOBBILICHHIO
KBaJIM(DHUKALIUU COTPYAHHKOB;

3.1.19. [IloarotoBka TpMKa30B W HaNpaBJIEHWH Ha TOBBIMICHUC
kBanudukanun corpyauukos Komnemxa;

3.1.20. ®opMupoBaHHEe KaApOBOro pe3epBa;

3.1.21. B3aumojelictBue ¢  OpraHMsalusiMM, — NpeulararoliMH
00paszoBaTesbHbIE YCIIYTH 10 MOBBIIEHUIO KBaJTU(UKALMH.

IV. IPABA OTJAEJIA KAJPOB
4.1. Orzmen KafpoB [Uls peLIeHUs] BO3JIOKEHHBIX HA HEro 3a/1ad u byHKIUA
¥MeeT MpaBo:
4.1.1. Baocuth Ha paccmorpenue Jupextopy Konnemika npeanokeHus o
BOTIpOCaM 013‘0ep1 JeATe/IbHOCTH,



412. 3anpammBarh H Tony4aTre OT CTPYKTYPHBIX no/ipa3eeHHH
Konieka COTacHO YCTAaHOBJICHHOMY MOPAIKY HeOoOXOAUMBIe CTATHCTHYCCKHE,
aHATHTHYeCKHEe AaHHbBIE, JOKYMCHTHI HeoOXouMBble JUIS TPHHATHA pelieHuid 1o
BOMPOCaM, OTHECEHHBIM K KOMIIETEHINH Ortena KaapoB;

413. Tlons30BaThcsi B YCTAHOBJICHHOM TIOPAJKE uH(GOPMAITMOHHBIMA
cuctemamu Kosuepka v c03/1aBaTh cobcTBeHHbIE 0a3bl JIaHHBIX,

41.4. BzaumopeiicTBOBaTh B YCTaHOBJICHHOM nopsiike ¢ OpraHamu
rOCyJapcTBEHHOH BIACTH, MECTHOrO caMOyIpaBieHus, OPUIUYECKHMA 1
(H3MEECKHMHU JIHIAMH 110 BOTIPOCAM, BXOISIIMM B KoMIleTeHmio Ot/iena Kaapos;

4.1.5. JlaBath pasbsiCHEHHUs, PEKOMEHIALUH H yKa3aHHus [0 BONpPOCaM,
BXOIAIIMM B KomreTeHuio Ot/1ena Kaapos;

4.1.6.IlpuHumarb  ydJactue B paspaboTke  LITATHOTO pacrucaHus
Konnemxa;

4.1.7. [Tonp30BaThCs WHBIMH npaBaMy, npeJLy CMOTPEHHBIMU
3aKOHOJATENbHBIMM ¥ MHBIMH HOPMaTHBHBIMH [paBOBLIMU AKTaAMU Poccuiickoii
denepauny, YCTaBOM Komtemka, JTOKAIBHBIMH HOPMAaTHBHBLIMH aKTaMu
Komnnejpka.

V. 3AKJJIOYUTEJBbHBIE MOJIOKEHUSA

5.1. CtpyKTypa ¥ lUTaTHas YHCICHHOCTE Oraena KajpoB yCTaHABIUBACTCA
B paMKax LITaTHOTO PacriuCcaHusl Konnemxa.

52. Wucmexrop Ortaena Kaapos Ha3HayaeTcs Ha JOJDKHOCTH M
ocBoOOKIaeTCs OT JOJIKHOCTH JIMpeKTopoM Konnemxa.

5.3. Kpanu(ukaluoHHble TpeOOBaHMUs, (GyHKUMOHATILHBIE 00s13aHHOCTH,
mpaBa U OTBETCTBEHHOCTH JIOJDKHOCTHBIX JIMIL OTZesa KaapoB pernaMeHTUpyTCs
JIOJDKHOCTHBIMH MHCTPYKIMAMH, yTBEpIKJaeMBIMU B COOTBETCTBHH C TIOPSIIKOM,
yCTaHOBIICHHBIM B Kosuemxe.

5.4, Mucnekrop Otaena KaJpos:

5.4.1. PyKoBOOUT eATENBHOCTHIO Otnena KaApoB Ha OCHOBE MpPHHIIMIA
eIMHOHAYAIINS;

5.4.2. TlpuHuMmaeT ydvacTHe B COBEIL@HMAX, TPOBOAUMBIX JIHPEKTOPOM
Konnepka Mpy PacCMOTPEHHH BOMNPOCOB, oTHeceHHbIX K KommereHuu Otena
KaJpoB;

5.4.3. IlpunuMaeT Mepbl MO obecreyeHUI0 HeoOXOIUMBIX yCIIOBHM TpyJa
st paboTel B Otzene Kaapos;

5.4.4. Tlonp3yeTcss MHBIMHM TNpaBaMHy, WCIIOJIHAET MHBbIe 00fA3aHHOCTH M
HeceT OTBETCTBEHHOCTb B COOTBETCTBHH € 3AKOHOIATENCTBOM POCCHICKOH
denepali.

5 4.5. Uucnexkrop Otaena KaapoB HECET [IepPCOHATBHYIO OTBETCTBEHHOCTD
3a OCYIIECTBICHHE BO3JIOKEHHbIX Ha Otnen Kaapos (yHKIMH, B TOM HHMCIE 38
BLITOJTHEHHME B paMKax KOMIETCHIIMH Otrzena KajpoB TNpOrpamM, IIaHOB H
nokasareyied nesTeJibHOCTH Konnemxa.

54.6. BosznoxkeHue Ha CTPYKTYpHOC noapaszieneHue GyHKUMM, HE
NpgLyCMOTPEHHBIX HACTOAIIMM [MonokeHueM, KpoMe CrelnnalbHbIX (aipeCHBIX)
nopydenni Jlupexropa Komnnemka, He JI0IyCKaeTCA.



