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ITPUKA3

«29» aBrycra 2024 r. Nel9-710-24
r. MockBa

00 yrBepxaennu [onoxenns
00 oT/IejIe KaJpoB KOJLIeIKa

B nensx perimameHtupoBaHus pabOThI, ompeAeneHus Ieneid U 3amaad OTAeNa Kajpos
KOJUIEKa

ITPUKA3BIBAIO:

1. VYrBepauts npunaraemoe Ilonoxxenue o6 otaene kaapos komiemka (IIpunoxenue
Ne 1).

2. KoHTpoJb 32 HCHIOJTHEHUEM MTPHKa3a OCTABIIAIO 32 COOOH.

JIOKYMEHT noanucan
AWIERTPOHHOT MOANNCLI0

Ceprudurar: 01645F7FO0AGBO0EAD4SBTABATAE2ZFFF62
Baazeaeu: Spomyr Anaroanii Bopucopuy
Jeiicrsnrenen: ¢ 25.10.2023 no 25.01.2025

Hupekrop A.b. Spouyx




[Tpunoxenue Nel k npukazy Ne 19-J10-24 ot 29 aBrycra 2024 r.

COI'ZTACOBAHO
YTBEPXJAIO
Ha 3aceJaHuU

Hupekrop AHO I10O «K3IuMT»
Ilemgarornueckoro Cosera

JLOKYMEHT nojinucan
WICKTPOHHOI MOANNCLI0

[Tporokon Ne 1

oT « 29 » aBrycra 2024 r.
Ceprudmuxar: 01645F7FODAGBO0EA04SBTABATAE2FFF62
Baazeaen: Spomyr Anaronnii bopucopua
JHeiiersureaen: ¢ 25.10.2023 mo 25.01.2025

A.Bb.Apouyxk

« 28» aBrycra 2024 r.

MNOJIO’)KEHHUE OB OTAEJIE KA/IPOB

AHO OO «KOJUVIEK OKOHOMMUKMU, ITPABA 1
WH®OPMAIIMOHHBIX TEXHOJIOT Uii»

MockBa, 2024



Hacrosimee mnonoxeHne ompenenser Ha3HA4deHWE, IETIH, 3a1add, (YHKIUHW, TpaBa,
OTBETCTBEHHOCTh U OCHOBBI JeATenbHOCTH OTAena kaapoB ABTOHOMHOM HEKOMMEpPYECKOH
OpraHM3aluy MpodecCHoHaIbHOM 00pazoBaTenbHON oprann3anun «Komiemk 5)KOHOMUKH, TIpaBa
¥ MH()OPMAITMOHHBIX TEXHOJIOTHI (J1aee - KOJJIeIK ).

1. O0mue noJI0KeHus

1. [Tonoxenune 06 otaene KaapoB (Hanee — IMOJIOKEHHUE, OT/AET COOTBETCTBEHHO)
pErIaMeHTUPYET JEATEIbHOCTh OT/AENAa KaJpoB aBTOHOMHOM HEKOMMEpPYECKOW OpraHu3alnuu
cpenHero mnpodeccuoHaIbHOrO 00pa3oBaHusi ABTOHOMHOW HEKOMMEPUECKOH OpraHu3aluu
npodeccuoHaIbHOM  0Opa3oBarenbHOM  opranmzanuu  «Koiemk HSKOHOMHKH, TIpaBa H
MH(OPMALIMOHHBIX TEXHOJIOTHIN.

2. Otnen siBiseTCs CTPYKTYPHBIM IOJIpa3/ielieHueM KoJulekKa, KOTOPOE CO3/1aeTcs,
peopraHu3yeTcs ¥ JIMKBUINPYETCS Ha OCHOBAHHH MIPHKa3a JUPEKTOpA.

3. Otmen B CBOEHl  JIEATENBHOCTH  PYKOBOJCTBYETCS  JICHCTBYIOLIUM
3aKoHOAaTenbCcTBOM  Poccuiickont  denepanuu, HOPMATHBHBIMM aKTaMHM, IIPUHATBIMU B
YCTaHOBJICHHOM TMOpPsIKE, Y CTaBOM KOJIJIE/IXKa, MPUKa3aMH IupeKTopa, [IpaBuiamMu BHYTpEHHETO
TPYZOBOI'O pACHOPAJIKA, HACTOSIIMM IOJIO)KEHUEM M HHBIMH YTBEPXKACHHBIMU B KOJUIEIKE
JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMH.

2. 3agaum oTaenaa

2.1. KommuiekcHoe obecrieueHHue ACSTENBHOCTH MO pealiu3allii BOIMPOCOB KaJpPOBOM
MOJIMTUKU U CTPATETUU KOJIJIE/IKA.

2.2.  OcylIecTBIE€HUE KOHTPOJS MOArOTOBKH, NEPENOJrOTOBKM U  TOBBILICHUS
KBaJIM(UKALMY NTeJarornyeckux paboOTHUKOB U aIMUHUCTPATUBHO-X03{CTBEHHOT0 MEpCOHAa.

2.3. ObecnieueHne BLIMOTHEHHS yciaoBuid [IpaBuil BHyTpeHHEro TPYAOBOTO paclopsIka.

3. @yHKIMH 0Te)A

3.1. KanpoBoe u oprann3aiioHHO-IITATHOE O0EeCIIeUeHUE IeATENbHOCTH KOJIIeIXkKa.

3.2. IloarotoBka npeanoxKeHU AUPEKTOPY KOJJIEAKA 10 KaJPOBBIM BOIIPOCAM.

3.3. CoBMECTHO C PYKOBOAMUTEISIMH CTPYKTYPHBIX TOJpa3AeNeHuii mnoxdop u
KOMIUIEKTOBAHME KOJUIEDKA KaJpamMHM [EeJarorudeckoro cocraBa W aJMHUHHCTPATHUBHO-
XO3SIUCTBEHHOTO TIEPCOHANIa B COOTBETCTBUM C ILIETSIMHU, CTpaTerHeil u mpoduiieM KoJuiemxa,
M3MEHSIOMMMHUCS BHEIITHUMHU U BHYTPEHHUMH YCIIOBUSIMHU €T0 JIeATeTLHOCTH.

3.5. ®opmupoBaHHE W BeICHHE OaHKa JaHHBIX O KOJUYECTBEHHOM M Ka4yeCTBEHHOM
COCTaBE KaJpOB; OCYIIECTBIEHUE Yyu€Ta JIMYHOIO COCTaBa KOJUIEJ)Ka B COOTBETCTBUU C
yHUDUIIMPOBAHHBIMU (hOpMaMU IEPBUIHON YIETHON JTOKYMEHTAITUH.

3.6. ®opMupoBaHUe pe3epBa KaApoB KOJUIEIKa U OpraHu3aIis paboThl C HUM.

3.7. OGecnieueHure NpOBECHIS MEPOTIPUSATUH 11O TOBBIIICHUIO KBATHU(PUKAIIUU KAAPOB.

3.8. Iloaroroska, GopMHUpOBaHKE U claua Ha XPAHEHUE B apXHB KaJ[POBBIX IOKYMEHTOB
110 UCTEYEHUH CPOKOB XPAaHEHHUS.

3.9. [IpoBenenue arrectaruu paOOTHUKOB aJIMHHHUCTPATHBHO-XO3SMCTBEHHOTO
IepCoHaIa KOJIEKA.

3.10. OcyuiecTBieHue:

3.10.1. Pa3paboTka mTaTHOTO paclyCaHusi COBMECTHO C OyXTalITepuei KoJieIKa.

3.10.2. KoHTposh HAMMYUS ¥ CBOEBPEMEHHON Pa3paOOTKH JOJDKHOCTHBIX MWHCTPYKIUN
COBMECTHO C PYKOBOJUTENSIMU CTPYKTYPHBIX MOAPA3IeICHUNA KOJUIeIKa.

3.10.3. IlpencraBiieHUsi B YCTAHOBJICHHOM IMOPSJIKE CBEACHUN MO YCTaHOBJIECHHBIM
dbopMaM OTYETHOCTH B BBILIECTOSAIINE 110 TOJYMHEHHOCTH U JPYTHE BEJOMCTBA.



3.10.4. PaccmoTpeHus MOCTYNAOIINUX 00paIlIeHNH 1O KaJpOBBIM BOIIPOCAM, TPUHSATHS 110
HUM COOTBETCTBYIOLIMX pELIEHUI B IIpelaenax CBOEH KOMIETEHTHOCTHM U IMOJATOTOBKHU
MPeJIOKEHUIN TUPEKTOPY KOJUIeKa.

3.11. Opranuzanusi paboThl O JOKYMEHTAJIbHOMY O(GOPMIICHHIO IpHUeMa, IMepeBoaa H
YBOJIbHEHUSI PaOOTHUKOB: MpHEM, y4eT U 00paboTka 3asBICHMI; MOATrOTOBKA TPYAOBBIX
JIOTOBOPOB C Pa0OTHMKAaMHM M W3MEHEHUM K HHUM; 3allOJIHEHUE, XPAaHEHHUE, BblJauya TPYAOBBIX
KHIWKEK M JPYI'HX KaJpOBbIX JOKYMEHTOB B COOTBETCTBHHM C TPYJOBBIM 3aKOHOJATEIbCTBOM
Poccuiickoit deneparum.

3.12. Benenue NMYHBIX JeN WU JUYHBIX KapTO4YEK PAOOTHUKOB KOJUIEIKA, IPYroi
YCTaHOBJICHHON KaJpOBOIl IOKyMEHTALIUH.

3.13. Odopmnenue u GopMupoBaHHE COBMECTHO C OyXraiaTepueid COOTBETCTBYIOIIMX
JOKYMEHTOB TI0 TIEHCHOHHOMY CTpPaxOBaHHMIO M TMPEICTABICHHE HX B OTIeieHHe (oHaa
MIEHCUOHHOTO U COIMAILHOTO cTpaxoBaHusi Poccuiickoit @eneparnuu 1o r. Mockse.

3.14. YBemomiieHHe W y4Y€T WCHOIB30BAaHUS PAaOOTHHKAMH, O(QOPMIICHHE Pa3THMYHBIX
BUJIOB JIOTIOJTHUTENBHBIX OTITYCKOB B COOTBETCTBHH C CYIIECTBYIOIIUM 3aKOHOAATETLCTBOM.

3.15. TloaroroBka MpUKa30B: MO HA3HAYCHHIO, MPUEMY, MEpPeBONy (IIEPEMEIIECHUIO),
YBOJIbHEHUIO PAaOOTHUKOB, OTIIyCKaM, KOMaHIMPOBKAM M JpPYIMM KaJpOBbIM BOIIpOCaM B
COOTBETCTBUU C TPEOOBAHUSIMH TPYAOBOTO 3aKOHOAATENHCTBA, CYIIECTBYIOIIMMH MOJOKEHUSIMU
Y HHCTPYKIUSMH.

3.16. IToacuét pa3nuuHbIX BUJIOB cTaxa (00I1ero Tpy10BOro, Ne1aroruueckoro); Bblaaun
CIPABOK O HACTOSIIEH U MPOILION TPYIOBOH IeATEIbHOCTH PaOOTHUKOB.

3.17. OdopmiieHre U COTJIACOBAaHWE HATPAJHBIX MATEPHUAIOB O NMPUCBOCHUH MOUYETHBIX
3BaHUN M HarpaXJEHMUSX rocy1apCTBEHHBIMHU HarpaJaMu 1 HarpajaMu CTaBpOINOJIbCKOTO Kpasi.

3.18. IToaroToBka aHaJIMTUYECKHUX, CIPABOYHBIX, OTUETHBIX M MHBIX MaTEPUAJIOB IO
KaJIpOBBIM BOIIPOCAM.

3.19. OkaszaHue METOAUYECKOM U KOHCYJBTAallMOHHOM TIOMOIIM CTPYKTYPHBIM
MoJipa3/iesIeHUsIM KOJIEKa M0 KaJIpOBBIM BOIIPOCAM.

4.1lpaBa otnesa
Otnen umeer mpaso:

4.1. VYdacTBOBaTh B paboOTe OpraHOB YIpaBJI€HHs KOJUIEAXKa NMPH PAaCCMOTPEHHH
KaJIpOBBIX BOIIPOCOB.
4.2. [IpencraBuTENbCTBOBATh B YCTAHOBJIEHHOM IOPSAJKE OT MMEHHM KOJIJIEIXKa IO

BOITPOCAM, OTHOCSAIIMMCS K KOMIIETEHIIMN OT/EJNa, BO B3aUMOOTHOLIEHUSAX C TOCYAapCTBEHHBIMU
U MYHULUNAIbHBIMU OpraHaMH, CIyXKOaMu 3aHSITOCTH, JPYTMMH MPEANPUATHAMH U
OpraHu3aLysIMU.

43. BHocuTh npeioxkeHus 1o coBepIIeHCTBOBAHHUIO padOThI ¢ KaJIpaMH.

4.4. 3anpamuBaTh U MOJIy4aTh OT BCEX CTPYKTYPHBIX MOApa3AeIeHUN 1 paOOTHUKOB
KOJIJIeJKa CBEIeHUs, HeOOXOMMBbIe JUIs BBITMOJIHEHHS BO3JIOKEHHBIX Ha OT/IEI 3ajay.

4.5. [TonyyaTh OT CTPYKTYpPHBIX TMOJpa3IECHHN  KOJUIEI)Ka JOKYMEHTBHI,
HEoOXonuMBble s TpuéMa, a TakKe BBICBOOOXKICHHS paOOTHUKOB IPU YBOJBHEHUH IO
MHHUIMATHBE paboToAATENS.

4.6. JlaBaTh pa3bACHEHUA W PEKOMEHAAIMM TI0 BOMNPOCAM, OTHOCAIIMMCSA K
KOMIICTCHIINU OTACIIA.
4.7. [IpoBoANTH COBEIIAaHUS U YHaCTBOBAThH B COBELLIAHUSX, IPOBOIUMBIX B KOJIIEIKE

M0 KaJIpOBBIM BOIIPOCAM.



4.8. TpebGoBath OT pyKOBOAUTENCH CTPYKTYPHBIX MTOAPA3ACICHUN MPEIBAPUTEITHHOTO
COIVIACOBAaHUSl IPOEKTOB IPUKA30B, WHCTPYKUUH, IOJOKEHUM W JPYruX OpraHU3alMOHHO-
pacrnopsiAUTENbHBIX TOKYMEHTOB, KaCaIOLMXCs KaIPOBBIX BOIIPOCOB.

5. Opranu3anMoOHHAas CTPYKTYpPa 0TaeJia

5.1. Otaen noguuHAETCS HEIOCPEACTBEHHO JUPEKTOPY KOJIEXKA.

5.2. PyKkoBOACTBO OTAENOM OCYLIECTBISET HAauyalbHUK, HAa3HAYAEMbId Ha JOJKHOCTh
JTUPEKTOPOM KOJUIEKA.

5.3. Ipyrue paGOTHHMKH OT[ENa HA3HAYAIOTCS Ha JOJDKHOCTU MPUKA30M JAUPEKTOPA IO
IIPEJICTaBICHNUIO HaYaJIbHUKA OT/AENA.

5.4. CTpyKkTypa W WITaTHOE pacClUCaHUE OTIENa, U3MEHEHHUS K HeMY, yTBEepKIaloTcs
JUPEKTOPOM KOJUIEKA B YCTAHOBJIEHHOM HOPSAKE, UCXO0/1 U3 00beMa pelaeMbIX 3a1au.

6. B3anmopneiicTBHue 0T/ C APYTUMH CTPYKTYPHBIMH IOAPAa3ieIeHUAMH HHCTUTYTA

6.1. [Ins BoimonHeHUs PYHKIUA U peanu3aldd MpaB, IPeTyCMOTPEHHBIX HACTOSALIUM
MI0JIO’KEHUEM, OT/EJ B3aUMOJEHCTBYET CO BCEMHU CTPYKTYPHBIMHU [O/IPA3ICIIEHUIMHU KOJIEKA.

7. OTBEeTCTBEHHOCTDH OT/I€JIa

7.1. OTBETCTBEHHOCTh 3a HaJyIeXkKalllee, KAUYeCTBEHHOE U CBOEBPEMEHHOE BBINOJHEHUE
OTJENIOM 337a4 ¥ (PYHKIUH, BO3JI0KEHHBIX HACTOSIIMM MOJIOKEHUEM, HECET Ha4aJIbHHUK OT/IEeNa.

7.2. Ha HauanpHUKa OT/Iea BO3JIaraeTcs NepcoHaNnbHast OTBETCTBEHHOCTh 3a: - MOJIHOTY,
Ka4eCTBO M CBOCBPEMEHHOCTb BBITIOJTHEHHUS BCEX 3aKPETICHHBIX 3a OTIEJIOM 33134 U (pyHKIHA; -
HapyILIeHHE COXPAaHHOCTU M KOHPUACHIIUATHLHOCTU B paboTe ¢ uHbopMalueil u ToKyMeHTaluein
0TJIeNa; - HECOOI0IeHHEe YCTaHOBIEHHOIO MopsiaAKa paboThl ¢ IOKYMEHTaMH, a TaKXke yTparTy,
NOpYy JOKYMEHTOB; - CBOEBPEMEHHOE U TOYHOE BBINOJHEHHNE YKa3aHUN U IOpYUEHUH TUpPEKTOpa
KOJIJIeJKa; - HEKaueCTBEHHOE BBITIOJHEHNE 00s3aHHOCTEH paOOTHUKAMU OT/eNa; - HeCOOI0ICHHUE
pabOTHUKAMU OTJeNa NpPaBWJI BHYTPEHHETO paclopsiaka, TPYJOBOW U MCIOJIHUTEILCKOU
JUCITUTIAHBI.

7.3. OTBETCTBEHHOCTh PAa0OTHUKOB OTJENa YCTAaHABIMBAETCS HUX JOHKHOCTHBIMU
WHCTPYKIUSIMH.

7.4. Bce paOOTHHUKH OT/iENa HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C
JICUCTBYIOIIMM 3aKOHOJATeNnbCcTBOM Poccuiickoin denepanmu, a TakkKe 3a pasriiallieHHe
ciykeOHO# TaliHbI, CTABIIEH UM W3BECTHOM B pe3yNbTaTe BBHIMOJIHEHUS UMHU CBOMX CITY)KEOHBIX
o0s13aHHOCTEH.



