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00 otTaeJie KaJpoB

1.00u1ue noa0KeHus!

1.1. Hacrosiiiee MONOXKEHNE ONPEACNACT IOPAIOK JesITeIbHOCTH  OT/AeNa KaapoB
110 AHO «CronuuHbii OU3HEC KOUIEK (nanee — I1O AHO CBK, Komtemx).

1.2. O1/1e/1 KaJpoB ABJISIETCs CTPYKTYPHBIM NOPa3/Ie/ICHIEM [10 AHO CBK.

1.3. Orjgen KaapoB BO3IVIAB/IAET WHCIEKTOp IO Kaipawm, KOTOpBIH Ha3HA4aeTCs
JUPEKTOPOM M HOAUMHSCTCA HENOCPEICTBEHHO mupexropy 110 AHO CBK.

1.4. CoOTpyIHHKH OT/eNlda KaJpOB Ha3HAYaloTCA mupexropom 110 AHO CBK 1o
[PEICTABICHNIO HHCIIEKTOPA I10 Ka/[paM.

1.5. OtTmen KaapoB B CBOGH MEATEIBHOCTH PYKOBOACTBYeTCS  JICHCTBYIOLIHMU
HOpPMATHBHO-NPABOBbIMH  aKTaMU Poccuiickoii Penepaunu # PecryOmmkyu Mapwuii I,
denepabHbIM  3aKOHOM  OT 70.12.2012 Ne 273-®3 "O6 o0OpazosaHud B Poccutickoi
Menepauyn’’, DeaepalibHBIM 3aKOHOM  OT 79.12.2010 Ne 436-®3 «O 3zammuTe JACTEH OT
pH(OPMALIUY, IPHYMHSIOMEH Bpel UX 3/10pPOBBIO ¥ paszBuTHIO», DenepalbHbIM 3aKOHOM OT
21.11.2011 Ne323-®3 «O6 0CHOBAX OXPaHbI 3/10pOBbs IPLITAH B Poccuiickorn denepannny,
denepanbHbIM 3aKOHOM  OT 12.01.1996 Ne7-®3 "O HEKOMMEPYCCKHUX opraHu3auax’,
TpymOBBIM KOJIEKCOM Poccuiickoi ®enepauuu, Yerapom ChK, npukazaMu 1 pacropsKeHUsAMH
nupexropa, Kojiexcom KOPIIOPATHBHOM KyJIBTYpbl COTPYAHHKOB M o6yuaronxest 110 AHO
CBK, nacrosiinm I1omoxeHreM 1 MHbIMUA nokanpubivu aktamu 110 AHO CBK.

1.6. OT/es KajpoB CO3IAETCs, JTUKBHAUPYCTCH, peopraHusyercsi U NepeuMEHOBbIBACTCA
[PUKA30M JUpPEKTOpa [IO AHO CBK B COOTBETCTBHU € [ACHCTBYHOLIMM 3aKOHOATEIbCTBOM
Poccuiickoit enepalnu.

2. Crpykrypa
CTpyKTypa M LlITarHas YHCICHHOCTD pabOTHUKOB OT/IENIa KAJPOB ONpPEeIe/IACTCA LITATHBIM

pactucanuem 110 AHO CBK, xotopoe yTBep)KAaeTcsi TPHKasoM AMpeKTopa Komemxa.

3. OcHoBHbIE 321244

3.1 VYder kaapos.

3.2. Texyllee ¥ MepCeKTHBHOE IIIaHUPOBAHHE norpebrocty Kojurerka B Kaapax.

3.3. [locrosiHHOE COBEPILIEHCTBOBAHHE dopm palborbl ¢ KaApamH, OpraHu3anus
OBBIMIEHAS KBATM(UKAIHE COTPY/IHHKOB By3a, aITeCTallls COTPY/IHUKOB.

3.4. KoHTpOJIb 3a COCTOSHMEM TPy/10BOH JIMCLMIIAHBL B noapa3aeIeHusAX Komnemxal IO
AHO CBK 1 cobnojieHieM COTpyAHUKaMH TIpaBuil BHYTPEHHETO TPY/0BOIO pacropiaka.

3.5. Coznanne MHPOPMALHOHHOH Oashl JAHHBIX O paboTHUKAX U OOyHarOUIMXCA, €C
CBOEBPEMEHHOE OOHOBJICHHME, ONCPATUBHOC Ipe/CTaBJICHHE HeoOX0oaMMON  MHpOpMaLUK
[1OB30BATEIISIM [0 COOTBETCTBYIOLIMM 3apOCaM.

3.6. Begenne KaapoBOro JAeJ0Npou3BoACTEA.

3.7. Obecriedyenue eIMHOI0 MopsA/iKa o(opMIICHHS JTOKYMEHTALMH 110 00y4aroIuMCes.
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4. OYHKUHH

4.1. PaspaGoTka CTpareruy B COOTBETCTBHH € Muccueii [10 AHO CBK.

4.2. Kommnekrosaane Kosneka KaapamH.

4.3.@opMupoBaHMe H BeleHMe OaHKa JaHHBIX O KOJTHYECTBEHHOM H KadyeCTBEHHOM
COCTaBe KaJIpoB.

4.4. HaGop u oOTOOp COTPYIAHHMKOB COBMECTHO C PYKOBOAMTEIAMH CTPYKTYPHBIX
Mojpa3feNieHnii ¥ BHECEHHE COOTBETCTBYIOLIMX npeUiokeHuii 00 HMX Ha3HAYCHHWH Ha
YKa3aHHBIE JIOJUKHOCTH. '

4.5. PaccraHOBKa KaJpoB Ha OCHOBE OLCHKHM HX KBaJIM()UKALUH, JTHYHBIX K JEJIOBBIX
KaueCTB.

4.6. OcdopmiieHde Hpuema, IepeBoaa ¥ yBOILHEHHA pabOTHUKOB B COOTBETCTBUH C
IeHCTBYIOLKM TPYAOBBIM 3aKOHONATE/IbCTBOM.

4.7. O3HaKOM/ICHHME BHOBb IPUHMMAEMbIX PAOOTHHKOB C yCIOBHAMHU TPY/a, BHYTPEHHHUMHU
JIOKaJIbHBIMU AKTaMH H TIPaBAIAMU BHYTPEHHETO TPY0BOI0 pacropsiiKa Konnexa.

4.8. VndopmupoBanue pabOTHUKOB [I0 AHO CBK 00 w#meromuxcs BaKaHCHAX,
MCIIONB30BAHME CPEJICTB MAccOBOH MH(pOpMAlMK UL HOUCKA COTPYIHUKOB ¥ pasMeIleHus
OOBSBIEHHH O TPYAOYCTPOHCTBE.

4.9. BiauMozeiicTBHE C OpraHaMy CJIyKObl 3aHATOCTH HACC/ICHH Pecny6ormuku Mapwid
i 3

4.10. Yyer TMYHOIrO COCTaBA.

4.11. TpueM, 3aMONHEHNE, XPAHEHHE H BbiJla1a TPYNOBbIX KHIDKCK.

4.12. BejeHue yCTAHOBJIEHHOH JOKYMEHTALUHU IO KaapaM.

4.13. [lonroroBKa MaTepHajoB Ul MNPEACTABICHHUA COTPYIAHHKOB K [OOLLPEHUIO HIIH
HATOKEHHUIO M CIUILTMHAPHBIX B3bICKAHUH.

4.14. Ananu3 mpohecCHOHANBHBIX, JIENOBBIX W MOpPaIbHBIX KadeCTh COTPYAHHMKOB B
mpolecce X TPY/I0BOH N€ATEC/IbHOCTH.

4.15. OcyuiecTBlIeHHe KOHTPOJIsI H BEACHHE BOEHHO-Y4eTHOWH padoThl B COOTBETCTBHH C
IefCTBYOLINM 3aKOHOIATE/IbCTBOM.

4.16. Boizaua cnpaBOK O TPYHLOBOH AEATENBHOCTH B [I0 AHO CBK, 3aHuMaeMoOil
NOJDKHOCTH M pasMepe 3apaloTHOH muiaThl B COOTBETCTBHH € tpeGoBanusaMu  TpynoBOro
konekca Poccuiickoit @enepaunn 1 PeiepabHOTO 3aKOHA «O nepcoOHAIbHBIX TaHHBIX).

4.17. Cocrapienue TIpapuKOB OTIIYCKOB, Y4YET HX HCNOIb30BAHMA COTPY/IHHKAMM,
oopMIeHHE OUePE/IHBIX OTITYCKOB B COOTBETCTBHH € YTBEPKACHHBIM IPApUKOM.

4.18. Benenue tabens ydera pabo4ero BpeMEHH COTPYAHHMKOB.

4.19. Opranu3anys padoThl 110 aTTECTALMHI 1 00y4eHHI0 pabOTHUKOB.

420. Opranusanys 4 NPOBEJCHHE KOPOPaTUBHBIX MepOIpPUITUH ¥ KOPIOPaTHBHOIO
oTabIxa s paboTHuKoB Komemka.

4.21. TIpuem THYHBIX €1 00y1aIOIIMXCA U3 1prueMHOi Komuccun Kome/uka.

4722. BueceHue JaHHBIX B (enepanbHylO MH(QOPMALIMOHHYIO CHCTEMY «®DenepaIbHBIH
peecTp cBeleHHH O JOKyMEHTax 06 obpaszoBaHUH U (WIH) O KBaJIH(HUKALMH, JOKYMEHTax 00
00y4eHHHY.

473. BeneHue JWYHBIX Je CTYACHTOB B TEYCHHE BCETO nepuoga HX OOyuYeHHS B
Komnemxe.

4.24. TlogrotoBKa W Iepefada B apXHB JIAYHBIX IS 00y4YarOIMXCs, OKOHYHBIIHX
KoJUTek MM OTYHCICHHBIX M3 KO/UIE[UKA B TEKYLICM Ka/CHIapHOM roay, B COOTBETCTBHH C
HOMEHKJIATyPOil JIe]l, a TaKKe JeHCTBYIOIUMH y4eOHbIMH TJIaHAMH.

4.25. Bpijiaua 00y4aroluMCcs OpUIHHAIOB H KOITHIT IOKyMEHTOB 00 00pa3oBaHHH.

4.26. PerucTpaliys IPUKa30B [10 THYHOMY COCTaBY 00y4arOIIHXCH.
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4.27. Tlpuem 0OOydYarolMXcsi W OKa3aHHE KOHCY/IGTaTHBHOH TOMOIIH MO BO3HHKAIOUIMM
BOIIpOCAaM, OTHOCSILHECH K chepe AeATEIHHOCTH OT/1€]1a KapOB.

4.28. IloaroroBKka OTY4ETOB O YHCJICHHOCTH 00yyarolmXcsi M MX PacHpeeseHHH IIo
noxpaszenenusm Koemwxa.

4.29. Bpigaua oOydaroIIHMCs CIIPABOK 06 obydeHun I YIPABICHHA [TeHCHOHHOTO
dboHZa W APYTHX IOCYAapCTBEHHBIX H MyHMLHANAIbHBIX OPraHOB BIIACTH, yUpeKICHHH H
OpraHu3aLKi.

4.30. IlpenocraBiieHHe B OpraHbl CITYKObI 3aHATOCTH ©KEMECIIHO, HE TIO3/IHEC 28 yucia
MecsIa, CJeAYIOIIero 3a OTIeTHLIM, CBEACHHA. '

— 0 Cpe/HeCIMCOYHOH YHCICHHOCTH pabOTHUKOB OpraHU3aLAH;

— 0 BBIIOJIHEHHH yCTAHOBJIEHHOH KBOTBI UL IPUEMA Ha paboTy MHBaIIU/A;

_ 0 HaJMMYAM BAKAHTHBIX pabo4MXx  MecT, CO3[aHHBIX WIH BBIJICJIEHHBIX B CYET
BLIMOJTHEHHs KBOTHI UL IpUeMa Ha padoTy HMHBaIM/IOB.

4.31. OdopmiieHHE CIIPaBOK M MHCEM L yUpeKACHUN H OpraHu3allyii Mo BOMPOCaM
MoJTBep I IeH s 00y deHusl 00ydaiOLIHXCA B 10 AHO CBK B coOTBEeTCTBHHU ¢ TpeOOBaHUAMHU
dejeparnbHOro 3aKoHa «O MepcoHaIbHBIX IaHHBIXY OT 27.07.2006 rona Nel52-@3.

432. CBoeBpeMEHHOE MPEIOCTaBICHUE OTUCTOB B opraHbl rOCyIapCTBEHHOH BJIACTH M
MECTHOI'O camOyIIpaBIeHus I10 3anpalmBaeMoil hopme.

4.33. Paspaborka MepONpUATHH MO YKPEILICHHIO TPYAOBOH JIMCLIMIUIMHBI, CHIKCHHIO
TEKy4eCTH KaJlpOB, 110TEPh pao4ero BpeMEeHH, KOHTPOJIb 33 X BBLITIOJTHEHHUEM.

4.34. CBoeBpeMEHHOE BbIABJICHHC H KOHCTPYKTHBHOE paspelieHue TPYIOBbLIX
KOH(IMKTOB.

435. [loaroroBKa KaJpoBOH JOKYMEHTAlMH ISl Iepefadn B apxus Kosnemxa s
NaJIbHEHIIero XpaHeHUs .

436. OpraHuzanus COBMECTHO € (hakyIbTeTOM ydera CTy[IEHTOB, B TOM gyucie H
OJUTeKALINX NIPU3bIBY HA BOCHHYIO CITyKOYy.

4.37. PeryisipHoe IpeaoCTaBICHUC uHGOpMalK 00 W3MEHEHHHU CTaryca WHOCTPAHHOIO
cTyaeHTa (OTYHCIIeHHe, 3aBEPLICHHE 0GyueHus, PeIOCTABICHHE aKaIeMHECKOTO OTITyCKa) B
rOCyIapCTBEHHbIE B MYHHLMNA/IBHDIE OPTaHbL.

4.38. XpaneHue ¢ BblIada OJaHKOB CTPOroH OTYETHOCTH (mMIUIOMBI, CIPaBKH 00
00y4deH!H, Y/I0CTOBEPSHHUS O MOBBILICHHH kBaH(QUKALHH 1 T.1L.).

5. IlpaBa

Otzen Ka/(pOB HaJEJISeTCs IpaBaMu, HEOBXOIMMBIMHE J1/Isl OCYIIECTBIICHUS BO3JIOMKCHHBIX
Ha Hero 3a/1a4 1 (yHKIHH:

5.1. 3anpalmuBarb B CTPYKTYPHBIX [OPAsIC/ICHIAX HeoBXOoIMUMble JaHHbIe 0 paOOTHHKAX,
a mpu mpueMe Ha pabory H repeMeleHnsX paOdOTHHKOB - MHEHHE pyKoBOIMTENEH
COOTBETCTBYIOLMX CTPYKTYPHBIX rnojpasieeHuH.

5.2. IlomydaTh OT CTPYKTYPHBIX noapasaeneHuii Komerxa N10KyMEHTEL HeoOxonHMBIe
i ohopMICHHS NpHeMa, a TaKkKe UL BEICBOOOYKIEHHS PaOOTHHKOB NpH YBOJBHCHHH IO
WHUIMATABE aIMUHUCTpalUH.

5.3. VYuacrBOoBaTb B QHAJIHU3C paboThl, KOMIUIEKCHBIX MPOBEpKaxX CTPYKTYPHBIX
nmojpasfeNieHnii 10 BOMPOCaM, BXOQALIMX B KOMIIETGHLHIO OTZena KaJpoB H ZIasars
peKOMeH/IalliK 110 HCIPaBICHHIO HEI0CTaTKOB.

5.4. KoHTponupoBarh B CTPYKTyPHBIX noJpas/ie/ieHHsX COOMoAeHHE B OTHOIICHHH
pabOTHHKOB 3aKOHOAATENBbCTBA O Tpyde, NpPeIOCTABICHHE VCTaHOBICHHEIX ABIOT H
IPEHMYLIECTB.

5.5. JlaBaTh PYKOBOZHMTENAM CTPYKTYPHBIX nonpaszenenui Konnemxa obs3arenbHbIe 1A

HMCIOJIHEHMs yKa3aHu:d 110 BOIIPOCaM, OTHOCSIIIMMCSA K KOMIIETCHIIHH oTAeNa KaapoB.
.




5.6. llpe/icTaBuTeILCTBOBATL B YCTAHOBJICHHOM IOPSIKE OT MMEHM OpTaHH3alHH 110
BOIpocaM,  OTHOCSIIMMCSA K  KOMIIETEHLMM  OT[eNla, BO  B3aUMOOTHOIIEHHUIX C
rOCYIapCTBEHHbLIMM M MYHHUHIAIbHBIMK OpraHaM, a TaKKe APYTUMH [PEeaNpUSTHIMY,
OpraHU3allUAMHM, YIPEIKIACHUSIMU, B TOM YKCJI€ areHTCTBAMH 110 HalMy U CITy:KOaMH 3aHATOCTH.

5.7. JlaBarb pasbsACHEHHMs, PEKOMEHIALMHM M YKa3aHWsi 10 BOMPOCAM, BXOISIIHM B
KOMIIETEHLIMIO OT/Iela.

5.8. YuacTBoBarh B COBENaHMUAX, IIPOBOAMMbIX B OPraHU3al(MK 110 KaAPOBBIM BOIIPOCAM.

5.9 VioctoBepsiTh OPUAMYECKYIO CHITY JOKYMEHTOB 110 JIMYHOMY COCTABY, BBIIABAEMBIX
paborHukam Kosure pka.

6. OTBeTCTBEHHOCTD

Ha uncnexropa no kagpam BosJiaraeTcst epcoHalibHas OTBETCTBEHHOCTD 3a:

®KaueCTBO M CBOEBPEMEHHOCTH BBINOJIHEHHUS BO3JIOKEHHBIX HacToAuM IlojokeHuem
3a71a4 ¥ (PyHKIIHUH;

® OPTraHM3alMIO ONCPATUBHOW U KAYECTBEHHOH IOATOTOBKM M HCIIOJHEHHS IOKYMEHTOB,
BEJICHHE JICJIONPOU3BOIACTBA B COOTBETCTBUH C JCHCTBYIOIIMM 3aKOHOIATEIbCTBOM;

® COOJIIO/IEHUE TPYIOBOM TUCIIHITIHHBI;

e obecrieueHHe COXPAHHOCTH BBEPEHHOIO MMYILECTBA U COOIIIOEHHE MPABHII I0KApHOIT
0€30MacCHOCTH;

e 00ecIeueHHE OXPaHAEMON 3aKOHOM TaiHbl (CIy:KeOHOM M T.J1.), CTAaBIIEH HM3BECTHOMH B
CBA3M C WCIIOJIHCHMEM TPYAOBLIX O0Os3aHHOCTEH, B TOM WYHCIIE [E€PCOHANILHBIX JaHHBIX
coTpyaHuKoB KoJjureka;

®[IPEJ0CTaBIeHHe HH(POPMAlMd B OpraHbl TOCYAapPCTBEHHOH BJIACTM M MECTHOrO
CaMOyTpaBJICHHSI.

OTBETCTBEHHOCTh COTPYAHUKOB OTIENa KaJpOB YCTAHABIMBAETCS MX JIOJKHOCTHLIMH
UHCTPYKUHSMHU.

7. Bzaumoaencreus
Bsaumozneiicteue oTAena KaupoB ¢ JAPYTHMH  CTPYKTYPHBIMH  I1OZPa3feTeHUSIMH
Komnemxa onpenensiercss 3agadamu M QYHKUMSAMH, BO3JIOKEHHBIMH HA HEro HACTOSIIUM
[Tonoxenuem.

PaspaboraHo: ;

Mucnexrop 1o kaapam rd ['A. Qensiea
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