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TIOJIO)l{EH.HE 
o pa6oTe opramnau,110HHO-Ka,n:p0Boro oT,n:ena 

KrEOY ,[(O XKU:BP Co3BC3,I(He 

1. 06m,ue IlOJIO~eHHSI 

I 

1.1. OpraHM3all,MOHHO-Ka,n:poBI:>IH OT,I(eJI 5IBJI5IeTC5I caMOCT05ITeJILHLIM 

CTPYKTYPHI:>IM rro,n:p33,n:e11eH11eM KpaeBoro rocy,n:apcTBeHHoro foo,I()KCTHOI'O 

o6pa30BaTeJibHOI'O yqpe)K,I(CHM51 ,I(OITOJIHMTCJibHOrO o6pa3oBaHI151 «Xa6apoBCKI1H 

KpaeBOH u,eHTp BHeIIIKOJibHOH pa60TbI «C03BC3,I(Me» (,n:a.rree - yqpe)K,I(eHMe ), 

KOTOpoe rro,n:qMH5IeTC51 Herrocpe,n:CTBeHHO rrepBOMY 3aMeCTMTemo reHepa.rroHOI'O 

,I(HpeKTOpa. 

1.2. Co3,n:aHMe, JIMKBM,n:au,1151 11 peopraHH3au.m1 opra1unau11orurn-Ka/ (p0Bor·o 

oT,n:ena ocyID,eCTBJI51eTc51 rrp11Ka3oM reHepa11hnoro ; ~VIpe KTopa y ypo K; \e 11 P>1. 

1.3. Opra1rn3a1lHOHHO-Ka1_1,poBbIM OTJ_\eJI B03 l'J1asm 1eTc>1 11 a '-1<:u 11>11 l1 KOM, 

Ha3Ha1-IaCMbIM Ha )J:OJDKHOCTh np11Ka.30M IT I-LepaJib llOf '() ) lM pc 1nopa 11 0 

rrpe,n:cTaBJieHHI-O nepBoro 3aMeCTMTeJI51 reHepanbHoro JJJ1peKTopa. 

2.3a,JJ,aqu 
2.1. KoMrrneKTOBaHMe rrpe,n:rrpH51TM51 Ka,n:paMM pa6oqMx M cny:>I<aID,MX 

Tpe6yeMI:>IX rrpoc)?eccMH, crreU,HaJihHOCTM M KBa.TIHcpHKaU,HH B COOTBCTCTBHll c 

u,err51MM, cTpaTerMei1: M rrpocpHrreM KrEOY ,[(O XK1I;I3P Co3Be3,IJ,lle, 

M3MeH51I-Oill,MMMC51 BHeIIIHMMH I1 BHyTpeHHMMM ycrrOBI15IMI1 ero ,IJ,e5ITeJTbHOCTI1. 

2.2. Pa3pa6oTKa Ka,n:poBoi1: rrorrMTHKH 11 cTpaTer1111 KrEOY ,[(0 XKUBP 

Co3Be3,n:Me. 

2.3. Ilo,n:6op, OT6op I1 paccTaHOBKa Ka,n:poB Ha OCHOBe ou,eHKH I1X 

KBa.TIHcpHKall,MM, JIMqHbIX I1 ,n:eJIOBbIX KaqecTB. 

2.4. <l>opMI1pOBaHMe I1 BC,I(CHHC 6aHKa .;.:i:aHJ-lbI X () KOJll1Y CCTBCIIlfOM vi 

KaqecTBCHHOM COCTaBe Ka;.:qmB. 

2.5. 06ecne4.CI-I.l1C npaB, JlhfOT l1 rapat-JTHH p a60T I111 KOB r 1pC)l\) l, CllH 51. 

2.6. OpraHM3aU,l151 CMCTCMhl yLteTa Ka)J,pOB, a1-1aJ L .YJ '.~ TC KjLICCTVI Ka) I,POB. 

3. <l>yHKl(HH 

3 .1. <l>opMHpOBaHMe M Be,I(eHMe 6aHKa ,n:aHHbIX 0 KOJIMqecTBeHHOM H 

KaqecTBeHHOM COCTaBe Ka,n:poB, HX pa3BMTMM M ,I(BM)KeHHH. 

3 .2. CBoeBpeMeHHoe oc)?opM11eH11e rrptteMa, nepeBo;.~a VI ysoJihHetrmr 

pa60THHKOB B COOTBeTCTBMH c Tpy,n:OBbIM 3aKOHO,I(aTCJihCTBOM, !10JIQ)KCHH5!Ml1, 

HHCTPYK1J,M51MM, pacrrop51)KeHI151MI1 I1 rrpI1Ka3aMI1 PYKOBO,I(HTCJ15I rrpe)K)J:C Hl15J. 

3.3. YqeT Ka,n:poB yqpe)K,I(CHI151 (yI.JeT JIHI.JHoro cocTaBa, 

Bbl,I(aqa crrpaBOK 0 HaCT051ID,eH M rrpoIIIJIOH Tpy,IJ,OBOH ,I(e51TeJII:>HOCTI1 pa60THI1KOB, 

rrpHeM, 3aIIOJIHeHMe, xpaHeHHe I1 BbI,I(aqa Tpy,n:oBhIX KHH)J(CK, Be,IJ,eH11e 



ycTaHOBJieHHOH JJ:OKyMeHTaIJ,1111 ITO Ka.n:paM, ocpopMJier-me 11 yi-reT KOMaHW1pOBOIC , 

Ta6eJibHbIH yqeT) 
' 3 .4. ITo.n:roTOBKa MaTepttanoB JJ:II51 ITpe.n:ocTaBneHH51 ITepcoHana K 

IToorn:peHH51M H Harpa)l(JJ:eHH51M. 

3. 5. ITo.n:roTOBKa JJ:OKyMeHTOB ITO ITeHCHOHHOMY CTpaxoBamno, a TaK>Ke 

JJ:OKyMeHTOB, tteo6xoJJ:HMhIX JJ:II51 Ha3Haqe1-m51 ITeHc11i1: pa6onrm<aM yi-rpe)KJJ,er-nur; 

ITpeJJ:CTaBJieHHe I1X B opraI-Ihl COIJ,HaJlhHOf'O o6ecITeqeHI151. 

3 .6. ITpoBeJJ:eH11e pa6oTbI ITO o6ttoBneHHIO HayqHo-MeTOJJ,11qecKor o 

o6ecrreqeHH51 Ka.n:poBoif pa6oTbI, ee MaTepHaJibHOH 6a3bI, m-re.n:peHmo 

COBpeMeHHbIX MeTOJJ:OB yrrpaBJieHI151 Ka.n:paMH c I1CITOJib30BaHI1eM 

aBTOMaTH3HpOBaHHbIX CHCTeM, C03JJ:aHHIO 6aHKa JJ:aHHbIX 0 rrepCOHaJie 

yqpe)l(JJ:eHirn, ero CBOeBpeMeHHOMY 110110JIHeHHIO. 

3. 7. 06ecrreqeHHe COIJ,HaJibHbIX rapaHTHH pa60THHKOB B o6naCT11 

3aH51TOCTI1, co6JIIOJJ:eH11e rrop51JJ:Ka Tpy.n:oycTpOHCTBa, rrpefJ,OCTaBJlCJ-[v'!e 11M 

ycTaHOBJieHHbIX Jlbf'OT 11 KOM11e1-1cau,11i1. 

3.8. C11cTeMaT11qecK11i1 aHamt3 Ka;woBoi1 pa60Th1 , pa3pa6cn1rn 
rrpeJJ:JIO)l(CHHH no ee yJ1yi-rwen1110. 

3.9. Ta6enoHbIH yqeT, cocTaBneHHe 11 BbrnontteH11e rpaqrnKoB oTrrycKoB. 

3 .10. CocTaBneHHe H BeJJ:eHHe ycTaHoBneHHOH oTqeTHOCTH no yqeTy 

nttqHoro cocTaBa yqpe)l(JJ:eHH51, ero noJJ:pa3JJ:eneHHH H pa6oTe c Ka.n:paMH. 

3 .11. <I>opMHpOBaHHe l1 BeJJ:eHHe JIHqHbIX .n:en pa60THl1KOB, BHeCeHHe B HI1X 

I13MeHeH11if, CB513aHHbIX c TPYJJ:OBOH JJ:e51TenbHOCTbIO. 

3.12. 3anonHeHHe, yqeT H xpaHeHHe TPYJJ:OBbIX KHH)l(eK; rro.n:cLJeT 

TPYJJ:OBoro cTa)l(a. 

3 .13. BHeceHHe B TPYJJ:OBhie KHH)l(KH cBeJJ:eHHH o IToorn:peHH51X 11 

Harpa)l(JJ:eHH51X pa6oTaIOW:HX. 

3 .14. ITo.n:roTOBKa JJ:OKyMeHTOB no HCTeqeHHH ycTaHoBneHHbIX cpoKOB 

TeKyrn:ero xpaHeHH51 K c.n:aqe Ha xpaHeHHe B apxHB. 

3.15. CocTaBneHHe Bce:H ycra1-10BJ1eu1-10ii OTLJ.en-10cT11 no BonpocalVI Ka;q:)(rn_ 
3.16.I1mpopM11pOBaI-IHe pa6on-mKOB yi-rpe)K)J,eI-Il15I 06 Hl\ileTOlllvl XO! 

BaKaHCI151X, I1CnOJih30BaI-me cpe)],CTB MaCCOBOH 111-1cj.1opMall,HYI )_(Jl}l llO MC LIJ,Cll JHI 

0605IBJieH11i1 o Hai1Me pa6on-mKoB, rro.n:aqa HHcpopMau,1111 o BaKai-rc115Ix B LicHTp1>1 

3aH51TOCTl1. 

3 .1 7. y qeT nonyqaeMOH H OTrrpaBJI51eMOH KoppecrrOHJJ:eHIJ,HH, 

Cl1CTeMaTH3aIJ,l151 l1 xpaHeHHe JJ:OKyMeHTOB TeKyrn:ero apXHBa. 

4. IlpaBa 

4.1. KoHTponttpoBaTb cocT051HHe TPYJJ:OBOH JJ:HCIJ,HITJIHHbI B rroJJ:pa3JJ:eneHH51X 

yqpe)l(,ll,eHl151 H co6JIIOJJ:eHHe pa6oTHHKaMH rrpaBHJI BHyTpeHHero TPYJJ:OBoro 

pacrrop51JJ:Ka. 

4.2. Tpe6oBaTb OT ITOJJ:Pa3JJ:eneHHH rrpe.n:cTaBJieHH51 cnpaBoK, .n:aHHbIX, 

oTqeTOB, HHOH 11HcpopMaiJ,1111, Heo6XOJJ:l1MbIX JJ:JI5I ocyrn:ecTBJ1eHtt5I OT/ (eJ!OM CBOe~ 

)],e51TeJibHOCTH. 



4.3. ,D,aBaTh yKa3amu1 cTpyKTYPHhIM no,n:p33,n:eneHII5IM y11pe)K,n:emrn no 

sonpocaM, OTHeceHHhIM K Be,n:emuo opramI3a1IHOHHo-Ka,n:poBoro OT,n:erra. 

4.4. BHoc.IITh npe,n:no)l(eH.II51 pyKoBO,JJ;.IITeJ15IM no,n:pa.3,n:erreHHH no 

ynyqIIIeH.IIIO Ka,n:poBOH pa60Thl B y11pe)l(,[(eH.II.II. 

4.5. KoHTpon.IIposaTh co611IO,n:eH.IIe npaB.IIJ1 Tpy,n:oycTpoH:cTBa, yBoJTbHetnur, 

nepeo6y11eH.II5l BhICBo6mK,n:aIOIIII1XC51 pa6oTHI1KOB, I 1pe;J,OCT8BJ I e H l-'151 1-1 M 

ycTaHOBJieHI-IhIX JihrOT .II KOMTieHC3Ill1H. 

4.6. ITpoB01-l:I1Th COBCU(aHJ15I l1 rracTBOBaTr, B COBeu~aHVl51X, npcrnO) (VIMhJ X 11 0 

Ka,n:pOBbIM BonpocaM. 

4. 7 .3anpanrnBaTb OT CTpyKTYPHbIX no,n:pa3J-(eJieHHH Heo6xo,n:HMbie ,n:aHHbie 0 

pa6oTH.IIKax, a npH np.IIeMe Ha pa6oTy 11 nepeMeIIIeH.II5IX pa6oTHHKOB - MHeirne 

pyKoso,n:HTeneH: cooTBeTCTBYIOIII.IIX CTPYKTYPHhIX rro,n:pa3,n:eneHHH. 

5. 0TBeTCTBeHHOCTh 

5.1. Ha11anbH.IIK opraH.II3aIIHOHHO-Ka,n:posoro OT,n:ena HeceT 

OTBeTCTBeHHOCTh 3a ,n:o6pocoBeCTHOe .II CBOeBpeMeHHOe BhITIOJ1HeH.IIe cpyHKil.IIH, 

B03JIO)KeHHhIX Ha OT,[(eJI. 

5.2. Ha HaqanhH.IIKa opraH.II3all.IIOHHo-Ka,n:posoro oT,n:ena B03rraraeTc51 

OTBeTCTBeHHOCTh 3a co6n10,n:eHHe ,n:eHCTBYIOmero 33KOT-IO)l8TeJ!bCTBa, BhlHOJlHel-IVIC 

npHKa30B I1 YKa3aHHH PYKOBOl-l:CTBa r1pe)K)J,enm1 , npeJ_lOCTaBJICl-JvlC ) lOCTOBe p110 I:1 

.IIHcpOpMa1IHI1 0 pa6oTe OTJ.leJla. 

5 .3. Pa6on-rnK11 opraHH3au.11or-11-10-Ka;_1,pcrno ro OT).lCJJa 11 ec y r 
OTBeTCTBeHHOCTb B nop5I,n:Ke II ofrneMe, ycTaHOBJieHHbIMII COOTBeTCTBYIOll(HMH 

,n: 0J1)1(H OCTHhIM.II .IIH CTPYKil.II5IM.II. 

5.4. Ha HaqaJihH.IIKa opraH.II3all.IIOHHo-Ka,n:posoro oT,n:ena B03naraeTC5I 

nepcoHaJibHa51 OTBeTCTBeHHOCTh 3a opraH.II3all.IIIO ,n:e5ITeJibHOCT.II OT,n:ena no 

BhITIOJIHeH.IIIO 3a,n:aq H cpyHKIIHH, B03JIO)l(eHHhIX Ha OT,n:en I1 co6mo,n:eHHe 

COTpy,n:HHKaMH OT,n:ena Tpy,n:OBOH .II npOI13BO,[(CTBeHHOH ,[(HCIIHIIJIHI-lbl. 

Ha11anhH.IIK opraH.II3all.IIOHHO-Ka,n:posoro oT,n:ena 

corJIACOBAHO: 
HaLiaJlbHHK OT).~eJm npaBoBoii pa60Tb1 JI .M . bc.J I5tCBa 


