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1. O6uHe MoJIoKeHusl

1.1. Hacrosimee ITonoseHue peTyIupyeT AesSTeNbHOCTh KaJpOBOH CITyKOBI
TATIOY «HabepesxHOUEeTHUHCKUH MEIUIUHCKHI KOJUIEIK» B COOTBETCTBUH C
yUpeIUTEeIbHEIMA TOKyMEHTaMHI U yCTaHABIUBACT:

1.1.1. Tlepedenn ¢yHKuMi M 3ama4 CIyKOBI B 00JacTH OpraHU3alUH
KaJ[pOBOH PabOTHL.

1.1.2. TTonHOMOYHS CIIyXOBI, a TAKKe IOPAIOK B3aMMOJCHCTBHS C APYTHUMH
CTPYKTYPHBIMA ~I[IOJ[pa3JeNeHusIMi  (JOKHOCTHBIMA JUIaMH) T0 BOIIpOcam
KaJ[pOBOI pabOTHL.

1.1.3. OTBETCTBEHHOCTH CIIYKOHI 33 OPraHU3aIHIO KaTpOBOH PabOTHL.

1.2. TlonoeHue TIPeACTaBIseT COOOH JIOKANbHBIM aKT M BCTYNaeT B
neicTBHE IIOCIIe €ro yTBEPKACHU.

1.3. Kagmpopas ciyxba IOOUMHSETCS HEIOCPEICTBCHHO JHPEKTOPY
KOJUIE/Ka, a B €ro OTCYTCTBHE JIHIly, BPEMEHHO HCIIOJHSIOIIEMY 00513aHHOCTH
TUPEKTOpA.

1.4. Jlnsa obecrieveHnst IOBCEHEBHON ACSATEIBHOCTA ciryx0a uMeeT mevyaTh
M IITaMIIBl ¢ 0003HAYEHHEM CBOETO IIOJHOIO M COKPAalleHHOr0 HaWMEHOBaHHUA H
yKa3aHveM Ha IIPUHAJIJIEKHOCTD K KOILIEIDKY .

1.5. Llebi0 EATENBHOCTH KaJpPOBOH CIyXKOBI SBIAETCSA KOMIUICKTOBAHHE
KOJIIeDKa KBaIM(UIIMPOBAaHHEIMY [IPETIOJIaBaTeIbCKUMHU KaZlpaMHu, paboTHHKaMHU
MHBIX TpeOyeMBIX CIIEIMAIbHOCTEH, HCXOA U3 OLICHKU HX KBaIH (KA, YPOBHS
npodeCCHOHABHOM MOATOTOBKH, COOTBETCTBHS podecCHOHANBHOMY CTaHIapTY.

1.6. KanpoByio ciyx0y OCYIIECTBIsET BeIyIMH MEHEIDKEp IO Kalpawm,
CIIEIMANUCT 110 KajpaM, KOTOphIe HAa3HaYaloTCsA Ha JOJDKHOCTD U OCBOOOXIAIOTCS
OT [OJDKHOCTH IIPUKA30M JUPEKTOpa.

1.7. O6s3aHHocTH pabOTHHKA KampOBOH CIyXOBI pPeriaMeHTHpPYIOTCS
JOIDKHOCTHOM MHCTPYKITHEH.

1.8. Kamposas cimyxba SBISETCs CaMOCTOATENBHBIM — CTPYKTYPHBIM
TozpasfielIeHreM KO Ka, B CBOCH NesTeNbHOCTH PyKOBOACTBY CTCA:

- Kouctutynueit Poccuiickoit @eneparyu;

- Koucturynueit Pecrrybnuku Tarapcras;

-TpyzoBsIM KOJIEKCOM Poccwuiickoi Oenepanyu 51 VHBIMH
3aKOHOIATEIbHEIMA U HOPMATHUBHO-IIPABOBBIMU aKTaMiU OpraHoB
rocyzapcTBeHHoH BracT Poccuiickoi Deepaniii 1 Pecmy6nuku TarapcTas;

- GepepanbubIM 3aK0oHOM  "O6 HHAUBUIYAIBHOM (mepcoHrUIUPOBAHHOM)
ydere B CHCTeMe 00s3aTelIbHOTO IIEHCHOHHOTO cTpaxoBaHMsA" M OTHACNBHBIC
3aKOHOATENbHbIE akThl Poccuiickoit Denepanuu’;

- @epepanbHbIM 3aK0HOM oT 31 Mast 1996 1. Ne 61-®3 «O6 obopoHey;



- QepepanbHBIM 3aKOHOM OT 28 MapTa 1998 1. Ne 53-®3 «O BOMHCKOM
06S3aHHOCTH ¥ BOCHHOM CITy)0e»;

- mocraxosienueM [Ipasurensctsa PO or 27 Host6ps 2006 . Ne 719 «O6
yrBepkieHrr [10JT0KEHUs 0 BOMHCKOM YIETe);

- DepepanbHBIM 3aKOHOM OT 26 deppans 1997 1. Ne 31-@3
«O MOGHIM3AMOHHOHN OATOTOBKE X MOOUIIH3AIUY B Poccuiickoit enepanun;

- OpraHu3aI[OHHO-PACIOPSIUTEILHBIMA aKTaMH, NpUKa3aMu
TeppPUTOPHUANIBHBIX W OTPACIEBBIX (BeJOMCTBEHHBIX) OpraHOB YIPAaBJCHUS, IO
OTHOIIIEHMIO K KOTOPHIM KOJUIEIK 3aHUMAET [TOYMHEHHOE TIONIOXKCHHE;

- YVCTaBOM H JIOKAJIbHBIMA HOPMATUBHBIMU aKTaMH KOJUIC/KA,

- OpraHW3alXOHHO-METOINYECKHMH, HOPMATHBHBIMH JOKYMEHTaMH II0
BOIPOCAM Ka{pOBOH pabOThI ¥ HACTOAIIMM IIOJIOKCHHUEM,;

- PacIOPsDKEHUAMH TUPEKTOPA.

2. Ilesn ¥ 3212494 KaJPOBOM CIIyKOBI

2.1. OCHOBHOM IeNbIO Ka[pOBO# CITy>KOBbI SBISETCS MOA0OP U PACCTAHOBKA
KaZpoB JUIL  KOIUIeIKa B COOTBETCTBHU C Tpe6GoBaHUSAME MeXIyHapOIHOTO
cragmapTta kauecrsa MICO 9001, ITpodeccHOHANBHBIX CTAHIAPTOB U IUTaTHRIM
pacIucaHueM.

2.2. 3amauu KapoBO# CITyKOBI:

- yIpaBJieHHe KaJpaMH KoJule[pka M UX coualbHast HOANCPKKa,

- yCTAaHOBIEHHe  JENOBBIX  OTHOMICHWH  C 06pazoBaTebHBIMH
VUPEXKIEHUAMY, ~ MEJMIMHCKAME  OpraHu3alllsIMd  IOpOZa, yIpaBIeHUEM
06pa30BaHusl, 3MPABOOXPAHEHNS, FOPOIICKUM LIEHTPOM 3aHATOCTH HaceleHNs,

- ydeT JIMYHOTO COCcTaBa pabOTHHKOB U BE/ICHUC KaJpOBOH JTOKYMEHTAIWH;

- KOHTPOIIb 32 COOIIOICHHEM TPY/IOBOM NUCIATUINHEL,

- KOHTPOJIB 38 KaJPOBBIM 00€CIICICHUEM KOTICIKE;

- COOIOEHI e TPYAOBOTO 3aKOHO/IATENBCTBA B IEATENBHOCTH KOIIIE/LKa,

- COBEpIIEHCTBOBAHHE U BHEAPEHHE HOBBIX METOJOB OpraHM3altil paboTHl,
5 ToM dYHCIEe HA OCHOBE KCIIONB30BAHMS COBPEMEHHBIX HHGOPMAIMOHHBIX
TEXHOJIOTHH.

3. DYHKIUH KAJXPOBOii CIIyKObI

3.1. OcyrecTsiende paGoOTE 1O MOAOOPY KaJpOB Ha OCHOBE OLCHKH HX
KBaTU(QUKALHN, JTAYHBIX U JETOBBIX KA9ECTB.

3.2. Odopmienue mprema, yBoJIbHEHNU, IEPEBO/IA, TIEPEMEIIICHHA IITaTHBIX
pabOTHHUKOB, IPUEMa, YBOJILHEHHU paGOTHIKOB 10 BHEIIHEMY COBMECTHTENILCTBY .

3.3. @opMupoBaHHWe X BeldeHHe OaHKa JAHHBIX O KOIMIECTBEHHOM 51
KAUECTBEHHOM COCTaBe KaJpoB ¥ HX JBWKEHHH COIVIACHO IIPOTpamMe
«ByxranTepckuil y4eT ¥ OTYETHOCTh TOCYHApCTBEHHBIX OpraHoB Pecmy6iuke
TaTtapcTad U OJBEIOMCTBEHHbIX UM YUPEKACHUN.



3.4. OdopmiieHHe NPUKA30B O NPEHAOCTABIECHUU €XKETOTHBIX OTIIYCKOB,
OTIIyCKOB II0 OEPEMEHHOCTH ¥ pOAaM, OTIYCKOB II0 YXOIy 3a peOEeHKOM B
COOTBETCTBHUH C TPYIOBBIM 3aKOHOJATEIIECTBOM.

3.5. Odopmirerre TPyAOBHIX AOIOBOPOB, AOIOJHUTEIBHBIX COIVIAIIEHUN K
TPYAOBBIM JIOIOBOpPaM pabOTHHUKOB.

3.6. ®opmupoBaHUe U BeJCHHWE JIWYHBIX JeJ, BHECEHHE B HHMX HOBBIX
AHKETHBIX JIaHHBIX paOOTHUKOB.

3.7. TlogroTtoBka W BBIJaYa CIPaBKU C MecTa pabOTBl O HACTOALIEH H
IIPOIIION TPYIOBOH NEATENbHOCTH, KOIIMH TPYIOBOM KHIKKM M YCTaHOBJIEHHEIE
3aKOHOM CBEACHUS O TPYJIOBOU JIEATEIBHOCTH, KOIIMK TPYAOBOI'O JOIOBOPA, KOIIMH
MIPUKA30B O IIpHeMe U YBOJIbHEHUU paOOTHHKA.

3.8. Ilpwem, XpaHeHHWe, 3allOJHEHUE, BbZaYa TPYLOBBIX KHUXKEK,
BKJIQJIBIINIEH K HIM B COOTBETCTBHUU C MHCTPYKIUEHN O MOPSAAKE BEAEHUS TPYIOBBIX
kHKeK. CBOEBpEMEHHOE BHECEHHE B TPYIOBBIE KHUKKU U BKIAJBIIIN 3alIMCEH O
npueMe, IepeBoie, NepeMEeIeHIH, TOOIPEHNN, H3MEHEHUN aHKETHBIX AaHHEIX U
KBTI (DUKAIIAH.

3.9. CBoeBpeMeHHOE BHECEHHE YUYETHBIX [aHHBIX B JUYHBIE KapTOYKU
pabOTHUKOB, O3HAKOMIICHHE PaOOTHUKOB C 3alIMCSIMH B X JIMYHOHN KapTOUKe.

3.10. JloxymeHTanmpHOE€ O(GOpPMIIEHHE IIPHKa30B O HaIpaBIEHUU B
KOMaH/IUPOBKY paOOTHHUKOB.

3.11. CocraBnenue rpauka OTIyCKOB PaOOTHHUKOB Ha I'OJ.

3.12. CocraBneHue u MpeloCTaBIeHNE BCEH YCTAHOBIEHHON OTYETHOCTH I10
BOIIpOCAaM KaJpoB.

3.13. IloxmroroBka MaTepHagoB IS IPEACTaBIEHUS CIELUHUAIUCTOB,
CIy>Kalux U pabodux K HarpaKJAeHHUSIM U TOOLIPEHHUIM.

3.14. TloaroroBka W IpeacTaBleHHe TOKYMEHTOB PaOOTHUKOB, HOCTHUIILIUX
IICHCHOHHOTO BO3pacTa, II0 IIEHCUOHHOMY CTpPaxOBaHUIO B YIIpaBlICHHE
neHcroHHOTO QoHaa roposa Habepexnsie UenHsl.

3.15. BeneHue BOEHHO-yUETHOU paboThl O BOGHHOOOS3aHHBIX IpayKIaHax
B COOTBETCTBHUU C IEWCTBYIOLIUM 3aKOHOATEIBCTBOM.

3.16. Oprasmzanuss CBEepKM JaHHBIX yd4eTa JIMYHBIX  KapTO4ek
BOEHHOOOSI3aHHBIX C UX BOCHHBEIMU OMJIETaMU.

3.17. HampaBiieHUE CBEJEHUN B BOCHHBIE KOMUCCApHATHl rOpoJa Ha BHOBb
IIOCTYIIUBIIKX, YBOJICHHBIX BOCHHOOOSI3aHHBIX, HAXOIAILUXCS B 3aI1ace.

3.18. Exerofnasi cBepKa YHCICHHOCTH BOCHHOOOS3aHHBIX, HAXOIAIIUXCS B
3arace, ¢ JJAHHBIMH BOCHHBIX KOMHCCAapHaTOB IrOpoAa.

3.19. Buecenume B JMYHBIE KapTOYKA BOEHHOOOS3aHHBIX JaHHBIX 00
U3MEHEHUH CEMEMHOTO TIOJ0XKEeHUS, 00pa30BaHMs, MECTa JKUTEIILCTBA.

3.20. CocraBieHHe ¥ TIPEACTABICHHE €XETONHOM CTaTHCTUYECKOM
OTYETHOCTH II0 YIETy BOCHHOOOI3aHHBIX.

3.21. TlogrotoBka W TpeACTaBI€HUE HH(POPMALUOHHO-aHAIUTHIECKUX
MAaTepUajoB O COCTOSHHUM TPYIOBBIX PECYpPCOB, YIOBIETBOPEHHOCTH PabOTHHUKOB
YCIIOBHSIMH TPYyZa.

3.22. Benenue y4eTa cTaka paOOTHUKOB 10 3aHUMAEMBIM JOJDKHOCTSIM.



3.23. Benmenue JKypHama perdcTpariy IPHKa3oB TO JIAIHOMY COCTaBy:
IIpHeM, TIepeBOJI, YBOJIIBHEHHE.

3.24. Benenue XypHaia mpruema U BbIa94 TPYHAOBBIX KHIDKEK pabOTHHKOB.

395. OGecHeueHue COXPAaHHOCTH CBEEHHH O IIEPCOHAIBHBIX IAHHBIX
paGOTHUKOB OT PasIAlIeHUs 1 yTPaThl B HPOIECCE MX 00pabOTKH.

3.26. ObecneyeHne COXPaHHOCTH JOKYMEHTOB CTPOTO¥ OTYETHOCTH.

3.27. TloAroTOBKa IOKYMEHTOB IO MCTEYEHHH YCTAHOBJICHHBIX CPOKOB
TeKyIIero XpaHeH:s K c/[ade Ha XPaHeHHUe B apXUB.

328. VuacTde B IOATOTOBKE HEOOXOAMMBIX — JOKYMEHTOB UL
KBAIM(DUKAITHOHHBIX ¥ KOHKYPCHBIX KOMUCCHH. v

3.29. KonTposip 3a COOIOACHHEM pabOTHUKAMH IIPaBHUJI BHYTPEHHETO
TPYIOBOTO PacIopsIKa.

3.30. IToaroroBka TpeOyeMBIX MaTepualoB W OTHCTOB yCTaHOBJIEHHOM
(GOpMBI:

- B IEHTP 3aHATOCTH HACCIICHHU,

- B OpraHbl CTATUCTHUKH;

- B IIGHCHOHHBIN QOHI;

- B MUHHCTEPCTBO 3IpaBOOXPaHEHUS Pecrry6muku TarapcTaH;

- B MHHUCTEPCTBO 00pa30BaHMs X HAYKH Pecmy6nuxu TarapcTaH.

4. IIpaBa u 005S132aHHOCTH

4.1. B wuHTepecax HaJJIEKAlIero OCYIICCTBICHHA cBoell IesTeNbHOCTU
KaJpoBas CIIyk0a HaJeNseTCs COOTBETCTBYIOIIMH TIpaBaMul 1 00s13aHHOCTSAMH.

4.2. KampoBasi ciy>k0a ¥MeeT IIpaBo:

4.2.1.3anpaliuBaTh y MOJDKHOCTHBIX JIMI[ KOJUIe/DKa, a Taioke OpraHoB
yIIpaBIeHHs CTOPOHHHIX OpraHn3alii (IpeaIpHsATUR U yIPEXKEHUH), CBENEHUS O
COTPYAHMKAX C IIeIbI0 YTOYHCHHs COOTBETCTBYIOIIMX HIepCOHATBHBIX TAHHBIX, &
Ipy TIpreMe Ha paboTy ¥ IepeMeINeHIsIX COTPYIHIUKOB — MHEHHE PyKOBOJHUTENIEH
COOTBETCTBYIOIIUX  CTPYKTYPHBIX nofpasfeNeHuii 0 I1e71eco00pasHOCTH
TIpeIIoiaraeMeIX IepecTaHOBOK.

4.2.3. TpeboBaTh IIpu IpUEME Ha paboTy JOKYMEHTHI B COOTBETCTBUM CO
craTtbeil 65 TpynoBoro Kozxexca Poccuiickoit denepariiu:

- [Tacopt

- TpyHOBYIO KHIDKKY M yCTAHOBJICHHBIE 3aKOHOM CBEACHHA 0 TpYHOBOH
JESTEIIBHOCTH

- CTpaxoBOe CBHETENBCTBO OCYIAPCTBEHHOr0 IICHCHOHHOTO CTpaxOBaHUsA
wiu cipaska I 1OP

- Jloxyment 00 obpa3oBaHHH, O kBaIA(GHUKAIMH, [POPECCHOHATBHOM
TIeperoIrOTOBKE, HAIMIHUH CHICIHATbHBIX 3HAHUMU

- CrpaBKy O HAJIU9IUU (OTCYTCTBUH) CYJAUMOCTH H (unu) ¢axTa yroJoBHOIO
mpecienoBaHms, JMOO  MPEeKpalleHus — yTOJIOBHOIO IpeciiefloBaHus 110
peabHTMTHPYIOLIIM OCHOBaHMAM, BBIIAHHYIO B TOPAKE H 110 dopme, KOTOpEIE
ycTaHaBnuBaloTCs  (esepanbHBIM  OpTaHOM HCIIONHUTEIPHOM  BJIACTH,
OCYILECTBISIOMUM (QYHKIMHE IO BBIpa0OTKE W peanu3aluy rocyIapCTBEHHON
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HOJUTHKYA ¥ HOPMaTHBHO-TIPABOBOMY PETYJIMPOBAHUIO B cepe BHYTPEHHHUX JCII, -
[IpH TIOCTYIUICHHH Ha PaboTy, CBA3AHHYIO C NEATCNLHOCTBIO, K OCYIIECTBIIEHHIO
KOTOpPOM B COOTBETCTBHH C HACTOSIINM KomexcoM, He IOIyCKarOTCsA JIMANA,
MMEIOIle WM WMEBIIHe CyIMMOCTh, MOJBEpralomyiecs W MOABCPIIIHCCs
YrOJIOBHOMY [PECIIeIOBAHUIO (CT.05 TK PO).

- JIOKyMEHTBI BOMHCKOTO y4eTa — I BOEHHOOOSI3aHHBIX JIHI

- MeIuuMHCKOe 3aKiliodeHne 00 OTCYTCTBHH IPOTHUBOIIOKA3aHMHK 10
COCTOSHHIO 3OPOBBS Ui paboThl B 00pa3oBaTeIbHOM YIPeKICHUH (ct.331 TK
PO)

4.2.4. BHOCUTh Ha PAcCMOTpEHHE IMPEKTOpa IHPEIONEHHs II0 BOIPOCaM
OpraHU3aLWH KaJpOBOH pabOTEL.

4.2.5. BecTH NepemucKy MO BOIPOCaM, OTHOCAIIMMCS K KOMICTCHIAH
KaJ(POBOH CITyKOBL

4.2.6. BusupopaTh NpPOEKTHl JOKyMEHTOB, IOArOTOBICHHBIX APYTHMU
nojpassieNeHusAME  KOJUIe/DKa, €CIld B JIOKYMEHTaX 3aTparvBaioTes BOTIPOCHI,
OTHOCSIIIAECS K KOMIIETEHIINU KaIpOBOIl CITyKOBI.

4.2.7. OhopMIATE ¥ BBLIABATH 10 THCBMEHHBIM 3alpOCaM (3asBIICHUAIM)
CIIPABKH, KOIIUH, BRIIMCKY 1 HHBIE aHATIOTHYHBIC JOKYMEHTBL.

4.2.8. KoHTponupoBaTh COBMECTHO C JOpHUIYECKON  CIyx0oil B
CTPYKTYPHBIX HOZPAa3IENCHISIX KOIUIeDKa COGJIIOIeHNEe B OTHOLIEHHH PabOTHHKOB
3aKOHOIATENLCTBA O TpPyJE, IpeJOCTaBlIeHHe YCTAHOBICHHBIX JBIOT 1
IPEMMYIIECTB, [IPETyCMOTPEHHBIX 3aKOHONIATENBCTBOM O TPYAC U KoJuteKTUBHBIM
JIOTOBOPOM.

42.9. TpebopaTh W TOIy4aTe OT PYKOBOJUTENEH  CTPYKTYPHBIX
HOJpasjielicHuil ~ KOJUIe/DKa  CBEICHHUS, HeoOXOMuMBbIe  JUI1  BBINOJIHEHHUS
BO3JIO’KEHHBIX Ha KaIpOBYIO CIIy K0y 3a1ad.

4.2.10. TIpenCTaBHTENBCTBOBATH B YCTAHOBICHHOM IIOpSJKE OT MMCHH
KOJUTEIDKA II0 BOIIPOCaM, OTHOCSIIMCS K KOMIICTCHITUN KapOBOH CILyXOBI.

4.2.11. TlpuHUMATh y4acTHe B COBELIAHHAX, 3aCEJAHMSX, KOMHCCIIX IO
KaJ[pOBBIM BOIIPOCAM.

4.2.12. Ina obecrieueHns COXPaHHOCTH KaJpOBBIX NOKYMEHTOB TpeGoBaTh
OT aJMUHACTPAIMH KOJUIE[Xa CO3NaHus yCIOBHM TpYyZa, COOTBETCTBYIOIIHMX
IIpaBUJIaM OXPaHB! TPY/Ia U TIOXXapHOH 0€e30I1acHOCTH.

4.2.13. TloBBIIIAT CBOIO KBANM(UKALIUIO Ha CIIEIHAIU3MPOBAHHBIX KypcaXx
He pexxe 1 pasa B 3 rora.

4.3. Kagposast ciyx6a obs3ana:

43.1. CBOGBPEMEHHO B IIONHOM COOTBETCTBHM C 3aKOHOMATEJBCTBOM,
HOPMATUBHO-I[PABOBEIMU ~ aKTaMHM, JIOKANBbHBIMH  aKTaMH, OpraHu3aloOHHO-
PACIIOpSUTENbHEIMA ~ aKTaMi B oGmacTd KazpoBOW pabOTHl  BBIONHATDH
BO3JIO’KEHHBIE HA HEE 3aauH.

432. TlommepXwBaTh  yCIOBHS,  OOecHedHBAIOIIHE TpebyeMyIo
5 )EKTUBHOCTE KafpOBO# pabOTHI.

4.3.3. OBecreynBaTh COXPAHHOCTh IIONYYEHHBIX CBEICHUH O COTPY[AHHKaX
OT pasTyalieHus B Iporecce 00padoTKA.



5. BzaumoeiicTeHe (CayKeOHbIE CBSI3H)

5.1. Jlns BeImoJHeHus (QYHKIMA M peanusaliy Ipas KaJlpoBad ciyx0a

B3aMMOJICUCTBYCT:

Co BceMH CTPYKTYPHBIMH IIO/IPa3eIeHAAME KOIUIEDKa II0 BOTIpOCcaM TTOTyYEHHMS:
- XapaKTePUCTHAKK Ha PaOOTHAKOB, NPEJCTABICHHRIX K MIOOLIPEHHIO;
 [OSICHUTE IbHbIE 3aIMCKU OT HAapyLIUTeIeH TPy 10BOM JUCIUIUIMHEL,

- TIPEUI0XKEHHS 10 COCTABJICHHUIO rpaduka OTIIyCKOB.
C GyxranTeprei 1o BOnpocaM NperiCTaBICHHA:
- IPUKa3bl O IPHEME, IEPEBOJIE, YBOIBPHCHHM pabOTHHUKOB;
- [IPUKa3bl O HANPABICHUN PAOOTHUKOB B KOMAaHIMPOBKY;
- Tabenp yuera pabodero BpeMeHH,
- TIpUKa3bl O IIPEJIOCTABICHUH OTITYCKOB;
- mpuKa3bl 00 H3MEHCHUHU PEXUMa paboTsl;
- TpYyIOBBIE JOTOBOPHI, JOMONHHUTENBHBIC COTIMAIICHT K TPYLOBEIM
JOTOBOPAM;
- JTUCTOB O BPEMEHHOM! HETPY/I0CIOCOGHOCTH.

C y4eGHBIM OT/IEJIOM, OTAENIOM IPAKTHKHU IO BOIPOcaM ITOJTy4EHH:

- mpuKkasbl O TOJOBOM HAarpyske MITaTHBIX npernofaBaTenen U
npenonaBaTeneﬁ-COBMeCTI/ITeJIeﬁ.

C ropuauuecKoi ciryk00H 110 BOIIpOcaM:

- paspaboTKa ¥ BHECEHHE W3MEHEHUHA B JOJDKHOCTHBIC HWHCTPYKIHAH
pabOTHUKOB,;

- 33KITFOYCHUE WM PACTOPIKEHHE TPYAOBLIX I0TOBOPOB € pabOTHHUKAMU;

- coBIOEHNE YCIOBUM KOJIEKTHBHOI'O IOTOBOPA,;

- pa3paboTKa 1 H3MEHEHHE JIOKAIBHBIX HOPMATUBHBIX aKTOB;

- pa3paboTKa ¥ M3MEHEHHE, COOIOIeHNEe TPABHII BHYTPEHHEr0 TPYIOBOTO
pacropsiaxa Iy pabOTHUKOB;

- o¢opmiieHHEe MaTepHUaloB O MNPUBICICHUM JHIl K IUCIATLTAHAPHON

OTBETCTBEHHOCTH;

- cobmIOIeHre TPYAOBOTO, IEHCHOHHOIO 3aKOHOJATENBCTBA, IPUKA3OB,

MOCTAHOBJIEHUH BBIIIECTOSIIX MUHUCTEPCTB X BEIOMCTB,

- oopMIIEHHE JOKYMEHTOB ¥ aKTOB IIPABOBOTO XapaKTEpa.

6. OTBEeTCTBEHHOCTD

6.1. PaGOTHHK KajpOBOW CIyXOBl ~HECeT  OTBETCTBCHHOCTb 32
HeHa/IeXKAINee ¥ HeCBOSBPEMEHHOe BBIIONHEHHe (QYHKIUH, NPEXyCMOTPEHHBIX
pacrosmmM IlonoskeHueM, — JEHCTBYIOIIMM TPYIOBBIM 3aKOHOAATEIBCTBOM,
VeraBoM Kolutemka, IlpaBuiaMy BHy TPEHHETO TPYI0BOTO PaclopsKa.

6.2. Kagposast ciryx06a HeceT OTBETCTBEHHOCTD 34

_ KayeCTBEHHOE BEJIeHHE KaJpOBOTO JIEIONPOM3BOJCTBA B COOTBETCTBHHU C
IeHCTBYIOIIUM 3aKOHOIATEBECTBOM,;

- ONEpATHBHYIO ¥ CBOEBDEMEHHYIO IIOJI'OTOBKY JOKYMEHTOB JUIA
COCTABIIEHHS CTATUCTHYECKIX OTIETOB, CIPABOK, CBEICHUH;



- cOBIOIeHME TPYAOBOM MUCLMAILTHHEIL]
- COBIIOeHNe COXPaHHOCTH MMYIIECTBA U Ka/[pOBO# JOKYMEHTAIHH,

- HepasrJallleHHe KOHGUICHIMAIBHOA HMHYOPMAIMK W IEPCOHAJIBHEIX

JIAaHHBIX PaOOTHHKOB;



7. JIncT perucrpanuu U3MEeHEeHHH

Homep Homepa nucros Jara
. Pacuindposka
H3MEHe- OCHOBaHHME [Uisi BHECEHUS H3MEHEHUH [Moamuch Jlara | BBEAEHHA
3ameHeH- aHHYJHPO- MOATHUCH
HUS HOBBIX H3MEHEHUS
HBIX BaHHBIX




