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ABTOHOMHAasi HEKOMMEpYECKas OpraHu3anys
npogeccroHanbHas 00pa3oBaTe/ibHAs OpraHU3aIus
Camapckuii ko/1eAxk HHPPOBOIi IKOHOMHKH H
npeanpuanmartensbcrsa «MHUP»

YTBEPXJIAIO:
Jupextop AHO 1100 Camapckoro
KOJUTE/DKa [UPPOBOIA SKOHOMUKHU U

1K «MUP»)
B.B. bapanoa
20/2T.
IMOJIOKEHHUE
OB OTJEJIE KAJIPOB
ABTOHOMHOI HEKOMMEPYECKOH OPT AHMBAIIMH
IMPO®ECCUOHAJILHOI

OBPA3OBATEJILHOM OPTAHU3ALINA
CAMAPCKUM KOJLIE/DK IINPPOBOM SKOHOMUKHU U
IIPEITPUHAMATEJILCTBA «MWP»
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1. O6uue moJ10:xXeHus

1.1. Otmen xaapos (masiee mo Tekcry - OTnen) ABaseTcs CTPYKTYPHBIM IOAPa3eICHUEM
ABTOHOMHOM  HEKOMMEpYECKOH  OpraHu3alMid  [IpodeccHOHaNbHOH  00pa3oBaTENbHOMN
oprauusanun Camapckuii Kosue/pka u$poBoi 3KOHOMUKH U NpeanpuHuMaTenscTBa « MAP»
(AHO T10O Komnemx « MUP») (nanee — Komnemx).

1.2. Otxen co3maaercd ¥ TMKBUUPYETCS MpuKazoM jupekropa Komiemka.

1.3. OTen noaYMHSCTCS 3aMECTHTEITIO TUPEKTOPa IO OOIMM U IIPAaBOBBIM BOIIPOCAM.

1.4. Otmen co3maercs ¢ menbio obecrieueHus Koiuiemka TPYAOBBIMH pecypcamy,
KOMIUIEKTOBAaHHS Kajapamu TpeOyeMmbix mnpodeccuit U KBatnUKAUMKM B COOTBETCTBHH C
3aJa4YaMi M HalpaBJIEHHEM €ro JEATeNIbHOCTH, pa3paboTku KaapoBoi nomuTHkH Koiemxa,
coOfoicHUs TpaB pabOTHHKOB B OOJIACTH TPYAOBOIO IpaBa, a TAKXKE BEACHHUS KaJIPOBOIO
JICTIONPOU3BOJICTBA B COOTBETCTBUHU € 3aKOHOJAATENbCTBOM Poccuiickoit Menepanu.

1.5. B cBoeit nesarenpHoct OTAET pYKOBOACTBYETCS:

- Koncturyuuei Poccuiickoii ®enepanuu;

- TpynossiM kogekcoM Poccuiickoii Oenepanuy;

-OenepanbHbiM 3aKOHOM 0T 29.12.2012 Ne273-®3 «O6 obpasoBanuu B Poccuiickok
Oenepanuu»;

- penepansHBEIME 3akoHaMU Poccutickoit @eneparun;

- ykazamu u pacrnopsokenusimu [Ipesuaenra Poccuniickoit @eneparum;

- TOCTAHORBJICHUAMH U pacniopsbkeHusMu [paButensctBa Poccuiickoit @eneparum;

- TocymapctBenHOM cHCTEMOW INOKYMEHTAIMOHHOTO oOeclieueHus  yIpaBlICHHS
I'CaoY);

- rocyaapctBeHHbIME craHgaptamu (I'OCT);

- HOPMATHBHBIMHU aKTaMH, pa3pabOTaHHBIMK H YTBEPKICHHBIMI PocapXxuBom;\

- IEPEYHIMH THIOBBIX YIIPABIEHUYECKUX JOKYMEHTOB;

- [IpaBuiaMu BeJIeHUS M XPAHEHHUS TPYIOBBIX KHIDKEK, H3TOTOBJICHUS OJIaHKOB TPYAOBOM
KHIKKH U 00eCIIeYeHHsI UM paboToaTenei;

- MucTpyKnueii mo 3amoTHEHUIO TPYIOBBIX KHUKEK;

- Ycrasom AHO ITOO Komnemx « MHP»;

- JIOKAJIbHBIMHA HOpPMAaTUBHBIMHA akTamMu Koiutemxa.

2. CrpykTypa otaea

2.1. CTpyKTypy ¥ KOJAYECTBO INTATHBIX eauHUL Otnena yTBEPXKIACT TUPEKTOP
Komnemxa.
2.2. Otxen noa4YUHAETCA HAYUIbHUKY OTAEIA.

3. OcHoBHBIE 320241

3.1. OcuoBnsle 3agaun Otaena:

- COBEPIICHCTBOBAHHE NPOIIECCOB YIIPABIECHHUS;
- MpyieM Ha paboTy U pacCTaHOBKA KaJpOB;

- y4eT JIMYHOTO COCTaBa PabOTHHUKOB;

- BeJICHUE KaJpPOBOTO JCIOMPOU3BOJICTBA.
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4. OyHkmun

4. B dyaxkumn Otienna BXOAMT:

4.1. Onpenenenne U pa3paboTKa KaJpPOBOH MOJUTHKH M CTPATETHH B COOTBETCTBHH C
HanpasiieHueM JesrensHocTH Komemka u chepoii ero gesarensHOCTH.

4.2. ®opmupoBaHHe ITATHOTO paciucanus Kosnemxka.

4.3. Onpenenenue TeKyiei NOTpeOHOCTH B KaJpax.

4.4. Ilonbop KBATUGHUITUPOBAHHBIX CIICITAATUCTOB ITYTEM:

- nHpopMmupoBaHus paboTHHKOB Kosutemka 00 uMerommxcst BAKAHCHSAX;

- pa3MELICHHE B CPEACTBaX MAaCCOBOM MH(POPMAIK OOBIBICHUM O BAKAaHCHUSX;

- oOpalleHe B OpraHbl C1y>XObI 3aHATOCTH;

- B3aUMOJIcHCTBHIE ¢ 00pa30BaTENbHBIMI OPraHU3AUSIMHU.

4.5. JloxyMmeHTanbHOe OodopMIICHHE TpHUMa, MEPEBOJIA W YBOJbHEHHUS PAOOTHHKOB B
COOTBETCTBUM C TpPYJAOBBIM 3aKOHOJATEIBCTBOM, O(QOpMIEHHE TPYJOBEIX JOTOBOPOB C
pabOTHMKAaMU M M3MEHEHMH K HHM, NOJTOTOBKA IPOCKTOB IPHUKA30B IO JUYHOMY COCTaBY H
OCHOBHOMH JiesTensHOCcTH Komieaxka, 3amomHeHne JINYHBIX KapTOYeK.

4.6. Benenue paboThl ¢ TPyIOBBIMU KHI)KKAMU (2JI€KTPOHHBIMH TPYAOBBIMHA KHUKKAMH),
B TOM 4HUCJIE NPUEM TPYJOBBIX KHIKEK OT MPUHUMAEMBIX Ha paboTy pabOTHHKOB, MX YYeT,
XpaHeHHe, 3all0JIHEHHE, a TaKke Bblaua Py MpeKpaleHn TPYIOBBIX OTHOIICHHUH.

4.7. YdeT JINYHOTO cOCTaBa MyTeM COCTABJIEHUS Pa3THYHOTO BHJIa OTYETOB.

4.8. CocraBinenue rpadukoB OTIYCKOB, O(QOpPMIICHHE TPHUKA30B O IPETOCTABICHHM
pabOTHHUKAM pa3IMYHBIX BHIOB OTIYCKOB, YUI€T KOJINIECTBA UCTIOJIb30BAHHBIX JTHEH OTIIyCKa.

4.9. PaboTa ¢ TucTKamM¥ HETPYAOCIIOCOOHOCTH.

4.10. IloaroToBka M BBIJaYa CIPABOK O 3aHUMAECMOM JODKHOCTH U mepuojae paboTH B
Komnnemxe.

4.11. TloaroroBka KaapoBOW MOKYMEHTAlMu Afs Nepenaun B apxuB Komnmemka st
JNaJbHENUIIEero XpaHEHHsI.

4.12. IlogroroBka MaTepHaIIOB JUIs TIPE/ICTABICHUS PAOOTHIKOB K MOOLIPEHHIO.

4.13. TloaroroBka MaTepHalioB ISl MNpUBICYCHHS PAOOTHHKOB K JHCUHILTHHAPHON
OTBETCTBEHHOCTH.

4.14. KoHTpoib 3a COONIOJIEHWEM JWCIUILIMHEI TPyJa W BBITONHCHHEM DPaOOTHUKaMH
[IpaBuil BHyTpEeHHETO TPYAOBOTO PACIOPSIKa H HHBIX JIOKATEHBIX HOPMATHBHBIX aKTOB.

4.1.5. KoncynetupoBanue pabdoTtHukoB Kojutemka 1o  Bompocam — TPYAOBOTO
3aKOHOJATEIhCTRA.

5. [IpaBa u o6s13aHHOCTH

5.1. Pabotauku OTzena UMEIOT IpaBo:

- B3aMMOJICHCTBOBATH II0 BOIPOCAM, OTHOCALIMMCS K Kommerenuun Otaena, ¢ IpyrHMA
nonapazaeneHusMu  Kostempka, rocy1lapcTBEHHBIME W MYHHMITMIIATGHBIMH OpraHaMd, a Takke
JIPYTHMH OpTaHU3aIHAMH;

- TpeboBaTh OT BCEX CTPYKTYPHBIX TMOApasdejeHHi Marepuadbl W CBEJCHWS,
HeoOXOMUMBIE JIUTS BBITTOJTHEHWS QYHKIHIM, BO3TOXKEHHBIX Ha OTHeT;

- KOHTPOJHMPOBaTh COGJIOJCHHE TPYJAOBOTO 3aKOHOAATe/ibCTBa B Kosulemke, a Takke
JlaBaThb pa3bsACHEHHS MO NpPHMEHEHHI0 HopM TpyaoBoro kojaekca Poccuiickoit denepannun u
HHBIX HOPMAaTHBHBIX aKTOB;
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- TIPEeACTaBIATH MPEJIOKEHUS 110 NOBBIMIEHNIO 3¢ QEKTHBHOCTH U COBEPIICHCTBOBAHUIO
NeITENbHOCTH Beex moapasnenenuit Konnemxa B yactu, oTHOCcsAmIelcs k komnereHuu Otaena;

- IPEACTaBUTENBCTBOBATE B YCTAHOBJICHHOM Nopsake oT uMeHu Kojuteaka mo Bompocam,
OTHOCAIMMCA K KomnereHuu Otaena;

- 3aBepATH JOKYMEHTEHI [10 JITYHOMY COCTaBY, BbllaBacMble paboTHrKam Kosutemxa.

5.2.Pabotauxu Otaena o0sS3aHEL:

- 06ecneYnTh COXPAHHOCTh IEPCOHANBHBIX JAHHBIX PAOOTHUKOB IIpH UX 00paboTKe;

- cobmoaats B cBoe paboTe HOPMBI ISHCTBYIOLIEr0 3aKOHO/IATEIbCTRA.

6. BzanmopeiicTBHe O CTPYKTYPHBIMH NOAPa3ieIeHHAMH

6. Otnen B nmpoliecce BEITOMHEHUS GYHKIINH, BO3TOKEHHBIX Ha HETO, B3aUMO/ICHCTBYET:
6.1 .Co BceMu CTPYKTYpHBIMU MofipasaesieHusMu Kosremxka.

6.1.1.ITo Bommpocam mosy4eHus:

- 3a3BJICHUIA;

- OOBACHUTENIEHBIX 3AMUCOK;

- IOKJIQIHBIX 3aIUCOK;

6.1.2. Ilo Bompocam mpe0CTaBICHHUA:

CIIPaBOK;

BBIIACOK, KOTIHIA 3allpalniBaeMbIX JOKYMEHTOB.
6.2.C 6yxrantepueit TIo BOIpocaM IPeIOCTABICHHUS:

KOIHI IPUKa30B 10 THIHOMY COCTaBY;
tabenei yueta pabodero BpeMeHH;
JMCTKOB BPEMEHHOI HETPYA0CIOCOOHOCTH.

7. OTBeTCTBEHHOCTh

7. Otaen HeceT OTBETCTBEHHOCTD:

7.1. 3a HecBOEBpEMEHHOE U HEKAYEeCTBEHHOE BBIMTOJIHEHNE BO3IIOKEHHBIX Ha OTACI 3a1ad.

7.2. 3a HecobITIOIeHNE 3aKOHOIaTENbCTRBA B 00JaCTH TPYAOBOI'O IIpaBa.

7.3. PabotHuku Otjena HecyT NEPCOHANBHYI0 OTBETCTBEHHOCTh B IIpeAesax
JIOJDKHOCTHBIX 0053aHHOCTEH, ONPeACNICHHBIX TPYIOBBIM JOTOBOPOM.

7.4. Pabotuuku Otaena MOryT ObITh IPHUBICYECHB! K JUCLUILUTMHAPHON, MAaTEPHAIBHOM,
YTOJIOBHOH OTBETCTBEHHOCTH B CITy4ac U B MOPSAIKE, IPEIyCMOTPEHHOM 3aKOHOJATEIBCTBOM.

7.5.1lopsinok TpUBIEYCHHS K JUCUUIUIMHAPHOW OTBETCTBEHHOCTH IPEXYCMOTPEH
IIpaBunaMu BHyTpEHHETO TPYZOBOTO paCIOPSIKa.



