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1. O6mue nooxkenus

I.1. Hacrosuiee IMonoxenne 06 ornesne KaZpoB balaHTHUHCKOro Kosieka
nMenn @.I°. TTonosa (¢punman) (heiepabHOrO roCyIapCTBEHHOTrO O10/KeTHOTO
00pa3soBaTeNbHOrO  yUpe)IEHHMS  BBICLIEro oOpasoBanus  «KaaMbinkuit
FOCYIapCTBEHHBIN YHUBEpPCUTET uMenu B.B. I OpOZIOBUKOBa» (Hanee - KOJLIe/ k)
PCITIAMEHTHPYET AEATeIBHOCTD OT/IeNa KaApoB (najee - oTzeN).

1.2. B cBoeii nesrensHOCTH OTHEN pyKoBoacTByeTcs TpymoBbIM KOaeKCOM
Poccuiickoii  Menepaiuu, APYTMMH  HOPMaTHBHBIMH  NPAaBOBBIMH  aKTaMH,
COACPXALIMMH  HOPMBI  TPYJOBOIO  MpaBa, a  TaKKe HOPMAaTHUBHBIMH
MCTOLMYECKUMI  IOKyMEHTaMH 110 BEAEHHIO KaJpOBOTO JIeJI0NIPOU3BO/ICTBA,
Ycrapom KanmI'V, Tlonoxkenuem o bamanturckom Kkostemke (punmane)
KanmI'V, a taxxe Hacrosmmm [Tonoxenuem.

1.3.  Cneuwnanucr ornmena KaJipOB, Ha3HA4YaeTCs Ha JODKHOCTh U
OCBOOOXK/AETCS OT JOKHOCTH TIPHKA30M JIUPEKTOpPA KOJIIeKa.

1.4, JIomKHOCTHBIE  0BGA3aHHOCTH CIIeMATMCTa  YCTaHABIMBAIOTCS
JOJDKHOCTHOM MHCTPYKLMEH.

1.5. Otnen kanpos noguunsercs JUPEKTOPY KOJLIE KA.

2. CtpykTypa
2.1. CtpykTtypy u mrar otaena YTBEPXKIAEeT JUPEKTOP KOJIeIKa.

3. OcHoBHBbIE 32124

3.1. Yuaetue B nop6ope u paccranoBke KaJpoB.

3.2. V4eT IMYHOro cocTaBa U BeJeHue KaJpOBOH JOKYMEHTALIUH.

3.3. KoHTponb COBMIONEHHUS TUCIIHILTHHEI TpyAa.

3.4. ®opmupoBaHue KaapoBOro pe3epaa.

3.5. KouTpons cobionenus tpynoBbIx u COLMANIbHBIX IIPaB PaOOTHUKOB.,

3.6. Iloanepxanne W ykperuienue MOJIOXKHUTENIBHOIO  COLUANBHO-
HICHXOJIOTHIECKOro  KnMMara B KOIUI[Ke,  MpeaylpexkieHue TPY/10BbIX
KOH(JIUKTOB. .

4. ®ynkuun

4.1. JlokymeHTHpOBaHHUe NpHeMma, NIEpeBO/ia, YBOJILHEHUS] paOOTHHUKOB.

4.2. Ilpuewm, 3anonHeHue, XpaHeHue U BblIa4a TPYIOBBIX KHHKEK.

4.3. Benenne yuera nuuHOro cocrasa PabOTHHKOB KoJLIeka, ohopMiIeHHe
MTMHHBIX JIS]1, TIOArOTOBKA M Bbla4a Mo TpeboBaHuIo paboTHHKA CIIPaBOK U KOIHM
JIOKYMEHTOB.

4.4. Benenue yyera npukasos o JIMTHOMY M TIEPEMEHHOMY COCTaBY.

4.5. CocraBnenue rpaduxa OTITyCKOB M y4Y€T HCIIOJIb30BAHUS OTIYCKOB, a
TaKKe 0(POPMIICHHE OTITYCKOB. :

4.6.  TlogrotoBka 1OKyMeHTOB, HEOOXOIUMBIX  JUIS  HarpaaeHus
paboTHUKOB TloYeTHBIMM TpaMOTaMH, MoYeTHBIMMU 3BaHUSIMH, IPEACTaBIEHUS Ha
Harpax/jeHue.

4.7. CBoeBpeMeHHOE BHECEHHEe B JIUYHBIC KapTOYKH M TPYAOBBIE KHUKKH
YUYETHBIX JAHHBIX.



4.8. Osnakomienue odopmisiolmxes Ha pabory, ¢ ycinoBusmMu Tpyna u
lTpaBUIIaMK BHYTPEHHETO TPYI0BOTO PacHOpsIIKa;

4.9. Benenue yuera craxa pabOTHHUKOB;

4.10. ITonnepsxka cBsasu ¢ L[3H u aZIMUHHUCTpalel ropoja;

4.11. TloaroroBka TpeGyembIx MaTE€pHalioB ¥ OTYETOB II0 KaapaM M
MPEIICTaB/ICHUE WX B BBILIECTOSIINE OPraHH3aLHH;

4.12. OdopmiteHre HeOGXOAUMBIX CTIPAaBOK, BBIITUCOK U3 TPYIOBBIX KHUIKEK
1 ApYTUX IOKYMEHTOB, CBA3aHHBIX C pabOTOH /ISl pAGOTHHKOB;

4.13. ®opmMupoBaHue apXuBa GBIBIINX PabOTHHUKOB KOJIJIEIKa;

4.14. Odopmnennre u Bbiaua 1yGIHKaTOB TPYIOBBIX KHHIKEK;

4.15. Pabora ¢ MemHUIHHCKHM YUpeXICHUEM II0 AMCHAHCEPU3aAlUH U
TPOXOXKCHHUIO MEIMIIUHCKOIO 0CMOTpa pabOTHUKOB KOJIJIE KA.

S. IIpaBa

Orznen umeer npaso:

5.1. Tlomy4ats OT CTpyKTypHBIX MoxpasieneHuii KOJUIe/Ka JIOKYMEHTHI,
HEOOXOAUMbIe 1715 OGOPMIIEHHUS TTpHEMa, MepeBOJIa, KOMaHIMPOBAHUSI, OTITYCKA U

YBOJIbHEHUS paOOTHHUKOB.

5.2. JlaBaTh B mpejienax cBOei KOMITETEHI[HH NPEIIOKECHHUS. CTPYKTYPHBIM
MO/IpasiC/ICHUAM  KOJIIe/Ka 110 Moadopy, Y4YeTy, pacCTaHOBKE M IOJTIOTOBKE
KaJpoB.

5.3. BHocuTh npepioxenus AUPEKTOPY KOJIICIKA T10 COBEPIICHCTBOBAHUIO
paboThI ¢ KaapamH.

5.4. IlpencraBurenbcTBOBaThH B YCTaHOBJICHHOM TIOPSZKE HHTEPECHI
KOIE/Dka MO BONPOCAM, OTHOCSIIMMCA K  KOMIETEHIMH OTAeNa, BO
B3aMMOOTHOIICHUAX C TOCYIapCTBEHHBIMH M MYyHHULHUNANbHBIMH opraHamu, a
TAKOKE ApyrMMH NPEANPUATUSIMHA, OPraHU3aLUIMH, YUPEKICHUSIMH,

5.5. Y4acTBOBaTh B COBELIAHUAX, MPOBOAUMBIX KOJIJIE/DKEM, I10 BOTpocawm,
OTHECEHHBIM K KOMIIETEHI[MU OTea.

M
6. OTBeTCTBEHHOCTD
6.1. OTBeTCTBEHHOCTh 3a HaJule)xaliee M CBOEBPEMEHHOE BBIMOJIHEHHE
OTJeJIOM (YHKIIHHA, MpEyCMOTPEHHBIX HactosiuuM [lonoxkenneM, Hecer ormen

KaJpoB.
6.2. Ha cneumanucra otnena KaJIpOB BO3JIaraeTcsi OTBETCTBEHHOCTD 34°
6.2.1. Opranuzanuro ONEpPaTUBHOM M KAa4YeCTBEHHOM TMOArOTOBKU WU

UCTIOJHEHMS NTOKYMEHTOB, BEJIE€HHE JEJIONPOM3BOACTBA B COOTBETCTBHHM ¢
JICFICTBYIOLIMMHU NPABHIAMU ¥ HHCTPYKIHUSMH.

6.2.2.  OGecrieyeHre COXPaHHOCTH UMYUIECTBa, HAaXOJAILIErocss B
[TOMCIICHIN OTAEJIA, U COOJIIO/IeHHe NPABHI U HOPM OXpPaHbl TPpyJda U MOKapHOH
Oe30macHoOCTH.

6.2.3. CootBercTBHE JeHCTBYIOMIEMY 3aKOHOJIaTEeJIbCTBY M3IOTABIMBAEMbIX
OTACJIOM MPOCKTOB MPUKA30B, MHCTPYKLIUH, MOJOKEHUH U IPYTHX JOKYyMEHTOB.

6.3. OTBETCTBEHHOCTh COTPYIHHKA OT/eNa KaJIpOB yCTaHaBJIMBAETCS
JAOJDKHOCTHON MHCTPYKIIMEH.
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¢ F B3aumooTHomenus oT/Je/1a KaJpoB
C APYrUMH NOAPA3AeJIeHUAMH KOJLIeIKA

HpeﬂCTaBJIHGTI BCEM MOApa3aeIeHUSIM

[Tonmyuaer ot noapasnenenuii

KOJuIeKa
l. Konuu npukaszos, ¢Bs3annbix ¢ | 1. Pacriopskenuss u  apyrue
MIPUEMOM,  TIEPEMEILICHHEM, YBOJILHEHHEM | MaTepHallbl, 1o BOIIpOCaM
pabOTHUKOB; NpreMa, MepeBoAa Ha APYryio
2. Konnn npukasos mo Bompocam paboty, yBonbHeHHs pabOTHHKOB;
TPYAOBOW  QUCLMIUIMHBI,  H3MEHEHHIO | 2. W3meHenus: nosmkHOCTHOrO
IpaBUII BHYTPEHHETO TPYIOBOIO | OKJIaa;
pacriopsiika U Ipyrue; 3. BriHecenne mooupenuii u
3. Konuu npukaszos no nosbimennio B3bICKAHUI;
KBaJIM(PUKALMKA PAGOTHUKOB; 4. Marepuarsl no 3anpocy;
4. Kormu npukaszoB na mnoompenue | 5. YcraHOBIIEHHYI0
pabOTHHUKOB; OTYETHOCTH
5. HopmatuBHble  mokymeHTsI 110 | 6. JIoKyMeHTBl HeoOX0J1UMbIe
NepCOHU(PULIIMPOBAHHOMY y4eTY; JUISL TIEHCHOHHOTO o0ecIeyeHus
6. Oruer o cocrase pabounx. pabOTHUKOB KoJLTeIka

Ipescrasnser: iopuckoncybry

[Tosny4aer oT IOpHCKOHCYIbTA

1. JUiss  mpoBepkH W BM3MpOBaHMSI
MPOCKTBI NPUKA30B, MHCTPYKLIUH, [TPOEKTHI
JI0rOBOPOB, 0053aTeNbCTBA U APYTHE aKThI
C TOYKHM ° 3DEHHS  COOTBETCTBUS  UX
JEHCTBYIOLIEMY 3aKOHOATENLCTBY PD.

I, 3aKJ'I}O‘-IeHI/I$I, I[TMCbMEHHBIE
U YCTHBIC CIIpaBKU IO I[TPpaBOBBIM
BOIIpocamMm, BO3HHKAKILIUM B
ACATCIIBHOCTH OTeJ1a.

[Ipencrasnser: Gyxrantepun

[Tosryuaer ot Gyxranrepuu

l. Tabenb yuera pabouero BpemeHu;

1. Cenenus o 3apaGoTHOI mJarte

2. BONbHMYHBIE JIUCTBI IS OIIATHL Ipd  mpueMe  Ha  pabory,
3. CselneHnus o npueme, yBONbHEHHH, | OOLIPEHHH paGoOTHHKOB.
OYepe/IHBIX OTIyCKaX pabOTHUKOB,

| TOOLIPEHWH. &

8. Ilopsiiok BHECeHUsI H3MEHEeHHIT U 10NO/THeHHUi
8.1 Wsmenenust u jononuenus B IloNOXKEHHE BHOCSTCS IIPUKa30oM

JPEKTOpA KOJICZKA MO TNPEeJCTABIEHHUIO OTHENa KaApOB M BHOCATCS B JIHCT
PETUCTPALlMK M3MEHCHUH U BHeCeHHs fononHenni (ITpunoxkenue Nel).

W ~ C.B. Ixymaresa

Hutad -

IOpuckoHcynbT

CornacoBaHo:

Cnenuanucrt no Kazapam B.I'. Humsiesa



JIuceT perucrpauuun usmenenuii u BHeceHust JAOIOJTHEHH I

ITpunoxenne Nel

Ne N nynkra Jlara Kpatkoe conepxanue Jara, Ne [Moanuce
m\n | JIOKyMeHTa, B BHECEHHUs .M3MEHEHHUS \I0TIOJIHEHHSI IIPOTOKOJIA JM1La,
KOTOpBIE HU3MEHEHHUS BHECIIIETO
BHECEHBI HU3MEHEHHSI
HU3MECHEHUS
By




