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MNOJIOKEHHUE

00 oTzesie KagpoB

1. OBIIME NOJIOXKEHUA
1.1. Ormen kaapoB (mamee - "oTmen") SBISETCS CTPYKTYPHBIM IOJpa3IeiICHHUEM
NpEeANPUSITHS.

1.2. Otmen co3gaH Ha OCHOBaHMM Mpukaza ['eHepanbHOro aupekropa N oT

" 201 r.

1.3. PaGoTHHKM OTAeNa Ha3HAYAIOTCS U OCBOOOXKIAIOTCS OT JOJDKHOCTH HAa OCHOBaHHUH
pemenus ['enepanbHOro qUpeKTopa 1o npeacrasieHnio HayaneHuka ornena.

1.4. Otnen B cBoei paboTe pyKOBOJICTBYETCS:

- Koncturynuei Poccniickont @enepanuu;

- TpyAOBBbIM KoziekcoM Poccuiickoit denepanuu;

- benepansubiME 3aKoHaMu Poccuiickoit denepanuu;

- ykazaMu u pacnopsbkeHusmu llpesunenta Poccuiickoit @enepauny;

- IOCTaHOBJICHUAMHU U pacnopskeHusmu IpasurenscTBa Pocculickon @enepanyu;

- 3aKOHAMH (ykazatb cyobekt Poccuiickoit denepanun);

- YCTaBOM TPEATPUSITHS;

- JIOKQJIbHBIMU aKTaMH PEIIPUATHUS;

- METOJUYECKUMH MATEPHUATIAMU 110 YIIPABICHUIO IIEPCOHATIOM.

1.5. B oTaene 10KHBL OBITH JOKYMEHTHI M MaTepUabl IO CIEIYIOIIMM BOIIPOCAM:

- CTPYKTYpa U IMITAThI PEANPUITHUS;

- IpaBUJIa BHYTPEHHETO TPYJIOBOTO PACTIOPSAIKA;

- IpoduIib, CeNMATN3alus U IePCIEeKTUBBI Pa3BUTHSI IPEATIPUATHS;

- KaJpoBas MOJUTUKA U CTPATETUsl MPEAIPUATHUS;

- IOPSIIOK OTpeieNIEHUs IEPCIEeKTUBHOM U TEKYIIeH MOTpeOHOCTH NPEeNpUITHS B KaJlpax;

- ICTOYHUKH 00€CTIeYeHHsI IPEANPUATUS KaJIpaMu;

- COCTOsIHUE PBIHKA TPYAa;

- CUCTEMBI U METO/IbI OLICHKH IIEPCOHAIA;

- METO/Ibl aHaJN3a NPO(HEeCCUOHATIbHO-KBATU(PUKAIIMOHHON CTPYKTYpPBI KaJpOB;

- IOpsA0K 0OPMIICHHUS, BEIEHUSI U XpaHEHHs JOKYMEHTAIINH, CBI3aHHOM C KaJlpaMH U UX
JIBI>KEHUEM;

- IOPsIIOK (hOpMUPOBAHUS U BeJIeHHS OaHKa JaHHBIX O TIEpPCOHAIEe IPEAPUITHS,

- opraHu3zanus TabeJbHOro y4era;

- METO/Ibl YUeTa ABM)KEHUS KaJIPOB;

- IOPSAZIOK COCTABJICHUS YCTAHOBJIEHHON OTYETHOCTH;

- 3amuTa CBeACHWNW W WHGPOPMAIUHU, COCTABISAIONICH TOCYIAapCTBEHHYIO TalHy WU
KOMMEPUYECKYIO TalHy PeaIpUSITHSL.

1.6. OTnen npuMeHsieT B CBOel paboTe COBpEeMEHHbIE MH(POPMAILIMOHHBIE TEXHOJIOTUU IS
paboThl C KajapamMH, CpeACTBa B3aUMOACHCTBHS U CBS3HM; pPACCMAaTPUBAET BO3MOXKHOCTHU
BHE/IPEHUS MEPEJOBOTO OTEUECTBEHHOTO U 3apyOEKHOrO OIbITa PabOThl C IMEPCOHATIOM;
IIPOBOJIUT  COLIMOJIOTMYECKHE W  IICMXOJIOTMYECKHE HCCIENOBaHUSA, HANpaBJICHHBIE Ha
COBEPILICHCTBOBAHME OpraHU3allid TpyJda, MPOU3BOACTBA M  YOPABJIECHHUS, IOBBIIIECHUE
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OPOAYKTUBHOCTH  HPENNpPHUATHsS; BO  B3aMMOACHCTBMM C  JAPYTUMH  CTPYKTYPHBIMHU
HOJpPa3/IeIEHUsIMU TOOMBAETCsl COOIIOICHUS TPABUII U HOPM OXpaHbI TpyJa.

2. CTPYKTYPA OTAEJIA
2.1. CTpyKTypy 4 LITaThl OTAENA YTBEPAKAAET I 'eHepalbHbIM TUPEKTOP NPEANPUATHUS.
2.2. PyKoBOACTBO OTAEIOM OcyllecTBiIsieT HauanbHuk otaena.
2.3. B cocTaB otzcna BXOIAT:

3. OCHOBHBIE 3AJTAYHX OTJAEJIA

3.1. [Toxbop, paccTaHOBKA M BOCIIUTAHUE KAJPOB.

3.2. U3yyeHue MeNOBBIX U MOpPAIbHBIX KadecTB PAOOTHUKOB MO HUX HPAKTHYECKOMN
NeSITETTbHOCTH.

3.3. Co3manue pesepBa KagpoB Ui BBIABMKEHHS Ha PYKOBOJISNIME M MaTepHAIBHO
OTBETCTBEHHBIE JIOJDKHOCTH.

3.4. Opranuszanus U NpoBeIeHUE BCEX BUJOB MOJITOTOBKU M TMOBBIIICHUS KBaTH(PUKALNUN
KaJpOB.

3.5. Yuer kaapos.

3.6. ObecnieueHue Mpas, JIbIOT ¥ TapaHTHI PAOOTHUKOB MPEITPUATHSI.

3.7. lloBbimenue npodeccuoHaIbHON KBAU(DUKAIINH.

4. ®YHKIIUU OTAEJIA

4.1. Pa3zpaboTka KaapoBOM MOJIUTHUKU U CTPATErHH MIPEATIPUATHS.

4.2. Pa3paboTka IpOrHO30B, OMpeelieHrne TeKYIel MOTPEOHOCTH B KaJpax U UCTOYHUKOB
€€ YJIOBJIETBOPEHHUS Ha OCHOBE U3yU€HUs pPbIHKA TPYAa.

4.3. KoMIuieKToBaHHE MPEANpUATHS KaJpaMu pabouux, CIyXKalluX U CHEHUAINCTOB
TpeOyeMbIx mpodeccuid, CHEIUaTbHOCTE U KBAIM(PUKANIMM B COOTBETCTBUU C LIEJSIMH,
cTpaTerueii u mnpodpuieM NPeanpUsITUs, HN3MEHSIOIUMUCS BHEIIHUMU ¥ BHYTPEHHUMHU
YCIIOBUSIMU €T0 JI€ATEIbHOCTH.

OOecnieueHre mnpueMa M PACCTAHOBKM MOJIOJBIX CHEIMAIMCTOB B COOTBETCTBUU C
MOJIY4YCHHOM B Y4E€OHOM 3aBeJIeHUHU MTPOQECCHell U CeIHaTbHOCTHIO.

CoBMECTHO ¢ PYKOBOAMTEISMH MOAPA3AEICHUI OPraHU3yeT NMPOBENCHUE CTa)KUPOBKU U
pabOThl YUEHHUKOB U MOJIOJIBIX CHEI[HAIUCTOB.

4.4. ®opMmupoBaHHe U BeACHHE OaHKa JAHHBIX O KOJIUYECTBEHHOM M KadyeCTBEHHOM
COCTaBe KaJIpOB.

4.5. Tlonbop u oTO6OpP PabOTHHUKOB COBMECTHO C PYKOBOAMTEISIMU 3aMHTEPECOBAHHBIX
NoJipa3/iesIeHni U BHECEHUE COOTBETCTBYIOLIUX MPEAJIOKEHUH 00 UX Ha3HAaYEHUH HA YKa3aHHbIE
JIOJDKHOCTH, OOpMIIEHHE TPUKA30B O MpHeMe Ha paboTy U Apyrol HEoOXOAMMOW AJs 3TOro
JIOKYMEHTaI1H.

4.6. Pa3paboTka mpeIoKeHH O mpueMe Ha paboTy MO KOHKYPCY B COOTBETCTBUU C
MOPSAKOM, YCTAaHOBJIEHHBIM 3aKOHOJATENbCTBOM, IIOATOTOBKAa M OpraHu3auus padoThl
KOHKYPCHOM KOMHCCHHU.

4.7. UadopmupoBanne paOOTHUKOB BHYTPU MPEANPHUATHS 00 HMEIOIIUXCS BaKaHCHUSX,
WCIIONIb30BaHUE CPEJCTB MaccoBOM HHQpOpMAIMU [Js TIOMEIICHHs] OOBSBICHUNH O HaliMe
PaOOTHHKOB.

4.8. YcraHOBIICHHE IPSIMBIX CBSI3€H C YUeOHBIMU 3aBEICHUSIMU U CITY:KOaMU 3aHSTOCTH.

[1nanupoBaHue U opraHu3ays MOBBIIICHUS MPO(ecCHOHATBEHOM KBaTHUPUKAILIIH.
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4.9. Ocdopmienue mnpuema, mMepeBoja U YBOJIBHEHUS DPAOOTHHKOB B COOTBETCTBUHU C
TPYAOBBIM 3aKOHOJATEIbCTBOM, IOJIOKEHUSMH, MHCTPYKIHMAMHM U IPUKA3aMU PYKOBOAMTEIS
NPEANPUSATHSL.

4.10. Y4er IM4HOrO COCTaBa.

4.11. Beigaua cripaBoK 0 HACTOSIICH U MPOIUION TPYIOBOU AEATEIBHOCTH PAOOTHUKOB.

4.12. IIpuewm, 3anoJHEeHNE, XPAaHEHUE U BblJlaya TPYIOBbIX KHUKEK.

4.13. Benenue ycTaHOBIIEHHOM TOKYMEHTAIMU 110 KaJIpaM.

4.14. IlogroroBka MaTepuasoB AJis MPEACTaBICHUS IEPCOHANA K OOIPEHUSM.

4.15. TloaroroBka MaTepHajoB IO TPHUBJICYCHHUIO PAOOTHUKOB K MaTEpUAIBHOW H
JUCLUIUIMHAPHON OTBETCTBEHHOCTH.

4.16. PaccraHoBKa KaJapoB Ha OCHOBE OIIEHKH HMX KBaJU(UKAIMH, JUYHBIX U JIEIOBBIX
Ka4yecTB.

4.17. KoHTpoJb 32 PaBUIBHOCTBIO PACCTAHOBKU PAOOTHHUKOB M HMCIIOJIB30BAaHUS MX TPyAa
B CTPYKTYPHBIX HOApPA3AeIeHUIX IPEATPUATHS.

4.18. HNzydenue mnpodeCCHOHAIBHBIX, ICIOBBIX M MOPATbHBIX KA4eCTB pPaOOTHHUKOB B
npolecce UX TPYJIOBOH 1A TeIbHOCTH.

4.19. Opranusanus IpoBeIeHHs aTTeCTallui paOOTHUKOB MPEANIPHUITHS, €€ METOIHMUECKOE
U UHPOpPMALMOHHOE oOecrnedyeHue, ydacTHe B aHajM3€ pe3yJbTaToB  aTTECTalluH,
OCYIIIECTBJIEHUE IOCTOSSHHOTO KOHTPOJS 3a XOAOM BBINOJIHEHMSI PELIEHUI aTTeCTallMOHHOU
KOMHCCHUHU.

4.20. IlonroroBka HEOOXOJUMBIX MAaTE€pPUAJIOB JJIsi PACCMOTPEHUS HA KOMHUCCHH I10
YCTAHOBJICHHIO BBICIIYTH JIET.

4.21. IloaroroBka COOTBETCTBYIOIIMX JOKYMEHTOB I10 IEHCHOHHOMY CTpPaxOBaHUIO U
IpPEeCTaBICHNUE UX B OPraHbl COLMAILHOIO 00ECIIEUEeHHUS.

4.22. Bolgaua cnpaBoK o paboTe Ha NPEINpUSITUH, 3aHUMAEMOW JOJKHOCTH M pa3Mepe
3apabOTHOM IIATHI.

4.23. OOecrieyeHne COIMUAIBHBIX TapaHTUH TPYISAIIUXCS B OOJIACTH  3aHSATOCTH,
coOUIIOJIeHHs TIOpsiIKa TPYJAOYCTPOMCTBA U NepeoOyueHHs] BbICBOOOXKIAIOIIUXCSI PAaOOTHHUKOB,
IIPEIOCTABIICHUS. UM YCTAHOBJIEHHBIX JIbIOT U KOMIIEHCALIUH.

4.24. CocraBneHue rpaukoB OTIIYCKOB, y4€T HCIIOJIb30BaHUS PAOOTHUKAaMH OTIIYCKOB,
oQopMIIEHHE O4YepeAHbIX OTIYCKOB B COOTBETCTBUU C YTBEP)KIACHHBIMU TIpaduxamMu u
JIOTIOJTHUTEIIbHBIX OTITYCKOB.

4.25. OdopmiieHre U y4€T KOMaHJIUPOBOK.

4.26. TabenpHBIN yUerT.

4.27. KOoHTpOJIb 32 COCTOSIHUEM TPYAOBON AUCHMILINHBI B TOAPA3CICHUAX NPEANPUITUS U
co0uro/IeHreM pabOTHUKAMHM MTPABUII BHYTPEHHETO paclopsiaka.

4.28. AHanu3 TEKy4eCcTH KaJpoB.

4.29. Pa3paboTka MeEpONpUATHH MO YKPENJEHHWIO TPYIOBOW IUCIHMILIMHBI, CHUKEHHUIO
TEKy4eCTH KaJIpoB, HOTEPh pabOUYero BpeMEHU, KOHTPOJIb 3a UX BBIITOJIHEHUEM.

4.30. PaccMoTpenue »xanob U 3asBIeHUN paOOTHUKOB MO BOIPOCaM MpueMa, epeMereHHs
Y YBOJIbHEHHUSI, HAPYIIEHUs TPYJAOBOIO 3aKOHO/1ATEIbCTBA.

4.31. IlpunsATHE Mep K BBIABICHUIO U YCTPAaHEHUIO TNPHUYUH, MOPOXKIAOIINX >KaT00bI
pabOTHHKOB.

4.32. CBOEBpEMEHHOE BBISIBIEHUE U KOHCTPYKTUBHOE Pa3pelieHue TPYAOBbIX KOH(IUKTOB.

4.33. Mertoanyeckoe pyKOBOJICTBO AESATENBHOCTBIO APYTMX CTPYKTYPHBIX MOAPA3IACICHUN
110 KaJIpOBBIM BOIIPOCAM.

4.34. Benenne aemonpous3BOACTBA, (HOPMUPOBAHHE W  OTIPaBJICHHUE/TIOTYICHUE
KOPPECIIOHJICHIIMM U Jpyrod HMHGOpMAIMMU IO 3JIEKTPOHHBIM KaHajaM CBS3M IO BONpOCaM
JeSITEIbHOCTH OT/AEeNa.

4.35. OpraHuzanusi BelI€HUS HOPMAaTHBHO-CIIPAaBOYHON HH(OPMALMHU, OTHOCSIIEHCS K
GyHKIUAM OT/eNa.

436. B npeaenax KOMIETEHUHMH OTIeNa - 3allUTa CBEACHUW, COCTaBIISIOIIUX
rOCy/IapCTBEHHYIO TaliHy, U UHBIX CBEICHUN OTPaHMUYEHHOTO PaCIPOCTPAHEHUS.
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4.37. Benenwe paboThl MO KOMIUICKTOBAHUIO, XPAaHEHHMIO, YYETy M HCIIOJIB30BAHHIO
apXUBHBIX JJOKYMEHTOB, 00pa30BaBUINXCS B X0JI€ I€ATEIHLHOCTH OT/ENA.
Bosznosxenue Ha oTaen GyHKIUI, He OTHOCSIINXCS K KaIpoBOi paboTe, He JOIMyCKaeTCsl.

5. TIPABA OTJAEJIA KAIPOB

Otnen kaapoB Uil pelIEHUs BO3JIOKEHHBIX HAa HEro 3a/1a4 UMEET IIPaBo:

5.1. 3anpamuBaTh B CTPYKTYPHBIX MOAPA3ICICHUSIX HEOOX0AUMBIC TaHHbIE O PaOOTHUKAX,
a mpu rmnpuemMe Ha pabOTy U IepeMelleHUsX pabOTHUKOB - MHEHHE PYKOBOJUTENEH
COOTBETCTBYIOIUX CTPYKTYPHBIX MOAPA3AEICHUM.

5.2. KoHTponupoBaTh B CTPYKTYpPHBIX MOAPA3JCICHUAX COOIIOJACHUE B OTHOILICHUH
pabOTHUKOB 3aKOHOJATENICTBA O TPYAE, IPENOCTABICHUE YCTAHOBJIEHHBIX JIBIOT U
MIPEUMYILECTB.

5.3. laBaTh PYKOBOJHTEISM CTPYKTYPHBIX IOJAPa3ACICHUN NpEeANnpHUsTHs 00s3aTelbHbIe
JUIs1 UICTIOJIHEHHUSI YKa3aHUs 110 BOIPOCaM, OTHOCAIIMMCS K KOMIIETEHLIMU OT/IeJ1a KaJIpOB.

5.4. TpebGoBaTb W moONydaTh OT BCEX CTPYKTYPHBIX TMOApA3JCICHUA MPEANPUITUS
CBeZICHMsI, HeOOXOIMMBIE ISl BHITIOJTHEHUS BO3JIOKEHHBIX Ha OT/EIN 3a/1a4.

5.5. CaMocCTOATENBHO BECTH IEPENUCKY [0 BOIMpOcaM IoA0Opa KaJIpoB, a Takke I10
IpYTMM BOIIpOCaM, BXOJSIIMM B KOMIIETEHIIMIO OTAela W HEe TpeOYIOIIMM COTrjacoBaHUs C
PYKOBOJUTENIEM IPEIIPUSITHS.

5.6. IlpencraBUTENbCTBOBATh B YCTAHOBJIEHHOM IMOPSAKE OT MMEHM MNPEIIPUATUS IO
BOIIPOCAaM, OTHOCSAIIUMCS K KOMIIETEHLIMU OTJI€Na, BO B3AUMOOTHOIIEHUSX C TOCYapCTBEHHBIMU
U MYHULMOAIbHBIMA OpraHaMHu, a TakKXe JApPYTMMH HOPEeANpPUATHIMH, OpraHU3alUsiMU,
YUPEKACHUSMH, B TOM YHCJI€ areHTCTBAMU 110 HAMy M CITy>kKOaMH 3aHSATOCTH.

5.7. [aBaTh pa3bsACHEHHUS, PEKOMEHJALMM M YKa3aHWUd IO BONPOCaM, BXOJASAIIUM B
KOMIIETEHIIMIO OTAEeNa.

5.8. I[IpoBOIUTH COBEIIAHUS U YYACTBOBATh B COBELAHUAX, IPOBOJAUMBIX HA MPEANPUATUN
110 KaJIpOBBIM BOIPOCAM.

6. BBAUMOJENCTBUE CO CTPYKTYPHBIMHU MMOAPA3JEJEHUSAMHU
HNPEAIIPUATUA
6.1. B mporecce mpon3BOACTBEHHOHN JESITEIBHOCTH MPEATIPUATHS OTIEN B3aUMOJICHCTBYET
CO CJIENYIOUIMMH CTPYKTYPHBIMH MOJPA3ACICHUSIMMU:
- (YKa3aTb CTpYKTYpHbIE MOJpPA3AEICHMUS);

7. OTBETCTBEHHOCTDb

7.1. Bcroo TOMHOTY OTBETCTBEHHOCTH 3a KadyeCTBO M CBOEBPEMEHHOCTb BBINIOJHEHUS
BO3JIOKEHHBIX HacTosiuM [lomoskenrem Ha oTaen 3afa4 u Gyukiuii HeceT HavanbHUK oTnena.

7.2. CreneHb OTBETCTBEHHOCTH JPYI'MX pPaOOTHUKOB YCTAHABJIMBAETCS JIOJKHOCTHBIMH
HHCTPYKLUAMU.

7.3. HayasibHUK U Jpyrue COTPYJHUKH OTJIENA HECYT NEPCOHAIBHYI0 OTBETCTBEHHOCTD 3a
MMPaBUJIIbHOCTDH O(i)OpMH?ICMI)IX MU OOKYMCHTOB, HUX COOTBCTCTBHUC 3aKOHOAATCIILCTBY
Poccutickon Denepanum.

8. KPUTEPUHU OLHEHKU AEATEJIBHOCTHU OTAEJIA

8.1. CBOEBpEMEHHOE U KaU€CTBEHHOE BBIMOJHEHUE TOCTABJICHHBIX LI€JIEH U 3a/1a4.
8.2. KauecTBeHHOE BhIMOTHEHHE (PYHKIIMOHAIBHBIX 00S3aHHOCTEH.

Hauvaneauk otnena kaapos:
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