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[, Odmwme noJIoKeHna

1.1. Ornen kaapos (Janee Mo TEKCTY — oren) ABaseTcs CTPYKTYPHBIM noapasIcieHHeM
ARTOHOMHOH  HEKOMMEPUECKOH npodeccHoOHabHOH obpasoBarenbHOH  OpPraHA3AIHH
«TamGosckuil Koemk OHIHEC-TEXHOJIOTHHY (nanee mo TEKCTY — Konje/K) # neicTeyeT B
cooTpeTeTBHN ¢ HacToAMM [ToMoKEHHEM.

1.2. B cpoeit paboTe OTen pyKOBOJICTBYETCA CICAYIOIHMH HOPMaTHBHBEIMH
JOKYMEHTAMM

- TpydIOBBIM KOACKCOM Poceuiickoii @enepariuu;

- Jakonamu PO u PT;

- YeraBoM KOJUTE UK,

- paBnaaMu BHYTPEHHETO TPYA0BOTO pacnopsaika Kosuie/Ka;

- JloxanbHBIMH AKTAMH KOJLTEIAKA,

- [puka3aMy H pacnopAHeHHAMH JIAPEKTOpa KOMLIE/UKAL

- Hacroamum llonomenuem.

1.3. CosnmaHue, JIMKBAJAIHA H peopraHu3allnd Ortnena OCYHIECTBIAETCH [PHKAIOM
JHPEKTOPE KOJIIEIKE.

1.4. PaDoTHUKH OT/I€]1a HA3HAHAIOTCA U oCBOGOKIATOTCA TIPHKATOM JIHPEKTOD KOJUIC/LAG.

1.5. OFiet co3/4aH B LE/sX YCTAHOBICHHA TOCY IAPCTBEHHBIX rapaHTHil TPYI0BEIX NpaB 1
cpobon rpaician, co3gaHus OJaronpHATHLX ycnosHit Tpyaa, 3amMTel paB H HHTEpECOB
pafoTHHKOB W pabOTOMATENs, obecnieueHus TpaBa Kaiaoro paboTHHKA Ha CHPABCAIMBRIC
VCOBHS TPYa, NpaBa Ha OT/LIX, BKINOUAs OrpaHHtCHid paGouero BpeMeHH, MPEIOCTABNCHHUE
EIKEIOIHOTO OT/IBIXE, BBIXOHEIX M HEpaboUnX NpasiHHIHbIX JHell, OIL1aYMBAEMOT0 SIKETOTHOIO
oThycka,  paBeHcTBA  Opas M posMosknocTeii  pabOTHHKOB,  COBEPLICHCTBOBAHHA
npofheccHoHATBHON KBAIMHKALHN [earOrHaeciix H PYKOBOJAIHMX PabOTHHKOB KOJLIE/LKA.

1.6. Omjes Kaapos BOSIMABIAET HHCHEKTOP MO Kajpam, KOTOPBIH HOJIMHHACTCH
HEMOCPEACTBEHHO AHPEKTOPY KOJNCKA.

1.7. Ha no/kHOCTH HHCIIEKTOpa M0 Kajipam HAZHAYASTCA JIHI0, HWMEIEE BRICITICE
oOpazosanue.

I1. Oprann3annonuas eTpyKTypa

2.1. Jlnst oprann3aiie yupasIeHs  BRINOTHEHHA BOBIOKEHHBIX Ha OTAeN QyHKIHH
RO3IAraeTCa HA MHCIEKTOPA 110 Ka1paM.

2.2. UncniekTop 1o Kajapam padboTact B COOTBETCTBHH € JOKHOCTHOH MHCTPYKLIKEH.

2.3, IHEMeKTOop 110 KAApaM Hernocpe/ICTBEHHO NOHHHAIOTCA JHPEKTOPY KOJUIE/UKA.

11 OyHKuMK 0 323240 0TACIA KAApOE

3.1. Benenue KagpoBoro Aenonpon3BoACTREA KOMIEKA.

3.2. KoMIUleKTOBaHHe KOJUICKA KajapamH paGoumx, CHyKalHX M CHCLHATHCTOR
TpebyeMilx npodeccHi, crnienuanbHocTel 0 KBATH(HKALIHH.



3.3. dopMupOBAHHE H BEJICHHE faHKa JAHHBIX O KOJIHMYECTBCHHOM H KA4eCcTBEHHOM
cocrape pabOTHHKOB KOJLNEIDKA.

3 4. Vyer IHYHOTO cocrasa paboTHHKOB KOJUIG/IKA.

3.5, [Ipuem, 3anonHeHHE, XPAHEHHE U BBIIAYA TPYIIOBLIX KHHAKEK.

3.6. Bejiene yCTaHOBIEHHOH TOKYMEHTALHH 110 KaJpam.

3.7. DOpMUPOBAHHE W BEICHHC JIMTHBIX JE] paBOTHHKOB, BHECCHHE B HHX H3MEHEHMIH,
CRAZAHHBIX ¢ TPY/IOBOH AEATEABHOCTEID.

18 [NoaroToRka MaTEPHANIOB A7 MPE10CTABICHHA K MOOIIPEHHAM H HAr PAKICHHAM.

3.9. CocTarjienue rpadHKOB OTNYCKOB, y4eT HCTOMB30BAHUI pabOTHHKAMH OTITYCKOB.

3.10. Odopmienne U yueT KOMaHAUPOBOK.

3.11. TabGenbHBIH yUeT.

3.12. Kontpons 3a COCTOAHHEM TPYOBOH JMCIMIUTHHBL B NOJPA3/IC/ICHHAX KOJUICIIKE,
cobmonexvem paforHukaMu [IpaBiil BHYTPEHHETO TPYAOBOTO pacnops/iKa.

3.13. AHaJIn3 TEKYHCCTH KapOB.

3.14. [ToarotoBka TpeOyeMbIX MATEPHANIOB H OTHCTOB IO KaJApaM H MpeACTaBIeHHe HX B
BRILIECTOSLME OPraHH3allHH H KOHTPOIMPYEMbIE OpraHbl.

3.15. OdopmieHie NPHKA3OB 1O THYHOMY COCTaBY KOJLJIeJKA.

1.16. Besicnue BOSHHO-Y4eTHOH paboThl B OTHOLICHHH pabOTHHKOR KOJUIE/IKA.

3.17. Bpiaaua cnpaBok A0KYMEHTOB JIHYHOMY COCTABY KOIUICKA.

3.18. HanpaBnenuc B BOCHKOMATHI cRejleNHii Ha BHOBbL NOCTYMHBLIMX H YBONCHHBIX
pabOTHHKOB.

319 OnoselneHHe BOEHHOOOA3aHHBIX, OdHIEPOB 3amaca M MpPU3BIBHHKOB O
HEOOX0/IMMOCTH SBKH B BOCHKOMATEL

1.20. Fikeroanoe MPOBEICHHE CBEPKH JIHYHBIX KapTOUCK topmet T-2 ¢ y4ETHHIMH

JNAHHBIMK BOCHKOMOTL.

3.21. CBOEBPEMEHHOC BHECEHHE B JIHMHBIC KAPTOHIKH BOeHHO00A3aHHEIX W NMPU3BIBHHKOB
JaHHBIX 00 H3MEHEHHH CCMEHHOro NOJNOKEHHA, aapeca MeeTa JKHTENbeTBa, 00pAl0BAHHA,
JIOJIACHOCTH.

3.22. KOHCY/IbTHPOBAHHE COTPYAHHKOB [0 BONPOCAM TPYI0BOTO 3AKOHOATENLCTBA.

3.23. IloaroToBKa MATEPHANIOR [0 TPHBICYCHHIO palOTHHKOB K MaTepHAILHOH H
MHCUMIUTHHAPHOH OTBETCTBEHHOCTH,

3.24. OBecneyeHie npas, TbroT H rapaHTHil PaDOTHHKOB KOJLICILAKA.
1.25. 3amuTa NepCOHATBHEIX JaHHbIX W CBEICHHH pabOTHHKOB KOJLICKA.

31.26. OsnakoMienye oQopMIsiommxes Ha paboTy ¢ YCIOBHSMM Tpyaa H NOKATEHBIMH
HOPMATHBHEIMH AKTAMH.

3.27. Odopmierne HeOOXOAMMBIX CIIPABOK, BLIMHCOK W3 TPYAOBEIX KHHIKEK H JIPYIHX
JOKYMEHTOR, CBA3aHHBIX ¢ PabOTOM B KOIE/KE.



178 TloaroToBka AOKYMEHTOR MO HMCTEUEHHH YCTAHORJIEHHBIX CPOKOB TEKYLIETO
XPAHEHHA K ¢jlaue Ha XxpancHHe B apxHB.

IV. Ilpasa oTaeaa Kaapos

4.1. Kourpoiuposark B CTPYKTYPHEIX TOJIpas/iC/ICHHAX cobmoneHHe B OTHOUIEHHH
palOTHHKOB 3AKOHOJATENLCTBA O  TPYAe, MPEIOCTaRICHHE YCTAHOBICHHBIX  [IBIOT H
NpPeHMYLIECTB.

4.2, laparh pYKOBOOAMTEIAM CTPYKTYPHBIX nopasaeneHuii Kouemka o0sa3aTe/bHbIe 11l
HCTIOMHEHHS YKA3aHUA 110 BOIIPOCAM, OTHOCAIIHMCA K KOMIICTEHIAH OTACTA.

4.3, Tpebopatn 1 Mony4aTh OT BCEX CTPYKTYPHBIX noapasieNeHHH KoJUIe1ia CBEACHHA,
HEOOXOIMMBIC U1 BBUIOJHEHHS BO3IOMKEHHEIX HA OT/IEN 3a1a%.

4.4. CamocTosiTe/IbHO BECTH TEPENHCKY 10 BOmpocaM oadopa Kajpos, a Takke Mo
JPYTHM BOIIPOCAM, BXOJSIIMM B KOMICTCHIHIO OTIENa H HE TpeGYIONMM COTJIACOBAHHA C
JHPEKTOPOM KOJUIS/KA.

4.5. TlpejcTaBHTE/IBLCTBOBATL B YCTAHOBICHHOM MOPSJIKE OT HMEHH KOIeI#Ka Mo
BOTIPOCAM OTHOCHLIMMCH K KOMICTECHIHH OTAC/A, BO BIAMMOOTHOLIEHHAX € rOCy1apCTBCHHBIMH
W MYHHIMOQUIBHLIMH - OpraHamu, & TaKKe JIPYrHMH MpeNPHATHAME, OpPTaHH3AIHAMH,
YUPEHKICHIUAMH, B TOM YHCJIC arCHTCTBAMK 110 HaiiMy | clyKOaMH 3aHATOCTH.

4.6. JlapaTh pasbiACHCHMA, PeKOMCHIAIMH H yKalanus Mo BOMpOCAM, BXOIANIAM B
KOMIICTCHUHEY OTJICT.

4.7. IlpoBoaKTE COBEIIAHWA H YUACTBOBATE B COBELIAHHAX, MPOBOJMMBIX B KOILTEUAA N0
KaJIPOBLIM BOIPOCAM.

4.8. Tpefopath OT NOAPa3IENEHAN KOJUIEDKA IPE/ICTARICHHA CIIPABOK, JIAHHEIX, OTHETOB,
HHOH nH(OpMAallHH, HEODXOIHMEIX [UIH OCYIISCTRISHHSA OT/1EN0M CcROEH MesTelIBHOCTH.

V. OrBeTcrBeHHOCTE 0TAE/1a Ka/lpoB

5.1. Corpy/AHHKH OTJC/A KaJIpOB MPH OLEHKE JIE/IOBBIX KAHCCTB pabOTHHKOB KOILIC/LKA
00A3a1E HCXOAHTL TOJBKO W3 [li.l}HI.IHﬁJ'Ehllﬂ NOJYYEeHHBIX JIAHHBIX H MAaTepHalion H HC BIIpaBe
pasrnamarh HMEHIIHCCH NEPCOHANIBHBIC JaHHEIC,

5.2, OTBeTCTBEHHOCTL COTPY/HHKOB OTJeNa YCTAHABIMBACTCA HX JODKHOCTHBIMH
MHCTPYKIHAMH.

5.3, Ha MHCIeKTOpa N0 KaApaM BO3/aractes NepeoHalbHas OTBETCTBCHHOCTE 33

5.3.1., Opranusaimuio JeSTeJILHOCTH OTAENa M0 BLINOIHEHHIO 33134 H dyHKLIHHA,
BO3/I0JKEHHBIX HA OTIE.

5.3.2. Opranu3aumio B OT/ENC ONEPaTHBHOI U KAYECTBEHHOMN MOATOTOBKH H HCIOIHCHHA
JOKYMEHTOB, BeJeHHe KaipoBOTo [EJNONPOM3BOMICTBA B COOTBCICTBHM € JMEeHCTBYHOIIHMH
HPABHIAMH H HHCTPYKIHAMH.

5.3.3. Cobmoenie CoTpyIHHKAMU OT1e/1a TPYI0BOH 1 [IPOM3BOJICTEECHHON IHCIHIIHHBL

5.3.4. OBecneuenne COXPAHHOCTH HMYIIECTBA, HAXOMAIETOCA B OTICIC, H coDMIOICHUE
npasui nokapHoi 6e30nacnocTH,

5.3.5. Ilogbop, paccTaHOBKY H AEHTE/ILHOCTE COTPY/IHHKOB OTAC/A.



5.3.6. 3a HeHaeKalEe M HECBOEBPEMEHHOE BHINOIHCHHE OTILIIOM (yHKIMH,
[IPEYCMOTPEHHBIX HAcTOAIHM [lomomKeHHeM.

V1. Baanmoornomenus (caymedbunie cBazn)

Tt BBIONHEHHS (GYHKIA ¥ PEATH3AIMH PaB OTIE!N B3aHMO/ICHCTBYCT:

6.1. Co cTpyKTYPHEIMH NOJIPA3IEICHHAMH KOS

- [0 BONPOCAM KOMILIEKTOBAHMS M JIBHAKECHHA KaIPOB,

- TMPCAOCTABJEHHE IPEJCTABICHHA HA NOOUIPEHHE COTPY/HHKOB, XapaKTCPHCTHKH Ha
COTPYAHHKOB, JOKYMEHTbH HEeOOXOJMMBIE Ul NPUBIICHEHHA K THCUHITHHAPHBIM BILICKAHHAM
(moknamupic ¥ OOBACHHTEAbHBIE 3AMHCKH), MPOCKT rpaduka OTHYCKOB, MaTepHanbl Ha
KOMaHJIHPOBKY.

6.2. C Dyxranrepueil Konne/pka:

- MOIYYEHHE [ITATHOTO PACIIHCAHUS,

- PENOCTABICHHE CBEACHHH O TPHEME, NEpeMElicHHH H YBOJIRHEHWH COTPYIHHKOR
KOJIE/IKA, JTHCTKOB HETPYA0CTocoBHOCTH COTPYIHHKOB KOJUTEHKA.

6.3. C IOPHCKOHCYIBTOM KOJLIE/KA:
- [IOJIY4EHHE CBe/IeHUi 00 H3IMEHEHHAX TPY/I0BOTO 3aKOHOIATELCTBA.

6.4, C unenrpoM uudOPMalMOHHBIX TEXHOIOIMH MO BONPOCAM ofecnieyenus OTaEIA
KapoB OHCHOH TeXHAKOH W e€ PEMOHTOM.

VI 3akauureILHBIE N0J0KeHHA

7.1. Usmenenns U ponoiHeHus B Hacroamee [lonokeHHe NPHHHMAIOTCH Ha 3aCCIaHHH
CoBeTa KOLIE/KA U YTBEPIKIAKTCH JIHPEKTOPOM KOJLTE/IKA.

7.2. Cpok jeficTBus JaHHOTO MONOKEHHS HE OFPAHHYEH. [Tonoxenue JEHCTBYET JI0
[IPHEATHA HOBOI'O.



