MuHHCTEPCTBO NPOCBEIEHHs H BOCITHTAHMS YiabsaHoBcKoil 00JacTH
00J1aCTHOE rocyIapCTBEHHOe 0I0KeTHOE NPOdecCHOHAIbLHOE
o0pa3oBaTeJIbHOE YUpeKIeHue
Or'sIOY ATK «/ImMuTpOBIpaACKHil TEXHUIECCKHUI KOJLIEIH»
Ilonoxycenue "
[ToJoxeHue 0 CIyxk0e 10 MPaBOBOM U KajpoBod paboTe
CMK -I1J1 - 4.2.3-09 - 101

VTBEPXXIAIO

APEKTOP OI'BIIOY OTK

Y

Ilonoxxenne

0 ciTy>x0e 110 IPaBOBOM U KafpoBoi pabore

IMpunsaro IMemarornyeckuM COBETOM KOJUIEIKA
TTporokon N° 1 ot 31 aBrycra 2021 .

Jumurposrpan
2021

u B_epcuﬂ 2.0 “ Hcnonb30BaHue H THPAKHPOBAHHE JOKYMEHTA BO3MOKHO TOJIbKO 10 COIJIACOBAHIIIO € PYKOBOJACTBOM OT'BIIOY ATK “ CTp_ 1u310 Jl




MUHHCTEPCTBO MPOCBENIEHA M BOCIHTAHUS YJ/IbSHOBCKOI 00/1acTH

00JIaCTHOE TOCYIapCTBEHHOE (I0MKeTHOE PO ECCHOHAIBHOE ™
00pa3oBaTeILHOE YUPEKICHHE
Or'BIIOY JITK «IMMHATPOBIpagCKHil TEXHHIECKHH KOLTETH»

Ilonoxcenue

Ionoxenue o cyxbe 110 paBoBOi 1 KaIpoBoii paboTe

CMK -11J1 - 4.2.3-09 - 101

1. OBIINE HOJIOKEHUASA

1.1. Hacrosimee monoxeHue onpeznemnsieT CTPyKTypy, 3ajaus, QYHKIHH, a TakkKe
NOPANOK JEATEIbHOCTH CIIy’XOBI 10 IIpaBOBOM M KajpoBoil pabote (mamee - ciry>x0a)
00JIACTHOTO TOCYNAPCTBEHHOTO GIOJPKETHOTO MPOMECCHOHATLHOTO o0Opa3oBareabHOro
yupexaeHust « JuMUTPOBIpaiCKhil TEXHIYECKHiT KO (manee - KOMWIEIK).

1.2. Ciryx6a co3nan B IeNIX ONTHMU3ALAM CTPYKTYPHI YIPABICHHUS KOUTEIKEM B
cepe OpPraHU3aLMK €ro AESATETEHOCTH B COOTBETCTBHM C TPeGOBAHUIME IEeUCTBYIOIIEro
3aKOHOZAATEIbCTBA U pEANM3allMd €ro KaApoBOM IIONMTUKH ¥ BHITEKAIOMUX U3 ee

CozlepXKaHus 3a/a4 KaIpOBO# paGoTHl.

2. OCHOBHBIE 3AJTAYH
Cry»x6a perraet cieyromuye 3a1aum:
- obecIieyenre 3aKOHHOCTH B [€ATENbHOCTH KOJUIEIKA;
- obecrieyenne 3aIUTH IPaB ¥ MHTEPECOB KOJLIEKA,
- obecrieyeHne PaBOBBIMU CPEACTBAMH COXPAHHOCTH HMYILECTBA KOJLTEIIKA,
- IOANICPKAHHUE U Pa3BUTHE [IPABOBOM KYJIBTYDHI B IESTENLHOCTH KOJIIEIKA,
- obecriedeHme MoJaHOro 1 CBOCBPEMEHHOI'O  YJOBJIETBOPEHUSI TEKYIIMX U

NIepCIEKTHBHEIX OTPeOHOCTEH KoJle/ka B KaIPOBBIX pecypeax.

3. DYHKIINA
s perien st IIOCTaBNEeHHBIX 3a/ad ClIy)KOa BBITIONHSET ClIeLyIoIIue GbyHKIN:
- OCYIISCTBJICHUE MPAaBOBOM IKCIIEPTH3BI JOKYMEHTOB, M3JaBAEMBIX B KOJLIEIKE:
JIOKAIbHBIX HOPMATUBHEIX aKTOB, IPUKA30B 10 OCHOBHON AESATENEHOCTH H .
- IOATrOTOBKA NIPABOBBIX 3aKIIOYCHHUH 110 BOIPOCAM JIEATEBHOCTH KOJIIeKa,

- IIOArOTOBKA l'IpCIUIO)KCHI/If/'I II0 COBEPIIECHCTBOBAHUIO HNPUMCHECHUSA HOPM IIpaBa B

ACATEJIbHOCTH KOJIJIEIKAa;
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MI/IHI/ICTepCTBO INPOCBCICHNA U BOCITHTAHUA YansaHoBCKOH 00J1acTH

o6J1acTHOE TOCYyAaPCTBENHOE GIO/IKETHOE PO eCCHOHAIBHOoE -
o0pa3oBaTeJIbHOE YyUPeKICHHE
OI'BIIOY JTK «/IMMUTPOBIPaACKHI TEXHUICCKHH KOJLIEIK»
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-BeJIeHNe Pa3bsICHUTENBHON paboThl 11O anMeHéHmo HOPM IIpaBa ¢ COTPYAHUKAMU
‘Konnezmca II0 BOIIPOCaM, OTHOCSIIUMCS K Cepe UX AesITEeIHHOCTH;

- TOATOTOBKAa II0 IIOPYYEHUIO JUPEKTOpa KOJUIEIKa IPOEKTOB JIOKAIBHBIX
HOPMATHUBHBIX aKTOB;

- B3aMMOJICHCTBUE CO CTOPOHHUMH OpraHU3allMsSIMH HO BOMIPOCaM, BXOISALMM B
IIpeMET BEJICHUS CITyKOBbI,

- OCYIIIECTBIICHHE pa0OThI MO MOA00PY KaIPOB;

- OpraHM3alys CUCTEMBI y4eTa JUIHOIO COCTaBa KOJUIEKA;

- oopmiieHHEe TpHeMa, MepeBOJa M YBOJIbHEHHS PaOOTHUKOB B COOTBETCTBHM C
TPYAOBBIM 3aKOHOAATENECTBOM PD;
| - ocyuiecTBiIeHUe paboThl 0 BEASHUIO U XPAaHSHHIO TPYJIOBBIX KHMKEK W JIPYyroit
JOKYMeHTallnH Ha paOOTHHUKOB KOJIIEIKa;

- U3y4YeHWe [BIDKEHUS KaIpoB, aHAIM3 TeKydyecTH KaapoB, paspaboTka
MEPOTIPUATHI MO €€ yCTPaHEeHHUIO;

- CO3/laHME€ YCIIOBUH 71l MOBBIIICHHS OOpPa30BaTEIBHOIO W KBaIM(UKAIMOHHOTO
YPOBHS CHEIUAIUCTOB, CHCTEMaTH3allsl MaTepHaJOB II0 aTTecTaluu pabOTHUKOB
KOJIE KA,

- OCYLIEeCTBIIEHHE pabOThI 10 CO3/IaHHUIO pe3epBa Ka/IpOB HA BBIIBHKECHHE;

- OCYILECTBJICHHE IOATOTOBKM MaTEpHalioB s IpeACTaBiIeHHS paOOTHHUKOB K
MOOLIPEHUIO U HATPAXKIECHHIO, & TAKXKeE JUIS IPUMEHEHUS K paOOTHUKAM JIUCIMILTAHAPHBIX
B3BICKAHMU;

- IPUHATHE MEP IO TPYLOYCTPOUCTBY BBICBOOOKIAEMBIX PAOOTHUKOB,

- OpraHu3anus KOHTPOJIS 3a COCTOSIHUEM TPYIOBOM TUCHHILUIMHBEI U COOIOIEHUEM
IIPaBIJI BHYTPEHHETO TPYNOBOTO PacIopsiKa;

- IOJrOTOBKA OTYETOB 110 IPABOBBIM U KaJIPOBBIM BOIIPOCAM.

4. HPABA U1 OBA3AHHOCTH
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MI/IHHCTCPCTBO IIPOCBCIICHN A H BOCIIHTAHHA VIbAHOBCKOH 001aCTH

00J12CTHOE roCy/1apCTBEHHOE OI0KETHOE npodecCHOHAJbLHOE -
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4.1. CoTpymHHKAaM CIYXOBI JUisi BBINOJNHCHHS BO3NOXKEHHBIX  (QyHKIMH
IIpeO0CTaBIIEHO TIPaBo:

- [poBepATH COONIOAEHME 3aKOHHOCTH B JICSITENBHOCTH  CTPYKTYPHBIX
T10J{pa3esIeHNH KOJUIEKa,

“BHOCHTb DYKOBOJACTBY KOIUIE/DKA NPEMLIOKEHHs 00 YCTpaHEeHWH HapyIIeHHil
3aKOHOJIATENhCTBA B ASATEILHOCTH KOILIEIKa,

- BHOCHTH JAMPEKTOPY KOJIIeIKa IPEUIOKEHUS II0 BOIPOCaM, CBA3AHHBIM C
COBEpIICHCTBOBAHMEM  [EITENBHOCTH  KOUle[ka B  cepe  KaJpOBO-TIPAaBOBOTO
obecreyeHus;

- 3ampaluBaTh B CTPYKTYDHBIX HOAPA3AEICHMAX JOKYyMEHTALMIO, HeOOXO[UMYIO
U1 OCYIEeCTBICHHS QYHKIMH Ty KObI,

PUBIEKATh COTPYAHWKOB [PYTHX TIOApasfeNeHud © Cioyx0 Komremka K
IIOJFOTOBKE ITPOEKTOB JIOKAJIBHBIX HOPMATHUBHBEIX &KTOB M JpPYIUX HOKYMEHTOB IIO
HAIPABICHUSM UX JIEATEIbHOCTH,

- NPYHKMATh YYaCTHE B CO3BIBAEMBIX PYKOBOJCTBOM KOJIISJDKA COBEINAHUAX IPU
0OCYXIEeHHM Ha HHMX BOIPOCOB, MMEIOIIHX OTHONICHHE K IIPaKTHKE IPHUMEHCHUS
IEHCTBYIOIETO 3aKOHOATENbCTBA, BHYTPEHHNX JOKYMEHTOB M K HHBIM HAIPaBICHUSIM
IIPaBOBOil pabOTBI.

4.2. TIpasa, IpelocTaBIEHHBIE CIlyK0e, pearu3yeT PyKOBOIUTENb CIyKObL, a TaKKe
€ro COTPYAHUKH B COOTBETCTBUHM C YCTAHOBJIECHHBIM JIOJDKHOCTHBIMH HHCTPYKIHSIMH
pacrpe/ieneHreM 00s3aHHOCTEH.

4.3. PykoBoauTeNb CIIyKObI HIMEET IIEPCOHANILHOE MPABO:

- BHOCHTB IIPEIIOKEHHSI IO PACCTAHOBKE KaJIPOB CITYKOBI;

- BHOCHTb IIPEVIOKEHHS O IOOIPeHnH (HaKa3aHUK) COTPYHUKOB CITyXKOBI;

- pacmpenensaTb  OOS3aHHOCTH, He  INPENyCMOTPEHHBIC  HODKHOCTHBIMH

MHCTPYKIMSIMH COTPYJHUKOB, B pAMKaX UCIIOJHEHHUS IIOPYYEHHA TUPEKTOpa.
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MI’IHI/ICTCPCTBO HNPOCBCIMCHUS U BOCIIUTAHUSA YIbSAHOBCKOMH 00/1acTH

00JI1aCTHOE ToCyIaPCTBEHHOE OI0IKeTHOE npodeccHonaNLHOE -
o0pa3oBaTeJbHOE YUpeKICHIe
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4.4. CoTpy AHUKH CITYKOBI 00s3aHBbI:

- CIpPOro coOMONaTh B CBOCH JEATENHLHOCTH TpeGOBaHMS JIEUCTBYIOIIETO
3aKOHO/IATENbCTBA, JEUCTBYIOUIMX B KOIIEIKE JIOKAIBHBIX HOPMATHBHBIX aKTOB,
JOJKHOCTHBIX UHCTPYKITHIA,

- BeCTH pabOTy TO NponaraHie NpPaBOBHIX 3HAHMH IyTeM IpoBesieHus Oecen,
pasbsicHeHus pabOTHHKaM TpeOOBaHHI IEHCTBYIOIEro 3aKOHOAATENbCTBA IO BOIIpOCaM
UX TPYIOBOM JEATEIBHOCTH U Jp.;

- IOCTOSAHHO IOBHIIATE CBOM IPOYECCHOHATLHEINA yPOBEHb.

S. OTBETCTBEHHOCTbH
CoTpynHUKH OTZEINa HECYT OTBETCTBEHHOCTD:

5.1. 3a HapymieHuWe HACTOSIIErO IOJOXEHHA B IIpefenax, OIIpeNeNEHHBIX
JECHCTBYIOIIUM TPYIOBBIM 3aKOHOATEIBCTBOM.

5.2. 3a mpaBOHapyIIeHHWs, COBEpLICHHBIE B IIpoLecce OCYILECTBIIEHUsl CBOel
TPYIOBOM JEeSATENBHOCTH, B IIpesienax, OIIpEeNEeNEHHBIX IEHACTBYIOIINM
aIMHUHUCTPAaTUBHBIM, YT'OJIOBHBIM U IPAXXAAHCKHM 3aKOHOIATEILCTBOM.

5.3. 3a MpUYVMHEHWE MMYINECTBY KOJUIEIKA MATepUAIbHOrO yiepba B mpejenax,
OIIPEAENEHHbBIX IEUCTBYIOMIMM TPYJOBBIM M MPAXKIAHCKUM 3aKOHO[ATELCTBOM.

5.4. 3a pasriaiieHue CBEJECHHMH, IONYYEHHBIX B PE3YIIBTATE BBHINOSHEHHS CBOMX
TPYAOBLIX OOS3aHHOCTEH, eCiu Iepenada TaKuxX CBeIeHHMM TPETHUM JIALIAM HE SIBJISIETCSI
HEOOXOMMMOM ISl OCYIIECTBICHHS MMH CBOHX TPYHOBBIX GyHKUME ¥ He Hapymaer

TpebdoBanni PenepanpHOro 3akona "O NepcoHaNbHBIX aHHBIX".

6. BBAUMOOTHOIIEHHS U CBSI3U
Ciyxba peraer Bo3OXeHHbIE Ha Hee HACTOSIIUM IIOJIOKEHHEM 3a7a4Yd B TECHOM

B3aUMOJICACTBHH CO BCEMU CTPYKTYPHBIMH IIOJpa3 e ICHUIMHA KOJIJIC KA.
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MI/IHI/ICTepCTBO NPOCBEMEHUS M BOCIIUTAHNS YJIbAHOBCKOI 00J1aCTH

00JIaCTHOE TOCYyJapCTBEHHOE GIOIKETHOE npodgeccHoHaJILHOE -
00pa3oBaTeJIbHOE yUpexKIeHue
OI'BIIOY JTK «/ITUMHTpOBrpagcKuii TEXHHYeCKHi KOJLJIEIK»
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7. OPTAHU3 AN PABOTHI
7.1. Koopaunanuio M KOHTPOJE CBOEBPEMEHHOCTH M KAYeCTBA BBIIONHEHHUS
BO3JIOXKEHHBIX Ha OTZEN 3a/ad4, OKa3aHHe CONEHCTBUS IO BCEM HaIpaBJICHUsIM PabOTEHI
OT/IeNIa OCYIIECTBIISAET PyKOBOAUTEID CIIyKOBL.
7.2. Ciyx0a co3aeTcsl, peopraHu3yeTcs: u JTMKBUINPYETCS MPHUKA30M JUPEKTOpa

KOJIJIeJIKa; B CBOEeH ACATCIIBHOCTH HCIIOCPEACTBEHHO IIOYUHSIETCSI AUPEKTOPY KOJUIE KA.

Pazpaborai:

W.P. Ba3sxos
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MHHHCTEPCTBO NPOCBENIeHNs H BOCIHTAHNSA Y ILAHOBCKOH 06JaCTH

00.J1aCTHOE TOCyIapCTBeHHOE G0 KeTHOE npodeccnonaibaoe
o0pazoBaTeJbHOE yUpeKACHHE

OI'BlI0OY ATK «IMATPOBIrpagcKil TEXHHYECKHH KOJIEIK
Hlonosxcenue
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MUHHCTEPCTBO NPOCBEIMICHUs M BOCITUTAHNSA YJIbSIHOBCKOI 00/1acTH

00.J1aCTHOE TOCYJAPCTBEHHOE O0/UKETHOE MPOecCHOHATLHoE .
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MI/IHHCTepCTBO pocBelIcHUA 1 BOCIIMTAHU VabsaaoBckoii 001acTi

o0pa3oBaTe/IbHOE YUPEeKICHHE

00J1aCcTHOE rOCyAapCTBeHHOE GI0/IKETHOE MPO(PECCHOHATBHOE -

Orsnoy ATK «AnMATpOBIrpagcKuil TeXHUYECKHH KOMIETK»
Ilonosxcenue
].—.[OJIO)KCHI/IC 0 cny>K6e 10 HpaBOBOﬁ u KaﬂpOBOﬁ pa60Te
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MI/IHHCTepCTBO IMPOCBCNICHHUA 1 BOCIUTAHUSA YIbSIHOBCKO 00/1aCTH

00J1aCTHOE rOCyJapCTBEHHOE 0I0/IPKeTHOE MPO(eCCHOHAIbHOE
o0pasoBaTe/IbHOE YUPeKAeHUEe
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Ne . IE gy [Tomgmuce | Jlara BBE, peHI/Iﬂ
HU3M. | H3MCHCHHEBIX 3aMECHCHHDBIX HOBBIX aHHYHpO- MCHTA A
BAHHBIX U3MCHCHHUA
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