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1. Obwme nonoxeHnn

1.1 Ha gomkHocTb BeayLlero crneyuannucra no kagpam npuHUMMaeTcs nuuo.

1.1.1 nMeroulee Bbicllee obpa3oBaHMe — BakanaBpuaT Unu Bbicllee obpa3oBaHue
(HenpodunbHoe) 1 gononHUTenbHoe npodeccuoHanbHoe obpasoBaHMe — MNporpamMmbl
npodeccnoHanbHOW NepenoaroToBkM B ob6nactn ynpaBrneHus nepcoHanom unn B obnactu
NOKyMeHTauMoHHoro obecnevyeHuss paboTbl C NepcoHanom;

1.1.2 He uMmerollee (He MMeBLLUEee) cyAMMOCTb, He noaBepraBlleecs YrofloBHOMY
npecnegoBaHuio (3a NCKMIOYEHUEM NUL, YroNoBHOE NpecnefgoBaHWe B OTHOLLEHUWN KOTOPbIX
npekpalleHo No peabunuTUpyrowmMM OCHOBaHWAM) 3a MNPEecTYNNneHUs NPOTUB XKWU3HU U
3[10pOBbs, CBOOOAbI, YeCTM U OOCTOMHCTBA IUYHOCTU (3@ WCKMIHYEHMEM He3aKOHHOW
rocnutanusaunm B MegULUUHCKYH OpraHusauuio, OKasbiBaloLwWy NncuxmaTpuyeckyro NoMoLLb
B CTauUMOHapPHbLIX YCIOBUAX, W KMeBeTbl), MNOMOBOM HEMNPUKOCHOBEHHOCTU U TMONOBOU
cBoboabl NNYHOCTU, MNPOTMB CEeMbWM W HEecoBepLUEeHHONEeTHUX, 3[00POBbSA HAaceneHus Wu
oOLecTBeEHHON HPaBCTBEHHOCTW, OCHOB KOHCTUTYLIMOHHOIO CcTposi W ©Ge3onacHocTU
rocygapcrBa, a Takke nNpoTuB obulecTBeHHOW Be3onacHOCTM rocyJapcTBa, a Takke NpoTUB
oOuwlecTBeHHONn ©e3onacHOCTM (cTaTbsA 351.1. Tpynoosoro kogekca Poccunckown
bepepauyun);

1.1.3 HE WMelLUlee HECHATYHD WIMW  HEenoraweHHyr CcyaMMocTb 3a WHbIe
YMbILLITEHHbIE TSHKKME 1 0cob0 TSHKKMEe NpecTynneHusl, He ykasaHHble Bbilwe (ctathsa 351.1.
Tpynosoro kogekca Poccunckon Genepaunn);

1.1.4 He nMpu3HaHHoe HeaeecrnocobHbIM B YycTaHOBMEeHHOM heaepanbHbiM
3aKoHOM nopsake (ctatbsa 69 Tpynosoro kogekca Poccuimnckon Gegepauun);

1.1.5 He nmetowee 3aboneBaHWin, NPeayCMOTPEHHbIX NepeYHeM, YyTBEePKOaeMbIM
deageparnbHbIM  OpPraHoM WCMOMHUTENLHOW BMacTW, OCYLIECTBAKWMM (QYHKUUN MO
BbipaboTKe rocygapcTBEHHOW MOMUTUKM W HOPMAaTUBHO-NMPaABOBOMY pPeryrmpoBaHuio B
obnactun 3gpaBooxpaHeHus (ctaTtbs 69 TpynoBoro kogekca Poccuiickoin ®epnepauun).

1.2 Begywmim cneyunanucTt no Kagpam OOSKEH 3HaTb:

— KoHctutyuuro Poccunckon Gepgepaunim;

— TpyaooBoe 3akoHogaTenbcTBo Poccuinckon ®egepaumn U UHble akTbl, cogepxalime
HOPMbI TPYAOBOIO Npasa;

— 3akoHopgaTenbcTBO Poccuinckon Gegepaunm o nepcoHarnbHbIX AaHHbLIX;

— rpaxkgaHckoe, agMUHUCTpaTUBHOE 3aKkoHopaTensbcTBO Poccuitckon Pepepauuu, B
4yacTun, KacarwLlencsa perynmpoBaHus aesTenbHOCcTU obpa3oBaTenbHbIX OpraHu3aLunii;

— HOpPMaTUBHbIE [OOKYMEHTbl, pernameHTupylLwne craTtyc HayvHbiX pPaboTHUKOB,
negarorm4ecknx n pykoBoasaLmx paboTHukoB obpasoBaTenbHbIX YYpeXXaeHUN;

— 3akoHopaTenbcTtBo Poccuickon Pepepaunm ob obopoHe, o0 MoOOMNM3aALMOHHON
noarotoBke n mobunusaumn B Poccunckon ®egepaumm, BOMHCKON 00SA3aHHOCTU U BOEHHOM
cnyxbe;

— HOpPMaTUBHbIE NPaBOBbLIE aKTbl, MOCTAHOBIIEHUSA, YKa3bl U PELUEeHNa opraHoB BracTu
(ynpaBneHua) Poccunckon ®epepauun, pernameHTUpyrolme opraHusauuid BOEHHO-
y4yeTHOW paboThl;

— 3aKkoHopatenbctBo Poccuickon depepaunmn, pernameHTupyrowmMe npasuna
npebbiBaHMA MHOCTPAaHHLIX rpaxaaH n nuy 6e3 rpagaHcTBa Ha Tepputopun Poccuinckon
bepepauunm;

— 3akoHopatenbcTBO Poccuimckon Pepepauun,

NONOXEHUA WHOCTPaHHbLIX rpaxaaH B Poccuinckon O AcPalin 1 MAFDALMOHHOIO )
MHOCTPaHHbIX rpaxkaaH 1 nuu 6e3 rpaxkaaHcTBa B POCCH Bt ykuii Ceprein Meatosn

— 3aKOHbl U UHblE HOPMAaTUBHbIE MPABOBbIE aKTH ' <« Hiie e2ane b7 8202t

NPOTUBOOAENCTBUA KOPPYNLUUU;

t‘iﬂ AOKYMEHT HOAIMTHCAH
ol AJTEKTPOHHOH MOJANNACHIO
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— 3aKoHbl U UHble HOpMAaTUBHbLIE MNMpaBoBble akTbl Poccumnckon denepaunm B cepe
counanbHOM 3alUTbl UHBANMMOOB W UL C OrpaHUYEeHHbIMU BO3MOXHOCTSIMU 3[0POBbLS
(nanee — nuua ¢ OB3);

— 3aKOHbl W WHble HOpPMaTuUBHLIE TnpaBoBble akTel Poccunckon Pepepaunu,
perynupytowmne cdepy oxpaHbl 1 6esonacHocT Tpyaa B Poccuinckon ®enepaumu;

— 3aKoHbl U UHble NpaBoBble akTbl Poccumnckon Pepepauuun, perynupyrowimne coepy
NoKyMeHTalUuoHHoro obecnevyeHus AesTenbHOCTN opraHn3auuu;

— OCHOBbI apXUBHOro 3akoHogaTtenbcTBa Poccunckon Gegepaunm;

— OCHOBbl aAMWHUCTPATMBHOIO 3akoHodaTenbcTBa B ob6nactM  ynpaBleHUs
nepcoHarnom U OTBETCTBEHHOCTU AOIMKHOCTHbIX MWL,

— OCHOBbI 00LIEen U couumanbHOM MNCUXOMOrMKM, COLUMONOrMM N MNCcUxonordn Tpyaa,
3KOHOMWKN WU opraHn3auumn Tpyaa, 6e3onacHbiX yCnoBui Tpyaa;

— OCHOBbI NMpaBoBoro perynuposBaHusa Poccuimnckon Gepepauumn nopsigka 3aknovyeHus
rpakgaHCcKo-NpaBoBbIX JOrOBOPOB;

— ¢obopMmbl counanbHOro napTHepcTBa M B3aMMOAEWCTBUA C npodpeccuoHarbHbIMU
col3amMuM W OpPYrMMKM  nNpeacTaBuTeNbHbIMKM - OopraHamuM  pPaboTHUKOB, U WUHbIMU
OpraHn3auusamu;

— MOpPSOOK ohopMneHus, BeeHUs N XpaHeHUsa OOKYMEHTOB MO JIMYHOMY COCTaBy B
COOTBETCTBUU C TpeboBaHUsAMIK 3akoHoaaTenbcTBa Poccuitckon Peaepanunm 1 nokanbHbIMU
HOPMaTUBHLIMW aKTaMW NHCTUTYTA;

— MOPSAOK yperynupoBaHus TPYJOBbLIX CMOPOB;

— nopsagok  odoopMIiEHUS  YCTAHOBMEHHLIX  3akoHopgaTenbCcTBOM  Poccunckon
bepnepaunm popm OTYETHOCTU B roCyJapCTBEHHbIE OpraHbl;

— nopsaoK hopMupoBaHus, BeaeHust 6aHka AaHHbIX 0 paboTHUKAaX;

— MeTo[bl aHann3a Konn4ecTBeHHOro U Ka4ecTBEHHOIo cocTaBa PaboTHUKOB;

— TexXHOmnorMu, metodbl W MEeTOAWKW MNpoBedeHUs aHanusa, WU cucTtemaTusauumu
OOKYMEHTOB U MHopMmaLum;

— CWUCTeMbl CTaHOapTOB Mo npodeccusiM, HOpMbI TPYAAa;

— cneunanm3npoBaHHble MHPOPMALIMOHHbIE CUCTEMBI, LUMMPPOBLIE YCIYIU U CEPBUCHI
B obnacTn cTpaTermieckoro yrnpaBsrneHns nepcoHanom, rpaHnubl UX NPUMEHEHUS;

— MOPSAOK MpoBedeHUs 3aKynoudHbIX npoueayp U odOopMIMEHUs COMYTCTBYHOLLEN
OOKYMeHTaLuun No 3aKknyYeHno JOroBopoBs;

— HOPMbI 3TUKWN JEnoBOro 0oL eHns;

- npaswuna BeeHus 0enoBon Nepenucku,

— YcTaB MHCTUTYTA;

— CTPYKTYPY W WITAT MHCTUTYTA;

— NOKarnbHble HOPMAaTUBHbIE aKTbl MHCTUTYTA;

— nNpaBuna U HOPMbl OXpaHbl Tpyada, TEXHUKUW Oe3onacHOCTU, NPOU3BOACTBEHHOW
caHUuTapun U NPOTUBOMNOXKAaPHOW 3aLLNUTLI.

1.3 Begywmn cneynanunct no Kagpam OOIMKEH YMETL:

— paspabaTtbiBaTb W OMOPMNATbL OpraHu3auuMoHHble W pacnopsauTernbHble
NOKYMEeHTbl Nno paboTHMKaMm B COOTBETCTBUM C TpeboBaHMAMWU rpaxagaHCKoro, TPyAoBOro
3akoHoJaTenbcTBa, 3akoHogaTtenbctBa 06 obpasoBaHun Poccuiickon Pepepaunm U
nokarnbHbIMW HOPMaTUBHLIMWN aKTaMun MHCTUTYTA; ol JIOKYMEHT TTO/IMHCAH

— OKyMEHTMpOBaTb TPYOBble OTHOLUEHMSI pa L) JIEKTPOHHOM IOATTHCHIO

{ 'L*|'-'|'L1i[:-|[1{.i'1'i 00DSEBEO3AZFB1BOF955159E 1AB0C983A5
crieynanbHbiX CyObeKTOB TPYAOBOrO MPaBa B | fuuerer iy Copren Vsanosn
3aKoHoOdaTernbCTBOM Poccuimnckou Penepaunm, |/leticmmesen: c06/02:2023)0 01.05.2024
NokymeHToobopoTa MHCTUTYTA;

— BbISIBNATb OLWIMOKW, HETOMHOCTU, UCNpPaBNeHNs N HeOQOCTOBEPHYO MHdOPMaL U B
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OOKYMeEHTax;

— BECTW y4yeT W pernctpaumio JOKYMEHTOB B WHMOPMALMOHHLIX CUCTEMAxX U Ha
MaTepuanbHbIX HOCUTENSX;

— paboTtaTtb CO  cneunann3anpoBaHHbIMWK MH(PopMaLMOHHbBIMU cucTemMamu,
UMPpoBLIMKU  yCcrniyramnm W cepBUCaMW MO BEOEHUIO y4eTa U [OBWKEHWO nepcoHana,
COMPOBOXAEHUIO TPYAOBLIX OTHOLUEHWW, MO BeAEHUH CTaTUCTUYECKOW WU OTYETHOMW
nHdopMaLun, aHanMTUKN NO NepcoHany;

— o(hopMnATL KaapoBble [OOKYMEHTbI, YYE€THble [JOKYMEHTbI, MpeaocTaBnseMble B
rocyqapcTBeHHble OpraHbl, npeacTtaBuUTenbHble opraHbl paboTHUKOB B COOTBETCTBUMW C
TpeboBaHMAMUM 3akoHogaTenbcTBa Poccuinckon Pegepaummn n nokarnbHbIMWU HOPMaTUBHBIMU
aKTaMu UHCTUTYTA;

— OpraHu3oBbiBaTb XpPaHeHWe [OOKYMEHTOB B COOTBETCTBMM C TpeboBaHUAMMK
TPYAOBOrO W apxXuBHOro 3akoHopatenbctBa Poccunckon Pegepaumm n  nokanbHbIMU
akTaMn UHCTUTYTa;

— obecneunBaTtb cobniogeHne  TpeboBaHM  3akoHogaTenbcTBa — Poccuiickomn
depepaummn U KoprnopaTtUuBHOW NONMUTUKN MHCTUTYTA B obnactn obpaboTkn nepcoHarnbHbIX
OaHHbIX U KOHPUaeHUnansHon nHopmauunu,

— aHanuauMpoBaTb IOKanbHble HOPMATUBHLIE aKTbl MHCTUTYTA U WX MNPOEKTbl Ha
npeamMmeT COOTBETCTBUSA 3aKOHOAATENLCTBY B chepe NpoTUBOAENUCTBUSA KOPPYNUUN;

— pas3pabaTbiBaTb NOKarnbHble HOPMaTUBHbIE aKTbl U JOKYMEHTbI, HanpaBneHHble Ha
npeaynpexXxaeHne Koppynunun B MUHCTUTYTE;

— aHanuauMpoBaTb U (PopmMupoBaTb NPeaNIOXEHUS MO akTyanusauuun, ynyudlleHUIo,
aBTOoMaTu3auMm un uUudppoBu3aLnMM rnokKanbHbIX HOPMATUBHbIX AaKTOB W [OOKYMEHTOB B
obnacTtn TpyaoBbIX OTHOLLEHWNA;

— FOTOBUTb MPOEKTbl HOPMAaTUBHbLIX AOKYMEHTOB W [JOKYMEHTOB MO OMOPMIEHUIO
TPYAOBbIX OTHOLUEHUMN;

— aHanusuMpoBaTb MnpasBuna, npoueaypbl W MNOPSAOK, perynupyrolmne npasa U
00s3aHHOCTK NO Bonpocam obmMeHa JoKyMeHTauuen no nepcoHany;

— aHanu3npoBaTb YpoBeHb 00Llero pasBuTna n npodeccnoHanbHoOn KBanudukaummn
PabOTHUKOB;

— aHanuauMpoBaTb nNpaBuna, npoueaypbl W MNOPSAOK MNPOBeOdEHUA aTTecTauuu
pPaboOTHUKOB, NPUMEHATL CpeacTBa U MeTobl aTTecTaluu;

— NpoBOAUTL ayauT pes3ynbTaToB paboTbl ¢ nNepcoHanom, KaapoBblX MPOLECcCOoB,
npoueayp, OMOPMIIEHNA KaapoBbiX [OOKYMEHTOB W [JOKYMEHTOB MO YrpaBlieHUo
nepcoHarnom;

— MPOMU3BOAUTL aHanu3 TeKyuwen [OesaATenbHOCTW OoTAena KagpoB W BHOCUTb
npeanoXeHus rno ee onTUMU3aLunu;

— WCMONHATL MOPYYEeHUs U 3a4adu, BHOCUTb CBOEBPEMEHHbLIE KOPPEKLUWN B MNaHbl U

3afavm;
— Mofnb30BaTbCH MOMCKOBBIMW cCUCTEMaMM U UHMOPMaLUUOHHBIMKU pecypcamMu AOns
MOHWUTOPUHIa pbIHKA TpyQa, rpaxOaHcKoro u TPyOoBOro 3akoHopaTtenbcTtBa Poccunckon
bepepauunm;
— BECTU OEernoByo nepernucky, JOKYMEeHTO000opoT, pernameHTUpoBaHHbIN

.d

3akoHopaTtensctBoMm Poccuickon ®Pegepaumm B O
nokanbHbIMWU aKkTaMu UHCTUTYTA;

— cobntogaTb HOPMbI 3TUKKM AEnoBOro obLeHus.
1.4 Bepywwun cneyuanucT no Kagpam B CBOen p

— MpaBUnaMun BHYTPEHHENO TPYOBOro pacnopsiat
— KOOEKCOM 3TUKK U criykebHoro noBeaeHns paboTHUKOB UHCTUTYTA;

at -2

o Eh AOKYMEHT MOAINMHCAH
() SJTEKTPOHHOH NMOAITHCBKO

CepriudHKaT: 00D9EBED3IAZFS1BIF955159E 1ABOCO83AS
Baanesen: WykwwH Cepren MeaHosud
Hedcraurenen: ¢ 06:02.2023 no 01.05.2024
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— nonoxeHnem ob otaene Kagpos,

— nonoxeHnem ob ynpaBneHnn KagpoBoro yvyeTta U Jenonpon3Bo/cTBa;

— HacTosALlWEN OOMKHOCTHOW UHCTPYKUNEN.

1.5 Beaywmn cneunanuct no kagpam nogvynHAEeTCcHa HenocpeacTBEHHO HadarbHUKY
oTaena Kagpos.

1.6 B nepuog oTtcyTcTBMA Beayllero crneunanucta no Kkagpam (otnycka, 6onesHu u
np.) ero ob6s3aHHOCTM WUCMONHAET BeAyLM cneunanucT no Kagpam (BTopas LiTaTHas
eanHuLUa), KoTopblid NpuobpeTaeT COOTBETCTBYOLLME NpaBa U HeceT OTBETCTBEHHOCTb 3a
HEUCMONTHEHNE UMM HeHaane)allee ucnofiHeHne obsA3aHHOCTEeN, BO3INOXKEeHHbIX Ha HEero B
CBS131 C 3aMeLLEeHNEM.

2. [lJomKHOCTHbIe 00fA3aHHOCTU

Benyuwmn cneunannucT No Kagpa:

2.1. BegeT y4eT NWUYHOro cocrtaBa paboOTHMKOB, B TOM 4uUCre WMHBanNuWaoB u nul
C OrpaHWYEHHbIMM  BO3MOXHOCTAMWU  300POBbS, BO BHYTPEHHMX WU  BHELWIHUX

MH(bopMaLKNOHHbIX cucTemax  (6asax); cdopmupoBaHue, BHECeHWe BO BHYTPEHHUE W
BHelWHWe WHMOpMaLUMoHHbIe cucTeMbl (0asbl) akTyanbHbIi cBeleHMit O paboTHMKaX,

nepcoHarbHbIX W UHbIX AAHHbIX.

2.2 ocyllecTBnsieT KagpoBoe [enornpou3BoACTBO MO NUYHOMY cocTaBy paboTHUKOB
cUcTemMax C WCMofb30BaHUWEM UNPPOBLIX CEPBUCOB, BLINOMHAWMX (OYHKUUM BedeHUs
OOKYMeHTaLuUKn No ABMKEHUIO U Y4EeTY NepcoHana:

— odbopMIeHne, perucTpaunto, y4eT, onepaTtuBHoe XpaHeHne KaapoBbiX JOKYMEHTOB
(MpUKasoB, pacropskeHnn W AOPYyron YCTaHOBMEHHOW B WHCTUTYTE AOOKYMEeHTauuu no
kagpam);

— Mpuem, PperucTpaunio, Yy4eT U onepaTtuBHOE XpaHeHue TPYAOBbIX KHWKEK
N BKNagbIilLen K HAM;

— cbopmupoBaHne U BHeceHUe B WHopMauuoHHyto cuctemy CoumanbHoro PoHaa
Poccun cBeieHuin 0 TpyAOBOW AeATEeNbHOCTM 3aperncTpoBaHHOMo nuua B NOpsaKe U CPOKN,
yCTaHOBNEHHbIE 3aKkoHoAaTensLCcTBOM Poccuinckon Penepauunu;

— coopMmupoBaHue, perucTpayuio, y4yeT, BeeHne n onepatuBHoe XpaHeHne NUYHbIX
nen paboTHUKOB;

— yYeT JOKYMEHTOB MHBaANMaoB U Nl ¢ orpaHU4YeHHbIMU BO3MOXHOCTSAMW 310POBbLS;

— thbopmupoBaHne n cbop cornacum paboTHUKOB Ha 0OpaboTKy W paspelleHHbIX
ONs pacnpocTpaHeHUs NepcoHarnbHbIX JaHHbIX B T.4. C WUCMOMb30BaHMEM 3NEKTPOHHO-
KOMMYHUKaLIMOHHON CUCTEMbI MHCTUTYTa «EQnHaa npnemHas»);

— cbop 1 NpoBepKy nepcoHanbHbIX AaHHbIX, COAEPXKaLUMXCA B NUYHbIX OOKYMEHTax
PabOTHUKOB;

— ocdopmMmneHne yBeaOMMEHUMN U u3BelleHun paboTHukoB (06 MCTeYeHMU cpoka
TPYOOBOro [JoroBopa, O HeobxXxoAMMOCTM MNONyvYeHUuss TPYAOBOW KHMXKM B CBS3M
C YBOJIbHEHMEM, O NpPeAcTosiLeM COKpaleHUM W T.M.), CBA3AHHbLIX C WX TPYOAOBOM
NeATernbHOCTLIO;

— ocdopMneHne  OoKymMeHToB 006 oTcTpaHeHum oT  paboTbl  paboTHUKOB
B Criydasix, yCTaHOBMEHHbIX TPYAOBbLIM 3akoHogaTenscTBOM Poccuimnckon Gegepaunu;

— odopMneHne [JOKYMEHTOB 00  OCBODOXKL S
ONs1 NPOXOXKAEHUA UMW AUCnaHcepPU3aLUnu;

— othopMreHne AOKYMEHTOB AJ1S1 MOOLLPEHUA U H

— othbopmMmrieHne OOKYMEHTOB nans
K AUCUUNIMHAPHOM OTBETCTBEHHOCTH;

— BbIMPY3KY U3 BHELWHEW crneunannu3vpoBaHHOM WHMOPMALUUOHHOW CUCTEMBI
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N 3arpy3ky BO BHYTPEHHIO MWHMOPMAUMOHHYID CUCTEMY WHCTUTYTa CBeOEeHUN
O BPpEMEeHHON HETPYAO0CNocCOOHOCTN PabOTHUKOB;

— 3aKn4vyeHne JoroBopoB O MOSIHOW MaTepuanibHON OTBETCTBEHHOCTN;

— MOAroToBKa W HanpaeneHue nHgpopmauum O 3aKoyeHUuu TPyaoBOro 4Oorosopa C
rpaXxgaHnHOM, 3aMellarLlLnM OOMMKHOCTL rocydapCcTBEHHON UMM MyHULUNanbHOn cnyxobbl,
nepeyeHb KOTOPbIX YyCTaHaBNMBaeTCA HOPMaTUBHbLIMW MPaBOBbIMKU akTamu Poccunckon
bepepauunm;

— pOoBefleHMe A0 cBedeHust paboTHUKOB Mog WX MNOANMUCb  OpraHU3aLUOHHbIX,
pacrnopsanTenbHbIX U KaOpOBbIX AOKYMEHTOB, CBA3aHHbLIX C X TPYA0BOWN AeATENBHOCTLIO;

— cocTaBrneHune rpaduka OTMNYCKOB, BedeHWe y4yeTa KonuyecTBa WCMNOSib30BaHHbIX
OHen oTnycka; odopMneHne NpuKasoB O npeaocTaBrneHMn paboTHUKaM pasfMyHbIX BUOOB
OTMNYCKOB,

2.3 ocyuwectBnsieT odoopmneHne n Bbigadvy no 3anpocam paboTHUKOB KOMUIA, BbIMMUCOK
M3 Ka[poBbIX [JOKYMEHTOB, CMpPaBOK C MecTa paboTbl W CcTaxe, Nbrotax, rapaHTusX,
KOMMeHcauuax W cBedeHuh O TPydoBOW [OesTenbHocTU paboTHMKOB, B TOM 4uUcne B
ONEeKTPOHHOM BWAe; 3aBepeHue LOOKYMEHTOB MO IIMYHOMY COCTaBy U YOAOCTOBEPEHUIO
nognucen paboTHUKOB;

24 ocyuwlecTBnseT BbIrpy3ky Tabenen ydyera ucnonb3oBaHUs paboyvero BpeMeHW,
NPOBOAUT CBEPKY C OTBETCTBEHHLIMW 3a BefeHne Tabens yyerta ucrnonb3oBaHus paboyero
BpEMEHM B CTPYKTYPHbIX noapasfeneHnsix W npeacrtaenseT T1abens B  (UHAHCOBO-
9KOHOMUYEeCKoe yrpaBrieHne;

2.5 dopmupyer u npeacrasnser [NAO «baHk «CaHkT-lleTepbypr» [OOKYMEHTbI
ana ocopmneHna paboTHMKaMm U oby4varouwmmcs (COBMECTHO CO CTyAEHYECKMM OTAENom
KagpoB) MHCTUTYTa BaHKOBCKMX (KaMMyCHbIX) KapT;

2.6 ocyuecTBnseT oopMneHme n Bblgady 3MeKTPOHHbIX NponyckoB (OybnukaToBs)
paboTHUKamM n (MNK) akTuBauuto (OeakTUBaLUK) KaMMyCHbIX KapT, OTKPbITUE (3akpbiTue)

OOoCTyna B cneunanuanpoBaHHON NporpaMmmMme KOHTPOINsA OOCTyna;

2.7 npuHnMmaeT y4vyacTne B paspaboTke NPOEKTOB [AOKYMEHTOB MO MPOTUBOAENCTBULO
KOPpPYNu1u,

2.8 ocyulectBnser cbop M aHanu3 cBedeHWW O CBOUX [Aoxodax, pacxogax, ob
nmyulectee n obasaTtenbcTBax MMYLLECTBEHHOrO Xapakrepa CBOWUX, cynpyru (cynpyra),
N HeCcOBEepLUEeHHONMEeTHUX AeTen, NpeacTaBreHHbIX rpaxaaHamu, npeTeHOyoWUMKU Ha
3amellleHne OoMmKHoCcTen,  paboTHMKaMK, 3aMeLlarolLuMM JOMKHOCTU B UHCTUTYTE;

2.9 co3gaeT 1 0OHOBMSAET NnokanbHbie HOPMAaTUBHBLIE aKTbl U LWABNOHbLI JOKYMEHTOB MO
HarnpasneHusaM OeATenbHOCTU oTAena Ans pasMelweHns B cucTeMax 3NeKTPoHHOro yderta
PabOTHUKOB, a TaKkKe B « ANEKTPOHHON NMpUeMHOn» Ha oULNanNbLHOM CauTe UHCTUTYTA;

2.10 obecnevmBaeT chopMmupoBaHnue oT4ETOB No paboTHMKAM, MOHUTOPUHIOB, CMTIUCKOB
Ons pasMelleHus B riokanbHon cetu U (Unn) Ha oouumnanbHOM canuTe UHCTUTYTA;

2.11 roTtoBUT yBeOOMIIEHUS, OTYETHYH, CTaTUCTUYECKYID W aHanuTU4ecKyro
nHopmaunio No  nepcoHany B chnyyasx, NpegycMOTPEeHHbIX  OeWCTBYHLWMM
3akoHogaTenscTBoM Poccuinckon denepaunm n nokanbHbIMU akTaMu By3a;

2.12 obecnevunBaeT BbiNnonHeHne TpeboBaHMN HOPMATUBHbLIX AOKYMEHTOB MO 3aluTe
MHOpMaLUMM U NepcoHanbHbIX OaHHbIX, CTaBLIUX €My W3BECTHbIMW TMPU WUCMONMHEHUU
NOIMKHOCTHbLIX 0b6s13aHHOCTEN, cobnoaeHue koHraeHUManbHOCTU MHhopMaLNK;

2.13 obecneymBaeT BbiNonHeHne TpeboBaHw
cobntogeHnto nopsigka ydeta, BeaeHus n XxpaHeHust Tp
Tex paboTHUKOB MHCTUTYTA, KOTOPbIE HE OTKa3anuchb O

2.14 obecneunBaeT perncTpauuto, y4eT, onepaTtm
COrMacHoO YTBEPXOEHHOW HOMEHKnaTtype pnen, m olel
YCTaHOBJIEHHbIX CPOKOB XpaHEHUs K ca4vye Ha XpaHeHune B apXuB MHGTMTyTa

AAE NOKYMEHT HOJIMTHUCAH
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2.15 obecneuynBaeT nNoOAroToBKy, oOMOpPMNEHMEe W UCMONIHEHNE [OOroBOPOB MO
HanpasneHuaAM geaTenbHOCTU OTAeNa Kagpos,

2.16 npMHMmMmaeT y4yactue B paboTe no aBTomMaTusaunm U UudpoBmU3aLmn KagpoBoro
[enonpousBoAcTBa, a Takke B paboTe Mo NPoOEeKTUPOBaHWO W BHEOPEHUID CUCTEMBbI
3NeKTPOHHOro AokyMmeHToobopoTa B cchepe AOKYMEHTALMOHHOIO YrpaBrneHnss UHCTUTYTA;

2.17 BepexHo oTHocUTCA K umyllectBy Pabotogatena (B TOM 4yucne K MMYLLECTBY
TpeTbUX nNuu, Haxoasiwemycss y Pabortogatens, ecnu Pabotogatenb HeceTt
OTBETCTBEHHOCTb 3a COXPaHHOCTb 3TOr0 UMYyLLLECTBAa) U APYrMx paboTHUKOB;

2.18 cobntogaeT KOMMekTUBHbLIM [OroBop, MNpaBuna BHYTPEHHEro TPYAoBOro
pacnopsigka, kKogekc 3TUKN U cnyxebHoro noeBegeHns paboTHUKOB UHCTUTYTA, NpaBuna no
oXpaHe Tpyda v noxapHon 6e3onacHocTy;

219 cobntopaeTr npaBoBble, HPaABCTBEHHbIE W 3TUYECKUME HOPMbI, crnegyeTt
TpeboBaHusiM npodeccnoHanbHOM 3TUKW, He [onyckaeT IMYHOW 3anHTepPecoBaHHOCTMH,
KOTOpasi MOXET MPUBECTU K KOH(PNUKTY MHTEPECOB;

2.20 npoxoaut B YCTaHOBJIEHHOM 3aKoHopaTenbcTBoM Poccunckon Pepepaunu
nopsigke oby4yeHne n NPoBeEpPKY 3HAHW U HaBbIKOB B 06nacTu oxpaHbl Tpyaa;

2.21 B nepuon oTcyTcTBUA (OoTnycka, 6bonesHn u np.) HadanbHWKa oTaena KaapoB W
Bedyuwlero crneyvanucta Mo Kagpam (BTopas wWTaTtHas eguHuua) WCNonHAeT ero
00s3aHHOCTU;

2.22 BbINONHAET oTAeNbHbIE cNyXebHble NopyyYeHuss HayanbHUKa oTaena Kaapos;

2.23 BbINOMNHSAET WHble 00s13aHHOCTKU, nMpeayCMOTPEHHble 3aKoHOA4AaTeNbCTBOM
Poccuinckon Gegepaymm 1 YCTtaBoM UHCTUTYTA.

3. lNpaBa

Begywnm cneunanucT rno Kagpam nmeeT rnpaeo:

3.1 yyactBoBaTb B 0OOCYXOEHMW W pelleHUn BOMpPOCOB oOTAaena W BHOCUTbL Ha
paccCMOTpeHMe HadanbHWKa oTAhena KagpoB nNpeanoXeHust no COBEPLUEHCTBOBaHUIO
paboTbl, NpeaycMOTPEHHON HAaCTOALWEN UHCTPYKUNEN;

3.2 noagnuckiBaTb N BU3NPOBaTb AOKYMEHTLI B Npefenax cBoen KoMneTeHUnu;

3.3 3anpawmBaTb Yy pykoBoauTeren CTpyKTypHbIX nogpasgenieHn MHCTUTYTa N UHbIX
crneyuManucToB WMHGOPMaLUD U [OOKYMEHTbl, Heobxoaumble AN BbIMNOMHEHUS CBOMX
NOIMKHOCTHbLIX 006s13aHHOCTEN;

3.4 BHOCUTb HavanbHWUKY oOTAerna KagpoB MpeasioXKeHuss Mo COBepPLUEHCTBOBAHUIO
paboThbl, CBA3aHHOM C MPedyCMOTPEHHbIMW HacToAWEN [OOIMKHOCTHOW WHCTPYKUUEN
obsA3aHHOCTAMMU;

3.5 TpeboBaTb OT HavanbHUMKa oTAena KagpoB OpraHM3alWoHHOro M MaTepuarbHO-
TexHudeckoro obecneyeHuss cBoel OeATEeNbHOCTW, a TaKKe okKa3aHUs COAeWcTBUSA B
UCMONMHeHNU CBOUX JOIMKHOCTHbLIX 0BsA3aHHOCTEN 1 peanu3alnum Npas;

3.6 TpeboBaTb npekpauweHMsa (npuoctaHoBrneHus) paboTt (B cnyvae HapyLleHUn,
HecobnwaeHnsa yCTaHOBMNEHHbIX TpeboBaHu U T.4.), cobnoaeHnsl ycTaHOBMEHHbLIX HOPM;
OaBaThb yKaszaHus No UcrnpasfeHnto HeQOCTaTKOB WU YCTPaHEHUIO HapyLLUEHUI;

3.7 3HAKOMWUTBLCH C MPOEKTaMn pelleHUn PYKOBOACTBa MHCTUTYTA, KacaroWwMMNUCH ero
OeATeNbHOCTH;

3.8 obxanoBaTtb NpuKasbl W pacropsikeHusi  pykoBoACTBa  WMHCTUTYTa B
YCTaHOBITIEHHOM 3aKoHo4aTeNbLCTBOM MOpsaKe. -
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4. OTBETCTBEHHOCTb

Beayuwun cneynannucT no Kagpam HeceT OTBETCTBEHHOCTL:

4.1 3a HeHagnexallee UCMONMHEHUE NN HEUCTIONMHEHWUE AOIMKHOCTHLIX 00s3aHHOCTEN,
NpeayCMOTPEHHbIX HaCTOSAWEN OOMKHOCTHOW WMHCTPYKLUMEN B Nopsake, yCTaHOBJIEHHOM
OEeVCTBYHOLWNM TPYaAOBbIM 3akoHoaaTensctBoM Poccumnckon denepaunm;

4.2 3a HapylweHune YcTtasa MIHCTUTYTa;

4.3 3a HecobniogeHune ycnoBui obecrnevyeHus COXpaHHOCTU OOKYMEHTOB; yTpaTy U
HeCaHKLIMOHUPOBAHHOE YHUYTOXEHNE OOKYMEHTOB;

4.4 3a HapylleHMNe npaBuI UCNOsib30BaHNSA OJOKYMEHTOB W [OCTyna rnonb3oBaTenen K
OOKYMeHTaM, YCTaHOBIEHHbIX 3aKkoHodaTenbcTBoM Poccunckon Peagepauuu;

4.5 3a pasrnaweHne nepcoHanbHbIX AaHHbIX paboTHMKOB HCTUTYTA;

46 3a HecobniogeHMe npaBuil BHYTPEHHEro TPYOOBOro pacnopsika, npaBur
NpoTUBOMNOXapHo 6e3onacHoOCTN U TEXHUKU Be30NacHOCTU;

4./ 3a npaBoHapyllEeHWs W TMPEeCTYNreHus, COBEPLUEHHbIE B MNpoOLEcce CBOEMN
OEeATENbHOCTU B NopsaKke, yCTaHOBMEHHOM AEWUCTBYHOLWMUM aAMUHUCTPATUBHbBIM, YrONOBHbIM
N rpakgaHckum 3akoHogaTtesnscTtBoM Poccumnckon Pepepaunn,

4.8 3a npuynHeHne yulepba WHCTUTYTY B nopsiake, YyCTaHOBMNEHHOM [AEWCTBYHOLLUM
TPYAOBbIM 3aKkoHodaTenscTBoM Poccunckon Genepayun.

5. 3aKnuYnTenbHbIE NONMOXEeHUS

HacTosilwas gormkHOCTHasi MHCTPYKUMA pa3paboTaHa Ha OCHOBeE:

5.1 lNpodeccnoHansHoro craHgapta «CneunanucT Mo yrnpasneHUo nepcoHanomy,
yrBepKaeHHoro Npukazom Muntpyna Poccumn o1 09.03.2022 N 109H;

0.2 KBanupukaumoHHON XapaKTepuUcTUKM OOormKHOCTU «Cneynanuct no Kagpam»
(EQUHBIN KBaNM(PUKaLUUOHHBLIN CNpaBOYHUK OOIMKHOCTEN pyKoBoAWTesren, cneynanncTtoB U
cnyxawmx. Pasgen «ObuweoTpacnesBble KBanupnkaLuMoHHbIe XapakTepUCTUKN OOMKHOCTEN
paboOTHUKOB, 3aHATLIX Ha NPEeAnPUATUSX, B YYPEXOEHUAX U OpraHn3auusax», YTBepXKaeHHbIN
[Mpukazom MuHTpynga Poccumn ot 21.08.1998 Ne 37).
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