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IIOJIOKEHHE OF OTAEJE KAJIPOB
®EJIEPAJIBHOTO I'OCYJJAPCTBEHHOI'O BIO’KETHOI'O
OBPA3OBATEJBHOI'O YUPEKJIEHHMS BHICIHETO
MMPO®ECCOHAJIBHOT'O OFPA3OBAHMS «ACTPAXAHCKASI
T'OCYJAPCTBEHHASI KOHCEPBATOPHSI (AKAIEMUSI)»

1. O0ume moaoKeHust

Kagposas cmyxba denepansHOro rocyaapCTBEHHOTO — GHODKETHOTO
00pa3’oBATENBHOTO YYPEXKAEHHS BBICIIET0 NPOGECCHOHANEHOTO O06Pa3OBaHMs
«AcTpaxaHCKas TocylapCTBeHHas KOoHcepBatopus (akagemus)» @®I'BOY BIIO
NpeNCTaBIseT  COOOHM  CaMOCTOATENBHOE  CTPYKTYpPHOE  IOfpasielieHHe,
TIOMYHHEHHOE PEKTOPY KoHcepBartopuu. CTpyKTypa KaipoBOil cioyk6Bl H ero
IITaTHAsA YMCIICHHOCTh BKIFOYAET: HaYalbHUKA OTAesa KaJpoB, CIEHUAIUCTA IO
KaJipoBod pabore U TabeNbIlNKa.

Ha momkHOCTh HayambHHKa OTAENa KaJpOB HA3HAYAETCS JIMIO, HMEIOIIEE
BBICIIIEE IPOQEeCCHOHALHOE 00pa3soBaHHe M CTaX pabOTHl HAa PYKOBOZISIIUX
MOIDKHOCTAX HEe MEHee 5 jieT unM HaualnbHUK oTHena KagpoB HOTYHHSAETCS
HEIIOCPEJICTBEHHO PEKTOpY KoHcepBaTopuu. Ha BpeMs OTCYTCTBHMS HadaibHHKA
OT/eNa KaApoB (OTIYCK, GoNe3Hs, KOMaHIUPOBKA U Ipovee) TIpaBa U 0OsM3aHHOCTH
NEPEXOIAT K JIMILY, HA3HAY€HHOMY IIPHKa30M O KOHCEPBATOPHUM.

Ornen XanpoB B CBoel JHeATENBHOCTH MHOMKEH PYKOBOICTBOBATHCS
3aKOHOJATCNBPHBIMH ~ HOPMATUBHO-TIDABOBBIMH ~ aKTaMH,  METOIUYECKHUMHU

MaTepHallaMH II0 YIPaBJICHHIO IIEPCOHAIOM, TPYAOBLEIM 3aKOHOAATEIHCTBOM
Poccutickoit ®eneparium.

2. OcHoBHbI€ 321244 H GYHKIHH.

1. CBoeBpeMenHOe OGOpMIIEHHE TPYIOBOrO [OTOBOpa IpHEMa, nepeBoja u
YBONILHEHUS PabOTHUKOB B COOTBETCTBHH C TPY/OBEIM 3aKOHOLATENECTBOM,
TNOJIOXKEHUSMH, HHCTPYKIUSMH ¥ IPHKa3aMH PEKTOPA KOHCEPBATOPHUH.

VYdeT IU4HOTO cocTasa.

Benenue ycTaHOBIEHHON NOKYMEHTALMH IO KaJpaM.

Odopmrenre 6OTBHAYHEIX JIHUCTOB.

IlonroroBka JOKyMEHTOB IO IICHCHOHHOMY CTPAaxOBAaHMIO, 4 TaKke
JIOKyMEHTOB, ~HEOOXOINMMBIX JUIi Ha3HAaYeHWs TeHCHH  paGOTHHKAM
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KOHCEPBAaTOpPUM, OKa3aHHWE NOMOIIU IpPH MpEJCTaBIIeHHMM UX B [IeHCHMOHHEBIH
¢donz. :

6. TabenbHbIH yueT pabGoyero BpeMeHH.

CocraBnenne ¥ BHIIONHEHNE TPA(QUKOB OTITYCKOB.

8. ®OpMHpOBaHME W BeIEHHE JIHWYHBIX JIel pPAOOTHUKOB, BHECEHHE B HUX
HU3MEHEHHUH, CBA3aHHBIX C TPYOBOM IEATEILHOCTHIO.

9. llogrotoBka  HEOOXOAMMBIX  MaTepHANOB Ui  KBANTM(HKALHOHHBIX,
aTTCCTAIMOHHBIX, KOHKYPCHBIX KOMUCCHI.

10.3anmonHenue, y4eT u XpaHeHHe TPYAOBBIX KHIDKEK; OJCUET TPYNOBOIO CTaXA.

11.BHeceHre B TpyNOBBIE KHHKKH CBEJCHHN O MOOLIPEHHSX M HAIPaKICHHSX
paboTaroux.

12.Beienne BOMHCKOTO ydeTa ¥ GPOHUPOBAHHUIL.
13.1loAroTOBKa NOKYMEHTOB IO HCTEYEHHMH YCTAHOBIIEHHBIX CPOKOB TEKYIErO
XpaHEeHMs K claue Ha XPaHEHHUE B apXUB.

A

3. IlpaBa

1. KoHTponmupoBaTh COCTOSHHE TpPY[OBOH IUCLHMIUIAHEL B noapa3ieaeHusIX
KOHCEPBAaTOpUMM W coOmonenue paboTHMKamu [lpaBW1  BHYTpEeHHETo
TPYIOBOTO pacropsKa.

2. TpeGoBaTeb 0T noOApasieneHHil KOHCEPBATOPHH IIPEJICTABIEHUS CIIPaBOK,
JAHHBIX, OTYETOB, MHOW HMH()OPMAIMM, HEOOXOAMMBIX IJI OCYINECTBICHHS
OTAEJIOM CBO€iil IEeITENLHOCTH.

3. I[aBaTB YKa3aHuig noapasaciicCHUusIM KOHCEPBATOPHUH 110 BOIIpOCaM, OTHECEHHBIM
K BEACHHUIO KaJgpOB.

4. BHOCHTB NpPEIJIOXEHUS PYKOBOJUTENSM KOHCEPBATOPHH IO YILY4IICHHIO
Ka/IpoBOi paboThI B KOHCEPBATOPHH.

5. KoHTpomuposats HCIIONTHEHHE PYKOBOIUTENSIMH Hoipa3aesieHui
3aKOHOZATENIBHBIX aKTOB M IIOCTAHOBJICHUM IPaBUTENBCTBA, [OCTAHOBIICHMIA,
TNIPHKa30B ¥ PAaClOPHKEHNH PeKTopa KOHCEPBATOPHH IO BOMPOCAM KaIpOBOI
HOJIMTUKH U pabOTHI C TIEPCOHATIOM.

6. KonTponuposath cobmoneHHe NOpsAKa TPYHOYCTPONCTEa, YBOJIbHEHHUH,

nmepeoOyyeHuss  BHICBOGOXIAIOMMXCA  PabOTHHMKOB, IPEACTABIEHHS KM
YCTaHOBJIEHHBIX JIBI'OT ¥ KOMIIEHCAIIUIA.

4. OTBETCTBEHHOCTD

- Havanehuk oTmena xaipoB HeceT OTBETCTBEHHOCTH 3a J00OpOCOBECTHOE M
CBOCBPEMEHHOE BBINOTHEHHE QYHKIMI, BO3IOKEHHBIX HA OTIEI,

- Ha HavYalbHWKA OTJeNa BO3NAraeTcs OTBETCTBEHHOCTh 3a COONIONCHHE
JICHCTBYIOIIETO  3aKOHOJATENECTBA, BBIIOJIHEHHE IIPUKA30B U yKa3aHHi

PYKOBOJACTBA KOHCEPBATOPHH, MNPENOCTABIEHHE JOCTOBEPHOM HH(pOpMAIUU o
paborte otnena;
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= pa6OTHPIKI/I OTAC)Ia KaApOB HECYT OTBETCTBEHHOCTE B COOTBETCTBUM C MMOPATKOM
41 06’BeMOM, YCTaHOBJICHHOM COOTBETCTBYIOIIINMU JOJIKHOCTHBIMHU
HHCTPYKIHUAMH.

S. CiyxeOuble B3aHMOAEHCTBHA

BsaumogeiicrBue ¢ opranamu Ilencnonnoro ®onga

ExeronHo  (duBaph, ¢eBpanp) KaapoBas cloyx6a  JODKHA
NPEJOCTaBIATh B VYIIpaBIEeHUWE NEHCHOHHOTO (oHAa ropoga Actpaxau (1o
paliOHaM MPONMCKH) CHHCKH pPabOTHHKOB, IOCTUTAIOIMX B TEKYIeM |
CIIEZyIOILeM To/ly MEHCHOHHOTO BO3pacTa, a TakKe OCYIIECTBIATh HPAKTUIECKYIO
TIOMOIIb B NMOJTOTOBKE JOKYMEHTOB pPabOTHHKY, ¥ KOTOPOTO HACTYIIMIJIO IPaBO
IUI Ha3HAYCHWSI IEHCHH.

B coorserctBun ¢ 3akomom (Ne 27 ot 01.04.1996 r. «O6
WHAWBUAYAllbHOM [EPCOHH(MUIMPOBAaHHOM YYE€TE€ B CHUCTEME IEHCHOHHOIO
CTPaXOBaHMs») KOHCEPBATOPHUS  XEKBAapTAIbHO [OJAeT B [IeHCHOHHEIA (QOHN
CBeJIeHUs O 3apaboTKe BCEX CBOMX pabOTHMKOB. JIIsI OATOTOBKH JTHX CBEICHHI
KajipoBas Ciy0a obecreunBaeT OyXranTepuio J0CTOBEpHOI HHpOpMAarHeii.

B3aHMOﬂeﬁCTBﬂe C BOCHKOMAaTaMM H OTYETHOCTH IO BOHHCKOMY y4eTy

Kanposas ciyx6a 00s13aHa:

— IlpemocTaBisith B OTHeN BOGHHOrO KOMHCCapHara ACTpaxaHCKOM 06/1acTH
Mo  ropofy ACTpaxaHM €KEMECSYHO CBENECHHS O NPHHATHIX M YBOJEHHBIX
paboTHHUKAX, 00 M3MEHEHHSX B yYETHBIX [AHHBIX;  HAIPABIATH TIO 3anpocam
BOCHKOMATOB CBEJICHMS O IpakJaHax, MOMIEXANUX MPHU3BIBY; CIPaBKH (OPMBI
NPUIIOXKEHAS 3 JUISL IPEIOCTABIEHHS OTCPOYEK OT TPHU3BIBA; BPYYaTh [IOBECTKH O
AIBKS B BOCHHbIC KOMHMCCApHaThl; BECTH paboTy 1O GPOHHUPOBAHHIO PAGOTHHKOB;
©XETOMHO B KOHIE roZa IPEeNCTAaBIATh OTYET O YHCIEHHOCTH PabOTHHKOB M
“3a0pOHMPOBAHHBIX FPaXk[aH, MPeOHIBAIONINX B 3aIIace.

Bes paGora mo BejeHMIO BOMHCKOTO YdeTa OCYIIECTBISETCS B
COOTBETCTBMH C COCTABJICHHBIM IUIAHOM Ha TEKYIUil IO, yTBEPKIECHHBIM
BOCHHBIM KOMHCCAapuaTOM ropoxa Actpaxanu; @enepalbHBIM 3aKOHOM OT
28.03.98 r. Ne 53-®3 ¢ wusmenenmumamu ot 06.01.2007 r. «O BOMHCKOIK
005A3aHHOCTU M BOEHHOH ciyx6e»; IlocTaHoBIeHHEM npasutenscTBa Ne 719 or
27.11.2006 r. «IlomoxeHHe O BOWHCKOM y4YeTe» M C HHCTPYKIHWER 110
OpPOHHMPOBaHMIO rpaxkfiaH, MpeGblBaomux B 3amace o T 11.07.94 r. Ne 821 u
APYTHMH PYKOBOAAINUMHU JOKYMEHTAMH.

B3aumopeiicTeue ¢ oTxe1aMH KOHCepBaTOpHH

110 BONPOCaM MOJIYyYEeHHUS :
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33J]aHUil 110 KOMIUIEKTOBaHMIO KaJpaMH pabouux © CIENUAIHCTOB
TpeOyeMsIX Npodeccuii, clieHanbHOCTeH 1 KBATN(UKALIAN;

Ipe/UIoKeHnH 110 (POpMUPOBaHHIO rpadrKa OTITYCKOB,;

XapaKTEPUCTUK Ha COTPYAHUKOB OTJeNa,;

nHGQOpMAllUl O HapylmIeHHH pa0OTHUKAMH TMOJApa3JelieHusl TPYIOBOM
IOVCLUAIUIMHEL, IPaBUII BHYTPEHHETO paciopsiKa,

OOBSCHUTENBHBIX 3allHCOK OT HApyUIMTENeW TPYJOBOM NMCIMILIMHEIL,
IpaBUJI BHYTPEHHETO paclopsaKa. '

Ilo BONIpoCaM NpPEACTaABJICHMSA:

rpauka OTIIyCKOB;

KOIIMA TMpHKa30B O IpHeMe, [EepeMeIIeHUH, IepeBOAe, YBOIbHEHHH
pabOTHUKOB;

KOIIMH ITPUKA30B O MOOIIPEHUAX, HAarPOXKICHHUSIX;
KOIMH IIPHKA30B O HAJIOXKEHUSIX AUCHUIUTHHAPHBIX B3BICKAHUIA;
PE3yIBTATOB IIPOXOXKIEHUS KOHKYPCOB.

C OyxranTepueii mo Bonpocam NoJIy4eHHs:

JOKYMEHTOB O 3apabOTHOH miaTe paGOTHUKOB i O(GOPMICHHS IEHCHH,
BBI1Ia4¥ COOTBETCTBYIOIIHX CIIPABOK.

ITo Bonpocam nmpeacraBiieHHs:

tabens ydera pabouero BpeMenH;

KONMA MPHKA30B O MpHUEMe, IEepEMEIIeHUN, MepeBoJie, YBOJIbHECHUH
pabOTHUKOB;

IPOCKTOB IIPMKAa30B O IIpUEME, IICPEeMEIICHUH, NECPCBOAC, YBOJIBHEHUH
MaTCpHUajibHO OTBETCTBCHHBIX JIUII,

rpaduka OTITyCKOB;
OONBHUYHBIX JINCTOB;
KOIIMM ITPUKA30B O MaTepHaJIbHOM IOOIIPEHHUH.

C 10pHCKOHCYJILTOM N0 BONPOCAM MOJIYYEHHS s

3aKJIFOUEHUH, KOHCYJIBTAlUH IO IPaBOBEIM BOIIPOCAM;

Pa3bICHCHUH JEHCTBYIOUIErO0 3aKOHOAATENbCTBA, B TOM YHUCIE TPYIOBOIO
IpaBa;

3AKIIOYCHUHA O  COOTBETCTBMH  JEHCTBYIOIIEMY  3aKOHOJATENLCTBY
IIPEJCTABIICHHBIX IPOEKTOB JOKYMEHTOB; ‘



— 0000OIIEHHBIX pe3yIbTaTOB PACCMOTPEHHUS CYIaMH TPYIOBBIX CIIOPOB.

.

Ilo BONpoCaM NpeacTaBJACHHUSA:

— TIIPOEKTOB JOKYMEHTOB, B TOM 4HCJI€ IPOCKTOB IPHUKA30B O IIPHUEME,
IepeMEIEHUY, MepeBOjie, YBOIbHEHHH pabOTHUKOB, Ha MPABOBYIO
SKCIIEPTU3Y U JUISl BU3HPOBAHHUS;

— 3aIlpOoCOB I10 MPABOBBIM BOIIPOCAM.

HavanbHuK oTaena KaJApoB é//Z H.A.AmumoBa

CorsiacoBaHo: . g /
IOpuckoHCyabT O.B.BecesnioBckan



