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1. OGwme nosioskeHust

Kamposas cimyx0a (enepanrbHOro rocyfapCTBEHHOTO  GHOIKETHOIO
00pa3soBaTeNIbHOTO  YUPEXIEHHS  BHICIIETO  0OOpa3oBaHHSA  «ACTpaxaHCKas
rocynapcteeHHas koHcepBaropus» (®I'BOY BO AI'K) mpexncrasBiaser co6oi
CaMOCTOSITEIbHOE ~ CTPYKTypHOE  MOApas[eleHHe, MOJUYMHEHHOE  PEKTOpPY
KoHcepBaTtopud. CTpyKTypa KaapoBO# CIy»Obl M €ro IITaTHas YHCJIEHHOCTb
BKIIIOYAET: HavalbHUKAa OTZAENa KajpoB, CIELHalucTa [0 KaapoBOM paboTe u
TabeNbIInKa.

Ha nomxHOCTE HavalbHHKA OTHENA KaJpOB HA3HAYAETCS JIMLO, MMEIOIIee
BBICIIEE NPO(ECCHOHANTBHOE 00pa3oBaHHE M CTaX pPaGOTBI HA PYKOBOSIIUX
AOJDKHOCTAX He MeHee S ueT. HavanpHuMK oOTmena KaapoB IOJUHHSETCSI
HETIOCPEACTBEHHO PEKTOpY KOHCepBaTopuu. Ila Bpemsi OTCYTCTBHMs HavajibHUKA
OTZeNa KaJpoB (OTIIyCK, 6oIe3Hb, KOMaHIUPOBKA U IIpoYee) NpaBa U 06s3aHHOCTH

nep‘exonﬂ'T K Juny, HaBHa‘-IeHHOMy IIPAKa30M I10 KOHCEPBAaTOPHH. ) 3

Otmen kanpoB B CBOeH [JESTENBHOCTH JOMKEH pPYKOBOICTBOBATHCS
3aKOHOAATCIIbHBIMU ~ HOPMATHBHO-IIPABOBBIMH  aKTaMH,  METOOUYECKHUMU
MaTepUajaMyi [0 YIPaBJICHHIO IIE€PCOHAJIOM, TPYIOBBEIM 3aKOHOAATENHCTBOM
Poccuiickoii @eneparun.

2. OcHOBHbIE 3a1a4H M (PYHKIIHH.

I.CBoeBpemMernHOEe O(OpMIIEHHE TPYHOBOrO JIOTOBOpa IIpUeMa, MepeBoJa U
YBOJIbHEHHUsI pabOTHUKOB B COOTBETCTBHH C TPYIOBHIM 3aKOHOIATEIHCTBOM,
TIOJIOXKEHUAMH, HHCTPYKIMSAMH U [IPUKA3aMHU PEKTOpa KOHCEPBATOPHH.

2. YdeT IUYHOTrOo COoCTaBa.

3. BeneHune ycTaHOBIIEHHOMN NOKYMEHTALUH MO KaAPaM.

4. OcopmiieHre 6ONEHUYHBIX JTUCTOB.

5. IlonroroBka AOKyMEHTOB IO TNIEHCHOHHOMY CTPaxOBaHMIO, a TaKKe JOKYMEHTOB,

HEOOXONMMBIX /ISl Ha3HA4YeHHMs NEHCHH DPaGOTHHUKaM KOHCEPBATOPUH, OKa3aHHe

TIOMOIIM IIPY NpeCTaBleHUH uX B [IeHCHOHHBIN (oH.

6. TaGenpHbIN yueT paGoyero BpeMeHH.

7. CocrapiieHHe U BHIIOJIHEHHE rPAQUKOB OTITYCKOB.

8. @OpMHpPOBaHKE U BEJICHUE JTHYHbBIX Je] PAGOTHUKOB, BHECEHHE B HUX M3MEHEHHIL,

CBSI3aHHBIX C TPYAOBOU NEeATEIHHOCTEIO.

9.IlonroroBKa HEOGXOAMMBIX MATEPHAIOB ISl KBATH(DUKAIIMOHHEIX, ATTECTALIMOHHbIX,

KOHKYPCHBIX KOMHCCHH.

10. O. 3anonnenue, yueT u XpaHeHHe TPy JOBbIX KHIMKEK; MTOJICUET TPYHAOBOTO CTAXKA.
BHeceHne B TpynoOBble KHWXKKM CBEIEHHH O TMOOLIPEHHAX M HArpaXKICHHIX

paboTaromux. .
11.Benenre BoMHCKOrO yyeta u GpOHMPOBAHHS.



12.IloaroroBka [JOKYMEHTOB IO HCTEYEHMH YCTaHOBJICHHBIX CPOKOB TEKYIIEro
XpaHEHHs K C/lavye Ha XpaHEHHEe B apXHB.

3. IIpaBa

1.KoHTponupoBathk  cocrosHWE TPYmOBOM  AMCHMILIMHEI B HoJIpa3 e IeHUSIX
KOHCEpBATOPHH M COOMO/eHHEe DPaGOTHHKaMH I[IpaBUI BHYTpPEHHEro TPYAOBOTO
pacropsika.

2. TpeboBath OT moapasiencHuit KOHCEpBATOPUH IMPE/CTABICHUS CIIPABOK, JAHHBIX,
OTYETOB, MHOW HMHOpOpMaIMH, HEOGXOAUMBIX IS OCYINECTBIEHHS OTIEIOM CBOENl
eI TeIbHOCTH.

3. laBaTh yKa3aHHs MOApPa3/eIeHUsIM KOHCEPBAaTOPUHU IO BOMPOCAM, OTHECEHHBIM K
BEJICHHIO KaJIpOB. '

4. BHOCUTB TIpEMIOKEHUS pyKOBo,uHTen;IM KOHCEepPBATOPHH 10 YIIyUIICHHIO KapOBOii
paboTEl B KOHCEPBATOPHH.

5. KonTponuposats MCIIONTHEHHE PYKOBOIUTEIAMH IOApa3ieeHuil «%
3AKOHOJATEIPHBIX aKTOB M IIOCTAHOBJIEHWM IPABHTEIBCTBA, 1OCTAHOBIEHHMI, &
PUKA30B M PAaCIOPSKCHMH pEKTOpa KOHCEPBATOPHH ~TI0 BOMPOCAM KaJpOBON
TIOJIMTHKH U pabOThI C IIEPCOHAIIOM.

6.KonTponmuposate  coGnromenne  mopsiaka JATyJOYyCIPOMCTBA,  yBOJIGHEHH,
nepeolyYeHns BRICBOOOXK AAIOIIUXCS PAGOTHHKOB, IIPE/ICTABIEHUS UM YCTaHOBJIEHHBIX
JIBIOT M KOMITEHCAIIHIA.

4. OTBEeTCTBEHHOCTD

HavyaneHuk oTmena KaipoB HeceT OTBETCTBEHHOCTh 3a 100pOCOBECTHOE M
CBOCBPEMEHHOE BBINOJHEHHE (YHKIMH, BO3NOXEHHBIX Ha OTJEN; Ha HAYAIbHUKA
OTACla  BO3JIAraeTCs  OTBETCTBEHHOCTh 33  COONIOJEHHE  JeHCIBYOLIEro
3aKOHONATE/IBCTBA, BBINOJIHEHHE NPHKA30B M YKa3aHUH PyKOBOACTBA KOHCEPBATOPHH,
NpeNocTaBIeHNe OCTOBEPHOM HH(OpManuu o paboTe oTaeNa;

pabOTHUKK OTJeNa KaJpOB HECYT OTBETCTBEHHOCTh B COOTBETCTBHH C HOPSIIKOM
06bEMOM, yCTaHOBIEHHOM COOTBETCTBYIOLIMH JOJKHOCTH BI MU UHCTPYKIMSIMH.

S. CayxkeOHble B3aumMoaeiicTBHs

Bsaumonelicteue ¢ opranamu IlencrnonHoro ®ouaa

ExceronHo (sHBaps, ¢eBpanb) kamposas ciyx6a IOJDKHA IIPENOCTaBISITh B
YnpasieHue neHCHOHHOTO (OHa ropoja AcTpaxaHu (1o paifoHaM IPOMKUCKH) CITUCKH
PabOTHHKOB, IOCTHTAIOIIUX B TEKYIIEM ¥ CIIEAYIOMIEM rofy IEHCHOHHOTO BO3pacTa, a
TaKKE OCYIECTBIATH NIPAKTHYECKYIO TIOMOLLb B MIOATOTOBKE JOKYMEHTOB PaGOTHHKY,
Y KOTOpOro HaCcTYIIMJIO ITPaBO JJIs HA3HAYEHUS IIEHCHH.



B coorBerctBum ¢ 3akoHom (JI. 27.04.1996r. «OO6 UHAUBUIYaTEHOM
NepCOHU(UIIMPOBAHHOM  y4yeTeé B  CHUCTeMe [EHCHOHHOI'O  CTPaXOBaHUS»)
KOHCEpBaTOpUsi  exemecsiuHo nozaeT B [leHcuoHHBIN oHA cBeneHUs o 3apaboTke
BCEX CBOMX pabOTHHUKOB. /I NOArOTOBKM STHX CBEIEHHUH KaJapoBas Clyx0a
obecrieunBaeT OyXrajqTepuio JOCTOBEPHOU HHPOPMALIUE.

BzaumozeiicTBue ¢ BOGHKOMaTaMy U OTYETHOCTH [10 BOMHCKOMY YYeTy
Kanposas ciyx6a o6s13ana:

[IpenocraBnaTe B OTHENl BOGHHOrO Kommuccapuara AcTpaxaHCKOW O0JacTH IO
ropony AcTpaxaHH €XeMeCsYHO CBeIEHHUS O MPUHATHIX U YBOJEHHBIX pabOTHHKAX, 00
U3MEHEHHMSX B yYETHBIX JAaHHBIX; HAIPABIATH 110 3aIIpOCaM BOEHKOMATOB CBEJEHUS O
rpaxkiaHax, IOUIeKAIMUX MpPHU3bIBY; CHOpaBKA (GOpMBI MPUIIOKEHUS 3 s
NPEJOCTaBICHUs] OTCPOYEK OT IpU3bIBA; Bpy4yaTh IIOBECTKHM O SIBKE B BOCHHBIE
KOMHMCCapHaThl; BECTU paboTy 110 OpOHHPOBaHHIO paOOTHUKOB; €XXEer0JHO B KOHIIE roJia
IPEACTABIIATh OTYET O YUCICHHOCTH pPabOTHHUKOB M 3a0pOHUPOBAaHHBIX IpaxJiaH,
npeGBIBAIOMIKX B 3amIace. - ' A

Bcst pabora mo BefeHHIO BOMHCKOTO ydeTa OCYLIECTBASETCS B COOTBETCTBUH 3{
COCTaBJIEHHBIM IUIAHOM Ha TEKYILUUH IOJI, YTBEPXKACHHBIM BOCHHBIM KOMHUCCApUaTOM
ropoga Actpaxanu; Koncrutynumeit Poccuiickoit ®enepanun, denepaibHBIMU
3aKOHaMH, yKa3aMu M pacnopsbkeHussMu [IpaBurtensctBa Poccuiickoit ®@enepanuu,
IIOCTAaHOBJIEHUSIMU M PACTIOPSHKEHUAMU MesKBeJOMCTBEHHOM KOMHICCHH TI0 BOIIPOCaM
OpoHHpOBaHMsI IpaXKaaH, NpeOBIBAIOIIMX B 3amace; B 4acTHOCTH — DenepaibHBIM
3akoHOM OT 28.03.98 r.53-®@3 «O BOMHCKOW O00SI3aHHOCTH M BOEHHOW CITy)KOe»;
QenepanpHbiM 3ak0HOM P® ot r. 61-O3 «O6 obopone» (B pexa. ot 05.05.2010 r.),
OenepanbHbIM 3aKOHOM OT 26.02.97 1. 31 -®3 «O MOOMIM3ALMOHHOW MOATOTOBKE U
Mobunu3anuu B Poccutickoit @enepanuny»; [Tocranosnenuem [IpaBurensctea PO orr.
719 «O6 ytBepxnaeHun IlonoxeHuss o BoumHCKkOM yuere» (pen. oT 14.02 r.) u
MHCTPYKIUM 10 OpOHUPOBAaHMIO Ha TMEPHOA MOOWIM3alMHd W Ha BOECHHOE BpEMS
rpaxnaaH Poccuiickoit @enepanuu, npebriBaromux B 3anace BC PO, yTBepxaeHHON
ITocranoBneHuem 4 .

MexBeZIOMCTBEHHON KOMHUCCHM IO OpPOHMPOBAHHUIO Ipax<aH, MpeObIBaIOLIMNX B

3ainne, ot 03.02.2015 r. 664.

BsaumognelictBue ¢ oTaenaMu KOHCEPBATOPHM [0 BOIPOCaM TMOJYUYEHUS:
3aJ]laHMii 110 KOMIUIEKTOBAaHHUIO KaJgpaMHu pabouux M CIELUATHCTOB TpeOyeMbIxX
npodeccuii, crielaabHOCTEH M KBaIM(DUKALMK; MPEIIOKEHUN 110 (GOPMHUPOBAHUIO
rpaduka OTIyCKOB; XapaKTepHCTHK Ha COTPYIHHKOB OTAeNa; HHGOpPMAIMU O
HapylleHHH pabOTHUKaMU IOApasfeNieHHss TPYAOBOH JAUCHUIUIMHEI, IPaBHII
BHYTPEHHETO pACIOpsiKa; OOBACHUTENBHBIX 3aIUCOK OT HapyLIUTeNedl TpyHOBOM
JVCLMITINHBL, IPaBUJI BHYTPEHHETO pacriopsiaka. ‘



ITo Bompocam npeacTaBiieHUs: rpaduKa OTIIyCKOB; KONHUI IPUKA30B O IIPHEME,
niepeMeIIeHIH, IepeBO/ie, YBOJILHEHUH PaOOTHUKOB; KOMHUI IPHKA30B O MOOLIPEHHUSIX.
HarpaXIeHUsIX; KONH IPUKa30B O HAIOXKEHHUAX AUCLUIUIMHAPHBIX B3BICKAHHM!
pe3yJIbTaTOB MIPOX0XKAEH!S KOHKYPCOB.

C Oyxrayirepueid o BonpocaM MOIYUYEHHUs: JOKYMEHTOB O 3apabOTHOM IIaTe
pabOTHUKOB JUTsl 0OPMIIEHUS IEHCUH, BbIJa4l COOTBETCTBYOIIUX CIIPABOK.

[Io BompocaM mnpencraBieHusi: Tabens ydera pabodero BpPEMEHM; KOIMK
MPUKA30B O MpUEMe, MEepeMEelIeHUH, IepeBO/ie, YBOJIbHEHNH PaOOTHHUKOB; IIPOEKTOR
NpUKa30B O IpueMe, IepeMelleHUH, MEePEeBOAe, YBOJIBHEHHH MAaTEPHAIIBHO
OTBETCTBEHHBIX JIUI; Ipa@uKa OTITyCKOB; OOJBHUYHBIX JIUCTOB; KOMMN INPUKA30B O
MaTepUaIbHOM IOOLIPEHHH.

C IOpUCKOHCYIBTOM 10 BOIIPOCAM ITOJIYYEHMUS 3aKIII0YEHHH, KOHCYJIbTALlUH 110
IIPaBOBBIM Pa3bsICHEHUI NENCTBYIOLIErO 3aKOHOAATEIbCTBA- B TOM YKCJIE TPYAOBOIO
IIpaBa; 3AKIIOYEHHH O  COOTBETCTBHM  JeHCTBYIOIIEMY 3aKOHOI[aTeJ'II>CTB)i
NPEJCTaBIIEHHBIX MPOEKTOB JAOKYMEHTOB: OOOOIIECHHBIX pe3yJIbTaTOB PaCCMOTPEHHs
TPYAOBBIX CIIOPOB.

IIo BommpocaMm mpeacTaBiIeHUs: IPOEKTOB JOKYMEHTOB, B TOM YHUCJIE IIPOEKTOB
TIPUKAa30B O IIpUeMe, IepeMEIICHUH, IEPEeBOIe, YBOJIIbHEHHMH PaOOTHUKOB- Ha
MPaBOBYIO 3KCIIEPTH3Y U JAJIsI BUSHPOBAHUS; 3aIIPOCOB I10 IIPaBOBBIM BOIIPOCAM.
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