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Hactosinee mono)keHWe omnpenenseT Ha3zHA4deHHWe, LENW, 3aJaud, QYHKIWH, IIpaBa,
OTBETCTBEHHOCTh M OCHOBBI JesrenbHOCTH OTnena kaapoB YacTHOTO mpodecCHOHAIBLHOIO
obpazoBatenpHoOro yupexxneHus «KoemK CoOBpeMeHHBIX TEXHOJIOTHHA W MeTUIMHE (naiee -
KOJUJIEIK).

1. O6umue mMosI0KEeH s
L. ITonoxxenue 06 oThene KaipoB (majsee — MOJOXEHKE, OTHEN COOTBETCTBEHHO)
pEraaMeHTUpyeT NEATeIbHOCTh OTHAeNa KaJpOB aBTOHOMHOM HEKOMMEpUEeCKOW OpraHm3alvu
cpennero npodeccHoHalbHOro 06pasoBaHus YacTHOro mpodecCHOHATBHOrO 00pa30BaTENLHOIO
yupexnenus «Kosnemk COBpeMeHHBIX TEXHOIOTHH W METUIIMHED)

2. Ortpen gBIseTcs CTPYKTYPHBIM NOIpa3ielieHHEM KOJUIe/DKa, KOTOPOe CO3MaeTCs,
peopraHusyeTcs U JTUKBUIUPYETCS Ha OCHOBAHUH MPHKa3a IUPEKTOpa.
2 Otmen B cBoefl  [EATENBHOCTH  PYyKOBOJACTBYETCA  JEUCTBYIOIIHAM

3aKoHofaTenbcTBOM Poccuiickoif @enepaiy, HOPMATHBHBIMH aKTaM¥, MPUHSITEIMA B
YCTaHOBJIEHHOM MOPSIIKE, Y CTaBOM KOJUIEIKa, MPUKa3aMu AupeKTopa, [IpaBunaMu BHyTpeHHEro
TPYZIOBOTO paclopsKa, HACTOSIIMM IOJOXKEHHEM H HHBIMHM YTBEP)KICHHBIMH B KOJUIEIDKE
JIOKaNbHBIMU HOPMATHUBHBIMY aKTaMH.

2. 3aga4m oTaesa

2.1. KomiuiekcHoe ofecredeHue AEATENPHOCTH [0 peanu3alvyd BOIPOCOB KaIpOBOH
TIOJINTHKY U CTPATeTHH KOJUTeKa.

2:2: OcymectBieHue KOHTPOJISI IOATOTOBKH, IIeperioiIrOTOBKU 1

MOBBIIICHUS ~ KBaIM(UKAIMKA  [EarorMuecKuX  pabOTHUKOB Y aJAMUHHMCTPAaTHBHO-
X034HCTBEHHOTO IIEPCOHAIA.
2.3. Obecnieuenue BHITIONHEHHUS ycioBUi [IpaBun BHyTpeHHEr0 TPy IOBOTIO pacmopsaKa.
3. ®yHKUUH 0T

3.1. KampoBoe 1 opraHu3allioHHO-IITaTHOE 0OeceueHne IeATENbHOCTH KOJIIEIKa.

3.2. TToaroToBKa mpemioKeHUH AUPEKTOPY KOJUIeKa 110 KapOBBIM BOIIPOCAM.

3.3. CoBMECTHO C PpYKOBOOWTE/SIMU CTPYKTypHBIX IIOZpa3feieHuii mnombop u
KOMILIEKTOBaHHE KOJUIe/DKa KaJpaMHu IeJarori4eckoro cocraBa H  aJAMHUHUCTPATHBHO-
XO3AHCTBEHHOTO TEPCOHANa B COOTBETCTBHMHM C LIEJIIMH, cTpaTerueil u mpoduiaeM KoJulemxa,
W3MEHSIOIIUMMKCS BHELTHUMH U BHY TPEHHUMH YCJIOBUSIMHU €T0 AEATENBHOCTH.

3.5. ®opmupoBaHne U BeleHUE OaHKa JAHHBIX O KOJNMYECTBEHHOM H KayeCTBECHHOM
COCTaBe KaJpoOB; OCYIIECTBIEHHE yu&Ta JMYHOIO COCTaBa KOJUIEIKa B COOTBETCTBHM C
yHAEGDHIHPOBAHHBIMU (OpMaMHy IEPBHYHON yUETHOH NOKYyMEHTALUH.

3.6. ®opMupoBaHue pe3epBa KaapoB KoJUIeKa U OpraHu3alys PaboTel C HHAM.

3.7. OGecrieueHre MPOBEASHUSI MEPOTIPHUSTHI 110 NOBBIIICHUIO KBAIU(HKALIUI KaJpOB.

3.8. [ToaroroBka, popMHUpPOBaHKE U clada HA XPAHEHUE B apXUB KaJPOBBIX JOKYMEHTOB
TI0 HCTEUCHHUH CPOKOB XPaHEHHs.

3.9. [IpoBeneHue atrecTallid pabOTHHKOB aIMHHHCTPATHBHO-XO3SHCTBEHHOIO
nepcoHaia KoJuiemKa.

3.10. Ocy1imecTBiieHHE:

3.10.1. Pa3paoTKa TaTHOTO PacHKUCaHMs COBMECTHO ¢ OyXranTeprel KoJuIemKa.

3.10.2. KoHTpoJib HATH4Ms U CBOCBPEMEHHOW Pa3pabOTKM NOIKHOCTHBIX MHCTPYKIIHH
COBMECTHO C PYKOBOIUTEISIME CTPYKTYPHBIX NIOApa3/ieICHNH KOITeIKa.



3.10.3. IlpencTtaBneHus B YCTAHOBJIEHHOM IIOpSOKE CBENEHHH IO YCTAHOBIECHHBIM
(popMaM OTUETHOCTU B BBIIIECTOSIIME 110 MOAYHHEHHOCTH U JPYTHE BEIOMCTBA.

3.10.4. PaccMoTpenus NoCTynaomux oOpaImeHuii o KaapoBEIM BOMPOCAM, IPHHATHS 1O
HUM COOTBETCTBYIOLIUX PELICHUH B Mpe/iesiax CBOeH KOMIIETeHTHOCTH U IIOTOTOBKH IIPEIJIOKEHUH
JUPEKTOPY KOJUIemKa.

3.11. Opranuzanus paGoTsl MO JIOKyMEHTAIBHOMY O(QOPMIIEHHIO NpUEMa, HepeBoa
yBOJIbHEHUs. DPaOOTHMKOB: IIpMeM, y4YeT 4 o00paboTka 3asBIECHMH; MOATOTOBKA TPYHOBHIX
JIOTOBOPOB C PabOTHUKAMH U M3MEHEHHH K HMM; 3allOJIHEHHE, XpaHeHHe, BHAYa TPYIOBBIX
KHIDKEK M JPYI'MX KaJpOBBIX JTOKYMEHTOB B COOTBETCTBHH C TPYHOBBHIM 3aKOHONATEIHECTBOM
Poccuiickoii @eneparuu.

3.12. Bepmenwe nWMHBIX JEN M JIMYHBIX KapTOYeK DPaGOTHHKOB KOJIEMKA, IPYToi
YCTaHOBJICHHOU KaJApOBOH JOKYMEHTAITHH.

3.13. Odopmnenue u HopMUPOBAHHE COBMECTHO ¢ OyXraiTepHell COOTBETCTBYIOIIHX
JOKyMEHTOB IO IEHCHOHHOMY CTpPaxOBaHMIO M IpEACTaBI€HUE HX B OTHAeleHHe (OoHIa
MIEHCHOHHOT0 ¥ COLHMAaNbHOro crpaxosanus Poccuiickoii ®enepanun mo YP.

3.14. YBenomnenne M yuéT HCNONB30BaHUI PabOTHHKAMM, OQOPMIIEHHE Pa3IMYHBEIX
BHUJIOB JIONIOJIHUTENLHEIX OTILyCKOB B COOTBETCTBHH C CYIIECTBYIOIINAM 3aKOHOIATEILCTBOM.

3.15. TlogroroBka MPHKAa30B: IO HA3HAYEHUIO, MPUEMY, IepeBoly (IEpeMEMIEHHIO),
YBOJIbHEHHIO PaOOTHMKOB, OTIyCKaM, KOMAHIUPOBKaM M MAPYTHM KaIpOBBIM BOIPOCAM B
COOTBETCTBUH C TPeOOBaHUAMHM TPYIOBOTO 3aKOHOJATENbCTBA, CYIIECTBYOMIUMH TOJI0XKEHUIMH
Y UHCTPYKIUSIMHU.

3.16. IToncu&t pa3snuyHBIX BUIOB cTaxa (00IIero TpyJ0BOro, MeAarorH4ecKoro); BeIaun
CIIPaBOK O HACTOSAIIEH M IPOLUION TPYAOBOH IeSTETHPHOCTH PaOOTHUKOB.

3.17. OcopmiieHHE U COTJIaCOBaHUE HATPAJHBIX MATEPHAIOB O IPHCBOEHUH MMOYETHEIX
3BaHUM U HarPaXIEHHUAX roCy JapCTBEHHBIME HarpagaMu U Harpagamu YedeHnckoil Pecmy6muku.

3.18. IloaroToBka aHaJIUTUYECKUX, CIIPABOYHBIX, OTYETHBIX W WHBIX MaTEpPHAIOB IO
Ka/IpOBBIM BOIPOCAM.

3.19. OxazaHue METOOUYECKOH M KOHCYJBTAIlHOHHONW TIOMOIIM CTPYKTYPHBIM
NoZIpa3/ieNIeHHsIM KOJUIe/Ka 10 KaJIpOBBIM BOIIPOCAM.

4.1lpaBa otgena

Ornen nMeer npaso:

4.1. VYuacTBoBaTh B paboTe OpPraHOB YIpaBIEHHS KOJUIEMKa IIPU
PacCMOTPEHHH KaIPOBEIX BOIIPOCOB.

4.2. IlpencraBUTENbCTBOBAThH B YCTAHOBJIEHHOM MOpPSIAKE OT HMEHH
KOJJlepka II0 BOIpOCaM, OTHOCSAIIMMCS K KOMIETCHIMM OTHENa, BO
B3aMMOOTHOIIEHHUAX C TOCYJAapCTBEHHBIMH M MYyHHIMIAIBLHBIME OpraHaMH,
CITyxk0aMU 3aHSITOCTH, JPYTHMHU MPEANPUSTUIME U OpraHU3aLUSIMH.

4.3. BHOCHTH TpemioXKeHHs II0 COBEPIICHCTBOBAHHIO pabOTHl €
KaJipaMH.

4.4. 3ampaluBaTh U MOIy4YaTh OT BCEX CTPYKTYPHBIX MOJPA3AEICHUM
U pabOTHHKOB KOJUIEIXAa CBENECHMS, HEOOXONUMBIE Ul  BBITIOJHEHUS
BO3JIOKEHHBIX Ha OT/ET 3a7ay.

4.5. Tlomyuats oT CTPYKTYpPHBIX IOJpa3JeneHuit
KOJUIeIKa MOKYMEHTHI,  HeoOxomumele i npuéma, a  TaKkke
BBICBOOOXIeH!S paOOTHUKOB TPH YBOJIBHEHHUH 110 MHUIIMATUBE paboTONATEN.

4.6. JlaBaTp paspiCHeHWS W pEKOMEHIALMd [0  BOIPOCAM,
OTHOCSIIIHMMCS K KOMIIETEHIIUH OT/eJIa.



4.7. TlpoBOOUTH COBEHIAHHS ¥ YYacCTBOBAThH B COBEIAHUSX,
NIPOBOJUMEIX B KOJIJIEIDKE IO KaJPOBLIM BOTIPOCAM.
4.8. TpebGoBaTh OT pyKOBOOHUTENEH CTPYKTYPHBIX MOAPa3AeIeHHI
MIPEBAPUTEIIBHOTO COTTIACOBAHUS IIPOEKTOB IIPUKA30B, HHCTPY KIIHA, TOI0KEHUH
U JpYrux OpraHU3alMOHHO-PACIOPSAAUTENBHBIX HOKYMEHTOB, KaCarOIUXCS
KaJpOBBIX BOIIPOCOB.
5. OpraHu3auHoOHHAS CTPYKTYPa OTAE 2
5.1. Otnen nom4MHAETCS HETIOCPEICTBEHHO UPEKTOPY KOJUIEIKA.
5.2. PyKOBOZICTBO OTHENOM OCYIIECTBISET HAdYalbHHK, HA3HAYAEMBIH Ha JOJDKHOCTD
JUPEKTOPOM KOJUIEMKA.

5.3. llpyrue paGOTHHKE OT/eNa HA3HAYAIOTCS Ha JOJDKHOCTH MPHKA30M JUPEKTOPA IO
IPENCTaBICHUIO HAualbHUKA OT/ENA.

5.4. CtpykTypa ¥ INTaTHOE PacNUCaHUE OTHENA, M3MEHEHHS K HEMY, yTBEpXIAIOTCS
JUPEKTOPOM KOJUISKA B y CTAHOBIEHHOM MOPSIKE, HCXOs1 U3 00beMa pelraeMbIX 3aad.

6. BsaumopeiicTBHe 0TAENA ¢ APYTHMH CTPYKTYPHBIMH HOApa3AeeHHIMH KOJLIeIKa

6.1. Insa BeimonHeHus QyHKIWH W peanu3anuyl Mpas, NPeLyCMOTPEHHBIX HACTOSIIUM
TIOJIOXKEHHUEM, OTAE/ B3aHMOEHCTBYET CO BCEMU CTPYKTYPHBIMH MOAPa3AEIeHUSIME KOJUIEIKA.

7. OTBeTCTBEHHOCTDb OT/E]a

7.1. OTBETCTBEHHOCTh 3a HaJJIeXallee, KAUeCTBEHHOE ¥ CBOEBPEMEHHOE BHINIOJHEHHE
OT/IeJIOM 3a7a4 U (QyHKIK#, BO3JIO)KEHHBIX HACTOSIIMM MOJIOKEHHEM, HECET HAYaIbHUK OTIENa.

7.2. Ha HagaspHUKa OTAENa BO3JIaraeTcs MepCoHaNIbHAS OTBETCTBEHHOCTE 3a:

- TIOJIHOTY, Ka4€CTBO U CBOEBPEMEHHOCTD BHINOJTHEHHUS BCEX 3aKPEIUIEHHBIX 32 OTIEIOM
3ama4 v QyHKIWIA,

- HapylleHHE COXPaHHOCTH W KOH(PHUICHIHATBHOCTH B paboTe ¢ uHboOpMaiei u
JNOKyMeHTalie! oTaena;

- HecoOJIOieHNe YCTaHOBICHHOIO NOpsAAKa paboTHl ¢ JIOKyMEHTaMU, a TaKkKe yTparty,
HOp4y TOKYMEHTOB;

- CBOEBPEMEHHOE U TOYHOE BHITIOJIHEHUE YKa3aHUH U MOPYUYESHUH TUPEKTOpa KOJUIEDKa;
- HEKa4eCTBEHHOE BBINOJIHEHHE 00513aHHOCTEH pabOTHUKAaMU OTHENIA;

- HecoOmoieHue pabOTHUKAMU OT/ENa MPaBW BHYTPEHHErO paclopsaka, TPYIOBOi H
UCTIOJIHUTENBCKOM MUCHIUIUIMHEL.

7.3. OTBETCTBEHHOCTh pPabOTHHMKOB OTHENa YCTaHABIMBAETCA WX HOJKHOCTHBIMHU
UHCTPYKIUAMH.

7.4. Bce paGOTHHKH OT[ENa HECYT NMEPCOHATIBHYIO OTBETCTBEHHOCTH B COOTBETCTBUU C
JNEeUCTBYIOIUM 3aKOHOAATeNbcTBOM Poccuiickoit ®@enepanuy, a Takke 3a pasrialleHue
ciykeOHOH TaiiHbl, CTaBUIEH UM WU3BECTHOW B pe3yJIbTaTe BBHINOJHEHUS MMHU CBOMX CIyXKeOHBIX
00s13aHHOCTEH.
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3 Bypainos X IO. ‘ 23.01.2026r.

4. Haraesa JI.H. 23.01.2026r.
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6. Mucep6uesa JI.A., 23.01.2026r. i

7. Wsmawmnos JI.C, 23.01.2026r.

8. Ilamaes A.M. 23.01.2026r.

9. Actamuposa JI.M, 23.01.2026r, |

10, Axmenosa K.C. T Boee, T

1. Basaposa S.A. " B T

12. BaxapHFOB;C.A. | 23.01.51)3&.

13, Uynanosa M.V, 23.01.2026r.

14. Tanraesa 5. M., : 23.01.2026r.

Is. MaxnmyTtosa J1.B. 23.01.2026r.

16. HapmoeBa M.III. 23.01.2026r.

17, I'epmixanosa 3.A, 23.01.2026r.

18. Apcanykaesa X.C., 23.01.2026r.
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