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[Tpunoxenue Nel k npukaszy Ne 19-/10-24 ot 29 aBrycra 2024 1.

COI'ZTACOBAHO YTBEPKIAIO
Ha 3aCC/IaHII Hupexrop AHIIOO «MKCOUUT»
Ilegarornueckoro Cosetra
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oT « 29 » aBrycra 2024 1.

Cepradurar: 01645FTF00AGBTABATAE2FFF62
Baangesen: Sipomyk Anaronnii bopucoBuy
HeiicTeaTesen: ¢25.10.2023 mo 25.01.2025

A.B.Spomyxk

« 28» aprycra 2024 1.

IHOJIOKEHHUE
Ob OTJAEJIE KAZIPOB

AHITOO «MOCKOBCKHUM KOJLIEIX COITAUAJIBHO-9KOHOMUYECKNX
U THO®OPMAIIMOHHBIX TEXHOJIOT Ui1»

MockBa, 2024



Hacrosimee mnonokeHue ompenenseT Ha3HAYeHHWE, LENH, 3a4add, (QYHKLIUHU, IpaBa,
OTBETCTBEHHOCTb M OCHOBBI JesTeslbHOCTH Otnena KagpoB ABTOHOMHON HEKOMMEPYECKOMN
npodeccuoHaIbHONH 00pa3oBaTeNbHON oOpraHu3auud  «MOCKOBCKMH KOJJICIK COIUAIBHO-
HKOHOMHUYECKUX U MH()OPMAIIMOHHBIX TEXHOJIOTHIN (J1aee - KOJJIeK ).

1. OOmue nMoJ0KeHus

1. Tlonoxenue 00 oraene KaapoB (Hajnee — MOJOKEHHE, OTIEI COOTBETCTBEHHO)
perjlaMeHTUPYET ACSATEIBHOCTh OT/ENa KaJpOB aBTOHOMHON HEKOMMEPUYECKOW OpraHu3aluu
cpenHero mpodeccnoHaIbHOTO 00pa3oBaHus ABTOHOMHOW HEKOMMEPUYECKOU MPOECCHOHATBHON
oOpa3oBaTenbHON  opraHu3auuu «MOCKOBCKMM KOJUIEIPK COLIMAJIbHO-)KOHOMHUYECKUX U
WH(OPMALIMOHHBIX TEXHOJIOTHIN.

2. Otgen sBiseTcs CTPYKTYPHBIM MOJApa3JelieHueM KOJUIeKa, KOTOPOE CO3[aeTcs,
peopraHu3yeTcs ¥ JIMKBUIMPYETCS Ha OCHOBAHHH MIPHKa3a JUPEKTOpA.

3. OTnen B cBOEH NEATEIBHOCTH PYKOBOJICTBYETCS IEHCTBYIOIIMM 3aKOHOAATEIHCTBOM
Poccuiickoii denepaiiiu, HOPMATUBHBIMU aKTaMH, MPUHATHIMH B YCTAHOBJICHHOM IMOPSJIKE,
VYcraBoM KoJuleka, IpUKa3aMu JUpeKTopa, [IpaBuinaMu BHyTpEHHEro TpyAOBOTO paclopsIKa,
HACTOSIIINM TOJIOKEHUEM M MHBIMHU YTBEP)KJICHHBIMU B KOJUJIC/KE JIOKAJIbHBIMA HOPMATUBHBIMU
aKTaMH.

2. 3ana4u otaesia

2.1. KommiiekcHoe oOecrieyeHue IesSTEIbHOCTH MO peaiu3allid BOIPOCOB KaJIpOBOU
MOJINTUKYU U CTPATETUHN KOJUIEKA.

2.2.  OcyuiecTBi€HUE KOHTPOJISI TOATOTOBKH, MEPENOATOTOBKM W  TOBBILICHUS
KBaJTM(DUKAIMY TTeJarorndeckux paboTHUKOB M aIMUHUCTPATUBHO-X03{CTBEHHOTO MEPCOHATA.

2.3. ObecnieveHne BLIMOTHEHUS yciaoBuid [IpaBuil BHyTpeHHEr0 TPYAOBOTO paciopsIka.

3. DyHKUMHU OTAEIA

3.1. KanpoBoe u oprann3aioHHO-IITATHOE O0EeCTIeUeHUE IeATEIbHOCTH KOJIIeIXkKa.

3.2. [loaroToBka npeaioKeHUi AUPEKTOPY KOJIJIEIXKA MO KaIPOBBIM BOIIPOCAM.

3.3. COBMECTHO C PYKOBOJMUTEIAMH CTPYKTYPHBIX TMOJpa3JeiCHU moadop U
KOMILUIEKTOBAaHME KOJUIEDKA KaJpaMH MEeJIarormyeckoro cocraBa M aJIMHUHUCTPATUBHO-
XO3SIUCTBEHHOTO TEpPCOHANa B COOTBETCTBUU C IIENMHU, CTpaTrerueil u mpoduiem Koiiemxka,
M3MEHSIOIIMMHUCS BHEITHUMU U BHYTPEHHUMH YCJIOBUSIMU €T0 JIEATEIbHOCTH.

3.5. ®opmupoBaHUe M BeACHHE OaHKa MAHHBIX O KOJWYECTBEHHOM U KauyeCTBEHHOM
COCTaBe KaJIpoB; OCYILECTBICHHE Y4E€Ta JMYHOIO COCTaBa KOJUIE[Ka B COOTBETCTBUHU C
yHUDUIIMPOBAHHBIMU (hOpMaMU TIEPBUIHON YIETHON JOKYMEHTAITUH.

3.6. ®opMupoBaHUE pe3epBa KaIpoB KOJUIEIKa U OPraHU3aIus padOThl C HUM.

3.7. OGecnieueHune NpoBEACHIS] MEPOTIPUATUH 110 MOBBIIIEHUIO KBATU(PUKAIUU KaJAPOB.

3.8. IloaroToBka, popMupoBaHUE U cllada HA XPAaHEHHUE B apXUB KaJIPOBBIX JIOKYMEHTOB
M0 UCTEYEHUH CPOKOB XPAHECHHSI.

3.9. [IlpoBexenue arrecTalii pPaOOTHUKOB aJIMHUHHUCTPATUBHO-XO3SHCTBEHHOTO
nepcoHasna KoJuieIKa.

3.10. OcyuiecTBieHue:

3.10.1. Pa3paboTka mTaTHOTO paclyuCaHusi COBMECTHO C OyXTalITepuei KoJieIKa.

3.10.2. KoHTposib HAIMYHUSI U CBOEBPEMEHHOW Pa3padOTKH JOJKHOCTHBIX MHCTPYKITUI
COBMECTHO C PYKOBOJUTENISIMUA CTPYKTYPHBIX MOJIpa3IesIeHui KOJJIeIKa.

3.10.3. IlpeacrtaBieHusi B YCTAHOBJIEHHOM IOPSJKE CBEICHUN IO YCTAHOBJICHHBIM
dbopMaM OTYETHOCTH B BBILIECTOAIINE 110 TOTYMHEHHOCTH U JPYTHE BEJOMCTBA.



3.10.4. PaccMoTpeHust MMOCTYMAONIUX OOpaIIeHHd 0 KaJApOBBIM BOIIPOCAM, MPUHSTHS
[0 HUM COOTBETCTBYIOLIMX PEUIEHUH B Mpelenax CBOEH KOMIETEHTHOCTHM M IOJATOTOBKHU
MPEJI0KEHUN TUPEKTOPY KOJUIEIXKA.

3.11. Opranuzanusi paboThI MO TOKYMEHTAJIbHOMY O(OpPMIICHHUIO IpUeMa, MepeBoia u
YBOJIbHEHUS PAOOTHHKOB: TIpUEM, y4eT M 00pa0boTKa 3asBICHUI; TMOIATOTOBKA TPYHIOBBIX
JIOTOBOPOB C pa0OTHHKAMHM M M3MEHEHHWI K HUM; 3alojHEHHE, XpaHEHHUe, Bblada TPYJIOBBIX
KHIDKEK M APYIMX KaIpOBbIX JOKYMEHTOB B COOTBETCTBHUU C TPYIOBBIM 3aKOHOJATEIbCTBOM
Poccuiickoit deneparumu.

3.12. BeneHue NHMYHBIX A€ M JUYHBIX KapTOoueK PaOOTHUKOB KOJUIEIKA, IPYTOU
YCTaHOBJICHHOM KaJIpOBOM JOKYMEHTALUU.

3.13. Odopmienre u GOPMUPOBAHUE COBMECTHO C OyXTalTepuell COOTBETCTBYIOIIUX
JOKYMEHTOB II0 II€HCHMOHHOMY CTpPaxOBaHUIO W INPEJCTaBICHHE HUX B OTAeleHue (¢oHa
IIEHCHOHHOTO ¥ COLIMAJIBHOTO cTpaxoBaHus Poccuiickon @enepannu 1o r. Mockse.

3.14. YBenomiienue U y4€T HCHOIB30BaHUS pabOTHUKaMHU, OOPMIICHHE Pa3ITUYHBIX
BUJIOB JJOTIOJTHUTENBHBIX OTIIYCKOB B COOTBETCTBHH C CYLIECTBYIOLIUM 3aKOHOIaTE€IbCTBOM.

3.15. TloaroroBka MpHKa30B: MO HA3HAYEHUIO, MPUEMY, MEpPeBOAy (NEpEeMELICHHIO),
YBOJILHEHUIO Pa0OTHUKOB, OTIyCKaM, KOMaHAMPOBKaM M APYTUM KaJpOBBIM BOMpOCaM B
COOTBETCTBUU C TPeOOBAHUSAMHU TPYJOBOI'O 3aKOHOJATENbCTBA, CYIECTBYOIIMMHU OJ0KEHUIMU
Y UHCTPYKIUSIMU.

3.16. Tlogcuér pa3iauuHbIX BHAOB cTaxa (0OIIero TpPyAOBOIO, MEAaroruyeckoro);
BBIJIA4M CIIPABOK O HACTOSIICH M MPOIUION TPYIOBOU NEATETLHOCTH PaOOTHUKOB.

3.17. OcdopmieHue U corilacoBaHUe HarpaJHbIX MaTepUaAIOB O MPUCBOECHUH MOUYETHBIX
3BaHUU U HArPAXKJIEHUAX TOCYAAPCTBEHHBIMU HarpajaMu 1 Harpagamu CTaBpoOnoJbCKOro Kpasi.

3.18. IloAroToBKa aHAJIUTUYECKHUX, CIIPABOYHBIX, OTYETHBIX M MHBIX MATEpUAJIOB IO
KaJIPOBBIM BOIIPOCAM.

3.19. Oxa3aHue METOIMYECKOM W KOHCYJBTAllMOHHOM IIOMOLIM CTPYKTYPHBIM
MOJIpa3/iesIeHUsIM KOJIeKa M0 KaJIpOBBIM BOIIPOCAM.

4. IlpaBa otaena

Otnen uMmeer npaso:

4.1. YyactBoBaTh B paboTe OPraHoB YIIpaBJICHUS KOJUIEAKAa MPU PACCMOTPEHUU
KaJIpOBBbIX BOIIPOCOB.

4.2. TlpeacraBUTENLCTBOBaTh B YCTAHOBIEHHOM IIOPSAAKE OT MMEHM KOJUIe[Ka IO
BOIIPOCAaM, OTHOCAIIMMCS K KOMIIETEHIIMU OTJIENA, BO B3AUMOOTHOIIEHUSX C TOCYJapCTBEHHBIMU
U MYyHUIUNAIGHBIMH OpPraHaMHu, CIY)XKOaMH 3aHATOCTH, JAPYTUMHU TMPEANPHUATHIMH U
OpraHu3aIUsIMU.

4.3. BHOCHUTD IIpeII0KEHHS 10 COBEPIIEHCTBOBAHUIO PAaOOTHI € KaJpaMHu.

4.4. 3anpamuBaTh M MOJIy4aTh OT BCEX CTPYKTYPHBIX MOJpa3AeieHU U paOOTHHUKOB
KOJUIe)Ka CBEJCHMsSI, HeOOXOIMMBIE JUIsl BHIIOJTHEHUS BO3JIOKEHHBIX Ha OTJEI 3a/1a4.

4.5. Ilomy4aTh OT CTPYKTYpPHBIX MOJpa3/IeIeHUI KoJIeka JOKYMEHThI, HEOOXOqMbIe
uis TmpuéMa, a TaKKe BBICBOOOXAEHUS paOOTHUKOB MpPH YBOJIBHEHUH MO HHUILMATHBE
paboronarerns.

4.6. [laBaTh pa3bsCHEHUS U PEKOMEHAAIMHU 10 BOIIPOCAM, OTHOCSIIIUMCS K KOMIIETEHIIUU
oTzena.

4.7. ITpOBOIUTH COBEIIAHUS M Y4aCTBOBATh B COBEIIAHUSX, IPOBOJUMBIX B KOJUIEIKE 11O
KaJIpOBBIM BOIIPOCAM.

4.8. TpeboBaTh OT PYKOBOJMTENEH CTPYKTYPHBIX IMOJPA3ACICHUN MPEIBapUTEIHLHOTO



COTJIaCOBAHUs MPOEKTOB MPHKA30B, WHCTPYKIMM, MOJIOXKEHUH W JPYTUX OpPraHu3aluOHHO-
pacnopsiAUTENbHBIX TOKYMEHTOB, KaCalOLIMXCs KaJIpOBBIX BOIIPOCOB.
5. Oprann3zanMoHHasi CTPYKTYpa OTaeJIa

5.1. OTaen noguYUHSIETCS HEMOCPEACTBEHHO AUPEKTOPY KOJUIEKA.

5.2. PyKoBOJCTBO OTIEIOM OCYIIECTBIISIET HAauyaJlbHUK, HA3HAYaeMblil Ha JIOJKHOCTb
JUPEKTOPOM KOJUIEIKA.

5.3. dpyrue paOOTHUKHU OT/eNIa HA3HAYAIOTCS Ha JIOJDKHOCTU MPHUKA30M JHUPEKTOopa IO
MIPEICTABJICHUIO HAaYaJIbHUKA OT/IENIA.

5.4. CrpykTypa U IITaTHOE PACIHUCAHHME OTHENA, U3MEHEHHUS K HEMY, YTBEPKIAIOTCS
JUPEKTOPOM KOJUIEKA B YCTAHOBJIECHHOM IOPSAAKE, UCXO01 U3 00beMa peliaeMbIX 3a/1ad.

6. B3anmopeiicTBHae 0Te/Ia C APYTUMH CTPYKTYPHBIMH IOAPAa3AeIeHUAMH
HHCTUTYTA

6.1. Jlnst BeimonHeHUsT QYHKIMA ¥ pealu3anyy MpaB, TPEeAyCMOTPEHHBIX HACTOSIIUM

MIOJIOKEHUEM, OT/IE] B3aUMOJIEUCTBYET CO BCEMHU CTPYKTYPHBIMU MOIPA3/ICICHUSIMHU KOJUIEIKA.
7. OTBEeTCTBEHHOCTH OT/I€JIa

7.1. OTBETCTBEHHOCTh 3a HaJJIeKalIee, KAUeCTBEHHOE M CBOEBPEMEHHOE BBIIIOJIHEHUE
OTJIEJIOM 33724 U (YHKIUH, BO3JIO)KEHHBIX HACTOSALIUM MOJ0XKEHUEM, HECET HaYalbHUK OT/IENa.

7.2. Ha HauanbHMKA OT/EJA BO3JIaraeTcs NepCOHaNbHAsi OTBETCTBEHHOCTD 3a: - IIOJHOTY,
KayeCTBO U CBOEBPEMEHHOCTH BBIIIOJIHEHUS BCEX 3aKPEIUIEHHBIX 32 OTAEIOM 3aJa4 U (pyHKUUH; -
HapyIIeHHE COXPAHHOCTU U KOHPHUIACHIIMAILHOCTH B padoTe ¢ MHPOPMALUEeH 1 TOKyMEHTauen
OTJIeNa; - HECOOJI0/IEHNE YCTaHOBJIEHHOIO MOpsJIKa padoThl C JOKYMEHTaMHM, a TaKXe yTpary,
NOpYY JOKYMEHTOB; - CBOEBPEMEHHOE U TOUHOE BBINIOJHEHUE YKAa3aHUM U TIOPYUYEHUH TUPEKTOpa
KOJIJIeJ[Ka; - HEKa4YeCTBEHHOE BHITIOJHEHUE 0053aHHOCTEH paOOTHUKAMHU OTJIeNa; - HECOOI0IeHIEe
paboTHUKaMU OTAeNla MpaBUI BHYTPEHHErO pacmopsiaka, TPYAOBOW M HCMOIHUTEIbCKOU
JUCLHUTIIIUHBI.

7.3. OTBETCTBEHHOCTh PAOOTHUKOB OT/AEJa YCTAHABIMBAETCS HUX JODKHOCTHBIMHU
WHCTPYKIUSIMH.

7.4. Bce paOoTHHKHM OT/eN1a HECYT NMEPCOHATBHYIO0 OTBETCTBEHHOCTh B COOTBETCTBHUH C
JICUCTBYIOIIMM 3aKOHOJATenbCcTBOM Poccuiickoit @enepanuu, a Takke 3a pasriiallleHHe
citykeOHOM TalHbI, CTaBIIed UM M3BECTHOW B PE3yJIbTaTe BBHIMOJHEHHS] UMU CBOUX CITYKEOHBIX
00s13aHHOCTEH.




