
MyunqnnaJrbHo e aBTo Hr)MHo e Ao rrrKoJrbr{o e o 6p as on are*u
HzNueeaproBcKa Aercr<ufi caa J\b41 <<pocn

1. OEITInE IIOJTOIITEHTIITI

1.1. OrAen KaApos .rrBJijfierc.fl caMocrorl.eJrbHbrM
Ilorrr4H.f eTcr He[ocpeAcTBeHHO pyKOBOAr4TeJrrO.

1.2. oraeJr KaApoB Bo3rJraBJr.rrercr HaqaJrbHr4KoM orAeJra,
rplrKa3oM pyKoBoAr.rTeJr_f, .

1.3. Orael KaApoB co3.4a$Tof c rleJrr,rc:

- o6ecne.reuzs MAAOy TpyAoBbrMr4 pecypcaMr4, KoMrrJre
nposeccvtft, cneqraalruocreff z rnalus rrKaL\vLl: B COOTBerCTBr4r4 C

Ae.rrreJrbHocrn MAIOV;
- BeAeHKfl KaApOBOfO AeJrOlpor43BoAcTBa B COOTBeTCTBVT:/'

3aKoHonarelrcrna P@.
1.4. B csoefi .4erreJrr,Hocrr4 orAeJr KaApoB pyKoBollorByercr:
- Koncrzryqzeft P@;

- Tpy4onuM KoAeKcovr PrD;

- Se4epanbnbrMrr 3aKoHaldr4 ;

- yKa3aMr4 rr paclop.rrlKeHtarMr{ llpesz4eHm p(D;

- rlo craH o B Jr enr4.rl M r4 r4 p aorr opff Ke H r,r.rl M r4 llp an urel b crB a

- f ocyaap crseunofi cr,r crevrofi AoKyMeHTarIr4oHHoro o6ec
- rocyAapcrBeHHbrM 14 aralrapraMr4 (f OCT) ;

- HOpMarr4BHbrMr4 aKtaMvq pa:pa6o:raHHbrMr4 r4 yrBepnqeuHurr,ira pocapxznou;

- IIep eqH,I Mr4 Tr4fro Bhrx ynp aBJreHqecKr4x AOKyM eHTOB ;

- flp anrn aMr4 B eAeH r4fl kr xp aHeHr4.rrrpyAoBbrx KHlrlKeK,
KHr4)nKr{ ra o 6 e cn e.r e:ts^pr fl . vrMkr p a6 oro4 arer efi , yrB epx(A eHHbrx llp an

- Irlucrpynqzefi 
''o 

3arro,JrHeHr4ro rpyAoBbrx KHr4x(eK, yrBep
Munrpy.ua Pocczu;

- oKpyxHbrMr4 HopMaTrrBHr,rMr4 aKTaMr4;
- HOpMarr4BHbrMr{ aKTaMr4 opfaHoB MecrHofo caMoylpaBJreHr4t

- Vcrasola MAAOY;
- JroKrLJrbHbrMr4 Hop M arr4BrrbrMr4 aKTaMr4 MAnOy.

2.1. Oraen KaApoB BbrrroJrrr.rrer crreAyroque 3a1aqu:

TIOJIOXEHITE
o6 orgene KaApoB

2. 3AAArrI4 OTAEJTA KAAPO

yqpe)KAeHr4e fopoAa
KA))

oy
Ka,4C J\b41 <Pocr4HKa))

/P.A. Porona /
or t/, Oct dUL

eHr4eM MAAOY, Koropoe

HAIIAEMbIM HA NOI)I(HOCTb

Hr4r KaApanau rpe6yenaux
3aAarraMr4 14 HarrpaBlreHr4eM

crp B auvrflMpr 4 e ft crn yro u e r o

r4r ynpaBrreuur (|C[OV);

BreHr4.s 6raHKoe :rpy4onofi
rcreona P@;
uofi llocraHoBJreHr4eM



- rroA6op, or6op, rrpr4eM Ha pa6ory r4 paceraHoBKa KaApoB op
- yqeT rr4rrHofo cocTaBa lpa6oTHr4KoB;
- BeAeHr4e KaApoBofo AeJrorrpor43BoACTBa;

- O O ECIICII EHI4E 3 AIIII4T6I TIEP C OHAJII,HI,IX AA,HH6IX P A6 OTHI4KOB
- o6ecne'reHr{e frpaB, Jrbror Lr rapatTr4il pa6orHraKoB npcArrpr

3. CTPYKTYPA OTNETA K

3,1. Crpyr<rypy vr rurarbr orAerra KaApoB yrBepxqaer pyKoB
HarraJrbHrrna oTAena KaApoB.

3,2. Pa6oruunr4 orAeJra KaApoB HeroapeAcrBeHHo rroAqu
KaApoB,

3.3, B cocraB orAeJra KaApoB BXoArr crreAyrorque Aorrx(Hocrr4
- HaqtLJILHI4K OTAeJra;

- cllequilJrrlcT rro I]epcoHilJry.

4. @yHKIII4I,I OTAEIA K

4. 1 . @oprraup oBaHr4e rrrrarHoro paanvcaHufl MAnOy
4,2. OnpegeJreHr4e rer<yruefi uorpe6nocrr4 B KaApax.
4' 3 . lloa6op xnanusr4rlr4poBa'Hbrx c[erl'€urr4croB nyreM :

- o6parqeHnfl. B opraHbr clyrx6lr 3aurrocrr4;
- 83 ar4MoA eitc-rsr4s c yve 6uu vra 3 aB eAeH prrrMr4.

4.4" KonanJreKToBaHr4e MA[ov Heo6xo4nMr,rMr4 KaApaMr4 B
or6opa z oqeurofi HaHr{MaeMoro rtepooHara, B ToM rrucrg:

* nepeMerqeuve pa6orHr{KoB BHyrpr4 MAIIOy;
- [prreM na pa6ory HoBbrx pa6orHaxon.
4.5. loxyrraeHraJrbHoe oSoplanerure rpr4eMa, nepeBola r4

coorBercrBr4u Q TpeooBaHr4.rrMpl TpyAoBof o 3aKoHoAareJlbcrBa
AO|OBOpOB C pa6OrUnKaMr4 14 r{3MeHeHhrit xuvtM, rroAforoBKa rrpoe
COCTABY I.I OCHOBHOI 4EXTEM,HOCTI4 MANOY, 3AIIOJIHEHI4E JII4qHEIX

4.6, Bereune pa6o*r c rpyAoBbrMrr KHr4x(KaMLr, B ToM qr4cJre

rIpI4HI4MaeM6rx Ha pa6ory pa6oruuxoB, r{x yrrer, xpaHeHrre, 3arroJl
rlp eKp aqeHr4l4 Tp yAoB r,rx orHorrr ewvizl

4 .7 . Y'aer JraqHoro cocraBa nyreM cocraBJreHrrfl ycraHoBJreH
4.8. CocraereHr4e rpa$wrcon orrrycKoB, oQoplrneuue rp

PA6OTUUTAM PA3II4IIHbIX BI4AOB OTIIYCKOB, YqET KOII4qCCTB A I4CI]OJII
4.9. O@opMJreHrre 14 yqer clyrxe6ur,rx KoMaHAzpoeox (n

cryxe6uux yAocroBep euafi).
4. 10. Pa6ora c rLrcrKaMrr Herpy4ocloco6Hocrr4.
4.lL llponepr<a npaBr{JrbHocrrr 3arroJrHeHr4.f, ra6elefi

pyKoB oAr.rrer.sMr4 crpyKryp Hhrx rr oAp a3Ael euufi MAAOy.
4,12. floworoBKa r4 BbrAaqa cilpaBoK o 3aHr4Maeuoft A.,DK

MAnOv.
4.13. lloaforoBKa xa4poeoft AoKyMeHTa\w Arr repe.qarrr4

xpaHeHr4{.

4 . 1 4 . floaroroB Ka M arepr4aJr oB AJrtr rrp eAcraB Jr euut p a6 orHr4K
4.15. floaroroBKa Marepr4aroB AJr_lt rpuBrerreHvx paloru

MareprraJrbnofr orsercrBeHHocrl4.
4.16. KonrpoJrb 3a co6mo4eru4eM Arrcq[rrJrr4Frsr rpyla v B

llpanzn BHyrpegHero rpyAoBoro pacrrop.sAKa r4 r4Hhrx JroKaJrr,Hbrx BHbrx aKroB MAnOy

ATIVI3AIfLIV:

Al4Terrb IIo npeAcTaBlreHr4ro

HarranbHzKy OTAeJla

eTcTBrrr{ c KpvTepr4_sMu

B0rr6HeHrrl pa6orHraron B

-- o$opnaneHue rpyAoBbrx
B npvKa3oB no nr4rrHoMy

lprorreK pa6oruuron.
plreM TpyAoBbrx KHrDr(eK oT
eFrr4e, a TarcKe BbIAaqa npr4

H ,OTTI9THOCTI{.

Ka3OB O rrpeAocTaBlrelj.lg.Ll

oBaHHLrx guefr ornycKa.
EKa [poeKToB rrpr{Ka3oB p]

eTa paooqefo BpeMer{r4

ocrv v neprroAe pa6omr n

apxr4B AJrr AanrHefrruero

B K nooiqpeHr{ro,
oll K [Lrcr\vnrrmapuoft u

rroJrueHl4eu pa6oruuKaMu



4 . 17 . Opr anr4sapfl B or4HoKof o yq era p a6 ornzxoe.
4.18. Koucyrs:u4poBaHrre pa6oruuron opraH'3arlr4r4

3aKoHoAareJlbcrBa, B ToM qzcJle orBerbr Ha 3arrllocrr, xcalo6rr, o6p
4.I9. T a1e.nrsrrfi yqer.

5. TIPABA
5. 1. KourpoJrrrpoBarb cocrorHr4e rpyAoBofi AracqrrrJrr4Hr,r B

co6moAeuae pa6orur4KaMr4 llpanzn tsHyrpeHHeno rpyAoBoro pacn
5.2, Tpe6oBar6 or rroApa3geleuafi rpeAcraBJreHr4f,

unsoprvraquu, ueo6xoAr4Mbrx AJr{ ocyrqecrBJreHr4r ol.4eJroM cnoeil
5.3, lanarb yKa3aHr{.q [oApa3AeJreHr4{M no BorrpocaM, orH

KaApoB.

5 .4. B nocr4Tb lpeAJro]Ker{rrf pyKoBoAr4TeJr-rrM rroApa3AeJreHr4
pa6orr,r n MAIOV.

5.5. KonrpoJrrrpoBarr, r4crroJrHeHr4e pyKoBoAr{Ter-rrMt4 rro
aKTOB U frocraHoBJresui.t frpaBHTeJrbCTBa, rrocraHoBJre]FIuit.
pyKoBoArrreJreM MAAOy fro BofrpocaM r(aApoBoil uolurraxra u

5 . 6. KourpoJrr{poB arr co6*o4eHr4e np aBHJr rpyAoycr:pofi crn a,
p u cn o 6 0xrAaro IIII4xcx p a6 0ruu Ko B, frp eAo craB Jr eHrz fl LrM y cr aHoBJr e

5 .7 . 3artp alrr4B ar6 B crpyr(Typ HBrx rroApa3AeJreHr4rx r-ry e [trpvt
pa6ornnxax, arrpvr [pr4eMe ua pa6ory r4 rrepeMertleHrrflx padorHu
coorBercrByloulr4x crpyKTypHr,rx rroApa34eneuufi .

5.8. Cauocro.rrreJrbHo Becrr4 [eperrr4cKy rro BorrpocaM no,
BO[pOCaM, BXOArrIrIr4M B KOMneTeHrIrrrc oTAena v He
pyKoBoAr4rerreM MAnOy.

5.9. llpeacraBr4TeJrbcrBoBarb B ycraHOBJreHHoM rroprAKe or r4

OTHOCfIIiI4MC.'I K KOMIIETEHIITII4 OTAEIIA BO 83AI4MOOTHOIIIEHI4,
MyHI'Iq[rIaJIbHbIMIr opraHaMl4, a raK]Ke ,4pyruMl4 flpeAIIp
yqpexAeHvrflMvr, B ToM rrr4cJre KaApoBhrMr4 afeHTerBaMr4 u cnyx<6av

5.10. lanarr pa3brcHeHr4rr, peKoMeHAar\vu t4 yKa3aHLrfl r
KOMrleTeHUr4rO OTAoJIa.

5.1 1 . llpoBoAr4Tb coBerrlaHr4 fl 14 yrraarBoBa.Tl B coBerqaHr4rx,
KaApoBbrM Bo[pocaM.

6. OTBETCTBEHHOCTb OTAEJIA K

6.1. Haqalrszx orAerra KaApoB Hecor orBercrBeHH
cBoeBpeMeHHoe BLIlotrHeHze @yHrqzft, nosrox(eHHbrx Ha orneJr.

6 .2. Ha HaqaJrr,Hr4Ka orAerra KaApoB Bo3Jraraerc_rr [epcoHaJT
- opraHI{3aIII4ro Ae.fiTetlbHocrlr orAeJIa IIo BLiIIoJrHeHtfio 3ana

HA OTAEJI;

- opfanrr3arlr4ro B orAeJre oleparl4BHoft ur xa.recreeHHofi uo
AeJr onp ou3 B oA crB a B c o orB er crBvrv c ilp aBr4Jr aM 14 I4 rrH CTpyKrlrrt Mr4 ;

- co6mogenne pa6o:rnvtKaMr4 orAeJra rpy4onofi r4 rrpoi43BoA
- ooeclleqeHl4e coxpaHHocrl4 I4MyllecrBa, ]IaxoAflrleroc.tl B or

noxapuofi 6esouacHocrr4;
- log6op, paccraHoBKy 14 Ae_sreJrbuocrb padoruuxoB orAeJra;
- coorBercrBr{e 3aKoHoAareJrbarBy Br4:rr4pyeMbrx (uo4nra

tlp r4Ka3 o B, r4H CTp yKrII4ft , U Olr Ort euuitt, IIo craH o B Jr eguit vr wy tr4x r M,OHTOB.

rlM npoeKToB

BOTIOOCAM rpyAoBofo
ilIeHr4q.

Apa3AeJreHr4-{x MA,{OV ra

fr,aKa,

K, AaHHrIX, OTqeToB, Euofr
bHocTI4.

HHbIM K BEAEHI4TO OTNCJIA

rro yryrrueHr4ro xa4ponofr

elegvrfr 3aKoHoAareJrbHbrx
vr(a3oB u pacnopfl)r(euufr

c [epcoHaJroM.
yBoJrbHenur, nepeo6y qe Hr4fl

HI;IX JII,IOT I,I KOMIICHCAUWilT,

JT HEOOXOAI4MbIE AAHHI,IC O
- MHeHVe pyKoBoAr{relefr

KerApoB, a TaKlr(e no Apyfr4N4
yrcrII4M CO|J'IaCOBaHVT c

euv MAIOV no BorrpocaM,
c focyAapcTBeHHbrMr4 V

g'rr4flMlt, opfaHI43aUrrflMr4,
3AH.'ITOCTH.

BonpocaM, BXOA_rIUIr4M B

AI4Mhrx e MAIOV no

34 AOopOCOBeCTHOe U

OTBETCTBEHHOCTb 3A:

n QyHxqrafi, no3loxeHHr,rx

EtKr4 AOKyMeHTOB, BeAeHr4e

uuoft Ar4crlr4rrrrrIHhr ;

ere v co6lro4eur4e [paBrzn

rrnaenarrx)

B



6.3. Pa6orHr4Kr4 orAeJra KaApoe [pr4 orIeHKe AeJroBhrx Kaq
o6.qsaHtr r,rcxoAraTb roJrrKo zs o0uqraaJrrHo rrolyrlgslrhrx AaH
pa3fJrarlarb rrepcoHaJrr,Hr,re AaHHbre o pa6orHzrax,

6.4. Pa6orHzKra orAeJra KaApoB Hecyr orBercrBeHHo
YCTAHOBJIEHHbIX COOTBETCTBYIOqI,IMI4 AOJIiI(HOCTHbIMI4 I4HCTPYKIII4.g

7. CJIYXEEHOE B3A'IMONEIZ

7.r. co BceMr4 orAeJraMr4 r,r [por43BoAcrBerrHb]:Mrr rroApa3Agne
flo noupocaM rroJryrreHnfl :
. ZATAIJ']ai1T fIO KOMIIJICKTOBAHI4IO KAAPAMI4 PA6OVAX V

np o $ e c cnfi , c n eq n al r, s o creft H xe aJrLrhuKarJvrv
- [peAJro)Keruvit fro cocraBJreHr4ro rpa$uxon ornycKoB
- XAPAKTEPI4CTI4K UA PA6OTUI4KOB, NP9AATABJI'EMbIX K IIOO
- XAPAKTEPI4CTI4K UA PA6OTUZKOB, NPI4I]JICKAEMbIX K MATEP

OTBETCTBEHHOCTI4

- zuQopMarlr4r,r o Hapymeuuu pa6orHr{KaMr4 rroApa3AeJr
rrp aBr4rr BHyrp eHr{ ef o TpyA oB of o p acrop_sAKa

- o6r,.scHarenbHhrx 3arrr4coK or uapynrmreleit TpyAo
B HyTp eHHef o TpyAoB o ro p acn op-r{AKa 14 Apyf 14 x JroKaJrb Hr,rx

oos.f,cHr4TeJrbHbrx 3arrr4coK or uapyruureleft TpyAo
AI4CIII4IIJI14HbI

flo noupocaM rrpeAcraBreHuq:
- rpaQuKa orrycKoB
- ronuft [prrKa3oB o rrpr4eMe, [epeMerrleHr4r{, rrepeBoAe, y
- romafi npr4Ka3oB o rroorypeHvrvu Harpax{AeHrzr4
- XONUft NPVKA3OB O HAJIO)KEHVII4 ALTCI+ITIJII4HAPHbIX B3bICKA- pesyJrbTaToB aTTeCTaUr{V
7 ,2. C 6yxralrepaeff:
llo nonpocaM rroJryqeHuq I

- AoKyMeHToB o sapa6oruofi nlare pa6o,ruzroB AJls BbrAaqz
Ifo nonpocaM [peAcraBreHnq:
- ra6et{ yrrera pa6ouero BpeMeHr4
- npvKa3oB o frprreMg, frepeMgilIeHr4llr, ilepeBoAe,

KoMaHAI4poBoK, AorIJIar, eAI4HoBpeMeHHhIX BLITIJIaT rr Apyfl4x A
sapa6oruoft nrarrr r4 rpoqrx BbrrrJrar pa6ornzrarra MAnoy

- rpa$rzKa orrrycKoB
- 6olr,Hr4qHblx JII4croB

8. Kpr4TEpWI,d OIIEHKLT AE-fl TEIbHO CTI4

8. 1 . Ka'recrBeHHoe BbrrroJrHeHrae SyHr<qaoHaJrhHhrx o6xsaHH

lloloxesue cocratsr4Jr :

HaqalrnuK orAeJra KaApoB

B rrepcoHaJra IIpeAlpr4_sTr4.s

r4 He BnpaBe14 MaTepr4aJroB

B [op.rrAKe vr o6reve,
L1;,,

LritMpr MAnOV:

creqrralrrrcroB rpe6yenmrx

peHr4ro;

bHOI] lr Ar4 crlr.IrrJrr4H ap HOrz

I4r rpyAoBo[ 4ucqurrlrr4Hbr,

Ar4cr{r4rrJrr4Hbr, llpaeur
Bxbrx aKroB MAnOy

14 IIpOQeccr4oHa-nr,llofr

btHeHaI4 paooTHHKOB

cooTBeTCTByrOqr4x cIIp aB or(

yBoJrbHeHr414, oTfrycKoB,
HAqIdQIIE}fI./.flN4EHTOB NJI.S

AEJIA KANPOB

wit

eit.

Kafiropo4ona
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