ABTOHOMHOE ITIPO®ECCHOHAJIbHOE OFPA30BATEJILHOE YYPEKIEHUE
YAMYPTCKOM PECIIYBJIUKH «PECITYBJIMKAHCKMIA MEJUIAHCKHAMA KOJLIEIK
UMEHH I'EPOSI COBETCKOI'O COIO3A ®.A. MYIIMHOM MUHUCTEPCTBA
3APABOOXPAHEHUS YIMYPTCKOM PECITYBJIUK Wy

YTBEPXJIEHO
npukazom AIIOY VP «PMK M3 YP»
ot «» Dt lieos 2 2020T. Nes 9/ Z/D]-32

IHOJIO)KEHHUE
00 oTZeJIe MPABOBOH H KaAPOBOii PaGoTHI

2020




2

1. O6mue nosoxenus

1.1. Otnen npaBoBoit u KaapPoBoii paGOTHI ABNAETCS CTPYKTYPHBIM I1OJpa3ieICHHEM
ABTOHOMHOTO  MPO()ECCHOHAIBHOIO  06pa30BaTEIEHOIO YYpPEXIEHUs YIAMypTCKOMH
Pecniy6nuku «PecryGnuKkanckuii MemuuMHCKHN KoOmTemx nMmend I eposi CoBeTckoro
Coroza @.A. ITymmHoN Munucrepcrsa 3[paBOOXpaHeHHUs Y IMypTcKoit PecnyGauxm»
(manee — ATIOY VP «PMK M3 VP») u momumHsercs HETIOCPENCTBEHHO IUPEKTOPY
AIIOY VP «PMK M3 VPy.

1.2. B cBoeii nesrensHOCTH paGOTHHKH OTHENa pykxoBoacTByroTcss KoHcTuTyiuei
Poccuiickoit @enepanun, TpynoBEIM KomekcoM PoccHiickoit ®enepanyu, DenepansHeIM
3aKOHOM OT 29.12.2012 Ne 273-®3 «06 oOpazoBanun B Poccuiickoii ®enepanyny,
ApPYTMMH HOPMaTHBHBIMH NPaBOBBIMHU akTamu Poccwuiickoit ®enepanun, Verasom AITIOY
YP «PMK M3 VP», IlpaBunamu BHYTPEHHEr0 TPYJNOBOIO PacCIOpsKa, MpaBHIaMHU U
HOpMamH OXpaHBI TPyZa, TEXHHKM 0€30MacHOCTH H IPOTHBOMNOXAPHOH 6Ge30MacHOCTH,
TIPHKa3aMh M paCHOPSDKCHUSMH  BBILECTOANIMX  OpraHW3alMi, INpHKa3aMu U
pacnopspkeHusaMu fupekropa AIIOY VP «PMK M3 VPy», HactosummMm [lonoxenveM u
APYTUMH JIOKAJIbHBIMU U HOPMATHBHBIMH aKTaMH.

1.3. Hacrosimuee ITomoxenue perynupyer paboTy oThena IpaBoBOM H KampoBOi
paboTsl M sBIAETCS O6S3aTENBHBIM IS O3HAKOMIEHHS BCEX COTPYAHHUKOB OT/€ela
NIPaBOBOM M KaJpOBO# paGOTEHI.

2. CrpykTypa u Nopsiiok 3aMeLIeHHust

2.1. CtpyxTypa oTzena npaBoBoit U KaapoBOW paboTEI yTBEpXKAAeTCs AUPEKTOPOM
AIIOY VP «PMK M3 VPy.

2.2. OGuiee pyKOBOJCTBO M KOHTPOJb AEATENBHOCTH OTIENa IIPaBOBOM U KaJpOBOM
paboThl OCYIIECTBNISET HAaYalbHUK OTHENA (manee — HadYalbHWK OTHeNa MPaBOBOW H
KaJapoBO# paboTEI).

2.3. IOpHCKOHCYIIBT, CHEUAIKCT 10 KanpaM M HMHCIEKTOp MO BOMHCKOMY y4YeTy
MOMYHHSIOTCS HEMOCPEACTBEHHO HAYaIbHUKY OT/IeNa IPaBOBOH U KaJpOBOii paGoTHL.

2.4. Pacrpenenenne o6s13aHHOCTEH Mex Ly paboTHHMKaMH OTHEeNa OCyIIecTBISETCS
Ha9ajIbHUKOM OTZeNla PaBOBOX U KaJpoBOH PaGOTHI B COOTBETCTBHM C JOIKHOCTHBIMH
HHCTPYKIUSMH.

2.5. Ha nepuopn oTIrycKa Wi BpeMeHHOM HETPYAOCIIOCOOHOCTH paGOTHHUKOB OTIEeNa
NpaBOBOW M KaJpOBOM pPaGOTHI UX O6GA3AHHOCTH MOTYT OBbITH BO3NIOXEHBI Ha APYTHX
pabOTHHMKOB OTHENa IpaBOBOM H KafipoBoii paGoTel. BpeMeHHOe wucmoNHEHHE
OOs3aHHOCTEH B STHX CTy4YasX OCYINECTBJISETCS HA OCHOBAHWK NpHKasa JUpeKTopa
AIIOY VP «PMK M3 VP», wu3gaHHOrO c cobmoieHeM TpeGoBaHMI TpPYZOBOrO
3aKOHOZNATeNbCTBA. JIMIO, BPEMEHHO WCIONHSIOMEe OGSI3aHHOCTH, npuobpetaer
COOTBETCTBYIOLIME NpaBa M HECET OTBETCTBEHHOCTHh 3a KAYECTBEHHOE M CBOEBPEMEHHOE
HCIIOJTHEHUE BO3JIOXKEHHBIX Ha HEro 06SI3aHHOCTE!.

3.3anaun u Qynknun
OCHOBHBIMH 3a/1a9aMy OT/IeNa SBJISIOTCS:
3.1. Oxkcneprusa (KoppekTHpOBKa IpH HEOOXOZIMMOCTH) OTHENBHBIX HM31aBAEMbIX
[IPUKa30B, WHCTPYKLHH, MOJOXEHUHA M IPYTHX JIOKAIBHBIX AOKyMEHTOB Ha IpeaMeT
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COOTBETCTBHS 3aKOHOIATENLCTBY Poccuiickoii Penepanuy no pa3nuyHbIM HalpaBlIeHUIM
nesitenbHOCTH ATTOY VP « PMK M3 VPy.

3.2. IIpoBepka COOTBETCTBHS 3aKOHOIATEILCTBY Poccuiickoit ®eneparuu
IIPOEKTOB IOT'OBOPOB, Coryamenui, 3akmodaeMbix AIIOY VP «PMK M3 VP».

3.3. Pa3paboTka NpOEKTOB MOJOXXEHHH, HHCTPYKIHH, TUIIOBBIX JOKyMEHTOB, GOpM
JOTrOBOPOB, COIJIAIIEHMH (B TOM 4YHCIE COBMECTHO C JAPYTHMH CTPYKTYPHBIMH
noapasaeneausmMu AIIOY VP «PMK M3 VP») no HampaBieHHIO JeSTEIBHOCTH OTAENA
IIPaBOBOM U KaJpOBO# pabOTEHL.

3.4. Ilpeacrasnenne unTepecoB AIIOY VP «PMK M3 VP» B rocynapcTBEHHbIX
opraHax ¥ OpraHu3aIusIX.

3.5. [Ipencrasnenue unaTepecoB AIIOY VP «PMK M3 VP» B cynax.

3.6. [logroroBka npeTeH3uii, xayob, 3asBICHUINA.

3.7. PaccMoTpeHune o6palieHuii rpaxiaH, FOPUANIECKHX JIMLI, C Y4ETOM TpeGOoBaHMIA
®enepanpHoro 3akona or 02.05.2006 Ne 59-®3 «O mopsiike paccMOTpeHHs 0OpalIeHH it
rpaxnan Poccuiickoit ®enepalvi», IO KOMIIETEHIWHM OTHENA NMPABOBOHM M KaJpOBOH
paboTHI.

3.8. BeneHue kaipoBOro AeIONMpPOKU3BOICTBA.

3.9. TloaroroBka yCTaHOBIEHHOW OTYETHOCTH IO HAIPABJICHUSM IESTETHHOCTH
OT/€ea IPaBOBOM U KaJpOBO# pabOTEI.

3.10. OcymiecTBieHHe KOHTPONS COOJIOAEHHS TPYAOBOIO 3aKOHOAATENbCTBA U
TPYAOBOH AMCLMILIMHEI B CTPYKTYpHBIX noapasaenenuii AIIOY VP «PMK M3 VPy.

3.11. CopneticTBHE yCIEIIHOM afaNTallMA HOBBIX PabOTHHKOB B KOJIJIEKTUBE.

3.12. Ananus umerommerocst KafpoBOro COCTaBa, IUIAHUPOBaHUE MPO(ECCHOHATBHO-
JOOJKHOCTHOI'O IIPOABMXEHHS paGOTHHKOB.

3.13. Tlombop, oT6op M paccTaHOBKAa KaApOB COBMECTHO C PYKOBOXHTEISMH
3aMHTEPECOBAaHHBIX  CTPYKTYPHBIX  IOApa3JeleHWii Ha  OCHOBE  OLEHKA  UX
NpohECCHOHATBHBIX, JEJOBBIX M IAYHOCTHBIX KAaYeCTB.

3.14. CBoeBpeMeHHOE O(OpMIIEHHE [IPHEMa, IEPEBOJIA ¥ YBOJIbHEHHS PaGOTHUKOB B
COOTBETCTBHHM C TPYIOBBIM 3aKOHOJAATEILCTBOM M COOTBETCTBYIOIIMMH OPraHM3al[MOHHO-
PacriopsiIMTEIbHBIME ~ IOKyMEHTaMM  (TIOJIOXKEHUSMH, HHCTPYKIMSAMH, IPHKa3aMU
PYKOBOIUTEIS OpraHU3ALIHH).

3.15. IlpueM, 3anonHeHue, y4eT, XpaHEeHHE M BBIIada TPYIOBBIX KHIDKEK. Benenue
kaproyek Qopmsl T-2 Ha Bcex paborthHukoB AIIOY VP «PMK M3 VP»; odopmieHue
JUYHBIX JE]1 Ha PyKOBOAUTEIEH 1 CIIELIMAIUCTOB.

3.16. Vuer mraTtHOrO cocraBa, pOpMHpOBaHKe U BeJeHHEe HHDOPMALHOHHOM Ga3bl
A@HHBIX O KOJMYECTBEHHOM M KaYe€CTBEHHOM COCTaBe PabOTHHKOB M MX [BH)KCHUH, ee
CBOEBPEMEHHOE OOHOBJICHHE.

3.17. Coctapnenue rpauKOB OTILYCKOB, KOHTPOJIb UX COGIIIOIEHHS.

3.18. Odopmnenne U yuetT KOMaHIUPOBOK.

3.19. Konrpons Benenus tabensHOro ydera pabotaukos AIIOY VP «PMK M3
YPy.

3.20. Copeiictue B paboTe 1O NOBBINEHHIO KBATU(DHKAIWHM COTPYLHHKOB M
Pa3BUTHUIO UX JIEJIOBOH KapbepHI.

3.21. IToaroroBka MaTepHalioB AJis NMPEACTABIECHHS IEPCOHANA K IMOOLIPEHHUSIM H
HarpaxJI€HUsM; I10 IIPUBJICYCHUIO PaGOTHUKOB K JUCLIMIIIMHAPHON OTBETCTBEHHOCTH.
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3.22. IloaroroBka [AOKYMEHTOB [UIi OCYIIECTBICHHS HWHIWBHAYAIHHOTO
(mepcoHNGUIIUPOBAHHOI0) YYeTa.

3.23. Opranu3anys BOUHCKOTo y4era paboTHHKOB H cTyneHToB AIIOY VP «PMK
M3 VP».

3.24. BusupoBaHu€ IIPOEKTOB JOKYMEHTOB, KaCAlOIIMXCs KaPOBBIX BOIPOCOB.

3.25. Belmaya cmopaBoK O TPYHOBOM JeATENBHOCTH PabOTHUKOB W MO JAPYTMM
BOIIPOCaM, BXOISIIUM B KOMIIETEHLIMIO OT/ieJIa IPaBOBOM U KaIpOBO# pabOTHL.

3.26. IlogroroBka u oopMiIeHHE TOKyMEHTOB ISl CBOEBPEMEHHOM CHa4Yd B apXHUB.

3.27. OcymecTBieHUe KOHTPOJIS COCTOSIHUSI TpPYIAOBOM JUCLUIUIUHBI B
CTPYKTypHBEIX mnonpasjeneHusix AIIOY VP «PMK M3 VP» u coGmomeHus mnpaBHi
BHYTPEHHEIO TPYIOBOI'O pacnopsiKa.

3.28. H3yyeHue NBUXKEHUS M NMPUYUH TEKy4ECTH KaapoOB, MX aHaIW3, pa3paboTka
NPEIJIOXKEHUHA (MEPONPUATHN) IO YKPEIUICHHIO TPYHAOBOW IUCIMIUIMHBI, CHHKEHHIO
TEKY4YECTH KaIpOB; KOHTPOJIb UX BBHITIOJTHEHHS.

3.29. TlpoBeeHrEe CHCTEMAaTHYECKOTO aHAIW3a KaJpoBOM paboThl B OpraHU3alldH,
pa3paboTKa IpeaIoKEeHUH 10 €€ YIyUIIeHHIO.

3.30. 3aBepeHue M BbIIada KOMUN JOKYMEHTOB PabOTHHKOB KOJUIEIKa (TPYHOBBIX
KHIKEK, JOKyMEHTOB 00 06pa3oBaHIM, IPHUKA30B)

3.31. Hnas pabora, mopydyaemas aupekropom AIIOY VP «PMK M3 VP», no chepe
JeATEILHOCTH OT/IeJIa IPAaBOBOM U KaJpOBO# pabOTHL.

4. OTBeTCTBEHHOCTh

PaGoTHHKH OTZieNIa IPaBOBOM M KaJApOBO paGOTEI HECYT OTBETCTBEHHOCTH 3a:

4.1. KauecTBO ¥ CBOEBPEMEHHOCTh HUCIIOJHEHHS BO3JIOXKEHHBIX HA OTJEN IPaBOBOM
¥ KaJIpoBO¥ paboThl PyHKIUH 1 3a1a4.

4.2. Hecobmonenue Tpe60BaHH 3aKOHOATENBCTBA, PEMIAMEHTUPYIOLIUAX BOIPOCHI
IIPaBOBOH, KagpOBOM pabOTEHI.

4.3. He obecneuyeHne COXPaHHOCTH M KOH(PUIEHUHAIBHOCTH B paboTe cC
UHpOpMaIHel U JOKyMEHTAI[HEN.

44. VYTpaTy OpHIHHaJIOB JOKYMEHTOB (TPYJOBBIE  KHHDKKH, JIMCTKU
HETPYJOCIIOCOOHOCTH H T.II.).

4.5. CBoeBpeMEHHOE M Ka4eCTBEHHOE BBINOJIHEHHE MMOPYYEHHM M PacIOpsKeHHit
mupekropa AIIOY VP «PMK M3 VP».

S. IIpaBa

5.1. 3ampammBaTe OT CTPYKTYpHBIX MOApPA3AENICHUM, B TOM 4YhciIe 060COOIEHHbIX,
AIIOY VP «PMK M3 VP» wuHQOpManMIO M MaTephaibl, HEOOXOIMMBIE IS
OCYIIEeCTBICHUs. PabOThl, BXOAAIIEH B KOMIIETEHLHMIO OT/IeNa MPABOBOM M KaJpOBOii
paboTEI.

5.2. BuocuTh Ha paccMmotTpeHue gupekropa AIIOY VP «PMK M3 VP»
NPEUIOKEHHs 110 BOIIPOCaM, BXOASLIMM B KOMIIETEHIMIO OTIeNa IPaBOBOM M KaapOBOM
paboTEL

5.3. 3aBepATh KOMHHK JOKyMEHTOB, OTHOCAIIMXCS K KOMIIETEHIHH OT/ea.

5.4. [laBaThb pYyKOBOOHUTENSM CTPYKTYPHBIX IIOApA3[elI€HUH K OTHEIbHBIM
CIEIMATINCTaM 00s3aTeNbHBIE I UCIONHEHHs YKa3aHWsS O BOIPOCAM, BXOMSIINM B
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KOMIETCHIMIO ~ OTHeNa, W TpebOBaTh HMX HCIONHEHHS B mpejenax (ByHKIHI,
IIPEyCMOTPEHHBIX HacTOAMUM [TonoxeHueMm.

5.5. KontpompoBats cobimonenue paboTHHKaMu IIpaBUJI BHYTPEHHETO TPYIOBOIO
pacrnopsiika, TpyaOBOM U IPOU3BOCTBEHHON JUCITUILIMHEL

5.6. BecTH mnepemucky Mo BOMpPOCaM, OTHOCSINMMCS K KOMIIETEHLIUU OT/ela
IPaBOBOH ¥ KalpoBOM paGoTH, a Takke MO IPYrHM BOIIpOCaM, He TpeOYIIHM
COTJIaCOBaHMs! C PyKOBOAUTENIEM OpraHU3aluy (II0 COITIACOBAHMIO C HAYaTbHUKOM OT/eNa
NIPaBOBOM M KaJpOBOU paboTh!).

5.7. VYuactBOBaTh B pa3spaboTke OpraHU3allMOHHOM CTPYKTYpbl M INTaTHOM
YUCJIEHHOCTH OpraHU3alIUH.

5.8. TpeboBaTh OT BHOBb MOCTYMAIOIIHX HA paboTy npencraBieHUs] HEOOXOIUMBIX
JIOKYMEHTOB.

5.9. IlpoBOAWTE COBelIaHUs MO BONPOCAM, OTHOCSITAMCS K KOMIIETEHLIUH OTHejia
IPaBOBOH M KaJpOBOH paGoOTHI (IO COIVIACOBAHHMIO C HAYAIBHHKOM OTIENA [IPaBOBOU H
KaJIpoBOi1 paboTHI).

6. BzaumopeiicrBue

6.1. Jlns BEINONHEHHS BO3NOXEHHBIX HA OTHEN NIpaBOBOM M KaJIpoOBOW paboTsI
byHkuui ¥ 3amad, s peanu3alii npaB paGOTHUKM OTHENa NPaBOBOH W KaJpOBOH
paGoThl (IO COITACOBAaHHMIO C HAYAIBHMKOM OTIENA NIPaBOBOM M KaJgpOBOH paGOTHI)
B3aHMOJIEUCTBYIOT C:

- 3aMECTHUTEJISIMU AUPEKTOPa;

- TJIaBHBIM OyXTaiTepoM;

- PYKOBOJIUTEISIMH CTPYKTYPHBIX MTOAPa3/Ie/ICHUI;

- C NOJDKHOCTHBIMH JIMIIaMH 000COGJIEHHEIX CTPYKTYPHBIX moppasienenuii AIIOY
VP «PMK M3 VP».

6.2. IlpuBnedeHHe paGOTHMKOB JPYTHX CTPYKTYPHBIX MOJpa3JelieHud K
COBMECTHOH NESTENIBHOCTH C paGOTHHKAMM OT/eNa IPaBoOBOM U KaJpoBOi paboTEI
OCYILECTBJIACTCA 10 COIIACOBAHMIO C PYKOBOIMUTENSAMH COOTBETCTBYIOIIMX CTPYKTYPHBIX
NoApasieICHUH.

6.3. Jlns CBOEBPEMEHHOrO NPENOCTABIEHHS OTYETOB W CIpaBOYHON HH(pOpPMAIHH
PabOTHVKHM OT/IEeNa IPABOBOM U KaJpOBOi paGoTEI B3aMMOJEHUCTBYIOT C:

- OpraHaMH rocyAapCTBEHHOM BIIACTH;

- TOCYTapCTBEHHBIMU OpPraHU3ALUSIMH,

- UHBIMH IOPUANYECKHUMH JTHLIAMHU.

Ha4ansHyk oTzena npaBoBoii M KaJpoBoit paboTEI

\ (A ﬁﬁ«ir /A.A. Caetrapaep/




