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L OBIIHE MMOJIOXEHUSA

Hacrosimee [Tonoxenne onpeenseT HasHAYCHHe, Ue/H, 3a0a41 U QyHKIHH
OpraHU3alHOHHO-TIpaBoBOro oTnena (nanee - Otmen)

Ornen sBsfeTcs  CTPYKTYpHEIM mofpasieneHuem [AY AO «Hayuwo-
MpaKTHYeCKUH LeHTp peabunuranun gerell «Koppekuus u passutue» (naiee
YupexIeHue) U TOMYHHEH TUPEKTOpY YUpEesKIeHUs (fanee TUPeKTop).

Otnen B cBoelt nesarensHOCTH pykoBoncTyercs Koncrtutynueit Poccritckoit
OQenepannn, ¢enepanbHBIME 3aKOHAMH, YKa3aMH M PaclOpKEHHSIMH
[Ipesunenra Poccuiickoit Qenepanui, IIOCTaHOBJICHUSIMH H
pacnopsokenuaMu llpasutenscrtsa Poccuiickolt @enepauwu, MunnctepcTsa
TPyZa ¥ colyansHoM 3auuTe! Poccutickoit Genepaniu, UHBIME HOPMAaTHBHO-
[IpaBOBBIMH akTaMu [IpaBuTeneccTBa U I'ybepraTopa AcTpaxanckoi o61acT,
YeTaBOM yupexIeHHS B HacToAuM [TooxKeHneM.

OTzen oCymecTBAAET OPraHU3alMOHHO-TIPABOBOE W WH(OPMAIHOHHOE
obecriedeHre IEATENBHOCTH YUPEXKIECHNS B paMKaX CBOSH KOMIIETCHIIHH.
HernocpecTeeHHOe PYKOBOACTBO OTAEIOM OCYINECTBIIAET HAUaTbHHK OTIea,
Ha3HaYyaeMbId Ha NOMKHOCTE IUPEKTOPOM.

HavaneHuK OTHENa OCYINECTBISET TEKyIlee DPYKOBOACTBO M YIIPaBIICHHE
OTAENIOM B Tipefe/iax IIOJTHOMOYMH, ONpefeNleHHbIX HacTosmuM [Tonoxenuem
H JOJDKHOCTHOM HHCTPYKIUEH.

Ha Bpems 0TCyTCTBHS HaualbHUKA OTHeNa (KOMaHIHPOBKA, OTIYCK, GOJE3HE
W T.J1.) ero 00s3aHHOCTH IEPeXOAAT K Ha3sHAYeHHOMY NIPHKA30M IUPEKTOpa
COTPYZIHHKY.

Kpamuduranvonnsie Tpebosarus, (QyHKUMOHANLHEE O0S3aHHOCTH, IIpaBa,
OTBETCTBCHHOCTh  HadajlbHHKa W  Jpyrux  cortpyauukoB  Otmena
PETIIaMEHTHPYIOTCS  JOJDKHOCTHBIMH — MHCTPYKIMSAMHE, YTBEP)KIEHHLIMH
JIHPEKTOPOM.

CTpyKTypa H 9HCIEHHOCTh COTpyAHUKOB OTHENa yCTaHABIMBAETCS IITATHBIM
pacnucaHueM YUpexIeHus.

1.10. ITonoxernue 06 Otnene yTBepKaaeTcs TUPEKTOPOM ¥ BBOIUTCS B HEHCTBHE C

Bl

L

MOMEHTa ero yreepxaeHus. Pannee nefictBytomee [Tomoxkenue o6 oTjene,
yTpaurBaeT CHITY.

II. IEJH U 3AJAYHA

Heanio neaTenbHocTH OThoena sBISETCS OPraHH3allMOHHO-TIPABOBOE U

KagpoBoe obeclieueHHe; opraHuzauus paboTel MO CO3MaHHIO Oe30TMacHBIX

YCIOBMH Tpyna; opraHMsalus  paboTel IO aHTHUTCPPOPUCTHYECKOH H

AHTHKOPPYILIMOHHOH 3allHINEeHHOCTH; OCYILIeCTBIeHHe HWHOOPMAaIHOHHO-

TEXHHYECKOTO o0ecreueHus.

OcnoBubiMu 3agauamu Ortgena, B Ipefenax yCTAHOBISHHON KOMITETEHIIHH,

SIBJIAIOTCSL:

— npaBoBoe obecrieueHre AESTENbHOCTH YUPeXKICHUS U (HUIMANOB, 3alluTa
HX HHTEPECOB,;

— OCYIIECTBJICHHE KaAPOBOY ITONUTUKYA YUpEeIeHHs U QUITHAIIOB;



OpraHu3alus i BeleHHe NeI0oTPOU3BOLICTBA;

ofecreuerye efHHOIO MOPSIKA TOKYMEHTAKOHHOr0 00eCeueHus;
paspaboTKa H BHEIPEHNUE HOPMATHBHBIX M METOAUYECKUX JOKYMEHTOB;
TpO(UTaKTHKA KOPPYILHOHHBIX ¥ MHBIX NpaBoHapylueHuid; cobmonenue
pabOTHMKaM{ KOJeKca OTMKM M  CHIyKeOHOro IOBEICHHA, IPABHII
BHYTPEHHETO PacnopsAIKa,

paspaboTka MEpPONPHATHH II0 CO3NaHWI0 O€30IaCHBIX YCIOBMH TpYHa,
TeXHUKH Ge30[1aCHOCTH, [T0XKapHOH 6e30IacHOCTH, IPOIYCKHOIO U BHYTPH
00BEKTOBOTO PEKUMOB, AHTHTEPPOPHCTHYECKOH Oe30MaCHOCTH;
oprauuzanus paboTs! ¢ jxasobamMu 1 0OpallleHHAMH TPaXIaH;

y9acTHe B IIOATOTOBKE K HCIIONHEHHH YIpPAaBIEHYECKHX pEUICHUH
PYKOBOICTBA;

pEllleHHe MHBIX 3a7a9 B COOTBETCTBUM C LEIIMH YUPEKICHH,

1. $YHKIHH

3.1. B 4acTH npaBoOBOTO CONPOBOMKIEHHUS:

pa3paboTKa JOKyMEHTOB IIPaBOBOTO XapakTepa, 00ecneucHre COOTBETCTBHA
HOPMATHBHBIM IIPABOBBIM aKTaM;

BHECeHHe IIONPABOK B [EHCTBYIOIME WM OTMEHE YTPAaTHUBIIMX CHILY
IPHKA30B U JPYTHUX JOKYMEHTOB Y UPEHKICHHS;

poBEepKAa COOTBETCTBUSL 3aKOHOHATENbCTBY PQ@ MpencTaBiseMbIX Ha
MOAMKCH JUPEKTOPY IIPOEKTOB JOKYMEHTOB: IpPHKa30B, HHCTPYKLHH,
MoNoXKeHHH M JOpYyrHX MaTepHaloB IPaBOBOTO XapakTepa, KOHTPOIb
COOMIONEH S TANOB COTNIACOBAHHS JOKYMEHTOB,;

COCTAaBICHME OTYETHOCTH 110 3aKynKam ToBapoB (pabotr, yciyr)
ycTaHoBNeHHBle (DeneparbHbIM 3aKOHOM OT 18.07.2011 Ne 223-@3 «O
3aKyIIKaxX TOBapoB, paboT, yCIYr OTAENbHBIMH BHAAMH IOPHAHTECKAX JTHI»
u ITonmoxenneM o 3akynke [AY AO «Hayudo-TIpakTHYeCKH# LEHTp
peabunuranyy geteit «Koppexuus U pasBUTHEY;

3aK/II0YEHNE H CONPOBOKIASHWE IPaKIAHCKO-NPABOBBIX AOrOBOPOB B
COOTBETCTBHMM C 3aKOHOZmaTenbcTBOM P®; mpoBepka KOMIETEHIHH JIHI,
MOATHCHIBAIOIIMX TOKYMEHTHI,

TIOATOTOBKA OTBETOB HA IPETEH3MH/HCKOBEIE TPeOOBaHUs KOHTPAreHTOB;
TIpeJiCTaB/IEeHHE, TT0 JOBEPEHHOCTH, HHTEPECOB YUPEKICHU B CyAax oburen
1 CIIEIHAIBHOMN FIOPUCIUKINH;

anamu3 1 oboblienne cynebHol IpakTUKY, H3ydeHUe IPaKTHKH 3aKITOTCHHS
¥ WCIOJHEHMS XO3SHCTBEHHEIX [OTOBOPOB (KOHTPAKTOB) C  LIENBIO
pa3pabOoTK#, COOTBETCTBYIOLIMX MPEIUIOKEHH 00 YCTpaHEHHH BBISAB/ICHHBIX
HEJOCTATKOB H YIyYIIeHHH XO3sHCTBEHHO-(QUHAHCOBOH JAeATENBHOCTH
YupexIeHus,

[IO/ITOTOBKA 3aKJIFOUEHNH 110 IPABOBBIM BOIIPOCAM,

y4acTHe B MEpOTIDHATHSX, HANPABNEHHBIX HA HCIIONHEHHE IOTOBOPHOH,
OHHAHCOBOM M TPYLOBOM JIMCHMIIAHEL, OOECICHCHHE COXPaHHOCTH
cOOCTBEHHOCTH YUpEKICHHS,



OKa3aHHE NPaBOBOM MOMOILM CTPYKTYPHBIM NOAPA3AETICHUSIM Y UPEKICHUS
B ITOATOTOBKE U 0(OPMIICHHH Pa3NIHYHOTO pola NPaBOBEIX JOKYMEHTOB;
HHQOPMHPOBAHHE HOJKHOCTHBIX JHII M pabOTHHKOB YUPEKICHUS O
IEHCTBYIONEM 3aKOHONATE/IbCTBE M U3MEHEHHAX B HEM, OTHOCSILHXCS K UX
IEeSITEIIEHOCTH;

3.2. B 4acCTH KagpoBbIX QYHKUIHH:

pa3paboTKa KaZpoBOH MOMUTHKHE U CTPATETHH YUPEKIEHU,
KOMIUIEKTOBAaHHE KaZpaMH TpeOyeMuIX Ipodeccuit, CreuHanpbHOCTeH |
KBaJIHQUKALIUH,;

yuactye B pabote o nonbopy, orbopy, pacCTaHOBKE KaIpOB;

OmpeleNeHre NOTpeOHOCTH  YUpexAeHWs B  Kajpax, ITOATOTOBKA
NIPENTIOKEHHH 110 3aMEeleHHI0 BaKaHTHBIX HONKHOCTEH; H3YYEeHHE U aHaH3
OOJDKHOCTHOH M NPO(ECCHOHAIbHO-KBATUDHKALMOHHON  CTPYKTYPHI
TIEpCOHaNa; JOKyMeHTOOOOpOT MO Y4eTy KaapoB, CBS3aHHBIM C MPHEMOM,
TIEPEBONOM, TPYHOBOM HEATENBHOCTBIO W YBOJIbLHEHHEM pabOoTHHKOB;
0000ImeHHe pe3yNbTaTOB aTTECTAllMU COTPYAHHKOB M OLEHKA [EJOBbIX
Ka4ecTs;

ohOopMIIeHNE NIpAEMa, IEPEBOA K YBOIbHEHUS pabOTHUKOB; HAIPABJICHHE B
KOMaHIMPOBKH; IIPEI0CTaBlIEHNe OTIYCKOB; CIIPaBOK; ¥ Mp.

IIOATOTOBKa JOKYMEHTOB 10 IIPEIACTABICHHMIO NIOOIIPEHUH U HarpaK IeHHH;
COCTaBJICHHE 3 HanpaBJIeHHE OTYETHOCTH, YCTaHOBIIEHHOH
3aKOHOIATEILCTBOM;

(hopMUPOBaHHE JOKYMEHTOB [UIS COA4YH B apXUB.

3.3. B 4acCTH JeJIONPOH3BOACTBA!
— OpraHM3allds JeNONpOM3BOICTBA B YUPEXKOCHHH; IPHHATHE MeEp IO

YIIOPAJIOUEHHUIO COCTaBa NOKYMEHTOB, ONTHMH3AIMH JTOKYMEHTONOTOKOB U
IOKYMEHTO0D0pOTa B LIEIOM;

obecrieuenue CBOEBPEMEHHOTO pPacCMOTPEHHUS JNOKYMEHTOB,
NPENCTaBIAEMEIX THPEKTOPY,;

NpHeM, pErucTpalldd, Y4YeT, XpaHeHue, [OoCTaBKa U pacchliKa
KOPPECIOHACHIMM (BXOAALIEH, HcXomsiel, BHYTpeHHEH), B TOM dHCIe
nepefaHHod 3IeKTPOHHO;

KOMIUJIEKTOBaHUE, XPaHEHHE, yUeT U UCIIOJIb30BaHNE apXUBHEIX TOKYMEHTOB,
o0pa3oBaBIIMXCS B XOOe [HESTENHOCTH OTHella II0 HOMEHKJarype
Yyupexxaenus.

3.4. B yacTH HH(POPMAUHOHHO-TEXHHYECKOT0 obecnedeHns:

obcmyHBaHUE KOMITBIOTEPHON TEXHUKH H IepubepriiHoro 000pyI0BaHus;
y4acTHe B CeMMHapax, CTaKUPOBKAX U KOH(PEPEHLUUSIX B KadeCTBe
TEXHHYECKOTO CIIELHAINCTa,;

yyacTHe B  3aKymke  KOMIIBIOTEPHOM  TeXHUKH, IepudepuiHoro
00OpYyIOBAHUS U PACXOIHBIX MaTEPHAJIOB,;

KOHTPOJb PACXOJOBaHHA 3alIPaBOUHBIX MaTepHAaIOB (KapTpHIDKeH ),



3.3,

3.6.

4.1.

OCYIECTBIEHHE  IpO(QHIaKTHUeCKUX  paboT,  TEKyIIEro  PeMOHTa
KOMITBIOTEPHON TEXHUKH H NeprudepuiiHoro obopynoBanwus;
WHCTPYKTHpOBaHHe U O0yHueHHe IepCOHana BOIpocaM HH(OPMAlMOHHO-
TEXHHYECKOro odecrneyeHus;

ontumuzamus JIBC (TokansHO BEIYHCIHTENbHAS CETh);

BHEIPEHHE ¥ CONPOBOXAECHUE IPOrpaMMHOro ofecrneueHus, HeoOX0nuMOro
1is GecrniepeboitHOro OCYIECTBIEHHS AeATEIBHOCTH Y UpeKACHU,
OCYIIIECTBIEHHE MEPOTIPUSITHH 110 3alATe HH(YOPMALIHH.

B 4acTH co3AaHus Ge3omacHBIX yeI0BHH Tpyaa:
pazpaboTka [JOKYMEHTOB M MEPOIPHSTHH, PErNaMEHTHPYIOIIUX MEpBI
obecredeHns IPOILYCKHOTO ¥ BHYTPHOOBEKTOBOIO PEXKUMaM.
paspaboTka [OOKYMEHTOB M MEpONpHUATHH II0 OXpaHe Tpyda W TEXHUKE
0e30macHOCTH;
YTBEp)KACHHE IMepedyHsl HHCTPYKLIHH [0 OXpaHe Tpyda M TeXHMKe
©e30MacHOCTH;
NpoBeAcHHE  IpodunakTHueckod  paboTel 1[0 NpEenynpexaeHUIO
IIPOM3BOJCTBEHHOIO TPaBMaTU3Ma,
mpoBefeHne 0oOy4yeHHH MpaBUIaM M HOPMaM OXpaHbl TPyAa M TEXHHKE
0E€30M1aCHOCTH;
ocymecTBieEne paborel 1o obecneueHU0 0E30IIaCHOCTH HOPOKHOTO
nBuxeHus ¥ npenynpexnesno JITTI;
3aK/IIOYeHHe JOTOBOPOB 110 OOCTY)KMBaHHMIO BHIEOHAONIONEHUs, NOKAPHOH
CUTHAJM3AIMHY, [Iepeady H3BeleHUi Ha IIyIbT 0KapHOH OXpaHBbl;
MCIIONTHEHHE TIPUKA3a, MHCTPYKIUH, TOpAaKa NeHCTBUN IIPU [oXKape, Mep 110
aBaKyalliy, TpaduKa MpOBEACHUS IPAKTUYECKOH 0TPabOoTKH 3BaKyallHH.

B YaCTH NMPOQHIAKTHKHE KOPPYILUHOHHBIX H HHBIX NPaBOHAPYLUEHHH
paspaboTKka MOKYMEHTOB M MEpONpPUATHH, permaMeHTHUPYIOLIUX MEpHI
pOGUITAKTHKH, AKTyaIu3allisg MaTepUaos;

BHECEHHE M3MEHEHHH ¥ MOIOJHEHUH B aHTHKOPPYNLUHOHHBIE IOKYMEHTBI
VupexaeHus.
IV. TIPABA:

Jns ofecriedeHHs BHITONHEHMS BO3TOXKEHHBIX 3amad M QyHKuu# Otzen
HAMeeT IIPaBo:

3aMpalldBaTh ¥ [ONyuaTh M3 CTPYKTYDPHBIX MOAPA3NENeHHH YUupexaeHHs
HHOOPMAIHIO, HEOOXOMUMYIO [IJIf OCYIIECTBIEHHS CBOEH [eATEbHOCTH
(reobxomuMele [aHHBle © paboOTHHKaxX, & IpH NpHeMe Ha paboTy H
IIEpEMEILEHUAX pabOTHUKOB — MHEHUE PYKOBOAUTENEH COOTBETCTBYIOLIMX
mojpasneNiieHuid o mHenecooOpasHOCTH — NpeanaraéMblX — KaJpOBBIX
IEPECTAHOBOK).

IPUHUMATh YYacTHe B CO3BIBAEMBIX DPYKOBOJACTBOM COBEINAHHAX [Id
pPacCMOTPEHHUS BOIIPOCOB, BXOAAIIMX B QyHKIIMH OTAE/IA.



— BHOCHTb MPEMJIOKEHHUA MO COBEPUIEHCTBOBAHUIO pabOTHl CTPYKTYPHEIX
oJpaseNIeHHH 110 BOIIPOCaM KaJpOBOH U IIPaBOBOH paboTsl.

— TOIMHUCHIBATE ¥ BU3HPOBATh NOKYMEHTHI B IIPELENIax CBOEH KOMITeTEHITHH,

— HaBaTh DPYKOBOJWTEISAM CTPYKTYPHBIX TIOZpasfeleHuH  YupeIeHus
o0s3aTeNbHbIE NN MCITONHEHHS YKA3aHWA 10 BONPOCAM, OTHOCALIAMCS K
xoMreTeruun OTHena.

— MaBaThk pasbfCHEHHA M pPEKOMEHNAlH¥ [0 BONIPOCaM, BXONALIAM B
xomneternuo Otnena.,

— B YCTaHOBIICHHBIC 3aKOHOHATENLCTBOM Poccuifckolt @enepanuu ciyuasx,
3anpalluBarh y pabOTHUKOB YUPEXAEHHUS NOKYMEHTHI (TPYAOBEIE KHHIKKH,
NOKyMeHTbl 06 obpasoBannu, namusie MHH, CTpaxoBoe CBHIETENHCTBO
FOCYNapCTBEHHOTO [IEHCHOHHOTO CTPaXOBaHMsl, BOGHKEI! GHIIET, CIIPaBKy O
HaJH4HH (OTCYTCTBHH) CYIHUMOCTH H T.1.).

— 3anpalluBarh B IPYTHX CTPYKTYPHBIX TIONPA3eNeHHSIX M CTOPOHHHX
OpraHH3alHIx uH(OpMaLHIO, HeoOXonuMyto IUTA IIPaBOBOTO
COTIPOBOXIEHUA AEATEIBHOCTH Y UPEKICHH.

¥ OTBETCTBEHHOCTbH

5.1. CoTpyIHHKH OTHeNa HECYT NEPCOHANLHYIO OTBETCTBEHHOCTH B NOpAOKe U
00beMe, YCTaHOBIEHHBIMH HX JIOJKHOCTHBIME HHCTPYKIIMSAMH.

5.2. Cobmonenne Tpebosanuit HOPMATUBHO - TIPABOBBIX  IOKYMEHTOB,
perimaMeHTHPYIOIKX AesTenbHocTs OTnena.

5.3. Obecneuenne KOHQUISHNMANEHOCTH W COXPAaHHOCTH  WHMOpMAIUH,
NONYYeHHOH B IPOLECCE HCITONHEHUS CBOMX JOIKHOCTHERIX 06s3aHHOCTEI,

5.4, Hecobmonienne yCTaHOBIIEHHOTO MOPSAKa paboThl ¢ JOKYMEHTAMH, 8 TAK)Ke
yTpary, mop4y NOKYMEHTOB H JIp.

5.5. CBoeBpeMeHHOE i TOYHOE BBIIOJIHEHHE YKa3aH! U MOpYYeHHH JHPEKTOpa.

5.6. HexauecTBeHHOe BEIIONHEHNE 00S3aHHOCTEIH.

5.7. HecoOmopenue COTpyIHHKAMH OTHENa KagpoBod paboTBI, NpaBOBOro
obecrnevenus, IIpaBua BHYTPEHHEro TPYLOBOTO DPacmopsamka, TPYIOBOH H
HCITOJTHHTEIBCKON JUCIUTIIMHEL.

5.8. Hespmonnenne TpeGoBaHuil M0 OXpaHe TPyda, B TOM HYHC/IE CAHHUTAPHO -
OMUAEMHONOTHUECKHX  HOPM M MPaBHJI;  aHTUTEPPOPUCTHYECKOMH,
HH(OPManHOHHOH, moxapHoit Gesomacuoctu, 'O u UC 1 np.

5.9. B ciyyae BO3HUKHOBEHHSI HENPENBHACHHBIX OOCTOSTEILCTB BLITONHSTE
TpeboBaHud, MpeLyCMOTpeHHble neifcTByromum B Yupexnerun «[lnanom
HeHCTBUH, B Cly4ae BO3HMKHOBEHHS HECTAHIAPTHBIX M UPE3BEIUAMHBIX

CHTYyallHi».
—
Havansauk
OpraHu3alHOHHO-TIPABOBOIO omeﬂ el J1JT. Crpaxosa
CornacosaHHO: il

BELNYLLHAH FOPUCKOHCYJIBT A.B. Beznensiesn



