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ITIPUKAS3
Kabps 2012 ron Ne 178

r.hpkyrck

OO0 ytBepxnenun [TonoxeHuit 06 oraese KaJpoBO-IIpaBOBOro obecreyeHns
ACATEIBHOCTH U Pa3MEILICHHs IOCY JapCTBEHHOTO 3aKa3a, apXMBe,
/DKHOCTHBIX MHCTPYKIUI HaYaJlbHUKA OTAENA KaIpOBO-IIPABOBOr0O 00ECIICUeHHS
ACSATEIIPHOCTH ¥ pa3MEIECHHUs I'OCY IapCTBEHHOIO 3aKa3a, SKOHOMHUCTA

COOTBCTCTBMM € TMpUKa3oM yupexaeHus ot 04.12.2012r. Ne 162 «O
ICHOBaHMM OTACIa KaJApOBO-TIIPABOBOM pabOTHI M JENONPOM3BOACTBA, M3MEHEHHH
YPBI W INTaTHOIO pacHuCaHus ydupexaeHus ¢ 1 suBaps 2013 roma», ¢ melbio
(bHOTO KOMILJICKTOBAHHUS apXWBa YYPEXKICHUS NOKYMEHTAMH U OOCCICUCHHS HX

HOCTH, a TakoKe yJy4qINeHHs BEACHHUS NEN0IPOU3BOACTBA, PYKOBOJCTBYSCH Y CTaBOM
e, -

PH Ka3bIBAKO:

'[BepIIUTH ¥ BBECTH B JeifCTBHE:

| suBaps 2013 roga IlonoxeHume o6 oTmene KaJpOBO-IIPaBOBOTO oOeceyeHus
bHOCTH M pa3MEIIEHHs] TOCYJapCTBEHHOIO 3aKa3a.

25 nexabps 2012 rona IlomoxkeHne 06 apxuBe OGNACTHONO rocyIapCTBEHHOIO
1070 y9IpexICHUS COUMATBLHOTO 00CTy)XuBanus «HoBo-JICHHHCKUI 1OM-UHTEPHAT
jeCcTapelIbIX ¥ UHBAJIUIOBY.

| smBaps 2013 rona JODKHOCTHYIO MHCTPYKIMIO HaYajbHWKa OTAeNa KaapOBO-
BOro oOecreyeHns JIeATENBHOCTH M Da3MEIleHHs TOCYIAapCTBEHHOIO 3aKa3a G
0enueM Ne 75 u BBecTu €€ B melicTsre ¢ 1 suBaps 2013 rona.

| smBaps 2013 roma KOMKHOCTHYIO HUHCTPYKIIMIO SKOHOMMCTA OTHeNa KaapoBO-
0ro obecreveHus MAEATENPHOCTH W pPasMENIEHHs TOCYNAPCTBEHHOTO 3aKa3a ¢
oenneM Ne 25 u BecTH €€ B meiictsue ¢ 1 suBaps 2013 ropa

licnektopy mo kampam bBymak A.A. 03HAKOMHUTb pabOTHUKOB oOTHENa KaapoBO-

Boro obecneueHus ACATCJIIBHOCTH M pa3MeElICHUs rocyaapCTBEHHOI0O 3akKasa ¢C
M 101 pOCIIHCE.
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. Hpunoxernue Ne 1

K IIpHKa3y 00JIaCTHOIO rOCYAapCTBEHHOIO
OIOIKETHOTO sy IPEKACHHUSI COLUAIBHOTO
o6ciryxusanus «HoBo-JIeHHHCKHHA 10M —
MHTEpHAT Il IIPeCTapeNblX ¥ HHBATHUIOBY
oT 26.12.2012r. Ne 178

ITonoxxenue 06 oTAene KagpoBO-IIPABOBOTO 0OECTICUSHUS
NeATeIbHOCTY ¥ pa3MeILeH s TOCyJapCTBEHHOTO 3aKa3a
006J1aCTHOT0 TOCYHAPCTBEHHOT'0 OIOPKETHOIO YUPEKICHUS |
corainbHoro obcnyxxuanus «Hopo-Jlenunckuii 1om —
VHTEpHAT JUIs IPECTAPENBIX U MHBATUIOBY

1. OOuume monoXxeHus

TIed  KagpoOBO-NPABOBOIO  O0ECHEUEeHMs]  JEATENBHOCTH M pasMELIEHUd
CTBEHHOTO 3aka3a (nmanee - Otnen) sABIsAeTCS CTPYKTYPHBIM IIOJpa3/ielieHueM
0ro rocyJapCTBEHHOrO OFODKETHOTO YUPEXAEHHS CONUATLHOTO 00CITY)KMBaHUA
lenuHCKMit TOM - MHTEPHAT JUTS IPECTAPENBIX U MHBAIUIOB (Jajee YUpexKACHHE).
JieJ1 BO3IMJIABIAETCS HAYaJIbHUKOM OTHENa U HENOCPEICTBEHHO IOMYMHICTCH
py YUpEXIEHHUS. == y A
I3 cBoeil meATeNsHOCTM OTJAen pyKOBOACTByeTcs Komcrurymmed Poccuiickoi
L{1M, 3aKOHOATensCTBOM Poccuiickoit denepanuu u UpKyTckoit 0671acTh, yKasaMu,
opneHusmu, pemeHusiMu [IpaButenscTBa Poccuiickoit ®enepanun, MpkyTckoi
[0 BOIpOCaM JESTEIbHOCTH OIOIKETHBIX YUYPEKIECHUH, IPABOBEIMH aKTaMH
Jkoit  o6macTh, IOCYNapCTBEHHBIM CTAHAAPTOM COLMANBHOIO OOCIYKUBAHHS
IbHOE OOCTY>XKMBaHWE B CTALIMOHAPHBIX YUPEXKACHUAX IPaXkIaH IMOKWIOr0 BO3pacTta
JIMJIOBY», YTBEPIKICHHBIM ITPUKA30M MUHUCTEPCTBA COLMAIBHOIO Pa3sBUTHS, ONCKH U
{renbeTBa MpKyTckoit obmacty, oT 05.12.2011r. Ne 196-mnp, YcTaBoM yupeKIaCHNA
M TlosoxeHueMm.
[llTaTHAs YUCIEHHOCTH OTJ/eNa ONpeNessieTcs NITaTHBIM PaclUCaHUuEM YUYPEKACHMS,
(JlaeMbIM  JUPEKTOPOM  VUpPEXJEHHUS W  COIVIACOBHIBAETCA  MHUHHCTEPCTBOM
LHOTO Pa3BUTH OINEKU U HOMeunTenscTBa pKyTCKOH 001aCTH.

2. OCHOBHEIE 3aa4YH OTHEIA

- OCHOBHBIMH 33/1aUuaMU OT/IEJIa SBJISIOTCS:

- KajipoBoe obecrieuenre nesTeIbHOCTH YUPEKICHUA:

(OMILJIEKTOBAHUE CTPYKTYPHBIX MOJpa3esieHui yUpeKIeHUs KaJpaMHu TpeOyeMBIX
¢CCHit, cTIEUATbHOCTEN U COOTBETCTBYIONICH KBaIU(DUKALUU;

BC/ICHUE KaJpOBOTO IEOMPOU3BOJICTBA, B T.4. 0QOPMIIEHHE TPYAOBHIX JOIOBOPOB C
IMKAMU YUPEXKIEHUs], a TaKOKe IBUKEHUS JIMYHOTO COCTaBa, BEICHNE JIMYHEBIX JCIT,
()opMupOBaHUE KaIpPOBOI'0 Pe3€pBa YUPEKIACHUA;

OpraHu3alfsl CHUCTEMBl ydeTa KaapoB (TIEPCOHAJIBHOTC M CTATUCTHYECKOTO ydera
careropuil pabOTHUKOB YUPEKIIEHNUS);

OpraHu3anus, KOOpPIAWHAIIMS W KOHTPOJIb KaIpoBOW DAbOTEl B CTPYKTYPHBIX
13JI€TICHUSX YUPEKICHHUS; '

obecrieu OO NEHUS

TPYAOBO 3aK0 B

(JlcHMs, 3alIMTHI OpaB paboToaaTess; Npag, JILIOT U rapaHTui pabOTHUKOB. |




‘Hacrue B npeaeiax cBOEH KOMIIETCHUIWH B IIOATOTOBKE U HCIIOJIHEHUU
JHUECKUX pemeHHﬁ, PCIICHUE HMHBIX 3a7a4 B COOTBETCTBUM C LEISIMU U 3aJadyaMu

>

PraHu3anys BOGHHO-YUYETHOH paboTs; \
Iprasusanust paboTsl ¢ MEPCOHATBHBIMU JAHHBIMU pa6OTHHKOB YUPEKICHUS.
6ecnequHe U BEJICHHE y4eTa IO NEepPEeNiOArOTOBKE U MOBHIIICHUIO KBAIMbUKAIMHI
HIKOB;

pranu3anys  paGOTEl 10 HATPAKIECHMIO paGOTHHUKOB HarpagaMy YYpexJICHHI,
tens, Vpkyrckod o6nacTd, MHHHCTEpCTBA TpyJa U COLMATHHON  3aIWTHI
groit denepauny;

OHTPOJIb COOTIOCHNS IUCLMILIMHEBI TPy /Ia PAGOTHUKAMH YUPEKICHNS.

paBoBOe obecreyeHue AEATEIBHOCTH YUPEKICHHUS:

(ccrnedenne coOMONEHNS 3aKOHHOCTH MPH MPUHATHH JIOKATBHBIX HOPMAaTHUBHBIX
YUPSIKICHUH;

fecrieuenne JOroBOPHOMH U NPEeTeH3HOHHO-HCKOBOM pa60T51

pUICTaBJIeHI/IC 3aIlUTa 3aKOHHBIX IIPAaB U MHTEPECOB YUYPEKACHUS B CYINEOHBIX U
JraHax BJIACTH, OpraHU3alMIX JIOObIX GOpM COOCTBEHHOCTH;

A3HACHEHHWE JCHCTBYIOINETO 3aKOHOJATENIBCTBA, KACAIOIIErocs MesTeTbHOCTH
CHHUs, TIOPSNOK €ro MPUMEHEHHs B paboTe CTPYKTYPHBIMU IIOAPA3NCICHHUIMY
CHUA.

bGecrieuenne IeATENBHOCTH 1O TOCY JapCTBEMHOMY 3aKa3y.

(IpENENATh U COTNIACOBBIBATH CIIOCOO pa3sMEILEHMs 3aKa30B Ha MOCTABKM TOBAPOB,
eHust paboT, OKasaHue YCIIyT JUIs HY K] yIpPexkKICHHS;

IpEENATE  TIOCTABIIMKOB (MCIIONHMTENIEH, IOAPSIYAKOB) Yepe3 IpOBEIeHHe
p UL 3aKIIOYEHNs ¢ HUMH TOCYNApCTBEHHBIX KOHTPAKTOB Ha IOCTABKU TOBAPOB,
Hue paboT, OKasaHue YCIYT JUIs Hy XK/l yUPEKICHHS.

C00MpaTh 3asBKY OT CTPYKTYPHBIX NOAPA3ACICHUI YUpekACHHUS ISl OCHE/YIOLIEro
llenust 3aKa3a Ha IIOCTABKU TOBAPOB, BBHIMOJIHEHHUE Pa0OT, OKA3aHHUE YCIYT IS HYKI
JICHu;

OPraHA30BBIBATE PabOTY MO 3aKIIOYEHMIO JOTOBOPOB MO Pe3yibTaTaM pasMeIleHHs
00ccrneynBath SQPEKTUBHOE M IKOHOMHOE HMCIIONB30BAHUS GIOKETHEIX CPENCTB U
I} BHEOIOJDKETHBIX HCTOYHUKOB (PUHAHCUPOBAHM;

YCTPaHATL BOSMOXKHOCTE 3JIOYNOTPEOJIEHNH U KOPPYIIIUK IPH Pa3sMEINEHUH 3aKa30B
'ABKK TOBAPOB, BRIITOJTHEHHUE paboT, OKa3aHUE YCIYT JUIS HYXK YIPEXK ICHUS;
POPMHPOBATH OTYETHOCTH pa3MelleHts 3aKa30B Ha [OCTABKH TOBAPOB, BBIIIOTHEHHE
OKa3aHMe YCIYT ULl HY>XJT YUPEHKICHUS.

ApxMBHOE OOecIieueHne AesITENBHOCTH:

- KOMIUIEKTOBaHME apXMBa YUPEKICHUS JOKYMEHTAMHU COTJIACHO YTBEPXKIEHHOW B
{/ICHUM HOMEHKJIATYpPE IelT;

CO3/ITAaHUE W TIOAJEPXKAHMWE B aKTYalbHOM COCTOSHUM CIIPABOYHOTO armapara K
HTaM, COCTOSIIUM Ha XPaHEHUU;

[MOJIb30BAHUE COCTOSIIMX HAa  XpPaHEHUM JOKYMEHTOB B COOTBEICTBUU C
{0BJICHHBIM HOPMAaTUBHBIMU aKTaMH MTOPSIKOM.

- Opranusanus 1e1onpou3BOACTRA:

| OpraHu3aIMS PEFUCTPALINH BXOMALIMX 1 HCXO/IAIIUX JIOKYMEHTOB;

(OHTPOJIE 3 JIBMIKCHMEM JOKYMEHTOB M CPOKAMH MX MCIIONHEHHS;
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3. ®Oyukuum otmena v
COOTBETCTBMA C BO3JIOKCHHBIMU 3aJa4aMi  OTZHEN BBHIIONHAET CICAYIOLIAE

ACTBYET B Pa3spabOTKE IUTATHOTO PACIIHCAHNS, COCTABIEHMH TapHMUKALMOHHOTO
OOTHHKOB YUpEKIEHHS,

KYMCHTHPYET OpHUEM, II€PEBOJ, YBOJBHEHHE pPabGOTHHMKOB, COBMEIICHHE,
¢ ONIOJTHUTENBHOIO 00beMa paboTHl paGoTHHKaMu M Hp. (IIOATOTOBKA
» TPYAOBBIX TOTOBOPOB U JAOIOIHUTEIBHBIX COITIAIIECHUM K HIM).

AKaMJIMBACT IpaXAaH MpU npueMe Ha paboTy ¢ KoleKTHBHBIM J0OroBOpOM,
neM 00 oruIaTe TpyZa B YUPEXKIEHUH, NOTKHOCTHOM HHCTpYKImeH, [TonoxeHnem
IC NEpCOHATBHBIX NaHHBIX, IIpaBuiamMu BHYTpEHHEr0 TPYJOBOrO PAacHOpSIKA B
CHUU; '

CYHIECTBISICT IPUEM, 32II0JIHEHUE, XpaHEHUE U BBIIauy TPYIOBBIX KHIKEK;

C/ICT yHeT JIMIHOIO COCTaBa pabOTHUKOB YUpexaeHus, opOpMISET JIHNYHBIE neia
11KOB; s . gm EF w

CYLIECTBIAET c60p, 06paboTKy, XpaHeHHe, KOMGHMHUPOBAHNE, TIepeaady U
OJIE30BaHUE MEPCOHANBHBIX JNaHHBIX PaOOTHHUKOB YUPEKIEHUS B COOTBETCTBHH C
lylomuM 3aKoHoaTenbCcTBoM Poccuiickoit denepanmy;

l0KYMEHTAIBHO 0QOPMIISET CITy:KEGHBIE KOMAHIUPOBKY;

COCTaBIACT rpaHUKU OTIYCKOB M BEET YYET MCIIONB30BAHMS OTIIYCKOB, a TAKKE

M/ISCT OTITyCKa B COOTBETCTBHY C IPaQUKOM OTITYCKOB.

3e/IeT YYET PabOTAIONIKX B YYpEeXKIEHUH BOCHHOOOS3aHHEIX;

~ [I0ArOTaBINBACT MATEPUANIB] ISl IPEJICTaBIEHNUs] PAOOTHHKOB K MOOLIPEHMSM;

- MO/IrOTAaB/IMBAET MATEpUAlbl 110 TNPUBIEYEHHIO PalOTHUKOB K MATepHalbHON M

{IIMHAPHOH! OTBETCTBEHHOCTH;

FOTOBUT OTBETBI Ha 3aNPOCH! O TPYJOBOM CTaXke PaGOTHHKOB, paHee pabOTaBIINX B

(JICHUM,

Y4YacTBYET B aTTeCTallul pPabOTHHKOB,

COCTABJIAET IUIAHBI NOBLILIEHUS KBATUGHUKALUHY PAOOTHHKOB;

CBOCBPEMEHHO IOTOBUT U HAlPABILIET CTATMCTUYECKYIO OTYETHOCTH MO KaZpOBOMY

UICUCHHIO YUPEXKICHUS

KOHCYIBTHPYET pabOTHHUKOB 110 BOIPOCAM TPYIOBOI'0 3aKOHOIATEIHCTBA.

B obnactu npaBoBoro obecreyeHus: '

paspabaTeIBACT TOJIOXKEHHS, HMHCTPYKIUM, TpaBHia  KAaCAIoIUecs BOIIPOCOB
0CTH : ; OJDKHOCTHBIC HHCTPYKLHK PaOOTHHKOB V' NEH '

‘ ‘B 'YCTAHOBNEHHOM  3aKOHOMATENHCTBOM  IOPSJKE  KANOGHI,
WICHKA  KIMEHTOB, pAabOTHMKOB, OpraHu3auMil, NpECTABNECHUS U ONpelCiIeHHs

~




{bIX OpPraHoB, OPTaHOB IIPOKYpPaTypsl M APYI'MX OPraHOB, FOTOBUT HA HUX OTBETHI,
HEHWsI, BO3PKEHUs, a Taloke TMPEIOKEHUs 110 YCTPAaHEHUIO BBISBICHHBIX
CHMIM;

[peICTaBIIseT UHTEPECH YUPESKICHUS B CyJIaX, IOCYJapCTBEHHBIX, OOLIECTBEHHBIX U
OpraHMU3aLusX; "

OCYILIECTBJISIET ITPaBOBYIO DJKCIEPTHU3Y M COIVIACOBAHME IIPOEKTOB JIOIOBOPOB,
OB, TIOJIOXKCHMM, MHCTPYKIMH, IIPaBUJl, U3JaBaEMBIX B YUPEKICHNUM;

[OTOBUT TPEIJIOXKEHHUS O TPUHATUW, W3MEHEHWM, [OIOJHEHHM WA OTMEHE
IMITMBHBIX aKTOB, IPOEKTOB HOPMATHBHBIX ¥ MHBIX aKTOB YUPEIKICHUS;

OKa3pIBaeT CTPYKTYPHBIM TIOJpPAa3/CJICHUSIM IPaBOBYIO IIOMOINL B IIOAIOTOBKE
[OB HOPMAaTHUBHEBIX aKTOB;

[10 3aIpocaM CTPYKTYPHBIX MOAPa3eICHUM yupexxIeHUs pa3biaCHAET JEHCTBYIOLICE
jJarenscTBO  Poccuiickoit  ®enepaumm, HMpkyrckoil — o0jacTH, — Kacarouieecs
bHOCTHU YUPEIKJICHUS,;

y4acTBYeT B MIOArOTOBKE MAaTE€pPHAJIOB O XUIIEHUAX, pacTpaTax, HEJI0CTayax U Iopye
ICCTBEHHBIX IICHHOCTEH ISl IPUHATHS MEp 10 BO3MEIIECHHUIO ylIepoa;

~ OKa3pIBaeT COIMAIBHO-IIPABOBHIE YCIYIM KIMEHTaM ydupeXIeHNs, HalpaB/ieHHbIC Ha
Iy 3aKOHHBIX MX [PaB ¥ UHTEPECOB B 00BEMeE, NPelyCMOTPEHHBIM [ 0Cy 1apCTBEHHBIM
{llaproM colMabHOrO obchyxuBanus «COLMaNbHOE O0CHYKHUBaHUE B CTAIlMOHAPHBIX
IKICHUSIX TpaXkKAaH TIOXKMIIOTO BO3pacTa U MHBAJIMIOB», YTBEPKIEHHBIM IIPHKa30M
CTepCcTBA COLMANBHOIO Pa3sBUTHS, ONMEKHM W NMONEUUTEIhCTBa VIpKyTCKO# obnacTy, OT
2011r. Ne 196-m11p;

CBOEBPEMEHHO TOTOBUT U MPEACTABISIET OTYETH 10 YCTAaHOBJIEHHON QopMe.

3 o6nactu pasmenieHus rocy1apCTBEHHOIO 3aKas3a:

pa3pabaTsiBaeT IUIaH-rpaduK 3aKyIoK;

OCYIIECTBIISET MOATOTOBKY U3MEHEHHUH JUIsI BHECEHHUS B IUIaH-IPa(UK 3aKyIIOK;
pasMmelniaer Ha oQUIHAIBLHOM caiiTe B ceTu «VHTepHeT» IulaH-rpadUK 3aKyIOK U
CHHBIE B HETrO W3MCHEHHUs, 3aKIIOUEHHBIE JOTOBOPHI 0 pe3ysbraraM IPOBEICHHBIX
[HOHOB, KOHKYPCOB, 3aIlpoca KOTUPOBOK;

pa3MellaeT 3asBKM B aBTOMAaTU3UpOBaHHOM cucteme «ALIK-I'oc3akasy;

~ COIJIAaCOBBIBAET KOHKYPCHYIO JOKYMEHTAllMIO Ha IIPOBEJEHHE  ayKIHOHOB,
KypCOB;

obecreynBaeT 3aKIIOUEHHe JJOrOBOPOB Ha IMOCTABKY TOBAapOB, BBHINOJHEHHE PaloT,
jaHUe YCITYT 10 UTOraM MPOBEEHHBIX ayKIIMOHOB, KOHKYPCOB, 3a1Ipoca KOTHPOBOK;
BEJCHWE peecTpa 3aKyIloK II0 TpyIIaM TOBapoOB, BHINOJIHEHHs paboT, OKa3aHWs

yr;
PErMCTPUPYET JAOTOBOpA Ha MOCTABKY TOBApOB, BEINNOJHEHUE pabOT, OKa3aHue yCyT,
[l0YaeMBble YUPEIKIEHUEM;

COCTABJISIET U MPEAOCTABIISIET OTYETHOCTH 110 3aKyIIKaM B YCTaHOBJICHHBIC CPOKH.

B obnactu paboTe! apxuBa:

[IPUHUMAET, PETUCTPUPYET IOCTYIAIOLIME NOKYMEHTBl B apXWB OT CTPYKTYPHBIX
paseNeHuN yupesKIeHNUs;

BBIJAET B COOTBETCTBUMU C IOCTYIAIOIIMMHU 3allpOCaMU apXWBHBIC KOIUHM U
KKYMEHTBI;

COCTaBNsIeT HEOOXOJMMBIE CIpaBKM Ha OCHOBE CBEINCHMM, MMEIOUIUXCA B
0ICYMCHTAX, HAXOJAAIUXCSA B apXUBE;

YUWTBIBAET ¥ 00€CIIEUNBAET COXPAHHOCTD NPUHATHIX B aPXUB AOKYMCHTOB;




COCTaBlsieT HOMCHKIATYpPY Jel YYpeXJEeHUs, TOTOBUT U - - IIPEJOCTABIISET
I'YPHBIM MOApa3AeeHUSIM BBIINUCKUA U3 HOMEHKJIATYPHI JIel.

B o6mactu nenonpoussoncrsa: .

OCYLIECTBIISET NMEPBUYHYIO 00pabOTKy BXOJISIICH U HUCXOISAIIEeH TOKYMEHTAUU, €€
IPaLIO; '

lICpelacT BXOIAIIME JOKYMEHTHl Ha pPAaCCMOTPEHHE IUPEKTOPY M TOJNyYaeT OT
fopa C YyKasaHHAMH M pE3OIONMSIMH O TIOpSAAKE HCIOJHEHUS IepelaHHBIX
CHTOB;

fiepenaeT pabOTHUKAM YUPEKIOECHMS KOMUH JOKYMEHTOB, IIOCTYIHBIIMX OT
KTOpa ¢ pe30JIIOIUEH;

KOHTPOJIUPYET CPOKH MUCIOJHEHHUS JTOKYMEHTOB, CTOSIIUX Ha KOHTPOJIE,

COCTaBJIAE€T M I'OTOBUT NOKYMCHTHI B COOTBETCTBUM C NOPYUYEHUSIMH U YKa3aHUSIMHU
Opa, ¥ BEIZIAET UX KOIIUH;

[IPUHUMAET ¥ OTNPABIISET TEIEPOHOIPAMMEBI,

OCYWIECTBIISCT PETUCTPALIMIO IIPUEMA U BBIIa4Yy [T€YaTeil, IITaMIIOB U UX XpaHEHHE.

4. IlpaBa Otnena

[lonyyats B 06s43aTeNbHOM W MEPBOOYEPENHOM TOPSAKE IS O3HAKOMIICHHS,
Ib3oBaHud B paboTe TOCTyHaroume B yqpexo:[eHne 3aKOHOJIaTEJIbHBIE U HWHEIE
[ITHBHBIC IPABOBBIE aKThl M IOKYMEHTHL. . .. .=

JanpammBaTh M TONyYaTh OT pabOTHUKOB CTPYKTYpHEIX —IIOJpA3eNeHuil
JMcJlenus TOKYMEHTBI, CIIPaBKH, PacueThl W JPYTHe CBEJCHMS, HEOOXOMUMBIC IS
JIHEHNs BO3JIOXKEHHBIX Ha OT/IeN 3a1ay U (yHKIIHIA.

 [lpuBnexaTs pabOTHHUKOB JAPYIMX CTPYKTYPHBIX HOAPA3feNeHHH IS MOATOTOBKH
KTOB paCTIOPsDKEHUM, IPUKA30B, MHBIX HOPMATUBHEIX IPABOBBIX aKTOB M JIOKYMEHTOB
OBOro XapaxkTepa, OCYUICCTBIACHMS MEDPONPUATUH, CBS3aHHBIX C peaau3aluei
JKeHHBIX Ha Otnen 3a1a4 U QyHKIIHIA.

BosBpamiaTh WCIONMHUTENSIM Ha JOpabOTKy HE COOTBETCTBYIOUIME NEHCTBYIOMIEMY
10/IaTENBCTBY ~ TPOCKTHI  JIOKYMEHTOB, IIOATOTABIMBATH [0 HHM B  Cllydyae
XOJIMMOCTH 3aM€eYaHus, 3aKIIOUEHHUs U NIPABOBLIE CIIPABKH.

BsanMoneicTBOBaTh ¢ CyneOHBIMM M HHBIMH OpraHaMM M OPraHM3alMAMH, IO
HijjocaM, BXOIIIMM B KoMmiieTeHuuo Otaena.

Brocuts mpenoxenns no coBepIieHCTBOBaHMIO GOpM U METOAOB paboTs OTaeNa 1
£)K/ICHUS B LIEJIOM.

[To mpuxasy nupekTopa ydupexaeHus IPUHUMATh YYacTHE B 3aCEIAHMAX KOMFECCHIA,
flilanuii, paboYux rpynil.

BHOCHTE TIpe/UIOKEHHs JUPEKTOPY YUPEXKACHHS 10 TOBBINEHMIO KBalH(pUKALMH,
[[PCHUIO M HAJIOXKCHUIO B3BICKAHMK Ha paOOTHUKOB OThena W APYrUX CTPYKTYPHBIX
D13ICTICHIH YIPEKIEHHUS 110 CBOEMY MPOPIITIO NEATENBLHOCTH.

~ Mcronb3oBate B CBOEH NEATENBHOCTH MMEIOMIMICS B YUPEXKJICHUM CITy:KEOHBIH
ICIIOPT, CUCTEMBI CBSI3U, KOTTMPOBAHUSA, Oa3bl JaHHBIX, KOMITBIOTEPHYIO TEXHUKY U HHOE
lllecTBO, HEOOX0AMMOE /sl BBIIIONHEHUS 3a1a4d ¥ GyHkuui OT/aena.

5. OTBeTCTBEHHOCTH 3a Heucnonuenue Gpynkuuii Oraena
OTBETCTBEHHOCTh 3a HaLJieXkaliee Wu CBOCBPEMEHHOE  BBIMONHEHHE OTHCIOM

IMH, TP ,_cMorpeHme HACTOAIINM TIOTIOKEHUEM, HeceT HavamsHuk OTaena.
Ha navanpuuka Otnena Bo3araercs OTBETCTBEHHOCTD 3a:

s



Oprapusalpio gesrenbHoctH OtThena IO BBINOJHEHMIO 3aJady M (QyHKUMH,
ceHubpIX Ha OToen;

opraguzauio B OTaene onepaTHBHON W KauyeCTBEHHON MOATOTOBKHU M HCIIOIHEHHMS
SHTOB, BEJICHHE IEJONPOU3BOJACTBA B COOTBETCTBUY C ACHCTBYIOIUMHU IIpaBUIaMU U
KUMAME; T

cobmoaenre paboTHrkamu OTaeNa NpaBIl BHYTPEHHETO TPYJOBOIO PacIoOpsaKa;
obecrieyeHre COXpPaHHOCTH HMYIIECTBa, Haxopsmerocs B Otnene, U coOMOIEHUE
[ oYkapHO# 0€3011aCHOCTH;

110,100p, paCCTaHOBKY U AEATENHEHOCTh paboTHHKOB OTHENA;

COOTBETCTBUE NEUCTBYIOMIEMY 3aKOHONATENbCTBY BU3UPYEMBIX (IIOJIMCHIBAEMBIX)
)CKTOB ITPUKA30B, HHCTPYKIHH, IIONOXEHUN B APYTUX JJOKYMEHTOB;

COCTaBJIEHUE, YTBEPKIEHNUE U NPEOCTaBIEHNE HEOCTOBEPHOI OTYETHOCTH;
HeoOecrieueHe WM HEHajuleXxalee OOeCHeueHHe  pPYKOBOACTBA YYPEKAECHUS
Matiyeit Mo MpaBoOBEIM BOIIPOCAM;

1IECBOCBPEMEHHOE, a TaK)Ke HEKAueCTBEHHOE MCIIONHEHUE JOKYMEHTOB U ITOPYUYEHUH
'0pa yUpeKICHNUS, )

JIOMYIIIEHNS MCIOJIb30BaHus HHbopMmanuu pabotHukamMu OTHena B HE CIyXKEOHBIX

OrsercrBenHoCcTs paboTHHKOB OTnena yCTaHaBnnBaeTcx UX JIOJDKHOCTHBIMHU
/KIASIMI. ’

6. B3auMOOTHOLIEHUS C IPYTUMH CTPYKTYpPHBIMHU NOAPa3NelICHUAMU

Jluis BeITONTHEeHMs GyHKUUE U peanu3aiuu npaB OTien B3aUMOJAEHCTBYET CO BCEMHU
'YPHBIMU TIOAPa3ACICHUSIMU YUPEKICHUS 10 BOIPOCAM:

IIpenocraBnenus:

XapaKTepUCTUK Ha PabOTHHUKOB, MPEACTABIISIEMBIX K ITOOIIPEHHIO, MPUBIEKAEMBIX K
JIGHOM U TUCHUILTMHAPHON OTBETCTBEHHOCTH U IO Mepe HalOOHOCTH;
 MNOSICHUTEJIBHBIX 3aITUCOK, OOBSICHUTENBHBIX OT HapymmTeneil [IpaBumil BHyTpEHHETO
OBOrO pacropsKa YUPEKICHNUS;

[IpeUTOKEHMH TI0 COCTABICHHIO MPapUKOB OTITYCKOB;

~ IITATHOTO PaclyCaHus,

~ pacyeToB NOTPEOHOCTH B KBATU(MULIUPOBAHHEIX KaJpax I10 OTASIBHBIM TOJDKHOCTSM,
HAJILHOCTAM, TIPO(ECCHsIM;

CBEJICHUH 0 KAUECTBEHHOM COCTaBe pabouMX, CIEIMATUCTOB U CIy KAIHX;

pelIeHui aTTeCTaOHHON KOMUCCHY;

Tabeinst yuera pabodero BpeMeHY;

JINCTKOB BPEMEHHOM HETPYyIOCIIOCOOHOCTH;

rpabHKOB HAIpPAaBJICHHUS PYKOBOISINMX PAOOTHUKOB ¥ CIEIUAIKCTOB B ydeOHEBIE
[eHHsT IS TIOBBIICHUS KBATU(DUKALIHY;

MHBIX JIOKYMEHTOB.

7. BHeceHue uzMeHeHu U nonojaHeHu B Ilooxenue

M3menenuss u pomojiHeHuss B IlojlokeHue BHOCATCA IPUKA30M  JUpPEKTOpa
KJICHHS TIO MTpEeiCTaBNeHHI0 HayaibHuka Otrena.

OTOBMJI HAYAJIPHUK OTACJ1a KaﬂpOBO-HpaBOBOI\/’I pa6OTbI
OTPOU3BOICTB ; <




