[ocynapceTeeHHoe GI0IKETHOE ITPOdhECCHOHAIBHOE 00pa30BaTeNbHOE YIPEIKICHIE
«Kypranckuil negarorn4ecKui KOJIeIK

ITPUKASI

30 ampens 2021 r. Ne 141

06 yrBepxnenun IonoxeHus
06 oTese MPaBoOBOH U KaapoBoi paboTEI

B memsix opraHM3aliEH JESTEIBHOCTH OT/IeNla IpaBoBod M Kaapopoit paboter I'BIIOY
«Kyprasckuit nearoruuecKui KoJuIe)

[TPUKA3BIBAL):

1. YrBepauts Ilonoxkenne 00 OTHede MPaBOBOM M KaApoBOH pabOTHI  COTIIACHO
MIPUJIOKEHHIO K HACTOSIIIIEMY IIPHKa3y.

2. YTBep/UTh JODKHOCTHbIE WHCTPYKIHH HadalbHHKAa OTJENa MPaBoBOH M KaJpOBOH
paboTEL, 3aBEJYIOLIEr0 KaAPOBOH CIIy kOB, JOKYMEHTOBEA, CIIELHAKCTA I10 KaZpaM.

3. Ilpusnare yrpatuBmmm cury npukas I'BIIOY  «Kypramckuil —earorugecKui
Kosuteuky» ot 29 nexabps 2018 rona Ne 403 «O6 yrBepxaenun [Tonoxkenus 00 oTnee MpaBOBOH
W KaApoBOd paboThI», & TakKe JODKHOCTHBIE MHCTPYKIMH HavallbHUKA OTHENa IIPaBOBOH M
KaJpoBOH paboTH, 3aBEAYIOLIEr0 KafpoBoi crykObl, JOKYMEHTOBEA, CICIHAINCTA 110 Kajpam,
YTBEP)KIEHHEIE JUPEKTOPOM KoJLTemka oT 29 nexabps 2018 roxa.

4. HacTosmui npuKas BCTYIIaeT B CHILY C JAThl €r0 MPUHATHA.

5. KoHTpOTIs UCTIONHEH s HACTOSIIIETO IIPHKa3a OCTABIIAIO 32 COOOH.
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npunoxenue k npukasy I'BIIOY «Kypranckuii
IIeTarOrHYeCKUi KOJIIEIDKY

ot 30 ampens 2021 roja Ne 141

«06 ytBepxkaenuu [lonoxenue ob oT/iese IPaBOBOM
M KaJIpoBOH paboTeI»

I'ocynapeTBeHHOe BIOIKETHOE TIpodeccHoHaIbHOe 06pasoBaTebHoe yapexaenne «KypraHckui

PaccMoTpeHo Ha 3aceiaH|K
Cogeta Konnemxka
nporokon Ne 71 ot 15.04.2021 r.

IAPCTBEHHOIO OO IKETHOIO
00pa30BaTENBHOrO  YUPEKACHHA
HYECKHH KOJLIEIK

JIL.T". bobrora

~ 00 oTe/ie npaBoBOi H KaAPOBOH padoThl

1. Obmue noJ10KeHHUs

1.1. Oraen npaBoBOH U KafpoBo#f paboTHl (mamee — OTAEH) SBIACTCA CTPYKTYPHBIM
IOApa3eieHHEM TOCYJApCTBEHHOTO OO/DKETHOTO IpodecCHOHANBHOIO 00pa3oBaTEeIEHOTO
yupexaenns «KypraHckuii mearornaecKuil KoJulek» (Ianee - KOIIeIK).

1.2. Ozpmen coszmar mnpukaszoM [BIIOY «Kyprasckui TeIarorudecKuil  KOJUICIMK
ot 30 oxTabps 2018 roma Ne 316A «O co3nganuu oTAEa IPABOBOH H KagpOBOH pabOTEI» B LENAX
[IPABOBOTO, B TOM 9HCJIE OpPraHW3alHOHHO-IOKYMEHTAIHOHHOIO OOECIEYCHHS NEATEbHOCTH
KOJUIEDKA, 3aIIMThl €ro IIpaB M 3aKOHHBIX HMHTEPECOB, OCYIIECTBJIEHHS KaapOBOH IOIHTHKA
KoJUIeIa M o0ecredeHns: KaJpoBOro INIaHUPOBAHHS.

1.3. Otaen noJUHHIETCS HEMOCPEACTBEHHO JIUPEKTOPY KOJUICIKA.

1.4. Hacrosuiee MONOXKEHWE ONpeaeldeT Ha3Ha4YeHHe, 3a/aud, GYHKIUH, I[IpaBa,
0053aHHOCTH, OTBETCTBEHHOCTbD, CTPYKTYPY M OCHOBEI JESTENBHOCTH OTAENA.

1.5. B cBoe#l [edTeNbHOCTH OTHENl PYKOBOJCTBYETCS 3aKOHOAATENBCTBOM PoccuicKoH
Denepanun, 3aKonoaarenscTBoM Kypranckoit 001acTi, OA3aKOHHBIME HOPMaTHBHO-IIPABOBLIMH
aKTaMH, YCTaBOM H JIOKAIILHBIMH aKTaMH KOJUIEIKa, B TOM uucne HactosumM [lomoxenuem,
MIPUKA3aMH U PACIIOPSHKEHUSIME TAPEKTOPa KOILIE/IAA.

1.6. Otzmen OCYIIECTBIISIET CBOK JIEATENBHOCTE BO B3aMMOJACHCTBHH C [IPYTHMH
CTPYKTYPHBIMHU TOJpasieicHHIMA KOJUIEDKa, C OpraHaMM rocyaapcTBeHHOH BrnacTu Pocculickoi
@enepanun, opraHaMy TOCYIAPCTBEHHOM BiIacTH cyObeKkTOB Poccuiickoil Pefepalnu, opraHaMu
MECTHOT'O CAMOYIIPABICHUS U OpPraHu3aIHsIMH.

2. OcHoBHBIE 32]a9H 0T/1€/Ia

2.1. OcHOBHBIMH 3aJa4aMH OTIENA SBJIAIOTCS:

2.1.1. Cobmonenue TpeOoBaHUH 3aKOHOJATENECTBA IIPH OCYIIECTBICHHH KOJUIEIDKEM
CBOEH MJEATENIbHOCTH M IIPABOBAs 3alUTa €0 HHTEPECOB B COOTBETCTBHH C JICHCTBYIOIIHM
3aKOHOJATEJILCTBOM.

2.1.2. ConpoBoixieHHE JOrOBOPHOM M [IPETEH3MOHHO-HCKOBOH IEATEIPHOCTH KOJIEKA.

2.1.3. IlpapoBoe oOecredeHHe BHEIIHUX CBA3eH KOUIemKa C IOPHAMYECKHMH H
(pU3MYECKUMH JTHIIAMH.

2.1.4. ObecrneueHHe MTpPaBOBBIMH CPEACTBAMH COXPaHHOCTH HMYIIECTBA KOJLICIXKA, a
Takke YKpeniaeHHs (HHAHCOBOH U X03gHCTBeHHO! THCIUIIIHHEL

2.1.5. OcymiecTBIIeHHE MIPAaBOBOH M aHTHKOPPYIIMOHHON 3KCIIEPTH3bI JIOKAIBHBIX aKTOB
Komnemxa.

2.1.6. VYwactHe B OCYIIECTBICHHH 3aKYIIOK [UIs HYXKJ Koie/pka (IpaBai H
AHTHKOPPYTIHOHHAS 3KCIIEPTH3a JOTOBOPOB, IPETEH3MOHHAs paboTa).



2.1.7. TloBEILIEHKE YPOBHS MPABOBOM TPaMOTHOCTH M IIPABOBOH KyIbTYphl PabOTHHKOB
KOJLIE KA.

2.1.8. Tlonbop ¥ paccTaHOBKA KaIpOB.

2.1.9. Vuer nuYHOro cocraBa M BeACHHE KagpOBOIO JIEJIOMPOH3BOJACTBA H KOHTPOJE 32
cOOIIOIEHHEM TPYIOBOTO 3aKOHOAaTenbcTea PO.

2.1.10. OcymecTBIeHHEe KOHTPOJIA 3a BEIIOJHEHHEM IIPaBHJI BHYTPEHHEro pacropsiika
paboTHMKamM# Kojute/pka. OCyIIecTBICHHE KOHTPOJIA 38 COCTOAHHEM TPYAOBOH THCIHILIHHEL

2.1.11. Opra#muzanuss  paboTEl 1O HENPEPHIBHOMY — 00YYEHHIO,  ITOJATOTOBKE,
HEPENOArOTOBKE ¥ MOBHINEHHIO KBATH(GHKAHK paOOTHAKOB KOJLIEUKA.

2.1.12. KoHTpoIs, B Ipeaenax KOMIETEHIMH, COOIOIEH S TPYAOBEIX M COIMAIBHBIX TTPaB
¥ rapaHTHil pabOTHUKORB KOJUIEIKA.

2.1.13. Paspabotka dopM H 3aKII0OYEHHE TPYAOBLIX IOTOBOPOB, KOJUIEKTHBHOI'O OrOBOpa
M MHBIX JIOKAJIBHBIX [IPABOBBIX aKTOB KOJUIEKA.

2.1.14. Opranu3zanus J0KyMEHT0000pOTa B KOJUIEIKE.

2.1.15. OcymiecTBienre KOHTpPOIS IIPOIECCa M CPOKOB HCIOMHEHUS JOKYMEHTOB B
KOJUIEKe, ITOPyYeHHH pyKOBOACTBA KOJLUIEIKA.

2.1.16. Opranu3aiis OIepaTHBHOTO XpaHEHHs JOKYMEHTAIMH B KOJUICIKE.

-
3. @yHKOHE 0TAEIA

B mensx peanmM3aliyd BO3JNOKEHHBIX Ha Hero 3anad OTHen BBEIIOJIHSET CIENyoIHe
bYHKUIHH:

3.1. TTo npaBoBOMY OO€cCIIEYeHHIO AEITEILHOCTH KOJUIE/DKa:

3.1.1. IlpaBoBas ¥ aHTHUKOPPYIIMOHHAs OJKCIEPTH3a IPOSKTOB JIOKABHBIX AaKTOB
KOIUIEDKA, HX BH3UPOBaHKE, a TAKIKE pa3paboTKa JIOKAJIBLHEIX aKTOB KOJIICDKA.

3.1.2. BHeceHue NPEIIOKEHUHA 10 H3MEHEHHIO MIIH OTMEHE JIOKAJIBHBIX IIPABOBHIX aKTOB
KO/UTe/KaA., [IpHHHMAeT MEphl M0 H3MEHEHHWIO MHJIM OTMEHE IPaBOBEIX aKTOB, H3JAHHBEIX C
HapyIIeHHEM JICHCTBYIOMIET0 3aKOHOAATEIbCTBA.

3.1.3. OpraHuzamys  JeSTETBHOCTH  COBMECTHO €  IPYTHMH  CTPYKTYPHBIMH
MOpa3eICHASME KOJUIEDKA TI0 3aKIHOUEHHIO JIOTOBOPOB I 00ECIeYeHHs HYKI KOJUIeIKa B
MOpsiKe, IPEJyCMOTPEHHOM 3aKOHOAaTenbcTBOM Poccuiickoit @expepanuu, ydacTHe B
IIOATOTOBKE IIPOEKTOB JOTOBOPOB, MX BH3MPOBAHHE, COCTABJIEHHE IPOTOKOIOB PA3HOTIIACHH K
JIOTOBOPaM.

3.1.4. IlpencTaBHTENBCTBO KOJUIEDKAa IIPH PAacCMOTPEHHH IIPaBOBBIX BOIIPOCOB B CYIE,
rOCYIapCTBEHHBIX M MYHUIIHTIATFHBIX OpraHax, OOIeCTBEHHBIX H HHBIX OpraHu3alyax, y9acTHE B
cyaeOHBIX W apOuTpakHBIX Henax. [IpHHATHEe Mep IO YperyJIHpOBaHHIO CIIOPOB B JOCYHeOHOM
MOpsijIKe, IOJATOTOBKA HCKOBBIX 3asBICHHM M MaTE€pPHAIOB JUIA NPEAbABICHHS B CYIBI, IPYTUE
Oprafbl IPH PacCMOTPEHHH IIPABOBBIX BOIIPOCOB H CIOPOB, H3yUEHHE PELIEHHMH, ONpeeleHu,
[IOCTAHOBIICHHH CYIOB H IIOATOTOBKA JKajlo0 B cilydae, €CIIH €CTh OCHOBAHHS CYHTATh HX
He0OOCHOBaHHBIMH.

3.1.5. YuacTHe B NOATOTOBKE M 3aKIIOUEHHH KOJUIEKTHBHOIO JIOTOBOpa, pa3paboTke H
OCYIIIECTBIIGHHH MEPOIPHATHH 110 YKPEIUIEHHIO TPYAOBOH HMCUMIIIMHBL, PETYTHPOBAHHIO
COIIHAIBHO - TPY/IOBBIX OTHOIIEHHUH B KOJIIEIKE.

3.1.6. OcymiecTBIcHHE MOHHTOPHHTA IEHCTBYIOIIErO 3aKoHonarenbcTea PX® B 4wacty,
Kacarolencs AeATeIbHOCTH KOJISIKa.

3.1.7. Yuactwe B pa3paboTke H OCYIIECTBIEHHH MEPONPHATHH IO YKPEIUICHHIO
JIOTOBOPHOM, (PUHAHCOBOH ¥ TPYAOBOH IHUCIMIUIMHEL, OOECIICYEHHIO COXPAHHOCTH HMYIIECTBA
Konnemxa.

3.1.8. B npemenax KOMIETEHLHH OCYLICCTBICHHE IpHEMa (QH3HYECKUX  JIHII,
Ipe/ICTABUTENEH JOPHIMYECKHX JHI, OOecIedeHHe CBOEBPEMEHHOTO H B IONHOM oO0beMme
PAcCMOTPEHHMS X YCTHBIX M THCHMEHHBIX 00pallle i B COOTBETCTBHA C 3aKOHOAATEIbCTBOM PO,
HalIpaBIEHHE MM YBEAOMIICHMH O IIPHHATOM pENICHWH B YCTAHOBICHHBIH CPOK B Mpenenax
KOMIIETEHIMH. KOHCYILTHpOBaHHEe pABGOTHUKOB, PYKOBOJACTBA IIO IIPaBOBBIM BOIpOCaM (B
IIpejieNnax MesTeNbHOCTH KOJUIEKa).



3.1.9. VuacTHe B OCYIICCTBIEHHH 3aKylOK UIi HYXKI Kojule/ka (mpaBas SKCIEPTH3a
JIOTOBOPOB, TIpeTeH3HoHHas padoTa).

3.1.10. TloaroToBka W3MEHEHHH B yUpeAHTENbHbIE JOKYMEHTBl KOIUIC/DKA B LEILIX
TIpUBE/IEHUs UX B COOTBETCTBHE CO BCTYIMBIIMME B CHIY 3aKOHOAATCIBHBIMU aKTaMH, APyTrHMH
06s3aTeTFHEIME IS HCIIOJTHEHHS HOPMATHBHEIMHA IIPABOBEIMH aKTaMH.

3.1.11. Mzydenune u aHaIu3 MaTepPHAJIOB, KOTOpPbIE IOCTYIHIIA OT MPABOOXPAHUTEIBHAIX 1
KOHTPOJHPYIOIIHX OPraHoB, HTOrOB IIPOBEPOK, PEBU3MH, i 0OOCHOBAHUE TIPABOBLIX BEIBOJIOB 110
(hakTaM BBITBJIEHHEIX HapyIUeHHil, IPETEH3MOHHON 1 HCKOBOH paboThL.

3.1.12. AHanu3 JaHHEIX O HAPYLIEHHAX JOTOBOPHBIX 00s3aTelbCTB M NPUHATHE MEp IO
IIePECMOTPY CHCTEMBI IIOATOTOBKH, 3aKIIOYEHHs M HCIIOTHEHHS JI0TOBOPOB.

3.1.13. YuacTue B Ipejieiax KOMIETEHIIUH B IOJFOTOBKE U MCIIOTHEHHH YIIPaBICHICCKIX
pelreHnii pyKOBOJICTBA KOJIIEIKA.

3.1.14. YuacTue B pacCMOTPEHHE TPY/IOBBIX CIIOPOB U KOH(IMKTOB, 3asBIeHUH H Kajiod
pabOTHUKOB KOJIIEKA.

3.1.15. BRaumopeiicTBHe, B Ipefenax KOMITETCHIMH, C (enepanbHEIME  OpraHaMH
rocynapcTBeHHo# BiacTH, Kypramckod obmactHod Jlymoit, I[pasutensctBoM Kyprauckoi
0B1acTH, OpraHAMH HKCIIONHUTEIBHOH BiacTH KypraHcko# o01acTH, OpraHaMH MECTHOIO
caMOyIpAaBIEHHs], OOIIECTBEHHBIMH OOBEIMHEHHUAMH, HHBIMU OpraHaMi, OpPraHM3aldiIMH IO
HAIPABJIEHUIO IEATEIbHOCTH OT/IENA.

3.1.16. TIOATOTOBKA AHAIMTHYECKHX, CIPABOYHBIX M HHBIX MATCPHAJIOB 110 HAMPABICHHIO
JeSTeNbHOCTH, COCTABJICHHE U IIPEJCTABIEHHE OTIETHOCTH B YIIOTHOMOYSHHEIE OPTraHbl.

3.1.17. Okaszanue GECIUIATHON IOPHIMYECKOM MOMOIM B COOTBETCTBAU ¢ DenepanbHeM
saxomom or 21 mosbps 2011 roma Ne 324-@3 «O OGecmiarHoi MOPUAHYECKOH TMOMOIM B
Poccuiickoii @enepamum», 3akonoM Kypramckoit obmactd oT 6 MapTa 2012 roma Ne 06 «O
GeCIUIaTHOA OPHJMYECKO NOMOIIM TrpaxiaHaM Poccuifckoit Denepallud Ha TEPPHTOPHHU
Kyprasckoit ofnacTu» B paMKax KOMITETCHIHH.

3.1.18. Yuactue B paboTe KOJNIETHAIBLHBIX OPraHOB KOJUIEKA.

3.1.19. Opranusyer [IOATOTOBKY 3aKJIIOYEHHH [0 IIPABOBEIM BOMPOCAM, BOZHUKAIOILMM B
JEATEIIEHOCTH KOJLIEDKA.

3.1.20. OfecreunBaeT PYKOBOACTRO IIPaBOBOM pabOTOH B KOLICIKE, pPashiCHACT
IeHCTRYIOMEr0 3aKOHOATEeNhCTBA U HOPAIOK €ro IMPUMEHEHHs, OKA3BIBACT IPABOBYIO MOMOILb
CTPYKTYPHBIM IIO/Ipa3IETIEHUAM.

3.1.21. AgammEsupyeT ¥ 0606IIaeT Pe3yIETaThl PaCCMOTPEHHUs [PETCH3HH, cy/1ebHBIX H
apOMUTPaKHBIX €N, & TakkKe IPAKTHKH 3aKMIOYeHHSA M HCIONHCHHS [0rOBOPOB, pa3pabarsBaeT
IpeIOKEHHs [0 YIyYIIEHHIO KOHTPOIMs 32 COOIMIONCHHEM JIOTOBOPHOHM ~ THUCIMIUIMHEL,
YCTPAHEHUIO BBISBIEHHBIX HEJOCTATKOB M YIIyIIEHHIO X035 CTBEHHO-(DHHAHCOBOM HEATEIBHOCTH
KOJLIeKa.

3.1.22. TIpOBOMT CHCTEMATHYECKHT aHaIM3 KaJpOBOH H MPaBOBOH paboThl B KOJUIEIKE,
paspabaThIBaeT IPe/IOKEHHS 110 €€ YIYHIICHHUIO.

3.1.23. Pasmemaer uH(GOPMAIIMIO 1O NPABOBOMY HANPABICHHIO Ha OQUIMAIBHOM CaiTe
KOJUIEKA B MH(OPMAIIHOHHO-TEIEKOMMYHUKAIMOHHOHU ceTr «HTepHeT?.

3.2. TTo kagpoBoMy OOeCIedeHHUIO AEeATEIEHOCTH KOIIE/Ka:

3.2.1. KanpoBoe 1 OpraHu3alHoHHO-IITaTHOE O0eCIeYeHHE ASATETIFHOCTH KOTIICIKA.

3.2.2. TTonGop u paccTaHOBKA KaapOB B KOJLICIUKE.

3.2.3. TloAroToBKa IO HOPYYEHWIO PYKOBOACTBA IPEUIOKCHAN, HANPABICHHBIX Ha
yIIyullleHHE OpPTAHM3AIMH JEATCIPHOCTH, 4 TAKKe IO COBEPHICHCTBOBAHHIO OPraHM3allAOHHO-
IITATHOM CTPYKTYPHI B KOJLIEIKE.

3.2.4. Oprasmsamust Npo(QECCHOHAIBHOM MOArOTOBKH, HEPEIHOATOTOBKH, MOBBIIICHHA
kBasM(puKay pabOTHHKOB KOJUIEIIKA.

3.2.5. Opranuzanust paGoTEI [0 HAIPAKIEHMIO U [OOIIPEHUIO PAOOTHHKOB.

3.2.6. Cocrapienne rpadMKOB €KErOJHBIX OCHOBHBIX H [JOIOJHHTENBHBIX OTITyCKOB
pabOTHHKOB, yd4eT IPEIOCTABICHHA OTILYCKOB pPabOTHMKAM, KOHTPOJb 3d HX cobmonennem,
[IpeI0CTABICHHEM.



3.2.7. Yuer pabodero BpeMeHH, HEHOPMHPOBAHHOTO pabodero BPEMEHHM B KOJUICIDKE.
Odopmiienre W yd4eT KOMAaHAHPOBOK, COCTaBIE€HHE IIPOEKTOB NPHKa3oB 00 oluiare Tpy/a
pabOTHHKOB KOJUTEKa, 00 YCTAHOBJICHUH Hal0aBOK U JOIJIAT MHAIX JONOIHHUTCIBHBIX BRIMIIAT.

3.2.8. ITonroroska HeOOXOIHMEIX MaTepHaIoB TUIS KBATA(PHKATHOHHBIX,
aTTeCTAI[HOHHEIX, KOHKYPCHBIX KOMHCCHH.

3.2.9. COBMECTHO C pYKOBOIHTEISIMH CTPYKTYpPHLIX IIOApasfieleHu#i pabOTHHKOB
paspaboTKa JOJKHOCTHBIX HHCTPYKIKN paOOTHUKOB KOJUIE/KA.

3.2.10. Benenne u xpaHeHHe TPYIOBEIX KHHKEK (32 MCKIIOYEHHEM CIIY9aeB MX BEICHHSI
HCKIJIFOUHTENRHO B SIEKTPOHHOM (opMe), TUIHEIX Aed, ohopMIIeHHEe H BblJ[a4ya, BHECEHHE B HUX
M3MEHEHHUH, CBA3aHHEIX ¢ TPYIOBOH AeATeIbHOCTRI0. BHeCeHHE HHQOPMALMK O KOJIMYECTBEHHOM,
Ka4eCTBEHHOM COCTaBe pabOTHUKOB M MX IBIDKEHHU B 0a3y JaHHEIX O IIEPCOHATIE YUPEKACHHS, €€
CBOEBpEMEHHOE OOHOBJIEHHE U IONOITHEHHE,

3.2.11. Bemenume yueTa BOSHHOOOS3aHHBIX U3 HYHCIA pPabOTHHKOB  KOJUIE/KA.
[IpencraBnenre HHGOPMALIMH B BOSHHEIH KOMHCCApHAT.

3.2.12. CBoeBpeMeHHBIH TTpHeM, IEPEeBO U YBOIbHEHHE PabOTHHKOB, BEIIaTa CIPaBOK 00
HX TPYAOBOH JESTeNIHOCTH, COOMIONCHNUE MPAaBUI XPaHEHHs M 3allOJIHEHHS TPYIOBBIX KHHIIKCK,
TIOATOTOBKA IOKYMEHTOB JUISs YCTAHOBIICHHS ILTOT M KOMIIEHCAIMH, O(QOPMIEHHS IECHCHH
pabOTHHMKaM, MOJCYE¥! CTPAXOBOrO cTaka paboTBl s OIUIaTHl  JIKCTOB  BpPeMEHHOH
HETPYIOCTIOCOOHOCTH | IPYTOH YCTAHOBJIEHHON JOKYMEHTAIMH II0 KaapaM.

3.2.13. OcymecTBiIeHHe KOHTPOJIS 32 COCTOSIHUEM TPYNOBOH mucHUIIHMHEL. OpraHu3anus
H TpoBefleHHe CIyXeOHBIX IPOBEPOK B OTHONIEHWH pPAaDOTHHKOB KOJUIEIDKA, BHECEHHE
IPeUIOKEHHH 0 HATOKEHHH TUCIUIUIMHAPHEIX B3BICKAHHH 110 pe3yIbTaTaM IIPOBEPOK.

3.2.14. TlogrotoBka W 00pabOTKa 3aIpOCOB, YBEAOMIIECHHH, CBeIEeHHH O paloTHHKAax B
rOCyIapCTBEHHEIE OpraHbl, IpodecCHOHATBHEIE COIO3E], O0MECTBEHHEIE OPraHH3allHH.

3.2.15. CocraBneH#e U IIpe/ICTaBlIeHHe OTIETHOCTH B YIIOJIHOMOYEHHBIE OPIaHBbI.

3.2.16. WcmonHenne o0s3aHHOCTEH, MpeNycMOTpeHHBIX (DenepanbHBIM 3aKOHOM OT 25
uronst 2002 roma 115-@3 «O mpaBoBOM TOJIOKEHWH HHOCTPaHHBIX TpaklaH B Poccuiickon
denepanuny, npukazom MBJT Poccuu ot 10 stmBaps 2018 roma Ne 11 «O dopmax u mopsiake
yBEJOMIICHHST ~MuHHCTEpCTBA BHYTpeHHHX jen Poccumiickoit @emepanudd HIH  €r0
TEPPUTOPHAIILHOr0 Opraia 00 OCYIIECTBICHHH HHOCTPAHHBIMH TIpaxkjaHamu (MuMmaMu 0e3
TpakJaHCTBA) TPYAOBOH JEeSTENLHOCTH Ha TeppHTopHH Poccumiickod @expepanum» — IIpH
[IPUBIICYEHUH W WCIIONE30BAHUM Ul OCYILECTBICHHSA TPYAOBOH JEATENIBHOCTH HHOCTPAHHOTO
rpak/laHHHA.

3.2.17. TlpemocrapneHue eKEMECSYHOH OTYETHOCTH B TEPPHTOPHATIBHEIE OpraHbI
ITencuonnoro gouna P® no dgopme C3B-T]I (npemocTaBigeTcs B OTHOIIEHHH BCEX PaOOTHHKOB
OpraHM3alliy, HE3aBHCHMO OT TOT0, KaKyio hopmy (popMar) TpyIoROH KHIKKHE OHM BEIOpAH).

3.2.18. Belnaua cBejieHHit 0 TPYIOBO#H AESTETBHOCTH pabOTHHKAM B IIepHO pabOTEI O HX
IIHCEMEHHEBIM 3aIIpocaM U pH yBosbHeHuu 1o popme CT/I-P.

3.2.19. KonTpomns B mpeaeiax KOMIETeHIUH COOMOAECHHA TPYAOBBIX H COIHAIBHEBIX IIPaB
U rapaHTii pabOTHHKOB KOJLIEIXKA.

3.2.20. O6ecrieyeHne COXpPaHHOCTH (HepasrJlallleHHs) IIEPCOHANBHBIX CBEJECHHH O
paboTHHKAX KOJIIeIXkKa.

3.2.21. Pa3paboTKa IIJIaHOB, IPOrpaMM M MpoLelyp B 00IacTH YIPaBICHHS IIEPCOHATIOM.

3.2.22. Pa3paGoTKa MpeioKeHnH 0 00eCIeYeHHIO IEPCOHANOM, HOPMHUPOBAHHIO CHCTEM
OIIEHKH, Pa3BUTHUS, OIUIATH] TPY/Ia H COLHMAIbHON MOJHTHKE.

3.2.23. AHamH3 TPOIECCOB JOKYMEHTOO0O0pOTa, JIOKAIBHAIX JOKYMEHTOB IIO BOIIPOCAM
KaJpOBO#l ITOMUTHKHA U YIIPABIEHUSI IEPCOHATIOM.

3.2.24. Brmonnenue TpeboBaHKUM M0 XpaHSHHIO HHGOPMAIHH O Pe3ysbTaTax padOTEI 110
HAIPaBIeHHIO JeSTEeIbHOCTH.

3.2.25.Pasmemesne nHGOpPMAIMH B MpeleiaX KOMIICTCHIHM Ha O(HIHanbHOM caiTe
KOJLIeKa B HH(POPMAIIHOHHO-TEIEKOMMYHHKAIIHOHHOH ceTH «IHTEepHEeT».

3.3. I1o opraHu3alHoHHO-I0KyMEHTAHOHHOMY O0ECIIEUeHHIO NEITETFHOCTH KOJIeKa!



3.3.1. PaspaGoTKa W BHEJPEHHE TEXHOTIOTMYCCKUX IIPONECCOB paGoTHl ¢ HOKyMEHTaMH H
uHdopMaIreit Ha OCHOBE UCTIONB30BAHMI OpraHM3allAiOHHOA H BEIYHUCINTENBHON TEXHUKH (y9eT,
KOHTPOJIb MCTIOIHEHHS, ONEPaTABHOE XPAHEHHE, CIPABOTHAN paboTa).

3.3.2. Opra@msauust JOKyMEHTOOOOpPOTa B  KOJUIC/DKE. CocTaBieHHE H BEICHHE
HOMEHKIIATYPHI JIeJl KOJUIeIka.

3.3.3. Pa3paboTka yHHDHMIMPOBAHHEIX CHCTEM JIOKYMEHTAIIH, JTOKAJIBHBEIX HOPMATUBHBIX
AKTOB IO JIOKYMEHTAITHOHHOMY 00€eCIICIEHHUIO.

33.4. Wcrmonmenwe TpeGoBaHWH HOPMATHBHBIX IIPABOBRIX aKTOB IO BOTIpOCaM
OpraHu3aliy Je0IPOU3BO/CTBA 1 JOKyMEHTO000pOTA B KOJISUKE ¥ BHECCHHE Tpe/UI0KEHHUHM 110
COBEPIICHCTBOBAHHIO ITOH JEATEIHHOCTH.

3.3.5. OcyluiecTBIEHHE KOHTPOIS TpPOLEcca M CPOKOB HCIONHCHHA JIOKYMEHTOB B
KOJUTE/AKEe, IOPYYEHHH PYKOBOJICTBA KOJUIEIKA H COOJTIOIEHHST CPOKOB X MCIIONHEHHS. AHAIH3
pE(GOPMAIME O XOJI¢ H PE3y/IbTaTax HCIIOTHEHIS JIOKYMEHTOR B KOILTEIUKE.

3.3.6. Opranmsanys ONEPATHBHOTO XpaHEHWs JIOKyMEHTOB H meperadnd  Aen L
[OCIE/IyIONEero XpaHeHus B apxus. KOHTPOTb BBLIATH B ONEPaTHBHOC NONE30BaHKE JOKYMCHTOB
KOJUIe/Ka ¥ MX BO3BpaTa.

3.3.7. [IpuHaTHE Mep IO YIOPSIOYCHHIO COCTaBa JOKyMCHTOB 1 pH(pOpMaAIIMOHHBIX
Hokazarelel, COKpalieHHIO MX KOJIMYEeCTBA H ONTHMH3AlHH JOKyMeHTO000pOTa B KOJIIEKE.

3.3.8. YuacTue B 0TOOpE MTOKYMEHTOB, MEpPeaBAacMbIX Ha [OCYAapCTBEHHOC XpaHeHue,
OpTaHU3aIMHA XPAHEHHs U SKCIEPTH3¢ LEHHOCTH JIOKYMEHTOB.

3.3.9. KoncynsTupoBaHHe pabOTHHKOB KOJUIE/UKA IO BOTIpOCaM JOKYMEHTALHOHHOTO
obecniedeHHsl.

3.3.10. OsmakomyeHue pabOTHUKOB KONIEMKa C JIOKAIBHBIME IIPaBOBBIMH aKTaMHu
KOJUIEKA.

3.3.11. BhImonHeHHE ONEpAlWii PErucTpaliy NOKYMECHTOB KOJUIEIAKA (B TOM dHCIE
[OCTYIMBIIMX 4Yepe3 CaiT Kojule/pka, CalT HH(pOPMAIMOHHO-00pa30BaATENBPHOIO  OpTana
JlemapramenTa 00pasoBaHus ¥ HayKH Kypranckoi#t o6macTs). Bepenue perucTpaldOHHBIX H
yaeTHBIX HOPM JOKyMEHTOB KOJLIEIKA.

3.3.12. Yuer u aHaiu3 oObeMa IOKyMEHTO0OOPOTa KOIUIEMKA. [ToAroTOBKAa OTYETOB U
AHATMTHYECKHX CIPABOK PYKOBOJCTBY [10 BOIIPOCAM JOKYMEHTAHOHHOTO obecrie4eHHS.

3.3.13. Pabora (perucTpaius, y4eT, Pa3MHOKEHHE M XPaHCHHE U HCIOMB30BAHUE) CO

ciryxe6HOi uHpopManuell OrpaHHIEHHOTO PaCIPOCTPAHEHA (moxymeHTHI ¢ rpudoM «JICTI»).

3.3.14. Oprammsamus paboTEl M yd4eT HHOpMAIUK nocrynatomeit Mo «Tenedory
ZOBEPHs» [0 BOIPOCAM IPOTHBOACHCTBHA KOPPYIIIIHH.

3.3.15. Benenme ¥ XpaHenue JKypHama ydyeTa IPOBEPOK, MPOBOJMMEIX OpramaMi
rOCYapCTBEHHOrO KOHTPOIIS (Ha/130pa), OpraHaMu MyHHITUIIAIEHOTO KOHTPOJIA.

3.3.16. Agamuz u 0000ImIcHHE TIEPENOBOT0 ONBITA B obnacTy JIOKYMEHTalHOHHOIO
oBecIeueH s YIpaieHns, paspaboTka HOPMAaTHBHO-METOIHYECKUX TOKYMEHTOB 110 BOIIPOCaM
JOKYMEHTAIIHOHHOTO 00ECIEeYEeHHS.

3.3.17. Pasmenenne HHGOPMAIIME [0 OPTAHH3AIMOHHO-TOKYMEHTAIMOHHEIM BOIIPOCAM Ha
obuLMANEHOM caiiTe KOIe/lKa B HH(OPMAITHOHHO-TEIeKOMMYHHKAIHOHHOH CETH «AHTEpHET».

3.4, Mubie QyHKIHH:

3.4.1. KonTpoms 3a JedTenbHOCTBI0 CTPYKTYPHBIX nojpaz/ieleHuil KomiemKa B mpeiesiax
KOMIIETEHITHH.

3.4.2. OpraEuzaiys IPOBEICHH KOHQEePEeHIHH, CEMHHAPOB-COBENAHHIT JUIs PabOTHHKOB
KOJUTEDKA 110 BOIIPOCAaM JEATEIbHOCTH OT/ENA.

3.4.3. C6op 1 06paloTKa CTATHCTHIECKHMX JaHHBIX, OTHECCHHBIX K BEACHIIO OTHeNA.

3.4.4. VyacTie B JESTEIBHOCTH pabodHX TPy, COBEIIAHUAX ¥ MHBIX MCPOTIPHATHIX, B
TOM YHCIIE 110 TTOPYYSHHIO JHPEKTOPA.

3.4.5. 3ampoc JOKYMEHTOB, HEOOXOMMMBIX LA BEITOJIICHHS BOTOXKEHHBIX 3aiad "
peaIu3alliy BEUIONHIEMBIX QYHKIHH y MHBIX CTPYKTYPHBIX [10/Ipa3ae/iCHui KoMK,

3.4.6. YuacTHe B pacCMOTPEHHE TPYIOBBIX CITOPOB H KOH(IIMKTOB, 3asBIEHUI U HKanod
pPabOTHHUKOB KOJUIE/DKA.



3.4.7. PaccMoTpenne obpamemmit TpaXIaH, B TOM YHCIE HHAUBHAyaIbHBIX
MPEANPUHUMATENEH, i IOPHIMIECKHX JHI] (B IIPEAeiax KOMIIETEHIHH).

4. CTpykTrypa oTaena

4.1. CrpykTypy ¥ IITATBI OTZHENa yTBEPKIAEeT MUPEKTOP KOJIEMKa C YIETOM 00BEMOB
paboTs B ocobeHHOCTEH (HUHAHCOBO-XO3SHCTBEHHOM NeSTEIBHOCTH.

4.2. Otmen BO3TMABNAETCS HAYAIBHHKOM OTJ/eNa, HAasHAYAEMBIM HA JODKHOCTE U
OCBOOOKAAEMBIM OT JIOJKHOCTH [IPHKA30M AHPEKTOpA.

4.3. KsanuuxanuonHsie TpeGOBaHMS, IPEIbIBISEMBIE K HaYaJIbHHUKY OTJENA: BBICIIEE
npoeccHOHaNBHOE (IOPHIMYECKOe) 0OPa3oBaHIE U CTAK paboTEl 110 CIEHANLEHOCTH He MeHee 5
JIeT.

4.4, Jlns opraHM3aliid yIpaBlIeHHS M BBIIOTHEHHMS BO3NOKEHHBIX HA oTHen (QyHKIMH
OTJIEN BKAOYAET B cels:

HadallbHMKa OTAe]a, OCYINECTBIAIOIIEr0 HENOCPEACTBCHHO IIPABOBOE oOfecreyeHue
NEATENEHOCTH KOIITEDKA,

KaZpoBylo  Ciy:0y, BOSIJIABIAEMYIO 3aBEIYIOIIHM, OCYIIECTBILIOLIYIO KaZIpoBoe
obecrieyeHne IeSITeNbHOCTH KOILIEKa,

AOKYMEHTOBE/{a, OCYIICCTBIMOMEr0 OPraHA3aMOHHO- JOKYMEHTAMOHHOE 06eCIeyeHHe
NESATENIEHOCTH KOJUIEIKA.

4.5. HauansHux otaena:

pacmpesiender  O0S3aHHOCTH MEXJIY COTPYAHHKAMH OTHENa B COOTBETCTBHH G
JOIDKHOCTHBIMH HHCTPYKIIHAMH H HacTOSIM [looskeHHeM;

OCYIIECTBIIAET OOUIMH KOHTPOIb U OIEHKY Pe3y/IbTATHBHOCTH IeSTEbHOCTH oTAeNa,;

BHOCHT B YCTaHOBICHHOM IIODSJKE IPEUIOKEHHS O MOOIMPEHHH WIH HAIOKEHHH
JMCHHIUTHHAPHEIX B3bICKAHH B OTHOLICHHH Pa0OTHUKOB OTJIENA.

4.6. CoTpyIHUKH OT/Ie/Ia HEMOCPEICTBEHHO TI0TYHHIIOTCA HaYaIbHUKY OTJIENA.

4.7. llpaa m OOS3aHHOCTH COTPYHHHMKOB OTAeNa ONPENEIAOTCS  TOMKHOCTHEIMH
HHCTPYKIMAMY,  paspabOTaHHEIMH B COOTBETCTBHH C  HACTOSINEM  IIONOKEHHEM |
YTBEPKICHHEIMH THPEKTOPOM KOJUIEIKA.

5. Ilpasa, ¢6513aHHOCTH H 0TBETCTBEHHOCTh OT/E/A

5.1. Otnen umeer nmpaso:

5.1.1. TlomyyaTe mocTymnaoliue B KOMNEMK JOKYMEHTH M HHBIC HH(QOPMAIHOHHEIE
MATCPHAIIEL 10 CBOCMY HAIPABICHHIO ICATEIBHOCTH UL 03HAKOMIICHHS], CHCTEMATH3HPOBAHHOTO
y4eTa U HCIOIb30BaHUS B paborTe.

5.1.2. 3anpammBarh H I0Iy4aTh OT PYKOBOJACTBA KOIUIEIKA, CTPYKTYPHBIX HOJpa3AeIeHuH
KOJUIE/UKa HHQOPMALHIO, HEOOXOMMMYIO sl BBINOTHEHHS BOSIOKEHHBIX HA OTHEN 33/1a49 |
byHKIHHA.

5.1.3. Tlposepsath B Ipefenax CBOeH KOMIIETCHIHH COBITIONCHHE 3aKOHOJIATENIECTBA B
Pa3IHIHBIX BHIAX JIESTEIbHOCTH KOJIEMKA.

5.1.4. OcymecTBnath NPOBepKY H KOOPAHHALMIO JESTETHHOCTH CTPYKTYPHEIX
IONpa3NeNIeHNH  KOMIeKa, B IpeJerax KOMIETeHIWH OTJeNna,, O pe3yjbTaTax IIPOBEPOK
JOKIIa/IBIBATE PYKOBOACTBY KOJUIEMKA.

5.1.5. Bo3Bpamars HCIOMHATENAM Ha JopaboTKy He COOTBETCTBYIOIIHE 3aKOHONATE/ICTBY
¥ (umm) ohOpMIICHHBIE ¢ HAPYNICHHEM YCTAHOBJIEHHEIX IIPABUJI MIPOEKTBI JOKYMEHTOB, IaBaTh
PEKOMEHJJAIIHH TI0 YCTPaHEHHIO BBISIBIEHHBIX HETOCTATKOB.

5.1.6. Y4acTBOBaTb B COBENAHHAX IIPH PacCMOTPCHHHM BOIIPOCOB, OTHECEHHBIX K
KOMIIETEHIIHY OT/IENa.

5.1.7. IIpeAcTaBIATE B yCTAHOBIEHHOM TIOPSIKE KOICIK B OpraHax rocyIapcTBeHHOH
BJIACTH, HHBIX YYPCKICHMSX U OPraHu3alusgX [0 BOIPOCAM, BXOJSMIEM B KOMIIETCHIIHIO
oT/ena.

5.1.8. llaBate  CTPYKTYpHBIM  TIOApA3NENCHHAM ©  OTIC/IbHBIM COTpYAHHUKAM
00s3aTeIbHBIC JULL HCTIOMHEHHS yKa3aH!s [0 BOTPOCAM, BXOISIIAM B KOMITETEHITHIO OTeIA.



5.1.9. CaMOCTOSTEIBHO BECTH TIEPEIHCKY I10 BOIIPOCaM, OTHOCAIIHUMCH K KOMIIETCHIHH
oTiena, ¥ He TpeOYIOIMUM COTIacoBaHU ¢ AUPEKTOPOM KOILIEIKA.

5.1.10. Ilpopeparts cobmofeHHe PAGOTHMKAMH KOJUIEKA TPYAOBOH MUCLMIUIHHBI H
pacropsiika pabodero JHs.

5.1.11. JlaBare pa3bsiCHEHHs, PEKOMEHMAIMH ¥ YKa3aHHsA 110 BOMpOCaM, BXOANIHM B
KOMIIETEHIIMIO OT/IENa.

5.1.12. IIpoBouTh COBELIAHMS M yYaCTBOBAThH B COBCIAHMAX, MPOBOMUMBIX B KOJUICIDKA
110 BOIIPOCAM BXOJSIIHUM B KOMIETEHIIHIO OT/AeIA.

5.1.13. OcymecTBIATs HHbIE TOJTHOMOYHS B paMKaX KOMIIETEHIIMH OT/C]a.

5.2. Otpnen obsA3an:

5.2.1.06eceynTs COOTBETCTBHE 3aKOHOJATENLCTBY BHM3UPYEMBIX M IOANHMCBEIBACMBIX
JIOKYMEHTOB.

5.2.2. VyacTBOBaTh B pa3paboTKe, COrTACOBEIBATE M BU3HPOBATH 3aK/IIOTACMBIC JOIOBOPEI
Lt obecreueH s HyK T KOJUIE/DKA.

5.2.3. CocTaBnATh, YTBEPK/IATh H IPEACTABIIATh JOCTOBEPHYIO CTaTHCTHYCCKYIO H HHYIO
OTYETHOCTE;

5.2.4. TlpencraBnsTe  PYKOBOACTBY KOJUIC[UKA H CTPYKTYPHBIM IO/pa3sfCICHHAM
HH(POPMALIHIO 110 IPABOBEIM M TPYAOBBEIM BOIIPOCAM 110 HX 3aIIpOCaM.

5.2.5. CBOeBpeMeHHO, 4@ TaKKe KAYeCTBECHHO MCIOMHATh INOKYMEHTBI M IIOPY4CHHA
PYKOBO/ICTBA KOJLIEIKA.

5.2.6. He momyckars wucrmonmp3oBaHusi —HHGoOpManuu — pabOTHHKaMH OTJAETA B HE
CITyKeOHBIX LIEIIX.

5.2.7. IlpuHuMaTe Mepbl, HaNpaBICHHBIE Ha palMOHATBHOC H 3¢ exTUBHOE
MCTIOB30BAHAE MAaTepHanbHBIX, (DHHAHCOBBIX M KaIPOBEIX PECYpPCOB, a Takke obecreueHue
TPYZOBOH ¥ HCIOTHHTENbCKOH MMCUMIUIMHBI B OTJENE, BBIIOJHEHHE DPAOOTHMKaMM CBOHX
byHKIIHOHATBHEIX 0053aHHOCTEH.

5.2.8. IlpuHuMaTs Mepbl IpH OOHApY)KEHMH  HapyIIeHHMH  3aKOHOJMATEIbCTBA B
KoJUle/Dke W JOKIAABBaTh 00 3THX HapyIIEHMSX PYKOBOJCTBY KOMIEMKa I YCTPaHCHHA
BBLISBJIEHHBIX HAPYIICHHH U [IPUBJICYECHHS BUHOBHBIX JIUIl K OTBETCTBEHHOCTH.

5.2.9. OrTuuTHIBATECS O pe3yjabTaTaXx CBOEH JEATCNBHOCTH IEpel PYKOBOACTBOM
KOJIIe/IkKa.

5.3. OTBETCTBEHHOCTE OTHENA!

5.3.1. 3a HeHamlexamlee HCIONHEHHE MODKHOCTHBIX O0A3aHHOCTEH M HapyIIeHHe
TPYIOBOM  OMCIMIUIAHBI ~ paOOTHHKM  OT[ENa HECYyT  OTBETCTBEHHOCTE B NOPSIKe,
IpeLyCMOTPEHHOM JIEACTBYIOIMM 3aKOHOAaTeNbcTBOM Poccuiickoit denepaiuy.
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