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1. O0mue moJ10KeHHs

1.1. Hacrosmee [TonoxeHue onpenensier coOAepKaHWE W IOPSIAOK OpPraHH3allMH JESATEIbHOCTH
oTaeaa NMPaBoBOl H Kaaposoit padorel (manee no Ttexery - Ortmen) AHIIOO «Axanemmueckuii
KO DKy (J1anee 1o TekeTy — Kosute k).

1.2, Omen sBasieTcss  CaMOCTOSITETBHBIM  CTPYKTYPHBIM — TTOZAPA3JCIICHHEM, CO37aeTcsi |
JIMKBHIMPYETCS 110 PEHIEHHUIO MUPEKTOPA.

1.3. Ot1e51 HENOCPEACTBEHHO NOAYHHAETCS AupekTopy Kosuerka.

14, Ormen B CcBoell  JGATENBHOCTH  PYKOBOACTBYETCS  BHCIIHMMHM  JIOKYMEHTaMM,
perIaMeHTHPYIOMIMMH JIeSTeIbHOCTE KouieDka, i TOKaTbHBIMH HOPMaTHBHBIMH akTamu Koiureiuka.

1.5. Hacrosnuee 1lonoxenue oGsi3aTesbHO UIsi UCTIOJIHCHAH BeeMu paboTHukamu OTaena.

2. OcHOBHBIE 331a4H
1. OcroBupiMu 3anagamu Orzena SBIIsSIOTCS:
1.1, npaBoBoe obecnieuenue nestenbHOCTH Kosutepka:
.1.2. cynebnas 3amura uaTepecoB Komnexka,
2.1.3. opuaudaeckoe obecrieueHne JOroBOPHOH i MPETeH3HOHHON paboThI;
2.1.4. BemeHHe KaJIpOBOTO JICIONPOH3BOJICTBA;
2.1.5. nonGop, npuem Ha paboTy M pacCTaHOBKA Ka/poB;
2.1.6. yuer JMYHOTO cocTaBa pabOTHHKOB.
2.1.7. ocyimecTBIEHHE BOMHCKOI'O yUeTa.
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3. OcHoBHBIC QYHKIHH

3.1. Otjies1 B COOTBETCTBHM ¢ BO3JIOKSHHBIMH Ha HErO 3ajladaMM OCYUIECTBISICT CIEIyIOLHe
byHKIHA! .

3.1.1. nposeneHue 110 TNOPYYEHUIO AUPCKTOpa W HA OCHOBAHWH 3aBOK CTPYKTYPHBIX
noxpazenennit Komme/nka npaBoBoit SKCIepTH3bI IPOEKTOB BHYTPEHHUX A0KyMeHTOB Koteka;

3.1.2. 10oAroTOBKA IO MOPYYEHHIO JUPEKTOPA NPOSKTOB BHYTPEHHUX NoKymMeHToB Kojuieka;

3.1.3. wu3yueHue, aHanM3 W 0000IICHHE PE3YIETATOB PACCMOTPEHHS NIPETEH3HH, CyAeOHBIX 1€,
a TaK¥Ke NPAKTUKN 3aKIIIOYEHNS U HCTIOTHEHUS XO3HCTBEHHBIX JIOTOBOPOB;

3.1.4, peanmzaums Mep 10 BO3MEIICHHIO yilepba, npuunHeHHoro Kosemwky;

3.1.5. pa3paboTKa W OCYIIECTBJIEHHE MEPONPHUATHIL M0 YKPETUICHHIO JOTOBOPHOH, (puHaHCOBOM
W TPYJI0BOH JINCIMILIMHBI, 00eCNedeHHIO COXPpaHHOCTH HMyecTBa Komexka;

3.1.6. obecneuenue 1ocyAeOHOTO MOPSJIKA YPETYJIMPOBAHHS CIOPOB, B TOM YHCJIE TOATOTOBKA,
BH3MPOBaHNe, NpeibsBicHue nperenzuii Koinemka Kk KoHTpareHTaMm, pacCMOTPEHHE M IIOATOTOBKA
OTBETOB Ha TpPETeH3WH, mocrynuBimmre B KoJuiek OT KOHTPAreHTOB, PYKOBOJCTBO IIPETEH3MOHHOM
pabotoii B Kosmemke;

3.1.7. opraHusammst ¥ OCYyIIECTBICHHE HCKOBOH paloTel, B TOM HHCIE MOIATOTOBKA MCKOBBIX
3QSBJICHUHM W MaTepHasioB ANS TIPSABSBICHHS B CyJ, ITOJIOTOBKA BCTPEYHBIX MCKOBBIX 3asiBICHMH,
IPCJUTOMKEHHUIT 110 3aKIIIOUSHHIO MUPOBBIX COITTAMEHMH;

3.1.8. mnpencraienne uHTepecoB Komremxa B cynax, rocyJapCTBEHHBIX H OOIECTBEHHBIX
OpTaHM3aIMsIX TIPH PACCMOTPEHNH 11PABOBBIX BOTIPOCOB, BeJIeHNE CyeOHBIX IeiT;

3.1.9. obxanoBanue pemeHnH, OMpenesIeHHit, NOCTAHOBICHUH CyleOHBIX OpPraHoB, OPraHoOB
rocyAapcTBEHHON BIACTH H MECTHOI'O CaMOYTIPABIICHHSI;

3.1.10. ydacTue B ayauTax M MPOBEPKAX AEATETBHOCTH CTPYKTYPHBIX mojpasjiencHuit Koreska
T10 HarpasieHulo JiestensHoctH OTaena;

3.1.11. yuactve B mpoBepkax, npoBoAMMBIX B Kote/pke rocynapCTBEHHBIMM KOHTPOIIBHO-
HAJI30pHBLIMH OpraHaMM, B TOM YHCIIE C LEJIbIO IIPABOBOI0 KOHTPOJIS 3a COOMOICHHEM IIPOBEPSAIONIAMHA
NPOIECCYabHBIX IeHCTBUN, 0QOPMICHHEM Pe3yJIbTaTOB IPOBEPOK M COCTABJICHHEM IPOIECCYaIbHBIX
JIOKYMEHTOB:

3.1.12. Iloabop kBampUIMPOBAHHBIX CHSLHATIMCTOB Iy TEM:

- nH(popMUpOBaHNST paOOTHUKOB OPranu3aliy 00 MMEIOIIUXCS BAKAHCHSIX;

- pasMeIleHUst B CPEACTBAX MAacCOBOH HH(pOpMaIuu OOBSIBICHHUH O BaKaHCHAX;
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- o0OpalleHust B Opransl Iy KObl 3aHSTOCTH.

3.1.13. noxymenTaimbHOe oQOpMIICHHE TIpHeMa, IepeBoda H YBOJIbHEHHS pabOTHHKOB B
COOTBETCTBHH C TPY/OBBIM 3aKOHOIATENBCTBOM - OhOpPMIICHHE TPYAOBBIX JIOTOBOPOB ¢ PabOTHUKAMU H
WU3MEHEHHI K HHM, TMOJIOTOBKA ITPOEKTOB IIPHUKA30B MO JIMYHOMY COCTAaBY M OCHOBHOM AEATCIILHOCTH
OpraHH3aIMH, 3aM0JTHEHNE JTMYHBIX KapToueK pabOTHHKOB;

3.1.14. BereHne paboThl ¢ TPYAOBBIMH KHI)KKaMH, B TOM YHCIIE WX MOJTYUYCHHE OT TPHHUMAEMBIX
Ha paboTy pabOTHHKOB, Y9YET, XpPaHCHHE, 3allOTHCHNE, a TAK)KE BBIJAYa NPH MPEKPAINEHHH TPYHIOBBIX
oTHOlIeHUH. BejieHne paboThl CO CBEJCHUSIMM O TPYAOBOH JESTEIBHOCTH PabOTHHMKOB, BKIIOYAs WX
bopmuposanne, npexcragieHne B COP, a rtaxke Bbyiauy palOTHHKaM B CIydasiX, YCTAHOBJICHHBIX
3aKoHOIaTeNnLcTBOM PO,

3.1.15.cocraBienne TpadUKOB OTIYCKOB, OQOpPMIICHHWE TIPUKA30B O TPEIOCTABICHUH
pabOTHUKAM Pa3IMYHBIX BUIOB OTITYCKOB, Y9eT KOJIHYESCTRA HCIIOTB30BAHHBIX JTHEH OTITyCKa,

3.1.16. yueT TMYHOTO COCTaBa IYTEM COCTABIICHHSI Pa3IHYHOTO BH1a OTYETOB;

3.1.17. opopmiteHne cayReOHBIX KOMaHINPOBOK (TTOATOTOBKA MTPOEKTOB IIPHKA30B);

3.1.18. paGora ¢ JMcTKaMH HETPY10CTIOCOOHOCTH B YACTH KaJPOBBIX BOIIPOCOB;

3.1.19. npoBepka npaBUIBLHOCTH ¥ MOJIHOLEHHOTO 3anoHeHus Tabeselt ygera pabodero BpeMeHH
paboTHHKaMK CTPYKTYPHBIX MOJpPa3/IeIeHHI OpraHu3allnm;

3.1.20. BzanmoaeticTBHE CO CTOPORHUMH OpraHH3aLHAMH:

- BOGHHBIMHM KOMHCCapHaTaMHy IO BOIPOCAM MOCTAHOBKH, CHSTHS C BOMHCKOTO y4eTa paOOTHHKOB

OpraHH3alvH, UX ydeTa ¥ mpeJoCTaBlIeHIs OTUETOB;

- TepputopuanbHbiMu opraHamu COP B memsx perucrpaliy B CHCTEME WHIWBUIYaTBHOIO

(nepcoHU PUIUPOBAHHOTO) YUeTa JIHIl, KOTOPBIE BIEPBbIC 1OCTYTAIOT HAa paboTy M HE MMEIOT B

9TOI CHCTEMe MHINBHAYAIBHOTO JIMIIEBOTO CUeTa, a TAKXKe 1o BompocaM npencrasieHus B COP

CBEJICHHIA O TPYIIOBOH AEATENBHOCTH PAOOTHHKOB.

-/IPYTUMH OPTaHU3alHsIMH.

3.1.21. noaroToBKa MaTrepHanioB JUIS [PHBICYCHHST DPadOTHUKOB K JAWCIHIUIMHAPHOH
OTBETCTBEHHOCTH.

3.1.22. opranu3aiys BOWHCKOTO y4yeTa paOOTHHKOB.

3.1.23.  KoHCYIbTHpOBaHWE  paDOTHHKOB  OpraHH3allMM 110  BOIpOcaM  TPYIOBOIO
3aKOHOIATENBCTBA, B TOM YHCIIC W OTBETHI HA 3aIllPOCHI, JKano0bl, oOpamenust.

3.1.24. [InanupoBaHNE ¥ y4aCTHE B MEPOTIPUATHSIX 110 ATTECTALNH, K KOTOPBIM OTHOCHTCS:

- pa3paloTKa JIOKATbHBIX HOPMATHBHBIX aKTOB, Ha OCHOBAHUM KOTOPBIX MTPOBOJMTCS aTTECTAINs;

- nH(OpMaHOHHOE OdecTiedeHre (cocTaBIeHNE rpadQuKoOB, IPHUKA30B, XaPAKTEPHCTHK);

- KOHTPONIb 3a XOJOM TIPOBCICHWSI ATTECTAIlMH, BBLITIOJHEHHWSI DPEIICHHH aTTeCTAllHOHHOH
KOMHCCHH,

4. lotnomouns

4.1. Orzen B mpejieniax cBOCH KOMIIETEHIIHH:

4.1.1. 3anpammBacT B YCTAHOBIICHHOM TOPS/IKE CTPYKTYypHBIE mojpaszenenus Komemka, a
TAKXKE B YCTAHOBIIEHHOM ITOPSIJIKE WHBIC OPraHU3aliy O NPeoCTaBIeHnT HH(OPMAINH, HE0OXOIMMOH
JUISL pCIIEHNs OTIPEIC/ICHHBIX HACTOSIIMM TIOJIOJKEHHEM 3a/iad.

4.1.2. Mndopmupyer pykosoacTBo Komenka o BBISBICHHBIX B Ipolecce paboTs! mpodnemax,
BHOCHT IIPEJUIOKEHHUS 110 COBEPIICHCTBOBaHMIO AesitenbHocTH Kommemxka.

4.1.3. Tlome3yercs B YCTAaHOBICHHOM TIIOpsike HMH(MOPMALMOHHBIMHA OaHKaMH JaHHBIX H
CHCTEMaMH CBsI3H, uMerommmMucs B Konewke.,

4.1.4. VYuacrByer B paboTe KOMMCCHH, rpynm, COBEmAHWH, HAYUHO-TIPAKTHUYECKUX
KoH(peper1ni 1 Apyrux Meponpustusix Komtemxa,

4.1.5. Peaym3yer uHbIe 1paBa, NPelyCMOTPEHHBIC BHEHTHAMH W BHYTPSHHAMH JIOKYMCHTaMH.

4.1.6. BzammozeHCcTBYET 110 BOIpOCAM, OTHOCSIIMMCS K KoMmmereHuuu Otzena, ¢ ApyraMu
T10JIpa3/Ie/ICHUAMY  OpraHu3alii, TOCYJapCTBEHHBIMH W MYHHLUMIIAJBHBIMH OpraHaMHu, a TakKe
JAPYTUMH OpI'aHU3ALUAMH.

4.1.7. 3aBepsieT JOKYMEHTHI ITO JITYHOMY COCTaBY, BbIIaBaeMble paboTHukam Komremka.
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4.2. PaGorankn Otaena obs3aHb:
- o0ecneunTh COXPaHHOCTh EPCOHATBHBIX JIaHHBIX paOOTHUKOB NPH UX 06paboTke;
- cobmoark B cBoelt paboTe HOPMBI AEHCTBYIOIIETO 3aKOHOAATEILCTRA.

5. Opranusanus padorsr OTaena

5.1. Crpykrypy W mraTHyio uncienHocTs Otaena yreepxaaer mupexrop Komnemxka, nexons u3
KOHKPETHBIX YCII0BHH 1 ocobeHHOCTel AesTenbHocT Kosuremka.

5.2. Otzmen BO3rIABIISIET HAYAJIBHUK, KOTOPBI OpPraHu3yeT W PyKOBOMUT HAeATeNbHOCTBI0 OTaena
H HECET MECPCOHATBHYIO OTBETCTBEHHOCTD 3a BEIIIOJIHEHHE BO3I0KEHHBIX Ha OTen 3a1a49 # QyHKIHUH.

5.3. Ornen ocyuecTBIsSeT BO3JIOXKEHHBIE Ha HEro (PYHKIHMH BO B3aUMOJICHCTBHH CO BCEMH
CTPYKTYPHBIMH TToipasaeieHusimu Kosuremka:

Co BceMH CTPYKTYPHBIMU NOJpa3/iCIeHUIMH.

5.3.1. Ilo Bompocam ToTy4CHHS:

- Tabenelt yaera pabodero BpeMeHH;

- 3asTBJICHHMN;

- O0OBSACHUTEITEHBIX 3aITUCOK;

- JINCTKOB HETPYI0CTIOCOOHOCTH.

5.3.2. Ilo Boupocam 1npe/10CTaRICHHUS:

- CTIPaBOK;

- BBIITUCOK, KON 3alpaliuBaeMbIX JOKYMEHTOB.

C Oyxrairepueit.

5.3.3 Ilo Borpocam npeocTaBIeHuUs:

- KOIIHI ITPAKA30B 110 JTUHIHOMY éoc*raBy;

- Taberell yuera pabouero BpeMeHH;

- JINCTKOB HETPYI0CTIOCOOHOCTH;

- 3asIBJICHAHN JIIsi HAYUCIICHUS U BBITUIATHI TTOCOOMH;

- IOKYMEHTOB JUIsl O(POPMITCHHS CITy)KeOHBIX KOMaHHPOBOK.
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