[Tonoxenue 06 ornesre noxymenroodopora u IOPHINYECKOH paboThi

1. O0mue nonoxkenus

1.1. Hacrosmee IlonoxxeHue ompenenser OCHOBBI JAEATENbHOCTH, LEIH H
3a7a4¥, GyHKIMH, TpaBa W OTBETCTBEHHOCTH OTAENA JIOKYMEHT0000poTa H
IOPUAMYECKOH paboTHI.

1.2. Ornen n0KyMeHTOOGOpOTA M IOPHAHYECKOI pabotel (manee — ornen)
ABJIACTCS CTPYKTYPHBIM noJpaszenenieM JlenaprameHTa o6pa3oBaHus Mbpuu
r. I'posHoro (nanee — [lenapTaMeHT) U MOAUMHSETCS HavdaJlbHUKY Jlemapramenra.

1.3. B cBoell nesarenbHOCTH oOTAEN PYKOBOACTBYETCS JEHCTBYIOIIMM
3aKOHOZATeNbCTBOM  Poccuiickoit  Mepmepanun, UYeueHCKOiH PecniyGnuku,
IOKAJIbHBIMH HOPMATHBHBIMH aKTaMH W PAaClOPsAMTENIbHBIMM NPABOBBIMU aKTaMH
HenapramenTa, a Taxke HacTosmmM [looxKeHreM.

1.4. JlestensHOCTH, OTHENA OCYIIECTBJAETCA Ha OCHOBE TEKyLIEro M
TICPCTIEKTHBHOTO MIAHHPOBAHHS, COYETAHHs EAMHOHAYANMS B PEIICHHH BOIIPOCOB
CIy)XeOHOH  NESATENBHOCTH M KOJUIErMAIbHOCTH npu HX OOCYXIEeHHH,
TEPCOHANBHOH OTBETCTBEHHOCTH DaGOTHHKOB 3a HeHaJexkalee HCIIOTHEHHE
BO3JIOXKCHHBIX Ha HUX JOJDKHOCTHBIX OOS3aHHOCTEH W OTHENBHBIX MIOpY4YEeHUMH
HavyaJbHUKA OTJENA.

1.5. Havanenux otzena um apyrue COTPYZIHMKH OT/[€lla Ha3HA4aloTCs Ha
AOJDKHOCTH M OCBOOOXKAAIOTCS OT 3aHUMAaeMBIX JO/IKHOCTEH TIPHKA30M HavYallbHUKA
JlenapTamenTa B COOTBETCTBHHM ¢ ACHCTBYIOIMM 3aKOHOJAATENBCTBOM PoccHitckoii
Denepanum.

1.6. Ksamudukanuonusie TpeGoBanmus, (QyHKUMOHANBHBIE 06S3aHHOCTH,
TIpaBa, OTBCTCTBEHHOCTh HAYQNbHHKA M APYTMX COTPYAHHMKOB OTZela
PErIaMEeHTHPYIOTCS JOJDKHOCTHBIMH HHCTPYKLHSIMH, YTBEPK1aeMBIMHU
HavaJIbHUKOM JlenaprameHTa.

1.7. Ornen ocymectsisieT CBOW AeATENLHOCTH BO B3aHMOJECUCTBUH C
APYTHMH CTPYKTYPHBIMH NOJpa3fieNieHusiMU JlenapTaMenTa, a Takxe B npeaenax
CBOE#H KOMITETEHLIMH CO CTOPOHHUMH OPTaHH3aIHAMH. "



2. OcHoBHBIE 3212494 H (PYHKIHH OT/eJA

2.1. OCHOBHBIMH 33/Ja9aMH OT/IENIa SBJISIOTCA:

- MpaBoOBOe  O0ecneyeHHWE MNEATENPHOCTH JlemapraMeHTa u peaiusanuu
€ro MoJTHOMOYHH, NPeAyCMOTPEHHBIX JEHCTBYIOLINM 3aKOHOAATEIbCTBOM;

- UH(QOPMAIMOHHO-CIIPaBOYHOE A aHaIMTH4YecCKoe  obecrieueHue
[101Be IOMCTBEHHBIX YUYPEXKIEHUH 10 IPaBOBBIM BOIIPOCAM;

- OpraHusaumus M olecnedeHue (QYHKUMOHHUPOBAHMS EIWHONW CHCTEMb
AETIONPOU3BOACTBA M IOKyMEHTOOOOpOTa B JlenapraMenTe;

- KOOpIMHALMS IeATENIbHOCTH CTPYKTYPHBIX Nojipassienenuii JlenapramenTta
B BOIIPOCaX AEJIONPOU3BOACTBA U IOPUIUIECKON pabOTHI;

- BEJCHHE LEHTPAIM30BAHHOTO aBTOMAaTH3HPOBAHHOTO Y4eTa JOKYMEHTOB,
nocrynaromux B anpec JlenapraMenta, ¥ opraHu3auus GOPMHUPOBAHHS 110 TEME
CMPaBOYHO-HHPOPMALIMOHHOIO MAaCCHBa,

- COBEpILICHCTBOBaHWE (OPM M METOMOB MENONPOM3BOACTBA HA OCHOBE
NPUMEHEHHS  COBPEMEHHOM  KOMNBIOTEPHOH TEXHUKH W IIPOrPaMMHOI0
obecnieueHus;

2.2. OCHOBHBIMH (QYHKIHSMH OT/IeNIa SBISIOTCS:

- POBE/ICHKE NIPaBOBOW 3KCHEPTH3bI MPOEKTOB MPHKA30B, MOATOTOBIEHHBIX
B YCTaHOBJICHHOM IIOPSIZIKE CTPYKTYPHBIMK TTOApa3jieieHnsMu JlenapramMenTa; ‘

- TIPOBEJICHHE TIPABOBOH JKCIEPTH3bI NMPOEKTOB [IOIOBOPOB (KOHTPAKTOB,
COINaIlIeHH ), 3aKII09aeMBbIX JlenapTaMeHToM;

- TIPOBEZICHHE NPABOBOMW IKCIIEPTH3HI IPOSKTOB JOKYMEHTOB JenapramenTa
[0 CO3/1aHMI0 KOMHUCCHH, pabouuX Ipyni B YCTaHOBJIEHHOM chepe HesTeNbHOCTH
oTHena;

- OCYHMICCTBIICHHE METOAMYECKOr0 pPYKOBOJACTBA IIPaBOBOH paGoToil B
JlenapramenTe 1 Oka3aHue MPaBOBOH IIOMOIIIH ee CTPYKTYPHBIM MOAPa3IEICHUSM;

- Y4acTHe B HEOOXOMMBIX CITyYasx B PACCMOTPEHHH aKTOB IIPOKYPOPCKOTO
pe€arupoBaHus U MOATOTOBKA OTBETOB HA HUX,

- TOATOTOBKA NpPOCKTOB MyHHIMNAIBHBIX MPaBOBBIX aKTOB I. I'po3Horo,
OTHOCSIIMXCS K KoMreTeHuuu JlenmaprameHTa;

- obecrieyeHue U YeTKasi OpraHU3aLHsA AETIONPOU3BOCTBA B JlenapTaMenTe B
COOTBETCTBHH C OCHOBHBIMH TOJNOXeHUssMH ENMHON rocynapcTBeHHOM cHCTeMBbI
JIETONPOU3BOACTBA;

- COBEpIUCHCTBOBaHHWE (OPM M METOJOB NENONPOM3BOACTBA HA OCHOBE
©IMHOW TEXHWYECKOH IIONHMTUKH, NMPUMEHEHHs COBPEMEHHOM BBIYMCIUTEILHOM,
KONMMPOBATLHO-MHOXUTENIBHOM, OPraHU3allMOHHON TEXHUKH;

- OCYIIECTBICHHE B COOTBETCTBUM C YCTAaHOBJICHHBIMM NpaBHJIAMU
NEpPBUYHON 00pabOTKH JOKYMEHTOB, pErUCTpaLiiy BXOASMIEEH KOPPECTIOHAEHIIHH;



- OpraHu3alys CBOEBPEMEHHOI'O PpACCMOTPEHHS M IOATOTOBKH JUIs
PYKOBOJACTBA IOCTYNAIOIIMX JOKYMEHTOB, OCYIIECTBICHHE KOHTpOJIS 3a
NPaBHUJIBHOCTBIO UX O(OPMIICHHUS,

- KOHTpOJIb OINEPATUBHOIO IPOXOXICHHS, HCIONHEHHS U O(OpPMIIEHHMS
JIOKYMEHTOB B YCTQHOBJICHHbIE CPOKH;

- TMPOBEJEHHE aHallu3a COCTOSIHUS HCMOJHUTENBCKOM JUCHUIUIUHBI
OTBETCTBEHHBIX pabOoTHUKOB [lenapramenTa;

- y4YacTHe B TIIOJArOTOBKE CO3bIBAEMBIX Ha4YaIbHUKOM JlemapramenTa
obpazoBaHus, €ro 3aMECTHTEISIMH COBELIaHHH H OpraHu3alMi HX TEXHUYECKOTO
06Cﬂy)KHBaHl/lﬂ (C60p U NOJATroTOBKA H606XOJ],PIM!)IX MaTepHajyioB, OINOBECHICHUEC
Y4aCTHHKOB O BPEMEHH U MECTEC NMPOBEJICHUS, ITOBECTKE JIHA, UX peFHCTpa[lHﬂ).

- TpOBEJCHHE CHCTEMAaTHYECKOTO aHaiu3a CiIyXeOHOW Mepenucky,
HOpMaJIM3alU¥ U ONITHMH3ALMHU JOKYMEHTO000pOTa.

- paspaboTka ¥  OCYNIECTBIEHME MEPOIPHSATHH [0  COKDAILEHHIO
JOKyMEHTOO0O0pOTa ITyTeM PallHOHANBHOM OpraHu3alHi GOpM U METOLOB paboThI
C IOKyMEHTaMH;

- COCTaBJIeHWe HOMEHKIATYpbl Jel MW oOecredyeHue KOMILUIEKTOBAHMUS
3aKOHYEHHBIX JIEJIONPOU3BOJCTBOM JJOKyMeHTOB JlermapTaMenTa, WX COXpaHHOCTb,
YUYeT ¥ HCTIOIb30BaHHUE;

- KOHTpOJb HCIONHEHUS MOPYYEHMH BBIIECTOSIIMX OPraHM3alMil H-
HavaJibHUKa JlemapTamMeHTa;

-  OpraHM3allisi  XpaHeHHs  MEPBBIX  OK3EMIUIAIPOB  BXOISILEH
KOPpECNOHACHIMH, IIPHKAa30B, H3JaBaeMbIX JlemapraMeHTOM,  BeNeHHs U
XpaHCHHUs JKYPHAJOB BXOJALIEH, HCXONSAIIEH KOPPECHOHACHIMY 10 TepeNadd B
apxuB;

- OTOpaBKa  CIHyXeOGHBIX JOKYMEHTOB M  JAPYrod  WCXOAsmiel
KOPPECHOHIEHIIHH.

- TeXHH4eckoe obecrieueHHe paGoOTBI C JOKYMEHTaMH, BBITONHEHHE
KOITHUPOBAILHO-MHOXUTENBHEIX paboT;

- OCYLICCTBIICHHE METOAWYECKOr0 PYKOBOJCTBA U OKA3aHHE METONMYECKOit
TIOMOIIH 110 BEACHHIO NEJIONPOM3BOACTBA B NMOZpaseNneHusx Jlenapramenta.

3. [lpaBa otena

Ortnen Bnpase:

3.1. Tony4are noctymatomme B JlemaprameHT JIOKYMEHTBI M HHbIE
MHQOPMAllHOHHBIE MaTephallbl MO CBOEMY NPOQUIIO  NEATENBHOCTH IS
O3HaKOMJICHHS, CHCTEMAaTU3HPOBAHHOTO y4eTa M HCIIOIb30BaHus B pabore.



3.2. 3anpammBaTe ¥ NONyYaTh OT HAYATHHUKOB CTPYKTYPHBIX
nojpaszeneHul Jlemapramenta WHGOPMALHIO, HEOOXOMUMYIO /ISl BBITIONHEHHUS
BO3JIOXEHHBIX Ha Hero QyHKUIMH ¥ 3anay.

3.3. BHOCHTE NpEJIOXEHHs 10 COBEPIICHCTBOBAHMIO dopM u Mmeronom
paGoTel oTena u JlenapraMenTa B 1EJIOM. :

3.4. Y4acTBOBaTh B COBEMIAHMSX NPH PACCMOTPEHHH BOIIPOCOB MO CBOEMY
NPOQUITIO NI TEIEHOCTH.

4. OrBeTCTBeHHOCTE OTHeNa

4.1. BClo NMOJHOTY OTBETCTBEHHOCTH 33 KayecTBO H CBOEBPEMEHHOCTD
BBITIOJTHEHHUA 3a/{a4, BO3TOXEHHBIX Ha OTAEN, HECET HAYaIbHUK OT/eNa.

4.2. TlepcoHasibHasi OTBETCTBEHHOCTh COTPYJHHKOB OTIENA YCTaHaBIHUBAETCS
UX TOJDKHOCTHBIMYU UHCTPYKLHUSMH.

4.3. HayansHUK OTZENa HECET OTBETCTBEHHOCTD 3a:

- OpPraHN3aLHIO NeATENLHOCTH OTAENA.

4.4 HavaneHUK oOTHENa, a  TaKxe COTPYAHMKH  OTJeNia, HeCyT
OTBETCTBEHHOCTb 34!

- HECOOMOIeHHE IEHCTRYIONIEro 3aKOHOaTeIhCTBA P®;

-IPEIOCTaBJICHHE  HaYalbHHMKy  JlemaprameHTa H CTPYKTYPHBIM
nozipaseneHuaM JlenapTaMenTa HeJoCTOBEPHOM uHpOpMalHH 0 paboTte oTaENa U
B paMKaxX KOMIIETeHIIMH OT/ea;

- TMPENOCTABICHNE OpraHaM roCy[apCTBEHHOH BIACTH, OpPraHaM MeCTHOrO
CaMOYNpaB/IeHHsl, APYTUM OPraHU3alldsM HeIOCTOBEPHOM HHpOpMaIun o pabore
oTaena u JlenapraMenta ¥ HHGOPMALMHK B PAMKaX KOMIIETEHIIMH OTHENa;

- HeZIoOpPOCOBECTHOE MCIIONTHEHHE IOIKHOCTHEIX o0s3aHHOCTEH;

- HecoOIo/IeHre TPY0BOM JUCIAILIHHDL

-HecoOmoenne  [lonoxeHMS,  JOKATBHBIX HOPMATUBHBIX  3KTOB
JenapraMenTa u IOMKHOCTHBIX HHCTPYKIIHMIA;

- COXpaHHOCTE BBEPEHHOIO OTHENy WMYIIECTBA.



