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[TOJIOXKEHHME
00 obecnieunBaroe ci1y:x0e aBTOHOMHOI'O CTAallMOHAPHOIO YUPEKIEHHMS
couuangbHOro odcmyxxuBanus OMmckoit obnactu "Tapckuil foM-uHTEpHAT"

1.001mume mmomoKeHus

1.1. Tlonoxenme pa3paboTaHO B COOTBETCTBHH C 3aKOHOJATEIHCTBOM
Poccuiickoit @epmepamini ¥ ompepenseT 3amadyd, QyHK@M, 0OpaBa H
OTBETCTBEHHOCTh, OPraHH3allMI0 JeATEJbHOCTH 00ecledYuBaroImed CiIyx Ol
aBTOHOMHOT'O CTAallMOHAPHOTO YUPEKIEHHUS COLMABHOTO o0cykuBaHus OMCKOH
obnactu "Tapckuii JoM-uHTepHAT" (Haee — yUpesxIeHHe).

1.2. Ob6ecneunBarolas ciyx0a SBISETCS CaMOCTOATEIBHBIM CTPYKTYPHBIM
noJipa3/ieJIeHueM YUYpeXAeHUs U MOJUUHSIETCS HeINOCpPeJCTBEHHO IUPEKTOpY U
3aMECTHUTENSIM JUPEKTOpa YUPEIKIeHUSI.

1.3. B cBoeil aesTenpbHOCTH ofecrieunBaromas ciyx0a pykoBOACTBYETCS:
Koncrurynueir Poccuiickoit ®enepanmu, (enepaabHBIMH 3aKOHAMH, Y Ka3aMH
Ilpesunenta Poccuiickoit Pepnepanuu, nocraHoBileHusMH IIpaBurenbeTBa
Poccuiickoii ®Denepaunn, HOPMATHBHBIMH IIPAaBOBBIMU axKTaMu MUHHCTEPCTBA
3paBOOXpPaHEHMs] ¥ COLHAIBHOIO pa3BUTHs Poccuiickoii Deneparyu, 3aKOHaAMH
Owmcko#t o0macTu, HOpMAaTUBHBIMK TNPAaBOBBIMH akTaMH MuHHcTepcTBa Tpyla H
couuanbHOro pas3utug OMcKoM o0nacTd, YCTaBOM MW JOPYTUMU JIOKAJIbHO-
HOPMATHBHBIMU JOKYMEHTAMH YUYpexKACHHS, AEHCTBYIOIUM 3aKOHOAATEIBCTBOM,
METOAMYECKMMH MaTepHrajaMHi, HOpMaTHBHBEIMH JOKyMEHTaMH MO COOIIOJEHHIO
CaHUTAPHO-TIPOTUBOIITHUIEMUYECKOI0 PeIKUMA, IPOTHUBOIIOKAPHOHN 6€3011aCHOCTH U
OXpaHa TpyJa, OPTraHHU3alMOHHO-PACIOPAJUTENIBHBIMU JOKYMEHTaMU CaMOIo
yUpeXXAeHHUs U HACTOALIMM ITOJIOKEHUEM.

1.4. PaborHukH oOecrieyuBaromeil CIry:xObl Ha3HAYAIOTCS Ha JOJDKHOCTD U
0CBOOOMKIAIOTCS OT 3aHUMAaeMOM JODKHOCTU NPUKA30M JAUPEKTOpa YUPEKICHHS B
COOTBETCTBHH C JEHCTBYIOIIMM 3aKOHOATeIBCTBOM Poccuiickoi Meneparun.

1.5. Ksamuduxarmonusie TpeGoBaHus, (yHKIHOHAJIbHEIE O00j13aHHOCTH,

npasa, OTBETCTBEHHOCTh PabOTHUKOB obecnieunBaromei CILy OBl
peraaMeHTUPYIOTCS JOJI’KHOCTHEIMHU UHCTPYKLHUSIMH, yTBep)KIaeMbIMU
IUPEKTOPOM YUPEKICHHS.

1.6. PabGorHukm o0ecneuuBaromeil CciIyX0bl, HECYyT MEepCOHAIBHYIO
OTBETCTBEHHOCTH 32 CBOEBPEMEHHOE M KAaueCTBEHHOE BBIIIOJHEHHE BO3JI0KEHHBIX
Ha HHUX 3a7a4 W (QyHKIHI, OCYLECTBISAIOT B IpeAenax CBOeH KOMIETEHIUH
(GyHKIMH yTpaBieHus (TUIaHUPOBAHUSA, OPraHU3aLuK, KOHTPOJI).

1.% OOecneuduparomas ciyx0da y4acTByeT B OQOPMIIEHHH, XpaHEHUH, a
TaKXe B I[IOArOTOBKE NPHUKA30B, PACHOPSLDKEHUM M CBOEBPEMEHHOM OOHOBIEHHH
CaliTOB M MHBIX JOKYMEHTOB, KacaroIIencs ux 3a1ad u GyHKIUH.




1.8. OcymecTBusier  KOHTPOJb 33  HCIONHEHHEM  JOJDKHOCTHBIX
o0s3aHHOCTEH, cOOMOAeHHEM TPYIOBOH AUCIUITINHEI pAOOTHHKAMH YUPEKACHHU.

1.9. ObecneunBaromas ciy>x0a OCYIIECTBISET CBOK AESITEIBHOCTH BO
B3aHMOJEHCTBUM C JPYTMMH CTPYKTYPHBIMHU IOApa3JelNeHHsAIMH YYpexKIeHHs, a
TaKKe B IIpefieNlax CBOeH KOMIIETeHLUH ¢ APYTUMH OpraHU3alHsIMH.

2.1lenu 1 3aga4m Ciry>k0bI

2.1.1lenbio nesTensHOCTH O0eceYrBaIOLIEe CITy>KOBI SIBISETCS:

2.1.1. nombGop pabGOTHHKOB, COOTBETCTBYIOIINX IPO(ECCHOHATEHOMY
CTaHJapTy Ha KOHKPETHYIO 3aHUMaeMYIO JOJDKHOCTD;

b i coneicTBHE CO3IaHHIO 01aronpUATHOTO COLIHAJILHO-
IICUXOJIOTHYECKOTO KJIUMAaTa B KOJUIEKTHBE YYPEXKICHHs, KOPIIOpPaTUBHOM
KyJIBTYPBI ¥ 3TUKH;

2.1.3. rpamoTHOe U CBOEBpeMEHHOe O(QOpMIIEHHE BCEX KaJpOBBIX
JIOKYMEHTOB, BeJIeHHe KaJpPOBOro yyeTa U OTYETHOCTH, KOHTPOJIb CBOEBPEMEHHOIO
o0yueHus nepcoHania;

2.1.4. co3gaHue KagpoBOTO pe3epBa Ha JOKHOCTHU CIIE[UAIUCTOB;

2.1.5 mnepemaya u 1pueM HHMOPMAIMH IO 3IEKTPOHHOM IIOYTE H
TeNe()OHHOMY  almapary, OCYLIECTBIIEHHE CBOEBPEMEHHOr0, TIpaMOTHOIO
odopMIeHHs BXOAIIEH 1 UCXOASIIel JOKyMeHTaliHY;

2.1.6. pabora Mo IOArOTOBKE 3acelaHUil M COBEIIaHWI, MPOBOAUMBIX
pykoBoguteneM (cO6op HEOOXOAMMBIX MaTepHaloB, ONOBEILEHHE YYAaCTHHKOB O
BpPEMEHH, MeCTe, ITOBECTKE JIHS 3acelaHusl WM COBEIIAHWS, UX PErucTpalsd),
BeleHHe U 0()OpMIICHHE TIPOTOKOJIOB;

2.1.7. opraHmuzamus IpueMa IIOCETUTENEeH, COAEHCTBUE B ONEPAaTHBHOCTH
paccMOTpeHUs MPOCK0 M IpeIoKeHH pabOTHHKOB, IONydaTellell COLHalbHBIX
yCIyT,

2.1.8. hbopmupoBaHue JIe)T B COOTBETCTBHH C YTBEPKASHHOM HOMEHKIIATYPOH,
ofOecriedyeHHe HUX COXPaHHOCTH M CBOEBPEMEHHOH CIa4yd [JOKYMEHTOB Ha
rocy/1IapCTBEHHOE XpaHEHHE;

2.1.9. cocraBieHHe HEOOXOMUMBIX CIPaBOK Ha OCHOBE CBEICHUM,
UMEIOLIUXCS B JOKYMEHTaX apXuBa;

2.1.10. okazaHpe CHCTEMATHYECKOH IOMOIIM pabOTHHKAM OpraHu3aliH
IpreMaM M HaBbIKaMm paboTel Ha KOMIIBIOTEpax, a Takke paboTe ¢ BHEAPAEMBIMU
IIPOrPaMMHBIMH CPEICTBAMHU;

2.1.11. BajeHye TEXHOIOrHEH pellleHns 3aJa4 110 BceM dTarnaM o0paboTku
UH(pOpMaLIHH;

2.1.12. onpeneneHre BO3MOXKHOCTH HUCIIOIB30BAaHUs TOTOBBIX IPOIPAMMHBIX
IPOAYKTOB.

3.®yHKIHU o0ecreurBaroleil CIryKObI
3.1.00ecneunBaromas ciyx0a Ui OCYLIECTBICHHS BO3JIOXKECHHBIX Ha Heé
3a7a4  BHIONHAET pa3paboTKy TEKyIIMX U  IEPCIEKTHBHBIX  ILIAHOB
KOMIUIEKTOBaHHS YUYpeXKJICHHS KaIpamMH C YYETOM H3MEHEHHS COCTaBa




paloTaromMX B CBA3M C BHEAPEHHEM HOBOW TeXHUKM W TEXHOJOTHUH,
COBEPLICHCTBOBAHMS PaboYMX IPOLECCOB.

3.2.Co3manue pesepBa Ui 3aMEIICHUS [OKHOCTeM pPYyKOBOIWTENEH H
CTICLUAIIMCTOB WX TPO(EecCHOHANBHOTO pOCTa, pPa3BUTHA WX WHHULUATHBBL H
CaMOCTOSITEJIBHOCTH, OpTaHH3aTOPCKUX CIIOCODHOCTEH.

3.3. IlpenocrapieHue pYKOBOJACTBY YYPEXIEHHMS NPEJIOXKEHUH IO
VIVYILIEHUIO PACCTAHOBKY M HCIOIB30BaHUA KaJIPOB.

3.4. CoctaBneHue W nogava B cnyx0y 3aHSTOCTH 3aABOK HA BaKaHTHEIE
TOKHOCTH CHENHAIHCTOB COOTBETCTRYIONIUX NPO(EeCCHOHATBHEIM CTaHAAPTaM.

3.5. OdopmneHue npuemMa, nepeBoJa H YBOJBHEHHS, a TaKKe OTIYCKOB
KOMaHAHPOBOK pa0OTHHKOB B COOTBETCTBUH C TPYAOBBIM 3aKOHOAATEIBCTBOM,
MOJOKEHUAMH, WHCTPYKLHUSMHA M MPUKa3aMH AUPEKTOpa YYpexIACHHs, Bblrada
pa3IUYHOTO Pojia CIIPaBOK paOOTHUKAM yUPEKIACHUS.

3.6. YdeT IM9HOTO COCTaBa YUPEeKICHHUS.

3.7. OdopmiteHue, BeleHUE U XpPaHEHUE TPYAOBBIX KHIDKEK.

3.8.IToxrotoBka ® odopmileHHe Ui TOOMIPEHHUS ¢ HarpaxICHUs
CTIELIHANKCTOB U 00CIYKUBAIOIET0 IepcoHaa yIpexK JeHUsL.

3.9. Benenue BOMHCKOrO y4yeTa BOCHHOO0s3aHHbBIX, MOATOTOBKA JOKYMEHTOB
He0OXOAMMBIX A oOopMIEHHS NIeHCHH paOOTHHKAM ydpeKIeHHS.

3.10. Opranmzauusi TeneQOHHBIX II€PeroBOPOB, IIPHUEM U  3alllCh
UH(pOpMaIn.

3.11. OGecneuenue paboyero Mecra PYKOBOAMUTENS KaHLEIAPCKUMU
TIPUHAJJISKHOCTAMHE, CPeJICTRAMH OPraHU3alMOHHON TEXHUKH, CO3AaHHE YCIIOBHH,
criocobcTByOmMUX 3P dekTHBHON paboTe pyKOBOAUTEIIS.

3.12. KonupoBaHue, CKaHUPOBAaHHE JOKYMEHTOB IS Tepeiadyl HHQOPMAaIHK
PYKOBOJUTENISIM CTPYKTYPBI.

3.13. KoHTposp 33 CpoOKaMM MHCIIOJIHEHHS M IIOPYYEHHMHA DPYKOBOIHTEI,
BBIIIECTOSIIMX OpPraHHU3aLUH.

3.14. YyacTue B CO31aHHUH KaTaJOTOB H KApPTOTEK CTAHJAPTHLIX IPOTpamMM, B
paspabotke GopM HOKYMEHTOB, NOMJIEKAUMX MalIHHON 00paboTke, B
IPOEKTHPOBAHWH MpPOrpaMM, MHO3BOIOUIMX PaclHpHTh 00JacTs NPUMEHEHHS
BBIYUCIUATEHHON TEXHUKH.

3.15. CocraBiesue U opOpMIIEHUE CBOJHBIX OIMCEH eIMHHUL [IOCTOSHHOIO U
BPEMEHHOI'0 CPOKOB XpaHEHHWs, a TAKKe aKThl Ul Nepejadd [OKYMEHTOB Ha
rOCYIapCTBEHHOE XpaHEHHe, Ha CINHCaHWe M YHUYTOXKCHHE MaTepHalloB, CPOKH,
XpaHEHMs KOTOPBIX HCTEKIIN,

3.16. Oxa3aHue KOHCYIbTATHBHO — METOAMYECKOH IOMOIIM pabOTHHKaM
CTPYKTYPHBIX TTOApa3/ieNieHuit Ipu paboTe ¢ JOKyMeHTalueH.

4.T1paBa obecnieunBaronieil ciry>x051
4.1. ObGecnieuuBaromas ciry:x0a UMeeT MpaBo TPeOOBATh OT MOJPa3AeICHUN
yUpEeKACHUS MIPeOCTABICHUS CBEISHHIi, HEOOXOUMBIX I paboThL.
4.2. BHocurh npemiokeHHS PYKOBOJCTBY YUPEKIEHHS II0 BOIpOCAM
OpraHU3alud | YCIOBHU TPYIOBON NEATENBHOCTH KOJIJIEKTHBA.




4.3. BHOCUTb NMPENIOKEHMS 11O MOBBILICHUIO KBaTH(DUKALIMH, TOOIIPEHUIO 1
HAT0)KEHHIO B3bICKaHUil Ha pabOTHUKOB, COTIACHO CIIYKEOHBIX 3aIlHCOK.

4.4. B mponecce TpyAOBOM JESATENBHOCTH B3aUMOAEHCTBOBATH C APYTHMU
CTPYKTYPHBIMH MOAPA3ACIICHUSMI YUPEKACHUS.

4.5. ObecrieunBarh NpueM JOKYMEHTOB H JINYHBIX 3aiABJEHHI Ha MOANHCH
JIHPeKTOpa.

4.6.QopMHpOBaTh Jiel1a B COOTBETCTBMU C yTBEPXKACHHOW HOMEHKIATYpOH,
odecneyuBaeT HMX COXPaHHOCTh M B YCTAHOBJIEHHBIE CpPOKHM CHAIOTCAd Ha
rocyIapcTBEHHOE XpaHEHHUE.

4.7. IlpuHMMaTh TIOCTyNMBIIME HA XpaHEHHE OT CTPYKTYPHBIX
noapasieNneHuii JOKyMEHTBI, 3aKOHYeHHEIE IETONPOU3BOICTBOM.

4.8. YyacTBOBAaTh B pa3paboTKe HOMEHKIATYP Aell, HpoBepAeT NPaBUIbHOCTD
(hOPMHUPOBaHMS U OQOPMIIEHHS IIPH UX TIepeiavue B apXHUB.

4.9. OcymecTBIaTh yueT M XpaHeHue (aioB, UMEIOIIMX OTHOIIEHHE K
aBTOMATH3UPOBaHHOM 00paboTke HHPOPMALIH Ha KOMIIBIOTEPaX.

4.10. OGecneunBaTh 00MEH MHGOPMAIUK C AENAPTAMEHTOM IIPaBOBOIO U
HHGOPMALMOHHOI0 00ecneyeHHss B COOTBETCTBUH C YCTAHOBJIEHHOM TIOPSIKOM (B
TOM YHCJIE C UCIIONIb30BAHHUEM JJIEKTPOHHBIX CETEH TeEKOMMYHHUKAIHUE ).

5.0tBeTcTBEHHOCTD o0ecmnednBaromieii Ciyx0b!

5.1. Odopmnenne u XpaHeHHE JOKYMEHTalUH, IIPeayCMOTPEHHOM
NeHCTBYIOIIUMHA HOPMAaTHBHO-IPABOBEIMH JOKYMEHTAMH.

5.2. Ilpenocrapnenyie B yCTaHOBIEHHOM IIOPSAKE JOCTOBEPHON HHPOPMALIT
B JIpyrye BBILIECTOSIINEe OpraHu3aliy.

5.3. Bcio IMOTHOTY OTBETCTBEHHOCTH 34 KAa4eCTBO H CBOEBPEMEHHOCTh
BBINOJIHEHUST oOecneunBaomeil ciayxkObl 3amad M (YyHKIUH, BO3JIOKEHHBIX
ITonoxenuem 06 obecneunBarollel ciyxbe HeceT HeoCpeACTBEHHO caMa ciryskoa.

5.4.  OrBercTBeHHOCTH  JOpyrux  pabOTHHKOB  yCTaHABIUBAaeTCA
JOIKHOCTHBIMH MHCTPYKLIUSMH.

6. Bzanmoeitctere
6.1. JIns BoimonHenus (QyHKOUA W peanu3alu IpaB oOecreduBaromias
cmyx0a  B3aMMOIEWCTBYeT €O BCEMH CTPYKTYPHBIMH  TIOJpa3[eeHHAMHU
VAIpeKACHUs B NTpeenax cBOei KOMIIETEeHIIHH CO CTOPOHHHMH OpPTaHH3aLMAMH.

7. lopsinok BHECEHUS] U3MEHEHNI U JONIOIHEHU !
7.1. Uamenenns u gononHeHus B [losoxxenne BHOCATCSA OPHKa30M AUPEKTOPA
YUPEKICHMUS.




