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JOJZKHOCTHASI HHCTPYKUHS
JOKYMEHTOBE/1A
MYHHIMIIAJILHOTO0 0X0/UKETHON0 HETHIIOBOr0 00PAa30BaTE/ILHOIO yupeKaenus «OKreMcKui
Hay4YHO0-00pa3oBaTeabHbIil HenTp» MP «Xanranacckmii yiaye» Pecnyoimkn Caxa
(SxyTus)

1. O6mmue moJioxkeHust

1.1. Hacrosiimasi JJOJDKHOCTHAS! MHCTPYKIIHS JIOKYMEHTOBEAA MYHHUIIUIIAIIBHOTO
010/DKETHOT'O HETHIIOBOIO 00pa30BaTeNLHOIO yupexkaeHust « OKTeMCKUN Hay4qHO-
obpasoBareapHbId 1eHTP» MP «Xanranacckuit ynyc» Pecniybnuku Caxa (SkyTtust) (nanee —
Oxremckuit HOII) pazpabGorana Ha ocHOBe Tapu(HO- KBAIU(UKAIMOHHBIX XapaKTEPUCTHK,
YTBEPXKJICHHBIX MPUKa30oM MHUHUCTEPCTBA 3IpaBOOXPAHEHUS U COLUATIBHOTO pa3BuTus PO
Ne7611 ot 26.08.2010r. «O06 yTBEpIKIACHUH €IUHOTO KBAIM()UKAITMOHHOTO CIIPABOYHUKA
JOJDKHOCTEH PYKOBOJMTEIICH, CIIEIHMATMCTOB M CITyXKalmx, pasnuen «Kpanudukanuonnsie
XapaKTEPUCTUKH JIOJDKHOCTEH PaOOTHUKOB 00pa3oBaHUs».

1. L JIOKyMEHTOBE/1 Ha3HAYaeTCs U 0OCBOOOXKAAETCS OT AOJKHOCTH MPUKA30M I'€HEPaJIbHOIO
JMpeKTopa.
1.2. JIOKyMEHTOBE/1 I0JIKEH, KaK MPaBUIIO, UMETb CPE/IHEE WIIW BbICLLEE CMELHAILHOE

o0pa3oBaHKe WIIK ONbIT COOTBETCTBYIOLLEH paboThl.

1.3. JIOKYMEHTOBE/l MOAYMHSIETCS! HEMOCPEACTBEHHO MeHePaibHOMY JAMPEKTOPY, IMPEKTOPY
Oxkremckoro nuuest ¢ YHUOII, 3amecTuTento reHepaibHOro AMpeKTopa.

1.4. Tpebosanus k kBaMpHKaLmu: cpeaHee npodeccuoHaibHoe obpazoBaHue B obnacTy
JIENIONPON3BO/ICTBA Oe3 NpeabsBieHns TpeboBaHus k cTaxky paboTbl UK cpeHee (noHoe) obuiee
o0pa3zoBaHKe W JI0TOJHUTE bHAS MOJArOTOBKA B 00J1aCTH [€JI0NPOM3BOACTBA O€3 Npe/IbABICHHUS
TpeboBaHUH K cTaxy paboThl.

2. DOyHKUHH

OCHOBHBIMH HarpapBJeHUsIMH 1€ATEJIbHOCTH JOKYMEHTOBEA SBJSAIOTCS:

2.1. opraHu3aumsi BeJleHHs JOKYMEHTOOOOpOTa M AEI0NPOU3BOACTBA HA OCHOBE HCIOIb30BaHMs
MH(OPMALIMOHHO-KOMMYHHKALIMOHHBIX TEXHOJIOT W]

2.2. pazpaboTka YHU(PULUMPOBAHHON CHCTEMbI JOKYMEHTOOO0pPOTA;
2.3. KOHTpOJIb BeACHHUS 1I0KyMeHTooOopoTa 1 AenonpouspoacTsa B Okremckom HOLL

3. JIo/KHOCTHBIE 00SI3AHHOCTH

3.1. Illpunumaer nocrynatowyto B Oxremckudd HOLL koppecrionaeHuuto, rnepejaer ee B
COOTBETCTBUH C YKa3aHUSMH ME€HEPAIIbHOrO JUPEKTOPA B CTPYKTYPHbIE MOAPA3/IE/IEHUS! MM KOHKPETHbIM
MCTIOJTHUTEIISIM 1151 UCTTOJIb30BaHUs B rpoliecce paboTbl IMOO MOArOTOBKH OTBETOB.

3.2. Beser 1enonpou3BoACTBO, B TOM YMCIE W B JIEKTPOHHON (GopmMe; MOAroTaBIMBAET MPOEKThI
MPUKA30B W PacropsHKEHWH MO JIBWKEHUIO KOHTHHreHTa oOyuaroumuxces, opopmisier JIMuHble jaena
NMPUHATBIX Ha oOyueHue, BedeT al(aBUTHYIO KHHUrY oOydarolMXcs W ydeT 4acoB Y4eOHOH paboTbi
paborHukoB Okremckoro HOLL, o6pabareiBaet u ohopmIsieT caady JUUYHBIX €1 00yUaloUXCcsl B apXHB.

3.3. BoinonusieT pasjinuHble onepauuu ¢ NPUMEHEHUEM KOMIbIOTEPHON TEXHUKH IO MporpaMMam,
npeiHazHauYeHHbIM AJ1si cOopa, 00paboTKH M npescTaBieHusi MH(pOpMaLKH.

3.4. Cnenut 3a CBOEBPEMEHHbIM PACCMOTPEHUEM W TMOANOTOBKOW [OKYMEHTOB, PAcropshKEeHWH,
MOCTYIMUBLUKX HA MCMOJIHEHHUE, CTPYKTYPHbIMU nojpasjeieHussmu Okremckoro HOLL M KOHKpeTHbIMU
UCTIOSTHUTEIISIMU.



/

3.5. 1o mopy4eHHIO reHepanbHOro AUpeKkTopa (ero 3aMecTUTeNs) COCTABSeT MUChMA, 3anpochl,
APYTHe IOKYMEHTBI, FOTOBMT OTBETbI aBTOpaM 00palieHHH.

3.6. OcyuiecTBaseT KOHTPOIb 3a HcroaHeHHeM paGotHukamu Okrtemckoro HOLL u3maHHbIX
NPUKA30B M PACMOPsHKEHHH, a TakkKe 3a COOJIOAEHUEM CPOKOB MCIOJHEHHs YKa3aHWH M NopydyeHuit
r€HEPaIbHOrO AMPEKTOPA, B3SIThIX HA KOHTPOJIb. :

3.7. Paboraer B TeCHOM KOHTaKTe C PyKOBOJAMTENEM 00pa3oBaTeNbHOrO yupeskaeHHs (ero
3aMECTHUTEIISIMK ), Ne/IarOrHYECKUMH pabOTHUKAMH, PYKOBOAMTENSMH CTPYKTYPHBIX MO/pa3ae/IeHHil.

3.8. BeimosHser TpeboBaHuUsI OXpaHbl TPY/Ia U TEXHHKH O€30MacHOCTH, [IPOTUBOIIOKAPHOU
U aHTUTEPPOPUCTUUYECKON OE30aCHOCTH.

3.9.CobmonaeT caHNTapHO-TUTMEHHYECKHE TIPABUIIA U HOPMBI.

JloJDKEeH 3HATh:

- 3aKOHO/ATeJIbHbIC M HOPMATHUBHO-TIPaBOBbIe akThl Poccuiickoit Menepanuu u
Pecniy6immku Caxa (SIkyTus), perimaMeHTHpYOIHe 00pa3oBaTeIbHYIO JeSTeIbHOCTD;

-II0JIOJKCHUS M HHCTPYKIIMHK 110 BEACHUIO IETOMPOU3BO/ICTBA;

-cTpykTypy Oxremckoro HOLL, ero kaspoBoro cocrasa;

-TIpaBUJjIa dKCIUIyaTalluk OPIrTeXHUKH;

-IpaBuJIa [10JIb30BAHUSI [IPHEMHO-TIEPETOBOPHBIMH YCTPOHCTBAMH, dbaxcom,
MHOKHTEJIbHBIM  YCTPOHCTBOM, CKAHEPOM, KOMITBIOTEPOM; IIpaBuja pabOThl C TEKCTOBBIMH
PeIaKTOpaMK U JJIEKTPOHHBIMH ~ Tabivuamu, 0a3aMu  JIQHHBIX, OJIEKTPOHHOH  I[IOYTOIA,
Opaysepamu; TEXHOJIOTHIO CO3aHMsI, 00pabOTKH, Nepeadn H XPaHCHHUs JOKYMEHTOB;

-IIpaBuJIa  JICJIOBOH  MEPENUCKH; IOCYJIapCTBEHHbIC CTAHAAPThl  yHH(UIUPOBAHHOM
CHCTEMbI OpraHU3alHOHHO-PACHOPSAUTEILHON JOKYMEHTALMH;

-lIpaBUJIa NEYaTaHHsl ACJIOBBIX TIUCEM C UCIIOJIB30BAHMEM THIIOBBIX 0OPa3IoB;

-OCHOBBI 9THUKHU U ICTETHKH;

-TIIpaBHJIA I€JI0BOTO OOLIEHHS;

-lipaBUjIa BHYTPEHHETO TPy 10BOro pacnopsiika Oxremckoro HOIT;

- OCHOBBI TPYJOBOI'0 3aKOHO/IATEIIbCTRA;

- TPEOOBAHKSI OXPaHbI TPYJIa U TEXHUKH OE30MaCHOCTH, POTHBOMNOKAPHOH 1
AHTHTEPPOPUCTUYECKOM O€30MacHOCTH.

- CaHHTAPHO-IMI'MEHUYECKUE MTPaBHIIA U HOPMBI.

4. IlpaBa

JlokymMeHTOBe1 MMeeT Npaso:

4.1. naBatb:

- corpyanukam Okremekoro HOLL pekomenaaumu no ohopmieHHIo J0KyMeHTaLHK;

4.2. Ilpunumars yyacrue:

- B VIAHUPOBAHWH, OPraHU3aLWK ¥ COBEPLIEHCTBOBAHUH JSTEILHOCTH CITYKObI
AOKYMEHTaUMOHHOro obecneyenus: Oxremckoro HOLL;

- B [IOCTAHOBKE 3a/1a4, NPOEKTUPOBAHWH, DKCITyaTalluk U COBEPLICHCTBOBAHMS ( B YacTH
HH(OPMALHOHHOTO 06eCTeUeH s ) aBTOMATH3HPOBAHHBIX CHCTEM YIIPABICHHMS, 4 TAKKe HOBEHLIMX
MH(POPMALMOHHBIX TEXHOIOTHH ( B TOM uncie 6e30yMaKHbIX), OasupyroLMXCsl HA IPUMEHEHHE
BbIMMCJIMTE/IBHON M MUKPOINPOLECCOPHOM TEXHUKH, TPOEKTHPOBAHUM M aKTyaNnu3aiuu 6a3 1 6aHKoB
JAHHbIX;

4.4. BHOCHTb NpeiioKeHus:

- 110 OpraHu3aLKK 10KyMeHTo000poTa U jenonpousBoacTsa B Okremckom HOLL;

- 0 MOOLIPEHUH PAOOTHUKOB, 3aHATHIX JOKYMEHTALIMOHHBIM O0ecreYeHHeM AesTebHOCTH
Oxremckoro HOLL;

4.5. YcraHaBnuBarth:

-ot umenn Oxremckoro HOLL aenioBble KOHTaKTI ¢ IMIAMHU M OpraHH3aLUsAMH,
CMOCOOCTBYIOIMMH COBEPILIEHCTBOBAHMS nokymentoobopota u aenonpoussoactsa B Oxremckom HOL;

4.6. 3anpauiuBar:



-y PYKOBOJICTBA, MOJy4aTh U UCMOJBb30BaTh MH(POPMALIMOHHbBIE MaTEPHalIbl K HOPMAaTHBHO-
MPaBOBbIE JOKYMEHTbI, HEOOXOAMMBIE JUTsl HCMOIHEHUsI CBOMX J0JKHOCTHBIX 00A3aHHOCTEH;

4.7. KOHTPOJIMPOBATb M OLEHWBATH X0/ M pe3yJibTaThl Aenonpousoactsa B Okremckom HOLL;

4.8. TpebGoBaTb:

-ot pabornrkos Okremckoro HOLL cobutoenne TpeboBaHnit K 0OPMIIEHHMIO JOKYMEHTALMH;

-OT HENOCPECTBEHHO MOAYMHEHHBIX COTPYAHUKOB COOMOICHHE HOPM U TPeOOBaHHIA
npodeccHoHanbHON ITHKH, BbINosHeHus npuHaAThIX OkTemeknm HOLL naHOB 1 nporpamMm (HOCSLIMX
o0si3aTenbHbIN Xapakrep;

4.9. NoBbILIATH CBOK KBAJIM(PUKALHIO.

5. OTBETCTBEHHOCTD

5.1.3a HEeHCIOJHEHHE WM HEHAJIeKaIlee UCITOJTHEHHE 06e3 YBAKHUTEIbHBIX TTPUUNH
VYcrasa u [IpaBun BHyTpeHHero Tpynosoro pacrnopsiaka Oxremckoro HOLL, 3akoHHBIX
pacropspKeHu, MPUKa3oB reHepaibHoro gqupekropa Okremckoro HOLL 1 HHBIX JTIOKAJIBHBIX
HOPMATHBHBIX aKTOB, JOJDKHOCTHBIX 00s13aHHOCTEH, YCTAaHOBIICHHBIX HacTosed UHcTpykinei,
B TOM YHCJIE 3a HE UCIIOJIb30BAHUE MPEIOCTABIECHHBIX ITPaB, JOKYMEHTOBE HeCeT
JCIUITHHAPHYIO OTBETCTBEHHOCTH B IOPSIJIKE, ONPEASIEHHOM TPYAOBBIM 3aKOHOIATEIbCTBOM.
3a rpyboe HapylieHHe CBOUX 00sS3aHHOCTEN B KaYeCTBE JTUCITUTUIMHAPHOTO HAKa3aHHUs MOYKET
OBITH MPUMEHEHO YBOJLHEHUE.

5.2.3a npuMEeHeHHe, B TOM YHCJIe OJAHOKPATHOE, METOJIOB BOCITUTAHMUSI, CBSI3AHHBIX C
duznyeckuM U (MJIH) MCUXUYECKUM HACUIIMEM HaJl THUYHOCTHIO 00YYaroerocsi, T0KyMeHTOBE/l
MOXET OBbITh OCBOOOXK/IEH OT 3aHUMAEMOM JIOKHOCTH B COOTBETCTBUM C TPYAOBBIM
3akoHOAaTeIbeTBOM M 3akoHoM Poccuiickoit @enepannn «O6 obpazoanum» ot 29.12.2012r.
No273-D3. YBosibHEHHE 3a IAHHBIN MOCTYTIOK HE SBJISETCS MEPOH JIUCIMTIUIMHAPHOM
OTBETCTBEHHOCTH.

5.3.3a HapyuieHue TpaBUJI IPOTHUBONOKAPHOU U AHTUTEPPOPUCTUUYECKOM OE3011aCHOCTH,
OXpaHbl TPy/la, CAHUTAPHO-THTUHEHUYECKUX TIPABHII OpPraHu3aliu yueOHO-BOCIIUTATEILHOTO
JIOKYMEHTOBE/T ITPUBJICKACTCS K 8 IMHHUCTPATUBHOW OTBETCTBEHHOCTH B MOPSIKE U B CIyYasiX,
IPeYCMOTPEHHBIX aJIMMHUCTPATUBHBIM 3aKOHO/IATEILCTBOM.

5.4.3a BunosHoe npuunHenre Oxremckomy HOIL[ unu yyacrHukamu o6pa3oBaTesibHOTO
nporecca yuepba B CBS3H ¢ UCIIOJIHEHUEM (HEUCITOJTHEHHEM ) CBOUX JTOJDKHOCTHBIX
JOKYMEHTOBE]I HECeT MaTephuaIbHYIO OTBETCTBEHHOCTH B MOPSJIKE U B Ipe/ienax,
YCTQHOBJIEHHBIX TPYAOBBIM U (MJIH) FPAKIAHCKUM 3aKOHOIATEIHCTBOM.
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