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1. O01ue nomoKeHus

1.1. Obmwmit otnen (mamee - OTAEN) SBIAETCS CTPYKTYPHEIM HOIPA3/ICICHAEM
MYHHLHIIAIBHOTO  GrokeTHOro yupeskaenus "CrnoptuBHas mkoma Nell r.
Pocrosa-na-Jlony" (manee - Yapexnenue, MBY "CIII Ne11").

1.2. Otmen mnomumHAETCS 3aMECTUTENIO JUpEeKTOpa 10 0e30macHOCTH.
3amMecTuTeNh TUPEKTOpa IOAUHHAETCS TUPEKTOPY YIPEIKICHH,

1.3. B cBoeit neATensHOCTH OTAEN PYKOBOJACTBYETCS !

- Koncturymueii PO,

- I'paxknanckim u TpymossiM kogekcom PO;

- bepepaspHbIMHA 3aK0HaMu PO,

- YKazaMHu U pacnopspkeHusamu [Ipesuaenrta PO;

- IIOCTaHOBJICHUAMH U pacnopsbkeHusMu [Ipasurenscra PO;

- 006;acTHEIMH 3akoHaMK PocTOBCKO# 06macTy;

-ITOCTAaHOBJICHUSAMH U PACIOpsDKEHUAME ropoaa Pocrosa-na-J[oHy;

- YCTaBOM yupEKICHU,

- CBOJHBIM PEECTPOM MOJHOMOYMM, (yHKIME u ycayr AAMHHHCTpaNMH
ropoga PocroBa-Ha-J[oHy, e€e OpraHOB ¥ MYyHHUMNAIBHBIX YUPEKICHHIA,
YTBEPXKIACMbIM IIPABOBBIM aKTOM AIMUHUCTPAIIAU FOPOLA;

- TpebOBaHME K TONOXKEHHAM O CIPYKTYPHBIX  MOAPAa3ACIICHHUSX
AnvunncTpanmu ropoxa Pocrosa-Ha-J[oHy, oTpacieBbIx (byHKIIMOHATBHEBIX) U
TEPPUTOPUATBHBIX ~ OpPraHOB ~ AJMHMHMCTpanuu ropoxa Pocrosa-Ha-/[oHy,
MYHUIMINAIBHEIX yUpexaeHuil ropoga Pocrosa-Ha-/lony;

-IITATHBIM PACMIUCAHUEM YUpPEKIECHHS,

- IOKQJIbHBIMM HOPMATHUBHBIMU aKTaMH Y UPEIKICHHS.

2. 3apauu, GYHKIUH U YCIYTH

2.1. OcHoBHBIE 3a1a4M OTAENA:

- OpPraHU3allMOHHOE M JIOKYMEHTalMOHHOE OOECHeUeHHe JeATeIbHOCTH
Yupexnenus,

-obecneuenne HHPOPMaAHOHHOTO, 5(PEKTUBHOTO U KyJTETYPHOTO
00CITY’)KMBaHUA OCETHTEIICH, CO3MAHHMIO AJI1 HUX KOM(OPTHBIX YCIOBHIA,



- OpraHu3anus U KOOPAUNHAIHA PaboThl B CIIOPTABHBIX 3aJIax;

- IEPBUYHOE 0OCITy>)KUBAHHE CIIOPTHBHOIO CHAPSHKEHHUS U MHBEHTAPS,

-3KCITyaTallMOHHO-TEXHUYECKOE obcnyKuBaHUE o0opynoBaHUA
MPHEMOTIEPETAIOIINX PaIOCTAHIHM,

2.2. OyHKIUH U YCIIYTH OTJENA:

09.1.17.03. IIpoBeneHre MEPONPHUATHH MO NPO(PUIAKTHKE SKCTPEMH3MA,
HAIPABJICHHBIX HA PA3BUTHE ONTHMAIbHBIX MEXHAIMOHATIBHBIX, MEKITHUYECKHUX
U MEXXKOHIIECCHAJIbHBIX OTHOLLIEHUH B FOPOAE;,

21.1.04.01. IlpunsTee oOpamieHHs TIpakKAaHWHA K PaCCMOTPEHHMIO,
perucTpanys ¥ HanpaBlIeHHue MICBMEHHOTO OOPAIICHHU:

- IpUHATHE 0OpaIeHHs TPaKIaHHHA K PACCMOTPEHHIO;

- 06paboTKa, perucTpanys, onpeeaeHie NPUHAISKHOCTH ¥ HAIPaBICHHE
I10 MOJBEJOMCTBEHHOCTH O0OpaIneHus rpak 1aHnHa;

- TOATOTOBKAa W HANpaBJICHUE TPaXKIAHUHY YBCAOMJICHUSA O IPHHATHH
oOparieHus K pacCCMOTPEHHIO;

- oopmienne «mem», cOOp M XPaHEHHE MATCpUaioB IO PaCCMOTPEHMIO
oOpamieHnii rpakaH;

- apXMBaLKs JeN MO PACCMOTPEHMIO OOpalIeHHd Ipa)<IaH, YHHUYTOKCHUE
JEJ1 TI0 UCTEUEHUH YCTAaHOBJIEHHOIO CPOKA XPaHCHHA.

21.1.04.03. Oprasmszanuss W TPOBEACHHE JIMYHOTO TIpUeMa TpakAaH
PYKOBOAUTEISMU U YIIOJIHOMOYSHHBIMHU HA TO JIML[AMH:

- JOBeIEHHWE IO CBEACHUS TpaxkaaH HWHPOpPMALUKM O MECTe IpHeMa,
a Taxoke 00 YCTAaHOBJICHHBIX JUIS MPUEMa JIHAX M Yacax;

- cobeceoBaHNE ¢ TPaKJaHAMU M NpEJBapUTENIbHAs 3alMCh Ha JIMYHBIH
TIPUEM;

- MOArOTOBKA MH(OPMAIIUKA ¥ MATEPUAIOB PYKOBOIUTENIO I MPOBEICHUS
JIUYHOTO TPUEMa,;

- OpraHu3anys npreMa rpaxias o JHYHbIM BOTIPOCaM;

21.1.04.04. Kourposs 3a COONIOACHUEM TIOPSIKA  PACCMOTPEHHUS
obparieHui:

- KOHTPOJIb COOJIFOIEHUSI CPOKOB PAaCCMOTPEHMsA M TPEOOBAaHMH K KaueCTBY
IIOJrOTOBKH OTBETOB Ha OOpanieHus rPakIaH,

- TpeXyNpeAUTENbHBI KOHTPOIb COOMIOAECHHS CPOKOB PacCMOTPEHMSA
oOpalieHnii rpakIaH;

- BBISBJICHUE HAPYIIEHUM MOPSIKa PACCMOTPEHN 00pallleH! rPak/IaH,

- IPOBEPKA PE3yJIbTATOB PACCMOTPEHMs OOPALIEH I TPaXK/IaH;

- KOHTPOIIb CBOEBPEMEHHOCTH W HAJUISKAIIETO MCIOJIHEHHS TIOPYUCHUM 110
obpalenusam rpaxaaH (Hakazam uzbuparenei);

- MOHUTOPHUHT UCIIOJHEHHUS IIOPYUEHHUH 110 00pameHusIM IpakaaH

- uHGOPMHPOBAHUE O pPe3yJbTaTaX MCIOTHEHMS MOPYYCHHUH (pe3omonuii),
JTAHHBIX 10 HTOTaM JITYHOTO MPUEMa; TUPEKTOPa, 3aMECTUTEIIEH TUPEKTOPa;

- CHATHE ¢ KOHTPOJIS IOPYYCHUH 10 00PALICHUAM I'PaXkIaH;



- TpHHATHE Mep Mo (akTaM HApYINEHWH M[OPSAIKA PacCMOTPEHHUA
oOpamieHnii TpaxkmaH, mpodmIakTHYeckas paboTa [0  MPeHOTBPALICHUIO
HAPYUICHHMIA.

21.1.04.05. Ananu3s pe3ynbratoB paGoTsl ¢ 0GPAIEHUSIMU IPAXKIAH:

- QHATU3 COJCPIKAHMUA MOCTYMAKOIMUX 00PAICHHHN IPaXIaH,

- IOATOTOBKA MH(OPMALMK U OTYETOB O paboTe ¢ OGPAIEHUAMH IPaskIaH,
0 COCTOSTHUH MCIIOJTHUTEIbCKOM JUCIMITIIMHBL,

21.1.04.06. IlpenocraBieHue CIPaBOYHO - Pa3bACHUTENBHOM MH(BOPMAIHH
rpaxkiaHam:

- pasMelleHHe M aKTyaausamus WHpopManuu Ha O(pHMIMAILHOM CcaiiTe,
MH(OPMAIMOHHBIX CTEH/IAX, JOCKAX OOBABICHUI,

-TIPEeI0CTaBJICHUE nH(pOpMaLHH rpaXkaaHam npu o01eHnn
110 Tenedony;

- KOHCYJIbTHPOBAHUE 3asBUTEIIECH, B TOM YHCIIE IO TeNe(OHY, JIEKTPOHHOM
TI0YTe, IIPH 3AIIMCH Ha IPUEM, B XOJI€ IIPOBEICHUS IPHEMA.

21.1.04.07. V4er u KOHTPOJIb IOPYYCHHUH MO PE3YABTATAM PACCMOTPEHHMA
oOpaleHuit rpakaaH:

- KOHTPOJIb W [OIOJIHMTEIIbHBIH KOHTPOIb IOPYYEHWHA [0 PE3yJbTaTaM
paccMOTpeHus 0OpaleHH rpaXkIaH;

- KOHTPOJIb PE3yIbTATOB UCIIOJHEHH NOPYUEHUH 1T0 00PAIEHHUAM IPaKIaH;

- YU€T MOPYUCHHH, IOCTAHOBKA M CHATHE IIOPYUYESHHU ¢ KOHTPOJIS.

21.1.05.01. Opranusanus paboTsI Co CiTy)KeOHBIMH JTOKyMEHTaMu. Benenue
ACTONPOU3BOACTBA ¥ JOKYMEHTOOOOPOTa, B TOM UYHCJIE 3JIEKTPOHHOIO
JIOKyMeHT0000pOoTa:

- pueM U 00paboTka JOKYMEHTOB;

- PErUcTpalWs JOKYMEHTOB B XypHaJlaX PErUCTpPaIlvy;

- KOMMUPOBAIbHO-MHOKUTENbHBIE PA0OTHI, CKAHUPOBAHHE JIOKYMEHTOB;

- (hopMHUpOBaHUE HOMEHKJIATYPHI JIEIT,

-hOpMHpOBAaHME W BEICHHE M€l B COOTBETCTBUM C YTBEP)KIACHHOM
HOMEHKJIaTyPOH;

- IIOArOTOBKA JOKYMEHTOB JUISl CZIAYH B apPXMB;

- YHHYTOKEHHUE IOKYMEHTOB;

- IIOArOTOBKA OTYETOB IIO BONPOCAM MAEIOMPOW3BOJACTBA, AHAIH3 PabOTHI
C IOKyMEHTaMHU,

- paspaboTka M BBINYCK KiIaccupuKaTopa MO JEJONPOU3BOACTBY,
MHCTPYKTUBHBIX IHCEM U TPEOOBAaHHUM 10 BHYTPEHHEMY AEIONPOU3BOICTBY;

- OTNpaBKa M MOJIY4YEHHE Telerpamm, TenedoHorpamyM, (PakCHMUIBHBIX
COOOIIEHHI;

- KOHTPOJIb 32 COOMIOACHUEM TIPABIII AEIOMPOU3BOICTBA.

24.1.01.01. Or6op, moaroToBka u mepenaya B yNOPAZOYEHHOM COCTOSHUH
ApXHBHBIX JOKYMEHTOB, HaXOJSIIUXCA B MYHHIHIIAIBHOM COOCTBEHHOCTH, IIO
HCTEYCHUH CPOKOB MX BPEMEHHOTO XDAHEHHUS, Ha XPaHCHHWE B MYHHIUIIAIbHBIN
apXuB B YaCTH:



- JIOKYMEHTOB IIOCTOSSHHOIO CpOKAa XpaHEHHWS, HaXOMAMMXCI B
MYHHULHUIIAIBHOM COOCTBEHHOCTH (JIOKYMEHTHI ApxuBHOro ¢onma Poccuiickoit
Deneparun);

24.1.01.09. OGecrieuenre  COXpPaHHOCTH, KOMIUIEKTOBAHUSA, Yy4YeTa H
HCII0JIb30BaHHUA TOKYMEHTOB, HAXOMAIMXCS B MYHUIMITAIBHOW COOCTBEHHOCTH, B
COOTBETCTBUU CO CPOKaMH, YCTAaHOBJIECHHBIMH 3aKOHOJATEIBCTBOM POCCHICKOM
®enepanyu B yacTu:

-IOKYMEHTOB, 00pa3oBaBIIMXCS B pe3yJbpTaTe NEATEEHOCTH
MYHHUIIUAITAIBHBIX YUPEXKICHUI,

3. [IpaBa

3.1. PaboTHUKM OT/IE/1a MMEIOT TIPABO:

- B3aUMOJIEHCTBOBATE 110 BONPOCAM, OTHOCAIIMMCS K KOMIETEHIIUH OTIENa,
C JpYyruMH  [OJAPa3JE/IEHHSIMU  OPraHW3ALMH, TOCYJAapPCTBEHHBIMH M
MYHHULMITATEHBIMHA OPraHaMH, a TaK)Ke APYTHMH OPraHU3aLUsAIMU,

-3anpanmuBaTh M IOJMYYaTh B YCTAHOBJICHHOM IOPAAKE HH(POPMALHIO,
CIPaBKH W Jpyrue HOKYMEHThI, HEOOXOJUMBIEC Ul MCIONHEHHs (DYyHKUUH H
OKa3aHHA YCIIyT, BO3JI0KEHHBIX Ha OT/IEI,

-OCYIIECTBJIATh MPEIBAPUTEILHOE PACCMOTPEHHE BOIPOCOB, BXOMAIIMX B
KOMIIETEHIMIO OTAENa, C IIPUBJIEYCHHEM CIIEIUATTUCTOB OPYTHX
3aMHTEPECOBAHHBIX CTPYKTYPHBIX MOAPA3NEICHHUNA YIPEIKICHHS;

-y4acTBOBaTh B pPAacCCMOTPEHMHM BONPOCOB W TPHHATHH PELICHHH,
3aTParuBarolX ACATEIBHOCTh OT/IENA,

-OpPraHU30BBIBATG M TPOBOJUTH B YCTAHOBJIEHHOM IIOPAAKE IPOBEPKH
MCTIOJTHEHUS BONPOCOB, OTHOCAIMXCA K cdepe MeSATeIPHOCTH CTPYKTYPHOTO
[OApa3aeJICHU,

-[IPECTABIATD OUPEKTOPY YYPEKACHHA NPEUIOKEHHUA I10 YIIYUYIIEHUIO
PaboThI CTPYKTYPHOTO HOAPA3AEICHHUS.

4. Opranuzanus AesITeabHOCTH

4.1. PykoBomuTeIeM OTAEIA SBIAETCS 3aMECTHTENH TUPEKTOPA II0
0e30MacHOCTH, HA3HAYACTCS HA JIOJDKHOCTE M 0CBOOOXKIAETCS OT AO/KHOCTH
IIPUKa30M IUPEKTOPA YUPEXKICHHS.

4.2. PykoBOmWTENb OTHENA HECET IEPCOHANBHYIO OTBETCTBEHHOCTH 32
HEBBINOJIHEHUE WM HEHAJUIEKAINEE BBINOJHEHHE O00S3aHHOCTEM 0 PYKOBOACTBY
TIOTYMHCHHBIM CTPYKTYPHBIM MOAPA3ICICHAHEM, a TakXXe 33 HEBBIIOTHEHUE
(Heokazanue) MO0 HEHa/UIEXKallee BHIMONHEHHE (OKA3aHHE) BO3IOKEHHBIX HA
CTPYKTYpPHO€ TOApasfelieHue 3aAad, (QYHKIMA © YCIYr, 3a COCTOSHHE
UCIIOJIHUTETBCKOW MUCIIUATUIAHEL;

4.3. CtpykTypa oTena;

CexpeTapb pykoBoauTes -1
Anmunnctparop — 8



JlesxypHBIit 10 CHOPTHBHOMY 3aiTy — 3
Pagnooneparop 3 paspsna -1

4.4. ITomHOMOYHS PYKOBOIUTES OTAEHA!

4.4.1. PykoBoauTenpb OTENA, OCYIUECTBIISAS CTPATErHUeCKoe MIAHHPOBAHHE
U OTNICPAaTUBHOC PYKOBOJACTBO AEATEIBHOCTHIO OTHEJIA, HAMEIAETCA B CBSI3U C 3TUM
HEOOXOAUMBIMH TOJTHOMOUMSIMH.

4.4.2. PykoBomuTens OTHENAa Ha OCHOBAaHWM JOBEPEHHOCTH, BBLIAHHOM
JUPEKTOPOM YUPEXKIACHHS, BIIPABE OCYLIECTBIIATh B Mpeaeaax CBOEH KOMIIETEHIIUN
BCE [ICUCTBHMA OT MMEHH BBEPEHHOTO €My CTPYKTYPHOTO IIOJpa3/ieicHHus,
IPE/CTABIIATh, OTCTAWBATh MHTEPECHl MOAPA3JEICHAS B PAMKaX IEUCTBYIOLIETO
3aKOHOJATEIbCTBA BO BCEX OPraHU3AIMAX, OPraHaX M yUPEIKICHHIX.

4.43. PykoBomurenp OTmena B NpeAeNaX CBOEH KOMIIETEHIIMH JaeT
yKa3aHUSA W NPUHUMAET DPEIIEHHUA, KacCarolIMecs PasHBIX CTOPOH NEATEIBHOCTH
II0Ipa3IeICHHSI.

44.4. PyxoBoauTens OTAENA 3aHMMAETCS BONPOCAMM  YIPABICHHUS
NEPCOHAIOM, NPUMEHAET K pPabOTHAKaM MeEphl MOOMPEHHsS U B3BICKAHUA B
COOTBETCTBHH C JICHCTBYIOIIMM TPYAOBBIM 3aKOHOJATEILCTBOM;

4.4.5. PykoBOauTENb OT/EIa OPTraHU3YET pacupeaeiaeHne yHKIMOHATBHBIX
0043aHHOCTEH MEXIY COTPYAHUKAMY I10APA3CTICHHU.

44.6. PyxoBomuTenb OTHeNAa  OCYINECTBISET B MOApa3AeJICHUH
HEOOXOJMMBIE MEPONPHATHA 10 (DMHAHCOBOM, S)KOHOMHUECKOH 6GE30IMacCHOCTH U
JUYHON 0E€30MacHOCTH COTPYAHHKOB;

447. B ciydae BpEMEHHOrO OTCYTCTBHMS DPYKOBOJHUTENS OTZENA,
00A3aHHOCTH HCITIOJTHAET 3aMECTHTENb IUPEKTOPA 10 7mﬁﬁcTBeHHoﬁ pabore.

/
7 /
PykoBourennb =1 /‘L«)
CTPYKTYPHOI'O NOAPA3ACICHUS W H. T1. ®ponenko
COT'JTACOBAHO:
IOpUCKOHCYNIBT
égﬁ% C. B. Kpyxwuiosa

« APy e 2017T.

Cne WICT 110 Kajpam
A /dﬂﬁ'b T. H. ITucapesa
« APy wcawee 2017T.




