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ClIo I'bY JJO CIIOP no BBC
«HeBckag BoJiHa»
1poToKoa Ne f oT /4. 09 +0d 3

MNOJIOXKEHHUE Ob OTAEJIE OBLIUX BOIMMPOCOB CAHKT-IIETEPEYI'CKOI'O
I'OCYJAPCTBEHHOI'O BIOJ)KETHOT' O YUYPEX/EHUS
JOMOJHUTEJBHOTO OBPA30BAHUS CIIOPTUBHOM IIKOJIBI
OJIMMITMHUCKOTI'O PE3EPBA 1O BOJJHbIM BUJIAM CITIOPTA
«HEBCKAS BOJIHA»

1. OBIIUE MMOJOXKEHUA

1.1. Otpen  o0wmmx BOHPOCOB (janee - OT/ACN) SABJISETCS  CTPYKTYPHBIM
nojpasjenenneM Cankr-llerepOyprekoro rocyaapcTBeHHOr0 OI0/PKETHOrO  yUPEKACH S
JOTOJIHUTENLHOIO 00pa30BaHus CHOPTUBHON MIKOJbI OJUMIIMACKOTO pe3epBa 10 BOJHBLIM
BUaM criopra «HeBckas BoHa» (naiee — Yupexaenue).

1.2. Hacrosmee [losokeHue sBasiercss HOPMATHBHBIM JIOKYMEHTOM  OT/eNa,
KOTOPBIi onpeesieT Opranu3alnio U mopsiok ero GyHKIHOHUPOBAHHS.

1.3. Otaen B cBoel desreibHOCTH pyKoBoacTBYeTes: Koncruryumeit Poceniickoii
®enepanyu, (enepanbHbIMM KOHCTUTYLIMOHHBIMM 3aKOHAMM, (DeaepaibHBIMU 3aKOHAMM,
3akoHamu  Canxr-IlerepOypra, MHBIMM HOPMAaTHBHBLIMH TPABOBLIMH akTamu CaHKT-
[lerepbypra, nocranosnenusmu u pacnopsbkeusmu 1'ybepuaropa Cankt-IletepOypra,
MOCTAHOBICHUAMH M pacnopsukenusimu  IlpasurensetBa  Cankr-IlerepOypra, Ycrasom
YupexaeHus, JOKaTbHBIMU aKTaMu Y Upes/IeHus, a Takke Hactoammm [looxkeHnem.

1.4. Oraen co3naercs M TUKBUANPYETCS IPUKA30M JAUPEKTOpa YUpeiKaeHus.

1.5. Oraen BosrinapisieT HayalbHUK, Ha3HAYaeMblil Ha JIOJUKHOCTH TIPHKA30M
JUpEKTOpa YupexKIeHUs.

1.6. CoTpysHMKH OT/ie/la Ha3HAYaloTCsl HA JIOJDKHOCTH M OCBOOOMKIAKOTCH OT
JOJKHOCTEH IIPUKA30M JIMPEKTOpA 110 MPEICTaBICHHIO HayaIbHUKA OT/IEa.

I.7. CtpykTypa ¥ wTar COTPYJAHMKOB OT/ella YTBEPKIAIOTCS JMPEKTOPOM
YupexieHusl.

1.8. PaborHukuM oT/€/1a OJUUHAIOTCS HAYANBHUKY OT/Ea, a TAKKE JTUPEKTOpPY
YUPEKICHHUS.

1.9. Pacnpejaenenne 3a1au Mex1y pabOTHUKAMU OT/Ie/Ia OCYIIECTRISAET HaYalbHUK
oTjena v IMpeKTop YupeK1eHusl.

2. 3AJJIAYYM U PYHKIHUHU OTAEJA

2.1. K 3agagam oTaena OTHOCHTCS aJIMMHHCTPATHBHO-XO3SHCTBEHHas pabora,
KajpoBast padorTa, BONPOCH OXpaHbl TpyJa, OpraHM3alusg JOKYMEHToo0opoTa B



YUpCeKICHUM, BeJCHME aBTOXO3dHcTBAa  YupemaeHus, HHOOPMAIHOHHO-TEXHUYECKAS
MOJUIEPHKKA ICATEIbHOCTH Y UPEIKIACHHUS.

2.2. B paMmkax BbIIOJHECHUS I[I0CTABJIEHHBIX 3a/1a4, OTICIOM BbIIOJIHSIKYTCS
cieayromuye GyHKIUU:

2.2.1. popmupoBaHue, BejeHue 6a3 JAHHBIX O KOJMYECTBEHHOM M KAYECTBEHHOM
COCTaBe KaJIpOB, MX Pa3BHUTHHU U JIBH)KEHHUHU;

2.2.2. opranusauusa paboThl MO TIPUEMY. IIEPEBOAY, YBOJBLHEHHIO PabOTHUKOB,
MPUBJICYCHHUIO K MAaTEPHAIBLHON W JAUCHHITMHAPHON OTBETCTBEHHOCTH, OGOPMIICHHIO
OTITYCKOB, CJIy2KEOHBIX KOMaHIHPOBOK;

2.2.3. paboTa Mo 03HAKOMJICHHIO PaDOTHUKOB € JIOKAIBHBIMU aKTaMH YUpesKICHHU
Mpy NIpEemMe Ha padoTy;

2.2.4. obecnieueHue YKOMIUIEKTOBaHMS Yupe:kaeHus pabOTHUKaMKH TpeOyeMbIX
npodeccnii, cnennaabHOCTEl N KBATH(QUKAIMK, BKIHOUAOMAS B ce0s NPUHATHE MEp 10
MOWCKY MOJXOAAIIMX KaHAWAATYP JUIS 3aMEllleHUs] BAKAHTHBIX JIOJDKHOCTENH;

2.2.5. MpoBelIEHHE ¢ PYKOBOAMTENSIMH  JIPYTHX — OTJCIOB  YUPEKICHHUS
aJaNTalHOHHBIX MEPOTIPUATHI ¢ HOBBIMU PabOTHUKAMH;

2.2.6. BeleHME KaAPOBOro yUyeTa v KaJpoBOro JCI0NPOU3BOICTBA;

2.2.7. obecricucHHE XpaHEHUs! KaJpOBOH JIOKYMEHTAIMH KaK ¢ MCIHOJIb30BAHUEM
CPEJICTB aBTOMATH3allMK, TAK U Ha OyMa)XHOM HOCHTEJIE;

2.2.8. NIpUHATHE MEp O HEJOIYIIEHHIO HECAHKIIMOHUPOBAHHOTO JIOCTYIIA TPEThHX
JIMIL K IOKYMEHTaM, CO/ICpKalUM IIepCOHaIbHbIe JaHHbIe PAOOTHUKOB;

2.2.9. noaroToBKa HEOOXOJMMBIX JIOKYMEHTOB JUIsl MOOIIPEHHsS, HArpaykJcHus
pabOTHUKOB;

2.2.10. BbLIaYa cOPaBOK O TPYJOBOM JAEATEIBHOCTH PabOTHUKOB, XapaKTEePUCTUK
pabOTHUKAM, HHBIX JOKYMEHTOB, CBA3aHHBLIX ¢ TPY/I0BOI ACATCIBHOCTBIO pabOTHUKOB;

2.2.11. oprammsauus paboTbl 110 Pa3sBUTHIO KaJIPOB YUYPEKICHUS, OOYYEHHIO M
HOBBILIEHUIO KBAJIMDUKAIIMH KaJPOB, a TaKKe B OLEHKE 3P QeKTHBHOCTH 0OyUueHns;

2.2.12. opraHusauusl 1poBe/IeHUs aTTECTAIMM PAOOTHUKOB B paMKaX KOMIETCHIIHH
Yupexaenua, MeTouueckoe, HHPOPMAMOHHOE W JIOKYMCHTAIlMOHHOE olecneueHue
poLecca [poBeAeHUs aTTeCTaIliU;

2.2.13. cocraBjieHue, BEJICHME M TNPEJOCTABICHUE B KOMIICTECHTHBIC OpPraHbl
YCTAHOBICHHOW OTYETHOCTH:

2.2.14. Benenue TtabelbHOIO yweTa, TapU(PUKAIMOHHOTO y4eTa, KOHTPOJIL 3a
rpamKoM OTIyCKOB;

2.2.15. BejeHHe TPY/OBLIX KHIKEK pabOTHHUKOB, MPEAOCTABJIEHUE CBEJICHUI O
TPY/I0BOH JEATEILHOCTH PA0OTHUKOB B YCTaHOBICHHOH dopMe:;

2.2.16.  ywacTme B TpPOBEJCHHUM B OTHOIICHUHM YUPEKIACHHS KOHTPOIbHLIX
MEPOIPUATHI;

2.2.17. paspaboTKa MNpe/UIOKEHHH TI0 YKPEIUICHHIO TPYAOBOM JMCIMILIMHEI,
MHUHUMM3ALUU 1TOTEPD pabovyero BpeMeHu;

2.2.18. moAroTroBKa OTHOCSIIMXCH K JCITEILHOCTH OT/IeNa JIOKYMEHTOB K ¢Jlaue Ha
XpaHeHHE B apXUB;

2.2.19. npoBeeHHE KOHCYJIbTaLMI 110 O0IIENPABOBBIM BOIIPOCAM, BO3HHKAIOIUM B
JEATEILHOCTH Y UpesK/IeHusI;

2.2.20. noAroToBKa JOKYMEHTOB JUISI H3MEHEHHS YCTABHBIX JIOKYMEHTOB
YupexaeHus;

2.2.21. nojAroroBKa NPOEKTOB JOKAILHBIX AaKTOB YUpekK/eHHs, MPHUKA30B I10
Yupexaenuio, OTHOCAIIMXCS K JAESTEINLHOCTH OT/IeIIa, TIPaBOBas MOMOIb APYIHM OT/AeIaM
YupexieHus B IOJr0TOBKE MPOEKTOB JIOKAJIbHBIX aKTOB;



2.2.22. pabora 10 3aKIIOYEHUIO (ITPOJOHTHPOBAHHOIO) AOTOBOPOB, HOCSINKMX
0e3BO3ME3/IHBIH  XapaKTep, BHECEHWE B HHUX COOTBETCTBYIONIMX W3MCHCHHI, VdeT M
XpaHEHHE TaKuX JIOTOBOPOB, B Cllyd4ae HEOOXOAMMOCTH OdOpMIIeHUE TPOTOKOIA
Pa3HOTTIACHI MM BeAeHUE [IPETEH3MOHHON PadOTHI;

2.2.23. NOKyMEHTaLMOHHOEe OQOpMIIEHHE BHECEHWS M BBIHECCHMS HMYILECTBA,
NpUHAIEKALIETO YUpeKIeHTIO;

2.2.24. Benenue paboThl MO0 MHOOPMAIMOHHOMY IPOCBEIIEHHIO PabOTHHKOB MO
0OIIETPaBOBBIM BOIIPOCAM;

2.2.25. moAroToBKa IMPOEKTOB JOBEPEHHOCTEH OT HMEHH YUpexkKIeHHWS, Yyder
BbIJIAHHBIX JOBEPEHHOCTEH;

2.2.26. oDecrnieueHHe CBOEBPEMEHHOTO PAaCCMOTPCHHUS BXOASAIIEH, HUCXOJALIe H
BHYTpEHHEH JOKYMEHTAIHH;

2.2.27. OCYyWIECTBIIEHHE CUCTEMATHUECKOTO KOHTPOJIS 34 CBOEBPEMEHHBIM
MCIIOJIHEHUEM JIOKYMEHTOR;

2.2.28. ocCylIeCTBICHUE [IpUEMa, PETUCTpPAIMM, XPAHCHHUS, yueTa M JIOCTABKH
(nepechlIKK) oCTynatoel Koppecnon1eHITHH;

2.2.29. opranuszauust paboTbl 110 NPUEMY TPaKJAaH PYKOBOJUTENEM YupekeHusl,
€0 3aMECTUTEIISIMH;

2.2.30. noAroToBKa 0TBETOB Ha 0OpallleHHs FPak/IaH;

2.231. npoBejcHHME OLEHKM [PEJOCTABISEMBIX HA [OJIHCH JUPEKTOPa
JOKYMEHTOB, BO3BpallleHHe UX Ha J0paboTKy B cliyyae HeOOX0MMOCTH;

2.2.32. paspaboTka MepONpUATHI 1O YKPEIJICHHIO IUCHMILIMHLL B 00JIacTH
oopmileHHs JJOKYMEHTOB, BO3HUKAIOLIHUX B [IPOLIECCE ACATELHOCTH YUpEiKICHU;

2.2.33. opranusanms B3auMoJIeHCTBUS ¢ YupeuTeaeM 1o BoIpocam AesTelbHOCTH
YupexkieHns, B paMKax BBIIIOJHEHUsI OTIEJIOM CBOMX QYHKI[HI;

2.2.34. BejieHre BOMHCKOTO Y4yeTa M ocyulecTBiIeHHe paboThl M0 OPOHHPOBAHMIO
rpas/iad, ¢/1laua HeoOX0AUMON OTYETHOCTH;

2.2.35. pyieM, yUET, XpaHEHUE JOKYMEHTAIMH ¢ TPH(OM OTPaHHUICHHOIO JOCTYIIA;

2.2.36. opranmsanms paboTbl 110 OXpaHe Tpyja M OOecreueHHe KOHTpOJs 3a
BBIIIOJIHCHUEM ~ MEPONPUITHH, HANpaBICHHBIX HA CHWXKEHME M HPeyNpekIeHHE
MPOU3BOJICTBCHHOI'O TpaBMaTu3Ma 1 3a00J1eBaeMOCTH;

2.2.37. npoBeJicHUE CrCIMAIbHON OLEHKH YCIOBUI Tpy/1a M MPHUHATHE KOMILIEKCa
Mep 110 pe3ysibTaTaM TakoH OICHKH (B c/lydyae HEOOXOUMOCTH);

2.2.38. opranuzanus NpoBeICHUs HHCTPYKTAKEH;

2.2.39. nudpopMalMOHHO-TEXHUUECKOE 00CTyKMBaHUE 0a3 JaHHBIX, MPOTPAMMHBIX
IIPO/IYKTOB B paMKaxX KOMIETEHIIUH Y upesKIeHuUsI;

2.2.40. IIPOBEJICHNE MEPOIIPUATHIA 1o YCHJIEHUIO 3alIUIIEHHOCTH
MH(MOPMAIMOHHBIX CUCTEM;

2.2.41. TexHumueckas IIOMOLIb [PU OpraHu3aluu  (HU3KYJIBTYPHO-CIOPTHBHBIX
MEPOIIPUITHIA;

2.2.42. Texnudeckas OMOLLb B BEJICHUH 0(UITHAILHOTO caiita Yupek/eHus;

2.2.43. yyactue B paboTe Mo NOJAKIOYEHUIO YUpexjJeHus K HHGOPMAIMOHHBIM
CUCTEMAM, B TOM YHCJIE CHCTEMaM ICKTPOHHOTO JIOKYMEHTO000poTa;

2.2.44. opranmsauus paboyero MpocTpaHCTBa, coO3jaHue U oOecreueHue
ONTUMAJIbHBIX YCIIOBHI BBIMOJHEHU TPYAOBLIX GyHKUMH paboTHUKAMU Y UupeiKIeHUs;

2.2.45. opranusauuss M KOHTPOJIb MaTepPUAILHO-TEXHHYECKOr0 o0ecrneyeHms
JIeATeIbHOCTH PA0OTHUKOB Y UpeskICHUS;

2.2.46. opranmsanus npolecca BbIa4l MaTePHAIBLHBIX 3aMacoB YUpeikICHHS;



2.2.47. opranusauus HaJUIEKAIIETO CKIA/ICKOTO XpaHCHMs MaTepuasibHbIX 3alacoB
YupexaeHus;

2.2.48. panmonanbHOEC KUCII0JIb30BAHUE ABTOTPAHCIOPTHBIX CPEACTB YUPCIKIACHMS,
KOHTPOJIb 3a UX COCTOSHHEM;

2.2.49. odopmieHue TpaHCTIOPTHON TOKYMEHTAITHH;

2.2.50. mpogenenue padorel B obaactu 'O u UYC B pamkax KOMIETEHLHU
Yupexjienus;

2.2.51. crnucanue, BblJla4a, XpaHEHHE, MOHHUTOPUHI, KOHTPOJIb TEXHHYECKOI
MCIIPaBHOCTH 000PYI0BaHUs U CBOEBPEMEHHAs 110/1a4a 3a9BOK Ha PEMOHT U 00CIYKHBaHUE
o0opy/10BaHus;

2.2.52. npueM MOCTYNMBIIMX 3aKyIUICHHBIX TOBApOB, KOHTPOJbL IOJHOTHI
JIOKYMEHTallMU K OTTPYKaeMOMy TOBapy;

2.2.53. BejieHUe, XpaHEHHWE, KOHTPOJIb KapToueK (BeJOMOCTeH) 1O BBLIAHHOMY
MHBEHTapIO, YKUIIUPOBKE U 000PY10BAHUIO;

2.2.54. CBOEBPEMCHHOE COCTABJIEHUE TEXHUUCCKUX 3aJlaHMii JUIS  [1POBEJECHMUS
3aKYTIOK JUI HYK/1 YUpeK/IeHUs B paMKaxX KOMIIETEHLIMH OT/IelIa;

2.2.55. cornacosanue, pa3paboTka MapUIpyTORB ClICJ0BaHUS 00YUAIOIIMXCS € LENbIO
y4aCcTHs B TPCHHPOBOYHBIX  MEPOIPHUATHSAX W CIOPTUBHBIX  COPCBHOBAHUSIX,
[PEJIOCTABICHUE OTYETHOCTH;

2.3. Vkazauuele (QYHKUMM BBIIOJHAIOTCS pabOTHUKAMU OTJeda B paMKax
JOJDKHOCTHBIX MHCTPYKUMI, MCIIOJIHEHHS TPY/I0BBIX JOIOBOPOB, a TAKKE [0 NOPYUEHUIO
JUPEKTOpA.

3. IPABA U OBA3AHHOCTH OTAEJIA

3.1. PaGoTHHKH OT/Ie/1a YUpeKIeHUSI HMEIOT TTPaBo:

—  3anpamuBarthk M 110JydaTh OT HOApa3je/ieHuit YUpek/JCHUS JTOKYMCHTbI M
uHpopmaLmio, HeOOX0IMMBIC UTS BHITOJHCHUS BO3JI0KEHHBIX Ha OTJIe] 3a/1a4.

—  Buocutn pykoBoauTento YupexkIeHMs [PeIJI0KEHUsT 110 BOINPOCAM CBOCH
JESITEJILHOCTH.

—  OcylecTBisaTh B3aUMOJICHCTBHE €O CTPYKTYPHBIMH TOJPA3JACICHUIMI B
npezesax CBOeH KOMIIETeHIIHH.

3.2. Pabornuku otaena o00si3aHbl BBIIOJIHATH TMOCTABJICHHBIC TEPET OTAEIOM
33184, a TaKKe JIOJDKHOCTHBIE OO0S3aHHOCTH, 3aKpeIUIeHHbIE B TPYJAOBOM JIOTOBOpE,
JIOJKHOCTHOM MHCTPYKIIMH.

3.3. o pewmenuto aupekropa YupexaeHus, pabOTHUKH OT/Ie/Ia BIPABE BXOAMTH B
COCTaB KOMHUCCHH, HopMHpPYEMBIX YUpeiKJeHUeM JUIs BBIIOJIHEHUS MOCTABICHHBIX TEpe]l
YupeskieHueM 3ajiau, eciiid OTBEYal0T TPeOOBAHUIM, MPEABABISEMBIM K UJIeHAM KOMHCCHIA.

4. OTBETCTBEHHOCTb PABOTHHUKOB OTAEJIA

4.1. PaboTtHuku OTAEJa HECYT OTBETCTBEHHOCTh 3a HECBOCBPEMEHHOE M
HEKAauYeCTBEHHOE BBITIOJHCHUE BO3JIOKEHHBIX Ha OT/Ie]l 3a/1a4.

4.2. PaboTHMKM OTJeNa HECYT NEPCOHAIBHYK) OTBETCTBEHHOCTh B Ipejeiax
JIOJZKHOCTHBIX 00513aHHOCTEH, OIpe/IeIeHHbIX TPYIOBBIM JIOTOBOPOM.

4.3. Pabornuku oraena MOryT ObITb IHPHUBICUEHBI K JIMCHUIUIMHAPHOMM,
MaTepuaabHON, aIMUHHUCTPATUBHON, YrOJOBHONH OTBETCTBEHHOCTH B CIIy4ae W B MOPSJIKE,
[PELyCMOTPEHHBIX 3aKOHOAATEILCTBOM.



