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ITIOJIOJKEHHUE

06 otaene uHpOPMAIIMOHHBIX TEXHOJIOTMI, KOMIUIEKCHOTO aHAaJIM3a,
nporuosupoBauusa u Mmoauutopunra TOI'bOY 10 «llenTp pasBurus
TBOpPYECTBA JeTel ¥ IOHOIIIeCTBa»

1. OBULIME ITOJIOXKEHUSA

1.1. Ortmen wuHGOPMALMOHHBIX TEXHOJIOTMII KOMIUIEKCHOTO aHaJIn3a,
MIPOTHO3MPOBaHMSI ¥ MOHUTOpMHTA (masee — OTmen), SIBASSICh CTPYKTYPHBIM
nogpasgenenuem TOI'BOY OO «llenTtp pa3sBuTus TBOpYECTBA [eTeN U
IoHolllecTBa» (masee - lLleHTp), cosmaeTcsl, peopraHM3yeTcs] U JUKBUAMPYETCS
npukasom aupekrtopa LleHTpa.

1.2. Tlonosxkenne 06 OTaesie u MITaTHAS YMCIEHHOCTb COTPYaHMKOB OTHesra
yTBepXKaaloTcs aupektopom LleHTpa.

1.3. B cBoeit pesarenmpbHoCcTM OTmen pykoBoacTtByercs: KoHcTuTyImMen
Poccuiickon Denmepariyi, HOpMaTMBHO-TIPABOBbIMM JTOKYMeHTaMM (elepasbHOro,
PErMOHAIBHOTO YPOBHEN, PeryJupyrolIMMy BOMpPoCchkl B cdepe obOpasoBaHms, a
PaBHO TPaXTAHCKUM, TPYAOBBIM 3aKOHOJIATEIbCTBOM; METOAUYECKUMU U
MHCTPYKTUBHBIMM MaTepuajiaMmi, HOPMATMBHOM ITOKYMEHTAIlMel IO IMPOGUIIIO
paboThI, a TaKKe Y CTaBOM, JIOKAJIbHBIMM aKTaMy 0Opa30BaTe/IbHOM OpraHu3allum,
MpaBUjaaMy TeXHMUKM Oe30IMacHOCTM Ha pabodyeM MecTe, MPOTUBOIIOKAPHONM
6e30MmacHOCTH, MPaBMUIaMM ¥ HOPMaMM OXpaHbl TpyAa M HacTosimM [looskeHneM.

2. IEJIb 1 3AJAYU OTAEJIA

2.1 llenbio pesarenbHocT OTaena SIBJSETCS peanusalusl CTpaTeruu
MHbopMaTU3alyy U obecrieueHus] yCTOMUMBOrO (YHKIMOHMPOBAHUS M Pa3BUTHS
MHGOPMALMOHHON  MHGPACTPYKTYPhbl  VUPEKIEeHMsI, oObecrieueHue  3alluThbl
TePCOHAJIbHBIX TAHHBIX, TeXHMUUYECKas IMOAJepykKa MepONpusiTuii, obecreueHue
KOMIUIEKCHOM IIOAJEPKKM IPOBENEHUSI AHAMTUUECKUMX U MOHUTOPUHIOBBIX
uccienoBanum Llenrpa.

2.2 OcHoBHble 3amaun OTAesa Mo HanpaB/ieHMI0 MHDOpMaTHU3aLNA:



BHeJIpeHle U COMPOBOsKIeHMEe MPOrpaMMHOTI0 0becIieueHus;

yueT CYIIeCTBYIOIIMX JIMIEH3MII Ha IporpaMMHOe obecredeHue,
dopmupoBaHue TpeOOBaHMII Ha IPUOOpEeTeHMe HOBOI'O  IPOrpaMMHOIO
obecneueHus;

MU3yuyeHue, BHEOpPEHME, COIMNPOBOKIEHME HOBBIX  MH(POPMAIMOHHBIX
TE€XHOJIOTUIA;

IIPOEKTUPOBaHMEe, CO3OaHMe, OOC/HYKMBAaHME ¥  aJMMUHUCTPUPOBAHME
KopriopatuBHoi ceTtu LleHTpa, CTPYKTYpMpOBAHHbIX KaOeJIbHbIX CeTei,
OeCIpOBOJIHBIX CeTel, JIOKAJIbHbIX BBIYMCIMTENIbHBIX CeTeMl CTPYKTYPHBIX
nogpasnaenenuii Llentpa;

pa3spaboTKa ¥ BHeOpeHMue CTaHIapTOB, perJlaMeHTOB, MHCTPYKLIMA IO
MCIIOJIb30BAaHMIO  MH(MOPMAIIMOHHOM  CEeTM, BBIUMCIUTEJbHON TEXHUKU U
IIPOrpaMMHOTr0 O0eCIeueHus;

comnpoBokaeHne cantoB LleHTpa;

yuyacTue B OpraHmusaluy ¥ IpoBemeHuM oOpa3oBaTeJIbHOIO IIpoliecca B
o6J1acTy MHGOpPMATU3ALINY;

opraHmsanys paboT IO [AMarHOCTMKEe, TEeXHUUYEeCKOMY OOCTYKMBaHMIO,
PEMOHTY KOMITbIOTEPHOM TEXHUKI;

sadpdexTUBHASA oaAepsKKa noapasgenennin Llenrpa;

pa3BUTHE HAIIPABJIEHMI IeSITeIbHOCTY, BXOIAIIMX B KoMmmeTeHImio OTtaena;

COIMIPOBOXKAEHME aBTOMATU3UPOBAHHbIX MHPOPMAaIIMOHHbBIX cucTeM LleHTpa;

opraHusaiys MepOIpPUSITUNA MO 3aIlUTe IePCOHATbHbBIX JTaHHbIX;

KOHTPOJIb 3@ MCIIOJIHEHMEM HOPMATMBHBIX JTOKYMEHTOB B 00JaCcTu
MHGOPMALMOHHBIX TEXHOJIOTUM U 3aIUThl MHQOpPMaLN;

TeXHMYECKOe COMPOBOXKAeHMe Mmeponpustuii LleHTpa;

MeToguMuecKast  IOAJepsKKa  aHAJIUTUYECKUMX U MOHUTOPUHTOBBIX
uccienoBannit LleHTpa.

2.3 Ilo mnopyuenuto pupektopa llentpa OTmen MOXKeT 3aHMMATbCS
pellieHMeM MHbBIX 3ajad, IJIS peajusalyyi KOTOPbIX HEeOOXOOVMO HIpMMeEHEeHMe
3HaHMI, HABBIKOB ¥ OIbITa paboTHNKOB OTHesa.

3. HAITPABJIEHUA JEATEJIDHOCTU OTAEJIA
3.1 IIpuobpereHue anmmapaTHOIO M IIPOIPAMMHOIO OOeCIIeUeHMs:
3.1.1 dopmupoBanme crenmdmKaimuii Ha IpModpeTeHNe:
aKTMBHOTO CETEBOI'0 0O0PYAOBaHMS;
CepBepOB;
CpenCTB pe3epBHOIO KOMMPOBAHMS ¥ BOCCTAHOBJIEHUST JaHHbBIX;
CpenCTB 3allUThl MHGOPMAaLH;
CpenCTB KOHTPOJISI U YIIPaBJIeHNsI CeTeBOM MHPPaCTPYyKTYpOi;



CpeICTB CBSI3U;

nepudepunHOro 000pya0BaHMS;

BBIUMCJINTEIbHOM TEXHUKY Y KOMILJIEKTYIOIINX;

IIPOrPaMMHOTO 0OecCITeueHusI;

YCTPOMCTB HevYaTy ¥ OpMUCHOM TEXHUKM, PACXOTHBIX MaTEPUAJIOB U 3aIIaCHbIX
YyacTel K HUM;

MHOTO aIlllapaTHOrO ¥ IIPOrpaMMHOIO ObOecreuyeHusi, B COOTBETCTBUM C
norpebHOCcTsIMM LleHTpa.

3.1.2 Koopamuaiuss paboT C MOCTaBIIMKAMM U ITPOU3BOIUTEISIMU
BBIUMCIUTEILHON ¥ OMCHOM TEXHUKM IO BOIIPOCAM rapaHTUITHOT'O OOCTY KMBaHMST
" PEMOHTA.

3.1.3 OtcnexuBaHue MeprOIOB TEXHMUYECKON MOIIepsKKM, opMMUpOBaHMe
MIPOEKTOB ¥ IUIAHOB HPMOOpETEeHMS U MPOMJIEHUS YCIYT II0 COIPOBOSKIEHUIO
MIPOrpaMMHOr0 O0OecIeueHus.

3.1.4 KoopauHauys paboOT C TOAPSAOAYMKAMM ¥ CYOIOApSAUMKAMM —
MIPOM3BOIUTEISIMU IIPOrPAMMHOTO OOecIeveHus.

3.1.5 Amnanus nortpebHOCTeN nonpasgeennii lleHTpa B IONOJHUTEIBHBIX
CpelCTBaX BbIUMCIUTEIBHOM TEXHUKM ¥ 00pabOTKM MHOpMAaLIN.

3.1.6 CoBMeCTHO C PyKOBOOUTESIMM TIOJpasae/IeHni, onpeae/ieHne 3amady,
TTOJIJIEXKAIINX aBTOMAaTU3aINNA.

3.2 Pa3paboTka 1 COMpOBOXKIEHME CUCTEM CBSI3U, TEJIEKOMMYHMKAIINIA:

3.2.1. Obecrieuenne paboTOCIIOCOOHOCTH " 6ecriepeboITHOTO
(OYHKIIMOHMPOBAHMS amIapaTHOM M IPOrpaMMHONM COCTAaBJISIIOILEN CEepPBEPHOTO,
KOMMYTAILIMOHHOTO, CETEBOTO ITepudepuMHOTro 060pyI0BaHMs, KAOeIbHOM CUCTEMBbI
JIBC.

3.2.2 Jlokanmmuzauusi ycTpaHeHMsI cboeB M HeucrpaBHocTeln B pabote JIBC,
6a3 JaHHbIX, OOIIECUCTEMHOIO IIPOrPaMMHOTIO OOecIeueHmsI, BAUSIOILINMX Ha padoTy
BCEel CeTH.

3.2.3 ObGecrneuenne TmpuemMa U Iepemayr MHGOpPMaIUM IO KaHaJaM
TEJIEKOMMYHMKALMOHHOM CBSI3YM, pasrpaHMYEeHMe M KOHTPOJIb IPaB AOCTYyIIA K
IMCcKaM, KaTajoram, 6asam JaHHBIX KOJUIEKTMBHOTO MOJIb30BaHMSI.

3.2.4 OOGecrieueHne BO3MOKHOCTM OCYILIECTBJIEHMSI IOApPa3IeIeHUsIMI
LleHTpa CaMOCTOSITEJIbHOM OTIIPABKM M MOJTyYeHUSI MHOOPMALIMHA TI0 3JIEKTPOHHBIM
KaHaJlaM CBsI3M, a TakKke TpedoCTaB/JieHMe [OCTylla K TJIOOAJbHBIM
MHOPMAaIIMOHHBIM pPecypcaM.

3.2.5 Hsyuenmue, BHempeHMe, OSKCILIyaTallyss HOBBIX MHGOPMAILMOHHbBIX
TEXHOJIOT .

3.2.6 IlpoBeneHne MmoHTaskHBIX pabot JIBC.



3.3 HudbopmaTusauys U CONPOBOKIEHME aNllapaTHOTO U IPOrpaMMHOIO
obecrnieueHms:

3.3.1 VcraHoBKa, HacCTpoWKa, TEXHMUECKOE  COIPOBOXIEHUE U
06CTyKMBaHME:

aKTMBHOTO CETeBOro 000pPYAOBaHMS;

CepBepOB;

CpenCTB pe3epBHOIO KOMMPOBAHMS ¥ BOCCTAaHOBJIEHUST JaHHbIX;

CpeCTB 3allUThl MHGOpPMAaLH;

CpeJiCTB KOHTPOJIS U YIIpaBJIeHNsI CeTeBOM MHPPACTPYKTYPOI;

Cpe[iCTB CBSI3U;

nepudepunHOro 000pyI0OBaHMS;

BBIUMCJINTETbHOM TEXHUKY Y KOMILJIEKTYIOIINX;

IIPOrPpaMMHOTr0 00eCIIeueHNs];

YCTPOMCTB ITevaT ¥ OQUCHON TEXHUKH;

MHOTO aIlliapaTHOrO ¥ IPOrpaMMHOTO oOOecredyeHusi, B COOTBETCTBUU C
norpebHocTsIMU LleHTpa;

3.3.2 Ilpuem oT paspaboTumKa M TeCTHMPOBaHME KOMILIEKCA IIPOrpamMm,
ToJIJieskalnx BHeapeHnto B LleHTpe.

3.3.3 IloaroroBka HOBOV TEXHMKM K BBOJY B 9KCIUTyaTallAIoO.

3.3.4 TlogkmoueHue ¥ HACTPOMKA TEXHMKM Ha paboumMx MecTax
cotpynHukoB LleHTpa.

3.3.5 IlpoBepmeHme MepOIPUSATHIL [TO AHTUBUPYCHO 3aIUTE ¥ ONTUMMU3ALUN
pabOTHI MMPOrpPaMMHOTO OOeCIIeueHusl.

3.3.6 OObecrieueHne KOHTPOJIS 3a ITPOBeIeHEM TPOMWIAKTUUECKUX PAaObOT B
06bemMe, MpeTyCMOTPEHHOM TEXHUUYECKMMU yCJIoBUsIMM Ha APM.

3.3.7 ObecrieueHne KOHTPOJIS 3a MpaBUJIbHOM SKcIuTyaTamyein APM.

3.3.8 ObecmneueHne aHa/M3a CAy4yaeB OTKas3a, HEMpPaBMJIbHON paboTtel APM
IJIST TIPeIOTBPAIeHNs MX TTOBTOPEHMSI.

3.3.9 [luarHoCcTMKa M YCTpaHEHMe HEUCIIPAaBHOCTENM BBIUMCIUTEIbHOM WU
o(1CHOV TeXHUKN.

3.4 Tloppmepskka IMOJIb30BaTEJIEN:

3.4.1 OcyuiecTBiaeHne TeXHMUYECKMX KOHCYJIbTALMA MO pPaboTe TEXHUKU U
MpOrpaMMHOTO obecrieueHus: corpygHmnkam LleHTpa.

3.4.2 VNunbopmupoBanue coTpyaHukoB LleHTpa O BHeApeHUM HOBBIX
MIPOrPaMMHbIX U alIapaTHBIX MPOIYKTOB.

3.4.3. Opraumusaimsi KOMIIbIOTEpPHOTO, MHGOPMALIMOHHOTO WM  MHOTO
HeoOXO0AMMOro obecrieueHms: COBelllaHm, BUIeOKOHbepeHIMit, CeJIEKTOPOB M MHBIX
MepOTPUSITHIL, TPOBOAMMBIX LleHTpoMm.



3.4.4 Buecenme gupektopy lleHTpa mnpepjiokeHud O TIPUBJIEYEHUM, B
COOTBETCTBUM C JEUCTBYIOIIMM 3aKOHOHATEJIbCTBOM, K IUCHUILIMHAPHOMU
OTBETCTBEHHOCTU AOJDKHOCTHBIX JIMIL 32 HApyIlleHusI, TOMYIeHHbIe MMU B paboTe.

3.5 Ilo BompocaMm pyKOBOISIIMX JOKYMEHTOB:

3.5.1 PaspaboTrka ¥ BHeIpeHMe MHCTPYKIMI, PerjaMeHTOB M CTaHIapTOB
MCIIOIb30BaHMSI IIPOrPaMMHOIO U aIlllapaTHOrO 0OecIeueHus.

3.5.2 Paspaborka (COBMECTHO C COOTBETCTBYIOIIMMM IIOApa3e/eHUsIMU
OpraHm3aluy) MepOIPUSITUI IO COBEPIIEHCTBOBAHMIO (P)OPM M METOIOB PabOThI C
MHGOPMaILMOHHBIMM pecypcaMu.

3.5.3 PaspaboTka, BHeApeHMEe ¥ OpraHusalyus KOHTPOJIS MCIIOJTHEHMS
PYKOBOISIIVX JOKYMEHTOB 10 0becriedyeHnI0 MHPOPMAaIMOHHOM 6e30ITacHOCTM.

3.5.4. Pasrpannuenne IOCTYyIIa II0JIb30BaTeJIeN K CeTeBbIM
MHGOPMAaLIMOHHBIM pecypcaM, 6a3amM JaHHbBIX, epudepuitHoMy 000pYIOBaHMIO B
COOTBETCTBUM C YCTAaHOBJIEHHBIM PErjIaMeHTOM.

3.6 [enonpousBOICTBO:

3.6.1 BepeHme yuyera CYIIECTBYIOIIMX JIMIIEH3UIM HaA IPOrpaMMHOE
obecneueHue MOJIb30BaTeeN;

3.6.2. IlogroroBka IPOEKTOB OOKYMEHTOB IIO BOIIpOCaM, BXOISIIMM B
KomreteHiio OTaena, OTBETHI HA MMUChbMa U 3aIIPOChI TOCYAAPCTBEHHBIX OPraHoOB,
TIPEIIPUSITUIN, YUPEKIEeHUI, OpraHm3alnii U rpaskaaH.

3.6.3. OcymiecTtBienne, B paMKax CBOeM KOMIIETEHIIUM, BeIeHUS
IeJIONPOU3BOACTBA, GOPMMUPOBAHMS Y OTIIPABJIEHMS/TIOTYYEHMSI KOPPECIIOHIeHIINA
" Ipyrou uH@opmMaLyu Mo 37eKTPOHHBIM KaHalaM CBSI3M.

3.6.4 OcyiiecTBiaeHne OpraHusaluy BedeHMs HOPMAaTMBHO-CIIPABOYHON
mHbopMalum, oTHoOcsIIencs K ¢pyHkumusiM OTtaena.

3.6.5 OcyiiecTBiieHne B COOTBETCTBUM C 3aKOHOAATEILCTBOM Poccuiickoin
®denepanyy pabOThHI MO KOMILJIEKTOBAHUIO, XPAHEHUIO, YUETY M MCIIOIb30BaHUIO
apXMBHBIX JOKYMEHTOB, 00pa30BaBIIMXCS B Xoe aesiteabHocTy OTHena.

3.6.6 IlogroroBka MH(MOPMALMOHHBIX M MHBIX MaTepMaJioB IO BOIIPOCAM,
OTHOCSIIIMMCS K KomneteHuyn Llentpa n Otpena.

3.7 Texumuueckass mnoanepkka G(YHKUMOHUPOBAHMUSI WHGOPMAIMOHHbBIX
CUCTEM:

3.7.1 TIporpaMMHOr0O HaBMUraTOpa CUCTEMbI JOMOJHUTEIHLHOTO 00pa30BaHMs
nereit TamOoOBCKOM 06/1aCTH:

3.7.2 cuctemMbl VIIpaBJIeHMS MEpPONPUSITUSIMM UM yueTa JOCTUKEHU
00YyyYaIoIINXCS;

3.7.3 caura TOI'BOY 1O «llenTp pasBuTUsI TBOpPUYECTBA [E€TEN U
IOHOIIIeCTBAY;



3.7.4 mnoprama «JlomomHuTeabHOE oOOpasoBaHMe nerern TamMOOBCKOM
o0J1acTu»;

3.8 KommiekcHoe obcmyskuBanue cantos LleHTpa:

3.8.1 apmuuuctpupoBane WEB-cepBuca u CMS caiura.

3.8.2 Pasmemienve Ha  canTe  MHGOPMALMOHHBIX  MaTepuaJioOB,
nmoOaBJieHne/ymajeHne pas3aesioB Ha canTe.

3.8.3 IlpaBka BepCTKM CTpaHMI] CaiTa, JOpabOTKa 3J€MEHTOB AM3aiiHA Ha
caiiTe, MCIIpaBJIEHNE BU3YaIbHBIX OIIMOOK.

4, ITIPABA OTAEJIA

4.1 B ycTaHOBJIEGHHOM IIOpSIIKE IIOJIyYaTh MOCTYI K MHGOPMAIMOHHBIM
pecypcam LlenTpa.

4.2 BHocuth pykoBoacTBY lleHTpa TipemJioskeHMSI IO BOIMpPOCaM,
oTHOCSIIMMCS K KomreteHinn OTaerna.

4.3  3ampallMBaTh ¥ MOyYaTh B YCTAHOBJIEHHOM IOPSIIKE OT CTPYKTYPHbBIX
noapasaenenuin LleHTpa JOKYMEHTbI M MaTepuasibl, HeOOXOIMMbIE MIJISI PelleHus
3a7a4, BO3JIOsKeHHbIX Ha OTmen.

4.4 TIpuBnekaTb B YCTAaHOBJIEHHOM MOPSIIKE CIELMATUCTOB CTPYKTYPHbBIX
nogpasnenenuii lleHTpa K IIOATOTOBKE IIPOEKTOB [TOKYMEHTOB, CITPABOYHO
mMHboOpMaLUM U APYTUX MaTepMasIoB IO IOpyUeHnio pykoBoacTea LleHTpa.

4.5 VYwuyactBoBaTb B (POpMMPOBAHMM 3aKa30B, IMPOPAOOTKE KOHTPAKTOB
MIPOrPAaMMHbIX, TEXHUYECKUX CPEACTB M PACXOIHBIX MaTEPUAJIOB.

4.6 Tlonb30BaTbCSl KOMIIBIOTEPHOM, MHOKUTE/IbHOM Y MHOM OPTTEXHUKOM,
CpeICcTBaMM CBSI3M, a TaKsKe MHBIMM MaTepPUaJIbHBIMU pecypcami, MUMEIOIIMMUCS B
IlenTpe, HeOOXOAMMBIMM IJIS1 0OecrieyeHust mesTebHocT OTaena.

4.7 OcyluecTBaATh  MoAUGUKAIMIO  CYIIECTBYIOIIEro  amnmapaTHo-
MPOrPaMMHOIO  KOMIUIEKCA C IIeJbl0  TOBBIIMIEHUS 3(PEGEKTUBHOCTM  €ro
MCIIOJIb30BaHMsI.

4.8 TIpoBoguTh IPOBEPKM MCIOJIb30BAHMS BbIUMCIUTEIbHON TEXHUKH,
BHYTPEHHMX Y BHEIITHMX MHOOPMAIIMOHHBIX PECYPCOB U IOBOIAUTD Pe3y/IbTaThl ITUX
MPOBEPOK 1O PYKOBOAMUTEJEM CTPYKTYPHBbIX IOApa3ieieHnit [Jis TPUHSITUS
COOTBETCTBYIOIINX Mep.

4.9 BHOCUTB PYKOBOJICTBY MpejIoKeHUs o] MIpUMeHeHUU
aIMMHUCTPATUBHBIX Mep BO BCeX CIydyasX HapyIIeHWI MOoApasfgeeHusIMU U
IO/DKHOCTHBIMM JIMIIAMM YCTAHOBJIEHHBIX IPAaBMJI PabOTbl C BBIYMCIUTETBHOM
TeXHUKOM U MH(POPMALIMOHHBIMM pPeCcypcaMu.

4.10 TIpecekaTp cayyau HeleNeBOTO WCIIOAb30BAaHUSI BHYTPEHHUX U
BHEIITHUX MHGOPMAaIMOHHBIX pecypcosB IOCTYITHBIMU cpencTBaMu,
YCTaHOBJIEHHBIMU TTOPSIIKOM.



4.11 Ilpu mpoBemeHMM IMTPOBEPOK CTPYKTYPHBIX MOAPa3ae/IeHiA TPUHUMATD
yuyacTue B paboTe KOMUCCUI B paMKaxX MOJTHOMOYMM, OIpee/IeHHbIX HAaCTOSIIINM
[TonoxkeHneMm.

4.12 TIpoBoauTb B YCTAaHOBJIEHHOM IIOpSIKE COBELIAHMSI IO BOIIPOCAM,
BXO#AmmMM B komreTeHumio Orthena, ¢ yyacTMeM B HUX CIELMaJIMCTOB
CTPYKTYPHBIX Mo pasneneHui LleHtpa.

4.13 OcylecTBasITh KOHTPOJb 3a MCIOJb30BAHMEM M OKCILTyaTalMen
TeXHUYECKUX CPeNCTB B noapasaeenusx LleHTpa.

4.14 TlIpencraBnsth LleHTp B yCTaHOBJIEHHOM TMOpSIIKE B OpraHM3alUsSIX U
YUpesKIeHUsSIX IO BOIIpocaM, BXOISIIMM B KoMmmeTeHinio OTaena.

4.15 OcyliuecTBaSTh MHbIE ITOJHOMOUMSI, OTHOCSIIMECS K KOMIIETeHIMA
Ortpena.

4.16 Pa6oraukum OTpena MMEKOT IMIpPaBO Y4YaCTBOBaTb B IPOBEIEHUMU
CEeMMHApOB, KOH(MepeHIui, VHBIMM criocobamm TTOBBIIIATD CBOM
nMpodeCcCMOHa/IbHBI  YpOoBeHb. Mcmonb3oBaHme  paboyero  BpeMeHM U
dbuHaHCMpPOBaHME 3TUX 11eJIel COTIAaCOBBIBAIOTCSI C PYKOBOICTBOM.

5. OPI'AHU3ALIVISI PABOTDBI U YIIPABJIEHUE
OJEATEJIBHOCTBIO OTAEJIA

5.1. Pab6ota oTmesia OCYILECTBJISIETCS Ha OCHOBE I'OJOBOrO IJIaHA pabOThI
Llentpa u mopyueHuit pykoBoactsa LlenTpa.

5.2. Otpmen HemocpenCTBEHHO MoguMHseTcs paupekrtopy llenTpa B
COOTBETCTBUM C YTBEPKIEHHOM CTPYKTYPOIL.

5.3.  Otpen BO3IJIaB/ISeT 3aBeAVIOIINMI OTAE/IOM, KOTOPbIM Ha3HavyaeTcs Ha
IOJDKHOCTb ¥ OCBOOOXKIAETCS OT JOJIKHOCTM IpuKasoM aupektopa LleHTpa.

5.4. Ha BpeMs OTCyTCTBMSI 3aBeIyIOIIEro OTHAeNOM (OTIYCK, GO0Jie3Hb,
KOMaHIMPOBKA ¥ T.J.) €ro TOJTHOMOYMS VICITOJTHSIET JINIIO, Ha3HAUEHHOe MTPUKA30M
nupekrtopa LleHTpa.

5.5. 3aBenmymooImit OT/IeJIOM:

omnpepessger 3agaun gesarenabHoct OTaesa B paMkax 1esen pabotsl LleHTpa;

mia"Hupyet pabory Otmena;

aHaIM3UpYyeT JesTeabHOCTh OTaesa Mo BceM HallpaBjeHUsIM paboThi;

pacrpezesisieT 00sSI3aHHOCTY COTPYIHUKOB.

5.6. Pabora corpymuukoB OTpena perjiaMeHTUPYETCS IOJKHOCTHBIMMU
MHCTPYKUMSIMM, KOTOpbIE 3aKpeIUISIIOT pallMOHAJIbHOE pasjiesieHue Tpyja,
peayCcMaTpUBaIOT PaBHOMEPHYIO 3arpy3Ky pabOTHMKOB, pacrpeesieHe paboT 1o
CJIO>KHOCTY BBITIOJTHEHMS U KBaIMPUKAIIMM UCTIOTHUATEIS.

5.7. O6mas opranmsaius pabotel Otmena peryaupyercs IIpaBumamn
BHYTpPEHHEero TpyoBoro pacrnopsaka LleHTpa.



6. BBAUMOOTHOIIEHUSA 1 CBS3U C IPYTUMU
CTPYKTYPHBIMU INIOAPA3AEIEHUSMU

6.1 Ortmen B COOTBETCTBMM C LieJsIMM, 3ajadyaMy M HaIlpaBJIeHUSIMU
IesITeJIbHOCTH, BO3JIOXKEHHBIMM Ha HETrO:

OCYIILIECTBJISIET KOHTPOJIb II0 CBOMM HaNpPaBJIEHUSIM OeSITeJTbHOCTU OPYIUX
CTPYKTYPHBIX Moapasaenenuin LlenTpa;

OKa3bIBaeT TEXHUYECKYIO MOAIEP)KKY B paMKax OpraHM3alyy IesiTeIbHOCTU
OTIEeJIOB U CTPYKTYPHbIX noapasnenenni LleHTpa;

COBMECTHO C APYTMMM TOpasieIeHUsIMU OCYILeCTBIsIeT cOop, HaKOIJIeHNe,
000011eHe 1 aHaaM3 MHpopMaIum.

6.2 Ortnmen OCYLIECTB/ISIET CBOIO [IESITEJIbHOCTh BO B3aMMOMENCTBUM C
IPYTUMM CTPYKTYPHBIMMU IToapasaenenusvu LlenTpa, c opraHaMy rocyaapCTBEHHOM
BJIACTM, OPTaHAMM MECTHOI'O CAMOYIIPaBJIeHNS, MHBIMM OpraHaMy 1 OPTraHMU3aLysSIMMI
Ha OCHOBE IVIAHOB, COCTAaBJIEHHBIX B COOTBETCTBMM C OCHOBHBIMM HaIlpaBJIEHMUSIMU
pabortsl LleHTpa, mpukasos LleHTpa, MEpOIIPUSITUIA, YTBEPKIAEMbIX PYKOBOJICTBOM
LlenTpa.

6.3 KoHcynbTallMOHHAsET ¥ MeTOAoJIoOTMYecKasl IOAJepsKKa ITPOBeIeHMs
MOHUTOPVHI'OBBIX MICCJIEOBAHMIA OTAEJIOB M CTPYKTYPHBIX Moapasmenenni Lienrpa.

7. OTBETCTBEHHOCTD

7.1. OTBeTCTBEHHOCTb 3a Hajjlekalllee ¥ CBOEBpPEMEHHOE€ BbINIOJHEHME
Otmenom  GYHKIMIA, TMPETyCMOTPEHHbIX HACTOSIIIMM IIOJIOKEHMEM, HeceT
3aBeAYIOIINIA OTIEIOM.

7.2. Ha 3aBe/IYIOIIEro OT[IeJIOM BO3JIaraeTcs IIepCOHaJIbHAas
OTBETCTBEHHOCTb 3a:

opraHusaimio gesteabHocTy OThesna MO BBITIOJHEHMIO 3amayu M (QYHKINA,
BO3JIOKeHHbIX Ha OTxer,;

opraumsanyio B OtTmese omnepaTMBHOM M KauyeCTBEHHOM ITOJTOTOBKM
IOKYMEHTOB, BelleHMe MIeJIONPOU3BOACTBA B COOTBETCTBMM C MHCTPYKIMEN IO
IeJIOTIIPOU3BOICTBY;

cobmopenne pabotHukamu OTmesa TPyAOBOWM AVCIHUIUIMHBI; oOecIieyeHue
COXPaHHOCTM MMYIIECTBa, Haxopsmierocsti B Otmene u coOJofeHue MPaBUI
TTO3KapHOM 0e30I1acHOCTH;

pPaLMOHAJIBHYIO PACCTAaHOBKY ¥ 3(P(GeKTUMBHOE MCIIOIb30BaHMe PaOOTHMKOB
Orpesa, MOBBIILIEHME UX I€JI0BOM KBaIM(bUKALIIN;

7.3. Paborauku Ortmena HeCYT IePCOHAIBHYIO OTBETCTBEHHOCTh 3a
BBITIOJIHEHME [TOJ/DKHOCTHBIX OOSI3aHHOCTEM B COOTBETCTBUM C JOJIKHOCTHBIMM
MHCTPYKIMUSIMM, COOTBETCTBYIOIIMX IIOpyYeHU, HOpM TpymoBOro Komekca



Poccuiickon  ®epepanyy, IlpaBua BHYTpEHHEro TPYAOBOIO PaCIOpPSOKa,
MIPOTUBOIIOKAPHOM ¥ aHTUTEPPOPUCTUUECKOM O€301MaCHOCTH.

8. OJOKYMEHTALIS OTAEJIA

8.1 B pmokymenranuio OTtgesna, MpenycMOTPEHHYIO HOMEHKJIATYpPOU e,
BXOJIAT:

roJyioskenue o6 Otnere;

IOJDKHOCTHbBIE MHCTPYKLMM COTPpYAHMUKOB OTHena;

rogoBoM Iu1aH paboTtsl OTHena;

roJIoBbIe OTUEThI O pabote OTHena;

MHCTPYKIMUM TI0 COOJIIONEHMIO MpPaBMJI TEXHUKM Oe30IMacHOCTM, IPaBUJI
MIPOTMBOTIOXKApPHOM 6e3omacHocT B OTaene.

LIOKYMEHT MOAMWCAH NEKTPOHHOM MOANWCHIO
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