YACTHOE OBIIEOBPA30BATEJIBHOE YUYPEX/JIEHHUE
«CAHKT-IIETEPBYPT' CKASI THMHA3USA «<AJIBMA-MATEP»

YTBEPXIAIO
['eHepaIbHBIA TUPEKTOP
IlerepOyprckast

>

MMOJIO)KEHHUE
00 OpraHu3aOHHOM OTAeJe
YOY «Canxkrt-Ilerepoyprekas rumuasusa «<AJIBMA-MATEP

1. O6mue nonoxKeHUs

1.1. OpraHu3aliOHHBIA OTHEN SIBJISIETCS CTPYKTypHBIM moxpasfeneHueMm YOV  «Caskr-
[TerepOyprckas rumuazus «AJIbMA-MATEP» (naee «opranuzamusi»)

1.2. Co3nanue, peopranu3aiis U JUKBUAJAIMS OPTaHU3ALMOHHOTO OTHENA IIPOBOJUTCS IO PEILICHUIO
['enepasbHOTO AUPEKTOPA.

1.3. PykoBoACTBO OpraHN3allMOHHBIM OTJIEJIOM OCYIIECTBIISIET Ha4YaIbHUK OPraHU3alMOHHOIO OTENA.
1.4. HavanpHUK OpraHW3allMOHHOTO OTJENa [OJUYMHSAETCS HEMOCPENCTBEHHO TI'€HEPAIBHOMY
JUPEKTOpY OpraHM3allii, Ha3HA4yaeTcss W OCBOOOXIAaeTcs OT JOJDKHOCTH €ro  IPUKa3oM.
1.5. B cBo€# nesTeNbHOCTH OPraHU3allMOHHBIA OTIE] PYKOBOJACTBYETCS:

- 3aKOHOJIaTEeJILCTBOM B cepe HHPOpPMALIUU U JOKYMEHTAIHH;

- HOpMaTUBHBIMU akTamu lIpe3mnenta u IlpaBurensctBa Poccuiickoit @enepannu, ['occranmapra
Poccun u Pocapxupa mo BornpocaM JOKYMEHTAMOHHOTO 00ECHIEYeHHS] U apXUBHOI'O XPaHEHUS;

- YcraBoM opraHu3alivi;

- PUKA3aMH U PACIIOPSHKEHUSIMU I€HEPATIBHOI0 IUPEKTOPA OpraHUu3alliH;

- AHCTPYKLMEH MO IETIONPOU3BOACTBY B OpraHU3AIINH;

- JpyTUMH HOPMATHBHBIMH aKTaMH ¥ METOAMYECKMMH JOKYMEHTaMH II0 OpraHU3aluu
JIOKYMEHTAIlMOHHOTO,  OPraHM3allHOHHOTO U  HMH()OPMAIMOHHO-CIIPABOYHOTO  obecreueHus
yIIpaBICHUS;

- HacrosmuM [lonoxenuem.

1.6. [list obecrieueHus MOBCEHEBHOMN JAESITEILHOCTH OPraHN3aMOHHBIN OTJEN UMeeT KPYIIIyIO [le4yarh
¢ 0003HaueHUEM MOJHOIO M COKPAIIEHHOTO HAaWUMEHOBAHHS OPraHU3allid, a TaKKe HEOOXOIHUMBIE
UITaMIIBI, UCTIOJIb3YEMBIE B CTPOIOM COOTBETCTBHH C NIPEIHAZHAYCHUEM.

2. CTpyKTypa OpraHM3alHOHHOI0 0THEa

2.1. B cocraB opranu3aiuoOHHOTO OT/I€JIa BXOIST:

2.1.1. HaYaNPHUK OPraHU3alMOHHOIO OTENA.

2.1.2. cexpeTapu reHepaIbHOTO JUPEKTOPA.

2.1.3. cekpeTapb y4eOHOM YaCTH.

2.1.4. cexpeTaphb OTHENa OUHO-3a0YHOT'0 B 3a0YHOTI0 00YUYECHUS.

Ob6s3anHOCTH PaOOTHHUKOB OPraHU3AIIHOHHOTO OTAENA PErIaMEHTUPYIOTCS UX JODKHOCTHBIMHU
00SI3aHHOCTSIMH.



. Ieap AesATeILHOCTH OPraHNU3ANUOHHOI0 0T/

1. OcCHOBHOW TENBIO JEATENILHOCTH OPraHM3allMOHHOTO OTHeNa sBiIseTcs 93¢ (eKTuBHOE
OpraHu3allMOHHOE B HHPOPMAITMOHHOE 00eCIIeUeHHE YIIPABICHHUS OpraHUu3alleH.

Ilon »>¢dexTuBHBIM OpraHU3alMOHHBIM U HMH(OPMAIIMOHHBIM O0ECIIEYEHHEM OpraHu3ally
MOHUMAETCS IIeJICHANPaBICHHAs, YIOPSAOUYCHHAs NEITEIbHOCTh IO IMOJHOMY U CBOEBPEMEHHOMY
YIOBJIETBOPEHHUIO MOTPEOHOCTH  OpraHu3aluy, €€ pyKOBOACTBA B  OpPraHU3allMOHHBIX U
WHQOPMAIIMOHHBIX pecypcax B TMpOIECCe OCYINECTBICHUS IOBCEJHEBHOM  yIpaBIEHYECKOU
NESITeTTbHOCTH.

W) W)

4. OcHoBHBIE 32Ja4H OPraHU3ANUOHHOIO OTAe]a

OCHOBHBIMH 3aJla4aMU OPraHU3alMOHHOTO OTAENA SIBJISIIOTCSL:

4.1. JloxyMeHTallMOHHOE 0OecrieueHue paboThl pyKOBOACTBA OPTaHU3AlNH U €€ OTIENOB.
4.2. Opranu3auroHHoe obecreueHue padoThl PYKOBOJCTBA OPraHU3alUuHU.

4.3. CnpaBoyHO-MHpOpMALIMOHHOE obecnedeHre paboThl pyKOBOICTBA OPraHU3aALUH.
4.4. Texnuyeckoe obecrieyeHre paboOThI PYKOBOJCTBA OpraHU3aIUH.

5. OyHKIHMHU OPraHU3ALUOHHOI0 0TI

OpraHu3alOHHbBIN OT/EN BHIIOJIHSET CIEAYIOMKE GYHKIIUN:

5.1. IlpoBoautr 00pabGOTKYy BXOMSIINX, HCXOMAIIMX ¥ BHYTPEHHHUX JOKYMEHTOB OpraHH3alliH.
5.2. OcymecTBiuser IpHeM, Iepeaady ©u Y4eT OJIEKTPOHHBIX COOOIIEHHH, (akcorpamm,
tesneoHOrpaMM, TeJlerpaMM, MOCTYIAIOIIUX B aIpec PYKOBOJICTBA OPraHU3ally U OTIPAaBISIEMBIX OT
€ro IMEHH.

5.3. IlpuHumaeTr, paccMaTpuBaeT M TOTOBUT K J[OKJIaay [JOKYMEHTHI, IOCTYIAIOLIUE B anpec
PYKOBOJICTBA OpraHH3aIHH.

5.4. OcymecTBisieT KOHTPOJb 3a MPABHJIBHOCTHIO O(GOPMIIEHHS JOKYMEHTOB, IPEACTaBISEMBbIX Ha
MOANHKCH PYKOBOACTBY OpraHU3allUU.

5.5. TOTOBUT MO MOPYYEHUIO PYKOBOJICTBA OPraHU3AIMH IMPOEKTHI OTACIBHBIX CIYXKEOHBIX MHCEM,
CIPaBOK ¥ JPYTHX JTOKYMEHTOB, COIVIACOBBIBAET UX C PYKOBOJIUTENSIMU CTPYKTYPHBIX IOJpa3ciICHuUi
U UHBIMHU JOJKHOCTHBIMHU JIUIIAMU U CIIEIUATUCTAMH.

5.6. Ilo mopy4yeHHIO pyKOBOJCTBA OCYIIECTRISIET PEAaKTUPOBAHUE TOKYMEHTOB.

5.7. ObecneurBaeT HabOp, pacnevyaTKy U ONEpPaTUBHOE Pa3MHOXXEHUE JOKYMEHTOB, UCIIOJIb3yEMbIX B
JeSTEIBHOCTH PYKOBOJICTBA OPTaHU3AIHH.

5.8. O6ecrneunBaeT y4eT M CBOEBPEMEHHYIO PETHUCTPALMIO JOKYMEHTOB, HX COXPaHHOCTb.
5.9. Opranu3yer palUdOHAIBHBIN JTOKYMEHTOOOOPOT U KOHTPOJIb 32 ABMKEHHEM [IOKYMEHTOB B
OpraHH3aIH.

5.10. KoHTponupyeT mpaBUIBHOCTH O(GOPMIICHHS JOKYMEHTOB M O0ECIeYMBAET METOAMYECKYIO U
OpPraHU3alMOHHYIO  TIOMOINb  paOOTHMKAM  OpraHM3allid B OGOPMIIGHHH  JOKYMEHTOB.
5.11. ObecneunBaeT GOpMUPOBAHUE A€ OPraHU3ALUOHHOIO OTAETIA B COOTBETCTBUU C YTBEPIKAECHHON
HOMEHKJIATypOl, UX XpaHEHHE, CROEBPEMEHHYIO Iiepeady Ael Ha apXUBHOE XPaHEHUE U BBIIEICHUE K
YHUUYTOXKEHHUIO 1€ U TOKYMEHTOB C UCTEKIIUMU CPOKAMHU XPAHEHHUSI.

5.12. OcyuiecTBisieT TeaepOHHOE O0CTYKHBAHIE PYKOBOJCTBA U COTPYAHUKOB OpraHU3aIlHH.

5.13. IIpoBoauT cBOEBpeMEHHOE HWHPOPMHUPOBAHHWE WIEHOB AJMUHUCTPATUBHOIO  COBETA
OpraHM3alii O MepeHoce Ha APYrod NeHb WM U3MEHEHHH BPEMEHH IIPOBEICHHUS E€XXKEHEIEIbHBIX
COBEILIaHUN AMUHUCTPATUBHOIO COBETA.

5.14. TlpoBomuT MEpONpHUATHS IO MaTepUATBHO-TEXHUYECKOMY OOECHEUYEeHHUIO COBEIIaHUH,
IIPOBOJAMMBIX PYKOBOJICTBOM OPTaHU3AIHH.

5.15. Ocy1iecTBisieT KOHTPOJIb 32 BBITOJTHEHUEM PELICHUH U IOpYyYEeHUN pyKOBOJACTBA OpraHU3alliy,
aJpEeCOBAaHHBIX PYKOBOJUTENSIM U COTPYIHUKAM.

6. llpaBoMo4ns OPraHU3AMMOHHOIO OTAEA
OpraHu3alvOHHbIN OT/IE]T UMEET MPaBo:



6.1. Bosppamiate Ha J0pabOTKy paOOTHHKAM OpraHuM3alldd, B TOM 4Hclie paboTHUKAM
OpPraHU3alUOHHOTO OTAENA, IIPOEKTHl JOKYMEHTOB, O(OPMJIEHHBIE UMH C HapyLIEHHEM JEHCTBYIOLIUX
HOPM U TIPaBUIL.

6.2. Bectu nepenucky o BOIpocaM IeITeIbHOCTH OpraHu3allMOHHOIO OTAENA.

6.3. IlonyyaTh B YCTAHOBJICHHOM IOPSIKE OT JAPYTHX CTPYKTYPHBIX IMOAPA3AEICHHH OpraHU3aluH
HEOOXOTUMYIO IS pabOThI HH(POPMALIHIO.

6.4. TpeboBarhb OT PYKOBOIHUTENIECH CTPYKTYPHBIX ITOJApa3ACICHUA H PaOOTHUKOB OpraHU3aLUU
CBOCBPEMEHHOI'O IIPEJCTABICHHUS JOKYMEHTOB H HHGOpMalMd pPYKOBOACTBY OpraHU3allUu.
6.5. Ilo mopydueHHIO PYKOBOJICTBA OpraHM3aLMM I[PUBJIEKATh PAOOTHHUKOB APYIMX CTPYKTYPHBIX
NOJpa3NIeIeHHl Il TOATOTOBKM IIPOEKTOB IPUKA30B, PACHOPSDKEHUH M JPYTHX JIOKYMEHTOB.

7. B3aumMooTHOmMIEHHS H CBfI3H OPraHU3ALMOHHOIO OTJAEJAa ¢ [APYTHMMH CTPYKTYPHBIMH
noJapa3/ieeHUsIMH OPraHUu3annu

7.1. Oprasu3aiiuOHHBIA OTAEN MPEACTABISET PYKOBOJICTBY OpraHU3aliu:

7.1.1 nocTynMBILIYIO KOPPECHOHACHIIUIO HA PACCMOTPEHHUE;

7.1.2 IpOEKTHI TOKYMEHTOB Ha PACCMOTPEHUE U IOAIIHCAHUE;

7.1.3 nokmamHblE 3aIUCKH, MPEIJ0XXKECHHS, CIPaBKH, HWHPOPMALMOHHBIE W HHBIE MarTepHalbl OT
CTPYKTYPHBIX MTOAPA3IEICHIH U JOJDKHOCTHBIX JIUI] OPraHU3alllK Ha PACCMOTPEHHUE.

7.2. OpraHu3allMOHHbIN OT/IEN [I0Jy4aeT 0T PyKOBOJACTBA OPraHU3aLUK:

7.2.1. mOCTYNHUBIIKE U3 IPYTHX OpraHU3aIUil TOKYMEHTHI C PE30JIIOIIUEH pyKOBOICTBA;

7.2.2. TpeANOXKEHHs], NOKIaHbIE 3alUCKU, CIPAaBKH CTPYKTYPHBIX IIOAPa3JEICHUN OpraHM3alud C
Pe30JIIOIUENR PYKOBOJICTBA;

7.2.3. mONIHCAaHHBIE TPUKA3bl, PACTIOPSDKEHUS, IPOTOKOJIBL, IAChMA U APYTUE TOKYMEHTHI,

7.2.4. yTBEp)XICHHBIE HOPMATUBHBIEC M HHCTPYKTUBHBIE TOKYMEHTHI;

7.2.5. yTBep)KIeHHble IaHbl pabOThl CTPYKTYPHBIX IOAPA3AECICHUNA M KOJUIETHAIBHBIX OpPraHoB
OpraHu3aIy.

7.3. OpraHu3anvOHHbBIN OT/IE] HAPABJISET B CTPYKTYPHBIE OAPa3IelIeHUs OpraHU3allUu:

7.3.1. xoruu NpUKa3oB (BBIIMCKHU U3 IPHUKA30B) HA UCIIOIHEHUE;

7.3.2. KOTIMH MHCEM U APYTUX JOKYMEHTOB, OTIIHCAHHBIX Ha UCIIOJIHEHUE;

7.3.3. 3ampockl 0 IMpeAcTaBIeHHH HHGOPMAIIUHU 10 TOPYUYECHHUSIM PYKOBOJICTBA OPraHU3aIUH.

7.4. Opranu3aOHHBIN OTAEN MMOJIYYaeT OT CTPYKTYPHBIX [I0JIpa3/IeIeHAN OpraHUu3alim:

7.4.1. IPOEKTHI CIIYKEOHBIX MTHUCEM;

7.4.2. IPOEKTHI IPUKA30B U PACTIOPSHKEHUI;

7.4.3. uHPOPMAIMOHHBIE U CIIPABOYHBIE MAaTEPHAIIBI.

7.5. OpraHu3alliOHHBI OTJE] HampaBisieT B JIpyrHWe OpraHu3allid  J€JOBBIE  IIHCbMA,
“H(OPMALIMOHHBIE MATEPHAIIBI.

7.6. OpraHu3alMOHHBIM  OTHENT MOJIydaeT OT JOPYIHMX OpraHu3aluil  [eJoBblE  UCHMA,
HH(pOPMALlOHHbIE MaTEPUAIIbL.

8. OTBeTCTBEHHOCTH OPraHM3aLHOHHOI0 0T/AeNa

8.1. PaboTHMKY OpraHU3allIOHHOTO OT/JENa HECYT OTBETCTBEHHOCTD:

8.1.1. 3a HeWCHOJHEHHEe WM HEHaJJIeKalnee WCIOMHeHHe (QYHKIMM, BO3JIOXKEHHBIX Ha HHX
JOJIKHOCTHBIMH WHCTPYKIHSIMHU;

8.1.2. 3a HeucHoJIHEHHE WU HapylIeHHue TPpeOOBAHUN U HOPM JIEHCTBYIOIIETO 3aKOHOIATENbCTBA IIPU
MOATOTOBKE U O(OPMIICHHH IOKYMEHTOB;

8.1.3. 3a TOCTOBEPHOCTh OTUETHBIX JAHHBIX, CBEICHUHN M APYrHX MAaTepUaJIOB, IOATOTABIMBAEMBIX B
OpPraHU3aIlMOHHOM OTHENEe W NPEICTABIAEMBIX PYKOBOJCTBY OpraHU3ALMK HU/WIA PYKOBOJCTBY
CTPYKTYPHBIX MOAPa3IeICHUN OpraHu3aiuy;

8.1.4. 3a yrpary u nopuy J1e1 4 JOKYMEHTOB;

8.1.5. 3a HecoOMrOIeHUE YCIIOBUH XpaHEHUS 1€ U TOKYMEHTOB;

8.1.6. 3a yTpary u nop4y nedarei u ITaMIOB;
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8.1.7. 3a pasriamieHue CBeIeHHH, COCTABIISIONIMX KOMMEPUYECKYIO TallHy OpraHu3aliH.

9. KaapoBoe, MaTepHaJIbHO-TeXHHYECKOE, OPraHN3alHOHHOe B (HHAHCOBOE 00ecrevyeHne
AeSiTeIbHOCTH OPraHU3ALMOHHOI0 0TAea

9.1. duHAHCOBOE, MaTCpUaJIbHO-TCXHUYCCKOEC U Opranru3alliOHHOC obecreyeHne AesITeIbHOCTH
OpPraHu3alfuOHHOTO OTACTIA OCYHIECTBIIACTCA COIJIACHO IIpHKa3aM U PaCIlOPsKCHUAM FeHepanLHoro
AUPEKTOpa Oprannu3aiuu.

9.2. ®yHKIIUH 110 KaAPOBOMY O0ECIICUCHHIO IEATSIBHOCTH OPraHU3allMOHHOTO OTAEea, IO
00ECIIEYEeHHUIO FapaHTH, IPEAYCMOTPEHHBIX TPYAOBBIM 3aKOHOJATEIBCTBOM, OCYLIECTBISIET OTIEIN
KaJpOB OpraHH3aIlHH.

10. 3akaro9uTe/IbHbIE [OJI0KEHH A

10.1. ®unaHCHpOBaHUE NEATENEHOCTH OPTAHH3AIMOHHOTO OT/IEIa OCYIIECTRISIETCS 33 CUET CPENICTB
OpraHu3aliy.

10.2. HCHTCHBHOCTB OpraHru3alfiOHHOIO OTACa NPEKPAIIACTCS B IMTOPAIKE, YCTAHOBJICHHOM
ﬂeﬁCTBYIOIHHM 3aKOHOJaTCJILCTBOM, YcraBom OpraHu3alnuu.

YOV "CAHKT-NETEPBYPICKASl TMMHA3USA "AJIbMA-MATEP", LLlyp TaTbsiHa AsiHOBHa, eHepasnbHbIi AMpeKTop
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