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VTBEPXJIEHO
mpukazoM ['KY KK
«KpaeBoit METOIMYECKUH LIEHTPY
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. - IOJIOKEHUE
OB OTJIEJIE TIO OKA3AHUIO NH®OPMAIIHOHHO-
KOHCYJIbTATABHOI IIOMOWIH

1. O0mue MoJIOKEHHUs

1.1. [onoxxerre o6 OTHENE MO OKA3AHWIO WH(OPMAIHOHHO-KOHCYIETaTHBHOM
nomomy (manee — IlomoxeHue) pa3paboOTaHO B COOTBETCTBUU C IOJIOXKEHMAMU
TpymoBoro komekca Poccuiickoit @eneparuu ¥ APYTMMU  HOPMaTUBHBIMH
JIOKYMEHTaMH, PeryIHpyOIIMU TPYAOBbie oTHolleHus: B Poccuiickoil Deneparuy,
YCTaBOM FOCY/IAPCTBEHHOTO Ka3eHHOro yupexaenus Kpacnonapekoro kpast «Kpaeson
METOIYECKUI LIEHTP. -

1.2. Hacrosiiee TlomoxxeHne ompernenseT Lenu, 3aJa4u, BUAbl ASITENbHOCTY,
OTBETCTBEHHOCTH, OPraHU3aIMIo U oOecredeHue JesTeIbHOCTH OT/eNa 10 OKa3aHMIo
HH(pOPMAIHOHHO-KOHCYIBTATHBHOM ITOMOIIY (Tajee — OTAEN).

1.3. Otmen sBIfeTCS CTPYKTYPHBIM IOAPA3ZEl€HHEM TOCYAapCTBEHHOIO
KaseHHOTo yupexaeHus KpacHomapckoro kpas «KpaeBol METOAWYECKHA LCHTPY
(manee — yupexxaeHue). ‘ ‘ I

1.4. B cBoeil . medarensHOCTH OTHel pyKoBomcTByerca KoHcTuTynmen
Poccuiickoit @emepanuy, (eaepartbHBIME 3aKOHAMM, yKa3aMU W PacIOpsKCHUAMU
Ilpesunmenta Poccuiickoii Penepaiinyi, MOCTAHOBICHUIMH H PaCTIOPSKEHUAMH
[IpaButennctBa Poccuiickod @eznepanvv, HOPMATUBHBIMUA IPAaBOBBIMH aKTaMH .
PETHOHANBHBIX ¥ MECTHBIX OPraHOB CaMOyIIPaBICHUs, NpUKa3aMi MHHHCTEPCTBA
“Tpynia B colmaibHOro passutisi Kpacromapckoro kpas (fajee — YIIOTHOMOYCHHBIN
oprad), yCTaBOM YYPEXJEHHs, IOKAJIbHBIMA aKTaMH YYPEXKICHMS, NaHHBIM
ITonoxenuem. ‘

1.5. Ormen HENOCPEACTBEHHO IIOAYMHSETCS 3aMECTHUTETIO PyKOBOLUTEI
yUpEXIEHNS, KypUpPYIOILeMy HalpapIeHue NESTeIbHOCTH OTAENa U PyKOBOIAUTETIO
YUPEKICHNUA.

1.6. OTIen OCYIIECTBISET CBOIO IEATEIBHOCTh BO B3AUMOACHCTBUU C IPYTUMH
CTPYKTYPHBIME TIO[[Pa3fieleHHsIMU yUPEXICHUsT B COOTBETCTBUU C TONOBHIM H
MECSYHBIM TUTaHAMH, YTBEPKICHHBIMU PYyKOBOIUTEIEM YIPEKICHHUA.

2. Ileu m 3aa49u JeATEJILHOCTH OT/A€E]Ia
2.1. ey gedarensHOCTH OTAENa:

2.1.1. KagecTBeHHOE OKa3aHue HH(POPMAMOHHO-KOHCYIBTaTUBHOM ITOMOIIIH T10
BOIIPOCaM COLMAIBHOTO OOCIY)KHMBAHHUA, MEP COMUAIBHOW IOANCPKKH, 3aHATOCTH



2

HaceneHus KpacHomapckoro kpast 1mno teneoHy «ropsdeil JTUHUH» U IOCPEACTBOM
uHpOpMaUMOHHONH cucTeMbl «EWHBIA  KOHTakT-IEHTp B3aWMOACWUCTBHS C
rpaXXaaHaMu».

2.1.2. CBoeBpeMeHHOe TIPOBEJCHHE MOHHTOPMHIA W aHalm3a obpalieHmit
rpaXaaH, IOCTyIMBINIMX Ha Tele@oH «ropsdyei JUHWI U TOCPEIACTBOM
MHQOPMAIMOHHON ~ cucTeMbl  «EIWHBIM - KOHTAaKT-IIEHTp B3aUMOACHCTBHS C
rpaxaaHaMW», a Takke NyOnuKanuii, pa3MeleHHBIX IIONb30BaTeliIMH B
UHGOPMAIOHHO-TENEKOMMYHUKAIMOHHON cetn  «JIHTepHeT» 10  BOIpocaM,
OTHOCSIITIMCS K KOMIIETEHIIWH YIIONTHOMOUYEHHOTO OPraHa, HOCPEICTROM BH3YaIbHOTO
MOHUTOPHHTA. |

2.2. 3apadn oTheNa: , '

2.2.1. Okxasappe IOMOLIY TIpaXAaHaM IIyTeM KBAIH(UIMPOBAHHOIO
MH(OPMHUPOBaHUS, KOHCYJIBTHPOBAaHUSA IO BOIPOCAM COIHAIBHOTO OOCIyKHUBaHUS,
MEp COLMAIBbHON HOAAEPXKKH, 3aHiITOCTU HaceneHuss KpacHomapckoro xpast 1o
Tene(OHy «ropsSUed TUHWMA» K IOCPEICTBOM HH(MOPMAIIMOHHOM cucTeMbl «EIuHBIN
KOHTAKT-IIEHTD B3aUMOIEHCTBUS ¢ TpaykJaHaMy. :

2.2.2. DdodexTtuBHas opraHuzalusi pabOThl «TOpSUed JIHHUW» C €IUHBIM
Tene(OHHBIM HOMEpOM H HH(OPMAIMOHHOH crcTeMbl «EAMHBINH KOHTAaKT-LEHTp
B3aMMOJEHCTBUS C TpaXkIaHaMm».

2.2.3. AHanu3 TeMaTHKU oOpallieHul, MOCTyNAIOX OT IpaXKaaH Ha TeledoH
. «TOpsAYeH JMHUM» W IOCPEACTBOM HH(POPMAIMOHHON CHCTEMBI «ETUHBIA KOHTaKT-
IEHTP B3aNMOAEUCTBHUS C TIpaxkAaHaMU», a TakXkKe NyONuKalud, pa3MeLeHHBIX
MIOJIB30BATESIMI B HH()OPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHON ceTH «HTepHeT» 10
BOIIPOCaM, OTHOCSIIMMCS K KOMIIETEHIIMHM Y IOJTHOMOYEHHOTO OpraHa, OCpeICTBOM
BHU3yaJIbHOTO MOHUTOPHHTA.

3. OcHoBHBIE BHALI AeATEJILHOCTH OTAEA

3.1. s mocTvkeHUd LeNnel, yKa3aHHBIX B IyHKTe 2.1 pa3aena 2 HaCTOSIIEro
ITonoxeHusi, B COOTBETCTBUH C BO3JIOKCHHBIMHU 3aJadaMH, OTAE] B YCTAHOBIECHHOM
3aKOHOATEIHCTBOM MOPSIAKE OCYIIECTRIAET CIEAYIOIINUE BUJIBI ACITEIbHOCTH:

3.1.1. Oprammsanus pabOTBl «TOpsUell JHHUM» C €IUHBIM Tele(OHHBIM
HOMEPOM U MH(POPMaIOHHOU chTéMLI «EauHBIA KOHTAKT-IEHTP B3aUMOICHUCTBUSA C
rpaxxJIaHaMm.

3.1.2. Oxazanue HHGOPMAIMOHHO-KOHCYIBTATUBHON ITOMOLIA IO BOMPOCAM
COIMAJIBHOIO OOCIIYXMBAHMS, MEP COIMAJIBHON IOMNEPKKH, 3aHATOCTH HACETEHHS
‘KpacHomapckoro xpas 1o TenedoHy «ropsued JHMHHM» ¥ IOCPEICTBOM
nHpopManiioHHOW  cucteMbl «EOWHBIM  KOHTaKkT-IIEHTP  B3aWMOJEUCTBUS C
rpakIaHaMm. ' ~

3.1.3. MoHUTOPUHT KONHYECTBa OOpallleHUH, aHalu3 TeMaTHUKU OOpalleHui,
IIOCTYIIMBIIIMX OT TpaxJaH Ha TenedoH «ropsdyeil JIUHWUKU» U TOCPEJICTBOM

nHpopMaIrmoHHOM cucTteMbl «EIWHBI  KOHTAKT-TIEHTP  B3aUMOJECHCTBUS C

' rpaxaaHaMm. :
3.1.4. BzaumopeiicTBHE C YNPaBICHUSMU COLUHMAIBHOW 3al(UThl HaceJeHUs
MUHHCTEPCTBA TPyJa U coluaibHOro passutus KpacHomapckoro kpas u ueHIpaMH
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3aHATOCTH KpacHo#apcKoro Kpasi B MyHHITUIIATEHEIX 00pa3soBaHmsIX, OpraHu3aIiaIMu
COIMANBHOrO OOCIYKMBAHHUS, TTO/IBEIOMCTBEHHEIMU Y IIOJITHOMOYCHHOMY OpraHy, I1o
BOIPOCAaM, IIOCTYIMBIOMM Ha TeIeQOH «ropsdedd JUHUM» M IIOCPEACTBOM
HHQOpMAMOHHON  cucTeMbl  «EIMHBIN — KOHTaKT-IEHTP  B3aUMOJCHCTBUA  C
rpakIaHaMm.

3.1.5. MoHuTOpHHT IyOIMKalWi, pa3MeIleHHBIX IIOJIL30BaTeNsAMU B
UHGOPMAIMOHHO-TEICKOMMYHHUKAlMOHHOH ~ ceTn - «MHTEepHeT» 1O  BOIpOCaM,
OTHOCSIIMMCS K KOMIIETCHITNN YIIOTHOMOYEHHOI'O OpraHa, IOCPe/ICTBOM BH3YaIBHOTO
MOHUTOPHHIA. ' '

3.1.6. [IoAroToBKa 1 pa3MelleHre OTBETOB Ha BOIIPOCHI ITOJIB30BATENEH, a TAKKe
KOMMCHTapHeB HA TEMaTHYeCKHWe I[IOCTHI, OIIyONMKOBaHHBIE B WH(QOPMAIMOHHO-
TeTeKOMMYHUKAIIMOHHOM ceTr «VIHTepHeT» B paMKaX IIOJHOMOYIHH OTeTA. '

- 3.1.7. ®opmupoBaHWe HOBOCTHOIO KOHTGHTa B UEJIX pasMEINCHUsS B
HHQOPMAIMOHHO-TENEKOMMY HUKAIIOHHOR ceTH «VIHTepHEeT» B paMKax [OIHOMOYHMH
oTHena.

4. OpFaHl/IBaHHH M oOecnedyeHHe AesITeJIbHOCTH 0TAe1a

4.1. Cocras otaena GopMHUPYETCs B COOTBETCTBUU CO IMTATHBIM pacIACaHHeM
YUPEKIEHISL. |

4.2. JleSTenbHOCTBIO OTHENa PYKOBOAWT HayalbHUK OTJeNa, KOTOPBIH
HA3HAYAETCS ¥ OCBOOOXKIAETCA OT 3aHUMAEMOM TOJDKHOCTH IIPHUKA30M PYKOBOIAUTEILS
VUpEKICHUS.

4.3. PaGOTHHKH OT/€ENa HETIOCPEICTBEHHO ITOAYMHIIOTCS HAaYalIbHUKY OTAENa.

4.4, OyHKIAOHATBHBIC 003aHHOCTH, IIpaBa HavalbHUKA OT/ENa, 3aMECTHTEILL
HaJaJlbHUKA OTHENa M CIEIHATNCTOB OTAENa PErIaMEHTUPYIOTCS HOJDKHOCTHBIMHU
WHCTPYKIMSIMU, YTBEPKACHHBIMY PYKOBOJUTETICM VUpeKICHHS.

4.5. TInanel paboTHI OT/ENA Ha IOJ], MECHI COCTABIISAIOTCS Ha4alIbHUKOM OTZETIa
(B €ro OTCYTCTBHE — JIMLO, HA3HAYEHHOE B YCTAHOBICHHOM TIOpSIZIKE) M Y TBEPIKAIOTCS
PYKOBOIHUTENEM yUPEXKICHNS B COOTBETCTBUM C INTAHOM PabOTHI YUPEKICHHS.

5. MarepnanbHas 6a3a oTaena

5.1. Otmen dopMmupyeTcsl 3a CHeT CPEJCTB, BBIIECIEHHBIX YIIOIHOMOYEHHBIM
OpraHoM Ha pa3BUTHE U QyHKIUOHUPOBAHUE YIPEKICHUS.

5.2. ]I oCyIIeCTRICHHS EATENBHOCTH OTAEIN 00eCIEIMBAETCS HEOOXOMMMBIMU
IIOMEIEHMAMY, OOOpYJIOBaHVEM, TEXHWYECKHMMH CPEICTBaMH MJII BbIOJHEHUS
YCTaBHBIX 3a7a4 YUPEXKICHHUS.

5.3. Jlomyckaercsl yKpeIuleHHe MarepuaibHOM 6a3bl OT/eNa 3a CUeT Iepefaiu
CIIOHCOPaMU YUYPEXICHWI0O Ha O€3BO3ME3[HOW OCHOBE HHCTPYMEHTOB, ayJuo,
BHJICOTEXHUKH, JTHTEPATYPHL K APYTHX MATEPHAILHBIX LIEHHOCTEH.
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6. OTBEeTCTBEHHOCTD

6.1. 3a HeucmonHeHHe 3aKOHHOTO pACIOPSDKEHUS WIH  TpeOoBaHUS
PYKOBOAUTENS  YUPESXKIEHMS,  3aMECTHUTENs  DPYKOBOAMTENs,  KypHPYIOIIEro
HalpaBlicHHe JACSITCIBHOCTH OTAeNa, HENpeACTaBlIeHHe WM HECBOEBPEMEHHOE
IpefCTaBIcHre HHGOPMALMY, TOKYMEHTOB H MATEpPUATOB, HEOOXOMMMBIX Ul
OCYIIECTBICHUS OTJIEJIOM YCTaHOBIEHHBIX €My BHIOB JACATENBHOCTH, a TaKXKe X
IpeACTaBlicHNe HE B IOTHOM O00BEME WM INPENCTaBIeHHe HENOCTOBEPHOM
WHPOPMALMK, JOKyMEHTOB H MaTepUalioB, HEWCIONHEHHE WM HEHa/UIexKaliee
YICIIONHEHNE TIPO(heCcCHOHANBHOM JEATeIBHOCTH BIeUeT 3a CO00M IUCIUIIMHAPHYIO
OTBETCTBEHHOCTh pAOOTHHUKOB WM HMHYIO OTBETCTBEHHOCTDH, YCTAaHOBIECHHYIO
3aKoHOHaTeNnsCTBOM Poccuiickoit ®enepanuu u KpacHomapckoro kpasi.

6.2. Bcro mOTHOTY OTBETCTBEHHOCTH 34 KaueCTBO M CBOEBPEMEHHOCTH
BBIIIOJIHEHMSI BO3JIOKEHHBIX HactosmmM llonoxkenweM Ha oTAen 3amad u
YCTaHOBIICHHBIX €My BHAJIOB I€ATEIBHOCTH HECET Ha4albHUK OTAENA.

6.3. CremeHp OTBETCTBEHHOCTM paOOTHHKOB OTH€Na YCTAHABIMBACTCS B
COOTBETCTBUH C JODKHOCTHBIMM MHCTPYKLUSMH, JOKAILHBIMA HOPMATHUBHBIMHI
aKTaMHM yUIpEeKJICHNS B JIeHCTBYIONIUM 3aKOHOIATENBCTBOM.

6.4. OTBETCTBEHHOCTh 3a pA3IIalleHHe CTABIIMX H3BECTHBIMH B XOIe
BBIITOJIHEHHS JODKHOCTHBIX 00Si3aHHOCTEN MEPCOHANBHBIX NAHHBLIX IPaXkIaH, HECYT
CIEIMATUCTHl  OTJIeNa, JOMyIIeHHble K YyKa3aHHBIM JaHHBIM, B Ipejenax,
YCTaHOBJICHHBIX JIEHCTBYIOMUM 3aKoHOAaTeNbcTBOM Poccutickoi Deepanuy.

7. Ilopsinok yrBep:kaenusi Ilososkenusi M BHeCEHHE B HEro H3MeHEeHHH

7.1. Hacrosmiee llonoxxeHne, a TakKe M3MCHECHHMS U OOIOJHEHUA K HEMY,
YTBEPIKAAIOTCS IPUKA30M PyKOBOLUTEINS YUPEKIACHUA.

8. Peopraﬂnsannﬂ H JUKBHAAIIHA OTAeJaa

8.1. OTmen peopranmsyeTcss WU JUKBUAUPYETCS B COOTBETCTBHHU C YCTaBOM
yUpEXKICHUS Ha OCHOBaHUY IIPUKA3a PyKOBOIUTEIS YUPEKICHUA. '

HayansHUK oTaena o oOKa3aHuio
HH(OOPMAITMOHHO-KOHCYIBTaTUBHON

TIOMOIIH A.B. Crpiues




