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JOKYMEHT NOAMUCAH 3NEKTPOHHOW NOAMNUCHIO

Ceptudukat 00CAGF371A810F001B5404BE74AGT1ABA83
Bnageney Oyaui Hatanua VisaHoBHa

VTBEPXKIEHO

NeitcTeuteneH ¢ 13.04.2024 no 07.07.2025 HpHKa3OM FKy KK

«KpaeBoli MeToaUeCKUM LICHTP»

ot 7B, PLALE Ne AL

OJIOKEHHE
OB OPT AHV3AIIMOHHOM OT/IEJIE

1. O01mue mo10KeHu s

[Tonoxxenne 06 opranuzalmoHHOM otAene (nanee — ITonoxenue) pazpaboTano
B COOTBETCTBHH C MONOXeHUAMM TpymoBoro komekca Poccuiickoit ®@enepanuu u
OpYTMMU HOPMATUBHBIMU JOKYMEHTAMHU, PErYIMPYIOIUMH TPYIOBBIE OTHOILICHUS B
Poccutickoii ®@epepanuu, ycTaBOM TIOCYJapCTBEHHOTO KAa3€HHOIO YUPEKISHUS
KpacHomapckoro kpas «KpaeBoit MeTOMUecKHUil IIEHTPY.

1.2. Hacrosmee IlonoxeHnue onpesenseT 1enb, 3a1add, BUABL [ESTeIbHOCTH,
OTBETCTBEHHOCTH, OPraHU3allMI0 U 0OecleUeHue NeATSIHPHOCTH OPTaHW3AI[MOHHOIO
oTAea (Janee — OTIaSH). ‘

1.3. Ormen dABngercs CTPYKTYpHBIM IOJpa3liel]eHHeM TroCydapCTBEHHOTO
KazeHHoro yupexuaenus Kpacnomapckoro xpas «KpaeBolt meToawdeckuil -IEHTP»
(manee — yupexeHue).

1.4. B cBoell peATenbHOCTH OTAEN pykoBoacTByeTcs KoHcTurynuei
Poccuiickoit ®enepanyn, denepalbHBIME 3aKOHAMH, YKa3aMH U PaCIOPSHKEHHUSIMHU
Ilpesunenta Poccuiickoit @Penepanuu, ITOCTAHOBISHUSIMU U PacCHOPSLKCHUSIMHU
- IIpaButenscrBa Poccuiickoii dDepeparnuy, HOPMAaTHUBHBIMU IIPABOBBIMM aKTaMHU
PErMOHANBHEIX M MECTHBIX OPIraHOB CaMOYIPABJIEHHs, IPHUKA3aMU MUHHCTEPCTBA
TpyZa U conuaisHOro pa3Butus KpacHomapckoro kpas (manee — YTIOJTHOMOYSHHBIH
OpraH), yCTaBOM YUYPEXIEHUS, JOKAIbHBIMHA aKTaMH YApPEKJICHUS, JaHHBIM
IMonoxenueMm.

1.5. OTgen HeNOCPENCTBEHHO MOMUMHSAETCS 3aMECTUTENIO PYyKOBOIMTENS
YUpEeXKACHUA, KypupyIoUleMy HallpaBlIeHUE ACATETbHOCTU OTHAENa U PYKOBOJUTEIIO
YUpEXKICHUS. _

1.6. OTzieN1 OCYINECTBISET CBOIO IEATENHLHOCT BO B3AUMOIEHCTBIHM C APYTUMU
CTPYKTYPHBIMHE IOAPA3NECICHUSIMHE YUYPEXJEHUS B COOTBETCTBHM C TOJIOBBIM H
MECSYHBIM IUIaHAMH, YTBEPKICHHBIMA PYKOBOAUTEIEM YIPEKACHHU.

2. llean u 3aga4n AesITeJIbHOCTH OTAEA

2.1. llenmp pgesTenbHOCTH  OTHAeNA:  OOeCIeYeHHe  OpraHW3alMOHHO-
aJIMAHUCTPATUBHOTO CONPOBOXICHUS HEATEIBHOCTU CTPYKTYPHBIX ITOJpa3/elecHui
YUpEXKEHUS 10 TOBBIMIEHUIO TPO(MECCHOHANBLHOTO ¥ 00pa3oBaTEIbHOIO YPOBHS
pabOTHUKOB OpraHMW3aIii COLHAIBHOIO OOCIY)XWBAaHHSA, BKIFIOYEHHBIX B PEeCTp
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[IOCTABIIMKOB  COIMANBHEIX  yclIyr KpacHomapckoro — Kpas, — pabOTHHKOB
rOCYIaPCTBEHHBIX YUPEKACHHI, HOABETOMCTBEHHBIX Y IOTHOMOYCHHOMY OpTaHy, 110
OCHOBHEIM HAIIPABICHUSIM UX JEATEILHOCTH. o

2.2. 3ama4u oTaena:

2.2.1. CBoeBpeMeHHass W KadecTBEHHas OpraHU3allusd KypCOB IOBBIICHHS
KBaM(UKANUY, TPO(GECCHOHATBHOM INEPENoAroTOBKA ¥ IPO(heCcCHOHALHOIO
06y4eHns pabOTHUKOB OpraHU3alHil COIMAIBHOTO OOCIY)XMBAHHS, BKIIOUCHHBIX B
peecTp TOCTABIMKOB COLHMATBHBIX yoiyr KpacHodapcKoro xpad, pabOTHHKOB
TOCYIapCTBEHHEIX YUPEXAECH I, II0IBETOMCTBEHHBIX Y IOJIHOMOYEHHOMY OPraHy, o
OCHOBHBIM HAIIPABICHUSAM MX JESTENBHOCTH. .

2.2.2. Opragmsangst paboTBl [0 IPOBEJCHUIO AaTTECTAllHK B LEJLIX
YCTAHOBJIEHUS ~ KBaTHM(HUKAIMOHHOM KaTerOpUHM  NEeJaroruveckux pabOTHHKOB
OpraHu3alui, OCYIIECTBISIOIIUX 00pa3oBaTeNbHYIO JIeSITeNIbHOCTB,
IIOABEOOMCTBEHHBIX Y IOJTHOMOYEHHOMY OpTraHy.

3. OcHoBHbIE BHJbI AeATEJIHLHOCTH OTAC/1a

3.1. Jinst HOCTHIKeHHMs TleNM, YKa3aHHOH B IMyHkTe 2.1 paspena 2 HaCTOSIIEro
ITono)keHusl, B COOTBETCTBMM C BOIOKEHHBIMH Ha HErO 3ajadaMu, OTIEN B
YCTAHOBIEHHOM 3aKOHOJATENbCTBOM IIOPSKE OCYIIECTBIAET CIEHYIOINE BHUIBI
JEeATCIIBHOCTHU: ‘

3.1.1. Opranmsanus KypcoB IOBBILICHHS KBaTmH(QHKAIWK, NPOPECCHOHANBHOM
[IepEeIIO/ITOTOBKH, ~ NPO(ECCHOHANBHOrO — 00ydeHHs ~PaOOTHHUKOB — OpraHM3AlH
COIMATIEHOTO 0OCITYKMBAHUS, BKITIOYEHHBIX B PEECTP MOCTABIIUKOB COLUATIBHBIX YCIIYT
Kpacromapckoro Kpas, paboOTHHUKOB rOCYy/IapCTBEHHBIX VUPEeXICHUH, -
ITOJBEIOMCTBEHHBIX ~ YIIOJHOMOYEHHOMY OpraHy: Habop TIpymm —ciylnarenei,
3aKIIFOUYEHHE JIOTOBOPOB 00 OOydYeHHM, COCTaBlI€HHEe M PACChUIKa JIOKYMCHTOB,
OTHOCSIMXCS K Tporeccy oOydenus, oGhopMIeHHE HEOOXOJUMON OTYETHOH
JIOKYMEHTAITHH ¥ IPYTUX MEPOIPUSATHH.

3.1.2. OpraHM3alEst W COUPOBOXKICHAE COBEIAHUHA, 00yJarolIX CeMUHAPOB,
'KoHGbepeHIi, TPEHWHIOB, KPYIIBIX CTOJOB, KOHCYJIBTAIMI i pabOTHUKOB
OpraHU3allii COLMAIEHOTO OOCITY)KWBAHWS, BKIIOYCHHBIX B PEECTP MOCTABIIUKOB
colranbHBIX yeayr KpacHomapckoro Kpas, M OpraHusaiyi, IIOZBEIOMCTBEHHBIX
VIIOITHOMOYEHHOMY OPTaHy. '

3.1.3.  OpraHM3alMOHHO-TEXHUYECKOe,  HMH(OPMAIHOHHO-METOMMIECKOE,
KOHCYJIBTAIIAOHHOE COTPOBOXKEHKE IIPOLIE/yPhl ATTECTAlllM B IENAX YCTAHOBICHIA
KBaTHMOUKALMOHHOM KATEropuy IeATOTMYeCKHM — PabOTHHKAM OpraHu3ali,
OCYITECTBRILIOIIUX 00pa3zoBaTeNIbHYIO JeSTeNHHOCTD, ITOBEIOMCTBEHHBIX
Vo1HOMOYEHHOMY OpPraHy. |

3.1.4. BriBIeHME ¥ IPOTHO3MPOBaHHE HHOOPMAIMOHHO-METOIUISCKHX
notpeOHOCTER B TIPOBEIEHHH  KypCOB  TIOBBINICHHS KBaMuKaLyH,
HpoGhecCHOHAIBHOMN ePeoArOTOBKH 1 IPOPeECCHOHAIBHOTO o6yueHus pabOTHUKOB
OpTaHM3alllii COLMANBHOIO OOCIY)XMBAaHWs, BKIIIOYCHHEIX B PEECTP MOCTABILINKOB
CONMANBHEIX yciIyr KpacHomapckoro Kkpas, paGOTHHKOB T'OCYJapCTBEHHBIX
yUIpexIeH I, TOIBEIOMCTBEHHBIX Y IOIHOMOYEHHOMY OPraHy.
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3.1.5. HudopmMupoBaHwe O IUIAHOBBIX MEPOIPHATHIX 1O TIOBBIIIEHHUIO
KBaTAQUKAMH, [POQECCHOHAIBPHOMY OOy4eHHIO M JPYTMX — O0ydYarommux
MEPONPHUATHIX.

3.1.6. IToaroroska miaHa paboThl YUpeXACHUA Ha MECALL U IO,

3.1.7. Opranu3arus paboTsl caiiTa yUpeKIeHuUs.

3.1.8. Opranusarus paboTsl ONOINOTEKH yﬁpexc)leﬂm.

3.1.9. Pacneyatka HHQOPMAIIMOHHO-METOJUYECKHUX U IPYTHX MATEPHAIIOB.

-3.1.10. TIlpoBemeHue MOHHTOPDHMHIA KadeCTBa KypCOBOM IOATOTOBKH,
poeCCHOHANBHOr0 O0yJYeHH.

3.1.11. B3sauMopeiicTBHe ¢  OpraHaMH  HCIIOJHMTEIBLHOM  BJIACTH,
rOCYJapCTBEHHBIMA ¥ HErOCYIAapCTBCHHBIMH OpraHM3alldsIMH, OOIIECTBEHHBIMU
oObeMHEHUAMHA M HHCTUTYTaMH TPaXJaHCKOTO OOIIecTBa IO  BOIPOCaM
IpeyIpEXISHUS KECTOKOTO 00paIeHus], HACHILCTBEHHBIX JIEHCTBUH B OTHOIIICHUH
HECOBEPIICHHOJIETHNX,  NPOQWIAKTHKA  Oe3HaJ30pHOCTH,  IIPaBOHAPYIICHUH
HECOBEPIIIEHHONETHIX, 3allIUTe MX IPaB W 3aKOHHBIX MHTEPECOB, B TOM YHCIIE IO
BOIIpOCaM pasBUTUS - CHCTEMBI OKa3aHUs BCECTOPOHHEH TTOMOIIIH
HECOBEPIIEHHOJIETHAM ¥ MX POAUTEISIM (3aKOHHBIM IIPECTABUTEIIM).

4. Oprapu3anus 1 odecneyeHHe AeATeJLHOCTH 0TAeNa

4.1. CocraB otaena GOpMUPYETCS B COOTBETCTBUU CO IITATHBIM PACIIACAHUECM
YUpEKACHHUS. ,

4.2. JleATeIBHOCTBIO OTJeNa PYKOBOAUT HA4YalbHHMK OTHENA, KOTODBIM
HAa3HAYACTCS M OCBOOOXKTAeTCS OT 3aHUMAEMON TOIDKHOCTH IIPHKA30M PYKOBOIHUTEIS
YUpPEKTCHHUS.

4.3. PaboTHHKH OTHENIa HETIOCPEACTBEHHO IMOAYHHAIOTCS HAaYaIbHHUKY OT/Iea.

4.4. dyHKIMOHANBHBIE 00513aHHOCTH U IIpaBa HavalbHHUKA OT/IENA, 3aMECTHTEII
HaYaIbHUKA OTHeNa, CIEIHMATHCTOB OTJAeNa pPEeraMEHTHPYIOTCS MOJDKHOCTHBIMH
. MHCTPYKIHUSMH, YTBEPKACHHBIMU PYKOBOJUTENEM YUPEIKICHHUS.

4.5. Ilnanel pabOTHI OTAENA HA TOM, MECSI] COCTABIIAIOTCS HAYaJbHUKOM OTIeNa
(B €ro OTCYTCTBHUE — JIUIIO, HA3HAYECHHOE B yCTAHOBIEHHOM IOPSAIKE) U yTBEPXKIAIOTCS
PYKOBOJMTEJIEM YUPEXKACHHS B COOTBETCTBUH C IIAHOM paboTHI VUPEKICHHS.

4.6. CreLHanycTaM OTENa YCTAHABIHBACTCS Pa3be3JHON XapaKkTep paboThL.

5. MaTtepuanbHas 0a3a

5.1. Ormen dopmupyeTcs 3a CUET CPEACTB, BBIACNEHHEIX YIIOIHOMOYCHHBIM
OpraHOM Ha pa3BUTHE U QYHKIHOHHPOBaHUE YIPEK TCHHMSL.

5.2. JInsa oCyILIeCTBICHHS JAESTEIEHOCTH OTJe] 00eCIeYnBAETCS IOMEIIEHUEM,
HeOOXOAMMBIM 000OpYIOBaHHEM, TEXHUYECKHMHU CPEACTBAMU Ui BBITIOJTHCHUS
YCTaBHBIX 337ja4 yUPEIKICHU.

5.3. JlomyckaeTcst yKpemieHHe MaTepralbHOM 0a3bl OTAeNa 3a CUET Mepefayn
CIOHCOpaMH YUYPEXKIEHHI0O Ha O€3BO3ME3JIHOM OCHOBE WHCTPYMEHTOB, ayJuo,
BUJICOTEXHUKH, TATEPATYPHI ¥ JPYTUX MAaTEPUAIBbHBIX IIEHHOCTEM.
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6. OTBEeTCTBEHHOCTH

6.1. 3a HeHCIOJHEHHe 3aKOHHOTO pDACIOPSKCHHS HIHM TpeOGoBaHUs
PYKOBOIMTENS ~ YUPEKACHHS,  3aMECTUTEIs  PYKOBOAMTE,  KypHUPYIOUIETO
HalIpaBJICHUE JESITEIBHOCTH OTHENa, HEIPENCTaBlICHNE WM HECBOSBPEMCHHOC
npejcTaBIeHe HH(GOPMAIWH, INOKYMEHTOB ¥ MaTepHajioB, HEOOXOAMMBIX I
ocymeCTBJIeHH;I OTZHEJIOM YCTAHOBJICHHBIX €My BHJOB ACATCIBPHOCTH, a TaKXKe X
[IpeJCTaBleHHe ., HE B IIOJHOM o0beMe WM IPEACTaBIeHHe HENOCTOBEPHOU
HHGOPMAIlAY, JOKYMEHTOB H MAaTEPUAlOB, HCHCIIOJHECHHE WM HCHAJIeKaIlee
WCIIONIHEHHE MPOGHECCHOHAIBHON NeSTeIbHOCTH BiedeT 3a COOOU AUCIUITIIMHAPHYTO
OTBETCTBEHHOCTh Pa0OTHWKOB MIHM MHYIO OTBETCTBEHHOCTB, YCTAHOBJICHHYIO
3aKOHOMATENECTBOM Poccutickoit @enepanmu U KpacHomapckoro kpas. '

6.2. Bci0O DOINHOTY OTBETCTBEHHOCTH 34 Ka4yecTBO U CBOEBPEMEHHOCTH
BLITIOMHCHUS BO3JIOXKEHHBIX HacrosmuMm IlomoxenueM Ha OTOET 3ala4 H
YCTAHOBIICHHBIX €My BUJIOB JIESITSIBHOCTH HECET HAYAJILHHUK OTIENA.

6.3. CrereHb OTBETCTBEHHOCTH pabOOTHUKOB OTAENla YCTAaHABIMBACTCHd B
COOTBETCTBMM C JOJDKHOCTHBIMM MHCTPYKLHSMH, IOKaNbHBIMH HOPMAaTHBHBIMH
aKTaMH YYPEXKJEHUS U JEHACTBYOIIIM 3aKOHOATEIHCTBOM.

6.4. OTBETCTBEHHOCTH 34 pa3TJlallleHue CTaBIIMX H3BECTHBIMU B XOJIE
BEITIOJTHEHHS JOJDKHOCTHBIX O0SI3aHHOCTEN MEPCOHANBHBIX JAaHHBIX I'PaXAaH, HECYT
CIEIMANMCTEl  OTHella, MHOINYINeHHblE K YKasaHHBIM [J@HHBIM, B IpeJenax,
YCTaHOBJICHHBIX JEMCTBYIONIMM 3aKOHOIATENIECTBOM Poccuiickoit @eneparium.

7. Hopsinok yreep:xaenns: Ilo/03xkenust H BHECEHHE B HET0 H3MEHeHHH

7.1. Hacrosmee .IlonoxeHnne, a TakXe HU3MEHEHHSA W JIOMOJHEHUA K HEMY,
YTIBEPKIAIOTCS IIPUKA30M PYKOBOIUTEIS YIPSKACHHUA.

8. Peopranu3anus ¥ JJHKBHAQUIHSA OTAEJIA
8.1. Otmen peopraHu3yeTcs WM JHKBHIUPYETCS B COOTBETCTBUH C yCTABOM

yUpexeHus Ha OCHOBaHNH IpUKa3a pyKOBOAUTCIIA YUIpEKIACHUA.

HauansHuK OpraHU3aOHHOr0
ormena ' A 9. JIazpsH
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