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1. O61ue noJoKeHUs

1.1 Hacrosiee IOJOXKEHHE PETYIHPYeT NeATeIbHOCTh obecrneunBarollei
cnyx6pl  (manmee — Cuiyxba) OwomkeTHoro yupexzaenus OMckod —obmactu
"KOMIIJIEKCHBIM ILIEHTP COLMANbHOrO 00CIy)XHBaHUS HacelneHus: Ha3piBaeBCKOTO
paiioHa" (manee — YupexzaeHue).

1.2. Cnyx0a siBAsieTCst CTPYKTYPHBIM [IOApa3ieIeHueM Y YpeKIeHHus.

1.3. Cayxba ocyuecTBIsSeT CBOIO [OEATENEHOCTE B COOTBETCTBMM C
Koncturynmeit  Poccuiickoit ~ ®enepanun,  denepanbHeIM W 00JIACTHBIM
3aKOHONATENBCTBOM, YCTaBOM VYUpeKAEHHs, I[pUKa3aMH U pacropsIKeHUIAMHU
MunucTepeTBA TpyAa H COLMAnbHOrO pa3BuTHs OMCKOH 001acTH, HaCTOSIINUM
ITonoxenuem.

1.4. Cnyx0y BO3IJIaBisieT CIELHMANXCT 10 KaapaM, KOTOPBIH HaszHavaeTcs Ha
JOJIKHOCTD MTPUKA30M PYKOBOAMTENA Y UPEKACHHS.

2. Llenu u 3anaun CayxOsl

2.1. Cnyxba cosmaHa B LeSX BHEIPEHHs €IUHOro Iopsaka paboThl ¢
NOKyMEHTaMU YUpeKIeHHs B COOTBETCTBUM C ACHCTBYIOLIMMHU HOPMATHBAMH.

2.2. OcHoBHBIMH 337auaMy CiryK0bl SBJISIOTCS:

1) mombop ¥ paccTaHOBKa KagpoB, YUeT JMYHOIo COCTaBa U BeleHHe KalpOBOH
IOKYMEHTALIMH, TTOBBILIeHHe KBaTUPUKALHKH pabOTHUKOB;

2) ofecrneyeHre eIUHOTO TIOpsAAKa [JOKYMEHTHPOBaHHMs, OpraHH3alUH
paboThl ¢ JIOKyMEHTaMH, COBEpIICHCTBOBaHHEe (QOpPM M METOJIOB paboThl C
JNOKYMEHTaMH;

3) paspaboTka W TIpoBeIEeHHE EIMHOH TEXHOJOTMYECKOW TIOJUTHKH 10
COTIPOBOXIEHHIO COBPEMEHHBIX MH(OPMALIMOHHBIX TEXHOJIOIHH.

3. OcHoBHbIe GyHKIUU CiyKOEBI
3.1. K ocHoBHBIM (yHKLIHSAM Ci1yxObl OTHOCATCH:
- OIIpejieNieHre TeKyIei moTpeOHOCTH B KaapaxX, aHalu3 TeKY4eCTH KaapoB;



- mombop IepcoHana COBMECTHO C PYKOBOAUTENSAMH 3aMHTEPECOBaHHBIX
[o/ipasielIeHHH;

- pa3paboTKa ITATHOTO paclIUCcaHus;

- TOKyMEHTHPOBaHUE MprueMa, NepeBoa, YBOJIbHEHUs pabOTHUKOB;

- IpHeM, 3alloIHeHNe, XpaHeHHe U Bbllada TPYAOBBIX KHHKEK;

- BelleHHE YydYeTa JIMYHOrO cocTaBa pabOTHUKOB OpraHHW3alluM, o(popMIeHHe
JIMYHEIX Jell, TIOATOTOBKA M BhlAaua mo TpeOoBaHUIO pabOTHHKA CIIPaBOK U KOMHMH
OOKYMEHTOB;

- cocTaBlieHHe TpaduKa OTIIYCKOB M YYET MCIOJB30BaHUS OTIIYCKOB, a TaKXKe
odopmiIeHHe OTILYCKOB B COOTBETCTBUU C IPa(UKOM OTILYCKOB,;

- BelleHHe yueTa paboTaroluX B OpraHu3aliy BOEHHOOOS3aHHBIX;

- paboTa ¢ pErHOHANBHBIM OTJAEIOM 00S3aTENIBHOr0  MEIMLIUHCKOrO
CTPaxOBaHUS;

- MOArOTOBKA MaTepHalioB [UIsl IpeAcTaBIeH!s] paOOTHUKOB K MOOLUPEHUIM U
HarpaxIeHUsIM;

- IIOATOTOBKA MAaTEPMANOB I10 IIPUBJIEYEHHIO PAOOTHUKOB K MATEpUAIBHOM H
JUCLUIIIHHAPHON OTBETCTBEHHOCTH;

- BBIMTOJTHEHHE 3aMIPOCOB O TPYIOBOM CTa)ke pabOTHUKOB, paHee paboTaBILKX B
OpraHU3aluy;

- ¢opMHpOBaHME KaJpOBOro pe3epBa /Ul BBLIABHKEHMS Ha PYKOBOIALIME
JIOJDKHOCTH, COCTaBJIEHUE IJIAHOB PA3BUTHUS COTPYIHHUKOB;

- aTTecTalus pabOTHUKOB,

- OpraHM3alus MMOBBIIMIEHUS KBalnu(pUKaluu pabOTHUKOB;

- opraHuzalus TabeIbHOIO y4erTa;

3.2. Opranusyer u obecrieurBaeT AOKYMEHTALMOHHOE M OpraHU3alHOHHO-
TEXHHUYECKOe 00CTy)KIBaHHEe PabOThl COBEIIATE/BHBIX OPraHOB OPraHU3al1H,

3.3. OcyuiecTBiser  IpWeM, pErucTpalyiro,  yd4eT, JIOCTaBKy  II0
NnoApasfeNieHussM  BXOISIIMX JOKYMEHTOB, a TakkKe IIpHEM, KOHTPOIb 3a
ohopMIeHHEM U OTIIPABKY UCXOAAIIUX TOKYMEHTOB.

3.4. OcyuecTBiseT perucTpauuio, yder, oQopmieHHe BHYTPEHHHX
JOKYMEHTOB.

3.5. KoHTponupyeT BBIIIOJIHEHHE 3aJaHUW DPYKOBOJACTBA OpraHU3alMu I10
NOKYMEHTaM, 00€CIIeUHBAIOLIMM OCHOBHYIO IEATEIbHOCT OPraHU3alHH.

3.6. OcyllecTBIsET OPraHU3alOHHO-METOJMIECKOE PYKOBOACTBO paboTOMH ¢
JOKYMEHTAMHU B CTPYKTYPHBIX I10/pa3/ie/IieHUsIX, KOHTPOIUPYET [PaBUIIBHOCTD
odopmienus 1 GOpMHUPOBaHUS JOKYMEHTOB U Jell.

3.7. Opranuszyer paboTy IO 3KCIEpPTH3e LEHHOCTH [JOKYMEHTOB W JEIl,
MPUHUMAET oT CTPYKTYPHBIX oJpa3/ieleHuH nena, 3aKOHYEHHBIE
OeJIOMPOU3BOACTBOM, oOecrneyrMBaeT WX y4eT, OINHUCAaHHWEe, COXPAaHHOCTh U
UCIIOJIb30BaHHUE.

3.8. OcyiecTBiIseT MEPOIIPUSATHS 10 COBEPIIEHCTBOBAHUIO IEJIONPOU3BOACTBA
1 apXUBHOT'O JleJla B OpraHu3alliu.

3.9. Oka3piBaeT KOHCYJIBTATUBHO-METOIMYECKYIO IIOMOLIL pabOTHHKaM
CTPYKTYpPHBIX TOApa3ielieHui opranu3alu B padoTe ¢ NOKyMEHTaMH, OpraHU3yeT



MOBBILIEHHE KBaIU(DUKALMKU COTPYAHHMKOB [0 BOIPOCaM COBEPIICHCTBOBAHUS
JIOKYMEHTAITMOHHOTO 00ecreueH!s €e OCHOBHOM IeATENILHOCTH.

3.10. ObecrieurBaeT M3rOTOBIEHHE, YUeT W XpaHeHUe ONaHKOB NOKYMEHTOB
OpraHU3alliu.

3.11. IlpoBoguT pabOTHl MO YCTAaHOBKE M COIPOBOKIAEHWUIO IMPOrPAMMHBIX
MPOJAYKTOB obecreuynBaomuX (YHKLHOHUPOBAHUE LEHTPANTU30BAHHBIX XPaHHUIMILL
JNAHHBIX.

3.12. OGecnieunBaeT MeKCEPBEPHOE B3aUMOJIEHCTBHE B CETIX.

3.13. Jlna obGecneuenwust 3GGEeKTHBHOTO COMPOBOXKIAECHUS WH(MOPMALHOHHBIX
TEXHOJIOTHH y4acTByeT B 00yue€HUU U KOHCYJIbTUPOBAHHH COTPYIHHKOB.

3.14. CobmroneHue pesxumMa 3al|Thl HHMOPMaLHH.

4. TTonmromouust CiryxOBI

4.1. Cny>6a TIpH OCYIIECTBIEHUU CBOUX QYHKLMH HUMEET MPaBo:

1) B yCTaHOBJIEHHOM TOpsAKe MpPEJACTaBIATh HHTEPECHl YUpexJIeHHUs B
opraHax rocyz[apCTB'eHHc)ﬁ BiacTd Poccuiickoil ¢enepauun, Omckoll o0JacT,
OpraHax MECTHOT'O CaMOYIIpaBJIeHUs, OPTraHU3aLMAX | yUPEKTeHUSIX;

2) 3ampallMBaTh U IOJydaTh B YCTAHOBIEHHOM IOPSOKE HEOOXOAUMYIO IS
paboThl HHPOPMALUIO U JOKYMEHTEI,

3) BHOCHTH MIpeIONKEHUsI PYKOBOIUTEIIO YupexieHus 1o
COBEPIIEHCTBOBAHUIO 1eATeNbHOCTU CIiyKObl YUpeKIeHHsl.

5. BzaumopeicTBrEe ¢ IPYTUMU CTPYKTYPHBIMU ITOAPA3AEICHUIMH
YupexxneHus 1 UHBIMH OpraHU3alUsIMu

5.1. Ciy»x06a npu OCyIIECTBICHUH BO3JIOKEHHBIX QYHKIUHA B3aUMOJICHCTBYET:

1) co CTPYKTYpHBIMH [OAPA3IE/IEHUAME Y UPEKACHUS,

2) CO CTPYKTYPHBIMH TOJpa3iesleHus MU MUHHCTePCTBA TPY/Ia U COLUAIBHOTO
- pas3BuTus OMcKoH 0051acTH;

3) ¢ TeppUTOpHUAIbHBIMH OpraHamMu MUMHHMCTEPCTBA Tpylda W COLMAIBHOTO

pazsuTuss OMCKOH 001acTH;

4) c opranaMy MeCTHOIO CaMOyIIPaBIEHHS;

5) ¢ yupexnenusimu [lencuonsoro @onna Poccuiickoin @enepannw;

6) ¢ 00IIeCTBEHHEIMU ¥ OJIarOTBOPHUTEIBHBIMU OPraHU3alusgMH.
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