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1. O01ue MoJI0KEeHUA

1.1. Hacrosimee IlonoxkeHue 00 aaMUHUCTpaTUBHOM oOThejie (naigee —
[Tonoxenue) ABTOHOMHOM HEKOMMEpPYECKON OpraHu3alii JAOMOJHUTEIBHOTO
npodecCUOHAIBHOTO 00pa3oBaHus Y 4eOHO-METOANYECKUM IEHTp « DUHKOHTY (1aiee
— AHO YMI] «®UHKOHT») yCTaHABIMBAET 11€J1, 3a7a4H, (DYHKIIUH, OTBETCTBEHHOCTb,
HOPSAJOK B3aMMOJEUCTBUS W OpraHM3alfio pabdoThl aJIMHUHUCTPATUBHOTO OT/ENA
(manee — Otaen).

1.2. TpeboBanusi Hactosimiero IlonoxeHust pacHpoCTpaHSIOTCA Ha BCeX
paOOTHUKOB, BXOJAIIMX B IITATHYI0 UYWCICHHOCTh OTAENa M  SABISAIOTCS
00s3aTENbHBIMU K UCTIOJTHEHUIO.

1.3. Ortpnen sBisieTcs cTpykTypHbIM noapasaesneaneM AHO YMI] « DUHKOHTY.

1.4. B cBoeli neATebHOCTH OTIET PYKOBOACTBYETCS:

- TPYIOBBIM 3aKOHOJATEIbCTBOM Poccuiickoit @enepannu;

- 3aKoHoJaTensCcTBOM Poccuiickoit deneparnuu B 0061actu 00pa3oBaHus;

- BHYTPEHHUMH JIOKAJIbHBIMM HOpMAaTWBHbIMU JokyMeHTamu AHO VYMI]
«DUHKOHTY TIO BOMPOCAM BBITIOIHAEMON PabOTHI;

- mnpaBuiaMu BHyTpeHHero pacnopsaka AHO YMIL « ©DuHKOHTY;

- MpaBUJIaMU U HOPMaMH MOXKapHOU O€30IaCHOCTH;

- MHCTPYKLHUEH MO TeXHHUKE 0€30IacHOCTH;

- HacroAwmM Ilomoxenuem.

2. CTpykTypa noapaseieHus

2.1. CTpykTypy ¥ IUTaTHYKO YHUCJIEHHOCTh OTHENa ONpeaenseTcs B
COOTBETCTBHM CO IITAaTHBIM PACHUCaHHUEM, yTBepxkaaeMbIM pekropom AHO YMI]
«DPUHKOHT.

2.2. Otaen BO3MIABIAET PYKOBOJIUTENb OTAEIA.

2.3. PacnpeneneHue 00s13aHHOCTEN MeXAy  paboOTHUKaMH oTaela
OCYILECTBIISIETCS PYKOBOJIUTENIEM OTHEJa B COOTBETCTBUU C JIOJDKHOCTHBIMHU
MHCTPYKIUSMHU U HacTosiuM [lonoxxennem.

3. Heas n 3axaun

3.1. OCHOBHOI 1ENBIO OTAENA SBIACTCA OpPraHu3alusig W MaTepUAIBHO-
TEXHUUYECKOEe OOeCeYeHUEe NESITSIHPHOCTH II0 IMPEIOCTABICHHUIO 00pa30BaTEeIbHBIX
ycIyr B 00JlacTH  JIOMOJIHUTENBHOTO  MpOo(decCHOHATBHOTO  00pa3oBaHUS,
poheCCHOHAIBHOTO 00YUYeHHUsI, KYpCOB IICJICBOTO Ha3HAUCHUS M MHBIX HANpaBICHUMN
nesteabHocT AHO YMI « DUHKOHT.

3.2. 3agayaMu OTaela IBISIOTCA:
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- Opra’M3ainys U MaTepHallbHO-TEXHUUECKoe o0ecnieueHrne o0pa3oBaTebHbIX
meponpusatuidi AHO YMII « DuHKOHTY;

- MOATOTOBKA U MPOBEAEHUE 00Pa30BATEIBHBIX MEPONPHUITHI B COOTBETCTBUU
C YTBEPKIACHHBIM PACIIUCAHUEM;

- NOJArOTOBKA yYEOHBIX ayAUTOPHIl;

- perucTpaius y4acTHUKOB YYEOHBIX MEPOTIPUATHI (00ydaromuxcs);

- BCTpe€Ya M B3aMMOJECHCTBHE C IIPEINOIaBATEISIMY;

- olecrieyeHre TMpemnojaBaTeNneil y4eOHO-POTPaMMHOM JIOKyMEHTAIHEH,
MaTepualaMH JJisl TPOBEACHUS 3aHATUM;

- TNOJArOTOBKA M MaTepualbHOE o0ecrieueHue Koge-nays;

- opopmiieHHe  y4yeOHOW  JOKYMEHTAaIlMH, [HCeM, 3asiBOK, IedYaTh
YAOCTOBEPEHUN U IUILIOMOB I10 PE3yJIbTaTaM UTOTOBOM aTTECTALlUH CIIYILIATENEH;

- KOHTPOJIb [IPEIOCTABIECHUS CIyLIaTENIMU HEOOXOUMBIX IOKYMEHTOB;

- BblJa4a M HaIpaBJICHHUE IO MOYTE KOMIUIEKTOB JIOKYMEHTOB I10 PE3YJIbTATAM
oOy4eHMS;

- BEJICHHE KyPHAJIOB PETUCTPALUH;

- o0ecrieyeHHe M KOHTPOJb YHUCTOTHI, MOpPsIKa, CAHUTAPHOIO COCTOSHUS
ayJIUTOPUH;

- o0ecrie4eHre U KOHTPOJIb YMCTOTHI M MOPSAKA, COOJIIOIEHUSI CAaHUTApHBIX
HOPM B 30HE€ KO(e-Tay3bl;

- 3aKyIlKa HeOOXOJMMBIX MaTepUasoB, MOCYAbl, MPOAYKTOB MUTAHUS;

- B3aUMOJCICTBME C CHUCTEMHBIM aJMUHUCTPAaTOPOM IO  BOIpOCam
OpraHU3alMM U IPOBEJACHUS Y4€OHBIX MEPONIPUITHH;

- BCTpEYa MOCETUTENEH;

- KOHCYJbTHUPOBAHHME IIOCETUTENEH, OOyJarouuxcs, NpenojgaBareiaei 1o
OpraHU3allMOHHBIM BOIIPOCAM;

- B3aUMOJCHUCTBHE C AaJMMHUCTpALMEW 3MaHUS 1O aJIMUHHUCTPATUBHBIM
BOIIPOCAM;

- 3aKa3 JKCKypcuid, OpOHHPOBAHHWE TOCTHHMII, >KEJIE3HOAOPOXKHBIX M aBHa
OuseToB, 0pOPMIIEHUE CONPOBOIUTENBHOMN TOKYMEHTALIUH.

4. DOyHKUMHU

4.1. OcHOBHBIMU (PYHKIIUSIMHU OT/AEJNA SIBISIOTCS:

4.1.1. IloaroroBka K MpOBEJICHUIO 00PA30BATEIbHBIX MEPOIIPUSATUI;

4.1.2. OOGecrieueHre B3aMMOJICHCTBUSI CIIYKO W TOApA3ACICHUN B LEIAX
HaJIeKAIIEro OPraHu3allMOHHOTO U MaTEPUAIbHO-TEXHUUECKOT0 00eCIeYeHU s
00pa30BaTeNbHBIX MEPONPUSITHIA;



4.1.3. MarepuanbHO-TEXHUYECKOE obecrieueHue 00pa3oBaTeIbHBIX
MEpPOIPUATUH, Kode-Tays3;

4.1.4. IlpencTaBUTENHCTBO HHTEPECOB YUEOHOTO IIEHTPA, BCTPEUa TTOCETUTEIICH;
4.1.5. Kontpouib, opopmiieHrne yueOHON 1 MHON TOKyMEHTAILIUH;

4.1.6. ObecrieyeHne COOMIOACHHUSI CAaHUTAPHBIX, MPOTHBOIIOXKAPHBIX HOPM U
MpaBWJI IIPU MIPOBEJICHUU YUEOHBIX MEPOIIPUSITHI;

4.1.7. KoHTpoJsib pabOThI KOMITBIOTEPHOM, OBITOBOM, O(DUCHONM TEXHUKHU;

4.1.8. MndopmMupoBaHre pPyKOBOJCTBAa 00 OOCTOSATENbCTBAX, HAPYIIAIOIIUX
YCTAaHOBJICHHBIA MOPSAJOK OpTraHM3alMd U TPOBeIeHUs 00pa30BaTEIbHBIX
MEpONPUATHIA, 00 MHBIX OOCTOSITENbCTBAX, TPEOYIOIIMX y4acTUs B pELICHUU
BOIPOCA PYKOBOJUTENEH yueOHOrO LIEHTPA;

4.1.9. 3amonHeHue U cnada (HampaBJeHUE —aApecaTamM)  OTYETHOM
JOKYMEHTALUY;

4.1.10. KonTpoJsp HanpaBieHUs: KOMIUIEKTOB JOKYMEHTOB 10 «lloute Poccumy;
4.1.11. KoHTponb 3a COXpPaHHOCTBIO MaTepUANbHBIX IEHHOCTEH B oduce
y4eOHOTO IIeHTpa; OOecreyeHrne pa3yMHONW SKOHOMHU M PAIlMOHAIBHOTO
HCIIOJIb30BaHUS UMEIOIINXCS PECYPCOB;

4.1.12. BrlmonHeHWE WHBIX OOA3aHHOCTEM ©  COONIIOJICHUE  TIPABHII,
pelyCMOTpeHHbIX PernaMenTom paboThl agMUHHCTpATOpa 110 OPraHU3aliy U
mpoBesieHn0 oOpaszoBaTeabHbIX mporpamm B AHO YMII « ®uHKOHTY.

5. OTBEeTCTBEHHOCTH

5.1. Otnen HeceT OTBETCTBEHHOCTD 3a:

5.1.1. KadecTBO ¥ CBOEBPEMEHHOCTh BHITIOJIHEHUSI (DYHKIIHIA, BO3JI0KEHHBIX HA
Hero HactosmuMm IlonoxxkeHuem.

5.1.2. CoGmtonenne pabOTHUKAMU OTAeNa TPYAOBOM AUCITUTIIIMHEI.

5.2. IlepcoHanpHas OTBETCTBEHHOCTh PAaOOTHHUKOB OT/ENIa YCTaHABIMBACTCS
JOJDKHOCTHBIMHA HHCTPYKITASIMH.

6. B3aumopeiicTBHe ¢ IPYrUMH MOAPa3AeTCHUAMHA

6.1. [ns BbIMONMHEHUS (PYHKIUHA M peajn3aldu TMpaB, MPETyCMOTPEHHBIX
HacToAmmM [lonoxkenuem, oTaea B3aMMOJIEMCTBYET C:

6.1.1. byxranrepckoii ciry00ii 1o BceM BorpocaM (PUHAHCOBO-XO035IHCTBEHHOM
NeATETbHOCTH.

6.1.2. Otnenom KaapoB (JIMLIOM, OTBETCTBEHHBIM 3a KaJpOBYIO padoTy) Mpu
npuemMe, YBOJIbHEHUH, TIOOIIPEHUH U HAJIOKEHUH B3bICKaHUN Ha PaOOTHUKOB OT/IENA.
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6.1.3. TexHuyeckuM OTAEJIIOM (CHUCTEMHBIM aJMUHUCTPATOPOM) IO BOMpPOCAM
TEXHUYECKOTO OCHAILICHHUS.

6.1.4. Y4eOHO-METOIUYECKUM OTAEIIOM — 10 BONPOCAM METOJUYECKOTO
oOecnieueHrss ~ oOpa3oBaTeNIbHBIX  MEPONpUATHH,  oopmileHHs  y4dyeOHOU
JIOKYMEHTallUH.

6.1.5. Otnenom no pabore ¢ KIMEHTaMU — IO BOIPOCaM B3aMMOJEUCTBHS C
00y4aromyMUCs U 3aKa34uKaMu, 0(OPMIICHUS! KOMITJIEKTOB JOKYMEHTOB KJIMEHTOB.



JIMCT O3HAKOMJICHMS:

JlaTa

®.1.0. paboTHMKA

IMoanucek

1

2

3
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