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1. OBIIUE INOJIOXEHMUS

1.1.Jlenonpou3BoACTBO SBIISIETCH CTPYKTYPHBIM noapasejeHueM
rocyJapCTBEHHOTrO OIOJIKETHOIO YUpPEKIAEHHS COLUMAIBHOrO 0O0CTy)KMBaHUA
KpacHonapckoro kpas « TuMalueBcKUi 10M MUIOCePIUSY.

[logpasnenenne  JeNONPOU3BOJACTBA  MOAYUHSETCS  HENOCPeJACTBEHHO
IUPEKTOPY.

1.2.CTpykTypy M IUTAaTHYIO YHCJIEHHOCTb I[I€pCOHaja CTPYKTYPHOTO
noJipa3/iefieH|sl YTBEPXKIAeT [UPEKTOp YUYPEeXAEHHUs, HUCXOAs U3 YCIOBUH H
0COOEHHOCTEH eATeIbBHOCTH YUYPEKISHHUS MO COrIaCOBAHHUIO CO CIIELIMAIUCTOM I10
KaJpam.

1.3.TpynoBble 0Os3aHHOCTH CeKpeTapb — MALUWHHCTKH, JIOKYMEHTOBe/a,
ycioBUsS MX Tpyaa onpexpenstorcs TpyaoBeiM koaekcom P®, TpynossiM
IIOrOBOPOM, IOJDKHOCTHOM MHCTPYKLMEH 3aK/lo4aeMbIM C  COTPYJIHHKOM,
[IpaBuiaMi BHYTPEHHEr0 TPY/10BOr0 pacnopsaka i MHBIMHU JOKAJIbHBIMH aKTaMH.

1.4.B KOMIUIEKT JOKYMEHTOB CTPYKTYPHOTIO MOApa3/1eIeHUs BXOAMT:

[TonoxeHnue 0 CTPYKTYPHOM NOJIpa3/ie/ICHUH;

[Inan paGoTel moApa3feNeHUs, BKIIOYAIONIMI MeponpHsiTUs B 00iacTu
KOHTPOJIS Ka4ecTBa;

['pacduk KOHTpONS KauecTBa MOIpa3/iesIeHus;

[Tnan MeponpHUATHIi 10 YCTpaHEHUIO HE1I0CTAaTKOB;

Cnucok BONPOCOB IS [IPOBEICHHUSI IPOBEPKH;

CripaBka 0 MpoBepKe KayecTBa yclyr;

JKypHan KOHTpoJ1s KayecTBa paboThl COTPYAHUKOB,

JIOMKHOCTHBIE HHCTPYKIIHUH;

[TpaBuia, UHCTPYKLIMH, METOITUKH paboTHI;

['ocynapcTBeHHBbIE CTaHAAPTHI COLMAIIBHOIO 00CITYKUBaHUS;

["omoBoi# aHanu3 paboThl B 00JACTH KOHTPOJIS KayecTBa NMpenoCTaBICHHS
YCIIyT.

1.5. CTpykTypHOe nozpa3saeneHue AeJ0NPOU3BOACTBA BK/IIOYAET B CBOH
COCTaB UCITOJIHUTEJICH:

ceKpeTapb — MAlIMHUCTKY, JOKYMEHTOBE/a.

2.0CHOBHBIE LHEJIA

2.1.Benenne yyera nocTynarwlled U OTIIPaBIseMON KOPPECTIOHIEHLIUHN:
pUeM, y4YeT M perucTpaius BXOAAUIEH M HCXOAsAleH KOppecloH/eHLMH,
NOBEJIeHHE BXOISLIEH KOpPECIOHACHLMH 10 PyKOBOJACTBA JOMa MUJIOCEPAUs, €ro
CTPYKTYPHBIX IOJipa3/IelIeHHiA;

2.2.CucremaTH3allisi JIOKYMEHTOB B YCTaBHOM l'[Opﬂ,ElKe obecrieyenue
COXPaHHOCTH MOCTYMNAaroLIeH ciaykeOHOH J0KyMEHTALHH.
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2.3.Peructpauus ¥ OTIpaBKa UCXOIALUEH KOPPECIOHJAEHLMH, KOHTPOIb 3a
NpaBUIBHOCTBIO €€ odopmieHHs U obecrieyeHue e€ ONEpaTUBHOW OTIPaBKU
ajzpecaram;

2.4.JloBeneHue A0 COOTBETCTBYIOLIMX CTPYKTYPHBIX MOJpa3jeNeHui jaoma
MHUJIOCEepIUs 3aKOHOB, YKa30B, IIOPYY€HHUH YIIOJHOMOYEHHBIX OpPraHOB,
MOpYYEHHUsT PYKOBOACTBA JOMa MMIIOCEPIAHs, OCYLUECTBJIAEeT KOHTPOJIb 3a
MOJArOTOBKOM HEOOXOOUMBIX TpelsIOKeHHH IUIs IOKJIaJa pyKOBOJACTBY J0Ma
MHUJIOCEpAHS.

2.5.Yuer BeJileHHE U XpaHEHHUE JIMYHBIX JeJ1 MPOKUBAIOLINX IPaXIaH.

2.6.IlogroToBka M mnepegada B apXMB J0Ma MUJIOCEPIHUS HJOKYMEHTOB,
3aKOHYEHHBIX JEJI0NPOU3BOICTBOM.

3.0CHOBHBIE 3AJTAYH

3.1.00ecneunBaeT  KOHTPOJb 32  CBOEBPEMEHHBIM  HCIIOJHEHHEM
CTPYKTYPHBIMM  MOJpa3je/IeHUssMH  JIoMa  MMJIOCEpAMsi  IOpyYeHHH U
pacriopsukeHUll nupektopa. OOoOuieHWe cBeoeHMM O XoIe M pe3yiabTaTrax
HCIOJTHeHHUs paclopsuKeHUH, HHQOpMHpoBaHHe 00 3TOM JUpeKTopa Joma
MUJIOCePIHS.

3.2.  OcyuiecTBiaseT  perucTpaluild U OTBETCTBEHHOE  XpaHEHHe
HOPMATHBHBIX aKTOB JIOMa MUJIOCEPHUS.

3.3.0cymecTBaser cOoOp, aHaJM3 W TMpPUBEIEHHE B COOTBETCTBUE C
BeOMCTBeHHBIM [lepeuHeM HOMEHKIATYpPHBIX €Nl CTPYKTYPHBIX MOJApa3eleHHi
ZI0Ma MHUJIOCEPIHUS.

3.4.0cyuiecTBisieT KOHTPOJIb 3a B3aUMOAEHCTBHEM U JOKYMEHTO0OOPOTOM
MEXIY BBILIECTOSLIMMH OpraHUu3alHsIMHU.

3.5.0pranuzauus  paboThl 1O TMOATNOTOBKE COBELIAHHUH, MPOBOAUMBIX
IUPEKTOPOM, BelleHHe U ohopMIIeHHEe ITPOTOKOJIOB.

3.6.0praHuzanus M TpHEeM [OceTUTeNeH, TeledOHHBIX I1eperoBOpoB U
Apyrie TexHHu4eckue QYHKUMM 1o o0ecneueHHI0 paboOTbl pPYKOBOAUTEINS.
[TeyaraHue JOKYMEHTallUH.

3.7.0¢popMmnenrie U BedeHWE JIMYHBIX [JeJ  ONEKaeMbIX TIpakaaH
MPOXXMBAIOIIUX B UHTEpHATE.

3.8.0dopmiieHne JOKYMEHTOB [Ulsl PErHMCTpallMM IO MeCTy IpeObIBaHus
BHOBB [NOCTYIAIOIIMX B HHTEPHAT ONEeKaeMbIX.

3.9. OdopmiieHre norpubOeHus: Ha OleKaeMbIX IpaX/iaH.

3.10. OdopmieHre ¥ Bbla4ya HEOOXOOMMBIX CIIPaBOK, KacaloLIUXCs
MHBAJIW/I0B, IPOKUBAIOLLIMX B UHTEPHATE.

3.11. KonTponb BXoasweH KOPPeCOHAEHUMH Ha COOTBETCTBHE (DYHKIIMAM
JIoMa MUJIOCEpIUs;

4. OTBETCTBEHHOCTb U 005I3aAHHOCTH.

4.1.PaboTHHK 00s3aH:
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JI00pPOCOBECTHO UCIIONHATH CBOM TPY/10BbIe 00S13aHHOCTH, BO3JIOKEHHbIE Ha

Hero Io TPyJIOBOMY JOTOBOPY.
BBINOJIHATE YCTAHOBJIEHHbIE HOPMBI TPYa;

CO6J'[IO,EL8.TI: TpBGOBaHI/IH 110 OXpaHe Tpyaa, TCXHHUKE 0e30I1acHOCTH U

nomapHoﬁ 6630HaCHOCTH;

coOnmoIeHHe COTPpYAHHKaAMH OTA€]1a pr,E[OBOﬁ H HpOH3BOﬂCTB€HHOﬁ

JHCHUITITHHBI,

4.2 .PabOTHHK HEeCET OTBETCTBEHHOCTE 34

PE3YIIBTATEHI CBOEH p36OTLI H BBIITOJIHECHHE BO3JIOXKCHHBIX Ha HUX 3a/a4,
34 HEHaIeXalee KW HE CBOCBPEMEHHOE BEBINNOJTHEHHE HOHHOMO‘IHﬁ,

NpeayCMOTPEHHBIX HACTOAIIHUM ITOJIOKEHHUEM,
OTBETCTBECHHOCTb CEeKpeTapb—MalllHHHUCTKH,
YCTaHaBJIMBaCTCA €€ NO/DKHOCTHBIMHU HHCTPYKLHUAMH.
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