VY1paBiieHre KOHTPOJIBHO-PEBU3NOHHOMN
IeATeNbHOCTH U IPODUITAKTUKA
KOpPYIILMOHHBIX IIpaBOHAPYIICHUM

TTOJIOXKEHUE
00 oTeNe JOKYMEHTAI[HOHHOIO o0eceuenus U
apxuBa

1. O6mue nonoxeHus

1.1. Otnen poxymentanuogHOro ofecnedeHus u apxuBa (manee — Ortgen)
ABIETCS CIPYKTYPHBIM IIOZIpasfieJIeHUeM YIIPABICHUS KOHTPOIHHO-PEBH3HOHHOM
HOEATENBHOCTH ¥ NpOQWIAKTHKUA KOPPYNUMOHHEIX = IIpaBOHapymeHUM (namee —
VYupaBnenue) ¢enepalbHOIO TOCYAapPCTBEHHOIO OIOPKETHOTO  00pa3oBaTENbHOTO
yupexnacHus «Bcepoccufickoro naerckoro ueHrpa «Oxeas» (nanee — llentp) wu
HEIIOCPEACTBEHHO MOAYHHAETCS HAYAIbHUKY YTIpaBICHMS.

1.2. CoxpamenHoe Haumenosanue Otaena: OJ[OnA. .

1.3. Paborauxn Otaena Ha3HavalOTCs HAa JODKHOCTH. M OCBOOOXKIAIOTCH OT
JIOJIDKHOCTHY Ha OCHOBAaHMHU NpUKa3a nupekropa llenTpa.

1.4. Otnen B cBoeli AeATENHHOCTH PYyKOBOJICTBYeTcs Koncruryuuei Poccuiickoi
Denepanyd, peneparbHBIME KOHCTUTYITHOHHBIMH 3aKOHAMH, (peiepalbHBEIME 3aKOHAMY,
yKasaMH U pacnopsokeHusAMH [Ipesunenra Poccuiickoit denepaniy, NOCTaHOBIEHUAMH 1
pacnopspkeHuamu lIpasurenscrea Poccuiickoii ®enepaniny, HOpMaTUBHBEIMY TIPABOBEIMU
akTaMu  (emeparbHEIX OPraHOB  HCHOJHUTENBHOH  BIACTH, OPraHH3aI[MOHHO-
pacHopsAMTENbHEIMA aKTaMd MuHHcTepcTBa o00pa3oBaHusd W Hayku Poccubickuii
®enepanyy, y4peIUTeIbHEIME HOKYMEHTAaMH M JIOKAIBHBIMH HOPMATHBHBEIMH aKTaMH
UenTtpa, Yrpasnesus, a Takxe HacTosmmM LlonoxenueM.

1.5.O0taen  ocymiecTBIsS€T CBOXO JEATENBHOCTH BO  B3aUMOJEHCTBHHM  CO
CTPYKTYPHBIMH NogpasaencHusaMu Llenrpa u YnpasneHus, opraHaMHu HCIIONHUTEIBHOMN
BJIACTH, OpraHaMH MECTHOTO CaMOYIIPaBIEHWS, NPaBOOXPAHUTEILHBIMU OpTaHaMH,
00IIeCTBEHHEIMH 00hCIMHEHUAME U UHBIMU OPTaHU3aIUIMH BeeX GopM COOCTBEHHOCTH.

2. Ctpykrypa

2.1. CprKTypyr U IOTATHYO YHUCIEHHOCTh OTena, SBIAOMIErocs HEOTheMIIEMOH

JacThIO CTPYKTYpPHI YIIpaBieHus, yTeepkaaer aupekrop Lenrpa.

2.2. PykoBozactBo OTIEN0M OCyIIecTBIseT HadabHUK OTena.



3. OCHOBHEIE 3312491

3.1. Opranuzanus nenonpousBozcTea B LlenTpe.

3.2. ObecneueHne eMHOTO TOpPAAKA NOKyMEHTaMOHHOIO o0ecliedeHusa B
otnenax u cryx6ax [lenrpa.

3.3. Opragusauysa U OCYLIECTBIICHHE KOHTPOJIS 3a HUCHOJHCHUE U MOATrOTOBKOH
JIOKyMEHTOB K IIepeiade B apXUB.

3.4, Opranu3anyst U OCYIIECTBICHHE NpHeMa JOKYMEHTOB OT OT/IENOB U CIyXO
ITenTpa Ha XpaHeHHEe B apXuB. Y4YeT, OOECNEYEHHE COXPAHHOCTH, HUCIOIB30BAHHE
JIOKyMEHTOB, XPAAIIUXCS B apXUBE

3.5. Opranuzanys Jelnonpon3BojicTBa B OTnene B COOTBETCTBHH C YTBEPKIECHHOM
| HOMEHKIIATypO#, obOecredyeHue ydyeTa W COXPAaHHOCTH MJOKYMEHTOB, CBS3aHHBIX C
JeATenbHOCTRIO OTHena 1 YIpaBlIeHH.

4, dyHKITUA

4.1. B nensx BBINOMHEHHS BO3NIOXKEHHBIX 3a7ad OTHENl BHIIONHAET CIEAYIONIHE
byHKUIMU:

4.1.1. Benenue nenonpousBojcTsa B I{eHTpe.

4.1.2. O6eciieucHre CBOEBPEMEHHOI 00pabOTKM MOCTyHaomed U OTIpaBiIIeMOi
KOppecnoHeHIuH B [[eHTp, ee TocTaBKa 110 MECTY HA3HAYEHUA.

4,13, KOHTpOJiL 38 CpOKaMU WCHOJNHEHHSd HOKYMEHTOB, HX TIPABWIBHBIM
o¢opMIIEHHAEM.

4.1.4.Pabota moO perucrpanyiy, ydeTy, XpaHCHHIO, M Iepefadye B
COOTBETCTBYIOIIHME OTACHBl M CIHYXKOBI TEKYyIUEero JAeTOTpPON3BOJACTBA, B TOM YHCIE
IIPUKA30B ¥ pacnopsokenuit no L{eHTpy.

4.1.5. PazpaboTka MHCTPYKITMIH IO AETONPOU3BOACTBY B LleHTpe U UX BHeApeHue
B OTAEIEI U CIIY)XKOHI.

4.1.6. MeTomaaeckoe pPYKOBOJACTBO JENIONPOU3BOJICTBOM B OTHENAaX M choyxOax
ITerTpa, KOHTPONS 3a NPABWIBHEIM (GOPMHPOBAHMEM, XPAaHEHHEM H CBOCBPEMEHHOMU
cllagyeu 1€l B apXuB.

»4.1.7 . CocraBneHue OTYETOB, COPABOK, CBOXOK IO pe3yiabTaTaM KOHTPOJA 3a
HCIIOTHEHUEM NPUKA30B U PaclopsKCHUH.

4.1.8. PazpaboTrka M oOecrnedyeHHE pexuMa JOCTylla K JOKyMEHTalmyu U

UCTNONB30BaHNA MHGOpMANMH, CONEpKANIeHCS B HEH.



4.1.9. PazpaboTka U opraHM3aiysi MEpPOIPUATHH I10 YIYUYIHCHHIO ACATEIHHOCTH
OTJ€ENa JOKYMEHTAIIUOHHOr0 00ecneYeHns U apX1Ba.

4.1.10. BeimonHeHue KONMMPOBANBHBIX M MHOXHUTENBHHEIX paboT IO 3asiBKaMm
otgenos u cnyx0 IeHTpa.

4.1.11. Kourpons 3a coOmiofeHueM B IIOMEIIEHHMHM apxuBa YCJIOBHH,
HE00X0MUMBIX U1 o0ecIiedeHUs] COXpPaHHOCTH TOKYMEHTOB.

4.1.12. Benenue U dukcanus TesneGOHHEIX IEPETOBOPOB.

5.IlpaBa

Otzen and pemreHus BO3MOKEHHBIX Ha HETO 3a/[a4 UMEET [IPaBo:

5.1. 3anpanmBare u moaydark OT oTHenoB M cuyxk0 llenrpa nHeoOxomumylo
HH(pOPMAlUIO U MaTepUalsl 110 BOIpOcaM, OTHOCAIIUMeS K KomnereHnuu Otaena ans
oCcyllecTBICHM JedrenbHocTd OTaena B paMKax (QYHKIMM, IIEpedUCIIEHHBIX B
HacrosuieM [Tonoxenun.

5.2. TpeOoBaTh nNpeAoCTaBICHUS OTYETOB W HHGOpPMAIMH 00 HCIIOTHEHHH
JOKYMEHTOB, IOPYYEHUN U pEIICHUIA.

5.3. Bo3Bpamars UCHOJTHHUTENSM Ha J0pabOTKy AOKYMEHTHI, IIPOTHBOpEYAIIHe
3aKoHomaTenbeTBy Poccuiickoit Peneparuy u JIOKAIEHEIM HOPMATUBHEIM akTam lleHTpa.

5.4.lloxnuceiBaTh M BU3HPOBATH MTOKYMEHTHI, CBS3aHHBIE € JCATEIBHOCTBHIO
Orpena.

5.5. ObecniednBaTh  COXPAaHHOCTH MAaTEPUANBHO-TEXHUYECKHX  CPEJCTB U
00opy1oBaHUS.

5.6. OcyllecTBIAT, CBOEBPEMEHHOE U KAaYECTBEHHOE HUCIIONHEHHE NOpyYeHHH
PYKOBOJICTBA.

5.7. BHOCUTE Ha pacCMOTpEHME HaYaIbHUKA YIPaBICHUSA TPENIOXKEHUS O
pa3paboTKe JTOKaTbHBIX HOPMATUBHBIX akToB LleHTpa.

5.8. IlonyyaTs A7 O3HAKOMJIEHHA [OKYMEHTHI, IocTyraromme B lleHTp Ha
OYMa)XKHBIX M MAarHUTHBIX HOCHUTESIX, B JJIEKTPOHHOM BHJIE, a TAKXKE IT0 IJIEKTPOHHOM
IIo4Te.

5.9. Ilomy4aTs OT CTPYKTYPHBIX IIoJpa3zaenenuii IlenTpa MaTepuaibl, JOKYMEHTHI
W CBeJeHUdA, HEOOXOJHWMEIC JUIA BBIIONHCHWSA 3a7ad W (QYHKITHI, BO3JOXKEHHBIX HA

VYuparnenue.



4.1.9. PazpaboTka ¥ opraHu3alysd MEpOUPHATUH II0 YIYYIICHHIO ACATEABHOCTH
0TAena JOKYMEHTAlMOHHOTO 00eCIIeYeHN U apXuBa.

4.1.10. BrmoHeHAE KONHPOBATBHBIX M MHOXUTECABHBIX paboT MO 3adBKaM
otzienoB U cayx6 entpa.

4.1.11. Kontpons 3a coOmojeHMeM B IIOMCLICHHU apXuBa  YCIOBHI,
HEOOXOUMEIX JUIsl 00eCICUCHIS COXPAHHOCTH JOKYMEHTOB.

4.1.12. Benenue u pukcanua tenedoHHRX IEPETOBOPOB.

5. IIpara
Otaen s pelieHnst BO3OKEHHBIX HA HETO 3a/{a4 UMeeT MpaBo:

5.1. JJaBaTh yKa3aHHA oTAeNaM u ciyx0Oam LleHTpa mo BompocaM, OTHOCAIIAMCS K

komnereHnud OTaena M BREITCKAIOWWM N3  (QyHKUOHH, KOTOPHIE MEPEYHCIECHH B
HacTosweM [lonoxenuu.
5.2. TpeGoBaTh ¥ mnonydaTre oOT OTAedoB u ciayx0 IlenTpa Marepuaisl,

T

HEOOXOUMEBIE JIJIA OCYHIECTBICHHSA AeaTesHoCTH OTAcna.

5.3. TpeboBate mpeJOCTaBIEHHS OTYETOB ¥ HHPOpPMauM¥ OO UCIOIHEHHH
JIOKYMEHTOB, IOPYYEHUHU U peleHUH.

5.4. Bo3Bpamars HCIONHUTEIM Ha J0paboTKy IOKYMEHTHI, IPOTHBOpeYalue
3aKoHoAaTensCcTBY Poccuiickoit denepanny U mOKanbHEIM HOpMaTUBHEIM akTaM Llentpa.

5.5. IlonnuceBaTe H BnanpOBaTL JIOKYMEHTBl, CBS3aHHBIE C JEATEIBHOCTHIO
Ornena.

5.6. ObecneynBaTh  COXPAaHHOCTh  MAaTEPUAIBHO-TEXHUYECKHX  CPEACTB M
00opyoBaHus.

5.7. OcymecTBIATh CBOCBPEMEHHOE M KAayeCTBEHHOE MCIOIHEHUE IOpYyYEHUH
PYKOBOJICTBA.

5.8. BHOoCHTE Ha paccCMOTPEHUE HaYalbHHKA YIIpaBACHUA MPEUIOKEHHI O
pa3paboTKe JIOKATBHEIX HOPMAaTHBHEIX akToB LlenTpa.

5.9.llonydars And O3HAKOMIICHHS JOKYMEHTHl, nocrynaiomme B ILleHTp Ha
OYMaXXHBIX ¥ MAarHUTHBEIX HOCUTEISIX, B 3JEKTPOHHOM BHIE, a TAKKE IO IEKTPOHHOHU
HOYTE.

5.10.Ilomygats OT CIPYKTYpHBIX [oApazjiencHuii llenTtpa mMartepuansl,
JIOKYMEHTHl M CBEACHHS, HEOOXOoguMBle JUId BBIIOJHEHUS 3a7ad 4 QYHKIMH,

BO3JIOXKEHHBIX Ha YIIpaBICHHE.



5.11. TIpuBnexats ¢ cornacus PYKOBOJHTENEH CTPYKTYPHBIX IT0Jipas/ieNleHnii
Ilentpa, COTPYAHWKOB TIOAUMHEHHBIX MM MOJpa3feNeHuil 1 OCYIIEeCTBICHUS
MEpONpUATUHA, NPOBOAMMEIX OTHENOM B COOTBETCTBMM C BO3TOXEHHBIMH Ha HErO
3a/1a4aMM U QyHKIUIMA.

5.12. B3auMonelcTBOBATH 10 BONIPOCAM, OTHOCSINMMCS K KomueTennun Otaena, ¢
IpyTMMH  CTPYKTYPHEIMH  IofpasgeneHusmu  LlenTpa, rocyIZapcTBEHHBIMH |
MYHHUHMIIATBHEIMU OpTaHaMH BIACTH, YYPEXKICHUIMH aHAJIOTUYHOIO NpOopmiId, a TakkKe
JPYTHMH OpraHU3aIsIMH BcexX hopM COOCTBEHHOCTH.

5.13. Mcnions30BaTh  rOCYJapCTBEHHBIE M MECTHBIC CHCTEMH  CBASH H
KOMMYHHKaHNUH )151;1 BBITIOJTHEHHS 3aﬁaq ¥ (yHKIH, BO3TOXKEHHBIX Ha OT/E.

| 6. OTBETCTBEHHOCTH

6.1. Bc0 DOJIHOTY = OTBEICTBEHHOCTH 32 KaueCTBO M CBOEBPEMEHHOCTD
BHIIIOJTHEHHS BO3NIOXXKEeHHBIX HacTosmmMm [TomoxkeHuem Ha Otien 3a1ad u pyHKIUN HeceT
HavanpHUK OT/ena. |

6.2. CTeneHb OTBETCTBEHHOCTH APYTMX COTPY/AHHKOB OTiena ycTaHaBIUBAETCS
JIOTOKHOCTHEIMHA HHCTPYKIUAMU.

6.3. HavaneEMK #  apyrme corpymHukd OtZena HeCyT IIE€pCOHATBHYIO
OTBETCTBEHHOCTh 33 COOTBETCTBHE BH3UPYEMBIX WUMH JOKYMEHTOB 3aKOHOHATEILCTBY
Poccutickoit Oepeparuu u HHEIX HOPMAaTUBHBIX IPABOBEIX AKTOB.

7. Opranu3allMOHHAA JeITENBHOCTE

7.1. Haganpauk OT/iena Ha3zHavaeTcsd HAa JTODKHOCTE M OCBOOOXAETcs OT
IOJDKHOCTH TIPHKA30M JIAPEKTOpAa YUpeXJAeHWS B YCTaHOBJICHHOM [EHCTBYIOIIUM
TPYZIOBBIM 3aKOHOATEILCTBOM MOPSIKE.

- 7.2. Haganpauk  Othoena  MOMUHHSETCS HenocpencTBeHHO HAYIbHUKY
Yrpasnenus KOHTPOJIEHO-PEBU3UOHHON IeATENHbHOCTH 51 po GUITAKTHKA
KOPPYIILIMOHHHIX [TpaBOHAPYIIeHHIA.

7.3.1Ipapa ¥ 00A3aHHOCTH HayalbHWKa QTIENa YCTAHOBIEHH HACTOAINAM
ITonoxenueM, Tpy/1I0BEIM IOTOBOPOM H JO/LKHOCTHON MHCTPYKIIMEH.

7.4. Hauansnuk Otnena: |

7.4.1. OcymectBiaseT obmmee pyKOBOACTBO AeATeNEHOCTEIO OTena.

7.4.2. HecéT nepcOHAIBHYKO OTBETCTBCHHOCTH 32 BEBIIONIHEHHE BO3JIOKCHHBIX Ha

Otaen 3aaa4 ¥ GYHKIMIA.



7.4.3. Pacnipenenser o613aHHOCTH MEXTY corpymaukamu OT/ena.

7.4.4. OGecrieunBaeT  palMOHAJBHOE  pacOpeleleHHe  Harpy3KH — MEXIy
corpynnukamu Otgena.

7.4.5. ITnanupyer paboty OT/ena U KOHTPOJIUPYET €€ BEIIOTHEHUE.

7.4.6. Kontpomupyer cobmonenue corpyquukamMu Otniena IpaBWl BHYTPECHHETO
TPYZIOBOTO PaclopsAKa YIpexKICHUA.

7.4.7. CobmrofaeT npaBuiia OXpaHbl TpyAa U NoKapHoH 6€30MacHOCTH.

7.4.8. OcyliecTBIIIET  KOHTPONIb 3a  COOMIOZCHMEM  MNpaBUI  IIOXKApHOH
6e30macHOCTH B CBOEM CTPYKTYPHOM [OIPa3ACIICHAH.

A 8. Kpurepyu OLeHKH JesTeTEHOCTH

8.1. CBoeBpeMEHHOE M KauyeCTBCHHOE BBIIOJIHEHHE IIOCTABICHHBIX 3a1a4 H

¢yuximit Otgena. |

8.2. KagecTBeHHOE HCIIOJIHCHME JOJDKHOCTHEIX O0O0S3aHHOCTEH COTpYIHHMKaMHU

Orpena.

HayagpHuK oTnena ‘/////’@;Z M. 10. Kaunauna
COI''TACOBAHO:

HagansHuK yiipaBieHus

KOHTPOJIEHO-PEBU3UOHHOM EATCIBHOCTA H
HpoGUIAKTUKA KOPPYIIIMOHHEIX IIPABOHAPY I CHIH




