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1. O01He moJ1oxeHus

1.1.  OpraHuzalMoOHHO-IIPaBOBOH  OTIen (mamee - Ortgen) ssusercs
CTPYKTYPHBIM IOApa3JeneHueM ['0CynapcTBEHHOTO OIOMKETHOTO YUPEKISHHS
ropofia Mocksel «Moli ocobbIi cemelHblit mentp «Posa Betpos» Jlemapramenta
TPyZa ¥ COLMANIbHON 3aIlUThI HaceeHus ropoga MocKBEI (nanee - YupexneHue).

1.2. OpraHu3sauuoHHO-NPAaBOBOM OTHEN CO3%aH Ui pElIeHHsS BOIPOCOB
OpraHM3allik W IIPaBOBOIO OOECIICYECHUS BBITIOJHEHMS YCTaBHOM [eSTeIHHOCTH
YupexeHuns BO B3aUMOEHCTBIH C APYTUMHE CTPYKTYPHBIME II0APa3/eleHIIMH.

1.3. Otmen Bo3mIaBiser Ha4YalbHHK, HAa3HAYaeMbBI Ha JODKHOCTH U
OCBOOOXKIaeMBIH OT TODKHOCTH [IPUKA30M JUPEKTOPA Y UpEK ICHHS.

1.4. Bcsi nmokyMeHTamus BeNeTCd OT HMEHH Yupexnenue, 3aBepsaeTcs
MOAMKCHIO JUPEKTOPA U NI€YaThi0 YUpEeKICHHS.

1.5. B cBoedt nearenpHOCTH OTnen pykoBoicTByercs KoHcTuTyrmeid
Poccuiickoii  ®Depepamuu, (enepanbHBIME — KOHCTUTYIIHOHHBIMH — 3aKOHAMH,
(benepanbHEIMK 3aKOHAMH, YKa3aMH U pacropsbkenusamu [Ipesunenta Poccuiickoit
Deneparun, NOCTAHOBICHUSAMHI U pacriopshkeHusaMy [IpaBuTenseTBa Poccuiickoit
@enmepanyy, HOPMATHBHBIMH IIPABOBEIMM  aKTaMH Henapramenta Tpyma
COLMATIbHOM 3alUTHl HaceleHWss ropofa MOCKBE, a TakKKe HaCTOSIIHM
ITonoxxenuemM.

2. 3agaunu OrTaena

OcHoBHBIME 3amauamMu OTena SBIASIOTCS:

2.1. Opranu3aoHHO-TIPaBOBOE O0ECIIeYeHUE NesITeIbHOCTH VYupexnaenus, B
TOM YHCJIE:

- OpraHM3allys BeJeHHE JOKYMEHT0000poTa B YUpex IeHUY;

- OpraHU3allMOHHO-TEXHUYIECKOE obecreueHue aIMUHUCTPATUBHO-
pacropsAUTENIFHON AeATENBHOCTH PyKOBOAUTENS, CBA3SAM C OOILECTBEHHOCTHIO,

- IOpHUJUYECKOE COINPOBOXKACHUE (HMHAHCOBO-XO3SIMCTBEHHOM NeSTeIbHOCTH
YapexaeHus U ACATENIbHOCTH YIPEKICHUS 110 COLHUATBHO-IIPABOBLIM BOIIpOCcaMm B
OTHONICHUH ITOJIy4YaTeJIed COLMANIBHBIX YCIyT U UX 3aKOHHBIX IIPEICTaBUTENEH;

- OCYIIECTBIIsIET pabOTy IO B3aHMOJEHCTBHIO W Mepenade NOKyMEHTAIIWH,
OTYETHOCTH M HHOopmanuu B Exunsii kampossiit Llentp kagposoro ydera,
OCYIIECTBIICHUE MEPOIPHUATHHN 110 YKPEIICHUIO TPYAOBOM JUCIUIIIHHEL,

- pa3paboTKa JJOKyMEHTOB IIPAaBOBOTO XapaKTepa;

- obecneueHre QYHKIMOHUPOBAHHS CHCTEMBI YIIPABIEHUS OXpaHoO# Tpyna B
OpraHu3alluy;

- OpraHu3alus U MPOBEAECHKE IPOTUBOIIOXKAPHBIX MEPOIIPHUITHIA.

2.2. 3amuTa HHTEPECOB YUPEXICHUS B apOUTPaXKHBIX Cydax U CyAaxX obIueii
IOPUCITUKITUH Ha OCHOBAHUHU BBIJAHHOW TOBEPEHHOCTH.

2.3. YVuactue B peanu3allid 3aKOHONATENIbCTBA POCCHICKOLM Denepaunu 10
IIPOTUBOAEHUCTBUIO KOPPYTIIIHH.



3. Ocnornbie gpynxunun OTaena

3.1.0cymecTBuser pa3paboTKy ydYpemUTENbHBIX TOKYMEHTOB, 00eCIIeunBaeT
BHECEHHE U3MEHEHUH B yUpeaUTeNbHbIE JOKYMEHTEI.

3.2.'0TOBUT CaMOCTOATENLHO MIIM COBMECTHO C IPYTMMH CTPYKTYPHBIMH
MOAPa3NCNICHUAMU TIPE/IOKEHHS 00 W3MEHEHWH WM OTMeHe (IpPH3HAHUH
YTPaTUBLIMMHU CHJIy) MPHKAa30B M JPYI'MX JIOKAIGHBIX HOPMATHBHBIX aKTOB
YupexaeHus.

3.3. Ilpencrasnsger HMHTEpechl YUPEKICHHUS B OpraHax 3aKOHONATEIHbHOH W
UCHONHUTEIPHOW BJACTH, a TaKXKe JPYyIrMX OpraHax ¥ OpraHM3alMsaxX Ipu
PacCMOTPEHHUH BOIIPOCOB, OTHECEHHBIX K KoMmeTeHIuy OTaea.

3.4. I'0TOBUT M NPOBOMUT MEPONPHUATHS [0 pPEalU3alMU 3aKOHOIATEIHCTBA
Poccuiickoii @enepaiul 0 IPOTUBOAECUCTBUH KOPPYIILIHH.

3.5. 'oTOBUT 11 PyKOBOACTBA YUpPEXKIEHUS CIPABOYHbIE, HH()OPMAIHOHHO-
AHAJIUTUYICCKHUE M IP. MATEPHAIBI 10 JEHCTBYIOIIEMY 3aKOHOIATEIbCTBY .

3.6. BrimonHseT paboTy 10 pealu3alliyl MOJIUTHKH OPraHU3aldd B 00JIacTH
CBsI3eH ¢ OOIIECTBEHHOCTHIO.

3.7. IlpencraBnsger  couMaibHO-IIPaBOBBIE  YCIyTH, B  TOM  YHCIE
KOHCYJBTHPOBaHHE IO COLHAILHO-IIPABOBBIM BOIIPOCaM, PACCMOTPEHHE Kajlod u
3asBICHHMM 3aKOHHBIX IIPEICTaBUTENIEH NOoTydaTenell yCyr.

3.8.06ecneyenrie INPOTUBOIOXKAPHEIX MEPONPHATHHN, MpeLyCMOTPEHHBIX
TpeOOBaHUSIMU TOXKAPHOU 0€30IIaCHOCTH.

3.9.06ecneunBaeT QyHKIMOHUPOBAHNE CHCTEMBI YIIPABJIEHHS OXPaHO# Tpyna
B YUpexIeHUHU.

3.10. OcymecTBiaseT B3aUMOJIEHCTBHE B MpeaeiaX CBOEH KOMIIETEHIUH C
OopraHaMH 3aKOHOJATEJIbHOM, HCIIOJHUTEIBHOM U cyAeOHON BiacTH CyOBEKTOB
Poccutickoii @eneparnuu.

3.11.  Oxa3pIBaeT NIOMOIIIb, B T.4. KOHCYJIBTHPYET CIIy>KObI 1 IMOAPa3/IeIICHHUS,
II0 BOIIPOCY 3aKyIIKH TOBapoOB, pa0OT U yCIIyI' pa3MelIaeMbIX HIIH Pa3MEIeHHBIX
3aKyTIOK TOBapOB, pabOT M YCIIyT.

3.12.  OcyliecTBiIseT KOHTPOJIb 3a OCBOGHHEM OIOJKETHBIX CpPEICTB B
TeKyllleM (PMHAaHCOBOM oy, KOHTPOJb 32 CPOKAMH 3aKIIOYEHHMS M HCITOIHEHUS
I'PaKIaHCKO-IIPABOBBIX IOTOBOPOB Y YPEIKACHIISI.

3.13.  OcymectBisitoT paboty ¢ uHbopMaimonHbiMu pecypcamu EAVICT u
ENWC B 4acTu: IIaHHpOBaHHME 3aKa3oOB, pPa3MeEIEHHs 3aKa30B, 3aK/IIOYEHHE U
VICTIOJIHEHUE KOHTPAKTOB.

3.14. Benmer mnpereH3HMOHHYyIO paboTy: obecreurMBaeT Yyd4eT IIpeTeH3U,
IIOCTYyNAIOIMUX OT KOHTPareHTOB, WX pacCMOTpPEHHEe; TOTOBUT OTBETHI Ha
IIOCTYIHUBINKE IIPETEH3UU U IPUHUMAET [IPOEKTHI PEILIEHU 00 yI0BIETBOPEHUH UITH
00 OTKa3e B yIOBIETBOPEHHUHU MIOCTYIUBIINX MPETSH3UH; OCYIIECTBIIAET ITOATOTOBKY
IIPETEH3UNM K KOHTpAareHTaM, WX HAaIpaBIeHHWE KOHTpareHTaM W KOHTPOJb 3a
YAOBJIIETBOPEHUEM HallpaBIE€HHBIX KOHTPAareHTaM MpeTeH3UMH.

3.15. Beger wuckoByro paboTy: NpHHHUMAaeT MeEPBl II0 COOJIOIECHHUIO
OCYyNeOHOro MOopsiKa yperyJupOBaHUSl JOTOBOPHBIX CIIOPOB; IOATOTABIHBAET
HCKOBBIE 3asBIEHUS U MaTepHallbl U MepellaeT UX B apOUTpa)KHbIe Cy[bl; H3ydaeT



KOIIMM MICKOBBIX 3asBICHUN 10 MCKaM K YUPEXICHUIO; IPEICTABISIET HHTEPECH]
VYupexneHus B cynax.

3.16. OOGecmeunBaeT  OpraHU3AlMOHHO-TEXHUYECKOE  CONPOBOXKICHUE
CeTeBOM 0€30MacHOCTH PabOTHl YUPEKIEHHUS.

3.17.  OOGecmeunBaeT OpraHU3aLMIO BENEHHWS JOKYMEHTOOOOpOTa B
VupexeHud, yueT oTydaeMoii i OTIPaBIsSeMON KOPPECIOH IeHIIUH.

3.18. Ilo mnopyd4eHur0 pyKOBOJACTBA YUPEKIECHHUS OCYIIECTBISET HHBIE
(GyHKIMM B peenax komrereHnun Otena.

4. IIpaBa Otaena

Otaeny npenocTaBiseTcs IPaBo:

4.1.3anpamuBaTh OT CTPYKTYPHBIX MOJpasieleHuil YupexaeHus CBeIeHHs K
JIOKYMEHTHI, OMUIMAIbHBIE 3aKIIOUeHHUS, aHAJMTHUECKUE MAaTepHaibl ¥ IPYIYIO
HHPOpMaLKIo, HeOOXOIUMEBIe IS IPUHATHS PEIISHH 110 BOIPOCAM, OTHECEHHBIM
K komneTeHnuu Otnena.

4.2. IlpuBnekars ¢ coriacusi pyKOBOIUTeNeH CTPYKTYpPHBIX IOJpa3eiieHuit
pabOTHUKOB OTUX MOApa3NelICHUH [UISI TIOATOTOBKH IIPOEKTOB JIOKAIBHBIX
HOPMAaTUBHBIX aKTOB, IOKYMEHTOB, & TAKXe IS pa3pabOTKH M OCYIIECTBICHMS
MEpOIPUATHN, MPOBOAUMBIX OT/IEIOM B COOTBETCTBUH C BO3JIOKEHHBIMH 3aJjadaMH
U QyHKIHIMU.

4.3. TlpuauMaTh y4acTyue B OATOTOBKE U MPOBEACHUN 3aceJaHuil KOMHUCCHH,
COBeILlaHUM, KOH(EePEHINI U UHBIX MEPONPUSATHH, IPOBOAUMBIX Y UPEIKICHUEM.

4.4. BHOCUTh  pPYKOBOJCTBY MpPEJIOXKEHHS TI0  COBEPIICHCTBOBAHUIO
NEeSTeIbHOCTH Y UpexXIeHHUS.

4.5.B3auMoOJieicTBOBaTh B  yYCTAHOBIEHHOM IIOpSAKE C  OpraHam:
rOCy/IapCTBEHHOW BJACTH, MECTHOIO CaMOYIpaBlieHUs, HOPUANUYECKUMHU WU
(bU3HYECKUMU JIUIIAMHU 110 BOIIPOCaM, BXOSIINM B KoMmreTeHIuo OTaena.

5. Opranmnzauus padorsl OTae1a

5.1 Ortmen BO3MIaBiIgeT HavajlbHHUK, Ha3zHAdaeMbIii M OCBOOOXKIAeMBIHl OT
JTOJHKHOCTH TUPEKTOPOM Y UpPEKICHUS.

5.2. Hauanenauk OTraena:

- PYKOBOAWMT HesTenbHOCTh OTHena M KOHTPOJIHUPYET CBOEBPEMEHHOE H
KaueCTBEHHOE BBIMOJHEeHHEe paboTHUKamu OThena DNOCTaBIEHHBIX 3a1ad U
JIOJDKHOCTHBIX 00513aHHOCTEH;

- HeCeT IePCOHATBHYIO OTBETCTBEHHOCTH 38 COOTBETCTBHUE 3aKOHOAATEIIBCTBY
Poccuiickoit ®@enepaliii BU3UPYEMBIX MM IIPOEKTOB IIPAaBOBBIX AaKTOB U
KontpaxkTos;

- pacmpenenseT 00S3aHHOCTU MexX 1y paboTHukamu Otnena;

- TpeACTaBisfeT HHTEPECHl YUPEeXIEHUsS B IOCYJapCTBEHHBIX OpraHax H B
IPYTUX OpraHU3aIusaX 10 IPaBOBEIM BOIIPOCAM;

- paspabaThiBaeT IOJDKHOCTHBIE MHCTPYKIMU IS KaXJOro COTpYyIHHUKA
OTHENEHNS U KOHTPOIHUPYET UX BEITIOJTHEHUE;



- OpraHHU3yeT paboTy 0 OXpaHe TPy/a U TEXHUKE GE30IIACHOCTH COTPYIHHKOB
OTIETICHHS.

53.  Corpynuuxu Ortiena OCYHWIECTBIAIOT pPabOTy B COOTBETCTBHH C
JTIOJDKHOM MHCTPYKIMEH U OTHENBHBIME OPYYEHHUSIMU PyKOBOJICTBA Y UpexK IEHHS.

5.4. Csoro gmesarenbHOCTs OTIEN OCYLIECTBILET B COOTBETCTBHHM C TIaHAMHU
paboThl YupexneHus.

5.5.  Otmen ocyLIECTBISET CBOIO MEATENLHOCTh BO B3aUMOIEHCTBHH CO
CTPYKTYPHBIMHU HOJpa3AeIeHUsIME Y UpexkKIeHHUs.

6. OTBeTCTBEHHOCTD

6.1.  OTBeTCTBEHHOCTh 3a HaUIEXKAIllee M CBOEBPEMEHHOE BBITIONHEHHE
(QyHKIMI OTHeNa HeCceT HaYaIbHHUK.

6.2. Ha HavanpHMKa OTJeNa BO3NAraeTcs IMEPCOHANbHAs OTBETCTBEHHOCTE B
clrydJae:

- HECOOTBETCTBUS 3aKOHOIATENLCTBY ITOJIHCHIBAEMBIX JJOKYMEHTOB;

- COCTAaBIICHUS, yTBEPXKICHHS U IIPEIOCTABIEHHS HEAOCTOBEPHOM OTYETHOCTH;

- HECBOEBPEMEHHOI0, & TaK)Ke€ HEKaYECTBEHHOI'O MCIONHEHUS JOKYMEHTOB H
IIOPYYEHHUN PyKOBOACTBA Y UpEIKIECHHS;

- HeCOOJIOfIeHHsI TPYAOBOTO PACIOPSIKA COTPYIHMKAMM OpPTaHH3aIlMOHHO-
IIPaBOBOT'O OTJEINA.

6.3. OTBETCTBEHHOCTh COTPYOHHKOB OTZENA MO paboTe OpraHW3alHOHHO-
IIPABOBOTO  OTJeJIa  yCTAHABIMBAETCS COOTBETCTBYIOIIMMH  IOJDKHOCTHBIMHU
UHCTPYKITUSMH.



