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1. O61mue nosoxKeHHs.

1.1. OpranusaunonHo-nmpaBoBoii otaen (manee - Ortaen) sBIsercs
CTPYKTYPHBIM TNOJpa3feiieHueM ['ocynapcTBEHHOro OIOKETHOIO YYpexkIECHHS
ropoga MockBel «Moii 0cobbiii cemelnblit 1IeHTp «Po3a BeTpoB» JlemaprameHTa
TpyJia U COLMANIbHOM 3aIlUTHI HaceleHUs ropoaa Mocksel (nanee - YupexaeHue).

1.2. OpraHu3alMOHHO-IPAaBOBOM OTAEN CO34aH s DEINEHUs BOIPOCOB
OpraHu3alli¥ M IPAaBOBOI0 OOECHEYEeHHs BBITIOJHEHHS YCTAaBHOU HESITENHHOCTH
YupexIeHus BO B3aUMOJCHCTBIH C IPYTUMH CTPYKTYPHBIMH [TOIpa3 eI HUSIMH.

1.3. Otpmen Bo3rnaBiseT HaYaJbHHK, HAa3HAYaeMblii Ha JOJDKHOCTH M
OCBOOOXIaEMBIH OT TOJDKHOCTH IIPUKA30M ITHPEKTOPa Y UpexJeHHs.

1.4. Bes nokyMeHTanus BeNeTCsl OT HMEHH YUpeXJIEHWe, 3aBepsercs
IIOAIKMCHIO TUPEKTOPA U MEYaThI0 Y UpexaeHus.

1.5. B cBoe#t pnesreneHocTH Ortmen pykoBoxacTByercs KoHcTuTynueit
Poccuiickoii ®@enepaumy, ¢enepalbHBIMA  KOHCTHTYLIHOHHBIMM  3aKOHAMH,
(benepanbHBIMU 3aKOHAMH, yKa3aMH U pacriopsbkeHusmu Ipesunenta Poccuiickoii
@enepanuy, MOCTaHOBIEHUSIMH U pacniopsbkeHusiMu [IpaBurtensctBa Poccuiickoi
@epepanny, HOPMAaTHBHBIMH MpPaBOBBIMH aKTaMH JlemapTameHTa Tpyza
COI[HAJILHOM 3alllUTBl HAacCeJleHHs ropoga MOCKBB, a TakXe HaCTOSIIMM
ITonoxxenueM.

2. 3agaun Otaedna

OcHoBHBEIMH 3afa4amMu OTaena ABISIOTCS:

2.1. Opranu3anioHHO-IPaBOBOE OOECIIeYeHHE NEATENBHOCTH YUPEXKICHHUS, B
TOM YHCIIE:

- OpraHu3allys BelcHHe JOKYMEHT0000poTa B YUpeEK IEHUY;

- OpraHu3alliOHHO-TEXHUYECKOE obecrneuenue aIMUHUCTPATHBHO-
pacHopsIAUTEBHOMN NEITETbHOCTH PYKOBOIUTES;

- IOPHIHYECKOE COIPOBOXJIEHUE (UHAHCOBO-XO3AMCTBEHHOU NESITEIbHOCTHU
VYupexnenus;

- OCYILECTBJIEHME MEPOIPHUATHIA MO YKPEIUIEHHIO TPYAOBOM AUCLUIUIMHEI;

- pa3paboTka JOKyMEHTOB IIPAaBOBOTO XapaKTepa.

2.2. 3amura HHTEPECOB YUPEKACHUS B apOUTPaXHBIX Cylax M Cyaax obIei
IOPUCAUKLIMH Ha OCHOBAaHUH BBIJAHHON JOBEPEHHOCTH.

2.3. YuacTtue B pealu3alMH 3aKOHOAATEILCTBA Poccuiickoii denepauuu Mo
IIPOTUBOICHCTBHUIO KOPPYIIIHH.

3. OcnoBHblie pyHkuun Oraena

3.1.0cyiecTBisieT pa3paboTKy y4peauTelbHbIX JOKYMEHTOB, 00eCIIeYHBaeT
BHECEHHE U3MEHEHHUH B yUpeAUTENbHbIE TOKYMEHTHI.

3.2.]'0TOBHT CaMOCTOSTENBHO WM COBMECTHO C IPYIMMH CTPYKTypHBIMU
NOJpa3/IeNIeHUsIMU  IPEJUIOKEHUST 00 M3MEHEHUH WIH OTMeHe (NpU3HAHHK
YTPaTHBIIMMH CHILy) NPUKa30B U JPYTHX JIOKAIBHBIX HOPMATHBHBIX aKTOB
VYupexneHus.



3.3. IlpencraBisieT MHTEPECHl YUYpPEXICHUS B OpraHax 3aKOHOJATEJILHOH U
UCIIOJTHUTEIBHON BJACTH, a TaKXe [IpPYrMX OpraHax M OpraHu3aldsix »pH
PacCMOTpeHUH BOIIPOCOB, OTHECEHHBIX K koMneTeHuu Otaena.

3.4. 'OTOBUT U NMPOBOAUT MEPOIPUSTUS [0 pealu3allid 3aKOHOAATEJIbCTBA
Poccuiickoit ®enepauuu 0 NPOTUBOAECHUCTBUU KOPPYIILIMH.

3.5. I'oToBUT [1 pyKOBOJCTBA YUpEKACHHUS CIIpaBO4YHbIEe, HHPOPMAIUOHHO-
aHAJIUTUYECKUE U AP. MaTepHaIbI [10 IEHCTBYIOLIEMY 3aKOHOATEIHCTRY.

3.6. BeinonasieT paboTy mo peaiau3aluy MOJUTHKM OpraHM3aliMi B objacTu
CBsI3ei ¢ OOIIECTBEHHOCTHIO.

3.7.006ecnieyeHre NPOTUBOIOXKAPHBIX MEPONPHUATHH, IPEIyCMOTPEHHBIX
TpeOOBaHUAMU NOXKapPHOU 6€30MacHOCTH.

3.8. OcymecTBisieT B3aMMOJCHCTBHE B MpeleliaXx CBOEH KOMIIETEHIIUH C
OpraHaMH 3aKOHOIATEJIbHOW, WCIIOJHUTEIIbHON U CyleOHOW BJIaCTH CYyOBEKTOB
Poccuiickoit ®enepannm.

3.9. Oxa3pIBaeT NOMOLLb, B T.4. KOHCYJIBTHUPYET CIIY>KObI U NTOApa3ieieHus, o
BOIPOCY 3aKyNKH TOBAapOB, pabOT M yCIyr pa3MellaeMbIX HIH pa3MelIeHHBIX
3aKyIMOK TOBapOB, pabOT U yCIIyT.

3.10. OcyuiecTBIsIET KOHTPOJb 3a OCBOCHHEM OOKETHBIX CpEACTB B
TeKyllleM (pMHAHCOBOM oAy, KOHTPOJIb 3a CPOKaMH 3aKJIIOYEHUS U UCIIOJHEHUS
I'PaXIAHCKO-ITPABOBBIX JOIOBOPOB YUPEXICHUS.

3.11. OcymectBiustot pabory ¢ uHpopmaroHHbiMu pecypcamu EAVICT u
EMC B yacTu: niuaHUpOBaHUE 3aKa30B, pa3sMEIIECHHUs 3aKa30B, 3aKIIOYEHUE U
HUCTIOJTHEHUE KOHTPAKTOB.

3.12. Benmer mnpeTeH3HOHHYIO paboTy: obecreyrnBaeT y4eT NpeTeH3HH,
NOCTYMAIOIMX OT KOHTPareHTOB, HMX PacCMOTPEHHME; TIOTOBUT OTBETHl Ha
MOCTYNHUBIINE MPETEH3UN M NMPUHUMAaET IIPOEKThl PELIEHHI 00 yIOBIETBOPEHUHU
WX 00 OTKa3e B YAOBJIETBOPEHUHU IIOCTYNHUBIIUX IMPETEH3UH; OCYLIECTBIIIET
MMOJITOTOBKY MpPETEeH3WH K KOHTpareHTaM, WX HalpaBJIEHUE KOHTpareHTaM H
KOHTPOJIb 32 YIOBIETBOPEHUEM HAIPABJIEHHBIX KOHTPareHTaM MpeTeH3HM.

3.13. Bexmer wuckoBylo pabOTy: MNpUHHMaeT Mepbl IO COOIOEHUIO
JIOCyeOHOrO TOpS/AKa YperyJUpOBaHUs INOTOBOPHBIX CIIOPOB; MOArOTABIMBAET
HCKOBEIE 3asBJICHUS U MaTepHalbl U NepefaeT UX B apOUTpakHbIe CyJbl; H3y4aeT
KOTIMM HMCKOBBIX 3asBJICHUH II0 MCKaM K Y4YPEXIACHHIO; IPEACTaB/Is€T MHTEPECHI
VupexaeHus B cyaax.

3.14. OO0GecneunBaeT  OPraHU3ALAOHHO-TEXHUYECKOE  COIPOBOXIECHUE
ceTeBOM 6e30IMmacHOCTH paboThl YUpeKIeHHUs.

3.15. OOecneuymBaeT OpraHU3allMi0 BENEHUS JIOKyMEHTOoOoOoOpoTa B
YypexaeHuu, y4eT oJIy4aeMoi U OTIIPaBIIIEMOM KOPPECIIOHAEHIIUH.

3.16. Ilo mopy4yeHHIO pPYKOBOACTBA YUpPEXIEHUs OCYLIECTBISIET HHEIE
¢GbyHKIIUH B Ipefenax komnereHuuu Otaena.

4. IlpaBa Otaena

Ortneny npenocraBiseTcs IpaBo:



4.1.3ampalMBaTh OT CTPYKTYPHBIX MOApPA3Ae/IeHH YUpexaeHHs CBEICHHUS U
JOKYMEHTBI, O(QHUIHANbHbIE 3aKIIOUEHHUS, AaHAIUTHYECKHE MaTepHalbl U APYIyIo
uHGOpMaIuIo, HeOOXOIUMBIe NIl IPUHSATHS PELISHUI 110 BOIPOCAM, OTHECEHHBIM
K komnereHuuu Otaena.

4.2. IlpuBriekaTh ¢ COIJiacusi PyKOBOAMTENEH CTPYKTYypPHBIX MOJApa3ie/ieHui
pabOTHHKOB 3THUX MOApPA3AENeHHH IUISI TOATOTOBKH IPOEKTOB JIOKAJIBHBIX
HOPMATHBHEIX aKTOB, JOKYMEHTOB, a TaKXe i pa3pabOTKH U OCYIIECTBJIECHHS
MEPOIPUATUM, IPOBOAUMBIX OTIEJIOM B COOTBETCTBUH C BO3JIOKEHHELIMH 3a1a4aMH
U QyHKIUSIMH.

4.3. IIpyauMath ydacTtve B IOATOTOBKE U MPOBEIECHUN 3aceaHUil KOMUCCHUH,
COBEIIaHUM, KOHQEPEHIUI U HHBIX MEPONPUATHH, IPOBOAUMBIX YUpPEXKICHHEM.

4.4. BHOCHTE  PYKOBOACTBY IPEIJIOKEHHS IO  COBEPIIEHCTBOBAHHUIO
JEeSITeIBHOCTH Y UpeXXKIeHUs.

4.5.B3auMoOneiCTBOBaTE B  YCTAaHOBIEHHOM IMOpSOKE C  OpraHamu
rOCYyJJTapCTBEHHOH BJIaCTH, MECTHOIO CaMOYINpPABICHHS, HOPHIAYECKHMH H
¢GHU3UYECKUMU JIMI[aMH [T0 BOIIPOCaM, BXOASIIHMM B KomieTeHuio Otaena.

S. Opranmn3anusi paéorsl OTaena

5.1 Otgen BO3rNaBiSeT HAYaAJbHUK, HA3HAYAeMBIH M OCBOOOXIAEMBIM OT
IOJDKHOCTU TUPEKTOPOM Y UperkIeHHUS.

5.2. HayanpHuk Otnena:

- PYKOBOAMT JesATeNbHOCTh OTAena U KOHTPOJHMPYET CBOEBPEMEHHOE U
KaueCTBEHHOE BBINOJHEHHEe paboTHuKamMu OrTAena IIOCTaBIECHHBIX 3a1a4 u
JNOJDKHOCTHBIX O0SI3aHHOCTEH;

- HeCeT NEPCOHATIbHYIO OTBETCTBEHHOCTD 3@ COOTBETCTBUE 3aKOHOAATEIHCTBY
Poccuiickoii @enepaliu BHU3MPYEMBIX UM IPOEKTOB IIPABOBEIX AaKTOB MU
KoHTpakTos;

- paclnpenenser 0053aHHOCTH Mexay paboTHukamu Otaena;

- IPEJICTABIsAET UHTEPECH! YUPEXKAECHUS B rOCYdapCTBEHHBIX OpraHax U B
ApYTUX OpraHu3alusX 110 IPaBOBBIM BOIIPOCAM;

- pa3pabaThIBaeT NODKHOCTHbIE MHCTPYKIMH MIJISl KaXIOrO COTPYAHHMKA
OTZIEJIEHUS] U KOHTPOJIUPYET UX BHINOJIHEHHE;

- opraHusyeT paboTy MmO oXpaHe Tpyda M TeXHHKE O€30MacCHOCTH
COTPYIHUKOB OT/IeJICHHS.

5.3. Corpyanuku Ortnena OCYIIECTBISIOT paboOTy B COOTBETCTBHH C
JOJDKHOH MHCTPYKIUEH M OTAEIbHBIMU IIOPYYEHUSIMH PYKOBOJCTBA YUpEKICHHUS.

5.4. Csoro gestenpHOCTh OTIEN OCYIIECTBISET B COOTBETCTBUH C IIAHAMHU
paboThl Yupex AeHHS.

5.5.  Ortxen OCyIIECTBISIET CBOIO NEATENBHOCTH BO B3aUMOJIEHCTBHH CO
CTPYKTYPHBIMH NOJpa3AeeHUSIMU Y UPeXKICHHS.



6. OTBETCTBEHHOCTH

6.1.  OTBeTCTBEHHOCTh 3a HaJIeXallee M CBOEBPEMEHHOE BBINOIHEHHE
¢byHKUMI oTAena HeceT Ha4albHHUK.

6.2. Ha HavanbHHMKa OTAE€NIa BO3JIAaraeTCsl NEPCOHANIBHAS OTBETCTBEHHOCThH B
ciyyae:

- HECOOTBETCTBHs 3aKOHOAATEIBCTBY MOANUCHIBAEMBIX JOKYMEHTOB;

- COCTaBJICHUS, YTBEPXKAEHHS W  IPEJOCTABIEHUS  HEAOCTOBEPHOMU
OTYETHOCTY;

- HECBOEBPEMEHHOI'0, & TAKXX€ HEKAYECTBEHHOI'O UCIIOJIHEHUS TOKYMEHTOB H
IIOPYYEHUIN PyKOBOACTBA Y UpEXKICHHUS,

- HecoOJIOEeHHs TPYJIOBOTO PAaCHOpPSIKa COTPYAHUKAMH OpPraHU3allMOHHO-
[IpaBOBOI'O OTJeEIA.

6.3. OTBETCTBEHHOCTh COTPYAHUKOB OTeNa MO paboTe OpraHM3aLMOHHO-
NpPaBOBOTO OTAENa YCTAaHABJIMBAETCS COOTBETCTBYIOIIMMH JOJDKHOCTHBIMU
UHCTPYKLUSMU.



