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Jo5KHOCTHASL HHCTPYKUUA
PyxoBoauresns Ciy0bl KOPIIOPATHBHOIO yIIPABJICHUS

1. O0mmue mMoJI0KEeHUus

1. Hacrosmias AOMKHOCTHAsT WHCTPYKIUS pa3paboTaHa B COOTBETCTBUU C
3akoHoAaTenbcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «KazakcTan XalKbIHA»
(manmee — OoOmectBeHHbld (oua), Ilomoxxkennem o Ciyxbe KOPIOPATUBHOTO
ynpasienuss (mamee — Cnyxk06a) W JApyrMMHM  BHYTPEHHHMMH HOPMAaTHBHBIMU
nokymeHtamu OO1ecTBeHHOTO (hoHAa.

2. Hacrosimass  JOMKHOCTHAsE ~ MHCTPYKLMSI — ONpPEACNSeT  JOJDKHOCTHBIC
00513aHHOCTH, MPaBa U OTBETCTBEHHOCTh PyKOBOIUTENS CITy>KOBI.

3. PyxoBomutens CiykObl HazHadaeTcs Ha JOJDKHOCTbH MU OCBOOOXKIAETCS OT
nomxHocTH mpukazoMm [lpencemarenss [lpaBiaenuss B MOpAIKE, OMPEICICHHOM
3akoHo/AaTenscTBOM Pecrybnuku Kazaxcran o Tpyae W BHYTPEHHUMH HOPMATHBHBIMU
nokymeHTamu O0miecTBeHHOro GoHaa.

4. PykoBomutens CiyxObl mnomuuHsieTcs HemnocpenctseHHo IIpenceparento
[IpaBienus.

5. PykoBoautens CinyxObl B CBO€H pab0OTE PYKOBOACTBYETCS:

1) 3akoHOMATETBLHBIMH ¥ WHBIMA HOPMATUBHBIMH TIPABOBBIMH  aKTaMHU
Pecny6iuku Kazaxcrah;

2) YcraBom O6miecTBeHHOTO (HOH/A;

3) Ilonoxenuem o Ciayx0Oe 1 HaCTOAIIEH JOHKHOCTHON MHCTPYKITUEH;

4) npyruMu BHYTPEHHUMU HOPMATHUBHBIMU JOKyMeHTaMu OOI1eCTBEHHOTO
donma.

2. KBanuuxkauuoHHbie TPeOOBAHUS

6. PykoBogutens  CiyxObl  JOMDKEH  COOTBETCTBOBAaTh  CIIEAYIOIIUM
KBATM(PUKAIMOHHBIM TPEOOBAHUSIM:

1) Bbicmiee oOpa3zoBaHHe B OOJACTH IKOHOMHKH, JHUOO MEHEIXKMEHTa W (WJIH)
IOPUCTIPYICHLIUY;

2) crax paboTel B 00JACTH KOPHOPATUBHOTO ymIpaBieHus W (i) (UHAHCOB,
KOPIIOPAaTUBHOIO TpaBa — HE MeHee 7 (CeMH) JieT, B TOM 4YHCJIe Ha PyKOBOJSLICH
JIOJKHOCTH — HE MeHee S (IIATH) JIET;

3) npennoutrutenbHo Hanuuue ceptudukara CIMA (Chartered Institute of
Management Accountants) w/unm ceprudukata MEXAYHAPOJHOM MPU3HAHHON
npodeccuonanbHoil kBanmupuxanuu, skBUBaieHTHOH CSQS (Corporate Secretaries
Qualifying Scheme) MHcTuTyTa NTUIIOMUPOBAHHBIX CEKpeTapeld W aAMUHUCTPATOPOB
(ICSA).

7. PyxoBoautens CiaykObl JOKEH 007a1aTh:



1) 3HAaHMSAMU W HaBbIKAMH TPUMCHCHHS HOPMATHUBHBIX IPABOBBIX AKTOB B
00JIaCTH KOPIIOPATUBHOTO YIPABJICHUS;

2) 3HaHMAMH  ['pakmaHckoro ¥ TPyJOBOro  3akoHojareidbcTBa  PK,
3aKOHOJIATEILCTBA O OJIATOTBOPUTEILHOCTH, HEKOMMEPUYECKUX OpPraHU3allHsIX;

3) HaBbIKAMHM  OpraHW3allM¥  HAJUICXKAIET0  B3aUMOJCHCTBHS ~ OPraHOB
Oo6mectBeHHOrO hoH/A,

4) HaBBIKAMH OKAa3aHWs METOJI0JOTHUSCKON MOMOIIM IPH ITOATOTOBKE BOIPOCOB
CTPYKTYpHBIMH ~TIOJIpA3JCICHUAMA Ha paccMOTpeHHe [lomeunTenbcKoro coBeTa
Oo6mecTBeHHOTO POHIA;

5) HaBBIKAMH aHaJIW3a W CHUCTEMAaTH3alluk WHPOpMAIuU, pa3paboTKh
METOJIOJIOTUYCCKUX M HOPMATHUBHBIX JOKYMEHTOB B 00JacTH KOPIOPATUBHOTO
yIpaBIICHUS, YIIPABIICHUS TICPCOHAIIOM.

3. OYyHKUUM U JO0JKHOCTHBIE 00A3aHHOCTH

8. B ¢dyHKImMH 1 1OIDKHOCTHBIC 00s13aHHOCTH pyKoBOuTEs CTy>KOBI BXOIHT:

1) oOecneueHre BBIMONMHEHUS 33a4 U (YHKUIUN, onipeaesieHHbIX [lonoxennem o
Cyx0e;

2) pa3zpaboTka MPEI0OKEHUI 1o COBEPIIEHCTBOBAHUIO CUCTEMBbI
KOpHopaTuBHOTO yrpasieHus O01mecTBeHHOro poH/a;

3) MOHUTOPHUHT WCIIOJTHCHHUSI penieHuit [ToneunTenbckoro COBETa
OO6mecTBeHHOTO POHIIA;

4) pa3paboTKa NMpeUI0KEHUN 10 OpraHU3aluOHHON cTpykType OOI11ecTBEeHHOTO
donna;

5) MeTom0J0TruYecKoe COJICHCTBHE CTPYKTYPHBIM Mo/ipa3ieICHUsIM
Oo6mectBeHHOT0 (oHIa B pa3pabOTKe JAOKYMEHTOB, PErJaMEHTUPYIOIIMX OH3HEeC-
MPOIIECCHI ¥ B3auMoieiicTBHE opraHoB OO0IecTBEHHOTO (hOHIA;

6) OCYyIIECTBIEHUE KOHTPOJIS 32 00€CIEUCHUEM TEXHUYECKOTO COIMPOBOXKICHUS
U HETPEPHIBHOTO (DYHKIIMOHWPOBAHHUS HA BCEX JTalax BHEAPCHHUS OHJIAWH CHCTEMBI
KOHTPOJIS TT0 pACCMOTPEHUIO MOCTYNMUBIINX B OOIIECTBEHHBIN (POHT 3asIBOK;

7) opranuzamusi Mpolecca HailMa TMepcoHalia, OpraHu3amuss W KOHTPOJIb
KaJIpOBOTO JIEIONPOU3BOJICTBA;

8) OCyIIECTBICHHE METOJUYECKOTO0 PYKOBOACTBA 3a JCJIONPOU3BOJCTBOM B
Oo6mecTBeHHOTO POHIIA;

9) KOHTPOJIb 32 CBOEBPEMEHHOW O0O0pabOTKOW MOCTyHaromeid W OTHpaBIIIeMON
KoppecnonaeHnu ObmecTBeHHOTo POH/A;

10) KOHTpPOJIB 32 CPOKAMHU UCTIOJIHEHUS TOKyMeHTOB O011ecTBEeHHOTO (hOH/IA;

11) ocymecTBieHue KOHTPOJIA o BOIIpOCaM aIMUHUCTPATUBHO-
X035UCTBEHHOTO oOecTieueHust 1 3akynok OO0miecTBeHHOTO (HOH/IA;

12) KOHTPOJL 3a CBOEBPEMEHHBIM pa3MEIICHHEM HHGOPMAIlMM HAa WHTEPHET-
pecypce O6miecTBeHHOTO (HOHIA;

13) kadectBeHHOE U d(PdeKkTUBHOE PyKOBOACTBO Ci1yK00ii;

14) pykoBoactBo pabGotoit CnyxObl, opranuzainus paboTel  CiyxObl,
pacrpeneneHne BXOIAIIEH KOPPECTIOHACHIIUM, 3alaHU U TIOPYUYCHUN HA MCIIOJHEHUE
pabotHukam CiyObl, OCYIIECTBJIEHUE KOHTPOJS 3a HMX HCIOJHEHHEM, a TaKKe
YTBEP)KJICHUE WHAMBUAYaJbHOTO IIaHAa paboOThl HA KBapTall MU YCTAHOBJICHUE



pEeKOMeHTyeMoro Ko3(h@uimeHTa MpeMUpOBaHUS O HUTOraM KBapTajla pabOTHHKAM
Ciy k0w,

15) npu Hamuyuu COOTBETCTBYIOIIEro penieHus I[lomeuntensckoro coera
Oo6mectBeHHOr0  ¢oHAa  UCTONHSAET (GYHKIMM U OOS3aHHOCTH  CEKpeTaps
[ToneunTenbckoro coBera:

- OpraHu3yer nposeaeHue 3aceqanuil [loneunrensckoro copera;

- KOOPJIMHUPYET MOATOTOBKY MaTEPHAIOB CTPYKTYPHBIMHU TOAPA3ICICHUSIMHA 10
BOMpPOCaM MOBECTKU JHS 3aceaanus [loneunTenbckoro coBera;

- OCYLUECTBJISIET MPOTOKOJIUPOBAHHME 3acenaHuil IlomeynmTenbcKkoro coBera,
dbopMupyeT OIOIJIETEHH 3a0YHOTO TOJIOCOBaHHS 4ieHOB [lomeumTenbckoro coaera,
OCYIIECTBISICT MOIBEICHIUE UTOTOB T'OJIOCOBAHMS TI0 BOIIPOCAM MOBECTKU JTHS 3a0YHOTO
3ace/laHus;

- HarpaBisieT peuieHus [loneunTeabckoro coBeTa COOTBETCTBYIONIUM OpraHam U
JOJDKHOCTHBIM JiuiaM O6miecTBeHHOTO GOH/A;

- OCYUIECTBJISIET MOHUTOPHUHT UCIIOJIHEHUSI TOpyueHui [loneunTenbckoro coBeTa.

16) npencraBinenue uHTepecoB CiyObl BO B3aUMOOTHOIIECHUAX C JIPYTUMU
CTPYKTYpHBIMHU TTOfpa3zaeneHusiMu O01ecTBeHHOro PoHIa;

17) Buecenue Ha paccMmotpenue Ilpencenartenss [lpaBnenuss u IlpaBienus
MPEJIOAKEHHUH 10 BOMIPOCaM, BXOSIIUM B KoMIieTeHIHI0 CIy>KObI;

18) pa3paboTka BHYTPEHHHX HOPMATHBHBIX JOKYMEHTOB II0 BOIIPOCAM
nesitenbHoCcTH CIy X OBl

19) ucnosHeHWE MOpPYYEHUH PYKOBOJACTBA B COOTBETCTBUU C BHYTPEHHUMH
HOPMAaTUBHBIMU JOKyMeHTaMu O01iecTBeHHOTO POoHa;

20) oOecreueHrne OpraHU3alyy B3aWMO3AMEHSEMOCTH MEXAY paOOTHUKaMU
CiyxObI;

21) coObmroieHre TPyAOBOU U MPOU3BOJACTBEHHOM AUCIUIUIMHBI, IPABUI U HOPM
OXpaHbl Tpy/la, TPeOOBAaHUI TPOTUBOIIOXKAPHONU OE30MACHOCTH;

22) moBBIMIEHHE TMPOPECCHOHATLHOTO YpPOBHS TyTeM caM0o00pa3oBaHMs,
U3Yy4EHHUs NIEPEI0OBOT0 OTEUECTBEHHOT0 U 3apy0exHOro OMbITa U T.1.;

23) ocylecTBIEHHWE WHBIX  (YHKIUH, BBITEKAIONIMX W3  HACTOSIIEH
JOJDKHOCTHOW — WHCTpyKiuu, llomoxkenuss o Ciyx0e ©  HMHBIX JIOKYMEHTOB
O6miecTBeHHOTO (hOHTA.

4. IlIpasa

9. PyxoBoautens Ciyx0bl UMEET MIPaBo:

1) 3HaKOMUTBCS C peleHusAMH pykKoBojcTBa OOmecTBeHHOro ¢GoHaa,
nmpoekTamMu ToKyMeHTOB OO0IecTBeHHOTO (hOHa, Kacaromuxcst kKommeTeHuu CiryKObI;

2) BHOCUTH pyKOBOACTBY OOIIecTBEHHOTO (POHIA TMPOEKTHI JTOKYMEHTOB IIO
BOIIPOCaM, OTHECEHHBIM K KoMIeTeHIuU CiyXObl, MPEMJIOKEHUS O TMOOIIPEHUU U
JTVCHUIUIMHAPHOW OTBETCTBEHHOCTH paOOTHUKOB CITy OB,

3) BHOCUTH TPEJIOKEHHUS [0 COBEPIICHCTBOBAHUIO pPabOTHI, CBA3AHHOW C
MPEAYCMOTPEHHBIMHU HACTOSIIEH JOJPKHOCTHON HHCTPYKIIMEH 00SI3aHHOCTSIMU;

4) coobmiaTh HEMOCPEICTBEHHOMY PYKOBOJMTENIO 000 BCEX HEIOCTAaTKax B
nesrenbHocT  OO1IecTBEeHHOTo (DOHJIa, BBISABICHHBIX B MPOIECCE OCYIIECTBICHUS
CBOMX JIOJDKHOCTHBIX OOSI3aHHOCTEH M BHOCUTD MPEJIOKEHUS TI0 UX YCTPAHEHUIO;



5) nmaBaTh mopydeHus B Ipeneiax cBoel KoMmmeTeHUuu padoTtHukam CirykObl,
o0s13aTeNIbHBIC AJIS1 HCTIOJIHEHMS,

6) 3ampamuBaTh M MOJYy4aTh OT CTPYKTYpPHBIX MOApA3JCIeHUl U paOOTHUKOB
OOmecTBeHHOr0o  (poHAAa  HEOOXOAMMBIE  JOKYMEHTBI  JJII  OCYIIECTBIICHUS
BBIIIICYKA3aHHBIX (YHKIMN U 00s13aHHOCTEH;

7) TpOBOAUTH  KOHCYJbTAIlMM  CO  CTPYKTYPHBIMH  MOJAPA3JCICHUSIMU
OOmectBeHHoro (oHAa, a TakkKe TOCYIapCTBEHHBIMH OpraHamMud H JpyTHMHU
OpraHU3alMsIMHU [0 BOIIpocaM B mipeenax komneteHuuu CiryxOsl;

8) mo TOPYYEHHIO PYKOBOJCTBA HU B COOTBETCTBUU C BHYTPEHHUMH
HOPMATHUBHBIMU JIOKyMEHTaMU TPEACTABIATh HHTepechl OO0mecTBeHHOro (oHAa B
rOCy/IapCTBEHHBIX OpraHax, CTOPOHHUX OpPraHU3aIHsIX;

9) mpuHuMMaTh ywyacTHe B TpOrpaMMax, HaMpaBJICHHBIX Ha OOyYeHHe,
NEPETIOATOTOBKY U MOBBIIIEHNE KBaM(pUKauu kaapoB OOIIeCTBEHHOTO (OHA;

10) ocymiecTBisATh WHBIE IIpaBa, MPEIyCMOTPEHHbIE 3aKOHOAATEIHCTBOM
PecnyOmuku KazaxcraH.

5. OTBEeTCTBEHHOCTH

10. PyxoBoautens Ciry>kObl HECET OTBETCTBEHHOCTD 34!

1) HeHajyiexaiiee  WCIOJMHEHHWE  WIM  HEUCIHOJHEHHE  JIOJDKHOCTHBIX
00s13aHHOCTEM, MPEAYCMOTPEHHBIX HACTOSIIEH JOKHOCTHOU HHCTPYKITUEH;

2) mpaBOHApYIIEHUS, COBEPIICHHbIE B TMPOIECCE CBOCH JIESITEIILHOCTH B
npeneniax, YCTaHOBJICHHBIX aJMUHUCTPATUBHBIM, YrOJOBHBIM U TPaXKIaHCKUM
3aKoHO1aTenhCTBOM Pecry6nuku Kazaxcran;

3) mpuuMHEeHHE MaTepHualibHOTrO yiepba ObwectBeHHOro ¢oHaa B mpenenax,
YCTaHOBJICHHBIX TPYAOBBIM 3aKOHOIaTEILCTBOM Pecmyonmku Kazaxcras;

4) coxpaHHOCTb JoKyMeHTanuu QOOIIeCTBEHHOro (oHAa B COOTBETCTBUM C
JOJDKHOCTHOW ~ WHCTPYKITMEH, TPYIOBBIM JIOTOBOPOM W WHBIMH BHYTPCHHUMH
HOPMATHBHBIMH TOKyMeHTaMu OOI1iecTBEHHOTO (hOHA;

5) pasriamieHue CBeACHUM, UMEIOIIUX OTPAHUYEHUE JIOCTYNa U COCTABJISIFOLINX
CIIyKEOHYI0 WJIM MHYIO OXPaHIEMYIO0 3aKOHOM TaiiHy, uHbopmarmu OOIIECTBEHHOTO
dbonma, oTHECEHHOM K MHGOpMAINK KOHPUACHIIMAIBHOTO XapaKTepa;

6) Hapymenue IlpaBun TpymoBoro pacropsigka OOmecTBeHHOro (GpoHaa, HHBIX
BHYTPEHHUX HOPMATUBHBIX JOKyMeHTOB O0I11€CTBEHHOTO (POHIA;

7) HapymieHue  TpaBWJI ~ TEXHUKHM  O€30IacHOCTH,  IPOTHBOMOKAPHOMU
0€30MacHOCTH W APYTUX MPAaBWII, CO3JAIONIUX YIpo3y AesaTeNbHOCTH OOIIECTBEHHOTO
dbonma u ero paboTHUKAM;

8) WHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C JEHCTBYIOIINM
3aKoHOJATeNbCTBOM PecnyOnukm KazaxcraH, TpyIOBBIM JOTOBOPOM U HHBIMHU
BHYTPCHHUMHU JokyMeHTamu OO1IecTBeHHOTO (DOHA.
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J0J5KHOCTHASI HHCTPYKUUA
Menemxepa no nHGopManuoHHbIM TexHoJorusam (IT)
Ciy:k0bI KOPIIOPATHBHOIO YIIPABJICHUS

1. O01mue moJI0KeHUA

1. Hacrosimasi TOJDKHOCTHAsE HMHCTPYKIMSI pa3paboTaHa B COOTBETCTBUHU C
3akoHoJaTeabcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «Ka3zakcTaH XaJIKbIHa»
(mamee — OoOmectBeHHbld (oua), Ilomoxxkennem o Ciyxbe KOPIOPATUBHOTO
ynpasienuss (mamee — Cnyx6a) W ApyrMMH  BHYTPEHHHMMH HOPMAaTHMBHBIMU
nokymeHtamu OO1ecTBeHHOTO (hoHAa.

2. Hacrosmass  JOMDKHOCTHAsT ~ MHCTPYKIMS — ONpEAENsieT  JIOJDKHOCTHBIC
00s3aHHOCTH, TIpaBa W OTBETCTBEHHOCTh MEHEHKepa 1O HWH(GOPMAIMOHHBIM
TEXHOJIOTUAM (J1anee — menekep no IT).

3. Menemxkep mno IT Ha3HauaeTcs Ha JOKHOCTH U OCBOOOXKIAETCS OT
nomkHocTH mpukazoM [lpencemarenss I[lpaBieruss B MOpAIKE, OMPEICICHHOM
3aKOHOJATEILCTBOM PecmyOmmku Kazaxcran o Tpyae u BHYyTPEHHUMH HOPMAaTHBHBIMU
nokymeHTamu O01iecTBeHHOro (GoHaa.

4. Menemxkep no IT nmoguuHsieTcss HEMOCPEACTBEHHO pyKoBoauTento CiyKObl,
a TakkKe B YacTH coryiacoBaHusi BorpocoB [T — compoBokieHus YmpapisitomeMy
JTUPEKTOPY N0 (PUHAHCOBBIM U MTPABOBBIM BOIPOCAM.

5. Menemxep o IT B cBoeli paboTe pyKOBOJCTBYETCS:

1) 3aKkoHOIaTETFHBIMU U WHBIE HOPMATHBHBIMHM ITPABOBBIMH aKTaMHU B 00JIacTU
UHOOPMAITMOHHBIX TEXHOJIOTMM W CHCTEM, PYKOBOJSIIMMU, HOPMATUBHBIMU U
METOJMYECKUMU MaTepHallaMH;

2) YcraBom OO11ecTBEHHOTO (DOHAA;

3) HacTosIIeN TOJKHOCTHOM MHCTPYKLIUEH;

4) npyriMu BHYTPCHHUMH HOPMATHBHBIMH JOKYMeHTamMH (OIIECTBEHHOTO
dbonna.

2. KpanupukaunoHHbie TPeOOBAHUA

6. Menemxep mno IT  nmomkeH  COOTBETCTBOBATH  CIIEAYIOLIAM
KBIM(PUKALMOHHBIM TPEOOBAHUSIM:

1) BoIcIee oOpa3zoBaHue B 001aCTH HHPOPMAIITMOHHBIX TEXHOJIOTUI;

2) ctaxk paboThI B 00J1acTH pa3padOTKU MH(DOPMAITMOHHBIX CUCTEM — HE MEHee 3
(Tpex) ner;

7.Menemxep no I'T nomxeH 3HaTh:

1)3akoHOmaTeNbHBIE W WHBIE HOPMATHBHBIC MPABOBBIE aKThI B 00JacTH
UH(GOPMAILIMOHHBIX TEXHOJIOTHI U CUCTEM;

2) nopsAnoK opOpMITEHUST TEXHUIECKOUN TOKYMEHTAIUH;

3) TEeXHOJIOTUIO aBTOMATHYECKOW 00padoTKu nH(MOpMAITUY;

4) OCHOBBI OpPTaHU3ALUU CETEBOTO aIMUHUCTPUPOBAHHUS, IPOrPAMMHUPOBAHNS;



5)cnocoObl  IpenynpexaeHUus ~— HECAaHKUMOHMPOBAHHOIO  JocTyna K
uHpopmaruy;

6) apXUTEKTYpy, YCTPONCTBO U MPUHIMI (PYHKIIMOHUPOBAHUS BEIYMCIUTEIIBHBIX
CHUCTEM,;

7) ceTeBble MPOTOKOJIBI U OCHOBBI WEb-TEXHOJIOTUH;

8) OCHOBBI COBPEMEHHBIX CHCTEM YIpaBieHUs Oa3amMu JaHHBIX, TEOpHIO 0a3
JTAHHBIX, CUCTEMbI XpaHEHUS U aHaIM3a 0a3 JaHHbBIX;

9)yctpoiictBO U  (QyHKIMOHHUPOBAHHUE COBPEMEHHBIX HWH(MOPMAIMOHHBIX
pecypcos;

10) coBpeMeHHbIE TPUHIIUIIBI IOCTPOCHUS HHTEP(EHCOB MOIb30BATEIS;

11) mporpammHBIe cpeacTBa U TIATGOPMEI IS pa3paboTku web-pecypcos;

12) ocHOBBI H(DOPMAITMOHHON O€30MacHOCTH Web-pecypcoB;

13)MeToguKM ~ OomucaHUsT WU MOJEJIMPOBAHMS  IPOLECCOB,  CPEACTBA
MOJIEJTMPOBAHUS MPOLIECCOB;

14) MmeTobI U CpeCTBA MPOCKTUPOBAHUS HHPOPMAILIMOHHBIX PECYPCOB;

15) MeToabl U cpeacTBa MPOEKTUPOBAHUS UHTEP(EICOB;

16) MmeTOBI U CpeCTBA MPOSKTUPOBAHUS 0a3 TaHHBIX;

17) nprHLIUIIBI TOCTPOEHUS APXUTEKTYPbl HHPOPMAIIMOHHBIX PECYPCOB;

18) TunoBble pelieHus, OMONMOTEKH NPOrPAMMHBIX MOJYJEH, IIA0JIOHBI,
KJIACChl 00BEKTOB, UCIIOJIb3yEMbIE TPHU pa3padoTKe NH(POPMALIMOHHBIX PECYPCOB;

19) kpuTepun OLIEHKH 103a0MIIMTH- U 3PTOHOMUYECKHUX XapaKTEPUCTHK;

20) MeToAbI S3KCIIEPTHOMN OLIEHKU UHTEP(PEICOB;

21) MeToabl 103a0MIIUTH-TECTUPOBAHUS;

22)craHiapThl, periaMeHTUpPYIOUME TpeOOBaHUS K  IOJb30BATEIbCKUM
uHTEepdercam;

23) aHIIMICKUN SI3bIK HAa YPOBHE YTEHUS TEXHUYECKOM JOKYMEHTaluu B
o0nacT HHPOPMAIIMOHHBIX U KOMIIBIOTEPHBIX TEXHOJIOTHI;

24) nmpeaAMETHYO0 00JaCTh MPOEKTA JJIsl COCTABIICHUS TECT-TIJIAHOB,;

25) OCHOBBI yIIPaBJICHUS] U3MEHEHUSMU;

26) OCHOBBI POTPAMMUPOBAHUS.

27)yBepennoe 3Hanue: PHP; Laravel; MYSQL; Joomla; Git; S/HTML/CSS,
NPUHIMIIOB TIOCTPOEHUSI W (PYHKIIMOHMPOBAHUSA CETEH, OCHOB pPabOThl CETEBBIX
MPOTOKOJIOB U METOJ0B 3aiuThl UHPopManuu. JonoanutensHo: Python; API; rest; Full
API;

28) HaBbIkM paboOTHl ¢ MepuEepUHBIM U KOMMYTHPYIOIIUM O0OpYAOBAHHEM
(Cisco, Dlink), VLAN.

3. OYyHKUUH U J0JKHOCTHBIE 00I3aHHOCTH

8. B ¢pyHKIMM U TOHKHOCTHBIE 00s3aHHOCTH MeHepkepa no [T BxoauT:

1) cocraBnenue hopMaaIu30BaHHBIX ONMUCAHUN PEIICHUN MOCTABICHHBIX 3a/1a4
B COOTBETCTBUHU C TpeOOBaHUSMH MPUHATHIX B OOIIECTBEHHOM (DOHIE HOPMATHBHBIX
JIOKYMEHTOB;



2) pa3paboTKa ajJropuTMOB PEIICHHS MOCTaBJICHHBIX 337a4 B COOTBETCTBUU C
TpeOOBaHUSIMU NPUHITHIX B OOIIECTBEHHOM (POH]I€ HOPMATUBHBIX JOKYMEHTOB;

3) cornmacoBaHue  TpeOoBaHMM K  HMHPOPMALMOHHBIM  pecypcaMm  C
3aMHTEPECOBAHHBIMU CTPYKTYPHBIMU Mopa3aeneHussMu O01ecTBeHHOro (poHa;

4) omeHka BpeMEHH U  TPYJAOEMKOCTH pealu3alid  TpeOOBaHUM K
UH(GOPMAIIMOHHBIM pecypcam;

5) pa3paboTka TeXHMUYECKUX crenrdukanmii Ha HHHOPMALMOHHBIE PECYPCHI;

6) OILICHKA U COIJIaCOBAHHE CPOKOB BBINIOJIHEHHUS IIOCTABIEHHBIX 33]1a4;

7) pa3paboTka, N3MEHEHUE apXUTEKTYPbl HH(OPMAIIMOHHBIX PECYPCOB;

8) MNpOEKTHUPOBAaHUE CTPYKTYP JAAHHBIX;

9) mpoexTupoBaHme 0a3 TaHHBIX;

10) npoextupoBanue HHTEP(HENHcoB;

11) orieHKa U coraacoBaHUE CPOKOB BBITTOJIHEHMSI IOCTABIICHHBIX 3a/1a4;

12) ananu3 KkadecTBa U MOJTHOTHI OTPAOOTKH MOJIB30BATEIBCKUX CLIEHAPUEB;

13) onpenenenune Habopa perucTpupyeMbIX IapaMeTpoB;

14) anMUHUCTPUPOBAHUE M SKCIUTyaTallMsl anmnapaTHO-NPOTPAMMHBIX CPEICTB
3alUThl THPOpMAIUU B HTHPOPMAIIMOHHBIX peCypcax;

15) pa3paboTka mnpoueaypsl MPOBEPKH pPabOTOCIMOCOOHOCTH MPOTPaMMHOTO
obOecnieueHust (pa3paboTka mpoleaypsl cOopa AMArHOCTUYECKUX JaHHBIX, pa3padoTKa
IpoLeAyphl HU3MEpeHUsi TPeOyeMBbIX XapaKTePUCTHK MPOrPaMMHOTO oOOecredeHus,
OLIEHKA U COTJIACOBAHUE CPOKOB BBIMOJHEHHUS TOCTABICHHBIX 33/1a4);

16) pazpaboTka TECTOBBIX HAOOPOB JaHHBIX (MTOATOTOBKA TECTOBBIX HAOOPOB
JTAHHBIX B COOTBETCTBHM C BBIOPAHHOM METOAMKOM, OLIEHKAa U COIJIACOBAHHE CPOKOB
BBITIOJTHEHHSI IOCTABJICHHBIX 3a]1a4);

17) npoBepka pabOTOCIIOCOOHOCTH MPOrPaAaMMHOIO OOECIEUEHHUs: MpPOBEpPKa
paboTOCIIOCOOHOCTH TPOrPAMMHOT0 OOECIIEUEHHUsI Ha OCHOBE pa3pabOTaHHBIX TECTOBBIX
HA0OpOB JAHHBIX, OIIEHKA COOTBETCTBUS MPOTPAMMHOIO oOecredeHus TpeOyeMbIM
XapaKTepUCTUKAM;

18) obecrnieueHne TEXHUYECKOTO COMPOBOXKICHUSI HA BCEX ATanax BHEIPEHUS U
HENPEpPBhIBHOTO (DYHKIIMOHUPOBAHUS OHJIAMH CHUCTEMBI KOHTPOJIS MO PacCMOTPEHUIO
noctynuBmux B OOImEcTBeHHbIH (GOHI 3asBOK M OOECHEYCHHIO KOHTPOJS 3a
peanu3zanuen 6J1aroTBOPUTEIBHBIX TPOrPAMM/IIPOEKTOB;

19) pa3memienne, B CpPOKM YCTAHOBJICHHbIE BHYTPEHHHMMH HOPMAaTHBHBIMH
nokymentamu OoOmrecTBeHHOTO (POHIA, peecTpa TOTOBOPOB U MPUKPEIUICHHBIX K HEMY
AIIEKTPOHHBIX KOTIUH JOTOBOPOB Ha oduiiraibHOM caiite OOiiecTBeHHOTO (DOHa;

20) obecrieueHne O0OCTyna K JIOChE 3aBEPIICHHOW MPOTPaMMBI/IIPOEKTa BCEM
PYKOBOJUTENSIM CTPYKTYPHBIX mojapasaeneHuit OouiectBeHHOro GoHaa;

21)cOop M aHaNM3 MOJMYYEHHBIX PE3YyJIbTATOB MPOBEPKH PaOOTOCIIOCOOHOCTH
OporpaMMHOro obOecrieueHusi (OLIEHKA W COIJIaCOBAaHWE CPOKOB  BBIMOJIHEHUS
MOCTaBJICHHBIX 3a/a4);

22) pedakTOPUHT M ONTUMHU3AIUS TPOTPAMMHOTO KOJA: aHAIN3 MPOrPaMMHOTO
KOJIa Ha COOTBETCTBUE TPEOOBAHUIM MO YUTAEMOCTH U MPOU3BOAUTEIHHOCTH, BHECEHUE
U3MEHEHUH B MPOrpaMMHBIM KOJ U MpPOBEpKa €ro paboTOCIOCOOHOCTH, OLEHKa U
COTJIACOBAHUE CPOKOB BBIITOJIHEHUS TOCTABICHHBIX 33/1a4);



23)ucnpasienue AedeKToB, 3aPUKCUPOBAHHBIX B 0a3ze JaHHBIX Je(EKTOB:
BOCIpou3BefieHne Je(deKToB, 3aUKCUpPOBAaHHBIX B 0a3e JaHHBIX J1e(PEKTOB,
YCTAaHOBJICHHME TNPUYMH BO3HUKHOBEHHS JE(PEKTOB, BHECEHHUE HW3MEHEHUN B
MPOTrPAaMMHBIN KOJ[ JUIsl YCTPAHEHUS BBISBICHHBIX JA€(EKTOB, OLICHKA U COTJIACOBAaHUE
CPOKOB BBITIOJTHEHUS TIOCTABJICHHBIX 33724,

24) bopMupoBaHHE  COOTBETCTBYIOIIMX  MHamok-perucrpoB  CmyxObl B
cootBeTcTBUM ¢ Homenknarypoit pen OOmectBeHHOro (oHAa, MOATOTOBKA U
noamuBKa JokyMeHToB CirykObl 17151 mepefaun B apxuB OO1ecTBeHHOTO POoHA;

25) cobmroieHre TPyAOBOM U MPOU3BOACTBEHHOM JUCHUILIMHBI, PABUI U HOPM
OXpaHbI TPy/a, TPeOOBAHU MTPOTUBOIIOXKAPHONU OE30TTaCHOCTH;

26) noBblllieHHEe  TPOGECCHOHATBFHOTO  YPOBHS IMyTeM CamMo00pa3oBaHus,
U3YyYEHHUS TIEPEIOBOTO0 OTEUECTBEHHOTO U 3apyOeKHOTO ONbITa U T.1.;

27)ocyiiecTBiieHHe  HUHBIX  (YHKUMHA,  BBITEKAIONMX M3  HACTOSIICH
JOJDKHOCTHOW MHCTPYKIUMU, MHBIX JOKYMEeHTOB OOI1ecTBeHHOTO (hoHa.

4. IlpaBa

9. Menemxep no IT numeer npaso:

l)3HakoMuTbCA C peleHussMH  pykoBojcTBa ObmiectBeHHOro  (oHza,
KaCaloIUMHUCS €TO JIeATEeIbHOCTH;

2) BHOCUTh TMPEMJIOKEHUSI IO COBEPLICHCTBOBAHUIO pPAaOOThI, CBA3aHHON C
MPEAYCMOTPEHHBIMHU HACTOSIIEH JOJPKHOCTHOM MHCTPYKIIMEH 00SI3aHHOCTSIMU;

3) coobmaTh HEMOCPEACTBEHHOMY PYKOBOJMTENI0 000 BCEX HENOCTAaTKax B
nesitenbHocTH  OOmecTBeHHOTO (DOHAA, BBISBICHHBIX B TPOIECCE OCYIIECTBICHUS
CBOMX JIOJDKHOCTHBIX 00s13aHHOCTEN M BHOCUTD IPEII0KEHUS 110 UX YCTPAHEHMUIO;

4)3anpamuBaTh M TOJydYaTh y CTPYKTYPHBIX TOJpa3leleHudl U pabOTHUKOB
O6mecTtBerHHoro (oHaa MHGOPMAIIUIO U TOKYMEHTBI, HCOOXOAUMBIC JJIsI BHITTOJTHCHUS
€ro JIOJKHOCTHBIX 00s13aHHOCTEH;

5)mpuHUMaTh ydacTM€ B TIporpaMMax, HampaBlICHHBIX Ha O0O0yueHue,
MEePErnoIrOTOBKY U MOBBINIeHUE KBamuukaiuu kaapos OOiecTBeHHOro (hoHa;

6) 3HAKOMUTBCA C TpoOeKTaMu JAOKyMeHToB  OOmectBeHHoro (¢oHaa,
KaCaloIuXCsl €0 JeSTebHOCTH;

7) IpOBOANTHL  KOHCYJNBTALlMM CO CTPYKTYpPHBIMH  TIOJpPA3ACICHUSIMH U
pabotaukamu OOmiecTBeHHOTO (OHIA, a TaKXKe TOCYAapCTBEHHBIMH OpraHaMH |
JIPYTUMH OpTaHU3aIUsIMU TI0 BOIPOCAaM B Mpeeiax ero KOMIETECHINY;

8)MO0 TOpydYeHWI0 PYKOBOJACTBA M B COOTBETCTBHM C BHYTPEHHUMU
HOPMATHUBHBIMHU JTIOKyMEHTaMU TPEACTaBIATh, WHTepechl OOmecTBeHHOTo (oHAa B
rOCyJJapCTBEHHBIX OpraHaxX, CTOPOHHUX OPTaHHU3AIUSIX;

9)ocymiecTBiATh HMHBIE TpaBa, NPEIYCMOTPEHHBIE 3aKOHOAATEIHCTBOM
Pecny6mmku Kazaxcras.

5. OTBEeTCTBEHHOCTH

10. Menemxep no I'T HECET OTBETCTBEHHOCTH 3a:



l) HeHaexKalee  MCIOJHEHWE WM HEUCIHOJIHEHHE  JIOJKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIEH JOIKHOCTHON MHCTPYKIIUEH;

2) mpaBOHAPYIIIEHUS, COBEPIICHHbIE B TMPOIECCE CBOEH JESITEIBHOCTH B
npefenax, YCTAHOBICHHBIX aJMUHUCTPATUBHBIM, YTOJOBHBIM M TPaKJaHCKUM
3aKoHOJaTenbCTBOM PecnyOnuku KazaxcraH;

3) mpuuuHeHne MarepuaibHOro yiepba OOmiecTBeHHOMY (QOHIY B mpeenax,
YCTaHOBJICHHBIX TPYOBBIM 3aKoHOAaTeabCcTBOM Pecryonuku Kazaxcran;

4) coxpaHHOCTh JokyMeHTanuu OOmiecTBeHHOTO (OHIA B COOTBETCTBUU C
JOJDKHOCTHOW ~ MHCTPYKIMEH, TPYIOBBIM JIOTOBOPOM U HHBIMH BHYTPEHHUMH
HOPMAaTUBHBIMU JJOKyMeHTaMu O01iecTBeHHOTO POoH/a;

5) pasriameHue CBEIECHUN, UMEIOIINX OTPaHUYEHHE TOCTYNA U COCTaBIISIOIINX
CIIy’)KEOHYIO WJIM WHYIO OXpaHsAEMYIO 3aKOHOM TaiiHy, uH(opmarmu OOIecTBEHHOTO
dbonma, oTHECEHHOM K MHGOpMAIK KOHPUACHIIUATBHOTO XapaKTepa;

6) napymenue [IpaBun TpynoBoro pacnopsiaka OOIecTBEHHOTO (OHJA, UHBIX
BHYTPEHHUX HOPMAaTUBHBIX JOKYMeHTOB OOLIECTBEHHOTO (POHIA;

7) HapylleHuWe  MpaBW  TEXHUKM  O€30MacHOCTH,  MPOTUBOIIOKAPHOU
0€30MacCHOCTH U JAPYTUX IPaBWJI, CO3AAIOIIUX yIpo3y JeaTerabHocTH OOLIECTBEHHOMY
¢doHy U ero paboTHUKAM;

8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C JEHUCTBYIOIIUM
3aKOoHOJATeNbCTBOM PecnyOnukm KazaxcraH, TpynoOBBIM JOTOBOPOM M HWHBIMHU
BHYTPEHHUMU JOKyMeHTamMHu OOIIeCTBEHHOTO (POHA.
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Jo5KHOCTHASL HHCTPYKUUA
Menemkepa no kaapam Ciuy:x0bl KOPIIOPATHBHOIO YIIPABJICHUSA

1. O0mmue MoJI0KEeHUs

1. Hacrtosmias AOMKHOCTHAsT WHCTPYKIUS pa3paboTaHa B COOTBETCTBUU C
3akoHoAaTenbcTBOM Pecnybnmuku Kazaxcran, YcrtaBom O® «KazakcTan XalKbIHA»
(manee — OoOmectBeHHbld ¢onHa), Ilomoxennem o Cayxbe KOPHIOPATHBHOIO
ynpaBneHus (mainee — Coyx0a) W JApYyrUMH BHYTPEHHUMH HOPMATHBHBIMHU
nokymeHTamu O61miecTBeHHOTO hoH/A.

2. Hacrosimass  JOMKHOCTHAsE ~ MHCTPYKIMSI — ONpPEACNSeT  JOJDKHOCTHBIC
00s13aHHOCTH, TIPaBa U OTBETCTBEHHOCTh MEHEKepa Mo Kaapam CiryKObl.

3. Menemkep Mo KaJpaM Ha3HAYaeTCs HA JIODKHOCTh M OCBOOOXKIAETCS OT
nomkHocTH mpukazoM [lpencemarenss I[lpaBiaeruss B HOpAIKE, OMPEICICHHOM
3aKOHOJATeIBCTBOM PecmyOmmku Kazaxcran o Tpyae W BHYyTPEHHUMH HOPMAaTHBHBIMU
nokymeHtamu O0miecTBeHHOro GoHaa.

4. MeHemxkep MO KaapamM TOTYHHSIETCS HEMOCPEICTBEHHO PYKOBOIUTEIIO
CiryxOBbl.

5. MeHnemxkep 10 KajipaM B CBOEH paboTe pyKOBOJICTBYETCSI:

1) 3akoHOMATETBLHBIMH ¥ WHBIMA HOPMATUBHBIMH TIPABOBBIMH  aKTaMU
Pecny6muku Kazaxcran;

2) YcraBom O6miecTBeHHOTO HOH/A;

3) Ilonoxenuem o Ciayx0e 1 HaCTOAIIEH JOHKHOCTHON MHCTPYKIIUEH;

4) npyruMu BHYTPEHHUMU HOPMATHUBHBIMU JOKyMeHTaMu OOI1eCTBEHHOTO
donma.

2. KBanu¢puxkauuoHHbie TPeOOBaAHUS

6. Menemkep 1O  KagpaM  JOJDKEH ~ COOTBETCTBOBATH  CJIEAYIOIIUM
KBATM(PUKAIIMOHHBIM TPEOOBAHUSIM:

1) BeICHICE FOpUAMYECKOE 00pa30BaHME;

2) crax paboThl — HE MeHee S (TISATH) JIET;

7. Menemkep 1o Kajpam JIOJDKEH 00J1a1aTh:

1) 3HaHMSIMH TPAXTAHCKOTO W TPYJOBOTO 3aKOHOJATEIhCTBA UM  HWHBIX
HOPMATHBHO-TIPABOBBIX aKTOB M METOJUYECCKUX MATEPHUAJIOB TI0 pabOTe ¢ MEPCOHAIIOM;

2) TOPSIOK COCTaBJICHUS OTUYCTHOCTH I10 KaJIpaMm;

3) HaBBIKAMH pabOTHI Ha MOpTalle «DJIEKTPOHHAS OMpkKa TPyAa» U HaMPaBICHUS
nH(OpPMAITUHU B €UHYIO CUCTEMY YUeTa TPYAOBBIX JIOTOBOPOB;



4) mnopsiaoK ohOpMIICHHUS, BEACHUS M XPAaHEHUs JOKYMEHTAI[UW, CBS3aHHON C
KaJIpaMu U UX JBUKEHUEM;
5) HaBbIKaMM BEICHHUSI DJIEKTPOHHOTO IOKYMEHTOO0OpOTA.

3. OyHKIHUH U J0JKHOCTHBIE 00S13aHHOCTH

8. B dbyHKIMM U TOJKHOCTHBIE 00sI3aHHOCTH MEHEKepa Mo KaJapaM BXOIUT:

1) dopmupoBanue u BeieHHE KaJApOBOTO JACIONPOU3BOICTBA;

2) cocrtaBieHue U OGOPMIICHHE TPYJIOBBIX JOTOBOPOB U JOINOJIHHUTEIbHBIX
COrJIallICHW K HUM, BHECEHHE HHGMOpPMAIMU O 3aKIIOYEHUHM W TPEKpalleHUH C
pabOTHUKOM TPYJIOBOTO JIOTOBOPA, BHOCHUMBIX B HEro U3MEHEHUSX U (WIIK)
JonoJaHeHus X B EqnHyto cructeMy ydera TpyJI0BbIX JJOTOBOPOB;

3) cBoeBpeMeHHOro OGOpMIICHHS TpUeMa, TMepeBoJa U  YBOJbHEHUS
pPabOTHUKOB;

4) odopmileHHE eXETOJHBIX TPYJAOBBIX OTITYCKOB;

5) odopmieHue KoMmaHAUPOBaHUs paOOTHUKOB OOIIECTBEHHOTO (POH/A;

6) BeIeHUE JIMYHBIX Je] pa0OTHUKOB U IPYTOM KaJpOBOW JOKYMEHTAIUH;

7) BeaeHue BOWHCKOTO yudeta B OOmiecTBeHHOM (OHAE M TMPEAOCTABICHHE
OTYETHON MH(pOpPMaLINH;

8) BBIJIAYM CIPABOK O TPYJAOBOM NEATENbHOCTH PabOTHUKOB OOIIECTBEHHOTO
dboHma;

9) cocTaBieHHE YCTAaHOBJIEHHOW OTUYETHOCTH MO YYETy JIMYHOTO COCTaBa U
pabote ¢ Kajipamu;

10) yuer pabGouero BpemeHu paboTHukoB OOmiecTBeHHOro (poHma (TaOeabHBIM
y4€T), COCTABJIICHHE W BBINOJHEHUE TpaduKka OTIYCKOB, KOHTPOJb 3a COCTOSTHUEM
TPYJIOBOM JUCIUIUIMHBL U COOMIOJCHMEM paOOTHHUKAMHU TIpaBUJ BHYTPEHHETO
TPYZOBOTO PACTIOPSI/IKA,;

11) obOecrieueHue CBOEBPEMEHHOIO TMPEIOCTABICHUS OOBSICHUTEIBHBIX C
pabotHrKoB OO1IEeCTBEHHOTO (POoHIa 1O PakTaM OMO3AaHH, HEBBIXOIOB Ha PaboTYy;

12) cormacoBaHue BOMPOCOB OIJIAThI TpyAa paboTHUKOB OOIIecTBEeHHOro PoHaa
B TIpeiesiax CBOMX KOMITCTCHIIHH,

13) opranuzanmst u oOecrneueHue AEATeIbHOCTH J[MCIUIIITMHAPHON KOMUCCHUH,
CornacuTenbHON KOMHCCHUH;

14) moaroroBka mMaTepuanoB ISl MPEICTABICHUS MEPCOHAIA K MOOILIPEHUSIM U
HarpaKICHUSIM;

15) mmanwpoBaHue TOTPEOHOCTH B MEPEMOATOTOBKE W TOBBINICHUU
KkBajuduKanuu padboTHUKOB OOIIeCTBEHHOTO (DOHIA;

16) o3nakomiieHne paboTHHKOB OOmEecTBeHHOTO (GOHAA C JODKHOCTHBIMH
WHCTPYKITUSIMU, TTOJIOKEHUSIMHA ¥ WHBIMU BHYTPEHHUMH HOPMATHBHBIMH JOKYMEHTAMH,
MOJIJICIKAITIME 00513aTETIPHOMY K O3HAKOMIICHUIO C pAOOTHUKAMU;

17) ocymiecTBieHre pabOThl B HAIMPaBJICHUH KOMIUIEKTOBaHUS OOIIECTBEHHOTO
dbonaa kaapaMu HEOOXOAUMBIX Mpodeccuil, CeualTbHOCTE!, KBATU(DUKALINH;

18) paboTta Cc mepcoHaJIOM B COOTBETCTBUU C OOIIMMHU LEJISIMH pPa3BUTHUS
O6miecTBeHHOTO (HOHTA;



19) noBeneHue MHPOpPMALMHU 110 KAIPOBBIM BOIPOCAM U BaKHEHIIUM KaJpOBBIM
pELIEHUsAM 10 BCEX paOOTHUKOB;

20) ¢opmupoBaHHE  COOTBETCTBYIOUIMX  Hamok-peructpoB  CiayxObl B
coorBeTcTBUM ¢ Homenknarypoit npen OOmecTtBeHHOro (oHAa, MOATOTOBKA U
noJIMBKa JOKyMeHTOB CitykObl 17151 mepeaauun B apxuB OO1iecTBeHHOro GpoHAa;

21) coOmroieHre TPyAOBOW M MTPOU3BOACTBEHHOM AUCIUIUIMHBI, IPABUI U HOPM
OXpaHbI TPy/la, TPeOOBAHU MTPOTUBOIIOXKAPHONU OE30TTACHOCTH;

22) mNOBBbIIIEHHE MNPOPECCHOHATBHOTO YPOBHA IIyTeM caMooOpa3oBaHMUs,
U3YYEHUS TIEPEIOBOTO0 OTEUECTBEHHOTO U 3apyOeKHOTO ONbITa U T.1.;

23) UCHOJHEHHE OTAEJIBHBIX CIYKEOHBIX MOPYYEHHI HEMOCPEICTBEHHOIO
PYKOBOJIUTEIIS;

24) ocymiecTBICHHE HWHBIX  (YHKUIUH, BBITEKAIOIIMX W3  HACTOSIICH
NOJDKHOCTHOW — MHCTpyKuuu, [lomoxenuss o Couyxbe U HMHBIX JOKYMEHTOB
O6mecTBeHHOTO (hOH/IA.

4. IlpaBa

9. MeHemxkep Mo KaapaM UMEET NPaBo:

1) 3HAKOMUTBCS C peleHUsIMH pyKoBojcTBa OOLIECTBEHHOTrO (hOHAA, a TAKKE
npoeKkTaMu J0KyMeHTOB OOIeCTBEHHOTO (POH 1A, KACAIOLIUXCS €ro ACSITEIbHOCTH;

2) BHOCUTHb TPEMJIOKEHHS [0 COBEPIICHCTBOBAHWIO pPaOOThI, CBS3aHHON C
MPEIyCMOTPEHHBIMU HACTOSIIIECH TOJDKHOCTHON MHCTPYKIIUEH 00513aHHOCTSIMU;

3) cooOuaTh HEMOCPEeICTBEHHOMY PYKOBOAMTEN0 000 BCEX HENOCTAaTKax B
nesitesnibHoCTH  OO0I1IecTBEHHOro (DOHAA, BBISBICHHBIX B IPOILECCE OCYIIECTBICHUS
CBOMX JIOJDKHOCTHBIX O0S3aHHOCTEHM U BHOCUTD MPEJIOKEHHUS TI0 UX YCTPAHEHUIO;

4) 3ampamuvBarh W TOJAy4aTh y CTPYKTYPHBIX MOJpa3JeiIeHUl U OTIEIbHBIX
CHEUAINCTOB MH(MOPMAIMI0O W JOKYMEHTbI, HEOOXOAMMBIE MJIS BBINIOJHEHHS €ro
JIOJDKHOCTHBIX 00SI3aHHOCTEH;

5) mpuHMMaTh YydacTME B MporpamMMax, HalpaBJICHHBIX Ha OO0y4eHHE,
NEePEenoAroTOBKY U MOBbIIIEHHE KBaTupUKau kaapos OO1ecTBeHHOro (hoHaa;

6) TPOBOAUTH KOHCYJbTAllMU CO CTPYKTYPHBIMU TOJAPA3ACIICHUSIMU U
pabotHrkamu OO111€eCTBEHHOTO (POH/1a [0 BOMPOCAaM CBOEH KOMIIETEHIIUY;

7) OCYIIECTBISATH WHBIE TpaBa, TMPEIYCMOTPEHHBIE 3aKOHOJATEIHCTBOM
Pecniy6muku KazaxcraH.

5. OTBEeTCTBEHHOCTH

10. MeHnemxkep mo kaapaM HECET OTBETCTBEHHOCTH 34:

1) HeHamyiexaiiee  HUCIOJHEHHWE  WJIM  HEHUCIHOJHEHHE  JIOJHDKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIEH HOIKHOCTHON HHCTPYKIIUEH;

2) mnpaBOHApPYIIEHHUS, COBEPIICHHbIE B TPOIECCE CBOEH JAESATEIbHOCTU, B
MpeJesiax, YCTAHOBJICHHBIX aJMUHUCTPATUBHBIM, YIOJOBHBIM W TPAXKIAHCKUM
3akoHoAatenabcTBOM PecryOmmnku Kaszaxcran;



3) npuunMHeHHEe MaTepuaiabHoro ymiepba OoOmecTBeHHOMY (DOHIYy B Ipesenax,
YCTaHOBJICHHBIX TPYIOBBIM 3aKOHOAaTeIbCTBOM Pecryonuku Kazaxcran;

4) coxpaHHOCTh JoKyMeHTaruu OOIIEeCTBEHHOTO (OHIa B COOTBETCTBUHU C
JOJDKHOCTHOW ~ WHCTPYKIIMEH, TPYAOBBIM JOTOBOPOM ¥ HWHBIMH BHYTPECHHUMH
HOPMAaTHUBHBIMH JOKyMeHTaMu O01ecTBeHHOTO POoH/a;

5) pasriameHue CBEICHUN, UMEIOIINX OTPaHUYEHHE IOCTYNA U COCTABIISIOIINX
CIIy’)KEOHYIO WJIM WHYIO OXpaHAEMYIO 3aKOHOM TaiiHy, uHpopmaruu OOIecTBEHHOTO
¢donna, oTHECEHHON K MH(pOpMaIIK KOHPHUACHIINATIHLHOTO XapaKTepa;

6) mapymenue [IpaBun TpymoBoro pacmopsaka OOmecTBeHHOTO (OHIA, WHBIX
BHYTPEHHUX HOPMAaTUBHBIX JOKyMeHTOB OOIIecTBeHHOTO (HOHA;

7) HapylieHHE  TpaBHJI  TEXHUKH  OE30MACHOCTH,  MPOTHUBOMOKAPHOU
0€30MMacHOCTH U JIPYTHX MPaBWJI, CO3JAIONINX YIpo3y JeATeabHOCTH OOIecTBEHHOTO
dboHma u ero paboTHUKAM;

8) wuHYIO OTBETCTBEHHOCTH B COOTBETCTBHUH C NEHCTBYIOIIUM
3aKkoHO/AaTenbCcTBOM PecmyOnmku Kazaxctan, TpyJaoBbIM JIOTOBOPOM U HHBIMHU
BHYTPEHHUMU JI0KyMeHTaMHu OOI11eCTBEHHOTO (POHA.
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Jl01KHOCTHASI HHCTPYKIMS
Menenxepa-nenonpouspoauresas Ciyx0bl KOPIOPATUBHOIO YIIPABJICHUS

1. OO011e noJIoKeHus

1. Hacrosmass AOMKHOCTHAsE MHCTPYKUUs pa3zpaboTaHa B COOTBETCTBUU C
3akoHozarenbcTBOM PecryOmuku Kaszaxcran, YcraBom O® «KazakcTaH XalKbIHa»
(manmee — OOmectBeHHsli ¢oun), I[lonoxennem o Coayxbe KOpHOPaATHBHOTO
yopasienuss (mamee — Coyx0a) W JApyTMMH BHYTPEHHHMH HOPMAaTHMBHBIMU
nokymeHTamu O6mecTBeHHOTO hOH/IA.

2. Hactosmass NODKHOCTHAs  MHCTPYKIUS — ONpEAeNsieT  JOJKHOCTHBIC
00513aHHOCTH, TIpaBa U OTBETCTBEHHOCTh MEHEIKepa-aenonpou3BoauTens CiyKObl.

3. MeHemxkep-nenonpon3BOIUTENb Ha3HavYaeTcs Ha JIOJDKHOCTD u
ocBOOOXkKAaeTcs OT JOMKHOCTH mnpukasoM Ilpencemarens IlpaBnenuss B mopsiike,
OIpe/IeNIEHHOM 3aKoHoJaTenbcTBOM PecnyOnmku KaszaxctaH o Tpyae M BHYTPEHHUMU
HOPMaTUBHBIMU JOKyMeHTaMu OO11ecTBEHHOTO (poHAA.

4. Menenxep-aeI10npoOn3BOAUTEND HOTYMHSIETCS HEMOCPEICTBEHHO
pyxoBoguTento CiryXOBbl.

5. MeHemxep-aea0npou3BOIUTENb B CBOEH paboTe pyKOBOACTBYETCS:

1) 3akoHOIaTeNbHBIMM M WHBIMM HOPMATHBHBIMH IPAaBOBBIMH  aKTaMU
PecnyOnuku Kazaxcrah;

2) YcraBoM OO6uiecTBeHHOTO HOH/A;

3) Ilonoxenuem o Ciayx0e 1 HaCTOAIEH JOHKHOCTHOM MHCTPYKIIUEH;

4) ApyrMMU BHYTPEHHMMH HOPMATHUBHBIMH JOKyMeHTamu OOIIecTBEHHOTO
dbonpa.

2. KBanu¢ukanuoHHbie TpeOOBaAHNS

6. MeHnemkep-AenIonpou3BOAUTENIb JIOJDKEH COOTBETCTBOBATh  CJIEAYIOIIUM
KBIM(PUKALMOHHBIM TPEOOBAHUSIM:

1) Beiciee o0Opa3oBaHHUE, TMPEANOUTUTENIPHO Hajauyue oO0pa3oBaHUsl MO
CHEeUaNbHOCTU «JleTonpon3BOICTBO U apXHUBOBEICHUEY;

2) crax paboThl B 00J1aCTH JIETOTPOU3BOJICTBA — HE MEHEeE 2 (IBYX) JIET;

7. MeHemxkep-aea0nporu3BOAUTEb JOJDKEH 001a1aTh:

1) 3HaHMSIMM 3aKOHOJIATEIBHBIX, WHBIX HOPMATHBHBIX IPABOBBIX aKTOB,
METOJMYECKMX W  HOPMATUBHO-TEXHUYECKHX  MaTEepPHAJIOB IO  BEJCHHIO
JIeTIONPOU3BOJICTBRA;

2) HaBBIKAMH BEACHUS DJIEKTPOHHOTO TOKYMEHTOO000POTa;

3) 3HaHUSIMHU OCHOBHBIX MOJIOKEHUN CHCTEMBI JIEJTONPOU3BO/ICTBA;

4) 3HAHUSMU U HAaBBIKAMH apXHBHOTO JIEJIOTIPOU3BO/ICTBA;



5) cB0OOOJHOE BiIaJIEHUE TOCYJAPCTBEHHBIM U PYCCKUM SI3bIKAMHU.

3. OyHKIUH U JOJKHOCTHBIE 0013aHHOCTH

8. B QyHKuMH U NOKHOCTHBIE OOS3aHHOCTH MEHEIKEPa-AeIONPON3BOAUTENS
BXO/JINT:

1) obecneueHue eqUHOTO MOPSIKA JOKYMEHTUPOBAHMS;

2) ofecreueHre JOHKHOTO  (DYHKIIMOHUPOBAHMUS  JOKYMEHTOOOOpOTa B
OO61ecTBeHHOM (POH/IE, B TOM YKCIIE€ CUCTEMBI AJIEKTPOHHOTO TOKYyMEHTOO0O0pOTa;

3) mpueM M perucTpaius BXOJALIEH KOPPECIOHACHIIMU, HalpaBlICHUE €€ B
CTPYKTYpHBIE MTOAPA3/ICIICHUS B COOTBETCTBUU C PE30JIIOIINEN pyKOBOACTBA;

4) mpueM JOKYMEHTOB M JMYHBIX 3asBIeHUN Ha noamnuch Ilpeacemarens
[IpaBnenus;

5) odopmieHne pErucCTpalMOHHBIX KapTOUeK, CO3JaHHe M BeleHue Oa3bl
JAHHBIX B CHCTEME AJIEKTPOHHOTO JIOKYMEHTO000POTa;

6) OCYIIECTBICHHE MOHUTOPUHTA 32 UCTIOJHEHHEM KOHTPOJIbHBIX JTOKYMEHTOB,
IIPOTOKOJIBHBIX ITOPYYEHUU U npuka3oB lIpeacenarens [Ipasnenns;

7) peructpamusi W OTHpaBKa HCXOMASIIEH KOPPECMOHJEHIIMH MO0 YKa3aHHBIM
ajpecaram;

8) peructpaius U XpaHEHHUE MPUKA30B M0 OCHOBHOW (YCTaBHOW) NEATEILHOCTH
doHa;

9) MouuTOopuHTr GOPMHUPOBAHUA [ B CTPYKTYPHBIX TOJApa3JICICHUsIX B
COOTBETCTBHUHM € yTBepxAeHHON HoMeHknaTypoii nen O61ecTBeHHOTo (poHa;

10) wmHCTpyKTHpOBaHHE paboTHHKOB OOmecTBeHHOro (QoHIa O TMOPsIKe
dbopmupoBaHus, TOATOTOBKY U cAauu Jied B apxuB OO01iecTBeHHOTO (HOH/IA;

11) npuem Ha xpaHeHue B apxuB OOIIECTBEHHOTO (POHJA JIOCKE 3aBEPIICHHOU
MPOTPaMMBbI/IIPOEKTa (OPUTHUHAJIBI TOKYMEHTOB Ha OyMaXHOM HOCHUTEJIE) COTJIACHO aKTy
npueMa-nepeaadn;

12) oOecneueHne HaAJEKalEro XpaHEHUS MU COXPAHHOCTH JOKYMEHTOB B
cootBeTcTBUM ¢ Homenkiarypoit gen OOiectBeHHOro PoHa;

13) yuactue B pa3pabOTKe MEPONPUSITHUNA MO COBEPIICHCTBOBAHUIO CHCTEMBI
JTIOKYMEHTO000pOTA;

14) opranuzauuss TpOBEIEHUS COBELlaHWM, npoBoAuMbIX IIpencemarenem
[IpaBnenusi, u mpu HEOOXOAUMOCTH O(POPMIICHHE MPOTOKOJIOB JaHHBIX COBEIIAHMIA;

15) dopmupoBaHue  COOTBETCTBYIOIIMX  MHamok-peructpoB  CiyxObl B
coorBeTcTBUM ¢ Homenknarypoit npen OOmectBeHHOro (oHAa, MOATOTOBKA U
MOMAIIMBKA JOKYMEeHTOB CitykO0bl 11 nepefadn B apxuB O01ecTBeHHOro PoH/a;

16) coOmroaeHue TpynOBOM U MPOU3BOJICTBEHHON NUCIMIUIAHEI, TPABUI U HOPM
OXpaHbI Tpy/la, TPeOOBAHUN MTPOTUBOIIOXKAPHONU OE30MTACHOCTH;

17) noBbilieHne NOpo(EeCCUOHATBLHOTO YPOBHS IMyTEM camMooOpa3oBaHUs,
U3YYEHUS TIEPEIOBOTO OTEUECTBEHHOTO M 3apyOeKHOTO OMbITa U T.11.;

18) ocymecTBieHHME  WHBIX  (DYHKIMH, BBITCKAIOMUX W3  HACTOSIICH
JIOJKHOCTHOW  WHCTpyKumHu, [lomoxennss o Cayx0e W HWHBIX JOKYMEHTOB
O6miecTBeHHOTO (hOHA.



4. IlpaBa

9. MeHemxep-aen0npon3BOAUTEIL UMEET IPABO:

1) 3HAKOMUTBCS C pelIeHUsMU PyKoBojAcTBa OOIIECTBEHHOTO (POHIA, a TaKKe
npoeKkTaMu JoKyMeHToB OOmIecTBeHHOTO (OH 1A, KACAIOLINXCA €ro ACSITeNbHOCTH;

2) BHOCHUTHb HPEJIOKEHHS IO COBEPUICHCTBOBAHHIO pPAOOTHI, CBA3aHHOM C
IIPeyCMOTPEHHBIMHU HACTOSIIEN JOXKHOCTHOM MHCTPYKIUEH 00513aHHOCTAMU;

3) cooOmaTh HEMOCPEICTBEHHOMY PYKOBOAMTENIO 000 BCEX HENOCTATKax B
nesTesnbHOCTH  O0I1ecTBEeHHOro ()OHAA, BBISIBICHHBIX B IPOLIECCE OCYIIECTBICHUS
CBOMX JIOJDKHOCTHBIX 00s13aHHOCTEN M BHOCUTD IPEUIOKEHUS 110 UX YCTPAHEHHUIO;

4) 3ampalivBaTh M MOJy4YaThb Yy CTPYKTYPHBIX MOJAPA3ICICHUN U OTIEJIBbHBIX
CHELMATUCTOB MH(POPMALMI0O M JOKYMEHTBI, HEOOXOAMMBIE JUIsl BBIIOJHEHUS €ro
JIOJKHOCTHBIX 00SI3aHHOCTEH;

5) npuHMMaTh y4yacTM€ B IporpaMMax, HAaNpaBlICEHHbIX Ha O0O0y4YeHue,
NEPENoAroTOBKY U MOBBIIIEHHE KBaTU(pUKaU KagpoB OO1ecTBEeHHOTo (hoHa;

6) OPOBOAUTH KOHCYJbTAllMM CO CTPYKTYPHBIMU MOAPA3ACICHUSIMH U
pabotHrkamu OO11I€CTBEHHOTO (POH/1a [0 BOIPOCAaM CBOEH KOMIIETEHIINN;

7) OCYLIECTBISATh WHBIE MpaBa, MPEIYCMOTPEHHBIE 3aKOHOJATEIHCTBOM
PecnyOnuku Ka3axcraH.

5. OTBEeTCTBEHHOCTH

10. MeHemxkep-ae10npon3BOUTENb HECET OTBETCTBEHHOCTD 34!

1) HeHamyiexaiiee  HUCIOJHEHHWE  WJIM  HEHUCIOJHEHUE  JIOJHKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIEH HOTKHOCTHON MHCTPYKIIUEH;

2) mnpaBOHApPYILIEHHUS, COBEPIICHHbIE B TPOIECCE CBOEU JEATETbHOCTH, B
npefenax, YCTAHOBJICHHBIX aJMUHUCTPATUBHBIM, YTOJOBHBIM M TPaKJaHCKUM
3aKO0HOJaTeIhCTBOM Pecnybnuku Kazaxcraw;

3) mpuumMHEeHHe MarepuaiabHoro yiepba OOmecTBeHHOMY (GOHIY B Tpenaenax,
YCTaHOBJICHHBIX TPYJAOBBIM 3aKOHOIaTeICTBOM Pecrybnuku Kazaxcran;

4) coxpaHHOCTh AoKyMeHTamuu QOOIecTBeHHOro (oHAa B COOTBETCTBUH C
JOJDKHOCTHOW ~ MHCTPYKIIMEH, TPYIOBBIM JOTOBOPOM M HMHBIMH BHYTPEHHUMH
HOPMaTUBHBIMH JTOKyMeHTaMu OO111ecTBEeHHOTO (POH/A;

5) pasriaiieHue CBeACHUM, UMEIOIIUX OTPAHUYEHUE JIOCTYNa U COCTABJISIFOLIUX
CIIY>KEOHYI0O WJIM MHYIO OXpaHsSeMYyI0 3aKOHOM TaiHy, nH(popmaruu OOIeCTBEHHOTO
bonaa, oTHECEHHOU K MH(pOpMaIMK KOHPUIECHIIMATBHOTO XapaKkTepa;

6) Hapymenue IlpaBun TpynoBoro pacnopsiika OOmiecTBeHHOro (GoHAa, UHBIX
BHYTPEHHHUX HOPMATHUBHBIX JOKYMEHTOB OOIIeCTBEHHOTO (hOHA;

7) HapyuieHWe  TpaBWJI ~ TEXHUKM  O€30MacHOCTH,  IPOTUBOMOXKAPHOMU
0€30MacHOCTH W APYTUX TPABWII, CO3JAIONIUX YIpo3y AesaTeNbHOCTH OOIIECTBEHHOTO
dbonma u ero paboTHUKAM;



8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C JEHCTBYIOIIUM
3aKkoHOJaTenbCTBOM PecryOnuku KazaxcraH, TpyloOBBIM JOTOBOPOM U WHBIMHU
BHYTPEHHUMU JoKyMeHTamu OO11ecTBeHHOTO (PoHa.
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Jo5KHOCTHASE HHCTPYKUUA
MeHemxkepa mo aAMHUHNUCTPATUBHO-X035IiICTBEHHOMY 00eCIe4eHUI0
Ciy:k0bI KOPIIOPATHBHOIO YIIPABJICHUS

1. O0mme mMoJI0KEeHUus

1. Hacrosmass moDKHOCTHAasE HMHCTPYKIMSA pa3paboTaHa B COOTBETCTBUHM C
3akoHojaTeabcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «Ka3zakcTtaH XaJIKbIHa»
(manmee — OoOmectBenubli (oun), Ilomoxkennem o Ciyx0e KOpHOPATUBHOTO
ynpasienus (mamee — Coyx6a) W JApyrMMH  BHYTPEHHUMH HOPMATHUBHBIMU
nokymeHTamu O61iecTBeHHOTO hOHA.

2. Hacrosimass  AOMKHOCTHAsET ~ MHCTPYKUUS — OMNpEAENAeT  JOJDKHOCTHBIC
00s3aHHOCTH, TMpaBa M OTBETCTBEHHOCTh MEHEIKEpa IO aJIMHUHHCTPATUBHO-
X0351cTBEHHOMY oOecrieueHuto (nanee — meHemkep mo AX0) CiayxOsl.

3. Menemkep mo AXO Ha3HayaeTcs Ha JOJKHOCTh M OCBOOOXKIAETCA OT
noJDKHOCTH  TipukasoMm Ilpencemarenst IlpaBieHnss B TOpsAOKe, ONPEACICHHOM
3aKOHOJATEILCTBOM PecryOmmku Kazaxcran o Tpyae ¥ BHYyTPEHHUMH HOPMAaTHBHBIMU
nokymeHTamu O0miecTBeHHOro GoHaa.

4. Menemxkep no AXO TOAUMHSAETCA HEMOCPEACTBEHHO PYKOBOIUTEIIO
Cmyx0BbI, a TaK)KE B 4aCTH COTIIACOBAHUS BOIIPOCOB aIMUHUCTPATUBHO-XO035MCTBEHHOTO
oOecrieueHus: Y IpaBJsIonEeMy TUPEKTOPY MO (PMHAHCOBBIM U MPABOBBIM BOIIPOCAM.

5. Menemxkep mo AXO B cBoel paboTe pyKOBOJICTBYETCS:

1) 3akoHONATETBHBIMH ¥ HWHBIMAU HOPMATUBHBIMH TIPABOBBIMH  aKTaMU
Pecniybnmuku Kazaxcran;

2) YcraBoM O6miecTBeHHOTO (HOH/IA;

3) Ilonoxenuem o Ciayx0Oe 1 HaCTOAIIEH JOHKHOCTHON MHCTPYKITUEH;

4) npyruMu BHYTPEHHUMH HOPMATHBHBIMU JOKyMeHTamMu (OOIIeCTBEHHOTO
dbonna.

2. KBanuuxauuoHHbie TPeOOBAHUS

6. Menemxkep 1o AXO  JOIDKEH  COOTBETCTBOBAaThH  CIEAYIOUIUM
KBATM(PUKAIIMOHHBIM TPEOOBAHUSIM:

1) Beiciiee oOpa3oBaHWe B 00JacCTH SKOHOMUKM M (WiH) (UHAHCOB, JUOO
MEHEKMEHTA WIIN I0PUCTIPYICHITNH;

2) crax paboThl MO CHEUUATBLHOCTH — HE MeHee 3 (IByX) JIeT, B TOM YHUCJE B
00J1acTH 3aKyIIOK — He MeHee 2 (IBYX) JIET.

7. Menemxkep no AXO nomxeH 00J1a1aTh:



1) 3HaHUAMHM TPAKIAHCKOTO M 3aKOHOJATEIbCTBA O OJIATOTBOPUTEIBLHOCTH,
HEKOMMEPYECKUX OpraHu3alusX;

2) 3HAHUSIMHU TPYJIOBOTO 3aKOHOJIATENbCTBA, MOPSIOK BHYTPEHHEIO TPYIOBOTO
pacropsiika, 1o ©O€30IacHOCTH M OXpaHe TpyJa, IPOU3BOJCTBEHHON CaHUTApUH,
TpeOOBaHUS MOKAPHON OE301TaCHOCTH;

3) 3HaHUAMHM METOJMYECKUX MAaTEpUaJOB IO MaTEepPUATbHO-TEXHUYECKOMY
00EeCIeUYeHUI0 OpraHN3allny;

4) 3HAHWAMH ¥ HaBBIKAMH TPOBEICHHS 3aKyMOK, TOPSAKA 3aKIIOUYCHUS
JIOTOBOPOB C TIOCTaBIIMKAMU W KOHTPOJS 3a WX BBIMOJHEHHEM, O(QOpMIICHHUS
JOKYMEHTAllMM Ha OTIYCK MaTepUalioB, BEACHUS y4e€Ta MaTepUalibHO-TOBAPHBIX
IICHHOCTEHW U COCTABJICHUS OTYECTHOCTH.

3. OYyHKUUM U JOJKHOCTHBIE 00A3aHHOCTH

8. B ¢yHKIMH U TOTKHOCTHBIE 00s13aHHOCTH MeHekepa 1o AXO BXOJUT:

1) agMHUHUCTPATUBHO-XO3IMCTBEHHOE oOecrieueHue eI TSIILHOCTHA
O6mectBeHHOTO (hOHJA U €r0 PAOOTHUKOB;

2) MOJArOTOBKA M COTJACOBAHME XO3SUCTBEHHBIX JIOTOBOPOB, MOHHUTOPUHI U
KOHTPOJIb 32 BBIMOJIHEHHEM paboT (yCiayr) KOMIAHUSIMH U (PU3NYECKUMH JIUIAMU B
paMKax 3aKJIOYEHHBIX JOTOBOPOB;

3) opraHuzanus v MPOBEJCHUE 3aKYIIOK TOBAPOB, pabOT U yCIYT;

4) MOHUTOPUHT UCIIOJIHEHUS MMOCTABIIUKAMH JIOTOBOPHBIX 00S3aTEIIbCTB;

5) WHBEHTapu3alus MaTepUaIbHO-TEXHUYECKUM IeHHOCTeH OOIIeCTBEHHOTO
dboHma;

6) TuUTaHMpoOBaHUE OI0KETa O(PUCHBIX PACXOJIOB;

7) KOHTpPOJb 3a pacxojaMu Ha cojepkaHue oduca, OpPraHU3ALUI0 PaAdOUUX
MECT;

8) KOHTpOJb 3a OCTaTKaMHU Ha CKJIaJaX, CBOEBPEMEHHOE YBEIOMJICHHE
pykoBoautens Ciy»0bl 0 HeoOxoaumocTu 3akymna TMII;

9) opranuzanusi MOJy4YEHUs, XPAHECHUs, OCYIIECTBICHUE KOHTPOJISI M yuyeTa 3a
pallMOHAJIbHBIM HMCIIOJIb30BaHUEM OCHOBHBIX CPEJICTB M PacXOJOBaHUEM 3aracoB
paboTHHKamMu OO0IIeCTBEHHOTO (HOHA;

10) Hanpnmexamee XxpaHEHUE, YUYET U CIIMCAHWE MAaTEPUAIbHBIX IEHHOCTEH;

11) cocraBnenune nePEKTHBIX BEAOMOCTEH Ha HEHUCIPABHBIE HHCTPYMEHTHI,
npuOOPHI, TEXHUKY U T.lI., aKTOB HAa WX PEMOHT U CIUCaHWE, a TaK)Ke Ha HEJ0CTauy U
Op4Yy MaTepualoB;

12) mpoBeneHHE BBOJHOTO HWHCTPYKTaxa s paboTHUKOB (OOIECTBEHHOTO
dboHma mO TexHUWKE OE30MaCHOCTM U OXpaHE TPyJAa, BEACHHE JKypHaJIa ydeTa
VHCTPYKTaXKEM;

13) opranuzanust oOydeHHs] MO BOIpocaMm O€30MacHOCTH M OXpaHbl TPyAa,
noxkapHou 6e3onmacHoCTH paboTHHKOB OOIIeCTBEHHOTO (POHAA;



14) xoHTponp 3a pabOTON MepcoHalla MO OOCIYXKMBAHMIO W OSKCIUTyaTaluu
oducHoro nometienust O6mecTBeHHOro (GoHAa, HKEHEPHBIX KOMMYHUKAILIUMA, TETLIO U
HHEProCcHAOKEHNUS,;

15) oOecneuenne paboTHUKOB OOLIECTBEHHOTO (OHIA  KaHUEISIPCKUMHU
NPUHAIJICKHOCTSIMU U TIPEIMETAMH XO3SHUCTBEHHOIO0 OOMXOJ1a, BEJACHHE ydeTa M UX
pPacxoJOBaHUs U COCTABIIEHUE YCTAHOBJIEHHON OTYETHOCTH;

16) npuHsATHE MEp MO 3alIUTE HMMYIIECTBA M HMMYIIECTBEHHBIX HHTEPECOB
OOmectBeHHoro (oHAa OT TMOpPYM, XUIIEHUHA U APYruxX HeOJarompusTHBIX
BO3JICHCTBHUU;

17) obecrneueHue HaANEXKAIIETO COCTOSHUS B COOTBETCTBUM C MpaBWJIAMU U
HOpPMaMHU TPOU3BOACTBEHHONM CAHUTAPUM M TMPOTHUBOMOXKAPHOW 3alIUTHl O(HCOB
(momemenuii), B KOTOphIX pacnojiokeH OOmecTBeHHBId (OHI, KOHTPOIbh 3a
UCITPaBHOCTHIO 000PYI0BAHUS;

18) pa3paboTka BHyTPEHHHX HOPMATUBHBIX JOKYMEHTOB IO OU3HEC-TIpolleccam,
BXOJISIIIIMM B KOMIIETEHIINIO MeHepkepa 1o AXO;

19) ucnonHeHne mNOpPyYEeHUN PYKOBOACTBA B COOTBETCTBUU C BHYTPEHHUMHU
HOPMaTUBHBIMU JOKyMeHTaMu O0111ecTBEHHOro (POoHa;

20) dopmupoBaHHe  COOTBETCTBYIOIIMX  Manok-peructpoB  CioyxObl B
coorBeTcTBUM ¢ Homenknatypoir nen OOmiecTtBeHHOro (QoHAa, NOATOTOBKA U
NOJIIMBKA JOKYMEHTOB CityxkO0bl 1)1 nepeaadn B apxuB O011ecTBeHHOro oHa;

21) coOmroeHre TpyAOBOW M MPOU3BOACTBEHHOW AUCIUIUIMHBI, IPABUII U HOPM
OXpaHbl TpyJia, TPeOOBaHU MPOTUBOIIOKAPHOI O€30MACHOCTH;

22) TNOBBILIEHHE MPOPECCHOHAIIBHOIO YPOBHSA MyTEM caMOOOpa3OBaHMs,
U3YYEHUS NIEPEIOBOIO OTEUECTBEHHOIO U 3apyOEKHOI0 ONBITA U T.1.;

23) oCylIeCTBIEHUWE HWHBIX  (PYHKUUM, BBITEKAIONIMX W3  HACTOSIIEH
JOJKHOCTHOW MHCTPYKLUHU U UHBIX JOKYMEHTOB O0111ecTBEHHOTO (POoHAA.

4. Ilpama

9. Menemxkep no AXO nmeer npaso:

1) 3HaKOMUTBCA C peleHussMH pykoBoacTBa OOmecTBeHHOro ¢GoHaa,
KaCarOIIMMHUCS €ro JIesATEIbHOCTH,

2) BHOCUTH TIPEJIOKCHHS II0 COBEPIICHCTBOBAHHUIO pa0OThI, CBSI3aHHOM C
MIPEAYCMOTPESHHBIMHM HACTOSIIEH JOKHOCTHON HHCTPYKIIMEH 00S13aHHOCTSIMU;

3) cooOmaTh HEMOCPEICTBEHHOMY PYKOBOJIUTEIIO 000 BCEX HEIOCTaTKax B
nesrenbHocTH OOMmecTBeHHOro (OHNA, BBISBICHHBIX B MPOIECCE OCYIICCTBICHUS
CBOMX JOJDKHOCTHBIX 00S3aHHOCTEH M BHOCHTH IIPEJIOKEHHUS 110 UX YCTPAHCHUIO;

4) 3ampamuvBaTh W TMOJy4YaTh y CTPYKTYPHBIX TOJpa3/eieHUuil U pabOTHUKOB
Oo6mectBenHoro ¢oHma MHGOPMAIHIO U JOKYMEHTBI, HEOOXOAMUMBIC JIJISi BBHITIOJTHCHHUS
€ro JOJKHOCTHBIX 005S3aHHOCTEH;

5) nmpuHMMaTh ydYacTHe B IIporpaMMax, HampaBJICHHBIX Ha O0OyuYeHHe,
MIEPETIOITOTOBKY U MOBBINICHUE KBaTuhuKauu kaapos OOmecTBeHHOTo (hoHa;

6) 3HAKOMHUTBCA C TIPOEKTaMH JIOKyMeHTOB  OOmiectBeHHOTO  (oHIA,
KaCaroOIIMXCS €T0 JIeITeIbHOCTH;



7) OpOBOAWUTH KOHCYJbTAlMd CO CTPYKTYPHBIMHU  IOAPA3JCICHUAMU U
paboTHukamMu OOmEecTBEHHOro (OHIA, a TakXKe TIOCYJapCTBEHHBIMM OpraHamMH H
JpYTMMH OpraHU3alusiMU 10 BOIPOCaM B MpeZeiax ero KOMIETEHIUY;

§) MO TOpPYYEHUI0 PYKOBOACTBA U B COOTBETCTBUM C BHYTPEHHUMU
HOPMAaTUBHBIMU JIOKyMEHTAMU TPEACTaBIATh UHTepechl OOmecTBeHHOro (oHaa B
roCyJapCTBEHHBIX OpraHax, CTOPOHHUX OPraHU3aLUsX;

9) ocywecTBIATh WHBIE MpaBa, MPEIYCMOTPEHHBIE 3aKOHOJATEIbCTBOM
PecnyOonuku KaszaxcraH.

5. OTBEeTCTBeHHOCTH

10. Menemxkep mo AXO HeceT OTBETCTBEHHOCTh 3a:

1) Henamnexamiee  WMCIONHEHWE  WJIM  HEUCHOJHEHUE  JIOJDKHOCTHBIX
00s13aHHOCTEH, TPEAYCMOTPEHHBIX HACTOSIIEH JOKHOCTHOU HHCTPYKITUEH;

2) mpaBOHApyILUEHUs, COBEPIICHHbIE B TMPOIECCE CBOEH JEATEIIBHOCTH B
npenenax, YCTaHOBJIEHHBIX aJMUHUCTPAaTUBHBIM, YrOJOBHBIM H TI'PaXXIaHCKUM
3aKoHOJaTenbCTBOM PecnyOnuku Kazaxcran;

3) npuuMHEHHE MarepuaigbHOro ymepoba OOmecTBeHHOMY (OHIY B Ipenenax,
YCTaHOBJICHHBIX TPYAOBBIM 3aKOHOIaTeIbCTBOM Pecnyonnku Kazaxcran;

4) coxpaHHOCTb JOKyMeHTanuu OOLIECTBEHHOTO (OHJa B COOTBETCTBUHU C
JNOJDKHOCTHOW ~ MHCTPYKLMEH, TPYIOBBIM JIOTOBOPOM U WHBIMH BHYTPECHHUMH
HOPMAaTUBHBIMU JOKyMeHTaMu O0111ecTBEeHHOro (POoHa;

5) pasrnameHue CBelIECHUMN, UMEIOIIUX OTPAaHUYEHHUE JTOCTyIa U COCTAaBIISIFOIINX
CIIy’)KEOHYI0 WJIM HMHYIO OXpPaHSEMYIO 3aKOHOM TaiiHy, uH@opmanuu OOI1ecTBEHHOrO
¢doHza, OTHECEHHON K MH(OpMaLMU KOH(PHUACHLINAIBLHOIO XapaKTepa;

6) napymenue [IpaBun TpynoBoro pacnopsjaka OOIIeCTBEHHOTO (OHJA, UHBIX
BHYTPEHHUX HOPMATUBHBIX JOKyMEHTOB OO111€CTBEHHOTO (POH/IA;

7) HapylleHWe  MpaBWJI  TEXHUKHM  O€30MAaCHOCTH,  MPOTHUBOIOXKAPHOU
0€30MacHOCTH W APYTHX NPaBWII, CO3JAIOLIUX YIpo3y AesaTenbHOCTH OOUIECTBEHHOTO
¢dboHma 1 ero pabOTHUKAM.

8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C JEHUCTBYIOILIUM
3aKOoHOJAaTeNbCTBOM PecnyOnukum KazaxcraH, TpynoOBbBIM JOTOBOPOM U HHBIMHU
BHYTPEHHUMU JTI0KyMeHTaMHu OOI11eCTBEHHOTO (POHa.
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Jo5KHOCTHASE HHCTPYKUUA
I'maBHoro 0yxrajarepa — HayagabHuKa OT1aesa 0yXraJrepckoro
yueTa u OTYETHOCTH

1. O01mme mMoJI0KEeHUs

1. Hacrosmmas moDKHOCTHAsT HMHCTPYKIMSA pa3paboTaHa B COOTBETCTBUHM C
3akoHojaTeabcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «Ka3zakcTaH XalKbIHa»
(manee — OOmectBenHbld poup), [lomoxxkennem o0 Otaene OyXxraaTepckoro yudera u
otueTHOCTH (nanee — OTaeNn) U IpyruMUA BHYTPEHHUMH HOPMATHUBHBIMU JOKYMEHTaMHU
donpa.

2. Hacrosimias  MOJDKHOCTHAsE  WMHCTPYKIMS — ONpEAENSeT  JOJKHOCTHBIE
00s13aHHOCTH, MPpaBa U OTBETCTBEHHOCTH TJIABHOTO OyXraiTepa- HadaibHuka OTaena.

3. I'maBubIil Oyxrantep — HavyanbHUK OTAena Ha3HA4aeTCsl Ha JIOHKHOCTh U
OCBOOOXKIaeTcsl OT JOJDKHOCTH Tpukaszom Ilpeacenartens IlpaBinenust B mopsiake,
OMpeNIeICHHOM 3aKkoHoAaTenbcTBOM PecnyOnuku Kazaxcran o Tpyje U BHYTPEHHUMU
HOPMaTUBHBIMU JJOKyMeHTamMu OO111ecTBEeHHOro (hoHAA.

4. T'naBublii Oyxrantep — HaudanbHuk OTtaena nomguunHsiercs [lpencenarento
[IpaBnenuss u YmnpapisiomeMy AUPEKTOPY MO (UHAHCOBBIM M IMPABOBBIM BOMPOCAM
OO6miecTBeHHOTO (hOH/A B YACTU aIMUHUCTPATUBHO-XO3SIMCTBEHHON JIEATEIIBHOCTH.

5. T'maBHbI Oyxrantep — HadabHUK OT/ENa B CBOEH paboTe PyKOBOJICTBYETCS:

1) 3akoHONATEIBHBIMH ¥ HWHBIMAU HOPMATHUBHBIMH TIPABOBBIMH  aKTaMU
Pecniybmuku Kazaxcran;

2) YcraBom O6miecTBeHHOTO (HOH/A;

3) Ilonoxenuem 06 OTaesne v HACTOAIIEH JOHKHOCTHON MHCTPYKIIUEH;

4) npyruMu BHYTPEHHUMU HOPMATHUBHBIMU JOKyMeHTamMu (OOI1eCTBEHHOTO
dbonna.

2. KBanuuxauuoHHbie TPeOOBAHUS

6. I'maBHbIli Oyxrairep — HavdaabHUK OTAena JOKEH COOTBETCTBOBATH
CJIEIYIONUM KBATU(PUKAIIMOHHBIM TPEOOBAHUSIM:

1) BeIcIIee 0Opa3zoBaHue B 00J1aCTH OYXTAITEPCKOTO yueTa U (M) SKOHOMUKH;

2) ceptudukat npodeccuoHanbHoro Oyxranrepa Pecmy6mmku Kazaxcran;

3) crax paboThl TJIaBHOro Oyxrajrepa — He MeHee S (MSITH) JIeT,
MPEANOUYTUTENHHO CTAX PYKOBOJSIIECH TOHKHOCTH MO (pMHAHCAM — HE MeHee 5 (IISITH)
JIET.

7. T'maBHbIl OyxranTep-HadaibHUK OTena J0JDKeH 001aaaTh:

1) 3HaHMSAMU W HaBBIKAMHU TNPUMCHCHHS HOPMATHUBHBIX IIPAaBOBBIX aKTOB B
00JacTH  OyXTalITepCKOro, HAJIOroBOro, (UHAHCOBOTO Yyuera, MeXIyHapOAHbIX
cTanaapToB ¢puHancoBoi orueTHOCTH (MCDO);



2) 3HaHusaMu ['paxkpaHckoro u TpynoBoro 3akonoxaarensctBa PK, ¢punancosoro,
HaJIOrOBOTO, aJIMUHHACTPATUBHO-X 0391 CTBEHHOT O 3aKOHO/IaTEJIbCTBA,
3aKOHO/ATEIbCTBA O  IIEHCUOHHOM  OO€Cle4eHHH, O  OJIarOTBOPUTEIBHOCTH,
HEKOMMEPUYECKUX OPraHU3aLUsAX;

3) 3HaHMAMM U HABbIKAMU NPUMEHEHUS NPUKIIAJHBIX MPOrpamMM HAJIOTOBOU
OTYETHOCTH U OyXTalaTepCKOro OT4ETa.

3. (I)yHKIII/II/I " J0JKHOCTHbBIC 00SI3aHHOCTH

8. B ¢dynkuum u pomkHOCTHBIE oOOs3aHHOCTH ['NaBHOro Oyxranrepa —
HavyanbHUKa OT/ena BXOIUT:

1) xauectBeHHOe U H3(PdeKTUBHOE PYyKOBOACTBO OTaenoM u obecrnedeHue
BBITIOJIHEHUS 3a7a4 U GyHKIMM, onpeneneHHbix [lonoxenuem 06 Otnene;

2) ¢dopMupoBaHHE B COOTBETCTBHUH C 3aKOHOAATEIBCTBOM O OyXTraJTepCKOM
y4eTe y4eTHOU MoiuTUKU O0111ecTBeHHOro OHIa;

3) opraHuzamusi BeJEHUS  OyXrajaTepcKoro, HaJOroBOro, (hUHAHCOBOTO,
YIPaBJIEHYECKOTO y4eTa (PUHAHCOBO-XO3IMCTBEHHOU AesTeabHOCTH OOIIECTBEHHOTO
dbonga (yder wuMyIIeCTBa, OOS3aTENbCTB, JOXOAOB, PAaCXOJOB W Jp.) U HUX
CBOEBPEMEHHOE, MPAaBWIBHOE OTPAKEHHWE Ha cyeTax OyXTaJTepcKOro yudera B
COOTBETCTBUM C 3aKOoHOJaTedbCcTBOM PecnyOnmku KazaxctaH u  BHYTpEeHHUMHU
HOPMATUBHBIMU JIOKyMeHTaMu OO01iecTBEHHOTO (HOH/IA;

4) oOecnieueHue BeNEHUS M KOHTPOJsA 3a A(P(EKTUBHBIM HCIOJIb30BAHUEM
MaTepuaIbHbIX M (UHAHCOBBIX pecypcoB OOmiecTBeHHOro ()oHAa, B TOM YHUCIE 3a
IPABWJIBHOCTbIO U CBOEBPEMEHHOCTBIO IPOBEIEHUS PACUETOB C MOJOTUYETHBIMU
aunamMu, paOoTHUKaMH (oIulaTa TpyjAa), KOHTpareHTam (IMOCTaBIIUKH — YCIYT,
BHEOIO/IPKETHBIE (POHJIBI U JIP.) U OI0JKETOM (HAJIOTH);

5) oOecrieyeHue KOHTPOJIS 3a JIOCTOBEPHBIM (POpMHpPOBaHHWEM (PHHAHCOBOM,
HAJIOTOBOM, CTaTHUCTUYECKOW, YIPABICHYECKOW OTYETHOCTH, OMEPATHBHBIX CBOJHBIX
JAaHHBIX U CBOEBPEMEHHBIM MPEAOCTABICHHEM UX B YIIOJIHOMOUYEHHBIC OPTaHBbI;

6) oOecrieyeHrue KOHTPOJISL 3a COOIMIOAEHUEM MOpsiiKa OPOPMIIEHUSI TEPBUYHBIX
OyXxraiaTepckux, (pPUHAHCOBBIX JOKYMEHTOB, PAacUETOB W IUIATEKHBIX OO0SI3aTENBCTB,
MPOBEICHUEM MHBEHTapHU3alM1 UMYILECTBa U 00513aTenbeTB OOEecTBEHHOTO (DOHa;

7) TpuUHATHE MEp MO MPEeAYNPEKIACHUIO HEI0CTad, HapyIIeHH (UHAHCOBOMN
JUCITUTUTNHBL

8) ydacTByeT B TPOBEACHMM HKOHOMHUYECKOTO aHalIU3a XO3SICTBEHHO-
¢dbunancoBot aestenbHOCTU OOIIECTBEHHOTO (hOH/IA MO TAHHBIM OYXTaJITEPCKOTO y4eTa
U OTYETHOCTH B IIEJISIX BBISABJICHHUS BHYTPHUXO3SIMCTBEHHBIX PE3EPBOB, YCTPAHEHUS
MOTEPb U HEMTPOU3BOAUTEIILHBIX 3aTPAT;

9) moaroToBka 3aKIIOUEHHUs IO OKOHUYaTelbHOMY oTyeTy LleHTpoB 1o
yOpaBIEHUIO TPOrpaMMaMHd W TPOEKTaMH 110 3aBEpIICHUIO OJaroTBOPUTEIHHOMN
POrpaMMBbI/IPOEKTa B paMKax KomrnetreHuuu Otaena;

10) cormacoBaHWe BHYTPEHHUX, HWCXOJSIIIMX JOKYMEHTOB U JIOTOBOPOB
O6mectBenHoro ¢hoHa B npeenax kommnerenuu Otaena;



11) KOHTPOJL M TMpPOBEPKA AIIEKTPOHHOTO PEECTpa JIOTOBOPOB, (POpPMUpOBAHUE
UTOTOBOTO pEecTpa MOANMCAHHBIX JOTOBOPOB (B cliydae HEOOXOAMMOCTH BHOCHUT B
AJIEKTPOHHBINA pEecTp TOTOBOPOB KOPPEKTUPOBKM) M OCYIIECTBIECHHWE BPEMEHHOTO
XpaHEHHUs] OpPUTMHAJIOB JOTOBOPOB U TMPUJIOKEHMH K HUM JIO 3aBEpIICHUS
POrPaMMbI/TIPOEKTA;

12) KOHTPOAL 3a OTBETCTBCHHHIMH pPAOOTHUKAMH, OCYIICCTBIISIONTAMU
MOHUTOPUHT HCIIOJHEHUS! TOCTABIIMKAMHU JIOTOBOPHBIX O0S3aTENIbCTB IO JIOTOBOpaM
3aKYIIOK B 4aCcTH OyXTaJTepCKOro yueTa B MpejesiaX CBOeH KOMIETEHIINH;

13) B3aumopnelicTBue ¢ OaHKaMH [0 BONpPOCAaM pPa3MEUIEHUS CBOOOJHBIX
(¢uHAHCOBBIX CpencTB Ha OaHKOBCKMX JCMO3UTHBIX BKIagax (cepTtudukarax) u
KOHTPOJIb 32 MPOBEJICHUEM YUETHBIX OTNIEpaIluii ¢ JEMO3UTHBIMU JOTOBOPAMHU;

14) pa3paboTka, MOHHUTOPHHI HWCHOJHEHHUS aJAMHHHCTPATHBHOIO OOKETa
O6mecTBeHHOTO (hOHIA;

15) moaroroBka Ciy>KEOHBIX, MOSICHUTEIBHBIX 3alHMCOK, MPOEKTOB PEIICHUN U
MaTepuaJioB K HUM Ha paccMOTpeHuEe ymojHOMoueHHbIX opraHoB ([IpaBnenwue,
[Tonreuntensckuii CoBer, KomuTersl, MO BONpOcaM, BXOJSIINM B KOMIIETEHIUIO
Otnena;

16) pykoBojacTtBo  paboroit  Otmema, opranmzamusi  pabotel  Otnena,
pacnpeneneHrue BXOIAIIEN KOPPECTOHACHIINM, 3aJaHUi U TTOPYUYEHU HA MCIIOJHEHUE
pabotHukam Ortnena, OCYIIECTBIEHUE KOHTPOJIS 3a HX HCIOJHEHUEM, a TaKke
YTBEPXKJECHUE WHIUBUAYaJIbHOTO IUIaHA pabOThl HA KBapTal M YCTAHOBJICHUE
peKoMeHayeMoro ko3¢ @dUIlMeHTa MPEeMUPOBAHUS IO HUTOraM KBapTaja pabOOTHHKaM
Otnena;

17) BHecenue Ha paccmotrpenue Ilpencenarens IlpaBnenuss u IlpaBneHus
OO6miecTBeHHOrO (DOHJIA MPEAJIOKEHUN IO BOMPOCAM, BXOJSAIIMM B KOMIIETCHIIUIO
Otnena;

18) pa3paboTka BHYTPEHHHUX HOPMATHBHBIX JIOKYMEHTOB II0 BOIPOCaAM
nestenabHocTH OTHena;

19) ucnonHeHne NOPY4YEHU PYKOBOACTBA B COOTBETCTBUU C BHYTPEHHUMH
HOPMATUBHBIMH JIOKyMeHTaMu OO01iecTBEHHOTO (HOH/A;

20) coOmroieHre TPyAOBOW M MTPOU3BOACTBEHHOM AUCITUIUIMHBI, IPABUI U HOPM
OXpaHbl TpyJa, TPeOOBaHUN MPOTUBOIIOKAPHOI O€30MTACHOCTH;

21) noBbllIeHHE TPOPECCHOHATBHOIO YPOBHS IYyTEM caMooOpa30OBaHMS,
M3YUYEHUS IEPEIOBOI0 OTEUECTBEHHOIO U 3apy0E€KHOIO ONBbITA U T. 1.;

22) OCyLIECTBIEHUWE HWHBIX  (PYHKUMH, BBITEKAIOMIMX W3  HACTOSILIEH
JOJDKHOCTHOM — MHCTpyKumu, Ilomoxkenus 006 Otaene W UHBIX  JOKYMEHTOB
O6miecTBeHHOTrO (hOHA.

4. IIpaBa

9. TI'maBHbIN Oyxrantep — HaYaJIbHUK OT/AENIa UMEET MPaBo:
1) 3HakOMUTBCA C penieHus MM pykoBoacTBa OOmecTBeHHOro (oHga u
MpoeKTaMH T0KyMeHTOB OO0I1ecTBeHHOTO (DOH1a, Kacaromumxcst komrnetreHuu Otaena;



2) BHOCHUTH pPYKOBOACTBY OOuIECTBEHHOrO (OHIA MPOEKTHl JOKYMEHTOB IIO
BOIIpOCaM, OTHECEHHBIM K KomneTeHuuu Otaena;

3) BHOCUTH MPEUIOKEHHUS IO COBEPIICHCTBOBAHUIO pabOThl, CBSI3aHHOM C
IIPEeyCMOTPEHHBIMHU HACTOSIIEN JOKHOCTHONM MHCTPYKIUEH 00513aHHOCTIMU;

4) coo01maTe HEMOCPEICTBEHHOMY PYKOBOIMUTENO 000 BCEX HEIOCTATKax B
nesitenbHOCTH  OO0IIecTBeHHOT0 (DOHAA, BBISBICHHBIX B TPOIECCE OCYIIECTBICHUS
CBOMX JIOJDKHOCTHBIX 00s13aHHOCTEN ¥ BHOCUTH MPEIOKESHUS 110 UX yCTPAHCHHUIO;

5) naBaTh MOpydeHHUs B MIpejenax CBOel KoMmmeTeHIuu padotHukam OTaena,
00s13aTeIbLHBIC U1 HCIIOJTHCHUS;

6) 3ampammMBaTh M MOJYy4YaTh OT CTPYKTYPHBIX HOJApA3/E€ICHUNA U paOOTHUKOB
OOmectBeHHoro  (onga  HEOOXOAMMBIE  JOKYMEHTBHI  JJiI  OCYIIECTBIICHUS
BBIIIEyKa3aHHBIX (YHKIUN U 00513aHHOCTEH;

7) OpOBOAUTH  KOHCYJbTallMM  CO  CTPYKTYpPHBIMH  IOAPA3JEICHUSIMHU
OOmectBeHHOro (OHAA, a TaKkKe TOCYJAapCTBEHHBIMH OpraHaMu M JpyIMMHU
OpraHM3alMsIMU 110 BOIIpOcaM B Ipenenax komnereHuuu Otaena;

8) MO TMOpPYYEHUI0 PYKOBOJACTBA MU B COOTBETCTBMM C BHYTPEHHUMU
HOPMAaTUBHBIMU JIOKYMEHTaMU MPEACTABIATh HHTEpechl OOmecTBeHHOro (oHaa B
rOCy/IapCTBEHHBIX OpraHax, CTOPOHHUX OpPraHu3allusiX;

9) mpuHMMaTh ydacTHE B MPOrpaMMax, HaIpaBICHHBIX Ha O0OydYeHHeE,
NIEPETIOATOTOBKY U MOBHIIICHNE KBalu(puKannuu kKaapos OOIIecTBeHHOTO (POHa;

10) ocymiecTBIATh WHBIE TMpaBa, MPEAYCMOTPEHHBIE 3aKOHOAATEIHCTBOM
PecnyOmuku Ka3zaxcras.

5. OTBEeTCTBEHHOCTH

10. T'nmaBHbI Oyxrantep — HadaibHUK OT/€NIa HeCeT OTBETCTBEHHOCTH 3a:

1) HeHamiexamee  WCIOMHCHHWE WM HEUCTIOJNHEHHWE  JIOJDKHOCTHBIX
00sI3aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIECH HOTKHOCTHON MHCTPYKIIUECH;

2) mpaBOHAPYIIEHUS, COBEPIICHHBIE B TIPOIECCE CBOCH EATETLHOCTH, B
npeaenax, YCTaHOBJIEHHBIX aJIMHUHHUCTPATUBHBIM, YTOJOBHBIM W  TPakKIaHCKUM
3aKOHOJATeILCTBOM Pecnybnmuku Kazaxcran;

3) npuuuMHeHHe MaTepuaibHoro ymiepba OoOmecTBeHHOMY (DOHIY B Mpeaenax,
YCTaHOBJICHHBIX TPYJAOBBIM 3aKOHOIaTeILCTBOM Pecrybnuku Kazaxcran;

4) coxpaHHOCTh AoKyMeHTanuu QOOIecTBeHHOro (oHAa B COOTBETCTBUH C
JOJDKHOCTHOW ~ MHCTPYKIIMEH, TPYIOBBIM JIOTOBOPOM W HMHBIMH BHYTPCHHUMU
HOPMATUBHBIMH JIOKyMeHTaMu OO1iecTBEHHOTO (HOH/A;

5) pasriamieHue CBEIECHUN, UMEIOIIUX OTPAaHUYECHHE JTOCTYIA U COCTABIISIONMINX
CIIyEOHYI0 WJIM MHYIO OXPaHIEMYI0 3aKOHOM TaiiHy, nHpopmaiun OOIIECTBEHHOTO
dboHma, OTHECEHHOU K MHGOpMAIK KOHGUIEHITMATHLHOTO XapaKkTepa;

6) Hapymenue IlpaBun TpynoBoro pacnopsiika OOmiecTBeHHOro (GpoHaa, UHBIX
BHYTPCHHUX HOPMATHBHBIX JOKyMeHTOB OOIIecTBEHHOTO (POHIA;

7) HapylleHWe  TpPaBWJI  TEXHUKH  OE30MaCHOCTH,  IPOTHBOIIOXKAPHOU
0€30MacHOCTH W APYTHX TPABHII, CO3TAIONINX YIPO3y AEATEIbHOCTH OOIIECCTBEHHOTO
dboHaa u ero paboTHUKAM;



8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C JENUCTBYIOIIUM
3aKkoHOJaTenbCcTBOM PecnyOnuku Kazaxcran, TpyAOBbIM JOTOBOPOM U HWHBIMH
BHYTPEHHUMU JoKyMeHTamu OO11ecTBeHHOTO (PoHa.
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JLOIKHOCTHASI HHCTPYKIMS
Byxranarepa - 3xoHOMHUCTA
Otaena OyxraJrepckoro yuera M OT4eTHOCTH

1. OO01IMe moJIoKeHus

1. Hacrosimas noDKHOCTHAasi MHCTPYKIUSA pa3paboTaHa B COOTBETCTBUHM C
3akoHoAaTenbcTBOM Pecnyoiuku Kazaxcran, YcraBom O® «KazakcTan XalKbIHA»
(manee — OoOwmectBenubi honxa), [lomoxxenuem 06 OTaene OyXraaTepckoro y4era u
OTYeTHOCTH (fanee — OTAeN) U APYyTrMMUA BHYTPEHHUMH HOPMATUBHBIMU JTOKYMEHTAMH
O6mecTBeHHOTrO (hOHA.

2. Hacrosmiass  MOMDKHOCTHAsE  MHCTPYKIUS — OMpenesieT  JOJKHOCTHBIC
00513aHHOCTH, TIpaBa M OTBETCTBEHHOCTH OyXrajiTepa - skoHomucTa OTena.

3. Bbyxrairep - ’KOHOMHUCT Ha3HAa4yaeTCsl Ha JOJDKHOCTh U OCBOOOXKIAETCA OT
nojvkHoct  mpukazoMm Ilpencemarens [lpaBiaenuss B HOpsAlKe, ONPEIEICHHOM
3akoHojAaTenbcTBOM Pecnyonmuku Kasaxcran o TpyJe U BHYTPEHHUMU HOPMAaTHBHBIMU
nokymeHtamu OO1ecTBeHHOTO (hoHAA.

4. byxranrep - 3KOHOMHUCT NoquuHsAeTcs ['naBHOMYy OyXranrepy — Ha4aJbHUKY
Otaena.

5. byxranTep - 5KOHOMUCT B CBO€I1 pab0Te pyKOBOJICTBYETCS:

1) 3akoHOIATENbHHIMH ¥ WHBIMH HOPMATHBHBIMH TPABOBBIMH  aKTaMU
PecnyOnuku Kazaxcran;

2) ¥YcraBoM OO6uiecTBeHHOTO (HOHAA;

3) Ilonoxenuem o0 OTaene U HaCTOSAIIEH TOKHOCTHON UHCTPYKIIMEH;

4) ApyrMMU BHYTPEHHMMH HOPMATHUBHBIMH JOKyMeHTamu OOIIecTBEeHHOTO
dbonna.

2. Kpanu¢ukanuoHHbie TPeOOBAHUS

6. byxrantep-3KOHOMUCT JOJKEH COOTBETCTBOBATh CJIEAYIOITUM
KBaJIU(UKAIIMOHHBIM TPEOOBAHUSIM:

1) BbIcuIee 0Opa3zoBaHuE B 00J1aCTH SKOHOMUKHU, (DUHAHCOB;

2) crax padoThI MO CMEIUATLHOCTH — HE MeHee 3 (TpeX) JeT.

7. Byxranarep -35KOHOMHUCT JAOJKEH 00J1a/1aTh:

1) 3HaHMSIMM W HaBBIKAMHM TPUMEHEHUS HOPMATHBHBIX TPABOBBIX AaKTOB B
00J1aCTH YKOHOMHKH, OFOPKETHOTO TIIAHUPOBAHMUSI, OyXTaITEPCKOTO yUeTa;

2) maBblkamu paboThl B mporpamme 1C: Byxrantepus, B cucreMe HHTEPHET
OaHKUHT, roCyJapCTBEHHBIX WHTEPHET-MIOPTANIAX, BKJTFOYAst «Kabuner
HAJIOTOTUIATEIIBIINKAY, « DIEKTPOHHBIE cueT-(haKkTyphDy, « CTATUCTHUKa» U TIp.



3) 3HaHusMu ['paxkIaHckoro U TpyaoBoro 3akoHozgatenbctBa PK, Hanorosoro,
aJIMUHUCTPATUBHO-XO3MCTBEHHOIO  3aKOHOJATENIbCTBA,  3aKOHOJATENbCTBA O
0JIarOTBOPUTEIHLHOCTH, HEKOMMEPUYECKUX OpTaHU3AIMIX.

3. OYyHKUUM U JOJKHOCTHBIE 00A3aHHOCTH

8. B dbyHkuMM 1 10KHOCTHBIE 00s13aHHOCTH byXxranTtepa - 5KOHOMHUCTa BXOJIUT:

1) dopmupyer aamMuHHCTpaTuBHBIA  OrogxkeTr  OOmecTBeHHOro  (GoHAa,
BBINIOJIHSET pacyeTbhl MO IUIAHUPYEMBIM JI0XOJaM, MaTepHUalibHbIM, TPYAOBBIM U
(bYHaHCOBBIM 3arparam, OCYIIECTBIISIET KOHTPOJIb 3a UCIIOJIHEHHEM
aJIMUHUCTPATUBHOTO OIOJIKETA;

2) BeleHHE OyXrajTepcKoro, HaJOroBOT0, YIPaBICHUYECKOro y4yeTa (PMHAHCOBO-
XO35UCTBEHHON  nedarenbHOcTH  OOmectBeHHoro  ¢ouga  (yd4er  HMMYyIIECTBa,
00513aTeNbCTB, I0XO/I0B, PACXOJI0B H JIP.) M KX CBOEBPEMEHHOE, IPaBUIIBHOE OTPAKEHUE
Ha cYeTax OyXTalTepCKOro y4yeTa, B COOTBETCTBUU C BHYTPECHHHUMH HOPMATHBHBIMU
nokyMeHTamu  OOmiecTBeHHOTO (QoHAa UM JASHCTBYIONIMM  3aKOHOJATEIHLCTBOM
PecniyOnuku Kazaxcran;

3) mpaBUIIBHOE M CBOEBPEMEHHOE IPOBEACHHE pPACYETOB C MOJOTYETHBIMU
aunamMu, paOoTHUKaMH (OoIulata TpyJAa), KOHTpareHTamu (IMOCTaBIUMKH  YCHYT,
BHEOIOPKETHBIE (POHJIBI U JIP.) U OI0/KETOM (HAJIOTH);

4) nocroBepHOE (POPMHPOBAHHE ONEPATUBHBIX CBOJHBIX JAHHBIX, HAJIOTOBOM,
CTaTUCTUYECKOM  OTYETHOCTM U  CBOEBPEMEHHOE  IIPENOCTABIEHHUE HUX B
YHOJIHOMOYEHHBIE OpraHbl;

5) noctoBepHOoE€  (QOPMHUPOBAHME  OMNEPATUBHBIX  CBOAHBIX  JAHHBIX 110
aJIMUHHCTPATUBHOMY OOJIKETY U €ro UCHOJHEHUIO, U CBOEBPEMEHHOE MPEI0CTaBICHHE
WX B YIIOJTHOMOYEHHBIE OPTaHbI;

6) KOHTpPOJAb 3a  COOJMIOJEHHEM  MmopsiAaka  OQOpMIIEHUS  MEPBUYHBIX
OyXTaJITepCKUX, (PUHAHCOBBIX JOKYMEHTOB, PacyeTOB U IJIATEKHBIX 00SA3aTENbCTB,
MIPOBEICHUEM MHBEHTApHU3aMU UMYILECTBA U 00s13aTenbcTB O01ecTBEHHOTO QOHAA;

7) npuHATHE MEP MO COOIOICHNUIO (PUHAHCOBOU TUCHUILIINHBI;

8) pa3paboTka BHYTPEHHHMX HOPMAaTUBHBIX JOKYMeHTOB OOmiecTBeHHOTO (OoHIA
10 BOIMpPOCaM, BXOJSAUIUM B KoMIleTeHno OTaena;

9) moAroToBKa MCXOIAIUX JOKYMEHTOB OOIIecTBEHHOTO (hOHMIA, CIYKEOHBIX,
HOSICHUTEJIBbHBIX 3aIIMCOK 10 BOIIPOCAaM, BXOSAIINM B KOMIIETEHIIUIO SKOHOMHUCTA;

10) ucnosHeHre TOPYYEHU PYKOBOJACTBA B COOTBETCTBUM C BHYTPEHHUMU
HOPMATUBHBIMU JIOKyMeHTaMu OO01iecTBEHHOTO (HOH/A;

11) popmupoBanue COOTBETCTBYIOIIUX  ITANIOK-PETUCTPOB Otnena B
cootBeTcTBUM ¢ Homenknarypoit npen OOmectBeHHOro (oHAa, MOATOTOBKA U
noJmuBKa JokyMeHToB Otaena s nepenayu B apxus OOiecTBeHHOTo (hOHAA;

12) coOmroneHne TpyA0BOM M MPOU3BOACTBEHHOM AUCIUIUIMHBI, IPABUI U HOPM
OXpaHbl TpyJia, TPeOOBAaHUI MTPOTUBOIOKAPHONU OE30ITACHOCTH;

13) noBbilieHHEe TPO(HECCHOHATBLHOTO YPOBHS IMyTEM CcamMoOoOpa3oBaHUs,
U3YUYEHUS IEPEIOBOIO OTEUECTBEHHOIO U 3apyOeKHOIO ONBbITA U T. 1.;



14) ocymiecTBaeHHE  WHBIX  (QPYHKIWH, BBITCKAIOIIMX W3  HACTOSIICH
JOJDKHOCTHOW ~ WHCTpyKIuH, Ilomoxkenuss o0 OTmene W WHBIX JIOKYMEHTOB
O6mecTBeHHOTO (hOH/IA.

4. Ilpama

9. byxrantep - JKOHOMHUCT UMEET MPaBO:

1) 3HAKOMUTBCS C peleHUusMH pykoBojicTBa OOIecTBEHHOro (oHAa, a TaKKe
poeKkTamMu J0KyMeHTOB OOIIeCTBEHHOTO (hOHa, KACAIOIIUXCS €Tr0 ACSTEIbHOCTH;

2) BHOCUTb NPEMJIOKEHHS [0 COBEPIICHCTBOBAHUIO pPaOOThI, CBS3aHHON C
MPEeIyCMOTPEHHBIMU HACTOSIICH TOJPKHOCTHON MHCTPYKIIUEH 00s13aHHOCTSIMU;

3) cooOuiaTh HEMOCPEICTBEHHOMY PYKOBOJIUTENIO 000 BCEX HEIOCTaTKax B
nesiteabHocTH  OOIIeCTBEHHOTO (DOHMA, BBISIBICHHBIX B IIPOLIECCE OCYIIECTBICHUS
CBOMX JIOJKHOCTHBIX O0S3aHHOCTEM U BHOCUTD MPEIOKEHHS 10 UX YCTPAHEHUIO;

4) 3anpamuyBarh M MOJY4YaTh y CTPYKTYPHBIX MNOJpa3JeiaeHUl U pPabOTHUKOB
O6miectBenHoro (onaa uHGOPMAIIUIO U TOKYMEHThI, HEOOXOAUMBIC JJIsI BHITTOJTHEHUS
€ro JOJUKHOCTHBIX O0SI3aHHOCTEN;

5) npuHMMaTh y4yacTu€ B IporpamMMmax, HaMpaBJIEHHbIX Ha 0O0y4YeHue,
NEPENoAroTOBKY U MOBBIIIEHHE KBaTu(pUKau kagpoB OO1ecTBeHHOro (hoHAa;

6) TPOBOAUTH  KOHCYJbTAIlMU  CO  CTPYKTYPHBIMH  TOJpa3/ICICHUSMU
OO6mecTBeHHOTO (OHIIA, a TakXKe TOCYJAapCTBEHHbIMU OpraHaMH U JPYTUMU
OpraHu3alysIMU IO BOIIPOCaM B IpeAenax komnereHunu Otaena;

7) MO TOPYYEHUIO PYKOBOJACTBA M B COOTBETCTBUM C BHYTPEHHUMU
HOPMATUBHBIMH JIOKYMEHTAMH TIPEACTaBIATh HHTepechl OOiecTBeHHOro ¢GoHma B
roCyJIJapCTBEHHBIX OpPraHax, CTOPOHHUX OpraHU3alusX;

8) OCyHIECTBISATH, WHBIE TMpaBa, MPEAYCMOTPEHHbIE 3aKOHOJATEIHCTBOM
Pecny6muku Ka3zaxcras.

5. OTBEeTCTBEHHOCTH

10. Byxrantep - 5KOHOMHCT HECET OTBETCTBEHHOCTb 3a:

1) HeHamnmexamee  WCHOJHEHUWE WM HEUCIOJHEHHE  JOJDKHOCTHBIX
00s13aHHOCTEM, MTPEAYCMOTPEHHBIX HACTOSIIEH JOIKHOCTHOU HHCTPYKITUEH;

2) TOpaBOHApYIICHMS, COBEpPUICHHBIE B IPOLECCE CBOEH JEATENBHOCTH B
npejenax, YCTAaHOBJICHHBIX aJMUHUCTPATUBHBIM, YTOJOBHBIM U TPaKIaHCKUM
3aKoHOJaTenbCTBOM PecnyOnuku Kazaxcran;

3) npuuumHEeHue MaTepualbHOro ymepba OOmecTtBeHHOMY (DOHAY B Mpeienax,
YCTaHOBJICHHBIX TPYAOBBIM 3aKOHOIaTeIbCTBOM Pecnyonnku Kazaxcran;

4) coxpaHHOCTh AokyMeHTanuu OOIIeCTBEHHOro (oHAa B COOTBETCTBUM C
JIOJDKHOCTHOW ~ MHCTPYKIIMEH, TPYIOBBIM JOTOBOPOM UM HMHBIMH BHYTPEHHUMH
HOPMATUBHBIMH JoKyMeHTamu OOiecTBeHHOTo ¢GoHAAa B Tpenenax JACHCTBYIOIIETO
3akoHo/atenbcTBa PecyOnuku Kazaxcran;



5) pasmianieHue CBeIECHUM, UMEIOIUX OIPaHUYEHHUE JOCTYNA U COCTABIISIOIIUX
ClIy’)keOHYI0 WJIM HMHYIO OXpPaHSEMYIO 3aKOHOM TaiiHy, MH@opmanuu OOILecTBEHHOrO
¢doHza, OTHECEHHOU K MH(pOpMaLnu KOHPUACHIIUAIBLHOTO XapaKTepa;

6) Hapywenue [IpaBun TpynoBoro pacnopsaka OOIecTBEHHOTO (OHJA, WHBIX
BHYTPEHHUX HOPMAaTUBHBIX JOKYMEHTOB OOLIECTBEHHOTO (POHA;

7) HENmpHUHITHE Mep MO MPECEUYCHUIO BHISBICHHBIX HAPYIICHUN MPaBUI TEXHUKH
0€30MacHOCTH, MNPOTHUBOMOKAPHON 0€30MaCHOCTH W JPYruX MpaBWi, CO3AAIOLIUX
yrpo3y nestenbHoctd OOuiecTBeHHOro (JOHIa U €ro pabOTHHUKAM;

8) wuHYIO OTBETCTBEHHOCTD B COOTBETCTBHUH C JEHCTBYIOIIUM
3aKOHOJATenbCTBOM PecnyOnmkm KazaxcraH, TpyIoOBBIM JOTOBOPOM M HWHBIMHU
BHYTPEHHUMU OKyMeHTamMu OOIIeCTBEHHOTO (OHIa.
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Jlo/zKHOCTHAS MHCTPYKUMSA
PykoBoaurensi FOpuanueckoii ciryx0bl

1. OO01Me noJIoKeHus

1. Hacrosimas noJDKHOCTHAasE MHCTPYKIUSA pa3padoTaHa B COOTBETCTBUHM C
3akoHojaTeabcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «Ka3zakcTtaH XaJIKbIHa»
(mamee — OOmecTBeHHbit GouHA), [lomoxxkernem 06 FOpuamdeckoit ciyxbe (mamee —
Cnyx0a) u ApyrMMH BHYTPCHHHMMH HOPMATHBHBIMH TOKyMeHTaMu OOIIECTBEHHOTO
dbonna.

2. Hactosmass [NODKHOCTHAs  MHCTPYKIUS  ONpEAeNseT  JOJKHOCTHBIC
00513aHHOCTH, TIpaBa U OTBETCTBEHHOCTh pyKoBoaUuTeNsI CiryKOBbI.

3. PyxoBoautens CmyxObl Ha3HAyaeTCsd Ha JOJDKHOCTh U OCBOOOXKIAETCS OT
nojbkHoct  mpukazoMm Ilpencemarens [lpaBiaeHuss B moOpsAlKe, ONPEIEICHHOM
3aKOHOJaTeIbCTBOM Pecrmybnuku Kazaxcran o Tpyge ¥ BHYyTPEHHUMH HOPMAaTHBHBIMU
nokymeHntamu OO1ecTBeHHOTO (poHAA.

4. PyxoBomutens CiayxObl MOAYMHSAETCS HENOCPEACTBEHHO YIIPaBIISIIOIIEMY
JUPEKTOPY N0 (PUHAHCOBBIM U MTPABOBBIM BOIPOCAM.

5. PyxoBoautens Ciyxk0bl B cBoei pab0oTe pyKOBOJCTBYETCS:

1) 3akoHONATEIBHBIMHM ¥ HWHBIMHU HOPMATUBHBIMU TPABOBBIMH  aKTaMU
PecnyOnuku Kazaxcran;

2) YcraBoM O6uiecTBeHHOTO HOHAA;

3) Ilonoxenuem o Ciayx0e 1 HaCTOALIEH AOHKHOCTHOM MHCTPYKIIUEH;

4) npyruMu BHYTPEHHUMH HOPMATHUBHBIMU JOKyMeHTaMu OOIIecTBEHHOTO
dbonna.

2. KBanudukanuoHHbie TpeOOBAHNS

6. PyxoBoautenb Ciyx0bI JIOJDKEH COOTBETCTBOBAThH CIEIYOIIUM
KBIM(PUKALMOHHBIM TPEOOBAHUSIM:

1) Beicuiee oOpazoBaHue B 00J1aCTH IOPUCTIPYACHIINN;

2) crax paboThl B 00JIACTH IOPUCTIPYIECHIMU HE MeHee 5 (IISATH) JIET, B TOM YHUCIIE
Ha PYKOBOJISIIEH JOJDKHOCTU — HE MEHee 2 (IBYX) JIET;

7. Pyxooautens CinyxObl TOJDKEH 00a1aTh:

1) 3HaHMsAMH TPaXKJIaHCKOTO, TPYAOBOTO 3aKOHOJATEJILCTBA PK,
3aKOHOJIATEIHCTBA O 0JIarOTBOPUTEILHOCTH U O HEKOMMEPUYECKUX OpraHU3AIMSIX;

2) 3HAHUSIMU METOAUYECKHUX U UHBIX MATEPUAJIOB MO NPABOBOM AEATEILHOCTH;

3) HaBBIKAMH HOPMOTBOPYECKON JESATEIBHOCTH, B3aUMOJCUCTBUS/OTPAOOTKU
Pa3JIMYHBIX MaTepPHUAJIOB MPABOBOTO XapaKTepa;

4) 3HaHUSMU MOPSJIKA 3aKIIOUCHUS U 0(OPMIICHHUS TOTOBOPOB;



5) HaBbIKaMM BEACHUS MPETEH3UOHHO-UCKOBOM padOThI U 10CYA€0HOTO MOPsIIKa
ypEryJMpOBaHUsl JOTOBOPHBIX CIIOPOB, a Takke B 00JIaCTU KOPHOPATUBHOIO
yIIPaBJICHHUS;

3. OYHKIUHU U JOJKHOCTHbIEC 00SI3AHHOCTH

8. B dbyHKuMM U 1OKHOCTHBIE 00s13aHHOCTH pyKoBoauTesl Ci1y>KOBbI BXOIUT:

1) oOecneuenue BHIMOTHEHUS 3a7a4 U GyHKUUN, onpeaeneHHbx [lonoxennem
o Ciyx0e;

2) obecrnieyeHne COOMIOACHUS 3aKOHHOCTH B AesiTebHOCTU (OI1eCTBEHHOTO
dboHAa U 3aIUTHI €r0 TPABOBBIX HHTEPECOB;

3) pa3paboTka yuYpeAMTENIbHBIX JOKYMEHTOB, B TOM 4YHUCJE perucrpamus,
BHECEHME U3MEHEHUH U JIOTIOJIHEHUH B yUpeIUTEIbHbIE TOKYMEHTHI;

4) pa3paboTka BHYTPEHHUX HOPMATHUBHBIX JOKYMEHTOB OOImiecTBeHHOTO (hoHIA
no kommeTeHIMU CiaykObl M ydacTHe B pa3padOTKE BHYTPCHHHX HOPMATHBHBIX
JIOKYMEHTOB CTPYKTYPHBIX Noapa3aeneHuii O01mecTBeHHOro PoHa;

5) ocyImiecTBIeHHE W KOHTPOJbh 33 OCYIICCTBICHHEM TPAaBOBOW ASKCIIEPTHU3BI
MIPOCKTOB TPUKA30B, WHCTPYKIMH, MOJOKEHUHN, CTAaHIAPTOB, PETIAMEHTOB W JIPYTHUX
JIOKyMEHTOB TIPABOBOTO XapaKTepa, MOAroTaBIuBaeMbIx B OOmecTBeHHOM (OHJIE, U UX
BU3UPOBAHME;

6) mpaBoBasi  JKCIEPTH3a IPOEKTOB  HOPMATHMBHBIX  TMPABOBBIX  aKTOB,
nocTynarimux B O0IecTBEHHbIN QOH]T;

7) TpaBOBOE COIPOBOKECHUE MPOIIETYPHI 3aKYTOK B paMKax aJMUHUCTPATUBHO-
XO03SIUCTBEHHOM AesiTeibHOCTH O01iecTBeHHOTO GOH/IA;

8) KOHTpOJb U oOecleyeHue BEJCHUS JIOrOBOPHOUM paboThl OOIIECTBEHHOTO
donma, ompenenenre (HOpMbI JOTOBOPHBIX OTHOIICHHWH, pa3paboTka MPOEKTOB
JIOTOBOPOB, TPOBEpPKa Ha TPEAMET COOTBETCTBHS 3aKOHOJATEIBCTBY IPOCKTOB
JIOTOBOPOB, TpecTaBiIsieMbix OOIECTBEHHOTO (POHIA KOHTpAareHTaMH, MPUHSATHE MEp
M0 Pa3pEIICHUI0 PA3HOTIIACUH IO MPOEKTaM JOTOBOPOB, 00CCIICUCHHE HOTAPUATBLHOTO
YAOCTOBEPEHUS U (MJIH) TOCYTapCTBEHHON PETUCTPAIIU OTIACTBHBIX BUIOB JIOTOBOPOB;

9) mpencraBinenne wuHTEepecoB OOmiectBeHHOro (GoHAAa MNOpU MPOBEPKAX,
MPOBOJIUMBIX TOCYJAapCTBEHHBIMU, KOHTPOJBHO-HAI30PHBIMH OpraHaMU C IIEJBIO
MPaBOBOTO KOHTPOJISL 32 COOJIIOJICHUEM MPOIECCYyalbHBIX JCHUCTBUN MPOBEPSIIONIUMH,
O00OCHOBaHHOCTHIO M TPABUJIBHOCTHIO BBIBOJIOB TMPOBEPSIOMINX, O(DOPMIICHHEM
PE3yIBTATOB MPOBEPOK M COCTABICHUEM IPOIIECCYaTbHBIX JOKYMEHTOB;

10) mpencrasnenne uHTepecoB OOmecTBeHHOro (oHAa B TOCYIapCTBEHHBIX
opraHax ¥ OpraHu3aIMsiIX, B CyJax, a TAKXKe B APYTUX OpraHU3alMIX MIPH PACCMOTPEHUH
MPaBOBBIX  BOMPOCOB  JesATeabHOCTH  OOmecTBeHHOro (¢oHIa HAa OCHOBAaHUHU
COOTBETCTBYIOIICH TOBEPCHHOCTH;

11)koHTpOoaAb 3a coOMIOJACHUEM JOCYJACOHOr0 TOpsJKa yperyJIupoBaHUs
JIOTOBOPHBIX CTIOPOB;

12) KOHTPOJAL 3a TMOATOTOBKOW 3aKJIFOYCHHH TI0 TIPaBOBBIM  BOIIPOCAM,
BO3HUKAIOIIUM B JiesITeIbHOCTH OO011ecTBeHHOTO (hOH/Ia;

13) npuHATHE MEp TO BHECEHHMIO HW3MCHCHMH, JIONMOJHCHUH  W/WIU
WHUIMAPOBAHUE OTMEHBI JOKYMEHTOB, M3JaHHBIX C HapyIICHUEM JCHCTBYIOIIETO
3aKOHOJIATEIhCTBA;



14) BHeceHHME TMPEMIOKEHUH MO aKTyalu3allud U COBEPIICHCTBOBAHUIO
BHYTPEHHHUX JOKyMeHTOB O0111ecTBeHHOT0 (POHIA;

15) wucnonnenue pyukiuii cekperapst [Ipasnenus OOecTBeHHOTO (HOHA;

16) moAroToBKa MOSICHUTENBHBIX 3aMUCOK, MPOCKTOB PEIICHUS U MATEPUAJIOB K
HUM Ha paccMmoTpenue [Ipasnenus, [loneuynTenbckoro coBera mno BOIMpocam, BXOISITIM
B KomneTeHIuo Ciry»KObI;

17) mpaBoBasi DOKCHepTH3a MAaTEPUAIOB, BBIHOCHUMBIX Ha PacCMOTPEHHUE
[TpaBnenus, [loneuntensckoro copera OOIIECTBEHHOTO (POHA;

18) yuactue B pabore Komurera 1mo paccMOTpPEHHMIO MOCTYNUBIIUX 3asBOK B
Oo6mecTBeHHBIN (HOH HA pa3pabOTKy HOBOW MTPOTPAMMBI/TIPOEKTA;

19) opranmzamus npoBeaeHust 3acenanuii [IpaBiaenuss OOmiecTBeHHOTO (HOHAA,
BeJICHNE TTPOTOKOJIOB 3aCeIaHMi, 00ECTICUCHNE HAICKAIIETO XPAHCHHS i COXPAHHOCTH
MPOTOKOJIOB U MaTepuaios 3acefanuil [Ipasnenus;

20) yuacrtue B pa3paOOTKe MOJIUTHKU B 00JIACTU MPOTUBOACUCTBUS KOPPYIIUHU B
0OIIECTBEHHOM (DOH/IE U AHTUKOPPYIIMOHHBIE OTOBOPKH;

21) KOHTpOJIb 32 MPOBEICHUEM aHAIK3a 10 BBISIBIICHUIO PUCKOB U OMPEICTICHUIO
BEPOSITHOCTH  BO3HUKHOBEHMSI ~ PUCKOB  HapyUICHUS  AHTUKOPPYIIIHMOHHOTO
3aKOHOJIaTEIbCTBA B AesiTenbHOCTH OO0IIecTBEHHOTO (HOH/A;

22) wuHpopMupoBaHHE PYKOBOACTBO OOIIECTBEHHOr0 (OHAA O BBISABICHHBIX
pPHUCKax HapyIICHUS aHTUKOPPYIIIIMOHHOTO 3aKOHOAATEIbCTRA,;

23) KOHTPOJIb 3a COOJIIOACHUEM CTPYKTYPHBIMHU MOJpa3/ieICHUsIMU TpeOOBaHUMN
3akoHojartenbcTBa PecnmyOmuku Kazaxcran, VYcraBa OOmectBeHHoro ¢oHma u
BHYTPCHHUX HOPMATHBHBIX JOKyMeHTOB OOIecTBeHHOTO (POHIA;

24) olecreueHe ydacTusi B IPETEH3MOHHO-UCKOBOW pabOTe M KOHTPOJIb 3a
BEJICHUEM TPETCH3MOHHO-UCKOBOW pabOTHI, a TakKKe NMPOBEICHHUE aHaHW3a CyAcOHOU
MpaKTUKU 10 cropam ¢ ydyactueM OOmecTBeHHOro (oHIa € IEIbI0 BBISBICHUS
OCHOBHBIX TPUYMH U  YCIOBUW, TOBIEKIIUX COOTBETCTBYIOIIEE CyJleOHOe
pa30upaTesbcTBO, U BHECEHUE TMPEMIOKEHUM 0 MX YCTPAHCHHIO W TMPUBICYCHUIO K
OTBETCTBEHHOCTH BUHOBHBIX JIHII,

25) olecrieueHne B Tpeaeliax CBOCH KOMIIETCHIIMM 3aIllUTy CBEJICHHM,
COCTABJISIFOIINX KOH(PHICHIIMATbHYIO HH()OPMAIUIO, U UHBIE CBEJICHUSI OTPAaHUYCHHOTO
pacnpoCTpaHCHHUS;

26) ydacThe B TIOATOTOBKE 3aKIIOYEHUH IO TPEIJIOKCHHSIM O TPHUBJICUYCHUN
pabotHukoB OOmiectBeHHOro (oHAa K AUCHMIUIMHAPDHOM MW MaTepHalbHOU
OTBETCTBEHHOCTH,

27) obecrnieueHue nH(pOpMHUpOBaHUS u pa3bsICHEHUS paboTHUKaM
OO6miectBeHHoro ¢GoHAa HOPM JACHCTBYIOIIETO 3aKOHOAAaTeNbCcTBa PecmyOnmku
Kazaxcran;

28) MOHUTOPUHT HM3MEHEHHUN 3aKOHOAATENbCTBA, KACAIOIMIMXCS JESITEIbHOCTH
Oo6mectBeHHoro ¢GoHAa, W HMHPOPMUPOBAHUE PYKOBOJCTBA U OTBETCTBEHHBIX
pabOTHUKOB;

29) obecrneueHue COOMIOACHUS TP HUCIOJHEHHH CBOMX JIOJDKHOCTHBIX
00s13aHHOCTEW HOPM aHTHUKOPPYNIIMOHHOTO 3aKoHOomaTrenbcTBa PecnyOnmku Kazaxcran
¥ BHYTPEHHUX HOPMATUBHBIX JOKYMEHTOB I10 TIPOTUBOACHCTBUIO KOPPYIIIIHH;

30) pykoBoactBo pabotoit CmyxObl, opranuzamus paboTel  CiyxOBbl,
pacrpeneneHue BXOIAIIEH KOPPECTIOHACHIIUM, 3aJaHU U TIOPYUYCHUN HA WCIIOJHEHUE



pabotHuKkaM CiyObl, OCYILECTBICHHE KOHTPOJISI 32 HX HCIIOJIHEHUEM, a TaKxKe
YTBEPKIACHUE MHIUBUAYaJbHOIO IUIaHA pabOThl Ha KBapTal U YCTaHOBJICHHE
peKoMeHayeMoro Kod(p¢puuueHTa NPEMUPOBAHUSA MO WUTOTaM KBapTaja pabOTHUKaM
Cy>xObI;

31) ocyuiecTBiI€HHE KOHTPOJIS 3a COCTOSTHUEM TPYAOBOM M HCIOJHUTEIbCKOU
nucuumuinebl B Cnyxoe;

32) pacnpeneneHue AJ0KHOCTHBIX 00s3aHHOCTEH Mexay paboTHukamu CiyskObl
U OIIpe/IeTICHNE B3aUMO3aMEHIeMOCTH pabOTHUKOB CIyKOBI;

33) ucmonHeHHWE MOpPYyYEHUH PYKOBOJACTBA B COOTBETCTBHH C BHYTPECHHUMU
HOPMAaTUBHBIMU JOKyMeHTaMu OO01iecTBeHHOTO POoH/a;

34) obecrneueHne OpraHM3ali B3aWMO3aMEHSEMOCTH MEXIy pabOTHHKaMU
Cry K05l

35) coOmoneHue TPyAOBOM JHCUUIUIMHBI, HPAaBWJI M HOPM OXpaHbl TpyAa,
TpeOOBaHUI MPOTUBONOKAPHON OE30MIACHOCTH;

36) oCyLIECTBIEHNE UHBIX (DYHKIIMMA, BHITEKAIOIIUX U3 HACTOSILEH JOKHOCTHOM
uHCTpyKuuy, [lonoxenus o Cinyx0e 1 nHbIX J0KyMeHTOB OOLIeCTBEHHOIO (hOHA.

4. IIpaBa

9. PyxoBoautens Ciryk0bl UMEET MIPaBo:

1) 3HAKOMUTKCS C pelIeHUsIMU pyKoBojicTBa O011IecTBeHHOTO (OHa, MPOEKTaMuU
nokymMeHToB O01IecTBeHHOTO (POH/Ia, Kacatomuxcs koMmrnereHnuun CiryxObl;

2) BHOCUTH PyKOBOACTBY OOIIECTBEHHOTO (POHJA MPOEKThI JIOKYMEHTOB IIO
BOIIPOCAaM, OTHECEHHbIM K KoMmmeTeHIMH CiryObl, MPEUIOKEHUS O TOOIIPEHUH U
JTUCHUTUTMHAPHON OTBETCTBEHHOCTH PaOOTHUKOB CIiTyKObI;

3) BHOCUTH MPEIJIOKEHUS IO COBEPIICHCTBOBAHUIO PAOOTHI, CBS3aHHOU C
MPEAYyCMOTPEHHBIMHU HACTOSIIEH JOPKHOCTHON MHCTPYKIIMEH 00SI3aHHOCTSIMU;

4) coobmuiaTh HEMOCPEICTBEHHOMY PYKOBOAMTENI0 000 BCEX HENOCTAaTKax B
nesaresbHocTH OOI1eCTBEHHOTO (DOH/IA, BBISIBICHHBIX B MIPOLIECCE OCYIIECTBICHUS CBOUX
JIOJDKHOCTHBIX 00SI3aHHOCTEW M BHOCUTD MPEJJIOKEHUS 110 UX YCTPAHEHHUIO;

5) naBarh MOpPY4YEHHS B Mpejenax cBoe KoMmeTeHIuu paboTHukaM CiryxObl,
00s13aTeNbHBIC IS UCTIOTHCHMS,

6) 3ampamuBaTh W MOJy4YaTh OT CTPYKTYPHBIX MOJApa3/eNieHuHd U pabOTHUKOB
Oo6mectBeHHoro  ¢oHAa  HEOOXOAMMBIC  JIOKYMEHTHI  JJIS  OCYIICCTBICHUS
BBINICYKa3aHHBIX (PYHKITUN U 00A3aHHOCTEH;

7) TPOBOAUTH  KOHCYJbTAIlMM  CO  CTPYKTYPHBIMH  TIOJpa3/EICHUSMU
Oo6mecTBeHHOr0 (OHIA, a TakXKe TOCYJAapCTBEHHBIMUA OpraHaMd U JAPYTHMH
OpraHu3alusIMH 110 BOIIPOCaM B npezenax koMmrereHuuu CiayKObl;

8) mo TOPYYEHHIO pPYKOBOJCTBA U B COOTBETCTBUU C BHYTPEHHHUMH
HOPMATUBHBIMH JOKYMEHTAMHU MPEACTABIATh HHTepechl OOmiectBeHHOTO ¢GoHAa B
roCyJIapCTBEHHBIX OpraHax, CTOPOHHUX OpraHU3aIUsX;

9) mpuHMMaTh, ydYacTHe B TIporpaMMax, HampaBJICHHBIX Ha O0OyuYeHHe,
MepernoAroTOBKY U MOBBINICHUE KBanudukauu kaapos O61ecTBeHHOro GoHAa;

10) ocymiecTBiATh HWHBIC TIpaBa, MPEAYCMOTPEHHBIE 3aKOHOIATEIHLCTBOM
Pecny6muku Ka3zaxcras.



5. OTBEeTCTBEHHOCTH

10. PyxoBoautens Ciry:xObl HECET OTBETCTBEHHOCTD 34!

1) HeHajuexamiee  HWCIOJNHEHWE  WIM  HEUCIOJHEHHUE  JOJKHOCTHBIX
00s13aHHOCTEH, TPEAYCMOTPEHHBIX HACTOSIIEH JOKHOCTHOU HHCTPYKITUEH;

2) mnpaBOHApyILUEHUs, COBEPIICHHBIE B IMPOIECCE CBOEH JEITEIIBHOCTH B
IIpeesiax, YCTAHOBJIEHHBIX aJMHUHHUCTPAaTUBHBIM, YIOJOBHBIM H TI'PaXkKIaHCKUM
3akoHoaTenbcTBOM PecryOmuku Kaszaxcran;

3) npuunHeHHe MaTepuaiabHOro yiepda OOmecTBeHHOMY (OHAY B Mpeielnax,
YCTaHOBJIEHHBIX TPYJOBBIM 3aKOHOAATeIbCTBOM Pecniybnuku Kasaxcran;

4) coxpaHHOCTb JOKyMeHTauuu OOLIECTBEHHOIO (OHJAa B COOTBETCTBUHU C
JOJDKHOCTHOW ~ MHCTPYKLMEH, TPYIOBBIM JOTOBOPOM U WHBIMH BHYTPECHHUMH
HOPMaTUBHBIMU JOKyMeHTaMu O0111ecTBEHHOTO (POHAa;

5) pasriameHue CBEJCHUN, UMEIOIINX OTPaHUYEHHE JIOCTYNA U COCTABIISIOIINX
CIIyKEOHYI0 WJIM MHYIO OXPAaHSIEMYIO0 3aKOHOM TaiiHy, uH(popmaruu OOUIeCTBEHHOTO
dboHaa, OTHECEHHOU K MH(pOpMALK KOHPUAECHIIMATBHOTO XapaKTepa;

6) Hapymenue IIpaBun TpynoBoro pacnopsimka OOmiecTBeHHOro (GoHAa, UHBIX
BHYTPEHHUX HOPMATUBHBIX JOKyMEHTOB OOI11€CTBEHHOTO (POH/IA;

7) HapylleHWe  MpaBWJ  TEXHUKHM  OE€30MaCHOCTH,  IPOTHUBOIOXKAPHOU
0€30MacHOCTH U JIPYTMX IpPaBWJI, CO3JAIOLINX YIpo3y JeATeabHOCTH OOIecTBEHHOro
¢doHza u ero paboOTHUKAM;

8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBUH C JCHCTBYIOIUM 3aKOHOJATEIILCTBOM
PecnyOmuku KazaxcTtaH, TpyAOBBIM 1I0TOBOPOM U MHBIMU BHYTPEHHUMH JTIOKyMEHTAMHU
OO6mecTBeHHOTO POHIA.
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Jlo/zKHOCTHAS MHCTPYKUMSA
I'maBaoro menemxepa FOpuanueckoii ciry:x0bl

1. OO01I1e noJIoKeHus

1. Hacrosmias AOMKHOCTHAsE MHCTPYKUUS pa3zpaboTaHa B COOTBETCTBUU C
3akoHozarenbcTBOM PecnyOmuku Kaszaxcran, YcraBom O® «KazakcTaH XalKbIHa»
(mamee — OOmectBeHnbiit Gouxa), [lonoxennem o FOpuamdeckoit cimyxbe (mamee —
Cnyx06a) U ApyrMMH BHYTPEHHUMH HOPMATHBHBIMU JOKyMeHTaMu OOIeCTBEHHOTO
donma.

2. Hactosmass [NODKHOCTHAs  MHCTPYKIUS — ONpEAeNseT  JOJKHOCTHBIC
00513aHHOCTH, TIpaBa U OTBETCTBEHHOCTH TTIABHOTO MeHekepa CyKObl.

3. I'maBublii MeHemkep Ciyx’Obl Ha3HA4YaeTCAd HA JOJDKHOCTh M OCBOOOXKIaeTcs
oT JojukHocTu mpukazoMm Ilpencemarens IlpaBneHus B moOpsake, ONpeAEICHHOM
3akoHoAaTenbcTBOM Pecnybnuku Kasaxcran o TpyJe U BHYTPEHHUMU HOPMATHBHBIMU
nokymeHtamu OO1ecTBeHHOTO (hoHAa.

4. TI'naBHblil MeHekep Cay>KObl NOJUUHSAETCS HETIOCPEICTBEHHO PyKkoBoauTento
Cnyx0bl.

5. T'maBubrit MeHeKep CiryKObI B CBOEH pab0OTe pyKOBOJICTBYETCS:

1) 3akoHOIaTeNbHBIMM M WHBIMM HOPMATHBHBIMH IPABOBBIMM  aKTaMU
PecnyOnuku Kazaxcrah;

2) YcraBoM OOuiecTBeHHOTO HOHA;

3) IHonoxenuem o Ciayx0Oe 1 HaCTOALIEH JOHKHOCTHOM MHCTPYKIIUEH;

4) ApyrMMU BHYTPEHHMMH HOPMATHUBHBIMH JOKyMeHTamu OOIIecTBEeHHOTO
dbonna.

2. KBanudukanuoHHbie TpeOOBaAHMS

6. I'maBubiii MeHemxkep CiyObl JOMKEH COOTBETCTBOBATH CIEAYIOIIUM
KBIM(PUKALMOHHBIM TPEOOBAHUSIM:

1) BbIcHIeE FOpUAMYECKOE 00pA30BAHME;

2) crax paOoThl 10 COOTBETCTBYIOIIEH CIIEIUATBLHOCTH HE MeHee 3 (Tpex) JIeT.

7. T'maBHbIi MeHemkep Ciy>kObl 1OJDKEH 001a1aTh

1) 3HaHUSIMU Tpa)xAaHCKOW, aJIMUHUCTPATUBHOW, (DUHAHCOBOW, HAJOTOBOM H
WHBIX OTpaciied 3aKOHOJATEIbCTBA M MHBIX HOPMAaTUBHBIX IPAaBOBBIX aKTOB U
METOJMYECKMX MaTepuaoB, 3aKOHOJATENbCTBA O OJIATOTBOPUTEIBLHOCTH U O
HEKOMMEPYECKHUX OpraHU3aLusX;

2) 3HaHUSAMHU TOpsAAKA BEJIEHUS YydyeTa M COCTaBJIEHUS OTYETHOCTH O
X03MCTBEHHO-(prHAHCOBOM fesTenbHocTH OOImecTBeHHOro (oH/a;

3) HaBBIKaMH BEACHMSI MPETEH3MOHHO-UCKOBOU pabOTHI U 1OCYI€OHOTO MOPSIKA
ypEryJIUpOBaHUs JOTOBOPHBIX CIIOPOB;



4) HaBBIKAMM HOPMOTBOPYECKOW JI€ATEIBLHOCTH, B3aUMOJEHCTBUS/OTPAOOTKH
Pa3IMYHBIX MaTePUAJIOB IPABOBOTO XapaKTepa.

3. OYHKIUHU U JOJKHOCTHbIEC 00SI3AHHOCTH

8. B ¢yHKIMH M JOKHOCTHBIE O0S3aHHOCTH TiaBHOTOo MeHemkepa CiyKObl
BXOJIUT:

1) obecneuenue BHINOMHEHUS 3a/a4 U QYHKIUH, onpeneneHHbix [lonoxennem
o Ciyxo0e;

2) oOecnieueHue COOJIOAEHUS 3aKOHHOCTU B J€ATENBHOCTH (OOILECTBEHHOTO
(oH/1a M 3aIIUTHI €TO MTPABOBBIX UHTEPECOB;

3) pa3paboTKa YYpEOUTENbHbIX JOKYMEHTOB, B TOM 4YHCIE pPETUCTpalus,
BHECEHUE M3MEHEHMH U JIONOJHEHUM B ydpeAUTeNIbHbIE AOKYMEHThl OOIEeCTBEHHOTO
donna;

4) pa3paboTKa BHYTPEHHUX HOPMATUBHBIX JOKYMEHTOB OOUIECTBEHHOTO (POHIA
no kommereHnuu CnyxObl W ydacThue B pa3pabOTKe BHYTPEHHUX HOPMATHBHBIX
JIOKYMEHTOB CTPYKTYPHBIX HojipazaesieHuii O0ecTBeHHOro GoHa;

5) ocyuiecTBiI€HUE MPaBOBOM HKCIEPTU3bI MPOEKTOB IMPUKA30B, MHCTPYKLUH,
MOJIO’KEHUH, CTAaHAAPTOB, PETIIAMEHTOB M JAPYTUX JOKYMEHTOB MPAaBOBOIO XapakKTepa,
NOJroTaBIMBaeMbIxX B OO1IECTBEHHOM (DOH/IE, U UX BUSHPOBAHUE;

6) mpaBoBas  OKCIEpTU3a IMPOEKTOB HOPMATHUBHBIX IPABOBBIX  AKTOB,
noctrynatonux B O01mecTBeHHbIN GoHz;

7) TpaBOBOE CONMPOBOXKJIEHUE MPOLEAYPHI 3aKYIIOK B paMKaX aJMUHUCTPATUBHO-
X03sIMCTBEHHOH neaTenbHocTH O01ecTBEHHOTO (POoHAA;

8) BeneHue NOroBopHOU padoThl ObmecTBeHHOro PoHIa, onpeaencHue GopMbl
JIOTOBOPHBIX OTHOILIEHUHM, pa3padOTKa NMPOEKTOB JIOTOBOPOB, MPOBEpKa Ha MPEIAMET
COOTBETCTBHSI ~ 3aKOHOJATENbCTBY  MPOEKTOB  JOTOBOPOB,  MPEACTABIISEMBIX
OO1ecTBeHHOMY (POHIy KOHTpareHTaMu, NPUHATUE MEpP M0 Pa3pelIeHUI0 pa3HOTIacHil
0 TPOEKTaM JOTrOBOPOB, OOECHEYEHHE HOTAPUATIBLHOTO YAOCTOBEpPEHUS U (WJIN)
rOCyIapCTBEHHON PETUCTPAIIMU OTACIBHBIX BUIOB JOTOBOPOB;

9) mpencraBinenne wuHTEepecoB OOmiectBeHHOro (GoHAAa MOpU MNPOBEPKAX,
MPOBOJMMBIX TOCYJapCTBEHHBIMH, KOHTPOJBHO-HAI30pPHBIMH OpraHaMH C IIEJIBIO
IIPABOBOTO KOHTPOJISI 3a COOJIOJEHHEM MpOILeCCyalbHbIX IEHCTBUN MPOBEPSIOLINMHU,
O00OOCHOBAaHHOCTBbIO U MPaBWJIBHOCTHIO BBIBOJAOB IMPOBEPSIIOMINX, O(POPMICHUEM
pe3yJIbTaTOB MPOBEPOK U COCTABICHUEM MPOLIECCYAIbHBIX JOKYMEHTOB;

10) mpencrasnenne uHTepecoB OOmecTBeHHOro (oHAa B TOCYIaPCTBEHHBIX
OpraHax M OpraHu3alusX, B CyJlax, a TAKXKe B IPYrHMX OpraHU3alMsIX IpU PacCCMOTPEHUN
IPaBOBBIX BONPOCOB  JesATenbHOCTH  OOmecTBeHHOro (oHAa Ha OCHOBaHUU
COOTBETCTBYIOIIEH TOBEPEHHOCTH;

11) moaroroBka AOKYMEHTOB IJsi JOCYyAeOHOTO TMOpSKAa YperyJInpOBaHUS
JIOTOBOPHBIX CIIOPOB;

12) obecrieueHre COOMIOJAEHUST MPU  HMCHOJHEHUHM CBOMX  JIOJXKHOCTHBIX
00s13aHHOCTEW HOPM aHTHUKOPPYIIIMOHHOIO 3aKoHonaarenbcTBa PecnyOnuku Kazaxcran
¥ BHYTPEHHUX HOPMATHUBHBIX JOKYMEHTOB TO MPOTHUBOACUCTBUIO KOPPYIIIUH, B TOM
YHCJIe aHTUKOPPYILIMOHHOTO cTanaapTa O0iecTBeHHOTo (HOHAA;



13) BHECeHHE TMpPEUIOKEHUH 10 aKTyalu3aldd W  COBEPIICHCTBOBAHHIO
BHYTPEHHHUX JOKyMeHTOB O0111eCTBEHHOT0 (POHIa;

14) ucnionnenue o6s3aHHOCTEN cexkperaps [Ipasnenust OOecTBeHHOTO (DOHIA B
cily4yae OTCyTCTBUS pykoBoautess FOpuandeckoil ciryxObl;

15) moAroroBka MOSICHUTENBHBIX 3aMKMCOK, MPOCKTOB PEIICHUS U MAaTEPUAJIOB K
HUM Ha paccMoTpenue [Ipasnenus, [loneuntenbckoro coBeta mo BOpocam, BXOASITUM
B KomneTeHIH0 Ciry»ObI,

16) mpaBoBasi »SKcliepTH3a MaTEpUaloOB, BBIHOCUMBIX Ha PacCMOTPEHUE
[TpaBnenus, [lonmeuntensckoro coBera O6mecTBeHHOTO HOH/A;

17) opranmzanus npoBeacHus 3acenanuii [IpaBnenuss OOmiecTBeHHOTO (HOHAA,
BEJICHNE TTPOTOKOJIOB 3aCeIaHMi, 00ECTICUCHNE HAICKAIIETO XPAHCHHS i COXPAHHOCTH
MIPOTOKOJIOB M MaTepruayioB 3acenanuil [IpaBienus;

18) yuacrtue B pa3pabOTKe MOJUTUKHU B 00JIACTU MTPOTUBOICHCTBUS KOPPYIIINH B
oO1IeCTBEHHOM (DOH/I€ U AaHTUKOPPYIILIMOHHBIE OTOBOPKH;

19) mpuHsiTHE MEP 11O BHECEHUIO U3MEHEHUH, TOTOIHEHUN W/WIN UHUIIMUPOBAHUE
OTMEHBI IOKYMEHTOB, U3/IAHHBIX C HAPYIIEHUEM JEHCTBYIOIIETO 3aKOHOAATEIbCTBRA;

20) mOAroTOBKAa 3aKIIOYEHHM IO IMPABOBBIM BOIIPOCaM, BO3HUKAIOIIUM B
nesiteapHOoCcTH OOIIEeCTBEHHOTO (hOoH/IA;

21)yuactue B TPETEH3MOHHO-UCKOBOM pabOTE€ M KOHTPOJIb 3a BEIACHUEM
MPETEH3MOHHO-UCKOBOM padOThI, @ TAKKe MPOBEJICHUE aHANIU3a CyJeOHOM MPAKTUKH 110
criopam ¢ yyactueM OO1iecTBeHHOro (poHAa C 1EJbI0 BBISIBICHUS] OCHOBHBIX MPUYUH U
YCJIOBUM, MOBJEKIINX COOTBETCTBYIOIEE CyAcOHOE pa30upaTeabCTBO, M BHECECHUE
MPEIOKEHUMN M0 UX YCTPAHEHHUIO U PUBJICYCHUIO K OTBETCTBEHHOCTH BUHOBHBIX JIUIL;

22) npoBeeHUE aHaIN3a IO BBISIBICHUIO PUCKOB U OMPEACIICHUIO BEPOSTHOCTU
BO3HUKHOBEHHUS PHUCKOB HapyUIEHUS aHTUKOPPYHIIMOHHOIO 3aKOHOJATENIbCTBA B
nesiteapHoCcTH OO1IECTBEHHOTO (hOH/A;

23)moarotoBka  WHGOpPMAIMM O  BBIBICHHBIX  PHUCKaXx  HApYIICHUS
AHTUKOPPYHIIMOHHOTO 3aKOHOAATEIbCTBRA;

24) KOHTPOJIb 3a COOJIIOJICHUEM CTPYKTYPHBIMU TOAPA3ACICHUSIMH TpeOOBaHUN
3akoHojatenbcTBa PecnyOnmmku Kaszaxcran, VYcraBa OOmectBenHoro ¢oHAa u
BHYTPEHHUX HOPMATHUBHBIX JOKyMeHTOB O0111eCTBEHHOTO (POHIA;

25) MOATOTOBKa MPOEKTOB COOTBETCTBYIOLIUX JTOBEPEHHOCTEU, perucTpanus B
YKypHaJie ¥ BeJIeHNE KOHTPOJISI BBIJJAHHBIX T0BEpeHHOCTEH B OO01IecTBEHHOM (DOH/IE;

26) BHECEHHE MPETIOKEHUN MO0 BHEAPEHUIO U COBEPIICHCTBOBAHUIO MPOIECCOB
O6mectBeHHOTO (hOHA IO MUHUMU3AIMHU PUCKOB;

27)o0ecrieueHre B Mpeleliax CBOEM KOMIETEHUIUM 3alllUTy CBEJCHUM,
COCTaBJISIIONINX KOH(QUICHIINATBHYIO HWH(POPMALINIO, U UHBIE CBEJECHUS OTPAHUYCHHOTO
pacrpocTpaHeHus;

28)yyactde B MOATOTOBKE 3aKJIIOUECHHN MO MPEMJIOKEHUSIM O MPUBICYECHUU
pabotHukoB OOmiectBeHHOro (OHAA K JUCIMUIUIMHAPDHOM ¥ MaTepHAIbHOU
OTBETCTBEHHOCTH;

29) undopmupoBanue u pazbsicHeHue paboTHukam OOIIeCTBEHHOTO (HOHIA HOPM
NeNCTBYIOIIEro 3aKkoHoAarenbcTBa Pecybnnku Kazaxcran;

30) MOHUTOPHMHI M3MEHEHHMH 3aKOHOAATEIbCTBA, KACAIOIIMXCS JESITEIbHOCTH
O61ectBeHHoro Goua, u uHhpopMupoBanue pykoBoautesns CiryxObl;



31) ¢opmupoBaHuE  COOTBETCTBYIOIIMX  Manok-peructpoB  CiyxObl B
cootBeTcTBUM ¢ HoMeHKknatypoil nen O61ecTBeHHOro poHa, MOAr0TOBKA U MOIIIMBKA
nokyMeHToB CiryxO0bl 17151 iepefaun B apxuB O0111ecTBEHHOr0 (POoHa;

32)ucnonHenue nopydeHud pykoBoautenass CiayxkObl B COOTBETCTBUM C
[Tonoxxenuem o Ciyx0e;

33) cobmoieHne TpPyAOBOW JHMCLMIUIMHBI, MPaBWJI W HOPM OXpaHbl TPyna,
TpeOOBaHUI MPOTUBOMOKAPHON OE30MACHOCTH;

34) ocyIiecTBICHUE UHBIX (PYHKITUN, BRITEKAOIINX W3 HACTOSIICH JOIKHOCTHON
uHCTpyK1uy, [Tonoxenus o Cinyx6e 1 nHbIX J0KyMeHTOB OOm1ecTBeHHOTO (hOH/A.

4. IlpaBa

9. TI'nmaBHbIt MeHemkep Ciry>XObl UMEET MPaBo:

1) 3HAKOMUTKCS C peleHUusIMU pyKkoBocTBa OOIIeCTBEHHOTO (hOH/IA, TPOCKTAMH
nokyMeHToB O01iecTBeHHOro hoHAa, Kacaronuxcst komneTeHuu CiyKObl;

2) BHOCcHTH pykoBoauTento CiayXObl TPOEKTOB IOKyMEHTOB IO BOMpOCam,
OTHECEHHBIM K KoMIteTeHITH CIy>K0b1, MPEATIOKEHUS O MOOLIPEHNH U TUCITUTUTMHAPHON
OTBETCTBEHHOCTH paOOTHUKOB CiTy>KOBbI;

3) BHOCHUTH TPEUIOKEHHUS TI0 COBEPIICHCTBOBAHUIO pabOTHI, CBSI3aHHON C
IPeyCMOTPEHHBIMHU HACTOSIIEN JOKHOCTHOM MHCTPYKIUEH 00513aHHOCTIMU;

4) coolmaTe HENOCPEICTBEHHOMY PYKOBOIMTENO 000 BCEX HEIOCTAaTKax B
nesitesibHocTH O0111eCTBEHHOTO (POHAA, BBISIBICHHBIX B IIPOIIECCE OCYIIECTBICHUS CBOUX
JOJKHOCTHBIX 00513aHHOCTEW U BHOCHUTD MPEJIOKEHUS 0 UX YCTPAHEHUIO;

5) 3ampammuBaTh U MOMydYaTh OT CTPYKTYPHBIX MOJIpa3feieHUil U paOOTHUKOB
®oHga HEOOXOUMBIE JTOKYMEHTHI JUJIsl OCYIIECTBICHUS BbILIEYKa3aHHBIX (PYHKIHMHA U
00513aHHOCTEH;

6) MPOBOAUTH  KOHCYJBTAIMM  CO  CTPYKTYPHBIMH  TOJpa3feiiCHUSIMHU
OOmecTBeHHOro (QoHIa, a TakkKe TOCYyJAapCTBEHHbIMU OpraHaMyd U JAPYTHMH
OpraHU3aIMsIME 110 BOTIpOcaM B mipenesax kommneTeHmnu CiryxOsbl;

7) MO TIOPYYEHHI0O PYKOBOJACTBA M B COOTBETCTBHM C BHYTPEHHUMU
HOPMATHUBHBIMHU JIOKyMEHTaMU TPEACTaBIATh, WHTepechl OO0mecTBeHHOTO (OHAa B
TOCy/IapCTBEHHBIX OpraHax, CTOPOHHUX OpPTraHU3allnsiX;

8) mpuHMMATh Yy4YacTHE B TIporpamMmax, HalpaBJICHHBIX Ha OOydYeHHeE,
MEPETNoIrOTOBKY U MOBBIICHUE KBaTuuKaiuu kaapos OOmecTBeHHOro (hoHa;

9) ocymecTBisATh HHBIE TpaBa, MNPEAYCMOTPEHHbIE 3aKOHOJATEIbCTBOM
Pecniy6muku KazaxcraH.

S. OTBEeTCTBEeHHOCTH

10. T';aBHBIN MEHEIKEP HECET OTBETCTBEHHOCTH 34!

1) HeHajexamiee  HWCIOJNHEHWE  WIM  HEUCHOJHEHHE  JIOJDKHOCTHBIX
00s13aHHOCTEM, TPEAYCMOTPEHHBIX HACTOSIIIEH JOKHOCTHOU WHCTPYKITUEH;

2) mpaBOHApyILUEHUs, COBEPIICHHBIE B IMPOLIECCE CBOEH JEATEIBHOCTH B
npefenax, YCTAHOBJICHHBIX aJMUHUCTPAaTHBHBIM, YTOJOBHBIM H TPAXKIAHCKUM
3akoHojatenabcTBOM PecryOmmnku Kaszaxcran;



3) npuuuMHeHHe MaTepuaiabHoro yiiepba OoOmecTBeHHOMY (DOHIYy B Ipesenax,
YCTaHOBJICHHBIX TPY/IOBBIM 3aKOHOAaTeIbCTBOM Pecryonuku Kazaxcran;

4) coxpaHHOCTh JoKyMeHTaruu OOIIECTBEHHOTO (OHJAa B COOTBETCTBUHU C
JOJHKHOCTHOW ~ HMHCTPYKIIMEH, TPYAOBBIM JOTOBOPOM M HWHBIMH BHYTPECHHUMH
HOPMaTUBHBIMH JJOKyMeHTaMu O01ecTBeHHOTO POoH/a;

5) pasriameHue CBEICHUN, UMEIOIINX OTPaHUYEHHE JTOCTYNA U COCTABIISIOIINX
CIIy’)kKEOHYIO WJIM MHYIO OXpaHAEMYIO 3aKOHOM TaiiHy, uH(popmaruu OOIecTBEHHOTO
donna, oTHeCEHHOU K MH(OpMaLUK KOHPUACHIINATILHOTO XapaKTepa;

6) napymenue [IpaBun TpymoBoro pacmopsaka OOmecTBeHHOTO (OHIA, WHBIX
BHYTPEHHUX HOPMAaTUBHBIX JOKyMeHTOB OOIIeCTBeHHOTO (HOH/A;

7) HapylieHHE  TpaBWJI  TEXHUKH  O€30MacCHOCTH,  MPOTUBOMOXKAPHOMN
0€30MMacHOCTH U JIPYTHX MPaBWJI, CO3JAIONINX YIpo3y JeATeabHOCTH OOIecTBEHHOTO
dboHga U ero paboTHUKAM;

8) HHYIO0 OTBETCTBEHHOCTh B COOTBETCTBHH C JCHCTBYIOIINM 3aKOHOIATEIIECTBOM
Pecny6muku KazaxcraH, TpyJJOBBIM JOTOBOPOM M MHBIMH BHYTPEHHUMHU JOKYMEHTAMHU
Oo6mecTBeHHOTO POHIA.
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J0JIKHOCTHASL HHCTPYKUMS
Menemxepa FOpuandeckoii ciayk0bl

1. OO01Me noJIoKeHus

1. Hacrosimas noDKHOCTHAasi MHCTPYKIUSA pa3padoTaHa B COOTBETCTBUHM C
3akoHoAaTenbcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «KazakcTan XalKbIHA»
(manee — OOmectBeHHbI GoHn), [lomoxenunem o FOpuanueckoil cmyxbe (mamnee —
Cnyx06a) U ApyrMMH BHYTPEHHUMH HOPMATHBHBIMU JOKyMeHTaMu OOIeCTBEHHOTO
dboHna.

2. Hactosmass [MODKHOCTHAs  MHCTPYKIUS — OMpenemsieT  JOJKHOCTHBIC
00513aHHOCTH, TIpaBa U OTBETCTBEHHOCTH MeHemKepa CiryKOBbI.

3. Menemxkep CnyxObl Ha3zHayaeTcs Ha JOJDKHOCTb M OCBOOOXKIAETCS OT
nojokHoct  mpukazoMm Ilpencemarens [lpaBiaenuss B HOpsAlKe, ONPEIEICHHOM
3akoHoAaTenbcTBOM Pecnybnuku Kasaxcran o TpyJe U BHYTPEHHUMU HOPMAaTHBHBIMU
nokymeHtamu OO1ecTBeHHOTo (hoHAa.

4. Menemxep CiyxObl NOIUYUHIETCS HEMOCPEACTBEHHO PyKoBOIUTENO
Cmyx0bl.

5. Menemxkep CiyxObl B cBOEH pab0OTe pyKOBOACTBYETCS:

1) 3akoHONATENbHHIMU ¥ WHBIMH HOPMATHBHBIMH TPABOBBIMH  aKTaMU
PecnyOnuku Kazaxcrah;

2) YcraBoM O6uiecTBeHHOTO HOHAA;

3) IHonoxenuem o Cinyx0e 1 HaCTOALIEH JOTHKHOCTHON MHCTPYKIIUEH;

4) ApyrMMU BHYTPEHHMMH HOPMATHUBHBIMH JOKyMeHTamu OOIIecTBEeHHOTO
dbonna.

2. Kpanu¢ukanuoHHbie TpeOOBAHMS

6. Menemxep Ciryx0bI JTOJKEH COOTBETCTBOBATH CJIETYIOIIUM
KBTM(PUKAIIMOHHBIM TPEOOBAHUSIM:

1) BeIcHICE FOpHAMYECKOE 00pa30BaHME;

2) crax paboThI 10 COOTBETCTBYIOIIEH CIIEIIUATLHOCTH HE MEHee 2 (IBYX) JIET.

7. Menemxep CiyKObl 107KEH 00J1a/1aTh:

1)3HaHUSAMH 3aKOHOMATEIBHBIX M WHBIX HOPMATHUBHBIX IPABOBBIX aKTOB II0
BOIIPOCAM MAaTE€pUaILHOTO M MPOIECCYAIBHOTO MpaBa, METOAWYECKUX U HOPMATHBHBIX
MaTepHaIoB 10 TIPABOBOU JEATEIHLHOCTH;

2)3HaHUSAMH CTPYKTYpbl M (QYHKIHUHA TOCYJapCTBECHHBIX OpPraHOB, OPTaHOB
MECTHOTO CaMOYIIPaBJICHUS, CyIeOHBIX OPTaHOB;

3) HaBbIKAMM HOPMOTBOPUYECKOM JICSATEIBLHOCTH, B3aUMOJEHCTBUS/OTPAOOTKHU
pPa3TUYHBIX MaTepUAJIOB MPABOBOTO XapaKTepa.



3. OYyHKUUM U JOJKHOCTHBIE 00A3aHHOCTH

8. B ¢yHKUMH M JOIKHOCTHBIE OOS3aHHOCTH TJIaBHOrO MeHemkepa CiyxObl
BXOJIUT:

1) ocyliecTBiieHHE MPOBEPKU COOTBETCTBUSI 3aKOHOJATEIBCTBY MPEACTABISIEMbIX
Ha MOAMNHCH MPOEKTOB MPHUKA30B, MHCTPYKUUW, IMOJOXKEHUH KU HMHBIX JOKYMEHTOB
MPAaBOBOI0 XapakTepa, MPOBEPKY COOIIOJICHUST JTaloOB COTJIACOBAaHUSI IPOEKTOB
JIOKyMEHTOB C OTBETCTBEHHBIMH PAaOOTHUKAMH, BH3UPOBAHUE MPOCKTOB JTOKYMEHTOB,
BBIJIa4y OTBETCTBEHHBIM pAOOTHUKAM TIPEANPUATHS TPEANUCAHUA O BHECCHUH
W3MEHEHHUH WM OTMEHE aKTOB, O0YCIIOBJIEHHBIX U3MEHEHUEM 3aKOHOIATEIHCTRA,;

2) pa3bsICHEHHE HOPM JICHCTBYIOIIETO 3aKOHOJATENbCTBA M TMOPSAKA €ro
NPUMEHEHHUs B paMKax gesTenbHocTr OOIecTBeHHOTO (GOHIa;

3) moaroToBka WHGOPMAIMK IO OTACIBHBIM 3allpocaM TOCYJapCTBEHHBIX
OpraHoOB U JIPYTUX OpPTaHM3alUi, a TaKKe PU3MUECKHUX JIUII IO BOIIPOCAM, BXOJAIIUX B
€ro KOMIIETEHIIHIO;

4) mpeAcCTaBlI€HHE B YCTAHOBJIEHHOM IMOpsijake HHTepecoB OOI1ecTBEeHHOrO
doHma B cydax, a TakkKe B JPYTrUX OpraHU3alUsX IPU PACCMOTPEHHUH IPABOBBIX
BOIPOCOB JesiTeabHocTH OOIecTBeHHOTo (hOoH/Ia;

5) yuer BbIIAaHHBIX JOBEpeHHOCTEH B OOIIeCTBEHHOM (DOHIE;

6) KOHCYJBTHPOBAaHWE, IOATOTOBKA 3aKIIOYEHUH, CIPAaBOK II0 IPABOBHIM
BOIIPOCaM, BO3HHUKAIOIMMUM B AesaTenbHOCcTH OOmecTBeHHOro (POHIA MO MOPYYCHHIO
pykoBoautens CiaykObl TU0O JUIa, UCTIOTHSAIONIETO €r0 00sS3aHHOCTH, Y IPABJISIONIETO
nupektopa u [Ipencenarens [IpaBnenus;

7) BeaeHue NOroBopHoM paboThl OOmIecTBeHHOTO (hoHIa, omnpenencHue Gopm
JIOTOBOPHBIX OTHOIIICHHUH, pa3paboTKa MPOEKTOB JOTOBOPOB, MPOBEPKA COOTBETCTBUS
3aKOHOJIATEIBCTBY IMPOEKTOB JOTOBOPOB, MpejacTaBisieMbix OOmiecTBeHHOMY (GOHIY
KOHTpareHTaMu, MIPUHSATHE MEp M0 Pa3pelIeHUI0 Pa3HOTIACUH 0 MPOEKTaM JOTOBOPOB;

8) ananmu3 goroBopHOM paboThl O6mIEecTBEeHHOTO (OHAA, MPOBEPKA COCTOSHUS
JIOTOBOPHOM pabOThI B CTPYKTYPHBIX MopazaeneHusx OOmecTBeHHoro (hoHa;

O)mpaBoBasi  dKCmepTH3a  MPOEKTOB  HOPMATHMBHBIX  TPABOBBIX  AKTOB,
noctynaromux B O01mecTBeHHbIN (DOH/T;

10) mpaBoBOoE€  CONPOBOXKIAEHHWE  MPOLEAYpPhl  3aKylNOK B paMKax
aIMUHUCTPATUBHO-XO35IUCTBEHHOM AesiTeTbHOCTH OO1ecTBeHHOTrO (POH A,

11) BHeceHue TPEUIOKEHUN MO aKTyalu3allMd ¢ COBEPIICHCTBOBAHUIO
BHYTpPEHHHX JOKyMeHTOB OOmecTBeHHOTO (hoHa;

12) wucnonnenue obsizanHocTel cekpetapst [IpaBnenuss ObmecTBeHHOro (HoHIa
B cllydae OTCYTCTBUS pykoBoauTens KOpuanueckoi ciyxObl;

13) moAroTOBKA MOSICHUTEIBHBIX 3aIMUCOK, MPOSKTOB PEIICHUS U MaTEPUAIOB K
HUM Ha paccMmoTpenue [Ipasnenus, [loneuynTeapCKOro coBera 1mo BOmpocam, BXOISITIM
B KomneTeHIuio Ciry»KObI;

14) mpaBoBas »SKCHepTU3a MaTepUaloB, BBIHOCHMBIX Ha PacCMOTPEHUE
[IpaBnenns, [Toneunrensckoro copera OOIECTBEHHOTO (DOHA;

15) yuactue B pa3pabOTKe MOJUTUKHU B 00JIACTH TPOTUBOICHCTBUS KOPPYIIINH B
oO11ecTBEeHHOM (hOH/IE U AHTUKOPPYIIIMOHHBIE OTOBOPKH;

16) mpuHsITHE MEp 10 BHECCHHMIO HW3MCHCHMM, JIONOJHCHUH  W/HWIU
WHUIIMAPOBAHUE OTMEHBI JOKYMEHTOB, M3JaHHBIX C HApYIICHUEM JCHCTBYIOIICTO
3aKOHOJATEIbCTBA;



17) moAroToBKa 3aKJIOYEHUW 10 MPaBOBBIM BOIPOCAM, BO3HUKAIOIIUM B
nesaresbHocTH O01ecTBEeHHOro (oHAA;

18) moAroTOBKa JOKYMEHTOB JUIsl JOCYA€OHOro TMOpsiAKa YperyJIupoBaHUsA
JIOTOBOPHBIX CIIOPOB;

19) BeJICHHE MPETEH3UOHHON paboThl OOIIecTBEHHOro QoHIa, 0OecrieueHre
ydeTa MpeTeH3uH, MOCTYMAIIINX OT KOHTPAreHTOB, UX PaCCMOTPEHHUE, OCYIIECTBIICHUE
NOATOTOBKM  MPETEH3UM K KOHTpAareHTaM, WX OTHpaBKy M  KOHTPOJb 3a
YAOBIIETBOPEHUEM HAIPABJICHHBIX KOHTPAreHTaM MPETCH3N;

20) BemeHrWe WCKOBOW PAaOOTHI, MPUHATHE MEP IO COOMIOACHUIO JOCYACOHOTO
MOPSIZIKA YPETYIUPOBAHHSI IOTOBOPHBIX CIIOPOB;

21) MOHUTOPUHT W3MEHEHUN 3aKOHOJATEIbCTBA, KACAIONIUXCS JEATEILHOCTH
Oo6mectBeHHOTO QoHA, U MHGOPMHUpPOBaHUE pyKoBoaAUTENs CiryKOBI;

22)ucnionHeHue nopydyeHuid pykoBoauTenss CiyxObl B COOTBETCTBUH C
[Tonoxenuem o Ciyxoe;

23) moAroTOBKAa W HAaIpaBJEHUE Kalo0 Ha JACHCTBUS JOJDKHOCTHBIX JIMII
roCyJapCTBEHHBIX HA/I30PHBIX OPraHOB, HA HEMPABOMEPHO HAJIOKEHHBIEC B3bICKAHUS;

24) ocyulIecTBICHUE MUCHMEHHOTO M YCTHOTO KOHCYJBTUPOBAHUS PaOOTHUKOB
Oo6mecTBeHHOTO (DOHJA MO PA3TUYHBIM IMPABOBBIM BOMPOCAM, OKa3aHHE MPaBOBOM
MOMOIIY B COCTaBJICHUH IOPUANYECKUX JOKYMEHTOB;

25)moAroToBka u cOOp MaTepHasioB JJIsl TMPOBEJACHUS aHAIM3a IO BBISBICHUIO
PUCKOB W  OIpPEACICHUIO BEPOATHOCTH BO3HUKHOBEHHS PHUCKOB  HApPYIICHUS
AHTUKOPPYIITMOHHOTO 3aKOHOIATEILCTBA B JesATeapHOoCTH OOmecTBeHHOTO (DoHa;

26) KOHTPOJIb 32 COOJIOJICHUEM CTPYKTYPHBIMH TMOAPA3JACICHUIMH TpPeOOBaHUMN
3akoHojatenbcTBa PecnmyOmuku Kazaxcran, VYcraBa OOmectBeHHoro ¢oHga u
BHYTPCHHUX HOPMATHBHBIX JOKyMeHTOB O0IIecTBeHHOTO (POHIA;

27) BHECEHHE TMPEJIOKEHUN 0 BHEAPEHUIO U COBEPIICHCTBOBAHUIO MPOIECCOB
OO61ecTBeHHOTO (POH]1a 10 MUHUMU3AIINH PUCKOB;

28) bopmupoBaHrEe  COOTBETCTBYIOIIMX  MamnoK-peructpoB  CiyxObl B
cootBercTBUM ¢ Homenknarypoit nen OOmiectBeHHoro ¢oHma, TMOATOTOBKA U
MOIIMBKA JOKYMEeHTOB CitykObl 1)1 riepefadn B apxuB OO01ecTBeHHOTo PoH/Ia;

29) cobmoenre TpyAOBOW M MPOU3BOJICTBEHHON MUCHUUILTMHBI, TMPABIWII U HOPM
OXpaHbl TpyJla, TpPeOOBaHUN MTPOTUBOIIOKAPHOU OE30MTACHOCTH;

30) moBeImieHHe  MPOGECCHOHAIBHOTO  YPOBHS MYyTEM  CamMo0Opa3oBaHUs,
W3YYCHUS TIEPEIOBOTO OTCUECTBEHHOTO U 3apyOSKHOTO OMBITA | T.1I.;

31) ocymiecTBieHre  MHBIX  (DYHKIMI, BBITEKAIOIIMX U3  HACTOALIEH
JTOJDKHOCTHOW — MHCTpykuuu, [lomoxkenus o Cnyxx0e U HHBIX JOKYMEHTOB
O6miecTBeHHOTO (hOHA.

4. IlpaBa

9. Menemxkep CiryxObl UMEET MPABO:

1) 3HaKOMUTBCS ¢ pemeHusMH pykoBojcTBa OoOmecTBeHHOro  ¢GoH/a,
npoekTamu JoKkyMeHTOB OOI1ecTBeHHOTO (hOHa, Kacatomuxcst komrmereHuu CiryxKObl;

2) BHOCUTH pykoBomutento CiykObl TPOEKTOB JOKYMEHTOB TIO BOIIPOCAM,
OTHECEHHBIM K KoMmmeTeHInH CIyKObI;

3) BHOCUTH TPEIJIOKEHUS MO COBEPIICHCTBOBAHUIO PAOOTHI, CBS3aHHOU C
MPEAYyCMOTPEHHBIMHU HACTOSIIEN JOKHOCTHON MHCTPYKIIMEH 00SI3aHHOCTSIMU;



4) cooOmare HEMOCPeACTBEHHOMY PYKOBOAMTENIO 000 BCEX HENOCTAaTKax B
nesitenbHOCTH OO1IecTBeHHOro (OHJA, BBISIBICHHBIX B IPOLECCE OCYIECTBICHUS
CBOUX JTOJDKHOCTHBIX 00513aHHOCTEH U BHOCUTH MPEAJIOKEHUS MO UX YCTPAHEHUIO;

5) 3ampamuBaTh M MOJYy4aTh OT CTPYKTYpPHBIX MOApa3JeieHUil U paOOTHUKOB
OOwectBeHHOro  (poHAa  HEOOXOAMMBIE  JOKYMEHTBl  JJII  OCYILIECTBIICHUS
BBIIICYKA3aHHBIX (DYHKIIMNA U 00s13aHHOCTEH;

6) MpPOBOAUTH  KOHCYJIbTAlMKU  CO  CTPYKTYpPHBIMH  TOApa3eieHUSIMU
OOmectBeHHoro (oHAa, a TakkKe TOCYIapCTBEHHBIMH OpraHamMud H JpYyTHMHU
OpraHu3alMsIMHU 10 BOIIpOcaM B mipenenax komneteHuuu CiryxOsl;

7) MO TOPYYEHUIO PYKOBOACTBA M B COOTBETCTBMM C BHYTPEHHUMHU
HOPMATHUBHBIMU JIOKyMEHTaMU TMPEACTaBIATh, HHTepechl OO0mecTBeHHOro (oHAa B
rOCy/AapCTBEHHBIX OpraHax, CTOPOHHUX OpPraHU3allusiX;

8) mpuHMMaTh ydacThe B TMporpamMmax, HamnpaBlIeHHBIX Ha oOydYeHue,
IEPETIOATOTOBKY U MOBBIIIEHNE KBaM(puKauy kaapoB OOI1eCTBEHHOTO (OH/a;

9) ocyulecTBIATH UWHBIE IpaBa, MPEAYCMOTPEHHBIE 3aKOHOAATEIbCTBOM
Pecny6sinku Kazaxcran.

5. OTBETCTBEHHOCTH

10. Menemxkep HECET OTBETCTBEHHOCTD 3a:

1) HeHagiexamiee  WCIOMHCHWE  WJIM  HEHUCIOJHEHHWE  JTOJDKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIEH HOTKHOCTHON MHCTPYKIIHUEH;

2) mpaBOHAPYIIEHUS, COBEPIICHHBIE B TMPOIECCE CBOCH JESITCIBHOCTH B
npenenax, YCTaHOBJICHHBIX aIMHUHUCTPATUBHBIM, YTOJOBHBIM W TPakKIaHCKUM
3akoHoaaTenscTBOM PecryOmmku Kazaxcran;

3) npuuMHEeHHE MarepuaiabHOro ymepba OOmecTBeHHOMY (OHIY B Ipenenax,
YCTaHOBJICHHBIX TPYJAOBBIM 3aKOHOIaTeIbCTBOM Pecryonuku Kazaxcran;

4) coxpaHHOCTh AoKyMeHTanmuu QOOIecTBeHHOro (oHAa B COOTBETCTBUH C
JIOJDKHOCTHOW ~ MHCTPYKIIMEH, TPYIOBBIM JIOTOBOPOM W HMHBIMH BHYTPCHHUMU
HOPMATUBHBIMH JIOKyMeHTaMu OO01ecTBEHHOTO (HOH/A;

5) pasriamieHue CBEIECHUN, UMEIONIUX OTPAaHUYECHHE JTOCTYIA U COCTABIISIOIMINX
CIIyKEOHYI0 WJIM MHYIO OXPaHIEMYI0 3aKOHOM TaiiHy, uHbopmaru OOIIECTBEHHOTO
dbonma, OTHECEHHOM K MHGOpMAINK KOHPUACHIIMAIBHOTO XapaKTepa;

6) Hapymenue IIpaBun TpynoBoro pacnopsimka OOmiecTBeHHOro (GpoHAa, UHBIX
BHYTPCHHUX HOPMATHBHBIX JOKyMeHTOB OOIIecTBeHHOTO (POHIA;

7) HapylmieHWe  TpaBWJI  TEXHUKH  OE30MAaCHOCTH,  IPOTHUBOIIOXKAPHOU
0€30MacHOCTH M JAPYTUX MPaBUI, CO3AAOIINX yTpo3y naesrerabHocTH OOIeCTBEHHOMY
dboHIy U ero pabOTHHUKAM;

8) WHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C JEHCTBYIOIIUM
3aKOHOJATeIhCTBOM PecmyOnmku KaszaxcraHn, TpynoOBBIM JTOTOBOPOM U WHBIMHU
BHYTpPeHHUMU JokyMeHTamu OO11ecTBeHHOTO (DoHa.
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Jo5KHOCTHASL HHCTPYKUUA
PyxkoBoautens LlenTpa anHam3a u NPpOrH03MpoOBaHUA

1. O01mme mMoJI0KeHUus

1. Hacrosimas nomxHocTHass MHCTpykKuus PykoBoautens LlenTpa anHamusa u
nporHo3upoBanus (nainee - JloJpKHOCTHAs MHCTPYKIMS) pazpaboTaHa B COOTBETCTBUM C
3akoHo aTeabcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «Ka3zakcTaH XaJIKbIHa»
(manee — OOmecTBeHHbIdt Goun), [lonoxenuem o LleHTpe aHanuza U NPOrHO3UPOBAHUS
(mamee — lleHTp) W JApyrMMH BHYTPEHHUMHM HOPMATUBHBIMU JOKyMEHTaMHU
OO6mecTBeHHOTO (POHIA.

2. JlomKHOCTHasi MHCTPYKIUS ONpeesieT T0HKHOCTHRIE 00SI3aHHOCTH, MpaBa 1
OTBETCTBEHHOCTh pykoBoauTes [{eHtpa.

3. PyxoBoautens llenTpa Ha3zHauaeTcss Ha JOJKHOCTh M OCBOOOXKIAETCSA OT
noJbkHOCTH Tipuka3zoM Ilpencenatens IlpaBinenus OOmecTBeHHOro (hOHIA B MOPSJIKE,
OMpeNIeICHHOM 3aKkoHoAaTenbcTBOM PecnyOnuku Kazaxcran o Tpyse U BHYTPEHHUMU
HOPMaTUBHBIMU JOKyMeHTaMu OO111ecTBEeHHOro (hoHAA.

4. PyxoBomutrens lLleHTpa mOAYMHSAETCS HEMOCPEICTBEHHO Y NPABIAIOIIEMY
JTUPEKTOPY MO (PUHAHCOBBIM U MPaBOBLIM BompocaM O01ecTBeHHOTo GoHIA.

5. PykoBoautens LlenTpa B cBOEH paboTe PyKOBOJACTBYETCS:

1) 3akoHONATETBHBIMH ¥ HWHBIMHU HOPMATUBHBIMU TIPABOBBIMH  aKTaMU
Pecnybnmuku Kazaxcran;

2) YcraBoM O6miecTBeHHOTO HOH/A;

3) Ilonoxenuem o LleHTpe 1 HACTOSIIEH TOJPKHOCTHOM UHCTPYKIIUECH;

4) npyrumMu BHYTPEHHUMU HOPMAaTUBHBIMH JOKyMeHTamMu OOIeCTBEHHOIO
dbonna.

2. KBanuuxkaunuoHHbIe TPeOOBAHUS

6. PykoBomutenp  lleHTpa ~ JOOJDKEH ~ COOTBETCTBOBATH  CIIEIYIOLIUM
KBATM(PUKAIIMOHHBIM TPEOOBAHUSIM:

1) Bbicmiee oOpa3zoBaHHe B 00JacTM SKOHOMUKA M (W) (UHAHCOB, JMOO
MEHEKMEHTA;

2) crax paboThl B 00JaCTH SKOHOMUKHU U (W) (prHAHCOB — HE MeHee 7 (ceMu)
JIET, B TOM YHUCJI€ Ha PYKOBOJIAIIEH JOIKHOCTH — HE MeHee S5 (IISITH) JIeT.

7. PykoBoautens LlenTpa gomkeH 001a1ath:

1) 3HaHUSIMM ¥ HaBbIKAMU CTPATETUYECKOTIO TUIAHUPOBAHUS, pa3pabOTKU
CTpaTEeTuu Pa3BUTHA KOMIIAHUH, CPEIHECPOUHBIX TUIAHOB Pa3BUTHS;

2) 3HAHUSIMU U HaBbIKaMH (PUHAHCOBO-DKOHOMHUYECKOTO MOJAEIUPOBAHUSA U
nporuo3upoBanus, SWOT-ananuza;



3) HaBBIKAMM aHaIM3a W CHUCTEMAaTH3alUKM HMHPopManuu, pa3pabOTKu
METOJIOJIOTUYECKUX M HOPMATUBHBIX JIOKYMEHTOB B 00JacTH CTpPaTEru4yecKkoro
IUTAHUPOBAHMS;

4) 3HaHUAMHU 3aKOHOJATENIbCTBA O OJIATOTBOPUTEIBHOCTH, HEKOMMEPUECKHUX
OpraHu3alMsIX;

5) 3HaHMUSIMHU BHYTPEHHHUX HOPMATUBHBIX TOKYMEHTOB OOnIECTBEHHOTO (hOHAA.

3. (I)yHKIII/II/I " J0JKHOCTHbBIC 00SsI3aHHOCTH

8. B dbyHKuMM U 1OJKHOCTHBIE 00s13aHHOCTH pyKoBouTess LleHTpa BXoauT:

1) pykoBozCTBO AesiTeNbHOCTHIO LleHTpa;

2) opraHuzaiusi padoThl MO MPOTHO3UPOBAHUIO JAesATeNbHOCTH OOIECTBEHHOTO
dboHma HAa TOJITOCPOYHBIN, CPETHECPOUHBIN U KPATKOCPOUYHBIN MTEPUOIbI;

3) oOecneuenue pa3pabOTKH, MOHUTOPUHTA M aKTyaJH3alMl CTpaTEruu
pa3Butus OO1ecTBEHHOTO (QOHAA;

4) opraHu3alus KOMIUIEKCHOTO aHainu3a pa3Buths O01ecTBEHHOro POHa;

5) B pamkax kommereHuuu LleHTpa oOecrnieueHHre MOArOTOBKH AHAIMTUYECKOU
uH(pOpMaIUK 10 BOIIpocaM OJ1aroTBOPUTEIBHON MTOMOILIH;

6) opraHuzanys aHajvM3a MOCTYNMBIIMX 3aBOK M MOJTOTOBKH 3aKIIIOUECHHS, K
KOTOpPOMY MPHUJIATalOTCSl PEJICBAHTHBIE CTAaTUCTUYECKUE JAHHBIC, IPEAIOIaracMbli
OIO/IKET, MEepUOJl U CPOKH peanu3aliy, aHajdu3 OJIarOHaJEKHOCTH MOTEHIHAJIbHBIX
NapTHEPOB U YYAaCTHUKOB, YCTOMYMBOCTHU IMpeAjaraéMoil IMporpamMMmbl/IIpOEKTa B
COOTBETCTBUM C BHYTPEHHUMH HOPMAaTHBHBIMU JOKyMeHTaMu OO1iecTBeHHOro ¢oHja
JUISL TIOCJIEYIOIEr0 PACCMOTPEHUs 3asBKU Ha 3acenaHuu lIpaBnenus OO1eCTBEHHOTO
donna;

7) ocymectBiaenne ¢(ynkuun Ilpencenarens Komutera mno paccMoTpeHHUIO
MOCTYNUBIIUX  3agBOK B OOmiecTBeHHbIM  (HOHI HA  pa3pabOTKy  HOBOM
POrPaMMbI/TIPOEKTA;

8) ocyIlIecTBIEHHE KOHTPOJIS 32 MOJHBIM HEMPEPHIBHBIM (PYHKIMOHUPOBAHUEM
OHJIAlH CUCTEMbI KOHTPOJISI 0 PACCMOTPEHUIO MOCTYNUBIIMX B OOUIECTBEHHBIN (OH]T
3asiBOK M OOECHEeYeHWI0 KOHTpOJIsI 3a  peanu3auueid  OJaroTBOPUTENbHBIX
pOrpamMm/IIPOEKTOB;

9) undpopmupoBaHue K 1 4YucIoy Mecsla CICAYIOMEMY 3a OTYCTHBIM,
MOCPEACTBOM CIIY>)KEOHOM 3amuCKu YTIPaBISAIOLIEro AUPEKTOpa MO (UHAHCOBBIM HU
IPABOBBIM BONpPOCAM O HAJIMYMU/OTCYTCTBUM HApYLIEHHS CpPOKOB pead3aluu
IPOTrPAMMBI/TIPOEKTA;

10) obecrieuenue BbIHECEHUS] Ha oOcyxkaenue [IpaBiaeHus MOTEHIIMATBHBIX
IporpaMM M IPOEKTOB C COOTBETCTBYIOIIMMM 3aKIIOYEHHSMH U aHAJIU3aMHU B
YCTaHOBJICHHBIE CPOKH;

11) obGecrnieueHre MOATOTOBKH T'OJIOBOTO OTUETA O JAeATEIbHOCTH OOIIECTBEHHOTO
dboHna;

12) oOecrieueHne MOHUTOPUHIA M  aHajdM3a JEATEeIbHOCTH KCIEPTHBIX
KOoMHUTETOB TIpu OO11ECTBEHHOM (DOH/E;

13) pazpaboTka TPUHIMIIOB M MEXaHU3MOB OKa3aHHWs OJ1aroTBOPUTEIbHOU
MOMOIILIY;



14) oOecneueHue OCylIECTBICHUS MOHUTOPUHIA KAYECTBA MPOrPaAMMbI/TIPOEKTA
Y BHECEHUE 3aKIIFOUCHUS 110 MOHUTOPUHTY KauecTBa Ha 3acenanue [IpaBnenus Bmecre ¢
MIPOEKTOM PEKOMEHAAIU;

15) KOHTpPOJb 32 BBIHECEHHEM HE pexXe JBYX pa3 B Mecsl] Ha 0OCYXKIeHUe
[IpaBiieHHsT TNOTEHIMANbHBIE MPOrPAMMBI KU TPOEKTBI C COOTBETCTBYIOIIUMU
3aKIr0YeHus MU L{eHTpoB Mo ympaBieHUI0 HporpamMmaMu M npoekram u lLleHTpa
KOOPAMHALMU [IPOTPAMM, IPOEKTOB W B3aUMOJECUCTBUSA C JOHOPAMH, C MPUIIIALIEHUEM
pykoBogurenerd LleHTpOB 1O ymnpaBieHUIO nporpaMMamMu M Ipoekrtam, LleHtpa
KOOpJIMHALIMA MPOrpaMM, MPOEKTOB M B3aHMMOJEHCTBUS C AoHOpamu u Otnena 1o
PACCMOTPEHUIO 3asIBOK U OOpallieHu;

16) opranmzamms pa3paboOTKu MEP U MEXaHU3MOB 00ECIIeUeHHUsT SKOHOMUYECKON
6e3omacHocTu OOMIeCTBEHHOTO (HOH/A;

17) B pamkax kommereHuuu LleHTpa opraHuzamus pa3paOOTKH HOPMATHUBHBIX
noKyMeHTOB OO0111eCTBEHHOr0 (POH/Ia, JOTOBOPOB, COTJIAIICHUNA U JPYTUX TOKYMEHTOB;

18) ydactme B NIpPOBENEHHMHM SKCIEPTHU3bl M OLICHKE COIVIAIICHHM, LEJIEBbIX
nporpaMM B o0jacTu 0J1aroTBOPUTENBHON AesiTenbHOCTH OOIIeCTBEHHOTO (POHIa;

19) ywactue B pa3paboTKe M peaau3alud KOMIUIEKCHBIX MEpPONPUATUN U
nporpamM pasButus O01ecTBeHHOro poHAa;

20) y4actue B paCCMOTPEHHH, OTOOpPE U CTPYKTYPUPOBAHUH 3aBOK Ha OKa3aHUE
0JIarOTBOPUTEIHLHOM TOMOIIIH;

21) KOHTpOJIb 3a MOJATOTOBKOM 3aKJIFOUEHHUS HA MPEIMET MOJTHOTHI POBEIEHHBIX
MEpONPUATUA MO OMNPEACIICHUIO [OCTaBIIMKOB, OLEHKH HWTOTOB IPOBEACHHBIX
NIEPErOBOPOB, a TAK)KE 0JIArOHA/IEKHOCTH OTEHIIMAJIBHBIX TOCTABIIUKOB;

22) KOHTpOJb 3a OOeCrneYeHHWeM TEKYIIero KOHTPOJISI 3a peanu3anuen
IPOrpaMMBbI/IIPOEKTa B COOTBETCTBUU C MOPSIKOM M CpPOKAaMH, YCTaHOBJIEHHBIMU
JloposkHOM KapTO# POrpaMMbl/TIPOEKTA;

23) oOecrieueHre TEKYIIEr0 KOHTPOJS 3a peanu3aldell mporpaMMbl/IpOEKTOB €
LEJNbI0 CBOEBPEMEHHOTO HWH(GOPMUPOBAHMSI B  YCTaHOBJEHHbIE BHYTPEHHUMHU
HOPMATUBHBIMU JOKyMeHTaMu OOIiecTBeHHOro (oHJa CpOKH, PYyKOBOJIUTENEH
CTPYKTYPHBIX Mofpa3jeiaeHuii u unaeHoB [IpaBnenuss o0 yrpose HapylleHHS CPOKOB
peain3alyy IporpaMMbl/IIPOEKTa;

24) obecneueHre B3aMMOJEHUCTBHS C HEMPABUTEIbCTBEHHBIMU OpPraHU3ALUSIMH,
0JIarOTBOPUTEIBHBIMA ~ OpraHU3alUSIMH, HWHUIMATOPAMU MPOrpaMM PpPa3BUTUA IO
BOIpocam JesareabHocTH OO1ecTBEeHHOro (hOHa;

25) B pamkax kKoMmrereHuuu lleHTpa obOecrnieueHre OKa3zaHUsI OpraHU3aALUOHHO-
METOJMYECKOW MOMOILIM CTPYKTYpHBIM moAapasaeineHusam OOuiecTBeHHoro ¢oHaa u
DKCIEPTHBIM KOMUTETAM;

26) mnpencrapieHue MH(popMmanuu 1Mo OocHOBHbIM 3anadaM Llentpa B CnyxOy
KopniopatuBHoro ympasieHus (PR-menemxepy) mns mnyOnmkanuu Ha  calTe
Oo6mectBeHHOTO POHIIA;

27) opranuzamnus pabotel lleHTpa, a Takke OCyIIECTBICHHE WHBIX (DYHKIIHH,
BBITCKAIOIINX M3 HACTOSIIEW AOJDKHOCTHOM WHCTpyKuuu, llonmoxenuss o LleHtpe um
UHBIX T0KyMeHTOB O0I111eCTBEHHOTO (POHA;

28) B pamkax opradm3anua  pabotel lleHTpa pacmpeneneHue BXOISIICH
KOPPECTIOHJIEHIIMY, 3aJaHuil M TOpY4YEeHUH Ha HCHoJHeHue paboTHukam lLleHTpa,
OCYILLECTBIICHUE KOHTPOJII 3a HMX HCHOJHEHHEM, a TaKXKe YTBEPKICHUE



WHIUBUYAIbHOTO IJJaHa paboThl HA KBAapTajl M YCTAHOBJIIEHHE PEKOMEHyeMOro
ko3 uieHTa npeMUupoBaHus Mo UTOraM KBapraia padoTHukaMm Llentpa;

29) ucnoJIHEHHWE TOPYYEHUH PYKOBOJACTBA B COOTBETCTBUU C BHYTPEHHUMU
HOPMATUBHBIMU JIOKyMeHTaMu OO01iecTBEHHOTO (HOH/A;

30) oOecrieyeHue oOpraHU3alMd B3aUMO3aMEHSIEMOCTH MEXAYy paOOTHUKAMU
IenTpa;

31) cobmroaeHue Tpy0BOM U MPOU3BOJICTBEHHON NTUCIUIUIMHBI, TPABUI U HOPM
OXpaHbI TPy/la, TPeOOBAHUI MTPOTUBOIIOXKAPHONU OE30MTaCHOCTH;

32) mnoBeilIeHHE MPO(HECCHOHATIBHOTO YPOBHS IyTEM CaMOOOpPa30BaHMUA,
W3Y4YEHUS TIEPETOBOTO OTCUECTBEHHOTO U 3apyOESKHOTO OMBITA U T.1.;

33) ocymiecTBieHHE  WHBIX  (DYHKIMH, BBITCKAIOMWX W3  HACTOAIICH
JOJDKHOCTHOW ~ WMHCTpyKUMH, llonoxenus o LleHTpe © UWHBIX JOKYMEHTOB
O6mecTBeHHOTO (hOHA.

4. Ilpama

9. PyxoBoauteinp LleHTpa umeeT npaso:

1) 3HaKOMUTBCS C peleHus MU pykoBoacTBa OOuiecTBeHHOro  (oHja,
poeKTamMu J0KyMeHTOB OO01ecTBeHHOro (hoHAa, Kacaromuxcs: komnerenuuu Llenrtpa;

2) BHOCUTHh pyKOBOACTBY OOIIECTBEHHOrO (POHIA MPOEKThl JTOKYMEHTOB IIO
BOIIPOCAM, OTHECEHHbIM K KommeTeHIMH LleHTpa, mpeaiaoxkeHus O MNOOLIPEHUH U
JTUCHUILUIMHAPHOU OTBETCTBEHHOCTH pabOTHUKOB L{eHTpa;

3) BHOCUTH MPEIJIOKEHUS IO COBEPIICHCTBOBAHUIO pPAOOThI, CBSA3aHHOW C
MPEAYCMOTPEHHBIMHU HACTOSIIEH JOPKHOCTHON MHCTPYKIIMEH 00sI3aHHOCTSIMU;

4) coobuiaTh HEMOCPEICTBEHHOMY PYKOBOJMTENI0 000 BCEX HENOCTAaTKax B
nestenibHOCTH  OO0I1IecTBEHHOro (OHAA, BBISBICHHBIX B IPOILECCE OCYIIECTBICHUS
CBOMX JIOJDKHOCTHBIX 00s13aHHOCTEN M BHOCUTH NPEUI0KEHUS 110 UX YCTPAHEHHUIO;

5) naBarth MOpy4yeHHs B Ipejenax CBoeld KoMIeTeHIHH paboTHukam lleHTpa,
o0s13aTeNbHbIE 1JI UCIIOJTHEHUS;

6) 3ampamuBaTh U MOJydYaTh OT CTPYKTYPHBIX MOJIpa3feieHuil U paOOTHUKOB
OOmectBeHHOro  (poHAa  HEOOXOAMMBIE  JOKYMEHTBHl  JJIi  OCYIIECTBIICHUS
BBIIIEYKa3aHHbBIX PYHKIUH U 003aHHOCTEN;

7) TpPOBOAUTH  KOHCYJbTAlMM  CO  CTPYKTYPHBIMH  TOJpa3JEICHUSMU
OOmecTBeHHOro (QoOHIa, a TakkKe TOCYyJAapCTBEHHbIMU OpraHaMyd U JAPYTHMHU
OpraHu3alysIMH 10 BOIIPOCaM B npezenax komnerenuuu Llenrpa;

§) MmO TMOpPY4YEeHUI0 pPYKOBOACTBA M B COOTBETCTBMM C BHYTPEHHHUMH
HOPMATUBHBIMH JOKYMEHTAMH NpPEACTaBIATh HHTepechl OOmecTBeHHOro ¢(oHAa B
roCyJapCTBEHHBIX OpraHax, CTOPOHHUX OpPraHU3alusX;

9) mpuHMMaTh ydacTMe€ B TpOTrpaMMax, HaMpaBICHHBIX Ha O0O0yuYeHue,
MEPETOIrOTOBKY U MOBBINICHUE KBamupukauu kaapos LlenTpa;

10) ocymiecTBiATh HWHBIE TIpaBa, MPEAYCMOTPEHHBIE 3aKOHOAATEIHLCTBOM
Peciyommkn ~ KaszaxctaH W BHYTPEHHMMHM  HOPMATUBHBIMH  JOKyMEHTaMH
Oo6mecTBeHHOTO (POHIA.

5. OTBEeTCTBEHHOCTH

10. PykoBoautens LleHTpa HECET OTBETCTBEHHOCTSH 34!



1) HeHajyexaiee  HWCIOJIHEHWE  WIM  HEUCHOJHEHHUE  JIOJDKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIEH JOTKHOCTHON MHCTPYKIIUEH;

2) mpaBOHApyIIEHUs, COBEPILICHHbIE B TMPOIECCE CBOEH JIESITEIILHOCTH B
npefenax, YCTAHOBICHHBIX aJMUHUCTPATUBHBIM, YTOJOBHBIM M TPaKJaHCKUM
3aKoHOJaTenbCTBOM PecnyOnuku KazaxcraH;

3) npuumHeHHe MaTepuaigbHoro ymepba OOmecTBeHHOMY (OHAY B Mpejenax,
YCTaHOBJICHHBIX TPYOBBIM 3aKoHOAaTeIbcTBOM Pecryonuku Kazaxcran;

4) coxpaHHOCTh HokyMeHTanuu OOIIeCTBEHHOTO (OHIA B COOTBETCTBHHU C
JOJDKHOCTHOW ~ MHCTPYKIMEH, TPYIOBBIM JIOTOBOPOM W HHBIMH BHYTPEHHUMH
HOPMAaTUBHBIMU JOKyMeHTaMu O01iecTBeHHOTO POoH/a;

5) pasriameHue CBEJCHUN, UMEIOIINX OTPaHUYEHHE JTOCTYNA U COCTABIISIOIINX
CIIy’)KEOHYIO WJIM WHYIO OXpaHAEMYIO 3aKOHOM TaiiHy, uH(opmaruu OOIecTBEHHOTO
dbonma, oTHECEHHOM K MHGOpMAIK KOHPUIACHIIUATBHOTO XapaKTepa;

6) napymenue [IpaBun TpyaoBoro pacnopsiaka OOIecTBEHHOTO (OHJA, UHBIX
BHYTPEHHUX HOPMAaTUBHBIX JOKYMEHTOB OOLIECTBEHHOTO (POHIA;

7) HapylleHuWe  MpaBWJI  TEXHUKH  OE€30MACHOCTH,  MPOTHUBOIOKAPHOU
0€30MacCHOCTH U JIPYTMX HpaBWJI, CO3JAIOLINX YIpo3y JeATeabHOCTH OOIecTBEHHOro
¢doHza u ero paboOTHUKAM;

8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C JEHUCTBYIOIIUM
3aKOHOJATeNbCTBOM PecnyOnukm KazaxcraH, TpynoOBBIM JOTOBOPOM M HWHBIMHU
BHYTPEHHUMU JOKyMeHTamMHu OOIIeCTBEHHOTO (POHA.
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Jo5KHOCTHASL HHCTPYKUUA
IIpoexTHOrO0 MeHemxkepa LlenTpa anam3a U NPOrHO3MPOBAHUS

1. O01mme mMoJI0KEeHU

1. Hacrosimas moDKHOCTHAsSE HMHCTPYKIMSA pa3paboTaHa B COOTBETCTBHHM C
3akoHoAaTenbcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «KazakcTan XalKbIHA»
(manee — OOmecTBeHHbId Goun), [lonoxenuem o LleHTpe aHanuza U NPOrHO3UPOBAHUS
(mamee — llenTp) W JApyrMMHM BHYTPEHHHMMH HOPMATHUBHBIMU JOKyMEHTaMU
OO6mecTBeHHOTO (POHIA.

2. Hacrosimias  MOMKHOCTHAsE  WMHCTPYKIUSL — ONpEAENseT  JOJKHOCTHBIC
00s13aHHOCTH, TIPaBa U OTBETCTBEHHOCTh MPOEKTHOTO MeHexkepa LleHTpa.

3. IlpoektHwiii MeHemxkep LleHTpa Ha3HawaeTcs Ha  JIOJDKHOCTh U
ocBOOOXKIaeTca OT HAobKHOcTH mpukasoM [lpeacemarens IlpaBnenuss B mopsizke,
OMpENICICHHOM 3aKoHoAaTenbcTBOM PecmyOnuku Kazaxcran o Tpyse U BHYTPEHHUMU
HOPMaTUBHBIMU JOoKyMeHTaMu OO111ecTBEHHOro (oHAA.

4. IIpOEKTHBIM MEHEIKEp TMOJUUHSIETCS HENOCPEACTBEHHO PYKOBOIUTEIIIO
[lenTpa.

5. ITlpoekTHbIil MEHEIKEP B CBOEH pabOTE pyKOBOJICTBYETCS:

1) 3akoHOJATENbHBIMAU W HWHBIMA HOPMATUBHBIMHU TPABOBBIMU  aKTaMU
Pecny6muku Kazaxcran;

2) YcraBoMm O6miecTBeHHOTO HOH/A;

3) Ilonoxenuem o LleHTpe 1 HACTOSIIEH TOPKHOCTHOM UHCTPYKITUECH;

4) npyruMu BHYTPEHHUMU HOPMATHUBHBIMU JOKyMeHTaMu OOIeCTBEHHOTO
donma.

2. KBanudukanuoHHbie TpeOOBaAHNS

6. IIpoexTHbIit MEHEKED JOJI>KCH COOTBETCTBOBATH CIIEAYOLIUM
KBTM(PUKAIMOHHBIM TPEOOBAHUSIM:

1) Beiciiee oOpa3oBaHue B OOJACTM OSKOHOMUKHM ©  (WiaM) (UHAHCOB,
MEHE[KMEHTA, 3[paBOOXPaHEHHUsI, THOO B 001acTU MHPOPMAITMOHHBIX TEXHOJIOTHH;

2) crax paboThl B 00JaCTH SKOHOMUKH U (W) GUHAHCOB — HE MeHee 2 (IBYX)
JIeT;

3) TpeAmoYTHUTENHHO  Hamu4he ceprudukara Kypca MO  IPOCKTHOMY
MEHEKMEHTY.

7. IlpoekTHbBIN MEHEIHKEP NOKEH 00J1a1aTh:

1) 3HaHMSIMH W HaBBIKAMH (DMHAHCOBO-DKOHOMHYECKOTO MOJICIUPOBAHUS U
MPOTHO3WPOBAHMUS;



2) 3HAHMSMU M HABBIKAMHM pPa3pabOTKU CPEAHECPOUHBIX ILJIAHOB Ppa3BUTHUS
KOMITaHUU;

3) HaBbIKaMM aHaNIM3a M CUCTEeMaTU3auuu WHGOpPMAIMK, B TOM YHUCIE
00pabOTKH CTATUCTUYECKUX JaHHBIX;

4) HaBBIKAMH MOJITOTOBKH MPE3EHTAIIMOHHBIX MaTEPUAJIOB;

5) 3HAHUSAMH 3aKOHOJATEIbCTBA O OJArOTBOPUTEIBHOCTH, HEKOMMEPYECKHX
OpraHu3alusX.

3. OYHKIUM U JOJKHOCTHbIEC 00S1I3AaHHOCTH

8. B dbyHKIMM U TOIKHOCTHBIE 00513aHHOCTH TPOEKTHOTO MEHEIKEePa BXOJIUT:

1) ydactue B pa3paboTKe, MOHUTOPUHTE U aKTyalH3allMd CTPATETUU Pa3BUTHUS
O6mecTBeHHOTO (HOHTA;

2) obecrnieyeHrne KOMIUIEKCHOTO aHau3a pa3BuTtusi O0miecTBeHHOTO GOH/A;

3) moaroToBka B paMmKax kKomrmereHIuu lleHTpa aHanmutmdeckoil nHbopmanuu
10 BOIpOcaM 0JIarOTBOPUTEIBHOM MOMOIIIH;

4) mpoBeAcHHWE aHANIM3a MOCTYMHUBINMX 3aJBOK M TOJATOTOBKA 3aKIIOYCHHH IO
NOCTYIHUBILEH 3asBKE JJI1 paccMOTpeHHsl Ha 3acenaHuu IIpanenuss OOUIECTBEHHOTO
dbouna;

5) BemeHuWe Yyd4eTa W CHCTEMATH3allMd BCEX TMOCTYMAIOMUX 3asBOK U
YTBEPXKJICHHBIX MPOTrpaMM/TIPOCKTOB B OHJIAH CHCTEME KOHTPOJISI MO PACCMOTPEHHIO
noctynuBmux B OOImECTBeHHbIH (GOHI 3asiBOK M OOECIEUCHHIO KOHTPOJSI 3a
peanuzanuel 0J1aroTBOPUTENBHBIX MPOTPAMM/TIPOEKTOB Ha PETYJISIPHONH OCHOBE 110
COCTOSIHUIO Ha MEPBOE YUCIIO MECSAIa CIASAYIONIETO 32 OTYETHBIM MEPUOIOM;

6) ¢ynkuuu Cexperapss Komurera 1mo paccMOTpPEHHIO MOCTYIMBIIUX 3asBOK B
OO6mecTBeHHbINH (POHT Ha pa3paOOTKy HOBOM MPOTPaAMMBI/IIPOEKTa B COOTBETCTBUU C
pemenuem Ilpapnenus OOeCTBEHHOTO (POH/Ia WIM MHBIM BHYTPEHHUM HOPMATHBHBIM
nokyMeHToM OO1iecTBeHHOro PoH a;

7) TOATOTOBKA 11 BBIHECEHWS B YCTAHOBJICHHBIE CPOKHM Ha OOCYXIEHWE
[IpaBnenuss OOmecTBeHHOTO (OHAA TOTCHIIMANIBHBIX MPOTPAaMM M IPOCKTOB C
COOTBETCTBYIOIIMMH 3aKITIOUCHUSIMH W aHATTU3aMH;

8) MOAroTOBKa MNpPOEKTa TOAOBOrO0 OTYETa O JeATeNbHOCTH (OOIIECTBEHHOTO
dboHna;

9) oOecrieueHne pabOTHI, CBSI3aHHOM € MOHUTOPMHIOM M aHAJIM30M
NEeATEeTbHOCTH DKCIEPTHRIX KOMUTETOB Tipu OO111eCTBEHHOM (DOH/IE;

10)ygactue B pa3paboTKe  MPUHIUIIOB W  MEXaHHW3MOB  OKa3aHUs
0J1arOTBOPUTEIHLHOM TOMOIIIH;

11) ygactue B OCYIIECTBICHUM MOHHMTOPHHIA KayeCTBa MPOTPAMMBI/TIPOCKTA U
BHECCHHME 3aKJIFOYCHHMS 110 MOHUTOPUHTY KauecTBa Ha 3acemanue llpaBieHus
OO6mecTBeHHOTO (JOH]Ia BMECTE C MMPOSKTOM PEKOMEHIaIIHIA;

12) bopmupoBanrie  COOTBETCTBYIOIIMX  mamok-peructpoB  Llentpa B
cootBercTBUM ¢ Howmenknatypoit nen OOmecrBeHHOro ¢oHaa, MNOATOTOBKA U
noAIMBKa J0kymMeHTOB LleHTpa s nepenayu B apxuB OO1iecTBeHHOTo POH A,

13) ucnoyiHEeHHWE TMOPYYCHUH PYKOBOJCTBA B COOTBETCTBUU C BHYTPEHHUMU
HOPMATHBHBIMH JIOKyMeHTaMu OO0I1ecTBEHHOTO (hOH/A;

14) coOmromeHre TPyA0BOM M TPOU3BOJACTBEHHOM AVCITUILUIMHBI, TPABUI U HOPM
OXpaHbI TPy/la, TPeOOBAHU MTPOTUBOIIOKAPHONU OE30MTACHOCTH;



15) noBeimieHre TPO(HECCHOHATBLHOTO YPOBHSA IMyTEM CamMoOOpa3oBaHUS,
U3YYCHUS TIEPEIOBOTO OTCUSCTBEHHOTO M 3apyOCSKHOTO OMBITA | T.].;

16) ocymiecTBICHHE  HWHBIX  (QYHKIUH, BBITCKAIOIIMX W3  HACTOSIICH
JTOJDKHOCTHOW ~ WHCTpyKImH, IlomokeHmst o lLleHTpe ©W  WHBIX  JIOKYMEHTOB
O6mecTBeHHOTO (hOH/IA.

4. IlpaBa

9. IlpoekTHBIN MEHEKEP UMEET MPaBO:

1) 3HAKOMHUTBCA C peIIeHHsIMU pykoBojacTBa OOmiecTBeHHOro  (¢oHa,
KacCaloIMMHUCS €ro IeSITEILHOCTH;

2) BHOCUTH TIPEJIOKEHHUS [0 COBEPIICHCTBOBAHHUIO pabOThI, CBSI3aHHOU C
MIPEAYCMOTPEHHBIMHU HACTOSIIEH JOKHOCTHON HHCTPYKIIMEH 00S13aHHOCTSIMU;

3) cooOmmaTe HEMOCPEACTBEHHOMY PYKOBOIUTEIIO 000 BCEX HEIOCTaTKax B
nearenbHocT OOIIecTBEHHOTO (DOHIa, BBISABICHHBIX B MPOIECCE OCYIIECTBICHUS
CBOUX JOJKHOCTHBIX 00S3aHHOCTEN U BHOCUTH MIPEAJIOKEHHUS 110 UX YCTPAHEHUIO;

4) 3ampamuBaTh W MOJy4YaTh Y CTPYKTYPHBIX MOJpa3ielieHHi U paOOTHUKOB
O6miectBernHoro (onaa uHGOPMAIIUIO U TOKYMEHThI, HEOOXOAUMBIC JJIsI BHITTOJHEHUS
€ro JIOJDKHOCTHBIX 00sI3aHHOCTEH;

5) mpuHMMaTh YydYacTHE B MporpaMMax, HalpaBJICHHBIX Ha oOOy4YeHHE,
MePEINOATOTOBKY M MOBBIIICHUE KBanuuKaIuu kaapos O01mecTBeHHOro GoHaa;

6) 3HAKOMHTBCA C TIPOCKTaMH JIOKyMeHTOB  OOmiectBeHHOTO  (hoHIa,
KacarollMuXcs ero JesITeIbHOCTH;

7) NpoBOAUTHL KOHCYJbTAlUM CO CTPYKTYPHBIMH  TOAPA3JACICHUSIMH H
pabotHukamu OOmiecTBeHHOTO (HOHIA, a TakXKe TOCYJapCTBEHHBIMHA OpraHamMu u
JPYTUMHU OpraHU3alMsAIMU IO BOIIPOCaM B IIpeJiesiax ero KOMIIETCHIUY;

8) Mo TOPYYEHHIO PYKOBOJCTBA U B COOTBETCTBUM C BHYTPEHHUMH
HOPMATUBHBIMU JOKYMEHTAMHU TMpPEJCTaBISATh HHTepechl OOmiecTtBeHHOTO ¢GoHAa B
rOCyJIapCTBEHHBIX OpraHaxX, CTOPOHHUX OpraHU3aIUsX;

9) ocymiecTBIATh WHBIE TIpaBa, MPEIyCMOTPEHHBIE 3aKOHOAATEIHCTBOM
PecnyOonuku Kazaxcras.

5. OTBeTCTBEHHOCTH

10. IIpoexTHBI MEHEAKEDP HECET OTBETCTBEHHOCTH 34:

1) HeHajyexaliee  HWCIOJNHEHWE  WJIM  HEUCHOJHEHHUE  JIOJKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIECH HOTKHOCTHON MHCTPYKIIUEH;

2) mpaBOHApyLUEHUs, COBEPILUCHHbIE B TMPOIECCE CBOEH JESITENIbHOCTH B
npejenax, YCTAaHOBJICHHBIX aJMUHUCTPATUBHBIM, YTOJOBHBIM U TPaKIaHCKUM
3aKoHOAaTeIbcTBOM Pecnybnuku Kazaxcran;

3) npuuuMHeHHe MaTepuaiabHoro yiiepba OoOmecTBeHHOMY (DOHIYy B Mpesernax,
YCTaHOBJICHHBIX TPYJAOBBIM 3aKOHOIaTeICTBOM Pecmybnuku Kazaxcran;

4) coxpaHHOCTh JOoKyMeHTanuu OOIIeCTBEHHOTO (OH/Ia B COOTBETCTBHH C
JOJDKHOCTHOW  MHCTPYKIIMEH, TPYJOBBIM JOTOBOPOM M HMHBIMHU BHYTPEHHUMH
HOPMATUBHBIMH JTOKyMeHTaMu OO0IecTBEHHOTO (HOH/A;

5) pasriameHue CBeACHUMN, UMEIOLIUX OTPAaHUYEHHUE JIOCTYINa U COCTaBIISIIOLINX
CIIyKEOHYI0O WJIM MHYIO OXPaHIEMYIO0 3aKOHOM TaiiHy, uHbopmarmu OOIIEeCTBEHHOTO
dboHma, OTHECEHHOM K MHPOpMALIK KOHPUACHIIMAIBHOTO XapaKTepa;



6) napyumenue [IpaBun TpynoBoro pacnopsiaka OOIecTBEHHOTO (OHJA, MHBIX
BHYTPEHHUX HOPMAaTUBHBIX JOKYMEHTOB OOLIECTBEHHOIO (POHA;

7) HapylleHuWe  MpaBW  TEXHUKM  O€30MacHOCTH,  MPOTUBOIIOKAPHOU
0€30MacCHOCTU U JIPYIMX IpPaBWJI, CO3JAIOLINX YIpo3y JeATeabHOCTH OOIeCTBEHHOrO
dboHma u ero paboTHUKAM;

8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBHHU C JEHCTBYIOILIUM
3aKOHOJATeNbCTBOM PecnyOnmkm KazaxcraH, TpyIoOBBIM JOTOBOPOM M HWHBIMHU
BHYTPEHHUMU JoKyMeHTamMu OOIIeCTBEHHOTO (OHIa.
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JlOIKHOCTHASI HHCTPYKIMS
Menemxxepa LlenTpa aHau3a ¥ NPOrHO3UPOBAHNUS

1. OO01Me noJIoKeHus

1. Hacrosmas AOMKHOCTHAsE MHCTPYKUUs pa3zpaboTaHa B COOTBETCTBUU C
3akoHozarenbcTBOM PecnyOmuku Kazaxcran, YcraBom O® «KazakcTaH XalKbIHa»
(manee — ObmectBeHHbId Gonn), [lomoxenuem o LlenTpe aHanm3a u MPOTHO3WPOBAHUS
(mamee — IlenTp) W JApyrMMH BHYTPEHHUMH HOPMATUBHBIMH JIOKYMEHTAMH
O6miecTBeHHOTrO (hOHIA.

2. Hactosmass  NODKHOCTHAs  MHCTPYKIUS — ONpEAeNsieT  JOJKHOCTHBIC
00sI3aHHOCTH, MpaBa U OTBETCTBEHHOCTh MeHemkepa LlenTpa.

3. Menemxep llenTpa Ha3zHauaeTcss Ha JOJDKHOCTh W OCBOOOXIAETCS OT
nojpkHoct  mpukazoMm Ilpencemarens [lpaBiaeHuss B HoOpsAlKe, ONPEIEICHHOM
3akoHoAaTenbcTBOM Pecnyonmuku Kasaxcran o TpyJe U BHYTPEHHUMU HOPMATHBHBIMU
nokymeHtamu OO1ecTBeHHOTO (oHAa.

4. Menemxep MOAYUHSAETCS HETIOCPEACTBEHHO pyKoBoauTeto LlenTpa.

5. MeHnemxep B cBOeH paboTe pyKOBOJICTBYETCS:

1) 3akoHOIaTeNbHBIMM M WHBIMM HOPMATHBHBIMH IPABOBBIMH  aKTaMHU
PecnyOnuku Kazaxcran;

2) YcraBoM OO6uiecTBeHHOTO HOHAA;

3) IlonoxenueM o LleHTpe 1 HACTOsIIIEH TOJKHOCTHOM HHCTPYKUUEH;

4) ApyrMMU BHYTPEHHMMH HOPMATHUBHBIMH JOKyMeHTamu OOIIecTBEHHOTO
dbonna.

2. KBanuuxkauuoHHbie TPeOOBAHUS

6. MeHemxkep JMOMKEH COOTBETCTBOBATH CJCAYIONIUM KBaIU(UKAIMOHHBIM
TpeOOBAHMSIM:

1) Beiciee oOpa3oBaHMe B 00JacCTH JKOHOMUKM U (WiM) (UHAHCOB,
MEHE/UKMEHTa, TEXHHYEeCKoe oOpa3zoBaHue JuO0 B 00JacTH HMH(DOPMAMOHHBIX
TEXHOJIOTHI;

2) crax padoThI MO CHEIUATBHOCTH — HE MeHee 2 (IByX) JIET.

7. MeHemxkep T0JKEH 001a1aTh:

1) 3HaHUSAMH 3aKOHOJATEILCTBA O OJArOTBOPUTEIBHOCTH, HEKOMMEPYECKHX
OpraHU3alMsIX;

2) 3HaHUAMHM W HaBBIKAMH (PMHAHCOBO-PKOHOMHUYECKOTO MOJEIUPOBAHUS U
IPOrHO3UPOBAHMS;



3) 3HaHMSMM W HaBbIKaMU pPa3pabOTKU CpPEIHECPOUHBIX IUJIAHOB Pa3BUTHS
KOMITaHUU;

4) HaBbIKAMM aHadW3a M CUCTEMaTu3aluu uHOpManuu, B TOM YHCIE
00pabOTKH CTATUCTUYECKUX JaHHBIX;

5) HaBbIKaMHU MOATOTOBKHU MPE3EHTAIMOHHBIX MAaTEPUAIIOB.

3. (I)yHKIII/II/I U J0JKHOCTHbBIC 00SI3aHHOCTH

8. B dbyHKIMM U TOIKHOCTHBIE 00513aHHOCTH ITPOEKTHOTO MEHEIKePa BXOJIUT:

1) obecneueHue pa3pabOTKU MEp U MEXaHU3MOB 00€CTeueHUs YKOHOMUYECKOU
oe3onacHoctu OO1IecTBeHHOTO (POH/IA;

2) ydacthe B pa3pabOTKe HOPMATHUBHBIX JTOKYMEHTOB OOliecTBeHHOTO (oHAA,
JIOTOBOPOB, COTJIAIEHUH U JAPYrHX JOKYMEHTOB [0 BONPOCAM, BXOJSIIMM B
komrereHuuio Llenrpa;

3) yyactue B TPOBEJACHUMU OKCHEPTU3bl U OILICHKE COTJIAIICHUM, IEJIeBBIX
nporpamMm B 00JacTH OJaroTBOPUTENBHON AesiTenbHOCTH OOILECTBEHHOTO (hOHAA;

4) yuactue B pa3pabOTKe M pealn3alid KOMIUIEKCHBIX MEpPOIPUSATUN U
nporpamm pazsutus O0ecTBeHHOTO (HOHA;

5) yuactue B pacCMOTPEHUH, OTOOpPE M CTPYKTYpPUPOBAHUU 3aBOK HA OKa3aHUE
0JIarOTBOPUTEIHLHOM MOMOIIIH;

6) oOecrieyeHUEe TEKYIIETO KOHTPOJS 3a peald3aleil mporpaMMbl/IIPOEKTOB C
IEIbI0  CBOEBPEMEHHOTO  HMH(DOPMHUPOBAHHUS  PYKOBOJUTENEH  CTPYKTYPHBIX
nojapasneneHuit u wieHoB [IpaBrnenus o0 yrpo3e HapylIeHHS CPOKOB peallh3aliiu
POrPaMMbBI/TIPOEKTA;

7) obecrieueHre B3aUMOJICUCTBHUS C HEMPABUTEIILCTBEHHBIMU OpPraHU3AIUSIMHU,
0JIarOTBOPUTEIBHBIMA ~ OpTaHU3alUSIMHM, HWHUIMATOPAMU TMPOTPaMM Pa3BUTHA  TIO
BoIpocaM JesaTesibHocTH O011ecTBEeHHOT0 POHIA;

8) okazaHuWe  OpPraHU3alMOHHO-METOJAMYECKONW  TMOMOIIM  CTPYKTYPHBIM
noapazaeneHusM OOmecTBeHHOTO (oHIa W OKCHEPTHBIM KOMHUTETaM B paMKax
komnereHuuu Llentpa;

9) dopmupoBaHre  COOTBETCTBYIOIIMX  Mamnok-peructpoB  LleHtpa B
coorBeTcTBUM ¢ Homenknatypoir pnen OOmiectBeHHOro (QoHAa, MOATOTOBKA U
noammMBKa J0kyMeHToB Llentpa st nepenaun B apxuB OO01iecTBeHHOTO HOH/A;

10) ucnosiHeHWEe TOPYYEHU PYKOBOJCTBA B COOTBETCTBUM C BHYTPEHHHMH
HOPMATUBHBIMU JTOKyMeHTaMu OO01iecTBEHHOTO (HOH/A;

11) coOmroneHne TpyA0BOM M MTPOU3BOJACTBEHHOM AUCIIUIUIMHBI, IPABUI U HOPM
OXpaHbl Tpy/la, TpeOOBAaHUN MTPOTUBOIIOKAPHOU OE30MTACHOCTH;

12) moBeimieHre TPO(HECCHOHATHLHOTO YPOBHS IMyTEM CcamMooOpa3oBaHUs,
W3Y4YEHUS TIEPEIOBOTO OTEUECTBEHHOTO U 3apyOEKHOTO OMBITA U T.1.;

13) ocymiecTBaeHHE  WHBIX  (PYHKIMH, BBITCKAOIIMX W3  HACTOSIICH
NOJDKHOCTHOW —~ WHCTpYKLMHU, [lonmoxkennss o ILleHTpe ©  HMHBIX JOKYMEHTOB
O6miecTBeHHOrO (hOHA.

4. IIpama

9. MeHemxep UMEET NPABO:



1) 3HaKOMUTBCS C pemeHusIMH pykoBoacTBa OOmecTBeHHOro  (POHIA,
KacCaloIUMHUCS €TO JIeATEIHHOCTH;

2) BHOCHTH TNPEJIOKCHHS IO COBEPIICHCTBOBAHWIO DPAOOTHI, CBS3aHHOW C
IPeyCMOTPEHHBIMH HACTOSIIEH JOKHOCTHON MHCTPYKITUEH 00S3aHHOCTSIMH;

3) cooOmaTh HEMOCPEICTBEHHOMY PYKOBOAMTENI0 000 BCEX HEIOCTaTKax B
nestenbHOCTH OOImecTBeHHOTO (OHAA, BBISIBICHHBIX B IPOIECCE OCYIIECTBICHUS
CBOMX JIOJDKHOCTHBIX O0SI3aHHOCTEH U BHOCUTD MIPEJIOKECHHS TI0 UX YCTPAHEHUIO;

4) 3ampamuvBaTh W MOJy4YaTh y CTPYKTYPHBIX TOJpa3aeicHUl M pabOTHUKOB
Oo6mectBeHHoro ¢GoHaa MHGHOPMAIMIO U JOKYMEHTBI, HCOOXOAMUMBIC JIJISi BBITIOJTHCHHUSI
€ro JOJKHOCTHBIX 00S3aHHOCTEH;

5) mpuHWMaTh ydYacTHE€ B IIporpaMMax, HampaBlICHHBIX Ha O0OyuYeHue,
MIEPETIOITOTOBKY U MOBBINICHUE KBamuukauu kaapos OOmecTBeHHOTro (hoHa;

6) 3HaKOMHUTBCS C IMPOEKTaMU JOKyMeHTOB OOmiecTBeHHOTo  (oHJa,
KacaloIuXcsl €ro JesTeIIbHOCTH;

7) TPOBOAUTH KOHCYJbTAllMA CO CTPYKTYPHBIMHU  TOJPA3JCICHUSIMU U
pabotHukamu OOmiecTBeHHOTr0 (OHIA, a TaKKe TOCYJapCTBEHHBIMH OpTraHaMH U
JPYTUMU OpraHU3alMUSIMU 110 BOIIPOCAM B Mpejenax ero KOMIETeHITNH;

8) Mo TMOpY4YeHUI0O PYKOBOACTBA U B COOTBETCTBUM C BHYTPEHHUMH
HOPMATHBHBIMH JOKYMEHTAMH TIPEICTaBIATh HHTepechl OOmecTBeHHOro ¢GoHma B
TOCYJapCTBEHHBIX OpraHaxX, CTOPOHHUX OPTaHHU3AIUIX;

9) ocymiecTBIATH WHBIE TpaBa, MPEAYCMOTPEHHBIE 3aKOHOJATEIHLCTBOM
PecnyOomuku Kaszaxcras.

5. OTBeTCTBEHHOCTH

10. Menemkep HeceT OTBETCTBEHHOCTh 3a:

1) HeHajiexaiiee  HWCIOJIHEHHWE  WIM  HEUCIHOJHEHHUE  JIOJDKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIEH HOTKHOCTHON MHCTPYKIIUEH;

2) mpaBOHApYIIEHUS, COBEPIICHHBIE B TMPOIECCE CBOCH JEITCIBHOCTH B
npeaenax, YCTaHOBJICHHBIX aJIMHUHUCTPATUBHBIM, YTOJOBHBIM W  TPakIaHCKUM
3akoHoAaTenscTBOM PecryOnmku Kazaxcran;

3) npuuuMHeHHe MaTepuaibHoro ymiepba OoOmecTBeHHOMY (DOHIY B mpesaenax,
YCTaHOBJICHHBIX TPYAOBBIM 3aKOHOIaTeILCTBOM Pecmyonmku Kazaxcran;

4) coxpaHHOCTb AoKyMeHTamuu QOOIecTBeHHOro (oHAa B COOTBETCTBUH C
JIOJDKHOCTHOW ~ WMHCTPYKIIMEH, TPYJIOBBIM JIOTOBOPOM W HMHBIMH BHYTPCHHUMU
HOPMATUBHBIMH JIOKyMeHTaMu OO01iecTBEHHOTO (HOH/A;

5) pasriaimieHue CBEIECHUN, UMEIOIIUX OTPAaHUYECHHE JTOCTYIA U COCTABIISIOIMINX
CIIyKEOHYI0 WJIM MHYIO OXPaHIEMYI0 3aKOHOM TaiiHy, uHbopmarmu OOIIECTBEHHOTO
dbonma, OTHECEHHOU K MHGOpMAIHK KOHPUACHIINATHHOTO XapaKTepa;

6) napymenue [IpaBun TpymoBoro pacmnopsiaka OOmiecTBeHHOTO (OHIA, UHBIX
BHYTPCHHUX HOPMAaTHBHBIX JOKyMeHTOB OOIIecTBeHHOTO (POH/IA;

7) HapylmieHWe  TpPaBWJI  TEXHHKH  OE30MaCHOCTH,  IPOTHBOIIOKAPHOU
0€30MacHOCTH W APYTUX MPaBUI, CO3AAOIINX yTpo3y aesrerabHocTH OOIIECTBEHHOMY
dboHy U ero pabOTHUKAM;

8) WHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C JEHCTBYIOIINM
3aKoHOJATeNbCTBOM PecnyOnukm KazaxcraH, TpynoOBBIM JOTOBOPOM U HWHBIMHU
BHYTpPEHHUMU JokyMeHTamu OO11ecTBeHHOTO (DOHA.
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Jo5KHOCTHASE HHCTPYKUUA
Hauanbauka OTaesa mo pacCMOTPEHHMIO 3asiBOK M 00palieHuil

1. O0mme mMoJI0KeHUus

1. Hacrosimmas moDKHOCTHAsST HMHCTPYKIMSA pa3paboTaHa B COOTBETCTBUHM C
3akoHojaTeabcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «Ka3zakcTtaH XaJIKbIHa»
(manee — O6mecTBeHHbIN hoHx), [Tonoxenrem 06 OTAene Mo pacCCMOTPEHUIO 3asIBOK U
oOpamienuii (nanee — OTaen) U IpyriMUA BHYTPEHHUMH HOPMATUBHBIMU JOKYMEHTaMHU
O6mecTBeHHOTO (POHIA.

2. Hacrosimass  JOMKHOCTHAsE ~ MHCTPYKLMSI — OMpPEACNSeT  JOJDKHOCTHBIC
00s13aHHOCTH, TIpaBa U OTBETCTBEHHOCTh HaualibHUKa OT/Aena.

3. Havanpauk Otaena Ha3HayaeTcsl HAa JODKHOCTH M OCBOOOXKIAETCS OT
ToJDKHOCTH  TipukasoMm Ilpencemarenst IlpaBieHnss B TOpsAaKe, ONPEACICHHOM
3aKOHOJATeILCTBOM PecryOmmku Kazaxcran o Tpyae u BHYyTPEHHUMH HOPMAaTHBHBIMU
nokyMeHTamu OO01iecTBeHHOTO (hoH/A.

4. Havanpauk Ortnena NOMYMHAETCA HENOCPEACTBEHHO  YNIPABIAIOIIEMY
JTUPEKTOPY TIO ITporpaMMaM U ITPOSKTaM.

5. Hauanbnauk Otnena B cBoeil paboTe pyKOBOACTBYETCS:

1) 3akoHONATEIBHBIMH ¥ HWHBIMHU HOPMATHUBHBIMU TPABOBBIMH  aKTaMU
Pecniybnmuku Kazaxcran;

2) YcraBom O6miecTBeHHOTO (HOHAA.

3) Ilonoxenuem 06 OtTaene u HACTOAIIEH JOHKHOCTHON MHCTPYKITUEH;

4) npyruMu BHYTPEHHUMU HOPMATHUBHBIMU JOKyMeHTaMu OOI1eCTBEeHHOTO
donma.

2. KBanupuxauuoHHbie TPeOOBAHUS

6. HauanpHuK Otnena JIOJDKEH COOTBETCTBOBATH CIICIYFOIIUM
KBATM(PUKAIMOHHBIM TPEOOBAHUSIM:

1) BeIciIee 0Opa3oBaHuE;

2) crax paboThI B COIMAIBHON cepe — He MeHee S5 (IIATH) JIET, B TOM YHCIIe Ha
PYKOBOJSIIEH MMO3UIIUU — HE MeHee 3 (TpeX) JIeT;

3) TpeanouTUTENBHO CTaX pabOThl B CEKTOpPE  HENPaBUTEIHCTBEHHBIX
opranuzanuii (HITIO) — He menee 2 (nByX) JIeT;

7. Hauvanpauk OTaesna T0HKEH 00J1a1aTh:

1) 3HaHWSIMHU ¥ HaBBIKAMH ITPUMEHEHUS HOPMATUBHBIX IPABOBBIX aKTOB B cepe
0JIarOTBOPUTEIHLHOCTH U COIMATILHOM TTOMOIIIH;

2) 3HAHUSMHU 3aKOHOJIATENIbCTBA O OJArOTBOPUTEIHHOCTH, HEKOMMEPUYECKHX
OpraHu3aIusIX;



3) HaBbIKaMM TMOJb30BAHUA COBPEMEHHON OpraHU3allMOHHOM TEXHUKOW U
IPOrpaMMHBIMH MPOAYKTaMH, paboThl ¢ HGOPMAIIMOHHBIMU CUCTEMaMH, B TOM UYKCIIE
¢ g poBoi mIaThopMoi Mo MprUeMy 3asiBOK;

4) HaBblKaMM aHaiu3a 0a3bl JaHHBIX, CHCTeMaTH3aluud WHGOpPMAIUU |
MOJATOTOBKU OTYETHOCTH.

3. (I)yHKIII/II/I " J0JKHOCTHbBIC 00sI3aHHOCTH

8. B dbyHKIMM U TOKHOCTHBIE 00s13aHHOCTH HavdasibHUKaA OT/ena BXOAUT:

1) obecrneueHue BHIMOMHEHUS 3aa4 U GYHKIUN, onpeneneHHbx [lonoxkenunem
00 Otxene;

2) KOHTpOJIb M pPAcCMOTpPEHUE OOpalleHud U 3a8BOK, IOCTYMAIOIIUX B
OOmecTBeHHBINH (POHT B COOTBETCTBUU C BHYTPCHHUMH HOPMATHUBHBIMHU JOKYMEHTAMH
O6mectBeHHOTO (hOHTA;

3) obecneuenue 3(PpPEKTUBHOrO (PYHKIMOHUPOBAHUS SJIEKTPOHHOU LHUPPOBOM
miaTGopMbl TipueMa U o0pabOTKM 3asiBOK W OOpallleHUM TpaKJaH U IMOCTOSHHOE
yiIydlleHre ee QpyHkuuoHana coBMecTHO ¢ IT — pa3paboTunkaMu B COOTBETCTBHUHU C
TpeOOBaHUAMU U KpuTepusiMu OO11IeCTBEHHOTO (POH/IA;

4) ocylllecTBIEHHE KOHTPOJS 3a HAIpaBJICHUEM 3asBKU Ha pean3alliio HOBOU
nporpamMmbl/ poekTa B LIeHTp aHanm3a u MporHo3upoBaHus, COOTBETCTBY oMM L{eHTp
M0 YIPaBJICHUIO TMporpaMMaMu W TpoekTamMu U B LIeHTp KoopauHAIMU TpPOrpamm,
NPOEKTOB M B3aUMOJICHCTBUS C JIOHOpAMU JUIsl TIOJTOTOBKM 3aKJIIOUEHHS] B
COOTBETCTBHUH C BHYTPEHHUMHU HOPMATUBHBIMH JIOKyMeHTaMu OO01iecTBeHHOTO (HOH/A;

5) yuactue B pabore Komurera mo paccMOTpPEHHIO TOCTYIMBIIUX 3asBOK B
OO6mmecTBeHHbIN (HOHJ HA pa3pabOTKy HOBOW MPOTrPaMMBI/TIPOEKTA;

6) KOHTPOJb M HHGOPMUPOBAHUE 3aSBUTENISI O peE3yjbTaTax PacCMOTPEHUS
3asIBKM UM OOpaIleHMs;

7) wmHbopMUpOBaHHE YIPaBISAIOIIETO0 JUPEKTOpa MO MporpaMmaM M MpPOEeKTaM
OOmectBeHHoro (¢GoHAa B ClIydyae BO3HUKHOBEHMSI pHCKAa HApYIIEHUS CpPOKOB
paccMOTpPEHHUS 3asiBOK, HAIlpaBJICHHBIX B L[eHTp aHann3a U mMpOorHO3UPOBAHUS;

8) KOHTPOJb 32 00ECIIEUEHHEM Ha PETYJIIPHOI OCHOBE IO COCTOSIHUIO HA NIEPBOE
YHCJIO MecsIla CIEIYIONIEro 3a OTYETHBIM MEPUOJIOM BEICHUE YUeTa U CHUCTeMAaTHU3aIluu
BCEX IMOCTYMAIONIUX 3asiBOK B OHJIAMH CUCTEME KOHTPOJISI PACCMOTPEHHUS MOCTYITUBIITUX
B OOmecTBeHHBIN (OHA 3assBOK U KOHTPOJS 3a peanu3anueld OJaroTBOPUTEIbHBIX
POrpamMm/IIPOEKTOB;

9) KOHTPOJb HaJ CBOEBPEMEHHOI MOJArOTOBKOM TOKyMEHTOB Ha IIpaBnenue,
WHBIX IOPUIAYECKUX U OyXTaldTepCKUX TOKYMEHTOB IO BOIPOCAM OKa3aHUs aJIPECHOM
MIOMOIIIY TI0 MHHUIATHBE WieHOB [IpaBieHus;

10) KOHTpOJIb HAJl CBOEBPEMEHHOW MOATOTOBKOW aHaiIM3a MO OJHOTUITHBIM TIO
COJIEP KaHUI0 OTKJIOHEHHBIX oOpatenuii O01ecTBeHHOro (hoHaa A1 HHPOPMUPOBaAHUS
pykoBoacTBa O011ecTBEHHOTO (POH/A;

11) oGecrieueHne okazaHusl COACHCTBUS 3asBUTEIIO ISl MPUBEICHUS 3asIBKU B
COOTBETCTBHE ¢ TpeOoBaHussMu OO1IecTBEeHHOTO (POHIA;



12) moAroToBKa aHATMTUYECKUX OTYETOB IO 3asBKaM W OOpaIICHUSIM IS
BkimtoueHuss B Otuer 3a momyroauwe, ['omoBoi otuer OOmecTBeHHOro QoHAa |
OKOHYATEJbHBIA OTYET;

13) mpencraBienre uHpoOpMaIMKM 1O 3asBKaM U oOpamieHusM B CiyxO0y
KoprmopatuBHoro ympasieaus (PR-menemkepy) ans nyOnukanmuu Ha — caiiTe
Oo6mecTBeHHOTO POHIA;

14) xoHTpOAL Hax pa3pabOTKON BHYTPEHHUX HOPMATHBHBIX JTOKYMEHTOB IIO
BOmpocam nesrenbHoctu OTnena;

15) kaudectBeHHOE U 3P PEeKTUBHOE PyKOBOCTBO OTaEIOM;

16) pykoBoactBo  pabortoit  Otnena, opranmzamus — pabotel  Otpaena,
pacnpeneneHue BXOJAIIEN KOPPECHOHACHIINM, 3aJaHUi U TTIOPYUYEHU HA UCIIOJIHEHUE
paGotaHukam OTtaena, OCYIIECTBICHHE KOHTPOJS 3a WX HCIOJIHEHHEM, a TaKkkKe
YTBEPXKIACHHE WHIUBUAYaJbHOTO IUIaHA paldOThl Ha KBapTal W YCTAHOBIICHHE
pexkoMeHayeMoro KO3 QUIIMeHTa MPEMUPOBAHUS 1O WTOTaM KBapTaja pabOTHHKaM
Otnena;

17) mnpencraBnenue uHTepecoB OTnena BO B3aUMOOTHOLICHUSX C APYTHMMHU
CTPYKTYPHBIMHU Tofipa3eneHusaMu OO0I1ecTBEHHOTO (POHa;

18) BHecenue Ha paccmotpenue Ilpenacemarens IlpaBinenuss u [lpaBnenus
OO6miecTBeHHOrO (DOHJIA MPEAJIOKEHUN IO BOMPOCAM, BXOISAIIMM B KOMIIETCHIIUIO
Otnena;

19) ucnonHeHue NOpPYUYEHUN PYKOBOJACTBA B COOTBETCTBHH C BHYTPCHHUMU
HOPMAaTHUBHBIMU JOKyMeHTaMu O01iecTBeHHOTO POH/Ia;

20) oOecneueHrne OpraHv3alyy B3aWMO3AMEHSEMOCTH MEXAY paOOTHUKaMU
Otnena;

21) cobmoeHue TPyJOBOM U MPOU3BOACTBEHHON JUCIHUILIUHBI, IPABUI U HOPM
OXpaHbl TpyJia, TpeOOBaHUN MTPOTUBOIIOKAPHOU OE30MTACHOCTH;

22) moBbllIeHWE TPO(ECCHOHATHFHOTO YPOBHS IyTeM CcamMoo0pa3oBaHUs,
U3Yy4EHUs NIEPEIOBOT0 OTEUECTBEHHOT0 U 3apy0eHOTro OMbITa U T.1.;

23) ocymiecTBICHHWE  WHBIX  (PYHKIUH, BBITEKAIONIMX W3  HACTOSIIEH
JOJDKHOCTHOW ~ WMHCTpYKIMH, [lomoxenuss o0 OTaene W UHBIX JIOKYMEHTOB
Oo6mmecTBeHHOTO (POHIA.

4. [IIpasa

9. Hawanpauk OTAena UMEET MPaBo:

1) 3HaKOMUTBCA C peleHusAMH pykoBoacTBa OOmecTBeHHoro ¢GoHAa,
nmpoekTamu J10KyMeHToB OO01iecTBeHHOTO (hOoHa, Kacaromuxcs komnereHniuun Otaena;

2) BHOCUTH pyKoBOJCcTBY OOmecTBeHHOro (GoHIa MPOCKTHl JTOKYMEHTOB IIO
BOIIPOCaM, OTHECEHHBIM K KoMIieTreHIuu OTaena, OpemsioKEHUs O MOOLIPEHUU H
JTUCIUTUIMHAPHON OTBETCTBEHHOCTH paboTHUKOB OT/ena;

3) BHOCUTH TPEIJIOKEHUS MO COBEPIICHCTBOBAHUIO PAOOTHI, CBS3aHHOU C
MPETYCMOTPEHHBIMU HACTOSIICH TOJDKHOCTHON HHCTPYKIIUEH 00SI3aHHOCTSIMU;

4) coobmiaTh HEMOCPEICTBEHHOMY PYKOBOJAMTENI0 000 BCEX HEIOCTAaTKax B
nearenbHocT OO1IecTBEHHOro (DOHMA, BBISBICHHBIX B MPOIECCE OCYIIECTBICHUS
CBOMX JOJKHOCTHBIX 00s3aHHOCTEN U BHOCUTH MIPEIJIOKEHHUS 110 UX YCTPAHEHUIO;



5) nmaBarh mopyuyeHHs B Mpejaesax CBoel KommeTreHIuu pabotHukam Otjena,
00s13aTeNIbHBIC AJIS1 HCTIOJIHEHHUS,

6) 3ampamuBaTh M MOJYy4aTh OT CTPYKTYpPHBIX MOApA3JCieHUl U paOOTHUKOB
OOmecTBeHHOr0o  (poHAAa  HEOOXOAMMBIE  JOKYMEHTBl  JJII  OCYIIECTBIICHUS
BBIIIICYKA3aHHBIX (YHKIIMNA U 00s13aHHOCTEH;

7) TpOBOAUTH  KOHCYJBTAlMM  CO  CTPYKTYPHBIMH  MOJAPA3JCICHUSIMU
OOmectBeHHoro (oHAa, a TakkKe TOCYIapCTBEHHBIMH OpraHamMd H JpYyTHMHU
OpraHM3alMsIMH 110 BOTIPOCaM B Ipenenax komneTeHuun Otaena;

8) mo TOPYYEHHIO pPYKOBOJCTBA U B COOTBETCTBUM C BHYTPEHHHUMH
HOPMATHUBHBIMHU JIOKyMEHTaMU TPEACTABIATh HHTepechl OOmecTBeHHOro (oHAa B
rOCy/IapCTBEHHBIX OpraHax, CTOPOHHUX OpPraHU3aIHsIX;

9) mpuHuMMaTh ywyacTHe B MpOrpaMMax, HaMpaBJICHHBIX Ha OOyYeHHeE,
NEPETIOATOTOBKY U MOBBIIIEHNE KBalU(puKanuu kaapoB OOIeCTBEHHOTO (POHa;

10) ocymiecTBisATh WHBIE IIpaBa, MPEIyCMOTPEHHbIE 3aKOHOAATEIbCTBOM
PecnyOmuku Ka3axcraH.

5. OTBEeTCTBEHHOCTH

10. Haganeauk OTnenna HeceT OTBETCTBEHHOCTD 34

1) HeHajyexaiiee  HWCIOJNHEHWE  WJIM  HEUCIHOJHEHHWE  JOJKHOCTHBIX
00sI3aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIEH HOTKHOCTHON MHCTPYKIIUEH;

2) mnpaBOHApPYILICHUS, COBEPIICHHBIE B MPOLIECCE CBOEH JIESITEIHHOCTH B
npejenax, YCTAHOBJICHHBIX aJMUHUCTPATUBHBIM, YTOJOBHBIM U TPakKIaHCKUM
3aKoHO1aTensCcTBOM PecryOnnku Kaszaxcran;

3) mpuunMHEeHHe MarepuaiabHOro yiepba OOmecTBeHHOMY (GOHIY B Ipenaenax,
YCTaHOBJICHHBIX TPYJAOBBIM 3aKOHOIaTeIbCTBOM Pecryonuku Kazaxcran;

4) coxpaHHOCTh JOKyMeHTanuu OOIIECTBEHHOTO (OHJIa B COOTBETCTBUHU C
JOJDKHOCTHOW ~ MHCTPYKIIMEH, TPYJOBBIM JOTOBOPOM M HMHBIMHU BHYTPEHHUMH
HOPMATUBHBIMH JIOKyMeHTaMu OO01ecTBEHHOTO (OH/A;

5) pasriamieHue CBeACHUM, UMEIOIIUX OTPAHUYEHUE JIOCTYNa U COCTABJISIFOLINX
CIIyKEOHYI0 WJIM MHYIO OXPAaHSIEMYIO 3aKOHOM TaiiHy, uH(popmaruu OOuIeCTBEHHOTO
boHaa, OTHECEHHOU K MH(POpMALIMKY KOHPUACHIIMAIBHOIO XapaKTepa;

6) Hapymenue IIpaBun TpynoBoro pacnopsimka OOmiecTBeHHOro (oHAa, UHBIX
BHYTPEHHUX HOPMATUBHBIX JOKYMEeHTOB O011eCcTBeHHOTO (hOHAA;

7) HapyuieHue  TpaBWJI ~ TEXHUKM  O€30MACHOCTH,  MPOTUBOMOKAPHOMU
0€30MacHOCTH W APYTHX MPaBWII, CO3JAIOLIUX YIpo3y AesTenbHOCTH OOUIECTBEHHOTO
dbonma u ero paboTHUKAM;

8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBUU c JIEUCTBYOLIUM
3aKOHOJATeIhCTBOM PecmyOnmku KaszaxcraHn, TpynoBBIM JTOTOBOPOM U WHBIMHU
BHYTpeHHUMU JokyMeHTamu OO1ecTBeHHOTO (DoHa.
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JlOIKHOCTHASI HHCTPYKIMS
Menenxepa OTaesa mo paccCMOTPEHMIO 3asiBOK M 00paleHuii

1. OO01Me noJIoKeHus

1. Hacrosimass nOmKHOCTHAsET HWHCTPYKIUS pa3paboTaHa B COOTBETCTBUHM C
3akoHoAaTenbcTBOM Pecnyosmuku Kazaxcran, YcraBom O® «KazakcTaH XalKbIHA»
(manee — OOmiectBennbIit houn), [lonoxxennem 06 OTaene Mo pacCMOTPEHUIO 3asBOK U
oOpamennii (nanee — OTaen) U IpyriMyA BHYTPECHHUMH HOPMATUBHBIMU JOKYMEHTaMHU
Oo6mecTBeHHOTO (QOHIA.

2. Hacrosmias  JOMKHOCTHAS ~ WHCTPYKIUS — OMPEACNeT  JOJDKHOCTHBIC
00sI3aHHOCTH, MpaBa U OTBETCTBEHHOCTh MeHeKepa OTaena.

3. Menemkep Ortnaena Ha3HayaeTcsd Ha JIOJHDKHOCTh M OCBOOOXKIAETCsl OT
TOJDKHOCTH  TipukazoM Ilpeacenarenss IlpaBiaeHus B THOpsAKe, OMNPEICICHHOM
3aKoHOAaTeNbCcTBOM PecnyOimku Kazaxcran o Tpyae ¥ BHYTPEHHUMH HOPMaTHBHBIMU
nokyMeHTamMu OO0IecTBeHHOTO (hOH/A.

4. Menemxep OTaena NoaUMHICTCS HEITOCPEACTBEHHO HavyalbHUKY OTaena.

5. Menemxkep Otnena B cBoei paboTe pyKOBOIACTBYETCS:

1) 3akoHOJATETbHBIMAU M HWHBIMH HOPMAaTHBHBIMH IIPABOBBIMH  aKTaMU
Pecniy6nmuku Kazaxcran;

2) VYcraBoM OOmecTBeHHOTO (POH/A;

3) Ilonoxenuem 06 OTAene U HACTOSIIEH JOMKHOCTHON MHCTPYKIIUEH;

4) npyruMu BHYTPEHHUMH HOPMATHUBHBIMU JOKyMeHTaMu (OOIIecTBEHHOTO
dbonna.

2. KBanupuxkauuoHHbIe TPeOOBAHUS

6. Menemxep Otnena JOJKEH COOTBETCTBOBATh CIEAYOLIUM
KBIM(PUKALMOHHBIM TPEOOBAHUSIM:

1) BbIcHIEe OOpa3zoBaHuUE;

2) oO0umuit ctaxk pabOThI MO CHENHATBHOCTH — HE MEHee 2-X JIET (B pa3IMuHbIX
chepax AesTeTbHOCTH);

3) OpennoYTHTENIbHO CTaX pabOThl B  CEKTOPE HEMPaBUTEIbCTBEHHBIX
opranuzanuii (HITO) ne menee 1 (oxHOr0) roaa.

7. Menemxkep OTaena J0JDKEH:

1) obnagaTh 3HAHUSIMH W HaBBIKAMH TPUMEHEHHUS HOPMATHUBHBIX TPABOBBIX
aKTOB B c(pepe OIarOTBOPUTETHLHOCTH U COITMATBLHOM TOMOIIIH;

2) obmagaTh 3HaHUSIMH ['pakTaHCKOTO W TPYAOBOro 3akoHomaTenbcTBa PK,
3aKOHO/IaTEJIbCTBA O OJArOTBOPUTEIBHOCTH, HEKOMMEPUYECKUX OpraHU3aIHsIX;



3) BiajeTb Ka3axCKUM SI3bIKOM JUIsl KOHCYJIbTUPOBAHMS 3asiBUTEIECH 10
BOIIPOCAM IOAA41 3asiBOK Ha MOPTAJE;

4) HaBBIKAMHU TOJIb30BAHMS COBPEMEHHOW OpPraHU3allMOHHOM TEXHUKOU U
OPUKIAAHBIMA ~ TPOTPAMMHBIMH ~ TPOJAYKTaMH, paboThl ¢  HHPOPMAIMOHHBIMU
CUCTEMaMHU, B TOM 4Hucie ¢ HUPPoBO MmIaThopMoi 1o MpueMy 3asBOK.

3. (I)yHKIII/II/I " J0JKHOCTHbBIC 00SI3aHHOCTH

8. B @pyHk1uu u nomkHocTHBIE 00s13aHHOCTH Menemxkepa OTiena BXOIUT:

1) ocyiecTBieHHE EPBUYHON MPOBEPKU U aHAJIM3a JOKYMEHTOB 3asBUTENICH Ha
COOTBETCTBHE B COOTBETCTBUM C BHYTPEHHUMHU HOPMATHUBHBIMU JOKYMEHTAMH
O6mecTBeHHOTO (HOHTA;

2) ocymiecTBiieHHe cOopa W 00paboOTKM HeoOxoaumou wuHGOpPMAIUU OT
3assBUTEIICH;

3) paccMoTpeHue oOpalieHud 1 3asBOK, mocTynarmux B O0mecTBeHHbINH (HOH/T
B COOTBETCTBHM C BHYTPCHHHMMH HOPMATHBHBIMH JOKYMEHTaMH (OOIIECTBEHHOTO
dboHna;

4) BemeHHE ydeTa M CHCTEMATH3allMd BCEX ITOCTYMAIONIMX 3asfBOK B OHJIAWH
CHUCTEME KOHTPOJS PACCMOTPEHHS MOCTyNUBIIUX B OOIIECTBEHHBIN (POHI 3aIBOK H
KOHTPOJIS 32 peajun3alyend 0JaroTBOPUTENBHBIX IPOTPaMM/IIPOCKTOB IO COCTOSTHUIO Ha
MEePBOE YMCIIO MECSIa CIETYIONIETO 32 OTYETHBIM MIEPHOJIOM;

5) moaroroBka JIOKyMeHTOB Ha [IpaBrneHue, WHBIX OPUAMYECKUX U
OyXTaJTepCKUX JOKYMEHTOB IO BOMpPOCaM OKa3aHUs aJpEeCcHOW TOMOIIM IO
uHuIMaTuBe wieHos [IpaBnenus;

6) TOArOoTOBKAa aHajiu3a I10 OJHOTUIIHBIM TIO COJIEPKAHUIO OTKJIOHEHHBIX
oOpamennit ®ouna ans nHGopmupoBanus pykoBojcTBa O6mecTBeHHOro GoH/A;

7) MOHUTOPHUHT PACCMOTPEHHUS 3asBOK, HampaBieHHBIX B LleHTp aHanm3a u
MIPOTHO3WPOBAHUS | B CIIydac BO3HUKHOBEHHS PHUCKa HAPYIICHUS CPOKOB, TOATOTOBUTH
JOKYMEHTBI 11 MHGOPMHUPOBAHUS YTPABIAIONIETO AWPEKTOpa MO MporpaMMaM U
npoektaMm OO111eCTBEHHOTO POH/IA;

8) oOecrieyeHHWE aHAJUTUYECKUX OTYETOB M0 TMOCTYMAIOUIMM 3asiBKaM U
oOpareHusIM QU3NICCKUX U FOPUINYECKUX JIUIT TT0 COCTOSTHHIO Ha ITSITOE YHCII0 MecsIa
CJIEIYIONIEr0 3a OTYETHBIM TMEpUOAOM i pykoBojacTBa DoHma, a TakkKe s
BimoueHuss B Otuer 3a momyroaue, ['omoBoit otuer OOmiecTBeHHOTo (oHma U
OKOHYATEJIbHBIN OTYET;

9) pa3paboTka BHYTPEHHUX HOPMATUBHBIX JOKYMEHTOB TIO BOIPOCAM,
Kacaronmxcs aesreabHoctu Otnena;

10) pabora ¢ paszpabounkamu 1UGPOBON MIATGOPMBI B YaCTH YIy4UIICHUS
dbyHKIIMOHAA TpreMa U 00pabOTKH 3asIBOK;

11) bopmupoBanrie  COOTBETCTBYIOIIMX  Hamok-perucrpoB  Ortenna B
cootBeTcTBMM ¢ Homenkmnarypoir men OOmecTBeHHOro (oHAa, MOATOTOBKA U
MoAIIMBKA JoKyMeHTOB Otnena it nepeaaun B apxup O61ecTBeHHOro GhoHAa;

12) BHeceHHE TPEIJIOKCHWH TIO  BOMpOcaM  YJIydllIeHUs  pabdoOThl U
b dexTuBHOCTH QYyHKIMOHANA;



13) cBoeBpemMeHHOE MHGOPMHUPOBAHKE 3aBUTENSL O pE3yJIbTaTaX pacCMOTPEHUS
3asIBKU UM OOpaIlieHHUs;

14) nanpaBieHue 3asBUTEN0O OOOCHOBAaHHOTO OTKa3a B NPEIOCTaBICHUU
0JIarOTBOPUTEIBHOM TIOMOIM B CJIy4a€ HECOOTBETCTBUSA 3agBOK U OOpalleHH
TpeOOBAHUSM, YTBEPKACHHBIM BHYTPEHHUMU JOoKyMeHTamMu O0111ecTBeHHOro POHIa;

15) oka3zaHue CONEWCTBHS 3asIBUTENIO JIs1 IPUBEACHUS 3asIBKH B COOTBETCTBHE C
TpeboBaHusiMU OO1IeCTBEHHOTO (POHAA;

16) moaroroBka OTBETOB Ha  mocTynaromyro B OtTnen  BXOJSAILYIO
KOPPECMOHEHIINIO;

17) opranm3ammsi BCTped, coBemanuii mo dyHknuoHany Otaena, BeIeHHE
MPOTOKOJIOB BCTPEY;

18) ucnosHeHHE TOPYYEHUM PYKOBOACTBA B COOTBETCTBUU C BHYTPEHHUMH
nokymeHTamu O011ecTBeHHOTO (POH/IA;

19) coOmroneHue TpyA0BOM U MPOU3BOACTBEHHOM AUCIUIUIMHBI, IPABUI U HOPM
OXpaHbl TpyJla, TpeOOBaHUN MTPOTUBOIIOKAPHOU OE30MTACHOCTH;

20) mnoBbIlIeHHE TPO(PECCHOHATBLHOTO YPOBHS IyTeM caMooOpa3oBaHMs,
U3YYEHUS TIEPEIOBOIO OTEUECTBEHHOTO U 3apyOEKHOTO ONBITA U T. 1.;

21) ocyiiecTBieHWE  HWHBIX  (YHKIUW, BBITEKAIONIMX W3  HACTOSIIEH
JOJDKHOCTHOW — MHCTpyKumu, Ilomoxkenus 006 Otaene W MHBIX  JOKYMEHTOB
O6miecTBeHHOTO (hOHTA.

4. IIpasa

9. Menemxkep OTaena UMEET MPaBo:

1) 3HAaKOMUTBCS C peleHUusAMH pyKoBojcTBa OOmecTBeHHoro ¢GoHa,
KACarOIIMMHUCS €ro JesTeIbHOCTH;

2) BHOCUTHb NPEMJIOKEHHS [0 COBEPUICHCTBOBAHUIO pPaOOThI, CBA3aHHON C
MPEeAYyCMOTPEHHBIMHU HACTOSIIEH JOPKHOCTHON MHCTPYKIIMEH 00SI3aHHOCTSIMU;

3) coobOmarTe HENOCPEJCTBEHHOMY PYKOBOJMTENI0 000 BCEX HEIOCTAaTKax B
nestenpHOCTH OOMecTBEeHHOTO (OHMA, BBISABICHHBIX B TPOIECCE OCYIISCTBICHUS
CBOMX JIOJDKHOCTHBIX O0SI3aHHOCTEH W BHOCUTD MPEIOKECHHS TI0 UX YCTPAHEHUIO;

4) 3ampamuyBaTh W MOJy4YaTh y CTPYKTYPHBIX TOJApa3IeicHUN M PabOTHUKOB
O6mecTtBeHHOro (oHaa MHGOPMAIIUIO U TOKYMEHTBI, HCOOXOUMBIC JJIsI BBITTOJTHCHUS
€ro JOJIKHOCTHBIX O0S3aHHOCTEH;

5) npuHMMaTh y4yacTMe€ B IIporpamMMax, HampaBlICHHbIX Ha O0O0yueHue,
MePErnoIrOTOBKY U MOBBINICHUE KBamuukauu kaapos OOiecTBeHHOro (hoHa;

6) 3HaKOMHUTBCS C TMPOEKTaMU JOKyMeHTOB OOmiecTBeHHOTO  (poHIa,
KaCaroIINXCS €T0 JIeATeTbHOCTH;

7) TPOBOAUTH KOHCYJbTAIlMU CO CTPYKTYPHBIMU  TOAPA3ACICHUSIMH U
pabotHukamu OOmiecTBeHHOro (OHIA, a TaKKe TOCYJapPCTBEHHBIMH OpPTaHAMH H
JPYTUMHU OpTaHU3AIMUSIMH TI0 BOITPOCAM B Tpe/eiaxX ero KOMICTCHITUY;

8) Mo TMOpydYeHWI0 pPYKOBOACTBA W B COOTBETCTBHM C BHYTPCHHHUMH
HOPMATHBHBIMH JIOKYMEHTAMH TIPEJICTaBIATh HHTepechl OOmecTBeHHOro ¢GoHma B
rOCyJapCTBEHHBIX OpraHax, CTOPOHHUX OpPTaHHU3aIUsIX;



9) ocylecTBisATh HWHbIE MpaBa, MPEIYCMOTPEHHBIE 3aKOHOJATEIHLCTBOM
Pecny6nuku Ka3zaxcras.

5. OTBeTCTBEHHOCTH

10. Menemxep OTaena HeceT OTBETCTBEHHOCTb 3a:

1) HeHamnexamiee  WMCIONHEHWE  WJIM  HEUCHOJHEHUE  JIOJDKHOCTHBIX
00513aHHOCTEM, IPEyCMOTPEHHBIX HACTOSAIIEH TOJPKHOCTHON MHCTPYKIMEH;

2) mpaBOHApyLIEHMs, COBEpPILUECHHbIE B IIPOLECCE CBOEH JESATEIBHOCTH B
npenenax, YCTAHOBJICHHBIX aJMMHHUCTPATHBHBIM, YIOJOBHBIM U  TPaXKIaHCKUM
3akoHoarenbcTBOM PecryOmuku Kaszaxcran;

3) npuunHeHHe MaTepuaigbHOro ymepdba OOmecTBeHHOMY (OHAY B Mpeielnax,
YCTaHOBJIEHHBIX TPYOBBIM 3aKOHOAaTeIbCTBOM Pecniybnuku Kasaxcran;

4) coxpaHHOCTh nokyMeHTanuu OOIecTBEHHOTO (OHIA B COOTBETCTBHHU C
JOJDKHOCTHOW ~ MHCTPYKIIMEH, TPYAOBBIM JOTOBOPOM M HWHBIMH BHYTPECHHUMH
HOPMATUBHBIMH JJOKyMeHTaMu OOuiecTBeHHOTO (HOHAA;

5) pasriameHue CBEICHUN, UMEIOIIUX OTPaHUYEHHE JTOCTYNA U COCTABISIOIINX
CIlyKEOHYI0 WJIM MHYIO OXPAaHSIEMYIO0 3aKOHOM TaiiHy, uH(popmaruu OOUIeCTBEHHOTO
dboHaa, OTHECEHHOU K MH(POpMALIK KOHPUAECHIIMATBHOTO XapaKTepa;

6) napymenue [IpaBun TpyaoBoro pacnopsiaka OOIIeCTBEHHOTO (OHJA, UHBIX
BHYTPEHHUX HOPMAaTUBHBIX JOKYMEHTOB OOLIECTBEHHOTO (hOHIA;

7) HENpUHATUE MEpP IO MPECEUEHUIO BBIABICHHBIX HApYIIECHUHN MPAaBUII TEXHUKU
0€30MacHOCTH, MPOTHUBONOKAPHOM OE30IaCHOCTH W JPYIHX MpaBWil, CO3JAIOLINX
yrpo3y aestenbHocTu O01ecTBeHHOro (JoHIa U €ro pabOTHUKAM;

8) uHyIO OTBETCTBEHHOCTh B COOTBETCTBUU C JEHUCTBYIOIUM
3akoHoAarenbcTBOM PecnyOmuku Ka3zaxctaH, TpyZnOBbIM JIOTOBOPOM U HUHBIMH
BHYTPEHHUMHU JOKyMeHTamMu OO11ecTBEHHOTO (POHa.
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JosKHOCTHASE HHCTPYKUUA
PyxkoBoautess LleHTpa mo ynpasjeHu0 nporpaMmMamMu M NpoeKkTamMu B cepe
31PABOOXPAHEHMS U COLMAJIbHON MOAAEPKKH

1. O0mmue mMoJI0KEeHUus

1. Hacrosimass n0omKHOCTHAsET HWHCTPYKIUS pa3paboTaHa B COOTBETCTBUM C
3akoHoAaTenbcTBOM Pecnyosuku Kazaxcran, YcraBom O® «KazakcTan XalKbIHA»

(mamee — OOmectBeHubit ¢Goua), Ilomoxkennem o llenTpe 1O ympaBiIeHUIO
nporpaMMaMd M TPOCKTaMH B cdepe 3ApaBOOXPAHEHHS] W COIMAIBLHOW IOIIEPIKKH
(mamee — lleHTp) W JApyrMMH BHYTPEHHUMH HOPMATUBHBIMU JOKYMEHTaMH

O6mecTBeHHOTO (POHIA.

2. Hacrosimass  MO/DKHOCTHAsE ~ MHCTPYKIUSL — OMpEAeNsieT  JOJDKHOCTHBIC
00s13aHHOCTH, MpaBa U OTBETCTBEHHOCTh pykoBoauTess L{eHTpa.

3. PyxoBoautens llenTpa Ha3zHauaeTcss Ha JOJKHOCTh M OCBOOOXKIAETCSA OT
TOJbKHOCTH  mipukazoM Ilpencenartenst IlpaBieHus B mopsigke, OMNpPENEICHHOM
3aKkoHoAaTeNbCcTBOM PecnyOnuku Kazaxcran o Tpyne v BHYTPEHHUMH HOPMaTHUBHBIMU
nokymeHTamu O01iecTBeHHOro GoHaa.

4. PyxoBomutens lLleHTpa mOAYMHSAETCS HEMOCPEICTBEHHO Y NPABIAIOIIEMY
JUPEKTOPY MO MPOrpaMMaM U MPOEKTAM.

5. PykoBoautens LlenTpa B cBOEH paboTe pyKOBOJACTBYETCS:

1) 3akoHONATETBHBIMH ¥ HWHBIMAU HOPMATHUBHBIMU TPABOBBIMH  aKTaMU
Pecny6nuku Kazaxcran;

2) YcraBoM O6miecTBeHHOTO HOH/A;

3) Ilonoxenuem o LleHTpe 1 HACTOSIIEH TOPKHOCTHOM UHCTPYKITUEH;

4) npyruMu BHYTPEHHUMU HOPMAaTUBHBIMH JOKyMeHTamMu OOIeCTBEHHOIO
dbonna.

2. KBanupuxkauuoHHbie TPeOOBaAHUS

6. PykoBogutens  lLleHTpa ~ nHOKEH  COOTBETCTBOBATh  CIIEAYIOIIUM
KBATM(PUKAIIMOHHBIM TPEOOBAHUSIM:

1) Beicmiee MO0  TOCIEBY30BCKOE€  OOpa3oBaHUE MO  CHEIUATbHOCTH:
3/paBOOXpaHeHue U (UK) colnanbHas cepa, JKOHOMHUKA U (WIIM) MEHEKMEHT;

2) crax paboThl B 00JACTH 3APaBOOXPAHEHHUS, MEHEKMEHTa, COIUAIbHOU
chepbl — He MeHee 5 (TISITH) JIET, B TOM YKCJI€ Ha PYKOBOJSIIEH TOHKHOCTH — HE MEHEe
3 (Tpex) JeT, MpearnoUYTUTENHHO HATMYHE OTBITA YIIPABICHUS IPOCKTAMH,

3) TOpeAamoYTHTETHHO HAJIM4YHUe cepTuuKaToB 0 TIPOXOXKICHUN
COOTBETCTBYIOIIMX KYPCOB WM MPOQPECCHOHATBHON CepTU(PUKALNU, B TOM YHCIE TI0
IPOEKTHOMY MEHEIKMEHTY.



7. Pykooautens LlenTpa gomkeH 001a1ath:

1) 3HaHUAMHM W HaBbIKAMU TPUMEHEHHS HOPMATHBHBIX IPABOBBIX aKTOB B
coIMaIbHOM 00J1aCTH, MPOEKTHOTO MEHEPKMEHTA B COIMaIbHOM cdepe;

2) 3HaHusMu  ['paxkmanckoro W TpyJIoBOro  3akoHogaTenbcTBa  PK,
3aKOHOJATEILCTBA O 0JIArOTBOPUTEIBLHOCTH, HEKOMMEPUYECKUX OpPraHU3AIUX;

3) HaBBIKAMHM aHAIW3a W CHCTEMaTW3aluu WHPOpMAIMH, pa3padOTKu
METOJIOJIOTUYECKUX U HOPMATUBHBIX TOKYMEHTOB.

3. (I)yHKIII/II/I " J0JKHOCTHbBIC 00SI3aHHOCTH

8. B dbyHKuMM U 1OJKHOCTHBIE 00s13aHHOCTH pyKoBoauTess LleHTpa BXoauT:

1) obecrieueHue BBIMONHEHUS 33724 U QYyHKUUMN, onipeaesieHHbIx [lonoxenueM o
IlenTpe;

2) CBOEBPEMEHHOE M KauyeCTBEHHOE MPOBEACHUE SKCIIEPTH3BI U 0TOOpA 3asiBOK B
chepe 3ApaBOOXpaHEHUS] U COIMATBHON MOAAECPKKHU, MOCTyNUBIIUX B OOIIECCTBEHHBIN
(on;

3) opranuzauus pa3pabOTKU H  CTPYKTYPUPOBAHHS  OJIarOTBOPUTEIBHBIX
IpOrpamMM M MPOEKTOB B c(pepe 31paBOOXpPAaHEHUS U COLIMAIBHON NOIIEPIKKH;

4) KOHTpOJIb 3a MPEJOCTABICHUEM OTBETA O PE3yJbTaTaX PacCMOTPEHUS 3asBOK,
OTHOCSIILIUXCSI K KaTeropuu YTBEP)KIACHHBIX MPOrpaMM/IpOEKTOB, B CHUCTEME
atamekenim.kz 1ubGo HampaBIeHHWEM OTBETa 3aABUTENIO0 IOCPEICTBOM CHUCTEMBI
3JIEKTPOHHOT'O IOKYMEHTO000POTa;

5) KOHTpOJb 3a MOATOTOBKOW 3aK/IIOUEHUS 00 aKTyalbHOCTH IpeasiaraeMoi
IPOrpaMMBbI/IIPOEKTa MCXOJ W3 aHaJM3a MMEIOIIMXCS MpoOJieM B COOTBETCTBYIOIIEH
chepe;

6) KOHTpOJb 32 pa3pabOTKOIl CUCTEMBI MEp IMPOrpaMMBI/IPOEKTa C YKa3aHUEM
CPOKOB U MOPSIIKA OCYUIECTBICHUS IPOrPAMMBI/TIPOEKTA;

7) opranuzamusi paboOThl MO pa3pabOTKe W ToAMNMCaHWIO MeMopaHayma U
JloposKHOWM KapThl MO peau3alii MPOrpaMMbI/TIPOEKTa B CPOK, YTBEP>KIECHHBIN
BHYTPEHHUMHU HOPMATUBHBIMHU JTOKyMeHTaMu OOIeCTBEHHOro (POHA, COBMECTHO C
YTBEPKJICHHbIMU (OHAAMHM - TIApTHEpAMU W/WJIM OIlepaToOpaMy MPOEKTa U JPYTUMU
YYaCTHHKAMU MPOrPaMMBbI/TIPOEKTA MPU HX HAIUYUU B cepe 3apaBOOXpAHEHUS U
COLMAJIBHOMN MTOIIEPKKH;

8) opraHuzauuss paboOTbl 1O  MPOBEACHHUIO  BBIOOpAa  MOTEHIMAJIBHBIX
MOCTABIIMKOB O OJATOTBOPUTENIHHON MPOTrpaMMeE/TIPOCKTy B chepe 3paBOOXpaHEHUS
U COLUMAJIbHOM NOIJIEPKKM HAa OCHOBE IIOJIXOJOB, YTBEP)KICHHBIX BHYTPECHHUMH
HOPMATUBHBIMH JIOKyMeHTaMu OO01iecTBEeHHOTO (HOH/A;

9) opranuzanmss  NOArOTOBKM M COINIACOBAHHUA  CO  CTPYKTYPHBIMHU
nonpaszaeneHusiMu - OOmecTBeHHOro (OHAAa MPOEKTOB JOrOBOPOB IO  OKAa3aHHUIO
0JIarOTBOPUTEIBHOM  TMOMOIIM, MO OKa3aHUIO aJpecHol mnomMomm B  cdepe
3/IpaBOOXPAHEHUS U COLUATIbHON MOIIEPIKKHU;

10) KOHTpOJH 3a BHECEHHMEM Ha PErUCTPALMIO MOAMMCAHHBIX JIOTOBOPOB B
OTtaen OyXraJITepcKOro y4era i OT4YETHOCTH;

11) KOHTpPOJAHL 3a MCHOJIHEHHEM TOJIMUCAHHBIX JIOTOBOPOB B  YacTu
CBOEBPEMEHHOCTH 3aKJIIOYEHHUS] JIOTOBOPOB, HAJIMYUSA BCEX MPaBOYCTAHABIMBAIOLIUX
JIOKYMEHTOB IOCTaBUIMKOB, HAJMYME CYETOB K OIUIATE, AKTOB NIpHEMa-Neperayud u
JIPYyTrO OTYETHOCTH, ITPETYCMOTPEHHON JOTOBOPOM;



12) KOHTpOJL 3a CpPOKaMHM pealu3alid TMpPOEKTa B COOTBETCTBUM C
YTBEPXKJIECHHON OJaroOTBOPUTEIIBHOM MporpaMMoi/mpoekToM, JloposkHOM KapToit
peanu3anuy MporpamMMbl/mpoekTa B cdepe 3ApaBOOXpaHEHUS U COLHUAIBHOU

TIOJIJICPIKKH;

13) MOHHUTOPHUHT u KOHTPOJIb peanu3aium OJIarOTBOPUTEITBHBIX
IPOrPaMM/TIPOCKTOB, aJPECHON ToOMOIM B cepe 3ApaBOOXpaHCHHUS W COMUAITBLHOMN
TIOJIICPIKKH;

14) xoHTpOJL 3a (POPMHUPOBAHHUEM U BEACHHEM J0CHhE OJaroTBOPUTEIHHOTO
MIPOEKTa/0JIarOTBOPUTEIHLHON MPOTpaMMbl B cdepe 3ApaBOOXPAHEHUS W COIMAIBHOMN
MO/IJICP>KKH B COOTBETCTBUU C MHCTpyKIHEH Mo BeIEHUIO TO0ChE TPOTPAMMBI/TIPOEKTA;

15) obecneuenue popmupoBanus [lnana meponpusTuii Mo 0J1aroTBOPUTEIHLHOM
IIPOrpPaMMe/TIPOCKTY B cepe 3ApaBOOXPAHEHUS U COITUATBHON MOAICPKKH;

16) KOHTpOJL 3a CBOEBPEMEHHBIM (OPMHUPOBAHUEM 3asIBOK Ha IUIATEXKHU IO
aJipeCHOM MOMOIIM M 3aKJIIOYEHHBIM JIOrOBOpaM Ha OKa3aHue OJIaroTBOPUTEIHHOU
MIOMOIIIY;

17) KOHTpPOJAH TMOATOTOBKM OTYETOB O pealu3ali  OJaroTBOPUTEIIbHBIX
IporpamMM U MPOEKTOB B chepe 31paBOOXpaHEHUS U COLIMATIBHOMN TOIIEPIKKH;

18) opranuzanus TPOBEACHHUS 3acedaHUil DKCIEPTHBIX KOMHUTETOB MpHU
OO6miecTBeHHOM (OHJE;

19) koopauHanus MOJATOTOBKM MAaTEpHAJIOB [0 BOMPOCAM IOBECTKHU JTHS
3acefaHusl DKCIEPTHBIX KOMUTETOB Mpu OOIIECTBEHHOM (POHJIE;

20) dopmupoBaHue AOKYMEHTOB IO KommeTeHIMu LleHTpa s paccMOTpeHus
[IpaBnenuem u [loneunTenbCKUM COBETOM;

21) KOHTpPOJL 3a BEICHHEM YyueTa W CHUCTEMAaTH3allMM BCEX IMOCTYMAOIINX
3asiBOK W YTBEPKICHHBIX TPOTPAaMM/IIPOCKTOB B OHJIAWH CHCTEME KOHTPOJS 10
paccMOTpeHHi0 mocTynuBmIMX B OOIIECTBEHHBI (OHJ 3asBOK M 00ECIEYEHUIO
KOHTpPOJISL 3a peaju3anueid O0JaroTBOPUTENBHBIX MPOTPaAMM/TIPOCKTOB HA PETYJISIPHOMN
OCHOBE 10 COCTOSIHUIO Ha MEPBOE YMCIIO MECSAIIA CJIEIYIOIIETO 32 OTYETHBIM IEPUOIOM;

22) oOecrieyeHUE KOHTPOJIS 3a AKTyaJIbHOCTBIO U CBOEBPEMEHHOCTHIO
UCIIOJIHEHUS Pa0OTHUKAMH BBEPEHHOTO TMOpa3ieieHus] (YHKIIMU 0 BEJCHUIO OHJIAMH
CUCTEMBI KOHTPOJIS TIO PACCMOTPEHUIO MOCTYyNHUBITNX B OOIIECTBEHHBIN (POH]T 3a5BOK U
00ecIeyeHnI0 KOHTPOJIA 3a peaau3alrei 0J1aroTBOPUTENbHBIX IPOTPaMM/TIPOEKTOB;

23) yuactue B pabore Komwurera mo paccMOTpEHHMIO MOCTYNUBIIUX 3asBOK B
OO61ecTBeHHbIN (POHJ HA pa3pabOTKy HOBOW MPOTrPaMMBbl/IIPOEKTA;

24) KOHTpPOJIb MOATOTOBKH OTYETOB O PEAM3AIUH MTPOCKTOB U MPOTPaMM, B TOM
yyuciae B paMKax MOHUTOPMHIA KayecTBa pealu3alli MpOTrpaMM/IPOEKTOB, O
peann3anuu aapecHOr NOMOIIM ISl BKIIIoUeHUs B OTUeT 3a monyroaue, ['0qoBon oTyer
OO6miectBeHHOr0  (OHJIAa UM OKOHYATEIBHBIM  OTYET 1O  OJaroTBOPUTEILHOU
IPOrpamMMe/TIPpOeKTy B cepe 3ApaBOOXPAHEHUS U COITUATBHON MOANCPKKU;

25) opraHuzanus TOATOTOBKM W HANpPaBJICHHWS HAa PACCMOTPEHHUE OT/eNna
OyXTalTepCKOTO ydeTa U OTYETHOCTH, BHyTpeHHero ayauTopa OOmiecTBeHHOrO (hoHIa
OKOHYATEJTFHOTO OTYETAa O peaM3allii TNPOEKTa U JOChE MPOTPAMMBI/TIPOCKTA IO
3aBEPIICHUIO OJIATOTBOPUTEIHLHOM MPOTPAMMBI/TIPOSKTA ISl TTOCJIETYIONIET0 BHECCHUS
C 3aKJIFOUCHHEM BHYTPEHHETO ayAuTOpa Ha 3acefanue [lonmeuntensckoro coBera;

26) opraHuzamusi ~ pasMmenieHuss Ha  caite  OOmecTBeHHOro  (oHaa
OKOHYATEJIBbHOTO OTYeTa MO MporpamMMe/NpoekTy B cdepe 3ApaBOOXpaHEHUS U
COLMATIbHOM TIOIIEPIKKH;



27) obecrieueHre nepeavu JA0Che 3aBEPIICHHON MPOTrPaMMBI/IIPOEKTa BMECTE C
onuchblo, BbIMUCKOM u3 IIporokonoB 3acemanusi IlpaBnenuss u Ilomeuutensckoro
COBETA, 3aKJIIOYEHHEM BHYTPEHHEro ayautopa B Ciry0y KOPIOPaTUBHOTO yIPABICHUS
B DJICKTPOHHOM 3alllMIeHHOM ¢dopmare Ha XpaHeHHe (B apXuB) B COOTBETCTBUU C
aKTOM IIpHeMa-Tepeaun;

28) opraHuzanys B3aUMOJACHCTBUS C rocynapcTBeHHbiMU opranamu, HIIO,
0JIarOTBOPUTEIBLHBIMU OPTraHU3ALMSIMU, UHULIMATOPAMH MPOEKTOB U IIPOTPaMM;

29) opraHuzaiusi B3aUMOJECHUCTBUSI C IEHTPAJIbHBIMU TOCYAapCTBEHHBIMU
OpraHamM, = MECTHBIMH  HUCIHOJHUTEIBHBIMU  OpraHaMHu,  IOJBEIOMCTBEHHBIMU
OpraHM3alMsIMH  YIOJHOMOYEHHOTO  oprana B cdepe  3ApaBOOXpAaHEHUS,
OOIIECTBEHHBIMHU OpPraHMU3AIMsIMH U APYTUMHU CTEHKXOJAEpaMU B paMKax pealu3aluu
3a7a4 10 JICYCHUIO 32 pyOekoM U JIeKapCTBEHHOMY 00€CIIEUeHHUIO;

30) npencraBnenue wuHbopmanuu 10 KomnereHuuu llentpa B CiyxOy
KopriopaTtuBHoro ympasieHus (PR-meHemxepy) mig mnyOnMkanud Ha  calTe
OO6mecTBeHHOTO POHIIA;

31) mnpencraBieHre HHTEpecOoB lLleHTpa BO B3aMMOOTHOLIECHUSIX C JAPYTUMU
CTPYKTYPHBIMH TTOfpa3aeneHusiMu O01ecTBeHHOro PoHIa;

32) BHeceHue Ha paccMmotrpenue IlIpencenmarens IlpaBnenuss u IlpaBneHus
OO6miecTBeHHOr0 (DOHJA MPEIJIOKEHUM IO BOMPOCAM, BXOJAIIUM B KOMIIETCHIIUIO
[lenTpa;

33) pa3paboTka BHYTPEHHHX HOPMATHBHBIX JOKYMEHTOB IO BOMIpOCaM
nearenbHocTH LlenTpa;

34) pykoBoactBo  pabotoit  Ilentpa, opranuzamus  pabotel  LleHtpa,
pacnpeneneHue BXOIAIIEN KOPPECTOHACHIINM, 3aJaHUi U TTIOPYUYEHU HA WCIIOJHEHUE
pabotHukam LleHTpa, OCyIIECTBIEHHE KOHTPOJS 3a HMX MCIOJHEHUEM, a TaKkKe
YTBEP)KJICHUE WHAMBUAYaJbHOTO IJJaHAa paboThl HA KBapTajll MU YCTAHOBJICHUE
pexkoMeHayemMoro kKodhduimenTa mpeMUpOBaHMUs O WTOTaM KBapTaja paOOTHUKAM
IlenTpa;

35) pa3paboTka MNpenIOKEHUH II0 COBEPIICHCTBOBaHWIO paboThl lleHTpa H
Oo6mmecTBeHHOTO POHIIA;

36) WCMNOJHEHHE NOPYYEHUW PYKOBOJACTBA B COOTBETCTBUM C BHYTPEHHUMH
HOPMATUBHBIMH JJOKyMeHTaMu OO0uiecTBeHHOTO (HOHAA;

37) obecrnieyeHue OpraHu3alMyd B3aUMO3aMEHSIEMOCTH MEXAy paOOTHUKaAMU
[lenTpa;

38) coOnroaeHue Tpyi0BOM U MPOU3BOJICTBEHHON NUCLMIUIMHBI, TPaBUI U HOPM
OXpaHbl TpyJa, TpPeOOBaHUI MPOTUBOMOXKAPHOU OE30IIACHOCTH;

39) pyxoBoacTBo padotoii IleHTpa, miaHupoBaHue ero pabOThl, pacipeaciCHIE
BXOJSIIEH KOPPECHMOHICHUIMH, a TaKXKe 3aJaHhi W TOPYYCHUHW Ha WCIOJHECHUE
pabotHukam LleHTpa, ocyiecTBieHne KOHTPOJIS 32 UX UCTIOTHEHUEM;

40) ocymiecTBIEHWE UWHBIX  (QYHKIMHA, BBITEKAIOMIMX W3  HACTOSIICH
JOJDKHOCTHOW ~ HMHCTpyKuMH, llonoxkenus o LleHTpe ©W  HMHBIX JOKYMEHTOB
Oo6mecTBeHHOTO (POHIA.

4. IIpasa

9. PykoBoautens LleHTpa uMeer npaBo:



1) 3HaKOMUTBCA C peleHusAMH pykoBojcTBa OOmecTBeHHoro ¢GoHaa,
npoekTamu J10KkyMeHToB OO1iecTBeHHOro (hoHa, Kacaroluxcst komnereHuuu Llenrpa;

2) BHOCUTHb pyKoBOACTBY OOIIECTBEHHOTO (POHJA MPOEKThl JIOKYMEHTOB IIO
BOIIPOCaM, OTHECEHHBIM K KOMIIETeHIMU LleHTpa, NpemiokKEeHUs O MOOLIPEHUU H
JTUCUUTIIMHAPHON OTBETCTBEHHOCTH paboTHUKOB LleHnTpa;

3) BHOCUTH MPEIJIOKEHHUS IO COBEPIICHCTBOBAHUIO pPAOOTHI, CBSA3aHHOW C
MPEAYyCMOTPEHHBIMHU HACTOSIIEN JOJKHOCTHOM MHCTPYKIIMEH 00SI3aHHOCTSIMU;

4) cooOmaTs HEMOCPEICTBEHHOMY PYKOBOJIUTEII0 000 BCEX HEIOCTaTKax B
nesitenbHocTH  OO0mecTBeHHOT0 (DOHAA, BBISBICHHBIX B TPOIECCE OCYIIECTBICHUS
CBOMX JIOJKHOCTHBIX OOS13aHHOCTEN U BHOCUTD MPEIIOKEHUS IO UX YCTPAHEHUIO;

5) naBaTh MOpPYYEHHs B Mpeenax CBOEW KoMIETeHIHMH paboTHukam lleHTpa,
00s13aTeIbLHBIC JIJIS HCIIOJTHCHUS;

6) 3ampamuBaTh M MOJy4YaTh OT CTPYKTYPHBIX MOJApa3/ieeHud U pabOTHUKOB
Oo6mectBeHHoro  ¢oHAa  HEOOXOAMMbBIE  JIOKYMEHTHI  JJIE  OCYUIECTBJICHUS
BBINICYKa3aHHBIX (PYHKIIUN U 00A3aHHOCTEH;

7) OpOBOAUTH  KOHCYJbTallMM  CO  CTPYKTYPHBIMH  MOJAPa3JEICHUSIMU
OOwecTBeHHOro (OHAA, a TakkKe TOCYJIapCTBEHHBIMH OpraHamMd M JpyrUMHU
OpraHu3alysMU [10 BOIIPOCaM B Ipezenax koMmrereHunu Llenrpa;

8) MO TMOpPYYEHUIO PYKOBOACTBA MU B COOTBETCTBUM C BHYTPECHHUMH
HOPMATUBHBIMH JOKYMEHTAMH MpPEACTABIATh HHTepechl OOlecTBeHHOro (GoHaa B
rOCyJapCTBEHHBIX OpraHax, CTOPOHHUX OpraHU3alusiX;

9) nmpuHuMaTh yuyacT€ B IporpaMMax, HalpaBlICHHbIX Ha O0O0y4YeHue,
NEPENoAroTOBKY U MOBBIIICHHE KBaTUpuUKau kagpos OO1ecTBeHHOro (hoHa;

10) ocyumiecTBisTh HHBIE MpaBa, PEIYyCMOTPEHHbIE 3aKOHOAATEIHbCTBOM
Pecny6muku Ka3zaxcras.

5. OTBeTCTBEHHOCTH

10. PyxoBoautens LleHTpa HECET OTBETCTBEHHOCTH 34!

1) Henamyiexaiiee  UCIOJHEHHWE  WJIM  HEHUCIOJHEHUE  JIOJHKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIEH HOTKHOCTHON MHCTPYKIIUEH;

2) mnpaBOHApPYILIECHUS, COBEPIICHHbIE B MPOLIECCE CBOEH JIESITEIHHOCTH B
npenenax, YCTaHOBJIEHHBIX aJMHUHUCTPATUBHBIM, YTOJOBHBIM U  TPaXKIaHCKUM
3aKOHOJaTeILCTBOM Pecnybnuku KazaxcraH;

3) mpuuMHEeHHe MarepuaibHOro yiepba OOmecTBeHHOMY (GOHIY B Tpenenax,
YCTaHOBJICHHBIX TPYJAOBBIM 3aKOHOIaTeICTBOM Pecrybnuku Kazaxcran;

4) coxpaHHOCTh AoKyMeHTamuu QOOIecTBeHHOro (oHJa B COOTBETCTBUH C
JOJDKHOCTHOW ~ MHCTPYKIIMEH, TPYJOBBIM JOTOBOPOM M HMHBIMHU BHYTPEHHUMH
HOPMATUBHBIMH JIOKyMeHTaMu OO01iecTBEHHOTO (hOH/A;

5) pasriamieHue CBeACHUM, UMEIOIIUX OTPAaHUYEHUE JTOCTYyNa U COCTaBJISIFOIINX
CITY>KEOHYI0O WJIM MHYIO OXpaHsSEeMYyI0 3aKOHOM TaiHy, uHpopMamnuu OOIIeCTBEHHOTO
dbonma, OTHECEHHOM K MHGOpMALKY KOHPUACHIIMAIBHOTO XapaKTepa;

6) Hapymenue IIpaBun TpynoBoro pacnopsimka OOmiecTBeHHOro (GoHAa, UHBIX
BHYTPEHHUX HOPMATHUBHBIX JOKyMEeHTOB O0I11eCTBEeHHOTO (hOoHAA;

7) HapyuieHue  TpaBWJI ~ TEXHUKHM  O€30MacCHOCTH,  IPOTUBOMOKAPHOMU
0€30MacHOCTH W APYTUX MPAaBWII, CO3JAIONIUX YIpo3y AesaTenbHOCTH OOIIECTBEHHOTO
dbonma u ero paboTHUKAM;



8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C JEHUCTBYIOIIUM
3aKoHOJATeNbCTBOM PecryOnuku KazaxcraH, TpynoOBBIM JOTOBOPOM U HHBIMHU
BHYTPEHHUMHU JoKyMeHTamu OO11ecTBEHHOTO (DoHa.
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O® «KazakcraH XaaKbIHA»
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Jo5KHOCTHASL HHCTPYKUUA
CTapuIero NpoeKTHOro MeHemaxepa LleHTpa mo ynpasJjieHHIO IPOrpaMMaMu M
npoekTamu B cdepe 31paBOOXPAHCHUA U COUUAIBLHON MOJACPKKHU

1. O01mme mMoJI0KEeHUus

1. Hacrtosmas AOMKHOCTHAsT WHCTPYKIUS pa3paboTaHa B COOTBETCTBUU C
3akoHojaTeabcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «Ka3zakcTtaH XaJIKbIHa»
(manee — OOmecTBeHHbIN Poun), [Tonoxenuem o LlenTpe no ynpapieHuto nporpaMmmamMmu
U MIPOEKTaMHU B c(epe 31paBOOXpaHEHUS U COLMAIbHON noaaepxku (nainee — Llentp) u
JPYTUMU BHYTPEHHUMH HOPMATUBHBIMU JOKyMeHTamMu O011ecTBeHHOro (poHIa.

2. Hacrosimias  OMKHOCTHAsE  WMHCTPYKIUSL — ONpENENseT  JOJKHOCTHBIC
00513aHHOCTH, MpaBa U OTBETCTBEHHOCTh CTapIlIEro MpPOeKTHOro Menekepa Llenrpa no
YOPABJICHHUIO MPOrpaMMaMy M MPOEKTaMH B cdepe 3ApaBOOXPAHEHUS M COLMAIBHON
noasepxku (npanee - Ctapiinii MpOEKTHBINA MEHEIKED).

3. Crapmmii 0OpOEKTHBIM MEHEKEp Ha3HayaeTrcss Ha  JIOJDKHOCTh W
ocBOOOXKIaeTca OT HOobKHOcTH mpukasoM llpencemarens IlpaBnenuss B mopsizke,
OIpPEJENIEHHOM 3aKoHOoAaTenbcTBOM PecnyOnuku Kazaxcran o Tpyae M BHYTPEHHUMH
HOPMATUBHBIMH JTOKyMeHTaMu OO01iecTBEHHOTo (GOH/A.

4. Crapmmi IPpOEKTHBIM MEHEKED MMOJUMHAETCS pyKoBoauTeNO L{eHTpa.

5. Crapmmii npoeKTHBIN MEHEHKEP B CBOeH paboTe PyKOBOJICTBYETCS:

1) 3akoHONATEIBHBIMH ¥ HWHBIMAU HOPMATHUBHBIMH TIPABOBBIMH  aKTaMU
Pecniybnmuku Kazaxcran;

2) YcraBoM O6miecTBeHHOTO HOH/A;

3) Ilonoxenuem o LleHTpe 1 HACTOSIIEH TOPKHOCTHOM UHCTPYKITUEH;

4) npyruMu BHYTPEHHUMU HOPMATHUBHBIMU JOKyMeHTamMu OOI1eCTBEHHOTO
dbonna.

2. KBanupuxauuoHHbie TPeOOBAHUS

6. Crapmuii NPOEKTHBIM MEHEIKEpP HOJDKEH COOTBETCTBOBATH CJIEAYIOLIUM
KBTM(PUKAIIMOHHBIM TPEOOBAHUSIM:

1) Beiciee 7MOO MOCIEBY30BCKOE 00pa3oBaHHWE 10  CIEHUATBHOCTH:
3paBoOXpaHeHue u (WiKM) comuaibHas cdepa, ryMaHUTapHbIE W (WIH) COIMAJIbHBIC
HayKu JIMOO €CTECTBEHHbIE HAYKH, IOPUCIIPYICHIINS, SKOHOMUKA U (UJIM) MEHEI)KMEHT,
1160 MH(pOpMAITMOHHBIE TEXHOJIOTUH;

2) crax paboThl O CHENUATBLHOCTH — HE MeHee 5 (IISATH) JIET, NPeANOYTUTEIHHO
CTaXX PYKOBOJAIIEH JODKHOCTU — HE MeHee 1(0JIHOT0) rosia, mpeAnoYTUTENIbHO HATUYUE
OTbITA YNPABJICHUS TPOCKTAMU;



1) nmpeamno4YTUTEIHLHO HaJN4Ine cepTu(dUKaToB 0 MPOXO0XKICHUU
COOTBETCTBYIOIIMX KYPCOB WJIM MPO(EeCCHOHANIBHON cepTU(UKAIMU, B TOM YHUCIIE IO
MIPOEKTHOMY MEHEKMEHTY .

7. Crapimmii TpOSKTHBIN MEHEKep JOJIKEH 00J1a/1aTh:

1) 3HaHWMAMHM TpaxAaHCKOTO 3aKoHojarenbcTBa PecnyOmmku — Kazaxcrad,
3aKOHOJIATEIHCTBA O 0JIarOTBOPHUTEILHOCTH, HEKOMMEPUYECKUX OPTaHU3AITUSIX;

2) 3HAHUSMU U HaBbIKAMU yIIPaBIEHUS NPOCKTaMU;

3) 3HaHWUSIMH ¥ HaBBIKAMU OTpeeeHus (OpM JOTOBOPHBIX OTHOIICHHI,

4) HaBBIKAMHM aHaIW3a W CHUCTEMaTu3anuu uWH(OpMaIluu, B TOM YHCIIE
CTAaTUCTUYCCKUX JIAHHBIX;

5) KOMMYHUKAIIMOHHBIMHU HaBBIKAMU.

3. OYHKIUHU U JOJKHOCTHbIEC 00SI3AHHOCTH

8. B dyHKIMU U TOTKHOCTHBIE 00S3aHHOCTH CTApIIIETO MPOCKTHOTO MEHEIKepa
BXOJIUT:

1) oOecneueHue BBIMONHEHUS 3314 U (YHKUUN, oripeaesieHHbIX [lonoxennem o
[lenTpe;

2) MOJArOTOBKA 3aKIJIFOYEHHUS 00 AKTyaJIbHOCTH MpeIaraeMoun
IPOrpaMMBbI/TIPOEKTa UCXOS U3 aHaJIN3a UMEIoLUXcsl IpobiieM cepe 3apaBoOOXpaHEHUS
U COLMAJIBHOM TONJIEPKKM B COOTBETCTBMM C BHYTPEHHUMH JOKyMEHTaMH
OO6mecTBeHHOTO POHIIA;

3) npopabotka u (GOPMUPOBAHHME C HHULMATOPAaMH OJaroTBOPUTENBHBIX
IPOEKTOB U MporpamMm B cdepe 3ApaBOOXpPaHEHHUS U COLMAIBHOM MOJACPKKU B
COOTBETCTBUM C BHYTPEHHUMU J0KyMeHTamMu OOLiecTBEHHOTro (POHAA;

4) pa3paboTka CHUCTEMBI MEp MPOrpPaMMBI/IPOEKTa C YyKa3aHUEM CpPOKOB U
NOpsiJIKa OCYLIECTBIIEHUS IPOTrpaMMBbl/IIPOEKTa B c(pepe 3ApaBOOXpaHEHUS U COLIMATIBHON
MOJJIEP>)KKU B COOTBETCTBUU C BHYTPEHHUMHU JOKyMeHTaMu OO01iecTBEHHOTo (GOHAA;

5) BbIHECEHHE NOTEHIMAIBHOIO OJAaroTBOPUTEIBHOIO MPOEKTa/MPOrpaMMbl B
cdepe 31paBOOXpaHEHUs U COLMAIBHON MOAEPKKH Ha PACCMOTPEHUE U COTJIACOBAHUE
yinenam [IpaBrienus, mpu HEOOXOIUMOCTH 10pabOTKa 3aMeUYaHUil;

6) KOOpIMHUPOBAHUE 100101 (S 4 0) 81 OJATOTOBKHU 0JIarOTBOPUTENBHOTO
IpOEeKTa/porpaMMbl B cepe 3apaBOOXpPaHEHHs] M COLUMAIbHOM MOIICPKKUA IS
BBIHECEHUS Ha 3acenaHne [loneunTenbckoro CoBera;

7) KOHTpOJIb 3a MOJATOTOBKOM JOKYMEHTOB Ha pPacCMOTPEHHE OKCIEPTHOIO
komuteta mpu OO1ecTBeHHOM (DOH/IE;

8) obecrieyeHre OpraHu3alyy MPOBEIEHUS 3aCeJaHU SKCIIEPTHBIX KOMHUTETOB
npu Ob1ecTBeHHOM (hoH/IE;

9) KOHTpOJB 3a dbopMupoBaHUEM JIOChE 0JIarOTBOPUTEIHLHOTO
MPOEKTa/0JIarOTBOPUTEIBHOM MporpaMMbl B cepe 3ApaBOOXPAHEHUS U COLMATIbHON
MOJJIEP)KKU B COOTBETCTBUU ¢ MIHCTpyKIIMEN Mo BEIEHUIO 10ChE TPOrPAMMBI/TIPOEKTA;

10)yuactue Ha Berpewax OOmiecTBeHHOTO (GOHAA MO  PACCMOTPEHUIO
NOTEHIMAIBbHBIX 0JIarOTBOPUTENIbHBIX MPOEKTOB U MPOTpaMM B cpepe 31paBOOXpaHeHUS
Y COLMAIIBHOW MOAIEPKKHU;



11) B3aumoneiicTBE CO BCEMU MOTEHUUAIbHBIMU MapTHEPAMH M yYaCTHUKAMU
INPOEKTOB/ MpOrpamMM, TOCYJapCTBEHHBIMU YIOJHOMOYEHHBIMU OpraHaMH, HUX
MOJIBEJIOMCTBEHHBIMU ~ OpPTaHMU3AIMSIMU, HENPABUTEIbCTBEHHBIMU OOBEIUHECHUSIMU,
accolMalusMu, OJaroTBOPUTENbHBIMU OpraHu3aluusaMu, (GOHAAMU U HHHUIMATOPAMU
MPOEKTOB U MPOTPaMM U T.JI.;

12) yuactue B pa3zpaboTke u nmoanucanuu Memopanayma u JlopoxKHOM KapThl IO
pealin3anuy IporpaMMBbl/IIpoeKTa B chepe 3ApaBOOXpPaHEHUS U COLUATBHOMN MOIEPKKU
B CPOK, YTBEPXKICHHBIM BHYTPEHHUMH HOPMATHBHBIMU JOKyMeHTaMu OOIIECTBEHHOTO
¢doHa, COBMECTHO C YTBEP)KICHHBIMU (POHAAMH - MapTHEPaAMH HW/WIH ONEpaTopaMu
MPOEKTA M IPYTUMHU YIaCTHUKAMHU TTPOTPAMMBI/TIPOEKTA MPH X HAJTUIHH;

13) ywactue B pabouux rpynmax COBMECTHO C HWHHUIMATOPAMH ITPOEKTOB,
YIIOJITHOMOYEHHBIMH rocyaapcTBeHHbIMU opranamu, HITO, Accornmanusimu u Tak nanee;

14) moaroroBka wH(pOpMaruu (MPE3eHTAIIMH, OTYETHI, COPaBKH M T. J.) IO
NOTEHIIMAIBHBIM TPOEKTaM/mporpaMmamM B cepe 3apaBOOXpAHEHHUS U COLMAIBHOMN
NOJICPKKU JIJIsl BKJItoYeHus: B OTyeT 3a monyroaue, ['ogoBoi otyeT OOIIECTBEHHOTO
dboHIa U OKOHYATEIIbHBIN OTUET;

15) oOecnieyeHne BeJEHUS ydeTa U CUCTEMATHU3aIlUU 3aIBOK U YTBEPKIECHHBIX
porpamMm/mpoekToB B «OHJIaiH CUCTEME KOHTPOJIS 10 PACCMOTPEHHUIO TOCTYMUBIINX B
OOmecTBeHHbld  (OHA 3asiBOK M OOECIEUECHHUIO KOHTpOJIA 3a peau3alueit
0JIarOTBOPUTEILHBIX MPOTPAMM/IIPOEKTOBY;

16) xoHTponp 3a mOpeacTaBieHHEM HUHGopManuMu 00  YTBEPKACHHOU
nporpaMmme/mpoeKTe B chepe 3paBOOXpaHEHUSI U COLMaIbHON noaaepkku B Ciyx0y
KopriopatuBHoro ynpasieHuss (PR-meHemkepy) uisi myOnuKanuy Ha  caidTe
OO6miecTBeHHOTO (HOHTA;

17) opranuzamusi TMOJATOTOBKM OKOHYATEJIBHOTO OTYETA O pealu3aluu
0JIarOTBOPUTEIHLHOM MPOTrpaMMBbI/TIPOEKTa B cepe 3ApaBOOXPAHEHUS U COLMAIBLHOMN
MOJIJICPKKU ¥ HAMpaBlIEHUE C I0Che TIporpaMmbl/mpoekta Ha paccMoTpenrne ObYuO u
BHyTpeHHero aynurtopa OOmecTBeHHOTro (oH/a, I MOCIEIYIOIEro pacCMOTPEHUS C
3aKJIIOUEHHEM BHYTPEHHEro ayautopa Ha 3aceganun llomeuntenbckoro Coera,
oOecrieueHne BHeceHUs: Ha 3acefanue I[lpaBnenus u Ilomeuurtensckoro coseTa
OoOmectBeHHOr0  ()OHIA  OKOHYATENBHOTO  OTYE€Ta 1O  OJIATOTBOPUTEITHLHOM
porpaMMe/TIpoeKTy C J0Che MpoekTa, 3akiaoueHusMu ObYuO wu BHyTpeHHEro
ayJIuTopa;

18) obOecrieueHue  pa3MEIIEHUST  OKOHYATEIIBHOTO  OTYETa  Ha  caiTe
O6miecTBeHHOTO (HOHTA;

19) oOecneuenue nepenay JOChE 3aBEPILIEHHON MPOrpaMMbl/IpOeKTa B cepe
3IPABOOXPAHEHUS] M COIMAIBHOM MOJJAECPKKA BMECTE C OMNHUCHIO, BBIMUCKOU U3
[IpotokonoB 3acenanusi IlpaBiaenus u Ilomeuntenbckoro coBeta OOIIECTBEHHOTO
dbonma, 3aKII0YeHHEM BHYTpeHHETO ayauTopa B Ciry:kOy KOPIIOPAaTUBHOTO yIPABICHHUS
B AJICKTPOHHOM 3aIIUMIIIEHHOM (popMaTe Ha XpaHEeHUe (B apXUB) B COOTBETCTBUU C aKTOM
npueMa-rnepeiayu;

20) ¢dopmupoBaHHEe  COOTBETCTBYIOIIMX  mamok-peructpoB  llentpa B
cooTBeTcTBUM ¢ HoMenkmarypoit aen O6miecTBeHHOTO (OH/Ia, TOATOTOBKA U TIOIIITUBKA
nokymeHToB LlenTpa mist mepenaun B apxuB OO1iecTBEHHOTO HOH/A;



21) pa3paboTka BHYTPEHHHUX HOPMAaTHBHBIX JIOKyMEHTOB II0 BOIIpOCaM
nesitenbHOCTH LleHTpa;

22) WCHIOJHEHHWE MOPYYEHUH PYKOBOACTBA B COOTBETCTBUU C BHYTPECHHUMHU
HOPMaTUBHBIMU JOKyMeHTaMu O0111ecTBEHHOrO POoHAa;

23) cobumoeHue TpyJ0BOM U MPOU3BOACTBEHHON JUCLUILIMHBL, IPAaBUI U HOPM
OXpaHbl TpyJa, TPeOOBaHUN MPOTUBOIIOKAPHOI O€30ITACHOCTH;

24) ocymecTBICHHE UHBIX (PYHKIIHH, BHITEKAIONINX U3 HACTOSAIICH JOIHKHOCTHON
uHCTpyKIuy, [Tonoxenuem o Llentpe u uHbIX q0KyMeHTOB OOIIECTBEHHOTO (HOHA.

4. IlpaBa

9. Crapummii NpOEKTHBIN MEHEKEP UMEET MPABO:

1) 3HAKOMUTKCS C peHIeHUsIMU pyKoBojicTBa O01IecTBeHHOT0 (POHa, MPOEKTaMU
nokymeHToB O01mecTBeHHOTO (POH/Ia, Kacarommxcs KoMrneTeHnun LlenTpa;

2) BHOCUTH pyKoBOJCTBY OOImIecTBeHHOro (OHJAa MPOEKTHl JTOKYMEHTOB IIO
BOIIPOCaM, OTHECEHHBIM K KoMrieTeHIuu LleHTpa;

3) BHOCUTH TPEMJIOKEHHUS IO COBEPIICHCTBOBAHUIO pPaOOTHI, CBA3AHHOW C
MPEAYyCMOTPEHHBIMHU HACTOSIIEH JOJPKHOCTHOM MHCTPYKIIMEH 00SI3aHHOCTSIMU;

4) coobmuiaTh HEMOCPEICTBEHHOMY PYKOBOJMTENI0 000 BCEX HENOCTAaTKax B
nesitebHoCTH OOIIECTBEHHOTO (hOH/IA, BBISIBICHHBIX B IIPOIECCE OCYIIECTBICHUS CBOUX
JIOJDKHOCTHBIX 00S3aHHOCTEHW U BHOCUTD MPEJIONKEHUS TI0 UX YCTPAHEHUIO;

5) 3ampamuBaTh W MOJy4YaTh OT CTPYKTYPHBIX MOJpa3/ieIeHUH U pabOTHUKOB
Oo6mectBeHHoro  ¢oHAa  HEOOXOAMMBIE  JIOKYMEHTHI IS OCYIICCTBICHUS
BBINICYKa3aHHBIX PYHKIUN U 00A3aHHOCTENH;

6) TPOBOAUTH  KOHCYJBTAIlMU  CO  CTPYKTYPHBIMH  TIOJIpa3/ICJICHUSMU
OO6mectBeHHOr0 (QoOHIIA, a TakKe TOCYJAapCTBEHHBIMU OpraHaMd U JAPYTHUMH
OpraHu3alMsIMU 0 BOTIPOCcaM B Iipejenax komnereHuuu [{entpa;

7) MO TOPYYEHUIO PYKOBOJACTBA M B COOTBETCTBUM C BHYTPCHHUMU
HOPMATUBHBIMU JOKYMEHTAMHU MPEACTABIATh HHTepechl OOmiecTBeHHOTO ¢GoHAa B
rOCyJIapCTBEHHBIX OpraHax, CTOPOHHUX OpraHU3aIUsX;

8) mpuHMMATh YydYacTHE B TMporpamMMmax, HalpaBJICHHBIX Ha OO0y4eHHE,
MepenoAroTOBKY U MOBBINMICHUE KBanuduKauu kaapos O01ecTBeHHOro GoHAa;

9) ocymiecTBIAT, WHBIE TpaBa, MPEIYCMOTPEHHbIE 3aKOHOAATEIHCTBOM
Pecny6muku KazaxcraH.

5. OTBEeTCTBEHHOCTH

10. Crapmmii NpOEKTHBIM MEHEIKEP HECET OTBETCTBEHHOCTB 34!

1) HeHajyexaiee  HWCIOJIHEHHWE  WJIM  HEUCHOJHEHHUE  JIOJDKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIECH HOTKHOCTHON MHCTPYKIIUEH;

2) mpaBOHApyLUEHUs, COBEPILICHHBIE B IMPOLIECCE CBOEH JEATEIBHOCTH B
npefenax, YCTAHOBICHHBIX AJMUHUCTPAaTHBHBIM, YTOJOBHBIM M  TPAXKIAHCKUM
3akoHoaTenabcTBOM PecryOnmku Kaszaxcran;



3) npuuuMHeHHEe MaTepuaibHoro yiiepba OoOmecTBeHHOMY (DOHIYy B Ipenenax,
YCTaHOBJICHHBIX TPYIOBBIM 3aKOHOAaTeIbCTBOM Pecryonuku Kazaxcran;

4) coxpaHHOCTh JoKyMeHTaruu OOIIEeCTBEHHOTO (OHIa B COOTBETCTBUHU C
JOJDKHOCTHOW ~ WHCTPYKIIMEH, TPYAOBBIM JOTOBOPOM ¥ HWHBIMH BHYTPECHHUMH
HOPMAaTHUBHBIMH JOKyMeHTaMu O01ecTBeHHOTO POoH/a;

5) pasriameHue CBEICHUN, UMEIOIINX OTPaHUYEHHE IOCTYNA U COCTABIISIOIINX
CIIy’)KEOHYIO WJIM WHYIO OXpaHAEMYIO 3aKOHOM TaiiHy, uH(opmaruu OOIecTBEHHOTO
donna, oTHeCEHHOU K MH(pOpMaLUK KOHPUACHIINATHLHOTO XapaKTepa;

6) mapymenue [IpaBun TpymoBoro pacmopsaka OOmecTBeHHOTO (OHIA, WHBIX
BHYTPEHHUX HOPMAaTUBHBIX JOKyMeHTOB OOIIecTBeHHOTO (HOHA;

7) HapylieHHE  TpaBHJI  TEXHUKH  OE30MACHOCTH,  IMPOTHUBOMOKAPHOU
0€30MMacHOCTH U JIPYTHX MPaBWJ, CO3AIONINX YIpo3y JeATeabHOCTH OOIecTBEHHOrO
dboHIa U ero paboTHUKAM;

8) HHYIO0 OTBETCTBEHHOCTh B COOTBETCTBHH C JCHCTBYIOIINM 3aKOHOJATEIIECTBOM
PecnyOmuku KazaxcTtaH, TpyJAOBBIM I0TOBOPOM U MHBIMU BHYTPEHHUMH JTOKYMEHTAMHU
O6mecTBeHHOTO POHIA.
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JlOIKHOCTHASI HHCTPYKIMS
CTapuIero NPpOeKTHOro MmeHexkepa LlenTpa mo ynpasJjieHHI0 IporpaMMamMu 1
NpoeKTaMu B cepe 3ApaBOOXPAHEHUS M COLUAIBHON MOAIEPKKH

1.001me mo1oKeHus

1. Hacrosmias AOMKHOCTHAasT WHCTPYKLHUS pa3paboTaHa B COOTBETCTBHH C
3akoHoAaTenbcTBOM Pecnyosuku Kazaxcran, YcraBom O® «KazakcTan XalKbIHA»
(manee — OOwecTBeHHbIN PoHN), [Tonoxenuem o LleHTpe no ynpasieHuto nporpaMmmamMmu
U MpOoeKTaMu B cdepe 3ApaBOOXPaHEHUS U COLMANTBHON noaepkku (naee — LleHTp) u
JIPYTUMU BHYTPEHHHUMH HOPMATUBHBIMU JOKyMeHTaMu O0111ecTBEeHHOro oH Ia.

2. Hacrosimas  [OKHOCTHAs  MHCTPYKLMS — ONpPENENsieT  JIOJKHOCTHBIE
00513aHHOCTH, TpaBa U OTBETCTBEHHOCTh CTApIIEr0 IMPOEKTHOTO MeHemkepa Llentpa
(manee — Crapiuii NPOEKTHBIA MEHEIKED).

3. Crapmmii DIpOEKTHBIM MEHEKEpP Ha3Hadaercss Ha JODKHOCTh U
ocBOOOXKAaeTcs OT JOMKHOCTH mnpukasoM Ilpencemarens IlpaBnenuss B mopsizke,
OIpe/IeNIEHHOM 3aKoHoJaTenbcTBOM PecnyOnmku KaszaxctaH o TpyAe M BHYTPEHHUMHU
HOPMaTUBHBIMU JOKyMeHTaMu OO011ecTBeHHOTO (poHAa.

4. Crapummuii IpOEKTHBIA MEHEDKEDP MOJUUHIETCS pyKoBoauTeto LlenTpa.

5. Crapumii npoeKTHBIN MEHEIHKEP B CBOEH paboTe PyKOBOJICTBYETC:

1) 3akoHOJATEIbHBIMM W HWHBIMM HOPMATHBHBIMHU MPAaBOBBIMU  aKTaMHU
PecnyOnuku Kazaxcran;

2) YcraBoM OO6uiecTBeHHOTO (HOHAA;

3) Ilonoxenuem o LleHTpe u HacCTOSIILIENH JOJKHOCTHOW MHCTPYKIUEH;

4) npyruMu BHYTPEHHHUMH HOPMATHUBHBIMU JOKyMeHTaMu OOIIeCcTBEHHOrO

dboHma.
2. KpanupukaunoHHbie TPeOOBAHUA

6. Crapmmii NpPOEKTHBIM MEHEIKEP MTOKEH COOTBETCTBOBATH CIIECAYHOUIUM
KBIM(PUKALIMOHHBIM TPEOOBAHUSIM:

1) Beicmiee MO0 MOCIEBY30BCKOE OOpa3oBaHHME IO  CHEIUATBLHOCTH:
3[paBoOXpaHeHue W (WiM) colMalibHasl cdepa, rymMaHUTapHble W (WIM) COLIMAJIbHbBIE
HAyKH OO €CTECTBEHHbIC HAYKHU, IOPUCIIPYACHIIMS, SKOHOMHKA U (M) MEHEIKMEHT,
1160 MHGOPMAIIMOHHBIE TEXHOJIOTHH;



2) cTax paboThI MO CHEIUATBLHOCTU — HE MeHee S (TIATH) JIET, MPEANOYTUTEILHO
CTaXX PYKOBOJAIIEH TODKHOCTU — HE MeHee 1(0JIHOT0) rosia, mpeiloYTUTEIbHO HATMYUE
OTIbITa YNPABIICHUS TPOCKTAMU;

3) OpeaAnoYTUTENHHO HaJIU4ue cepTuduKaToB 0 MPOXOXKJICHUU
COOTBETCTBYIOIIUX KYypPCOB WMJIM MpO(PecCHOHaIbHON cepTu(UKanuu, B TOM 4YUCIE 10
MPOCKTHOMY MEHEKMEHTY.

7. Crapmuiii TpOeKTHBIA MEHEKED TOJDKEH 00J1a1aTh:

1) 3HaHWSAMH TpPaXTAHCKOTO 3akoHomarenbcTBa PecmyOmmku Kazaxcraw,
3aKOHOJIATEIHCTBA O 0JIarOTBOPHUTEILHOCTH, HEKOMMEPUYECKUX OPTaHU3AITUSX;

2) 3HaHUSMU U HAaBBIKAMH YIIPABJICHUS POEKTAMH,

3) 3HaHWSAMU U HaBBIKAMU OTpeeeHus (HOPM TOTOBOPHBIX OTHOIICHUH;

4) HaBBIKAMH aHAM3a W CHCTeMaTH3alud WHGOPMAIMH, B TOM YHUCIEC
CTaTUCTUYECKUX JIAHHBIX;

5) KOMMYHUKAIIMOHHBIMU HaBbIKAMH.

3. OyHKIUH U J0JKHOCTHBIE 00SI3aHHOCTH

7. B pyHKIIUM ¥ AOKHOCTHBIE 00SI3aHHOCTH CTApIIEro MPOEKTHOTO MEHEIKEpa
BXOJIUT:

1) obecneueHue BBINOJHEHUS 3a4a4 U GyHKIUH, onpeneneHnbix [lonoxenuem
IlenTpe;

2) BeJeHHME TOCTYNMBILEIO B pEATU3alMI0 MPOEKTa/IporpaMmel B cdepe
3IpaBOOXPAHEHUS M COLMAIBHON MNOINAEPKKM YyTBepxkAceHHOro IlomeunTenbckum
coBetoM OO61iecTBeHHOro (oH1a/wieHaMu [IpaBieHns B COOTBETCTBUM C BHYTPEHHUMHU
nokymeHTamu OO1iecTBeHHOTo (POoHa;

3) KOHTpPOJIb 3a CpOKaMH M 3TallaMd peaju3aluu OJaroTBOPUTEIbHBIX
nporpaMM M TPOEKTOB B cdepe 3ApaBOOXpPAHEHUS U COLUMAIBHOM MOAJEPKKUA B
COOTBETCTBHHU C YTBEPKACHHOW MPOrPaMMOI/TIPOEKTOM, JlOpOKHOM KapTOl peann3aiuu
POrPaMMbI/TIPOEKTA;

4) opraHuzamus ~— OpoOUEAYphl  MPOBEACHHUS  BBIOOpPA  MOTEHIMAIbHBIX
MOCTABIIMKOB MO 0JIArOTBOPUTEIBHOM TPOrpaMMe/TIpOeKTy B chepe 3ApaBOOXpaHEHUS U
COLIMAJIBHOM TOJJEP)KKM Ha OCHOBE MOJXOJIOB, YTBEPXKIACHHBIX BHYTPEHHUMH
HOPMATHBHBIMH JJOKYMEHTaMU;

5) cornacoBaHue MPOEKTa BCEX JOTOBOPOB B paMKaxX peai3alliy MPOEKTOB U
IpOorpaMM CO BCEMU MOANKUCAHTaMU IO 10T0BOpY, ¢ FOpuanueckoii ciyx00ii, c Otnenom
OyXrajaTepckoro ydyera 1 OTYETHOCTH U C YTIPABIIAIOIINUM JAUPEKTOPOM IO MPABOBBIM U
¢dbunaHcoBbIM Boripocam O061iecTBeHHOTO (DOH/Aa ¥ BHECEHUE Ha moanuck [Ipencenarento
[IpaBnenus;

6) KOHTpOJb 32 BHECEHUEM Ha PETUCTPALIUIO OAMUCAHHBIX IOrOBOPOB B OTren
OyXTaJITepCKOTO yueTa U OTYETHOCTH;

7) KOHTpPOJb 32 UCHOJHEHHEM TOJMNUCAHHBIX JIOTOBOPOB B  YacTU
CBOEBPEMEHHOCTH 3aKJIIOYEHHUS] JIOTOBOPOB, HAJIMYUSA BCEX MPaBOYCTAHABIMBAIOLIUX
JIOKYMEHTOB MOCTaBIIMKOB, HAaJMYME CYETOB K OIUIaTe, aKTOB NpHeMa-lepenayud u
JIPYrol OTYETHOCTH, MPEITyCMOTPEHHON JOrOBOPOM M BEACHHE peecTpa JAOTrOBOPOB B



paMKax peanu3alud OJAarOTBOPUTENBHOW MporpaMMmbl W/ WIM TIpoeKTa B cdepe
3/IpaBOOXPAHEHUS U COUUAIBHON MOIIEPKKH;

8) THpaXUpoBaHHUE JIOTOBOPOB B paMKax peaju3alliy MPorpaMM M MPOEKTOB B
cdepe 3paBOOXpaHECHUS U COLUATBHOM MOAIEPKKY;

9) KoHTpoOJIb 3a (HOPMUPOBAHHEM 3asIBOK Ha OIUJIaTy, KOTOpas MOAMMCHIBAECTCS
MEHE/DKEPOM TNPOEKTa, pykoBoauTenem LleHTpa u YhpaBisoomuM AUPEKTOPOM I10
IporpaMmam U IpoeKTaM;

10) obecrneueHre KOHTPOJIA 3a CBOEBPEMEHHBIM BHECEHHEM JaHHBIX IO
peanu3anuu 6JaroTBOPUTEIHHBIX MPOrPaMM/TIPOCKTOB B OHJIAWH CHCTEME KOHTPOJIS 110
paccMoTpeHuio moctynuBmIMX B OOmiecTBEeHHBbIH (OHI 3asiBOK M 00ECIEeUEHHUIO
KOHTPOJIS 32 peanu3anueid 0JaroTBOPUTENBHBIX MPOTPAMM/TIPOEKTOB Ha PETYJISIPHOU
OCHOBE I10 COCTOSIHUIO Ha IEPBOE YHCIIO MECSLA CIEAYIOMIErO 3a OTYETHBIM [IEPUOIOM;

11) nanmpaBnenue B LlenTp aHanu3a U MPOrHO3UPOBAHMS OTUETA O peATU3ALUU
MIPOEKTA U AKTyaIU3alMs JOChE MPOEKTA B COOTBETCTBUU C YTBEPKIACHHBIMU CPOKAMHU
MIPOBEJEHHUS INIAHOBOTO MOHUTOPHHTA;

12) mnpencraBinenue MHGOPMAIMK O TEKYIIEM CTaTyce MPOrpamMMbl/IPOEKTa B
cdepe 3IpaBOOXpaHEHUs U COIMAIBHOM Noepkku PR-MeHemkepy it akTyanu3anuu
JaHHbIX Ha caiite OO1IecTBEHHOro (QOHA;

13) yuactue B MOATrOTOBKE OKOHYATEIBHOIO OTYETA O PeaU3al[uu MPOEKTa U
JI0OChE MPOTPAMMBI/TIPOEKTA MO 3aBEPIICHUIO 0J1aroTBOPUTEIbHON MPOrpaMMBbl/TIPOECKTA
B c(epe 3paBOOXPAHECHHS U COLMATBHON MOAJIEP>KKU U HAPABJICHUH HA PACCMOTPEHUE
oTnena OyXraaTepcKoro y4era U OTYETHOCTH, BHYTPEHHETo ayauTopa OOmECTBEHHOTO
dboHAa IS TOCIEOYIONIEr0 BHECEHHSI C 3aKJIIOYEHHWEM BHYTPEHHEIro ayauTopa Ha
3acenanuu [loneunTenbCcKoro coBera;

14) ¢opmupoBaHHEe  COOTBETCTBYIOIIMX  MamoK-peructpoB  LleHTtpa B
cooTtBeTcTBUM ¢ HoMeHknatypoit nen O61ecTBeHHOTo oHIa, MOATOTOBKA U MOIIMBKA
nokymeHToB LlenTpa mist nepenaun B apxuB OO01iecTBeHHOTO HOH/A;

15) pa3paboTka BHYTPEHHUX HOPMATHUBHBIX JIOKYMEHTOB II0 BOIpOCaM
nestenpHocTH Llenrtpa;

16) ucnonHeHWe NOpPYyYEHUN PYKOBOACTBA B COOTBETCTBUU C BHYTPEHHUMH
HOPMATUBHBIMH TOKyMeHTaMu OO01ecTBEHHOTO (HOH/A;

17) cobmtoaenue TpyA0BOM U MPOU3BOJACTBEHHOMN TUCHUIUIMHBL, TPaBUI U HOPM
OXpaHbl TpyJia, TPeOOBaHUN MPOTUBOIIOKAPHOI O€30MTACHOCTH;

18) ocymiecTBieHWe HMHBIX  (QYHKIMM, BBITEKAIOMMX W3  HACTOSAIIEH
JNOKHOCTHOW  WMHCTpyKumu, llonoxkenus o ILleHTpe ©W HMHBIX JOKYMEHTOB
O6miecTBeHHOTrO (hOHA.

4. IlpaBa

8. Crapummnii NpOEKTHBIM MEHEKEP UMEET MPABO:
1) 3HakoMuTBCA C peuieHusIMA pykoBojacTBa OOmiecTBeHHOro (oHna,
MpoeKTaMu T0KyMeHTOB OOI1ecTBeHHOTO (DOH 1A, Kacaromumxcst komrereHuu Otaena;



2) BHOCHUTHb PYKOBOACTBY OOUIECTBEHHOrO (hOHAA MPOEKTHI JOKYMEHTOB IO
BOIpOCaM, OTHECEHHbIM K KoMmrereHuuu OTnena, NpeiIOKEHUs O IOOLIPEHUH U
JUCHMIUIMHAPHON OTBETCTBEHHOCTH paboTHUKOB OTrena;

3) BHOCHUTH TNPEUIOKEHHUS IO COBEPUICHCTBOBAHHIO DPAOOTHI, CBSI3aHHOW C
IIPEyCMOTPEHHBIMHU HACTOSIIEN JOKHOCTHONM MHCTPYKIUEH 00513aHHOCTIMU;

4) coobmaTe HEMOCPEACTBEHHOMY PYKOBOJUTENIO 000 BCEX HEAOCTaTKax B
nesitenibHocTH O01IecTBEHHOTO (POHIA, BBISIBICHHBIX B IPOIIECCE OCYIIIECTBICHUSI CBOUX
JOJKHOCTHBIX 00513aHHOCTEW M BHOCHUTD MPEJIOKEHUS 10 UX YCTPAHEHHIO;

5) naBarh MOpY4YEHHMs B Mpejenax CBOEH KOMIIETeHIMU paboTHukam OTtaena,
00s13aTeIbHBIC U1 HCIIOJTHCHUS;

6) 3ampammBaTh M MOJIy4YaThb OT CTPYKTYPHBIX MOJpa3aeieHUuil U paOOTHUKOB
OOmectBeHHoro  (Qonga  HEOOXOAMMBIE  JOKYMEHTBHI  JJii  OCYIIECTBIICHUS
BBIIICYKA3aHHBIX (YHKUIUN U 00513aHHOCTEN;

7) OpOBOAUTH  KOHCYJNbTAlMU CO  CTPYKTYPHBIMU  MOAPA3AEICHUIMU
OOwecTBeHHOro (OHAA, a TaKKe TOCYJIapCTBEHHBIMU OpraHamMd M JpyrMMHU
OpraHM3alMsIMM 110 BOIIpOCaM B Ipenenax komnereHuuu Otaena;

8) MO TOpYUYEHUI0 PYKOBOJACTBA U B COOTBETCTBUM C BHYTPEHHHUMHU
HOPMATUBHBIMU JIOKyMEHTaMU MPEACTABIATh HHTEpechl OO0mecTBeHHOro (oHaa B
rOCy/apCTBEHHBIX OpraHax, CTOPOHHUX OpPTaHMU3AIHIX;

9) mpuHMMaTh y4yacTH€ B TMpPOrpaMMax, HaIlpaBJICHHBIX Ha OO0yuYeHHe,
MIEPETIOATOTOBKY U MOBHIIICHNE KBalu(puKanuu kaapos OOIIecTBEHHOTO (POHIa;

10) ocymiecTBNsAT, WHBIE TpaBa, MPEAYCMOTPEHHBIE 3aKOHOAATEIHCTBOM
Pecny6mnuku Ka3zaxcras.

5. OTBeTCTBEHHOCTH

9. Crapmmii TpOEKTHBI MEHEIKEP HECET OTBETCTBEHHOCTH 3a:

1) HeHamnexamiee  WCHOJHEHHWE WM HEUCTIOJIHEHHE  JOJDKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIEH HOTKHOCTHON MHCTPYKIIHUEH;

2) mpaBOHApYUICHHs, COBEPIIEHHBIE B IMPOILIECCE CBOCH EATEIBHOCTH B
npeaenax, YCTaHOBJICHHBIX aJMHUHUCTPATUBHBIM, YTOJOBHBIM W  TPakKIaHCKUM
3akoHoAaTeascTBOM Pecrybnmku Kaszaxcran;

3) mpuuMHEeHHe MatepuaibHOro yiepda OOmecTBeHHOMY (GOHIY B TIpenenax,
YCTaHOBJICHHBIX TPYJAOBBIM 3aKOHOIaTeIbCTBOM Pecrybnuku Kazaxcran;

4) coxpaHHOCTb AoKyMeHTanmuu OOIecTBeHHOro ¢oHIa B COOTBETCTBHH C
JOJDKHOCTHOW ~ MHCTPYKIIMEH, TPYIOBBIM JIOTOBOPOM W HMHBIMH BHYTPCHHUMHU
HOPMATUBHBIMU JIOKyMeHTaMu OO01iecTBEHHOTO (HOH/A;

5) pasriamieHue CBeIeHUH, UMEIOIUX OTPAaHUYCHHE TOCTYTa U COCTABIISIOIINX
CIIyKEOHYIO WJIM MHYIO OXPaHIEMYI0 3aKOHOM TaiiHy, uHpopmaru OOIIEeCTBEHHOTO
dbonma, OTHECEHHOM K MH(POpMALIMKM KOHPUACHIIMAIBHOTO XapaKTepa;

6) Hapymenue I[IpaBun TpynoBoro pacnopsijaka OOuiecTBeHHOTO (OH/IA, UHBIX
BHYTPCHHUX HOPMAaTHBHBIX JOKyMeHTOB OOIIIecTBEHHOTO (POH/IA;



7) HapylieHWe  TpaBUJI  TEXHUKM  OE30MAaCHOCTH,  IPOTHUBOIOXKAPHOM
0€30MMacHOCTH W JAPYTUX MPaBUII, CO3MAOIINX yTpo3y aearerabHocTH OOIIECTBEHHOMY
dboHIy U ero pabOTHHUKAM;

8) MHYI0O  OTBETCTBEHHOCTh B  COOTBETCTBHM  C  JICHCTBYIOIIUM
3aKOHO/JATeIhCTBOM PecmyOmmku Kazaxctan, TpyaoBBIM JIOTOBOPOM U HWHBIMHU
BHYTpPEHHUMU JokyMeHTamu OO1ecTBeHHOTO (DOHA.
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Jo5KHOCTHASE HHCTPYKUUA
NPOEKTHOr0 MeHe:Kepa LleHTpa Mo ynpaBJ/ieHHI0 NPOrPAMMAMU M NPOEKTAMH B
cepe 3ApaBOOXPaHEHH U COUMAIBHOU MOAACPKKH

1. Oo01mmue mMoJI0KEeHU

1. HaCTOHHIaH AOJDKHOCTHAA HHCTPYKIUA pa3pa60TaHa B COOTBCTCTBHH C
3aKOHOOAaTCIbCTBOM PGCHY6J'II/IKI/I Ka3aXCTaH, Vcrasom OD ((Ka?)aKCTaH XaJIKbIHa»

(manmee — OOmectBeHubit ¢Goun), Ilomoxxenunem o IlenTpe mO ymnpaBlICHHIO
nmporpaMMamMu M TMPOEKTaMu B cdepe 3ApaBOOXPAHCHHUS W COIMAIBHOU IMOIJICPIKKU
(manmee — llenTp) W ApYyrdMH BHYTPEHHUMH HOPMATHUBHBIMH JIOKYMEHTaMH

OO6mecTBeHHOTO (POHIA.

2. Hacrosimias  [OKHOCTHAs  MHCTPYKLMS — ONpPENENsieT  JIOJKHOCTHBIE
00s13aHHOCTH, TMpaBa W OTBETCTBEHHOCTh MPOEKTHOTO MeHemkepa Llentpa (manee —
[IpoeKTHBIN MEHEIKED).

3. IlpoextHeii wmeHemkep lleHTpa Ha3zHawaeTcss Ha  JODKHOCTH U
ocBOOOXKIaeTca OT HAobkHOcTH mpukasoM llpencemarens IlpaBnenHuss B mopsizke,
OIpPEJIETIEHHOM 3aKoHOAaTenbcTBOM PecnyOnuku Kazaxcran o Tpyae M BHYTPEHHUMH
HOPMATUBHBIMH JTOKyMeHTaMu OO011ecTBEeHHOTo QOHAA.

4. TIpoeKTHBII MEHE[KEp MOJUMHSETCS  HEMOCPEICTBEHHO  CTapleMy
IIPOEKTHOMY MEHEKEPY U pyKoBoauTento LleHnTpa.

5. TIpoextHsiit Menemxep LleHTpa B cBOEi paboTe PyKOBOJICTBYETCS:

1) 3akoHOMATEIBPHBIMH W WHBIMH HOPMATHBHBIMU IPAaBOBBIMU  aKTaMU
Pecniybnmuku Kazaxcran;

2) YcraBom OGmiecTBeHHOTO HOH/A,

3) Ilonoxenuem o LleHTpe u HACTOSIILIENH JOJKHOCTHOW MHCTPYKIUEH;

4) npyruMu BHYTPEHHHMMH HOPMATUBHBIMH JOKyMeHTamMu OOIIECTBEHHOTO
dbonna.

2. KBanupuxauuoHHbie TPeOOBAHUS

6. IlpoexTHbIit MEHEKED JOJIKCH COOTBETCTBOBATH CIIE Y FOLIUM
KBATM(PUKAIIMOHHBIM TPEOOBAHUSIM:

1) Beicmiee MO0 TMOCIEBY30BCKOE oOOpa3oBaHUE TI0  CHEIUAIBLHOCTHU:
3IpaBooXpaHeHue JMOo couuangbHas cdepa, ryMaHUTapHble W (WJIM) COIMAbHbIE



HAyKW, €CTECTBEHHBIC, IOPUCIIPYACHIIMS, SKOHOMUKA M (WUJIM) MEHEIKMEHT, Ju0O0
UH(OPMAIMOHHBIE TEXHOJOTUH;

2) crax paboThl 1O CIHEHMHAIBHOCTH — HE MeHee 3 (Tpex) JerT,
MPEIMOYTUTEIBHO HATMIHE OTIBITA YIIPABJICHUS TPOSKTAMU;
3) TOpeanoYTHTEIHHO HAJTMYUE ceptudukaToB 0 TIPOXOXKICHUN

COOTBETCTBYIOIIMX KYPCOB WM MPO(ECCHOHATLHON CepTU(PUKAINMA, B TOM YHCIIE IO
MPOEKTHOMY MEHEI)KMEHTY.
7. IlpoektHsiit MmeHemxep LleHTpa goKeH 00nanaTh:

1) 3HaHMSAMM  TpaXkJaHCKOTO W  TPYIOBOro  3akoHoaarenbctBa  PK|
3aKOHOJIATEIHCTBA O 0JIarOTBOPHUTEILHOCTH, HEKOMMEPUYECKUX OPTaHU3AITUSX;

2) 3HaHMUSIMU U HaBBIKAMH B O0JIACTU MPOEKTHOTO MEHEKMEHTA,

3) HaBBIKAaMM aHaJdM3a W CHCTeMaTH3aluu HWHPOPMAIMH, MOATOTOBKHU
aHAIMTUYECKOU OTYETHOCTH.

3. OYyHKUUM U JOJKHOCTHBIE 00A3aHHOCTH

8. B QyHKIMM 1 JOTKHOCTHBIE 00S3aHHOCTH MPOEKTHOT'O MEHEKepa BXO/IUT:

1) moaroroBka 3aKIIFOYEHHUS 00 aKTyaJbHOCTH MpeIIaraeMomn
IpPOrpaMMBI/IIPOEKTa  HMCXOAS W3  aHaluM3a HUMeroumxcs  npobinem  chepe
3IpAaBOOXPAHEHUST M COLMUAIBHON TOMJIEPKKA B COOTBETCTBHM C BHYTPECHHUMHU
nokymeHtamu OO1iecTBeHHOTo (poHAa;

2) BbIHECEHHE MOTEHIIMAIBHOIO 0JaroTBOPUTEIHLHOTO MPOEKTa UK TIPOrPAMMBbI
B cdepe 3IpaBOOXpAHEHHS M COIUAIBHOM TMOAJNEPXKKA HAa PACCMOTPEHHUE U
corsjacoBanue uieHam [IpaBieHus, mpu HEOOXOAMMOCTU JTOPAOOTKA 3aMEUaAHUN;

3) yuactue Ha Berpedax OOmiecTBeHHOTO GOHAA IO  PACCMOTPEHUIO
NOTCHIIMAIBHBIX ~ OJAarOTBOPUTENBHBIX ~ MPOEKTOB W mporpamMm B cepe
3IPaBOOXPAHEHHS U COIIMATTEHOM MOAEPIKKH;

4) B3aUMOJCWCTBHE CO BCEMHU TOTCHIIMAIBHBIMUA TapTHEPAMH, yYaCTHHKAMU
MPOCKTOB/ TMpOTpaMM, TOCYJApCTBEHHBIMH YIIOJITHOMOYCHHBIMH OpraHaMH, WX
MO/IBEIOMCTBCHHBIMA ~ OPTaHHM3AIMSIMH, HEMPABUTEILCTBCHHBIMA OOBCIMHCHHSIMU,
acCOIMANMAMU, OJaroTBOPHUTEIBHBIMU OpTaHHW3aIlusIMHA, (GOHAAMH W WHUIIHATOPAMHU
MPOEKTOB | MPOTPaMM H T.1I.;

5) pa3paboTka IMJIaHa MEPONPUATUNA (JOPOXKHBIE KapThl) IO HCIIOJIHEHHUIO
0JIarOTBOPUTEIBHBIX MPOCKTOB M MPOTpaMM B cdepe 3apaBOOXPAHCHHS U COLUATBHOMN
NOMJIEP)KKA M MEMOpaHAyMa O COTPYJAHHYECTBE W B3aUMOIIOHUMAHUU TIOCIE
ono0penust [loneuntenbckoro copera;

6) yuactue B pabouyux Trpynmax COBMECTHO C HWHHUIMATOPAMU IPOEKTOB,
YIOJIHOMOYEHHBIMU TOCyAapcTBeHHBbIMU opranamu, HI1O, AccormanusMu 1 Tak faniee;

7) monroroBka wuH(pOpManuu (MPE3CHTAIMH, OTYETHI, CHOPaBKH U T.J.) TIO
3alpocy HEMOCPEICTBEHHOTO PYKOBOIHUTENS TIO TMOTCHIHUATBHBIM TPOEKTaM WIH
mporpaMmmanm;

8) MOAroTOBKa JOKYMEHTOB JIJII BBIHECCHHS HAa OKCIEPTHBIA KOMHUTET M
NPOBEJCHUE 3aceaHnus DKCIEPTHOTO KOMHUTETA IJISl PACCMOTPEHHUs MOTEHIMAIHLHOTO



IpoeKTa WIM NpOorpaMMbl B paMkax B cdepe 3ApaBOOXpaHEHUS M COLMAIBHON
NOAJIEPKKH, OPOPMIIEHUE IPOTOKOJIA;

9) Bemenue yueta M CHUCTEMaTHU3allMM  3aiBOK W YTBEPKICHHBIX
nporpamMm/mpoekToB B «OHJIaiiH CUCTEME KOHTPOJIS 10 PACCMOTPEHHUIO OCTYUBIIUX B
OOmecTBeHHbI  (OHA 3asIBOK M OOECHEUECHMIO KOHTPOJISI 3a pealu3anuei
OJarOTBOPUTENBHBIX MPOrPAMM/TIPOCKTOB» Ha PETYJISPHOM OCHOBE MO COCTOSIHHIO Ha
NIEPBOE YKCIIO MECSIA CIECTYIONIEr0 32 OTYETHBIM IEPUOJIOM;

10) bopmupoBanre 10Che OJIATOTBOPUTEIHLHOTO TMPOEKTA/OIaroTBOPUTEIHHON
nporpaMMel B cdepe 3ApaBOOXPAHEHUS U COLMAIBLHOW MOJJACPKKHA B COOTBETCTBHHU C
WHcTpyKInel o BEICHHUIO T0ChE TPOTrPaMMBI/TIPOEKTA;

11) moAroToBKa COBMECTHO C MEHEIXEepoM LIeHTpa OKOHYAaTEIBbHOIO OTYETA O
peanu3anuu OJIATOTBOPUTEIHHONW MPOrpaMMBbI/TIpoeKkTa B cdepe 3ApaBOOXPAHEHUS U
COLIMAJIbHOM TMOAJMEPX KU M HalpaBlIeHUE C JOChe MpOorpaMMbl/IpOeKTa Ha
paccMotpenne ObBYuO wu BHyTpeHHero ayauropa OOmectBeHHOro QoHma, s
MOCJEAYIOUIETO PACCMOTPEHUS C 3aKJIOUYCHUEM BHYTPEHHErO ayMTOpa Ha 3aceJaHuu
[Toneunrensckoro Cosera;

12)BHecenne Ha 3acenanue IlpaBnenuss wu  IlomeunTtenbckoro coseTa
OOmectBeHHOT0  ()OHJA  OKOHYATEIBHOTO  OTYE€Ta 1O  OJIArOTBOPUTEIHLHOM
IPOrpamMMe/TIPpOeKTy B cdepe 3ApaBOOXPAHEHUS U COLUMAIBHOM MOJJEPKKU C JI0ChE
poeKTa, 3akimoueHUAIMA ObYHO 1 BHyTpEHHEr0 ayIuTOPa;

13) HanpaBieHue Ha  pa3MEIIEHHE OKOHYATEJIbHOrO0 OT4YeTa Ha  CcaiTte
O6miecTBeHHOTO (hOHTA;

l4)mepenaua  goche  3aBEpIIEHHOM  MIporpaMMebl/ipoekta B cepe
3IPABOOXPAHEHUS] M COLMAIBHOM MOJJAECPKKA BMECTE C OMNUCHIO, BBIMUCKOU U3
[IporokoiioB 3acenanus IIpaBnenus u Iloneuntensckoro copera GoHma, 3aKIIOYECHUEM
BHyTpeHHero ayautopa B Ciy0y KOPHOPAaTUBHOIO YINPABIEHUS B DJIEKTPOHHOM
3amuIeHHoM ¢opMare Ha XpaHeHHe (B apXuB) B COOTBETCTBHUU C aKTOM IpHEMa-
nepeaavu;

15) mpeacraBiieHne OT4YETa MO MPOTPaMME/TIPOEKTY B cdepe 3ApaBOOXpAHEHUS U
COIIMAIbHON MOJJEPKKH Il BKItOYeHuss B OTuer 3a moisiyroaue U 1'0qoBOM OTYeT
OO6mmecTBeHHOTO POHIIA;

16) dopmupoBanue u BeaeHUE TOKyMeHTaluu lLleHTpa B COOTBETCTBUM C
yTBepxkaeHHor HomenknaTypoit O01ecTBeHHOro poHa;

17) dbopmupoBaHHe  COOTBETCTBYIOUIMX  Mamnok-peructpoB  Llentpa B
coorBeTcTBUM ¢ Homenknatypoir pnen OOmiecTtBeHHOro QoHAa, MNOATOTOBKA U
NoJIIMBKa JOKYMeHTOB LlenTpa ansa nepeaauu B apxuB OO11ecTBEHHOTO (POH/A;

18) pa3paboTka BHYTPEHHUX HOPMATHMBHBIX JIOKYMEHTOB B IIEJISIX peau3aluu
3anay ¥ pyHkuui Llenrpa;

19) yuactue B pa3pabOTKe MPEAJIOKEHUI IO COBEPIICHCTBOBAHUIO PAOOTHI
[{enTpa u ObmecTBeHHOTO (HOHMA;

20) uCHOJIHEHHE NOPYYEHHH PYKOBOACTBA B COOTBETCTBHM C BHYTPEHHHMH
HOPMATUBHBIMH JTOKyMeHTaMu OO0IecTBEHHOTO (HOH/A;

21) cobmtoeHue TPyAOBOW M MTPOU3BOACTBEHHOW JAUCITUTUIMHBI, IPABUI U HOPM
OXpaHbI TPy/la, TPeOOBaHUI MPOTUBOIIOXKAPHOU OE30MaCHOCTH;



22) TOBBIIMICHHE TPOPECCHOHAILHOTO YPOBHSA TyTeM caMooOpa3oBaHMSI,
U3YYCHUS TIEPEIOBOTO OTCUECCTBEHHOTO U 3apyOCIKHOTO OIBITA | T.1I.;

23) oOCyIIecTBICHHWE HWHBIX  (QYHKIUH, BBITCKAIOIIMX W3  HACTOSIICH
JTOJDKHOCTHOW ~ WHCTpyKImH, IlomokeHmss o IleHTpe W HWHBIX JIOKYMEHTOB
O6mecTBeHHOTO (hOH/IA.

4. IlpaBa

9. TIpoekTHbIN MEHEKEP UMEET MPaBO:

1) 3HaKOMUTBCA C pelIeHUAMH pyKoBojcTBa OOmecTBeHHOro (oHa,
KACAIOIIMMHUCS €ro JAesTeIbHOCTH;

2) BHOCUTb NPEMJIOKEHHS [0 COBEPUICHCTBOBAHUIO pPaOOThI, CBS3aHHON C
MPEeIyCMOTPEHHBIMU HACTOSIICH TOJKHOCTHON MHCTPYKIIUEH 00s13aHHOCTSIMU;

3) cooOmmarTe HEMOCPEACTBEHHOMY PYKOBOJIUTEIIO 000 BCEX HEIOCTaTKax B
nesitenbHocTH  OO0mecTBeHHOTO (DOHIA, BBISIBICHHBIX B TPOIECCE OCYIIECTBICHUS
CBOMX JIOJDKHOCTHBIX O0SI3aHHOCTEH W BHOCHUTD MPEIIOKECHHS TI0 UX YCTPAHEHUIO;

4) 3ampamuyBaTh W MOJAy4YaTh y CTPYKTYPHBIX TOJpa3aeicHUN UM pabOTHHUKOB
O6miectBerHHoro (oxaa uHGOpPMAIIUIO U TOKYMEHThI, HCOOXOAUMBIC JJIsI BBITTOJTHEHUS
€ro JIOJDKHOCTHBIX 00S3aHHOCTEH;

5) npuHMMaTh y4yacTMe€ B IIporpaMMax, HaMpaBlIEHHbIX Ha O0O0yueHue,
NEPENoIrOTOBKY U MOBbINIeHHE KBaTupuKauu kaapos OO1ecTBeHHOro (HhoHa;

6) 3HaKOMHUTBCS C TMPOEKTAaMU JOKyMeHTOB OOmiecTBeHHOTo  (oHJa,
KaCaroIINXCS €ro JIeATeIbHOCTH;

7) TPOBOIUTH KOHCYJbTAllMU CO CTPYKTYPHBIMU TOJPA3JCICHUSIMU U
pabotHukamu OOmecTBeHHOro (OHIA, a TakKe TOCYJapCTBEHHBIMH OpTraHaMH U
JPYTUMHU OpraHU3alMUSIMU 110 BOIIPOCaM B Mpejenax ero KOMIETeHITNY;

8) Mo TMOpydYeHWI0 pPYKOBOACTBA W B COOTBETCTBHM C BHYTPCHHHUMH
HOPMATHBHBIMH JOKYMEHTaMH TIPEICTaBIATH HHTepechl OOmecTBeHHOTo ¢GoHIa B
TrOCyJapCTBEHHBIX OpraHaxX, CTOPOHHUX OPTaHHU3AIUsX;

9) ocymecTBIsATh HHBIE TpaBa, MNPEAYCMOTPEHHBIE 3aKOHOJATEIHCTBOM
Pecny6nuku Ka3zaxcras.

5. OTBeTCTBEHHOCTH

10. IIpoekTHBI MEHEAKEDP HECET OTBETCTBEHHOCTH 34:

1) HeHajyexailee  WCIOJIHEHWE  WIM  HEUCHOJHEHHE  JIOJKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIEH HOTKHOCTHON MHCTPYKIIUEH;

2) mpaBOHApyLUEHUs, COBEPILICHHbIE B TMPOIECCE CBOEH JESITENIbHOCTH B
npefenax, YCTAHOBICHHBIX aJMUHUCTPAaTUBHBIM, YTOJOBHBIM M TPaKIaHCKUM
3aKoHOAaTeNLCTBOM Pecnybnuku Kazaxcran;

3) npuunHeHHe MaTepuaigbHoro ymepba OO6mecTBeHHOMY (OHAY B Mpeiernax,
YCTaHOBJICHHBIX TPYOBBIM 3aKoHOAaTeIbcTBOM Pecriybnuku Kazaxcran;



4) coxpaHHOCTh JoKyMeHTaruu OOIIECTBEHHOTO (OHJAa B COOTBETCTBUHU C
JOJDKHOCTHOW ~ MHCTPYKIMEH, TPYAOBBIM JOTOBOPOM ¥ HWHBIMH BHYTPECHHUMH
HOPMaTUBHBIMH JJOKyMeHTaMu O01ecTBeHHOTO PoH/a;

5) pasriameHue CBeJICHUH, UMEIOIINX OTPAaHUYCHHUE TOCTYIa M COCTABIISIFOIIINX
CITy’)KEOHYIO WJIM WHYIO OXpaHsSEeMYyI0 3aKOHOM TaifHy, mHpopmarmu OOIecTBEHHOTO
¢donma, oTHeCEHHOU K MH(OpMAaLUK KOHPUACHIINATHLHOTO XapaKTepa;

6) mapymenue [IpaBun TpymoBoro pacmnopsaka OOmecTBeHHOTO (OHIA, WHBIX
BHYTPEHHUX HOPMAaTUBHBIX JOKyMeHTOB OOIIeCTBeHHOTO (HOH/A;

7) HapylieHHE  TpaBHJI  TEXHUKH  OE30MACHOCTH,  MPOTHUBOIMOKAPHOU
0€30MMacHOCTH M JAPYTUX MPaBHJI, CO3AAIOIINUX yTrpo3y nAeareabHocTu OOLIeCTBEHHOMY
dboHay U ero paboTHUKAM;

8) uHYIO OTBETCTBEHHOCTD B COOTBETCTBHUH C NEHCTBYIOIINUM
3aKOHO/MATeIhCTBOM PecmyOmmku Kazaxctan, TpydoOBBIM JIOTOBOPOM U HWHBIMHU
BHYTpEHHUMU JNOKyMeHTamMu OOIIeCTBEHHOTO (OHIA.
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JlOIKHOCTHASI HHCTPYKIMS
NPOEKTHOr0 MeHeMxepa LlenTpa mo ynpasjieHn0 NpOrpaMMaMu U IPOEKTAMH B
cepe 31paBOOXPaAHEHUS M COLUAIBHON MOAJEPKKHA

1. OO01Me noJIoKeHus

1. Hacrosmmas moDKHOCTHAsST WMHCTPYKIMSA pa3paboTaHa B COOTBETCTBUHM C
3akoHoAaTenbcTBOM Pecnybnuku Kazaxcran, YcraBom O® «KazakcTan XalKbIHA»

(manmee — OOwmecTBeHHbll ¢onxa), llomoxennem o LleHTpe mnO yHpaBIEHHIO
nporpaMMaMu M TPOEKTaMH B cepe 37paBOOXpPaHEHHS U COLMATBHOU MOIICPIKKU
(mamee — IleHTp) W JApyrMMH BHYTPEHHUMH HOPMATHBHBIMH JIOKYMEHTAMH

O6miecTBeHHOTrO (hOHA.

2. Hacrosmass  JOKHOCTHAsE ~ MHCTPYKLHMSI — ONpPEAENAET  JOJDKHOCTHBIC
00513aHHOCTH, TIpaBa U OTBETCTBEHHOCTh [IpoekTHOoro menemxepa llenTtpa (nmanee —
[IpoeKTHBIN MEHEKED).

3. IlpoektHelii MeHemkep LleHTpa Ha3HayaeTcs Ha  JIOJDKHOCTH W
ocBOOOXkKAaeTcs OT JOKHOCTH mnpukasoM Ilpencemarens IlpaBnenuss B mopsiike,
OIpe/IeNIEHHOM 3aKoHoJaTenbcTBOM PecnyOnmku Kaszaxctan o Tpyae U BHYTPEHHUMU
HOPMaTUBHBIMU JOKyMeHTaMu OO11ecTBEHHOTO (poHAa.

4. IIpoeKkTHBII  MEHEKEp NOAYMHSETCA  HEMOCPEICTBEHHO  CTapliemMy
MPOEKTHOMY MEHEKepy U pykoBoauTento LleHnTpa.

5. IIpoextHsiii MeHemxep LleHTpa B cBoeii paboTe pyKOBOJICTBYETCS:

1) 3akoHONATEIbHBIMM M HWHBIMHU HOPMATUBHBIMU MPAaBOBBIMH  aKTaMU
PecnyOnuku Kazaxcran;

2) YcraBoM OO6uiecTBeHHOTO HOHAA;

3) Ilonoxenuem o LleHTpe 1 HACTOSIIEH TOJKHOCTHOM UHCTPYKIIUECH;

4) ApyrdMy BHYTPEHHMMH HOPMAaTHUBHBIMH JOKyMeHTamu OOIecTBEHHOTO
dboHma.

2. KBanudukanuoHHbie TpeOOBaAHNS

6. IIpoexTHblii MEHEKED JOJKEH COOTBETCTBOBAThH CIIEAYOIUM
KBIM(PUKALMOHHBIM TPEOOBAHUSIM:

1) Beicriee J7MOO TIOCIEBY30BCKOE OOpa3oBaHWE TIO  CHEIUATBLHOCTH:
3IpaBoOXpaHeHue MO0 coruanbHas cdepa, TyMaHUTapHble W (WJIM) COIMATbHbBIC
HayKH, €CTECTBEHHBIC, IOPUCTIPYACHIIMS, dKOHOMHUKA M (WJIM) MEHEIKMEHT, JHU0O0
HH(POPMAITMOHHBIC TEXHOJIOTHH;



2) crax paboThl MO CHEHMAIBHOCTM — HE MeHee 3 (Tpex) JIerT,
IPEANOYTUTENBHO HATMYUE ONBITA YIIPABICHUS MPOEKTAMH;

3) OpeaAnoYTUTENHHO HaJIU4ue cepTuuKaToB 0 MPOXOXKJICHUU
COOTBETCTBYIOIIUX KYypPCOB WJIM MPO(ECCHOHANBHON cepTU(PHUKALKUU, B TOM YHCIIE IO
MPOCKTHOMY MEHEKMEHTY.

7. IlpoektHsiit MmeHemxep LlenTpa gomkeH 00nanaTs:

1) 3HaHMSIMM  TPaXJAHCKONO M TPYJOBOro  3akoHojaarenbcTtBa  PK|
3aKOHO/IaTEJIhCTBA O OJArOTBOPUTEIBHOCTH, HEKOMMEPUECKHX OpraHU3aIlHsIX;

2) 3HAHUSMU U HaBbIKAMU B 00JaCTH MPOEKTHOTO MEHEIKMEHTA;

3) HaBBIKAMHM aHaJdM3a W CHCTeMaTH3aluud HWHPOPMAIMH, MOATOTOBKHU
AHAIMTUYECKON OTUETHOCTH.

3. OYyHKUUM U JOJKHOCTHBIE 00A3aHHOCTH

8. B ¢dyHkuuu n qomxHOCTHBIE 0043aHHOCTH [IpoeKTHOrO MEeHeKepa BXOUT:

1) mpoBenenue padboThI c rOCyJ1apCTBEHHBIMU, 0OLIECTBEHHBIMU
HEMPABUTEIBCTBEHHBIMU M JPYTUMH OpraHu3alus MM B paMKax KOMIICTCHIIMU IO
BOIIPOCAM OKa3aHUs MMOMOILH, JICUEHHUIO 32 pyOeKOM U JIEKaPCTBEHHOMY O00ECIIEYEHHUIO;

2) cbOop MarepuanoB sl pAaCCMOTPEHUSI OKa3aHUs MTOMOIIY;

3) mpoBeneHHE OIEHKH Ha COOTBETCTBUE TPEOOBAHUSAM JIJIsl OKa3aHUsI TIOMOIIIH;

4) mOATrOTOBKAa JIOKYMEHTOB Ha PAaCCMOTPEHHE OKCIEPTHOTO KOMHTETa MpU
O6mecTBeHHOTO (hOH/IE;

5) moxaroroBka MarepuanoB Ha paccmorpenue [IpaBnenus u [loneuntenbckoro
coBeta O011eCTBEHHOr0 (POH/A 1O BOPOCAM OKa3aHMsI TIOMOILY;

6) ompeneneHue 3ajad, MIAHUPOBAHUE CPOKOB peaM3allid U OCYIIECTBICHUE
MOHUTOPHUHTA UX UCHIOJIHEHHUS;

7) KOOpIMHALHUA U KOHTPOJIb X0/1a padOT MO OKa3aHUIO MOMOIIIH;

8) ympaBieHue OIOIKETOM MPOEKTa;

9) KOHTpPOJb 32 UCHOJHEHMEM TOJIMUCAHHBIX JIOTOBOPOB B  YacCTU
CBOEBPEMEHHOCTH 3aKJIIOYEHHUS] JIOTOBOPOB, HAJIMYMSA BCEX MPAaBOYCTAHABIMBAIOLIUX
JIOKYMEHTOB MOCTAaBIIMKOB, HAJMYME CYETOB K OIUIaTe, aKTOB NIpHeMa-Nepenayud u
JIPYTrOM OTYETHOCTH, MPEYCMOTPEHHOM JOTOBOPOM;

10) BemeHre y4eTa U CUCTEeMaTU3aIuH 3asiBOK, OJIOOPEHHBIX K OKA3aHHUIO TOMOIIN
[IpaBnenunem OOmecTBeHHOTO (HOHAA U YTBEPHKICHHBIX MPOTPaMM/TIPOCKTOB B OHJIAIH
CUCTEME KOHTPOJIS TI0 PACCMOTPEHHUIO MOCTYNMUBIIHMX B OOIIECTBEHHBIN (DOHT 3as5BOK U
00eCIeueHNI0 KOHTPOJIS 3a peain3alueii 6J1aroTBOPUTEIBHBIX TPOTrPamMM/IIPOCKTOB Ha
PETryJISIPHOA OCHOBE II0 COCTOSIHUIO HAa IIEPBOE YMCIO MECALA CIEIYIOUIEro 3a
OTYETHBIM MEPUOJIOM;

11) Benenue HEOOXOMUMOMW JOKYMEHTAIMH MO OKa3aHUIO TOMOIIIH;

12) moaroroBka aHAIMTUYECKHX OTYETOB N0 JesATenbHocTH LleHTpa s
BitoueHuss B Otder 3a mnoayrogaue, l'omoBoit otder OOmiecTBeHHOro (oHma u
OKOHYAaTEJIbHBIM OTYET;

13) yyactue B  MOHUTOPUHIE pealu3aldyd [POEKTOB U  MPOTrpaMMm
O6miecTBeHHOTO (HOHTA;



14) npencraBienne wuHpoOpmarmu 00 okazaHHOM momomu B CiyxOy
KopniopatuBHoro ymopasieHuss (PR-menemxepy) miga nyOnukanuu Ha — calTe
O6mecTBeHHOTO (HOHTA;

15) dopmupoBanue u BeaeHHe JOKyMeHTauuu lLleHTpa B COOTBETCTBUU C
yTBepxkaeHHoi Homenknatypoit O6mecTBeHHOro OHa;

16) ¢opmupoBaHue  COOTBETCTBYIOIIMX  Mamok-peructpoB  lLlentpa B
cootBeTcTBHUM ¢ Howmenknarypoit nmen OOmectBeHHoro ¢oHma, MOATOTOBKA U
MOAIMBKA JOKyMeHTOB LleHTpa s nepengadn B apxuB OOmecTBeHHOTO (POH/A;

17) pa3paboTka BHYTPEHHUX HOPMATHUBHBIX JOKYMEHTOB B IEJSX peau3aluu
3agad u ¢pyHkuui Llenrpa;

18) mpencraBienue uHTEepecoB lleHTpa BO B3aMMOOTHOIICHHUSIX C JPYTUMH
CTPYKTYpHBIMH Topa3aencausiMu O0mecTBeHHOTo POHA;

19) yuactue B pa3paboTKe MPEAJIOKEHUN IO COBEPIICHCTBOBAHUIO PAOOTHI
[lentpa u Ob1mecTBeHHOTO (POHIA;

20) uCIoJIHEHHE TMOPYYEHUI PYKOBOJCTBA B COOTBETCTBUHM C BHYTPEHHHUMH
HOPMATUBHBIMU JIOKyMeHTaMu OO01iecTBEHHOTO (hOH/Ia;

21) coOmroieHue TPyAOBOW M MPOU3BOACTBEHHOM JAUCITUIUIMHBI, IPABUI U HOPM
OXpaHbl TpyJla, TpeOOBaHU MPOTUBOIIOXKAPHOU OE30MACHOCTH;

22) OCYLIECTBIEHUWE HWHBIX  (PYHKUMM, BBITEKAIOMIMX W3  HACTOSILIEH
JNODKHOCTHOW ~ HMHCTpyKImH, llonoxkenus o ILleHTpe ©W HMHBIX JOKYMEHTOB
O6miecTBeHHOrO (hOHA.

4. IIpasa

9. TIpoexTHBIN MEHEIKEP UMEET MPABO:

1) 3HaKOMUTBCA C peleHussMH pykoBoacTBa OOmecTBeHHoro ¢oHaa,
KaCarOIIMMHUCS €ro JIeATEIHbHOCTH,

2) BHOCUTHb NPEMJIOKEHHS [0 COBEPUICHCTBOBAHUIO pPaOOThI, CBA3aHHON C
MPEAYyCMOTPEHHBIMHU HACTOSIIEH JOPKHOCTHON MHCTPYKIIMEH 00SI3aHHOCTSIMU;

3) coobOmaTk HEMOCPEJICTBEHHOMY PYKOBOJMTENII0 000 BCEX HEIOCTAaTKax B
nestenbHOCTH OOIecTBEeHHOTO (OHIA, BBISABICHHBIX B IIPOIECCE OCYIIECTBICHUS
CBOMX JIOJDKHOCTHBIX O0S3aHHOCTEHM U BHOCUTD MPEJIOKEHHS TI0 UX YCTPAHEHUIO;

4) 3ampamuvBaTh W TMOJy4YaTh y CTPYKTYPHBIX TOJpa3/eieHUul U pabOTHUKOB
O6mectBerHHOro (hoHaa MHGOPMAIIUIO U TOKYMEHTBI, HCOOXOUMBIC JJIsI BBITTOJTHCHUS
€ro JOJIKHOCTHBIX 00S3aHHOCTEH;

5) npuHMMaTh y4yacTue B IIporpaMMax, HaMpaBlIEHHbIX Ha O0O0yueHue,
MEePETIOITOTOBKY U MOBBINICHUE KBamuuKauu kaapos OOiecTBeHHOTo (HoHa;

6) 3HaKOMHUTBCS C TPOCKTAaMU JOKyMeHTOB OOmiecTBeHHOTO  (POHIA,
KaCarOIINXCS €T0 EeITeIbHOCTH;

7) TPOBOIUTH KOHCYJbTAllMA CO CTPYKTYPHBIMH  TIOJIPA3JCICHUSAMU |
pabotHukamu OOmecTBeHHOro (OHIA, a TaKKe TOCYTApPCTBEHHBIMH OpPTaHAMH H
JPYTUMHU OpTaHU3AIMUSIMH TI0 BOITPOCAM B Mpeeiax ero KOMICTCHITHY;



8) Mo TMOpPY4YEeHUI0 PYKOBOACTBA M B COOTBETCTBUM C BHYTPEHHUMH
HOPMATUBHBIMH JIOKYMEHTAMH NpPEACTaBiATh HHTepechl OOmecTBeHHOro ¢GoHaa B
roCcyJapCTBEHHBIX OpraHax, CTOPOHHUX OpPraHU3aIUsIX;

9) ocyiiecTBIsATh WHBIE MpaBa, MPEIYCMOTPEHHBIE 3aKOHOJATEIHLCTBOM
Pecny6uku Kazaxcras.

5. OTBEeTCTBeHHOCTH

10. IIpoekTHbIN MEHEIKEP HECET OTBETCTBEHHOCTD 3a:

1) Henamnexamiee  WMCIONHEHWE  WJIM ~ HEUCHOJHEHHE  JIOJDKHOCTHBIX
00513aHHOCTEM, IPEyCMOTPEHHBIX HACTOSAIIEH TOJPKHOCTHON MHCTPYKIMEH;

2) mpaBOHApyLIEHMs, COBEpPILUECHHBbIE B IIPOLECCE CBOEH JESATEIBHOCTH B
npenenax, YCTAHOBJICHHBIX aJMHMHUCTPATHBHBIM, YIOJOBHBIM U  TPaXKIaHCKUM
3aKOoHOJaTenbCTBOM PecnyOnmuku Kazaxcran;

3) mpuuMHEHHE MarepuaigbHOro ymepba OOmecTBeHHOMY (OHIY B Ipenenax,
YCTaHOBJICHHBIX TPYAOBBIM 3aKOHOIaTeIbCTBOM Pecnyonnku Kazaxcran;

4) coxpaHHOCTb JoKyMeHTanuu QOOIIeCTBEHHOro (oHAa B COOTBETCTBUM C
JOJKHOCTHOW ~ MHCTPYKIMEH, TPYAOBBIM JOTOBOPOM M HWHBIMH BHYTPECHHUMH
HOPMATUBHBIMH JJOKyMeHTaMu OOuiecTBeHHOTO (HOHAA;

5) pasrnameHue CBeJICHUM, UMEIOIIUX OTPAaHUYEHHUE JTOCTyIa U COCTAaBIISIFOIINX
CIIy’)KEOHYI0 WJIM HMHYIO OXPaHSEMYIO 3aKOHOM TaiiHy, uH(opmaruu OOIecTBEHHOrO
¢doHza, OTHECEHHON K MH(pOpMaLMK KOH(PHUACHLINAIBLHOIO XapaKTepa;

6) napymenue [IpaBun TpynoBoro pacnopsjka OOIIEeCTBEHHOTO (OHJA, UHBIX
BHYTPEHHUX HOPMAaTUBHBIX JOKYMEHTOB OOLIECTBEHHOTO (POHIA;

7) HapylleHuWe  MpaBWJ  TEXHUKM  O€30MacHOCTH,  MPOTUBOIOKAPHOU
0€30MacCHOCTH U JAPYTUX MPaBWJI, CO3AAIOIMIUX yIpo3y JeATerabHoCcTH OOLIECTBEHHOMY
dboHIy U ero pabOTHHUKAM;

8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C NEHCTBYIOIIUM
3aKoHOJaTenbCTBOM PecnyOnukum KazaxcraH, TpynoOBbBIM JOTOBOPOM UM HWHBIMHU
BHYTPEHHUMU JOKyMeHTamMu OO11ecTBEHHOTO (POHa.
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Jo5KHOCTHASL HHCTPYKUUA
MeHeIKepa LleHTpa no ynpas/jieHUI0 NPOrpaMMaMH U IPOEKTaAaMHU B cepe
3APABOOXPAHEHHS U COIHUAJIBbHOM MOAAEPKKH

1. O01mmue mMoJI0KEeHUus

1. Hacrosimass momKHOCTHAST MHCTPYKIUS pa3paboTaHa B COOTBETCTBHHM C
3akoHoAaTenbcTBOM Pecnyosmuku Kazaxcran, YcraBom O® «KazakcTan XalKbIHA»

(mamee — OOmectBeHublt ¢Goun), Ilomoxkennem o IlenTpe moO  ympaBlICeHHIO
nmporpaMMamMu M TMPOEKTaMu B cdepe 3ApaBOOXPAHCHHUS W COIMAIBHOU IMOIJICPIKKU
(manmee — llenTp) W ApYyrdMH BHYTPEHHUMH HOPMATHUBHBIMH JIOKYMEHTaMH

O6mecTBeHHOTO OHIA.

2. Hacrosimiass  JOJDKHOCTHAsE ~MHCTPYKIUS — ONpPEACNSieT  JIOJKHOCTHBIC
00s13aHHOCTH, MpaBa U OTBETCTBEHHOCTh MeHeKepa Llentpa (nanee — Menemxkep).

3. Menemxep llenTpa Ha3HayaeTcs Ha JOHKHOCTH M OCBOOOXIAETCS OT
TOJbKHOCTH — TnipukazoM Ilpencenarenss IlpaBieHus B mopsigke, OMNPEEICHHOM
3aKkoHoAaTenbCcTBOM PecnyOnuku Kazaxcran o Tpyjne ¥ BHYTPEHHUMH HOPMAaTHUBHBIMU
nokymeHTamu O0miecTBeHHOro GoHaa.

4. Menemxep LlenTpa moguuHsETCS HEMOCPEACTBEHHO CTapIIEMy MPEKTHOMY
MEHEeIKepy U pykoBoauTento LlenTpa.

5. Menemxkep LlenTpa B cBoeit paboTe pyKOBOJICTBYETCSI:

1) 3akoHOMATEIBHBIMH W WHBIMH HOPMATHBHBIMU TPABOBBIMU aKTaMU
Pecniy6muku Kazaxcran;

2) YcraBoM OGmiecTBeHHOTO HOH/IA;

3) Ilonoxenuem o LleHTpe 1 HACTOSAIICH TOKHOCTHON MHCTPYKIIUEH;

4) npyruMud BHYTPEHHHMMH HOPMATHUBHBIMH JOKyMeHTamMu OOIIECTBEHHOTO
dbonna.

2. KBanupuxauuoHHbie TPeOOBAHUS

6. MeHemkep MAOKEH COOTBETCTBOBATH CIEIYIOIIMM KBaJIU(DPUKAITMOHHBIM
TpeOOBAHUSIM:

1) Bbiciiee JMOO TOCIEBY30BCKOE OOpa3OBaHHWE IO  CHEIUAIBHOCTH:
3/[paBOOXpaHeHue U (WIKM) couuanbHas cdepa, T'yMaHUTApHbIE U (WJIM) COLUATIbHBIC
HAyKU JIUOO €CTECTBEHHbIC HAYKH, IOPUCTIPYACHIINS, SKOHOMUKA U (MJIM) MEHEKMEHT,
1160 MH(pOpPMAITMOHHBIE TEXHOJIOTUH;

2) cTax padoThI MO CMEIUATLHOCTH — HE MeHee IBYX (2) JeT.

7. Meunemxep LlenTpa nomkeH o0aaaTh:



1) 3HaHMSMH  TpaXJAHCKOrO M TpyJoBOoro  3akoHojatenbctBa  PK,
3aKOHOJIaTEIbCTBA O 0J1arOTBOPUTEIILHOCTH, HEKOMMEPUYECKUX OPTaHU3aAIUSX;

2) 3HaHUSMHU U HABBIKAMH B 00JIACTH MEHEIKMEHTA;

3) HaBBIKAMHM aHajdUM3a M CUCTEMaTu3alMd HH(OpMalMU, MOJATOTOBKH
aHAIMTUYECKOW OTYETHOCTH.

3. (I)yHKIII/II/I " J0JKHOCTHbBIC 00SI3aHHOCTH

8. B dbyHKIMM U TOJKHOCTHBIE 00SI3aHHOCTH MEHEKepa BXOJINT:

1) obecnieueHue BhIMOMHEHUA 3a/a4 U GyHKUMM, onpeaeneHHbix [lonoxennem
o Llentpe;

2) BeleHUE  TMOCTYNHUBIIETO B peaju3alui0  MPOEKTa/IpOrpammbl,
yrBepxkaeHHoN [lomeuntenbckum coBetoM OOmiecTBeHHOro (oHAa /dieHamMu
[IpaBiieHust B COOTBETCTBUU C BHYTPEHHUMH JOKyMeHTaMu OO11ecTBEHHOT0 PoHAA;

3) MOHMTOPHUHT U KOHTPOJIb peaIUu3aliy MPOTPaMM U IIPOEKTOB;

4) KOHTpPOJIb 3a CpOKaMu peaju3allid MpPOEeKTa B COOTBETCTBUU C
YTBEPKACHHOU MIPOTPAMMOM/TIPOEKTOM, JlopoxxHou KapTou peanu3anuu
POrPaAMMBI/TIPOEKTA;

5) mpoBeneHue BIOOPA MOTEHIIUATBHBIX MOCTABIIMKOB MO OJarOTBOPUTEIBHON
IpOrpaMMe/TIpOeKTy  Ha  OCHOBE  MOJXOJOB,  YTBEPXKICHHBIX  BHYTPECHHUMU
HOPMATUBHBIMU JIOKyMeHTaMu OO01iecTBEHHOTO (HOH/IA;

6) corjacoBaHHE MPOEKTa JOTOBOpa IMOCTAaBKM TOBAapoB (paldoT, yCiIyr) co
BCEMH TOJIMMCAHTaMU IO JIOTOBOPY M, Mpu Hanmuuuu Bu3 HOpuanueckon cimyxObl,
Otaena OyXraaTepckoro ydera ¢ OTYETHOCTH U YIPABJISIONIETO JIUPEKTOpa
O6mectBeHHOro (poH1a U BHEceHHe Ha noanucanue [pencenarento [paBienus;

7) BHECEHHME Ha PErucTpauuio MOAMMCAHHBIX J0roBopoB B  Otaen
OyXTaJITEpCKOTO yueTa U OTYETHOCTH

8) (opMHpoBaHUE 3asBKH Ha OIUIaTy, KOTOpPAasl MOJIMUCHIBAETCS MEHEIKEPOM
npoekTa, pykooaurenem Llentpa u 3amecturenem [Ipencenarens [IpaBnenus;

9) cBOEBpeMEHHOE BHECEHHME MAAHHBIX M0 pealn3aluu O0JaroTBOPUTEIbHBIX
POrpamMM/IIPOEKTOB B OHJIAMH CHCTEME KOHTPOJIS MO PACCMOTPEHUIO MOCTYNUBUIMX B
OOmecTBeHHbI  (OHA 3asiBOK W OOECIIEUEHUIO KOHTPOJSL 3a peau3aiueit
0JIarOTBOPUTEIBHBIX MPOTPAMM/TIPOEKTOB Ha PEryJSPHOM OCHOBE IO COCTOSIHUIO Ha
NIEPBOE YMCJIO MECSIA CIEAYIOIIETO 32 OTYETHBIM IEPHOJOM;

10) moaroroBka MaTepHalioB MJil AHAIUTHYECKHMX W CBOJHBIX OTYETOB IIO
KoMrieTeHuu ['pymnmbel U GopmupoBanue otdeta 00 uTorax padoThl ['pymmbl, B TOM
YHUCJIe O peaju3ainuu OJaroTBOPUTENHHBIX MPOEKTOB/ MpOrpamMM JUisl BKIIFOYCHUS B
Otuer 3a monyroaue, ['010Bo# 1 okOHUYaTENBbHBINA 0TUeT OOIIECTBEHHOTO (HOH/A;

11) BeneHre moAnMcaHHBIX JOTOBOPOB B YaCTH CBOEBPEMEHHOCTH 3aKIIFOUCHUS
JIOTOBOPOB, HAJWYMsI BCEX MPABOYCTAHABIMBAIOIIMX JOKYMEHTOB IOCTaBUIMKOB,
HaJW4yus CYETOB K OIUIaTe, AakKTOB IIpUeMa-liepeayd W JPYrod OTYETHOCTH,
PEeayCMOTPEHHON JOTOBOPOM U BEIEHUE peecTpa J0rOBOPOB;



12) bopmupoBaHrie  COOTBETCTBYIOIIMX  mamok-peructpoB  lLlentpa B
cootBercTBUM ¢ Howmenknarypoit nen OOmecrBeHHoro ¢oHaa, MOATOTOBKA U
noJIMBKa J0KyMeHToB LlenTpa ansa nepegauu B apxuB OO01ecTBEHHOTO (POH/IA;

13)yyactue B pa3paboTKe MPEIOKEHUN IO COBEPUICHCTBOBAHUIO PaOOTHI
[lentpa u ObmecTBeHHOTO (POHIA;

14) ucnosiHeHNE TOPYUYEHUM PYKOBOACTBA B COOTBETCTBUU C BHYTPEHHUMHU
HOPMATUBHBIMH TOKyMeHTaMu OOIecTBEHHOTO (OH/A;

15) cobntonenne Tpy10BOM M MPOU3BOJACTBEHHON JAUCIUILIMHBI, IPABWI U HOPM
OXpaHbl TpyJa, TPeOOBaHUU MPOTUBOIIOKAPHOI O€30MTACHOCTH;

16) ocymecTBieHe  HMHBIX  (DYHKUMNA, BBITEKAIOMIMX M3  HACTOAIICH
JOJDKHOCTHOW — HMHCTpyKumu, llonoxkenus o ILleHTpe ©W  HHBIX JOKYMEHTOB
Oo6mecTBeHHOTO (POHIA.

4. IlIpasa

9. MeHemxkep UMEET MPABO:

1) 3HakomMuThCA C€ pemieHUsIMH pykoBojacTBa OOmiecTBeHHOro (oHza,
KaCaloIUMHUCS €T0 JIeATEIbHOCTH;

2) BHOCUTHb NPEMJIOKEHHS IO COBEPLICHCTBOBAHUIO pPaOOTHI, CBSI3aHHOM C
IpEeyCMOTPEHHBIMHU HACTOSIIEN JOKHOCTHOM MHCTPYKIUEH 00513aHHOCTIMU;

3) cooOuaTh HEMOCPEeICTBEHHOMY PYKOBOAMTENIO 000 BCEX HENOCTaTKax B
nesitenibHOCTH  OO01ecTBEHHOro (OHAA, BBISBICHHBIX B IPOILECCE OCYIIECTBICHUS
CBOMX JIOJDKHOCTHBIX 00s13aHHOCTEN M BHOCUTD IPEUI0KEHUS 110 UX YCTPAHEHHUIO;

4) 3ampamivMBaTh U IMOJYyYaTh Yy CTPYKTYPHBIX MOJApa3JeleHUN U paOOTHUKOB
OobwecTBeHHOro0 PoHa UHPOPMAIUIO U JOKYMEHThI, HEOOXOUMBIE ISl BBIIOJIHEHUS
€ro JIOJKHOCTHBIX 00s3aHHOCTE;

5) mpuHuUMaTh ydYacTHe B TpOrpaMMax, HaIlpaBJICHHBIX Ha OOyd4eHHeE,
MIEPETIOATOTOBKY U MOBHIIICHNE KBalu(puKanuu kaapos OOIecTBeHHOTO (hOHa;

6) 3HaKOMHUTBbCS C TpoeKTamMu JoKymeHToB OOmecTBeHHoro ¢GoHAaa,
KacaroIluXcsl €ro JesITeIbHOCTH;

7) TpOBOAWTH KOHCYIbTAIlMM CO CTPYKTYPHBIMH TIOJApa3ACICHUSIMU U
pabotHukamu OOmiecTBeHHOTO (OHIA, a TaKXKe TOCYAapCTBEHHBIMH OpraHaMH |
JPYTMMH OpraHU3alUsiMU IO BOIPOCaM B Mpezeiax ero KOMIETEHIUY;

8) MO TOpPYUYEHHUI0 PYKOBOJACTBA M B COOTBETCTBUM C BHYTPEHHUMHU
HOPMATUBHBIMU JIOKyYMEHTaMU TMpPEACTaBIATh HHTepechl OO0mecTBeHHOro (oHaa B
rOCy/IapCTBEHHBIX OpraHax, CTOPOHHHUX OpraHu3alusiXx;

9) ocymiecTBisATh UWHBIE MpaBa, MPEAyCMOTPEHHbIE 3aKOHOAATEIHCTBOM
Pecny6mmku Kazaxcras.

5. OTBEeTCTBEHHOCTH

10. Menemxep HECET OTBETCTBEHHOCTh 3a:
1) Henamyiexaiiee  WCHOJHEHUE WM HEUCIOJHEHHE  JIOJKHOCTHBIX
00s13aHHOCTEMH, TPEAYCMOTPEHHBIX HACTOSIIEH JOKHOCTHOU WHCTPYKITUEH;



2) npaBOHApyLIEHMs, COBEPLUEHHBIE B IIPOLIECCE CBOEH JEATEIBHOCTH B
npejenax, YCTAHOBJIEHHBIX aJMMHUCTPATUBHBIM, YIOJOBHBIM U  TPaXKIaHCKUM
3akoHoaTenbcTBOM PecryOmuku Kaszaxcran;

3) npuunHEHHE MaTepuanabHOro ymepoa OOmecTBeHHOMY (GOHAY B Ipenenax,
YCTaHOBJIEHHBIX TPYJOBBIM 3aKOHOAATeIbCTBOM Pecnybnuku Kasaxcran;

4) coxpaHHOCTh HokyMeHTanuu OOIIecTBEeHHOTO (OHIA B COOTBETCTBUHU C
JOJDKHOCTHOW ~ MHCTPYKIMEH, TPYIOBBIM JIOTOBOPOM U HHBIMH BHYTPEHHUMU
HOPMAaTUBHBIMU JOKyMeHTaMu O01iecTBeHHOTo POoH/a;

5) pasriameHue CBeICHUI, UMEIOIINUX OTPAaHUYEHHE TOCTYNa U COCTABIIIOIINX
CIIy’)kKeOHYIO WJIM HWHYIO OXPaHSIEMYIO 3aKOHOM TaiiHy, uHpopmanuu O6wecTBeHHOro
doHAa, OTHECEHHOU K MH(OpMaLUU KOHPUACHIIUAIBHOTO XapaKTepa;

6) napymenue [IpaBun TpynoBoro pacnopsiaka OOmecTBeHHOro (GoH/1a, UHBIX
BHYTPEHHUX HOPMAaTUBHBIX JOKYMEHTOB OOLIECTBEHHOIO (POHA;

7) HapylleHuWe TpaBUJI  TEXHUKH  OE30MACHOCTH,  IPOTUBOMOKAPHOU
0€30MacHOCTH U JAPYTUX HPaBWJI, CO3AAIOIIUX yIpo3y JeaTeabHocTH OOLIECTBEHHOMY
dboHy U ero pabOTHHUKAM;

8) MHYI0  OTBETCTBEHHOCTh B  COOTBETCTBUM  C  JEHCTBYIOLIUM
3aKOHOJATeNbCTBOM PecnyOnukm KazaxcraH, TpynoOBbBIM JOTOBOPOM M HWHBIMHU
BHYTPEHHUMHU JOKyMeHTamMHu OOIIeCTBEHHOTO (OHAA.
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JLOIKHOCTHASI HHCTPYKIMS
pykoBoautes LlenTpa mo ynpasjieHn0 NporpaMMaMu U IPOEKTAMH
B c(pepe 00pazoBaHusi, KyJAbTYpPbl H CHIOPTA

1. OO01IMe moJIoKeHus

1. Hacrosimas noDKHOCTHAasi MHCTPYKIUSA pa3paboTaHa B COOTBETCTBUHM C
3akoHoAaTenbcTBOM Pecnyoiuku Kazaxcran, YcraBom O® «KazakcTan XalKbIHA»
(manee — OOmectBennblii (oug), Ilomoxxenuem o lLlenTpe mno ympaBieHHIO
nporpaMMaMu M TMpoeKTamMHu B cdepe o0pa3oBaHUA, KyJIbTYphl U clopTa (nanee —
LlenTp) W ApyruMu BHYTPEHHHMMH HOPMATHBHBIMH JOKyMeHTaMu (OIecTBEHHOTO
dbonpa.

2. Hacrosimass  JOMKHOCTHAsE ~ MHCTPYKLHMSI — ONPEAENIeT  JOJKHOCTHBIE
00513aHHOCTH, IIpaBa U OTBETCTBEHHOCTh pykoBoauTens Llenrtpa.

3. PyxoBomutens lleHTpa Ha3zHayaeTcss Ha JODKHOCTH M OCBOOOXKIAETCS OT
noipkHocTH  npukasoMm  Ilpencenarenss IlpaBiieHMss B MHOpsAAKe, ONPEACICHHOM
3akoHoAaTenbcTBOM Pecnyonuku Kasaxcran o TpyJe U BHYTPEHHUMU HOPMATHBHBIMU
nokymeHtamu OO1ecTBeHHOTO (poHAA.

4. PykoBomutens LleHTpa mOAYMHSAETCS HEMOCPEICTBEHHO Y IIPABISIOIIETO
JUPEKTOPA IO MPOrpaMMaM M MIPOECKTaM.

5. PykoBoautens LleHTpa B cBOEH paboTe pyKOBOACTBYETCS:

1) 3akoHOIATeNbHHIMU ¥ WHBIMH HOPMATHBHBIMH TPABOBBIMH  aKTaMU
PecnyOnuku Kazaxcran;

2) YcraBoM O6uiecTBeHHOTO (HOHAA;

3) Ilonoxenuem o LleHTpe u HaCTOSIILIENH JOJKHOCTHOW MHCTPYKIUEH;

4) ApyrMMU BHYTPEHHMMH HOPMATHUBHBIMH JOKyMeHTamu OOIIecTBEHHOTO
dboHma.

2. KBanu¢ukanuoHHbie TPeOOBAHUS

6. PyxoBoautenn [lenTpa JOJDKEH COOTBETCTBOBATH CIEIYIOIIUM
KBIM(PUKALMOHHBIM TPEOOBAHUSIM:

1) BhIciIee MO0 MOCIEBY30BCKOE 00Opa30BaHUE MO CHEIUAIbHOCTH: SKOHOMUKA
U (W1IM) MEHEIKMEHT, IMeJaroruka u (i) couuaibHas cdepa, 1MO0 rymMaHUTapHOE
oOpa3oBaHuE;

2) crax paboThl B 00iacTu 00pa3oBaHuUsI, MEHEHDKMEHTA, COIMATBLHOU cephl —
He MeHee S (MATH) JIET, B TOM YKCIie HAa PYKOBOJSILIEH JOKHOCTH — HE MeHee 3 (Tpex)
JIET, MPEANIOYTUTEIHFHO HATMYUE OIbITAa YIIPABICHUS TPOCKTaAMU;



3) npeano4YTUTEILHO HaJIM4Ine cepTu(dUKaToB 0 MPOXO0XKICHUHU
COOTBETCTBYIOIIMX KYpCOB WM MpodecCHOoHANbHON cepTU(UKAIMU, B TOM YHUCIIE T10
MIPOEKTHOMY MEHEKMEHTY.

7. Pykooautensb LlenTpa nomkeH 001a1aTh:

1) 3HaHUAMHM W HaBbIKAMU TIPUMEHEHHMS HOPMATHBHBIX IIPABOBBIX aKTOB B
COIMAJIBHON 00JIaCTH, MPOEKTHOTO MEHEKMEHTA B COITMANBHOU cepe;

2) 3HaHusMU  ['paxkpaHckoro W TpydoBoro  3akoHojatenbctBa  PK|
3aKOHOJIATEIHCTBA O 0JIarOTBOPHUTEILHOCTH, HEKOMMEPUYECKUX OPTaHU3AITUSX;

3) HaBBIKAMM aHaIW3a W CHCTEMaTW3aluu WHPOpMAIMH, pa3pabOTKu
METOJIOJIOTUYECKUX U HOPMATUBHBIX IOKYMEHTOB.

3. (I)yHKIII/II/I " J0JKHOCTHbBIC 005sI3aHHOCTH

8. B ¢yHKIMM U JOHKHOCTHBIE 00S3aHHOCTH pyKoBoauTens LlenTpa Bxoaur:

1) oOecneueHre BBIMONHEHUS 33024 U (YHKUUM, oripeaesieHHbIX [lonoxennem o
[lenTpe;

2) KOHTpOJIb 3a CBOEBPEMEHHBIM U KAaUE€CTBEHHBIM MPOBEACHUEM 3KCIIEPTU3bI U
orOopa 3adBOK B cdepe oO0pa3oBaHUs, KYyJIbTypbl M CIOpPTa, MOCTYNHMBIIMX B
OO1ecTBeHHbIN (HOHT;

3) opraHuzauus pa3pabOTKW U CTPYKTypUpOBaHHsS  OJaroTBOPUTENIbHBIX
IporpaMM U MPOEKTOB B cpepe oOpa3oBaHMsl, KyJIbTYphl U CIOPTA;

4) KOHTpPOJIb 3a MpPENOCTaBICHUEM OTBETa O peE3yJbTaTaX PpPacCMOTPEHUS B
cucreme atamekenim.kz nubG0 HampaBieHHWEM OTBETa 3asBUTENIO0 IOCPEACTBOM
CUCTEMBI 3JIEKTPOHHOT'O I0OKyMEHTO000pOTa;

5) KOHTpOJb 3a MOATOTOBKOW 3aK/IIOUEHUS 00 aKTyalbHOCTH IpeasiaraeMoin
IPOrpaMMBI/TIPOEKTa MCXOJ W3 aHaJM3a MUMEIOIIMXCS NpoOJieM B COOTBETCTBYIOIIEH
cdepe;

6) KOHTpPOJb 32 pa3pabOTKON CHCTEMBI MEp MPOTPAMMBI/IIPOEKTa C yKa3aHUEM
CPOKOB U MOPSIIKA OCYLIECTBICHUS TIPOrPAMMBI/TIPOEKTA;

7) olecrieueHue OpraHu3aluu paboThl MO pa3paboOTKe U MOJNHUCAHUIO
Memopannyma u JIOpOKHOM KapThl MO peav3alid MpOrpaMMBbI/IPOEKTa B CPOK,
YTBEP)KIACHHBIN BHYTPEHHUMH HOPMATHBHBIMU JOKyMeHTaMu OOIiecTBeHHOTO (OHIA,
COBMECTHO C YTBEP>KJIEHHBIMU (POHJIAaMU - TAPTHEPAMU W/WIIK OllepaTopaMu MpoeKTa U
JPYTUMHU YYaCTHUKAMH MPOTPAMMBI/TIPOEKTa TIPU UX HaIu4uu B chepe oOpa3zoBaHus,
KyJbTYpPBI U CIIOPTA;

8) opraHuzauuss paboOTbl 1O  MPOBEACHHUIO  BBHIOOpAa  MOTEHIMAJIBHBIX
MOCTABIIMKOB M0 OJIArOTBOPUTENLHON MporpamMme/mpoekTy B cdepe oOpa3oBaHus,
KyJIbTypbl M CHOPTa HAa OCHOBE TMOJXOAOB, YTBEPXKIEHHBIX BHYTPEHHUMHU
HOPMATUBHBIMH JTOKyMeHTaMu OO0IecTBEHHOTO (hOH/IA;

9) opranuzanusi  NOArOTOBKM M COIJIACOBAHUS  CO  CTPYKTYpHBIMHU
nozapasaeneHussiMu  OOLIECTBEHHOTO (OHJAa TPOEKTOB JIOTOBOPOB MO OKAa3aHUIO
0JIarOTBOPUTEIBHOM MOMOIIHU B chepe 00pa3oBaHusl, KyJIbTYPhl U CIIOPTA;

10) KOHTpOJH 3a BHECEHHMEM Ha PErUCTPALMIO MOAMMCAHHBIX JTOTOBOPOB B
OTtaen OyXraJITepCcKOro y4era i OT4YETHOCTH;

11) KOHTpPOJAHL 3a MCHOJHEHHEM TOJIMUCAHHBIX JIOTOBOPOB B  YacTu
CBOEBPEMEHHOCTH 3aKJIIOYEHMsI JOTOBOPOB, HAJIM4YMs BCEX MPABOYCTAaHABIMBAIOIIMX



JIOKYMEHTOB MOCTaBIIMKOB, HAJMYUE CYETOB K OIUIATE, aKTOB IpHeMa-Nepenavyud u
JPYroil OTYETHOCTHU, IPEyCMOTPEHHON JOTOBOPOM;

12) KOHTpOJL 3a CpPOKaMHM pealu3alid TMPOEKTa B COOTBETCTBUM C
YTBEPXKJICHHON OJaroTBOPUTEIIBHOM MporpaMMoi/mpoekToM, JloposkHOM KapToit
peanu3alyy IporpaMMbl/IpoekTa B cepe 00pa3oBaHusi, KyJIbTYPhI U CIIOPTA;

13) MoHUTOpPUHT U KOHTPOJIb peannzanuu 0JIarOTBOPUTENBHBIX
IPOrpaMM/TIPOEKTOB, aAPECHON MOMOIIH B cpepe 00pa3oBaHusl, KyJIbTYPHI U CIOPTA;

14) koHTpodb 3a (HOPMHUPOBAHMEM M BEIEHHEM J0Che OJIArOTBOPUTEIHLHOTO
pOEeKTa/0IaroTBOPUTENHHOM MporpaMMel B chepe 00pazoBaHus, KyJIbTyphl U CIIOPTa B
COOTBETCTBUH ¢ HCTpyKIIKMEel IO BEICHUIO JOChE MPOTPaMMBI/TIPOEKTA;

15) obecneuenue popmupoBanus [lnana meponpusTuii Mo 0J1aroTBOPUTEIHHOM
IPOrpamMMe/TIPOeKTy B chepe 00pa3oBaHus, KyJIbTYPHI U CIIOPTA;

16) KOHTpOJH 3a CBOEBPEMEHHBIM (HOPMHUPOBAHUEM 3asIBOK Ha IUIATEXKHU IO
aJpeCHON TMOMOIIM M 3aKJIIOYEHHBIM JIOrOBOpaM Ha OKa3aHue OJIaroTBOPUTEIHHOM
IIOMOILIY;

17) KOHTpPOJAH TMOATOTOBKM OTYETOB O pealu3aly  OJaroTBOPUTEIIBHBIX
IporpaMM U MPOEKTOB B cpepe oOpa3oBaHMsl, KyIbTYPhl U CIOPTA;

18) KoHTponb 3a oOpraHu3alnueil MPOBEACHUS 3acedaHul  DKCIIEPTHBIX
KOMUTETOB ITpu OO1IeCTBEHHOM (DOH/IE;

19) xoopauHanusg TOATOTOBKM MAaTEpPHAIOB IO BOIpPOCaM IOBECTKU JIHS
3acelaHns DKCIEPTHBIX KOMUTETOB ITpu OO11IeCTBEHHOM (DOH/IE;

20) dopmupoBaHue AOKYMEHTOB IO KommeTeHIMu LleHTpa s paccMoTpeHus
[IpaBnenuem u [loneunTenbCKUM COBETOM;

21) KOHTpOJb 3a BEACHHEM Yy4Ye€Ta M CHCTEMAaTH3alud BCEX IMMOCTYMAOIMINX
3asiBOK W YTBEPXKICHHBIX NPOrpaMM/IPOEKTOB B OHJIAWH CHCTEME KOHTPOJS 110

paccMoTpeHHio mnocTynuBmuX B OOmECTBEHHBIM (OHJ 3aiBOK M 00ECIEUEHUIO
KOHTPOJISL 3a peaju3anueid 0JaroTBOPUTENBHBIX MPOTPAMM/TIPOCKTOB HA PETYJISPHON
OCHOBE I10 COCTOSIHHIO Ha IIEPBOE YHMCIIO MECSLA CIEAYIOMIErO 3a OTYETHBIM IIEPUOIOM;

22) oOecrieyeHHEe KOHTPOJIS 3@ AaKTyaJlbHOCTbIO M CBOEBPEMEHHOCTBIO
UCTIOJTHEHHUs] paOOTHUKAaMU BBEPEHHOI'O TMojpa3fesieHuss (YyHKIUU 10 BEIACHMIO
OHJIAITH CUCTEMBI KOHTPOJIS 110 PACCMOTPEHHUIO MOCTYNUBIIUX B OO1IeCTBEHHBIN (POHA
3asBOK M OOECMEYEHUI0 KOHTPOJIS 3a  peanu3alnuedl  0JaroTBOPUTEIbHBIX
MPOrpamMM/MPOEKTOB;

23) yuactue B pabore Komwurera mo paccMOTpEHHMIO MOCTYNUBIIUX 3asBOK B
OO61ecTBeHHbIN (HOH/ HA pa3pabOTKy HOBOW MPOTrPaMMBbI/TIPOEKTA;

24) KOHTpPOJIb MOATOTOBKH OTYETOB O PeAU3al[MU IIPOEKTOB U MPOrpaMM, B TOM
Yyucie B paMKaxX MOHUTOPHMHIA KauecTBAa peaju3alld MpOrpaMM/MpPOEKTOB JJis
BitoueHuss B Otder 3a mnosyroaue, l'omoBoit otder OOmiecTBeHHOro (oHma u
OKOHYATENbHBI OT4YET MO OJaroTBOPUTENIbHON MpOrpaMMe/TIpOeKTy B  cdepe
oOpa3oBaHusl, KyJbTyphI U CTIOPTA;

25) opraHuzaiusi TOATOTOBKM U HampaBJ€HUS Ha pPacCMOTPEHHE OTAena
OyXTalTepCKOTO ydeTa U OTYETHOCTH, BHyTpeHHero ayautopa OOmecTBeHHOro (hoHa
OKOHYATEJIbHOTO OTYeTa O peaju3aluu MPOEKTa M JOChE€ MPOrpaMMbI/TPOEKTa IO
3aBEpPUICHUIO OJArOTBOPUTENIHHON MPOrpaMMBbI/TIPOEKTa AJIsl MOCIEAYIOIIEr0 BHECEHUS
C 3aKJIFOYEHHEM BHYTPEHHETO ayAuTOpa Ha 3acefaHue [loneuntenbckoro coBera;



26) opraHuzamnus ~ pasMmenieHuss ~Ha  caidte  OOmecTBeHHOro  (oHaa
OKOHYATEJIBLHOTO OTYETa MO MPOrpaMme/IpoeKTy B cdepe oOpa3oBaHUs, KYJIbTYypbl U
CIIOpTa;

27) obecrieueHre nepenavu JA0Che 3aBEPIICHHON MPOTPaMMBI/IIPOEKTa BMECTE C
onuchblo, BbIMUCKOM u3 IIpotokonoB 3acemanusi IlpaBnenuss u Ilomeuurenbckoro
COBETA, 3aKJIF0YEHUEM BHYTpEHHEro ayautopa B Ciy:k0y KOPIOpPaTUBHOIO YHPABICHUS
B DJICKTPOHHOM 3alllUIEHHOM (dopMare Ha XpaHeHHE (B apXWB) B COOTBETCTBUU C
aKTOM IMpUeMa-TIepeIayn;

28) opraHuzanys B3aUMOJACKHCTBUS C rocynapcTBeHHbiMU opranamu, HIIO,
0JIarOTBOPUTEIBLHBIMU OPTaHU3ALMSIMU, UHULIMATOPAMH MPOEKTOB U IIPOTPaMM;

29) opraHuzainusi B3aUMOJCHUCTBUSI C IEHTPAJIbHBIMU TOCYAapCTBEHHBIMU
OpraHamM, = MECTHBIMH  HMCIOJHUTEIBHBIMU  OpraHaMHu,  IOJBEIOMCTBEHHBIMU
OpraHu3alyisIMHU YIIOJIHOMOYEHHOIO opraHa B cdepe o0pa3oBaHusl, KyJIbTYphl U CIIOPTa
U APYTUMH CTEUKXOJepaMH B paMKaxX peain3alluu 3aj1ay;

30) npencraBnenue wuHbopmanuu 10 KomnereHiuu llentpa B CiyxOy
KopniopatuBHoro ympasieHuss (PR-menemxepy) mig nyOnukanud Ha — calTe
OO6mecTBeHHOTO POHIIA;

31) mpencraBienne HHTEpecOoB LleHTpa BO B3aMMOOTHOLIECHUSIX C JAPYTUMU
CTPYKTYpHBIMH oJipa3aesieHusiMu OO1ecTBeHHOTro (PoH A,

32) BHecenue Ha paccMmotrpenue Ilpencenarens IlpaBnenuss u IlpaBnenus
OO6miecTBeHHOrO (DOHJA MPEIJIOKEHUM MO BOMPOCAM, BXOJAIIUM B KOMIIETCHIIUIO
[lenTpa;

33) pykoBoacTBo  paboroit  Ilentpa, opranmzaums  pabotel  lleHTpa,
pacnpeneneHrne BXOIAIIEH KOPPECTOHACHIINM, 3aJaHUi U TTOPYUYEHU HA WCIIOJHEHUE
pabotHukam lleHTpa, OCYIIECTBIEHHWE KOHTPOJISI 3a HMX HCIOJHEHUEM, a TakkKe
YTBEP)KJICHUE WHAMBUAYaJbHOTO IJ1aHAa paboThl HA KBapTajll MU YCTAHOBJICHUE
pexkoMeHayemMoro kKodgduimenTa mpeMUpOBaHMUs MO WUTOTaM KBapTaja paOOTHUKAM
IenTpa;

34) pa3paboTka BHYTPEHHHUX HOPMATHBHBIX JOKYMEHTOB TIO BOMpOCaM
nestenpHocTH Llenrtpa;

35) pa3paboTka MNpenIoKEHUH IO COBEPIICHCTBOBaHWIO paboThl lLleHTpa
O6mecTBeHHOTO (HOHMA;

36) uCMOMHEHHE TOPYYEHUU PYKOBOJCTBA B COOTBETCTBUM C BHYTPEHHUMH
HOPMaTUBHBIMH JTOKyMeHTaMu OO11ecTBEeHHOTO POH/A;

37) oOecrieyeHue OpraHU3alUy B3aMMO3AMEHSIEMOCTH MEXAY paOOTHUKaMU
[lenTpa;

38) cobmroaeHue TPyI0BOM U MPOU3BOJACTBEHHON JAUCITUILIMHBI, IPABWII U HOPM
OXpaHbl TpyJa, TPeOOBaHUN MPOTUBOIIOKAPHOI O€30TTACHOCTH;

39) pykoBoacTBo pabortoit LleHTpa, muranupoBaHue ero paboThl, pacmpeaeiieHre
BXOJAIIEH KOPPECIOHICHIMH, a TaKXe 3aJaHUi W MOPYYECHHH Ha WCIOJHEHUE
pabotHukam LleHTpa, ocyiecTBieHne KOHTPOJIS 32 UX UCTIOTHEHUEM;

40) ocymiecTBIeHWE  HWHBIX  (QYHKIMHA, BBITEKAIOIIMX W3  HACTOSIICH
JNOJDKHOCTHOW ~ HMHCTpyKUIMH, llonoxenus o LleHTpe ©W HMHBIX JOKYMEHTOB
Oo6mecTBeHHOTO (POHIA.

4. [IIpasa



9. PyxoBoautens LleHTpa umeer npaso:

1) 3HaKOMUTBCA C pelIeHUuAMH pyKoBojcTBa OOmecTBeHHoro ¢GoHaa,
npoekTamu J0KkyMeHToB OO01iecTBeHHOro (hoHa, Kacaromuxcst komnereHuuu Lenrpa;

2) BHOCUTHb pyKOBOACTBY OOIIECTBEHHOTO (POHJA MPOEKThl JIOKYMEHTOB IIO
BOIIPOCAaM, OTHECEHHBIM K KOMIIETeHIMU LleHTpa, NpemiokKEHUs O MOOLIPEHUU H
JTUCHUILUIMHAPHON OTBETCTBEHHOCTH paOOTHUKOB L{eHTpa;

3) BHOCUTH MNPEIJIOKEHHUS IO COBEPIICHCTBOBAHUIO pPAOOTHI, CBSA3aHHOW C
MPEAYyCMOTPEHHBIMHU HACTOSIIEN JOJKHOCTHOM MHCTPYKIIMEN 00SI3aHHOCTSIMU;

4) cooOmaTs HEMOCPEICTBEHHOMY PYKOBOJIUTETI0 000 BCEX HEIOCTaTKax B
nesitenbHoCTH  OO0IIecTBeHHOro (DOHAA, BBISBICHHBIX B TMPOIECCE OCYIIECTBICHUS
CBOUX JOJIKHOCTHBIX 00S3aHHOCTEN U BHOCUTH IIPEJIOKEHHUS 110 UX YCTPAHEHUIO;

5) naBaTh MOpPyYEHHs B IpEAenax CBOEW KOMIETeHLHMH paboTHukam lleHTpa,
o0s13aTeNbHbBIC JISI HCTIOTHEHUS;

6) 3ampamuBaTh M MOJYy4YaTh OT CTPYKTYPHBIX MOJApa3/ieeHud U pabOTHUKOB
Oo6mectBeHHoro  ¢oHAa  HEOOXOAMMBIE  JIOKYMEHTHI  JJIS  OCYIICCTBICHUS
BBINICYKa3aHHBIX (PYHKIUN U 00A3aHHOCTEH;

7) TPOBOAUTH  KOHCYJbTAIlMM  CO  CTPYKTYPHBIMH  TOJpa3/IeJICHUSMU
Oo6mecTBeHHOT0 (OHIIA, a TakKe TOCYJAapCTBEHHBIMA OpraHaMyd U JAPYTHUMH
OpraHu3alyAMU 10 BOIPOCAM B npenenax komneteHuuu LienTpa;

8) mo TOPYYEHHIO PYKOBOJCTBA U B COOTBETCTBUU C BHYTPEHHUMH
HOPMATUBHBIMH JOKYMEHTAMHU MPEACTABIAT, HHTepechl OOmecTBeHHOTO ¢GoHAa B
rOCyJapCTBEHHBIX OpraHax, CTOPOHHUX OpraHu3alusiX;

9) mpuHMMaTh y4acTM€ B IIporpaMMax, HaMpaBJCHHBIX Ha oOyueHue,
MEepEenoAroTOBKY U MOBBIIICHUE KBanuuKauu kaapos O01ecTBeHHOro GoHAa;

10) ocyuiecTBisTh HHBIE MpaBa, IPEIYCMOTPEHHbIE 3aKOHOAATEIHbCTBOM
Pecny6uku Kazaxcras.

5. OTBeTCTBEHHOCTH

10. PyxoBoamtens LleHTpa HECET OTBETCTBEHHOCTH 34

1) HeHajgiexaiiee  WCIOOJIHEHWE  WIM  HEUCHOJHEHHUE  JIOJKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIEH HOTKHOCTHON MHCTPYKIIUEH;

2) mpaBOHApYIIEHUS, COBEPIICHHbIE B TMPOIECCE CBOCH JIESITEILHOCTH B
npefenax, YCTAHOBJICHHBIX aJMUHUCTPATUBHBIM, YTOJOBHBIM H  TPaKJaHCKUM
3aKOoHOJaTeILCTBOM Pecnybnuku Kazaxcraw;

3) mpuuMHEeHHe MatepuaibHOro yiepba OOmecTBeHHOMY (GOHIY B Tpenenax,
YCTaHOBJICHHBIX TPYJAOBBIM 3aKOHOIaTeILCTBOM Pecryonuku Kazaxcran;

4) coxpaHHOCTh JOoKyMeHTanuu OOIIeCTBEHHOTO (OH/Ia B COOTBETCTBHH C
JOJDKHOCTHOW ~ MHCTPYKIIMEH, TPYJOBBIM JOTOBOPOM M HMHBIMHU BHYTPEHHUMH
HOPMaTUBHBIMH JJOKyMeHTaMu OO11ecTBeHHOTO (POH Ia;

5) pasriamieHue CBeACHUM, UMEIOIIUX OTPAaHUYEHUE JIOCTYNa U COCTABJISIFOLINX
CIyKEOHYI0 WJIM MHYIO OXPAaHSIEMYIO0 3aKOHOM TaiiHy, uH(popmaruu OOIIeCTBEHHOTO
dbonma, OTHECEHHOU K MHGOpMALK KOHPUACHIIMAIBHOTO XapaKTepa;

6) Hapymenue IIpaBun TpynoBoro pacnopsigka OOmiecTBeHHOro (GoHAa, UHBIX
BHYTPEHHUX HOPMATHUBHBIX JOKyMEeHTOB O0I11eCTBEHHOTO (hOoHAA;



7) HapylmieHWe  TpaBWJI  TEXHUKM  OC30MacHOCTH,  MPOTHBOIOXKAPHOM
0€30MMacHOCTH W JAPYTUX MPaBUI, CO3AAOIINX yTrpo3y aesrerabHocTH OOIIECTBEHHOMY
dboHIy M ero pabOTHHUKAM;

8) wuHYIO OTBETCTBEHHOCTH B COOTBETCTBHUH C NEHCTBYIOIIUM
3aKOHO/MATeIhCTBOM PecmyOimmku Kazaxctan, TpyIoBBIM JIOTOBOPOM U HWHBIMHU
BHYTpPEHHUMU JokyMeHTamu OO1ecTBeHHOTO (DOHTa.
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JosKHOCTHASE HHCTPYKUUA
CTapuIero NpoeKTHOro MeHemaxepa LleHTpa mo ynpasJjieHHIO IPOrpaMMaMu M
npoexktamu B cepe 00pa3zoBaHus, KyJabTypPbl H CIIOPTA

1. O0mmue mMoJI0KEeHUus

1. Hacrosimas noDKHOCTHAasi MHCTPYKIUSA pa3padoTaHa B COOTBETCTBUHM C
3akoHojaTeabcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «Ka3zakcTtaH XaJIKbIHa»
(manee — OOmecTBeHHbI Poun), [Tonoxenuem o LieHTpe no ynpapieHuto nporpaMmmamMu
U mpoekTamu B cepe oOpazoBaHusl, KyJbTyphl U criopta (nanee — LlenTp) u apyrumu
BHYTPEHHUMHU HOPMATUBHBIMU JOKyMeHTamMu O011ecTBeHHOTo oHIa.

2. Hacrosimjas  JOMKHOCTHAsE  WMHCTPYKIUSL — ONpEAENseT  JOJLKHOCTHBIC
00s3aHHOCTH, IIpaBa M OTBETCTBEHHOCTh CTAapIIEro IMPOEKTHOro MeHemxepa Llentpa
(manee — Ctapiunii IPOEKTHBIA MEHEIIKED).

3. Crapmmii 0OpOEKTHBIM MEHEIKEpP Ha3HayaeTrcsi Ha JIOJDKHOCTh W
ocBOOOXKIaeTca OT HAobkHOcTH mpukasoM llpeacemarens IlpaBneHuss B mopsizke,
OIpEJETIEHHOM 3aKoHOAaTenbcTBOM PecnyOnuku Kazaxcran o Tpyae M BHYTPEHHUMH
HOPMATUBHBIMH JTOKyMeHTaMu OO011iecTBEHHOTo (GOHA.

4. Crapmmii IpOEKTHBIA MEHEKEP MMOJYUHAETCS pyKoBoAUTENO L{eHTpa.

5. Crapmmii npoeKTHBIN MEHEHKEP B CBOeH paboTe PyKOBOJICTBYETCS:

1) 3akoHONATETBHBIMH ¥ HWHBIMAU HOPMATUBHBIMU TPABOBBIMH  aKTaMU
Pecniy6nmuku Kazaxcran;

6. YcraBom OO1mecTBeHHOTO QOHIA;

7. Tlonoxenuem o LleHTpe u HaCTOSAIIEH NOIDKHOCTHOU MHCTPYKLMEH;

8. NIpyruMH BHYTPEHHHMMH HOPMATUBHBIMH JOKyMeHTamMu (OOIIeCTBEHHOTO
dbonna.

2. KBanupuxauuoHHbie TPeOOBAHUS

6. Crapmuii TPOEKTHBIM MEHEIKEpP IOJKEH COOTBETCTBOBATH CJIEAYIOIIUM
KBATM(PUKAIIMOHHBIM TPEOOBAHUSIM:

1) BeIcmICe OO MOCIEBY30BCKOE 00pa30BaHUE MO CICIMATIBHOCTH: IKOHOMHKA
u (W) MEHEIKMEHT, TeJaroruka u (wiv) coruainbHas cdepa, 11b0 TyMaHUTapHOE
oOpa3oBaHue, 1 (W1n) HHHOPMAITMOHHBIE TEXHOJOTUH;

2) cTax pabOTHI MO CMEIUATLHOCTH — HE MeHee S (TATH) JIET, NPEANOYTUTEIHHO
CTaX PyKOBOJSIIEH TOJKHOCTH — HE MeHee | (0JJHOT0) rojia, MPeANnOYTUTENbHO HATUYUE
OTIBITA YIPABIICHUS MTPOCKTAMU;



3) npeano4YTUTEILHO HaJN4Ine cepTu(dUKaToB 0 MPOXO0XKICHUU
COOTBETCTBYIOIIMX KYPCOB WM MpodecCHoHANbHON cepTU(UKAIMU, B TOM YHUCIIE IO
MIPOEKTHOMY MEHEKMEHTY.

7. Crapimii IpOEKTHBI MEHEKep JOJIKEH 00J1a/1aTh:

1) 3HaHWMAMHM TpaxAaHCKOTO 3aKoHojarenbcTBa PecnyOmmku — Kazaxcrad,
3aKOHOJIATEIHCTBA O 0JIarOTBOPHUTEILHOCTH, HEKOMMEPUYECKUX OPTaHU3AITUSIX;

2) 3HAHUSMU U HABbIKAMU yIIPaBJIEHUS MPOEKTaMU;

3) 3HaHWUSIMH ¥ HaBBIKAMU OTpeeeHus (OpM JOTOBOPHBIX OTHOIICHHI,

4) HaBBIKAMHM aHaIW3a W CHUCTEMaTu3anuu uWH(OpMaIluu, B TOM YHCIIE
CTAaTUCTUYCCKUX JIAHHBIX;

5) KOMMYHUKAIIMOHHBIMHU HaBBIKAMU.

3. OYHKIUHU U JOJKHOCTHbIEC 00SI3AHHOCTH

8. B dyHKIMU U TOTKHOCTHBIE 00S3aHHOCTH CTApIIIETO MPOCKTHOTO MEHEIKepa
BXOJTUT:

1) oOecneueHue BBIMONHEHUS 3314 U (YHKUUN, oripeaesieHHbIX [lonoxennem o
[lenTpe;

2) MOJArOTOBKA 3aKIJIFOYEHHUS 00 AKTyaJIbHOCTH MpeIaraeMoun
IPOrpaMMBbI/TIPOEKTa UCXOJI U3 aHaJIM3a UMEIOUINXCs podiieM B cepe oOpa3zoBaHuUs,
KyJbTYpbl M CIIOPTAa B COOTBETCTBMM C BHYTPEHHUMH JOKyMeHTaMu OOIECTBEHHOIO
donma;

3) mpopabotka u (GOPMUPOBAHHME C HHULMATOPAaMHU OJaroTBOPUTENIBHBIX
IPOEKTOB U Mporpamm B cdepe oOpa3zoBaHUs, KyJbTypbl U CIIOPTa B COOTBETCTBHHU C
BHYTPEHHUMU JT0KyMeHTaMHu OOI1eCTBEHHOTO (POH[a;

4) pa3paboTka CHUCTEMBI MEp MPOrpPaMMBI/IPOEKTa C YKa3aHUEM CpPOKOB U
NopsiJIKa OCYILIECTBJIEHUSI MPOrpaMMbI/TIpoekTa B cepe oOpa3zoBaHUs, KyJIbTYpPhl U
CTHIOpPTa B COOTBETCTBUY C BHYTPEHHUMH JOoKyMeHTaMu OO1iecTBeHHOTO (hOHAA;

5) moAroTtoBka JOKYMEHTOB Ha PAacCMOTPEHUE OKCIEPTHOrO KOMHUTETa MpHU
OO6miecTBeHHOM (OHJE;

6) opraHuzanus TPOBEACHUS 3acEeJaHUil JKCHEPTHHIX KOMHUTETOB TP
OO6miecTBeHHOM (OHJE;

7) KOOpAMHHUPOBAHME pOLEAYPbI BBIHECEHUS NOTEHLUATBHOTO
0JIarOTBOPUTEIHLHOTO MPOEKTA/TPOrpaMMbl B cepe 0O0pa3oBaHusl, KyJIbTYpPhl U CIIOPTA
Ha pacCMOTpEHHE U corjacoBaHue uieHaMm [IpaBneHus, npu HEOOXOAUMOCTH 10pabOTKa
3aMEYaHU;

8) MOAroTOBKa OJIATOTBOPUTEITHLHOTO MPOEKTA/IPOTPaMMBI B chepe 00pa3oBaHus,
KyJbTYpPBI U CTIOpTa I BbIHECEHMsI Ha 3acefanue [loneuntenbckoro coBera;

9) KOHTpOJIb 3a dbopMupoBaHUEM JI0ChE 0JIaTOTBOPUTEIHHOTO
MPOEKTa/0IaroTBOPUTENHLHON TpOTpaMMBbI B chepe 0OpazoBaHusl, KyJIbTYphl U CIIOPTa B
COOTBETCTBHH ¢ HCTpyKIIHEeH TI0 BEIEHUIO OChE MPOTPAMMBI/TIPOCKTA,

10)yuactue Ha Berpewax OOmiecTBeHHOTO (GOHAA MO  PACCMOTPEHUIO
MOTEHIIMATBHBIX OJIATOTBOPUTEIHHBIX MPOEKTOB U MporpamMm B cdepe oOpa3oBaHWUS,
KyJbTYpPBI U CTIOPTA;



11) B3aumoneiicTBE CO BCEMU MOTEHUUAIbHBIMU MapTHEPAMH M yYaCTHUKAMU
INPOEKTOB/ MpOrpamMM, TOCYJapCTBEHHBIMU YIOJHOMOYEHHBIMU OpraHaMH, HUX
MOJIBEJIOMCTBEHHBIMU ~ OpPTaHMU3AIMSIMU, HENPABUTEIbCTBEHHBIMU OOBEIUHECHUSIMU,
accolMalusMu, OJaroTBOPUTENbHBIMU OpraHu3aluusaMu, (GOHAAMU U HHHUIMATOPAMU
MPOEKTOB U MPOTPaMM U T.JI.;

12) yuactue B pa3zpaboTke u nmoanucanuu Memopanayma u JlopoxKHOM KapThl IO
peann3anuy MporpaMMbl/TIpoeKTa B cepe 0Opa3oBaHusi, KyJIbTYphl U CHOPTa B CPOK,
YTBEP>KIACHHBI BHYTPEHHUMH HOPMATHBHBIMU JOKyMeHTaMu OOmiecTBeHHOTo (oHIa,
COBMECTHO C YTBEPXKJIEHHBIMU (POHJIAMU - TAPTHEPAMU W/WIIKA ONlepaTopaMu MpoeKTa U
JPYTMMH y9aCTHUKaMU IPOrPaMMBbl/TIPOEKTa MPU UX HATUYUY;

13) ywactue B paboyux Tpynmax COBMECTHO C HWHHUIIMATOPAMH MPOEKTOB,
YHOJHOMOYEHHBIMH rocyaapcTBeHHbiMU opranamu, HITO, AccoumanusiMu u Tak fanee;

14) moaroroBka wH(poOpMaruu (MPE3CHTAIIMH, OTYETHI, CHOPABKH M T. J.) IO
MOTEHIMAIBHBIM IIPOEKTaM/IIporpaMmmam B cepe o0pazoBaHus, KyJIbTYphl U CIIOPTA IS
BKitoueHuss B Otuer 3a mnomyroaue, ['ogoBoii otuer OOmecTBeHHOro QoHaa H
OKOHYAaTeJIbHBIA OTYET;

15) ocyuiecTBieHHE KOHTPOJS 3a BEIEHUEM YyueTa U CHCTEMAaTU3aluu
NOCTYHAIOMIMX 3afBOK M YTBEPXKACHHBIX MIPOrpaMM/IPOEKTOB B OHJIAWH CHCTEME
KOHTPOJII TI0O PacCMOTpeHHIo mocTynmuBIKUX B OOmecTBeHHBbIH (GOHI 3asIBOK U
00€eCIeYeHNI0 KOHTPOJIS 32 peain3alueil 0J1aroTBOPUTEIbHBIX TPOrpaMM/IIPOEKTOB Ha
PEryJISIPHON OCHOBE 10 COCTOSIHUIO HA MEPBOE YUCIIO MECSIa CAEAYIOIIEro 32 OTYETHBIM
EPUOJIOM;

16) xoHTponap 3a mOpeacTaBieHHEM HUHpopMalMu 00  YTBEpPKACHHOU
nporpamme/npoekte B cdepe oOpa3oBaHusA, KyiabTypsl U crnopra B CiyxOy
KopnopatuBHoro ymopasieHuss (PR-meHemxepy) mnda mnyOnukanum Ha — caiTe
O6mmecTBeHHOTO POHIIA;

17) opranuzanus TOATOTOBKM OKOHYATEJIBHOTO OT4YETa O pealu3aliu
0JIarOTBOPUTEIHLHOM MPOTPaMMBbI/TIPOEKTa B chepe 0Opa3oBaHus, KyJIbTYphI U CIIOPTA U
HaIpaBJIEHUE C JI0Che Mporpammbl/mpoekTa Ha paccmorpenrne ObYuO u BHyTpeHHEro
aynutopa OO1iecTBeHHOTO (PoHAa, 1) MOCIEAYIOUIEr0 PacCCMOTPEHUS C 3aKII0UEHUEM
BHyTpEeHHero ayauropa Ha 3acemanuu [lonmeunrtensckoro CoBera, obecreueHue
BHeceHus Ha 3acenanue [Ipasnenus u [loneuntenbckoro coBera O6mecTBeHHOro hoHaa
OKOHYATEJIBbHOTO OTYETA MO OJarOTBOPUTENIBHON MPOTPAMME/TIPOEKTY € TOChE MPOEKTA,
3akmoueHusIMA ObYrO u BHyTpeHHETO ayuTopa;

18) obOecrieueHue  pa3MEIIEHUST  OKOHYATEIIBHOTO  OTYETa  Ha  caiTe
O6miecTBeHHOTO (HOHTA;

19) obGecrneueHue nepeaadu JOChe 3aBEPILICHHONW MPOrpaMMBbl/IpoeKTa B cepe
oOpa3oBaHusl, KyJbTYypbl M CIOpPTa BMECTE€ C OINKCHIO, BHIMMCKOM U3 IIpoTokoinos
3aceqanust IlpaBnenuss u Ilomeumtensckoro cosera OOmiecTBEHHOTO (OHMA,
3aKJIIOUEHUEM BHYyTpeHHero ayauropa B CiyxOy KOpIOpPaTHMBHOIO YIPABICHUS B
3JIEKTPOHHOM 3allIMIEHHOM (hopMaTe Ha XpaHEHHE (B apXHB) B COOTBETCTBUH C aKTOM
npuemMa-nepesaun;



20) ¢dopmupoBaHHe  COOTBETCTBYIOIIMX  Mamok-peructpoB  llentpa B
cootBeTcTBUM ¢ HoMenkiarypoit gen O6miectBeHHOTo (GOH/Ia, TOATOTOBKA U MOJIIIMBKA
nokymeHToB LleHTpa 1t nepenaun B apxuB OOuiecTBeHHOTO (HOHA;

21) pa3paboTka BHYTPEHHHX HOPMATHBHBIX JOKYMEHTOB TIO BOIpOCaM
nesitenbHoCcTH LlenTpa;

22) WUCIOJHEHHE NOPYYEHHH PYKOBOACTBA B COOTBETCTBHM C BHYTPEHHHMH
HOPMATUBHBIMU JJOKyMeHTaMu O011ecTBeHHOTO (POoH/a;

23) co0nrofieHre TpyIOBOM U MPOU3BOACTBEHHON AUCIUILIMHBI, IPABWI U HOPM
OXpaHbl TpyJa, TPeOOBaHUN MPOTUBOIIOKAPHOI O€30MTACHOCTH;

24) ocymliecTBICHHE UHBIX (PYHKIIHH, BHITEKAIONINX U3 HACTOSAIICH JOHKHOCTHON
uHCTpyKIuy, [Tonoxenuem o Llentpe u uHbIX q0KyMeHTOB OOIIeCTBEHHOTO (HOH/A.

4. Ilpama

9. Crapmmii pOEKTHBIN MEHEKEP UMEET MPABO:

1) 3HAKOMUTHCS C peHIeHUsIMU pyKoBoAcTBa O01IeCTBEHHOTO (POHA, MPOEKTaMU
noKyMeHTOB O0111eCTBEHHOT0 (POH/IA, KacaroIMuXcsa KoMneTeHuuu LienTpa;

2) BHOCUTHb pyKOBOACTBY OOIIECTBEHHOIO (POHJA MPOEKTHl JTOKYMEHTOB IIO
BOIIPOCaM, OTHECEHHBIM K KomneTeHuu LlenTpa;

3) BHOCUTH MPEUIOKEHHUS IO COBEPIICHCTBOBAHUIO pabOThl, CBSI3aHHOM C
IpeyCMOTPEHHBIMHU HACTOSIIEN JOKHOCTHOM MHCTPYKIUEH 0053aHHOCTIMU;

4) cool1maTe HENOCPEICTBEHHOMY PYKOBOIMUTENO 000 BCEX HEIOCTATKax B
nestesnibHocTH O0111eCTBEHHOTO (POHA, BBISIBICHHBIX B IIPOIIECCE OCYIIECTBICHUS CBOUX
JOJKHOCTHBIX 00513aHHOCTEW U BHOCUTD MPEJIOKEHUS 10 UX YCTPAHEHUIO;

5) 3ampamuBaTh U MOJy4aTh OT CTPYKTYPHBIX IMOJApa3JeNeHUNd U paOOTHUKOB
OOwectBeHHOro  (poHAa  HEOOXOAMMBIE  JOKYMEHTBl  JJIi  OCYIIECTBIICHUS
BbIIIEYKa3aHHbBIX PYHKIUH U 003aHHOCTEH;

6) OpOBOAUTH  KOHCYJbTAllMM  CO  CTPYKTYPHBIMM  TOJpa3JeJICHUSMU
OOmecTBeHHOr0 (QoOHIA, a TakKe TOCYyJAapCTBEHHbIMU OpraHaMyd U JAPYTHUMH
OpraHu3alysIMH 10 BOIIPOCaM B npezenax komnerenuuu Llenrpa;

7) MO TOpPYYEHHMIO PYKOBOJICTBA M B COOTBETCTBUM C BHYTPEHHUMU
HOPMATUBHBIMH JOKYMEHTAMH MpPEACTaBIATh HHTepechl OOlecTBeHHOro (¢GoHaa B
rOCy/IapCTBEHHBIX OpraHax, CTOPOHHUX OpraHu3allusiX;

8) mpuHMMaTh ydacTMe€ B Mporpammax, HamlpaBleHHbIX Ha oOydYeHue,
MEePETNoIrOTOBKY U MOBBIIeHUE KBamuukauu kaapos OOiecTBeHHOTro (HoHa;

9) ocyuecTBIATH MHBIE IpaBa, MPEIyCMOTPEHHbIE 3aKOHOJAATEIbCTBOM
Pecny6muku KazaxcraH.

5. OTBEeTCTBeHHOCTH

10. Crapuuii npOeKTHBIN MEHEKEP HECET OTBETCTBEHHOCTb 34!
1) Henamyiexaiiee  WCIOJHEHHWE  WIM  HEUCHOJHEHUE  JIOJKHOCTHBIX
00s13aHHOCTEM, IPEAYCMOTPEHHBIX HACTOSIIIEH TOJPKHOCTHOW MHCTPYKIIHCH;



2) mnpaBOHApYILUEHUS, COBEPIICHHbIE B TMPOIECCE CBOEH JESITENIbHOCTH B
npejaesiax, YCTaHOBJIEHHBIX aJMUHUCTPATUBHBIM, YrOJOBHBIM H  TPaXKIaHCKUM
3aKoHOJaTenbCTBOM PecnyOnuku KazaxcraH;

3) mpuuMHeHHe MarepuaiabHOro yiepba OOmecTBeHHOMY (GOHAY B Ipenenax,
YCTaHOBJICHHBIX TPYAOBBIM 3aKOHOIaTeIbCTBOM Pecryonuku Kazaxcran;

4) coxpaHHOCTh HnokyMeHTanuu OOmIecTBEHHOTO (OHIA B COOTBETCTBHU C
JOJDKHOCTHOW ~ MHCTPYKIMEH, TPYAOBBIM JOTOBOPOM M HWHBIMU BHYTPECHHUMH
HOPMAaTUBHBIMU JJOKyMeHTaMu O01iecTBeHHOTO POoH/a;

5) pasriameHue CBEICHUN, UMEIOIINX OTPAaHUYEHHE TOCTYNA U COCTABIISIOIINX
CIIy’)KEOHYIO WJIM WHYIO OXpaHAEMYIO 3aKOHOM TaiiHy, uH(opmaruu OOIecTBEHHOTO
donna, oTHeCEHHOU K MH(pOpMaLUK KOHPUACHIINATILHOTO XapaKTepa;

6) mapymenue [IpaBun TpymoBoro pacmopsaka OOmecTBeHHOTO (OHIA, WHBIX
BHYTPEHHUX HOPMATUBHBIX JOKyMeHTOB OO0I11€CTBEHHOTO (POH/IA;

7) HapyllleHWe  MpaBWJI  TEXHUKH  O€30MaCHOCTH,  IPOTUBOIOXKAPHOU
0€30MacHOCTH U JAPYTUX HPaBWJI, CO3AAIOIIUX yIpo3y JeareabHocTH OOLIECTBEHHOMY
¢doHy U ero paboTHUKAM;

8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBUH C JCHCTBYIOIUM 3aKOHOJATEILCTBOM
PecnyOmuku KazaxcTtaH, TpyAOBBIM JI0TOBOPOM U MHBIMU BHYTPEHHUMH JTOKYMEHTAMHU
O6mecTBeHHOTrO (hOHA.



[Tpunoxenue Ne 26

k npukasy IIpencenarens IIpasnenus
O® «KazakcraH XaaKbIHA»

oT «23» nexabdps 2024 roga Ne 56

JLOIKHOCTHASI HHCTPYKIMS
CTapuIero NPpoeKTHOro MmeHexkepa LlenTpa mo ynpasJjieHHI0 NporpaMMamMu 1
NnpoexkTaMu B cepe o0pazoBanus, KyJIbTYPbI H CIIOPTA

1.001me mo1oKeHus

1. Hacrosmias AOMKHOCTHAasT WHCTPYKLHMS pa3paboTaHa B COOTBETCTBHH C
3akoHoAaTenbcTBOM Pecnyonuku Kazaxcran, YcraBom O® «KazakcTan XalKbIHA»
(manee — O0mecTBeHHbIN Ponm), [lonoxenuem o LienTpe no ynpapieHUIO MporpaMMaMu
U npoekTamMu B cpepe oOpazoBaHusl, KyJbTyphl U criopTa (nanee — LleHTp) u apyrumu
BHYTPEHHUMHU HOPMATUBHBIMU JOKyMeHTamMu O0111ecTBeHHOro oHIa.

2. Hacrosimias  [OKHOCTHAs  MHCTPYKLMS — ONpPENENsieT  JIOJKHOCTHBIE
00513aHHOCTH, IpaBa U OTBETCTBEHHOCTh CTApIIEr0 HMPOEKTHOTO MeHemkepa Llentpa
(manee — Crapiuii NPOEKTHBIA MEHEIKED).

3. Crapmmii TIpOEKTHBIM MEHEKEpP Ha3Hadaercss Ha JODKHOCTh U
ocBOOOXkKAaeTca OT JOMKHOCTH mnpukasoM Ilpencemarens IlpaBnenuss B mopsiike,
OIpe/IeNIEHHOM 3aKoHoJaTenbcTBOM PecnyOnuku Kaszaxctan o TpyAe U BHYTPEHHUMHU
HOPMaTUBHBIMU JOKyMeHTaMu OO011ecTBEHHOTO (poHAA.

4. Crapummuii TpOEKTHBI MEHEDKEDP MOJUUHIETCS pyKoBoauTento LlenTpa.

5. Crapummii NpoeKTHBINA MEHEHKEP B CBOEH paboTe PyKOBOJICTBYETCS:

1) 3akoHOJATENbHBIMM W HWHBIMM HOPMATHBHBIMHU [PABOBBIMU aKTaMHU
PecnyOnuku Kazaxcran;

2) ¥YcraBoM OO6uiecTBeHHOTO (HOHAA;

3) Ilonoxenuem o LleHTpe u HACTOSIILIENH JOJKHOCTHOW HHCTPYKIUEH;

4) npyruMu BHYTPEHHHUMH HOPMATHMBHBIMU JOKyMeHTamMu OOIIecTBEHHOrO
dboHma.

2. KpanupukaunoHHbie TPeOOBAHUA

6. Crapmmii NpPOEKTHBIM MEHEIKEP MTOKEH COOTBETCTBOBATH CIIECAYIOLIUM
KBIM(PUKALMOHHBIM TPEOOBAHUSIM:

1) BhIciIEE MO0 MOCIEBY30BCKOE 00Opa30BaHUE MO CHEIUAILHOCTH: SKOHOMUKA
U (WIM) MEHEIKMEHT, MeJaroruka u (Wim) couuanbHas cdepa, 1100 rymMaHUTapHOE
oOpazoBanue u (Win) nH(GOpPMAITMOHHBIC TEXHOJIOTUH;

2) crax paboThl MO CMEIUATLHOCTH — HE MeHee 5 (TIATH) JIET, MPEAMOYTUTEIHEHO
CTaX PyKOBOJIAIIEH JOIKHOCTU — HE MeHee | (0HOTr0) rojia, NpeInoYTUTEIbHO HATUYNE
OMbITA YIIPABIICHUS IPOCKTAMU;



3) Npeano4YTUTEILHO HaJN4ue cepTu(dUKaToOB 0 MPOXO0XKICHUU
COOTBETCTBYIOIIMX KYPCOB WM MpodecCHoHANbHON cepTU(UKAIMU, B TOM YHUCIIE IO
MIPOEKTHOMY MEHEKMEHTY.

7. Crapuiii IpOEKTHBIA MEHEIKEP JT0HKEH 00J1a1aTh:

1) 3HaHWUSIMH TpakJAaHCKOro 3akoHojaatenbcTBa PecnyOmmku Kazaxcran,
3aKOHOJIATEIHCTBA O 0JIarOTBOPHUTEILHOCTH, HEKOMMEPUYECKUX OPTaHU3AITUSIX;

2) 3HaHMUSIMU U HaBBIKAMHU YIIPABIICHUS IPOCKTAMHU,

3) 3HaHWSAMU U HaBBIKAMU OTpeeeHus (HOPM TOTOBOPHBIX OTHOIICHUH;

4) HaBBIKAMH aHAlM3a W CHCTeMaTH3alud WHGOPMAIIMH, B TOM YHUCIEC
CTaTUCTUYCCKUX JIAaHHBIX;

5) KOMMYHUKAI[MOHHBIMU HAaBBIKAMU.

3. OyHKIUH U JO0JKHOCTHBIE 00S3aHHOCTH

7. B pyHKIIUM ¥ AOKHOCTHBIE 00SI3aHHOCTH CTApIIEro MPOESKTHOTO MEHEIKEpa
BXOJIUT:

1) obecneueHue BBINOIHEHUA 3a/1a4 U (yHKUMMA, onpeneneHHbIX [lomoxennem
[enTpe;

2) BeJeHHE TOCTYNHUBIIETO B pEaIU3alMI0 IPOEKTa/MporpaMmel B cdepe
oOpa3oBaHMsl, KyJbTypbl U CIOpPTa, YTBEpkKAeHHOro IlomeunTenbckuM COBETOM
OoOwectBeHHoro (¢onna /uieHamu [IpaBieHHss B COOTBETCTBHUM C BHYTPEHHUMHU
nokymeHtamu OO1iecTBeHHOro (poHAa;

3) KOHTpPOJIb 3a CpOKaMH M 3TallaMd peaju3aluu OJaroTBOPUTEIbHBIX
IporpaMM M IPOEKTOB B cepe oOpa3zoBaHUsl, KyJbTypbl U CIIOPTa B COOTBETCTBHUHU C
YTBEPKICHHOU IIPOTPaMMOM/TIPOCKTOM, JlopoxHoi KapTou peanvzanuu
IPOrpaMMbl/TIPOEKTA;

4) cornacoBaHu€ MPOEKTa JOTOBOpPA MOCTABKU TOBapoOB (padoT, yCiyr), B TOM
YHUCJ€ JIOTOBOPOB B PaMKax MpPEIOCTaBICHUS MOMOILM IMOCTPAJaBIIEMy HACEICHHUIO
PecniyOmuku KazaxctaH npu ype3BbIYailHBIX CUTyalUsiX, CO BCEMU MOANMMCAHTAMU IO
JIOTOBOpPY M, BHeceHue Ha mnoanucanue lIpeacemarento IlpaBnenuss OO1IeCTBEHHOTO
donna npu Hanmuuuu BU3 IOpunnueckon ciyxObl, OTaena OyXraaTepckoro ydera u
OTYETHOCTH, LleHTpa aHanu3a W NPOTHO3MPOBAHHUS, YIPABISIOUIETO AUPEKTOpa IO
(MHAHCOBBIM U MPABOBBIM BOIPOCaM M YIPaBIISIOMIET0 JUPEKTOPA MO MporpaMmam U
npoekTam O61ecTBeHHOro PoHa;

5) obecneueHue BHECEHUS HA PETUCTPALIMIO MOJIUCAHHBIX 10TOBOPOB B OTaen
OyXrajaTepcKoro y4eTa i OTYETHOCTH;

6) obecrieueHue  MCHOJIHEHMsS]  TMOAMMCAHHBIX  JOTFOBOPOB B YacTH
CBOEBPEMEHHOCTH 3aKJIIOYEHHUS JIOTOBOPOB, HAJIMYMS BCEX IPABOYCTAHABIMBAOIIUX
JOKYMEHTOB IOCTAaBUIMKOB, HAJWYUE CYETOB K OIUIATE, AKTOB NpHEMa-Neperadyd u
JIPYrol OTYETHOCTH, MPEITyCMOTPEHHON JOTOBOPOM M BEACHHE peecTpa JI0rOBOPOB B
paMKax peanu3alud OJIArOTBOPUTENBHOW MpOrpaMMbl W/ WIM TIPOeKTa B cdepe
oOpa3oBaHusl, KyJbTYphl U CIIOPTA;

7) TupaxkupoBaHHE JOTOBOPOB B paMKax pealii3alliu MporpaMM U MPOEKTOB B
chepe 00pa3zoBaHus, KyJIbTYpbl U CIIOPTA;



8) obecrnieuenue (HOpMHUPOBAHUS 3a8BOK Ha OILIATy, KOTOpas MOJIMUCHIBAETCS
MEHEIKEpOM NPOEKTa, pykKoBoautenem lLleHTpa u YnpapisiomuMm IUPEKTOPOM IO
IporpaMmam U IPOEKTaM;

9) nampasienue B lleHTp aHanu3a U MPOrHO3MPOBAHMS OTUETA O peaATU3ALUU
MIPOEKTA U AKTyaIU3alUs JOChE MPOEKTA B COOTBETCTBUU C YTBEPKIACHHBIMU CPOKAMHU
MPOBEJICHHUS TNIAHOBOTO MOHUTOPHHTA;

10) oOecrieueHue KOHTPOJI 3a CBOEBPEMEHHBIM BHECEHHEM JIaHHBIX IIO
peanu3anuy 0JaroTBOPUTEIBHBIX MTPOTPAMM/TIPOCKTOB B OHJIAWH CHCTEME KOHTPOJIS 110
PacCMOTPEHUIO TMOCTYyNUBIIUX B OOIIECTBEHHBIM (QOHI 3aIBOK M OOCCICYCHHIO
KOHTPOJISL 3a peaju3anuell O0JaroTBOPUTEIBHBIX MPOTPaAMM/TIPOCKTOB Ha PETYISIPHON
OCHOBE IO COCTOSIHUIO Ha MEPBOE YKCIIO MECSAIIA CIIEIYIONIETO 32 OTYETHBIM NIEPUOIOM;

11) npencraBmenre MHGOPMAIMK O TEKYIIEM CTaTyce MPOTrPaMMBbI/TIPOEKTa B
cdepe oOpa3zoBaHus, KyJIbTyphl U ciopTa PR-MeHemkepy 15 akTyanu3aiuy JaHHBIX Ha
caiite OOmecTBeHHOTO (POHIA;

12) yuactue B MOATOTOBKE OKOHYATEIBHOI'O OTYETA O pealiu3alluu MPOEKTa U
JIOChE MPOTPAMMBI/TIPOEKTA MO 3aBEPIICHUIO 0JaroTBOPUTEILHON MPOrpaMMBbl/TIPOCKTA
B cepe oOpazoBaHusl, KyJIbTYpPhl U CIIOPTAa M HAIPABICHUU HAa PACCMOTPEHHE OTHela
OyXTaJTepCKOTo ydeTra U OTUYETHOCTH, BHyTpeHHero ayautopa OOmiecTBeHHOro (poHaa
JUISl TIOCJIETYIOIIET0 BHECEHUS C 3aKJIFOYEHUEM BHYTPEHHErO ayJIUTOpa Ha 3aceJaHuu
ITormeunTenLCKOTO COBETA;

13) oOecrneuenue nepegadn A0ChE 3aBEPUIEHHON MPOrpaMMbl/IpoeKTa B cepe
oOpa3oBaHus, KYyJIbTYpbl M CIOpTa BMECTE€ C OINHUCHIO, BBIMUCKON u3 IIpoTokosioB
3aceqanusi llpaBnenuss u Ilomeuntenbckoro coera OOmecTBeHHOTO (oHA,
3aKJIIOUCHHEM BHYTpeHHero ayautopa B Ciy:k0y KOpPIOPaTUBHOTO YIIPABIICHHS B
AJIEKTPOHHOM 3alllUIIEHHOM (popMarte Ha XpaHeHUe (B apXUB) B COOTBETCTBUU C aKTOM
MpueMa-repe1avu;

14) ¢dopMupoBaHME  COOTBETCTBYIOIIMX  Marok-peructpoB  llentpa B
cootBeTcTBUM ¢ HoMenkarypoit gen O6miecTBeHHOTO (HOH/Ia, TOATOTOBKA U TOIIITUBKA
nokymeHToB LlenTpa mist nepenaun B apxuB OO01iecTBEHHOTO HOH/A;

15) pa3paboTka BHYTPEHHUX HOPMATUBHBIX JIOKYMEHTOB II0 BOIpPOCaM
nesTenpHocTH LleHnrtpa;

16) ucnonHeHHWEe TOPYYEHUU PYKOBOJACTBA B COOTBETCTBUU C BHYTPEHHUMHU
HOPMaTUBHBIMH JTOKyMeHTaMu OO111ecTBEeHHOTO (POH/IA;

17) cobOnroneHue Tpy10BOM U MPOU3BOJCTBEHHOW JUCIMIUIMHBI, TPaBUII 1 HOPM
OXpaHbl TpyJa, TpPeOOBaHUI MPOTUBOINOKAPHOU OE30IIaCHOCTH;

18) ocymiecTBieHWe HMHBIX  (QYHKIMM, BBITEKAIOMMX W3  HACTOAIIEH
JNOKHOCTHOW ~ WMHCTpyKumH, llonoxkenus o ILleHTpe ©W HMHBIX JOKYMEHTOB
O6miecTBeHHOTO (hOHA.

4. IlpaBa

8. Crapummuii NpOEKTHBIN MEHEKEP UMEET MPABO:
1) 3HakomMuThCA C peuieHusIMA pykoBojacTBa OOmiecTBeHHOro (oHAa,
npoektaMu JokyMeHToB DoHma, kacaromuxcs komrereHuu OTnena;



2) BHOCHUTHb PYKOBOACTBY OOIECTBEHHOrO ()OHAA MPOEKTHI JOKYMEHTOB IO
BOIpOCaM, OTHECEHHbIM K KoMmrereHuuu OTnena, NpeiIOKEHUs O IOOLIPEHUH U
JUCHMIUIMHAPHON OTBETCTBEHHOCTH paboTHUKOB OTrena;

3) BHOCHUTH TNPEUIOKEHHUS IO COBEPUICHCTBOBAHHIO DPAOOTHI, CBSI3aHHOW C
IIPEyCMOTPEHHBIMHU HACTOSIIEN JOKHOCTHONM MHCTPYKIUEH 00513aHHOCTIMU;

4) coobmaTe HEMOCPEACTBEHHOMY PYKOBOJUTENIO 000 BCEX HEAOCTaTKax B
nesitenibHOCTH POHJIA, BBIABICHHBIX B MPOIECCE OCYLIECTBICHUS CBOMX JOKHOCTHBIX
00513aHHOCTEH ¥ BHOCHUTD MPEAJIOKEHUS TI0 UX YCTPAHEHUIO;

5) naBarh MOpY4YEHHs B Mpejenax CBOEH KOMIIETeHIMU paboTHukam OTtaena,
00s13aTeIbHBIC U1 HCIIOJTHCHUS;

6) 3ampammBaTh M MOJIy4YaThb OT CTPYKTYPHBIX MOJpa3aeieHUuil U paOOTHUKOB
OOmectBeHHoro  (Qonga  HEOOXOAMMBIE  JOKYMEHTBHI  JJII  OCYIIECTBIICHUS
BBIIICYKA3aHHBIX (YHKUIUN U 00513aHHOCTEN;

7) OpOBOAUTH  KOHCYJNbTAlMU CO  CTPYKTYPHBIMU  MOAPA3AEICHUIMU
OOwectBeHHOro (OHAA, a TaKKe TOCYJIapCTBEHHBIMH OpraHamMd M JpyrUMHU
OpraHM3alMsIMM 110 BOIIpOCaM B Ipenenax komnereHuuu Otaena;

8) MO TOpYUYEHUI0 PYKOBOJACTBA U B COOTBETCTBUM C BHYTPEHHHUMHU
HOPMAaTUBHBIMU JIOKyMEHTaMU MPEACTABIATh HHTepechl OO0mecTBeHHOro (oHaa B
rOCy/apCTBEHHBIX OpraHax, CTOPOHHUX OpPTaHMU3AIHIX;

9) mpuHMMaTh y4yacTH€ B TMpPOrpaMMax, HaIlpaBJICHHBIX Ha OO0yuYeHHe,
NIEPETIOAATOTOBKY U MOBHIIICHNE KBau(puKanuu kaapoB OOIIecTBeHHOTO (POHa;

10) ocymiecTBNsAT, WHBIE TpaBa, MPEAYCMOTPEHHBIE 3aKOHOAATEIHCTBOM
Pecny6muku Ka3zaxcras.

5. OTBeTCTBEHHOCTH

9. Crapmmii TpPOEKTHBI MEHEIKEP HECET OTBETCTBEHHOCTH 3a:

1) HeHanmnexamiee  WCIOJHEHHWE WM  HEUCTIOJIHEHHE  JIOJDKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIIEH HOTKHOCTHON MHCTPYKIIUEH;

2) mpaBOHApYUICHHs, COBEPIIEHHBIE B IMPOILIECCE CBOCH EATEIBHOCTH B
npeaenax, YCTaHOBJICHHBIX aJMHUHUCTPATUBHBIM, YTOJOBHBIM W  TPakKIaHCKUM
3akoHoAaTeascTBOM Pecrybnmku Kaszaxcran;

3) mpuuMHEeHHe MatepuaiabHOro yiepba OOmecTBeHHOMY (GOHIY B Tpenaenax,
YCTaHOBJICHHBIX TPYJAOBBIM 3aKOHOIaTeIbCTBOM Pecryonuku Kazaxcran;

4) coxpaHHOCTb AoKyMeHTamuu OOIecTBeHHOro ¢GoHAa B COOTBETCTBHH C
JOJDKHOCTHOW ~ WMHCTPYKIIMEH, TPYIOBBIM JIOTOBOPOM W HHBIMH BHYTPECHHUMHU
HOPMATUBHBIMU JIOKyMeHTaMu OO01iecTBEeHHOTO (HOH/A;

5) pasriamieHue CBeIeHUH, UMEIOINUX OTPAaHUYCHHE TOCTYTa U COCTABIISIOIINX
CIIyKEOHYIO WIM MHYIO OXPaHIEMYI0 3aKOHOM TaiiHy, uHbopmarmu OOIIEeCTBEHHOTO
dbonma, OTHECEHHOM K MHGOpMALKY KOHPUACHIIMAIBHOTO XapaKTepa;

6) Hapymenue I[IpaBun TpynoBoro pacnopsijaka OO0uiecTBeHHOTO (OHJA, UHBIX
BHYTPCHHUX HOPMATHBHBIX JOKyMeHTOB OOIIecTBeHHOTO (POH/IA;



7) HapylieHWe  TpaBUJI  TEXHUKM  OE30MAaCHOCTH,  IPOTHUBOIOXKAPHOM
0€30MMacHOCTH W JAPYTUX MPaBUI, CO3MAOIINX yTrpo3y aesreabHocTH OOIIECTBEHHOMY
dboHIy M ero pabOTHHUKAM;

8) WHYIO  OTBETCTBEHHOCTh B  COOTBETCTBHM  C  JICHCTBYIOIIUM
3aKOHO/MATeIhCTBOM PecmyOmmku Kazaxctan, TpyIoBBIM JIOTOBOPOM U HWHBIMHU
BHYTpeHHUMU JokyMeHTamu OO1ecTBeHHOTO (DOoHTa.
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JLOIKHOCTHASI HHCTPYKIMS
NPOEKTHOro MeHeMxkepa LlenTpa mo ynpap/jieHn0 NporpaMMaMi U IPOEKTAMHM B
cepe oOpazoBaHus, KyJIbTYPbI H CIIOPTA

1. OO01Me noJIoKeHus

1. Hacrosmas momDKHOCTHAasT MHCTPYKLUS pa3paboTaHa B COOTBETCTBUU C
3akoHoAaTenbcTBOM Pecnyonuku Kazaxcran, YcrtaBom O® «KazakcTan XalKbIHA»
(mamee — OOmectBeHHblii (oua), Ilomoxxenmem o LlenTpe 1o ympaBieHUIO
nporpaMMaMu U TMpoeKTamMu B cdepe o0pa3oBaHusA, KyJIbTYphl U cropra (naiee —
[lenTp) W apyruMu BHYTPEHHHMMH HOPMATHBHBIMH JOKyMeHTaMu (OIIecTBEHHOTO
dbonpa.

2. Hactosmass JIOMKHOCTHAS  WHCTPYKLIHSA  OMNpeAensieT  JAOKHOCTHBIE
00513aHHOCTH, IpaBa M OTBETCTBEHHOCTh MpPOEKTHOro MmeHemkepa Llentpa (manee —
ITpoeKTHBIN MEHEKED).

3. IlpoexktHwiii menemxep LleHTpa Ha3HadaeTcs Ha  JODKHOCTD U
ocBOOOXkKAaeTcs OT JOKHOCTH mnpukasoM Ilpencemarens IlpaBnenuss B mopsiike,
OIIpe/IeNIEHHOM 3aKoHoJaTenbcTBOM PecnyOnmku Kaszaxctan o TpyAe M BHYTPEHHUMU
HOPMaTUBHBIMU JJOKyMeHTaMu O011ecTBEHHOTO (poHAa.

4. IlpoexTHbII MEHEIKEep MOJYMHSETCS  HEMOCPEICTBEHHO  CTapUIeMy
IPOEKTHOMY MEHEKepy U pykoBoautento LlenTpa.

5. IIpoektHslii MeHemxep LleHTpa B cBoei paboTe pyKOBOJICTBYETCS:

1) 3akoHOmATENbHHIMU W WHBIMH HOPMATHUBHBIMH MPABOBBIMH  aKTaMH
PecnyOnuku Kazaxcran;

2) ¥YcraBoM OO6uiecTBeHHOTO (HOHAA;

3) Ilonoxenuem o LleHTpe u HACTOSILIENH JOJKHOCTHOW MHCTPYKIUEH;

4) ApyrMMH BHYTPEHHUMH HOPMAaTHBHBIMU JOKyMeHTamu OOLIECTBEHHOIO
donma.

2. KBanudukanuoHHbie TpeOOBAHNS

6. IIpoexTHblii MEHEKED JOJIKEH COOTBETCTBOBATH CIIEIYFOLLIUM
KBJIM(PUKALMOHHBIM TPEOOBAHUSIM:

1) Bbiciee MO0 TOCIEBY30BCKOE OOpa3oBaHHWE IO  CHEIUATBLHOCTH:
PKOHOMHKAa U (WJM) MEHEDKMEHT, memaroruka u (wim) comnmainbHas cdepa,
IOPUCTIPYJICHIIUS JTMOO TyMaHUTapHOEe oOpa3oBanue, W (Wiu) WHGOPMAIIMOHHbBIE
TE€XHOJIOTUH;

2) crax paboOThl MO CHEMUAIBPHOCTH — HE MeHee 3 (Tpex) IerT,
MPEANOUYTUTENHHO HATMYKE OMBITA YIPABICHUS IPOEKTAMMU;



3) OpeanoYTUTEIHHO HaJM4Ine cepTU(UKATOB 0 MPOXOXKICHUHU
COOTBETCTBYIOIIMX KYPCOB WM MpodecCHoHANbHON cepTU(UKAIMU, B TOM YHUCIIE IO
MIPOEKTHOMY MEHEKMEHTY.

7. IlpoexktHbiii MmeHemxep LlenTpa qoimKeH 001anaTh:

1) 3HaHUSIMHU  TpaXJAaHCKOTO U TPYIOBOro  3akoHoaaTenbcTBa  PK,
3aKOHOJIATEIHCTBA O 0JIarOTBOPHUTEILHOCTH, HEKOMMEPYECKUX OPTaHU3AIUSX;

2) 3HaHMUSIMU U HaBBIKAMH B 00JIACTU MPOEKTHOTO MEHEKMEHTA,

3) HaBBIKAMH aHajdM3a © CHUCTEMaTu3aluu WH(OpMaIuu, MOATOTOBKH
aHAJIUTUYECKON OTYETHOCTH.

3. (I)yHKIII/II/I " J0JKHOCTHBIC 00SI3aHHOCTH

8. B QyHKUMH 1 JOTKHOCTHBIE O0S3aHHOCTH IPOEKTHOI'O MEHEIKEpa BXOIUT:

1) moaroroBka 3aKITFOYEHHUS 00 aKTyaJbHOCTH MpeIIaraeMomn
IPOrpaMMBI/IIPOEKTAa UCXOMSl M3 aHajdu3a MMEIIMXca npodiieM chepe oOpa3oBaHUS,
KyJbTYpbl U CIIOPTa B COOTBETCTBUU C BHYTPEHHUMH JOKyMeHTaMu OOIeCTBEHHOTO
dboHna;

2) BbIHECEHHE MOTEHIIMAIBHOIO 0JaroTBOPUTEIBLHOTIO MPOEKTa UM IPOrPAMMBI
B c(hepe 00pazoBaHMsl, KYJbTypbl U CIOPTAa HA PACCMOTPEHUE U COIIACOBAHME YJIEHAM
[TpaBnenus, npu HEOOXOAUMOCTH 10PAOOTKA 3aMEUYaHU;

3) yuactue B Bcrpewax OOmiectBeHHOro (GoHAA IO  PACCMOTPEHUIO
NOTEHUUAIbHBIX OJIArOTBOPUTEIBHBIX MPOEKTOB U Mporpamm B cdepe oOpa3zoBaHMUs,
KyJbTYpPBI U CIIOPTA;

4) B3auMOAEHMCTBHE CO BCEMM IOTEHLIMAIbHBIMA MapTHEPaMH, y4aCTHUKAMU
IPOEKTOB/ MPOrpaMM, TOCYJapCTBEHHBIMH YIIOJHOMOYEHHBIMU OpraHamMH, HX
IIOJIBEJOMCTBEHHBIMH ~ OpPTaHU3ALMSIMM, HEIPABUTEIbCTBEHHBIMU OOBEIUHEHUSIMH,
accolMalysIMu, OJaroTBOPUTEIbHBIMU OpraHu3auusiMu, (GOHAAMH U WHULUATOPAMHU
MPOEKTOB U MPOTPaMM U T.JI.;

5) peanuzanus TIaHa MEPONPUATUA (AOPOKHBIE KapThl) MO HCIOJIHEHHIO
0JIarOTBOPUTEIBHBIX MMPOEKTOB U MPOTrpaMM B cpepe 0Opa3zoBaHusl, KyJbTyphl U CIIOPTa
U  MEMOpaHIyMa O COTPYOHUYECTBE M B3aMMOIOHMMAHUU TMOCJIE OAOOPEHUS
ITormeunTenLCKOTO COBETA;

6) ywyactue B pabouuMx TpyNIax COBMECTHO C HWHHUIMATOPAMH IPOEKTOB,
YIOJIHOMOYEHHBIMU TocyAapcTBeHHbIMU opranamu, HI1O, AcconuanusMu 1 Tak Janee;

7) moaroroBka uH(poOpMauuu (Mpe3eHTalH, OTYETbl, CHOPaBKU W T.J.) IO
3alpoCy HEMOCPEACTBEHHOIO PYKOBOAMUTENS 110 MNOTCHIHAIBHBIM IPOEKTaM WM
nporpaMmanm;

8) MOATrOTOBKA JOKYMEHTOB JJIsl BBIHECEHHUS HAa OKCHEPTHBIA KOMHUTET U
IIPOBEICHHUE 3aceaHusl DKCIIEPTHOTO KOMHUTETA JUIsl PACCMOTPEHUS MOTEHUMATBHOIO
MPOEKTa WJIM TMporpammbl B cdepe o0pa3oBaHMs, KyJIbTYpbl U CIOPTa, OPOpMIICHUE
POTOKOJIA;

9) BenmeHue ydera U cUCTeMaTH3alMs MOCTYNAIOUIUX 3asSBOK M YTBEP>KIECHHBIX
POrpamMM/IIPOECKTOB B OHJIAMH CHCTEME KOHTPOJIS MO0 PACCMOTPEHHUIO MOCTYIUBIIUX B
OOmecTBeHHbld  (OHA 3asiBOK M OOECHEUECHHMIO KOHTpPOJISI 3a pealu3anuei



0JIarOTBOPUTEIBHBIX MPOrPAMM/IIPOEKTOB Ha PEryJsipHOM OCHOBE MO COCTOSIHUIO Ha
IIEPBOE YUCJIO MECSA CIAEAYIOLIErO 38 OTYETHBIM MEPUOIOM;

10) mpoBeneHue BbIOOpPA MOTEHIIMAIBHBIX MOCTABIIMKOB MO OJarOTBOPUTEIBHON
porpamMme/mpoeKTy B cepe 00pa3oBaHus, KyJIbTYpbl U CIIOPTA HA OCHOBE IMOJXOIOB,
YTBEP>KJICHHBIX BHYTPEHHUMU HOPMATUBHBIMU IOKyMeHTaMu OO1IeCTBEHHOTO (hOHAA;

11) popmupoBanre gocke OIArOTBOPUTENHHOTO MPOEKTA/0IarOTBOPUTEIHHON
nporpaMMbel B cdepe 00pa3oBaHus, KyJIbTypbl M CIOPTa B COOTBETCTBUHU C
WHcTpyKIuel o BEISHHUIO T0Che TPOTrPaAMMBI/TIPOEKTA;

12) moAroToBKa COBMECTHO C MEHEIKEepoM LIeHTpa OKOHYAaTEIhbHOIO OTYETA O
peanM3anuyd  OJaroTBOPUTENBHOM MPOTrpaMMbI/TIpoeKTa B  cdepe o0Opa3oBaHus,
KyJbTYpbl U CIIOPTa U HAIpaBJIEHHWE C JOChE MPOTPaAMMBI/TIPOEKTa Ha PACCMOTPEHHUE
ObYuO wu BHyTpenHero aynutopa OOmecTBeHHOTO GOHAA, I TOCIETYIOIIETO
paccMOTpeHHsT €  3aKJIOYEHUEM  BHYTPEHHEro  ayJudTopa Ha  3acellaHHH
[Tonreuntensckoro CoBera;

13)BHecenne Ha 3acenanue IlpaBnenus u  I[lonmeunmrtenbckoro coseTa
OOwecTBeHHOr0  (OHJAa  OKOHYATEIbHOIO  OTYETa 1O  0JIarOTBOPUTEIHHOU
IporpaMMe/IpoeKkTy B cdepe 00pa3oBaHus, KyJbTypbl U CHOpPTa C JIOChE NPOEKTA,
3akmroueHussMA ObYuO u BHyTpeHHEro ayuTopa;

14) HarpaBieHMEe Ha pa3MElICHHE OKOHYATEIbHOTO OT4YeTa Ha  caire
O6miecTBeHHOTO (HOHTA;

15) mpeacraBienre oOT4EeTa MO MPOrpaMME/NIPOeKTy B cdepe oOpazoBaHus,
KyJbTypel W cnopra i BkmroueHus B Otuer 3a momyrogme u ['omoBoi oTuer
O6miecTBeHHOTO (HOHTA;

16) dopmupoBanue u BeaeHUE MTOKyMeHTaluu lleHTpa B COOTBETCTBUM C
yTBepxkaeHHoM Homenknatypoit O01ecTBeHHOro oHa;

17) ¢opmupoBaHue  COOTBETCTBYIOLIMX  Namok-peructpoB  lLlentpa B
cootBeTcTBUM ¢ Homenknarypoit npen OOmecTtBeHHOro (oHAa, MOATOTOBKA U
noJauMBKa JokyMeHToB LlenTpa s nepeaauun B apxuB OO1iecTBeHHOro PoHAa;

18) pa3paboTka BHYTPEHHHUX HOPMATHUBHBIX JOKYMEHTOB B IEJSX peaau3aluu
3anay u ¢pyHkuui Llenrtpa;

19) yyactue B pa3paboOTKe NPEIIOKEHUNH II0 COBEPIICHCTBOBAHUIO PaOOTHI
[lentpa u OOecTBeHHOTO (POHIA;

20) ucCnoJHEeHHE NOPYYEHUH PYKOBOACTBA B COOTBETCTBHUM C BHYTPEHHHMH
HOPMATUBHBIMH JOKyMeHTaMu OO0uiecTBeHHOTO (HOHAA;

21) coOmroneHue TpyAOBOW M MPOU3BOACTBEHHOW AUCIUIUIMHBI, IPABUII U HOPM
OXpaHbl TpyJa, TPeOOBaHU MPOTUBOIIOKAPHOIN O€30MACHOCTH;

22) OCyLIECTBIEHUWE HWHBIX  (PYHKUMH, BBITEKAIOMIMX W3  HACTOSILIEH
NOJDKHOCTHOW  WHCTpYKUMHK, [lomoxkennss o LleHTpe ©W  HMHBIX JTIOKYMEHTOB
Oo6mecTBeHHOTO (POHIA.

4. IIpasa

9. IIpoeKTHBIN MEHEIKEP UMEET MPABO:



1) 3HAaKOMUTBCS C pemeHusIMH pykoBoacTBa OOmecTBeHHOro  (OHMA,
KaCaloIUMHUCS €TO JIeATEIHHOCTH;

2) BHOCHTHh TNPEJIOKCHHS IO COBEPIICHCTBOBAHWIO pPAa0OOTHI, CBS3aHHOW C
IPEyCMOTPEHHBIMH HACTOSIIEH JOKHOCTHON MHCTPYKITUEH 00S3aHHOCTSIMH;

3) cooOmaTh HEMOCPEICTBEHHOMY PYKOBOAMTENI0 000 BCEX HEIOCTaTKax B
nesitenbHOCTH  OO0IIecTBeHHOT0 (DOHAA, BBISBICHHBIX B TPOIECCE OCYIIECTBICHUS
CBOMX JIOJDKHOCTHBIX 00s13aHHOCTEN ¥ BHOCUTH MPEIOKESHUS 110 UX yCTPAHCHHUIO;

4) 3ampamuBaTh W TOJMY4YaTh Y CTPYKTYPHBIX MOJApA3JEICHUNA U PaOOTHHUKOB
Oo6mectBeHHOr0 (oHIAa MHGOPMAIHMIO U JOKYMEHTBI, HEOOXOAMMBIC JIJISi BBITIOJTHCHHUSI
€ro JI0JDKHOCTHBIX 00s3aHHOCTEI;

5) mpuHuMaTh YydacThe€ B TporpamMmax, HamnpaBleHHBIX Ha oOydeHue,
NIEPETIOATOTOBKY U MOBHIIICHNE KBalu(puKanuu kaapoB OOIIecTBEHHOTO (POHa;

6) 3HaKOMHUTBCS C TMPOEKTaMU JOKyMeHTOB OOmiecTBeHHOTro  (oHIa,
KacaloImuXcs ero JesTeIbHOCTH;

7) TPOBOAUTH KOHCYJBTAllMU CO CTPYKTYPHBIMU TMOJPA3JCICHUSIMU U
pabotHukamu OOmecTBeHHOr0 (OHIA, a TaKKe TOCYJapCTBEHHBIMH OpTraHaMHu U
JPYTUMHU OpraHU3alMSIMU 10 BOIIPOCAM B Mpe/eiax ero KOMIETeHIINHY;

8) Mo TMOpY4YeHUI0 PYKOBOJACTBA U B COOTBETCTBUM C BHYTPEHHUMH
HOPMATHUBHBIMU JIOKyMEHTaMU TPEACTaBIATh, WHTepechl OO6mecTBeHHOTo (oHAa B
TOCy/IapCTBEHHBIX OpraHax, CTOPOHHUX OPTraHU3alInsiX;

9) ocymecTBisATh HHBIE TpaBa, MNPEAYCMOTPEHHBIE 3aKOHOJATEIHCTBOM
PecnyOmmuku Ka3zaxcras.

5. OTBEeTCTBEHHOCTH

10. TIpoekTHbIN MEHEIKEP HECET OTBETCTBEHHOCTD 3a:

1) HeHamiexamee  WCIOMHCHHWE  WIM  HEUCTIOJHEHHWE  JIOJDKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIEH HOTKHOCTHON MHCTPYKIIUEH;

2) mpaBOHApYIIEHUS, COBEPIICHHBIE B TMPOIECCE CBOCH JEITCIBHOCTH B
npenenax, YCTaHOBJICHHBIX aJMHUHUCTPATUBHBIM, YTOJOBHBIM W  TPakKIaHCKUM
3aKOHOJIATeILCTBOM Pecnybnmuku Kazaxcran;

3) npuuuHeHHe MmaTepuaibHoro ymiepba OoOmecTBeHHOMY (DOHIYy B mpesenax,
YCTaHOBJICHHBIX TPYJAOBBIM 3aKOHOIaTeILCTBOM Pecrybnuku Kazaxcran;

4) coxpaHHOCTb AoKyMeHTamuu QOOIecTBeHHOro (oHAa B COOTBETCTBUH C
JOJDKHOCTHOW ~ WMHCTPYKIIMEH, TPYIOBBIM JIOTOBOPOM W HMHBIMH BHYTPCHHUMHU
HOPMATUBHBIMH TOKyMeHTaMu OO01ecTBEHHOTO (HOH/IA;

5) pasriamieHue CBEICHUN, UMEIONIUX OTPAaHUYECHHE JTOCTYIA U COCTABISIOIMINX
CIIyEOHYI0 WJIM MHYIO OXPaHIEMYI0 3aKOHOM TaiiHy, uHbopmarmu OOIIEeCTBEHHOTO
dbonma, oTHECEHHOU K MHGOpMAIHK KOHPUACHITNATBHOTO XapaKTepa,;

6) Hapymenue IIpaBun TpynoBoro pacrnopsimka OOmiecTBeHHOro (GoHaa, UHBIX
BHYTPCHHUX HOPMATHBHBIX JOKyMeHTOB OOIIecTBeHHOTO (POHIA;

7) HapylleHWe  TpaBWJI  TCXHHKH  OE30MaCHOCTH,  IPOTHBOIIOKAPHOU
0€30MacHOCTH M JAPYTUX MPABHII, CO3MAOIIMX Yrpo3y AedarelbHOCTH OOIecCTBEHHOMY
dboHy U ero pabOTHUKAM;



8) HHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C JEHCTBYIOIIUM
3aKkoHOJaTenbCTBOM PecryOnuku KazaxcraH, TpyloOBBIM JOTOBOPOM U WHBIMHU
BHYTPEHHUMU JoKyMeHTamu OO11ecTBeHHOTO (PoHa.
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JLOIKHOCTHASI HHCTPYKIMS
MeHemkepa LleHTpa mo ynpasJjieHHI0 NPporpaMMamMu U poexkramMu B cdepe
o0pa3oBaHMs, KyJbTYPbI U CIIOPTA

1. OO011e noJIoKeHus

1. Hacrosimas n0pKHOCTHAasE MHCTPYKIHMS pa3paboTaHa B COOTBETCTBUU C
3akoHoAaTenbcTBOM Pecnybnmuku Kazaxcran, YcrtaBom O® «KazakcTan XalKbIHA»
(mamee — OOmectBeHublii Qoua), Ilomoxxenuem o ILlenTpe mno ympaBieHUIO
nporpaMMaMu M TpoeKTaMu B cdepe oOpazoBaHus, KyJIbTYpbl W cCIOpTa (nanee —
IlenTp) W ApyruMu BHYTPEHHHMMH HOPMATHBHBIMH JOKyMeHTaMu (OIIecTBEHHOTO
dbonpa.

2. Hacrosimias  [OKHOCTHAs  MHCTPYKLMSI — ONpPENENsieT  JIOJKHOCTHBIE
00513aHHOCTH, IIpaBa U OTBETCTBEHHOCTh MeHemkepa LlenTpa (nanee -Menemxkep).

3. Menemxep LlenTpa Ha3HayaeTcsi Ha JODKHOCTD M OCBOOOXKIAETCS OT
noipkHocTH  npukasoMm  Ilpencenarenss IlpaBiieHMss B HOpsAAKE, ONPEACICHHOM
3akoHoAaTenbcTBOM Pecnyonmuku Kasaxcran o Tpyae U BHYTPEHHUMU HOPMATHBHBIMU
nokymeHtamu OO1ecTBeHHOTO (hoHAa.

4. Menemxep LleHTpa NOAUMHAETCS HENOCPEACTBEHHO CTApIIEMY IPOEKTHOMY
MEHEDKEPY U pyKoBoguTento LlenTpa.

5. Menemxep LlenTpa B cBoel paboTe pyKOBOJICTBYETCS:

1) 3akoHOIATENbHHIMU W WHBIMM HOPMATHUBHBIMH TPABOBBIMH  aKTaMH
PecnyOnuku Kazaxcran;

2) ¥YcraBoM OO6uiecTBeHHOTO (HOHAA;

3) Ilonoxenuem o LleHTpe u HacCTOSIILIENH JOJKHOCTHOW MHCTPYKIUEH;

4) ApyrdMyd BHYTPEHHUMH HOPMATHBHBIMH JOKyMeHTamu OOIIECTBEHHOTO
dboHma.

2. KBanudukanuoHHbie TpeOOBaAHUS

6. MeHemxkep MTOJDKEH COOTBETCTBOBATH CIICAYIONMIMM KBaTU(UKAIIMOHHBIM
TpeOOBAHMSIM:

1) Bbiciee MO0 TOCIEBY30BCKOE€ OOpa3oBaHHWE IO  CHEIUATbLHOCTH:
PKOHOMHKA W (WJM) MEHEDKMEHT, MeJaroruka v (Wid) conuaibHas cdepa, audo
TYMaHUTapHOE 00pa3oBaHue U (W) HHOOPMAIIMOHHBIE TEXHOJIOTUH; FOPUCTIPY ICHITHSI

2) crax paboThI MO CHEIUATHHOCTH — HE MEHEe JIBYX (2) JIeT.

7. Menemxkep LlenTpa momkeH o0aaaTh:

1) 3HaHUSIMM  TpaxJaHCKOTO U TPYIOBOro  3akoHoaaTenbcTBa  PK,
3aKOHOJIATEIHCTBA O 0J1arOTBOPUTEILHOCTH, HEKOMMEPYECKUX OPTaHU3AIUSX;

2) 3HaHMSIMHU U HaBBIKAMH B 00JIACTH MEHEIKMECHTA;




3) HaBbIKaMHM  aHaJIM3a MW CHUCTEMATH3allMH I/IH(i)OpMaIII/II/I, IIOATOTOBKH
QHAJIMTUYECKOM OTYETHOCTH.

3. OYyHKUUM U JOJKHOCTHBIE 00A3aHHOCTH

8. B (QyHKIMM U JOHKHOCTHBIEC O0S3aHHOCTH MEHEIKEepa BXOIUT:

1) obecrnieueHre B paMKax KOMIIETEHIIMM BBIMOJIHEHUS 3a1ad U (DYHKIIHM,
onpeneneHubix [lonoxxennem o Llentpe;

2) BeleHHE TIOCTYIMBILIEIO B peaju3alllio IPOEKTa/porpaMmbel B cdepe
oOpa3oBaHUsl, KyJbTYphl M CIOpPTa, YTBEpKIAeHHOW [lomeuynTenbckuM COBETOM
Oo6mectBenHoro ¢onaa/unenamu [lpaBneHus B COOTBETCTBUM C BHYTPEHHUMU
nokymeHTamu O011ecTBeHHOTO (POHIA;

3) MOHUTOPHMHI peau3ally MPOrpaMM U IIPOEKTOB;

4) KOHTpOJIb 3a CpOKAMHM pealu3aluyd MpoekTa B cdepe o00pa3oBaHuS,
KyJIbTypbl M CIIOPTa B COOTBETCTBUM C YTBEPXKIECHHOM MPOrpPaMMOI/TIPOEKTOM,
Jlopo>KHOW KapTO# peanu3aiii NporpaMMbl/IIPOEKTa;

5) corjacoBaHue MPOEKTa JIOrOBOpa MOCTaBKH TOBapoB (paboT, yClyr) B TOM
YHUCJE€ JIOTOBOPOB B PaMKax MPEIOCTaBICHUS MOMOIIM IMOCTPAJABIIEMYy HACEICHUIO
PecnyOnmku Kazaxcran mpu 4upe3BbIYAHBIX CHUTYaIMAX, CO BCEMH MOJAMUCAHTAMH IO
JoTOBOpY M, BHeceHue Ha noanucanue llpeacenaremo Ilpasnenns OO1ecTBEHHOrO
¢onna npu Hanmuuu Bu3 IOpugmdeckoit cimyx0bl, OTAena OyXraaTepcKkoro ydera u
OTYETHOCTH, lleHTpa aHanm3a U NPOTHO3UPOBAHHUA, YTPABJSIIOIIETO AMPEKTOpPA IO
(MHAHCOBBIM M MPABOBBIM BOIPOCaM M YIPaBIISIOIIErO JUPEKTOPA MO MporpaMmam U
npoekTam Ob1ecTBeHHOro PoHa;

6) BHECEHME Ha PETUCTPAlMIO MOANUCAHHBIX JIOTOBOpoB B  Otaen
OyXrajaTepckoro yyeTa U OTUETHOCTH;

7) ¢dopmupoBaHHe 3asBKM Ha OIUIATy, KOTOpas MOJANUCHIBAETCS MEHEIKEPOM
npoekTa, pykoBogutenem LleHTpa, YmpaBisiomuM IUPEKTOPOM MO MNpOrpaMmaMm u
npoeKkTaM W YTPABISAIOMAM JTUPEKTOPOM IO (UHAHCOBBIM U TIPABOBBEIM BOMPOCAM
O6miecTBeHHOTO (HOHIA;

8) MOAroTOBKAa MaTe€pUaJIOB AJI AHAJTUTHUYECKUX U CBOJHBIX OTYETOB B paMKax
komriereHuun Llentpa u dopmupoBanue ordera o0 urtorax padotel LlenTpa, B ToM
YHCJIe O pean3aluu 0JaroTBOPUTENBHBIX MPOEKTOB/ MporpaMm B cdepe o0pa3zoBaHus,
KyJIbTypbl W cropra Juisi BkiaoueHuss B Ortuer 3a mnomyrogue, [omoBoil
OKOHYaTeIbHBIN oTueT OOIIecTBeHHOTO (POH A,

9) MOHHUTOPUHT U OOecreueHUe UCTIOTHEHMSI 3aKIII0OUYEHHBIX I0TOBOPOB B YaCTH
CBOCBPEMEHHOCTH, AaHAJIW3 AaKTOB/IIPOBEpKA AaKTOB MpHUEMa-Nepefadyd M JIpyrou
OTYETHOCTH, NPEAYCMOTPEHHOU JOTOBOPOM;

10) Benmenre ydera YTBEpXKACHHBIX MPOrPaMM/IIPOCKTOB B OHJIAMH CHCTEME
KOHTPOJISI MO PAacCCMOTPEHHIO NOCTyNMUBIIMX B OOLIECTBEHHbIH (OHA 3asBOK U
00€eCIeYeHNI0 KOHTPOJIS 3a peanu3anueil 0J1aroTBOPUTENIbHBIX TPOrPaMM/IIPOEKTOB Ha
pEeryJsipHOM OCHOBE MO COCTOSHUIO Ha IMEPBOE YHUCIO Mecsla CIEeAyIoLEero 3a
OTYETHBIM TIEPHOJIOM;



11) yuactue B MOATOTOBKE OKOHYATEIBHOTO OTYETA O peaju3alllM MPOEKTa U
JIOChE MPOTPAMMBI/TIPOEKTA MO 3aBEPIICHUIO 0JaroTBOPUTENILHON MPOrpaMMBbl/TIPOCKTA
B cepe 00pa3oBaHMs, KyJIbTYpbl U CIIOPTA U B HAMPABICHUHU HAa PACCMOTPEHUE OTJEa
OyXTaJITepCKOro ydera U OTYETHOCTH, BHYTpeHHero ayauTopa OOmiecTBeHHOro (onaa
JUISL TIOCJIEIYIOIIETO BHECEHUS C 3aKJIFOUEHUEM BHYTPEHHErO ayJIUTOpa Ha 3acCeJaHUuU
IToneynTenbCKOro COBETA;

12) mepenada m0oChe 3aBEPIICHHON MPOTrPaMMBI/TIpoeKTa B chepe oOpa3oBaHws,
KyJbTYpbl W CHOpTa BMECTE€ C ONKCBIO, BBIMHCKOM u3 [IpoTOKOIOB 3acemaHus
[IpaBnenuss u Ilomeuntenbckoro coBera OOmecTBeHHOTO (OHIA, 3aKIIOYCHHEM
BHyTpeHHero ayautopa B Ciry’xOy KOPIOPAaTUBHOTO YIPABICHUS B JJIEKTPOHHOM
3alUIIeHHOM opMaTe U OyMa)KHOM HOCUTEJIE Ha XpaHEHHE (B apXUB) B COOTBETCTBHUH
C aKTOM NpHeMa-IepeauH;

13) dopmupoBaHHe  COOTBETCTBYIOIIMX  Mamok-peructpoB  Ilentpa B
cootBercTBUM ¢ Howmenknarypoit nen OOmectBeHHoro ¢oHaa, MOATOTOBKA U
noIMBKa J0kyMeHToB LlenTtpa ansa nepenauu B apxuB OO1ecTBeHHOTO (POH/IA;

14)yqactue B pa3paboOTKe MPEIOKEHUNH IO COBEPIICHCTBOBAHUIO PAOOTHI
Ilentpa u ObmecTBeHHOTO (POHIA;

15) ucnosHeHNe TOPYYEHHUM PYKOBOACTBA B COOTBETCTBUU C BHYTPEHHUMH
HOPMaTUBHBIMU JTOKyMeHTaMu OO111ecTBEHHOTO POH/IA;

16) cobntoieHre Tpy10BOM M MPOU3BOJACTBEHHON JAUCIUILIMHBI, IPABWII U HOPM
OXpaHbl TpyJa, TPeOOBaHUN MPOTUBOIIOKAPHOI O€30MTACHOCTH;

17) noBellIeHHEe TPO(PECCHOHATIBHOTO YPOBHS IYTEM caMOOOpa3OBaHMS,
U3YYEHUS NIEPEIOBOIO OTEUECTBEHHOIO U 3apyOE€KHOI0 ONBITA U T.1.;

18) ocymiecTBieHue  WMHBIX ~ (PYHKUMM, BBITEKAIOMIMX W3  HACTOSIIEH
JODKHOCTHOW ~ HMHCTpyKumu, llonoxkenus o ILleHTpe ©W  HMHBIX JOKYMEHTOB
O6mecTBeHHOTO (POHIA.

4. IIpaBa

9. MeHemxkep UMEET MPaBo:

1) 3HakomMuThCs C peuieHUsIMH pykoBojacTBa OOmiecTBeHHOro (oHza,
KACAIOIIMMHUCS €ro JIeATEIHbHOCTH,

2) BHOCHUTH TIPEUIOKCHHUS IO COBEPIICHCTBOBAHUIO PaOOThI, CBSA3aHHON C
IPEAYCMOTPESHHBIMHM HACTOSIIEH JOPKHOCTHON MHCTPYKIIMEH 00s13aHHOCTSIMU;

3) cooOmaTh HEMOCPEICTBEHHOMY PYKOBOJUTEIIO 000 BCEX HENOCTaTKax B
nesrenbHocTH OOmecTBeHHOro (OHJA, BBISBICHHBIX B MPOIECCE OCYIICCTBICHUS
CBOMX JOJDKHOCTHBIX 00s3aHHOCTEH M BHOCHTH IIPEJIOKEHHUS 110 UX YCTPAHCHUIO;

4) 3ampamuBaTh M TOJYy4YaTh Y CTPYKTYPHBIX MOJpa3JeieHH U PaOOTHUKOB
Oo6mectBenHoro ¢oHma MHGOPMAIHIO U JOKYMEHTBI, HEOOXOAMUMBIC JIJISi BBHITIOJTHCHHUSI
€ro JOJKHOCTHBIX 00S3aHHOCTEH;

5) npuHMMaTh YydYacTHe B IIporpaMMax, HaNpaBJICHHBIX Ha O0OydYeHue,
MIEPETIOITOTOBKY U MOBBINICHUE KBaTuuKauu kaapos OOmecTBeHHOTo (hoHa;

6) 3HAKOMHUTBCA C TpoekTaMu JoKyMeHToB OoOmiecTBeHHOro  (poHsa,
KaCarOIINXCS €T0 JIeITeIbHOCTH;



7) OpOBOAUTH KOHCYJbTAallMM CO CTPYKTYPHBIMU IOJpA3ACICHUSIMU U
paboTHukamMu OOmEecTBEHHOro (OHIA, a TakXKe TIOCYJapCTBEHHBIMM OpraHamMH H
JpYTMMH OpraHU3alusiMU 10 BOIPOCaM B MpeZeiax ero KOMIETEHIUY;

§) MO TOpYYEHUIO PYKOBOJACTBA M B COOTBETCTBUM C BHYTPEHHHUMHU
HOPMATUBHBIMU JIOKyMEHTAMU MPEACTaBIATh HHTepechl OOIecTBeHHOro (oHaa B
roCyJapCTBEHHBIX OpraHax, CTOPOHHUX OPraHU3aLUsX;

9) ocywecTBIATH WHBIE TpaBa, MPEAYCMOTPEHHbIE 3aKOHOAATEIbCTBOM
PecnyOmmnku Ka3zaxcras.

5. OTBEeTCTBEHHOCTH

10. Menemxep HECET OTBETCTBEHHOCTH 3a:

1) HeHajyexaiee  HUCHOJHEHHWE  WJIM  HEHUCIOJHEHUE  JIOJDKHOCTHBIX
00s13aHHOCTEH, TPEAYCMOTPEHHBIX HACTOSIIEH JOKHOCTHOU MHCTPYKITUEH;

2) mpaBOHApPYILIEHHUs, COBEPIICHHBIE B MPOLIECCE CBOEU JIESITEIHLHOCTH B
npejenax, YCTAHOBJICHHBIX aJMUHUCTPATUBHBIM, YTOJOBHBIM U TPaKJaHCKUM
3aKoHoAaTeIbCcTBOM PecnyOnuku Kazaxcran;

3) mnpuuMHEHHE MaTepuaibHOro yiiepba ObuwecrseHHoMy GOHAY B Mpeenax,
YCTaHOBJICHHBIX TPYJAOBBIM 3aKOHOIaTeIbCTBOM Pecryonuku Kazaxcran;

4) coxpaHHOCTb JOKyMeHTanuu O6uwecTBeHHOro ¢oHAA B COOTBETCTBHH C
JOJDKHOCTHOW  MHCTPYKIMEH, TPYIOBBIM JOTOBOPOM M HHBIMHU BHYTPEHHUMH
HOPMATUBHBIMU JIOKyMeHTaMu OO01iecTBeHHOTO (HOH/A;

5) pasriamieHue CBeACHUM, UMEIOLIMX OTPAHUUYEHHE JHOCTYIAa U COCTABJISIONMINX
CIIY>KEOHYI0O WJIM MHYIO OXpaHsSEeMYyI0 3aKOHOM TaiHy, uHpopMammu OOIeCTBEHHOTO
dboHaa, OTHECEHHOU K MH(pOpMALIK KOHPUAECHIIUATBHOTO XapaKTepa;

6) Hapymenue I[IpaBun TpynoBoro pacnopsjka OO0uiecTBeHHOTO (OH/A, UHBIX
BHYTPEHHHUX HOPMATUBHBIX JOKyMEHTOB O011eCTBeHHOTO (hOHAA;

7) HapyuieHWe  TOpaBWI  TEXHUKH  0€30MacHOCTH,  MPOTUBOIOKAPHOU
0€30MacHOCTU U JIPYTUX MPaBUJ, CO3MIAIOIINX yTPo3y AesITeabHOCTH OOIIECTBEHHOMY
dboHIy M ero pabOTHHKAM;

8) uHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C  JICUCTBYIOLIUM
3aKoHOJATeIbCTBOM PecmyOnuku KazaxcraHn, TpynoOBBIM JTOTOBOPOM U WHBIMHU
BHYTpPEHHUMU JoKyMeHTamu OO1ecTBeHHOTO (DoHa.
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Jo5KHOCTHASL HHCTPYKUUA
CTapiIero NPpOeKTHOr0 MEeHeIKepa
LlenTpa KOOpAMHALIUY MPOTPAMM, IPOEKTOB M B3aMMO/1eiiCTBHUA C JOHOPAMH

1. O01mme mMoJIOKEeHUA

1. Hacrosmias AOMKHOCTHAsT WHCTPYKIUS pa3paboTaHa B COOTBETCTBUU C
3akoHojaTeabcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «Ka3zakcTaH XaJIKbIHa»
(manee — OOmectBenHbl Gonm), Ilonoxxkenuem o LleHTpe KOOpAMHAIIMKM MPOTpamM,
IPOEKTOB U B3aMMOZEHCTBUS ¢ AoHOpamu (nanee — LleHTp) u IpyrumMu BHYTPEHHUMHU
HOPMaTUBHBIMU JJOKyMeHTaMu OO11ecTBeHHOTO (poHAa.

2. Hacrosmass  JOKHOCTHAasET ~ MHCTPYKLHSI — ONpPEAENAET  JOJDKHOCTHBIC
00513aHHOCTH, TpaBa M OTBETCTBEHHOCTh CTApIIEr0 IMPOEKTHOTO MeHemkepa Llentpa
(manee — Ctapiuuii IPOEKTHBIA MEHEIKED).

3. Crapmmii OpOEKTHBIM MEHEIKEpP Ha3HAyaeTcss Ha  JIOJDKHOCTh W
ocBOOOXKIaeTca OT HAobKHOcTH mpukasoM llpencemarens IlpaBneHuss B mopsizke,
OINpPEJETIEHHOM 3aKoHoAaTenbcTBOM PecnyOnuku Kazaxcran o Tpyae M BHYTPEHHUMH
HOPMATUBHBIMH JTOKyMeHTaMu OO011ecTBEHHOT0 (OH/A.

4. Crapmmii IpOEKTHBIM MEHEKED MMOJUUHAETCS pyKoBoAUTENO L{eHTpa.

5. Crapmmii npoeKTHBINA MEHEHKEP B CBOEH paboTe PyKOBOJICTBYETCS:

1) 3akoHONATEIBHBIMH ¥ HWHBIMHU HOPMATHUBHBIMU TPABOBBIMH  aKTaMU
Pecniybnmuku Kazaxcran;

2) YcraBoM O6miecTBeHHOTO (HOH/A;

3) Ilonoxenuem o lleHTpe 1 HACTOSIIEH TOPKHOCTHOM UHCTPYKITUEH;

4) ApyrdMH BHYTPEHHHMH HOPMAaTHUBHBIMH JOKyMeHTamu OOIecTBEHHOTO
donma.

2. KBanupuxkaunuoHHbie TPeOOBAHUS

6. Crapmuii NPOEKTHBIM MEHEIXEpP HOJDKEH COOTBETCTBOBATH CIEAYIOIIUM
KBATM(PUKAIIMOHHBIM TPEOOBAHUSIM:

1) BbIcHIee MO0 MOCIEBY30BCKOE 00pa30BaHUE MO CIECIMATBHOCTH: YIKOHOMHKA
U (WIM) MEHEIKMEHT, TeJaroruka u (wiv) coruainbHas cdepa, 11ub0 rymMaHUTapHOE
oOpa3oBaHuE;

2) crax paboThl — HE MeHee S (IIATH) JIET;

3) TpeanouTUTENHPHO HaJu4yue CepTU(PUKATOB O MPOXOXKICHUU KYpPCOB WIIU
npodeCCUOHANIBHON cepTU(PUKAIIUU, B TOM YHUCJIE TIO MPOSKTHOMY MEHEIKMEHTY.

7. Crapmuii TpOEKTHBIN MEHEKep JOJIKEH 00J1a/1aTh:



1) 3HaHMSIMM TpaKJAHCKOrO 3akoHojaTenbcTBa PecnyOmmku Kaszaxcran,
3aKOHOJIaTEIbCTBA O 0J1arOTBOPUTEILHOCTH, HEKOMMEPUYECKUX OPTaHU3aAIUSX;

2) 3HAHHUSIMU U HaBbIKAMU YIIPABJICHUS MPOEKTAMH;

3) 3HaHUSMH U HaBBIKAMU ompe/eneHus: GopM JOTOBOPHBIX OTHOIICHHI;

4) HaBbIKAMM aHadW3a M CUCTEMaTu3aluu uHOpManuu, B TOM YHCIE
CTATUCTUYECKUX JTaHHBIX;

5) KOMMYHUKAI[MOHHBIMU HaBBIKAMU.

3. (I)yHKIII/II/I " J0JKHOCTHbBIC 00sI3aHHOCTH

8. B dyHKIMM U OMKHOCTHBIE 00SI3aHHOCTH CTapIIero MPOEKTHOIO0 MEHEIKepa
BXOJIUT:

1) obecrieueHue BBIMONIHEHUS 3374 U GYyHKUUN, onipeaesieHHbIx [lonoxenueM o
LenTpe;

2) pa3paboTKa, aKTyajqu3alMus W MOHMTOPUHI peanm3anuu [lmana paboTsl
OO01ecTBEHHOTO (POH/Ia HA TOJ U CTPATETUYECKUX IOKYMEHTOB;

3) TOArOTOBKA 3aKIIOYCHHH MO MOTEHIMAIBHBIM IIpOrpaMMaM M MPOEKTaM Ha
cootBeTcTBMe  KOHIENUMU ¥  yTBEPXKACHHBIM  HAIMpaBICHUA  JACSITEIbHOCTU
ObmecTBeHHOTO (POHAA B COOTBETCTBUU C BHYTPEHHUMH HOPMATHBHBIMH IOKyMEHTAMU
OO6mecTBeHHOTO POHIIA;

4) DOArOTOBKa M  COIVIACOBAHUE CO CTPYKTYPHBIMH  IOJAPA3JCICHUSIMU
OOwecTBeHHOr0  (OHAAa MEMOpPaHAYMOB, COIJIAUIEHWH, JOrOBOPOB B  paMKax
koMmrieteHuuu Llentpa;

5) pa3paboTka MOJXOAOB, KOHILIEMLHUHN, a TaKXEe MPOEKTOB 0JaroTBOPUTEIbHBIX
IpOrpaMM U MPOEKTOB, YUUTHIBAIOLIUX MHTEpECHl TO0HOPoB OOmecTBeHHOro (oHIa U
MOTEHIIMAIBHBIX JIOHOPOB — CYOBEKTOB KPYITHOTO MperpuHuMaTenbcTBa Kazaxcrana,

6) cOop W aHaIU3 [JAHHBIX O COLUUAIBHO-YKOHOMHUYECKOM TOJIOKEHUH,
colMaIbHON HHPPACTPYKTYPE MAIIBIX TOPOIOB;

7) B3aUMOJAEWCTBHE C TPETHUMHU JIUIIAMHU TI0 BOIPOCAM peaiu3alliil KOHIICTIIIUN
«Marple ropoia — OOJBIIME BO3MOKHOCTHY 10 PA3BUTHUIO COIMATBHON c(hephl MaIbIX
roponos KaszaxcraHa;

8) B3aUMOJIEHCTBHE CO BCEMU TPETHUMH JHIIAMH — TOTECHIUATHHBIMU
napTHEpaMU U YYaCTHUKAMU OJIATOTBOPUTETBHBIX MTPOTPAMM U MPOEKTOB;

9) KoOpAMHHMpOBaHME NPOLEAYPHl BBIHECEHUS IPOEKTa OJIArOTBOPUTEIHHOU
nporpaMMsl U poekTa Ha 3acefanus [loneunrensckoro coera u/wnu [IpaBnenus;

10) opranuzamnust paboThl MO (HOPMUPOBAHHMIO JOCHhE OJIArOTBOPUTEIHHON
OporpaMMbl M TIPOEKTa B COOTBETCTBUM ¢ WHCTpyKIMed MO BEIEHUIO J0ChE
POTPAMMBI/TIPOEKTA;

11)pabora mo 3axitodeHUI0 u compoBoxaeHuio Cornamenus (MemopaHaywMm,
noroBop) ¢ AO «Campyk-Ka3zbiHay;

12) pabota TO 3aKIIOYEHHUI0O W COMPOBOXKICHHIO JOTOBOpAa C OMEPaTOPOM
JIOTEPENHOU NEATENBHOCTH;



13) moAroTOBKa  AHATUTUYECKUX  OTYETOB, CIPABOK, [MPE3EHTALUA IO
komneTeHuuu LlenTpa, B TOM 4ucie 1Mo MOCTYIUIEHUSIM OT JOHOPOB JUJIs BKIIFOUECHUS B
Otuer 3a nonyroaue, ['010Bo# 1 oOkOHUYATENbHBINA 0TUYET OOIIECTBEHHOTO (HOH/A;

14) onepatuBHbI aHaNM3 (QUHAHCOBOrO OOecmeueHuss OJIaroTBOPUTEIbHBIX
nporpamm 1 npoektoB OO0miecTBeHHOTO HOH/A;

15) yuactue B pacCMOTPEHUHU MOCTYHAKOUIMX 3afBOK OT HOPUAMYECKHUX JIUIL 10
NOTEHIMAIBHBIM OJIArOTBOPUTEIBHBIM MIPOTPAMMaM U MPOEKTAM, B TOM YHUCJE B YaCTH
cootBeTcTBUs KoHuenmuu aestensHoctd OO01ecTBeHHOro (hOHa;

16) pabota B OHJIAMH-CHCTEME KOHTPOJSA MO PACCMOTPEHHUIO MOCTYNUBIIUX B
OOmecTBeHHBIH  (QOHI 3adBOK M OOECMEUYEHHIO KOHTPOJIA 3a pealu3anuen
OJ1arOTBOPUTENBHBIX MTPOTrPAMM/TIPOEKTOB B COOTBETCTBUU C KoMrieTeHuel Llentpa;

17) mpencrasienne nHGOPMAIMK IO OCHOBHBIM 3a1adaM [leaTpa PR-menemkepy
JUTSL aKTyallu3allii TaHHBIX Ha caiite O01ecTBeHHOTO (HOH/A;

18) opranuzanus Bctpeu CrelikxonaepoB OOHIECTBEHHOTO (OHIa COIIACHO
[Tonmoxenuro o Llentpe ¢ unenamu IlpaBnenus;

19) yuactue B pa3pabotke 1uiana padbot Llentpa, a Takke GopMUpPOBaHUE OTYETA
00 urorax padotsl LleHTpa, B mopsiike, yCTaHOBJICHHOM BHYTPEHHUMHU HOPMAaTUBHBIMU
JNOKyMEHTaMU;

20) moArOTOBKa M COIVIACOBAHME CO  CTPYKTYPHBIMH  TOJpa3JeiICHUSIMU
OOmecTBeHHOr0 (OHIA MEMOPAHAYMOB, COTJIAIEHWH, JIOTOBOPOB B  paMKax
komrereHuuu Llenrtpa;

21) dopmupoBanue u BeaeHHE JOKyMeHTauuu LleHTpa B COOTBETCTBUH C
yTBepxkaeHHoM Homenknatypoi O01ecTBeHHOro oHa;

22) opmupoBaHHE COOTBETCTBYIOLIUX MANOK-PErUCTpoB L{eHTpa B COOTBETCTBUH
¢ Homenkimarypoit nen OOmiectBeHHOTO (OH/A, MOATOTOBKA U MOIIIMBKA JTOKYMEHTOB
LenTpa ansa nepenaun B apxus OOI1€CTBEHHOTO (OH[A;

23) pa3paboTka BHYTPEHHHX HOPMATHBHBIX JOKYMEHTOB TIO BOMpOCaM
nestenpHocTH Llenrtpa;

24) ydactue B pa3pabOTKe MPEUIOKEHUN IO COBEPUICHCTBOBAHUIO PAOOTHI
[enTpa u Ob1ecTBeHHOTO (POHTA

25) WCIIOJIHEHHE TNOPYYEHHH PYKOBOICTBA B COOTBETCTBHM C BHYTPEHHHMH
HOPMATUBHBIMH JOKyMeHTaMu OO0uiecTBeHHOTO (HOHAA;

26) coOmrosieHre TPy AIOBOM M MPOU3BOJACTBEHHON AUCIUILIMHBI, IPABWI U HOPM
OXpaHbl TpyJia, TPeOOBaHUN MPOTUBOIOKAPHOI O€30MTACHOCTH;

27) ocyuiecTBiIeHUE UHBIX (DYHKIMH, BEITEKAIOIIUX U3 HACTOAIIEH JOJKHOCTHOM
UHCTpYKIUH, [lonoxenus o LlenTpe 1 uHbIX 10KyMeHTOB O01iecTBEeHHOTo GoHA.

4. [IIpasa

9. Crapmmii NpOEKTHBIN MEHEKEP UMEET MPABO:

1) 3HAKOMUTKCS C peHIeHUusIMU pyKoBocTBa O0111ecTBEHHOTO (POHa, MPOEKTaMU
nokymMeHToB O0111ecTBeHHOr0 (POH/Ia, Kacaoluxcsa KoMnereHuuu LienTpa;

2) BHOCUTH pYyKOBOACTBY DOHIAa MPOEKTHl JOKYMEHTOB II0 BOIpOCam,
OTHECEHHBIM K KomneTeHIuu LlenTpa;



3) BHOCUTH MNPEMJIOKEHHS IO COBEPIICHCTBOBAHMIO paOOTHI, CBS3aHHOWU C
IpeayCMOTPEHHBIMH HACTOSIIEH TOJKHOCTHON MHCTPYKIUEH 00I3aHHOCTSAMU;

4) cooOmare HEMOCPeACTBEHHOMY PYKOBOAMTENIO 000 BCEX HENOCTAaTKax B
nesitenbHOCTH OO1IEeCTBEHHOTO (DOH1A, BBISIBICHHBIX B IIPOIIECCE OCYIIECTBICHHUS CBOUX
JOJKHOCTHBIX 00SI3aHHOCTEH M BHOCUTD MPEIOKEHUS 110 UX YCTPaHEHHIO;

5) 3ampamuBaTh W TMOJyYaTh OT CTPYKTYpPHBIX MOJAPA3JCICHUNA M PabOTHUKOB
OOmectBeHHoro  (onga  HEOOXOAMMBIE  JOKYMEHTBHI  JJiI  OCYIIECTBIICHUS
BBIIIICYKa3aHHBIX (YHKIUN U 00513aHHOCTEH;

6) MpOBOAUTH  KOHCYJbTAIMM  CO  CTPYKTYPHBIMH  MOJAPA3JCICHUSIMU
OOmectBeHHoro (oHAa, a TakkKe TOCYIapCTBEHHBIMH OpraHamMud H JpYyTHMHU
OpraHu3alMsIMH 110 BOIIpOcaM B Mpeneiax komnetenuuu Llentpa;

7) MO TOPYYEHUIO PYKOBOACTBA M B COOTBETCTBHM C BHYTPEHHUMU
HOPMATHUBHBIMU JOKYMEHTaMHU IIPEJICTaBIsATh UHTepechl OOmecTBeHHOro ¢oHAa B
rOCYJJapCTBEHHBIX OpraHaxX, CTOPOHHUX OPTraHU3aIMIX;

8) mpuHMMaTh ydacThe€ B Mporpammax, HalpaBlI€HHbIX Ha OOydYeHue,
NEPENOArOTOBKY U MOBBIIIEHNE KBaM(puKauy KaapoB OOIIeCTBEHHOTO (POHa;

9) ocyumecTBIATH HMHBIE IpaBa, IPEIyCMOTPEHHBIE 3aKOHOJAATEIbCTBOM
PecnyOmuku Ka3axcraH.

5. OTBEeTCTBeHHOCTH

10. Crapmmii NpoeKTHBIN MEHEIKeP HECET OTBETCTBEHHOCTD 34!

1) HeHajiexaiiee  HWCIOJIHEHHWE  WIM  HEUCIHOJHEHHUE  JIOJDKHOCTHBIX
00s13aHHOCTEM, MPEAYCMOTPEHHBIX HACTOSIIEH JOKHOCTHOU HHCTPYKITUEH;

2) mpaBOHApYIIEHUS, COBEPIICHHbIE B TMPOIECCE CBOEH JIESITEIILHOCTH B
npeneniax, YCTaHOBJICHHBIX aJMUHUCTPATUBHBIM, YrOJOBHBIM U TPaXKIaHCKUM
3akoHoAaTenscTBOM PecryOnmku Kaszaxcran;

3) npuuuMHeHHe MaTepuaibHoro ymiepba OoOmecTBeHHOMY (DOHIYy B mpesaenax,
YCTaHOBJICHHBIX TPYAOBBIM 3aKOHOIaTeILCTBOM Pecryonmku Kazaxcras;

4) coxpaHHOCTb AoKyMeHTanuu QOOIIeCTBEHHOro (oHAa B COOTBETCTBUM C
JOJDKHOCTHOW ~ WHCTPYKITMEH, TPYIOBBIM JIOTOBOPOM W WHBIMH BHYTPCHHUMH
HOPMATHBHBIMH TOKyMeHTaMu OOIecTBEHHOTO (HOHA;

5) pasriamieHue CBEIECHUN, UMEIOIINX OTPAaHUYECHHE JTOCTYIA U COCTABISIONMINX
CIIyKEOHYI0 WJIM MHYIO OXPaHIEMYI0 3aKOHOM TaiiHy, uHpopmaruu OOIIECTBEHHOTO
dbonma, oTHECEHHOM K MHGOpMAINK KOHPUACHIIMAIBHOTO XapaKTepa;

6) napymenue [IpaBun TpymoBoro pacnopsiaka OOGmiecTBEHHOTO (OHJIA, UHBIX
BHYTPEHHUX HOPMATHUBHBIX JOKyMeHTOB O0111eCTBEHHOTO (POHIA;

7) HapyuieHWE  TpaBWJI  TEXHUKH  O€30MacHOCTH,  IPOTHUBOIIOKAPHOMN
0€30MacHOCTH M JAPYTUX MPAaBWII, CO3MAONINX Yrpo3y AedareabHocTH OOIecTBeHHOMY
dboHy U ero pabOTHHUKAM;

8) WHYIO OTBETCTBEHHOCTh B COOTBETCTBHH C JICHCTBYIOIINM 3aKOHOATEIIHCTBOM
PecrryOommmku KaszaxcraH, TpyJOBBIM JOTOBOPOM M MHBIMH BHYTPEHHUMH JOKYMCHTAMH
O6miecTBeHHOTO (hOH/A.
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Jo5KHOCTHASL HHCTPYKUUA
IIpoexkTHOrO MEeHeIKepa
LlenTpa KOOpPAMHALIUY POTPAMM, IPOEKTOB U B3aUMO/AeHCTBHS € JOHOPAMU

1. O01mme mMoJIoKEeHU

1. Hacrosmias AOMKHOCTHAsT WHCTPYKIUS pa3paboTaHa B COOTBETCTBUU C
3akoHojaTeabcTBOM Pecnyonmuku Kazaxcran, YcraBom O® «Ka3zakcTtaH XaJKbIHa»
(manee — OOmectBeHHbl Gonm), Ilonoxxkenuem o LleHTpe KOOpAMHALIMM TMPOTpamM,
IPOEKTOB U B3aUMOJEHCTBUS ¢ goHOpamu (nanee — LleHTp) u IpyrumMu BHYTPEHHUMHU
HOPMaTUBHBIMU JOKyMeHTaMu OO11ecTBeHHOTO (poHAa.

2. Hacrosmass  JOKHOCTHAasE ~ MHCTPYKLHSI — ONpPEAENAeT  JOJDKHOCTHBIE
00513aHHOCTH, IIpaBa 1 OTBETCTBEHHOCTh [IpoexkTHOrO Menemxepa LlenTpa.

3. IlpoexTHslil MeHemxkep LleHTpa Ha3HaYaeTCs Ha TOJKHOCTh U OCBOOOXKIAETCS
or poiokHocth mnpukasom llpencenmarens IlpaBimeHuss B mopsiake, ONPENEIEHHOM
3aKOHOJaTeNbCTBOM Pecybimku Kazaxcran o TpyAe ¥ BHYyTPEHHUMH HOPMAaTHBHBIMU
nokyMeHTamu OO01iecTBeHHOTO (hoH/A.

4. TIpOEKTHBIM MEHEIKEp TMOJUMHSIETCS HENOCPEACTBEHHO PYKOBOIUTEIIO
[lenTpa.

5. IIpoektHslii MeHexep LleHTpa B cBOEi paboTe PyKOBOJICTBYETCS:

1) 3akoHONATEIBHBIMM ¥ HWHBIMHU HOPMATHUBHBIMU TPABOBBIMH  aKTaMU
Pecniybnmuku Kazaxcran;

2) YcraBoM O6miecTBeHHOTO (HOH/A;

3) Ilonoxenuem o LleHTpe 1 HACTOSAIICH TOKHOCTHOW HHCTPYKIIUEH;

4) npyruMu BHYTPEHHUMU HOPMATHUBHBIMU JOKyMeHTaMu OOI1ecTBEeHHOTO
dboHma.

2. KBanupuxauuoHHbIe TPeOOBAHUS

6. IIpoexTHbIit MEHEKED JOJI>KCH COOTBETCTBOBATH CIIEAYOLIUM
KBATM(PUKAIIMOHHBIM TPEOOBAHUSIM:

1) BeIciIee 0Opa3oBaHuE;

2) mnpodecCuoHANBbHBIN CTaX paboThl — HE MEeHee 3 (Tpex) JeT;

3) TpeAmoYTHUTENHHO Hamuyhe cepTudukara Kypca MO  TPOCKTHOMY
MEHEIPKMEHTY.

7. TlpoexTtHbiit MeHeKep LlenTpa nomkeH o0aaaaTh:

1) 3HaHMSIMM  TPAKJAHCKOTO M TPYIOBOro  3akoHojaarenbcTtBa  PK|
3aKOHOJATEIhCTBA O 0JIArOTBOPUTEIBLHOCTH, HEKOMMEPUYECKUX OpPraHU3aIUsIX;

2) 3HAHUSMU U HaBbIKAMU B 00JIaCTH MPOEKTHOT'O MEHEIHKMEHTA;



3) HaBBbIKaMH dHaJIu3a H cucreMaTu3anmumu I/IH(I)OpMaI_II/II/I, IHOATOTOBKH
QHAJIMTUYECKOM OTYETHOCTH.

3. OYHKIUHU U JOJKHOCTHbIEC 00SI3AHHOCTH

8. B ¢ynkuuu u nomxuHoctHeie 00s13aHHOCTH [IpOEKTHOrO MEHEKEpa BXOUT:

1) oOecrnieuenue BBIOJHEHUS 3374 ¥ GyHKUIUN, onpeneneHHbIX [lonoxkenueM o
IlenTpe;

2) ydactue B pa3pabOTKe IOAXOJOB, KOHIEMIMH, a TakkKe MPOEKTOB
0JIarOTBOPUTEIBHBIX MPOrpaMM W MPOEKTOB, YUHUTHIBAIOIIMX HWHTEPECHl JIOHOPOB
Oo6mectBeHHOr0 (OHJA UM MOTEHUUATBHBIX JOHOPOB — CYOBEKTOB KpPYIHOTO
npeanpuHuMaresbeTBa Kazaxcrana,

3) yuactue B cOope ¥ aHaldu3e [JaHHBIX O COIUATbHO-3KOHOMUYECKOM
MOJIO’KEHUH, COITUANBHON MHPPACTPYKTYPE MaJIbIX TOPOIOB;

4) B3auMOAEICTBUE C TPETBUMHM JIMLIAMHU 10 BOIPOCAM pEANM3aUU KOHUEILINUN
«Maueie ropoa — OO0JBIIME BO3MOXKHOCTH MO PA3BUTHIO COLUANBHON Cepbl MaJbIX
roponoB Kazaxcrana,

5) B3aMMOJEWCTBHE €O BCEMU TPETbUMH JHIAMU — TOTEHIHAIbHBIMU
NapTHEPAMU U YYACTHUKAMU OJIArOTBOPUTEIBHBIX ITPOTrPaMM U MPOEKTOB;

6) MOArOTOBKa MPOEKTa OJAarOTBOPUTENBHOM MPOrpaMMbl M TPOEKTa s
BbIHECEHHUs Ha 3acefanus [loneunrensckoro coera u/unu [lpasnenus;

7) ¢opmupoBaHue JA0che OJIArOTBOPUTEIBHOW MpOrpaMMbl M IMPOEKTa B
COOTBETCTBUM ¢ HCTpyKIIKEl IO BEAESHUIO 10ChE IPOTPaMMBbl/TIPOEKTA;

8) yuactue B comnpoBoxiaenun Cornamenus (Memopanayma, gorosopa) ¢ AO
«Campyk-KasbiHay;

9) ywactue B CONpPOBOXKIEHUH JOroBOpa C ONEPATOPOM  JIOTEPEHHOMN
NesATEIbHOCTH;

10) noAroToBKa  aHAJUTHUYECKUX  OTYETOB, CHOPABOK, IMPE3EHTAUUWd IO
koMmriereHuuu LleHTpa, B TOM 4uclie 10 NOCTYIUIEHUSIM OT JIOHOPOB JUIsl BKIJIFOUEHHUS B
Otuer 3a nonyroaue, 'o10BoM u okoHYaTeNbHBIN oTueT OOIIecTBEeHHOTO (POH A,

11) yuactue B MpoBEAEHUM ONEPATUBHOIO aHajdu3a (PUHAHCOBOTO OOECHICYEHUS
0JIarOTBOPUTEIBHBIX IPOrPAMM U MPOEKTOB POH/IA;

12) ygyactue B paccCMOTPEHUHM MOCTYHAIOMIMX 3asgBOK OT IOPUIAMYECKHUX JIHI[ 1O
NOTEHUUATbHBIM OJIarOTBOPUTENIBHBIM MPOTPaMMaM U MPOEKTaM, B TOM YUCJIE B YaCTU
cooTtBeTcTBUs KoHuenuuu aesrensHoct O01ecTBEHHOTO (poHAa;

13) pabota B OHNailH-cHUCTEME KOHTpPOJS MO PACCMOTPEHUIO IMOCTYNHUBIIUX B
OOmecTBeHHbId  (OHA 3asiBOK M OOECIIEUEHUIO KOHTPOJS 3a peau3aiueit
0J1arOTBOPUTENBHBIX TPOrPaMM/TIPOEKTOB B COOTBETCTBUU C KoMrieTeHuel Llentpa;

14) yuactue B pazpadbotke [Lmana pabotsr O0mecTBeHHOTO POH/A;

15) npencraBinenre nHGpOpMalUy Mo OCHOBHBIM 3as1ayaM Llentpa PR-menemxepy
JUISL aKTyalli3alliy JaHHBIX Ha caiite O0uiecTBeHHOTO (hOHA;

16) opranuzanus u koopauHanus Berped CreiikxonaepoB O6mecTtBeHHOro (poHaa
corytacHo Ilonoxenuro o Llentpe ¢ wienamu IIpaBienus;



17) yuactue B pa3pabotke miana pabot LleHnTpa, a Takke GopMupoBaHHe OTYETA
00 utorax pabotsl LleHTpa, B mops/iKe, yCTAHOBIEHHOM BHYTPEHHUMU HOPMATHBHBIMU
JOKYMEHTaMU;

18) moaroroBka W  COTJaCOBAaHUE CO CTPYKTYPHBIMH  MOJPA3CICHUSIMU
OOmecTBeHHOTO  (pOHJIa MEMOPAHAYMOB, COTJIALIEHUHM, JIOTOBOPOB B  paMKax
komnereHuuu LlenTpa;

19) ¢opmupoBanue u BeaeHue AokyMmeHTaruu OTraera B COOTBETCTBHH C
yTBepkaeHHoi Homenknatypoit O0miectBeHHOTO (HOHA;

20) ¢opmupoBaHHE  COOTBETCTBYIOIIMX  MamoK-peructpoB  llentpa B
cootBeTcTBUM ¢ HoMenkmarypoit aen O6mecTBeHHOTO GOH/Ia, TOATOTOBKA U TIOIIITUBKA
nokymeHToB LlenTpa mis nepenayuun B apxuB OOmecTBEeHHOTO (HOH/A;

21) pa3paboTka BHYTPEHHHX HOPMATHBHBIX JOKYMEHTOB B IEJISX peaau3aluu
3ama4d u ynkuuii LenTpa;

22) yuactue B pa3pabOoTKe MPEeMJIOKEHUH IO COBEPIICHCTBOBAHUIO PAOOTHI
Ilentpa u ObmecTBeHHOTO (POH/IA;

23) UCHOJIHEHHE TOPYUYEHUH PYKOBOJACTBA B COOTBETCTBUU C BHYTPEHHUMH
HOPMATUBHBIMU JIOKyMeHTaMu OO01iecTBEHHOTO (HOH/IA;

24) coOmroieHre TpyA0BOM U TTPOU3BOJACTBEHHOM AUCIUIUIMHBI, IPABUI U HOPM
OXpaHbl TpyJa, TPeOOBaHU MPOTUBOIIOKAPHOI O€30MACHOCTH;

25) ocylIecTBIEHUE UHBIX (YHKIINHI, BEITEKAIOIIUX U3 HACTOAIIEH JOJKHOCTHOM
UHCTpYKIMUH, [lonoxenus o LlenTpe 1 uHbIX T0KyMeHTOB O01ecTBEHHOro GoHaA.

4. IlpaBa

9. IIpoeKTHBIN MEHEI)KEP UMEET MPABO:

1) 3HaKOMUTBCS C peleHusMH pykoBojcTBa OOmecTBeHHoro ¢GoHa,
KaCalolUMHUCS €ro JIeSITeIbHOCTH;

2) BHOCUTHb NPEMJIOKEHHS [0 COBEPUICHCTBOBAHUIO pPaOOThI, CBA3aHHON C
MPEAYyCMOTPEHHBIMHU HACTOSIIEH JOPKHOCTHON MHCTPYKIIMEH 00SI3aHHOCTSIMU;

3) coobOmaTe HEMOCPEJICTBEHHOMY PYKOBOJMTENI0 000 BCEX HEIOCTAaTKax B
nesatesibHocTH OOI11eCTBEHHOTO (DOH/1A, BBISIBICHHBIX B ITPOLIECCE OCYIIECTBICHUS CBOUX
JIOJDKHOCTHBIX 00SI3aHHOCTEM M BHOCUTD MPEJIOKEHUS TI0 UX YCTPaHEHUIO;

4) 3ampamuvBaTh W TMOJy4YaTh y CTPYKTYPHBIX TOJpa3/eieHul U pabOTHUKOB
O6mecTBerHHOro (hoHaa MHGOPMAIIUIO U TOKYMEHTBI, HCOOXOAMMBIC JJIsI BBITTOJTHCHUS
€ro JOJIKHOCTHBIX O0S3aHHOCTEH;

5) npuHMMaTh y4yacTMe€ B IIporpaMMax, HampaBlICHHbIX Ha O0O0yueHue,
MEePETnoIrOTOBKY U MOBBIIIeHUE KBamuukauu kaapos OOiecTBeHHOro (hoHa;

6) 3HAKOMHTHCS C MPOEKTaMu TOKyMeHTOB O0111ecTBeHHOTO (hOH 1A, KACAIOIIIUXCS
€ro JIeATeIbHOCTH;

7) NpoOBOAUTHL KOHCYJbTAlMM CO CTPYKTYPHBIMU  TOAPA3IACICHUSIMH U
pabotHukamu OOmiecTBeHHOTO (OHIA, a TaKXKE TOCYJapCTBEHHBIMU OpraHamMu |
JPYTUMH OpraHU3aIMsIMU 0 BOTIPOCaM B IIPe/iesiaX ero KOMIIETCHITUH;



8) Mo TMOpPY4YEeHUI0 PYKOBOACTBA M B COOTBETCTBUM C BHYTPEHHUMH
HOPMATUBHBIMH JIOKYMEHTAMH NpPEACTaBiATh HHTepechl OOmecTBeHHOro ¢GoHaa B
roCcyJapCTBEHHBIX OpraHax, CTOPOHHUX OpPraHU3aIUsIX;

9) ocyiiecTBIsATh WHBIE MpaBa, MPEIYCMOTPEHHBIE 3aKOHOJATEIHLCTBOM
Pecny6uku Kazaxcras.

5. OTBEeTCTBEHHOCTH

10. IIpoekTHBIN MEHEIKEP HECET OTBETCTBEHHOCTh 3a:

1) Henamnexariee HCIIOJIHCHHE WU HEUCIIOJHEHUE  JOKHOCTHBIX
00s13aHHOCTEH, MPETyCMOTPEHHBIX HACTOSIIEH TOMKHOCTHON MHCTPYKIIUCH;

2) mpaBOHAPYILICHUs, COBEPIICHHBIE B TMPOILIECCE CBOCH JICSITCIHPHOCTH B
npejenax, YCTAaHOBJICHHBIX aJIMHUHUCTPATUBHBIM, YTOJOBHBIM M TPaKIaHCKUM
3aKOHOJATeIhCTBOM Pecnybnmuku Kazaxcran;

3) mpuuMHEHHE MarepuaigbHOro ymepba OOmecTBeHHOMY (OHIY B Ipenenax,
YCTaHOBJICHHBIX TPYAOBBIM 3aKOHOIaTeILCTBOM Pecmyonmku Kazaxcras;

4) coxpaHHOCTb JoKyMeHTanuu QOOIIeCTBEHHOro (oHAa B COOTBETCTBUM C
JOJDKHOCTHOW ~ WHCTPYKITMEH, TPYIOBBIM JIOTOBOPOM W WHBIMH BHYTPCHHUMH
HOPMATHBHBIMH TOKyMeHTaMu OOIecTBEHHOTO (hOH/A;

5) pasriamieHue CBeACHUM, UMEIONTUX OTPaHUYEHUE JIOCTYIa U COCTaBIISTFOIINX
CITY’>KEOHYIO WJIM MHYIO OXPaHsSEeMYyI0 3aKOHOM TaiHy, uHpopMamuu OOIIecTBEHHOTO
dboHma, oTHECEHHON K MHGOpMAaIii KOH(GHISHIIMAIBHOTO XapaKTepa;

6) Hapymenue IlpaBun TpynoBoro pacrnopsiaka OOIiecTBeHHOro (GoHAa, HHBIX
BHYTPEHHHUX HOPMATHUBHBIX JOKyMEeHTOB OOI1ecTBeHHOro (hoHAa;

7) HapymieHue  TpaBWJI ~ TEXHUKHM  O€30MacHOCTH,  IPOTHBOMOKAPHOMU
0€30MMacHOCTH U JIPYTUX MPABUJ, CO3JAIOIINX yIpo3y AesaTeabHOCTH OOIECCTBEHHOMY
dboHIy U ero pabOTHHUKAM;

8) WHYIO OTBETCTBEHHOCTh B COOTBETCTBHH C JICHCTBYIOIINM 3aKOHOATEIIHCTBOM
Pecry6mmmku KazaxcraH, TpyJOBBIM JOTOBOPOM M MHBIMH BHYTPEHHUMH JOKYMEHTAMH
O6miecTBeHHOTO (hOHA.
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J10/DKHOCTHAsA UHCTPYKIMSA
OdurnuansHoro npeacraBsurens — [Ipecc-cekperapsi
[leHTpa KOOpAMHALMHU NMPOrPaMM, MMPOEKTOB U B3aMMO/elCTBUA C JOHOPaMH

1. OO011He mMo/10)KeHH

1. Hacrosiiasi [0/DKHOCTHasi WHCTPYKIMS pa3paboTaHa B COOTBETCTBUHM C
3aKOHOaTeNbCTBOM Pecrnybsuku KasaxcraH, YcraBom O® «KazakcTaH XaKbiHa»
(mamee — O6ijectBeHHbidt GoHa), [TonokeHreM o lleHTpe KOOpAWHALMM TIPOTPaMM,
TIPOEKTOB M B3aUMO/EWCTBUS C JOHOpamu (manee — LleHTp) U APYTMMHU BHYTPEHHUMHU
HOPMaTUBHBIMU JoKyMeHTaMu OOb1ijecTBeHHOTO (POH/A.

2. Hacrosiias  [0O/DKHOCTHasi ~ WMHCTPYKLUSI — OmpefiensieT  JO/DKHOCTHbIe
00513aHHOCTH, TpaBa ¥ OTBeTCTBeHHOCTh OdwuianbHOrO TMpeacTaBuTenss—IIpecc-
cekpetaps Llentpa.

3. OdwuumanbHbIN Mpe/iCTaBUTe/Ib—TIPecCc-CceKpeTapb Ha3HAuaeTCsl Ha JIO/KHOCTh
1 0CBOOOJKZAeTCs OT MO/DKHOCTU TIpuKa3oM I[Ipencemarenst [IpaByieHusi B TIOpsJIKe,
oripe/ieJIeHHOM 3aKOHO/aTelbcTBOM PecryOsivku Ka3zaxcTad o Tpyzie ¥ BHYTPeHHUMU
HOPMaTHUBHBIMU JJoKyMeHTaMu OO011jecTBeHHOTO (hOH/A.

4. OduuuanbHbIA NPeICTaBUTe/Ib—TIpecc-ceKpeTapb MOAUUHSIeTCS 3aMeCTUTeT0
[Tpencenatenss IlpaBnieHusi, Hemocpe/CTBeHHO pyKoBoguTtento IleHTpa (B uyacTu
packpbITust uHGopMaruu 06 ObiijecTBeHHOM (HDOH/E).

5. OdulyanbHBI  TIpe/ICTaBUTE/Ib—TIPecC-CeKpeTapb B CBoedl  paboTe
PYKOBO/ICTBYETCSI:

1) 3akoHOfaTebHBIMM UM WHBIMU HODMaTUBHBIMU TIDAaBOBBIMM  aKTaMH
PecryO6miku Kazaxcrah;

2) YcraBom OO6mecTBeHHOro GoH/A;

3) Ilono>kenuem o LleHTpa u HacTosIEN JOPKHOCTHOW UHCTPYKLMEH;

4) Hacrosilel [AO/DKHOCTHOW  WHCTPYKI[Mel W JIpyTMMHA  BHYTPEHHUMU
HOPMaTUBHBIMU JoKyMeHTaMH OO11jecTBeHHOTO (HOH/A.

2. Keanmm¢ukaiuoHHblie TpedGoBaHUA

6. OduLmanbHbIM TMpeACTaBUTENb—TIPeCC-CeKPeTapb J0/DKEH COOTBETCTBOBATh
C/1eAyHOIIMM KBa/TM(UKALIMOHHBIM TPeOOBaHUSIM:

1) Bbiciiee obOpa3oBanue © (WIM) TIOC/TEBY30BCKOe oOpa3oBaHHe —TIO
Criel[MabHOCTU )KYPHAMCTUKA W/WIH (DUTOJIOTUSI»;

2) cTaxx paboThl He MeHee 5 (TIATh) IeT paboThI B TTPodheCCHOHATBLHOM cdepe WiIr
B 00/7acTAX, COOTBETCTBYIOIIMX (YHKI[MOHAJBHBIM O0OS3aHHOCTSIM  JIO/DKHOCTU
(mpeamouTUTeLHO: OMBIT paboTel B CMU B TOM unc/ie B pecryb/MKaHCKUX B KaueCTBe



JKypHAJIMCTa, KOPPEeCIIOH/IeHTa, Beylllero HOBOCTeH, repesiad), B TOM UMCJ/ie He MeHee 3
(Tpex) neT cTaxka B JIOJDKHOCTH O(ULMAIBLHOTO TIpe/iCTaBUTe/Is, IIpecCc-CeKpeTapsl.

7. OdwuimanbHbIN MpeiCcTaBUTeTb—TIPeCC-CeKpeTaphb J0/DKeH 00/1aiaTh:

1) 3HaHUSIMU B COBEPILEHCTBE TOCYJapCTBEHHOTO U PYCCKOTO SI3bIKOB;

2) HaBBIKAMM U OIBITOM TYOJMUHBIX BBICTYIUIEHWH, B TOM UHC/Ie BeJeHUS
KOHCTPYKTUBHBIX ITyO/JIMUHBIX JUCKYCCHUM;

3) HaBbIKaMH IJIAHUPOBAHUS M OpraHy3al[id UH(OPMaI[MOHHBIX KaMITaHUM;

4) HaBbIKAMM DUCK-MeHe)KMeHTa B cdepe pernyTal[MOHHBIX PUCKOB B 4YacTU
peakiiy 0011[eCTBEHHOCTH Ha OCTPbIe BOMPOCHI;

5) HaBbIKAMHU W OTBITOM B3aMMOZIEMCTBHS C TIPeCcC-c1y»K0aMu ToCy1apCTBEHHBIX
OpraHOB M HEeMpPaBUTe/IbCTBEHHBIX OpraHMU3al[vii, B chepe CBs3el ¢ 00IeCTBeHHOCThIO;

6) 3HaHMSIMM W HaBblKaMM aHa/lvM3a U TPOTHO3WPOBAHUSI  PAa3BUTUSA
MH(OPMalMOHHBIX TPOLIECCOB U Chepbl MaCCOBBIX KOMMYHUKALIW;

7) HaBbIKaMH TIOATOTOBKM HWH(OPMAlIMOHHBIX MaTepuaaoB (TIpecc-pesn3bl,
JNOK/Iafbl, BBICTYIUIEHHS, TIyOMMUHOM OTUETHOW JOKYMEHTal[ud U [p.) Ha
roCyJapCTBEHHOM U PYCCKOM S3bIKaX;

8) 3HaHUSAMM MeXJYHapO/JHbIX U Ka3aXCTaHCKUX KOJEeKCOB MPo¢eCCUOHATbHBIX
Y STUUECKUX TTPUHIUIIOB 00/1aCTH CBsi3el ¢ 00I11eCTBEHHOCTHIO;

9) 3HaHUSAMM  3aKOHO/ATe/NbCTBA,  pery/jupyroljero cdepsl  CBsi3eM  C
0O0I11eCTBEHHOCTBIO, CPeJICTB MacCOBOM MH(oOpMaliy, peKjlaMbl, 3aKOHOZATe/NbCTBA O
6/1ar0TBOPUTENBHOCTH, HEKOMMEpPUECKHUX OpraHU3allvsX;

10) HaBbIKamMu MIpoBeZieHus1 (POTO U BUIEOCHEMOK.

3. OYHKIUH H JO/DKHOCTHBIE 00513aHHOCTH

8. B dyHKIMM ¥ JO/DKHOCTHBIe 00si3aHHOCTA OQUIMATBLHOTO TIpe/ICTaBUTe Is—
ripecc-ceKpeTaps BXO/IUT:

1) opraHuzauys TpOBeAEHUST U  MOJEpaTOpPCTBO  MpecC-KOH(epeHLUH,
OpuGhHHTOB, PAMBIX 3(UPOB, KPYTJ/IBIX CTOJIOB C yuactreM OO1ecTBeHHOTO GoH/a;

2) BoicTymuieHuss B CMU B kauecTBe crikepa oT O61iectBeHHOro hOH/Ia;

3) mpencTaBieHre W KOMMeHTHpoBaHre B CMMU Bcex CyIieCTBEHHBIX COOBITHIMA
O61ectBeHHOTO (hOH/IA;

4) mipoBefieHHe U UH(GOPMAILIMOHHOE COTIPOBOXK/eHHe TyOJUUHBIX MePOIIPUSATHIA
Ob1jecTBeHHOTO (DOHAQ, B TOM UKC/ie BCTpeu pyKoBoAcTBa Ob1iiecTBeHHOTO (POH/a;

5) MOArOTOBKA U peanu3alys Meaua-raHa OOiecTBeHHOTO GOH/Ia;

6) nmnpeaocTaB/ieHWe KOMIIETEHTHBIX OTBeTOB Ha 3anmpockl CMWM B cpokwu,
yCTaHOBJIEHHbIe 3aKOHO/JaTe/IbcTBOM Pecry6mku KazaxcraH;

7) obecrieueHre 3(pPeKTUBHOW CBSI3U PyKOBOAcTBa OOIIecTBeHHOTO (oHJa C
Pa3IMYHBIMU TPYTIIaMU 001[eCTBEHHOCTH, CpeZiICTBAMU MacCOBOUM MH(MOPMaIIUH;

8) mouuTopuHr nybmkaruii B CMU o pearensHocTH O6IiectBeHHOTO (hOH/Ia,
BBISIB/IEHUE TIOTEeHIMaIbHBIX MPO6/IeM IMoCpeICTBOM OI[eHKH 00IT[eCTBeHHOTO MHEHHS;

9) mnoAroToBKa Y pacnpocTpaHeHWe HWH(POPMALJMOHHBIX W WMU/KEBBIX
MaTepuasoB o fiesTesibHOCTH O011lecTBeHHOTO (POH/Ia;



10) omepaTtvBHOe pa3MellieHHe W OOHOB/eHHe WHGOpPMAILMK Ha OQUI[HaTbHOM
caiite ®oH/ja U corfanbHbIX ceTsix O6mectBeHHOro doHa (Instagram, Facebook);

11) ympaBnenwe puckamu B obmactu CMU, B TOM uucie TIpoBefieHUe
WCC/IeIoOBaHUM OOLL[eCTBEHHOTO MHEHHSI T0 OCHOBHBIM (paKTOpaM, BJMSIIOIIMM Ha
periytaiuto  O61miecTBeHHOTO (OHZA, C 1eJIbI0 KOPPEKTHPOBKU CYIIEeCTBYHOIUX
rporpaMM W KoHIenuu moautuku OO6iectBeHHoro ¢oHAa B cdepe cBsizell C
00ITIeCTBEHHOCThIO;

12) ananu3 3¢ peKTUBHOCTH TIPOBeieHHbIX PR-MeponpusTyi;

13) pa3spaboTKa BHYTPeHHHX HOPMAaTMBHBIX /JOKYMEHTOB I10 BOIpocaM B cdepe
CBs13eM C 00IIeCTBeHHOCTHIO;

14) ucnonHeHWe TIOpyYeHWM DYKOBOJICTBA B COOTBETCTBMM C BHYTPEHHUMU
HOPMaTUBHBIMU JoKyMeHTaMu OOb1ijecTBeHHOTO (POH/A;

15) cobsroieHre TPYI0BOM M TIPOM3BO/ICTBEHHOM AUCIUTIIMHBI, TIPABUI U HOPM
OXpaHbI Tpy/la, TpeO0BaHM TIPOTHUBOIIOKAapHOUW 6€30T1acHOCTH;

16) moBbIillleHWe TIPOQeCCHOHAMBLHOTO YPOBHS IyTeM camooOpa3oBaHus,
M3yueHUs 1epej0BOro 0TeUeCTBEHHOTO U 3apy0eXKHOT0 OIbITa U T.[.;

17) ocymiecTBieHre MHBbIX (QYHKLWW, BBITEKAIOL[MX U3 HACTOSIeN JO/DKHOCTHOU
WHCTPYKLIUY U UHBIX I0KyMeHTOB O6111eCTBeHHOTO oH/A.

4. Ilpaea

9. OduuuanbHbIN MpeCcTaBUTeIb—TIpecc-CeKpeTapb UMeeT MPaBo:

1) 3HaKOMHUTBCS C pellleHUsIMA pyKoBozcTBa  OOijecTBeHHOro  (POH/A,
KaCaroLIMMUCS ero J1eaTeIbHOCTY;

2) BHOCHTbH TIPEeAJIOKEHHSI TI0 COBEpPIIEeHCTBOBAaHWIO pabOThI, CBSI3aHHOW C
TIpe[yCMOTPEeHHBIMU HaCTOSIIIIeN A0/DKHOCTHOM MHCTPYKIHeH 00513aHHOCTSIMU;

3) cooObijaTh HeNocpeJCTBEHHOMY DYKOBOJAuTe/Nt0 000 BCcex HeAOCTaTKaxX B
nestenbHOCTH OO1iecTBeHHOr0 (DOHZQ, BBISBIEHHBIX B TIPOLieCCe OCYIeCTB/IeHUs
CBOUX JIO/DKHOCTHBIX 00sI3aHHOCTEeH ¥ BHOCHTD TIPe/JI0KEeHHUsI 110 MX YCTPaHeHHUIo;

4) 3ampalllvBaTh W TIOAy4YaTh Y CTPYKTYPHBIX I0[Ipa3fie/ieHHii M pabOTHUKOB
O6iectBeHHoro (hoHAa MHPOPMALIMIO U AOKYMEHThI, He0OXOAUMbIe [/l BLITIOJTHEHUS
ero I0/’KHOCTHBIX 00s13aHHOCTeH;

5) mMpuHUMAaTh ydacThe B TporpamMmax, HarpaB/ieHHbIX Ha oO0OyueHue,
TIeperoir0TOBKY U TOBbIlIeHre KBaudrKalyy KagpoB Ob11iecTBeHHOT0 (OH/a;

6) 3HAKOMUTBCA C TIPOEKTaMH [JOKyMeHTOB @OHZa, KaCawolUXCs ero
JleATeJIbHOCTY;

7) TIPOBOAWUTH KOHCYJIbTALlMM CO CTPYKTYPHBIMU  TOApPA3feNeHussMu U
pabotHrkamu OOIIecTBeHHOTO (OHZA, a TaKKe TOCYJapCTBEHHbIMH OpraHamMHu U
JPYTMMM OpraHu3alysiMU MO BOMPOCaM B MpefiesiaX ero KOMITeTeHLUY;

8) Mo TMOpyYeHWIO PpYKOBOACTBA U B COOTBETCTBMM C BHYTPEHHUMU
HOPMAaTHUBHLIMU [IOKyMEeHTaMU TpPeZCTaB/sATh HHTepechbl OOijecTBeHHOro (oOHJa B
roCy/JJapCTBeHHbIX OpPraHaxX, CTOPOHHUX OpraHu3alusix;

9) ocyulecTBASATH MHbBIE [paBa, IpeAyCMOTPEeHHbIe 3aKOHO/ATelbCTBOM
Pecniy6vku KazaxcraH.



5. OTBeTCTBeHHOCTH

10. OdurmanbHbIM NpeACTaBUTeNb—TIPeCC-CeKpeTapb HeceT OTBeTCTBEHHOCTD 3a:

1) HeHajnexalllee  WUCIOJHEHWE  WIM  HEUCIIOJIHEHWe  JIO/DKHOCTHBIX
00s13aHHOCTeM, TIPelyCMOTPEHHBIX HACTOSIIEN [JODKHOCTHOM MHCTPYKIIUeH;

2) TpaBOHApYIeHUs, COBepLIeHHble B TpOLlecCe CBOeW [JesiTelbHOCTU B
npefiesiaX, YCTaHOBJIEHHBIX aJAMWHUCTPATUBHBIM, YTOJOBHBIM U TpaXKJaHCKAM
3aKOHO/]aTeTbCTBOM Pecry6siiku Ka3axcraH;

3) mpuuMHeHHe MarepuanbHOro yilepba OOiiectBeHHOMY (OHAY B Tpefesnax,
yCTaHOBJIEHHBIX TPY/I0BbIM 3aKOHO/aTenbCTBOM Pecriybmku Kasaxcras;

4) CcOXpaHHOCTb JoKyMeHTaluu OOijecTBeHHOrO (OHZA B COOTBETCTBUU C
JO/DKHOCTHOW ~ MHCTPYKL|MEeH, TPYAOBbIM [IOTOBOPDOM M MWHBIMA BHYTPEHHUMHU
HOPMAaTHUBHBIMU ZiIoKyMeHTamu OO11iecTBeHHOTO OH/a;

5) pasrnaiieHue CBefleHUM, UMERIIUX OrpaHUYeHre OCTyMa YU COCTaBJISIOLIUX
C/Ty>kKeOHYI0 WIM MHYIO OXPaHsIeMYI0 3aKOHOM TaiiHy, uH@opmaiuu OOIiecTBeHHOrO
(doHza, OTHECEHHOW K MH(OPMAaLMU KOH(PUAEHIMaJIbHOIO XapakTepa;

6) Hapymenue [IpaBun TpyZoBoro pacropsifka O6IiecTBeHHOTO ()OHZQ, UHBIX
BHYTPEHHUX HOPMAaTUBHBIX ZOKyMeHTOB OO11iecTBeHHOro (hoH/a;

7) HapylleHWe  TpaBUl  TeXHWKU  0e30MmacHOCTH,  TPOTHMBOMOKapHOM
0e30MacHOCTY U [PYyTUX MpaBu/, CO3ZAIOLUX Yrpo3y JesTeqbHOCTH OOliecTBeHHOMY
dboHAY 1 ero paboTHHKAM;

8) wuHyrO OTBETCTBEHHOCTb B COOTBETCTBUU C JeNCTBYIOLLIUM
3aKOHOJaTenbCTBOM Pecniybsnuky KaszaxcraH, TpyZOBbIM [OTOBOPOM U WHBIMU
BHYTPEHHHUMU JOKyMeHTamMu Ob1ijecTBeHHOTO (poH/a.
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JLO/DKHOCTHAasA UHCTPYKIUSA
PR-meHepxepa LlenTpa KOpAHALUU IPOrpaMM, NPOEKTOB
Y B3aUMOJEUCTBHS C JOHOPaMH

1. OO011He mMo/10)KeHH

1. Hacrosiijasi [0/DKHOCTHasi MHCTPYKLMS pa3paboTaHa B COOTBETCTBUHM C
3aKOHOaTeNbCTBOM Pecrnybsuku KasaxcraH, YcraBom O® «KazakcTaH XaKbiHa»
(mamee — O6jectBeHHbId ¢GoH), [TonokeHreM o lleHTpe KoopAWHAIUKU TIPOrPaMM U
TIPOEKTOB M B3aUMOJENCTBUS C JOHOpamu (manee — LleHTp) U ApyrUMU BHYTPEHHUMU
HOPMaTUBHBIMU JoKyMeHTaMu Ob1ijecTBeHHOTO (hOHAA.

2. Hacrosias  [O/DKHOCTHAs  UHCTPYKLUA — orpejesisieT  [JOJ/DKHOCTHbIe
00513aHHOCTH, TIpPaBa U OTBETCTBeHHOCTh PR-MeHemkepa LleHTpa.

3. PR-meHemkep Ha3HauaeTCs Ha JO/DKHOCTb U OCBOOOXKJAeTCS OT JO/DKHOCTH
nipukasoM Ilpenceparens [IpaBieHus B Iopsifke, OorpejesieHHOM 3aKOHOZATe/bCTBOM
Pecriybmuky KasaxcTtaH o Tpy/Ae W BHYTPEHHHUMHM HOPMAaTHBHBIMH [JOKyMeHTaMU
O61iectBeHHoro (hoH/A.

4. PR-meHemkep MNOAUMHSETCS HeINOCpPeACTBEHHO pyKoBogutento LleHTpa, a
TaK)Ke B UaCTU COIJIaCOBaHHWsI BOIMPOCOB peanu3alvid WH(POPMAl[MOHHOW MOJUTUKU
Ob6mmectBeHHoro (oHga W B3auMogeiicTBusi co CMU 3amectutemo IlpencenaTens
[TpaBnenusi O61ecTBeHHOTO hoH .

5. PR-meHemxep B cBOel paboTe pyKOBO/ICTBYETCS:

1) 3akoHOfaTe/bHBIMM M HWHBIMA HOPMATUBHBIMKA TPABOBbIMU  aKTaMU
PecrryO6miku Kazaxcrah;

2) YcraBom OO6mecTBeHHOr0 OH/IA;

3) IlonoxeHuem o LleHTpe ¥ HacTosIIeN 10/KHOCTHOW UHCTPYKIMEU;

4) ApyruMyd BHYTPEeHHUMM HOPMAaTUBHBIMU [JOKyMeHTamMu OOIieCTBeHHOTO

dboHpa.
2. Kasmm¢ukaiuoHHblie TpedGoBaHUA

6. PR-meHemxep [O/KeH COOTBETCTBOBATH C/AEAYIOLIMM KBaIU(PUKALIMOHHBIM
TpeboBaHUSIM:

1) Beiciiee obpa3oBaHuve U (W/IM) TOCAEBY30BCKOe 0Opa3oBaHHe B 00/1acTv
YKYpHaTUCTHUKU MO0 collMabHbIX HayK;

2) cTaxx paboThl B 00/1aCTH )XYpHAMUCTHKH, PR — He MeHee 2 (ABYX) J1€T;

7. PR-MeHemxep mo/mKeH 00/1a7aTh:

1) 3HaHUSIMU MeXAYHApOJHbIX U Ka3aXCTaHCKUX KOZEKCOB TPO(eCcCuoHaTbHbIX
Y 3TUUeCKUX MPUHLIUIIOB 00/1acTy CBsizeli C 00111eCTBeHHOCThIO;

2) HaBbIKaMU MVIAHUPOBAHUS ¥ OpPraHU3alvi UH(OPMaLMOHHBIX KaMIIaHUK;



3) 3HaHWSAMM U HaBblKaMW aHajAu3a W TPOTHO3MPOBAHUS  pa3BUTHUS
MH(OPMaLIMOHHBIX TIPOLIECCOB U Chepbl MaCCOBBIX KOMMYHUKAIIUI;

4) 3HaHUSIMM  3aKOHOJATe/NbCTBA, peryjupyromero cdepbl  CBA3ell  C
00ILIeCTBEHHOCTBbIO,  CPeACTB  MacCOBOW  MH(OPMALMM, 3aKOHOJATeJbCTBO O
6/1ar0TBOPUTEILHOCTH, HEKOMMEPUECKUX OpPTraHH3alusX.

3. ®YHKIMH U J0/DKHOCTHBIE 00S3aHHOCTH

8. B (yHKIMM U 10/DKHOCTHBIE 00s13aHHOCTH PR-MeHe pKepa BXO/IUT:

1) peanu3aius Mequa - riaHa OO1ecTBeHHOTO hOH/IA;

2) opraHu3auys Tpecc-kKoHdepeHIMM, OpUPUHTOB, Me[aua-KUTOB, WHTEPBBIO
pykoBoauteseii ObiiectBeHHOTo (hOH/Ia B CPe/ICTBAX MacCOBOUM UH(OPMaLUH;

3) MoAroToBKa M paclpoCTpaHeHWe Tpecc-pejiM30B MO  CYLIeCTBEHHBIM
cobpiTisiM u  fesrenbHOCTH  OOIlecTBeHHOTO (DOHAQ, WHBIX HWH(POPMAIJMOHHBIX
MaTepuasoB s CpeICTB MacCOBOW MH(poOpMaLvy;

4) MOArOTOBKA  OMEpPaTUBHBIX W  KOMIIETEHTHBIX OTBETOB Ha  BCe
HMHGbOpPMaI[MOHHBIE 3aTTpOCk rpecTaBuTeneir CMU u obijecTBeHHOCTH;

5) aHa/M3 W O3HaKOmyieHHWe pykoBoictBa O6iiectBeHHoro ¢oHga C
MaTeprajiaMU Cpe/ICTB MaCCOBOM MH(OpMaLUK;

6) uH(popMHpOBaHME PYKOBOJACTBAa O pe3y/bTaTaX OMPOCOB OOIeCTBEHHOTO
MHEHHUSI;

7) aHaau3 3anpoCoB CPeCTB MacCOBOM MH(OpPMal[MK U WHBIX TIpe/iCTaBUTe/Ien
00I1IeCTBEHHOCTH O JleATe/TbHOCTH OpraHM3alluiu;

8) moAroToBKa M paclpocTpaHeHHWe HWH(OPMAlLMOHHBIX UM  WMHKEBBIX
MaTepuasnoB o fgesaTenbHocTH ObijecTBeHHOTO (HOH/A;

9) pa3melillenue U OOHOBNAeHWe uH(MOpPMalMKM Ha oduiMaabHOM Wweb-caiiTe
OO6mmecTBeHHOr0 (hOH/IA;

10) moAroroBka npe3eHTalXOHHBIX MaTepHasIOB;

11) ananu3 3¢ PeKTUBHOCTHU TIpOBeJeHHbIX PR-MeponpusTuii;

12) ¢opmupoBaHMe  COOTBETCTBYIOIUMX  TMaroK-peructpoB  LleHTpa B
cootBeTcTBUM C HomeHnknarypoir gen OOiiectBeHHOro ¢oHZA, TIOATOTOBKA U
Mo/IIIMBKa AOKyMeHTOB LleHTpa a1 nepefiauu B apxuB O611iecTBeHHOr0 (hOH/IA;

13) pa3paboTka BHyTpeHHHX HOPMAaTHUBHBIX [JOKYMEHTOB IO BOIlpocaM B cdepe
CBs13eM C 00IIeCTBeHHOCTHIO;

14) wcrnonHeHWe MOpPyuYeHUW PYKOBOACTBA B COOTBETCTBMU C BHYTPEHHUMHU
HOPMaTUBHBIMU JoKyMeHTaMu OO1ijecTBeHHOTO (DOH/IA;

15) cobsomeHre TPYZAOBOM W TTPOU3BOACTBEHHOM AWCIUTIIMHEI, IPaBUJI U HOPM
OXpaHbI Tpy/la, TpeO0BaHM TIPOTHUBOTIOXKAPHOUM 6€30TacHOCTH;

16) moBbiieHre TIpOGeCCUOHANBHOTO  YPOBHS IyTeM camooOpa3oBaHus,
M3yueHUs 1epej0BOro 0TeUeCTBeHHOTO U 3apy0eXKHOT0 OMbITa U T.[.;

17) ocyujecTBieHMe  WHbIX  (YHKLMM, BBITEKAOIIUX W3  HACTOALIEH
JIOJDKHOCTHOM MHCTPYKIMU U UHBIX IOKYMeHTOB OO11jecTBeHHOTo (hoH/Ia.

4. Ilpaea

9. PR-MmeHemxep vmeeT npaso:



1) 3HAaKOMUTBCA C PpelleHUssMH PykKoBojcTBa OO6miectBeHHOro  (oH/a,
KacarolMMCS ero JlesITeIbHOCTH;

2) BHOCHUTb MpEeJJIOKEHHS II0 COBEPIIEHCTBOBAHHWIO PpabOTBI, CBSI3aHHOM C
TIpe[lyCMOTPEHHBIMU HaCTOSIIIIeN JO0/DKHOCTHOM MHCTPYKI[HEH 00513aHHOCTSIMU;

3) cooOIaTh HENOCpeJCTBEHHOMY PYKOBOAWTEMI0 000 BCeX HeAOCTaTKaxX B
nesiteibHOCTH  OO1IIecTBeHHOr0 (DOH/IA, BBISIBJIEHHBIX B IIPOLleCCe OCYIeCTBIeHMUS
CBOMX JIO/DKHOCTHBIX 00sI3aHHOCTEeH ¥ BHOCHTD TIPE/JI0KEHHMSI 110 MX YCTPaHEeHMIo;

4) 3ampaiMBaTh W TIOMy4YaThb y CTPYKTYPHBIX MOJpa3zieieHnid U pabOTHUKOB
O6mectBeHHoro doHAa MHGOPMALMIO U JOKYMEHThI, HeOOXOZMMbIe [1JIsS BBITTOJTHEHUS
€T0 JIO/DKHOCTHBIX 00SI3aHHOCTEH;

5) mpuHMMaTh y4yaCTHe B TIporpaMmax, HarpaB/eHHbIX Ha 0OyueHwHe,
TIePeroIrOTOBKY U TMOBbIIIeHWe KBanubuKauu KagapoB ObijecTBeHHOTo (HOH/a;

6) 3HaKOMHTBCA C TIpOeKTaMH JOKyMeHTOB QOOimiecTBeHHOro  (oHfa,
Kacaroluxcs ero AesiTelbHOCTH;

7) TIPOBOJWUTH KOHCYJIbTAllMM CO CTPYKTYPHBIMU  TOApPA3feNeHussMu U
pabotHrkamu OOIiecTBeHHOTO (OHJA, a TakKe TOCYJapCTBEHHBLIMH OpraHaMH U
JPYTMMM OpraHu3alysiMMi Mo BONpOCaM B MpefiesiaX ero KOMITeTeHIUY;

8) Mo TMOpyYeHWIO PpYKOBOJACTBA U B COOTBETCTBUM C BHYTPEHHUMH
HOPMATUBHBIMU JIOKYMEHTaMM TIpe/iCTaB/ATh HHTepechbl OOiijecTBeHHOTO (oHAAa B
roCy/JJapCTBEHHBIX OpPraHaxX, CTOPOHHUX OpraHu3alusx;

9) ocyilecTBASATb WHBbIe TMpaBa, IpeJyCMOTPeHHble 3aKOHO/IaTe/IbCTBOM
Pecniy6siikn Ka3axcraH.

5. OTBeTCTBEHHOCTHb

10. PR-MeHe/kep HeCeT OTBETCTBEHHOCTD 3a:

1) HeHajnexaillee  UCIOJHEHWe  WIM  HEUCTIOJIHEeHWe  IO/DKHOCTHBIX
00s13aHHOCTeM, TTpelyCMOTPEeHHBIX HaCTOSIIel TO/PKHOCTHON MHCTPYKIIUeH;

2) TIpaBOHApYIlleHUs, COBepllieHHble B TIpollecce CBOel [JesiTelbHOCTU B
rpefiesiax, YCTAHOBJIEHHBIX aJMHUHUCTPATUBHBLIM, YrOJIOBHBIM W T'Pa)KJaHCKUM
3aKOHO/IaTeTbCTBOM Pecrybsiiku KasaxcraH;

3) mnpuuMHeHHe MaTrepuasbHOro yirepba OOimiecTBeHHOro GoHAA B Tpefesax,
yCTaHOBJIEHHBIX TPY/I0BLIM 3aKOHO/aTeibcTBOM Pecrniybmku Kazaxcran;

4) COXpaHHOCTb JAoKyMeHTaluu OOIecTBeHHOTO (OHZA B COOTBETCTBUU C
JOJDKHOCTHOW ~ WHCTPYKLIMEM, TPYJOBbIM [OTOBODOM W WHBIMA BHYTPEHHUMH
HOPMaTUBHBIMU JoOKyMeHTaMu OOb1ijecTBeHHOTO (POH/A;

5) pasriaiieHue CBeJieHUM, UMEIOLUX OrpaHUuUeHre JOCTyIa U COCTABJISIFOIIUX
CTy>keOHYI0 WIM WHYHO OXpaHsSeMyI0 3aKOHOM TaiHy, uH(popmaruu OOIiecTBeHHOTO
dboHa, oTHeceHHOH K MHbOPMal[ii KOHbH/IeHIIMa/IbHOTO XapaKTepa;

6) Hapyienue IlpaBun TpygoBoro pacriopsigka OOiecTBeHHOr0 (hOHZAA, WHBIX
BHYTPEHHUX HOPMAaTHUBHBIX oKyMeHTOB OOI1iecTBeHHOTO (hOoH/Ia;

7) HapyllleHWe  TpaBUI  TeXHUKM  0e30MacHOCTH,  ITPOTHUBOMOKAPHOMN
6e30mMacHOCTH W JPYTUX MPaBWU/, CO3ZAIOIIUX yrpo3y JesTesbHOCTH OO6IecTBeHHOTO
doHza 1 ero pabOTHUKAM.

8) wuHy0 OTBETCTBEHHOCTh B COOTBETCTBUU C JeHCTBYIOIM
3aKoHO/laTeNlbCcTBOM Pecrybsiviku  KasaxcTaH, Tpy/JOBbIM [IOTOBOPOM U HWHBIMU
BHYTPeHHUMU AoKyMeHTamMu OO11iecTBeHHOTO GoH/a.



