CoracoBaHHO:

YTBepKkaalo:
[IpeacraBuTElb YIOTHOMOYEHHOTO upexktopy MAYK
II TQBUTENLHOTO OpraHa pabOTHUKOB «K T._rpﬁ_ 0<A0CYPOBBIN IIEHTP
.7 C. JI. TkayeHKo ’mh“:“ “ T.B.Yykanosa
% 2024r. « 7% ugggz’;g}z 2024r.
[Tonoxenune

OpraHu3alMOHHO-METOIYECKOr0 OTAC A
MYHHIIMNATBHOTO aBTOHOMHOTO YUPEKACHUS Ky IETY Bl
«KyAsTypHO - IOCYTOBBIA LIEHTP»

1. O6une mojoKeHna

1.1. OpraHH3alMOHHO-METOIHYECKUH OTIE] (manee OTHOEN) HBAAETCA CTPYKTYPHBIM
MOJpa3ieleHueM MYHHIMIIATBHOTO ABTOHOMHOTO YHPEXICHHA KYJIBTYpEI «KyneTypHO-
JIOCYTOBRIH LIEHTp» (Janee MAVYEK «KIL»).

1.2. B cBoeii nesTensHOCTH 0TAeT pykoBoacTByercs KoHcrutyuueit PO, Tpya0BBIM KOACKCOM
P®. ocHOBaMM 3akoHomaTenlscTBa P@® 0 KyIbType, TMpHKasaMd H paclopiicHHAMH
BBILIECTOALIMX OPTaHOB M0 BOMPOCaM KYJIBTYPbI, yCTABOM MAVYK «K/I11», 3akoHOo1aTeNbHBIMH
¥ MHEIMM HOPMATHBHEIMH MPABOBEIMH aKTaMH [0 OXpaHe Tpyia, nokapHoii 6e3011aCHOCTH,
31eKTpo6e30nacHoCTH, TNpPHKA3aMH M PACIOPHKCHUAMH IHPEKTOpA MAVK «KAL» #u
nactoamum [TonokeHneM.

1.3. Q1€ OCYIIECTRIAET CBOIO IEATENbHOCT [0 HHOOPMUPOBAHMIO HACEICHHA O MPOBEACHAH
KYJIBTYPHO-MAacCOBBIX MEDONPHATHH, a TaKkKe OpraHd3aldH MpOBCACHMA MEPONPHATHH B
coorBercTBHE ¢ YerapoM MAYK «KJIL» 1 MyHHLIMIIATBEHBIM 3aJaHHEM.

2. CtpykTypa oraena

2.1. CTpyKTYpy M ITaTHl OTAela yTBepxkaaeT aupekrop MAYK «KLD».

2.2. PykoBOACTBO OTIE/NOM OCYILIECTBIAETCS 3aBE/yOIIAM OpraHU3alHOHHO-METOIHYECKHM
OTJIENTOM.

2.3. B cocrtap oT/iena BXOJAT:
- Beayiuii METOANCT:

- Metoamcr:

- Menejukep 10 pexiiame;

- AIMHUHHCTPATOP.

3. lenu 1 3aa4M JEATEILHOCTH

3.1. OCHOBHOI I1E/IbO JEATENBLHOCTH OTAEA SBASETCA: HHPOPMUPOBAHUE U CO3JAHHUE YCIOBHHA
JUIS OpraHM3al|| ocyra H obecnedenus KuTelnel ropojckoro okpyra yciuyramu KYJIBTYPBI,
COXpaHEHUE U MOMYIAPU3ALHMS KyIBTYPHBIX TPaJIHIHA.

32. OcHOBHO# 3ajadeil paGOTH OTA€]a ABIAETCA: OpraHusalus paboTEl MO CBAIAM C
OBIIeCTBEHHOCTHIO ¥ CPEICTBAMU MAcCOBOH MH(OpMAIMK Al OCBEIIEHUA | MOy IAPH3ALIAHA



NeATENLHOCTH YUpek/IEHHA; CO3JaHKHe YCIOBHH H MOICPAKa HHHOBaIK#i, obecneyHBaloInX
pOCT W pa3sBUTHE KY/IBTYPHOIO MOTEHIIHATA oblnecTBa, COXpaHEHHE KyJlIbTYpPHOTO €IHHOIO
nipocTpaHcTBa. [ToBbIMeHNE KauyecTBa NPEAOCTABIACMBIX yCIYT.

4. OCHOBHBIE HANpABJIEHHS AEATENEHOCTH ¥ (YHKUNK OT1eNa

4.1. OCHOBHBIMH HAINIPaBIEHUAMH JIEATEIBHOCTH OTAENA ABJIAIOTCH:

4.1.1. CocTapineHne TEKYIIHX M MNEPCHEKTHBHBIX TIaHOB, OTYCTOB, paspaboTKa TPOEKTOB,
HOPDMATHBHOM M MHOH JOKYMCHTalli¥ MOMyISpU3HPYIOIIHX M periaMeHTHPYHOIIHX
nesrrenbrocTs MAYK «KJTL». C6op, cHcTeMaTH3alus, W3ydeHue, 060011 HHE aHATHTHYECKHX.,
UH(DOPMALIMOHHBIX H PEKIaMHBIX MATEPUAIOB.

4.1.2. OcyiecTBIeHHE MMOATOTOBKH @HOHCHPOBAHHUSA MPEACTOALINX MEpOINPUATHHA, OTYETOB
HOTOOTUETOB, AHHOTALMNA NPEACTOSIIMX MEPONPUATHH. OcCyYIIECTBIIEHHE METONHYECKOH
niomomy. Pa3zpaboTka peKTaMHEIX TEKCTOB, M71aKaTOB, KaTaloroB, OYKIETOB, THCTOBOK, aduur.
O6ecneyeHHe HArISAHOCTH U JOCTYITHOCTH PEKIIAMBI.

4.2. OTaenoM peanusytoTes Cleayomue GyHKIAH:

- COLIMOKYIBTYpHAd;

- KyJIbTYPHO-J0CYTOBas;

- peKpeaTHBHO-03/I0POBUTE/IbHAA.

5. Opranusaiys paboTH OpPraHW3allMOHHO-METOAMYECKOro OT/eTa

5.1. 3apeAyroIMil OpraHW3alMOHHO-METOJNYECKHM OTJCIOM HA3HA4acTCs Ha JOMAKHOCTH
npukazom aupexropa MAVK «K/ll». Pacnpenenenue obszaHHOCTER  pabOTHHMKOB,
YHCIEHHOCTh M COCTaB OT/ENa, ONpEAENAlTCA COINIACHO INTATHOMY PACMUMCaHMIO C YHETOM
hyHKIMOHANLHOM jesTenbHOCTH. DYHKUMOHANBHBIE 00A3aHHOCTH pabOTHHKOB OT/ENA
OMpPENENSIOTCS € Y4ETOM HAMpaBIeHUH JEATETbHOCTH, PEITEHHEM 3a/1a4, OCTABIICHHBIX IEPE
OT/IEJIOM ¢ OIpefeeHHoM KoHKpeTu3auuell paboTsl 10 KaXI0H JO/KHOCTH, Ha OCHOBAHWH
TapuHO-KBATHGUKALMOHHEIX TpeGoBaHUH M0 AOIKHOCTAM PabOTHHKOB MAVYK «KIL».
PyKOBOJIMTE b OT/IENA HECET OTBETCTBEHHOCTD 38 PE3Y/IBTaThl paboThl OTAENA.

5.2. PykoBoauTens OTAENA:

- TlnanupyeT, OPraHA3yeT H KOHTpoIHUpyeT pabory, OTBEYAET 3a KaueCTBO U 3 HEeKTUBHOCTE
paboTel B paMKax CBOEH KOMIETCHLIHH.

- OpraHM3yeT U KOHTPOJTMPYET BHITIOJHEHUE BCeMH paboTHIKaMH 0T/ena [TpaBuil BHYTPEHHETO
TPYOBOTO Pacrops/iKa, PABHII 10 OXPAHe TPY/la H MOXKapHOH He301acHOCTH, yCTAHOBICHHBIX
TpeboBaHNH, TOKAIBHEIX aKTOB MAVYK «KLL».

- TIpoBoaUT MIaHEPKH 11 pabOTHUKOB OT/ENA.

- T'otoBuT rpaduku paboT U OTIycKOB pabOTHHKOB OT/ENA.

- BHOCHT NpeayiojkeHHs O MOOIIPEHHH M HANOKEHWH B3BICKAHHH Ha paboTHHKOR OTHE/a,
opranusyet y4&ét ux paboyero BpeMeHH.

- TIOArOTORKA TOIOBOrO MOHUTOPHHTA O cocTosHMM KylsTypel B XMAO-HOrpe 10 20 suBaps
TEKYIIEro roja.

- TIpeoCTaBIsET OTYET O BHINONHEHWH MyHHIMNANbHOrO 3a1atis MAYK «KJILL» 3a kBapTan
10 10 yucya TEKYIIETo Mecsla Ha NoCIeayIOMniA Mecsll, 3a roa A0 20 sHBaps TEKYIICro roja.

- [ToaroToBka oT4YeTa 3a MCIONHEHHEM MYHUIUNIAIBLHOTO 3a/laHHs — €KEKBAPTAIBHO.

- IIpenocrasnser nnax meponpuatuit MAYK «K/IL» Ha mecsn, ksapTai 10 20 yucna TEKyLero
MecAlla Ha MOCAeAYIOLIHHA MeCsLl, KBapTall.

- Ilpenocrapaser riaH MeponpusThit MAVK «K/II1» Ha NiaHOBBIA 1ozl 110 01 HoaGpa



TEKYILEro rojia.

- IloaroranuBaer  IUIaH  TEMaTHYECKHMX MeponpuaTuii  (nJa- MEpONpHATHH
MEKBEIOMCTBEHHOTO KYJIFTypHO-06pasosarensHoro npoekra «KynpTypa s MKOJIBHAKOBY,
AHTHHAPKOTHYECKas TNOMHTHKA, MpoHiIaKTHKa npagoHapymenuii, 0e3HaI30PHOCTH:
NAaTPHOTHYECKOE BOCIIUTAHME, MEPONpPHATHA, —HANpABICHHBIC  Ha NPOTHBO/ICHCTBHE
TEPPOPU3MY.

- OfecrieurBaeT BHITOTHEHHE TIPE/NMCAHMI, I0CTAHOBIICHHH TEPPUTOPHATBHON KOMHMCCHH 1O
Je1aM HECOBEpIICHHONETHHX M 3allliTe HMX TpaB MO 3ampocy KOMHUTETa 0 aenam
HECOBEPIIEHHONETHHUX.

- OTBeyaeT 3a JKypHal yuéra paboTh! (MEpONpUATHIH).

- CBOEBPEMEHHO TOTOBMT OTUET O MPOBEAEHHBIX MEPONPHATHAX 33 MECALL, KBapTaji A0 2 9ucia
3a OTYETHBIH NIEPHO.

- CBOEBPEMEHHO TOTOBMT IOJIOBOM OTYET O MPOBEACHHBIX MEPOTPHATUAX no 20 auBapsa 3a
OTYETHBIH MTEPHOA.

- ToTOBMT TeMaTHUecKMe OTYETH (aHTHHAPKOTHYECKas  IMOJIMTHKA: npohuIaKTHKa
npaBoHapymenuid,  Ge3Haj30pHOCTH;  NMAaTPHOTHYECKOE  BOCITMTAHHE: MEPOIIPHUATHS.
HAllpaBIEHHBIE Ha TPOTHBOACHCTBHE TEPPOPH3IMY. 30): nposeseHHe MEPONPUATHIA
«KynsToxom») 1o 3anpocy OTAe/a 110 KyIbType H CIOpTY.

- PaspabaTeiBaeT MHCTPYKUMHM Ui PabOTHHKOB OTZENA. YuacTByeT B CBOCBPEMECHHOM H
KauecTBeHHOM o0Oyuenun paGoTHUMKOB Oe3omacHBIM —METO/AM paboTel, TMPOBEJCHHH
uHCTpykTaxkel Ha pabodeM MeCTe, a TaKKe B paGoTe KOMMCCHMii 110 TIPOBEpKE 3HAHMH
pabOTHHUKOB.

- O6ecreyHBaeT UCIOIHEHHE PeLIeHHi PYKOBOJCTBA. CBOCBPEMEHHO uHGOPMUPYET €TI0 O
TeKyIIeM Xo/ie paboT U WX pe3ynbTaTe.

5.3, PaGoTHuKH oT/ena paboTaloT COTIaCHO, YTBEPKIEHHBIX rpajuxos paGoT.

- BefyT y4eT ToTy4aeMoii ¥ OTIPaBIAeMOi KOPPECIIOHICHIIMH, CHCTEMATHIUPYIOT 1 XpaHAT
JIOKYMEHTE TEKyLlero apxupa, OOeCHeYuBaloT COXpaHHOCTH npoxogsAuieH cryxeOHOH
JIOKYMEHTaLMH.

- Pa3pabaThiBalOT M M3rOTaBIMBAIOT PEKIAMHYIO MEYATHYIO MPOXYKIIMIO (aduim, TUCTOBKH,
NMpUIIacHTeNbHbIe, MPOrpaMMbl) K HAarpaiHylo MeYaTHYIo  MPOAYKUHIO (IUTIIIOMBI,
GrarolapcTBEHHBIE MHCBMA).

- CHCTeMAaTMHYECKH W CBOEBpeMeHHO ofecneuuBaloT HWH(GOPMAIMOHHOE —OCBEIICHHE
MEPOTIPUATHH B CPEJCTBAX MACCOBOH MH(OPMAILIMK B TEUEHHH rO/A.

- [ToaroTopka OTYETA MO MOCTAHOBIEHHIO 3 IMHHHCTPallMK ropoa N°222-ma ot 17.09.2012
roga «O6 yTBEPKIACHHHU NOPAJKA H3YUCHU MHEHHUA HACeICHHA TOPO/Ia [TeiTE-5xa 0 KayecTBe
OKa3aHW MYHHIMNATbHBIX ycayr». [lIpoBeienue aHKETHDOBAHMsS HAceleHUA C TEILIO
BHISIBJICHHUS BOCTPEGOBAHHOCTH MEPONPHATHI OUH pas B NOIYTrOHe.

- [TonroTroBka makeTa Ha MOJxy4€HHE TPAHTOB.

- IToaroroska rogosoro ordera o gopme 7-HK 10 20 sHpaps TEKymero roja.

- ConpoBoxenue caitos: bus.gov.ru, UAC «bapey, AMC «Cratuctuka», PRO.Kynerypa . P®,
obuIMANEHEIA caifT yupexaenus: mauk.kde.ru, rocrnabauKH.

- TIpeoCTaBIISIOT KypHaJ Y4€Ta MEPONPHATHH €KEMECAIHO A0 (1 uucrna, creaymolIEro 3a
OTYETHBIM MECALIEM /TS MIPOBEPKH PYKOBOJAUTEMIO OTHAEIA:

- Oprasusyer paboTy 0O MPUBIEHEHHIO spureneit Ha MeponpuatHs MAVK «K/ILD».
pacnpocTpaHseT aduiuu IeTyIKH, NPUITIaCHTENbHBIC Ouners.

- OcymecTBiseT npojaxy GHIeTOB Ha MEPONPUATHA.

- KoHCY/IBTHPYET NoceTHTeeli 1o BONpocaM, KacalolmuMCs OKa3hIBACMBIX yCIIyT.



- OCYIIECTRISET TEKYLIYIO, MPeIBApHTEILHYIO MPOJAKY U MPOJAKY IO 3aiBKaM OHUnEeTOB.
GPOHMPOBAHHE MECT, BO3BPAT JIEHET 3PUTENNO B PETyCMOTPEHHBIX CITyHaiX.

- CocTaB/sieT exeHeBHbIE OTYETH 110 Npojlake OHIeToB.

- Opranusyet paboTy MO MOArOTOBKE 3pHTE/IBCKHX [OMEIIEHNH K npreMy u oOCIyKHUBaHUIO
3pHTEIEH.

- OcymlecTBIAET AEKYPCTBO W CIEAUT 3a JMCLUIUTHHON B 3PHTENBHOM 3ane BO BpeMA
NpOBEIECHHA MEPONPHATHS.

5 4. PaGOTHHKM OTJeTa OTBEYAIOT 3a KAYECTBO BBIMOMHEHHEIX paboT. [IPHHUMAIOT y4acTHe B
KYJILTYPHO - MACCOBBIX MEPOTIPHATHAX B KA4ECTBE: HCIIOMHUTENNS, IEPCOHANA, BEAYLIICTO 1 T.0.,
COIMIACHO TONOXKEHHIo, 06 ommare Tpyaa pabOTHMKOB. 3aBelIyiOIIMH OpraHu3allHOHHO-
METOIMYECKHM OTETOM YYACTBYET B ACKYPCTBE Ha MEPONPHATHAX 110 MPA3AHUIHBIM AaTaM.
5.5. PaGOTHHKH OT/ENA CBOEH AEATETBHOCTH MOI'YT MOTYYaTh NOAIEPKKY OT IMPCKTOpa MAVYK
«KJTL1», KOHCYJILTALHOHHYIO H METOJMYECKYIO NIOMOIILb OT COOTBETCTBYIOIUIMM CMCLHATACTOR
B YCTAaHOBJEHHOM mopaake. B mpenenax cBOEH KoMIeTeHUMH paboTHHUKH MOTYT BHOCHTDH
MpeAIOKEHNUs, KACAIOMHECS COBEPLICHCTBOBAHHA M PasBUTHS yIPEKACHUA.

6. BzauMoIeiiCTBHE ¢ IPYTHMH MOIpa3IeNeHASIMHE U CTOPOHHHMH OpraHA3alMAMA.

6.1. Otgen BeaéT aKTHBHOE HMH(OPMAlMOHHOE B3aUMOJAEGHCTBME JUId OCBCLICHHA W
nonynspusamu paborsl ¢ penakumedr «Hosoit CesepHOH raseTbi» W MAY TPK «llerTs-
SxurbopM», CEKTOpOM npecc-cirykObl npH AJIMHHUCTPAIMK ropoia [TeiTh-fXa, a TaKKe ¢
apyrami  nozpasaenenusiMu . MAVK «KJIIl» Mcxols W3 TIPHOPHTETHBIX HANpaBIeHUH
JeATETHHOCTH, M0 BOMPOCAM YYACTHS B OPraHM3aLMH W MPOBEJEHUH MEPONPUATHH PasTHIHBIX
ypoBHell, oxpaHe TpyJa paGOTHMKOB, (GMHAHCOBOMY, MATEPHATBHO-TCXHHHYCCKOMY
obecrieyeHuIo MporpaMM, pean3yeMaIX OTAEN0M.

6.2. OTHen OCYIIECTBISAET JENOBOE COTPYAHUYECTBO 110 BONPOCAM KYJABTYPHO-A0CYTOBOH H
MH(QOPMAILMOHHON JEATENBHOCTH € 00pa3oBATENBHBIMU  yUPEHKACHUAMH, YUPEHACHHAMH
KyTBTYpBI, ACCOLMALMSIMHU, TBOPYECKHMH COIO3aMH, OOIIECTBCHHBIMA OPTaHH3alMAMH H 11D.
6.3. COTpyJHMYECTBO C APYTHMH OpraHW3aUMAMH M YYPEKICHHAMH CTPOHTCA HA OCHOBE
JIOrOBOPOB, COTTIAIICHHH, He MPOTHBOpEYAIUX 3aKOHOIATENbCTBY Pd.

7. OTBETCTBEHHOCTE

7.1. OBH3aHHOCTH TOPA3YMEBAIOT COBEPIIEHHE KOHKPETHBIX JCHCTBUH paboTHHUKaMH
nojipa3fieNieH|s B NpejeiaX KOMIETEHIMH, OlpeieNieMoi JOKHOCTHRIME HHCTPYKIMAMH H
npaBWIaMKd BHYTPEHHErO pacropsika, 3a HEBBINOIHEHHE KOTOPBIX pabOTHHUKHM HECyT
JOPHAMYECKYH) OTBETCTBEHHOCTh: JMCUMIUIMHADHYIO M MarepualbHyio, 4 B Clydaix.
NpeayCMOTPEHHEIX 3aKOHOJATENBCTBOM, AJMHHUCTDATHBHYIO, YTOJNOBHYIO W TI'DaMIaHCKO-
MPaBOBYH0 OTBETCTBEHHOCTH 3a:

- HEHCMOTHEHHE WK HeHaUIEKAIIEe HCTIOMHEHHE T0IKHOCTHBIX HHCTPYKIWH;

- HapylIEHUE IPaBWI BHYTPEHHETO Pacropsika, TEXHHKH O€30TMacHOCTH M OXpaHBI TPY/d,
CaHMTAPHO-TUTHEHHYECKHX, IPOTHBOMOKAPHBIX HOPM W NPaBHIL

- MaTepHaIbHEI yiep6, NPUUMHEHHBI 110 BUHE COTPYIHUKOB MOLPA3/IeNCHNS HMYIIECTBY
MAVYK «KJI1».



8. JloKyMeHTalMs OPraHH3alnOHHO-METOAUYECKOTO OTACIA

8.1. B Otnene BeeTcs obs3aTenbHas JOKYMEHTallA B COOTBETCTBHH C HOMEHK/IaTYpoi Jen
MAVYK «KL».

9. Kpurepu# OLEHKH AEATETbHOCTH OTAENA

9.1. CBOEBPEMEHHOE ¥ KAYECTBEHHOE BHITIOJIHEHHME ITOCTAB/ICHHbIX nejei 1 3ajay.
9.2. KauecTBEHHOE BBIMONHEHHE DYHKIMOHATBHBIX 00A3aHHOCTEH.

10. BeTymnieHte B CHITy, H3MEHEHHE M IONOIHEHHE HACTOAIIET0 MOOKEHHA

10.1. Hactosmee Ilonoienue, a TaKke BHOCHMBIE B HEr0 HM3MCHCHHA H JOTIOTHEHUA
YTBEPKAAKOTCS AUPEKTOPOM MAVYK «KJ11» 1 BCTynatoT B CHITY TOCTIE HX YTBEPAKICHHA.

3aBe A0l OpraHW3aliOHHO-METOIHYECKHM OTAETOM /4// B. A. Hobbe

HOpuckoHCyIBT C. B. Ceproea



