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[ IOJIOKEHHUE O JIENMAPTAMEHTE KOMMYHUKAIIAA

1. OBIIUME NOJIOKEHUSA
1.1. JlemapraMeHT KOMMYHHKAalliii B aBTOHOMHOM HEKOMMEPYECKOH OpraHu3aliu
JIOTIOJIHUTENBHOTO  IIpodecCHOHATBHOTO  oOpa3oBaHus «Akagemus HVHpopMamuoHHBIX
Texnomoruity (mamee — Opranuzanus) chopMUpoOBaH B Bujae JlemapTaMeHTa KOMMYHHUKAIHi
(r.Marac) u JlenaprameHta KoMMyHHKaruii (00ocoblieHHOe monpaszaeneHue — MockoBcKas
obnacTh) (Jlajiee COBMECTHO HMEHyeMmble — JlemapramMeHT KOMMYHHKaIuii) U sBisieTcs
CTPYKTYpHBIM mozpazzeneHueM Opranuzanuy. CTpyKTypHOE NOApa3JeieHHEe HAaXOIUTCS B
HEMOCPECTBEHHOM IO TMMHEHUHU 3aMecTuTeNs JupekTopa Opranu3anmm.
1.2. Hacrosmee I[lonoxeHne peryaupyeTr AEATENBHOCTH JlemapraMeHTa KOMMYHHUKAIIWi,
OIIpPe/ICTISICT €T0 IeNb, GYHKIHH, 381241, IIpaBa U 00s3aHHOCTH paOOTHUKOB NOApa3EeIICHUS,
a TaKKe TOPSIIOK OPraHu3aluy ero paboThL.
1.3. JlemapraMeHT  KOMMYHHKalmuii B  CBO€H  JEATENBLHOCTH  PYKOBOJACTBYETCH
3akoHOoAaTeNnbCcTBOM Poccuiickoit @enepanuu, ycTaBoM U JIOKAJIbHBIMH HOPMaTHBHBIME aKTaMHU
Opranuzanyy, a TakkXe OpraHH3aMOHHO-PACHIOPSAUTEIbHBIME JOKYMEHTAMH W HACTOSIIAM
IMTonoxenueM.
1.4. JlemapraMeHT  KOMMYHHMKalUii  BO3rJaBisgeT  pyKoBoauTens  JlemaprameHTa
KOMMyHUKanuii. B meprnon BpeMeHHOTO OTCYTCTBHUSI PYKOBOAMTENS JenapraMeHTa (OTHYCK,
60J1€3Hb, KOMaHIUPOBKA U T.I1.) €70 0OSI3aHHOCTH MOTYT OBITh BO3JIOXKEHBI HA HHOTO pabOTHUKA
Oprauu3anuy, Ha3HAYAEMOT0 IIPUKA30M €IMHOJIUYHOTO HCIIOJIHUTEIHHOI'O OPraHa OpraHu3alu
no npeacrasneHuto 3amectutens Jupexropa Opranusaimm.
1.5. IlpemioxeHus O CIPYKTYpe, YHCJICHHOCTH ' M INTaTHOM pACIUCaHUHM, a TaKxke
MIPEIUIOKEHUS TI0 HX N3MEHEHUIO pa3pabaThiBaeT pyKOBOJUTENS JlenapTraMeHTa KOMMYHUKAUH
o corJyiacoBanuto ¢ 3amectureneM Jupekropa Opranuzamun u Jupextopom Opraauzanum.
1.6. B crpykrypy JlenapraMeHTa KOMMYHHKAITAHA BXOJST:
1.6.1 llenapramenT kommyHuKanui (r.Marac):
- PyxoBoutens nenapraMenTa - 1 mr.ex.
- PykoBoauTens mpoekToB - 2 mT.e.- ClelHalucT N0 JOKYMEHTaAlHOHHOMY 00ecTIedeHHIo - 1
IIT.€.
- Cnenmamict no paboTe ¢ COIHAIEHEIMU Mena - 1 mT.ex.
- Anaimtuk - 1 mr.en.
- Crapmmit agmuHucTparop — 1 mT.exn.
- AamuHUCTpaTOop - 3 MT.C1.
1.6.2 Jlenaprament kommyHukanuii B O6ocobnennoM noapaznenenuu (MockoBckas 00J1acTh):
- PykoBoauTens oT/iena IpoABHXEHUS - 1 HIT.€I.
- CrHenuaimcT 1o CBS35M ¢ OOIECTBEHHOCTHIO - 1 1IT.€I.
- Mapkeroior - 1 mr.ex.




1.7 O6s3aHHOCTH paboTHHKOB JlemapTaMeHTa KOMMYHHMKAIMH, YCIOBHA HUX TpyJa OHNPEeISIOTCS
TPYAOBBIMHU JIOTOBOPaMH, 3aKitoyaeMbIMU Mexay Opranuzammeii u pabotHukoM, [IpaBunamu
BHYTPEHHETO TPYJIOBOTO pacmopsaka ¥ HHBIMH JIOKQJIFHBIMH HOPMAaTHBHBIMH aKTaM#
OpraHu3zanun, a TakKe OpraHu3aliOHHO-PACIIOPATUTEILHBIME JOKYMEHTaMH H JOJDKHOCTHBIMHU
(TpynoBbiMH) 0Os3aHHOCTAMH paboTHUKOB JlemapTamMeHTa KOMMYHHKanHi. JIOJDKHOCTHBIE
WHCTPYKIUH PaOOTHMUKOB COIJIACOBHIBAIOTCS 3amecTurelieM aupektopa OpraHuzandd U
YTBEPXKIOAIOTCA  €IUHOJIMYHBIM  HCHOJHHUTENbHBIM  opranoM  Opranmsanum 6o
YIIOJIHOMOYEHHBIM MM JIHIIOM.

Hcnoan3yemast B HacrosmmeM [OKYMEHTE WCHOJB30BaHBl  CICAYIOIAE  TEPMHHBI
TePMHHOJIOTHSI U OIIpEEIICHUSL:
KommyHukanuoHHast crpaTerust OpraHmzanMm — CTpaTerHYecKHii

JOKYMEHT II0 B3aMMOJIECHCTBHMIO C IEJIEBOM ayIUTOPHEH IS JOCTHXKECHHUS
neneit 1 3anaq Opra"u3annu, KOTOPBIH onpenenseT, kak Opranuzanus OyieT
o0Imarsesl ¢ KIMEHTaMHU, NapTHEpaMU M COTPYIHHMKAMH 4epe3 pa3jInyHbIe
KaHatbl (conuanbHele cetH, CMU, pexnama u T.1.).

MapxkerunroBas crpaterus OpraHm3aluu — CTPATETMYECKUNA TOKYMEHT,
HEPCIeKTHBHBIN IU1aH aeiicTBuit Opranu3anuy no JOCTHKCHHIO CBOUX Ieleit
W 3a]a4, KOTOpHI BKIIOHAaET B cebs OlpeleeHHe IEJIeBOM ayauTOpHH,
MO3UIMOHUPOBaHHE  NpoaykToB  OpraHu3anud, BhIOOpP  KaHAJIOB
MPOJIBHKEHUS U MOJIUTUKY MPUBIICUCHHUS.

KomMyHuKanuoHHbIH IIaH OpraHu3anuu — TakKTHYECKUH TOKYMEHT (Kak
MPABHJIO, TIOKBApTaNbHBIN), ONMUCHIBAIOMIMA HAbOp NEHCTBHIl, TPOEKTOB U
UHUNMATUB, pemaomux 3afgaud JIK u Opranuzanuu B 4acTH yNpaBiI€HUsS
uMupKeM Oprasuzanni.

MapkeTuHroBblii mian OpraHm3anmum — TakTHYeCKHH JOKYMEHT (Kak
[IPaBWJIO, HNOKBapTaIbHBIN), ONMHCHIBAIONIMI HabOp neicTBHi, IPOEKTOB H
WHUNHATUB, pemaromux 3a1aun JIK u Opranuzaiy B 4aCTH OPHUBJICUYCHUAS
LEJIEBOI ay TMTOPUH Ha MPOLYKTHI/IpoeKThl/Meporpusatus Opranu3anny.

IleneBass ayauTopus -Trpynna Joneii ¢ oOMHMMH XapaKTepUCTHKAMHU
(BO3pacT, HHTEPECHL, MOTPeOHOCTH), Ha KOTOpyro Oprasu3aliis OpueHTHpYET
CBOIf 00pa30BaTEILHBINA PO/IYKT HJIH MAPKETHHTOBBIC KAMITAHHH.

2. OPTAHU3AILIMOHHASA CTPYKTYPA

CIpykTypa © UHCICHHOCTH CTPYKTYPHOI'O MOJpPA3ACiCHHS YTBEPKAAOTCS SAHHOJIUYHBIM
UCTIOJIHUTENIbHEIM  opraHoM Opranmzanuu  au0o yIOXHOMOYEHHBIM UM JjuioM. CBeaeHus
O CTPYKTYPE H YHCJICHHOCTH CTPYKTYPHOTO MOApa3AeICHNs, a TAKXKe COOTBETCTBYIOIINE N3MEHEHHUS
K HAM BHOCSITCS B OPraHH3aIIMOHHO-INTATHYIO CTPYKTYPY Opranusariuy,

3. IEJIM 1 3AJAYUA NIOJAPA3JAEJIEHUSA

3.1.1. OcHoBHbIMH HeasMH JesTenbHOCTH JIK SBISIOTCS IPOABHIKCHHE IIOJOKUTEIILHOTO
ny6nuuHoro obpasza OpraHuzalpy, NpPUBIEYECHUE IENEBOM ayJAWTOpPHH Ha MPOrpaMMBI U
MeponpusaTHs OpraHu3anuM, pa3BUTHE W IIOJZIEpXKaHHE ITAPTHEPCKOHW CETH KOHTAKTOB
Opranusanum.

3.1.2. JlemapTaMeHT KOMMYHHKALUH PEIIACT CACAYIOMIMUE 3a/1a4H:

3.1.3. Ob6nornenue, 1opaboTka U peanu3anusi KOMMYHHKAIIMOHHOM cTpareruu OpraHu3alii;

3.1.4. OGHoBieHue, nopaboTKa U peanu3anus MapKeTHHTOBOM cTpaterun OpraHus3amnuu;

3.1.5. CBoeBpeMEHHOC W AaKTyaJbHOE€ OCBEIICHHE JESITEIbHOCTH M Pe3yJIbTaToB paboThl
Opranusaruu, oTpaboTka HH(POPMAHOHHBIX puckoB OpraHu3aiyy B MyOINIHOM MOJE;

3.1.6. DddexTHBHOE M pallMOHANBHOE YIIPABJICHHE pecypcaMu JlemapTaMeHTa KOMMYHIKAITHI;




3.1.7. Pa3Butne yenoBeueckoro noTeHUHaNa paboTHUKOB JlemapTaMeHTa KOMMYHHUKAITHA.

4. PYHKIIMU IIOAPA3AEJEHUSA

JlemapraMeHT KOMMYHHKAITHH BRIOIHSET clexyomue GpyHKuym:

4.1. Peammzanmss M KOPpPEKTHpPOBKAa KOMMYHHMKALIMOHHOH cTparermn OpraHu3anuy, a Taxke
KOMMYHHUKAIIMOHHOTO IU1aHa Opranu3anmy;

4.2. Peanmzanud H KOPPEKTHPOBKA MAapKETUHTOBOW cTparerud OpraHus3aiuy, a TakxKe
MapKEeTHHIOBOTO I1aHa OpraHu3aluy;

4.3. anmmanus NpoeKTOB U pelleHuH, BIUAIOMNX Ha Iy OIMYHBIH UMUK OpraHU3aliy, a TaKkkKe HX
peanm3alys, B 4acTH, Kacaroleiics oaHoMounii JlenapraMenTa KOMMYHUKAIU;

4.4 TIpoBenenue ncciaeI0OBaHUM, HalIpaBICHHBIX Ha N3y4eHUe 1e1eBoi ayautopun Opranus3alvy;
4.5 HakomnieHne ¥ ynpaBieHUE U XpaHEHHE JaHHBIX O IENEBOH ay INTOPHH U €€ JeHCTBUIX B YacTH,
Kacarolieicss OTBETCTBEHHOCTH M MOJIHOMOYHH JlenapTraMeHTa KOMMYHHKAIUH;

4.6. CornacoBaHue IyOJMYHBIX MAaTEpHUANIOB, pa3MeIlaeMBIX B O0OIEM JOCTyme OT HMEHH
OpraHuzanuy WM €€ CTPYKTYPHBIX MOApa3/C/ICHUH;

4.7 CoriracoBaHu€ W KOHTPOJb COONIOACHHSA YCIOBHH JOTOBOPOB C KOHTpareéHTaMH B YacTH,
Kacarolelicsd HallpaBJICHUHN AeITeIbHOCTH JlenapTaMeHTa KOMMY HUKAIIWIA;

4.8 VmnpamieHue pecypcamu JlemapramMeHTa KOMMYHHKaIMil (4eTOBEUECKMMHU, MaTepHaIbHBIMUY,
OIOPKETHHIMH, HEMATEPUAIBHBIMH ).

5. IPABA U OBS3AHHOCTH PABOTHHUKOB I1IOJPA3IEJTEHHA.
B3ANUMOJAEUCTBHUE C IPYI'UMU CTPYKTYPHBIMU INOAPA3AEJIEHNUSIMHA 1
C BHEIITHUMH OPTAHU3AIIMAMMU

5.1. JlenapTaMeHT KOMMYHHKAUil pealn3yeT CBOM IpaBa ¥ OOSI3aHHOCTH B JIMIE PYKOBOAHTEINS
JlenmapraMeHTa KOMMYHHKAaIHi ¥ paGOTHUKOB CTPYKTYPHOTO MOJIpa3/ieleHUsI B COOTBETCTBHH C
MOJIHOMOYHUSAMY H QYHKIHUAMH, 3aKPETICHHBIMU TOJKHOCTHBIMH HHCTPYKUHSMHE.

5.2. Jlns1 BBINOJTHEHHS BO3JI0XKEHHBIX Ha CTPYKTYPHOE HoJpa3zienacHue QyHKIuii pabOTHUKY BIIpaBe:
5.2.1. IlpuHKMATH pelreHns IO BOIPOcaM OpraHHu3aluu padoThl CTPYKTYPHOTO MOApa3/ieCHUs
B IIpejiesiaX HOJHOMOYMM, YCTAaHOBJICHHBIX TOJKHOCTHBIMY HHCTPYKIIHSMHU.

5.2.2. 3HaKOMUTBCA C pelleHHSAMH PyKOBoJACTBa OpraHu3alyy, KacaloUUMUCS JESTeNbHOCTH
CTPYKTYPHOTO NO/Ipa3/ieiCHAS.

5.2.3. IlpeacraBnate uHTepechl OpraHu3aliy Ha BHYTPEHHHUX M BHEITHUX COBCILIAHMSIX,
[IEperoBopax, BCTpeYax B  Ipefenax CBOEH  KOMIETEHLIMH [0  PacHOpsKECHUIO
HEMOCPEICTBEHHOTO PyKOBOIUTEIIS.

5.2.4. 3ampammBarh y WHBIX CTPYKTYPHBIX mojpazaeneHuii OpraHuzanud HHGOPMALUIO
U JOKYMEHTBI, HEOOXOMMBbIE JJIS BBITIOJIHEHHS CBOUX JIOJDKHOCTHBIX 0053aHHOCTEH.

5.3. JlenapraMeHT KOMMYHHKAaIWi pelaeT IOCTaBIeHHbIE 3aa49d ¥ BBITOJNHACTCBOM (DYyHKIUH,
B3aMMOJIEHCTBYS CO CTPYKTYpHBIMHM mojpaszjeneHusmMu OpraHuzaiuy B paMKax CBOHX
(GyHKIHOHAIBHBIX monHoMoumii. Ilopsok W cpoku B3aMMOAEHCTBHSA €O CTPYKTYPHBIMH
noapazienenusiMu Oprasnu3aniy ONpeaesOTCs JOKAIbHBIMI HOPMATHBHBIMU aKTaMU M HHBIMU
BHYTPEHHUMH JOKyMeHTaMu OpraHu3anuy.

5.4.CtpyKkTypHOE TOApa3/IeICHUE OCYIIECTBISAET B3aUMO/ICHCTBIE C OPraHU3AlUIMY, LENTH U 3a1a491
KOTOPBIX COOTBETCTBYIOT LIeNsM M 3aiadaM OpraHu3aluy, a Takke ¢ TEMH OpraHM3alUsiMU, C
KOTOPBIMH 3aKJIIOUYEHBI JIOTOBOPHI O COTPY IHUYECTBE.

5.5. PabotHuku [lemapTamMeHTa KOMMYHHKAIlM, a TakXXe pPYKOBOAWTENb NOJPA3JCICHUs, B
JIOTIOJTHEHWE K CBOUM TPYAOBBIM (JIOJDKHOCTHBIM) OOS3aHHOCTSM, 3a()MKCHPOBAaHHBIM B
TPYAOBBIX JOTOBOpPaxX, O0OSA3YIOTCS BBHINOJIHATH WHBIE MOPYYEHHs W pacrnopspkeHus Jlupexropa
Opranmsannu u (win) PykoBoauTtens noapasaencHus, €ClIu Takue IOpyYeHUs:

5.5.1. OtHocsTCA K IpeAMETY JeaTellbHocTH OpraHnu3amnuu;

5.5.2. CooTBeTCTBYIOT IIpo(hecCHOHATIHON KOMIIETCHIINY PaOOTHHKA;

5.5.3. He nporuBopeuar 3akoHOmaTeasCTBY Poccuiickoit Menepalinm, JOKAIBHBIM HOPMATHUBHBIM

aktaMm (JTHA), TOJI0XE€HHUSIM M MHBIM YTBEPXKACHHBIM B OpraHu3amuu JOKYMEHTaM.




5.6. Tlopyuenns u pacmopsoxerus J{upexropa Opranu3anuy NoAjIexaT HCIONHEHHIO paOOTHUKaMHU
JlemapraMeHTa KOMMYHHKAIIMH B TOpSJKE M CPOKH, YCTaHOBIEHHBIE B COOTBETCTBHH C
YTBEpPXKICHHBIMH B Opranu3anuu JIOKaJbHbIMA HOPMATHBHBIMHM aKTaMH, IIOJIOKEHUSIMH H
perJiaMeHTaMH.

6. OTBETCTBEHHOCTDB PABOTHHMKOB ITO/IPA3IEJIEHHMSL

6.1. PykoBomutens JlemapraMeHTa KOMMYHUKAIIMA HECET OTBETCTBEHHOCTH 3a PE3yJIbTAaThHI
JIEITETBHOCTH CBOETO CTPYKTYPHOTO IOAPA3AEICHHUS.

6.2. Crenenp OTBETCTBEHHOCTH PYKOBOIMTEIISt Jlenapramenra KOMMYHHKAII I 51
PpabOTHHKOBYCTAHABIHBACTCS B COOTBETCTBUH € JEHCTBYIONMM 3aKOHOAATEILCTBOM Poccuiickoi
denepanyuy, JIOKATGHBIMA HOpPMaTHBHBIMH akTamu Opranuszanuy, TPyAOBBIM JOTOBOPOM H
JIOJDKHOCTHBIMU O0S13aHHOCTSMHU paOOTHHKOB.

6.3. PabGorauku JlemapramMmeHTa KOMMYHHKAIUH HECYT OTBETCTBEHHOCTD B IIPEJEIIaxX, yCTAHOBIICHHBIX
TPYAOBBIM 3aKOHOJaTenbcTBOM Poccuiickoit denepariuy, JOKAIEHEIME HOPMAaTUBHBIMHE aKTaMHU
Opranu3anuy 1 HacToAmuM [lonoxxenneMm.

6.4. Pabotaukn J[lemapraMeHTa KOMMYHHKAIM{ HECYT OTBETCTBEHHOCTh B CIy4yae COBEPIICHHS
BUHOBHEIX JicHCTBUI (Oe3/1eiicTBYS), MOBIEKIIHX:

6.4.1. HeucnonneHue Wi HeHAIEKAIIlEE UCIIOJTHEHUE TPYAOBBIX (JIOJDKHOCTHBIX) 00s13aHHOCTEH;

6.4.2. Hapymenue TpyIOBOM IUCHMIUIMHBI, NPaBUJA BHYTPEHHEr0 TPYIOBOTO PpACIOpSIKa,
TpeOOBaHMUiT OXpaHbI TPYJa U TEXHUKY 0€30I1aCHOCTH;

6.4.3. PasrnameHwe CBEICHHIA, COCTaBSIOMIAX KOMMEPUECKYIO, CIYXEOHYyI0O HIM HHYIO
OXpaHAEMYIO 3aKOHOM TaifHy, BKJIIOYas IEpCOHANLHBIE TaHHEIC,

6.4.4. HempenoctapieHne THO0 HECBOCBPEMEHHOE MpeAOCTaBlIeHHe HHPOPMAIMK U JOKYMEHTOB,
HEOOXOMMMBIX JJIS HCITOJIHEHHS TPYIAOBBIX (JIOJPKHOCTHBIX) OOSI3aHHOCTEH MIM 00eCTICUeHUS
nesarenbHocTH OpraHu3anuy;

6.4.5. llpuumHenne MatepuainbHOro ymepba OpraHu3anud — B TNpefeiiaX, YCTAaHOBJIEHHBIX
JEHCTBYIOMNUM 3aKOHOAATeNbCTBOM PD;

6.4.6. Hapymienne HOpM CiTy>keOHOI U AETI0BOH 3TUKH IPH B3aMMOAEHCTBHH C KOJUIETAMH, a TAKXKe
mapTHepaMy M O0yYaloImUMHUCI — B CIIy4asiX, KOIr/la Takue B3auMOACHCTBUS BXOIAT B KPyT
TPYJOBBIX (JOHKHOCTHBIX) 00s3aHHOCTEH.

6.5. OTBETCTBEHHOCTH pabOTHUKOB JlemapTaMeHTa KOMMYHUKAIHH OIpeIenseTcs BUaaMu, popmaMu

U pasMepaMH, YCTaHOBJICHHbIME TpyJnoBbIM KomekcoM P®, wHbME (enepaibHbIME 3aKOHAMH,
JOKAJTGHBIME akTamMu OpraHu3aluy U TPYAOBBIMH JOTOBOPaMH.




