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JIOJIPKHOCTHAST MHCTPYKIHSI OKYMEHTOBeAa

BypaeBoit Po3anuu AnekcaHIpOBHBI
Damunus, UMsi, OTYECTBO
I. O0mue noJioskeHU
1. TokyMeHTOBE OTHOCHUTCS K KATErOPHHU CIIELIMATUCTOB.
2. Ha nomxHOCTB:
v/ JOKYMEHTOBEa Ha3Ha4aeTcs JIMLO, WMEIOIEE CpelHee W Bbicliee MPOheCCHOHATBHOE
oOpazoBaHue 0e3 npeabsBieHUs TPeOOBaHUM K CTaKy paboThl;
3. HaznaueHue Ha AODKHOCTb JOKYMEHTOBeNa W OCBOOOYKAEGHHE OT Hee MPOU3BOAUTCS MPUKA30M
IUpeKTopa YupexkIeHusl.
4. IOKyMEHTOBE/l I0JI’KEH 3HATb:
4.1. TlocTaHOBJEHMS, pPACHOPSDKEHUs, MPHUKa3bl, APYrHe PYKOBOIIILHE W HOPMATHBHEIE
JIOKYMEHTBI BBILLECTOSILIUX, Kacarollhecs J0KYMEHTaLHOHHOrO o0ecneueH s yrpaBieHus..
4.2. Tlopsmok TmIaHUPOBaHUs, MPOEKTHPOBAHUSA W TEXHOJOrHK paboTel Ha Oase
OpraHM3alMOHHOMN U BBIUHMCIUTENbHON TEXHUKH YO JOKYMEHTAIIMOHHOTO 00eCreveHH st

yIpaBJICHUS.
4.3. Meroabl HCCIE€IOBAaHUs, aHaiu3a, MPOSKTUPOBAHUS W Pa3BUTHS JOKYMEHTALIMOHHBIX
CHCTEM.

4.4. Tlopsinok oopmiIeHus, K1accu(UKALIUK, XPaHEHHS, SKCTIEPTHU3bI IEGHHOCTH JOKYMEHTOB.

4.5. OpraHu3aLuio apXMBHOTO Jela.

4.6. HopmaTHBHBIE W METOAMYECKHE [OKYMEHTHl IO MPOSKTHPOBAHUIO W 3KCIUTyaTalHH
AaBTOMAaTU3UPOBAHHbIX MH(POPMALMOHHBIX CUCTEM YITPABJICHHS.

4.7. OCHOBBI MPOrPaMMHUPOBAHMSI.

4.8. MeTozbl NPOEKTUPOBAHUS U aKTyau3auny 6a3 U GaHKOB AaHHBIX.

4.9. OcHOBBI ynpaB/I€HHUS, 5PrOHOMHKH, COLIUATTLHOM MCHXOJIOTHH, COLHOIOIHH.

4.10. JoxymeHnTooOpa3oBaHue.

4.12. OTe4ecTBEHHBIH OMBIT B 001aCTH JOKYMEHTALIMOHHOIO 00ecre eH s yIpaBieHHusl.
4.13. OcHOBbI 5KOHOMUKH, OPraHU3aLKuK1 TPyAa U YIpaBIeHHUs.

4.14. 3aKOHOIATENBCTRO O TPY/E.

4.15. IlpaBuiia BHyTPeHHEro TPYIOBOIrO pacropsaka.

4.16. IlpaBusa 1 HOPMBI OXpaHbI TPYa.

5. JIoKyMEHTOBEN TOAYMHSETCS HEMNOCPEACTBEHHO HAudallbHUKY OTHefa JIOKYMEHTALMOHHOIO
obecneyueHus, 3aBeAyOLIEMY KaHLeIspUeit, HHOMY J0J5KHOCTHOMY JIHLLY.

6. Ha Bpems oTcyTcTBHsl AOKyMeHTOBeaa (OTMYyCK, GOsie3Hb W Mp.) ero 00S3aHHOCTH MCIOJIHSET
7ML, HasHaueHHoe aupexTopoM LITP, koTopoe nprobperaeT COOTBETCTBYIOIME PaBa U HECET
OTBETCTBEHHOCTD 3a HaJyleXKalllee HCIIOJIHEHHE BO3JI0YKEHHBIX Ha HEro 00sI3aHHOCTEH.

II. Jo/xkHOCTHBIE 00SI3AHHOCTH
JokymenToBen:

2.1, PaspabartbiBaeT M BHEOPSAET TEXHOJOrHYECKHE MPOLECChl PabGoThl C JOKYMEHTaMH M
NOKYMEHTHOH  MH(pOpMaLMedl Ha OCHOBE HCMONb30BAHWSA  OPraHM3aLMOHHONW W
BbIUMC/IUTENIbHOM TEXHUKH (YYE€T, KOHTPOJb WCIOJHEHHs, OINEepPaTHBHOE XpaHEHHE,
crnpaBovHas paboTa).

2.2, IlpuHKMaeT yyacTHe B IUIAHUPOBAHWH, OPraHH3aLlMH U COBEPLIEHCTBOBAHUU [ESTENbHOCTH
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2.4.

2.5.

2.6.

2.7.

2.8.

2.9.

2.10.

2.11.

2.12.

OTZgeJa JOKYMEHTALMOHHOI0 00€CTeueHHsl ypaBeH s.
OcyLuecTBIsIET KOHTPOITb Ha/l COCTOSHUEM JAeTONPOU3BOACTEA.
[logrorasnuBaer npennoxxenus Mo oGeCTeYeHMIO 3PrOHOMUYECKHX YyCIOBHHA TpyZza,
palKMoHanu3aLKMK pabounX MeCT pabOTHHKOB OT/E/a JOKYMEHTALHOHHOIO 06eCeyeHH s,
PaspabatbiBaeT yHHDHUMPOBaHHbIE CHCTEMBI IOKYMEHTALMK U TaGenu JOKYMEHTOB
pasiM4HOro Ha3HAYCHHUs U YPOBHS YIIPAB/IEHHUs, KIIACCH(UKATOPBI JOKYMEHTHOM
UH(pOpMaLIKH.
OpraHu3syeT BHeIpEHHE CHCTEM Be€HHUs JOKYMEHTALUH.
[IpuHMMaeT MepbI MO yNopAIOUYeHHIO COCTaBA TOKYMEHTOB M MH(OPMALIHOHHBIX
MoKa3aTesIeH, COKPALEHHUIO HX KOJTMYECTBA U ONTUMHU3ALMH JOKYMEHTOIOTOKOB.
YuacTByeT B 0TGOpe 10KyMEHTOB, NIEPEAABAEMbIX HA FOCYIAPCTBEHHOE XPAHEHHE,
OpraHM3alMK XPaHEHUS W SKCMEPTH3E LEHHOCTH JOKYMEHTOB.
[TpuHuMaeT y4acTie B OCTaHOBKE 3a/ad, POEKTUPOBAHHH, IKCILTYaTALUH U
COBEPLIEHCTBOBAHMH (B 4aCTH HH(POPMALIMOHHOTO 00ECIIeYSHHsT) ABTOMATH3MPOBAHHBIX
MH()OPMALMOHHBIX CUCTEM 1 CHCTEM YIIPABIIeHHsl, 4 TAKOKe B Pa3paGoTKe HOBEMLINX
MH(OPMALMOHHBIX TEXHOJIOTHH (B TOM uHc/Ie 6e36yMaKHbIX), Oazupyrouuxcs Ha
NPUMEHCHHUH BBIYMCIIHTEIBHOH W MHKPOTPOLECCOPHOH TeXHHUKH, POEKTUPOBAHUH U
aKTyanu3aluu 0a3 U GaHKOB JaHHBIX.
M3yuaeT n 0606maeT nepenoBoii 0TeuecTBEHHBIH U 3apyGeKHbI OMbIT B 061aCTH
AOKYMEHTALMOHHOr0 00eCeueH s yNpas/eH s, pa3pabaTbiBaeT HOPMATHBHO-
METOJMUYECKHE JOKYMEHTBI 110 BOIIPOCAM JOKYMEHTALIMOHHOTO 06ecneueHus.
[Ipunumaer yyactue B paGore no nop6opy, paccTaAHOBKE U MOBBILICHUIO KBaJTH(DUKALHK
KaJpoB OTAe/a JOKYMEHTALlMOHHOTO 06eCeueH s .
Brimontnsier otaenbHble citykeGHbIe MOPYUEHNS CBOETO HEMOCPEACTBEHHOTO
PYKOBOIHTENS.

II1. ITpaBa

[okymeHTOBe 1 Bripage:

3.1:1;

3.1.2,

3.1.3.

3HAKOMHUTBCA C MPOEKTAMHM pELIEHHH PYKOBOACTBA MIPEANPHUATHS, KACAIOLIUMUCH €ro
JEATEJbHOCTH. ,
BHocuts  mpeanoxkeHus  mo  CoOBepIICHCTBOBAHMIO paCoTbl,  CBA3aHHOH ¢
NPEAYCMOTPEHHBIMH HACTOALLEH MHCTPYKLIMEN 00A3aHHOCTSIMH.
B npenenax cBoel komreTeHLHH cooGLaTh HEMOCPENCTBEHHOMY PYKOBOIHUTENIO O BCEX
HEAOCTATKAX B ACATE/IbHOCTH MPEANPHSTHs (CTPYKTYPHOrO MOAPA3AESeHHSs, OTAEIbHBIX
pabOTHHKOB), BBISBJICHHBIX B MpPOLECCE WCIOIHEHHSI CBOMX JOJIKHOCTHBIX npaB M
00sA3aHHOCTEl U BHOCHTbL NPEIOKEHHMS 10 MX YCTPaHEHHIO.
3anpalmBath JIMYHO MIM MO MOPYUYEHHIO HEMOCPEACTBEHHOIO PYKOBOLMTENSI OT
pyKoOBOIHMTENEH NOApa3Ae/NeHU M MHBIX CHELMATIUCTOBR MHQOPMALIIO M [IOKYMEHTE,
HEOOXOIMMBIE JUTsl BBITOHEHHS €r0 IOMKHOCTHBIX 00A3aHHOCTEI.
[IpuBnexats crieunaancToB Beex (OTAENbHBIX) CTPYKTYPHBIX MOJAPA3JeNeHUH K pelleHHIO
3ajad, BO3JIOMKEHHBIX HA HEro (€c/iM 3TO MpPeIyCMOTPEHO MOJIOKEHUSIMH O CTPYKTYPHBIX
MONPA3NCNICHHSX, €CIIU HET - TO C Pa3pPELUEHUs PYKOBOAHTEsSl OPraHU3aLHH).
Tpeboath 0T pykOBOACTBA MpEeANpHSTHS, CBOErO HEMOCPEACTBEHHOIO PYKOBOAMTES
OKa3aHusa CONCHCTBUS B HCIOJHEHHWH OOA3aHHOCTEI, MPEAYCMOTPEHHbBIX HACTOSILEH
JOJDKHOCTHON MHCTPYKLIMEH.

IV. OTBeTcTBEHHOCTD

JIOKYMEHTOBEl HECET OTBETCTBEHHOCTD
4.1. 3a HeHannexallee HCHOMHEHHE W/ HEHCTIONHEHHE CBOMX JOJDKHOCTHBIX 00sI3aHHOCTEH,

MPEAYCMOTPEHHBIX HACTOALUGH AOJDKHOCTHOM MHCTpyKUMell, - B mpegernax, ONpEeAEeHHBIX
ACHCTBYIOLMM TPYIO0BbIM 3aKOHOAATEILCTBOM PoccHiickoi Denepaiuy.

4.2. 3a mpaBOHAPYLIEHHs, COBEPLIEHHBIE B MPOLECCE OCYLUECTBJIEHHUS CBOCH NEATEILHOCTH, - B

npeaenax, onpeaeeHHbIX ﬂeﬁCTBy}OMHM AAMHUHHUCTPATHBHBIM, YIOJIOBHBIM U rpaXXx1aHCKUM
3aKOHOAaTeNbCTBOM Poccuiickoit Denepauun.

4.3. 3a mpUYMHeHHEe MaTepHaIbHOrO yuwepba - B Tpenesnax, ONpeneneHHbIX JEeHCTBYIOLIHM

TPYAOBBIM H IPKAAHCKMM 3aKOHOAaTeNIbeTBOM Poccuiickoit Deneparun.

C uHeTpykuueit o3Hakomen(a): —
W /_P.A.bypaesa /
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