[Tpunoxenue Ne |
YTBepKICHO NPUKA30M AUPEKTOpa
KI'b TOY CITITT
ot 15.03.2022 Ne 01-09-49

NOJOXEHUE
Ob OTAEJE [0 OPTAHU3ALIMOHHO-KA/IPOBO#M U TIPABOBOM PABOTE
KPAEBOI'O TOCYJIAPCTBEHHOI'O BIO/DKETHOI'O IMPO®ECCUOAHJIBHOIO
OBPA30BATEJILHO YUPEXKIEHHHA «COBETCKO-I'ABAHCKUW ITPOMBITIIJIEHHO-
TEXHOJOT MYECKUNA TEXHUKYM»

1. Odumse noJomenns

1.1.  Hacrosuiee nonoxkende  pa3paborano B COOTBETCTBHH € JICHCTBYIOIIHMM
3aKoHOJ@TEILCTROM Poccniickoit Mepepaiinu, YCTaBoM TEXHHKYMA U ONpe/ie/seT TOPAA0K CO3/1anus,
TeNH, 3a7a4u, 00S3aHHOCTH U IPUHIMIL! JESTe/ILHOCTH 0T/AeNa M0 OPraHu3alMoOHHO — KaJAPOBOH U
npapoBoii pabote (aanee oTaena).

1.2. B cBoe#t gesTenbHOCTH OTAEN PYKOBOACTBYETCS:

- Koucrurynueit PO;

- TpyaoseiM konexcom Pd;

- QenepatbEbIMA 3aKoHaMu PO,

- Ykazamu u pactiopsixenusmu Ipesuaenra PO,

- [MocranosneHusiMu 1 pacropsokersiv [pasurensctea PO,

- Yeragom KI'B TIOY CITITT;

- IIpaBunams BHYTPEHHETO TPYAOBOTO PACHOPS/IKA W JAPYIHMH JOKAILHBIMH HOPMAaTHBHBIMH
akramu KI'b 11OY CI'TITT.

-3akonozarenseteoM PO 00 obpaszosanuu, TpeboBaHUsAMH K JIMICH3MPOBAHHIO M
POCY/JIAPCTBCHHON aKKPEANTAlMK, HOPMATHBHBIMM aKTamM, paspadOTaHHbIMH M YTBCPKICHHBIMHA
PocapxuBoM, MpaBHIaMy BEICHHS M XPaHEHUS TPYJAOBBIX KHIKEK, H3TOTOBICHUA OIaHKOB TPYJOBOH
KHUKKM W obecnieyeHuss wMmu paboronareneil; mpaBuiaMu 00 OpraHM3aiMy BOMHCKOIO yuera,
HOPMATHBHO-TTPABOBLIMM aktamu B obnactu oxpansl Tpyaa P®, npukazamu U pacnopsmKeHus
Munncrepcrsa  oOpazopanuss u  Havkn  XaOaposckoro kpas, HactosmuM  [lonoxenuewm,
JOJDKHOCTHBIMM MHCTPYKIHAMH.,

1.3. OcHoBHas nejih OpraHM3aluy oT/[eia 3akmodaercs B 3ammrte uaTepecos KI'b TIOY
CI'TITT nyrtem ofecneuenus AeATeNbHOCTH 00pa30BATENBLHOTO YUPEHKICHUS B COOTBETCTBHH ¢
3akonoaatenbeTBoM Pd.

1.4. Crenenus 00 OTA€ME M €TI0 MOJHOMOYHIX OTpaxKaroTes B Hactosem [onoxenun.

1.5. Ornen umeet nevars W wraMost (Hpwioxkenue No 1 orruckos negareit).

2. Crpykrypa oraeaa

2.1, Otaen sBioseTcs CTPYKTYPHBIM  HOAPA3NENCHHUCM  KPAEBOI0  IOCYJ@pCTBEHHOTO
GromkerHoro  upodeccuonansaoro  obpasosarensuoro  yupeknenus «Cosercko — ['aBanckuit
MPOMBILIIEHHO — TeXHOMOrHgeckuil Texuukym» (nanee Texuuxym). Orzen popMupyerces, co3aaercs,
peopranusyercs i juksuaupyercs npekasom Jupexropa KI'b TTOY CITITT,

2.2. YucnenHocTh oTaena onpeaensercs opranuzanuonsoi ctpykrypoit KI'b TIOY CITITT u

YTBEPKAACTCA [MPEKTOPOM TexHuKyMa. Pacupeienenve o0A3aHHOCTER IIPOM3BOJMT HAYATLHHK
OTaEia.



2.3. B cocTaB oT1ena BXOAAT ClIEIYIONIHE A0HKHOCTH:

a) HAYAILHHK OT/IE/A 110 OPraHH3AIHOKHO — KATPOBOH U npaBoBoif pabore — | . ex
0) cnenmanucet mo kagpam — 1 wr. en.;

B) HOPHCKOHCYJILT - | mIT. en.;

) IoOKyMeHTOBe/ — | 1T, ef.;

1) CEKpeTapb pyKOBOJMTENS — | 1IT. €1

.
'y

3. OcHoBHEIE 321290 0T/1€/1a

3.1. OBecnevenne peaqnsaiii KaJApoBOH MOMHTHKA B LENdxX oOECTeUeHHS MAKCHMAILHOIO
KkauecTBa ¥ HGPeKTHBHOCTH Tpy1a paGOTHHKOB.

3.2 KoM1iekToBaHue KaapamMu TpebyeMbix nipodeccuii, crenuanbHocTel u COOTBETCTBYIONIEH
KBATH(HKAIUH,

3.3. KanpoBoe aMHHHCTPHPOBAHKE H €/I0NPOR3BOICTEQ.

3.4. Opranusaius cucTeMhbl ydeTa KaJpos.

3.5. Obecneuenune cobmoneHuns padoToaTeNneM TPYJAOROrO 3aK0HOAATENHCTRA B ACHTETbHOCTH
TEXHUKYMA, 3aIMTEI IPaB paboTOAATENS; 1IPAB. JTBIOT W rapaHTHil paBOTHHKOB.

3.6. Yuactue B npenenax cBoeil KOMMETEHIIHH B HOAFOTOBKE W MCMOTHEHHH yIpaBieHYeCKHX
PELIeHHH, pellIeHHe HHBIX 3a/1a9 B COOTBETCTBHH C [ESIMH H CTpaTerHei Texuukyma

3.7. OcymecTBaeHHe BOMHCKOTO yHeTa.

3.8. Opranusaiiust paboThl ¢ NEPCOHATHHBIMH TAHHBIMY pabOTHHKOB

3.9. OGecneuenne ¥ BeJeHHE y4eTa 1O NEPETOATOTOBKE # TOBEHIICHHIO KBaJIM(UKALITH
nepcoHaa.

3.10. Opranusanus npoBeJieHus aTTecTalH PabOTHHKOB.

3.11. OcyuiecTrieHne NOATOTOBKH MaTEPHAIOB 7Sl BBIOTHEHUS MPETEH3HOHHOH paboTHL.

3.12. TloAroToBKa TOKATBHEIX HOPMATHBHBIX AKTOB 110 JOKYMEHTAnOHHOMY oDecrieyeH o
YIpaBJIeHHs OpraHu3aum;

3.13. Tlposeaenne paboter Mo Kiaccudpukaimun HHGOPMALKH B COOTBETCTBHH C 3aadamu
JNOKYMEHTALHOHHOIO 00eceueHns;

3.14. Ananuz W aKkTyaqM3alMs  JTOKAIBHBIX HOpMATHBHLIX ~ aKTOB  TexHmKyma 110
JIOKYMEHTALHOHHOMY 00eCneyeHnIo;

3.15. Opranm3sanms ONepaTHBHOTO XPAHEHHs JOKYMEHTOB B Texnukyme u nepenaqa nen nns
MOCJIC/IYIOIIEro XpaHeHHs B FOPOJICKOi apXuE;

3.16. 3ammra wuaTepecoB Texuukyma B cygax Poccuiickoii Mejiepalii, OCYIIECTBICHHE
NPENCTABUTE/ILCTBA B TOCYIAPCTREHHBIX YUPEKICHHUSX.

3.17. Opranusauus nepuoANYECKHX MEIULIHHCKHX OCMOTPOR.

4. Dyuxumu oTaena
B cootBeTCTBUN ¢ BO3NONKEHHBIMH 3/IA9aMH, OTEN BBITOTHSET CIEAYIOMIHe DyHKIHH,

4.1. DyRKIMH HAYAILHAKA 0T/1e1a

- IUIAHHPYET H OPranu3yeT JesTebHOCTE OT/IeNa;

- obecrieuuBaeT H KOHTPOJIMPYET HAJUICKAIUEE M CBOSBPEMEHHOE HCIOHEHHE OTICIOM
BO3JIOYKEHHBIX HA Hero GpyHKuuii 1 3a1ay;

- OpraHM3yeT W KOHTPONMPYET MCTIOIHEHHE TIOPYYEHUH PYKOBOACTBA;

- obecrieunBaer coOmonenye paboTHHKamu |IpaBuil BHYTPEHHEro TPYAOBOro pacnopsika.
Hacrosimero [lonoxkenus u MHBIX JIOKATBHBIX HOPMATHBHBEIX AKTOB, KOHTPOJIHPYET HCHOMHEHHE
PabOTHHKAMK OT/ieia AOKHOCTHEIX HHCTPYKITHI 1 HHBIX IOKYMEHTOR, OTPEC/ISIONMX HX TPYAORBLIE
(byHKLIHH.

- olecrieunBacT KOHTPOTL 0OpabOTKH, XPAHCHHS ¥ 3AHTHL  MEPCORANBHBIX JAHHBIX
paboTHHKOB.



- ofecneunBacT 03HAKOMIICHHE PabOTHHKOB CTPYKTYPHOrO NOIPa3s/ieJeHus MOJ NOJIHCE C
JIoKaIbHBIME HopMaTHBHbIME akTamu KI'b 11OV CITITT.

- COBMECTHO CO CHEUMATUCTOM 10 KajJpaM BBINOJNHIET (YHKIHMM 110  KaapoBOMY
aIMHHUCTPUPOBAHMIO, CAYH OTUETHOCTH M T./1.

HauanbHUK 0T/1e/1a J0/KeH 3JHATh:

- TPYJOBOE 3aKoHOAaTenbcTBO Poccuiickoi Denepanmn.

- 3aKOHOJATENLHBIE H HOPMATHBOBIC [PABOBBIE AKThl, METOJMYECKME MATCpUallbl 10
VIIPABICHUIO TIEPCOHATIOM!

- TOKAITBbHO-HOPMATHBHBIC AKThl TEXHHKYMa,

- nopaAoK ohOPMITCHNA, BEJCHHS W XPaHCHHs JOKYMEHTAIMH, CBA3AHHOW C KaJpamu U HX
JIBHIKCHHUEM

- TOPAA0K COCTABNAECHUSA OTYETHOCTH, CAABACMON COTPYIHMKAMH OTAENa;

- CTPYKTYpY, lITaTHOE paciincanue TexHukyma,

- HOPMBI 3THKH U JICTOBOTO 00MEHMS.

4.2. OyHKUHN CHEUHAJIHCTA 110 Ka/ipam

- 10ArOTOBKA, COTJIACOBAHHE M IIPEACTABICHUE MPOEKTOB NPHKA30B, PACTIOPSIKEHUHA, yKasaHuH
0 KaJIPOBBIM BOTIPOCAM, TPYJIOBBIM OTHOLLCHHM.

- COBMECTHO € PYKOBOJMTEISMH CTPYKTYPHBIX NOJApasielienuii pa3paborka JIOKanLHbIX
HOPMATHBHLIX AKTOB W OPraHu3alMOHHO-TIPABOBBIX JIOKYMECHTOB (AOJKHOCTHBRIC WHCTPYKIINM,
[paBK/ia BHYTPEHHEr'0 PAaciiopsaKa u ap.).

- yuacTyie B pa3zpaboTKe JOKYMEHTOB [IPAROBOTO Xapakrepa:

- JOKYMEHTHUPOBAHME BHECEHWs. W3MCHEHHI B IITATHOE paciucaHne, OPraHH3allHOHHYIO
CTPYKTYPY M YTBEPIHK/ISHHE [ITATHOIO PACIIMCAHMNS, OPraHU3allHOHHON CTPYKTYPbL.

-oopMmaeHre npuéma, nepeBosa, IepeMenieHus, N3MCHCHUA YC/IOBMA Tpy/id, YBOILHCHHS B
COOTBETCTBHU € TPY/IOBLIM 3aKOHOJIATEIHCTBOM.

- O3HAKOMJIEHME II0J POCIHCH HpHHMMaeMbix Ha paboty ¢ [lpaBwiamMu  BHYTPEHHETO
pacnopsijiKa, UHLIMH JTOKATbHBIMH HOPMATHBHBIMH 2KTAMH.

- oopMICHHE M BEJEHHE JIHYHBIX JeT pabOTHUKOB, Oprani3aius paboThl [0 BEICHMIO, YUETY,
XPAHEHHIO TPYIOBBIX KHWAKEK W BKIAALINEH B TPYAOBbIE KHMKKM, ohopmicHHe ayOaukaros
TPYIOBBIX KHIKEK; BEICHHUE JKYPHAIOB PEIrMCTPallMH NPUKA30B [0 JHYHOMY COCTaBy [O CPOKaM
XPAHEHUS!, KHUTH YY€Ta JABMIKEHUS TPYAOBBIX KHMKEK M BKIAULILCH B HUX, HHBIX JKyPHATOB (KHHT)
OT/IENa; CBOEBPEMEHHOE BHECCHME B YKA3aHHbIE JIOKYMEHTHI JAHHBIX O HPHEME, HEPEMCIICHHH,
NIEpeBO/IaX, M3MEHEHUH YCIOBHI TPyJa, NOOUIPEHWH, HAKa3aHWi, YBOTbHEHHH, IPCAOCTaBIEHHH
OTIYCKORB, TPY/A0BOM CTAXKE U T./1.

- ohopMIIEHHE U YHET KOMAH/IMPOBOK

- (opmupesaHue ¥ BeAcHHE HMHOOPMANMOHHOH 0a3spl JaHHBIX O KOIMYCCTBEHHOM M
KageCTBEHHOM COCTABE PabOTHUKOB M MX JIBHIKCHUM; €€ CBOCBPEMEHHOE ODHOBICHUE U [IONOJIHEHNE B
nporpamme 1C 3apiuiata i Kaiphbl rocy1apeTBEHHOIO YUpeKaeHus.

- B€/IEHHE JIMYHEIX KapTouek pabotaukos (1-2)

- BBIAAYA 110J] MOANACE TPYAOBBIX KHIDKCK palOTHHKAM B JIEHb MX YBOJBHCHMSA NPH BEACHUH
paboTHUKOM OYMaXKHOH TPYAOBOH KHHIKKH.

- peuncaenue paboTHUKaM 00mero u CTPaxoBoro CTAXKa [UIS YCTAHOBJICHHA PasMEpOB BbIILIAT
110 COTMATBHOMY CTPAXOBAHUIO, OQOPMIICHHE JIMCTKOB HETPYAOCIIOCOOHOCTH.

- moarotoBka ordetHoct B IIDP, Poccrar, U3H wu apyruwe rocyaapeTBentblie U
KOHTPONHPYIOIIME YUPEHAKICHHA.

- BblIaua CHPaBOK O HACTOAUIEH W IPOLUIOH TPYHOBOH JAEATEIbHOCTH PAOOTHHUKOB, CTAMKE,
KOIMHUI IOKYMEHTOB, CBS3aHHbIX ¢ PabOTOil M /p., 110 MTHCEMEHHOMY 3asBICHHUIO PabOTHHKA.

- COCTABJIEHHE HOMEHKIATYPEI €T 0T/1eNa, oopMIIcHHE e JUIs TIepe/ladi B apXHB.

- CcOCTABJIEHWE CBOJHOTO rpadHKa OTIYCKOB, B YCTAHOBIEHHBIC CPOKH, HAa OCHOBAHUH
MPENCTARIEHHBIX IIPOEKTOB TPa(uKOB OTIYCKOB PYKOBOAWTENEH CTPYKTYPHBIX I0Opa3jiCieHii.
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Kontpons wucnonuenns rpaduka OTIYCKOB, y4eT HCMONE30BaHUA PabOTHHKAMH  OTIYCKOB.
JlokymenTipoBatne odopMiIeHHs BeexX BHIOB OTIYCKOB PAGOTHUKOB, OT3BIBA H3 OTIYCKA, IPOJUIEHNS,
MEpEHecenns OTHYCKOB, BBITUIATHI pabOTHHKAM JIEHEKHON KOMIEHCAHH | ap.

- KOHTPOIIb TICPEHOATOTOBKH PAaDOTHHKOB, COCTABIEHHE COBMECTHO € METOMMCTOM IUIAHOR
TOBBIICHAS KBAIN(DHKANMH U KOHTPOJIb HX BBITIOTHEHUS.

- IOKyMEHTalnbHOe 0(hopMIEHHE HOOMIPEHHI, AHCUMILUTHHAPHBIX B3BICKAHWH, OTCTPAHEHHS OT
paboTLl:  MOATOTOBKA  AOKYMEHTOB IS npejictasinesust  pabOTHHKOB K TIOOMIPEHHSM,
AOKYMEHTHPOBAHHE MPOLEIYPBl MPUMEHEHHS B3bICKAHMH (J10KNa/Hbie 3AMUCKH, OOBICHUTEIILHBIC
3aMUCKH, aKThl, IPUKA3EI U 1Ip.).

-OoprabHu3anusa ITPOBEJICHHUA aTTECTaAllHuH pﬂﬁOTHHKOB, €€ MCeTOJ/IHYEeCKOoe | HHd)OpMaIIPIOHHOG
obecnieuenue.

- y4eT padouero BpeMeHH.

- obecrieyenne KOHPHAESHIHATHHOCTH NePCOHANBHBIX JIaHHBIX pabOTHUKOB, TpakIaH B
COOTBETCTBHH C TPEOOBAHUAMH POCCHIICKOTO 3aKOHOAATEIBCTEA U TOKATLHEIX HOPMATHBHEIX aKTOB, H

ap.

Crenuajinet mo Kaapam J0/KHBI 3HATE

- TpYAOBOE 3aKOHOAATENbCTBO Poceuiickoii ®enepanmn;

- 3aKoHojatenbeTrO Poceuiickoii Meneparmu o MEPCOHATBHBIX JAHHEIX,

- TOKAIIbHO-HOPMATHBHbIE aKThI TEXHHKYMA;

-MOPANIOK  OOPMIICHHS, BEACHUA W XPAHCHNUS AOKYMEHTALlMH, CBA3AHHON ¢ KaJpamu
H HX JBHIKEHHEM;

- MOPAJ0K COCTABICHHS OTUYETHOCTH 110 KA/IPaM;

- CTPYKTYpy, mrTarHoe pacnwcanie Texuukyma;

- HOPMBI 3THKH U JIeJIOBOTO OOLIEHHS,

4.3. DyHKIHH WPHCKOHCYILTA:

- pa3palaTkIBaeT 1 NPHHUMAET y4YacTHe B pa3paboTKe JIOKYMEHTOR NPaBOBOro XapakrTepa.

- KOHTPOIHMpYET NpaBoBYyI0 pabory TexHHkymMa M OKasbiBaeT NpPAaBOBYIO NOMOIIb €ro
CTPYKTYPHBIM IONPA3/ICICHHSAM,

- TOArOTABRIMBACT (COBMECTHO € JIPYFHMH TOAPA3leNeHHsIME) MPABOBEIE MaTepHaTbl IS
HIEpeaati WX B Cyl, CICACTBCHHBIE W CyJeOHbie OPraHbi, OCYIECTBISET YY4eT M XpaHeHHe
HAXO/AIIHXCS B MPOU3BO/ICTBE U 3aKOHYEHHBIX UCTIONHEHHEM CyTeOHbIX 16T

- Y9acTByeT B pa3pabOTKe M OCYLIECTBICHHH MEPONpPHATHIl MO YKpEIUIeHHIO JOIOBOPHOMH,
(pHHAHCOBOH M TPYIOBOH JAMCHHAILIHHEI, 0GECTICUSHHIO COXPAHHOCTH umyiectBa Texuukyma.

- TPOBOMHT HM3ydyenue, ananmus u o0oOuieHne pesyibTaTOB PacCMOTPEHHS TPETeH3Hil,
CyIneOHBbIX e, MPAKTHKA 3aKIOYEHHS ¥ HCIIOTHEHAS JIOTOBOPOB € HEJIbIO pa3padOTKH MpeUiokKeHuil
00 YCTpaHEHHWH BBISBICHHBIX HEAOCTATKOB M VIIy4lleHHH XO3HCTBEHHO-(DHHAHCORON JIESTeILHOCTH
Texnukyma.

- oopMIIsieT MaTepHaIbl O TIPHBIEYCHAH PAGOTHHKOB K JUCIMIUIMHAPHONA W MaTepHalbHOMN
OTBETCTBEHHOCTH, MPOBOJKT CyKeOHEIE MPOBEPKH.

- KOHTPOJHMpPYET CBOCBPEMCHHOCTL TPEICTABICHUA CTPYKTYPHBIMH MOApa3eleHHAMHU
Texnrkyma cnpaBok, pacdeToB, 0OBLSCHEHMH u APyrux MaTepHalor JUis MOJTOTOBKH OTBETOB HA
[IPETEH3HH.

- MOATOTABIHBAET (COBMECTHO C JPYTUMH TOJPA3NENeHHsIMH) IPE/IOKEHAsSE 00 U3MEHEHUH
JCHCTBYIOIIMX WM OTMEHE YTPATHBIIMX CHITY PACHOPSIHTENLHEIX AKTOR M JAPYTHX  JIOKAITBHBIX
HOPMATHBHBIX aKTOB, H3/IAHHBIX B 00Pa30BaTeILHON OPraHH3aH.

-BEJET  padoTy 10 CHCTEMATH3MPOBAHHOMY  y4eTy M XPaHCHHIO JEHCTBYIOIIHX
SAKOHOIATCTBHBIX HOPMATHBHBIX AKTOB, MPOU3BOAWT OTMETKH 00 HX OTMEHe, H3MEHEHHSX MU
JONOJTHEHUAX, HHPOPMHUPYET 06 3TOM PYKOBOIHTENEH CTPYKTYPIHLIX IOAPA3/ICICHHH eClid 3TO BIUSET
Ha HX JIEATeTbHOCTE H paboTy CTPYKTYPHOTO TI0/1pasieeHus.

- 00ecreyuBaeT CBOCBPEMEHHOE COCTAR/IEHUE YCTAHOBICHHOH OTUETHOCTH,
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- BEACT HMHYIO [CATCIBHOCTb, CBA3AHHYIO C aHATM30M M HPHMCHEHHEM JACHCTBYIOLIETO
3akoHozatenseTBa Poceuiickoin deaepanun.

HpucKoBCY LT T0JBKEH 3HATE:
- 3aKOHOMATENIbHLIC AKTEHI, PETTIAMEHTUPYIONIME 3 IMUHHUCTPATHBHO-XO3MMCTBEHHYI0O B (HHAHCOBYIO
JNEATENBHOCTD T €XHUKYMA.
- TOKAIBHO-HOPMaTHBHLIE aKThl TeXHHKyMA.
- MCTOJAMUECKHE M HOPMATHBHBIE MATEPUAlIL N0 TIPABOBOH JACATEIHHOCTH.
- TPaXKAHCKOE, TPyA0BOE, PHHAHCOBOE, AMUHUCTPATHRHOE IIPABO.
- HAJIOTOBOE 3aKOHO/1ATE/ILCTRO.
- TOPANOK 3aKIOYCHUs # OQOPMIEHHS XO3SHCTBEHHBIX JIOTOBOPOB, TapU(HBIX COTIANIEHHIL.
- HNOPATOK CHCTEMATH3AUWHK, y4YeTa W BEACHUA UPABOBONH JIOKYMEHTAIMM C HMCIOIL30BAHHEM
COBPEMEHHBIX HHOPMAUMOHHBIX TEXHOIOTHIA,
- OCHOBBI SKOHOMMKH, OPTAaHM3ALHA TPY/a M YIPARICHHS, [TPABHIIA H HOPMBI OXpanbl TPY/IA.

4.4. Dyuxumm 10KyMEHTOBEA:
- OPraHu3alMsg JOKYMEHTAlMORHOI0 o0ecieuenus TeXHuKyma,
-KOHTPOJIb 3a COOOAEHUEM HopsiKa ohopMIeHUs, KIacCH(DUKALMH B XPAHEHUS JOKYMEHTOR;
- AMHHHCTPHPOBAHME TIPONECCOB H IOKYMEHTO000POTA, 1IPE/ICTABICHHE JOKYMEHTOR 110 TIEPCOHATY
B TOCY@pCTBEHHBIE OPrafbl 10 3a1pocam;
-~OpPraHM3yeT XpaHeHHe 1 00CCIICYMBAET COXPAHHOCTE JOKYMEHTORB, IIOCTYIHBIINX B aDPXHB;
-ONTHMH3ALMS COCTABA JIOKYMEHTOB TeXnukymMa B COOTBETCTBHI ¢ HOMEHKIIATYPOW;
-[UIAHHPOBAHME M NOCTPOCHUE €IMHOM CUCTEMB! XPaHERHS JOKYMEeHTAIbHOTO Qona Texnukyma.

JoKyMeHTOBE A0JUKEH 3HATE:

- 3aKOHO/ATEe/IbHBIE M HOPMATHUBHBLIE TPABOBLIC AKTBI, [OCTAHORJICHHUS, PACHOPSIKEHUS,
IIPHAKa3skl, APYrHe PYKOBO/UIIHE M HOPMATHBHBIE JOKYMEHTHI BBILECTOSIINX OPraHoB, Kacarolnecs
JOKYMEHTAUHOHHOIO obeciedenus IesTensHocTi [ exuukyma;

- MCTO/Ibl HCCHEAORAHMSA, aHAIIM3A, [IPOCKTUPOBAHNS U PA3BUTUS JOKYMCHTALMOHHBIX CHCTEM;
NOpAIOK OQOPMICHHS, KIACCHOUKAIMN, XPAHEHHs, 3KCHCPTH3LI LEHHOCTH [OKYMEHTOB, ApYrHe
PYKOBOJSIIME MaTepUalibl ¥ JOKYMEHTBI 10 BEJICHUIO aPXUBHOTO JIC/Ia B YUPEHKIEHHH;

- OpraHM3aluio apxXUBHOIO [Cja: MOPAJOK TpHEMa M Claud JOKYMEHTOB B dpXHB, HX
XPaHEHHE M TIOTB30BAHHE MMM, EIMHYIO I'OCYAAPCTBEHHYIO CHCTEMY JICIONPOM3BOJICTBA; MOPSIOK
COCTABJIEHMS OTIUCAHMHU JIOKYMEHTOB HOCTOSHHOTO U BPEMEHHOTO XPAHEHM U aKTOB 00 YHHUTOKCHHH
JIOKYMEHTOB; HOPAA0K OQOPMIECHHS el B MX HOATOTOBKH K XPAHEHHIO W MCHOJIL30BAHUIO, TTOPSI0K
BEJICHUSA yHETa M COCTABIICHUS OTYETHOCTH; CTPYKTYPY YUPEKICHHS;

- IpaBHJIa BHYTPEHHErQ TPYAOBOTO PAcopsIiKa, IPaBuiId U HOPMBI OXPaHbl TPYIA.

4.5. DyHKUHH cEKpeTaps PYKOBOAHTEIN:

Opranusanuonnoe, JOKYMEHTAUHOHHOE M MHPOPMAUMONHOE OOECHEYCHUE ACATEIBHOCTH
nupexropa Texnukyma:

- OKa3aHHe NOMOIMH B NJIaHUPOBAHUH pabovuero BpeMeHH;

- opranu3anys Teae(oHHBIX IePEeroBOPOB;

- paboTa ¢ NOCETUTENISIMU B IPHEMHOM;

- OpraHu3alys MOArOTOBKH, NpPOBEACHMA W OOCHYMKHBAHUA MEpPONpUsSTHH B KaOunere
JIMPEKTOpa;

-OpraHM3alKsl UCIOIHCHUA PEIICHUH, OCYLICCTBICHHE KOHTPOJS HCIOIHEHUS TOPYYEHHH
JIMPEKTOpa;

-coctanienne 1 0oopMIeHHE HEOOX0MMON TOKYMEHTALHH;

-Oprauu3aims XpaHeHus JOKYMEHTOB B [IPHEMHOI;

-obecneuenue aupexropa Texuukyma wapopmanmei;



-opraHu3anns HHOOPMAIMOHHOTO B3aUMOJEHCTBHS AHPEXTOpA ¢ MOJIPA3/IC/ieHHAMH |
JOIKHOCTHBIMH THHAMK TexHuKyMma;

- OTIIpaBKa KOPPECIOH/IeHIIHH;

- OATOTOBKA /€N JUIsl [IepeJayy B apXuB, U ap.

Cekperaph pYKOBOJIHTENHA 10/ZKEH 3HATE:

-OCHOBHI 3akoHoAatenseTBa Poccuiickoi @enepannu;

- PYKOBOISIIMA cocTaB TeXHHKYMA U €ro 1oJpas/ieneHuii;

- NIPHHIMIILL, C0COOB HHOOPMHPORAHHS COTPYIHHKOB; -

- 3THKY JICIOBOTO OOINEHNs M MPABNTIA NPOBEACHUS JEJIOBIX 11EPErOBOPOB;
- MpaBHIA JIETOMPONU3BOJICTBA U JOKYMEHTAIBHOTO OQOPMITEHHS.

5. lpasa oraena

Jlis oDecnievenus BBIOAHEHHS BO3IOKEHHBIX HA OT/EN [0 OPraHH3alMOHHO-KAIPOBOH H
npaBoBoi paborte 3ana4 U GyHKIMH, COTPYTHUKH OT/IENA HMEIOT NPaBo:

5.1, 3anpammBath W NOJYYaTh W3 CTPYKTYPHBIX TI0Jpa3/ieeHuii HHPOPMAIHIO, HEOOX0HMYIO
JUIsS OCYINECTBJIEHHA CBOEH NesTeNbHOCTH, HeoOXoauMble Nannbie 0 pabOTHHKAX, MPH NpHeMe Ha
paboTy M nepemMenienusX paboOTHUKOB - MHEHHE PYKOBOJUTENEH COOTBETCTBYIOIINX TOApa3AesieHi 0
LenecooOpazHOCTH MpeTaraeMbiX KaJIpoBBIX MepecTaHOBKAaX.

5.2. llpuaaMaTte yuacTHe B COBENIAHHAX [l PACCMOTPEHHS BOIPOCOB, OTHOCSILIKHXCA K paboTe
oTaena.

5.3. BHOCHTH TNpeIOKeHHs! 110 COBEPHIEHCTBOBAHMIO PabOTHl TEXHHKYMa W CTPYKTYPHBIX
noJipasiesieHnii 1o BONpocam KaJiporoii padoTsl.

5.4. BHOcHTHL HAa PacCMOTPEHHE PYKOBOICTBA TPEACTABIEHMS O MOOMPEHHH M HAIOKEHWH
B3BICKAHHWI1 HA COTPYIHUKOB OT/IENA.

5.5. BHOCHTL NpeNOKeHUsi PYKOBOJCTBY O NPHMEHEHHH Mep OTBETCTBEHHOCTH B Cliyyae
HapyuieHus pabOTHMKaMHM CTPYKTYpHBIX nojpazieneHdi [lpapun BHyTpenHero pacropsixa,
JUCLMIUTHHE] TPY/a U Jp.

5.6. JlaBath pyKOBOAMTENSIM CTPYKTYPHBIX MOJpa3ieneHuii oOs3aTenbHble UIS HCIOTHEHUs
yKa3aH#sl 110 BONPOCAM, OTHOCSIIMMCS K KOMIIETEHITMI OTIeNa.

5.7. TpeGopaTh OT pPYKOBOJCTBA CO3/IAHWUS HEOOXOAUMEIX YCIOBHH JUIS  BBIOJIHEHMS
byHKIHOHATEHBIX 00g3anHOCTelH W KadecTBeHHOH paboThI OTeNA.

5.8. Tpebosarbs npu npueme Ha paboTy W B JIPYrHX VCTAHOBIEHHBIX 3aKOHOAATEILCTBOM
Poccmiickoii enepaiu cayyasx [pefoctaBieHns pabOTHHKAMH COOTBETCTBYIOIIHNX JIOKYMEHTOB
(TPYIOBBIX KHHIKEK, JIOKYMEHTOB 00 00pa3oBaHHH, CTPAXOBOTO CBHIETENLCTBA TOCYIAPCTBEHHOTO
MEHCHOHHOTO CTPAXOBaHUA, BOGHHOTO OHIeTa, CIPaBKYU O HANKUYHH (OTCYTCTBHH) CYAMMOCTH U T.IL.).

5.9. 3anmpamwuBaTte B APYTHX CTPYKTYPHBIX MOAPA3IENeHHIX H CTOPOHHMX OpIaHM3alnsgx
uHpopMaIHio, HeoOXOAUMYIO ISl KAJAPOBOT0 COMPOBOKACHUS IEATEIHHOCTH.

5.10. IlpuocTanapnuBaTh NPOXOMNAEHHE TOKYMEHTOB, CBA3AHHBIX C HPHEMOM, YBOILHEHHEM
pabOTHHKOB, 3aKIFOYEHHEM TPYJIOBBIX JIOTOBOPOB B CHy4Yasx HX HECOOTBETCTBHS TPYAOBOMY
3aKOHOAATENBCTRY, M BHOCHTE COOTBETCTBYIONIME MTPE/UIOKEHUS 110 TPUBEACHUIO UX B COOTBETCTBHE C
HOPMATHBHO-ITPABOBLIMH aKTaMu JaupekTopy Texuuxkyma;

5.11. Ilposepsate cobmozaenne paboTHHKaMHM (QUIHATA JHCHUIUIMHBL TPyJa H TPYIOBOTO
pacropsiika;

5.12. BHOCATL HA pacCMOTpEHHE MUPEKTOpa MPeUTOKEeHHA 110 OpraHu3aiiii Tpy/a B paMKax
CBOMX TPYAOBLIX (hyHKLIHIA.

6. B3auMOOTHOMEHHS CO CTPYKTYPHBIMH N0APA3/Ie/IeHHIMH

6.1. Jlna pemonnenuss (QyHKIMHE W peanuzamu| TpaB, TPELYCMOTPEHHLIX HACTOSIHM
[TonoxkenneM, OT/iel MO OPraHU3alHOHHO-KAAPOBOH M TpaBOBOif paboTe B3aMMOJIEHCTBYET CO
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CIPYKTYPHBIMH TOAPA3ACJICHUIMH H JIOKHOCTHBIMM JIMIAMH (ITOCPEICTBOM 110J1yYeHus/TIepeiaun
JOKYMEHTOB/uH(opMaLium).

6.2.  Marepuaipio-Texuuueckoe,  MHQOPMAHONHOE,  AOKYMEHTAILHOE, lIpaBoOBOE,
TPAaHCTIOPTHOE M CONMATLHO-ObITOBOE  ofecneuene NeATETBHOCTH OTHENa OCYIIECTBISETCS B
YCTAHOBJICHHOM NOPAZKE H 0DCCIEUHBACTCS COOTBETCTRYIOMIMMH [10PA3/IETCHUSMH TEXHUKYMA,

6.3. Otzen Moxer UpHBIEKaTh A OCYHIECTBICHHS OTAETBIBIX pador cHenuHaliucToB H3
APYTUX CTPYKTYPHBIX NOIPa3/iC/ICHUI.

6.4. Ilo Bonpoca™, OTHOCAIINMCS K €0 KOMIETCHIMH, OT/IE] OKAIBIBAET COACHCTBUEC BeeM
IOIpa3/ICliCeHHIM TeXHUKYMa.

7. OTBETCTBEHHOCTH 0T/IE)Ia

7.1. Bcio NONHOTY OTBETCTBEHHOCTH 34 KAayecTBO WM CBOEBPEMEHHOCTE  BBLIIOJIHEHHSA
BO3JIOXKEHHBIX HacTosuM [lonokennem na oTae 3a1ay u GyHKIMH HECET HAYAILHHK OT/Iena.

7.2. CreneHb OTBETCTBEHHOCTH APYIUX pPaGOTHHKOB YCTAHABIMBAETCH JIOMIKHOCTHBIMMU
HHCTPYKLMSAMMU,

8. Ilopsiaok BHeceHHn M3MEREHMIT M OO IHEHMI

8.1. Msmenenus u pononuenus s llonoeHue 00 oTAene BHOCSTCS HPHKA30M JUPeKTOpa
Texnukyma 1o npencrasienuo HaYATBHAKA OTACIA.

8.2. HacTosuiee nmosio)XeHHe BCTYHACT B CHIIY € JAAThi TOAACAHUS JUpeKTOpoM TexHukyma
COOTBETCTBYIOILETO MPUKa3a 0 JCHCTBYET 10 €70 OTMEHBI,



