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1. OGune nosoxkenus

1.1. Hactosmee nonoxenune onpejensier HasHa4YeHue, 33/1a4M, PyHKIUH, [IpaBa, oT-
BETCTBEHHOCTDL M OCHOBBI HesiTelbHOCTY Kaklendpun Camapcekoro dumuana ®IBOY BO
«BI'YBT».

1.2. Kanuensipus ocyuiectsisiet JMOKYMEHTAUHOHHOE O0ecIieYeH’e NesiTeIbHOCTH
OpraHu3alUuH.

1.3. KaHnensipus siBisieTess caMOCTOATE N bHbIM CTPYKTYPHLIM HOApa3AeleHHEM opra-
HHU3ALMK 1 TIOMUMHACTCS HEMOCPECTBEHHO 1MPEKTOPY (hHIIMAa OpraHU3aIHH.

1.4. B cBoeii nestensnoctr kanuesnspis PYKOBOACTBYETCS MeHCTBYIOIMM 3aKOHOa-
TENLCTBOM, HOPMATHUBHO-IIPABOBBIMM aKTAMM U METOMHYECKUMH MarepHallaMH B 00J1acTH
ACJIOTIPOM3BOLCTBA H ADXMBHOTO J1eJ1a, OPIaHU3alHOHHO-PACTIOPS IHTENLHBIMH JIOKYMEH-
TaMU CaAMOM OPraHU3aIHK ¥ HACTOSIIINM [10J10KEHHEM.

1.5. JlesITeNIbHOCT KaHUEMAPHU OCYINECTBISETCS HA OCHOBE TEKYILEro M Ilepcerex-
THBHOI'O TUIAHUPOBAHUsI, COYETAHUS €AMHOHAYAIIMS B pPEIICHHH BOIIPOCOB CIIYKeOHOH
ACATCILHOCTH 1 KOJIJICTHANILHOCTH NPH MX 0OCYKIEHWH, IEPCOHATBHON OTBETCTBEHHO-
CTH pabOTHHUKOB 33 HaJNEeKalIEe HUCIIONHEHNE BORTOKEHHBIX HA HUX JOJDKHOCTHBIX 00s1-
3aHHOCTEH M OT/ICJIbHBIX IIOPYUCHUH 3aBeyI0IIEr0 KaHLEeIspyUei.

1.6. 3aBenyromumii kanueaspueii u Apyriie padOTHHKH KaHLENSPHH HA3HAYAKOTCH Ha
AO/DKHOCTH M OCBOOOMKIAOTCS. OT 3aHUMAEMBIX OKHOCTEH [IPUKA30M PYKOBOIHTENS
OPraHM3alHH B COOTBETCTBUH C NEHCTBYIOLIMM 3aKOHOIATENLCTBOM PoccHiicKoii Deje-
paumu.

1.7. Kanudukannonusie tTpeGoBans, (DYHKOMOHANIBHBIE 00A3aHHOCTH, MpaBa, OT-
BETCTBCHHOCTDL 3aBEAYIOMIEr0 KaHUENspHeld U Apyrux pabOTHHKOB KaHLENIpuu perna-
MEHTHPYIOTCSL NOJDKHOCTHBIMH HHCTPYKLIMSAMM, yTBEpPKIAeMbIMH pyKoBoaHTeneM opra-
HU3aLH K.

1.8. KaHnensipuro Bo3rmasnsier 3aBe/LyIONIH KaHLesIp1eH, Ha JT0DKHOCTh KOTOPOTo
HAa3HA4aCTCA Lo, HMEIOLIee cpefiHee npodeccHonanbHoe 06pa3oBande Ge3 IIpe/1bsBIie-
HUSL TpeOOBaHMI K CTaxy paboThl WM HAYATLHOE npodeccruoHanbHoe 00pa3oBaHue U
CTaK paboThl M0 CHIECUUATBHOCTH HE MeHee 3 JieT,

1.9. B nepuon orcyTerBus 3aBemytonero KaHLeIsIpUend ero 00I3aHHOCTH UCTIOJTHSET
€ro 3aMECTHTeNb (IIPU ero HATMYUH) MM JIpy ol pabOTHHK, Ha3HAYCHHbIH NPHKA30M py-
KOBOJIMTEJII OPraHH3aliMu.

1.10. 3aBenyrommii kanuenspueii uiu JIITIO, UCHONHsIoUIee ero 00s3aHHOCTH, UMe-
10T NpaBO NOATMCH NOKYMEHTOB, HaMpaBigeMbIX OT HMEHH KaHUEJIAPHH MO BOINpocam,
BXOJSILMM B €€ KOMITETCHLIHIO.

1.11. Kannensapus ocyuiecTBIsieT cBoo /esTeTpHOCTE BO B3aUMOJICHCTBUM C APYIH-
MH CIy’KOaMH M CTPYKTYPHBIMM MOIPAs/ielie M OpraHu3aluM, a TakkKe B Ipejeax
CBOEi KOMIIETEHIIMU CO CTOPOHHMMH OPraHU3aIHsIMA.

Bun nokymenta Mus. No |  Bepeus Hsmenenne anera Crp. 3
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1.12. 3a menajumexanice wenonHenne JIOJDKHOCTHBIX 00s13aHHOCTEH U HapyuicHue
TPYJAOBOH TUCUMITHHBI pabOTHUKH KAHIEIAPIU HECYT OTBETCTBEHHOCTD B MOPSJIKE, Npe-
AYCMOTPEHHOM JeHCTBYIOIIMM 3aKOHOIATE LCTBOM.

1.13. Hacrosiimee nonoxenwe, CTPYKTYpa ¥ IITaTHOE pAaclUCaHWe KaHLEIAPHHU yT-
BEPIK/IAIOTCST PyKOBOAMTENIEM OPraHM3aliHy,

2. OcHOBHBIE 321241 KAHIeASPHH

2.1. CoBepuICHCTBOBAHHE CHCTEMBI [1€/10TIPOH3BO/CTBA B OpraHH3allvu.

2.2, ONTHMH3ALHS CHCTEMbI JAOKYMEHTOOOOpPOTa B OpraHU3alHH.

2.3. Opra13alnoOHHO-METOMYECKOE Py KOBOICTRO, KOOpAHHALMUA U KOHTPOJb Jes-
TEALHOCTH CTPYKTYPHBIX MOApa3AeNeHnii opraHu3aluy o BOIpocam JETIOTIPOU3BO/ICTBA
U apXMBHOI'O Jieia.

2.4. Iloaroroska M oGOPMIICHHE [OKYMEHTOB B COOTBETCTBHH C JNEHCTBYIOLIHMHU
CTaHIapTaMH U MpaBHIIAMH.

2.5. KOHTPO7b Ha/i IPOXOKAEHHEM U HCTTOTHEHHEM TOKYMEHTOB B OpTaHU3alHH.

2.6. BreapeHHe HOBBIX METOIOB OpPIaHN3aIMH JIeJIOTIPOM3BOJICTBA, B TOM YHCJEe Ha
OCHOBE MCTI0J1b30BAHUS COBPEMEHHbBIX HH()OPMALIMOHHBIX TEXHOIOIUIL.

2.7. TloBbllIeHHE YPOBHA TOATOTOBKH pabOTHHUKOB OpraHu3alMK B 06IAcTH 1e10-
TTPOM3BOJICTBA.

2.8. Pellenne uHEIX 3a1ay.

3. OcnoBHbie GyHKnuHN KaHUeJsIPHM

3.1. lokymeHTaunOHHOE Obecriedenye IesTeIbHOCTH OpraHM3aIuH,

3.2. CpoespemMenHast 06paboTka nocTynamomeii 1 OTIIPABISEMOM KOPPECTIOH ICHIIHH,
JOCTaBKa ee M0 Ha3HAUYEeHUIO.

3.3. KoHTpob Hag cpoKaMH UCIIONHEH s IOKYMEHTOB M MX NPaBUIIBHEIM o(opmIe-
HUEM.

3.4. Perucrpaums, y4er, XpaHenue u epejiada B COOTBETCTBYIOIIHME CTPYKTYPHbIE
HONPa3/eNCHHUsl IOKYMEHTOB TEKYIIEr0 JIe/I0NPONU3BOICTBA, B TOM YHCITE IIPUKA30B U
PacIOPsKEHUi PYKOBOACTBA OPTaHu3aLiy, (hOpMHUPOBAHKE e M C1aua UX Ha XpaHeHHe.

3.5. Obecneuernue paGOTHUKOB CITyKGbI JIEJIONIPOU3BO/ICTBA HEOOXOJIMMBIMU HHCT-
PYKTUBHRIMU U CHDABOYHBIMU MaTepHalami, a TaKKE HHBEHTapem, 000pyI0BaHueM,
OPITEXHMKOH, TEXHUYECKMMH CPEACTBAMH yIIPABIEHYECKOTO TPYZIa.

3.6. Metonnyeckoe pyKOBOACTBO Oprammsalueii A€JIONIPOM3BOICTBA B TOpas/iene-
HUSX OpTaHM3alMK1, KOHTPONb HA TPAaBMIILHGIM (HOPMHPOBAHUEM, XpaHEHUEM W CBOe-
BPEMEHHOHW clauycif eyt B apXMB, MOAMOTOBKA CIIPABOK O CODJIIOAEHMH CPOKOB HCIONHE-
HHUs JIOKYMEHTOB.

3.7. Tle4aTs 1 pasMHOMEHHE CTyKeOHbIX | [OKYMEHTOB.

3.8. Y4acTHe B MOIATOTOBKE CO3BIBAEMbIX PYKOBOJCTBOM OpPraHH3ALMK COBEILAHMIA,

Bun nokvmenra His. Ne H—::-guﬂ [ Hamenenue nucra Crp. 13
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OPTAHM3ALAT HX TEXHHYECKOro 00CIy)MBaHs, OhOPMIEHHe KOMAHIMPOBOYHbIX JIOKY-
MCHTOB, PETUCTPAllUA PaOOTHHUKOB, MPUOLIBAIOIIHX B KOMaH/IMpOBKY.

3.9. TlogroroBka W mpexncrasieHie PYKOBOJICTBY OpraHusalMu WHO)OPMAlMOHHO-
AHAINTIHECCKUX MAaTEPHATIOB O COCTOSHUM 1 [1ePCTIEKTHBAX PA3BUTHS JIOKYMEHTAI[HOHHO-
ro obecredeHus IesTe/IbHOCTH OPraHH3alliH U HCIIONHUTENbCKOMN JMCIHILIUHEL

3.10. Yuactre B npenenax cBoe# KOMIETCHINH B MOATOTOBKE U UCTIOJIHEHHH YIpaB-
TICHYECKHX PCIIEeHMH PYKOBOJICTBA OPTaHH3al 1M,

3.12. OcymecrpieHue B npeaenax croeii KOMIIETEHIIMH MHBIX QYHKIUI B COOTBeT-
CTBHH C HA3HAUYCHHEM H 3a/la4aMH OpraHu3atiii.

4. Ilpaga KaHLUeJSAPHH

4.1. Kanuenspus umMeeT npaso:

- MOJY4aTh MOCTYMAIOIINE B OPraHu3aliii) J0OKYMEHTBI W HHbIE MH(QOPMAIIHOHHEIE
Marepuaibl o CBOEMY MPOMUINO ATENEHOCTH 171 03HAKOMIICHHS, CUCTEMATHU3MPOBAH-
HOro y4era v UCIIOJIb30BaHus B pabore;

- 3allpallliBaTh W IONy4aTh OT PYKOBOJICTBA OPraHU3AlMH U ee CTPYKTYPHBIX MOJI-
pasneneHuit THHOPMALUIO, HEOOXOAUMYIO /1715 BhIIONHEH 1S BO3JIOJKEHHBIX Ha Hee 3ajiay
1 (QyHKUHH;

" OCYIUECTBJIATE B MpENeNaX CBOCH KOMIETEHIHH MIPOBEPKY M KOOPAHHALIMIO zes-
TETLHOCTH CTPYKTYPHBIX NO/Ipa3AeieHHH OpraHu3aL|K Mo BOMpOcam JIeTIOTIPOU3BO/ICTBA,
O pe3ynbTaTax NpoBEPOK JAOKIA/IbIBATE PYKOROICTBY OpraHM3alliu;

- BOSBpAlllaTh UCTIOMHUTRIISIM HA NopaboTky ohopMIeHHbIE ¢ HapYIIEHUEM YCTAHOB-
ICHHBIX TIpaBUJI TPOCKTHI JOKYMEHTOB, 1aBath PeKOMEHIAIHH 10 YCTPaHEHUIO BhISBIIEH-
HBIX HE/IOCTaTKOB;

- BHOCHTb TIPEUIOKEHHUS 110 COBEPIICHCTBOBAHHIO CUCTEMbI AENONpPOU3BOACTBA B Op-
raHu3aImu;

- YHacTBOBATH B NOAOOPE W PACCTAHOBKE KAPOB MO CBOEMY TPODUITIO [esATeTbHO-
CTH;

- BHOCUTB IPCATIONKCHUS PYKOBOJCTBY OPraHMU3aLlAW MO TOBBILIEHUIO KBaIM(HKa-
LMW, NOOIIPEHUIO W HATTOXKEHUIO B3bICKAHWH 14 PabOTHHKOB KaHLENSAPUH;

- YHaCTBOBATE B COBEIUAHMAX MIPH PACCMOTPEHHH BOMPOCOB, OTHECEHHBIX K KOMIIE-
TEeHIHH KAHLEISIPHH.

S. OTBeTCTBEHHOCTD
5.1. BClo NOAHOTY OTBETCTBEHHOCTH 32 KAYeCTBO M CBOEBPCMEHHOCTE BBITOJTHCHUS
BO3JIOXKCHHBIX HAacTOAINM [lonoxeHnem Ha kaHuenspHio 3a1a4 u (byHKUMIT HeceT 3aBe-
AYIOLIUHA KaHLemspyei.
5.2. 3apenyrouuit Kanuenspueii Hecer MEPCOHAIBHYIO OTBETCTBEHHOCTD 3a:
- OpraHM3alMio paboTel KaHUENApHH, CBOCBPEMEHHOC W KBATH(PULUPOBAHHOE BbI-

lonowenne o noapazsenennn I 1 y 6 10
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MOMHEHUC TIPHKA30B, PACHOPSKEHUH, NMOpyeHHil BBIIECTOAIIETO PYKOBO/ICTBA, JCHCT-
BYIOLIMX HOPMATHBHO-TIPABOBBIX AKTOB M0 CEOEMY HPO(HUIIIO AESATEIBHOCTH:

- pauMoHaNbHOe U ()(MEKTHBHOE HCMONB30BAHHE MATEpPHABHBIX, (buHaHCOBBIX M
KaJIpOBBIX PECYPCOB;

- COCTOAHHE TPYNOBOH M UCMIONHUTENLCKOH JUCLHITHHEBL B KaHIIEeISIPUM, BBIIOIHE-
HUe ee pabOTHUKAMH CBOUX (DYHKIIHOHATHH bIX obs3aHHOCTE}H;

- CoOMIONeHre PaBOTHUKAMMU KaHUE SIPHI [IPABHIT BHYTPEHHEr0 pacropsaka, caHH-
TapHO-NIPOTHBOSMHACMHYECKOTO PEKUMA, ITPOTHBOMONKAPHONH GE30MacHOCTH M TeXHUKH
0e30macHoCTH;

- BEACHHE NOKYMCHTaLWH, IPEeIyCMOTPEHHOH JIeHCTBYIONIMM 3aKOHONATEIbCTBOM
PO;

- IPEAOCTABIICHHE B YCTAHOBIEHHOM I10DSIIKE 1OCTOBEPHOM CTATUCTHYECKON M MHOMN
MH(DOPMALIHH O [eATeTbHOCTH KAHIRIIAPHI.

5.3. CreneHb OTBETCTBEHHOCTH JAPYriX pabOTHHKOB KaHLIEJIAPUN YCTaHaBIIMBAETCS

HJOJIZKHOCTHBIMHM HHCTPYKIIHAAMU B COOTBETCTBHUH C llef;]CTBnyI]_IHM 3dKOHOAATENBbCTBOM
P®.

Bua aokymenra Hus. Ne | Bepens Msmenenue nucra Crp. H3
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