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1. O0umue noJ1oKeHus

1.1. ITonoxenne «O xanuenspuun [ BIIOYBO «Bunagumupckuit  0a30Bbli
MEJUIIMHCKHHA KOJue/K» (fanee no texcty — [lonoxkeHue) onpenenser Ha3HaYeHUE,
Henu, 3anadyd, GyHKLUAWA, T[paBa, OTBETCTBEHHOCTbh W OCHOBBI JI€SATEIbHOCTH
Kanuensipuu.

1.2.  Kanuensipus ABJISAETCS CaMOCTOSI TEIIbHBIM CTPYKTYpPHBIM
noapazaenennemM [ BIIOYBO «Bnagumupckuit 0a30BbIH MEIUIUHCKUNA KOJUICK»
(Iajnee — KOJUIEK ), OCYUIECTRIISIIOIIMM OpraHu3alluio paboThl C JOKYMEHTaMHU.

1.3.  Kanuenspus Konnemka umeet COOCTBEHHYIO Me4aTh. )

1.4. B cBoeii nesrenbHocTi Kanuensipus pyKoBOJICTBYETCS: 5

- 3akoHojaTennCcTBOM Poccuiickoit Denepanumn B chepe uHbOpMaIUy,
JOKYMEHTAallMH, TOCYAapCTBEHHBIMU CTaHAApTaMU Ha JOKYMEHTbI, HOPMAaTUBHBIMU U
METOJIMUYECKUMH JIOKyMeHTaMu PocapxuBa 1Mo Bompocam oOpraHu3alud padoTel ¢
JIOKYMEHTAMH ¥ ApXMBHOT'O XPaHEHHs;

- 3aKOHOJIATEILCTBOM O TPYJIe U oXpaHe Tpyja PD;

- Ycrasom Konemxka,

- MHCTPYKITHUEH 110 JOKYMEHTALIMOHHOMY O0ECTIeYeHUIO J1€SITEIbHOCTH
Konnenxa;

- IpUKa3aMH ¥ pacriopsikeHussMu aupekrtopa Kostenxka,

- HacTosiuM losoxenuem.

1.5. JleAaTenbHOCTh KaHUEISPUM OCYIIECTBISIETCS HAa OCHOBE TEKYILEro u
MIEPCIIEKTUBHOTO TIJIAHUPOBAHUSI, COUYETAHUs €IMHOHAYAJIMSI B PELIEHUH BOIIPOCOB
CITy)keOHOM JeSITeIbHOCTH U KOJUIETHAJIbBHOCTU TIPU MX 00CYXJI€HUM, TIepCOHAIbHON
OTBETCTBEHHOCTH pa0OTHHUKOB 3a HaJJiexKalllee MCIOJHEHHE BO3JOKEHHBIX Ha HHUX
JOJDKHOCTHBIX 0053aHHOCTEHN U OT/ICJBbHBIX OPYYEHUN AUPEKTOPA.

1.6. KaHuensipusi OCyuwIe€CTBISIET CBOIO AEATEIBHOCTh BO B3aUMOJEHCTBUU C
JNPYTUMU CTPYKTYPHBIMH MOJAPA3IECICHUSIMUA KOJUIEKA, a TAKXKe B Ipelerax CBOeH
KOMIIETEHIIMU CO CTOPOHHUMHU OPTaHU3aLASIMHU.

1.7. JenonpoussoncrtBo  Kanuensipun  Belercs B COOTBETCTBHM  C
YTBEPXKAECHHON HOMEHKJIATYPOU U MHCTPYKIMEHN IO 1€JI0IIPOU3BOJCTBY.

1.8. 3a HeHajiexaliee HUCIOJHEHWE JIODKHOCTHBIX — O0S3aHHOCTEH U
HapyllIeHue TPYAOBOM JUCUMILUIMHBI paboTHuKK KaHnenspun HeCcyT OTBETCTBEHHOCTh
B MOPsiJIKE, IPEAYCMOTPEHHOM JIEUCTBYIOIIMM 3aKOHO/IATEILCTBOM.

1.9. 3nanue nHacrosuero Ilonoxenus o0s3areabHO ISl BCEX COTPYIHUKOB
Kanuesnspum.

2. CTpykTypa H nopsiioKk opMuUpoOBaHUs KAHUEJIsIPHHU

2.1. Ywucnensslit coctaB KaHUEngpuu onpenenseTcs B COOTBETCTBUU C
3ajauaM U Qynkuusmu  Kanuensipuu, HMCXoAsh M3 KOHKPETHBIX YCIOBHHM U
0COOEHHOCTEH JeITeIbHOCTA KOJIEXKa, U YCTAaHABJIMBAETCS IITATHBIM PAaclIMCaHUEM,
YTBEPIKIAEMBIM JUPEKTOPOM KOJIICIKA.

2.2. Paboruukn Kanuenspuu Ha3HA4YAIOTCS HA JOJDKHOCTH U OCBOOOXKIAIOTCS
OT 3aHMMAEMbIX JJOJDKHOCTEN MPUKA30M JUPEKTOpa KoJUIe/Ka.

2.3. Ha Bpems orcyrctBus corpynnuka Kanuenspun (0o1e3Hb, OTILYCK, IIp.)
ero 00s3aHHOCTH UCTIOIHSET JUI0, HA3HAUYEHHOE B YCTAHOBIEHHOM MOPSJIKE, KOTOPOE



npuoOperaeT COOTBETCTBYIOIIME IIpaBa M HECET OTBETCTBEHHOCTb 3a HaJlIexallee
HCTIOJTHEHNE BO3JIOXKEHHBIX HA HEro 00s3aHHOCTEH.

2.4, Kpamudukauugonueie TpeOOBaHMs, (QYHKUMOHAIbHbIE 00A3aHHOCTH,
npasa, OTBETCTBEHHOCTD pabOTHHUKOB Kanuensipuu pErJIaMeHTUPYIOTCS
JOJDKHOCTHBIMH ~ MHCTPYKLIMSMH,  pa3padaTblBa€MbIMM B COOTBETCTBUM  C
JIEUCTBYIOIIMM 3aKOHOJIATEILCTBOM U YTBEPKIAIOTCS JUPEKTOPOM KOJIIEIDKA.

2.5. Pacnpesenenrie oOs3aHHOCTEH Mexay paborHukamu Kanuenspuu,
YCTAHOBJIEHWE CPOKOB BBINMOJHEHUs pabOT OCYIIECTBISIETCS HEMOCPEICTBEHHO
TUPEKTOPOM B COOTBETCTBUM C JOJDKHOCTHBIMHM HMHCTPYKUMAMHU M HACTOSAIIMM
ITonoxenuem. E &

3. OcnoBuble ueau u 3agauu Kangeasapun

3.1. Ilensto nestensHocTH KaHuensipun ABIIseTCs OpraHyu3alus, KoopAuHalus U
peanu3zanus padoT 1Mo JeTONPOU3BOICTBY.

Ha Kannenspuro Bo3naratrorcs ciaeayroiye 3aj1a4u:

3.2. Opranuzanus genonpousBoacTsa B Konempxe.

3.3. Ofecneuenure €IMHOIO IMOPsAKa JOKYMEHTAIIMOHHOTO oOecrnedyeHus
Komnnemxka.

3.4. Koopaunamuss pabOThl CTPYKTYPHBIX IOJpa3/ie]leHnH 1o pa3paboTke
HoMeHKkJaTypsl Kosutemxka;

3.5. KOHTpOJIb HCTIOJIHEHHS JIOKYMEHTOB U MTOJATOTOBKA K Iepefiaye UX B apXUB.

4. Ocnouple pynxkunu Kanueasipun

Kanuensipust BHIIOIHSET Cleayromue QyHKIUN:

4.1. Benenue nenonpousBojictBa B Kosutemxke.

4.2. ObecrieueHrue CBOEBPEMEHHOM 00pabOTKH MOCTYNAIOLIEH U OTIPaBIsEMON
KOPPECIIOH/ICHIIMM, TIepe/laya €€ B COOTBETCTBUU C IIPUHATHIM pEUICHHEM B
CTPYKTYPHBIE TIO/IPA3/ICJECHUSI WJIM KOHKPETHBIM UCIIOJHUTENEM [l UCII0JIb30BaHus B
nporecce padboThl TMO0 MOATOTOBKM OTBETOB.

4.3. Pabora 1O perucrpauuM, Yy4deTy, XpPaHEHUIO U Ilepejaye B
COOTBETCTBYIOIIME MOAPA3IeNIeHUs JOKYMEHTOB TEKYILETo JeJIOIIPOU3BOCTBA.

4.4. KoOHTpPOJIb 3a CpPOKaMu MCIOJHEHUS JAOKYMEHTOB, HX IIPAaBUJIBHBIM
odopmIIEHUEM.

4.5. PaszpaboTka HWHCTPYyKUMH 110 xenonpousBoictBy B Komrelxke u ux
BHEJIpEHUE.

4.7. llouck M TOArOTOBKAa HMHCTPYKTHBHBIX M CIPaBOYHBIX MaTEpUasos,
HEOOXOIMMBIX JIJI OpraHu3alivu JAe0Npon3BoicTBa B Kosutemxke.

4.8. MeToJIMuecKoe pPYKOBOJACTBO JIE€JIONPOU3BOACTBOM B IOJPa3/IeIEHUAX
Kosnemka, KOHTPOJb 3a NPABWILHBIM  (OPMUPOBAHMEM, XpaHEHUEM Jell U
CBOCBPEMEHHOU Cllauel UX B apXUB.

4.9. PazpaboTka M BHEJIPCHHC HOBHIX TEXHOJOTHYECKHX IPOLECCOB PadOTHI €
JIOKYMEHTaMH, COBEPIIEHCTBOBAHUE aBTOMATU3MPOBAHHBIX CHCTEM M TEXHOJIOIMH (C
YYETOM IPUMEHEHHS CPEJICTB BHIYUCIUTEIHLHON TEXHUKH ).

4.10. Pa3zpaboTka W OCYLIECCTBICHUE MCPONPUSTUH 10  YIYULICHHIO
nesrenpHocTy Kanuensipuu.



4.11. BpinojiHeHHE KOIMMPOBAILHBIX U MHOKHUTEIIBHBIX padoT.

4.12. BrpinonHeHWe MaIMHOMUCHBIX padoT (rpueMm Mmarepuasia s [edaTaHus,
c/laya BBIITOJIHEHHON PadoThI).

4.13. Coop undopmauu ¢ NOApa3AesICHUN KOJISIXKa [l COCTABICHUS 3asABKH
Ha KaHLIJISIPCKUE MPUHALJIEKHOCTH.

4.14.  OcymiecTBiieHde  padoOThl 1O  OPraHU3aALMOHHO-TEXHUYECKOMY
obecriedeHuI0 aIMUHUCTPATUBHO-PACIIOPSAMTEIbHON AEATEIbHOCTH PYKOBOJAUTEIS.

5. Ilpasa Kanueasipuu

»K&HHGHHpI/IH UMeET IIpaBo:

5.1. JlaBare ykazamus nojapazjenenusMm  Komemka 1o BOIIPOCAM,
OTHOCSIIIUMCSA K KOMIIETEHIIMH KAHIENSPUH MW  BBITEKAIONMM M3 (QYHKIUMIH,
NIePEYUCIICHHBIX B HACTOSIIEM TTOJIOKEHUH.

5.2. TpebGoBate u moislydyarb OT nozapasaeneHuil Kosuiempka Marepuaibl,
HEeOOXOJIMMBIE JIJIs1 OCYILIIECTBIICHUS 1€ATEIIbHOCTH KaHLIEISPUM.

5.3. TpeboBaTh NpeaOCTaBICHUS OTYETOB M HMHGMOpPMALUU 00 HCIIOIHEHHH
JIOKYMEHTOB, TOPYYEHUMN U PEIICHUH.

5.4. BosBpamarh MCIOJHUTENSIM JOKYMEHTHI M TpeOoBaTh MX JOPAOOTKH B
cllyyae HapylIeHMs PaBUJl J€JIONPOU3BOACTBA.

5.5. JlaBaTh pa3bsiCHEHMs] M PEKOMEHJALUMU 110 BOIIPOCAM, BXOISALIMM B
KOMIIETEHIMIO KaHLIEJISIPUH.

5.6. OcyuiecTBisTh HMHBIE  IIpaBa, BBITEKAIONIUME U3  KOMIIETEHIIUH
OyXrajtepuu.

6. B3aumMooTHOIEHHUsI CO CTPYKTYPHbIMH nojapasaenennsamu Komanenxa

Jlnst BeInmosiHeHus GYHKIMM U peanu3aluu npas, IpelyCMOTPEHHbIX
HACTOSIIIIUM ToJIOKeHreM, Kanuensipys B3auMOEICTBYET:

6.1. Co Bcemu noapazaeneHusmu Kosuiemka o sonpocam:

- BEJICHMSI JICJIONIPOU3BOICTBA.

- OpraHu3aiy KOHTPOJISI U IPOBEPKHM UCTIOIHCHUS YKa3aHUH KaHUENIAPHH.

- TIOJITOTOBKU M TIPEJ/ICTABIEHHUS JOKYMEHTOB.

- repeJiayy BXOJISIIEeH KOPPECHOHAEHIIMU U TPUEeMa UCXOASILEH.

- TOJy4YeHUs W BBIJAYM JIOKYMEHTOB, TIOJUISKAIMX KOMUPOBAHUIO U
Pa3MHOKEHHUIO.

6.2. C oT1e10M 10 aIMMHUACTPATHBHO-XO3SHCTBEHHON padoTe 110 Bonpocam:

- obecrieyeHusl XO3SMCTBEHHBIMM TPUHAIKHOCTIMU U 000PYIOBAHUEM JUIs
paboThI OTJIEIIA.

C otmenoM HHPOPMAITMOHHBIX TEXHOJIOTUH 10 BOIIPOCAM:

- o0ecrieueHust OPrreXHUKOM.

- ofecrieyeHuss PEMOHTa  OPITEXHUKH, KOINHMPOBaJIbHO-MHOXKUTEIBHOIO
000py10BaHUSL.

- obecrieyeHne MporpaMMHBIMM CPEJICTBAMHU JIsl BEACHHUSI JI€JI0IIPOU3BOJICTBA.

C oT/1e/10M roCyJapCTBEHHOTO 3aKa3a IO BOIIPOCAM:



- 3aKJIIOUCHMS JIOTOBOPOB HA OKA3aHHE YCIIYT MOYTOBOM CBA3M M NpHOGpPeTeHue
0JIaHKOB MOYTOBO KOPPECIOHICHITH.

C IOpHAMYECKNM OTIENIOM 110 IPABOBBIM BONPOCAM, CRSI3AHHBIM C IIOJATOTOBKOM
JOKYMEHTOB.

C Oyxrantepueii o Bonpocam:

- COCTaBJCHUS OTYETOB 3a TMIOJIydEHHE W pACXOJ TOYTOBBIX OJIAHKOB
(KOHBEPTOB) U MapoK.

7. OreercrBennocts Kanueaspun
,‘“’.
7.1, Paborthuku KaHuenspusm B COOTBETCTBUM C pacnpesnelieHueM: npaB U

~00s3aHHOCTEl,  YCTAaHOBJGHHBIM  HACTOSIIM [TonoxenueM,  JOIKHOCTHBIMU
UHCTPYKIMSIMU HECYT OTBETCTBEHHOCTD 34

—  pesynabrarel paboTsl KaHuenspuu mo BBITOMHEHWIO 3a1a4 U byHKIMA,
YCTAHOBJICHHBIX HacTosAmuM [lonoxenuem.

—  llpuumnenne xomiemxy yOBITKOB B pe3ylbTaTe OCYUIECTBICHUS HUMH
CBOMX JTOJDKHOCTHBIX MPaB U 00A3aHHOCTEIA.

—  Hapymenne 3akononarenscrsa P®, Verasa un BHYTPEHHUX JIOKYMEHTOB
KOJIJIG/I’Ka ¥ HOPM OXPaHbI TPy/Jla U M0KapHO 6E301MacHOCTH.

—  Pasrnamenne nnpopmanuu o xoitemke, oTHOCSIIEHCS K KOMMEPYECKOH
u/Mnm  cnyxeOHOM TaifHe, a TaKKe CBEICHHIA KOH(HIEHIMALHOTO  XapaKTepa,
KacaroUIMXCsl COTPYJIHUKOB KOJUIEKA.

PaCCMOTpeHO Ha 3aceJaHuu AAMUHHUCTPATUBHOTO Cosera KOJUICI’Ka, IIPOTOKOJ OT
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