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,}_I{)JIDKHOCT HAasl HHCTPYKIHS JOKYMEHTOBE/Ia

1. O6mue mosoxenns
1.1. lomKHOCTD TOKYMEHTOBE/IA OTHOCHTCS K KATETOPHH CIYKAIMX (TEXHHYECKHX HCIIOTIHUTEIEH ).
1.2. Ha DOMKHOCTE JOKyMEHTOBEN]A NPHHHMAETCH JHLO, HMEIOLIee HauanbHOe TPOdecCHOHANBHOE
obpasosanue Oe3 npembsisnenus TpeGopaHuil K craxy paGorel wmm cpexsee (monHoe) obluee
ofpasopanMe M CHEHMHATLHYIO NOATOTOBKY MO YCTAHOBJECHHOH mporpaMMe 0e3 TMPEabABICHHA
TpeboBanmii Kk craxy padoThL
1.3, JloxymenToBen mpuHHMaeTcds M OCBOOOXKIAeTcd  OT  JIOMKHOCTH  PYKOBOJHTENEM
00pasoBarensHOro yupexaenus (zasee — OV).
1.4. JlokyMeHTOBET IOJKEH 3HATH:

----- 3aKOHO/IATENBHEIE H HOPMATHBHBIE TIPaBOBHIC aKThI, IMOCTAHOBIEHHSH, PaclOpAKEHHS,
LPUKa3hl, APYTHE PYKOBOMSILME H HOPMATHBHBIE JOKYMEHTb! BBIHECTOSUINX OPIaHOB, KACAIOIMCCH
JOKYMEHTAMOHHOTO obecmeyeHns B 06paz0BaTeIEHOM YUPEXK IEHHH;

— HOPSZIOK [I/IaHUPOBAHUS, NPOCKTHPOBAHHUS ¥ TEXHONOTHIO paboThl Ha Oa3e OpraHu3alHOHHON
H BRYHCTHTCIBHOM TCXHHKH C/IYK0 TOKYMEHTAHOHHOTO 00ECTeUCHHS YIIpaBieHHs,

~ MOPSIOK ODOPMIEHUS, KIACCHOHKAINH, XPAHEHHS, DKCIIEPTH3E! IEHHOCTH TOKYMEHTOB;

— JIOKYMEHTOOOpasoBanue,

-~ OCHOBBI 9KOHOMHMKH, OPTaHH3aIlMH TPYAa ¥ YIpaBIeHus;

— OCHOBHBIE IOJOXKEHHS EIMHOH rocy 1apCTBeHHON CHCTeMBI IeIOIIPOH3BOICTBA;

— cTpyKTYpy OV,

~CTaHIapThi VHHPHLIUPOBAHHOM CHCTEMBI OPrafu3alHOHHO-PACTIOPSIAHTENLHON
JOKYMCHTALIHH;

~ TIOPAROK KOHTPOIIS IPOXOXK/ICHAS CAyXKeOHBIX JOKYMEHTOB H MAaTEPHAIOB;

— [IpaBHJIa SKCILTYATalKMK BIMUCINTCILHON TEXHUKH,

— OCHOBBI 32KOHO/IATEIRCTRA O TPYAE;

— [paBHIId BHYTPEHHEro TpyAoBoro pacnopsiika OV,

— [paBHJIa [0 OXpaHe TPYa U MoKapHo# 6e30macHoCTH.

2. J0o/oKHOCTHBIE 00SI3aHHOCTH
JloxyMeHTOBe I BBIMONHAET ClIE/IVIOMIHE JODKHOCTHEIE 00A3aHHOCTH;

— paspabarbiBaeT U BHEAPSET TEXHONOIHYECKHE IPOLECcCehl pabOThl ¢ JOKYMEHTAMH M JOKYMEHTHOM
HHpOpMaIHell Ha OCHOBE WCTIONE30BAHMS OPraHW3AIMOHHON W BEIMHCIHTENBHOH TeXHMKH (yder,
KOHTPOJIb HCIIONHEH S, OIIEPaTHBHOE XpaHeHue, ciipasounas pabora);

— IPHHEMAET YYacTHE B IUIAHHPOBAHHH, OPraHH3aLHH H COBCPLICHCTBOBAHUM [EATEIBHOCTH
CITYXOBI TOKYMEHTAITHOHHOTO OBecTeyeHns YIpaBRIeHns, OCYIIECTBIAET KOHTPONb 3a COCTOSHHEM
ACTOIPOU3BOICTBE;

~ TMOATOT@BIMBAET TPEUTOKEHHA MO OOECTICUSHHI0 3PrOHOMHYECKHX YCIOBHH  Tpyaa,
paunonaTMsaluy  pabouux Mecr pabOTHHKOB ClykObl JOKYMEHTALMOHHOIO ObeCIeyeHHs
YIIPABJICHHA,

~ paspalarbiBaeT yHH(OUIHPOBAHHEIE CHCTEMBI JOKYMEHTAIMH M TabeIu AOKYMEHTOB Pa3THUHOTO



HA3HAYEHHA ¥ YPOBHA YIIPARICHUSA, KIACCHPHKATOPHI JOKYMEHTHOH HH(pOpMAaIHH;

— OpraHU3yeT BHEJPEHUE CUCTEM BEACHUS NOKYMEHTALHY;

— MPHHAMAET MEPHI MO YIOPAAOYEHHIO COCTaBa JOKYMEHTOB M HH(OPMAIMOHHBIX TOKAa3aTeneH,
COKPAIIEHHIO UX KOJIHYECTBA i ONTHMH3AIMNH JOKYMEHTOIIOTOKOB;

— u3yyaer, obodmaer U o HeoOXOAUMOCTH BHEAPSET NEPEeIOBO OTEYECTBEHHBIH U 3apyDeKHbIH
OTBIT B OONAcTH JOKYMEHTAMOHHOTO ofecrieueHds yIpaplienus, pa3pabaThiBaeT HOPMAaTHBHO-
METOHMECKUE JOKYMEHTEL 10 BOIIPOCAM JOKYMEHTALHOHHOIO 00eCIICUCHHMS;

— Bejer paboTy Mo CO3AAHHIO CIPABOYHOrO anmnapara mo A0KyMeHTaM, o0ecreqnBacT uX yAoOHbIH
1 OBICTPBIH HOMCK;

— ofbecrnieyrBacT COXPaHHOCTh NPOXOAIeH cryxeOHOH oKyMEeHTalHu;

— HOMOIacT JHPEKTOPY B pa’spaﬁo'rxe HOPMaTHBHBIX JIOKAILHLIX aKTOB,

— BeIET paloTy ¢ MTEKTPOHHOH MOYMTON LIKONBI;

~ cobmomaeT 3THYECKWE HOPMEBI TIOBEJEHHS B VUPEKAEHHH, B OBITY, B OOINIECTBEHHEIX MeCTax
coorsercTBytomye TpefoBaHuaM NpodecCHOHANBHOH  ITHKM © paGOTHHKOB  00pa3oBaTEIbHOrO
VUPeXKISHHUS;

— BBIIOJHAET OPaBHIIaA 10 OXpaHe TPYa U NOXKApHOH De30MacHOCTH.

3. lpasa
3.1. JlokyMeHTOBE ] UMECT IIPaBo:

— y4acTBOBATH B ynpasrnenun OV, 3amMimars ¢BO0 MpodecCHOHATBEHYIO YeCTh H TOCTOHHCTBO;

— IpeAcTaBiIsTh HA paccMoTpeHMe pykosojutens OV npemiokeHus: 1o BolpocaMm cBoel
JEITCAPHOCTH, BHOCHTE MPCHATIOKCHHA T0 YIVYIICHHIO OpraHH3aldd  JOKYMEHTooOOpoTa
NpeANpUATHS, er0 PALHOHATH3AIHH ¢ cOOMIOfeHHeM YCTaHOBIEHHLIX CTaHJapTOB;

— mony4arh 0T pykoBommrened u cuneuuanucros OV undopmaunio, HEoOX0IUMYO Ui
OCYINECTBIIEHHA CBOEH JIEATENBHOCTH;

— TpedoBare o1 pykopojctBa OY okxaszanus CoAeHCTBHS B MCIOJHEHHM CBOMX JODKHOCTHBIX
obszannocTed, TpeboBaTh OT pabOTHHKOR, OCYIIECTBISIONMIMX TOATOTOBKY AOKYMEHTAIIMH,
COOJIIOJIEHMST YCTAHOBJICHHBIX CTAHAAPTOB H TpeCoBaHuH;

— MOBHIIIATEH CBOIO MPOGECCHOHANBHYIO KBATH(DHKALIHIO.

3.2. JIokyMeHTOBE] TakKe HMeeT NpaBo Ha paldouee MeCcTo, COOTBETCTBYIOIEee TpeOOBaHUAM OXPaHLI
TPYJA, U HojydeHre or paborogareis pocrosepHoll uHpopmanun o0 YCIOBHIX ¥ OXpaHE Tpy/Aa Ha
paboueM mecTe.

4. OTBETCTBEHHOCTH
JIOKYMEHTOBE/I HECET OTBETCTBCHHOCTS:

— 33 HEUCIIOJIHEHUE WK HeHAIeKallee HCHoIHee CBOMX 00g3anHHocTel, npeayCcMOTPeHIIbIX
HACTOMINCH JOJDKHOCTHOH HMHCTPYKUHCH, — B COOTBCICTBHH C ACHCTBYIOIOHM TPYAOBBIM
3aKOHOAATETHLCTBOM;

— 33 IPABOHAPYLUCHHS, COBCPIICHHBIC B IICPHOJ OCYLICCTBICHHS CBOCH ACATCILHOCTH, — B
COOTBETCTBHH ¢  JESHCTBYIOMMM  TPAKAAHCKHM,  aJIMHHUCTDATHBHBIM M YIOJIOBHEIM
3aKOHOIATEIbCTBOM;

— 3a [NpPHYHHCHMC MaTcpualbHOro Yymepba — B COOTBETCTBHH C  JCHCTBYIOLIHM
3aKOHOAATEILCTBOM.

C uHCTpyKIHeH 03HaKOMIICH:

(moamice) (@. 1. O)
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