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1. HazpageHue A 007aCTh NPAMEHCHHSA
1.1 Hacrosmiee MOJIOXKESHHE ONPENCILieT HasHAICHNE, 3alatH, QyHKOHH, IpaBa,
OTBETCTBEHHOCT X OCHOBEI JEATEIHHOCTH KAHICIAPHH TATIOY «PecmybIuKaHCKuH

6a30BELt MeTANUHCKYH Ko/wie/nK nMerH O.P. Pammacsay (mamee - "kommemk").

2. HopMaTHBHBIC CCBIIKH
2.1. B macToAmeM TOKYMEHTE HCIOIb30BAHEI CCHUIKH Ha CICIyIOUHE JOKYMEHTEL:
- Tpynosoit xomeke PO;
-TOCT P 7.0.97-2016 «YruduIupoBaHHble CHCTEMB! A0KYMCHTAIIMH. VErGUIEPOBAHHAL
CHCTEMA OPraHH3aIMOHHO-PACTIOPS/MTeBHO! TOKYMCHTAHH. TpeGoBarus X 0HOPMICHHIO
JOKYMEHTOB CUMTaTh YTPATHBIIAM CHIIYY, yTBepK/IEHHBIA HprEKasoM PeneparbHOro
AreHTCTBA 110 TEXHHYECKOMY PeryJHpOBAHHMIO H METPOIOTHH OT 08.12.2016 Ne2004-cT mata
peeperns 1 moms 2018 .
- [Tpuxas DenepaapHOTO apXUBHOTO areHTCTBA OT 20 mexabps 2019 . N 236
"O6 yrRepAAeHWH IIepedHs THIOBBIX  YIPABJICHICCKHX apXWBHEIX JOKYMEHTOB,
oBpasyrommEXcs B IPOTECCe JEeATEMBHOCTH IOCYAapCTBEHHEX OpPTaHOB, OPraHOB MECTHOTO
CAMOYTIPABJIEHNS B OPraHU3aliH, ¢ yKa3aHHeM CPOKOB HX XpaHeHud "
( U3merer [Ipuka3oM OT 07.02.2022r. Ne 01 op/mea «O BHeceHuH H3MeHeRwH B IIommoxeH#Ae

0 KaHOEJIPHRY).

- Veras TATIOY «PEMK»;
3. O6muEe moJI0MKEHHS
3.1 Kanmenspyus OCYIIECTBIAET JOKYMEHTAIMOHHOS ofecneueHre JEATEIBHOCTH
KOJIJIe KA.

3.2 KammemipHs ABISIETCS CAMOCTOATE/IBHBIM CTPYKTYPHEIM mopa3ieleHueM KOJUIe/DKa
7 TIOM9UESIETCS HEIOCPEACTBEHHO TUPEKTOPY.

3.3 B cpoeft [eATENBHOCTH  KAHIEIAPHS  PYKOBOJACTBYETCH JIEHACTRYIOIIHM
3aKOHOMATEbCTBOM, HOPMATHBHO-IPABOBBIMA aKTaMH M METOINMICCKHME MaTrepuantaMd B
0facTd IENONpPOM3BOACTBA K @pXHMBHOTO Jena, OpraHH3aIlHOEHO-PACIIOPAIHTENEHEIMA
JOKYMEHTAMH CaMO} OPraHu3aHE i HACTOSIIAM HOJIOXCHHEM.

34 3aBeyIOMKY KaHIEApUEH HasHA4ACTCA Ha NODKHOCTE H ocsoboxmaeTes OT
3aHEMAEMOMH MOJDKHOCTH IIPUKA30M JHPEKTOPa KOIIEIKa.

3.5 KpaimdukanuoHssle  TpeOOBAHHS, QYHKIHOHaNBHEEIE —OOS3aHHOCTH,  IIpaBa,
OTBETCTBCHHOCTh  38BEAYIOET0  KAHIGIAPHW  POTNAMCHTHPYIOTCS — HOJDKHOCTHBIMH
HHCTPYKIASAME, YTBEPKIAEMBIME THPEKTOPOM KOJIISIIKA.

3.6 3aBeyIOMAH KARTeNsIpAeH HMEET IPaBo HOMIMCH JOKYMEHTOR, HANPABIACMEIX OT



FMCHH KaHIIesIPHH II0 BOIIPOcaM, BXOISIIIHM B €€ KOMIICTCHITHIO,

3.7

Kaumenapas OCYIECTBIIET CBOIO JIEATENPHOCTh BO B3aHMONEHCTBHH C JPYTHMH

CIy6avMy W CTPYKTYPHBIME IOXpas[eTeHMAMH OPraHM3AllH, & TAakike B IpelernaX CBoeH

KOMIIETEHIIMH CO CTOPOHHHAMHE Opranu3allHaMH.

3.8

4.1.

Hacrosmee DOMOKEHHE YTBEPKIASTC JHPEKTOPOM KOJUIeDKA.

4.0cHOBHBIE 331290 KaHNeJIADHH

Kanmengpes ocymecTBIICT CISAYIONIHE 3a0a9H!

COBCPIIIGHC’I'BOBB.HI/IB CHCTEMEI JC/IOIPOH3BOCTBA KOMIICIAKA.

—  OnTEMH3am#Esa CHCTEMEI JIOKYMGHTOOﬁOpOTa B KOJIJIETKE,

Opragu3anuoHHO-METOIAIECKOe  PYKOBOJACTBO, KOODAWHAIMS M KOHTPOJB
JIEATEILHOCTH CTPYKTYPHBIX IIOZIpa3fiefIeHHH Oprasd3alid OO BOIpocaM
JIETOIPOM3BOICTBA H apXHBHOIO [ela.
— TlomroToBka B 0(GOPMICHHE NOKYMEHTOB B COOTBETCTBUHM C IEHCTBYIOIIUMH
CTaHIAPTaMHK H IIpaBHAJIaMH.

—  KoHTpois HAT TPOXOKISHAEM H HCIIOIHEHHEM HOKYMEHTOB B KOJLISKE. .

—~ Brenpende HOBBIX METOIOB OpPraHH3alM{ MENONPOH3BOICTBA, B TOM 4HCIE Ha
OCHOBE UCIIONE30BAHMS COBPEMEHHEX HHQOPMAIHOHHEIX TEXHOIOTHH.

— Pemenne WHEIX 32044, |

5.0cuHoBHBIEe HYHKIUH KAHIEIAPHA

5.1. KaBnenspus BHEIOIHSIET CISTYIONIHe QYHKITHH:

JIoKyMeHTAIMOHHOE 00eCIeTeHIE eI TeLHOCTH KOTIISDKA.

CpoeBpemenHas 00pab0Tka HOCTYNAIOMER W OTOPABIIEMOH KOPPECIIOHIECHIHH,
JIOCTEBKA €€ 110 Ha3HaYEHHMIO.
KOHTpOIB Hajl CPOKAME HCTIONHEHHS JOKYMEHTOB i HX IPABHIBHEIM OOPMICHHEM.
Permctpanus, y4eT, XpaHEHHE H Iepefada B COOTBEICTBYIOIEE CTPYKTYPHEIS
HOZpa3eNeHn s JOKYMEHTOR TEKYIIETO MEIONPOU3BOACTBE, B TOM 9YHCIE IPHKA30B H
PACIIOPKEHAH PYyKOBOACTBA KOIUTeUKa, (HOPMHpPOBAHEE Je]l B Clada X Ha XPaHCHHE B
apXUB KOIIEIDKA.
[TegaTh ¥ pa3sMHOMEHHE CITyKEeOHBIX JOKYMEHTOB.
VuacTre B IOATOTOBKE CO3LIBAEMEBIX PYKOBOACTBOM KOJUIEIDKA COBEINAHNH, OpraHU3aid
HX TEXHAIECKOT0 00C/IyKuBanus, 0OpMIIeHHe KOMAHIHPOBOIHEIX JOKYMEHTOB.
[ToAroToBKa H  TPEJCTABIEHHE  DPYKOBOJACTBY  KomIemka  HHGOpPManuOHHO-

AHAITHTHYICCKHX MaTCepHaJIOB ] COCTOAHHH H TIIEPCIEKTHRAX pasBHTHA



JOKYMEHTAMHOHHOTO obecreuenus ACATCIIEHOCTH KOJIIICKAa H HCIIOTHUTEIBCKOH
JACITAILIHHEL

— OcymecTBIcHRE B mpegeNiax cBOoeH KOMIICTCHIWH WHBEIX (DYHKOWE B COOTBETCTBHH C
Ha3HAYEeHHEM H 3aJadaMé KoJUIeKa.

— Pafora c snexTporHOM nogTo# KotemKa mkolledg@yandex.ru

6. IlpaBa xanneaspan
6.1. Kannensiprs aMeeT IpaBo:

—  TIONMy9aTh NOCTYNAOIME B KOJUISK JOKYMEHTEl ¥ HHEIC HHQOPMATHOHHBIE MaTePHAIE!
M0 CBOEMY IpOQWIO HNEATENPHOCTH JUIL O3HAKOMJICHHS, CHCTEMAaTH3HPOBAHHOTO y4eTa H
HCIOIB30BaHAA B paboTe;

— 3aOpalBaTh | IONYYaTh OT PYKOBOJCTBA KOJIIEMKA H €€ CTPYKTYPHEIX IOApa3HelcHuH
rHbOpMANHIO, HeOOXOIMMY0 JUIS BBITOJIHEHHNS BO3IOXKEHHEIX Ha Hee 3a/1ad ¥ QyHKIuiH;

— BO3BpamaTh HCHOONHHUTENSIM Ha 10paboTKy OGQOpMICHHEIE C  HapyIIeHHEM
YCT@HOBJICHHBIX [PaBHI IIPOCKTHl JOKYMEHTOB, IaBaTh PEKOMEHIANWHM II0 YCTPaHEHUIO
BEISIBJICHHEIX HEJ[OCTATKOB;

—  Y4YacTBOBATH B COBEIIAHMSX TIPH PacCMOTPEHHH BOIIPOCOB, OTHECEHHBIX K KOMIICTEHITHA
KaHOEIIPHH.

7.0TBETCTBEHHOCTH
7.1. Bcrw mONHOTY OTBETCTBEHHOCTH 334 Ka4eCTBO H CBOEBPEMEHHOCTH BEINOJHEHHA
BO3JTOXKEHHEIX HacTosmmM [lonoxeHreM Ha KaHIEIIPUIO 3a1a9 X QYHKIHE HeceT 3aBeIyIONri
KaHIeIIpHueH.
7.2. 3aBemyromui KaHIEIPHEH HECET HEPCOHAIBHYI0 OTBETCTBEHHOCTD 34!

— opragmzamuro paboTEl KaHOENApPHH, CBOEBPEMEHHOE ¥  KBaIM(GHUOIWPOBAHHOE
BEIIIOJTHEHUE  IIPUKA30B, PACIOPOKEHHH, IMOPY4EeHHH  BEIMIECTOSIIETO  pPYKOBOJCTRA,
IEHCTBYIOMIX HOPMATHBHO-IPABOBEIX aKTOB IO CBOEMY IpPO(IITIO NeTeIbHOCTH;

— panmoHanbHOE B 30 (EeKTHBHOE HCIONb30BaHIE MATEPHUATbHBIX, (UHAHCOBEIX PECYPCOB;

—  BeIEHHE JOKYMEHTAWH, IPEIYCMOTPEHHON NeHCTBYIOMMIM 3aKOHOIaTeIECTBOM PD;

— TIPENOCTaBJICHHE B YCTAaHOBJIEHHOM IIOPAIKE NOCTOBEPHOH CTATHCTHYSCKOH H HHOH
HHGOPMAIHH 0 JeSTETLHOCTH KaHTICIIIPHH;

— HapymeHHe yCTapa, KOJUIEKTHBHOTO JOTOBOpa, NpaBHJIA BHYTPEHHETO TpPYIOBOTO
pacrmopsiaKa, JODKHOCTHBIE HHCTPYKITHH, IPABHIIA II0KAPHOH 6€301acCHOCTH H OXpaHH TPYHa;

—  HECST MaTCpPHAIBHYIO OTBETCTBCHHOCTE 34 ofecregeHME COXPAaHHOCTH BBEPCHHOTO €My

AMYIIECTRA.
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