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1. O6mue nmosnokenus

1.1. Kannensapus ocymecTBiaseT (GYHKIUH pabOTHl ¢ MOKYMEHTaMH B KOJUIEIDKE H
SIBJIIETCSI  CAMOCTOSITENIBHBIM CTPYKTYPHBIM IOApa3lelIeHUEeM, IEHCTBYeT Ha OCHOBaHHHU
HacTosero [ToJIoXeHusT U IMOAYUHSAETCS HETOCPEACTBEHHO JUPEKTOPY KOJUIEIKA.

1.2. Kannenspus BO3TJIABJISETCS JIEIIONIPOU3BOIUTENIEM, NOTYHHEHHBIM
HETIOCPEICTBEHHO TUPEKTOPY KOJIIeIKa.

1.3. Jlemonpou3BOOUTENh HAa3HAYAETCS U OCBOOOXKAAETCS OT 3aHHUMAEeMOW IOJDKHOCTH
JIIPEKTOPOM KOJIIEIKA.

1.4. TpeGoBaHus K 00pa30BaHHUIO U O0YUYEHHIO, K OIBITY MPAaKTHYECKOU paboTHI,
TpyAOBbIe QYHKIIHH AEIONPOU3BOAUTEINS ONpPeHeIeHBl NPOGEeCCHOHATBFHBIM CTaHIAPTOM
«CmenuaaucT MO  OpPraHU3allMOHHOMY H  JOKYMEHTAalHUOHHOMY 00EeCIeYeHHUIO
yIpaBJieHUs OpraHu3amuei», yTBEpXKIEHHBIM  IpHUKa3oM MuUHHCTEpCTBa Tpyla H
conuanpbHoi 3amuThl PO ot 6 mas 2015 r.Ne 276H, um 3akpemjeHbl B JOJDKHOCTHOM
HHCTPYKIIMH, YTBEPXKIAEMONH JUPEKTOPOM KOJIJIEIXa.

1.5. Kannenspus B CBOEH NEATEIBHOCTH PYKOBOJIACTBYETCS

- Koucturyuueit Poccuiickoit ®enepanuu;

- TpynoBemm xonexkcoM Poccuiickoit @enepanuu TpynoBeiM xonexkcom Poccuiickoit
Qenepanu;
- IeHCTBYIOIIMM 3aKOoHOAaTenbCcTBOM Poccuiickoit @enepanuu u CaparoBckoil obnacty;
- IIpodeccuonanpHbpM  cTaHAapToM «CHemUamucT 10 OpPraHU3alOHHOMY |
JIOKyMEHTAllMOHHOMY O00ECIIEYCHHUIO YIIPAaBJICHUSI OpraHU3aluei», YTBEPKICHHBIM
npruka3oM MuHHCTEpCTBA TpyAa U colUanbHOM 3amuTsl PO ot 6 mast 2015 r. Ne 276H;
- YcTaBoM KOJIIEIXKa;

- JIokansHBIMHA HOPMAaTUBHBIMU aKTaMH KOJIJIEIDKA.



2. OcHoBHEbIE 327294 # QYHKIIHA

2.1. OcHOBHOI1 3a1auel KaHIESPAN ABIACTCS 00eCIIEYCHHE YeTKOM opranu3anuy paboThr
¢ JOKYMEHTaMH ¥ o0eclieueHre €IUHOro NopsAaKa JOKYMEHTHPOBAHHS, OpraHu3anys paboThl ¢
JMOKYMEHTaMH, a Takxe pa3paboTka U BHEAPEHWE HOPMAaTUBHEIX M METOAWYECKUX JOKYMEHTOB
II0 COBEPIIEHCTBOBAHMIO JEIONPOU3BOICTBA B KOJLICIKE.

2.2. g ocymiecTBIEHMS YKa3saHHBIX 3aJa4 Ha KaHLEILWIPHUIO BO3JIAraloTCs CIEAYIOIUE
s

— ofecmedeHre CBOEBPEMEHHOTO PAaCCMOTPEHHS BXOZSINEH, HCXOASIEH M BHYyTpEHHEH
JOKYMEHTaIVH;

— opramm3auus paboTHl 3aceflaHuif IIpH DPYKOBOICTBE KOJUIEXAa ¥ KOHTPONL 3a
BBIIIOJIHEHHEM TPHHATHIX UMHU PEIICHU;

— OCYILIECTBICHHE CHCTEMATHYeCKOrO0 KOHTPONS 3a CBOSBPEMEHHBIM HCIIOJHEHUEM
JOKYMEHTOB;

— ojopMileHre U pacCHUIKa PaclOPSAUTENBHEIX JOKYMEHTOB, KOHTPOJMB 32 NIPaBHILHEIM
H CBOEBPEMEHHEIM COCTaBIECHHEM M O0GQOpMIEHHEM JOKYMEHTOB, (DOPMHpOBAHHE HX B JEla,
palfHOHANbHAS OPraHu3alns NePeluCKY;

— OCYIIECTBJICHHE NPaBHIBHOTO ydeTa M PETHCTpalyy IpHeMa, XPaHEeHUs, JOCTABKH II0
CIPYKTYPHBIM HOZpasfelIeHUsIM H pPacChUIKH IIOCTyHaroImmel, umcxomameld H BHyTpeHHEH
KOpPPECIIOHACHIIUH;

— opragpsanyst paboTel II0 IpHeMy TUPEKTOPOM KOJUISIDKa IIOCETHTENEH, B TOM JHCIIE II0
JIMYHEIM BOIIPOCaM;

— IIOCTAHOBKa M COBEPIIECHCTBOBAHHE NEJIOIPOU3BOACTBA B KOJIICIKE;

— opramu3anmdsd KOpPPECIOHJCHIMH B KaHUEIAPHH KOWIEAXa M B CTPYKTYPHBIX
TOApa3ieIeHIIX;

— ofecrieueHHe KOHTPOJIL 33 HCIONB30BAHHEM PAaCIOPSOUTENHHEIX JHIOKYMEHTOB
BBIIIECTOSIIVX OPraHOB, PYKOBOJACTBA KOJUIE/XKA U 3asiBIICHUN IrpakaaH;

— ofecmeuenne KOHTPOJISL WCIIOMHEHHS U IOATOTOBKH JOKYMEHTOB K Ilepeiade B apXUB
KOJUIE/Ka B COOTBETCTBUH C JEHCTBYIOIUMY HOPMaTHBaMHU;

— BHIIONHEHHE TexXHHYecknx (yHKIwmi mo ofecmedeHHI0 W OOCIYXHMBaHMIO PabOTHI
JUPEKTOpa KOJIeKa;

— oprausanus TeJie)OHHEIX IIepEroBOPOB AUPEKTOpa KOJUIEKa;

— ofecreueHne IeYaTaHus W Pa3sMHOMXKECHMA CIyXKeOHBIX JOKYMEHTOB IIO YKAa3aHMIO
IIHPEKTOpa KOJUISIKa;

— BBUIOJIHCHHC pa60T II0 JOKYMECHTAIlHOHHOMY obecrnieueHHIO JEATENFHOCTH KOJICMXKa,



— odopMIIeHIE KOMaHIUPOBOYHEIX YIOCTOBEPECHHUIT;

— TOJIyYeHHe Ui JUpeKTopa Kojuleka HHGopManuy oT pabOTHHKOB IOApa3eeHAN, 1
HX BEI30B II0 IIOPYYECHHIO;

— mpmeM JOKYMEHTOB M JIMYHBIX 3aiBICHHH HA IOJNHCH MUPEKTOPY KOJUISIKa,
MOATOTOBKA JIOKYMEHTOB M MaTepHaOB, HEOOXOMUMEIX I pabOoThI AUpeKTopa KOJUIe[Ka,

— mpuHeM H TIiepeada TenedoHorpaMyM, ¢axcorpamMM, 3alHCBIBAHAE B OTCYTCTBHE
IMPEKTOpa KOoJUIemKa 1 IOBEICHUE HX N0 CBEIICHUS,;

— oOecre4yeHHe CBOEBPEMEHHOM JOCTaBKU OTIPABISEMOH KOPPECHOHIEHIHH II0
Ha3HAYEeHHUIO;

— COCTaBIIEHHE ITHCEM, 3allpOoCOB, IPYIHX IOKYMEHTOB II0 HOpPYYEHHIO OHpeKTopa
KOJLIEKa, IIOATOTOBKA OTBETOB aBTOPaM ITHCEM;

— KOHTPOJb 32 CBOEBPEMEHHBIM PACCMOTPEHHEM MU IIPEICTABICHHEM CTPYKTYPHBIMH
[OAPA3ACICHUSMA ¥ KOHKPETHEIMH HCHONHUTEISIMH JOKYMEHTOB, IOCTYNMBIIMX Ha
HCIIOJIHEeHHE, TIPOBepKa IPAaBUIBHOCTH OGOPMICHHSA IOATOTOBICHHBIX IIPOEKTOB JOKYMEHTOB,
IepeaBaeMbIX PyKOBOIHUTEIIO Ha HOAINCH, 00eCIeUeHHe KaueCTBEHHOIO UX PelaKTHPOBAHHUS;

- hopMEpOBaHKE JIeT B COOTBETCTBHHY C YTBEPXKIEHHON HOMEHKIIATYPOIf,

obecrreueHue ux COXPaHHOCTH.

- TpeJCTaBlICHHE PYyKOBOICTBY KOJUIEIDKa CBEICHHWH IO BOIpOCcaM OEIOIPOM3BOICTBA B
CTPYKTYPHBIX ITOZpa3e/ICHHSX 38 HCIOIHEHUEM.
- pa3paboTKa IPaKkTHYECKHX pEKOMEHIAalii II0 palHOHANBHON OpraHm3aluy
JIOKyMEeHT0000pOTa.
- o0ecriegeHe COXpaHHOCTH JOKYyMEHTOB B KaHLIE/IAPHH.
OTBeTCTBEHHOE JHIO 32 APXHB:
— IIPOM3BOIMUT IIPHEM, YI€T, XPAHEHHUE H HCIOIE30BaHHE JEI;
— OKa3BIBaCT METOAWYECKYIO IIOMOIIE B 0(OPMICHHM A, IOIEXKAIIX CAade B apXUB;
— OCYHIECTBIIIET KOHTPONb 3a IpaBUIBHEIM  (OpMHUpOBaHHEM, XpaHCHHEM H
HCIIOJIF30BaHUEM JEN B CTPYKTYPHBIX IOAPasAeICHHIX;

— IIOATOTAaBIHBACT ACJIa K IICPCAAtcC Ha XPaHCHHUC B I‘OCYI[apCTBeHHHﬁ apxXuBs.
3. HpaBa, 00513aHHOCTH ¥ OTBETCTBEHHOCTD JE€JIONPOU3BOAUTEIA

3.1. Jlenmonpon3BOogUTENE UIMEET IIPaBo:

— 3HAKOMHTBECS C IPOEKTAMH pEIICHHH JUPeKTOpa KOJUIEMXa, KaCaIOIMHMUCS
JIEATENHHOCTH CIy’>XKOBI JeTI0IPOKU3BOLCTBA;

— BHOCHTH Ha PacCMOTpEHHE IUPEKTOpa KOJUISIPKA KW PYKOBOAHUTENEH CTPYKTYPHBIX

HOApaseNIeH i MPEIIOKEHNUS TI0 YIydIIeHAI0 paboTH ¢ JOKYMEHTaMU;
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— TpeboBaTh OT pYKOBOZWTENEH CTPYKTYPHBIX IOZpasfelieHHi KOJUIe[Ka M MHBIX

OTBETCTBEHHBIX Pa0OTHHKOB KOJUIEMKA HAANEKAINEro BEIIONHEHHSI YCTAHOBJCHHBIX IIPABILI
paboTEI ¢ JOKYMEHTaMH B KOJIICIDKE;

— BO3BpaliaTh MCIONHUTENISIM MOKYMEHTHI H TpeboBaTh HX JOpaboOTKH B Ciyuae
HapyIIeHHs] yCTaHOBJIECHHBIX IIPABHUIT;

— MOJIHCHIBATH U BU3HPOBATH JOKYMEHTHI B IIpefieliaX CBOEH KOMIICTECHIINMT;

— OCYIIECTBJIATH IIPOBEPKH  OpraHM3allil  JEJIONpPOM3BOJCTBA B  CTPYKTYPHBIX
TOJpa3AeIeHIIX;

— TpeGoBaTh OT PYKOBOACTBA KOJUIEIKA OKa3aHHUA COJCHCTBHSI B HCIONHEHUH CBOHX
JOJDKHOCTHBIX 00s13aHHOCTEH;

— NpPHUBJIEKATH II0 COIVIACOBAHHMIO C DPYKOBOAUTENSIMH CTPYKTYPHBIX IIOZApasieleHHi
OT/IETBHBIX PAOOTHHKOB K IIOATOTOBKE IIPOEKTOB JOKYMEHTOB JUI PYKOBOJACTBA KOJUIEKa;

— TpeboBaTh OT PYKOBOACTBA CO3/JAHMS HOPMAaNBHBIX YCIOBHM M BEITOJHEHUSI
CIyKeOHBIX 00S3aHHOCTEH M COXPaHHOCTH BCEX JOKYMEHTOB, O0pa3yrOIuXCs B AESITEFHOCTH
KOJUTSZKA.

3.2. Jlemonpon3BoUTENs 00513aH:

— ofecmeumBaTh CBOEBpeMEHHYI0 00pa0OTKy IOCTyHamomed u  OTIpaBIsIeMOi
KOPPECIIOHICHIIHH;

— NPHHMMATH IIOCTYNAIOMYIO Ha MMS JUPEKTOpa KOPPECIOHISHIHIO, OCYIIECTBIATE €€
CHCTEMATH3AI[HIO B COOTBETCTBUH C IIPUHATHIM B OpPTaHU3aIMH IOPSIKOM;

— OCYIIECTBIATH KOHTPOJE 32 CPOKAMH MCIIONHEHHS IOKYMEHTOB H WX IpPABIIEHEIM
oopmiteHHEM;

— opraHm3oBaTh paboTy 10 pETHCTpaluH, YydeTy, XpaHeHHI0 M Iiepefade B
COOTBETCTBYIONIHE CTPYKTYpPHBIE ITOAPa3IeNICHUs JOKYMEHTOB TEKYINEro JeJIOPOU3BOACTRA, B
TOM 9HCJIE IPHKA30B ¥ PacHOpsHKEHUM IUpexTopa, Mo (JOPMHUPOBAHHMIO JEJ K IO HX CHave Ha
XpaHeHHe;

—~ pa3pabaTbBaTh HHCTPYKIMH IO BENCHHIO JENONPOM3BOACTBA B KOINEIKE U
OPraHH30BHIBATH UX BHEIPEHHE;

— OCYIIECTBIIAT: M KOHTPOIHPOBATh BHEIPEHWE HOBBIX CTaHAAPTOB, HOPM, IIPABHI B
OTHOINEHHH OpraHu3aiy paboThl KaHIEIIPHA K 0()OPMIIEHHA JOKYMEHTOB;

— y4acTBOBaTh B HOJATOTOBKE CO3BIBAEMBIX JHPEKTOPOM COBEIIAHMI M OpraHH30BHIBATH
HX TeXHUYeCcKoe obcCiyxuBaHue, 0hOpMICHHE KOMaHAUPOBOYHEIX OKYMEHTOB, PETHCTPAIHIO
pabOTHHKOB, IPHOBIBAIOINAX KK YOBIBAIOIIX B KOMAaHIUPOBKY;

— TNIPHHUMATH Y9acTHE B pa3pabOTKe ¥ BHEAPEHHUM HOBHIX TEXHONOTHYECKHX HPOIECCOB C
IOKYMEHTaMH, COBEPIICHCTBOBAHMH aBTOMAaTH3HUPOBAHHBIX HMH()OPMAIMOHHBIX CHCTEM H

TEXHOJIOTHI;



— paspabaThBaTh X OpPraHM30BEIBATH NPOBEACHHE MEPOIPUATHI IO YIyJIICHHIO
ZEeATENFHOCTH KaHIEIIAPHH;

— IIPOBOAMTE paboTy IO 3amuTe HHGOPMALH, COCTABILIIONIEH CITyXeOHyIO TaliHy;

— TIPOBOAUTH MEPOIPHSTHS IO NMOBHIIEHMIO KBAM(HKANWN paGOTHUKOB KAHIEIIPHH B
00JIacTH XOKyMEHTAITHOHHOI0 00ecriede N yIpaBIeHHS;

— crmeguTh 3a ofecmedeHHEM OMPEKTOpa KAHNEHIPCKAMH IPHUHAIJIE)KHOCTSIMH,
CpeIcTBaMH OpraHU3alUOHHOM TEXHMKH, CO3aBaTh YCIOBHS, dnocoGCTBylomHe s dexTuBHOM
pabote mupeKTopa;

— OCYHIECTBJIATH KOHTPOJIH 32 HCHOJNHEHHEM pabOTHHKAMH KOJUIIXa W3JaHHBIX
IIPHKA30B H pacIOpsHKEHMH, a Taioke 3a COONMIOZICHHEM CPOKOB BHINOJNHEHWS YyKasaHWil H
HOPYYEHHH JUPEKTOpa KOJUIEIPKa, B3ATHIX Ha KOHTPOJIb.

3.3. Jenonpon3BoauTesb HECET OTBETCTBEHHOCTE:

— 3a HeHCHoJHeHue (HeHayIexanee HCIIOHEHNHE) CBOMX JOJDKHOCTHEIX
00s3aHHOCTEH, IPeyCMOTPEHHBIX HACTOSAINNM IIOJOXKCHHEM M JOJDKHOCTHOM WHCTPYKIHEH, B
Ipefenax, OIPENeNIeHHBIX MeHCTBYIOIMM TpPYZOBBIM 3aKOHOJATENBCTBOM Poccmifckoit
Qenepanuu;

— 33 COBEpIICHHE B IPOIIECCE OCYMECTBICHUS CBOCH NEeATEILHOCTH
[IpaBOHApYIICHHS;

— 33 IPUYUHEHHNE MaTepHANbHOrO ymepba;

~ 33 BHIIOJIHEHHE NPENyCMOTPEHHBIX 3amad M Gymxmuit cormacHo IlomoxeHuro o
KaHIIEIIIPHH;

— 3a CBOGBPEMEHHOE W KBAIM(HIMPOBAHHOC BBHIIONHEHWE IOPYICHHBIX KaHIEISIPHU
33JIaHHi;

— 32 MOPSANOK ¥ JUCHHUIUINEY B KaHICIIPHH;

— 33 COXpaHHOCTh JOKyMEHTAallUW, pasrjalllcHue CBEINECHHM, WMMEIOMMX 3aKpBITHIH
XapakTep.

3.4. C nenpio coxpaHHOCTH JoKyMeHTanuu moctyll K IIK umMeror menompousBogurens u
CHCTEMHEIH aqMHHHUCTPATOp. YCTaHOBKAa HEOOXOAWMEIX IPOTPaMM IIPOM3BOIAUTCS TOJBKO C
PacIopsDKeHHUS JUPEKTOpa KOJIe/mKa.

3.5. Kannensapus uMeeT repOoByIO II€49aTh, KPYITIyIO IedaTh « [ JOXyMEHTOBY, yIIOBOH
IITAMII, IOTaMObl, (haKCHMHIBHYIO IOANMCh JUPEKTOPa, HAaXONMAIIYIOCS B PAaCIOPSKCHHH

JEIIONIPOU3BOIUTEILA.
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