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Hacrosiee nosnoxenne He MoxeT 6BITh MONHOCTBIO WJIM  YaCTHYHO BOCIIPOU3BECHO,
THP2XHPOBAHO U PACTIIPOCTPAHEHO B Ka4eCTBe O(YUIMATBLHOrO H3aanus 6e3 paspemenus OIBOY
BO «CamI'TY ».



1 Ob1ue nosnoxeHus

1.1 O6uwmii oTaen sBNseTCS CTPYKTYpPHEIM nozpasaenenneM dpuuara ®TBOY BO «CamI' TV » B
r. HoBokyiiObImescke.

1.2 O6uwm#t oTmen B cBoeH AEATENbHOCTH PYyKOBOICTBYETCS 3aKOHAMH P®, HOpMAaTUBHBIMU |
NpaBOBLIMH ~ aKkTaMH B oOnmactw  o0pa3oBaHMs,  JIOKyMEHTALMH, OpraHH3aLHHU
A€JIONPOU3BOACTBA, MOJIOKEHHEM O (PUITHAIIE, HACTOALINM MOJT0KEHHUEM.

1.3 O6mmit oTaexn B CBOEH paboTe MOTIMHSAETCS HENOCPEICTBEHHO TUPEKTOPY (GuiHaia.

1.4 O6mwmii oTmen BO3INaBIseT HAYATBHUK OTZENA, HA3HAYAEMBIH HA JOJKHOCTD IPHKA30M
AUPCKTOpa, Ha BPEMS OTCYTCTBHS KOTOPOro (B CBSI3M C GONE3HBI0, KOMaHIHPOBKOI,
OTIYCKOM) €ro 0053aHHOCTH NEPEXOIAT K OTBETCTBEHHOMY JIMIlY, HA3HAYAEMOMY IIPHKA30M
aMpekTopa ¢unuana.

1.5 Pexxum pabotel otnena ompenensiercss [IpaBunamu BHYTPEeHHEro TPYLOBOIO pacnopsaka
bumana.

1.6 ITomoxenue 06 oTaese M NOJDKHOCTHBIE HHCTPYKIMH PaGOTHUKOB XPAHSTCS B OT/ENe KaJpoB
¢dununana, konuu - B 00LIEM OTAEIE.

II HanpaBiieHHs neSTeIbHOCTH

2.1 Opranusanus paGoTsl ¢ JOKyMeHTamMHu B hHiIHae.

2.2 CosepiueHcTBOBaHKHE HOPM U METOJ0B pabOThI ¢ JOKYMEHTAMH.

2.3 Oxazanne METOIMYECKOH MOMOIIM CTPYKTYPHBIM NOAPa3eIeHusIM bUIHaia mo BOIIpOCaM
JIeJIONPOU3BOICTBA.

2.4 KoHTpPOJIb HCHOJIHEHHS IOKYMEHTOB.

III CtpykTypa u ynpaBieHue

3.1 B coctas o6mmero oT/ies1a BXOAUT HAYAIBHUK OT/IENA U JCTONPOU3BOIHTE b,

3.2 Pabota B o0weM OTHeNe OCYHIECTBIAETCS CIEAYIOUIMMH CIELHATHCTAMH: HAYalbHHUKOM
OT/IeJIa U JEJI0NPOU3BOIUTENIEM.

3.3 IlpaBa n 00A3aHHOCTH COTPYNHHMKOB OOLIEr0 OTAE€]a MPeayCMOTPEHbl B JOKHOCTHBIX
MHCTPYKLHAX.

3.4 PaGoTHyKH 06IIEro OT/Je/1a HA3HAYAIOTCS HA JOIKHOCTD H OCBOGOKIAIOTCSA OT AOJKHOCTEN
aupexropoM ¢pumuana ®I'BOY BO «CamI TV » B r. HoBokyii6srmeBcke

IV Oyakuun

OOwuIuit 0TI BBIONHSET ClIeAyIomHe QYHKINU:

4.1 Benenue aenonpousBoacTsa B huinare.

42 OGecriedeHue  CBOEBPeMEHHOH  00pabOTKM  MOCTYHAlOWed M OTIPaBIsSEMOil
KOPPECIIOHACHIINH.

4.3 Paboty 1o peructpauuu, y4eTy, XpaHeHHIO U Ilepeiaye B COOTBETCTBYIONINE M0Pa3/IeleHHs
(punmana 10KyMEHTOB TEKYIIEro JeNONPOU3BOACTEA, B TOM YHCIIE TIPHKA3B! H PACTIOPSIKEHHS
JUPEKTOpA.

4.4 KoHTporb 3a cpoKaMu UCMOTHEHHS JOKYMEHTOB, HX IIPABH/IBHBIM O(OPMICHHEM.

4.5 @opmMupoBaHuE €] H, B ClIydae HEOOXOAMMOCTH, C/1a4a UX Ha XpaHEHHE B apXxuB.

4.6 Meromiyeckoe pyKOBOJCTBO JIENONPOM3BOJICTBOM B CTPYKTYPHBIX MOJpa3ieleHusx
¢uimana, KOHTPOJIb 33 NPABUIIBHEIM (POPMHUPOBAHHEM, XPAHEHHEM JIEI.



4.7 OGecrieyenne pexxuma AOCTyNa K JOKYMEHTalHMHM M MCIOJIb30BAHHE HH(OPMAIINH,
COACpIKalLLEHCs B HEH.

4.8 Pa3paGoTKy 1 BHeJpEHHE HOBBIX TEXHOIOTHYECKHX NpoueccoB pabOThI ¢ JOKYMEHTAMH.

4.9 PaspaboTky 1 ocyIuecTBIEHHIO MEPONPHUSTHI 110 YIYUIICHHIO IeATETBHOCTH 001IEro OTAe A,

4.10 Opranu3aLHio KOMAPOBATBHBIX H MHOKHTETbHBIX pabor.

4.11 PerucTpanuio KOMaHAHPOBOYHBIX YAOCTOBEPEHHH M IIPCAITHCAHHIA.

4.12 Pearu3auuio nepeunclieHHBIX (YHKLHHA B YCJIOBHAX, MPEIYCMOTPEHHBIX MpPABUIAMU U
HOpMAaTHBAMH OXpaHbl TPy/a, BHYTPEHHErO TPYIOBOIO PAaCIOPSIKA, TEXHUKH Ge30IaCHOCTH,
NPOU3BOACTBCHHON CaHHTAPUH U MIPOTHBOIOXKAPHOH 0€30MaCHOCTH.

V Ilonaomouus

5.1 KauecTBEHHO U CBOEBPEMEHHO BBINONHATH IOCTAB/ICHHbIE nepea oOIMM OTAEIOM 3a1a4u U
BO3JIOXKEHHBIE QYHKIHHU, Olpe/ieSieHHbIe HACTOSIIAM TT0I0KEHHEM

5.2 3ampammBare ¥ moay4aTe OT CTPYKTYPHBIX TOJpasiaefeHuii Gpunnana uHPOpMaLHIO A
OCYILECTBJICHHS BO3JI0OKEHHBIX Ha OOIIUiT OT/Iel.

5.3 Brocuth Ha ycMmoTpeHue mupexTopa (uimana NPEUIOKEHH 110 COBEPIICHCTBOBAHUIO
CTPYKTYPBI OTIe)Ia.

5.4 BHOCHTb MpEeIOKEHUs 110 CO3AAHMIO YCIOBHI JUIA HOPMAJTBHOH OpraHM3aluu paGoTel ¢
JOKYMEHTaMH.

5.5 BHOCHTB NIPEUTOXKEHUS [0 COBEPIICHCTBOBAHMIO paboTEI ¢ TOKYMEHTAMH.

5.6 IloamuceIBaTh M BH3MPOBATH JOKYMEHTHI B npenenax KOMIIETCHUHH, YCTAHOBJIECHHOH ISt
JeATeNbHOCTH 001Iero oraena.

5.7 TpeGoBaTh OT pyKOBOAMTENEH CTPYKTYPHBIX MOJpa3/ie/IeHU HCIIONHEHHUsS JO0KYMEHTOB,
PEeLIEHHH TUPEKTOPA B YCTAHOBIICHHbIE CPOKH.

VI OTBeTCcTBEHHOCTD

OOwwmit 0TAET HeceT OTBETCTBEHHOCTH 3a HEBBIIIOMHEHHE BO3T0KEHHBIX HA HEr0 GbyHKUHH.

6.1 3a HapymleHMe YCTAaHOBJEHHOTrO MHOpSAKA paboTel ¢ JOKyMEHTallMel, yTpaTy, nopuy
JOKYMCHTOB, HAXOOAIIUXCSH Ha XPAaHCHHH B OTOENE.

6.2 3a cobmoieH1e peXuMa CEKPETHOCTH UJIH KOH(DUICHIIUATIBHOCTH.

6.3 3a HEHCIIOTHEHHE HITH HeHa/UTeXKalee MCIIOTHEHHE I0KHOCTHBIX 00S3aHHOCTE.

6.4 3a mpaBoHapylIeHHs, COBEPIICHHbIE B [IpoLecce OCYUISCTBICHHSA CBOEH NeATeNLHOCTH, B
Ipeliesiax,  ONPEICNICHHBIX — NCHCTBYIOIIMMH  aIMHHHCTPATHBHBIMH, YTOJOBHBIMH H
TPaXX1aHCKUMH 3aKOHaMH PO.

6.5 3a npuuHHEHHE MaTepHATIBHOrO ymepba, B npenenax AeHCTBYIONIEro TPYAOBOrO M
IpaXIaHCKOT0 3aKOHOB P®.

6.6 3a cobmonenue TpeGoBaHuil PaBHUIL, MHCTPYKIMHA U IPYTHX HOPMAaTHBHBIX JOKYMEHTOB 10
OXpaHe Tpy/aa u 6€30MacCHOCTH KU3HEAEHTEILHOCTH.

VII Bzaumocesizu

st BbmosnHenus QyHkumi M peanmsamuu [paB, MpPeIYCMOTPEHHBIX HACTOSIIHUM
MOJIOXKEHUEM, OOLIMI OT/IeN B3auMOAeiCTBYeT:

7.1 C mupexTopoM ¢uinana o BOIpocaM AeATENLHOCTH 0GIIEro OTaeIA.

7.2 Co BCeMHU CTPYKTYPHBIMH MOpa3AeNeHHsIMH (PUIHATA 11O BOIIpOCaM

- BEJICHUA JIEJIONPOU3BOJICTBA,



- OPraHU3aAUUU KOHTPOJIS M TIPOBEPKH HCIIONHEHUS CPOKOB,

- MOArOTOBKYM M MPEIOCTABNIEHUS JOKYMEHTOB,

- epe/iaun BXOAIICH U IpUeMa HCXOIsLIell uHpopMaLum,

- IO 00eCneueHnIo OprreXHuKoi, 06opynoBaHHeM, KaHIEIAPCKUMU NPUHAIEKHOCTSIMH,
- 00eCneyeHHI0 PEMOHTA OPITeXHUKH, KONTHPOBATbHO-MHOXKHTEJIBHOTO 000PYI0BaHHUS.
7.3 C 1opHIMYECKIM OT/ENOM TI0 BOIIPOCAM, CBA3AHHBIM C IIOArOTOBKOH JOKYMEHTOB.

8. 3akimounTeLHBIC M0/I0KeHHs

8.1. Hactosmiee Ilonoxkenue Berymaer B IOPHJIMYECKYIO CHIIYy ¢ MOMEHTA €ro YTBEpIK/ICHHUS
y4eHbIM coBeToMm Caml TV,

8.2. JlomonneHust u w3MeHenus B Hactosmiee llojoxkeHue [IPUHHUMAIOTCH U YTBEPHKIAIOTCS
yuenbiM coBerom CamI' TV,

8.3. B ciuydasx, He NpPEyCMOTPCHHBIX HACTOSIEM IlONOKEHHEM, pYKOBOAMTETh M
OTBETCTBCHHBIC HCHOJIHUTEIH PYKOBOJICTBYIOTCS 3aKOHOMATEALCTBOM P®d, HOpMaTUBHBIMH
akTaMi MunoOpHayku, yctasom CamI'TV u japyrumm nOKaIbHEIMH HOPMATHBHBIMH aKTAMH
CamI'TV.

8.4. Tlonoxenue Mo BCTYIUICHHH €T0 B IOPHHUECKYIO CHILY JACHCTBYET 0€3 Olpe/IeicHNs CpoKa.



