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1. OBIIHUE IMOJIOKEHUSI

1.1. Hacrosiee IlomoxxeHue perjaMeHTUPYET AeSTeIbHOCTh KaHLEISPUH
(enepabHOrO TrOCYIapCTBEHHOIO OMOJPKETHOTO 00pa30BaTEbHOIO YUYpPexJAeHUs
BbICIIEro obpazoBanus «YUTHHCKAs TOCyIapCTBEHHAs MeIULUHCKas aKaIeMHUs»
MunucrepcTBa 3ipaBooxpanenus Poccutickoit @enepauuu (nanee - AkageMus).

1.2. Kanuensipusi AeHCTByeT Ha IpaBaX CaMOCTOSITEILHOTO CTPYKTYPHOTO
nojpasaeneHus AKaJeMHH, OCYILECTBIAIOLIEro AOKYMEHTALMOHHOEe oOecreueHue
AxazeMuu — JeATeNbHOCTh 110 OpraHW3allud JOKYMEHTUPOBAaHUS U YIPaBJIECHUS
JNOKyMEHTaluel B mpolecce peanu3auud GyHKIui AkaJeMuH.

1.3. Kanuensipus B CBOeH ASITEIbHOCTH PyKOBOACTBYETCS 3aKOHOATEIILCTBOM
Poccuiickoit  @enepanuu, InpuKa3aMu H©  pacnopsbkeHusiMu  MuHHCTEepcTBa
3apaBooxpaHeHuss Poccubickoit ®enepaunu, MwuHHCTEpCTBA HAYKH U BBICLIETO
oOpa3oBaHus Poccuiickoit ®enepauunu, IIpaBUJIaAMH, AHCTPYKIHUAMH,
METOAMYECKMMH pPEKOMEHJAUUsIMH U JPYTUMU AEHCTBYIOLUMMHU HOPMATHUBHBIMHU
nokymentamu Poccuiickoit @enepanuu 10 BONpocaM JOKYMEHTAIlHOHHOTO
ofOecniedeHusl OpraHu3alud, YCTaBoM AKaJeMHH, JOKaJIbHBIMH HOPMAaTHUBHBIMH
aktamu Axanemuu ¥ HactosmuM [lonoxenuem.

1.4. B cBoe#l JeATEeNbHOCTH KaHUEIAPHS IOMYMHSETCS HEMOCPEACTBEHHO
[IepPBOMY IIPOPEKTOPY AKaIEMHH.

1.5. Opranusyer u Bo3riaBiseT paboTy KaHLEISIPUH 3aBELYIOLIUH, KOTOPBIH
Ha3HayaeTcs Ha JOJDKHOCTh H OCBOOOXK1aeTcs OT Hee NPUKa30M peKTopa AKaJeMuH.

1.6. Kanuenspus uMeeT Kpyriyro nedars ¢ odozHaueHreM «KaHuemspus».

2. ®YHKIIAA

2.1. Opranu3auus 1eJ10IpOU3BOJCTBA B AKaIEMHH:

- obecrnieyeHne cBoeBpeMeHHOH 00paboTKH mocTynaroulei U OTIpaBiIseMOi
KOppECTOHASHIIHH, € OCTaBKa [10 Ha3HAYEeHHUIO;

- paboTa 10 perucTpanuy, y4eTy, XpaHeHHIO H Iepe/iaye B COOTBETCTBYIOLIHE
CTPYKTYpHBIE TOJpa3feNeHus AOKYMEHTOB TEKyIIEro JeJONpOM3BOJCTBA, B TOM
YHClie IPUKA30B U PaCTIOPsDKEHUH PYKOBOJICTBA,;

- hopMHupOBaHUE €] ¥ UX c/la4yd Ha XpaHEeHHeE.

2.2. Obecrnieyenue eAUHOrO IOPSAKAa HOKYMEHTAIMOHHOTO OOecrneueHus
AKanemMuu:

- pa3paboTka MHCTPYKIHIl O JeJONpOM3BOACTBY B AKaJeMHH H HX
BHEPEHUE;

- TIOMCK ¥ IIOATOTOBKA WHCTPYKTHBHBIX M CIIPABOYHBIX MaTepHalIOB,
HEOOXOMUMBIX JUISl OpraHU3alliy AeI0NPOU3BOACTBA B AKaIEMHH;

- METOJMYECKOE PYKOBOACTBO JEJONPOM3BOACTBOM B MOJAPA3[EICHUAX U Ha
Kadenpax Axkagemuu;

- KOHTPOJIb 38 NMPaBIJIBHBEIM (OPMHUPOBAHUEM, XPaHEHHEM H CBOEBPEMEHHOM
clayel Jiell B apXuB;

- BBITIOJIHEHNE KONMPOBAIBHBIX U MHOKHTEIBHBIX PaboT;
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- BBINIOJJHEHHE MAIIMHOMUCHBIX paboT.
2.3. KoHTponb 3a HCIIONHEHHMEM NOKYMEHTOB M IOATOTOBKa JOKYMEHTOB K
rnepezaye B apXuBs.

3. IIPABA

3.1. Kanuenspus umeer npaso:

- JlaBaTh YKa3aHHsA CTPYKTYPHBIM IOApasfeieHusM AKaIeMUH IO BOIIpocam,
OTHOCALIUMCS K KOMIIETCHLIUH KaHLEIISIPUH;

- TpeGoBaTh IPENOCTABICHUA OTYETOB U HHPOpPMaUUK 00 HCIOTHEHUH
JIOKYMEHTOB, IOPYYEHUN U pellIeHUH;

- BO3BpalllaTh HCIIOJHUTENAM JOKYMEHThI U TpeboBaTh HUX JI0paboTKU B
clly4ae HapyIlIeHUs [IpaBUil J1eJI0NPOU3BO/ICTBRA;

- BHOCHUTh [IPEIJIOKEHHUS PYKOBOACTBY AKaJeMHUH O IPUBIEYCHUU K
JUCLUIIIMHAPHON OTBETCTBEHHOCTU AOJDKHOCTHBIX JIML AKaJeMHUHU 10 pe3yjbTaTaM
IPOBEPOK;

- JlaBaTh pa3bsSICHEHHWS U PEKOMEHJAlWW I[10 BONpPOCaM, BXOAAIIMM B
KOMITETEHIMIO KaHLEISPHH.

3.2. 3aBeayrolIuit KaHLeNsIpUel BIpase:

- MOANKCHIBATh W BH3UPOBATh JIOKYMEHTbI, CBSI3aHHbIE C JOEATEIbHOCTHIO
KaHLEJISPUH;

- BHOCHUTh NpPEIJIOXKEHHS B OTJAEN KaJpOoB U pPYKOBOACTBY AKaIeMHH O
nepeMeleHu pabOTHUKOB KaHIEIAPUU, MX TOOIIPEHUH 3a YCHEUIHyI0 paboTy, a
TAKKe MPEIIOKEHHS O HATOXKEHUU NUCLMIUIMHAPHBIX B3bICKAHUN Ha paOOTHHMKOB,
HapylIalolUdX TPYAOBYIO JUCIHUIIIHHY.

4. OTBETCTBEHHOCTb

4.1. OTBETCTBEHHOCTh 3a HaaJeXKallee U CBOEBPEMEHHOE BBINOJHEHUE
GyHKIMHA, NperycMOTpeHHBIX HactosmmMm Ilonmoxenuem, Hecer 3aBeayroIMi
KaHIeJspHen

42. Ha 3aBemymoomero KaHLeJspued  Bo3jaraercd  [EepCOHalIbHas
OTBETCTBEHHOCTb 3a:

- OpraHu3alMio AEATENbHOCTU KaHLEIAPUH IO BBINOJHEHHIO BO3JIOKEHHBIX Ha
Hee 3a/1a4 U QyHKLHH;

- OpraHM3alMIi0 ONEepaTHBHOM M KayeCTBEHHOW IIOArOTOBKM H HCIIOJHEHHUS
JIOKyMEHTOB, BEIEHHWE MIeJOIPOM3BOACTBA B COOTBETCTBHM C JEHCTBYIOIMMH
npaBuJiaMd ¥ HHCTPYKLHUAMU;

- COXPaHHOCTH NPUHSATHIX B paboTy NOKYMEHTOB;

- cobmongenne pabOTHUKAMM KaHLENISAPUH TPYHOBOH M IIPOM3BOIACTBEHHOM
JUCLIMTIIIMHBI;
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- ofecrneyeHne COXPaHHOCTH HMMYILIECTBA HAXOMASIIErocs B KaHUENSApPUH |
COOJIFOICHH S [TPaBUII IPOTUBOIIOKAPHOH O€30IIaCHOCTH;

- mo00p, pacCTaHOBKY U AESATENbHOCTh PAOOTHUKOB KaHIIEISAPHUH;

- COOTBETCTBHE NEHCTBYIOILEMY 3aKoHonarenbcTBY Poccuiickoit Denepanun
BU3UPYEMBIX (IIOAMHMCHIBAEMBIX) UM HHCTPYKILUH, TOJIOKEHUH U IP. JOKYMEHTOB.

4.3. OTBETCTBEHHOCTb pPAOOTHUKOB KaHIEJNSPUU YCTaHABIMBACTCS HX
JIOJDKHOCTHBIMH UHCTPYKIUSIMHU.

5. B3AUMOOTHOIIEHMUS C JPYTUMHA
CTPYKTYPHBIMHU NOAPA3AEJEHUSIMU

5.1. Kanuensipust B3auMOJENHCTBYET:

- CO CTPYKTypHBIMH ToOApasfeleHusMA AKaJeMuu - IO BOIpOCaM
JIOKYMEHTAIMOHHOI0 00ecIIeueH s yIpaBIIeHHUS;

- C OTHEIOM KaapoB - II0 BOIpocaM IoA0opa M pacCTaHOBKH KaJpoB
KaHILEJISIpUH;

- C IOpUOUYECKHM OTHEJIOM - II0 IIPaBOBBIM BOIIPOCaM, CBS3aHHBIM C
[I0ITOTOBKOM JOKYMEHTOB,;

- C aAMHHUCTPATHBHO-XO3SIMCTBEHHOM 4acThiO - IO BOIPOCaM MaTepHallbHO-
TEXHUYECKOT0 00ecredeHns KaHIEIAPUH.

COI''TACOBAHO:

[TepBEIit IPOpPEKTOP @ A.B. Caxapos

3aBenyrolias KaHIeJsIpuen A.H. Konmakosa

HauanbHUK IOpUINYECKOTO OTAENA B.I'. lisanoBa
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