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JAOKHOCTHASI MHCTPYKIIUS
Crenuamucra 1o Kajapam

AIMHHHCTPATHBHO-YIIPAB/ICHYECKOr0 annapara

1. O6mue noaoxenns

1.1. Hacrosmas A0/DKHOCTHAA MHCTPYKUMA omnpeaenseT OOA3AHHOCTH, NpaBa M OTBETCTBEHHOCTH
CIemHATHCTA MO0  Kaapam AJMHHHCTPATHBHO-YNPAaBICHYECKOI0 annapara [ocyaaperseHHOro
OIOKETHOIO yupexAeHHs coumaisnoro obcayxusanua Mockosckoit obractin «KomniaexcHpiit ueHTp
coumanbHoro obenyxkusanus u peabuantaunn «[logonsckuity.

1.2. Pemienne 0 Ha3HA4eHMH HA JODKHOCTH H 00 OCBOOOA/ICHHMM OT JO/DKHOCTH CHNEUHANMCTA MO
Kazpam AJIMHHHCTPATHBHO-YTIPABICHYCCKOTO annaparta NPHHAMACTCH AHPEKTOPOM
[ocynapcTBeHHOro GIOKETHOrO YUpSKICHHA couManbHOro odcaymupanus Mockosckoit obnactu
«KoMnnekcHslit uenTp counansioro obcaykusanus u peabuanraunn «logoasckuiiy.

1.3. Ha nomKHOCTH CHCUMAIHCTa MO KaapaM AJIMHHHCTPATHBHO-YTPABICHYECKOro anmnapara
Ha3HAYaeTCA MO, HMEIoLIee cpeatee npodeccuoHaibHoe 00pa30BaHHEe — MPOrpaMMbl M01r0TOBKH
CTICLHATHCTOB CPEAHEro 3BeHa, JONOJHHTEeTbHOe MpodecCHORAIbHOE 00pasoBaHne — MpOrpaMmsl
npodecCHOHANLHOMN NEPENnOAroTOBKM, NPOIrPaMMbl NOBBILICHNS KBATH(GHKALMH

1.4. B cBoelt AeATEABHOCTH  CHELUHANMCT MO  KaapaM PYKOBOACTBYercs: JICHCTBYIOLIHM
3aKOHOJATELCTBOM, YCTABOM YYPEHKICHHS, NPABHIAMH BHYTPEHHEI'O TPYIOBOTO pacrmops/ika,
NPHKA3aMH H PACNOPAKCHHAMH JIHPEKTOPA YUPEKICHHA, HACTOALICH JOKHOCTHON HHCTPYKIIHEH,

1.5, Cienuanuct 1o KaApam 10/17K€H 3HATL:

1.5.1. Mopsaznok odopmienns, BEICHHS ¥ XPAHEHHS JOKYMEHTOB 110 NCpConanty.

1.5.2. TTopanok yyera ABHKCHHA KAIPOB M COCTABICHHA YCTAHOBICHHON OTYCTHOCTH,

1.5.3. OcHOBBI J0KYMEHTOO00POTA 1 JTOKYMEHTAUHOHHOIO 00eCIeYeHHS,

1.5.4. TexHOMOrHM, METOAbI M METOAMKH MPOBEACHHS AHATH3A M CHCTEMATH3AUNH JOKYMCHTOB M
HHpOPMAIIHH.

1.5.5. lNopanok pacyera craxa, ILroT, KOMNeHcauuii, opopmieHns neHcHi paboTHHKaM.

1.5.6. CTpyKkTypa Oprasu3aium.

1.5.7. TpynoBoe 3aKOHOAATEILCTBO M HHbIE AKThI, COACPRKAINE HOPMBI TPYAOBOrO Npasa.

1.5.8. OcHOBEI apXHMBHOIrO 3aKOHO/ATe/ILCTBA M HOPMATHBHBIC NpaBosbie axrel Poccuiickoi
Qenepanuu, B HaCTH BECHHA JOKYMCHTALMH 110 IEPCOHATY.

1.5.9. 3akononarenbcTo Poccuiickofl Deepanni 0 NEPCOHATLHBIX JAHHBIX,

1.5.10. JlokambHeie HOPMATHBHBIE AKTbI OpraHM3alluM, peryIHpylolne Mopaiok odopmienns
PacTopAAUTEIbHbLIX H OPIAHH3AUHOHHBIX JOKYMEHTOB I10 MEPCOHATY.

1.5.11. HopMBl 3THKH K Ae10B0r0 o0LeHHs.

1.5.12. bBa3zoBble OCHOBBI HMH(OPMATHKHM, CTPYKTYPHOE MOCTPOEHHE HH(POPMALHOHHBIX CHCTEM U
ocoberHOCTH paboThl ¢ HHMU.

1.5.13. TTops.10K # TeXHONOrHA NPOBEACHHS ATTECTALUH.

1.5.14. TexHOMOrHH M METOAbl ONpPEUE/IeHHs W OLEHKH MPOdEeCCHOHAILHLIX 3HAHWHA, yMeHuil H
KOMIETEHUM,

1.5.15. Cucremsl, Meroast u GopMbl MaTepHAILHOTO H HEMATEPHANBHOIO CTUMYIHPOBAHHA Tpyia
nepcoHana.




1.6. CieuHainet no Kaapam A0/KeH yMeTh:

1.6.1. PazpabarsiBars NpoeKThl OPraHH3ALMOHKLIX H PACHOPAIMTEIBHLIX JOKYMEHTOB 110 [IEPCOHATY.
1.6.2. OdopMasaTh DOKYMEHTbI B COOTBETCTBHH ¢ TpeGOBAHMAMH IPRKIAHCKOrO, TPYAOBOro
3akoHoAarenscTsa Poccniickoit @eaepaunu ¥ TOKATBHEIMH HOPMATHBHBIMK aKTaMH OPraHH3alHH.
1.6.3. BectH yueT M perscTpauHio JOKYMEHTOB B HHQOPMAUMOHHBIX CHCTEMaX M HA MATCPHANbHBIX
HOCHTE/AX.

1.6.4. Oprasu3oBbiBaTh XPaHCHHE JOKYMEHTOB B COOTBETCTBHM C TpebOBAHMAMM TPYAOBOrO,
apXMBHOIO 3akoHonarenbctsa Poccufickot @egepaunn U JNOKAILHBIMH HOPMATHBHLIMH AKTAMM
OpraHu3almy.

1.6.5. AHAIM3HPOBATE JOKYMEHThI M MEPEHOCHTH HHGOpMALMIO B 6A3L1 JaHHBIX U OTYETHI,

1.6.6. BeiABaaTh OWMOKH, HETOYHOCTH, HCTIPABICHUS M HEAOCTOBEPHYIO HHPOPMALIMIO B JOKYMEHTAX,
OMNpenesTh JerHTHMHOCTD JOKYMEHTOB.

1.6.7. PaGorars ¢ HHGOPMAIHOHHLIMK CHCTEMAMH H 0a3aMM JAHHBIX MO BEICHHIO YHCTA, ABHAKECHHIO
nepcoHana.

1.6.8. Bectu ae10BYIO NepenucKy.

1.6.9. CoGmosars HOPMBI 3THKH 110800 OOIMEHHA.

1.6.10. Onpenensts napamMeTpsl 4 KPUTEPHH ATTECTALIHH NEPCOHATA.

1.6.11. Onpenennts ¥ NPHMEHATH CPE/ACTBA U METOABI ATTECTALIMH.

1.6.12. Boiaensts rpynns! nepcoHana s NpoBeieHHs aTTecTalliH,

1.6.13. OGecneynBaTh J0KyMEHTALMOHHOE CONPOBOXACHHE ATTCCTALMHN NEPCOHANA.

1.7. CneunanueT no Kaapam roauMHHACTCA HeNOCPEACTBEHHO ANPEKTOPY YUPEKICHHS.

2. loamnocrusie o0s3aHHOCTH

B npouecce cpoeii TpyaoBoft (YHKUMM CHEUMATHCT MO KaApaMm HCHOIHAET CACAYIOMmHe
obszannoCcTH:
2.1. Beaenne opranu3auHoHHON M PACNOPAAHTEILHON JOKYMEH TALIMH 10 NEPCOHATY:
2.1.1. OGpaborka u aHaATH3 MOCTYNaKOWeR JOKYMEHTAIHH 110 NePCOHY.
2.1.2. PaspaGorka u opopMIeHHE JOKYMEHTALMH [0 NEPCOHAY ([IEPBHYHOM, YHETHOM), IAROBOM, 110
couHaTbHOMY 00ecreyeH o, OPraHH3aUHOHHOM, PacTIOPAIHTEILHOM ).
2.1.3. Perucrpaums, y4er M TeKyllee XpaHeHHE OpPraHM3AUMOHHON M  PaCNOPAAMTENbHOM
JIOKYMEHTALIHH 10 NepcoHany.
2.2. BeaeHHe JOKYMEHTAUHH MO YHETY M JABHACHHIO KaapoB:
2.2.1. TloaroToBka NPOEKTOB AOKYMCHTOB 10 MPONEAYPAM YIPABICHHS TMEPCOHANOM, YYeTY M
JBHAKEHHIO NEPCOHATA.
2.2.2, Oprasu3auns CHCTEMBI IBHKCHHA JOKYMEHTOB 110 NEPCOHATY.
2.2.3. C6op # npoBepKa IHYHBIX JOKYMEHTOB pabOTHHKOB.
2.2.4, Tlogroroska 1 opopmieHue 110 3anpocy pabOTHHKOB M JIO/IKHOCTHEBIX JTHL KOIKE, BbINHCOK U3
KaJpOBbIX JIOKYMEHTOB, CIIPaBOK, HH(POPMALHMH O CTaXe, JILIOTAX, FAPAHTHAX, KOMITCHCALIMAX H MHBIX
cBeseHuit 0 paboTHHKAX.
2.2.5. Boutaya paGoTHHKY KaapOBBIX AOKYMEHTOB O €r0 TPYAOBOH AR TE/ILHOCTH,
2.2.6. Jloseaenue. 10 CBEICHHA NEPCOHANA OPraHH3ALUMOHHBIX, PACNIOPAAMTEIbHBIX H KAJAPOBBIX
JOKYMEHTOB OpraHH3alliy,
2.2.7. Benenne yuera paGouero spemens paboTHHKOB.
2.2.8. Perucrpauns, y4er, ONepaTuBIOe XPAHEHHE JOKYMCHTOB MO NEPCOHANY, MOArOTOBKA K ¢1ave HX
B ApXHB,
2.3, AIMHHHCTPHPOBAHHE [POLECCOB JOKYMEHTOOOOPOTA MO Yy4ery M JIBHKCHHIO KAApoB,
NPeCTABICHHIO IOKYMEHTOB 110 NePCOHATY B rOCyAapCTBEHHBIC Opransl:
2.3.1. Oprasn3aius 10KyMEHTO000pOTa 110 YHETY ¥ ABHKEHHIO KAIPOB.
2.3.2. Oprasusauus  JOKYMEHTOOG0pOTa NO MPEACTABNACHHIO JIOKYMEHTOB MO MEpCoHany B
roCYAapCTBCHHBIC OPraHbl.
2.3.3. TlocTaHOBKa Ha YHeT OPraHH3aUMK B rOCYIAPCTBEHHBIX OPraHax.



2.3.4. [loAroToBKa Mo 3ampocy rocyJapCTBEHHBIX OPraHoB, NPO(EcCHOHAILHLIX COIO30B H APYTHX
NpeACTaBHTEILHBIX OPraHoB paGOTHHKOB OPHIHHAIOB, BBIMHCOK, KOMKHA IOKYMEHTOB.

2.3.5. [loaroToBKa yBEAOMICHHI, OTUETHON M CTATHCTHYECKON HHPOPMALHH 10 IEPCOHATY.

2.4, Opranu3auus ¥ [poBeJeHHE arTecTally nepcoHaa:

2.4.1. AHanu3 CTPYKTYpbl, /IaHOB M BakaHTHBIX Jo/mkHOCTeH (mpodeccuit, cneunalbHOCTEH)
opraHu3aunH, ocoOeHHOCTeH opraHM3auMu paboThl Ha pPazxIMYHBIX Y4YAaCTKaX MPOH3BOACTBA H
KOHKpeTHBIX pabouux MecTax.

2.4.2. Pa3paboTKa NpOCKTOB JOKYMCHTOB, ONPEICIMIONINX MOPAIOK aTTeCTallii NepeoHaa.

2.4.3. ConpoBokaeHHe Npouecca arrecTaunn 1 paboThl aTTECTALHOHHON KOMHCCHH.

244, TloaroroBka nNpeUIoReHHit © cooTBercTBuM  paboTHMKAa A0/0KHOCTH  (mpodeccHn,
CMEUMANBHOCTH) 110 Pe3y/bTaTaM arTecTauMu B COOTBETCTBHH ¢ 3akoHoaaTeabcTBOM Poccuiickoi

Degepaunu.
3. Mpasa

CrneunanueT no kaapam Brpase:
3.1. 3HAKOMHTBCA € MNPOEKTHBIMH pelueHuAMH [OCyaapcTBeHHOro OGIOUKETHOrO  YUPSKICHHA
counansHoro obeayxuBanns  MockoBekoit  ofmactH  «KOMINEKCHBIA  UEHTP  COLMATBHOTO
obcayxuBanus 1 peabuntaunu «IToaonbckuity, KacaIOUMMHUCH €ro AeATEABHOCTH.
3.2. BHOCHTH MPEVIOKEHHSA MO COBEPIUCHCTBOBaHHKO paloThl, CBA3AHHON C MPEeIYCMOTPEHHBIMH
HACTOALIEH HHCTPYKUHEH O0A3aHHOCTAMM.
3.3. B npegenax cBoeit KOMINETEHUHH cOO0OLATH HENOCPEACTBEHHOMY PYKOBOIHTEMO O HEOCTATKAX,
BLIABACHHBIX B MPOLECCe HCTIOTHEHHA JA0KHOCTHBIX 00A3aHHOCTEH, # BHOCHTD MPEUIOKEHHA 110 UX
YCTPAHEHHUIO,
3.4, 3anmpammBarh 4Yepe3 HEMOCPEACTBEHHOrO pPYKOBOAMTEIA HHPOPMALMIO M JIOKYMEHTBI,
HeoOXOAMMEIC 115 BLITOMTHEHHS CBOMX JO/DKHOCTHBIX 00g3anHocTeil.

4. OTBerCTrBEeHHOCTD

CrneusanucT no KaapaM HECeT OTBETCTBEHHOCTD:
4.1. 3a HeHauiexallee HCIOJHEHHE WM HEUCNONHEHHEe CBOMX JIODKHOCTHBIX OOsf3aHHOCTE,
NPeAYCMOTPEHHBIX  HACTOAUIEH JO/DKHOCTHOH  HMHCTpYKUMEH, B Mpeaenax, ONpPEacaCHHBIX
AEHCTBYIOLMM TPY/OBBIM 3aKOHOAaTenbeTBOM Poccuiickoit ®eaepauuu.
4.2, 3a npaBOHApYUICHHs, COBEPIUEHHbIE B IMIPOLECCe OCYLICCTBICHHA CBOEH ICATEILHOCTH, B
npejenax, ONpele/CHHLIX ACHCTBYIOMMM AIMHHHCTPATHBHBIM, YTOMOBHBIM H  IPAXKIAHCKHM
3akoHofarenbeTBOM Poccuiickoit ®eaepaunu.
4.3. 3a npUUHHEHHE MATEPHAILHOTO yiepba B npeaenax, ONpeAeIeHHbIX AeHCTBYIOUMM TPY/IOBBIM H
rpakaaHCKHM 3akoHoaaTenbeTBoM Poceniickoit Meaepaun,
44, 3a HecobmonacHHe TPYIOBOW AMCLUMIUTHHBLI, HOPM OXpaHbl TPyJa M TEXHHKH 0e30MacHOCTH,
HEBBIMO/IHCHHE TMpPaBHJI BHYTPEHHErO pACMOPAIKA M MHBIX JOKATLHBIX HOPMATHBHBIX AKTOB
pabotoaarens.
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noa

COI'TACOBAHO:

-

CrienHamicT no Kaapam T T.A. TTandeposa

NoankcsL




