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1. O6mue nos10KeHUs!

1.1. OTzxen KampoB SBISETCsS CTPYKTYPHBIM NOJpas/ielieHueM (uinania PITY
B I. BoCKpeceHcKe U TOIYMHSIETCs] HEMOCPEICTBEHHO IMPEKTOPY (riaa.

1.2. KonuyecTBeHHBLIH cOCTaB M IITAaTHOE pacluMcaHue oOTnAeIa KaJpoB
ycranasiuBaetcs pekropom PITY 1o npezcrapieHuio IMpeKkTopa dbunmana.

1.3. Ormen KaapoB OCYLIECTBISIET CBOIO JACATENBHOCTH, PYKOBOJCTBYACH
JEHCTBYIOIAM  3aKOHOJATEJILCTBOM  HOPMAaTUBHO-METOIMYECKUMHU  aKTaMH
[TpaBurensctBa P®, OCHOBHBIMHU IOJIOXKEHUAMHU ['ocynapcTBEHHOW CHCTEMBI
JIOKyMeHTallMOHHOro obecnedeHus, paspadborkamu Pocapxusa, YcraBom PITY,
[TonoxkenueM © (Quiauane, HHBIMM OpPraHU3aLMOHHO-PACIIOPAIUTEIbHBIMU
noxkymentamu PITY u dunmana, npaBujiaMu BHY TPEHHEr0 TPYIOBOrO pacropsika
¢bunuana 1 HaCTOSILUM ITOJI0KEHUEM.

1.4. OTzen KaJpoB BO3TIABISET HAYAIBHHIK OT/JeNa Ka/[poB, Ha3Ha4aeMbli Ha
JIOJDKHOCTB ¥ OCBOOOYK1aeMBIi IIPHKA30M IUpeKTOpa Quinaa.

2. OcHoBHbIE 32J124H

2.1. Oprasmsanus paboTsl IO obecreyeHHIO 10100pa, PacCTaHOBKH,
HCII0JIB30BAHMIO CIIELIHAIICTOB U pabovHX.

2.2. Opranuzauyst paboTsl [0 CO3J@HHIO CHUCTEMBbl Yyd4eTa KaJpoB
COTPYIHHUKOB (unuana.

2.3. Opranuzanus paboThl MO CO3JaHUIO CHCTEMBI YyueTa KaJpoB
poheccopcKo-Tpeno[aBaTebckoro cocTasa Gpunnana.

2.4. TlocTaHOBKA M COBEPIIEHCTBOBAHHUE JIEJIOMPOU3BO/CTBA B (puinare.

2.5. Opranusaiys MpaBUIBHOTO ydeTa W PErHCTpalys KOPPECTIOHACHLMN B
KaHIeSIpUH (puIrana.

2.6. OGecrmieyeHHe KOHTPOJIL 3a HCIIOJIE30BaHHE  PACIOPSIUTENIBHBIX
JIOKYMEHTOB BBIILIECTOSIIIIMX OPraHOB, PYyKOBOJICTBA (hHIIHANIA.

2.7. OpraHu3auds HUCIOJNB30BaHMS M XpPaHCHUS  JIOKYMEHTAJIbHBIX
MaTepuasoB, 3aKOHYEHHBIX IIPOU3BOACTBOM.

3. OcHoBHBIE QYHKIHH

3.1. Pa3paGoTka HampaBleHHH KOMIUIEKTOBAHUS KaJpPOB B COOTBETCTBUM C
HaIPaBJICHUSIMU Pa3BUTHs Quinaa.

3.2. Odopmienue mpHema, I[epeBOja, YBOJbHEHHs pabOTHHKOB B
COOTBETCTBHMHU C TPYJOBBIM 3aKOHOJATEILCTBOM.

3.3. YueT IMYHOrO COCTaBa yYpeKICHHUS.

3.4. XpaHeHue ¥ 3allOJHEHME TPYAOBBIX KHIKEK, CBOCBPEMEHHOE
3aTlOIHEHNe, BbIIa4a TPYIOBBIX KHMXKEK, CBOEBPEMEHHOE BHECEHHE B HHUX
HEOOXOUMBIX 3aIUCei.

3.5. Benenue 10OKyMeHTALUH 110 KaZpOBOMY JIEIONIPOU3BOJACTBY.

3.6. KoHTpO/b 3a MCTIONHEHHWeM IpPHKa30B M pacropsvkeHuil mo pabote ¢
JTAYHBIM COCTABOM.

3.7. 3yueHue ABUKEHUS KaJIpOB.

3.8. AHanM3 cocTara CrenuaIicToB Gpuinana.

3.9. TloaroroBka TpPeATOKEHUH M0 YIyYIIEHHIO pPacCTaHOBKU u
HCII0JH30BaHUIO CIIEIAATTHUCTOB.



3.10. [TogroroBka MaTepuayoB JUis IPEACTaBICHHs K MOOLIPEHHUIO.

3.11. Opranuszauds KOHTpOJS 32 COCTOSHMEM TPY/IOBOH JMCIUHMIUIMHBI U
TpaBuJl BHYTPEHHEr 0 TPYI0BOrO pacropsiKa.

3.12. Benenue Bceil OTYETHOCTH 110 KaPOBBIM BOIIPOCAM.

3.13. OdopmieHre B COOTBETCTBUM C TPYJIOBBIM 3aKOHOJIATEIbCTBOM
cIyKeOHBIX KOMaHIUPOBOK PAOOTHUKOB.

3.14. BezieHue yueTa NpuOBIBAIOMIMX B KOMAHJMPOBKH B (pUIIAAI.

3.15. OdopmieHrne ¥ BeJEHHE JIMYHBIX JIeI Ha COTPYIHHKOB M
npoeccopcKo-TpernofaBaTebeKuil cocTas duraa.

3.16. ITogroroska 1mo TpeGOBaHUIO PAOOTHUKOB CIIPABOK, KOIMHMH M BBIITHCOK
U3 JIOKyMEHTOB.

3.17. BeJieHue XypHAJIOB y4eTa IpreMa Ha paboTy, YBOJIBHEHHUS, TIEPEBOIOB
pabOTHUKOB.

3.18. OdopmieHre ¥ Bbgada IO 3ampocaM pabOTHHUKOB CIIPABOK O
HACTOSIIIEH M TIPOLLIOH TPYIOBOW JESTENBHOCTH Ul HAYMCICHHS MEHCHH 10
CTapOCTH WA MHBAJIMIHOCTH.

3.19. Opranusanys TabeIbHOro y4era.

3.20. OGecredeHHe CBOEBPEeMEHHOM  00paboOTKM  MOCTyMaiouled u
OTIIPAB/ISIEMO KOPPECTIOHIEHIMH, €€ TOCTaBKU 110 Ha3HAYEHHIO.

3.21. OcyuiecTBieHHe KOHTPOJsS 3a CPOKAMU HCIIOJTHEHMS JNOKYMEHTOB, MX
npaBuIbHOE OGMOPMIEHHE, IOATOTOBKM CIHpPAaBOK JMPEKTOPY —(uinaza o
COOJIIOJIEHUH CPOKOB UCIIONIHEHUS JIOKyMEHTOB.

3.22. OrnpaBieHue UCIIOJHEHHOM JOKyMEHTAUU T10 aJpecaM.

3.23. Benenme ydyera MOJTy4aeMOW H OTIPABISAEMOH KOPPECIIOHICHIUH,
CHUCTeMaTH3allus U XpaHeHHe JOKyMEHTOB TEKYILEro apXuBsa.

3.24. CocraBlieHHe HOMEHKIIATYpbI fiel (uiuana.

3.25. ®opMupOBaHKe /el B COOTBETCTBHH C HOMEHKJIATYPOH el

3.26. TlogrotoBka u cmada B apxuB PITY 10KyMEHTOB, 3aKOHYEHHBIX
JIeJIONPOM3BOICTBOM, COCTABIICHHE ONMCEH Jiell, Mepe/laBaeMbIX Ha XpaHEHHE B
apXUB.

3.27. ObecnedeHne COXPAHHOCTH MTPOXOAAIIEH CIryKeOHOM 0Ky MEHTALUH.

3.28. Pa3paboTka MHCTPYKLMH II0 BEACHHUIO JEJIONPOM3BOJCTBA B bunuaine,
OpraHu3alys UX BHEJPEHHUS.

3.29. ObGecneyeHnne pabOTHUKOB HEOOXOIAMMBIMH HWHCTPYKTUBHBIMH U
CIpaBOYHBIMHM MaTepHallaMH.

3.30. OcyluecTBIEHHE METOJUYECKOTO  PYKOBOJCTBA  OpraHHu3aliel
JIeNONPOM3BOICTBA B (uinale, KOHTPONS 3a MPaBUIbHBIM (DOPMUPOBAHHEM,
XpaHEeHHEM U CBOEBPEMEHHOM c/1aveil 1es B apXUB.

3.31. OBecreyeHne evyaTaHys ¥ PA3MHOMXKEHHs CITyKEeOHBIX JOKYMEHTOB.

3.32. CocraBileHHE HAy4YyHO-CIIPABOYHOIO  ammapara K  apXHBHBIM
JIOKyMEHTaM, @ IMEHHO: OIHCH, KapTOTEKH, KaTajory, yKasaTeny, My TeBOAUTEH,
0630pBl, MCTOPHYECKHE CIIPAaBKU [p., & TaKXkKe COOTBETCTBYIOIIME YyYCTHBIC
JOKYMeHTHl (KHUTM ydYeTa IOCTyIUIeHHe M yOBITHsS Jiesl, CIMCKH (OHJIOB, 1ena
¢boHIOB).

3.33. OcyluecTBIeHHe KOHTPOJIsS 32 CBOEBPEMEHHOCTBIO IOCTYIUICHHS B
apXUB JOKyMEHTOB, 3aKOHYEHHBIX [I€IONPOU3BO/ICTBOM.






