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1. OBIIME MMOJIOKEHUS

1.1. Otnen xampoB u ynpasieHus JOKyMeHTalue# (nanee mo texery — Otmen, OKuV )
ABIACTCA. CTPYKTYPHBIM MOApasfieieHneM «HuKHEeTarunpckoro rocyIapeTBEHHOTO COIMHATBHO-
UCIArOTHYECKOr0  MHCTUTYTa» (puimana) (elepalbHOro roCYJapCTBEHHOrO —aBTOHOMHOLIO
00pa3oBATENBHOTO YUPEXIEHHS BEICIIETO MPOQECCHOHATEHOIO obpaszoBanust «Poccuitckuit
TOCYAaPCTBEHHEIH MPO(EeCCHOHATBHO-ICAArOrUYECKH YHHBEPCHTETY (manee — dumman).

1.2. Otnen cosnaercs, peopranusyercs u JMKBUIUPYETCS MpukaszoMm pekropa PITIITY mo
npelcTaBIenuo qupekropa pumuana PITIITY B r. Hmxuem Tarune. IIltatHoe pacniucanne OKuY J{
yreepaaaercs pexropom PTTIITY o npencrapnennto mupektopa dpummana.

1.3. OKuV ]l moguunsercs HEMOCPEICTBEHHO mupexropy ¢ummana PITIITY B r. Huwxaem
Tarwue.

1.4. OKuVY ]I ocyImecTBiseT CBOO IesTeEHOCT, PYKOBOACTBYACE:

1.4.1. Koncrutynuelt Pocentickoit ®eneparum.

1.4.2. Tpynoseim konexcoM Poccuiickoi Denepanuu.

1.4.3. ®enepanbabivm 3akoHamu «O6 06pazoBaEum B PoccHiickoit @enepannmn», «0O6
ABTOHOMHBIX YYPEKIEHUAX», «O6 apxuBHOM Jene B Poccmifckoit ®enepanmnn», «O BOMHCKOMN
O0S3aHHOCTH M BOEHHOH CIyX6e» WHBIMHU QenepalbHEIME  3aKOHAMH 10  HANPABIICHUIO
aearenbHocTH OKuY J1.

1.4.4. Ycrasom PITIITY, IlomoxkeHnumeM o ¢Qummane PTTIIIY B r. Hmkmem Tarumne,
KonnexrurbiM  morosopom, Ilpaemmamu BHYTpeHHero TPYHOBOTO DpacIOpsiiKa, PpPEIICHUAMHI
Yuenoro cosera PITIIIY u Quixana, HHBIMH JIOKAJIbHBIMH HODMATHBHBIMA aKTaMH U
pacnopsnuTeNbHbIME  AoKymentamMH — PTAOY BO  «Poccuifckuii rOCYJapCTBEHHEIA
PO EeCCHOHANBHO-IIEJAarOTHYECKUI YHIBEPCHTETA» (manee o Tekcty — Yuusepeurer, PITIIY) u
¢umuana PTTIITY B r. Hmxuem Tarume.

1.4.5. Hacrosmum [onosxeruem.

1.5. Pacnipepenenue  obs3anHOCTEN  Mexy pabotHuKamu  OThena NPOH3BOIHUTCS
HagampHuKkOM Otmena B coorsercTBuu ¢ Ilomoxenwem 06 OTmene KaapoB U YIpaBIeHHs
JOKYMEHTAIMEH H NOJKHOCTHBIME HHCTPYKIMAMH PabOTHHKOB.

1.6. Paboremkn  Otmena HECYT OTBETCTBEHHOCTD B opefenax M B HOPSIKE,
IPeIyCMOTPEHHOM ICHCTBYIOIIUM 3aKOHOMATENLECTBOM POCCHIACKO ®enepamun, VYcraBom
PTTIITY, Ilonoxenuem o ¢wmuane PITIITY B r. Hukaem Tarune, macrosmum Ilomokenuem u
NOJDKHOCTHBIME MHCTPYKIHSAMH.

2. HEJIA 1 3ATAYH OTAEJIA

2.1. OGecnevenre UHCTHTYTAa KAXPOBBIME pecypcaMu, KOMIUIEKTOBaHHE DPabOTHHKAMHE
TpebyemMbIX mpodeccuii W KBaTuHKAUM B COOTBETCTBHH C 33/la9aMH M HarpaBlIeHHEM
ACATENBHOCTH (unnana, pa3paboTka KaapoBoH IOTHTHKH, COBIIOICHHE Ipas, JBIOT U rapaHTHi
PabOTHHKOB B 0OGIACTH TPYHOBOTO HpaBa, a TaKXke BEICHUE KaapoBOr0 JENONPOMU3BOACTBA B
COOTBETCTBHH C 3aKOHOATENLCTBOM Pd.

2.2. OpraHu3alfis ®W OCYIIECTBICHHE NEATETLHOCTH IO YIPaBICHHIO AOKYMEHTAMH
¢unmuana. OGecneuenue >dhexTrBHOrO YOpaBJIeHUS NOKyMEHTalueH B dunmane, B TOM Yucie ¢
TPHMCHCHHEM CHCTEMBI 9JICKTPOHHOTO IOKYMEHTO000pOTa (Iasiee 1o Tekety — COJI).

2.3. Komiuiexcnas paboTa ¢ apXHBHEIME JOKYMEHTAME bunuana.

2.4. T[loAroToBKa OTYETOB, MOHHTOPHHIOB [I€STETHHOCTH (umana, cipaBoOYHBIX JaHHBIX.

3. PYHKIIMHA OTAEJIA KAIIPOB M YIIPABJIEHUS JOKYMEHTAIIMEN
3.1. OcroBubmvME dynKIvIME OTENa IO paboTe ¢ [EPCOHAIOM SIBIISIFOTCS:
— 00paboTKa ¥ aHaTH3 [OCTYNAKOIIYIO TOKyMEHTAIHIO 110 IepCcoHany;
— paspaboTka H 0(OpMICHHE TOKYMEHTAIMIO IO NepCoHaNy (HEePBHYHYIO, YYETHYIO,
IITAHOBYIO, OPTaHM3ALUOHHYIO, PACIIOPSAUTENLHYIO);

— PETHCTpanusl, Y4Y€T M TEKyllee XpaHCHHE OpraHU3alHOHHOW X PaCHoOpSIATENEHOM
JOKYMEHTALWMHA 110 IEPCOHATY;



— MOArOTOBKA IPOEKTOB MPHKA30B 110 IHIHOMY COCTaBY;

— ¢OOp M IIPOBEPKY JIHYHBIX JOKYMEHTOB PAOOTHHKOR:

— ojopmIteHe npremMa, MepPeBoa H YBONLHEHHS PAGOTHHKOB B COOTBETCTBHH C TPYAOBEIM
3aKkoHomarenscTBoM Poccuiickolt enepaunn, MONOKESHHUSIMH, HHCTPYKIHAMEH M IPHKA3aMH
JHPEKTOpa HHCTUTYTA, BBIJja4a Pa3iIuIHOTO POJa CIIPaBoOK;

— KOHTpPOJb MpOUEeAyphl u30paHMs IO KOHKYPCY HPO(GECcCOpCKO-TPenoaaBaTeabecKoro
COCTaBa, HAY4YHBIX pPAOOTHHUKOB, IPOBENCHHS BBHIOOPOB HA COOTBETCTBYIOIIME JOIDKHOCTH C
IOCTIEYFOIIHM 3aKJII0YEHHEM TPYA0BOI0O JOroBOpa (IOTMOTHHUTEIHHOTO COTJIAEHHS).

— y4eT IM4HOoro cocraa ¢pumuana PITIITY B r. Huxaem Tarune;

— XpaHEHHE M 3alOJHEHHEe TPYAOBEIX KHIDKEK, BEJCHHE YCTaHOBICHHOW NOKYMEHTALMH TIO
Kazipam;

— bopMupoBaHHe B IMEKTPOHHOM BHAE CBENEHHS O TPYAOBOH JESTEIBHOCTH HA KAXKIOTO
paboTHHKA M IPeNocTaBNATh HX 0 popme C3B-T]I B [lencronnsit dorm PD;

— BbIa4a pabOTHUKY KaJPOBBIX JOKYMEHTOB O €r0 TPYIOBOH HEATEIHOCTH;

— MOATOTOBKA K 0O()OPMIIEHHE TI0 3aNPOCy PAGOTHUKOR U NOJDKHOCTHBIX JIULL KOTIHIA, BEITHCOK
U3 KaJpOBBIX JOKYMEHTOB, CIPABOK, HH(QOPMALIHH O CTaXKe, JIIOTaX, rapaHTHIX, KOMICHCAIISX U
HMHBIX CBECHUSIX O pabOTHHKAX;

— KOHTPOIb 33  HUCHONHCHHEM  pPYKOBOIOMTEISIMH  CTPYKTYPHBIX  TOJpasjeleHHi
IIOCTAHOBJICHHH, IIPUKA30B U PACHIOPSDKEHUH 110 BOIIPOCaM paboThI ¢ KaIpaMu;

— B3aUMOJCHUCTBHUE C APYTHMH nozpaszaencHusvu Gunuana PITIITY B r. Hixaem Tarue;

— IOATOTOBKA YBEIOMJICHHM, OTYETOB M CTATHCTHYECKOH HH(MOPMAIUH 110 TIEPCOHANY;

— (opMHUpOBaHHE JIMYHBIX JET H C/Ia4a UX B ApXUB;

— BefieHue nenonpoussoiacTsa B ¢uwmmane PITIITY B r. Huxnem Tarmie B COOTBETCTBHU C
YTBEPXKAEHHOW HOMEHKIIATYPOH JIel M HHCTPYKIHEH 10 AETONPOU3BOICTRY;

— Gopmuposanue TpeGoBaHHME K BaKaHTHOH IOJDKHOCTH (MPO(ECCHM, CHEIHATBHOCTH),
Opranu3anys IIOHCKa BO BHYTPEHHMX M BHEIIHMX HCTOYHHKAX WHGOOPMAlMH O KaHIWIATax,
COOTBETCTBYIOIMX ~ TPeOOBaHUSM BAKAHTHOM JOIDKHOCTH (mpodeccun, CHeNHaTbHOCTH),
Pa3sMEINeHHE CBEICHHH O BaKAHTHOH JOKHOCTH (NpOdeccHH, CIENMATLHOCTH) B CPEACTBAX
MaccoBOi HHpOpMaIUL;

— pa3Melnenie nHpopMauy Ha opUIHaATEHOM caiite Gumuana PITIITY B r. Huwxaem Taruie
B paMKax CBOEM KOMIIETEHIIHH;

— KOHTPOJIb COCTOSHHUA TPYHAOBOH AUCHUILIMHEI B ¢umuane PITIIIY B r. Huwxsem Tarune u
cobmozenue paboTHEKaMu [IpaBHIT BEYTPEHHETO TPYAOBOTO PACIOPSIKA.

3.2. OcuoEbIMH QyHKIMSIME OTHENA [0 YIPABIEHHIO JOKYMEHTALHeEH SBISIOTCA:

— obecrieyenne 3(QQeKTHBHOTO ympasineHWs NOKyMeHTamued B ¢umane PITIIIY B T.
Hroxnem Tarune B ToM 4ucie ¢ IPUMEHEHHEM CHCTEMBI 3IEKTPOHHOIO JIOKYMEHTO060pOTa;

— cbop, 00paboTka chcTeMaru3anms U 0606mLeHne UHGOPMAIHH O JESTeNHHOCTH (rIHana
PITIIIY B r. Hekuem Tarune, ee ananus u CBOCBPEMEHHOE IPENCTABIEHAE B KOHTPOIHPYIOIIHUE
OpraHel ¥ WHCTAHIIUY;

— OCYWIECTBICHHE DA0OT MO XpaHEHWIO, KOMIUIEKTOBAHWIO, y4eTy H HCIIOJIB30BAHUIO
HoxymenToB ApxmBHOro (onna Poccuiickodt ®@emepanud u APYrHX apXHBHBIX JOKYMEHTOB
¢mmana PITIITY B r. Huwxaem Tarue;

— MOArOTOBKA MPOCKTOB aJIMUHHCTPATUBHBIX IPUKA30B U PACIIOPSIKEHHIA;

— pa3paboTKa, COINAcOBAaHWE M BHEAPCHHE JIOKANBHBIX HOPMATHBHBIX aKTOB  TIO
NOKyMEHTAlHOHHOMY obecneveH o ynpasnerus Gpummana PITIITY B r. Huxaem Taruse:;

— COBCPIICHCTBOBAHHE CHCTEMBI MHIEKCAMU AoKymeHTOB Gmmmana PITIITY B r. Hmxrem
Tarune;

— O3HaKoMJIeHHe paboTHuKOB ¢ummana PITIIIY B r. Hmwkaem Tarmne ¢ JOKaTbHBIMU
HOPMAaTHBHBIMU aKTAMM M METOIMIECKUMH JOKYMEHTAMH IO HOKYMEHTAIMOHHOMY OOECIIeueH IO
Ortnena;



—pa3paboTKa ¥ BHEApEHHE YHHU(DUIMPOBAaHHBIX (OPM HOKYMEHTOB, WCIOIB3YEMBIX B
JOKYMEHTAIMOHHOM 00€CIIeYeHHH yIpapieH s Gunrana PITIITVY B r. HuxueMm Tarune;

— KOHTPOIb COONMIONeHHs TpeOOBaHWH MO IOATOTOBKE M OQOPMIEHHIO [OKYMEHTOB H
JIOKAJIBbHBIX HOPMATHBHBIX AKTOB MO JIOKYMEHTAIMOHHOMY ofecredenuio Quinaia PITIITY B r.
Husxuem Tarmme;

—BBINONHEHHE PAaGOT MO MPeIBAPUTEIBHOMY PACCMOTPCHHIO H PErHCTpalMu JOKYMEHTOB
¢unmana PITIITY B r. Hwksem Tarue;

— OpraHU3al|sl CBOCBPEMEHHOIO PACCMOTPEHMs U IOATOTOBKA K JOKJAXy PYKOBOACTBY
¢umuana PITIITY B r. Huwxaem Taruie mocTynaromux JOKYMEHTOB;

— OpraBu3aus Nepefaddl JOKYMEHTOB MEKJY YPOBHSMH YIPaBICHHS, PYKOBOICTBOM,
ucrnonHuTeNsMu B bummane PITIITY B r. Huwxnem Tarue;

— NpOBEJCHHE aHaTM3a WHQOPMAIMOHHBIX ¥ JOKyMEHTAIHOHHBIX IIOTOKOB B (uimarne
PI'TIITY B r. Huxnaem Tarune;

— OCYIIECTBIEHHE KOHTDONs [POLECCa W CPOKOB HCIONHEHHMS NOKYMEHTOB B (uiumane
PTTIITY B r. Hmxaem Taruie;

— [OCTAHOBKA JOKYMEHTOB W HopydeHHil pykosoxcrtsa ¢dmmmana PTTIITY B r. Hrokaem
Tarmne Ha KOHTPOJIB;

— OpraHM3alus MCIOJHEHUS JOKYMEHTA OpraHW3alMi HECKOJBKMMH HCIIOJHUTEIMHY,
YCTAHOBKA OYEPEIHOCTH UX MUCIIONHEHHUS;

— CBOEBPEMEHHOE THPAKUPOBAHNE OPraHM3aIUOHHON M PACIOPSIUTENBHON JOKYMEHTAIUH,
HH(POPMAHOHHBIX, CTIPABOYHBIX, U HHBIX MATEPUATIOB;

— KOHTDOIb 3TAIOB BEIIOJIHEHHS PEIICHHH MM ONepayii, 3aQUKCHPOBAHHBIX B JOKYMEHTAX;

— BeJleHHe KOHTPOILHBIX 3amuceil 00 omepanusx, IIPOU3BOHEIX € JOKYMEHTaMHU B (Quimare
PITIITY B r. Humoxaem Tarme;

— MOHHTOPHHT X0JIa HCTIOJIHEHMS ¥ CTATyCa JOKYMEHTa B Ipolecce paboTsl ¢ HAM B (rimare
PITIITY B 1. HixaeMm Tarmne;

— KOPPEKTHPOBKAa CPOKOB HCIONHeHus JokymeHToB B (ummane PITIIIY B r. Hmxmem
Tarune;

— cHSTHE HOKYMEHTOB U TOpy4eHHmii pykosoacTsa ¢umana PITIITY B r. Hmwkuem Tarmme ¢
KOHTPOJIS;

— uaopmupoBanue pykosoncTsa ¢ummmana PITIIIY B r. Hmxkaem Tarune # mOAroToBKa
AHATUTHYECKHX CIPABOK O COCTOSHWM WCIOJMHUTENBCKOM AuMCHMIIMEEL B Gummane PITIIY B r.
Huwxaem Tarmme;

— ocymIecTBIeHHe HHPOPMALMOHHO-CIPABOYHOM paboThl ¢ nokymeHTamu (umana PITIITY
B . Hmxuem Tarue;

— BBIJa4a KOIMH JOKYMEHTOB, TTOUTHHHUKH KOTOPHIX XpaHarcd B OTzene;

— OpraHM3aIus U BeleHHe IENONPOU3BOJCTBA 10 MPEUIOKEHHIM, 3asiBICHHIAM, JKanobam u
oOpanieHusIM IrpakaaHd;

— OpraHM3alys ONEPAaTHBHOTO XpaHEHHS NOKYMEHTOB M Iepefada Aen Ui IIOCTOSHHOIO
xpanenus B apxus ¢rmana PITIITY B r. Hmwxaem Tarmie;

— KOHCYNBTHpOBaHue paboTHuKOB ¢umuana PITIIIY B r. Humxaem Tarmie mo Bompocam,
BXOOAIIIHAM B KOMIIETEHITHIO OCATCIBEHOCTH OT,U.BJI&.

3.3. OcnoBupiMu dyHkmmsMa OtTaena MO XpaHEHMIO, KOMIUIEKTOBAHHIO, Y4YeTy |
HCIIOJIF30BAHMIO TOKYMEHTOB apXMBHOTO (OHIA SBISAIOTCS:

— paboTa Mo mpueMy Ha BPEMEHHOE XpaHEHHE IO IepeNavd Ha rOCyJapCTBEHHOE XpaHCHHE
nokymenToB ApxuBHoro ¢oHma Poccmiickoii ®Penepammu, 00pasylOWUMXCs B pe3ylnbTaTe
nestensroctd (ummana PITIIIY B r. Huwxuem Tarume u oTpaxaromux OCHOBHYIO JCATEIBHOCTH
06pa30BaTENBHOTO YUPEIKIEHHUS, TAKOKe JOKYMEHTOB BpeMeHHBIX (cBpiue 10 JI€T) CPOKOB XpaHECHHSA
Ha OYMaQ)KHBIX H 3JE€KTPOHHEIX HOCHTEIIX;

— obecneuenue coxpanHoCTH B apxuse Gummana PITIITY B r. Hwxaem Taruie npHHATHIX Ha
XpaHEHHe el 4Yepe3 MCIONB30BAHHE ApXHBOXPAHUNHINA, OOYCTPOGHHOrO C COOMOIEHHEM



HOPMAaTHBHBIX YCJIOBHH XDaHEHHS JOKYMEHTOB W TpeOOBaHMH K PasMEIUCHHIO JIOKYMECHTOB B
apXHBOXPAHUWITHIIIE;

— KOHTPO/Tb (OPMHpPOBAHMA [€1 B NPABHIGHOCTH U CBOEBDEMEHHOCTH dbopMupoOBanus
JOKYMEHTOB B J€JIa;

— 0opMIIEHHE HPOTOKOJIOB pabOTEl KOMHCCHH IO TMOITOTOBKE K XPaHEHHIO, aKTOB O
BRUICJICHUH K yHITITOKEHHIO IOKYMEHTOB, HE HOANEKAIMX XPAHEHHIO, eI C HCTEKITAME CPOKAME
XpaHCHUs;

— YHeT Beex Xpansmuxcs B apxuse (uimana PITIITY B r. Huxaem Tarune 10KyMeHTOB;

— npenocrasineHue B I'ocynapcrsennsiit apxus 1. Hmkrero Tarmna y4eTHBIX CReIEHHHE 006
o0beMEe M COCTaBe XpAHSIIMXCS B ApXWBE OPrAHH3ALME JIOKyMEHTOB ApxXHBHOrO (oHza
Poccuiickoit Denepanun u Apyrux apXUBHEIX JOKYMEHTOB;

— BEJICHHC OCHOBHBIX (00A3aTENBHBIX) YYETHEIX TOKYMEHTOB apxusa (unuana PITIITY B r.
Hrxuem Tarue: KHUTH ydeTa MOCTYIUICHNS U BBIOBITHS JelN, NOKyMEHTOB; CIUCKa ()OHIOB; OIKMCH
JelT, JOKYMEHTOB; PEeecTpa OIHUCEiL;

— BblIa4a B YCTAHOBJICHHOM mopsake paboTrukam ¢ummmana PITIIIY B r. Huxaem Tarmne
Agia, NOKyMEHTOB MK KOMUH JTOKYMEHTOB B LENSX CIIYKEeOHOTO M HAyYHOTO HCHOMb30BAHHUSE

~ HCIOJIHEHNE 3aIpPOCOB OpPraHM3alii M IpakJaH 00 YCTAHOBJIECHHM TPYAOBOTO CTAaXa U
APYTHM BOTIpOCAM COLMANBHO-TIPABOBOIO XapaKTepa, H Bba4a B yCTAHOBICHHOM IIODSIIKE KOTIHH
JDOKYMEHTOB H apXMBHBIX CIIPABOK;

— Bblla4a TOMIMHHBIX JIMYHBEIX NOKYMEHTOB O TPaXIaHCKOM COCTOSHHH, 06 06pa3oBaHHH,
TPYAOBBIX KHH)KCK, HE MOJYYEHHBIX B CBOC BPEMs BJIANENbLEM IOKYMEHTOB MO IIPEXbSBICHAM
TacTiopTa MM MHOTO NOKYMEHTA, YAOCTOBEPSIOWIEr0 THYHOCTH, MO0 UX DOJICTBEHHHKAM HIIH
UHBIM JIAIaM 0 JOBEPEHHOCTH, 0QOPMIEHHON B YCTAaHOBIEHHOM 3aKOHOAATENLCTBOM Poccriickoi
Oenepanun nopsxe. [I0UIHHHEIE TOKYMEHTEI MOTYT GBITH HaIpPaBJICHEI 3a9BUTEIIO 3aKa3HBIM HITH
LEHHBIM HCBMOM;

— NOArOTOBKa W neperada NOKYMEHTOB ApxuBHOro (omma Poccwmiickoit ®eneparmm,
00pa3oBaBImIMXCA B AesTensHOCTH ¢ummana PITIITY B r. Hmkaem Tarune, ucredeHHn CpokoB ux
BPEMEHHOI0 XpaHeHus B apxuse ¢pumuana PITIITY B r. Hmwxraem Tarmie Ha MOCTOSHHOE Xpa"HeHue
B ['ocynapcTeennsrit apxus . Huxnero Tarmna;

— liepeliada TOKYMEHTOB IMOCTOSHHOTO XpaneHus B [ocymapcreenmbii apxus r. Hrokzero
Taruma B COOTBETCTBHHE C ILTAHOM, YTBEPIKICHHEIM PYKOBOZHTENEM I'ocymapcTBeHHOrO apxmBa T.
Hrmxrero Taruma no cornacosanmio ¢ ¢pumuanom PITIITY s r. Huxaem Tarme.

3.4. OcHoBEbME (yHKIMsME OTzena 1o cbopy, o0paboTke, cHCTEMATH3ALHMH u
0006meHnr0 HHHOPMALUY O JESTENLHOCTH ¢ummana PTTIITY B r. Hmxaem Tarune, ee anamu3sy u
CBOEBPEMEHHOMY IIPEICTABIIEHHIO SBIISIOTCS:

— MOHUTODHMHI M3MCHEHHH TpeOOBaHMH B HOPMATUBHOM JOKYMEHTALHH Munucrepcrsa
npocemenus Poccuiickodt ®eneparmu, MUHHCTEpCTBA HAYKH W BBICHIErO obpazopanusa
Poccniickoit Denepammu, Apyrux (enepanbHEIX OpPraHoB YIPaBICHHA B YacTH MPOBEIECHHS
MOHUTOPHHI'OB ¥ NIPEACTABICHHS JaHHBIX B KOHTPOIMPYIOIHE OPTraHbl H HHCTAHIAM,

— pa3paboTka TPOEKTOB JIOKANGHEIX HOPMATHBHBIX  AKTOB, OPraHM3allAOHHEIX M
PACHOPATUTENLHBIX TOKYMEHTOB, W HHBIX JOKYMEHTOB B YaCTH HPOBEIEHHS MOHHTODUHIOB B
KOHTPOJIMPYIOIHE OPTraHbl U WHCTAHIHH;

— OCYINECTBJICHHE PabOT MO OPTaHM3AIME U IPOBENEHHUIO MOHHTOPUHIOB TIO HallPABIICHHUIO
nesatensHOCTH pumuana PITIITY B r. Huxeem Tarune u CBOEBPEMEHHOE IIPEAOCTABIICHUE JAHHBIX
B KOHTPOJHPYIOIIME OPraHEl H HHCTAHITHH,

~ OCYIMICCTBICHHE B3aHUMONCHCTBHS C NPCACTABHTENSMH CTPYKTYDHBIX TOIpa3ielleHuil,
OTBCICTBCHHBIMH 32 MpPENOCTABICHHE MAHHBIX [JI MOHHTODHHIOB H pPa3iMYHEIX BHIOB
OTYETHOCTH;

—cbop, obpaborka, cucremarH3amus W 06OOMEHHE HHGOPMALME TI0 HAMpaBIEHHUSIM
nesrensHocTd bumuana PITIIY B r. Hwkuem Tarume JUIsi MOHUTOPDHMHIOB H Pa3IU4HBIX BHJIOB
OTHYETHOCTH OT OTBETCTBCHHBIX [IPCICTABUTENEH CTPYKTYPHBIX IoapasieieHui;



— aHAIA3 HHPOPMALHH O JestenprocTH dmmmara PITIITY s r. Huxaem Taruse.
3.5. OcHoBHEIMHE QyHKIEAME OTIENA 110 BEIEHHIO BOMHCKOTO ydeTa SBISIFOTCS:

— TIPOBEpKA y IpaXIaH, COTPYIHHKOB M CTYNEHTOB OYHOH (OpMBI OOYYeHMS, HaIudws
OTMETOK B macnoprax rpaxknad Poccmiickoit ®enepammu 06 WX OTHOIIEHHH K BOMHCKOM
005[3aHHOCTH, HATMYHS U NOUTHHHOCTH JOKYMEHTOB BOHHCKOTO y4eTa, a TaKXkKe MOTHHHOCTH
3aMHUCeH B HMX, OTMETOK O IOCTAHOBKE HA BOMHCKHN YYET 110 MECTY JKHTENBCTBA HITH MECTy
npeObIBaHNs, HATMYHMS MOOMIHM3ALMOHHEIX MpPEINHCAHMH (WIS BOSHHOOGS3aHHBIX 3amaca IpH
HaJIMAHA B BOCHHBIX OMIIETaX OTMETOK O BPYYCHHH MOOHIM3AMMORHOIO TIPS ANUCAHNIS), JKETOHOB C
THIHBIME HOMepaMu Boopyxennbix Cun Poccmiickoit ®enepamnm (1011 BOSHHOOGS3aHHBIX IpH
HAJIHYHH B BOCHHOM OHIIETe OTMETKH O BPYYEHUM JKETOHA);

— 3aIIOJHCHHE JMYHBIX KapTOYCK B COOTBETCTBHM C 3alHCAMH B JIOKYMEHTaX BOWHCKOIO
yaeta. IIpu 5TOM yTOUHeHUe CBeleHHH O CeMeifHOM IMONOXKEHHH, 0OPA30BAHHH, MECTE paboThI
(lofpasaesieHuy OpraHu3allii), OIKHOCTH, MECTE JKHTENBCTBA MIIH MECTe NpeObIBaHUS IPAXKIAH,
APYTUX CBENCHHH, CONCPKAIMXCS B JOKYMEHTAX IPak/laH, MPHHAMAEMBIX HA BOMHCKIIL y4er;

— OTIPEACTICHHE TPAX/AH, MOANEKAUIUX IOCTAHOBKE Ha BOMHCKHIH y9eT 110 MecTy paboThl 1
(WJIH) IO MeCTy XHUTEeTbCTBA, H IPHHATHE HEOOXOMMMBIX Mep K IOCTAHOBKE HX HA BOMHCKHI yuer;

— BEJICHHC M XpaHEHWE JIMYHBIX KapTOYeK IPak[aH, TOCTABICHHBIX HA BOMHCKHH YdeT, B
nopsizike, onpenenseMoM MurucTepcTBOM 060ponE! Poccuiickoit ®enepammn;

— HalpaBleHNE B 2-HEACIBHBIA CPOK B COOTBETCTBYIOIIME BOCHHBIE KOMHCCAPHATEL H (VIH)
OPTaHbl MECTHOTO CaMOYNpABJIEHHS CBENCHHH O TPaXAaHaX, MOJUIEXKALIMX BOHHCKOMY Y4eTy H
NPUHATHIO (IIOCTYILIEHHIO) MM YBONBHEHMIO (OTYMCIEHHIO) MX C PabOTEHI (u3 obOpazoparensrON
opraHu3ayy). B ciyuae HeOOXOAUMOCTH, a TS IIPH3BIBHAKOB B 0613aTETbHOM HOPSIKE, B HEIIX
MOCTaHOBKA HAa BOMHCKHH Y4ET 0 MECTY XMTENBCTBA WM MECTy NPeOBIBAHUS THOO YTOUHEHHS
HEOOXOAMMBIX CBEICHHH, CONEP)KAIIAXCS B IOKYMEHTAX BOMHCKOTO YUeTa, OTOBEICHHE TPaXIaH O
HEOOXOMMOCTY JTMYHOM SBKH B COOTBETCTBYIONIHE BOCHHEIE KOMHCCapUaTsl HJIM OpPraHbl MECTHOIO
CaMOYIIpaBIIEHNUS,

— HAalpaBieHAE B 2-HEJENbHBIA CPOK IO 3ampocaM  COOTBETCIBYIOIHX BOEHHBIX
KOMHCCapHaTOB ¥ (HJIM) OPraHOB MECTHOIO CaMOYNpABIEHHS HEOOXOIHMBIX CBEICHHH O
TPAXKNAHAX, COCTOAIMUX Ha BOHHCKOM YYETE, a TaKiKe O TPaKIaHaX, HE COCTOSINHX, HO 00S3aHHBIX
COCTOATHL Ha BOMHCKOM YYETE;

— MPCICTABICHAE €XKETONHO, B CEHTSOpe, B COOTBETCTBYIOIINE BOEHHBIE KOMHCCAPHATEL
CICKOB IPaXKIAH MYXCKOTO moxna 15- u 16-netHero Bospacta, a 10 1 HOAOPS - CIHCKOB rpakIan
MYKCKOTO MOJIa, MOJUIe)KAIMX IEPBOHAYANBHON IIOCTAHOBKE HAa BOMHCKUH ydeT B CIEHYIOIMIEM
TOAY;

— CBEpKa HE PEXe ONTHOTO pas3a B IOJ CBEACHHN O BOMHCKOM yYeTe, COAEPIKAIMXCS B INYHBIX
KapTo9KaxX, CO CBENICHUAMH, COAEPKANIMMUCS B JOKYMEHTaX BOMHCKOTO YUeTa IPaKIaH;

~ CBEpKA HE pexe OHOTO pasa B TOX B MOPSKE, ONpeNensieMoM MUuHHCTEPCTBOM 0G0pOHEI
Poccuiickoit Menepanun, cBeIeHUl 0 BOHHCKOM YH€TE, COIEpKAIMUXCS B IMYHBIX KapTO4KaxX, CO
CBCIICHHAMH, CONCPIKAIMMMHCA B JIOKYMEHTaX BOMHCKOIO y9YeTa COOTBETCTBYIOIIMX BOEHHBIX
KOMHCCapHaTOB H (WIIM) OPraHOB MECTHOTO CAMOYIIPABICHHS;

— BHCCCHMEC B JIMYHLIE KAPTOYKH CBEJCHHH 00 H3MEHEHMSX CEMEHHOTO IIOJIOKECHHUS,
00pa30BaHMUs, CTPYKTYPHOIO MOApA3/eNeH s OpraHH3alyH, JIOJDKHOCTH, MECTa JKUTEIbCTBA WIIU
MecTa NpeObIBaHHS, COCTOSHAS 3MOPOBBA TPAKIAH, COCTOSIIAX HA BOMHCKOM y4ere, 4 B 2-
HENCTBbHBIHA CPOK COOOMEHHE 00 yKa3aHHBIX H3MEHEHUSIX B BOCHHbBIE KOMHCCAPHATEL

— ONOBCIICHWE  TpaXIaH O BBIBOBaX  (IHOBECTKAX) COOTBETCTBYIOINMX  BOEHHBIX
KOMHCCAapuaTOB HJIH OPraHOB MECTHOrO CaMOYINpABIEHHS M OOECHCUeHHE MM BO3MOYKHOCTH
CBOCBPEMEHHOM JBKM B MECTa, yKa3aHHEIC BOCHHBIMH KOMHCCAPHATAME, B TOM UHCTE B HEPUOIBI
MOOUIIM3AIIH, BOCHHOTO IIOJIOKEHAS U B BOCHHOE BpEMsL.

4. [IPABA OTJAEJIA KAIPOB U YIIPABJIEHU S JOKYMEHTAIIMEN
4.1. 3anpamBate ¥ OTYYATH OT CTPYKTYPHBIX NMOIpPA3AETeHuUix CBEJIEHHS, CIIPABOYHBIE U
IpYTHE MaTEPHANbI, HEOOXOIUMEIE IS OCYLICCTBICHHS CBOCH eATeIbHOCTH.



4.2. laBath yKazaHWs, pazbSICHEHHS u PEKOMEHIAIMA CTPYKTYPHbBIM II0Pa3ieTCHIAM
¢unEama mo BOmpocam, OTHOCSIIEMCS K KOMIETeHIHH paboTHHKOB OTHena, M BBITEKAIOMMM U3
(yHKIHH, KOTOpEIE IIepeuncITeHs! B HacTOImeM 110.107Ke HHMHL.

3.3. TpeboBars mpemocTaBICHHS OTYETOB H MH(OPMAIH 00 MCIONHEHHH JOKYMEHTOB,
MIOPYYEHHUI U PEIICHUIA.

5. OTBETCTBEHHOCTD OT/IEJIA KA/IPOB M YIIPABJIEHUSI JOKYMEHTAIIUEM

5.1. OTBeTCTBEHHOCTD 3a HaIEKAIIEE H CBOCBPEMEHHOE BHIIONHEHKE Qynkiwmit Otaena
KaJIpOB 1 yIIpaBICHUS NJOKYMEHTaluel HeceT HayansHuK OTnena.

5.2. OtBercTReHHOCTE  paGoTHmKOB  OTxena YCTaHABIMBACTCSL  JOJDKHOCTHBIMHU
HHCTPYKITHSIMH.

5.3. Ha paganeuuka Otaena Bosnaraercs IIEpCOHANILHAS OTBETCTBEHHOCTE 3a:

— OpraHu3aliio AeATenbHOCTH OTzena Mo BBUIOTHEHHIO BO3IOXKEHHBIX HA HETO 3a1ay K
GbyHKITHIA.

— cobmonenne paGorHukamu OTmena TpynoBol u IPOU3BONCTBEHHOH NUCIIHILINHEL,
TIPaBHIT TEXHUKA GE30IMacHOCTH M IPOTHBONOKAPHON GE30MaCHOCTH.

— obecrevenne COXPaHHOCTH MMYIIECTBA, HAXOAsmerocs B OTaere.

— cofmozneHre pexuMa JocTyna K HHGOPMALHH, SBISIONEHCS rOCYIapCTBEHHOM,
KOMMEPYECKOH U CIIyKeOHOH TallHOIH.

6. YIIPABJIEHUE OTJEJIOM KAJIPOB M YIIPABJIEHUS JOKYMEHTAILIMEN

6.1. Ympasnemnme OTHENIOM OCYIIECTBISETCS B COOTBETCTBHH C 38KOHOJATENNECTBOM
Poccuiickoit @eneparun, Yerasom PITIITY u IMonosxkenueMm o ¢umaane PITIITY B r. Huxaem
Tarnne.

6.2. Ob6mee pPyKOBOACTBO HesTeNbHOCTBIO OTaena OCYIIECTBIISIET OUPEKTOp dumana,
KOTOPEIH:

— obecmeunBaer 3a OTHeNoM 3aKpeIUIeHHE paboynx miomanei, SIEKTPOHHO-
BBIMHC/TMTEIBHON TEXHUKH M HHBIX HH(OPMAIHOHHO-TEXHHIECKHX CPENCTB, HEOOXOMUMEIX I
OpraHH3alliy ACATENBHOCTH OTIENA;

— THpPEeNOCTaBIsSeT PabOTHHKAM BO3MOKHOCTE NONB30BATHCA OTIEIOM HH(DOPMAITHOHHEIX
PECYPCOB, BEIMHCIIHTE/NLHEIMA CHTPAMH, CHOPTHBHO-03XOPOBHTENBHOM Ga30il M MeTMIHHCKAM
YIpeXKICHHEM.

6.3. HemocpencTBeHHOe pyKOBOZCTBO HesTensHOCTBIO OTaena KaapOB M YIpPaBIICHHS
AOKYMEHTalllEH OCYIeCTRBISeT HavyansHuK OTaeNna, Ha3sHAYae MBI IPUKa30M JHPEKTOpa (riInaa.

6.4. Havanenuk Otznena Kanpos u ynpasieHus JOKyMEHTaLMel B YCTAHOBIEHHOM TOPSIKE
OTIMTBIBACTCA INEPEN PYKOBOIACTBOM By3a 00 HTOrax CBOEH IESTENbHOCTH W NpeICTABIISET
CIKETONHYIO CTATHCTHYECKYIO OTYETHOCTD, B TOM CITydae, ecld OHA TPEIyCMOTpeHa ConepKaHUEM
JeATEIbHOCTH OT/IEeNIA.

7. CIYKEBHBIE CBSI3U OTJAEJIA

7.1. Otaen KagpoB u yIpaBieHus JOKyMEHTaIMeH B3auMOICHCTBYET:

— CO BCEMHU CTIPYKTYPHBIMH TIOJpas/eNeHuaMH (QHIMANA 110 HANPABICHHSIM IESTeTbHOCTH
Ornena;

—C IOPHCKOHCYJIBTOM — IIO BOmpocaM HHPOpPMAHH 00 H3MEHEHHSX B JEHCTBYIOMEM
SaKOHOMIATE/LCTBE U IPABOBOTO 00ECIIEYEHHUS Pa3padaThIBAeMEIX JOKYMEHTOR;

—C AIMHUHUCTPATHBHO-XO3SHCTBEHHBIM OTAEIOM — IO BOIIPOCaM OO€ECIIeUeHHs Gymaroi,
KaHICTAPCKUME PUHAIOKHOCTSME B 000pYIOBaHUEM, TIPOBELEHHS PEMOHTa B IIOMEINEHHSIX,
3aKPETICHHBIX 32 OTAETOM KAApOB U T.JI.;

—C OTAENOM HH(POPMAHOHHO-TEXHHYECKOTO OOECIIEUESHNHS — [0 BOIIpocaM obecredeHus
BBIYHCIIHTENBHON TEXHUKOH, €€ IKCIUTyaTALuH | PEMOHTA.

7.2. Otzen xanpoB H ynpapleHus AOKYMEHTalMEH B3aUMONEHCTBYET C TeppPUTOPHATEHEIMU
OPTaHM3aIMSIMHA B YIPEIKICHUSIMHU;



o

- [lencuonnsiii ¢poun PO — mo Bompocam (GOPMUPOBAHUS B DIIEKTPOHHOM BHJIE CBEICHHS O
TPYIOBOH JESITeNFHOCTH Ha KaXXI0r0 pabOTHHUKA,

-Tocynapcteennsiii  apxuB TI. Hmkmero Tarmma - 10 BompocaM —XpaHEHHS,
KOMILIEKTOBAHHIS, YIETa M MCIIOJb30BaHNS JOKYMEHTOB apXUBHOTO oHIA;

- BOGHHBIE KOMMCCAPHATEI - 110 BOIIPOCAM yJeTa BOEHHOOOA3aHHbIX;

- OpraHbl COLMATBLHOR 3alUTE HaCeIeHHU - 10 BOPOCY OQOPMIICHHUS IIEHCHH;

- oprasbl CiykObl 3aHATOCTH - IO NOAOOPY KaapoB, IO HHEIM BOIPOCAM 3aHATOCTH
HACEICHUS,;

- HHCIIeKIMH TPyJa - 10 BompocaM HEGOPMHAPOBAHHS U KOHCYJILTHPOBaHKs paboTonaTenet
0 BOIIPOCaM COOIIFO/IEHHs TPYAOBOTO 3aKOHOAATENECTBA M HHBIX HOPMATHBHEIX IPABOBBIX AKTOB,
COJIepIKalIAX HOPMBI TPYIOBOIO IIpasa;

- C OpraHaMy MECTHOTO CaMOyTpaBiIeHHs, 00pa30oBaTeNbHBIMU OPraHU3aAMUAME U IPOYHMMHU
OpraHU3aUsAME ¥ YUPEKIECHASIMH - [I0 BOIIPOCAM B3aUMOJEHCTBHS C (DUITAATIOM.



