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I[O.TDKHOCTHaH HHCTPYKIHSA CEKPETAPA PYKOBOAUTEJISA

1. O01ue moJ10KeHu s

1.1. Hacrosimas goymkHOCTHast MHCTpyKIws (nanee - JIN) npennasHaueHa uist pabOTHHUKOB,
3aHUMAIOIINX JOJDKHOCTh «CeKperaph pyKOBOIUTENS» (1ajee - pabOTHHUK).

1.2. IN pazpaborana Ha ocHOBe npukaza MunTtpyaa Poccun ot 15.06.2020 Ne 3331 «O06
yTBepXJIeHHH TipodeccroHanbHOro cragaapra «CrnennanticTt o OpraHu3alliOHHOMY U
JTOKYMEHTAIHOHHOMY OOECIICUCHHUIO YIPABJICHUS OpraHU3aIeii», ITaTHOTO PacUCaHusl U
cTpykTypsl MOY rumuazus Ne 1.

1.3. PabotHuk noxuunsercs gupekropy MOY rumuazus Ne 1.

1.4. IIpaBa u ob1ue 0053aHHOCTH paboTHUKA onpeaenstoTcs TpyaoBbM kogekcoM PO u
WHBIMU HOPMaTHUBHBIMH NIPaBOBBIMU aKTaMH B cepe TpyIoBbIX oTHOIIeHuH, [IpaBunamu
BHYTPEHHET0 TPYA0BOTO PACIOPsIKa, MHBIMU JIOKAJIbHBIMH HOPMAaTUBHBIMU akTamMu MOY
rumHa3ust Ne 1 (nanee — B TOM 9uCIie «OpraHU3aIHs»).

1.5. PaGoTHUK, B COOTBETCTBUU C 3aKOHOJIATEIHCTBOM PD, MOXKET OBITH TIOJIBEPTHYT
JUCHUIUTMHAPHOM, MaTepUATIbHOM, aIMUHUCTPATUBHOM, TPAKIaHCKO-TTPABOBOM M YTOJIOBHOM

OTBE€TCTBCHHOCTH.

1.6. 1N sBnsieTcs NpHIIOKEHUEM K TPYAOBOMY JIOTOBOPY C paOOTHHUKOM IPH YCIIOBHH, YTO B
TPYAOBOM JIOTOBOPE MPSMO Ha 3TO YKa3aHO.

2. TpeGoBanus K KBaJupuKaAUH



2.1. Ha momKHOCTb CeKpeTaps pyKOBOAUTENSI IPUHUMACTCS JIUII0, UMEIOIIee BhICIIEe
oOpasoBanue — OakanaBpuart 1o crnenuaibHocTsM 7.46.03.02 [lokymeHTOBEICHUE U
apxuBoBezienne u 7.46.02.01 JlokymeHTanmoHHoe 00ecTieYeHHE yrpaBiIeHUs 1
apXMBOBEJICHHE

nim

BhICIICE 0Opa3oBaHue (HenmpoduibHOE) — OaKalaBpuar U JOMOTHUTEIBHOE
npodeccronaabHOe 00pa3oBaHUE MO JOMOIHUTEIBHBIM IPO(eCCHOHATBHBIM IPOrpaMMaM
po¢eCCUOHATLHON MEPENOATOTOBKU O IPOQHITIO AEATEIbHOCTH

HIJIN

cpenHee MpodecCHOHATBHOE 00Pa30BaHKE — MPOTPAMMBI TIOJITOTOBKH CHEIIHATUCTOB
cpenHero 3BeHa 1o crenuanbHocTsIM 7.46.03.02 JlokymMeHTOBeIeHIE U apXUBOBEJICHUE U
7.46.02.01 JTokymMeHTAIIMIOHHOE 00ECIICUYeHUE YIIPABIICHUS U apXUBOBEICHUC

nimn

cpennee npodeccroHaabHOe 00pa3oBanue (HEMPOPHIBLHOE) — MPOrPAMMBI ITOTOTOBKH
CIEUAIMCTOB CPETHETO 3BEHA U JIOTIOJIHUTENIbHOE TPOQecCHOHaIbHOE 00pa30BaHue IO
JOTIOJTHUTEIIBHBIM MPO(ECCHOHAIBHBIM ITPOTpaMMaM MPOoQeCcCHOHATBHO MePEeroAr0OTOBKU
10 IPOUITIO 1eATETHHOCTH.

2.2. TpeboBaHMsI K ONBITY PAKTUIECKOH pabOTHI: HE MEHEe ABYX JIET BHIMIOJIHEHUS paboT 1Mo
OpPraHMU3aIIOHHOMY U IOKYMEHTAIIUOHHOMY O0ECIIEUEHUI0 e TEIbHOCTH PYKOBOAUTENS
OpraHu3alK [IPU CPEeTHEM IPOPECCHOHATBLHOM 00pa30BaHUH.

2.3. PabOTHUK OJDKEH 3HATD.

e cIenU(pHUKY OCHOBHOM JI€ATEIIbHOCTH OpraHU3ally;

e OCHOBBI JMUHUCTPATUBHOIO [IpaBa U TPYAOBOI'0 3aKOHOAATENLCTBA Poccuiickon
®denepauny,

e PYKOBOJISLIMI COCTaB OPraHU3AIMK U €€ TOpa3AeTICHHUI;

e (pyHKIIMM caMOMEHEIKMEHTA,;

e TIPUHIUIIBI U IPaBHUJIA TUIAHUPOBAHUS pab0Yero BpeMeHH;

e METO/Ibl IOCTAHOBKH IIEJIEH;

e TIpaBWJIA MPOBEJCHUS JCIOBBIX NIEPErOBOPOB;

e 0co0eHHOCTH O(OPMIICHUS IJIAHUPOBIIHMKA (Ha YIEKTPOHHOM H OyMa)KHOM
HOCHTEJISX);

e OCHOBBI yIIPaBJICHUS] BPEMEHEM;

o TenedOHHBIE KOHTAKTHl PYKOBOAHUTEIS;

e (yHKIMM, 3a7aUH, CTPYKTYpa OpraHU3allliH, €€ CBSA3U 10 BEPTUKAIH U
TOPU30HTAIIH,;

e IIpaBHUJIA B3aUMOJCHUCTBUS C MApTHEPAaMH, KIIMEHTaMH, CPEICTBAMHU MacCOBOM
uH(popMaluy,

e IpaBHJIA MOAJEPKAHUS U PA3BUTHUS MEXKIUYHOCTHBIX OTHOILICHUH;

e IIpaBUJIa POBEJECHUS JEIOBBIX IEPErOBOPOB;

e TIpaBWJIA 3AIIUTH KOHPHUIACHIIUATHHON UH(POPMAIIUH,

e TOPAJOK MOJTOTOBKH U IPOBEIEHHSI KOMaHINPOBOK;



MOPSIOK 0hopMITeHHUsT JOKYMEHTOB ISl KOMAHIUPOBKH M OTYETHBIX JJOKYMEHTOB
10 KOMaHUPOBKE PYKOBOIUTEIIS;

JIEJIOBOM ITPOTOKOJT,;

ATHUKY JI€JIOBOTO OOIICHHUS;

MpaBUjia OpraHU3alMK MprUeMa MOCeTUTENeH;

MpaBuJia JAe0BOr0 OOILIEHUS;

MpaBUJia PEUEBOI0 STUKETA,

MpaBWJIa YCTAaHOBJICHUS KOHTAKTa, OJACPKAHUS U Pa3BUTHUS MEKINYHOCTHBIX
OTHOIIICHUH,

CTPYKTYpY OpraHU3alliu U pacnpeencHue QyHKIUNH MeX1y CTPYKTYPHBIMU
MO/IPa3ICICHUSMH U CTICIIHAIUCTAMH;

MpaBuUJia OpraHu3aliy NPUEMoB B oduce;

STUKET U OCHOBBI MEXKTyHAPOIHOTO ITPOTOKOA,;

IpaBuiia CEPBUPOBKH yaitHoro (KodheiiHoro) croma;

MpaBUJjIa IPUTOTOBJICHHS U MOJIaYM TOPSYMX HAITUTKOB M 3aKYCOK K HUM,;

MpaBmJIa 3alUTHl KOHQUACHIIMATHEHON Cy)eOHOH nHpOopMaIny,
obmrrie TpeOOBaHUS K CPOKAM HUCIIOJTHEHUS JOKYMEHTOB U KOHTPOJIBHBIM (DYHKITHSM
CIIy’XObI TOKYMEHTAIIUOHHOTO 00eCIIeYeHHS;

MIPUHIIUIIBI, CIIOCOOBI MH(POPMUPOBAHUS COTPYAHUKOB;

YIPaBICHUECKYIO CTPYKTYPY OPTaHU3AINH, PYKOBOACTBO OpraHU3aI|H, 00pa3Iibl
MOAMKUCEN PYKOBOISIINX COTPYTHUKOB, KPYT MX IMOJTHOMOYUN U OTPAHUUYCHUS 30H
UX OTBETCTBEHHOCTH,

JIOKaJIbHbIE HOPMATHUBHBIC aKThl OpraHU3AIINH;

TpeOOBaHUs OXpaHbI TPY/Ia, IPON3BOACTBEHHON CAaHUTAPUH, IPOTUBOMOKAPHON
3aIlUTHI,

OCHOBBI ITPaBUJIbHON OpraHU3alMK TPy U METObI OBBIIIEHUS €TI0
s pexTUBHOCTH;

OCHOBBI SPrOHOMUKH o(rca U QIOPUCTUKH;

CTaHJApTHl M PEKOMEHIAINH 10 000PYI0BAHUIO OPUCHBIX TOMEIICHHIA,

COCTaB OPTaHU3AIMOHHON TEXHUKHU, €€ YCTPOICTBO U MOPSAIOK pabOTHI C HEM;

MIPaBOBbIE OCHOBBI YIIPaBJicHHs (OCHOBBI 3 IMUHUCTPATUBHOTO, TPYIOBOTO H
IPakKAaHCKOTO TIpaBa);

HOPMAaTHBHBIE MPABOBBIC AKThl, HOPMATUBHO-METOIUYECKHE JJOKYMEHTHI,
rOCYJapCTBEHHBIE CTAHIAPTHI, OMPEACIIAIONINE NOPAI0K JOKYMEHTAIMOHHOTO
oOecrnieueHus ynpaBiaeHus,

MpaBHia JOKYMEHTAIIMOHHOTO O0ecTieueHus AesITeTbHOCTA OpTraHu3allii;

MOPSIIOK pabOTHI C JOKYMEHTaMH,

TpeOoBaHUs, MPEIbSIBISIEMbIE K JOKYMEHTAM B COOTBETCTBHH C HOPMATUBHBIMH
MPaBOBBIMH aKTaMU U TOCYJIAPCTBEHHBIMH CTaH/IapTaAMU;

MpaBUJIa COCTABJICHUS OPTaHU3AIMOHHBIX TOKYMEHTOB (TTOJIOKEHUH, HHCTPYKIIUH,
pEeriiaMeHTOB);

BUJIbI TOKYMEHTOB, UX HAa3HAYCHHUE;

OCHOBBI JJOKYMEHTHOU JINHTBUCTHUKH,

COBpeMEHHBIE HH()OPMAIIMOHHBIE TEXHOJIOTUH PAOOTHI C TOKYMEHTaMU

MOPSIIOK pabOTHI ¢ JOKYMEHTaMH, CXEMBI JOKYMEHTO000pOTa,

mpaBmiia paboThl C BXOASIIUMHU, UCXOASIIMMU U BHYTPEHHIUMH JOKYMEHTaMHU,;

MpaBUjia OpraHU3AIMKA KOHTPOJISI UCTIONTHEHUS TOKYMEHTOB M THIIOBBIE CPOKHU
UCIIOJIHEHUS JOKYMEHTOB;

MpaBWJIa COCTABJICHUS aHAIMTUYECKUX CIPABOK 110 OPTaHU3aluU paboThI €
JIOKYMEHTaMHU U KOHTPOJIIO UCTIOJIHEHUS IOKYMEHTOB,;



e TMpaBHJIA CO3JAHUA U BeeHUs 0a3 JaHHBIX CIYKEOHBIX TOKYMEHTOB B
OpraHM3aLH;

e CHCTEMBI JJIEKTPOHHOI'O JOKyMEHTO000pOTa,;

e CHCTEMBI CKOPOCTHOT'O ITHCHMA,

2.4. PaOOTHHK JTOJDKEH YMETh:

e yCTaHaBJIMBATH LU, ONPEAEIATh UEPAPXUIO LIEeTIeH;

e ONpEACTATH MIPHOPUTETHOCTH U OYEPEAHOCTD BBHIMOIHEHUS paboT U d3PPEeKTUBHO
pacrpenesath pabodyee Bpems;

e OKa3bIBaTh [TOMOIIb PYKOBOJHUTENIO B pACIIPEICICHNN ero pabouero BpeMeHH;

e BBIOMpATh ONTUMAJIbHBIE CIIOCOOBI UHPOPMHUPOBAHUS APTHEPOB, KIMEHTOB,
MOCETHUTEJICH, PYKOBOAMUTENEH TOpa3IeIeHII U COTPYAHUKOB O TUIAHUPYEMBIX
MEpONPUATHSIX;

e oOecnieunBaTh HHPOPMAITMOHHYIO OE30MACHOCTH IEATEILHOCTH OpraHU3aIlNY,

e BBIOMpPATh U OYOPMIIATH IUNIAHUPOBILHUK;

e BHOCHUTbH U OTCJICKHBATH HH(OPMAIIUIO HA 3JICKTPOHHOM H/HITH OYMaXKHOM
HOCHUTeJIE,;

e pacCTaBJIATH IPUOPUTETHI, BBIIEIATH BAXKHOE U CPOYHOE;

e BBIOMpATh ONTUMAIIBHBIA PUTM PaOOTHI;

e AHANM3HMPOBATH MPUYHMHBI HEBBITOJHEHHS 33124,

e IPUMEHATh UH()OPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUY,

e BECTH M UCIOJIB30BATH B paboTe 0a3y AJaHHBIX TeIEPOHHBIX KOHTAKTOB
PYKOBOJUTEIIS,

e HCIIONB30BATh CPEJCTBA KOMMYHUKAIIMOHHOW OPTTEXHUKHU ISl TIOTYYICHUS
nepeaayn uHGopMaIuH;

e BECTH YYETHBIC PETHCTPALMOHHBIE (DOPMBI, MCIIOIB30BaTh UX IS
MH(POPMALIMOHHOM paboThl U PabOTHI O KOHTPOJIIO UCIIOJHEHUS pelIeHUH
PYKOBOJIUTEIS,

e CIVIQXXMBATh KOH(JIUKTHBIE U CI0KHBIE CUTYAIIMU MEXIMYHOCTHOTO OOIIEeHNS,

e HCIIONB30BATh TEXHUYECKHE U MPOTPAMMHBIE CPEJICTBA IS TPOBEACHUS TOJIOCOBOM
WIN BUJE0-KOH(EPEHI-CBSI3H;

e oOecneunBaTh HHPOPMAITMOHHYIO OE30MIACHOCTH IEATEILHOCTH OpraHU3aIlNY,

e COOIIOAATH CITY>KEOHBIN ITHKET;

e 0hOpPMIIATH AaBAaHCOBBIE OTYETHI PYKOBOUTEIIS,

e OpPraHM30BBIBATh BCTPEUH PYKOBOJUTENS C MPUHUMAIOIEH CTOPOHOM;

e 0hOpPMIIATH KOMAaHIHPOBOYHEIE TOKYMEHTHI,

e 00pabaThIBaTh JOKYMEHTHI U MAaTEPUAIIBI 110 pe3yIbTaTaM MOE3IKU PYKOBOAUTEIS;

e o0ecnieunBath pabOTy oduca BO BpeMsl OTCYTCTBUS PYKOBOAUTEIIS,

e TIPUMEHSATH CIIOCOOBI 1€JI0BOTO OOIIECHUS,

e HCIIOJB30BATh CPEJCTBA KOMMYHHUKAIMH [T 00ECTICYCHNST B3aUMOICHCTBHS C
PYKOBOJUTENIEM BO BpPEMsI €T0 JICJIOBON TOE3IKH;

e OpPraHHW30BHIBATH U 00ECIIEYNBATH JINYHBIE KOHTAKTHI PYKOBOJIHUTEIIS;

e YNPaBIATH KOHQJIUKTAMHU,

e YUYUTHIBATH MICUXOJOTHYECKHE OCOOCHHOCTH JIMYHOCTH TIPH PA3ITUYHBIX BUIAX
po(hecCHOHATBFHOTO OOIIEHUS;

e HCIOJB30BaTh YCTAHOBJIEHHBIE MTPABUJIA U IPOLETYPbl KOMMYHHMKAIIUKA BHYTPH
OpraHu3aluy,



BECTH YYETHBIE PETUCTPALIMOHHBIEC (POPMBI, HCIIOIB30BATh UX JUIS
UH(pOPMaAMOHHON pabOTHI U pabOTHI O KOHTPOJIIO HCIIOTHEHUS PELICHUH
PYKOBOJUTEIIS,

CO3/1aBaTh MOJIOKHUTEIBHBINA UMUK OpraHU3allny,

MPUHUMATh MEPHI 110 Pa3peUIeHUI0 KOHPIIMKTHBIX CUTYaIUii;

NPUMEHATh HH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH;

obecrieynBaTh KOH(PHUICHIINATHLHOCTh B IPHEMHON U KaOUHETE PYKOBOIUTEI,
COXpaHATh KOH(QHICHINATBHYIO HH(OPMALIUIO B TalHe,

BECTH CPOKOBYIO KAPTOTEKY;

BECTU YYETHBIC PETHCTPALIMOHHBIE (DOPMBI, UCIIOJIB30BATh UX YIS PAOOTHI 110
KOHTPOJIIO HCIIOJIHEHHSI TOPYYCHUN PYKOBOJUTEIIS,

paboTath ¢ HHpOPMAIHEH 0 KOHTPOJIIO, CHCTEMAaTH3UPOBATh €€ U IPEICTABIATH B
BUJIC CBOJIHBIX IOKYMEHTOB,

UCIIOJIF30BATh CPECTBA KOMMYHUKAIIMU JJIsI IEpelauu MOPYYCHUH PYKOBOIHUTEIIS,
HCII0JIb30BaTh COBPEMEHHBIE CpesicTBa cOOpa U 00pabOTKU KOHTPOIbHON
uHpopmanuu;

MPUMEHSITh HH(OPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH;

OLICHMBATh PE3YJIbTATHl B PaMKaX MOCTAaBICHHBIX 33/1a4;

OCYIIECTBIISITH KOHTPOJIb UCTIOITHEHUS TIOPYYEHUH PYKOBOIUTENS COTPYIHUKAMH,

3. 10/I2KHOCTHBIE 00S13aHHOCTH

3.1. PaGoTHHK BBITIOJHSIET ACHCTBHS B paMKax TPYIOBOH (YHKIIMH 110 OKa3aHUIO TOMOIIN
PYKOBOJIUTENIO B INIAHUPOBAHUHU pabOYero BpeMEeHU:

BBIOMpaeT (OPMBI IITAHUPOBAHUS U 0(OpPMIICHHE ITAHMPOBINKKA (OpraHaiizepa)
PYKOBOJUTEIIS;

BHOCHT MH(OPMAIIUIO B INIAHUPOBLIKK (OpraHaisep);

COTJIaCOBBIBAET C PYKOBOJUTENIEM BPEMs IUIAHUPYEMBIX ECHCTBHIA;

COI'JIACOBBIBAET TeNle()OHHBIE IEPErOBOPHI, BCTPEUM U MEPOIIPUSTHUS C TAPTHEPAMHU,
KIIMCHTaMH, pYKOBOAUTCIISIMUA HOI[paSI[GJ'IGHI/Iﬁ n COpr}IHI/IKaMI/I;

MHGOPMUPYET PYKOBOAUTEINS O perjaMeHTe HaMEUEeHHBIX MEPOIPUSITH,
MpeNyNpexaaeT o NPUOIMKEHUH BpEMEHU HAMEUEHHBIX MEPONPUATHH;
(bopmHpyeT pe3epB BpeMEeHH I HENPEeABUICHHBIX CUTYalluH;

3.2. PaboTHHK BBITIOTHSIET AEUCTBUS B paMKaX TPYIOBOH (YHKIIUH TIO TUIAHHPOBAHUIO
pabouero JIHs cekpeTapsi:

BBIOMpAET ¥ OPOPMIISET IJIAHUPOBIIUK CEKPETaps;

BeJIeT AHEBHUK (Ha JIEKTPOHHOM U (Mir) OyMaXKHOM HOCHTEJIE);
COTJIaCyeT IJIaHbI C TUTAHAMH U CPOKaMH pabOThl PyKOBOIUTEIIS,
pacnpezenser pabouee BpeMs (Ha CHb, HECIIO, IEPCIIEKTUBRY);
MIEPEHOCUT HEBBITIOJTHCHHBIC 3aIUIAHUPOBAHHBIC 3a]1aYH,;
BBIMOJIHSET TUITHYHBIE €XKETHCBHBIC JICITa;

3.3. PaboTHHK BBITIOTHSIET ACHCTBHS B paMKax TPYIOBOH (QYHKIIMH 110 OpTraHU3aIHN
TesIe()OHHBIX TIEPErOBOPOB PYKOBOIUTEIIS !

e BegeT 0a3y Tene(OHHBIX KOHTAKTOB PYKOBOIUTEIIS,



e COCIUHSET PYKOBOAMTENS C KOHKPETHBIMU a0OHEHTaMH;

e TOTOBUT MaTepHaIbI IS TeIe()OHHBIX IEPETOBOPOB PYKOBOAUTEILS,

e PETHCTPUPYET MOCTYMAIIINE B TPUEMHYIO Telie(OHHBIC 3BOHKH;

e MIEPEHAIPABIISIET OTICIbHBIC TeIe(OHHBIC 3BOHKU 3aMECTUTEISIM PYKOBOAUTEIS U
COTPYIHUKAM,

e IOJyYaeT HEOOXOUMYIO0 HH(POPMAIIHMIO U MEPEAAeT CAHKIIMOHUPOBAHHYIO
uH(pOpMAIIHIO 10 TeNeOoHY;

e YCTaHABJIMBACT KOHTAKT C COOECETHUKOM, MONICPKUBACT U PA3BUBACT JCTIOBYIO
Oeceny B mporecce Tene(OHHBIX EPEroBOPOB;

e OKa3bIBACT MIOMOIIb PYKOBOJIUTEINIO ITPU OPTraHU3aIMH U IPOBEICHUN TeIe()OHHBIX
NIEPEroBOPOB U BUICOKOH(DepeHIni;

3.4. PaGOTHHK BBITIOTHSIET ACHCTBHS B paMKax TPYIOBOH (YHKIIMH 110 OpraHU3auN
KOMAaHJIUPOBOK PYKOBOJIUTEIIA:

e TOTOBHT MPOEKT CIYXKEOHOTO 3aJaHHsI PYKOBOIUTEIIS,

e TOTOBMT IIPOEKT MPHKa3a O CIyKEOHOM KOMaHIUPOBKE,;

e 0odopMIIIET KOMaHAUPOBOYHOE YIOCTOBEPEHHUE U PETHCTPUPYET €T0 MPH
HEOOXOOUMOCTH,

e TOTOBHT JOKYMEHTHI Ha TIOJTy4€HUE BU3HI, 3aTPAHUYHOTO TACIIOPTA;

e 3aKa3bIBAET JKEJIE3HOAOPOXKHbIE U aBUAOUIIEThI, TOCTUHUIIBI, TPAHCIIOPTHOE
o0ecrnieueHre pyKOBOAUTEIS,

e odopMIseT NporpaMMy MOE3/IKH, YTOUHIET 0COOEHHOCTH MPOTOKOJIA IIIAHUPYEMbIX
MEPOIIPHUATHH;

e TOTOBHT JJOKYMEHTHI K [TO€3/IKE PYKOBOIUTEIIS,

e YTOYHSET JIaTy, JOJDKHOCTH, (haMIIINU B IPOrpaMMe KOMaHIUPOBKH;

e MpopalaThIBACT MapLIPYT PYKOBOJIUTENS, YBA3BIBAET €0 C PACIUCAHUEM
TPaHCIIOPTA;

e 00pabaTbIBaeT MaTepuanbl KOMaHAUPOBKH, OPOPMIISIET OTYET O KOMAHAUPOBKE;

3.5. PaGOTHMK BBINIOJHSET AEUCTBUS B paMKax TPYI0BOH (YHKIIMHU IO OPraHU3alMU paboTh
C MOCETUTEIISIMU B IPUEMHOM PYKOBOIUTEIIS:

e OpraHU3yeT JIMYHBIN IIPUEM IIOCETUTENIEH PYKOBOJUTEIIEM;

e YCTAaHABJIMBAET NOPAIOK IIPUEMA JUISl PAa3JIMYHBIX KaTETOPUI IIOCETUTENIEH;

e BEJET )KypHaJ NPEIBAPUTEILHON 3alIUCU HA IIPUEM;

e PETUCTPUPYET MOCETUTENEH;

e COJICHCTBYET ONEPaTUBHOMY PACCMOTPEHHUIO MPOCHO U MPeI0KEHUI ToceTuTeNei
Y COTPYAHHUKOB OpraHu3aluy,

e OpraHM3yeT IPHEM JEJOBBIX APTHEPOB B O(uce;

e OpraHu3yeT 0OCIy>KMBaHUS PyKOBOJUTEIIS U €r0 JEJIOBBIX MApTHEPOB B OHCE;

e cepBUpYeT yaitHbIi (KoQeiHblii) cTox B oduce;

e IIPUHUMAET MEPHI [0 COXPAHEHUIO KOMMEPUYECKOW TalHBI B X0JI€ TpUeMa
MOCETUTENeH U MX HAXOX/IEHUS B IPUEMHOM U KaOMHETe PyKOBOIUTEIIS.

3.6. PaGoTHMK BBIIOIHSIET ACHCTBHS B paMKax TPYI0BOM (YHKIIMH 110 OpraHU3aluu
WCIIOJIHEHUS PELICHHH, OCYIIEeCTBIEHUE KOHTPOJIS NCIIOJHEHUS TOPYUYEHHUI pyKOBOIUTEIS:

e JIOKYMEHTAJIbHO O(hOPMIISIET pEeLIEHUs PYKOBOJUTEIS;
e JIOBOJAMT JO CBEJEHHs paOOTHUKOB OpraHU3aIMK PACIOPSHKEHUN pYKOBOIUTEIS;



e KOOPAMHUPYET AESITEIBbHOCTD 10 UCIIOIHEHHUIO PELIEHUN PYKOBOAUTEIS,

e BEJIET CPOKOBOI TEKYLIUH U MPeAYIPEIUTEIbHBIN KOHTPOJIb;

e TPOBEPSIET UCIOJHEHUE OPYUEHUM PYKOBOJUTENS B YCTAHOBJIEHHBIN CPOK;

e TMPEAYNpPEeRIACT COTPYAHUKOB 00 UCTEUECHUH CPOKA UCTIOIHEHUS MOPYyUYECHUN
PYKOBOJUTEIS,

e (UKCHUPYET UCIOIHEHHUE TOPYUCHUH;

e COCTaBJISIET OTYETHI U AHAIUTUYECKUE CIPABKU O BBIIOJIHEHUN [TOPYYEHUN U
peleHuit PyKOBOIUTES.

C I0KHOCTHOM MHCTPYKIIMEH 03HaKOMJICH (a)

Ha pyku BTOpO#i 9K3eMIUTSAP JODKHOCTHOW MHCTPYKIIUH MMOTy4rJi(a)

Cekperapb

(mojmuce) (®.U.0.)

(mara)
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