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1. OBIIIME ITOJIOKEHHMSI

1.1. Hacrosmee Ilojoxenne  pa3paboTaHo  Ha  OCHOBaHUM VYcrasa
[0CyHapCTBEHHOrO GIOKETHOTO 00pasoBaTENbHOrO YUPSKACHAS BHICIICTO oOpazoBaHus
«bamkupckas aKaaeMHus rOCYJapCTBEHHON CIyXObl M YIpaBieHUA IIpH I'nase
Pecry6mnuku Bamkoproctam» (nanee —I'BOY BO «BAI'CY», Axanemus)

1.2. Kanmenspus BXOAUT B COCTaB YIPaBlICHUs JeIaMi U ABIACTCA CTPYKTYPHBIM
nonpasnenenrneM 1'bOY BO «BATCY», OCYLISCTBIIAIOUIUM [EJIONPOU3BO/ICTBEHHEIC,
MHGbOPMAIMOHHO-CIIPABOYHbe  QYHKIMM B IPOLECCe yIIPABIEHUECKON eI TeIbHOCTH
pekTopara, Y4YeHOro COBETa, yueOHbIX, HAy4HBIX, aIMUHHUCTPATHBHBIX, (buHAHCOBO-
SKOHOMHMUECKHX U JPYTHX MO/pa3ieNeHuit AKaeMuH.

1.3. Kannenspus B cBoei paboTe pyKOBOACTBYETCS:

- denepanbHBIM 3aKOHOM OT 2 Mad 2006 1. Ne 59-@3 «O nopsnke pacCMOTPCHUA
obparmenuit rpaxaan Poccuiickon denepariu»,

- MepepanbEBIM 3aKOHOM 0T 22.10.2004 . Ne 125-M3 «O6 apxuBHOM fere B PD»;

- TlocranosnenweM [Ipautenscrsa PO ot 15.06.2009 r. Ne 477 «O06 yTBEpKIECHUU
TIpaBui AeNONPOU3BOICTBA B (DeiepabHbIX OpraHax WCIIOTHUTEIBHON BIIACTHY;

- TlocranosnenneM IIpaButenscTBa Pb oT 18.11.2010 1. Ne 436 «OO0 yTBEepKICHUH
IIPaBHJI EJIONPOU3BOACTBA B pecITyOIMKaHCKHAX OpraHax WCIIOJIHUTETbHON BIIACTHY;

- IlpaBwiamMy TIOATBEPKAEHHA TOKYMEHTOB 06 obpasoBamme # (WIH) O
KBaMM(QUKAINAK, yYTBEPKICHHBIMUA MPOCTABICHUEM IIpasutensctea PO ot 20.07.2013r.
Ne611;

- 3axoHOM PecmyOmiku bamkopTocTaH OT 03.02.2006 1. Ne 278-3 «O6 apXUBHOM
nene B PecmyOnuke balrkopToCTam»,

- 3axonoM PecryOnuku balkopTocTan OT 12.12.2006 . Ne391-3 «O6 oOparieHuIxX
rpaxaan B PecyOmuike balrkopToCTany;

- HacTosmuM [TotoxeHueMm,

- MHCcTpyKIKeH o AeI0IpOU3BOICTBY I'BOY BO «BAT'CVY»;

- VcraBoM AKalleMUH,



- IpaBWJIaM¥ BHYTPEHHETO TPYIOBOTO PACIOPs/IKa,

- TpaBWwiaMd ¥ HOPMaMmH OXpaHbl ~TpyHa, TEXHUKH 0e30macHOCTH U
IIPOTHBOIIOXKAPHOM O€30TIaCHOCTH;

- oxaneHBIME HopMaTuBHEIMA akTamu I BOY BO «BAI'CY».

1.4. Kanuensiprist BO3IABJIAETCS 3aBSIyIOIIIM KaHIEpHel, KOTOPBIA HaXOMUTCs B
IPSMOM TIOAYHHCHUHN Y HAauaJbHUKa YIIPaBICHUS NCTaMU.

1.5. 3aBemyrommii KaHLENApWH Ha3Ha4daeTcd U 0cBOOOXKIaeTcss OT 3aHMMaeMOn
nomxHocTH pukasoM pektopa TBOY BO «BAT'CY».

1.6. Ha Bpems OTCYTCTBHs 3aBEIYIOIIEr0 KaHICIIpHeH (oTmyck, ©OoJe3Hb,
KOMAH/IHUPOBKa, H Tp.) ero OOS3aHHOCTH HCIONHSET CTAapIIMH NETOMPOU3BOMUTEINE TIO
TIpUKa3y PEKTOpa U IPHOOPETaeT COOTBETCTBYIONIME NMPaBa M HECCT OTBETCTBEHHOCTH 34
HeHaJJIeKalllee HCIIOTHEHHE BO3JI0KEHHBIX Ha HETO 00SA3aHHOCTEH.

1.7. Hacrosmiee [lonoxeHye BCTyTaeT B CAIY ¢ MOMEHTa yTBEPKICHUS PEKTOPOM
I'BOY BO «BAT'CVY».

1.8. PerreHne O BHECEHWH W3MEHEHMH MM HOMONHEeHHH B HacTosiee [Tomoxenue
npunuMaercs pekropoM I'BOY BO «BAT'CY».

2. HEJIX 1 3AJAYHA

2.1. OcHoBHas IeNb AEITEILHOCTH KaHLEIAPHUU 3aKIoYaeTcd B OCYIICCTBICHUN
OpraHM3allAsi, BEJCHMM ¥  COBEPIICHCTBOBAHMHM  CHCTEMBI  JIOKyMCHTAIMOHHOTO
obecriedeHus.

2.2. OCHOBHBIMH 3aJauaM¥ KaHLEIIPHUH SBIISIOTCA:

2.2.1. JIoKyMeHTallMOHHOe 00eCIIeYeH e yIPaBIeHIeCKOH IeATeIbHOCTH AxazeMun
C WCIIONB30BAHUEM KOMITBIOTEPHOM TEXHWKH M IPYTHX COBPEMEHHBIX MH(QOPMAIMOHHBIX
TEXHOJIOTHH, OpraHu3alMs PAIMOHAILHOTO IPOXOXKIEHNUS CIly)KEOHBIX JIOKYMEHTOB U el
OT CTaIWH UX IMOATOTOBKH 0 UCIIOJIHEHHUSA U COAUYX B apXUB.

2.2.2. PaspaboTka JIOKQJIbHEIX HOPMATHUBHBIX JOKYMEHTOB, PCIJIAMCHTHPYFOMIMX
BOIIPOCHI OPraHU3aLHH JIEJIONPOU3BO/ICTBA B AKaIEMUH U B €€ TIOJPA3NCICHIAX.

2.2.3. OnTUMA3AIKS CHCTEMBL JOKYMEHTO000poTa B AKaIeMHU.

2.2.4. KoHTpOJIb HaJl TPOXOKACHUEM 1 HCIIONHEHHEM IOKYMEHTOB B AKaJeMUU.

3. ®YHKIIUHA

3. JIyIs pellleHus IOCTaBIeHHBIX LeNed | 3a1ad KaHIIEIIpHs OCYIIeCTRIIACT:

3.1. CBOGBpeMEHHbIH MpUEM I PETHCTPAIHIO (Y4YeT) TOKYMEHTOB;

3.2. CBOEBpeMEHHO€E pacIpeielIeHie TOKyMEHTOB 1 OTIIPaBKY UX HCIIOIHHTEIIAM;

3.3. CBoeBpeMeHHOEe 0QOPMIIEHHE U OTIIPABICHHE KOPPECTIOHACHIINH;

3.4, KoHTpomb Hal CpOKaMH MCIOJHEHHs JOKYMEHTOB W HX IPABUJIBHBIM
o opMIICHUEM;

3.5. Pa3paboTKy COBMECTHO CO CTPYKTYPHBIMH TOApasAeIeHUAMH AkanemMuu
CBomuoi HOMEHKIATypHI Jell B AKaJeMHH U BBIHECCHHE Ha yTBEPKICHHC DKCIEepTHO-
IPOBEPOUYHOM KOMHACCHH Y TIPABICHHUS 110 IeIaM apXHBOB PE;

3.6. ®opMupoBaHue el ¥ CHauy WX B apXuB B COOTBETCTBHH C YTBEPKIICHHOH
HOMEHKJIaTypOH LT,

3.7. OpraHmsaliio XpaHeHHs U OOeCledeHHe HCIOIb30BaHUs  NOKYyMEHTOB,
XPaHSIIUXCS B apXUBE;



3.8. MeTommdeckoe  PyKOBOACTBO  Opramusaiueil — JEJNONpOM3BOJCTBA B
TIoIpa3ieeHIsIX AKaleMiH, KOHTPOJIb Hall MPaBUIIbHBIM (GOpMHUPOBAaHUEM, XPaHEHHEM M
CBOEBpEMEHHO! cpadel Jiem B apxX¥B, IMOArOTOBKA CIPaBOK O cOOJIIOEHUN CPOKOB
WCIIOJIHEHHS JOKYMEHTOB;

3.9. TToaroToBKy ¥ MpEeACTaBICHUE DPYKOBOICTBY AxageMun nHGOPMAIMOHHO-
QHAIMTHYECKAX MAaTEPHAIOB O COCTOSIHUY U IIEPCIIEKTHBAX Pa3SBUTHS IOKyMEHTALMOHHOT0
o6ecIeyeHns IeATebHOCTA AKaIeMUY U UCTIOJIHUTEbCKON THCIIUTUIHHEL,

3.10. OpraHuzaldio COBMECTHO C TIOCTOSHHO [eHcTByIONIEH OKCIIEPTHOM
KoMuccHell AKaeMud ¥ OTBETCTBEHHBIMM 3a IENONPOM3BOJACTBO B CTPYKTYPHBIX
IO/(pa3IeIeHrsAX OKCIEPTU3Bl LEHHOCTH NOKyMEHTOB BPEMEHHOTO CpOKa XpaHEHHS,
BBIBEJIEHHUS UX K YHUYTOKEHUIO;

3.11. 3aBepeHHe TME€YaThIO KAHIENSPUA MOJIMHHOCTH IIOAHCH paOOTHHUKOB
Axanemuu,

3.12. VHble QyHKIMH, COOTBETCTBYIOMIME 3a1ataM KaHICSPHH.

4. CTPYKTVYPA
4.1. CTpyKkTypy X INTAT KaHIEIIPUM YTBEPXKAaeT PEKTOp B COOTBETCTBHU C
HODMATHBOM YHCIEHHOCTH PabOTHHKOB AkameMuu ¥ ¢ ydeTom obObema pabot, IO
IIPEICTABICHHUIO 3aBEAYIOLIETO KaHIIeTIIpUEN.
4.2. PabOTHUKY KaHIEIIpUHN Ha3HAYAIOTCA Ha JOJDKHOCTD U 0CBODOXIAOTCS OT HEe
IpUKa30M peKTopa AKaJeMHH.

5. TPABA

5.1. JInsd BHIMONHEHHS  YCTAHOBJISHHBIX HACTOAIIMM [MonoxxeHreM GQYHKIHHA
COTpYIHUKaM KaHIESPUH TMPENOCTaBILIOTCA  Ipasa, IpeIyCMOTPEHHBIE TPYIOBBIM
3aKOHOIATENbCTBOM Poccuiickor @enepalviu U Pecry6nuku BamkopTocTas, YCTaBoM
AKaIeMUU ¥ JOKHOCTHBIMA HHCTPYKIMSAMHU.

5.2. Kanmenspus UMeeT ITPaBo:

- zampamwBath X IONy4aTh OT CTPYKTYPHBIX Hofpasfele i  AKaJeMUn
MH(OPMAILIHIO, HEOOXOAUMYIO s BBITOTHCHH BORJIOKEHHBIX Ha Hee 3a1ad U QyHKIHH;

- IpHUBNEKaTh K YYacTHIO B IIOArOTOBKE MPOCKTOB JIOKYMEHTOB JUIsl peKTOpara
OTIEBHBIX PaOOTHUKOB CTPYKTYPHBIX noppasieneHniit AxajgemMuy (IO COracoBaHMIO C
PYKOBOIUTENAMM COOTBETCTBYIOIIHX nofpasaeseHuin);

- IPMOCTAHABINBATh PETUCTPALMIO, OTIPABKY HIIH nepenady Ha HCIIOIHEHHC
JIOKyMEHTOB Y [€J, MOJATOTOBJICHHBIX H o(OpPMIIEHHBIX C HapyIIeHHEM MIpaBl,
yCTaHOBIIEHHBIX MIHCTPYKIMEH 10 AENONPOU3BOACTEY,

- OCYWIECTBIATh ~ KOHTPONb 33  JICATCJIBHOCTBIO nr000r0  CTPYKTYPHOTO
nozapaseneHns AKageMud 1o COOTIOCHMIO TPeOOBaHUH, YCTaHOBICHHBIX HHCTpyKLIKEH
T10 JEOMPOU3BOACTBY;

- BHOCUTH IIPEIUIOKEHHS PYKOBOACTBY AKaJeMAHd 110 COBEPIICHCTBOBAHHIO
OpraHM3alliy JEJOMPOM3BOACTBA, KaICCTBY paboThl ¢ JOKyMEHTaMH, IeYaTaHuio H
TUPAKAPOBAHHIO y4eOHOH, Hay4HOM! JUTEPATyPhl U IPYTUX MaTephajoB B CTPYKTYPHBIX
Tofipa3feeHuaAX AKaleMHH, oGecriedeHys COBPEMEHHOH KOMIIBIOTEPHOH, I€YaTHO-
MHOYKHUTEIBHON TEXHUKOM;



6. OTBETCTBEHHOCTb

6.1. Kanmenspus HeCET OTBETCTBEHHOCTD 34.

6.1.1. KauecTBEHHOE ¥ CBOEBPEMEHHOE BBIMOJHEHNE BO3JIOKCHHBIX HaCTOAIIMM
[TosioKeHHeM 3a1ad U QyHKIHH.

6.12. CoxpaHHOCTb ¥  (QYHKIMOHMPOBAHWE  TCPEIAHHOTO KaHIIeJIIpUT
TEXHIYECKOTO 000pyIOBaHHU Uil 00eCTedeH > dHeKTUBHON NeATETIbHOCTH.

6.2. OTBETCTBEHHOCTh Pa0OTHUKOB KaHIEISIPHK yCTaHaBIMBACTCA JOJDKHOCTHBIMHA
UHCTPYKLUIMH.
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