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NOJOXXEHHE
O MOAPA3NEJEHHH 110 HAITPABJIEHHIO AEATEJIBHOCTH
«KAJAPOBAS PABOTA»

1. O0mue noJoxkeHHA

1.1. Hacrosimee [IlonoxkeHdHe onpenenser OCHOBHble uenH, (QyHKuuM, mnpasa H
OTBETCTBEHHOCTh MOApa3/ieNieHHs N0 HaNpaBJeHHNIo AeaTenbHocTH «Kanposas paboTa».

1.2. TlompasgeneHue mno HanpaslieHuio JestenbHocTH «Kanposas pabora» (nanee -—
Ioapa3nenenne) B cBoeil AEATENIbHOCTH PYKOBOACTBYETCS TPYAOBHIM 3aKOHOAATENLCTBOM
Poccuiickoit  ®epepauun, VYcraBoM Koulefka, NpaBHJaMM M CTaHJapTaMH
JIOKyMeHTauHoHHOro obecnevueHHus YTNpaBleHHA, HHBIMH HOPMATHBHLIMM MPaBOBLIMH H
HOPMaTHBHO-METOJHYECKHMH  JOKYMEHTaMH 110 BOMpocaM  KaapoBoH  paboThl,
NOKYMeHTalHOHHOro ofecreyeHs ynpaBAeHHS H apXHBHOTO Jiena.

1.3. OcHoeHas uens jestensHocTd - obecnedenue ddpexTHBHOro (HYHKIIMOHHPOBAHHS
CHCTEMBI YNIPaBIEHHSA NIEPCOHANOM [UIA JOCTHIKEHNA 11eNel opraHu3aiui.

1.4. Henocpeacteennoe pyxosoactso pabotoit [lonpaznenenus ocywlectTBnserT HavajlbHUK
oTilela Kaapos.

2. Hean

OcHoBHoiiuenbio [NoapaseneHus apaserca:

2.1. Obecneuenne 3 dexTHBHOrO GyHKLUHOHHPOBAHHA CHCTEMBI YTIPABJIEHHS NNEPCOHANOM IS
JOCTHXKEHHS Liejieil opraHn3aluu.

2.2, Peanmsauus oBecneuuBaronx (yHKURI ynpaBleHHs opraHH3alHneH.
3. dDyuxkuun
Ans pewerns nocrapieHHbIX 3a1ay [loapa3geneine ocyliecTBIAET CleAyIOUIHE PYHKIHH:

3.1. [JoxymeHTtauuoHHoe obecneueHe paboThl ¢ IEpPCOHANOM:
3.1.1. Benenue opraHH3alHOHHONH N pacloOpAaHTENbLHOH NTOKYMEHTAUNH MO NEpCoHay
3.1.2. HestensHocThk no obecnedyeHHIO MEPCOHANOM, BeleHHE AOKYMEHTALHH 10 YUYETy H
HBHKEHHIO KA/IPpOR
3.1.3. AAMHHHCTPHpOBaHHE MPOLECCOB M IOKYMeHTooOOpoTa Mo y4eTy H ABHXEHHIO
KaJpoB, NIpeACTaBIEHUIO IOKYMEHTOB M0 MEPCOHANY B roCy1apCTBEHHBIC OPraHbl.
3.2. [lesitensHOCTh No obecnevyeHHo NepCoHaNnoM:
3.2.1. Co6op undopMaHH 0 NoTpeOHOCTAX Oprasu3alyy B nepcoHale
3.2.2. Tlouck, npusnederne, nonbop u orbop nepconana
3.2.3. AIMHHHCTpHpOBaHHE NPOLECCOB H AOKYMeHTo000poTa obecneyenns NepcoHanoM.
3.3. JeatensHOCTDb MO AOKYMEHTALHOHHOMY 0OECneveHHIO AeATERBHOCTH OPraHH3alHH.
3.4. [leatenbHocTh MO BeJEHHIO apXWBHOIO JieNa B KoJUle@ke, obecrieueHne COXpaHHOCTH H
HCIONL30BAHNA JOKYMEHTOB apXHBa.



4, IIpaepa
INoppaspenesue ANs BBHINOJHEHHS MOCTABICHHBIX 3alla4 HMEET MPaBo:

4.1. 3anpawnpaTh H NONYYaTh OT CTPYKTYPHBIX MojapasieneHnil M paboOTHMKOB KoJemxa
NOKYMEHTEI, @ TaKKe CBeJeHHs, HeoOXOmHUMbIE M7 BHINONHEHHA BO3NIOKEHHHIX Ha
[Monpaznenenue GpyHKumii.

4.2. TlpuBnekath C cornacHs AWUPEKTOpa KoJulelka PpYKOBOAMTENEH mnojpasjeneHuit
CNCUHAMHCTOB A MOATOTOBKH MPOESKTOR JNOKYMEHTOB H OCYIIECTBIEHHS HHBIX
MEpOMPHATHIA, CBA3aHHLIX C opraHu3auHeii pabotel [Toapazaenenus.

4.3. YyacTBOBaTh B pacCMOTPEHHH JieJ1 O HapYIUEHHAX BHYTPEHHETO TPYAOBOrO pacmopsjka.

Pekomenpauun [lonpaszenenuss B mnpenenax (yHKIHHA, NOPeAyCMOTPEHHBIX HACTOALIHM

[Tonoxenunem, sABnsioTcs  00s3areNlbHBIMM - K PYKOBOACTBY W HCMOJHEHHIO  BCEMH

nojpaszieNeH’sAMH H pabOTHHKAMH KoJnenKa.

5. OvBeTCTBEHHOCTDH
[ToapazneneHne HeceT OTBETCTBEHHOCTD:

5.1. 3a kauecTBO H CBOEBPEMEHHOCTD BBLIUTOMHEHHS 3a1a4, Bo3noxeHHBIX Ha [loapasnenenne, a
TAKKe 32 MONHYIO PeATH3alHIo0 Ipas, npenocTapieHHbIX [loapasaenenuio.

5.2. 3acobmonenue TpeboBaHMii TPYAOBOTO 3aKOHOAATENLCTRA.

5.3. 3a cobmogeHHe HOPMATHBHBIX TNPABOBBIX AaKTOB, MONOXKEHHH, HHCTPYKUMH, APYTHX
PYKOBOASILIMX MaTepHanoB W ZOKYMEHTOB IO BEIEHHIO JENONPOH3BOACTBA H apXHBHOIO
Jena B opraHi3auuy.
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