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I[O.]'DKHOCTH&H HHCTPYKIUA NOKYMECHTOBEAA

I'bBOY «COIINe17 c.n.Bepxuue Ayanyxku»

1. O01ue moJ10KeHu s

1.1. Hacrosmas q0JKHOCTHAS MHCTPYKIUS ONpeIeNisieT TpeOOBaHUS K KBATH(UKAIIIH,
JOJDKHOCTHBIE 005I3aHHOCTH, IIpaBa M OTBETCTBEHHOCTh PAOOTHUKOB, 3aHUMAIOIITUX
nomkHOCTh «JlokymenroBeq» B COLLINel7 (manee — oOpa3zoBareiibHasi OpraHU3aIus).

1.2. JIomKHOCTHAsI MHCTPYKIIUS TIOJrOTOBJICHA B COOTBETCTBHH ¢ Tpyn0BBIM KojieKcoM P,
npodeccnoHaTbHBIM cTaHIapTOM «CIIeIUAIKCT M0 YIIPABJICHUIO TOKYMEHTAMHU
OpraHu3alimy», YTBEPKIEHHBIM MprKazoM Munrtpynaa Poccuu ot 27.04.2023 Ne 4211.

1.3. PaGoTHuUK, 3aHUMAOIINN JOHKHOCTH IOKYMEHTOBEA, OTHOCUTCS K KaTErOpHH
CIEI[HATIUCTOB.

1.4. lokyMeHTOBE1 TOAYUHAETCS pYKOBOJUTENIO 00pa30BaTeIbHON OpraHU3aIiy.

1.5. JlokyMeHTOBe ] IPUHUMAETCS U OCBOOOXKIAETCS OT JOJDKHOCTH PYKOBOJIUTENEM
o0pa30BaTeNbHON OpraHu3aluu.

1.6. B nepuoj oTcyTCTBHS JOKyMeHTOBeaa (OTIYCK, OOJIE3HB U Ip.) €ro 00s3aHHOCTH
UCTOJHSET pabOTHHUK, HA3HAYEHHBIH PyKOBOAMUTENIEM 00pa30BaTeIbHOW OpraHu3aIiH,
KOTOPBIH MPHOOpPETaeT COOTBETCTBYIONIHE MTPaBa M HECET OTBETCTBEHHOCTH 32 HEUCTIOJTHEHUE
WM HeHaJyIeXkalllee UCIIOJIHEHNEe 00513aHHOCTEH, BO3JIOKEHHBIX HA HETO B CBSI3U

C 3aMEICHHEM.

1.7. HeyperynupoBaHHbIe HAaCTOSIIEH TOMKHOCTHOM HHCTPYKIIMEH MOJIOXKEHUS
onpeAensoTcsa B cooTBeTcTBUU ¢ TpynoBeiM kogexkcoMm P®, npoderanaapToM v HHBIMU
HOPMAaTHBHBIMU IIPABOBBIMHU aKTaMHU B cpepe TpYyJOBbIX OTHOIIEHUH, [IpaBuiamu
BHYTPEHHETO TPYJOBOT'O PACTIOPSAAKA U NHBIMHU JIOKAJIbHBIMA HOPMaTUBHBIMU aKTAMU
00pa3oBaTeNbHON OpraHU3aIIH.

2. TpeGoBanus Kk kBaJuuKauuu 1 ocodble yCJI0BHS J0MyCKa K padore

2.1. Ha 10mKHOCTh TOKYMEHTOBE/]a PUHUMAETCS WK TIEPEBOAUTCS JIUII0, UMEIOIIee OJIUH
W3 CIICTYIONINX BAPUAHTOB KBaTU(UKAIUH:



e BbICIIEE 0OpazoBaHHe — OakajaBpuar;
NJIn

e BbIcIICE 0Opa3oBaHue (HenpoduibHOE) — OaKaniaBpuaT U JOMOJIHUTEIBHOES
npodeccuoHanbsHOEe 00pa3oBaHNEe — MPOTPaMMbI TPO(HECCHOHATLHOM
NEPENOrOTOBKH MO MTPOPIITIO S TEIHHOCTH.

2.2. TpeOoBaHMsI K ONIBITY IPAKTUYECKOH pabOTHI s 3aHATHUS JTOJDKHOCTH: HET.
2.3. OcoOpble ycmoBus qomycka K padore:

e TPOXOXKJAECHUE 00YyUYEHUS MepaM MOKapHOH Oe301MacHOCTH;

e IIPOXOXKJEHHE 00YyUEHUs 110 OXpaHe TPyZAa U MPOBEPKU 3HAHUS TPeOOBaHUIT OXpaHbI
TpyAa,

e HaJMYMe coriacus pabOTHUKA O COOJIOACHUH YCIOBUI KOH(UAESHINATLHOCTH
uH(pOpMAIIHH, a TAKIKE O MepaX OTBETCTBEHHOCTH 3a UX HapylieHue (npu
HEOOXOAUMOCTH);

e TMPOXOXKJEHUE 005A3aTEIbHBIX NPEABAPUTEIBHBIX U IEPUOJUUECKUX MEAUIIMHCKUX
OCMOTpOB.

2.4, I[J'ISI HUCIIOJIHCHUA CBOUX AOJIKHOCTHBIX 00s13aHHOCTEN JOKYMCHTOBE NOJIKCH 3HATh.

e HOpPMAaTHBHBIC NTpaBoOBble akThl PD B 06s1acTH yripaBiieHUs TOKyMEHTaMU
00pa30BaTeNbHOM OpraHu3anuy,

e HOpMaTHBHbBIE IpaBOBbIE akThl P® B 00nacTu nHpopmMauu, HTHPOPMAILIMOHHBIX
TEXHOJIOTUH U 3alUThl HH(GOPMALIUHU, IEPCOHANIBHBIX TAaHHBIX, IU(PPOBOI
TpaHcpopmaluy,

e JIOKaJIbHbIE HOPMAaTUBHBIE aKThl 00pa30BaTeIbHON OpraHu3aluy,;

e (yHKIMH, IOJTHOMOYHS U OTBETCTBEHHOCTh PYKOBOJICTBA 00Pa30BaTEIIHLHOM
OpraHM3alMH U €€ CTPYKTYPHBIX IIOJpa3AcICHU,

e TpaBUJIA U MOPSIIOK COCTABICHUS U 0(OPMIICHHS JIOKAIbHBIX HOPMATHBHBIX aKTOB
00pa30oBaTeNbHON OpraHU3aliy, PETYIUPYIONUX PadoTy ee MoaApa3aeIeHHs
B 00J1aCTH yrpaBieHUs JOKYMEHTaMU OpraHU3alluy,

e TIIpaBHJIA COCTABICHUS U O()OPMIICHHUS JTOKATBHBIX HOPMATUBHBIX AKTOB,
ONpeAeAIONIUX MOPSI0K PadOTHI C TOKYMEHTaMU B 00pa30BaTeIbHON
OpraHu3aluy,

e periiaMeHTAIUIO JAEJONPOU3BOICTBEHHBIX MTPOLECCOB;

e TpeOOBaHHUS OXPaHBI TPY/A,

e TpaBUJIA COCTABJICHUS PA3JINYHbBIX BUJIOB IOKYMEHTOB,;

e 00umme TpeboBaHus K 0POPMICHUIO JOKYMEHTOB, B TOM YHCIIE OPraHU3aIHOHHO-
pacnopsAUTENbHON TOKYMEHTAIUY,

e TMpaBuia paboThl C JOKYMEHTaMH, COJIepKaIlUMHU KOH(PUICHIINAIbHYIO
uH(pOpMaIIHIO;

e TOPAJOK (PYHKIIMOHMPOBAHUS HHPOPMALIMOHHBIX CUCTEM B 00JaCTH YIPaBICHUS
JIOKyMEHTaMHu 00pa30BaTeIbHON OpraHu3aluy,

e CTPYKTYpY OpTraHM3allMH U MOPSA0K pacipeieNeHHus MOJTHOMOYHUH B 061acTu
CO3/1aHUSI TOKYMEHTOB MEXy CTPYKTYPHBIMU MOJIpa3AeICHUIMU
Y JI0JDKHOCTHBIMU JINLIAMU,

e BHJIOBOH COCTaB JIOKYMEHTOB 00pa30BaTEILHOM OpPTaHU3aINH;



e IpaBHUJIA COCTABJICHUS TEKCTOB JOKYMEHTOB 00pa30BaTeIbHON OpraHu3alyi;

e TIPHUHIIHUIBI U METOJIBI YIIOPSIOYSHHSI COCTABA IOKYyMEHTOB 00pa30BaTEIbHOM
OopraHu3al U ux JTAHHBIX,

e KpUTEPUU OICHKH KauecTBa CO3/1aBaeMOM JJOKYMCHTAIIHH;

e MCTOOAUYCCKHUC JOKYMCHTBI U HAIITMOHAJIbHBIC CTAHIAPThI B 06HaCTI/I pa6OTBI
C IOKyMeHTaMHu U uH(popMalieid B 00pa3oBaTeIbHONW OpTraHU3allHH;

e TmpaBuia paboTHl C JOKYMEHTaMHU OpraHU3alMH, YCTAHOBJICHHBIC €€ JJOKATbHBIMU
HOPMAaTUBHBIMU aKTaMH;

e (YHKIHOHATHHBIE OCOOCHHOCTH CHCTEMBI AJICKTPOHHOTO JOKYyMEHTO000pOoTa
00pa3oBaTebHOW OpTraHU3aIHH;

e TOPSAJOK U COJEpIKaHUE MPOLEAYp MO padoTe C JOKyMEHTaMu 00pa30BaTeIbHON
OpraHu3alluy U UX JaHHBIMHU,

e MCKIYHAPOJHBIC U HAIMOHAJIbHBIC CTAHAAPTLI B 06HaCTI/I YIIpaBJICHUA
JOKYMECHTaMH;

e CIIOCOOBI CUCTEMAaTH3AIMH JJAHHBIX O JEeSTEILHOCTH 00pa30BaTEIbHOM
OpraHu3aluy,

e TMPHUHIHUIBI (POPMUPOBAHHS MTPOIIECCOB 0OPA30BATEIHHON OpraHU3aINY;

e METOJIbI UCCIICIOBAHMSI, aHAJIN3a, IPOCKTUPOBAHUSI U PA3BUTHUS CHCTEMbI
yIpaBjeHUs TOKyMEHTaMU B 00pa30BaTeIbHON OpraHu3ally;

e IPOrPaMMHBIEC MPOIYKTHI 10 ABTOMATU3AIIUH YIIPABJICHUS JOKYMEHTAMH
B 00pa30BaTeNbHOM OpraHu3anuy,

e (pyHKIIMOHAIBHBIE 0COOCHHOCTH PA3IMYHBIX OTCUYECTBEHHBIX CUCTEM JICKTPOHHOTO
JOKYMEHTO000POTa, UCTIOIB3yEMBIX B 00JIACTH yIPaBICHHS JOKYMEHTAMHU
00pa3oBaTeIbHOW OPraHU3aAINH;

2.5. JIns MCTIOJTHEHHS CBOMX JIOJDKHOCTHBIX 00S3aHHOCTEH TOKYMEHTOBE]I JODKEH YMETh:

e TI0JH30BAThCS MOUCKOBBIMH CHCTEMaMu, HHPOPMAIIMOHHBIMH pecypcamu, 0azaMu
JIAHHBIX B 00JIaCTH YIIpaBJeHUs JOKyMEHTaMu 00pa30BaTeIbHON OpraHU3allliy,

e KJaccuuIMpoBaTh HHPOPMALIMIO B COOTBETCTBHH C 33[]Ja4aMU YIIPABICHUS
JOKYMEHTaMH 00pa30BaTeIbHON OpraHU3alHH;

e pa3pabaTbIBaTh MPEUIOKEHUS 110 COBEPIICHCTBOBAHUIO JIOKAJIBHBIX HOPMATUBHBIX
aKTOB 00pa30BaTEILHON OPraHN3aIINH 110 YIPABJICHUIO JOKYMEHTAMH;

e COOJIOaTh HOPMBI 3THUKH JI€JI0BOT0 OOIIECHNUS,

e pabotaTh C madioHaMH JOKYMEHTOB B MH(OPMAaLlMOHHON CUCTEME
00pa3oBaTeNbHON OpraHU3aIMH;

e paboTaTk C AIMEKTPOHHBIMHU OJJAHKAMH JJOKYMEHTOB,

e pa3pabaTbIBaTh IEKTPOHHBIE OJAHKH U 3JIEKTPOHHbIE MIa0I0HBI JOKYMEHTOB;

e pa3pabarbIBaTh TpeOOBaHUS K MHPOPMAIIUN U JAHHBIM, BKIFOYa€MBIM B JIOKyMEHTHI
00pa3oBaTeNbHON OpraHU3aINH;

e HCIOJB30BATh OPraHU3AIMOHHBIC M TEXHUYECKHE CPEACTBA JIJIS IepeBoia
B 3JIEKTPOHHBII B JOKYMEHTOB U JIOKYMEHTHUPOBaHHOI MH(OpMaIiu
00pa30BaTeNbHOM OpraHu3anuy,

e HCIOJB30BaTh OPHCHYIO TEXHUKY B paMKaxX CBOEH MpodeccroHaIbHON
NeSITeTbHOCTH;

e CO3/aBaTh U UCIIOJIB30BaTh METAJaHHBIE JOKYMEHTOB B IIPOIIECCE UX JBUKECHHUS
1 00paboTKH B 00pa3oBaTeIbHON OpraHu3aIiu

e KOHTPOJIMPOBATH BHINIOJIHEHHUE MPOLEAYP ABMKEHUS U 00pabOTKH JOKYMEHTOB,
UCTIONB3YEMBIX B 00JIaCTH YIPaBIeHHS JOKYMEHTaMHU 00pa30oBaTeIbHON
OpraHu3aluy,



e BECTH YUYeT M aHAIM3 00beMa JOKYMEHTO00OpOoTa 00pa30oBaTeIbHON OpraHU3aliu
B COOTBETCTBHH ¢ MIHCTpYKIIMEH 1O 1eIONPON3BOJICTBY OpraHU3alHH,;

e TOTOBHTb MPEUIOKEHUS 110 (OPMHUPOBAHUIO TTAPAMETPOB PAOOTHI CUCTEMBI
3JIEKTPOHHOTO JIOKYMEHT0000pOTa 00pa30BaTeIbHON OPraHU3ALIH;

e OpPraHM30BBIBATH B3aUMOJICHCTBHE TOpa3 IeIeHUI 00pa30BaTeIbHON OpraHu3auuu
B IIpolecce pa3paboTKH U UCIIOIHEHUS Pa3IMUHbIX BUIOB JOKYMEHTOB,;

e co31aBaTh 0a3bl JAHHBIX [0 JOKYMEHTaM O JESTEIbHOCTH 00pa30BaTeIbHON
OpraHHU3alUy U OCYIIECTBISATh KOHTPOJIb UX BEICHHUS,

e CO3/1aBaTh CUCTEMY MHJEKCALUU JJOKYMEHTOB 00pa30BaTeIbHOI OpraHu3aluu
Y HCIOJIb30BaTh €€ B MH()OPMALIMOHHO-CIIPABOYHBIX HEIISX;

e TPOU3BOANUTH OOPAOOTKY JOKYMEHTOB M JaHHBIX: PETHCTPALINIO, CHCTEMATHU3alIHUIO,
UCTIONIb30BAaHNUE, XPaHEHNE, YHUUTOKCHNUE,

e TPHUMEHSATH METOJIOJIOTHUIO OPTaHU3AIMOHHOTO IIPOSKTUPOBAHUS IIPH aHAIN3E
CHCTEMBI YIIPaBIICHUS TOKYMEHTaMH,

e TMIPEICTABIIATH PE3yJbTAThl AaHAIM3A MIPOLIECCOB YIPABICHHUS JOKYMEHTAMHU
00pa3oBaTeNLHON OpraHu3aliy B rpa)uuecKoM BH/IE;

e BBIIBJIATH IPUOPUTETHHIC HAIPABJICHUS aBTOMATHU3AlMN YIIPABICHUS JOKYMEHTAMHU
B 00pa30BaTeIbHOI OpraHU3allny,

e TPHUMEHATH CHCTEMY JIEKTPOHHOTO JIOKYMEHTOO00pOTa AJIsl BBITOTHEHHS
JIeTIONPOU3BOACTBEHHBIX OIepanuii;

e OICHMBATH YPPEKTUBHOCTH MEPOIPUATHHA 10 aBTOMATH3AI[MH YIIPABICHUS
JOKYMEHTaMH B 00pa3oBaTeIbHON OPraHU3aLiH;

3. TpyaoBble pYyHKIMHU U T0LKHOCTHBIE 0013aHHOCTH

3.1. JoxymeHTOBe/ B paMKax TpyaoBoii pyHkuuu «Pa3zpaboTka 1 BHEIPEHHE TOKAIbHBIX
HOPMATUBHBIX aKTOB B 00JIACTH YIPABJICHHS IOKYMEHTAMU OPTaHU3aI[UNy BHITIOTHSICT
CIIEIYIOIIME TPYIOBbIC ACHCTBHUSA (IOIDKHOCTHBIC 00SI3aHHOCTH):

e TIPOBOJUTH AHAJIM3 JIOKATLHBIX HOPMATUBHBIX aKTOB 00pa30BaTeIbHON
opraHu3alnvu J1Jis1 ONpeaAcCICHUA UX COOTBETCTBUA HOPMATUBHBIM ITPAaBOBbBIM
aktam P® B obnacTu ynpaBieHus TOKyMEHTaMU OpraHU3aluy,;

e IIOATOTABJIMBATH IIPOCKTHI JIOKAJIbHBIX HOPMATUBHBIX aKTOB O6p330B3T€J'IBHOI>i
OpraHu3aly B 00JacTH yIpaBieHNs JOKYMEHTaMH OpraHu3aluy,

e AKTYAJIM3UPOBATH CUCTEMBI KJ'IaCCI/I(l)I/IKaIII/II/I n I/II[eHTI/I(bI/IKaHI/II/I JOKYMCHTOB
OpraHu3aluy,

e COBEpIIEHCTBOBATh CXEMbI MAPIIPYTU3AIMH JOKYMEHTOIIOTOKOB 00pa30BaTeIbHOM
OpraHu3aluy,

. (1)0pMI/IpOBaTI> MPEAJIONKCHUS IO COBCPHICHCTBOBAHUIO JIOKAJIbHBIX HOPMATHUBHBIX
aKTOB I10 YIPaBJIEHUIO JOKYMEHTaMH 00pa30BaTeIbHOM OpraHu3anuy,

e KOHCYJIBTUPOBaTh pAOOTHUKOB 00pa30BaTENbHON OpraHMU3aluy 0 BOIpOcam
yIpaBJIeHUS TOKyMEHTaMH, 3aKPETJICHHBIMH B JIOKAJIbHBIX HOPMATUBHBIX aKTax
00pa3zoBaTeNbHON OpraHu3aIny,;

e OKa3bIBaTh METOAMYECKYIO MOMOIIb paOOTHUKAM 00pa30oBaTeIbHON OpraHu3anun
1o paboTe ¢ pacOPSAUTEILHBIMU JOKYMEHTAMHU,

e TMIPEJCTABIATH MPOEKTHI JJOKATLHBIX HOPMATHBHBIX aKTOB 00pa30BaTEIbHOM
OpraHMu3aly B 00JIaCTH YIIpaBJIeHUs JOKYMEHTaMU OpraHU3allMK Ha COTJIaCOBaHUE
PYKOBOJCTBY NOJPa3EJIEHUs 10 YIPABIECHUIO JOKYMEHTAMH U dKCIIEPTHON
KOMHCCHUH OpraHu3anuu.



3.2. JlokyMeHTOBe] B paMKax Tpy1oBoi (yHKINU «OpraHu3anus JOKYMEHTUPOBAHHS
AEATEIBHOCTH B OPraHHU3aIMNy BBIIOIHSET CIICAYIOLINE TPYIOBbIC NEUCTBUS (TOKHOCTHBIC
0053aHHOCTH):

e paspabarbiBaTh YHU(DUIIMPOBAHHBIE (POPMBI JOKYMEHTOB, HCIIOJIH3yEMbIX B 00JIACTH
yIIpaBJICHUS TOKYMEHTaMH 00pa30BaTeIbHON OpraHn3alyy;

e pa3pabaTbIBaTh MPOEKTHI TabeNs U albOoMa YHU(PHUIIMPOBAHHBIX (POPM JOKYMEHTOB,
UCTIONIB3yEMBIX B ICATEILHOCTH 00pa30BaTEeIbHON OpraHu3alny;

e TOTOBHTb MPEUIOKEHUS 110 TEXHOJIOTUHU pa3pabOTKH MPOEKTOB JOKYMEHTOB H
OCYIIECTBIIATH €€ 3aKPEIUICHHE B JIOKATbHBIX HOPMATUBHBIX aKTaxX
00pa30BaTeNbHOM OpraHu3aluy,

e pa3palaThIBaTh 3JIEKTPOHHBIC OJIAHKH U 3JIEKTPOHHBIE IA0IO0HBI TOKYMEHTOB IS
UCTIOJIb30BAaHUS M Pa3MELICHHS B CUCTEME JICKTPOHHOTO IOKYMEHTO000pOTa
00pa3oBaTeNIbHON OpraHu3alyy,

e KOHTPOJIUPOBATH COOIOIeHNE TPeOOBAHUN K TIOATOTOBKE M 0(OPMIICHUIO
JOKYMEHTOB H JIOKQJIbHBIX HOPMAaTHBHBIX aKTOB B 00JIACTH YIIPaBIICHHS
JOKYMEHTaMH 00pa30BaTeIbHON OpraHU3aliH;

e ONTHUMH3HPOBATH COCTAB JOKYMEHTOB 00Pa30BaTEIbHON OPraHU3aLUH
B COOTBETCTBHH C €€ JeSITeIbHOCTHIO;

e KOHTPOJIMPOBATH MEPEBOJ B AIEKTPOHHBIN BUJI JOKYMEHTOB U JOKYMEHTHPOBAHHOMN
uH(pOpMaIny, co31aBaeMoii B 00pa30BaTeIbHOM OpraHU3alny.

3.3. JokymeHTOBe B paMKax TpynoBoi pyHkunu «Opranuzanus J0KyMeHTO000poTa
B OpPraHU3aI[MK» BBITOJHSICT CIICAYIOIHE TPYAOBbIC ACUCTBUS (OKHOCTHBIC 005S3aHHOCTH):

BBITIOJIHATH OIEPaLMHU 10 NPEABAPUTEIBHOMY PACCMOTPEHHUIO U PErUCTPaLluU

JIOKYMEHTOB 00pa3oBaTeIbHON OpraHu3aluy,;

e BBOJWTbH PETHUCTPAIIMOHHBIC U yYETHBIE (HOPMBI JOKYMEHTOB 00pa30BaTeIbHON
OpraHu3aluy,

e OCYILIECTBJIATh BHYTPEHHUHM KOHTPOJIb Mepeaaun JOKYMEHTOB MEXAY YPOBHAMU
yIpaBJIEHUS U UCHIOJHUTENISIMU B 00pa30BaTeIbHON OpraHU3aIiH;

e pa3pabaTbIBaTh NPEUIOKEHUS 110 MOPSAKY COTIACOBAHUS U YIOCTOBEPEHMUS
JIOKYMEHTOB B 00pa30BaTeIbHOIN OpraHu3aluy,

e TPOBOJUTH aHAJIN3 UH(POPMALIMOHHBIX U IOKYMEHTALHOHHBIX IOTOKOB
B 00pa3oBaTeNbHON OpraHu3aIiH;

e TIOJTrOTaBJIMBATh MPEAJIOKEHUS IO POPMUPOBAHUIO MAPILIPYTOB U COCTABIATH
MapuUIpyTHbIE KapThbl IBUKEHUS JOKYMEHTOB B 00pa30BaTe/IbHOM OpraHu3alluy,

e TOJTrOTaBIMBATh NMPEAJIOKEHUS N0 (POPMUPOBAHUIO (QYHKIIMOHATIBHBIX TPEOOBAHUMN
CHCTEMBI HJIEKTPOHHOI'0 IOKYMEHTO000pOTa 00pa30BaTEIbHON OpraHn3aluiy;

e pa3pabaTbIBaTh TEXHOJIOTUU PabOTHI C KOHPHUAECHIUAIbHBIMU JOKYMEHTAMH;

e pa3pabaTbIBaTh TEXHOJOTUH pabOTHI C JOKYMEHTaMH U HHpOpMaLuei

B 00pa30BaTeNIbHOI OpraHu3allly.

3.4. JlokymMeHTOBe B paMKax TpynoBoi ¢pyHkuuu «lIpoexktupoBanue, BHeIpeHNE
U Pa3BUTHE CUCTEMBI AJIEKTPOHHOTO TOKYMEHTOOOOPOTa) BBIMOIHSIET CIASAYIOLINE TPYI0BbIE
nercTBus (TOKHOCTHBIE 0053aHHOCTH):

e OCYUIECTBJISITh METOAMYECKOE COMPOBOXKICHUE MPOIIECCOB BHEAPEHUS
Y DKCIUTyaTali CUCTEMBI SJIEKTPOHHOTO JOKYMEHTO000pOTa B 00pa3oBaTeIbHOM
OpraHH3aINi;



OCYIIECTBISTh TECTUPOBAHUE PAabOTHI CHCTEMBI AIEKTPOHHOTO JOKYMEHTO000pOTa
U OTIPENIeIIATH 3aJa4H 110 €€ JaNTalUH K Celn(pUKe CUCTEMbI YIIPaBICHHS
JIOKYMEHTaMH 00pa30BaTeIbHOM OpraHU3alny;

BHOCHUTD IPEATI0KEHUS 10 KPUTEPUSIM BHIOOpa OTEUYECTBEHHON CHCTEMBI
3NIEKTPOHHOTO IOKYMEHTO00O0pOTa ISl 00pa30BaTeIbHOM OpraHU3alny;
KJIacCU(pHUIUPOBATH, HHAECKCHPOBATh JOKYMEHTHI U X JIaHHbIE, HEOOXOAMUMBIE IS
OCYIIECCTBIICHHS IPOLIECCOB CO3aHUs U BBOJA B CHCTEMY JJICKTPOHHOTO
JOKYMEHTO000pOTa,

pa3pabaThIBaTh OJOK-CXEMBbI, ONMCHIBAIOIIUE MTPOLIECCHI OPTaHU3aIMH, TPOLIECCHI
U TIPOIIETYPHI IO YIIPABJICHHUIO JOKYMEHTaMH 00pa30BaTeIbHON OpraHn3alyy,
NPOBOAMTH aHAIIU3 JICHCTBYIOLICH CHCTEMBI YIIPABICHHUS JOKYMCHTAMH
00pa3oBaTeNbHON OpraHM3aluy Il OTIPEICIICHNS 3a/1a4 110 €€ aBTOMAaTH3allNH,
Mo iepHH3aIuH, udpoBoii Tpanchopmanmu;

MOJIrOTABJINBATh TEXHUYECKOE 33aJ]aHNe HA BHEAPCHNE OTEYECTBEHHOW CHCTEMBI
3IIEKTPOHHOTO IOKYyMEHTO000pOTa B 00pa30BaTeIbHON OPraHU3AIMH B PAMKAX
CBOMX KOMITETCHIIH.

3.5. JlokymeHTOBe/1 B paMKax TpyAoBod QyHKIH «OcCyIiecTBieHre HHHOPMATMOHHO-
CIIPaBOYHOW pabOThI C IOKYMEHTAMU OPTraHU3aILUK» BBIMOJIHSACT CICAYIOLINE TPY/I0BbIC
nencTBus (OKHOCTHBIC 00S3aHHOCTH):

3.6. IIpu ucOTHEHUH CBOMX JOJHKHOCTHBIX O0S3aHHOCTEH TOKYMEHTOBE/I TOJIKCH
CcO0JIr01aTh:

3aKOHOJaTeNbcTBO Poccuiickoi denepanuu;

HOPMEI | ITPaBUIJIa OXPaHbl TPY/Ia, IPABHIIA TIOKAPHON OE30IMaCHOCTH U TPEOOBAHMS
AHTUTEPPOPUCTUYECKON 3aLUIIEHHOCTH, B TOM YHUCJIE IIPU YTPO3€ COBEPILICHHUS,
COBEPIICHUH TEPPOPUCTUYECKOIO aKTa, HMHOW YPE3BBIYAHON CUTYalUH;

MpaBUJIa TPYAOBOTO pacropsika 00pa30BaTEIbHON OpraHU3alllu;

MPaBOBbIE, HPABCTBEHHBIE M 3TUUECKHE HOPMBI, HOPMBI MPOPECCUOHATHHONU ITUKHI
00pa3oBaTenbHOI OpraHu3aluy,

JIOKQJIBHBIE Y PACTIOPSIANTENBHBIE AKThI, PENNIAMEHTUPYIOIINE OPraHU3alUI0
npodeccCHOHaNBHOM IS TENbHOCTH;

ycTaB 00pa30BaTeIbHOM OpPraHU3aIUH.

3.7. IIpu BBIOJHEHUN CBOMX JOHKHOCTHBIX 0053aHHOCTEH JOKYMEHTOBEI 00sI3aH:

0epexkHO OTHOCUTHCS K UMYIIECTBY paboToaaress (B TOM YUCIIE K HMYIIECTBY
TPEThHUX JIHII) ¥ PaOOTHUKOB 00pa30BaTEIbHON OpraHU3aIlny;
He3aMeUIUTEIHFHO COO0IIaTh paboToJaTeNNt0 O BOSHUKHOBEHUH CUTYAIIHH,
MPECTABIISIIONIECH YIPO3y )KU3HU U 3[I0POBBIO JIHOJIEH, COXPAaHHOCTH UMYIIECTBA
paboTosaresns (B TOM YHCIIE HMYIIECTBA TPETHUX JIHII, HAXOSIIETOCS

y paborojarens);

yBaXkaTh 4e€CTh, JOCTOMHCTBO U PEIMyTALUI0 00YJArOIINXCs U paOOTHHUKOB
00pa3zoBaTeNbHON OpraHu3aIuy,;

CUCTEMaTUYECKH TIOBBIIIATH CBOM MPO(eCCHOHATBHBIN YPOBEHB,

MIPOXONUTH BaKIIMHALKIO (B COOTBETCTBUHU C HAIHOHAIBHBIM KaJICHIapeM
npo(QUTAKTUIECKUX MTPUBUBOK, KaJIeHIapeM MPOo(QUIaKTUIECKIX TPUBHUBOK
110 ATHIEMHYECKUM MTOKA3aHUSAM), UMETh JINYHYIO METUITHHCKYIO KHUKKY



C pe3yJbTaTaMu MEIUIIMHCKUX 00CIIeZIOBaHMIA U 1a00paTOPHBIX UCCIICOBAHHM,
CBEJICHUSIMH O TIPUBUBKAX, IEPEHECEHHBIX MH(PEKIIMOHHBIX 3a00JICBaHHIX.

4. IlpaBa

4.1. lokyMeHTOBel UMEET IIPaBO Ha TPY/ B YCIOBHUSX, OTBEUAIOLINX TPEOOBAHHIM
TPYZOBOI'O 3aKOHOJATEIbCTBA, B TOM YHCIIE [IpaBa:

e Ha paboyee MECTO, COOTBETCTBYIOILEE IOCYAaPCTBEHHBIM HOPMATHBHBIM
TpeOOBaHUSAM OXPAHbI TPYJA U YCIOBUAM, IPETYCMOTPEHHBIM KOJIJIEKTUBHBIM
JI0OrOBOPOM 00pa30BaTeJIbHOM OpraHn3aLuy,

e CBOCBPEMEHHYIO U B ITOJIHOM 00BbEME BHIIJIATY 3apa0O0THOH IJIATHl B COOTBETCTBUU
co cBoel KBanMupUKanuel, CI0KHOCTbIO TPYAA, KOJIMYECTBOM U KaUeCTBOM
BBIIIOJIHEHHOM paboThI,

e OTHBIX B BHJIE €KEHEIEbHBIX BBIXOJHBIX JHEH, HEpaOOUUX MPa3IHUYHBIX JTHEH,
OIJIAYMBAEMBIX €KETOJHBIX OTIYCKOB;

e JIONOJIHUTENBHOE NpodeccuoHanbHOe 00pa3oBaHKE B MOPSJIKE, YCTAHOBIEHHOM
TpynoBeiM kopekcoM P®, HBIMM HOPMaTUBHBIMU aKTAMU,

e IIOJIy4Y€HHE MIOJHON JOCTOBEPHOM MH(pOpMaLUU OT paboToaaTeNs,
COOTBETCTBYIOILIMX TOCYJaPCTBEHHBIX OPraHOB U OOLIECTBEHHBIX OpraHu3alui
00 ycioBusX, TpeOOBaHUAX U OXpaHe TpyZa Ha paboueM MecTe, BKIIoYast
peanu3anuio npas, IPeJOCTaBICHHBIX 3aKOHOAATEILCTBOM O CIELIMAIbHON OLCHKE
YCIIOBUH TPYy/a, O CYLLECTBYIOIIEM PUCKE IIOBPEXKICHUS 310POBbs, a TAKKE
0 Mepax I10 3alUTe OT BO3JACHCTBHS BPESAHBIX U (MJIH) ONACHBIX
IPOM3BOJICTBEHHBIX (haKTOPOB,;

o 0oO0OydeHue Ge30MacHBIM METOJAM U IIpHeMaM Tpy/a 3a CUeT CPEACTB paboTonaTes;

e TapaHTHUU U KOMIIEHCALIUH, YCTAHOBJICHHBIE B COOTBETCTBUHU ¢ TpPynOBBIM KOJIEKCOM
P®, K0/11EKTUBHBIM JIOTOBOPOM U JIOKAJIbHBIMH HOPMAaTUBHBIMH aKTaMH
00pa30oBaTeNIbHONM OpraHu3aluy, TPYIOBBIM J10TOBOPOM,;

e 00benrHeHue, BKIKYasl IpaBo Ha Co3JaHKe MPo(ecCHoHaTbHBIX OpraHU3aIuil
(mpodheccHOHATBHBIX COIO30B) U BCTYIUICHUE B HUX JJIS 3aIIUTHI CBOUX TPYIOBBIX
paB, CBOOOJ] M 3aKOHHBIX MHTEPECOB B (hOPMaxX U B MOPSIIKE, KOTOPbIE
YCTaHOBJIEHBI 3aKOHOAATENBCTBOM PD;

e 3AIIUTY NPOPECCHOHATBHON YECTH U JOCTOMHCTBA, CBOUX TPYIOBBIX IIpaB, CBOOO]
Y 3aKOHHBIX HHTEPECOB BCEMU HE 3aIIPELICHHBIMU 3aKOHOM CIOCO0aMH;

e pa3pelieHHe NHANBUAYAIbHBIX U KOJUIEKTUBHBIX TPYJIOBBIX CIIOPOB B MOPSJIKE,
ycTtaHoBJIeHHOM TpynoBbIM KojiekcoM P®, uHbIMU (esiepanbHbIMU 3aKOHAMH;

e cB00Oly BBIpQXXEHUS CBOETO MHEHMsI, CBOOOy OT BMEIIATEIbCTBA
B IPO(eCCHOHANBHYIO J1€ATEIbHOCTb,

e UHBIE TPY/OBBIE [IpaBa, MEPhI COIMAIbHOM MOJIEPKKHU, YCTAaHOBJICHHBIE
JNENCTBYIOIUM 3aKOHOIATEIbCTBOM.

4.2. IokyMeHTOBe]I BIIPaBe B CIIydae 3aJIep>KKH BBIIIJIATHI 3apa00THOH IJIaThl Ha CPOK Ooiree
15 nueit, n3BecTuB paboToaaTelNs B IUCbMEHHOU (hopMe, IPUOCTAaHOBUTH PabOTy Ha BECh
TIEPUO]T 10 BBITUIATHI 33JIeP)KaHHON CYMMBI.

5. OTBEeTCTBEHHOCTDH

5.1. lokyMeHTOBE/ B COOTBETCTBUHU C 3aKOHOAATENbCTBOM P® MokeT ObITh MpUBJIEUEH
K JUCUUIUIMHAPHON U MaTepUaJIbHON OTBETCTBEHHOCTH.



5.2. JlokyMeHTOBE/] PUBJIEKAETCS K OTBETCTBEHHOCTH:

e 32 HEHAJUJIEXKAIllee UCIIOTHEHUE WM HEUCTIOIHEHUE CBOUX JIOJKHOCTHBIX
00s13aHHOCTEH, IPETYCMOTPEHHBIX HACTOSIICH JOKHOCTHOW MHCTPYKIIUCH, —
B MOPAJIKE, YCTAHOBJIEHHOM JIEUCTBYIOLIUM TPYIOBBIM 3aKOHOAATENLCTBOM PD;

e IIpPaBOHAPYLICHUS U IMPECTYIICHUS, COBEPILIECHHBIE B IIPOLIECCE CBOEH
po(hecCHOHANTLHOM TPYIOBOU JACSITEILHOCTH, — B TIOPSKE, YCTAHOBICHHOM
JICUCTBYIOIIUM 3aKOHOAATENbCTBOM PD;

e TMpHYMHEHHE yIepOa 00pa30BaTENbHON OPraHnu3allui — B TOPSIJIKE,
YCTaHOBJICHHOM JIEHCTBYIOIIMM TPYIOBBIM 3aKOHO1aTE€NbCTBOM PD;

e UHBIC ClIy4aH, YCTAaHOBJICHHBIC JIEHCTBYIOIIUM 3aKOHOAATEIILCTBOM.

C nacrosieil MHCTpyKIMeH o3HaKoMiIeH. OIMH 3K3eMILIAp MOJyUYHII Ha PYKU U 00s13yI0Ch
XpaHUTh Ha pabo4yeM MecTe.

(moamuchk) (®.1.0.)

(mata)
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