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1.1. Ha nomkHOCT ceKpeTapsi-MalllMHUCTKY YUpexKIeHus [IPUHUMAETCs JIMIIO,

UMeEIOLIEE CpeIHee WK BbICIIee 0Opa3zoBaHue, 0e3 NpeAbsBICHUS K CTaXKy
paboThl.

1.2. Cekperapb-MallMHUCTKA [IPUHUMAETCS U OCBOOOK/IAETCS OT JIOJDKHOCTH

JIUPEKTOPOM Y UPEIK/ICHUS.

1.3. Cexperapb-MalllMHUCTKA JIOJDKHA 3HATh:

1.3.1. ITocTanoBieHus, pacrnopsuKeHus, pUKasbl, Apyrue pyKoBo/siue 1

HOpPMAaTHBHbIC IOKYMEHTbBI BbILIECTOSIIIUX U JIPYTHX OPraHOB, Kacatolumecs

BEJICHMSI J1eJIONPOU3BO/ICTBA.

1.3.2. PykoBo/silMii COCTAB OPraHU3allMy 1 ee 1oApas3/IesICHUM.

1.3.3. IlpaBuna opdorpaduu u myHKTyalLHH.

1.3.4. IlpaBuiia skcIuryaTalii OprreXHUKH, CKAaHEPOM, KOMITbIOTEPOM,

IEKTPOHHOMU 1MOYTON

1.3.5. IlpaBuia neyaranus JeJOBBIX [IACEM C HCIOJIBb30BAHUEM THUIIOBBIX (OPM.

1.3.6. Crannaprsl yHUPULIUPOBAHHON CUCTEMbI OPIraHU3allMOHHO-

pacnopsAMTeIbHON JIOKYMEHTALIUHU.

1.3.7. OcHOBBI OpraHu3aluy TPY/ia, 3aKOHOAATE/ILCTBO O TPY/IC U OXpaHe Tpy/id

P®, Texuuku 6€301aCHOCTH, IIPOU3BOICTBEHHON CAHUTAPUK W IIPOTUBOIIOKAPHOI

3aIUTHI.

I1. Jlo/zKHOCTHDBIE 00SI3aHHOCTH

2.1. OcyiectBiisieT paboTy [0 OpraHU3alMOHHO-TEXHUYECKOMY 00eCIieueHMIO

| JIMHHUCTPATUBHO-PACTIOPSIUTEIILHON 1S TEIbHOCTH PYKOBOIUTEIIS YIPCAKICHMS.
2.2. Bener J1e101por3B0/ICTBO, BHITIOIHIET pa3jiMuHbIe Ollepalliu ¢ IPUMEHEHHEM -
KOMITLIOTEPHOM TEXHUKH, NTpeAHa3HaYeHHOH 115 cbopa, 00paboTku 1
npejiCTaBjIeHusl KHPOPMALIMU TIPU MOANOTOBKE U MPUHATHN PELICHUH.
2.3. IlpuHuMaeT J0KyMEHTbI U JIMYHbIC 3asBJIEHHs Ha MO/ITUCH PYKOBOAUTEIIS
YUPEKIAEHUsI, TOJIOTABIMBACT JJOKYMEHTBI U MaTepualibl, HEOOXOIMMbIE JUIs
paboThbl pyKOBOAUTEIISL.
2.4. TlpoBoauT reiiehoHHbBIC EPEroBOpbl, 3alIMChIBAET B OTCYTCTBHE
PYKOBOJUTEIS TOJYYEHHYIO MH(DOPMALHIO U JIOBOJIUT JIO €I0 CBE/ICHUSI ee




coZlep>KaHue, repefiaeT U MpUHUMaeT UH(POPMAaLMIO 110 TIPUeMHO-TTIeperOBOPHBIM
ycTporcTBaM ((hakcy), a Takke Tese()OHOrpaMMbl, CBOEBPEMEHHO JOBOJMUT IO €ro
CBeZieHus1 MTH(OPMaLUIO, TT0JIyYeHHYI0 M0 KaHa/laM CBSI3U, KOIUMPYeT JOKYMEHThI
Ha [IepCOHAa/IbHOM KCepOoKce.

2.5. I1o mopyuyeHut0 pyKOBOAUTEJISI COCTAB/ISIeT MUCbMa, 3arpoChl.

2.6. PyKOBOACTBYeTCSl yCTaBOM, TIpaBU/laMy BHYTPEHHero TPyJOBOI'O pacIiopsaKa,
TpPUKa3aMH YUupeXXJeHUsl, OCHOBHbIMU HOPMAaTHMBHO-MeTOJUYeCKUMU
[NOKYMeHTaMU, PerjlaMeHTUPYIOIUMU [eATe/IbHOCTb Y UpesKeHHs.

I11. IIpaBa

CekpeTrapb-MallIMHUCTKA UMeeT I1paBo:

3.1. [Tonyuats uHGOPMAIHIO OT PaOOTHUKOB YUpeskJeHHs], He0OX0UMYIO /17151
OCYILIeCTB/IEHUSI CBOEU [IeITe/IbHOCTH.

3.2. IlpeacTaB/iATh Ha paCCMOTPEHHE NUPEKTOpPa MPeI/IoXKeHUs 110 BOIpocam
CBO€M J1esiTe/IbHOCTH.

3.3. TpeboBaTh OT PYKOBO/ICTBA CO3/]aHUs YCIOBUM [T HOpMaIbHOUM paboThI.

IV. OTBeTCcTBeHHOCTH

CekpeTapb-MalllMHACTKA HeCeT OTBEeTCTBEHHOCTb 3a:

4.1. 3a HeUCITOTHEeHYe WX HeHajljieXxalljee UCTIOTHeHe CBOMX 00s3aHHOCTeH,
rpeJlyCMOTPEHHbBIX HACTOSILLed UHCTPYKLMEH, - B COOTBETCTBUM C JEUCTBYIOLLIUM
TPY/IOBbIM 3aKOHO/aTe/TbCTBOM U HACTOSIIIEN UHCTPYKLIUEM.

HomKHOCTHAsE WHCTPYKLUMS pa3paboTaHa B COOTBETCTBUU C TIPUKA30M
Ne 463 ot 30.12.2010 Ha ocHoBaHuu IIpukasza MuHucTepCcTBa 34paBOOXpaHeHUs U
cotasibHoro passutus P® ot 26.08.2010 r. Ne 7611 «O06 yTBep)kaeHUU pa3fena
eIUHOr0 KBa/JM(UKAL[MOHHOTO CIPaBOYHUKA JIO/DKHOCTEM PYKOBOJWTE/IEH,
CIeL|Ma/IMCTOB U CIy’Kallux».

COI'JTACOBAHO

FOpHCKOHCY BT

TMOATIICh pacumdpoBka

« » 20 T.

[IpencenaTtens mpodkoMa

TIO/ITIVCh pacimdppoBKa

« » 20_r.




[TpunoxxeHve K JO/DKHOCTHOM MHCTPYKLIMU

ceKpeTapsi-MallluHUCTa

C 10/DKHOCTHOM MHCTPYKLMel 03HaKOMJIeH (a)

MnoAaIicCb
« » 20 T

C 10/DKHOCTHOM MHCTPYKLMel 03HaKOMJIeH (a)

IO JTIHCE
« » 20 r.

C [0/DKHOCTHOM MHCTPYKLMeN 03HaKOMJIeH (a)

IO JTIACE
« » 20 r.

C [0/DKHOCTHOM MHCTPYKLMeN 03HaKOMJIeH (a)

IO JTIHCE
« » 20 r.

C 10/DKHOCTHOM MHCTPYKLMel 03HaKOMJIeH (a)

IO JTIACE
« » 200_r.
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