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1 O6une nosOKeHHA 

1.1. Hacrosiee momoxeHve perymMpyeT JesTeIbHOCTb oOOMlero oTZeNa 

Hopoky3Helkoro rocyapcTBeHHOrO HHCTHTyTa YCOBepLIeHCTBOBAaHHA BpayeH — 

cbunuana demepambHoro rocyfapcTBeHHoro O10/>KeTHOrO oOpa30BaTeJIbHOrO 

YUIPSKTEHUA JOMONHHTeIbHOrTO TpodeccHoHabHoro oOpa30BaHHa «PoccHicKas 

MequunHcKad AKajzlemMuad HempepbiBHoro§ mpodeccHoHalbHoro = oOpa30BaHHa» 

Muuuctepcrsa 3papooxpaHenua Poccniicxol Degepaumu (ganee HIUYB - 

dbunuan ®TBOY JMO PMAHIO Muusgpasa Poccuiicxoh Pegepaunu, HIVYB, 

Viucrutyt) ompenelser ero 3aqauu, PyHKIMH, WpaBa M OOsA3aHHOCTH paOOTHHKOB, a 

TakoKe B3AaMMOOTHOIICHHA C JIPyYTHMH CTPyKTYpHbIMH Nospa3qeseHHAMH. 

1.2. OOwMi OTIE ABIACTCA CAMOCTOATEJIBHBIM CTPyKTYPHBIM Mojpa3esIeHHeM 

Viucrutyta. 

1.3. OOmmMi OTE pyKOBOACTBYeTCA B CBOeH JeATEJIBHOCTH 3AKOHOATEJIbCTBOM 

Poccuiicxoii Degepauuu B ciepe OOpa3z0BaHHA, APXHBHO"O Jlesa, TeOMNpOv3BOCTBA, 

Tlonoxenuem o HI UYBe, soKanbHbIMH HOPMaTHBHO-lpaBOBbIMH akTaMH. 

1.4. OGummi orgen co3qaeTcH Ha OCHOBaHHM yTBep2KeHHOrO PeKTOPOM 

@IBOY JIIO PMAHIIO Mun3gpapa Pocculickoh Mexepaunu IUTaTHOrO 

pacnucanua. CTpykTypa HM 4HCeHHOCTS OOUIero OTJea OMpeselAeTcCA WITATHBIM 

paciiucaHHem. 

1.5. OOuui oTTeN NOAWHHAeTCA HeMOCpeACTBeHHO 3aMeCTHTeIIIO DHpeKTopa 

110 a[MHHUCTpaTHBHO-X03ACTBeHHOM padote. 

1.6. HenocpeacTBeHHoe pyKOBOZCTBO OOLIMM OTZeJIOM OCYLIeCTBIAeT 

HauvasIbHHK OT esa. 

1.7. Ha3sHaueHve Ha JOJDKHOCTh HavasIbHHKa OOMWero OTIea MpOU3BOAUTCA 

pHKa30mM jupextropa HIVYB no mnpeycraBieHuto 3aMecTHTesIA DMpeKTopa m0 

aJIMMHUCTpaTHBHO-XO3sACTBeHHOH padote. 

1.8. CneumamucTbl oTfena Ha3HaualoTCd Ha JOJDKHOCTh JMpeKTOPOM 

VinctutyTa mo mpeycTaBieHuIo HavayibHukKa oOOlWlero oTJela HU corslacoBaHHto 

3AMECTHTeIA JJMpeKTopa Mo aMHHUCTpaTHBHO-XO3ACTBeEHHOM padote. 

1.9. J[a oOecne4YeHHA aJMMHMCTpaTHBHO=XO3AMCTBCHHOM = eaATeIbHOCTH 

Vuctutyta oO orate BipaBe MCIHOb30BaTb Kpyrly!o TeyaTb C H300paxKeHHeM 
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TocynapcTBeHHoro rep6a Poccuiickoh Dezepauun. J\1a BEIMOJHeHHA BO3sIOXKCHHBIX 

dyHKUHH, OOMMK OTe HMeeT HeEOOXOAMMBIe LWITaMIIBbI. 

1.10. OpraHv3al{MOHHO-mpaBoBoe MosO2%xKeHHe paOOTHHKOB OOLUIero OTZeNa 4 

oG6ecneyeHue ycuoBuii ana ux odexTHBHOM paOoTbI perlaMeHTHpy!OT 

JOJDKHOCTHBI€ WHCTpyKUMH, KOTOpbIe pa3paOaTbIBaOTCA HayaIbHHKOM OOLJero 

oTyesa. 

1.11. K gqokyMentaM oOulero oTyema MMerIOT MpaBo MoOcTyMa, MOMHMO ero 

paOotHukos, qupextop HTMYB — musnnana PBL BOY JIO PMAHIIO Muusgpasa 

Poccniickoli Derepalluu, 3aMeCTHTeJIM JMpeKTopa, JIMa, YMOJIHOMOYeHHbIC MMH JVIA 

IIPOBepKH eATeNbHOCTH OOMWero OTZeNa, a TAaKXKe MHbIe JIMWa B COOTBETCTBHH C 

3aKOHOZAaTesIbCTBOM PoccuiicKol Dexepanun. 

2 Oprann3zayHoHHad CTpyKTypa oOusero oTsea 

2.1. B coctaB oOmlero oTyesa, CormacHO WTaTHOMY paclcaHHI0, BKJIKOUeHBI 

cileyIOWMe JOJDKHOCTH: 

- HavasIbHUK OOWero OTe; 

- HOKYMeHTOBeL; 

- aDXHBapHyc. 

3 OcHOBHbIe 3a4a4H HW PYHKUHH OOWero OTAe1a 

3.1. OcCHOBHBIMH 3aa4aMH OOLLIero OTTesIa ABJIALOTCH: 

3.1.1. opraHv3ayna, BeqeHHe H COBePIeCHCTBOBaHHe JOKYMeHTalMOHHOrO 

oOecneyeHua yipaBeHua HI VUYB; pykosBoxcTBo MpoleccoM AeNONpou3BOUCTBa; 

3.1.2. KOOpaMHalMA UW KOHTPOsIb BEJCHHA J[eCOMPOM3BOACTBa B CTPYKTYPHBIX 

ompa3qeueHuAx B COOTBETCTBHH Cc TpeOOBaHHAMH 3aKOHOJATeIbHBIX UH 

HOPMaTHMBHBIMH IIpaBOBBIX aKTOB Pocculicko Deepaluu M0 WeOMpOH3BOCTBY H 

apXMBHOMY JleJly, JIOKaJIBHbIX HOPMATHBHO-IIpaBOBBbIX AKTOB; 

3.1.3. ymopaqoueHHe cocTaBa ylIpaBJIeHyeCKHX JOKYMeHTOB HW yHuduKalHna 

ux (OpM B WeNAX COKpalleHHA KOMYeCTBAa JOKYMeCHTOB HW YCTAHOBJICHHA Ux 

eqMHooopa3ua B Muctutyte; 

3.1.4. ocyllecTBIIeHHe KOHTPOJIA 3a IpaBWJIbHbIM OPOPMJICHHeEM JIOKYMeHTOB, 

UX CBOCBPCMCHHBbIM MCHOJIHeHHeM; 

3.1.5. o6ecneyeHHe oTOOpa, yueTa H COXpaHHOCTH JOKYMeHTOB, OOpa3yIOWINXcA 

B JleaTesbHOcTH Muctutyta, 4x apXHBHoe xpaHeHHe; 

3.1.6. opraHH3allMa paOoTbl MOCTOAHHO JclicTByHOLei SKCHepTHOl KOMMCCHH; 

3.1.7. oKa3aHve MeTOAMYeCKOM TOMOLWIM CTpyKTYpHbIM Toj{pa3eseHHim 

Vuctutyta B ocdopMsIeHHH JOKYMeHTOB HM KOHCyJIbTHpoBaHHe padoTHHkos HI VIYB no 
> 
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BOIIpocaM oopMJIeHHA JOKYMCHTOB H BeJIeHHA eIOMpOH3BOACTBA, 

3.1.8. ycTaHOBMeHHe e/MHBIX HOPM JOKYMeHTHpoBaHHA MW MpaBHsl paoorsl c 

JIOKYMeHTaMH BO BCeX CTPYKTYPHbIX MoppasfeneHuax HIVWYB — dbusuana OL bOY 

TIO PMAHTIO Mux3gpasa Poccuiickot Dexepauun; 

3.1.9. o6ecrnieveHHe COXpaHHOCTH H HCHONb30BaHHA TepOOBOH NedaTH UM LWITaMMMoB, 

6aHKOB C BOCIIPpOM3BeseHHeM rocyylapcTBeHHoro repOa Pocculicko Deepayuu B 

COOTBETCTBHH C TPeCOOBAHHAMH 3aKOHOMAaTEJIbCTBA, 

3.1.10. opraHH3ala JOCTaBKH, NOyYeHHA HM OTMpaBKH KoppecnoHAeHUMH. 

3.2. B cooTBeTCTBHM C BO3JIOXKCHHBIMM 3aa4aMu OOM OTe OCYIeCTBIACT 

clenyrolue PYHKWHH: 

3.2.1. yyacTByeT B pa3paOOTKe MpOeKTOB JIOKAJIbHBIX HOPMA@THBHBIX aKTOB, 

YCTaHaBIIMBAaIOLIHX eHHbIe TpeOoBaHHa M0 O(OpMJIeHHIO JOKYMeHTOB HM MopsOK 

paOoTBI C HUMH; 

3.2.2. OCyIIeCTBIAeT KOHTPOJIb 3a MCMOJIHEHHEM BXOJALIMX JOKYMeCHTOB, 

IpHka3zoB, pacnopsKeHHi WupeKtopa Mucturtyta, 

3.2.3. MpOoBepseT WpaBHJIbHOCTb O*POpMJIeHHA JOKYMEHTOB, MOATOTOBJICHHBIX 

CTPYKTYPHBIMH TMozpa3qeueHHAMi MucTutyta; 

3.2.4. xpaHWT MOJIMHHHKM MpHka30B, pacnopsKeHHii, oOecleuMBaeT Hx 

CBOCBPeMEHHYI0 paccbLIKy HW O3HAKOMJICHHe C HAMM COTpyZHHKOB MuctTuTyTa; 

3.2.5. OCyIIeCTBIAeT 9KCHeCAHUMOHHYy!IO OOpadoTKy, MpveM, perucTpalHto, 

yueT, XpaHeHue, JOCTaBKy MW paccblIKy KOppecnOHAeHUMH (BXOJAMeH, HCxXoZAleH, 

BHYTpeHHel), B TOM 4MCJe MepeTaHHOW MO CIeWMaJIbHbIM CpeACTBaM CBx3H; 

3.2.6. oOecMe4yMBaeT COOTBETCTBYIOIIMN pexkHM jocTyma K OyMaxKHbIM HU 

9JIEKTPOHHBIM JOKYMeHTaM, (POPMHPYeMBIM MH XpaHALMMCA B OOMeEM OTLeNe; 

3.2.7.  OCyIecTBIteT MeTOAMYeCKOe PYKOBOJCTBO H KOHTPOJIb 3a 

OpraHH3alvei JeOMpOu3BOJCTBa B CTPYKTYPHBIX Nospa3syenenuax HT VYB; 

3.2.8. OCYIIECTBIAe€T KOHTPOJIb 34 MpaBHJIbHbIM O(POpMJICHHeM UH BeeHHeM 

JIOKYMeHTallWH B CTPYKTypHbIX ospasgqenenuax HIVMYB u_  nogrorosKoi 

JJOKYMeHTOB K Cade B APXHB; 

3.2.9. opraHu3yeT paOoTy Mo TIpHeMy MIMCbMeHHbIX OOpalleHHit rpaxkyzaH u 

BeJ[eT JeOMPOH3BOACTBO 110 HAM; 

3.2.10. ocymlecTBIdeT BbIWayy KOMMM, XpaHAWMxca B OOMIeEM oOTZeTe 

JJOKyYMeHTOB, APXMBHbIX CIIpaBOK HW 3aBepeHHe JJOKYMCHTOB B YCTAHOBJICHHOM 

mlopsyKe; 

3.2.11. 3aBepseT meyaTbIO NoAMMCcH padoTHHuKoB HI VWYB ua yokyMmentax, 

OTHOCALIIMXCA K JCATCIBHOCTH YUPe*KTeHHA; 

3.2.12. ocyllecTBIAeT paOOTy lO MCMONb30BaHMHO, XPaHeHHHO, M3POTOBJICHHIO, 

yueTy H yYHHYTOXKeHUIO repOoBoH NeyaTH uw wWTamnos HI VYB; 

3.2.13. cocTaBideT CBOZHYIO HOMeHKJIaTypy gen. OcyulecTBiaet



MeTONMYeCKyIO TOMOIb B pa3spa0oTKe HOMEHKIaTypbl esl CTpyKTYPHBIXx 

nompa3yqeneHui Mucruryta, 

3.2.14. ocymlecTBuIAeT y4eT HM XpaHeHHe JOKyMeHTOB, (POpMHPyIOWIMXcsA B OOLIEM 

oT/eNe B COOTBETCTBHH C HOMeHKJIAaTypoH el. 

4 O6s3aHHOCTH COTPyAHHKOB OOMero OTAeNIa 

CotpyAHuKU OOmero OTZea OOA3AHEI: 

4.1. Jlo6pocoBecTHo, Ha BbICOKOM IIpOteCCHOHaIbHOM YPOBHe, MCIOJHATS 

O6s3aHHOCTH, BO3JIOXKeHHbIE Ha HUX TPYAOBbIM OrOBOpOM, lipaBHslaMH 

BHYTpeHHero TpyAOBoro pacnopsyKa, MOJDKHOCTHBIMH MHCTpyKUHAMH VW WHbIMH 

JIOKAJIBHbIMH AKTAMH; 

4.2. Co6mogats Tlonoxenue o HIMYB-dhunuane PI bOY JIIO PMAHIIO 

Muu3apapa Poccuticxoli Dexepauun; IlomoxkeHve 0 NepCcOHAaJIbHbIX JaHHBIX; Apyrve 

JIOKaJIbHbI€ + HOPMATHMBHBI€ aKTEI; CBA3aHHbI€ C MCHONHEHHEM TpyJOBbIxX 

00a3aHHOCTEeH; 

4.3. CoOmozaTb TpyqoByro AucwyMNIMHy cormacHo IIpapulam BHyTpeHHero 

TpyMOBOrO pacnopsyKa; 

4.4. CBoeppeMeHHO WCIIOJIHATb THCbMeHHbI€ HW yCTHbIe pacilops7*KeHHA 

pykospoyctsBa Muctrutyta; 

4.5. CoOmogaTb TpeOoBaHHa OxpaHbI Tpyfa, TeXHHKH Oe30mMacHocTH, 

TIPOM3BOACTBeEHHOM CaHHTapH HM IHrveHbI Tpya, WpaBHsl MpOTHBOMOxKApHOri 

Oe30MacHOCTH; 

4.6. BepexHo oTHocHTBCa kK wuMyllectBy WMuctutyta, sddexruByHo 

HCMOIb30BaTb OOOpyA0BaHHe, almlapatypy, KHWKHBI Pou; 

4.7. CofepxkaTb B MopsaKe WH uNcToTe cBoé paOouee MectTo. CoOslozaT 

lpaBusia TMrMeHbI B MeCTaX OOLICCTBEHHOFO NO0JIb30BaHHA, KOPHLOpax, ayHTOPHAX, 

Ha TeppHTOPHU MHCTHTYTA; 

4.8. II]puHumMaTb Mepbl K HeMeJVICHHOMY yCTpaHeHHIO MpH4vH u ycoBni, 

HapyllarollwxX HOpMaJIbHy!o paOoTy Nospa3syeleHui WHCTHTyTa, HeMeJIeHHO 

cooOmatTb o (bakTax HapyllleHuit pyKoBoycTBy Muctutyta; 

4.9. CoOmroaaTb yCTaHOBJIeHHBIM MopsyOK XpaHeHHA MaTepHasIbHbIx 

I[CHHOCTeH H JOKYMeCHTOB; 

4.10. CoOmoyatTb npodeccnoHalbHy!o 9THKY U paBlsia WeNOBOrO MOBeeHHA; 

4.11. YuacTBoBaTb B padoTe OCYyLIeCTBIICHHA 3aAKYMOK TOBapOB, paooT u ycsIyr 

JIA peasIM3allMM BO3SOMKeCHHBIX Ha OTA PyHKUHH. 

5 B3sanmojelicTBne c ApyruMu nospasqenenuamu HEUYB.



5.1. OOmmi oTgel MpHHuMaeT K HCTIOHeEHHIO MpHKasbl HW pacnopwKeHHA 

yjupekTopa, Kacarollelica JeATeIbHOCTH OTTeWA, 

5.2. OOumi oTmen B3auMojelicTByeT CO BCCMH CTPyKTYPHbIMH 

nogpa3nenenuamu Vuctutyta mo opraH3aliMu JOKyMeHTOOOOpoTa MH apxHBHoro 

nena B Mnctutyte. 

6 [papa coTpyAHHKOB OOMero OTZe1a 

6.1. [Ipapa coTpyQHUKOB OOero OTJeMa OMpeeAIOTCA 3AKOHOAATCIIbCTBOM 

Poccuiickoi Wexepaluu, mpaBulaMH BHYTpeHHero TpyOBoro pacropayKa, 

HacTosiuM IlonoxwKeHHeM, a TakoxKe JOJDKHOCTHBIMM MHCTpyKUMAMH COTPYTHHKOB 

oOmero oTWea; 

6.2. CoTpyMHHKH OOLero OTeJ1a MMEIOT IIpaBo Ha: 

- IIpegqoctaBlleHuve padoTEl, OOyCOBJIEHHOM TpyOBbIM JOrOBOpoM, 

- TIOJHY!O JOCTOBepHy!O HHPopMaHIo 06 ycNOBHAX Tpya HU TpeOoBaHHax 

OXpaHbI Tpywqa Ha padoueM MecTe, a Takxe paOoyee MeCTO, COOTBeETCTByTOIIee 

rocyapCTBeHHbIM HOPMaTHBHBIM TpeOoBaHHAM OXpaHb! Tpy a; 

- CBO€BpeMeHHYIO H B MOJIHOM OObeMe BBINIAaTy 3apaOoTHOM mlaTbI B 

COOTBeTCTBHH co cBoeH KBaHuduKalWel, CIOXKHOCTBIO Tpyja, KOJIMYeCTBOM Hi 

Ka4eCTBOM BBIMOHAeMOM padorTsl; 

- OTAbIX, OO€CHeYHBAeMBIN YCTAHOBJICHHeEM HOPMAJIBHOKM MpOAOJMKUTeJIBHOCTH 

paOouero BpeMeHH, He Oosee 40 4acoB B HeesIO, MpeMOcTaBIeHHe e2KeHeTCIbHBIX 

BBIXOJHBIX Hel, HepadouHx Mpa3qHH4HBIX He, OMNAaYHBaeMBIX e€?KeFOHbIX 

OTIIYCKOB, IIpaBo Ha ex*KerOUHbIM OMIaYMBaeMBIM OTIYCK; 

- TmpodeccuouasbHytO MOATOTOBKy, MepenOZrOTOBKy HM MOBBIMMeHHe CcBOeH 

KBaIMuKalHwH B TOpsAyKe, YyCTaHOBJIeEHHOM TpaBHJlIaMH TpyoBoro KoOyeKca 

Poccniickoi Weepaunu, UWHbIMM (beepanbHEIMM 3aKOHaMH  PoccuiicKoili 

Meyepauny; 

- 3all|MTy CBOMX TpyJOBbIX TIpaB, CBOOOA WM 3aKOHHbIX MHTepecoB BCeMH 

He3alpelleHHbIMH 3aKOHOM ciocoOamMyv; pa3pellieHHe HHAMBHyaIbHbIX HU 

KOJIICKTHBHBIX TPYJOBbIX CHOPOB B NOpsAyKe, yCTaHOBJICHHOM TPpyOBbIM KOJ/eKCOM 

Poccuiickoi Wenepalwu, WHbIMH (eepalbHbIMH 3aKOHAMH  PoccuiicKoilt 

Menepalny; 

- T1paBo Ha BO3MellleHHe yllepOa, MpH4YHHeHHOrO B CBA3H C HCIOJHeEHHeM 

TPYOBbIX OOs3aHHOCTEN; 

- BO3MeleHHe Bpeya 320pOBbIO MH MOpaJIbHyIO KOMIIeHCalHIO B TMopsAKe, 

YCTAHOBJICHHOM JI€HCTBYIOLUMM TPpyYOBbIM KOJeKCOM PoccHiickoh Mexepaunn, u 

HHbIMH (beepasIbHbIMH 3aKOHaMN; TpaBo Ha BHecyeOuy10 (B MpodKome, KOMHCCHH



10 TpyOBbIM clopaM H Zp.) Hu cyeOHy1o 3all[MTy CBOMX TpaB, B T.4. NpaBo Ha 

oOxKalOBaHve NpHKa30B UH pacnops»KeHHH pyKoBoyctTBa Mucrutyta; 

- OOA3aTeEIBHOe COMMAJIbHOe CTpaxoBaHHe; 

- IpaBo y4acTBOBaTb B OOCYKJCHHU HM peleHHH BOMpPOCOB, OTHOCALIHXCA K 

jeatenbHoctu HIVMYB, B Tom uncle Yepe3 OOMIecTBeHHbIe OpraHH3allHu MU OpraHbl 

ynpaspieHua Muctutyta; 

- TIpaBo MOJIbSOBaHHA OecnaTHBIMM ~——yCJIyraMu OuOMOTeKH, 

HHDOpMAalHOHHBIX YYeOHEIX POHAOB, YCIYraMU COWMAIIbHO-ObITOBbIX CTPYKTYPHBIX 

nogpa3syqeneHuit Macruryta. 

7 OTBeETCTBEHHOCTh COTPyYAHHKOB OOMero OTMe1a 

CotpyHuKu OOLero OTJea HECYT OTBETCTBEHHOCTB: 

7.1. 3a HeHalexallyee UCHOJIHEHHe WIM HEHCIHOJIHEHHe CBOHX JOJDKHOCTHBIX 

oOs3aHHOCTeH, peyCMOTpeHHbIX HacTOAMeH OJKHOCTHOM MHCTpyKuHeH B 

lipeyesax, YCTaHOBJICHHBIX  {eHCTBYIOWJMM TPYOBbIM 3aKOHOJATeJIbCTBOM 

Pocculickou Denepauny; 

7.2. 3a IpaBoHapyleHHA, COBepLIeHHble B Mpolecce OcyllecTBJIGHHA CBOel 

TeATeUIbHOCTH B Tpeesax, YCTAHOBJICHHBIX JCHCTBYIOLIMM aJMHHMCTpaTHBHBbIM, 

yIOJIOBHBIM HW TpaxkKTaHCKMM 3aKOHOaTeIbCTBOM PocculicKkol Deyepalnn; 

7.3. 3a MIpw4uHeHve MaTepHasbHorO ylljepOa B Mpeyemax, yCTaHOBJICHHBIX 

TeHCTBYIOWMM TpYNOBbIM HM [paKaHCKHM 3aKOHOZaTesbCTBOM PoccniicKkolki 

Denepalnn; 

7.4. 3a pa3ryialieHve MepCOH@JIbHBIX JaHHBIX B Tpolecce ocyilecTBIeHHA 

cBoeli TI@ATCJIBHOCTH B mpejemax, yCTAHOBJICHHBIX T¢HCTBYFOIIMM 

aJIMHHHCTpaTHBHBIM, yrOJIOBHBIM HM paxkKaHCKUM 3aKOHOaTeIbCTBOM Poccuiickoli 

Menepaunu. 
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