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1. O0mue MoJ10KeHUA

1.1.  Kanuemsipuss —  cTpykTypHOe  mojpazaeneHne  CeMuHapuu,
o0ecrnieurBaloIIee YETKYH OpraHu3alHio JCJIONPOU3BOJICTBA HA BCEX YPOBHIX
KaJIpOBOM 1 yUEOHOU eI TEIHHOCTH CEMUHAPHH.

1.2. KaHuenspuss mpoBOAUT CBOIO PabOTy B TECHOM B3aWMOJICUCTBUU C
JIPYTUMU CTPYKTYPHBIMU TTOApa3aeneHuaMu CeMuHapuu.

1.3.  J1eqaTenbHOCThIO KAHUEJISIPUM PYKOBOJUT HAYAIBHUK OTJEIA,
Ha3HA4YaeMbI Ha JOJDKHOCTh M OCBOOOXKIA€MBbIN OT JOJDKHOCTH PACTIOPSKEHUEM
peKTopa.

2. OcHOBHbBIE 321291

1. CoBepIilleHCTBOBAHHE CUCTEMBI JEIONMPOU3BOICTBA B CEMUHAPHUH;

2. Iloaroroska 1 oopmiIeHUE JIOKYMEHTOB B COOTBETCTBHUU
C JCUCTBYIOIIUMH CTaHJAapTaMH U TIPaBUIIaAMU;

3. Ontumwu3aius CUCTeMbl JOKYMEHTOO0OpOTa B OpraHu3aIluy;

4. OpraHuzanmoHHO-METOINYECKOE PYKOBOJICTBO, KOOPAUHAIUS
U KOHTPOJIb ~ JIEATEIbHOCTH  CTPYKTYPHBIX  TOApPA3JEICHUN  OpraHu3aluu
0 BOIIPOCAM JICJIONPOU3BOJICTBA U aPXUBHOTIO JIETIa;

5. KoHTpoJib MPOX0XKICHUS U UCTIOTHEHUS IOKYMEHTOB B CEMUHAPHH;

6. [logroroBka W mpeACTaBI€HHE  PYKOBOJACTBY  HHGOPMAIIMOHHO-
AQHAJTUTUYECKUX  MaTepuajoB O COCTOSIHUM ¥ MEPCIEKTUBAaX  Pa3BUTHUS
JIOKYMEHTAIIMOHHOTO 00€CTICUCHUS IeATeIbHOCTH CEMUHAPUU M UCTIOJIHUTEIHLCKON
JTACHMITINHEL,

7. BHenpeHHe HOBBIX METOJOB OpraHU3allMU JIeJIONPOU3BOJCTBA, B TOM
YKCJIe HA OCHOBE UCIOJIH30BaHUS COBPEMEHHBIX MH(POPMAITMOHHBIX TEXHOJIOTHH;

8. YuyacTtue B mpejenax CBOCW KOMIIETEHIIMM B MOATOTOBKE U MUCTIOJHEHUHU
yIPaBICHYECKUX PEIICHUN PYKOBOJICTBA OPraHU3AINY;

9. IloBbIlieHWE YpOBHS TOATOTOBKHM DPAOOTHHKOB CEMHHApUU B 00JIaCTH
JIEJIOTPOU3BOJICTRA.

3. OcHOBHBIEC QPYHKIIUHT

1. JlokyMeHTaunoOHHOE OOecredeHue AesITeIbHOCTH CEMUHAPHH;

2. CBoeBpeMeHHas obpaboTka HocTynaromen U OTIpaBIsieMOn
KOPPECIOHEHIINH, TOCTaBKa €€ 110 Ha3HAUYEHUIO;

3. KoHTponb CpPOKOB  HCIOJHEHHS JOKYMEHTOB U UX MPAaBUIBbHOTO
oopmieHUS;

4. Peructpauus, y4y€T, XpaHEHUE WU lepefaya B COOTBETCTBYIOLIHE
CTPYKTYpHBIE MOJpa3JeiaeHus] JOKYMEHTOB TEKYUIEro JeJOMpPOU3BOJICTBA, B TOM
qyclie MNPUKA30B M PaCMOPSHKEHUN PYKOBOJCTBA, (popMUpOBaHHME el U caada
UX Ha XpaHEHHUE;

5. PazpaboTka U UCNOJNHEHHE WHCTPYKUUW U APYTMX HOPMATHUBHO-
MPaBOBBIX JOKYMEHTOB 10 BEJICHUIO JIEJIONPON3BOJICTBA B CEMUHAPUU;

6. Meronuyeckoe  pyKOBOJACTBO  OpraHu3anued  JeJIONpOM3BOACTBA
B MIO/IPA3/ICNICHUsAX, KOHTPOJIb  MpaBUJIBHOTO  (OpMUpOBaHUS,  XpaHEHUS



Y CBOEBPEMEHHOM cauu JeJl B apXUB, IOJrOTOBKA CIIPABOK O COOJIIOIEHUN CPOKOB
WCIIOJHEHUS I0OKYMEHTOB;

7. TledaTb U pa3MHOXEHUE CITYKEOHBIX JOKYMEHTOB;

8. YyacTue B IOATOTOBKE CO3BIBAEMBIX PYKOBOJCTBOM COBEILIAHMIA,
OpraHu3anus WX TEXHUYECKOro OOCIyXKMBaHUsA, OPOpMIICHHE KOMaHAUPOBOYHBIX
JOKYMEHTOB, pErucTpalus NpuObIBAIOIINX B KOMAHIUPOBKY.

4. CTpyKTYypa KaHUEJASIPUHA

1. CTpykTypy KaHUEJISIpUU YTBEPKIACT peKkTop CeMUHaApUHU.

2. IlltatHoe pacnucaHue KaHUEISIPUM U3MEHAECTCS M  YTBEPXKAAeTCA
pacnopsbKEHUEM peKTopa IO MPEJCTaBICHUIO MPOPEKTopa Mo yuyeOHoU padoTe u
HayaJIbHUKa KaHUEISPUH.

5. CTpykTypa KaHue asipun
Kanuenspusi opranusyercsi, NEeperMMEHOBBIBACTCS W JUKBUAUPYETCS Ha
ocHOBaHUU penieHust Yuenoro Cosera CeMuHapui.



