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1. OBIIME MOJIOKEHHUA

1.1. Kanuensipusi sBAs€TCA CTPYKTYPHBIM MOIpaszieNeHiueM Pelurno3Hol opradu3aiuy —
AyXOBHOH 00pa3oBaTenpHON oOpraHusaiuu Beiclero obpasosanus «Ilckoso-Tleuepckas
nyxopHas cemuHapus IIckosckoli Emnapxum Pycckoit IlpaBocnasuoit Ilepksm» (mamee —
Cemunapusi), obecneuMBarOIMM OpPraHM3ALMIO IENONPOU3BOACTBEHHOTO OOCHYXKHBAHUS B
CeMunapum.

1.2. Kanuenspus nopumasiercs Pextopy u mnepsomy mnpopektopy Cemunapuu.
CoTpynHUKY KaHLENSIPUN HA3HAYAIOTCA U OCBOOOXAAIOTCS OT HOJDKHOCTH MPHKasoMm Pekropa
IO IIPEACTABIEHUIO NEPBOro npopexropa CeMuHApHH.

1.3. Kanuensipusi neiicreyer Ha ocHoBe YcraBa CemuHapuu u HacTosimero ITonoxenus.
B cBoeit pabore kaHIemApHs PYKOBOACTBYETCSi BHYTPEHHMMH YCTAHOBJEHMSAMM Pycckoif
Ilpasocnasnoin llepksu, 3akoHamu Poccuiickoit ®enepaimu, MOCTAHOBACHUAMH U
pacmopsbkeHusivu  IlpaBurenpcTBa, NpHKAa3aMM W YKasaHWwsiMEH  (DEIEpabHOIO OpraHa
ynpasnenusi obpasosanuem Poccuiickoii Denepaiyy, npaBuiaMy MU HOPMAMY OXPaHbl TPY.A,
HHCTPYKLUMAMH M YKA3aHWSIMM, IPaBWIAMU IO BEACHHIO MEJIONPOM3BOACTBA, CTaHAAPTaAMU
YHU(DHULMPOBAHHON CHCTEMbI OPraHU3aLMOHHO-PACIIOPSAUTENIBHOM 1OKYMEHTALMY, PELIEHUAMI
Yuenoro cosera Cemunapuy, npukasamMu pekropa CeMHHApHH, DPACTIOPSIKEHUSIMH TEPBOIO
npopexropa CeMHuHapHH.

1.4. JIuuo, HasHaYaeMoe Ha NOJDKHOCTD 3aBeAyIoLIero kanuensipueil Cemunapun:

- cpexHee npopeccuoHanbHoe obpasopanue Oe3 MpembsBICHUs TPeOOBAHMM K CTaXy
paboTsI UK HAauaIbHOE MPO(ECcCHOHANBHOE 00pa30BaHue U CTaX PaboTHI MO CIELHMATBHOCTH He
MeHee 3 Jier.

JIuio, Ha3Ha4aeMoe Ha AOKHOCTD CeKpeTaps KaHuesapun CeMuHapuu:

- Ha4aJibHOE NpodeccuoHanbHoe oOpaszoanue 6e3 mpeabsBIeHUs TPEOOBaHMI K CTAKYy
pabotbl umu cpenHee (monHOe) ofmee oOpasoBaHMe H CrELUAaNTbHAs TOATOTOBKA IO
YCTaHOBJICHHOW NporpaMme Oe3 npenbaBlIeHus TpeOOBaHMil K CTaxy paboThL.

1.5. llratnast ~ 4ucnensocts  KaHnemspuu  ycraHasnusaercs  PekTopoM 110
NPENCTABICHUIO MEpBOro mpopekropa CeMuHapuM, HCXOAS W3 MOCTaBIEHHBIX IEPEN
KaHLensApre 3amady u obbema pabor. Pacmpenenenue ciyxeOHBIX O0S3aHHOCTEH MEXKTY
COTPYHHKaMH YTBEPIKAAETCA HACTOAUIAM TIOJIOKEHHEM H/HITH JJOJDKHOCTHBIMH UHCTDPYKLUSMHU.
CoTpynHuKM KaHLENAPHM HA3HAYAIOTCS ¥ OCBODOXKZAIOTCS OT 3aHUMAEMON OJKHOCTH
npukasom PexTopa mociie coriacoBaHus ¢ MepBbIM IpopexTopoM CeMuHapum.

2.3AJTAYN U ®YHKIIUU COTPYITHUKOB KAHIEJIAPUHA

OcHOBHBIE 3a1a4¥ 3aBeAYI0LIEro KaHUeIsipHei:

2.1. ObecrieueHne 9eTKON OpraHU3aLMK AEJONPOM3BOACTBEHHOTO OOCIYKMBAHHS B
Cemunapuu. 3aBenyroimuii KaHUENSIpHeN OCYLIECTBIIIET HEMOCPENCTBEHHOE PYKOBOACTBO IIO
PALMOHANIU3ALMH EJONPOU3BOACTBA U KOHTPOJIO UCTIONHEHMS.

2.2, OcywecTBienue KOHTpONs 32  OOecCNeYeHHeM CBOEBPEMEHHOM  mepematn
AIOKyMEHTOB IOCTOSHHOIO CPOKa XPaHEHHMs U [0 JMYHOMY COCTaBy, OOpa30BaBIIMXCSA B
AEATENILHOCTH M 3aKOHYEHHBIX N€I0Npon3BoAcTBoM CeMuHapHu, Ha XPaHEHHUE.

2.3. IloaroroBka pasnuyHeX GOPM OTUETHOCTEH, CBI3AHHBIX C AEIONPOU3BOICTBOM.

OcnoBHble QyHKLMY 3aBEAYIOMIEro KAHUE/ISPHeii:



2.4. ®opmupoBaHue, BefeHHe U OOHOBJIEHNE JIMYHBIX Aen yyamuxcs. OCHOoBIeHHe 6a3bl
NaHHBIX (CTIMCKH yUaIuXcs, pernoaparenel, ux TeaedoHsl, agpeca  T.IL.).

2.5. TlogroroBka MCXOASIMX M BXOAALIMX [JOKYMEHTOB, TNPHKA30B, MX Vy4e€T U
CHCTEMaTH3aLMs, BEJIEHUE PErUCTPALIMOHHBIX XKYPHAJIOB.

2.6. IlpenocraBnenne Ha MOANKMCH PYKOBOAMTENS IIPOEKTHI IPUKA30B, MHUCEM, CIIPABOK U
APYTUX NOKYMEHTOB.

2.7 Beimaua CTy[eHTaM CHpaBOK ¢ Mecta yu4eOBl, TIPOINEHHME HA TMOJb30BAHUE
OubnuorexaMu ¥ apXuBaMH, CIIPABOK B BOGHKOMAT JPYTHe UCXOMSIIHE JOKYMEHTHI.

2.8. Bri1aya JOKYMEHTOB OTUHCIIEHHBIM CTYJI€HTaM - B Te4eHHe yueOHOro roza.

2.9. IloAroToBka IOKYMEHTOB Y4aIUXCs [/ BDEMEHHOW PeruCTpalyy,

2.10. Cucrematusanus ¥ XpaHEeHHE [Nl B KaOUHETe KaHLENSAPUM U B apXHBE.

2.11. Tlogroroska B MEYaTHOM BHIE TIPOSKTOB HOKYMEHTOB M PACTIOPSIKEHHH KaCaTENIbHO
YYaIIMXcs, NpernoaasaTenieil 1 yueOHOro npouecca B HEJIOM.

2.12. Pabora ¢ mocTymaromel B CEMUHAPUIO KOPPECIIOHAEHLUEH: mepenaya muceM U
NOCBUIOK aAMUHHUCTALIUY U YYaIlUMCSL.

2.13. Pabora, cBsI3aHHAS C yUETOM [ABIKEHHS KOHTUHIEHTA YYaI[UXCS.

2.14. OpranuMzyeT ¥  OCYWIECTBISeT  MAIIWHONKMCHYK)  IOANOTOBKY  TEKCTOB,
CKaHUPOBAHME, ONEPATUBHOE KOMUPOBAHUE TOKYMEHTOB.

OcHoBHBIE 3a71a9H CeKpeTaps:

2.15. BemonHeHue TexHUYeCKHX GYHKIMHA MO oOecrieueH 0 1 00CIyKUBAHUIO PabOThI
3aBeNyroLIero kaHuenspueit CeMunapuu.

OcHoBHbIE QYHKLUH CeKpeTapsi:

2.16. Opranmsyer Tene(OHHbIE TIEPETOBOPLI PYKOBOIUTEIS,

2.17. IlpuHuMaeT 3BOHKH U TEpeAaeT COOOLIEHUsI PYKOBOIMTENS, 3alUCHIBAET B
€ro OTCYTCTBHE  TPUHSATBIE  COOOHIEHHMST yYCTHO H IO  MPHEMHO-NEPErOBOPHBIM
YyCTPOMCTBAM, TOBOAMT HX IO €r0 CBEIEHHS.

2.18. OGecnieunBaer pabouee MECTO PYKOBOAUTES KaHLEIAPCKUMU
NPHHAUIEKHOCTSIMYE,  CPEACTBAMU  OPraHM3ALMOHHOM  TeXHHKH, CO34aeT  YCJIOBWMS,
crocodcTByrommue 3G QekTHBHON paboTe PyKOBOIUTENS.

2.19. OcymecTnnsieT 3aKka3 KaHIEIAPCKHUX TOBAPOB I aAMUHUCTPALIUM U YIAIIUXCS.

2.20. IleyaraeT 1Mo yKa3aHHIO PyKOBOAUTENS Pa3/IMYHbIE MATEPHAIILL.

2.21. IlpuHuMaeT HOKYMEHThI Ha HOATHCH 3aBeyOIEMy KaHLIESIPUEH.

2.22. TloaroraBnuBaeT NOKYMEHTHI Ui THPAKUPOBAHHMsS HA MHOKUTEIBLHON TEXHUKE,
a TAK)KE KONMPYET NOKYMEHTEL

2.23. BoINONHAET OTAENbHEIE CITyKeOHBIE OPYYeHNs! 3aBeAyIOLIEro KaHUeIIpyer.

2.24. Cnenut 3a CPOKaMH BBITIOJIHEHHUs] IIOPYYEHUH PYKOBOLHUTEIIS, B3ITHIX HA KOHTPOIIb.

3. CTPYKTYPA KAHIEJISAPUN

3.1. Ctpyxrypy u uucnensocts Kannemsipuu yrepsxnaer pexrop Cemunapum.

3.2. B cocTaB cOTpYAHUKOB KaHUENSAPUH BXOJIST:

- 3aBEYIOIIUI KaHLIEIAPUEH;

- CEKpeTaps.

3.3. Pacnpenenenve 00s3aHHOCTEH MeXIy COTPYJHMKAMU KaHLEJSPUH, KOTOPOE
NPOM3BOIUTCA 3aBEAYIOUUM KAHLEIAPUEH, OTPajkaeTcsi HACTOAUIMM IIOJNOXKEHHEeM W/Uiu
AOJDKHOCTHBIMU HHCTPYKLIUSIMU, YTBEPXKIEHHBIMU pekTopom CeMuHapuUH.



4. TIPABA U OBJI3AHHOCTH

3aBenyrOIUil KaHLEISIPUM UMEET TIPaBO:

4.1. BHocuTh Ha paccMOTpeHHe pekTopa CeMHHApHU TPENJIOKEHUS [0 YIIyULISHHIO
ReATENBbHOCTH 0TAeNa, POPM B METOIOB paboThI C TOKY MEHTAMH.

4.2. Bo3Bpauare HUCIONHUTENAM MOKyMEHThI U TpeboBaTh uX JOpaboTKM B ciyuae
HapyIIEHHsl Y CTAHOBJICHHBIX IPABILI.

4.3. IlopnuchiBaTh ¥ BUMPOBATD JOKYMEHTBI, CBA3aHHbIE C AESTENbHOCTHIO KAHIIEISPHL

CekpeTapb IMeeT Npaso:

4.4. 3HAKOMHTBCS € MIPOEKTAMM DELICHUH 3aBEYIOMEro KaHUE/sIpHel, KacarOLIHXCs
€€ IeATEIbHOCTH.

4.5. BHOCHTD MIPEAIOKEHUST 10 COBEPLICHCTBOBAHHIO paboTsl, CBsI3aHHOM
C MPeyCMOTPEHHLIMU HACTOSIIEN MHCTPYKLHeH 00s3aHHOCTAM,

4.6. 3anpamuBaTh  JMYHO  WIM IO IOPYYEHMIO  pPyKoBOACTBA  CeMMHApHU
OT TMOAPA3NEIeHNN W UHBIX CIIELHANNCTOB HHPOPMALIMIO U JOKYMEHThI, HEOOXOIHMMBIE s
BBINOJIHEHHA €€ NODKHOCTHBIX 00s3aHHOCTEHA.

5. BBAUMOOTHOIIIEHWA ¥ CBA3H C IPYTUMH CTPYKTYPHBIMHU
HOAPA3JAEJEHUAMHA

5.1. [lnsi BLINONHEHWS M peajv3alid IOCTaBJEHHBIX Lienel W 3anad, KaHLEJAPHUSI
B3aHMOJIEHCTBYET CO CTPYKTYPHBIMH TozpasfeneHusmu CeMuHapuu:

5.1.1. ¢ y4eOHO-METORMHYECKUM OTHENOM: KOHCYJBTALMSI ¢ METOAMCTOM II0 BOIPOCAM
NPaBUILHOCTH OOPMIIEHUS JOKYMEHTOB;

5.1.2. ¢ y4eOHO-METONMYECKHM OTHENOM: COIJIACOBAHHE MPOEKTOB IPHKA30B [0
Cemunapuu 110 BONpocam OpraHu3anuy yueOHoH paboTsr

5.1.3. ¢ yuebHO-MeTORMYECKHM OTIENOM: 3aIPOC Y MOMOLIHUKA ipopekTopa CeMuHApHE
110 y4eOHo# paboTe uHGOPMALMK [0 YUALUMCS 115l IOATOTOBKU OTHYETOB,

5.1.4. ¢ oTAENOM KaJIPOB: 3aIPOC JAHHBIX I10 MPEMONaBATENSIM IS TOArOTOBKH OTYETOB.

6. OTBETCTBEHHOCTD

6.1. 3aBenyrommit  kaHuenApueil HECET  OTBETCTBEHHOCTb 33  OCYIIECTBICHHE
BO3JIOKEHHBIX HA KAHLEJSIPUIO 3a]1a4, 338 CBOEBPEMEHHOE U KBaTH()ULIMPOBAHHOE BBHINOJHEHUE
NOPYYEHHBIX KaHUEIsIpUen 3aqaHuii.

6.2. PaboTHUKM OTZHENTa HECYT OTBETCTBEHHOCTh 3a HEHAMNEXKAINEe WCIIOIHEHUE WK
HEHCIIOJIHEHHE JAOKHOCTHBIX 00sS3aHHOCTEH,

6.3. 3a pasryameHue MEePCOHANBHBIX JAHHBIX YYaIWXCsl, CTABLUIMX W3BECTHBIMU B XOIE
BBITIOJIHEHMS IOJDKHOCTHBIX 00A3aHHOCTEH, BeweT 3a COOOM TIPAKHAHCKYIO, YIOJOBHYIO,
aAMHUHHUCTPATUBHYO, MUCLHUILIHHAPHYO OTBETCTBEHHOCTb.

6.4.3a mnpuuMHEHWE MaTepHalBHOro ymepba — B Tpenenax, ONPeNe/eHHbIX
AEHCTBYIOLIMM TPYAOBBIM H IPasKIaHCKUM 3aKOHOIATENLCTBOM P®.
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