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Momkuocrnast mncrpykunss CEKPETAPSI paspaGorana B COOTBETCTBHH ¢ TpeboBaHHSIMH
0pHINATIBLHOrO JOKYMEHTa MHHHCTePCTBA 3APABOOXPAHEHHSI H  CONHAJBHOrO PAIBUTHS
Poceniickoii  ®epepamnn  «Eannbii  kBasndukaumoHabii CIPABOYHHK  JIOJIKHOCTEI
PYROBOJMTE/ICH, CHEMHAINCTOB M cayKamux» ist Peamruosnoit opranmauun  lyXoBHoii
obpaszoBarebHOll opraHm3auun Boicuiero odpaszopanns «Tomenckas Bubieiickast Cemnuapus
Xpucruan Bepnr  Esanreanckoii (majsee — CemmHapns)) n coraacopana c NpeacTaBHTE/IeM
Yupenureast — lenrpannzoBannoii peurnosnoii opranmsauns «Accounams Mucenii Xpucruau
Bepor Esanrensckoii Tiomenckoii odmactn «Kosuer»».

1. OBIIMUE MOJIOKEHUSA

1.1. Cexperapy HasHauaeTcsi Ha JOJDKHOCTH M OCBOGOXKZACTCS OT 3aHHMAEMON JOIKHOCTH
nprkasom Pexktopa Cemunapuu..

1.2. Cekperaps HENOCPENCTBEHHO IOIYHHSIETCS Pexropy Cemunapun u Ilpopexropy 1o
AJIMHHHCTPATHBHO-X034HCTBEHHOIT YacTH.

1.2. CekpeTapn B cBOEH AEATENBHOCTH PYKOBOACTBYETCS:
- 3aKOHO/IaTeNbHBIMH akTaMu Pd;
- JIOKaJbHBIMHA HOPMATHBHEIMH akTaMu CeMHHApHH;
- PHKA3aMH H PacopsikeHUsIMA pyKkoBojcTa CeMHuHAPHH;
- HOPMaTHBHO-METOJAMYECKUMU MATEPHATAMH [0 BEAEHHIO JEJIONPOH3BO/ICTRA;
HACTOSIIIEH IOJIKHOCTHOM HHCTPYKIHEIT.

1.3. CekpeTaps, BBIIOIHAS CBOH 0053aHHOCTH,

Q02iceH BIaA0enb BONPOCAMIL
- TeKyIneil pHHaHCOBO-X03sHCTBEHHOI JiesirenbHOCTH CeMHHAPHY ¥ TIEPCIIEKTHB €€ Pa3BUTHS;
- SHaHWA  CTPYKTYpbl —CemuHApHH, pacnpelencHue (YHKIHMOHAIBHBIX  OOS3aHHOCTEH — MEICTY
OJpa3/ie/IeHHAMH U pabOTHHKAMY;
QOUIDICEN 3HANb
- TpeOoBaHHs, MPEAbABISIEMbIE K JOKYMEHTAMOHHOMY OOECIEUCHHIO JIESTEIbHOCTH Cemunapuu,
FOCYNApCTBEHHBIE CTAHAAPThl P® u  MexyHapoIHBIe CTaHIAPTHl COCTABIEHHS M O(OPMIEHUS
KOPPECIIOHACHIINH, TIOPA0OK [IPHEMa, Y9eTa U XpPaHEHHS JIOKYMEeHTOB, CHCTEMATH3AlHH H OJITOTOBKH HX
K KPATKOCPOYHOMY H JIOJIFOCPOYHOMY XPaHEHHIO;
- IpaByUJia OpraHU3aLHy YIIPaBJIEHIECKOTO TPYIa;
- TpebOoBaHMS K O(OPMIEHHIO MAUTHHONMCHBIX PaBoT;
- IpaBiIa pycckoi opporpaduu U MyHKTYalny;
- OCHOBBI JICJIOBOTO 3TUKETA, CJIy)KEOHOH 3THKH, ICHXOJIOTHH OOIEHUS;
- lIpaBuJia OXpankbl TPyAa, TEXHUKH Ge30M1acHOCTH,
QOICCH YMEmb.
- COCTaBIATe M OQOPMIATH JOKYMEHTBI BCEX BHIOB, pPEIAKTHPOBATH CONCPIKAHHE W JEIaTh
CTHJIMCTHYECKYIO TIPABKY;
- HanauuTe pderTHBHYI0 paboTy ¢ NOKyMEHTALHeH, COBEpLIEHCTBOBATE CYLICCTBYIOUIHE METOABI U
(popMBI TaKOI NEATENBEHOCTH;
- paboTaTh C COBPEMEHHBIM IPOrPAMMHBIM OOECTIEUEHHEM HA ypPOBHE KBaJTH(DUIIHPOBAHHOIO
noap3onsarens TTK;
- OPTraHn30BBIBATE M BECTH TENC(OHHBIE IEPErOBOPEI, PaboTaTh ¢ COBPEMEHHON OPIrTeXHMKOIL;
- BECTH IIPHEM IIOCETHTENEH;
- OpraHu30BLIBATE M TEXHHYECKH OOCCHEUATh COBEUIAHHS, COOpaIis, NEeperoBopLl, AENOBLIE BCTPEUH,
KOMaHIHPOBKH paOOTHUKOB ¥ HHBIE MEPOIIPHSATHS
- BJIAZICTh HABBIKAMH OBICTPOro NMHCLMA W YTEHUSI.

2. OCHOBHBIE ®YHKIIUH CEKPETAPSI
K ocnosubm GyHKIHSAM cekperaps OTHOCATCS ClIEAYIOLIKE:
- OPraHn3allMOHHOE H IOKYMEHTALHOHHOE 00¢ecIieueHHe YIIPaB/ICHYCCKOM JesTenbHoCTH CeMUHapyy;
- KoopanHauust pabotel CeMuHApHH;



- OCYIIECTBJICHHE METOJHYSCKOIO pPVKOBOJACTBA H KOHTPOJS 32 BEIACHHEM IeNONpOH3BOICTBA B
CTPYKTYPHBIX nozapasaeiaeHusx CeMHHapHH:

- OTIePaTUBHO-OPraHU3AIMOHHOE 00CIyKHBaHUe JedTelbHoCTH CeMHHapuH:

- IOATOTOBKA, O(OpMIIEHHE JOKYMEHTAIHH 10 IHYHOMY COCTaBY, €€ YUYCT H XpaHCHHUE.

- IOKyMEHTaIBHOE ohopMiTeHHe psiia (HHAHCOBO-XO35IICTBEHHBIX OTEPAIHil.

3. OCHOBHBIE OBSI3AHHOCTHU CEKPETAP#

K 0CHOBHBIM 00S3aHHOCTSIM CEKPETAPs OTHOCATCS CHAEAYIOLIHE:
3.1. BoliionasiTh pacropspkenus, npukasbl Pexropa Cemunapun u IIpopexTopa 110 AXMHHHCTPATHBHO-
XO3SHCTBCHHOH 4acTH, OCYLICCTBIIATE CBOKO JIEATEILHOCTL B CTPOTOM COOTBETCTBHH C HHUMH.
3.2.PaspabarsiBaTh MPOEKTHI JOKYMEHTOB MO BCEM BONPOCAM YIPABICHYCCKOH JAEATETBHOCTH

CemuHapuu.
3.3. PenakTupoBaTh, KOHTPOJIUPOBATH Ka4eCTBO [OArOTOBKH, FPAMOTHOCTD, IPABH/IbLHOCTD COCTABIICHHUS,
COTJIACOBAHMA JIOKYMEHTOB, IIPEACTABNACMBIX Ha MOAMHCH PYKOBOACTBY CeMHHAPHH.
3.4. Bectm mpueM, ydyeT M XpaHEHHE KOPPECIOHAEHLHH, OCYIIECTBISTL 0OpabOTKY BXOISIIMX
JOKYMEHTOB, O(QOPMIIATE M COOJIOATE MOPSNOK paboThl ¢ BHYTPEHHUMH JOKYMEHTaMHM, PacChIIaTh
HCXOIAUIYIO JOKYMEHTEL
3.5. CHcTeMaTH3MPOBATh JOKYMEHTALMIO TEKYIIEro apXuBa, IPOBOJMTH SKEIOAHBIH 0TOOP AOKYMEHTOB
Ha apXHUBHOE XPaHEHHE WIIH BBIAEJATH K YHHUTOKEHHIO.
3.6. OGecreunBaTh COXPAHHOCTH M KOHPHACHI[HATBHOCTh KOMMepYeckoi HH(opMaLHH.
3,7. B coorBercTBHH ¢ pe3oymoldei  pykopoacrBa CeMHHAapHM  NEpe/laBaTh  AOKYMEHTEI
HEITOCPEACTBEHHLIM HCITOJIITHUTEIIIM.
3.8. duxcuporars, 06pabaTEIBATh H CBOEBPEMEHHO JOBOJIUTE IO CBEIEHHS PYKOBOJCTBA U PAOOTHHKORB
MPUHATYIO HHPOPMALHIO, KACAIOIILYIOCS PA3THYHLIX CTOPOH JesTenbHoCTH CeMUHApHH.
3.9. 3aHHUMATLCS OPraHM3allMOHHBIMH M TEXHHYECKMMH BOIPOCAMM NPOBEJIEHHs COBCIIAHUH, NETOBBIX
BCTPEY H I1EPEroBopoB; oOecrneynBaTh MPHEM IOCETHTEIEH.
3.10. KoHTponmpoBaTh HCIOJHEHHE JIOKYMEHTOB, MOpydeHMit u 3amannii Pexropa Cemunapnu u
[Tpopexkropa 110  AJMHHHCTPATHBHO-XO3AHCTBEHHOH uacTd, MPHHAMATL OICPATHBHBIE  MEPLL,
HAllpaB/eHHBIe Ha CBOEBPEMEHHOE M KAUECTBEHHOE HX BBIMOJIHCHHE.
3.11. CnocoBcTROBATH ONEPATHBHOMY MNPHHATHIO pemrenuit co cropoHnl Pexropa CeMunapuu u
[IpopekTopa 1m0 aAMHHHCTPATHBHO-XO34HCTBEHHON 9acTH M CBOEBPEMEHHO JIOBOJWTH UX JIO CBCACHHA
pabOTHHKOB,
3.12. OcymecTBasTh ONEepaTHBHYIO CBSI3b CO CTOPOHHUMH OPralU3alMsAMH H I'paxciaHaMH I0 BOIpocaM
Tekyeit gesrensHoct CeMHHapUH.
3.13. OQopMIATE MAIIMHOTIHCHEIE H KOMHPOBAIBHO-MHOMHUTENLHEIE PAdOTHL.
3.14. BLIMOMHATD OTHENBHBIE MMOPYYEHHSI PYKOBOACTBA 110 MPOQUIIO (HHAHCOBO-XO3AHCTBEHHOH M
yrpasiieHueckoll nesrenbHocTH CEMHHAPHH.
3.15. TopnepxuBaTh YHCTOTY M MOPSIOK Ha CBOEM paboueM MECTE, CIEAHTH 32 IOPANKOM B o(uce,
co6I0ICHHEM CAHUTAPHBIX M TEXHHUECKHUX [PABHII, IPABHII MPOTHBONOKAPHON G€30MacHOCTH.

4. JOMMOJHUTEJBLHBIE OBSI3AHHOCTHU CEKPETAPSI

Kpome BBINIENIEPEUHCICHHBIX, Ha CeKpeTaps BO3JIararoTCst CNEAYIOMIHe OMOJIHHTEILHBIC
o0sizanHOCTH B chepe paboThl C IIEPCOHAIOM:

1. JloxyMenTanbHoe oopMiicHHE IPHEMa, IEPEBOA H YBOJILHEHHS PadOTHMKOB B COOTBETCTBHH
¢ TPYAOBBIM 3aKOHOIATENILCTBOM, BblJaua CIIPaBoK ¢ MecTa paboThI.

2. CBoeBpeMEHHOE BHECEHUE M3MEHEHHH B tTaTHOE pacnucanue CeMUHApHH,

3. Yuer JMYHOrO COCTAaBa OpraHM3auun; QOPMUPOBAHNE H BEACHHE JHUHBIX Jel PabOTHHKOB.
CBOCBPEMEHHOE BHECEHHE B HUX M3MEHEHHH H JIOMOTHEHHH,

4. 3anonpende, y4eT W XPaHEHWE TPYAOBLIX KHHJKEK, BEJEHHC yd4eTa TpyIOBOro Craxa
pabornukor CeMuHApUU.

5. CocraByieHHe JUIS TOCYAApCTBEHHBIX OPraHOB YCTAHOBIIEHHON OTYETHOCTH 110 BOIIPOCAM y4eTa
JIMYHOTO COCTaBa.

6. Bemenue apXuBa JIHYHBIX AN M MOATOTOBKA NOKYMEHTOB IO HMCTCUCHHH YCTAHOBJIEHHDBIX
CPOKOB TEKYIIEro XpaHeHHs K ¢/laue Ha TOCy1apCTBEHHOE XpaHCHHUE.

7. OhopMIICHHE JTHCTKOB BPEMEHHOH HETPYAOCTIOCOOHOCTH.



8. Opranusamus yyera padouero BpeMeHH, MOpSIKa NPeIOCTaBIeHHS OTIYCKOB pabOTHHKaM,
KOHTPOJIb 33 COCTABICHHEM H CODMI0AeHHEeM rpadKOB OYepeIHBIX OTIYCKOB.

9. Benenue ydera HapyuleHHil TPYAOBON MMCLMILUIHHEL, KOHTPOIb 33 CROEBPEMEHHOCTEHIO
[IPUHSATHS COOTBETCTBYIOLIMX MEP PyKOBOACTBOM CeMHHAPHH.

10. CoeBpeMeHHOE NpENOCTABIEHHE B OyXTAITEPHIO BCel HEOOXOAMMON MHMOPMAIH O
NPHHATHIX HA paboTy W YBOJEHHBIX PabOTHHKOB Ul O(OPMICHHS TOKYMEHTOB, KACAIOLIMXCS ydyeTa
HAYHCJICHHOH 3apabOTHOM MIaThl U MPOU3BOUMBIX BLEIUETORB,

11. [MoxgroToBka ¥ cjlada B yCTAHOBIICHHBIE CPOKH B OYXTaITEPHIO JIOKYMEHTOB, HEOOXO/MMBIX
JUTS pacyeTa M BblAa4H 3apaboTHOIH r1aTel paboTHHKAM.

5. IIPABA CEKPETAPS

OcymecTniisis CBOIO AESITENLHOCTD, CCKPETaph HMEET [1PaBo:
5.1. BsaumojelictBoBaTh co Bcemu ciyxOamu  CeMHIIApHM TO  BONPOCAM, KACAIOLWIMMCS  €ro
JESTEJIbHOCTH.
5.2, 3anpanmBarh y pabOTHHKOB HEOOXOAUMBIE JJOKYMEHTBI M MaTEpPHAIBI JUTsl TIPEICTABIeH s PeKTOpY
CeMHHAPKH, KOHTPOIHPOBATE UCIOJIHEHHE JOKYMEHTOB PabOTHHKAMH, a TAKKe TpeGoBaTh 00LICHEHHIT
0 NPHYHHAX 3aJCPKKH BRIMOJIHEHUS 3a1aHNi B Opy4eHnit pykosoacTBa CeMUHAPHH.
5.3. PacemaTpuBarh JOKyMEHTBI M HanpasisTh uX Pekropy CeMMHApHM ISl BHIHECEHHS PELICHHI W
NepesaBaTh Ha HCIOJIHEHHE PYKOBOACTBY H paboTHukam CeMuHapuu.
5.4. TpebosaTh 0T HCIOMHHTENEH AOPAOOTKH JOKYMEHTOB, TOATOTOBJIEHHBIX C HAPYIIEHHEM
YCTaHOBJICHHBIX TIPABHII HX COCTaBJIEHHs U 0(OPMITCHHS.
5.5. BusupoBarh JI0KyMEHTBI YIpaBlIeHUecKOl AeSTebHOCTH B PAMKaX CBOEH KOMIETCHINH, O(OPMISTH
KOITMM U BBITHCKH U3 JOKYMEHTOB.
5.6. BHOCHTE Ha PaccMOTpPEHHE DPYKOBOJICTBA IPE/UIOKEHHS TO YITYYIICHHIO JOKYMEHTAIHOHHOTO
obecrieuerins esTe)IbHOCTH OPTaHM3aliK, COBEPIIEHCTBOBAHMIO (JOPM M METOJOB YIPaBIEHUECKOTO
Tpyaa B CeMHHapHH.
5.7. TpeGosare ot Pexropa Cemmunapii u [IpopekTopa mo AJMMHHCTPaTHBHO-XO3SHCTBEHHON 4acTH
Co3/@anusl HeOOXOAUMBIX YCIOBHH JUIsl BBIMOMHEHHS CNYKeOHBIX 00S3aHHOCTEH M COXPAHIOCTH BCEX
JOKYMEHTOB, 00pa3ylomuxcs B JeaTensHoctH CeMuHapHH.
5.8. llprHnMaTh onepaTHBHBIC PeLIEHNs B NIPeAeax CBOei KOMITETEHIINH.
5.9. Hoxnanemare Pexropy Cemunapun 060 BCeX BbISIBJIEHHBIX HENOCTATKAX B pamkax cpoeii
KOMIIETEHIIUH,
5.10. TlonyyaTs JEHBrH IOJA OTYET W MCIONB30BATL HX 110 IEIEBOMY HA3HAYEHWIO U TOKYITKH
MPONOBONLCTBEHHBIX, XO3SAHCTBEHHBIX W  HHBIX TOBAPOB, HEOOXOOMMBIX JUIS  HOPMAJIBLHOTIO
(GyHKnHOHHpOBaHUs pabodyero MecTa.
5.11. Yuacrsopate B pa3paboTKe M OCYIIECTBICHHH MEPOTPUATHH, HAMPaBIEHHBIX HAa COOTIONCHHE
()MHAHCOBOH AMCIHITTHHEL

6. OTBETCTBEHHOCTbL CEKPETAPSI
Cexperapb HeceT OTBETCTBEHHOCTE 3a
6.1.KauecTBo, 4ETKOCTD, MONHOTY M CBOECBPEMEHHOCTDL BBLINOMHEHH 06S3anHOCTEI!, BO3JIOKCHHBIX HA
HEro HACTOALIEH JIODKHOCTHOH HHCTPYKIIMEH.
6.2. I'paMOTHOCTE M NPABHIBHOCTH COCTABJIECHHS JHOKYMCHTOB, HPEJIOCTABISEMBIX HA IOMINCH
PYKOBOZCTBY, OPraHH3aIHIO UX YUEeTa U XPalCHHSL.
6.3. UeTKOCTh | 1TOJHOTY BEITTONHCHUS aAMHHHCTPATHBHBIX TOpyYeHuii pykoBoacTea CeMuHapHH.
6.4. Pasriamenue CBeJeHHH, HMMEIOUIMX TPH() OrpaHHYEHHsl JOCTYNAa M CONEPIKAIMe CBEICHHS,
COCTaBJIAIOIINE KOMMEPUYECKYIO TallHY OpranHu3aiiH.

C nomKHOCTHON HHCTPYKIMEH 03HAKOMIIEH
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