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OTaesna xe10NpoOU3BOICTBA U OPraHU3alHOHHON paboThI
OI'BOY «MAI «ApTex»
1. O6mue noJioKeHusl.
1.1. Otmen [enONpOM3BOJCTBA Y OpPraHU3AIMOHHOM pPabOTBl  SBISIETCS
cTpykTypHBIM nofpazaenenueM OI'bOY « ML «Aprex».
1.2, PyxoBOZICTBO OTAEIIOM OCYIIECTBIISIET HaYaJIbHUK OTAENA.
1.3. CTpyKkTypa U YHCIEHHOCTD OT/IeIa AEeTIONPON3BO/ICTBA ¥ OPraHU3aLIOHHON

paboTBl ONPEHEINSIOTCS INTATHBIM pAaclHUCaHUEM, YTBEPXKIECHHBIM IUPEKTOPOM
®I'BOY «MJ/Il «ApTek» ¢ yd4eToM cHeUU(UKHA JesSTeIbHOCTH OTHelNa
JeJIONIPOU3BOJICTBA Ml OPTraHU3allMOHHOM PabOTHI.

1.4. Otmen B CBoeil JesATeNbHOCTH pykKoBoacTByercs KoHcTuTyruen
Poccuiickoii @enepanyiy, 3aKOHOIATEIbHBIMA U WHBIMH HOPMAaTHUBHO-IIPABOBBIMU
aktaMu Poccuiickoii @enepanuu, 1eUCTBYOIUMA HOPMaTUBHEIMU, METOIHYECKUMHU
JOKYMEHTAMH B OONAacTH JOKYyMEHTAaIlIOHHOTO OOecledeHus: yIpaBieHus,
IIeJIONIPON3BOJICTBA, APXUBHOIO Je€jla APYTMMH HOPMAaTHUBHO-IIPABOBEIMH AKTaMHU
OPraHoB rOCYApPCTBEHHOW BIIACTH, BHyTpeHHUMH nokyMmeHTamu ®PI'BOY «M/ILL
«Aprex», TpaBWIaM{, WHCTPYKLUUSIMH, METOAUYECKUMH PEKOMEHIAIUIMHU,
WHCcTpyKuuel 1o genomnpou3BoictBy, YcraBom OIBOY «MIL  «Aprek»,
HacrosimuM [lonoxxenuem.

1.5. Otrmenn B CBOell JIEITEIBRHOCTH B3aMMOJIEMCTBYET CO CTPYKTYPHBIMH
noapazneneHusiMu @I'BOY « ML «ApTex».
1.6. OTmen OCYIIECTBISET apXWBHUPOBAaHUE IOKYMEHTOB B COOTBETCTBHUH C

YTBEPKIEHHOH HOMEHKIIATYpOil.

2. 3agaun.

OCHOBHBIMH 33a4aMH OT/eja IEJONPOM3BOACTBA U OpPraHU3aI[MOHHOM pPabOoTHI
SBJIIOTCS OpPTaHU3allMs, PYKOBOACTBO, KOOPAWHALIMSA, KOHTPOJb M pealldu3alius
paboT 10 JOKYMEHTAI[HOHHOMY OOECIIEYEeHHIO YIIPABIECHYECKONW [eSTeIbHOCTH
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®I'BOY «MJII] «Aprek» H OpraHU3aIMOHHO-NIPOTOKOJIBHOC obecrieueHue
MACCOBBIX ¥ MHBIX MEPOIPHATHH, NPOBOAUMBIX C yJacTHEM WM IO IIOPYHCHHIO
nupextopa ®I'BOY «M/ILT «ApTex».

OTjieNl [eJONPOM3BOJICTBA M OPraHM3aMOHHOM DabOThl PEIIaeT CIEAYIOLHe
3aJlauu:

2.1. CosepreHcTBOBaHue GOPM H METOOB pabOTHI C IOKYMEHTaMHU;

2.2. (ObecrneyeHne eqUHOTO mopsaKa paboTel ¢ JIOKyMEHTaMH;

2.3. OpraHu3alMOHHO-METOJMIECKOE PYKOBOJCTBO, KOOp/MHAIMSA U KOHTPOIb
JEATEeNBPHOCTH  CTPYKTYPHBIX — IIOApa3fieJieHHi OpraHu3alliM II0  BONPOCaM
JIIEJIONPOM3BOICTBA U ApXUBHOTO JieJa.

2.4. KoHTpOIB HaJ| IPOXOXK/IEHAEM U UCIIOHEHHUEM JOKYMEHTOB B OPraHU3aIH.

2.5. Pa3spabGorka ¥ BHEApEHHE HOPMATHUBHBIX M METOAMYECKUX JOKyMCHTOB IIO
COBEPIIEHCTBOBAHUIO HOKYMEHTAIMOHHOTO 00SCIICYSHHUS YIPEIKACHHA.

2.6. TloBbiuieHre YPOBHS MOATOTOBKY PaGOTHUKOB B 00JNACTH JENONPOM3BO/CTEA
¥ apXUBHOI'O JIeJIa.

2.7. Opranuzanys IpHeMa IpaykiaH MO JIMYHBIM BOIPOCaM AUPEKTOPA ®I'bOY
«MJILT «ApTex», 3aMeCTUTeNIEN TUPEKTopa.

2.8. OpraHm3anys, AOKyMEHTAIIHOHHOe 00ECIIeYeHHe ONepaTHBHBIX COBEIIaHUH,
npoBoauMbIx aupekropom PIBOY « M/ «ApTex».

2.9. Oprapusaunys IUIAHEPOBAHWS HEATENBLHOCTH AUPEKTOpa ®I'60Y «MIL1L
«ApTeK», 3aMeCTHTENIEN TUPEKTOPA.

2.10. Opranu3anioHHOE O0ecIeyeHne NeATENbHOCTH JUPEKTOpa OI'bOY «MAL
«ApTeK» B 4acTH [POBEJICHHUs COBELIaHHH, coOpaHuii, TOPKECTB, MAMITHBIX JaT U
T.I., TIOATOTOBKA €KEHENENbHBIX IUIAaHOB paboT M JIPYruxX MEPOTPUATHIHA,
nposoauMBIX aupextopoM OI'BOY «ML «Aprex». AHaIK3 IOJHOTHI ¥ Ka4eCTBa
UX IMPOBENCHUS.

3. @yHkuum.

B COOTBETCTBMH C BO3JIOXEHHBIMH 3a3Ja4yaMM OTHEN JCIONpOM3BOJACTBA M
OpraHU3aIMOHHOM PabOTHI OCYIECTBIAET CIIEAYIOLINC (QyHKIIH:

3.1. Pa3paGarsiBacT HHCTPYKIHMH II0 JOKYMEHTAIHIOHHOMY 00€eCIIeUeHHUIO;

3.2. OcymecTBIsIeT IPHEM, PETUCTPaLHIO, YIET, XPaHeHUS, OIepaTHBHBIN IIOKCK,
BBIIa4y MH(GOPMALKK 10 JOKYMEHTaM 00pasyloluxcs B MPOLEcce AEATENEHOCTH
OTIeNa; JOCTaBKy [TOUYTOBOM KOPPECIIOHICHIINY,

3.3. OcyulecTBIsSeT  B3auMojefictBue M KOOpIMHALWMIO  JCATEIBHOCTH
CTPYKTYPHBIX TOpasjelleHnii Mo BOIPOCAM OpTraHM3allui ACNONPOU3BOACTEA U
IOKyMEHTO000pOTa;

3.4. OCyILIECTBISET KOHTPOJIb 32 KaueCTBEHHOM IOATOTOBKOH U OQOpPMIIEHHEM
JIOKYMEHTOB, 3a CBOCBPEMEHHBIM HX MHCIIOJIHEHNEM, MPHHUMACT MCpHI 1o
COKPAIIEHHIO CPOKOB IPOXOXK/IEHNS M HCIIONHEHHS OKYMCHTOB;

3.5. OcymecTBISIET KOHTPOJIb 38 CPOKOM UCIIONHEHHUS OKYMEHTOB;

3.6. OcylecTBIsAeT JOKyMEeHTaIpbHOe OGOpMIeHHE ¥ y4erT CITy)eOHBIX
KOMaHIUPOBOK;



3.7. TlomroraBinuBaer U IPECTABIIAET PYKOBOZCTBY OpraHu3alUH
HHQOPMAIMOHHO-aHATUTHYECKHE MAaTrepyalbl O COCTOAHMM W  IIePCTICKTHBAX
pa3sBUTHS JIOKYMEHTAIIMOHHOTO OOeCIeYeHHs] NIeATEbHOCTH —OpraHusallii  H
UCIIOJTHUTEIBCKOM IUCLIMILINHEI,

3.8. IlpuHMMaeT Mepbl [0 YHIOPSAIOYEHHIO COCTaBa JOKYMEHTOB, COKPAIICHUIO MX
KOJINYECTBA M ONITUMHU3AIUY JOKYMEHTOIIOTOKOB.

3.9. PaspabaTbsiBaeT HOMEHKJIATYPY ACI YUPCIKIACHMSL.

3.10. OcymecTBIsSeT METOAUIECKYIO OMOIIE MO OYOPMIICHHIO 1 (hopMUPOBAHUIO
CTPYKTYPHBIME TIOAPA3/IEIEHASIMH Hell, MOIEKAIUX aPXUBUPOBAHHUIO.

3.11. Opranmsyer 1o nopy4eHuto aupexropa ®I'’BOY «M/LL «ApTex» MOArOTOBKY
¥ [IPOBEJIEHHE COBEII@HHI!, TOPKECTBEHHBIX 3aCelaHuM, co0OpaHuii, Ipe3eHTalus,
IPUEMOB.

3.12. TInaHupyer ¥ OpraHM3yeT IPUEMBl TpPaXKJaH IO JIMYHBIM BOIpPOCaM
mupextopoM ®TBOY «MJILT «ApTek», 3aMecTUTeNell TMPEKTOpa.

3.13. Totosur ot umenu aupekropa ®I'BOY «MJIL{ «ApTek» U OCYyLIECTBIAET
PACCHUIKY IPUBETCTBEHHEBIX a/{PECOB, OTKPBITOK, TEIETPAMM.

3.14. BrImoyHIET B COOTBETCTBHH C JIEUCTBYIOIIMM 3aKOHOAATEJIECTBOM [PYI'He
(YHKIMH B TIpe/ieNax IpefoCTaBIeHHBIX My OTHOMOHH.

4. IlpaBa u 00513aHHOCTH.

OT/ieJ1 AENOMPOU3BO/ICTBA U OPraHU3aIMOHHON PaOOTHI IMEET IPaBo:

4.1. TlpuHEMATH MEPHI IIO COKPAILEHHIO nokymentoobopora B MJILL «ApTex»;
4.2. 3ampammBaTh M IIOJYYarTb B YCTAHOBJIEHHOM IMOPAAKE OT PYKOBOAUTEIEH
CTPYKTYPHBIX MOJApasfieleHuii HeOoOXOAUMYIO uH(OpMaI0 B COOTBETCTBUU C
3amayaMi ¥ QyHKUIUSIMH OT/IeNa;

43. OcymecTBIATh  KOHTPOJb 33  COCTOSHHCM JIEJIONIPOU3BOJICTBA B
oJIpa3IeIeHUIX;

4.4. Bo3BpamaTh UCIONHUTENIM Ha NOPaOOTKY HOKYMEHTBI, [IOATOTOBICHHLIE C
HapyIIEHHEM YCTaHOBJIEHHBIX TPeOOBAHUH;

4.5. VudopMupOBaTh PyKOBOIUTEIS O COCTOSTHUN paboTHI C PacHOPSAUTEIBHBIMU

nokymenTamu ®TBOY «MLL «ApTex»;
4.6. BHOCHTH TpENJIOXKEHUS TUPEKTOPY O HAJIOKCHMA JIUCLHUINTMHAPHBIX
B3bICKAHMI IO CIydasM HapyIIeHHs JOJDKHOCTHBIMH JIMIAMH yCTaHOBICHHbIX

paBII pabOTHI C JIOKYMEHTaMH;
4.7. VuacTBOBaThb B OOCY)KICHUH BOIIPOCOB, KACAIOMIMXCS COCTOSHHUA paboTHI C
JOKyMEHTaMH, a TAKXKe COBEPIICHCTBOBATh YOPMEI U METO/BI paboTHI C HUMH.

5. OTBEeTCTBEHHOCTb.

5.1. OTBETCTBEHHOCTh 3a Hajjexaliee M CBOEBPEMEHHOE BBIIOJHCHUE
YHKIMH, pelyCMOTPEHHBIX HACTOSIIMM MOJNIOKEHHEM, HECET HAYaJIBHUK OTHeNa
JIeTIOTIPOM3BOJICTBA ¥ OPTaHA3AIMOHHON paboTEI.
52  Ha HauanrbHMKa OTHENa JEJONPOM3BOICTBA M OPTaHU3AI[MOHHOU paboTsl
BO3JIATaeTcs IepCOHaIbHAs OTBETCTBCHHOCTD 3.
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5.2.1. Oprauu3aiyio AesSTeIbHOCTH OT/ea 10 BBIIIOJIHEHUIO BO3JIOKCHHBIX Ha
Hero 3a1a4 1 (PyHKLIWH;

5.2.2. OpraHusalyio OINepaTUBHOM M KAayeCTBEHHOW IOJTOTOBKM U HCIOJNHEHHE
JOKYMEHTOB, BeJICHHE IEJONPOM3BOACTBA B COOTBETCTBHH C JEHCTBYIOIIMMU
IpaBUJIaMHU ¥ HHCTPYKITUSAMI;

5.2.3. CoxXpaHHOCTH IPHHSITHIX B pabOTy TOKYMEHTOB;

5.2.4. CobrofieHue COTpyIHMKAMHE OT/ENa TPYHAOBOH 1 IIPOM3BOICTBEHHON
JUCITUTUINHBL

5.2.5. ObecrieyeHre COXPaHHOCTH HMYIIECTBa, HAaxXOJIIErocs B OTACIC U
COOIIIOIEHHUE TIPABII IIOXKapHO# 6€30I1aCHOCTH;

5.2.6. Tlombop, paccCTaHOBKY M  JEATEIBHOCTb  COTPYAHHUKOB  OTACIA;
5.2.7.Cobmonenne  peXuMa  JocTyma K HHQOpManwuu,  SBISIOIISHCS
rocyapCTBEHHON, KOMMEpPUECKOH M Cily)eOHOM TalHOM, a TaKKe UCIOJB30BaHNE
3TOi MH(MOPMAIIHH COTPYAHAKAMH OTZENA TONBKO B CIy)XeOHBIX IEMIX.

5.3.  OTBeTCTBEHHOCTb  COTPYJZHHKOB  OTAeia  JACJIONPOM3BOACTBA U
OpraHU3alMOHHON PabOTHI yCTAHABIUBACTCS X JOKHOCTHBIMU HHCTPYKIMAMH.

6. B3anMoOTHOLIIEHHS.

OT/1eJ1 ZAEOMPOU3BOJICTBA U OPraHU3aIOHHON PabOTHI B3aHMOICHCTBYET:

6.1. Co CTPYKTYpHBIMH IOApa3JeleHUsIMHA - [I0 BOIPOCaM NOKYMEHTAIIHOHHOTO
obecrieueHUs.

6.2. C IOpUAMYECKAM OTJEIOM - IO MPaBOBBIM BONPOCAaM, CBA3aHHBIM C
MOATOTOBKOM M BU3HUPOBAaHUEM JJOKYMEHTOB.

6.3. C oTHenoM KaJpoB H MPOPeCcCHOHATBHOTO Pa3sBUTHA - II0 BOIIpocaM mogoopa
¥ PacCTAaHOBKH KaJpOB M IIOBBIILICHUSA KX KBaIM(UKAIIY B YCIOBUAX IIMPOKOTO
HCIIONIb30BAHMST BBIUMCIMUTENBHOM M OPraHM3allMOHHON TEXHHKH, PaspabOTK U
BHEJPEHHs MEPONPUSTHIL, CBA3AHHBIX C Hay4HOH opraHuzaliel Tpyza,
COBEPIIEHCTBOBAHMS CTHIIS X METOZIOB PabOTHI C IOKYMEHTaMHU.

6.4. C ynpasiaeHreM HHOOPMAIIHOHHBIX TEXHOIOTHI - II0 BOMPOCaM pa3paboTKU U
BHEJPEHNS HOBBIX HMHGOPMAIIMOHHBIX TEXHONOTMH C TPHMEHEHHEM CPe/CTB
BEIUKCITHTEbHOM TEXHUKH, OIIEPATHBHON 00paboTKy HHGOPMALMK U COOIIONCHN
TpeGoBaHuil HOPMAaTHBHO-METOHIECKHX JOKYMEHTOB.

6.5. HayanpHWK OTHeNa B IIpefelax CBOEM KOMIIETCHLIUH OCYyIIECTBIACT
B3aMMOOTHOIIEHUSI C JPYTMMH OpraHu3anusMy II0  BOIpOCaM paboThl €
JOKYMEHTAMH.

HauanpHUK OTIEIa OeJI0NIPOM3BOICTBA

¥ OPTaHU3aI[MOHHON PabOTHI H. b. beiko

HavanpHUK I0pUAUIECKOrO OT/IeNa O.C. IlongauHa

HauansHuk oTZeiIa KaapoB

¥ po(eCcCHOHAIBHOT0 Pa3BUTHUS I'.A. bopoBuxk




