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I. O6mue nojoxenns

1.1. Tlomoxkenwe © KaHUEIAPHH TOCYJapcTBEHHOTo OHOIKETHOrO
npodeccronaibHoro ofpasoparensHOro yupexaeHns KpacHomapckoro Kpas
«KopeHOBCKHil TOMHTEXHWHECKHH TEXHUKYM» (Hanee - [lonoxeHnne, KaHUe/IAPHH,
TeXHHKYM) paspaboraro B coorsercTBHH ¢ (enepanbnbiv 3akoHoM Poccuiickoi
@emeparmu ot 29.12.2012 Ne 273-®3 «O6 obpasosanuu B Poccmickoi
@Deneparmny», yCTaBOM TEXHHKYMA.

1.2. Hacrosmee nojJoKeHHe ONpenenseT Ha3Ha4YeHWe, LeaM, 3aja4d,
(GYHKLMH, IpaBa, OTBETCTBEHHOCTE H OCHOBBI €S TeIbHOCTH KaHIeIIpHH,

1.3. Kanuenspus  fBIAETCA  CAMOCTOATENBHBIM  CTPYKTYPHBIM
nofpasfie/ieHHEM TEXHHKYMa M TMOJYMHAETCH HEMOCPeJCTBEHHO JHPEKTOPY
TeXHHKYMa.

1.4, Kannenspua co3gaeTcd M JHKBHIMPYETCA TPHKA30M JIHPEKTOpa
TEXHHKYMa.

1.5. B cBoeil neATeNsHOCTH KaHIEIAPHA PYKOBOACTBYETCHA ASHCTBYIOLIHM
3aKOHOJATEIBCTBOM, npaBHJIaMH, HHCTPYKLUAMH, METOAHYECKHMHA
peKoMeHIamMAMY  ydpexkieHuii (DeepansHOro apxupHoro arexrcrsa P,
neHCTBYIOMMMH HOPMATHBAME 10 BOIPOCaM JOKYMEHTALlMOHHOTO obecredcHHA
yIpaBjieHis, OpraHH3alHOHHO-PACIOPANUTENBHBIME NOKYMEHTAMH TEXHHKYMa,
ycTaBoM TeXHHKyMa H HacTosauuM [onoxeruem.

1.6. Kannenspuro Bo3ruasiseT 3aBelylOlLINi, Ha3HAYaeMbli Ha JOKHOCTD
H ocBobOXKIaeMEli OT 3aHMMaeMOH JOKHOCTH MPHKAa30M JHPEKTOpa TEXHHKYMA.

1.7, Kpamidukaumonnsie TtpeboBanus, (yHKIHOHANBHBIE OOA3aHHOCTH,
npaBa, OTBETCTBEHHOCTh 3aBEJIYIOIIEr0 KaHUENSpHeH pernaMeHTHPYITCA
JNOKHOCTHOM HHCTPYKITHEH, YTBEPKIEHHOH IHPEKTOPOM TEXHHKYMA.

1.8, B mepuon OTCYTCTBHs 3aBeIyIOuiero KaHuenspueii ero oBs3aHHOCTH
MCTIONHSAET Ha3sHAYEHHBIH IPHKA30M JUPEKTOpa TeXHHKYMA JApyroi paboTHHK.

1.9. Coctas ¥ IUTATHYK YHCISHHOCTh KaHLEIAPDHH yTBepiKaaeT NHPEKTOp

TEXHHKyMa, MCXOJd U3 YCNOBHH M OcoDeHHOCTeH AEATEeNBHOCTH TEeXHHKyMa IO



NpeACTABIEHAI0 3aBEAYIOLIEro KaHIeIspHed M 10  COIVIacCOBaHHIO  CO
CHEUHAHCTOM T10 Kajapam.

1.10. B coctaB KaHUENIPHH BXOIAT:

- 3aBeyIOLMi KaHLeNApHEH;,

- TBHOTOP;

- ceKpeTaph JAHpeKTopa.

I1. Hean u 320248 KAHUEAAPHH

2.1, llenamu  JesTENBHOCTH  KaHLEIAPDHH  ABJIAETCA  OpraHH3aiud,
PYKOBOJCTBO,  KOOpOMHAILIMA, KOHTpOJb M  peanusauuss  pabor  mo
JNOKYMEHTALUMOHHOMY OO0ecCleueHHIO YTMpPaBleHHst eATeNIbHOCTH TEeXHHKYMa,
cosepieHcTBOBaHHe GopM 1 MeTON0B paboThl ¢ JOKYMEHTAMH B TEXHHKYME.

2.2, Kanuenapus pemaer cleAylolIHe 3aqaqn:

2.2.1. JlokymeHTauuoHHOe B HH(pOpManHoHHOe obecreueHHe MHPEKTOpPa
TEXHHKYMa, ero 3aMecTHTe/IeH H pyKOBOJHTe/eH CTPYKTYPHBIX MOApasAc/ieHHH.

2.2.2. O6paboTka mocTynaromed W OTNPaB/IAeMOH KOPPECTIOHACHIHH, €€
NOCTaBKa 110 Ha3HAYEeHHIO,

2.2.3. KoHTpons 3a CpOKamMH WCIIOMHEHHA CIyKeOHOH [MOKyMeHTallHH,
MOCTYTAKIIEH B TEXHHKYM.

2.2.4, Perucrpaums, y4eTr, XpaHCHHe M Iepelada B CTPYKTYpHBIe
MmojpasaeeHus JOKYMEHTOB TEKYIIIEro JeJ10NpoH3BOJICTBA.

2.2.5. TloaroroBka W oOQOpMIEHHE [JOKYMEHTOB B COOTBETCTBHH C
JIeHCTBYIOIMMH CTAHIAPTaMH W MpaBHJIaMH.

2.2.6. BhinonHeHHe MMEYaTHRIX W KONMHPOBAIBHBIX paboT [11s AMpeKTopa
TEXHHKYMA, €ro 3aMecTHTe/Iel, pyKOBOAUTENeH CTPYKTYPHBIX M0/Ipas/ie/leHHH.

2.2.7. ®opMupoBaHHe [el KaHIEeNspUH W c/lada HX Ha XpaHeHHe, COIJIacHO
HOMEHKIAType JieNl TEXHHUKYMa.,

2.2.8. PazpaboTka ¥ MCINONHEHHE JOKAINBHBIX HOPMAaTHBHBIX NOKYMEHTOB

Mo BeJICHHIO JEIOMPOH3BOACTEA B TEXHHKYME.



2.2.9. Meroguueckoe obOecrneueHHe paldOTHHKOB, OTBeTCTBEHHBIX 34
BejleHHe [eJONPOH3BOICTBA B CTPYKTYPHBIX NOJIpasIe/eHHAX, HeoOXOIMMBIMH
HHCTPYKTHBHBEIMH M CITPABOYHBIMM MaTepHalaMH.

2.2.10.PaspaboTka ¥  BHeJpEHHE HOBBIX METONOB  OpraHH3aluH
IIeNONPOH3BOACTBA, B TOM HHCIE HA OCHOBE HCIOJB30BAHHN COBPEMEHHBIX
MH(MOPMAIHOHHEIX TEXHOIOIHii, BEJIeHHE JEKTPOHHOr0 0KYMEHT0000poTa.

III. @yHKIHH KaHUeAsipHH

3.1. Kanuenspus B TIpolecce peamMsalli 3ajad  OCYILECTBIIACT
clieytomHe QyHKIHA:

3.1.1. OpranH3alHOHHY1O:

- opragmsyer u ofecrmednMBaeT  MCTONHEHHE  MHCTPYKIHH  TIO
JENONPON3BOACTBY B TEXHHKYME.,

3.1.2. Meroau4ecKyio;

- BHeZIpAeT 3JIeKTPOHHBIH JOKyMEHTO000pOT, HOBEIE TEXHOIOTHH B paGorte
¢ JIOKYMEHTaMH, CIOCOOCTBYIOIIME MOBLIICHHIO KYILTYPE], COKPAIEHHIO CPOKOB
MPOXOJXKACHHUA ¥ MCIOIHEHHA JOKYMEHTOB;

- OCYLIECTBIAET METOJH4YECKOe PYKOBOJCTBO W KOHTPOIE 34 opraHusanueH
IOKYMEHTaIllMOHHOT'O obecredenns B CTPYKTYPHBIX MOApasieleHHAX TeEXHHKYMa.

3.1.3. KonTpoisHy1O:

- obecrneyuBaeT  CBOEBPEMEHHOE  pPaccCMOTpeHHE  JOKYMEHTOB,
TIpefCTaBIIgeMbIX JTHPEKTOPY TEXHHKYMA;

- npoBepseT KauecTBO oOpMIAEMBIX JOKYMEHTOB;

- OpraHM3yeT KOHTPOJb 3a CBOEBPEMEHHBIM HCIIONHCHHEM IOKYMEHTOB B
COOTBETCTBHH ¢ PE30MIOLHAMH JHPEKTOPa TEXHAKYMa ¥ €r0 3aMeCcTHTENeH,

- paspabaThiBaeT CBOAHYIO HOMEHKJIATYPY Jell TeXHHKyma, HOMEHKIATypy
men KaHuenspuu, GOpMHpYeT Aesia KaHUENAPHH M OCYLIECTBIACT KOHTPOIL 3a
(GopMupoBaHHEM JIe)l B CTPYKTYPHBIX IO/Ipas/ieIeHHsAX.

3.1.4. YuetHyi0:



- PErHCTPHpYeT  INO/UIMHHHKH  OpraHH3alHOHHO-PaclopAIHTENbHEIX
JIOKYMEHTOB (BCeX BHIOB TpUKAa30B, pacrmopskeHHi M Jp.) TexXHHKyMa,
obecrnedrBaeT pacchUIKy KOITHH H O3HAKOMJIGHHE ¢ HUMH;

- OCYIIECTBIAET MpHeM, perdcrpauuio, o6paborky, yd4er, XpaHEHHE,
IOCTABKY W PACCHUIKY KOpPpECHOHAeHIHH (BXoAliel, ucxoasmeil, BHyTpeHHeii),
B TOM YHCJIE H 3JIEKTPOHHOMH;

- OCYIIECTBIAET MOATOTOBKY JOKYMEHTOB KaHIIENAPHH K clakue B apXuB.

3.1.5. MadopManHOHHYO:

- oGecrneurBaeT nouck U cbop HeobxoaUMOI HHPOPMALIHK;

- oDeclledMBaeT COOTBETCTBYIOIIHMI pexHuM [IOCTyNa K JOKYMEHTaM |
MCIONE30BAHAA HHMOPMALIHH, COJIEPIKalleHCs B HUX;

- TMOATOTABIHBAET MHCHMA, OT4ETHI, Choy:KeDHBIE 3amMCKH, OTBETHl HA
3aIPOCK] CTOPOHHHUX OPraHH3aLHi;

- OpraHH3yeT W OCYIIEeCTBJIACT H3rOTOBIEHHE, KONHPOBAaHHE, ONEPATHBHOES

pasMHOMEHHE J0KYMEHTOB.

IV. IIpaBa n 06A3aHHOCTH KAHNEIAPHH

4.1. Tlpasa u oOs3anHOCTH pPabOTHHKOB KaHIENAPHH ONpeaeAloTcs
OCHOBHBIMH 3a7auyaMi U (QYHKIHAMH KaHLEIAPHH.

4.2. PaboTHHKH KaHLEIAPHH HMEIOT MPaBo:

4,21, 3anpammMBaTe W [OIy4aTb OT pPYKOBOACTBA TeXHHKyMa H
PYKOBOJMTENEH CTPYKTYPHBIX MoApasjeneHuii HHQopMaiuio, HeoOX0AUMYIO 11
BBINOJHEHHS BO3JIOMKEHHBIX Ha KaHUEIAPHIO 3a/1a4 H (DYHKIIHIL.

4.2.2. OcyumecTBiiTs B INpelenax CBOEH KOMIETEHIHH MpOBEpPKy H
KOOPAMHALIMIO JeATeNBHOCTH CTPYKTYPHBIX TIOApasfeNeHni TeXHHKyMa o
BONpOcaM  JeONpOM3BOACTBA, O  pesynbrarax MNpPOBEPOK  IOKIabIBaTh
PYKOBOJCTBY.

4.2.3. Bosppaliare HCHOOJHUTENAM Ha JIopaboTKy oQOopMIEHHbIE C
HApyIIEHHeM  YCTAHOBIEHHBIX [pPaBHil  [POEKTEl  JOKYMEHTOB, JaBaTh

peKOMEHIaI[HH II0 YCTPaHEHHIO BEIABIEHHBIX HE0CTATKOB.



424, Tlo pemeHW0 pPyKOBOACTBA  TEXHHKyMa MpHBICKaTe B
YCTAHOBICHHOM TIOPSJKE CIENHATHCTOB CTPYKTYPHBIX MMOJpasfeleHuil K
MOArOTOBKE ITPOEKTOB IOKYMEHTOB.

4.2.5. VYuyactsoBatk B paloTe KoJJEerHalbHBIX OPraHOB YIpaBieHHA
TeXHHKyMa NpH OOCYKIEHHH BOMPOCOB, KACAIOIIMXCA COCTOAHHMA paboTel C
OOKYMEHTaMH.

42.6. TlogmucelBaTh M BH3MPOBATH [OKYMEHTHI B TMpeJeNax CBOCH
KOMIMETEHIIHH.

42.7. BHOCMTE NpPEMIOKEHHA 10 COBEPIICHCTBOBAHHIO  CHCTEMBI
JIeJIONPON3BOICTBA TEXHHKYMA.

4.3, PaboTHHKH KaHIENAPHH 00A3aHEL

43.1. PaspabareiBaTh JIOKa/nbHBIE HOPMATHBHBIE  JOKYMEHTHL 110
NeNIONPOH3BOICTBY B  TeXHHMKyMe (MHCTPYKUMIO 1O  JIe/IONPOU3BOACTRY,
HOMEHKIATYPY [ ¥ Ap.) H KOHTPOJIHPOBATh HX HCMOIHEHHE.

4.3.2. TlpuHMMaTh KOPPECTIOHAEHIHIO I OTINPaBKH M TpPOBEPATH €€
HATHYMEe, COCTARIATE AKTHI B CiIy¥ae IOBPEKIEHHs KOPPECIIOHACHLMH HIH
HeZIOCTaYH BIOMKEHHI.

43.3. CocrasnsTe peecTpbl, O(OPMIATE M OTHPABIATE HCXOAALIYIO
KOpPPECHOHAEHIIHIO 110 aapecam.

4.3.4. Becrn yuyer mpoxoxieHus H 06paboTKy BXomAmieH H HCXOISIEH
KOPPeCIOHIEHITHH.

4.3.5. OOGecrieynBaTh CBOEBPEMEHHOE PpACCMOTPEHHE WM PETHCTPALHIO
BXoasmel, HWcXomgmell M BHYTpeHHeH [IOKYMEHTAIWH, NPelCTAaBIAeMOH A
NOKJ1a/1a PYKOBOJICTBY.

4.3.6. OcylecTBiAT, CHCTEMATHYECKHH KOHTPONEL 33 CBOEBPEMEHHBIM
HCIOJTHEHHEM JTOKYMEHTOB.

4.3.7. KoHTponHpoBaTh MpABMIBHOE M CBOEBpPEMEHHOE COCTaB/ICHHE H
oopmieHHe JOKYMEHTOB, GOPMHPOBaHHE HX B [e/a.

4.3.8. OBecrieunBaTh METOJHYECKOe PYKOBOJACTBO OpraHHsalued u

BEJICHHEM JIENONPOH3BOJICTBA B TEXHHKYME,



4.3.9. OpraHn30BbIBATE U HECTH OTBETCTBEHHOCTH 3a MPaBHILHOE BEJCHHE
JTHYHBIX e ofy4aromuxcs 1 paboTHHKOB TEXHHKyMa.

4.3.10. ObecrneunBaTh TomydeHHe H O(opmieHHe ONaHKOB HOKYMEHTOB
cTporofi  OTHETHOCTH -  (UPMEHHBIX  JOKYMEHTOB M JOKYMEHTOB
rocyaapcteeHHoro obpasua (JMIUIOMOB, CBHZIETENBCTB, CEPTHOHKATOB M Ap.),
BECTH HX YUET H 3aM0/IHEHHE.

4.3.11. OcyecTBI4Th PYKOBOJACTBO H KOHTPOJIE 32 paboToi apXHBa.

4.3.12. OpraHu30BbIBATE  IIOBBINIEHHE KBAIH(HUKAUHH pPabOTHHKOB
KaHLeNAPHH.

4,3.13, Cobmopars mpaBuia OXpaHbl TpyJa, TeXHHKH 0e30MacHOCTH H
MPOTHBOTIOKAPHOM 3aIIHTEI,

43.14.  CoBepHIeHCTBOBATh OpraHH3alHIo Tpyoa  pabDOTHHKOB
Kanuenspu#, ofecrmeunBaTh HMX HWHBeHTapeM, oOOOpY[OBaHHEM, CpeICTBAMH
MEXaHH3aIlMK B Mpejiesiax BblIeNeHHBIX TEXHHKYMOM CPe/ICTE.

4.3.15. Cobmoaars npasiia BHYTPEHHET 0 TPYA0BOIO pacnopaaka.

V. OTBeTcTBEHHOCTH KaHNeNAPHH
5.1. PaboTHHKH KaHUENAPHH HECYT OTBETCTBEHHOCTD 34.
- HeobecriedeHHe YCTAHOBJIEHHOTO mopsaka paboTel ¢ JOKYMEHTaMH B
TEXHHKYME;
- HEBBITIOJIHEHHE YKa3aHWil W MOpYyYeHHH DYKOBOJCTBA TEXHHKyMa IIO

BOIPOCaM JA0KYMEHTAllHOHHOTo ofecrieqenns YIpaBleHHs.

VL. BaaumojeiicTBHe KaHUEJISPHH ¢ IPYTHMH CTPYKTY PHBIMH
noapasae/ieHHsiMH
6.1. Kanuenspus oCyIleCTBISET CBOIO JIeSTeBHOCTh BO B3aHMOIEHCTBHH C
PYKOBOACTBOM TEXHHKYMa H PYKOBOIAMTEIAMH CTPYKTYPHEIX MOAPaseneHuH;
6.2. 3amecTuTeneM aupeKTopa no yuebHoil pabore - mo Bompocam y4éTa H

OTUETHOCTH B ﬂﬁp&EUBﬁTEﬂ'EHﬂﬁ JeATelIEHOCTH;



6.3. BamecTHTelneM JIHpeKTOpa MO aAMHHHCTPaTHBHO-XO3AHCTBEHHOH
paboTe TexHMKymMa - IO BOMpOCAM MaTepHaTbHO-TEXHHYECKoro obecriedeHus
OPrTeXHHKOMH, KaHLEISPCKAMHU MPUHAIIEKHOCTAMH H M.

6.4, llenrpanuszoBanHolf OyxranTepuedi - 10 BompocaM y4€ta M
oTuéTHOCTH (TIOMyYEeHHs H ClHcaHus) O71aHKOB CTPOroi 0T4ETHOCTH,

6.5. FOpHCKOHCYILTOM TEXHHKYMa - 10 MPAaBOBBIM BOIpOCaM, CBA3AHHBIM

¢ IIOATOTOBKOH JIOKYMEHT
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