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1. 3AI'AJIBHI ITOJIOKEHHS

.1 Biumin xanuensapii € aaMiHicTpaTuBHHM CTPYKTYPHUM TIAPO311JIOM
(baxoBoro kousemky imkenepii, ynpasiidHs Ta 3EMIICBIIOPSIKYBAHHS JlepacaBHe
HEeKOMepLIiiHe MiANpHEMCTBO «Jlep:kaBHuit yHiBepcuteT «KuiBChKHil aBiamiiinuii
IHCTHTYT», 110 34IMCHIOE oOpraisauiio, BCIACHHA, KOHTPOJIb Ta 30epiraHus
JIOKyMeHTanll, 3ale3nedyye HaleKHMI JIOKYMEHTOOOII, apxiBHy CHpaBy Ta
IHpOpMaLitiHO-10BiAKOBY PoGOTY.

[.2'Y c¢BOIi AlsIBHOCTI KaHLenspis KOJIeKy Kepyerbes KoHcTuTywiero |
3aKOHAMH Y KpaiHu, akrtamu [Ipesunenta Vipainy, Kabinery MinictpiB Vkpaiuu,
CTaTyToM KoOJemIKy, HaKazaMu AUPEKTOpa, PILEHHAMH MeJaroriydoi paam
KOJIEIUKY, IHCTPYKLI€IO 3 IiMIOBOACTBA B KOJNEMKI, a TAKOXK IHIIMMMN YUHHUMHU
HOPMAaTHBHO - NpaBOBHMH aKTaMH 3 IHTaHb /iTOBOACTBA, a TaKOX LIMM
[TonoxeHHsM.

[.3 Bigain xanuenspii nianopsakoByeTbes Oe3MocepeIHbO  AUPEKTOPY
KOJIe/TXKY.

l.4 CrpykTypy Bimminy kaHuemspii 3aTBEPIKYE IHUPEKTOP KOmemxKy. Jlo
CKIlany BIAALTY BXOMSTE:

~  3aBIAYBay KaHLEJAPI€IO;

- apXxiBapiyc;

—  IUJIOBOL;

- CeKpeTap BIAUTY KaHUESpI].

1.5 Kanuensipis n1s kopuctyBanHst B poGoTi Mae [I€YATKy ISl JOKYMEHTIB,
KYTOBHH WITaMI, WITaMN JJIs BXiZAHOI KOpecHoHIeHUil Ta s 3aBIpEHHS
JTOKYMEHTIB.

1.6 Kanuensipist y ¢Boiit misipHOCTI CIIIBIIPALIIOE 3 aAMiHICTpaLiero KOJIe KXY,
BILIUIEHHAMH, OyXranTtepiero, Bimmizom KaapiB Ta IHUIUMH CTPYKTYPHUMH
miaposainamu Konemxy.

2. 3JABJIAHHS TA OBOB’SI3KH KAHILIEJISIPI]

/1o ocHOBHHX 3aBaHb Ta ByHKIIIH KaHLeAPIT HaJIeKUTh:

2.1. 3nilicHIOBaTH KepiBHULUTBO Ta KOHTPOJIb 3a MPAaBUJIBHUM BeJEeHHSIM
IIOBOJCTBA B KOJIEKI Ta HOTO MOAaIbLIe B/IOCKOHAJIGHHH.

2.2 3abesmevyBaTH 4YiTKy Opraizamilo IiTOBOIHOLO 00cJIyroByBaHHs,
CBOEYACHO PO3rIAaTH BXIJAHY, BUXIHY Ta BHYTPILLIHIO KOPECIOHAEHIIIO, BECTH 11
OOJIIK, JOCTaBISATH PO3NOPSAMY JIOKYMEHTH 10 TIAPO3AinaM, BiANpaBiIsTH
KOPECIIOHICHLIIKO ajpecaTtaM, (GopMyBaTH Ta 30epiraTd JOKyMEHTH y CIpaBH

BIAMOBITHO J10 HOMCHKJIATYpH CrpaB KOJCMKY Ta IIArOTOBKA CIpaB [0
epeaaBaHHs B apXiB.
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2.3 HajnaBaTu MeTOAMYHY JIOMOMOTY 3 [HTaHb oprasdizauii po6otu 3
JTIOKYMEHTaMH.

2.4 3acBiAUyBaTH MeEYaTKOI JOKYMEHTH Yy BHIQAKax, IMepead0adeHux
IHCTPYKLI€IO 3 1IJIOBOACTBA B KOJIEITKI.

2.5 3MIACHIOBATH Ta KOHTPOJIIOBATH BEACHHS apXiBHOT CIIPaBU B KOJICIXKI.
BianoBiZiHO 10 BCTAHOBIECHOIO [IOPAZKY 3a0e3revyyBaTH CHUCTEMATH3ALIiIo,
30epiraHHsl  3aKiHYE€HHX IOTOYHHM JiJIOBOICTBOM JTOKYMEHTIB. Hanasaru
HEOOXIIHY METOJAMYHY JIOMIOMOTY 3 [THTaHb I111rOTOBKH JOKYMEHTIB IUIs 3/1a4i 1X B
apXIB, POBOAMTH POGOTY 3 €KCNEPTH3H LIHHOCTI apXIBHUX JO0KYMeHTiB. Ha oCcHOBI
JaHHX, K1 30epiraloThes B MaTepianax apxisy, rOTYBaTH BCTAHOBJICHY 3BITHICTE Ta
JTOBIJIKH 3TIIHO 3 3a[IUTAMU TPOMAJISH, OpraHi3allii.

2.6 IlpoBoaut poGoTy 1Mo 067iKy AOKYMEHTIB, po3risimaTd Ta 30epiraTtu
[MCbMOBI Ta YCHI 3asiBH IPOMA/IsH 1 3AIHCHIOBATH BiANOBLIHME KOHTPOJIb.

2.7 3MIACHIOBATH KOHTPOJb 3a CBOEYACHMM BUKOHAHHSIM Kep1IBHMKAMH
M1APO3/1iJ1iB PO3NOPAAYMX AOKYMEHTIB, SKi 3HAXOISTECS HAa KOHTPOJII.

2.9 3a0esneuyBaTH MOCTiiHE ZOTPUMAHHS [MPaBUJI POOOTHU 3 TOKYMEHTaAMH
« s ci1y’;k00BOro KOpHCTYBAHHSY.

3. OCHOBHI ®YHKIII KAHLIEJISIPI]

KaHuemsipis BIANOBIAHO 10 MOKIAafeHMX Ha Hei 3aBIAHE 301MCHIOE TaKi
(PYHKLIT:

3.1. Ananizye n0BiaKH i 10mMOBIA] CTPYKTYPHHX MIAPO3ILIIB 1 Ja€ BUCHOBKH
Ha HUX.

3.2 3abesneuye cBOEYACHY PO3CHIIKY MaTeplaiB, AKi MiAIITalOTh PO3IIISIY
HAa 3QCI,HHHH$1}{ aﬂhIIHlCTpaTHBHDl 1 HeﬂaFDFlHHDl paﬂ i HOBI,U,GMHH!': Hpo gyac 1x

[IPOBE/ICHHS.

3.3 Pospobase i 3ampoBamkye 3axomM, OO0 BIOCKOHATEHHS CILyKOHU
JIJIOBOJICTBA Y KOJIETKI,

3.4 Po3polusie iHCTpYKILIT 3 BeeHHs 1iJI0BOICTBA Y KOJIeKI Ta 03HAHOMITIOE
3 HEIO MpalliBHUKIB.

3.5 IlpoBOAMTL KOHTPONL 33 CBOEYACHUM BHKOHAHHSM JIOKYMEHTIB Ta
IH(POPMY€E KePiBHHIITBO MPO X BUKOHAHHSL.

3.6 KoHTpostoe 3a TepMiHOM BHKOHAHHS CTPYKTYPHHUMH IiAPO3AiJIaMHu
TIOPYYEeHb KePIBHULUTBA KOJIEUKY.

3.7 Bene obuik i peectparito 10KyMeHTIB.

3.8 Harnsnae 3a mpaBuabHICTIO cKIanaHHS i O(OPMIIEHHS JIOKYMEHTIB,
[epeBIpsi€ AKICTb MIATOTOBKH JAOKYMEHTIB, MPEACTaBICHUX HA MIAMUC AUPEKTOPY
KOJIEJIKY.
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3.9 Bene o6nik n0KkymeHTiB "Il cnyk60oBoro KOpHCTYBaHHA", ski

SHAXOIVITECA B CTPYKTYPHHX MIAPO3AiNax KomemKy.
3.10 Odopmuasie i poscunae po3nopsaa4l 10KYMEHTH.

3.11 T'otye cnipasu, 3akinyeHi 1i10BOACTROM | 371a€ B apXI1B KOJIEIKY.
3.12 Ilpuitmac i peectpye 3assuy, CKapru rpoMa/isiH.

3.13 Hanpagisie kopecrnonnenuiio s CTPYKTYPHI MIAPO3IIJIH 10 BHKOHAHHSL.

3.14 KonTposmoe 3a noTpumanism TCPMIHIB BUKOHAHHS JIUCTIB, MOBiIOMIIsE
[IPO PE3YJILTATH IX PO3IJIsA/Ly 3asiBHUKY Ta OpraHisauii, Bil IKoi HaxiHIIIH JTHCTH.

3.15 Ilpuiimae Bxigny KOpEeCMOHIAEHLIIO 1 po3momiisie ii B CTPYKTYpPHi
[IAPO3/1iIU Ta agpecaram.

3.16 3nilicHIOE IPUHOM, O00JIIK, 30e
I1JIOBOJICTBOM.

3.17 KoHTpomoe mnpasuabHicT CKIIa/JaHHS. HOMEHKJIATY
CTPYKTYPHHUX MIAPO3A1IaX KOJEIKY.

3.18 Cknanae HOMEHKJIaTypy CHpaB KaHLeJspii,
HOMEHKJIATYPOIO.

PiraHHA | BHKOPHUCTAHHS CIipaB, 3a
pu crmpaB vy

(hopmye cripaBu 3rigHo 3

3.19 Cknanae 3pemeny HOMEHKJIAaTypy cIpaB K

OJICIKY 1 NpeacTaBnse il
KepIBHULITBY HA 3aTBepyKeHHS.

3.20 KoHTpomroe npasuipHe hopmyBaHH#, 36epiranHs i BHKO
Y CTPYKTYPHUX MIAPO3/iIax.

3.21 Hapnae METOUYHY
3/1a4l B apXiB.

PHCTaHHsI CIIpaB

AOTIOMOTY B O()OPMICHHI CHpaB, SIKi MiUISFAIOTE

3.22 I'otye maTepianu 10 371a4i B apxis.

3.23 Po3pobiisie 3axoam oo 3aXHCTY KOH(MIAeHUiHHOT iHdopmarii.

4. [IPABA TA OBOB’SI3KH KAHILLEJISIPIi
KaHuenspis mae npago:

4.1.  OsnaiiommroBaTHcs 3 HaKasaMH, pO3IOps/UKEHHSIMH  KepiBHHIITBA
KOJICIUKY, IHILMMH OKYMEHTaMH, 1110 CTOCYIOTBCS AISIbHOCTI KaHLespiy.

4.2. JlaBaTu BKa3iBKkH CTPYKTYPHHUM MIAPO3i7aaM 3 [MHTaHb, 110 BIAHOCITHCS
A0 KOMIETCHUIT KaHUEAPIT i BUILUTHBAIOTE i3 QyHKIIIH,
[TonoxeHHi.

4.3. IlepeBipsiTi npaBUIbHICTE 0o
KEPIBHUIITBY.

L0 TIEPEPaxoBaHi B LbOMY

PMJICHHA IOKYMEHTIB, IOJaHUX HA ITi AITHC

4.4. Bumararu Bix CTPYKTYPHHX MIAPO3JUIIB INepeaadi Ha 30epiraHHs

AIOKYMEHTIB, O(GOPMIEHMX 3riHO 3 YHHHHMM ACPXKABHUMH CTaHJapTaMu

I
[IpaBUJIaMH.
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4.5. Ilosepratn Ha noonpaioranusg CTPYKTYPHHUM ILAPO3/1iJIaM JIOKYMEHTH,
OOPMIICHI 3 MOPYINEHHAM BCTAHOBIEHMX BUMOI' 1 BUMAraTud iXHbOI JIOPOOKHU Y
BUIAZIKy MOPYILICHHS IpaBHUII Ai70BOICTRA.,

4.6. IndopmysaTn AMPEKTOPa Npo CTaH poOOTH 3 HOKYMEHTAMH T4 BHOCHTH
[IPONO3ULIT O/10 X MOJiNIIeHHS,

4.7. OnepxyBaTH Bin CTPYKTYPHHX TIAPO3ALIIB MaTepiamy, HeoOXiiHl a1
3MIHCHEeHHS MiAIbHOCTI KaHLeJApi].

4. 8. JlaBatu PO3'ICHEHHS | PeKOMEHIauIl 3 [HTaHb, 110 BXOJSTh Yy
KOMIETEHLIIO KaHLEJIspiT.

3aBIIyBay KaHLEAPIEI TAKOK Mae 1paBo:

4.9. [lianucyBaTy | BI3YBAaTH AOKYMEHTH, NOB'sI3aHI 3 AISUIBHICTIO KaHLEeJspil.

4.10. Brocutu nponosumii Y BIAALT KaapiB i KE€PIBHUIITBY KOJIEIKY 11010
“IPYKTYPH, IITaTHOro posmucy, miaGopy KaZpiB KaHLeJspil, mpo NepeMILLEeHHs
NpallBHUKIB KaHLEIAPIl, IX 320X0UeHHS 3a YCHIIIHY poOOoTYy, a TaKo3K IIPOMO3UIILIT
PO HAKIAACHHSA NUCHMIITIHADHUX CTSACHEHL HA MPALIBHUKIB, 10 MOPYLIYIOTH
TPYIIOBY THCLUILIIHY.

Kanuenspis 30608’ g3ana:

4.11. OpranizoByBatu c¢Boro pOOOTY 3TiZHO 3 YHHHUM 3aKOHO/1aBCTBOM
YKpaiHH, YCTAaHOBYHUMH Ta OpraHi3auiiHO-pO3Mops TYHMH JAOKYMEHTaMH, 110
PEINIAMEHTYIOTh BHYTPILIHIO MisUIBHICTE KOJIEIUKY Ta uuM IlomoxxeHHSIM.

4.12. BuacHo i sixicHo SHKOHYBATH TOKIaeH! Ha KaHUENAPiio 3aBaaHHs Ta
AOPYYCHHS KEPIBHULITBA KOJIEIKY.

4.13. Bectu nokymenTaio KaHLeIsApIl 3rigHo 3 HOMEHKJIaTyporo CIipaB Ta
[HeTpyKkUi€ro 3 ninoBoacTsa KOJICIKY .

4.14, 3abe3neuyBary 30epiraHHs OpPUTiHAIB T3 KOMII JOKYMEHTI.

4.15. lorpumyBatucs TPYAOBOl IMCLUMIUIIHU, a TaKOK [IPaBUJI 1 HOPM
OXOPOHM Mpalll, TOKEKHOT Oe3neKH Ta CaHITAPHO-TIrIEHIYHUX HOPM.

S. BLINOBITAJIBHICTh KAHIEJISIPI]
S.1. KaHuenspis mnece KOJICKTHBHY BIANOBIJANBHICTE 3a HeCBOEYAaCHE |
HCHAJIC’KHE BUKOHAHHS MOKJIAAeHUX HA HBOL'O 3aB/1aHb 1 QYHKLIIH,
5.2. HenmorpumanHs Bumor AMHHOTO  3aKOHOZIABCTBA Ta BHYTPIIIHIX
HOPMAaTHBHHUX JOKYMEHTIB NpH 3iiCHe K] (PYHKUIHN, MOKIaneHux Ha KaHLeJISIPIro.
5.3. TlpauiBHuky KaHUEAPIT HEeCYTh BiAMOBIiAANbHICTE 34 BUKOHAaHHS

rpoMazsiHam.
J.5.Ha 3aBinyBaua KaHLE/APIT IOKIaZlaeThesl BiNOBI naibHieTE 3a-
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OpPraHi3auilo AisSsIBHOCTI KaHIens

Pl 3 BUKOHAHHS IOKIANEHHX Ha He)
3aBIAHD | DYHKLIIH;

- OpraHi3auiro IiJI0BOACTRA B KaHLEJIAPIT 3riTHO 3 YNHHUMH HALliOHATBHHMMU
CTaHAapTaMH Ta HOPMATUBHO-IIPABOBUMH aKTaAMMU;

CBO€YACHE 1 SKICHE BHKOHAHHS BH3HAYCHMHX

HAKa3IB | 10py4eHb KepiBHUIITBA KOJIeIKY,
- 3aDe3leyYeHHs:  A0TpUMaHHS

JIOKYMEHTaMH B KOJIEKi:

VI KaHUeNspll 3aBOaHb,
[0Ca/10BUX 00O0B’A3KiB i npaniBHUKIB;
BCTAHOBJICHOIO  TOpsAAKYy poGotu 3

- ROHTPOJIb 32 BUKOHAHHAM TOKYMEHTIB, 110 HAIXOISTh A0 KaHLEJISIpil;

- MATOTOBKY i CBO€YACHE MONaHHS KEpIBHULITBY KOJIEXKY BXIIHOI, BUXITHO]
Ta BHYTPILIHBOT TOKYMEHTAILI]:
- paLllOHANBHUN PO3MIO i POOOTH MIJK IpalliBHUKAMH KaHLespil;
- AOTPHMAHHS HEOOXIZIHMX YMOB Mpali NpauiBHUKIB Kan
HOPM OXOPOHH NpaLli, MOKeKHOT Ge3nekHu:
- 30€peKeHICTh MpUHHATHX Y po0OTy 1OKYMEHTIB:
- AOTPHMAaHHS TPYA0OBOI Ta BUKOHABYO] AUCLIMITTIHH,

- 30epekeHHs MaiiHa, 1o 3HAXOIHTECS B KaHLespil.

LeJIApil, IpaBu i

6. IPUKIHLEBI NOJIOKEHHS]
0.1 /lane ITonoskenwus noroaxyerbcst 31 C

YXBAMOETLCs llenaroriunoo pamoro Ta
Konemxky.

TYACHTCHKOIO pa0r0 Kouemxy,
BBOAHUTBCS B fAir0 Hakazom JAUPEKTOpa

0.2. 3MiHUM Ta JONOBHEHHS 10 1aHOIO [onoxenns opopmmororsest msxon
BHKJIalaHHs HOTrO B HOBIH pemakuii Ta 3aTBEPK

YIOTBCS B TOMY K NOPSJKY, IO i
came lonosxenns.

6.3 Kosemix 3a0e3neuye nyoniyHmii JOCTY

(1 10 TeKeTy llonoxeHHst yepes
BIIACHUH O(DILIHHUIT CaliT.




