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1. O0mme nonoxKeHust

1.1. Hacrosimas 10JDKHOCTHAsE MHCTPYKIMS cocTaBiieHa Ha ocHoBe IIpodcranmapra: 07.002
«Cnenuanuct 1O OpraHU3alMOHHOMY H JOKYMEHTAl[MOHHOMY OO€CIEYEHHMIO YIIpPaBJICHUS
OpraHM3anyei», YTBEp)KIEHHOIO IpUKa3oM MuHHCTEpPCTBA TpyJa M COLMAIBHOW 3allUThI
Poccuiickoit @enepanuu Ne 276H ot 6 mast 2015 r; ¢ yuetom ®Penepansaoro 3akona Ne273-D3 ot
01.12.2012r «O6 obOpa3zoBanuu B Poccuiickoit deneparn» B pegakuuu ot 2 urois 2021 roga; CII
2.4.3648-20 «CaHUTapHO-3MIUAEMHUOIOIMYECKUE TpPeOOBaHMUA K OpraHu3alusM BOCIUTaHUS U
o0yuyeHMs, OTAbIXa U O3JOPOBJICHUS JeTe M MoJoAexm»; coriacHo TpyaoBomy Kogekcy
Poccniickoit ®denepanmym M WHBIM HOPMATHBHBIMM aKTaMH, PETJIAMEHTHPYIOLIUM TPYIOBBIE
OTHOIICHUS MEXy paOOTHUKOM U pabOTOATEIEM.

1.2. Hacrosimas UWHCTPYKLHUS YCTAHaBIMBAeT (PYHKIMOHAJIbHbIE OO0S3aHHOCTH, IIpaBa U
OTBETCTBEHHOCTh COTPY/AHHUKA, 3aHUMAIOIIETO B 0011€00pa30BaTeIbHON OpraHU3aluy J0JKHOCTD
JIEJIONPOU3BOAUTEIIS.

1.3. Ha 10J15%KHOCTB A€0NPOU3BOAUTENS MOYKET HA3HAYATHCS JIMIIO:

*  uMeromee cpeaHee NpodeccHOHATbHOE O00pa3oBaHHWE, MpPOIMIEAIIee  MPOrPaMMbI
MOJTOTOBKY KBAIU(DUIIMPOBAHHBIX Pab0UMX, CIIyKAIUX;

* COOTBETCTBYIOIEE TPEOOBAHMIM, KACAIOUIMMCS MPOXOXKACHUS NpeaBapUTEIbHOrO (Ipu
MOCTYIUIGHUU Ha PadOTy) U MEPUOAUYECKUX MEIUIMHCKHUX OCMOTPOB, BHEOYEPEIHBIX
MEAMLIMHCKMX  OCMOTPOB [0  HampaBieHMIO  paboronarens,  00sA3aTeIbHOrO
MICUXUATPUUECKOTO OCBUIETEILCTBOBAHUA (HE pexke 1 pasza B 5 neT), npodeccuoHalIbHON
TMTMEHUYECKON MOATOTOBKM U aTTecTauuu (IIpU IpueMe Ha paboTy U najnee He pexe |
paza B 2 roja), BaklMHAIUMU, a TaKKe HUMEIOIIEE JHMYHYIO METUIIMHCKYIO KHIDKKY C
pe3yJibTaTaMi MEAMIMHCKUX 00Ce0BaHui 1 Ja00PaTOPHBIX UCCIIEI0BAaHUM, CBEACHUSIMHU
O TMpPHUBUBKAX, [EPEHECEHHBIX HWHQPEKIMOHHBIX 3a00JIEBaHUAX, O MPOXOKICHUU
npodeCCHOHATBHON TMTHEHNYECKOM MOITOTOBKH U aTTECTALlUU C JIOIyCKOM K padore;

* HE UMEIoIlee OTPAaHUYCHHUN Ha 3aHATHE TPYJIOBOM NEATEIBHOCTHIO B chepe oOpa3oBaHus,
U3NI0KEeHHBIX B cTatbe 351.1 «OrpaHudeHus Ha 3aHITHE TPYIAOBOM NEATEIHLHOCTHIO B
chepe oOpa3oBaHMs, BOCHHTAHUSA, DPA3BUTHS HECOBEPIICHHOJETHUX, OPTaHU3allUUd UX
OTABIXa W O3J0pPOBICHHS, MEIUIMHCKOTO OOECIEeYeHHs, COIMAJIbHON 3alIuThl |
COLIMATBHOIO OOCIyXHBaHUs, B cdepe IEeTCKO-IOHOLIECKOTO CIOpTa, KYyJIbTYpbl H
HUCKYCCTBA C YYaCTHEM HECOBEpIICHHOJETHUX» TpymoBoro koxekca Poccuiickon
denepanuu.

1.4. Jlemompou3BoauTeNnsi Ha3HadYaeT W OCBOOOXKIAET OT 3aHMMAEMOM JOJDKHOCTH JHPEKTOP
o0meo0pa3oBaTeIbHOM ~ OpraHU3allid B TOPSIKE, YCTAHOBJICHHOM TpYyJIOBBIM  KOJEKCOM
Poccuiickoit deneparuu U TpyJI0BBIM JIOTOBOPOM (KOHTPAKTOM) C pAOOTHHKOM.

1.5. ,Z[CJIOHpOI/I?;BOI[I/ITeHI) OTHOCHUTCA K KaTCropun TEXHHUYCCKHUX HUCIIOJIHUTENICH U HaXOJIHUTCI B
IpAMOM IMOAYUHCHUHA Y JUPCKTOPaA O6H.I€O6pa3OBaTeHLHOFO YUPCIKIACHUS.

1.6. Jlenonpon3BoAUTENb B INKOJE€ [PH  BBIIOJHEHWHM  JOHKHOCTHBIX  00sS3aHHOCTEN
DPYKOBOJACTBYCTCA:




Kouncrurynueit Poccuiickoit ®eneparuy;

[TopsimkoM opraHu3alvy U OCYILECTBIEHUSI 00pa30BaTEIbHOMN AESITEILHOCTU 10 OCHOBHBIM
o011eo0pa3oBaTesIbHBIM [IPOrpaMMaM - 00pa3oBaTeNbHBIM IpOrpaMMaM Ha4yajJbHOIO
0011ero, OCHOBHOT'O OOIIETO U CpeJHero oouiero ooOpa3zoBaHusi, yTBepk1eHHbIM [Iprkasom
Munucrepctsa npocseiieHus PO ot 28 asrycra 2020 r. Ne 442;

®enepalibHbIM roCyapCTBEHHBIM 00pa30BaTEIbHBIM CTaHIapTaMU 0011ero o0pa3oBaHus;
CII 2.4.3648-20 «CaHuTapHO-3NUIEMHOJIOTHYECKHE TpeOOBaHUA K OpPraHU3aLUsSM
BOCIHTaHUS U 00y4EHUs, OTJbIXA U 03/I0POBJICHUS JETEH U MOJIOJICKIY;
aIMUHUCTPATUBHBIM, TPYAOBBIM U XO3MCTBEHHBIM 3aKOHOAATEIBLCTBOM Poccuiickoit
®Oenepanuu;

IIOCTAHOBJICHUSIMH, PACHOpPSDKEHUSAMH, TpUKa3aMM W HMHBIMH  PYKOBOISIUMMHU H
HOPMAaTUBHBIMH TOKYMEHTaMH, OTHOCSIIIIUMUCS K BEJICHUIO JAEIONPOU3BO/ICTBA;
CTaHJIapTaMM  YHU(DUIHUPOBAHHONH  CHCTEMbl  OPraHU3ALMOHHO-PACIOPSAUTEIbHON
JIOKYMEHTaI1Y;

npaBuiIaMu opdorpaduu 1 MyHKTyaluu;

npaBWIaMU pabOThl HA KOMIIBIOTEPE M UHOW OPTTEXHUKE;

IIPaBWJIaMU ¥ HOPMaMH OXPaHbl TPyJa, IPOU3BOJACTBEHHOW CAHUTAapUH U MOKapHOU
0e30IacHOCTH;

¥YcraBom u [IpaBunaMu BHYTpEHHETO TPYAOBOIO PACIOPsIKA, IPYTUMH JIOKAJIBHO-
MPaBOBBIMHU aKTaMU 00I11€00pa30BATENBHOTO YUPEKICHHS,

JTAHHOM TOJDKHOCTHOW MHCTPYKLMEH U TPYAOBBIM JJOTOBOPOM (KOHTPAKTOM);

KonBenuueit o npaBax peOeHKa.

1.7. J1e1onpon3BOAUTEND IIIKOJIBI 00I3aH 3HATh CIEAYIOIIEE:

I'ocynapctBennsblii crannapt Poccuiickoit @eaepanuu «/leaonpon3BoacTBO U apXUBHOE

b1 () (O

HOpMaTHBHbBIE NIPABOBBIE AKThl 1 HOPMAaTUBHO-METOJAUYECKUE JOKYMEHTHI, ITOJI0KEHHUS,
MHCTPYKLMHU U UHbIE MaTEpUaJIbl U JIOKYMEHTHI 110 BECHUIO JI€JIONPOU3BOJICTBA B LIKOJIE;
COBpeMEHHBIC NH()OPMAIIMOHHBIE TEXHOJIOTHH PabOTHI C JOKYMEHTAMH,

MOPSAZIOK pabOThI C TIOKyMEHTaMU;

CXEMBI IOKYMEHTO000pOTa;

npaBuiia pabOTHI C BXOASIIUMU, UCXOAAIIUMHI ¥ BHYTPEHHUMHU JOKYMEHTaMHU;

npaBWia  OpraHW3alii W (GOPMBI  KOHTPOJSI ~ HCIOJHEHUS  JOKYMEHTOB B
0011e00pa30BaTEIHLHOM YUPEXKICHUY;

TUIIOBBIE CPOKU UCIIOJTHEHUS IOKyMEHTOB;

MPUHLHUIIBI pAOOTHI CO CPOKOBOM KapTOTEKOM;

Ha3HAYEHHUE U TEXHOJIOTUS TEKYIIETO U MPEeAyNpeIuTeIbHOTO KOHTPOJIS;

IpaBHJIa COCTABJICHUS AaHATUTHUECKUX CIPABOK MO0 OpraHU3aluu padoThl C JOKYMEHTaMU U
KOHTPOJIIO MCITIOJIHEHUS JOKYMEHTOB;

npaBUia JOKYMEHTAIlMOHHOTO OOecreueHusi JesTeNbHOCTH 00I1e00pa3oBaTeIbHOTO
YUPEIKICHUS;

BUJIbI JOKYMEHTOB, UX Ha3HAUYEHUE;

TpeOOBaHUs, MPEIbABISEMbIC K TOKYMEHTaM B COOTBETCTBHHM C HOPMATUBHBIMU aKTaMH U
roCy/1IapCTBEHHBIMU CTaH/IapTaMU;

npaBuiia COCTaBIeHUS U oopmiieHUsT HHPOPMAITMOHHO-CIIPABOYHBIX, OPTaHU3AIIHOHHBIX,
YIPaBIE€HYECKUX JOKYMEHTOB;

npaBuUiia CO3JaHMs W BeIeHUS 0a3 JaHHBIX CIYKEOHBIX JTOKYMEHTOB B 00pa30OBaTEIbHOMN
OpraHu3aluy;

CHCTEMBI AJIEKTPOHHOTO JIOKyMEHTO000pOTa;

ImpaBujia U CPOKH OTIIPABKU UCXOAAINNX JOKYMCHTOB,

TpeOOBaHMS OXpaHBI TPY/Ia U MOKAPHON OE30MaCHOCTH Ha pabodeM MecCTe;

METOAMYECKHE PEKOMEHJAIMM TI0  BBIIOJIHEHUIO paboThl €  JOKYMEHTaMH B
0011e00pa30BaTEIbHBIX YUPEKICHUSIX;

MOPAAOK KOHTPOJIA IMTPOXOKACHHUA CJ'Iy)KG6HOI>i AOKYMCEHTAIlUU U MaTCPHAJIOB,

CTPYKTYpY 00111€00pa30BaTeILHOTO YUPEKIACHUS U COCTAB COTPYIHUKOB,;

BUJIBI HOMEHKIIATyp, oOIme TpeOoBaHHS K HOMEHKJIATYPE, METOIHMKA €€ COCTABICHUS W
odopmieHus;



nopsaok ¢popmupoBanus u opopmiieHus aen, cnenudrika GopMUPOBAHUS OTIACTHHBIX
KAaTeropui J1e;

IpaBUJIa XpPAaHEHUSI J1€]1, B TOM YHUCIIE C JOKYMEHTaMH OIPaHUYEHHOTO JOCTYTIA;

MpaBHJIa BbIIa4H U UCIIOJIb30BAHUS JOKYMEHTOB M3 C(OOPMUPOBAHHBIX JIEIT;

KPUTEpUU pa3/eieHHs] JOKYMEHTOB Ha TIpPyHIbl B COOTBETCTBUM C IIEHHOCTHIO
MH(POPMALIUH, COICPIKAIIEHCS B HUX;

HOPSIIOK CO3JJaHMs, OPTaHU3AIMH U JTOKYMEHTHPOBAHUS PA0OThI SKCIEPTHON KOMUCCHH;
MIpaBWJIa COCTABIICHUS M YTBEPKJIEHUS IIPOTOKOJa pabOThl 3KCIIEPTHOW KOMHUCCHUM;
IIpaBUJIa COCTABIICHUS U YTBEPXKACHUS aKTa O BBIACJIEHUU JOKYMEHTOB, HE MOJUIEKAIINX
XPaHEHUIO;

IpaBWjia TEXHUYECKOW OOpabOTKM M MOJHOTO OGOpMIEHHUS [el1 MOCTOSHHOTO U
BPEMEHHOI'O CPOKOB XPaHEHUS;

IpaBUJia COCTABJICHUS OMUCH JI€JI TOCTOSIHHOIO M BPEMEHHOI'O CPOKOB XpaHEHHs B
COOTBETCTBHH C JEHCTBYIOIMMU HOPMATUBHO-METOIMYECKUMU JTOKYMEHTAMH;

IpaBuiia epeadu Jell B apXuB 0011e00pa30BaTeIbHOTO YUPEKACHNUS;

NpaBUIa UCTIONB30BaHus TeledoHa, (hakca, Kcepokca, IpUHTEpa, CKaHepa, KOMITBIOTEPa;
npaBuiIa pabOThl C TEKCTOBBIMU PEIAKTOPAMHU M AJIEKTPOHHBIMH TaOiauIaMu, 6a3oi
JAHHBIX, 3JIEKTPOHHOMU MOYTOM, HHTEPHET Opay3epamu;

TEXHOJIOTHIO CO3/1aHusl, 00pabOTKH, epeiayll U XpaHEeHUs Pa3IMYHbIX JOKYMEHTOB;
npaBuiIa JIeIOBOM MEPENUCKU, COCTaBJICHUs M HAOOpa JEJOBBIX IMHCEM C NMPUMEHEHHEM
TUTIOBBIX 00PA3IIOB;

JIEJIONPOU3BOJICTBO U €0 BEACHUE;

TpeOOBaHMS IO COXPAHHOCTH CITY)K€OHOW MH(POPMAIIHNH, 3aIUTE MEPCOHANTBHBIX JaHHBIX;
OCHOBBI 3TUKH U CTETUKH;

IpaBuIa JeI0BOT0 OOIICHHS;

MOPSAZIOK OKa3aHUs MEepBOl 10BpaueOHON MOMOIIH;

MOPSAOK JECUCTBUM MPU MOXKAPE WM MHOW YPE3BBIYANHON CUTYyallMH, SBaKyalllHy.

1.8. JeaonpOou3BOIUTENL NIKOJIEI TOIKEH YMETh:

paboTtath cO BCEil COBOKYMHOCTBIO HMH(OPMAIIMOHHO-IOKYMEHTAIIMOHHBIX PECYpPCOB
0011e00pa30BaTEIBHOTO YUPEKACHUS:

MI0JIH30BATHCS CIIPABOYHO-TIPABOBBIMU CHCTEMAaMHU;

MOJIH30BATHCSl ABTOMATH3MPOBAHHBIMUA CHUCTEMaMH y4eTa, PeTUCTPalWd, KOHTPOJIS H
MH(POPMALIMOHHO-CIIPABOYHBIMU CUCTEMAaMH MPH paboTe ¢ TOKYMEHTAMHU LIKOJIBI;
NPUMEHSTH COBpEMEHHbIE HH()OPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH ISl pabOThHI
C IOKYMEHTaMH, B TOM YHCJIE JUIsl €€ ONTUMM3ALMHU U MOBBILICHUS Y3PPEKTUBHOCTH;
OpraHu30BBIBaTh pabOTy MO YYeTy, XpaHEHHI0 MU Tepefadye B COOTBETCTBYIOIIEE
CTPYKTYPHOE MOJIpa3/ieieHue JOKYMEHTOB TEKYIIETO JeI0NPOU3BOICTBA;

UCIIOJIb30BaTh HOMEHKJIATYPY JeNl IPU M3yYeHUH CTPYKTYphl 00111€00pa30BaTeIbHOTO
YUpPEXKIICHNS, COCTABICHHH OIMCEH e,

OpPraHU30BBIBaTh PabOTy MO (HOPMHUPOBAHHIO JET B COOTBETCTBUH C YTBEPKICHHOU
HOMEHKJIATypOM JIeJT MIKOJBI;

NPaBUIBHO M CBOEBPEMEHHO (POPMUPOBATH TOKYMEHTHI B JIejia C YUETOM UX CHEIH(PUKH;
CHCTEMaTH3HPOBATh JOKYMEHTHI BHYTPH JI€JIa;

o0ecreunBaTh COXPaHHOCTh H 3aLIUTY TOKYMEHTOB 00I11€00pa30BaTEIbHOTO YUPESIKICHHUS;
HOJIH30BATHCS MEPEUYHAMHU JTIOKYMEHTOB M aHAIM3UPOBATh (DaKTUUECKOE COJepKAHUE
UMEIOIINXCSA B JIeTIe IOKYMEHTOB TIPH OTIPEICIIEHUH CPOKOB UX XPAaHCHHUS;

ohopMIATH 00T0KKH J1eJT MOCTOSITHHOTO ¥ BPEMEHHOT'O CPOKOB XPAHEHUSI B COOTBETCTBHH C
TpeOOBaHUSMU TOCYJaPCTBEHHBIX CTaHAAPTOB;

IIPOU3BOJUTH CTPYKTYPHYIO CUCTEMATH3ALUIO JET;

OCYILECTBIISATh TEXHUYECKYIO OOpabOTKy W MOJHOE O(OpMIICHHE el TOCTOSHHOTO |
BPEMEHHOT'O CPOKOB XpaHEHHUS;

COCTaBJISATh OMKCH A€ MOCTOSHHOTO U BPEMEHHOIO CPOKOB XpPaHEHMsI B COOTBETCTBUU C
JEHCTBYIOIIMMU HOPMATUBHO-METOINYECKUMH JOKYMEHTAMH.

1.9. CoTpynHUK NOJI’KEH O3HAKOMUTBHCA C JAHHOM JOKHOCTHOM MHCTPYKLUEH, MHCTPYKLIMEH 10
OXpaHe Tpyla sl JeNONpPOM3BOAMTENS, 3HATH W COOJIONATh YCTAHOBJIEHHBIE IpaBWIA W
TpeOOBaHUS OXpaHbl TPyAa W TOXKApHOW OE30MaCHOCTH, MpaBWIA JTUYHOW THMTHEHbI M THUTHUEHBI



TpyzAa B 00111e00pa3oBaTeIbHON OpraHu3aluy.

1.10. JIemonpon3BOoAUTENs JOJDKEH MPOUTH 00yUYEeHUE U UMETh HABBIKM OKa3aHUs MEePBOI MTOMOIIN
HOCTPAJaBIIUM, 3HATh HMOPSIOK JEHCTBUI PYU BOSHUKHOBEHUH I0XKapa WM MHOW 4Ype3BblYaifHON
CUTYallMu U 3BaKyallu B 00111e00pa30oBaTesIbHON OpraHu3allu.

2. TpynoBblie GpyHKIIHU

K 0CHOBHBIM (YHKIHUSAM 1€T0NPOU3BOIUTENS OTHOCATCS:

2.1. lokyMeHTallMOHHOE 00ecledeHne AeATeIbHOCTH 00111e00pa30BaTEeIbHOIO YUPEKICHUS:
2.1.1. Opranusanus paboTbl ¢ JOKYMEHTaMH.

2.1.2. Opranu3zanus TEKyIIEro XpaHeHUs: JOKYMEHTOB.

2.1.3. Opranuzamnusi oOpaObOTKH eI AJIS MOCISAYIOMIEeT0 XPaHEHHSI.

3. 10JI5KHOCTHBIE 00SI3AaHHOCTH
enonpouszeooumens 6 wikoie ocywecmensiem eblnoIHeHue 003aHHOCmel.
aMKax OBOY ()YHKIIMU OpPraHU3alyu PadoThI C IOKYMEHTAMHU:

* IpUEM U NepBUYHAsA 00pabOTKa BXOIALINX JOKYMEHTOB;

* MpeABapUTENBHOE PACCMOTPEHUE M COPTUPOBKA JOKYMEHTOB Ha PETUCTPUPYEMBIE U HE
PETUCTPUPYEMBIE;

*  TOJTrOTOBKA BXOJSIIMX JOKYMEHTOB JIJIsl PACCMOTPEHHS TUPEKTOPOM LIKOJIBI;

*  perucTpanus BXOISIUX JOKYMEHTOB;

*  OpraHu3aiys JI0CTaBKU JOKYMEHTOB MCIIOJHUTEISM;

* BejeHUE 0a3bl JaHHBIX JOKYMEHTOB 00I1€00pa30BaTEILHOTO YUPEKICHUS,

* BeJleHHE MH()OPMAITMOHHO-CIPAaBOYHON PabOTHI;

* 00paboTKa U OTIpaBKa UCXOJAIIMX JOKYMEHTOB;

e opranu3zanus paboThl IO PErHCTPaIiH, YUeTy, XPaHSHHIO U Mepeiade B COOTBETCTBYIOIINE
CTPYKTYpHBIE MTO/Ipa3iesieHusl JOKYMEHTOB TEKYLIETO JEJI0NPOU3BOJICTBA;

*  KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB B 00I11€00pa30BaTEIbHOM yUPEKICHHUH.

3.2. B pamkax TpyJ10BOM (DYHKIIMHM OPraHU3alMU TEKYIIEr0 XPaHECHHS JOKYMEHTOB:

*  pa3paboTka HOMEHKJIATYPBI JIe] 00IIe00pa30BaTEILHOTO YUPEKIACHIS;

* TpOBEpKa MPAaBHIBHOCTH OPOPMIICHHS JOKYMEHTOB M OTMETKH 00 WX WCIOJHEHUU TIepen
ux (opMHpOBaHUEM B €TI0 JIJIS MOCIEIYIOIIETO XPAHEeHNUS,

*  (opmynupoBaHue 3ar0JI0BKOB JIE] U ONPEesIEHUE CPOKOB UX XPaHEHUS;

* (opmupoBanue nem;

* KOHTpPOJb MPaBWJIBHOIO M CBOEBPEMEHHOI'O PACIpeieseHUs] U MOALUIMBKUA JOKYMEHTOB B
Jiena.

3.3. B pamkax 0BO¥ (DYHKIIMU OpPraHU3alMK 00paObOTKH Je Ui MOCASAYIONIEro XpaHeHHUs:

* IpOBEpKAa CPOKOB XPaHEHUS JOKYMEHTOB, COCTaBJIEHHME MPOTOKOJIA PabOThl 3KCIEPTHOU
KOMUCCHH T10 TIOJrOTOBKE JTOKYMEHTOB K XPaHEHHUIO, aKTa O BBIICJICHUHM K YHUYTOKECHHUIO
JIOKYMEHTOB, HE MOJIEKALUX XPAHEHUIO;

*  COCTaBJICHHE BHYTPEHHEN OMHUCH JACJI JUIsl 0CO00 IEHHBIX TOKYMEHTOB IITKOJIBI;

* odopMIIeHHE JIe] TOCTOSHHOTO, TOJTOBPEMEHHOIO CPOKOB XPAHEHUS;

* odopmieHHe 00I0XKKH J1e] MOCTOSHHOTO, T0JITOBPEMEHHOTO CPOKOB XPaHEHHUS,

*  COCTaBJIEHUE OIUCH JEJI IOCTOSTHHOTO, JJOJTOBPEMEHHOI'O CPOKOB XPaHEHUS;

* Tepenaua el B apXuB 0011e00pa30BaTEIbHOTO YUPEIKICHUSI.
3.4. OpraHu3oBBIBa€T BHEIPEHHUE, BEJICHHWE (B TOM YHCJIE aBTOMATH3UPOBAHHOE) W Pa3BUTHE
CUCTCM JOKYMCHTAIWH, BKIIKOYAd 3JICKTPOHHBIC TOKYMCHTHI.
3.5. Bwmecre ¢ aaMuHUCTpanMed IIKOJbI MOATOTABIMBAECT OTYETHBIE JTOKYMEHTBHI IS
BBIIIECCTOAIIUX OpI‘aHI/ISaI_[I/II\/'I, T'OTOBUT CJIy)Ke6HBIe nucbMa, CIIpaBKH.
3.6. Beger npuiemM moCTymawIIed Ha UMs TUPEKTOPA IIKOJbI KOPPECTIOHIAEHIINN (IIEKTPOHHON
HO‘-ITBI), PErUCTPUPYET €c n BBITIOJIHACT CUCTeMaTu3aluro COorjaCHoO NPpUHATOMY B
0011e00pa3oBaTeIbHOM YUPEXKACHUN MOPSIKY, I1OCIIEe €€ PACCMOTPEHHSI JUPEKTOPOM IepeiaeT 1o
HAa3HAYCHUTIO UCHTOJHUTCIIAM JI1 TPUMCHCHUSA B XOAC UX ACATCIBHOCTU HUJIU MMOATOTOBKH OTBCTA.
3.7. Benmer NOCTOSIHHBIA Y4Ye€T, KapTOTEKy IPOXOXKICHHUS JOKYMEHTOB, KOHTPOJMPYET UX
UCTIOJIHEHHE, BBIIACT TpeOyeMble CIIPABKHU I10 3apETUCTPUPOBAHHBIM JTIOKYMEHTAM.
3.8. BeInosHsAET OTNpaBKy UCIOJHEHHON KOPPECTOHACHIIMU ajpecaTaM, BeIET YYeT MOoJydyaeMou
Y OTIPABIIIEMON KOPPECIIOHICHIIUH, CUCTEMAaTU3UPYET U XPAHUT JOKYMEHTBI TEKYILEro apXUBa.



3.9. 3anumaercs o(OpMIIEHHEM TpPYAOBBIX JOTOBOPOB M JIMYHBIX JI€J, YCTpauBarOIIUXCS Ha
paboTy COTpyAHUKOB, 00pabaThiBacT U OPOpMIISET TIepeiady JUYHBIX JEJT COTPYIHUKOB B apXUB.
3.10. ®opMmupyeT IUYHbIE €A YYEHUKOB, 00YJaroMXCs B MIKOJIE.

3.11. OcymiecTBiseT y4eT 00ydJaromuxcs JbIOTHBIX KaTerOpHil.

3.12. Bener KHUTH NMPUKA30B, MEYaTaeT NPUKa3bl 110 OCHOBHOW JESITENBbHOCTH, UHBIC MPUKA3BI.
3HaKOMHT COTPYAHHUKOB LIKOJIBI C MPUKA3aMH IO/ OJKChH B ACHb UX W3/aHUS.

3.13. CornacHo pacHopsDKeHUSM JTUPEKTOpa UIKOJIbI Meyataer U odopmiser Tpedyemyro
JOKYMEHTAIIMIO JUIsI BEICHUS Y4eOHO-BOCIIUTATEIBHON NEATETbHOCTH B IIKOJIE, BBIOJHEHUS
rOJIOBOTO IJIaHA.

3.14. Bemonnser paboTy MO CO3IaHUIO CIPABOYHOTO ammapara Mo JOKyMEHTaMm, 00ecreynBacT
YAOOHBIN ¥ OBICTPBIA UX TTOWCK.

3.15. 3anumaercst cOOpOM HEOOXOIUMBIX MATEPHAIIOB ISl TIOJTOTOBKH COBEIIAHUN PaOOTHUKOB
IIKOJIBI, OINOBEIICHWEM YYacTHUKOB O BPEMEHM, MECTe, IIOBECTKE [IHS COBEUIaHHS U HUX
perucrpauuei.

3.16.  SBnserca  cekperapeM  aaMUHHCTPATUBHOTO  COBEUIaHHWS ~ NpU  JAUPEKTOpE
00111€00pa30BaTEIILHOTO YUPEHKICHHUS.

3.17. B rpanunax cBO€H KOMIIETCHIIMM YYacCTBYET B COCTaBJICHUU NPOTrpaMMbl pPa3BUTHS
JIeTIOTIPOM3BOICTBA 00II€00Pa30BATEIBHOTO YUPEXKICHHUS, BHOCUT MNPEJIOKEHHs 10 BOIPOCAM
YCOBEPIICHCTBOBAHUS JEIONPON3BOICTBA 001IE00Pa30BATEIBLHOTO YUPEKACHHUS.

3.18. OGecneunBaeT 3alIMTy MpaB U CBOOOJ JeTel, poauTenell (3aKOHHBIX MpeACTaBUTENeH) Ipu
00paboTKe NepCOHANBHBIX JaHHBIX (Hanee — [1]]).

3.19. Ilpu ucnonb30BaHUU DIEKTPOHHOTO OOOpPYAOBaHHUS, B TOM YHUCIIE KJIABHATYpPbl W MBIIIH,
©KEHEBHO AE3MH(UIMPYET MX B COOTBETCTBHHM C PEKOMEHIAMAMHU IPOU3BOAUTENS JHOO C
UCIIOJIb30BaHUEM PACTBOPOB WM cal(eTOK Ha CHUPTOBOM ocHOBe (He MeHee 70% crnupra).

3.20. Jlenonpou3BOAMTENb B ULIKOJIE CTPOrO COOJIIOJAET CBOIO JIOJDKHOCTHYHO MHCTPYKIIHIO,
MPOXOJUT NMEPUOUUECKHE METUIIUHCKAE OCMOTPBI.

3.21. Ctporo cobmogaeT KOHPHUIESHIHNATHLHOCTh IIEPCOHABHBIX TAaHHBIX M TPEOOBAHUS MO 3aIUTE
u OezonacHoctu IIJ] mpu ux o0paboTke, HENOMyIIEHHE HX pACIPOCTpaHEHUs Oe3 corjacus
cyobekTa I1J] niau Hanuuus Jpyroro 3aKOHHOTO OCHOBAHUS.

4. IIpaBa

J1eIonpPON3BOIUTENE IKOJIB MMEET IIOTHOE MPABO:

4.1. TlpuHMMaTh y4yacThe B yNpaBieHHH OOIIC0O0pa30BaTEIbHBIM YUPEXKIECHHUEM B MOPSIKE,
YCTaHOBJICHHOM Y CTaBOM.

4.2. Ha paGouee mMecTo, KOTOPOE COOTBETCTBYET BCEM TPeOOBAHHSIM OXpaHBl TpyJa U MOXKapHOMH
0€30MMacHOCTH.

4.3. Ha 3amuty cBoeii mpohecCHOHATBHOM YECTH U JOCTOMHCTBA.

4.4. Ha nepenayy JOKYMEHTOB JUIsl HCTIOJTHEHUS M HA TpEOOBaHME OT UCTIOHUTEINEH TPaMOTHOTO U
MPaBUILHOTO O(opMIIeHUs! TPeOyEeMbIX TOKYMEHTATbHBIX MaTEPHAIIOB.

4.5. Ha 3anpammBanue OT aAMHUHHUCTPAIIMH IIKOJIbI, TOTyYeHUE U MPUMEHEHNE HH()OPMALIMOHHBIX
MaTepHaioB, HOPMATHBHBIX W TPABOBBIX JOKYMEHTOB, HEOOXOJMMBIX JisS BBITIOJIHEHUS CBOMX
JOJKHOCTHBIX 00S3aHHOCTEH.

4.6. 3HAKOMUTBCSI CO BCEMHU HMMEIOIIMMUCSI MaTepUajlaMHu €ro JIMYHOTO Jiela, OT3hIBaMU O CBOEH
paboTe, kano0amMu ¥ UHBIMHU JTOKYMEHTAMH, OTPAXKAIOIIMMHU OIEHKY €r0 Tpy/a, IPeI0CTaBIsATh MO
HUM TIOSICHEHUS.

4.7. Ha mopaibHOE M MaTepHalbHOE MOOIIPEHHE, HA CBOEBPEMEHHYIO M B TIOJHOM OO0BEMe
BBITUIATY 3apa0OTHOM IUIaThl, a TaKXKe€ Ha 3alIUTy COOCTBEHHBIX HWHTEPECOB M HMHTEPECOB
COTPYAHHUKOB LIKOJIBI.

4.8. Ortka3aTbCsi OT BBITIOJIHEHHS] PA0OT TPH BO3HUKHOBEHWM YTPO3bl KU3HU U 30POBHIO
BCJIE/ICTBUE HapyIIeHUs TpeOOBaHUil IO OXpaHe Tpy/a.

4.9. ITocTosIHHO MOBBIIIATH CBOIO MPO(EeCCHOHANBEHYIO KBATU(UKAIIHUIO.

4.10. Ha 3ammry cBoux npohecCHOHAIbHBIX HHTEPECOB CaMOCTOSATENFHO U (WK Yepe3 3aKOHHOTO
NpeICTaBUTeNd, B TOM 4YHCIE aJBOKaTa), B Cly4yae JUCHMIUIMHAPHOTO WM CIYXeOHOro
pacciieJoBaHHs, CBS3aHHOTO C HECOONIOJeHHEM HOpM MpodecCHOHANbHOW JTHKU. Ha
HEpas3MIallleHne  JUCHUILIMHAPHOTO  (CIIy»KeOHOT0)  pacciaeloBaHHs, HCKIOYas  CIydad
MPEeTyCMOTPEHHBIE 3aKOHOM.



4.11. Ha Bcryrmuienue B mpocoro3bl Ui 3allUThl CBOMX TPYIOBBIX MpaB, CBOOOI M 3aKOHHBIX
uHTEepecoB. Ha  mosydyeHue  COLMAIbHBIX  TApaHTUM WU JIBIOT,  M[PEIyCMOTPEHHBIX
3akoHogaTenbcTBoM Pocceuniickont denepanuu.

5. OTBeTCTBEHHOCTH

5.1. 3a HEBBINOIHEHNE WIN HAPYLLIEHUE TaHHOM JT0JPKHOCTHOM MHCTPYKIMH JI€TIONPOU3BOIUTENS B
mkone, YcraBa u IlpaBui BHYTpEeHHEro TpYJOBOIO pAacHopsiKa, 3aKOHHBIX pPACHOpSHKEHUHN
JUPEKTOpPA IIKOJbI U JIPYTMX JIOKAIbHO-HOPMATHBHBIX AKTOB, & TAKXKE 3a NPUHATHE PELICHUH,
NOBJICKIINX HapylIeHUe Y4eOHO-BOCIUTATENbHBIX OTHOIICHWH, JAEIONPOU3BOIUTENh HECET
JAUCHUIUIMHAPHYIO OTBECTCTBCHHOCTL B MOPAAKC, YCTAHOBJICHHOM TPYI[OBBIM 3aKOHOZ[aT€J'H)CTBOM
Poccuiickoit @eneparumu.

5.2. 3a mpuMeHeHue, JTaxKe OJTHOKPATHO, CIIOCOOOB BOCIIUTAHUS, BKIIOYAIOIINX B Ce0sl PU3NIECKOE
U (WIK) TCUXOJIOTUYECKOE HACWIME HaJ JIMYHOCTbIO peOeHKa, NeJIONPOU3BOAMTENb MOKET
0CBOOOKIAThCs OT 3aHUMAEMOM JIOJPKHOCTH COTJIaCHO TPYJIOBOMY 3aKOHOJAATENbCTBY Poccuiickoit
@enepanuy. YBOJBHEHHE 3a TakOW IOCTYNOK HE IPUHUMAeTCs 3a Mepy IUCHMIIMHApPHOMN
OTBCTCTBCHHOCTH.

5.3. Hecer nucuuIuiMHapHyr0 OTBETCTBEHHOCTh 3a COXPAHHOCTh JOKYMEHTAllUH, HaXoAsllecs B
KaOMHETE JeJI0NPOU3BOAUTEIS.

5.4. llpuBnekaercs K JUCUUIUVIMHAPHOW OTBETCTBEHHOCTH 3a pasMVIallleHue ClayXeOHOH Hu
KOH(pHICHIMATbHON WHpOpManuy, WHPOPMAIUU O MEPCOHAIBHBIX JaHHBIX COTPYAHUKOB H
oOyuyaromuxcs 0011e00pa30BaTENbHOTO YUPEXKICHHS.

5.5. 3a HapyuieHHe MpaBWII MOKAPHON 0€301MaCHOCTH, OXPAHBI TPY/a, CAHUTAPHO-TUTHEHUIECKUX
HOPM UM TIpaBWJ  JICJIONPOU3BOAMTENb MOXET NpUBJIEKaTbcd K  aJMUHUCTPATUBHOMN
OTBCTCTBECHHOCTHU B MOopsAAKE u B clIyJasx, YCTaHOBJICHHBIX AAMHUHUCTPATUBHBIM
3aKoHoJaTenbcTBOM Poccuiickoit deneparuu.

5.6. 3a mob0e BMHOBHOE NMpPUYMHEHHE O00IIEC00pa30BATEIBLHOMY YUPEKICHUIO WIH YYaCTHUKAM
o0pa3oBaTeNbHBIX OTHOIICHUH yiiepba (B TOM 4HCIIE MOPAJIBHOIO) B CBSI3U C BBIIOJHEHHUEM
(HEBBINIOJIHEHUEM) CBOUX MPSIMBIX JIOJDKHOCTHBIX OOS3aHHOCTEHW JEJIONPOM3BOAMTEND ILIKOJIBI
HECEeT MaTepualbHyI0 OTBETCTBEHHOCTh B NMOPAAKE W B Mpejeax, yCTaHOBICHHBIX TPYJIOBBIM U
(unn) rpaskJaHCKUM 3aKoHoAaTenbcTBOM Poccuiickoit deneparuy.

6. BzaumooTHomienus. CBSI3H 1O JOJKHOCTH

JleTonpon3BOINTEND TITKOJIBL:

6.1. Jlenonpon3BoAUTENh BHITIONHSAET pabOTy corijacHo rpaduky, cocTaBieHHOMY ¢ yueToM 40-
4acoBOH paboueit Hellenu, U yTBEPKIACHHOMY JTUPEKTOPOM 00IIe00pa30BaTeIbHOTO YUPESKICHUSI.

6.2. ITocrostHHO 0OMEHMBaeTCss HH(OPMAIIHEH TT0 BOIPOCAM, OTHOCSIIIMMCS K €r0 KOMIIETCHIIHH, C
aJMUHUCTpalMel, OyxrajaTtepueil, MeJarorndyecKkuMu paOOTHUKAMH U OOCITYXKUBAIOLIUM
NEPCOHAJIOM ILIKOJIbI, C POAUTEISIMU JIeTeH (JIMaMHU X 3aMEHSIOIINMN).

6.3. [lony4yaer oT mupekTopa 001Ie00pa30BaTENBFHOTO YUpekAeHUs WH(GOPMAILIMI0O HOPMATUBHO-
IIPaBOBOIO M OPraHMU3al[MOHHOTO XapakTepa, 3HAKOMMUTCA IIOJl PACIUCKYy € HEOOXOAUMBIMU
JIOKYMEHTaMH.

6.4. BoBpems co00IaeT TUPEKTOPY IMIKOJBI U €ro 3aMECTHTENsM 00 MH(pOpMAaIUH, MpUKas3ax,
pacnopsKeHHUSIX U UHOW JOKYMEHTAIH, MTOCTYIUBIIEH MO JIeKTPOHHON MOoYTe.

6.5. HNupopmupyer aupektopa (IpH OTCYTCTBUM — MHOE JOJDKHOCTHOE IMIO) O (akre
BO3HHKHOBEHHUS  TPYNIOBBIX  WHQEKIMOHHBIX W  HEWHPEKIMOHHBIX  3a00JeBaHMN B
001eo0pa3oBaTeIbHOM  OpraHM3allMd, 3aMECTUTENs  JUPEKTOpa MO0  aJMHHUCTPATHBHO-
XO3SIICTBEHHOM 4YacTH — 00 aBapUHHBIX CHUTyalusix B paboTe CHUCTEM DJIEKTPOOCBEIICHHUS,
[EPCOHAIBHOTO0 KOMITBIOTEPA U UHOM OPTTEXHUKHU, OTOIJICHUS U BOJIONPOBO/A.

6.6. Bo Bpems OTCYTCTBHS JEIONPOM3BOIAUTENSI €r0 OOS3aHHOCTH BBIMOJHSAET COTPYIHUK,
UMeoIuil Bce TpelOyrommecss MmpodeccHoHaNbHbIe 3HAHUS, YMEHHUS U HaBBIKM, Ha3HAUYEHHBIN
MPHUKA30M JUPEKTOpa IIKOJBI. J[aHHBIA COTPYIHUK TPHOOpETaeT COOTBETCTBYIOIIWE NpaBa M
HECeT TMOJIHYI0 OTBETCTBEHHOCTh 3@ KAayeCTBEHHOE BBIMIOJHEHHWE BO3JIOXKEHHBIX Ha HEro
00s13aHHOCTEH.

7. 3akaI0unTEeIbHbIE MOJI0KEHUA
7.1. O3HaKOMIICHUE ACIOIIPOU3BOAUTECIIA C HaCTOSIIEH HHCprKHHGﬁ, OCYHICCTBIIACTCA IIPU



npueme Ha padoTy (710 MOJAMUCAHUS TPYAOBOIO JIOTOBOPA).

7.2. OmuH SK3eMIUISp JOJDKHOCTHOM HMHCTPYKIIMM HaxoguTcs y paboTonarens, BTOPOH — Y
COTpYJIHUKA.

7.3. ®dakT O3HAKOMJICHHS JETONPOU3BOJAUTENS] C HACTOSIICH JIOJDKHOCTHOM HWHCTPYKIIHEH
MNOATBECPKAACTCA IMOANHCBIO B OK3EMINIAPE I[OJ'DKHOCTHOﬁ HHCTPYKIUH, XpaHAIICMCA Yy
paboTonaTens, a TaKXkKe B )KypHajie 03HAKOMJICHHS C TOJKHOCTHBIMU UHCTPYKLHUSMU.

C dondxxcnocmHuou uHcmpyKyueu 03HAKoMAeH (@), 0OUH IK3EMNJIAP NOAYUUL (a)

«__» 202_ 1. / /
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