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JIOJIKHOCTHASI MHCTPYKIMS 1€JIONPOU3BOTUTEJIA

1. O0uue mos10:keHUs

1.1. HacTosmas TOJDKHOCTHASI HHCTPYKIIHS COCTaBiieHa Ha ocHoBe [Ipodcranmapra: 07.002
«CrenuanycT no OpraHu3alMOHHOMY U IOKYMEHTAIIMOHHOMY OOECIIEYEHUIO YIIPaBICHUS
OpraHu3aIMen», YTBEPKACHHOIO MPUKa30M MUHHCTEPCTBA TPYIa U COLIMATBHOM 3aILUThI
Poccuiickoit ®enepanuu Ne 2761 ot 6 mast 2015 r; ¢ yuetom Penepanbaoro 3akona No273-03
ot 01.12.2012r «O6 obpazoBanmu B Poccuiickoii @eneparumy» B pegakiun ot 2 utoist 2021
rofa; CII 2.4.3648-20 «CaHuTapHO-3MHUIEMHOJIOTHYECKHE TPEOOBAHUSI K OPraHU3aLUsIM
BOCITUTAHUS U 00YUYEHUsI, OT/IbIXA U O3JIOPOBIICHUS IETEH U MOJIOZCKH; COTJIacHO TpyaoBomy
Konekcy Poccuiickoii @enepanyii 1 ”HBIM HOPMaTUBHBIMU aKTaMH, PETJIAMEHTUPYIOITUM
TPYJIOBBIE OTHOIICHUSI MEXIY PaOOTHUKOM M paboTOaTEIeM.

1.2. Hacrosimast ”HCTpYKIIMS YCTaHABIUBAET (PyHKIIMOHATIbHBIE 00S3aHHOCTH, IIpaBa v
OTBETCTBEHHOCTh COTPYAHHUKA, 3aHUMAIOIIETO B 00111€00pa30BaTEIbHON OpraHu3aIuu
JOJKHOCTB JAE€JIONPOU3BOAUTES.

1.3. Ha 10JDKHOCTD JISONTPOU3BOTUTEIIS MOKET HA3HAYATHCS JIUIO:

* HMemIIee cpeaHee npodeccuoHaNbHOE 00pa30BaHKe, POIIE/IIee MPOTrPaAMMBbI
MOATOTOBKU KBATU(HUIIMPOBAHHBIX PAO0UYNX, CIyKaIUX;

*  COOTBETCTBYIOIIEe TPEOOBAHUSAM, KACAIOIIMMCS MPOXOXKICHUS TPeIBAPUTEIHLHOTO (TIPH
MOCTYIIJIEHUU Ha PaboTy) U MEPUOANUECKUX METUIIMHCKUX OCMOTPOB, BHEOUEPETHBIX
MEAUIIMHCKUX OCMOTPOB IO HAMPaBJICHUIO paboToIaTeNst, 00s3aTeILHOTO
MICUXUATPUIECKOTO OCBUIETELCTBOBAHMS (HE pexe 1 pa3a B 5 ser), mpodeccruonanbHON
TUTHUEHWYECKOU MOATOTOBKH U aTTecTalluu (Mpu mpuemMe Ha paboTy U aanee He pexe |
pasa B 2 T0/1a), BAKIIMHAIINH, a TAK)KE UMEIOIIEE JIMYHYIO MEUITMHCKYIO KHUKKY C
pe3ylIbTaTaMi MEIUIIMHCKUX 00CIeIOBaHUHA 1 Ta0OPATOPHBIX MCCIEAOBAHUM,
CBEJICHUSIMH O TIPUBUBKAX, MIEPEHECEHHBIX HHPEKIIMOHHBIX 3a00JIEBaHUSIX, O
MPOXOXKACHUU MTPO(hEeCcCHOHATEHON THTHEHNYECKOU MOATOTOBKH U aTTECTAILIUU C
JIOTTYCKOM K pa0oTe;

* HE UMeEIolIee OrPaHNYEHUH Ha 3aHATHE TPYAOBOM IESTEIbHOCTBIO B chepe 0Opa3oBaHMUs,
M3J10)KeHHBIX B cTaThe 351.1 «OrpanndeHus Ha 3aHATHE TPYJOBOM JEATEIBHOCTHIO B
cdepe oOpazoBaHusl, BOCIUTAHUS, PA3BUTHS HECOBEPIICHHOJIETHUX, OPTaHU3AINH UX
OTJIbIXa U 03/I0POBJICHHMSI, MEAUIIMHCKOTO 00eCTIeueH s, COLMAIbHOM 3aIIUThI U
COLIMATILHOTO 0OCITYKUBaHUS, B Cepe JETCKO-FOHOIIECKOTO CIIOPTa, KYJIbTyphI U
HCKYCCTBA C Y4aCTHEM HECOBEPIIEHHOJETHUX» TpynoBoro kojekca Poccuiickoin
®denepauuu.




1.4. JenonpousBoauTeNss Ha3HAYaeT U OCBOOOXKIAET OT 3aHMMAEMOM JTOIKHOCTH TUPEKTOP
o0m1eo0pa3oBaTeIbHOM OpraHU3alui B MOPSAKE, YCTAHOBICHHOM TPYAIOBBIM KOJIEKCOM
Poccuiickoit @enepannu u TPyAOBBIM JOTOBOPOM (KOHTPAKTOM) C pAaOOTHHKOM.

1.5. Jlenonpon3BOAUTEIh OTHOCUTCS K KATETOPUU TEXHUYECKUX UCIOJIHUTENIEH U HAXOAUTCS B
pSMOM MOJTYMHEHUH Y TUPEKTOpa 00111€00pa30BaTEIbHOTO YUPEIKACHUS.

1.6. [lenonpon3BoANTENb B IKOJIE MPU BHIMOIHEHUU JOKHOCTHBIX 00s13aHHOCTEN
PYKOBOJICTBYETCH:

* Koncrurynueit Poccuiickoit @enepanuu;

* TlopsiakoM opraHu3anyy U OCYIIECTBICHUS 00pa30BaTEIbHON AEATEIHHOCTH IO
OCHOBHBIM 00111€00pa30BaTeNIbHBIM IpOrpaMmam - 00pa3zoBaTebHBIM IPOTrpaMMaM
HAYaIbHOTO 00IIeT0, OCHOBHOTO 00IIEro u cpeaHero odmiero oopa3oBaHus,
yTBepKIeHHbIM [Ipukazom Munucrepctsa npocenienus PO ot 28 asrycra 2020 r.
Ne 442;

* ®denepaiabHBIM TOCYIaPCTBEHHBIM 00pa30BaTEeNbHBIM CTAHAAPTAMU OOIIETO
o0pa3zoBaHus;

* CII2.4.3648-20 «CanuTapHO-3MUIEMHOJIOTHYECKIE TPEOOBAHUS K OpraHU3aIISIM
BOCIMTAHUS U OOyYEHUSs, OTAbIXA U 03/JOPOBIICHUS AETEN U MOJIOJEHKI;

*  aIMUHUCTPATUBHBIM, TPYJOBBIM U XO3SICTBEHHBIM 3aKOHOJaTeIbCTBOM Poccuiickoit
®denepauuy;

*  IOCTaHOBJIEHUSMH, PACTIOPSIKEHHUSIMH, IPUKA3aMHU U UHBIMU PYKOBOSIIIUMU U
HOPMATHUBHBIMHU JTOKYMEHTAMH, OTHOCSIIIUMUCS K BEICHUIO JCJIONPOU3BOICTBA;

* cTaHJapTaMu YHU(DUIIMPOBAHHON CHCTEMbI OPraHU3alMOHHO-PACTIOPSIIUTEIHHON
JIOKYMEHTAIUH;

* mnpaBwiamu opdorpaduu U MyHKTYaIUu;

*  TpaBWJIaMH pabOThI HA KOMITBIOTEPE M MHOW OPTTEXHUKE;

* MpaBWJIAMH U HOPMaMHU OXPaHbI TPYy/ia, MPOU3BOACTBEHHON CAaHUTAPUH U MOKapHOU
0€e30I1aCHOCTH;

*  VYcraBom u [IpaBunamu BHYTpEHHETO TPYAOBOTO PaCOpsIKa, IPYTUMHU JOKAIbHO-
MIPABOBBIMU aKTaMH 00111€00pa30BaTEIbHOTO YUPEKICHUS;

*  JIaHHO¥ JOJDKHOCTHOM HHCTPYKIMEH U TPYJAOBBIM JTOTOBOPOM (KOHTPAKTOM);

» KouBeHmueit o mpaBax pedeHKa.

1.7. lenonpon3BoauTE b IIKOJIBI 0053aH 3HATh CAEIYIONIEe:

* TocynmapcrBennsiii crannapt Poccutickoit @enepanuu «Jlenonpon3BoacTBO U ApXUBHOE
b1 (S (X

*  HOpPMAaTHUBHBIC MMPABOBBIE AKThl 1 HOPMATUBHO-METOANYECKUE JOKYMEHTHI, TIOJIOKECHHUS,
WHCTPYKIIMU ¥ UHBIE MaTepPHAIIbl U JOKYMEHTHI 110 BEICHUIO JIEIOMPOU3BO/ICTBA B
HIKOJIE;

*  COBpPEMEHHbIE HHPOPMAIIMOHHBIE TEXHOJIOTHH PaObOThI C JOKYMEHTAMH,

*  MOpPsIOK pabOThI C TOKYMEHTAMH;

*  CXEMbI JOKYMEHTO000pOTa,;

e mpaBuia pabOTHI C BXOIAIMMHE, UCXOSIIMMA U BHYTPEHHUMH JIOKYMEHTAMU;

* MpaBWJa OpraHU3aluu U GOpPMBI KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB B
0011e00pa30BaTeIbHOM YUPEXKICHUY;

*  THUIOBBIE CPOKHU UCIIOJIHEHUS TOKYMEHTOB;

*  MPUHIUIBI PAOOTHI CO CPOKOBOM KApTOTEKOH;

* HaA3HAYEHHUE U TEXHOJOTHUA TEKYIIEro U MpeAyNpeAUTEIbHOTO KOHTPOIS,

* MpaBWJIa COCTABIICHUS AaHAIUTUYECKUX CIIPABOK 110 OPTaHU3alMU paboThl C TOKYMEHTaMU
Y KOHTPOJIIO UCTIOJTHEHUS! JOKYMEHTOB;

*  TpaBWJIa TOKYMEHTAIIMOHHOTO 00ECTICUCHHUS IeATeILHOCTH 00111e00pa30BaTeIbHOTO
YUpEXKIEHUS,

*  BHJbI IOKYMEHTOB, X Ha3HAYEHHUE,;

* TpeboBaHUs, IPEIBIBISIEMbIE K JOKYMEHTaM B COOTBETCTBHH C HOPMATUBHBIMU aKTaMU
Y TOCYJJapCTBEHHBIMH CTaHIapTaMu,




IpaBUjIa COCTaBIECHUS U 0OpMIICHHS UH(OPMAIIMOHHO-CIIPAaBOYHBIX,
OpPraHU3alMOHHBIX, YIIPABICHYECKUX JTOKYMEHTOB;

IpaBUiIa CO3/IaHUs M BEJCHUs 0a3 JTaHHBIX CIIY)KEOHBIX JOKYMEHTOB B 00pa30BaTeIbHOM
OpraHu3anuy,

CHCTEMBI AJIEKTPOHHOTO JIOKYMEHTO000pOTa;

IIPABWJIA U CPOKHU OTIIPABKU UCXOISAIINX TOKYMEHTOB;

TpeOOBaHUS OXpaHbl TPY/Ia U MOXKAPHOU OE30MAaCHOCTH HA pabodeM MecTe;
METOAMYECKHE PEKOMEH/IAllUH 110 BBIIIOJIHEHUIO PabOThI C JOKYMEHTaMU B
0011e00pa30BaTEIbHBIX YUPEKICHUSIX;

HOPSI0K KOHTPOJISI IPOXOXKICHUS CITY>KEOHOM TOKyMEHTALlUU 1 MaTepUaJloB;
CTPYKTYpY 00111€00pa30BaTEIbHOIO YUPEXKICHHUS U COCTAB COTPYIHUKOB;

BUJIbI HOMEHKJIATYp, 00II1e TpeOOBaH!U K HOMEHKIIATYpe, METOIUKA €€ COCTABICHUS U
oopmienus;

nopsiioK popMUpoBaHUs U 0opMIIeHUS Jiel, crietupuKa GOpMUPOBAHUS OTACIbHBIX
KaTeropui J1ed;

IIPaBWJIa XPAHEHUS JI€]1, B TOM YHUCIIE C JOKYMEHTaMH OIPaHUYEHHOIO JOCTYIA;
NpaBUJjIa BBIIAYM U MCIIOIB30BAHMS JOKYMEHTOB U3 C(hOPMUPOBAHHBIX JIET;

KPUTEPUN PA3AEICHUS JOKYMEHTOB Ha TPYIIIBI B COOTBETCTBUM € LIEHHOCTBIO
UHPOpPMALINH, COIEPIKAILEHCS B HUX;

HOPSI0K CO3/IaHMsI, OpraHU3al|K U JOKYMEHTHPOBaHUs pabOThl SKCIIEPTHOW KOMHUCCHUH,
IIpaBUJIa COCTABJICHUS U YTBEPKIACHUS MPOTOKOIAa pabOThl IKCIIEPTHON KOMUCCHH;
IIPaBWJIa COCTABJICHUS U YTBEPKACHMS aKTa O BBIICICHUN JOKYMEHTOB, HE IOJIEKALUX
XPaHEHHUIO;

IpaBUiIa TEXHUYECKO 00pabOTKH U MOIHOTO 0(OPMIIEHHS J1eJl HOCTOSIHHOTO U
BPEMEHHOI'0 CPOKOB XPaHEHHS,

IIPaBUJIa COCTABJICHMSI OIIUCH /1€ IIOCTOSIHHOTO M BPEMEHHOT'O CPOKOB XPaHEHHUSI B
COOTBETCTBUU C JEHCTBYIOIMMH HOPMAaTUBHO-METOINYECKUMU JTOKYMEHTAMH;

IpaBuia Mepeaayu JIesl B apXuB 0011e00pa30BaTEIbHOIO YUPEXKICHHS,

IpaBuJia UCTIOJIb30BaHus TenedoHa, hakca, Kcepokca, IPUHTEPA, CKaHepa, KOMIIbIOTEPa;
npaBuia paboThl C TEKCTOBBIMU PEAAKTOPAMH U AJIEKTPOHHBIMU TabInIamMu, 6a30i
JTAaHHBIX, SJIEKTPOHHOW MOYTON, MHTEPHET Opay3epaMu;

TEXHOJIOTHIO CO3/IaHMs, 00pabOTKH, Nepeadun U XpaHEHHs! pa3InYHbIX JOKYMEHTOB;
IpaBuJia AEeJI0BON MEPENHUCKH, COCTABIEHUS U HA0Opa JAEOBBIX MUCEM C IPUMEHEHUEM
TUTIOBBIX 00PA3IIOB;

JIETIONIPOU3BOJICTBO U €TI0 BEIECHUE;

TpeOOBaHUS MO COXPAHHOCTHU CIIYy>K€OHOH MH(OpMAINK, 3alIUTe TEePCOHANBHBIX TaHHBIX;
OCHOBBI 3TUKH U ICTETUKH;

IpaBuiIa JeI0BOr0 OOIEHUS;

MOPSIIOK OKa3aHUs MEePBOM JOBpaueOHOM ITOMOIIIH;

MOPSIOK IEUCTBUM IPHU MOXKAPE WU UHOM YpE3BBIYAaHOM CUTYALUH, Y9BAKyallUH.

1.8. HGJ'IOHDOI/I?,BOI[I/ITGHB HTKOJIBI JOJI?KECH YMECTh.

paboTaTh CO BCel COBOKYIMHOCTHIO HH(OPMAIIMOHHO-T0KYMEHTAIIMOHHBIX PECYPCOB
0011e00pa30BaTEIHLHOTO YUPEKICHUS:

M0JIb30BAThCS CIIPABOYHO-TIPABOBBIMU CUCTEMAMU;

IMMOJIB30BATHCSA aBTOMATU3HUPOBAHHBIMU CUCTEMAMU yU€Ta, pETUCTpalli, KOHTPOJIA U
UH(POPMALIMOHHO-CIIPABOYHBIMU CUCTEMaMH IIpH paboTe C TOKYMEHTAMH IIKOJIbI,
IMPUMCHATE COBPEMCHHBIC I/IH(l)OpMaHI/IOHHO-KOMMYHI/IKaHI/IOHHI)Ie TEXHOJIOI'UHU 1JIA
pa6OTI>I C JOKYMCHTaMHU, B TOM YHCJIC I €€ OIITUMU3AIIUHU U IMOBBIIIICHHUA

3¢ PeKTUBHOCTH;

OpraHu30BBIBAaTH PAbOTY MO yUETy, XpaHEHHIO U TIepeiaue B COOTBETCTBYIOIIEE
CTPYKTYpHOE MOJpa3eieHne JOKYMEHTOB TEKYIIETO AeI0NPOU3BOICTRA;
UCIIOJIb30BaTh HOMEHKJIATYPY /€] MPH U3YUYEHUH CTPYKTYpHI 00111€00pa30BaTeIbHOTO
yUpEeXJICHNUS, COCTABICHUN OIHCEH JIel;



*  OpPraHU30BBIBATH PabOTY MO (POPMHUPOBAHHUIO J€TT B COOTBETCTBUHU C YTBEPKICHHON
HOMEHKJIATYpO# JIeJ IKOJIBI;
*  MPaBUIBHO M CBOEBPEMEHHO ()OPMHUPOBATH TOKYMEHTHI B JIeJIa C YI€TOM UX CHEIH(UKH;
*  CHUCTEMaTH3HMPOBATh JOKYMEHTHI BHYTpPH Je]a;
* oOecreunBaTh COXPAHHOCTB M 3AIIUTY JOKYMEHTOB 00I11€00pa30BaTeIbHOTO
YUIPESIKICHNUS,
® MMOJIb30BATHCA NCPECYHAMU JOKYMCHTOB U aHAJIM3UPOBATH q)aKTI/ILIeCKOG COACPIKAHUC
MMEIOIUXCS B JIeJie JOKYMEHTOB IIPU OIPEISICHUH CPOKOB UX XPAaHCHHS
*  ohopMIIATh OOJIOKKH JIEN IOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XPaHEHUS B COOTBETCTBUH
¢ TpeOOBaHHUSMH I'OCYJaPCTBEHHBIX CTaHIAPTOB,;
*  TPOU3BOJUTH CTPYKTYPHYIO CUCTEMATHU3ALUIO JIEIT;
*  OCYIIECTBISTH TEXHUYECKYIO 00pabOTKY M MOIHOE OQOPMIICHUE eI HOCTOSIHHOTO U
BPEMEHHOTO CPOKOB XPAaHCHHS;
*  COCTaBJIATH OMHKCH JIeJI HOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XPAHEHHSI B COOTBETCTBHH C
HeﬁCTBYIOMHMH HOPMAaTUBHO-METOAUYCCKMMU JOKYMCHTAMMU.
1.9. CoTpyJHUK JOJDKEH O3HAKOMHTBCS C JAHHOM JODKHOCTHOW MHCTPYKIUEH, HHCTPYKIUEH 110
OXpaHe TpyJa st AETOIPOU3BOANTENS, 3HATH U COOJIIOIATh YCTAaHOBJICHHBIE ITPAaBUIIa U
TpeOOBaHHsI OXPaHBI TPy U MOKAPHOM 0€30MaCHOCTH, MTPABHIIA JINYHON IMTHEHBI U THTHEHbBI
TpysAa B 0011eo0pa30BaTeIbHON OpraHNu3aIUH.
1.10. JIenonpou3BoauTeNb A0JHKEH IPOUTH O0YYCHNE U UMETh HABBIKK OKa3aHHsI IIEPBOM
IMOMOIIH MMOCTpaAaBIINM, 3HATH TOPAOOK ﬂeﬁCTBHﬁ I[P BOSHUKHOBCHHWHU I10XKapa UJIN WHOM
4pe3BbIYAHOM CHTYyallMU U 3BaKyallluu B 001[e00pa30BaTeIbHON OpraHH3aIiH.

2. TpynoBble GpyHKIHH

K OCHOBHBIM (QYHKITHSM JICTOTPOU3BOIUTEINS OTHOCSTCS:

2.1. JlokyMeHTallMOHHOE 0OecIieueHue IeITeTbHOCTH 00111e00pa30BaTeIbHOI0 YUPEKICHHS
2.1.1. Opranu3zanus paboThl ¢ JOKyMEHTaMH.

2.1.2. Opranu3zanus TEKyIEro XpaHEHUs TOKYMEHTOB.

2.1.3. Opranuzanus o0paOOTKH A€ A7 MOCIENYIOIEr0 XpaHEeHHUSL.

3. 10/13KHOCTHBIE 003aHHOCTH
Henonpouzeooumens 6 wikone ocyujecmaisem 6binoIHeHue 0053aHHOCMel.:
3.1. B pamkax TpymoBoii QYHKIIMH OpraHU3aIlui PaOOTHI C JIOKYMEHTaMH:

* [IpUEM M NepBUYHas 00paboTKa BXOJIAIMINUX JOKYMEHTOB;

*  TpeIBapUTEIIFHOE PACCMOTPEHUE M COPTHPOBKA IOKYMEHTOB Ha PETUCTPUPYEMBIE U HE
PETUCTPUPYEMBIE;

*  MOJTrOTOBKA BXOJSIINX JOKYMEHTOB JUUISl PACCMOTPEHHSI TUPEKTOPOM IIKOJIBI;

*  peructpanus BXOJISAIIUX JOKYMEHTOB;

*  OpraHu3alus JIOCTaBKH JOKYMEHTOB HCIIOTHHUTEIISIM;

* BejleHHE 0a3bl JaHHBIX JJOKYMEHTOB 00111€00pa30BaTeIbHOIO YUPEKICHUS,

* BeJeHue MHPOPMAIIMOHHO-CIIPABOYHOI paboThI;

* 00paboTKa M OTHpPaBKa UCXOMAALINX JTOKYMEHTOB;

* opraHuzanus paboTHI IO PErUCTPAIINH, YIETY, XPAaHEHUIO U Tiepeade B
COOTBETCTBYIOIIME CTPYKTYPHBIE M0/Ipa3ieieHNs JOKYMEHTOB TEKYILEro
JIeJIONPOU3BO/ICTBA;

*  KOHTPOJIb HCIIOJIHEHHSI JOKYMEHTOB B 00111€00pa30BaTeIbHOM YUPEKICHUH.

3.2. B paMkax TpynoBoil QYHKIIMN OpraHU3alyy TEKYIIEro XPaHEeHUs JIOKYMEHTOB:

*  pa3paboTKa HOMEHKJIATYpPHI €] 0011e00pa30BaTeIbHOIO YUPEKICHHS;

* MpoBepKa MPaBUIHHOCTH 0(OPMIICHUS TOKYMEHTOB U OTMETKH 00 UX MCIIOJIHEHUH TIepeN
uX (POPMUPOBAHHUEM B JIEJIO JUISI TOCIEAYIOIIEr0 XpaHEHUS;

*  (QopmynrpoBaHUE 3ar0JIOBKOB JIEN U ONpeeSIeHUEe CPOKOB UX XPaHEHHUS;

* (QopmupoBanue nem;




*  KOHTPOIb MPABUILHOTO U CBOEBPEMEHHOTO PACIPEICIICHUS U TTOIIINBKY JOKYMEHTOB B
Jena.
3.3. B pamkax TpynoBo#t pyHKIHH OpraHU3aluiu 00paOOTKY JIeN JIIs MOCIEIYIOIIEeT0 XPAHCHHUS
*  TpOBEpKa CPOKOB XPAHEHUS IOKYMEHTOB, COCTABIICHHE MTPOTOKOJIA pa0OTHI AIKCIIEPTHON
KOMUCCHH I10 TIOJITOTOBKE JIOKYMEHTOB K XPaHEHHUIO, aKTa O BBIICICHUHN K YHUUYTOKCHHUIO
JIOKYMEHTOB, HE TIOJISKAIINX XPAHCHUIO;
*  COCTaBJICHHE BHYTPEHHEH OMHCH /e U1 0CO00 IEHHBIX TOKYMEHTOB IIKOJbI,
* odopmIIeHHE JET IOCTOSHHOTO, IOJITOBPEMEHHOTO CPOKOB XPaHCHHS;
* odopmieHre 00I0XKKH JIe]l TOCTOSHHOTO, JOJITOBPEMEHHOTO CPOKOB XPAHEHHS,
*  COCTaBJICHUE ONIHCH JIEJ IIOCTOSTHHOTO, IOJITOBPEMEHHOT'O CPOKOB XPaHCHHUS
* mepenauva Jiell B apXuB 00111e00pa30BaTeIbHOTO YUPEKICHUS.
3.4. Opranu30BbIBacT BHEAPCHHE, BeICHUE (B TOM YMCIIC aBTOMATU3UPOBAHHOE) M Pa3BUTHE
CHCTEM JIOKyMEHTAIINH, BKJIFOYas SJICKTPOHHBIE JOKYMEHTHI.
3.5. BMecTe ¢ anMuHHUCTpanKel KOJIbI TOITOTABINBACT OTUETHBIC TOKYMEHTHI JUIsI
BBIIIIECTOSIIIIAX OPTaHU3AINIA, TOTOBHUT CITY)KCOHBIC MUChMa, CIIPABKH.
3.6. Beger npuem noctynaroiiei Ha UMsi IUPEKTOPa KO KOPPECTIOHACHIIUH (JIEKTPOHHOU
[IOYTHI), PETUCTPUPYET €€ U BBIMOJHICT CUCTEMATH3AIIUIO COTJIACHO TPUHITOMY B
00111€00pa30BaTEIILHOM YUPEIKACHUH TOPSIIIKY, ITOCIIE €€ PACCMOTPEHUS IUPEKTOPOM IMepeiacT
10 Ha3HAYEHUIO UCTIOTHUTEIISIM TSI IPUMEHEHUS B XOJI€ UX JCSITSILHOCTH WIIH MMOJATOTOBKH
OTBETA.
3.7. Bener moCTOSHHBIN y4eT, KAPTOTEKY MPOXOKIACHHS IOKYMEHTOB, KOHTPOJIUPYET HX
UCIIOJTHEHUE, BBIJIACT TPeOyeMbIe CIIPABKU MO 3aPETUCTPUPOBAHHBIM JIOKYMEHTAM.
3.8. BrImonHseT OTHpaBKy UCIOTHEHHON KOPPECTIOHICHIINH apecaTam, BEeT yueT
MOJTy4aeMO 1 OTIPABIISIEMON KOPPECTIOHICHIINU, CUCTEMATH3UPYET U XPAHUT IOKYMEHTHI
TEKYIIETO apXuBa.
3.9. 3anumaetcs odhopMIEHHEM TPYIOBBIX JIOTOBOPOB U IMYHBIX JIE], YCTPAUBAIOIIUXCS HA
paboTy COTpyAHUKOB, 00padaThIBacT U OPOpMIISET Mepeiavy JTUIHBIX T COTPYIHUKOB B
apXuB.
3.10. ®opmupyer TUYHBIE JIeNIa YYSHUKOB, 00yYarOIUXCcs B MIKOJIE.
3.11. OcymecTBisieT yueT 00ydaromuxcsi IbIOTHBIX KaTerOpHiA.
3.12. BeneT KHUTH MTPUKA30B, MIEUATACT MPUKA3bI IO OCHOBHOM JIEATEIILHOCTH, HHBIC IIPUKA3HI.
3HAKOMUT COTPYTHUKOB IIKOJIBI C TPUKA3aMHU TIOJT TIOJITUCH B IEHb UX U3/IaHUS.
3.13. CoracHO pactopspKEHUSIM TMPEKTOpa IIKOJIBI TeYaTaeT u opopMisieT TpedyemMyro
JOKYMEHTAIUIO JUIA BeJIEHUS] y4eOHO-BOCTIUTATENBHON AESITENFHOCTH B IIKOJIE, BHITTOHEHUS
T'OJIOBOTO IJIaHA.
3.14. BemomnHsieT paboTy MO CO3/IaHUIO CIIPABOYHOIO ammapara mo JOKyMeHTaM, 00ecTieunBaeT
YIOOHBIN U OBICTPHIN UX TTOUCK.
3.15. 3anumaercs cOOpOM HEOOXOUMBIX MAaTEPUAIIOB AJIsl TOJATOTOBKH COBEIIaHUN PaOOTHUKOB
TITKOJTBI, OTIOBEIIIEHUEM YYaCTHUKOB O BPEMEHH, MECTE, TIOBECTKE JTHS COBEIIAHUS M HX
perucTpanuen.
3.16. SBnsiercst cekpeTapeM aIMHHACTPATHBHOTO COBEIIAHUS TPH TUPEKTOPE
00111600pa30BaTEILHOTO YUPEKACHUS.
3.17. B rpaHumiax cBoel KOMIICTCHIINH YJ4aCTBYET B COCTABIICHUHU TIPOTPAMMBI Pa3BUTHS
JIeNTOTIPOU3BOICTBA 00I11€00pa30BaTEILHOTO YUPEKACHUS, BHOCUT MPEUIOKEHHS 110 BOIIPOCaM
YCOBEPIICHCTBOBAHUS JEIIONPON3BOICTBA 00IIe00pa30BaTEIILHOTO YUPEKICHUSI.
3.18. OGecnieunBaeT 3aMTy MPaB U CBOOOI AETEH, poauTeneil (3aKOHHBIX MPEJACTaBUTENEH ) TPH
00paboTKe mepCoHaNbHbBIX MaHHbIX (nanee — [1]1).
3.19. IIpu ncnoaB30BAHUY IEKTPOHHOTO 000PYIOBaHUS, B TOM YUCIIE KIIABUATYPHI M MBIIIIH,
©XKEHEBHO JIe3NH(UIIUPYET UX B COOTBETCTBHH C PEKOMECHIAIMSIMUA TTPOM3BOIUTENS JINOO C
UCIIOJIb30BAaHUEM PACTBOPOB MJIH cal(eTOK Ha CHUPTOBOI ocHOBE (He MeHee 70% crupra).
3.20. Jlemonmpon3BOAUTEIH B IKOJIE CTPOTO COOJII0IaeT CBOIO IOJDKHOCTHYIO HHCTPYKITHIO,
MPOXOTUT MEPUOTUICCKIE METUITTHCKUE OCMOTPHI.




3.21. Ctporo cobmonaeT KOH(PUACHINATEHOCTh IEPCOHABHBIX TAHHBIX U TPeOOBAaHHUS IO
3amuTe u 6e3onacuocty [1/] mpu ux o6paboTKe, HEOMyIIEHNE UX PaclpoCTpaHeHHs Oe3
cornacus cyowexra I1]] unm Hanmuuus qpyroro 3aKOHHOTO OCHOBAHUS.

4. IIpaBa

Jlenonpon3BoauTeNb NIKOJIbl MMEET MOIHOE MPABO:

4.1. [lpuHUMaTh y4acTHe B yIpaBICHHH 0011e00pa30BaTEIbHBIM YUPEKACHUEM B IIOPSIKE,
YCTQHOBJIEHHOM Y CTaBOM.

4.2. Ha pabouee MecTO, KOTOPOE COOTBETCTBYET BCEM TPEOOBAHUAM OXpPaHbI TPY1a U MOXKAPHON
0e30MacHOCTH.

4.3. Ha 3amuty cBoei mpoh)eCCUOHATBHOM YeCTH U JOCTOMHCTBA.

4.4. Ha nepenauy 1OKyMEHTOB JUIsl UCIIOJIHEHUS U Ha TpeOOBAaHUE OT UCIIOJHUTEIEH IPaMOTHOTO
U TIPaBUWIILHOTO 0POPMIICHHUS TPEOYEMBIX TOKYMEHTAJIBHBIX MaTEPHAIIOB.

4.5. Ha 3anpammBanue OT aJMUHUCTPALIUH LLIKOJIbI, TIOJTY4YE€HUE U IPUMEHEHHE
MH(POPMALMOHHBIX MaTepPHaIOB, HOPMATUBHBIX U MPABOBBIX JOKYMEHTOB, HEOOXOIMMBIX JIJIS
BBINOJIHEHUS CBOMX JOJDKHOCTHBIX 0053aHHOCTEH.

4.6. 3HAKOMUTHCS CO BCEMH MMEIOIIMMUCS MaTepHajJaMy €ro JIMIHOTO JIeJ1a, OT3IBAMHU O CBOCH
pabore, )xan00aMu ¥ HHBIMHU JIOKYMEHTaMHU, OTPAXKAIOIIMMU OLEHKY €ro TpyZa, IPeaoCTaBIIsATh
110 HUM TIOSICHEHUSI.

4.7. Ha MmopanbpHOe ¥ MaTepuaJIbHOE MOOIIPEHNE, HA CBOEBPEMEHHYIO U B IIOJHOM 00beMe
BBIMIJIATY 3apa00THOM IUIAThI, a TAK)KE Ha 3alIUTY COOCTBEHHBIX HHTEPECOB U HHTEPECOB
COTPYAHUKOB ILIKOJIBI.

4.8. OTKa3aThCsl OT BBITIOIHEHUS paOOT MPH BOZHUKHOBEHUH YTPO3bI )KU3HU U 3/I0POBBIO
BCJIEJICTBHE HapyLIEeHUs TpeOOBaHUIl 110 OXpaHe Tpya.

4.9. TIoCTOSIHHO TIOBBITIIATH CBOIO TTPO(ECCUOHATHLHYIO KBATH(DHKAITHUIO.

4.10. Ha 3amuty cBoMX Ipo(ecCHOHANTBHBIX HHTEPECOB CAMOCTOSITENBHO U (WK Yepes3
3aKOHHOT'O IIPEJCTaBUTENSA, B TOM YHCIIE a/IBOKATA), B CIy4Yae AUCHUIUITMHAPHOTO UITU
CIIy’KeOHOT'0 pacciieIoBaHMsl, CBA3aHHOTO ¢ HECOOII0IEHUEM HOPM NMPO(eCcCHOHANBHOM ITHKH.
Ha Hepasrnamenne TUCIMIUIMHAPHOTO (CIIYKEOHOT0) paccieIoBaHusl, UCKITI0Yas Cydan
IIPElyCMOTPEHHBIE 3aKOHOM.

4.11. Ha BcTyruieHue B po(Ccoro3bl Ui 3alllUThl CBOMX TPYAOBBIX MpaB, CBOOO U 3aKOHHBIX
uHTepecoB. Ha nosiydyeHne conuanbHbIX rapaHTUH U JIBIOT, IPEYCMOTPEHHBIX
3aKoHoAarenbecTBOM Poccniickoit denepanumn.

5. OTBETCTBEHHOCThH

5.1. 3a HEBBINIOIHEHUE WM HAPYLLIEHUE TAaHHON JOKHOCTHOM MHCTPYKIUU JEIONPOU3BOIUTEINS
B 1IKoJIe, YcTaBa u [IpaBuit BHyTpEHHEro TPy10BOTO pacopsiKa, 3aKOHHBIX pacopsyKEeHUI
JUPEKTOPA LIKOJBI U IPYTUX JIOKAJIbHO-HOPMATHUBHBIX aKTOB, a TAKXKE 32 MIPUHATHE PEIICHUH,
MOBJIEKIIINX HApyLIEeHHE Y4eOHO-BOCIUTATENIbHBIX OTHOUICHHUH, JeTONPON3BOAUTEIH HECET
JUCUHUIIIIMHAPHYIO OTBETCTBEHHOCTh B MOPSJIKE, YCTAHOBICHHOM Tpya0BbIM

3akoHo arenbcTBOM Poccuiickoit denepanum.

5.2. 3a npuMeHeHue, Jaxke OJTHOKPATHO, CIIOCOO0B BOCTIMTAHUS, BKIIOYAIOIINX B CEOS
busndeckoe u (MIN) MCUXOJIOTHIECKOE HACHIIME HAJl TMYHOCTHIO peOeHKa, ET0NPON3BOIUTETH
MOJKET OCBOOOXKAATHCS OT 3aHUMAEMOM JOHKHOCTH COTIIACHO TPYAOBOMY 3aKOHOATENILCTBY
Poccuiickoit @enepanuu. YBOJbHEHUE 3a TAKOW MOCTYIIOK HE IPUHUMAETCS 3a MEPY
JUCUUIIIIMHAPHON OTBETCTBEHHOCTH.

5.3. HeceT nHCIMIUIMHAPHYIO OTBETCTBEHHOCTD 3a COXPAHHOCTh TOKYMEHTAIlNN, HaXOIAIIENCS B
KaOMHEeTE J1eIONPOU3BOIUTEI.

5.4. IlpuBnekaeTcst K TUCIUILTMHAPHOW OTBETCTBEHHOCTH 3a pa3TiallicHUue CIIYKEOHOU U
KOH(UICHIHATBHOU nH(OpMauu, HHGOPMAITUHU O IEPCOHABHBIX JAHHBIX COTPYIHUKOB U
obOyJaronuxcst 001e00pa3oBaTeILHOTO YUPEKIACHUS.

5.5. 3a HapyIIeHUE MPaBUII MOKAPHON 0€30MaCHOCTH, OXPaHbI TPY/a, CAHUTAPHO-
TUTMEHUYECKUX HOPM U IIPABUII I€JTONPOU3BOIUTEID MOXKET IPUBIIEKATHCS K



AJIMUHUCTPATUBHON OTBETCTBEHHOCTH B MOPSIJIKE U B CIIy4asiX, yCTAHOBJICHHBIX
aIMUHUCTPATUBHBIM 3aKOHOAATENLCTBOM Poccuiickoit @enepanuu.

5.6. 3a mo0oe BUHOBHOE NMPHUYMHEHKE 00111€00pa30BaTEILHOMY YUPEKICHUIO UM YYaCTHUKAM
00pa3oBaTeNbHBIX OTHOIICHUH yiepOa (B TOM 4HCIIe MOPAJIbHOTO) B CBSI3U C BBIIOJIHEHUEM
(HEBBIMOJIHEHHUEM) CBOUX MPSAMBIX JOJKHOCTHBIX 00S3aHHOCTEH J1€TOMPOU3BOIUTEID IIIKOJIbI
HECEeT MaTepHaJIbHYI0 OTBETCTBEHHOCTD B MOPSAJIKE U B IIPE/IENIaX, YCTAHOBIECHHBIX TPYIOBBIM U
(WK) TpaXKIaHCKUM 3aKOHOAaTeNIbcTBOM Poccuiickoit denepanuu.

6. BzaumooTHomenusi. CBSI3M 110 10JKHOCTH

Jleonpou3BOIUTENb IIKOJIBI:

6.1. Jlenonpou3BOUTEIh BRIMOIHIET pabOTy COTIACHO TpaduKy, COCTABICHHOMY ¢ yueToM 40-
4acoBOU paboueil Hellenu, U yTBEPKIEHHOMY AUPEKTOPOM 00I111e00pa30BaTeIbHOr0
YUPEXKICHUS.

6.2. [TocTosiHHO OOMeHMBaeTcs UH(OpMaIKel o BOIIPOcaM, OTHOCSIIIUMCS K €r0 KOMIIETEHIIHH,
C aIMUHUCTpAIMEH, OyXxraaTepuei, ne1arorudeCKuMi padOTHUKAMH U 00CITYKHUBAIOIIIUM
MEPCOHAJIOM IIKOJIbI, C POAUTEISIMH JIeTeH (JTUI[aMH UX 3aMEHSIOIIUMHU).

6.3. Ilomy4aer oT nupeKTopa o01eo0pa3oBaTEILHOTO YUPEKACHUS HHPOPMAITUIO HOPMATHBHO-
MIPABOBOT0 ¥ OPTaHU3AIIMOHHOTO XapaKTepa, 3HAKOMUTCS IO/ PACIHCKY ¢ HEOOXOIUMBIMU
JIOKyMEHTaMH.

6.4. BoBpems cooO1aeT TMpeKTOpy UIKOJIBI M €r0 3aMEeCTUTENSIM 00 nH(OopMaluu, MpuKa3ax,
PaCHOPSKEHUAX U MHOW IOKYMEHTAIIUM, TTOCTYIIUBILECH 110 AJIEKTPOHHOM MOYTE.

6.5. Undbopmupyet nupekropa (mpu OTCYTCTBUH — MHOE JOJKHOCTHOE JIUIIO0) O (paKTe
BO3HHKHOBEHUS I'PYNIIOBBIX WH()EKITMOHHBIX M HCMH(PEKIIMOHHBIX 3a00JIeBaHUI B
0011e00pazoBaTenbHON OpraHU3aluy, 3aMECTUTENS TUPEKTOpa MO aIMUHUCTPATUBHO-
X03HCTBEHHON YacTH — 00 aBapHIHBIX CUTYyallUsIX B pab0Te CUCTEM 3JIEKTPOOCBEIIEHUS,
MEPCOHAIBLHOTO KOMITBIOTEPA U MHOM OPITEXHUKHU, OTOTUIEHUS U BOJIOIIPOBO/A.

6.6. Bo Bpemst OTCYTCTBHUS AETOMPOU3BOAUTEIS €70 OOSI3aHHOCTH BBITIOJIHAET COTPYIHHUK,
UMEIOIINI Bce TpeOyroruecs npodeccuoHalbHbIE 3HAHUS, YMEHUS M HaBBIKU, HA3HAYCHHBIN
MPUKA30M JTUPEKTOPA IMIKOJbI. JJaHHBIN COTPYIHHUK TPHOOPETAET COOTBETCTBYIOIINE TIpaBa
HECET MOJIHYIO OTBETCTBEHHOCTD 3@ KAYECTBEHHOE BBIMOJHEHUE BO3JIOKEHHBIX HA HETO
00s3aHHOCTEH.

7. 3aka109uTeIbHbIE TOJ0KEHHS

7.1. O3HaKOMIIEHHE JIETONPOU3BOIUTENS C HACTOSIIEH HHCTPYKIMEH, OCYILIECTBISIETCA MPU
npuemMe Ha padoTy (0 MOAMUCaHUs TPYJOBOTO JOTOBOPA).

7.2. OauH 2K3eMIUSIP JOKHOCTHONW MHCTPYKIIUU HAXOAUTCS y paboToaaTens, BTOpO — y
COTPYJIHHKA.

7.3. ®akT 03HAKOMJICHHUS JEIONPOU3BOIUTENS C HACTOAILEH JOIKHOCTHOU HHCTPYKIUEH
MOATBEPKIAETCS MOAMUCHIO B AK3EMIUISIPE TOIKHOCTHOM MHCTPYKIIMU, XPAHAIIEMCS Y
paboTonaTens, a TakKe B )KypHaJle 03HAKOMJICHHUS C JTOJKHOCTHBIMU MHCTPYKITUSIMH.
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