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Mpotokon Nel ot 28.08.2021r.

JOMKHOCTHaA MHCTPYKLUNA fe

1. O6uwme NonoxeHns

11 [aHHad JOMKHOCTHaA  MHCTPYKUMA  Jenonpou3BoauTend B LUKO/ME COCTaB/ieHa  Ha
ocHose NMpogcTaHaapta 07.002 «Cneymannct no opraHM3auMoOHHOMY W LOKYMEHTauNOHHOMY
06ecrneyeHnIo yrnpaBneHna opraHu3auunein», yTBepXAeHHOro npukasom MuHWUCTepcTBa rpyda U
coupanbHoi 3awmTbl Poccuiicko ®@egepauum Ne 333H o1 15 mioHs 2020 r; ¢ yyeTom PefepasibHOro
3akoHa Ne273-$3 ot 01.12.2012r «O6 obpasoBaHuMM B Poccuiickoin deaepauum» B pefakumm ot 25
monsa 2022 roga; CIM 2.4.3648-20 «CaHWUTapHO-3NNAEMUONOrMYECKMe TPebOoBaHNS K OpraHu3aumsm
BOCMMTaHUA 1 06yYeHWsi, OTAbIXa 1 03[40POBEHNSA AETEN N MONOAEXM»; corfacHo Tpyaosomy Kogekcy
Poccuiickon defepaum 1 UHLIM HOPMATUBHBIMW aKTamu, perfiaMeHTUPYHOLLMM TPYLOBble OTHOLLEHNS
Mexay paboTHNKOM 7 paboTozartenem.
12 HacToALas Jon>KHOCTHas UHCTPYKUMA [lenonpouvsBoanTens LUKONb! rno
npodcTaHaapTy yCTaHaBMBaeT  (DYHKUMOHa/IbHble  00513aHHOCTW, MpaBa W OTBETCTBEHHOCTb
COTPYZAHMKa, 3aHMMatoLLero B 06LLe06pa3oBaTe/lbHOM OpraHM3aummn O/MKHOCTb 4e/0NpPOV3BOANUTENS.
1.3. Ha JO/mKHOCTb [1eN10Npon3BOANTENS MOXKET HasHayaTbCs NULO:
MMetoLLlee cpefHee npoeccroHasibHoe 00pa3oBaHMe, MpoLlejllee MNporpaMmbl  NOATOTOBKM
KBaIM(ULMPOBaHHBIX paboumnx, CyXatimx;
COOTBETCTBYIOLLEe  TpebOBaHMAM,  KacaloWmMMcA  MPOXOXAeHUs  npeasaputenibHoro  (mpwu
MOCTYN/IEHUN Ha paboTy) 1 NepUOANYECKNX MEAULMHCKMX OCMOTPOB, BHEOUEPEAHbIX MEAULIMHCKMX
OCMOTPOB MO HanpaefeHWo paboTodaTens, MPOMeCCHOHaNbHON UIMEHNYECKO MOArOTOBKM W
atTecTayum (Npy npueme Ha paboTy u fanee He pexxe 1 pasa B 2 rofga), BakUMHaUuKM, a Takxke
MMEOLLIEe NINYHYI0O MEAULMHCKYIO KHWDKKY C pesy/ibTatamy  MeAUUMHCKUX 06CnefoBaHuin
NabopaTopHbIX  WUCCNefOBaHUA, CBEAEHMAMM O TMNPUBMBKAX, MEPEHECEHHbLIX WHMEKLMOHHbIX
3a60/1eBaHNAX, O MPOXOXKAEHUW NPOMECCUOHANILHON TMIMEHNYECKON NOATOTOBKM W aTTecTauuu c
[0MNYCKOM K paboTe;
HEe MWMeloLee OrpaHWYeHUiA Ha 3aHsATVe TPYLOBOW [eATeflbHOCTb0 B ciepe 06pa3oBaHus,
M3NOXEHHbIX B CTaTbe 351.1 «OrpaHuWYeHWs Ha 3aHATUE TPYAOBOM [esTeNlbHOCTHI0 B ciepe
06pa3oBaHUsA, BOCMWUTAHWS, PasBUTUA HECOBEPLUEHHONIETHUX, OpraHmsaumMm ux oTabixa W
03[0POB/EHNSA, MEAULIMHCKOrO 06ecrneyveHns, coumanbHOM 3aLmTbl U COLMaIbHOMO 06CTY>XMBaHNS,
B Cbepe [LEeTCKO-HOHOLUEeCKOro Cnopra, Ky/bTypbl U UCKYCCTBA C Y4acTVEM HECOBEPLUEHHOMETHNX
Tpynosoro Kogekca Poccuiickort depaepaumm.
14. [enonpousBoauTenss HasHayaeT W OCBOOOXKAAET OT 3aHMMaeMOn [O/MKHOCTU  AUPEKTOp
06L1e0bpazoBaTesibHON OpraHM3aumMn B Nopsake, yctaHoBeHHOM TpyaoBbiM Kogekcom Poccuiickoi
depnepauuu 7 TPYLOBbIM [OrOBOpPOM (KOHTpaKkTOM) c PabOTHMKOM.
1.5. [lenonpoun3soamTe/ib OTHOCUTCA K KaTeropum TeEXHUYECKNX UCMOMTHUTENIEN N HAaXoAUTCA B MPAMOM
NOAYMHEHUN Y AMPEKTOpa 06LLe06pa30BaTeIbHOr0 yUpeXaeHus.

1.6. [lenonponssoanTenb B LLKOSE NPW BbINOSHEHNM AO/KHOCTHBIX 06513aHHOCTE PYKOBOACTBYETCS:
KoHcTuTyumeld Poccuitickoin depepaunm;
MopsgKom opraHM3auuMm U OCYLLECTBNEHMS 00pa3oBaTe/ibHON  [eATeNIbHOCTM MO OCHOBHbIM
06Leobpa3oBate/ibHbIM - MporpaMmaM - 00pa3oBaTe/ibHbIM - MporpaMmaM  HadanbHOro 06Lero,
OCHOBHOIO 06LLEero v cpegHero obulero obpasoBaHus, yTBEPXKAEHHbIM NpukazoM MwuHucTepcTBa
npoceeLleHna P® ot 22 mapta 2021 r. Ne 115;
defepanbHbIM rocy4apCTBEHHbIM 06pa3oBaTe/lbHbIM CTaHAapTaMm 06LLero 0o6pasoBaHus:;



CIn 2.4.3648-20 «CaHUTapHO-3NNAEMNONOINYECKMEe TPeOOBaHNA K OpraHM3auusam BOCMUTaHUS U
06y4eHuns, OTAbIXa Y 0340POBEHNSA JETEN 1 MONOAEXMN,

aAMUHUCTPATUBHBIM, TPYLO0BbIM M X034MCTBEHHbIM 3aKOHOAATE/IbCTBOM Poccuinckoin defepauuu;
MOCTaHOB/IEHWSAMW, PACMOPSHKEHUSIMU, MNPUKa3aMU M UHLIMU PYKOBOAALWMMU UM HOPMATUBHbLIMM
[AOKYMEHTaMM, OTHOCALLMMUCA K BEEHWNIO [e/I0NPOU3BO/CTBa,;

cTaHfapTaMy YHU(ULMPOBaHHOM CUCTEMbI OpraHu3aLMOHHO-PacropAANTENbHON AOKYMEHTaLUN;
npasunaMm oporpaun 1 NyHKTyaumu;

npasvnaMmn paboTbl Ha KOMMbIOTEPe Y UHOW OPrTEXHUKE;

npasBuIaMn 1 HoOpMamm oxXpaHbl TPyAa, NMPON3BOACTBEHHON CAHUTAPUK U NOXapHOW 6e30MacHOCTY;
YctaBoM ¥ [NpaBuiamy BHYTPEHHEro TPYAOBOrO Pacropsafka, ApYrMMu NOKasbHO-MPaBOBbIMU
aKTamu 06LLLe06pazoBaTe/IbHOr0 yUpexaeHus;

[AaHHOW [OMKHOCTHOM UHCTPYKLMEN 1 TPYA0BbIM LOrOBOPOM (KOHTPaKTOM);

KoHBeHUMel 0 npaBax pebeHKa;

1.7. [OenonpounsBoauTesb LWKO/bI 0653aH 3HaTb CreaytoLLee:

I"ocynapcTBeHHbIN cTaHaapT Poccuiickoin deaepaunmn «1enonpon3BoacTBO U apXUBHOE AEN0»;
HOPMaTVMBHble NPaBOBbIe aKTbl 1 HOPMATUBHO-METOANYECKME LOKYMEHTbI, NMOMOXKEHUSA, UHCTPYKLMUN
1 VHble MaTepuasibl U LJOKYMEHTbI MO BefeHNIO [eN0NpPon3BOACTBA B LLKOSE;

COBPEMEHHbIE NH(OPMALMOHHbIE TEXHOMOMMN PaboThbl C JOKYMEHTaMK;

NnopsAoK paboTbl C JOKYMeHTaMU;

CXeMbl JOKYMEHTO060pOTa;

npasuna paboTbl C BXOAALLMMM, UCXOALLMUMU U BHYTPEHHUMMN JOKYMEHTaMW;

npasuna opraHusauum U QOpMbl KOHTPONS WMCMOMHEHWUS AOKYMEHTOB B 06Le06pa3oBaTe/lbHOM
YUpeXAeHUN;

TUMOBbLIE CPOKM UCMOTHEHUSA [OKYMEHTOB;

NPUHLUMMBI paboTbl CO CPOKOBOW KapTOTEKONA;

HasHaYeHve N TEXHOMOMMA TEKYLLLEro 1 NpeaynpeauTelbHOro KOHTPONS;

npaBuna COCTaB/IEHWUA aHA/IMTUYECKUX CMpPaBOK MO opraHmsauum paboTbl C [JOKYMeHTaMu U
KOHTPO/IKO UCMOSTHEHUS JOKYMEHTOB;

npasuna OKYMeHTaLMOHHOIo 0becrneyeHns feaTelbHOCTY 06LLe06pa3oBaTe/lbHOM0 YUPEXAeHNS;
BUAb! JOKYMEHTOB, UX Ha3HaYeHWe;

TpeboBaHUsA, NpeabsAB/sSEMble K [OKYMeHTaM B COOTBETCTBMM C HOPMATMBHLIMW aKTamu |
rocyJapCTBEHHbIMM CTaHAapTamu;

npaBuna COCTaBfieHUss W OPOPMIEHUS  MH(OPMALMOHHO-CMPaBOYHbIX,  OPraHU3aLMOHHbIX,
ynpaB/ieHYeCKNX [JOKYMEHTOB;

npaBuna co3faHus WM BefeHWs 6a3 [aHHbIX CAY)XeOHbIX [OKYMEHTOB B 06pa3oBaTe/ibHOW
opraHusayuu;

CUCTEMbI 3/IEKTPOHHOI 0 JOKYMEHTO060p0TE;

npasua 1 CPOKN OTMNPaBKM UCXOLALLMX LOKYMEHTOB;

TpeboBaHWs 0XpaHbl TPya 1 NoXKapHoil 6e30MacHOCTU Ha paboyeM MecCTe;

METOAMYECKME PEKOMEHALMM MO BbINOMHEHNIO PaboThl C JOKYMEHTaMU B 06L1e06pa3oBaTe/bHbIX
YUPEXIEHUAX;

NOPSAOK KOHTPONA MPOXOXAEHUSA CNY>KeOHOM AOKYMEHTALMN U MaTepuasios;

CTPYKTYpY 06L1e06pa30BaTe/IbHOMO YUPEXAEHUS N COCTaB COTPYAHUKOB;

BU/bl HOMEHKNATYp, 06LLMe TPe60BaHNA K HOMEHKNATYpe, METOAMKA €8 COCTaB/IEHUS U OPOPMIIEHUS;
NnopsAoK (opMUPOBaHUSA 1 OPOPMIIEHNS feN, Cnelugrka PopMMPOBaHNSA OTAE/bHbIX KaTeropuii Aen;
npaBuna XpaHeHWs Aef, B TOM YKC/E C JOKYMEHTaMU OrpaHUYeHHOro JoCTyna;

npasvna Bbigayun 1 UCNONb30BaHNSA AOKYMEHTOB M3 CHOPMUPOBaHHLIX JerT;

KpUTEPUN pasfeneHns [OKYMEHTOB Ha rpynnbl B COOTBETCTBUM C LIEHHOCTbHO MHopmaumu,
COAEPXKALLENCH B HUX;

NOPSAOK CO34aHNs, OpraHu3auuy 1 JOKYMeHTUPOBaHUA paboTbl SKCMEPTHON KOMUCCUU;

npaBuna COCTaBNEHNS N YTBEPXAEHMS NPOTOKO/1A paboTbl IKCNEPTHOM KOMUCCUW;

npaBua COCTaB/EHUS N YTBEPXKAEHMS aKTa O Bblfe/IeHUN JOKYMEHTOB, He NOAJeXaLnX XpaHeHHo;
npasuna TeEXHNYECKON 06paboTKM M NOSHOro OPOPM/IEHNS AeN NOCTOAHHOIO U BPEMEHHOIO CPOKOB
XpaHeHwus;

npasua cOCTaBNeHMA OMUCK /1 NOCTOAHHOIO Y BPEMEHHOI0 CPOKOB XPaHEHUst B COOTBETCTBUN C
[eVCTBYHOLLMMIN HOPMATUBHO-METOANYECKUMI [OKYMEHTAMU;



e MpaBufa nepegauv Aen B apxume 00LLLe06pa30BaTENbHOMO YUPEXAEHNS;
* npaBuna Mcnosb3oBaHMs TenedioHa, dakca, KCepokea, NpMHTepa, CKaHepa, KOMMbIoTepa;
e nMpaBuia paboTbl C TEKCTOBbIMW pPeAaKkTopamy W 3NEKTPOHHbIMK Tabnmuamu, 6a30i [AaHHbIX,
3N1EKTPOHHOW MOYTOW, NHTEPHET Bpay3epamu;
*  TEXHOMOrMK Co3AaHns, 06paboTKK, Nepefayn 1 XpaHeHWst pasIMYHbIX JOKYMEHTOB;
* npaBwuna AenoBoW Mepenuckn, CocTaBeHUs U Habopa AenoBbIX MUCEM C NMPUMEHEHMEM TUMOBbLIX
06pasLoB;
e [1e710MPON3BOACTBO U ero BefieHNe;
* TpeboBaHWUSA MO COXPAHHOCTY CAYXXeOHOM MH(OpMaLK, 3aLiMTe NePCOHaTbHbIX AaHHbIX;
*  OCHOBbI 3TUKMN U 3CTETUKN;
* MpaBufa 4enoBoro 06LEHNS;
* NOPsAAOK OKa3aHMA NepBoii A0BPaYe6HON MOMOLLK;
*  MOPSAOK AECTBUIA NPK NOXapPe WU MHON Ype3BblYaliHOW CUTYyaLMK, 3BaKyaLuu.
1.8. [lenonpoun3BoanTeNb LLKO/bI AO/IKEH YMETD:
e paboTaTb CO  BCeli  COBOKYMHOCTbO  WMH(OPMaLMOHHO-AOKYMEHTALMOHHbIX  PECcYpcoB
06LL,e06pa30BaTENLHOMO YUPEXAeHNA:
* M0Nb30BaTLCA CNPABOYHO-MPABOBLIMU CUCTEMAMY;
* MO0Mb30BaTbC  aBTOMATM3MPOBAaHHLIMW  CUCTEMaMW  y4yeTa,  perucTpauuu,  KOHTPONs U
MH(OPMaLMOHHO-CNPaBOYHBIMM CUCTEMaMK NPU PaboTe ¢ AOKYMEHTaMM LLUKO/bI;
* TMPUMEHSATb COBPEMEHHbIE MH(OPMALMOHHO-KOMMYHMKALUMOHHbIE TEXHOMNOMMKM Ans paboTbl C
AOKYMEHTaMu, B TOM YMC/e 4715 ee ONTUMM3aLMMN U NOBbILIEHNS 3(h(EKTUBHOCTHK;
* OpraHu3oBbIBaTb PaboTy MO YYeTy, XPaHEeHUIO W nepefade B COOTBETCTBYHOLLEE CTPYKTYpPHOe
nogpasaeneHve JOKYMEHTOB TEKYLLErO Ae0NpPOn3BOACTBA;
*  UCMONb30BaTb HOMEHKMATYPY Aen Npu U3yYyeHUn CTPYKTYpbl 00LLe06pa3oBaTe/lbHOro yUpeXxXaeHus,
COCTaB/fIEHWW OMUCEN Jen;
*  OpraHv30BbIBaTb PaboTy Mo POPMUPOBAHUIO [ie/1 B COOTBETCTBMMN C YTBEPXKAEHHON HOMEHKNATYPOIA
Aen WKONbI;
* NpaBWIbHO N CBOEBPEMEHHO (DOPMMPOBATL AOKYMEHTbI B AieNa C Y4ETOM UX CreLudmKu;
*  CMCTEMAaTU3MPOBATb JOKYMEHTbI BHYTPU [eNa;
» obecneumBaTb COXPaHHOCTb W 3aWMUTY AOKYMEHTOB 06LLe06pa30BaTeNlbHONO YUPEXAEHNS;
* M0Nb30BaTLCA NEPEUHSIMM LOKYMEHTOB W aHa/IM3MPOBaTh (PaKTUUECKOE COAEpKaHue MMELLMXCA B
[ene JOKYMEHTOB NPU OnpeseieHn CPOKOB X XPaHeHNS;
* 0(hopMNsATb 06MIOXKKM fAeN MOCTOSHHOrO W BPEMEHHOTO CPOKOB XPaHeHMsi B COOTBETCTBUU C
Tpeb0oBaHMAMUN roCYLaPCTBEHHBIX CTaH4APTOB;
*  MPOW3BOAMTL CTPYKTYPHYH CUCTEMATM3aLMIO e,
*  OCYLUECTB/IATb TEXHUYECKYHO 06paboTKy M NOMHOe ohopMIeHMe [eNl NOCTOSAHHOIO W BPEMEHHOMO
CPOKOB XpaHeHus;
* COCTaBNATb OMWUCb [N MOCTOSHHOrO W BPEMEHHOrO CPOKOB XPaHeHUsi B COOTBETCTBMM C
AENCTBYIOLLMMI HOPMATUBHO-METOANYECKUMMN JOKYMEHTAMM.
19. CoTpyfgHVK [O/MKEH O03HaKOMWUTHLCA C  AO/HKHOCTHOM WHCTPYKUMEW [enonpou3BoauTens B
COOTBETCTBUM C MPOCTaHAAPTOM, MHCTPYKLUMEN MO OXpaHe Tpyda AN AeNonpov3BOAUTENS LUKOSbI,
3HaTb U CO6MOAATL YCTAaHOB/EHHbIE NPaBWia U TPe6oBaHUS OXpaHbl TPYda 1 NoXKapHo 6e30MacHOCTH,
npaBuia JIMYHOM TUrMeHbl W TUTMEHbl Tpyda B  00Lleobpa3oBaTeNibHOW  OpraHm3auum.
1.10. [enonpounsBoanTeNib AO/MHKEH MPONTM 0Oy4YeHWe M MMeTb HaBblKM OKa3aHus MepBov MOMOLLM
noCTpafaBLUMM, 3HaTb MOPSAOK AEVCTBMIA MpY BOSHUKHOBEHUWM MOXKapa WAM WHOM 4pe3BblyaiiHoOw
CUTyaLun 1 3BaKyauun B 06LL,e06pa3oBaTe/IbHON OpraHm3auum.

2. TpynoBble PyHKLUMN

K OCHOBHbIM (PYHKUMAM AeN0npon3BoAMTeNIA OTHOCATCS:

2.1. IoKyMeHTaLMOHHOE 0becrneyeHme AedTeNlbHOCTM 06LLe06pa30BaTeIbHOMO YUPEXAEHUS:
2.1.1. OpraHu3auus paboTbl C JOKYMEHTaMMW.

2.1.2. OpraHusauns TeKyLLero XpaHeH1s LOKYMEHTOB.

2.1.3. OpraHu3aums 06paboTKM fen 41 NoCnefyoLero XpaHeHus.

3. JO/DKHOCTHbIe 06513aHHOCTU

[enonpon3BoauTenb B LLIKOSE OCYLLECTBNSET BbINONHEHME 06513aHHOCTEIA:
3.1. B pamKax Tpy/A0BOW (hyHKLMM OpraHu3aLum paboThbl ¢ OKYMEHTaMM:




* MpueM 1 NepemyHas 06paboTKa BXOAALLMX LOKYMEHTOB;

* npeABapuTeslbHOE pPacCMOTPEHWE W COPTMPOBKA [OKYMEHTOB Ha PerucTpupyemble U He
PErncTpupyemble;

* TMOArOTOBKa BXOAALMX AOKYMEHTOB 15 PACCMOTPEHMS AMPEKTOPOM LUKO/bI;

*  perucrpaums BXOAALMX LOKYMEHTOB;

e OpraHu3auus JOCTaBKM AOKYMEHTOB UCMOHUTENAM;

* BefleHVe 6a3bl AaHHbIX OKYMEHTOB 06LLe06pa30BaTe/IbHOMO YUPEXAeHNS;

e BefeHMe MH(OPMAaLMOHHO-CNPaBOYHOM PaboThl;

» 06paboTKa 1 OTMpaBKa NCXOAALLMNX JOKYMEHTOB;

e OpraHuszauus paboTbl MO perucTpaumu, Y4eTy, XpaHeHUKO W nepefade B COOTBETCTBYHOLLME
CTPYKTYPHbIe NoApa3feneHns JOKYMEHTOB TEKYLLEro 4e/onpon3BoACTBa,;

*  KOHTPO/Ib UCMONHEHNSA JOKYMEHTOB B 00LLLe06pa30BaTe/IbHOM YUPEXAEHUN.

3.2. B pamKax Tpyf0BOi (PYHKLMIN OpraHn3aumm TeKyLLEro XpaHeHs 4OKYMEHTOB:

* pa3paboTka HOMeHKaTypbl Aen 06Le06pa3oBaTe/lbHOr0 YUpeXxXaeHus;

* MpoBepKa MNPaBWIbHOCTU OMOPMJIEHNUS [OKYMEHTOB U OTMETKM 06 WX WCMONHEHUWU nepes uX
(hopmMmMpoBaHMEM B [ieN10 418 MOC/eAYOLLEro XpaHeHus;

* (hopMynMpoBaHMe 3aro/IoBKOB AeN U OnpejeneHne CPOKOB X XpaHeHWS;

* (hopmupOBaHue fen;

*  KOHTPO/b NPaBW/IbLHOrO M CBOEBPEMEHHOIO pacnpefeneHns 1 NOAWNBKA JOKYMEHTOB B Aefa.

3.3. B pamKax Tpyf0BOI (PYHKLMKN OpraHu3aumMm o6paboTku gen Ans nocneayroLero XpaHeHms:

* MpOBepKa CPOKOB XpaHEHWs JOKYMEHTOB, COCTaB/ieHME MPOTOKO/A paboTbl 3KCMEPTHON KOMUCCUN
Nno MOAroTOBKE [OKYMEHTOB K XPaHEHWI0, akTa O BblAe/leHUN K YHUUTOXXEHUIO [OKYMEHTOB, He
NoANEXaLLMX XPaHEHWIO;

* COCTaB/ieHMe BHYTPEHHEN onucy Aen i 0co60 LiEHHbIX JOKYMEHTOB LUKO/bI;

* othopMmsieHME feN1 NOCTOSAHHOI O, [0/ITOBPEMEHHOIO CPOKOB XpaHeHMSs;

* othopMmsieHVEe 06M0XKM Aen NOCTOAHHOrO, LO/NTOBPEMEHHOIO CPOKOB XPaHEHNS;

*  COCTaB/IeHMe OMUCK Aen NOCTOSHHOrO, LONTOBPEMEHHOIO CPOKOB XPaHEHNS;

* Mepefaya fen B apxmB 06LLLe0OPa30BaTENIbHOI0 YUPEXAeHUS.

3.4. OpraHun30BbIBaeT BHeAPeHNe, BefeHve (B TOM YuC/e aBTOMAaTU3MpOBaHHOE) M pasBUTHE CUCTEM

[OKYMeHTauum, BK/HOYas 3NEKTPOHHbIE [OKYMEHTB!.
3.5. BMecTe C aMMHUCTpPALIMEN LIKOMbI MOAFOTAB/IMBAET OTUETHbIE JOKYMEHTbI A/l BbILLECTOSLLMX
opraHu3aLui, roTOBUT CNyXebHble n1cbMa, CMpaBKu.

3.6. BefleT npuemM NOCTyNatoLLEei Ha MM AMPEKTOPA LLIKO/bI KOPPECMOHAEHLIMM (3N1EKTPOHHOI MNOYTbI),
PErUCTPUPYET €€ W BbIMOMHSAET CUCTEMATU3ALMIO COFMlaCHO MPUHSTOMY B 06LL1e06Pa3oBaTe/IbHOM
yUpeXxaeHuu NopsaKy, nocse ee pacCMOTPEHMS AMPEKTOPOM NepeaaeT Mo Ha3HAUYeHUIO UCMONHUTENSAM

ans NPUMEHEHNS B Xxofe X  [esTeNnbHOCTU nnm MOArOTOBKM oTBeTA.
3.7. BefeT NOCTOSHHbIN YUeT, KapTOTeKY MPOXOXAEHWS JOKYMEHTOB, KOHTPONMPYET MX UCMONHEHNE,
BblJaeT TpeGyemble CrpaBKu rno 3aPerncTPUPOBaHHbIM [OKYMEHTaM.

3.8. BbINOsHSAET OTNpaBKy WCMOMHEHHOW KOPPECNOHAEHUMN afpecaTaM, BefeT y4YeT Nosayvaemon u
OTNPaB/IIEMON  KOPPECMOHAEHLUMN, CUCTEMATU3NPYET U XPaHUT [OKYMEHTbl TeKYLIero apxmsa.
3.9. 3aHumaeTca othopMIeHMEM TPYLOBbIX AOrOBOPOB WM /IMYHBLIX [eN, YCTpauBatoWMXcs Ha paboty
COTPYAHMKOB, 06pabaTbiBaeT W O(OpPMASAeT nepefadvy J/MYHbIX Aen  COTPYAHWKOB B apXuB.
3.10. dopmunpyet NIMYHbIE fena YYEHWKOB, 06yyatoLLMXCS B LLKOSIe.
3.11. OcyuwiecTengaeT yuyet 0byyaroLmxcs NbrOTHbIX KaTeropui.
3.12. Befetr KHUrM NpuKas3os, MeyartaeT MpuMKasbl MO OCHOBHON [AeATENIbHOCTW, WHble MNPUKasbl.
3HaKOMWUT  COTPYAHMKOB LWIKOMAbI C MNpUKasamMy NOA MOAMMCL B [AeHb WX U3[aHus.
3.13. CorfacHO pacrnopsikKeHUsAM  AMPeKTopa LIKO/bl  MevataeT M OopmaseT Tpebyemyro
[NOKYMeHTaumo Ans BefeHns y4ebHO-BOCnUTaTEIbHOM AeATEeNbHOCTU B LUKO/IE, BbINO/HEHWS rO40BOr0
nnaHa.

3.14. BbINoMHSAET paboTy MO CO34aHWMI0 CMPaBOYHOrO arnapata no [JOKyMeHTam, o6ecneuymBaeT
YA00HbIV " ObICTPbINA nx MOWCK.
3.15. 3aHumaeTcs cOOpPOM Heo6XOAUMBIX MaTepuanoB A5 MOAFOTOBKW COBELL@HWn pPaboTHUKOB
LLKO/Ibl, ONOBELLEHNEM YYaCTHUKOB O BPEMEHW, MECTe, NMOBECTKE [HS COBELLAHWUA N UX PerucTpayunen.
3.16. fABnseTca cekpeTapeM afMUHUCTPATUBHOIO COBELLAHNA NPU AUPeKTope 06LLe06pa3oBaTe/lbHOro
yupexxaeHus.

3.17. B rpaHMUax CBOe/ KOMMETEHUMM Y4yaCTBYeT B COCTaB/IEHMM MNPOrpammbl PasBUTUSA



[eNonpon3BoACTBa 06LEe06PA30BaTENLHOMO YUPEXKAEHNS, BHOCUT MPE/IONKEHUS MO  BOMpOCaMm

YCOBEPLLEHCTBOBAHMA [Eenonpon3BoacTBa 06111e06pa3oBaTe/lbHOro YUPEXAeHUS.
3.18. ObecneunBaeT 3aWmMTy MNpaB M CBOOOA [AeTeil, poauTeneli (3aKOHHbIX MPeACTaBWUTENen) npu
06paboTke NepCoHaIbHbIX [aHHbIX (panee - rna).

3.19. Tpn u“Cnonb30BaHUM 3MEKTPOHHOIO0 060pYAOBaHWS, B TOM 4uC/e KaBuaTypbl U MbILLN,
eXXeJHEBHO [e3NHUUMPYET MX B COOTBETCTBUM C PeKOMeHAaumsMu npov3BoaMTens nbo ¢
MCNO/Mb30BaHWEM pAcTBOPOB WM CangeTOK Ha CAMpPTOBOW OCHOBe (He MeHee 70% cnupTa).
3.20. [denonpoussofuTenb B LUKOME CTPOro COOGMOLAET CBOKH  [O/MKHOCTHYHO WHCTPYKLUMIO,
paspaboTaHHyt0 M0  npodcTaHAapTy, MPOXOAUT  Nepuoanyveckne  MeaMLUHCKUME  OCMOTPbI.
3.21. Ctporo cobnofaet KOHMUAEHLMAIbHOCTb NEPCOHA/IbHBIX AaHHbIX 1 TPeboBaHMA MO 3aluuTe U
6e3onacHocTu MM npy nx 06paboTKe, HeJONYLLEHWE MX pacrnpocTpaHeHns 6e3 cornacus cyobekra M/
WU HASIMYMA LPYroro 3aKOHHOro OCHOBaHWS.

4. MNpaBa

Jenonpoussoantenb LLIKO/bI nveet nosnHoe npaso:
4.1. TlpyHUMaTbL ydyacTve B YMpaBleHUW 06LeobpasoBaTe/lbHbIM  YUpeXaeHVeM B  MOPSAKE,
yCTaHOB/IEHHOM YcTaBom.

4.2. Ha paboyee MecTO, KOTOPOe COOTBETCTBYET BCEM TPebGOBaHMAM OXpaHbl Tpyda W MOXapHOW
6e3o0MnacHoOCTH.

4.3, Ha 3aWunTy CBOel NpPOotheccMoHanbHol YecTm " [OCTOMHCTBA.
4.4. Ha nepefady AOKYMEHTOB [/11 UCMOMIHEHWS 1 Ha TPeBOBaHWE OT WUCMOMHWUTENE rPaMOTHOMO W
MNpaBWIbHOTO ohopmeHus TpebyemblIx [OKYMEHTa/IbHbIX MaTepu1asios.

4.5. Ha 3anpawvBaHue OT agMWHUCTPaUMW LUKOMbI, MOMYyYeHWe WU NPUMeEHeHWe NHMOPMaLMOHHBIX
MaTepuanoB, HOPMATUBHbLIX W MPaBOBbIX [JOKYMEHTOB, HEOO6XOAMMbIX AN BbIMOMHEHUS CBOMX
[IO/MKHOCTHbIX 06513aHHOCTE.
4.6. 3HAKOMUTBLCS CO BCEMM UMEKOLLUMUCS MaTepraniaMmn ero IMYHOro Aena, 0T3blBamu O CBOEN paboTe,
XanobamMn M MHLIMU [OKYMeHTaMW, OTPaXKaloWMMU OLEHKY ero Tpyda, NpefocTaBfTb MO HUM
MOSICHEHWS.

4.7. Ha mopanibHOoe 1 MaTepuasibHOE MOOLLPEHNE, Ha CBOEBPEMEHHYIO U B MOSIHOM 0O6bEME BbINaaTy
3apabOTHON MNaThbl, a TaKXe Ha 3alMTy COOCTBEHHbIX MHTEPECOB U MHTEPECOB COTPYAHWMKOB LUKO/bI.
4.8. OTKasaTtbCs OT BbINOSHEHWSI paboT NPy BO3HUKHOBEHWW YTPO3bl XKN3HW U 3[40POBbLIO BCNEACTBUE
HapyLUeHWs Tpe6oBaHWi1 no oXpaHe TpyAda.
4.9, MoCTOsiHHO MNoBbILWATb CBOHO NpPoMeccnoHanbHyo KBa/IMUKaLMHO.
4.10. Ha 3awuty cBOMX MPOGeCCUOHaNbHbIX WMHTEPECOB CaMOCTOATENIbHO U (MM Yepe3 3aKOHHOro
npeacTaBUTENs, B TOM YMC/e afBoKaTa), B Cllyvae AUCLMMANHAPHOIO UK CNYXeBHOro paccieaoBaHus,
CBSI3aHHOr0O  C  HEecoo6MAeHMEM  HOPM  MPOMECCUOHaNbHOW  3TMKKM.  Ha  HepasrnalueHue
ancumnavHapHoro (Cny»e6Horo) paccrefioBaHusi, UCKKOYas Cry4vanm npeayCMOTPEHHbIE 3aKOHOM.
4.11. Ha BcTynneHve B NpOgicOO3bl AN 3aWyUTbl CBOMX TPYAOBbIX MpaB, CBOOOA M 3aKOHHbIX
MHTepecoB. Ha nonyyeHne counanbHbIX rapaHTUid U NbroT, NpefyCMOTPEHHbIX 3aKOHOAATeNbCTBOM
Poccuitckoi defepaumm.

5. OTBETCTBEHHOCTb

5.1. 3a HeBbINOMHEHVE WAN HapyLUeHWe AaHHOW [LO/MKHOCTHON WMHCTPYKUMW [enonpov3BOAMTeNs B
LUKONe, YcTaBa 1 MNpaBui BHYTPEHHEr0 TPYA0BOMO pacropsKa, 3aKOHHbIX PacnopsXkKeHWin aupekTopa
WKONbI U APYrUX JIOKa/IbHO-HOPMATUBHBIX aKTOB, a TaKXe 3a MPUHATUE PeLUeHWin, MOBNEKLIMX
HapyLleHne Y4ebHO-BOCNUTATENbHbIX OTHOLUEHWI, [e/onpovn3BOAUTENb HECET AUCLMUMIMHAPHYHO
OTBETCTBEHHOCTb B MOPsAKe, YCTaHOB/MEHHOM TpyAoBbIM  3aKOHOAATeNbCTBOM  POCCUIACKON
®egepauun.

5.2. 3a npumeHeHWe, faXe OLHOKPATHO, CMOCOBOB BOCMUTAHWS, BKIOYAOLWMX B Ce6s Pr3nyeckoe K
(unn)  MCUXONOrMYecKOe Hacwuive Haj NYHOCTLIO  pebeHKa,  [enonpou3BOAWTENlb  MOXKET
0CBOOOXAATLCA OT 3aHMMAaeMOW [O/MKHOCTU COrflaCHO TPYAOBOMY 3aKOHOAATeNlbCTBY PoccuiAckom
defiepaumn.  YBO/IbHEHME 3a TakoW MOCTYNOK He TMPUHMMAETCa 3a Mepy AUCLUNINHAPHOW
OTBETCTBEHHOCTMW.

5.3. Hecer gucumnnvHapHyt0 OTBETCTBEHHOCTb 3@ COXPAHHOCTb [OKYMEHTauuu, Haxogsllencs B
KabuHeTe [lenonpounssoaunTens.
54. TlpuBnekaetcs K AUCUMMIVHAPHOMW OTBETCTBEHHOCTWM 3a pasrfalleHue  Cy)Xe6Hon 1
KOH(pUAEeHLMaNbHON  MH(opMaumn, WHGOpPMauuM 0  MEepCOHaNIbHbIX  AaHHbIX COTPYAHWUKOB W



o6yyaromxcs 06LLIe06pa3oBaTeIbHOrO yupexaeHus.
5.5. 3a HapyLueHWe npaBwa NoXapHoW 6e30MacHOCTK, OXpaHbl TPyAa, CaHUTapHO-MMIMEHNYECKNX HOPM
M NpaBu/l [eN0oNpPon3BOAUTENlb MOXET MPUB/EKATbCA K aAMUHUCTPATUBHOW OTBETCTBEHHOCTM B
nopsiike W B C/yvasX, YCTAHOBMEHHbIX aAMUHUCTPATMBHLIM 3aKOHOAATENIbCTBOM POCCUIACKOW
defepaumn.

5.6. 3a n060e BUHOBHOE MpPUYMHEHME O06LLE06pa30BaTENbHOMY YUPEXAEHUIO WM y4aCTHUKaAM
06pa3oBaTeNbHbIX OTHOLUEHWIn yulepba (B TOM 4WC/e MOPabHOr0) B CBA3M C  BbIMOSIHEHWEM
(HeBbINOMHEHMEM) CBOMX MPSAMbIX AO0/MHKHOCTHLIX 0083aHHOCTEN [AeN0NpPOn3BOAUTENb LUKO/bI HeceT
mMaTepuasibHyt0 OTBETCTBEHHOCTb B MNOPsAKe M B npefenax, YCTaHOBMEHHbIX TPYAOBbIM U (Ann)
rpaXx4aHCKUM 3aKOHOAaTeIbCTBOM Poccuitickoin ®efepaumu.

6. B3anmooTHoLLeHUA. CBA3M N0 SO/IKHOCTU

[JenonpowussognTens LUKONbI:
6.1. [lenonpoun3BoaunTesb BbINOHAET paboTy COrnacHo rpafmky, cocTaBneHHOMY C y4eToM 40-4acoBoi
pabouyeil  Hedenu, W YTBEPXKAEHHOMY  AMPEKTOPOM  06LLe06pa30BaTeNlbHONO  YUPEXAEHWS.
6.2. MOCTOSHHO O06MeHMBAETCA MH(OpMaLMeit No BOMpPocaM, OTHOCALMMCS K ero KOMMeTeHuuu, ¢
aAMUHUCTpauuein, byxrantepuend, negarormyeckKUMy paboTHMKaMM M 06CYXXMBAKOLMM NePCOHATIOM
LUKO/bI, C poauTeNnsMmn Jetei (nmMuamm X 3aMeHSIIoLLMMK).
6.3. TMonyuyaeT OT AupekTOopa 06LLE06pa30BaTeNIbHOMO YUpeXaeHNs WHMOPMauuto HOPMaTUBHO-
NMpaBoOBOr0 UM OpPraHM3aUMOHHOrO XapakTepa, 3HaKOMUTCA MOf MOAMUCb C  HeoOXOAMMbIMU
LOKYMEHTaMMu.

6.4. BoBpemsi cOOOLLaeT AMPEKTOPY LWKOMblI M ero 3amectutensaM 06 WHGopMaumm, npukasax,
PacropsXkeHNsaX U WHOM  [OKyMeHTauuW,  MOCTYMUBLUEA MO  3/IEKTPOHHOW  MouTe.
6.5. ViHthopmupyeT aupekTopa (Npu OTCYTCTBUM - MHOE AO/MKHOCTHOE /L) O (haKTe BO3HWKHOBEHNS
rPYNnoBbIX MH(EKUMOHHbIX N HEMH(EKLMOHHbIX 3a60/1eBaHMi B 06LL,e06pa3oBaTe/IbHONM OpraHu3aumm,
3aMecTuTens AMpeKTopa Mo agMUHUCTPATUBHO-XO3AMCTBEHHON YacTu - 06 aBapuiAHbIX CUTyauusaX B
paboTe CUCTEM 3/IEKTPOOCBELLEHNS, MEPCOHANILHOrO KOMMbIOTEPa U UHOW OPrTEXHUKWU, OTOMSIEHNS U
BOAOMNPOBOJA.

6.6. Bo Bpemsa OTCYTCTBUSA A€N0NPOM3BOAMTENS ero 0653aHHOCTU BbIMOMHSAET COTPYAHWUK, UMELOLLMNIA
BCe TpebytoLmecst NPotecCMoHasIbHbIE 3HAHMS, YMEHUA U HaBbIKW, Ha3HAYeHHbI NPUKa3oM aupeKTopa
LUKO/bI. [JaHHbIA COTPYAHMK NPUOGpeTaeT COOTBETCTBYHOLLME NpaBa U HeCET NOJIHYH0 OTBETCTBEHHOCTb
3a KayeCTBEHHOE BbIMO/IHEHME BO3/IOXKEHHbIX HA HEr0 0653aHHOCTEMN.

7. 3aK/1ounTeNIbHbIE MONOXKEHUA

7.1. O3HaKkoMNeHWe [Aenonpou3BOAMTENS LIKOMbl C HACTOSILLEA AO/MKHOCTHOW WHCTPYKLWEN,
pa3paboTaHHOI ¢ yyeToM NpodicTaHAapTa, OCYLIECTBASETCS NPy Npueme Ha paboTy (40 NoanucaHus
TPpYAOBOro [0roBopa).
7.2. OfiH 3K3eMNnsp A0MKHOCTHOW MHCTPYKLMW HAXoaMTCs y paboToaaTensi, BTOPOVi - Y COTPYAHUKA.
7.3. ®aKT 03HAKOM/EHWs [JenonpOU3BOAMTENS C  HACTOALIEA [OMKHOCTHOW  MHCTPYKLWel
MOATBEPXKAAETCS MOAMMUCHIO B 3K3EMMN/ISIPE [OMKHOCTHOW MHCTPYKLMM, XPpaHsLLIEMCS y paboToaaTens,
a TaKXKe B XKypHane 03HaKOMMIEHUS C JOMKHOCTHBIMW UHCTPYKLIMSMMN.

JOMKHOCTHYIO MHCTPYKUMIO paspaboTan: / /
C  [OMKHOCTHOW  WMHCTPYKUMeid  O3HakomieH (@), OAMH  3K3eMnasp — nonyuun  (a).
<« » 202 . / /




