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JIOJKHOCTHASI HHCTPYKIHs Aejonpounssoautes B JOY

1. OGmHe noJIoKeHUus1

1.1. JlaHHas JODKHOCTHASA MHCTPYKIIMS ACTONPOU3BOAUTELS B JIOY cocTaBieHa Ha OCHOBE
[poderannapra: «07.002 Cneyuarucm no Op2anusayuoHHOMY U QOKYMEHMAYUOHHOMY
obecneyenuio ynpasienus opaanusayuein (yTB. npukasom MUHHCTEPCTBA TPyAA H COLMAIbHOM
sauts! PO ot 6 masi 2015 1. N 276H); ¢ yuetom @3 Ne273 ot 29.12.2012 r. «O6 obpasosaruu 6
Poccuiickoi @edepayuu» B penaximu o1 1 mapra 2020 roaa; coracHo Tpynosomy koznexkcy P® u
MHBIM HOPMATHBHBIMK AKTAMH, PETIAMEHTHPYIOLIMM TPYIOBbIC OTHOLICHHS MEKIY paboTHHKOM H
paboronarenem.

1.2. HacTosas A0/DKHOCTHASI MHCTpYKims aesonponssonutens JIOY ycraHaBimupaeT
dyHKUHOHATLHBIE 00A3aHHOCTH, NPaBa M OTBETCTBEHHOCTh COTPYIHUKA, 3aHUMAIOLICTO B
JOLIKOTLHOM 00111€00pa30BaTeIbHOM YUPEKAEHHH 10JDKHOCTD 1€/I0NPOU3BOAHTEILSL.

1.3. Ha 10/mKHOCTD ICIONPOH3BOAHTEINA MOJKET HA3HAYATHCS JTHLIO, UMEIOLIEE CPeHEe
npodeccruonanbHOe 00pasoBaHKeE, MPOLICALISE NPOrPaMMBbI MOATOTOBKH KBaH(PULHAPOBAHHbIX
pabounx, cayKaumx.

1.4. Jlenonpou3BoaHTEs HA3HAYACT H OCBOOOKAAET OT 3aHUMAEMON I0KHOCTH 3aBEYIOLIHM
JIOY B nopsiike, ycTaHOBICHHOM TpynoBbIM KOIEKCOM PD 1 TPYIOBBIM 10T0BOPOM (KOHTPAKTOM) €
pabOTHHKOM.

1.5. Jlenornpou3BoaUTEb OTHOCHTCS K KATETOPHN TEXHHYECKUX UCIIOTHUTE/ICH U HAXOJUTCS B
MPSAMOM NOTUMHEHHH Y 3aBEYIOIIET0 IOIKOIbHBIM 001Ie00pa30BaTENbHbIM YIPEKACHHEM.

1.6. Jlenonpoussomutens B JIOY MpH BHINOIHEHHH 10UKHOCTHBIX 0053aHHOCTEH PYKOBOICTBYCTCS:

» Koncruryimeit Poccuiickoin Deaepaiin;

* [OPAIKOM OPraHW3aLMH U OCYINECTBICHHS 00Pa30BaTeIbHOH JEATEILHOCTH 10 OCHOBHBIM
00611100 pa3zoBaTeIbHLIM MIPOTPaAMMaM,

« Vcraom u [TpaBunamu BHYTPEHHETO TPYAOBOTO PACMOPsAKa, APYTUMH JIOKaIbHO-
PaBOBBIMH aKTaMH 0011e00pa30BaTeIbHOrO YUPEKACHHU,

*  QIMHHHCTPATHBHbIM, TPYAOBBIM 1 XO3SHCTBEHHBIM 3aKOHOJATENLCTBOM PoCCHHCKOH
®denepannu,

dezepanbHBIM roCY1apCTBEHHBIM 00Pa30BaTEIbHBIM CTAHAAPTOM OOLIETO CPEIHEro
oOpasoBanus;

« CanlluH 2.4.1.3049-13 «Canumapno-snudemuoniocudeckue mpebosanus Kk yempoucmsy,
COOEPHCANUIO U OPAHUAYUU PeNcUMa pabomel 0bweobpasoeamepplx Opeanu3ayui» ¢
n3meHenusmu ot 27 arycta 2015 r;

* TOCTAHOBJICHHUSAMH, PACTIOPSDKEHUSIMH, MPHKa3aMH U HHBIMH PYKOBOASALIMMH U
HOPMATHBHBIMH JIOKYMEHTAaMH, OTHOCALIMMHUCS K BEICHHIO 1€/10NPOU3BOACTBA,

* craHzapTaMi yHHQHUHPOBAHHOMN CHCTEMbI OPraHH3aLHOHHO-PACOPAIHTENbHOH
JNOKYMEHTALIUMU,

 npasuiamu opdorpaduu U NMyHKTYaLHH,

* mpaBuiaM# paboThl HA KOMNBIOTEPE U MHOH OPI'TEXHHKH,



0€30I1acHOCTH;
JAHHOM JTOJDKHOCTHOM MHCTPYKIMEH M TPYOBBIM JIOTOBOPOM (KOHTPAKTOM);
Konenmueii o npaBax pebeHKa.

1.7. denonpousBoautens JJOY 06s3aH 3HATh Cleqyromee:

TocynmapctBennsiii ctangapt PO «/[enonpouszeoocmeo u apxusnoe oenoy;

HOPMAaTHBHBIE IIPABOBbIE aKThl 1 HOPMATHBHO-METOINYECKHE JOKYMEHTBI, TIOJIOKEHHUS,
MHCTPYKLMHU U UHbIE MaTE€PHUAJIbl U JOKYMEHTBI IO BEJCHHIO JenonpousBoacTsa B JJOY;
COBpPEMEHHbIe HHPOPMALIMOHHBIE TEXHOJIOTUU pabOThI C JOKYMEHTaMU;

MOPSI0K PAOOTHI C TOKYMEHTAMU;

CXEMBI JOKYMEHTO000POTa;

npaBuiia paboThI C BXOASIIUMHU, UCXOASIIUMU U BHYTPEHHUMHU JOKYMEHTaMU;

IpaBUjIa OpraHU3alru U (HOPMBI KOHTPOJIS UCTIONHEHHSI TOKYMEHTOB B 00111€00pa30oBaTeIbHOM
YUpEXKICHUU;

TUIIOBbIE CPOKU MCTIONHEHHSI JOKYMEHTOB;

IIPUHLIUIIBI pAOOTHI CO CPOKOBOM KapTOTEKOM;

Ha3HAYeHHE U TEXHOJIOTHUS TEKYIIEro U MpeIynpeIuTeIbHOr0 KOHTPOJIS;

IpaBUjIa COCTABICHHS aHAIIMTHYECKUX CIIPABOK MO OPTaHU3auK paboThl C TOKYMEHTAMU U
KOHTPOJIIO UCTIOJHEHHSI TOKYMEHTOB;

IpaBUia JOKYMEHTAMOHHOI'O 00eCTIeueH s IeITEIbHOCTH 0011e00pa30BaTeIbHOTO YUPEKICHUS;
BUJIBI IOKYMEHTOB, UX HAa3HAUCHHE;

TpeOOBaHNUs, IPENBIBIIEMbIC K JOKYMEHTaM B COOTBETCTBUHU C HOPMATHUBHBIMH aKTaMH H
rOCy/1apCTBEHHBIMH CTaHAAPTAMU;

MpaBuiIa COCTaBICHHS U 0(hopMIIeHUs] HH()OPMAIIMOHHO-CIIPABOYHBIX, OpPTraHU3aIIMOHHBIX,
YIPaBIECHYECKUX TOKYMEHTOB;

IpaBuiIa CO3/1aHUs M BeleHus 0a3 JaHHBIX CIYKEeOHBIX JOKYMEHTOB B 00pa30BaTeIbHOM
OpraHu3aluy;

CHCTEMBI HJIEKTPOHHOTO JOKYMEHTO000pOTa;

MIpaBUJIa U CPOKH OTTIPABKU MCXOSIINX TOKYMEHTOB;

TpebOoBaHUs OXpaHbl TPyla U MOKAPHOUM 0e30IMacHOCTH Ha paboueM MecTe;

METOINYECKHE PEKOMEHIAIINH 110 BHIIOJIHEHUIO PA0OTHI C TOKYMEHTaMHU B 00111€00pa30BaTeIbHbIX
YUPEIKACHUSAX,

MOPSTIOK KOHTPOJISI MPOXOXKICHUS CITY>KEOHOM TOKyMEHTAIUU U MaTepHaioB;

CTPYKTYypy 00111€00pa30BaTeIbHOTO YUPEKICHHUS U COCTAB COTPYIHUKOB;

BUIBI HOMEHKJIATYp, 001IMe TpeOOBaHUs K HOMEHKIJIATYpEe, METOJIMKA €€ COCTABICHUS U
oopmienus;

NopsI0K (POPMHUPOBAHUS M OPOPMIICHHS A€, crierrduka (GOpMHUPOBAHUS OTAEIBHBIX KaTeropuit
e,

IpaBUiIa XpaHEHH JeJl, B TOM YUCIIE C JOKYMEHTaMHU OIpPaHHYEHHOTO JOCTYTIA;

MpaBUJjIa BBIIa4X M UCTIOIh30BAaHUS TOKYMEHTOB U3 C(HOPMUPOBAHHBIX JIET;

KpUTEPUU pa3/ieNieHHs TOKyMEHTOB Ha IPYMIIbl B COOTBETCTBHH C IIEHHOCTHIO HH(pOpMaIHH,
COJZIEpIKAILICHCS B HUX;

MOPSAIOK CO3/IaHusl, OPraHU3allii U TOKyMEHTUPOBaHUS PabOThl SKCIIEPTHOW KOMUCCHUY;
IIpaBUJIa COCTABICHHS U YTBEPKACHUS MPOTOKOIA PabOThI SKCIIEPTHON KOMUCCHH;

MpaBUJIa COCTABIICHUS U YTBEPIKICHHUS aKTa O BHIJICIICHUHN JIOKYMEHTOB, HE TTO/JISKAIINX
XpaHEHHUIO;

MpaBUiIa TEXHUIECKOW 00pabOTKU M MOTHOTO O(hOPMIICHUS JIe] TOCTOSTHHOTO M BDEMEHHOTO
CPOKOB XpaHEHHS,

IpaBUjIa COCTABICHHS OMMCH JIEJ MOCTOSIHHOTO ¥ BPEMEHHOI'0 CPOKOB XPaHEHHUSI B COOTBETCTBUU
C IEHCTBYIOIIMMH HOPMAaTHBHO-METOINIECKIMHU JOKyMEHTaMH,

MpaBuJIa IEpesaydu e B apXuB 00111e00pa30BaTeIbHOTO YUPEKICHUS;

MpaBmJIa UCTIOIB30BaHMs Tenedona, (hakca, KCepoKca, MPUHTEPA, CKAaHEPA, KOMITBIOTEPA;
npaBuiia paboThl ¢ TEKCTOBBIMH PEIAKTOPAMU M AIEKTPOHHBIMHU TaONMHIIaMK, 0230 TaHHBIX,



AIIEKTPOHHOM MOYTOH, HHTEPHET Opay3epamu;

® TEXHOJIOT'MIO CO3aHus1, 00pabOTKH, Iepeaun U XpaHEHHsI Pa3JInYHbIX JOKYMEHTOB;

* [IpaBMJIa JICJIOBOW NMEPENUCKH, COCTABICHUS M HAOOpa AENOBBIX MUCEM C IPUMEHEHUEM TUIIOBBIX
00pa3IioB;

® JIEJIONPOU3BOACTBO U €T0 BEJICHUE;

e TpeOOBaHMUS IO COXPAHHOCTH CITy>K€OHOI MH(POPMALINY, 3aIUTE IEPCOHATIBHBIX JAHHBIX;

® OCHOBBI ATHKHU U 3CTETUKU;

* TIpaBuWJIA JIETTIOBOTO OOIICHHS;

* MOpPAJOK OKa3aHMs NEpBOil 1oBpauyeOHOM moMOILIH;

® TOpANOK JEHCTBUN IPU NOXKAPE WIA UHOM YPE3BBIYANHON CUTYALVH, BAKYALINH.

1.8. lenonpousBonurens J{OY n0mKEeH yMETh:

e paboTtaTh CO BCEH COBOKYITHOCTHIO HHPOPMAIMOHHO-JOKYMEHTAIIHOHHBIX PECYPCOB
00111e00pa30BaTEILHOTO YUPEIKICHUS :

* [0JIb30BATHCS CIIPABOYHO-TIPABOBBIMU CHCTEMAaMH;

* [0JIB30BATHCSI ABTOMATU3UPOBAHHBIMH CUCTEMaMH YU€Ta, PErHCTPALUN, KOHTPOJIS U
nH(GOPMAIIMOHHO-CIPABOUYHBIMH CUCTEMAMHU MpH padote ¢ nokymentamu J10VY;

* TPUMEHATH COBPEMEHHBIE HH()OPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHHU JJIsi pabOTHI C
JOKyMEHTaMH, B TOM YHCIIE JIJIS €€ ONTUMM3AIINHN 1 MOBbIIeHUs 3 hekTnBHOCTH;

® OpraHM30BBIBaThH PabOTy IO y4eTy, XpaHEHHIO U NIEpeaadye B COOTBETCTBYIOIIEE CTPYKTYPHOE
NoApasesicHHe JOKyMEHTOB TEKYIIIETO JeJI0NPON3BOICTBA;

® HCHOJb30BaTh HOMEHKJIATYPY J1€J IPU U3yUYEHUH CTPYKTYpbl 00111e00pa30BaTeIbHOTO
YUPEKACHHUS, COCTABICHUH OTHCEH /e,

® OpraHM30BBIBaTh PabOTY MO (HOPMUPOBAHHIO JIEJT B COOTBETCTBHH C YTBEPIKICHHON
HoMeHKiatypoi aen 10V,

® MPaBHJIBHO M CBOEBPEMEHHO ()OPMHPOBATH JOKYMEHTHI B JIejIa C YUYETOM X CHEeIH(pUKH;

® CHCTEeMAaTH3UPOBATh IOKYMEHTHI BHYTPH JIeTIa;

e oOecrednBaTh COXPAaHHOCTh U 3alIUTY JOKYMEHTOB 00I1€00pa30BaTeIbHOTO YUPEKICHUS;

* [IOJTB30BATHCS MEPEYHSIMH JOKYMEHTOB U aHAJIM3UPOBATh (PAKTHUIECKOE COMEPIKAaHIE MMEFOTIIUXCS
B JIeJie IOKYMEHTOB IIPH ONPEIEICHUU CPOKOB UX XPAHEHHUS;

*  0pOpMIIATH OOJIOKKH JIET IOCTOSSHHOTO ¥ BPEMEHHOTO CPOKOB XPaHEHUS B COOTBETCTBUH C
TpeOOBaHUSAMU rOCYIAPCTBEHHBIX CTAHIAPTOB;

® IIPOU3BOIUTH CTPYKTYPHYIO CHCTEMATH3AIHIO JIEIT;

® OCYHIECTBISITh TEXHHYECKYIO 00paOOTKY U MOJIHOE 0QOPMIICHHE €T IIOCTOSTHHOTO U BPEMEHHOTO
CPOKOB XpaHEHHUS;

® COCTaBISITh OMHCH JEJ IIOCTOSSHHOTO M BPEMEHHOTO CPOKOB XPaHEHHsI B COOTBETCTBUH C
JeMCTBYIONMMH HOPMATUBHO-METOJUUECKUMU TOKYMEHTAMH.

1.9. PaGoTHHK HOKEH 03HAKOMUTHCS C JOMKHOCTHOW MHCTPYKIIMEH nenonpousoautens B JJOY, ¢
WHCTPYKIKEH TI0 OXpaHe, ¢ MHCTPYKITUEH 0 Mepax MoKapHOil 6€30MacHOCTH.

1.10. Aenonpoussoaurens JJOY cuctemMarndecku yinydiiaeT CBOU 3HAHUS, OBBIIIAET KBATUPHUKAIIUIO U
po¢eCCHOHATBHOE MACTEPCTBO C MIOMOIIBIO0 TEOPETUUECKOM MOATOTOBKH U PAKTHYECKON
JeSITeIbHOCTH, CBOEBPEMEHHO MPOXOIUT NEPUOIUUECKUE METULIMHCKUE OCMOTPBI.

1.11. denonpoussoautens JJOY nomkeH NpoiTu o0yueHne 1 UMETh HaBbIKM OKa3aHMS NEPBOIl MOMOIIN
MOCTPAJAaBIINM, 3HATh MOPSAOK JCUCTBUN ITPU BOSHUKHOBEHUH M10YKAPa WM MHOW YPE3BBIYANTHOMN
CUTYallUu M BaKyalllH B JOIIKOJIEHOM 00pa30BaTeIbHOM yUPEKACHUU.

2. JIOJIsKHOCTHBIE 00SI3AaHHOCTH

Henonpoussoauteib B JJOY ocyliecTBIsSeT BBIIOIHEHUE CAETYIOMUX 005 13aHHOCTEM:
2.1. B pamkax TpynoBo# (GyHKIIUH OpraHU3aIii padoThl C JOKYMEHTAMH:

2.1.1. mpuem u nepBUYHas 00pabOTKa BXOAALINX J0KyMeHTOB B JIOY;

2.1.2. npeaBapuTeabHOE PACCMOTPEHHE U COPTUPOBKA IOKYMEHTOB Ha PETUCTPUPYEMbIE IOKYMEHTHI U HE



PErUCTpUpPYEMBIE;

2.1.3. moAroToBKa BXOJAIIMX JOKYMEHTOB JIJI1 paccMoTpeHus 3aBeaytomum JJOVY;
2.1.4. peructpanus BXOASIIINX JOKYMEHTOB;

2.1.5. opranuzanus 1OCTaBKU JOKYMEHTOB UCIIOTHUTEISM;

2.1.6. BegeHue 6a3bl NaHHBIX TOKyMeHTOB JIOY;

2.1.7. Benenne UHPOPMAITMOHHO-CIIPABOYHON PaOOTHI;

2.1.8. 06paboTKa 1 OTIpaBKa UCXOIAIINX TIOKYMEHTOB;

2.1.9. opranuzanus paboThl IO PErHCTPALIUY, YUETY, XPAaHEHHIO U Ilepe/iaue B COOTBETCTBYIOIUE
CTPYKTYpHBIE TIOIpa3AeICHHs JOKYMEHTOB TEKYIIErO AEJIONPOU3BOJCTBA;

2.1.10. KOHTPOJIb UCTIONHEHUS! JOKYMEHTOB B OpraHU3al1u.
2.2. B paMkax TpyaoBoi (yHKIIMM OpraHU3aluy TEKYIEro XpaHEHUS JJOKYMEHTOB:
2.2.1. pa3paboTtka HoMeHKIaTypbl aen JOY;

2.2.2. mpoBepka MpaBUILHOCTH OPOPMIICHUS JOKYMEHTOB U OTMETKH 00 WX UCTIOJTHEHUH TIEPET UX
(hopMupOBaHUEM B JAEIO JJIS OCTEAYIONIETO XPaHEHUS;

2.2.3. popMynupoBaHKEe 3aTOJIOBKOB /1€ U ONPEACIICHHE CPOKOB UX XPAHCHHUS;

2.2.4. bopmupoBaHue ie;

2.2.5. KOHTPOJIb MIPABUIILHOTO W CBOCBPEMEHHOTO PACIIpeIeSICHHs X TIOAIINBKY TOKYMEHTOB B JIEJIAI0
2.3. B pamkax TpynoBoi GyHKLIMHU OpraHu3aluu 00paboTKH e Ui MOCIEeYIOIEro XpaHeHHs:

2.3.1. mpoBepKa CPOKOB XpPaHEHHS TOKYMEHTOB, COCTABICHUE MPOTOKOJIA PaOOThI IKCIIEPTHON KOMUCCHUU
10 TIOJTOTOBKE JOKYMEHTOB K XpAaHEHHIO, aKTa O BBIJIEJICHUN K YHUUTOKECHHUIO JOKYMEHTOB, HE
TTO/ITIEKAIINX XPAHCHHIO;

2.3.2. cocTaBineHre BHyTPEHHEN OMUCH JIeN 17151 0c000 LEHHBIX JOKYMEHTOB;

2.3.3. opopmiieHue 1€ MOCTOSHHOTO, JOJATOBPEMEHHOTO CPOKOB XpaHEHMUS;

2.3.4. opopmiieHrE OOIOXKKH A€ IOCTOSHHOTO, JJOJITOBPEMEHHOIO CPOKOB XPaHEHMUS,
2.3.5. cOCTaBIIEHHE ONUCH JEJI TIOCTOSTHHOTO, JOJITOBPEMEHHOT'O CPOKOB XPaHEHHSI;
2.3.6. nepenaua aen B apxus JIOY.

2.4. OpraHu3oBBIBaET BHEIPEHNE, BeCHUE (B TOM YHCIIe aBTOMAaTU3UPOBAHHOE) U Pa3BUTHE CUCTEM
AOKYMCHTAIIMH, BKIJIFOYAA SJICKTPOHHBIC TOKYMCHTBI.

2.5. Bener npueM MOCTYMAOIIEeH Ha UMsI 3aBEAYIOIIETO JTOMIKOIBHBIM 00pa30BaTeIbHBIM YUPEKICHHEM
KOPPECIOHJEHIINH (JIEKTPOHHOM OYTHI) PETUCTPUPYET €€ U BBIINOJIHAET CUCTEMATU3ALIUIO COTJIACHO
npunstoMmy B JIOY nopsiky, mocie ee pacCMOTPEHHS 3aBEAYIOIIUM MEPEIAET M0 HA3HAYECHUIO
HUCTIOJTHUTCIIAM IJId IPUMCHCHUA B XOAC UX ACATCIBbHOCTH WM TOATOTOBKU OTBCTA.

2.6. Bener nOCTOSIHHBIN yUeT, KAPTOTEKY MPOX0XKICHUS TOKYMEHTOB, KOHTPOJIUPYET UX UCIIOITHEHUE,
BBIJACT TPeOyeMbIe CIIPABKH I10 3aPETUCTPUPOBAHHBIM IOKYMEHTAM.

2.7. BBINONHSET OTIPABKY UCIIOTHEHHOM KOPPECTIOHICHIIMH aJIpecaTaM, BEJET yUeT Noay4yaeMon U
OTIIPABIIIEMOM KOPPECIIOHAECHIINN, CUCTEMAaTU3UPYET U XPAHUT TOKYMEHTBI TEKYIIETO apXUBa.

2.8. OcymiecTBiseT yueT 4acoB paboThl paOOTHHKOB JOMIKOIBHOTO 00pa30BaTEIbHOTO YUPEKICHHS, B
YCTaHOBJICHHbIE CPOKH 3aIOJIHAET U cIaeT B OyXraiarepuro Tabelb yueTa pabouero BpeMeHH pabOTHUKOB
JIOY. Cnenur 3a coOaroeHUeM COTpyAHUKaMH rpadukoB paboTel, cooOuiaeT paboTHIKaM 00
U3MEHEHUSX B rpaduke paboThl 3a01aroBpeMeHHO, O] POCTIHCh.

2.9. 3aHumaetcs opOpMIICHUEM TPYIOBBIX JOTOBOPOB U JIMYHBIX J€JI, yCTPaUBAIOIIUXCS Ha paboTy
COTPYAHHUKOB, 00padaTbIBaeT 1 0opMIISET Nepeaady JUIHBIX A€ COTPYIHUKOB B ApXHUB.



2.10. ®opmupyeT JMUHBIE [1e1a BOCIUTaHHUKOB, ocemarmux JOY.
2.11. Benet KHUTY IBUKEHHUS BOCIIUTAHHUKOB.

2.12. OcyuiecTBisIeT y4eT BOCOUTAHHUKOB JIbIOTHBIX KaTETOPUH.
2.13. [0TOBUT MPOEKTHI MPUKA30B 1O ABUKEHUIO KOHTUHT€HTA JETEH.
2.14. Bener KHUTH TTPUKA30B.

2.15. [leyaTaet npukasbl 10 OCHOBHOMW JIEATEILHOCTH, MHBIE MTPUKA3bl. 3HAKOMHUT COTPYIHUKOB JIETCKOTO
caJla ¢ MpUKa3aMH IO/ MOANKCH B ICHb UX U3/IaHUS.

2.16. CornacHo pacnopsbkeHusiM 3aBeaytomiero [0V neuaraet u opopmiiser TpeOyeMyro TOKYMEHTAIUIO
JUIsL BEIEHUS] BOCIIMTATEIbHO-00YYaroIIero Ipouecca B AETCKOM CaJly, BBIIOJIHEHUS FO10BOIO IJIaHA.

2.17. 3anumMaeTcs MoAroToBKoi 001X codpanuii paborHukos 10V, co6opoM HEOOXOIUMBIX MaTepUATIOB,
OTIOBEIIIEHHEM YYACTHUKOB O BPEMEHH, MECTE, IIOBECTKE JTHS COBEIIAHMS  UX PETUCTPAIUEH.

2.18. SBnsieTcs cekpeTapeM aAMUHUCTPATUBHOTO COBelIaHus npu 3aBenyromeM J1OV.

2.19. B rpanunax cBoei KOMIIETEHIIMN Y4aCTBYET B COCTABIEHUU POTrPaMMbl Pa3BUTHS
JIeJIOTPOU3BO/ICTBA JOLIKOJILHOTO 00Pa30BaTEIbHOTO YUPEKACHUS, BHOCUT MPEUIOKEHUS IO BOIIPOCAM
YCOBEPLICHCTBOBAHUS IE€IONPOU3BOICTBA.

2.20. O6ecnieurBaeT 3alIUTy MPaB U CBOOO A€TEH, ponuTeNel (3aKOHHBIX MPeICTaBUTeNel) npu
00paboTKe MepCOHATBHBIX JaHHBIX.

2.21. Crporo co0mronaeT KOHPHUACHIIUATLHOCTh EPCOHATBHBIX JAHHBIX H TPEOOBAHUS 1O 3aIIUTE U
0e30macHOCTH TP UX 00pabOTKe, HETOMYIIIEHNE UX PACTIPOCTPAaHEHUs O€3 cornacusi CyObeKTa WK
HaJU4YUs JPYroro 3aKOHHOTO OCHOBAHHUSI.

2.22. Cobmronaet 3aKOHHOCTH 1ieJiel U ctoco00B 00pabOTKH MEPCOHATBHBIX TAHHBIX COTPYIHUKOB U
BOCIIUTAHHHUKOB JIOIIKOJIBHOTO 00pPa30BaTeIbHOTIO YUPEKICHHS.

2.23. Ctporo cobiroaeT MmooKEeHHS JODKHOCTHON HHCTPYKITUU Aenonpoun3Boautens B J10Y,
CHUCTEMAaTUYECKH MPOXOIUT METOCMOTPBHI.

3. IlpaBa

Jlenonpon3BoAMTENb IETCKOrO cajja UMEET IIOJIHOE MIPaBo:

3.1. Ha 3amuTy cBoe# npodecCHOHATBHON YeCTH U TOCTOMHCTBA.

3.2. Ilpunumars yuactue B ynpasiaeHuu JJOY B nopsiike, ycTaHOBIEHHOM YCTaBOM.

3.3. Ha paGodee MecTO, KOTOpO€ COOTBETCTBYET BCEM TPEOOBAHUSAM OXPaHBI TPY/a U MIPOTHUBOIIOKAPHOM
0€30MacHOCTH.

3.4. Ha nepenavy JOKYMEHTOB JIsl HICTIOJTHEHUS U HA TPEOOBaHKME OT UCTIOTHUTENCH rPpaMOTHOTO 1
MPaBUIBHOTO 0(OpMIIEHHS TPeOYEMBIX JOKYMEHTAIbHBIX MaTepUAJIOB.

3.5. Ha 3anpammBanue ot agmuauctpanud J1OY, nmonydeHue u npuMeHeHue HHHOPMAaIIMOHHBIX
MaTcpualioB, HOPMATHUBHLBIX U IIPABOBLIX JOKYMCHTOB, H€O6XOIII/IMBIX JJI1 BBIITOJIHEHUSA CBOUX
JOJDKHOCTHBIX 00513aHHOCTEH.

3.6. 3HAKOMUTKCS CO BCEMU UMEIONTUMICS MaTepHUaaMu €ro JUYHOTO JIeNia, OT3hIBAMH O CBOCH pabore,
)Kano0aMH ¥ MHBIMU JJOKYMEHTAaMH, OTPaKAIOIIMMH OIICHKY €r0 TpyAa, MPEA0CTaBIATh 10 HUM
ITIOACHCHUA.

3.7. Ha MopanbpHOE U MaTepHalibHOE MOOIIPEHNE, a TAKXKE Ha 3aLUTy COOCTBEHHBIX UHTEPECOB U
MHTEPECOB COTPYIHUKOB JJOVY.

3.8. Ha cBOeBpeMeHHYIO0 U B ITOJTHOM 00beMe BBIILIATY 3apa0O0THOM MJIaThl COIIACHO CBOEH
KBaJM(PHUKALINH, KOJTMUECTBY M KaYE€CTBY BBIIOJHEHHOH paboTEHI.

3.9. OTKa3aThCs OT BBHITTOJHEHHS pa60T IIPpHU BO3HUKHOBCHUH YI'PO3bI JKU3HHU U 3J0POBBIO BCJICACTBHUC



HapylIeHus TpeOOBaHUM O OXpaHe Tpyaa.
3.10. TTocTossHHO MOBBIMIATH CBOIO PO ECCHOHATBEHYIO KBATH(PUKAIIHIO.

3.11. Ha Hepa3rameHnue TUCIUTUTHHAPHOTO (CITy>)KeOHOT0) pacciieIOBaHUsI, UCKITFOUast CITydan
IPEAYCMOTPEHHBIC 3aKOHOM.

3.12. Ha 3ammry cBoux npodeccrnoHaIbHBIX HHTEPECOB CAMOCTOSATENBHO U (MM Yepe3 3aKOHHOTO
IPEICTaBUTEIIS, B TOM YHCJIE a/IBOKATa), B CIlydae JUCHUIIMHAPHOTO HIIH CITYyKEeOHOTo paccieJoBaHus,
CBSI3aHHOT'O C HECOOIIOIEHUEM HOPM NMPO(EeCCHOHATBHON 3TUKHU.

3.13. Ha BCTYIIJICHHUC B HpO(I)COIOSBI AJIs1 3alIUThI CBOUX TPYAOBLIX IIPAB, CBO6OI[ 1 3aKOHHBIX HHTCPCCOB.

3.14. ITonyuarh colMalIbHbIE TAPAHTUHU U JIBIOTHI, IPEYCMOTPEHHBIE 3aKOHOAATeIbCTBOM Poccuiickoit
®enepanuu.

4. OTBEeTCTBEHHOCTh

4.1. 3a HeBBINOJHEHUE WIN HApyLIeHUE 0e3 YBAKUTEIbHBIX IPUYHH JAHHOM JOIPKHOCTHOW HHCTPYKLIUU
nenonpoussoautens B JJOY, Yerasa u [IpaBuit BHyTpeHHET0 TPyA0BOr0 paciopsiika, 3aKOHHBIX
pacnopsbkeHuil 3asenyromero JJOY u qpyrux jokanbHO-HOPMAaTUBHBIX aKTOB, & TAKXKE 3a IIPUHATHE
pelIeHNi, TOBJIEKIINX HapyIlIeHHe BOCIUTATEeIbHO-00pa30BaTeIbHOTO MpoLecca, 1eI0NPOU3BOIUTEIND
HeCeT JUCLMILIMHAPHYIO OTBETCTBEHHOCTD B ITOPAJIKE, YCTAHOBIEHHOM Tpya0BbIM 3aKOHOAATEIBCTBOM
Poccuiickoit @enepanuu.

4.2. 3a npuMeHeHue, 1axe OTHOKPATHO, CTIOCOOOB BOCIIMTAHNUS, BKIIOYAIOMINX B ce0s (hru3nueckoe u
(MJIM) ICUXOJIOTMYECKOe HACUITUE HAJl IMYHOCTHIO peOeHKa, 1eI0NPOU3BOIUTENh MOXKET OCBOOOKAATHCS
OT 3aHUMaeMOil TOKHOCTHU COITIAaCHO TPYAOBOMY 3aKOoHONATeNnbCTBY U DenepansHomy 3akony «06
obpazosanuu 6 Poccuiickou ®edepayuuy. YBOIbHEHUE 32 TAKOW MOCTYIIOK HE MPUHUMAETCS 32 MEPY
JUCUUIITIMHAPHON OTBETCTBEHHOCTH.

4.3. HeceT ntHCIMIUIMHAPHYIO OTBETCTBEHHOCTH 32 COXPAHHOCTh JOKYMEHTAI[UHU, HAXOIAILEHCS B
KaOMHEeTe J1eJ0NPOU3BOIUTEI.

4.4. IlpuBnekaeTcs K AUCUMUILIMHAPHOIN OTBETCTBEHHOCTH 32 pa3MIallleHHe CIyXeOHO u
KOH(UAeHINATbHOHN HH(pOopMauu, MHHOPMAIIUK O IEPCOHATIBHBIX JAHHBIX COTPYIHUKOB U JeTel
JIOUIKOJILHOTO 00Pa30BaTeIbHOIO yUPEKACHUS.

45. 3a HapyHIICHUC IIPaBUJI n0>1<apH0171 6630HaCHOCTI/I, OXpaHbI TpyAda, CAHUTAPHO-TUTHCHUYCCKUX HOPM U
IIpaBHII JCTOIPOU3BOAUTEIIL MOXKET IIPUBIICKATHCA K aHMHHHCTpaTHBHOﬁ OTBETCTBCHHOCTH B IMOPAIAKE U B
ClIy4dasaX, YCTaHOBJICHHBIX aAMUHUCTPATUBHBIM 3aKOHOAATCIILCTBOM.

4.6. 3a mo6oe BuHOBHOE npuunHeHue JIOY unm yyacTHHKaM BOCITUTATEIBHO-00pa30BaTeIbHOTO
nporecca ymepoa (B TOM 4KCiie MOPAILHOTO) B CBSI3H C BHITIOTHEHHEM (HEBBITOJIHEHUEM ) CBOUX MPSIMBIX
JOJHKHOCTHBIX 00513aHHOCTEH JIEIONPOU3BOIUTENb IETCKOIO Cajla HECET MaTepUaIbHYIO
OTBETCTBEHHOCTbH B MOPSIIKE U B IIpeiesiaX, YCTAHOBICHHBIX TPYAOBBIM U (WUJIN) TPakKIaHCKUM
3akoHOMaTenbCcTBOM Poccuiickoit denepanun.

5. BzanmooTHOmIeHHus. CBSA3H IO JOJKHOCTH
HenonpousBoaurens JOVY:

5.1. BemmomHsieT paboTy comtacHo rpaduKy, cocTaBieHHOMY ¢ yaeToM 40-yacoBoii pabodeit Henenu, u
yTBEpKIeHHOMY 3aBenytomum JJOY.

5.2. TlocTossHHO OOMeHMBaeTCs MH(GOpMAIUEH 0 BOITPOCAM, OTHOCSIIUMCS K €T0 KOMITIETEHIIHH, C
aJIMUHUCTpaIuel, Oyxraiarepuei, neaarorndeCKuMu pabOTHUKaMH U 0OCITyKUBAIOILUM I1E€PCOHATIOM
JIETCKOT'O CaJia, C POJUTEIISIMU JeTeil (JIMIIAMU UX 3aMEHSIOLIMMHU ).

5.3. Ilomy4aeT OT 3aBeqyIOLIEro JOUIKOIBHBIM 00pa30BaTEIbHBIM YUPEXKIEHUEM HH(POPMALIHIO
HOPMAaTHBHO-TIPABOBOTO W OPTaHU3AIMOHHOTO XapaKTepa, 3HAKOMHTCS IO/ PACITUCKY C HEOOXOAMMBIMH
JIOKYMEHTaMH.



5.4. BoBpems cooOmraet 3aBenyomemy J1OY u ero 3amecturensiM 06 nHpopManum, mpukasax,
pacIoOpsDKCHUSAX U MHOW IOKYMEHTAIIMH, TOCTYHBIICH O 3JIEKTPOHHOM MOYTE.

5.5. Bo Bpems OTCYTCTBHUS JEIONPOU3BOAUTEINSI €0 00sS3aHHOCTH BBITIOIHSET COTPYIHUK, UMEIOIIHA BCE
TpeOyromuecs npodeccuoHaIbHble 3HAHUS, YMEHHUS ¥ HaBBIKU, HA3HAUYCHHBIN MPUKA30M 3aBEIyIOIIETO
JOY. JlaHHBII COTPYTHHUK TPUOOPETACT COOTBETCTBYIOIINE TIPaBa U HECET IMOJHYIO0 OTBETCTBEHHOCTH 32
KaueCTBEHHOE BBINOJIHEHNE BO3JI0)KEHHBIX Ha HETO 00sS3aHHOCTEH.

6. HOpH}IOK YTBEPKIACHUSA U USMCHCHUSA JOJZKHOCTHOH HHCTPYKITUHA
6.1. BHeceHnne n3MeHeHN B JOJDKHOCTHYIO HHCTPYKIUIO OCYIICCTBIIICTCA B CICAYIOIUX ClIydasdX:

® [Py U3MEHEHUM JTOJKHOCTHBIX IIPaB U 00s3aHHOCTEN;

* [IpU BO3JIOKEHUHU Ha paOOTHUKA HapsIy C €0 OCHOBHBIMU JJOJDKHOCTHBIMU O0SI3aHHOCTSIMU
JIOTIOJTHUTENBHOM paboThI 1O JPYroi WK TakoH ke mpodeccuu (TOIKHOCTH);

® [IpU peopraHU3aluy IOPUIUYECKOTO JIHIIA;

* IIpY U3MEHEHMH IITAaTHOIO paclucaHus (COKpAICHUH IITaTOB, BBEJCHUH HOBO IITaTHOM
€UHULIBI);

* [Ipu U3MEHEHUHM HaUMEHOBAaHUs OPraHu3aluy (U BHECEHUS! MHBIX U3MEHEHUN B yUpeIUTEIbHbIE
JNOKYMEHTBI) WJIM CTPYKTYPHOI'O IOAPA3IEIECHUS U T.A.

6.2. Buecenre u3MEeHEHUH U JOMOJHEHUH B IEUCTBYIOUTYIO TOJKHOCTHYO MHCTPYKIIUIO MPOU3BOAUTCS B
TOM KC HOpSII[Ke, B KOTOpOM HpI/IHI/IMaeTCH JOJIDKHOCTHAs I/IHCprKI_II/IH.

6.3. JIoJbKHOCTHAs MHCTPYKIMSA BCTYMAET B CHIIy C MOMEHTA €€ YTBEPKACHUS U IEUCTBYET /10 3aMEHBI €€
HOBOU JTOJXKHOCTHOM MHCTPYKIIUEH.

6.4. dakT 03HAKOMJIEHHUS COTPYIHUKA C HACTOSIIIECH TOJDKHOCTHON MHCTPYKIIMEH MTOATBEPKIACTCS
MOZMHKCHIO B IK3EMIUISPE JODKHOCTHOW MHCTPYKIIMH, XpaHsIIeMcsl y paboToaTels, a TAakkKe B )KypHaje
03HAKOMJICHHS C IOJDKHOCTHBIMH MHCTPYKITUSMU.

C uncmpykyueii 03HaKOMJIeH:

NOONUCH D.U.O0.

OouH 5K3emMnisap NOIyYUlL Ha pyKu
U 06513Y10Cb XpaHUMb HA pabouem mecme
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