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JOJKHOCTHASA UHCTPYKIUA JEJOITPOU3BOAUTES S+

1. O0mue moJioxKeHU

1.1. Hacrosimass AOKHOCTHAsT MHCTPYKIMS cocTaBieHa Ha ocHoBe IIpodcranmapra: 07.002
«CrenuaiucT 10 OpPraHMU3alMOHHOMY U JIOKYMEHTAllMOHHOMY OOECIICYCHHIO YIIPaBIICHUS
opraHuzaiueil», yTBEpKIECHHOro MpHKa3oM MUHUCTEpCTBA TpyAa U COIMAIBHON 3alllUThI
Poccwuiickoit @enepammu Ne 3331 ot 15 uronst 2020 1; ¢ yuetom Denepansaoro 3axona No273-D3
ot 01.12.2012r «O6 oGpa3oBanuu B Poccuiickoii @eneparuny (¢ u3MeHneHusiMu ot 14 urons 2022
roga); CII 2.4.3648-20 «CaHHUTapHO-3MUIEMHOIIOTHYCCKIE TPEOOBaHUSI K OpraHU3alHsIM
BOCIUTAaHMS U OOy4YeHUS, OTAbIXa U O3JIOPOBJICHUS JETeH U MOJOACKU»; coriacHo TpymoBomy
Konekcy Poccuiickorn @enepanvi M WHBIM HOPMAaTUBHBIMH aKTAMM, PETJIAMEHTHPYIOIIUM
TPYJOBBIE OTHOIICHUS MEX1Y pAOOTHUKOM U pabOTOIaTENIEM.

1.2. Hacrosimass WHCTPYKIMS yCTAaHABIWBAeT (YHKIHMOHAJIbHBIE OOS3aHHOCTH, TIpaBa U
OTBETCTBEHHOCTh COTPYIHHKA, 3aHUMAIOIIEro B 00111e00pa3oBaTeIbHON OpraHu3aluu JOHKHOCTh
JIEJIONPOU3BOUTEIS.

1.3. Ha 10/KHOCTD JIeIONPOU3BOIUTENIS MOXKET Ha3HAYATHCS JIUIO:

* uUMeIlee cpegHee NpodeccHOHaTbHOE 00pa3oBaHWE, MPOIIEANIEe  MPOrPaMMBbI
MOATOTOBKH KBATU(DUIIMPOBAHHBIX PAOOUHX, CITYKaIIHX;

* COOTBETCTBYIOIIEE TPEOOBAHMSIM, KACAIOMIMMCS IMPOXOXKICHHS IMPEABAPUTEIBHOTO (TIpH
MOCTYIUIGHUHW Ha Pa0OTy) U MEPHUOJUYECKHUX MEIUIMHCKHX OCMOTPOB, BHEOUEPETHBIX
MEIUIIMHCKUX OCMOTPOB 1O  HampaBJIeHUIO paboTojarens, MNpodecCHOHATbHOM
TUTUEHUYECKOW MOJATOTOBKM U arTecTaluu (Mpu mpreMme Ha paboTy U jaanee He pexe 1
paza B 2 roja), BaKIHMHAIMH, a TaKKe HMEIOIIee JMYHYI0 MEIUIIMHCKYI0 KHIDKKY C
pe3ynbTaTaMu MEAUIIMHCKUX 00Cle0BaHUN U TaO0PaTOPHBIX UCCIEIOBAHUN, CBEACHUSIMHU
O TIpUBUBKAX, TIIEPCHECEHHBIX WH()EKIMOHHBIX 3a00JIeBaHUIX, O TPOXOKICHUU
npo¢ecCHOHATLHON THTMEHNYECKOH MOATOTOBKH U aTTECTAllUU C IOYCKOM K paboTe;

* HE MMeEIoIee OTPAaHWYCHUN Ha 3aHITHE TPYIOBOH AEATENBHOCTBIO B chepe oOpa3oBaHus,
U3NoKeHHBIX B cTathe 351.1 «OrpanuueHuss Ha 3aHATHE TPYAOBOH IESITENHLHOCTHIO B
chepe oOpa3oBaHUs, BOCIHMTAHHS, PAa3BUTHS HECOBEPIICHHOJETHUX, OPTaHMU3ALUU HUX
OTIBIXa M O3JO0POBIEHUS, MEIHUIIMHCKOTO OOECHEeYeHHUs, COIUAIbHON 3allUThl U
COIMAJILHOTO OOCTyXHBaHHsA, B cdepe IeTCKO-IOHOIIECKOTO CIOpTa, KYJIbTYPhl H
HCKYyCCTBA C YYacTHEM HECOBEPIIEHHOJETHUX» TpymoBoro kojaekca Poccuiickoit
denepanuu.

1.4. Jlenonpou3BoAWTENsl HA3HAYaeT U OCBOOOXKIACT OT 3aHMMAEMON JOJDKHOCTH JUPEKTOP
00meo0pa3oBaTeIbHOW  OpraHW3allid B TOPSIKE, YCTAHOBICHHOM TpYIOBBIM KOJIEKCOM
Poccuiickoit ®enepanuu u TPyIOBBIM JTOTOBOPOM (KOHTPAKTOM) C pAOOTHHKOM.

1.5. [lenonpou3BoauTeNlb OTHOCUTCS K KAaTETOPUU TEXHUYECKUX HCIIONTHUTEICH M HAXOAUTCS B
MPSIMOM TTOTYMHEHUH Y THPEKTOpa 0011e00pa30BaTEIbHOTO YUPEKIACHUSI.

1.6. Jlenompou3BOAWMTENh B JIWIIEE TPU  BBINOJHEHUU  JIOJDKHOCTHBIX  00s3aHHOCTEH
PYKOBOJICTBYETCSI:

* Koncruryuueit Poccuiickoit @enepanuu;

» [lopsaka opraHu3anuy ¥ OCYIIECTBICHHUS 00Pa30BATENBHON NEATETFHOCTH 110 OCHOBHBIM
o0mieo0pa3oBarenbHBIM TpPOrpaMMaM - 0Opa30BaTENbHBIM MPOTPAMMaM Ha4dallbHOTO
00111ero, OCHOBHOTO OOIIIETO M CPeAHEro 001mero oopasoBanus, yTBepkaeHHbIM [Iprukazom
Munuctepcrsa npocsemieHust PO Nel15 ot 22 mapra 2021 rona;

+  ®enepanbHBIM rOCYIaPCTBEHHBIM 00pa30BaTEIbHBIM CTaHAAPTaMH OOIIET0 00pa30BaHMUS;




CIT 2.4.3648-20 «CaHUTapHO-3IIUIEMHUOIOTHYECKHE TPeOOBaHUS K OpraHU3AIMIM
BOCIIUTaHUS U O0YUYEHHUs, OTABIXA U 03/J0OPOBJICHUS AETEH U MOJIOJICKIY;
aMUHUCTPATUBHBIM, TPYIOBBIM M XO3AWCTBEHHBIM 3aKOHOJATEIbCTBOM Poccuiickoi
®enepauuy;

[IOCTAHOBJICHUSIMU,  PACIOPSDKEHUSIMUA, TPHUKAa3aMU WU UHBIMU  PYKOBOJSIIMMHU U
HOPMAaTUBHBIMH JIOKYMEHTAMHU, OTHOCSIIIIUMUCS K BEJECHUIO JAEJIONPOU3BOICTBA;
CTaHIapTaMM  YHU(QUUUPOBAHHON  CHUCTEMBl  OpPraHU3AIMOHHO-PACTIOPSAUTEIBHOM
JOKYMEHTALUH;

npaBuiamMu opporpaduu U MyHKTYaIHuu;

IpaBWJIaMy pabOThl Ha KOMITBIOTEPE ¥ MHOM OPTTEXHHUKE,;

[IpaBWJIaMH U HOPMaMU OXpaHbl TPYZAd, IMPOU3BOJACTBEHHON CAHUTApUM M I0XKAPHOU
0€30IaCHOCTH;

YcraBom u IlpaBuiiaMu BHYTPEHHEro TPYAOBOIO paclopsiika, APYTUMHU JIOKaJIbHO-
MIPaBOBBIMU aKTaMH 00111€00pa30BaTEIbHOTO YUPEKICHHUS;

JaHHOMW JTOJDKHOCTHOM MHCTPYKIMEH U TPYJOBBIM JOTOBOPOM (KOHTPAKTOM);

KonBenmueii o npaBax peOeHKa.

1.7. Jenoupou3BOIUTEIS JIMIEST 0043aH 3HATH CIEAVIONIEE:

I'ocynapctBennslii cranaapt Poccuiickoit ®@enepaunu «/lenonpous3BoacTBO U apXUBHOE
TeT0»;

HOpPMAaTHBHBIE IPABOBbIE aKThl M HOPMAaTHUBHO-METOAMYECKHE JOKYMEHTBI, HOJOXKEHHUS,
WHCTPYKIIMU U MHBIE MAaTEPHAIIBI U IOKYMEHTHI 110 BEICHUIO JICTONPON3BOJICTBA B JIUIIEE;
COBpPEMEHHbIE HHPOPMALIMOHHBIE TEXHOJIOTHH PabOThI ¢ JOKYMEHTaMH;

MOPSIIOK pabOTHI C JOKYMEHTAMHU,

CXEMBI JJOKYMEHTO000POTa,;

npaBuia paboThl ¢ BXOISIIUMHE, UCXOAAIIMMA U BHYTPEHHHUMH JOKYMEHTaMH,

IpaBUjga  OpraHu3alud W (GOpPMBI  KOHTPOJIA  HCIIOJIHEHUS  JOKYMEHTOB B
0011e00pa30BaTEILHOM YUPEKICHUHY,

TUIIOBBIE CPOKU UCTIOJIHEHUS IOKYMEHTOB,

MIPUHIIMIIBI padOTHI CO CPOKOBOM KapTOTEKOM;

Ha3HAYEHUE U TEXHOJOTHs TEKYILIETro U NpeAyIpeauTeIbHOr0 KOHTPOJIS;

MIpaBUJIa COCTABJICHHUS aHAJTMTHYECKHX CIIPABOK 10 OPTraHU3alNU pabOTHI C TIOKYMEHTaMHU U
KOHTPOJTIO UCTIOJIHEHHSI JOKYMEHTOB,

MpaBWwia JOKYMEHTAllMOHHOTO O0O€CleyeHus] JeATeIbHOCTH 0011e00pa30BaTeaIbHOro
YUpEXKACHUS,

BUJIBI IOKYMEHTOB, NX Ha3HAYCHHE;

TpeOOBaHuUs, MPeIbsABIIEMbIEC K JOKyMEHTaM B COOTBETCTBHM C HOPMAaTHBHBIMHM aKTaMH U
rOCYJapCTBEHHBIMH CTaHIapTaMH;

IIpaBUJIa COCTABICHUS U OGOpMIIEHUS MH(POPMALIMOHHO-CIIPABOYHBIX, OPraHU3aIllMOHHbIX,
VIIPaBJICHYECKUX JIOKYMEHTOB;

NpaBUjIa CO3JAHMS M BeAeHUs 0a3 JaHHBIX CIYXeOHBIX JOKYMEHTOB B 00pa3oBaTeNbHOU
OpraHu3aIniy;

CHCTEMBI AJIEKTPOHHOT'O IOKyMEHTO000pOTa,;

MpaBHJIa U CPOKH OTIPABKU UCXOSIINX TOKYMEHTOB,;

TpeOOBaHMUs OXPaHBI TPY/IA U MOKAPHOM 0€301MacHOCTH Ha pabodyeM MecTe;

METOAMYECKHE PEKOMEHJAIMK TI0  BBIIOJHEHHWIO PpabOTBI €  JIOKyMEHTaMH B
00111€00pa30BaTENbHBIX YUPESKICHUSAX;

MOPSIIOK KOHTPOJIS TPOXOKICHHSI CITY)KEOHON JTOKYMEHTAIIMHA U MaTEPHUAJIOB;

CTPYKTYpY 00111€00pa30BaTEIbHOIO YUPEXKIEHHUS U COCTaB COTPYIHUKOB,

BUJIBl HOMEHKJIATyp, 0oOmme TpeOOBaHUS K HOMEHKIAType, METOINKA €€ COCTaBJICHUS U
oopmienus;

nopsiiok  (popmupoBanuss U ohopmiieHHS e, crenuduka (HOPMUPOBAHHS OTACITBHBIX
KaTeropuii el

IIpaBUJIa XPAHEHUS J€J1, B TOM YHCJIE C JOKYMEHTaMH OTPaHUYEHHOTr0 JJOCTYIa;



IIPaBUJIA BBIIAYM U MCIIOJIb30BaHMS JOKYMEHTOB U3 C(OOPMUPOBAHHBIX JEIT;

KpUTEPUH DA3ACICHUS JIOKYMEHTOB Ha TIpPYHIbl B COOTBETCTBUM C IIEHHOCTBIO
uHOpMalNH, COIepKalLECs B HUX;

IIOPSAJIOK CO3/1aHusl, OPraHU3alUU U JOKYMEHTUPOBAaHUS pabOThI 3KCIIEPTHON KOMUCCHUH,
IIPaBUJIA COCTABJICHUS M YTBEPIKJIEHUS IPOTOKOJA PabOThI SKCIIEPTHOW KOMUCCHUH,
IIpaBUJIa COCTABJICHUS U YTBEP)KIACHUS aKTa O BBIIEICHUU OKYMEHTOB, HE IOJJICKAIIUX
XPaHEHUIO;

NpaBUja TEXHUYECKOM OOpabOTKM M TOJIHOrO O(GOPMIICHHS JAeld MOCTOSHHOTO |
BPEMEHHOI'0 CPOKOB XPAaHCHMS,

[IpaBWJIa COCTABJICHHUS OIMCH €] IIOCTOSSHHOTO M BPEMEHHOIO CPOKOB XPaHEHHUS B
COOTBETCTBHUHU C JCHCTBYIOIIMMU HOPMAaTUBHO-METOIUYECKUMU JOKYMEHTAMY;

IIpaBUJIa NIEpeayuu J1ejl B apXUB 00111e00pa30BaTENbHOIO YUPEKICHUS,

MpaBUjIa UCIOIB30BaHUs TenedoHa, pakca, Kcepokca, IPUHTEPA, CKaHEPa, KOMITBIOTEPA;
npaBuiga paboOThl € TEKCTOBBIMH pPENAKTOpaMM M 3JIEKTPOHHBIMH TaOnuuamu, 0a3oi
JAaHHBIX, AJIEKTPOHHOW NOYTON, MUHTEPHET Opay3epamu;

TEXHOJIOTUIO CO3JIaHMsl, 00pabOTKH, epe/laun U XpaHEHHs! pa3IMYHbIX JJOKYMEHTOB;
IpaBWa JEJI0BOI MEpPENuCKU, COCTAaBIEHUS M HAOOpa JIENOBbIX MHCEM C NPUMEHEHHEM
TUIOBBIX 00Pa3LIOB;

JIEJIONPOU3BOJICTBO U €TI0 BEJCHUE;

TpeOOBaHUs IO COXPAHHOCTH CIIY>KEOHON MH(OPMAINH, 3alUTE EPCOHAIBHBIX TaHHBIX;
OCHOBBI 3TUKU U 3CTETUKH;

IIpaBUjIa JEJI0BOIO OOILEHUS;

MOPSIIOK OKa3aHUs MEPBOM JOBpaue€OHOM MOMOIITH;

MOPAJIOK AEUCTBUMN IIPU MT0’KAPE WM MHOW YpEe3BbIYAHON CUTYallMH, SBaKyalluu.

1.8. I[CJIOHDOI/I?)BO[[I/ITGJII) JUIICA JOJKCH YMCTh!

paboTatb €O BCEHl COBOKYIHOCTBIO HWH(OPMAIMOHHO-JOKYMEHTALMOHHBIX PECYpPCOB
0011e00pa30BaTENBHOIO YUPEKACHUS:

MI0JIb30BaThCsl CIPABOYHO-TIPABOBBIMHU CUCTEMAMU;

IMOJIb30BATbCAd ABTOMATU3HWPOBAHHBIMHU CHUCTCMAMH Y4UCTa, PCrucTpanuv, KOHTPOJIAd U
MH(POPMAIMOHHO-CIIPABOYHBIMU CUCTEMaMH MpH paboTe ¢ TOKYMEHTaMU JINLes,
IMPUMEHATH COBPCMCHHBIC I/IH(bOpMaIII/IOHHO-KOMMYHI/IKaHI/IOHHBIG TEXHOJIOTUHU OJIsA pa60TI>I
C IOKyMEHTaMH, B TOM YHCJIe Ul €€ ONTUMU3ALUU U MOBBIIIEHUs 3(pPeKTUBHOCTH;
OpPraHU30BBIBaTh pPabOTy TO Y4YeTy, XpaHEHHI0 W TIepeJade B COOTBETCTBYIOIIEE
CTPYKTYpPHOE MOJIpa3/ielieHne TOKyMEHTOB TEKYIIEero Je0NpPOnU3BO/ICTBA;

WCIIOJh30BaTh HOMEHKJIATYPY el NpPHU H3YYEeHHH CTPYKTYpHl 00IIe00pa3oBaTeIbHOTO
YUpPEX/IE€HUs, COCTaBJICHUHU OIUCEH Jel,

OpraHU30BBIBaTh PabOTy MO (POPMHUPOBAHUIO 1€ B COOTBETCTBUU C YTBEPKICHHOU
HOMEHKJIATYpOM e Jines;

IMpaBHUJIbHO U CBOCBPEMCHHO q)OpMI/IpOBaTI) AOKYMCHTEI B ZI€jIa C YYCTOM HUX CHCHI/I(i)I/IKI/I;
CHCTEMaTU3HPOBATh JOKYMEHTHI BHYTpPH Jiena,

o0OecneunBaTh COXPaAaHHOCTH M 3aIIUTY TOKYMEHTOB 00111€00pa30BaTeIbHOTO YUpPEKICHNUS;
MOJIb30BaThCs MEPEYHSIMU JOKYMEHTOB M aHaJIM3UpOBaTh (PakTHUYecKoe cojeprkaHue
HMCIOIUXCA B ACJIC JOKYMCHTOB ITPH ONPEACICHUU CPOKOB UX XpaHeHI/Ifl;

o(opMIATH 0OJI0KKH /1€ TIOCTOSTHHOTO ¥ BPEMEHHOT'O CPOKOB XPaHEHHS B COOTBETCTBUHU C
TpeOOBaHUSMU TOCYJAPCTBEHHBIX CTaHAAPTOB;

MIPOU3BO/IUTH CTPYKTYPHYIO CUCTEMAaTH3aIHIO JElT;

OCYIIECTBJISITh TEXHUYECKYI0 O0pabOTKy W TOJIHOE OQOopMIIEHHE JACNI TMOCTOSIHHOTO H
BPEMEHHOT'O CPOKOB XpaHEHHUS,

COCTABIISITh OTHCH JIEJI TIOCTOSTHHOTO W BPEMEHHOTO CPOKOB XPAHEHHS B COOTBETCTBUH C
JeUCTBYIOIUMH HOPMAaTUBHO-METOINYECKUMHU JTOKYMEHTAMH.

1.9. CoTpyaHuK MOJDKEH 03HAKOMUTHLCS C JAHHOM JOHKHOCTHOW WHCTPYKIIMEH, WHCTPYKITUEH 10
OoXpaHC Tpyda A AOCIONMPOU3BOAUTCIIA, 3HATH U COGJIIO,Z[aTL YCTAHOBJICHHBLIC IIpaBUJIa U



TpeOoBaHUsI OXpaHbl TPyAa U IMOXKApHOW 0e30MacHOCTH, MpaBUJia JIMYHOW TUTUEHbI M TUTHEHBI
TpyZa B 00111e00pa30BaTeIbHON OpraHU3aIIH.

1.10. Jlemonpon3BOAUTEIb TOJDKEH MPOUTH 00YYEHHE M UMETh HaBBIKM OKa3aHMs TIEPBOM MTOMOIITH
IIOCTPAIABIINM, 3HATH NOPAJOK ACUCTBUM IPU BO3ZHUKHOBEHUU I10Kapa WIM MHON 4pe3BbIYAHON
CUTYaIlMU M 3BaKyalluu B 00111e00pa30BaTeIbHON OpraHU3aliHy.

2. TpynoBblie pyHKIIUH

K ocHOBHBIM (hYHKITHSM JIETONPOU3BOAUTENSI OTHOCSTCS:

2.1. JlIokyMeHTallMOHHOE O0eCTIeUeHUE IeITeILHOCTH 00IIe00pa30BaTEIHLHOTO YUPEIKICHUS:
2.1.1. Opranuzanus paboThl ¢ JOKyMEHTaMH.

2.1.2. Opranu3zanys TEKyILEro XpaHeHus: JOKYMEHTOB.

2.1.3. Opranu3zamus 00paObOTKH A€ AJIS TOCISAYIOMIEer0 XpaHSHHS.

3. JIoJI2KHOCTHBIE 00SI3aHHOCTH
Jlenonpouzeooumensv 6 nuyee ocyuecmeisiem 8binOJHeHue 0053aHHOCMel.
3.1. B paMmkax TpynoBoil (PYHKIIMHA OpraHu3anuy paboTel ¢ JOKYMEHTAMHU:
* [pPUEM W NEePBUYHAS 00pabOTKA BXOISAIIUX JOKYMEHTOB;
* MpeABapUTENbHOE PACCMOTPEHHE M COPTHPOBKA JIOKYMEHTOB Ha PErHCTpUPYEMble U HE
PETUCTPHUPYEMEIE;
* IOATOTOBKA BXOMSIIUX TIOKYMEHTOB JJISl PACCMOTPEHUS JTUPEKTOPOM JIHIIES;
*  perucrpanus BXOISIIUX JOKYMECHTOB,;
* OopraHu3zalus JOCTaBKU JOKYMEHTOB HCIIOTHUTEISM;
* BeneHue 0a3bl JAHHBIX JJOKYMEHTOB O0IIE00pa30BaTEIHbHOIO YUPEIKICHUS,
*  BeAcHUE HHGOPMAIIMOHHO-CITPABOYHON PabOTHI;
* 00paboTKa M OTIPaBKA UCXOSIINX JOKYMEHTOB;
e opranu3zainus paboThl 10 PETUCTPALIUH, YUETY, XPaHEHUIO U Mepe/iade B COOTBETCTBYIOIIHE
CTPYKTYPHBIC MTOIPA3/ICIICHUS TOKYMEHTOB TEKYIIETO JIeTONPOU3BOJICTBA;
*  KOHTPOJb HCIIOJTHEHUS JOKYMEHTOB B 00I1€00pa30BaTEIbHOM YUPEKICHHH.
3.2. B pamkax Tpya0BoO# (h)YHKIIMK OPraHU3aIMH TEKYIIEr0 XpaHEHUs JJOKYMEHTOB:
* pa3paboTKa HOMEHKIIATYpHI Je] 00111e00pa30BaTEILHOTO YUPEKICHNUS;
* pOBepKa MPaBHUIHBHOCTH O(DOPMIICHUS JOKYMEHTOB M OTMETKH 00 WX WCIOJHEHHUH Iepe]I
ux GOpMHUPOBAHUEM B JIEJI0 AJIs MOCIEAYIONIETO XPaHEHHUS;
*  (opmynrpoBaHUE 3aT0JIOBKOB JIEN U OTPECIICHUE CPOKOB MX XPaHCHHUS;
*  (opmupoBanue nen;
* KOHTPOJb TPABHIHLHOTO W CBOCBPEMEHHOTO PACIPEICICHHUS W TMOAIINBKA JOKYMEHTOB B
Jena.
3.3. B paMmkax TpynoBoii pyHKIIHK opra"Hu3anny 00pabOTKH Je IS MOCIEAVIOMIEr0 XPAHEHN
* TMpOBEepKa CPOKOB XPaHEHUS JOKYMEHTOB, COCTaBJICHHME MPOTOKOIA PabOTHI IKCHEPTHOM
KOMHCCHH TI0 TIOJITOTOBKE JJOKYMEHTOB K XPaHCHHIO, aKTa O BBIJICIICHUN K YHHUTOKEHUIO
JIOKYMEHTOB, HE TOJITIEKAITNX XPAHEHUIO;
*  COCTaBJICHWE BHYTPEHHEH OMUCH JIeN JUIsl 0C000 IIEHHBIX JOKYMEHTOB JIUIIES,
* odopMIIeHHE JIeNT MOCTOSHHOTO, TIOJITOBPEMEHHOTO CPOKOB XPAHEHUS;
* odopMIIcHHE 00JIOKKH JIE]T IIOCTOSTHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPAHCHHS
*  COCTaBIIEHHE OIMHUCH JeI TOCTOSHHOTO, JOJTOBPEMEHHOTO CPOKOB XpaHEHHUS,
* Tepenava Jiesl B apXuB 0011e00pa3oBaTeIbHOTO YUPEKICHUS.
3.4. Opranu3oBbIBacT BHEIpEHHE, BelCeHHWE (B TOM YHCIE aBTOMATHU3UPOBAHHOE) U pa3BHUTHE
CUCTEM JIOKYMEHTAIINH, BKJIFOYAsl JICKTPOHHBIC IOKYMEHTBI.
3.5. Bmecte ¢ agMuHUCTpaliei Jauiest MOAroTaBIUBAEeT OTYETHBIC TOKYMEHTHI JIJIS1 BBIIIECTOSIINX
OpTraHH3aIfi, TOTOBUT CITY»KEOHBIC MMChMa, CIIPABKH.
3.6. Benmer mpuem mocTymnaroieil Ha UMS IUPEKTOpa JIMIes KOPPECTOHICHIMH (dIEKTPOHHOMN
MOYTHI), PETUCTPUPYET €€ M BBIIOJHIET CHCTEMATH3alUi0 COTJIaCHO MPUHATOMY B
0011e00pa30BaTEeILHOM YUPEXKICHUHU TTOPSIKY, MTOCIIE €€ PACCMOTPEHUS AUPEKTOPOM MIEPEIAET IO
Ha3HAYCHHIO UCTIOJIHUTEIISIM ISl IPUMEHEHUS B XO/I€ UX JACSITEIBHOCTH WJIH TIOJITOTOBKU OTBETA.




3.7. Bemer TOCTOSHHBIA Y4YeT, KapTOTEKYy IPOXOXKACHUS JTOKYMEHTOB, KOHTPOJMPYET WX
UCTIOJHEHUE, BbIIaeT TpeOyeMble CIIPAaBKU MO 3apETUCTPUPOBAHHBIM JOKYMEHTAM.

3.8. BhImosHsAET OTIPaBKy UCIOIHEHHOW KOPPECIOHICHIINU apecaTaM, BEIeT YUeT IMOoIy4aeMoin
Y OTHPABISIEMOI KOPPECTIOHACHIIUH, CUCTEMAaTH3UPYET M XPAHUT TOKYMEHTHI TEKYILETO apXHBa.
3.9. 3anumaercsi oOpMIICHUEM TPYIOBBIX JOTOBOPOB W JIMYHBIX [I€JI, YCTPAMBAKOIIUXCS Ha
paboTy cOTpyIHUKOB, 0OpabaTeiBacT U 0POPMIISIET TIEpeIady JIMYHBIX JET COTPYAHUKOB B ApXHB.
3.10. ®opmupyeT IMYHBIE Je]Ia YICHHKOB, 00YJarOIIUXCsl B JINIICE.

3.11. OcymiecTBasieT y4eT 00y4aromuxcs JIbrOTHBIX KaTETOPHIA.

3.12. Bener KHHWTM NMPHUKA30B, MEYATACT MPHKa3bl IO OCHOBHOHM JEATEILHOCTH, WHBIC MPUKA3HI.
3HAKOMUT COTPYAHHUKOB JIMIIES C IPUKA3aMH IOJT TIOIKCH B JICHb MX H3/IaHUS.

3.13. CormacHo pacmopsDKeHUsSIM JHUPEKTOpa JuIes medaraeT U odopmisieT Tpedyemyro
JOKYMEHTAIMIO ISl BEICHHUS Y4eOHO-BOCIUTATEIBHON JIEATEIBHOCTH B JIAIEE, BBITOIHECHUS
rOZI0BOTO IIJIaHA.

3.14. BrimonHseT paboTy MO CO3/IaHHUIO CIPABOYHOTO ammapara Mo JOKyMeHTaM, 00eclieuynBaeT
yIOOHBIN U OBICTPBII UX MTOWCK.

3.15. 3anumaercs cOOPOM HEOOXOAMMBIX MATEPHAIIOB ISl MOJTOTOBKH COBEINAHUI PaOOTHUKOB
JUIes, OIOBEUICHHEM YYaCTHUKOB O BpPEMEHHM, MECTe, IOBECTKE JHS COBEUIAHHA U WX
perucrpauuei.

3.16.  SBmsercs  cekperapeM  aIMHHHCTPATUBHOTO  COBEIIAHUS NP JUPEKTOpE
00111€00pa30BaTEILHOTO YUPEHKIACHUSI.

3.17. B rpaHummax CBOEH KOMIIETCHIIMM Yy4YacTBYeT B COCTABJICHHHM IPOTPAMMBI Pa3BUTHUS
JIeTIOTIPOU3BOCTBA 00IIE00PA30BATENIBHOTO YUPESKICHHSI, BHOCHT MPEUIOKEHHS 10 BOIPOCAM
YCOBEPILICHCTBOBAHHMS JICJIONPOM3BOACTBA 00I1€00pa30BaTEIILHOTO YUPEKICHUS.

3.18. ObecneunBaeT 3amuTy IpaB U CBOOO JeTel, poauTenel (3aKOHHBIX MPEACTaBUTENCH) mpH
00paboTKe epCOHANBHBIX JaHHBIX (Hanee — [1/1).

3.19. Ilpu MCHONAB30BAHUU AJIEKTPOHHOTO OOOPYIOBAHHS, B TOM YHCJIEC KJIABHATYphl W MBIIIH,
€XKEIHEBHO JEe3MH(UIUPYET WX B COOTBETCTBHH C PEKOMEHIAIMSAMU MPOU3BOIUTENS JHOO C
HCIOJIb30BAHUEM PACTBOPOB MJIH cal(eTOK Ha CIUPTOBOI ocHOBe (He MeHee 70% crupra).

3.20. [lenmompou3BOAMTENb B JIUIEE CTPOTO COOJIIOJACT CBOK JOJDKHOCTHYIO HHCTPYKIIHIO,
MIPOXOAUT MEPUOAUUYECKIE MEAULIMHCKUE OCMOTPBI.

3.21. Ctporo cobimoaaeT KOHPHUIESHIIHATLHOCTh IIEPCOHAIBHBIX JaHHBIX M TPEOOBAHUS IO 3aIIUTE
u OGesonacHocty ITJ[ mpu ux oOpaboTke, HeNOMyIIEHHE HMX paclpoCTpaHeHHsl Oe3 corjacus
cyobexTa [1J] unu Hanuuus Apyroro 3aKOHHOTO OCHOBAHMSL.

4. IIpaBa

Jlenonpon3BOANTENb JINLIES UMEET MOITHOE IPABO:

4.1. IlpuHumath ydacThe B YHpaBJICHHU 00111€00pa30BaTEeNbHBIM YUPEKICHUEM B MOPSIKE,
YCTaHOBJIEHHOM Y CTaBOM.

4.2. Ha pabouee mMecTo, KOTOPOE COOTBETCTBYET BCEM TPeOOBaHUSM OXpaHbl TPyAa M MOXKAPHOI
0€30MacCHOCTH.

4.3. Ha 3amuty cBoe# nmpodeccuoHaIbHOM YeCTH U JJOCTOMHCTBA.

4.4. Ha nepenavy JOKyMEHTOB JUIsl HCIIOJTHEHHUSI M HAa TpeOOBaHUE OT UCIOJIHUTEIEH IPaMOTHOTO U
MPaBIWJIBHOTO 0pOpMIIeHHUS TPeOYyEeMbIX JOKYMEHTAIbHBIX MaTEPHAIIOB.

4.5. Ha 3anpamuBaHue oT aMUHUCTPALMU JIMLEs, TOJyYeHHe U MPUMEHEHHEe MH(POPMALMOHHBIX
MaTepUaIoB, HOPMATUBHBIX M MPABOBBIX JOKYMEHTOB, HEOOXOIMMBIX JJISi BBIIIOJIHEHUS CBOMX
JOJDKHOCTHBIX 00sI3aHHOCTEH.

4.6. 3HAaKOMHUTBCS CO BCEMH MMEIOIUMICS MaTepualaMd €ro JIMYHOTO Jieja, OT3hIBaMH O CBOCH
paborte, xa00aMy U UHBIMH JTOKYMEHTAMH, OTPAXKAIOIIUMHU OLEHKY €ro Tpy/ia, MPe10CTaBIATh 110
HUM TIOSICHEHUS.

4.7. Ha MopaibHOE M MaTepHajbHOE IOOIIPEHHE, HAa CBOEBPEMEHHYIO U B IOJHOM O0beMe
BBIIJIATY 3apabOTHOM IIaThl, a TakKkXKe Ha 3al[UTy COOCTBEHHBIX HHTEPECOB U HHTEPECOB
COTPYJHUKOB JINLIES.




4.8. OtkaszaTbcd OT BBINOJHEHUS PA0OT NpPU BO3HUKHOBEHMM YIpO3bl KH3HH U 3/I0POBBIO
BCJIEJICTBHE HapyIlIeHHs TpeOOBaHUH 1O OXpaHe Tpyaa.

4.9. IToCTOSIHHO TMOBHIIIATH CBOIO MTPO(PECCHOHATIbHYIO KBATH(UKAIIHIO.

4.10. Ha 3amuTy cBOMX MpO(eCCHOHATBHBIX HHTEPECOB CAMOCTOSTENIHHO U (MU Yepe3 3aKOHHOTO
IpeJCTaBUTENA, B TOM 4MCIE aJBOKara), B clydae AMCLUUIUIMHAPHOTO WM CIIy’K€OHOTO
paccienoBaHus, CBA3aHHOTO C HECOOJIOJCHHEM HOpM mpodeccuoHambHOH OSTHKH. Ha
Hepas[ylalleHne  JUCHUIUIMHAPHOTO  (CIyXeOHOro) paccielloBaHMs, MCKIOYas  Clydau
MPEIYCMOTPEHHBIE 3aKOHOM.

4.11. Ha BcrymieHne B pogCOr03bl JJs 3alIUThl CBOUX TPYAOBBIX IpaB, CBOOOJ M 3aKOHHBIX
uHTepecoB. Ha  nomydeHue — couManbHbIX  TapaHTUM M JIBIOT, HPEAYCMOTPEHHBIX
3aKkoHoarenscTBoM Pocculickon denepanuu.

5. OTBeTCTBEHHOCTD

5.1. 3a HEBBINIOJIHEHNE WIN HAPYIICHUE JAaHHOW NOJKHOCTHOM MHCTPYKLIMH JIEIOIPOU3BOJUTEIIS B
munee, YcraBa u IlpaBusli BHYTpEHHEro TPYJOBOIO paclopsijika, 3aKOHHBIX pPACIOpPSKEHUN
OUPEKTOpa JHILEss U APYruX JOKaJIbHO-HOPMATHUBHBIX AKTOB, a TAaKXE 3a NPHUHIATHE DPELICHUH,
MOBJIEKIIUX HapylleHUEe Yy4yeOHO-BOCIIUTATEIbHBIX OTHOILIEHUH, J€JI0NpPOU3BOIUTENL HECET
JUCLUILUIMHAPHYIO OTBETCTBEHHOCTb B IOPSAKE, YCTAHOBIEHHOM TpynoBbIM 3aKOHOJATEIBLCTBOM
Poccuiickoit ®enepanumn.

5.2. 3a npuMeHeHue, 1axe 0OJHOKPaTHO, CIIOCOOOB BOCIIMTAHUs, BKJIIOYAIOIUX B ceds (uznueckoe
U (MIM) TCHUXOJOTMYECKOE HAaCWIME HaJl JIMYHOCTBIO pEeOEHKa, IEeNIONPOU3BOIAUTENb MOXKET
0CBOOOXXAThCs OT 3aHUMAEMOM JOJKHOCTH COTJIaCHO TPYJIOBOMY 3aKOHOAATeNbCTBY Poccuiickoit
Qenepanny. YBOJIBHEHME 3a TAaKOM IOCTYIOK HE IPUHUMAETCA 3a Mepy JUCLHUILIMHAPHOU
OTBETCTBEHHOCTH.

5.3. Hecer aucuuminHapHyi0 OTBETCTBEHHOCTb 3@ COXPAHHOCTh JOKYMEHTALIUU, HaXOMsIIENcs B
KaOMHEeTe J1e70IPOU3BOIUTEIIS.

5.4. IlpuBnekaercs K JUCHMILNIMHAPHON OTBETCTBEHHOCTH 3a pas3IVIallleHHe Ciy)XeOHOU u
KOHHIEHIIMaTbHONH HHpOpManuy, HHGOPMAIMU O MEPCOHAIBHBIX JaHHBIX COTPYAHUKOB H
oOyuaronuxcs 00111e00pa3z0BaTENIbLHOTO YUPEKACHHUS.

5.5. 3a HapyIlIeHue MpaBUI MOXKApHOIH 0€30MaCHOCTH, OXPaHbl TPy, CAHUTAPHO-TUTHEHNYECKUX
HOPM Y TpaBWJ  JIEJONPOU3BOJAUTENb MOXET TMPUBIEKATbCA K  aJMHUHUCTPATUBHOMN
OTBETCTBEHHOCTM B IIOpSIAKE M B CIy4asX, YCTAHOBJIEHHBIX  aJMUHHUCTPAaTUBHBIM
3akoHo aTenbcTBOM Poccuniickoit denepanum.

5.6. 3a nmr000e BUHOBHOE NPUYMHEHHE 00Ie00pa30BaTeIbHOMY YUPEKICHUIO WM YYaCTHUKAM
0o0pa3oBaTeNbHBIX OTHONICHUH yiiepOa (B TOM YHCIIE MOPAJIBHOTO) B CBS3H C BBHINOJHEHHEM
(HEBBINOIHEHUEM) CBOMX MPSAMBIX JOKHOCTHBIX 00sI3aHHOCTEH JeTONPOU3BOAUTEND JIULIEs] HECET
MaTepUaIbHYI0 OTBETCTBEHHOCTh B MOPSAJKE M B MPEENax, YCTAHOBICHHBIX TPYAOBBIM M (MJIN)
IPaKJaHCKUM 3aKOHOAATeNbCTBOM Poccuiickont denepanuu.

6. BzanumooTHomenusi. CBSA34 M0 JA0LKHOCTH

Jenonpon3BoIUTEIb JIULIES:

6.1. Jlemompou3BOAUTENH BHITIONHSET paboOTy coriacHo rpaduky, coctaBieHHOMY ¢ ydetoMm 40-
4acOBOM paboue HeJeNH, U YTBEPKICHHOMY JUPEKTOPOM 0011e00pa30BaTeIbHOTO YUPEKICHUS.
6.2. ITocTostHHO 0OMeHUBaeTcst HH(pOpMaIIMe o0 BOMPOCaM, OTHOCSIIIMMCS K €r0 KOMIETSHIIHH, C
aIMUHUCTpaIer, OyxraaTepuei, TMenarornyeckuMu pabOTHUKAMHU ¥ OOCTY)KHBAIOIIUM
MIEPCOHAJIOM JIUIIES, C POAUTEISAMH JIeTeH (JIMIaMH HX 3aMEHSIOIIUMHU ).

6.3. Tlomydaer ot aupekTopa 0011e00pa30BaTEIBHOTO YUPEKAECHUS WHPOPMAIIMI0O HOPMATHBHO-
MPABOBOTO M OPTaHHU3AIMOHHOTO XapakTepa, 3HAKOMHUTCS TMOJ PACHUCKy C HEOOXOAMMBIMU
JOKYMEHTaMH.

6.4. BoBpemsi cooOmiaeT AMPEKTOPY JHUIES M €ro 3aMecTUTEIsIM 00 HHQpOpMAaIUH, MpHKa3ax,
pacCTOPsHKEHUSX M MHOM JJOKYMEHTAIUH, TOCTYUBIIEH MO 3JIEKTPOHHOM MOYTe.

6.5. Hudopmupyer aupekropa (IpU OTCYTCTBHHM — HHOE JTOJDKHOCTHOE JIMIIO) O (akrte
BO3HUKHOBEHHUS TPYNNOBBIX HH(PEKUMOHHBIX U  HEUMH(EKIMOHHbIX 3a0ojeBaHUl B




o0mieoOpazoBaTenbHONl  OpraHu3alyy, 3aMECTUTENss JUPEeKTopa MO0  aJMHUHHCTPATUBHO-
XO3SHUCTBEHHOW YacTH — 00 aBapHilHBIX CHUTyalHsX B pabOTe CHCTEM SJIEKTPOOCBEIICHHS,
[IEPCOHAIILHOIO KOMITBIOTEpPA U MHOW OPITEXHUKHU, OTOIUIEHUS U BOJIOII POBOJIA.

6.6. Bo BpeMs OTCYTCTBUS JEIIONPOU3BOIUTENST €ro OOS3aHHOCTH BBIMONHIET COTPYAHUK,
uMerolmii Bce TpeOyromuecs: npodeccuoHaabHble 3HAHMS, YMEHHUS M HaBBIKM, Ha3HAYCHHBIN
MIPUKA30M JTUPEKTOpa jJuies. JJaHHbIi COTPYIHUK MPUOOPETaeT COOTBETCTBYIONIUE ITPaBa U HECET
MOJIHYIO OTBETCTBEHHOCTD 32 KaU€CTBEHHOE BHITIOJHEHUE BO3JIO)KEHHBIX HA HETO 00s13aHHOCTEH.

7. 3aka0uuTeIbHbIE MOJ0KEHHUS

7.1. O3HakoMJIEHUE JEJIOMPOU3BOJUTENSI C HACTOSIIECH HWHCTPYKIMEH, OCYILECTBISETCS MpPHU
npreMe Ha padoTy (10 MOAMMCAHUS TPYAOBOTO JOTOBOPA).

7.2. OguH 3K3eMIUBIp JTOJDKHOCTHOM HMHCTPYKIIMM HAaxXOJWTCS Yy paboTomarelnis, BTOPOH — Yy
COTpY/AHHKA.

7.3. ®akT O3HAKOMJICHUS JEJIOMPOU3BOJUTENSA C HACTOSIICH JOJKHOCTHOM HHCTPYKIMEH
MOATBEPXKIACTCA TMOAMUCHI0O B OJK3EMIUIAPE JOHKHOCTHOM HWHCTPYKIIMHU, XpaHAIIEMCS ¥
paboTonaTens, a TaKkKe B KypHaie 03HAKOMJICHHSI C JJOJDKHOCTHBIMU MHCTPYKIIUSMHU.

C 00191cHOCMHOU UHCMPYKYUEll 03HAKOMAEH (@), 00UH IK3eMNIAP NOLYYUlL (a)
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