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J012KHOCTHASI MHCTPYKIMA
AeJI0NPOU3BOIUTENS B JETCKOM Cay

1. O0uue mosoKeHN st
1.1. Hacrosmias 101KHOCTHAsT HHCTPYKUusl JejgonpousBoaurtens JIOY (nerckoro cana)
paszpaborana B cootBeTcTBUU ¢ [Ipoderangaprom 07.002 «Crienuanuct mo opraHu3alioOHHOMY
U JIOKyMEHTAIlMOHHOMY OO€CIEYEHHUIO YNpPaBJIEHUS OpraHu3alMeiD», YTBEPKIECHHBIM MPUKA30M
MununcreperBa Tpyaa u connanbHOW 3amutel PO Ne 333 or 15 urons 2020 roxa; ¢ yuerom
®enepanbHoro 3akoHa Ne273 ot 29.12.2012r «O6 obpazoBanuu B Poccuiickoit denepaum» ¢
u3MeHeHusmMu ot 17 despansa 2023 roga, @enepanbHoro 3akoHa Nel49-03 ot 27.07.2006T «O6
uH(popManK, UHMOPMAIIMOHHBIX TEXHOJOTHUAX U O 3alluTe MHPOpPMalKW», B COOTBETCTBUH C
TpynoseiM koxexkcom Poccuiickonr denepanuu, YcraBOM U HHBIM HOPMAaTUBHBIMU aKTaMHU,
pEraMEHTUPYIOLIUM  TPYJOBbIE OTHOIIEGHUS MEXIYy pa0OTHUKOM U  paboToaaTesieMm.
1.2. JlanHas donicrnocmuas UHCMPYKYUS denonpouszeooumeis pI(0)% no
npogcmanoapmy periiaMeHTUPYEeT OCHOBHbBIE TPYAOBble (DYHKIIMU, JAOTKHOCTHBIE OOS3aHHOCTHU
JEJIONPOU3BOUTENSL JETCKOrO €ajla, MpaBa U OTBETCTBEHHOCTb, a TAKXKE B3aMMOOTHOLIEHUS U
CBS3M 1O JIOJDKHOCTH Tpu paboTe B JIOHIKOJIBHOM 0Opa3oBaTEIbHOM  YUPEKICHHH.
1.3. Jlenonpou3BOAUTENIb OTHOCUTCS K KaTErOPUM TEXHUYECKUX HCIOJIHUTENICH, Ha3HA4aeTcs U
OCBOOOKIAETCSl OT 3aHMMAEMOM JOJKHOCTU 3aBEYIOIIUN JIOMIKOJIBHBIM 00pa3oBaTeIbHbIM
YUpEXKJIEHUEM B MOPSIJIKE, YCTAHOBJICHHOM TPYAOBBIM JIOTOBOPOM (KOHTPAKTOM) C paOOTHUKOM, B
COOTBETCTBUU C TpynoBsiMm KOJIEKCOM Poccuiickoi QDeneparuu.
1.4. Ha 10omKHOCTB JeIONPOU3BOIUTEINS Ha3HAYAETCSI JIUIIO:
umMeroliee cpeanee npodeccruoHanbHOEe 00pa3oBaHUE, MPOIIEINIee MPOrpaMMbl MOATOTOBKHU
KBAJIM(DUIIMPOBAHHBIX PaOOUNX, CIYKaIIUX;
COOTBETCTBYIOIIEE TpeOOBaHUSAM, KAaCAIOIIUMCS MPOXOXKICHUS IMpeaBapuTeabHoro (mpu
NOCTYIUICHMM Ha paldoTy) W MEePUOJUYECKUX MEAUIUHCKHUX OCMOTpPOB, BHEOYEPETHBIX
MEMIIMHCKUX OCMOTPOB 1O HAIpaBJICHUIO paboTomaTesl, 005S3aTeIbHOT0 TICUXUATPUIECKOTO
OCBHUJICTETILCTBOBaHUs (He pexe | paza B 5 jer), mpodeccHOHAIbHOW T'UTHEHUYECKOM
MOJATOTOBKM M artectanuu (pu mpuemMe Ha paboTy W Janee He pexxe | pasa B 2 roja),
BAKIMHALINY, & TAKXKE UMEIOIIEE TUUHYIO METUIIMHCKYIO KHUXKKY C Pe3yIbTaTaMU MEAUIIMHCKUX
oOcienoBaHuil M JaOOPATOPHBIX MCCIEAOBAHHM, CBEICHUSMU O MPUBUBKAX, MMEPEHECEHHBIX
WH(QEKIMOHHBIX 3a00JIEBaHMIX, O TPOXOXKACHUU MPOPECCHOHATHHOM TUTHEHUYECKON
MOJITOTOBKH M aTTECTAIIUHU C JIOIYCKOM K paboTe;
HE MMEIOIlee OrpaHUuYEHMN Ha 3aHATUE TPYHAOBOW JEATENbHOCTBIO B cdepe oOpa3zoBaHus,
U3NOKEeHHBIX B cTaThe 351.1 «OrpanudeHust Ha 3aHATHE TPYAOBOW JEATEIHLHOCTHIO B cepe
oOpa3oBaHUs, BOCIUTAHUS, PA3BUTHS HECOBEPIIECHHOJIETHUX, OpPraHW3allMd HX OTAbIXa U
O3/I0POBJICHUS, MEIUIUHCKOTO0 O00ECleYeHHs, COIMAIbHOW 3allUThl M  COLHUAIBHOTO
o0cCITy>)KMBaHus, B cepe AETCKO-IOHOIIECKOTO CHOPTa, KYJIbTYpPhl MU HCKYCCTBA C y4acTHEM
HECOBEPUIEHHOJETHUX» TpyaoBoro kojaekca Poccuiickon denepanumu.
1.5. [enonpon3BoauTENb HEMOCPEACTBEHHO IOJAYMHACTCS 3aMECTUTENI0 3aBEAYIOLIEro IO
aJMUHUCTPATUBHO-X035UCTBEHHOMN pabote (3aBx03y).
1.6. CoTpyIHUK OCYUIECTBIISECT TPYAOBYIO JEATEIbHOCTb COIIACHO JOJKHOCTHOM HHCTPYKIIMHU




JeJIONPOU3BOIUTENS B JETCKOM caay ¢ yuderoM mpodcerannapra, Koncruryuum Poccuiickoi
@denepanuy, pelIeHUsIM OPraHoB YIIpaBJieHUS O0Opa30BaHUs BCEX YPOBHEH, KacarolmuMmcs
OpraHM3alMy  JEJONPOU3BOJACTBA B  JOIIKOJBHBIX  00pa3oBaTElIbHBIX  YUPEKICHUSX,
®enepanbHoMy 3akoHy «O0 oOpazoBanuu B Poccuiickoit denepannun», TpyJOBOMY JI0TOBOPY U
YcraBy JOLIKOJIBHOTO 00pa30BaTEIbHOIO YUpEeXKICHUS.
1.7. denonpousBoautens B JIOY pyKOBOJICTBYETCS:

e  ®enepanbHbM 3aK0HOM OT 22.10.2004r Ne125-D3 "O06 apxuBHOM feine B PO";

o ®denepanbHbiM 3akoHOM OT 29.12.2012r Ne273 «O06 obpazoBanuu B Poccuiickoit denepannny;

e T'OCT P 7.0.8-2013 «Hammonanensiii crangapt Poccuiickoii @eneparuu. Cucrema cCTaHIapTOB
no uHpopManuu, OMOTUOTEUYHOMY M H3JATEIbCKOMY Jeny. JleJonpou3BOJACTBO U apXUBHOE
neno. TepMuHbl U onpeieeHus;

e T'OCT P 7.0.97-2016 «Hanumonaneueiii crannapt P®. Cucrtema ctaHAapTOB MO0 MHPOPMAIHH,
OMOIMOTEYHOMY U U3JaTeabCKOMY Jieny. OpraHn3alMoOHHO-pacopsAIuTeNbHAs JOKYMEHTAIHUS.
TpeboBanus k 0HOPMICHUIO TOKYMEHTOBY;

o CII 2.4.3648-20 «CanutapHO-31UIEMHOJIOTHYECKHE TPEOOBAHUS K OpraHU3alusIM BOCIIUTAHUS
1 00y4eHHUs, OT/AbIXA U O3JJOPOBJICHUSI IETEH U MOJIOJICHKH;

e TIOCTaHOBJICHUSMH, PACTIOPSKEHUSIMU, TPUKA3aMU U UHBIMU PYKOBOSIIMMHA U HOPMATUBHBIMU
JOKYMEHTaMH, OTHOCSIITUMUCS K BEJICHUIO JICIIONPOU3BO/ICTBA;

e JIOKaJbHBIMH HOPMATHUBHBIMU aKTaMHM JIE€TCKOIO cajla, NpHKa3aMd U PacHopsKEHUSIMU
3aBEAYIOLIETO AOUIKOJIbHBIM 00pa30BaATEIbHBIM YUPEKIACHUEM.

o mnpaBuiamu opporpaduu U NyHKTYaLUU;

e IIpaBWJIaMH pabOTH! Ha MEPCOHAIBHOM KOMIIBIOTEPE, IPUHTEPE, KCEPOKCE U MHOIM OPITEXHUKE;

e IIpPaBWJIAMHU U HOPMaMU OXpaHbl TPy, HOKAPHOHN 0€30MacCHOCTH;

e UHCTPYKUMEN NO OXpaHe Tpyaa ansg genonpowussoautena JOY (aetckoro caga);

e  aJMUHUCTPATUBHBIM, TPYJOBBIM U X031 CTBEHHBIM 3aKOHOJATEIBCTBOM;

o [IlpaBunamu BHyTPEHHErO TPYIOBOIO pacHopsAaKa JETCKOro canua;

1.8. Jlenonpon3BoaUTENb IOJKEH 3HATh:

e HOPMATHBHBIE IIPABOBBIE aKThl M HOPMAaTHUBHO-METOAMYECKHE JTOKYMEHTBI, ITOJIOKECHMUS,
VUHCTPYKLIMH, MHBIE MaTepUajbl U JOKYMEHTHI 110 BEACHUIO JEJIONPOU3BOJCTBA B JIOIIKOJIBHOM
00pa30BaTEIbHOM YUpEXKICHUH;

e JICJIONIPOU3BOJICTBO U €TO BEICHMUE;

e COBpEMEHHbIE HHPOPMALMOHHBIE TEXHOJIOIHH pabOThI C TOKYMEHTaMHU;

e TOPATOK pabOTHI C TOKYMEHTaMH;

e CXEMbI JOKYMEHT0000POTa;

e IpaBuJa pabOTHI C BXOAIIUMU, UCXO/SIIUMU U BHYTPEHHUMU JTOKYMEHTaMU;

e IIpaBHJIA OPTaHU3ALUHU U (POPMBI KOHTPOJISI UCIIOTHEHHSI TOKYMEHTOB B OpraHU3aluu;

e THIIOBBIE CPOKU MCIIOJHEHUSI JOKYMEHTOB;

e IPHUHLHUIBI paOOTHI CO CPOKOBON KapTOTEKOI;

e HAa3HAYEHHUE U TEXHOJIOTMIO TEKYILETO U MPEAYIPEIUTENBHOIO KOHTPOJIS;

e IMIpaBWJA COCTABJICHUS AHAIUTHUYECKUX CIIPABOK 10 OPraHU3alu pabOThl C JTOKYMEHTaMH H
KOHTPOJIO UCIIOJTHEHUS JOKYMEHTOB;

e IMpaBWJIA JOKYMEHTAIIMOHHOTO OOecredeHus AesITeIbHOCTH OLIKOJBbHON 00pa3oBaTeabHOM
OpraHM3aluy;

e BHJIbI IOKYMEHTOB M UX Ha3HAYECHMUE;

e TpeOOBaHUA, NPEIbABISAEMbIE K JOKYMEHTaM B COOTBETCTBUM C HOPMATHBHBIMH aKTaMH M
roCy/apCTBEHHBIMH CTaHIAPTAMU;

e TIpaBWJIA COCTaBJICHUS U OGOPMICHUS HHPOPMAIMOHHO-CIPABOYHBIX, OPTraHU3AIMOHHBIX,
YIPABJIEHYECKUX JTOKYMEHTOB;
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IpaBWja CO3JaHUS W BeACHUA 0a3 JaHHBIX CIY)KEOHBIX JOKYMEHTOB B JOLIKOJIBHOM
00pa30BaTEIbHOM YUPEXKICHUN;
CUCTEMBI AEKTPOHHOT'O IOKyMEHTO000POTA;
MpaBUJIa U CPOKHU OTIPABKU UCXOJAIINX JOKYMEHTOB;
TpeOOBaHUsl OXpaHbl TPy/Ja U MOXKApHOH OE30MaCHOCTH Ha paboueM MecCTe;
METOIMYECKUE PEKOMEHIALIUHU IO BBIMOJIHEHHUIO pa0OThI C IOKYMEHTAMHU B IETCKOM Cay;
MOPAJIOK KOHTPOJISI POXOKIEHUS CITY)KEOHON TOKYMEHTALUU U MaTEepPHAaJIOB;
ctpykrypy HAOV u cocraB COTpyJHUKOB;
BUJIbI HOMEHKJIATyp, oOuiue TpeOoBaHMS K HOMEHKJIAType, METOJMKAa €€ COCTABJICHHSA U
odopmiieHus;
nopsiiok  opmupoBanus u odopmieHuss nen, crnenuduka (HOpMUPOBAHUS OTIEIHHBIX
KaTeropuu el
MpaBujia COrJIaCOBAHMSI HOMEHKJIATYPHI JIe]l C BEIOMCTBEHHBIMM apXMBaMHU M HKCIEPTHON
KOMMCCHEH;
MpaBuiIa XpaHEHUsI JIeJ1, B TOM YHCIIE C IOKyMEHTaMH OIPaHMYEHHOTO JI0CTYIIa;
MpaBujia BbIJAYM U UCIIOJIb30BAHUS TIOKYMEHTOB U3 COPMUPOBAHHBIX JIET;
KpUTEPHUH pa3fiesieHusl JOKYMEHTOB Ha IPYNIbl B COOTBETCTBUU C LIEHHOCTHIO MH(pOpMAIIUH,
COZEPIKAILIECHCS B HUX;
MOPSAJIOK MCTIOIb30BAHUS TUIOBBIX MM BEIOMCTBEHHBIX MEPEYHEN JOKYMEHTOB, ONpeiesieHus
CPOKOB XpaHEHHUS B MPOIIECCE IKCIEPTU3bI LICHHOCTH JTOKYMEHTOB;
MOPAJIOK CO3JAaHUSI, OPraHU3alUU U JJOKYMEHTUPOBAaHUS pabOThl SKCIIEPTHON KOMHUCCHH;
IpaBUJIa COCTABJICHUS U YTBEPXKIECHUS IPOTOKOJIA Pa0OThI KCIIEPTHON KOMUCCHH;
IpaBUja COCTABJIEHMS M YTBEP)KICHHUS aKTa O BBIJCJICHUM JOKYMEHTOB, HE IOJUIEKAIIUX
XpaHEHHUIO;
IpaBuUja TEXHUYECKOH OOpabOTKM U MOJIHOro O(OpPMIIEHHUS /11 MOCTOSTHHOIO U BPEMEHHOIO
CPOKOB XpaHEHHUS;
IpaBUjIa COCTABJICHUS OIIMCH JIeJI IIOCTOSHHOTO ¥ BPEMEHHOI'0 CPOKOB XPaHEHUS B COOTBETCTBUU
C JIeHCTBYIOIIMMHU HOPMATUBHO-METOANYECKUMHU JJOKYMEHTAMU;
IpaBuja Mepeadyu el B apXUB JIOIIKOIBHOIO 00pa30BaTEIbHOTO YUPEKICHUS;
IpaBujIa MCIOJIb30BaHUs TenedoHa, (hakca, IEpCOHATBHOIO KOMIIbIOTEpPa, KCEPOKCa, PUHTEpPa,
CKaHepa U JIpyroll OprTeXHUKH;
npaBuia padoThl ¢ TEKCTOBBIMU PEIAKTOpPaMU M JIEKTPOHHBIMU TaOnuLaMu, 0a30i JaHHBIX,
3JIEKTPOHHOM MOYTOM, HHTEPHET Opay3epamu;
TEXHOJIOTHIO CO3/1aHusl, 00pabOTKU, Nepejauu U XpaHEHUs Pa3IUYHbIX JOKYMEHTOB;
IpaBUJIa JEJI0BOM MEPENUCKH, COCTaBICHUs U HA0opa JAEIOBBIX TUCEM C IPUMEHEHHEM THITOBBIX
00pasIos;
TpeOOBaHMsI 110 COXPAHHOCTH CITy>K€OHOM MH(OPMAINK U 3aLUTE TEPCOHATBHBIX JaHHBIX;
OCHOBBI 3THKH U 3CTETHKH;
MpaBuUIIa JIEJIOBOTO OOIIEHUSI.

1.9. Jlenonpou3BOaUTEb JOIKEH YMETh:
pabotatb €O BCEl COBOKYNMHOCTbIO HMH(OPMALMOHHO-IOKYMEHTAlMOHHBIX PECYpCOB
JIOIIKOJILHOTO 00pa30BaTeIbHOIO YUPEKICHNS,
10JIb30BaThCS CIIPABOYHO-IIPABOBBIMHM CUCTEMAMU;
npumensaTs B JIOY coBpemeHHble HWH(GOPMAIMOHHO-KOMMYHUKALMOHHBIE TEXHOJIOTUU IS
paboTHI C TOKYMEHTaMH, B TOM YHCJIE JJIs €€ ONTUMHU3ALUHU U MOBBIEHUS 3 PEeKTHBHOCTH;
MOJIb30BAThCSl  aBTOMATHU3UPOBAHHBIMU CHCTEMaMHU y4yeTa, pEerucTpanud, KOHTPOIS U
MH(POPMAIIMOHHO-CIIPABOYHBIMH CHUCTEMAaMH MPH paboTe ¢ JOKYMEHTAMU;




OpPraHM30BBIBaTh PabOTy MO YYETYy, XPAaHEHHUIO M MepeJadye 3aMECTUTENSIM 3aBEYIOILEro

JETCKUM CaJIoOM JOKYMEHTOB TEKYILETO AEJIONPOU3BOACTBA;

WCII0JIb30BaTh HOMEHKJIATYPY JEJ IPU U3YyUEHUU CTPYKTYPHI JOLIKOJIBHOTO 00pa30BaTEeIbHOTO

YUPEXKACHUS, COCTABICHUH OMUCEN JIETT;

OpraHW30BBIBaThH paboOTy 1O (HOPMUPOBAHUIO JIeT B COOTBETCTBUU C YTBEPKICHHOU

HoMeHkJatypoit gen JJOVY;

MPaBWJIBHO U CBOEBPEMEHHO (JOPMUPOBATH TOKYMEHTHI B JIeJIa C YYETOM UX CHEeIU(UKY;

CHUCTEMATHU3UPOBATH JOKYMEHTBI BHYTPH J€a;

o0OecrieyrBaTh COXPAHHOCTb M 3allUTy JOKYMEHTOB JIOIIKOJBHOTO 00pa3oBaTeIbHOrO

YUPEXKICHUS,

MOJIb30BAThCSl MEPEUHAMH JIOKYMEHTOB U aHAIU3UPOBaTh (AKTHUECKOE COJCpKaHUE

HMMEIOIINUXCS B JIETIe TOKYMEHTOB MPHU ONMPEICIECHUN CPOKOB UX XPAHCHUS,

0OpMIIATH TOKYMEHTBHI IKCTIEPTHOW KOMHCCHU;

opopMIIATh OOJIOKKH JENl MOCTOSHHOTO M BPEMEHHOTO CPOKOB XPaHEHHS B COOTBETCTBHH C

TpeOOBaHUSIMU TOCYIAPCTBEHHBIX CTaHAapTOB Poccuiickoit denepanni;

MPOU3BOJAUTH XPOHOJIOTUYECKU-CTPYKTYPHYIO CUCTEMATHU3ALIMIO JIETT;

OCYHIECTBIISITh TEXHUYECKYI0 00pabOTKy W TMonHOe OdopMJIeHHE Jel MOCTOSHHOIO U

BPEMEHHOI'0 CPOKOB XPAHCHMUS;

COCTaBJISITh OMHUCH JEJN IMOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpPAaHEHUS B COOTBETCTBUM C

JNEUCTBYIOIIMMH HOPMATUBHO-METOAMYECKUMHU JTOKYMEHTaAMH.
1.10. Aenonpoussoautens B IOV nomkeH cTporo coooaaTh CBOO JOHKHOCTHYO HHCTPYKIIUIO,
paspaboTtannyio Ha ocHoBe [Ipodcrangapra, Konsenuuto OOH o npaBax pebGeHka, HHCTPYKIHIO
10 OXpaHe TpyJa UIsl JAEeIONPOU3BOAUTENS AETCKOTO Caja U MHCTPYKLUHUHU [0 OXpaHe Tpynaa Mpu
AKCIUTyaTally KOMIBIOTEPHON U OPITEXHUKH, COOII0IaTh YCTAaHOBJICHHBIE ITPaBUIIa U TpeOOBaHUS
OXpaHbl TpyJa W MOKapHOW O€30MacCHOCTH, MpaBWa JUYHON THTMEHbl M TUTHEHBl TpyJda B
JOILLIKOJIBHOM o0pa3oBaTeIbLHOM YUPEKIACHUU.
1.11. Hdenonpou3BoauTeNb JOJIKEH MPOUTH 0OydeHHEe W MMETh HABBIKM B OKa3aHWU MEpBOU
NOMOILIM MOCTPAJABIINM, 3HATh MOPSAJOK JAEHCTBHI NpPU BO3HMKHOBEHMM IOKapa WM WHOMN
Ype3BBIYANHON CUTYAIIMHU U DBaKyalllH B IOIIKOJILHOM 00pa30BaTeIbHOM YUPEKICHUH.

2. TpynoBbie pyHKIMH

K OCHOBHLIM mpyooevim DyHKyuAM oenonpouszeooumeins OMHOCAMCSL:
2.1. JlokyMeHTaIlMOHHOe  o0ecneYeHne  JIeITeIbHOCTH  JIOMIKOJBHOTO  00pa3oBaTeabHOTO
YUPEKJICHUS:

2.1.1. Opranuzanus paboThI c JTOKYMEHTaMH.
2.1.2. Opranuzauus TEKYLIEro XpaHEHHUs JIOKYMEHTOB.

2.1.3. Opranuzaiys 00paOOTKH JIe s MTOCISAYIOIIET0 XpaHCHHS.
3. J1oy12KHOCTHBIE 00sI3aHHOCTH AeonpousBoaureas JJ0Y

Jlenonpouszeooumeins 8 oy 8bINOJIHACTN creoyroujue obs3anHOCMU:
3.1. B pamkax Tpy0BO#l HYHKIIMKA OpraHU3aIiy padoOThl ¢ JOKYMEHTAMU:
MpHeM | nepBuYHasi 00paboTKa BXOIANIUX IOKYyMEHTOB;
MpeABAPUTEIHLHOE PACCMOTPEHNE U COPTUPOBKA JOKYMEHTOB Ha PETUCTPUPYEMbIE JOKYMEHTBI
1 HE PETUCTPHPYEMBIC;
MOJTOTOBKA BXOJSAIINX JIOKYMEHTOB JUII PAacCMOTPEHUS 3aBEIYIOIIMM JIONIKOJIBHBIM
00pa30BaTEIbHBIM YUPEIKICHUEM;
perucTpanusi BXOIAIIUX JOKYMEHTOB;
OpraHu3aIys JOCTABKH JTIOKyMEHTOB HCIIOTHUTEIISIM;
BeJleHue 0a3bl JAHHBIX JJOKYMEHTOB JONIKOJIBHOTO 00pa30BaTEIHbHOIO YUPEIKICHUS;




e BeJIeHHE MH(OPMALIMOHHO-CIIPABOYHON PabOTHI;

e KOHTPOJUPYET  HWCIOJHEHHE  JIOKYMEHTOB,  BBIJAaeT  TpeOyemble  CIpaBKH  TI0
3apETHCTPUPOBAHHBIM JIOKYMEHTAM;

e BMmecTe ¢ aavuuucTpanuedn JIOY TroTOBHT OTYETHBIE JAOKYMEHTBHI JUIS BBIIIECTOSIIIHX
OpraHm3aIi, CIIy>keOHbIC MMChMa U CITPABKH;

e OCYIIECTBIISIET 0Opa0OTKY M OTHPABKY MCXOJIINX JOKYMEHTOB aapecaraM, Y4eT MoydacMon
Y OTTIPABIIIEMOI KOPPECTIOH ICHITUH;

e OCYIIECTBIISIET PETUCTPAIIHIO, YUCT, XPAHCHHUE U TIepe/iady B COOTBETCTBYIOIINE CTPYKTYPHBIC
MO/Ipa3/ICICHHsI TOKYMEHTOB TEKYIIETO JCIONPOU3BO/ICTBA;

e KOHTPOJMPYET UCIOJHEHNE JOKYMEHTOB B JIONTKOJIBHOM 00pa30BaTEIbHOM YUPEKICHUN;

e (QopmupyeT IUYHBIC Jela BOCIHUTAHHUKOB, ITOCEIIAOIIMX JIOMIKOJBLHOE O00pa30oBaTEIbHOE
YUpEKICHUC;

e odopMIISeT TPYJOBBIC JOTOBOPA M JIMYHBIC JeJa, YCTPAUBAIOIINXCS HA pa00Ty COTPY/THUKOB;

e BCJICT KHHUTY JIBIDKCHHUS BOCITUTAHHUKOB;

e OCYIIECTBIISCT YUET BOCIIUTAHHUKOB JILTOTHBIX KaTETOPUI;

e TOTOBHT MPOCKTHI MPUKA30B IO JIBHYKCHUIO KOHTUHTCHTA JICTEH;

e BCJICT KHHWTY MTPHKA30B;

e IICUYATACT IMPHUKA3bl MO0 OCHOBHOHM JIEATEIHHOCTH W HHBIC NMPHUKA3bl, 3HAKOMHUT COTPYIHHKOB
JIOITKOJIBHOT'O 00pa30BaTEILHOTO YUPESIKACHHUS C IPUKa3aMU T10]T TIOJIIUCH B JICHb UX U3JIaHU.

3.2. B paMKax TpyJIOBOW ()YHKITMH OPTaHU3AIMH TEKYIIEr0 XPAHCHUS JIOKYMECHTOB:

e pa3paboTKa HOMCHKJIATYPHI JICN B IETCKOM Caay;

e TMpOBEpPKa MPaBUIBHOCTU O(OPMIICHUSI TOKYMEHTOB M OTMETKH 00 MX HCIIOJIHEHUU IMEepesa MX
(dbopMUpoBaHUEM B AEJIO ISl TOCTIEAYIOLIErO XPaHEHUS;

e (opmynupoBaHHE 3ar0JIOBKOB JIe U ONpPEIETICHHE CPOKOB UX XPAHEHHUS,

e (opmupoBanue nen;

e KOHTPOJIb MPABUIBHOTO U CBOEBPEMEHHOT'O pacpe/IeIeHHsI U MOAINBKY JOKYMEHTOB B Jielia.

3.3. B paMkax Tpy/10Boi QYHKIIMHM OpraHu3aluy 00pabOTKH JIed s HOCASAYIOIIEero XPaHSHHUS:

e o0OpabarbiBaeT U odopmiseT nepeAady JMYHBIX el COTPYJHHUKOB B apXUB JOLIKOJIBHOIO
00pa30BaTEIbHOTO YUPEXKICHUS;

e TMpPOBEpPKAa CPOKOB XpaHEHHUs JOKYMEHTOB, COCTaBJICHHE IPOTOKOJIa pabOThl HSKCIEPTHOU
KOMHUCCHH IO TOJTOTOBKE JOKYMEHTOB K XPAaHEHHIO, aKTa O BBIJCICHUU K YHUYTOKCHUIO
JIOKYMEHTOB, HE TOJIeKAIINX XPAHECHHUIO;

e cocTaBjeHHe BHyTpeHHeH onucu aen B IOV mist 0co60 1IeHHBIX T0KyMEHTOB;

e odopmIieHHUE e IOCTOSHHOTO, I0JITOBPEMEHHOTO CPOKOB XPAHEHHUS,

e odopmiieHuE O0IO0KKHU JIEJ MOCTOSTHHOTO, JOJITOBPEMEHHOTO CPOKOB XpaHEHUS;

e COCTaBJICHHE OIUCH JeJl TOCTOSIHHOTO, JI0JITOBPEMEHHOTO CPOKOB XPAHEHUS,

e Iiepeiaua el B apXUB JIOMIKOJIBLHOTO 00pa30BaTEIbHOTO YUPEKICHUS.

3.4. OpraHu3oBBIBacT BHEIPEHHE, BeICHUE (B TOM YHUCJIE aBTOMATU3WPOBAHHOE) M pa3BUTHE
CUCTEM JOKYMEHTAIIUH, BKJIFOUAs ANEKTPOHHBIC JOKYMEHTBHI.
3.5. OcymiecTBiser ydYeT dYacoB pabOThl PAOOTHHKOB JIOIIKOJIBHOTO 00pa30BaTEILHOTO
yUpEXKJIEHUs, B YCTAHOBJICHHBIE CPOKH 3aIIOJIHACT U C/IaeT B OyXranteputo Tabens yuera pabodero
BpemeHnu pabotHukoB J[OY. Crnemur 3a coOnrofeHHEM COTPYIHUKAMH TpapuKoB padOTHI,
coobmiaer paboTHUKaM 00 W3MEHEHHsIX B Tpaduke paboThl 3a0IarOBPEeMEHHO, IO POCIHCH.
3.6. CoriacHO pactopsiKEHHSIM 3aBeIyIOIIETO MeyaTaeT 1 0popMissieT TpeOyeMyto JOKyMEHTAIUIO
JUIS  OpraHu3alud  00pa30BaTENbHON JESATENIbHOCTH B JONMIKOJIHLHOM  00pa30BaTEIbHOM
YUpEeKICHUH, BBITIOJTHEHUS T'OJIOBOTO TUIaHa.
3.7. BemonasieT paboTy MO CO3MaHUIO0 CIPABOYHOTO arapaTa 1o JOKyMEHTaM, o0ecrieurnBaeT
YAOOHBIN u OBICTPBIN Ux IIOUCK.




3.8. 3aHuMaeTrcs MOATrOTOBKOM 0OmMX coOpaHuil paOOTHHKOB JIETCKOTO cajaa, cOopoM
HEOOXOJMMBIX MAaTEpPHajioB, OIOBEIICHHEM YYaCTHUKOB O BPEMEHH, MECTE, MOBECTKE JIHS

COBEILAHUS u ux perucrpanuen.
3.9. SBnserca cexkperapeM aAMUHHUCTPATUBHOIO COBEIIAHUS MPH 3aBEAYIOLIEM JOLIKOJbHBIM
o0Opa3oBaTeIbHBIM YUPEXKICHUEM.

3.10. B rpaHMmax cBO€W KOMIETEHIMH Yy4YaCTBYET B COCTaBJIICHMM IPOrpPaMMbl Pa3BUTHS
JEJIONPOU3BOJCTBA JOIIKOJIBHOIO 00pa30BaTEIbHOIO YUYPEXKIEHUS, BHOCUT IPENTIOKECHUS IO
BOIIPOCAM  YCOBEPIICHCTBOBAHMS  JIEJIONPOM3BOJACTBA  JOLIKOJIBHOIO  00pa3oBaTEIbHOIO

YUPEKICHUS.
3.11. OGecrnieunBaeT 3alUTy MPaB U CBOOOI IeTeH, poauTeseil (3aKOHHBIX MPECTABUTEIICH) TP
o0paboTke MEePCOHATBHBIX JTAHHBIX (manee — I10).

3.12. Ctporo cobnroaaeT KOHPUAECHIIMATLHOCTh IEPCOHATBHBIX TAHHBIX U TPEOOBAHMUSI 10 3aIUTE
n OesomacHoctu I/l mpu mx oOpaboTke, HENOMyLIEHUWE UX pacHpocTpaHeHusi Oe3 coriacus

cyObeKTa I1/1 J5R105 HaJINYUs IPYyroro 3aKOHHOI'0 OCHOBAHUS.
3.13. CobmroaeT 3aKOHHOCTH LieJel U crtoco00B 00pabOTKU MEPCOHANIBHBIX JAHHBIX COTPYIHUKOB
u BOCITUTAaHHUKOB JOUIKOJIBHOTO 00pa3oBaTEILHOTO YUPEKACHHUS.

3.14. Ilpm WuCHOAB30BAHUU BJIEKTPOHHOTO OOOpPYIOBaHUS, B TOM UHCJIE KIaBUATYphl U
KOMITBIOTEPHOM MBIIIN €XEAHEBHO JAE3MHPUUUPYET UX B COOTBETCTBUU C PEKOMEHAALUSIMHU
POU3BOANUTENST MO0 C HCIOJB30BAaHUEM PACTBOPOB WIM Cal()eTOK Ha CHUPTOBOM OCHOBE,

coJiepKaInx He MeEHee 70% criupTa.
3.15. CamocCTOsTeNbHO ITUTAHUPYET CBOIO JCSITEIBHOCTH IO COTVIACOBAHHUIO C 3aBEIYyHOIIUM
JOIIKOJIbHBIM o0pa3zoBaTeIbHbIM YUPEIKICHUCM.

3.16. Ctporo cobmatomaeT MOJOKEHHUS JOJKHOCTHOW WHCTPYKIUHU AenonpousBogutens OV,
pa3paboTaHHOW Ha OCHOBE MTpodCcTaHaaAPTA, TPYAOBYIO TUCHUIUIUHY U YCTAHOBJICHHBIN B IETCKOM
caqly PeKHM JHs, CAHUTAPHO-TUTUEHUYECKHE HOPMBI Ha pabodyeM MecTe, MpaBuiia U TpeOOBaHUS
OXpaHbI Tpya u MO’KapHOM 0€e30IMacCHOCTH.
3.17. Cobmromaer KyJabTypy M JTHKY OOIICHHS C COTPYJHUKAaMH W KojuleraMud Mo pabore,
ATUYECKUE HOPMBI TOBEJICHUS B JIOIIKOJIHHOM O0pa30BaTEIbHOM YUPEKIACHHH, B OBITY U
00IIIeCTBEHHBIX MeCTax.
3.18. CBoeBpeMEHHO MPOXOIUT MEPUOTUICCKHIE METUIIMHCKAE OCMOTPHI.

4. IlpaBa

Jes1onpon3BoIUTENb uMeeT MOJIHOE paBo:
4.1. Ha pabGouee MecTo, KOTOPOE COOTBETCTBYET TpeOOBaHUSM M HOPMAaM OXpaHbl TpyAa H
MOKapHOM 0€301acHOCTH.
4.2. Tlocne mepenayu TOKYMEHTOB TpeOOBaTh OT HCIIOJIHUTEIEH I'PaMOTHOTO W TMPABHIBHOTO
odopmiIeHHS TpebyeMBbIX JIOKYMEHTAJIbHBIX MaTepHaoB, OTYETOB, OTBETOB.
4.3. BampammBath y aamunuctpaimuu J[OY, mnomydaT W TpPUMEHATH HH(OpPMAIMOHHBIE
MaTepHalibl, HOPMATHUBHBIE U TMPABOBBIE JOKYMEHTBI, HEOOXOIUMBIE NJIsi BBITIOJHEHUS CBOUX

JIOJIKHOCTHBIX 00s13aHHOCTEMN.
4.4. Ha MopaiibHOEC U MaTEPHAIbLHOE TOOIIPEHUE, a TAK)KE Ha 3alUTy COOCTBEHHBIX HHTEPECOB M
HHTEPECOB COTPY/IHUKOB JIOLIKOJIBHOTO 00pa30BaTEeIILHOTO YUPEKICHUS.

4.5. 3ampamivBaTh Yy 3aBEAYIOLIETO JETCKUM CaJiOM Pa3bsICHEHUS W YTOYHEHHS MO JaHHBIM
MMOPYYEHHUSIM, BBITAHHBIM 3aJaHUSM, TIOJIy9aTh OT IPYTUX paOOTHUKOB HH(POPMAIIHIO, TOKYMEHTHI,
HEOOXOIUMBIE ISt HCIIOJTHEHHUS MOPYYEHUH.
4.6. 3HAKOMHUTHCS C TIPOEKTaMU PEIICHUN 3aBEAYIONIETO JONIKOJIBHBIM 00pa30BaTeIbHBIM
YUpEeKICHUEM, KACAIOIINXCS BBIMOJIHIEMONW UM (YHKITUH, C JOKYMEHTAMH, OTPEICIISIONINMH €T
mpaBa U 00S3aHHOCTHU IO 3aHUMAEMOU JOKHOCTH, KPUTEPUSIMH OIEHKH KAa4eCTBa MCTIOTHCHHUSI



CBOMX JOJKHOCTHBIX o0s13aHHOCTEH u TPYJIOBBIX byHKIMA.
4.7. Ha o3HaKOMJICHHE C UMEIOIMMHUCS MaTepuagaMu JIMYHOTO JieNia, OT3bIBAMH O CBOEH paboTe,
KaJo0aMM M HHBIMH JIOKYMEHTaMH, OTPaXalOIIUMHU OLEHKY Tpyda JeJIONpPOU3BOAUTENS,
MIPEIOCTABIATh 1o HUM MOSICHEHHS.
4.8. BHOCUTH KOHKpPETHBIE IPEIOKEHUS aIMUHUCTPALIUU 1O YIYUIICHUIO OpraHu3aluu Tpyaa 1
YCIOBUA  paboOThl  AENOMPOU3BOJUTENS  JIOMIKOJBHOTO  00pa30BaTEIbHOTO  YUPEKICHUS.
4.9. VYuyactBoBarh B pabOTE OPraHOB CaMOYIPABICHHUS JOIIKOJBbHBIM 00pa30BaTEIbHBIM
YUpEKIECHUEM, B paboTe 0011ero coopanusi pabOTHUKOB, B 00CYKICHUU BOMPOCOB, KACAIOIIUXCS
HUCIOJIHIEMBIX JET0MPOU3BOIUTEIEM J10Y JOKHOCTHBIX 00s3aHHOCTEH.
4.10. Ha 3amuty npodecCHOHaIbHON YECTH M JOCTOMHCTBA, HEPA3IJIAlICeHUE TUCIUIUTMHAPHOTO
(cimyxeOHOT0) pacciaeoBaHus, UCKIII0Uas Ciiy4yau, IpeayCMOTpPeHHbIe 3aKkoHOM. Ha 3amuty cBonx
npodeccuoHanbHBIX HHTEPECOB CAMOCTOSTENILHO U (MM Yepe3 3aKOHHOTO MPEJICTaBUTENS, B TOM
quclie aJIBOKaTa), B Cily4yae AMCLUUILIMHAPHOIO WM CIYKeOHOTO paccieloBaHUs, CBSI3aHHOTO C
HecoOII0IeHUEM HOpM npodeccruoHanbHOU ITUKH.
4.11. [enompou3BomuTenbp HMEET BCE IIpaBa, MPEIyCMOTPEHHbIE TpyaOBBIM KOAEKCOM
Poccuiickoit @enepanuu, Ycrasom 10V, KomnexkruBHbiM 1oroBopom, IIpaBunaMu BHyTpeHHETO
TPYJIOBOTO pacHopsika M APYTMMH JIOKaJbHBIMH aKTaMH JIOIIKOJBHOTO 00pa3oBaTeIbHOTO
YUpEXKICHUS, a TaKkKe paBo Ha COLIMAJIbHBIE rapaHTuu.
4.12. TloBbIlath CBOIO MPOQECCHOHATBHYIO KBATU(PUKALIUIO.

5. OTBeTCTBEHHOCTH

5.1. denonpousBoautens JIOY HeceT OTBETCTBEHHOCTh:

e 3a pasMiallileHue TMEepPCOHAIbHBIX JaHHBIX BOCIUTAHHUKOB W HMX pOAMUTENEH (3aKOHHBIX
IpeJICTaBUTENCH ), COTPYAHUKOB JIOIIKOJIBLHOTO 00Pa30BaTEIbHOTO YUPEXKICHUS;

e 3a pasrJialleHue CIyeOHON U KOHPUACHIIMATbHON NHPOpMaLIUK;

e 3a TPaMOTHOCTH COCTaBJIEHHBIX JOKYMEHTOB, O(QOpPMIICHHE COIJIACHO HOPM M TpeOOBaHMIA,
CBOEBPEMEHHOCTD MPEJI0CTaBICHUS (OTIPABKHU aipecarty);

e HE Mepeaavy WM HECBOEBPEMEHHYIO mepefady MHPOpMAaIUU WIH JTOKYyMEHTOB MCIIOTHHUTEIIO
110 IOPYYEHHIO aIMUHUCTPALIUN;

e 3a COXPaHHOCTH JOKYMEHTOB, HaXOJSIIIMXCS B KaOWHETE NEJIONPOU3BOAUTENS, JTUYHBIX e
COTPYIHUKOB UM BOCIIUTAHHUKOB JIOIIKOJILHOTO 00pa30BaTENbHOIO YUPEKICHUS,

e 3a HEOKa3aHHE MepBOM JOBpaueOHON MOMOIIMU MOCTPAJaBIIEMy, HE CBOEBPEMEHHOE U3BEIICHHUE
WM CKPBITHE OT aJIMUHUCTPAIMH JOUIKOJIBHOTO 00pa30BaTENIbHOIO YUPEXKIEHUSI HECUACTHOTO
ciyvas;

e 32 HapylICHHE MOpsSAKa ACHCTBUM B cllyda€ BO3HUKHOBEHUS YPE3BBIYAHHON CHUTyallMud H
ABaKyalliu B JOIIKOJILHOM 00pa30BaTEIbHOM YUPEKICHUU.

5.2. 3a HEBBINIOJHEHUE UM HapyIlIeHUE 0€3 YBOKUTEIbHBIX MPUYNH JOJHKHOCTHON MHCTPYKIIUH,
VYcrapa u [IpaBua BHyTpeHHEr0 TPYyAOBOTO PaCOPSAKa, 3aKOHHBIX PACIIOPSHKEHUHN 3aBEYIOLIEr0
JIOY ¥ MHBIX JOKaJIbHO-HOPMATHUBHBIX aKTOB, a TAKXK€ 3a MPUHITUE PEIICHHI, MOBJIEKIINX
HapylieHHe 00pa30BaTeNbHON AEATeTbHOCTH, JCIONMPOU3BOJUTENb HECET AUCIHMILTMHAPHYIO
OTBETCTBEHHOCTh B TMOPSJKE, YCTAaHOBJIEHHOM TpynoBbIM 3akoHOAATENbCTBOM Poccuiickoit
Oenepanuu. 3a rpyboe HapylIeHHE TPYIOBBIX OOS3aHHOCTEH B KauecTBE MUCITUTUIMHAPHOTO
HaKa3aHus MOKET OBITH MIPUMEHEHO YBOJIbHEHHE.
5.3. 3a npuMeHeHHe, B TOM YUCIIe OJHOKPATHOE, METO/I0OB BOCITUTAHMSI, CB3aHHBIX C (PU3NIECKIM
U (WIM) TICUXWYECKUM HACWIMEM HaJ JIMYHOCThIO peOeHKa, a TakKe COBEPIICHHE HWHOTO
aMOpabHOTO TOCTyNKa aenonpousBoautensb JJOY MoxkeT ObITh OCBOOOXKIECH OT 3aHUMaeMOU
JTOJKHOCTH B cootBeTcTBUU ¢ TpynoBeiM Konmekcom Poccuiickoir denepanuu. YBOJbHEHUE 32
JTAaHHBIN MOCTYTIOK HE SIBJISICTCS Mepou JUCLUIUTMHAPHOU OTBETCTBCHHOCTH.




5.4. 3a yMBIIUIEHHOE NPUYUHEHHUE JIOLIKOJBHOMY OO0pa30BATEIBbHOMY VYUPEXKACHUIO WIN
y4JacTHUKAM 00pa3oBaTeNIbHBIX OTHOIICHUH yiiepOa B CBA3U C UCIOJHEHUEM (HEHCIIOJHEHHUEM )
CBOMX JOJDKHOCTHBIX OOSI3aHHOCTEH JEJONPOU3BOIAUTEND JETCKOrO €ajla HECET MaTepHalIbHYIO
OTBETCTBEHHOCTh B NOPSAJKE M TNPEIENax, YCTAHOBJIECHHBIX TPYAOBBIM M (WJIM) Tpa)KIaHCKUM
3aKOHOJIaTEIIbCTBOM Poccniickoit denepanumu.
5.5. 3a HeBbINONHEHHE TpPeOOBAaHUI OXpaHbl TPyJa, HECOOTIOJAEHHUS MpaBWi MOKAPHOU
0€30MacCHOCTH, CAHUTAPHO-TUTMEHUYECKUX TNPABMJII M HOPM JEJIONPOU3BOJIUTENDb HECET
OTBETCTBEHHOCTb B TMpeJesiax ONPEJCIICHHbIX aJMHUHUCTPATUBHBIM  3aKOHOJATEIbCTBOM
Poccniickon denepanuu.
5.6. 3a mpaBOHApYIIEHUs, COBEPIIICHHBIE B MPOIIECCE OCYIIECTBICHUS CBOEH MpodeccuoHamIbHON
JeSITEIbHOCTU  ICTIONPOU3BOJUTENIb HECET OTBETCTBEHHOCTh B IIpenesax, OMNpPeeIeHHbIX
aJJMUHUCTPATUBHBIM, YTOJOBHBIM U T'PAKJAHCKUM 3aKOHO1aTeIbCcTBOM Poccuiickont @eneparuu.

6. BzaumoorHomenusi. CBA34 10 J0JKHOCTH

JlenonpounsBoanTenb JIOV:
6.1. JlenonpousBoautens padoTaeT B peXMME HOPMHPOBAHHOTO pabouero JHS MO Ipaduky,
cocTaBJIeHHOMY ucxofis u3 40-dacoBoil pabodeld HeEJENW W YTBEPKACHHOMY 3aBEIyFOIINM
JIOITKOJTbHBIM o0pa3oBaTeIbHBIM YUPEKICHUCM.
6.2. [TocTossHHO OOMEHHMBaETCS MH(POPMAITUCH IO BOIIPOCAM, OTHOCSIIUMCS K €r0 KOMIICTCHIIHH,
C aJMHUHHUCTpAIMeii, OyXrajrepueil, NeIarornieCKuMu paOOTHHUKAMU U OOCITY)KUBAIOIINM
MEPCOHAJIOM JIETCKOTO Cajia, ¢ POJUTCISIMA BOCHUTAHHUKOB (JIMIIAMH WX 3aMCHSIOIIUMHU).
6.3. IlomyyaeT OT 3aBeAyIOUIETO JIOIMIKOJIBHBIM 00pa30oBaTEIbHBIM YUPEKIECHUEM HH(POPMAIUIO
HOPMATHUBHO-TIPABOBOIO0 M OPraHU3allMOHHOTO XapakTepa, 3HAKOMUTCS TOJ| PpACIUCKy C
HEOOXOIMMBIMU JTIOKYMEHTaMHU.
6.4. CaMoCTOSITENTEHO IUTAHUPYET CBOIO paboty Ha KaX bl JICHb.
6.5. BoBpems coobmaer 3aBegyromemy OV u ero 3amecturensm o6 uHopmaiuu, npukaszax,
pacnopsiKeHUsIX M WHOM  JOKyMEHTAalluW, [OCTYNHUBIIEW IO  3JIEKTPOHHOM  TouTe.
6.6. CucremaTuyecku JenuTcs uHpopmalpeil mo BorpocaM, BXOAAIIUM B €r0 KOMIIETEHIUIO, C
COTpyIHUKaMH M paOOTHHUKAMU  JOIIKOJBHOTO  00pa3oBaTENbHOTO  YUPEKIACHHUS.
6.7. Ilepenaet nHMoOpMaLIMIO U JOKYMEHTBI, paCIOPSKEHUS aMUHUCTpaluu coTpyanukam IOV,
UHGOPMUPYET paOOTHUKOB O COBEIIAHUSX, TPEOYET OT UCTIOTHUTENIEH IPAaMOTHOTO U MMPABUILHOTO
oopmiIeHHS TpeOyeMBbIX JIOKYMEHTaJIbHBIX MaTEepHaoB, OTYETOB, OTBETOB.
6.8. Wudopmupyer 3amMecTUTENss IUPEKTOpa MO aJIMHUHUCTPATHBHO-XO3SWCTBEHHOW paboTe
(3aBx03a) 000 BceX HENOCTaTKaX B OPraHU3allMM YCJIOBUW €ro JesTeNIbHOCTU (OTCYTCTBHH
KaHIIETSIPCKUX TPUHAJICKHOCTEH, pEMOHTE OPTTEXHUKU WKW MeOeln), COOTBETCTBUU pabovero
MecTa HOpMaM OXpaHbl Tpyla M TOXapHOW Oe3omacHOCTU. BHOCHUT CBOM MPEIIOKEHHS T10
yCTPaHEHUIO HEJI0CTAaTKOB, 1o ONTUMH3AIUU paboThI JIEJIONIPOU3BOTUTES.
6.9. Uudopmupyet 3aBeayromero (Mpu OTCYTCTBUU — WHOE JIOJDKHOCTHOE JIMII0) O HECUACTHOM
ciydae, ¢akTe BOZHUKHOBEHHUS TPYIMIOBBIX MHPEKIIMOHHBIX U HEHMH(EKIIMOHHBIX 3a00JIEBaHUIHA,
3aMECTUTENISI 3aBEAYIONIETO M0 aJMUHUCTPATUBHO-XO3SWCTBEHHOW dYacTh (3aBX03a) — 00
aBapUITHBIX CUTYyAIUSIX B pa00TE CUCTEM AJIEKTPOCHAOKEHUS M TEIUIOCHAOKEHHUS, BOJOCHAOKEHU S
Y BOJIOOTBEJICHUSI, KOTOPBIE CO3/IAIOT YIPO3y BOSHUKHOBEHUS M PACTIPOCTPAaHEHUS HHPEKIIMOHHBIX
3a00JIeBaHMIA U OTPABJICHUM.
6.10. Bo Bpemsi OTCYTCTBHSI JEJIONMPOU3BOJUTENSI €r0 OOS3aHHOCTH BBITIONHSAET COTPYJIHUK,
uMeronuii Bce Tpelyromuecs npodeccrHoHanbHble 3HAHWS, YMEHHUS W HABBIKW, Ha3HAYCHHBIN
MPUKA30M 3aBEAYIONIErO JIOMIKOJIBLHBIM 00pa3oBaTeIbHBIM YUpekKACHHEeM. J[aHHBIN COTpYIHUK
MproOpeTaeT COOTBETCTBYIOIIME IMpPaBa M HECET MOJHYI OTBETCTBEHHOCTHh 32 KayeCTBEHHOE
BBITIOJTHEHUE BO3JIOKEHHBIX HA HETO 00S3aHHOCTEH.




7. 3aka09uTeIbHbIE M0J0KEeHUSs

7.1. Oznakomnenue paenonpousBogurens OV ¢ Hacrosieid TOJKHOCTHOM WHCTPYKLMEH
OCYILECTBJISIETCS. TpH MpueMe Ha paboTy (IO TOAMHCAHUS TPYJAOBOTO JOTOBOPA).
7.2. OguH 3K3eMIUIAp JOJDKHOCTHOM MHCTPYKIMHM HAXOOUTCS y paboTonarens, BTOPOH — Y
COTpYIHUKA.

7.3. @akT o3HAKOMJIEHUs pabOTHHKA C HACTOSIIEH MHCTPYKIMEH MOITBEP>KIACTCS MOJIMUCHIO B
AK3EMIUIIPE JOHKHOCTHOM HMHCTPYKIMH, XpaHALIEeMcs y paboToiarens, a TakkKe B KypHaie
03HAKOMJIEHHUS C JOJKHOCTHBIMU UHCTPYKUHUSMHU.

Honsicnocmuyro uncmpykyuro pazpabomain: / /
C 0019CHOCMHOU UHCMPYKYUEU O3HAKOMIEH (a), OOUH OK3eMNaap NOAVYUl (a) Ha PYKuU.
« _» 202 . / /




	Должностная инструкция делопроизводителя в детском саду
	1. Общие положения
	2. Трудовые функции
	3. Должностные обязанности делопроизводителя ДОУ
	4. Права
	5. Ответственность
	6. Взаимоотношения. Связи по должности
	7. Заключительные положения


		2024-08-27T16:24:49+0300
	Гидалишова Роза Камиловна
	Я являюсь автором этого документа




