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1. O0mue Ho/10KeHust

1.1 HacTosimas 10-7KHOCTHAS HHCTPYKLMS pa3zpaboraHa Ha OCHOBE TapH(PHO-KBATHDHKALMOHHBIX
XAPAKTEPHCTHK, VTBEP/KICHHOH TIPHKA30M MHHUCTEPCTBA 3/1paBOOXPAHEHHS H COLUHATLHOTO
passutusg Poccuiickoit Peaepaunn ot 30 mapra 2011 r. N 25141

1.2 3aseayiounit GHOTHOTEKOH SBIACTCH PYKOBOAHTENEM CTPVKTYPHOTO MOAPA3IeIeHHS,
HA3HAUACTCS W OCBOOOKIACTCS OT A0AKHOCTH AUPEKTOPOM H MOJTYHHAETCS HENOCPEACTBEHHO
JAHPEKTOPY LIKObI.

1.3 3apeaywowmii  OuOJIHOTEKOH  J0MKEH  MMeTh  Bbiclee  o0pasoBatue WM CpeiHee
npodeccrHonaibHoe 00pasosaHie 0e3 npeabsBiIeHUH TPeOOBaHHI K Crawy padothl win obuiee
cpenHee 00pa3oBaHKE, KyPCOBVIO MOATOTOBKY H CTak paboThl [0 CHEUHAILHOCTH HE MeHee TPEX aeT.
1.4 B cBoell aesreabHOCTH 3aBeavioumii  OMOIHOTEKOM PYKOBOACTBYETCS  3aKOHO1ATENLCTBOM
Poceuiickoll Deaepaunu 0 KyabTvpe. 00pa3’oBaHuH H OMOIHOTCUHOM Jeie. MOCTAHOBICHHUSMH
lpasntenscrsa Poccuiickoit deepaiini, onpeiensiOWMMin Pa3sBUTHE KYAbTVPbI, PYKOBOIALLMMU
JOKYMCHTaMH  BbILICCTOSILIMX  OpPraHos 0o  Bonpocam  OuGauoTedHOH  paboThl:  npaBMnamu
OpraHu3aLHi OUOTHOTEUHOrO TPV/IA, VHETA, HHBCHTAPH3ALMA, NPABHIAMH M0 OXPAHE TPVIA, TeXHHKE
0€30MacHOCTH 1 NPOTHBONOKAPHON 3alliTe. a TakoKke YCeTapom u [1paBMaamMi BHYTPeHHeEro TPVAOBOIO
pacnopsira wikosl, [loaoxeHnem o 6ubanoTeKe 001COOPAZOBATEILHOTO YUPSKICHHS H HACTOALLIE]]
HHcrpykumeit.

2. ODyHKIHH

2.1, Opranusaumst padoTel OHOIHOTEKH Kak 00pPa30BATENLHOIO, HHAOPMALMOHHOIO M KVABTYPHOT O
YPEKICHHSAL

2. Obecnieuenne  y4eOHO-BOCIIMTATEIBHOTO  MpoUECCa M caMoo0pa3oBaHHs CPeaCTBAMH
OHOTHOTEHHOTO W MHPOPMAUHOHHO-OHDAHOrPAQHUECKOTO 00CAYKHBAHHS YUYALLHXCA, NEAArOroB M
JAPYTHX KATEropHi uMTaTenci;

2.3 DOpMHPOBAHHE V YHTATE/ICH HABbIKOB HE3ABHCUMOTO OHOIHOTEHYHOrO MOMb30BATENS: o0vueHue
NO-1530BAHHIO KHUTOH H JIPYIUMH HOCHTEIAMH HHPOPMALIMK, TOHCKY, OTOOPY W KPHTHUECKOH OLICHKe
Hudopmau.

2.4. CoBepuieHCTBOBAHHE TPATHLIMOHHBIX H OCBOEHHE HOBbIX OMOIHOTEUHBIX TEXHOIOMMI,

Vot

3./ 1o 1KHOCTHBIC 0GH3AHHOCTH

3aeayiouit  OMOIMOTERKOM  BO3IABISET CTPYKTYPHOE TI0APA3ACICHHE LIKOIbI M BhITOJIHSET
CAEAVIOIHE 10 PKHOCTHBIC 00A3aHHOCTH:

-1 pa3padatbiBacT, VTBEPAIAET. MO MEPe HEOOXOAMMOCTH BHOCHT KOPPEKTHBbI B [10:10KeHHE O
oubHoTeke. [IpaBHia nonb3osaHus OUOIHOTEKOM:

2. COCTABAACT MNaHbi M OTHETHI PAbOTHI CTPYKTYPHOIO MOAPA3ICICHHS. BedeT VHET padoThl
HOMOTEKH!

3. BEICT H HeceT OTBETCTBEHHOCTh 33 10CTOBEPHOCTb OMOIMOTEUHOM 10KYMEHTALIHM:

® HMHBCHTAPHOH KHUIW, KHUI' CYMMApHOIrO V4eTa (OTPAC/ICBbIX H VYEOHBIX J1OKVYMEHTOB), AHEBHHKA
padoThi LWIKOILHOH OMOIMOTEKH, TETPAAM 3aMeHbl YTEPSHHBIX YMTATEISAMH H NPUHSATBHIX B3aMeH,
HHTATCILCKHX  (OPMYIAPOB, AKTOB HA MOCTVILICHHE H CHHCAHHE TOKYMEHTOB, KapTOTEKH doH1a
VUEOHHKOB H VUEOHBIX NOCOOHIL:

3.4. Ha OCHOBC M3Y4EHHS COCTOSAHMA (JOHIA H YHTATENLCKOTO CIpOCa dopmupver OUOIHOTEUHDIH
(hOH.T B COOTBETCTBMM € 0O6PA30BATE/ILHBIMH POTPAMMAMH 00LICOGPA30BATETLHORO VUPEKICHUS

*  KOMILIEKTYCT (JOHI HAVYHO-MO3HABATEIbHAIX M XVIOACCTBEHHBIX 10KYMEHTOB, OKa3bipas
MPCANOYTCHUE CIPABOUHMKAM, DHUMKIONE UM, C1I0BApSIM M KJaCCHYECKOH JIHTepaType.

®  34KA3bIBACT yHCOHBIC M METOAMHMECKHE OKYMEHTBI MPOpadaThiBaeT riepeucHb VueOHHKOB
(e1epaibHOro, PErHOHAIBHOTO, MECTHOTO KOMILIEKTOB, 0OPMIIsET 3aKas Ha YHEOHUKH € NOANHCAMH
YHUTCIEH H 3aM. JIMPEKTOPA 110 YHEOHO-BOCTIMTATEILHOM PaboTe, KOHTPOJMPYET MOCTVIIICHHE HOBbIX
JOKYMCHTOB,  TOTIOJIHAET  (POHI  HEAOCTATOUHO KOIMHUECTBEHHO VKOMILIEKTOBAHHBIX  CTApPbIX
VYEOHHMKOB M ..
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e [IPH HAJIHUHHK CPEACTR MOTOMHSET (OHIT aVIHOBU3YAIbHBIMH JOKYMeHTaMu (ABJL) (10kyveHTamu,
COACP/KALMMH H300PA3ZUTENLHYIO W HIH 3BYKORYIO H TEKCTOBYIO HH(OPMALIHIO. BOCTIPOH3BOINMYIO €
MTOMOLLbIO TEXHHYECKHX CPEACTB).
3.5 opranu3ver OHONHOTEUHBIR POHA:
e OCVLUECTBISET VUET ([TOCTYTI/ICHHE. BbL1aua. BbIOBITHE) TOKVMEHTOB!
®  OpraHU3veT TEXHMYECKVIO 00paboTKy, MOAVHEHHbIX TOKYMEHTOB!
e o0ecneurBaeT CHCTEMATHKO-a1(aBUTHVIO PACCTAHOBKY JAOKVMEHTOB B COYETAHHH C OPraHH3alHeH
08 VUALHMXCS TEMATHYECKHX M HKAHPOBLIX BbICTABOK:
e o0cCNEUMBAET HAAJACKALIMH KOHTPOIb 33 BbIHOCOM  BBLIAHHBIX UYHTATEIAM AOKVMCHTOB.
HPEAYCMATPUBACT MEPbi 1O COXPAHHOCTH OUOAMOTEUHOro GOHAA NMPH OTKPLITOM JOCTVIIE. MPOBOANT
NPOQHIAKTHUCCKHE Oecebl ¢ YMTATEAMH, 3aroTaBIHBACT 3aKIAJKH-HAMOMHHAHMS O OEPEKHOM
OTHOLLEHHHU K JOKVMEHTaM, IPHHNUMAET MEPbI 17151 CBOEBPEMEHHOTO BO3BPATA JOKVMEHTOB H T.1..
e opranu3vet PoHI 0CODO UEHHBIX JTOKVMEHTOB,
e COrNACHO MHCTPYKLUMH OpraHu3veT pasMmellieHde M XpaHeHue V4eOHMKOB B OTAE/NbHOM
MOMELLCHUHL
e B yaChl A1 BHVTpeHHeH padoThl M B CAHWTAPHLIC IHH MPOBEPACT MPABHILHOCTb PACCTAHOBKH
doraa. ocviiecTBAsCT MPOCMOTP LOKYMEHTOB I BbIABICHHS YCTAPEBLUIMX, VTPATHBLIMX HaVHHO-
FI03HABATEILHVIO UEHHOCTb M HE HCMOJAb3VEMBIX UYMTATEIAMH, & TaAKKE BETXHMX JIOKVMEHTOB H
HVIKTQHOUIHXCS B PEMOHTE H pECTaBpalliu;
® [IPOBOJMT MEPHOIMYECKHE MNPOBEPKH (OHIA, COTIIACHO NPHKA3y. NMOIMHCAHHOMY JIWPEKTOPOM
VUPEHTEHUSA .
e obecncunBaet TpeOYVEMbIH PEKHM XPaHCHHS H DU3NYECKON COXPAHHOCTH OMOIIHOTEUHOTO (POHIA.
AIPUHAMACT MEPbl IPOTHBONOKAPHON 0E30MaCHOCTH:
3.6. opranuiver anddepenimporantHoe OudanotetHoe u HHGOPMAUMOHHO-OHOHOrpaduyeckoe
obcavkHBaHHe Ha abOHEMEHTE, B UYMTAJIBHOM 3a’e (VIOJKE), B Kjiaccax. B yueOHbIX KaOuHeTax
00111e00pa30BaATENBHOTO VUPEKICHHS !
e  HM3VYaCT YHTATEIbCKHE HHTEPEChl: MHAMBHAVAIbHbBIC DeCelbl, ARHKETHPOBAHHE,
e COCTABIACT KOLICKTHBHBIC M HHAHBHIVASIbHBIC MJ1aHbl YTCHUA,

[IPOBOIAMT AQHAJIH3 YHTATEABCKUX (DOPMY.ISIPOB:
7. OpraHM3veT, BEICT. PEIAKTUPVET M HECET OTBETCTBEHHOCTh 3a CIPABOYHO-OHOIHOrpadUUueCKHi
annapar Ha TPATMLHOHHBIX M MALIHHOYMTAEMbIX HOCHTEISAX € VUETOM BO3PacTHBIX OCOOEHHOCTEH
YHTATEICH, OPraHu3yeT CrPaBOYHO-HH(POPMALUHOHHBIT (OHI:
3.8, cnocoOCTBYET MONYIAPU3aiiK JVUIMX 00pa3uoB A0KVMEHTOB € NOMOLUIBI HHIHBHAYAIIbHbIX.
FPVIINOBBIX ¥ MAcCOBBIX Hopm padoThl: Oecel, BbICTABOK, OHO MO padHUeCKHX 0030pOB, 00CYIKIECHHH
KHHT, UMUTATCIILCKHX KOHMEPEHIUHI. JTMTEPATVPHBIX BEYEPOB, BHKTOPHH H 1P.
3.9, 00ecneunBaeT 3HAKOMCTBO VUALIHXCA ¢ MUHHMVYMOM OHOIMOTEUHO-0H0 MO paHHECKHY 3HAHHH:
3HAKOMCTBO C TNPaBHIaMH  [101b30BaHMs  OMOIMOTEKOH, paccTaHoBKO#  Qowia,  cnpasouHo-
OuOaHorpadMUeCKUM anmnapaToM, CTpYKTVpa v 0GopMICHHE KHHIH, CMPABOUHbBIC JOKVMEHTBI H T. 1.
3.10. obecneymmaer OubOIMOTEKY 00OPVIOBAHHEM. OPVIHAMH MPOM3BOICTBA. OHOIHOTEUHOI
TCXHHKOH. OpraHH3yeT COBPEMCHHbIH HHTEPLEP, OTBEHACT 32 XVIWKECTBEHHO-O(OPMHTEIbCKOE
obecneyeHue OUBIMOTEKH, Co31aeT DIArONPHSATHBIC YCI0BUS 115 00CIYAKHBAHHS YHTATEICH!
11 npu HasMUYMK KOMITBIOTEPA BHEAPSAET HOBbIE HH(OPMALIMOHHBIC TEXHOTOTHH:
12, obecneunBaet B OHOAHOTEKE COOTBETCTRYIOIIHH CAHUTAPHO-THIHEHHYECKHH PERHM.
13 dopmupver OHOIHOTEUHBIR aKTHB, NPHUBJICKAET 4MTaTeaeH (B T.4. VHAUIMNCH) 1718 vHacTiHug B
padoTe COBEIATEILHOTO Oprana - OubIHOTEYHOr O CORETA W aKTHRA UHTaTERCH.
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4. llpasa

3aseavioui OHOAMOTEKOH HMEET NpaBo:

4.1 caMocTOATENbHO BbIOMPaTh (POPMBI H METOIbI PABOTH! ¢ HHTATCIAMH H [LITAHHPOBATH €€ HCXOIA H3
odiero niaxda padoThl LIKObL

4.2 y4acTBOBATH C MPABOM COBELUATEILHOMO r0;10ca B 3aceaannsax [1e1arorHyeckoro coBera WKo.bi:
4.3 ppuHuMath yuyactHe B padoTe CeMHMHApOB H COBELAHHH, HEMOCPEACTBEHHO CBA3ZAHHLIN CO
crietMPHKON ero IesaTeIbHOCTH, @ TAK JKE HA NEPHOINYECKOE MOBBIICHHE KBATHPHUKALINL

4 4 na 3amuTy IpoGeccHOHAILHON YeCTH U TOCTOHHCTBA.



4.5 Ha U0penCTaBICHME K paviH4yHbiM (opMam MNOOLUPEHMN, HarpalaM W 3HaKaM OTIHYMS.
MPEAYCMOTPEHHBIN 115 PaDOTHHKOB 00pa30BaAHUSA H KVJILTYPhI.

4.6 naBath 00s3aTE/bHbIE LI MCTOJIHEHWS VKazaHHust 00VHAKOUIMMCS M padoOTHUKAM LIKOIbI MO
BOTIPOCAM. KaCarOLMMCs COOTHOACHUS NMPABUH.T N0 1b30BaHNA OMOIHOTEKOH.

4.7 3HAKOMUTBCA € Kaja00aMH U APYTHMH JOKVMEHTAMH. COJIEPAKAILHMH OLCHKY €ro padoTei. 1aBaTsh
110 HUM 00 BACHEHMS.

4.8 3HAKOMHTHCS C W3MEHEHHIMH, BHOCHMbBIMH B €r0 10KHOCTHYHO MHCTPYKUHIO M PEArHpOBaTh Ha
HHX.

5. OTBETCTBCHHOCTD

5.1 3a HENCINOIHEHNE M HEHALIEKALICE HCITOJTHEHNE 0€3 VBAKHTEAbHBLIX NpHYHH YcTasa 1 [pasua
BHYTPCHHEIO TPYVIOBOIO PACNOPAIKa WIKO.IbI, 3aKOHHBIX PACHOPSKCHHN IMPCKTOPa UIKOIbI U HHBIX
JOK&IbHBIX HOPMATHBHBIX dKTOB. JOJUKHOCTHBIX OOS3aHHOCTEH, VCTAHOBACHHBIX HACTOAWEH
HMuctpykune, B TOM  4MCIE€ 3@ HE HCMOIb30BAHHE [IPEIOCTABJICHHBIX [PaB, 3aBEAVIOUIH
OHMOJIMOTEKOH HECeT AHCUMIUIMHAPHYIO OTBCTCTBEHHOCTH B TMOPAIKE. ONPEACICHHOM TPVIO0BbIM
3JAKOHOAATEIBCTBOM.

5.2 3a BUHOBHOE IIPHUMHEHNE LIKOIE HAM YYACTHHKAM 00Pa30BaTENbHOIO NPOLECCa viuepda B CBA3H
M MCTNOJIHEHUEM (HEHUCTIOTHEHHEM ) CBOHX J10;LKHOCTHBIX 00f3aHHOCTEH 3aBeaviowuit OudIMoTeKON
HECET YACTHUHVI0 MATCPHAIBHVIO OTBETCTBCHHOCTH, B MOPAIKE H B Npeleiax. VCTaHOBICHHbLIX
TPVAOBBIM H (MM ) TPAKAAHCKHM 3aKOHOAATEILCTBOM.

6. BiaumoorHomenusi. CBSA3H NO AO0TKHOCTH

3apeavioumit GudanoTexoit:

6.1 paboTaeTt no rpauKy, COCTABACHHOMY HCX0As 13 40-yacoBoit padoueH HeAC M H VTBEPIKICHHOMY
AMPERKTOPOM LIKO.TbI:

6.2 noayyaeT OT JHPEKTOpA LIKOAbl M €ro 3amecturencii HHPOPMaLMI0 HOPMATMBHO-NPABOBOTO H
OPraHU3aHOHHO-METOAHHECKOI0 XapaKTepa. 3HAKOMMTCH N0 PACIHCKY € COOTBETCTBVIOLUIHMHU
JOKVMEHTaMH,

6.3 padoTaeT B TECHOM KOHTAKTEC C VUMTCIAMH, POJIMTEIAMH OOVYAKUIMXCH (JTMLAMH, HX
3aMEHANOMUMMH ). CHCTEMATHUECCKH OOMEHWBacTCs HHQOpPMalHeH Nno BOMpocaM. BXOAALIMM B €ro
KOMMETEHIIMIO, ¢ AIMHHHCTPALHEH W NeJarortyecKkHMH padOTHHKAMH LIKOJIbL

6.4 camoCTOATEILHO NAaHUpYeT padoTy OubAMOTERN Ha Kax bl vuelHbIH roa. [11an M oTyeT padoThi
VIBEP/KIACTCH AHPEKTOPOM.



