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1. OOuiue moyI0KEeHHU S JOKHOCTHON HHCTPYKIHH Ce

1.1.  JlaHHAs OonoxcHOCMHAS UHCMPYKYUl CceKpemaps wikonel paspaboTaHa Ha
ocHOBe KBaju(pUKaIMOHHOTO CIIPpaBOYHMKA JOKHOCTEN DPYKOBOAMTEIICH, CHECIMAIMCTOB
MIPYTUXCIYXKAIIUX,yTBepsKaeHHorol locTanoBIeHHEMMUHUCTEPCTBATPY AANCOLHAIEHOTO
passutusa Poccuiickoit ®eneparyu ot 21 aBrycra 1998 roga Ne37 B pepakiuuor 27 mapra
2018r, ¢ yuwerom ®3 Ne273 ot 29.12.2012r «O6  oOpa3oBaHWM B
Poccuiickoii®enepanun»(cuzmereHusMUOT 14nton12022ro1a); BCOOTBETCTBUKC T py TOBBIMK
omekcom  Poccwmifickoit  ®emeparmu W APYTMMH  HOPDMATMBHBIMH — aKTaMH,
PEryJIUpYIOIUMUTPY/AOBBIE OTHOLICHUS Mexkay paGoTHukom u paboroxateneM. Ilpu
COCTABICHUN JTAaHHOMIOKHOCTHOM HMHCTPYKIME CEKpeTapsi DPYKOBOIUTENS (IMPEKTOpA)
IKOJB yuTeHo Takke I[locraHosnenne Muntpyma P® u MunoGpasosanus PO ot 13
suBaps 2003 r. N 1/29 "O6 yreepxaeHun Ilopsaaka oOydeHus 1Mo 0XpaHe Tpy/Ja U NPOBEPKU
3HAaHU TpeOOBaHUI OXpaHbl TPyAa pAOOTHUKOB OpraHu3armi".

12, CekpeTaph 00pa3oOBATEIHLHOrO YUPEKACHHS HA3HAYAETCA U OCBOOOKIACTCS
OTIOJDKHOCTHBIIOPAIKE, [petycMoTpeHHOM T py foBEIMKOAeKcoMPoccuiickoiiDenepaiuunTp
yJIOBBIM JIOTOBOPOM.

1.3. CeKpeTapbUIKOJIBLI0KEHIMETECPEHEENPOPECCHOHATbHOCOOpa3OBaHIEB
chepe ENONPOU3BOJCTBA 0O€3 IpeJbABIEHHUsA TPeOOBAaHUA K CTaxXy paboTsl WU
cpeHee(II0THOe ) 0611ee06pa30BaHIEUITPOPECCHOHATBHYOTIOATOTOBKY BC)EPEAeIONpPOU3BO
JCTBA Oe3IpeabIBICHUITPEOOBAHUIK CTaXKypaOOTHI.

1.4. CeKpeTaphIIoJYUHIETCAHETOCPECTBEHHOIUPEKTOPY00Pa30BaTEIbHOIOyupe
JKJICHUS.
1.5. BcroeinpodeccHoHATBHONIEATEILHOCTHCEKPETaphoOsI3aHPYKOBOACTBOBATEC
s
. VY cTaBoM0oOpa3oBaTEIbHOI Oy YPEHK ACHUS
. TPYIOBBIMIOTOBOPOM;
. BCEMH IIpUKa3aMH U PACIOPDHKCHUSIMHM JTUPEKTOpa
00pazoBaTeIbHOIOYUPEIKACHNU;
. 3aKOHAMM W WHBIMA  TPaBOBBIMM  aKTaMH,
periaMeHTUPYIOLIMMHUOOPa30BaTEIbHY O AEATCIbHOCTD;
J JTAHHOWIOJDKHOCTHORUHCTPYKLIIMENCEKPETAPS PYKOBO AUTETIAIIKOIIbL
. BCEMU HOPMaTUBHBIMU JOKYMEHTaMHU, KacarolUMHUCs
BEIEHMUAICIONMPOU3BOJICTRA;
. YTBEPIKICHHON HHCTPYKIUENIIOOXPAHETPY AACCKPETAPSABIIKOIIE.

1.6. CexpeTapbIlIKOJIBI00I3aH3HATh:
CTPYKTYpyOOpa3oBaTeIbHOI 0y YPEK ICHUIUET OKaIPOBOr0OCOCTaBA,;

E rocyJapCTBEHHBIECTaH [aPThly HU(PUIMPOBAHHONCHCTEMBIOPTaHU3aAMOHHO-
PacopsIUTEIbHORIOKYMCHTAIHH;

. npaBuiIaopporpahpuunIy HKTyaluupy CCKOrOA3bIKa,

. NpaBUIAdKCILTyaTalluMOPITEXHUKY,

. MpaBUia TOJI30BAHMS ITIPUEMHO-TIEPETOBOPHBIM  YCTPOHCTBOM,

(haKcOM,MHOKHUTETLHBIMY CTPOIICTBOM,CKAHEPOM, KOMIIBIOTEPOM;



. mpaBuwia paboThl ¢  KOMIIBIOTEPHBIMH — [POTpaMMaMH, a MMCHHO ¢
TEKCTOBBIMHUPEIAKTOPAMUUDIIEKTPOHHBIMUTA0 INIIAMU, 023aM U TAHHBIX,)JICKTPOHHOKIIOT
ou,0paysepamu;

. TEXHHUKYCO3IaHns,00pa00TKY, [IepeTaunXPaHCHUA IOKYMCHTOB;

. IIPaBIJIAIeIOBOUIIEPEIIUCKH,

. HpaBpmacOCTaBneHmmenOBLIXHHceMCI/ICnonbzoBaHHeMz{eHOBmxo6pa3H0B;

. OCHOBBIDTUKHUHUICTETUKH;

. IPABUIIAJIEI0OBOr 000 ILEHHS

. HpaBI/IHaI/IHOpMBI()XpaHBIprI[a,TGXHI/IKI/I6630HaCHOCTI/I,HpOHSBOHCTBeHHOﬁcaH

UTapUK UIPOTUBOIIOKAPHONOE30IIaCHOCTH.
Cexperaph [JODKEH 3HAaTh CBOKO  JIOJDKHOCTHYIO — MHCTPYKIMIO — CEKpeTaps
JIMPEKTOPAIIKOIBL, TPEGOBAHISOXPAHBITPY TAUTI0KAPHONOE3011aCHOCTH HapabOYeMMeECTE.

2. ®yHKIUH ceKperaps 00pa3oBaTeJIbHOI0 yupexKIeHUs

' OCHOBHBIMHUHAIIPABICHUSIMUBPA00TECEKPETAPSIIKOJIBISBIIAIOTCA:

2.1. BBIIOTHEHHE TEXHUUECKUX OGYHKIMHA [0 OOeCIeUeHHI0 M OOCIyKMBAHUIO
paboTHIMPEKTOPA0OIIIE00Pa30BATELHOTOY YPEK ICHUAUCTO3aAMECTUTEIL;

2.2. BeneHnuenenonpousBoiCcTBa.

3. 1o12KHOCTHBIEOOSI3AHHOCTHCEKPETAPSALIKOJIbI

3.1. CekpeTapbIIKOIBIMMEETCIIE YOI I0KHOCTHBICO0S3aHHOCTH:

3.1.  IlpuemsceiinocrynaroiieiiBo61eoopa3oBaTeIbHOCY UPEIK ACHUEKOPPECTIOHICHLL
umn U nepenada ge B COOTBETCTBUU ¢ yKa3aHUAMU JIUpPEKTOpa
KOHKPETHBIMCOTPY THMKaMUISMCIIONb30BaHHUABIPOLIECCEPAOOTHIIOO IIATIOAr OTOBKUOTBET
OB;

3.2. BeieHune 1e0poru3BOACTBA, BTOMUKCIICUBIIICKTPOHHOMBH/IC,

3.3. IlpejiocTaBieHne B yCTAHOBIEHHBIE CPOKM B YIIPaBIICHHUE o0pa3oBaHusl
CIIHCKOBBCEXKIIACCOB(KOHTUHI€HTA00Pa30BaTEIBHOI Oy IPEK ICHUS )ICITHCKABCEXIIPENIOIaBa
Telielt KaxkI0ro yueOHOro roja,

3.4. OnepaTuBHOE BHECCHHE TEKylIMX M3MEHCHHMI B COCTaBC KOHTHHICHTA
YUaIIXCs, IperoiapaTeneil HAPYTUXCOTPY IHMKOBOOIIe00pa3oBaTeIbHOr Oy UPEIKICHHS;

3.5. [TogroroBKa IPOEKTOB  IIPUKa30B M PACHOPSUKCHUM MO IBMIKCHUIO
KOHTHHI€HTAYYallUXCH;

3.6. OdopMIECHUETMYHBIXICIICTEH, IPHHATHIXHA00Y 1eHUEBOOPA30BATEILHOCY IPEAK ACHNC,
3.7. BenenneanhaBUTHOr 0Ky pHAJIABCEX Y YaLMXCS;

3.8. BLINOMHEHHE DA3IMUHBIX  OMEpaluii ¢  HCTIONb30BAHUEM  KOMIIbIOTEPHOH
TeXHHKMHOHporpaMMaM,npeﬂHasHaquHLIMﬂnﬂc6opa,o6pa60TKHI/mpezLOCTaBJIeku/IH(bopM’
aruy;

3.9. KOHTpoO/JIbHAICBOEBPEMEHHBIMPACCMOTPEHUEMUTIOATOTOBKON IOKY MEHTOBUPACTIOPSIKE
HU, IPUHATEIXKACTIOJTHEHUIOKOHKPETHEIMICOTPY THUKaMUOOI1e00pa30BaTeIbHOTOY UPEKIC
HUS;

3.10. CocraBieHHepa3THUHBIXITUCEM,3aIIPOCOBUAPY TUXI0OKYMEHTOB,aTAKKETIOATOTOB
Ka OTBETOB aBTOpam oOparueHui no MIOPYYEHUIO JTUPEKTOPA
00pa30BaTEIbHOTOYYPEIKICHUANINCT03aMECTUTEIIA;

3.11. BeIeHHEKOHTPOIAUCIOIHEHUICOTPY THUKAMUOOIIE00Pa30BaTEIbHOT Oy IPEIKIE
HISIM3IaHHBIXIIPUKA30 BUPACTIOPSDKCHII, aTaK/KeCOO IO IEH IS CPOKOBHCIIOIHCHUS Y Ka3aHU I
MOPYYEHUM IMPEKTOPa00Pa30BATENLHOIOYYPEK ICHUS, B3I TBIXHA KOHTPOJIB;



3.12.  BBI30BCOTPYAHHKOBIYYAIMXCATIONOPY YCHUIO IMPeKTOpaotiieodpasoBaTe/bt
OTOYUpPEeKACHUS;

3.13. BeimonHeHre pa0oTHl [0 MOATOTOBKE OOIMX COOpaHWM COTPYIHMKOB
mxonm,3acez{aHnﬁnenaromqeczf<orocoBeTa,aTaIOKeCOBeIuaHHﬁ,npOBonHMblxzmpeKTopOMO6
pa3oBaTEeIBHOrOYUPEsK IEHHA(COOPHEOOXOIMMBIXMATEPUAIIOB, ONIOBELIICHNCY JACTHUKOBOBPE
MEHM,MeCTe,[I0BECTKE JIHS COBELIAHMS HUXPETUCTPAIU);

3.14. KonTponbobecneueHIAUpeKTopao0ineo0pa3oBaTe/IbHOr0ypeKICHUAKAHLC
SIPCKIMHUTIPUHATIEKHOCTSIMU, CPEACTBAMUOPTaHU3AIOHHOMTEXHUKHY, & TAKKECO3JaHNC
yCIIOBUH, CII0COOCTBYIOIIUX 3¢ HEeKTUBHOM pabote JTUpPEKTOpa
00pa30BaTeIbHOIOYYPEIKACHUS;

3.15. ®opmupoBaHue JelI B COOTBETCTBHU € YTBEPIKICHHOM  HOMEHKIIATYpPOi,
obecreueHUENXCOXPAHHOCTUUCIauaBapXUBBY CTAHOBIICHHBIECPOKH,

3.16. IlpueM JMUHBIX 3asABJIECHMHA COTPYAHMKOB IIKOJBI, y9amuxes M - HX
poMTENeH(MIN3aKOHHBIXIIPECTaBUTE e ) HATIOAUCHAMPEKTOPY 00 Pa30BATENBHOTOY ALK
CHUSL,

3.17. BeimosHenne  paboTHl  COTVIACHO — JAHHOM  JO/DKHOCTHOM — MHCTPYKIUH
CereTapHIHKOHBI,CO6H}OIIGHI/IGtHHCprKHHﬁHOOXpaHeTp}/Z[aHpI/IBI)IHOJ'IHGHI/II/Ipa6OTI/IBKCHHya
TAIUUKOMITBIOTEPHONTEXHUKH;

3.18. OpranusaiuspreManoceTHTENeH,aTakkKeCcOACHCTBUCOIEPATUBHOMY PACCMOTP
EHUIONPOCHKOUIIPETOKEHUICOTPY IHUKOBOOPA30BATEIbHOTOY UPEIKICHHS.

3.19. CekpeTapblIKOIBII0KEHBECTUPAOOTY

BCOOTBETCTBHUCTPAPUKOM,Y TBEPIKACHHBIMINPEKTOPOMOOPA30BATEIBHOI Oy IPEIKICHHS;
- B TECHOM B3auMOJEHCTBMM ¢  MEJAaroruyeckuyM,  aJIMUHUCTPATUBHBIM U
00CTY’)KABAIOLIUMIIEPCOHATIOM.

4, TIpaBacekpeTapsio0pa3oBaTe/IbHOTOy4peKACHH

CeKpeTaphIIIKOJIBIMMEETIIPABO:

4.1. TlomyuaTbCcBOEBpEM CHHYIOHHIIBU LY AJIbHYIOKOHCY b TalHIOIOBONPOCaMPaOOTHI
COJICKTPOHHBIM JKYPHAIOM;

4.2. 3anpalMBaThyCOTPYIHHKOBOOPa30BATEIBHOTOYUPEKAECHNU,aBCOOTBETCTBYIOI
MXCITyuasXuyaIMUHACTPALHI, HE00X0IMMY IO HH(OPMaIMIONMATEPHATIBL, a TaKKe
0GBSCHEHHMS O IPUYMHAX 3a/1€DKKH BBIITOMHEHHS KOHTPOIMPYEMBIXIIOPYYCHUH;

4.3. HpHBneKaTLCOprzLHI/IKOBKHCHOJIHeHI/I}onopyquI/IﬁanMHHHCTpauHI/I06pa30BaTean0
TOYUPEIKICHUA,

4.4. Tpe6OBaTI>OTCOprIIHI/IKOBLlOpa6OTKI/ILlOKYM€HTOB,KOTOpBIC6BIJ'II/IHOIIFOTOBJIGHI:.I
CHapyIIeHHEMY CTAHOBJICHHBIXIIPABI/ICOCTABICHUANO(QOPMICHIAIOKYMEHTOB;

4.5. B1431/Ip013aTanoeKTLmOKyMeHTOB,CBﬂsaHmecynpaBnqueCKoﬁueﬂTenLHOCbeoo6paso
BaTC/IEHOTOYUPEXKACHMUS,

4.6. 3HAKOMUTHCICAOKHOCTHOMMHCTpYKIEHCEKpeTapsi-
JIEJIOTIPOU3BOIUTEIIALIKOJIBL, IPY T MU UHCTPYKIUAMU MOOXpaHeTpyaant
MOXKapHOHOE30I1aCHOCTH,

4/7. BHOCUTHHAPACCMOTpEHHEa MUHUCTPAIMAOOIIE00Pa30BATEIBHOIOYUPEIKACHHU
CBOMIIPE UI0KEHUSIIOY Ty YIIEHMIOPAOOTHICIOKY MEHTAMM,COBEPIICHCTBOBAHUIO  OPM 1
METOJIOB yIPaBIEHYECKOT O Tpyla ¢ y4ETOM
IIPUMEHEHMACPEICTBOPTaHU3AIOHHONMBBIUMCITUTEIBHONTEXHUKHU.

5. OTBETCTBEHHOCThCEKPETAPAIIKOJIbI

CekpeTaphbHECETOTBETCTBEHHOCTD:

5.1. JIMCUMIUIMHAPHYO,IPe Ty CMOTPEHHY03aHEHAITS/KAIIECUCTIONHECHUCUITHHEUCTIO
JTHEHUECBOUX,I0JIKHOCTHRIX003aHHOCTEH, P ICTaBIEHHBIXBIaHHO M




JNODKHOCTHOW —~ MHCTPYKIIMM — CEeKpeTapsi  WIKOJIBL, B TOPSAAKE,  YCTaHOBJIECHHOM
JEHCTBYIOIMMTPY/IOBBIM  3aKOHOJATeNbCTBOM Poccuiickoit denepanuu, a TaKiKe 3a
HapyIIeHue Y cTaBa HAPYTUXI0KAIbHBIXIIPABOBEIX aKTOBOOPA30BATEILHOTO YUPEHKICHUS,

5.2. AIMUHHCTPATHBHYIO OTBETCTBEHHOCTH, NPETYCMOTPEHHYIO 33 HApYHICHUC II0
€rOBMHE NPABUII ITPOTHUBONOKAPHOKH 0€30MaCHOCTH U CaHUTApHO-TUTHCHMYCCKUX IpaBull,
BIIOPSLIKE,YCTAHOBIEHHOM IEHCTBY IO IIMMA IM IHUCTPATUBHBIM, yTOJIOBHBIMHUT DK IAHCKHUM3a
KoHomareiascTBoMPoccuiickoridenepanuu;

5.3.  MarepuaabHyHO0TBETCTBEHHOCTD,IIPEIY CMOTPEHHY03AOCICACTBUATIPUHATOrO
MMHE060CHOBAHHOTOPCILIEHHS, TOBJIEKIIEr03aco00MHapy HEHHECOXPAHHOCTHIMY LIECTBA00
DPa30BaTEIBHOOY UPEsK ICHHS, HEIPaBOMEPHOEETOUCTIONb30BAHMEIINUHOY IepO, TP UMHEH
HBI00Pa30BaTENLHOMY Y IPEIKICHHUIO, BIIOPSIKE,y CTAHOBICHHOM ICHCTBYIOIIMMTPY T0BBIM32
KoHogaTeapcTBoMPoccuiickonidenepaum.

5.4. 3aHepasrialleHHENePCOHAbHBIX JaHHBIX00Y YaIOMIUXCS, PONTEICH(3aKOHHBIXTIPE/ICTA
BHTeIeit),paGOTHIKOBIIKOIIB,ATAKKE3aHECOOTI0 IEHUEHOPMITPO()ECCHOHATBHOHI THKH.

6. BzaumoorHomeHusi. CBA3HIO0J0/KHOCTH

Cexperaps:

6.1. PaGoraer 1o rpaguKy, cocraBieHHOMY u3 40 9acoBOM HeACIM H
YTBEPIKJACHHOMY TUPEKTOPOMIIKOJIBI.

6.2. IloyuaeTOTAMPEKTOPAIIKOIBIN3aMECTHTEIEH IMPEKTOPanH(QOPMAITMIOHOPMATHEB
HO-IIPABOBOrOXapaKkTepa,3HaAKOMUTCANIOAPACTIMCKY CCOOTBETCTBY IOIMMUIOKYMEHTaMH.

6.3.  CeKpeTapbBIIPOIECCECBOSHIEATENLHOCTUB3ANMOACHCTBY CTCAIMUHUCTPATUBH
BIM, [1€IarOTMYECKMMUHO00CITY KUBAIOIUMIIEPCOHATIOMITIOBOIIPOCAMIIPOBEPKH  BBIITOTHEHUA
HOpY4YEeHUI oTzaena o0OpazoBaHus, MIPUKa30B u yKa3aHuu
JINPEKTOPAIIKOJIBL, KaIPOBOUAESITEIBHOCTUIIKOJIBL.

6.4. CucreMaTUyecKHOOMEHNBACTCINHGOPMALIMEUITOBOIIPOCAM,BXOIAIMMBKOMIICTE
HIMIOCEKPETAPSICOBCEMUPAOOTHUKAMHI IIIKOJIBL.

COONHCHOCIHOUUHCMPYKYUEUOZHAKOMAEH (), 6MOPOTIIKIEMINAPNONYHUL(G)
« » 20 1. ( )




