MYHHUITUIAJBLHOE KASEHHOE OBIIEOBPA30OBATEJ/ILHOE YYPEXKIEHUE

AUYUTCKOI'O MYHHITUIIAJIBHOI'O OKPYT'A
«AdanacbeBckas cpefHss 00meodpazoBaTeIbHas MIKOIA»

IIPUKA3
c. AdaHacseBCKOE

30.05.2025 . Ne 148/3-O0

06 yTBepKIEHHH J0LKHOCTHOH HHCTPYKIIHH CeKpeTaps

Bo HCIONHEHHE IUTaHA [0 YCTPAHEHWIO HEIOCTaTKOB, Ha OCHOBAHWM aHAIM3a BBIABJICHHBIX
HEIOCTATKOB II0 MTOraM IIPOBEIEHHOW B 2024 roIy HE3aBHCHMOM OIICHKH KadecTBa

o0OpazoBaHus,

TTPUKA3BIBAIO:

1. YBepauTh JJOMKHOCTHYIO HHCTPYKIIMIO CEKpETaps MKOY AMO «AdanacbeBckas COIL»

(TTpunoxenue Ne 1).

2. Cexperapio MKOY AMO «AdanacbeBcKas COIlll» Ko6rrreodi Harampe HuxomaeBHE B
cBoei paboTe MoIb30BaTHCA JIOKHOCTHOM HHCTPYKIHEH CEKpeTapsl.

3. KOHTpOJIb HCIIONHEH s HACTOSIIIET0 MPHKa3a OCTABILAIO 32 co0OH.

Tupextrop MKOY AMO «AdanacbeBckast COIL» @’/ﬂ%ﬁy B.A. CepebpeHHHKOBA



ITpunoxenue Ne 1 x mpukasy
Ne 148/3-O[1 ot 30.05.2025

JomKHOCTHASI HHCTPYKIHS

ceKperaps y4eOHo#H 9acTH

1. O0mue moJIoKEHUS

1.1. Hacrosmas momkHOCTHas WHCTpykums (mamee - JIW) mpenHasHaueHa [ paGOTHHKOB,
3aHHUMAIOIIKX JOIDKHOCTE « CexpeTaph yue6HOM yacTy (nayee - pabOTHHK).

1.2. IV pazpaboTrana Ha ocHOBe mpukasza Munrtpyna Poccuu ot 15.06.2020 Ne 333m «O6
YTBEPXKACHUH TIpodeccHoHaTbHOr0 craHmapra «CIEHalicT IO OpraHU3alldOHHOMY H
JOKyMEHTAllHOHHOMY OOECIEUeHMIO YTIpaBIICHHUS OpraHW3alldei», INTaTHOTO DPACHHCAHUSA H
ctpyktypbl MKOY AMO «AddanacbeBckas COILI».

1.3. Pabotauk nomgunnsercs aupekropy MKOY AMO «AdanacbeBckas COLLD.

1.4. IIpaBa u o6mue 0653aHHOCTH PabOTHHKA OTIpeessIoTcs TpyI0oBbIM KojekcoMm P® u mHBEIMHA
HOpPMAaTHUBHBIMU NIPaBOBBIMH aKTaMH B cpepe TpyIOBBIX OTHOIIEHHH, [IpaBuiaMu BHyTpEeHHETO
TPYIOBOTO pacHopsifika, HWHBIMH JIOKQIbHBIMH HOpMaTHBHbIMH akTaMmu MKOY AMO
«AdanacbeBckas COIIl» (masee — B TOM 9HCIIE «OPTaHU3AIHS ).

1.5. PaboTHHK, B COOTBETCTBMHM C 3aKOHOHATeIbCTBOM P®, Moxer OBITH INOIBEPTHYT
TUCHUIUTMHAPHOW, MaTepHaIbHOW, aJIMUHHCTPATUBHOM, I'PaXTaHCKO-IPAaBOBOHM M YIOJIOBHOM
OTBETCTBEHHOCTH.

1.6. I sBisieTcs MPHIIOKEHWEM K TPYIOBOMY IOTOBOPY C PabOTHHKOM IIPH YCIOBHH, YTO B
TPYZOBOM AOTOBOPE IPSIMO HA 3TO YKa3aHO.

2. TpeboBaHus K KBaIH(PHKALNH

2.1. Ha HODKHOCTH CeKpeTaps pPYKOBOAWUTENS IIPUHMMAETCS JMIO, HMEIOIIEee BBICIIEe
oOpasoBanme — OakamaBpuarT 1o crenuanbHOCTAM 7.46.03.02 JlokyMeHTOBeNCHHE H
apxuBoBenenue u 7.46.02.01 JlokyMeHTallHOHHOE ObeCTIeYeH e YIIPABICHHUS X apXHBOBEICHHE

N

BEICIIee 06pa3oBaHKe (HEMPOQWIBHOE) — GaKalaBpHaT M JOTIONTHHTENHHOE IPOhECCHOHATBEHOE
o6pa3oBaHHe MO JIOMOTHHTENBHEIM [POGECCHOHATHHBIM IpOrpaMMaM HIpoheCCHOHATBHOU

IEPENOATOTOBKH 110 HpO(bI/IJ'IIO OCATCIIBPHOCTH

nin

cpenHee MpodecCHOHAIBHOE 00pa3oBaHKe — MPOrpaMMbl IOATOTOBKH CIICIHAITHCTOB CPEAHETO
3BeHa Mo coemuanbHOCcTAM 7.46.03.02 JIOKyMEHTOBEICHHUE M apXMBOBCIICHHC H 7.46.02.01

HOKYMCHT&HI/IOHHOC obecrieueHre YIIpaBJICHHUS H apXHBOBEICHUE

U

cpenHee mnpodeccHoHaNbHOE 00pasOBaHHE (genpouiabHOE) — MPOrpaMMbl IOATOTOBKH
CIIEIMATACTOB CPENHEro 3BeHa M IOMONHHTENBHOE MPO(ECCHOHAIBHOE obpazoBaHHE IIO



JIOTIOJIHATENBHBIM TIPO(ECCHOHATBLHEIM MporpaMMaM NpoGeCCHOHATBHOH IEPENOArOTOBKH 10
IpOGUITO NEATETHHOCTH.

2.2. Tpe6oBaHHs K ONBITY MPAKTHYECKOM paboThl: He MEHee JBYX JIET BBIIONHEHHSA paboT mo
OpraHM3alldAOHHOMY M JOKYMEHTAI[MOHHOMY OOECIEYEHMIO JEATENBHOCTH pPYKOBOJUTENS
OpraHu3alliy IpH cpeIHeM podecCHOHATbHOM 00pa30BaHKH.

2.3. PaboTHUK IOKEH 3HATH:

e cCrenu(pHUKy OCHOBHOU JESTEIFHOCTH OpraHU3allky;

e OCHOBHI AJIMMHHCTPATHBHOIO IIpaBa ¥ TPYJOBOIO 3aKOHOJATENbCTBA Poccuickon
Oenepanuy;

e PYKOBOJMSIIMHN COCTaB OpTraHU3aIUH U €€ IOApa3IeIICHUH;

e (pyHKIIMM CAMOMEHEIKMEHTA,;

e IIPHHIIMIIEI U IPaBHJIA INIAHUPOBAHHUS pab04YeEro BpEMEHH,

e METOJIEI IIOCTAHOBKH IIENEH;

e TIpaBHJIa IPOBEIEHMUS JIETOBBIX IEPETOBOPOB;

o o0coGeHHOCTH OGOpPMIIEHMS IUIAHMPOBINMKA (Ha OIEKTPOHHOM M OyMaxHOM
HOCHTEISX);

e OCHOBHI YIIPABJICHUSI BPEMEHEM,;

o Tene(OHHBIE KOHTAKThl PyKOBOJHUTEILS,

o (hyHKITMH, 331aUW, CTPYKTypa OPraHM3alMK, €¢ CBA3H 110 BEPTUKAIX ¥ TOPU3OHTANH,

e IpaBHIa B3aUMOJEHCTBHS C [APTHEPAMH, KIHMEHTaMH, CDEICTBAMH MacCOBOH
uH(popMaIuy;

e IpaBWJIA IIOJIEPIKAHNS U PA3BUTHS MEXIMIHOCTHBIX OTHOLICHHUH;

e IIpaBHJIa POBEIEHHUS JIEIOBBIX IIEPETOBOPOB;

e IpaBHIIA 3AIUTHI KOHDHASHINANIBHOK HH(POPMAIIUH;

e IIOPAMOK MOATOTOBKHU M NPOBENECHHS KOMaHAUPOBOK;

o TIOPAIOK OGOPMIIEHHS JTOKYMEHTOB Ji KOMaHIUPOBKH M OTYETHBIX JOKYMEHTOB IO
KOMaHIHPOBKE PYKOBOIMUTEILS,

e JICIIOBOM IIPOTOKOJI,

e OTHKY JEJIOBOTO OOIIEHUS,

e IIpaBHJIa OPTAHU3AINHY [IPHEMA IIOCETUTENEH;

e IIpaBHJIA JETOBOTO OOIIECHHU;

e IIpaBHUJIa PEUEBOIO STHKETA,

e IIpaBHMIAa YCTAHOBIEHHS KOHTAKTa, MOMACPKAHUA H PAa3sBUTHS MEHUIMIHOCTHBIX
OTHOIIECHUH;

o CIDYyKTypy OpTaHM3alM{ K pachpefieneHHe GYHKIHH MEXAy CIPYKTypPHBIMH
HO/Ipa3IeTICHUAMHY Y CIIEIHATUCTAMHU;

e IIpaBMIIa OPTAHHM3AIMK IIPHEMOB B Ouce;

e STHUKET ¥ OCHOBBHI MEXIyHApOIHOI'0 MPOTOKONIA;

o IIpaBHJIa CEPBUPOBKU YAHHOTO (koheHHOro0) CTONA;

e IIpaBHJIa IPUTOTOBJIEHHS M IIO/I@9H OPSIMX HAMMMTKOB U 3aKyCOK K HUM,

o IPABHJIA 3AITUTHI KOHQHICHIHATLHON CITyKeOHOH uHpopMaLuy;

e o0b6mue TpeboBaHMs K CPOKAM HCIIOJHEHHsS NOKyMEHTOB H KOHTPOJIBHBIM GbyHKIHIM
CITyKOBI JOKyMEHTAIIHOHHOTO obecreueHus;

e IIPHHIMIIEL, CIIOCOOE! HH)OPMUPOBAHHSA COTPYAHUKOB;

e VIpPaBIEHYECKYIO CTPYKTypy OpraHM3aluy, PyKOBOACTBO opraHu3aruy, 00pasibl
IOJIIUCEN PYKOBOJAIIUX COTPYAHHUKOB, KPYT HX [OJTHOMOYMM M OTPaHHUYEHHUS 30H HX
OTBETCTBEHHOCTH,

e JIOKAJbHBIE HOPMATHBHBIE aKTHI OpPraHU3aAIlNH; ’

o TpeGOBaHUA OXpaHBI TPYZa, IIPOM3BOJICTBEHHOM CaHWTApHH, MPOTHBOIOXKAPHOH

3AIUTHI,



e OCHOBBI TPABUJILHOM OpraHU3AIMH TPy ¥ METO/IBI OBBIIEHNS €r0 3p()EKTHBHOCTH;

e OCHOBBI D)PrOHOMHKH odrca i (pIOpUCTHKY;

e CTaHIAPTHI U PEKOMEHAAIMH 110 000PYIOBAHUIO O(QUCHBIX TOMEIIEHHMH;

e COCTaB OPTraHU3AMHOHHON TEXHHUKH, €€ YCTPOUCTBO U IOPSANOK pabOTEI C HEH;

e IPaBOBBIE OCHOBHI YIpaBIeHUS (OCHOBBI aJMHMHHMCTPAaTHBHOIO, TPYIOBOTO H
IPaXIaHCKOTO MTPaBa);

e HOPMATHBHBIE  TNpPaBOBBIE  aKTHl,  HOPMAaTUBHO-METOJMYECKHME  JOKYMEHTEHI,
rOCyJapCTBEHHbIE CTAHOApPTHI, ONPENEIIOIUE MOPANOK JTOKYMEHTAIHOHHOIO
obecreyeHus yIpaBIcHHs;

e IIpaBHUJIa JOKYMEHTAIIHOHHOTO 00eCTI€YeH s AEATENBHOCTH OPTraHU3alliH;

e OPAIOK paboTHI C JOKYMEHTAMH;

o TpeOOBaHUs], MpEAbSBISEMble K IOKyMEHTaM B COOTBETCTBHHM C HOPMATHBHBIMH
MIPaBOBBIMH aKTaMH U TOCYJapCTBEHHBIMU CTaHIapTaMH;

e IpaBHJIa COCTAaBJEHHS OPraHU3AMOHHBIX JOKYMEHTOB (ITIOJIOXKEHMH, HMHCTPYKIIHM,
pErIaMeHTOB);

e BHIBI JOKyMEHTOB, UX Ha3HAUCHHE;

e OCHOBHI JOKYMEHTHOM JIMHTBUCTUKHY;

e COBpEMEHHBIE HH(POPMAIIMOHHEIE TEXHOIOTHH PabOTEI C JOKyMEHTaMK

o IOPAIOK pabOThI C JOKYMEHTaMH, CXEMBI JOKYMEHTO000POTa;

e IIpaBHJIA pabOTHI C BXOISIIAMH, HCXOAIIUAMH U BHY TDEHHUMH TOKYMEHTaMH;

o IIpaBUlia OpPraHW3alM{ KOHTPONS HCIOJIHEHHS JOKYMEHTOB ¥ THIIOBEIE CPOKH
HCITOJTHEHHUS JOKYMEHTOB;

e IpaBHIa COCTABJEHHMs AHAIMTHYECKHX CIPaBOK II0 OpraHu3aldd paboTel ¢
JOKyMEHTaMH ¥ KOHTPOJIO UCIIONHEHUS TOKYMEHTOB;

e IpaBHJIA CO3/IAHMS U BeIeHUs 6a3 JTaHHBIX CITyXKeOHBIX JTOKYMEHTOB B OpraHH3alliy;

e CHCTEMEI BJIEKTPOHHOT0 JOKyMEHT0000POTa,;

e CHCTEMEI CKOPOCTHOTO ITACHMA,;

o <...>.

3. lo/zKHOCTHBIE 00513aHHOCTH

3.1. PaGoTHUK BBIIOJNHSET NEHCTBHA B paMKax TPyOOBOH (GYHKIHHM MO OKa3aHHUIO NOMOIIX
PYKOBOJIUTEITIO B INTAHUPOBAHUM PabO9Ero BpeMEHH:

o BHOHpaeT (OpMBI IIaHMpOBaHMS W OQOPMICHHE ILIAHWPOBIMKA (OpraHaizepa)
PYKOBOJIUTEILS;

¢ BHOCHT HH(OPMAIHIO B INIAHUPOBIIUK (OpraHai3ep);

e COIJIACOBBIBAET C PYKOBOJMTEIEM BpEeMs ILIAHKPYEMBIX JIEHCTBUH;

e COIJIACOBEIBacT Tele(OHHBIE IEPETOBOPEI, BCTPEUM U MEPONPHUATHA C MapTHEPaMH,
KITHEHTaMH, PYKOBOIUTEISIMY HOpa3IeleHui U COTPY THUKaMH;

o uH(pOPMHUPYET PYKOBOIHUTENS O PErllaMEHTe HAMEUEHHBIX MEPOTIPHSATHHI;

e IpeaynpexaacT o IPUOTMKEHUH BPEMEHH HaMEUECHHbIX MEpOTIPHSTHH;

o (OpMHpYET pe3epB BpEMEHH I HEIPEIBH/ICHHBIX CHTYalluk;

3.2. Pa6OTHHK BEIOMHSIET ASHCTBHS B paMKax TPYAOBOH (QYHKIHH IO IIIAHUPOBAHUIO pabouero

IOHA CEKpeTaps:

o BBIOMpaeT u 0HOPMILIET ILIAHHPOBIIUK CEKPETaps;
e BeJeT JHEBHHUK (HA 3MEKTPOHHOM H (M) OyMaXHOM HOCHTEJIE);
e COINacyeT IUIAHHI C IUIAHAMH M CPOKaM¥ PabOTE! PyKOBOAHTEILT;
o pacmpenenser pabodee Bpems (Ha JCHb, HENIEIO, IIEPCIIEKTUBY );
e IIEPEHOCHT HEBHIOIHEHHbIE 3aIlITaHUPOBAHHBIC 3a11a'TH;

e BBIMOJIHAET THUIIMYHBIE €XKEIHEBHEIC NIEJIA;



3.3. PaGoTHMK BBIIONHSET MACHCTBHA B paMKaxX TpPyHZOBOM (YHKIMH IO OpraHU3alluy
TeJle()OHHBIX IEPETOBOPOB PYyKOBOIUTEIS:

e BegeT 6a3y Tene(OHHBIX KOHTAKTOB PYKOBOAUTEILS;

e COEIUHSET PYKOBOAMUTENS C KOHKPETHBIMU aOOHEHTAMH;

e TOTOBHUT MaTepHAaJIBI IS TeIe(OHHBIX IIEPETOBOPOB PYKOBOIUTEIL;

e PETHUCTPUpYET IMOCTYMAOIKE B IPUEMHYIO Tele()OHHbIE 3BOHKH;

e TEpEHANpaBNIAET OTAENbHBIE Tele(OHHbIE 3BOHKH 3aMECTUTEIIM DYKOBOIUTENS H
COTpYTHHKAM;

e TONy4YaeT HeoOXomuMyl0 HHGOpPMAalWIO M IepefaeT  CaHKIHMOHHPOBAHHYIO
HHGOPMAITHIO 110 TeNnehoHy;

e yCTaHABIMBAacT KOHTAaKT C COOECETHHKOM, IIOIJEPKMBACT M Pa3BHUBAET IEIOBYIO
6ecemy B mpoiiecce TeaehOHHBIX IEPETOBOPOB;

e OKa3BIBaET IIOMOINL PYKOBOMUTEIO IPH OpPraHW3allMd M IIPOBEICHUH TeNE(POHHBIX
MIEpErOBOPOB M BHICOKOH(DEPEHITHH;

3.4. PaGoTHHK BBHIIONHAET [EHCTBHS B paMKax TPYAOBOM GYHKIHM II0 OpraHHM3alluH
KOMaHTUPOBOK PYKOBOIUTEILS:

e TOTOBHT IPOEKT CIIyKeOHOTO 3aJaHUs PyKOBOAUTEIS,

e TOTOBHT IPOEKT IPHKa3a O CIykeOHOH KOMaHIMPOBKE;

o ohopMIsSET KOMAHAMPOBOYHOE YHOCTOBEPEHHE M  PETHCTPUPYET €ro IpH
HEOOXOIHUMOCTH;

e TOTOBHT JOKYMEHTHI Ha TOJy4YeHHE BU3BI, 3aTPaHUYHOIO IaCIIopTa;

e 3aKa3BIBAET JKEIE3HONOPOXKHBIE ¥  aBHAOWJIETHl, TOCTHHHIBL, TPaHCIOPTHOE
obecreueHne pyKOBOAUTENS;

e 0(hOpMIIET TPOrpaMMy IMOE3[KH, YTOYHAET OCOOEHHOCTH MPOTOKONA ITAHHPYEMBIX
MEPOIIPUITHH;

e TOTOBHUT JOKYMEHTEHI K ITO€3/IKE PyKOBOJUTEILS;

e YTOYHSET JaTy, JOJDKHOCTH, (haMHINK B IIPOrpamMMe KOMaHIMPOBKHY;

e mpopabaTHIBAET MapUIPyT PyKOBOJIUTENSA, YBA3BIBAET €0 C PACIMCAHHEM TPAHCIIOPTA;

o o6pabaThIBacT MaTepUaIbl KOMAaHIHUPOBKH, OPOPMIISET OTIET O KOMaHIHUPOBKE;

3.5. PaBOTHMK BBINOJHSET AEHCTBUS B paMKaX TPyJoBOM (YHKIHH IO OpraHM3alvk paboTHI C
[IOCETHTEISAMH B IPHEMHON PYKOBOJUTEIS:

e OpraHM3yeT JIMYHBIA IIPUEM OCETUTENEH PYKOBOIUTENEM;

e YCTaHABIMBAET MOPSIOK IIPHEMa IS PasIAIHBIX KaTeTOPHH TIOCETHUTENEH;

o BeJIET JKYPHAI IpeIBapHTENLHOM 3aMUCH Ha IIPHEM,

e PDETHCTPUPYET IIOCETHTETIEH;

e IIpOBEPSET MOJIHOMOYHS MPEICTABATENCH OPraHOB KOHTPOILA (nam3opa), IOpyTHX
OpPraHOB HCIONHHUTEIbHOH BIACTH PasHOrO ypOBHS: BHOCHT 3BAaHHC (IOIKHOCTB) U
®.J.0. mpeicTaBUTENs B JKYpHAl DPETMCTpalli, IO MOPYHYCHHIO PyKOBOAMTCI
YTOUHSET 3TH [JaHHbBIC B BEIOMCTBE, YKa3aHHOM B y[IOCTOBEPCHUH PEACTABUTCILA,

e COMENCTBYET ONEpATHBHOMY PACCMOTDPEHHIO NPOCKO M IpEIOKEHHAH OCETHTENCH H
COTPYJHHUKOB OpraHW3aIiH;

o OpraHu3yeT IPHEM JICTIOBBIX IIAPTHEPOB B oduce;

o oprammsyet oGCIIy)KHBaHNS PyKOBOJIHUTEIA 1 €T0 JCIOBBIX IAPTHEPOB B oduce;

o CepBHPYET YaitHbli (Ko(eHHBIH) cTol B odHce; i

e IIPUHHEMAET MEPHI IO COXPAHEHHIO KOMMepUECKOM TalfHEI B XOJIe IPHEMa MOCCTHTEIEH
H UX HaXOKISHUs B IpHEMHOM 1 KabuHeTe PyKOBOAUTEILT.



3.6. PaGOTHHWK BBHIIONHSET [OEHCTBHS B paMKax TPYAOBOM GYHKIHM [0 OpraHW3aluu
HCIIOHEHHS PEIIEHHH, OCYIIECTBIEHHE KOHTPOIIA HCIOTHEHHS OPYYeHH# PYKOBOAUTEIL:

e JOKyMEHTAIbHO 0(OPMIIIET PEIIECHU PyKOBOJAUTETIS,

e JIOBOJHT /IO CBeIeHUs pabOTHUKOB OpraHU3alluy PaCIOPHKEHUH PYKOBOIUTEIL;

e KOOpIHHHUPYET AEATENHFHOCTH 10 UCIIOIHEHUIO PEIIEHUA PYKOBOIUTEILS,;

e BEJIET CPOKOBOM TEKYIIUH U NMPETyNPEIUTENLHBIA KOHTPOJIB;

e IIPOBEPSET UCIIONHEHHUE MOPYUCHUH PYKOBOAUTETA B yCTAHOBJIEHHBIN CPOK;

e IIpedyHpekXIacT COTPYAHAKOB 00 MCTEUEHHMHM CpPOKa HCIIONHEHHS IIOpYYCHHH
PYKOBOITUTETLS,

o (hUKCHUpYET UCTIOIHEHHE IIOPYYEHHUH,

e COCTABJISET OTYETHI M aHAIMTHYECKHME CIIPABKH O BHIIOJTHEHWH IOPYYEHHH U PELICHAN
PYKOBOAUTETL.



