MyHununajabHoe OI0IKeTHOe 0011e00pa3oBaTe/ibHOE YUPekKIeHUe
MYHHIIUNIAJIBbHOT0 00pa3oBanus ropoa Kpacnonap rumuasus Ne 40

MOANMCaHO LUGPOBOI NOATHCHIOY
MYHULMNANHOE ABTOHOMHOE MyHULMTANBHOE ABTOHOMHO} TBep)K,Z[aIO
OBLLEOBPA30OBATE/IbHOE OBLLEOBPA3OBATE/IbHOE

YYPEXAEHWE MYHUUWMAJIBHOIO YYPEXEHNE MYHULIUNANIBHOT O 0 O
OBPA30BAHMA rOPOL OBPA30BAHWA roPO[ KPACHO[ﬂHpeKTOp MB y rI/IMHa3I/II/I N— 4
KPACHO[JAP TMMHA3UA Ne 40 TVUMHA3WA Ne 40 UMEHW BUKTOPA

VIMEHV BUKTOPA BYTIAKOBA  BYTTIAKOBA F.H.KbeMI/IHa

[lata: 2024.12.21 13:31:23 +03'00"

[Tpuka3 Ne 315 ot «01» centsa6psa 2018r.

JOJKHOCTHASA HHCTPYKIUA
CEKPETAPH JUPEKTOPA

1. O01mme moJ10KeHUsA

Ha nomxHOCTH CekpeTaps-MaIIMHUCTKU TNPUHUMAETCS JIMLO, HMEIOIIee
oO11ee cpe/iHee U CeualbHy0 NOJArOTOBKY MO YCTaHOBJIEHHOM MporpaMMe.

CekpeTapb-MallMHUCTKA MPUHUMAETCA U OCBOOOXKIAETCA OT JOJKHOCTH
JUPEKTOPOM TMMHA3UU.

CexpeTrapb-MalllMHUCTKA JOJDKHA 3HATH:

o HOPMATHUBHBIC TMPABOBBIC AaKThI, TOJOXKEHUS, HHCTPYKIIHH,
JIpYyTU€ PYKOBOISIIME MaTepualbl M JOKYMEHThl IO  BEICHHIO
JIEJIONPOU3BOCTBA B yUPEKICHUH, OpraHU3aliu;

° PYKOBOJASIIMN COCTAB OPraHU3alNM, €ro MOAPa3ACICHUM;

° MAaIlIMHOINCE;

° npaBuiia opdorpaduu U MyHKTYaIHH;

° MOPSIZIOK PacIoNOKEHUsI MaTepuaa Ipyu MevyaTaHuK pa3iiuHbIX
JIOKYMEHTOB;

° npaBWjia Te4aTaHUs JICJIOBBIX IHCEM C HCIOJIb30BAHUEM
TUTIOBBIX (popMm;

° MpaBuia KCIUTyaTalldy, MUIIYIIAX MAIIWH, BBIYUCIUTEIHHON
TEXHUKH, TUKTO(POHOB, MAarHUTO(OHOB,;

° npaBuia MOJIb30BAHMS MIPHUEMHO-TIEPETOBOPHBIMH
YCTPOMCTBAMU;

° CTaHJapPThl YHUDUIIMPOBAHHOW CHUCTEMBbI OpPraHU3alMOHHO-
pacnopsAuTEIbHON TOKYMEHTAIIUH;

° MpaBujia BHYTPEHHETO TPY/IOBOTO PACIIOPAIKA;

° OCHOBBI HAYYHOW OpraHU3ALNU TPYIa;

° npaBWjia U HOPMBI OXpaHbl TpyJa, TEXHUKH OE30MACHOCTH,

MIPOU3BOJICTBEHHON CAHUTAPUM U MIPOTHUBOIIOXKAPHOM 3aIUTHI.
2. JIOJI2KHOCTHBIE 00SI3AHHOCTH

CekpeTrapb-MalIMHUCTKA'



o BBIMOJHSACT TEXHUYECKHE (PYHKIHH 1O OOECHEUYCHHUIO H
00CITy>)KUBAaHUIO paOOTHI AUPEKTOPA TUMHA3UU WM €0 3aMECTUTENEH;

J HOJy4aeT HEOOXOJUMBIE  PYKOBOIUTENIO  CBEIEHHS  OT
NOJPa3/IeICHUl WM  UCIIOJIHUTENICH, BBI3BIBACT [0 €ro IOPYyYCHUIO
pabOTHUKOB;

o opraHuszyer  Tele()OHHBIE  IEPETOBOPHI  PYKOBOIMTEIS,
OpUHUMAET U TepelaeT TeaeGOHOrPaMMBI, 3alUCHIBAET B €T0 OTCYTCTBHE
OpUHATBIE COOOIICHUS U JOBOJUT 1O CBEACHUS PYKOBOJUTENS WX
CoZIepKaHuUE;

J OCYIIECTBIISIET pabOTy MO MOJArOTOBKE 3aceJaHUi M COBEIAHUH,
NPOBOJUMBIX  pYKOBOmuTeNneM  (cOOp  HEOOXOAMMBIX  MaTepHaloB,
OIOBEIIIEHNE YIaCTHIUKOB O BPEMEHHU, MECTE U MTOBECTKE IS 3aCCIaHMs HITH
COBCIIAHWUS, UX PETUCTPAIs), BeACT U 0(HhOPMIISIET IPOTOKOJIBL.

o oOecrieunBaer pabodyee MECTO PYKOBOJUTENS KaHUEISIPCKUMU
NPUHAAICKHOCTAMHU, CPEICTBAMH OpPTaHMU3AallMOHHOM TEXHUKH, CO3HAeT
YCIOBHS, CIIOCOOCTBYIOMIKE €ro 3h()EeKTUBHOM paboTe;

o neperaer M OpUHUMAET HMHPOPMAIMIO 1O  MPHEMHO-
MIEPErOBOPHBIM YCTPOICTBAM;

o reyartaeT 1Mo yKa3aHUI0 PYKOBOJUTEIS PAa3IMYHbIC MaTEPUAIIbL;

o BEJIET JICTIONMPOU3BOJICTBO, MPUHUMAET MOCTYMAIOUIYI0 HA UMS

PYKOBOAUTEISA KOPPECHOHACHUNIO, OCYIIECTBISIET €€ CUCTEMAaTU3alHi0 B
COOTBETCTBUM C IPHUHATBIM B TMMHA3UMU NOPSAKOM U IIEPENAET IOCIIE €€
pacCMOTpPEHHs] PYKOBOAUTEIIEM B IMOJAPA3ACICHUS WIA KOHKPETHBIM
UCTIOJIHUTEIISIM  JIJIS  UCIIOJIb30BaHUSI B Mpolecce HuX paldoThl JHOO
IIOATOTOBKM OTBETA, CJIEAUT 34 CPOKAaMH BBINOJHEHUS MOPYUYEHUU
PYKOBOAUTEIISA, B3SIThIX HA KOHTPOJIb;

o MPUHUMAET JIOKYMEHTHI HA MOJMKUCh PYKOBOJIMTENS U JIMYHBIE
3asIBJICHUA TPYIALINXCS;
o OpPraHu3yeT MpPUEM T[OCETUTENCH, TMPOABISASI NPU ITOM

TaKTHYHOCTh U BHUMAHUE K HHUM, COJCHCTBYET OIEPATUBHOCTHU
PacCMOTPEHHUsI POCKO U MPEIIOKEHUN PAOOTHUKOB;

o dbopMupyeT nena B COOTBETCTBHM C  YTBEPXKICHHOMH
HOMEHKJIaTypO#, 00ecIeunBaeT UX COXPAaHHOCTh M B YCTaHOBJICHHBIE CPOKHU
ClIaeT B apXUB.

3. IIpaBa

Jlenonpou3BOAUTEH UMEET MPABO:
e [ofdyd4aTb OT CHENUAJUCTOB TUMHA3UW  HWHOOpMAIHIO,
HEOOXOAMMYIO JIJIsi OCYIIECTBICHUS CBOEH JCSATEIHHOCTH;
e TpeboBaTh OT pYKOBOJACTBA OKa3aHUS COJCHCTBUS B
UCIIOJTHEHUU CBOMX CITY>KEOHBIX 00513aHHOCTEH.

4. OTBEeTCTBEHHOCTH



«

»

CekpeTrapb-MalllMHUCTKA HECET OTBETCTBEHHOCT:

o 3a HEHUCIOJIHEHUE WJIM HEHAIJICKAIEEe HCIOJHEHUE CBOUX
00s3aHHOCTEH,  MPEJYCMOTPEHHBIX  HACTOSIIEH  WHCTpyKLIMEH, B
COOTBETCTBHH C IEVCTBYIOLIUM TPYAOBBIM 3aKOHOATENBCTBOM;

o 3a MPAaBOHAPYILIECHHSI, COBEPIIEHHBIE B MEPUOJ OCYIIECTBICHUS
CBOEH JI€ATEIBbHOCTH, B COOTBETCTBUM C JACHCTBYIOIIMM TI'PaXKIaHCKUM,
aJIMUHUCTPATUBHBIM U YTOJIOBHBIM 3aKOHOJIATEIECTBOM;

o 3a MPUYMHEHHE MaTepHajJbHOro yiiepda B COOTBETCTBUU C
JEUCTBYIOIIUM 3aKOHOJATEIbCTBOM.

C uHCTpyKIIMEH 03HAKOMJICHA:
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(MomuCH) (pacurudpoBKa MOITUCH)
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