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1. O0mue moJ10KeHUA

1.1. Hacrosimee Ilonoxxenue o mopsiake BeAEHUS TUYHBIX el padoTHUKOB MBOY
«Xanrum-tOprosckass CHI» (manmee — mikosia, o01ieoOpa3oBaTelibHasi OpraHU3aIus),
pa3paboTaHo B coOTBeTCTBUM ¢ DenepanbHbiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6
obOpazoBanuu B Poccuiickoit ®@enepanuny, denepanbubiM 3akoHOM oT 27.07.2006 Neo
152 «O nepcoHaNbHBIX AaHHBIX», [Ipukazom PenepanbHOro apXWBHOTO AreHTCTBA OT
23 nexabpsa 2009 roma N 76 «O06 yrBepkaeHun MeTOAMYECKUX PEKOMEHJAIUM I10
pa3pabOTKe UWHCTPYKUUM 1O  JEJIONpPOU3BOACTBY B  (helepaidbHBIX  OpraHax
UCTIOTHUTENBbHON BracTu», YkazoMm Ilpesupenta ot 30.05.2005 Ne 609 «O6
yTBepxkAcHUN [losiokeHuss 0 MepPCOHANIBHBIX JAHHBIX T'OCYJAPCTBEHHOTO CIIYXKAaIlero
Poccuiickoit ®enepanmu M BEASCHUM €ro JUYHOTO JAena», TpynoBeim Komekcom
Poccuiickoit @enepannu, KosnekTuBHbIM J0roBopoM, YcraoM MBOY «XaHruii-
KOprosckas CIL» (nanee — mkosna, o0mieoOpazoBaTeabHasi OpraHUu3alys).

1.2. Tannoe I[TonoxxeHue omnpesensieT MOpsI0K BEICHUS JIMUHBIX JIeJ MeJaroroB u
UHBIX COTPYIHUKOB U paOOTHUKOB IIIKOJIBI, OMIPEACIISIET OPSI0K (OPMUPOBAHUS, yUETa
U XpaHEHHWs, BbIAYM JIMYHBIX JIeI BO BPEMEHHOE TIOJIb30BaHHE, a TaKkKe
OTBETCTBEHHOCTh, IIpaBa PaOOTHUKOB U JUPEKTOpa 00pa30oBaTEIbHON OpraHU3aIIHH.

1.3. Hacrosimee IlonoxeHne yTBepkKAAeTcs MPUKA30M IO IIKOJE U SBISETCS
00s3aTENBHBIM ISl BCEX KATETOPHI 1MeIarornyecKuX 1 APYTruX COTPYIHUKOB IIKOJIBI.

1.4. Benenue NHWYHBIX J€JI MENAaroroB M COTPYAHUKOB IIKOJIBI BO3JIaraeTcsl Ha
CIEHUAIINCTA 10 KaJIpaM.

1.5. JIuyHoe neno — OCHOBHOM JOKYMEHT NEPCOHAIBHOTO YYeTa, COJEpKallui
HanOoJiee TIOHBIC CBEICHHS O paOOTHHUKE 00pa30BaTENbHOW OpraHu3allid M €ro
TPYIIOBOM JESATENbHOCTH. B JMYHOE €70 BHOCATCS CBEACHUS, CBSI3aHHBIE C
MOCTYIUICHHEM Ha pabOTy U YBOJbHEHHUEM.

1.6. CBeneHus, cofepkalirecss B JJUYHOM JIesie, OTHOCATCS K KOH(HICHITHATBHOMN
uH(pOpMAIH, IMEIOT OTPAHNYCHHBIN JOCTYI U Pa3TIalIeHUIO HE TTOIJIeXkKaT.

1.7. Jluanoe neno BeneTcs B TEUEHUE BCETO Meproia paboThl paOOTHHKA.

1.8. Benenue HECKOJIBKMX JIMYHBIX J€1 OJHOTO paOOTHHKA 00pa3oBaTeIbHOU
OpraHu3aluy HE IOMYyCKAETCs.

2. Illopsinoxk popMUPOBAHUS JTUYHBIX /IeJI COTPYIHUKOB

2.1. ®opmMUpOBaHME  JIMYHOTO  JIeJIa  IENaroroB W COTPYAHUKOB
o011e00pazoBaTeIbHON OPraHU3AIMN TPOU3BOAUTCS HEMOCPECTBEHHO TOCIIE TPUEMA B
0011e00pa3oBaTeIbHYI0 OPTaHU3ANMIO WM TIEPEeBOJa TMENaroroB U COTPYAHUKOB W3
Ipyroit o0pa3oBaTeIbHON OpraHU3aIUu.

2.2. B cOOTBETCTBUM C HOPMATUBHBIMHU JOKYMEHTAMU B JIMUHbIEC JI€JIa [1€/1ar0OroB 1
COTPYJIHHUKOB IIKOJIbI, BKJIAABIBAIOTCS CIEAYIONIUE JOKYMEHTHI:

Il nedazoeos:



* 3asBJICHHE O IpHEME Ha padoTy;

* 3asIBJICHUE O COTJIaCUM Ha 00pPa0OTKY MEPCOHAIBHBIX JAHHBIX ME1arora;

*CIlpaBKa O HAIUYUMU (OTCYTCTBUU) CYAUMOCTH U (W) (akra yrojJoBHOTO
Mpecie0BaHus, BbIJAHHOTO COOTBETCTBYIOIIUM OPTaHOM MPaBOMOPSIIKA;

* apToOuorpadus;

* KOIUSI TAaCMOpTa WK UHOTO JIOKYMEHTA, YIOCTOBEPSIOIIETO JTUYHOCTh;

* KOIUSI CTPAXOBOI'O CBUETEILCTBA MEHCUOHHOTO CTPAaXOBaHUS,

* KOIUSI UACHTU(HUKAIIMOHHOTO HOMEPA HAJIOTOTIATEIIbIIUKA;

* KOIUSI IOKYMEHTa BOMHCKOTO yueTa (711 BOGHHOOOS3aHHBIX);

* KOIUSI CBUJIETEILCTBA O 3aKJIIOUCHUU Opaka (IIpu HAJTUYKH ),

* KOIUSI CBUJIETEIILCTBA O POKIACHUU JeTel (TIpU HAIMYUHN ),

* KOIUU JIOKYMEHTOB 00 00pa30BaHUH;

* KOIUU JOKYMEHTOB O KBaJIU(UKAIMU WM HAJIUYWE CIElUAbHBIX 3HAHUU (TpH
HaJIMYuN ),

* KOITUM aTTECTAIMOHHBIX JTUCTOB (IIPU HAJTUYUN);

* KOITUM JIOKYMEHTOB O Harpa)kJaeHuu (Mpy HAJIUYUN);

* XapaKTEePUCTUKH, PEKOMEHIaTeIbHbIE TTHChMa (TIPY HAIMYUHN ),

* IpUKa3 O pueMe Ha padoTy;

* IpUKa3 O TIEPEBO/IE HA UHYIO JTODKHOCTD (TIPU HAJTMYHH);

* IOJHDKHOCTHASE MHCTPYKIMS (IODKHOCTHBIE MHCTPYKIIMU C MOMEHTAa Ha3HAYEHUs
Ha BCE JOJIKHOCTH);

* TPyAOBOW  JOTOBOp (C  TMOCIEAYIONIMM  BKIIIOYEHHEM  JIOMOJHUTEIBHBIX
COTJIAIICHUH K TPYZOBOMY JIOTOBOPY);

* TPYZOBYIO KHUXKKY;

* MEIUITMHCKYIO KHIKKY.

s pabomnuxos:

* 3aBJICHHE O TIpHiEME Ha padoTy;

* 3aBJICHHE O COTJIaCHH Ha 00pabOTKy MepCOHANBHBIX TAHHBIX ME/1arora;

*CIpaBKa O HamW4UM (OTCYTCTBHHM) CYAMMOCTH W (Wiau) (Qakra yroJoBHOTO
Mpeciae0BaHus, BIJAHHOTO COOTBETCTBYIOIIUM OPraHOM IIPaBOIMOPSIAKA;

* apToOuOTpadus;

* KOIUSI TacNopTa WK UHOTO JOKYMEHTA, YIOCTOBEPSAIONIErO JTUYHOCTH;

* KOIUSI CTPAXOBOI'O CBUAETEIHCTBA MEHCUOHHOTO CTPAXOBaHUS;

* KOsl UACHTU(UKAIIMOHHOTO HOMEPA HAJIOTOILIATEIbIITNKA;

* KOIUs JOKyMEHTAa BOMHCKOTO y4eTa (JI711 BOEHHOOOS3aHHBIX);

* KOIUSI CBUJETEIBCTBA O 3aKJIIOUCHUU Opaka (Ipy HaIU4KH );

* KOIUSI CBUJIETEIBCTBA O POXKACHUU ATl (MpHU HAIUYHUN );

* KOIIUU JIOKYMEHTOB 00 00pa30BaHUH;

* KOIUU JIOKYMEHTOB O Harpa)KJeHuu (Ipy HAJIUYUN);
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* XapaKTEPUCTUKH, PEKOMEHaTeIbHbIE THChMa (TPU HAIUYHUN );

* IpUKa3 O IMpueMe Ha padoTy;

* IpHUKa3 O NEPEBOJIE HA UHYIO JOHKHOCTD (TIPH HAJTMYHH);

* TOJDKHOCTHAST MHCTPYKIMS (OJDKHOCTHBIE MHCTPYKIIMA C MOMEHTA Ha3HAauYCHUS
Ha BCE JOJHKHOCTH);

* TPYJIOBOM  JTIOTOBOp (C  TMOCHEAYIOUIMM  BKIIOYEHUEM  JIOMOJHUTEIBHBIX
COTJIALIIEHUM K TPYJOBOMY JOTOBOPY);

* TPYJIOBYIO KHUXKKY;

* MEJIUIIMHCKYIO KHUXKKY.

Pabomooamenv ogpopmnsem:

* TPYJIOBOM JJOTOBOP B JIBYX DK3EMILISPaXx;

* IpUKa3 0 IMpueMe Ha padboTy (0 MepeMeINIeHUr Ha JPyrue JOJKHOCTH ),

* TMYHYI0 KapTouky Ne T-2;

* TOJDKHOCTHYIO MHCTPYKITHIO B IBYX SK3EMILISIpax.

Pabomooamenwv snaxomum:

* C HOPMATUBHO-TIPABOBBIMH JOKyMEHTaMH IKOIbI (YcraBoMm, KOIEKTHBHBIM
noroBopowm, [IpaBunaMu Tpy0BOTO paclopsika U Jp. JOKaJTbHBIMUA aKTaMu);

* C IOJDKHOCTHOW MHCTPYKIIUEH;

* IPOBOJIUT BBOJHBIN MHCTPYKTaXK, MHCTPYKTAXK MO OXpaHEe TPyAa, UHCTPYKTAXK 1O
IPOTUBOMOKAPHOI O€30MaCHOCTH.

2.4. IlepBuunoe odopmMIIeHHE JTUYHOTO Jejia MPeyCMaTPUBAET:

* IPUCBOEHUE JIMYHOMY JIeJly HOMEpPA COrJAcCHO >KypHajy yd4eTa JIMYHBIX HAEl
(npunioxenue Ne 1);

* IpOCTaBJICHUE Ha OOJOXKKE JUYHOro jaerna (mpuioxkeHue Ne 2) creayrommx
PEKBU3HTOB:  HMHAEKC JAena (B COOTBETCTBUM C  HOMEHKJIATypoHM  zel
o01eo0pa3oBaTeIbHONW OpraHU3alliy; IMOJHOE HAaMMEHOBaHHE O0Ie00pa3oBaTEIbHOM
OpraHu3alliy; HOMEp JHUYHOro Jena; (amuwius wuMsS OT4eCTBO pabOTHUKAa B
MMEHUTEIILHOM TajeXe; JaThl — TOJ Hadala W ToJ OKOHYAHUS BEJCHUS [eja;
KOJIMYECTBO JIUCTOB; CPOK XpPAHEHUS,

* IOMEUIEHUE JOKYMEHTOB, IMOJJIEKAIIUX XPAHEHHUIO B COCTaBE JMYHBIX JEN, B
XPOHOJIOTUYECKOM MOPSJIKE:

BHYTPEHHSISI OMKUCh TOKYMEHTOB Jena (mpuiioxenue Ne 3);
JUYHBINA JIUCTOK MO YYETY KaJapoB (mpriioxkeHust Ne 6);
3asBJICHUE O TIpUeMe Ha padoTy;

pUKa3 o Mpueme Ha padoTy;

YV VYV VYV

TPYZ0OBOM JOTOBOD;

> JIOTOBOP O MOJHOM MaTepuaibHOW OTBETCTBEHHOCTH (€ciii pabOTHUK —
MaTepuaibHO OTBETCTBEHHOE JIUIIO);

> XapaKTEPUCTUKU U PEKOMEH/IaTeNIbHbIC MHUChMA;
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> corjlacue Ha o0pabOTKy MEePCOHANIbHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, TOMEIICHHBIX B JINYHOE JIE€JI0, MOJIEKAT HyMEpaLUU.

2.6. C nenbio obecrieueHus HauiexKaliel COXpaHHOCTH JTUYHOTO Jiejia MejaroroB u
COTPYIHUKOB 001Ie00pa30BaTeIbHON OpraHu3aluyd U yA00CTBAa B OOpallleHUH C HUM
npu GOPMHUPOBAHUU JOKYMEHTHI MMOMEMIAIOTCS B OTAENbHYIO manky. [Ipu yBoJbHEHUH
pabOTHUKA MPOIIUBAIOTCS HUTKAMH U CIIAIOTCS B APXUB.

2.7. BHyTpeHHsSSI ONUCh JOKYMEHTOB, HMEIOLUIUMXCS B JUYHOM JIee, AOJDKHA
collepKaTh CBEJIEHUS O MOPSJIKOBBIX HOMEpax, HAaUMEHOBAHHUSIX JOKYMEHTOB Jelna,
KOJIMYECTBE JINCTOB, JIaTaX BKIIOUEHUS JOKYMEHTOB B JIMYHOE JIE€J0 U U3BATUA U3 JIeTa,
a TaKXe K€M U3bST JJOKYMEHT U M0 KaKOW IMpUUYMHE.

2.8. BHyTpeHHS ONKMCh COCTABISETCS HA OTAEJIBHOM JINCTE MO YCTAHOBJIEHHOM
¢dopme. JINCTBI BHYTPEHHEH ONUCU HYMEPYIOTCS OT/AEIBHO.

2.9. Ilpu moAroToBKe JUYHBIX JIeN K Mepeade Ha XpaHEeHUEe K BHYTPEHHEH OMHUCH
COCTaBIIIETCA WTOTOBAasl 3alUCh, B KOTOPOW yKa3bIBaeTcs LU(PpaMH U TPOIHUCHIO
KOJIMYECTBO BKJIIOUEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB JIea.

3. Ilopsinok BeeHMsl JIMYHBIX JIe] MeIaroroB U COTPYAHUKOB

3.1. JlugHOE A€o MeIaroroB U COTPYAHUKOB 00IIe00pa30oBaTeIbHON OpraHu3aluu
BeJIeTCS B TEYCHHE BCEro Iepuojaa padOThl KaXKIOro Ieaarora W COTPYJAHHKAa B
0011e00pa3oBaTeIbHON OpraHU3aIIH.

3.2. JlanmpHe#liee BEAEHHWE JIMYHOTO Jiefla [eJaroroB MU COTPYAHUKOB
o01eo0pa3oBaTeIbHOW ~ OpraHU3alMK  MpeaycMaTpUBaeT IOMEIICHHE B JIEJI0
JIOKYMEHTOB, OOpa3yloIuxcsi B Iporecce paboued NEITEIHPHOCTH W HMEIOIIUX
3HAYEHUE JJISI TPYJOBBIX OTHOIICHMIA:

* TOMOJTHEHUE K TMYHOMY JIUCTKY T10 YYETY KaJpOB;

* TONIOJTHUTEIIbHBIEC COTJIAIICHUS K TPYI0OBOMY JIOTOBOPY;

* KOIIUM TPUKA30B IO JIMYHOMY COCTaBy, KOTOpBIE KacalTcsl MeJaroroB M
COTPYIHUKOB 0011€00pa30BaTeIbHON OpPTraHU3aIINH;

* OT3BIBBI JIOJDKHOCTHBIX JIMIl O TIEJAAarore M COTPYAHHKE 00IIeo0pa3oBaTeIbHON
OpraHu3aIluu;

* KOITUU JIOKYMEHTOB O TIOBBIIICHUH KBAJIU(UKAIINN;

* KONTUU CEPTUPUKATOB, TPAMOT;

* JIUCT — 3aBEpUTENb JieJa (COCTABISIIOT MPU Claue JTUYHOTO Jeja B apXUB);

* UHBIE JOKYMEHTHI.

3.3. B nenax obecrneueHusi KOHTPOJISI 32 COXPAHHOCTBIO U aKTyalbHOCTBIO JIMYHBIX
nen B o0iieo0pa3oBaTeNbHONM OpraHu3alu exeroaHo (He nmosaHee | kBapTama roja,
CJIEYIOIIETO 32 OTYETHBIM) IPOU3BOJUTCS MPOBEPKA UX HAIUYUUS U COCTOSIHHUSL.

3.4. ExeroHyr MOpOBEPKY COCTOSIHHUSI JIMYHBIX JI€JI HAa OPEAMET COXPAHHOCTHU
BKJIIOYEHHBIX B HEro JOKYMEHTOB IMPOBOJUT CIELHAIbHO CoO3JaHHass komuccusa. O
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MPOBEJICHHBIX MPOBEPKaxX JelaeTcss OTMETKa B JIUCTE O pe3yiabTaTaX €KeroJHOu
MPOBEPKU COCTOSIHHSI M HaJW4Wsl JMYHOTO jaena (mpuinokenue Ne 5) m coctaBnsiercs
akT. Pe3yiapTaThl MpOBEPKH JHMYHBIX €T B 00S3aTENBHOM TMOPSIKE TOBOISTCS [0
IupeKTopa o011eo0pa3oBaTeaIbHON OpraHU3altH.

4. Iopsiiok y4yéTa U XpaHeHUs JMYHBIX JIeJI eJJaroroB U COTPYAHUKOB

4.1. XpaHeHrue W y4eT JIMYHBIX el MeJaroroB M COTPYIHUKOB, OPTaHU3YIOTCS C
[ENbI0  OBICTPOro M 0€30IMO0YHOr0 TMOWCKA JIMYHBIX JIeJl, OOECIEeUEeHHS HX
COXpaHHOCTH, a TaKke oOecrevyeHrs KOHQUIACHIIMATbHOCTH CBEACHUN, COMEPKAIIIIXCS
B JIOKYMEHTaX JIMYHBIX JIe], OT HECAHKIIHOHUPOBAHHOTO JTOCTYyTIA.

4.2. JluuHble nela COTPYJAHHKOB XpaHSITCA B ceiide oO01eodbpa3zoBaTeabHOM
OpTaHu3aIINY.

4.3. TpynoBble U MEIUIIMHCKHUE KHIKKH XPAHATCS OTJEIBHO B ceide.

4.4. loctyn K JTUYHBIM JIeJlaM TMEJaroroB U COTPYIHUKOB 00IIe00pa3oBaTEIbHOM
OpraHM3allMd HWMEIOT TOJIBKO CEeKpeTaph, CIEIMUAINCT TIO0 KajapaMm, JHPEKTOp
o011eo0pazoBaTeIbHON OpraHu3aliy JU00 3aMECTUTENH JUPEKTOpa MPU UCIOIHEHUU
00s13aHHOCTEH TUPEKTOpa 001e00pa3oBaTeIbHON OpraHU3aIlUH.

4.5. Cucremaruzauus  JIMYHBIX  JIed1  [EJAroroB M COTPYAHMKOB
00111e00pa3oBaTeIbHON OPraHU3alUU TPOU3BOIUTCS B aji()aBUTHOM IMOPSIZIKE.

4.6. Jluynble Jena TENaroroB U COTPYIHUKOB  0011€00pa3oBaTeIbHOM
OpraHM3allu{, HMEIOLUX TOCYJapCTBEHHbIE 3BaHMs, I[PEMUHU, HArpaabl, y4yeHbIE
CTENEHU U 3BaHUs, XPaHIATCS MOCTOSIHHO, & OCTAJIbHBIX COTPYJHUKOB — 75 JIET ¢ roja
YBOJIbHEHMsSI pabOTHHKA (B COOTBETCTBMM C IlepeyHeM THUIMOBBIX YHpPaBICHUYECKUX
JIOKYMEHTOB).

5. Ilopsinok BbIIA4YM JMYHBIX [IeJ1 BO BpEeMEHHOE M0JIb30BaHUe

5.1. Beinaua nuuHbIX Aen (OTAEIbHBIX JOKYMEHTOB B COCTaBE JIMYHOTO JI€7a) BO
BPEMEHHOE MOJIb30BAHHE MPOU3BOIUTCS c pa3pelieHus JIUpEKTOpa
0011e00pa3oBaTeILHON OPraHU3aIuH IO 3asBICHUIO0 COTPYIHUKA.

5.2. Pabora (03HaKOMIIEHHE) C JIMYHBIMHU JeJlaMUd TEJaroroB U COTPYTHUKOB
o011e00pazoBaTeIbHON OpraHU3aIliy IPOU3BOIUTCA B MPUEMHON AupekTopa. B KoHIe
paboyero JHsS CEKpeTapb WU CIEHHATUCT MO KajapaM obOsi3aHa yOeIUThCS B TOM, UTO
BCE JIMYHBIE JI€]a, BBIJAHHBIE BO BPEMEHHOE IMOJIb30BAHUE, BO3BpAIEHbI HAa MECTO
XpaHEHUS W €CTh JIU HEOOXOIWMOCThH JUIsl TPUHATHS MEp K HMX BO3BpAIICHUIO WU
PO3BICKY.

5.3. @akKT BbIJIaUM JUYHOTO Jesia PUKCUPYETCS B KOHTPOJBHOM >KypHAJe.

5.4. W3patue OTAEABHBIX JOKYMEHTOB W3 JMYHOTO JI€Jla MTPOU3BOAUTCA C
pasperieHus JIUpPEeKTopa o00IIeo0pa3oBaTeIbHON OpraHu3anud ¢ opOopMIICHUEM
cooTBeTcTBYIOmIe 3amucu B rpade «lIlpumeuanune» BHyTpeHHel omnucu. [lpu
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BPpCMCHHOM HM3BATHHM JOKYMCHTA Ha C€ro MeECTO (MC)K,Z[y JUCTaMH COCCOHUX
I[OKYMCHTOB) BKJIQABIBACTCs CIIPABKa-3aMCCTUTCJIb C YKa3aHUCM JlaTbl W IPUYNH
HU3BATHA C NOAINUCHIO JIMIIA, BBIAABIICTO JOKYMCHT, W INOAIIHMCBHIO JIMIA, ITOJTYYHMBHICTO
€TI0 BO BPECMCHHOC ITOJIb30BaHMC.

6. OdopmiieHHe THMYHBIX JAeJI MIepe] caaueil B apXUB

6.1. Odopmnenue JUYHBIX Jel Uil MepeJayd B apXUB MPOU3BOJIUTCS
CHEUAINCTOM MO0 KaapaMm oO0uieoOpa3oBaTeabHON oOpraHu3alud. JTa Mpolenypa
BKJTIOYAET:

* OAIMMBKY (TIEPEIIET) /IeNIa;

* YTOUHEHUE HyMepalluu JUCTOB JIeNa;

* COCTaBJICHUE JUCTa-3aBepuTens (npuioxxenue Ne 8);

* cocTaBlieHUE (YTOYHEHUE) BHYTPEHHEN OMUCH;

* BHECEHUE YTOYHEHUHN B PEKBU3UTHI JTUIIEBOM OOJIOKKH JIeTa.

6.2. Jlucr-3aBeputenp Jena JOJDKEH MOAMNKHCATh €ro COCTaBUTENb, NPHU 3ITOM
nenaercs pacimM@poBKa JTODKHOCTH W TMOAMMCH, MpOCTaBiseTcs aata. B mporecce
UCIIOJIb30BAHUSI ~ apXUBHBIX  JOKYMEHTOB B  JIUCTE-3aBEpUTENIC  JENAIOTCS
COOTBETCTBYIOIIME OTMETKH. Ecnu nemo mommmuTo Oe€3 JHucTa-3aBepUTeNs, TO €ro
CJIelyeT HaKJIEUTh Ha BHYTPEHHIOI CTOPOHY OOJIOKKH Jea.

6.3. C uenbto o0ecreyeHus: COXpaHHOCTH JTUYHBIX JIe7T PEKOMEHIYETCS

* 00BEIUHATh WHANBUIYAJIbHBIE JMYHBIE JI€Jia YBOJEHHBIX COTPYIHUKOB B OJHY
00710kKy (0OBETMHEHHOE JIeJI0) C TaKMM pacdyeToM, 4ToObl o0BeM Jena (Toma) He
npesbiman 250 TucToB (IyTeM CHIMBKH MaTE€pHaIOB WHAMBUIYAIBHBIX € MO TOJaM
YBOJIbHCHUA );

* pacmojaratb MaTrepuaigbl HWHAMBUAYAIbHBIX 1€l B Mpefenax jaena (Toma) B
andaBuTHOM TOpsAnKe (MoQaMUIBHO), OTACNSSI MaTepuasbl, OTHOCAIIMECS K pa3HbIM
WHIUBUIYaJbHBIM JIeJlaM, YUCTBIM JIUCTOM Oymarw ¢ ykKa3aHheM Ha HeM (Qamuind,
MMEHH U OTYEeCTBA COOTBETCTBYIONIEIO YBOJEHHOTO TMenarora W COTPYIHUKA
0011e00pa3oBaTeIbHON OPraHU3aIny;

* cHaOXaTh KaxkJa0oe OOBEOWHEHHOE M0 (TOM) BHYTPEHHEH OIHUCHIO C
nepeuncieHueM (aMuIuid, UMEH W OTYECTB W YyKa3aHWEM HOMEPOB CTpPAHHUII, B
mpeenax KOTOPBIX PACTIOI0KEHBI COOTBETCTBYIOIINE TOKYMEHTHI.

6.4. Ilepeaya MUYHBIX A€ B apXHUB OCYLIECTBIIAETCS HE MO3JHEE TPEX JIET MOCIIE
3aBepIEHUsT UX B JEJIOMPOU3BOJICTBE B COOTBETCTBUU C rpadukom. [IpeasapurtenpHO
CEeKpeTapeM, CIEeIUATUCTOM IO KaJpaM TMPOBEPSETCs IOJTHOTa W TPABWIBHOCTH
MOATOTOBKM JIMYHBIX JIeNT K Tiepenade. BbIsBICHHBICE MPU TMPOBEPKE HEAOCTATKH
YCTPAHSIOTCS CEKpeTapeM, CIeHaJucToM To Kaapam. llepemaya u  mpuem
MIPOU3BOJATCS 110 OTHCH C MPOCTAHOBKON OTMETOK O HATMYWU JTMYHBIX JIE.



6.5. Jluunble [enma TWEeJaroroB M COTPYAHHMKOB  00I1€00pa3oBaTebHOM
OpraHM3alyuy, 3aKOHUYCHHBIE AEN0Npou3BoACTBOM 10 1 sHBapsa 2003 roxa, xpassrcs 75
net, nocne 1 suBaps 2003 roma — 50 ser. JluyHbple nema AMPEKTOpA, TIABHOTO
Oyxranrepa o61eo0pa3oBaTeIbHON OpraHu3alui UMEIOT MMOCTOSIHHBIA CPOK XPaHEHUS.

7. OTBETCTBEHHOCTDb

7.1. Ilemaroru W COTPYAHUKH O0OIIE00pa30BaTEIbHON OpraHu3anuu 00sI3aHbI
CBOCBPEMEHHO TIPEJCTABIATh CEKPETapI0 WM CICIHAIUCTY 10 KaJpaMm CBEACHUs 00
M3MCHCHHH B IMIEPCOHABHBIX JIAHHBIX, BKIIIOYCHHBIX B COCTAB JIMYHOTO JICIIA.

7.2. PaboTomareis 00eCIeYnBacT:

* COXPaHHOCTh JIMYHBIX JIeJ TEJaroroB W COTPYIHUKOB OO0IIco0Opa3oBaTEIbLHOM
OpraHu3allnu;

* KOH(UICHITUATBLHOCTh CBEJCHUHN, COMEPKAIIMUXCS B JIMYHBIX JIejaX IeIaroroB u
COTPYTHUKOB.

8. IlpaBa paboToaaTesisi 1 paGOTHUKA

8.1. Jlmsa oOecrieyeHHs 3alIUThI MEPCOHATBHBIX JaHHBIX, KOTOPHIC XpaHATCS B
JUYHBIX JIeJaX IeJaroroB M COTPYAHUKOB o00IIeo0pa3oBaTeIbHON OpraHu3alui,
TIeJarory ¥ COTPYAHUKH 0011Ie00pa30BaTeIbHON OpraHU3allui HMEIOT TPaBO:

* IOJIYYUThH TOJHYI MH(DOPMAIIUIO O CBOMX IMEPCOHABHBIX JAHHBIX M 00pabOTKe
ATUX JAHHBIX;

* IOJIYYUTh CBOOOJIHBIN JOCTYI K CBOUM IEPCOHAILHBIM JTaHHBIM;

* IOJIYYUTh KOIHUHU JIOKYMEHTOB, XPaHSIIMECS B JUYHOM JIeJIe M COJCpIKAIIHe
IIEPCOHAIBHBIC TAHHBIC.

* TpeOOBaTh  WMCKJIIOYCHUS WJIM  WCIPABICHUS HEBEPHBIX W HEIOJHBIX
IIEPCOHATBHBIX JaHHBIX.

8.2. PaGoTomarens UMeET MpaBo:

* 00pabaTbiBaTh  IEpPCOHAJBHBIE  JaHHBIE  TEAaroroB M COTPYJAHHUKOB
001eo0pa3oBaTeIbHON OPTaHU3aIMH, B TOM YHCIIC M Ha 3JICKTPOHHBIX HOCUTEIISX;

* 3aMPOCHUTH OT IENaroroB U COTPYJHUKOB 0O0IIe00pa3oBaTeIbHON OpTaHU3aIlluU
BCIO HEOOXOIMMYI HWH(pOpMamuio JJisg BEJASHUS JIMYHBIX JeI W 00paboTKH
MePCOHAIBHBIX JIAHHBIX.

9. 3aka0unTeNbHBIE MOJ0KEHUS

9.1. Hacrosimee IlonoxkeHne o MOpsiAKE BEACHUS JUYHBIX Jel PaOOTHUKOB
SBJISIETCSL JIOKAJIbHBIM HOPMATHBHBIM aKTOM, NpuHUMaeTcsi Ha llegarornyeckoM cosete
IIKOJIbI U YTBEpKIaeTcs (100 BBOAUTCS B ACHCTBUE) TUPEKTOPOM IIKOJIbI.



9.2. Bce wu3MEHEHUs M JIONOJIHEHHsA, BHOCHMMbIE B Hacrtosiuiee I[lomoxkeHue,
opopmisitorcs B NUCBMEHHOM  (opmMe B COOTBETCTBUM  JEHCTBYIOLIUM
3aKoHoaresbcTBOM Poccuniickon denepanuu.

9.3. IlonoxxeHnne o MOpsAAKE BEACHUS JUYHBIX JIeJl paOOTHUKOB 00pa30BaTEIbHOM
OpraHu3aliy MPUHUMAETCS Ha HEOIpeAeNICHHbIN Cpok. M3MeHeHuss u JOMOJHEHUs K
[TonoxeHnt0o TPUHUMAIOTCA B TMOPSAAKE, NOpeaycMOTpeHHOM 11.9.1. HacTosiero
ITonoxenus.

9.4. Tlocne npunstus Ilonoxxenust (WA U3MEHEHUH W JIOTOJTHEHUN OTIEIbHBIX
NYHKTOB M pa3[ejoB) B HOBOM peNaklUMH MpeAblaylias peAakuus aBTOMaTHYECKU
yTpayMBaeT CUILY.



KypHnan yuera TU4HBIX A€

ITpunoxenue Nel

K OJIOKCHUIO O TOPAAKE BEACHUA
JIMYHBIX IOCJI pa6OTHI/IKOB

No Hara Oammnus, | Tabems- | JlomxHOCTh | CTPYKTYp- Harta u Jara u [Ipumeua-
n/ oopmurte- UM, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HUSI JMYHOTO | OTYECTBO HOMeEp cus, nozipase- npuKasza npuKasza
nena rearora u Crenuaib- JIeHUe (pacmops- (pacmops-
COTpYZIHHUKA HOCTB) JKEHUST) O JKEHUSI) O
nearora u npueme npeKparie-
COTpYIHUKA nearora u HHUA
coTpyaHuKka | (pacropixe-
Ha paboty HHN)
TPYOBOI'O
JIOroBOpa C
NejaroroM u
COTPYJHHKOM
(yBOnbHE-
HUN)
2 3 4 5) 6 7 8 9
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®oHg Ne

Onucb Neo

Wunexc nena

O010KKa JIMYHOTO [ela

ITpunoxenne Ne2
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeNT paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHMe 00pa30BaTENbHON OPraHU3aIMN)

JlaTa Hayaja

JlaTta OKOHYaHMS

Ha JINCTax
XpaHUTh Ier
doHa Ne
Onucb No

(3aroJyioBOK jiea)
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BHYTPEHHAA OITMCH

JIOKYMEHTOB Jsiesia Ne

ITpunoxenne Ne3
K TIOJIOXKECHUIO O TTOPSIIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

Ne NHuneke [Hara Hasganue Howmep IIpumeuanus
n/m JOKYMEHTa JOKYMEHTa JOKyMEHTa JIUCTOB
Jena
Hroro: JTIOKYMEHTOB

KonndecTBo TMCTOB BHYTPEHHEN OMUCH

(undpamu 1 IPONUCHIO)

OTBETCTBEHHBIH 3a
KaJpOBBIi yYerT:

« »

(udpamu ¥ IPOHHCHIO)

202 roma

(moamnuce)
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®.1.0.

ITpunoxenne N4
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeNT paOOTHUKOB

JOIKHOCTB

JIngnoe nemo Ne

JlaTa O3HAaKOMJICHHIA rI€aarora
" COTpYAHHKA C JIMYHBIM
JCII0M

Tloamuce emarora u
COTpYIHHUKA

OTMeTKH, MPUMEUaHUS,
3aMeYaHus

13



ITpunoxenne NoS5
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

OTMeTKa 0 pe3yJibTaTaxX esKeroJHO NPOBEPKU COCTOSIHUS
U HAJIMYHS JTUYHOTO J1es1a

®.1.0.

JOIKHOCTD

JIngnoe nemo Ne

Jlata npoBepku ®.1.0. uneHos [Toanucy 4ieHoB Pesynprar npoBepku
KOMHCCUU KOMUCCUU

14



ITpunoxenne Ne6

K ITOJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IOCJI pa6OTHI/IKOB

JINYHBIN JTUCTOK 0 Y4eTy KA/JpPOB

1. ®amunus

Nms

OT4ecTBO

2. Ilon

3. l'on, yncio u Mecs1l poXACHUS

4. MecTo poXIeHHS

5. I'paxnancTBO

(ceno, nepeBHsl, ropoj, pailoH, 00J1acTb)

6. Ob6pazoBanue

HaszBanue ®DaKkynbTeT
y4eOHOTO WA

3aBe/ICHUs U €ro OTJIeJICHHE

MECTOHAXO0XKJCHHE

TI'on

TI'on

IMOCTYIIJIICHUA OKOHYaHHUA

WM yX0/1a

Ecnu ue
OKOHYUJI, TO
C KaKoro

Kypca yien

Kakyro
CHEIUAITBHOCTh
MOJIy4ni B
pe3ynbpTaTe
OKOHYaHUS
y4eOHOTO
3aBe/IeHus,
yKka3zatb No
JTUIIOMA WIIN
YIOCTOBEPEHUS

7. Kaknmu HHOCTPAHHBIMU A3bIKAMH BJIAACCTC

(‘II/ITS.CTG 1 IEPEBOAUTE CO CJIOBAPEM, YUTACTE U MOXKETE 06’I>XCH$ITI)C$[, BJIAICCTC CBOGOHHO)

8. Yuenas CTCIICHb, YUICHOC 3BAHUC

9. Kakue nmeere HayyHble TPYIbl U H300PETCHUS

15




10. BemonHsiemas pabota ¢ Hadajga TPYJOBOM MEATEILHOCTH (BKIIIOUasi yueOy B BBICHIMX M CPEIHHUX
CTEUANBHBIX YUeOHBIX 3aBEJICHHUSX, BOCHHYIO CIY>KOY 1 paboTy 110 COBMECTUTEIILCTRY)

Mecsu u rox JIOJIKHOCTB C YKa3aHUEM YUPEKICHUS, MecTtoHaxoxaeHue
HOCTYIUICHUS yxoJia OpraHu3aluu, IPEANIPUATHS, a TAKXKE YUpEXKICHUS,
MUHUCTEPCTBA (BEAOMCTBA) OpraHu3anuy,
IpeIPUSITUS

11. [IpeGriBanue 3a Tpanuiieii (paboTa, ciry>keOHasi KOMaHIUPOBKA, MOE3/Ka C JAeJIeralnei)

Mecsu u rog B xaxoii ctpane Llens mpeObIBanMs 3a
C KaKoro 10 KaKoe rpaHuuen
BPEMEHU BpeMsl

12. YuacTtue B BBIOOPHBIX OpraHax

MecTto BbIOOpHOTO Hazpanwue Boi6opHOTO | B KadecTBe koro I'on
oprasa oprasa BbIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeeTe npaBUTEIILCTBEHHBIE HATPaIbl

Kornma u keM HarpaxaeH

14. OTHOLIEHNE K BOMHCKHUM O0S3aHHOCTSIM M BOMHCKO€E 3BaHHE

CocraB Pon Boiick
(KOMaHHBIH, TOJIMTUYECKUI, aIMUHUCTPATUBHBINA, TEXHUYECKUN U T. 11.)

15. CemeliHoe M0OJIOKEHHE B MOMEHT 3ar0JIHEHUS JIMYHOT'O JIMCTKA

(4eHBI CEMBH, C YKa3aHUEM BO3pAcTa)

16. lomaminuii agpec

17. Obs3ytoch CBOEBPEMEHHO H3BEIIaTh 000 BCEX WM3MEHEHMSIX JaHHBIX, BKIIOYEHHBIX B JIMYHBIN
JIMCTOK IO YYETY KaJIpOB.

« » 202  ronma
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ITpunoxenune Ne7
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

AHKETA

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxxgancTBO (€CiIM U3MEHSUIM, TO YKaXKUTE,
KOI'/Ia U TI0 KaKOW MpUYUHE)

2. OOpa3zoBanue, yuyeHasi CTENeHb (Korga |
Kakue ydeOHbIe 3aBeJICHUSI OKOHYWIHM, HOMEpa
qurioMoB). CreruanbHOCTh U KBadU(UKAIUS
0 JAUTUIOMY

3. KaKI/IMI/I I/IHOCTpaHHBIMI/I A3BIKAMH U SA3bIKAMH
HapoJ0oB Poccuiickoit denepaiuy BlIaIeeTe U B
Kakol  cremeHu  (UMTaeTe U MOJXKETe
O0OBSCHATHCS, BIaZeeTe CBOOOIHO)

4. BeimosHsieMas paboTa ¢ Havaia TPYJIOBOH JMESITEIbHOCTH (BKIIIOUYAsi BOCHHYIO CIIY)KOY 1 paboTy 1o
COBMECTUTEIILCTBY)

Mecsan u rog JIOKHOCTB € yKa3aHUEM yUpexKICHUS, MecToHaX0KICHHUE
MOCTYTIICHUS yxoja OpraHu3aluu, TPEANPUsSTUS, a TAKKE YapeXKACHHS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
MPEANPUSTHS

5. Bamm Gn1m3kue poJCTBEHHUKH (JK€HA, MK, OTEIl, MaTh, OpaThsi, CECTPHI)

CreneHb damMuans, UM, I'on Mecto paboThl, Anpec mecTa
pOACTBa OTYECTBO POXKIACHHS JIOHKHOCTH JKUTEIIbCTBA

6. Jlomamrauit agpec u Homep TenedoHa

7. [lacnopT WM JOKYMEHT, €r0 3aMEHSIOIINN

(HOMep, cepHsi, KEM U KOTJia BbIIaH)
8. Z[OHOJ'IHI/ITCJ'H)HBIC CBCACHUSA, KOTOPBIC Br1 xxenmaete COO6H_[I/ITB 0 cebe

10. Ha xakoi1 ypoBeHb 3apiuiatel Bsl paccunTsiBaeTe?

« » 202  ronma

(OJDKHOCTh OTBETCTBEHHOT'O 32 KaJ{POBBIN yueT) (moanuce) (pacumdpoBKa OAITUCH)
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JIMCT-3ABEPUTEJIb

mejia Ne

B nene npomuto u npoHyMeEPOBaHO

ITpunoxenne Ne8
K TIOJIOXKECHUIO O TOPSIIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

JIMCTOB

(uudpamu U IPOIKCHIO)

c No o Ne , B TOM YHCJIE:
JTUTEpHBIE HOMEpa JIUCTOB
MPOMYIIEHHBIE HOMEpa JTUCTOB
+ TMCTOB BHYTPEHHEH OmmucH JIUCTOB
OcoOeHHOCTH (PU3MUECKOTO COCTOSIHUS U Howmepa mcros
dhopmupoBaHus Aena
OTBETCTBEHHBIN 3a
KaJIpOBBIN y4eT
(moxmnuce) (pacumppoBKa MOIITHCH)

« » 202  ronma
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