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1. O0mue moJ10KeHUA

1.1. Hacrosimee Ilonoxxenue o mopsiake BeAEHUS TUYHBIX el padoTHUKOB MBOY
«OOIIl c. Huxamoit» (mamee — mKoja, oO0eoOpa3oBaTebHasi OpraHu3aIus),
pa3paboTtaHo 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 mepcoHanbHBIX AaHHBIX», [Ipukazom PenepanbHOrO apXMBHOTO areHTCTBA OT
23 nexabpsa 2009 roma N 76 «O06 yrBepkaeHun MeTOAMYECKUX PEKOMEHJAIUM I10
pa3pabOTKe UWHCTPYKUHUM 1O  JEJOMpPOU3BOACTBY B  (enepalbHBIX  OpraHax
UCTIOTHUTENBbHON BracTu», YkazoMm Ilpesupenta ot 30.05.2005 Ne 609 «O6
yTBepxkAcHUN [lojIoKeHUsI O MEPCOHAIBHBIX JAaHHBIX TOCYJAPCTBEHHOTO CIIYKaIero
Poccuiickoit ®enepanmu W BEAECHUM €ro JUYHOTrO Jena», 1pynoBeiM Komekcom
Poccniickoit @enepanuu, KomnektuBHbIM aoroBopoM, YcraoM MBOY «OOIII c.
Huxanoii» (nanee — mkosa, o01ieodpa3oBaTebHas OpraHu3ais).

1.2. Tannoe I[TonoxxeHue onpesensieT NOPpsI0K BEICHUS JIMUYHBIX JIeJ eJaroroB u
UHBIX COTPYIHUKOB U pa0OTHUKOB IIIKOJIBI, OMIPEACIISIET TOPSI0K (DOPMUPOBAHUSI, yUeTa
U XpaHEHHWs, BbIAYM JIMYHBIX JIeI BO BPEMEHHOE TIOJIb30BaHHE, a TaKkKe
OTBETCTBEHHOCTh, IIpaBa PaOOTHUKOB U JUPEKTOpPa 00pa30BaTEILHON OpraHU3alluH.

1.3. Hacrosimee IlonoxeHne yTBepkKAAeTcs MPUKA30M IO IIKOJE U SBISETCS
00s3aTENBHBIM ISl BCEX KATETOPHl MeIarornyeckKux U APYyrux COTPYIHUKOB IIKOJIBI.

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

1.5. JIuuHOe neno — OCHOBHOM JOKYMEHT NEPCOHAJIBbHOTO y4deTa, COJAEpKalluid
HanOoJiee TIOHBIC CBEJICHHS O paOOTHHUKE 00pa30BaTEIbHOW OpraHW3alvi W €ro
TPYIIOBOM JESATENbHOCTH. B JMYHOE €70 BHOCATCS CBEACHUS, CBSI3aHHBIE C
MOCTYIUICHHEM Ha pabOTy U YBOJbHEHHUEM.

1.6. CBeneHus, coaepkamuecss B JUIHOM Jielie, OTHOCITCS K KOH(GUICHIIMAIBHOM
uH(pOpMAIH, IMEIOT OTPAHNYCHHBIN JOCTYI U pa3TIalleHUIO HE MOJIekKaT.

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

1.8. Benenue HECKOJIBKMX JIMYHBIX JET OJHOTO paOOTHHKA 00pa3oBaTeIbHOMU
OpraHu3aluy HE IOMYyCKAETCs.

2. Illopsinoxk popMUPOBAHUS JTUYHBIX /IeJI COTPYIHUKOB

2.1. @opMUpOBaHME  JIMYHOTO  JI€Jla  NEJaroroB M COTPYAHUKOB
o011e00pazoBaTeIbHON OPraHU3AIMN TPOU3BOAUTCS HEMOCPECTBEHHO TOCIIE TPUEMA B
0011e00pa3oBaTeIbHYI0 OPTraHU3ANMIO WM TIEPEeBOJa TMEJAaroroB M COTPYIHUKOB U3
Ipyroit o0pa3oBaTeIbHON OpraHU3aIUu.

2.2. B cOOTBETCTBUM C HOPMATUBHBIMHU JOKYMEHTAMH B JINYHBIC JieJia IEAaroroB u
COTPYJIHHUKOB IIKOJIbI, BKJIAABIBAIOTCS CIEAYIONIUE JOKYMEHTHI:

Il nedazoeos:



* 3asBJICHHE O IpHEME Ha padoTy;

* 3asIBJICHUE O COTJIACUM Ha 00Pa0OTKY MEPCOHAIBHBIX JAHHBIX ME1arora;

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

* apToOuorpadus;

* KOIUSI TAaCMOpTa WK UHOTO JIOKYMEHTA, YIOCTOBEPSIOIIETO JTUYHOCTh;

* KOIUSI CTPAXOBOT'O CBUETEILCTBA MIEHCUOHHOTO CTPAXOBAHUS;

* KOIUSI UACHTU(HUKAIIMOHHOTO HOMEPA HAJIOTOTIATEIIbIIUKA;

* KOIUSI IOKYMEHTa BOMHCKOTO y4eTa (JIJI1 BOGHHOOOS3aHHBIX);

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

* KOIUSI CBUJIETEILCTBA O POXKACHUU AeTel (MpU HAIUYUN );

* KOIUU JIOKYMEHTOB 00 00pa30BaHUH;

* KOIUU JOKYMEHTOB O KBaJIU(UKAIMU WM HAJIUYWE CIElUAbHBIX 3HAHUU (TpH
HaJIM4YWH);

* KOITUM aTTECTAIMOHHBIX JTUCTOB (IIPU HAJTUYUN);

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

* XapaKTEePUCTUKH, PEKOMEHIaTeIbHbIE TTHChbMa (TIPU HATUYHUH );

* IpUKa3 O pueMe Ha padoTy;

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

* IOJHDKHOCTHAS MHCTPYKIMS (AOHKHOCTHBIE MHCTPYKIMUA C MOMEHTA Ha3HA4YeHMS
Ha BCE JOJIKHOCTH);

* TPyAOBOW  JOTOBOp (C  TMOCIEAYIONIMM  BKIIIOYEHHEM  JIOMOJHUTEIBHBIX
COTJIAIIEHUH K TPYJIOBOMY JIOTOBOPY);

* TPYZOBYIO KHUXKKY;

* MEIUITMHCKYIO KHIKKY.

s pabomnuxos:

* 3aBJICHHE O TIpHiEME Ha padoTy;

* 3aBJICHHE O COTJIAaCHM Ha 00pabOTKy NMEpCOHATBHBIX JaHHBIX TIEAArora;

*CIpaBKa O HamW4UM (OTCYTCTBHHM) CYAMMOCTH W (Wiau) (Qakra yroJoBHOTO
Mpeciae0BaHus, BbIJAHHOTO COOTBETCTBYIOIINM OPraHOM MPaBOMOPSIIKA;

* apToOuOTpadus;

* KOIUSI TacNopTa WK UHOTO JOKYMEHTA, YIOCTOBEPSAIONIErO JTUYHOCTH;

* KOIUSI CTPAXOBOI'O CBUAETEIHCTBA MEHCUOHHOTO CTPAaXOBaHUS,

* KOsl UACHTU(UKAIIMOHHOTO HOMEPA HAJIOTOILIATEIbIITNKA;

* KOIUs JOKyMEHTa 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 o0 IMpueMe Ha paboTy;

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

* TOJDKHOCTHAST MHCTPYKUMS (JOJPKHOCTHBIE MHCTPYKIMU C MOMEHTA Ha3HAYCHUSI
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 MpueMe Ha padboTy (0 MepeMeIIeHUN Ha Jpyrue JOJKHOCTH);

* TMYHYI0 KapTouky Ne T-2;

* TOJDKHOCTHYIO MHCTPYKITHIO B IBYX SK3EMILISIpax.

Pabomooamenwv snaxomum:

* C HOPMATUBHO-TIPABOBBIMH JOKyMEHTaMH IKOIbI (YcraBoMm, KOIEKTHBHBIM
noroBopowm, [IpaBunamMu TpyI0BOro pacmopsika U Jap. JOKaJTbHBIMUA aKTaMH ),

* C IOJDKHOCTHOW MHCTPYKIIUEH;

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

2.4. IlepBuunoe odopMIIeHHE JTUYHOTO JeJa MPeyCMaTPUBAECT:

* IPUCBOCHUE JIMYHOMY JIeJly HOMEpA COTJIACHO >KypHally yuyeTa JIUYHBIX el
(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; (amwins #WMsS OT4eCTBO pabOTHUKA B
MMEHUTEIILHOM TajeXe; JaThl — TOJ Hadala W ToJ OKOHYAHUS BEJCHUS [eja;
KOJIMYECTBO JIUCTOB; CPOK XpPAHEHUS,

* IOMEUIEHUE JOKYMEHTOB, MOJUIeXAlNX XPAaHEHUIO B COCTABE JIMYHBIX JEJN, B
XPOHOJIOTUYECKOM MOPSJIKE:

BHYTPEHHSSI ONKCh JOKYMEHTOB Jena (mpuioxxenue 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);

> XapaKTEPUCTUKHU U PEKOMEH/IaTeNIbHbIC MUCHMA;
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> corjlacue Ha o0pabOTKy MEePCOHANIbHBIX JaHHBIX.

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

2.6. C uenbto o0ecrnieueHus Haiexanied COXpaHHOCTH JIMYHOTO Jielia MearoroB u
COTPYIHUKOB 001Ie00pa30BaTeIbHON OpraHu3aluuu U yJo0cTBa B OOpallleHHMH C HUM
npu GOPMHUPOBAHUU JOKYMEHTHI MMOMEMIAIOTCS B OTAENbHYIO manky. [Ipu yBoJbHEHUH
pabOTHUKA MPOIIUBAIOTCA HUTKAMH U CIIAIOTCS B apXUB.

2.7. BHyTpeHHsSSI ONUCh JOKYMEHTOB, HMEIOLUIUMXCS B JUYHOM JIee, AOJDKHA
collepKaTh CBEJIEHUS O MOPSJIKOBBIX HOMEpax, HAaMMEHOBAHUSX JOKYMEHTOB [eJa,
KOJIMYECTBE JINCTOB, JIaTaX BKIIOUEHUS JOKYMEHTOB B JIMYHOE JIE€J0 U U3BATUA U3 JIeTa,
a TaKXe KeM 3BT JIOKYMEHT U M0 KaKOi MpUUYnHE.

2.8. BHyTpeHHS ONKMCh COCTABISETCS HA OTAEJIBHOM JINCTE MO YCTAHOBJIEHHOM
¢dopme. JIMCTBI BHYTPEHHEH ONMUCHU HYMEPYIOTCS OTAENBHO.

2.9. Ilpu moAroToBKe JUYHBIX JIeN K Mepeade Ha XpaHEeHUEe K BHYTPEHHEH OMHUCH
COCTaBIIIETCA WTOTOBas 3aliCh, B KOTOPOM YyKa3bIBaeTcs IudpamMud M TMPOMHUCHIO
KOJIMYECTBO BKJIIOUEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB JIea.

3. Ilopsinok BeeHMsl JIUYHBIX JIe] MeIaroroB U COTPYAHUKOB

3.1. JlugHOE A€o MeIaroroB U COTPYAHUKOB 00IIe00pa30oBaTeIbHON OpraHu3aluu
BeJIeTCS B TEUYCHHE BCEro Iepuoaa padoThl KaXJIOTo Ieaarora U COTPYJHUKA B
0011e00pa3oBaTeIbHON OpraHU3aIIH.

3.2. JlanmpHe#liee BEAEHHME JIMYHOTO Jiefla TMeJaroroB M COTPYJHUKOB
o01eo0pa3oBaTeIbHOW ~ OpraHU3alMK  MpeaycMaTpUBaeT IOMEIICHHE B JIEJI0
JIOKYMEHTOB, OOpa3ylommxcsi B Iporecce paboyed HESITEIBPHOCTH W HMMEIOIINX
3HAYEHUE JJISI TPYJOBBIX OTHOIICHMIA:

* TOMOJTHEHUE K TMYHOMY JIUCTKY T10 YYETY KaJpOB;

* TONOJTHUTEIbHBIC COTJIAIICHUS K TPYJA0BOMY JOTOBOPY;

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

* OT3BIBBI JIOJDKHOCTHBIX JIMIl O TIEAArore M COTPYAHHMKE 00IIeo0pa3oBaTebHON
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 nensax obecrnieueHust KOHTPOJIA 32 COXPAHHOCTBIO U aKTYaJIbHOCTBIO JIMYHBIX
nen B o0iieo0pa3oBaTeNbHONM OpraHu3alu exeroaHo (He mosaHee | kBaprana rona,
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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NPOBEJCHHBIX MPOBEPKAxX JeNaeTcss OTMETKAa B JIMCTE O pe3ylibTaTax eXeroIHOM
MPOBEPKU COCTOSIHHSI M HaJW4Wsl JMYHOTO jaena (mpuinokenue Ne 5) m coctaBnsiercs
akT. Pe3ynapTaThl MpPOBEpKH JHMYHBIX €T B OOS3aTEIILHOM TMOPSAAKE IOBOAITCS 0
IupeKTopa o011eo0pa3oBaTeaIbHON OpraHU3altH.

4. Iopsiiok y4yéTa U XpaHeHHs JIMYHBIX JieJI M1eIaroroB U COTPYAHHKOB

4.1. XpaHeHrue W y4eT JIMYHBIX el MeJaroroB M COTPYIHUKOB, OPTaHU3YIOTCS C
LETpl0  OBICTPOro M 0€30IIMOO0YHOr0 TMOWCKA JIMYHBIX JeJ, OOECIeueHUus Hux
COXpaHHOCTH, a TaKke oOecrevyeHrs KOHQUIACHIIMATbHOCTH CBEACHUN, COMEPKAIIIIXCS
B JIOKYMEHTaX JIMYHBIX JIe], OT HECAHKIIHOHUPOBAHHOTO JTOCTYTIA.

4.2. JluuHble nela COTPYJAHHKOB XpaHSITCA B ceiide oO01eodbpa3zoBaTeabHOM
OpTaHu3aIINY.

4.3. TpynoBble U MEIUIIMHCKUE KHUKKH XPAHATCS OTACIBHO B cetide.

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 TUPEeKTOpa 0011e00pa3oBaTeIbHON OpraHU3aIUH.

4.5. Cucremaruzauus  JIMYHBIX  JIed1  [EJAroroB M COTPYAHMKOB
0011e00pa3oBaTeIbHON OPraHU3alUK IPOU3BOIUTCS B aJi)aBUTHOM MOPSIJIKE.

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

5. Ilopsinok BbIIAYM JHUYHBIX [IeJ1 BO BpEeMEHHOE M0JIb30BaAHUE

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

5.2. Pabora (0O3HaKOMIIGHHWE) C JIMYHBIMHU JeJlaMHU TEJaroroB W COTPYIHUKOB
o011e00pazoBaTeIbHON OpraHU3aIliy IPOU3BOIUTCA B MPUEMHON AupekTopa. B KoHIe
paboyero JHsS CEKpeTapb WM CIEIUAIUCT IO KajpaMm 00si3aHa yOEAUTHCS B TOM, YTO
BCE JIMYHBIE JI€]a, BBIJAHHBIE BO BPEMEHHOE IMOJIb30BAHUE, BO3BpAIEHbI HAa MECTO
XpaHEHHUS W €CTh JIU HEOOXOMUMOCTH JJIS TMPUHATHAS MEpP K HMX BO3BPAIICHUIO WU
PO3BICKY.

5.3. @akKT BbIJIaYU JUYHOTO Jiesia PUKCUPYETCS B KOHTPOJBHOM KYypHAJe.

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

6. OdopmiieHHe THMYHBIX JAeJI MIepe] caaueil B apXUB

6.1. Odopmienue NHYHBIX Jea Ui TNepeladyd B apXuB POU3BOAMUTCH
CHEIHMATUCTOM M0 KaJpaM o001meo0pa3oBaTebHOM OpraHu3aluid. JTa Mpoleaypa
BKJTIOYACT:

* MOAIMIMBKY (TIEPEIIET) J1eTa;

* YTOUHEHUE HyMEpaIluy JUCTOB JIETa;

* COCTaBJICHHE JIHCTa-3aBepuTess (mpuioxxenue Ne §8);

* cocTaBiieHre (YyTOUHEHNE) BHYTPCHHEH OMHCH;

* BHCCCHHE YTOYHCHHIA B PEKBU3HTHI JINIIEBON OOJIOKKH JieTa.

6.2. Jluct-3aBeputenp jaena JODKEH MOMANUCATh €r0 COCTaBHTENb, TPU ITOM
Aenaercss pacmupoBKa JODKHOCTH W TONIKCH, TPOCTaBIseTCS naTta. B mporecce
UCTIONB30BaHMSI ~ apXUBHBIX  JOKYMEHTOB B  JIUCTE-3aBEpHUTENE  JCNIAl0TCA
COOTBETCTBYIOIIME OTMETKH. Ecnu nemo mommmuTo Oe€3 JHucTa-3aBepUTeNs, TO €ro
CJIelyeT HaKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH Jea.

6.3. C uenbto o0ecreyeHus: COXpaHHOCTH JTUYHBIX JIe7T PEKOMEHIYETCS

* 00BEIUHATh WHAWBUYAJIbHBIE JUYHBIE JEa YBOJEHHBIX COTPYAHUKOB B OJHY
00710kKy (0OBETMHEHHOE JIeJI0) C TaKMM pacdyeToM, 4ToObl o0BeM Jena (Toma) He
npesbiman 250 TucToB (IIyTeM CHIMBKH MaTEpHAIOB WHAMBUAYAJIbHBIX JIEJN MO rojam
YBOJIbHCHUA );

* pacmojaratb MaTrepuaigbl HWHAMBUAYAIbHBIX 1€l B Mpefenax jaena (Toma) B
andaBuTHOM TOpsnKe (MoPaMUIBHO), OTAENSIS MaTepuaibl, OTHOCAIIUECS K pa3HbIM
WHIUBUIYaJbHBIM JIeJlaM, YUCTBIM JIUCTOM Oymarw ¢ ykKa3aHheM Ha HeM (Qamuind,
MMEHH ¥ OTYEeCTBA COOTBETCTBYIONIErO YBOJEHHOTO TMeJarora W COTPYIHUKA
0011e00pa3oBaTeIbHON OPraHU3aIny;

e cHaOXaTh KaxJaoe OOBECIWHEHHOE Jeid0 (TOM) BHYTPEHHEH OIKCBIO C
nepeuncieHueM (aMuIuid, UMEH W OTYECTB W YyKa3aHWEM HOMEPOB CTpPAHHUII, B
mpeienax KOTOPBIX PACIIOI0KEHBI COOTBETCTBYIONINE JOKYMEHTHI.

6.4. Ilepenaya MUYHBIX AEN B apXHUB OCYLIECTBIIAETCS HE MO3JHEE TPEX JIET MOCIE
3aBepIEHUsT UX B JEJIOMPOU3BOJICTBE B COOTBETCTBUU C rpadukom. [IpeasapurtenpHO
CEeKpeTapeM, CIEeIUATUCTOM IO KaJpaM TMPOBEPSETCs IOJTHOTa W TPABWIBHOCTH
MOATOTOBKM JIMYHBIX JIeNl K Tepenade. BbIsIBICHHBIE MPU MPOBEPKE HEAOCTATKH
YCTPAHSIOTCS CEKpeTapeM, CIeNUaJucToM 1o Kampam. Ilepemaya wu mpuem
MIPOU3BOJATCS 110 OTHCH C MPOCTAHOBKON OTMETOK O HATMYWU JTMYHBIX JIE.



6.5. Jluunble [enma TWEeJaroroB M COTPYAHHMKOB  00I1€00pa3oBaTebHOM
OpraHM3aluy, 3aKOHYECHHBIE AENONPOU3BOACTBOM 10 1 sHBapsa 2003 roxa, xpansrcs 75
net, nocne 1 suBapsa 2003 roma — 50 ser. JluyHbple nema AMPEKTOpA, TIABHOTO
Oyxranrepa o61eo0pa3oBaTeIbHON OpraHu3alui UMEIOT MMOCTOSIHHBIA CPOK XPaHEHUS.

7. OTBETCTBEHHOCTDb

7.1. Ilemaroru W COTPYyAHHKH OOIIE00pa30BaTEILHON OpraHu3alii OO0s3aHbI
CBOCBPEMEHHO TIPECTABIATh CEKPETapIo WM CICIHAINCTY IO KajapaM CBEICHHUS 00
M3MCHCHHH B IMIEPCOHABHBIX JIAHHBIX, BKIIIOYCHHBIX B COCTAB JIMYHOTO JICIIA.

7.2. PaboTomareis 00eCIeYnBacT:

* COXPaHHOCTh JIMYHBIX JIeJ TIEJAaroroB M COTPYAHHKOB 00IIE00pa3oBaTEIIbHOU
OpraHu3allnu;

* KOH(UIECHITUATBLHOCTh CBEJCHUHN, COMEPKAIMUXCS B JIMYHBIX JIeJIaX TEIaroroB
COTPYTHUKOB.

8. IlpaBa paboToaaTesisi 1 paGOTHUKA

8.1. Jlmsa oOecrieyeHHs 3alIUThI MEPCOHATBHBIX JaHHBIX, KOTOPHIC XpaHATCS B
JUYHBIX JIeJaX IeJaroroB W COTPYJAHHKOB OOIICOOpa30BaTEIIbHOW OpraHU3aIlvH,
TIeJarory M COTPYAHUKH 00111e00pa30BaTelIbHON OpraHM3alii KMEIOT IIPABO:

* 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  WMCKJIIOYCHHUS WJIM  WMCHPABICHUS HEBEPHBIX M HCIOJHBIX
IIEPCOHATBHBIX JaHHBIX.

8.2. PaGoTomarens UMeET MpaBo:

* 00pabaTbiBaTh  IEpPCOHAJBHBIE  JaHHBIE  TEAaroroB M COTPYJAHHUKOB
o01eoOpa3oBaTeIbHON OpPraHU3allliK, B TOM YHCIIC U Ha 3JICKTPOHHBIX HOCHTEIISX;

* 3aMPOCHUTH OT TENAaroroB U COTPYTHUKOB 00II€00pa30BaTEeNbHON OpraHU3aAINH
BCIO HEOOXOIMMYI HWH(pOpMamuio JJisg BEJASHUS JIMYHBIX JeI W 00paboTKH
MePCOHAIBHBIX JIAHHBIX.

9. 3aka0unTeNbHBIE MOJ0KEHUS

9.1. Hacrosimiee IlonoxkeHwe O MOpSAKE BEACHUS JUYHBIX J€JI PaOOTHUKOB
SIBJISIETCSL JIOKAJIbHBIM HOPMATHBHBIM aKTOM, NpUHUMaeTcs Ha [legarornueckom coBete
IIKOJIbI U YTBEpKIaeTcs (100 BBOAUTCS B ACHCTBUE) TUPEKTOPOM IIKOJIbI.



9.2. Bce wu3MEHEHUs M JIONOJIHEHHsA, BHOCHMBbIE B Hacrtosiulee I[lomoxkenue,
opopmisitorcs B NUCBMEHHOM  (opmMe B COOTBETCTBUM  JEHCTBYIOLIUM
3aKOHOaTesbcTBOM Poccuiickoit denepanuu.

9.3. IlonoxxeHnne o MOpsAAKE BEACHUS JUYHBIX JIeJl paOOTHUKOB 00pa30BaTEIbHOM
OpraHu3aliy MPUHUMAETCS Ha HEOIpeAeNICHHbIN Cpok. M3MeHeHuss u JOMOJHEHUs K
[lonoxeHnio NpPUHUMAKOTCS B MOPSAKE, MpeaycMOoTpeHHOM 11.9.1. HacTosero
ITonoxenus.

9.4. Tlocne npunstus Ilomoxenus (MM U3MEHEHUN U JIOMOJTHEHUN OTIEIbHBIX
NYHKTOB M pa3[ejoB) B HOBOM peNaklUMH MpeAblaylias peAakuus aBTOMaTHYECKU
yTpayMBaeT CUILY.



KypHnan yuera TU4HBIX A€

ITpunoxenue Nel

K ITOJIOKCHUIO O TOPSAAKE 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 jsiena)
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BHYTPEHHAA OITMCH

JIOKYMEHTOB Jsiesia Ne

ITpunoxenne Ne3
K TIOJIOXKEHUIO O TTOPSIJIKE 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
COTpYJHHUKA

OTMeTKH, MPUMEUaHUS,
3aMeYaHus
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ITpunoxenne NoS5
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

OTMeTKa 0 pe3yJIbTAaTaxX eKeroAHOH NPOBEPKHU COCTOSTHUS
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, yucno u Mecsl poxACHUS

4. MecTo poXIeHHS

5. I'paxnancTBO

(ceno, pepeBHsl, ropoj, pailoH, 00JIacTb)

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 CIIOBAPEM, YUTACTE U MOKETE 06'[)5[CH$ITBC$[, BJIaICCTC CBO6OI[HO)

8. Yuenas CTCIICHb, YUICHOC 3BAHUC

9. Kakue nmeere HayyHble TPY/Ibl U H300PETCHUS

15




10. BrimonHsiemas paboTa ¢ Hayaja TPYAOBOH NEATEIBHOCTH (BKIIOYAs y4eOy B BBICIIUX U CPEIHUX
CTEUANBHBIX YUeOHBIX 3aBEJICHHUSX, BOCHHYIO CIY>KOY 1 paboTy 110 COBMECTUTEIILCTRY)

Mecsn u roa JIOJIKHOCTB C YKa3aHUEM YUPEKICHUS, MecTtoHaxoxaeHue
MIOCTYILICHUS yxoja OpraHu3aluu, IPEANIPUATHS, a TAKXKE YUpEXKICHUS,
MHHHUCTEPCTBA (BEJIOMCTBA) OpraHu3anu,
IpeIPUSITUS

11. [IpeGriBanue 3a rpanuiieii (pabota, ciry>xeOHast KOMaHIUPOBKA, TIOE3/IKa C Jeieranuei)

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 Botick
(KOMaHHBIH, TTOJIMTUYECKUI, aIMUHUCTPATUBHBIA, TEXHUYECKUH H T. ]1.)

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

(4eHBI CEMBH, C YKa3aHUEM BO3pAcTa)

16. Jlomamnuit aapec

17. Ob6s3yr0ch CBOEBPEMEHHO M3BEIIATh 000 BCEX M3MEHEHUSX JIaHHBIX, BKIIOUYEHHBIX B JTUYHBII
JIMCTOK IO YYETY KaJIpOB.

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

AHKETA

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxxgancTBO (€Ciid U3MEHSIU, TO YKaXKHTE,
KOI'/Ia U TI0 KaKOW MpUYUHE)

2. OOpa3zoBanue, yuyeHasi CTENeHb (Korga |
Kakue ydeOHbIe 3aBEJICHUSI OKOHUYMIIM, 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  cremeHH  (YdTaeTe U MOJXKETe
O0OBSCHATHCS, BIaZeeTe CBOOOIHO)

4. BemosHsieMast paboTa ¢ Hadaia TPYJOBOW JESTETHLHOCTH (BKIIIOUYAsi BOCHHYIO CIIY)KOY U paboTy 1o
COBMECTUTEIILCTBY)

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

5. Bamm Onu3kue poJaCTBEHHUKH ((KeHA, MYK, 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

(HOMeEp, cepusi, KEM U KOT/ia 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

(JOJDKHOCTB OTBETCTBEHHOT'O 32 KaJ[POBBIH y4eT) (moamuce) (pacumdpoBKa moaIHCH )
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JIMCT-3ABEPUTEJIb

mejia Ne

B nene npomuto u npoHyMeEPOBaHO

ITpunoxenne Ne8
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

JIMCTOB

(uudpamu U IPOIKCHIO)

c No o Ne , B TOM YHCJIE:
JTUTEpHBIE HOMEpa JUCTOB
MPOMYIIEHHBIE HOMEpa JTUCTOB
+ TMCTOB BHYTPEHHEH OmmucH JIUCTOB
OcoOeHHOCTH (PU3MUECKOTO COCTOSIHUS U Howmepa mcros
dhopmupoBaHus Aena
OTBETCTBEHHBIN 3a
KaJIpOBBIN Y4ET
(moxmnuce) (pacumppoBKa MOIIHUCH)

« » 202  ronma
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