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1. O0mme noJio:keHUs

1.1. Hactosmee [lonoxxenne o mopsiake BeASHHs JUUYHBIX Jed paboTHukoB MBOY
«COLII c. bepxkar - FOpt I'po3HeHCKOr0o MyHHIIMOAIBHOrO paiioHa» YUP (manee — mikona,
oOmieoOpazoBarenbHas OpraHu3aiys), pa3padoTaHo B cOOTBeTCTBHUU ¢ DemepanbHBIM
3akoHOM Ne 273-®3 ot 29.12.2012 «O6 o6pazoBanuu B Poccuiickoit denepamminy,
®enepanbHbiM 3aKOHOM 0T 27.07.2006 Ne 152 «O mepcoHalbHBIX JaHHBIX», [Iprkazom
®denepanbHOTrO apxuBHOro areHTcTBa oT 23 aekadps 2009 romga N 76 «O06 yTBepKaeHUU
MeTronnueckux pexkoMeHAAMi Mo pa3paboTKe WHCTPYKIUN MO AEIONPOU3BOJACTBY B
dbenepabHBIX OpraHax UCIOJHHUTEILHON BacTn», Yka3om I[Ipesunenta ot 30.05.2005 Ne
609 «O06 ytBepxknaenun IlonokeHUs O TMEPCOHANBHBIX JAHHBIX TOCYIapCTBEHHOTO
ciaykamero Poccuiickon ®enepanuu ¥ BEICHHM €r0 JIMYHOTO JI€j1a», TpydoBbIM
Koaexcom Poccuiickoit ®@enepanuu, KosuiektuBHBIM 1noroBopoM, Ycrasom MBOY
«COMI c. bepkat - FOpt ['po3HeHCKOT0 MyHUIIUNTAIBHOTO paiioHa» YP (manee — mikoda,
o01ieo0pa3oBaTesibHasi OpraHU3aInsl).

1.2. Jlannoe IlonoxeHue omnpeaenser MopsiioK BeACHHS JIMYHBIX JeNl MEJaroroB u
WHBIX COTPYTHUKOB U PAOOTHUKOB IIKOJIBI, OTPEEISACT MOPSIOK (POPMUPOBAHUS, YUETA U
XpaHEHMsI, BBIJIAYN JIMYHBIX JIeJ BO BPEMEHHOE TOJIb30BaHUE, a TAKKE OTBETCTBEHHOCTD,
npaBa pabOTHUKOB U JUPEKTOpa 00pa30BaTEIbHON OpraHU3AIIHH.

1.3. Hacrosmee Ilosio)keHne yTBEPXKAAETCS MPUKA30M IO IIKOJIE U SBISIETCA
00s3aTeNbHBIM JIJIs1 BCEX KATErOpUi MeAarornueckux U Apyrux COTPYIHUKOB HIKOJIBI.

1.4. Benenue nuYHBIX JeJd MENaroroB W COTPYJHUKOB IIKOJbI BO3Jaraercs Ha
CHeuaIicTa 1o Kajapam.

1.5. JIudyHo€ A€I0 — OCHOBHOM JOKYMEHT MEPCOHAIBHOIO YYeTa, COJEpIKallHii
HamOoJee TMOJIHbIE CBEACHUS O pabOTHUKE OOpa30oBaTEeNbHOM OpraHU3allud MU €ro
TPYIOBOM JI€ATENbHOCTU. B JWMYyHOE Jen0 BHOCATCA CBEACHUS, CBSI3aHHBIE C
MOCTYIUICHHEM Ha paboTy U YBOJIbHEHUEM.

1.6. CBenenusi, conepxaiiyecs: B JUYHOM Jiesie, OTHOCITCS K KOH(pUACHIMATbHOU
uH(pOpMaIUi, UMEIOT OTPAaHUYEHHBIN JOCTYI U PA3TJIALIEHUIO HE MOJIeXkKAT.

1.7. JIuunoe neno BeAeTcs B TEUEHHUE BCEro Neproja padboThl pabOTHHUKA.

1.8. Benenme HECKONBKMX JUYHBIX M€ OAHOrO pabOTHUKAa 00pa3oBaTeIbHOU
OpraHu3alMH HE JOITYCKaeTCs.

2. ITopsinok popMHUPOBAHUS JIUYHBIX €]l COTPYAHHKOB

2.1. dopMmupoBaHue JIMYHOTO nerna IIE€JJaroroB " COTPYAHUKOB
0011e00pa30BaTeIbHON OpraHU3alMy MPOU3BOJNUTCS HENOCPEACTBEHHO MOCJE NpUEMaA B
o011e00pa30BaTEIbHYI0 OpPraHU3alUI0 WM I[EPEeBOAAa IEAaroroB U COTPYJHUKOB W3
Apyroi 00pa3oBaTeIbHON OpraHU3aI|H.

2.2. B COOTBETCTBUM C HOPMATUBHBIMU JOKYMEHTAaMH B JIMYHBIE J€JIa MENAroroB U
COTPYZIHHUKOB IIKOJIbI, BKJIAABIBAIOTCS CIAEAYIOLINE JOKYMEHTHI:
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s nedacocos:

* 3as1BJICHUE O TIpHUeMe Ha padoTy;

* 3aBJICHHE O COTJIACUU Ha 00pabOTKY MEePCOHABHBIX JJAHHBIX ME1arora;

*CIpaBKa O HamW4YuM (OTCYTCTBUU) CyAuMMOCTH H (wiu) (akTa YyTrOJIOBHOTO
peciieJOBaHusl, BEIIAHHOTO COOTBETCTBYIOLIUM OPTraHOM MPaBOIOPSIIKA;

* aBTOOHOrpadus;

* KOIUS MACIopTa UM MHOTO JIOKYMEHTA, yI0CTOBEPSIOLIETO JUYHOCTD;

* KOIHUSI CTPaXOBOI'0 CBUJIETEIHCTBA IEHCUOHHOTO CTPAaXOBaHUS;

* KOMHS UJIEHTU(PUKALMOHHOTO HOMEpa HAJIOTOTIATENbIINKA;

* KOMHUS TOKyMEHTa BOMHCKOTO y4eTa (1Ji1 BOEHHOOOSI3aHHBIX );

* KOTHSI CBUJIETEIBCTBA O 3aKJIIOUEHUH Opaka (Mpu HAJIUYHH);

* KOIUS CBUJIETENHCTBA O POKACHUU JIeTel (TIpU HATMYKH);

* KOITMH JIOKYMEHTOB 00 00pa30BaHUH;

* KOMMU JOKYMEHTOB O KBaJM(UKAIMK WIM HAJIMYUE CHElHUaNbHBIX 3HAHUU (Tpu
HaJIM4MH);

* KOIHMH aTTECTAIMOHHBIX JINCTOB (MPU HAJIMYUN);

* KOIIMU JOKYMEHTOB O HAarpa)KJA€HUH (MpU HATUYHH);

* XapaKTePUCTUKH, PEKOMEH IaTeIIbHbIC MHChMa (TPY HATTHMYHHN );

* IpUKa3 0 MpueMe Ha padoTy;

* IpUKa3 O EPEBOJIC HA UHYIO JOJIKHOCTD (ITPU HAIUYHUN);

* JOJKHOCTHASI UHCTPYKUHUS (JOJIKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAUYEHUs Ha
BCE€ JIOJKHOCTH);

* TPYZOBOM JTOTOBOP (C MOCIEAYIOIUM BKIOYEHUEM JOMOIHUTEIBHBIX COIIAICHUN
K TPYJIOBOMY JIOTOBOPY);

* TPYJIOBYIO KHUXKKY;

* MEJUITUHCKYIO KHIKKY.

s pabomuukos:

* 3asBJICHUE O IpUEME Ha padoTy;

* 3a5BJICHUE O COTJIACHH Ha 00pa0OTKY MEePCOHATBHBIX JIAHHBIX TEJIarora;

*CIpaBKa O HalW4uM (OTCYTCTBUU) CyAuUMOCTH H (wiu) (akTa yrOJIOBHOTO
Ipecie0BaHNs, BbIIaHHOTO COOTBETCTBYIOLIUM OPTaHOM MPABONOPSAKA;

* apTOOHOrpadus;

* KOMHUS MAcIopTa WIK HHOTO IOKYMEHTA, YIOCTOBEPSIOUIETO JINYHOCTH;

* KOIUSI CTPaxOBOI'O CBUJIETEIHCTBA IEHCUOHHOTO CTPAaXOBaHUS;

* KONUs UACHTU(UKAIIMOHHOTO HOMEpa HAJIOTOIJIaTeNbIIMKa;

* KONUs JJOKyMEHTa BOMHCKOTO yueTa (/1711 BOEHHOOOSA3aHHBIX);

* KOMHUS CBUJIETEIHCTBA O 3aKJIIOUCHUU Opaka (TIpu HaJTU4IKK);

* KOIHUS CBUJIETEILCTBA O POKIACHHUHU JIeTel (TIpU HATUYHH);

* KOMUU JOKYMEHTOB 00 00pa30BaHuUY;



* KONUU JOKYMEHTOB O HarpaxxJaeHuu (Mpy HATUYUHN);

* XapaKTePUCTHUKH, PEKOMEH IaTeIbHbIC MIChMa (TMPY HATTMYHHN );

* IpHUKa3 0 IpreMe Ha paboTy;

* IPHUKa3 O IEPEBOJIE HA UHYIO JOJDKHOCTD (ITPU HAJIUYUN);

* IOJKHOCTHASI UHCTPYKUHUS (JOJIKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAUYEHUs Ha
BCE JJOJKHOCTH);

* TPYJIOBOM JTIOTOBOP (C MOCHEAYIOIIUM BKIIOYEHUEM AOMOIHUTENbHBIX COrIAIICHUN
K TPYJIOBOMY JIOTOBODY);

* TPYJIOBYIO KHUXKKY;

* MEJUITUHCKYIO KHIKKY.

Pabomooamenv ogpopmnsiem:

* TPYZIOBOM JIOTOBOP B JIBYX IK3EMILISIPaAX;

* IpUKa3 o0 mpueMe Ha padboTy (0 mepeMelIeHnH Ha IPYTUe T0HKHOCTH);

* TUYHYIO0 KapTouky Ne T-2;

* TIOJDKHOCTHYIO HHCTPYKIIMIO B IBYX DK3EMILISIPaXx.

Pabomooamenws 3naxomum:

*C HOPMATHBHO-TIPABOBBIMU JOKyMeHTaMu MIKOJIbl (YcraBoM, KosiekTuBHBIM
noroBopoM, [IpaBunamu Tpya0BOTO pacmopsiika v Jip. JJIOKaJTbHBIMU aKTaMH);

* ¢ IOJDKHOCTHOW MHCTPYKIUEH;

* IPOBOJUT BBOAHBIA WHCTPYKTaK, HHCTPYKTaX IO OXPaHE TPYJa, HHCTPYKTAXK IO
MPOTHUBOIOXKAPHOU OE30aCHOCTH.

2.4. llepBuuyHoe odopMIIEHHE TUYHOTO JIeja MPeyCMaTpUBAET:

* IPUCBOCHHUE JIMYHOMY JIely HOMEpPa COIVIACHO J>KypHally yueTa JUYHBIX el
(mpunoxenne Ne 1);

* IPOCTaBIICHHE HA OOJIOXKKE JHYHOTrO Jnena (mpuiokeHue Ne 2) cremyronmx
PEKBU3UTOB: UHJIEKC Jieja (B COOTBETCTBHM C HOMEHKJIATYpOil J1e71 o011e00pa3oBaTeabHON
OpraHu3alliy; TOJIHOE HAaMMEHOBaHME OO0IIe00pa30BaTEIbHON OpraHu3aluh; HOMEP
JUYHOTO Jiena; GaMuIns UMsl OTYECTBO PaOOTHHKA B UMEHUTEILHOM Ta/IeKe; ATkl — TOJl
Hayaja U roJl OKOHYaHUs BEACHUS Jielia; KOJUYECTBO JIMCTOB; CPOK XPAHEHUS;

* IOMEIICHHE JIOKYMEHTOB, IMO/JICKAIIMX XPAHEHUI0O B COCTABE JIMYHBIX JIEJ, B
XPOHOJIOTUYECKOM MOPSIKE:

BHYTPEHHSISI OITUCh JOKYMEHTOB Jieia (rpuioxeHue Ne 3);

JUYHBINA JIMCTOK MO Y4eTy KaJpoB (mpuiioxeHus Ne 6);

3asiBJICHUE O IIpUEME Ha padoTy;

MpUKa3 0 mpueMe Ha padoTy;

TPYJOBOM JIOTOBOD;

JOTOBOP O TOJHOW MaTepUaJbHOM OTBETCTBEHHOCTH (eciu paboOTHUK —

VVVYVYVYVYY

MaTepUaIbHO OTBETCTBEHHOE JIUIIO);
> XapaKTEPUCTUKHU U PEKOMEHATEIIbHBIE ITNChMA;
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> coryiacrue Ha 00pabOTKy MEPCOHATBHBIX JTaHHBIX.

2.5. JIucThl JOKYMEHTOB, TIOMEIIEHHBIX B JJMYHOE JEJI0, TIOJJIS)KAT HyMepaIluu.

2.6. C nenpio obecriedeHus] HaIeKaEed COXPAaHHOCTH JIMYHOTO JeJia TMeIaroroB u
COTPYJIHUKOB 00I11€00pa30BaTeIbHON OPraHU3alMyd U YJ00CTBA B OOpAaIIEHUH C HUM MPU
GbOopMUPOBaHUM JOKYMEHTBHI TIOMEHIAIOTCS B OTHEIbHYIO manky. I[lpu yBoIbHEHUU
paboTHUKA TPOIIMBAOTCS HUTKAMH U CIAIOTCS B apXUB.

2.7. BHyTpeHHsAS ONHUCHh JOKYMEHTOB, HMMCIOIIMXCS B JIMYHOM Jelie, JOJKHA
COJIEp)KaTh CBEICHHSI O TMOPAIKOBBIX HOMEpax, HaWMEHOBAaHUSIX [OKYMEHTOB Jela,
KOJIMYECTBE JIUCTOB, JaTaX BKIFOYCHHUS TOKYMEHTOB B JTUYHOE JICJIO U U3BATHS U3 JIeNa, a
TaK)Xe KEM U3BAT JOKYMEHT M 110 KaKOW MpUYINHE.

2.8. BHYTpeHHsIsI OMUCh COCTABJISICTCSI HAa OTIEIBHOM JIUCTE IO YCTaHOBJICHHOM
¢dopme. JIuCTeI BHYTpEHHEH ONMUCH HYMEPYIOTCS OTACIBHO.

2.9. Ilpu MOATOTOBKE JIMYHBIX NI K Tepenade Ha XpaHCHHE K BHYTPEHHEH OmMHcH
COCTaBIISIETCS. MTOTOBas 3alKcCh, B KOTOPOH YyKa3piBaeTcs LU(paMu U TPOMHCHIO
KOJIMYECTBO BKJIIOYCHHBIX B HEEC JJOKYMEHTOB M KOJIMYECTBO JIUCTOB JIea.

3. [Topsinok BeeHUsI TUYHBIX JIeJ1 eJAroroB U COTPYAHUKOB

3.1. JluyHoe neno memaroroB W COTPYIHUKOB OOIIEOO0pa30BATEIBHONW OpraHU3AINH
BEJIETCSI B TEUEHUE BCEro TMepuoja paboThl KaXAOro TMeJarora W COTPYJHUKA B
0011e00pa3oBaTeNbHON OpraHU3aluy.

3.2. JlanpHeiliee BEIEHUE JIMYHOTO Jeja TNEeJaroroB W COTPYJIHHUKOB
0011e00pa3oBaTeIbHON OPTaHU3AIMH TIPETyCMAaTPUBAET MTOMEIIEHUE B J€JI0 JOKYMEHTOB,
oOpa3syromuxcsi B poriecce pabodeii 1eSITeIbHOCTH U UMEIONTUX 3HaYeHUe JIJIS TPYIOBBIX
OTHOLIEHHUI:

* JIOTIOJTHEHHUE K JIMYHOMY JIUCTKY TI0 YUETy KaJpOB;

* JIOTIOJTHUTEIIbHBIE COTJIAIICHHS K TPYJOBOMY JJIOTOBOPY;

* KOMMW TIPUKA30B [0 JIMYHOMY COCTaBYy, KOTOpBIE KacarTCs TIeAaroroB u
COTPYJHUKOB 00111€00pa30BaTEIbHON OpraHu3aluu;

* OT3bIBBl JIOJDKHOCTHBIX JIMI[ O TIeJarore M COTPYJAHUKE 00I11e00pa3oBaTeIbHOM
OpraHu3allNy;

* KOMUU JOKYMEHTOB O TOBBIIICHUN KBATU(UKAIIHH;

* KOMUU CEPTU(PHUKATOB, TPAMOT;

* JINCT — 3aBEPUTEH JieJia (COCTABIISIIOT MIPH C/laye JIMYHOTO Jiesia B apXUB);

* UHBIC IOKYMEHTHI.

3.3. B uensx obecrnieueHrss KOHTPOJS 32 COXPAHHOCTBIO M AKTYaJIbHOCTBHIO JIMYHBIX
el B oO0IeoOpa3oBaTesibHOM OpraHu3aiuu exerogHo (He mo3aHee | kBaprana roja,
CJIEIYIOIIETO 32 OTYETHBIM) TIPOU3BOJIUTCS MPOBEPKA UX HAIUYHUS U COCTOSIHHUS.

3.4. ExeromHyro NpPOBEPKY COCTOSHMS JIMYHBIX JEJ Ha TPEAMET COXPAaHHOCTH
BKJIFOYCHHBIX B HEr0 JOKYMEHTOB IIPOBOJUT CHEIUAIbHO co3/laHHas komwuccus. O
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MPOBEJICHHBIX MPOBEPKAX JIEaeTCs OTMETKA B JIMCTE O PE3YJIbTaTax €XeroJHOM MPOBEPKH
COCTOSIHUSI Ul HAJTMYMS JIMYHOTO jena (mpuioxenne Ne 5) u cocramisiercst akT. Pe3ynbprarsr
NPOBEPKH JIMYHBIX JeN B 00sA3aTebHOM TMOPSAKE JOBOAATCS JIO JUpPEKTOpa
0011e00pa30BaTeIbHON OpraHU3aIiH.

4. Ilopsiok y4éTa U XpaHeHHUs JIUYHBIX JieJ M1eJaroroB U COTPYAHUKOB

4.1. XpaneHue M y4eT JIMYHBIX JIeJ MEJaroroB U COTPYIHHKOB, OPTaHU3YIOTCA C
1eJIbI0 OBICTPOrO U 0€30IMO0YHOTO MOUCKA JIMYHBIX JIeJ, 00ECIIEYeHUsI UX COXPAaHHOCTH,
a Takxke oOecrieueHus KOH(UIEHIIMAIBHOCTH CBEIECHUHN, COJAEPKAIIMXCSA B JIOKyMEHTax
JIMYHBIX JeJ, OT HECAaHKIIMOHUPOBAHHOTO JOCTYTIA.

4.2. JluuHble nena COTPYAHHKOB XpaHATCS B ceiide oObmeoOpa3oBaTeabHOM
OpraHu3aIuy.

4.3. TpynoBble U METUIIMHCKHE KHUKKHU XPaHATCS OTAEIBHO B cerde.

4.4. Jloctyn K JUYHBIM JejaM IEJaroroB M COTPYIHHKOB 00I1e00pa3oBaTeIbHOM
OpraHM3alii WMEIOT TOJBKO CEKpeTapb, CHEIHATIUCT 1O KaapaMm, TUPEKTOp
o011e00pa3oBaTeIbHON OpraHu3aluy JUOO 3aMECTUTENH AUPEKTOpa MPU HCIOJIHEHUU
00s13aHHOCTEH TupeKTopa 00111e00pa30BaTEIbHON OPraHU3allHH.

4.5. Cucrematuzanusi  JUYHBIX  J€JI  TEIaroroB W COTPYJHHUKOB
00111e00pa3oBaTeNbHON OpraHu3aliy MPOU3BOAUTCS B al(aBUTHOM MOPSJIKE.

4.6. JInyHple Aena meaaroroB M COTPYIHUKOB 0OIIe00pa3oBaTeIbHON OpraHU3aIny,
MMEIOIUX TOCYJapCTBCHHBIE 3BaHUS, NMPEMHUH, HArpajbl, Y4eHbIC CTEIIEHW W 3BaHUA,
XPpaHATCS MMOCTOSIHHO, a OCTAIBHBIX COTPYAHUKOB — 75 JIET ¢ ro/ia YBOJIbHEHHUsI pabOTHUKA
(B cooTtBeTcTBHH ¢ [lepeuHeM TUMOBBIX yNPaBIECHUYECKUX JOKYMEHTOB).

5. ITopsiioK BbIIAYH JIMYHBIX /IeJI BO BpeMEHHOE M0JIb30BaHHe

5.1. Beigaua auuHbIX A€ (OTAENbHBIX JTOKYMEHTOB B COCTaBe JMYHOTO JI€Jia) BO
BPEMEHHOE T0JIb30BAHUE MTPOU3BOJIUTCS C pa3pelieHus AUPEKTOpa 0011e00pa3zoBaTeIbHON
OpraHU3allUU 110 3asBJICHUIO COTPY/IHUKA.

5.2. Pabora (03HAaKOMJICHHE) C JIMYHBIMU JEJIaMH I[I€IaroTOB W COTPYJAHUKOB
0011e00pa3oBaTebHON OpPTaHU3aIluy MPOU3BOJUTCA B MPUEMHON aupekTopa. B KoHie
pabodero JHSA CEKpeTaph WU CIEIUAIMCT 10 KajapaM o0si3aHa yOSIUThCS B TOM, YTO BCE
JUYHBIE JeNa, BbIIAaHHBIE BO BPEMEHHOE T0JIb30BAHKE, BO3BPAILICHBI HA MECTO XPAHEHUS U
€CTh JI1 HEOOXOUMOCTD JIJISl IPUHSATHS MEP K UX BO3BPAIICHHUIO WJIH PO3BICKY.

5.3. @akT BIIAYM JIUYHOTO JAeNa (PUKCUPYETCS B KOHTPOIBHOM KypHaJle.

5.4. U3bATHE OTACIBHBIX JOKYMEHTOB W3 JIMYHOTO J€fla TPOU3BOAUTCSA C
paspelieHus  AUpEeKTopa  o0IIeoOpa3oBaTebHOM  OpraHu3auuu ¢ oopMIIEHHUEM
COOTBETCTBYIOIIEH 3amucH B rpade «[Ipumeuanuey BHyTpeHHel onucu. [Ipu BpemeHHOM
U3bSITHM JIOKYMEHTa Ha €ro MecTto (MeXIy JHCTaMU COCEIHHX JOKYMEHTOB)
BKJIAJBIBAETCS CHPABKA-3aMECTUTENb C YKa3aHUEM JAaThl U MPUYUH U3BSATUSA C MOJAMKUCHIO
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JMna, BBIIABIICTO OJOKYMCHT, H IIOAIMCBIO JIMIA, ITOJYUYHMBIOCIO €0 BO BPCMCHHOC
IIOJIb30BaHUC.

6. OopmureHne TUYHBIX €1 Mepe] caaveil B apXuB

6.1. OpopmieHune TMUHBIX e AJIA Tepeladyd B apXUB MPOU3BOAUTCS CHEUATUCTOM
1o Kajpam 00111e00pa30BaTEIbHON OpraHu3ali. JTa Npoleaypa BKIIOYAECT:

* IOAIIMBKY (TIEperieT) Aea;

* YTOYHEHUE HyMepalluy JUCTOB JIeNa;

* COCTaBJICHHE JIMCTa-3aBepuTens (mpuitoxkenue Ne 8);

* COCTaBJICHHE (YTOUYHEHNE) BHYTPEHHEN OIUCH;

* BHECEHHE YTOYHEHHI B PEKBU3UTHI JIMLIEBON OOJI0KKH Jea.

6.2. JIuct-3aBepuTeb Jieaa A0JKEH MOANUCATh €r0 COCTABUTEIb, IIPU ATOM JIeJIaeTCs
pacuipoBKa JOKHOCTH U MOAMKCH, MPOCTABISIETCS AaTa. B mporecce MCnoib30BaHuUs
apXMBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIE JEJIAI0TCSl COOTBETCTBYIOLIME OTMETKU. Eciun
JIEJI0 OAIINTO 0€3 JINCTA-3aBEPUTEIS, TO €0 CJIEIYET HAKJIECUTh HA BHYTPEHHIOIO CTOPOHY
0O0JIOXKKH Jena.

6.3. C uenpio obecredeHusi COXpaHHOCTH JIMYHBIX JI€7T PEKOMEHIYeTCs:

* 00BbEIMHATh MHAWBHUyaJIbHbIE JHYHBIE Jelia YBOJEHHBIX COTPYJHUKOB B OJHY
00J10kKy (0OBbEAMHEHHOE JIeJI0) C TaKUM pacdyeToMm, 4ToObl 00BbeM Jena (Toma) He
npeBbiman 250 aucToB (IMyTeM CHIMBKKA MaT€pUATIOB HHIWBHUIYATBHBIX NI€J MO ToJaMm
YBOJIbHEHHUS);

* pacrojaraTb Marepuaibl WHAUBUAYAJIbHBIX 1€l B Tpeaenax jnena (Toma) B
andaBuTHOM TOpsAAKe (MO(GaMUIBHO), OTAENSAS MaTepHalibl, OTHOCSIIMECS K Pa3HbIM
WHUBUTyJIBHBIM JI€JIaM, YHCTHIM JINCTOM OyMaru ¢ ykazaHueM Ha HeM (DaMuIuu, UMEHH
M OTYECTBA  COOTBETCTBYIOLIErO  YBOJEHHONO  IeJarora W COTpYJHHKA
0011e00pa3oBaTeNbHON OpraHn3alliy;

e cHa0XaTh KaXJa0€e OObEAMHEHHOE Jel0 (TOM) BHYTPEHHEW OIHCBIO C
nepevrciieHeM (pamMuinii, IMEH U OTYECTB U YKa3aHUEM HOMEPOB CTpPaHUII, B Ipejeax
KOTOPBIX PACIIOIOKEHBI COOTBETCTBYIOLIUE TOKYMEHTHI.

6.4. Ilepenaya JTUYHBIX /1€ B apXUB OCYLIECTBIISETCS HE IO3JIHEE TPEX JIET IOCIIE
3aBepUICHHUs] MX B JEJIONPOU3BOJACTBE B COOTBETCTBUM C rpaduxom. [IpeaBapurenbHO
CEeKpeTapeM, CHEIHAJUCTOM IO KaJapaMm THpoBepsieTcsl MOJHOTa U MPaBUIBHOCTh
NOJrOTOBKM JIMYHBIX JeJl K Imepenadye. BrpisBieHHblE NIpU NPOBEPKE HEAOCTATKU
YCTPAHSIOTCA CEKpeTapeM, CIEUUaIucToM no kaapaM. [lepegada u npuemM mpous3BOASTCS
IO OIKCHU C TPOCTAHOBKOM OTMETOK O HAJIMYUU JIMYHBIX JE.

6.5. JIuuHple Aena negaroroB U COTPYAHUKOB 00111€00pa30BaTeIbHON OpraHu3allui,
3aKOHYEHHbIE Jenonpou3BoAcTBOM 10 | sHBapsa 2003 roma, xpausarcs 75 net, mociue 1
sauBapst 2003 roma — 50 mer. Jluuneie pgena aupekTopa, TIABHOTO Oyxranrepa
0011e00pa3oBaTeNbHON OpraHN3allui UMEIOT MOCTOSIHHBIN CPOK XpaHCHHUS.
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7. OTBETCTBEHHOCTH

7.1. Tlemarorm W COTPpyAHHKH OOIIE00pPA30BATEILHON OpTraHU3alid OOS3aHBI
CBOEBPEMEHHO TMPEACTABIATh CEKPETApI0 WM CIENHAINCTY IO KajapaMm CBEIeHHUs 00
M3MEHEHUH B IEPCOHAIBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTAB JIMYHOTO JeJIa.

7.2. PaboTonarens 00ecieynBaeT:

* COXPAaHHOCTh JIMYHBIX JIeJl TII€JaroroB M COTPYAHUKOB 00I1e00pa30BaTeIbHOM
OpraHu3alluy;

* KOH(DHUICHIIUATTLHOCTh CBEACHUH, COJIEPKAIIUXCS B JIMYHBIX JENax TEAaroroB u
COTPY/IHHUKOB.

8. IIpaBa padoroaartesisi 1 padOTHUKA

8.1. lns oOecrneueHusl 3alllUThl TMEPCOHANBHBIX JIaHHBIX, KOTOpPHIE XpaHATCA B
JUYHBIX JeJIaxX NeJaroroB U COTPYIHUKOB 001Ie00pa30BaTeIbHON OpraHn3aliy, MeJaroru
Y COTPYAHUKHU 00111€00pa30BaTeIbHON OpraHu3alui UMEIOT MPABO:

* IOJyYUTh MOJIHYI0 MH(QOPMAIMI0 O CBOMX MEPCOHANbHBIX JAHHBIX U 00pabOTKe
OTUX JIaHHBIX;

* IOJTyYUTh CBOOOIHBIN TOCTYI K CBOMM IE€PCOHAIBHBIM JaHHBIM;

* IOJyYUTh KOMHHM JOKYMEHTOB, XpaHSIIMECS B JIMYHOM Jelie U COJepIKaIiue
MEePCOHABHEIEC TAHHBIC.

* Tpe0OBaTh MCKJIIOUEHUS WM UCTPABICHUS HEBEPHBIX M HETMOJIHBIX MEPCOHATBHBIX
TaHHBIX.

8.2. PabGoTomarenb UMeeT IpaBo:

*o0palaTeiBaTh ~ NEPCOHAJIbHbIE  JaHHbIE  MEJaroroB M  COTPYJIHUKOB
0011e00pa3oBaTeIbHON OpraHU3alii, B TOM YMCIIE U Ha 3JIEKTPOHHBIX HOCUTENSX;

* 3a[IPOCUTH OT MEAAroroB U COTPYAHUKOB 0011€00pa30BaTeIbHOM OpraHU3aly BCIO
HEOOXOIMMYI0 HMH(pOpMAIUIO JJIsI BEICHUS JUYHBIX JIe1 U OOpabOTKU MEPCOHATBHBIX
TaHHBIX.

9. 3aKJII0YNTEIbHbIE MMO0JI0KEHUSA

9.1. Hacrosmee Ilonoxxenne o mopsiiKe BEICHUS JTUYHBIX JIe] PAOOTHUKOB SIBIISIECTCS
JIOKaJbHBIM HOPMATUBHBIM aKTOM, MpuHUMaeTrca Ha OOmeM coOpaHuu TPYJOBOTO
KOJUIEKTUBA U yTBEpKIaeTcs (1100 BBOJUTCS B JCHCTBUE) TUPEKTOPOM IIIKOJIBI.

9.2. Bce wu3MeHeHUs U JIOTIOJHEHHWs, BHOCHUMBIC B HacTosmiee Ilomoxenue,
0OpMIISIOTCSI B MUCBbMEHHOM (hOpME B COOTBETCTBUH JICHCTBYIOIINM 3aKOHOAATEIIECTBOM
Poccuiickon ®@enepanum.

9.3. TlonoxxeHue O TOPSIAKE BEACHUS JMYHBIX JIeNT pabOTHHKOB 0O0pa3oBaTEIbHOM
OpraHu3alMi TPUHUMAETCS HAa HEOMPEJCICHHBIH CpOK. V3MeHeHHs W JOMOJIHeHUS K



[TonoxxeHU0 NPUHUMAKOTCA B TOPSAIOKE, MpeaycMOTpeHHoOM 11.9.1. HacTosuiero
ITonoxeHwus.

9.4. Tlocne npunstusa I[lonmoxkeHuss (WA U3MEHEHUW W JOMOJHEHHI OTIEIbHBIX
MYHKTOB W pa3ejioB) B HOBOW peAaklMM MpEeAblaylias pelakius aBTOMATHYECKU
yTPauuBaET CUITY.



XKypnan ydyera IM4HbBIX 1]

ITpunoxenune Nel

K MOJIOKCHUTIO O NOPAAKE BECACHUS
JIMYHBIX OCJI pa60THI/IKOB

Neo Jara Qammwmms, | Tabems- | JomxraocTh | CTpyKTYp- Jlara u Jlata ITpumeua-
1/ odopmIie- UM, HBIH (mpodrec- HOE HOMEp HOMED HUE
M | HUS JUYHOTO | OTYECTBO HOMED cus, nojipasjie- MprKasza npuKasza
nena rejarora u CIeIab- JICHHE (pacrops- (pacmopsi-
COTPYIHUKA HOCTB) JKCHHS) O KCHHUS) O
neiarora u npuemMe mpeKpaiie-
COTPYIHUKA nemarora u HUHU
coTpynHuKa | (pacTopike-
Ha paboTy HUH)
TPYI0BOTO
JIOTOBOpA C
[e[aroroM u
COTPYIHHKOM
(yBoNBHE-
HUH)
2 3 4 5 6 7 8 9
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doHa Ne

Onuncb Ne

Wanexc nena

O010kKa JIMYHOTO Jiej1a

Ipunoxenne Ne2
K MOJIOXKEHUIO O MOPAAKE BEJCHUS
JIMYHBIX JIe)1 paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHHE 00pa30BaTEIFHON OPTaHU3ALMN)

Jlata Hayana

Jlata okoHUaHUs

Ha JIMCTax
XpaHuTh IeT
doHa Ne
Onwucb No

(3aroyI0BOK Jemna)

11



BHYTPEHHSIA OITNCH
JIOKYMEHTOB jiesia Ne

Ipunoxenne Ne3
K TIOJIO’KEHHIO O TTOPSIKE BEJICHUS
JIMYHBIX JIe)1 paOOTHUKOB

Ne Nunekc Hara Hasanue Howmep [Ipumeuanus
n/n JOKyMEHTa JOKYMEHTa JNOKYMEHTa JUCTOB
Jeia
Hroro: JIOKYMEHTOB

(undpamu 1 IPOIHCHIO)

KonndecTBO TMCTOB BHYTPEHHEN ONTUCH

(umdpamu 1 IPOMHCHIO)

OTBETCTBEHHEBIN 3a
KaJpOBBIA yUeT:

(TIoamCs)

« » 202 ropa
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©.1N.0.

Ipunoxenue N4
K MOJIOXKEHUIO O MOPAAKE BEJCHUS
JIMYHBIX JIe)1 paOOTHUKOB

JlomxHOCTD

JInunoe neno Ne

JlaTta o3HaKOMIICHHUS TIegarora
W COTPYIHHUKA C JIMYHBIM
IeIOM

IMonmuce mexarora u
COTpYIHHKA

OTMmeTKH, MpUMeYaHus,
3aMCYaHUS
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Ipunoxenne No5
K TIOJIO’KEHHIO O TTOPSIKE BEJICHUS
JIMYHBIX JIe)1 paOOTHUKOB

OTMeTKa 0 pe3yabTaTax eKeroAHOM NPOBEePKHU COCTOTHUSA
U HAJIMYMSA JJUYHOIO0 Jesia

©.1.0.

JomxHOCTD

JInynoe nemno Ne

Jara npoBepku ®.N.0. uneHon [Toanucu 4wieHoB PesynbpTar nposepku
KOMMCCHH KOMMCCHH
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Ipunoxenue Neb

K MOJIOKCHUTIO O NOPAAKE BECACHUS
JIMYHBIX OCJI pa6OTHI/IKOB

JIMYHBIA JTUCTOK MO0 y4eTy KaJApoB

1. ®ammnus

Nwmsa

OT4ecTBO

2. Ilon

3. T'ox, uynciio u MecsLl POXKACHUS

4. Mecto poxaeHus

5. I'paxnaHcTBO

(ceno, nepeBHs, ropoz, paiioH, 0671acTh)

6. O6pazoBanue

HaszBanue ®DaKyJIbTET
y4e0HOTO WIH

3aBe/IEHUs U €ro OTJIeJIeHNE

MECTOHAXOXK/ICHUE

Ton

MOCTYIJICHHU A

TI'on
OKOHYaHUA
WM yXoja

Ecnu vHe
OKOHYHIJI, TO C
KaKoro Kypca

yIIE

Kakyro
CIICHUAJIBHOCTD
MOJTy4UsI B
pe3yabrare
OKOHYaHUS
y4eOHOTo
3aBeJleHus,
yka3atb Ne
AJUIIoMa nujin
YAOCTOBEpEHUS

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

(‘II/ITaeTe 1 IE€PEBOAUTE CO CIIOBAPEM, UUTACTE U MOXKETC 06’I>$ICH$ITI>C$I, BJIaACCTC CB06OZ[H0)

8. YueHas CTeneHb, yUeHOE 3BaHUE

9. Kakue nmeere Hay4dHbIC TPYIbI M H300pETECHUS
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10. BeimonHsiemass pabota ¢ Havaja TPYIOBOH AEATENHHOCTH (BKJOYas y4eOy B BBICIIUX W CPEIHHUX
CIeUANBbHBIX YUEOHBIX 3aBEJICHHUIX, BOCHHYIO CIIy>KOYy U paboTy IO COBMECTHTEIHCTBY )

Mecsan u ron JOMKHOCTB € yKa3aHHEM YUPEKICHHUS, MecToHaX0KICHUE
HOCTyHHeHI/I}I yxo;[a OpFaHI/I3aI_II/II/I, HpGI[HpI/IHTI/I}I, a TaK¥XeE y‘-IpG)K,Z[GHI/I}I,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
HpEAIPUATUSL

11. IIpeOpiBanme 3a Tpanuiiet (padbora, cirykeOHass KOMaHIUPOBKA, MTOE3]IKA C JIEIeTaIneH )

Mecsan u ron B xaxoii ctpane [{ens mpeObIBaHUs 32
C KaKoro 10 KaKoe rpaHuLen
BPEMEHU BpeMsI

12. Yyactue B BBIOOPHBIX OpraHax

MecTo BBIOOPHOTO HasBanue BeiOopHoro | B xauecTBe koro I'on
oprasa oprasa BBIOpaH u30paHusi | BBIOBITHSA

13. Kakue nmeere npaBUTENbCTBEHHbIE HArPa bl

Korga u xeM Harpaxaex

14. OrHOLIEHNE K BOMHCKAM O0S3aHHOCTSAM U BOMHCKOE 3BaHUE

CocraB Pon Botick
(KOMaHJHBI{, MOJTUTHYCCKUH, a IMUHUCTPATUBHBIN, TEXHUIECKUN U T. 11.)

15. CeMeltHOE OJIOKEHME B MOMEHT 3aIIOJTHEHMS JIMYHOTO JIUCTKA

(4JICHBI CEMBH, € YKa3aHUEM BO3PACTa)

16. Jlomamnuii agpec

17. O6s13y10Cch CBOEBpEMEHHO M3BeHIaTh 000 BCEX M3MEHEHUSX JaHHBIX, BKIFOUCHHBIX B JIMYHBINA JTUCTOK
0 YUYETY KaJpOB.

« » 202  ropa
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AHKETA

Ipunoxenue Ne7
K TIOJIO’KEHHIO O TTOPSIKE BEJICHUS
JIMYHBIX JIe)1 paOOTHUKOB

damunsa

Nmsa

OT4ecTBO

Jlata poxxnenus

1. I'paxknancTBO (€ciid U3MEHSUIA, TO YKAKUTE,
KOTJIa M 110 KaKO MpUUIHHE)

2. OOpa3zoBaHue, yueHas CTENEHb (KOoTma u
Kakue y4yeOHbIE 3aBeJeHUS OKOHUYWIH, HOMEpa
muriIoMoB). CrenuaibHOCTh U KBaTU(UKAIUS
0 JTUTLIOMY

3. KakuMu MHOCTPAHHBIMU SI3BIKAMU U SI3bIKAMU
HaponoB Poccuiickoii @enepanuu BIajceTe U B
Kakod  cTemeHuM  (YuTaere M MOXKETe
OOBSICHSITHCS, BIIAJICETE CBOOOTHO)

4. BemonHsieMas paboTa ¢ Hayanga TPYJIOBOW NEATEIbHOCTH (BKJIIOUYas BOCHHYIO CIIYKOy M paboTy 1O

COBMECTUTENBCTBY)
Mecsan u ron JOMKHOCTB € yKa3aHHEM YUPEKICHHUS, MecToHaX0KICHUE
MOCTYTUICHUS yxoaa OpraHH3aIiy, TPEAPUATHS, & TAKKE YUpEeXKICHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
PEITPHUSITHSI

5. Bamm Gau3kue poJaCcTBEHHUKHU (3KEHA, MYK, OTEIl, MaTh, OpaThsi, CECTPHI)

CrencHb damMuis, UM, Ton

pOJICTBA OTYECTBO POXKIICHHS

MecTto paboThl,
JIOJDKHOCTD

Anpec mecta
KHUTEIHCTBA

6. lomamrawmii anpec u Homep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHSIOIIUI

(HOMep, cepHsi, KEM M KOT'JIa BbIIaH)

8. JlomomHUTENbHEIE CBEIEHUs, KOTOpBIE BEI jkenaere cooOmuTs o cede

10. Ha xakoit ypoBeHb 3apiuiatsl Bel paccuntsiBaeTe?

« » 202  roma

(Z[O.]'I)KHOCTB OTBETCTBEHHOI'O 3a Ka[[pOBBIﬁ yqu)
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Ipunoxenne Ne§
K TIOJIO’KEHHIO O TTOPSIKE BEJICHUS
JIMYHBIX JIe)1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

aeaa Ne
B nene npomnto u npoHyMepOBaHO JINCTOB
(uudpamu ¥ IPOMHCHIO)
¢ Ne mo Ne , B TOM YHCJIE:
JINTEPHBIE HOMEPA JINCTOB
MPONYLIEHHBIE HOMEPA JINCTOB
+ JIUCTOB BHYTPEHHEW ONMHUCHU JIMCTOB
OcobeHHocTH (PU3NUECKOTO COCTOSIHUS U Howmepa nucroB
dbopMupoBaHus aena
OTBETCTBEHHBIH 3a
KaJpOBBIA yUyeT
(mozmucek) (paciudpoBKa MOAIKCH)

« » 202  ropa
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