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MHOJIOKEHHUE
0 NOPSIAKE BEAEHHUST IHYHBIX e paGOTHHKOB
MBOY «baarogaraoeckas COIIly HMP PT

1. OO6mue nososkeHns
1.1. Hacrosmee Ilomoxxenwe o TopsaKke BENEHHS JHYHBIX M€ pabOTHHKOB OpraHH3aIHH,
OCYIIECTBIIIOIIEH  00pasoBaTeNbHYI0  [EATENBHOCTh, pa3pabOTaHO B  COOTBETCTBMM ¢
®enepanbabiM 3akoH0M Ne 273-@3 ot 29.12.2012 «O6 obpasosanuu B Poccuiickoii Denepanumy,
QenepanbHbmM 3aKxoHOM 0T 27.07.2006 Ne 152 «O TepcOHATBHBIX TaHHBIXY B PEAKIHH, YKa30M
Ilpesuzmenta or 30.05.2005 Ne 609 «O6 yrBepinenun Ilonoskenus o IIEPCOHAIBHBIX TaHHBIX
TOCYIapCTBEHHOTO ciryskatero Poceniickoit Desiepanun 1 BEIGHIH €ro JMYHOTO fiena, TpyaoBsmM
Komekcom  Poccmifckoif ~ Qenepauum,  YcTaBoM  opraHm3amuy, OCYINECTBIISIONIEH
00pa3oBaTeIbHYIO AEATENLHOCTD.
1.2. Jlannoe IlonoxkeHne ompezesnseT MOPS/OK BEJGHHS JMYHBIX €] TENAroroB M HHBIX
COTPYAHUKOB H pabOTHHKOB IIKOJBI, ONpEENIeT MOpSIoK (pOPMHpOBAHHS, ydeTa M XpaHEHHs,
BbIZa4H JIMYHBIX 1€ BO BPEMEHHOE M0JIb30BaHHUE, @ TAKXKE OTBETCTBEHHOCTb, [paBa PaOOTHHKOB U
JUPEKTOpa 06pa30BaTeIbHOM OpraHH3alHH.
1.3. Hacrosumee ITonokeHue yTBep)kAaeTcs MPUKa3oM IO IIKOJE H SBISETCS 00M3aTebHBIM IS
BCEX KATETOPHUH MEJaroridecKuX U APYTHX COTPYAHUKOB IIKOJIBI.
1.4. Benenne JMYHBIX JIeN IIEAAroroB M COTPYIHHMKOB IIKONBI BO3JATAETCS HA CHENHATHCTA 1O
KaJlpaM OpraHH3al{H, OCYIIECTBILIONIEl 00pa3oBaTebHYIO NeSATeNbHOCTS.
1.5. JluyHoe €10 — OCHOBHOM JOKYMEHT IIEPCOHANBHOTO YUeTa, COEPKALIMIT HanGoIIee MOTHbIE
CBEJICHHs 0 PabOTHUKE 06pa30BATENIbHOI OPraHU3AIMU | €T0 TPYIOBOH AeATeNnbHOCTH. B muumoe
€TI0 BHOCATCS CBE/ICHHSI, CBSI3aHHEIE C OCTYIUICHHEM Ha paboTy H yBOJIbHEHHEM.
1.6. CBezenns, coepaliecs B THYHOM JIENe, OTHOCATCS K KOH(HICHIHAIBHO HH(]OpMaInH,
HMEIOT OIPaHMYEHHBIH JOCTYI U pa3IiallleH IO He I10JIeKaT.
1.7. JInanoe meno BesieTcs B TeUEHNME BCETO MepHO/ia PaboThl pabOTHHKA.
1.8. Benenne HeCKoNbKUX JMYHBIX JIeN OXHOr0 paGOTHHKA 06Pa3oBAaTENBHOMN OPraHM3alH He
JIOITyCKAeTCSL.

2. Ilopsimox opMHPOBAHHS INYIHBIX €1 COTPYIHHKOB

2.1. dopwmmpoBaHME IHMYHOTO Jeid [EIArOTOB M  COTPYIHHKOB obmeobpasoBarenbHO
OpraHM3ally TMPOM3BOJMTCS HENMOCPEACTBEHHO MOCTEe TIpHeMa B  06meo6pasoBaTeNbHYIo
OpraHM3alMI0 WM IEPeBoJa IeJaroroB H COTPYJAHHKOB M3 Jpyro oGpasoBaTenbHOI
OpraHH3allHH.
Ilpn noctyrennu Ha paboTy paGoOTHHK TpeAOCTaBNAET (IPH HATHUAK):

° TAcHOPT WK MHOH JOKYMEHT, YAOCTOBEPSIOIIHI IMIHOCTD;

o aBTobOHOrpaduio;

° 3asgBJIEHHE O TIPHEMeE Ha paboTy;

° JOKYMEHT, KOTOPBI# OATBEPKAAET PETHCTPALIMIO B CHCTEME HHJIMBUIYaTBHOTO

NepCOHU(HIUPOBAHHOTO yUeTa, B TOM YHCIE B JOPME 3MEKTPOHHOTO JOKYMEHTA, IGO0
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e CTPaxOBOE CBUETEIHCTBO MOCYJAPCTBEHHOTO IIEHCHOHHOTO CTPAaXOBaHMs, 32 UCKITIOUEHUEM
CJlydaeB, KOI'Jia TpYJ0BOM JI0rOBOP 3aKJIFOYAETCsl BIIEPBBIE;

e UACHTU(HUKAIMOHHBIN HOMEP HAJOTOILUIATEIbIINKA;

e JIOKYMEHT BOMHCKOTI'O y4eTa (/U1 BOCHHOOOS3aHHbIX JIMLL);

e JIOKyMEHT 00 00pa3oBaHHH;

e  aTTECTAllMOHHBIH JIUCT;

e CHpaBKy O HATMYUU (OTCYTCTBUH) CYIUMOCTH M (WIK) (aKTa yroJOBHOTO MPECIIeIOBAHNUS;

e TPYNOBYIO KHWXKY U (MJIM) CBEIEHUS O TPYIOBOH J1€ATEILHOCTH, KPOME CITyyaeB, KOrjaa
pabOTHUK IPUHUMAETCS Ha pabOoTy BIIEPBBIC MM HA YCIOBUSAX COBMECTUTEIIHLCTBA,

e MEAMLUHCKYIO KHUXKKY;

e  CBHJICTEIBCTBO O OpaKe;

e CBUJETENIBCTBO O POXKACHUU JIETEH.

Lna pabomuukoe yuebHo-6CnOM0O2amenbHO20 U 0OCIYICUBAIOWE20 NEPCOHANA
1) onuch TOKYMEHTOB;
2) TMYHBIA JTUCTOK M0 YYETy KaapoB ¢ Gororpadueii (3anoaHseTcsi pabOTHUKOM);
3) aBTOoOMOTrpadus pabOTHUKA, HATUCAHHAS OT PYKH;
4)3asBiIeHNE O IpUEeMe Ha paboTy;
5) BBIIIUCKA U3 TIPHKA3a O IpHeMe Ha paboTy;
6) JOJDKHOCTHasT MHCTPYKUUS pPaOOTHUKA, MOANMCAaHHAs pabOTHUKOM (00s3aTeNbHO € BHM30H O
NOJYYCHUU paOOTHIUKOM BTOPOTO IK3EMILIAPA);
7) TpyHOBOW JOroBOp, NOJMMCAHHBIA 00EMMH CTOpOoHaMH (00s3aTENBHO C BU30M O TMOJIY4YEHUH
pabOTHUKOM BTOPOTO 3K3EMILISPA);
8) JONOJHUTENBHOE COJIALIeHNE K TPYZOBOMY JIOIOBOPY (B JIMUHOM J€je — 3a TeKYIIMH y4eOHBbIN rof,
ocTaJbHbIE — B OT/AEIBLHOM (haiine);
9) nmoroBop 0 MaTepuaNbHOM OTBETCTBEHHOCTH (€CIM €ro JOJHKHOCTh MHpeaycMaTpUBaeT Halludue
JTAHHOTO JJOKYMEHTA);
0) cornacue paOOTHHKA HA 0OPaOOTKY MEPCOHATBHBIX JaHHBIX;
10) 006s13aTeNbCTBO O COXPAHEHMM IMEPCOHAIBHBIX JAHHBIX (y paOOTHUKOB, CBSI3aHHBIX C 00pabOTKOM
NEpCOHAIBHBIX JaHHBIX: KaJIpOBbIH pabOTHUK, OyXraiaTep, 3aMeCTHTENb TUPEKTOPa)
11) cipaBka 0 HATUYKUK WK 00 OTCYTCTBUU CYAUMOCTH;
12) xonus (uu) fokymeHTa (0B) 00 00pa30BaHUU C MPUITIOKECHHEM;
13) cmpaBka ¢ OCHOBHOTO MecTa pabOTHl C yKa3aHHEM pexuMa pabodero BpeMeHH (y BHEIIHHX
COBMECTHUTENEH);
14) xonus mpukaza 0 AUCUUIIIIMHAPHOM B3bICKAHUU C OOBSCHUTENbHOM (OpUTrHHai pabOTHUKA U KOHEH
aKTa O HapylIeHUH;
15) mmunast kapTouka padoTHHKa hopmbr T-2.
Pabomooamens oghopmasem:
*  TPYAOBOW JOTOBOP B JIBYX IK3EMIUIAPAX;
* [pHKa3 0 MpueMe Ha paboTy (0 MepeMelIeHnn Ha Jpyrue JOHKHOCTH);
*  JuuHYIO KapTouky Ne T-2;
*  JIOJDKHOCTHYIO MHCTPYKIIMIO B JIBYX K3EMILISIpaXx.
Pabomooamenwv 3naxomum:
* ¢ HOPMAaTHBHO-TIPABOBBIMHM JOKYMEHTaMH IIKOJbl (YcraBoMm, KOJUIEKTHBHBIM J0TOBOPOM,
[IpaBuaMu TpyIOBOTO PACTIOPSIIKA U JIP. JTOKAJIHHBIMH aKTaMH );
*  C JIOJDKHOCTHOM MHCTPYKIIMEH;
* TPOBOJUT BBOJHBIH WMHCTPYKTaX, WHCTPYKTOX TI0 OXpaHe TpyAa, HWHCTPYKTAX IO
IPOTHBONOXKAPHOU OE30MaCHOCTH.
2.4. IlepBuyHoe 0OpMIICHHE JIMYHOTO JieJia TPeyCMaTPUBAET:
* PUCBOCHHUE JINYHOMY JIeJy HOMEpa COTrJIaCHO JKypHAIly y4eTa JIMUHbIX AeT (npunodcernue Ne 1);



* pOCTaBiieHHE Ha 00J0XKe TuuHOoro nena (Ilpunoscenue Ne 2) cienyronux peKBU3UTOB: UHIIEKC
nena (B COOTBETCTBUM C HOMEHKIJIATYpoil aen oOuieo0pa3oBaTeilbHOM OpraHu3alvu; IOJIHOE
HalMEHOBaHME OO0I1e00pa30BaTENbHON OpraHU3alyy; HOMEP JHUYHOrO Jena; (paMuimus ums
OTYECTBO PaOOTHUKA B MMEHHUTEIHLHOM IaJeKe; aThl — I'OJl Hauyaja U T'oJ OKOHYaHHS BEACHUS
JieJ1a; KOJIMYECTBO JIMCTOB; CPOK XPaHEHMUS,;

* IOMEINICHHE JOKYMEHTOB, MOJUIeKAIINX XPAHEHUIO B COCTaBE JIMYHBIX JIEJ, B XPOHOJIOTHYECKOM
HOpSIKE:

BHYTPEHHSISI OMTUCH JOKYMEHTOB Jienia (npuiodcenue Ne 3);

JUYHBIA JTUCTOK MO YUYETY KaJAPOB (npunodcerus Ne 4);

aBToOMorpadus;

3asBIICHHE O ITpHEMe Ha padoTy;

MpUKa3 o pueMe Ha padoTy;

JOJKHOCTHAs! MHCTPYKIIMS;

TPYAOBOH J0TOBOD;

JIOTOBOP O TIOJHOW MaTepualbHONM OTBETCTBEHHOCTU (€CIM paOOTHUK — MaTepUaIbHO

OTBETCTBEHHOE JIUIIO);

coryacie Ha 00paboTKy MEePCOHATBHBIX JaHHBIX;

WHBIEC JOKYMEHTHI CBSA3aHHbBIE C TPYOBON JAESATENbHOCTBIO.
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2.5. JIucThl JOKYMEHTOB, IOMEIIEHHBIX B JIMUHOE AEJI0, MOAJIEKAT HyMepaIiH.

2.6. C menpio obecrieyeHus] HaJISKaIIed COXPAHHOCTH JIMYHOTO Jieda TEJaroroB M COTPYIHHKOB
00111e00pa30BaTeIbHOM OpraHu3ay U yao0cTBa B 0OpalieHu ¢ HUM Ipu (OpMUPOBAHUM TOKYMEHThI
MIOMEIIAIOTCS B OTNENbHYIO Nanky. Ilpyu yBoibHEHHMU paOOTHHKA MPOLIMBAIOTCA HUTKAMU U CHAIOTCA B
apXMB.

2.7. BHyTpeHHSSl ONHCHh JOKYMEHTOB, UMEIOLIUXCS B JMYHOM Jelie, AOJDKHA COJAEpKaTh CBEJIEHUS O
MOPSIIKOBBIX HOMEPAX, HAaUMEHOBAHMAX JIOKYMEHTOB J€a, KOJMYECTBE JIMCTOB, JaTaxX BKJIIOYECHHUS
JIOKYMEHTOB B JINYHOE JEJI0 U U3bATUA U3 JIENIa, a TAK)KE KEM U3bAT JOKYMEHT U 110 KaKOH IMpUYHHE.

2.8. BHyTpeHHSs ONMCh COCTaBJISIETCS Ha OTAEIbHOM JIMCTE IO YCTaHOBJIEHHOW (opme. JIucThl
BHYTpPEHHEH OMUCU HYMEPYIOTCS OTJIENBHO.

2.9. Ilpy NOATrOTOBKE JMYHBIX J€1 K IEepefade Ha XPAaHEHHWE K BHYTPEHHEH ONMCH COCTaBIISIETCA
UTOrOBasl 3alKCh, B KOTOPOM YKa3bpIBaeTcid IUPpaMH U NPOMNHUCHI0 KOJUYECTBO BKIIOYEHHBIX B Hee
JIOKYMEHTOB M KOJIMYECTBO JINCTOB JIENA.

3. [lops10k BeleHUs IMYHBIX JeJ1 1eIaroroB 1 COTPYAHMKOB OPraHU3aliH, 0CYLIeCTBIAIOLIEeH
00pa3oBaTeIbHYIO 1eATeIbHOCTD

3.1. JIuyHOe A€o0 MefaroroB U COTPYAHUKOB 00I1€00pa30BaTEIbHOM OpraHU3aluy BEAETCS B TEUCHHE
BCETO Meproja paboThl KAKIOTO MeJarora i COTpyIHHUKa B 0011e00pa3oBaTeIbHOM OpraHn3aIiy.
3.2. JlanbHeilnee BeleHUE JIMYHOTO Jiefla IEJaroroB M COTPYAHUKOB 00Ieo0pa3oBaTeNbHON
OpraHu3aIly MPEyCMaTPUBAET MTOMEIICHUE B JIENI0 JOKYMEHTOB, 00pa3yIONINXCs B Mpolecce padbodei
JeSITeIbHOCTH U UMEIOINX 3HAYE€HUE JUIS TPYLOBBIX OTHOIICHUI:

*  JIONIOJIHEHUE K JIMYHOMY JIMCTKY I10 YYETY KaJIpOB;

*  JIONIOJHUTEJBHBIE COTJIAIICHUS K TPYIOBOMY JIOTOBODY;

° KOIMMK TIIPUKAa30B II0 JIMYHOMY COCTaBy, KOTOPBIC KaCarwTCA IECAaroroB M COTPYJHUKOB

o0111e00pa30BaTeNbHON OpraHnu3aluy;

*  OT3BIBHI JOJDKHOCTHBIX JIUI] O TIEJIarore ¥ COTPYAHHUKE 001e00pa3oBaTeIbHON OpraHU3aIlHy;

*  KOIHUH JOKYMCHTOB O TMOBBIIICHUH KBaTHU(PUKAIINH;

* KOIHHU cepTU(UKATOB, TPaMOT;

*  JIUCT — 3aBEPUTEIIb JieJa (COCTABIISIIOT IIPU Caye JIMYHOIO JIEN1a B apXUB);

*  UHBIC JJOKYMCHTHI.



3.3. B memsax oOecrneyeHHs KOHTPOJIS 32 COXPAHHOCTBIO M AKTYaJIbHOCTBIO JIMYHBIX JeT B
001e00pa3oBaTeNIbHON OpraHu3aluy €XeroJHo (He mo3xHee | kBaprasa roja, CIEIyMOLIEro 3a
OTYETHBIM) MPOU3BOJUTCS IPOBEPKA UX HAIMYMS U COCTOSHHSL.

3.4. ExxeromHyio ImpOBEPKY COCTOSHUS JMYHBIX 1Nl Ha MPEJMET COXPAaHHOCTH BKJIIOUYCHHBIX B HETO
JOKYMEHTOB TPOBOJUT CIIEHUAIBHO CO3JaHHas KoMuccus. O TPOBEJCHHBIX IPOBEPKax JenaeTcs
OTMETKAa B JIACTE O pe3ylIbTaTax eXEeroJHOH IPOBEPKH COCTOSHHA W HAJIW4YMs JIMYHOTO Jeia
(npunoosicenue Ne 5) u coctaBisieTcsi akT. Pe3ynbpTaThl MPOBEPKH JHYHBIX JIeNl B 0053aTEILHOM TOPSIIKE
JOBOJIATCS JI0 JUPEKTOpa 0011e00pa3oBaTeIbHON OpraHU3aIiH.

4. Iopsiok y4éTa U XpaHeHHs JUYHBIX J1eJI eIaroroB U COTPYAHMKOB OPraHU3aIUH,
ocyllecTBJs0IIEH 00pa30BaTebHYIO 1eTeJIbHOCTD.

4.1. XpaHeHHuEe M y4eT JHMYHBIX JEJI TIENaroroB M COTPYAHMKOB OpPTaHMU3AlUH, OCYIIECTBIISIOIICH
00pa30BaTeNbHYIO ACATCIEHOCTD, OPTAHU3YIOTCS C IIEJIbI0 OBICTPOTO U 0€30MIMO0YHOTO MOUCKA JIMYHBIX
nen, oOecrmeueHWsi WX COXPAHHOCTH, a Takke oOecredeHus KOHQUICHIIMAIBLHOCTH CBEICHUM,
COACPIKAIMNXCA B JOKYMCHTAX JIMYHBIX ACJI, OT HCCAHKINMOHUPOBAHHOI'O AOCTYIIA.
4.2. JlnuHble ena COTPYAHUKOB XpaHsTcs B cerihe 0011eo0pa3oBaTelibHOM OpraHnu3aIlug.
4.3. TpynoBbie M MEIUIIMHCKNE KHIDKKH XPaHITCS OTACIBHO B celide.
4.4. JlocTyn K JIMYHBIM JIeJIaM TEJaroroB U COTPYAHUKOB 00IIe00pa30BaTEIbHOW OpPraHU3allui UMEIOT
TOJIKO CEKpeTaphb, CIHEIUATUCT IO Kajapam, AUPEKTOop o01ieo0pa3oBaTeIbHON OpraHu3anuu Jdo
3aMECTHTEH JUPEKTOpa TMpPH HUCIOJIHCHUH OOS3aHHOCTEH JUpeKTopa 00IIeo0pa3oBaTelibHON
OpraHu3aIHg.
4.5. Cucremaruzaiyisi JUYHBIX JeJ TEJaroroB M COTPYAHHUKOB 0011e00pa3oBaTeNbHON OpraHu3aluu
POM3BOIUTCS B aI(paBUTHOM MOPSIZIKE.
4.6. JluyHple paena TENAaroroB W COTPYJHHKOB 0O0IIe00Opa30BaTEIbHON OpraHU3alliKi, HMEIOIIHX
TOCYAAapCTBCHHBLIC 3BaHUA, NPECMUH, HaArpaiabl, YUCHBIC CTCIICHW W 3BaHUA, XPAHATCA IIOCTOSIHHO, a
OCTaJIbHBIX COTPYOHUKOB — 75 JEeT ¢ ToAa yBOJbHEHHs paboTHHKA (B COOTBETCTBUM C I[lepeunem
TUIIOBBIX YIIPABIEHYECKUX TOKYMEHTOB).

5. Ilops10K BhIIa4YM JIUYHBIX [1eJ1 BO BpeMEHHOe M0JIb30BaHue
5.1. Bblmaua auuHBIX Jen (OTHAENBHBIX JIOKYMEHTOB B COCTaBe JIMYHOIO Jeja) BO BpPEMEHHOE
IOJTb30BAaHNUE IPOM3BOAMUTCS C pa3pelieHus IUPEKTopa o00I1eo0pa3oBaTeIbHON OpraHU3aluy Mo
3asBJICHUIO COTPYJHHKA OpraHU3alli, OCYIIECTBIISIOIENH 00pa30BaTeIbHYIO AE€ATEIbHOCTb.
5.2. Pabora (03HaKOMJIEHHE) C JIMYHBIMU JIeIaMU TEJJaroroB M COTPYJHUKOB 00111€00pa3oBaTEIbHOMN
OpraHu3alii MPOM3BOIUTCA B TNPUEMHOM JupekTopa. B koHue pabGodero mHsS ceKkpeTapb WM
CHENHAINCT O KajapaMm o0si3aHa YOeOUThCS B TOM, YTO BCE JIMYHBIC JEJa, BBIIAHHBIE BO BPEMEHHOE
NOJIb30BaHKE, BO3BpAILlEHbl HA MECTO XPAaHEHUS M €CTh JM HEOOXOAMMOCTb AJISl MPHUHATHS Mep K MX
BO3BPAILICHUIO MIIH PO3BICKY.
5.3. @akT BbIIa4YM JIUYHOTO Jiea (PUKCUPYETCsS B KOHTPOJIBHOM JKypHAJIe.
5.4. V3bsATHE OTIENBHBIX JOKYMEHTOB W3 JIMYHOTO JieJla MPOM3BOJIUTCS C pPa3pelieHHs ITUPEKTOpa
o0mieoOpa3oBaTe/ibHOM  OopraHu3anuu ¢ OoQOpMIIEHMEM COOTBETCTBYIOLIEH 3amucu B rpade
«[Ipumeuanue» BHyTpeHHEW omucu. [Ipu BpeMEHHOM H3BIATUH JOKYMEHTa Ha €ro MecTo (MexIy
JMCTaMH COCEIHUX JIOKYMEHTOB) BKJIAJIBIBAETCS CIpPAaBKa-3aMECTHTENb C YKa3aHUEM JaThl U MPUYUH
HU3BATUA C MMOANUCHIO JIMIA, BBIJIABIICTO JOKYMCHT, U MMOAIKUCHIO JIMIA, IMTOJIYYHUBIICTO €TI0 BO BPEMCHHOC
M0JIb30BaHMUE.

6. OopmiieHHe JIMYHBIX JeJI Nepe] cAa4veil B apXuB
6.1. OdopmieHune JUYHBIX Je1 A HepeJadyd B apXWUB IMPOU3BOIUTCS CHEHUAINCTOM IO Kaapam
0011e00pa30BaTeIbHOM OpraHu3auy. JTa NpoLeaypa BKIOYALT:
*  TOAIMUBKY (TIEpETUIeT) Jena;
* yTOYHEHHE HyMEepalluu JIMCTOB JeTIa;
*  COCTaBJICHHUE JIUCTA-3aBEPUTENS (npunoicerue Ne 6);
* cocraBieHue (yTOUHEHHE) BHYTPEHHEH OMHCH;
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* BHECECHHE YTOYHEHUU B PEKBHU3HTHI JHIIEBOI OOJIOKKH Jiena.

6.2. Jluct-3aBeputenb JAena JOJDKEH MOJANUCAaTh €r0 COCTAaBUTENb, MPU 3TOM JeNaeTcsl paciu@poBKa
JOJDKHOCTH M TIOATIMCH, TPOCTABIIsIETCS JaTa. B mpolecce MCIONb30BaHHUS apXWUBHBIX JIOKYMEHTOB B
JINCTE-3aBepUTEIIE JIENAa0TCsI COOTBETCTBYIOLIME OTMeTKU. Ecnu neno mommuro 6e3 nucra-3aBepuTets,
TO €ro CIielyeT HAaKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH JIela.

6.3. C uenpio obecriedeHnsi COXpaHHOCTH JIMYHBIX JIe] PEKOMEHIYETCsI:

*  00BeNUHATH HMHIMBHIYaJbHBIC JIMYHBIC Jella YBOJIEHHBIX COTPYJHHKOB B OJHY OOJOXKY
(oOBeAMHEHHOE JIeJI0) C TAKUM PacueToM, 4ToObl 00beM Jena (Toma) He mpesbimain 250 1ucToB
(TyTeM CIIMBKY MaTEePHAJIOB HHINBUYyaTbHBIX JIET 110 TOAaM YBOJbLHEHU);

* pacmojaraTh MaTepHalbl HHIWBUIYaIbHBIX JIE] B Ipeenax aena (ToMa) B ajahaBUTHOM MOPSAKE
(mohaMUITBHO), OTIEISISI MATEPUATBI, OTHOCSIIUECS K Pa3HbIM UHIUBUIYaTbHBIM JIEIaM, YUCTHIM
aucToM Oymard ¢ ykKa3aHheM Ha HeM (aMuiuu, MMEHH M OTYECTBA COOTBETCTBYIOILETO
YBOJICHHOTO II€[arora U COTPyAHUKa 00111e00pa30BaTeIbHON OpraHu3aluiy,

* cHa0XaTb Kaxaoe 00beIUHEHHOE JIeJI0 (TOM) BHYTPEHHEH OMUCHIO C NEepeyrciieHneM (GpaMuini,
UMEH M OTYECTB M YKa3aHHEM HOMEpPOB CTpaHMI, B TMpeaesiaXx KOTOPBIX PaCHOIO0KEHBI
COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenava JIMYHBIX /€7 B apXHWB OCYIIECTBIISCTCS HE MO3JHEE TPEX JIET MOCIE 3aBEPIICHUS UX B
JIEIIONPOU3BOJCTBE B COOTBETCTBUU ¢ rpadukoM. llpeaBapurenbHO cekperapeM, CHEIHalIUCTOM IO
KaJ[paM IpOBEPSETCS MOJTHOTA U MPABHIBHOCTH TOATOTOBKHY JIMYHBIX JIEJN K Tepenave. BelsiBieHHbIC TPU
POBEPKE HEAOCTAaTKU YCTPAHSIOTCS CEKpeTapeM, CHeluaiucToM mo kaapam. [lepemaua u mpuem
MIPOM3BOJISATCS 110 OIKCH C POCTAHOBKON OTMETOK O HAJTMYUH JINYHBIX JIEI.

6.5. JluuHble nena TMenaroroB U COTPYJHUKOB OO0II€0Opa3oBaTENbHON OpraHW3allld, 3aKOHYCHHbBIE
nenornpousBojictBoM 10 1 suBapst 2003 roga, xpanstes 75 net, nocie 1 suBaps 2003 roga — 50 ner.
JlnuHble nena JOUpEKTopa, TiaBHOro Oyxranrepa oOIIe00pa30BaTeIbHON OpraHu3aluud  HUMEIOT
MOCTOSTHHBINA CPOK XPAHCHUSI.

7. OTBETCTBEHHOCTh
7.1. Tlemarorm ¥ COTPYOHUKH 00II€00pa30BaTENbHON OpraHu3ali  OO0S3aHBl  CBOEBPEMEHHO
MPEJICTABIISITh CEKPETapr0 WM CICIHATUCTY 1O KaJapaMm CBeleHUs 00 W3MEHEHUU B TEPCOHAIBHBIX
IaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOIO J€ela.
7.2. Paboromarens o0ecIeunBaeT:
*  COXPaHHOCTH JIMYHBIX JEJ MeIaroroB U COTPYIHUKOB 00111e00pa30oBaTeNbHOM OpraHu3aluy,
hd KOH(l)I/II[GHHI/IaJ'H)HOCTI) CBGI[GHI/Iﬁ, conepmamnxcx B JIMYHBIX ACJIaX IeaaroroB u COTPYJIHI/IKOB.

8. [IpaBa padoToaaTesisi U padOTHHKA
8.1. lnsa obecrnieueHus 3aUThl TEPCOHANBHBIX JTaHHBIX, KOTOPBIE XPAHATCS B TUYHBIX JeNaX MeIaroron
U COTPYIHUKOB 00IIe00pa30BaTeILHON OpraHu3aIiy, NeAaroru U COTPYAHUKU 00Ieo0pa3oBaTeIbHOM
OpraHu3alyi UMEIOT MPaBo:
*  TOJYYHTH MOJHYI HHPOPMAIIUIO O CBOUX ITEPCOHAFHBIX TAHHBIX U 00pabOTKe dTHX JTaHHBIX;
*  MOJYYUTh CBOOOJHBIN JOCTYN K CBOMM MEPCOHATIBHBIM JIAHHBIM;
*  TOJNYYUTHh KOMHUHM JIOKYMEHTOB, XpaHSIIIWECS B JIMYHOM Jelie M COAEpIKallhe MepCOHATbHBIE
JaHHBIE.
*  TpeOOBaTh UCKIIOUCHHS WM MCTIPABIICHUS] HEBEPHBIX U HETIOJHBIX MIEPCOHATBHBIX JTAHHBIX.
8.2. PaboTonaTens umMeeT npaso:
* o00pabaTbiBaTh TNEpCOHANIbHbIE JaHHBIE TIE€aroroB M COTPYAHHKOB 00IIe00pa3oBaTenbHON
OpTraHHU3aINH, B TOM YKCIIE U Ha SJIEKTPOHHBIX HOCUTEISIX;



* 3ampoCUTh OT TIEJaroroB M COTPYAHUKOB 00IIe00pa3oBaTeNbHOW OpraHU3alMd  BCIO
HE00X0uMYI0 HHGOPMALIMIO [T BEJCHUS JIMYHBIX Je] U 00pabOTKHU NepCOHANbHBIX JAHHBIX.

9. 3ak/I04uTeIbHbIE MOJIO0KEHHUS
9.1. Hacrosimee IlomokeHue o mMOpsiAKE BEACHUS JHMYHBIX A€ PAOOTHUKOB SBISETCA JIOKAJIBHBIM
HOPMAaTUBHBIM  aKTOM, IpuHHMaeTcs Ha llemarormyeckoMm coBeTe IWIKOJBI M yTBepxkaaercss (1100
BBOJIUTCSL B JICWCTBUE) MPHUKA30M JUPEKTOPAa OpTraHU3allH, OCYIIECTBIISIOUICH 00pa30BaTEeNbHYIO
JESITEIIbHOCTD.
9.2. Bce u3MeHeHHs U JIONIOTHEHUs, BHOCUMBIE B HacTosmiee [lonoxenne, opopMIIsroTcss B TUCbMEHHON
¢dbopmMe B COOTBETCTBHH JICHCTBYIOIIUM 3aKOHOAaTeIbcTBOM Poccuiickoit deneparumn.
9.3. TlonoxeHue O TOpPSJIKE BEACHUS JIMYHBIX el pPabOTHUKOB OOpa3oBaTeIbHON OpraHU3aluu
IPUHUMAETCS Ha HEONpeAeNeHHbIH cpok. M3MeHeHus u nomnonHenus K [lonokeHHIo MPUHUMAIOTCS B
nopsijke, npeaycmorpenHoM 1.9.1. Hacrosero [lomoxxeHus.
9.4. Ilocne npunsatus [lonoxxeHus (UM U3MEHEHU U JTOMOJHEHHUM OTIEIbHBIX MYHKTOB U Pa3/elioB) B
HOBOM pelaklMy Mpeablayllias pelakiis aBTOMaTHUECKU yTpauuBaeT CUILy.



JKypHan yuera nTu4HBIX €1

[Tpunoxxenne Nel

K ITOJIOKCHHUIO O TOPAAKE BEACHUSA
JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata Gamunust, | Tabems- | Jomxaocts | CTpyKTYyp- Hata u Hata u IIpumeua-
n/ odopmure- ums, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HYUS JJUYHOTO | OTYECTBO HOMED cus, nojpase- IpUKasa IpHUKa3a
nena nejarora u CIenuanb- JIeHUe (pacnops- (pacnops-
COTpYIHHUKA HOCTb) JKCHHS) O KEHHS) O
nearora u npuemMe IpeKpaile-
COTpYAHHUKA nejarora u HUU
COTpyAHUKa | (pacTopike-
Ha paboTy HUM)
TPYAOBOTO
JIOTOBOPA C
Me1aroroM U
COTPYAHUKOM
(yBoJsBHE-
HUW)
2 3 4 5 6 7 8 9




Dong Ne

Ormmce Ne

Heno Ne

Nunexc nena

O00XKKa JIUYHOTO Aeia

Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMYHOE JIEJIO Ne

(Ha3BaHME 00Pa30BATEIbHON OPraHU3ALIH)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIMCTax
XpaHUTh aer
®onm Ne
Onucek Ne
Hemo Ne

(3aroyioBOK Jiena)



Ipunoxenne Ne3

K ITOJIOKCHHUIO O TOPAAKE BEACHUSA

BHYTPEHHAA OIIUCH

JIOKYMEHTOB ziesia Ne

JIMYHBIX OECJT pa6OTHI/IKOB

No Hara HaszBanue nokymenTa Howmep nucros [Ipumevanus
n/n JOKYMEHTA nelna
Hroro: JIOKYMEHTOB

(undpamu 1 MPOIHCHIO)

KoauuecTBo nucToB BHYTpeHHeﬁ OITMCH

(tmpamMu 1 TIPONHCHIO)

OTBETCTBEHHBIN 32
KaJIpOBBIN y4erT:

(mozmmcs)

« » 202 ropma




[Tpunoxxenne Ned

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OECJT pa6OTHI/IKOB

JIMYHBIN JJUCTOK 10 YYeTy KaJApPOB

1. damummms

Nms

OT4ecTBO

2. Ion

3. Tox, uncio u MecsI| poOXKIACHUS

4. MecTto poxacHUS

5. I'paxxgaHcTBO

(ceno, repeBHs, ropol, paiioH, 00J1acTb)

6. ObpazoBanue

Hasanue
y4eOHOro
3aBEJICHUS U €T0
MECTOHAXOKACHUE

DakynbTeT
WIH
OTJIEJICHHE

Ton

MOCTYIIJIICHU A

TI'on
OKOHYAHHS
WJIH yXoJ1a

Ecan e
OKOHYHJI, TO C
Kakoro Kypca

yILEI

Kakyro
CHeLHANTbHOCTh
TIOJTYYHIT B
pe3yibTare
OKOHYaHUS
yueOHOro
3aBeJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YJIOCTOBEPEHHSI

7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BJIAJCETE

(4uTaere U MePEeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHATHCS, BIIAJICETE CBOOOTHO)

8. YueHas cTeneHb, yUeHOE 3BaHUE

9. Kakue nmeere Hay4dHbIC TPY/Ibl K H300pETEHUS

10



10. Beimmonnsemas paboTa ¢ Havana TPYIOBOW JAEATENLHOCTH (BKIIOYast yuyeOy B BBICHIMX M CPEIHHX
CHEIMANIbHBIX YU4eOHBIX 3aBEICHUSX, BOCHHYIO CIIY:KOy U paboTy 110 COBMECTUTENIBCTBY)

Mecsu u rox JIOJ>KHOCTB € yKa3aHUEM YUPEKICHUS, MecToHaxox1IeHUE
MOCTYIJICHUS yXxoja OpraHu3alUy, IPEANPUATHS, a TAKKE YUpEKICHUS,
MUHHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
NpEANPUITUS

11. TIpeOniBanue 3a rpanulieit (padbota, cayebHast KOMaHIUPOBKA, MOE3/IKa C JIeIeTaIiuei )

Mecsu u rox B kakoi1 ctpane Llenp npeObIBaHUs 32
C KaKkoro 10 KaKoe rpaHuIeit
BPEMEHU BpeMs

12. YyacTue B BHIOOPHBIX OpraHax

MecTto BEIOOPHOTO HaszBanue BeibopHoro | B kauectBe KOro l'og
oprana oprana BbIOpaH n30paHusi | BBIOBITHS

13. Kakue numeere npaBUTEIbCTBEHHBIE HATPAbI

Korz[a N K€M HarpaxxJcH

14. OTHOIIEHNE K BOMHCKHUM O0I3aHHOCTAM M BOMHCKOE 3BAaHHE

CocraB Pon Botick

(KOMaHIHBIN, NONTUTUYECKHH, aAMUHUCTPATUBHBIHN, TEXHUUECKUH U T. J1.)

15. CemeliHOE TTOI0KEHHUE B MOMEHT 3aII0JIHSHHS JTUYHOT'O JIUCTKA

(4IIeHBI CeMBH, C YKa3aHHEM BO3pacTa)

16. JlomaiHuii agpec

17. O6s13y10ch CBOEBPEMEHHO M3BEIaTh 000 BCEX U3MEHEHMAX JIaHHBIX, BKIIFOYEHHBIX B JIUYHBIN JIUCTOK
10 Y4eTy KaJIpoB.

« » 202  ropa

11



[Ipunoxxenne Neb5
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

OTMeTKa 0 pe3yJibTATaX e:KeroAHoi MPOBEPKH COCTOSIHUS
¥ HAJIMY U] JIMYHOTO /1esa

®.1N.0.

JIOMKHOCTh

JIngnoe nemo Ne

Jlata npoBepkH ®.1.0. uneHos IToanucu ueHoB Pesynprar nposepku
KOMHCCUU KOMMCCUU

12



Ipunoxenne Neb
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMCT-3ABEPUTEJIb

neaa Ne
B nene npoumTo u npoHyMepoOBaHO JIUCTOB
(uudpamu 1 IPOIHCHIO)
¢ Ne o Ne , B TOM 4HCJIE:
JUTEPHBIE HOMEPA JINCTOB
MPONYILIEHHbIE HOMEpPa JINCTOB
+ JTMCTOB BHYTPEHHEH OMUCH JIMCTOB
OcobeHHOCTH (PU3NIECKOTO COCTOSIHHS U Howmepa nucros
hopmMupoBaHMs eia
OTBeTCTBEHHBIH 3a
KaJIpOBBINA y4eT
(moxnuce) (pacuidpoBKa MOIIHCH)

« » 202  roma
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