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1. O0mue noJioKeHUst

1.1. Hacrosimiee Tonoxenue o mopsiake BeACHUSI TUYHBIX Je paboTHHKOB MBOY
«COMNI Ne 3 c. bepapikens» nmenn fAxyoOoBa Illamcyauna [llamxanoBuua (nanee —
mKojia, oOmieoOpa3oBaTeibHasi OpraHu3anus), pa3paboTaHO B COOTBETCTBHHM C
®denepanbHbIM 3aKk0HOM Ne 273-D3 ot 29.12.2012 «O06 obpazoBanuu B Poccuiickoi
Oenepanuny», PDenepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O mnepcoHadbHBIX
naHHbIX», [Ipukazom denepanbHOro apXuBHOTO areHTCTBa OT 23 nexadps 2009 roga N
76 «O0 ytBep)kaeHnn MeToan4ecKux peKOMEHAAMI o pa3paboTKe MHCTPYKLHMA 1O
JEJIONPOU3BOACTBY B (efepalbHbIX OpraHax HCIOJIHUTEILHON BIACTH», YKa3oM
[Ipesuaenta ot 30.05.2005 Ne 609 «O6 yrBepxkaeHun [lomoxeHus o mepcoHaIbHBIX
JAHHBIX TOCYJAapCTBEHHOro ciyxaiero Pocculickoil ®eaepanuu M BEICHUU €rO
au4Horo gena», TpymnoBeiM Koaekcom Poccuiickont @enepannu, KoJUIEKTUBHBIM
norosopoM, Yctaom MBOY «COIII Ne 3 c. bepasikens» umenu Sky6osa [llamcynuna
[ITamxanoBuya (asiee — 1mIkosa, o01eoopazoBaTeyibHasi OpraHu3aIus).

1.2. Jlannoe [TonoxxeHue onpenenser MOpsSA0K BEJACHUS JTUYHBIX JeN MeJaroroB u
UHBIX COTPYAHUKOB U PaOOTHUKOB IIKOJIbI, OMPEIEseT NOPAI0K (GOPMUPOBAHMUS, YUETa
U XpaHEHHUs, BbIJAYM JIMYHBIX JIeJI BO BPEMEHHOE I0Jb30BaHUE, a TaKkKe
OTBETCTBEHHOCTb, MPaBa pAOOTHUKOB M TUPEKTOPa 00pa30BaTEIHLHOM OpraHu3aIiy.

1.3. Hacrosimee IlonoxkeHue yTBEpKIAE€TCA MPUKA30M MO IMIKOJE W SBISIETCA
00s13aTeNIbHBIM JIJIs1 BCEX KaTErOpUil MeAarorudyeckux U IPyrux COTPYAHUKOB IIKOJIBI.

1.4. Benenue JNWYHBIX A€ IENArOrOB M COTPYAHUKOB IIKOJIBI BO3JIATaeTcsl Ha
CIIELMAIINCTA IO KaJpaMm.

1.5. JIuuHOoe neno0 — OCHOBHOM TOKYMEHT IMEPCOHAIbHOrO YYeTa, COJepikaliui
HamOoJiee TONHBIC CBEACHUS O pabOTHHKE 00pa3oBaTENbHON OpraHu3aIlid U €ro
TPYNOBOW JEATEIbHOCTH. B J1UYHOE Je70 BHOCATCS CBEACHUS, CBS3aHHBIE C
MOCTYTUICHUEM Ha padOTy U YBOJIbLHEHHUEM.

1.6. CBenenusi, couepkalirecs: B IMYHOM JieJie, OTHOCITCS K KOH(UIECHIIUATbHOM
uH(bOpMAaINHU, UMEIOT OTPAHUYCHHBIN TOCTYII U PA3IIAIICHUIO HE MOJIeKaT.

1.7. Jluanoe nenmo BeAeTCsl B TEUCHHUE BCETO Tepruoa paboThl pabOTHUKA.

1.8. BeneHue HECKOJBKHUX JUYHBIX €1 OJHOr0 pabOTHHUKA 00pa3oBaTEIbHOU
OpraHu3alliy HE JI0IyCKaeTC .

2. ITopsinok (popMHpPOBAHUS JJUYHBIX J€JI COTPYIHUKOB

2.1. ®opmMUpOBaHME  JIMYHOTO  J€jla  [eJaroroB M COTPYAHUKOB
00111e00pa30BaTeIbHON OpraHr3aluy MPOU3BOAUTCS HEMIOCPEICTBEHHO NOCIIE MpreMa B
00111€00pa30BaTEIbHYI0 OPTaHU3alMI0 WM MEPEeBOJa MEJaroroB U COTPYAHUKOB U3
JIpyroi o0pa3oBaTeILHON OpraHU3alluH.

2.2. B COOTBETCTBMU C HOPMATUBHBIMU JIOKYMEHTAMU B JIMYHBIC JI€JIa TIEJJaroroB U
COTPYAHUKOB LIKOJIBI, BKJIAJIBIBAIOTCS CIEAYIOIIMNE JOKYMEHTHI:

2



Jlns nedazozos:

* 3asIBJICHHE O MpHUeMe Ha padoTy;

* 3asIBJICHUE O COTJIaCUM Ha 0OPa0OTKY NMEPCOHANBHBIX JJAHHBIX MEJarora;

*CIpaBKa O HaJU4YUM (OTCYTCTBHM) CYAMMOCTH W (Wiu) (akra YroJoBHOIO
npeciieJOBaHusl, BBIAAHHOTO COOTBETCTBYIOIIMM OPTraHOM IIPABOMOPSIIKA;

* aBTOOMOTpadus;

* KONUS NACIOPTa UM MHOTO TOKYMEHTA, yIO0CTOBEPSIIOLIETO TUYHOCTB;

* KONUSI CTPAXOBOT'O CBUJIETEIBCTBA NEHCUOHHOIO CTPAaXOBaHUS;

* KON UACHTU(PUKALIMOHHOIO HOMEpa HAJIOT OIJIaTENbIIINKA;

* KONUSl JOKYMEHTa BOMHCKOTO yueTa (/111 BOEHHOOOS3aHHBIX);

* KOTUSI CBUJICTEIHCTBA O 3aKIIOUEHUHN Opaka (Mpy HAJTUYHH);

* KOIUSI CBUJIETENBCTBA O POKACHUU AeTel (IpU HATUYMN);

* KOIIUU JIOKYMEHTOB 00 00pa30oBaHuU;

* KONUU JOKYMEHTOB O KBAIM(PUKALMKM WIM HAIWYME CHEIUAIbHBIX 3HAHUU (IpH
HaJIUYUN);

* KOITUU aTTECTAIIMOHHBIX JINCTOB (TIPU HATMYUH);

* KOIIUH JIOKYMEHTOB O HarpaKJ€HUH (Mpyu HAJIUYUHN);

* XapaKTePUCTUKH, PEKOMEH IaTeIbHbIC MUChMa (MPU HATHYUHN);

* IpUKa3 O mpueMe Ha padoTy;

* IPUKa3 O MIEPEBOJIE HA UHYIO JOJKHOCTD (ITPU HAJIMYUN);

* TOJDKHOCTHAs MHCTPYKIMS (AOHKHOCTHBIE MHCTPYKIIMKM C MOMEHTAa Ha3HAYEHUs
Ha BCE JOJIKHOCTH);

* TPYAOBOW  JOrOBOp (C  MOCIEIYIOIIMM  BKJIFOYEHHEM  JIONOJHHUTEIBHBIX
COIJIAIIEHHUI K TPYJOBOMY JOTOBOPY);

* TPYJIOBYIO KHUXKKY;

* MEAUIIMHCKYIO KHIKKY.

s pabomuuxos:

* 3as1BJICHHE O MpUeMe Ha padoTy;

* 3asIBJICHHE O COIJIACHU Ha 00pabOTKy MEepPCOHANbHBIX JaHHBIX ME1arora;

eCIpaBKa O HaJIW4YUU (OTCYTCTBUM) CYAUMOCTH W (W) (akTta yroJIOBHOTO
npeciieJOBaHus, BBIAAHHOTO COOTBETCTBYIOIMM OPraHOM IPABOMOPSIKA;

* aBTOOMOTpadus;

* KOIUS NACIOPTa UM MHOTO TOKYMEHTA, yIOCTOBEPSIIOLIETO JUYHOCTB;

* KONUSI CTPAXOBOTO CBUJIETEIBCTBA IEHCUOHHOI'O CTPAaXOBaHUS;

* KON UACHTU(PUKALIMOHHOIO HOMEpa HAJIOT OILJIaTENbIINKA;

* KONl JOKYMEHTa BOMHCKOTO yueTa (/1711 BOEHHOOOS3aHHBIX);

* KOIUSI CBUJIETENBCTBA O 3aKIIOUEHUHU Opaka (MpU HAJTUYHH);

* KOIUSI CBUJIETEIBCTBA O POXKICHUU JIeTel (TpU HAJTUYKH ),

* KOITUU JIOKYMEHTOB 00 00pa3oBaHuUY;
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* KOIIUU JIOKYMEHTOB O HarpaKJeHUH (IMpyU HAJIUYUHN);

* XapaKTePUCTUKH, PEKOMEH IaTeIbHbIC MUChMa (MIPU HATHYUHN);

* IpUKa3 O MpHueMe Ha padoTy;

* IPUKa3 O MIEPEBOJIE HA UHYIO JOJKHOCTH (ITPU HAJIMYHUN);

* TOJDKHOCTHAsA MHCTPYKIMS (AOHKHOCTHBIE MHCTPYKIIMM C MOMEHTAa Ha3HA4YeHUs
Ha BCE JOJIKHOCTH);

* TPYyAOBOW  JOrOBOp (C  MOCIEIYIOIIUMM  BKJIKOYEHHEM  JIONOJIHUTEIBHBIX
COIJIAIIEHHUI K TPYJOBOMY JOTOBOPY);

* TPYAOBYIO KHUXKKY;

* MEAMITMHCKYIO KHIDKKY.

Pabomooamenv opopmnsiem:

* TPYZOBOM JJOTOBOP B JIBYX 3K3EMILIAPAX;

* IpUKa3 O mpueme Ha padboTy (0 MmepeMeNnieHur Ha Jpyrue JTOJKHOCTH);

* TMYHYIO KapTouky Ne T-2;

* TOJXKHOCTHYIO MHCTPYKIUIO B JIBYX 3K3EMILIAPaX.

Pabomooamens 3naxomum:

* C HOPMATHUBHO-IIPABOBBIMH JIOKYMEHTaMu MIKOAbl (YcTaBoMm, KoieKTUBHBIM
noroBopoM, [IpaBunamu Tpya0BOTO pacmopsiika v JIp. JIOKaJTbHBIMU aKTaMH);

* C JOJDKHOCTHOM MHCTPYKILIHMEM;

* IPOBOJUT BBOJIHBIN MHCTPYKTAXK, HHCTPYKTAX IO OXpaHE TPyJa, HHCTPYKTaX 110
IPOTUBOIIOKAPHON O€30aCHOCTH.

2.4. IlepBuunoe odopMIIeHUE JTUYHOTO JeJIa MPEyCMaTPUBACT:

* IPUCBOCHHUE JUYHOMY JIeJly HOMEpa COIJIACHO JKYpHAIy y4deTa JIMYHBIX Jel
(mpunoxenue Ne 1);

* IPOCTABJICHUE Ha OOJIOKKE JIMYHOrO Jena (mpuioxkenue Ne 2) cleayrommx
PEKBU3UTOB:  MHJAEKC Jena (B COOTBETCTBMM C  HOMEHKJIATypoll — jen
0011e00pa3oBaTebHON OpraHu3aluy; MOJHOE HAaWMMEHOBaHME OO0IIe00pa3oBaTeIbHON
OpraHu3allii, HOMEp JMYHOro Jeja; QamMuiIusd HWMS OTYeCTBO pabOOTHHUKA B
UMEHUTEIPHOM TAJEXKe; NaThl — TOJl Hadajia W TOJ OKOHYAHWS BEICHUS [ea;
KOJIMYECTBO JIMCTOB; CPOK XPAHECHHUS;

* IOMEILIEHUE JOKYMEHTOB, MOJJIEKAIIMX XPAaHEHHUIO B COCTaBE JMYHBIX €1, B
XPOHOJIOTHYECKOM MOPSIIAKE:

> BHYTPEHHSISI OMKCh TOKYMEHTOB Jiena (npunoxenue Ne 3);
> JUYHBIN JINCTOK N0 YUYeTy KaapoB (mpuioxkenus Ne 6);

> 3asiBJICHHE O MpUeMe Ha paboTy;

> IpHKa3 0 IpreMe Ha padoTy;

> TPYJIOBOI 10rOBOD;

> JIOTOBOpP O TOJHOM MaTepuaibHOM OTBETCTBEHHOCTH (eciid pabOTHUK —
MaTepuagIbHO OTBETCTBEHHOE JIUIIO);



> XapaKTepUCTUKU U PEKOMEHAATENbHBIE [TUCHMA,

> corjacue Ha o0paboOTKy MEePCOHATBHBIX TAHHBIX.

2.5. JIucThl BOKYMEHTOB, TIOMELIEHHBIX B JTUYHOE JIEJI0, OJIEKAT HYMEPALIUH.

2.6. C nenbio o0ecreuyeHus HaJjIexKaniel COXpaHHOCTH JIMYHOTO Jiejia MeAaroroB u
COTPYJHHUKOB 00I1€00pa30BaTEIbHON OpraHU3aluy U yA0O0CTBa B OOpAILEHUH C HUM
npu GopMHUpPOBAHUM JTOKYMEHTHI IOMELIAIOTCS B OTAENbHYI0 Nanky. [Ipu yBonbHeHUn
paboOTHUKA MPOIIMBAIOTCS HUTKAMH U CAIOTCS B apXUB.

2.7. BHyTpeHHS1 ONMCh JOKYMEHTOB, MMEIOLIMXCS B JIMYHOM JeJe, JI0JDKHA
COEpKaTh CBEACHUS O IOPSAKOBBIX HOMEPAX, HAUMEHOBAHUAX JOKYMEHTOB JI€JIa,
KOJIMYECTBE JINCTOB, JaTaX BKIIOYEHHS JOKYMEHTOB B JINYHOE JIEJIO U U3BATUA U3 JIENIa,
a TAKXe K€M U3BST JOKYMEHT U 110 KaKOM IIPUYHHE.

2.8. BHYTpeHHSs1 ONUCH COCTABJISAETCA HAa OTAEIBHOM JIMCTE IO YCTAHOBJIEHHOMN
¢dopme. JIucTel BHyTpeHHEH OMUCH HYMEPYIOTCS OTAETIBHO.

2.9. IIpn moAroTOBKE JUYHBIX JEN K Iepeladye Ha XpaHCHHE K BHYTPEHHEN ONMCHU
COCTaBJISIETCSI MTOTrOBasl 3aluCh, B KOTOPOM yKa3bIBaeTcsl LUPpaMH W TPOIHUCHIO
KOJIMYECTBO BKJIFOYEHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JINCTOB JECIIA.

3. [lopsiaok BeieHUs! JMYHBIX JeJI eAr0oroB U COTPYAHMKOB

3.1. JInuHOE N1eJI0 MearoroB U COTPYAHUKOB 00IIe00pa30BaTEeIbHON OpraHU3aluu
BEJETCS B TEYEHHE BCEro MNepuojia pabdoThl KaXJOro Memarora M COTPYAHHKA B
0011e00pazoBaTeNbHON OpraHU3alluu.

3.2. JlanbHeilliee BeAeHUE JIMYHOTO Jejla TMEJaroroB W  COTPYJIHUKOB
o0mieo0pa3oBaTebHOW  OpraHM3ali  IpeaycMaTpuBaeT IMOMEUIEHHE B JIEJO
JIOKyMEHTOB, OOpa3ylomuXcs B Tporecce padouel NeATeTbHOCTH W WMEIOIINX
3HaYeHUE JIJISl TPYAOBBIX OTHOIICHUN:

* IONIOJIHEHHE K JINYHOMY JIUCTKY 0 YUETY KaJpOB;

* IOTIOJIHUTEIIbHBIE COTJAIICHUSI K TPYJOBOMY JOTOBOPY;

* KOMMMU TPUKA30B MO JIMYHOMY COCTaBY, KOTOpbI€ KacalTCsi IE€JaroroB H
COTPYJIHUKOB 00I111€00pa30BaTeIbHON OpraHU3aIiHy;

* OT3BIBBI JIOJDKHOCTHBIX JIMII O TEJarore M COTPYAHHKE 00Ieo0pa3oBaTelIbHOM
OpraHu3allly;

* KONTUU JJOKYMEHTOB O TIOBBIIICHUU KBATH(PUKALINH;

* KOITUU CEPTUPHUKATOB, TPAMOT;

* JINCT — 3aBEPUTEJH JieJia (COCTABIIAIOT MPU clladye JIMYHOTO JIesia B apXUB);

* UHBIC JOKYMEHTHI.

3.3. B nensix obecrieueHrss KOHTPOJIS 32 COXPAHHOCTBIO M aKTyalbHOCTBIO JIMYHBIX
nen B o0meo0pa3oBaTeIbHOM OpraHu3aluu exerogHo (He mo3gHee | kBapTana roja,
CJIEIYIOIIETO 32 OTYETHBIM) TPOU3BOJAUTCS MPOBEPKA UX HATMYUS U COCTOSTHHUSL.



3.4. EXeroHyr0 NpPOBEPKY COCTOSIHUSI JUYHBIX €71 Ha MPEAMET COXPAaHHOCTH
BKJIFOYEHHBIX B HEro JOKYMEHTOB MPOBOAUT CIEHHUAIbHO co3laHHas komuccus. O
MPOBEICHHBIX MPOBEPKAX JENAETCd OTMETKAa B JIMCTE O PE3YyJIbTaTax EXerogHOU
MPOBEPKU COCTOSIHUS W HalMuus JIUYHOTo Jnena (mpusioxkeHnue Ne 5) u cocraBisieTcs
akT. Pe3ynbTaThl MPOBEPKH JUYHBIX /e B 00s3aTENIbHOM MOPSAJIKE TOBOMASTCS [0
JTMpEeKTOpa 00111e00pa30BaTeIbHON OpraHU3aINH.

4. Iopsinok y4éTa u XpaHeHHs THYHBIX JIeJ1 MearoroB H COTPYAHUKOB

4.1. XpaHeHrue W ydeT JIMYHBIX JIeJ MeJaroroB U COTPYIHHUKOB, OPTaHU3YIOTCS C
IeJapl0  OBICTPOro © OE30IIMOOYHOr0 TMOWCKA JIMYHBIX JIeJ, OOEeCIeUeHHus] HuX
COXPAaHHOCTH, a TaKke oOecreueHnss KOH(MUICHIINATLHOCTH CBEJCHHM, COIEPIKAIIXCS
B JJOKYMEHTaX JIMYHBIX JeJI, OT HECAHKITMOHUPOBAHHOTO JOCTYTIA.

4.2. JluuHBle NE7a COTPYAHHKOB XpaHATCS B ceiide 00meodpasoBaTebHON
OpraHu3aIiy.

4.3. TpymoBbIe 1 MEIUIIMHCKHE KHIKKHM XPAHATCS OTJIEIBHO B celide.

4.4. JlocTymn K JTUYHBIM JeJiaM TIearoroB M COTPYJIHUKOB 0OIIe00pa3oBaTeIbHON
OpraHM3aliii HMMEIOT TOJBKO CEKpeTapb, CICHUAINCT 110 KajpaM, JUPEKTOp
0011e00pa3oBaTeIbHON OpPraHu3aluy JIMOO 3aMECTHTEIH JUPEKTOpa NPHU WCIIOTHCHUN
00s13aHHOCTEN AUPEKTOpa 001Ie00pa30BaTEIbHON OPraHU3AIINH.

4.5. Cucremarw3anus  JUYHBIX  JeJ  TEJaroroB W COTPYAHHKOB
0011e00pa3oBaTeIbHON OpraHU3aIH MPOU3BOAUTCS B aI(paBUTHOM TOPSIIKE.

4.6. JluuHbple [enma TEJAroroB W COTPYIAHHKOB  0O0IeoOpa3oBaTeIbHON
OpraHM3alfK, HMMCIOIIUX TOCYJNAapPCTBCHHBIC 3BaHWs, INPEMUHU, HArpajabl, ydYeHBIC
CTETICHU U 3BaHUS, XPAHATCS MOCTOSHHO, a OCTAJbHBIX COTPYAHUKOB — 75 JIET ¢ roxaa
YBOJIbHEHUSI PaOOTHHMKA (B COOTBETCTBUH C IlepeyHEeM THUIOBBIX YIIPABICHUYCCKUX
JIOKYMEHTOB).

5. llopsiaok BbIAA4¥ JIMYHBIX /IeJ1 BO BpeMEeHHOe M0JIb30BaHHe

5.1. Beimaua nuuHbIX fen (OTAENbHBIX JTOKYMEHTOB B COCTaBe JIMYHOIO JI€Nia) BO
BPEMEHHOE MOJIb30BAHUE MPOU3BOJIUTCS c pa3pelieHus JTUPEKTOpa
0011e00pa3oBaTebHON OpraHU3alluy 10 3asBICHHUIO COTPYAHHKA.

5.2. Pabora (o3HaKOMJIEHHE) C JMYHBIMU JEJaMH IEJaroroB M COTPYIHUKOB
0011e00pazoBaTeNbHON OpraHU3alluy MPOU3BOIUTCS B MIPUEMHOM nupekTopa. B koHIle
pabouero JIHS CEKpeTaph WM CHEIUAIUCT MO KajapaMm 00s3aHa yOeauThCS B TOM, YTO
BCE JIMYHBIC [I€71a, BBIJAHHBIE BO BPEMEHHOE IMOJh30BaHUE, BO3BpAIEHbI HA MECTO
XpaHEHUs U €CTh JIM HEOOXOAMMOCThH ISl MPUHATHUS MEpP K WX BO3BPAIICHUIO WU
PO3BICKY.

5.3. dakT BBIIaYM JIMYHOTO Jesia (PUKCUPYETCS] B KOHTPOIBHOM KypHalle.



5.4. W3bsATHE OTHENBHBIX JOKYMEHTOB W3 JIMYHOIO JEjla IPOU3BOIAUTCS C
paspelieHus JUpeKTopa 00I1eo0pa3oBaTeNbHON OpraHu3alul Cc  odopmiieHueM
cooTBeTcTBYMOIIEeH 3amucu B rpade «llpumeuyanue» BHyTpeHHeld onucu. Ilpu
BPEMEHHOM H3BSTUM JIOKYMEHTa Ha €ro MecTo (MEXIy JUCTaMU COCEIHUX
JOKYMEHTOB) BKJIaJbIBA€TCA CIIPABKA-3aMECTUTENb C YKa3aHUEM JaTbl U NPUYHH
U3BATHS C MOANMCHIO JINLA, BBIJABIIEIO JOKYMEHT, U MOJIMUCHIO JIMIA, TOJyYHUBILETO
€ro BO BPEMEHHOE I10JIb30BAHUE.

6. OdopmiieHue THMYHBIX JeJ1 Mepe] caaveil B apXuB

6.1. OdopmneHnue JHUYHBIX Jen JUisl TepeJayd B apXUB IPOU3BOAUTCS
CHEUAIUCTOM MO KajpaMm oO0meo0pa3oBaTeNbHON OpraHu3aluu. JTa Mpoleaypa
BKJIFOYAET:

* IOJIIMBKY (LIE€pEIUIET) AeNa;

* YTOUHEHHE HyMepaluu JUCTOB JIeNa;

* COCTaBJICHUE JIMCTa-3aBepuTens (nmpuaoxeHue Ne 8);

* cocTaBlieHHE (YTOYHEHHUE) BHYTPEHHEH OMUCH;

* BHCCCHUE YTOUHCHHUI B PEKBU3HUTHI JIUILICBON O0JI0KKH Jea.

6.2. Jlucr-3aBepuTenp Jiefla JOHKEH MOJNUCATh €ro COCTaBUTENb, HPH HTOM
nenaercss paci@poBKa JOHKHOCTH U MOAMNMCH, HpocTaBiserca nara. B mponecce
UCIIOJIb30BAaHUSI ~ ApXUBHBIX  JOKYMEHTOB B  JIMNCTE-3aBEpUTENEC  JENIaloTCs
COOTBETCTBYIOIIME OTMETKM. Ecnu neno monammTo 06e€3 JUCTa-3aBEpUTENs, TO €ro
clielyeT HaKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOXKKH Jiefa.

6.3. C nenpio obecreueHrs COXpaHHOCTH JIMYHBIX /€] PEKOMEH Ty eTCS:

* 00OBEIUHATh WHJIUBUAYAIbHBIC JIMUHBIC JI€]Ia YBOJEHHBIX COTPYAHUKOB B OJHY
00J10kKy (0ObEIMHEHHOE JEN0) C TaKuM pacyeToM, 4ToObl 00beM jena (ToMa) He
npesbiman 250 1ucToB (IMyTeM CIIMBKM MaTepUAIOB WHIWBHUAYAJIbHBIX JIe] MO rojam
YBOJIbHEHUS );

* pacrionaratb MaTepuaibl HHAMBUAYAIbHBIX JIeT B Mpejenax jaena (Toma) B
angaBuTHOM TOpsAKe (MOGaMHUIIBHO), OTIAENSAS MaTepUajbl, OTHOCSIINECS K Pa3HbIM
WHJMBUAYaJIbHBIM JI€JaM, YHCTBIM JIMCTOM OyMmaru ¢ yka3aHUEM Ha HeM (paMUiIuu,
UMEHM M OTYEeCTBAa COOTBETCTBYIOLIErO YBOJEHHOTO TMeaarora W COTPYJHHUKa
o011e00pazoBaTeNbHON OpraHu3alluy;

e CHaOXKaTh KaxkJ0e OOBEIUHEHHOE Jei0 (TOM) BHYTPEHHEH OIHMCHIO C
nepeuncieHueM (amMuinii, UMEH W OTYeCTB U yKa3aHMEM HOMEpPOB CTpaHHI], B
npenensax KOTOPBIX PACHOI0KEHbI COOTBETCTBYIOIIHNE TOKYMEHTHI.

6.4. [lepenava TMYHBIX J1€] B apXHUB OCYILIECTBIIAECTCS HE MO3AHEE TPEX JIET MOCIe
3aBEpILCHUS WX B JIEJIONPOU3BOJCTBE B COOTBETCTBUM ¢ Tpaduxom. [IpeaBaputenbHo
CeKpeTapeM, CIENHATMCTOM MO0 KaJapaM MpOBEpseTCs TMOJHOTA M MPaBUIBLHOCTh
NOATOTOBKM JMYHBIX JIel K Imepenade. BbIsBICHHbIE NpPU NPOBEPKE HEAOCTATKU
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YCTPaHSIOTCS CEKpeTapeM, chenuaiucToM no kKajapaM. llepemaya u  mnpuem
MPOU3BOJIATCS MO OMKCH C TIPOCTAHOBKOW OTMETOK O HAJIMYUU JTUYHBIX JIET.

6.5. Jluunble pena TWEHAroroB W COTPYAHUKOB  00I11e00pa3oBaTeIbHOM
OpraHM3allH, 3aKOHYEHHBIE eI0npon3BoACcTBOM 10 1 sHBaps 2003 roxa, xpansrcs 75
net, nocie 1 suBaps 2003 roma — 50 ner. JIuyHble nena AUPEKTOpa, TIIABHOTO
Oyxranrepa o01ieo0pa3oBaTeIbHON OPraHU3alii UMEIOT MIOCTOSTHHBIN CPOK XpaHEHHUS.

7. OTBETCTBEHHOCTDH

7.1. Tlemaroru U COTPYAHUKH 0O0IIc0Opa30BaTEILHON OpraHu3aluu OO0s3aHbI
CBOCBPEMEHHO TPEJICTABIIATh CEKPETApI0 WIIM CICIHAINCTY IO KajapaM CBEIEHUS 00
MU3MEHEHUH B TICPCOHAILHBIX JAHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOTO JIejIa.

7.2. Paboromarens obecrieunBaeT:

* COXPaHHOCTh JIMYHBIX JIeJT TEJaroroB M COTPYIHUKOB 00IIe00pa3oBaTEIbHOM
OpraHU3aIINH,

* KOH(UIEHIINATBLHOCTh CBEJICHUH, COMCPKAIIMXCS B JIMYHBIX JIeJlaX TeIaroroB
COTPYIHUKOB.

8. IlpaBa padoToaareisi 1 paboTHUKA

8.1. Jlns obOecrniedyeHHs] 3alUThl MEPCOHAIBHBIX JAHHBIX, KOTOPbIE XPAHITCS B
JUYHBIX JeJax T[eJaroroB M COTPYAHUKOB 0O0Ie00pa3oBaTeIbHOW OpraHu3allvi,
neAaroru U COTPYJIHUKH 00111e00pa3oBaTeIbHON OpraHu3aiii UMEIOT MPpaBo:

* IOJyYUTh MOJHYIO WH(OPMAIIUIO O CBOMX NMEPCOHAIBHBIX AHHBIX U 00pabOTKe
ITUX JAHHBIX;

* IOJTy9UTh CBOOOHBIN JOCTYI K CBOUM MEPCOHAIBHBIM JaHHBIM;

* IOJy9UTh KOMUW JTOKYMEHTOB, XPaHSIIMECS B JIMYHOM JieJie W COJEpKalllue
NIEPCOHAJLHBIC TAHHBIE.

* TpeOOBaTh  MCKIIOYEHUS WJIM  WCIPABICHUS HEBEPHBIX M  HEMOJIHBIX
MEPCOHATBHBIX JAHHBIX.

8.2. PaboTonarens UMeeT MpaBo:

* 00pabaTbiBaTh  NEPCOHAJbHBIE  JaHHbIE  NEAaroroB 4  COTPYJHUKOB
00111e00pa30BaTeIbHON OpraHu3aluy, B TOM YUCJIE U Ha AJIEKTPOHHBIX HOCUTEIISIX;

* 3a[[POCUTh OT MEaroroB U COTPYIHUKOB 0O0IIe00pa30BaTEIbHON OpraHu3aluu
BCI0O HEOOXOMMMYI HWH(pOpMamuio JJIs BEACHUS JUYHBIX JelI U 00paboOTKH
MEPCOHATBHBIX JAHHBIX.

9. 3ak/II04YHNTE/IbHbIE MOJI0KEHUS

9.1. Hacrosimee IlonokeHue o TOpSAKE BEACHUS JUYHBIX Je1 pPaOOTHUKOB
SIBJISIETCS JIOKAJbHBIM HOPMAaTUBHBIM aKTOM, NTPUHUMaeETCs Ha [legarornuyeckoMm coBeTe
IIIKOJIBI M YTBEPIKaeTcsl (JINOO BBOJIUTCS B ACHCTBHE) TUPEKTOPOM IIKOJIBI.

8



9.2. Bce wn3MeHeHuss W JONOJHEHUs, BHOCHMBIE B Hacrosulee Ilosoxenue,
opopmiAOTCST B NHCBMEHHOM  (QopMe B COOTBETCTBHM  JEHCTBYIOIIUM
3akoHoAaTenbCTBOM Poccuiickon denepannu.

9.3. IlonoxxeHne o MOPSAAKE BEACHMS JIMUHBIX J1e7T paOOTHUKOB 00pa3oBaTEIbHOM
OpraHu3alliy NPUHHUMAETCS HAa HEOIPEACIICHHBIN CPOK. VMI3MEHEHHs M JONOJHEHUs K
[TonoxeHnoo NPUHUMAKOTCA B NOPAJIKE, NPEeIyCMOTpeHHOM 11.9.1. Hacrosuiero
[Tomoxenus.

9.4. Tlocne npunstusa Ilonoxenus: (MM U3MEHEHUN U JNOMOJTHEHUM OTAEIBbHBIX
NYHKTOB M pa3/ejioB) B HOBOM pENaKIUU MNpeablaylias peJakius aBTOMAaTHYECKU
yTPauyuBaET CUTTY.



ITpunoxenne Nel

K MTOJIOKCHUTIO O TOPAAKE BCACHUS
JIMYHBIX OCT pa6OTHI/IKOB

Kypnan ydera ATMUHBIX 1€

Ne Hara OQamuust, | Tabems- | JomxrocTs | CTpyKTYp- Haran Harau [Ipumeua-
/ oopmie- nums, HBIN (mpodec- HOE HOMeEp HOMeEp HHE
I | HHSA JUYHOTO | OTYECTBO HOMeEp cu, nozapasze- IpHKa3a npHKasa
Jena nejarora u CIelHab- JeHHue (pacmopsi- (pacmopsi-
COTpYyIHHKA HOCTB) JKEHHS) O KEHHS) O
nejarora u npueme IIpeKparie-
COTpY/IHHKA nenarora u HUU
COTpYIHHK | (pacTopike-
a Ha paborty HHUH)
TPYIOBOTO
JIOTOBOpA C
[eJaroroM
COTPYAHUKOM
(yBOMBHE-
HUW)
1 2 3 4 5 6 7 8 9
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doHa Ne

Onucb Neo

WNunexkc nena

O0J105kKKa JIMYHOTO Jeiia

ITpunoxenue Ne2
K MOJIOKEHUIO O MOPAAKE BEJCHUS
JIMYHBIX JIe]l paOOTHHKOB

JIMYHOE JEJIO Ne

(Ha3BaHHE 00PA30BATEIBHON OPraHU3ALIN)

Jara Hauana

Jlata okoHUaHUs

Ha JIUCTax
XpaHuThb JeT
®doHp Ne
Onuncb Neo

(3arooBoK Jena)
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BHYTPEHHSIS OITMCH
JIOKYMEHTOB Jjienia No

ITpunoxenne Ne3
K TIOJIO’KEHHIO O TTOPSAKE BEICHUS
JIMYHBIX JIe]l paOOTHHKOB

Ne HNunexc Hara Hasganue Howmep IIpumeuanus
n/n JIOKyMEHTa JOKYMEHTa JOKYMEHTa JIUCTOB
Jena
Hroro: JIOKYMEHTOB

(pamu 1 IPOIHCHEO)

KomngectBo mcToB BHYTpeHHeﬁ OIMNCH

(1M pamMu ¥ IPOIUCHIO)

OTBETCTBEHHBIN 3a
KaJpOBBIN yYerT:

(moxnuce)

« » 202 ronma
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©.1N.0.

ITpunoxenne Ne4
K MOJIOKEHUIO O MOPAAKE BEJCHUS
JIMYHBIX JIe]l paOOTHHKOB

JlOMKHOCTD

JInanoe nemo Ne

JlaTa 03HAaKOMIICHHMS IIeJjarora
Y COTPYAHHUKA C JTUYHBIM
JIeI0M

IToamnuce nexgarora u
COTpYAHHUKA

OTMeTKH, MpUMEYaHuUs,
3aMCYaHMs
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ITpunoxenne Ne5
K TIOJIO’KEHHIO O TTOPSAKE BEICHUS
JIMYHBIX JIe]l paOOTHHKOB

OtMmeTKa 0 pe3yjdabTaTax eKeroJHOM MPOBEPKUA COCTOSTHUSA
H HAJINYHUA JIHYHOTI'0 JdeJ1a

®.N.0.

JIOIDKHOCTD

JInuuoe nemo Ne

Jlata npoBepku ®.1.0O. uneHon [Tonnucu 4ieHoB PesynbpTar nposepku
KOMMCCHH KOMMCCHH
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ITpunoxenne Ne6

K MTOJIOKCHUTIO O TOPAAKE BCACHUS
JIMYHBIX OCT pa6OTHI/IKOB

JINYHBIN JTUCTOK 1O y4YeTy KaJApoB

1. ®amunus

Nmsa

OT4ecTBO

2. Ilon

3. I'ox, 4nciio U MecsI POKICHUS

4. Mecto poxacHUS

5. I'paxxnancTBO

(cerno, nepeBHs, TOPOJ, pailoH, 00JIacTb)

6. O0OpazoBaHue

HazBanue ®DaKyJIbTeT
y4e0HOTO WA

3aBE/ICHUA U €r0 OTJIeJICHHE

MECTOHAXOXK/ICHUE

T'on

T'on

MOCTYIJICHHUA OKOHYaHUA

WM yX0]1a

Ecnu ve
OKOHYMUJI, TO
¢ KaKoro
Kypca yuiesn

Kakyro
CIEUAIBHOCTD
IIOJIy4HU] B
pesyiabTare
OKOHYaHUs
y4eOHOro
3aBENICHU,
ykaszaTtb Ne
JUILIOMA WU
YAOCTOBEPEHUS

7. Kakumu HHOCTPAHHBIMU A3bIKAMU BJIAZICCTC

(4uTaeTe u NepeBOJUTE CO CIOBAPEM, YUTAECTE U MOXKETE OOBACHATHCA, BIIaJeeTe CBOOOTHO)

8. YueHas cTeneHb, y4eHOE 3BaHUE

9. Kakue nmeere HaydHbIE TPY/Ibl U H300PETECHUS
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10. BeinonHsiemass paborta ¢ Havyaja TPYZOBOH AEATEIBHOCTH (BKJIOYas yueOy B BBICIIUX U CPEIHUX
CHeIHaJIbHBIX YUeOHBIX 3aBECHUSIX, BOCHHYIO CIIyK0y 1 paboTy 110 COBMECTUTENIHCTRY)

Mecs u ron JlOMKHOCTB € yKa3aHUEM YUPEKICHHUS, MecToHaX0KICHHUE
HOCTyHJIeHI/IH yxona OpI‘ aHU3a1uu, Hpe}:[HpI/IHTI/ISI, a TaKXeE y‘-IpC)KIIGHI/IH,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIuy,
MPEANPUATHSA

11. TIpeGbiBanue 3a rpanuleii (padbota, caykeOHast KOMaHTUPOBKA, MOE3KA C JIeeraueil)

Mecsu u rox B kakoli ctpane Llenb npeObIBaHUS 3a
C Kakoro 10 KaKoe rpaHuuen
BPEMEHHU BpeMs

12. Yyactue B BRIOOPHBIX OpraHax

MecTo BbIOOpHOTO Haspanwue BeibopHoro | B kaudecTBe Koro l'on
opraHa opraHa BbIOpaH n30paHusi | BBIOBITHS

13. Kakue numeere npaBUTEIbCTBEHHbIE HATPAIbl

Korna u kem HarpaxaeH

14. OTHOLIIEHNE K BOMHCKAM 00S3aHHOCTSAM U BOMHCKOE 3BAHUE

CocTtaB Pon Boiick

(KOMaH/IHBIN, MOTUTHYCCKHUH, a IMUHUCTPATHBHBIN, TEXHUUECKUH U T. 11.)

15. CeMelHOE MTOJIOKEHME B MOMEHT 3AITOJTHEHIS JIMYHOTO JINCTKA

(4ICHBI CeMBH, C yKa3aHHEM BO3DAcTa)

16. lomamauii agpec

17. O06s3y10Ch CBOEBPEMEHHO HW3BEIIaTh 000 BCEX W3MEHEHUSX MAaHHBIX, BKIIOYCHHBIX B JIMYHBIN
JIUCTOK MO YYETY KaJpOB.

« » 202  roma
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AHKETA

ITpunoxenue Ne7
K TIOJIO’KEHHIO O TTOPSAKE BEICHUS
JIMYHBIX JIe]l paOOTHHKOB

damunusa

Nmsa

OT4ecTBO

[ara poxaenus

1. I'paxmgadcTBO (€Civ M3MEHSIN, TO YKaXHUTE,
KOT'/Ia ¥ TI0 KaKOW MIPUYHHE)

2. OOpa3oBaHue, yuyeHas CTENeHb (Korga |
Kakue y4deOHbIe 3aBeJeHUS OKOHYWIM, HOMEpa
nutioMoB). CreruanbHOCTh M KBaTU(UKAIUS
10 JIUTLIOMY

3. KakuMu MHOCTpaHHBIMHU A3bIKAMU U A3bIKAMU
HaponoB Pocculickoii denepannu BIajceTe U B
Kakol  cTemeHu  (4uTaere U MOXKETe
OOBSICHSITECS, BIIAJICETE CBOOOJIHO)

4. BrimonHsiemas paboTa ¢ Hadana TPyJIOBOM AesITeIbHOCTH (BKIIIOYAsi BOGHHYIO CIIyX0y U paboTy
COBMECTUTEIBCTBY)
Mecsii u rost JIOJKHOCTB C yKa3aHUEM yUpexKAeHus, MecTtoHnaxoxaeHue
IMOCTYILICHUA yxoaa opraHu3alunu, MpCANprUATUA, a TAKKC YUPCIKACHUA,
MHUHHCTEPCTBA (BEJOMCTBA) OpraHu3alui,
NpEeIPUATUSL

5. Bamm 61m3kue poACTBEHHUKH (JK€HA, MY)K, OTEIl, MaTh, OpaThsl, CECTPHI)

CreneHb damunms, UM, TI'on Mecto paboThl,
pOJICTBa OTYECTBO POXKJICHHSI JOJKHOCTD

Anpec mecta
KHUTEIbCTBA

6. Jlomanawuii agpec u HoMmep TenedoHa

7. ITactiopT WM JOKYMEHT, €r0 3aMEHSIOIIUN

(HoMep, cepusl, KEM M KOT'/la BbIJJaH)
8. JlomomHUTENBHBIC CBEICHUS, KOTOPBIE BhI jemaere coo0muTs o cede

10. Ha xakoii ypoBeHb 3apiuiatsl Bel paccuntbiBaere?

« » 202  ropa

(1OIKHOCTH OTBETCTBEHHOT'O 32 KaPOBBIN yueT) (oanuce)
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JIMCT-3ABEPUTEJIb

nejia Ne

B nene nmpommTo U NpoHyMEpOBaHO

ITpunoxenue Ne§
K TIOJIO’KEHHIO O TTOPSAKE BEICHUS
JIMYHBIX JIe]l paOOTHHKOB

JINCTOB

(undpamu 1 TPONKCHIO)

c No o Ne , B TOM YHCJIE:

JUTEPHBIC HOMEPA JINCTOB
MPOMYIIEHHbIE HOMEpa JINCTOB
+ JTMCTOB BHYTPEHHEH ONMUCH JINCTOB

Oco6eHHOCTH (PU3NYECKOTO COCTOSTHUS U
dbopMupoBaHus Jena

Howmepa nucros

OTBETCTBEHHLIH 3a
KaJpOBBIN yUueT

(moanuce)

« » 202  roma
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