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1. O0mue moJ10KeHUA

1.1. Hactosmee IlonoxeHnue o mopsake BeAeHHs JIUYHBIX aen paboTHukoB MBOY
«OOII c. ITmonepckoe» (mamee — 1miKoja, 00IIEOOpa3oOBaTEIIbHAS OpPTaHHU3AIMS),
pa3paboTtaHo B cooTBeTCTBUM ¢ DenepanbHbiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6
obOpazoBanuu B Poccuiickoit ®@enepanuny, DenepaibHbiM 3akoHOM 0T 27.07.2006 No
152 «O nepcoHanbHBIX AaHHBIX», [Ipukazom PdenepanbHOrO0 apXWBHOIO Ar€HTCTBA OT
23 nexabpsa 2009 roma N 76 «O06 yTtBepkaeHun MeTOAMYECKUX PEKOMEHJAIHUM 110
pa3paboTKe MHCTPYKLHMH 1O JENONpPOM3BOJICTBY B  (eAepalibHbIX  OpraHax
UCTIONIHUTENbHON Biactuy, YkazoMm IIpesmaenta ot 30.05.2005 Ne 609 «O06
yTBepkeHnn [lonokeHus 0 MepCcOHaNbHBIX JTaHHBIX T'OCYAAPCTBEHHOIO CIY>KaIIEro
Poccuiickoit ®enepanmu M BEASCHUM €ro JUYHOTO JAena», TpynoBeim Komekcom
Poccniickoit @enepanuu, KomnexktuBHbIM gorosopom, YcraoM MBOY «OOIII c.
[Muonepckoey» (nanee — mikosa, 00ME00pa3oBaTeIbHAS OPraHU3aIIN ).

1.2. lannoe IlonoxkeHune onpenensieT MOPSIOK BEJACHHS JTUUYHBIX JIE] MEaroroB u
MHBIX COTPYIHUKOB U paOOTHUKOB IIKOJIBI, ONIPEeNsieT NopaioKk GopMupoBaHus, yuera
U XpaHEHHUs, BBIJAYM JIMYHBIX JIel BO BpPEMEHHOE TMOJb30BaHHE, a TaKkKe
OTBETCTBEHHOCTb, NPaBa PaOOTHUKOB U TUPEKTOPa 00pa30BaTEILHON OpraHU3AIIHH.

1.3. Hacrosimee IlonoxeHue yTBepxkaaeTcsi NMPUKA30M M0 IIKOJE W SBISETCA
00s3aTEIBHBIM ISl BCEX KATETOPHI Me1arornyeckKuX U APyruxX COTPYAHUKOB IITKOJIBI.

1.4. Benenue NMYHBIX AEN IMENArOroB M COTPYAHUKOB WIKOJBI BO3JaraeTcsi Ha
CIIEHUAIIACTA 110 KaJpaM.

1.5. JIuyHoE neno — OCHOBHOM JOKYMEHT NEPCOHAIBHOIO Yy4yeTa, COJAEprKalluii
HanOoJiee TIOHBIE CBEICHHS O PAOOTHHKE OOpa30BATECIILHOM OpraHM3allMk U €ro
TPYIOBOM JEATENbHOCTU. B Ju4YHOE €710 BHOCATCS CBEACHHUS, CBSI3aHHBIE C
MOCTYIUICHHUEM Ha pabOTy U YBOJIbLHEHHEM.

1.6. CBenenusi, conepkamuecs B JUYHOM J€JI€, OTHOCITCS K KOH(UIECHIIUATBHOM
uH(pOpMAIH, UMEIOT OTPAaHNYCHHBIN JOCTYII U PA3TIIallIEHUIO HE MOJIekKAaT.

1.7. Jluanoe nenmo BemeTcs B TEUEHUE BCETO Mepuoaa paboTsl pabOTHUKA.

1.8. Benenuwe HECKOJNBKUX JWUYHBIX JI€JI OJAHOrO pabOTHHKA OOpa30BaTEIbHOM
OpraHU3alyy HE JIOMYCKAETCS.

2. Illopsinoxk popMUPOBAHUS JTUYHBIX /IeJI COTPYIHUKOB

2.1. dopmMupoBaHME  JIMYHOIO  JI€JIa  MEJaroroB M COTPYAHHUKOB
o011eo0pazoBaTeIbHON OpraHU3aliy MPOU3BOIUTCS HETIOCPEICTBEHHO MOCIE TIpreMa B
0011e00pa3oBaTeNbHYI0 OPraHMU3AIMI0 WX TEePEeBO/A TENaroroB W COTPYIHUKOB H3
Ipyroit o0pa3oBaTeIbHON OpraHU3aIUu.

2.2. B cOOTBETCTBUM C HOPMATUBHBIMU JTOKYMEHTaMU B JIMYHbBIC JieJIa IEJaroroB u
COTPYAHUKOB IIKOJIbI, BKIQJABIBAIOTCS CIEAYIONIUE JOKYMEHTHI:

g nedazoeos:



* 3asIBJICHUE O TIpUEME Ha paboTy;

* 3asBJICHUE O COTJIacHH Ha 00pabOTKy MEPCOHATBHBIX JJAHHBIX MEJarora;

*CllpaBKa O HaIW4YUU (OTCYTCTBHMH) CYAUMOCTH M (Wid) (pakTa YroJIOBHOTO
Mpecie0BaHus, BbIJAHHOT'O COOTBETCTBYIOIIMM OPTraHOM IMPABOIOPSIAKA;

* apToOUOrpadus;

* KOIUSI TAacMopTa WJIK UHOTO JOKYMEHTA, YI0CTOBEPSIOIIETO JIMYHOCTD;

* KOIUSI CTPAXOBOI'O CBUETEIHCTBA IEHCUOHHOTO CTPAXOBAHMUS;

* KOIUSI UACHTU(UKAITMOHHOT'O HOMEPA HAJIOTOTIATEbIUKA;

* KOIUSI IOKyMEHTa BOMHCKOTO y4deTa (/1711 BOCHHOOOS3aHHBIX);

* KOIUSI CBUJIETEILCTBA O 3aKJIFOUEHUHN Opaka (Mpy HaJTU4Iuu);

* KOTIHSI CBHJICTEIIBCTBA O POKICHUU jaeTeil (Mpu HATNIKH);

* KOITUU JIOKYMEHTOB 00 00pa30BaHNH;

* KOIUA JOKYMEHTOB O KBaJIU(UKAIMU WU HAJIMYKE CIEUUANIbHBIX 3HaHWU (TIpu
HaJIMYuN ),

* KOITUM aTTECTAIMOHHBIX JIUCTOB (MIPU HAJIUYUHN);

* KOITUU JIOKYMEHTOB O Harpa)xJaeHuu (Ipy HAJIUYUN);

* XapaKTEPUCTUKH, PEKOMEHIaTe/IbHbIC MUChbMa (IIPU HATMYHUH);

* IpUKa3 0 IpUeMe Ha paboTy;

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

* IOJHKHOCTHAST MHCTPYKIMS (AOHKHOCTHBIE MHCTPYKIIMUM C MOMEHTAa Ha3HA4YCHMs
Ha BCE JOJIKHOCTH);

* TpYZAOBOM  JTIOTOBOp (C  MOCJIEAYIOIIMM  BKJIIOYEHUEM  JOTOIHUTEIBHBIX
COTJIAIIEHUH K TPYZOBOMY JIOTOBOPY);

* TPYZAOBYIO KHUXKKY;

* MEJUIIUHCKYIO KHIDKKY.

s pabomnuxos:

* 3aBJICHHE O TIpHiEME Ha padoTy;

* 3aBJICHHE O COTJIACUU Ha 00pabOTKy MEPCOHATBHBIX JAHHBIX MEarora;

*CIpaBKa O HamW4MU (OTCYTCTBHH) CYAMMOCTH W (Wiu) ¢akTra YroJIOBHOTO
MpecIe0BaHuUs, BbIJAHHOTO COOTBETCTBYIOIINM OPTraHOM MPABOIOPSAKA;

* apToOMOTrpadus;

* KOIUSI TacnopTa WK UHOTO TOKYMEHTA, YJIOCTOBEPSAIOIIErO TUYHOCTS;

* KOIUSI CTPAXOBOI'O CBUAETEIHCTBA IEHCUOHHOIO CTPAXOBAHMS;

* KOs UACHTU(PUKAIIMOHHOTO HOMEPA HAJIOTOILIATEIbIITNKA;

* KOTIHSI TOKYMEHTa BOUHCKOTO y4eTa ()11 BOCHHOOOSI3aHHBIX);

* KOIUSI CBUJIETENBCTBA O 3aKJIFOUEHUHU Opaka (Ipy HAJTU4Yuu);

* KOIUSI CBUJIETEIBCTBA O POXKACHUU JeTel (IpU HAIMYUH ),

* KOIIUU JIOKYMEHTOB 00 00pa30BaHUH;

* KOIUU JIOKYMEHTOB O Harpa)KJeHU! (MpyU HAIUYUHN);
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* XapaKTEPUCTUKH, PCKOMEHIATCIbHbIC MUChbMa (TIPU HATHYUH);

* IpUKa3 O Mpueme Ha padorTy;

* IpHUKa3 O NEPEBOJIC HA UHYIO JOJLKHOCTD (IPU HAJIMYUH);

* TOJDKHOCTHAST MHCTPYKIMS (TOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAUYCHUS
Ha BCE JIOJHKHOCTH);

* TpynoBO¥  goroBop (¢ MOCHEAYIONUM  BKIIOYCHHEM  JOMOJHHUTEIbHBIX
COIJIALIICHUH K TPYIOBOMY JIOTOBOPY);

* TPYJIOBYIO KHUXKKY;

* MEJIUIIMHCKYIO KHUXKKY.

Pabomooamenv ogpopmnsem:

* TPYJIOBOM JJOTOBOP B JIBYX DK3EMILISPaXx;

* IpUKa3 0 IMpueMe Ha padboTy (0 MepeMeIeHUU Ha IPYTUe JTOIKHOCTH);

* TM4HYI0 KapTouky Ne T-2;

* TOJDKHOCTHYIO HHCTPYKITHIO B ABYX DK3EMILIspax.

Pabomooamens 3snaxomum:

* C HOPMATUBHO-TIPABOBBIMH JOKyMEHTaMH IIKOJIbl (YcTtaBoMm, KOIEKTUBHBIM
noroBopowm, [IpaBunaMu TpyI0BOTO pactopsiiKa U JIp. JIOKAIbHBIMH aKTaMH );

* C IOJDKHOCTHOW MHCTPYKIIUEH;

* IPOBOJIUT BBOJHBIN MHCTPYKTAX, MHCTPYKTAX MO OXpaHE TPyJa, HHCTPYKTaX IO
IPOTUBOMOKAPHON O€30MaCHOCTH.

2.4. TlepBuuHoe ooOpMIIEHUE JIMYHOTO Jieia MPeAyCMaTPUBAET:

* IPUCBOCHUE JIMYHOMY JIeJly HOMEpA COTJACHO >KYpHAIy ydeTa JIMYHBIX [eJl
(mpuosxerue Ne 1);

* IPOCTaBJICHUE Ha OOJOXKKE JWYHOro nena (mpuioxkenwe Ne 2) criemyromux
PEKBU3HTOB:  HMHAEKC JAena (B COOTBETCTBUM C  HOMEHKJIATypol  Aen
o01eo0pa3oBaTeIbHOM OpraHU3alliK; MOJHOEe HAaWMMEHOBaHHE 00IIeo0pa3oBaTeIbHON
OpraHu3aliy; HOMEp JUYHOro Jena; (amMuwins uMs OTYECTBO paOOTHHKA B
MMEHUTEJIBHOM TaJeXe; JaTbl — TOJl Hayalla M TOJ OKOHYaHUS BEJCHUS JIeIIa;
KOJIMYECTBO JIUCTOB; CPOK XPAHEHUS;

* IOMEUIEHUE JIOKYMEHTOB, MOJJIEXKAIIUX XPAHCHHI0 B COCTaBE JIMYHBIX [I€J, B
XPOHOJIOTUYECKOM MOPSJIKE:

BHYTPEHHSSI ONKCh JOKYMEHTOB Jiena (mpuioxkenue Ne 3);
JIMYHBINA JIUCTOK 10 YYeTy KaapoB (mpuinoxeHus Ne 6);
3asABJICHHUE O IIpUEMe Ha paboTy;

pUKa3 o0 MpueMe Ha padoTy;

YV VYV VYV

TPYZ0OBOM JOTOBODP;

> JIOTOBOP O TMOJHON MaTepuaibHOM OTBETCTBEHHOCTH (€ciau pabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIUIIO);

> XapaKTEPUCTUKU U PEKOMEH IaTeJIbHbIE MIUChMA;
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> corjlacue Ha o0pabOTKy MePCOHANIBHBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, MTOMEMICHHBIX B JIMYHOE JICII0, TIOJJIC)KAT HyMEPAIIHH.

2.6. C nenpio obecrieueHus HaaNeXKaleld COXpaHHOCTH TUYHOTO Jelia MeAaroroB u
COTPYIHHUKOB 00II€00pa3oBaTeIbHON OpraHM3ali U YA0OCTBa B OOpaIleHUH C HUM
pu GOPMHUPOBAHUU JOKYMEHTHI IIOMEIIAIOTCS B OTIEIbHYIO Tanky. [Ipu yBoiapHEHUH
pabOTHUKA MPOIIMBAIOTCS HUTKAMH U CIAIOTCS B apXUB.

2.7. BHYTpeHHSSI ONMKHCh JOKYMEHTOB, HMMCIOIIUXCS B JUYHOM JeJie, JODKHA
colepKaTh CBEICHUS O IOPSAKOBBIX HOMEpaxX, HaMMEHOBAHUSAX JIOKYMEHTOB Jea,
KOJIMYECTBE JINCTOB, JIaTaX BKIFOUYCHHS JOKYMEHTOB B JJUYHOE JICJIO U U3BIATHS U3 JICIa,
a TaKXKe KeM U3BSIT JIOKYMEHT U TI0 KaKOH IpHUYHHE.

2.8. BHYTpeHHsISI OMKMCh COCTABJISICTCS HA OTACIBHOM JIUCTE IO YCTaHOBJICHHOM
dopme. JIUCTBI BHYTPEHHEH ONMUCH HYMEPYIOTCS OTJICIBHO.

2.9. Ilpu moATrOTOBKE JIMYHBIX JICN K TIepe/iaue Ha XpaHCHUE K BHYTPCHHEH OMUCH
COCTaBIIICTCSI MTOTOBasl 3alliCh, B KOTOPOM YKa3bIBaeTCS MHUPPAMH H IPOIHCHIO
KOJIMYECTBO BKIIFOUCHHBIX B HEEC JIOKYMEHTOB W KOJIMYECTBO JIMCTOB Jieja.

3. ITopsiiok BeieHUsI IUIHBIX J1eJI MeIaroroB M COTPYAHUKOB

3.1. JIuuHOE HETI0 MearoroB U COTPYIHUKOB 0011e00pa3oBaTeIbHON OpraHu3aun
BEJCTCS B TEUYCHHE BCEr0 Tepruoaa padOThl KakKIOTO Mefarora W COTPYIHHKA B
00111e00pa30BaTeIbHON OPTaHNU3AIIHH.

3.2. JlanpHeimee BeIeHWE JUYHOTO JeJia IEJaroroB M COTPYIHHKOB
001Ie00pa3oBaTeIbHON  OpPTraHM3aluyd  TPEeIyCMAaTPUBACT IOMEIICHHE B JIEJIO
JOKYMEHTOB, O0pa3ylomuxcss B Tporecce pabodeld IeATEIBHOCTH H HMEIOIINUX
3HAYCHHE ISl TPYOBBIX OTHOIICHUH:

* JIONIOJTHEHHE K IMYHOMY JIUCTKY I10 YUETY KaJpOB;

* JIONIOJTHUTEIILHBIC COTTIAIICHHUS K TPYAOBOMY JIOTOBOPY;

* KOMUU TMPUKA30B IO JHWYHOMY COCTaBy, KOTOpBbIE€ KAacarOTCsl TII€IaroroB W
COTPYIHHUKOB 00I11e00pa30BaTeILHON OpraHu3allny,;

* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIEAArore M COTpyAHHUKE 0O0IIeo0pa3oBaTeIbHOM
OpraHu3allnu;

* KONTUU JJOKYMEHTOB O TIOBBIIIIEHUN KBATH(PUKAIIHH;

* KONTUU CepTU(PUKATOB, TPAMOT;

* JINCT — 3aBEPUTEINH JieNia (COCTABIAIOT MPH Cllaye JIMYHOTO JIeJia B ApXUB);

* UHBIC TOKYMEHTHI.

3.3. B nemsix obecnieyeHusi KOHTPOJIS 32 COXPAHHOCTBIO M aKTYaJTbHOCTHIO TUYHBIX
7en B 00meo0pa3oBaTeIbHOW OpraHU3aliK €XKeroaHo (He mo3gHee | kBaprana roja,
CJIETYIOIIETO 32 OTYCTHHIM ) TIPOU3BOUTCS MPOBEPKA UX HAIWYHUS U COCTOSTHHS.

3.4. EXeromHyio MPOBEPKY COCTOSHUS JTUYHBIX JCJT Ha MPEAMET COXPAHHOCTH
BKJIFOYCHHBIX B HETO JIOKYMEHTOB IMPOBOJHT CHEIHMAIBHO cO3MaHHas kKomuccus. O
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NPOBEJCHHBIX MPOBEPKaX [eIaeTcs OTMETKa B JIUCTE O pe3yiabTaTax eKeroIHOM
MPOBEPKU COCTOSIHUSI M HANWYMS JTUYHOTO Jena (mpuioxkeHue No 5) u cocTaBisieTcs
akT. Pe3ynapTaThl MpPOBEpKH JUYHBIX A€ B OO0SM3aTEIBHOM TOPSIKE TOBOISATCS [0
IUpeKTopa o01eo0pa3oBaTeIbHON OpraHU3alty.

4. Iopsiiok y4yéTa U XpaHeHHs JUYHBIX JIeJI 1eIaroroB U COTPYITHUKOB

4.1. XpaHeHue W y4eT JMYHBIX JIeJ TEeIaroroB U COTPYIHUKOB, OPTaHU3YIOTCS C
LEeIpl0  ObICTpOro #  0e30mMO0YHOrO TMOWCKA JIMYHBIX JIeJI, OOecCHedyeHus: uX
COXpaHHOCTH, a Takke oOecredeHuss KOHQUISCHIINATLHOCTA CBEIACHHMA, CONEePIKAITUXCSI
B JIOKYMEHTaX JIMYHBIX JIe]I, OT HECAHKIMOHUPOBAHHOTO JIOCTYTIA.

4.2. JluuHble nena COTPYAHUKOB XpaHsATCa B cedde o0meoOpa3oBaTeibHOM
OpTaHU3aIINY.

4.3. TpynoBbie U MEIUIIMHCKHAE KHIDKKH XPAHATCS OTIEIBHO B celide.

4.4. Jloctyn K JTUYHBIM JieJlaM TE€JJaroroB U COTPYIHUKOB 00111€00pa3oBaTeIbHON
OpraHM3allid HWMEIOT TOJIBKO CeKpeTapb, CICHUAINCT IO KaapaM, JTUPEKTOp
0011e00pa3oBaTeNbHON OpraHu3aluu Ju00 3aMECTUTENN JAUPEKTOpa MPU HCTIOITHEHUU
00s13aHHOCTEH TUPEKTOpa 001e00pa3oBaTeIbHON OpraHU3aIny.

4.5. Cucremaruzauus  JMYHBIX  Je€Jl  MENaroroB M  COTPYJIHUKOB
0011e00pa3oBaTeNbHON OpraHU3alMy IPOU3BOIUTCS B aJI(paBUTHOM HOPSIKE.

4.6. JluuyHble Jena MeNaroroB M COTPYAHHUKOB  0O0IIe00pa3oBaTeIbHON
OpraHM3alliy, HMEIOIIUX TOCYJapCTBEHHbIC 3BaHMs, IPEMUHU, HArpajbl, y4eHbIE
CTENEHU U 3BaHUS, XPaHIATCS MOCTOSIHHO, @ OCTAJIbHBIX COTPYIHUKOB — 75 JIET ¢ roja
YBOJIbHEHHsI PaOOTHHKA (B COOTBETCTBMHM C IlepeuyHeM THUIOBBIX YIPAaBIEHYECKUX
JIOKYMEHTOB).

5. Ilopsigok BbIIA4YH JIMYHBIX /IeJ]1 BO BpeMEHHOE M0J1b30BaHUe

5.1. Beimaua nuuHbBIX Jea (OTAENIbHBIX TOKYMEHTOB B COCTaBE JIMYHOIO Jejia) BO
BPEMEHHOE MOJIb30BAHUE MIPOU3BOAUTCS C pa3pelieHus JIUpEKTOpa
0011e00pa3oBaTeILHON OPTaHU3AIIMHY 110 3aSBICHUIO COTPYTHUKA.

5.2. Pabora (03HaKOMIJICHHWE) C JIMYHBIMU JEJIaMH TEIaroroB M COTPYIHUKOB
0011e00pa3oBaTebHON OpraHU3aIliy MTPOU3BOAUTCS B IPUEMHON JuUpeKTopa. B koHile
paboyero JHSI CEKpeTapb WM CIEHHATUCT MO KajapaMm o0si3aHa yOeAUThCS B TOM, YTO
BCE JIMYHBIE JI€7Ia, BBIJAHHBIE BO BPEMEHHOE IOJb30BaHHE, BO3BPALEHBI HAa MECTO
XpaHEHHUS W €CTh JIM HEOOXOMMMOCTH JUIsl TIPUHSTHS MEP K WX BO3BPAIICHUIO WU
PO3BICKY.

5.3. @akKT BbIJIaUX JUYHOTO JAesia GUKCUPYETCS B KOHTPOJIBHOM KYypHAJe.

5.4. W3paTue OTOENBbHBIX [OKYMEHTOB W3 JIMYHOIO Jejla NPOU3BOJUTCS C
pasperieHuss IUpeKTopa o001meoOpa3oBaTeIbHON OpraHu3alu ¢ 0QOpMIICHHUEM
cooTBeTcTBYIOmIe 3anmucu B rpade «Ilpumeuanue» BHyTpeHHer onucu. Ilpu
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BPpCMCHHOM HM3BATHHM JOKYMCHTA Ha €ro McCECTo (MC)KI[y JUCTaMH COCCOHUX
I[OKYMCHTOB) BKJIQABIBACTCA CIIPABKA-3aMCCTHUTCIIb C YKAa3aHUEM JaTbl W IIPHYXUH
HU3BATHA C NOAINMMCBHIO JIMI[A, BBIJAABIICTIO JOKYMCHT, W IIOAINMUCHIO JIMIA, ITOJYYHBOICTO
€TI0 BO BPpCMCHHOC I10JIb30BaHMC.

6. OdopmiieHHe THYHBIX JeJI IIepe] caaueil B apXuB

6.1. OdopmneHue nUYHBIX Jel Uil [epeladyd B apXUB IPOU3BOAMUTCS
CHEIMATUCTOM M0 KaapaMm o00I1eo0pa3oBaTeIbHON OpraHu3alui. JTa Mpoleaypa
BKJTIOYACT:

* IOIIMBKY (IIEpeIIeT) Jea;

* YTOUHEHUE HyMEepaIllH JUCTOB JIeJa;

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

* cocTaBiieHre (YTOUHEHHE) BHYTPEHHEH OITHUCH;

* BHCCCHHE YTOYHCHHIA B PEKBU3HTHI JINIIEBON OOJIOXKKH JeTa.

6.2. Jlucr-3aBeputenp jaena JOJHKCH IOANKMCATH €r0 COCTaBUTENb, MPH 3TOM
nenaercs pacmudpoBKa JODKHOCTH W TOAINMKCH, MPOCTAaBIsSeTCs nata. B mporecce
UCTIONB30BaHMSI ~ ApPXUBHBIX  JIOKYMEHTOB B  JIUCTE-3aBEpPHUTENE  JEINAIOTCS
COOTBETCTBYIOIIME OTMETKH. Eciu pgeno moammuro 0e3 JMCTa-3aBEpUTENS, TO €ro
cJIelyeT HaKJIeUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH JIea.

6.3. C uenbto obecrneueHrs COXpaHHOCTH JIMYHBIX JeJI PEKOMEHyeTCs :

* O0BEUHATh WHIAUBUIYAIbHBIC JTUYHBIE Ji€Ja YBOJEHHBIX COTPYIHUKOB B OJIHY
00J10kKy (0OBEIMHEHHOE JIeJI0) C TaKUM pacyeToMm, 4ToObl 0O0beM jena (ToMa) He
npesbiman 250 nuctoB (MyTeM CHIMBKYA MAaTEpUANOB WHAMBHIYAIbHBIX JI€] MO rojam
YBOJIbHCHUA );

* pacrojaratb Martepuaigbl HHIAMBUAYAJIbHBIX €7 B Ipenenax nena (Toma) B
andaBuTHOM TOpsAnKe (MOPaMUIBHO), OTACNSS MaTepuaibl, OTHOCAIIUECS K pPa3HbIM
WHIUBUIYabHBIM JIeJlaM, YHCTHIM JIMCTOM OyMaru ¢ ykKa3aHueM Ha HeM (haMuiu,
MMEHH ¥ OTYEeCTBAa COOTBETCTBYIONIETO YBOJIGHHOTO TIieJarora © COTPYAHHKA
o01reo0pazoBaTenbHON OpraHU3allnu;

* cHaOXaTh KaxkJa0oe OOBEOWHEHHOE M0 (TOM) BHYTPEHHEH OIHUCHIO C
nepedncieHueM (amMuinid, UMEH U OTYEeCTB U YyKa3aHUEM HOMEpPOB CTpaHUIl, B
mpeenax KOTOPBIX PACTIONI0KEHBI COOTBETCTBYIOMINE TOKYMEHTHI.

6.4. Ilepenaya MUYHBIX AEN B apXHUB OCYLIECTBIIAETCS HE MO3HEE TPEX JIET MOCIE
3aBepIEHUsT UX B JEJIOMPOU3BOJICTBE B COOTBETCTBUU C rpadukom. [IpeasapurtenpHO
CEeKpeTapeM, CICIUATUCTOM II0 KaJapaMm TPOBEPSETCS TOJHOTA W TMPABHIBHOCTH
MOATOTOBKM JIMYHBIX JIeT K Tiepenade. BEBIIBICHHBIE TpU TMPOBEPKE HETOCTATKH
YCTPAHSIOTCS  CEKpeTapeM, CIeNHATMCTOM 10 Kampam. Ilepemaya wu mpuem
MIPOU3BOMIATCS IO OTMCH C MPOCTAHOBKON OTMETOK O HAJIMYHUH JTUYHBIX JICII.



6.5. JluuHble [ena TWEJAroroB W COTPYAHUKOB  00I11e00pa3oBaTebHOM
OpraHu3aluy, 3aKOHYEHHBIE Aeaonponu3BoAcTBOM 10 | sHBaps 2003 roga, xpansarcs 75
net, nocne 1 suBapsa 2003 roma — 50 ser. JluyHbple nenma AMPEKTOpA, TIABHOTO
Oyxranrepa 0611e00pa3oBaTeIbHON OpraHU3alMi UMEIOT MOCTOSTHHBIN CPOK XpaHEHHUS.

7. OTBETCTBEHHOCTDH

7.1. Ilemaroru W COTPYAHUKH OOIE00pPa30BATEIbHON OpraHU3alu O00sI3aHbI
CBOCBPEMEHHO TPECTABIIATh CEKPETApI0 WIHM CICIHAINCTY IO KajapaM CBEICHHUS 00
MU3MCHCHHH B MIEPCOHAIBHBIX JIAHHBIX, BKJIIOUYECHHBIX B COCTaB JUIHOTO JIejIa.

7.2. PaGoTonarenb oOecrieurnBaeT:

* COXPaHHOCTh JIMYHBIX JIeJ TIEJAaroroB M COTPYIHUKOB OO0IIcoOpa3oBaTEILHOM
OpraHu3allnu;

* KOH(UIECHITUATBLHOCTh CBEJCHUHN, COACPIKAIIMXCS B JIMYHBIX JIeJIaX TEJIaroroB
COTPYIHUKOB.

8. IlpaBa paboToaaTesisi 1 paGOTHUKA

8.1. Jlmsa oOecnedeHHs] 3alIUThl TMEPCOHAIBHBIX JTAaHHBIX, KOTOPBIC XPAaHATCS B
JUYHBIX JIeJaX IIeJaroroB M COTPYAHUKOB 0O0IIe00pa3oBaTelIbHONM OpraHu3allii,
TIeJarory U COTPYAHUKH 0011e00pa30oBaTeIbHON OpraHU3aIii KMEIOT IIPABO:

* IOJIYYHUTh TOJHYI0 MH(DOPMAIUIO O CBOMX IMEPCOHAIBHBIX JTAHHBIX M 00pabOTKe
ATUX JAHHBIX;

* IOJIYYUTh CBOOOJIHBIN JOCTYI K CBOUM MEPCOHAIBHBIM JTaHHBIM;

* IOJIYYUTh KOIUU JOKYMCHTOB, XpaHSAIIUECSd B JIMYHOM JCJIe U COJACpIKAIIUC
IIEPCOHAIBHBIC TAHHBIC.

* TpeOOBaTh  WMCKJIIOYCHHUS WJIM  WMCHPABICHUS HEBEPHBIX M HCIOJHBIX
IIEPCOHATBHBIX JaHHBIX.

8.2. PaGoTomarens MeeT IIPaBo:

* 00pabaTbIBaTh  IEpPCOHAJBHBIC  JaHHBIE  TIEJAaroroB W COTPYIHUKOB
001eo0pa3oBaTeIbHON OPraHU3aIMH, B TOM YUCIIEC M Ha JICKTPOHHBIX HOCUTEIAX;

* 3aMPOCHUTH OT TMENAaroroB M COTPYIHUKOB 0OIIE00pa30BaTENbHON OpraHU3aAINH
BCIO HEOOXOIMMYI HWH(pOpMamwio JJisg BEACHUS JIMUYHBIX Jed H  00paboTKH
MePCOHAIBHBIX JIAHHBIX.

9. 3aka0unTeNbHBbIE TO0JI0KEHUS

9.1. Hacrosimee IlonoxxkeHue o MOpsAKE BEAEHUS JUYHBIX Jed paOOTHUKOB
SIBJISIETCSL JIOKAJIbHBIM HOPMATHBHBIM aKTOM, NMpUHUMaeTcs Ha [legarornueckom coBete
IIKOJIBI U YTBEpIKaeTcs (JInO0 BBOAUTCS B ACHCTBUE) TUPEKTOPOM IIKOJIBI.



90.2. Bce u3MeHeHHMsT W JIONOJHEHHUS, BHOCHUMEICE B Hacrtosimee IlojoskeHue,
opopmisitorca B NUCBMEHHOM  (QopMe B COOTBETCTBUU  JIEHCTBYIOLIUM
3aKOHOJaTesIbcTBOM Poccuiickoit denepanuu.

9.3. IlonoxxeHnne o MOpsAAKE BEACHUS JUYHBIX JIeJl paOOTHUKOB 00pa30BaTEIbHOM
OpraHu3aldy MPUHUMAETCS HAa HEOIpPEAENICHHbIH CpPOK. VM3MeHeHus U NONOJIHEHUS K
[TonoxeHut0 TPUHUMAIOTCA B MOPAJKE, MPEIyCMOTPEHHOM 11.9.1. Hacrosiero
ITonoxenus.

9.4. Tlocne npunstus Ilonoxxenust (MM U3MEHEHUN U JOMOJTHEHUN OTIEIbHBIX
NYHKTOB M pa3/leJIOB) B HOBOM peNaKIMHU Mpeblaylias pelakius aBTOMAaTHYECKU
yTpaynBaEeT CUITY.



KypHnan yuera TU4HBIX A€

ITpunoxenue Nel

K IOJIOKCHUIO O TOPAAKE BEACHUA
JIMYHBIX IECJI pa6OTHI/IKOB

Ne Hata @®amumus, | Tabens- | Jomxaocts | CTpyKTYyp- Hatan Hatan ITpumeua-
n/ oopmure- UM, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HUSI JMYHOTO | OTYECTBO HOMeEp cus, nozipase- IpHKasa IpHKasa
Jena nejarora u crielyanb- JeHue (pacmops- (pacmops-
COTpYZIHHUKA HOCTB) JKEHUST) O JKEHUSI) O
nearora u npueme npeKparie-
COTpYIHUKA nearora u HHUA
coTpyaHuKka | (pacropixe-
Ha paboty HHN)
TPYZOBOrO
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 00Pa30BaTEIbHON OpraHU3aIun)

JlaTa Hayaja

JlaTta OKOHYaHMS

Ha JIMCTax
XpaHUTh Jer
doHa Ne
Onucb No

(3aroJyioBOK jsiena)
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BHYTPEHHSA S OITNUCh
JIOKYMEHTOB Jsiesia Ne

ITpunoxenne Ne3
K TIOJIOXKECHUIO O TOPSIIKE BECHUS
JIMYHBIX JIe]1 paOOTHUKOB

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

(undpamu 1 IPONHCHIO)

KonndecTBo TMCTOB BHYTPEHHEN OMUCH

(udpamu ¥ IPOHHCHIO)

OTBETCTBEHHBIH 3a
KaJpOBBIi yYerT:

(moamnuce)

« » 202 roma
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®.1.0.

ITpunoxenne N4
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIe]T paOOTHUKOB

JOIKHOCTB

JIngnoe ngemo Ne

JlaTa O3HAaKOMJICHHIA rI€aarora
" COTpYAHHKA C JIMYHBIM
JCII0M

Tlonmucek nemarora u
COTpYJHHUKA

OTMeTKH, MPUMEUaHUS,
3aMeYaHus

13



ITpunoxenne NoS5
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

OTMeTKa 0 pe3yJIbTaTaxX esKeroHOi NPOBEPKHU COCTOSIHUS
U HAJIMYHS JTUYHOTO J1es1a

®.1.0.

JOIKHOCTD

JIngnoe ngemo Ne

Jlata npoBepku ®.1.0. uneHos [Toanucy wieHoB Pesynprar npoBepku
KOMHCCUU KOMUCCUU

14



ITpunoxenne Ne6

K OJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IOCJI pa6OTHI/IKOB

JINYHBIN JTUCTOK MO y4eTy KaJApOoB

1. ®amunus

Nms

OT4ecTBO

2. Ilon

3. l'on, yncio u Mecs1l poXKACHUS

4. MecTo poxXaeHUS

5. I'paxnancTBO

(ceno, nepeBHs, ropoj, paiioH, 00J1acTb)

6. Ob6pazoBanue

HaszBanue ®DaKkynbTeT
y4eOHOTO WIH

3aBe/ICHUs U €ro OTIeJICHHE

MECTOHAXO0XKJCHHE

TI'on

TI'on

IMOCTYIIJICHUA OKOHYaHHUA

WM yX0/1a

Ecnu ue
OKOHYUJI, TO
€ KaKoro

Kypca yien

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

7. Kakumu HHOCTpPAHHBIMHU A3bIKAMH BJIAJICCTC

(‘II/ITS.CTG 1 IEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETE 06'[)5[CH$ITLC$[, BJIaICCTC CBO6OI[HO)

8. Yuenas CTCIICHb, YYCHOC 3BAHUC

9. Kakue nmeere HayyHble TPyl U H300pETCHUS

15




10. BrimonHsiemas paboTa ¢ Hayaja TPYAOBOH NEATEIBHOCTH (BKIIOYAs y4eOy B BBICIIUX U CPEIHUX
CIELUANBHBIX YIEOHBIX 3aBEJICHHSIX, BOCHHYIO CITy:K0Yy M pabOTy 110 COBMECTHTEIHCTBY)

Mecsi u rog JIOMKHOCTB € yKa3aHUEM YUPEKIECHUS, MectoHaxox1IeHUE
MIOCTYILICHUS yxoJa OpraHu3aluu, TPEANPUATHS, a TAKKE YUPEKICHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aluu,
NPEITPUATHS

11. TIpeObiBanue 3a rpanuiieit (pabota, caykeOHast KOMaHIUPOBKA, MOE3/IKa C Jeeraiueii)

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

12. YuacTtue B BBIOOPHBIX OpraHax

MecTto BbIOOpHOTO HazBanwue Bsi6opHOTO | B KadecTBe koro I'on
oprasa oprasa BbIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHBIE HATPAIbI

Kornma u keM HarpaxeH

14. OTHOLIEHHE K BOMHCKUM 00s3aHHOCTSAM U BOMHCKOE 3BaHHE

CocraB Pon Bovick
(KOMaHHBIH, TTOJIMTUYECKUI, aIMUHUCTPATUBHBIA, TEXHUYECKUH H T. ]1.)

15. CemeliHoe MOJIOKEHHE B MOMEHT 3allOJIHEHHUS JIMYHOTO JIMCTKA

(4NeHBbI CEMBH, C YKa3aHUEM BO3pAcTa)

16. Jlomamnuit aapec

17. O6H3YIOCL CBOCBPECMCHHO M3BCIATH 000 BCEX HM3MEHCHUSIX JaHHBIX, BKJIIIOYCHHBIX B JIMYHBIN
JIMCTOK 110 YUETY KaJpOB.

« » 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 (€CIM M3MEHSUI, TO YKaXKUTE,
KOI'/Ia ¥ IO KaKOM MPUYNHE)

2. OOpa3zoBanue, yuyeHasi CTENeHb (Korga |
Kakue ydeOHbIE 3aBEJICHUSI OKOHUYMIIM, HOMEpa
qurioMoB). CreruanbHOCTh U KBadU(UKAIUS
0 JAUTUIOMY

3. KaKI/IMI/I I/IHOCTpaHHI)IMI/I A3BIKAMU U A3bIKaMU
Hapo 0B Poccuiickont denepanuu BiajgeeTe U B
Kakol  cremeHH  (UMTaeTe M MOXKETe
O0OBSCHATHCS, BIaZeeTe CBOOOIHO)

4. BemonHsieMast paboTa ¢ Havaia TPYJIOBOU JESTETHHOCTH (BKIIIOUYAsi BOCHHYIO CIIY)KOY U paboTy 1o
COBMECTUTEIILCTBY)

Mecsan u rog JIOKHOCTB € yKa3aHUEM YUPEKICHNUS, MecToHaX0XKIECHHUE
MOCTYTIICHUS yxoJia OpraHu3aIuy, TPEANPUSTUS, a TAKKE YapeXKACHHS,
MHUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
MPEANPUSTHS

5. Bamm Onu3kue poJaCTBEHHUKH ((KeHA, MYK, OTEIl, MaTh, OpaThsi, CECTPHI)

CreneHb damMuans, UM, I'on Mecto paboThl, Anpec mecTa
pOACTBa OTYECTBO POXKIACHUS JIOHKHOCTH JKUTEIIBCTBA

6. Jlomanrauit agpec u Homep TenedoHa

7. [lacnopT WK JOKYMEHT, €r0 3aMEHSIFOIIHIA

(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 Bel paccuntsiBaete?

« » 202  ronma

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

mejia Ne

B nene npomuto u npoHyMeEpPOBaHO

ITpunoxenne Ne8
K TIOJIOXKECHUIO O TOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMCTOB

(uudpamu U IPOIKCHIO)

¢ Ne mo Ne , B TOM YHCIIC:

JTUTEpHBIE HOMEpa JINCTOB
MPOMYIIEHHBIE HOMEpa JIMCTOB
+ JINCTOB BHYTPEHHEW OMUCHU JINCTOB

OcobeHHOCTH (PU3UYECKOTO COCTOSTHUS U
dhopmupoBaHus Aena

Howmepa nuctos

OTBETCTBEHHEIH 3a
KaJIpOBBIN Y4ET

(moxmnucek)

« » 202  ronma
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