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1. O0mue moJ10KeHUs

1.1. Hacrosimee IlonmokeHue o mopsiike BeIEHUS JIMYHBIX el paOOTHUKOB OpraHU3alluy,
OCYILIECTBIISIIOLIEH  00pa3oBaTelbHYIO0 JESITEIbHOCTh, pa3padOTaHO B  COOTBETCTBHHM C
®enepanbubiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit deneparum
¢ u3MeHeHusmMu ot & asrycra 2024 ronma, ®PexpepanbHbIM 3akoHOM oT 27.07.2006 Ne 152 «O
MEPCOHANBHBIX JaHHBIX» C U3MeHeHusMu oT 6 Qespans 2023 roma, Ykasom [Ipesugenra ot
30.05.2005 Ne 609 «O6 ytBepxaeHuu [lonoxkeHUs: O IEPCOHANBHBIX AAHHBIX TOCYAAPCTBEHHOTO
cinyxamiero Poccuiickoit @enepanuy U BEIEHUHM €ro JIMYHOTrO naena» ee, TpynoBeiMm Koaexcom
Poccuiickoit @enepanun, KomtektuBabsiM gorosopoM, ¥Ycrasom ['bOY OOIII ¢.Kymnuno.

1.2. Haunoe IlosoxeHue omnpenenser MNOpPANOK BEACHHS JHUYHBIX J€J NEJaroroB M HMHBIX
COTPYZHUKOB M PaOOTHUKOB IIKOJIBI, OMpPENENseT MOPAIoK (HOpMUPOBAHMS, yUeTa U XpaHEHHUs,
BBIJIAYU JINYHBIX JIEJ BO BPEMEHHOE I0JIb30BAHKE, a TAKXKE OTBETCTBEHHOCTh, IIpaBa paOOTHUKOB U
JIMpEKTOpa 00pa30BaTENIbHOM OpraHn3aluy.

1.3. Hacrosimee IlomoskeHne yTBep>KaaeTcsi MPUKA30M TI0 IIKOJIE U SBIACTCS O0S3aTCIbHBIM IS
BCEX KaTErOpUi NEAArOrn4eCKUX U APYTUX COTPYAHUKOB IIKOJIBI.

1.4. Benenue NUYHBIX JI€] MEAAroroB W COTPYAHMKOB IIKOJIBI BO3JIAraeTCsl Ha CIEHMAINACTA 110
KaJjpaM OpraHu3aliy, OCYIIECTBISAIONIEH 00pa30BaTENbHYIO JESTEIbHOCTD.

1.5. JIuunoe neno — OCHOBHOM TOKYMEHT NIEPCOHAIBLHOTO yUeTa, COASPKAIUi HanboJiee TOJTHbIE
CBeJIeHUs 0 pabOTHHKE 00pa30BaTEeIbHONW OpraHU3allii U €ro TPYAOBOil AedTenbHOCTU. B nmuunoe
JIeJI0 BHOCATCS CBEJICHUSI, CBSI3aHHBIE C TIOCTYIIEHUEM Ha pabOTy U YBOJIbHEHHEM.

1.6. CBenenusi, coaepskamyecs: B JUYHOM Jelie, OTHOCITCS K KOH(UIeHIIMaIbHON nHbOopMaiuuy,
MMEIOT OTPaHMYEHHBIN JOCTYI U pa3rJIalleHUIo HE MOIJIeXKaT.

1.7. JInuHoe /1e710 BeeTCs B TE€UEHUE BCETo Nepuojia paboTsl pabOTHHKA.

1.8. Benenue HECKOJNBKMX JUYHBIX JI€J OJHOrO pabOTHHMKA 0Opa3oBaTeNbHOM OpraHu3aluu He
JIOITyCKaeTCsl.

2. lHopsinok (popMUPOBAHUS JIMYHBIX eI COTPYIHHKOB
2.1. ®opmupoBaHHE JIMYHOTO Jiela TMEJAaroroB M COTPYAHUKOB 00111€00pa3oBaTEIbHOMN
OpraHu3alMi MPOMU3BOJUTCA HEMOCPEACTBEHHO IIOCiHe MpueMa B 00meo0pa3oBaTeNbHYIO
OpraHM3alMi0 WM [epeBoJa IeJaroroB M COTPYJHUKOB M3 JIpyrol oOpa3oBaTelbHOM
OpraHM3aIiHy.
2.2. B cOOTBETCTBUM ¢ HOPMATUBHBIMU JOKYMEHTaMH B JIMYHBIE JIea MEJaroroB U COTPyAHHUKOB
OpraHu3aliM, OCYLIECTBISIOMEH 00pa30BaTeNbHYIO AESITEIbHOCTb, BKJIAJBIBAIOTCS CIEIYIOLINE
JOKYMEHTBI:
s nedazo2o8:

* 3asBJICHHE O TIpHEMe Ha paborTy;

*  3asBJICHME O COIJIACUM Ha 00pabOTKy NMEepPCOHABHBIX JaHHBIX Ie1arora;

* cIpaBKa O HAIMYMM (OTCYTCTBUM) CYAMMOCTH U (MaH) (aKTa YrojJOBHOIO MpECcie0BaHus,

BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPTaHOM IIPABONOPSIKA;

* aBrobOuorpadus;

*  KOMNM NAcopTa WM MHOTO JOKYMEHTA, YJOCTOBEPSIOIIEr0 JINYHOCTD;

*  KOIUS CTPAXxOBOI'O CBUJETENHCTBA IEHCUOHHOTO CTPAaXOBaHUS;

*  KONMs WACHTU(UKALMOHHOI'O HOMEpPa HAJIOTOMJIaTeNbIINKa;

*  KOIHUS JOKYMEHTa BOMHCKOI'O yueTa (JIsl BOGHHOOOS3aHHbIX);

*  KONMS CBUAETENBCTBA O 3aKJIOUYEHUH Opaka (Ipu HAJIMYUK);

*  KOIWS CBUJETENILCTBA O POXKIACHUM JeTeH (IIpU HAJIUUUN);

*  KONMHU JOKYMEHTOB 00 00pa3oBaHuM;

*  KOIIMHU JOKYMEHTOB O KBaJU(UKALUU WIA HAIUYUE CIIELUATIbHBIX 3HAHUH (IIpU HAJIUYUN);

*  KONHHU aTTECTAllMOHHBIX JIMCTOB (IIPU HAJMYUK);

*  KOIIMHU JOKYMEHTOB O HarpakJieHuH (IIpy HAJIUUYUHN);

*  XapaKTepUCTHUKH, PEKOMEHJIaTeJbHble MUChMa (ITPU HAINYHHN);

* MpUKa3 0 Ipueme Ha paboTy;



MIPHUKA3 O MEePEeBOJIe Ha HHYIO JOHKHOCTH (MIPH HATUYHH);

JOJDKHOCTHAS WHCTPYKIHS (JIOJPKHOCTHBIC WHCTPYKIIMHM C MOMEHTa HA3HA4YCHHUS Ha BCE
JIOJDKHOCTH);

TPYIOBOM JOTOBOP (C TOCIEAYIONIUM BKJIIOYEHHUEM JIOMOJIHUTEIBHBIX COTJIAIICHUA K
TPYZOBOMY JI0TOBODY);

TPYJOBYIO KHIKKY;

MEIUIIMHCKYIO KHIKKY.

s pabomnukos:

3asBJICHHUE O IIpUEMe Ha paboTy;

3asBJICHUE O COTJIACHH Ha 00pa0OTKy MEPCOHATBHBIX JaHHBIX MEIarora;

CIpaBKa O HATUYMH (OTCYTCTBHU) CYTUMOCTH U (MJK) (aKTa yroJOBHOTO MPECIeI0BAHUS,
BBIIAHHOTO COOTBETCTBYIOIIMM OPTaHOM IIPABOIOPSI/IKA;

aBTOOHOTpadus;

KOTIHSI TACTIOPTa MIJIM HHOTO IOKYMEHTA, YIOCTOBEPSIOIIETO JINIHOCTD;

KOIIMSI CTPaXxOBOT'0 CBUJIETEIHCTBA IEHCHOHHOTO CTPAXOBaHUS;

KONHSI UACHTU(UKAITMOHHOTO HOMEPa HAJIOTOTIIATEIIbINKA;

KOIHMsI JOKYMEHTa BOMHCKOTO y4eTa (11 BOCHHOOOs3aHHbIX);

KOIUS CBUAETEILCTBA O 3aKJII0UEHUH Opaka (Ipu HAJIUYUH);

KOIIMSI CBUJIETENBCTBA O POXKJICHUU JeTel (IIpH HAIUYHHN);

KOIIUU JIOKYMEHTOB 00 00pa3oBaHuy;

KOIHMU JOKYMEHTOB O Harpa)/1eHUH (Ipy HAJIMYUK);

XapaKTePUCTHKH, PEKOMEHIaTeIIbHbIE THChMA (ITPH HATWYHH);

IPUKa3 O IpueMe Ha paboTy;

IIPHUKA3 O MEPEBOJIE HAa UHYIO JODKHOCTH (MIPH HAJTMYHN);

JIOJDKHOCTHAsT MHCTPYKLUS (AOJDKHOCTHBIE MHCTPYKIIMHM C MOMEHTa Ha3HAu€HUs Ha BCe
JOJKHOCTH);

TPYAOBOM JOroBOp (C TOCHEAYIOUIMM BKJIIOUYEHHEM JIONOJHHUTEIbHBIX COIVIALICHUN K
TPYJOBOMY JIOTOBODY);

TPYAOBYIO KHUXKKY;

MEIUIUHCKYIO0 KHUXKKY.

Pabomooamens oghopmnsem:

TPYJOBOH JOTOBOP B JIBYX SK3EMILIAPAx;

NpUKa3 o mpueMe Ha paboTy (0 MepeMelleHn Ha ApyTHe JOHKHOCTH);
JTU4HyI0 KapTouky Ne T-2;

JOJPKHOCTHYIO MHCTPYKIIMIO B BYX 9K3eMIUISIpax.

Pabomooamenv 3nakomum.:

C HOPMATHBHO-IIPABOBBIMHU JOKYMEHTaMH IIKOJbI (YcTaBoM, KoseKTUBHBIM JOTOBOPOM,
[IpaBunaMu Tpy10BOTO paclopsika U JIp. JTOKAJTbHBIMHU aKTaMH);

C JOJDKHOCTHOW MHCTPYKLIHEH;

MPOBOAUT BBOJHBIM HMHCTPYKTAX, HWHCTPYKTaX @O OXpaHE TpyAa, HHCTPYKTAX IO
MIPOTHBOIIOXKAPHOU O€30MTaCHOCTH.

2.4. IlepBruuHO€E OPOPMIIEHHE JIUYHOTO JIea IPEAyCMaTPUBAET:

MIPUCBOCHUE JIMYHOMY JIeTy HOMEpa COTJIaCHO JKypHANly ydeTa JMYHBIX Ael (MPUIOKEHHE
Ne 1);
MPOCTaBJICHUE HAa OOJIOKKE JUYHOTO Jena (mpuioxeHue Ne 2) cieayromux peKBU3UTOB:
WHJEKC Jena (B COOTBETCTBMM C HOMEHKJIATypoll jJen  oOmieoOpa3oBaTesibHON
OpraHM3alliy;, II0JIHOE HAaUMEHOBaHUE O00I11e00pa30BaTENIbHON OpraHu3aluy; HOMEep
JMYHOTO Jena; (haMuwIns UM 0T4eCTBO pabOTHHKA B MMEHUTEIHHOM IaJeKe; NaThl — TOJl
Hayasa ¥ roJl OKOHYaHUS BEACHUS JIeJ1a; KOJIMUECTBO JIUCTOB; CPOK XPAHECHHUS,
MOMEIICHNWE JIOKYMEHTOB, TIOJUICKAIIMX XPAHEHWI0O B COCTaBe JIMYHBIX JIeJ, B
XPOHOJIOTHYECKOM MOPSIIKE:

» BHYTpPEHHSS ONUCHh JOKYMEHTOB Jiena (mpuinoskenue Ne 3);



JIMYHBIN JINCTOK IO y4eTy KaapoB (mpuinoxenus Ne 6);

3asiBJICHUE O MIpHeMe Ha paldoTy;

NpUKa3 o pueMe Ha pabdoTy;

TPYZOBOM JOTOBOP;

JIOTOBOp O TIOJIHOW MAaTepHalbHOW OTBETCTBEHHOCTH (ecnu pabOTHHK —
MaTepHUaJIbHO OTBETCTBEHHOE JIUILIO);

XapaKTEPUCTHKHU U PEKOMEHIATEIbHBIE TUCHMA;

corjacue Ha 00pabOTKy MepCOHAIBHBIX TaHHBIX.

2.5. JIncTel JOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE J€J10, OJIEXKAT HyMEPALIUH.

2.6. C uenpio obOecrieyeHUs Hajuiexalled COXpaHHOCTH JIMYHOTO Jieja MeJaroroB U COTpyAHUKOB
001eo0pa3oBaTeIbHOM OpraHu3alu M ynoOcTBa B OOpallleHWH ¢ HUM Npu (HOpMUpOBaHUH
JOKYMEHTBHI TMOMEIAI0TCS B OTAENbHYI0 manky. [Ipu yBoibHEeHUM pabOTHUKA MPOIIMBAIOTCS
HUTKaMU U CAIOTCS B apXUB.

2.7. BHyTpeHHsd ONKUCh JOKYMEHTOB, UMEIOIINXCS B JIMYHOM JIEJI€, TOJKHA COACP/KATh CBEICHUS
O TMOPAIKOBBIX HOMEpax, HAMMEHOBAHMSIX JOKYMEHTOB Jiela, KOJIMYECTBE JIMCTOB, JaTax
BKJIFOYEHUS JOKYMEHTOB B JIMYHOE JIEJI0 U U3BATHUS U3 J€Na, a TAKXKE KEM HU3bIAT JOKYMEHT U I10
KaKOH IpUYUHE.

2.8. BHyTpeHHssI ONUCH COCTAaBJISETCSl HAa OTIENBHOM JIUCTE MO YCTaHOBJIEHHOHN (opme. JIncThb
BHYTPEHHEN ONMCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpn moAroToBKE JIMYHBIX JI€1 K Iepeadye Ha XpPaHCHHE K BHYTPEHHEH ONUCHU COCTaBJISAETCS
UTOTOBasl 3alUCh, B KOTOPOH yKa3bIBaeTcs LU(ppaMU U MPOMKMCHIO KOJMYECTBO BKIIFOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIETIA.

YVV VVVVY

3. Tlopsinoxk BeaeHWsl JHUYHBIX [eJ TMeAaroroB W COTPYAHHKOB OpraHuU3amuu,
ocyuiecTBIsAIOLIeH 00pa30BaTeIbHYIO 1eATeIbHOCTD
3.1. Jluunoe neno meaaroroB W COTPYJHUKOB O0OIIE0Opa30BaTENbHONW OpraHU3AIMN BEACTCS B
TE€YEHUE BCEro Iepuoja paboThl KaXIOro Iejarora M COTpyIHHKAa B 0011e00pazoBaTeIbHOMN
OpTaHU3aIHH.
3.2. JlanbHeiliee BeJeHME JUYHOTO Jeja MENaroroB U COTPYIHUKOB 00I1e00pa3oBaTeIbHOM
OpTraHU3aIH TPEAyCMAaTPUBACT IOMEIIEHHE B JEJI0 JOKYMEHTOB, OOpa3yIOMIMXCS B IIPOLECcCe
paboueil e TeNbHOCTH U UMEIOIUX 3HaYeHHe 7Sl TPYOBbIX OTHOLICHU]:

*  JIONOJIHEHUE K JUYHOMY JIMCTKY II0 YUYETY KaJApOB;

*  JIONOJHUTENbHbIE COTIALIEHNS K TPYI0BOMY JI0OTOBODY;

® KOITMKU IIPHUKA30B IO JIUYHOMY COCTaBy, KOTOPBIC KACAKOTCA MEAAaroroB U COTPYAHUKOB

o011eo0pa3oBaTeIbHON OpraHU3aIlNH;
* OT3BIBBl JOJKHOCTHBIX JIMI[ O TIeJarore © COTPYIHUKE 0011e00pa3oBaTeIbHOM
OpraHH3allNy;

® KOITMHU JOKYMCHTOB O ITOBBIICHUUN KBaJ'H/I(i)I/IKaHI/II/I;

*  KOIUU CepTU(UKATOB, TPAMOT;

* JIMCT — 3aBEPUTEIIb JeTa (COCTABIAIOT IPU C/Iadye JMYHOTO JIeia B apXHB);

*  UHBIC JOKYMEHTHI.
3.3. B nenax oOecnedeHHs KOHTPOJS 3a COXPAHHOCTBIO U AKTYyalbHOCTBIO JIMYHBIX J€J1 B
o0mieo0pa3oBaTeabHON OpraHU3aluu eXeroaHo (He mo3aHee | kBaprama rona, CleIyOIIEro 3a
OTYETHBIM) MPOU3BOAUTCS IPOBEPKA UX HATUUUS U COCTOSIHUSL.
3.4. ExerogHyi NpOBEPKY COCTOSIHHS JIMYHBIX el Ha MPEeAMET COXPAaHHOCTH BKJIIOUEHHBIX B
HEro JAO0KYMCHTOB MNPOBOAWT CIICHUAJIBHO CO3JaHHAsd KOMHUCCHUH. O MMPOBCACHHLIX ITPOBCPKAX
JIeNlaeTCsl OTMETKA B JIUCTE O PE3yJIbTaTaX €KEroJHON MPOBEPKHU COCTOSHUS U HAIHYUS JTUYHOTO
nena (npunoxenue Ne 5) u cocrapisieTcs akT. Pe3ynbraTel IPOBEPKU JTMUHBIX JI€]1 B 00s13aTEIIbBHOM
MOPSAIKE JOBOISATCS 10 TUPEKTOpa 0011e00pa3oBaTeIbHON OpraHU3aIiHy.

4. Tlopsinok y4yéra M XpaHeHHMsl JHMYHBIX JieJ IeJaroroB M COTPYJAHUKOB OpPraHU3alMH,
ocylecTBIIs0IIell 00pa3oBaTeIbHYIO 1eSITeIbHOCTD.



4.1. XpaHeHue U y4eT JUYHBIX JeJ MeJaroroB U COTPYAHUKOB OpPraHU3aIlUH, OCYIIECTBISIOMEH
00pa3oBaTeNbHYIO0 JEATETLHOCTh, OPTAHU3YIOTCS C IEJBI0 OBICTPOTO M OE30MHMO0YHOr0 MOUCKa
JUYHBIX JeJ, OOecleYeHus HMX COXPAHHOCTH, a TaKXke oOecredeHus KOH(UACHIUAIbHOCTH
CBECHMI, COJIEpPIKaLINXCS B JOKYMEHTaX JTUYHBIX eI, OT HECAaHKIIMOHUPOBAHHOIO JOCTYTIA.

4.2. JInuHble 1ena COTPYAHUKOB XpaHaTcs B celihe 001eoOpa3oBaTeIbHOM OpraHu3aIum.

4.3. TpyioBble 1 MEAULIMHCKHE KHIKKH XPAaHATCS OTNIEIBHO B ceiide.

4.4. JlocTyn K JUYHBIM JejiaM MEeAaroroB M COTPYTHHKOB 00I1e00pa3oBaTelbHON OpraHu3aluu
UMEIOT TOJBKO CEeKpeTapb, CIEUHaINCT N0 KajpaM, JIUpeKTop o001eodpazoBaTeIbHON
OpraHu3alu JIMOO 3aMECTUTENH AMPEKTOpa TpPU HCHOJIHEHUH OOsS3aHHOCTEH JUpEeKTopa
o011eo0pa3oBaTeabHON OpraHU3aIiHy.

4.5. Cucrematuzauus JHMYHBIX Jle]1 T[€JaroroB M COTPYJHHMKOB 00IIe00pa3oBaTeIbHON
OpraHM3aliy MPOU3BOJIUTCS B aJIpaBUTHOM MOPSAKE.

4.6. JInunble nena MeJaroroB M COTPYIHUKOB 00Ie00pa30BaTENbHONW OpPraHU3allud, WUMEIOIINX
rocy/1apCTBEHHbIE 3BaHUs, IPEMUH, HArpaJbl, YUCHbIE CTENICHU U 3BaHUs, XPAHSITCS MOCTOSHHO, a
OCTaJIbHBIX COTPYIHUKOB — 75 JIeT ¢ Tofa yBOJbHEHUs pabOTHHKA (B COOTBETCTBUU C [lepeunHem
TUTIOBBIX YIIPABICHUYECKUX JJOKYMEHTOB).

5. IlopsAa0OK BbIIAYH JHYHBIX /1€JI BO BpeMEHHOe M0JIb30BaHue

5.1. Bpigaua nuuHBIX Jien (OTAEIbHBIX JIOKYMEHTOB B COCTaBE JIMYHOIO [I€JIa) BO BPEMEHHOE
MOJTb30BAaHHUE TPOU3BOIUTCS C Pa3pelICHUs] TUPEKTOpa 00meoOpa3oBaTeIbHON OpraHU3alUK 110
3asBJICHUIO COTPYHHKA OpraHU3alluH, OCYIIECTBISIOMEH 00pa30BaTeIbHYIO AEATEIbHOCTb.

5.2. Pabora (o3HakOMJIEHME) C JIMYHBIMH JeJaMd  [E€JaroroB ¥  COTPYIHUKOB
00111€00pa30BaTEIbHON OpraHU3aluU MPOU3BOJUTCSA B MPUEMHON JupekTopa. B xoHue pabodero
AHA CCKPETapb WM CICHHUAIMCT II0 KaJgpam 00s3ana Y6GI[I/ITI>C$I B TOM, 4YTO BCE€ JIMYHBIC Acja,
BbIJIaHHBIE BO BPEMEHHOE II0JIb30BaHHE, BO3BpAlllEeHbl HAa MECTO XpaHEHHs M €cCThb JIU
HEO0OXOIUMOCTD I IPUHSITHUSI MEP K MX BO3BPAILCHUIO UJIU PO3BICKY.

5.3. @akT BbIIa4YM JIUYHOTO Jiea (PUKCUPYETCsS B KOHTPOJIBHOM JKypHaJIe.

5.4. U3patue OTAeNbHBIX JOKYMEHTOB U3 JMYHOTO JIej1a IPOU3BOJUTCS C pa3pelieHus] JUpEeKTopa
o01eo0pa3oBaTesIbHOM  OpraHu3anuu ¢ oQGOpMIIEHHEM COOTBETCTBYIOLIEH 3amucu B Tpade
«IIpumeuanue» BHyTpeHHeH onucH. [Ipu BpeMEHHOM H3BSTHH JTIOKYMEHTA Ha €ro MEeCTO (MEeXIy
JUCTaMU COCETHUX JOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-3aMECTUTENIb C yKa3aHMEM JaThl U
IMPUYUH U3BATUA C NOANHMCHIO JIMA, BBIAABIICTO JOKYMCHT, U MMOANKCHIO JIMIA, IMTOJYUYUBIICTO €0
BO BPEMEHHOE I0JIb30BaHHUE.

6. OdopmiieHHe JIMYHBIX J€JI NIepe] cAaveil B apXuB
6.1. OdopmiieHue JTUYHBIX A€ Ul Iepelayid B apXUB MPOU3BOIUTCS CHEIHAIMCTOM IO KaJpam
00111e00pa30BaTeIbHON OpraHu3aluy. JTa NpoLeaypa BKIOYAET:
* OALIMBKY (TIEpeIuieT) aena;
* YTOYHEHHE HyMepalluu JIMCTOB JIeNa;
*  COCTaBJIEHHUE JHMCTa-3aBepuTeNs (mpuioxenue Ne 8);
* cocraBieHue (yTOUHEHHE) BHYTPEHHEH ONHCH;
* BHECCHHE YTOYHCHHH B PEKBHU3HTHI JHIIEBOI OOJIOKKH J1ea.
6.2. Jluct-3aBeputenp Jena JODKEH MOJNMCATh €ro COCTaBUTENb, INPU ITOM JENIaeTcs
pacum¢ppoBKa AOKHOCTH M TOJIIKCH, INPOCTABISIETCS JAaTa. B mporecce MCHOIb30BaHMSA
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIE JIENaI0TCsA COOTBETCTBYIOLME OTMETKU. Ecim neno
HOJMNTO 0€3 JINCTA-3aBEPHUTEINIs, TO €ro CIeAyeT HAKJICHTh HA BHYTPEHHIOIO CTOPOHY OOJIOKKU
nena.
6.3. C nenbio o0ecrieyeHnst COXpaHHOCTH JIMYHBIX JIEJT PEKOMEH/TyeTCS:
*  00BEeIUHATh MHAWBUAYAJIbHBIE JIMYHbIE JleJla YBOJECHHBIX COTPYIHUKOB B OJHY OOJIOKKY
(oObeaMHEHHOE JIeNI0) C TaKHM pacdyeToM, 4yToObl 00beM fena (Toma) He mpeBbiman 250
JMCTOB (ITyTE€M CIIUBKU MaT€pHaIOB MHAWBUIYAIbHBIX JI€] 10 F0JJaM YBOJbHEHHUS);



* pacmojaraTh MaTepuaibl MHAWBHUIYAIbHBIX JEN B Mpeaenax aena (toma) B andaBUTHOM
nopsike (o aMHuIIbHO), OTICIISST MaTePHAIIbI, OTHOCSIIMECS K Pa3HBIM HHIUBHYJTbHBIM
JeliaM, 4YUCTBIM JTUCTOM Oymard ¢ yka3aHHEM Ha HeM (aMHiIuu, UMEHH U OTYeCTBa
COOTBETCTBYIOIIETO YBOJICHHOTO TIeJarora ¥ COTPyAHHKa oO0Imieo0pa3oBaTeabHOM
OpraHH3aIlNH;

* cHaOXaTh Kaxjaoe OOBEIUHEHHOE Je0 (TOM) BHYTPEHHEH OMHCHIO C TMEpPEUHCICHHUEM
dbamMunmii, IMEH M OTYECTB M YKa3aHHEM HOMEpPOB CTPaHHUIl, B TpeJeTax KOTOPBIX
PaCIOJIOKEHBI COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. llepenava MTUYHBIX JEN B aQpXUB OCYIIECTBISIETCS HE TO3/IHEE TPEX JIET MOCIIE 3aBEPIICHUS UX
B JICJIONIPOM3BOJICTBE B COOTBETCTBUU C rpadukoM. [IpeaBapuTenbHO cekpeTapeM, CIeHaIuCTOM
Mo KajapaM TPOBEpsieTCS TMOJTHOTA U TMPABUIBHOCTh IMOATOTOBKHM JIMYHBIX e K TMepeaaye.
BrisBieHHBIC TIPH TPOBEPKE HEINOCTATKU YCTPAHSIOTCA CEKpEeTapeM, CIEIUATUCTOM IO KaJapaM.
[lepenaya u mprieM MPOU3BOJISATCS IO OMKCH C TPOCTAHOBKOM OTMETOK O HAJTMYHUU JTHYHBIX JEIl.
6.5. JInunbIe €A MeJaroroB U COTPYIHUKOB 0011I€00pa30BaTEIbHOM OpraHU3alNK, 3aKOHYECHHBIE
nenonpoussoacTsoM 10 1 sHBaps 2003 roxa, xpansarcsa 75 ner, nocne 1 suBapa 2003 roxa — 50
net. JInaHbple nena AUpeKTopa, TIIaBHOTO OyXrajirepa 001eo0pa3oBaTeIbHOM OpraHu3alluid UMEIOT
MOCTOSTHHBIN CPOK XPaHEHHUSI.

7. OTBETCTBEHHOCTh
7.1. Tlemarorn u CcOTpyAHUKH OOIIC00pa30BATEILHON OpTraHM3allid O0sS3aHBI CBOCBPEMEHHO
MPEJICTaBIATh CEKPETapIO WIH CIEHUATUCTY MO KaJpaM CBEJICHHsS 00 U3MEHEHUH B MEePCOHATBHBIX
JaHHBIX, BKIIFOUCHHBIX B COCTAaB JIMYHOI'O JICJia.
7.2. PaboTtonarens o0ecrieunBaeT:
* COXpPaHHOCTh JIMYHBIX JIEN TMEJaroroB H COTPYJHHKOB  00IIeo0pa3oBaTebHOM
OpraHH3aIlNH;
® KOH(bI/II[eHHI/IaJ'II)HOCTB CBGI[GHI/IfI, COACpKAIIMXCA B JIMYHBIX JCJIax IMCJaroroB H
COTPYIHUKOB.

8. IIpaBa padorogaresisi 1 padOTHHKA
8.1. Jlns oOecrieyeHHs 3alIMTHI TEPCOHANBHBIX JTAaHHBIX, KOTOPBIE XPAHATCS B JHYHBIX Jelax
NEaroroB U COTPYJIHHUKOB 00Ie00pa30BaTeIbHOW OpraHM3alliu, MeJaroru MU COTPYIHUKH
0011e00pa30BaTENbHON OPTaHU3AIIH UMEIOT MPABO:
*  TOJYYHUTh MOJHYIO HMH(POPMALMIO O CBOUX IEPCOHAJIBHBIX JAHHBIX U OOpabOTKE ATHX
JaHHBIX;
*  TOJYYHUTb CBOOOJHBIN JOCTYN K CBOMM IE€PCOHAIILHBIM JIaHHBIM;
*  TIOJYYHUTH KOIHUH JOKYMEHTOB, XPAHAIIMECS B IUIHOM JIEJIe ¥ COAEPIKAIIHE MEPCOHATBHBIE
JIaHHBIE.
* TpeOOoBaTh UCKIIOYCHHUS WIIM HCIIPABIICHHSI HEBEPHBIX M HEMOJIHBIX MEPCOHATBHBIX JaHHBIX.
8.2. Paboronarenb nuMeeT mpaso:
* 0o0pabaTbIBaTh MEPCOHAIBHBIC JAHHBIEC MEAArOTOB U COTPYJHHKOB 00IIe00pa3oBaTeIbHON
OpraHu3al|y, B TOM YUCJIE U Ha 3JIEKTPOHHBIX HOCUTEIAX;
* 3alpOCHTh OT MENaroroB M COTPYJHHKOB 0OIIe00pa3oBaTEIbHON OpraHU3alud BCIO
HE00X0UMYI0 MH(GOPMALMIO JUIs BEAEHUS JMYHBIX JAed U 00pabOTKM NEepPCOHAIBHBIX
TaHHBIX.

9. 3akJII0YHTEIbHDBIE NOJI0KEHHS

9.1. Hacrosiee ITonoxxeHue o mopsake BEACHHS JTUYHBIX ]I PAOOTHUKOB SIBJISCTCS JIOKAJIbHBIM
HOPMAaTHBHBIM aKTOM, NpuHUMaeTca Ha [legaroruyeckom coBeTe MIKOIBI U yTBepxKaaeTcs: (rbo
BBOJIUTCS B JICHCTBHE) MPUKA30M JIUPEKTOPa OPTaHU3AIMH, OCYIIECTBIIIONICH 00pa30BaTEIbHYIO
JIEATENBHOCTD.



9.2. Bce u3MeHEHHUs W JOINOJHEHHs, BHOCHMMbIe B HacTosimiee [lonoskeHue, opopmisiorcs B
MACbMEHHOW (OpME B COOTBETCTBHUH JICUCTBYIOIIMM 3aKOHOJATEIHLCTBOM Poccuiickoi
denepauuu.

9.3. Tlonoxenue o MOpsiAKE BEACHUS JHMUYHBIX el paOOTHUKOB 0Opa3oBaTEIbHON OpraHU3allH
IIPUHMMAETCS Ha HEONpENENEeHHbIM cpok. M3meHeHns wu pomnonHenuss K [lonoxenuro
MIPUHUMAIOTCS B IOPAJIKE, TpeycMoTpeHHOM 11.9. 1. Hactosmero [lonoxenns.

9.4. Tlocne npunstus IlonmoxxeHus (MIM HM3MEHEHHM W JIOTIOJIHEHHM OTIENBHBIX ITYHKTOB H
pa3aesioB) B HOBOM peakliuy Mpeblayias peJakliys aBTOMaTHYECKH yTpauuBaeT CUITy.



IIpunoxenne Nel
K TOJIOXKEHUIO O TIOPSIKE BEJCHHUS

JIMYHBIX J1eJ1 paOOTHUKOB
KypHain yuera JIMYHBIX J1€]1
JHara Qavmmmsa, | Tabemb- | Jomkrocth | CTpyKTYyp- Haran Haran [pumeya-
odopmite- numsl, HBIT (mpodec- HOE HOMeEp HOMeEp HUE
HUA OTYECTBO HOMeEp cu, nozapasze- IpUKa3a IpUKa3a
JIMYHOTO nejarora u CIelHab- JeHue (pacnops- (pacnops-
nena COTpYHUKA HOCTB) JKEHHS) O JKEHHST) O
nejarora u npueme npexpaie-
COTpYy/IHHKA nejarora u HUH
COTpyIHHKA | (pacTopiKe-
Ha paboTy HUH)
TPYIOBOTO
JIOTOBOpA C
NeJaroroM
COTPYAHHKOM
(yBONBHE-
HUH)
2 3 4 5 6 7 8 9




Donmg Ne

Ommce Ne

Hemo Ne

Wunexc nena

O0J105kKKa JIUYHOTO Jeiia

IIpunoxenue No2
K MOJIOKEHUIO O MOPSAIKE BEJCHUS
JIMYHBIX J1eJ1 paOOTHUKOB

JIMYHOE JIEJIO Ne

(Ha3BaHME 00OPa30BATEIBHON OPraHU3ALMN)

Jara Hauana

Jlata okoHUaHUs

Ha JIMCTax
XpaHUTH aer
Dong Ne
Omuce Ne

Jemno Ne

(3aroJI0BOK Jiena)



ITpunoxenue Ne3

K ITOJIOXKCHUTIO O MOPAJAKE BEACHUSA

BHYTPEHHSIS OITNCH
JTIOKYMEHTOB Jiesia No

JIMYHBIX OECJI pa6OTHI/IKOB

Ne Nunekc [Hara HasBanue Homep [Ipumeyanus
n/n JOKyMEHTa JOKyMEHTa JIOKyMEHTa JIMCTOB
Jeia
Hroro: JIOKYMEHTOB

(1 pamMu ¥ IPOITUCHIO)

KonnuecTBo JIMCTOB BHYTPEHHEH OMKUCH

(uudpamu 1 IPOIKCHIO)

OTBETCTBEHHBIH 3a
KaJIpOBBIN yYeT:

(moxnuce)
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©.1.0.

ITpunoxenne Ned
K MOJIOKEHUIO O MOPSAIKE BEJCHUS
JIMYHBIX J1eJ1 paOOTHUKOB

JlomKHOCTD

JImgnoe ngeno Ne

JlaTa 03HAaKOMJICHMS TIeIarora
Y COTPYAHUKA C JIMYHBIM
JIETIOM

[Moanuce nexarora u
COTpYAHUKA

OTMeTKH, IpUMEYaHus,
3aMCYaHH




ITpunoxenue Ne5

K ITOJIOXKCHUTIO O MOPAJAKE BEACHUSA

JIMYHBIX OECJI pa6OTHI/IKOB

OtMmeTKa 0 pe3yjdabTarTrax €KeroJHOM MMPOBEPKUA COCTOSTHUSA
1 HAJINYHUA JIHYHOI'0 JeJ1a

©.1.0.

JIOIDKHOCTD

JInunoe gemno Ne

[Hara npoBepku

d.N.0O. unenos
KOMUCCHUU

IMoamucu yieHoB
KOMHUCCHUHA

PesynbTat npoBepku




ITpunoxenne Ne6

K ITOJIOXKCHUTIO O MOPAJAKE BEACHUSA
JIMYHBIX OECJI pa6OTHI/IKOB

JINYHBIA JTUCTOK MO Y4YeTy KaJApOB

1. ®ammnus

Nmsa OTt4yecTBO

2. Ilon

3. Tl'ox, unciio u MecsL pOKIACHUS

4. Mecto poxaeHus

(ceno, nepeBHs, ropoJ, paiioH, 001acTb)

5. I'paxnaHcTBO

6. OOpazoBaHue

Ha3zsanue DaKyJbTEeT Ton Ton Ecnu ge

y‘l66HOI‘0 NN HOCTyHJIeHI/ISI OKOHYAaHUA OKOHYMII,
3aBEJCHUS U €ro OTJICJICHUE WY yX0/Ja | TO C KaKOTO
MECTOHAX 0K JICHHUE Kypca yuen

Kakyro

CIICHHUAJIbHOCTD

HOJYyYHII B
pesyJbTare
OKOHYaHUs
y4eOHOro
3aBEJICHMS,
yKazatb Ne
JUIIOMA WU

YAOCTOBCPCHUA

7. Kaknmu HWHOCTPAaHHBIMU A3bIKAMHU BJIAACCTC

(4uTaeTe U NEepeBOJUTE CO CIOBAPEM, YUTAECTE U MOXKETE OOBACHATHCS, BIaJEeTe CBOOOHO)

8. YueHas CTeNneHb, yU€HOE 3BaHUE

9. Kakue nmeete HayuHbI€ TPY/Ibl U H300pETECHUS




10. Brimonusiemas paboTa ¢ Hadaia TPYZOBOH JEATENbHOCTH (BKJIIOYas y4deOy B BBICHIUX H
CPEeIHUX CIEIUATbHBIX YUeOHBIX 3aBEJCHHIX, BOCHHYIO CIIyO0y 1 paboTy 110 COBMECTUTENIBCTRY)

Mecsn u ron JIOJKHOCTB € yKa3aHUEM YUPEKICHHUS, MecToHaxoXaeHue
HOCTYHJICHI/ISI yxoz[a OpFaHI/IBaHI/II/I, HpeI[HpI/IHTI/IH, a TaK¥XeE yqpenc;[eHmI,
MUHHCTEPCTBA (BEIOMCTBA) OpraHU3aINH,
OpCaAnpusATHA

11. Ilpe6riBanue 3a rpanuiieit (padbota, coykeOHast KOMaHIUPOBKA, MOE3Ka C JIeTeraueii)

Mecsu u roa B kakoi ctpane Lenb npeObIBaHUS 32
C KaKoro I10 KaKoe IpaHMLIECT
BPEMEHHU BpeMs
12. YyacTue B BEIOOPHBIX OpraHax
Mecto BEIOOpHOTO HazBanue BeiOopHOTO | B KadecTtBe Koro Toxg

opraHa

oprasa BBIOpaH

n30paHus | BBIOBITHS

13. Kakue numeere npaBUTEIbCTBEHHBIE Harpa bl

Korga u keM Harpaxaex

14. OTHOIIIEHHE K BOMHCKUM 00S3aHHOCTSM M BOMHCKOE 3BaHUE

CocraB

Pox Botick

(KOMaHIHBIN, HONIUTUYECKUH, AMUHUCTPATUBHBII, TEXHUYECKUI U T. 11.)

15. CeMeltHOE IOJIOKEHHNE B MOMEHT 3aIOJIHEHUS JIMYHOT'O JTUCTKA

16. Jlomamnuii agpec

(WICHBI CeMbH, C YKa3aHHEM BO3pAcTa)

17. O6s13yr0Ch CBOEBPEMEHHO M3BEIIATh 000 BCEX M3MEHEHUSIX TAaHHBIX, BKIFOUCHHBIX B JIMYHBIN
JMCTOK TI0 YYETy KaJIpOB.

« »

202

rojaa




ITpunoxenne Ne7

K ITOJIOXKCHUTIO O MOPAJAKE BEACHUSA

AHKETA

JIMYHBIX OECJI paGOTHI/IKOB

damunusa

Nwmsa

OT14ecTBO

Hara poxaenus

1. I'paxxgancTBO (€C/IM M3MEHSITH, TO YKAXKUTE,
KOI'/Ia U 110 KaKOW MPUYNHE)

2. OOpa3oBaHue, yueHas CTeNeHb (Korma u
Kakhe ydeOHbIe 3aBEJICHHsI OKOHUYMIIHM, HOMEepa
nurioMoB). CrienuaabHOCTh M KBamu(UKAIUS
110 JUILJIOMY

3. KakuMu HWHOCTpaHHBIMH  S3bIKAMU U
s3plkaMu - HaponoB Poccuiickoin denepanuu
BIIaZIcETE W B KaKOW CTeneHW (YuTaere u
MOYKETE 00BSICHIThLCS, BIaJIeeTE CBOOOIHO)

110 COBMECTHUTEIILCTRY)

4. Beimonnsiemast pabota ¢ Hayasia TpyJJ0BOU JIEATENBHOCTH (BKJIIOYasi BOGHHYIO CIY>KO0Yy U paboTy

Mecsii 1 roa JIOMHKHOCTB € yKa3aHUEM yUpeKIeHUs, MecToHaxoxaeHne
MOCTYTUICHHUS yxozaa OpraHu3aIiy, NPeNpUsITUs, a TAKKe YUPEKICHUS,
MUHHUCTEPCTBA (BEOMCTBA) OpraHH3aINH,
TIPEITPHSITHSI

5. Bamm 61u3kne poACTBEHHUKH (JKeHA, MK, OTEI, MaTh, OpPaThs, CECTPHI)

CrencHb damunus, uMs, I'oxn MecTto paboThI,
pOJICTBA OTYECTBO POXKJICHUS JIOJI’KHOCTh

Anpec mecta
KHUTEIbCTBA

6. lomanrauii anpec u Homep TenedoHa

7. ITactiopT WM TOKYMEHT, €r0 3aMEHS IO

(HOMep, cepHs, KeM U KOT/ia BBIaH)
8. JlonomHUTENbHBIE CBEIEHUS, KOTOPhIE BhI jxKemaere cooOmuTh 0 cede

10. Ha xakoit ypoBeHb 3apiuiatsl Bel paccuntsiBaeTe?

« » 202  ronma

(OIKHOCTH OTBETCTBEHHOT'O 32 Ka/IPOBBIH yueT) (moamuce)

(pacmmppoBKa MOIIUCH)




ITpunoxenue Ne§
K MOJIO’KEHHIO O TIOPSAKE BEICHHS
JIMYHBIX J1eJ1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

aesa Ne
B nene npomuto u npoHyMepoBaHO JINCTOB
(1M pamu ¥ IPOITUCHIO)
¢ No mo Ne , B TOM YHCJIE:
JINTEPHBIE HOMEPA JINCTOB
MPOIYLIEHHBIE HOMEpPa JIUCTOB
+ JINCTOB BHYTPEHHEU ONMUCHU JINCTOB
OcobeHHOoCTH (PU3UIECKOTO COCTOSTHUS U Howmepa nuctoB
dhopMHUpOBaHHMS Jiea
OTBETCTBEHHBIH 3a
KaJpOBBIA yUueT
(nmoamnucek) (pacumppoBKa MOIIUCH)

« » 202  roxma
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