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1. O01me noJ10KeHust

1.1. Hacrosee [lonoxxenue o nopsiike BeAeHUs: TMYHBIX Aen padotHukoB HOII
«[Ipuopurter» (maynee — mkosna, odieoOpa3oBaTeabHas OpraHU3alys), pa3padoTaHo B
cooTBeTcTBUM ¢ PenepanbHbIM 3aKk0HOM Ne 273-D3 ot 29.12.2012 «O6 obpa3zoBaHuu B
Poccuiickoit ®enepanuny, PenepanbHbiM 3akoHOM oT 27.07.2006 Ne 152 «O
MEepPCOHANBHBIX JaHHbIX», [Ipukazom denepanbHOr0 apXMBHOTO areHTCTBa OT 23
nekabpst 2009 roma N 76 «O06 yrBepkaeHun MeTOAMYECKUX PEKOMEHAAHN TI0
pa3paboTKe MHCTPYKIHMM 1O  JETONPOM3BOJCTBY B  (pefiepalbHBIX  OpraHax
UCIIOMHUTENbHOM BiacTuy», Ykazom Ilpesuaenta ot 30.05.2005 Ne 609 «OO06
yTBepkAcHUU 1100XKEHNsI O MEPCOHANBHBIX JAHHBIX T'OCYJAPCTBEHHOT'O CIIYXKAIIEro
Poccuiickoit ®enepauyu W BEACHUM €ro JUYHOrO Aena», TpynoBeiM Kopekcom
Poccuiickoit ®enepanun, KomtektupabiM goroBopom, [lomoxxenuem o6 MIT Axmanos
Anuxan Mosnaesuu (nanee — HOIL «[Ipuopurery, mkona).

1.2. Jannoe Ilomoxenne onpenenser NOpPsSA0K BEACHUS JIUYHBIX JEN MEeAaroroB u
MHBIX COTPYAHUKOB U PaOOTHUKOB IIKOJIBI, ONIPEEseT MOPAIOK (popMupoBaHus, yueTa
M XpaHEHWs, BbIJAYM JIMYHBIX JIeI BO BPEMEHHOE IIOJIb30BaHUE, a TaKkKe
OTBETCTBEHHOCTb, NPaBa PaOOTHUKOB U IUPEKTOpa 00pa30BaTEIbHON OpraHU3aIliH.

1.3. Hacrosimiee IlomoxeHue yTBepKIaeTcsi MPUKA30M MO IIKOJE W SIBIACTCS
00s13aTENBHBIM ISl BCEX KATETOPHI MEeIarorndecKuX U APYTUX COTPYTHUKOB IIIKOJIBI.

1.4. Benenue JIWYHBIX J€Jl MENAaroroB M COTPYAHUKOB IIKOJIBI BO3JIAraeTcsi Ha
CIIEIUATIMCTA 110 KaJpaM.

1.5. JInuHO€ Heno — OCHOBHOM [TOKYMEHT MEpPCOHAJIBbHOIO YYeTa, COJepXHallui
HauOoJiee TMOJNHbIE CBEACHUS O pabOTHHKE O0pa30BATENIbHOM OpraHu3alud U €ro
TPYIOBOM JAEATENbHOCTA. B J1MYHOE Je10 BHOCATCS CBEACHUS, CBA3AHHBIE C
MOCTYIJIEHUEM Ha paOoTy U YBOJIbHEHHUEM.

1.6. CBenenus, comepkammecsi B IMYHOM JIeJIe, OTHOCSTCS K KOH(HICHIIMATLHON
uH(bOpMaIUU, UMEIOT OTPAaHUYCHHBIN JJOCTYII U PA3TIIAIIEHUIO HE MOIJIekKAaT.

1.7. JluuHOE N1e710 BEETCA B TEUEHHUE BCETO MEpHo/ia paboThl pabOTHUKA.

1.8. BeneHue HECKONBKUX JIMYHBIX JI€1 OJHOTO pabOTHMKA 00pa3oBaTelbHOMN
OpraHu3aIuy HE JIOMyCKaeTCsl.

2. ITopsinoxk popMupoOBaAHMS JIUYHBIX A€/l COTPYAHUKOB

2.1.  ®opmupoBaHHME€  JIMYHOI'O  J€Jla  IEJaroroB M COTPYAHHUKOB
00111€e00pa3oBaTENbHON OpraHU3aIK POU3BOIUTCS HEMOCPEACTBEHHO TOCE TpuemMa B
0011e00pa30BaTEIbHYI0 OPraHU3alMI0 WIM TNEpeBOJia MEJaroroB M COTPYAHUKOB W3
Ipyroit o0pazoBaTeIbHON OpraHU3aIuy.

2.2. B cOOTBETCTBHUU ¢ HOPMAaTUBHBIMU JOKYMEHTAMU B JINYHBIE JI€JIa [I€Jaroros 1
COTPYAHUKOB IIKOJIbI, BKJIQJBIBAKOTCS CIEAYIOIINE JOKYMEHTBI:
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* 3asBJICHHE O MpUEME Ha padoTy;

* 3aBJICHHE O COTJIACHH Ha 00pa0OTKY MEPCOHATBHBIX JaHHBIX TEarora;

*CIpaBKa O HaNU4YUM (OTCYTCTBHM) CYAMMOCTH W (Miu) (akTa yroJoBHOIO
IIpECIeIOBaHUs, BBIIAHHOTO COOTBETCTBYIOLIUM OPraHOM IPABOIOPSIIKA;

* aBTOOMOTpadus;

* KONUS NacMopTa Wi UHOTO IOKYMEHTA, YOCTOBEPSIOIIErO JINYHOCTD;

* KOIUSI CTPAXOBOI'0 CBUETEIbCTBA IEHCUOHHOI'O CTPAXOBAHUS;

* KOnust UACHTU(HUKAIIMOHHOIO HOMEPA HAJIOT OIUIATENbIIUKA;

* KOTIHS TOKyMEHTa BOMHCKOTO y4eTa (/11 BOCHHOOOS3aHHbIX );

* KONUSI CBUJIETEIBCTBA O 3aKIIIOUECHUHU Opaka (MpU HATUYHH);

* KOIUSI CBUJIETEIBCTBA O POKACHUU JeTel (IpU HATUYKN);

* KONTUU JIOKYMEHTOB 00 00pa3oBaHuUY;

* KOMUU JOKYMEHTOB O KBATM(UKAIMK WIM HAJIUYKME CHEUUANbHBIX 3HAHUH (TIpH
HaJU4un);

* KOIIUM ATTECTAIMOHHBIX JINCTOB (IIPU HAJIMYUN);

* KOIUU JIOKYMEHTOB O HarpaXKJeHUu (Mpy HAJIUYUK);

* XapaKTepUCTUKH, pEKOMEH IaTeIbHbIC MUChMA (ITPU HAIMYHUN);

* IpUKa3 O MpHueMe Ha padoTy;

* IPUKa3 O MEPEBOJIE HA UHYIO JOJKHOCTD (IIPY HAJTUYUN);

* IOJDKHOCTHAS MHCTPYKIHMS (JIOHKHOCTHBIE MHCTPYKIIMKA C MOMEHTAa Ha3HA4YeHMUs
Ha BCE JOJDKHOCTH);

* TPYZAOBOM  JTIOrOBOp (C  MOCJHEAYIOIMIMM  BKJIIOYEHHEM  JIOMOJHHUTEIbHBIX
COIJIAIlIeHUH K TPYZA0BOMY JI0TOBOPY);

* TPYJIOBYIO KHUXKKY;

* MEUIIMHCKYIO KHIDKKY.

s pabomuukos:

* 3aBJICHHUE O MIpUEME Ha paboTy;

* 3asIBJIEHUE O COTJIAaCUU Ha 00pabOTKYy MEPCOHANIbHBIX JAaHHBIX ME1arora;

*CIpaBKa O Hamu4YUM (OTCYTCTBHHM) CYAMMOCTA W (Wiu) (¢akTa yroJoBHOTO
MpeciieIOBaHusl, BEIIAHHOTO COOTBETCTBYIOLIUM OPraHOM MPABOIOPSIIKA;

* apToOHMOTrpadus;

* KOS TACMOPTa WM UHOTO IOKYMEHTA, YIOCTOBEPSIOIIETO JINYHOCTD;

* KONUS CTPAXOBOI'O CBUJETENHCTBA IEHCUOHHOI'O CTPAXOBAHMUS;

* Konust UACHTU(HUKAIIMOHHOTO HOMEPA HAJIOT OIUIATEIbIIUKA;

* KONusl JOKYMEHTa BOMHCKOTO y4eTa (/111 BOEHHOOOS3aHHbIX);

* KOIUSI CBUJETENHCTBA O 3aKJIFOUEHUU Opaka (IIpu HATUYKN);

* KOIUSI CBUJIETEIBCTBA O POXKIICHUHU JIeTeH (MPU HAJTUYHH);

* KOIIUU JIOKYMEHTOB 00 00pa3oBaHuUY;

* KOMTUU JJOKYMEHTOB O HarpaaeHUM (Mpy HATHYUHN);
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* XapaKTePUCTUKH, pEKOMEH/IaTebHbIC MUChMa (TTPU HAIMYHNH );

* IpUKa3 O NpUeMe Ha padoTy;

* IpUKa3 O MEPEBOJIe HA UHYIO JOHKHOCTD (MTPU HATUYUN);

* JOJKHOCTHAS. MHCTPYKIMS (JOJPKHOCTHBIE MHCTPYKIIUU C MOMEHTa Ha3HA4YCHUS
Ha BCE JOJKHOCTH);

* TPYJIOBOM  JOTOBOp  (C  MOCHEAYIOUIMM  BKJIIOUEHUEM  JIOMOJTHUTEIBHBIX
COrJIAlIEHUN K TPYJOBOMY JI0TOBOPY);

* TPYZAOBYIO KHUXKKY;

* MEIUITMHCKYIO KHIDKKY.

Pabomooamenv ogpopmnsiem:

* TPYJIOBOM JJOTOBOP B JIBYX DK3EMILISAPAX;

* IpUKa3 O MpueMe Ha paboTy (0 MepeMEIIeHUH Ha IPYTUe TOHKHOCTH);

* IMYHYI0 KapTouky Ne T-2;

* TOJDKHOCTHYIO MHCTPYKITUIO B JIBYX 9K3EMILISpax.

Pabomooamens 3naxomum:

*C HOPMATUBHO-NPABOBBIMU JIOKyMeHTaMu IKoabl (Ilonoxxennem o wikorne,
KonnexktuBHbiM noroBopoM, [IpaBuiamMu TpymoBOro pacrnopsiika U Ap. JIOKaJbHBIMU
aKTamu);

* C JOJDKHOCTHOM MHCTPYKLIMEW;

* IPOBOJUT BBOJHBIN MHCTPYKTAXK, MHCTPYKTAXK MO OXpaHe TPYyJa, MHCTPYKTAX 1O
MIPOTHUBOIIOXAPHON 0€30MacCHOCTH.

2.4. TlepBuaHoe opopMIIEHUE JIMYHOTO JIeNia MPEAyCMaTPUBAET:

* IPUCBOCHUE JIMYHOMY JIeJly HOMEpa COTrJIaCHO JKypHajy yueTa JUYHBIX el
(mpunoxxenue Ne 1);

* IpOCTaBJieHUE Ha OOJOXKKE JUYHOro neia (mpuioxkeHue Ne 2) crenyronux
PEKBU3UTOB:  HMHAEKC Jena (B COOTBETCTBUM C  HOMEHKJIATypoud el
o011e00pa3oBaTeIbHOW OpraHW3alliM; IMMOJHOE HaMMEHOBaHHE OO0IIe00pa3oBaTEIbLHON
OpraHu3allMyd; HOMEp JHUYHOro Jena; QGaMuius HUMS OTYECTBO pabOTHUKA B
MMEHUTEIHPHOM TAJeXKe; NaThl — TOJl Hadajla M TOJ OKOHYAHUS BEJICHUS Jena;
KOJIMYECTBO JIUCTOB; CPOK XpaHEHHS,;

* IOMEIIEHNUE JOKYMEHTOB, MOJUIKAIIMX XPAHEHUIO B COCTaBE JUYHBIX €N, B
XPOHOJIOTMYECKOM TOPSIIKE:

> BHYTPEHHSISI OIMCh IOKYMEHTOB jeia (mpuioxeHue Ne 3);
> JIMYHBIN JINCTOK MO YUYeTy KaJpoB (mpriioxkeHus Ne 6);

> 3asBJICHUE O TIpUeMe Ha padoTy;

> MPUKa3 0 IpreMe Ha padoTy;

> TPYJOBOM JIOTOBOD;

> JIOTOBOP O TMOJHON MaTepuaibHONW OTBETCTBEHHOCTH (€CiM paOOTHUK —
MaTepuaiIbHO OTBETCTBEHHOE JIUIIO);



> XapaKTEPUCTUKU U PEKOMEH/IaTeNbHbIE MHChMa;

> corjacue Ha 00pabOTKy NEPCOHAIbHBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEMIEHHBIX B JUYHOE JIET0, MOJJIEKAT HyMEPALUH.

2.6. C nenpio obecriedeHus HaIIeKaIeil COXpaHHOCTH JTUYHOTO JIefia TIeIaroroB 1
COTPYAHHUKOB 00I11€00pa30BaTENbHON OpraHM3alMM U yA00CTBa B OOpalIEHUH C HUM
npu GOPMUPOBAHUU JOKYMEHTHI MTOMEMIAIOTCA B OTAENbHYIO manky. [Ipu yBoibHEHUH
paboOTHHKA MPOIINBAIOTCS HUTKAMU U CAAIOTCS B apXUB.

2.7. BHYTpeHHSS ONMUCh JOKYMEHTOB, MMEIOLIUXCS B JIMYHOM Jiele, JOJDKHA
COJIEPKAaTh CBEJIEHHS O MOPSAJIKOBBIX HOMEpax, HAaMMEHOBAHUSAX JTOKYMEHTOB JI€fa,
KOJIMYECTBE JINCTOB, JaTaX BKJIIOYEHHUS JTOKYMEHTOB B JIMYHOE J€JI0 U U3BATUS U3 JEIa,
a TaKKe K€M U3bST IOKYMEHT U M0 KaKOW MPUYUHE.

2.8. BHYTpeHHSS ONMUCH COCTABIISIETCS HA OTAEIBHOM JIMCTE IO YCTAHOBJIEHHOM
¢dopMe. JIUCTBI BHYTpEHHEHN OIUCU HYMEPYIOTCS OT/IEIBHO.

2.9. Ilpy noAroToBKE JUYHBIX JEI K Iepeladye Ha XPaHEHUE K BHYTPEHHEN ONMCHU
COCTaBJISIETCSI MTOrOBasl 3alKCh, B KOTOPOH yKa3blBaeTcs LU(PpaMH M IPOIHUCHIO
KOJIMYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JINCTOB JEIIA.

3. llopsiiok BeleHUsl TUYHBIX /€] N1eJaroroB U COTPYAHUKOB

3.1. JIuuHOE N1e710 MearoroB U COTPYAHUKOB 00111e00pa30BaTeIbHON OpraHU3aINH
BEJETCS B TEUYEHHE BCEro IMepuoja padoThl KaXIOro Ienarora M COTPYIHHUKA B
0011e00pa3oBaTEIbHON OpraHU3aluy.

3.2. JlanbHeillnee BeAeHHE JIMYHOIO J€ja IEAaroroB M  COTPYAHUKOB
o0ureo0pa3oBaTeNbHON  OpraHM3aluMyd  MpPEeAyCMaTpuBaeT IMOMEIIEHHE B IO
JOKYMEHTOB, OOpasylouuxcs B Ipolecce padboyeil AeqaTelbHOCTH W HMEIIUX
3HAYEHUE JJIS TPYIOBBIX OTHOILICHUMN:

* IONOJTHEHHE K IMYHOMY JIUCTKY IO YUYETY KaJpOB;

* JIONIOJIHUTEJIbHBIE COTJIAIIEHUS K TPYJ0BOMY JI0TOBOPY;

* KOMMM TIPUKA30B MO JHUYHOMY COCTaBY, KOTOpBI€ KacalTCs IEIaroroB
COTPYAHHUKOB 00111€00pa30BaTEIbHON OpPraHU3alllu;

* OT3bIBBI JIOJDKHOCTHBIX JIMI[ O TEIarore M COTPYAHHUKE 00I1eo0pa3oBaTeIbHOM
OpraHu3alllu;

* KONTUU JIOKYMEHTOB O MOBBIIIEHUN KBATU(PUKAIINH;

* KOTIMH CePTU(PHUKATOB, TPAMOT;

* JINCT — 3aBEPUTEIIb Je1a (COCTABISAIOT IPU CAaue JIMYHOIO JIejia B apXUB);

* UHBIE JIOKYMEHTHI.

3.3. B nensax oGecniedeHrss KOHTPOJIS 32 COXPAHHOCTBIO M aKTyaJdbHOCTBIO JIMYHBIX
7en B 00111e00pa3oBaTeIbHOW OpraHu3aliKi exeronHo (He mo3nHee | kBaprana ropa,
CJICAYIOIIETr0 32 OTUYETHBIM) TIPOM3BOAUTCS MTPOBEPKA UX HATHYHUS U COCTOSHHSL.



3.4. ExerogHyro MpOBEPKY COCTOSHUS JIMUHBIX €] Ha MNPEeIMET COXPaHHOCTH
BKJIFOYEHHBIX B HEr0 JOKYMEHTOB IPOBOJIUT CHELHAIBHO cO3JaHHas komuccusa. O
MIPOBEICHHBIX MPOBEPKaxX JelaeTcsi OTMETKa B JIUCTE O pe3yJbTaTax eXKeroJHou
MIPOBEPKH COCTOSIHUSA M HaIWYMs JIMYHOro fena (mpuioxeHue Ne 5) m cocraBisiercs
akT. Pe3ynabTaThl NMpPOBEPKH JMUYHBIX A€ B O0OS3aTENIBHOM MOPSIKE JOBOASATCS 10
IUpeKTopa o011e00pa3oBaTeIbHON OpraHU3alrH.

4. llopsigok y4éTa U XpaHeHHs JUYHBIX JIeJ 1e]ar0roB U COTPY/IHUKOB

4.1. XpaHeHre U y4eT JIMYHBIX AEN NMEJaroroB U COTPYIHUKOB, OPTaHU3YIOTCS C
LeJbl0  ObICTPOro W 0€30MMOOYHOr0 TOHMCKA JIMYHBIX JeJI, OOecleyeHus ux
COXpPaHHOCTH, a TaK)Ke 00ecrevyeHrus KOH(PUICHIINATFHOCTA CBEACHHM, COEPKAIIINXCS
B JJOKYMEHTaX JMYHBIX /1], OT HECAHKIIMOHUPOBAHHOT'O IOCTYIIA.

4.2. JIuuHble gena COTPYIHUKOB XpaHITCS B ceiie o0meodpa3oBaTenbHON
OpTaHU3alNH.

4.3. TpynoBble 1 METUIIMHCKUE KHUYKKH XPAHATCS OTIENIBHO B ceide.

4.4. Toctyn K JUYHBIM JI€JIaM MEAAroroB M COTPYIHHUKOB 0011€00pa30BaTENIbHON
OpraHM3allud HMEIOT TOJIBKO CEKpeTapb, CHEUUAJIUCT MO KajapaM, JAUPEKTOp
0011e00pa3oBaTeIbHON OpraHu3aly JU00 3aMECTUTENN TUPEKTOpa MPHU UCIOJIHEHUU
00s13aHHOCTEH TUPEKTOpa 00111e00pa30BaATEIIHPHON OpTaHU3AIIHH.

4.5. Cucremaruszauus  JMYHBIX  Jel  TEJaroroB U COTPYJHUKOB
00111e00pa30BaTeIbHON OPraHU3AIMU TPOU3BOUTCS B al1()aBUTHOM MOPSIIKE.

4.6. Jluynple [nena TMeJAroroB M COTPYAHUKOB  00IIe00pa3oBaTenbHON
OpTaHM3alluM, WMEIOIIUX TOCYJAapPCTBCHHBIEC 3BaHMs, NPEMUHU, HArpaabl, y4EHBIC
CTETICHU U 3BaHUs, XPAHATCS MOCTOSHHO, @ OCTAJbHBIX COTPYIHUKOB — 75 JIET ¢ roja
YBOJIbHEHHSI pabOTHHKA (B COOTBETCTBMM ¢ llepeyHeM THUIOBBIX YIPaBIEHYECKUX
JOKYMEHTOB).

5. MopsiAoK BBIAAYM JHYHBIX 1] BO BpeMeHHOE M0JIb30BaHne

5.1. Beigaua muyHbIX Jed (OTACIBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO JENa) BO
BpEMEHHOE I0JTb30BaHUE TIPOU3BOIHUTCS c paspericHus JTUPEKTOpa
0011e00pa3oBaTeILHON OPTaHU3AIIMH 110 3asBJICHUIO COTPYIHUKA.

5.2. PaGora (03HaKOMIICHHE) C JIMYHBIMHU JICJIaMH II€JaroroB M COTPYIHHUKOB
o01e00pa3oBaTeILHON OpTaHU3aAIlN TTPOU3BOANTCS B IPUEMHON TUpEKTOpa. B KoHIE
pabodero JHS CEKpeTapb WIM CICIHAIUCT IO KajapaM o00s3aHa YOSIUTHCS B TOM, YTO
BCC JIMYHBIC JIea, BBIJAHHBIE BO BPEMEHHOE IOJH30BAaHKE, BO3BPAIICHBI HAa MECTO
XpaHEHHsS W €CTh JU HEOOXOIMMOCTH ISl MPUHATHS MEpP K HMX BO3BPAIICHUIO HJIU
PO3BICKY.

5.3. ®akT BBIIAYN JTUYHOTO Jelia (PUKCUPYETCS B KOHTPOJIBHOM KypHaJIe.



5.4. U3bsATHE OTHAEIBHBIX JOKYMEHTOB W3 JIMYHOIO Jela NPOU3BOAUTCA C
paspelieHusl JUpeKTopa o0Ieo0pa3oBaTeIbHOM OpraHM3alud ¢ O(OpPMIICHUEM
cooTBeTcTBYIollel 3anmucu B rpade «lIpumedanue» BHyTpeHHed onucu. Ilpu
BPEMEHHOM M3BSATUM JIOKYMEHTa Ha €ro MecTO (MEXIy JIMCTaMU COCEIHUX
JOKYMEHTOB) BKJIAJBIBAECTCS CIPaBKa-3aMECTUTEIb C YKa3aHMEM JaTbl U INPUYUH
U3BATUS C MOANMUCHIO JIMIA, BBLAABLUIETO JOKYMEHT, M MOANMCHIO JULA, TOJYYUBLIETO
€ro BO BPEMEHHOE IOJIb30BAHHUE.

6. OdopmiieHHe TUYHBIX JeJI MIepe]l caaueil B apXuB

6.1. OdopmieHue IUYHBIX Jel Uil MepeJayd B apXUB MPOU3BOJIUTCA
CHEIMATUCTOM M0 KajapaMm o001meo0pa3oBaTeNbHON OpraHu3alui. JTa Mpoleaypa
BKJIFOYAET:

* OMIMUBKY (TIEperuieT) aena;

* YTOUHEHHUE HyMEpalluy JUCTOB JeNa;

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

* cocTaBiieHHe (YyTOUHEHNE) BHYTPEHHEN OIHCH;

* BHECEHHE YTOUYHEHUHN B PEKBU3UTHI JTUIEBON OOJIOKKH JI€Ta.

6.2. Jluct-3aBeputenp JAena JOKEH MOAMUCATh €r0 COCTaBUTENb, MPH 3TOM
nenaercs pacmu@poBKa JTOJDKHOCTH W TOAMKCH, TPOCTaBIsieTcs nara. B mporecce
UCIIOJIb30BAHUSI ~ APXUBHBIX  JOKYMEHTOB B  JIMCTE-3aBEpUTENE  JCNIa0TCs
COOTBETCTBYyIOIIME OTMETKH. Ecnam nerno moamuTo 0e3 JUCTa-3aBEPUTENS, TO €ro
CJIETyeT HAKJIEUTh Ha BHYTPEHHIOI CTOPOHY OOJIOKKH Jena.

6.3. C uenbto o0ecrieyeHus: COXPaHHOCTH JIMYHBIX J€Jl PEKOMEHYETCS:

* O0BEANHATh WHAUBUIYAbHBIC JMYHbBIC Jella YBOJICHHBIX COTPYIHHUKOB B OIHY
00710XKy (00BEIMHEHHOE JIeJI0) C TaKUM pacdyeToM, 4yToObl o0BeM Jena (Toma) He
npeBbiman 250 TucToB (IMTyTeM CHIMBKH MaTEPUATIOB WHIAWBUIYAIBHBIX JET IO TOAaM
YBOJIBHEHUS);

* pacrmonaraTb MaTepHalibl WHIWBUIYalbHBIX el B Mpeaenax aena (Toma) B
andaBuTHOM TOpsike (MOGaMUIbHO), OTACNSISI MaTepUaNIbl, OTHOCSIIHUECS K pPa3HbIM
WHIUBUYaJbHBIM JIeJlaM, YHUCTBIM JINCTOM OyMaru ¢ yKa3aHHMEM Ha HeM (aMUIuw,
UMEHH U OTYECTBa COOTBETCTBYIOLIEIO YBOJEHHOTO IIefarora U COTPYIHHUKA
o011e00pa3oBaTenbHON OpraHU3alny;

* CHa0XkaTh KaxJ0e OOBEIUHEHHOE Jeno (TOM) BHYTPEHHEM ONUCBIO C
nepedncieHueM (amMuiauidi, UMEH U OTYECTB M YKa3aHHEM HOMEPOB CTpaHUIl, B
npesenax KOTOPbIX PacioI0KEeHbI COOTBETCTBYIOIINE TOKYMEHTHI.

6.4. [lepenaua TUYHBIX JIe B apXUB OCYIIECTBIISIETCS HE MO3HEE TPEX JIET MOCIe
3aBEpIIEHUs UX B JEJONPOU3BOACTBE B COOTBETCTBUU C rpadukoM. [IpenBapurenbHo
CeKpeTapeM, CHEIHUAIUCTOM M0 KaapaMm MpOBEpseTcsl MOIHOTa W TMPaBUIBHOCTh
MOJIFOTOBKM JIMYHBIX JIeNl K Tmepenade. BbIsSBIEHHBIE NpPU TMPOBEPKE HEIOCTATKU
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YCTPAHSIOTCS  CEKpeTapeM, CHemuaaucToM 1o kaapam. llepemaya u  mpuem
MIPOU3BOJIATCS IO OMKCH C MPOCTAHOBKOM OTMETOK O HATUYUU JIUYHBIX JE.

6.5. JluuHble Jiema TEAaroroB M COTPYAHHUKOB  0011€00pa3oBaTesIbHOM
OpraHM3alvy, 3aKOHUYECHHBIE AENO0Npon3BoaAcTBOM 10 1 sHBapsa 2003 ronxa, xpansrcs 75
ner, nocie 1 suBaps 2003 roma — 50 ner. JIuynble nena AUPEKTOpA, TIIABHOTO
Oyxrantepa o01ieo0pa3oBaTeIbHON OpraHU3alui UMEIOT MOCTOSIHHBIA CPOK XpaHEHUS.

7. OTBEeTCTBEHHOCThH

7.1. Tlemarorn w COTpyIHHKH OOMmE00pa30BaTEILHON OpTaHU3auUd O0S3aHBI
CBOCBPEMEHHO MPEACTABIIATh CEKPETApI0 WM CICIHAIUCTY MO KaapaMm CBeIeHHus 00
W3MEHEHUH B MICPCOHAILHBIX JAHHBIX, BKIIFOUCHHBIX B COCTAaB JIMYHOTO JCIa.

7.2. Paboronarens o0ecrieunBaeT:

* COXpAaHHOCTh JIMYHBIX JIeJ TIEAaroroB M COTPYIHUKOB 001e00pa3oBaTeNbHOM
OpTaHU3aINH;

* KOHQUICHIIMATBHOCTh CBEACHHM, COMEPIKANIUXCS B JIMYHBIX JIENIaX TearoroB
COTPYIHHKOB.

8. IIpaBa padoronaresiss u paboTHUKA

8.1. Jlmsa obGecrmedeHus 3anIuThl MEPCOHANBHBIX JAHHBIX, KOTOPHIE XPAHITCS B
JUYHBIX JIefaX [eJaroroB M COTPYAHUKOB 00Ie00pa3oBaTebHON OpraHU3alluy,
MeIaroTy ¥ COTPYAHHUKH 00111e00pa30BaTEIbHON OpraHn3alii UMEIOT MPaBo:

* IOJTyYUTh MOJHYI WH(OPMAIUIO O CBOMX MEPCOHATBHBIX JAHHBIX U 00paboTKe
ATUX JIAaHHBIX;

* IOJTyYUTh CBOOOHBIN JOCTYI K CBOMM TMEPCOHATBLHBIM JIAHHBIM;

* IOJy4YUTh KOIMUHU JIOKYMEHTOB, XpaHsSIIMecs B JMYHOM JIeJie M CcojiepiKalliue
MePCOHATLHBIC IAHHBIC.

* TpeOOBaTh  WMCKJIIOYEHUS WM  HCHPABICHUS HEBEPHBIX M HEMOJIHBIX
MePCOHATLHBIX JTaHHBIX.

8.2. PaboTonmarens nmeeT npaBo:

e 00pabarblBaTh  NEPCOHAJbHBIE  JaHHbIE  TEAaroroB U  COTPYIHUKOB
001eoOpa3oBaTeIbHOM OPTaHU3AIMH, B TOM YHCIIE H Ha SJICKTPOHHBIX HOCUTEIAX;

* 3aMPOCUTH OT IEaroroB U COTPYIHUKOB 00Ie00pa30BaTeNIbHON OpraHU3aINH
BCIO HEOOXOMUMMYIO UWH(pOpMamuio [Jii BEACHUS JUYHBIX Jel U 00paboTKu
MEePCOHATLHBIX JJAHHBIX.

9. 3aK/JII0YHNTEIbHbIE MOJ0KEHUS

9.1. Hacrosimee IlomokeHne O TOpsAKE BEACHUS JIMYHBIX [T pPaOOTHUKOB
SIBJISIETCS JIOKAJIbHBIM HOPMATHBHBIM aKTOM, IpuHUMaeTcsi Ha [legarornyeckoM coBere
IITKOJIBI M YTBEPIKIaeTcs (100 BBOJIUTCS B JCHCTBHE) TUPEKTOPOM IIKOJIBI.
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9.2. Bce u3MeHeHMst W JONOJHEHUS, BHOCUMbIE B Hacrosmiee llonmoxenue,
opopmisitorcs B TUCBMEHHOW  (opMe B COOTBETCTBHHM  JICHCTBYIOIIMM
3aKOHOAATENLCTBOM Poccurickon denepanuu.

9.3. IlonoxkeHne O MOPSAKE BENACHHS JIMYHBIX JIeT PaOOTHUKOB 00pa3oBaTENbHOM
OpraHu3alyy MPUHUMAETCA HAa HEONpEIeNICHHbIM CpOK. MI3MEeHEeHus W NOINONHEHUs K
[TonoxkeHnio TPUHUMAIOTCA B TMOPAJKE, NOPEeAyCMOTpeHHOM I1.9.1. HacTosiero
[Tonoxenus.

9.4. Tlocne npunstusa Ilonoxenus (WM U3MEHEHUN W JOTMOJHEHUN OTAENbHBIX
MYHKTOB M pa3/elioB) B HOBOW peNakiuu MNpeAblaylias peAaakius aBTOMaTHUYECKU
yTPaunBaeT CUITY.



Kypnan yuera TUUHBIX J1€1

ITpunoxenne Nel

K ITIOJIOKCHHUIO O IMOPSAAKE BEACHUA

JIMYHBIX OCTT pa6OTHI/IKOB

No Jata ®damuus, | Tabens- | JomkHOCTh | CTpPYKTYp- Hatau Hata u ITpumeua-
/ odopmie- M, HBII (mpodpec- HOE HOMEp HOMEp HUE
I | HUS JJMYHOTO | OTYECTBO HOMeEp cus, nojpasue- npuKasa IprKasa
nena mejarora u CIenHab- JIeHne (pacnops- (pacmopst-
COTpYIHUKA HOCTB) JKEHUS) O KEHUS) O
reiarora u npueme IpeKparie-
COTPYIHUKA nejarora u HUH
coTpyaHuKka | (pacTopxe-
Ha paboTy HUN)
TPYZAOBOTO
JIOTOBOPA C
IelaroroM u
COTPYIHUKOM
(yBOINBHE-
HUW)
2 3 4 5 6 7 8 9
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®doHpg, Ne

Onwucb Ne

anekc nena

O010KKa JIMYHOTO Jei1a

IIpunoxenune Ne2
K MOJIOKEHHIO O TIOPS/IKE BEACHHS
JIMYHBIX JCJ1 pa6OTHI/IKOB

JINMHHOE JIEJIO Ne

(Ha3BaHHE 00PA30BATENbHOI OpPraHU3aIINN)

Jlara nHauama

JlaTta OKOH4YaHMS

Ha JIMCTax
XpaHuTh aer
doHpa Ne
Onunceb Ne

(3aroJyIoBOK Jiena)

11



BHYTPEHHAA OIIMCh

JIOKYMEHTOB Jiesia Ne

ITpunoxenune Ne3
K MOJIOKEHHIO O TIOPS/IKE BEACHHS
JIMYHBIX JCJ1 pa6OTHI/IKOB

No Nunexc Hara Hassanue Homep [Ipumeuanus
n/m JIOKyMEHTa JOKyMEHTa JIOKyMEHTa JIUCTOB
nena
Hroro: JOKYMEHTOB

KonnyecTBo MCTOB BHYTpPEHHEHN ONHUCH

(1mdpamMu ¥ TPOIKCHIO)

OTBETCTBEHHBIN 3a
KaJIPOBBII y4eT:

« »

(umdpamu 1 IPOIKCHIO)

202 ronma

(Toamuck)
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©.1.0.

ITpunoxenne Ned
K MOJIOXKEHHIO O TIOPS/IKE BEACHHS
JIMYHBIX JCJ1 pa6OTHI/IKOB

JIOJKHOCTB

JInanoe gemno Ne

I[aTa O3HAKOMIJICHHA 1I€Oarora
" COTpyYAHHKA C TUYHBIM
JACJIIOM

Ilonnuce nenarora u
COTpYAHHKA

OTMmeTKH, IpUMeYaHus,
3aMCYaHUs
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IIpunoxxenue Ne5
K ITOJIO’KEHUIO O TIOPSIKE BEICHHUS
JIMYHBIX JCJ1 pa6OTHI/IKOB

OTMeTKa 0 pe3yJIbTaTaX €:KeroHOM MPOBEPKHU COCTOSTHUS
U HAJIMYUS JUYHOTO Jiesa

®.1.0.

JlomxHOCTh

JInunoe nemno Ne

JlaTa nmpoBepku ®.1.0. uneHos [loanucu uneHos Pesynbratr mposepku
KOMHCCHU KOMHCCHHU
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ITpunoxenune Ne6

K ITOJIOKCHHIO O MMOPAAKEC BEACHUA
JIMYHBIX OCTT pa60THI/IKOB

JIMYHBIN JJUCTOK M0 YYeTy KaJAPOB

1. ®ammmus

40981

OT4ecTBO

2. Ion

3. T'ox, 4nciio U Mecsl pOXKIACHUS

4. MecTo poxeHus

5. I'pasktancTBO

(ceno, epeBHs, TOpo/l, paiioH, 001acTb)

6. OGpazoBanue

HasBanue daxysbTeT
y4eOHOTO WU

3aBEJICHUS U €ro OTJEIIeHUE

MECTOHAXO0XKIEHNE

I'on

T'on

MOCTYIIJICHUA OKOHYaHUuA

WA yXoJa

Ecnu e
OKOHYMII, TO
C KaKkoro
Kypca ymen

Kakyro
CIEUAIbHOCTh
MOJTY4YHIT B
pe3ynbraTe
OKOHYAHUS
y4eOHOro
3aBEJICHUA,
yKa3athb Ne
JAUIIIIOMa Uinu
YIOCTOBEPEHUS

7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BJIAJCETE

(‘II/ITaeTe " NEPEBOAUTE CO CIIOBAPEM, UNTACTE U MOXKETE 06’B$[CH$(TI)C$[, BJIaICCTC CBO6OI[H0)

8. Y4eHas CTeNeHb, yUeHOE 3BaHUE

9. Kakue umeere Hay4dHbIE TPYIBI U U300pETEHUS
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10. BemonnseMas pabota ¢ Hayajna TPYAOBOM JeATENbHOCTH (BKIIOYas yyeOy B BBICIIUX U CPEIHHUX
CHEIMAJIbHBIX Y4eOHBIX 3aBE/ICHUSAX, BOCHHYIO CITYy>KOY U pabOTy 0 COBMECTUTEILCTBY)

Mecsiiy v rog JIOJKHOCTB € YKa3aHUEM YUpEexKIACHUs, MecTtoHaxoxaeHue
MOCTYIICHUS yxoaa OpTraHU3aIuH, IPEANPUATHS, & TAKKE YUpeKIACHUS,
MUHHUCTEPCTBA (BEIOMCTBA) OpraHH3aIH,
IpeTPUITHS

11. IlpeGriBaHue 3a rpanulieit (padbota, ciyebHast KOMaHIUPOBKA, MTOE3/Ka C JeIeralueii)

Mecsu v rog B kakoii ctpane Llens mpeObIBaHusA 32
C KaKoro 10 KaKoe rpaHuLei
BpPEMEHU BpeMsl

12. YyacTue B BBIOOPHBIX OpraHax

MecTto BBIOOPHOTO HasBanue BeiOopHoro | B kauecte koro I'og
opraHa opraHa BbIOpaH n30paHusl | BBIOBITHS

13. Kakne nmeere npaBUTEIbCTBEHHBIE HATPaIbl

Korna u kem HarpaxiaeH

14. OTHOLIEHHE K BOMHCKUM O0SI3aHHOCTSIM M BOMHCKOE 3BaHHE

Cocran Pon Boiick
(KOMaHHBIH, TOMUTUYECKUHI, IMUHUCTPATUBHbIH, TEXHUYECKUH U T. 11.)

15. CemeliHoe 0I0KEHUE B MOMEHT 3aIlOHEHUS JJUYHOIO JIUCTKA

(4WICHBI CEMBH, C yKa3aHHEM BO3pacTa)

16. lomaminumii agpec

17. OOGs3y10ch CBOEBPEMEHHO H3BEIIaTh 000 BCEX HM3MEHEHMSIX JAaHHBIX, BKIIOYCHHBIX B JIMYHBIN
JMCTOK TI0 YYeTy KaJIpoB.

« » 202  ropa
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IIpunoxenue Ne7
K ITOJIO’KEHUIO O TIOPSIKE BEICHHUS
JIMYHBIX JCJ1 pa6OTHI/IKOB

AHKETA

damumnusa

Nwms

OT4ecTBO

ata poxnenus

1. I'paxkxmadcTBO (€CIM M3MEHSIIH, TO YKaXHTE,
KOrJla ¥ M0 KaKkoi NpuyuHe)

2. OO0pa3zoBaHme, y4yeHas CTENMEHb (Korga |
KaKue y4eOHbIC 3aBEJCHUS OKOHYHWIIHM, HOMEpa
auruioMoB). CHenuanbHOCTh M KBATA(DUKAIIHS
10 JTUTLIOMY

3. Kakumu MHOCTpaHHBIMHU SI3BIKAMH U S3BIKAMH
HaponoB Poccuiickoii denepanuu BIaJeeTe U B
Kakol  cTenmeHW  (YMTaeTe M MOXKETE
OOBSICHATHCS, BlIaJIe€Te CBOOOIHO)

4. BeimonHsiemas: paboTta ¢ Hayana TPYAOBOH JEeSTEIBHOCTH (BKJIIOYAs BOCHHYIO CIykO0y U paboTy 1o
COBMECTHTEJIbCTBY)

Mecsiu u rog JlOMKHOCTB C yKa3aHUEM YUPEKICHUS, MecToHaxoxkIeHUE
MOCTYIUJICHUS yxojia OpraHu3aluy, IPEINPUATUS, & TAKKE YUpEKIACHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
PEITPUITHS

5. Bamm Gnm3kue poJcTBEHHUKHU (3K€HA, MYXK, OTeIl, MaTh, OpaThsi, CECTPHI)

Crenenp damunus, ums, I'on Mecto paboTsl, Anpec mecra
poIcTBa OTYECTBO POXKJICHHS JIOJDKHOCTB JKUTEIBCTBA

6. Jlomamawmii aapec u HoMmep TenedoHa

7. ITacnopT Wik TOKYMEHT, €r0 3aMEHSOIIHI

(HOMEp, cepus, KeM M KOT/Ia BBIJaH)
8. JlonomHUTENbHBIC CBEICHUS, KOTOPbIe BB *kenaere cooOmuTh 0 cede

10. Ha kakoii ypoBeHb 3apriatel Bel paccuntbiBaeTe?

« » 202  roma

(OKHOCTH OTBETCTBEHHOT'O 32 KaPOBBIN yuer) (monnuce) (pacmmdpoBKa MOIHUCH)
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JIMCT-3ABEPUTEJIb

nea Ne

B nene npomumTo u npoHyMEPOBAaHO

ITpunoxenune Ne§
K MOJIOKEHHIO O TIOPS/IKE BEACHHS
JIMYHBIX JCJ1 pa6OTHI/IKOB

JIUCTOB

(¢ paMu U IPOMHKCEHIO)

c Neo mo Ne , B TOM YHCJE:

JTUTEpPHBIC HOMEpa JINCTOB
MPOMYIIEHHbIE HOMEpa JIMCTOB
+ TUCTOB BHYTPEHHEH OIucH JINCTOB

OcoOeHHocTH (HPU3UUECKOTO COCTOSIHUS U
dbopmupoBaHus nea

Howmepa nucros

OTBeTCTBEHHBIII 32
KaJpOBBIA y4eT

(moxmnuce)

« » 202  roma
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