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1. O6mme noJioxKeHUst

1.1. Hacrosmee IlomoxkeHne o TOPSAKE BEACHUS JHMYHBIX Jell PAOOTHHKOB OpraHU3alluy,
OCYIIECTBISIONIEH 00pa30BaTENbHYIO NEATEIbHOCTh, Pa3pabOTaHO B COOTBETCTBUM C DenepabHbIM
3akoHOM Ne 273-D3 ot 29.12.2012 «O06 obpazoBanuu B Poccuiickoit Deaepannm» ¢ U3MEHEHUSIMH OT 4
aBrycra 2023 rona, ®enepaibubiM 3akoHOM 0T 27.07.2006 No 152 «O mepcCOHAIbHBIX JAHHBIX» C
m3meHeHusmu 6 despans 2023 roga, Ykazom Ilpesuaenta ot 30.05.2005 Ne 609 «OO6 yTBepkacHUN
[TonoxkeHHus O MepCOHaJIbHBIX HAHHBIX TOCYJApPCTBEHHOTo ciyxaiero Poccuiickoit ®exepanuu u
BEJICHUU €ro JiM4Horo pena», ITpynoBeiM Konpexcom Poccuiickonn ®enepauuu, KoiuiekTUBHBIM
JIOTOBOPOM, Y CTaBOM OpraHHU3aIlUH, OCYIIECTBIIAIONIEH 00pa30BaTebHYIO A€ITEIbHOCTb.

1.2. Tannoe [TonoxxeHue onpeneseT NOPsAI0K BEACHUS JIHYHBIX JIENT TIearoroB U UHBIX COTPYIHUKOB U
PabOTHUKOB IIKOJIbI, ONpEAEseT MOpsIoK (OPMUPOBAHUS, yUeTa U XpaHEHUS, BbIAud JIMYHBIX JIe] BO
BPEMEHHOE MMOJIh30BAHUE, a TAKIKE OTBETCTBEHHOCTh, ITpaBa pabOTHUKOB U TUPEKTOpa 00pa30BaTEIbHON
OpraHu3aIyu.

1.3. Hacrosimee IlomoskeHne yTBepikKIaeTcsl MPUKA30M IO IIKOJIE W SBJSICTCS 00sS3aTeIbHBIM IS BCEX
KaTeropuil MearoruuecKux U IPyrux COTPYIHUKOB IIKOJIBI.

1.4. Benenue TUYHBIX JIe] MEAAroroB U COTPYIHUKOB IIKOJIBI BO3JIAracTCsl HA CIEHUAIUCTA MO Kajapam
OpraHM3alliy, OCYLIECTBIAIONIEH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

15, JluuHoe neno - OCHOBHOM JOKYMEHT MEPCOHAIBHOTO y4YeTa, COJAEpKalluii Hambojee MOJHbIE
CBeICHHs 0 pabOTHUKE 00pa30BaTeNbHON OpraHu3alliyd U ero TPYJIOBOW AesITeNbHOCTU. B nmuuHOe Aeno
BHOCSITCS CBEJICHUS, CBSI3aHHBIE C MTOCTYIUICHHEM Ha pabOTy U YBOJIbHEHUEM.

1.6. CBeneHus, coaeprKamiyecs B JIMYHOM Jelie, OTHOCATCA K KOH(PUACHINATbLHOW UHPOPMAIUU, UMEIOT
OTpaHUYCHHBIN TOCTYI U Pa3MIAICHUIO HE TOJIJICKAT.

1.7. JIndaHOeE A€o BEAETCs B TEUCHUE BCETO MEepro/aa padoThl pabOTHUKA.

1.8. Benmenue HECKOJBKHMX JHMYHBIX J€JI OAHOrO paboTHHKA 00pa3oBaTENbHON OpraHU3alud He
JOITYCKaeTCsl.

2. Ilopsinok (popMupoBaHUSI THYHBIX €1 COTPYIHNUKOB
2.1. ®opmupoBaHHE JIMYHOTO JieJla MeJaroroB M COTPYJHHKOB 0O0IIe00pa3oBaTelbHON OpraHu3aluu
MIPOU3BOINTCS HEMOCPEJICTBEHHO IOCIIE MPHEMa B 00Ie00pa3oBaTeIbHYI0 OPraHU3aIUI0 HITH TTePEeBO/Ia
MI€/1aroroB ¥ COTPYHUKOB U3 JPYroil 00pa3oBaTeIbHOM OpraHu3aIiHy.
2.2. B COOTBETCTBHM C HOPMATHBHBIMH JIOKYMEHTAMH B JIMYHBIC [€Jla TMEAaroroB M COTPYIHUKOB
OpraHu3aliM, OCYIIECTBIIAIONICH 00pa3oBaTeIbHYIO JESATEIbHOCTb, BKJIAABIBAIOTCS  CIEAYIOIINE
JOKYMEHTBI:
s nedazoeos:
* aBroOuorpadus;
» Kaprouka gopmser T 2;
* 3asBIIEHHE O IIPHEME Ha PadoTy;
* IpHKa3 O MpueMe Ha padoTy;
* TPYAOBO JOroBOp (C MOCTEIYIOIUM BKIIOUYCHHEM JIOTIOJIHUTENBHBIX COTJIAIIEHUH K TPYI0BOMY
JIOTOBOPY);
* JOJDKHOCTHAs MHCTPYKUUS (JODKHOCTHBIE HWHCTPYKIMHM C MOMEHTa Ha3HaueHHs Ha Bce
JOJKHOCTH ),
* KOIUM JOKYMEHTOB 00 00pa3oBaHUU;
*  KONHHM aTTECTAIlMOHHBIX JIUCTOB (IPU HAJMYUN);
* 3asBJICHHE O COTJIACHUU Ha 00paOOTKY MEPCOHATBHBIX JAHHBIX MEAarora;



CIpaBKa O HAJIMYMU (OTCYTCTBUHM) CYAMMOCTH M (Miu) (hakTa YroJIOBHOTO TIpecie0OBaHUs,
BBIJIAHHOTO COOTBETCTBYIOIIUM OPIaHOM MPaBONOPSIKA;

JOTIOJTHUTEJbHBIE JOKYMEHTHl (KOINHMHM KYpCOB IOBBIIICHHS KBATH(UKALUHM, KOMHS JOKYMEHTa
BOMHCKOTO yueTa (JiJ11 BOEHHOOOS3aHHBIX U T.JI.)

TPYJOBYIO KHIDKKY;

MEIULUHCKYIO0 KHUXKKY.

s pabomuuxos:

aBroounorpadus;

Kaprouka dhopmer T 2;

3asiBJICHUE O MpUeMe Ha paboTy;

IpUKa3 O MpueMe Ha padoTy;

TPYJOBOH JOTOBOP (C MOCHEAYIONUUM BKIOYEHUEM JOMOJHUTENBHBIX COMIAIIEHUN K TPYJIOBOMY
JIOTOBOPY);

JOJDKHOCTHAST HMHCTPYKIUS (JODKHOCTHBIE HMHCTPYKIMH C MOMEHTa Ha3HA4YeHHs Ha BCe
JTOJIKHOCTH),

KOIIUU JIOKYMEHTOB 00 00pa3oBaHuM;

3asiBJICHUE O COTJacHH Ha 00pabOTKy MEePCOHATIBHBIX TaHHBIX;

CIpaBKa O HaIW4YUHM (OTCYTCTBHHM) CYIUMOCTH U (W) (pakTa YTOJOBHOTO MpECIIETOBAHMUS,
BBIJIAHHOTO COOTBETCTBYIOLIMM OPTaHOM ITPABONOPSIIKA;

JIOTIOJTHUTENbHBIE JTOKYMEHTHI (KOMHH KypCOB TMOBBIIMICHUS KBadU(UKALUU, KOMUS JOKyMEHTa
BOMHCKOTO y4eTa (111 BOEHHOOOSI3aHHBIX U T.1.)

TPYJOBYIO KHIDKKY;

MEIUIIMHCKYIO KHIKKY.

Pabomooamenv opopmnsem:

TPYJOBOM JJOTOBOP B JIBYX SK3EMILISIpax;

IpUKa3 O MpueMe Ha paboTy (0 MepeMeleHn Ha ApyTrue JOHKHOCTH);
JMYHYI0 KapTouky Ne T-2;

JOJDKHOCTHYHO MHCTPYKIMIO B IBYX JK3EMIUIApax.

Pabomooamens 3naxomum.:

C HOPMaTHBHO-IIPABOBBIMU JOKyMeHTamMH MIKOdbl (YcraBoM, KOJIJIEKTUBHBIM J10TOBOpPOM,

[IpaBunamMu TpyIOBOTO pacHopsiiKa U JIp. JOKaJIbHBIMHU aKTaMH);

C TOJDKHOCTHOM MHCTPYKLMEH;

MIPOBOJUT BBOJIHBIN MHCTPYKTaXX, HHCTPYKTa)X IO oxpaHe Tpyna,
MHCTPYKTaX IO IPOTUBOMOXKapHOH 0€3011aCHOCTH.

2.4. TlepBuuHOe 0(hOpMIIEHHE JTMIHOTO JIEIIa TIPEyCMaTPHUBALT:

MIPUCBOCHHUE JIMYHOMY JIeTTy HOMepa COTJIACHO JKypHaJy yueTa JIMYHbBIX Jen (mpunoxkenue Ne 1);
MPOCTaBJICHUE HA OOJIOKKE TUYHOTO fAena (mpuiokenue Ne 2) cleqyromux peKBU3UTOB: HHIEKC
nena (B COOTBETCTBHM C HOMEHKIJIATYPOW el 00I1Ieo0pa3oBaTEIbHOM OpraHU3aIH; TOJHOE
HaMEHOBaHHE 0O0IIe00pa30BaTEbHON OpraHW3aluy; HOMEp JUYHOTO Jena; (haMuiis WMs
OTYECTBO pa0OTHUKA B UMEHUTEIILHOM TaJeKe; MaThl - TOJ Hadala W TOJ OKOHYAHHS BEICHHS
7eT1a; KOJMYECTBO JINCTOB; CPOK XPAHEHUS;

MOMEIIEHUE TOKYMEHTOB, TOJICKAIINX XPAaHEHUIO B COCTABE JIMYHBIX JIET, B XPOHOJIOTHUYECKOM
MOPSITIKE:



2.5.
2.6.

2.7.

2.8.

2.9.

BHYTPEHHSS ONUCH TOKYMEHTOB Jena (mpuioxenue Ne 3);
JIMYHBIN JINCTOK MO y4YeTy KaJapoB (mpuioxeHus Ne 6);
3asBJICHME O IIpUEME Ha paboTy;

MpUKa3 O MpueMe Ha padoTy;

TPYJOBOM JJOTOBOD;

O Oo0ooOooOo 8

JIOTOBOP O TMOJIHOW MaTe€pUaIbHOM OTBETCTBEHHOCTH (€CiIu PabOTHUK - MaTepUaIbHO
OTBETCTBEHHOE JIUIIO);

0 xapakTepUCTHKHU U PEKOMEHIaTeNbHbIE TUCbMA,

0 cormacue Ha 00pabOTKY NEPCOHATBHBIX TAHHBIX.
JIMCTHI JOKYMEHTOB, TIOMEUICHHBIX B IMYHOE JIEII0, TIOJICKAT HyMEpaIluH.
C menpro obecnedeHUs] HAAJESKAIICH COXPAHHOCTH JIMYHOTO Jlefla TMEeJaroroB o
COTPYAHHUKOB 00IIe00pa3oBaTeIbHON OpraHM3aluu U YI00CTBa B OOpallleHHH C HUM TPH
(GOpMUPOBAaHHH JOKYMEHTHI TIOMEMIAIOTCS B OTHCIBbHYIO mTanky. [Ipu yBOJBHEHHU
paboTHUKA MTPOIIMBAIOTCS HUTKAMH U CIAIOTCS B apXHB.
BHyTpeHHSISI ONMUCh JTIOKYMEHTOB, WMEIONIUXCS B JIMYHOM JieJe, JOJDKHA COJEPIKaTh
CBEJICHUS O MOPSIKOBBIX HOMEpaX, HANMEHOBAHUSX JIOKYMEHTOB JIeJia, KOJIMYECTBE JINCTOB,
JaTax BKJIFOUEHHS JIOKYMEHTOB B JIMYHOE JCJIO U U3BATHS M3 JIeNa, a TAKKE KEM H3bST
JIOKYMEHT U TI0 KaKOW IIpHYHHE.
BHYTpeHHSISI OHUCh COCTABJIICTCS HA OTICILHOM JIMCTE 10 YCTAaHOBJICHHOU (hopme. JIMCThI
BHYTPEHHEH OIMMUCH HYMEPYIOTCS OTACIBHO.
[Tpr moArOTOBKE JTUYHBIX JIe K Tiepejadye Ha XpaHCHHE K BHYTPSHHEH OMUCH COCTaBIISETCS
UTOTOBas 3aIlMCh, B KOTOPOU yKa3bIBAETCS IU(PPAMH U MIPOIMHCHI0 KOJUYECTBO BKIIFOUCHHBIX
B HEE JOKYMECHTOB M KOJIMYECTBO JIUCTOB JICIA.

3. Iopsinok BeeHMs JIMYHBIX J1eJI N1earoroB M COTPYAHMKOB OPraHU3ALNH, OCYIIeCTBIIAIOLIeH
00pa3oBaTe/IbHYIO 1eSITEIbHOCTD

3.1. JInuHoe Aeno MenaroroB M COTPYIHUKOB 00mIeoOpa3oBaTeIbHON OpraHU3allii BEACTCS B TECUCHUE
BCET0 Mepuojia paboThl KXKIOTO TeJjarora ¥ COTpy/IHUKa B 00111€00pa30BaTeIbHON OpraHu3aIliy.

3.2. JlanpHeliiee BeJCHHWE JUYHOTO Jella TMEJaroroB U COTPYAHHKOB 0O0IIeo0pa3oBaTeabHON
OpraHM3aliy MpeaycMaTpUBAET MOMEIEHUE B €0 JIOKYMEHTOB, 00pa3yloIIUXcsl B Ipolecce padboyeit

ACATCIIBHOCTH Y UMCIOINX 3HAYCHUEC JIA TPYJOBBIX OTHOIIIEHHUH:

JIOTIOJIHEHUE K JIMYHOMY JIUCTKY IO Y4ETY KaJIpOB;

AOMOJHUTEIIBHBIC COTJIAIICHUA K TPYAOBOMY HOTOBOPY,

KOMUU TPUKA30B MO JUYHOMY COCTaBY, KOTOpBIE KacalOTCsi TENaroroB U COTPYIHUKOB
0011e00pa3oBaTeIbHON OpraHU3aIlHH,

OT3bIBbI JOJDKHOCTHBIX JIMI O IEAArore u COTpyAHUKe O6H.ICO6pEl3OB8.T€J'IBHOfI OpraHu3alunu,

KOIIMU JOKYMCHTOB O ITOBBIIICHUHA KBaJ'II/I(bI/IKaI_II/II/I;

KOIUU CepTU(UKATOB, TPaMOT;

JIUCT - 3aBEpPUTEIb Jieia (COCTABIISIIOT MPU C/1aye JIMYHOIO JIeJia B apXUB);

HWHBIC TOKYMCHTEIL.

3.3.

B nemax obecreueHust KOHTPOJIA 3a COXPAaHHOCTBbIO U AKTYaJIbHOCTBIO JIMYHBIX ICJI B

0011e00pa3oBaTeIbHON OpraHU3aluK €XeroaHo (He mo3aHee | kBapTama rona, CIETyrOIIEro 3a

OTYETHBIM) MPOU3BOAUTCS MTPOBEPKA UX HATTMYUS U COCTOSTHUSI.



3.4. ExeromHyio mMpoBEpKY COCTOSIHHSI JIHUYHBIX JIe] Ha MPEIMET COXPAaHHOCTH BKIIOYCHHBIX B
HEro JIOKYMEHTOB IPOBOJUT CIIELHAIBHO CcO3JaHHas Komuccus. O IpOBEIEHHBIX MPOBEPKAX
JIeIaeTcsl OTMETKA B JIUCTE O PE3yJIbTaTaxX €XKEeroJAHOW MPOBEPKH COCTOSHUS U HAIUYHUS JTUYHOTO
nena (mpuwioxenue Ne 5) u cocrtaBisiercs akT. Pe3ynbTarbl NpPOBEPKH JUYHBIX JET B
00s13aTeIbHOM MOPSIIKE JOBOJATCS 10 IUPEKTOpa 00111e00pa3oBaTeIbHON OpraHU3aluHy.

4. IMopsiiok y4éTa U XpaHeHHs JIMYHBIX JIeJI 1eIaroroB U COTPYAHMKOB OPraHU3aluu,
OCYLIeCTBJIAONIeH 00pa30BaTeIbHYIO 1eSITeTIbHOCTD.

4.1. XpaHeHue U y4eT JUYHBIX I MeJaroroB U COTPYIHUKOB OPraHU3allMHU, OCYIIECTBIISIIOIICH
00pa30BaTeNbHy0 JESATeNIbHOCTh, OPTaHU3YIOTCA C LENbI0 ObICTPOro M 0e30mHUO0YHOro
MOWCKa JIMYHBIX JeJI, OOecHeueHusi MX COXPAaHHOCTH, a Takke o0ecrnevyeHus
KOH(HUICHIIMATLHOCTH CBEJCHHUN, COJCpPXKALIMXCA B JOKYMEHTaX JIMYHBIX Jel, OT
HECaHKLUMOHUPOBAHHOTO JIOCTYyIA.

4.2. Jluunble ena COTPYIHHUKOB XpaHsTCA B ceiipe o0meodpa3zoBaTebHON OpraHu3ainy.

4.3. TpynoBble U MEIUIIMHCKHAE KHW)KKH XPAHATCS OTJCIBHO B ceide.

4.4. JlocTyn K IWYHBIM JieJIaM IeJaroroB U COTPYJIHUKOB 0011e00pa3oBaTeIbHON OpraHu3aluu
UMEIOT TOJBKO CEKpeTapb, CHEHHAINUCT MO KajapaM, IUPEKTop o00I11eo0pa3oBaTeIbHON
OpraHu3anuy Ju00 3aMECTUTENIH IUPEKTOpa MPHU MCIOIHEHUU OOS3aHHOCTEH IUPEKTOpa
o011eo00pa3oBaTeIbHON OpraHU3aIiH.

4.5. CucremaTtu3anusi JUYHBIX JIeJd TMEAaroroB H COTPYAHUKOB 00IIeo0pa3oBaTeIbHOM
OpraHu3alliy MPOU3BOJIUTCS B ali)aBUTHOM TOPSAKE.

4.6. JluuHble Nena MeAaroroB U COTPYAHUKOB OOIIe00pa3oBaTeIbHON OpPraHU3allid, UMEIOLINX
rOCy/IapCTBEHHbIE 3BaHMs, MPEMUHU, HArpajibl, Y4YeHbI€ CTENEHU U 3BaHMS, XpaHSITCS
IIOCTOSIHHO, @ OCTaJbHBIX COTPYAHHKOB - 75 JeT ¢ roja yBOJbHEHHS paOOTHHMKa (B
coOTBETCTBUM ¢ [lepeuHeM TUIOBBIX yIPaBICHYECKUX JTOKYMEHTOB).

5. lopsaiok BbIIAYH JIHYHBIX /IeJ BO BpeMeHHOe M0JIb30BaHue

5.1. Brimaua nuyHBIX JAen (OTHENbHBIX JOKYMEHTOB B COCTaBe JHYHOTO Jella) BO BpEMEHHOE
MOJIb30BAaHUE TMPOU3BOJIUTCS C pas3pelieHus TupeKTopa o0I1eo0pa3oBaTeNbHON OpraHU3alluu 0
3asBIICHUIO COTPYTHHKA OPTaHU3alNH, OCYIIECTBISIIOIIEH 00pa30BaTeIbHYIO ICATEIbHOCTb.

5.2. Pabora (o3HaKOMIIEHWE) C JMYHBIMH JEJIaMU TI€IarOTOB M COTPYJIHHUKOB 0O0IIe00pa3oBaTeIbHON
OpTraHH3aIM¥ MPOU3BOINUTCS B IPHUEMHOM JUpEKTOpa. B KOHIE paboyero JHs ceKpeTaph WIH CIEIHATACT
Mo KajapaMm o0si3aHa yOeIuThCS B TOM, YTO BCE JIMUHBIC JI€Tia, BhIIAHHBIE BO BPEMEHHOE MOJB30BaHUE,
BO3BpalICHbBI HA MECTO XpPaHCHHUA U €CTb JIN HCO6XOI[I/IMOCTI) AJIA MIPUHATHA MEP K UX BO3BPAIICHUIO UJIA
PO3BICKY.

5.3. ®axT BBIAAYM JTUIHOTO JieNia PUKCHPYETCS] B KOHTPOJIBHOM XKYypHAJIe.

5.4. M3bpsaTHe OTIENbHBIX JOKYMEHTOB W3 JIMYHOTO Jelia TPOM3BOAMTCA C pa3pelieHus JUPEKTopa
001meo0pa3oBaTelbHOM  OpraHu3aul ¢ O(QOPMIICHHEM COOTBETCTBYIOIIECH 3amucu B Tpade
«IIpumeuanue» BHYTpeHHeW omnucu. [Ipm BpeMEHHOM W3BATUHM JOKYMEHTa Ha €ro Mecro (Mexay
JUCTAMH COCETHUX JOKYMEHTOB) BKJIQJBIBAETCS CIIPaBKa-3aMECTUTENh C yKa3aHWEM JaThl U MPUYHUH
HU3BATHUA C IOANUCHIO JIMIA, BbIJAABIICTO JOKYMEHT, U MOAIMKUCHIO JIMIA, IMTOJYUYUBIIECTO €0 BO BPEMCHHOC
MOJTb30BaHHE.

6. OdopmiieHne JHYHBIX J1€J1 TIepe cAaveid B apxXuB
6.1. OdopmieHue JIWYHBIX AEN UIS TEepeAadydl B apXWB MPOU3BOMUTCS CHEIHATHCTOM TIO KaJapam
o0nieo0pa3oBaTeIbHON OpraHU3aii. JTa Mpoleaypa BKI0YaeT:



MOAIIMBKY (TIEpEIIET) Aena;

YTOUYHEHUE HyMEpaIliuu JIUCTOB JIea;

COCTAaBJICHHE JIMCTa-3aBepuTeIIs (puinokenue Ne 8);
COCTaBJICHHE (YTOUHECHHE) BHYTPEHHEHN OITHCH;
BHECEHUE YTOUHEHUH B PEKBU3UTHI JTUIICBOM OOJIOKKH Jela.

6.2. Jlucr-3aBepuTeNb Jeia JODKEH IMOAMKMCATh €r0 COCTaBUTENb, MPU ATOM Jenaercs pacimdpoBka
JOJDKHOCTH U TIOAIKCH, MPOCTABISCTCS jaara. B mpolecce HCIOIb30BaHHS apXUBHBIX JIOKYMEHTOB B

JIUCTEC-3aBEPUTECIIC ACTIAOTCA COOTBCTCTBYIOIIHUE OTMETKH. Ecmm JCJI0 ITOAIINTO 0e3 JIMCTAa-3aBCPUTEIIA,

TO €ro CleAyeT HAKJICUTh Ha BHYTPEHHIOK CTOPOHY OONOkKH nena. 6.3. C menpio oOecrieueHus

COXPAaHHOCTH JIMYHBIX OCTT pCKOMCHAYCTCA:

OOBEIUHATh WHIAMBHIYaJbHBIC JIMYHBIC JI€Jla YBOJECHHBIX COTPYAHMKOB B OJHY OOJIOKKY
(oOBeaMHEHHOE J1eTI0) ¢ TAKUM pacyeToM, YToObl 00beM Jena (Toma) He npesBbiman 250 JIUCcTOB
(TyTeM CHIMBKM MaTepUaliOB MHAMBHUIYaTbHBIX JIEN 110 FOaM YBOJIbHEHUS);

pacrnosiarate MaTepHaibl HHIUBHIYAIBHBIX JIEN B Ipeaenax jeia (ToMa) B anaBUTHOM MOPSIIKE
(modamMHuITBbHO), OTAETSAS MaTePHalIbl, OTHOCSIUECS K Pa3HbIM WHAWBUAYAIBHBIM JI€JaM, YUCTHIM
JUCTOM OyMmarm ¢ yKa3aHHeM Ha HeM (aMuwinM, MMEHH U OTYECTBa COOTBETCTBYIOIIETO
YBOJIGHHOTO I1€/Iarora M COTpyIHHKa 00I11e00pa3oBaTeIbHON OpraHu3allny;

CHa0XaTh KaX10€ 00BbEIMHEHHOE /Ie0 (TOM) BHYTPEHHEH OMUCHIO C MEepeYrCICHUEM (aMUITHiA,
UMEH W OTYECTB M YyKa3aHWEM HOMEPOB CTPaHUI], B MpeAeiax KOTOPBIX PAaCHOI0KEHBI
COOTBETCTBYIOIIME JOKYMEHTEHI.

6.4. Ilepenmaua JIMYHBIX €] B apXUB OCYLIECTBIISICTCS HE IMO3IHEE TPEX JIET MOCIE 3aBEPIICHHS
UX B JEJONPOU3BOJICTBE B COOTBETCTBUU C rpadukoM. I[IpenBapurensHO ceKperapeM,
CTIEHUAIKUCTOM TI0 KaJpaM IMPOBEPSETCS MOJHOTA M MPABUIBHOCTH MOATOTOBKH JHYHBIX €N K
nepenayde. BrlsBieHHbBIC TP IPOBEPKE HEAOCTATKH YCTPAHSAIOTCS CEKPETapeM, CIIeUaIHCTOM 10
kangpam. [lepenada m mpueM MPOM3BOIATCS MO ONMUCH C TPOCTAHOBKOW OTMETOK O HAJIMYUHU
JIMYHBIX JIEIT.

6.5. JluuHble Jema TemaroroB W COTPYAHHMKOB 00IIe00pa30BaTENbHOW  OpraHU3aIuH,

3aKOHYEHHbIE Jienonpon3BojcTBoM 10 1 sHBapst 2003 rona, xpansarca 75 ner, nmocie 1 sHBaps
2003 roma - 50 ner. Jluunbie gena AWpeKTOpa, IIaBHOTO OyxraiaTepa oOieoOpa3oBaTeTbHON
OpraHU3aIlH UMEIOT MMOCTOSIHHBII CPOK XpaHEHMUS.

7. OTBeTCTBEHHOCTh

7.1. Ilegaroru W COTPYOHUKU OOIIEOOPa30BATETHLHON OpraHU3alliu OO0S3aHbI CBOEBPEMEHHO
MPEJICTaBISITh CEKPeTapro WM CHEHUAINCTYy IO KajapaM CBeIeHHS 00 W3MEHEHUU B
HepCOHa.TII)HI)IX JaHHBIX, BKIIFOUCHHBIX B COCTAaB JIMYHOI'O JCJIa.

7.2. Paboronmarens o0ecIeYnBaeT:

COXPAaHHOCTh JIMYHBIX JIEJ TIEaroroB U COTPYIHUKOB O0IIE0Opa30BaTENbHON OpraHU3aIuu; ®

KOH(l)I/I)IeHHI/IaJ'H)HOCTI) CBG}IGHHI;'I, conepmamnxcsf B JIMYHBIX JcJIaXx IMeagaroroB u

COTPYIHUKOB.

8. IIpaBa paGoToaarensi U padOTHUKA

8.1. I[J'I}I obecreueHust 3alIUTEI NIEPCOHAIBHBIX JAHHBIX, KOTOPLIC XPAHATCA B JIMYHBIX ACJIAX MCIaroroB
U COTPYAHUKOB 06LHCO6paSOBaTCHBHOﬁ opranuszanuu, neaaroru U1 COTpyaHHuKU O6H.ICO6p3.3OBaTCHBHOI>'I
oprann3aivii UMCIOT IIpPaBoO:



MOJTYYUTh MOJHYIO HH(POPMALIUIO O CBOUX MEPCOHATBHBIX JTaHHBIX U 00pabOTKe ITHX JaHHBIX;
MOJTyYUTh CBOOOIHBIN JOCTYI K CBOUM MEPCOHAIBHBIM JIaHHBIM;

MOJIYYUTh KOIMHHU JOKYMEHTOB, XPaHSIIUECS B JMUYHOM J€Jie W COJAECpXKAIINE NEPCOHAIbHBIE
JIaHHEIE.

TpCGOBaTB HCKIIIOYCHUA WX UCHIPABJICHUA HCBCPHBIX U HCIIOJHBIX NICPCOHAJIBHBIX JJaHHBIX.

8.2. PaboTomarens uMeeT mpago:

O6pa6aTBIBaTB NEPCOHATIBHBIC JAaHHBIC II€JAaroroB MW COTPYIHHUKOB O6HI€O6paBOBaTeJ'IBHOﬁ
opraHu3alnr, B TOM YUCJIC U Ha 3JICKTPOHHBIX HOCUTCIIAX

3alpoCcuTh OT H€JAaroroB M COTPYAHHKOB O6H.[€O6paSOBaTeJII>HOI>'I OpraHusanuu BCHO
HCOGXOI[I/IMYIO I/IH(l)OpMaI_II/IIO JJIs1 BEACHUA JIMYHBIX OCI U O6pa6OTKI/I IEPCOHAIIBHBIX JAaHHBIX.

9. 3akiII0YHTEIbHBIE MOJIOKEHHS

9.1. Hacrosimee Ilonoxenue o mopsAKe BEACHHS JHMYHBIX A€ PaOOTHUKOB SIBIISETCS JIOKAJIbHBIM

HOPMAaTUBHBIM aKTOM, HpuHHMMaeTcs Ha [lemarormueckomM CcoBeTE€ IIKONBI M yTBepxaaercsa (Iudo
BBOJUTCS B JEHCTBHE) MPUKA30M JUPEKTOpAa OPraHM3allM, OCYILIECTBIIAIOIIENH 00pa30BaTEIbHYIO
NEeSITENIbHOCTbD.

9.2. Bce u3MeHEeHHS U JIOTOTHEHHS, BHOCUMBIC B HacTosee [looxxenne, ohopMIISIOTCS B TUCHMEHHON
(dhopMe B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOATEILCTBOM Poccutickoit denepanuu.

9.3. TlomoxxeHue O TOpPSAKE BEOCHHS JUYHBIX Jel paOOTHUKOB 00pa30BaTENbHOW OpraHU3aluu
IIPUHUMAETCA Ha HEOIpPEACIICHHbIN CpoK. M3Mmenenus u pononHeHus K [lonoxkeHWro mpuHUMArOTCS B
HOpsAJIKE, IPELyCMOTpeHHOM 11.9.1. Hactosmero [lonoxenus.

9.4. Tlocne npunstus [lonoxeHus (MU U3MEHEHHUH U JOMIOJIHEHUH OTIENbHBIX TYHKTOB U Pa3/IesioB) B

HOBOH p€aaKkuuru nmpeaniaymas peaakuusa aBTOMaTHICCKU yTpauyuBacT CUITY.



[Tpunoxxenne Nel k MOJIOKEHUIO O
MOPSIIKE BEJCHUSI IMIHBIX J1EJT

pabOTHUKOB
KypHain yuera JIMYHBIX J€I
No [Hara Oamuus, | Tabens | JlomKHOCTD CrpyktypHoe | [laTta u HOMEp [Ipumeuanue
1/ | oopmIteHHS M, HBIH (mpodeccus, |[mompaszmeneHue| — MpHKaza
Il [IAYHOTO JIeNal OTYECTBO | HOMEp CTICITHATEHOCTD ) (pacnopsDKeHHS)
nemarora u nejarora u 0 mpuemMe Jlata 1 HOMEp
COTPYIHUKA COTpYIHUKA nenarora u npHKasa
COTPYAHNKA HA | 1y criopsikeHns)
paboty o
TIpeKpaIIeHUH
(pacTopxeHnn)
TPYAOBOTO
JIOTOBOPA C
Me1aroroM u
COTPYAHUKOM
(YBOJIEHEHHN)
1 2 3 4 5 6 7 8 9




Ipunoxenne No2 K MOJIOKCHHIO O
MOPSIIKE BEJCHUSI IMIHBIX J1EJT
pabOTHHKOB

O010KKa JIMYHOTO Jejia

Donx Ne

Ormce Ne

Heno Ne

WNupexc nena

JlaTa Hayada

Jlata okoHUaHUs

Ha JACTax

XpaHUTh J€T

(Ha3BaHHe 00pa30BaTENHLHON OpPraHU3aIHH)

JIMYHOE JIEJIO Ne

(3aroyoBoK Jena)

®ong Ne




Ipunoxenne Ne3 K MOJOKCHHIO O

TOPAAKE BEACHUA JIMIHBIX JCIT

pabOTHUKOB
Ommce Ne
Hemo Ne
BHYTPEHHAA OITMCh nokymMeHTOB
neia Ne
Ne i/t HNunexc Hara Haszsanue [Ipumevanus
JIOKyMEHTAa JIOKyMEHTAa JIOKyMEHTAa Homep

JIMCTOB J€J1a

Hrtoro:nokyMeHTOB

(uudpamu U IPONHCHIO)

KommuectBo nmrucToB BHyTpeHHeﬁ OITNCH

(Mg pamMu ¥ IPOIUCHIO)

OTBeTCTBEHHBI! 32 KaJIpOBbII yUeT:

(moxrvcs)

«».202 romaa




®.1.0.

ITpunoxxerne Ned k MOJIOKEHHIO O
MOPSIIKE BEJCHUS TMIHBIX [1EIT

paboTHHKOB

JIOKHOCTH

JInunoe gemno Ne

Jlata o3HaKOMJIEHHUS TIearora u
COTpyAHUKA C JIMYHBIM ACJIOM

IMoamucek nemarora u
COTpYHHKA

OTMeTKH, IpUMEYaHusl,
3aMeYaHus




IIpunoxenne Ne5 k 1MoJ10XEHUIO O
TIOPSIZIKE BEICHUS TUIHBIX €T

paboTHHKOB
OTMeTKAa 0 pe3yJabTarax emeronnoﬁ NMPOBEPKHU COCTOSAHUSA U
HaJIn4us JJUYHOI'0O AeJia
®.1.0.
JIOKHOCTD
JInunoe nemno Ne
Jlara mpoBepku ®.1.0. unenon [Toanucu 4ieHos Pesynprar nposepku

KOMHUCCHHU KOMHCCHHU




[punoxenne Ne6 K MOTIOKESHHIO O
MOPSAKE BEICHHS JIMYHBIX Al

paboTHHKOB
JIMYHBIN JJUCTOK 110 Y4eTy KaJApoB
1. damunus
Nms OTtuectBO
2. Tlon
3. Ton, yncno u Mecsl poKICHUS
4. Mecto poxacHuUs
(cemno, nepeBHs, TOPOJ, paioH, 061acTh)
5. TI'paxxnancTBO
6. OoOpazoBanue
HaszBanue yueObHoro| ®axyiabTer I'on I'on Ecan ne Kakyro
3aBE/ICHUA U €T0 U MOCTYIUIEHHS | OKOHYaHUs |OKOHYMIL TO C| CICHHAIbHOCTD
MECTOHAXOXIEHUE | OTIEIICHUE Wiy yxona |Kakoro xypcaj — IHOJTy4WsI B
yIIesn pe3yJibTare
OKOHYaHUS
yueOHOro
3aBENICHU,
yka3arb Ne
JUIIOMA WIN
YAOCTOBEPEHUS

7. Kaxumu HWHOCTPAaHHBIMHU A3bIKAMU BJIAACCTC

(qm‘ae‘re U IIEPEBOAUTE CO CJIOBAPEM, YUTACTE U MOKETE OGBﬂCHﬂTBCﬂ, BJIazIc€Te CBO60)1HO)

8. VYdeHnas cremneHb, yueHOE 3BaHUE

9. Kakue numeere Hay4HbIe TPYAbl U U300pETEHUS
10. BrmonHseMas paboTa ¢ Havyajaa TPYJOBOi IesATebHOCTH (BKIt0Yas y4eOy B BBICIINX U CPEITHHUX
CHelHaTbHbIX YUYEOHBIX 3aBeJICHHUX, BOGHHYIO CIIy>KO0y U paboTy IO COBMECTUTEIBCTBY )

Mecsi u rog ‘I[OJDKHOCTL C YKa3aHUCM YUPCIKACHUA, MecToHax0XAeHUE ‘



MOCTYIUIEHUS yxozaa OpraHu3alMy, PEANPUATHS, a TAKKE yUpEXIEHUS,
MUHHUCTEPCTBA (BEAOMCTBA) OpraHu3aluy,
IPEIIPUITUS

11. TIpeOriBanue 3a rpanuleii (padbota, cyxebHass KOMaHIUPOBKA, TOE3/IKA C JEJICTAIUCH )

Mecsu u rog B kaxoit ctpane Llenp npeObIBaHUs 32
C KaKoro rpaHuLEel
BPEMEHU |10 KaKoe
BpeMs

12. VYudactue B BBIOOPHBIX OpraHax

MecTto BbIGOpHOTO| HasBaHue BbIOOpHOTO | B KauecTBe Koro l'on

oprasa Oprana BBIOpaH n30paHusi | BBIOBITHS

13. Kaxkue nmeere MMpaBUTCIbCTBCHHBIC HAr'paJibl

Koraa u keM HarpaxxiaeH

14. OrtHoIIEHHE K BOMHCKAM 00513aHHOCTSAM M BOMHCKOE 3BaHHUE

Cocras Pon Boiick

(KOMaHHbIN, MOJUTHYECKHUH, aIMUHUCTPATHBHBIN, TEXHUUECKUU H T. 11.)

15. CemeiiHoE TI0JI0KEHUE B MOMEHT 3aII0JTHEHUS JIMIHOTO JINCTKA

(4JICHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomamrauit agpec

17. 06513}/}001: CBOCBPCMCHHO H3BCIIATH 000 BCceX M3MEHCHUSIX JaHHBbIX, BKJIIOUCHHBIX B JIMYHBIN
JIMCTOK 11O YYCTY KaJIpOB.

«».202 rojaa
[Ipunoxenne No7 K MOJIOKEHHIO O
MOPSAKE BEACHHS JIMYHBIX I
PabOTHHUKOB
AHKETA
Damuins

Nms




OTYEeCTBO

[laTa poxxaeHus

1. I'paxknancTBo (eciu HU3MEHSIU, TO YKaXKHUTE,
KOT/JIa M 110 KaKOW MPUYNHE)

2. O0pa3oBaHue, ydeHasi CTENeHb (KOT/Ia U KaKue

ydeOHBbIC  3aBENCHUS  OKOHYIIM,  HOMEpa
nuruioMoB). CriennaabHOCTh M KBATH(UKAIUS TI0
JTUTIIIOMY

3. KakumMu MHOCTpaHHBIMH SI3bIKAMH U SI3BIKAMU
HaponoB Poccuiickoii denepannu Biajaeere U B

KakoW  cTeneHH — (4uTaeTe W MOJKETE
O0OBSCHSTHCS, BIaIceTe CBOOOTHO)

4. BemmonHseMas paboTa ¢ Hayasa TPYJIOBOM JEATEIHOCTH (BKJIIOYasi BOGHHYIO CIIy:KOy U padoTy
110 COBMECTHUTEIbCTBY)

Mecsu u roa JIOJKHOCTB € yKa3aHUEM YUPEKICHUS, MecTtoHaxoxkIeHHE
MOCTYTIJICHHUS yxoza OpraHu3aly, NPeaNpUsITUs, a TAKKe YUYpEKIACHUA,
MHHHCTEPCTBA (BEAOMCTBA) OpraHHU3aINH,
PEANPUSITHS

5. Bamu 0au3kue poACTBEHHUKH (3KEHA, MYK, OTEIl, MaThb, OpaThbs, CECTPHI)

CreneHsb T'on Mecto paboThl, Anpec mecta
poactBa |DamMuiIMs, UMS, OTYECTBO| POXKICHUS JOJDKHOCTD JKUTEILCTBA

6. Jomamnnuii anpec u Homep TenedoHa

7. IlacmopT M JOKYMEHT, €ro 3aMEeHSIOIIUN

(HOMED, cepusl, KeM M KOT/ia BBIIaH)

8. JlomonmHuTeNnbHBIE CBEICHUs, KOTOpBIEe BEI jkenaeTe cooOmuTh o cebe

10. Ha xaxoif ypoBeHb 3apruiatel Bel paccunTeiBaeTe?

«.202 romaa

(OIKHOCTH OTBETCTBEHHOT'O 32 KaJIPOBBIN Y4eT) (moxnuck) (pacumpoBKa MOAMKICH)



ITpunoxxerne Ne8 k MOJIOKEHHIO O
MOPSIIKE BEJCHUSI TMIHBIX J1EJT

paboTHHKOB

JIMCT-3ABEPUTEJIDb gesa Ne

B nene npomuTo u NpoHyMEPOBaHO JIMCTOB

(uudpaMu 1 IPOIHCHIO)

¢ Nerio Ne, B ToM uncre:

JIMTEPHbIC HOMEpa JINCTOB MPONYIICHHBIE
HOMEpa JINCTOB

+ JINCTOB BHYTPEHHEHN ONKCH JTUCTOB

OcoOeHnHoCTH (HPU3HUECKOTO COCTOSIHUS U Howmepa nucros
dbopMupoBaHus fena

OTBETCTBEHHLIN 3a Ka,[[pOBHﬁ yuer

(moxrics) (pacmmpoBKa IOIITHCH)

«.202 rozga
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