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1. O0mue mosto:xkeHUs

1.1. Hacrosimee IlonokeHue o mopsike BeAeHUS JUYHBIX jaenl padoTtHukoB [lkomer MUIT
I'yaurosoit C. I1I. (nanee — Illkona), paspaborano B coorBeTcTBHH ¢ DenepanbHbIM 3aKOHOM No
273-®3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit denepaunmy», OeaepaabHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O mepcoHanbHbIX JaHHBIX», a Takxke [lomoxxenunem 06 UII IN'yuurosa C. L.
(mamee — Illkomna).

1.2. Jannoe IlonoxkeHue omnpenenser NOpsI0K BEASHUs JIMYHBIX JIe]l MEJaroroB U HHBIX
COTPYAHUKOB U paboTHHKOB LlIkombl, onpenenser nmopsaok GOpMHUPOBAHHS, y4eTa U XpPaHEHUS,
BBIJIAYM JINYHBIX JI€J BO BPEMEHHOE M0JIb30BAaHUE, a TAKKE OTBETCTBEHHOCTb, IpaBa pA0OTHUKOB U
TUPEKTOpa 00pa30BaTEIbHON OpraHU3alNH.

1.3. Hactosmee [lonoxxenue yrBepkaaercs mpukasom 1o [lkosne u siBisieTcst 00s13aTeNbHBIM
JUISl BCEX KaTEropuid MeJarornyecknx U Apyrux corpyaHukoB LIIkobl.

1.4. Benenue JIUYHBIX A€l NeAaroroB U coTpyaHUKoB [IIkomnbl Bo3naraeTcss Ha crienuanucTa
0 KajJpam.

1.5. JInuHOE NE0 — OCHOBHOM JTOKYMEHT IEPCOHAJIBLHOTO y4YeTa, COJEp Kallnii HamOoJiee
MIOJIHbIE CBEICHUS O paOOTHUKE 00pa30BaTENbHONW OPraHU3alluy U €ro TPYAOBOH AesTenbHOCTH. B
JIMYHOE JIEJI0 BHOCSTCS CBEJICHUS, CBSI3aHHBIE C TOCTYIUIEHUEM Ha Pa0OTYy U YBOJIbHEHHUEM.

1.6. Cpenenusi, cojaepxamiudecs B JHYHOM Jelle, OTHOCATCA K KOH(HUIEHUUATbHOU
nH(pOpPMaLIUY, UMEIOT OTPAHMYEHHBIM JOCTYH U pa3rIalIEHUIO HE MOJIekKaT.

1.7. JInaHoe Aeno BeaeTcs B TEYCHHE BCETO Mmeproia paboTel paOOTHHKA.

1.8. Bengenne HECKONBKHUX JMYHBIX JEJT OAHOTO pabOTHUKA 00pa30BaTEIbHONW OpraHU3alUN
HE JIOMYCKaeTCsl.

2. lopsinok popmMupoBaHMS TUYHBIX /1€ COTPYIHUKOB

2.1. ®opMupoBaHHME JIMYHOTO Jejla MEJaroroB M COTPYJHUKOB 00IIe00pa3oBaTeIbHOM
OpraHM3alMy IPOU3BOJIUTCS HEMOCPEICTBEHHO IIOClie TMpueMa B 0011e00pa30BaTEIbHYIO
OpraHM3alMi0 WJIM T[epeBojJa TMeNaroroB W COTPYOHUKOB M3 Jpyrod oOpa3oBaTeabHOM
OpraHHu3aIiy.

2.2. B cooTBeTcCTBMM C HOPMATHBHBIMH JOKYMEHTAMH B JIMYHBIC Jeja TEAaroroB H
coTpynHUKOB LLIKOJTBI, BKIIAIBIBAIOTCS CIICYIOIINE JOKYMEHTHI:

s nedaco2os:

* 3asBJICHUE O IpUEME Ha padoTy;

* 3a5BJICHUE O COIJIACUU Ha 00pabOTKYy MEPCOHANBHBIX JaHHBIX I1€]1arora;

* clIpaBKa O HaJM4UU (OTCYTCTBUHU) CYAMMOCTH U (WiIM) (paKTa yroJIOBHOT'O MPECIeI0BaHUSA,
BBIJIAHHOT'O COOTBETCTBYIOIIMM OPraHOM IPaBONOPSIKA;

* aBToOMOTrpadus;

* KOTIHSI TTACTIOPTa WIIM WHOTO JIOKYMEHTA, YAOCTOBEPSIOIIETO TUIHOCTH;

* KOTIHsI CTPaXOBOTO CBUICTEIHLCTBA ICHCHOHHOTO CTPAaXOBAHMS,

* KOTIHsI UICHTU(UKAIMOHHOTO HOMEPA HAJIOTOTIATEeIIITNKA;

* KOTHSI IOKYMEHTa BOMHCKOT'O yueTa (JJIsl BOCHHOOOS3aHHbIX );

* KOTIMSI CBHJIETEIHCTBA O 3aKIJIIOUEHUU Opaka (IIpy HaJIU4uuK);

* KOTIMSI CBUJIETENIHCTBA O POKICHUU AeTel (IIpU HaIUYUN);

* KOITUHU JOKYMEHTOB 00 00pa3oBaHNM;



* KOTIMH JOKYMEHTOB O KBATM(PHUKAIIUU WA HATHYUE CICIHMATbHBIX 3HaHUU (TIPU HAJTHYUN);

* KOTIMH aTTECTAIIMOHHBIX JUCTOB (IIPU HAJTHYUN);

* KOTIMH JOKYMEHTOB O HarpaKACHUH (ITPU HATTUYNHN);

* XapaKTEPUCTUKH, PEKOMEHIaTeIbHbIC TUChMA (TPU HAIUYHUH);

* IPUKa3 O IpreMe Ha paboTy;

* IPUKA3 O MEPEBO/IC Ha UHYIO TOJHKHOCTH (IPU HAJIMYHN);

* TOJDKHOCTHAsE MHCTPYKUUS (IODKHOCTHBIE MHCTPYKIMH C MOMEHTA Ha3HaueHHs Ha BCe
JTOJDKHOCTH);

* TPYZIOBOM JOTOBOP (C TMOCIEAYIOUIMM BKIIIOUEHHWEM OTOJIHHUTEIBHBIX COTJANICHUH K
TPYIOBOMY JIOTOBOPY);

* TPYZIOBYIO KHUXKKY;

* MEIMLUHCKYIO KHIKKY.

s pabomnukos:

* 3asBJICHUE O TIpUEMe Ha padoTy;

* 3asIBJIGHUE O COTJIaCHH Ha 00pabOTKY MEePCOHATBHBIX TaHHBIX MEarora;

* CIIpaBKa O HATUYUH (OTCYTCTBHH) CYAMMOCTH M (MJK) (haKkTa yroJIOBHOTO MpECieJOBaHus,
BBIJIAHHOTO COOTBETCTBYIOIIMM OPTaHOM MPABOTIOPSIKA;

* aBTOoOMOTrpadus;

* KOTIHSI TTACTIOPTa WIIM WHOTO JIOKYMEHTA, YAOCTOBEPSIOIIETO TUIHOCTE;

* KOTIHSI CTPaXOBOTO CBUIETEIHCTBA IEHCHMOHHOTO CTPAaXOBAHMS,

* KOIUS MACHTU(PHUKAIIMOHHOTO HOMEpa HAIOT OIIATEINbIINKA;

* KOIUS TOKyMEHTa BOMHCKOTO y4eTa (i1 BOCHHOOOS3aHHBIX );

* KOTIMSI CBUJIETENIbCTBA O 3aKIJIIOUEHUU Opaka (IIpyU HaJIU4uuK);

* KOTMSI CBUJIETENIbCTBA O POXKICHUU AeTel (IIpU HaIUYUN);

* KOTIH TOKyMEHTOB 00 00pa3oBaHuy;

* KOTIMH JOKyMEHTOB O HarpXACHUH (ITPH HATTUIHHN);

* XapaKTEPUCTUKH, PEKOMEHIaTeIbHBIC TUChMA (TPH HATWYHH ),

* MpUKa3 O preMe Ha paboTy;

* IPUKa3 O NEPEBOJIE HA UHYIO JOJHKHOCTH (MPU HAJIMYHH);

* IOJDKHOCTHAsE MHCTPYKUUS (JIOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HA4YeHHUs Ha Bce
JOJKHOCTH);

* TPYZIOBOM JI0rOBOp (C MOCIEAYIOUIMM BKIIFOUEHUEM JOMOJIHHUTEIbHBIX COTJIAIICHUH K
TPYJIOBOMY JIOTOBOPY);

* TPYJIOBYIO KHUXKKY;

* MEIUIIMHCKYIO KHIKKY.

Pabomooamenv oghopmnsem:

* TPYJIOBOM TOTOBOP B ABYX IK3EMILISpAx;

* IpUKa3 O IpreMe Ha padoTy (0 MepeMeleHUH Ha APYTUe J0KHOCTH);

* TMYHYI0 KapTouky Ne T-2;

* IOJDKHOCTHYIO HHCTPYKIIMIO B JIBYX 9K3EMILISIpaX.

Pabomooamens snakomum:

* ¢ HOpMaTtuBHO-TIpaBOBbIMH  JokymeHTamu Ilkomer  (Ilonmoxenumem o  Illkose,
KonnexktuBabiM goroBopom, [IpaBunaMu Tpy10BOTO pactopsiaKa U JIp. JOKATbHBIMU aKTaMu);

* C JOJDKHOCTHOW MHCTPYKILIHEM;



* NPOBOAUT BBOJHBIM HMHCTPYKTaXK, HHCTPYKTaX IIO OXpaHe TPyAa, HHCTPYKTAX IO
MPOTUBONOKAPHOU OE30IaCHOCTH.

2.4. [lepeuunoe oopMiIeHHE JTUIHOTO JIeJIa TIPETyCMaTPUBACT:

* MPHUCBOCHHE JUYHOMY JIeNly HOMEpPA COTJIACHO JKypHAy ydeTa JIMYHBIX J1ed (MpUIoKeHne
Ne 1);

* MOMEILEHHE JIOKYMEHTOB, TMOJIeKAIMX XPAaHEHUI0 B COCTaBEe JUYHBIX Jel, B
XPOHOJIOTHYECKOM MOPSIJIKE:

> BHYTPEHHSISI OTIUCh IOKYMEHTOB Jiena (npuiioskeHue Ne 2);

> JUYHBIN JINCTOK TIO y4eTy KaapoB (mpuinoxeHus Ne 6);

> 3asBJICHUE O MPHUEME Ha padoTy;

> MpHUKa3 O MpueMe Ha padoTy;

> TPYIOBOM JOTOBOD;

> JOTOBOP O TOJHOM MaTepualbHOM OTBETCTBEHHOCTH (eciau pabOTHUK —
MaTepHUaibHO OTBETCTBEHHOE JIUIIO);

> XapaKTEPUCTHKH U PEKOMEH/IaTeIIbHbBIC MTUChMA;

> corjacue Ha 00pabOTKy MEepPCOHATbHBIX TaHHBIX.

2.5. JIuCThl JOKYMEHTOB, TOMEIIECHHBIX B JTUYHOE J€J10, OJIEKAT HyMEpaluu.

2.6. C menpro oOecnedeHUs HAJIC)KAIIEH COXPAHHOCTH JIMYHOTO Jieja ITeAarorop M
COTPYIHUKOB 0O0IIe00pa3oBaTeIbHON OpraHu3anuu W yaoOcTBa B OOpalleHWd C HHUM TIPH
(dbopMUpOBaHUH TOKYMEHTHI MOMEIIAIOTCS B OTACTbHYIO manky. [Ipw yBonpbHEHHMH pabOTHHKA
MPOLIMBAIOTCSA HUTKAMU U C/IAI0TCS B apXMB.

2.7. BHyTpeHHSs ONUCHh JOKYMEHTOB, MMEIOIIMXCS B JIMYHOM [ieNe, JOJDKHA COJEpKaTb
CBEJICHHUS O MOPSAAKOBBIX HOMEPAaxX, HAMMEHOBAHUAX JJOKYMEHTOB J1€J1a, KOJIMYECTBE JIUCTOB, AaTax
BKJIFOYEHUSI JOKYMEHTOB B JIMYHOE JI€JI0 U U3BATUSA U3 JIEJIa, a TAKKE K€M HU3BAT JOKYMEHT M IO
KaKOW NPUYHHE.

2.8. BHyTpeHHSST ONMHCHh COCTABISAECTCS HA OTICIHHOM JIHCTE MO YCTaHOBIEHHOW (opme.
JIucTel BHyTpEHHEN OIUCH HYMEPYIOTCS OTAEIIBHO.

2.9. Ilpy NOArOoTOBKE JIMYHBIX €] K Iepelaye Ha XpaHEHUWE K BHYTPEHHEH OMNHUCH
COCTaBJISIETCS UTOrOBasi 3alHCh, B KOTOPOM yKa3bIBaeTcsl HUPPaMH M MPOMHCHIO KOJIMYECTBO
BKJIFOYEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JINCTOB JIENA.

3. [lopsiiok BeleHNsI TUYHBIX 1€J1 eIaroroB M COTPYAHUKOB

3.1. JIngHOE N1eNI0 MearoroB U COTPYAHUKOB 00IIe00pa30BaTEIbHON OpraHU3aIiy BEICTCS
B TE€UYCHHE BCETO Meproja padoThl KAKIOTO TeJarora W COTPyIHHKA B 00IIeoOpa3oBaTebHOMN
OpraHu3aIuH.

3.2. JlanpHeliee BeACHNUE JIMYHOTO Jiefia TIEAaroroB U COTPYIHUKOB 00111e00pa3oBaTeIbHON
OpraHM3aIliy IpeaycMaTPUBaeT TOMEIICHUE B JEJIO0 JOKYMEHTOB, OOpa3ylolIuxcs B TpOIecce
paboyeit IeATeTPHOCTH U MMCIOIIMX 3HAYCHHE JIUIS TPYIOBBIX OTHOIICHHA:

* JIOTIOJTHEHHUE K JIMYHOMY JIMCTKY TIO YYETYy KaJpOB;

* JIOTIOJTHUTEIIBHBIC COTJIAIICHUS K TPYJI0BOMY JIOTOBODY;

* KOIMU TPHKA30B IO JIMYHOMY COCTaBYy, KOTOpPBIC KacalOTCs IEIaroroB U COTPYIHUKOB
001eo0pa3oBaTeNbHOI OpraHu3aIiy;

* OT3BIBBI JIOJDKHOCTHBIX JIMIl O TIEAarore © COTPYIHUKE 00meo0pa3oBaTebHOM
OpraHH3aIny;



* KOITUU JOKYMEHTOB O MOBBIIIICHUU KBATH(PUKAIIIH;

* KONUU cepTU(PHUKATOB, TPAMOT;

* JINCT — 3aBEPUTEITb Jiena (COCTABIISAIOT MPH CJlayue JIMYHOTO JIejia B apXUB);

* UHBIC IOKYMCHTHI.

3.3. B nmensx obecniedeHus: KOHTPOJIA 32 COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIMYHBIX €N B
0011e00pa3oBaTeIbHON OpraHu3alul eXEeroAHo (He mo3mHee | KBapTaia roja, CIeayIomero 3a
OTUYETHBIM) TIPOU3BOAUTCS MPOBEPKA UX HATTUYUS U COCTOSIHHUSI.

3.4. ExxeroiHyto MpOBEPKY COCTOSIHUS JIMYHBIX €] Ha MPEeIMET COXPAHHOCTH BKJIFOUEHHBIX
B HETO JOKYMEHTOB IMPOBOJMT CHEIUAIBHO co3gaHHas Komuccus. O MPOBENECHHBIX IPOBEPKax
JIeIaeTCsl OTMETKA B JIMCTE O Pe3ysIbTaTaxX €KErOoJHOU MPOBEPKU COCTOSHUS U HAWYUS JTUIHOTO
nena (nmpuioxxenne Ne 5) v cocTaBIsieTcs akT. Pe3yIbTaThl MPOBEPKH JIMUHBIX JIe] B 00s13aTEILHOM
MOPSIIKE JOBOJATCS 10 AUPEKTOpa 00111e00pa3oBaTEILHON OpraHUu3aIliH.

4. ITopsinok yuéTa U XpaHeHHsl JHYHBIX J1eJI earoroB U COTPYAHUKOB

4.1. XpaHeHue W y4eT JUYHBIX JIeJl MeNaroroB M COTPYAHUKOB, OPraHU3YIOTCS C IIEJIbIO
OBICTPOr0 M 0E€30ITMOOYHOTO TOMCKA JIMYHBIX JeJ, OOECIEeUeHUs] UX COXPAaHHOCTH, a TaKKe
oOecrnieueHnss KOH(PHICHIINATHLHOCTH CBEACHHUM, COAEPIKAIIUXCS B JOKYMEHTaX JUYHBIX JEN, OT
HECAaHKIIMOHUPOBAHHOTO JOCTYTIA.

4.2. JInaHbIe Jena COTPYIHUKOB XpaHATCS B celihe 001eoopa3oBaTeIbHON OpraHu3aiy.

4.3. TpynoBbie ¥ MEAWITMHCKHE KHUKKH XPaHATCS OTACIBHO B cerde.

4.4. Jloctyn K JWYHBIM Jl€JiaM T[I€IarOorTOB W COTPYAHUKOB 00111€00pa3oBaTeIbHOM
OpraHu3ald  WUMEIT  TOJbKO  CEeKpeTapb,  CHEHUAIUCT MO  KaapaM,  JUPEKTOp
001e00pa3oBaTeIbHOM ~ OpraHu3anuu  JIMOO 3aMECTUTEIM JUPEKTOpa TMpPH  HCIOTHEHUU
00s13aHHOCTEN UpeKTopa o01Ie00pa3oBaTeIbHON OpraHru3altH.

4.5. Cucremaru3anusi JTUYHBIX €N TIEIaroroB W COTPYJHUKOB OO0IIC00pa30BaTEIBHOM
OpraHU3aIuy IPOU3BOANTCS B aI()aBUTHOM TTOPSIIKE.

4.6. JluyHple nmenma TMENaroroB W COTPYIHUKOB 00Ie00pa3oBaTENIbHON OpTraHU3aIuHy,
MMEIOIUX TOCYJapCTBCHHBIC 3BAHMS, MPEMUU, HATPaIbl, YICHBIC CTENCHU W 3BAHUS, XPAHITCS
MTOCTOSIHHO, @ OCTaJIbHBIX COTPYAHUKOB — 75 JIET ¢ rojia YBOJIbHEHUsI paOOTHUKA (B COOTBETCTBUU
c [lepeuHeM TUMOBBIX YMPABICHUECKUX IOKYMEHTOB).

5. Ilopsiiok BBIIAYH JTUYHBIX €1 BO BpeMEHHOE NM0JIb30BaHHe

5.1. Beimaga muuaHbIX e (OTASNBHBIX JOKYMEHTOB B COCTaBE JJUYHOTO JIea) BO BPEMEHHOE
MOJIb30BAHUE TPOU3BOJUTCS C pa3pelieHuss AUPEKTOpa 00Imeo0pa3oBaTeIbHON OpraHU3aluy 10
3asIBJICHUIO COTPY/IHHKA.

5.2. PabGora (o3HaKOMJICHHWE) C JIMYHBIMH JIeJlTaMH TIEJaroroB H COTPYIHUKOB
0011e00pa3oBaTeNbHON OpraHu3aly MPOU3BOAUTCSA B MPUEMHOM TupekTopa. B koHie padouero
THSI CEKpeTaph WM CHEIHAUCT MO KaJpaM o0s3aHa yOeTUThCS B TOM, YTO BCE JIMYHBIC JIEla,
BBIIaHHBIE BO BPEMEHHOE TIOJH30BAHWE, BO3BPALICHBI HAa MECTO XpaHEHUS W eCTh JIK
HEOOXOAUMOCTD JJIsl IPUHSTHS MEp K UX BO3BPAIICHUIO I PO3BICKY.

5.3. ®@axT BBIIaYM JIMYHOTO Jiea PUKCUPYETCS B KOHTPOJIBHOM KypHAJIE.

5.4. V3paTue OTHENBHBIX JIOKYMEHTOB W3 JIMYHOTO Jejia MPOU3BOJUTCS C pa3peliCHHs
IUpEeKTopa 00IIe00pa3oBaTeNbHON OpraHu3anuu ¢ 0hOpMIICHHEM COOTBETCTBYIOIICH 3aIllMcH B
rpade «lIpumedanue» BHyTpeHHell omucu. [Ipy BpeMEHHOM HU3BSATHU JTOKYMEHTa Ha €r0 MECTO
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(Mex Iy TMCTaMU COCEIHUX JOKYMEHTOB) BKJIAJBIBAETCS CIIPABKA-3aMECTUTENb C YKA3aHUEM JIaThl
Y NPUYMH U3BATHS C MOMIHNCHIO JIMIA, BBIAABIIETO JOKYMEHT, U IIOAIMCHIO JIAIA, ITOJYYUBIIETO
€ro BO BpEMEHHOE I10JIb30BAaHUE.

6. OpopMienne JMYHBIX AeJI MIepe] caaveil B apxuB

6.1. OdopmieHHe JUYHBIX JCN Ui TepeJaydl B apXvB MPOM3BOAMTCS CICIIHMAIUCTOM I10
KaJipaMm 00111e00pa3oBaTeIbHON OpraHu3alii. JTa MPoIeaypa BKIIOYACT:

* OJIIMBKY (MEepervieT) aena;

* YTOYHEHUE HyMEPAINH JINCTOB JIEJ1a;

* COCTaBJICHHE JIMCTa-3aBepuTes (mpuioxkenne Ne 8);

* cocTaByicHHE (YTOUHCHHE) BHYTPEHHEH OIUCH;

* BHECEHHUE YTOUYHCHHUI B PEKBU3UTHI JIUIIEBOU OOJIOKKH JeIa.

6.2. Jlucr-3aBepurtenb jaelia JIOJDKEH MOMINUCATh €r0 COCTaBUTENb, NMPH 3TOM JIeacTCs
pacmmdpoBKa TOJDKHOCTH M TIOJIMWCH, NPOCTaBIsSeTCS JaTta. B mpoliecce HCIONIb30BaHUS
aApXUBHBIX JOKYMEHTOB B JIMCTE-3aBEPUTEIIC ACNIAIOTCS COOTBETCTBYIONIUE OTMETKU. Ecimu merno
MOAIIUTO O€3 JUCTa-3aBEPHUTENIS, TO €ro ClIeAyeT HAKICHTh Ha BHYTPEHHIOI CTOPOHY OOJIOKKH
nena.

6.3. C enpto oOecredeHus COXPaHHOCTH JIMYHBIX JIe]T PEKOMEHTyeTCS:

* O0BEANHATh WHIWBHIYAIbHBIC JIWYHBIC JI€]a YBOJEHHBIX COTPYIHUKOB B OJIHY OOJIOXKKY
(0OBbenMHEHHOE /IeTI0) ¢ TAaKUM pacdeToM, YTOOBI 00beM nena (Toma) He mpeBbiman 250 aucToB
(TyTeM CIIMBKHW MaTepHajIOB MHIUBUIYAIbHBIX JEJ 10 TOJaM YBOJIbHCHHUS ),

* pacrmojlaraTh MaTepHalibl MHIWBHIyaJbHBIX JCN B Ipenenax jaena (Toma) B an(aBUTHOM
nopsiike (modamMuiIbHO), OTIEISAS MaTepUabl, OTHOCAIIMECS K Pa3HbIM WHIUBUIYAIbHBIM JIejaMm,
YUCTBIM JINICTOM OyMaru ¢ yka3zaHueM Ha HeM (aMUINU, UMEHU M OTYECTBAa COOTBETCTBYIOIIETO
YBOJIGHHOTO TI€/Iarora ¥ COTPYAHHUKA 00MIe00pa30BaTeIbHON OpraHU3allnu;

* CHA0XKaTh KaXJ0€ OOBEIWHEHHOE €TI0 (TOM) BHYTPEHHEH OMHCHIO C TMEPEUHCICHUEM
(dbaMuIHii, IMEH W OTYECTB M YKa3aHHEM HOMEPOB CTPAHMII, B MpeaesaX KOTOPHIX PAaCIIOIOKEHBI
COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. llepemaua NWYHBIX J€J B apXWUB OCYIIECTBISETCS HE TMO3JHEE TpPeX JIET IMOocie
3aBEPIICHUS UX B JISJOMPOU3BOJICTBE B COOTBETCTBUHU C Tpadukom. [IpeaBapuTesbHO cekperapeM,
CIEIUAJIUCTOM IO KaJpaM MPOBEPSETCS MOJHOTA W MPABWIBHOCTh MOJTOTOBKU JIMYHBIX JI€N K
nepeaayde. BrIsBIIeHHBIC TTPU MPOBEPKE HEJOCTATKU YCTPAHSAIOTCS CEKPETapeEM, CIICIIHATMCTOM I10
kaapaMm. [lepemaua W mpueM TPOU3ZBOAATCS IO OMUCH C TPOCTAHOBKOW OTMETOK O HAJIUYHH
JIMYHBIX JICI.

6.5. JluuHple [ne7a TEJaroroB W COTPYJHUKOB OOIIECOOpa3oBaTENbHON OpraHu3aIlnH,
3aKOHYEHHBIE Jejonpou3BoacTBoM 10 1 suBaps 2003 ronxa, xpanstcs 75 net, nocie 1 sHBaps
2003 roga — 50 ner. JIuunble Aena AMPEKTOpa, IiIaBHOro Oyxranrepa oOuieoOpa3zoBaTelIbHON
OpraHU3aIMy UMEIOT MOCTOSIHHBIN CPOK XpaHCHHUSI.

7. OTBEeTCTBEHHOCTD

7.1. Ilegaroru u COTPpYAHUKHN 00IIE00pa30BaTEIHLHON OPTaHU3AIMH 00SI3aHBI CBOCBPEMEHHO
MPEJCTABIIATH CEKPETAPIO WK CIICIUAIUCTY IO KaJipaM CBEACHUS 00 N3MEHEHHUH B IMEPCOHAIBHBIX
JTAHHBIX, BKIIOYEHHBIX B COCTAB JIUYHOTIO JIEJIA.

7.2. PaboTomarens 00eCIIeYnBacT:



* COXpaHHOCTb JIMYHBIX JIe T[EJaroroB U COTPYAHHKOB  0011e00pa3oBaTeIbHON
OpraHu3aIny;

* KOHQHUICHIINATBLHOCTh CBEACHUN, COACPKAIIMXCS B JHMYHBIX JejaxX T[eJaroroB u
COTPYIHUKOB.

8. IIpaBa paGoronareJisi u paGOTHUKA

8.1. Jlna obGecrnieyeHus 3alIUThl IEPCOHATBHBIX TAHHBIX, KOTOPBIE XPAHSTCS B JIUYHBIX Jeiax
MeJaroroB M COTPYJHUKOB 001e00pa3oBaTeIbHON OpraHu3aliy, IeJarord W COTPYIHUKH
0011e00pa3oBaTeIbHON OPTaHU3AIUA UMEIOT TIPABO:

* [IOJIy9UTh TOJIHYIO WH(GOPMAIMI0O O CBOMX IEPCOHAIBHBIX JTaHHBIX U 00pabOTKe ATUX
JTAHHBIX;

* TIOJIy9UTHh CBOOOHBIN TOCTYI K CBOUM MEPCOHAIBHBIM JTAHHBIM;

* [IOJIy4YUTh KOMUHU IOKYMEHTOB, XPAHSIIUECS B JIMUHOM JIEJI€ U COAEp Kalllue MepCcoOHaTbHbIE
JTAaHHBIE.

* Tpe0OBaTh UCKIIFOUCHUS MM UCTIPABJICHUS] HEBEPHBIX U HETIOJIHBIX MEPCOHANIBHBIX TaHHBIX.

8.2. PabGoronaTenb uMeeT MpaBo:

* 00pabaTpIBaTh NEPCOHABHBIC JTAHHBIC II€IarOTOB M COTPYIHHUKOB 00IIe00pa3oBaTeIIbHON
OpraHW3aIiy, B TOM YUCJIE U Ha SJICKTPOHHBIX HOCUTEIAX;

* 3a[POCUTh OT TIEAArOroB W COTPYIHUKOB OOIIe00pa30BaTeIbHOW OpPTraHU3allud BCHO
HEO0OXO0UMYI0 HH(DOPMAIIHIO TS BEICHHSI IMYHBIX J1e7T 1 00paOOTKH NIEPCOHAIILHBIX JTAHHBIX.

9. 3ak/II09YUTeIbHbIE MOJ0KEHHU S

9.1. Hacrosimee IlonmokeHue O TOpPSIAKE BEACHHUS JUYHBIX 1€ PAOOTHUKOB SIBIISICTCS
JIOKaJbHBIM HOPMATHBHBIM aKToM, mnpuHumaetrcs Ha I[lemarormueckom cosete Illkonsl wu
yTBepKaaeTcs (1100 BBOAUTCS B JIeHCTBUE) nupekTopoMm [1Ikombr.

9.2. Bce n3mMeHeHUs U JIONOJIHCHHSI, BHOCHMBIC B HacTosmiee [lonoxenne, ohopMIsItoTCs B
MUCbMEHHOW ¢GopMe B COOTBETCTBHHM JICWCTBYIOIIUM 3aKOHOJATENHCTBOM  Poccuiickoii
®denepanuu.

9.3. TlonmoxeHue O TOPSIKE BEACHHUS JIMYHBIX JIeJ1 paOOTHUKOB 00pa3oBaTEIbHOM
OpraHu3aluy MPUHUMAETCS Ha HEONpEAEIEHHbINA CpoK. MI3MeHeHus u nononHenus K [lonoxeHunto
MIPUHUMAIOTCS B OPSZIKE, TpeaycMOTpeHHOM 11.9. 1. HacTosiero [lonoxenus.

9.4. Tlocne npunsitusa IlonoxeHus: (UM U3MEHEHUM M JOTOJHEHUN OTACIBHBIX MYHKTOB U
pa3zienoB) B HOBOM peaKIMu Ipeablayiias peaakiiis aBTOMaTHYECKH yTPAUYMBAET CHITY.



[Ipunoxenne Nel
K MOJIO)KEHUIO O MOPSAJIKE BEACHUS
JUYHBIX JeT pabOTHUKOB
Kypnan ydyera JIUUHBIX 1€

Ne | Jlara ®ammnus, | Taben | Jomxuoct | CTpyKTy [ara n Hara n [Ipumeu
odopmn M, b- HbII b p-HOE HOMEp HOMEp a- HHE
n/ | e-HHUA | OT4ecTBO | HOMmep | (mpodec- | moapasne | HpUKasza pHKasa
Il | JMYHOTO | mejaarora cus, -neHue | (pacnops- | (pacnops-
nena u cIielaib- JKEHHS) O JKEHHS) O
COTPYAHHU HOCTB) npueMe | Ipekpare-
Ka nejarora nejarora HUU
u u (pactopaxe-
COTpYAHHU COTPYIHH HUN)
Ka Ka Ha TPYOBOTO
paboty | nmoroBopac
neaaroromMm
U
COTPYJHUK
oM
(YBOJIBHE-
150049
1 2 3 4 5 6 7 8 9




[Ipunoxenne Ne3

K TIOJIOKCHHIO O TIOPSJIKE BEACHUS

BHYTPEHHA OITNCH

JIOKyMEHTOB jena No

JIMYHBIX ACJ pa6OTHI/IKOB

Ne HNunexe [ara Haszpanue Howmep [Ipumevanus
n/m JTOKYMEHTa JIOKYMEHTa JIOKYMEHTa JIICTOB
Jena
Hroro: JIOKYMEHTOB

KonnuecTBo IMCTOB BHYTPEHHEHN ONTUCH

(mudpamMu 1 IPOMKCHIO)

OTBETCTBEHHBIN 32
KaJpOBBIN yUET:

«

(TmudpaMu ¥ TIPOTTHCHIO)

202 roma

(moamuce)



®.1.0.

[Ipunoxenne N4
K MOJIO)KEHUIO O MOPSAJIKE BEACHUS
JUYHBIX JeT pabOTHUKOB

JIOIKHOCTh

JInanoe nemo Ne

Jlata 03HaKOMJICHUS
nejarora U COTpyaHuKa ¢
JUYHBIM JISJIOM

Ilonnuce memarora n
COTPYIHHUKA

OTMeTKH, TpUMEYaHusl,
3aMeYaHus




[Ipunoxenne Ne5
K TTOJIOKEHHIO O MOPSIJIKE BEICHUS
JUYHBIX JeT pabOTHUKOB

OTMmeTka 0 pe3yJdabTarax e:KeroHoMI NMPOBECPKHU COCTOAHUSA
H HAJINYHUHA JUYHOI'O JeJa

®.1.0.

JIOIKHOCTB

JInanoe nemo Ne

JlaTa npoBepku ®.1.0. unenon [Toanucu wieHos Pesynbprar nposepku
KOMUCCUU KOMHUCCUU
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JIMYHBIN JIUCTOK IO yUeTy KaapoB

[Ipunoxenne Neb

K IMOJIOKCHUIO O IMOPAAKE BEACHUA
JIMYHBIX ACJ pa6OTHI/IKOB

1. ®amunus
Nwms OTuecTBO
2. Ion
3. T'ox, 4nciio U MecsIl POXKACHUS
4. Mecto poxeHus
(ceno, nepeBHs, TOPOI, paiioH,
o0JacTp)
5. I'paxxnancTBO
6. O0OpazoBanHme
HazBanue ®dakynpTET Ton T'on Ecnn ve Kakyto
y4eOHOro WIH MOCTYIUICHUs] | OKOHYaHUS | OKOHYMJ, TO | CIIEHHAIILHOCTD
3aBeICHUS U €r0 OTIEJICHNE WM yX0J1a C KaKoro MOJIYYHJI B
MECTOHAX0XKJICHHUE Kypca yiemn pe3yabTare
OKOHYAHUS
yueOHOro
3aBECHHS,
ykazatb Ne
IUAIIIIOMAa WA
yJIOCTOBEPEHUS

7. Kakumu HHOCTPAHHBIMHU S3bIKaMH BJIAZICCTC

(uMTaeTe U MEePeBOIUTE CO CIOBAPEM, UUTAETE U MOKETE OOBICHITHCS, BllaZieeTe CBOOOIHO)

8. YueHas cTeneHs, yueHOoe 3BaHue

9. Kakue nmeere Hay4HbIe TPYAbl U U300pETCHHUS

10. Bemonnsiemass pabota ¢ Hadajga TPYAOBOM IESATENbHOCTH (BKJIHOYas y4yeOy B BBICHIUX H
CPEIHUX CIIeHUATbHBIX YUEOHBIX 3aBEICHUSIX, BOCHHYIO CIIYXO0Y U padOTy 10 COBMECTUTEILCTBY)
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Mecsri 1 rox JIOJKHOCTB € YKa3aHHeM yUupexaeHus, | MecToHaxoxaeHue

MOCTYIUICHUS yxoaa OpraHHu3aIuy, MPEANPUSATHUS, a TAKKE YUPEXKICHUSA,
MUHHUCTEPCTBA (BEIOMCTBA) OpraHu3aluu,
IpePUSITHS

11. TIlpeOriBanue 3a rpanunei (pabora, CiryxeOHass KOMaHIUPOBKA, MMOE3/IKa C JIeIerauei)

Mecs u ron B kakoit ctpane [enb mpeObiBaHuUs 3a
¢ KaKoro 10 KaKkoe rpaHuLei
BpEMEHU BpeMs

12. Yyactue B BEIOOPHBIX OpraHax

Mecto BIOOpHOTO HasBanue BoiOopHoro | B kauectBe koro T'on
oprasa oprasa BbIOpaH nu30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHbIE HATPAbl

Korna u xem HarpaxieH

14. OTHOILIIEHNE K BOMHCKHM O0S3aHHOCTSIM M BOMHCKOE 3BaHHE

CocraB Pon Bolick
(KOMaHHBIH, MOTUTUYECKUM, AIMUHUCTPATUBHBINA, TEXHUYECKUHN U T. 11.)

15. CemeliHOE TI0JI0KEHUE B MOMEHT 3aITOJIHEHUS JIMYHOT'O JIUCTKA

(4JIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. JTomamuuii aapec

17. O6s3y10Cch CBOEBPEMEHHO U3BELIATh 000 BCEX U3MEHEHUSX JITAaHHBIX, BKJIIOYCHHBIX B JIMYHBIN
JIMCTOK MO yYeTy KaJIpoB.

« » 202  ronxa
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AHKETA

[Ipunoxenne Ne7

K IMOJIOKCHUIO O IMOPAAKE BEACHUA

JIMYHBIX ACJ pa6OTHI/IKOB

Damumnus

Nms

OTt4ecTBO

Jlata poxxnenus

1. TI'paxnmanctBo (ecau  U3MEHSUIM, TO
YKXHTE, KOT/Ia U TI0 KAaKOW MPUIHHE)

2. OOpa3oBaHue, y4yeHasi CTENEeHb (Korga W
Kakue yuyeOHbIe 3aBe/IeHUs] OKOHYMIIN, HOMepa
auruioMoB). CriennanbHOCTh U KB (pUKAIS
0 TUTIIIOMY

3. KakuMy UWHOCTPaHHBIMH SI3BIKAMH U
si3pikamMu HapoaoB Poccuiickont depepannu
BIIaJiIceTe M B KaKOW CTENEHW (YuTaere M
MOYKETe 00BSACHATHCS, BageeTe CBOOOIHO)

4. Beinonusiemasi paboTa ¢ Hayana TPyIOBOM AESITENbHOCTH (BKJIIOYAsi BOGHHYIO CIy)0y U paboTy

110 COBMECTUTEIILCTRY)

MGCHI_I nroa Z[OJ'I)KHOCTB C YKa3aHUCM YUPCIKIACHUA,

IOCTYIIJICHUA yxoaa OopraHu3alnu, IMpCANPUATHUA, 4 TAKIKS

MUHHUCTEPCTBA (BEIOMCTBA)

MecToHaxoxaeHue
YUpEXKICHUS,
OpraHu3aluu,
pEeANPUSITHS

5. Bamm 61m3kue poIcTBeHHUKH (JKE€HA, MY, OTEIl, MaTh, OpaThsi, CECTPHI)

CrerneHb damunus, uMms, T'on

poaCTBa OTUCCTBO POXKIACHUA

Mecto paboThi,
JOJIKHOCTh

Anpec mecra
JKUTEIbCTBA

6. JlomanHuii agpec u Homep Tenedona

7. IlactiopT WM JOKYMEHT, €r0 3aMEHSAIOIINN

(HOMED, cepHsi, KEM U KOT/a BbIJaH)

8. JlomosHUTENBHBIE CBEICHUS, KOTOpBIe BhI jkemaere coodmuTs 0 cebe

10. Ha xako#t ypoBeHb 3apruiaTsl Bel paccuntsiBaere?

« » 202 rojya




(TOJKHOCTH OTBETCTBEHHOT'O 32 KaJIPOBBIN YUET) (moamuce)
(pacmmgpoBKa MOAMKICH)
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[Ipunoxenne Ne§
K TOJIOKEHHIO O MOPSAJIKE BEICHUS
JUYHBIX JeT pabOTHUKOB

JIMCT-3ABEPUTEJIb

aena Ne

B nene npommTo U NpOHYMEpOBaHO JUCTOB

(madpamu u
MPOMUCHIO)
c Ne o Ne , B TOM YHCJE:
JUTEPHBIE HOMEPA JUCTOB
MPOITyIIEHHBIE HOMEPA JUCTOB
+ JUCTOB BHYTPEHHEN OMUCH JIUCTOB

Oco0eHHOCTH (HPU3UUECKOTO COCTOSIHUS U Howmepa nucros
dbopMupoBaHusl J1ena
OTBeTCTBEHHBIN 32
KaJpOBBIA yUYeT
(Toamuce)

(pacmudpoBKa OITHUCH)

« » 202  roma
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