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1. O0mue mo10KeHNA

1.1. Hacrosmee ITonoxkeHne o mopsiike BEJASHUS JIMYHBIX el paboTHUKOB MBOY
«Komcomonbckas CII» (mamee — 1mkoja, o00IimeoOpa3oBaTe/ibHas OpraHU3alIus),
pa3pabotaHo B cooTrBeTcTBUU ¢ DenepanbHbiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O06
obpazoBanuu B Poccuiickoit @enepanun», DeaepanbHbiM 3akoHOM 0T 27.07.2006 No
152 «O nepcoHabHBIX JaHHBIX», [Ipukazom PenepanbHOrO0 apXMBHOI'O ar€HTCTBA OT
23 nekabps 2009 roga N 76 «O0 yTBepxkaeHnr MeTOIUYECKUX PEKOMEHAAIUN IO
pa3paboOTKe WHCTPYKIIMH TI0 JEIONPOM3BOJACTBY B  (eIepalibHBIX  OpraHax
UCTIOTHUTEILHONM BiacTH», VYka3zom Ilpesmaenta ot 30.05.2005 Ne 609 «O6
yTBep)kaeHUU [loJI0KEeHNsT O MEePCOHAIBHBIX JaHHBIX TOCYJAPCTBEHHOTO CIIY’KAIIETO
Poccuiickoit ®denepaniu M BEACHUM €ro JUYHOrO Jeia», TpyaoBeiM Koaekcom
Poccuiickoi ~ depepanuu, KomnexktuBHbiM ~ goroBopoMm,  YcrtaBom  MbBOY
«Komcomonbckas CIII» (mamee — mkosia, o01eoopa3oBaTeIbHas OpraHu3aIus).

1.2. laaroe ITonoxeHue ompenenseT NOPSI0K BEACHUS JTUIHBIX 1] IIE1aroroB
WHBIX COTPYAHUKOB U paOOTHUKOB IIKOJIbI, OPENIEAET MOPSAI0K POoOpMUPOBAHUS, yUeTa
W XpaHEHWs, BbIAAYM JIMYHBIX JE€JI BO BPEMEHHOE II0JIb30BaHUE, a TaKkKe
OTBETCTBEHHOCTb, ITpaBa PaOOTHUKOB M JIUPEKTOPA 00pa30BaTEeIIbHON OpraHu3aIiy.

1.3. Hacrosimee IlomoxkeHnue yTBepkKAaeTCs IMPUKA30M IO IIKOJE W SIBISCTCS
00s13aTeNIbHBIM JIJI1 BCEX KaTErOpUi MeIaroru4eckux U Ipyrux COTPYIHUKOB IIKOJIBI.

1.4. Benenue nUYHBIX A€ MEIAroroB U COTPYJHHUKOB IIKOJbI BO3JIAraeTcs Ha
CIIeMAIUCTA TI0 KaJpam.

1.5. JluuHoe neno — OCHOBHOW JOKYMEHT MEPCOHAILHOTO ydeTa, COAepKallluil
HauOoJiee TOJHBIE CBEJCHUS O PabOTHHKE OOpa30BATEIBHOW OpraHu3allid M ero
TPYJAOBOM JEATEIBHOCTU. B JUYHOE €0 BHOCATCS CBEJICHUS, CBSI3aHHBIE C
MTOCTYIUICHUEM Ha pabOTy M YBOJbHCHHUEM.

1.6. CBeneHus, coepKamyecs B JIMIHOM Jieie, OTHOCATCS K KOH(UICHITHATLHOMN
nH(popMaIuu, UMEIOT OTPAHUYEHHBINA JOCTYN U PA3IJIAICHUIO HE MOIJIeXkaT.

1.7. JIuunoe neno BeAeTcs B TEUEHHUE BCETo Neproja padboThl pabOTHHUKA.

1.8. BeneHue HECKOJbKUX JIMYHBIX M€ OJHOr0 paboTHHUKA 0Opa3oBaTeIbHOMN
OpraHu3aliy HE JI0MyCKAETCS.

2. ITopsinok (popMHUpPOBAHUS JIUYHBIX J1€JI COTPYIHUKOB

2.1. dopmMUpOBaHME  JIMYHOTO  Jena  [eJaroroB M COTPYIHHUKOB
00111600pa30BaTeIbHON OpraHu3aIuy MPOU3BOAUTCS HETIOCPEICTBEHHO MOCIIE MpUeMa B
00111€00pa30BaTEeIbHYI0 OPTaHU3AIMI0 WKW TMEpeBOJa MEJaroroB U COTPYIHUKOB U3
Ipyroi oObpa3oBaTeILHON OpraHU3aIlUH.

2.2. B cOOTBETCTBUU C HOPMATUBHBIMU IOKYMEHTAMHU B JIUYHBIE Ji€jia IEJAroroB 1
COTPYJHUKOB IIKOJIbI, BKJIAbIBAOTCS CIAEAYIOIIUE JOKYMEHTHI:

[l nedazcocos:



* 3asBJICHHE O TIpHEME Ha padoTy;

* 3asIBJICHHE O COTJIaCUU Ha 00pabOTKY MEPCOHANBHBIX JJAHHBIX I€]1arora;

*CIlpaBKa O HAJIMYUM (OTCYTCTBUM) CYAUMOCTH W (WiaM) ¢akTa YroJoBHOTO
npeciieJOBaHusl, BBIJIAHHOTO COOTBETCTBYIOLIUM OPTraHOM MPaBOIOPSIIKA,

* aBTOOMOTpadus;

* KOMHS MAacIopTa WK HHOTO IOKYMEHTa, YIOCTOBEPSIOIETO JTNYHOCTH,

* KOTIHS CTPAXOBOTO CBUIETEIHCTBA IEHCUOHHOTO CTPAXOBAHMUS;

* KOMHS UICHTU(HUKALMOHHOTO HOMEpa HAJIOTOTIaTENbIIHUKA,

* KOMHUs JJOKyMEHTa BOMHCKOTO yueTa (/1711 BOGHHOOOS3aHHBIX);

* KOMUS CBUJIETEIHCTBA O 3aKIIIOUeHUH Opaka (TIpy HAJIMYUK);

* KOITUS CBUJICTEIILCTBA O POXKICHUM JieTel (P HATUYWH ),

* KOIIMU JOKYMEHTOB 00 00pa30BaHUU;

* KOMUH JOKYMEHTOB O KBaJIM(PHUKAIUU WM HAIWYHE CHCIMAIbHBIX 3HAHUHA (TIpU
HaJIM4Yun);

* KOTIMH aTTECTAIIMOHHBIX JIUCTOB (TMPU HAIUYIHH);

* KOIIMM JOKyMEHTOB O HarpaxAeHUU (IIpU HAJIUYUK);

* XapaKTePUCTUKHU, PEKOMEH IaTeIbHbIC THCbMa (IIPU HAJIMYHH);

* IpUKa3 O pUeMe Ha padoTy;

* IpPHUKa3 O NEPEBOJIE HA UHYIO JOJKHOCTD (IIPU HAIMYHUN);

* TOJDKHOCTHASE MHCTPYKIHUS (AODKHOCTHBIE MHCTPYKIIMA C MOMEHTA Ha3HAYCHUS
Ha BCE JIOJKHOCTH);

* TPYIOBOM  TOTOBOp (C  MOCIEAYIOIIMM  BKIIOYEHHEM  JIOTOJHUTEIbHBIX
COTJIALLIEHUH K TPYIOBOMY JOTOBOPY);

* TPYZIOBYIO KHUXKKY;

* MEIULIMHCKYIO KHUXKKY.

Il pabomuukos:

* 3asBJICHHE O IPHEME Ha padoTy;

* 3as1BJICHUE O COTJIACUU Ha 00pabOTKY MEPCOHANBHBIX JaHHBIX MEarora,

*CIIpaBKa O HaJIW4YUU (OTCYTCTBUHM) CYAMMOCTH H (wiH) (akTa YrojJoBHOTO
npecie0BaHus, BbIIaHHOTO COOTBETCTBYIOIIUM OPI'aHOM MPaBONOPSIKA,;

* apTOOHNOTpadus;

* KOMHS MAcIopTa WIK HHOTO IOKYMEHTA, YJOCTOBEPSIIOIIETO JTUYHOCTb;

* KOTIHSI CTPaXOBOT'O CBHUJIETEIHCTBA IEHCHOHHOTO CTPAXOBaHMS,

* KOTHS UICHTU(HUKAIMOHHOTO HOMEPa HAJIOTOIUIATEIIbIINKA,

* KOTIUS JIOKYMEHTA BOMHCKOTO y4eTa (Ui BOCHHOOOS3aHHbIX);

* KOIUS CBUJIETEIHCTBA O 3aKIIIOUeHUH Opaka (IIpu HAJTMYKUK);

* KOIMS CBUJIETENIbCTBA O POXKACHUU JeTel (ITpU HAJTUYUK);

* KOMMH JOKyMEHTOB 00 00pa30BaHUH;

* KOIIMU JOKYMEHTOB O HarpaKJAeHUU (MpY HATUYHH);
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* XapaKTEePUCTHUKH, PEKOMEH IaTSIbHBIC MUChbMa (TIPYU HAJTMYUH);

* IpHUKa3 0 IpreMe Ha padoTy;

* IpHUKa3 O IEPEBOJIe HA UHYIO JOJIKHOCTD (IIPU HAIUYHUN);

* IOJKHOCTHASI MHCTPYKIUS (JOJPKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAYCHUS
Ha BCE JIOJKHOCTH);

* TpyIOBOM  JoroBOp (C  MOCIICAYIOIIMM  BKIFOUECHUEM  JIOTIOJHUTEIBHBIX
COTJTANICHUH K TPYIOBOMY JOTOBOPY);

* TPYZOBYIO KHUXKKY;

* MEJUIIUHCKYIO KHUXKKY.

Pabomooamenv opopmnsiem:

* TPYZIOBOI TOTOBOP B JIBYX 3K3EMILIAPAX;

* IpUKa3 o0 mpuemMe Ha padboTy (0 mepeMeIIeHUN Ha IPYTUe T0IKHOCTH);

* TUYHYIO KapTouky Ne T-2;

* TOJHDKHOCTHYIO HHCTPYKITHIO B IBYX DK3EMILISIPAX.

Pabomooamens 3naxomum:

* C HOPMATHUBHO-TIPABOBBIMH JIOKYMEHTaMH MIKOJbl (YcTraBoM, KosIeKTUBHBIM
noroBopoM, [IpaBunamu Tpy0BOTO pacriopsika v Jip. JIOKaJIbHBIMU aKTaMHt);

* C IOJDKHOCTHOW UHCTPYKIIMEH;

* IPOBOJIUT BBOJIHBIN MHCTPYKTaX, MHCTPYKTAXK IO OXpaHE TPyaa, HHCTPYKTAXK I10
MIPOTUBOIOKAPHOI 0€30MaCHOCTH.

2.4. IlepBuuHoe oopmiieHHE JINIHOTO Jefia TPeTyCMaTPUBaET:

* IPUCBOCHHUE JMYHOMY JEJly HOMEpa COTJIACHO KYpHANy ydeTa JUYHBIX JIeJ
(mpunosxenue Ne 1);

* IpOCTaBlieHHE Ha OOJOXKKE JIMYHOTO jena (mpuiiokenue No 2) criemyromux
PEKBU3UTOB:  MHJIEKC Jena (B COOTBETCTBHM C  HOMEHKIATypol  jen
00111e00pa3oBaTeIbHON OpPTraHU3aIMK; TOJHOE HAaWMEHOBaHHE 0O0IIe00pa30BaTeIIbHOM
OpraHW3allik,; HOMEP JIMYHOrO Jefna; (GaMuaus WMS OTYECTBO palbOTHWKA B
MMCHUTEIILHOM TIaJeKe;, JaThl — TOJ Hayaja M TOJ OKOHYAaHWS BCACHHS JIeNa;
KOJIMYECTBO JINCTOB; CPOK XPAHEHUS;

* IOMEIICHHE JTOKYMEHTOB, TMOJUICKAIIUX XPAHCHUIO B COCTAaBE JUYHBIX JEIN, B
XPOHOJIOTHYECKOM TOPSIAKE:

> BHYTPEHHSISI OITUCH JOKYMEHTOB Jielia (rpuioxxeHue Ne 3);
> JMYHBIN JINCTOK IO yYeTy KaapoB (mpriokeHust Ne 6);

> 3asBJICHHE O MpUeMe Ha paboTy;

> pHKa3 0 IpueMe Ha padoTy;

> TPYJI0BOM JIOTOBOD;

> JIOTOBOP O TOJHOW MaTepuaabHON OTBETCTBEHHOCTH (€cim pabOTHUK —
MaTepHUaIbHO OTBETCTBEHHOE JIUIIO);
> XapaKTEPUCTHKU U PEKOMEH/IATEIIbHbIE TUChMA;
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> coriacue Ha 00pabOTKy MePCOHATbHBIX JaHHBIX.

2.5. JIucTel AOKYMEHTOB, IOMELIEHHBIX B JIMYHOE JEJI0, OJIEKAT HyMEpaluu.

2.6. C 1enpto obecreueHus HaexKaleld COXpaHHOCTH JIMYHOTO Jiela eAaroroB 1
COTPYJHHUKOB 00I1€00pa30BaTeNbHON OpraHU3aluy M yA0OCTBa B OOpallleHUU C HUM
npu GOpMHUPOBAHUU JTOKYMEHTHI TOMEIIAIOTCS B OTHAEIBHYIO Manky. [lpu yBoibHEHUN
paboTHUKA MPOIIMBAIOTCS HUTKAMH U CIAIOTCS B apXUB.

2.7. BHyTpeHHsIsI ONUCh JOKYMEHTOB, MMEIOIIMXCS B JIMYHOM JeJie, JOJDKHA
COZEpKATh CBEACHUSA O IOPSAAKOBBIX HOMEPAX, HAMMEHOBAHUAX JOKYMEHTOB J€la,
KOJIMYECTBE JINCTOB, 1aTax BKIKYECHUS JOKYMEHTOB B JINYHOE JI€JIO U U3BATHUA U3 ACIIa,
a TAK)KE€ K€M 3BT JOKYMEHT U 110 KaKOM IIPUYMHE.

2.8. BHyTpeHHsIsI ONUCh COCTABIJIAETCS HA OTIEIBHOM JIMCTE IO YCTAaHOBJIEHHOM
dhopme. JIucTel BHyTpEHHEN ONTUCH HYMEPYIOTCS OT/IEIIBHO.

2.9. Ilpy nOArOTOBKE JUYHBIX A€ K MEpeaadye Ha XpaHEHUE K BHYTPEHHEW OIMCH
COCTABJISIETCSl MTOTrOBasl 3alUCh, B KOTOPOM YyKa3bIBaeTCs LU(PpaMud H MPOMHCHIO
KOJINYECTBO BKJIFOUCHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JIMCTOB J€a.

3. Hopsaaok BeeHust JMYHBIX JeJI I€Jar0roB M COTPYAHMKOB

3.1. JIuuHOE €0 NeJaroroB U COTPYIHUKOB 00111€00pa30BaTEIbHON OpraHn3aluu
BEJIETCSI B TEUYCHHE BCETO Meproja padOThl KaXKIOro Tenarora M COTPYIHUKA B
0011e00pa3oBaTebHON OpraHU3aluu.

3.2. JlampHeWiiee BEAEHHWE JMUYHOTO JEjla I[EeJaroroB M COTPYIHHUKOB
o01meo0pa3oBaTebHONM ~ OpraHu3aldyd  MPEAyCMATPUBAET IOMEUIEHWE B JEINO
JOKYMEHTOB, OO0pa3yloluxcsi B Ipouecce pabdouel JesATeNIbHOCTH M HMEIOIINUX
3HaY€HUE JIJIsl TPYIOBBIX OTHOILICHUH:

* IONOJIHEHUE K JINYHOMY JIUCTKY T10 YUYETY KaJpOB;

* IONIOJIHUTEJIbHBIE COTJIAIIEHUSI K TPYIOBOMY JI0TOBODY;

* KOMUHM TPUKA30B MO0 JIMYHOMY COCTaBy, KOTOpPBIE KAacalTCs TIEIaroroB M
COTPYJHUKOB 00111€00pa30BaTEIbHON OpraHu3aIuy;

* OT3BIBBI JIOJKHOCTHBIX JIMI] O TMeJarore U COTpyIHUKE 0O0Ieo0pa3zoBaTeibHON
OpraHu3aluy;

* KOIMH JOKYMEHTOB O MOBBIIIEHUH KBATH(PUKAIIH;

* KOIIMH CePTU(PHUKATOB, IPAMOT;

* JINCT — 3aBEpUTEIIb Jesa (COCTABIAIOT IPU CAayue JUYHOTO Jieja B apXUB);

* UHBIE JOKYMEHTHI.

3.3. B nensax obecrnieueHust KOHTPOJIS 32 COXPAHHOCTBIO U aKTYaJIbHOCTBIO TUYHBIX
7en B o0uieo0pa3oBaTeabHON OpraHM3aluM €XeroaHo (He mosaHee | kBaprana ropa,
CJIEYIOIIETrO 32 OTYETHBIM) IPOU3BOIUTCS MMPOBEPKA UX HATUYMS U COCTOSHUSI.

3.4. ExeroaHyio mpOBEpPKY COCTOSIHHMSI JTUYHBIX J€J1 Ha MPEeIMET COXPaHHOCTU
BKJIIOUEHHBIX B HEro JOKYMEHTOB MPOBOJUT CIEHMUANbHO co3faHHas komuccus. O
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MIPOBEJICHHBIX MPOBEpPKAxX JIeJIaeTcsli OTMETKAa B JIMCTE O pe3yJbTarax €KeroaHou
IIPOBEPKHU COCTOSIHUS W HAJW4Ms JIMYHOTO Jena (mpuioxkeHue Ne 5) um cocraBisieTcs
akT. Pe3ynbTaThl MPOBEPKU JIMYHBIX JeNl B 0O0A3aTEIBHOM MOPSAKE ITOBOASTCS 10
JTUpEeKTOpa 00111e00pa30BaTEIbHON OpraHU3AINH.

4. Iopsiaiok y4éTa U XpaHeHUusl JUYHBIX JIeJI 1eJaroroB U COTPYIHUKOB

4.1. XpaHeHre M ydeT JIMYHBIX JEJN MEeIaroroB M COTPYAHUKOB, OPTAaHU3YIOTCS C
IeJapl0  OBICTPOr0 W 0e30MMOOYHOTO TOWCKA JIMYHBIX JeJ, OOeCIeUYeHUs HxX
COXPaHHOCTH, a Takke olOecrneueHns KOH(PHUICHIIMATbHOCTH CBEACHUH, COAepKaATUXCS
B JJOKyMEHTaX JIMYHBIX JIe], OT HECAaHKIIMOHUPOBAHHOTO J0CTYyIA.

4.2. JluuHble Jnena COTPYAHHKOB XpaHATCs B ceiide 001meodopa3zoBaTeIbHON
OpraHHU3aIIH.

4.3. TpynoBbIe 1 METUITMHCKUE KHIKKH XPAHATCS OTIICIBHO B ceide.

4.4. JlocTyn K JUYHBIM JI€JlaM IE€JaroroB U COTPYIHHUKOB 00I111€00pa30oBaTEIbHON
OpraHW3allMd HMMEIOT TOJBKO CEKpeTaphb, CIEMUATUCT TI0 Kajapam, JUPEKTOp
0011e00pa3oBaTebHON OpraHu3aluu MO0 3aMECTUTENIM AUPEKTOpa MPU UCTIOTHEHUHU
00s13aHHOCTEN TUpeKTOpa 00IIe00pa30BaTEIHLHON OPraHU3aIUy.

4.5. Cucremartuzanusg  JUYHBIX  JeJI  [EJaroroB W COTPYAHHUKOB
00111e00pa30BaTeIbHON OpraHu3aIuy MPOU3BOAUTCS B aji(DaBUTHOM TMOPSIKE.

4.6. Jluu"ble Jena TMENAroroB U COTPYAHHUKOB  0O0Ie0O0pa3oBaTEIbHOM
OpraHU3alliH, HWMEIONUX TOCYAapCTBCHHBIC 3BaHWS, IPEMHUHU, Harpajbl, ydYCHBIE
CTETICHU W 3BaHUs, XPAHATCS MOCTOSHHO, & OCTaJbHBIX COTPYIHHUKOB — 75 JET ¢ roaa
YBOJIbHEHHUSI paboTHHKA (B COOTBETCTBUM C llepedyHeM THUMOBBIX YIPABICHUECKUX
JIOKYMEHTOB).

5. ITopsiioK BbIIa4H JIUYHBIX /IeJI BO BpeMEHHOE M0JIb30BaHHe

5.1. Beiraua nuuHbIX Jen (OTACIBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO J€7a) BO
BpPEMEHHOE MOJIb30BaHUE MIPOU3BOJIUTCS C paszpernieHus JTUPEKTOpa
0011e00pa3oBaTebHON OpraHU3alii 0 3asBJICHUIO COTPYIHUKA.

5.2. Pabora (o3HaKOMJICHHE) C JUYHBIMU J€JIaMH TEIaroroB W COTPYIHHKOB
0011e00pa3oBaTebHON OpraHU3alUK MMPOU3BOIUTCS B MIPUEMHOM nupektopa. B xonIe
pabouero IHsS CeKpeTaph WM CIENUaIUCT Mo KaapaM o0s3aHa yOeauThCs B TOM, YTO
BCE JIMYHBIC [I€JIa, BBIJJAHHBIE BO BPEMEHHOE IOJIb30BAHUE, BO3BPAILECHBl HA MECTO
XpaHEHUs U €CTh JIM HEOOXOAUMOCTH JUISl MPHUHSATHUS MEP K WX BO3BpAIICHUIO WIH
PO3BICKY.

5.3. dakT BbIIaYM JIMYHOTO Jesia (PUKCUPYETCS B KOHTPOJIBHOM KypHaJe.

5.4. U3bsTHe OTAECNBHBIX JIOKYMEHTOB U3 JIMYHOIO JieJia TMPOU3BOIAUTCA C
pasperieHus JupeKTopa oO0Ieo0pa3oBaTeIbHON oOpraHu3zanmuu ¢ 0pOpMIICHUEM
cooTBeTcTByIomel 3amucu B rpade «llpumeuanue» BHyTpenHed omwucu. [lpu

6



BPpCMCHHOM HU3BATUHU JOKYMCHTA Ha €T0 MCECTO (Memay JUCtaMmnm COCCIHHX
I[OKYMCHTOB) BKJIAAbIBACTCS CIIPABKA-3aMCCTUTCIIb C YKA3aHHUCM HO4aTbhl W IIPHUYUH
HU3BATHA C IIOAIIMCBHIO JIMIA, BBIAABIICTO JOKYMCHT, W IIOAIIMCBHIO JIMIA, ITOJIYUYHBIICTO
€TI0 BO BpECMCHHOC I10JIb30BAHUC.

6. OdopmiieHne JTMYHBIX JeJ1 Iepe] caayeil B apXuB

6.1. OdopmneHne AUYHBIX JA€T Uil TEpeAadyd B apXWUB IPOU3BOJUTCS
CHEIHATMCTOM M0 KaJapaMm o0I11eo0pa3oBaTeabHON OpraHu3aluu. JTa MpouLeaypa
BKJIFOYAET:

* OANIMBKY (TIeperuieT) aena;

* YTOUHEHUE HyMepaliu JUCTOB JIEIa;

* COCTaBJICHHE JIMCTa-3aBeputeis (nmpuioxeHue Ne 8);

* cocTaBiieHHE (YyTOYHEHNE) BHYTPECHHEH OMHUCH;

* BHECEHHE YTOUYHEHHUI B PEKBU3UTHI JIUIIEBON OO0JI0XKKH Jea.

6.2. Jluct-3aBepurens jaena JOHKEH MOAMKHCATh €TO0 COCTaBUTENb, MPH ITOM
nenaercss pacimppoBKa JOHKHOCTH M TMOAMNMCH, MpOCTaBiseTcs jaara. B mpouecce
UCIIOJIb30BAaHUSl ~ apXMBHBIX  JOKYMEHTOB B  JIUCTE-3aBEpUTENE  JIETAIOTCS
COOTBETCTBYIOIIME OTMETKH. Ecinu aenmo mogmwmro 0e€3 JMcTa-3aBepUTENs, TO €ro
ClieyeT HAKJIECUTh Ha BHYTPEHHIOI CTOPOHY OOJIOKKH JIea.

6.3. C uenpio o0ecneueHnus COXpaHHOCTH JIUIHBIX JIe] PEKOMEHIYEeTCS:

* O0BEIUHATh WHANBUAYAIbHBIC JIMYHBIC JieJla YBOJEHHBIX COTPYJHUKOB B OJHY
00JI05)KKy (0OOBEIMHEHHOE JEeJI0) C TaKUM pacueTroM, 4ToObl 00beM nena (ToMa) He
npesbiman 250 TucToB (MyTeM CUIMBKUA MaTE€pUaIOB MHIUBUAYAIbHBIX €I 10 rojam
YBOJIbHEHMUS);

* pacmiojiaraThb MaTepuaibl HWHIUBUAYAIBHBIX JEN B Tpeaenax jena (Toma) B
angaBuTHOM mOpsiAKe (MOGaMUIIBHO), OTAENSAS MaTepualbl, OTHOCSIINECS K Pa3HbIM
WHANBUAYAIBHBIM JI€1aM, YUCTHIM JIUCTOM Oymard C ykKa3aHueM Ha HeMm (ammiauw,
MMEHU U OTYECTBA COOTBETCTBYIOIIETO YBOJEHHOTO TMeJarora W COTPYAHHKA
0011e00pa3oBaTeNbHON OpraHu3alluy;

* cHAOXXaTh Kaxkaoe OObeIUHEHHOE Jeio (TOM) BHYTPEHHEH OMNHUCHIO C
nepeyucieHieM (GaMuwinii, UMEH M OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHHUIl, B
npejenaax KOTOPBIX pacioI0KEHbl COOTBETCTBYIOIINE TOKYMEHTHI.

6.4. Ilepenavya TMYHBIX JI€] B apXUB OCYILECTBISICTCS HE MO3/IHEE TPEX JIET Mocie
3aBEepIICHHs] WX B JICTONMPOM3BOJICTBE B COOTBETCTBHU C Tpadukom. [IpenBapurensHo
CeKpeTapeM, CIEIUAINCTOM 10 KaJapaMm IMpOBEpsETCS TMOJIHOTA W TPaBUIBLHOCTD
HOJATOTOBKM JIMYHBIX JeJl K Tmeperade. BbIBICHHbIE NpU NPOBEpKE HEAOCTATKU
YCTPAHSIOTCA CEKpeTapeM, CHeUalMucToM 1o Kagpam. Ilepemaya wu  mpuem
MIPOU3BOJATCS MO OMUCH C MPOCTAHOBKOM OTMETOK O HAJTMYWU JIMYHBIX €.



6.5. Jluunble pgema TWEeAAaroroB W COTPYJHUKOB  001I€00pa3oBaTebHOM
OpraHu3allii, 3aKOHYECHHBIE J1eJI0Npon3BoIcTBOM 10 1 auBaps 2003 roxa, xpansarcs 75
ner, nocie 1 suBapsa 2003 roma — 50 ner. JluuHble nena AUPEKTOpA, TIIABHOIO
OyxranTepa o011e00pa3oBaTeIbHON OpPTaHU3AIMH UMEIOT TOCTOSTHHBIN CPOK XpaHECHHUS.

7. OTBeTCTBEHHOCTDH

7.1. Tlemarorn W COTPYAHHWKH OOIIE0Opa30BaTEILHON OpraHU3alud OOsI3aHBI
CBOEBPEMEHHO TPEJICTABIATh CEKPETAPI0 WM CHEIUAIUCTY MO KaapaM CBEICHHUS 00
M3MEHEHUH B TIEPCOHAIIBHBIX JAHHBIX, BKJIIFOUEHHBIX B COCTAB JIMYHOTO JeJa.

7.2. PaboTomareir 00eCIIeuUnBaET:

* COXpPaHHOCTh JIMYHBIX JIeJI TEAaroroB M COTPYIHUKOB 0O0Ie00pa3oBaTeIbHON
OpraHU3aINH,

* KOH(HUICHIIUATTLHOCTh CBEJICHUH, COACPIKAIIUXCS B JTUYHBIX JCNIax IMeJaroroB u
COTPYTHHUKOB.

8. IlpaBa padoroxaresss u padoTHHKA

8.1. Jlms obecrnieyeHHs] 3alllUThl MEPCOHAIBHBIX JTAHHBIX, KOTOPBIE XPAHATCS B
JUYHBIX JIeJlaX [eJaroroB M COTPYJHUKOB 00I1€00pa3oBaTeIbHON OpraHU3alllu,
MearoTy ¥ COTPYIHUKH 00IIe00pa30oBaTeIbHOM OpraHU3aIlii UMEIOT MTPaBo:

* IOJIYYHUTh MOJHYI MH(DOPMAIMIO O CBOUX NMEPCOHAIBHBIX JTAHHBIX U 00paboTKe
ATUX JIAaHHBIX;

* IOJIYYUTHh CBOOOIHBIN JOCTYIT K CBOUM IEPCOHAITBHBIM JaHHBIM;

* IOJIYYUTh KOIMUU JOKYMEHTOB, XPaHSIIUECS B JMYHOM JIelie W COJEpIKaIlue
MIePCOHAJIbHBIC TAaHHBIC.

* TpeOOBaTh  WMCKJIIOYEHWS WM  HMCHPABJICHHUS HEBEPHBIX M HEIMOJHBIX
MEPCOHANIbHBIX JTAHHBIX.

8.2. PaboTonarenb UMEET MPaBo:

* 00pabaThiBaTh  MEPCOHAIBHBIC  JIaHHBIE  TEJAaroroB W COTPYJIHUKOB
00111€00pa30BaTeIbHON OpraHu3aliy, B TOM YUCJIE U Ha AJIEKTPOHHBIX HOCUTEIISX;

* 3aMPOCUTH OT TIEJAroroB M COTPYIHHUKOB OOIIE0Opa30BaTEIIBHON OpTraHU3aIIN
BCI0O HEOOXOIMMYI0 WH(POpMANMIO JJisi BEICHUS JUYHBIX Jel W 00padoTKu
MEPCOHANIBHBIX JTAHHBIX.

9. 3akiII0UNTEIbHbIE MOJIOKEHUS

9.1. Hacrosmee IlonmoxkeHue o mMOpsAKEe BEAEHUS JUYHBIX el pabOTHUKOB
ABJISIETCS JIOKAJIbHBIM HOPMATHUBHBIM aKTOM, puHUMaeTcs Ha [legaroruueckom cosere
IIKOJIBI ¥ YTBEpKAaeTcs (JInOO BBOJUTCS B JECHCTBUE) TUPEKTOPOM IIKOJIBI.



9.2. Bce wu3MeHeHUsT W JIOTIOJNHEHWs, BHOCHMMBIE B Hacrtosiiee [lomoxenwue,
opopMisitoTCsT B NHUCbMEHHOW  QopMe B COOTBETCTBHHM  JICHCTBYIOIIMM
3aKOHOJATENBCTBOM Pocculickon denepanuu.

9.3. TlonoxeHue o MOpsAIKE BEACHUS JUYHBIX JieJ paOOTHUKOB 00pa3oBaTeIbHOM
OpraHu3allid MPUHUMAETCS Ha HEONpPEACIICHHBIN CpokK. MI3MEHEeHUs] U JOMOJHEHUS K
[TonoxkeHUI0O TPUHUMAIOTCA B TOPSJKE, MNpeaycMoTpeHHoM 11.9.1. Hacrosiero
[Tomoxenus.

9.4. Tlocne npunsitua Ilonoxxkenuss (UM U3MEHEHUW M JOMOJHEHUM OTACIIbHBIX
NYHKTOB M pa3/ieJIOB) B HOBOM pENaKIMU MPEbIaylas pelakius aBTOMATHYECKU
yTPAuUBaET CUITY.



JKypHan yuera mTu4HBIX €1

IIpunoxxenue Nel

K ITOJIOKCHUIO O ITOPAIKE BEIACHUA
JIMYHBIX OCIT pa60THI/IKOB

Hata damunust, | Tabens- | Jomxaocts | CTpyKTyp- Hata u Hatau IIpumeua-
/ odopmure- ums, HBIN (mpodec- HOE HOMEp HOMEp HUE
0 | HYUS JJUYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKasa MIpUKa3a
nena nejarora u crieranb- JIieHUe (pacmops- (pacmops-
COTpYIHHUKA HOCTb) JKCHHS) O JKEHHS) O
rearora u mpueMe IpeKparie-
COTpyIHHKA negarora u HUH
COTpyAHUKa | (pacTopike-
Ha paboTy HUM)
TPYZIOBOTO
JIOTOBOPA C
MIe1aroroM u
COTPYAHUKOM
(yBONIBHE-
HUW)
2 3 4 5 6 7 8 9
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doHpa Ne

Onucb Ne

Wunexc nena

O00XKKa JIMYHOTO Aeia

ITpunoxenne Ne2
K MOJIOKEHHIO O TTOPSIKE BEICHHS
JIMYHBIX J1e]1 paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHME 00OPA30BATEILHON OPraHU3ALIUH)

Jlata Hayana

Jlata okoHUaHUs

Ha JIMCTax
XpaHuTh et
doHpa Ne
Onwucb Ne

(3aroyioBOK Jiena)
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BHYTPEHH A OITNCH
JIOKYMEHTOB Jiesia Ne

ITpunoxenne Ne3
K MOJIOKEHHIO O TTOPSAKE BEICHHS
JIMYHBIX J1e]1 paOOTHUKOB

No HNunexc ara Haspanue Howmep [Ipumevanus
/i JIOKYMEHTA JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKYMEHTOB

(umpamu 1 IPOIKCHIO)

KonnuecTBo 1MCTOB BHYTPEHHEN OIIUCH

(umdpamMu ¥ TPONKCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIM yYerT:

(monuce)

« » 202 roma
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©.1.0.

ITpunoxenne Ned
K MOJIOKEHHIO O TIOPSIKE BeICHHS
JIMYHBIX JIe]1 pabOTHUKOB

JomxHOCTD

JInynoe nemno Ne

I[aTa O3HAKOMIJICHH II€aarora
" COTpYAHHKA C JIMYHBIM
JACJIIOM

Iloanuce nienarora u
COTPYAHHKA

OTMeTKH, MpUMeYaHus,
3aMeYaHUs
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IIpunoxenne No5
K IIOJIOKCHHUIO O MTOPSAKE BEICHUS
JIMYHBIX Je7T paOOTHUKOB

OTtMeTKa 0 pe3yJbTATAaX €:KeroiHOi MPOBEPKH COCTOSIHUS
¥ HAJIMYHSI JIMYHOTO /1ej1a

®.1N.0.

JlomKHOCTD

JImunoe nemno Ne

[aTta npoBepku ®.1.0. uneHos [Toanucu 4ieHoB Pesynbprar nposepku
KOMHCCUU KOMMCCUU
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ITpunoxenne Ne6

K ITOJIOKCHUIO O TOPAIKE BEACHUA
JIMYHBIX OCIT pa60THI/IKOB

JIMYHBIN JUCTOK 10 YYeTy KaJAPOB

1. ®amunus

Nmsa

OT14ecTBO

2. Ion

3. Tox, umciio U MecsI POKICHUS

4. MecTo poxaeHUs

5. I'paxnaHcTBO

(cerno, nepeBHs1, ropoJ, paiioH, 001acTb)

6. OOpa3oBanue

HasBanne DakynbTeT
yueOHOTO WM

3aBEJICHHS U €TO OT/eNIeHHE

MECTOHaXO0KJCHHE

T'on

T'on

MOCTYIIJIICHU A OKOHYaHUuA

WJIM yX0/1a

Ecan e
OKOHYUII, TO
C KaKoro
Kypca yuen

Kakyro
CHeLHAIbHOCTh
TIOJTYYHIT B
pe3yibTare
OKOHYaHUS
yueOHOro
3aBeJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YJIOCTOBEPEHHSI

7. Kakumu HHOCTPAaHHBIMU A3bIKaMHU BJIAACCTC

(4uTaere U NepeBOJHUTE CO CIIOBAPEM, YUTACTE U MOXKETE OOBSCHSTHCS, BIIAIEETE CBOOOTHO)

8. YueHas CTeneHb, yueHOE 3BaHUE

9. Kakue numeere Hay4dHbIC TPY/Ibl K H300pETEHUS
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10. Bemmonnsiemast pabota ¢ Havajga TPYAOBOM JEATEIBHOCTH (BKJIOYasi yuyeOy B BBICIIUX U CPEIHUX
CHEIHAIbHBIX YYEOHBIX 3aBEICHUSX, BOCHHYIO CIIY>KOy U paboTy 10 COBMECTUTENILCTBY)

Mecsi v ros JIOJDKHOCTB € YKa3aHUEM YUPEKICHUSs, MecronaxoxaeHue
MOCTYIJICHUS yxozaa OpraHu3alyu, NPEeIIPUATHS, a TAKKE YUpEKICHUS,
MHUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
NpEANPUITUS

11. [IpeObiBanue 3a rpanulieit (pabora, ciryxeOHast KOMaHIUPOBKA, MOE3/IKa C JeJIeTaIluei)

Mecsu u rog B kakoi1 ctpane Llenp npeObIBaHUs 32
C KaKoro 10 KaKoe rpaHuIeit
BPEMEHU BpEMsI

12. Yyactue B BEIOOPHBIX OpraHax

MecTo BBIOOPHOTO Ha3zBanue Beibopnoro | B kagectBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHBIE HATPAJIbI

KOI‘,Z[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTSIM U BOMHCKOE 3BaHUE

Cocras Pon Botick

(KOMaHJHBIN, MOJTUTHYCCKUH, aIMUHUCTPATHBHBIN, TEXHUYECKUH H T. 1)

15. CemeliHOE ITOJI0KEHUE B MOMEHT 3aII0JIHCHHUS TMYHOTO JINCTKA

(4UIeHBI CeMBH, C YKa3aHHEM BO3pacTa)

16. Tomamruuit aapec

17. OO6s3y10ch CBOEBpEMEHHO M3BeIIaTh 000 BCEX M3MEHEHUSX JAHHBIX, BKIIOYEHHBIX B JIMYHBIN
JHUCTOK 1O y4eTy KaJIpoB.

« » 202  rona
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IIpunoxxenne No7
K MTOJIOKESHHIO O MTOPSAAKE BEACHUS
JIMYHBIX Je7T paOOTHUKOB

AHKETA

damumnusa

Nmsa

OT4ecTBO

Jlata poxxaeHus

1. I'paxkmancTBO (€CIM M3MEHSIA, TO YKaXHUTE,
KOT/JIa M 110 KaKO¥ MpUYnHE)

2. OOpa3oBaHme, ydeHas CTENECHb (Korja u
Kakue y4eOHbIe 3aBEJCHHS OKOHYWIM, HOMEpa
auruioMoB). CHeUanibHOCTh M KBATH(DHKAIISL
0 TUTIIOMY

3. KakumMu HHOCTpAHHBIMU SI3bIKAMU U SI3BIKAMHU
HaponoB Poccuiickoit deaepaiuy BiIajaeeTe U B
KaKkoW  cremeHW  (UMTaeTe W MOJXKETe
O0OBSCHSTHCS, BIaJICETe CBOOOIHO)

4. BeinonHsiemas paboTa ¢ Hayasia TPyJIOBOM JESITENbHOCTH (BKJIKOYasi BOCHHYIO Cly:k0y U paboTy 1o
COBMECTUTEJILCTBY)

Mecsu u rog JOMKHOCTB € yKa3aHUEM YUPEKICHHUS, MecToHaxoxkIeHne
MOCTYIUJIEHUS yxoaa OpraHu3aluu, IPEAIPUATHS, A TAKKE YUPEXKIACHUS,
MHUHHCTEPCTBA (BEIOMCTBA) OpraHu3alNH,
NIPEIIPUATHS

5. Bamm Onm3kue poJcTBEHHUKH (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damMuus, UM, T'on MecTto paboThl, Anpec mecta
poAcTBa OTYECTBO POXKIAEHUS JOJDKHOCTD JKUTEIILCTBA

6. Jlomaniauii agpec u HoMep TeaeoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHSAIOIIUI

(HOMep, cepusl, KeM M KOT/ia BBIIaH)
8. I[OHOJ'IHI/ITC.HBHBIC CBCACHUA, KOTOPBIC BrI xenaete COO6H_[I/ITB 0 cebe

10. Ha xaxoi1 ypoBeH»b 3apruiaTel Bel paccuntsiBaere?

« » 202  roma

(IOJHKHOCTH OTBETCTBEHHOT'O 33 KaIPOBBIH yUeT) (moamucs) (pacrmhpoBKa HOIIUCH)
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JIMCT-3ABEPUTEJIb

nesa Ne

B nene npomnTo u npoHymMepoBaHO

ITpunoxenne Ne8
K MOJIOKEHHIO O TIOPSAKE BEICHHS
JIMYHBIX J1e]1 paOOTHUKOB

JINCTOB

(tmpamu U IPOIHCHIO)

c Ne mo Ne , B TOM YHCJIE:
JTUTEpHBIE HOMEpa JINCTOB
MPOMYIIIEHHBIE HOMEpa JINCTOB
+ TUCTOB BHYTPEHHEH OMUcH JINCTOB
OcobeHHoCTH (PU3NIECKOTO COCTOSTHUS U Howmepa nuctos
dbopMHUpOBaHHUs J1ea
OTBeTCTBEHHEIH 3a
KaJpOBBIM y4eT
(moamuce) (pacumpoBKa MOAMKCH)

« » 202  ronma
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