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ITOJOXEHHUE
O ITOPAAKE BEAEHUWSA JIMYHBIX JTEJI PABOTHHUKOB

1. O0mue moJioKeHU

1.1. Hacrosmee [lonoxkenue o mnopsake BeACHHs JMYHBIX Jel pPaOOTHUKOB OpraHU3alllH,
OCYILIECTBISIONIEH 00pa3oBaTeNbHYIO JAEATENbHOCTh, pa3pabOTaHO B  COOTBETCTBHHU C
@enepanbHbiM  3akoHOM Ne 273-@3 ot 29.12.2012 1. «O6 o6pazoBanuun B Poccuiickoii
®denepanun» ¢ u3MeHeHUsIMHA OT 25 nekadps 2023 rona, PenepanbHbIM 3aKkoHOM 0T 27.07.2006
Ne 152 «O nepcoHanbHBIX JaHHBIX» ¢ U3MeHeHusIMH OT 6 deBpansi2023 r., Ykazom [Ipesunenta ot
30.05.2005 Ne 609 «O06 yrBepxkaeHnn [lomokeHHst O IEPCOHANBHBIX JaHHBIX TOCYIapPCTBEHHOTO
ciyxatero Poccuiickoii @enepaniuu 1 BEICHUU €ro JIMYHOTO JIeJIa» ¢ U3MEHEHUSIMHU OT 29 ampens
2023 r., Tpynoseim Koxnekcom Poccuiickoit @enepanuu, KoiaekTUBHBIM JOTOBOPOM, Y CTaBOM
MBOY «Tepnosckass OOLL».

1.2. [annoe Ilono)xeHue omnpenensier MOPAJOK BEAECHUS JIMYHBIX JI€J IE€JaroroB M HHBIX
COTPYIHUKOB U pa0OTHUKOB IIKOJIbI, OMpeeseT NopsSAoK (OpMUpPOBaHUS, YUe€Ta U XpaHEHHs,
BBIJIAYY JIMYHBIX JIETT BO BPEMEHHOE IT0JIb30BAHKE, & TAKXKE OTBETCTBEHHOCTD, ITpaBa paOOTHUKOB U
JTUpPEKTOpa 00pa3oBaTeIbHON OPraHU3aIUH.

1.3. Hacrosimiee IlomoskeHue yTBepKIaeTcsi MPUKA30M IO MIKOJIE U SBISETCA 00s3aTEIbHBIM IS
BCEX KaTeropuil MeAarorn4eckux u APyrux COTPYAHUKOB IITKOJIBI.

1.4. Benenue nu4HBIX JIe MEAaroroB M COTPYAHMKOB IIKOJIBI BO3JIaraeTcs Ha CIELUANUCTa I0
KaJl[paM OpraHu3allii, OCYIECTBIISIONIeH 00pa30BaTENbHYIO ASSITENbHOCTD.

1.5. JluyHO€ Ne0 — OCHOBHOM JOKYMEHT MEPCOHATBHOTO YUeTa, COACpKAIIUN HanboJIee MOJHbIC
CBEICHUsI 0 pabOTHHKE 00pa30BaTENbHOM OpraHU3aIlui U €T0 TPYIOBOH AesITenbHOCTH. B mudHOe
JIeJI0 BHOCATCS CBECHMUS, CBSI3aHHBIE C MOCTYIJIEHUEM Ha pabOTy U YBOJIbHEHHEM.

1.6. Cenenusi, cogepxaiiuecs B JIMYHOM JeNe, OTHOCATCSA K KOHGUACHIMAIbHOU HH(OpMAILINH,
MMEIOT OTPaHMYEHHBIN JOCTYI U Pa3TJallleHUI0 He TIOJIeKaT.

1.7. JInanoe nieno BeAeTcs B T€YSHHE BCEro Mepuoa padboTsel paboTHHKA.

1.8. BeneHrne HECKOJIBKUX JIMYHBIX I OJHOTO pa0OTHHUKA OOpa30BaTEIbHOUN OpraHM3aliH HE
JOTYCKaeTCsl.

2. llopsinok (popMupOBaHUS JIMYHBIX €] COTPYIHHKOB
2.1. ®opmupoBaHHWE JIMYHOTO [eJa TEJaroroB W COTPYAHUKOB 00IIe00pa3oBaTenbHON
OpraHu3alMi TPOM3BOIUTCS HEMOCPEACTBEHHO IOoclie IpHeMa B 00I1e00pa3oBaTebHYIO
OpraHM3alli0 WM T[epeBoja IeJaroroB M COTPYIHUKOB U3 Jpyroil oOpa3zoBaTelbHOMN
OpraHu3alyHu.
2.2. B COOTBETCTBHH C HOPMAaTUBHBIMHU TOKYMEHTAMHU B JIMYHBIC JIea MEAaroroB U COTPYIHUKOB
OpraHu3alfK, OCYIIECTBISIOMEH 00pa30BaTENbHYIO AEATENbHOCTb, BKJIAIbIBAIOTCS CIEIYIOIINE
JOKYMEHTBI:
s nedazoeos:

* 3asBJICHUE O NpUeMe Ha paboTy;

* 3asBJICHME O COIJIACHH HA 00pabOTKY MEPCOHAIBHBIX JAaHHBIX I1€arora;

* ChpaBKa O HAIMYUHU (OTCYTCTBHH) CyIMMOCTH U (MJH) (aKkTa yroJOBHOTO MpeCiieI0BaHus,

BBIJJAHHOTO COOTBETCTBYIOIIMM OPIaHOM IIPABOIOPSJIKA,;

* aBToOHMoOrpadus;

*  KOIKA NAcnopTa WX MHOTO JOKYMEHTA, YAOCTOBEPAIOIIErO JUYHOCTS;

*  KOIUS CTPaxOBOI'O CBHUJIETEILCTBA IEHCUOHHOIO CTPAaXOBAHMUS;

*  KOmnMs UACHTU(DUKALMOHHOIO HOMEpPa HAJIOTOIJIATENbIINKA,;



KOIHSI TOKYMEHTa BOMHCKOTO y4eTa (115 BOCHHOOOS3aHHBIX );

KOIIHSI CBUJETEIHCTBA O 3aKII0YCHNH Opaka (Ipyu HAJIM4YKN);

KOIIMSI CBUJETEIBCTBA O POXKICHUM JeTel (IIPH HATUYKH);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMM JJOKYMEHTOB O KBAIM(PUKALMU WU HAJIUYUE CHEeLUATbHbIX 3HaHUH (IIPU HAINYMHN);
KOIIMYU aTTECTAllMOHHBIX JIUCTOB (IpU HAINYUH);

KOIIMM JJOKYMEHTOB O Harpa)IeHUH (IIpy HAJIMYUK);

XapaKTepUCTHKH, PEKOMEH IaTeIIbHbIE MUChMa (ITPU HATMYHN);

IIpUKa3 O pueme Ha padory;

IIPUKa3 O NEPEBOJIE HA UHYIO JOJKHOCTD (IIPH HATTMYHH);

JOJDKHOCTHAsT MHCTPYKLUS (JOJDKHOCTHBIE MHCTPYKLIIMHM C MOMEHTA Ha3HAuyeHUs Ha BCe
JOJIKHOCTH);

TPYAOBOH JOroBOp (C MOCIEAYIOUIMM BKJIIOUEHHEM JONOJHHUTEIbHBIX COIVIALICHUH K
TPYJIOBOMY JIOTOBOPY);

TPYAOBYIO KHUKKY;

MEIULUHCKYIO KHUXKKY.

s pabomuuxos.

3asBJIEHHE O IIpUeMe Ha paboTy;

3asBJICHHME O COIJIACUM Ha 00pabOTKy MEPCOHAIBHBIX JAHHBIX I1€arora;

ClpaBKa O HAIWYKUU (OTCYTCTBUH) CYIUMOCTH M (WK) (haKTa yroJOBHOTO MPECIICAOBAHNUS,
BBIJIAaHHOT'O COOTBETCTBYIOLIUM OPIaHOM IIPABOIOPSIIKA;

aBToOMOrpadus;

KOIIM [aCHopTa WM MHOTO IOKYMEHTA, yJOCTOBEPAIOLIETO TUYHOCTh;

KOIIUSI CTPAaXxOBOI'0 CBUETEILCTBA IEHCUOHHOTO CTPAXOBAHMUS;

KOIMS UICHTU(UKAMOHHOI'O HOMEPa HaJIOTOIJIaTeNbIIUKA,;

KOIUS JOKYMEHTa BOMHCKOI'O yuyeTa ([Uisi BOEHHOOOS3aHHBIX);

KOIIMsI CBUJIETEIbCTBA O 3aKI0YEHUH Opaka (Ipu HAJIUYUK);

KOIIUSI CBUJIETENIBCTBA O POXKACHUU JETeH (IIpU HAIMYUN);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIUU JIOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUYUN);

XapaKTepUCTUKH, PEKOMEHIaTeIbHbIE MUChMa (IIPU HAJIMYKN);

MIpHUKa3 O puemMe Ha padoTy;

IIPUKa3 O MEepPeBo/ie Ha MHYIO TOJKHOCTD (TIpU HAJIMYUK);

JOJDKHOCTHAs! MHCTPYKLHUSA (JIOJDKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HAa4yeHMsI Ha Bce
JOJDKHOCTH ),

TPYAOBOH JOroBOp (C MOCHENYIOIIMM BKJIIOYEHHEM JIOMOJHUTEIbHBIX COIVIAIIEHUN K
TPYAOBOMY JIOTOBODY);

TPYAOBYIO KHIKKY;

MEIULUHCKYIO0 KHUXKKY.

Pabomooamenv opopmnsem:

TPYZAOBOM JOTOBOP B JIBYX K3EMIUIIPaXx;

MpHKa3 o pueme Ha paboTy (0 nepeMeneHn Ha JpyTrue JOHKHOCTH);
TUYHYI0 KapTouky Ne T-2;

JOJKHOCTHYIO MHCTPYKIIMIO B IBYX K3EMIUISIpax.

Pabomooamenw suaxomum:

C HOPMaTHBHO-IIPaBOBBIMHU JOKYMEHTaMH IIKOJbI (YcTaBoM, KomekTHBHBIM JOTOBOPOM,
[IpaBunaMu TpyIOBOTO pacHopsiiKa U Jp. JOKAJbHBIMH aKTaMH);

C IOJDKHOCTHOM MHCTPYKIMEH;

NPOBOJUT BBOJHBIM HMHCTPYKT@X, WHCTPYKTaX II0 OXpaHE TpPyAa, MHCTPYKTAX IO
MIPOTUBOMNOXKApHOI 0€30MacHOCTH.

2.4, HepBI/IqHOC O(I)OpMJ'ICHI/IC JIMYHOTO JIeJIa MIpEeAyCMaTpUBAacCT:

MIPUCBOCHUE JIMYHOMY JIeJTy HOMEpa COTJIACHO JKYPHAIy yYeTa JIMYHBIX Jel (MPUIOKCHHE
Ne 1);

MPOCTABJICHHE Ha OOJIOKKE JUYHOTO nena (mpuioxxeHne Ne 2) clenyromux peKBU3UTOB:
UHICKC Jena (B COOTBETCTBMHM C HOMEHKJIATYpoOll jgen  o0mieoOpa3oBaTenbHOM
OpraHu3aly;, TOJHOE HaWuMEHOBaHWE O0O0IIe00pa30BaTENbHON OpraHu3alui; HOMEp



JUYHOTO Aena; GpaMuinsg UMsl OTYECTBO paOOTHHKA B MMEHUTEIBHOM IMAJEKe; 1aThl — IOJ

Hayaja ¥ roJl OKOHYAaHUS BeICHHs JIe)1a; KOJMYECTBO JIUCTOB; CPOK XPAHEHHUS;
* IIOMEIIEHHE JIOKYMEHTOB, TMOMJIEXKAIIUX XPAHEHUI0 B COCTaBE€ JIMYHBIX JEl, B

XPOHOJIOTUYECKOM TOPSIKE:
BHYTPEHHSS ONUCH JOKYMEHTOB Jena (npuioxenue Ne 3);
JIMYHBIN JINCTOK MO y4YeTy KaapoB (nmpuioxxeHus Ne 6);
3asBJICHHUE O IIPUEME Ha PadoTy;
IpUKa3 o mpueme Ha padory;
TPYAOBOM JOIOBOD;
JOTOBOP O TOJHOW MAaTepHaTbHOW OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepHalbHO OTBETCTBEHHOE JIUIIO);

» XapaKTEePHCTUKU M PEKOMEH/IaTeIIbHbIC TUChMA;
» coryiacue Ha 00pabOTKy MepCOHATBHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, MOMEUICHHBIX B INYHOE JIEJI0, TIOJUIeKAT HyMEpaluu.
2.6. C nenbro obecrieyeHus: HaJUIekKale COXPaHHOCTH JIMYHOTO Jiejla MEe1aroroB U COTPYIHUKOB
001meo0pa3oBaTeIbHOM OpraHu3ali U ynoOcTBa B OOpallleHWH ¢ HUM Tpu (HOpMHUPOBaHUH
JOKYMEHThl NOMEIIAIOTCA B OTHAENbHYIO mNanky. Ilpum yBombHeHMHM pabOTHHMKAa HPOIIMBAIOTCS
HUTKaMH U CIAIOTCS B ApXUB.
2.7. BHYTpeHHss ONUCh JOKYMEHTOB, UMEIOLIUXCS B JINYHOM JieJie, JOJKHA COJepkKaTh CBEIEHUS
O TOPSAKOBBIX HOMEpax, HAWMMEHOBAaHUSAX JOKYMEHTOB JleNla, KOJIMYEeCTBE JIMCTOB, JlaTax
BKJIFOYEHHUS JOKYMEHTOB B JIMUHOE JEJIO U U3bATUS U3 JIeNa, a TAKXKE KeM U3BAT JTOKYMEHT U IO
KaKoOH! IIPUYMHE.
2.8. BHyTpeHHs ONUCh COCTaBISIETCA HAa OTJEJIBHOM JIUCTE MO yCTAaHOBIEHHOW ¢opme. JIucTbl
BHYTPEHHEH OIUCH HyMEPYIOTCS OTACIBHO.
2.9. Ilpu moAroToBKe JIMYHBIX JIe] K Iepeaaye Ha XpaHEeHHE K BHYTPEHHEH OIHCH COCTaBIISAETCS
WTOTOBas 3aIUCh, B KOTOPOH YKa3bIBaeTCs MU(PPaMU U IPOMHCHI0 KOJTMYECTBO BKIIOYEHHBIX B HEe
JOKYMEHTOB U KOJIMYECTBO JIUCTOB €.

VVVVYYY

3. Tlopsinok BeaeHusi JIMYHBIX JieJl TMeAaroroB W COTPYJAHUKOB OpPraHu3aluu,
OCYIIECTBJISIONIEH 00pa30BaTEeIbHYIO /IeSITeILHOCTH
3.1. JluuHoe neno memaroroB M COTPYIHUKOB 0OIIe00pa3oBaTeIbHOM OpraHU3allMi BEIETCS B
TEUEHHE BCEro TMepuoja padoThl KaXJAOro Tejarora M COTPYIHHUKA B 0011e00pa3oBaTeIbHOM
OpraHH3aIliH.
3.2. JlanpHeliee BeACHUE JIMYHOTO Jiefla TIEJAaroroB M COTPYIHHUKOB OO0IIe00pa3oBaTeIbHON
OpraHM3alfy TMpelycMaTpUBaeT MOMEIIEHHUE B JE0 JOKYMEHTOB, 0Opasyloluxcs B Ipoliecce
paboueit JesTeTbHOCTH U UMEIOIINX 3HAYCHHE JIJISl TPYJIOBBIX OTHOIICHHIA:

* JIOTIOJHEHHE K TUYHOMY JHCTKY MO Y4eTy KaJpOB;

*  JOIIOJIHUTEJIBHBIE COrJIAIEHUS K TPYIOBOMY JOTOBODPY;

* KOINHWU TPUKA30B MO JMYHOMY COCTaBYy, KOTOpBIE KAacarOTCsl MEJaroroB U COTPYAHUKOB

o011e00pa3oBaTeIbHON OpraHU3aIiy;
* OT3BbIBBl JIOJDKHOCTHBIX JIMII O TIearore W COTPYAHHKE 001meo0pa3oBaTenbHON
OpTraHH3aIIH;

*  KOIHWHU JOKYMEHTOB O MOBHIIICHUN KBATU(UKALINN;

*  KOIHHU cepTU(UKATOB, IPaMoOT;

* JIUCT — 3aBEpPUTENb Jela (COCTABIAIOT MPU cllade JTUYHOTO Jelia B apXUB);

hd HHBIC )IOKyMeHTI)I.
3.3. B memax oOecriedeHHss KOHTPOJS 3a COXPAHHOCTBIO W aKTYaIbHOCTHIO JUYHBIX JEl B
0011e00pa3oBaTeIbHONW OpraHu3aIuy eXeroaHo (He mo3gHee | kBapTana roja, CIEIyIOMmEro 3a
OTYETHBIM) MPOU3BOAMUTCS MTPOBEPKA UX HATTMYUS U COCTOSTHHUSL.
3.4. ExeroaHyroo MpOBEPKY COCTOSIHHS JIMYHBIX JeJ Ha MPEeIMET COXPAaHHOCTH BKIIIOUCHHBIX B
HEro JIOKYMEHTOB TMPOBOJUT CIEUUANbHO co3laHHas komuccus. O TPOBEACHHBIX MPOBEPKaxX
JIeJIaeTCsl OTMETKA B JINCTE O Pe3yJbTaTaX €KETrOJAHON MPOBEPKU COCTOSHHUS W HAIWYHS JIMYHOTO
nena (mpunoxxenue Ne 5) U cocTaBisieTcs akT. Pe3ynpTaTsl MPOBEPKU JIHUHBIX A€ B 003aTeTbHOM
TTOPSIJTKE TOBOJATCS JIO TUPEKTOpa 00IIe00pa3oBaTeIbHONW OpraHH3aIlHH.



4. Tlopsinok y4éra M XpaHeHHsl JHYHBIX /€] NeJaroroB W COTPYAHMKOB OpPraHM3alHH,
ocyllecTBJIsIOIIEH 00pa30BaTeIbHYIO 1eATeJbHOCTD.

4.1. XpaHeHHe U y4eT JIMYHBIX JI€] MEeIaroroB U COTPYAHUKOB OpPraHU3alUM, OCYIIECTBIISIOMICH
00pa3oBaTEeNbHYIO JIEATEIHHOCTh, OPTAHU3YIOTCS C IIENIbI0 OBICTPOrO U 0€30IMO0YHOTO TOUCKa
JUYHBIX JeJ, 00ecledYeHHs] UX COXPAHHOCTH, a Takke oOecreueHuss KOH(PHACHUIUATbHOCTU
CBEICHMIA, COJICPKAIINXCS B JOKYMEHTAaX JIMYHBIX JeJl, OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA.

4.2. JInunble Aeiia COTPYIHUKOB XpaHATCs B cerde o01eoopa3oBaTeIbHON OpraHu3alnH.

4.3. TpynoBbie U MEIUIIMHCKHIE KHIKKH XPAHITCS OTIIEIBHO B ceiide.

4.4. JlocTyn K JUYHBIM JeJiaM IeJaroroB U COTPYJHUKOB 00I111e00pa3oBaTEeIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpEeTapb, CIEHUAIUCT IO KaapaMm, JTUPEKTOp o001ieo0pa3oBaTeabHOR
opranuzalu 00 3aMECTUTENHM AUPEKTOpa MpPU HCIOIHEHUH OOS3aHHOCTEM JUpEeKTopa
001e00pa3oBaTeNbHON OPTaHU3aAIHH.

4.5. Cucrematuzanusi JHUYHBIX JIeJ1 TEAaroroB M COTPYIHUKOB 00I1€00pa3oBaTEIbHOMN
OpraHH3aIfy MPOU3BOIUTCS B alI(aBUTHOM TOPSIKE.

4.6. JluyHble nena MegaroroB W COTPYAHUKOB OO0II€0Opa3oBaTENbHON OpraHU3ald, UMEIOIINX
rOCy/IapCTBEHHBIC 3BaHUs, IPEMUU, HATPAJbl, YICHBIC CTENICHU U 3BAHUS, XPAHSITCS MMOCTOSHHO, a
OCTaJIbHBIX COTPYAHHKOB — 75 JIeT ¢ roja yBOJbHEHHs paOOTHUKA (B COOTBETCTBUH C llepeunem
TUTIOBBIX YIIPABJICHYECKUX JIOKYMECHTOB).

5. Ilops10K BhIIa4YM JIMYHBIX /IeJ BO BpeMEHHOe M0JIb30BaHue

5.1. Beimaua nu4HBIX Jien (OTAEIBHBIX JOKYMEHTOB B COCTaBE JMYHOTO Jejia) BO BPEMEHHOE
M0JIb30BAaHNUE TPOU3BOJUTCS C Pa3pelIeHUs] JUPEKTOpa 001eo0pa3oBaTeIbHON OpPraHU3alUK MO
3asBJICHUIO COTPYIHUKA OPraHU3AIMH, OCYIECTBIISIONIECH 00pa30BaTENbHYIO IESATEIbHOCTb.

5.2. Pabora (03HakOMJIEHME) C JIMYHBIMU J€JaMH  [EJaroroB U1  COTPYIHUKOB
001e00pa3oBaTeIbHOIN OpraHU3alMi MPOU3BOAUTCSA B MPUEMHON AupekTopa. B koHue pabouero
THSI CEKpeTaph WIH CIEIHAUCT O KajapaMm o0s3aHa yOeauThcs B TOM, YTO BCE JIMYHBIC Jeia,
BBIJAaHHBIE BO BPEMEHHOE IIOJb30BaHME, BO3BPALICHBI HAa MECTO XpPaHEHUS U €CThb JIU
HGO6XOZ[I/IMOCTB JJI IIPUHATHUSA MEP K UX BO3BPAIICHHUIO UJIU PO3BICKY.

5.3. ®akT BbIJIauX JIMYHOTO JieNa (UKCUPYETCsl B KOHTPOJIBHOM JKypHaJIe.

5.4. V3psATHE OTAENBHBIX JOKYMEHTOB U3 JIMYHOTO JieJia TIPOU3BOJUTCS C Pa3pelIeHHs TUPEKTOpa
o01eo0pa3oBaTesIbHOM  OpraHu3alMu ¢ Oo(GOpMIIEHHEM COOTBETCTBYIOLIEH 3amucu B Tpade
«[Ipumeuanue» BHyTpeHHeH onucH. [Ipu BpeMEHHOM U3BSATHH JTOKYMEHTa Ha €ro MECTO (MEXIy
JUCTaMU COCETHHUX JOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-3aMECTUTENb C YyKa3aHMEM JaThl U
IMPHUYUH U3BATHUA C IOANKMCHIO JIMla, BBIAABIICTO JOKYMCHT, U MOANUCHIO JIMIA, IMMOJTYYHUBIICTO €T0
BO BPEMEHHOE I0JIb30BaHHE.

6. OdopmiieHHe JIMYHBIX JeJI epe] caavel B apXuB
6.1. OdgopmieHre TUYHBIX JeN Il MepeAadyd B apXUB MPOU3BOJUTCS CHEIHAIMCTOM IO KaJpaMm
00111e00pa3oBaTeNIbHON OpraHu3auy. JTa Npoleaypa BKIYaeT:

* MOALIMBKY (Teperuier) aena;

* YTOYHEHHE HyMepaluH JUCTOB JIeNa;

*  COCTaBIICHHE JUCTa-3aBeputens (mprioxeHue Ne §);

* COCTaBJIEHUE (YTOUHEHUE) BHYTPEHHEHN OINCH;

* BHECEHHE YTOUHEHUHN B PEKBU3UTHI JTULEBOM OOJIOKKH Jiena.

6.2. Jlucr-3aBeputenp Jena JODKEH MOJANKMCATh €r0 COCTaBUTENb, IPH 3TOM Jenaercs
pacimiidpoBKka JOMKHOCTH M TOJIHMCH, NPOCTaBiseTcs naTa. B mpoiecce HCMIONb30BaHUS
apXUBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTENE JIENAal0TCs COOTBETCTBYIOLIME OTMETKU. Eciu geno
MOAIMUTO 0€3 JHMCTa-3aBepUTEINsl, TO €ro CleAyeT HaKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
Jena.

6.3. C nenbto o0ecrieyeHnst COXPaHHOCTH JIMYHBIX JIENT PEKOMEHTyeTCSI:

* 00BEeIUHATh MHAWBUIYAJIbHBIC JIMYHbIE €A YBOJCHHBIX COTPYIHHUKOB B OJHY OOJIOXKKY
(0ObeIMHEHHOE /IETI0) C TaKUM pacdyeTroM, 4ToObl 00beM jena (Toma) He mpesbiman 250
JMCTOB (ITyTE€M CIIMBKU MaTe€pHUajIoB MHAWBUIYAIbHBIX JIE] 10 F0JaM YBOJIbHEHH);

* pacnojaraTb MaTepuallbl MHAMBUIYAIbHBIX /i€ B Mpejenax Jena (Toma) B aa(paBUTHOM
nopsiike (moaMuIIbHO), OTAEISST MaTepUAIIbl, OTHOCSIIMECS K Pa3HBIM MHIUBHUIYaIbHBIM
JieslaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHHeM Ha HeM (aMWiIMM, UMEHM M OTYeCTBa



COOTBETCTBYIOILIETO YBOJIEHHOTO Tiefarora M COTpYAHHMKA oOIieo0pa3oBaTenbHON
OpraHu3allvy;

* cHaOXaTh KaxJaoe OOBEAWHEHHOE Je0 (TOM) BHYTPEHHEH OMHUCHI0O C TEpPEUHCICHHUEM
dbaMunmii, IMEH M OTYECTB W YKa3aHHEM HOMEPOB CTPAHUI], B MpeaeliaXx KOTOPBIX
Pacros0KeHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. [lepenada TUYHBIX A€ B apXUB OCYILECTBIIACTCS HE MO3HEE TPEX JIET IMOCIIe 3aBEPIICHUS UX
B JITIOTNPOM3BOJICTBE B COOTBETCTBUH ¢ rpadukom. [IpenBaputenbHO cekperapeM, CreUuaiiucToM
[0 KaJpaM TpOBEpseTCS IOJHOTa W MPAaBHIBHOCTh MOJATOTOBKM JIMYHBIX JeJ K Iepenaue.
BrisiBneHHble TpU MPOBEPKE HEAOCTATKU YCTPAHSAIOTCS CEKpeTapeM, CHEIHATMCTOM IO KaJapam.
[lepenaua u mpueM MPOU3BOJATCS MO OIMUCHU C MTPOCTAHOBKOM OTMETOK O HAJTHMYUH JIMYHBIX JIEII.
6.5. JIuunble ena nenaroroB ¥ COTPYIHUKOB 00111€00pa30oBaTeNbHON OpraHu3aliy, 3aKOHYCHHbIE
nenonpousBoactBoM 1o 1 saBaps 2003 roma, xpausarcs 75 ner, nocne 1 saBaps 2003 roma — 50
net. JInyHble gena qupeKkTopa, riaBHoro Oyxrainrepa o0rieo0pa3oBaTelbHON OpraHU3aluu UMEIOT
IIOCTOSIHHBIA CPOK XPaHECHHUS.

7. OTBETCTBEHHOCTD
7.1. Tlemaroru W COTPYAHUKH OOIIE00Pa30BATENBLHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MIPEJICTABIIATh CEKPETAPIO WU CICIIHAIUCTY 0 KaJpaM CBeJIeHUsI 00 N3MEHEHUHU B IMIEPCOHATBHBIX
JaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOI'O J€ea.
7.2. PaboTomarens o0ecrieunBacT:
* COXpPaHHOCTb JIMYHBIX JIe TMEeJaroroB M COTPYIOHUKOB  00IIeoOpazoBaTeIbHOMN
OpraHH3allvH;
*  KOH(MUIECHIMATBLHOCTh CBEICHHUM, COJIEpKAIIMXCS B JIMYHBIX JIeJlaX IIeJaroroB M
COTPYTHUKOB.

8. [IpaBa pa6oTroaaresisi U padOTHUKA
8.1. Ilna oOecrieyeHus 3alUThl MEPCOHAIBHBIX JAHHBIX, KOTOPHIE XPAaHATCA B JIMYHBIX Jeiax
[eJaroroB U COTPYAHUKOB 0011€00pa30BaTeNbHON OpraHu3alui, IEAarord U COTPYAHHUKHU
00111e00pa30BaTEIbLHON OpraHnu3allui UMEIOT MPaBo:
* TIOJY4UTh TOJHYIO HH(POPMAIUIO O CBOMX TNEPCOHAIBHBIX JIaHHBIX M 00pabOTKE AITHX
JaHHBIX;
*  IOJIYYHTh CBOOOIHBIN JOCTYIT K CBOUM IEPCOHATLHBIM JaHHBIM;
* MOJYYHUTH KOMUU JOKYMEHTOB, XpaHSIIUECS B TUYHOM JIENIe U COJepIKalie epCOHATbHbIE
JTaHHBIE.
* TpeOoBaTh UCKIIOUECHUS WM UCIIPABICHUS HEBEPHBIX U HETIONHBIX MEPCOHAIBHBIX JTaHHBIX.
8.2. PaboTomarens uMeeT mpago:
* 00pabarbIBaTh MEPCOHANBHBIE JAHHBIE TIEaroroB U COTPYIHUKOB 001Ie00pa3zoBaTeNbHOMN
OpraHM3allM, B TOM YUCIIE U Ha 3JIEKTPOHHBIX HOCUTEISX;
* 3alMpoCUTh OT MENaroroB M COTPYJHHMKOB 00IIe00pa3oBaTelbHON OpraHu3aluu BCIO
HE0OX0oauMYyI0 HHGOPMAIMIO JJI BEICHUS JHMYHBIX Jed1 U 00paOOTKH TMEepCOHATBHBIX
JTAHHBIX.

9. 3aka0uuTeIbHbIE MOJI0KEHHUS

9.1. Hacrosimee TlonoskeHne 0 MOPSJIKE BEACHUS JIMIHBIX JIE] PAOOTHUKOB SIBJISETCS JIOKAITBHBIM
HOPMAaTUBHBIM aKTOM, MpUHUMaeTcs Ha [lemaroruyeckoM coBeTe IMIKOIBI U yTBEpKIaeTcs (b0
BBOJIUTCS B JICMCTBHUE) MPUKA30M JTUPEKTOPA OPraHU3alllH, OCYIIECTBISIONICH 00pa30oBaTeIbHYIO
JEATEIbHOCTD.

9.2. Bce uW3MeHEeHHS W JIONOJHCHHs, BHOCHMBIC B Hactosmiee IlomoskeHne, opOpMIISIOTCS B
MUCBMEHHOW (opMe B COOTBETCTBUM JICHCTBYIOIIMM 3aKOHOJATENBCTBOM  Poccuiickoii
denepanuu.

9.3. Tlonoxenne 0 MOPSAKE BEACHUS JHYHBIX Jell paOOTHUKOB O0pa30BaTeIbHON OpraHU3aIluu
IIPUHUMAETCS Ha HEONpeneNeHHbIl Ccpok. M3menenus wu gononHeHus K llomoxenuto
MIPUHUMAIOTCS B TOpsiIKe, TpexycMoTpeHHoM 11.9.1. Hactosmero [lonoxkeHus.

9.4. Tlocne mpunstus IlonoxkeHus (MM M3MEHEHWH W JIOMOJHCHWM OTACIBHBIX IYHKTOB H
pa3zienoB) B HOBOM peAaKlMK MPEAbIAYIasi peJaKIis aBTOMaTHYECKN YTPAYUBAET CUITY.



Kypnain ydera TU4HBIX 1€

[Mpunosxenne Nel
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS

JIMYHBIX OCJI paGOTHI/IKOB

Ne Hara OQammwmms, | Tabems- | JomkrocTs | CTpyKTYp- Haran Haraun [prmeya-
1/ odopmire- ums, HBIN (mpodpec- HOE HOMEp HOMEp HUE
I | HUSI IMYHOTO | OTYECTBO HOMeEp cHs, nojpaszue- MpUKa3a IpUKa3a
zena nemarora u CHennatb- JIeHHe (pacnopsi- (pacmops-
COTPYIHHKA HOCTbD) JKEHUS) O JKEHUS) O
negarora u npueme TpeKparie-
COTpY/JHHKA nearora u HHUH
COTpyAHUKa | (pacTopike-
Ha paboTty HUM)
TPYIIOBOTO
JIOTOBOpA C
NIeIaroroM U
COTPYIHUKOM
(yBombHE-
HUH)
1 2 3 4 S) 6 7 8 9




donng Ne

Onucek Ne

Hemo Ne

WNunexc nena

O010KKa JIMYHOTO Jiej1a

[Mpunosxenne Ne2
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe)1 paOOTHUKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHE 00pa30BaTEILHON OPTaHU3AIHN)

Jara Hauana

Jlata okoHUaHUs

Ha JIACTax
XpaHuTh JeT
dona Ne
Omnuce Ne

Jemo Ne

(3arosoBOK Jiena)



[Mpunosxenne Ne3

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

BHYTPEHHSIS OITNCH
JTOKyMEHTOB Jjiesia No

JIMYHBIX OCJI paGOTHI/IKOB

No HNunexc ara Haspanue Howmep [Ipumevanus
/i JIOKyMEHTa JIOKyMEHTA JIOKyMEHTA JIUCTOB
Jiena
Hroro: JIOKYMEHTOB

(uMgpamu 1 IPOIKCHIO)

KommuectBo nmucTOB BHYTpeHHeﬁ OIIMCH

(uudpamMu U IPOIHCHIO)

OTBETCTBEHHBIH 3a
KaJIpOBBIN y4erT:

(TroxICH)
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©.1.0.

[Mpunoxenne Ned
K TIOJIOKEHHIO O TOPSI/IKE BEJICHUS
JIMYHBIX JIe)1 paOOTHUKOB

JlomKHOCTD

JIngauoe nemo Ne

JlaTa o3HaKOMJIEHUS IeJarora
U COTPYIHHUKA C JINYHBIM
JIEIIOM

IMoamucek nemarora u
COTpYAHHKA

OTMeTKH, MpUMeYaHus,
3aMcYaHus




[Mpunosxenne Neb

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX OCJI paGOTHI/IKOB

OtrMeTKa 0 pe3yabTaTrax €’KeroTHOM NMPOBEPKUN COCTOAHUSA
1 HAJINYUA JIHYHOI'0 JeJ1a

©.1.0.

JomKHOCTD

JInynoe nemo Ne

[aTta npoBepku

d.N.0. unenosn
KOMMCCUU

Iloagnucu yieHoB
KOMUCCHU

Pesynbrar nposepku




[Mpunosxenne Ne6
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe)1 paOOTHUKOB

JINYHBIN JTUCTOK MO y4eTy KaJApoB

1. ®ammnus

Nmsa OT4ecTBO

2. Ion

3. T'ox, uynciio u MecsL POXKACHUS

4. Mecto poxaeHuUs
(ceno, nepeBHs, ropoj, paiioH, 001acTb)

5. I'paxknaHcTBO

6. O0Opa3oBaHue

HasBanue DakynbTeT l'on l'on Ecnu ne Kakyro
yueOHOro WIH MIOCTYIUIEHUSI | OKOHYaHHSA | OKOHYMWJ, TO | CHELHUAIBHOCTD
3aBEJICHUS U €T0 OT/EIICHHUE WM yXoJa C KaKoro HOJIY4HII B
MECTOHAXOXKICHHE Kypca yuen pe3yJprare
OKOHYaHUS
yueOHOTo
3aBe/IeHNUs,
ykazatb Ne
JUIUIOMA WU
YIIOCTOBEPEHHS

7. Kakumu HHOCTPAHHBIMU A3bIKAMU BJIAACCTC

(qm‘aeTe 1 IIEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETE OG'L?ICHSITBCSI, BJIAICETC CBO60)1HO)

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue nmeere HayyHbl€ TPY/Ibl U U300pETCHUS

10. Bemonnsiemass paboTa ¢ Hayana TPYIOBOM JAeATEIbHOCTH (BKJOYas yuyeOy B BBICHIMX H
CPEIHHUX CIICHUABHBIX YUeOHBIX 3aBEJCHUSAX, BOCHHYIO CIYX Oy U paboTy 110 COBMECTUTEIIBCTBY)

Mecsn u rox ‘ JIOJDKHOCTB € yKa3aHHUEM YUpEeKICHU, ‘ MecroHaxoxaeHue |




MOCTYILJICHUS yxoJza OpraHu3alyy, IPEAIPUATUS, a TAKKE YUpEXKIACHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
HpEAIPUATHS

11. IIpeObiBanme 3a rpanuiie (padbora, ciryxebOHasi KOMaHIUPOBKA, ITOE3]IKA C JEIeTalneH )

Mecsan u ron B kakoii ctpane Llens mpeObIBaHUS 32
C KaKoro 10 KaKoe IpaHMLICH
BpEMEHU BpeMs

12. Yyactue B BBIOOPHBIX OpraHax

MecTo BBIOOPHOTO HazBanue BEIOOpHOTO B kauectBe koro Ton

oprasa oprasa BbIOpaH n30paHusi | BBIOBITHA

13. Kakue nmeere npaBUTEIbCTBEHHbBIE HATPAIbI

Korna u keM HarpaxaeH

14. OTHOILIEHNE K BOMHCKUM O0SI3aHHOCTSIM M BOMHCKOE 3BaHHE

Cocras Pon Boiick
(KOMaH/HBIH, TOJNTHYECKUH, aIMIHACTPATHBHBIH, TEXHHYECKHH U T. 1.)

15. CeMeltHOE TOJIOKEHIE B MOMEHT 3aIIOJIHEHUS JJUYHOTO JTUCTKA

(ureHbI CeMBH, C yKa3aHUEM BO3pacTa)

16. Jlomamnuii agpec

17. O6s3y10Ch CBOEBPEMEHHO M3BEIIAaTh 000 BCEX M3MEHEHUSX JAHHBIX, BKIFOYCHHBIX B JIMYHBIN
JIMCTOK IO YYETY KaJpOB.

« » 202  rona




AHKETA

[Mpunosxenne Ne7

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX OCJI paGOTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jlara poxnenus

1. I'paxk1ancTBO (€Cid U3MEHSUIU, TO YKaXHUTE,
KOT/JIa M 110 KaKOW MPUYUHE)

2. OOpa3zoBaHme, y4yeHas CTENeHb (Korma |
Kakue y4eOHBbIC 3aBEJCHHS OKOHYMIIM, HOMEpa
auTuIoMoB). CHeUManbHOCTh M KBATH(DHKAIISL
0 JIUIIIIOMY

3. KakuMu MHOCTpaHHBIMHU SI3bIKAMU U S3bIKAMU
HaponoB Poccuiickoii ®denepanun BIajceTe U B
KakoM  cTemeHu  (YuTaere U MOXKETe
0OBSICHATHCS, BlIaJieeTe CBOOOIHO)

4. BomonnseMas paboTa ¢ Hayana TPYyJOBOM eATeIbHOCTH (BKJIOYAsi BOGHHYIO CIYKO0y U paboTy

110 COBMECTHUTEIILCTBY)

Mecsi u Tof I[OJ'DKHOCTL C YKAa3aHUECM YUPCIKACHU,

MIOCTYIUIEHHUS yxoza OpraHM3al1H, IPEANPHUATHS, a TAKKE

MUHHCTEPCTBA (BEIOMCTBA)

MecronaxoxaeHue
YUPEKIAECHUS,
OopraHu3anuy,
IPEANPUITUS

5. Bamm Onmu3kue poJICTBEHHUKH (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CreneHb Ddamuays, UM, I'ox

poACTBa OTYCCTBO POXIACHUSA

Mecto paboThl,
JIOJDKHOCTh

Anpec mecTa
KUTEIIbCTBA

6. lomamHuii agpec u HoMep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMeEp, cepusl, KEM U KOTJIa BbIJIaH)

8. JlonmomHUTENbHEIE CBE/IEHUS, KOTOPhIE BhI jkemaere cooOmuTh o cede

10. Ha xakoiil ypoBeHb 3apiuiatel Bel paccuntsiBaere?
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(IOKHOCTH OTBETCTBEHHOTO 32 KaJJPOBBIN yUeT)

(moanuce)

(pacumpoBKa MOAMKICH)




[Mpunosxenne Ne8
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe)1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

aea Ne
B nene npomnto u npoHyMepoBaHO JIMCTOB
(mudpamu 1 IPONHCHIO)
¢ No o Ne , B TOM YHCJIC:
JINTEPHBIE HOMEPA JINCTOB
MPONYILIEHHBIE HOMEPA JIUCTOB
+ JINCTOB BHYTPEHHEU ONUCHU JIMCTOB
OcobenHocTH (PU3NYECKOTO COCTOSTHUS U Howmepa nucroB
dbopmupoBaHus ena
OTBETCTBEHHBIH 3a
KaJIpOBBII y4yeT
(monmucs) (pacmmpoBKa IOIIHCH)

« » 202  ronma




