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1. O01me MoJ10KeHUA

1.1. Hacrosimee Ilonoxxenue o mopsiake BeAeHUs JTUUHBIX Aen pabotHukoB HOILI
«Tamant» (mamee — mkoja, 00mIe0Opa3oBaTeNbHAS OpraHU3aIWMs), pa3paboTaHO B
cooTBeTcTBUH ¢ DPenepanbHbIM 3akoHOM Ne 273-D3 ot 29.12.2012 «O06 obpazoBaHuu B
Poccuiickoit ®@enepauuny, DenepanbHbiM 3akoHOM oT 27.07.2006 Ne 152 «O
MEPCOHANBHBIX JaHHBIX», [Ipukazom @enepanbHOrO0 apXMBHOTO areHTcTBa OT 23
nekabps 2009 roma N 76 «O06 yTBepkacHUM METOAMYECKUX PEKOMEHIAIUNA TI0
pa3pabOTKe HWHCTPYKIMH 1O  JIEJIONPOU3BOJCTBY B  (pefiepalbHBIX  OpraHax
UCIIOJHUTENIbHON Biactu», Ykazom I[lpesugenta ot 30.05.2005 Ne 609 «O6
yTBepkaeHUH [lonokeHus: 0 MepCOHAIbHBIX JAHHBIX TOCYJIAPCTBEHHOTO CIIY>KaIlEro
Poccuiickon ®epepauun ¥ BEACHHM €r0 JIMYHOTO Jena», TpyaoBeiM Kojexcom
Poccuiickoit  ®enepaunn, KosiexktuBHbiM —goroBopoM, Ilojmoxenumem o6 UII
TypcynranoBa Xenu MycaeBHa (nanee — HOI «JIugep», mikona).

1.2. Jlannoe [TonoxxeHue onpenenseT MOpsA0K BEASHUS JUYHBIX el MearoroB u
HHBIX COTPYJIHUKOB U PAOOTHHUKOB IIKOJIbI, OTPENIEIIACT MOPSI0K PopMHUpOBaHUS, yUeTa
M XpaHEHMs, BbIJAYM JIMYHBIX JE€JI BO BPEMEHHOE II0JIb30BaHUE, a TaKXKe
OTBETCTBEHHOCTb, ITpaBa pa0OTHUKOB M JIMPEKTOPA 00pa30BaTEIIFHON OpraHU3aIl1H.

1.3. Hacrosiiee IlonoxkeHuwe yTBepKIaeTcsl MPUKA30M IO IIKOJE U SBISIETCS
00s13aTEeJIbHBIM JIJI1 BCEX KaTErOpUM MeIarorudeckux U Ipyrux COTPYIHUKOB IITKOJIBI.

1.4. Benenue NUYHBIX 1€ MEAAaroroB W COTPYJHUKOB IIKOJBI BO3JAraeTcs Ha
CIIeMAIUCTA TI0 KaJpam.

1.5. JIuuHO€ 1€70 — OCHOBHOM JOKYMEHT MEPCOHAIBHOTO YYETa, COAEPKAIIUM
HanOoJiee TOJHBIE CBEJACHUS O pAOOTHHKE OOpPa30BATEIBPHOW OPTraHHW3allUd W €ro
TPYAOBOM JEATENbHOCTU. B IJHMYHOE €710 BHOCSTCA CBEJCHHUS, CBSI3aHHBIE C
MOCTYIUICHHEM Ha PaboTy W YBOJIHHEHUEM.

1.6. CBenenus, coaepskauiiecst B JUYHOM Jiee, OTHOCATCS K KOH(PUACHIUAIBLHON
uH(OpMaIMK, UMEIOT OrpaHUYEHHBIN JOCTYI U pa3TJIallleHUI0 He TTOJIeKaT.

1.7. JInuHOE nenio BeaeTcsl B TE€YEHUE BCETo neproaa paboThl pabOTHHKA.

1.8. BeneHue HECKOJBKUX JUYHBIX €7 OJHOro pabOTHHUKA 00pa3oBaTeIbHOU
OpraHu3aluy HE JIOMyCKaeTC .

2. ITopsinok (popMHUPOBAHUS JIUYHBIX €]l COTPYAHHUKOB

2.1.  @opMupoBaHME  JIMYHOTO  Jejla  NEJaroroB HU  COTPYAHUKOB
o011e00pa3oBaTeIbHON OpraHU3auy MPOU3BOAUTCS HEIIOCPEACTBEHHO MIOCIIE IPUEMA B
o011e00pa30BaTeIbHY0 OPraHU3alMI0 WM MEPEBOJAA IENaroroB U COTPYJIHUKOB W3
Jpyroi oopa3oBaTeILHON OpraHU3allUH.

2.2. B cooTBETCTBHM C HOPMAaTUBHBIMU IOKYMEHTAMH{ B JIMYHBIE J€JIa [1€1aroroB u
COTPYZIHHUKOB IIKOJIbI, BKJIABIBAIOTCS CIEAYIOLINE JOKYMEHTHI:



/lna neoazozoe:

* 3as1BJICHUE O TIpUeMe Ha padoTy;

* 3a5IBJICHUE O COTJIACUU Ha 00pa0OTKY MEepPCOHANbHBIX JaHHBIX M€/1arora;

*crpaBka O HaaM4uu (OTCYTCTBUH) CYAMMOCTH U (Wiu) (pakTa yTrOJOBHOTO
npeciieJOBaHus, BEIIAHHOTO COOTBETCTBYIOLIUM OPTraHOM MPaBOIOPSIIKA;

* aBTOOHOrpadus;

* KOIUs MACMopTa UM MHOTO TIOKYMEHTA, yI0CTOBEPSIIOLIETO JUYHOCTD;

* KOIUS CTPaXxOBOI'O CBUJIETEIHCTBA IEHCUOHHOTO CTPAXOBAHUS;

* KOMUs UJIEHTU(UKALMOHHOTO HOMEpa HAJIOTOIUIAaTE bIINKA;

* KOMHS TOKyMEHTa BOMHCKOTO y4eTa (1Ji1 BOEHHOOOSI3aHHBIX );

* KOTHSI CBUJIETEIbCTBA O 3aKJIIOUEHUH Opaka (Mpu HAJIUYHH);

* KOIUS CBUJIETEIBCTBA O POKACHUU JIeTel (TIpU HATTMYKH);

* KOIMH JIOKYMEHTOB 00 00pa30BaHUH;

* KONIUU JIOKYMEHTOB O KBaJU(UKAIIMU WM HaJU4KMe CHEelUaIbHBIX 3HAHUHU (IIpU
HaJIM4HH );

* KOIMH aTTECTAIMOHHBIX JINCTOB (MPU HAJIMYUN);

* KOIMH IOKYMEHTOB O HarpakJeHUH (IpU HAJIMYUN);

* XapaKTEePUCTUKH, PEKOMEH IaTeJIbHbIE MUChbMa (TIPU HAIUYUH);

* IpUKa3 o0 mpueMe Ha padoTy;

* IPUKa3 O EPEBOJIC HA UHYIO JOJKHOCTD (ITPU HAIUYHUN);

* IOJKHOCTHASI MHCTPYKIUS (JOJKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAYEHUS
Ha BCE JIOJIKHOCTH);

* TPYZOBOM  JIOroBOp (C MOCHEAYIOIIMM  BKJIIOYEHUEM  JOMNOJHUTEIBHBIX
COTJIALLIEHUM K TPYJIOBOMY JOTOBODY);

* TPYJOBYIO KHUXKKY;

* MEAULMHCKYIO KHIXKKY.

Jna pabomnuxos:

* 3asBJICHUE O TIpUeMe Ha padoTy;

* 3aBJICHHE O COTJIACUU Ha 00pabOTKY MEPCOHANBHBIX JJAHHBIX I€/1arora;

*CIpaBKa O HaNW4YUU (OTCYTCTBUHM) CyAuUMOCTH U (Wwin) ¢akTa yroJOoBHOTO
MpECIIeIOBaHNs, BBIJAHHOTO COOTBETCTBYIOIIUM OPTaHOM TIPABOTIOPSIKA;

* aBTOOHOTpadus;

* KOTHUS TTACIIOpTa WM MHOTO IOKYMEHTA, yI0CTOBEPSIIONIETO JTUIHOCTD;

* KOITUSI CTPaXOBOT'O CBHUJICTEILCTBA TIEHCHOHHOTO CTPAaXOBaHUS,

* KONUS UACHTU(UKAITMOHHOTO HOMEpa HAJIOTOIJIaTebIINKA;

* KONUs JJOKyMEHTa BOMHCKOTO yueTa (/1711 BOGHHOOOS3aHHBIX);

* KOIUsI CBUJIETEIIHCTBA O 3aKJII0UeHUU Opaka (Tpu HaTu4Km);

* KOIUSI CBUJIETEILCTBA O POKICHUU JIeTel (TIpU HATTUYKH ),



* KOIIUU JOKYMEHTOB 00 00pa30BaHuu;

* KOIIMU JOKYMEHTOB O HAarpa)KJAeHUH (MpY HAJTUYHH);

* XapaKTePUCTUKH, PEKOMEHIaTeIbHbIC MIChMa (MPY HATTMYHHN);

* IpHUKa3 0 mpreMe Ha padoTy;

* IpHUKa3 O EPEBOJIC HA UHYIO JOJKHOCTD (ITPU HAIUYHUN);

* JOJKHOCTHASI MHCTPYKIUS (JOJKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAYCHUS
Ha BCE JIOJIKHOCTH);

* TPYZJOBOM  J1IOTOBOp (C  MOCJIEAYIOIIMM  BKJIIOYEHUEM  JOMOJHUTEIbHBIX
COTJIALLIEHUH K TPYIOBOMY JOTOBOPY);

* TPYJIOBYIO KHUXKKY;

* MEJUITUHCKYIO KHIDKKY.

Pabomooamenv ogpopmnsiem:

* TPYJIOBOM JIOTOBOP B JIBYX IK3EMILISIPaAX;

* IpuKa3 o0 mpuemMe Ha padboTy (0 mepeMelIeHny Ha IPyTUe JI0HKHOCTH);

* IMYHYI0 KapTouky Ne T-2;

* IOJHKHOCTHYIO MHCTPYKITHIO B IBYX DK3EMIUISIPaX.

Pabomooamenwv 3nakomum:

*C HOPMATHBHO-TIPABOBBIMU JOKyMeHTaMu KOsl (IlomokeHnem o mikore,
KomnnexktuBapiM moroBopom, [IpaBunmamu TpyAOBOTO pacmopsiika W Jp. JOKAJTbHBIMHU
aKTaMHu);

* ¢ IOJDKHOCTHOW UHCTPYKIIUEH;

* IPOBOJIUT BBOJIHBIN MHCTPYKTaK, HHCTPYKTAXK IO OXpaHe TPYyAa, HHCTPYKTaX 110
MIPOTUBOMOXKAPHOH 0€30MaCHOCTH.

2.4. IlepBuyHoe 0hopMIICHUE TUYHOTO JIeja MPeTyCMaTPUBAECT:

* IPUCBOCHUE JIMYHOMY JEJIy HOMEpa COTJacHO XypHally ydeTa JUYHBIX el
(mpunoxenne Ne 1);

* IPOCTaBJICHUE Ha OO0JOXKKEe JUYHOro jena (mpuijiokeHue Ne 2) clemyrommx
PEKBU3UTOB:  HMHJIEKC Jena (B COOTBETCTBMM C  HOMEHKJIATypoll  jen
00111€00pa30BaTeIbHON OpTraHU3alMK; MOJHOE HAaMMEHOBaHUE 0O0Ie00pa30BaTEIHLHOM
OpraHu3allii,; HOMEp JIMYHOro Jena; ¢aMuiaus HWMS OTYECTBO pabOTHHKA B
MMEHUTEILHOM TaJeKe; JaThl — TOJ Hayajga M TOJ OKOHYAHUs BEICHUS JeTa;
KOJIMYECTBO JIUCTOB; CPOK XPAHEHUS;

* IOMEIICHHE JOKYMEHTOB, IMOJUICKAIIUX XPAHEHUIO B COCTABE JUYHBIX JEI, B
XPOHOJIOTMYECKOM MOPSAKE:

BHYTPEHHSS1 OUCh TOKYMEHTOB Jiena (npuioxenue Ne 3);
JUYHBINA JJUCTOK MO Y4ETy KaJpoB (mpuioxenus Ne 6);
3asBJICHHE O TIpHeMe Ha paboTy;

MpHUKa3 o mpuemMe Ha padoTy;

VV YV VYV

TPYZIOBOM JIOTOBOP;



> JIOTOBOP O TOJHOM MaTepuagbHOM OTBETCTBEHHOCTU (€ciu pabOTHUK —
MaTepuaibHO OTBETCTBEHHOE JIUIIO);

> XapaKTePUCTUKU U PEKOMEHIATEIbHbIE MUChMA;

> corjacue Ha 00pabOTKy MEPCOHATBLHBIX JaHHBIX.

2.5. JIucThl AJOKYMEHTOB, IOMEUIEHHBIX B JIUYHOE JEJIO0, OJJIeKAT HyMepaluu.

2.6. C uenbto odecrieyeHus: HaJuIexKalled COXpaHHOCTH JIMYHOTO JeNa Me1aroroB u
COTPYJIHUKOB 00111€00pa3oBaTEILHON OpraHu3allui M yJI00CTBa B OOpAIllCHUH C HUM
npu GOPMHUPOBAHUU JOKYMEHTHI MOMEIIAIOTCS B OTJEIbHYIO nanky. [Ipu yBonbHeHUN
pabOTHUKA MPOIIMBAIOTCS HUTKAMH U CAAIOTCS B apXUB.

2.7. BHyYTpeHHs1 ONHKCHh JOKYMEHTOB, MMEKOIIMXCA B JIMYHOM JEle, JOJDKHA
collepKaTh CBEIECHHS O IOPSIKOBBIX HOMEpax, HAaMMEHOBAaHUSAX JIOKYMEHTOB JI€fa,
KOJIMYECTBE JIMCTOB, aTaX BKJIIOYEHUS TOKYMEHTOB B JINYHOE JEJIO U U3BATHUS U3 JeIa,
a TaKXe KeM U3bT JIOKYMEHT U 10 KaKOW IIpUYKHE.

2.8. BHYTpeHHSASI OMMCH COCTABISETCA HA OTACIBHOM JMCTE IO YCTaHOBJICHHOU
dhopme. JINCThI BHYTpEHHEN OMTUCH HYMEPYIOTCS OTJICIIBHO.

2.9. Ilpu noAroTOBKE JTUYHBIX JE] K Mepeaadye Ha XpaHEHUE K BHYTPEHHEHW onucu
COCTaBJISICTCSI MTOTOBasl 3alUCh, B KOTOPOM YyKa3bIBaeTCsl HHUPpaMH U TPOIHUCHIO
KOJIMYECTBO BKJIFOYEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIUCTOB JENa.

3. [lopsaaok BeeHUsI TMYHBIX /1€J1 eJaroroB U COTPYAHNUKOB

3.1. JInuHOE A€o MeIaroroB U COTPYAHUKOB 00I111e00pa30BaTeIbHOIN OpraHu3aIiu
BEJCTCS B TEUYCHHE BCEro IepHoja padOThl KaXKIOro Ieaarora M COTPYJIHHKA B
0011e00pa3oBaTebHON OpraHU3alllu.

3.2. JlanmpHeiinmiee BeIEGHWE JUYHOTO Jela TIEIaroroB M COTPYIHUKOB
o0mIeo0pa3oBaTeIbHOM  OpPraHM3alMH  NPEIyCMAaTPUBAET IOMEIICHHE B JIEJIO
JOKYMEHTOB, OOpa3yIOIIUXCs B TIpollecce pabouel JCATCIBHOCTH H HMEIOIINX
3HAYCHHUE JIJIS TPYIOBBIX OTHOIIICHUH:

* JIONIOJIHEHHUE K JINYHOMY JIUCTKY TI0 yUeTy KaJIpOB;

* JIONIOJIHUTEIIBHBIC COTJIAIIICHHS K TPYIOBOMY JOTOBOPY;

* KOMMMM TIPUKA30B 10 JIMYHOMY COCTaBYy, KOTOpbIE KAacarTCs TICIaroroB M
COTPYJIHUKOB 00ITIc00pa30BaTeILHON OpTaHU3aIHH;

* OT3BIBBI JIOJDKHOCTHBIX JIMII O TEJarore M COTPYIHUKE 00IIeoOpa3oBaTeIbHON
OpTraHH3aIlNH;

* KOTIMH JJOKYMEHTOB O TTOBBIIICHUH KBATH(PHKAIIH;

* KOIIMK CePTU(PHUKATOB, TPAMOT;

* JINCT — 3aBEPUTEIIb JiesIa (COCTABIISIFOT MIPH CIa4ye JIMYHOTO JIeNIa B ApXUB);

* UHBIC JJOKYMEHTHI.



3.3. B nemsix obecriedeHus: KOHTPOJISA 32 COXPAHHOCTHIO U aKTYaIbHOCTBIO JTMYHBIX
nen B 0011eo0pa3oBaTeibHON OpraHu3aluu exeroqHo (He mo3aHee | kBaprania ropa,
CJIEYIOIIETO 32 OTYETHBIM) IPOU3BOIUTCS MMPOBEPKA UX HATUYUS U COCTOSTHUSI.

3.4. ExeroaHyo MpOBEpPKY COCTOSIHHMSI JTUYHBIX € HA MPEIMET COXPaHHOCTU
BKJIFOUEHHBIX B HETO JOKYMEHTOB TMPOBOJMUT CIEIUANIBHO co3faHHas Komwuccus. O
NPOBEJCHHBIX MPOBEPKAxX JeaeTcss OTMETKa B JIUCTE O pe3ylibTaTaX eKeroIHOU
MPOBEPKU COCTOSHUS M HAIWYHs JWYHOTO Jena (mpuiokeHue Ne 5) W cocTaBisieTcs
akT. Pe3ynpTaThl MPOBEPKH JUYHBIX A€ B OOS3aTEIBHOM TMOPSIIKE ITOBOISATCS 0
IUpPEKTOpa 0011e00pa3zoBaTeNIbHOM OpraHu3aluu.

4. lMopsinok y4éTa U XpaHeHUsl JIUYHBIX J1eJI eJaroroB U COTPYIHUKOB

4.1. XpaHeHue M y4deT JIMYHBIX JIeJl MeIaroroB U COTPYAHUKOB, OPTaHU3YIOTCS C
IEeJbI0  OBICTpOrO0 M 0e30mMO0YHOTO TMOWCKAa JMYHBIX JIeJI, OOecrhedeHus: ux
COXPaHHOCTH, a Takke obOecreueHrss KOH(PHICHIIMATILHOCTH CBEACHUH, COICPIKAIINXCS
B TJOKyMEHTaX JIMYHBIX JCJI, OT HECAHKITMOHMUPOBAHHOTO JOCTYTIA.

4.2. JluuyHble ne7a COTPYAHHKOB XpaHATCS B ceiide 001meodpa3oBaTebHON
OpraHU3aIHH.

4.3. TpynoBbie 1 METUITMHCKUE KHUKKHA XPAHITCS OTIIEIBHO B ceide.

4.4, JlocTyn K JIMYHBIM JIeJIaM TEJaroroB U COTPYAHUKOB 00I1e00pa3oBaTeIbHOM
OpraHU3allM HMMEIOT TOJBKO CEKpeTaphb, CICHUATUCT IO KajapaM, JUPEKTOp
00111e00pa3oBaTeNbHON OpraHu3aluu JM0O 3aMECTUTENM JAUPEKTOpa MPU HUCIIOTHEHUU
00s13aHHOCTEN TUPEKTOpa 00IIe00pa30BaTEILHON OpraHU3alluH.

4.5. Cucremartw3anus  JUYHBIX  JIeJ  [ENaroroB W COTPYJAHHUKOB
0011e00pa3oBaTeNbHON OpraHu3aliy MPOU3BOAUTCS B alI(paBUTHOM TOPSJIKE.

4.6. Jluynple [nenma TMeNaroroB M COTPYAHHMKOB  00II€00pa3oBaTEIbHOU
OpraHu3alliyi, HWMEIONUX TOCYJapCTBEHHBIC 3BaHUS, IPEMUU, HArpajibl, Yy4CHbBIC
CTETICHU W 3BaHUS, XPAHATCS MOCTOSHHO, a OCTABLHBIX COTPYIHUKOB — 75 JIET ¢ roja
YBOJIBHEHHUSI pabOTHHKA (B COOTBETCTBUU ¢ llepedyHeM THIMOBBIX YIPaBICHUYECKHX
JIOKYMEHTOB).

5. IlopsiaoK BbIAAYH JHYHBIX e/ BO BpeMeHHOe N0J1b30BaHue

5.1. Brigaya nu4HbIX €7 (OTAENbHBIX JOKYMEHTOB B COCTaBE JMYHOTO Jeljia) BO
BpPEMEHHOE M0JIb30BaHUE MIPOU3BOJUTCS C paszpereHus IUPEKTOpA
00111e00pa30BaTeNbHON OpraHU3alliy MO 3asBJICHUIO COTPYIHUKA.

5.2. Pabora (03HaKOMJIEHHE) C JUYHBIMU JE€IaMH I€JaroroB MU COTPYIHHUKOB
o011e00pa3oBaTeIbHON OpraHU3aIMi MPOU3BOAUTCS B IPUEMHON nupekTopa. B xoHie
pabodero JHS CEeKpeTaph WU CICIUAIUCT IO KajapaM o0s3aHa YOeIUTHCS B TOM, YTO
BCE JINYHBIE JI€J1a, BbIJIAaHHbIE BO BPEMEHHOE I0JIb30BaHHE, BO3BpAllleHbl Ha MECTO



XpaHEHUs] U €CTh JIU HEOOXOJUMOCTh JUIsl MPUHATHS MEpP K MX BO3BPAILCHUIO WIIU
PO3BICKY.

5.3. dakT BBIIaYW JTUYHOTO JeNa (PUKCUPYETCS B KOHTPOIHLHOM KypHAJIE.

5.4. U3bsTue OTAENBbHBIX JIOKYMEHTOB U3 JIMYHOTO JieJla MPOU3ZBOAUTCS C
paspenieHus JUpeKTopa oO0ueo0pa3oBaTeabHON OpraHu3aluu ¢ 0GOpMIICHUEM
cooTBeTcTBYIOIIeH 3anmucu B rpade «lIpumedanue» BHyTpeHHer omnucu. [lpu
BPEMEHHOM M3BATUM JOKYMEHTa Ha €ro MecTo (MeXay JHCTaMH COCEIHHMX
JOKYMEHTOB) BKJIQ/IbIBAETCS CIPABKa-3aMECTUTENb C YKa3aHWEM JaThl U MPUYUH
U3BATHS C MOJIKUCHIO JIMIA, BBIIABIIETO JOKYMEHT, W MOJANUCHIO JIUIA, IMOJYYUBILIETO
€ro BO BPEMEHHOE I10JIb30BAHUE.

6. OdopmJiieHne JJUYHBIX [1eJI IIepe caadeil B apXuB

6.1. OdopmiieHre IHUYHBIX [N JJIs T[epeladyd B apXUB TMPOU3BOJIUTCS
CHEIMAIMCTOM IO KaJapaMm o00IIeo0pa3oBaTeIbHON OpraHu3aluu. JTa Mpoleaypa
BKJTIOYAET:

* NOAIIMBKY (TIEPEIIET) IeIIa;

* YTOYHEHUE HyMepalliy JUCTOB JIeTa;

* COCTaBJICHHE JICTa-3aBepuUTeis (mpuioxeHue Ne 8);

* cocTaBJIcHHE (YTOUYHEHNE) BHYTPCHHEH OIUCH;

* BHGCCHHE YTOUYHCHUH B PEKBU3UTHI JIMIICBOM OOJIOKKH JIea.

6.2. Jlucr-3aBepuTens Jena JOKEH TMOINUCATh €ro COCTaBUTENb, MPU ITOM
aenaercsi pacmupoBKa JODKHOCTH M TOAMKCH, MPOCTaBiseTcs aara. B mporecce
WCIIONIb30BAaHUS ~ ApPXMBHBIX  JIOKYMEHTOB B  JIUCTE-3aBEpUTEIEC  JIEIAI0OTCS
COOTBETCTBYIOIIME OTMETKU. Ecim nemo moamuro 0e3 JucTa-3aBepuTesisi, TO €ro
CJIeIyeT HaKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKH Jiea.

6.3. C nienpio obecreueHnst COXpaHHOCTH JIMYHBIX JIe] PEKOMEH Ty eTCS:

* 00BEIUHATh WHIWBHIYAIbHBIC JIMYHBIC JIe]a YBOJEHHBIX COTPYIHHUKOB B OJIHY
00J10kKy (00BbEIMHEHHOE JEJN0) C TaKuM pacyeToM, 4ToObl 00beM jena (ToMa) He
npesbiman 250 TUcToB (IMyTeM CIIMBKHA MAaTEpUaIOB WHIWBHIYANTBHBIX €] MO TOJaM
YBOJILHEHMUS );

* pacmojaratb MaTepualibl WHANBUIAYAIBHBIX J€J B Mpenenax nena (Toma) B
andaBuTHOM mopsiAKe (MohaMUIIbHO), OTAENSAS MaTepuaibl, OTHOCSIIUECS K Pa3HbIM
WHJUBUIyJIbHBIM JI€JIaM, YHCTBHIM JINCTOM OyMaru C yKa3aHueM Ha HeM (aMuinu,
MMEHH U OTYEeCTBA COOTBETCTBYIOIIETO YBOJEHHOTO TMeJarora W COTPYAHHUKA
0011e00pa3oBaTeNbHON OpraHu3aluy;

e cHa0XaTh Kaxaoe OObeIUHEHHOE Je0 (TOM) BHYTPEHHEH OMNHCBhIO C
nepeuncieHieM (amwinii, UMEH W OTYECTB M YKa3aHHEM HOMEPOB CTpaHUIl, B
npeenax KOTOPBIX Pacloi0KEeHbl COOTBETCTBYIOIINE IOKYMEHTHI.



6.4. Ilepenaya JUYHBIX JIe]T B a@pXUB OCYIIECTBIIACTCS HE MO37HEE TPeX JET Mocie
3aBEPIICHUS WX B JICJIOMPOU3BOJCTBE B COOTBETCTBHH ¢ Tpaduxom. [IpeaBaputenbHo
CEeKpeTapeM, CHEIUaIuCTOM IO KajapaM MpOBEpSETCS IMOJHOTA W NPaBUIBLHOCTH
MOATOTOBKM JIMYHBIX JIeJ K Iepefnaye. BbIsIBIEHHbIE MPU MPOBEPKE HEIOCTATKU
YCTPAHSIOTCS CEKpeTapeM, cheruaaucToM 1o kaapaM. llepemaya u  mpuem
MIPOU3BOJIATCS 1O OMUCH C MPOCTAHOBKON OTMETOK O HAJTUYUU JTUYHBIX JEI.

6.5. JluuHple Jena TENaroroB W COTPYJHUKOB  0O0IIe00pa3zoBaTeIbHON
OpraHu3alyi, 3aKOHYECHHBIE J1eJI0NPOon3BOICTBOM 10 1 auBaps 2003 roxa, xpansarcs 75
net, nocine 1 suBaps 2003 roma — 50 ner. Jluynble nAena AMPEKTOpa, TIABHOTO
Oyxranrepa o01eo0pa3oBaTeILHON OPraHU3aIMU UMEIOT MTOCTOSTHHBIA CPOK XPaHEHUS.

7. OTBEeTCTBEHHOCTh

7.1. Ilemarorn W COTPYAHUKH OOIIE00pa30BaTEIbHOM OpraHu3auu 00s3aHbI
CBOEBPEMEHHO TIPEJICTABIIATh CEKPETAPIO WIIM CHCIUAINCTY IO KaJapaM CBEICHHS 00
W3MCHEHHUH B TIEPCOHATBHBIX JaHHBIX, BKIIFOUCHHBIX B COCTAB JIMYHOTO JIeIa.

7.2. Pabotonarens oOecrieunBaeT:

* COXpaHHOCTh JIMYHBIX JIEJl TEJaroroB U COTPYIHUKOB 0O0Ie00pa3oBaTeIbHOM
OpraHH3alllH;

* KOH(HUJICHIIUATLHOCTh CBEJICHUN, COACPIKAITUXCS B JTUYHBIX JCNIax IMeJaroroB u
COTPY/THHKOB.

8. IIpaBa padoroaaresiss U padOTHUKA

8.1. Jlms obecrnedeHusi 3aluThl MEPCOHATBHBIX JTAHHBIX, KOTOPBIE XPAHSATCS B
JUYHBIX JIeJlaX T[IeJarorOB M COTPYJIHUKOB O0OIIe00pa3oBaTEIbHONW OpraHU3AINH,
MeJJarory ¥ COTPYIHUKH 00I111e00pa30BaTeIbHOM OpraHU3aIlui UMEIOT MIPaBo:

* IOJIyYUTh TOJHYIO0 MH(OPMAIIMIO O CBOMX MEPCOHABHBIX JAHHBIX U 00paboTKe
OTUX JIAHHBIX;

* TIOJTy9UTh CBOOOHBIN JOCTYIT K CBOUM ITEPCOHATBHBIM JaHHBIM;

* IOJIyYHTh KOIWW JOKYMEHTOB, XpaHSAIIUECS B JUYHOM JEJIe M COACpIKaIIue
MIePCOHAJIbHBIC JTAaHHBIC.

* TpeOOBaTh  WMCKJIIOYEHUS WM HMCHOPABJICHHS HEBEPHBIX UM HEMOJIHBIX
MIEPCOHANILHBIX JIAHHBIX.

8.2. PaboTonarens umeeT npaso:

e 00pabaTbiBaTh  MEPCOHAJIbHBIE  JAHHBIE  MEJAaroroB U  COTPYJAHHUKOB
00111600pa30BaTeIbHON OpraHu3aluy, B TOM YUCJIE U Ha JIEKTPOHHBIX HOCUTEIIAX;

* 3aMPOCUTH OT TIEJAArOTOB M COTPYJAHHKOB 00IIe00pa30BaTeIIbHON OpTaHU3aIluN
BCIO HEOOXOJMMYI0 HWH(pOpMAIMI0 I BEJACHUS JIMUYHBIX Jed W 00paboTKH
MEPCOHANILHBIX JIAHHBIX.



9. 3aKJII0YHNTEIbHbIE MOJ0KEHUS

9.1. Hacrosee Ilonoxenue o mopsAake BEACHHs JIHYHBIX JeT PaOOTHUKOB
SBJISIETCA JIOKAJbHBIM HOPMAaTUBHBIM aKTOM, TpuHUMaeTcsi Ha [legarornueckom cosere
IITKOJTBI ¥ YTBEPKIAAeTCs (JINOO BBOAMTCS B ICUCTBUE) TUPEKTOPOM ITKOJIBI.

9.2. Bce usmeHeHHMs M JOIIOJHCHHSA, BHOCHMMBIE B Hacrtosmiee Ilomoxkenwne,
ohopMIISIFOTCST B~ TNHMCbMEHHOHM  (QopMe B COOTBETCTBHHM  JICHCTBYIOITUM
3aKOHOJATENBCTBOM Poccurickon denepanuu.

9.3. IlonoxxeHue O MOPSJKE BEICHUS JTUYHBIX JIeJ paOOTHUKOB 00pa3oBaTeIbHON
OpraHu3ald NPUHHUMAECTCS HAa HEONMPENEIEHHBbIM CPOK. MI3MEHEHHS U NOIMOJHEHUS K
[TonoxkeHn0 NPUHUMAIOTCA B MOPAJKE, MpeaycMoTpeHHoM 11.9.1. Hacrosiero
ITonoxxenust.

9.4. Tlocne npunstusa Ilonoxkenus (MU U3MEHEHUN U JOMOJHEHUM OTACIIBHBIX
IYHKTOB M Pa3jejoB) B HOBOW pENAKIUM TMPEAbIAYIIAs pelaKius aBTOMaTHYECKU
yTpPauMBaET CUITY.



Kypnain ydera TUUHBIX J1€]T

Neo Jara OQammwmms, | Tabems- | JomxraocTh | CTpyKTYp- Jlara u Jlata u ITpumeua-
1/ odopmIe- UM, HBIH (mpodec- HOE HOMEp HOMED HUE
M | HUS JUYHOTO | OTYECTBO HOMED cus, no/jipas;ie- nprKasa npuKasza
nena rejarora u CIeIab- JICHHE (pacmops- (pacmopsi-
COTPYIHHKA HOCTB) JKEHUS) O JKEHUS) O
nemarora u npueMe npeKparie-
COTpYTHHKa nemarora u HUHU
coTpynHuKa | (pacTopike-
Ha paboTy HUH)
TPY/IOBOTO
JIOTOBOpA C
MEIaroroM u
COTPYIHHKOM
(yBoNBHE-
HUH)
2 3 4 5 6 7 8 9




O010KKa JIMYHOTO Jieia

doHa Ne

Onuncb Neo

Wanexc nena

(na3BaHue 00pa30BaTENHLHON OPraHU3AIHN)

JIMYHOE JIEJIO Ne

(3aroJsioBOK Jerna)

Jlata Hayana

Jlata okoHUaHUs

Ha JIMCTax
XpaHuTh Ier
®onmg Ne

Omuch Ne




BHYTPEHHAA OITUCH
JOKYMEHTOB Jiesia Ne

Ne Nupekc Hara Hasanue Howmep [Ipumeyanus
n/n JOKyMEHTa JOKYMEHTa JNOKYMEHTa JUCTOB
Jena
Uroro: JIOKYMEHTOB

(undpamu 1 IPOIHCHIO)

KonndecTBO TMCTOB BHYTPEHHEN ONTUCH

(yugpamu u nponucwvio)

OTBETCTBEHHBIH 3a
KaJpOBBIN YYeT:

(noonucw)
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©.1N.0.

JlomxHOCTD

JInunoe neno Ne

JlaTta o3HaKOMIICHHUS TIegarora
nu COTPYI[HI/IKa C JIMYHBIM
eIOM

IMonmuce mexarora u
COTpYIHHKA

OTMmeTKH, MpUMeYaHus,
3aMCUYaHH




OTMmeTKa 0 pe3yabTaTax e;KeroaHOM NPOBEePKU COCTOTHUSA
U HAJIMYMSA JTUYHOIO J1eJ1a

©.1N.0.

JlomxHOCTD

JInunoe neno Ne

Jara npoBepku

d.N.0O. ue”oB
KOMHCCHHU

IMonamucu yieHos
KOMHUCCHU

Pe3ynbTat npoBepku




1. ®ammnus

JIMYHBIH JIMCTOK MO YUeTy KaJpoB

Nmsa

OT4ecTBO

2. Ilon

3. T'ox, 4nciio U MecsI POKICHUS

4. Mecto poxaeHus

5. I'paxnaHcTBO

(ceno, OepegHsi, 20p00, paiion, obracmy)

6. O06pa3oBaHue

HazBanme
y4eOHOTo
3aBEJCHHUS U €0
MECTOHAXOXKJICHHE

®DaKyJIbTET
WIH
OTJICTICHHE

TI'on
HOCTYHHGHHH

TI'on
OKOHYaHUA
WM yXo/a

Ecnu vHe
OKOHYMIJI, TO
€ KaKoro
Kypca yien

Kakyro
CIELIMAIBHOCTD
IIOJIy4H]I B
pe3ynbTare
OKOHYaHUS
y4eOHOTo
3aBeJICHUS,
ykaszaTb Ne
JUIUIOMA WA
YAOCTOBEPEHUS

7. KakuM1 HTHOCTPAHHBIMU S3bIKAMH BJIAJIEETE

8. YueHas CTeneHb, yUeHOE 3BaHUE

9. Kakue nmeere HaydHbIE TPY/IbI U H300PETEHHUS

(‘{MT&CTC U IEPEBOAUTE CO CIIOBAPEM, UNTACTE U MOKETE OG’LHCH;[TLCH, BJIagcCTe CBO60[[HO)

10. Brimonnasiemas paboTa ¢ Hayana TPyAOBOW JEATEILHOCTH (BKIIIOUas y4eOy B BBICIIUX M CPEIHUX
CIeUANBbHBIX YUeOHBIX 3aBEJICHHUSX, BOCHHYIO CIIy>KOYy U paboTy IO COBMECTHTEIBCTBY )




Mecsan u ron JIOMKHOCTB € yKa3aHHEM YUPEKICHHUS, MecToHaX0KICHUE

MOCTYIUICHU A yxoga opraHu3anuvu, NpCaAnpudaTUa, a TakKKe YUPCIKACHUA,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
OpPEAIPUATHS

11. IIpeOpiBanme 3a rpanuiiet (padbora, cirykeOHasi KOMaHIUPOBKA, MOE3/IKA C JEIeTaInei )

Mecsan u ron B xaxoii ctpane [{ens nmpeObIBaHUs 32
C KaKoro 10 KaKoe rpaHuLen
BpPEMEHU BpeMsI

12. Yyactue B BBIOOPHBIX OpraHax

MecTo BBIOOPHOTO HazBanue BeiOopHoro | B kauecTBe Koro I'on
oprasa oprasa BBIOpaH u30paHusi | BBIOBITHSA

13. Kakue nmeere npaBUTEIbCTBEHHbIE HArPa bl

Korga u xeM Harpaxaex

14. OrHOLIEHNE K BOMHCKAM O0S3aHHOCTSAM U BOMHCKOE 3BaHUE

CocraB Pon Botick

(KOMaHJHBI!, MOJIUTHYCCKUH, a IMUHUCTPATUBHBIN, TEXHUYECKUN U T. 11.)

15. CeMeltHOE OJIOKEHME B MOMEHT 3aIIOJTHEHMS JIMYHOTO JIUCTKA

(4ICHBI CeMbH, ¢ YKa3aHHEM BO3pAcTa)

16. Jlomamnuii agpec

17. OGs3yr0ch CBOEBPEMEHHO H3BEIIaTh 000 BCEX M3MEHEHHSX JAHHBIX, BKIIOYCHHBIX B JIMYHBINA
JMCTOK TI0 YYETy KaJIpoB.
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AHKETA

damumnusa

Nmsa

OT4ecTBO

JlaTa poxxnenus

1. I'paxkmancTBO (€CIM M3MEHSUIA, TO YKAKUTE,
KOTJa M 10 KaKoi MpUu4YrHe)

2. OOpa3zoBaHue, yueHas CTENEHb (Korma u
Kakue y4yeOHbIE 3aBeJeHUS OKOHUYWIH, HOMEpa
muriioMoB). CrienuaibHOCTh U KBaTU(UKAIUS
0 JTUTIIIOMY

3. KakuMu MHOCTPAaHHBIMU SI3BIKAMU U SI3bIKAMU
HaponoB Poccuiickoii @enepanuu BIaaceTe U B
Kakol  cTemeHHM  (YuTaere MU MOXKETe
OOBSICHSITHCS, BIIAJICETE CBOOOTHO)

4. BrimonHsiemas paboTa ¢ Havyasia TPYJOBOM JEATENHHOCTH (BKIIFOYAsi BOSHHYIO CIIY»O0y U padboTy
COBMECTHUTENBCTBY)
Mecsan u ron JOMKHOCTB € yKa3aHHEM YUPEKICHHUS, MecToHaX0KICHUE
MOCTYIUICHU A yxoga opraHu3anuvu, NpCAnpudaTUa, a TaKKC YUPCIKACHU,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
HpEAIPUATHUSL

5. Bamm Gau3kue poJaCcTBEHHUKH (3KEHA, MYK, OTEIl, MaTh, OpaThsi, CECTPHI)

CrencHb damMuius, UM, Ton MecTto paboThl,
pOACTBA OTYECTBO POXKICHUS JIOJPKHOCTD

Anpec mecta
KHUTEIHCTBA

6. lomamrawmii anpec u Homep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHSIOIIUI

(HOMep, cepusi, KEM U KOT/a BblIaH)
8. JlonmomHUTENbHBIE CBEIeHNUs, KOTOpBIEe BEI jkenaere cooOmuTh o cede

10. Ha xakoi1 ypoBeHb 3apiuiatsl Bel paccuntsiBaete?
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(IOJHKHOCTH OTBETCTBEHHOT'O 32 KaIPOBBIH yUeT) (moamucs)

(pacumpoBKa MOIIUCH)

Io



JIUCT-3ABEPUTEJIb
aeja Ne

B nene MMPpOIIXTO U MPOHYMECPOBAHO JJUCTOB
(uudpamMu ¥ IPOMHCHIO)

¢ Ne mo Ne , B TOM YHCJIE:
JUTEpHbIE HOMEpa JIUCTOB
IPONYILIIEHHBIE HOMEPA JINCTOB
+ JMCTOB BHYTPEHHEH OMUCHU JNCTOB
OcobenHocTH (PU3NIECKOTO COCTOSIHUS U Howmepa nucros

dbopMupoBaHus aena

OTBETCTBEHHEBIN 3a
KaJpOBBIA yUyeT

(TIomuCH) (pacmudpoBKka NOAIHCH)
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