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OO0uue moJ10:keHUA
1.1. Hacrosimee Ilonoxenue o moOpsiAKe BEACHUS JIMYHBIX Jie1 PAa0OTHUKOB OpraHU3allMH,
OCYILIECTBIISIONIEH 00pa30BaTEIbHYIO NEATEILHOCTh, Pa3padoTaHO B COOTBETCTBUH ¢ DenepalbHBIM
3akoHOM Ne 273-®3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit @enepanum» ¢ U3MEHEHUSIMH OT 4
aBrycra 2023 roma, @enepanpHbiM 3akoHOM 0T 27.07.2006 Ne 152 «O mepcoHaNbHBIX JAHHBIX» C
m3menenusmMu 6 despansa 2023 roga, Ykazom Ilpesupenta ot 30.05.2005 Ne 609 «OO6 yrBepkaeHUM
[TosoxkeHns 0 MEPCOHAIBHBIX AaHHBIX TOCYIAapCTBEHHOro ciyxkailero Poccuiickoin Penepauuu u
BEJACHUU €ro JHM4HOro nena», TpynoBeiM Koxpexcom Poccuiickonn ®enepaunu, KomiekTuBHbIM
norosopoM, Ycraom MKOVY «Xytauockast COLL».
1.2. Jlannoe IlonoxxeHue onpeaenseT NOPsAI0K BEACHUS JTUIHBIX JICN IeIJarOTOB M MHBIX COTPYJAHUKOB U
PabOTHUKOB IIKOJIBI, OMPEACISIET MOPSIOK (OPMUPOBAHUS, YIe€Ta U XPAHCHUS, BBIIaYH JIMIHBIX JE]T BO
BPEMEHHOE TIOJIb30BAaHWE, a TaKKe OTBETCTBEHHOCTh, NpaBa pabOTHHKOB M nupektopa MKOVY
«Xytaubckass COLI».
1.3. Hacrosimiee [lonoxxenue yTBepKIaeTcsl IPUKA30M 0 IIKOJIE W SBIISETCS 00S3aTEILHBIM JIJIST BCEX
KaTeropui meJarornuecKux U Ipyrux COTPYIHUKOB IIIKOJIBI.
1.4. Benenue NUYHBIX JIeN TIEAAroroB M COTPYIHUKOB IIKOJIBI BO3JIaraeTcs Ha CIENHUAIMCTA M0 KaJpaM
OpraHu3aIiK, OCYIECTBISAIONIEH 00pa30BaTEIbHYIO AEATEIHHOCTD.
1.5. JluyHO€ 11e70 - OCHOBHOM JOKYMEHT MEpPCOHAIBHOTO YdYeTa, COJep)Kalui Hanbojee TMOJHbIE
CBeJIeHUsI 0 pabOTHUKE 00pa30BaTEIHbHON OPTraHM3AIMK M €T0 TPYIOBOU AesITeNbHOCTH. B muyHOE nemno
BHOCSTCSI CBEJICHUS, CBA3aHHBIC C TTOCTYIJICHUEM Ha pabOTy U YBOJIbHEHUEM.
1.6. Ceenenusi, coJiepKaniiuecst B JIMIYHOM JIeJie, OTHOCATCS K KOH(HIEHITMAIBHON HH()OPMAIINN, UMEIOT
OTPAaHWYEHHBIN TOCTYI W Pa3rJIAICHUI0 HE TIOIJIeKAT.
1.7. JIuunoe neno BeAeTCS B TEUCHHUE BCETO Mepuoja padoThl pabOTHUKA.
1.8. Benenne HECKOJBKUMX JIMYHBIX JIeJ OJHOTO pabOTHHWKA OOpa30BaTEIbHOMW OpraHu3alui He
JIOTTYCKaeTCs.

2. Mopsinok popMUPOBAHUSA JUYHBIX €1 COTPYAHHKOB
2.1. ®opmupoBaHHE JHYHOTO Jieja MEAAroroB M COTPYTHUKOB 0O0IIe00pa3oBaTeIbHONW OpraHu3aIun
MIPOU3BOJIUTCSI HETIOCPEACTBEHHO TMOCIIE pueMa B 0011e00pa3oBaTeIbHyl0 OpraHu3alyio Wi MepeBoa
MeJaroroB U COTPYAHUKOB U3 APYroil 06pa3oBaTeIbHOI OpraHu3aluu.
2.2. B COOTBETCTBUM C HOPMATUBHBIMHU JOKYMEHTaMHU B JIMYHBIE JeJla IEJaroroB U COTPYAHUKOB
OpraHM3aliy, OCYLIECTBIISIOMEH 0Opa30BaTeNbHYI0 JAEATEIbHOCTb, BKJIQABIBAIOTCS  CJEIYIOIIHNE
JOKYMEHTHI:
s nedazo208:

* 3asBJICHUE O IIpHeMe Ha paboTy;

* 3asiBJICHHE O COTJacHH Ha 00pabOTKY MepCOHANBHBIX JAHHBIX MEarora;

* CIpaBKa O HAIWYMH (OTCYTCTBUU) CYAMMOCTH M (MJIK) (paKTa yroJOBHOTO MPECIIeOBaHMUS,

BBIJJAHHOTO COOTBETCTBYIOIIUM OPraHOM IIPABOIOPSIKA;

* aprobuorpadus;

*  KOIHUA NacmopTa WK WHOTO IOKYMEHTA, YOCTOBEPSIIOIIETO TUYHOCTh;

*  KOIHUA CTPAXOBOTO CBUJETEIHCTBA IEHCUOHHOTO CTPAXOBAHMUS,

*  KOMNUA UACHTU(UKAIMOHHOTO HOMEPa HAJIOTOTIIATENbIITUKA;

*  KOIHUA JOKYMEHTa BOMHCKOTO y4eTa (/711 BOCHHOOOS3aHHBIX);

* KOMHA CBUAETEIHCTBA O 3aKIIOYEHUH Opaka (P HATHYWH);

*  KOMHS CBUACTEIHCTBA O POXKJICHUU JIeTel (IPU HAJMUWN);

*  KOIHHU JIOKYMEHTOB 00 00pa3oBaHUM;

* KOIHWHU JOKYMEHTOB O KBATH(HUKAIIMHU WU HAJTHYKE CIICIUAIbHBIX 3HAaHUH (ITPU HATUYUN);

*  KOIHHU aTTECTAI[MOHHBIX JIUCTOB (TIPU HATTUUHH);

*  KOIWHU JOKYMEHTOB O HarpaXACHUU (TIPY HATUYHH);

*  XapaKTEepPHCTHUKH, pEKOMEHIaTeNbHbIE MUChbMA (TIPU HATUYHH);

* TIpHKa3 O MpueMe Ha paboTy;

* MpHKa3 O NMePEeBOJIe Ha UHYIO TOJDKHOCTH (MIPU HATHYWH);



JOJKHOCTHAS, MHCTPYKIUS (IOJDKHOCTHBIE MHCTPYKIIMHM C MOMEHTA Ha3HAuUCHHsI Ha BCE
JIOJIKHOCTH);

TPYAOBOH JTOTOBOP (C MOCIEAYIOIIUM BKIIOUEHUEM JOIOJHUTENBHBIX COMVIALIEHUH K TPYAOBOMY
JIOTOBOPY);

TPYIOBYIO KHUXKKY;

MEIULUHCKYIO KHUKKY.

s pabomuuxos:

3asiBJIEHUE O IIpHUEME Ha paboTy;

3asBJIEHUE O COTJIaCUM Ha 00pabOTKy MEPCOHANIbHBIX TAHHBIX MEIarora;

CIpaBKa O HAJIMYMU (OTCYTCTBUHU) CYAUMOCTH U (UH) (paKTa yroJIOBHOTO IpECIEA0BAHNUS,
BBIJJAHHOT'O COOTBETCTBYIOLIUM OPraHOM IIPABOIOPS/IKA;

aBToOHorpadus;

KOIKS aclopTa WK HHOTO IOKYMEHTA, YOCTOBEPSIIOIIETO JIUYHOCTh;

KOIIHS CTPAXOBOT'O CBUAETEILCTBA IEHCUOHHOTO CTPAaXOBAHMS,

KOIHUS UAEHTU()UKAIIMOHHOTO HOMEpPa HAJIOTOTIIATEeNIbIIUKA;

KOIKS JOKYMEHTA BOMHCKOTO y4eTa (/111 BOEHHOOOS3aHHbIX);

KOIKS CBUAETEIHCTBA O 3aKJII0UEHUH Opaka (Mpu HaJIU4UH);

KOIHS CBUETEILCTBA O POXKJICHUU JieTel (MIPU HaJIUYUN);

KOITHH TOKYMEHTOB 00 00pa3oBaHNH;

KOIHHU IOKYMEHTOB O HarpaXAeHU! (Mpy HATUYHH);

XapaKTEePUCTUKH, pEKOMEH /IaTeNIbHbIE MHChbMa (TIPU HATUYHH);

MpUKa3 o pueMe Ha padoTy;

MIPHKa3 O MePEeBO/Ie Ha UHYIO JIOJKHOCTD (TP HAJIMYUN);

JOJDKHOCTHAs! MHCTPYKIUS (IOJIKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAuYeHMsI Ha Bce
JIOJDKHOCTH);

TPYZIOBOM IOTOBOP (€ NOCIEAYIOMMM BKIIOUEHUEM JOTIOJHUTENBHBIX COTJIAIIEHUH K TPYyI0BOMY
JIOTOBOPY);

TPYIOBYIO KHUXKKY;

MEAULUHCKYIO KHUXKKY.

Pabomooamenv oghopmnsem:

TPYAOBOM JJOTOBOP B IBYX IK3EMILISAPAX;

MIpHUKa3 O pueMe Ha padoTy (0 mepeMelleHrur Ha IpYTrue JOJHKHOCTH);
TUYHYIO KapTouky Ne T-2;

JOJIKHOCTHYIO HHCTPYKIHUIO B IBYX IK3EMILISPaX.

Pabomooamenv 3nakomum:

C HOPMATHUBHO-TIPABOBBIMU JOKYMEHTaMH IIKOJbI (Y cTaBoM, KosieKTUBHBIM JJOTOBOPOM,
[IpaBunaMu TpyAOBOTO pacrlopsiika U Jp. JJOKaIbHBIMU aKTaMu);

C JOJDKHOCTHOUW MHCTPYKIIUEH;

MPOBOJUT BBOJHBIM HMHCTPYKTa)X, WHCTPYKTaX IO OXpaHe TpyAa, MHCTPYKTaX IO
MIPOTUBOTIOKAPHOM OE30IMaCHOCTH.

2.4. TlepBuuHoe oopMIICHHE JINYHOTO Jelia MpeaycCMaTpUBAeT:

HPUCBOCHUE JINYHOMY JICJTy HOMEpa COTJIACHO )KypHAITY y4eTa JIMYHBIX jiel (mputoxenue Ne 1);
IIPOCTaBJIEHHE Ha 00J0XKKE JIUYHOTO Jena (mpuiioxkeHue Ne 2) cienyronux peKBU3UTOB: UHJEKC
nena (B COOTBETCTBHMM C HOMEHKIATYpol jaen oOmieoOpa3oBaTeslbHOM OpraHu3aluu; MOJHOE
HaMEHOBaHHE 0011e00pa3oBaTeIbHON OpraHu3allii; HOMEpP JIMYHOrO Jena; (aMuwinsg HUMs
OTYECTBO PAOOTHUKA B MMEHHUTEIBHOM MaJieXe; NaThl - TOJl Hayaua M roJl OKOHYaHHs BEICHUS
Jie1a; KOJIMYECTBO JIMCTOB; CPOK XPAHEHHUS;
MIOMEILEHNE TOKYMEHTOB, TOJUIEKAIIUX XPAHEHUIO B COCTABE JIMYHBIX JIEN, B XPOHOJOTHYECKOM
MOPSIIIKE:

— BHYTPEHHSS ONHUCH JOKYMEHTOB Jiena (npuinoxkerne Ne 3);

— JIMYHBIH JIMCTOK 110 Y4eTy KaJpoB (mpuiioxenus Ne 6);

— 3asBJIEHHUE O pUeMe Ha paborTy;



— TIpHKa3 0 IpHeMe Ha padoTy;

— TpPYAOBOM JOTOBOP;

— JIOTOBOp O TOJIHOW MaTepualibHON OTBETCTBEHHOCTH (€CJiM pabOTHUK - MAaTepUAIIbHO

OTBETCTBEHHOE JINIIO);

—  XapaKTEePUCTHKH M PEKOMEH/IATeNIbHbIC TUChMA;

— coryiacue Ha 00pabOTKy NEPCOHAIIbHBIX JIAHHBIX.
2.5. JIucThl JOKYMEHTOB, TIOMEUICHHBIX B JINYHOE JICJIO, ITOIIeKAT HYyMEPAIUH.
2.6. C wmenpro oOecriedeHUs HAUICKAIIEH COXPAaHHOCTH JIMYHOTO [efla TMEAaroroB M COTPYIHUKOB
00111e00pa3oBaTeNIbHON OpraHu3alu U yJo0cTBa B 00palleHu ¢ HUM MpH (OPMUPOBAHUH JJOKYMEHTBI
MOMEIIAIOTCS B OTACIbHYIO Manky. [Ipy yBoJbHEHHH PaOOTHHKA MPOLIMBAIOTCS HUTKAMHU M CIAIOTCS B
apXuB.
2.7. BHyTpeHHsISI ONKCh JOKYMEHTOB, UMEIOIIMXCS B JIMYHOM JIeNe, JIOJDKHA COJEPXAaTh CBEICHUS O
MOPSIIKOBBIX HOMEpax, HAWMCHOBAHUSX JOKYMEHTOB Jiella, KOJHMYECTBE JIMCTOB, JaTaX BKIIFOYCHUS
JOKYMEHTOB B JIMYHOE JIEJI0 M U3BSITUS U3 JIeJ1a, a TAKIKE KEM U3BAT JTOKYMEHT M 0 KaKOH MpUYHHE.
2.8. BHyTpeHHSS ONHUCHh COCTAaBIISCTCS Ha OTHIEIBHOM JIMCTE MO YCTaHOBJIEHHOW ¢opme. JIucTh
BHYTPEHHEH OMUCH HYMEPYIOTCS OTICIIBHO.
2.9. Ilpu MOArOTOBKE JIMYHBIX JIeNl K Iepeiaye Ha XpaHCHHWE K BHYTPEHHEW OIMCH COCTAaBIISIETCS
UTOTOBasl 3allkCh, B KOTOPOW yKa3biBaeTCs HUPPaMU U TPOIKCHIO KOJIMYECTBO BKIIOYCHHBIX B HeEe
JIOKYMEHTOB M KOJINYECTBO JIMCTOB JIela.

3. Tlopsinox BeaeHHs JUYHBIX JieJ] MeAaroroB M COTPYAHUKOB OPraHU3alMu, OCYIIEeCTBISIONIE
00pa30BaTeJIbHYIO 1eATEJIbHOCTD
3.1. JluvHOe aeno MmeaaroroB M COTPYIHUKOB 00Me00pa30BaTeIbHOW OpraHU3aIliy BEJICTCS B TCUCHUE
BCETo Teprojia paboThl KAKIOTO MeJarora ¥ COTpyIHUKA B 0011e00pa3oBaTeIbHOM OpraHu3alliy.
3.2. JlanpHeliee BeAEHWUE JIMYHOTO JeJla TIEJaroroB M COTPYAHHUKOB 0O0IIe00pa3oBaTeIbHON
OpraHU3aIK MpeyCMaTPUBAET OMENICHUE B JEJI0 JOKYMEHTOB, 00pa3ylomuXxcs B mpoiecce padouei
JESTETHPHOCTH ¥ MIMEIOIINX 3HAYCHHE JIJISI TPYAOBBIX OTHOIICHUM:

* JIOTIOJTHEHHUE K JJUYHOMY JIUCTKY IO y4ETy KaJpOB;

*  JIOTIOJTHUTENBHBIC COTJIANIEHUS K TPYOBOMY IOTOBOPY;

*  KOIMH MPHUKA30B M0 JUIYHOMY COCTaBY, KOTOPBIE KacatoTCsl IEAaroroB U COTPYAHUKOB

00111600pa30BaTEIHPHON OpPraHU3aIuy;

*  OT3bIBBI JIOJDKHOCTHBIX JIUIT O TIEJIarore M COTPYAHUKE 00111e00pa30oBaTeIbHOM OpPraHu3aIiy;

*  KOIHMH JOKYMEHTOB O MOBBIIICHUH KBaTU(UKAIUY;

*  KOIHH CepTU(HUKATOB, IPAMOT;

*  JINCT - 3aBEPUTEIIb Jiea (COCTABJIAIOT MPHU CAaue JUYHOTO JIEa B ApXHB);

*  UHbIE JOKYMEHTHI.
3.3. B mensx obecrneueHuss KOHTPOJS 3a COXPAaHHOCTBIO U AaKTYaIbHOCTHIO JIMYHBIX [I€Nl B
o0mieo0pa3oBaTeTbHOM OpraHu3aluyd eXerogHo (He mo3aHee | kBaprama roja, CIEQYIOHMIETO 3a
OTYETHBIM ) TIPOU3BOJIUTCS MPOBEPKA UX HATMYHUS U COCTOSTHHSL.
3.4. ExeroaHyo MpOBEPKY COCTOSIHHS JHYHBIX I Ha MPeIMET COXPAHHOCTH BKIIIOUEHHBIX B HETO
JOKYMEHTOB MPOBOAMUT CHEHHANbHO co3/JaHHas koMuccuss. O MPOBENEHHBIX MPOBEPKAX JeNaeTcs
OTMETKa B JIUCTE O pe3yldbTaTaX eXEeroJHOW TMPOBEPKU COCTOSHUSA M HAIWYUS JUYHOTO JIena
(mpunoxxenue Ne 5) u cocraBusieTcsl akT. Pe3ynbTaThl IPOBEPKH JIMYHBIX JIeT B 00S3aTEIHHOM MOPSAKE
JOBOJISITCS 10 AUPEKTOpa 00111e00pa30BaTENbHON OpraHnu3allvy.

4. Tlopsiiok y4yeéTa W XpaHeHHsl JMYHBIX [eJ I1earoroB M COTPYAHUKOB OPraHU3ALHM,
ocyuiecTBIAIOIIEeH 00pa3oBaTeJbHYIO 1eATeJbHOCTbD.

4.1. XpaHeHue M ydeT JMYHBIX [J€JI MEeAaroroB M COTPYJHMKOB OpraHU3alM{, OCYILIECTBISIOIICH
00pa30BaTeNbHYIO JIEATENbHOCTh, OPTaHU3YIOTCS C IENIbI0 OBICTPOro M 0€30IMMO0YHOTO MOUCKA JIMYHBIX
nen, oOecmeueHUs HMX COXpaHHOCTH, a Takke obecredeHuss KOH(UICHUMAIBHOCTH CBEICHMH,
COJIepKAIUXCS B IOKYMEHTAX JIMYHBIX JIeJ, OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA.

4.2. JluuHble fena COTPYAHUKOB XpaHATCs B cefie 001ieo0pazoBaTeIbHON OpraHU3alty.



4.3. TpynoBble U MEIUIIMHCKNE KHIKKH XPAHATCS OTACIBHO B ceide.

4.4. Jloctyn K JUYHBIM JIeJaM MEIaroroB M COTPYAHHUKOB 00I1e00pa30BaTeNbHON OpraHu3alui UMEIOT
TOJIBKO CEKpeTapb, CHELUAIUCT MO KajpaM, IUPEKTOp oO0IIeo0pa3oBaTEeNbHOI OpraHu3aiuu 1100
3aMECTUTENN JUPEKTOpa IIpU HUCIOJHEHMH OOsI3aHHOCTEH JupeKkropa 001eoOpa3oBaTenbHON
OpraHu3alUH.

4.5. Cucrematu3anys JUYHBIX JIENI MIEJaroroB U COTPYIHUKOB 00IIe00pa30BaTeIbHON OpraHu3aIiu
MIPOU3BOIUTCS B aJI(paBUTHOM IOPSIIIKE.

4.6. Jluuneple Jnenma TEJaroroB M COTPYIAHHMKOB 0O0IIe00pa3oBaTeIbHOM OpraHU3alfH, HMEIOIINX
roCy/lapCTBEHHbIE 3BaHUS, NPEMHUH, HArpajabl, y4€Hble€ CTENEHM U 3BaHUS, XPAHATCS IOCTOSHHO, a
OCTaJIbHBIX COTPYAHUKOB - 75 JIET C roJia yBOJIbHEHUs paOOTHHUKA (B COOTBETCTBUM ¢ [lepeuHeM TUMOBBIX
YIPaBIEHYECKUX JJOKYMEHTOB).

5. Topsaok BbIAAYM JJHYHBIX [1e]1 BO BpeMeHHOe M0Jb30BaHHe

5.1. Bpimaua nuyHBIX Jen (OTHOENbHBIX JOKYMEHTOB B COCTaBe JIMYHOIO Jejla) BO BpPEMEHHOE
MOJIb30BAaHUE TPOM3BOJIUTCS C pa3pemieHusl UpeKTopa o0meo0pa3oBaTeIbHON OpraHU3alid 10
3asBIICHUIO COTPYIHNUKA OPTaHU3aIlNH, OCYIIECTBIISIONEH 00pa30BaTEIbHYIO IESTEILHOCTS.

5.2.  Pabota (03HaKOMJICHHE) C JIMYHBIMHU JCJIaMHU TIEJarOroB M COTPYJAHHUKOB 00IIe00pa3oBaTEIbHON
OpraHu3aIluy MPOU3BOINTCS B MPUEMHON JUpeKTOpa. B KoHIIE paboyero qHS ceKpeTaph HITH CIICIUATICT
Mo KajpaMm o0si3aHa YOOUTHCS B TOM, YTO BCE JIMYHBIEC Jeja, BBIaHHBIE BO BPEMEHHOE I0JIh30BaHUE,
BO3BpaIlleHbl HA MECTO XpaHEHHsI M €CTh JIM HEOOXOAMMOCTD JUIS PUHSTUS MEpP K X BO3BPALICHHUIO WITH
PO3BICKY.

5.3. ®akT BBIJAYM JTUIHOTO Jena PUKCHpyeTCs B KOHTPOIBHOM JKypHAJIE.

5.4. V3psaTHE OTIACTBHBIX JOKYMEHTOB W3 JIMYHOTO Jejia MPOW3BOAUTCS C pa3pemieHus AUPEKTOpa
0011e00pa3oBaTENHPHON OpraHU3aIii ¢ 0(hOPMIICHHEM COOTBETCTBYIOIICH 3amucH B Tpade
«[Ipumeuanue» BHyTpeHHel omnucu. [Ipu BpeMEeHHOM H3BATUU JOKYMEHTAa Ha €ro MecTto (MEeXIy
JUCTAMH COCEIHUX JOKYMEHTOB) BKJIQJbIBAETCS CIPAaBKa-3aMECTUTENb C yKa3aHUEM JaThl M MPUYUH
U3BATHA C TIOJIHUCHIO JIUIA, BBIIABUIETO JOKYMEHT, U MOIMUCKIO JIMIA, TIOJYYUBIIETO €ro BO BpEMEHHOE
M0JIb30BAHHUE.

6. OdopmiieHue JUYHBIX €] epe caadeil B apXuB
6.1. OdopmiieHne TUYHBIX 1€ IJIs Mepefadyd B apXUB MPOU3BOJUTCS CIEHUATMCTOM MO KaJapaMm
o011eo0pa3oBaTeIbHOM OpraHu3ai. JTa MpoLeaypa BKIIOYAET:

*  TOMIUBKY (TIEpeIieT) Aena;

*  YTOYHEHHUE HyMepaluu JIUCTOB JIeNa;

*  COCTaBJICHHUE JIUCTa-3aBeputens (nprioxenue Ne 8);

* cocTaBiieHHE (YTOUHEHHE) BHYTPEHHEH  OIHCH;

* BHECEHHE YTOUHEHUI B PEKBU3HTHI JTUIEBOM OOJIOKKHU JeNa.

6.2. Jluct-3aBepurens jAena JOHKEH MOIMKHCATh €r0 COCTaBUTENb, MPHU 3TOM JAeNaeTcsl pacuindpoBKa
JOJKHOCTH U TOAIMCH, MPOCTaBIsieTcs Aarta. B mpoliecce MCHONB30BaHUSI apXUBHBIX JIOKYMEHTOB B
JUCTe-3aBepUTeNie AENAlOTCs COOTBETCTBYIOIIME OTMETKH. Ecnu neno moammro Oe3 mucTa-3aBepuTess,
TO €ro CIeAyeT HaKJIEUTh Ha BHYTPEHHIOK CTOPOHY OOJI0KKH Jiena.

6.3. C uenbio oOecnieyeHrs COXPAaHHOCTH JIMYHBIX JIE]T PEKOMEHTyeTCs:

* 00benuHATH WHAWBUAYalbHBIE JIMYHBIC Jie€la YBOJEHHBIX COTPYAHUKOB B OJHY OOJOXKY
(oOBenMHEHHOE JIENI0) ¢ TAKUM pacdeToM, uToObl 00beM Jena (Toma) He mpeBbIiman 250 I1ucToB
(TyTem CIIMBKHM MaTepUaIOB UHAUBHUAYaJIbHBIX 1€ TIO TOJaM YBOJIbHEHHUS);

* pacmojiarathb MaTepualibl MHAUBHUAYAIbHBIX JIEN B Ipeenax aena (ToMa) B al(paBUTHOM MOPSIKE
(moamMunbHO), OTAETSAS MaTEpUalbl, OTHOCAIINECS K Pa3HBIM WHIUBUAYAIBHBIM J€llaM, YUCTHIM
JUCTOM OymMaru C YyKa3aHHWeM Ha HeM (aMuUIuM, MUMEHH M OTYeCTBA COOTBETCTBYIOIIETO
YBOJIEHHOTO TI€JIarora U COTpyJHUKA 0011e00pa30BaTeIbHON OpraHu3alliiy;

* cHa0XaTh Kaxa0e 00beTUHEHHOE AeNO0 (TOM) BHYTPEHHEH OIMUCKHIO C MepeurciIeHreM (haMuUIHid,
MMEH U OTYECTB M YKa3aHHMEM HOMEpPOB CTpaHHUI, B Mpelenax KOTOPhIX PacloI0KEeHbI
COOTBETCTBYIOIINE JOKYMEHTHI.



6.4. Tlepenaua MTUYHBIX JEJI B apXUB OCYIIECTBISICTCS HE TO3JHEE TPeX JIET TMOCIe 3aBEpIICHUS UX B
JIETIOTIPOU3BOICTBE B COOTBETCTBUHM C TpadukoM. lIpenBapUTenbHO CEKpeTapeM, CIELHaINCTOM IO
KaZpaM MPOBCPACTCA IMMOJTHOTA U MPAaBHUJIBHOCTH IMMOATOTOBKHA JIMYHBIX ACIT K IIEpCaaydc. BriasienHsle npu
MIPOBEPKE HEIOCTAaTKH YCTPAHSIOTCA CEKpeTapeM, CIEMUaTUCTOM Mo Kaapam. llepemaua um mpuem
IMPOU3BOAATCA 110 OIIMCHU C HpOCTaHOBKOﬁ OTMETOK O HaJIMYUU JIMYHBIX ACII.

6.5. JIuuHple ngena mMemaroroB W COTPYIHUKOB 00IIe00pa3oBaTeNbHONW OpraHW3alluH, 3aKOHYECHHBIC
nenonpou3BoacTBOM 10 1 siuBaps 2003 roma, xpansitcs 75 ner, nocie 1 siBaps 2003 roma - 50 ner.
Jlmynple gena JUPEKTOpa, TJIAaBHOTO OyxraiaTepa o0O01e00pa3oBaTeIbHOM OpraHU3ali  HUMEIOT
ITIOCTOSIHHBIN CPOK XPaHEHHS.

7. OTBeTCTBEHHOCTh
7.1. Tleparormu W  CcOTpyOHUKM 0OII€00pa3oBaTeIbHOM  OpraHu3aluu  00sI3aHbl  CBOEBPEMEHHO
MIPEJICTaBIATh CEKPETapl WIM CIEUUAIUCTy MO KaJapaM CBEAEHUS 00 M3MEHEHMHM B MEepPCOHAIBHBIX
JTAHHBIX, BKJIFOUEHHBIX B COCTaB JIMYHOTO JIeja.
7.2. PaboTtonarenp oOecrieunBaeT:

*  COXPaHHOCTb JIMYHBIX JIEJ IEAAroroB U COTPYIHUKOB 00111€00pa30BaTeIbHON OpraHu3auy;

® KOH(bI/II[eHIII/IaJ'IBHOCTI) CBG)IGHI/II\/'I, COZACPIKAINXCA B IMYHBIX A€JIaX ICJaroroB 1 COTpyaHHUKOB.

8. IlpaBa padoToaarteisi u paboTHUKA

81 21.]'[?1 obecrieueHus 340U THI IEPCOHAIBHBIX JAHHBIX, KOTOPBIC XpaHATCA B JJUYHBIX JCJIaX IIE€JaroroB
1 COTPYIHUKOB 00II€00pa30BaTEIFHON OpraHU3alllM, TIEAAroTH U COTPYAHUKH 0011e00pa3oBaTelbHON
OpraHu3aIii UMEIOT MIPABO:

*  MOJYYHUTH MOJHYIO HH(POPMAIUIO O CBOMX MEPCOHATBHBIX TAHHBIX U 00pabOTKE STUX JAHHBIX;

*  MOJYYHUTh CBOOOIHBIN JOCTYI K CBOMM ITEPCOHATBHBIM JIAHHBIM;

*  MOJYYHUTh KOTUH JOKYMCHTOB, XPAHSIIIHAECA B JIMYHOM JEJIe U COACpIKAIINe ITepCOHATbHbBIC
JIAaHHBIE.

* TpeOOBaTh UCKITFOUYCHUS WJIH UCIIPABIICHUS HEBEPHBIX M HETIOJIHBIX TIEPCOHAIBHBIX JTaHHBIX.

8.2. PabGoTonmarens mmMeeT mpaBo:

* 00pabarbIBaTh NMEPCOHAIBHBIC JAHHBIC MIEAArOTOB U COTPYIHUKOB 001Ie00pa3oBaTeIbHOM
OpraHMW3aI[iK, B TOM YUCJIC U Ha JICKTPOHHBIX HOCUTEIISX;

* 3ampOCUTh OT TIIEJaroroB M COTPYAHHUKOB OO0IIE0Opa30BaTEIbHONM OpraHHU3alld  BCHO
HE00X0IMMYI0 HH(POPMAITUIO JIJIS BEACHUS JTMYHBIX JIe] B 00pabOTKH MEPCOHAIBHBIX JTaHHBIX.

9. 3akiaouuTebLHbIE I0JOKEHUS

9.1. Hacrosimee IlomoxeHue o mopsake BEACHUS JUYHBIX JIe7 PaOOTHUKOB SIBJISETCS JIOKAIbHBIM
HOPMAaTUBHBIM aKTOM, NpuHMMaeTcs Ha [lemarormueckomM coBeTe IIKOJBI M yTBepxkaaetcs (ubo
BBOJUTCS B JEHCTBHE) MPHUKA30M IUPEKTOpAa OpraHu3allid, OCYILECTBISIOUIEH 00pa3oBaTeNbHYIO
IESITEIbHOCTD.

9.2. Bce u3MeHEHHS U JOTIOJIHCHHS, BHOCUMBIEC B HacTosee [lomoxxenue, 0ohopMIISIFOTCS B MUCbMEHHOM
(dbopMe B COOTBETCTBUH JICHCTBYIOIIUM 3aKOHOAATEIbCTBOM Poccuiickoit deneparumu.

9.3. TlonoxeHne O TOpPSAIKE BEACHUS JIMYHBIX JieJI paOOTHUKOB 0Opa30BaTEbHON OpraHu3aIuu
MIPUHUMAETCS. Ha HEOMpEAENEHHbIH CpoK. M3MeHeHusa u nomnosiHeHus K [losiokeHuio mpuHUMAaroTCs B
nopsiake, nperycMoTpeHHoM 11.9. 1. Hactosero Ilonoxenus.

9.4. Tlocne npunsTus [lonoxenus (WM U3MEHEHUN U TOTIOTHEHUH OTIEIBHBIX MyHKTOB U Pa3JieioB) B
HOBOW pelakiMy MpeAbIAyIas pelaKilis aBTOMAaTHYECKH YTPauyuBaeT CUITY.



[Mpuoxenne Nel Kk OIOKEHUIO O

MOpAAKE BEACHUS JIMYHBIX ST

pabOTHUKOB
)KypHaJ’I yucTa JIMYHBIX ACJI
Ne r/ Hara @amumus, | Tabenms- | Jomxraocts |CTpykTypHOe|laTa n HOMep [Tpumeya-
n | opopMIIeHUS |AMs, OTYECTBO|  HBIH (mpodeccus, | mompasse- HHE
JIMYHOTIO Jiefla | Tejarora i | HoMep CIIeIHAlTb- JeHHe
COTpYJHUKA HOCTb)
nejarora u Jara u Homep
COTPYIHHUKA npHUKa3a
(pacnops-
KEHHS) O
TpeKpanieHuu
(pactop>xeHun)
TPYZOBOTO
JIOrOBOpA C
MeJIaroroM U
COTPYIHUKOM
(yBOJILHEHHH)
1 2 3 4 5) 6 8 9




O010KKa JIMYHOTO JIejia

[Mpuoxenune Ne2 K TIOIOKEHUIO O
TIOPSIZIKE BE/ICHUS JINYHBIX JIeJT
pabOTHUKOB

Donx Ne

Omuce Ne

Hemo Ne

Wunexc nena

Jlata Hayaja

JlaTa OKOHYaHHUS

Ha JIACTax

XpaHUTh J€T

(Ha3BaHMe 00pa30BaTEIbHON OpraHU3aIN)

JIMYHOE JIEJIO Ne

(3aroJyIoBOK Jz1ena)

donpg Ne

Omuce Ne

Hemo Ne




[Mpuoxenne Ne3 K OIOKEHUIO O
MOPSIIKE BEACHUS JTUYHBIX AeT

pabOTHHUKOB
BHYTPEHHAA OIINCH
JIOKYMEHTOB siesia Ne
Ne i/ Nunexc Jara HasBanne [Tpumeuanus

JTOKYMEHTa JTOKYMEHTa JTOKYMEHTA Howmep
JIUCTOB Jena

Hrtoro:nokymeHTOB
(uudpamMu U IPOMHCHIO)

KonndecTBO TMCTOB BHYTPEHHEN OMMUCHU

(urpaMu 1 IPOIHCHIO)

OTBETCTBEHHBIN 32 KaJAPOBBIA YUET:

(moamuce)

«».202 roja




®.1.0.

[Mpuoxenne Ned K IOIOKEHUIO O
HOpsi/IKe BEJCHUS JINUHBIX AEl
pabOTHHUKOB

JOIKHOCTD

JInganoe nemo Ne

JlaTta o3HaKOMIJIEHHUS TIefiarora u
COTpYyAHHKA C JIMYHBIM JICJIOM

Tloamuce emarora u
COTpYJIHHUKA

OTMeTKH, IPUMEUYaHUs,
3aMeYaHus




[Mpuoxenne Ne5 Kk TOIOKEHUIO O
MOPSIIKE BEICHUS JINYHBIX eI

pabOTHUKOB
OTMeTKa 0 pe3yJibTaTax esKeroqHoi NPOBEePKH COCTOSIHUA
" HAJINYUA JTUYHOI'0 JeJia
®.1.0.
JOIKHOCTB
JInanoe neno Ne
JaTa npoBepku @®.1.0. uneHos [Toanucy wieHoB Pesynprar npoBepku

KOMUCCHUH KOMUCCHUH




[Mpuoxenne Neb K TIOIOKEHUIO O
MOPSIIKE BEICHUS JINYHBIX eI

pabOTHUKOB
JINYHBIN JTUCTOK MO y4eTy KaJApoB
1. damunus
Nms OtuectBO
2. Tlon
3. T'ox, 4ucIiio u MecsIl POXKICHHS
4. MecTto poxIeHUS
(ceno, nepeBHs, ropoj, paiioH, 00JIaCTh)
5. I'paxxnancTBO
6. OOpa3oBanue
HazBanue yuebnoro| daxynbTeT l'on l'on Ecnu e Kakyro
3aBEJICHUS U €ro 1581071 NOCTYIUIEHUSI | OKOHYAHMS |OKOHYMII, TO C| CHELUAIBHOCTh
MECTOHAXOXKJICHUE | OTACIICHUE WM yXOJla |Kakoro Kypca| IOJy4YusI B
yuren pe3ynbTare
OKOHYaHUs
y4eOHOTO
3aBeJCHUS,
yKa3atb Ne
JUIIIIOMA WIH
YI0CTOBEPEHUS

7. Kakumu HHOCTPAHHBIMU SA3bIKaAMH BJIAJICCTC

(uuTaere ¥ IEPEBOJUTE CO CIOBAPEM, UUTAETE U MOXKETE OO BSICHATHCS, BIIA/IEETE CBOOOTHO)

8. VYwuenas CTCIICHb, YYCHOC 3BAHUC

9. Kakue nmeere HaydHble TPY/Abl U H300peTEHUS
10. Beimosnnsemas paboTa ¢ Hayajia TPyJOBOH AEATENBHOCTH (BKIIIOYAs yueOy B BBICHIMX M CPEIHUX
CMEeLUANbHBIX Y4eOHBIX 3aBEJICHUSIX, BOCHHYIO CIIy:KOY M pabOTy [0 COBMECTUTEILCTBY)

‘ Mecsi u Tof, ‘ I[OJ'DKHOCTL C YKa3aHHUEM YUPCIKACHUA, ‘ MecToHax0XIeHHE ‘



MIOCTYIUIEHHUS yxo/za OpraHu3aluu, IPEANIPUATHS, a TAKXKE YUpEXKICHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3alu,
NPEANPUSITHS

11. IIpeObiBanue 3a rpaHuLeH (

paboTa, ciyxeOHasi KOMaHIUPOBKA, TTOE3/IKA C JIeIeralueii)

Mecsir u rong

B kakoii ctpane

Llens mpeObIBanms 3a

C KaKoro IpaHULIEN
BPEMEHHM |10 KAKOE BpEMsI
12. YyacTtue B BRIOOPHBIX OpraHax
HasBanwue BoibopHoro | B kauectBe koro I'on

MecTto BbIOOpHOTO OpraHa

opraHa

BbIOpaH

n30paHus | BBIOBITHS

13. Kakwue nmeere nMpaBUTEITHCTBEHHBIC HATPATBI

Kornma u kem HarpaxaeH

14. OtHouleHrEe K BOMHCKUM OOS3aHHOCTSIM M BOUHCKOE 3BaHUE

CocrtaB Poj Bolick

(KOMaH/IHBIH, MOJIU THYECKUH, aIMUHUCTPATUBHBII, TEXHUUECKUI U T. 11.)

15. CemeliHoe MoJIOKEHE B MOMEHT 3alI0JTHEHHS JJUYHOTO JUCTKA

16. omarnwmii agpec

(4IeHBI CEMbBH, C YKa3aHHEM BO3pacTa)

17. O6${3y10CL CBOCBPCMCHHO HU3BCIIATH 000 BCceX N3MEHEHHUAX JaHHBIX, BKIIFOYCHHBIX B JIMYHBIN

JIMCTOK II0 YUCTY KaJApPOB.

«».202

rojga




[Mpuoxenne Ne7 K TIOIOKEHUIO O

AHKETA

MOPSIIKE BEICHUS TMYHBIX €T
pabOTHUKOB

damnug

Nms

OT4ecTBO

[laTa poxxaeHus

1. I'paxxnaHcTBO (€CiM M3MEHSUIM, TO YKaXHUTE,
KOT/JIa M 110 KaKOW MPUIHHE)

2. OOpa3zoBaHue, yueHasi CTENeHb (KOrja U KaKue
yaeOHbIS 3aBCJCHHUS OKOHYUJIN, HOMEpA
muTIoMoB). CrielIMalIbHOCTh M KBAIM(PUKALIUS 110
TUTIIIOMY

3. KaKI/IMI/I I/IHOCTpaHHBIMI/I A3BIKAMHU U A3BIKaMU
HaposoB Poccuiickoit denepanuu BiajeeTe U B
Kakoill  CcTemeHW  (YuTaeTe U MOXKeTe

0OBSICHATHCS, BIaJEETe CBOOOIHO)

10 COBMECTUTEIILCTBY)

4. BeimonHseMas paboTa ¢ Hadaia TPyJI0BOM JACSITEIBHOCTH (BKIIFOUAst BOCHHYIO CITY»KOyY 1 paboTy

Mecsu u ron JIOKHOCTB C YKa3aHUEM YUPEKICHHS,
MOCTYIUICHUS yxoJ1a OpraHu3aI|H, IPEANPHUATHS, a TAKXKe
MUHHCTEPCTBA (BEIOMCTBA)

MecToHaX0XKICHHUE
YapexKACHHUS,
OpraHu3aIu,
MPEANPUSTHS

5. Banu Onu3kue poIcTBEHHUKHN (GK€HA, MYK, OTEIl, MaTh, OpaThsl, CECTPHI)

Crenelnb TI'on

POACTBA cDaMI/I.]'II/Ifl, UM, OTYCCTBO| POXKACHUA

Mecto paboTHI,
JIOJDKHOCTh

Anpec mecta
JKUTEILCTBA

6. lomanrauii aapec u Homep TenedoHa

7. TlacmopT uimu IOKYMEHT, €ro 3aMeHS IO

(HOMep, cepHsi, KEM U KOT/1a BbIaH)
8. Z[OHOJ'IHI/ITCJ'IBHI)IC CBCIACHUA, KOTOPBIC Br1 xenaere COO6H.II/ITI:> 0 cebe

10. Ha xaxoif ypoBeHb 3apmiatsl Bsl paccuntsiBaere?

«».202 romaa

(IOIDKHOCTB OTBETCTBEHHOTO 32 KaJ[POBBIIl y4eT)

(moamuce)

(pacumdpoBKa MOAMUCH)




[Mputoxxenne Ne8 k moOIOXKEHUIO O
HOPSAKE BEACHUS THYHBIX JET
PpabOTHHUKOB

JIUCT-3ABEPUTEJIb
neaa Ne

B nene IMPOIIXTO U IMMPOHYMCPOBAHO JIMCTOB
(uudpaMu ¥ IPONUCHIO)

¢ Nermo Ne, B ToM umncie:

JINTEPHBIE HOMEPA JINCTOB
MPONYILIEHHbIE HOMEpa JINCTOB
+ JIMCTOB BHYTPEHHEHN ONMCH JINCTOB

Oco0eHHOCTH (PU3HUECKOTO COCTOSIHUS U Howmepa nucros
(dhopmupoBaHUs Jiena

OTBETCTBEHHBIN 3a KaJAPOBBIN y4ET

(moamnuce) (pacmmgpoBKa MOAMUCH)

«».202 roaa
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