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0 MopsiIKe BeIeHHUs JHIHBIX ieJl PAOOTHHKOB
' MBOVY «COIII Ne2 c.I'epMeHTYK»

1. O6mue MOJI0KEHUS

1.1. Hacrosmee ITonoxeHne O MHOPSIAKS BEACHWS JHUTHBIX JCI pabOTHHUKOB OpTaHHU3aIlWH,
OCyIIecTBIsOIIel  00pa3soBaTeNbHYIO  ACATCILHOCTE, paspaboTaHo B  COOTBETCTBHM C
denepanbHBM 3aKOHOM Ne 773-®3 ot 29.12.2012 «O6 ob6pasoBarHuy B Poccuifickon Odenepanum»
¢ mameHeHusME Ha 29 mexabpst 2022 roma, OenepanbHBIM 3aKOHOM OT 27.07.2006 Ne 152 «O
IIepCOHANPHBIX JaHHBIX» C M3MCHCHHAMU Ha 14 wons 2022 roma, Ykasom lIpesmneHra OT
30.05.2005 Ne 609 «O6 yreepxnerun [lonoxeHusS O NEPCOHATBHBIX NAHHBIX rOCYIapCTBEHHOTO
ciyxamero Poccuiickoi Qeznepaniid A BEICHHH €TI0 TuHOrO nena», TpymoBsiM Komexcom
Poccuiickoit ®enmeparmu, KOJICKTUBHBIM —JOTOBOPOM, Verasom MBOY  «COHI N2
c.TepMeHuyK», OCYLIECTBIAIOMCH 00pa3oBaTENbHYIO ICATEILHOCTE.

1.2. Jlamnoe IlomOXKEHHWE OIPENEIACT IOPSIOK BEACHWA JAWYHBIX Jel TeNaroroB M HHBIX
COTPYIHMKOB X PaOOTHWKOB IIKOJEI, ONPEICIICT MOPSIOK GopMHpoBaHHUS, yueTa ¥ XPaHCHNS,
BBIJIAYM JIMUYHBIX 7167 BO BPEMEHHOE TIOIb30BAHHE, & TAKXKS OTBETCTBCHHOCTD, npaBa paOOTHHKOB U
IEpeKTOpa 00pa30BaTeIbHON Opranu3aiiy. i

1.3. Hacrosmee IToloXxeHHe yTBEPKIAAETCS MPHKA30M 110 IIKOJIE U gBJIsieTCs 00A3aTETBHBIM IS
BCEX KATETOPHil TENarOTMUeCKUX U IPYTHX COTPYAHUKOB IIKOJIBL. § ‘ y

1.4. BeleHume TAYHBIX EJT IEJAroroB W COTPYAHMKOB IIKOJIBI BO3IAracTCs Ha JIEJIOMPOU3BOAUTEIIS
MBOY «COIII Ne2 c.Teprendyx»(nanee-o6meodpasoBaTenbHas OpraHu3alus),
OCYIIECTRISIOLICH 00Pa30BATENBHYIO JCITCTBHOCTD. .
1.5. JTMgHOE JEN0 — OCHOBHOM JTOKYMEHT IEPCOHAIBHOTO yIeTa, coneprKaruit Hauboee MOTHBIE
cBeeHMs 0 pabOTHHKE 00Pa30BaTeNbHON OpraHu3aliy 1 €ro TpyHOBO# AEsATETBHOCTH. B midHOE
JIEN0 BHOCSTCS CBEJICHNS, CBS3AHHBIC C IOCTYIICHACM Ha paboTy U yBOJILHCHUEM.

1.6. CBenenus, coAepKamyecs B JIUIHOM JEJIC, OTHOCATCSA K KOHDHIEHIMATEHOH HHPOPMAIHH,
AMEIOT OTPaHAYEHHBIA JOCTYII ¥ PA3TTIACHHIO HE IIOJUIEXKAT. '

1.7. JInumoe meIo BEASTCS B TEUCHUE BCETO MEPUOLA paboTsl pabOTHHKA.

1.8. BemeHre HECKOJIBKHUX JIMYHBIX ACT OMHOTO paboTHUKa 0Opa30BaTENBHOM OPTaHU3ALMK HE
JIOIYCKaeTCsl.



2. Ilopsinok popmMUpOBaHMS JIUYHBIX J€JI COTPYAHUKOB

2.1.

dopMHUpOBaHUE JHMYHOTO Jejla IEJaroroB M COTPYAHUKOB 00I1e00pa3oBaTeIbHOM

OpraHM3alUH TPOU3BOJIUTCS HEIOCPEICTBEHHO II0CIE IpHeMa B  00IIeoOpa3oBaTEIbHYIO
OpraHM3alI0 MJIM IIepeBOjia IIEJaroroB M COTPYJHMKOB U3 JpYyroid oOpa3oBaTesIbHOMN
OpraHH3alLuH.

2.2. B cOOTBETCTBUH C HOPMATUBHBIMHU

[Tenarormueckuii paOOTHUK IIKOJIBI P ITpHEME Ha paboTy MPEeI0CTaBIISCT:

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHHME O COIVIACUM Ha 00pabOTKy NEePCOHAIbHBIX JAaHHBIX I1€arora;

CIpaBKa O HAIWYHUU (OTCYTCTBUH) CYIUMOCTU M (WK) (paKTa yroJOBHOTO MPECIICAOBaHNUS,
BBIJIAaHHOT'O COOTBETCTBYIOLIM OPIaHOM IIPABOIOPSIIKA;

aBTOOHOrpadus;

KOIIM [TaCIOpTa WM MHOTO JOKYMEHTA, YJOCTOBEPSIOIIEr0 JINYHOCTD;

KOIIHSI CTPaXxOBOTO CBUJIETEIHCTBA ICHCHOHHOTO CTPAXOBaHUS;

KOIMS NIEHTU(UKAMOHHOI'O HOMEPa HAJIOTOIJIaTeNbIINKa,;

KOIHSI TOKYMEHTa BOMHCKOTO y4eTa (IJ11 BOGHHOOOI3aHHBIX );

KON CBUJIETEIbCTBA O 3aKJII0YEHUHU Opaka (IIpyU HAJIMYMN);

KOIHSI CBUJETEIHCTBA O POXKICHHUH JeTeH (MPH HATUYHH),

KOIIMM JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMH JJOKYMEHTOB O KBaTH(PUKANY WU HATHYUE CIICIHATBHBIX 3HAaHUH (ITPH HAIWYHHN);
KOIIMM aTTECTAllMOHHBIX JIUCTOB (IIPU HAJIMYUK);

KOIIUU JIOKYMEHTOB O HarpaKJAeHUH (IIpU HaJIUYUN);

XapaKTePUCTUKH, PEKOMEH IaTeJIbHbIE MMCbMA (ITPU HAJIMYHN);

IIPUKa3 O IpuemMe Ha paldoTy;

IIPUKa3 O MEepPeBO/ie Ha MHYIO TOJKHOCTD (IIPU HAJIMYUK);

JOJDKHOCTHAST MHCTPYKLUS (HOJDKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HA4YeHHUs Ha BCE
JOJKHOCTH ),

TPYAOBOH JOTOBOP (C TOCIEAYIOUIMM BKJIIOUEHHEM JOMOJHUTEIBHBIX COTJIANICHUN K
TPYJIOBOMY JIOTOBODY);

TPYAOBYIO KHHXKKY;

MEIULUHCKYIO KHUXKKY.

s pabomuukos:

3asBJICHME O ITpUeMe Ha paboTy;

3asBJICHUE O COTJIACUM Ha 00pabOTKY MEepCOHATBHBIX JAHHBIX IE/1arora;

CIIpaBKa O HAIWYUK (OTCYTCTBHHU) CYIUMOCTH U (WJH) (akTa YroJOBHOTO MPECIICTOBaHMS,
BBIJIAHHOTO COOTBETCTBYIOILIUM OPIaHOM MPaBONOPSIKA,

aBTOOHOrpadus;

KOIUS AacTopTa UM UHOTO JIOKYMEHTA, YI0CTOBEPSIOILIETO JINYHOCTH;

KOIIMSI CTPaXxOBOT'O CBUJIETEIHCTBA IEHCHOHHOT'O CTPaXOBAHUS;

KOIUS UACHTU(DUKAIIMOHHOTO HOMEpPa HAJIOT OILIATENbIINKA;

KOIMs JOKYMEHTa BOMHCKOTO y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIHUSI CBUJETENHCTBA O 3aKJII0UEHUH Opaka (Tpy HaJIn4uHm);

KOIIHSI CBUJIETEIBCTBA O POXKJICHUHM JieTel (MIPH HATUYHHN);

KOIIMH JIOKYMEHTOB 00 00pa30BaHUY;

KOIIMH JJOKYMEHTOB O HarpaxJeHUH (Ipy HAJIMYUH);

XapaKTePUCTHKH, PEKOMEHIaTeIbHbIE TTHChMA (TTPH HATWYIHN );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O NMePEeBOJIe Ha UHYIO JOKHOCTD (MIPH HATUUHH);

JOJDKHOCTHAsT MHCTPYKLUS (AOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAuyeHUs Ha Bce
JOJKHOCTH),

TPYAOBOM JOroBOp (C TMOCIEAYIONIMM BKJIIOUYEHHEM JOMOJHHUTENbHBIX COIJIAIIEHUN K
TPYZIOBOMY JIOTOBOPY);



*  TPYIOBYIO KHUXKKY;
*  MEIUIUHCKYIO KHUXKKY.
Pabomooamenv opopmasem:

* TPYIOBOH JOrOBOP B JIBYX 3K3EMIUIIpAX;

* IpUKa3 o0 pueMe Ha padoTy (0 nepeMeIleHNH Ha ApYrue T0JKHOCTH);

s uuHyIo KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKLIMIO B ABYX 9K3EMIUISIpax.

Pabomooamenv 3naxomum:

* ¢ HOPMAaTUBHO-IIPAaBOBBIMHU JOKyMEHTaMM LIKOJbI (YcraBoM, KoJIIEKTUBHBIM JIOTOBOPOM,
[IpaBmiiaMu TpyAOBOTO paclopska U Ap. JIOKAIbHBIMU aKTaMH);

*  C JOJDKHOCTHOW MHCTPYKILIUEH;

* TPOBOIUT BBOJAHBIA HMHCTPYKT@X, WHCTPYKTaX II0 OXpaHE TpPyAa, HMHCTPYKTaX IO
IIPOTHBOIOKAPHOM O€30MaCHOCTH.

2.4. llepBuuHoe o(hopMIIEHHE TUIHOTO JeJIa MPETyCMaTPUBALT:

* IPUCBOEHHUE JIMYHOMY JIelly HOMEpa COIJIACHO JKypHally yueTa JMUYHBIX JIeJl (PHIIOKEHHE
Ne 1);

* IPOCTaBJICHHE HAa OOJIOKKE JIMYHOro jAeia (mpuiiokeHue N 2) cleAyIoUIMX peKBU3UTOB:
WHJEKC Jena (B COOTBETCTBMM C HOMEHKJIATypoll jen  oOmieoOpa3oBaTesbHON
OpraHu3alyy; IOJHOE HauMEHOBaHHe 00I11e00pa30BaTeIbHOM OpraHu3alui; HOMEp
JUYHOTO Aena; GaMuins UMsi OTYECTBO pabOTHHKA B MMEHUTEIIEHOM Ta/IeXe; AaThl — IO
Hayaja ¥ roJl OKOHYaHUs BeJICHHs JIe1a; KOJMYECTBO JIUCTOB; CPOK XPAHEHHUS;

* IIOMEIIEHHE JOKYMEHTOB, MOJUIekKAIIUX XPAaHECHUID B COCTaBE JIMYHBIX JI€d, B
XPOHOJIOTUYECKOM TOPSIKE:

BHYTPEHHSIS ONMCh JOKYMEHTOB Jiena (mpuiioxkenue Ne 3);
3asBJICHHME O IIpUEMe Ha paboTy;
aBToOMoOrpadus
anketa (mpunoxenus Ne 6);
KOIHS JIOJDKHOCTHOW HMHCTPYKIIHH;
TPYAOBOU JOTOBOpP;
MIpHUKa3 O puemMe Ha padoTy;
JOTOBOp O TIOJIHOW MaTepualbHOW OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIULIO);

» coriacue Ha 00pabOTKy MePCOHATBHBIX JTaHHBIX.
2.5. C menpio obecrieyeHusT HaUIeKAIe COXPaHHOCTH JIMYHOTO Jiejia TeIaroroB U COTPYTHUKOB
001eo0pa3oBaTeIbHOM OpraHu3anu M ynoOcTBa B OOpallleHWH ¢ HUM Npu (OpMHUPOBaHUH
JOKYMEHTHI TIOMEIIAIOTCS B OTIENBbHYIO Tanky. [Ipu yBoJdbHEHHMH pabOTHHKA MPOIIUBAIOTCS
HUTKaMHM U CJIAIOTCS B apXUB.
2.6. BHyTpeHHSS OMHCh TOKYMEHTOB, UMEIOIIMXCS B IMYHOM JIeJIe, TOJDKHA CO/IePIKaTh CBEICHUS
O TOpPS/KOBBIX HOMEpax, HAMMEHOBAHUAX JOKYMEHTOB [iefla, KOJMYECTBE JIMCTOB, JaTax
BKJIFOUCHHS JOKYMEHTOB B JIMYHOE JIETIO M M3BSATHS U3 JIeja, a TAKKe KeM H3BT JOKYMEHT U T10
KaKoH IIpUYMHE.
2.7. BHYTpEHHsIsI ONUCHh COCTaBJISIETCS HAa OTACIHFHOM JIUCTE MO yCTAaHOBIEHHOH (opme. JIMcThI
BHYTpPEHHEH OIUCH HyMEPYIOTCS OTAEIBHO.
2.8. IIpu moAroTOBKE JMYHBIX /e K Tepenadye Ha XpaHeHHWEe K BHYTPEHHEH OIMMCH COCTaBISETCS
UTOTOBasl 3aMUCh, B KOTOPOH yKazbIBaeTcs MU(PPaMu U MPOMHUCHIO KOJIMYECTBO BKIIOUEHHBIX B Hee
JIOKYMEHTOB M KOJIMYECTBO JIUCTOB JiejIa.

YVVVVYVYYVYYVYYVY

3. HOPHZIOK BeaACcHUA JIMYHBIX aeJa negaroron n COTPYAHUKOB opranmsanuu,
OCYHIeCTBJISAIOIIEH 00pa30BaTEIbHYIO AeITeIbHOCTh

3.1. Jluunoe neno memaroroB M COTPYIHUKOB 00IIE00pa30oBaTEIHHOM OpraHU3aIldu BEICTCS B
TEYEHHE BCEro MepuoAa paldoThl KaXKIOro TMenarora M COTPyIHUKA B 00meoOpa3zoBaTeNbHOMN
OpraHu3aIyH.



3.2. JlanpHeliee BeACHUE JWYHOTO Jiefla TIEAaroroB W COTPYIHHKOB OO0IIeoOpa3oBaTeIbHON
OpraHM3alfy MpelyCMaTPUBAET MOMEIICHHUE B JEJ0 JOKYMEHTOB, OOpasyIONIMXCs B IpoIecce
paboueil AesTeTPHOCTH U UMEIOIINX 3HAYCHHE JIJIS1 TPYOBBIX OTHOIIICHUM:
*  JOIIOJIHUTEJIBHBIE COrJIAICHUS K TPYIOBOMY JOTOBOPY;
* KONHWHU MPHUKA30B IO JTUYHOMY COCTaBY, KOTOpBIC KacarOTCs IEJaroroB M COTPYIHUKOB
00111e00pa30BaTeIbHON OpraHn3aluy;
* OT3BIBBI JOJOKHOCTHBIX JIMII O TIearore MW COTPYOHUKE 00IIeo0pa3oBaTeIbHOM
OpraHu3alluy;
* JIMCT — 3aBEpUTEIb JesIa (COCTABIISIIOT MIPH Caue JUYHOTO Jiejla B apXHUB);
b HHBIC [[OKYMCHTBI.
3.3. B memsax obecniedeHHs: KOHTPOJISA 3a COXPAHHOCTHIO M aKTYIbHOCTBIO JIMYHBIX JI€1 B
o011e00pa3oBaTeIbHON OpraHU3alluu €XKEeroaHo (He mo3aHee | kBapTama roja, CICIYIOIIEro 3a
OTYETHBIM) MIPOU3BOIUTCS MPOBEPKA X HATMYUS U COCTOSTHUS.
3.4. ExxerogHyro MpPOBEPKY COCTOSIHHSI JIMYHBIX JEN Ha MPEIMET COXPAaHHOCTH BKIIIOUECHHBIX B
HEro JOKYMEHTOB IPOBOAMT CICIHAIBLHO CO3JaHHas Komuccus. O TMPOBEACHHBIX IMPOBEPKAX
JIeIaeTcsl OTMETKA B JIUCTE O PE3yJIbTaTax €XKEroJHON MPOBEPKH COCTOSHUS M HAIMYUS JIUYHOTO
nena (mpumnoxxenue Ne 5) U coctaBisieTcs akT. Pe3ynbTaThl MPOBEPKU JTMYHBIX €] B 00s3aTeIbHOM
MOPSIAKE AOBOJSATCS 10 IUPEKTOpa 0011eo0pa3oBaTeIbHON OpraHUu3aIuH.

4. Tlopsaok y4éra M XpaHeHHMs JHYHBIX JieJl MeJIaroroB M COTPYAHMKOB OpraHu3anuu,
OCYHIeCTBJISAIOIICH 00pa30BaTEIbHYIO AeSITEJIbHOCTD.

4.1. XpaHeHue U ydeT JUYHBIX JIe] Ie1aroroB U COTPYAHUKOB OpraHU3allMy, OCYILECTBISIOLICH
00pa30BaTeNbHYIO AEATEIbHOCTb, OPTaHU3YIOTCS C LENbI0 OBICTPOro M 0e30IMOO0YHOrO MOMCKa
JUYHBIX JeJ, OOECIeYeHHsS HX COXPAHHOCTH, a TaKXke oO0ecredeHus: KOH(UIACHINAILHOCTH
CBEJIEHU, cofiepKaluXxcs B JOKyMEHTaX JIMYHbIX J€J, OT HECAaHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2. JInganble 1ena COTPYAHUKOB XpaHsTCs B cefihe 001meo0pa3oBaTeIbHOM OpraHu3aIiy.

4.3. TpynoBble M MEAULIMHCKUE KHI)KKU XpaHATCS OTIENBHO B ceide.

4.4. Jloctyn K JUYHBIM J€JIaM I€IaroroB U COTPYAHHKOB 00I11€00pa30BaTEIbHON OpraHU3aIlluu
UMEIOT TOJBKO JIENONPOU3BOJUTENb U TUPEKTOp 0O0I1e00pa3oBaTelbHON OpraHu3anuu Jmdo
3aMECTUTENN JAMPEKTOpa MpHU HCIOJHEHUU O00si3aHHOCTEN JupeKkTopa 0011eo0pa3oBaTeabHOM
OpraHu3aIMH.

4.5. Cucrematuzauuss JUYHBIX JIeJ1 T€AaroroB W COTPYIHUKOB 00I€00pa3oBaTEIbHON
OpraHU3aIMK TPOU3BOAUTCS B al(aBUTHOM MOPSIKE.

4.6. Jlnunble Aena TeJaroroB M COTPYTHHKOB OO0IIE00pa3oBaTENbHONW OpPraHW3allud, MMEIOIIHX
rOCyJJapCTBEHHbIE 3BaHUs, IPEMUH, HArpaJibl, YUeHble CTENIEHH U 3BaHUS, XPaHATCS MOCTOSHHO, a
OCTQJIHBIX COTPYIHUKOB — 75 JIET ¢ TOAa YBOJBHEHHUsI pabOTHHUKA (B coOTBeTCTBUU C [lepeunem
TUIOBBIX YIPABIEHUYECKUX JOKYMEHTOB).

5. Ilopsinok BbIIa4H JMYHBIX €1 BO BpeMEHHOE M0J1b30BaHUE

5.1. Bolgaua nuyHbIX f1en (OTOENBHBIX JOKYMEHTOB B COCTAaBE JIMYHOTO Jie€la) BO BPEMEHHOE
MOJIb30BaHKUE MPOU3BOJUTCS C pa3pelIeHuss AUPEeKTopa o011eoOpa3oBaTeNbHON OpraHU3aluyu 10
3asIBJICHUIO COTPYIHHKA OpraHU3allii, OCYLIECTBIISIONIEH 00pa30BaTENbHYIO ACSITEIbHOCTD.

5.2. PabGora (o3HakOMJIEHHME) C JIMYHBIMH  JellaMH  TeJaroroB M  COTPYAHUKOB
o011eo0pa3oBaTeabHOW OpraHU3alluy MPOU3BOIUTCS B MPUEMHOI aupekTopa. B koHie padouero
JHSI CeKpeTapb WIM CHelMaIMCT MO KaapaMm o0s3aHa yOeIuThCsl B TOM, YTO BCE JIMUHBIE Jena,
BBIAHHBIE BO BpPEMEHHOE II0Jb30BAaHUE, BO3BpAIIEHbl HAa MECTO XpaHEHHS U eCTh JIH
HE0O0XOAUMOCTB JJIsl IPUHATHUS Mep K MX BO3BPAIIECHUIO WIN PO3BICKY.

5.3. @axT BbIIaYM JUYHOTO Jiesia PUKCUPYETCS B KOHTPOJIBHOM KypHaJe.

5.4. V3psiTHE OTAETBHBIX JTOKYMEHTOB U3 JIMYHOTO Jejia MPOU3BOAUTCS C pa3pelieHus AUPEKTopa
0011e00pa3oBaTeIbHONM OpraHu3alMu ¢ O(QOPMIICHHEM COOTBETCTBYIOIIECH 3amucH B Tpade
«I[Ipumevanne» BHyTpeHHEN onucH. [Ipy BpeMEHHOM U3BATHM JOKYMEHTA Ha €r0 MECTO (MEXAY
JUCTAMHM COCEJIHUX JIOKYMEHTOB) BKJIQJBIBAETCSl CIpaBKa-3aMECTUTENIb C YKa3aHHEM JaTbl U



IIPHUYUH U3BATHUA C IOANMCHIO JIMIA, BEIAJABIICTO JOKYMCHT, U IIOAIMUCHIO JIMIA, ITOJYYHUBUICTO €TI0
BO BPCMCHHOC ITOJIb30BAHUC.

6. OdopMiieHHe JMYHBIX JeJI NIepe] ciaveil B apXuB
6.1. Odopmienue JUYHBIX A€ AJs Mepelayd B apXUB IPOU3BOJUTCS CHELHATUCTOM I10 Kajpam
00111e00pa30BaTeIbHON OpraHu3auy. JTa MpoLeaypa BKIOYALT:

* TOMIMUBKY (TIEperuieT) Aela;

* YTOYHEHHE HyMEpaluH JUCTOB JIeNa;

*  coCTaBJIeHHE JMcTa-3aBepurens (npuoxenue Ne §);

* cocraBieHue (yTOUHEHHE) BHYTPEHHEH OMHCH;

* BHECEHHE YTOYHEHHUI B PEKBU3UTHI JIUILIEBOI 0OJI0KKY Jena.

6.2. Jlucr-3aBepurenp Jena JODKEH MOJANMCATh €r0 COCTaBUTENb, IPH ATOM JeNaeTcs
paclMppoBKa JOKHOCTM M NOJIMCH, MNpOCTaBisercs Jarta. B mpouecce uCnosib30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIENAIOTCA COOTBETCTBYIOLIME OTMETKU. Ecim neno
HOJIIATO O€3 JMCTa-3aBEpUTENsl, TO €ro CIEAYeT HAKJIEUTh HAa BHYTPEHHIOK CTOPOHY OOJIOXKKH
nena.

6.3. C nenbto o0ecrieyeHust COXPaHHOCTH JIMUHBIX JIEJI PEKOMEHIyeTCs:

* 00BEIUHATh WHAWBUIAYAIbHBIC JIMYHBIEC JIeJla YBOJCHHBIX COTPYIHHKOB B OJHY OOJIOXKKY
(oOBeaMHEHHOE JIEI0) ¢ TaKKMM pacdyeToM, 4ToObl oO0beM jena (ToMa) He mpesbiman 250
JUCTOB (ITyTE€M CIIMBKY MaTE€pPHajIOB MHAWBUIYAIBHBIX JIE] IO TOJaM YBOJIbHEHNUS);

* pacnojiaraThb MaTepuallbl MHAMBUIYAIbHBIX /i€ B Mpejaenax Jena (Toma) B ajapaBUTHOM
nopsiike (moaMuIIbHO), OTAETSS MaTepUaIbl, OTHOCSIIUECS K Pa3HBIM MHIMBUIYaIbHBIM
JieflaM, YUCTBIM JIMCTOM OyMaru ¢ yKa3aHueM Ha HeM (paMuiIMM, UMEHM M OTYecTBa
COOTBETCTBYIOIIIETO ~ YBOJIEHHOTO TIelarora M COTPYIOHHKAa 00meo0pa3oBaTeIbHOM
OpraHu3aiuy,

e cHa0XaTh Kaxaoe OOBEIMHEHHOE 1esI0 (TOM) BHYTPEHHEH ONHCHIO C TMEPEUHCICHHUEM
dbamunuii, UMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUI], B IHpeAesax KOTOPBIX
PAacIoNIOKEHBI COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepenada TUUHBIX A€ B apXUB OCYILECTBIIETCS HE MO3/IHEE TPEX JIET MOCIIe 3aBEPIIECHUS UX
B JICJIONIPOM3BOJICTBE B COOTBETCTBUH ¢ rpadukom. [IpenBaputenbHO cekpeTapeM, CIeUualIucTOM
[0 KajpaM TIpoBepsieTcs IOJHOTa W IPaBWIBHOCTh MOJTOTOBKM JIMUHBIX JAeld K Iepenaue.
BrIsiBIIeHHBIE TIPH TIPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpETapeM, CHEIHAINCTOM IO Kapam.
Ilepenaua u mpueM NPOU3BOJATCS MO OMUCHU C IPOCTAHOBKOM OTMETOK O HAJMYUH JIMUHBIX JIEI.
6.5. JInunble nena negaroroB U COTPYIHUKOB 00MIe00pa3oBaTeIbHON OpraHN3allui, 3aKOHUCHHBIE
nenornpousBoacTBoM J1o 1 stHBaps 2003 rona, xpanstes 75 ner, nociue 1 suBaps 2003 roga — 50
net. JInaHble fena AUPEeKTopa, TIaBHOTO Oyxrajirepa 00I1eo0pa3oBaTeIbHON OpraHu3alii UMEIOT
MOCTOSIHHBIM CPOK XpaHEHHUsI.

7. OTBETCTBEHHOCTH
7.1. Tlemarorn u coTpyAHUKH 0OII€00pa30BaTEIbHOM OpraHU3aluu O00sS3aHbl CBOEBPEMEHHO
MPEJICTaBIATh JENONPOU3BOJUTEN0  CBEIEHUS OO0 H3MEHEHHMM B TEPCOHANIbHBIX JIaHHBIX,
BKJIFOUEHHBIX B COCTaB JIMYHOTO JiejIa.
7.2. PabotonaTenb 00ecreynBacT:
* COXpPaHHOCTh JIMYHBIX JIEN T[eJaroroB H COTPYJHUKOB  00IIeoOpa3oBaTeIbHON
OpraHu3allvy;
* KOH(DHIECHIMAIBHOCTh CBEJCHHN, COACPKAMMXCS B JUYHBIX JieJaX IIeJJaroroB H
COTPYJTHUKOB.

8. [IpaBa paGoroaare/isi U padOTHUKA

8.1. Jlms obOecnieueHHs 3alUTHl MEPCOHAIBHBIX NAaHHBIX, KOTOPHIE XPAHATCS B JMYHBIX Jellax
MeJaroroB U COTPYAHHKOB 001Ie00pa3oBaTebHON OpraHu3allui, MEeAarord W COTPYAHHKHU
00111e00pa3oBaTeIbHON OpraHu3aIiid UMEIOT MPaBo:



* TIOJYyYUTHh TOJHYIO HH(POPMAIMIO O CBOMX TNEPCOHAIBHBIX JaHHBIX M 00pabOTKE ATHX
JTAHHBIX;

*  TOJYYHUTh CBOOOJHBIN JOCTYI K CBOMM IEPCOHATIBHBIM JIAHHBIM;

*  MOJIYYHUTbh KOMUHU JJOKYMEHTOB, XPAHSIIUECS B IMYHOM JIE]Ie U COJIePIKaIIIe TIePCOHATLHBIC
JIaHHBIC.

* TpeOOBaTh UCKIFOUCHUS WM UCIIPABJICHUS HEBEPHBIX M HETIOJHBIX MEPCOHAIBHBIX JTAHHBIX.

8.2. PaboToaTenb UMEET MpaBo:

* 00pabarpIBaTh MEPCOHANBHBIC JAHHBIE TIEJaroroB U COTPYTHUKOB 001Ie00pa3zoBaTeIbHOM
OpraHu3aIfK, B TOM YHCIIC ¥ Ha 3JICKTPOHHBIX HOCUTEIISX;

* 3ampOCHUTh OT TENaroroB W COTPYIHUKOB 00me0o0pa3oBaTebHON OpraHu3aluyd BCIO
HEOOXOMMYI0 MH(OPMAIIMIO JUISI BEACHUS JMYHBIX Jed U 00pabOTKH MepCOHATbHBIX
JTAHHBIX.

9. 3ak/II04YUTe/IbHBIE MOJI0KEHUS

9.1. Hacrosee [lonoxxeHue o nmopsjike BeAEHUS JUYHBIX J1€]1 PAOOTHUKOB SIBJIAETCS JOKAJIbHBIM
HOPMAaTUBHBIM aKTOM, IpuHUMaeTca Ha [legarornueckom COBETE IIKOJBI U yTBepxkaaercsa (imbo
BBOJIUTCS B JICHCTBHE) MPUKA30M JIUPEKTOPA OpraHU3alMK, OCYILECTBIIAIONIEH 00pa30BaTeIbHYIO
NS TEIbHOCTD.

9.2. Bce u3MeHeHUs U JOIOJIHEHMs, BHOCHMble B Hacrtosiuee [lomokeHue, opopmisitorcs B
IIUCBMEHHOW (opMe B COOTBETCTBUM JICHCTBYIOIIMM 3aKOHOJAATEILCTBOM Poccuiickoi
®enepanuu.

9.3. IlonoxeHne O MOPSAKE BEACHUS JIMYHBIX e paOOTHHKOB 00pa30BaTENbHON OpraHU3aluu
IIPUHMMAETCS Ha HEONpEeNCNIeHHbIM cpok. M3menenus u pomonHeHus k  Ilomoxxenuto
MIPUHUMAIOTCS B IOpsiike, mpeaycMoTpenHoM 11.9.1. Hacrosimero [lomoxxeHust.

9.4. Ilocne npunstus IlonoxkeHus (MIM KM3MEHEHUM W JIONOJIHEHHH OTHENbHBIX ITYHKTOB HU
pa3zesioB) B HOBOM peaKLuy IpeablIylas peJakliis aBTOMaTUYECKN yTPauuBaeT CUILY.



Ipunoxenue Nel

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JKypHan yuera mTu4HBIX €1

JIMYHBIX OCJT paGOTHI/IKOB

Ne Hara Ddamuus, HOMEp JIOIKHOCTD Jatan Jlara n [Ipumeua-
1/ odopmire- ums, JIMIHOTO (mpodec- HOMEp HOMED HUE
I | HUSI IMYHOTO | OTYECTBO Jena cHs, MpUKa3a TIpUKa3a
zena nenarora u CTIeTIAANb- (pacnopsi- (pacmops-
COTpYIHHUKA HOCTb) JKCHHS) O KEHHS) O
nearora u npueme npeKparie-
COTpYJIHHKa | TIefarora u HUH
COTpYyJHHKa | (pacTopiKe-
Ha paboty HUH)
TPYAOBOTO
JIOTOBOPA C
MEeJaroroM u
COTPYJHHKOM
(yBONBHE-
HUW)
2 3 5 6 7 8 9




[Mpunosxenne Ne2
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

O0J107KKa JIMYHOTO Jeia

Wunexc nena

(Ha3BaHME 00pa30BaTEIbHON OPraHU3ALUH)

JIMYHOE JEJIO Ne

(3arosoBOK Jiena)

Jlata Hayaga

Jlata okoHUaHUs

Ha JIHACTax
XpaHUTh Ier
Donx Ne
Ormuce Ne

Jemo Ne




[Mpunosxenne Ne3

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

BHYTPEHHAA OIINCH

JIOKYMEHTOB ziesia No

JIMYHBIX OCJT paGOTHI/IKOB

Ne Jara 3aroyioBoOK Howmep [Tpumeuanus
n/n JIOKYMEHTa JIOKYMEHTa JIMCTOB
Jena
Hroro: JIOKYMEHTOB

(uMgpamu 1 IPOIKCHIO)

KommuectBo mrucTOB BHYTpeHHCﬁ OIINCH

(uudpamu 1 MPOIHCHIO)

OTBeTCTBEeHHBIH 32
KaJpOBBIN YYeT:

(TroxICH)

« » 202 roma




©.N.0.

[Mpunoxenne Ned
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JlomKHOCTD

JInganoe nemo Ne

JlaTa o3HaKOMJIEHUS IeJarora
U COTPYIHHUKA C JINYHBIM
JIEJIOM

ITonnuce nexarora u
COTPYAHMKA

OTMeTKH, MpUMEYaHus,
3aMcYaHus




[Mpunosxenne Ne5

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX OCJT paGOTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMY U] JIMYHOTO /e

©.1.0.

JomKHOCTD

JInynoe nemo Ne

Jlata mpoBepku

d.N.0O. unenos
KOMUCCHUU

Ilognucu uiieHOB
KOMHCCHU

PesynbTar mpoBepku




1. ®amuiausa

AHKETA
(3amoJsiHsIeTCS COOCTBEHHOPYYHO)

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

Nms

OT4ecTBO

2. Ecnmm wsMmeHsnmn ¢GamMumuio, UMsS WA
OTYECTBO, TO YKaXHTE€ HX, a TaKKe
Korjga, TI[€ U TI0 Kakoil TpUYUHE
WU3MEHSITN

3. Topx, yucno, Mecsl ¥ MECTO POXKICHUS
(ceno, mepeBHs, ropol, paioH, o0nacTh,
Kpaii, pecryOimka)

4. HauumoHanbHOCTH

5. I'paxxgancTBO (ecnu HW3MEHSIIH, TO
YKa)KATE KOTJIa ¥ 10 KaKO¥ MpHIuHe)

6. O0pa3oBaHHe, KOTZA M Kakue y4eOHEIC
3aBEICHUS OKOHYHIIH, HOMeEpa
JIMIUIOMOB.

CrienuaapbHOCTP IO JUITIOMY
Keanuduxanust mo aumiomy

7. Y4eHasi cTeneHb, yUeHOE 3BaHHE, KOI/a
MIPUCBOCHBI, HOMEpPa AUIIOMOB

8. KakumMu WHOCTpaHHBIMH SI3bIKAMH U
s3pIkaMu HapozioB Poccuiickoit deneparym
BlaJieeTe M B KaKOM CTereHW (Yuraere U
MOYeTe OOBSICHATECS, BIIaJIeETe CBOOOTHO)

9. Beum mu Bel u Bamm Onuskue
POICTBEHHUKH CYIHUMbI, KOTJIA U 33 4TO

10. B 1u 3a rpaHUIEH, TIe, KOTAa H C
KaKoH IIeJIbI0




11. Brmonnsemas paboTa ¢ Hayajga TPYIOBOH AEATENbHOCTU (BKIIOYAs yueOy B BBICIIUX M CPEAHUX CIICIHATBHBIX YUCOHBIX
3aBeICHISIX, BOCHHYIO CIIY’KOY, pabOoTy 0 COBMECTHUTEIbCTBY, IPEAIPHHAMATEIBCKYIO IESITEIBHOCTD U T.11.)

ITpu 3an0JHEHNH 1aHHOTO MYHKTA HEOOXO0IMMO MMEHOBATh YUPEXKICHHs, OPraHU3aLMU M TIPENIPUATUS TaK, KAK OHM Ha3bIBAJIUCh B CBOE BPEMsi, BOCHHYIO CIykKOy
3aIUCHIBATh C yKa3aHHEM JOJDKHOCTH M HOMEPa BOMHCKOIT 4acTH.

Mecsi u rox

TIOCTYIUICHUA

yxoza

JIOIKHOCTB € yKa3aHUEM YUPEXKICHHS, OpraHU3aLuH,
NpEANnpUsATHs (HE3aBUCHMO OT COOCTBEHHOCTH U BEJOMCTBEHHOI
TIPUHAUICKHOCTH)

MecToHaxoxKIeHHE
yUIpEXIEHUs, OpraHU3aLUH,
TIPeAIPHATHSL




12. Bamm 61u3Kue poACTBEHHHUKH (3KE€HA, MYXK, J€TH, OTELl, MaTbh, OpaThsi, CECTPHI)

Crenenb
poncrea

damuins, UMsl, OTYECTBO*

T'on, mecto
pOXIeHUs

Mecto paboThl, JOHDKHOCTD

Ajipec MecTa KUTEeIbCTBA




* Ecitit pOACTBEHHUKH M3MEHIIN (HaMUITHIO, HMsI, OTYECTBO, TO HEOOXOAMUMO yKa3aTh MX NPeXHUE GpaMUINH, HMEHa, OTYECTBA.
13. Nmerotest 1 y Bac nimu sxeHbl (My»ka) pOJCTBEHHUKH, TIOCTOSIHHO TPOXKUBAIOLINE 32 TpaHuieil (YKaxuTe ux (pamMuinio, ums,
OTYECTBO, T'OJl POXKACHHU, CTEIICHb POJICTBA, MECTO JKUTEIBCTBA, C KAKOI'O BPEMEHH OHH NIPOXKUBAIOT 32 IPaHULIEH)

14. OTtHOIIEHHE K BOMHCKOM 0053aHHOCTH M BOMHCKOE 3BaHUE

15. lomamuauii aapec u HoMep TenedoHa

16. IlacniopT Wi TOKYMEHT, €r0 3aMEHS IO

(HOMep, cepHsi, KeM M KOIJia BbIIAH)

17. JlononHuTenbHbIe CBeleHHs (TOCYIapCTBEHHBIC HAarpajpbl, y4acTHe B BBIOOPHBIX IPEJCTABHUTENBHBIX OpraHax, a TaKkKe
npyras ”HPOpMAaIHs, KOTOPYIO 0(OPMIISEMBIi JKelaeT COOOINTH 0 cede)




« » 20 r IMoanuch

(oToKapTOUKa U JaHHBIE O TPYAOBOU NEATEIHHOCTH, yaede ohopMIIsIeMoro
COOTBETCTBYIOT JIOKYMEHTAM, YJOCTOBEPSIOIINM JINYHOCTb, 3aIUCAM B TPYHAOBOIT
KHIDKKE, JOKyMEHTaM 00 00pa30BaHUM, BOMHCKOH CIIyxkOe.

(mozmuck, Gamuiust paboTHHKA KaAPOBOH CITY»KObI)

OOKYMEHT MNOANUCAH
QMEKTPOHHOW MOAMNUCHIO

Ceprucpurar: 7BF7F133129EBAIDOSABTB2FECEACTT4
Bnapeneu: Maromariosa Pyva Xawsatoska
[edcrautenen: ¢ 11.03.2022 Ao 03.06.2023




[Mpunosxenne Ne7
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

meJsa Ne
B nene npoumnto u npoHyMepoBaHO JINCTOB
(mudpamu 1 IPONHCHIO)
¢ No o Ne , B TOM YHCJIC:
JINTEpHbIE HOMEpA JINCTOB
MPONYILIEHHBIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEH ONMUCHU JINCTOB
OcobeHHOCTH (PU3UYECKOTO COCTOSTHUS U Howmepa nucroB
dbopmupoBaHus ena
OTBeTCTBEHHBIH 3a
KaJIpOBBII y4yeT
(moamuce) (pacumppoBKa MOAIKUCH)

« » 202  rogma
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