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MEKOY «Kypyuickasg COIIINe2 um. A.C. Ackanaaposa»

1. O6mue nonoxKeHUs
Hacrosmee IlonokeHue o TOpsAIKEe BEACHHS JIMYHBIX A€l PaOOTHUKOB OpraHu3allui,
OCYIIECTBJISIIONIEH 00pa30BaTENbHYIO JESATEIBbHOCTh, pPa3paboTaHO B COOTBETCTBHU C
®denepanbHbIM 3ak0HOM Ne 273-D3 ot 29.12.2012 «O6 ob6pazoBanmu B Poccuiickoit
Oenepaunn» ¢ u3MeHeHUs MU Ha 16 anpenst 2022 roma, PenepalbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O mepcoHalIbHBIX TaHHBIX» ¢ m3MeHeHusMH Ha 2 urons 2021 rona,
Vkazom IlIpesmmenta ot 30.05.2005 Ne 609 «O6 yrBepxknenun IlomoxkeHuss o
MEPCOHANIBHBIX JAHHBIX TOCYJAapCTBEHHOTO ciyxamniero Poccuiickoit depepannu u
BEACHUU €ro Ju4yHoro nena», TpymoBeiM Koaekcom Poccuiickoir ®Denepaiuuy,
KomnextnBueiM  oroBopoM, YcraBoM__MKOV — «Kypymickas COIINe2 wum. S.C.
AcKaHIapoBa», OCYIIECTBIISIONIEH 00pa30BaTEbHYIO AESTEIHHOCTD.
Hannoe IlonokeHue ormpenensier MOPSIOK BEACHUS JIMYHBIX JA€T IEJaroroB M HHBIX
COTPYIHUKOB U pPaOOTHUKOB IIKOJIbI, OMpENeNseT MOpsaoK (opMHpOBaHMS, y4yeTa H
XpaHEHUs, BbIJJAuu JIMYHBIX JI€J BO BPEMEHHOE MOJIb30BaHUE, a TaKkKe OTBETCTBEHHOCTD,
npaBa pabOTHUKOB UIUPEKTOpa 00pa30BaTEIIbHON OpraHu3aIiHy.
Hacrosimee Ionosxenne yTBepkaaeTcsl MPUKA30M IO IIKOJE M SIBISETCS 00s3aTeIbHBIM
JUTA BCEX KaTerOPHil MeJarornueckux U Ipyrux COTPYIHUKOB IIKOJIBI.
Benenue nu4HBIX €7 MEJaroroB U COTPYAHUKOB IIKOJIBI BO3JIAraeTcsi Ha CHEIHalIMCTa I10
KaJpaM OpraHu3alliu, OCYyHIECTBIISIONIEH 00pa30BaTENbHYIO ACITEIbHOCTD.
JInuHoe €10 — OCHOBHOM JOKYMEHT IEpPCOHAIBHOTO YdeTa, COJepKalluii Hambolee
MOJIHbIE CBEACHUS O pPaOOTHHKE OO0pa30BaTEIbHONW OpraHU3alMl U €ro TPYyJIOBOM
NesITeNbHOCTH. B TMYHOE J1e5i0 BHOCATCS CBEJICHUS, CBA3aHHBIE C MMOCTYIUIEHHEM Ha paboTy
U YBOJIbHEHHUEM.
Ceenenusi, cojuepkamuecs B JUYHOM Jielie, OTHOCSATCS K KOH(HUACHUIUATHHOU
nH(pOpMaLIUY, UMEIOT OTPAHUYCHHBIN JOCTYI U pasrialleHuIo He MOJIexkaT.

JIndHoe n1eno BeAeTcs B TEUEHHE BCEro nepro/ia paboThl pabOTHUKA.
Benenune HeCKONBKHMX JIMYHBIX /€T OJHOTO paboTHUKA 0Opa3oBaTelbHOM OpraHu3aluy He
JOTTYCKAETCs.

2. Ilopsiok (popMUPOBAHUS JTUYHBIX /IeJl COTPYAHUKOB
@dopMHMpOBaHUE JIMYHOTO JieNa IMEeAaroroB M COTPYAHUKOB 00I1€00pa3oBaTeIbHOM
OpraHu3allui MPOU3BOJAUTCSA HEMOCPEICTBEHHO IMOCie MpueMa B 001eo0pazoBaTeIbHYIO
OpraHu3allMi0 WIM TepeBOoJia MeJaroroB W COTPYAHUKOB M3 JApPYroi oOpa3oBaTeibHOM
OpraHu3arluu.
B cooTrBercTBMM ¢ HOPMAaTUBHBIMH JOKYMEHTaMU B JIMYHBIE J€ja II€JaroroB u
COTPYIIHUKOB  OpraHu3alliM, OCYLIECTBISIOMIEH 0Opa30BaTEeNbHYIO  JAEATENbHOCTb,
BKJIQ/IBIBAIOTCS CIIEAYIOLIUE JOKYMEHTHI:
s nedazozos:
*  3asBIIEHHE O IIpHeMe Ha paboTy;
*  3asBJIEHHE O COTJIACUU Ha 00pabOTKy NEPCOHANBHBIX IaHHBIX MIE/1arora;
* CHpaBKa O HAJTMYUHU (OTCYTCTBHM) CYIMMOCTH U (WIK) (pakTa yroJIOBHOTO Ipeciel0BaHus,
BBIJJAHHOTO COOTBETCTBYIOIIUM OPraHOM IIPaBOIOPSIKA;



aBTOOHOTpadus;

KOIIKS NIaCOPTa WM NHOTO IOKYMEHTA, YOCTOBEPSIIOIIETO JJUYHOCTD;

KOIIHS CTPAXOBOI'O CBUAETEILCTBA [IEHCUOHHOIO CTPAXOBAHMSI,

KOMUS UICHTU(UKAITMOHHOTO HOMEpPa HAJIOTOIUIATEIbIIHNKA;

KOIHS JOKYMEHTa BOMHCKOTO y4eTa (/1151 BOGHHOOOS3aHHBIX);

KOIKS CBUAETEILCTBA O 3aK/II0UEHUH Opaka (Ipu HaJU4UU);

KOIIHS CBUJETEILCTBA O POXKJICHUU JIeTel (MpU HAJTMUUHN);

KOIIUU JOKYMEHTOB 00 00pa3oBaHuy;

KOITUH JOKYMEHTOB O KBaTH(PUKALNU WM HAIWYHE CIIEHUATBHBIX 3HAHUN (TIPH HATWYHH);
KOIIMHU aTTECTAllMOHHBIX JIUCTOB (MPU HATUUUHU);

KOIUU JOKYMEHTOB O HarpaXAeHUU (IIpU HAIUYUH);

XapaKTEePUCTUKH, pEKOMEH /IaTeNIbHbIE MHChbMa (TIPU HATUYHH);

MpUKa3 o pueMe Ha padoTy;

MIPUKa3 O MEPEBO/JIE HA NHYIO JTOJDKHOCTD (IIPU HAINYHH);

JOJIKHOCTHAsI MHCTPYKUUS (JOJDKHOCTHBIE MHCTPYKLIMH C MOMEHTa Ha3HAa4yeHHs Ha BCe
JIOJKHOCTH);

TPYAOBOW JIOTOBOP (C MOCIEAYIOIINM BKJIFOUEHUEM JOMOJHUTEIBHBIX COIVIAIEHUHN K
TPYZOBOMY JIOTOBOPY);

TPYIOBYIO KHUXKKY;

MEJIUIIMHCKYIO KHUXKKY.

s pabomHnukos:

3asiBJICHHE O TIPHEMe Ha padoTy;

3asBJIEHUE O COTJIACUM Ha 00pa0OTKy MEPCOHAIBHBIX TAHHBIX Mearora;

CIpaBKa O HAJIMYHMH (OTCYTCTBUHU) CYAUMOCTH U (Wiu) (paKTa yroJOBHOTO MPECIICI0BaHMS,
BBIJIAaHHOTO COOTBETCTBYIOIIMM OPraHOM IPABOIIOPSIIKA;

aBToOHorpadus;

KOTHS MACTOpTa MIIM HHOTO JJOKYMEHTA, YAOCTOBEPSIONIETO JINYHOCTB;

KOS CTPaXxOBOTO CBUICTEBCTBA TICHCHOHHOTO CTPAaXOBaHMS,

KOS UICHTU(UKAITMOHHOTO HOMEpPa HaJIOTOTUIATEIbIIHNKA,

KOIUS JOKYMEHTa BOMHCKOTO y4eTa (JI1sl BOGHHOOOS3aHHBIX);

KOS CBUJICTENIBCTBA O 3aKIFOUCHUH Opaka (P HATUYHH);

KOS CBUJICTEIBCTBA O POXKJICHUH JIeTeH (U HAJTMYWH ),

KOITUH TIOKYMEHTOB 00 00pa3oBaHuH;

KOIUH JOKYMEHTOB O HAarpaXJIeHUH (TIPU HAJTHYHH);

XapaKTePUCTUKH, PEKOMEH IaTeIbHbIE MMChMa (TIPU HAJTHYUH);

MpHKa3 o mpueme Ha padory;

MIPHKa3 O MEePEBOJIC Ha UHYIO JOJDKHOCTD (TIPH HAIMYHH);

JOJDKHOCTHAS. MHCTPYKIUS (JIOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HA4YCHHUs Ha BCE
JIOJDKHOCTH);

TPYIOBOM JOTOBOP (C MOCIECIYIOUIUM BKIFOUYEHUEM JIOTIOTHHUTEIBHBIX COTJIAICHUN K
TPYIOBOMY JIOTOBODPY);

TPYAOBYIO KHUXKKY;

MEJHUIIMHCKYIO KHIKKY.

Pabomooamenv opopmnsiem:

TPYAOBOMW JJOTOBOP B JIBYX IK3EMILIAPAX;

IIpUKa3 o MpueMe Ha padoTy (0 mepeMeNeH!H Ha JIpyrue J0JKHOCTH);
JMYHYI0 KapTouky Ne T-2;

JOJKHOCTHYIO HHCTPYKLHUIO B IBYX DK3EMILISPAX.

Pabomooamenv snakomum.:

C HOPMATHBHO-TIPABOBBIMU JOKYMEHTaMH IIKOJbI (YcTraBoM, KONIEKTUBHBIM TOTOBOPOM,
[IpaBunamMu TpyJI0BOTO paclopsika U JIp. JOKaIbHBIMHU aKTaMU);
C JOJKHOCTHOW MHCTPYKIIUEN;



* TPOBOJUT BBOAHBIM HMHCTPYKTaX, HMHCTPYKTaX 10 OXpaHE TpyAd, HHCTPYKTaX II0
MIPOTHBOIIOKAPHOM OE30MaCHOCTH.

[lepBuuHOE 0(hopMIIEHHE TUYHOTO JeTIa IPEeIyCMaTPUBACT:

* IPHCBOCHHE JIMYHOMY JIeJIy HOMEpa COTJIACHO KypHaNly ydeTa JIMYHBIX Jel (MIPHIOKEHHE
Ne 1);

* TPOCTaBJICHHE Ha OOJIOKKE JIMYHOTO Jiena (mpuiioxenne Ne 2) CleAyromuX peKBH3UTOB:
WHJEKC Jnena (B COOTBETCTBMM C HOMEHKIATypod Jen  o0mieoOpa3oBaTenbHOM
OpraHu3aliuy;, IIOJIHO€ HAMMEHOBAaHME O0O0Me00pa30BaTENPHON OpraHu3aly; HOMEp
JMYHOTO fAena; (aMIIus UM OTYECTBO pabOTHHMKA B MMEHUTEIFHOM ITaJeKe; ATl — IO
Hayvasa v roJi OKOHYAHUS BEICHHSI JIeNIa; KOJMIECTBO JUCTOB; CPOK XPAHEHHUS;

* TIOMEUICHHWE JIOKyMEHTOB, TMOJUICKAIIMX XPAHEHUWI0O B COCTaBe JIMYHBIX JIeJ, B
XPOHOJIOTUYECKOM TIOPSIJIKE:

» BHYTPEHHSISI OTIMCh IOKYMEHTOB jiena (npuiiokenue Ne 3);

JIUYHBIN JIUCTOK IO y4YeTy KaapoB (TpuioxkeHust Ne 6);

3asBIICHHE O TIpUeMe Ha paboTy;

MpUKa3 o pueMe Ha padoTy;

TPYAOBOM JAOTOBOP;

JOTOBOp O TOJHOW MaTepUaJbHOM OTBETCTBEHHOCTH (€CiM pabOTHHUK —

MaTepHaIbHO OTBETCTBEHHOE JIUIIO);

XapaKTePUCTHKH U PEKOMEHIaTeIIbHbIE TUChMA,

» corjacue Ha 00pabOTKYy NePCOHAIBHBIX TAaHHBIX.
JIMCTHI JOKYMEHTOB, TOMEIICHHBIX B IMYHOE JIEJI0, ITOJIeKaT HyMepaIny.

C menpio oOecrieueHHs] HaJUIeKaNIe COXPAaHHOCTH JIMYHOTO Jiea TEeNaroroB M COTPYJHHKOB

00111e00pa3oBaTEIbHON OpraHu3alMl M yA00CTBa B OOpamieHuH ¢ HUM Tpu (GHOPMHPOBAHUN

JOKYMEHTBI TMOMEIIAIOTCS B OTHAENbHYI0 manky. [Ipum yBonbHeHMH paOOTHHMKAa MPOILIMBAIOTCS

HUTKaMU U C/IAIOTCS B apXUB.

BHyTpeHHsI ONMUCh JOKYMEHTOB, UMEIOLIUXCS B JIMYHOM JieNie, JOJDKHA COAEp:KaTh CBEIEHUS O

MOPSIIKOBBIX HOMEPAX, HANMEHOBAHUAX JJOKYMEHTOB Jieja, KOJMYECTBE JINCTOB, 1aTaX BKIIOYEHUS

JOKYMEHTOB B JIMYHOE JIEJI0 U M3BATUS U3 JIeNa, a TaKkKe KeM H3bAT JOKYMEHT M IO Kakoi

MIpUYKHE.

BHyTpeHHsi1 ONMUCh COCTaBIAETCS HA OTIEIBHOM JIMCTE€ IO YyCTaHOBJIEHHOW dopme. JIMcTbI

BHYTPEHHEH ONMKUCHU HyMEPYIOTCS OTAEIBHO.

[Ipy moaroToBke JHWYHBIX A€ K IepeJadye Ha XpaHEHHE K BHYTPEHHEW OIMUCU COCTaBIISETCS

UTOrOBAasl 3alKCh, B KOTOPOH yKa3bpIBaeTcs HUPpaMu U MPONHUCHI0 KOJTHMYECTBO BKIIOYCHHBIX B HEe

JOKYMEHTOB U KOJIMYECTBO JINCTOB JIeja.

>
>
>
>
>
>

3. Ilopsinox BeaeHWss JIMYHBIX [JeJd MeJaroroB MW COTPYAHMKOB OPraHM3aldH,
OCYLIECTBJIAIOIIEH 00pa30BaTEIbHYIO 1eITeIbHOCTh
JIuyHOE NeNo MegaroroB M COTPYIHUKOB 00I1€00pa30BaTeNbHON OpraHu3aluy BeaeTcs B
TEYeHUWEe Bcero Inepuojga  pabOThl  KaKJIOro  @exarora W COTPYAHHMKAa B
0011e00pa30BaTeIbHOM OpraHn3aluy.
JlanbHelilee BeleHHE JMYHOTO JieNa IMEeAaroroB M COTPYIHUKOB 00I1e00pa30BaTeIbHOM
OpraHu3allii MpeaycMaTpuBaeT IMOMEIIeHHEe B JeJI0 JOKYMEHTOB, OO0pa3yloluxcs B
nporecce paboyei NesTeIbHOCTH U MIMEIOIIMX 3HaUY€HHUE Ul TPYIOBBIX OTHOIIECHUH:
*  JIOTIOJIHEHHE K JJUYHOMY JIUCTKY 110 y4YETy KaJIpoB;
*  JIOTIOJIHUTEJbHBIE COTJIALICHUS K TPYIOBOMY JOTOBODPY;
* KONHUM NPHUKA30B MO JMYHOMY COCTaBYy, KOTOpBIE KacaroTcs MEJaroroB U COTPYAHUKOB
o011e00pa3oBaTeNbHOM OpraHu3aluy;
* OT3BIBBl JIOJDKHOCTHBIX JIMII O TMeJarore W COTPYAHUKE 00meo0pa3oBaTeIbHOM
OpraHu3aIuy;
*  KOIIMHU JOKYMEHTOB O MOBBILIICHUU KBANIU(UKAIIUY;
*  KOIIMH cepTU(UKATOB, TPAMOT;



JIMCT — 3aBEPUTEH Jiea (COCTABIAIOT IIPU cjaue JIUYHOTO JIENa B apXUB);

UHBIE JOKYMEHTBHI.

B nemsx oOecrmeyeHHMs KOHTPOJIS 32 COXPAaHHOCTBIO M aKTYaJIbHOCTBIO JIMUHBIX JIET B
o0mieo0pa3oBaTebHOM  OpraHu3aluyd  €XerogHo (He mosgHee | kBaprama roja,
CJIEYIOILErO 3a OTYETHBIM) IPOU3BOIUTCS MPOBEPKA UX HAJUYMS U COCTOSIHUSL.
Exeroanyto npoBepKy COCTOSHUS JIMYHBIX JIE]1 HA MPEJAMET COXPAHHOCTH BKJIIOYEHHBIX B
HEro JOKYMEHTOB IPOBOAMT CHEIHUAIbHO co3JaHHas Kkomuccusa. O MpoOBeIEeHHBIX
IIPOBEPKAX JIeIaeTCsl OTMETKA B JIUCTE O PE3ybTaTax €KEroJHOM MPOBEPKH COCTOSIHUS U
HajIuuus JU4YHOro aena (mpunokeHue Ne 5) u cocraBiisieTcsi akT. Pe3ynbrarhl npoBepKu
JUYHBIX JIeJl B 00s513aTEIBHOM MOPSIKE JOBOJATCS IO TUPEKTOpa 0011eo0pa3zoBaTeIbHOMN
OpraHu3aluy.

4, HOpﬂ)IOK yqéTa H XpaHEHUusI JIMYHBIX €/ IIeJaroroB U COTPyAHUMKOB OpraHu3aiuu,
OcyllIeCTBJ'IﬂlOllleﬁ OﬁpiBOBaTeJ'lele JACATECJIBbHOCTD.

XpaHEHUe U y4eT JIMYHBIX JIe] IEJaroroB ¥ COTPYIHUKOB OPraHU3alMH, OCYHIIECTBISIOMEN
00pa3oBaTeNbHYIO JACSITEIIBHOCTh, OPTraHU3YIOTCSA C IIEJIbI0 OBICTPOTO M 0€30ITHO0YHOTO
MOMCKAa JIMYHBIX JIeJ, OOecleueHus MX COXPAaHHOCTH, a Takke 00ecreueHus
KOHQUACHITMATHPHOCTH CBEJICHHUM, COJCPXKAIIUXCS B JOKYMEHTaX JHYHBIX JI€J, OT
HECAHKIIMOHUPOBAHHOTO JIOCTYTIA.

JInuHble fena COTPYIHUKOB XpaHsTCs B celipe oOieoOpa3oBaTeIbHON OpraHU3aliu.
TpynoBble U MEIUIIMHCKHE KHIKKH XPaHATCS OTIIENIBHO B ceide.

JIoCTyIT K TUYHBIM JIeJIaM TIeIarOTOB M COTPYIHUKOB 001e00pa3oBaTeIbHOM OpraHU3aIiH
UMEIOT TOJBKO CEKpeTaph, CHENUAINCT IO Kajapam, IUPEKTOp 00IeoOpa3oBaTeIbHOM
OpraHu3aluy JTMOO 3aMECTUTENH TUPEKTOpa MPH WCHOJHEHUU OO0s3aHHOCTEH AMPEKTOpa
00111600pa30BaTEIIPHON OPraHu3aIiy.

Cucremaruzansi JIMYHBIX I TE€JaroroB HW COTPYJHHKOB 00meo0pa3oBaTeIbHON
OpraHu3aIuy MIPOU3BOIUTCS B aJI()aBUTHOM MOPSIIKE.

JInuHbIe NIena MeaaroroB ¥ COTPYIHUKOB 00IIe00pa30BaTEIbHON OpraHu3aIlui, UMEIOITNX
rOCyJapCTBCHHbBIC 3BaHWs, TPEMHUH, HArpajbl, YYCHbIC CTENCHH M 3BaHUS, XPAHATCS
MOCTOSTHHO, @ OCTaJBbHBIX COTPYAHHMKOB — 75 JIeT ¢ roja yBOJbHEHHS paOOTHHKA (B
cOOTBEeTCTBUU ¢ [lepeyHeM THIOBBIX YIPaBICHYECKUX JOKYMEHTOB).

5. ITopsinok BbIIa4YH JJHYHBIX /1€J1 BO BpeMeHHOe M0 Ib30BaHue

Bobigaua nuyHbIX Jen (OTOENbHBIX JOKYMEHTOB B COCTAaBE JIMYHOTO Jieia) BO BpEMEHHOE
MOJIb30BAaHUE  TMPOU3BOJAUTCA C  pa3pelieHus JAupekTopa  oOrieoO0pa3oBaTeabHON
OpraHM3alii [0  3asABJICHHUIO  COTPYIHUKA  OpraHH3alud,  OCYIIECTBISIOLIEH
00pa30BaTENbHYIO JICATEIBHOCTb.

PaGora (o3HakoMieHWe) C JIMYHBIMU  JIelaMH  TIEaroroB W COTPYAHUKOB
o011eo0pa3oBaTebHOM OpraHU3alUi MPOU3BOAMUTCS B IMPHUEMHON AupekTopa. B koHie
paboyero AHS CeKpeTaph WM CIEHUAIHNCT MO KajapaMm o0s3aHa yOeAUThCS B TOM, YTO BCE
JTUYHbIE JIeN1a, BbIJJAHHBIE BO BpEMEHHOE MOJIb30BaHUE, BO3BPAIICHBI HA MECTO XPAaHEHUS U
€CTh JI1 HEOOXOUMOCTh AJIsl IPUHATUS MEP K X BO3BPAILICHUIO UM PO3BICKY.

dakT BBIJAYM JUYHOTO Aeja q)I/IKCI/IpyeTCSI B KOHTPOJIBHOM XYpHaJIC.

W3bsiTHE OTAENBHBIX JOKYMEHTOB M3 JIMYHOTO Jefla IPOU3BOJAUTCS C pPa3perieHust
IMpeKTopa o01eo0pa3oBaTeIbHOW OpraHu3auu ¢ O(OpMIIEHHEM COOTBETCTBYIOIEH
3amucu B rpade

((HpI/IMe‘{aHI/Ie)> BHYTpeHHeI\/’I OITNCH. HpI/I BpPEMCHHOM HU3BATUH NOKYMCHTA Ha €ro MeCTO (MC)K,I[y
JJUCTaMHU COCCIHHX )IOKYMCHTOB) BKJIAABIBACTCA CIHPABKA-3aMCCTUTCIIb C YKa3aHUCM HOaTbl U
MPHUYUH U3BATHUA C MIOANUCHIO JIMIA, BBIIABIICTO JOKYMCHT, U IMOAIMUCHIO JIMIA, ITOJYYHUBIICTO €ro
BO BPpCMCHHOC IIOJIb30BAHUC.

6. OdopmiieHHe JHYHBIX Je]1 Mepe] claveil B apXuB

Odopmienue TUYHBIX JIEN JUTSI Iepeiaddl B apXUB MPOU3BOIUTCS CIIEHUATHCTOM TI0
KaJpaMo0Ieo0pa3oBaTebHON OpraHu3aIii. JTa MPoleaypa BKIIOYALT:
MOIIMBKY (TIEPETUIeT) Jena;



*  YTOUHEHHUE HyMepalluu JINCTOB JIeNa;



CoCTaBJICHHUE JIMCTa-3aBepuTels (npuioxerue Ne 8);

coctaBiieHUe (YTOYHEHHE) BHYTPECHHEH OTIHICH;

BHECCHHME YTOUYHEHHU B PEKBU3UTHI JIMLIEBOM OOI0XKKH Jena.

Jlucr-3aBeputens Jena JOJDKEH TMOANUCATh €ro COCTaBUTENb, TpPU OITOM JCNAeTCs
pacmudpoBKa JTOJDKHOCTU W MOAINKCH, MPOCTaBIsETCS AaTta. B mpoliecce MCIONb30BaHUs
ApPXUBHBIX JOKYMEHTOB B JINCTE-3aBEPHUTEIIC JCIAIOTCS COOTBETCTBYIOIIME OTMETKH. Ecim
JIeJI0 MOAIMUTO O3 JIMCTa-3aBEPHUTENIsl, TO €r0 CIIAYeT HAKICHTh HAa BHYTPCHHIOIO CTOPOHY
00JIOKKH JIena.

C nenbio o0ecrieueHnss COXPAHHOCTH JIMYHBIX JIeT PEKOMEHYeTCs:

00BEeTMHATh WHAWBUYAJIbHBIC JINYHBIE JIENIa YBOJEHHBIX COTPYIHUKOB B OJHY OOJIOXKKY
(oObeqMHEHHOE J1eJI0) C TAaKMM PacdyeToM, 4ToOBl 00beM aena (Toma) He mpesbiman 250
JINCTOB (HYT€M CIINBKH MaTCpI/IaJ'IOB I/IHI[I/IBI/II[yaJ'II)HI)IX JeJI 110 TogaM yBOJ'II)HeHI/ISI);
pacrnojiaratb MaTepuaibl MHAUBUAYaJIbHBIX JI€] B Ipelenax jena (Toma) B ajapaBUTHOM
nopsizike (mogamMuiIbHO), OTAEISAS MaTepHUalbl, OTHOCSIIHECS K Pa3HBIM WHIUBUIyaTbHBIM
JcjiaM, YHUCTBIM JIMCTOM 6YMaFI/I C yKaBaHI/IeM Ha HEM q)aMI/IJ'II/II/I, NUMCHHN MU OTYCCTBA
COOTBETCTBYIOIIETO YBOJICHHOTO TIeJarora W COTPYyJIHUKAa 00meoOpa3oBaTeIbHON
OpraHu3aIuH;

CHaOXXaTh KaXJ0€ OOBEIMHEHHOE JeN0 (TOM) BHYTPEHHEH OIMMCHIO C TIEPEUHCIICHUEM
dbamuinii, UMEH U OTYECTB M YyKa3aHHMEM HOMEpPOB CTpaHMIl, B IMpeaerax KOTOPbIX
PacIoJIOKEeHBI COOTBETCTBYIOIIHE TOKYMEHTHI.

[Tepenava THYHBIX 1T B apXUB OCYIIECTBISICTCS HE MO3JIHEE TPEX JIET IMOCIIe 3aBEPIICHUS
WX B JICJONPOM3BOJICTBE B COOTBETCTBHHM ¢ TpadukoM. [IpeaBapuTenbHO CceKpeTapeM,
CIICIIUAJINCTOM IIO Ka)IpaM HpOBepﬂeTCﬂ IIOJIHOTA " HpaBI/IJ'IBHOCTI) IIOATOTOBKH JIMYHBIX
Jen K mepenave. BuISIBICHHBIE TMPU MPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpeTapeM,
crienuagucToM 1o kamapam. [lepemada u mpremM IpOU3BOAATCS MO OMKMCH C TMPOCTAHOBKOM
OTMETOK O HAJIMYMU JIUYHBIX JE]I.

JlnyHbple JQenMa  TEeAaroroB M COTPYOHUKOB  0O0IeoOpa3oBaTENbHON  OpraHU3aINH,
3aKOHYEHHBIE Jeronpon3BoacTBOM 10 1 sHBaps 2003 roma, xpausarcs 75 jmer, nocie |
saBaps 2003 roma — 50 ner. Jluuweie nema gupekTopa, TJIAaBHOTO Oyxrairepa
00111600pa30BaTEIIPHON OPraHU3aIlii UMEIOT IMOCTOSHHBIN CPOK XpaHCHHSI.

7. OTBeTCTBEHHOCTH

[legaroru u coTpyaHHKH 0OII€00pa30BaTEIbHON OpraHu3ali 005 3aHbl CBOCBPEMEHHO
MPEJICTaBIATh CEKPEeTapi0 WM CHEHUAINUCTY IO KajapaMm CBeJeHHs 00 H3MEHEHHH B
MEePCOHAIBHBIX TAaHHBIX, BKJIIOUEHHBIX B COCTAB JIMYHOTO JIejIa.

PabGoronmarens obecrieynBact:

COXpPAaHHOCTb  JIMYHBIX [OCJH HedaroroB " COTPYAHUKOB 06H_1606p3.30BaT6J'IBHOI71
OpraHr3aluu,
KOH(bI/II[eHI_[I/IaJ'IbHOCTB CBeﬂeHHﬁ, COACPIKAIMXCA B JIMUHBIX JACJIaX II€aaroroB H
COTPYAHUKOB.

8. [IpaBa paGorogate/si M paGOTHUKA

s obecriedeHus 3alUThl IEPCOHATIBHBIX JTAaHHBIX, KOTOPBIE XPaHATCS B JIMYHBIX Jenax
MIe/1aroroB U COTPYAHUKOB 00I111€00pa30BaTeIbHON OpraHnu3alluy, NeIaroru U COTpYAHUKU
0011e00pa30BaTeNbHOM OpraHu3alui UMEIOT IPaBo:

MOJIyYUTh MOJIHYIO WH(GOpPMAIMIO O CBOMX IEPCOHAIBHBIX JAHHBIX M OOpabOTKe ITHX
JTAHHBIX;

MOJIyYUTh CBOOOIHBIN TOCTYIT K CBOMM MEPCOHAIBHBIM JIaHHBIM;

MIOJIYYUTh KOIIUU JOKYMEHTOB, XPAHSILUECS B IMYHOM JIEJIE€ U COJIEPIKALIUE IIEPCOHATIBHBIE
JIAHHBIE.

TpeOOBaTh UCKITIOUEHUS HJIM UCIIPABIICHUSI HEBEPHBIX M HETIOJIHBIX MEPCOHATBHBIX JaHHBIX.

Pa6OTO,[[aTeJ'IL HUMCECT IIPaBO:



* 00OpabaTbIBaTh NEPCOHANBHBIC JAHHBIC IEJAaroroB M COTPYIHUKOB 00I1e00pa30BaTeIbHON
OopraHusalivv, B TOM YHUCJIC U HA 3JICKTPOHHBIX HOCUTCIIAX

* 3alpoCUTh OT IEJAaroroB M COTPYJHUKOB O0OILIc00pa30BaTENbHOM OpraHU3alud BCIO
HEeoOXoMuMy0 HMH(pOpPMAIHMIO [UIsl BEISHUS JUYHBIX Jed u OOpabOTKH MEepPCOHATBHBIX
JaHHBIX.

9. 3akiII04YUTeIbHbIE MOJI0KEHUS
Hacrosiee Ilonoxenne o mnopsiike BEACHHUS JIMYHBIX J€l PaOOTHUKOB SIBISETCS
JOKaJIbHBIM HOPMAaTUBHBIM aKTOM, npuHuMaercss Ha [lemaroruueckom cosere MKOVY
«Kypymickas COIINe2 um. S.C. AckannapoBa» U yrBepxaaerca (1100 BBOAWUTCA B
NEMCTBUE) MPUKA30M JTUPEKTOpa OpraHM3allM, OCYIIECTBISAOLIEH 00pa30oBaTebHYIO
NEeSITENIbHOCTD.
Bce usMeHeHus u nomnojiHeHMs, BHOcHMble B Hacrosiniee [lonmoxkenue, ogopmiisiorcst B
MUCbMEHHOM (opMe B COOTBETCTBUM JEMCTBYIOLIUM 3aKOHOAATEILCTBOM Poccuiickoit
denepanuu.
[Tonoxenue o NopsAKe BEACHUS JTUYHBIX J1e]1 paOOTHUKOB 00pa30oBaTeNIbHOM OpraHU3aIuu
IIPUHUMAETCS. HAa HEOINpEAENICHHbI Cpok. M3MeHeHusa u jononHeHus K [lonokeHuro
MIPUHUMAIOTCS B IOpsJIKE, MpexycMoTpeHHoM 11.9.1. Hacrosmiero [lonoxenns.
[Tocne mpunsitust TlomokeHuss (MM U3MEHEHWH W JOTIOJHEHWN OTACNBHBIX MYHKTOB U
pa3zesioB) B HOBOM peAaKIy Mpeablaylias peJakiiyus aBTOMaTHUeCKN yTPaunBaeT CUITY.




KypHan yyera mTu4HBIX A€

[Mpunoxenne Nel
K TIOJIOXKEHUIO O TTOPSIIIKE BEJCHUS

JIMYHBIX IECJI pa6OTHI/IKOB

Ne Hata ®amunus, | Tabems- | Jomxaocts | CTpyKTYp- Hatan Hatan [Ipumeya-
/ othopmute- M4, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HUSA JIMYHOTO | OTYECTBO HOMeEp cus, nozipasie- IpHKasa IpHuKasa
Jena nefarora u crielyanb- JeHue (pacmops- (pacmops-
COTpYIHHKA HOCTB) JKEHUST) O JKEHUsT) O
negarora u npueMe npeKparie-
COTpY/IHHUKA nejarora u HHUA
coTpymHuKa | (pacropixe-
Ha paboTy HHH)
TPYZ0BOTO
JIOrOBOpA C
NejaroroM u
COTPYIHUKOM
(yBOsBHE-
HUH)
1 2 3 4 5) 6 7 8 9




Donx Ne

Ormces Ne

Hemo Ne

Wunekc nena

O010KKa JIMYHOTO JIejia

[Mpunoxxenne Ne2
K TIOJIOXKEHUIO O TTOPSIIIKE BEJCHUS
JIMYHBIX J1e]T paOOTHUKOB

JIMYHOE JIEJIO Ne

(Ha3BaHMe 00pa30BaTEIbHON OpraHU3aIN)

Jara nauana

(3aroJIoBOK J1ena)

JlaTta OKOHYaHUS

Ha JIACTax
XpaHUTh JIeT
dounpg Ne
Omuce Ne

Hemo Ne




[Mpunoxxenne Ne3

K TOJIOKCHUIO O TOPSAAKE BEACHUA

BHYTPEHHSAA OITNCH
JIOKYMEHTOB siesia Ne

JIMYHBIX IECJI pa6OTHI/IKOB

Ne NHuneke [Hara Hasanue Howmep [Ipumeyanus
n/m JOKYMEHTA JOKYMEHTa JOKYMEHTa JUCTOB
Jena
Hroro: JIOKYMEHTOB

(undpaMu ¥ TPOIHCHIO)

KonndecTBo TMCTOB BHYTPEHHEN OMKUCH

(urpaMu ¥ IPOITHCHIO)

OTBETCTBEHHLIHN 3a
KaJIpOBBII yYeT:

(moamnuce)
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®.1.0.

[Mpunoxenune Ned
K TIOJIOXKEHUIO O TTOPSIIIKE BEJCHUS
JIMYHBIX J1e]T paOOTHUKOB

JOIKHOCTD

JInganoe nemo Ne

JlaTa O3HAaKOMIJICHHUSA II€arora
" COTPpYAHHKA C JIMYHBIM
JCII0M

Tloanuce nemarora u
COTpYIHHUKA

OTMeTKH, MPpUMEUaHUs,
3aMeYaHus




[Mpuoxxenne Ne5

K TOJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX IECJI pa6OTHI/IKOB

OTMeTKa 0 pe3yJIbTAaTaxX eKeroAHOH NPOBEPKHU COCTOSIHUSA
U HAJMYMSA JUYHOIO0 JeJia

®.1.0.

JOIKHOCTB

JInganoe nemo Ne

JaTa npoBepku

d.N.0. unenos
KOMHUCCHUHUN

IToammcn uneHoB
KOMHUCCHH

Pesynprar npoBepku




1. ®amunusa

[Mpuoxxenne Ne6

K TOJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IECJI pa6OTHI/IKOB

JINYHBIN JTUCTOK MO y4eTy KaJApoB

Nms

OT4ecTBO

2. Ilon

3. Tox, 9ncino u MecsIr poxACHUS

4. MecTo poxaeHUs

5. 'paxnancTBo

(ceno, IepeBHs, TOpoj, paiioH, 00J1aCTb)

6. O6pazoBanue

HazBanme
y4eOHOTO
3aBEJICHUS U €T0

MECTOHAXOXIACHUC

®DakynabTeT
W
OTJIEJICHHE

TI'on
MOCTYTIIICHUS

T'on
OKOHYAHUS
WM yXO0/1a

Ecnu ue
OKOHYUJI, TO
€ KaKoro

Kypca yiien

Kakyro
CHEIUAIBHOCTh
MOJIy4ni B
pe3ynbTaTe
OKOHYaHUS
y4eOHOTO
3aBe/IeHus,
yKkaszatb Ne
JTUILIOMA WIIN
YIOCTOBEPEHHUSI

7. Kakumu HHOCTpPAHHBIMU A3bIKAMH BJIAACCTC

8. Yuenas CTCIICHb, YYCHOC 3BAHUC

9. Kakue nMmeere Hay4dHble TPYIbl U U300pETEHUS

(‘II/ITS.CTG 1 IEPEBOAUTE CO CIIOBAPEM, UUTACTE U MOKETE 06'I>$ICH$ITBC$I, BJIaJICCTC CBOGO,HHO)




10. Bemonnsiemas paboTa ¢ Hayajga TPYJIOBON JEATEIBHOCTH (BKJIIOYast yueOy B BBICIIUX H
CPeIHUX CHEIHNATbHBIX YYeOHBIX 3aBEACHUAX, BOCHHYIO CIIY)KOy 1 paboTy 110 COBMECTUTEIILCTBY)

Mecsi u rong

MOCTYIIJICHHUA yxoaa

JIOJKHOCTB C YKa3aHUEM yUYPEKICHHUS,
OpraHu3aluu, IPEIIPUITHS, a TAKXKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0oXIcHNS
YUpEKIACHUS,
OpraHu3aluu,
NpENIPUATUL

11. TIpeOriBanue 3a rpanutieit (padoTa, ciykeOHasi KOMaHIUPOBKA, MOE3/IKA C JeJieraiuei)

Mecsir u rong

B kakoii ctpane

[lens mpeObIBanms 3a

C KaKkoro 10 KaKoe IpaHULEN
BpEMEHU BpeMsi
12. YyacTre B BBIOOPHBIX OpraHax
MecTo BbIGOpPHOTO HasBanmue Bei6opHoro | B kauectBe Koro I'on
oprana oprana BBIOpaH n30paHus | BBIOBITHS

13. Kakue nmeeTe mpaBUTEIHCTBEHHBIE HArpaabl

Korpa u kem HarpaxiaeH

14, OTHOLIEHNE K BOMHCKUM 00SI3aHHOCTSIM U BOMHCKOE 3BaHHUE

CocraB

Pon Botick

(KOMaH/IHBIH, MOJMTHYECKUH, aIMUHUCTPATUBHBIN, TEXHUUECKUI U T. 11.)

15. CemeliHoe MOJIOKEHHE B MOMEHT 3aOJIHEHMS JTUYHOIO JIMCTKA

16. Jlomamnuii aapec

(4NeHBI CEMBH, C YKa3aHHEM BO3pacra)

17. 06513}’}00]5 CBOCBPEMCHHO HU3BCIIATH 000 BCEX U3MEHEHMSIX JaHHBIX, BKIIFOYCHHBIX B JIMYHBIN

JIMCTOK 110 YUETY KaJApPOB.

« » .202

rojaa




[Mpunoxenue N7

K IMOJIOKCHHIO O TOPAAKE BEACHUS

AHKETA

JIMYHBIX IECJI pa6OTHI/IKOB

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxnancTBO (€CaM U3MEHSUIM, TO YKaXUTE,

KOTJIa M 110 KaKOW MPUYHHE)

2. OOpa3zoBaHme, y4eHas CTENEHb (KOorja u
Kakhe y4deOHbIC 3aBEJCHHS OKOHYWIHM, HOMEpa
murioMoB). CrielMalIbHOCTh U KBATH(UKALIHS

10 JUILJIOMY

3. KaKI/IMI/I I/IHOCTpaHHI)IMI/I SA3bIKAMH U A3bIKAMHU
Hapo 0B Poccuiickoit denepanuu BiIajaeeTe U B
KaKoM cTeneHu (YuTaere U MOXKETe
O0OBSCHATHCS, BJIaI€€Te CBOOOIHO)

4. BemostHsiemasi paboTa ¢ Hadaja TPYAOBOH ACSITEIBHOCTH (BKJIIOYAasi BOCHHYIO CITYyKOy U paboTy
110 COBMECTUTEIHCTBY)

Mecsan u ron

IMOCTYIJICHHUA

yxoJ1a

JIOTKHOCTB C yKa3aHUEM YUPEKICHHS,
OpraHu3alluy, TPEANPHUITHS, a TAKKE
MUHHCTEPCTBA (BEIOMCTBA)

MecToHaX0KICHHUE
YUpeKICHHUS,
OpraHu3aIu,
MPEANPUSTHS

5. Bamm 61u3kue poJICTBEHHUKHU (BKeHA, MYXK, OTEIl, MaTh, OpaThsi, CECTPHI)

Crene”nb
pojacTBa

damMuans, UM, I'on Mecto paboThl,

OTYECTBO

POXOCHUA JOJIDKHOCTD

Anpec Mecta
JKUTEILCTBA

6. Jlomamuuii aapec 1 Homep TenedoHa

7. [MacnopT wiu JOKYMEHT, €r0 3aMEHSIOIINN

8. JlonosHUTENbHBIE CBEAEHUS, KOTOpBIE BhI jxenaere cooOuuTh 0 cede

(HOMeEp, cepHsi, KEM U KOT/1a BbIIaH)

10. Ha kakoii ypoBeHb 3apIuiatel Bel paccuntsiBaere?

« »
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rojaa

(IOIDKHOCTB OTBETCTBEHHOTO 32 KaJIPOBBII yueT) (moamuce)

(pacumdpoBKa MOAIUCH)




[Mpunoxenue Ne8
K ITOJIOXKESHUIO O TMOPSIKE BEICHHSI
JMYHBIX Je] paOOTHUKOB

JIMCT-3ABEPUTEJIb

aeaa Ne
B nene npomuTo u npoHYMEpOBaHO JINCTOB
(unpaMu U IPOIHUCHIO)
c Ne o Ne , B TOM 4uCJE:
JINTEPHBIE HOMEPA JINCTOB
MPONYILIEHHbIE HOMEpa JINCTOB
+ JTMCTOB BHYTPEHHEHN OIMUCH JINCTOB
Oco0eHHOCTH (PU3HUECKOTO COCTOSIHUS U Howmepa nucros
(dhopmupoBaHUs iena
OTBEeTCTBEHHEBIN 3a
KaJIpOBBIN y4eT
(moamnuce) (pacmmgpoBKa MOAMUCH)

« » 202 rogma
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