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np.Ne 1 ot 30.08.2023 r. IIp. Ne 202 o1 31.08.2023 .
Ionoxenne

0 NOpsiiKe BeJleHHs JHYHBIX e/l pa0OTHHKOB
MKOY «¥Yers-Cangunckas COILI»

1. O6mue noJ10KeHUA

1.1. Hacrosmee IlonoxxeHne o mopsigke BeleHHs THYHBIX Aen pabotHukoB MKOVY «VYcrs-
Cangunckas COIL» pa3paboTaHo B COOTBETCTBHH C

- @enepanbHbM 3akoHOM Ne 273-@3 ot 29.12.2012 «O6 obpazosannn B Poccuiickoi denepanmm»
¢ u3MeHeHusMH oT 4 aBrycra 2023 roga,

- ®enepanbHbM 3aK0HOM OT 27.07.2006 Ne 152 «O nmepcoHaIBHBIX JaHHBIX» ¢ M3MEHEHHSAMH OT 6
¢espans 2023 roxa,

- Ykasom Ilpe3unenta or 30.05.2005 Ne 609 «O6 yrBepxnenuu [lonoxkeHus 0 MEpCOHANBHBIX
JIaHHBIX TOCYAapCTBEHHOTO ciyxamero Poccriickoit Menepauy ¥ BEIEHHH €r0 JIMYHOTO JEay,

- Tpynossm Konexcom Poccuiickoit @enepanwy,

- KonnexTuBHEIM TOrOBOpOM,

- YcraBom MKOY «Ycers-Canunckas COLL (manee - O0).

1.2. Jlannoe IlonoxeHwe ompejenser IOPSAOK BEIEHHS JIHYHBIX €I II€JaroroB M HHBIX
COTPYHHKOB M Pa0OTHHKOB INKOJBI, ONpENENsAeT MOPAAOK (OPMHPOBAHHS, y4eTa M XpaHEHHS,
BBIJIauM JIMYHBIX JI€]1 BO BPEMEHHOE MOJIb30BaHKE, a TaK)Ke OTBETCTBEHHOCTh, IIPaBa PabOTHHKOB H
nupextopa O0.

1.3. Hacrosmee IlonoxeHne yTBepiaaeTcs MPUKa3oM II0 IIKOJIE H SBISETCS 00A3aTENBHBIM LIS
BCEX KAaTErOpHi NefarornyeckuX U APYTUX COTPYAHUKOB HIKOJIBL.

1.4. Benenue NMYHBIX €N HENAroroB M COTPYAHHKOB MIKOJIBI BO3JIAraeTcs HA CHEIHATMCTA IO
kazgpam OO.

1.5. Jlnynoe neno — OCHOBHOM JOKYMEHT NMEPCOHAIBHOIO y4YeTa, CoAepKaluuii Hanbolee MoNHbe
cesienust 0 pabotHuke OO M ero TPyIOBOH JAEATENBHOCTH. B IIMYHOE €710 BHOCATCS CBEICHMS,
CBSI3aHHBIE C MIOCTYILUICHHEM Ha paboTy U YBOJILHEHHEM.

1.6. Cpenenns, conepKalmecs B IMYHOM Jelie, OTHOCATCS K KOH(HICHIMATbHON HHpOpMAIHH,
HMEIOT OTPaHUYEHHBIH JOCTYII H pa3riIalieHAIO HEe TO/IeKAT.

1.7. JInunoe 1eNo BeAETCs B TEYESHUE BCErO NepHO/ia paboTsl paboOTHHKA.

1.8. BezieHre HECKOIBKHX JIMYHBIX AeN ofHoro pabotHuka OO He JomycKaeTcs.

2. IMopsaox GpopMHPOBAHHS JHYHBIX X€J COTPYAHHKOB
2.1. @opmupoBaHHE JIMYHOTO JleNla MNeJaroroB W corpyanukoB OO  mpou3BoauTCs
HenocpencTBeHHO nocie npuema B OO wiM mepeBoja IENaroroB W COTPYAHHKOB H3 JAPYroi
00pa30BaTeIbHON OpraHU3aIkH.
2.2. B COOTBETCTBHH C HOPMATHBHBIMH JIOKYMEHTaMH B JIAYHBIE JIeJIa II€aroroB U COTPYIHHKOB
OpraHM3alliH, OCYIIECTBIIAIOmMEH 00pa3oBaTeNbHYIO NESATeNBHOCTh, BKIAIBIBAIOTCS CIIEAYIONIHE
JIOKYMEHTBI:
Jna neoazozos:

*  3asgBJIEHHE O IpUeMe Ha paboTy;



3asABJICHHC O COrjlaCuu Ha o6pa60TKy MEPCOHAJIbHBIX JAHHBIX MICAArora,
* CHpaBKa O HAJTMYUHU (OTCYTCTBHUH) CYIUMOCTH M (Win) (aKTa yroJIOBHOTO IpECiIeOBaHUs,
BBIJJAHHOT'O COOTBETCTBYIOLLIUM OPraHOM IIPABOIOPSIKA;
* aBtoOumorpadus;
*  KOMMs NacHopTa WK UHOTO JOKYMEHTA, YAOCTOBEPSAIOIIETO JINYHOCTb;
*  KOIHMS CTPAXOBOT'O CBUJIETEIIHCTBA IEHCUOHHOI'O CTPaXOBAHUS;
*  KONMS UICHTU(UKATMOHHOTO HOMEPA HAJIOTOTIIATENIbIINKA;
*  KOMNMSI JOKYMEHTa BOMHCKOIO yuyeTa (JUIsl BOEHHOOOS3aHHBIX);
*  KOIMSI CBUJIETENIbCTBA O 3aKJII0UYEHUHU Opaka (IIpU HaIU4uuu);
*  KOIHMS CBUJIETENIHCTBA O POKJICHUM JIeTeH (IIpH HATUYUN);
*  KONHMH JOKYMEHTOB 00 00pa3oBaHuH;
*  KONHMH JOKYMEHTOB O KBAJTH(PHUKALNYU WM HAJTHMYNE CIICIIMATbHBIX 3HAHUH (ITPHU HAJIMYHN);
*  KOIMHM aTTECTALMOHHBIX JIUCTOB (IIPU HAJIUYUK);
*  KONHMH JOKYMEHTOB O HarpaxaeHUH (Ipy HAJMYNH);
*  XapaKTEepUCTHKH, pEKOMEHJATeIbHbIE MMChMa (MPH HATUYHUH);
* TIpHKa3 0 IpHeMe Ha padoTy;
* IIpUKa3 O MEePEeBOJIC Ha UHYIO JOJKHOCTD (TIpU HAJIMYHH);
*  JIOJDKHOCTHAsi MHCTPYKIUS (JIOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAu€HUs Ha BCe
JOJIKHOCTH);
* TPYIOBOM J0roBOp (C TOCIEAYIOIINM BKJIOYEHHEM JOMOJIHUTEIbHBIX COTJAIIeHUH K
TPYZIOBOMY JIOTOBOPY);
*  TPYIOBYIO KHUXKKY;
*  MEIUIUHCKYIO KHUXKKY.
s pabomHnukos:
* 3asABJICHME O IIpHEMe Ha paloTy;
*  3asABJICHHE O COIVIACUU Ha 00pabOTKy NEPCOHAIBHBIX JAHHBIX M1E€Jarora;
* CIpaBKa O HAJIMYUHU (OTCYTCTBUH) CYIUMOCTH U (Win) (akTa yroJIOBHOTO IpECiIe0BaHUs,
BBIIAHHOT'O COOTBETCTBYIOLIMM OPraHOM IPaBOIOPSIIKA;
* aBToOWOrpadus;
*  KOIMS NacropTa WIKM MHOTO JOKYMEHTA, YI0CTOBEPSIOIIEr0 JIUYHOCTD;
*  KOIMS CTPaxOBOT'O CBUJETEIbCTBA IEHCHOHHOI'O CTPAaXxOBaHUS;
*  KOIMS UIEHTU(UKALMOHHOIO HOMEPA HAJIOTOIJIaTeNbIIUKA;
*  KOIMS JOKYMEHTa BOMHCKOT'O yueTa (/11 BOEHHOOOS3aHHBIX);
*  KOIMS CBUJETENbCTBA O 3aKJIIOYEHUH Opaka (IIpy HAJIMYUK);
*  KOIMS CBUJETEIbCTBA O POXKAECHUU JeTeH (IIpU HAIMYUN);
*  KOIIMM JOKYMEHTOB 00 00pa3oBaHuy;
*  KOIMH JOKYMEHTOB O HarpaxJeHUH (Ipy HAJIUYUH);
*  XapaKTepUCTUKH, PEKOMEHaTeIbHble NMCbMA (IIPH HATUYUH);
* IpUKa3 O MpUeMe Ha paboTy;
* IPUKa3 O NMEePEBOJIC HA UHYIO JIOJDKHOCTD (IIPU HAJIMYUN);
*  JIOJDKHOCTHAsi MHCTPYKLIMS (JOJDKHOCTHBIE MHCTPYKLIMM C MOMEHTa Ha3HAa4yeHUs Ha Bce
JOJDKHOCTH);
* TpPYIOBOW J0roBOp (C MOCIEAYIOIIUM BKIIOUEHHEM JOMOJIHUTENBHBIX COTJIAIICHUH K
TPYAOBOMY JIOTOBODPY);
*  TPYIOBYIO KHHUXKKY;
*  MEAULUHCKYIO KHUXKKY.
Pabomooamens ogpopmnsem:
*  TPYIZOBOM JOTOBOP B JIBYX DK3EMILIApAX;
* TpHUKa3 0 MpueMe Ha paboTy (0 MepeMelIeHnH Ha IpYTrue JOKHOCTH);
* Ju4HYyI0 KapTouky Ne T-2;
*  JIOJDKHOCTHYIO MHCTPYKLHMIO B IBYX K3EMIUIIpax.
Pabomooamens 3nakomum:



* ¢ HOPMAaTHUBHO-IIPABOBBIMHU JIOKYMEHTaMH IIKOJBI (YcTaBoM, KOJIJIEKTUBHBIM JJOTOBOPOM,
[IpaBunamMu TpyAOBOIO pacnopsiika U Ap. JOKaJIbHbIMU aKTaMu);

*  C JIOJDKHOCTHOM MHCTPYKLIMEH;

* TPOBOJUT BBOJHBIA HMHCTPYKT@X, HWHCTPYKTQX IO OXpaHE TpyJda, HMHCTPYKTaX IO
MIPOTHBOIIOKAPHOM OE301MacCHOCTH.

2.4. IlepBuuHOe 0opMIICHHE JIMYHOTO JIeNIa TIPeayCMaTpUBaLT:

* I[IPUCBOEHME JMYHOMY JIEJy HOMEpPA COTJIACHO KYPHAJy yueTa JIMYHBIX /e (puiioxeHue Ne
1);

* IPOCTaBJIEHUE Ha OOJIOKKE JIMYHOTO Jena (mpuiioxkeHue Ne 2) cienyrolux peKBU3UTOB:
WHJIEKC Jiesia (B COOTBETCTBUM C HOMEHKJIATYpO# Jien 0011e00pa3oBaTeIbHOM OpraHu3aliy;
[IOJIHOE HAMMEHOBaHUE O00I11€00pa30BaTENbHON OpraHu3aluyi; HOMEpP JMYHOIO Jieja;
bamMuus UMsI OTYECTBO pAaOOTHHKA B MMEHHUTEIHHOM MAAEXKe; AAaThl — IOJ] Hadausa M TOJ
OKOHYAHUS BEICHUS JIeNa; KOJMIECTBO JIMCTOB; CPOK XpaHEHHS,

* TIOMEUICHWE JOKYMEHTOB, TOJUICKAINX XpPAaHEHHIO B COCTaBE€ JIMYHBIX JeJ, B
XPOHOJIOTUYECKOM TOPSIJIKE:

BHYTPEHHSSI OIIMCh JOKYMEHTOB Jena (mpunnoxenue Ne 3);

JUYHBIN JIUCTOK MO YYETYy KaapoB (mpritoxkeHust Ne 6);

3asiBJICHUE O MpUeMe Ha paloTy;

MpUKa3 o MpueMe Ha padoTy;

TPYZIOBOM AOTOBOP;

JIOTOBOP O MOJIHOM MaTepHabHOM OTBETCTBEHHOCTH (€CIM pabOTHUK — MaTepUaIbHO
OTBETCTBEHHOE JIHIIO);

XapaKTePUCTUKH U PEKOMEH IaTeIIbHBIE TCHhMA;

coryiacue Ha 00pabOTKy MEPCOHABHBIX TAHHBIX.

2.5. JIuCcThl TOKYMEHTOB, TOMEIIEHHBIX B IMYHOE JIEI0, MOJJIEKAT HyMEPaIUH.

2.6. C uenbio obecriedeHHs] HaAJeKalleld COXPaHHOCTH JIMYHOTO Jiela TIearoroB U COTPYAHUKOB
0011e00pa3oBaTeIbHON OpraHu3allud ¥ ynoOCcTBa B oOpamieHMH ¢ HUM Tpu (HOPMHPOBAHUU
JOKYMEHTBHl TIOMEUIAIOTCS B OTAeNbHYI0 manky. [Ipu yBonbHeHMM pabOTHUKA MPOIINBAIOTCA
HUTKaMU U C/IAIOTCS B apXUB.

2.7. BHyTpeHHSSl OUCH TOKYMEHTOB, UMEIOLIUXCS B JINYHOM JIesie, TOJKHA COJepkKaTh CBEICHUS O
MOPSIIKOBBIX HOMEpaX, HAMMEHOBAHUSAX JOKYMEHTOB JieNa, KOJIMYECTBE JIMCTOB, 1aTaX BKIIOUYCHUS
JOKYMEHTOB B JIMYHOE AEN0 M U3bATHUA U3 JIeNa, a TaKKe KeM H3BAT JOKYMEHT U MO0 KaKou
MIpUYKHE.

2.8. BHyTpeHHss ONHUCh COCTaBJSETCS HA OTACIHLHOM JIMCTE IO yCTaHOBJIGHHOW (opme. JIucTe
BHYTPEHHEH OMKUCH HYMEPYIOTCS OTAEIBHO.

2.9. Tlpu moAroToBKe JIMYHBIX €Nl K Iepe/ade Ha XpaHEHUE K BHYTPEHHEH OMMCH COCTaBIsETCS
UTOTOBAasl 3alMCh, B KOTOPON YKa3bIBaeTCsl MU(PpaMu U MPOIMUCHI0 KOJIUYECTBO BKIIOYCHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIea.

YV VVVVVY

3. Ilopsinok BegeHMs JJMYHBIX JIe] N1eJaroros u corpyasuxkos OO
3.1. Jluunoe neno memaroroB W cotpyaHukoB OO BemeTcs B TEUEHUE BCEro MepHoaa pabOThI
Ka)KJIOTO MeJjarora u COTpyAHUKa B 0011e00pa30BaTeIbHON OpraHu3aIiy.
3.2. [JlanbHeliee BeaeHUE JUYHOTO Jejia NeAaroroB u coTpyaHukoB OO mnpenycMmarpuBaeT
MOMEIIIEHHE B JIENI0 TOKyMEHTOB, 00pa3yIoIINXCs B Mpoliecce padoueit NesTeNbHOCTH U UMEIOIINX
3HaYEHUE JIJIs1 TPYJOBBIX OTHOIICHUN:

*  JIONOJHEHUE K JUYHOMY JIMCTKY IO YUYETY KaJpOB;

*  JIONOJIHUTEINIbHBIE COTJIAIIEHUS K TPYAOBOMY JOTOBOPY;

* KOINHWHU MPHUKA30B IO JIMYHOMY COCTaBYy, KOTOpbIE KacaroTCi NEAAroroB M COTPYAHHKOB

o011eo6pa3oBaTenbHOI OpraHnu3alny;

*  OT3BIBBI JIOJDKHOCTHBIX JIMI] O niefarore u corpynnuke OO;

*  KOIMHH JOKYMEHTOB O TIOBBIIICHUN KBATU(DUKALIUH;

*  KOMWHU CepTU(]UKATOB, TPAMOT;

* JIUCT — 3aBEPUTEIIb JeJia (COCTABJIAIOT MPHU CAAUe JUYHOIO JIeJia B apXUB);
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° HWHBIC TOKYMCHTHBI.

3.3. B memsax obecrieueHHsi KOHTPOJSL 32 COXPAHHOCTBIO M aKTYaJbHOCTHIO JIMYHBIX 1en B OO
eXeroaHo (He mo3aHee | kBapTana roja, CIeAyIOIIEro 3a OTYETHBIM) MPOU3BOJUTCS MPOBEPKA UX
Haain4dus U COCTOAHUA.

3.4. ExeroJinyto NMpoBEpPKY COCTOSIHUS TUYHBIX €)1 HA MIPEAMET COXPAaHHOCTH BKJIIIOUEHHBIX B HETO
AOKYMCHTOB IMPOBOJUT CIICHHUAJIBHO CO3JaHHAd KOMMHCCHA. O MPOBCACHHLIX NPOBCPKaAxX ACJIACTCA
OTMCTKAa B JIMCTC O pPE3yJbTaTax e)I(eFOI[HOﬁ IMPOBCPKHU COCTOSIHHUA W HaJIW4uWA JIMYHOTIO [ACjia
(npunoxenue Ne 5) u cocraBisercs akT. Pe3ynbTaTel MPOBEPKU JIMYHBIX €N B 00S13aTEIBHOM
nopsizike goojsAtes 1o aupexkropa OO.

4. Ilopsiiok y4éTa u XpaHeHHUs JHYHBIX JieJ1 earoros u corpyauuxkos OO

4.1. XpaHneHre W yd4eT JHMYHBIX JEJ TeAaroroB u coTpyaHukoB OO oOpraHu3yrloTCs C IEJIbIO
OBICTPOTO W 0€30IIMO0YHOTO TIOMCKA JIMYHBIX JIeJ, 00€CIeueHUs MX COXPAaHHOCTH, a TaKXkKe
obecnieueHNsT KOH(QUACHIIMAIBHOCTH CBEACHUM, COAEpXKAIUXCA B JOKYMEHTAaX JUYHBIX JEJ], OT
HECaHKIMOHUPOBAHHOTO JIOCTYTIA.

4.2. JInyHble Aena COTPYAHUKOB XpaHarcd B ceiide OO.

4.3. TpynoBbI€ 1 MEIUIIMHCKHE KHIDKKU XPAHATCS OTIEIBHO B ceide.

4.4. Jloctym K JNMYHBIM JelaM TenaroroB U cotpyaHukoB OO HMEIT TOJBKO CEKpeTapb,
crenuanucT 1o kazapam, aupekrop OO 1nubo 3aMecTUTeNH IUpPEeKTOopa MpPU  HCIOJHEHUU
obs13anHoCTel aupektopa OO.

4.5. Cucremaruzanus JUYHBIX JeJl TefaroroB U coTpynHukoB OO mpou3BoauTcs B ajndaBUTHOM
MOPSIIIKE.

4.6. JIuunble nena neaaroroB U coTpyaHUkoB OO, UMEIONINX TOCyJapCTBEHHbIE 3BaHUA, TPEMHUH,
Harpajpl, yueHble CTEIICHH U 3BaHUSI, XPAHATCS MMOCTOSIHHO, & OCTAJIbHBIX COTPYAHUKOB — 75 JIET C
roja YyBOJbHEHMs paOOTHHKAa (B COOTBETCTBUM C IlepeuyHeM THIIOBBIX YIPaBICHUECKUX
JIOKYMEHTOB).

5. llopsaok BbIIa4U JMYHBIX €1 BO BpeMeHHOe N0J1b30BaHue

5.1. Beimaua nu4HbIX Jed1 (OTAENBHBIX JAOKYMEHTOB B COCTaBE JMYHOTO Jejla) BO BPEMEHHOE
MOJIb30BaHKUE MPOU3BOIUTCA C pazpemieHus nupekropa OO no 3asBienuto corpyaauka OO.

5.2. PaboTta (03HaKOMJICHHE) C JUYHBIMHU JIeJIaMHU NeAaroroB U coTpyaHukoB OO Mpou3BOAUTCS B
MpUeMHON AupekTopa. B koHue pabouero AHsS cekpeTapb WM CHEHUANUCT MO KajapaMm oOs3aHa
yOeIuThCS B TOM, YTO BCE JIMYHBIE JIeJa, BbIJJAHHBIE BO BPEMEHHOE MOJIb30BaHKUE, BO3BPAILICHbI Ha
MECTO XpaHEHUS U €CTh JIM HEOOXOIUMOCTD JUIsl IPUHATHUS MEP K UX BO3BPALICHHUIO HIIA PO3BICKY.
5.3. ®@akT BbIIa4YM JIUYHOTO Jiesia (PUKCUPYETCsl B KOHTPOJIBHOM >KypHAaJe.

5.4. N3bsATHE OTIENIBHBIX JOKYMEHTOB U3 JIMYHOTO JeNia MPOU3BOJUTCS C pa3pelieHus TUpeKTopa
OO c odopmieHueM cooTBeTCTBYoLIEH 3anucu B rpade «lIpumeuanuey BHyTpenHel onucu. [Ipu
BPEMEHHOM U3BSATUU JOKYMEHTAa Ha €ro Mecto (MeXIy JHUCTaMH COCEIHUX JOKYMEHTOB)
BKJIaJIbIBACTCS CIIPABKA-3aMECTUTENh C yKA3aHUEM JaThl U MPUYMH U3BITUSA C MOIIMHUCHIO JIHIIA,
BBIJABIIIETO JOKYMEHT, U MOJINKCHIO JUIIA, OJYYUBIIEro €ro BO BpEMEHHOE MOJIb30BaHuUE.

6. OpopMireHne JMYHBIX /1€ NIepe] cAavYeil B apXuB
6.1. Odopmnenne TUYHBIX €1 IJIs TMepefadyd B apXUB MPOU3BOAUTCS CIEIMATUCTOM IO KaJpam
0011e00pa3oBaTeIbHOM OpraHU3aIiy. JTa MPoIeaypa BKIIOYAET:

* MOJIMBKY (TIeperuieT) aena;

* YTOYHEHHUE HyMepalluu JIMCTOB JAENa;

*  COCTaBJICHHE JIHCTa-3aBepuTens (mpumoxeHue Ne 8);

* cocTaBiieHHE (YTOUHEHUE) BHYTPEHHEN OINCH;

* BHECEHHE YTOYHECHUU B PEKBU3UTHI JTUIEBOU OOJOKKH JIENa.
6.2. Jlucr-zaBeputenb Jiena JOJDKEH MOJNUCAaTh €ro COCTaBUTEIb, HPU OSTOM JellaeTcs
pacmudpoBKka JOMHKHOCTH W TMOAMKCH, MPOCTaBIsIeTCS JaTa. B mporecce HCMONb30BaHUS
apXUBHBIX JIOKYMEHTOB B JIUCTE-3aBEPUTENIEC ENAal0TCsl COOTBETCTBYIOLIME OTMETKU. Ecnmu nmemno
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noamuTo 0Oe3 JHCTa-3aBepUTENsi, TO €ro CleAyeT HAKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJOKKH
nena.
6.3. C nenpto oOecrieyeHnss COXpaHHOCTH JIMYHBIX JIe]T PEKOMEH 1yeTCsI:

* 00BbeIMHATH MHIUBUAYaJbHBIC JMYHBIC J€Ja YBOJICHHBIX COTPYIHUKOB B OJIHY OOJOXKY
(oOBeIMHEHHOE [IENI0) ¢ TAaKUM pacueToM, 4ToObl 00beM aena (Toma) He mpebiman 250
JAUCTOB (ITyTeM CUIMBKU MAaTEPHAIOB UHIUBUAYAIbHBIX JIEJ IO TOAaM YBOJIbHEHHS);

* pacrmoJylarath MaTepUalibl WHAMBHIYAIBHBIX JET B Tpejaenax jaena (Toma) B aapaBUTHOM
nopsizke (moaMIIIbHO), OTAETSST MaTepUallbl, OTHOCAIIMECS K Pa3HBIM WHAWBUIYaJTIbHBIM
Je7laM, YHCTBIM JINCTOM OyMaru ¢ yka3aHHeM Ha HeM (GaMHIUH, UMEHH M OTYeCTBa
COOTBETCTBYIOLIIETO ~ YBOJICHHOTO TIeJarora W COTPyIHHKa 00meo0pa3oBaTebHON
OpraHu3aIum;

* cHaOXaTh Kaxaoe OOBEIMHEHHOE JeN0 (TOM) BHYTPEHHEH ONHMCHIO C IEepeYrCICHHEM
dbamuuii, UMEH W OTYECTB M YyKa3aHWEM HOMEpPOB CTPaHUI, B TMpeaenax KOTOPBIX
PacIIoI0KEHBI COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. [lepenaua IMYHBIX J€T B apXHUB OCYIIECTBIISIETCS HE TIO3THEE TPEX JIET TOCIIE 3aBEPIICHHSI UX B
JIETIOTIPOU3BOICTBE B COOTBETCTBUH C TpadukoM. [IpenBapuTenbHO cekpeTapeM, CIEHaTucToM Mo
KaJ[paM TPOBEPSIETCS IMOJIHOTA U TPABMIIEHOCTh TIOATOTOBKY JIMYHBIX JIET K Tiepeiave. BoisiBieHHbIE
MpU TIPOBEPKE HENOCTATKU YCTPAHSIIOTCS CEKpeTapeM, CHenuaiucToM mo kKaapam. [lepemaua u
TIpUEM TIPOU3BOISATCS MO OTIMCH C MTPOCTAHOBKOW OTMETOK O HAJTMYUH JIMYHBIX JEIT.

6.5. JInuHbIe aena meaaroroB U COTPYIHUKOB 00meo0pa3oBaTebHON OpraHU3alii, 3aKOHYECHHBIC
nenonpoun3BosictBom 10 1 suBaps 2003 roaa, xpauarcs 75 ner, nocine 1 suBaps 2003 rona — 50 ner.
JInuHble nena qupeKTopa, riaBHoro oyxranrepa OO UMEOT MOCTOSIHHBIN CPOK XpaHEHHUS.

7. OTBEeTCTBEHHOCTh
7.1. Tlemarorm u cotpygauku OO 00s3aHBI CBOEBPEMEHHO TMPEACTABIATh CEKPETaplo WU
CHEHAUCTy IO KaapaM CBEACHHUS 00 M3MEHEHUH B MEPCOHAIbHBIX JTaHHBIX, BKIIOYEHHBIX B
COCTaB JIMYHOTO JIeNa.
7.2. PaboTtomarens o0ecrieunBaeT:
*  COXPaHHOCTH JIMYHBIX JIeJ MeIJarOr0OB U COTPYTHUKOB 00111e00pa30BaTeIbHOM OpraHu3aliy;
* KOH(HIEHIUAIbHOCTh CBEACHUN, COJEp)KAIIMXCS B JIMYHBIX Jejax MeJaroro u
COTPYJTHHUKOB.

8. IIpaBa paGoroaareisi U padoTHUKA
8.1. Jlns oOecnedeHus 3allUThl MEPCOHAIBHBIX JAHHBIX, KOTOPBIE XPAaHATCS B JIMUHBIX Jeliax
MeJaroroB M COTPYJHUKOB 001Ieo0pa3oBaTeibHON OpraHu3aluy, MeAarord W COTPYTHUKU
o0m1eo0pa3oBaTeabHOM OpraHU3aui UIMEIOT MPaBo:
* TMOJY4YUTh TOJHYHO HH(GOPMALMIO O CBOMX MEPCOHAIBHBIX JAaHHBIX M 00paboTKe 3THUX
JTAHHBIX;
*  MOJY4UTh CBOOOTHBIN JOCTYI K CBOUM MEPCOHAIBHBIM JAHHBIM;
* MOJYYUTh KOMUU JTOKYMEHTOB, XpaHAILIUECS B JTUUHOM JIeJie U COAepIKalllue MepCOHaIbHbIe
JTAHHBIE.
* TpeOOBaTh UCKIIOUECHUS UM UCTIPABJICHUS] HEBEPHBIX M HETIOHBIX EPCOHATBHBIX JTAHHBIX.
8.2. PaboTonarens uMeeT Mpaso:
* 00pabarbIBaTh MEPCOHANbHBIE JNAHHBIE IMEJAroroB M COTPYAHUKOB 0O0IIe00pa3oBaTeIbHON
OpraHu3aliy, B TOM YUCJIE U HA 3JIEKTPOHHBIX HOCUTEISX;
* 3ampoCUTh OT TMEAaroroB M COTPYIHHKOB OOIIe00pa3oBaTeIbHON OpraHu3aluud BCIO
HeoOxomuMyr0 MHGOpPMALMIO JUIsl BEACHUS IJUYHBIX JIel U O00pabOTKH MepCOHATBHBIX
JTAHHBIX.

9. 3akaI0UnTeIbHBIC MOJIOKEHU S
9.1. Hactosimee Ilonoxxenue o mopsake BeIEeHUS TUYHBIX JIeT paOOTHUKOB SIBISETCS JOKATBHBIM
HOPMATHUBHBIM aKTOM, IPUHUMAETCSl Ha IMEJarormueckoM COBETE IIKOJBI U yTBepKIaeTcs (Iudo



BBOJMTCS B JICWCTBUE) MPUKA30M JUPEKTOpa OPraHU3allMH, OCYLIECTBISIONIEH 00pa3oBaTEIbHYIO
JEATENbHOCTb.

9.2. Bce u3MeHeHHUsT M JONOJHEHHs, BHOCHUMBbIE B Hactosmiee llonokenue, opopmisiioTcs B
MUCHMEHHOM (hopMe B COOTBETCTBUH JICHCTBYIOLINM 3aKOHO1aTeNbCTBOM Poccuiickoit deneparmu.
9.3. TlonoxxeHue O TOPSIKE BEACHUS JUYHBIX AeTd PaOOTHUKOB 00pa30BaTEbHONW OpraHU3alHuu
MPUHUMAETCS Ha HEOoTpeIesIeHHbIN cpoK. M3MeHenus u nononHeHus K [1oJ0keHni0 MpUHUMAIOTCS
B MOPsLIIKE, IIpeycMOTpeHHoM 11.9.1. HacTosuero [lonoxenus.

9.4. Tlocne npuasTus IlomoxeHust (MM W3MEHEHWH M JIOTIOJHEHWH OTIENIBHBIX IYHKTOB H
pa3zesioB) B HOBOM peJaKlMy IpeablIylias peJakius aBTOMATUYECKU YTPauyuBaeT CUITY.



ITpunoxenue Nel
K MOJIOKEHUIO O MOPSIIKE BEACHUS

JIMYHBIX IOCJI paGOTHI/IKOB
KypHan yuera TU4HBIX 1€

Ne Hata @ammmus, | Tabens- | JomxHocts | CTpyKTYyp- Hatan Hatan IIpumega-
/ oopmute- M4, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HUSI JMYHOTO | OTYECTBO HOMeEp cus, nozipasie- npuKasza npuKasza
nena rearora u Crenuab- JIeHUe (pacmops- (pacmops-
COTpYJHUKA HOCTb) JKEHHS) O JKEHHS) O
nejarora u npueme npeKparie-
COTpYIHUKA nearora u HUA
cOTpynHHKa | (pacTopixe-
Ha paboty HHN)
TPYZOBOT'O
JIOroBOpa C
MejaroroM u
COTPYJHHKOM
(yBOnbHE-
HUN)
2 3 4 5 6 7 8 9




ITpunoxenue Ne2
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeNT paOOTHUKOB

OO010KKa JIMYHOTO [el1a

Donx Ne

Omuce Ne

Hemo Ne

Wunexc nena

(Ha3BaHMe 00pa30BaTENbHON OpraHU3aIMN)

JIMYHOE JEJIO Ne

(3aroJyioBOK jiea)

Jara nayama

JlaTta OKOHYaHMS

Ha JINCTax
XpaHUThb Ier
donpg Ne
Omuce Ne
Hemo Ne




ITpunoxenne Ne3

K OJIOKCHUIO O MOPSAAKE BEACHU

BHYTPEHHA OITNCH
JOKYMEHTOB Jies1a Ne

JIMYHBIX IOCJI pa60THI/IKOB

Ne NHuneke Hara HasBanue Howmep [Ipumeuanus
/o JOKYMEHTa JOKYMEHTa JOKYMEHTa JIUCTOB
Jena
Hroro: JTIOKYMEHTOB

(1pamu 1 IPOMHCHIO)

KonndecTBo TMCTOB BHYTPEHHEW OMUCH

(udpamu ¥ IPOHHCHIO)

OTBETCTBEHHBIH 3a
KaJIpOBBIN yYeT:

(moamnuce)

« » 202 roma




®.1.0.

ITpunoxenune Ned
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeNT paOOTHUKOB

JOIKHOCTB

JInganoe nemo Ne

JlaTa O3HAaKOMIJICHHA rI€aarora
" COTpYAHHKA C JIMYHBIM
JCII0M

Tloamucek emarora u
COTpYIHHUKA

OTMeTKH, MPUMEUaHUs,
3aMeYaHus
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ITpunoxenne No5
K TIOJIOXKEHUIO O TTOPSIIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

OTMeTKa 0 pe3yJbTaTax esKeroJHoi NPOBEePKH COCTOSIHUA
U HAJTHYMA JTUYHOT0 JeJia

®.1.0.

JOIKHOCTB

JIngnoe nemo Ne

JlaTa mpoBepku ®.1.0. uneHos [Toanucy 4ieHoB Pesynprar nposepku
KOMHCCUU KOMUCCUU

11




1. ®amunus

[Mpuoxenue Ne6

K OJIOKCHUIO O MOPSAAKE BEACHU
JIMYHBIX IOCJI pa60THI/IKOB

JINYHBIN JTUCTOK 0 Y4eTy KA/JPOB

Nms

OTt4ecTBO

2. Ilon

3. l'on, yucno u Mecsl poxACHUS

4. MecTo poXJIeHUS

5. I'paxnancTBO

6. Ob6pazoBanue

(ceno, pepeBHst, ropoj, pailoH, 00JIacTb)

HazBanmne
y4eOHOTO
3aBEJCHUS U €T0
MECTOHAXO0XKJICHUE

®dakynbTeT
W
OT/IEJICHHE

TI'on
MOCTYTUICHUS

TI'on
OKOHYAHUS
WM yX0/1a

Ecnu ue
OKOHYUJI, TO
€ KaKoro

Kypca yIen

Kakyro

CIICHUaJIbHOCTDb

MOJIy4n B
pe3ynbTaTe
OKOHYaHUS
y4eOHOTO
3aBe/IeHus,
yKkaszatb No
JTUILIOMA WIIN

YIOCTOBEPEHUS

7. Kaknmu HHOCTPAHHBIMU A3bIKAMH BJIAACCTC

8. Yuenas CTCIICHb, YICHOC 3BAHUC

9. Kakue nmeere HayyHble TPY/bl U H300pETCHUS

(urTaere U MEPEBOTUTE CO CIIOBAPEM, UUTAETE U MOKETE O0OBSICHITHCS, BlIaJJeeTe CBOOOTHO)
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10. Bemonasiemass paboTa ¢ Hayaia TPYIOBOU JeATEIBHOCTH (BKIOYas ydeOy B BBICHIUX U
CPeIHUX CHEIUATBHBIX Y4eOHBIX 3aBEICHUSX, BOCHHYIO CITY)KOY U pabOTy IO COBMECTUTEIILCTRY)

Mecsu u rog JIOMKHOCTB € yKa3aHUEM YUPEXKICHUS, MectoHaxox1eH1E
MIOCTYILICHUS yxoja OpraHu3anuy, NPEeaIpUsATUs, a TAKKe YUpEXKICHUS,
MUHHUCTEPCTBA (BEAOMCTBA) OpraHu3anuy,
IpeIPUSITUS

11. IIpeOriBanwme 3a rpanuliei (padboTa, cayxeOHass KOMaHIUPOBKA, TIOE3/Ka C JIeJIeraliuei)

Mecsu u rog B xaxoii ctpane Llens mpeObIBanms 3a
C KaKoro 10 KaKoe rpaHuuen
BPEMEHU BpeMsl

12. YyacTtue B BBIOOPHBIX OpraHax

MecTto BbIOOpPHOTO Hazpanwue Bsi6opHOro | B kadectBe koro I'on
opraHa opraHa BbIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeeTe npaBUTEIILCTBEHHBIE HArPaIbl

Kornma u keM HarpaxaeH

14. OTHOLIEHNE K BOMHCKHUM O0S3aHHOCTSIM M BOMHCKO€E 3BaHHE

CocraB Pon Botick
(KOMaHHBIH, TOJIMTUYECKUI, aIMUHUCTPATUBHBINA, TEXHUYECKUU U T. [1.)

15. CemeliHoe MOJIOKEHHE B MOMEHT 3ar0JIHEHUS JIMYHOTO JIMCTKA

(4NeHBI CEMBH, C YKa3aHUEM BO3pAcTa)

16. lomaminuii agpec

17. O6s3y1oCh CBOEBpEMEHHO M3BEIIaTh 000 BCEX M3MEHEHHSX JAaHHBIX, BKIIOUEHHBIX B JIMYHBIN
JIMCTOK IO YYETY KaJIpOB.

« » 202 _ronma
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ITpunoxenune Ne7
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeNT paOOTHUKOB

AHKETA

damuug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxxgancTBO (€Ciii U3MEHSIIU, TO YKaXKHTE,
KOI'/Ia M TI0 KaKOW MpUUYUHE)

2. OOpa3zoBanue, yd4eHas CTENeHb (Korjga |
Kakue ydeOHbIe 3aBeJICHUSI OKOHYWIM, HOMEpa
qurioMoB). CreruanbHOCTh U KBadU(UKAIUs
0 JAUTIIOMY

3. Kakumn HHOCTpPaHHBIMU A3BIKAMHU U A3bIKaMU
Hapo 0B Poccuiickoit denepaiuy BiIaieeTe U B
Kakol  cremeHH  (YdTaeTe U MOJXKETE
O0OBSICHATHCS, BIaZeeTe CBOOOIHO)

4. BeimosiHsiemas paboTa ¢ Havajla TPYAOBOH JESITeNbHOCTH (BKJIOYAsi BOCHHYIO CIIy:KO0y M paboTy
110 COBMECTHUTENILCTBY)

Mecsan u rog JIOKHOCTB € yKa3aHUEM yUpexKICHUs, MecToHaX0KaICHHUE
MOCTYTIICHUS yxoJ1a OpraHu3aIuy, MPEIPHUITHS, a TAKKE YapeXKACHHS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
MIPEANPUSTHS

5. Bamm 6n1m3kue poJACTBEHHUKH (JK€HA, MK, OTEIl, MaTh, OpaThsi, CECTPHI)

CreneHb damuans, UM, I'on Mecto paboThl, Anpec mecTa
poACTBa OTYECTBO POXKICHHS JIOHKHOCTh JKUTEIbCTBA

6. lomarauii anpec u Homep TenedoHa

7. [lacnopT WK JOKYMEHT, €ro 3aMEHSIOIIUN

(HOMeEp, cepHsi, KEM U KOTJa BbIIaH)
8. Z[OHOJ'IHI/ITCJ'H)HBIC CBCJACHUSA, KOTOPBIC Brl xxenmaete COO6H_[I/ITB 0 cebe

10. Ha xakoil ypoBeHb 3apIuiatel Bel paccunTsiBaere?

« » 202  ronma

(IOJDKHOCTB OTBETCTBEHHOT'O 32 KaJIPOBBIN yueT) (moamuce) (pacumdpoBKa MOATUCH)
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ITpunoxenne Ne§
K TIOJIOXKEHUIO O TTOPSIIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

JIUCT-3ABEPUTEJIb
aeaa Ne
B nene npomuto u npoHyMeEPOBaHO JINCTOB
(undpamu ¥ IPOITUCHIO)
c No o Ne , B TOM YHCJIE:
JINTEPHBIE HOMEPA JINCTOB
MPONYILIEHHBIE HOMEpa JINCTOB
+ JINCTOB BHYTPEHHEW OMHUCHU JINCTOB
OcoOeHHOCTH (PU3MUECKOTO COCTOSIHUS U Howmepa nmcros
dhopmupoBaHus Aena
OTBETCTBEHHEIH 3a
KaJIpOBBIN y4eT
(moamucek) (pacmmppoBKa HOANUCH)

« » 202  ronma
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