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1. O0uIMe moJIoKeHus

1.1. Hacrosiiee Ilonodicenue o0 nopsioke 6edenuss JUYHBLIX Oel  pabOMHUKO8 OPTaHU3aIUH,
OCYILIECTBIISIONIEH 00pa30BaTENbHYIO NEATEIbHOCTh, pa3paboTaHo B cooTBeTcTBUU ¢ DenepaibHbIM
3akoHOM Ne 273-D3 ot 29.12.2012 «O06 obOpa3oBanuu B Poccuiickoit denepanun» B peaakiuu OT S5
nexabpss 2022 roma, ®enepanbubiM 3ak0oHOM 0T 27.07.2006 Ne 152 «O mepcoHaIbHBIX JaHHBIX» C
n3MeHeHnssMu Ha 2 utons 2021 roma, Ykazom Ilpesunmenta ot 30.05.2005 Ne 609 «O6 yTBepx)aeHUH
[TonoxxeHus O NEpPCOHANBHBIX JAHHBIX TOCYIJAPCTBEHHOTO ciyxamero Poccuiickoir Penepauuu u
BEJICHUU €ro JauyHoro naemna», TpynoBeiM Koxpexcom Poccuiickori Penepaunnn, KosimeKTUBHBIM
JOTOBOPOM, ~ YCTaBOM  OpraHM3alliH,  OCYIIECTBISIONIEH  00pa3oBaTelbHYI0  ACSTEIbHOCTD.
1.2. Nannoe [lonoxenue onpeaenseT MOPsI0K BEACHUS JIUYHBIX JIE] TIe1aroroB U UHBIX COTPYIHUKOB U
pabOTHUKOB IIKOJIBI, ONPEAEseT MOPSA0K POPMUPOBAHUS, YUeTa U XPaHEHUS, BbIJAYM JMYHBIX JIe]l BO
BPEMEHHOE MOJIb30BaHUE, a TAK)KEe OTBETCTBEHHOCTb, IIPaBa PaOOTHUKOB U AUPEKTOpa 00pa30BaTeIbHON
OpraHM3aIMH.

1.3. Hacrosmee [lonoxkeHue yTBep:kmaaeTcsi MPUKA30M IO IIKOJIE M SIBISIETCS 00S3aTEeNbHBIM I BCEX
KaTeropuit NeAarorn4eckux u OpyTrux COTPYJHUKOB LIKOJIBI.
1.4. Beaenue nTUYHBIX /1€ MEJAaroroB U COTPYAHUKOB IIKOJBI BO3JIAraeTCs Ha CIELUANINCTA MO KaJpaM
OpraHM3alyH, OCYIIECTBIISAIOIIEN 00pazoBaTeIbHYIO NESATEIBHOCTD.
1.5. JIuyHOoe Jneno — OCHOBHOM JOKYMEHT NEpCOHANBbHOTO y4yeTa, COJepXKalluii HauOosiee MOJHbIE
CBEJIeHUs O pabOTHHKE 00pa3oBaTeIbHON OpraHu3ally U €ro TPYIOBOU JAeATeNbHOCTU. B nnyHoe neno
BHOCATCS ~ CBEJCHMs,  CBsI3aHHbIE €  TOCTyIUIEHMEM Ha  paboTy M YBOJbHEHHEM.
1.6. CBeneHus, cojiepkaliecst B JMUHOM JIeJle, OTHOCATCS K KOH(QUICHIaIbHOW MHPOPMAIIUU, UMEIOT
OTpaHUYECHHBIN JIOCTYTI u pasriiaeHuo HE MO/IJIeKAT.
1.7.  Jluynoe  neno  Bedercds B TEUEHHWE  Bcero  mepuoja  paboThl  pabOTHHKA.
1.8. Benenue HECKONbKMX JIMYHBIX [€JI OJHOTO pabOTHUKAa OOpa3oBaTeIbHON OpraHu3aluu He
JIOITYCKAETCSL.

2. ITopsinok popMUPOBAHUSA JIMYHBIX €] COTPYAHHUKOB

2.1. q)OpMI/IPOBaHI/Ie JIMYHOT'O JejIa meaaroroB u COTPyJIHUKOB O6H_ICO6pa3OBaTCJIBHOﬁ opraHu3aln
MPOU3BOAUTCA HCIIOCPCACTBCHHO ITOCJIC IIPpUCMa B 06H_[606pa30BaTCJIBHy10 OpraHu3aluio Ujin 1nepeBojia
ncaaroroB u COTPpYAHUKOB nus3 ,Z[pyI“OfI 06pa30BaTCHLHOI7I OopraHu3anuvu.
2.2. B coorBercTBUHM C HOPMAaTUBHBIMHU NOKYMCHTAMH B JIMYHLBIC [ACJIa HCAAroroB U COTPYAHHUKOB
opraHusanuu, ocymeCTBnmomeﬁ O6paSOBaTeJ'H)HYIO ACATCIIBHOCTh, BKJIAABIBAIOTCA  CIICAYIOIIUC
JOKYMCHTBI:

JIJ1g memaroros:

3asBIICHHE O ITpHEMe Ha padoTy;

3asBJICHHE O COTJIACUM Ha 00pabOTKY MEePCOHATIBHBIX JAHHBIX MEearora;



e CIpaBKa O HATMYHUH (OTCYTCTBUHU) CYAUMOCTH U (WJIM) (paKTa YroJIOBHOTO MPECICIOBAHUS, BBIIAHHOTO
COOTBETCTBYIOLIMM OPraHOM MPaBONOPSIKA;

e aBroOmorpadmus;

e KOIUS NNacHopTa WIN MHOTO JOKYMEHTA, yJOCTOBEPSIOIIEr0 JINYHOCTD;

e KOIMSI CTPaXOBOI'O CBUJIETEIHCTBA IEHCUOHHOI'O CTPAXOBAHMUSI;

e  KONUS UACHTU(UKAMOHHOTO HOMEPA HAJIOTOIJIATEIIbIINKA;

e  KONUS JOKYMEHTa BOMHCKOT'O y4eTa (i1 BOCHHOOOSI3aHHBIX );

e  KOIUS CBHJCTEIHCTBA O 3aKIIIOYCHUN Opaka (IIpyu HAJIM4HN);

e KOIUS CBUJCTEILCTBA O POXKIECHUM JeTel (IPH HATUYHUH);

e  KOIIMM JOKYMEHTOB 00 00pa3oBaHUU;

e  KOIUM JOKYMEHTOB O KBaIM(DUKALMU WM HAJIMUUE CIEIUATIbHBIX 3HAaHUH (IIpU HAJIMYUK);

e  KOIIUM aTTECTAL[MOHHBIX JUCTOB (IIPU HAIMYUN);

e  KONHU JOKYMEHTOB O HarpaxJeHuu (Mpu HAIMUHUHN);

e  XapaKTEpUCTUKU, PEKOMEHJAaTeIbHbIE MMChMA (MPU HAIUYHH);

e IIpUKa3 O IpUEME Ha padoTy;

e IIPUKa3 O IEPEBOJE HAa UHYIO JOJKHOCTD (MpU HAIUYHUK);

e JIOJDKHOCTHAs! MHCTPYKLUS (JODKHOCTHBIE MHCTPYKIIMM ¢ MOMEHTA Ha3HAUYEHUs Ha BCE JOJDKHOCTH);

e TPYAOBOW J0OTOBOp (C MOCIENYIOIIMM BKJIIOUCHHEM JIOMOJHUTENBHBIX COMVIAIIEHUH K TPYIOBOMY
JIOTOBOPY);

e TPYAOBYIO KHUXKKY;

e  MEIMIMHCKYIO KHIXKKY.

Jlns paOOTHUKOB:

e 3asBJIEHHE O MpUeMe Ha paboTy;

e 3asiBJICHHE O COTJIACHMHU HA 00PabOTKY MEePCOHAIBHBIX JAHHBIX TIE1arora;

e CIpaBKa O HAIMYUM (OTCYTCTBUM) CYTUMOCTH U (MJIK) (aKTa yroJIOBHOTO MPECiIe0BaHMs, BbIJAHHOTO
COOTBETCTBYIOIIUM OPraHOM IIPABOIIOPSIKA;

e aBroOumorpadus;

e  KOMNMs NaCIOpPTa WM UHOTO JOKYMEHTA, YJOCTOBEPSIIOIIETO JTUYHOCTD;

e KOIMS CTPaXxOBOT'O CBHJIETEIHCTBA IEHCUOHHOIO CTPAXOBAHMUS;

e KOMMS UAECHTU(PHUKALMOHHOIO HOMEpA HAJIOTOIIATENbIINKA;

e  KOMMS JOKyMEHTa BOMHCKOTO y4eTa (/1711 BOeHHOOOS3aHHbIX );

e  KOMMSI CBHJIETEJIbCTBA O 3aKIOYEHUU Opaka (IIpHU HaIUYUN);

e  KONUS CBUIECTEILCTBA O POXKICHUH JeTel (MIPH HATUIHUHN);

e KOIHUM JOKYMEHTOB 00 00pa3oBaHUU;

e  KOINUH JOKYMEHTOB O HarpaXxJAeHuH (IIpHU HAIUYHHN);

e  XapaKTEPUCTHKH, pEKOMEHIaTeNIbHbIE MHChbMa (TIPH HAIUYHUH);

e TIpHUKa3 O IpHUeMe Ha paboTy;

e TpPHUKa3 O NEPEeBOJIC HAa UHYIO JOJKHOCTH (TpU HAIUYHUH);

e JIOJDKHOCTHAs MHCTPYKUUS (IOKHOCTHBIE MHCTPYKIIMKM C MOMEHTA Ha3HAYEHHs Ha BCE JOJHKHOCTH);

e TPYyIOBOW JOrOBOp (C MOCIEIYIOIIMM BKIIOUEHUEM JIOTOJHUTEIBHBIX COTJIANIEHUH K TPYAOBOMY
JIOTOBODY);

e TPYAOBYIO KHHXKKY;

e  MEAMIMHCKYIO KHIXKKY.

PaGoronmarens obopMiisierT:




TPYJIOBOH JOTOBOP B JIBYX K3EMILISIpax;
MpuKa3 o mpueMe Ha paboTy (0 MepEeMEIIeHUH Ha IPyTre JOIKHOCTH);
TUYHY0 KapTouky Ne T-2;

JOJIDKHOCTHYHO HHCTPYKIHUIO B IBYX SK3CMILIAPAx.

PaGoronarens 3HAKOMUT:

C HOPMATHUBHO-TIPABOBBIMH JOKyMeHTaMu KOk (YcTaBoM, KomnektuBHBIM qoroBopoM, [IpaBunamu
TPYAOBOTO PACIIOPSIIKA U JP. JIOKATbHBIMUA aKTaMH );

C IOJDKHOCTHOM MHCTPYKIUEH;

IIPOBOJIMT BBOJHBIN MHCTPYKTAXK, HHCTPYKTAX IO OXpaHe TPy[a, HHCTPYKTAX IO MPOTHUBOIOKAPHON
0€30IaCHOCTH.

2.4. IlepBuyHoe opopMIIEHHE JTUYHOTO Jiejia IPeaycMaTpUBaeT:

[IPUCBOEHNUE JINYHOMY JIeJIy HOMEpa COIVIACHO JKypHaJly yueTa JIMYHbIX e (npuiiokenue Ne 1);

IIPOCTABJICHUE Ha O00J0XKKE JMYHOTro Aena (mpuiioxkeHue Ne 2) crieayrommx peKBU3UTOB: HHAEKC Aeia
(B COOTBETCTBUM C HOMEHKJIATYypOl Jies1 00111e00pa30BaTesIbHOM OpraHu3aliy; MoJIHOE HAaUMEHOBaHHE
00111e00pa30BaTeNIbHON OpraHU3alyy; HOMEp JIMYHOIO Jena; (GaMuiIus UMs OTYECTBO PAOOTHHKA B

HMCHUTCIBHOM ITaACKE; AAaThl — 'O Ha4aJla U I'0Jl OKOHYaHHA BEACHUA ACJId; KOJIMYCCTBO JIUCTOB,; CPOK

XpaHEHUS;

MIOMEILEHUE IOKYMEHTOB, IOJIIEKAIINX XPAaHEHUIO B COCTABE JIMYHBIX JI€JI, B XPOHOJIOIHYECKOM
MOpsAJIKE:

- BHYTPEHHSSI OIIUCh JIOKYMEHTOB jena (npuinoxenue Ne 3);

- TUYHBIN JINCTOK MO y4eTy KaJapoB (mpuioxkeHus Ne 6);

- 3agBJICHHUE O IIpUEME Ha PaboTYy;

- IpHUKa3 O IpueMe Ha paboTy;

- TPYZAOBOM JOTOBOpP;

- IOTOBOP O MOJIHOM MaTepHabHOM OTBETCTBEHHOCTH (€CIM paOOTHUK — MaTepUaAIbHO OTBETCTBEHHOE
JIUTI0);

- XapaKTepUCTUKU U PEKOMEHAATeIbHbIE TUChMA;

- coriacue Ha 00pabOTKy MEPCOHANBHBIX JIAHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEIIEHHBIX B JINYHOE JIEJI0, MTOAJIEKAT HyMEPAIUH.

2.6. C uenbto obecrieueHus HaJIexKallel COXpaHHOCTH JIMYHOTO JieJia MearoroB U COTPYIHUKOB
00111e00pa3oBaTeNIbHON OpraHu3alliy U yA00CTBa B OOPAIIEHUH C HUM MPH (POPMUPOBAHUH TOKYMEHTHI
MOMEIIAI0TCS B OTJIENbHYIO Nanky. [Ipu yBoabHeHHH paOOTHUKA MPOIIMBAIOTCS HUTKAMU M CIAIOTCS B
apXuB.

2.7. BHyTpeHHSs OMUCh JOKYMEHTOB, UMEIOIINXCS B IMYHOM JIEJIE, JOJIKHA COJAEPKATh CBEACHUS O
MOPSAIKOBBIX HOMEpaX, HAMMEHOBAHUAX JOKYMEHTOB JieJla, KOJIMYECTBE JIUCTOB, AaTaxX BKIIOUCHUS
JIOKYMEHTOB B JINYHOE JIEJI0 U U3BATHUS U3 JIeJIa, a TAK)KE KEM U3bIT JOKYMEHT U 110 KaKOi MpUYrHe.
2.8. BHyTpeHHss ONMCh COCTABISAETCS HA OT/AEIBHOM JIUCTE MO YCTaHOBICHHOH (opme. JIucTo
BHYTPEHHEN OINCU HYMEPYIOTCS OTIEIBHO.

2.9. Ilpn noAroToBKE JIMYHBIX JA€] K IIEpe/jaue Ha XpaHEHHE K BHYTPEHHEN OMMCH COCTABIISIETCS UTOrOBas
3aI1Ch, B KOTOPOH YKa3bIBaeTCs IU(PpaMH U IPOMHUCHIO KOJIMYECTBO BKIIIOYCHHBIX B HEE JIOKYMEHTOB U

KOJIMYECTBO JIUCTOB JI€j1a.

3. Ilopsaaoxk BedeHWsl JUYHBIX /€] MeJIaroroB M COTPYAHHUKOB OPraHU3aIuM,
OCYILIEeCTBJIAONIEH 00pa30BaTe/IbHYIO 1eATeJIbHOCTH



3.1. JluyHO€ A€No MenaroroB M COTPYAHUKOB 00I1e00pa30BaTeIbHONW OpraHU3aIMKM BEJETCS B TCUCHUE
BCEro mepuoja paboThl KaXJOro Teaarora W COTPYIHHUKA B 00IIe00pa3oBaTEIbHOM OpraHHU3allvy.
3.2. JlanpHeliee BeIeHHWE JUYHOTO Jejla IeJaroroB M COTPYAHUKOB 00I1e00pa3oBaTebHON
OpraHu3alyy IpeaycMaTpUBaeT MOMEIIEHNEe B JCNI0 JOKYMEHTOB, 00pa3yIoluXcs B mpolecce padboueit

ACATCIIbBHOCTHU U UMCHOIUX 3HAYCHHUC JIAA TPYAOBBIX OTHOIICHUH:

JOTIOJTHEHHE K JIMYHOMY JIUCTKY [0 YYETY KaJpOB;
JOTIOJTHUTEIIBHBIC COTIAICHUS K TPYZIOBOMY JOTOBODY:;
KONUM MPUKA30B [0 JIMYHOMY COCTaBy, KOTOpbIE KacalTCs MeJaroroB H COTPYAHUKOB
00111e00pa30BaTeIbHON OpraHu3aIiHg;
OT3BIBBI JJOJDKHOCTHBIX JIMIL O TIEIArore U COTPYAHUKE 0011e00pa30BaTeIbHON OpraHu3aIiH;
KOITMKU JOKYMCHTOB O IIOBBIIICHUUA KBaJII/I(bI/IKaI_II/II/I;
KOIIMH CEPTUPHUKATOB, TPAMOT;
UHBIC JIOKYMCHTBIL.
3.3. B memix oOecnedyeHUss KOHTPOJIS 33 COXPAHHOCTBIO W aKTyaJbHOCTBIO JIMYHBIX JIEJl B
0011e00pa30BaTeIbHON OpraHU3aliKl eKeroJHo (He mno3faHee | KBapTama roma, CIEIYIOIIEro 3a

OT‘IGTHHM) IIPOU3BOJAUTCA ITPOBEPKA UX HAIIUYUA U COCTOSHUA.

4. Ilopsiaoxk yuéra M XpaHeHHs JIMYHBIX JeJ T1eJaroroB M COTPYJAHHKOB
OPraHM3alMU, OCYHIECTBJIAONIEH 00Pa30BaTe/bHYIO 1eATeJIbHOCTh

4.1. XpaHeHue M Yy4eT IUYHBIX JeN MEeJaroroB M COTPYIHUKOB OpraHU3allud, OCYIIECTBISIONICH
00pa30BaTEeNbHYI0 JEATEIbHOCTh, OPTAaHU3YIOTCS C LENbI0 OBICTPOro U 6€30MIMO0YHOr0 MOUCKA JTMYHBIX
7en, o0ecnedyeHus HMX COXPaHHOCTH, a Takke o0ecrneyeHus KOH(UAECHIMATIbHOCTH CBEJICHUH,
colepkalmmxcs B JOKYMEHTAaX  JIMYHBIX  JieJ, OT  HECAaHKUMOHUPOBAHHOTO  JOCTYIIA.
4.2. JluyHble €7@ COTPYAHHKOB XpaHATCS B ceiide 001meodopa3oBaTeIbHOM OpraHU3alluu.
4.3. Tpynossie u MEJULIUHCKUE KHWKKH XpaHATCs OTZIEJIBHO B ceilge.
4.4. JlocTymn K JUYHBIM J€JIaM TIEAaroroB U COTPYIHUKOB 00I1e00pa30BaTeIbHON OpPraHU3allid UMEIOT
TOJBKO CEKpeTapb, CHEIHUATUCT IO Kaapam, TUPEKTOp 00I11e00pa3oBaTeIbHONW OpraHU3aluu JHO0
3aMECTUTENM JIUPEKTOpa IpH HCIOJHEHHM O0s3aHHOCTeW JupekTopa o00lieoOpazoBaTeIbHON
OpraHH3aIiH.

4.5. CucremaTu3anus JUYHBIX Je] MEJaroroB M COTPYIHUKOB 00II€00pa30BaTEeNIbHOW OpraHU3aluu
MIPOU3BOIUTCS B asipaBUTHOM MOPSAJIKE.
4.6. JluuyHble [era TEAaroroB W COTPYIHHUKOB 0OIIe00pa30BaTeIbHOW OpTraHU3aIlid, WMEIOIINX
roCy/lapCTBEHHbIE 3BaHUS, MPEMUHU, HArpajbl, YUEHbIE CTENEHW M 3BaHUS, XPAHATCA IOCTOSHHO, a
OCTaJIbHBIX COTPYAHHUKOB — 75 JIET ¢ Tojja YBOJIbHEHUs pabOoTHHKA (B COOTBETCTBUH ¢ [lepeuHem THMOBBIX

YIPaBIE€HYECKUX JOKYMEHTOB).

5. HOpﬂIlOK BbIIAa494 JIUIHBIX €1 BO BPEMCHHOC€ MMOJb30BaHHUE

5.1. Beigaua muuHBIX A€l (OTACIbHBIX JOKYMEHTOB B COCTaBE JIMYHOTO JeJia) BO BpPEMEHHOE MOJIb30BaHUE
MPOU3BOJIUTCS C pa3pelieHusl JAUPEKTOpa 00meo0pa3oBaTeIbHON OpPraHW3alui  TI0  3asBICHHIO
COTPY/IHUKA OpraHu3aIui, OCYIIECTBIISIONICH 00pa3oBaTeIbHYIO JeSITETTHHOCTD.
5.2. Pabora (03HaKOMJICHHE) C JUYHBIMH JI€JaMHU TIEJIaroroB W COTPYAHUKOB 00I1e00pa3oBaTeIbHON
OpTaHU3aIK MPOU3BOANUTCS B IPUEMHOHN AUPEKTOpa. B KOHIIE pabouero JHs CeKpeTaph WM CIEIHATHCT
Imo Kajapam 065133Ha YGCI[I/ITBCH B TOM, 4YTO BCC JIMYHLIC [CJId, BBIAAHHLIC BO BPCMCHHOC IMOJIb30BAHHUC,

BO3BpallICHbLI HA MECTO XPAaHCHUSA U €CTh JIU HGOGXOI[I/IMOCTL JJId IPpUHATUA MEP K UX BO3BPALICHUIO UJIU



PO3BICKY.

5.3. dakT BbIJIaYU JUYHOTO nena (dbukcupyercs B KOHTPOJIbHOM KypHae.
5.4. Usparne OTHENBHBIX JOKYMEHTOB M3 JIMYHOIO J€ja INPOU3BOAUTCSA C pa3pelleHus IUPEKTOpa
o01eo0pa3oBaTesibHOM  OpraHu3anuu ¢ OoQOpMIIEHMEM COOTBETCTBYIOLIEH 3amucu B Trpade
«[Ipumeuanue» BHyTpeHHEl omnucu. [Ipu BpeMEHHOM U3BATUM JOKYMEHTa Ha €ro MecTo (Mexay
JUCTAMM COCEJHUX JOKYMEHTOB) BKJIAJbIBAETCS CIPaBKa-3aMECTUTENb C YKA3aHHWEM JaThl U NPUYUH
U3BATUS C NOJIKUCHIO JINLA, BHIAABIIETO JOKYMEHT, U MOAMNKCHIO JIMIIA, OJTYYHUBILErO €r0 BO BPEMEHHOE

I1OJIb30BAHUC.

6. Odopmiienne JTMYHBIX J1eJ1 Nepe] caaveid B apXuB

6.1. OdopmiieHre JTUYHBIX 11 JJIs Tepelaadyd B apXuB IPOU3BOAMTCS CICIUAIMCTOM I10 KaJpam

001eo0pa3oBaTeIbHON OpraHu3aluy. JTa MpoLeaypa BKIOYAeT:

e TMOJIIMBKY (NEpEIieT) Aena;

e YTOYHEHHWE HyMEpaIlUH JIUCTOB JIeIa,;

e cocraBiicHUE (YTOYHEHHUE) BHYTPECHHEH OMKCH;

e BHECCHHE YTOYHCHHI B PEKBHU3UTHI JINIIEBON OOJIOKKH JIeTa.
6.2. Jluct-3aBeputenp Jena JOJHKEH IMOANUCATh €r0 COCTABUTEINb, MPH TOM JIeNaeTcsl pacmmdpoBka
JOJDKHOCTH W TIOJIKCH, TPOCTABIISICTCS JaTa. B mporiecce MCMOIb30BaHUS apXHUBHBIX JOKYMEHTOB B
JMCTEe-3aBEPUTEIIC JIENAIOTCS COOTBETCTBYOIIME OTMETKU. Ecnmu neno moammTo 0e3 mucTa-3aBepuTets,
TO ero clleayeT HaKJICUTh Ha BHYTPEHHIOIO CTOPOHY 00JIOKKH Jena.

63.C OCJIbIO obecreyeHus COXPAHHOCTH JIMYHBIX ACJI pCKOMCHAYCTCA:

[ O6”I)€I[I/IH$[TI) WHAUBUAYAJIbHBIC JIMYHBIC JCJIa YBOJICHHBIX COTPYJAHUKOB B OJHY 06J'IO)KKy
(0ObeIMHEHHOE J1EJ10) ¢ TAKUM pacdyeToM, 4ToObl 00beM Jiena (Toma) He mpeblimai 250 mucToB (myTem
CIIMBKHU MaT€pUAIOB WHANBUAYAIBHBIX JIEN MO T0JlaM yBOJbHEHHUS);

e pacmojiaratb MaTepuaibl WHAMBUAYAIBHBIX el B Tpelenax jAena (TomMa) B aigaBUTHOM MOPSIKE
(moaMunbHO), OTAENSST MaTepHalbl, OTHOCSIIMECS K Pa3HbIM WHIUBUAYATbHBIM JI€JaM, YHCTHIM
JTUCTOM Oymaru ¢ ykasaHueMm Ha HeM (aMUJINH, IMEHH M OTYECTBA COOTBETCTBYIOIIETO YBOJEHHOTO
rejarora ¥ COTpyIHUKa o01eo0pa3oBaTebHON OpraHU3aIlNH;

e CHaAOXaTh KaxkJ10€ 00BbEIMHEHHOE JIeNI0 (TOM) BHYTPEHHEH OIMUCHIO C MepeurcaeHueM (paMuiInii, UMeH
U OTUCCTB M YKa3aHHEM HOMCPOB CTpaHUIl, B IMPECACIaX KOTOPBIX PaCIIOIOXKCHBI COOTBCTCTBYIOIIUC
JIOKYMEHTBHI.

6.4. Tlepenaua TUYHBIX €] B apXUB OCYIIECTBISETCS HE MO3JHEE TPEX JIEeT IMOCHe 3aBEpIICHUS UX B
JICIIONPOU3BOJICTBE B COOTBETCTBUHU C Tpaduxom. [IpenBapurensHO cekpeTapeM, CHEeIHATUCTOM IO
KaJ[paM MpOBEPSETCs MOJIHOTA U MPaBUIBHOCTh MOATOTOBKH JIMYHBIX NI K Tepeaade. BoisBIeHHbIE TPH
MIPOBEPKE HEOCTATKH YCTPAHSIOTCS CEKpeTapeM, CIelualucToM Mo Kaapam. llepemada u mpuem
IMPOU3BOJATCA 110 Oonunucun C HpOCTaHOBKOﬁ OTMETOK (6] HaJIMYNn JIMYHBIX pI(S
6.5. Jluunaple nena TEAaroroB M COTPYAHUKOB OO0Ie0Opa30BaTeIbHON OpraHu3allii, 3aKOHYCHHBIC
nenonpon3BoactBoM 10 | gauBaps 2003 roga, xpanstca 75 net, nocie 1 suBaps 2003 roma — 50 ner.
Jlnunpie nenma gupekTOpa, TUIABHOTO OyxraiaTepa o0O0IIeo0pa3oBaTEIbHON OpTraHM3aIllid  UMEIOT

IIOCTOSIHHBIA CPOK XPAHEHHUS.

7. OTBEeTCTBEHHOCTH

7.1. Tlemarorm ® COTPYIHUKH 0OIIe00pa30BaTEILHON OpraHu3ali  00s3aHBIl  CBOCBPEMEHHO

MIPEJICTABIATh CEKPEeTapl0 WM CHELHMATUCTY MO KaJpaM CBeAeHUs 00 M3MEHEHMHM B IEPCOHAbHBIX



JaHHBIX, BKJIIIOUCHHBIX B CoCTaB JIUYHOI'O Jcia.

7.2. Paboronarenb 00eCIIeYnBacT:

e  COXPaHHOCTb JIMYHBIX JIeJ TIEIArOTOB M COTPYIHUKOB 0011e00pa30BaTeIbHON OpraHu3allny;
e KOH(HICHIUATHHOCTH CBEJICHUMN, COJEPIKAIIMXCS B JIMYHBIX JIeNIaX MEJaroroB U COTPYAHHUKOB.

8. IIpaBa padoTonareJiss u padoTHUKA

8.1. [lyist obecrieueHust 3alIUThI IEPCOHATLHBIX JaHHBIX, KOTOPBIE XPAHSATCS B JIMYHBIX JIeJlaX MeJaroroB u
COTPYJIHHUKOB 0011e00pa3oBaTeIbHON OpraHU3alMy, MeJarord W COTPYIHUKH 0oO0Iieo0pa3oBaTeabHON

opraHu3aiyi UMCIOT IIpaBO:

e TOJYYUTH MOJHYIO HHPOPMALIHIO O CBOMX MEPCOHAIBHBIX TAHHBIX U 00pabOTKE 3TUX JaHHBIX;

e IOJYYUTh CBOOOJHBIN JOCTYII K CBOUM IIEPCOHAJIBHBIM JIaHHBIM;

e IIOJYYHUTh KOIIMU JOKYMEHTOB, XPaHAILIUECS B JINYHOM JIEJIE€ U COAEPKALIUE IIEPCOHATIbHbBIC JJAHHbIC.
e TpebOoBaTh UCKIIOYCHHS UM UCTIPABICHUSI HEBEPHBIX M HETIOIHBIX EPCOHAIBHBIX JTaHHBIX.

8.2. Paboroxarenb uMmeeT mpaso:

e 00pabaThiBaTh MEPCOHAIBHBIC JAaHHBIE TIENAaroroB M  COTPYJHHKOB  00IIe00pa3oBaTeIbHOM
OpraHHM3alH, B TOM YHCIIC M Ha HJICKTPOHHBIX HOCUTEJISIX;

e 3aIPOCUTH OT NEJAroroB W COTPYIHUKOB 00IIC0Opa30BaTENbHONW OpraHU3aIlMU BCIO HEOOXOIUMYIO
MH(OPMAIIHIO ISl BEJCHUS JIMYHBIX /1T U 00paOOTKHU NMEPCOHANBHBIX JaHHBIX.

9. 3aK/III0UYUTEIbHBIC MOJIOKECHUS

9.1. Hacrosiiee [lonoocenue o nopsioke 6edeHuss AuYHbIX Oel pPadOMHUKOS SBISIETCS JOKaIbHBIM
HOPMATHBHBIM aKTOM, NpPUHHMMAeTCs Ha IlearorMueckoM COBETE MIKOJBI M yTBepkaaercs: (oo
BBOJUTCS B JICHCTBHE) TNPUKA30M JAUPEKTOpPA OpraHM3allid, OCYIISCTBISIONIEH 00pa3oBaTEIbHYIO
JESTSILHOCTb.

9.2. Bce u3MEHEHHUS U JIOTIOJIHEHHSI, BHOCHMBIE B HacTtosiee [Tomoxenne, opopMIISIOTCS B MUCHMEHHOM
dbopmMe B COOTBETCTBMM  JEHUCTBYIOIIMM  3aKoHojaarenbcTBOM  Poccumiickoit ~ denepanum.
9.3. TlonoxeHne O TOPSIKE BEACHHS JMYHBIX Je1 pabOTHUKOB 00pa3oBaTENbHON OpraHu3aliu
NPUHUMACTCS Ha HEONpeIeIeHHbIH CpoK. M3MeHeHus U TomoaHeHus] K [10J0KeHUI0 MPUHUMAIOTCS B
MOPSIIIKE, peyCMOTPEHHOM n.9.1. HACTOSIIIErO [MonoxxeHwus.
9.4. Tlocne npunstus [TonoxeHust (WK U3MEHEHUH W JOMOJHEHUN OTACIBHBIX MYHKTOB M Pa3/esioB) B

HOBOMW pelaKIMU MPEIbIAYIAs peIaKIHs aBTOMATHYECKH YTPAUYUBAET CUITY.



IIpunoxenue 1
K [TonokeHuto o mopsaKe BeJeHHUs JIMYHBIX JIe)l paOOTHUKOB

MyYyHUIMOAJBHOE 0I0UKeTHOE 001[e00PaA30BaATEeIbLHOE

VUpeKICHNEe CPeIHAS 001meoopasoBarejibHasa mKoJa Ne 50

ropoaa Ilen3pl

JINMHHOE JAEJIO Ne

DOHUO paboTHHUKA
HOJIZKHOCTD

Hauaro:

OKOHYEHO:

Cpok xpaHeHus:




[punoxenue 2

K [lo0KeHnt0 0 OPsIKE BEICHUS JTMIHBIX eI pAOOTHUKOB

OIINCH JOKYMEHTOB JIMYHOI'O AEJIA

DUO pabomnuxka

No nokymeHnTta

Jlarta HaunmeHoBaHue mokymeHTa
JIOKYMEHTA

KonnuectBO
JIUCTOB

10.

11.

12,

13.

14,

15.




[punoxenue 2
K [Tos10)KeHUIO0 0 OPSIIKE BEACHHS JINUHBIX J1e)I pAOOTHHKOB

VauduuunposanHas popma Ne T-2
VrBepxnena [locranosnennem ['ockomcrara Poccun
ot 05.01.2004 Ne 1

Kon
®opma mo OKVYJ[ | 0301002
o OKITIO
(HaMMEHOBAHHE OPraHU3aLMH)
N Bun pa6otsr
. | Wnentudukanmonusiit | Homep cTpaxoBoro ceuje- Ion
[ara cocraB-| TabenbHbII Anda-| Xapaktep (ocHOBHasI, IO N
HOMED HAJIOTOIUIATEIb- | TEIbCTBA TOCYIapCTBEHHOTO (My>XCKO11,
JICHUA HOMED BUT pa60TBI COBMECCTHUTCIIb- o
IIuKa TMEHCUOHHOI'O CTPaxOBaHUA )KCHCKI/II/I)
CTBY)
JJUUYHAS KAPTOUKA
padoTHHMKA
|. OBINUE CBEJIEHUA
TpyznoBoi 1oroBop HOMeEp
ara
1. ®amunus Nms OrtuecTBO
Kon
2. JlaTa posxkaeHust
(1eHb, MecsiL, To.1)
3. MecTo poxaeHus no OKATO
4. I'paxxaancTBO no OKHNH
5. 3HaHHME UHOCTPAHHOTIO S3bIKA no OKNH
(HaMMEHOBaHHE) (cTeneHb 3HaHUA)
no OKMH
6. ObpaszoBaHue mo OKMH
(cpennee (noaHoe) ob1ee, HayanbHOE MpodeccHoHanbHOE, cpenHee npodhecCHOHATbHOE, BEICIIEE MPO(ECcCHOHATEHOE)
HammenoBanne o0pa3zoBaTeabHOTO yupexxaeHus | JokymMeHT 00 oOpa3oBaHUH, O KBATU(H- Toxg
KaIliy WIK HAJTUYIUH CIICIIUATbHBIX 3HAHUM OKOHYAHUS
HaNMEHOBaHUE cepus HOMEp
Kpanudukanus no 10KyMeHTy 00 00pa3oBaHUU HanpasneHnue uiv crienuasbHOCTh MO0 TOKYMEHTY
Kox mo OKCO
HammeHnoBanme o0pa3zoBaTeabHOTO yupexxaeHus | JIokyMeHT 00 oOpa3oBaHUU, O KBATU(H- Toxg
Kalliu WIN HAIMYWU CTICIIUAIIBHBIX 3HAHUW |  OKOHYaHUSA
HAaNMEHOBAHUE cepus HOMEpP
Kpamudukanus no 1okyMeHTy 00 00pa3oBaHUU Hampasnenue ninm cnequalbHOCTh 0 JOKYMEHTY
Kox mo OKCO
[MocneBy30BcKOE podeccrnoHaIbHOE 00pa3oBaHUe Kon no OKMH
(acnmpaHTypa, aAbIOHKTYpa, TOKTOPAHTYypa)
HaumeHnoBanme 00pa3oBaTeIbHOTO, JlokymeHT 00 00pa3oBaHuw, Ton
Hay4YHOTO yUPEXKJICHUS HOMED, /1aTa BbIJAYN OKOHYAHUS
Hanpagnenue uiy crienuagbHOCTD M0 TOKYMEHTY
Kox no OKCO
Kon
7. Ilpodeccus
pod 1o OKTI/ITP

(ocHOBHas)

1o OKTIJITP
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8. Craxx paboTHI (110 COCTOSIHHIO HA ” 20 r.):
OO6mmit THEH MECSILIEB JIET
HenpepbiBHbIi oHen MECSIIEB JIET
Jaromuii mpaBo Ha HaTOABKY 3a BEICIYTY JIET JHEH MeECALEB JEeT
oHen MECSIIEB JIET

9. CocrosiHue B Opake Kox nmo OKMH |:|

10. CocraB ceMbu:

CreneHb poacTBa
(6 KaMIIHE POJICTBCHHMKH) damunus, uMs, OTISCTBO lNon poxnenus
1 2 3
11. ITacmopt:  Ne aTa BBIJTAYH “ ” T.
p bl

Brinan

(HauMEHOBaHME OpraHa, BBIJABIIEr0 HacHopT)

12. Anpec mecTa XKHUTEIbCTBA!

[TouToBBIlN HHIEKC

[To macnopty

ITouTOBBIN MHIEKC

dakTHnyeckui

13 2

JlaTa perucrpanuu 1o MecTy >KUTEIbCTBA r.

Howmep tenedona

Il. CBEAEHHUSI O BOMHCKOM YUYETE

6. HanmeHoBaHWEe BOSHHOTO
1. Kateropwus 3amaca KOMHCCapHaTa 1o MECTY JKUTCIILCTBA
2. BouHckoe 3BaHue
3. Cocras (mpoduiin) 7. CocTOoWT HAa BOMHCKOM yUeTe:
4. ITomHOE KOMO0BOE 0603HaueHNe BYC a) obmeM (HoMep KOMaHbI, TapTHH)
5. Kareropusi TOAHOCTH K BOCHHO# cITy)k0e 0) crieruabHOM

8.

(OTMETKA O CHATHU C BOMHCKOTO yueTa)

PaboTHuK KaApPOBOJ CTyKOBI

(TOIKHOCTB) (J1M9HAas TTOJTINCE) (pacmmdpoBKa MOJIIICH)

PadoTHuk

(JTYHAs! HOIIHCH)

“ ” 20 T.
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I11. TIPUEM HA PABOTY
W IMEPEBO/JIBI HA IPYT'YIO PABOTY
Jlnunas
Tapudnas
JlomKHOCTS (CTIEIIHANBbHOCTD, HOJIINCH
CrpykTypHOE cTaBKa (OKJIax),
Jara npodeccus), pa3psm, Kiace OcHoBaHme BIIQ/IEJbIIA
ToIpa3 IeIIeHIe Hazm0OaBKa, M
(xaTeropust) kKBanupuUKaIuu 5 TPYAOBOM
Pyo- KHMKKH
1 2 3 4 5 6
IV. ATTECTALIIUSA
Hara Pemenune xomuccun Jlokyment (npotokon) OcHoBaHHe
aTTecTaluu HOMeEp Jara
1 2 3 4 5
V. HOBbIIHEHUE KBAJIM®UKALIUN
JHara Bu HanmenoBanue JlokyMeHT
A 00pa3oBaTeNbLHOTO (ymocroBepeH#e, CBUACTEILCTBO)
Hayajga | OKOHYAHUS | TIOBBIIICHUS APEHICHIS, MECTO €10 po—— OcHoBaHme
o0yueHus | oOydeHus: | KBANH(UKAIIIH yap ’ HauMEHOBaHUE pH, JaTa
HaXO0XICHUA HOMED
1 2 3 4 5 6 7 8
VI. IPO®ECCUOHAJIBHAS ITEPENNIOAT OTOBKA
Jlara CrennaibrHOCTD Hoxyment
(AnTIIOM, CBUIETENIECTBO)
(mampaBieHwe, OcHoBaHue
Havarna OKOHYaHHMS
npodeccns) HaNMEHOBAaHNE HOMEp Jara
TIEPENOATOTOBKH [IEPETTOATOTOBKHU
1 2 3 4 5 6 7
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VII. HATPAbI (ITOOPEHMUS), IOYETHBIE 3BAHUA

JloxymeHnt
HanmMeHnoBanme Harpasl (IOOIIPEHUS)
HAaNIMECHOBAaHHE HOMEp JaTa
1 2 3 4

VIII. OTIIYCK

Bup oTmrycka (exeroaHslii, yaeOHBIH, [lepron paGoTH Komugectro Hara
6e3 coxpaHeHHs 3apabOTHOM IIaTHI KaJICHTAPHBIX OcHoBaHme
c o o Hayajga | OKOHYaHHs
u 1Ip.) JTHEH OTITycKa
1 2 3 4 5 6 7

IX. COHUAJIBHBIE JIbI'OTHbI,
Ha KOTOpbIe pa0OTHUK HMeeT IPaBO B COOTBETCTBHH € 3aKOHOJATEIbCTBOM

JoxymeHT
HaumeHoBaHue JIBIOTHI

OcHoBaHHe
HOMEp naTa BbIJauu

1 2 3 4

X. JONIOJIHUTEJIbHBIE CBEJIEHUS

XI. OcHoBaHue NpeKpalieHust
TPYA0OBOI'0 10roBOpa (yBOJIbLHEHUS)

JlaTta yBonbHeHust ” 20 T.
[Mpuka3 (pacnopsbxkenue) Ne or“ 7 20

PaboTHUK KaIPOBO CITYKOBI

(TOIKHOCTB) (J1M9HAas TTOJTINCE) (pacmmdpoBKa MOJIIICH)
PaGoTHuk

(JIM4Hast HOAIUCH)
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