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THoJiokeHHE
0 NopsiAKe BeACHH JIHIHBIX eI pabOTHHKOB

1. O6mue moI0KECHHSA

1.1. Hacrtogmee IlonoxkeHue O IMOPSAAKES BEICHHSA JHMIHBIX €71 pabOTHHUKOB OpraHu3allyy,
OCyIIeCTBIsFOINEl  00pasoBaTeNbHyI0  ACATCIBHOCTD, paspaboTaHO B  COOTBEICTBHH C
®enepanbubM 3akoHOM Ne 273-03 ot 29.12.2012 «O6 obpazosanuu B Poccuiickoi denepanuny»
¢ mMeHeHnsME ot 13 mexalbps 2024 roga, @enepalbHbM 3aKOHOM OT 27.07.2006 Ne 152 «O
HEPCOHANBHBIX NAHHBIX» C H3MECHCHWSIMH OT 6 tdespans 2023 roma, Ykasom lIpesmpaeHTa OT
30.05.2005 Ne 609 «O6 ytBepxkaeHun [[0N0XKEHHS O TEPCOHANBPHBIX NAHHBIX IOCYAAPCTBEHHOTO
ciyxamero Poccuiickoit ®denepari U BEJISHAHM €TO JIMYHOTO JENa» €C, Tpymoesmm Koznexcom
Poccmiickoli ®enepamuy, KoEKTHBHEIM JI0TOBOPOM, Y CTaBOM OpraHH3aluH, OCYIMECTRIAIOIEH
00pa3oBaTeNbHYIO JESITEHOCTE.

1.2. Jaumoe IlonoxeHWe OIpENEsCT NOPANOK BCACHUS JMTHBIX ACT MEeJaroroB ¥ WHBIX
COTPYIHHMKOB W PAGOTHHKOB LIKOJEI, ONpPENEIeT HMOPANOK dopMupoBaHHs, y4eTa U XPaHEHHUS,
BBIIAYH JIMIHBIX JIe]l BO BpEMEHHOE MOJb30BaHHAE, a TAKKE OTBETCTBEHHOCTD, IpaBa pabOTHHUKOB H
IEpexTopa 06pa3oBaTENbHON OPraHU3aIAH.

1.3. Hacrosmee ITonoskeHue yTBEPKAAETCSA MPHKA30M IO MKOJIE U ABJLICTCA 00s3aTEIBHBIM IS
BCEeX KaTeropui MmeJarorndeckux U APYTUX COTPYHUKOB IIKOJIBL.

1.4. BeneHne NMUHBIX eI TEJAaroroB W COTPYIHAKOB MIKOJNBI BO3JAracTCs Ha CeNuanicTa o
KaJ[paM OpraHM3alliy, OCYIECTBIIOMEH 00pa30BaTEeNbHYO ACATCIBHOCTD.

1.5. JIu4HOe IeNo — OCHOBHO JOKYMEHT IEPCOHATBHOTO Y4eTa, COAepKammi HanboJiee MOJHEIE
cBejieHUA 0 paboTHHKE 00Pa3oBaTebHON OPraHHu3aliH | ero TPyOBO# HesTeNbHOCTH. B mraHoe
€710 BHOCSITCS CBE/ICHUS, CBA3AHHBIC C MTOCTYILICHACM Ha paboTy U yBOILHEHHEM.

1.6. CBemeHus, cofiepkalquecs B JIWYHOM JAEIE, OTHOCATCS K KOH(QHICHINATBHOA HHQOpMAIUH,
MMEIOT OTPaHHYEHHBIN TOCTYIl B Pa3rIallicHHIO HE MOIeKaT.

1.7. JlwdHOE HeI0 BEIETCs B TeUEHHeE BCEro epruoaa paboTsl paboTHHKA.

1.8. Beenue HECKONBKHX JIHYHBIX [JEN OJHOTO pabOTHHKA o0pasoBareNbHOl OpraHu3aliy He
JOITy CKaeTCsl.

2. lopsaox GpopMHPOBAHUS JTHIHBIX el COTPYTHUKOB

2.1. ®opMumpoBaHHE IHMYHOTO [eja MENAroroB M COTPYIHMKOB 061meo0pa3zoBaTeIbHOM
OpraHM3alli¥l IPOM3BOAMTCS HEHOCPEACTBEHHO IIOCIC IpHEMa B 0011e00pa30BaTENBHY 0
OpraHM3allAi0 MM IIepeBoja IearoroB W COTPYJHHKOB W3 npyro# 00Opa3oBaTeNbHON
OpraHM3aIHH.

2.2. B COOTBETCTBHN C HOPMATHBHBIME JOKYMEHTAaMH B JIMYHBIE JIENa TENAroros i COTPYIHUKOB
OpraHM3aIliH, OCYIIECTBISIOMEH 00pa3oBaTEbHYIO [EITeIEHOCTE, BKJIAIBGIBAIOTCS CIIEIYIOIINE
JIOKyMEHTEI.



Ilna nedazozo8:

3agBIICHHE O TIpHEMe Ha padoTy;

3asBIIEHHUE O COrIacuu Ha 00pabOTKy MEepCOHANBHBIX JaHHBIX MIE€Aarora,

CIpaBKa O HaIWuKH (OTCYTCTBHH) CYAUMOCTH U (W) (aKTa yroJlOBHOTO IPECie0BaHus,
BBIIAHHOI'O COOTBETCTBYIOIUM OPraHOM IIPaBoIOpsIKa;

aBrobuorpadus;

KOIIMS TIaCIIOPTa MM UHOTO TOKYMEHTA, YOCTOBEPSIOIIEr0 IHIHOCTD;,

KOIIHSI CTPaxXOBOTO CBUIETEIHCTBA IEHCHOHHOIO CTPaXOBaHMS,

KOIIMS HACHTA(QUKAIMOHHOIO HOMEpa HAJIOrOILIATE IbINNKA,

KOIHA JOKyMEHTa BOMHCKOTO ydeTa (Ml BOEHHOOOS3aHHBIX);

KOIIHs CBH/IETENLCTBA O 3aKIFOYECHUH Opaka (IIpH HAIUYHH),

KOIIUS CBHIETENLCTBA O POXKICHUH eTell (Ipy HAIUYUH);

KOIIMH JOKYMEHTOB 00 00pa3oBaHuU;

KOIIMY JOKYMEHTOB O KBAaNH(DHKAIMH WA HATWYHE CIICHHATbHBIX 3HAHUH] (IIPH HATHYUK);
KOIIMHM aTTECTAMOHHBIX TUCTOB (IIPH HAIMIUH);

KOIIMH JOKYMEHTOB O HArpa)kKJIeHHUH ([IPU HAIMYIH);

XapaKTePUCTHKH, peKOMEH/1aTeIbHble THChMa ([P HAJIMIHHT);

IpHKa3 o mpueMe Ha paboTy;

IPHKA3 O TIEPEBOIE Ha HHYIO TODKHOCTH (IIPH HAIMYKH);

IOJDKHOCTHAS HHCTPYKIHS (IO/DKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3sHAYEHHS Ha BCE
JTOJDKHOCTH);

TPyZOBO# JOroBOp (C MOCHENYIOIHM BKIIOUYEHHEM MONONHHTENBHBEIX COTJIAMICHUH K
TPYAOBOMY JOTOBODY);

TPYIOBYIO KHIDKKY;

MEIUIUHCKYIO KHIKKY .

s pabomuuxos:

3asBJICHHE O IpUEMe Ha paboTy;

3asgBIIEHHE O COTIACHH HAa 00pabOTKy NEPCOHANBHBIX JAHHBIX IIearora;

CIpaBKa O HaJuunK (OTCYTCTBUM) CyIUMOCTH H (MiH) (haKTa yroJOBHOIO IPECIeIOBaHuS,
BEIIAHHOI'0 COOTBETCTBYIOIUM OPraHOM IIPaBOMOPSIKa,

aBToOHorpadus;

KOIIHS MACTIOPTa WM HHOTO TOKYMEHTA, YAOCTOBEPSIOIIETO JIMIHOCTD;

KOIIHSI CTPaXOBOTO CBHUJIETEIHCTBA IEHCHOHHOIO CTPAXOBAHHS,

KOIMS HIeHTH(GHKAITHOHHOI0 HOMEpA HaJIOT OILIATE IbINHKA,;

KOIIHA JOKyMEHTA BOMHCKOTO y4eTa (A1 BOCHHOOOA3aHHbIX);

KOIIMS CBUIETENHCTBA O 3aKIIFOUCHUH Opaka (IIpy HaJIHUiH);

KOIIMA CBHJIETEIHCTBA O POXKICHUAHN NeTel (IIpU HAIWYIHH);

KOIIMK JOKYMEHTOB 00 00pa3oBaHUU;

KOIIMH JOKYMEHTOB O HArpakKIeHNUH (IIPH HAJIMIUH);

XapaKTEPUCTHKH, PeKOMEHIaTeIbHBIE THChMa (IIPY HAINYNH);

pUKa3 0 IpueMe Ha paboTy;

IpHKa3 O epeBo/ie Ha HHYIO TOIDKHOCT (IPY HAIMYUH);

NOJDKHOCTHAA HMHCTPYKIWMS (JOJDKHOCTHBIE MHCTPYKIIMM ¢ MOMEHTA HA3HAYCHHS Ha BCE
TTIOJDKHOCTH);

TPYZOBO# JOTOBOP (C MOCHEHYIOMHUM BKIIOYEHHEM [IOIONHHUTEIBHBIX COTJAIICHUH K
TPYZIOBOMY IOTOBODY);

TPYIOBYIO KHIDKKY;

MEIUITMHCKYIO KHUKKY .

Pabomooamenv ogpopmasem:

TPYZOBOH IOTOBOP B ABYX JK3EMILIIPAX;
HpHKa3 0 npreMe Ha paboTy (0 mepeMemeHny Ha IPyTHE JOJDKHOCTH);
nuuHyo kaproaky Ne T-2;



e JOJHDKHOCTHYIO HHCTPYKIHIO B IBYX SK3€MILLAPAX.
Pabomooamenv 3HAKOMUM.:

¢ ¢ HOPMAaTUBHO-IIPABOBBHIMH NOKyMEHTAMHM MIKOJIBI (YcraBom, KOIEKTHBHEIM JOIOBOPOM,
TIpaBriaMu TPYJOBOTO PACIIOPAIKA H JIP. JOKATLHBIMA aKTaMn);

e ¢ JOJDKHOCTHOM HHCTPYKIHEH;

¢ [POBOJUT BBOJHBIA MHCTPYKT2X, HHCTPYKT&X IO OXpaHe TpyZda, WHCTPYKTaX IO
IIPOTHBOIIOKAPHOH 0€30I1aCHOCTH.

2.4. Tlepsuunoe ohopMiIeHHE JTUIHOTO A€Na IPEyCMATPHBACT:

e IIPHCBOEHHE JMYHOMY JIely HOMEpa COINACHO XypPHAJy yHera JMTHBIX Jel (upuoXKEeHUE
Ne 1);

e IIPOCTaBJICHHE HA OOJIOXKKE JMIHOTO Jiesia (mpunoxenne Ne 2) CleIyrOIHUX PEKBU3UTOB!
MHIEKC fena (B COOTBETCTBAM C HOMEHKIATYpOH  Jen 0061meo06pa3zoBaTeNbHOA
OpraHW3alyy; MONHOE HAUMEHOBAHUE 00meo6pa3oBaTeibHON ~ OpraHu3aluy; HOMEp
JIMYHOTO Jena; (haMHIES WMs OTYECTBO PAOOTHUKA B MMEHUTENBHOM MA/eike; ATl — [0/
Hagayia ¥ ToJ OKOHYAHWSA BEICHUS JIENa; KOJIMYCCTBO JIMCTOB; CPOK XPAHCHHS,

o [IOMCIIEHWE NOKYMEHTOB, NOMIEKAIIEX XPaHeHWIO B COCTaBe JMTHRX /ST, B
XPOHOJIOTHYECKOM HOPANKE:

BHYTPECHHSS OIMCH JOKYMEHTOB J€na (mpunosxerue Ne 3);

JIMUHBIA JECTOK 1O Y4eTy Kaapos (upunoxenus Ne 6);

3asBJICHHE O IpreMe Ha paboTy;

TIpHKa3 o IpueMe Ha paboTy;

TPYZIOBOM JOTOBOD;

JOTOBOpP O TIOJNHOH MAaTepHUalbHOH OTBETCTBEHHOCTH (ecmn  pabOTHUK —
MaTepHaNTbHO OTBETCTBEHHOE JIALIO);

XapaKTEPUCTHKH U PEKOMCH/IATEIBHBIC ICHMa;

coracue Ha 00paboTKy MEPCOHATBHBIX NaHHbIX.

2.5. JIucThl ZOKYMEHTOB, TOMEIIEHHBIX B JITIHOE JIENIO, MOITIeKAT HyMEpaltii.

2.6. C menbio obecmedenns Hauiexameli COXpaHHOCTH JIMYHOTO Aeia Hearoros 1 COTpPYTHHKOB
0011e00pa30BaTEIbHON OpPTaHU3aIHA | yao6cTBa B OOpallieHHW C HHUM IIpH bopMHUPOBAHUHT
JTOKYMEHTHI MOMEIIAIOTC B OTHCNbHYIO IamKy. [Ipu yBonbHEHHH pabOTHHKA MPOIMHBAIOTCA
HUTKAMH ¥ CIAIOTCS B apXUB.

2.7. BHyTpeHHSs OIKCH TOKYMEHTOB, HMEIOIIMXCS B JITIHOM JICIIE, NOIDKHA CozlepXKaTh CBEICHHS
0 MOPSAKOBHIX HOMEpax, HAauMCHOBAHMAX [TOKYMCHTOB JCId, KOJIMYEeCTBE JIMCTOB, Jarax
BKITIOYEHHMS] JOKYMEHTOB B JIMYHOE JEJI0 ¥ M3BATHA M3 /A, a TAKKE KEM H3BAT JOKYMEHT U TI0
KaKO! NpHUIHHE.

2.8. BHyTpeHHSs1 OMHACH COCTABILIETCS HA OTICIBHOM JHCTE IO ycTaHOBIEHHOH (opme. JIHCTBI
BHYTpEHHE} OIUCH HyMEpPYIOTCS OTICIBHO.

2.9. TIpu mOATOTOBKE JIMYHBIX AEN K Iepe/iade Ha XPAHCHUE K BHYTPEHHEH OIMCH COCTaBILICTCH
MTOrOBAS 3aIHCH, B KOTOPOil YKa3bIBAETCS MU(PAMHA ¥ MPOIICHIO KOIMYECTBO BKIOUCHHBIX B HEC
JTOKyMEHTOB ¥ KOTMIECTBO JIUCTOB JEIA.

VV VVVVYVYY

3. Ilopsnok BexeHHsi JHYHBIX el MeJaroros M  COTPYIHHKOB opraHu3aLMH,
ocymecTBIsIomeii 00pa3oBaTeIbHYIO 1eATeIbHOCTD
3.1. JIuuHOE [eJ0 TEeNaroroB H COTPYIHHKOB 0611e00pa3oBaTebHON OpraHu3allul BEICTC B
TedyeHHe BCEro Ieprofa paboThl KKIOro Hefarora u COTpyJAHHMKA B 061meo0pa3oBaTenbHON
opraHu3anuu.
3.2. JlaneHeiimee BeJGHHE NHMYHOTO JEjia IENAroroB M COTPYIHHMKOB 00mmeobpa3oBaTeNnbHOR
OpraHM3alliy [PeLyCMaTPUBAET MOMEIICHNUE B [0 JOKyMCHTOB, o0pasyromuxcs B IpoIecce
paboueii 1eATEIHHOCTH ¥ UMEIOMIUX 3HATCHUE I TPy NOBBIX OTHOIIICHWH:

e  NOTIONHEHHE K JITYHOMY JIMCTKY IO YUETY KalIpoB;

e  JIOMONHHUTEIBHBIE COITAIEHHS K TPYAOBOMY IOTOBODY;



o KONWM IPHKa30B II0 JMYHOMY COCTaBY, KOTOPBIC KacaioTC:A [eJaroroB M COTPYIHHUKOB
06meo0Opa3oBaTeNbHON OpraHU3aIIH;
e OT3pIBLI MO/DKHOCTHEIX JIMI] O TMefarore # COTPYAHHKE 06meo0pa3oBaTeNLHOM
OpraHHU3aluy;
e  KOIWMM JOKYMEHTOB O IOBBIIICHNN KBaTH(PHKAIMHT;
o KOIHUM cepTU(HUKATOB, TPAMOT;
e JIHCT — 3aBEPUTENH JeNa (COCTaBIISIOT IIPH Caqe JIMTHOTO ICTa B apxuB);
°  HMHBIE JOKyMEHTEL
33. B memsx obecredeHHs KOHTPOJIS 3 COXPAHHOCTBIO M aKTyalbHOCTBIO JIMHUHBIX ICI B
0611e00pa30BaTeIbHOM OpraHu3alul €XEroIHo (me mosmmee | xBapTaja rozja, CIEAYIOIIETO 3a
OTYETHHIM) IPOU3BOUTCS MPOBEPKA UX HATMYIHS 1 COCTOAHMA.
3.4. E>KerofHyIO IPOBEPKY COCTOSHHS JIMYHBIX J€I HA MPEeAMET COXPaHHOCTH BKJIIOUEHHBIX B
HEro JOKYMEHTOB IMPOBOJMT CIICHHABHO CO3MAaHHAs KOMHCCHS. O mpoBeIeHHBIX IPOBEpKax
JeNaeTcsl OTMETKA B JIICTE O Pe3ylIbTaTax €XerOAHOM IPOBEPKA COCTOSHMA W HATHIHI JIMYHOTO
nena (mpusoxeHue Ne 5) 1 COCTaBIAETCS aKT. Pe3ynpTaThl IPOBEPKH JTMYHBIX JIEN B 00s13aTEIPHOM
HOPSIIKE JOBOAATCA 0 TUPEKTOPA 0061meo0pa3oBaTENbHOM OpraHu3alyH.

4. Tlopsimox yd4éTa W XpaHeHHsl JHYHBIX JeJ Mefaroroe M COTPYTHHKOB OpraHA3aKH,
ocymecTBJisionieii 00pa3oBaTeIbHYI0 AeATETbHOCTD.

4.1. XpaHeHHe ¥ yd4eT JTHYHBIX JEN [earoroB M COTPYAHMKOB OpraHU3aLH, OCYIIIECTBILIOIIEH
06pa3oBaTeNbHYIO NeATEbHOCTh, OPTaHA3YIOTCS C TEJIBIO GpicTporo u 0e30MmuO0YHOTO MOKCKA
JIMYHBIX 7N, OOECIedeHHs HX COXPAHHOCTH, a TaKkKe O0ecrevueHus KOH(pHUISHIINATBHOCTH
CBeIIeHH, COIEPIKAIIIXCS B TOKYMEHTAX JIMYHBIX JelI, OT HECAHKIMOHMPOBAHHOTO JOCTYTIA.

4.2. JIuuHbIe fea COTPYHAKOB XpaHITCA B celide 001me00pa3oBaTeIbHON OpraHH3alyH.

4.3. TpymoBbic H METUIMHCKHAE KHIDKKH XPAHATCS OTACTILHO B ceiide.

4.4. JlocTynl K JHYHBIM J€JaM IIEfaroroB W COTPYAHMKOB 00meo0pa3oBaTENbHON OpraHU3aluN
AMEIOT TOJBKO CEKpeTaph, CICHUANMCT 10 Kajpam, [HPEKTOp 0611e00pa3oBaTeNbHOM
OpraHM3anMy JTE00 3aMECTHUTENH [MPEKTOpa IpH  HCIOTHCHHIH o0s3aHHOCTEN  OUpEKTOpa
0611e06pa3oBaTeNbHOM OpraHu3alliH.

4.5. CucreMaTW3anys JHYHBIX [JEJI IIEHaroroB H COTPYHUKOB 0061meo0pa3oBaTeIbHOM
OpTaHM3aIMH IPOM3BOUTCS B ai(paBUTHOM TIOPSIKE.

4.6. JluuHbIe JeNa TIeIaroroB ¥ COTPYIHUKOB 06meo0pasoBaTeNbHOH OpraHU3alliy, MMEOMIHX
TOCYapCTBEHHbBIE 3BAHHS, IPEMHH, HArPaJIbl, YICHBIC CTCTICHH U 3BAHMI, XpaHsTCs IOCTOSIHHO, a
OCTaJbHBIX COTPYIHHUKOB — 75 JIET ¢ TO/la YBOJIBHEHUS paboTrEKa (B COOTBETCTBHH C llepeunem
THITOBBIX YIPABIEHYECKHX TOKYMEHTOB).

5. Tlops0K BbIIA4H JHIHbIX /ieJl BO BPEMEHHOE MOJIb30BAHME

5.1. Beimaua AuuHBIX e (OTAENBHBIX JNOKYMEHTOB B COCTaBe JIMIHOIO Iielia) BO BPEMEHHOE
0JIb30BAHUE NPOHU3BOJUTCA C Pa3peleHHs IHUPEKTOpa 0061me06pa3oBaTEeIbHOM OpraHu3alyy 1o
3aSTBIICHHIO COTPYAHHAKA OPTaHU3ALMH, OCYIIECTBILIONIEH 00pa3oBaTENBHYIO ACATELHOCTD.

52. Pabora (o3HaKoMIIeHHME) C JMYHBIMM  JIEaMH  [CJaroros  # COTPYIHHUKOB
061meo6pasoBaTeIbHON OpraHu3aliy IPOU3BOTUTCS B npreMHO# qupekTopa. B KxoHie pabodero
IHS CEeKpeTapb WM CHEHUAIHCT IO Kaapam 06s3aHa ybequThcs B TOM, YTO BCE JIMYHBIE Tiena,
BBIIAHHBIE BO BpPEMEHHOE IIONB30BAHME, BO3BPANICHBl HA MECTO XPAHCHWI 1 ecTh JIH
HEoOXO0IMMOCTD JJIS IPHHSITHS MEP K HX BO3BPAIICHUIO UK PO3BICKY.

5.3. @aKT BLLIAYH JTMYHOTO Jeiia GUKCHPYETCs B KOHTPOILHOM XKy PHAC.

5 4. Vi3psiTHe OTICIbHBIX JOKYMEHTOB B3 JIMIHOTO Jiea IIPOU3BOMUTCA C PaspellCHHUs JUPEKTODA
001meo0pa3oBaTeNbHON OpraHu3alul ¢ odopMIIEHIEM COOTBETCTBYIOUICH 3alMCH B rpade
«IIpumeuanue» BHyTpeHHeH omucu. IIpy BpeMEHHOM HM3BATHH NOKYyMEHTA Ha ero MecTo (MEXIy
IMCTAMH COCEHHX JOKYMEHTOB) BKIAIBIBACTCS CIIPABKA-3aMECTATENb C YKa3aHUEM HaThl u
TIPMYMH U3bSTHS C HOAHMCHIO JIANA, BBIIABIICTO JOKYMCHT, 1 MTO/INKCEIO JIAIA, IOy YHBIIETO €T0
BO BPEMEHHOE II0JIb30BaHHE.



6. OdopMiieHHE JHIHBIX J€JI IEPeN] cnageil B apxuB
6.1. OdopmiieHHe TAYHBIX ACN MU MCpefaty B apXiB TPOM3BOIUTCS CIEIUAIUCTOM IO Kazfpam
061e06pa3oBaTEIbHOM OpraHu3al|y. JTa MPOLEypa BIUH0UacT:

e MOMIHUBKY (LIEpEIIET) JeTa;

e yTOYHECHHE HyMepailid JIMCTOB Jiea;

« cocrapieHHe qmcTa-3apeputens (npuaoxenue Ne 8);

e cocTaBieHHe (yTOYHEHHE) BHY TPEHHEH OMHCH;

o BHECEHHE YTOUHEHHH B PSKBH3UTHI JIMLIEBOK 00JIOKKH JeTa.

6.2. JlucT-3aBepWTENh ena JODKEH MOJNMCATH €ro COCTaBUTEIb, IIPH 3TOM JenaeTcs
pacmmppoBKa MODKHOCTH M TOJNMCH, [POCTABIIETCS Jata. B mporiecce HKCIOIb30BAHUS
APXMBHBIX OKYMEHTOB B JIMCTE-3aBEPHUTCIE JCIAIOTCS COOTBETCTRYIOMME OTMETKH. Eciu €m0
[IOIIHTO 6€3 JIMCTA-3aBEPUTEN, TO €ro Cie/yeT HAKICUTh Ha BHYTPEHHIOW CTOPOHY OOJIOKKH
nena.

6.3. C 1enpio obecredenus COXPaHHOCTH JTMIHBIX €T PEKOMEHIY CTCs:

e OGDeIMHATh WHIUBHAyATbHbIE IMIHEIE €A YBONCHHBIX COTPYAHMKOB B OIHY 00JI0XKKY
(0OBeqUHEHHOE JIENI0) C TaKUM PacieToM, 4T06EI 06BeM neia (Toma) He mpeBbmman 250
EcToB (IyTeM CIIUBKY MaTEpHANIOB HHIMBHIY AbHBIX JCI 110 ro/iaM YBOJILHEHHS);

* pacronarath MaTEpHaNbl MHIMBMIyATbHBIX [CI B MpE/CIax nena (Toma) B andaBHTHOM
nopsiake (10haMUITBHO), OTACISS MATEPUAIIBL, OTHOCAIIHECH K Pa3sHBIM HHIHBH]TY AJTbHBIM
JenaM, YMCTEIM JrcToM Oymard ¢ yKasaHueM Ha HEM damMuy, UMEHM W OTHYECTBA
COOTBETCTBYIOIIEr0 yBOJEHHOTO Iejiarora 4 COTPyNHHMKA 001me00pa3oBaTENLHOM
OpraHu3allyy,;

o CcHAGWATH KaKIOe OOBCIHMHEHHOE AeN0 (TOM) BHYTPCHHEH ONHCBIO C [IEPEUUCICHAEM
daMuTmi, UMEH M OTYECTB M yKasaHWEM HOMEpOB CTpaHHIL, B Ipenenax KOTOPBIX
PACIIONIOKEHbI COOTBETCTBYIONIIE JOKYMCHTEL.

6.4. Tlepeyada MTUYHBIX €T B aDPXUB OCYIIECTBIACTCS HE TIO3THEE TPEX JIET IIOCTIE 3aBEpIISHHS UX
B JI€IONPOU3BOJICTBE B COOTBETCTBHUH C rpadukom. [IpefBapHTENBHO CEKpETapeM, CICIHATHCTOM
Mo KaipaM OpoBEpseTCs MONHOTA M MPABUJIBHOCTH IIOJTOTOBKH JWYHBIX JOenl K Iepenade.
BrisBiieHHbIe OPU IIPOBEPKE HENOCTATKH YCTPAHAIOTCS CEKPETapeM, CIEIUAIACTOM II0 Kaapam.
Ilepenava i IpHeM NPOU3BOAATCS MO OIHCH € IIPOCTAHOBKOM OTMETOK O HAIIMYMK JIATHBIX JCTL.
6.5. JIngubie [ela MeAarorop i COTpy JHHKOB 0bme06pasoBaTeIbHON OpraHu3alyy, 3aKOHICHHAIC
JENOTPOM3BOACTBOM 10 1 sTHBaApA 2003 roza, Xxparares 75 JeT, nocue 1 sHBaps 2003 roma — 50
ser. JInuHble iena TUPeKTopa, TIaBHoro Oyxranrepa 001me06pa3oBaTeNbHON OpraHu3allih UMCIOT
TIOCTOSIHHEIHM CPOK XPaHEeHHUS.

7. OTBETCTBEHHOCTH
7.1. Tlemarors ¥ COTPYAHHKA 00meo6pasoBaTeNbHOH OpraHu3alliy 00s13aHBI CBOEBPEMCHHO
IIPEJICTABIIATH CEKPETApIO WM CISIHATHCTY 10 KanpaM CBE/ICHIA 00 W3MEHECHHH B IIEPCOHATBHBIX
TAHHBIX, BKIIOYEHHBIX B COCTaB JIMYHOTO JieNa.
7.2. PaGoTomarenb 00eCcneynBacT:
¢ COXpaHHOCTh IMYHBIX [E1 TMeJaroros #  COTPY/HUKOB 061me00pa3zoBaTeENbHON
OpraHu3aluy,
¢  KOH(WICHIMATHHOCTH CBEJEHHH, COZEPAMMXCS B JMUHBIX JClax [eJaroroB
COTPYIHHUKOB.

8. Ilpasa paGoTonaTesis 1 padOTHHKA

8.1. Jlns obecredenns 3alIUThl TIEPCOHANBHBIX NAHHBIX, KOTOPBIC XPAFATCA B JWYHBIX Jellax
[Ie[ATOTOB M COTPYJHUKOB 00Ieo0pa3oBaTebHOM OpraHu3alyy, NEAarors u COTpPYIHHUKH
0011e06pa30BaTEIbHON OpraHE3alui HMEIOT IPABO:

e TOJNYYHTH TONHYI HHO)OPMAIMIO O CBOMX MEPCOHANBHBIX [AHHBIX H 06paboTke ITUX
JTAHHEIX;



*  [OJyYHTH CBOOOMHBIHA JOCTYII K CBOMM MEPCOHABHEIM JIAHHBIM,

e IOJNyYHTH KOMHH HOKYMEHTOB, XPAHAIIMECS B ITTHOM NICIIC U coJiepIKaIue NePCOHATBHBIC
JAHHBIE.

¢  Tpe6OBATH UCKIIOUEHHS WK HCTIPABICHI HEBEPHBIX I HETIOJIHBIX IePCOHAIBHbIX TaHHBIX.

8.2. PaboTomarens UMEET IIPABO:

e 00pabaTeBaTh NEPCOHAIBHBIC NAaHHBIC NENAroroB 1 COTPYIHHUKOB 00meo6pasoBaTeIbHOMA
OpTaHM3aIluy, B TOM YACIIE U Ha SNEKTPOHHBIX HOCUTEILIX,

o 3aIpOCHTH OT IEJAroroB M COTPYTHHMKOB 061eo0pa3oBaTebHOM OpraHu3auy  BCIO
HeoOXOIUMYI0 HH(GOPMAIMIO Ul BEJCHHS JIUYHBIX NCI M 00paboTKU TIEPCOHANBHBIX
JIAHHBIX.

9. 3aK/JIIOYHTEIbHBIC MMOJJI0KEHHS

9.1. Hacrosmee [lonoxXeHre O NOPSAKS BEACHUA JIMIHBIX NEI pabOTHHKOB SBJIAETCS JOKANbLHBIM
HOPMaTHBHBIM aKTOM, IPHHIMAETCS Ha [learoru4eckoM COBETE MIKOJIBI M yTBEPKAACTCA (yubo
BBOJMTCS B AEHCTBHE) MPUKA30M JUPEKTOpa OpraHU3alliy, OCyIIECTBILIONMEH 00pa3oBaTeNbHytO
IEeSTEIbHOCTD.

9.2. Bce w3MeHEHHS M JOIONHEHHS, BHOCHMBIE B HACTOAMIEC ITonoxenre, oQOpMIIIIOTCS B
IHCHMEHHOH (opMe B COOTBETCTBHH  IEHCTBYIOIIMM 3aKOHO/IATENIECTBOM ~ POCCHHCKOM
Deneparui.

9.3. TlonosKeHHe O MOPSIKE BENEHUS JTHYHBIX JEN PabOTHHKOB 00pa30BaTeNbHOi OpraHu3alkuu
IPUEMMAETCS HA HEONPEICICHHBIH CPOK. Usmenenmss u jomoimenus K  [lomoxxeHuro
HPHHUMAIOTCS B TIOPS/IKE, IPETYCMOTPEHHOM 1.9.1. Hacrostmero [lonoxeHus.

9.4. Tlocne npumstus [lomoxenus (WK W3MEHEHMH ¥ JONOJIHEHHH OTHEIbHBIX IIyHKTOB H
Pa3/IeNioB) B HOBOM peNaKiuy IPeIbITymast pelaKius ABTOMATHUYECKH yTPauMBacT CUILY.



Tpunoxenue Nel

K TIOJIOYKEHHIO O TIOPAIKE BEIECHUA
JUIHBIX [el paboTHAKOB

XKypnan yueTa JIMIHBIX €]

Ne Hata ®amunus, | Tabemb- | Jlomksocts | CTPYKTYp- Hara u Jlata # IIpumeua-
/ odopmiie- UM, HBII (npodec- HOE HOMED HOMED HUE
0 | HHS JIMYHOTO | OTYECTBO HOMEP cHs, nofpasze- npHKasa mpHKasa

Jena riegarora crieyaitb- JieHue (pacmnopsi- (pacnops-
COTpYIHHKA HOCTb) WEHHA) O JKEHHsA) O
menarora u npuemMe mpexpaie-
COTpYIHHUKA negarora u HUH
coTpynHuKa | (pacTopie-
Ha paboty HUH)
TpPYZOOBOTO
ZOTOBOpA €
NearoroM 1
COTPYAHHKOM
(yBOnBHE-
HHH)
1 2 3 4 5 6 i 8 9




[Mpunoxenue Ne2
K MOJIOYKEHHIO O TOPAAKE BEICHHUA
JMYHBIX 1]l paOOTHHUKOB

O010)KKa JIMIHOTO Jeja

®oupg Ne

Omyich Ne

Jemo Ne

HNunexc gena

(nasBaHue 00pa3oBaTENbHOMN OpraHH3aluH)

JIMYHOE JEJIO Ne

(3aronioBOK zena)

Jlata Havaa
JlaTa OKOHYAHHUS
Ha JIHCTax
Xpa"uTh neT
®oug Ne
Omnucs Ne

Jemo Ne




[Ipunoxenue Ne3
K TIONIO’KEHHIO O TIOPSIKE BEACHNUA
JMHMHBIX JIe]1 pAOOTHHKOB

BHYTPEHHS OITMCH
NIOKyMeHTOB Jiena No

Ne WNunexe Harta Hazpanue Howmep [Tpumeuanus
n/n JOKyMEHTa IOKyMEHTa TOKyMEHTa JMCTOB
Jena
Hroro: JIOKYMEHTOB

KomuecTBO IMCTOB BHYTPEHHEH OTHCH

(umgpamMut H NPOMHCHIO)

OTBETCTBEHHLIH 3a
KaJIpOBBIA y4ET:

« »

(uQpaMH 1 NPOMHCHIO)

(noamHMCh)

202 roma




@.1.0.

[punosxenue Ned
K TIOJIOXKEHUIO O MOPAIKE BEICHUsA
JMYHBIX A€M PabOTHUKOB

JTOMKHOCTH

JImunoe nemo Ne

,[[aTa 03HaKOMIJICHUS IIeJarora
U COTpYIHHKA C THIHRIM
JEJIOM

Tloxmuchk negarora u
COTpYIHHKA

OTMeTKH, TpUMEYaHHs,
3aMedaHus




[punoxerue Ne5

K MOJIOXKEHHIO O MOPsAAKE BEACHU

JIMYHBIX €)1 pAOOTHUKOB

OTMeTKa 0 Pe3yJIbTATAX e/KeroAHOH NPOBEPKH COCTOAHMS
1 HAJIHYHS JHYHOIO Jejia

®1.0.

JIOMmKHOCTE

JTuanoe nemno Ne

Jlata mpoBEpKH

®.1.0. uneHoB
KOMUCCHH

Tlonnucu 4ieHOB
KOMUCCHH

Pesynbrar mpoBEpKU




1. ®ammnus

TTpunoxerue N6

K TTOJIOKEHUIO O TOPAOKEe BEACHHA
JIMYHBIX OCIT pa60TH’l/IKOB

JIuyHbIHi JHCTOK MO yUYeTy KaJgpoB

Yma

OT14ecTBO

2. Tlon

3. Toxn, 9KCiio M MECSI] POXKICHHUS

4. MecTo pOXACHUS

5. I'paxx1aHCTBO

(ceno, epeBHs, FOpo, paiioH, 06nacTb)

6. Ob6paszoBanue

Ha3zpanue
y4ueOHOro
3aBeJICHUS U €T0
MECTOHAXOXKIECHHUE

DakynbTET
WA
OT/IEJICHHUE

Ton
[OCTYTLICHHS

Ton
OKOHYAHHS
WJTH yX0Ja

Ecnu me
OKOHYHIL, TO
¢ KaKoro
Kypca ymen

Kaxkyro ]
CIEIHATBHOCTh
ITOJTy4XII B
pesyibTare
OKOHUYAHUS
y4eOHOro
3aBe/ICHNUA,
yka3atb Ne
IEIIOMa WK
Y IOCTOBEPEHHSI

7. Kaknmu WHOCTPaHHbIMH S3BIKaAMHU BIIAOCCTE

8. YueHas CTeleHb, YUCHOC 3BaHHE

9. Kakyie uMeeTe HayuHbIE TPYIBI X H300pETCHHU

(qmae're U MepEeBOIUTE CO CII0BapeM, YHTAETE M MOIKETE 00BACHATHCH, BJIANCETE CBO60£[H0)




10. BomonHsiemas paboTa ¢ Hadana TPYHOBOH NEATENBHOCTH (Bmovast yueOy B BBICHIMX H

CPE/IHUX CIEIHANBHBIX YICOHBIX 3aBE/ICHIAIX,

BOEHHYIO cityx0y 1 paboTy 1o COBMECTHUTEIBCTBY)

Mecsit ¥ ToJ JOIKHOCTD C yKa3aHHEM YUPEKACHHA, MecToHax0XICHHE
HOCTYILICHKS yxona OpraHM3alyH, IPEIPUSTHS, 8 TAKKE YUpEXICHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3anuH,
OPEAIPHITH

11. ITpeGriBanue 3a rpauuIei (pabora, ciIyxeOHas KOMaHIMPOBKa, OE3/IKa © neseranueil)

Mecsi u T0OJ, B xako# cTpane Lens npeOrIBaHKA 32
C KaKoro IO KaKoe TpaHHIEeH
BpEMEHHI BpeMs
12. YuacTue B BBIOOPHBIX OpraHax
MecTto BEIOOPHOTO HasBanue BEIOOPHOTO B xauecTBe KOro Toxm
oprasa oprasa BEIOpaH n30panps | BBIOBITHS

13. Kakue uMeeTe MpaBUTEILCTBCHHBIE HAarpasibl

Korna u xeM HarpaxIieH

14. OtHOMEHME K BOMHCKUM 003aHHOCTSIM ¥ BOMHCKOE 3BaHHC

CoctaB

Pox BOHiCK

(KOMaH/HBIH, TONHTHYECKHI, AIMHMHHCTPATHBHBIH, TEXHHUECKHIT H T. I.)

15. CeMeifHOE TIOJIOXKEHNE B MOMEHT 3alI0JTHEHNA TMIHOTO JINCTKA

16. Jlomarmaui angpec

(4eHBI CEMBH, C yKa3aHHEM BO3DACTa)

17. O6s3yr0Ch CBOEBPEMEHHO M3BEINATH 060 BCeX M3MCHEHMIX TAHHBIX, BKIIOYCHHBIX B JIMYHBIA

JHMCTOK II0 YUETy KaJIpoB.

« »

202

roaa




Tpunoxerue Ne7
K TIOJIOMKEHHIO O TIOPAJKE BEICHUA
JIMYHBIX ]l pabOTHIKOB

AHKETA

Damunnsa

Nms

OTuecTBO

JaTa poxXIeHHs

1. I'paxaaHcTBO (ECIIM M3MEHSIH, TO YKaXKHTE,
KOTJIa ¥ 10 KAKO# MPHIUHE)

2. OGpasoBaHme, ydYeHas CTeleHb (Koria H
Kakye ydeOHble 3aBEJEHHs OKOHYMIHK, HOMEpa
muruioMoB). CrienuanbHOCTh B KBaJTA(pUKaLIHS
10 JHTJIOMY

3. KakuMu HHOCTpaHHBIMH S3BIKAMH U S3bIKAMHI
HapozoB Poccuiickoii Penepanuy BIaIeeTe U B
Kakoit  cremenw  (uMTaeTe M MOXETC
0OBACHATHCS, BiIazieeTe CBOOOIHO)

4, BemosaseMas paboTa ¢ Hauana TpyIOBOH AEATENbHOCTH (BKIIIOUAs BOEHHYIO Iy KO0y 1 paboty
TI0 COBMECTHTENHCTBY)

Mecsi B 1oJi JIOIKHOCTH C YKa3aHUEM yIPEXKICHH, MecToHax0XICHHE
MOCTYTLICHHS yxona OpraHw3aIiH, IPEIPUITHAS, a8 TAKKE yUpexIeHUs,
MHHHACTEPCTBA (BEIOMCTBA) OpraHu3alii,
IPEIIPUATHS

5. Bamu 6u3Kye POACTBCHHUKH (KEHa, My, OTCL, MaTb, OpaThsi, CECTPHI)

CrereHb Oamunus, aMs, T'onm Mecto paboTsl, Anpec mecTa
pOZICTBA OTYECTBO POXKICHUS IIOJDKHOCTD WKUTEITBCTBA

6. ToMammHuil afpec 1 HOMep TenedoHa

7. [lacnopT HiIE TOKYMEHT, €T0 3aMeHSIOIHHA

(HOMep, CEpHist, KeM H KOTZIa BbIIAH)
8. IIOHOIIHI/ITGJIBHBIC CBEJICHUS, KOTOPHIC Bur1 xenaete COOGIH;I/ITI; o cebe

10. Ha xaxoit ypoBeHb 3apIIaThl Bel paccuuTHIBacTe?

« » 202 roma

(HOIKHOCTH OTBETCTBEHHOTO 38 KaZpOBbIH yHeT) (moamHeh) (paciuH(ppoBKa HOATHCH)




IIpunoxeHue Ne8
K TIOJIOXKEHHIO O TOPsIIKE BENEeHNUs
JMYHEIX JeJl paOOTHHKOB

JINCT-3ABEPUTEJIb

nesia Ne
B 1efe IpOIMTO U IMPOHYMEPOBAHO JHCTOB
(uutpamu K NPONUCHIO)
c Ne 1o Ne , B TOM 4HCIIE:
JMTEPHEIE HOMEpa JINCTOB
IPOIyIIeHHBIE HOMEPA JIUCTOB
+ IMCTOB BHYTPEHHEH OMHACH JICTOB
OcobeHHOCTH (U3UIECKOTO COCTOSTHUA U Howmepa nuctoB
dbopMUpOBaHHUS JIeTIa
OTBETCTBEHHBIH 34
KaJpOBBIN YUCT
(morHcs) (pacuupoBKa MOMMKCH)

« » 202 ropa




