[IpunsTa Ha [lenarornyeckom CoBere VYTBEPXJEHA

MYHHIHITATEHOTO OF0KETHOTO MPUKA30M JHUPEKTOpa
00111e00pa30BaTEIILHOTO YUPEIKICHUS MBOY «OOUI um. @acuns AxmeToBa
«OcHoBHas 0011e00pa3oBareIbHas KO c. Kapkayce» Ne 300/25

um. Gacuns Axmerosa c. Kapkayce» OT « 26 » aBrycra 2025 1.
KykMOpcKoro MyHUIIMIIAIEHOTO paiioHa

Pecny6nuku Tatapcran P.P.I'asiz0B

nporokos Ne 1 oT «26» aBrycra 2025 r.

N
JIOKYMEHT ITOAIMUCAH
SJIEKTPOHHOM IMOAITUCHIO

CBEAEHWA O CEPTUOWKATE 3N

CeptudukaT BAC365689A74173B5CF210CECED34068
Bnapeney: HypynnuHa 3emdmpa HaaumoeHa
HenctevteneH ¢ 17.11.2025 go 10.02.2027

\ J

IHonoxenue
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1. O01mme noJ10KeHUS

1.1. Hacrosimee IlonoxeHue o MOpsiAKe BEACHUS IUYHBIX Jied paOOTHUKOB OpraHu3allvu,
OCYILECTBISIIONIEH  00pa3oBaTelbHYl0  JESTENbHOCTh, pa3padOTaHO B  COOTBETCTBUU C
®denepanbHbIM 3aKk0HOM Ne 273-D3 ot 29.12.2012 «O6 ob6pa3oBanuu B Poccuiickoit Deaepanumy ¢
u3MeHeHusMu ot 28 nexadbps 2024 ronma, PenepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MEPCOHANBHBIX JaHHBIX» C U3MEHeHusMUu oT 6 ¢eBpana 2023 roma, Ykasom IIpesumenta ot
30.05.2005 Ne 609 «O6 ytBepxaenuu IlonoxkeHns 0 NEPCOHAIBHBIX JaHHBIX I'OCYJapCTBEHHOTO
ciayxkamero Poccuiickoit denepanum v BeIEHUU €ro JUYHOro Jena» ee, TpynoBbiM Konaekcom
Poccuiickoit @enepanniu, KoJIEeKTUBHBIM JOTOBOPOM, Y CTaBOM OPTraHU3ALMU, OCYLIECTBIISIIOIIEH
00pa3oBaTeNbHYIO ACSITENbHOCTD.

1.2. Hannoe Ilomoxenue ompenenseTr MOPSAIOK BEACHUS JIMYHBIX JEJ TeIaroroB M WHBIX
COTPYJHUKOB M PaOOTHUKOB IIKOJBI, OMpEIENseT MOpsI0K (OpMHUPOBaHUS, yuyeTa U XpaHEHUS,
BBIJIA4M JIMYHBIX JIEJ BO BPEMEHHOE TMOJIb30BaHUE, a TAK)KE OTBETCTBEHHOCTh, ITpaBa paOOTHUKOB U
TUPEKTOpa 00pa3oBaTeIbHON OpraHU3aIlHH.

1.3. Hacrosimee Ilonoxkenne yTBepkIaeTcs MPUKA30M MO IIKOJE U SBISETCS O0sS3aTENbHBIM JJIs
BCEX KaTE€ropui MeJarornyeckux 1 APyrux COTPYAHUKOB LIKOJBI.

1.4. Benenne NUUYHBIX /€T TE€JAroroB W COTPYIHUKOB IIKOJIBI BO3JIAraeTCs HA CHEIMAIUCTa IO
KaJpaM OpraHU3alliu, OCYIIECTBIISIIOIICH 00pa30BaTENbHYIO ACSITENEHOCTD.

1.5. JInanoe neno — OCHOBHOM JOKYMEHT MEPCOHAIBHOTO ydeTa, COAep Kalluii Hanbosiee MoTHbIe
CBeZIeHHs 0 pabOTHHKE 00pa3oBaTENbHON OpraHU3aIMHM U €ro TPYAOBOH JedaTelbHOCTH. B nmuuHOe
JIeTI0 BHOCATCS CBEJICHUS, CBI3aHHBIE C TTOCTYIUIEHUEM Ha pabOTy M YBOJBbHEHUEM.

1.6. CBeneHus, coepikaliyuecss B JUYHOM JieJe, OTHOCATCS K KOH(QHIEHIMAIbHON HH(pOpMAINH,
MMEIOT OTPAHUYCHHBIN JOCTYI U Pa3TJIallIEHUIO HE TTOJIeKaT.

1.7. JluuHOE eno BeaeTcs B TeYEHHE BCETO Meprojia padoThl paboTHUKA.

1.8. Benenne HECKOTBKHX JUYHBIX JIEJT OJHOTO pabOTHHKA OOpa30BaTeIbHOW OpraHW3aIU HE
JIOTTY CKaeTCsl.

2. llopsinok (popmMupOBaHUS JMYHBIX A€ COTPYAHHKOB

2.1. ®opMupoBaHME JHMYHOTO Jeja TelIaroroB U COTPYJHUKOB 0O0mIe00pa3oBaTeabHON
OpraHu3alliil TPOM3BOJMUTCS HEMOCPEJICTBEHHO TIOCie IpHeMa B  00IIe00pa3oBaTeIbHYIO
OpraHu3alUI0 WM NIePEBOA [IEAaroroB U COTPYIHUKOB U3 IPYToil 00pa3oBaTeIbHOM OpraHU3aluy.
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2.2. B cOOTBETCTBUU C HOPMAaTUBHBIMHU JOKYMEHTaMH B JIMUHBIE Ji€ja MEJaroroB U COTPYIHUKOB
OpraHu3aliy, OCYLIECTBISIOIIEH 00pa30BaTENIbHYIO AEATENBbHOCTb, BKJIAIBIBAIOTCS CIIEAYIOLINE
JIOKYMEHTBI:
s nedazo2o8:
* 3agBJICHME O IIpUeMe Ha paboTy;
*  3asABJICHME O COIVIACUU Ha 00pabOTKy NEePCOHAIBHBIX JaHHbIX II€1arora;
* COpaBKa O HAIMYUH (OTCYTCTBUH) CyIUMOCTH M (WIn) (aKTa yroJoBHOTO MPECIeI0BaHUS,
BBIJJAHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;
* aBrobmorpadus;
*  KOIHMs NaCHOpTa WJIM UHOTO JOKYMEHTA, YIOCTOBEPSIIOIIETO JUYHOCTH;
*  KOIMS CTPAXOBOT'O CBUJETEIHCTBA IEHCHOHHOI'O CTPAXOBaHUS;
*  KOIMs UICHTU(UKAMOHHOTO HOMEpa HAJIOTOILIATEbIINKA;
*  KOIMS JOKYMEHTa BOMHCKOTI'O y4eTa (111 BOGHHOOOSI3aHHbIX);
*  KOIMS CBUJIETEJIHCTBA O 3aKJIIOUYEHUHU Opaka (IIpU HaJIU4dun);
*  KOIMS CBUJETEIbCTBA O POXKJICHUM JeTel (MPH HATUYKMH);
*  KONHMH JOKYMEHTOB 00 00pa3oBaHUU;
*  KONMM JOKYMEHTOB O KBaIM(UKALUU WU HAJIUYUE CHIELUATIbHBIX 3HaHUH (IIPU HAIWYHHN);
*  KOIMHU aTTECTALMOHHBIX JUCTOB (IIPU HAJIUYUN);
*  KOIMM JOKYMEHTOB O HarpaxaeHuH (IIpU HAJIMYUN);
*  XapaKTepUCTHKH, PEKOMEHJATeIbHbIEe TMChMA (MIPU HATUYHH);
* IIpUKa3 O pueme Ha padory;
* [IpUKa3 O MEPEBO/IC HA UHYIO TOJDKHOCTD (MpU HAJIMYKH);
*  JIOJDKHOCTHAsi MHCTPYKLMS (JODKHOCTHBIE MHCTPYKLIMM C MOMEHTa Ha3HA4YeHHs Ha Bce
JIOJKHOCTH);
* TpPYAOBOW J0roBOp (C MOCIEAYIOIIMM BKJIIOYEHUEM JONOJHUTEIbHBIX COIVIAIIEHUH K
TPYZOBOMY JI0TOBODY);
*  TPYAOBYIO KHUXKKY;
*  MEIUUUHCKYIO KHUXKKY.
na pabomnuxos:
* 3agBJIEHME O MpueMe Ha padoTy;
*  3asABJICHME O COIJIACUU Ha 00pabOTKy NMEepPCOHATBHBIX JaHHBIX Ie1arora;
* CIpaBKa O HAJWYUK (OTCYTCTBUHM) CYAMMOCTH M (M) (PaKTa YroJOBHOIO INPECIIEOBAHMUS,
BBIIAaHHOTO COOTBETCTBYIOIIMM OPTaHOM IPABOIOPSAKA;
* asrobuorpadus;
*  KOIHM NAacNopTa WJIM UHOTO JOKYMEHTA, YJOCTOBEPSIOIIErO JTUYHOCTD;
*  KOIHS CTPaxOBOT'O CBUJIETENIHCTBA IEHCMOHHOTO CTPAaXOBaHUS;
*  KONMs UICHTU(UKAMOHHOIO HOMEpa HAJIOTOIIaTeNbIINKA;
*  KOMNHUS JOKYMEHTa BOMHCKOTO y4eTa (JIJIs1 BOGHHOOOS3aHHbIX );
*  KONMS CBUJETEIbCTBA O 3aKIIOYEHNH Opaka (IIpy HAJIM4YUK);
*  KOIHS CBUJIETEJIbCTBA O POXKIACHUM JeTel (IIpU HAIUUUN);
*  KONHMH JJOKYMEHTOB 00 00pa3oBaHuuy;
*  KOIMHU JOKYMEHTOB O HarpaxJeHuu (Mpu HATNYHH);
*  XapaKTepUCTHKH, pEKOMEH/IaTelIbHbIe THUChbMa (TIPH HATUYHH);
* TIpHKa3 O mpHeMe Ha padoTy;
* [IpUKa3 O MIEPEBOJIE HA UHYIO TOJDKHOCTD (TIpU HAJINYMH);
*  JIOJDKHOCTHAsi MHCTPYKUHUS (AOKHOCTHBIE MHCTPYKIMU C MOMEHTa Ha3HAu€HHs Ha Bce
JIOJHKHOCTH);
* TPYIOBOHW JOroBOp (C MOCIEAYIOUIMM BKJIOYEHHEM JOIMOJHUTENbHBIX COTJIAIIEHUH K
TPYJIOBOMY JIOTOBODY);
*  TPYJIOBYIO KHUXKY;
*  MEIULUHCKYIO KHUXKKY.
Pabomooamenv opopmnsem:
*  TPYyJIOBOW JOTOBOP B IBYX K3EMIULIPAX;
* TIpHKa3 O mpHeMe Ha paboTy (0 mepeMelieHnr Ha JPYTHe T0HKHOCTH);

[okymeHT co3aaH B anekTpoHHown copme. Ne 300/25 ot 26.08.2025. NcnonHutens: Hypynnuha 3.H. B SINNEKTPOHHbIA
CtpaHuua 2 n3 16. CTpaHnua cosgaHa: 23.12.2025 12:44 =¥ TATAPCTAH



* nu4HYy KapTouky Ne T-2;
*  JIOJDKHOCTHYIO MHCTPYKIUIO B JABYX 3K3EMILISpax.
Pabomooamens 3nakomum:

* C HOPMAaTUBHO-NPAaBOBBIMU JOKYMEHTaMHU IIKOJbI (YcTraBoMm, KoJIEeKTUBHBIM JJOTOBOPOM,
[TpaBuiiaMu TpyAOBOTO paclopska U Ap. JIOKAIbHBIMU aKTaMH);

* ¢ JOJDKHOCTHOM MHCTPYKIIMEH;

* TPOBOJUT BBOJHBIM MHCTPYKT@X, HHCTPYKTaX IO OXpaHE TpyAa, HHCTPYKTAXK IO
IIPOTUBOMNOXKAPHOI 0€30MaCHOCTH.

2.4. IlepBuuHoe oOpMIICHHE JIMYHOTO JieJia IPeTyCMaTpPUBACT:

* [IPUCBOECHME JUYHOMY JIEJIy HOMEpA COTJIaCHO KYpHAILy yUeTa JUYHbIX Jel (mpuioxeHue Ne
1);

* MPOCTaBIieHUE Ha OOJIOKKE JIMYHOTO Jeia (MpriokeHue Ne 2) CIeIyroIHMX PEKBU3HUTOB:
MHJCKC Jiena (B COOTBETCTBHH C HOMEHKIJIATYpOil Jes 001eo0pa3oBaTesibHON OpraHU3aIiiy;
[I0OJIHOE HAaWMEHOBaHHE 00111e00pa30BaTEIbHON OpraHu3aluyd; HOMEpP JIMYHOIO JIeNa;
damunus UM OTYECTBO paOOTHUKA B MMEHHUTEIBHOM MaJiexke; JaThl — rOJ Havajga U roj
OKOHYAHUS BEACHMS J1€N1a; KOJIMYECTBO JINCTOB; CPOK XPaHEHMUS;

* T[OMENICHHE JOKYMEHTOB, TOJUIeKAIIMX XPAaHEHHI0 B COCTaBe JIMYHBIX Jied, B
XPOHOJIOTUYECKOM IOPSAIKE:

BHYTPEHHSS OMKCh JOKYMEHTOB Jiena (mpuiiokenue Ne 3);

JUYHBIA JTUCTOK TIO YUYETy KaapoB (mpuiioxeHust Ne 6);

3asBIIEHUE O MIpHEME Ha padoTy;

MPHUKa3 O MpueMe Ha padoTy;

TPYJOBOH JOTOBOD;

JIOTOBOP O TMIOJHOM MaTepuasbHONM OTBETCTBEHHOCTH (eciu pabOTHUK —
MaTepuaIbHO OTBETCTBEHHOE JIUIIO);

XapaKTEPUCTUKU U PEKOMEHIAaTeIbHbIE TUChMA;

coriacue Ha 00pabOTKy MEePCOHANBHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, TOMEILIEHHBIX B JIMYHOE JI€JI0, TOAJIekKAT HyMEepaLuu.

2.6. C nenpro o0ecrieueHHs HaJUIeXKalled COXpaHHOCTU JMYHOIO Jiefla MeJaroroB U COTpyAHUKOB
o011eo0pa3oBaTeaIbHOM OpraHu3allud M yao00cTBa B OOpallleHUHd C HUM IpU (OPMHUPOBAHUU
JOKYMEHThI TIOMELIAIOTCS B OTAENbHYIO0 mamnky. [Ipu yBoibHeHMHM paOOTHUKA MPOIIHMBAIOTCS
HUTKaMH U CIAIOTCS B apXUB.

2.7. BHYyTpeHHssI ONUCh JOKYMEHTOB, UMEIOIIUXCS B IUYHOM JIeJie, JOJKHA COJIepkKaTh CBEJICHUS O
MOPSAKOBBIX HOMEpax, HAMMEHOBaHUSAX JOKYMEHTOB JI€Jla, KOJIMYECTBE JIMCTOB, J1aTaX BKIIOUEHUS
JOKYMEHTOB B JIMYHOE €0 U U3BATHS U3 JIeJa, a TaKKe KEeM H3bIAT JOKYMEHT U IO KaKOu
MIPUYHHE.

2.8. BHyTpeHHssI ONMUCh COCTaBJSETCS Ha OTIECIBHOM JIHCTE MO yCTaHOBJIEHHOHN (opme. JIMCTHI
BHYTpPEHHEH OMUCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpu moAroTOBKE JIMYHBIX JI€N K Mepeadye Ha XpaHEHHWE K BHYTPEHHEW OMHCH COCTAaBIISAETCS
UTOTOBasl 3alMCh, B KOTOPOM yKa3bIBa€TCs IU(PpPaMU U MPOIMUCHI0 KOJIMYECTBO BKIIOUEHHBIX B HEE
JIOKYMEHTOB M KOJIMYECTBO JINCTOB JIENa.

VV VVVVVY

3. opsinok BemeHusi JHUYHBIX /e TMeJaroroB M COTPYAHMKOB OpPraHU3aluM,
OCylIeCTBJISIONIEH 00pa30BaTeIbHYIO 1eTeJIbHOCTh
3.1. JluuHoe Aeno menaroroB M COTPYAHHKOB 0OIIe00pa30BaTeIbHOM OpraHU3allid BEIETCS B
TEUEHUE BCEro Mepuofa padOThl KaXIOro Ieaarora M COTPyJAHHKAa B 0O0IeoOpa3oBaTeIbHON
OpTraHHU3aIIH.
3.2. JlanbHeiimee BeACHHE JMYHOTO Jiefia TEJaroroB M COTPYIHUKOB 0O0IIeo0pa3oBaTeIbHOM
OpraHM3aIy TpeayCMaTpPUBAEeT MOMEIICHHE B JIeJI0 JOKYMEHTOB, OOpa3ymIIMUXCS B IMPOIecce
paboueli JesTeNbHOCTH U UMEIOUINX 3HaYeHHE JIsl TPYIOBBIX OTHOILIEHUH:

*  JIOTIOJHEHHE K TUYHOMY JIUCTKY 10 YUYETy KaJapoB;

*  JIONOJIHUTEJIBHBIE COIVIALIEHUS K TPYAOBOMY JI0TOBODPY;

* KOMWU TMPHUKA30B IO JIMYHOMY COCTaBYy, KOTOPHIE KacaloTCs MEAaroroB M COTPYIHUKOB

0011eo0pa3oBaTeIbHON OpraHU3aIiy;

[okymeHT co3aaH B anekTpoHHown copme. Ne 300/25 ot 26.08.2025. NcnonHutens: Hypynnuha 3.H.
Ctpanuua 3 u3 16. CtpaHuua cosgana: 23.12.2025 12:44

g SIEKTPOHHbIIA
¥ TATAPCTAH



* OT3BIBBI JIOJDKHOCTHBIX JIMI] O TMeJarore © COTPyAHHKE 0O0Ieo0pa3oBareabHON
OpraHu3aIuy;

*  KOIHHU JOKYMEHTOB O TIOBBIIIICHUH KBaJIA(DUKAIINH;

*  KONHHU CepTU(UKATOB, TPAMOT;

*  JIMCT — 3aBEpPUTEIIb JieJIa (COCTABIISIIOT IIPU CAAYE JINYHOTO JIENIa B APXUB);

*  HHBIE IOKYMEHTBHI.
3.3. B mensx oOecriedeHHs] KOHTPOJISI 332 COXPAaHHOCTBIO W aKTYalIbHOCTBIO JIMYHBIX JCN B
o011eo0pa3oBaTeIbHOM OpraHu3alMyu eXeroaHo (He mo3gHee | kBaprama ropga, CIEAYIOLIEro 3a
OTUYETHBIM) MPOU3BOAUTCS MTPOBEPKA UX HATTMUUS U COCTOSTHUSI.
3.4. Exerognyro npoBepKy COCTOSIHUS JTUYHBIX JeJI Ha IPEAMET COXPAaHHOCTHU BKIIFOUEHHBIX B HETO
JIOKYMEHTOB MPOBOJUT CIIEHUANBHO co3/laHHas koMmuccus. O IMpOBEIEHHBIX MPOBEPKAx JeNnaeTcs
OTMETKa B JIUCTE O pe3yjibTaTax €XEroAHOW MPOBEPKH COCTOSHHUS W HAJIWYUS JIMYHOTO Jeia
(mpunoxenue Ne 5) u cocraBisieTcsi akT. Pe3ynbTaThl MPOBEPKU JIMYHBIX el B 00s3aTEIbHOM
HOPS/IKE JOBOAATCS /10 TUPEKTOpa 001e00pa3oBaTeIbHOW OpraHUu3aIiH.

4. Tlopsiok y4éTra M XpaHeHHMsl JMYHBIX JeJ IeIaroroB M COTPYIAHMKOB OPraHU3aluM,
OCYHIECTBJISAIOIIEH 00pa30BaTEIbHYIO AeSITeIbHOCTD.

4.1. XpaHeHue U y4yeT JUYHBIX JEJ MEJaroroB U COTPYAHUKOB OPraHU3AlMM, OCYILECTBIISIOLIEH
00pa30BaTeNbHYI0 JEATEIbHOCTh, OPIaHU3YIOTCS C LIEJIbI0 OBICTPOro M 0€30IMO0YHOro IMOUCKa
JUYHBIX JIeJ, OOECTeYeHHs WX COXPAHHOCTH, a TaKXKe OO0ecledyeHus: KOH(HIECHIMATHHOCTH
CBEJICHUI1, coJiepKaluXxcs B JOKyMEHTaX JIMYHbBIX J€Jl, OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

4.2. JInuyHble Aena COTPYAHUKOB XpaHsTCs B celihe 0011eo0pa3oBaTeIbHON OpraHu3aluu.

4.3. TpynoBble 1 MEJUIIMHCKNE KHIDKKH XpaHATCS OTIENBHO B ceide.

4.4. JlocTyn K JMYHBIM JeJaM TEJaroroB U COTPYAHHMKOB OO0IIe00pa30oBaTEIbHON OpraHu3aIuu
UMEIOT TOJBKO CIELUAIUCT IO KajpaM, JUPEKTop o0lieo0pa3oBaTeabHON OpraHu3aluu Jubo
3aMECTHTEIH JUPEKTOpa NpPU HCIOIHEHUH OO0sI3aHHOCTEW JUpeKTopa o00meo0pa3oBaTeIbHON
OpraHu3aluy.

4.5. CucremaTtu3anus JJMYHBIX JI€J IIE1aroroB U COTPYAHUKOB 00111€00pa30BaTe/IbHON OpraHu3aluu
IPOU3BOUTCS B al(paBUTHOM MOPSAKE.

4.6. Jluunple nena MEAAroroB M COTPYIHUKOB 00IIe00pa3oBaTeIbHON OpPraHH3allid, WMEIOIINX
rOCyJJapCTBEHHbIE 3BaHMs, IPEMUH, HArpajbl, YU€HbIe CTETIEHNU U 3BaHUs, XPAHATCS MOCTOSHHO, a
OCTaJIbHBIX COTPYJHUKOB — 75 JIET ¢ rojia yBOJIbHEHUs paboTHUKA (B cOOTBETCTBHM C Ilepeunem
TUIOBBIX YIIPABIEHUYECKUX JJOKYMEHTOB).

S. Ilopsinok BbIIA4YH JIMYHBIX €] BO BpEMEHHOE N0JIb30BaHHE

5.1. Bpigaua nuuHbIX Jed (OTAEIbHBIX JOKYMEHTOB B COCTaBE€ JIMYHOIO Ji€Jla) BO BPEMEHHOE
MOJIb30BaHKE MPOU3BOAUTCS C pa3pellieHus TUpeKTopa o01eo0pa3oBaTeIbHON OpraHU3alUU MO
3asIBJICHUIO COTPYAHMKA OPraHU3alli1, OCYIIECTBISIONIEH 00pa30BaTeNbHYIO €S TEIbHOCTD.

5.2. Pabora (O3HakOMJIEHHWE) C JUYHBIMH  JeJaMM  MEeJaroroB ¥ COTPYIHUKOB
o011eo0pa3oBaTeIbHON OpraHU3alK MIPOU3BOJUTCS B MPUEMHON aupekTopa. B koHie pabouero
JIHSI CeKpeTaph WM CHEIMAJIMCT M0 KajapaMm o0si3aHa yOequTbcs B TOM, YTO BCE JIMYHBIE JIeNa,
BbIIaHHbIE BO BPEMEHHOE II0JIb30BaHHE, BO3BpAlllEHl HAa MECTO XpaHEHUs U €CTb JII
HEOOXOIUMOCTB JIJIsl IPUHATHUS Mep K UX BO3BPAILEHUIO WIIN PO3BICKY.

5.3. ®@axT BbIIaYM JIUYHOTO Jesia GUKCUPYETCs B KOHTPOJIBHOM JKypHalle.

5.4. N3psaTHE OTAEIBHBIX JOKYMEHTOB M3 JMYHOIO J€ja MPOU3BOIAUTCS C pa3pelleHus TUPEKTopa
0011e00pa3oBaTeIbHON OpraHu3anuu ¢ O(QopMIECHHEM COOTBETCTBYIOMIEH 3amucu B Tpade
«IIpumeuyanne» BHyTpeHHeH onucH. IIpy BpeMEHHOM M3BATUU JOKYMEHTA Ha €ro MECTO (MEeXay
JUCTAMHU COCEIHHUX JIOKYMEHTOB) BKJIAJbIBAa€TCS CIpaBKa-3aMECTHTENb C YKa3aHHEM JaTbl U
IPUYUH U3BATHS C TMOJAIMUCHIO JIMILA, BBIJABLUIETO JOKYMEHT, U MOANKCHIO JINLA, TOTYYUBIIETO €r0
BO BPEMEHHOE M0JIb30BaHUE.

6. OopMireHHe TMYHBIX /€] Nepe] cAavYeil B apXUB
6.1. Odopmienne TUYHBIX JAed A Nepeadyd B apXuB MPOU3BOJUTCS CIEIHATUCTOM IO KaJapam
0011eo0pa3oBaTeabHON OpraHu3aui. JTa MpoLeaypa BKI0YaeT:
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* TOJIIMBKY (MIEpEIieT) Jaena;

* YTOYHEHHE HyMepalluu JIUCTOB JeNa;

*  COCTaBJIEHHUE JIMCTa-3aBepuTeds (npuioxxenue Ne 8);

* cocraBieHue (yTOUHEHHE) BHYTPEHHEH onucH;

* BHECCHHE YTOUYHEHMH B PEKBHU3HTHI JHIIEBOM OOJIOKKH /Iena.

6.2. Jlucr-zaBepuTenp Jena JOJDKEH MOJIKMCATh €ro COCTaBUTENb, IpPU 3TOM JeaeTcs
pacm@poBKa OKHOCTH U TOAINKCH, MPOCTaBIseTcs Jara. B mpouecce wHCHoOIb30BaHUS
apXMBHBIX JIOKYMEHTOB B JIUCTE-3aBEpUTENEC AETAITCS COOTBETCTBYIOLIME OTMETKH. Ecnu neno
HOJIINTO O€3 JINCTa-3aBEpPUTENsl, TO €ro CIEAyeT HAKJIEUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKU
Jena.

6.3. C nenbio obecreyeHns: COXpaHHOCTH JIMUHBIX JIE]T PEKOMEH Ty €eTCsI:

* 00BeNUHATH MHIUBUAYATbHBIC JIMYHBIC JI€Ta YBOJCHHBIX COTPYIHHKOB B OJHY OOJIOKKY
(oOBeAMHEHHOE NIeJI0) ¢ TAaKMM pacueToM, 4ToObl 00beM Jena (ToMa) He mpeBbiman 250
JUCTOB (ITyTE€M CIIMBKU MAaTE€PHUAIOB MHAWBUIYAIbHBIX JIE] 10 T0JaM YBOJIbHEHHUS);

* pacrnojaraTh MaTepHajbl MHIAMBHUIYaJbHBIX J€JI B Ipejenax jaena (ToMa) B andaBUTHOM
nopsiike (mopamMuiIbHO), OTAETSAS MaTepHalibl, OTHOCSIINECS K Pa3HbIM HHIUBUAYaIbHBIM
JienaM, YMCThIM JIMCTOM OyMmard ¢ yKa3aHHeM Ha HeM (GaMWIUM, UMEHH U OT4ecTBa
COOTBETCTBYIOILIETO  YBOJIGHHOTO Iejarora M COTpyAHHMKa 0011eo0pa3oBaTebHOMN
OpraHu3aluy;

* cHa0XaTb Kaxjoe OOBEAMHEHHOE [el0 (TOM) BHYTPEHHEW ONMCHIO C MNEPEYUCIIEHUEM
damunuii, UMEH M OTYECTB U YKa3aHHEM HOMEpPOB CTpaHUI], B Ipejaerax KOTOPBIX
PacIoIOKEHBI COOTBETCTBYIOIIUE IOKYMEHTHI.

6.4. Ilepegaya TUYHBIX A€ B apXUB OCYIIECTBIIAETCS HE MO3HEE TPEX JIET MOCIIE 3aBEPLICHUS UX B
JIeTTOTIPOU3BOICTBE B COOTBETCTBUH C TpadukoM. [IpenBapurenbHO ceKkpeTapeM, CIEHaaIiucTOM 10
KaJ[paM MpoBepsieTCs MOJHOTA U MPaBUIILHOCTh MOATOTOBKY JIMYHBIX €] K nepenade. BeisiBieHHbIE
IIpU [POBEPKE HEAOCTATKU YCTPAHSIOTCS CEKpeTapeM, CIeHuanucToM no kaapam. Ilepenaua u
IpUEM MPOU3BOIATCS MO ONUCH C IPOCTAHOBKOM OTMETOK O HAJIMYUM JIMYHBIX JEI.

6.5. JInuHble Jena negaroroB U COTPYAHHUKOB 00111e00pa30BaTeIbHON OpraHu3alny, 3aKOHYEHHbIE
nenonpousBoacTBoM 10 1 ssHBapsa 2003 rona, xpansrces 75 net, nocie 1 suBaps 2003 roga — 50 ner.
Jluunbie nena nupekTopa, TIaBHOTO OyXxraiarepa o00I11eo0pa3oBaTeIbHON OpraHU3allid HMMEIOT
HOCTOSIHHBINA CPOK XpaHEHHUS.

7. OTBEeTCTBEHHOCThH
7.1. Tlegarorm W COTPYAHUKH OOIIe00pa30BaTEIbLHON OpraHU3alMK O0s3aHBl CBOCBPEMEHHO
MPEJICTaBIISTh CEKPETAPIO WM CHEIHAIUCTY MO KajpaM CBeAeHHs] 00 M3MEHEHHH B TIEPCOHAIBHBIX
JTAaHHBIX, BKITFOYCHHBIX B COCTaB JIMYHOTO JIea.
7.2. PabGoTonaTenb o0ecreynBacT:
*  COXPaHHOCTH JIMYHBIX JEJ TIeIarOrOB U COTPYTHUKOB 001Ie00pa3oBaTelIbHON OpraHnu3alnu;
* KOH(HIECHIUMAIBHOCTh CBEICHUN, COJEp)KAIIMXCS B JIMYHBIX Jelax T[eJaroroB u
COTPYTHUKOB.

8. IIpaBa paGoronareJisa u pabOTHHKA
8.1. Jnst oOecrieueHusi 3allUThl MEPCOHATBHBIX JAHHBIX, KOTOPHIE XPAHITCS B JIMYHBIX Jelax
MeJaroroB M COTPYJIHUKOB 0OMeo0pa3oBaTeIbHOW OpraHW3allid, TeJarord W COTPYIHUKH
0011eo0pa3oBaTeIbHON OpraHU3aIlui UMEIOT MPaBo:
*  TIOJNYYHTHh TOJHYH0 HH(GOPMAIMIO O CBOUX MEPCOHAIBHBIX JAaHHBIX M 00pabOTKE ATHX
JAHHBIX;
° MOJIYyUHUTh CBO6OHHBII>1 JOCTYII K CBOMM II€PCOHAJIIBHBIM JJAHHBIM;
* MOJYYUTh KOMUHU JIOKYyMEHTOB, XPAHSIIHECS B TUYHOM JIEJIe U COAepIKaIlie MePCOHATbHBIC
JaHHBIC.
* TpeboBaTh UCKITIOYCHHUSI UM UCTIPABICHUS HEBEPHBIX M HETIOTHBIX MEPCOHATBHBIX TAHHBIX.
8.2. Paboromarens nuMeeT mpaso:
* 00pabaTpIiBaTh MEPCOHAIBHBIE JaHHBIC MEJAroroB U COTPYTHUKOB 00IIe00pa3oBaTeIbHOM
opraHu3alr, B TOM YUCJIC KU Ha SJICKTPOHHBIX HOCUTECIIAX,
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* 3ampPOCUTh OT TMEAAroroB M COTPYIHUKOB OOIIEOOpa3OBaTEIbHONW OpTraHU3AIMUA BCIO
HEOOX0oAMMYI0 HH(OpMAIUIO g BEACHHUS JMYHBIX A€l U 00pabOTKH TEpPCOHATBHBIX
JAHHBIX.

9. 3akyII0YUTeIbHBbIE TOJI0KEHU S

9.1. Hacrosimiee Ilonoxenne o mopsiake BEJCHHs JIMYHBIX J€J1 pAOOTHUKOB SBIISETCS JIOKAIbHBIM
HOPMATHUBHBIM aKTOM, NMpHHUMAaeTca Ha llemarornyeckoM coBeTe IIKOJBI U yTBepxkaaercs (Jinbo
BBOJMTCS B JCWCTBHE) NMPUKA30M JUPEKTOpPA OpPraHU3allMU, OCYIIECTBISIONICH 00pa30BaTEIbHYIO
JESITEIIbHOCTD.

9.2. Bce u3MeHEHHMs W JONOJHEHHWs, BHOCHUMBIE B Hacrosimee llomoxkenue, opopMmIsSIOTCS B
MMCbMEHHON (popMe B COOTBETCTBUU JACHCTBYIOIIMM 3aKOHOATEIHCTBOM Poccuiickort Denepanmm.
9.3. TlonoxxeHne O MOpSAIKE BEACHUS JUYHBIX AET PabOTHUKOB 00pa30BaTEeNbHOW OpraHU3aluu
MPUHUMAETCS Ha HEONpPEeIeHHbIN cpok. 3mMeHenus u gononHeHus K [lonoxxeHuio npuHUMaroTCs
B IIOpSJIKE, IPeyCMOTpeHHOM 11.9.1. Hactosimero [lonoxenus.

9.4. Tlocne mupunstus I[lomoxxkenuss (WM W3MEHEHUH W JIONMOJHEHMH OTIEIBHBIX IYHKTOB U
pa3/iesioB) B HOBOM peAaKkluy NpeablIylas peJaklys aBTOMaTUYECKU YTPAaunBaET CUILY.
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KypHan ydyera TUUHBIX A€l

ITpunoxxenne Nel
K IIOJIOKEHUIO O MOPSAIKE BEICHUS
JIMYHBIX JIEJT PaOOTHUKOB

No Hara ®damunus, | Tabenb- | JlomkaocTs | CTPYyKTYp- Harta u Hara u [Ipumeua-
1/ | odopmite- ums, HBIN (mpocpec- HOE HOMEp HOMeEp HUE
n HUS OTYECTBO HOMeEp cus, nojpase- npuKasa MpHKa3a
JUYHOIO | Iejarora u crernualb- JeHUE (pacnops- (pacnopsi-
nena COTpYAHHUKA HOCTB) JKEHUSA) O KEHUS) O
nejgarora u npuemMe npeKparte-
COTpYJIHUKA nejarora u HUU
coTpyaHuka | (pacropixe-
Ha paboTy HUHN)
TPYI0BOT'O
JIOTOBOpA C
MeJJarorom u
COTPYJHUKOM
(yBOJIBHE-
HUH)
1 2 3 4 5 6 7 8 9
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ITpunoxenne Ne2
K IIOJIOKEHUIO O MOPSAIKE BEICHUS
JIMYHBIX JIEJT PaOOTHUKOB

O0J105KKa JIMYHOrO Jiejia

Donx Ne

Ormmce Ne

Heno Ne

Nunexc nena

(Ha3BaHME 00pa30BaTEIHLHOIN OpraHU3aINN)

JIMYHOE JEJIO Ne

(3aroyioBOK jena)

JlaTa Hayama

Jlata okoHUaHUs

Ha JINCTAX
XpaHUTh aer
®onmg Ne
Omnmuce Ne
Hemo Ne
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ITpunoxxenne Ne3

K ITOJIOKCHUIO O MMOPAAKE BEACHHUA

BHYTPEHHSIS OITMCH
JIOKYMEHTOB Jienia Ne

JIUMYHBIX OCII pa6OTHI/IKOB

Ne HNunexc [Hara HasBanue Howmep [Ipumeyanus
n/n JOKyMEHTa JIOKYMEHTa JIOKYMEHTa JMCTOB
Jena
Hroro: JOKYMEHTOB

(g paMu 1 TPOIUCHIO)

KomngecTBo HCTOB BHYTpeHHeﬁ OIMINCH

(mmdpamMu 1 TPOMUCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(moamuce)

« » 202 roma
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©.1N.0.

ITpunoxxenne Ned
K IIOJIOKEHUIO O MOPSAIKE BEICHUS
JIMYHBIX JIEJT PaOOTHUKOB

JIOMKHOCTH

JInunoe gemno Ne

JaTta o3HakoMJIeHuUs rearora
Y COTPYIHUKA C JINYHBIM
JIEJIOM

Iloanuce nemarora u
COTpYyAHHUKA

OTMeTKH, MpUMEUYaHus,
3aMCYaHUS
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IIpunoxxenne Ne5

K ITOJIOKCHUIO O MMOPAAKE BEACHHUA

JIUMYHBIX OCII pa6OTHI/IKOB

OTMeTKAa 0 pe3yJIbTATAX €5Kero{HOHM NMPOBEPKH COCTOSIHUS
U HAJTUYHUS JIMYHOTO JeJia

®.1.0.

JIOKHOCTH

JInunoe gemo Ne

Jara npoBepku

d.N.0O. uneHoB
KOMHCCHU

Tloamucu uieHoB
KOMHUCCHUH

PesynbTar nmpoBepku
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ITpunoxxenne Neb
K TIOJIO’KEHHIO O TIOPSIIKE BEICHUS
JIUMYHBIX OCII pa6OTHI/IKOB

JIMYHBIA JJUCTOK IO Y4eTy KaJApOB

1. ®amumtus

Nwmsa OT4yecTBO

2. Ilox

3. T'ox, 4KCIIO U MECSII] POKICHUS

4. MecTo poxJIeHUs

(ceno, nepeBHs, ropoJ, paiioH,
00J1aCcTh)

5. I'paxxgaHcTBO

6. O6pazoBanue

Hasanne dakynbTeT I'on I'on Ecnu ne Kakyro
yueOHOro U NOCTYIUIEHHS | OKOHYaHUs | OKOHYWJI, TO | CHELUAIbHOCTh
3aBENICHUA U €r0 OTJIEICHHE WIH yX0aa C KaKoro ITOJIYYHJI B
MECTOHAXO0XKICHHUE Kypca yIesn pesynbTare
OKOHYaHUSA
y4eOHOTO
3aBelCHUA,
ykaszatb Ne
JUIUIOMA WIN
YAOCTOBEPEHUS

7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

(‘-II/ITaeTe " IepeBOAUTE CO CJIOBAPEM, UUTACTC U MOKCTEC O6’b}ICH${TBC${, BJIAACCTC CB06OI[HO)

8. YucHas CTCIICHb, YUCHOC 3BAHUC

9. Kakue nmeete HayyHble TPY/bl U U300peTeHUS

10. BrimosnHsemas pabora ¢ Hayajia TPYJIOBOM JesTeNbHOCTH (BKJIOYas ydye0y B BBICHIMX U
CPEIHMX CIIEIUAIBHBIX YUeOHbBIX 3aBEJCHUSAX, BOCHHYIO CIIY>KOY 1 pabOoTy 110 COBMECTUTENILCTBY)

Mecsi u ToJ I[OJ'I)KHOCTB C YKa3zaHUEM YUPCKACHUA, MecToHaxoxaeHue
MOCTYIIJIICHHUA yxoaa opraHu3aluu, NPEANIPUATHUA, a TAKKC YUPECIKACHUA,
MUHHUCTEPCTBA (BCI[OMCTBa) opranmu3alnuu,
OpeanpuiATHs
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11. IIpeOpiBanme 3a rpanunieii (pabota, cirykeOHasi KOMaHIUPOBKA, TTOE3/IKa C Jeierauei)

Mecsn u ron B kakoii ctpane L{ens nmpeObIBaHUs 3a
C KaKoro 10 KaKoe TrpaHULIEN
BpEMEHU BpeMsl
12. YyacTue B BBIOOPHBIX OpraHax
MecTto BEIOOPHOTO Ha3zBanue BeibopHoro | B kauecTBe KOro log

oprasa

oprasa

BBIOpaH

n30paHust | BBIOBITHSA

13. Kakue uMeere npaBUTEIbCTBEHHBIE HArPaJIbl

Koraa u keM HarpaxaeH

14. OTHOLIEHNE K BOMHCKHUM 00s13aHHOCTSIM M BOMHCKOE 3BaHHE

CocraB

Pon Botick

(KOMaHIHBIN, TOJIMTUYECKUH, AIMUHUCTPATUBHBINA, TEXHUUYECKUH U T. 11.)

15. CeMeliHOE TOJIOKEHNE B MOMEHT 3aIOJIHEHUS JTUYHOTO JINCTKA

16. JlomamHuii agpec

(41eHBI CEeMbH, C YKa3aHUEM BO3PAcTa)

17. O06s13y10Ch CBOEBPEMEHHO M3BEIIAaTh 000 BCEX M3MEHEHMSIX NAHHBIX, BKIIOYEHHBIX B JTUYHBII

JIUCTOK I10 YUYETy KaJpoB.

« »

202  rona
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IIpunoxxenne Ne7
K IIOJIOKEHUIO O MOPSAIKE BEICHUS
JIUMYHBIX OCII pa6OTHI/IKOB

AHKETA

Ddamuns

ms

OTyecTBO

Jara poxxaeHus

1. I'paxknancTBO (€Ciy MU3MEHSIIN, TO YKaXHUTE,
KOI'JIa U 10 KaKOW MPUYNHE)

2. OOpa3oBaHue, yuyeHas CTeleHb (Korga M
Kakue y4yeOHbIE 3aBEACHHUS OKOHYIIIM, HOMEpa
quTuIoMoB). CriennanbHOCTh M KBaTH(PUKAIUS
10 JUILJIOMY

3. Kakumu MHOCTpaHHBIMH SI3BIKAMH U SI3bIKAMU
HapoaoB Poccuiickoit denepanuu BiaajaeeTe U B
Kakoil  cTemeHu  (YdTaere U MOXKETE
00BSCHATHCS, BIaZieeTe CBOOOHO)

4. Beimonusiemast paboTa ¢ Hayajga TPyAOBOU ACATEIHLHOCTH (BKJIIOYAsi BOCHHYIO CIYKO0y U paboTy
110 COBMECTHUTEILCTBY)

Mecsiu u roa JIOJ>KHOCTB € yKa3aHUEM YUPEKIACHNUS, MecToHaxoXIeHHE
MOCTYIICHUS yxozaa OpraHu3alyy, MPEANPUATHS, a TAKKE YUpexKIACHUS,
MUHHUCTEPCTBA (BEOMCTBA) OpraHu3aluy,
NPEANPUSITHS

5. Bamm Onam3kue poJCTBEHHUKHU (3K€HA, MYXK, OTeIl, MaTh, OpaThsi, CECTPHI)
Crenenn damunus, ums, lon Mecto paboThl, Anpec mecTa
poJicTBa OTYECTBO POXKICHHUSI JIOJDKHOCTh JKUTEIIbCTBA

6. Jlomaninuii agpec 1 HoMep TeredoHa

7. IlacnopT WJIM TOKYMEHT, €r0 3aMEHSIOIIHI

(HOMED, cepusi, KeM U KOT/Ia BBIJIaH)
8. JlomoTHUTENbHBIE CBEJIEHUS, KOTOphIe BhI *xemaere cooOumTh 0 cede

10. Ha kaxoii ypoBeHb 3apruiatel Bel paccuntsiBaeTe?

« » 202  ronma

(1OKHOCTD OTBETCTBEHHOTO 3a KaJpOBBIM yuerT) (moamuce)
(pacumgpoBKa MOAMHUCH)
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JIMCT-3ABEPUTEJIb

ITpunoxenne Ne§
K TIOJIO’KEHHIO O TIOPSIIKE BEICHUS
JIUMYHBIX OCII pa6OTHI/IKOB

aesa Ne
B nene npommto u npoHyMepOoBaHO JINCTOB
(mudpamu u
IIPOIUCHIO)
¢ Neo mo Ne , B TOM YHCJIE:
JIUTEpHBIC HOMEpa JINCTOB
MPOIYLIEHHbIE HOMEpa JINCTOB
+ JINCTOB BHYTPEHHEH ONMKUCH JINCTOB
OcobeHHOCTH (PU3NIECKOTO COCTOSTHUS U Howmepa nucros
(dhopmMupoBaHHMs era
OTBETCTBEHHLIH 3a
KaJIpOBBIM y4yeT
(moamuce)
(pactupoBKa MOIITUCH)
« » 202  rona
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