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IHonoxenue
0 MOPsSA/AKe BeJeHUA JUYHBIX JeJ PA0OTHUKOB

1. O01ue moJI0KeHUus

1.1. Hacrosmee [lonoxxenue o mopsike BeAeHUs TUIHBIX Aes paboTHIKOB MOY «bermomopckas
COMI Nely» pazpabotano B cootBeTcTBHH ¢ DenepanbHbiM 3akoHOM Ne 273-D3 ot 29.12.2012
«O06 ob6pazoanuu B Poccuiickoit @eaepanuny, DdenepanbHbiM 3akoHOM OT 27.07.2006 Ne 152
«O mepcoHANBHBIX JaHHBIXY», [Ipukazom denepaabHOTO apXWBHOTO areHTCTBA OT 23 nmekalps
2009 rona N 76 «O06 yrBepkaeHnn MeToIUYecKnX peKOMEHAAIMH 10 pa3paboTKe MHCTPYKITUH
IO JIeTIONPOU3BOJICTBY B (pefiepabHbIX OpraHax UCIOJHUTEIbHOM BIacTh», Yka3oM [Ipesunnenrta
or 30.05.2005 Ne 609 «O06 yrBepxknenun I[lonmoxkeHHWs O TEPCOHATBHBIX JTaHHBIX
rocyapcTBeHHOro ciyxamiero Poccuiickoii ®denepanuu W BEACHUU €ro JUYHOIO JEJay,
Tpynossim Konexkcom Poccuiickoit ®@eneparuu, KomnektuBHbIM 0TOBOpoM, YcraBom MOY
«benomopckas COLL Nel»

1.2. Jlannoe IlonoxkeHue ompenenseT MOPSAIOK BEAEHUS JMYHBIX JeJ IeJaroroB U HHBIX
COTPYIHHKOB M PaOOTHUKOB HIKOJIbI, OIPEENISET MOPAI0K (GOPMUPOBAHUSA, yUETa U XpaHEHUS,
BBIJIAYU JIMYHBIX JEJ1 BO BPEMEHHOE M0JIb30BaHKE, a TAKKE OTBETCTBEHHOCTD, IPaBa pabOTHUKOB
u qupekropa MOY «benomopcekas COLI Nely.

1.3. Hacrosimiee [Tonoxenue yrBep:kaaeTcs MpUKa30M IO MIKOJIE U SBISETCS 00sS3aTeIbHbIM IS
BCEX KaTerOpHii MeAArornyecKuX U APYrux COTPYAHUKOB IIKOJIBI.

1.4. Benmenue nWYHBIX JeN TMEJAaroroB W COTPYAHUKOB IIIKOJIBI BO3JIAaraercs Ha
nenonpousBoautesst MOY «benomopckas COLLL Nely.

1.5. JluyHoe neno — OCHOBHOHM JOKYMEHT IE€pPCOHAJIbHOIO Yy4yeTa, COAepKaluii Haubolee
TIOJIHBIE CBEJICHHs 0 pabOTHHKE 00pa3oBaTeNbHON OpraHU3allii U €ro TPYAOBOH JIEATEIHHOCTH.
B nuvHOeE €710 BHOCSTCS CBE/ICHUS, CBA3aHHBIE C TOCTYIUIEHHEM Ha paboTy U YBOJIHbHEHHEM.

1.6. CBenenus, coqiepkaiuecs B JMYHOM JieJie, OTHOCSTCS K KOH(pUIEHITHAIBbHOM HHbOpMaIui,
HMMEIOT OTPaHUYEHHBINA JOCTYI U PA3TJIALICHUIO HE MOIEekKaT.

1.7. JInaHOe neno BeAeTcs B TE€USHHE BCETo Meproaa paboThl paboTHHKA.

1.8. Beaenne HECKOJIBKHUX JMYHBIX JIeJ OJHOTO pabOTHHKA 0Opa30BaTENbHON OpraHU3aIluU HE
JIOTyCKaeTcsl.

2. llopsanok (popMUpPOBAHUS JIMYHBIX €1 COTPYAHUKOB

2.1. ®opMupoBaHUE JUYHOIO €A eJaroros u corpyaHukos MOV «benomopckas COLLL Nely



MIPOU3BOIUTCS. HETIOCPEICTBEHHO MOCJE MpHeMa B 00IIe00pa3oBaTeNbHYI0 OPraHU3aAMIO0 HIIH
MepeBo/ia MEeIaroroB U COTPYAHUKOB U3 APYroil 00pa30BaTeIbHON OpTaHU3aIHH.

2.2. IIpu noctyruieHuu Ha paboTy pabOTHUK NPEAOCTABIISET:

s nedazoeos:

3asBIICHHE O MpHEeMe Ha padoTy;

3asBJICHUE O COTJIACHH Ha 00pabOTKY MEPCOHATBHBIX JaHHBIX MEIarora;

ClpaBKa O HAJUYUM (OTCYTCTBHM) CYIMMOCTH M (MiH) (pakTa yrojJOBHOTO IMpECieAOBaHMS,
BBIJJAHHOTO COOTBETCTBYIOLIUM OpPraHOM IIPaBONOPSKa,;

aBTOOHOTpadus;

KOIKS NacopTa UM UHOTO JOKYMEHTA, yIOCTOBEPSIOLIETO JINYHOCTD;

KOITHS CTPAaxOBOI'O CBUJETENBCTBA IEHCUOHHOTO CTPaXOBaHUS;

KOIHUS UACHTU(PUKAIIMOHHOTO HOMEPA HaJIOTOIJIaTe bIIHNKa;

KOIKS JOKYMEHTa BOMHCKOTO y4eTa (i1 BOEHHOOOSI3aHHBIX);

KOIHS CBUJETENBCTBA O 3aKJIIOUEHUH Opaka (Tipy HaJIM4YKH);

KOIHS CBUJETENBCTBA O POXKACHUN JeTel (IIpU HAIMYKH);

KOIHUHU JOKYMEHTOB 00 00pa3oBaHuU;

KOIUU JOKYMEHTOB O KBaJU(UKALMU WIN HAIMYUE CIIEHUATbHBIX 3HAHUH (MIPU HATTMYMN);
KOIHHU aTTECTAllMOHHBIX JUCTOB (IIPU HATUYHUH);

KOIHHU JOKYMEHTOB O HarpaKJAeHUH (IIpyU HAIUUUH);

XapaKTEePUCTUKH, peKOMEHaTebHbIE TChbMa (ITPU HAJIUYUN);

MpUKa3 o mpuemMe Ha paboTy;

MIPHUKa3 O MEPEBOJIe Ha MHYIO JOJDKHOCTH (MPU HATMYUHN);

JOJIKHOCTHAsT MHCTPYKUIMS (JOJKHOCTHBIE WMHCTPYKIMM C MOMEHTa Ha3HaueHHs Ha Bce
JIOJDKHOCTH);

TPYIOBOM JOTroBOp (C MOCIEAYIOIUM BKJIIOUYEHHEM JOIOJIHUTENIBHBIX COTJAICHUA K
TPYZOBOMY JIOTOBOPY);

TPYILOBYIO KHUXKKY;

MEAULUHCKYIO KHUXKKY.

s pabomHnukos:

3asBJICHHE O IpHEeMe Ha padoTy;

3asBJICHHE O COTJIACUU Ha 00pabOTKY MEPCOHAIBHBIX JAHHBIX IEarora;

CrpaBKa O HAJUYUHM (OTCYTCTBHM) CYIMMOCTH ¥ (WiH) (pakTa yrojJOBHOTO MpeCcieA0BaHMS,
BBIJIAHHOTO COOTBETCTBYIOIIMM OPTaHOM IPABOTIOPSIIIKA;

aBToOuorpadwusi;

KOIIHS [MacriopTa WM MHOTO TOKYMEHTA, YI0CTOBEPSIOIIETO JIMYHOCTD;

KOITUS CTPaXxOBOTO CBHJICTEIHCTBA ICHCUOHHOTO CTPAaXOBaHUS;

KOIUS UICHTU(DUKAITMOHHOTO HOMEPa HAJIOTOTLIATEbIIUKA;

KOIUS TOKYMEHTa BOMHCKOTO yueTa (1711 BOCHHOOOSI3aHHBIX ),

KOIHUS CBUJICTEJIHCTBA O 3aKIIOYCHUU Opaka (IIpyU HAJTUYUK );

KOIIHUS CBUJICTEIHCTBA O POXKICHUH JeTeH (IIPH HATUYHH );

KOIIUH JOKYMEHTOB 00 00pa30BaHuH;

KOIUH JOKYMEHTOB O Harpa)<JeHuU (IIpy HAJIUYHN ),

XapaKTePUCTUKH, PEKOMEHIaTeIIbHbIC THChbMA (TTPU HATWYHH);

MpHUKa3 0 puemMe Ha paboTy;

MIPHUKa3 O MEePEBOJIe Ha UHYIO JOHKHOCTH (TMPU HATUYHH);

JOJKHOCTHAST MHCTPYKIMS (JOJKHOCTHBIE WHCTPYKIIMM C MOMEHTa Ha3HA4YeHHsS Ha BCE
JOJDKHOCTH);

TPYAOBOW JOTOBOP (C TOCIEAYIOIIUM BKJIIOUYEHUEM JOTIOJHUTENBHBIX COTJAICHUH K
TPYZIOBOMY JIOTOBOPY);

TPYIOBYIO KHUXKKY;

MEIUIIUHCKYIO KHUXKKY.

Pabomooamenv ogpopmnsem:



* TPYIOBOH JIOTOBOP B ABYX IK3EMIUISIpax;

* MpHUKa3 0 mpueMe Ha paboTy (0 mepeMeIeHIH Ha IPYTrue T0JDKHOCTH);

* JUYHYIO KapTouKy Ne T-2;

* JIOJDKHOCTHYIO MHCTPYKIIMIO B IBYX 3K3EMILISpax.

Pabomooamens 3nakomum:

* C HOPMATHBHO-TIPABOBBIMH JOKYMEHTaMHU IIKOJbI (YcTraBoMm, KOJIEKTUBHBIM JOTOBOPOM,
[IpaBunamu TpyIOBOTO pacropsiaKa U Ap. JOKAJbHBIMHU aKTaMH );

* C JOJDKHOCTHOW MHCTPYKIUEH;

* MPOBOAMT BBOJHBIA WHCTPYKTAX, HWHCTPYKTAX 10 OXpaHe TpyAa, HHCTPYKTAX IIO
MIPOTUBOINOXKAPHOM 0€3011aCHOCTH.

2.3. IlepBuuHoe oopMIIEHHE TUYHOTO Jelia MPeTyCMaTPUBALT:

* TMPHUCBOEHHUE JIMYHOMY JIEITy HOMEpa COTIACHO JKypHAIIy y4deTa JIMYHBIX Jien (TpuioskeHue Ne
1);

* TMpOCTaBJCHHWE Ha OOJIOKKE JHYHOTO jena (mpuiokeHue Ne 2) cleayrommx peKBU3HTOB:
WHJIEKC Jenia (B COOTBETCTBUU C HOMEHKIJIATYPOU Jien 0011eo0pa3oBaTeIbHON OpraHu3alium;
MOJIHO€ HAMMEHOBaHWE O00Ieo0pa3oBaTeNbHOW OpTaHU3aIli,; HOMEp JIMYHOTO JIEeNa;
(dbamuus UM OTYECTBO pabOTHWKAa B MMEHHTEIBHOM TaJIeKe; JAaThl — TOJ| Hadala U TOJ
OKOHYAHUS BEICHUS JIeNa; KOJIMIECTBO JIMCTOB; CPOK XPAaHCHUS;

* TIOMEIIEHHE JOKYMEHTOB, TMOUICKAIMUX XpAaHEHHWI0 B COCTaBe JIMYHBIX JET, B
XPOHOJIOTHYECKOM TIOPSIIIKE:

BHYTPEHHSSI OIMCh TOKYMEHTOB Jena (mpuioxxenue Ne 3)

JIUCT C OTMETKaM# 00 03HaKOMJIEHUH pabOTHUKA C IMYHBIM JETIOM;

JUYHBIN JIUCTOK TI0 YYETy KaapoB (prutoxeHus Ne 6);

3asiBJICHUE O MpUeMe Ha padoTy;

MpUKa3 o mpueMe Ha pabdoTy;

TPYZIOBOM AOTOBOP;

JIOTOBOP O MOJIHOM MaTepHuaabHOW OTBETCTBEHHOCTH (€ciau pabOTHUK — MaTepHalIbHO

OTBETCTBEHHOE JIHIIO);

XapaKTEePUCTUKHU U peKOMEHAaTeIbHbIe TUChMA;

corjacue Ha 00pabOTKYy NEPCOHANbHBIX JaHHBIX.

2.4. JTucTthl JOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE €TI0, OAJIekKaT HyMepaIuu.

2.5. C nenpto obecriedeHus HaIeKaIle COXpaHHOCTH JIMYHOTO JeJia EeAaroroB U COTPYAHUKOB

00111e00pa30BaTEIPHON OpraHu3aluu M yA0o0CTBa B OOpamieHHH ¢ HUM TpH (GOpMHUPOBAHUHU

JOKYMEHTBI MOMEIIATCA B OTAeNbHYI0 nanky. Ilpu yBoigpHeHMHM paOOTHHKA MPOLIWBAIOTCSA

HUTKaMU U C/IAIOTCS B apXUB.

2.6. JIuuHOE €70 perucTpupyercs B KypHaje «YUeT TUUHbBIX JeID».

2.7. TpynoBble KHIKKH, METUIIUHCKUE KHUKKU XPAHATCS OTACIBHO B ceii(e crenuasnucTa mno

KaJ[pam/1e10NPOU3BOAUTEIS.

2.8. JIo;KHOCTHBIE HHCTPYKIIMU XPAHITCS B OTACIBHOM Marke.

2.9. BHyTpeHHsS ONHCh JOKYMEHTOB, HMEIOIIUXCA B JIMYHOM JieNe, JAOJDKHA COJEepkKaTh

CBEICHUS O TMOPSAKOBBIX HOMEpaxX, HAaMMEHOBAHUAX TOKYMEHTOB Jejia, KOJHUYECTBE JIUCTOB,

JaTax BKIIIOYEHMs IOKYMEHTOB B JINYHOE JIEJIO M U3BATHS U3 JIeNIa, a TAKKE KEM U3bAT JOKYMEHT

Y TI0 KaKOW MpUYKHE.

2.10. BHyTpeHHss ONUCh COCTABISETCS HA OTAEIBHOM JIUCTE N0 YCTAaHOBIEHHOH (hopme. JIucTol

BHYTPEHHEH OMUCH HyMEPYIOTCS OTAEIBHO.

2.11. Ilpu moAroTOBKe JUYHBIX JIeJI K Nepejaye Ha XpaHeHHe K BHYTPEHHEH OMUCH COCTaBIIsIeTCS

UTOTrOBas 3alUCh, B KOTOPOM yKa3blBaeTcs LU(PaMU U MPOMHCHIO KOJMUYECTBO BKIIOYEHHBIX B

Hee JOKYMEHTOB U KOJMYECTBO JIUCTOB Jeja.

YV VVVVVVY

3. HOpfl}lOK BCACHUSA JUIHBIX €] MeAaroros 1 COTpyaiHuKoB

3.1. Jluunoe ACJIO0 MeaaroroB u COTpyJaHUKOB O6Hl€06pa3OBaTCHLHOf/'I opraHusanu BECACTCA B



TEYEHUE BCEro mnepuoja paboThl KaXAOro Iejarora M COTpyJHUKA B 00I1e00pa3oBaTesIbHOM

OpraHu3aIuH.

3.2. JlanmpHeiliiee BEACHHWE JIMYHOTO Jeja IMEJaroroB M COTPYJHHKOB 00IIe00pa3oBaTEIbHON

OpraHu3aluy NpeayCMaTpPUBAET MOMEIIECHHE B €TI0 JOKYMEHTOB, 00pa3yloUInXcsl B Mpolecce

paboueii 1esTeNPHOCTH U UMEIOIUX 3HAYCHHE ISl TPYAOBBIX OTHOIICHUH:

* JIOIIOJIHEHHE K JIMYHOMY JIUCTKY II0 YUETY KaApOB;

* JIOTIIOJIHUTEINBHEIE COITIAIIECHUA K TPYA0OBOMY IOIOBODPY;

¢ KOIIMHU IIPHUKA30B II0 JIMYHOMY COCTaBy, KOTOPBIC KaCArOTCA IMNCAaroroB M COTPYIHUKOB
o0meo0pa3oBaTeNbHOI OpraHU3alny;

*  OT3BIBBHI JIOJDKHOCTHBIX JIMII O MIEIarore U COTPyIHUKE 0011e00pa30BaTeIbHON OpraHu3aliig;

¢ KOIIMH JOKYMCHTOB O IMOBBIIICHHUN KBaJII/IC];)I/IKaHI/II/I;

* KONUU CepTU(HUKATOB, TPaMOT;

* JIUCT — 3aBEPUTEIb JieNa (COCTABISIOT MPH Ccllaue JINYHOTO JIeNia B apXUB);

® HWHBIC JOKYMCHTBI.

3.3. B mensx oOecrieueHusi KOHTPOJS 3a COXPAaHHOCTbIO M AKTYaJIbHOCTBHIO JIMYHBIX €N B

00111€00pa30BaTEIbHON OpPraHu3aIliy €XKeroaHo (He mo3aHee | kBapTana roja, CIEIYIOMIETO 3a

OTUYETHBIM) IPOU3BOAUTCA TPOBEPKA UX HATUUUS U COCTOSIHUSL.

3.4. ExXeroHyro MpoBEpPKY COCTOSIHHS JIMYHBIX JI€1 HAa MPEIMET COXPAHHOCTH BKIIFOUYECHHBIX B

HEro JOKYMCHTOB HNPOBOJUT CIICHHUAJIBHO CO3JaHHAsA KOMHCCHA. O MMPOBCACHHBIX MNPOBCPKax

JIeTaeTcs OTMETKA B JINCTE O PE3YJIbTaTaX €KEroTHOW MPOBEPKH COCTOSHHS M HAJIMYUS JTHMIHOTO

nena (mpunokeHue Ne 5) u cocraBisieTcst axkT. Pe3ynbTaThl NpPOBEPKM JIMYHBIX €N B

00s13aTeTLHOM TIOPSJIKE TOBOISITCS 10 JUPEKTOpa 00111e00pa3oBaTeIbHON OpraHnu3aIiy.

4. Tlopsaniok y4éTa U XpaHeHHUsl JUYHBIX /ieJ1 MearoroB U COTPYAHUKOB

4.1. XpaHeHHE U Y4eT JUYHBIX Jea nenaroroB u cotpynaukoB MOV «benomopckass COIT Nely
OPraHU3YIOTCSA C IENbI0 OBICTPOTO M 0E30MIMOOYHOTO IMOWCKA JIMYHBIX JIed, 00ecreueHus X
COXPAaHHOCTH, a Takke oOecreyeHus KOHOUACHUMATLHOCTH CBEIACHMM, COAEpKALUIUXCS B
JOKYMEHTaX JUYHBIX JeJl, OT HECAaHKIIMOHUPOBAHHOTO JOCTYIA.

4.2. JInvHbIe AeNia COTPYAHUKOB XpaHATCS B ceride 00meoOpa3zoBaTeIbHON OpraHUu3alltH.

4.3. TpynoBsle ¥ MEAMIIMHCKHUE KHIDKKH XPAaHATCS OT/IEIBHO B ceiide.

4.4. Jloctyn K JIMYHBIM Jie€JIaM MEaroroB U COTPYJHUKOB 00111e00pa3oBaTeNIbHON OpraHu3aluu
UMEIOT TOJBKO  JIEJIONPOU3BOJUTEND, CHELMATUCT MO KaapaM, AUPEKTOp IMIKOJbl 100
3aMECTUTENHN JUPEKTOpa MpPU HCIOJHEHUU OOS3aHHOCTEH aupeKTopa o0Iieo0pa3oBaTeIbHON
OpraHu3aliy.

4.5. Cucrematuzauusi JUYHBIX JIe]1 TENAaroroB M COTPYJHHUKOB  IIKOJIBI MPOU3BOIUTCS B
an(aBUTHOM TMOPAIKE.

4.6. JluyHble Aena MeJaroroB M COTPYAHUKOB, MMEIOIIUX TOCYAapCTBEHHBIC 3BaHMSI, MPEMUH,
Harpajpl, yueHble CTETICHU U 3BaHUS, XPAHATCS MMOCTOSIHHO, a OCTAIbHBIX COTPYAHUKOB — 75 JeT
C ToJa YBOJbHEHHsS paboTHHKa (B COOTBETCTBUU C [lepeuHeM THMOBBIX YIPABICHYECKUX
JOKYMEHTOB).

5. HOpﬂI[OK BbIIAYH JIMYHBIX J€J1 BO BPEMCHHO€ MOJb30BaAHUE

5.1. Beinaya nuuHBIX Aed (OTIENBHBIX JTOKYMEHTOB B COCTaBE JITUHOTO JieJla) BO BPEMEHHOE
II0JIb30BAHKME MPOU3BOUTCS ¢ paspewmieHus aupekropa MOV «benomopckas COIL Nel» mo
3asBJICHUIO COTPYAHMKA OpraHU3alluu, OCYIIECTBISIONEH 00pa30BaTeIbHYIO 1S TEIbHOCTb.

5.2. PabGora (O3HaKOMJIGHHE) C JIMYHBIMH JIeTaMH  TE€JaroroB ¥  COTPYIHHUKOB
o01m1eo0pa3oBaTeNbHOM OpraHu3aluy IPOU3BOIUTCS B IPUEMHON AupekTopa. B koHIie pabouero
THS  JIeJIONPOU3BOIUTENL 00s3aHa YOEIUThCS B TOM, YTO BCE JIMYHBIE JieNla, BBIJAHHBIE BO
BPEMEHHOE TOJb30BAHUE, BO3BPAIICHbl HA MECTO XpAaHEHHs M €CThb JIM HEOOXOIMMOCTH IS
MIPUHATHS MEP K UX BO3BPAILICHUIO WJI PO3BICKY.



5.3. @akT BbIaYM JUYHOTO Jeja (pUKcupyercs B KOHTPOJIHHOM JKypHAJe.

5.4. U3pAtue OTAENBHBIX JOKYMEHTOB M3 JIMYHOIO J€Jla IMPOU3BOAUTCA C pa3pelICHUs
mapektopa MOY «benomopckass COLI Nely ¢ odopmiieHreM COOTBETCTBYIOIIEH 3allucu B
rpade «lIpumeuanue» BHyTpeHHeH omnucu. [Ipn BpeMEHHOM H3BSATHH JOKYMEHTa Ha €r0 MECTO
(MeXIy NMCTaMU COCEIHUX JOKYMEHTOB) BKJAJbIBA€TCS CIIPaBKa-3aMECTUTEIb C yKa3aHUEM
JaTbl W HPUYUH U3BATUS C MOANMCHIO JIMIA, BBIJIABIIErO JOKYMEHT, M MOJIHMCHIO JIMILIA,
MOJIy4YMBILErO €r0 BO BPEMEHHOE I10JIb30BaHHUE.

6. OopmireHne TUYHBIX J1eJI epe]l cAaveil B apXuB

6.1. OdopmieHne TUYHBIX JEN sl IepeJadyd B apXvuB MPOU3BOJIUTCS JEIONPOU3BOAUTEIIEM

o011e00pa3oBaTeabHON OpraHu3aiuy. JTa MpoLeaypa BKIIOYAET:

* TOJIIMBKY (TIEpEIIeT) ena;

* YTOYHEHHE HyMepaluH JUCTOB JIeNa;

* COCTaBJIEeHUE JIUCTa-3aBeputens (mpuoxenue Ne 8);

* cocraBiieHuE (YTOUHEHHE) BHYTPEHHEN OIUCH;

* BHECEHHE YTOYHEHHI B peKBU3UTHI JIUIIEBON OOJI0KKH Aena.

6.2. Jlucr-3aBepuTenb Jena JNOJDKEH IOJANUCAaTh €ro COCTaBHUTENb, IPHU OSTOM JIETAETCS

pacmudpoBKa JOJDKHOCTH M TOJIHMCH, MPOCTaBIsSeTCs JaTra. B mpoliecce HCIOJIb30BaHUS

apXMBHBIX IOKYMEHTOB B JIUCTE-3aBEPUTENIE JIENAIOTCS COOTBETCTBYIOIIME OTMETKU. Eciu neno

MOAIIUTO Oe3 JIMCTa-3aBEPUTENs, TO €r0 CJEIyeT HAKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKHU

nena.

6.3. C nenpro obecreyeHusi COXpaHHOCTHU JIMUHBIX J1€] PEKOMEHIyeTCsI:

* 00BENUHATh WHAMBUIYAJIbHbIE JIMUYHBIE JEJa YBOJIEHHBIX COTPYAHHUKOB B OJIHY OOJOXKKY
(oObemuHEHHOE N1e7I0) C TaKUM pacueToMm, 4ToObl 00beM nena (Toma) He mpeBbiman 250
JUCTOB (ITyTEM CIIMBKU MaT€pHAJIOB MHANBUIYAJIbHBIX JIEJ IO FOJaM YBOJIBHEHUS);

* pacnosaraTb MaTepuasbl MHAMBHIYaJIbHBIX A€l B Ipefenax jAena (Toma) B al(aBUTHOM
nopsifke (moaMuIbHO), OTHENAsS MaTepuallbl, OTHOCAIIMECS K PAa3HbIM HHAWBUAYaJIbHBIM
JieaM, 4YHUCTBIM JIMCTOM OyMaru C yka3aHueM Ha HeM (GaMWiIuM, MMEHH U OTYecTBa
COOTBETCTBYIOLIIETO  YBOJIGHHOI'O IeJarora M  COTPYAHUKAa  00lieo0pa3oBaTeIbHON
OpraHu3aluy;

* cHa0XkaTb Kaxaoe OOBEAMHEHHOE [el0 (TOM) BHYTPEHHEH OIUCBI0 C IMEepPEUUCIICEHUEM
damuinuii, UMEH M OTYECTB U YKa3aHHMEM HOMEPOB CTPaHUI], B Mpelesax KOTOPBIX
PacIoyoKeHbl COOTBETCTBYIOLINE JOKYMEHTHI.

6.4. Ilepenaya ITMUYHBIX €] B apXUB OCYILECTBIIAETCS HE MO3/HEE TPEX JIET MOCIE 3aBEPLICHUS

UX B JEJONPOU3BOJICTBE B COOTBETCTBHMHU ¢ rpadukom. IIpeaBapuTenbHO 1€I0IPOU3BOIUTENIEM,

CIELUAIUCTOM I10 KajJpaM MpPOBEpsAETCsl MOJHOTA M MPAaBUIBHOCTH MOATOTOBKH JIMYHBIX 1] K

nepenaye. BplsgBleHHbIE IIPU NPOBEPKE HEAOCTATKU YCTPAHSIOTCS  J€JIONPOU3BOIUTEINEM,

cneuuanucToM mno kaapam. Ilepenaua um mpueM NpPOM3BOJATCA MO OMNMCHU C IPOCTAHOBKOM

OTMETOK O HAJUYUH JIMYHBIX JeJl.

6.5. Jluunble gena MnegaroroB M - COTPYAHMKOB —00LIeoOpa3oBaTeibHOM  OpraHu3aluy,

3aKOHUYEHHBIE J1e0npon3BoACcTBOM 110 1 stHBaps 2003 rona, xpansarcs 75 net, nocie 1 sHBaps

2003 roma — 50 ner. JIuyHble nena ITUPEKTOpa, IJIaBHOro Oyxraintepa oOiieoOpa3oBaTenbHOM

OpraHu3alui UMEIOT MOCTOSHHBIN CPOK XpaHEHUS.

7. OTBeTCTBEHHOCTH

7.1. Tlemaroru W COTPYIOHHKH 00IIe00pa30oBaTeNbHON OpraHM3alMu O00S3aHBI CBOEBPEMEHHO
MPEJICTaBIATh JICJIOMPOU3BOIUTENO WIH CICIHATNCTY MO KaapaM CBeIeHHS 00 M3MEHEHUU B
MePCOHATBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTAB JIMYHOTO JIeja.

7.2. PaboromaTens 00eCIEYHNBAET:

* COXPaHHOCTD JIMYHBIX JIeJ MEeIJarOTOB U COTPYIHUKOB 00IIe00pa3oBaTeIbHO M OpraHu3aiuy,



* KOH(PHUICHITUATBHOCTH CBEICHUH, COJCPKAIIMUXCS B IMYHBIX JIENIaX IMeJaroroB U COTPYIHHUKOB.
8. [IpaBa paGoTonare/isi U padOTHUKA

8.1. lns obecrieueHus 3aIUTHl EPCOHANBHBIX TAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX JIEJIaX

negaroroB u corpyaHukoB  MOY «benomopckas COII Nel», memaroru ¥ COTpyIHUKHU

0011e00pa30BaTeILHON OpraHU3aIlUl HMEIOT IPABO:

* TOJYYUTHh IMOJHYIO HH(POpPMAIMIO O CBOMX MEPCOHAIBHBIX JAaHHBIX W 00pabOTKE ATUX
JTAHHBIX;

* TOJIy4UTb CBOOOJHBIN TOCTYIl K CBOMM II€PCOHAIBHBIM JIaHHBIM;

* TOJIy4YUTh KOIUHU JIOKYMEHTOB, XpaHSLIUECS B JIMYHOM JI€J€ U COJEpKalllue MEePCOHAIbHbIE
JTaHHBbIE.

* TpeboBaTh UCKIIOUEHUS WM UCIPABIIEHUS HEBEPHBIX M HEMOJIHBIX MEPCOHATIBHBIX JIAHHBIX.

8.2. PaboTomaTenns uMeeT mpago:

* oOpaOaTpIBaTh NMEPCOHAJBHBIE JIaHHBIE IE€JArOroB M COTPYJHUKOB 00111€00pa3oBaTebHO N
OpraHu3aliy, B TOM YUCJIE U Ha 3JIEKTPOHHBIX HOCUTEISIX;

* 3ampocuTh OT TmemaroroB u cotpyaHukoB  MOY  «benmomopckas COIIl Nel» Bcro
HEeoOXoauMyr0 HWH(pOpManuio s BEACHUS JMYHBIX JIeT U O0OpabOTKH TMepCOHATBHBIX
TTAHHBIX.

9. 3aKJIIYUTEIbHbIE MOJ0KEHUA

9.1. Hacrosmiee [TostoxxeHne 0 OPSAKE BEACHUS JTUIHBIX 17T PAOOTHUKOB SBJISETCS JIOKATBHBIM
HOPMAaTUBHBIM  aKTOM, MpUHUMaeTca Ha llemarormueckoM coBeTe WIKOJBI WM YTBEPIKAAETCS
npukazom aupekropa MOY «benomopckas COII Nely.

9.2. Bce u3MeHEHHS W JIOTIOJHEHUs, BHOCHUMBIC B Hactosiiee [lomoxkenue, opopMIIsIOTCS B
MUCBMEHHOW ¢opMe B COOTBETCTBHHM JCHCTBYIOIIMM 3aKOHOJATEILCTBOM Poccuiickoit
denepanuu.

9.3. IlonoxeHue 0 MOPSAIAKE BEACHUS JIMYHBIX [l paOOTHUKOB 00pa3oBaTeNbHOM OpraHu3alnuu
MPUHUMAeTCd Ha HeompeleNeHHbl cpok. l3menenus u pononHeHuss k [lonoxeHuro
MPUHUMAIOTCS B MOpsiKe, mpenycMoTpeHHoM 11.9.1. Hactosiero [osoxenus.

9.4. Tlocne mpunsarus IlomokeHust (WM MU3MEHEHWM W JIOTIOJIHGHWH OTICIBHBIX IYHKTOB M
pa3esioB) B HOBOM peqaKkiuy IpeablIylias peJakius aBTOMAaTUYECKU YTPauyuBaeT CHITY.



KypHnan yuera TU4HBIX 1€

ITpunoxenue Nel

k ITonoxenuro o MOpsAAKE BEACHUA
JIMYHBIX IOCJI pa6OTHI/IKOB

Ne Hata ®amumus, | Tabens- | Homxnocts | CTpyKTYyp- Hataun Hatan ITpumeya-
/ | odopmie- UM, HBIN (mpodec- HOE HOMeEp HOMEp HUE
n HUS OTYECTBO HOMeEp cus, nozipase- IpHKasa IpHKasa
JINYHOTO nearora u Crenuaib- JeHue (pacmops- (pacmops-
Jena COTpYZIHHUKA HOCTB) JKEHUST) O JKEHUSI) O
nearora u npuemMe npeKparie-
COTpYIHUKA nearora u HHUH
coTpynHuKka | (pacTopike-
Ha paboty HHN)
TPYZOBOTO
JIOrOBOpA C
Mejarorom u
COTPYJHHKOM
(yBOnbHE-
HUN)
2 3 4 5) 6 7 8 9




[Mpunoxxenne Ne2
K [TomoxxeHuto o mopsiike BeJeHUs
JIMYHBIX JIeNT paOOTHUKOB

O010KKa JIMYHOTO [el1a

Wunexc nena

(Ha3BaHHE 00Pa30BaTENBHOM OpraHU3alNK)

JINMHHOE JIEJIO Ne

(3aroJIoBOK J1ej1a)

Jara Haugama

Jara okoHYaHMS

Ha JIIcTax

XpaHUTh JIeT



BHYTPEHHSA S OITNUCh
JIOKYMEHTOB siesia Ne

[Mpunoxxenne Ne3

k ITonoxenuro o MOpsAAKE BEACHUA
JIMYHBIX IOCJI pa6OTHI/IKOB

Ne NHuneke Hara Haspanue noxymenra
n/m JNOKYMEHTA JOKYMEHTA

Howmep
JIMCTOB
Jiena

IIpumeuyanue

Hroro: JTIOKYMEHTOB
(undpamu 1 IPONKCHIO)

KonndecTBo TMCTOB BHYTPEHHEH OMUCH

(urdpamu ¥ IPOHHCHIO)

OTBETCTBEHHBIH 3a
KaJpOBBIi yYerT:

(moamnuce)

« » 202 ropa




®.1.0.

[Mpuoxenune Ned
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX J1e]T paOOTHUKOB

JOIKHOCTB

JIngnoe gemo Ne

}IaTa O3HAaKOMJICHHI rI€aarora
" COTPpYAHHKA C JIMYHBIM
JCII0M

Tloamuce emarora u
COTpYJIHUKA

OTMeTKH, NPUMEYaHusl,
3aMEe4aHMs




[Mpunoxxenne Ne5

K ITOJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX IOCJI pa60THI/IKOB

OTMeTKa 0 pe3yJIbTaTaxX eKeroAHOH NPOBEPKU COCTOSTHUS
U HAJIMYHS JTUYHOTO J1e1a

®.1.0.

JlOIKHOCTD

JIngnoe aemo Ne

JlaTa nmpoBepku

®.1.0. unesos
KOMHUCCHUHN

IToamucn uneHoB
KOMHUCCHH

Pesynprar npoBepku




[Mpunoxxenne Ne6

K ITOJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IOCJI pa60THI/IKOB

JINYHBIN JTUCTOK O Y4eTy KA/JPOB

1. ®amunus

Nms OT4ecTBO

2. Ilon

3. l'on, yucno u Mecsl poxACHUS

4. MecTo poxaeHus

(ceno, pepeBHsl, ropojl, pailoH, 00J1acTb)

5. I'paxnancTBo

6. Ob6pazoBanue

HasBanune DakynpTeT WK Ton T'on oxoHuaHusA Ecan ne
yaeOHOro OT/EIEHHIE MOCTYIUICHUS WK yXo/a OKOHYHJI, TO C
3aBeJCHUS U €TO KaKoro Kypca
MECTOHAXOXKIEHNE yIen

Kakyro
CHELHUATIBHOCTh
HOJIY4YHI B
pe3ynbpTare
OKOHYaHUS
yaebHOro
3aBECHMS,
ykazaTb Ne
JIUTIIIOMA HITH
YJIOCTOBEPEHNUS

7. Kakumn HHOCTPAHHBIMU A3bIKAMU BJIAICCTC

(unTaere U MEPEBOIHUTE CO CIIOBAPEM, UHTACTE U MOXKETE OOBSICHATHCS, BlIaZieeTe CBOOOTHO)
8. Yuenas CTCIICHb, YICHOC 3BAHUC

9. Kakue nmeere HayyHbIe TPYIbl U U300pETEHUS

10. Beimonnsemas pabora ¢ Hadana TPYAOBOM AEATENbHOCTH (BKIOYas ydueOy B BBICHIMX U




CpPEeAHMX CHEIMAJbHBIX Y4eOHBIX 3aBEJCHUAX, BOCHHYIO CIyx0y wu paboty 110
COBMECTUTEIILCTBY)

Mecsu u rog JOMmKHOCTB € yKa3aHUEM YUPEKIAECHUS, MectoHaxox1eH1E
MIOCTYILICHUS yxoja OpraHu3aluy, NPEeIIPUATUS, a TAKKE YUpEXKICHUS,
MUHHUCTEPCTBA (BEAOMCTBA) OpraHu3anuy,
e IPUSITUS

11. IIpeOriBanwme 3a rpanuiieii (padboTa, cayxeOHass KOMaHIUPOBKA, TTOE3/Ka C JICJIeraliuei)

Mecsu v rog B xaxoii ctpane Llens mpeObIBanms 3a
C KaKkoro 10 KaKoe IpaHULEN
BPEMEHU BpeMsl

12. YuacTtue B BBIOOPHBIX OpraHax

MecTto BbIOOpPHOTO Hazpanwue Boi0opHOro | B kadecTBe Koro T'on
opraHa opraHa BbIOpaH n30paHusi | BBIOBITHSA

13. Kakne nMeere mpaBUTEIbCTBEHHBIE HAIPAIb

Kornma u keM HarpaxaeH

14. OtHOLIEHNE K BOMHCKAM O0S3aHHOCTSAM U BOMHCKOE 3BaHUE

CocraB Pon Botick
(KOMaHHBIH, TOJIMTUYECKUI, aIMUHUCTPATUBHBIA, TEXHUYECKUH U T. [1.)

15. CeMeliHOE OJIOKEHHE B MOMEHT 3alOJIHEH U IMYHOI'O JUCTKA

(4JICHBI CEMBH, C YKa3aHUEM BO3pACTa)
16. lomamuuii anpec

17. O6$[3y}OCB CBOCBPEMCHHO HU3BCIIATH 000 BCEX M3MEHEHUIX JaHHbIX, BKIIFOUCHHBIX B JIMYHBINA
JIMCTOK II0 YYUCTY KaJpOB.

« » 202  ronma




[Mpunoxenne Ne7

K OJIOKCHUIO O TOPSAAKE BEACHUA

AHKETA

JIMYHBIX IOECJI pa60THI/IKOB

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxxmancTBO (€Cu U3MEHSIIN, TO YKaKUTE,
KOI'/Ia U TI0 KaKOW MpUUYNHE)

2. OOpa3oBaHue, ydeHas CTeNeHb (Korja Hu
Kakue ydeOHbIe 3aBeJCHUS OKOHUYMIIM, HOMEpa
mutioMoB). CrienMaIbHOCTh U KBAJTH(DUKAIHS
0 JAUTUIOMY

3. Kakumum HHOCTpaHHBIMU A3bIKAMH U
si3pikaMu  HapoJoB Poccuiickoit denepanmu
BIIaJiceTe M B KaKOW CTeNmeHu (YUTaeTe W
MOXeTe 00BSICHATHCS, BJIaJIe€Te CBOOOIHO)

4. BemonHsemass paboTa ¢ Havaia TPYIOBOM
paboTy MO COBMECTHUTEIILCTBY)

JESTENBPHOCTH (BKJIIOYAas BOCHHYIO CIIYXOy W

Mecsan u rog JIOKHOCTB € yKa3aHUEM yUpEexKICHUS,

IMOCTYIIJICHHUA yxoaa opraHusalnuvu, MPCANPHUATHUA, a TAKKE

MUHHCTEPCTBA (BEIOMCTBA)

MecToHaX0KICHHUE
YUpexKACHHUS,
OpraHu3aIu,
MPEANPUSITHS

5. Bamm 6n1m3kue poJCTBEHHUKH (OK€HA, MK, OTEIl, MaTh, OpaThsi, CECTPHI)

CreneHb damuans, UM, I'on Mecto paboThl, Anpec mecta
poACTBa OTYECTBO POXKICHHS JIOKHOCTD JKHUTEIIbCTBA

6. Jlomanrauit aapec u Homep TenedoHa

7. [Tacropt WIIN JOKYMEHT, ero 3aMEHSIOIIHIA

(HOMep, cepHsi, KEM U KOTJIa BbIIaH)
8. [[O IIOJTHUTCIIBHBIC CBCACHMUA, KOTOPBIC Byl JKEJIacTe

cooOmmuTe O  cebe

« » 202  ronma




(IOJDKHOCTB OTBETCTBEHHOTO 33 KaJPOBBIM ydeT) (mmoznmucs) (pacmmdpoBka moxmIuCcH)
[Mpunoxxenne Ne8
K IOJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IOCJI pa6OTHI/IKOB

JIMCT-3ABEPUTEJIb

aea Ne
B nene npomuto v npoHyMeEPOBaHO
JINCTOB
(uudpamu 1 IPOIMKUCHIO)
¢ No o Ne , B TOM 9HCIIE:
JINTEPHBIE HOMEPA JINCTOB
MPOMYIIEHHBIE HOMEpa JINCTOB
+ TMCTOB BHYTPEHHEH OmMucH JINCTOB
Oco0eHHOCTH (PU3HUECKOTO COCTOSTHUS U Howmepa mucros
dhopmupoBaHus Aena
OTBEeTCTBEHHEIN 3a
KaJpOBBII y4eT
(moamnuce) (pacumppoBKa MOIIHCH)

« » 202  ronma

OOKYMEHT rnoAarcAH
ANEKTPOHHOM NOANMUCHIO
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