HMPHHSATO: TBEPXKIEHO:

Ha rtemarorm4yeckom coBeTe

MKOYVY «BonoxoBckuii 1ieHTp 06pasosaums ]
1»

npOTOKonN‘-’ﬁ/ OT’{j. ﬂf .20211"

7 IO.E. fApouenko
-t 30. Of 20241,

4

ITonoxenune
0 MOpsIAKe BeeHMsI IUYHBIX e/l pa60THUKOB
MKOY «BonoxoBckuii neHTp o6pasoBauusa N2 1»

1. O61me mostoKkeHUs
1.1. Hacrosmee Ilonoxenue o IIOpsiike BeIeHMsl JIMYHBIX [e/l DabOTHMKOB OpraHM3aLuiu,
OCYLIECTBJIIONIEN  06Pa30BaTENbHYIO [esATeIbHOCTb, DPa3paboTaHO B  COOTBETCTBUU C
DenepanbHbIM 3ak0HOM N2 273-D3 ot 29.12.2012 «O6 o6pasoBaHuy B Poccuiickoit @epeparyi»
C usMeHeHmaAMM OT 23 masa 2025 roma, DemepanbHbIM 3akoHOM oT 27.07.2006 N2 152 «O
IIGPCOHA/IPHBIX NaHHBIX» C M3MeHeHMsIMM OT 8 asrycra 2024 roga, Ykasom IIpesupmeHra oOT
30.05.2005 N2 609 «O6 yTBepskmeruy ITomoxkenns o MePCOHAJIbHBIX JAHHbIX I'OCYIapCTBEeHHOI'O
cryxaiiero Poccuiickont Defepaluy M BeIeHMM ero JMUYHOLO Iena» ¢ usMeHeHusMu ot 10
okT6ps 2024 rogma, Tpymosbim Komekcom Poccumiickoii @enepauuy, KosmtektuBubiM 1orosopom,
YCTaBoM OpraHmsaiymm, oCyIecTBIsomel 06pa3oBaTebHYIO [eSITelbHOCTb.
1.2. Haunoe Ilonoskenue ONpenesieT IOPSOOK BeLNeHUS JUYHbIX e/l IIeLarOrOB M MHBIX
COTPYIHUKOB M PabOTHMKOB LIKOJIBI, ONPeAeSeT MOPSLOK bopmupoBaHus, yueTta M xpaHeHMUs,
BBINAUM JIMUHDIX [€J1 BO BDEMEHHOE I10/1b30BaHNe, @ TAKKE OTBETCTBEHHOCTD, [TPaBa PabOTHUKOB U
AVIPEKTOpa 06pa30BaTebHO OpPraHM3aLiA.
1.3. Hacrosimee IosioskeHne yTBepkuaeTcs IIPMKAa30M [0 LIKOJIe U SIBJISETCS 06S3aTe/IbHbIM IS
BCeX KaTeropuit efarornueckux U APYTUX COTPYLHUKOB IIKOJIbL.
1.4. BeneHye JMYHBIX Ien MENAroroB u COTPYIHMKOB ILIKOJIbI BO3jIaraeTCs Ha CIIeLMaaNUCTa IO
KalpaMm Opranusanmy, OCylileCcTBIsIoLel 06pa3oBaTe/IbHYIO AesSTeNIbHOCTD.
1.5. JInuHoe mesno - OCHOBHOI AOKYMEHT IIepPCOHaIbHOIO yyeTa, CoIepsKallyii Hanbosiee MoIHble
CBeJIeHMsI O pabOTHMKe 06Pas0BaTeIbHOI OPraHM3aIM U ero TPYAOBOM NeSTeJIbHOCTU. B nmuunoe
A€JI0 BHOCATCS CBE/IeHMA, CBSA3aHHbIE C TIOCTYIIEHNEM Ha paboTy 1 YBOJIbHEHMEM.
1.6. CBenenus, comepskaupmecs B IMYHOM Aiefie, OTHOCSITCS K KOHOMIeHIManbHO! HbOpMaLuy,
VIMEIOT OTPaHMYEHHBIN JOCTYII U pasrIalleHMIO He MOJLIesKaT.
1.7. JInuHoe meso BefieTCs B TeUeHMe BCero nepmopa paboTbl pabOTHUKA.
1.8. BemeHye HeCKOJBKMX JIMUHBIX MeT OZIHOTO paboTHMKA O6PAa3OBaTeIbHO OpPraHU3aluy He
IOIIyCKAeTCs.
2. llopsnoxk ¢hopMupoBaHMs TMYHBIX JeJl COTPYIHUKOB
2.1. ®opmupoBaHMe IUYHOTO Aejla TIemaroroB ¥ COTPYAHMKOB 06Ie06pa3oBaTelbHOI
OpTaHM3alMM  IPOU3BOMMUTCS HEMOCPENCTBEHHO IOC/ie IpueMa B 00111e06pa30BaTEIbHYIO
OpraHMsallMio WM TepeBOJa MefaroroB ¥ COTPYAHMKOB U3 Ipyroit 06pasoBaTebHO
OpraHM3aLyn.
2.2. B COOTBETCTBUM C HOPMATUBHBIMM AOKYMEHTaMM B JIMYHbIE [ie/la [Ie[JaroroB M COTPYIHMKOB
OpraHM3auuy, OCYILIECTBSIOIIeH 06pa3oBaTeNIbHYIO AeATeNbHOCTDb, BKJIAAbIBAIOTCS CJIEYIOLIMe
IOKYMEHTBI:
Zna nedazozos:

° 3adBJIeHKe O IpUeMe Ha paboTy;

°  3aiBJIeHME O coraacuy Ha 06paBOTKY MepPCOHANbHBIX TaHHbIX rearora;

* CIIpaBKa O HanuMuum (OTCYTCTBUM) CYOUMOCTH U (nu) daxTa YroIo0BHOTO MpecyiefoBaHus,

BbIIAHHOrO COOTBETCTBYIOLMM OPraHOM [PABONOPSIKA;
* aBTOGMOrpadus;



KOMMA acriopTa UM MHOTO SOKYMEHTa, YIOCTOBEPSIOLIEro JMYHOCTD;

KOIIVs CTPaXOBOT'O CBM/IETEIbCTBA IIEHCMOHHOTO CTPaXOBaHUS;

KOmus MAHTUPUKAIMOHHOTO HOMepPa Ha/IOrOIIATEbLIMKA;

KOIMs TOKYMeHTa BOMHCKOTO yueTa (/1711 BOEHHOOBA3aHHbBIX);

KONMs CBYETEJbCTBA O 3aK/II0UeHuy Gpaka (IIpy HaIuumm);

KOIIVsl CBUMIETE/IbCTBA O POXAEHMY feTell (TIpU HaMuum);

KOMMY NOKYMEHTOB 06 06pa3oBaHuy;

KOTM NOKYMEHTOB O KBa/MUKALMM WIYM HAJIMUMeE CIIelManbHbIX 3HAHMI (IIpy HaJIUunn);
KOIMY aTTeCTALIOHHbIX JIMCTOB (IIPY HAIMYIM);

KONy ZOKYMEHTOB O HarpaxkheHuu (Ipy HaIuumm);

XapaKTepUCTUKU, peKOMEHaTe/IbHble MCbMa (TIpY Hau4um);

[IpKKa3s O IpueMe Ha pPaboTy;

TIpMKa3 O MepeBoJie Ha MHYIO IO/KHOCTD (TIPY HaIu4mm);

AO/DKHOCTHAA MHCTPYKLMS (MOJKHOCTHbIE MHCTPYKLMM C MOMEHTAa Ha3sHAadeHMs Ha BCe
IOJIKHOCTH);

TPYZOBO} JOTOBOD (C IOC/IENYIOIMM BK/IIOUEHMEM NOMOMHUTENbHBIX COIVIALIEHI K
TPYAOBOMY [IOTOBODY);

TPYIOBYIO KHIKKY;

MEeIULIMHCKYIO KHYDKKY.

Lns pabomuuxos:

3asBJIeH)e O IIpMeMe Ha paboTy;

3asBJIEHE O COTJ/IaCHM Ha 06pabOTKY ITepCOHABHBIX JAHHbIX TIe[arora;

CIIpaBKa O HajIM4Mu (OTCYTCTBUM) CYAUMOCTU U (/i) (BaKTa YTONOBHOTO NpecjefoBaHus,
BbIZIAHHOTO COOTBETCTBYIOIIMM OPTaHOM IIPaBONOPSIKA;

aBTobOMorpadms;

KOMMA IaCIIopTa UM MHOTO NOKYMEHTA, YAOCTOBEPSIIOLIErO JMYHOCTE

KOIIMsl CTPAaXOBOr'O CBU/IETEIBCTBA IIEHCMOHHOTO CTPaXOBaHUS;

KOs MIEHTV(QUKALMOHHOTO HOMEpPA HaJ/IOrOMIaTe bIIVKA;

KO AOKYMEHTa BOMHCKOTO yueTa (J/11 BOBHHOOOSI3aHHbIX);

KOIMS CBUAIETEIIbCTBA O 3aK/II0UeHMM 6paka (Ipy Haauumm);

KOITVst CBUIIETE/IbCTBA O POXKAEHMY feTell (TIPU HAIMuum);

KOIMY JOKYMEHTOB 06 06pasoBaHmy;

KOy OKYMEHTOB O HarpaxaeHuy (Ipu HaJIu4um);

XapaKTEPUCTUKY, DEKOMeH/aTe IbHble MICbMa ([IPY HATUIMK);

TIpMKa3 O MpyueMe Ha paboTy;

IIpMIKa3 O [epeBo/ie Ha MHYIO TO/DKHOCTD (TIPY HAIMUMK);

AOJDKHOCTHAA MHCTPYKLMS (MOJ/DKHOCTHBIE MHCTPYKLMM C MOMEHTAa Ha3HAueHMs Ha BCe
TOJDKHOCTH);

TPYZOBO} JOTOBOP (C IOC/HELYIONMM BK/IIOUEHMEM OMONHUTENbHbIX COTJAIICHMI K
TPYZAOBOMY JOTOBODY);

TPYAOBYIO KHVUKKY;

MEIUIIMHCKYIO KHVKKY.

Pabomodamens opopmnsem:

TPYLOBO¥ IOTOBOP B IBYX 9K3E€MILISIPAx;

TIpMKa3 O Ipyeme Ha paboTy (O mepemellieH!y Ha APYTUe SOIKHOCTI);
JIVYHYIO KapTouky N® T-2;

AO/DKHOCTHYIO MHCTPYKIMIO B IBYX 3K3eMILISIPaX.

Pa6omodamens snaxkomum:

€ HOPMaTUBHO-NIPaBOBbIMM LOKYMeHTaMy LIKObI (YcTaBoMm, KommekTuBHbIM ZIOTOBOPOM,
IIpaBunamu TpynoBoro pacmopsinka u AP. JIOKAJIbHBIMM aKTamm);
C IOJDKHOCTHOM MHCTPYKIIMEL;



° TpPOBOAMUT BBOJHBIM WHCTPYKTaX, MHCTPYKTaX IO OXpaHe TPyHa, MHCTPYKTaX IO
ITPOTMBOIIOKAPHOI 6€30I1aCHOCTH.

2.4. IlepBuunoe odopmIeHMe TUYHOTO Aea IpeaycMaTpUBaeT:

* IPUCBOEHME JIMYHOMY JIeJTy HOMEpa COIJIACHO KYPHAY yueTa JIMUHBIX fes (TPUIosKeHMe
N 1);

° TIpOCTaB/ieHMe Ha OGJIOXKE JIMYHOrO Jena (mpuioxkeHne N® 2) clienyrommx DPEKBU3UTOB:
VHIEKC Jfiefla (B COOTBETCTBMM C HOMEHKJATYDPOii fel  06Iieo6pasoBaTebHOl
OpranHusanyy; IOJHOE HauMMeHOBaHMe OOIIeo6pa3soBaTeIbHON OpraHM3alum; HoMep
JIMIHOTO Jefla; Gammims UM OTYECTBO PAGOTHMKA B MMEHUTEIbHOM Maneke; JaThl — TO[
Hadasla ¥ rofi OKOHYaHMs Be[leHNs fiej1a; KOJIMYeCTBO JIUCTOB; CPOK XPaHeHMS;

° [TOMEIeHNe [OKYMEHTOB, IOAJEXKAlIUX XPaHEeHUWI0 B COCTaBe JIMYHBIX e, B
XPOHOJIOIMYECKOM IOpsIIKe:

> BHYTPEHHSIS ONUCh JOKYMEHTOB fieJia (mpunoskenne N2 3);

> JIMYHBII JIMCTOK TIO YUeTy Kanpos (npusoskeHus: N° 6);

> 3asBJIeHMe O [pMeMe Ha paboTy;

> TIpUKa3 O [ipueme Ha paboTy;

> TPYZOBOI IOTOBOD; _

» [OrOBOP O TIIOJNHOJ MAaTepuaybHONl OTBETCTBEHHOCTH (ecnim  pabOTHUK -
MaTepuanbHO OTBETCTBEHHOE JIAIID);

> XapaKTePUCTUKM Y PEKOMEHIaTe/IbHbIe MIChbMa;

> coryacue Ha 06paBoOTKY IepPCOHATbHbIX TAHHbIX.

2.5. JINCTBI TOKYMEHTOB, TOMELLEHHBIX B JIMYHOE Tes10, oL IeXkaT HyMepalun.
2.6. C nesnbio obecrieueHns: HafJIexaiei COXPaHHOCTY JIMYHOTO JeJia MefaroroB U COTPYIHUKOB
06111e06pa30BaTeIbHOM OpPTraHMU3ALUM U ymobcTBa B OGpaIlieHMM C HUM TIpu (OPMIPOBAHMM
AAOKYMEHTBbI IIOMEIIAIOTCA B OTHE/NbHYIO Manky. IIpy yBoMbHeHMY pabOTHMKA MPOLIMBAIOTCS
HUTKAMM U CIAIOTCS B apXUB.
2.7. BHYTpeHHSIS OIUCh JOKYMEHTOB, MMEIOIMXCA B JIMIHOM Zejie, O/DKHA COIEpsKaTh CBeNeHMS
O TOpPANKOBBIX HOMEpaX, HaMMEHOBaHMSAX [OKYMEHTOB [iejia, KOJMYecTBe JIMCTOB, Aarax
BIJIIOUEHNST TOKYMEHTOB B JIMYHOE NEJIO U U3BATUS U3 fesia, 8 TAKKe KeM U3BAT JOKYMEHT U 10
KaKoW IIpUUMHe.
2.8. BHYTDEHHSIST OMUCb COCTaBJISETCSI HA OTHEIbHOM JIACTE IO YCTaHOBJIEHHON (dopme. JIncTbl
BHYTPEHHe! ONVICU HYMEPYIOTCS OTHe/IbHO.
2.9. Tlpu mOAroTOBKE IMUHBIX [N K mepefaye Ha XpaHeHMe K BHYTPEHHeM OIMCH COCTAaBJISIeTCS
VITOTOBAs 3aMCh, B KOTOPOU YKa3bIBAETCS LUbpaMy U IPOIMCHIO KOJIMUECTBO BKIIOUEHHBIX B HEe
AOKYMEHTOB ¥ KOJIMYECTBO JIMCTOB JIea.
3. Tlopsjgok BemeHMs JMYHBIX e IeAaroroB ¥ COTPYAHUKOB OpPraHu3alluu,
OCYILeCTB/IAIONIEN 00Pa30BaTe/IbHYIO 1eSTe/IbHOCTD
3.1. JIuyHoe meno memaroros u COTPYIHMKOB 06111e06pa30BaTeIbHONM OpraHM3aluy BemeTcs B
TedeHne BCEro mepuopja paboThl KAKJOIO Iefarora 4 COTPYLHMKA B 006111e06pa30BaTeIbHON
OpraHu3aInu.
3.2. [lanbHeilllee BefeHMe IMYHOrO menia [IeflaroroB U COTPYAHMKOB O061Ie06pa30BaTeIbHOM
Opranmsaliy MpefiyCMaTpyBaeT IOMeIleH)e B N0 AOKYMEHTOB, OBpasyIoIMxcs B rpoiiecce
paboueli NesaTeIbHOCTY M UMEIONIMX 3HAUeHMe JIs TPYLOBBIX OTHOLIEHMIA:

° [ONOJIHeHME K IMYHOMY JIMCTKY IO YUETy KaJpoB;

® JONOJIHUTEIbHbIE COIIALIEHMS K TPYLOBOMY JJOTOBOPY;

° KOIMM IPUKA30B IO JIMYHOMY COCTaBY, KOTOpble KacaloTCS MeNaroros i COTPYIHUKOB

06111e06pa30BaTeIbHOI OpPraHMU3aLMN;
° OTSBIBBL  JIO/DKHOCTHBIX JIMII O IIe[jaTOTe€ ¥ = COTPY[HMKE O06Ie06pa3soBaTeNbHOl
OpraHusamy;

*  KOIMK MOKYMEHTOB O TIOBbIILIEHMY KBaTMDUKALMK;

°  Komuu cepTuduKaToB, IPaMoT;

® JIACT - 3aBepUTeJib Iena (COCTAaB/ISIOT IPYU Cade IMYHOTO [e/ia B apXuB);



°  VHbIe JOKYMEHTHI.
3.3. B uenax obecrmeueHns KOHTPOJS 33 COXPaHHOCTbIO M AaKTyaJIbHOCTBIO JIMUHBIX 1€/ B
0b111e06pa3oBaTenbHON OprauM3aIy eXerogHo (He mosnHee I KBaprasa ropja, cIemyIOLIEro 3sa
OTYETHBIM) IPOM3BOIMUTCS MPOBEPKA UX HAIMYUMS M COCTOSHML.
3.4. EXerogHyio NpoBepKY COCTOSHMS JIMUHBIX JleJl Ha IIpeiMeT COXPAaHHOCTM BKJIIOYEHHBIX B
HETO HOKYMEHTOB IIPOBOIMT CNELMANbHO CO3LAHHAs Komuccus. O IpoBemeHHBIX IIpOBEpKax
AGTACTCA OTMETKA B JIMCTE O pe3ysbTaTaX eKeroQHOl IMPOBEPKU COCTOSHMS ¥ HAIMUMS JIAIHOO
nena (mpunoxenyvie N° 5) 1 cocTaBisieTcs axr. Pe3y/ibTaThl IpOBEPKY JTMYHBIX Je/ B 0643aTe/IbHOM
TIOpsA/IKe IOBOJSATCA 1O AMPEKTOpa 06111e06pasoBaTe/IbHOI OpraHm3alii.
4. Tlopsnok yuéra M XpaHeHMS TUMUHBIX Aell NefaroroB M COTPYOHUKOB OpraHM3alNM,
OCYILeCTBJISIONIEN 06pa30BaTe/IbHYIO JesITe/IbHOCTb.
4.1. XpaHeHye u yueT IMUHBIX e/ Mefaroros u COTPYZHMKOB OpraHy3aluy, OCYILeCTBIISIONIel
006pasoBaTe/IbHYIO [eATebHOCTb, OPraHM3YIOTCS C LeJIbI0 GBICTPOro M 6e301IMBOUYHOrO MOMCKA
JMYHBIX eI, OGeCcrevyeHyMss MX COXPAaHHOCTM, a TaKkKe OBeCleyeHys KOH(MIeHIIMaTbHOCTHI
CBeJIeHUIA, COMePIKALIMXCS B JOKYMEHTAX JIMYHBIX Ae]1, OT HECAaHKLUMOHMPOBAHHOT'O JOCTYIIA.
4.2. JInuHble e/1a COTPYIHIKOB XPAHATCS B ceitde 06111e06pasOBaTeIbHOI OPraHM3aIL.
4.3. TpyznoBble M MeIUIMHCKIE KHIDKKH XPaHATCA OTHENBHO B ceide. :
4.4. JToCTy K JMYHBIM [ejiaMm [Ie7laroroB ¥ COTPYAHUKOB 06111e06pa30BaTeIbHOM OpraHM3aIum
VIMEIOT ~TOJbKO ~CeKpeTapb, CHeUMaluCT [0 KampaM, [IUPEeKTOp 06111e06pa3oBaTeIbHOI!
OpraHusaluy G0 3aMeCTUTENM AUPEKTOpa IIPM UCHIOMHEHWNM OBS3aHHOCTell IUpeKTopa
00111e06pa30BaTeIbHONM OPraHM3aIL.
4.5. CucremaTusamms JIMYHBIX DieJl  TNemaroroB M COTPYAHMKOB 0611e06pa3oBaTelbHOIM
OpraHusauyy IpoM3BOAUTCS B al(haBUTHOM MOPSIIKeE.
4.6. JInuHble fmena Iemaroros u COTPYIHMKOB 06111e06pa30BaTeIbHOM OPraHU3alMy, MMEFOIIINX
TOCYNAapCTBEeHHbIE 3BaHNMA, IPEMIUM, HArPaIbl, YUeHbIe CTETIeHM ¥ 3BaHMs, XPaHATCS TIOCTOSIHHO, a
OCTaJIbHBIX COTPYAHMKOB — 75 JIET C rOfia YBOJIbHEHMS] PaGOTHMUKA (B cooTBetcTBMU C ITepeuHem
TUTIOBBIX YIIPaBJIEHUECKUX JOKYMEHTOB).
5. TlopszioK BbIzauy TMIHBIX e BO BpeMeHHOe I10/Ib30BaHNe
5.1. Bblmaua JuuHBIX fel (OTHENbHBIX AOKYMEHTOB B COCTaBe JIMYHOTO Jlejia) BO BPeMeHHOe
TIO/Ib30BaHNME TTPOUSBOIUTCA C paspelleHys IMPeKTopa oBIe06pasoBaTelbHOl OopraHusanum I1o
SaABJIEHMIO COTPYAHNMKA OPraHMU3alMy, OCYLIeCTBIISIONIeN 06pa30BaTEIbHYIO eI TeIbHOCTb.
5.2.  Pa6ora (O3HaKOMIEHME) C  JIMYHBIMU felaMM  TIemaroroB UM COTPYLHMKOB
0611e06pa30BaTeIbHOI OpraHmM3amm IIPOM3BOIMUTCSI B IPMEMHON IVpeKTopa. B KoHle pa6ouero
ARSI CEeKpeTapb MM CHeLManUCT MO Kafpam o063aHa YOeIUTbCS B TOM, UTO BCe JIMYHbIE [ea,
BbIIaHHbIE BO BpeMEHHOE II0/b30BaHME, BO3BpAILleHbl HAa MeCTO XpaHeHMSI M ecCTb JIU
HEOOXOAMMOCTD [JIs1 IPUHSATHS Mep K VX BO3BPAIIEHUIO MU PO3ICKY.
5.3. ®aKT BbIIAYM IMYHOTO fnena (UKCHUpYeTCs B KOHTPOMLHOM JKypHaJte.
5.4. VI3baTye OTHENbHBIX AOKYMEHTOB 13 JIMYHOTO Jie/la IPOM3BOIMTCS C PaspelieHus JUpeKTopa
06111e06pa30BaTENbHON  OpPraHU3aluy  C opopMIeHNEM COOTBETCTBYIOIIEH 3amucy B rpacge
«IIpumedanme» BHYTpeHHe! OMmICHL. ITpu BpemeHHOM M3BATHHN MOKYMEHTa Ha erc MecTo (MeXIy
JVCTAMM  COCeNHMX TOKYMEHTOB) BK/IaIbIBAETCS CIIPABKA-3aMECTUTENb C YKa3aHueM OaThl U
TIPYHNH USBATHS C IONIIMCDIO JINUA, BBIABLIErO JOKYMEHT, U MOJICHIO JIMLA, TTOYYMBIIErO ero
BO BpeMEHHOE IT0JIb30BaHMe.
6. OopmiteHNe TMUHBIX e/ nepes ciadeii B apxuB
6.1. Odbopmenue TUuHbIX Kea mIs Tlépenaun B apXus MPOU3BOAUTCH CIELMATMCTOM IO Kampam
06111e06pa3oBaTeIbHOM OpraumsaL, dta IpoLenypa BKIIOYaeT:

°® TOALIMBKY (TI€peIuIeT) fea;

. YTOUHEeHNe HyMepaluu JIMCTOB aeJsia;

®  COCTaBJIeHMe JIMCTa-3aBePUTeENS (IPUTOKeHMe N2 8);

* CocCTaB/eHVe (YTOUHEHUE) BHYTpeHHel! OINCH;

*  BHECEHME YTOUHEeHMII B PeKBU3UTBI IUIIEBOIT OBIOKKY fea.



6.2. JIucT-3aBeputenp fena IOJDKeH NIOATIMCATE €ro COCTaBUTeNb, IIPU OSTOM J[ejIaeTcs
pacmnd)pOBKa OOJDKHOCTU U [IoaIInCH, IIpOCTaBJIIeTCHa oara. B Imporecce WMCIIO0JIb30BaHUAg
dPXUBHBIX OJOKYMEHTOB B J'II/ICTe—BaBepI/ITeI[e AejarTcsa COOTBETCTBYIOIIIME OTMETKU. Eciu aeJio
TOAMINTO 6e3 JIMCTa-3aBEPUTENIS, TO ero C/IEAYeT HaK/IeUTb Ha BHYTPEHHIOIO CTOPOHY OBJIONKKM
nena.

6.3. C 1e/bio obecrneyenys COXPaHHOCTY JIMYHBIX [ieJl PEKOMEHYeTCS:

° OODBeNMHSTD MHOMBUIYA/IbHbIE JMYHbIE A€na YBOJIEHHBIX COTPYAHMUKOB B OHY OBJIOXKY
(0bbenyHeHHOE [e/0) ¢ TakuMm pacuetom, 4TO6bI O6beM mesia (Toma) He mpesbiuran 250
JIMCTOB (IIyTeM CIUMBKY MaTepyasioB VIHAMBUYaJIbHbIX €] TI0 FOaM YBOJIbHEHMS);

* baclioniarate MaTepuasbl MHAMBUAYAJIbHBIX [eN B Ipenenax gena (Toma) B andaBuTHOM
nopsiaxke (moamMuiIbHO), OTHess MaTepuasbl, OTHOCSIIMECS K PAa3HBIM MHIVBUIYATbHBIM
AelaM, YMCTBIM JIMCTOM OyMaru C yKasaHMEM Ha HeM Gbamunumu, UMeHM u oTuecTBa
COOTBETCTBYIOLIEIO  YBOJIEHHOTO Ilenarora u COTpYAHMKA 0OlIe06pasoBaTenbHOM
OpraHu3anum;

° CHabXaTb KaXIOe O6beIMHEHHOEe [eJo (TOM) BHYTpEHHei! OMMCBIO C IIepeuyCcIeHneM
bamuanit, MMEH ¥ OTYeCTB u YKasaHMeM HOMEpPOB CTpaHMll, B Ipefienax KOTODPBIX
PacIIONIOKeHbI COOTBETCTBYIOIIME JOKYMEHTHI.

6.4. Tlepenaya 1uYHBIX Hej B apXMB OCYIIECTB/IIETCS He MO3Hee TPeX JIeT MOC/Ie 3aBepILIeHNs UX
B N€JIOIPOM3BOLCTBE B COOTBETCTBMM C rpadmkoM. IIpensapurensHo ceKkpeTapeM, CIeLMaINCTOM
IO KajipaM IpOBEpSeTCs IOJHOTA M IPABUILHOCTb IMOATOTOBKY JIAUHBIX el K Tepernaue.
BhlaBIeHHbIe TIpM TIpOBepKe HemOCTATKIM YCTPaHSAIOTCA CeKpeTapeM, CIeLMaJyCTOM II0 KagpaM.
Ilepenaua u mpuem mpousBogATCS MO OMmACH C IIPOCTaHOBKOM OTMETOK O HaJIM4MY JINYHbIX eI
6.5. JInunble mena menaroros u COTPYAHMKOB 0611€06pa30BaTeIbHOI OPraHMU3aLNH, 3aKOHYEHHBIE
A€I0Ipon3BOACTBOM 10 1 auBapst 2003 roga, xpaustea 75 set, nocse 1 suBaps 2003 roga - 50
net. JInuHble nesa MUpeKTopa, rIaBHOrO 6yxranrepa 06111e06pa30BaTeIbHOI OpraHu3auyui MMeIoT
ITIOCTOSTHHBIV CPOK XPaHEHMS.

7. OTBeTCTBEeHHOCTD

7.1. Tlemaroru u COTPYZHMKM 06111e06pa30BaTeIbHONM OpraHusanuy 06s3aHbl CBOEBPEMEHHO
TIPENCTAB/IATD CEKPETAPIO MM CIIEUMAIIUCTY [0 KaZpaM CBeIeHUT 06 M3MEHEe I B IIepPCOHAIbHbBIX
AAHHBIX, BKIIIOUEHHBIX B COCTAB JIMUHOTO JeJIa.

7.2. Paboronarenpb o6ecreunsaer:

® COXPaHHOCTb JIMYHBIX [eJ IIeJaroroB u COTPYAHMKOB  00I11e06pa3oBaTebHOIM
OpraHusaiumy;

°  KOH(MDMIEeHLMATIbHOCTD CBEJIEHMI, COMepKAIUXC B JIMUHBIX Helax [IeJarOTOB U
COTPYIHUKOB.

8. IlpaBa paGoTomaTens u pa6oTauKa

8.1. [lna obecreueHys 3aimmThl [IEPCOHABHBIX [@HHBIX, KOTOpble XPAHATCH B JIMYHBIX He/ax
[IElaroroB M COTPYAHMKOB 0611e06pa30BaTe IbHOI OpraHmMsauyu, MeJarorM ¥ COTPYAHUKU
06111e06pasoBaTeIbHON OpraHM3aluy UMeIOT [IPaBo:

* HOJYYMTD MONHYI0 MHPOPMAIMIO O CBOMX IEPCOHANbHBIX JaHHBIX U 006paboTKe 3TUX
DaHHBIX;

°* TOJNYYUTb CBOOOILHBIN JOCTYI K CBOMM [IePCOHA/IbHBIM JaHHbIM;

*  HOJMYYMTP KONMM IOKYMEHTOB, XPaHSIUMeCs B JIMYHOM fejle 1 cozepsKalliye ImepCcoHabHbIe
IaHHbIe.

*  TpebOBaTh UCKITIOUEHMS MU VICIIPAB/IEHMS HEBEPHbIX M HEIOJIHbIX ePCOHAMbHBIX TAHHbIX.

8.2. Paboronarenn umeer 11paBo:

° 00pabaTbiBaTh MEPCOHANbHbIE MaHHbIE [I€IaroTOB M COTPYIHMKOB 0O6111€06Pa30BATEIbHOI
OpI‘aHI/ISE:lLU/H/I, B TOM 4UmMCJ/ie M Ha BHEKTpOHHbIX HOCI/ITQHHX;

® 3alpOCUTL OT TMENaroroB U COTPYIHUKOB 0011e06pa30BaTeNbHO) OpraHM3aluy  BCIO
HeobxXommMMyto uHMGOpMAaIMIO AL BENEHMA JIMYHBIX A€M M 06paBOTKM IIepCOHATbHbBIX
TaHHBIX,



9. 3aK/mI0uUMTeIbHbIE TOI0KEHST

9.1. Hacrosiee IososkeHne o HOpAKe BeNeHUS JIMUHBIX Aesl PaBOTHUKOB SBISETCH JIOKAIbHBIM
HOPMAaTMBHBIM aKTOM, IIPMHMMAETCs Ha IleqarormueckoM CoBeTe IIKOJIb " yrBepkmaercs (ymbo
BBOIMTCS B JIEMICTBYE) IIPMKA30M AVPEKTOpa OpraHM3salmy, OCYIIeCTBJISIONIe) 06pa3oBaTebHY0
IesiTeIbHOCTb.

9.2. Bce usmeHenus u AOIOHEeHNs], BHOCMMble B Hacrosilee IlomoxeHue, ohopmiigiorca B
IIVICbMEHHOJ  (opMe B  COOTBETCTBUU HEMCTBYIOLUIMM  3aKOHOIATEIbCTBOM  Poccuiickoii
Deneparyn.

9.3. TlonoskeHue 0 MOpSKE BEEHMS JIMUHbIX Aesl pabOTHMKOB 06pa3OBaTeNbHON OpraHM3aImm
[IDUHMMAETCA Ha HeONpeNe/NeHHbI CpoK. V3MmeHeHuss u JornonHeHuss kK IlonoskeHuUIo
TIPUHVIMAIOTCS B IOPAZKe, NIPeAyCMOTpeHHoM 11.9.1. HacTosero ITososkeHus.

9.4. Tocne mpunatus TTogoxKeHus (MM u3MeHeHMII M M[OMOJIHeHM OTAE/bHBIX ITYHKTOB U
pa3nesioB) B HOBOW pefaKimu [peNbInyIias peqakLyst aBTOMaTUIeCKM YTPaunBaeT CUITY.



XKypHan yuera mmuHbIX me

[Tpunoskenme N21
K TIOJIOXKEHMIO O TOpSAKe BeleHs

JIMYHBIX JeJl pabOTHUKOB

N°| [ara @amvusnst, | Taben | JomkHOCT Crpykty Harta u Hata u [Tpumeu
obopm UM, b- HbIN b p-Hoe HOMeEp HOMED a- Hue
/| e-HMI | OTYECTBO | HOMep (npodec- | mompasp | mpukasa rpuKasa
II | IMYHOTO | Ilemarora cud, e-7ieHue | (pacmopsi- | (pacmops-
Iemna u cIienuasb- JKeHMS) 0 SKeHUs ) o
COTPYIHMU HOCTb) rpuemMe IpeKkpaiiie-
Ka nefarora nefarora HUM
u u (pacTopske-
COTPYIHMU COTPYOHU HUU)
Ka Ka Ha TPYOBOTO
pabory IOTOBOpA C
nefgarorom
u
COTPYOHUK
oM
(yBOMTBHE-
HUI)
1 2 3 4 o) 6 7 8 9




@oung Neo
Ormuce Ne

Hemo Ne

—_—

Wupekc nena

O6noskka myHOrO Hea

ITpunoskenne N22
K TTOJIO}KEHMIO O IIOPSIIKE BeIeHMS
JIMYHBIX JeJl pabOTHUKOB

JINYHOE JEJIO N®

(Ha3BaHMe 06pa3OBaTeIbHOIN OpraHusaLum)

Hata Hauas

lata okoHuaHus

a

Ha JIMCTax
XpaHuTb JeT
®onmg Ne
Omnuce Neo
Jemo Ne

— e i

(3arosoBoK mesa)



BHYTPEHHSS OITNCh

JIOKYMEHTOB fesia N2

IIpunoskenne N23

K IIOJIOXKEHUIO O IIOpsaKe BeneHuUs

JIMYHBIX Jesl pabOTHMKOB

N® Wunexc Hara HasBanne Homep ITpumevannsa
I/ IOKYMEHTa IOKYMeHTa IOKYMeHTa JIUCTOB
Jena
Wroro: IOKYMEHTOB

Konuuectso nmmctos BHyTpenHeit omicu

(umbpamu 1 IPoUCHIO)

OTBeTCTBEeHHBIII 33
KaJIpOBBII1 YUeT:

« »

(umdpamu U IPOIUCHIO)

.202__ ropma

(mopmuch)




@.1.0.

ITpunosxkenne N4
K ITOJIOXKEHMIO O TIOPIAKe BeleHUs
JIMYHBIX [1eJl pabOTHUKOB

HokHOCTD

JInunoe nemo N¢

IlaTa o3HaKoOMJIeHUs egarora
U COTPYAHMKA C IUUYHBIM
JeJIOM

ITognucek nemarora u
COTPYIOHMKA

OTmeTkH, npuMeyaHus,
3aMeyaHus




ITpunoskenne N°5

K TIOJIOXKEHMIO O MOpPSIKe BeIeHMs

JIMYHBIX JIe1 pabOTHMKOB

OTMmeTKa 0 pe3yIibTaTax eXeromHoi IIPOBEPKU COCTOSAHUSA
M HJIUYMS JIMYHOTI0 Jeia

@.1.0.

HomxHocTs

JInuHoe meno N2

Iata mpoBepku

®.1.0. uneHos
KOMMUCCUU

Tlommucu 4ieHoB
KOMUCCUU

PesynbTat mpoBepku




ITpunoskenne N26
K TIOJIOXXEHMIO O MOpSIAKe BeIeHUd
JIMUHBIX Jej1 pAaOOTHUKOB

JIM4HBIi TMCTOK 110 yUeTy KafpoB

1. ®ammiang

Nma OtuecTBO

2. Tlon

3. T'om, unciio u Mecs1; poskaeHms

4. Mecto poxneHus

(cesto, IepeBHsI, TOPO[I, paiioH,
00671acTb)

5. I'pasxxgaHcTBO

6. O6pasoBaHue

HasBaune @DaKyabTeT I'on I'on Ecnn ne Kakyro
Y4ebHOro U NIOCTYIJIEHUST | OKOHYaHMUS | OKOHUMJI, TO | CHel1aJlbHOCTb
3aBeZleHUS U ero OTHeJIeHye WU yXoaa C KaKoro TIOJTYYMIT B
MECTOHaXOKIeHue Kypca yIes pesyJbTrare
OKOHUYaHUS
y4ebHOro
3aBeIeHus,
yKasaTb N°
IUIIIOMa W
YIOOCTOBEPEHMS

7. Kakumnu MHOCTPaHHBIMHU S3bIKaMU BJjiageere

(unTaeTe u repeBOIUTE CO C/I0BApeM, UMTaeTe ¥ MOXKeTe OObACHATLCS, BJIafieeTe CBO6OIHO)

8. YVueHas crereHb, yueHOe 3BaHMe

9. Kakue umeere HayyHbIe TPyIbI 1 1300peTeHns

10. Bemmonusemas pa6ora ¢ Hayaa TPYIOBO! [IeATeNbHOCTY (BKIIOYas y4e6y B BBICIIMX U
CPEIHMX CIIELMATbHBIX YYOHBIX 3aBEIEHMUAX, BOEHHYIO CITys>k6y M paboTy 1O COBMECTUTETLCTBY)

Mecsn u rog, Jo/DKHOCTD ¢ yKasaHueM yupeskmenmus, MecToHaxoxmeHne
MOCTYIIEHMS yxXona OpraHM3auyu, IPeANpUSTUS, a TAKKe YUpEXIEHUS,
MUHMCTEPCTBA (BeOMCTBA) OpraHusaiuu,

IpennpuaTd




11. Ipe6riBanye 3a rpaunieii (paGora, cyskebHas KOMaHIMPOBKA, TI0e3/Ka C Je/ieralyerr)

Mecsan u rog, B xaxoit cTrpane Henp mpebuiBanmsa 3a
C KaKoro 10 KaKoe rpaHuien
BpeMeHU BpeMs
12. YuacTue B BbI6OpHBIX OpraHax
MecTo BbI6OpHOrO Hassanue Bri6opHOTO B kauectBe koro I'on

opraHa

opraHa

BbIOpaH

136paHMs | BBIOBITUS

13. Kakue ymMeeTe IIpaBUTEIbCTBEHHbIO Harpaabl

Korna u kem Harpaxmex

14. OtHoIIeHMe K BOMHCKMM O6S3aHHOCTSIM U BOMHCKOE€ 3BaHMue

Cocras

Pon Borick

(KOMaH/IHbII, TOUTUYECKNIL, aIMVHUCTPATUBHBDIN, TEXHUIECKUI U T. [1.)

15. CemeiliHoe [I0JIOKEeHYE B MOMEHT 3aIl0JITHEHMS JIMUHOTO JAUCTKA

16. Nomaurumit agpec

(47I€HBI CeMbM, C yKasaHyeM BO3pacTa)

17. O6s3yioch CBOEBpPEMEHHO M3BeIaTh 060 BCEX M3MEHEHMIX IaHHBIX, BKIIOUEHHbBIX B JIMYHBIIA

JIMCTOK IIO YUEeTYy KaIgpoB.

« »

202__ roma




IIpunoskenme N°7
K ITOJIOXKEHUIO O IIOpsiiKe BeJeHUd
JIMUHBIX JleJ1 pAGOTHUKOB

AHKETA

Dammnns

Umsa

OtyecTBO

Jara posxknenus

1. T'paskmaHCTBO (€C/IU M3MEHSH, TO YKaxKuTe,
KOTZIa U IO KaKO} MPUUMHe)

2. O6pa3oBaHue, yuyeHas CTereHb (xorma u
KaKue yuebHble 3aBelEHMS OKOHYMIIH, HOMepa
IuIiomMoB). CIrienManabHOCTh U KBaIMQUKALUI
10 IUTJIOMY

3. KakMMM MHOCTPaHHBIMM SI3bIKAMM ¥ SI3bIKAMU
Haponos Poccuiickon Meneparuy Bianeere u B
KaKkoif  crermeHuM  (YMTaeTe M MOYKETe
OOBSICHATBHCS, BIafeeTe CBOOOJHO)

4. BrinonHsgemas paboTa ¢ Hauaja TPYLOBON NeATEeSLHOCTH (BK/IIOYAs BOGHHYIO CIIyx6y u pabory
10 COBMECTUTEIbCTBY)

Mecs u rog, JLO/KHOCTD C yKasaHuem yupeskIeHus, MecToHaxoxgeHne
MOCTYTIJIOHMS yxoza OpraHu3auyy, NpenrnpusITHs, a TaKxKe YUpEeXIeHMs,
MMHUCTEPCTBA (BeLOMCTBA) OpraHM3aluy,
TIpENTIPUATHAS

5. Baum 67m3Kye pofCTBeHHUKM (’KeHa, My, OTell, MaTb, 6paThsi, CECTPbI)

Crenenb Damuins, ums, Tog MecTo pa6orThi, Anpec mecTa
poJICTBa OTYECTBO POKIEHMS IO/DKHOCTh JKUTEJIbCTBA

6. Jomaluwmit agpec u HOMep TesepoHa

7. TlaciopT wiu MOKyMeHT, ero 3aMEeHSIOILINIT

(HoMep, cepusi, KeM U KOrza BbIZIaH)
8. [lononmHuTeIbHbIE CBeZleHNs1, KOTopble Brl skeaere coobmTh 0 cebe

10. Ha kaKoit ypoBeHb 3aprutatbl Bbl paccunThiBaeTe?

« » 202 roma

(DOJKHOCTD OTBETCTBEHHOTO 33 KaZpPOBBIit yuer) (mommmch)
(paciumdposka mommmcy)




JINCT-3ABEPUTEJIb

ITpunoskenne N°8
K TOJIOKEHMIO O MOPSIIKe BeOeHMs
JIMUHBIX JleJ1 pabOTHUKOB

Iema N2

B nene npoumro 1 npodymepoBaso JIUCTOB

(umbpavu u
IIPOIINCHIO)
cN® o N® , B TOM 4mcJie:
JIMTepHbIe HOMepa JIUCTOB
MIPOIYIIeHHbIe HOMepa JINCTOB
+ JIMCTOB BHYTPEHHEN OIUCK JIUCTOB

OcobeHHOCTM DU3MUECKOTO COCTOSHUS 1 Howmepa nicros
dbopmupoBanus fena
OTBeTCcTBeHHbII 33
KaIpOBbIN yUeT
(mopmuco)

(pacimdpoBka mogmmc)

« » 202 roma




