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1. O6Lwme NONOXKEHUS

1.1. Hactosuwee [lonoxeHne 0 MopsiaKe BeAEHUS NMYHBLIX Aen PabOTHUMKOB OpraHu3auuu,
OCYLLECTB/AOLLEN  00pa3oBaTeflbHYK0  [eATeflbHOCTb,  pa3paboTaHO B COOTBETCTBUM  C
depepanbHbIM 3aKkoHOM Ne 273-P3 oT 29.12.2012 «O6 06pa3oBaHMK B Poccuiickor degepauuim»
C u3MeHeHmamu ot 2 mona 2021 ropga, PepepasnbHbiM 3akoHOM 0T 27.07.2006 Ne 152 «O
NnepcoHasibHbIX AaHHbIX» B pegakumn ot 2 nwona 2021 roga, MNpukasom denepaibHOro apxXmBHOMO
areHTcTBa OT 23 fAekabps 2009 roga N 76 «O6 yTBepXaeHUM MeToAMYecKUX peKoMeHaaumi no
pas3paboTke WHCTPYKUMIA MO [eNonpousBOACTBY B (PefepasibHbIX OpraHax WCMOMHUTENbHOW
Bnactu», Ykasom [pesugeHta oT 30.05.2005 Noe 609 «O6 yTBepxaeHUn [1on0XKeHUs O
NepCoHa/IbHbIX AaHHbIX FOCYAAapCTBEHHOrO chyxauero Poccuiickoin ®Pepfepaumn U BefeHUN ero
NNYHOro fena» B pefakumm ot 23 wmond 2019 roga, TpygosbiM Kogekcom Poccuitckoi
®epepaunn,  KonnekTvBHbIM  [OFOBOPOM,  YCTaBOM  OpraHusauuu,  OCYLLECTBASAOLLEN
06pa3oBaTeibHY0 AeATENbHOCTb.

1.2. [aHHoe [lonoxeHve onpeaenseT MOPALOK BeAeHUs JIMYHbIX [efl MefaroroB U UHbIX
COTPYAHVKOB M paboTHukoB AT, onpegenser nopsagok (HOPMUPOBaHMS, yyeTa U XpaHeHus,
Bbla4mM NIMYHbIX e BO BPEMEHHOE M0Jb30BaHMe, a Takke OTBETCTBEHHOCTb, MpaBa paboTHWUKOB U
AMpekTopa 06pa3oBaTelbHON OpraHm3aLum.

1.3. Hactoswee lMonoxeHve yTeBepXaaeTca npukasom no AAT n aBnseTca obsizaTeNlbHbIM A/1s
BCEX KaTeropuii negarornyecknx n gpyrnx cotpygHvukos OA4T.

14. BepeHune nu4yHbIX gen neparoros u cotpyaHwukos AT Bo3naraetca Ha creyuanucta no
Kagpam  Wnn - [enIonpov3BOAUTENSA  OpraHm3aumy,  OCYLLECTBAsAKOLWEA  06pa3oBaTeNbHYHO
LeaTeNbHOCTb.

1.5. JInuHoe feno - OCHOBHOMW [OKYMEHT MepCOHa/IbHOro yyeTa, CofepKawmini Hambosnee MosHble
CBefleHUs 0 paboTHMKe 0Opa30BaTe/IbHON OpraHM3aUun U ero Tpy4oBOM AeATeNbHOCTU. B nuyHoe
[ieNno BHOCATCA CBeAeHUS, CBA3aHHbIE C NMOCTYMN/IeHWEM Ha paboTy Y YBOJIbHEHMEM.

1.6. CsefileHVs1, cofepxXalimecs B IMYHOM fene, OTHOCATCA K KOH(UAeHUMAaNbHOW UHopMauuu,
MNMEIOT OrpaHNYeHHbIN JOCTYN W pasrfialleHnto He Nnoanexar.

1.7. JInuHoe feno BefeTcs B TedeHMe BCero nepuoga pabotbl paboTHUKA.

1.8. BefeHne HecKONbKUX NUYHBLIX fen OAHOro paboTHMKa 06pa3oBaTesibHON OpraHm3auumn He
[onycKaeTcs.

2. Mopagok hopMmMpoBaHUA INYHBIX e COTPYAHUKOB
2.1. ®opmupoBaHMe NMYHOrO Aena negaroros M cotpygHukoB MAOY OO «[lom pgetckoro
TBOPYECTBa «3IBPMKa» NPON3BOAUTCA HEMOCPEACTBEHHO MOCNe NpueMa B 06Le06pa3oBaTe/lbHYHO
opraHvsauuio WM nepeBoja MeaaroroB UM COTPYAHWMKOB U3 ApYroi  obpas3oBaTe/bHOW
opraHusauuu.
2.2. B COOTBETCTBMM C HOPMATMBHbIMW LOKYMEHTaMu B /INYHbIE Aefia Neaaroros U COTPYAHUKOB
opraHusauuy, ocyLlecTBasoWwed 06pa3oBaTe/ibHy0 AeATe/IbHOCTb, BK/aAbIBAOTCA ClefdytoLme
LOKYMEHTbI:
Onsa nefaroros:

* 3anB/IEHNE O NpuvemMe Ha paboTy;

e 3asBMEHME O COracumn Ha 06paboTKy NEPCOHaNbHbIX AaHHbIX MeAarora;

* CnpaBkKa 0 Ha/iMyuu (OTCYTCTBUKM) CYAMMOCTU 1 (Un) (PakTa YroNoBHOro NpecrefoBaHus,

BbIJaHHOIO0 COOTBETCTBYHOLLUMM OpraHOM MpaBoMnopsaaKa,;

e aBTOGMOrpagus;

* KOMWA MacrnopTa WUan UHOro AOKYMeHTa, YA0CTOBEPSAIOLEro IMYHOCT;

* KOMWA CTPaxoBOro CBUAETENbCTBA MEHCMOHHOIO CTPaX0BaHWA;

*  KOMWA NAEHTUPUKALNOHHOIO HOMepa Ha/loronnaTe NbLUnKa;

*  KONusa JOKYMeHTa BOMHCKOro y4eta (411 BOeHHO0653aHHbIX);

* KOMnusa cBMAETENbCTBA O 3aKNH4YeHnn bpaka (Npy Hannuum);

*  KOMUA CBUAETENLCTBA O POXKAEHUN feTel (Npy Hanmumn);

e KOMUW JOKYMEHTOB 06 06pa3oBaHuK;



KONUW JOKYMEHTOB O KBUIM(PUKALMM N HANIMYME CneunanbHbIX 3HaHWi (Npy Haimuum);
KONWUW aTTecTauMOHHbIX IMCTOB (MPX HANYKUK);

KONUW JOKYMEHTOB O HarpaXaeHun (Mpu Hamumm);

XapaKTepuUCTUKK, peKoMeHAaTeNbHble NcbMa (Npu HaInumnm);

npukas o npueme Ha paboTy;

npuKas o NepeBoje Ha MHYH LO/MHKHOCTL (NPU Ha/IMumm);

[JO/MKHOCTHAsA WHCTPYKUMA (LO/MKHOCTHbIE MHCTPYKLUMM C MOMEHTA Ha3HauyeHuUs Ha Bee
[LO/HKHOCTN);

TPYZOBOM [0roBop (C NOCMeAytoWmUM BKIKOYEHNEM [OMOSHUTENbHBLIX COrMaleHnin K
TPYLOBOMY [0r0BOpY);

TPYLOBYH KHUXKY;

MEULMHCKYH KHUXKKY.

Ons paboTHUKOB:

3asB/IEHME O MpPUeMe Ha paboTy;

3asB/IEHME O COr/lacn Ha 06paboTKy NepcoHanbHbIX JaHHbIX Mefarora;

crpaBKa 0 HamM4mm (OTCYTCTBUM) CyAUMOCTM U (Mnn) (hakTa YrofioBHOrO MpecnefoBaHus,
BblAaHHOIO COOTBETCTBYHOLLMM OpraHoM MpaBoMopsaKa;

aBTo6MOrpacms;

KOnusa nacnopTa Wi MHOro AOKYMEHTa, YA0CTOBEPAIOLLEro SIMYHOCTD;

KONus CTPaxoBOro CBMAETENbCTBA MEHCMOHHOIO CTPax0BaHUs;

KONus MAeHTU(HNKALMOHHOTO HOMepa Ha/IoronnaTeNbLMKa;

KOnus [OKYMeHTa BOMHCKOro yyeta (411 BOEHHO0653aHHbIX);

KONus CBMAETENbCTBA O 3aK/HOUeHNW 6paka (Mpy Hamumn);

KONus CBMAETENbCTBA O POXKAEHWUM fAeTei (MpY Hamuun);

KOMNun JOKYMEHTOB 06 06pa3oBaHuu;

KONuW LOKYMEHTOB O HarpaxaeHun (Npy Hamumn);

XapaKTepUCTUKK, peKoMeHAaTebHble NcbMa (MpY Hannyum);

npuKas o npveme Ha paboTy;

NpVKa3 0 NepeBoje Ha MHYH AO/MKHOCTL (NpU HaNMuun);

AO/MKHOCTHAS MHCTPYKUMA (BO/HKHOCTHbIE MHCTPYKUMM C MOMEHTa HasHauyeHus Ha Bce
[LO/HXHOCTN);

TpyAoBoOW A0roBop (C MOCNeaytLWmMM BKIKOYEHNEM AOMOMHUTENbHBIX COFMalleHUA K
TPYA0BOMY [Or0BOpY);

TPYAOBYIO KHUXKY;

MEANLMNHCKYHO KHUDKKY.

Pa6oTogaTens ohopmMnseT:

TPYLOBOI [OroBOpP B ABYX 3K3eMMNIApax;

npukas o npreme Ha paboTy (0 NepemeLleHUn Ha apyrue JOMKHOCTH);
JINYHYIO KapTo4ky Ne T-2;

LO/IKHOCTHYHO MHCTPYKLMIO B ABYX 3K3EMM/ifpax.

Pa60T0,anenb 3HAKOMWNT:

C HOpMaTMBHO-NpaBoBbIMKU AokyMeHTamu OAT (YctaBom, KONMEKTUBHLIM [LOr0OBOPOM,
MpaBunamy TPyLOBOro pacrnopsagka v ap. NI0KabHbIMW akTamu);

C AO/MKHOCTHOW UHCTPYKLMEN;

NPOBOAUT BBOAHbLIA WMHCTPYKTaX, WHCTPYKT&X MO OXpaHe TpyAa, WHCTPYKTaX Mo
NPOTMBOMNOXapHOM 6e30MacHOCTH.

2.4. MNepBUYHOE O(HOPM/EHNE NIMYHOTO Aena NpeLycMaTpuBaeT:

NPUCBOEHME IMYHOMY Aefly HOMepa COrflacHO XXypHasy y4yeTta NnyHbIX gen (MpunoxeHue
Ne 1);

npocTaB/iEHNE Ha 0010)KKE NIMYHOTO fena (npunoxeHwe Ne 2) crefytoLNX PeKBU3UTOB:
WHOeKC pena (B COOTBETCTBMM C HOMeHKnaTypOIZ hen 06Lu,eo6pasoBaTeanoV|
opraHu3ayumn, nNosHoe HaMMeHOBaHWe o6u4e06pasoBaTean0|7| opraHusauun, HoOMep



NNYHOTO fena; (hamMmuans MMs 0TYeCTBO PabOTHMKA B MMEHUTENIbHOM Mafexe; AaTbl - o[

Hayana v rof, OKOHYaHUA BeeHNA [ena; KONMYeCTBO NINCTOB; CPOK XpaHeHus;
* TOMeLleHVe [OKYMEHTOB, TMOAMEXaLUMX XpaHeHW0 B COCTaBe JIMYHbIX [Jen, B

XPOHONOrMYEeCKOM MopsaKe:

> BHYTPEHHAA Onucb JOKYMEHTOB fena (npunoxeHue Ne 3);
NINYHBIVA NUCTOK NO YYeTy Kaapos (NpunoxxeHns Ne 6);
3as1B/leHNe 0 nprieme Ha pabory;
npuKas o Nnpueme Ha paboTy;
TPY/Z0BO [OroBOp;
[OroBOop O TMONHOA MaTepuanbHOW  OTBETCTBEHHOCTM  (eCi pabOTHUK -
martepuasibHO OTBETCTBEHHOE NNLO);
> XapaKTepUCTUKW U PEKOMEHAATE/bHbIE MUCLME;
> corfiacue Ha 06paboTKy NMepcoHasIbHbIX AaHHbIX.

2.5. JINCTbI JOKYMEHTOB, MOMELLEHHbIX B IMYHOE [ef10, MOANeXar HyMepauuu.
2.6. C uenbto obecrneyeHnst Hafiexallel COXpPaHHOCTM IMYHOMO Aena neaaroroB U COTPYAHMKOB
06L1e0bpa3oBaTeNbHOM OpraHM3aunmM 1 ynobecTea B 06palieHMnm € HUM Npu  (POPMUPOBAHUM
[OOKYMEHTbI MOMELLAITCA B OTAeNbHYK nanky. [pu yBOMbHEHWM paboTHMKA MPOLUMBAOTCA
HUTKaMW 1 CLAIOTCA B apXuB.
2.7. BHYTpeHHAa onuncb JOKYMEHTOB, MMEILLMXCA B /IMYHOM [ene, AO0/HKHA COoLepXKaTb CBeAeHNs
O TMOPSAKOBLIX HOMepax, HavMEHOBaHWAX [OKYMEHTOB [efia, KO/NWYecTBe JIUCTOB, [JaTax
BK/IKOYEHMWS JOKYMEHTOB B /IMYHOE [E/10 U U3bATUA U3 [ieN1a, a TAKXKe KEM U3bAT LOKYMEHT W Mo
KaKoW NnpuymHe.
2.8. BHYTpeHHAs ONWCb COCTABNAETCA HA OTAENbHOM /INCTE MO YCTAHOB/IEHHOW (hopme. JIUCTbl
BHYTPEHHEN ONuUCKH HYMEPYHOTCA OTAE/bHO.
2.9. Mpn NOAroTOBKe NIMYHLIX [eN K nepefaye Ha XpaHeHWe K BHYTPEHHel OMMUCKU COCTaBNseTCH
MTOroBas 3anucb, B KOTOPOI YKa3bIBAETCA LppaMu 1 NPONMUCLI0 KOIMYECTBO BK/IKOUYEHHBIX B Hee
[LOKYMEHTOB M KO/IMYECTBO /INCTOB Jefia.

V VV VYV

3. TMopsAgok BedeHUs WYHbIX fAen  MNejaroroB UM COTPYAHMKOB — OpraHumsaumm,
OCYLLIECTBNIAIOLLEN 06pa3oBaTe/IbHYO AeATe/IbHOCTb
3.1. JInyHoe Aeno nefaroroB M COTPYAHWKOB 006Le06pa3oBaTe/lbHON OpraHu3auuy BedeTcs B
TeyeHMe BCEro nepuofa paboTbl KaKAOro nefgarora M COTPYAHMKA B 06LLe06pa3oBaTenbHON
opraHu3auum.
3.2. [anbHeillee BeAeHWe NNYHOrO fena Mefaroros UM COTPYAHWKOB 006LLe06pa3oBaTe/ibHOM
opraHu3auumn npegycMaTpuBaeT NOMELLEHME B [0 JOKYMEHTOB, 06pa3yroLimxcsa B npouecce
pabouyeit AeaTeNbHOCTM 1 UMEKOLLIMX 3HaYeHWe AN TPYA0BbIX OTHOLLIEHWIA:

* [I0MOSHEHME K IMYHOMY IMCTKY MO YYeTY KafpoB;

* [0MOMHUTENbHbIE COrNaLIEHNs K TPYA0BOMY AOr0BOPY;

* KOMMW NPUKa30B MO /IMYHOMY COCTaBY, KOTOpble KacatoTcsi NejaroroB U COTPYAHWMKOB

06Le06pa3zoBaTe/lbHOW OpraHM3aLum;
e OT3blBbl [O/MKHOCTHbIX /fAL, O Meaarore W COTPYAHWKe 06LLeobpa3oBaTe/lbHON
OpraHu3aLuu;

e KOMWUW JOKYMEHTOB O MOBbILUEHNN KBaNM(UKALMWK;

* KOMWW CEPTUMKATOB, rpamor;

* JIACT - 3aBepuTe/ib Aena (COCTaBNAKT MpW chayve MMYHOMO Aena B apXmB);

*  VHble AOKYMEHTBI.
3.3. B uenAx 06ecneyeHnss KOHTPONS 3a COXPAHHOCTbIO WM aKTyalbHOCTbK J/INYHLIX Aen B
06LLe06pa30BaTeNbHON OpraHM3auUny exerogHo (He mosgHee | KBapTana rofa, Cneaylowero 3a
OTYETHbIM) NPOM3BOANTCA NPOBEPKA UX HANIMYMS 1 COCTOSHUS.
3.4. EXXerogHyto MpoBEPKY COCTOSHMS NINYHBLIX Aen Ha NpeAMeT COXPaHHOCTU BK/OYEHHbIX B
Hero AOKYMeHTOB MpPOBOAUT AenonponssoanTens. O NpoBefeHHbIX NMPOBepKax AenaeTca 0TMeTKa



B /ICTE O pe3y/ibTaTax eXerofHoii NPOBEPKM COCTOSHMS U HANMYMS NINYHOTO Aena (NMpUIoXeHue
Ne 5) 1 [10KNaabIBaeTCs AMPEKTOPY OpraHM3aLum.

4. MopsafoK yyéTa M XpaHeHUs NUYHbIX AeNn MeaaroroB M COTPYAHMKOB OpraHm3aumm,
OCYLLECTBNAIOLLEN 06pa3oBaTe/lbHYO [eATe/TbHOCTb.

4.1. XpaHeHue 1 y4yeT NINYHbIX Aen NeAaroroB U COTPYAHVMKOB OpraHu3aLnmn, OCYLLIECTBASIOLLEN
06pa3oBaTefibHyl0 [AeATeNbHOCTb, OPraHMU3yHTCA C LeNbH ObICTPOro 1 6e30LMO60YHOro NoucKa
NNYHBIX [eN, 0OecneyeHnss MX COXPaHHOCTW, a Takke o0b6ecrneuyeHWUs KOH(PUAEHLMANbHOCTY
CBeAEHNIA, cofepyKalmnxcs B IOKYMeHTax NIMYHbIX AeN, OT HeCAHKLMOHMPOBAHHOMO A0CTYMa.

4.2. NIn4Hble Aena COTPYAHUKOB XPaHATCS B celide 06LLe06pa3oBaTeNbHOM OpraHM3aLmun.

4.3. TpyoBble N MEAULMHCKNE KHVXKKM XPaHATCS OTAENbHO B Ceide.

4.4. NocTyn K NUYHLIM [enaM NeaaroroB U COTPYAHMKOB 06LLe06pa3oBaTeNbHOM OpraHu3aLmmn
MMEIOT TONbKO AeNonpon3BOAUTENb, AVMPEKTOP 00LLe0bpa3oBaTeNlbHOM opraHusauuyM Moo
3aMeCcTUTeNIM AMPEKTopa MNPU MCMOMHEHUM 0653aHHOCTEl AMpeKTopa 00LLe06pa3oBaTeNbHON
opraHu3auun.

45. Cuctematusaumsi NWYHbIX Aen  MNeAaaroroB M COTPYAHMKOB — 00Le06pa3oBaTe/lbHOM
opraHu3aunmn Npov3BoAnNTCA B anthaBUTHOM MOPS/Ke.

4.6. InuHble aena neaaroroB M COTPYAHWKOB 06LLE06pPa30BaTeNbHOM OpraHu3aLun, UMEHLLX
rocyfapCTBeHHble 3BaHUS, NPEMUM, Harpafbl, YUYeHble CTEMEeHN W 3BaHUSA, XPaHATCA MOCTOSHHO, a
OCTa/IbHbIX COTPYAHWUKOB - 75 NeT ¢ roga yBoNbHeHMSt paboTHUKA (B COOTBETCTBMM C [epeyHem
TUNOBLIX YMNPaBNEHYECKNX [JOKYMEHTOB).

5. MNopsafok Bblgavn NMNYHbLIX e/ BO BPEMEHHOe MoJsib30BaHme

5.1. Bblgaya nn4HbIX fgen (OTAeNbHbIX [OKYMEHTOB B COCTaBe /IMYHOrO fena) BO BPeMeHHOoe
nosib30BaHMe NPOM3BOAMUTCS C paspeLleHnst AvMpekTopa 06Lieobpa3oBaTeNbHON opraHu3auum no
3aB/IEHNIO COTPYAHMKA OpraHn3aLmm, oCyLLEeCTBAAIOLWEA 06pa3oBaTe/lbHY0 AesATeIbHOCTb.

52. Pabota (0O3HakKOM/MEHWE) C /IMYHBbIMKM  [enamMu  NejaroroB M COTPYAHWMKOB
06LLe06pa3oBaTe/IbHON OpraHu3aumMyM NPou3BOAUTCA B NPUEMHOM AMpPeKTopa. B KOHLUe pabouero
[HA [enonpousBoauTent 06s3aHa yb6eauMTbCa B TOM, UYTO BCE /IMYHbIE Aena, BblAaHHbIE BO
BPEMEHHOE MO0/b30BaHNe, BO3BpalLleHbl HA MECTO XpaHeHWs M eCTb /I HeobXoAUMOCTb ANs
NPUHATUSA MEP K UX BO3BPALLLEHUIO NN PO3bLICKY.

5.3. ®aKT Bblgaum NMYHOrO Aenia YUKCUPYETCHA B KOHTPOIbHOM XXYpHae.

5.4. N3baTure oTAeNbHbIX JOKYMEHTOB M3 JIMYHOrO Aena NpoM3BOAMUTCA C paspeLleHna AnpekTopa
06LLe06pa3oBaTe/lbHOM  OpraHmM3auum ¢ 0OPM/IEHMEM COOTBETCTBYHOLLEN 3anucu B rpade
«[MprmeyaHne» BHYTPEHHEN onucun. pyv BPEMEHHOM U3bATUM [OKYMEHTa Ha ero Mecto (Mexay
MCTamMn  COoCelHUX AOKYMEHTOB) BK/IablBaeTCA CrnpaBkKa-3aMeCTUTeNlb C YKazaHWeM fJaTbl U
NPUYMH U3BATUA C NOAMNUCHIO NNLQA, BblAaBLUEro JOKYMEHT, M NOAMUCLIO NNLA, NOYYMBLLETO ero
BO BpPeMeHHOe Mo/ib30BaHue.

6. OhopMneHMe NNYHbIX AeN nepes caadveil B apxme
6.1. OhopmeHne NNYHBIX Aen ANs nepefayn B apxvB NPOM3BOAMTCA CNELMAnMCTOM MO Kagpam
06L1e06pa3oBaTeIbHON OpraHm3aumMn. 3Ta NpoLeaypa BKKYaET:

* NOALWMBKY (nepenner) aena,;

* YTOYHEHWE HyMepauun NNCTOB fena;

e COCTaBfieHMe nucTa-3aBepuTens (NpunoxxeHue Ne 8);

* cocTaBfieHVe (YTOYHEHWE) BHYTPEHHEN ONUCY;

* BHECEHME YTOYHEHWIN B PEKBU3NTLI NMLLEBOW 00M0XKKW fena.
6.2. Jluct-3aBepuTenb fena [AO/MKEH MNOAMMcaTb €ro cocTtaBuTeNb, MNpW 3TOM [enaerca
pacwnpoBka [AO/MKHOCTU W MNOANUCK, NpOCTaBAseTCcs fAata. B npouecce MCNonb30BaHMA
apXMBHbIX [OKYMEHTOB B /IMCTe-3aBepuTeNe AenatTcsa COOTBETCTBYHOLME OTMETKU. Ecnu geno
noawmnTo 6e3 NMcTa-3aBepuTeNs, TO ero Cneayet HakneuTb Ha BHYTPEHHIOK CTOPOHY O0G6/I0XKKM
Jena.



6.3. C uenbto obecrneyeHnsi COXPaHHOCTM NINYHBIX e/l PEKOMEHAYeTCS:

*  00beAVHATb MHAMBUAYASIbHbIE JIMYHbIE [eNa YBOMIEHHbIX COTPYAHWKOB B OfLHY O6/I0XKY
(o6beguHEHHOE [ef10) € TakMM pacyeTom, YTobbl 06beM gena (Toma) He npesbiwan 250
NNCTOB (NyTeM CLUMBKM MaTepuanoB MHAMBUAYaNbHbLIX 4eN No rofam yBOSIbHEHUS);

e pacnofiaraTb marepuasnbl UHAMBMAYa/bHLIX Aen B npefenax gena (toma) B anhaBUTHOM
nopsigke (noamMuibHO), OTAENAA MaTepuasibl, OTHOCALMECA K Pa3HbIM MHAMBUAYA/IbHBIM
fenam, 4YucTbiM NIMCTOM OymMarn C ykKasaHVWeM Ha Hem (aMuaum, UMEHU W OTYecCTBa
COOTBETCTBYIOLLEr0  YBOJIEHHOrO nejarora M COTpyAHMKa 06Lie06pa3oBaTe/ibHOM
opraHu3auuu;

e CHabxaTb Kaxaoe 00beJUHEHHOe Aeno (TOM) BHYTPEHHel OMUCbI0 C MepedncrieHneM
(hamunnin, UMeH W OTYECTB W YyKasaHMEM HOMEPOB CTpaHul, B npefenax KoTopbIX
pacnosioXKeHbl COOTBETCTBYHOLLME JOKYMEHTbI.

6.4. MNepefaya NNYHbLIX Aen B apXUB OCYLLECTBNAETCS HEe NO3A4Hee TPeX JIeT Noc/e 3aBepLueHns nx
B [€N0Npon3BOACTBE B COOTBETCTBMMU C rpadmkom. penBapuTenbHO AMPEKTOPOM MPOBEpPSeTCS
MoSIHOTa M MPaBWIbHOCTb MOATFOTOBKM NUYHBIX [eNl K fepefade. BbIsiBNEHHble MpW NPOBEpKe
HeAoCTaTKN YCTpaHATCA Aenonpoussoguteniem. lMepegaya v npyMem MpPoM3BOAATCA MO ONUCKU C
NMPOCTaHOBKOM OTMETOK O Ha/IMYMMN NINYHbBIX [en.

6.5. JInuHble fena nefaroros U COTPYAHMKOB 00LLe0Opa30BaTeNlbHON OpraHM3auun, 3aKOHYEHHbIE
fJenonpoussoacTeom 0 1 aHBapsA 2003 ropga, xpaHatca 75 net, nocne 1 aHBapsa 2003 roga - 50
neT. JInuHble gena AMpPeKTopa, rMaBHOro dyxranTtepa 06uie06pa3oBaTeNbHON OpraHn3aumMm MerT
MOCTOSAHHbIN CPOK XpaHeHMs.

7. OTBETCTBEHHOCTb
7.1. TMeparorn u CcOTPyAHMKM 06LLeoOpa3oBaTeNbHOM oOpraHM3aumMm 06s3aHbl  CBOEBPEMEHHO
npeacTaBnAaTb  AeNONPON3BOANTENO  CBEAEHUS 00 W3MEHEHMM B MEPCOHa/IbHbIX [aHHbIX,
BK/IFOUEHHbIX B COCTaB /IMYHOIO Aena.
7.2. PaboToaatenb 06ecneynBaeT:
* COXPaHHOCTb JIMYHbLIX [den negaroroB W COTPYAHUKOB  06LLe0bpa3oBaTe/lbHON
opraHusauuu;
*  KOH(UAEHUMANLHOCTb CBEAEHWI, COMAEPXKALUMXCA B /MYHbIX [Aenax neaaroro u
COTPY/IHMKOB.

8. MNpaBa paboTogaTens n paboTHUKaA
8.1. Ana obecrneyeHns 3alMTbl MEPCOHAbHBIX [AHHbIX, KOTOPblE XPaHATCA B JIMYHbIX Aenax
neaaroroB M COTPYAHMKOB 00Lle0bpa3oBaTe/lbHON OpraHm3aumm, nejarorm u  COTPYAHUKM
06Le06pa3zoBaTe/IbHON OpraHM3aLuy UMerT Npaso:
* MOMyYUTb MOSHYH MH(OPMaLMIO O CBOMX MEPCOHa/IbHbIX [aHHbIX U 06paboTKe 3TUX
[aHHbIX;
*  M0/y4nTb CBOOOAHBIN [OCTYMN K CBOVM NePCOHaNIbHbIM JaHHbIM;
*  MNONYYNTb KOMUM LOKYMEHTOB, XPaHALLMECH B IMYHOM [efie U COLepiKaLline nepcoHasbHble
[laHHbIe.
* Tpeb0oBaTb UCK/IOYEHMS U UCTIPAB/IEHNS HEBEPHBIX M HEMOJHbIX NEPCOHaIbHBLIX AaHHbIX.
8.2. PaboTopatesib MMeeT NpaBo:
» 0bpabaTbiBaTb NepPCcOHasbHblE AaHHble Nejaroros U COTPYAHUKOB 006LLe06pa3oBaTe/ibHOM
opraHusauun, B TOM YUC/E U Ha 3N1EKTPOHHbIX HOCUTENSAX;
* 3aMpocuTb OT MeJaroroB W COTPYAHWMKOB 06LLe06pa30BaTeNlbHOM OpraHn3auum BCHO
HeoOX04MMYHO WH(OPMAUUIO AN BeAeHWs NINYHBLIX fJefl U 06paboTKM MNepcoHasIbHbIX
[AHHbIX.

9. 3aKNUUTENbHbIE MOSTOXKEHUS
9.1. Hactosulee NonoxkeHne o NOpAAKe BEAEHMS NMUHBLIX AeNl PabOTHUKOB SBMSETCS NIOKa/bHbIM
HOPMaTUBHbIM aKTOM, MpUHMMaeTcs Ha CoBeTe TPYAOBOrO KOMMEKTMBA W yTBepXaaetcsa (1mbo



BBOAWTCA B [ENCTBME) NPUKA3OM AMPEKTOpa OpraHu3auun, OCyLLeCTBASAOLWeA 06pa3oBaTe/lbHYHO
LleaTeNbHOCTb.

9.2. Bce uM3MeHeHWs W [OMNOMHEHWs, BHOCKMMble B HacToswee [1onoxeHMe, OMOPMAAOTCA B
NACbMEHHOW (opMe B  COOTBETCTBUWM  [eMCTBYIOLWMM  3aKOHOAATENIbCTBOM  POCCUMIACKOMN
defepaunn.

9.3. MMonoxeHve 0 NopsiiKe BefeHUS NNYHBLIX Aen PaboTHMKOB 06pa3oBaTe/IbHOW OpraHM3aumm
NPUHMMAETC Ha HeonpedeneHHbId  CPoK. VI3MeHeHMs W [JONONHeHUs K TONOXEHWUIO
NPUHUMAIOTCA B NOpsALKe, npesycMoTpeHHOM n.9.1, HacToAwero MonoxeHus.

9.4. Mocne npuHATUA T1ONOXKEHUA (UM U3MEHEHWA W [OMNOMHEHWIA OTAE/bHbIX MYHKTOB W
pasfenos) B HOBOM pefakumn npefblayLias pejakumns asToMaTuyeckn yTpaunBaeT cuny.



No
n/

[NaTa ®amunua,
opopmne- nvs,
HWUA NUYHOTO 0THYeCTBO

fena neparora u

COTpYAHUKA

MpunoxxeHne Ne 1

K MOJTIOXXEHNIO O NopAaaKe BeAEeHUA

YKypHan yuyeta MMUHbIX fen

Tabenb- [ O/KHOCTb
HbI A (npodec-
HOMep cus,

cneuymnans-
HOCTb)
negarorau
COTpyfAHUKA
4 5

CTpYyKTYyp- fNata u

Hoe HoMmep
noapaspe- npukasa
neHue (pacnopsa-
XXEeHUN) 0

nprneme
nejarora v
COTPYyAHMKA
Ha pa6oTy

NINYHBIX Aaen pa6OTHVIKOB

Mpumeya-
Hue

HOata n
HOMep
npukasa
(pacnops-
XeHusa) 0
npekpatye-
HUK
(pacTopxe-
HUW)
TPYAOBOTO
forosopa c
nefarorom u
COTPYAHUKOM
(yBonbHe-
HUW)
8 9



MpunoxkeHne Ne2
K MOMOXEHWUIO O MOPsAJKe BefeHus
NNYHBIX fen paboTHUKOB

OGM0XKa NMMYHOTO fena

®oHpa Ne
Onuncb Ne

Jeno Ne

VHaekc gena

(Ha3BaHVe 06pa30BaTe/bHON OpraHu3aLmm)

NVYHOE OENO Ne

(3aronoBok aena)

Jara Havana

[ata okoH4YaHuA

Ha nncTax

XpaHUTb net

®oHp Ne
Onucb Ne

Jeno Ne



MpunoxkeHne Ne3

K MOMIOXKEHNIO O nopsake BeAeHUA

BHYTPEHHAA OMNNCb
NOKYMEHTOB flena Ne

No NHaeke Jata Ha3saHuve Howmep
n/n LOKyMeHTa [IOKYMEHTa LOKyMeHTa NNCTOB
fena
WNToro: LOKYMEHTOB

(umncpamm 1 NPONUCHIO)

KonnyecTtso nnCToB BHyTpeHHGVI onuncun

(umchpamun 1 NPONUCHIO)

OTBETCTBEHHbII 3a
KaJpOBblii y4eT:

(nognmce)

« » 202  ropa

NTNYHBbIX oen pa6OTHI/IKOB

MpumeyaHus



®.1N.0.

LOoMKHOCTL

JlnyHoe geno Ne

[arta 03Hakom/ieHus negarora

1 COTPYAHMKA C INYHBLIM
[Eenom

Moanuck neaarora n
COTPYAHMKA

MpunoxkeHvie Ned
K MOMOXEHWUIO O MOPSAAKE BefeHus
NNYHBIX fen paboTHUKOB

OTMETKN, NpumMeYaHus,
3aMmeyaHuA



MpunoxkeHve No5
K MOMOXKEHWIO O NOPAAKe BefeHWs
NNYHBIX Aen paboTHUKOB

OTMeTKa 0 pe3y/ibTaTax eXeroHol NpPoBepKn COCTOSHMSA
N HAM4YnS NTNYHOTO fiena

®.1N.0.
JOMmKHOCTL
JlnuHoe peno Ne

[JaTa npoBepkun ®..0. uneHos Mognucy uneHos Pe3ynbTaTt npoBepKu
KOMuccum KoMuccum



Mpuno>keHne N6
K MOMOXKEHWNIO O MOPsAAKe BefeHWs
NNYHBIX en paboTHNKOB

JINYHBI NNCTOK MO Y4YeTy KaapoB

1 damumnus

s OTtyecTBO

2. Tlon

3. ['oa, uncno n Mecau, poXaeHusa

4. MecTo poXxaeHusa

(ceno, pepeBHs, ropof, paiioH, 061acTb)

5. [paxpaHcTBO

6. ObpasoBaHue

HasgaHue ®akynbTeT Mg
y4ebHOro nnm NoCTYnNNeHns
3aBefileHNa 1 ero oTAeneHune
MeCTOHax0oXaeHuve

7. KaknMn MHOCTPaHHbIMUY A3blKkamu BnageeTe

lop
OKOHYaHus
nnu yxopa

Ecnun He Kakyto
OKOHYM/, TO  CMeLnasbHOCTb
C Kakoro nonyyunn B
Kypca yLien pesynbTare
OKOHYaHM4
yuyebHoro
3aBefieHuns,
yKaszaTtb No
aunaoma unu
Y0CTOBEPEHUS

(uMTaeTe M NepeBOAUTE CO C/IOBAPEM, UMTAETE U MOXETE 06BACHSATLCS, BNaaeeTe CBOGOAHO)

8. YuyeHad cTeneHb, y4eHOe 3BaHue

9. Kakuve UMeeTe HayuHble Tpy/bl 1 M306peTeHMs



10. BbinonHsemas paboTa C Havana TPYAOBOWN [eATenbHOCTW (BKNtOYas yyeby B BbICLUMX W
CpefHUX cneumanbHbIX Y4eOHbIX 3aBefleHNAX, BOEHHYO C/y)K0y 1 paboTy Mo COBMECTUTE/LCTBY)

Mecsil, 1 rog [lOMKHOCTb C YKa3aHWUEM YUPEXIEHUs, MecToHaxoXaeHue
MoCTYNNeHNs yxo/a opraHu3auum, NpeanpusTis, a Takxe YUPEXAeHUs,
MUHUCTEPCTBA (BEAOMCTBA) opraHu3auuu,
npeanpuUaTUS

11. MNpe6biBaHUe 3a rpaHnLelt (paboTa, cny>kebHas KOMaHAMPOBKaA, Noe3aKa C Aenerauunent)

Mecsi, 1 rog B Kakoii cTpaHe Llenb npe6biBaHMs 3a
C KaKkoro Mo Kakoe rpaHuLeit
BPEMEHU Bpemst

12. YyacTue B BbIOGOPHbIX OpraHax

MecTo BbIOOPHOro HaseaHue BbIGOPHOIo B KayecTBe Koro Mg
opraHa opraHa BblOpaH n3bpaHns  BbIOLITUS

13. Kakue nmeeTe nNpaBUTeNbCTBEHHbIE Harpaabl

Koraa v kem HarpaxaeH

14. OTHOLWEHME K BOMHCKUM 0653aHHOCTSIM M BOMHCKOE 3BaHUE

CocTtaB Pop BOWCK
(KOMaHAHBIIA, MOMMTUYECKMNIA, aAMUHWUCTPATUBHbIA, TEXHUYECKUIA U T. 4.)

15. CemeliHOe NONOXEHNE B MOMEHT 3aMOHEHNS IMYHOIO TUCTKA
(4neHbl cembM, C yKasaHWeM BO3pacTa)
16. [omaluHuii agpec

17. O6s3ytocb CBOEBPEMEHHO M3BeLLaTb 060 BCEX M3MEHEHUAX AaHHbIX, BKIHOUYEHHbIX B IMYHbINA
NINCTOK MO YYeTy KafpoB.

« » 202___rofa




Mpuno>keHne Ne7
K MOJOXEHWIO O MOPsAAKe BefeHWs
NNYHBIX fen paboTHUKOB

AHKETA

damnnus
Nmis
OTYyecTBO

Jarta poxgeHus

1 MpaxkgaHCTBO (€CIN M3MEHSNN, TO YKaXUTE,

KOrga 1 Mo Kakowi NpuymnHe)

2. O6pasoBaHue, yueHas cTeneHb (Korga u

Kakne y4yeOHble 3aBefeHMS OKOHYMIU, HOMepa

annnomMos). CneynanbHOCTbL U KBandmKaums

no Aunaomy

3. Kaknmuy MHOCTpaHHbIMK A3blKamu 1 A3blKaMu

HapogoB Poccuiickolit defepaumm Bnageete u B

Kako/  cTemeHn  (uuTaete M MOXKeTe

06bACHATLCS, BnageeTe cBO60AHO)

4. BbinonHsiemast paboTa ¢ Hayana TPyAOBOW AeATeNbHOCTY (BKNKOYas BOEHHYHO CNyX60y 1 paboTy
M0 COBMECTUTE/LCTBY)

Mecsiy, 1 rog LOMKHOCTb C yKazaHUEM YUpeXaeHus, MecCToHaxoXxaeHue
NoCTYNEHNA yxoaa opraHusauun, NpeanpuaTns, a Takxe yupeXxxaeHus,
MUHUCTEpPCTBaA (Be4OMCTBA) opraHusaumu,
npeanpuaTns

5. Bawwm 65113Kre poAcTBEHHUKN (KeHa, MyXX, OTeL,, MaTb, 6paTbsi, CeCTpbl)
CreneHb damunnsg, nms, Mog MecTo paboThl, Afpec mMecTa
pofcTBa 0TYeCTBO POXKAeHWS LO/IKHOCTb XUTenbCcTBa

6. JJomalHuiA aapec 1 Homep TenetoHa

7. MacnopT UK JOKYMEHT, ero 3aMeHsHoLLiA

(Homep, cepusi, KeM ¥ KOrfia BblJaH)
8. ,ﬂ,OI'IO}'IHI/ITeI'IbeIe CBeAEHNA, KOTOPbIE Bbl »Xenaete COO6U.I,I/ITI:> 0 cebe

10. Ha kakoi1 ypoBeHb 3apnnaTbl Bbl paccumTbiBaeTe?

« » .202___ropa

(BOMKHOCTb OTBETCTBEHHOTO 3a KafpOBbIi YYET) (nognucey) (pacLumndposka noanmcK)



MpunoxeHue Ne8
K MOMOXEHWIO O NOPsAJKe BefeHUs
NNYHBIX fen paboTHUKOB

NMNCT-3ABEPUTEJIb

aena Ne
B hene nNpownTo N NPpoHyMepoBaHO JINCTOB
(umchpamm 1 NpoNUCkIO)
C Ne no Ne , B TOM yuncne:
NINTEPHbLIE HOMEPA JINCTOB
nponyLeHHbIE HOMEPa JINCTOB
+ INCTOB BHyTpeHHeﬁ onucu JINCTOB
OcobeHHOCTH CbI/IBI/I‘-IECKOFO COCTOAHNA U H0|v|epa JINCTOB
(hopmmpoBaHus aena
OTBETCTBEHHbIN 3a
KaJpoBblA yyeT
(nognucy) (pacLumndposka nognucu)

« » 202 roga
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