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1.1. Hacrosimee I[lonoxenue o nNOpsAAKe BEASHUS JHMYHBIX JeJ1 pPaOOTHUKOB OpraHMU3allUH,
OCyIIeCTBIsIfOIIeH  00pa3oBaTeNbHYIO  ACSITENBbHOCTh, pa3paboTaHO B  COOTBETCTBUHM  C
®enepanbHbiM 3aKk0HOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit deneparum» ¢
n3meHenussMu Ha 30 nmekabps 2021 roma, DeaepanbHbiM 3akoHOM OT 27.07.2006 No 152
«O mepcoHalbHBIX JaHHBIX» C W3MEeHeHMsMM Ha 2 utonst 2021 rogma, Ykasom Ilpesupenra or
30.05.2005 Ne 609 «O6 yrBepxknaenun llonoxkeHUs O MepPCOHANBHBIX JAHHBIX TOCYIAPCTBEHHOTO
cayxkauiero Poccuniickoi ®denepanuy M BEIEHMM €ro JMYHOrO nena», TpyaoBsiM Kouxekcom
Poccuiickoit ®@enepanunn, KomtektuBHbiM joroBopoM, Ycraom MBOY «COII Ne 3 um. P.U.
["aiipbexoBa c.Banepux».

1.2. Hannoe IlomoxkeHue omnpenenseT MNOPSAOK BEAEHUSA JIMYHBIX JIeJ MEJaroroB M HHBIX
COTPYIHUKOB U paboTHHKOB OO, onpezenser Nopsa0K GOpMUPOBaHUS, YUETa U XPaHEHUS, BbIIauH
JUYHBIX JIe]l BO BPEMEHHOE IMOJIb30BAaHME, a TaKXKE OTBETCTBEHHOCTb, IMpaBa pPAaOOTHUKOB H
nupektopa OO.

1.3. Hacrosmee Ilonoxenue yrBepxkaaercs npukazoMm gupekropa Ilkonsr u  sBasercs
00s13aTeIbHBIM JIJIs1 BCEX KaTerOpuid MeJarornYecKux u Apyrux cotpyaHukos OO.

1.4. Benenne nuuHbIX A€l 1neaaroroB U corpyaHukoB OO Bo3naraeTcsl Ha CelHalInCTa Mo Kaapam
(cexpeTapsi) opraHu3alyu, OCyIIeCTBISAIONEH 00pa30BaTeIbHYIO NEATeTbHOCTD.

1.5. JIuyHoe Aeno — OCHOBHOM JOKYMEHT MEPCOHATBHOTO Y4eTa, COJAepKalliii Hauboee MoIHbIe
CBeZIeHMsI 0 pabOTHHKE 00pa30BaTEIbHON OpPraHU3alliy U €ro TPYAOBOM JAedTenbHOCTU. B nnuHoe
JIEJI0 BHOCATCS CBEJICHUS, CBSI3aHHBIE C TIOCTYIJICHUEM Ha pabOTy U YBOIbHEHHEM.

1.6. CBeneHnus, coiepxaiiyecs B JUYHOM Jieie, OTHOCATCS K KOH(UIEHIMalbHON nHpopmanuu,
MMEIOT OFPAHUYEHHBIN JOCTYI U Pa3TJIalIEHUIO HE MOJIEeKAaT.

1.7. Jluanoe neno BeAeTCS B TEYCHHUE BCETO MEepHo/1a paboThl paOOTHHUKA.

1.8. Benenue HECKONBKUX IUYHBIX €Nl OJHOTO pabOTHMKA OOpa30BaTeIbHOW OpraHHU3aIMH HE
JIOTTYCKaeTCsl.

2. ITopsimok popmMUpOBaAHMS JIUYHBIX JeJI COTPYAHUKOB

2.1. ®opmupoBaHHME JIMYHOIO Ji€Ja IMeJaroroB U corpyaHukoB OO  mpou3BOAUTCS
HEMOCPEACTBEHHO MOocye MpreMa B 00111e00pa3oBaTeIbHYI0 OPraHU3aIMI0 UITH ITEPEBOIA NIE1aroroB
Y COTPYAHMKOB n3 ipyroit OO.

2.2. B COOTBETCTBUU C HOPMAaTUBHBIMH JTOKYMEHTAMHU B JIMYHbIE J€Ja NEAAroroB U COTPYIHUKOB
OpraHM3aIiy, OCYLIECTBISIONIEH 00pa30BaTEIbHYIO AEATEIbHOCTh, BKIIAJBIBAIOTCS CIIEAYIOIINE
JIOKYMEHTBI:

s nedazoeos:

* 3agBJICHUE O pUEME Ha paboTy;



* KOIHS WJIM BBIITUCKA U3 MIPHKa3a O IpueMe Ha paboTy;

* KOIHS WK BBIMKHCKA U3 MPUKa3a O IepeBO/ie Ha MHYIO JOJKHOCTD (TIPU HAIUYUH);

* nmyHas Kaptouka T-2;

* aBToOHMoOrpadus;

* KOIMU IOKyMEHTOB 00 00pa30BaHMU;

* KOIUS UAEHTU(UKALMOHHOTO HOMEpa HAJIOTOIUIATEeNbIINKA;

* KOIHUS CTPAXOBOT'O MEIUIIMHCKOTO IOJINCA;

* TPYAOBYIO KHIXKKY JINOO AJNEKTPOHHYIO KHIKKY;

* TPYIOBOI 1OTOBOP (C MOCIEAYIOIIMM BKIIOYSHHEM JOTOTHUTEIBHBIX COTIAIIEHUH K TPYAOBOMY
JIOTOBOPY);

* 3asBIICHUE O COTJIACUU HA 00pa0OTKY NMEPCOHAIBHBIX JaHHBIX MEarora;

* COpaBKa O HaNU4YMM (OTCYTCTBHHM) CYAMMOCTH W (Win) (akTa YroJIOBHOTO Ipeciie0BaHus,
BBIJJAHHOT'O COOTBETCTBYIOIIMM OPIaHOM ITPABOIOPSIIIKA;

* KOIHS JOKYMEHTa BOMHCKOTO y4eTa (1Ji1 BOCHHOOOS3aHHBIX );

* KOIMS CBUAETEILCTBA O 3aKJIIOUEHUH Opaka (Mpu HATUYHUH);

* KOMNUS CBUAETEIHCTBA O POKJICHUU AeTel (TIpy HAIUYKH);

* KOIWH JIOKYMEHTOB O KBATM(UKAIINH WIH HAIMYNAE CIIEHUAITBHBIX 3HAaHUHN (TIPH HATHYHH);
* KONUM aTTECTAI[MOHHBIX JIUCTOB (MPU HAINYHH);

* KOIHUH JIOKYMEHTOB O HarpaxaAeHUU (IpyU HAIUYUK);

* XapaKTepPHUCTHUKH, pEKOMEH IaTeIbHbIE MIChbMa (ITPU HATHYUH).

s pabomuuros:

* 3asgBIIEHHUE O IIPHEME Ha paboTy;

* KOIWS WJIM BBIITUCKA U3 MPHKa3a O IpueMe Ha paboTy;

* KOIUS WM BBIMKHCKA U3 MPUKAa3a O TIEPEeBOI€ HAa UHYIO TOJKHOCTD (TIPU HAIUYUH);

* JM4Has KapTtouka T-2;

* aBTOOMOTrpadus;

* KOIHUM JIOKYMEHTOB 00 00pa3oBaHUH;

* KOMNHUS UIECHTHU(PUKALIMOHHOTO HOMEpa HaJOr OIUIaTelNbIINKa;

* KOIUS CTPAXOBOT'O MEIUITMHCKOTO TTOJINCA;

* TPYIOBYIO KHIXKKY JINOO 3JIEKTPOHHYIO KHIKKY;

* TPYIOBOI TOTOBOP (C MOCIEAYIONIMM BKIFOYSHUEM JIOTIOTHUTENBHBIX COTTIAIEHUH K TPYIOBOMY
JIOTOBOPY);

* 3asgBJIEHUE O COTJIACUU Ha 00pabOTKY MEePCOHANTBHBIX JaHHBIX MEIarora;

* ClpaBKa O HaIM4YMKM (OTCYTCTBHUHM) CYIUMOCTH M (WiM) (akTa YroJOBHOTO Ipeciel0BaHus,
BBIJTAHHOTO COOTBETCTBYIOIINM OPTaHOM ITPABOMOPSIIKA;

* KOIHS JOKYMEHTa BOMHCKOIO y4eTa (JUIsl BOCHHOOOS3aHHBIX );

* KOIUS CBUJAETEILCTBA O 3aKJIIOUEHUH Opaka (Mpu HATUUHUH);

* KOIHUS CBUJIETENIbCTBA O POKACHUU JIeTeH (U HAJIMYUK);

* KOIWU JIOKyMEHTOB O KBAJM(UKAIINH WIH HATMYNE CIICIUAITBHBIX 3HAHUHN (TIPH HATHMYHH);
* KOIMU aTTECTALMOHHBIX JIUCTOB (MIPU HATUYHH);

* KONHUM JIOKYMEHTOB O HarpaxaeHuu (Ipy HAIUYUK);

*  XapaKTEepPHCTUKHU, pEeKOMEHaTeIbHbIe MUChMa (TIPU HAJTHMYUH).

Pabomooamenv ogpopmnsem:

* TPYJOBOIl TOTOBOP B ABYX K3EMILISApPax;

* TpuKa3 o0 mpueMe Ha paboTy (0 MepeMEeIeHUH Ha IPyTue JOTKHOCTH);

* JIMYHYIO KapTouky Ne T-2;

* JIOJDKHOCTHYIO HHCTPYKITHIO B JIBYX 3K3EMILISPAX.

Pabomooamenwv 3naxomum:

* ¢ HOpMaTuBHO-TIpaBOBBIMU jgokymMeHTamu OO (YcraBoMm, KoineKTUBHBIM JOTOBOPOM,
[TpaBuiiaMu TpyI0BOTO pacropsaKa U JAp. JJOKAIbHBIMU aKTaMH);

*  C JIOJDKHOCTHOM MHCTPYKIIUEH;

* MPOBOIUT BBOAHBIA HWHCTPYKTaXX, MHCTPYKTaXX IO OXpaHe Tpylda, HMHCTPYKTaX II0
IPOTHBONOXKAPHOU OE30MaCHOCTH.



2.4. IlepBuyHoe opopMIICHUE TUYHOTO JeJIa IPETyCMaTPUBALT:

* IIPUCBOCHHE JINYHOMY JI€Ty HOMEpa COIJIaCHO JKypHally y4eTa JIMYHbIX Aen (mpuioxenue Ne 1);
* MpOCTaBIeHUE HA OOJOXKKE JUYHOTO jena (mpuiokeHue Ne 2) CHeIyONMX pPEKBU3UTOB:
IIOJITHO€ HAaUMEHOBAaHME Y4peauTelis; MOJIHOe HauMEHOBaHue 00111e00pa30BaTeIbHOM OpraHu3aluy;
HOMEp JIMYHOTO JAena; (paMuius uMs OT4ECTBO pabOTHUKA B MMEHUTEIHFHOM IMaJeKe; BHYTPEHHS
OIUCh IOKYyMEHTOB JeJIa.

2.5. JIucThl JOKYMEHTOB, IIOMEIIEHHBIX B JIMYHOE JEJI0, IOJIEkKAT HyMEPALIUH.

2.6. C uenbto obecriedeHus HaJJexalleil COXpaHHOCTH JIMYHOTO JieJla IelaroroB U COTPYIHUKOB
0011e00pa3oBaTeIbHOM OpraHM3allid M yH00CcTBa B OOpaIleHWH C HUM Opu (HOPMHUPOBAHHUU
JOKYMEHTBbI IMOMEIIAITCS B OTAEIbHYI nHanky. IIpu yBoabHEHMH pPaOOTHUKA MPOIIMBAKOTCS
HUTKaMU U CJIAIOTCS B apXUB.

2.7. Ilpy mOAroTOBKE JMUYHBIX A€ K IepeJadye Ha XpaHeHHe K BHYTPEHHEH ONUCHU COCTaBJIAETCS
UTOTOBAs 3aMKCh, B KOTOPOH YKa3bIBaeTCsA IMU(PpPaMH U MPOMUCHIO KOJINYECTBO BKIIOUYEHHBIX B HEE
JIOKYMEHTOB M KOJIMYECTBO JIUCTOB JIEA.

3. Ilopsinok BeaeHMsI JMYHBIX eI 1eJAroros u corpyaunkos OO

3.1. JluyHoe Aeno memaroroB M COTPYAHUKOB 001Ie00pa3oBaTeNbHON OpraHu3allMd BENeTCS B
TE€YEHHE BCEro nepuoaa padoThl Kako0ro nejgarora u corpyaiuka B OO.

3.2. JlanbHeiiliee BeA€HHME JUYHOTO Jeja MeAaroroB u corpyaHukoB OO mpemycmaTpuBaeT
MIOMEIICHUE B JIEI0 JOKYMEHTOB, 00pa3yIoNIMXCs B Ipolecce padoyei AeaTebHOCTH U MMEIOIINX
3HaYEHHE VISl TPYJOBBIX OTHOILICHUH:

* JIOTIOJTHEHHE K JIMYHOMY JIUCTKY I10 YYETy KaJpOB;

* TOTIOJTHUTEFHBIE COTJIANIEHUS K TPYZAOBOMY JIOTOBOPY;

* KONUHM TMPHUKA30B MO JIMYHOMY COCTaBYy, KOTOpbIE KAacalOTCsl IeJaroroB W COTPYAHUKOB
0011e00pa3oBaTeIbHON OpraHU3aIiy;

* OT3BIBBI JOJKHOCTHBIX JIUII O TieAarore u cotpyanuke OO;

* KOIUU JOKYMEHTOB O MOBBIIICHUN KBaU(DUKAIINY;

* KONTUH CepTU(UKATOB, TPAMOT;

* TUCT — 3aBEPUTENb Jela (COCTABIAIOT MPH Ccllade JTNYHOTO Jelia B apXUB);

* UHBIC IOKyMEHTHI.

3.3. B mensx obecriedeHuss KOHTPOJS 3a COXPAHHOCTBIO M AKTYaJlbHOCTBIO JIMUHBIX J€1 B
00111€00pa3oBaTEeIbHON OpraHU3alMK eXeroaHo (He mo3aHee | kBaprana roga, CleAyIOIIETO 3a
OTUYETHBIM) IPOU3BOAUTCS MPOBEPKA WX HATTUYUS U COCTOSTHUSL.

3.4. ExxerofiHyIo MpoBEpKY COCTOSIHUS JIMYHBIX JIe HA MPEIMET COXPAHHOCTH BKIIFOUEHHBIX B HETO
JIOKYMEHTOB MPOBOJUT CHELMAIbHO CO3/1aHHas Komuccuss. O MpOBEIACHHBIX MPOBEpKax JeNaeTcs
OTMETKa B JINCTE O pe3y/IbTaTaxX €XEeroJHOHW MPOBEPKH COCTOSHUS M HAJIWYUS JIMYHOTO JIeja
(mpunoxenue Ne 5) u cocraBisieTcss akT. Pe3ynbTaThl MPOBEPKH JHYHBIX JIe1 B 00S3aTEIbHOM
MOPSI/IKE JTOBOJSATCS /IO TUPEKTOpa 0011e00pa3oBaTeIbHON OpTaHU3allHH.

4. HOpﬂ[[OK yqéTa H XpaHCHUA JIMIHBIX A€/ MeAaroroB 1 COTpyAHUKOB OpraHu3alvu,
OCYLIECTBJISIOIIEH 00pa30BaTEIbHYIO 1eTeJIbHOCTbD.

4.1. XpaHeHue W y4eT JUYHBIX JIe] MEJaroroB U COTPYJHUKOB OPraHU3alluH, OCYILIECTBISIONICH
00pa3oBaTeNbHYIO JESITEIBHOCTD, OPTAaHU3YIOTCSA C IEhI0 OBICTPOrOo M OE30ITMOOYHOTO TMOUCKA
JUYHBIX Je, OOecledeHHsl WX COXPAHHOCTH, a Takke oOecredeHus KOH(HUIACHIINATbHOCTH
CBEJICHUM, COJIEPKAIINXCS B IOKYMEHTAX JIMYHBIX /1], OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA.

4.2. JInyHble AeNa COTPYIHUKOB XPAHATCS MPUEMHON JUPEKTOpA Y ceKpeTaps B mkady.

4.3. TpynoBsle 1 MEAUIIMHCKIE KHIKKH XPAHATCS OTNIEIBHO B ceilde.

4.4. JlocTyn K JUYHBIM JeJiaM TIearoroB M COTPYAHUKOB 0011e00pa3oBaTeNbHON OpraHU3aIiu
MMEIOT TOJIBKO CEKpeTaph, CIECIHAIUCT Mo Kaapam, aupektop OO mmbo 3aMecTHTeNn AUPEKTOpa
MIPH UCTIOJIHEHUU 00s13aHHOCTel qupekTopa OO.

4.5. CucremMaru3ans JIMYHBIX JIEJ MeaaroroB U coTpyaHukoB OO mpous3BOAMTCS B an(paBUTHOM
MOpsIZIKE.



4.6. JIluuHble nena MeAaroroB M COTPYAHUKOB 00IIe00pa3oBaTEIbHON OpraHM3alvd, WMEIOIINX
rOCyapCTBEHHBIC 3BaHMs, IPEMHUH, HarpaJpl, yYE€HbIE CTEIICHU W 3BAaHUS, XPAHATCS IOCTOSHHO, a
OCTAJIbHBIX COTPYAHHUKOB — 75 JIeT ¢ ToAa yBOJbHEHHs paboTHHKA (B cooTBeTcTBUU ¢ Ilepeunem
TUIIOBBIX YIPABICHUECKUX JOKYMEHTOB).

5. llopsiiok BbIIAYM JJUYHBIX /IeJ1 BO BpeMeHHOE M0JIb30BaHHe

5.1. Bbinaua nauuHbIX Jen (OTAEIbHBIX JOKYMEHTOB B COCTAaBE JIMYHOIO Jejla) BO BPEMEHHOE
MOJIb30BAHKE MPOU3BOAUTCS C Pa3pelleHus: AUPEKTOpa 00IIeo0pa3oBaTeNbHOW OpraHU3aluu IO
3asiBiieHUI0 coTpyanuka OO.

5.2. PabGora (03HAaKOMJICHHE) C JIMYHBIMH  J€JlaMd  [€JaroroB 4  COTPYJHUKOB
00111e00pa30BaTeIbHOM OpraHu3aly MPOU3BOJUTCA B IPUEMHON nupekropa. B xoHue pabouero
JHSI CeKpeTaph WIM CHEHHAIHCT MO KaapaM oOsi3aHa yOemuThCs B TOM, YTO BCE JIMYHBIC JIeia,
BBIJJaHHBIC BO BPEMEHHOE I10JIb30BaHME, BO3BpAIEHbl HAa MECTO XpaHEHUS M €cThb JIU
HEOO0XOIMMOCTH JIJIsl IPUHATHUS MEp K X BO3BPAIICHUIO I PO3BICKY.

5.3. @aKT BbIIa4YM JIMYHOTO Jiea (PUKCUPYETCs B KOHTPOJIBHOM JKypHaJIe.

5.4. U3psiTHE OTIENBHBIX JTOKYMEHTOB M3 JIMYHOTO Jefia MPOU3BOJUTCS C pa3pelieHus TUPEeKTopa
OO ¢ opopmiieHueM coOTBETCTBYIOLIEH 3amucH B rpade «lIpumeyanue» BHyTpeHHel onucu. [Ipu
BPEMEHHOM H3BATUU JOKYMEHTa Ha €ro Mecto (MeXAy JHCTaMH COCEIHUX JOKYMEHTOB)
BKJIQ/IBIBAETCS CIPABKa-3aMECTUTENb C yKa3aHUEM JaThl M NPUYUH U3BATHUSA C MOJIMCHIO JIUIIA,
BBIJIABIIETO JIOKYMEHT, U TIOIIHCHIO JIMIIA, TIOTYYHBIIETO €ro BO BPEMEHHOE MOJIb30BaHHE.

6. OdopMmiieHHe JIMYHBIX JeJI Nepe] caaveil B apXuB

6.1. OdopmieHne TMYHBIX A€ A Nepeaaydl B apXuB MPOU3BOAUTCS CIEHUAIUCTOM IO Kaapam
o011e00pa30BaTeIbHOM Opranu3anuy (cekperapst). ITa nmpolenypa BKIIOYaeT:

* TOJUIMBKY (IIEPEIIET) JeIa;

* YTOYHEHHE HyMepaluH JMCTOB JIeNa;

* COCTaBJICHHE JINCTa-3aBepuTels (mpriokerue Ne 4);

* cocTaBiieHHEe (YTOUYHEHHE) BHYTPEHHEN OINCH;

* BHECEHHUE YTOYHEHUI B PEKBU3UTHI JIULIEBOM OOI0XKKH JeIa.

6.2. Jlucr-3aBepuTenb Jena JODKEH IOANUCATh €ro COCTaBUTENb, MpPHU ITOM JIENaeTcs
pacmdpoBKa JOIKHOCTH U TOANKCH, NPOCTaBseTcs Jgata. B mporecce HCMOIb30BaHHS
apXMBHBIX JIOKYyMEHTOB B JIUCTE-3aBEpPHUTEJIE JIENAI0TCA COOTBETCTBYIOIIME OTMETKU. Ecnmu geno
HOIIIATO 0e3 JIMCTa-3aBEPUTENS, TO €r0 CJeNyeT HAKJICUTh Ha BHYTPEHHIOK CTOPOHY OOJIOXKKH
nena.

6.3. C uenpio o0ecredeHnsi COXpaHHOCTH JIMYHBIX JI€] PEKOMEHAYETCSI:

* 00BEOUHATh WMHIUBHUAYaJbHBIE JHMYHBbIE [€J1a YBOJEHHBIX COTPYIHHUKOB B OJHY OOJIOXKKY
(0ObeIMHEHHOE JIETI0) C TaKUM pacdeToM, 4ToObl 00beM jena (Toma) He mpessiman 250 nuctoB
(myTeM CIIMBKM MaTepHajOB WHAMBUIYAIbHBIX /€] 10 F'0JIaM YBOJIbHEHHUS);

* pacronaratb MaTepHalbl HHAWBHUIYAIBHBIX /I B IIpeeax aena (ToMa) B aapaBUTHOM MTOPSIIKE
(modamMuIIbHO), OTAETSAS MaTepHalibl, OTHOCSIIUECS K Pa3HbIM MHIUBHIYaJIbHBIM JeJaM, YUCTHIM
aucToM Oymard ¢ yKa3aHWeM Ha HeM (QaMHINH, WMEHH W OTYECTBa COOTBETCTBYIOIIETO
YBOJICHHOTO I€arora U COTpyAHUKa 00111e00pa30BaTeIbHON OpraHnu3aIuig;

* cHa0XaTh KaXx70€ 00bEIMHEHHOE JeJI0 (TOM) BHYTPEHHEH OIMHUCKIO C MepeurcIeHHeM (GpaMIIni,
UMEH M OTYeCTB M YKa3aHHEM HOMEpOB CTpaHHML, B IpeAerax KOTOPHIX pacloyIOKEHbI
COOTBETCTBYIOINE TOKYMEHTHI.

6.4. Ilepenaya TUYHBIX A€ B apXUB OCYILECTBIISCTCS HE MO3/IHEE TPEX JIET MOCiIe 3aBEPIIECHUS UX B
JIeITOTIPOU3BOJICTBE B COOTBETCTBHUH C TpadukoM. [IpenBapuTebHO ceKpeTapeM, CIeIUAINCTOM 10
KaJ[paM MpoBepseTCs MOTHOTA U MPABUIBLHOCTH MMOATOTOBKH JIMUHBIX JIeN K Nepeayue. BrisBneHHbIe
P TIPOBEPKE HEJOCTATKH YCTPAHSIOTCS CEKpeTapeM, CHelHaIncToM o Kaapam. [lepemaua u
IpUEM MPOU3BOATCA MO OMUCH C TPOCTAHOBKOW OTMETOK O HAJTMYUH JTMUHBIX JEI.

6.5. JInunble nmena memxaroroB M COTPYAHMKOB 0011e00pa30BaTeIbHONW OpraHU3aIlii, 3aKOHYCHHBIC
nenonpousBoacTBoM 10 1 staBapsa 2003 roga, xpansres 75 net, nocne 1 suBaps 2003 roxa — 50 ner.



JluuHble Nena IUPEKTOpa, TIIaBHOro Oyxrairepa o0IeoO0pa3oBaTeNbHONW OpraHU3alMd HMEIOT
HOCTOSTHHBINA CPOK XpaHEHHUSL.
7. OTBETCTBEHHOCTh

7.1. Tlemaroru W COTPYOHHUKH OOIIECOOPa30BATENBLHOM OpraHU3aluu O0S3aHBI CBOEBPEMEHHO
MPEJICTaBIISTh CEKPETAPIO WM CIEUATINCTY MO KaJpaM CBeJeHHs 00 M3MEHEHUH B IEPCOHAIBHBIX
JAHHBIX, BKIIFOYCHHBIX B COCTaB JIMYHOTO JIeNa.
7.2. PaboTonmarens 00ecIIieynBacT:

*  COXPaHHOCTH JIMYHBIX JEJ MeIaroroB U COTPYTHUKOB 0011e00pa3oBaTeIbHON OpraHu3allnu;

* KOH(UIECHIUAIBHOCTh CBEJECHUM, COAEpXKAIIMXCA B JIMYHBIX Jelax [eNaroroB u

COTPYIHUKOB.
8. IIpaBa paGoronaresisi u paboTHUKA

8.1. s oOecrieueHus] 3alIUTHI MEPCOHANBHBIX JIAHHBIX, KOTOPBIC XPAHATCSA B JIMYHBIX JEJIax
NEeAaroroB M COTPYAHHKOB OO0IIe0Opa3oBaTeNbHON OpraHW3alliK, MeAarord W COTPYIHUKH
0011e00pa30BaTeIbHOM OpraHU3alliid KMEIOT IPaBo:

* MOJYYHTHh TOJHYI HWH(OPMAIUIO O CBOMX IEPCOHAIBHBIX JTaHHBIX M OOpPabOTKE ATHX
JIAHHBIX;

hd HOJ'IyT‘II/ITI) CBO6OI[HBII>'I IIOCTYH K CBOUM HepCOHaJII)HI)IM JaHHBIM;

*  TOJYYHUTh KOIUHU JJOKYMEHTOB, XPaHSIINECS B JIMYHOM JIeJIC U COJEpKAIUE TIEPCOHATBHbIC
JaHHBIC.

*  TpeOOBaTh UCKIIOYCHHS WM HCIIPABICHHUS HEBEPHBIX M HEITOJIHBIX IIEPCOHATBHBIX JaHHBIX.

8.2. Paboromarens ©MeeT paBo:

* 00pabaThIBaTh NMEPCOHAIBHBIC JAHHBIC MEAArOTOB U COTPYTHHKOB 00IIC00pa30BaTEIbHOM
0pFaHI/I3aHI/II/I, B TOM 4HHUCJIC U HA BHGKTPOHHI)IX HOCHUTCIIAX,

* 3alpOCUTh OT IMEAAaroroB M COTPYIHUKOB 0O0IIe00pa30BaTEIbHON OpraHu3alii BCHO
HEOOXOUMYI0 HH(OPMAIMIO I BEICHHUS JIMIHBIX JIeJd W OOpadOTKH IEePCOHATBHBIX
JTAHHBIX.

9. 3aka109uuTeIbHbIE MOJOKEHHS

9.1. Hacrosimiee IlonoxeHue o nopsiike BEACHUS JUYHBIX €7 PAOOTHUKOB SIBISIETCS JIOKAIbHBIM
HOPMAaTUBHBIM aKTOM, NpuHMMaeTcs Ha llemarormueckom coere OO u yrBepknaercs (160
BBOJAMTCS B IeliCTBHUE) MpHrKazoM aupekropa OO.

9.2. Bce u3MeHeHHMs U JIONOJHEHUS, BHOCMMble B Hacrosuee Ilomoxkenue, odopmisiiorcs B
NUCbMEHHOW (hopMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOaTeNIbcTBOM Poccuiickoit denepanuu.
9.3. IlonoxxeHne O MoOpsiAKEe BEIEHHs JIMYHBIX Jiell paOOTHUKOB 0Opa30BaTeNbHOW OpraHMU3alUuu
NPUHUMAETCS Ha HeonpeeNieHHbIN cpok. M3MeHeHus u nononHenus K [1onoxeHnto npuHuMaroTcs
B IIOPSIZIKE, IPEyCMOTpeHHOM 11.9.1. HacTosmero [lonoxenns.

9.4. Tlocne npunstus IlomoxkeHus (WiIM M3MEHEHUM M JONOJHEHWH OTAENbHBIX IYHKTOB U
pasziesoB) B HOBOW peJaKIK MpeablIyIias peJakius aBTOMaTHYECKH yTPauuBaeT CUITY.
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ITpunoxenne Ne2
K IIOJIOKEHUIO O MOPSAJIKE BEICHUS
JIMYHBIX JIeJT PaOOTHUKOB

00.10:kKa JIUYHOTO JeJia (o0pa3en)

MYHULHUIIAJIBHOE BIOJKETHOE OBHIEOBPA3OBATEJIBHOE YYPEXJIEHUWE
«CPEJHSAA OBIIEOBPA30OBATEJIBHAS HIKOJIA Ne 3 um. P.1. TAUPBEKOBA c¢. BAJIEPUK>

KEAAAREAAAAAAAAAAAAAAAAAAAAAAAAhAAAArAAdAAArAAAhhAhhhhhhhhhihhihkhiihiiiiiiik

JUYHOE AEJO

(DPamuns)

(Mms1, OT4ectBo)

Hauato
« 12 » 01 20 23 1. OKOHYEHO « » 20 T
No Ommemka
Onuco 00KYMEHmog8, Haxo00AWUXcAa 6 TUYHOM Oelle
n/n 0 HauUYuU

1. |3asBneHue o npueme Ha paboTy;

2. |JIM4HBIN JUCTOK MO yUYETy KaJIpoB;
3 |JIngnas kapTouka;

4 | ABrobuorpadus;
5

6

Konuu nokymeHToB 06 00pa3oBaHuy;

Konus npukasza o npueme Ha paboTy;

JIOKyMEHTBI O MOBBIIIEHUN KBATH()UKALIMOHHOTO YPOBHSL:

7 |aTTecTallMOHHBIN JINCT, YIOCTOBEPEHHUE O MPOXOKICHUH KYPCOB,
HKCIEPTHOE 3aKII0UEHHE;

8 | Kormmu MOKyMEHTOB 0 HarpakKJICHHH, IIOOIPEHNH;

9 | TpynoBoii norosop (3¢hekTUBHBII KOHTPAKT)

10 Kcepokonuu: - macopra (CTpaHUIIbI C TEPCOHATIBHBIMU TaHHBIMU
0 MECTE pEerrucTpaIumn);

11 | BoeHHBIH Ouiet (A1 BOCHHOOOS3aHHBIX JIHIY);

12 | cTpaxoBOTO CBHUIETEIHCTBA;

13 |MUHH

[Tpunoxenne Ne3
K TTOJIOXKEHHIO O TIOPSIKE BEICHUS


http://blanki.ucoz.ru/news/2010-04-02-66
http://blanki.ucoz.ru/news/2010-04-02-66
http://blanki.ucoz.ru/news/2009-07-03-12

JIMYHBIX OCJI paGOTHI/IKOB

OTMeTKAa 0 pe3yJIbTATaX e:Kero{HOH NMPOBEPKU COCTOSIHUSA
H HAJTHYHUS JIMYHOTO JeJia

©.1N.0.

JIOKHOCTh

JIngnoe gemo Ne

Jata npoBepku ®.1.0. uneHoB [Tonnucu wieHoB PesynbTaT npoBepku
KOMMCCHH KOMMCCHH




JIMCT-3ABEPUTEJIb

[Tpunoxxenue Ned
K MTOJIOKECHHIO O TIOPSAKE BEACHUS
JIMYHBIX JIEJT PAOOTHUKOB

aesa Ne

B nene npouuTo u npoHyMepoBaHO JINCTOB

(mudpamu u
HPOIHUCHIO)
¢ Neo mo Ne , B TOM YHCJIE:
JUTEPHBIC HOMEPA JINCTOB
MPOIYIICHHBIE HOMEpa JINCTOB
+ JMCTOB BHYTPEHHEH OMUCHU JINCTOB

OcobeHHOCTH (PU3UYECKOTO COCTOSIHUS U Howmepa nucroB
(dbopmupoBaHus geIa
OTBETCTBEHHLIH 3a
KaJIpOBBIN y4eT
(moamuce)

(pactmpoBKa MOIITUCH)
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