MNPNHATO: YTBEPXIEHO:
[npekTop

Mpencepare.

= rognwch pacLLmMpoBKa Noanmeu

MonoxeHwne
0 NopsfKe BefeHNA NUYHbIX fen paboTHMKOB
MKOY [lNMpukymckaa COLL

1. O6LLMe NOMOXKEHNS
1.1. Hactoswee [MonoxeHve 0 MopsfAke BefeHWA /NYHBLIX [efl pabOTHMKOB OpraHu3auuu,
OCYLLECTB/AIOLLEN  06pasoBaTe/lbHY0  AeATeNbHOCTb, pa3paboTaHO B COOTBETCTBUM  C
denepasibHbIM 3akoHOM Ne 273-P3 ot 29.12.2012 «O6 06pa3oBaHnM B Poccuitckori deaepaumimy»
C u3meHeHmsamn Ha 30 gekabpa 2021 roga, PefepasibHbIM 3aKOHOM OT 27.07.2006 Ne 152 «O
NePCOHa/IbHLIX [aHHbLIX» C M3MeHeHMaAMU Ha 2 uwona 2021 roga, Ykasom [lpe3npeHTta OT
30.05.2005 Ne 609 «O6 yTBepaeHUM 0MoXKeHWsE 0 NMepPCOHasbHBIX AaHHbIX FOCYAaPCTBEHHOMO
cnyxawlero Poccuiickoli defepauny M BeAEHUM €ro NIMYHOro Aena», TpyaoBbiM Kogekcom
Poccuiickoin depepauunmn, KonneKTMBHbIM LOroBOPOM, YCTaBOM OpraHu3aumy, OCyLLECTBSHOLEN
06pa3oBaTe/bHy0 AeATe/IbHOCTb.
1.2. [aHHoe [lonoXeHne onpefenser MOpPsLOK BeAeHUA NNYHBLIX Aen MNejaroroB M- UHbIX
COTPYZAHWMKOB M pabOTHMKOB LUKO/IbI, OMpesenseT nopsgok (opmmMpoBaHus, yyeTa U XpaHeHus,
Bbla4un NMNYHbIX [eN BO BPeMEHHOe Mo/b30BaHNe, a TakKe OTBETCTBEHHOCTb, Npasa paboTHNKOB U
AVpeKTopa 06pa3oBaTe/ibHOM OpraHM3aLum.
1.3. Hactosee MonoxeHve yTBEPXKAAETCA MPUKA30M MO LUKO/IE U ABMSETCA 06s3aTe/lbHbIM /1
BCEX KaTeropwi negarormyeckux u apyrmx COTpYAHUKOB LLKObI.
1.4. BefleHVe NNYHbIX en Nejaroros M COTPYAHWMKOB LUKO/bI BO3/AraeTca Ha creuuanicTa no
Kagpam opraHu3aLmm, OCyLLECTB/IAOLLEA 06pa30BaTe/IbHYHO AeATE/IbHOCTb.
1.5. JInyHoe Aeno - OCHOBHOWM AOKYMEHT NMepCOHa/IbHOro YYeTa, CofepXKallinii Hambosee NosHble
CBeAieHVst 0 paboTHUKe 06pa3oBaTe/lbHOM OpraHn3aLyn 1 ero TPYA0BOR AedTeNbHOCTW. B nMuHoe
[1e10 BHOCATCA CBEAEHWS, CBSA3aHHbIE C MOCTYMN/EHNEM Ha paboTy 1 YBOJIbHEHMEM.
1.6. CBefieHns, COAepKaLLmMecs B IMYHOM fefie, OTHOCATCA K KOH(UAEHLMaIbHON MH(opMaLImMK,
MMEIOT OrpaHNYeHHbIN AOCTYN W pasrialleHnio He NoAIexar.
1.7. JInuHoe [1en0 BeETCA B TeYEHMe BCero nepuoa paboTbl paboTHMKA.
1.8. BefgeHve HECKOMbKUX NIMYHBIX e/l OAHOr0 paboTHMKa 06pa3oBaTe/lbHOM OpraHu3aumn He
[0MyCKaeTcs.

2. Mopsagok hopmMmnpoBaHNA INYHBIX AeN COTPYLAHNKOB
2.1. dopmupoBaHMEe NMYHOrO fena MneaaroroB M COTPYAHVMKOB — 06LLe06pa3oBaTe/ibHON
opraHuzaumm npou3BOAMUTCA  HEMOCPEeACTBEHHO MoC/fe npuemMa B 06Le0bpa3oBaTe/lbHyHO
opraHusaumMlo  WUAM  nepeBoja MefaroroB M COTPYAHMKOB M3 [APYroM  06pa3oBaTe/ibHOM
opraHusaymun.
2.2. B COOTBETCTBUM C HOPMATUBHLIMU JOKYMEHTaMW B IMYHbIE Aefa nefaroros U COTPyAHUKOB
opraHv3auumM, OCYLLECTB/IAOLLEN 06pa3oBaTe/lbHY0 AeATeNIbHOCTb, BK/IAAbIBAKOTCA CefytoLime
[IOKYMEHTb!:
[na nefaroros:

* 3asB/IEHME O NPUEME Ha PaboTy;



3as1B/IEHME O COr/lacum Ha 06paboTKY NEPCOHA/IbHbIX AaHHbIX Mearora;

crpaBka 0 Hamuum (OTCyTCTBMK) CYyAMMOCTM 1 (1K) (paKTa Yro/loBHOMO MpecnefoBaHns,
BbIJ@HHOr0 COOTBETCTBYHOLLMM OpPraHOM NpaBonopsiaKa,;

aBTobuorpapms;

KOMnus nacnopTa Wv UHOTo OKYMEHTa, YA0CTOBEPAOLLErO JIMYHOCT;

KOMNus CTPaxoBOro CBUAETE/bCTBA MEHCUOHHOIO CTPaxoBaHus;

KONus AEHTU(MKALMOHHOTO HOMepa Ha/loronaTesbLUMKa;

KONWs JOKYMeHTa BOMHCKOr0 y4eTa (411 BOeHHO0653aHHbIX);

KONus CBUAETENLCTBA O 3aK/oUeHU bpaka (npu Hamuunm);

KOMNusi CBUAETENLCTBA O POXKAEHUM [eTel (Npy Hanuum);

KOMUM AOKYMEHTOB 06 06pa3oBaHnK;

KOMWW JOKYMEHTOB O KB/IM(PUKALMN UM HAIMUKE CNeUMasibHbIX 3HaHWIA (NpY Hannuum);
KOMWM aTTeCTAUMOHHBIX IMCTOB (MPU HaIMYU);

KOMWW JOKYMEHTOB O HarpaxxaeHun (Npy Hanmuum);

XapaKTepUCTUKN, peKOMeHAaTe/IbHble MUCbMa (MPY HaIMYU);

MpvKas o npreMe Ha paboTy;

MpYKas O NepeBoge Ha UHYH LO/MHKHOCTL (MY HAIMUmK);

LO/MKHOCTHAA MHCTPYKUMA (JO/MKHOCTHbIE MHCTPYKLMM C MOMEHTA HasHayeHWs Ha Bce
[OMKHOCTN);

TPYyZOBOM [OroBop (C NOCnefyrowmMM BK/IKOYEHWEM [OMOHUTENbHLIX COrMALLEHNUA K

TPYA0BOMY [OrOBOPY);

TPYAOBYHO KHUXKKY;
MEANLIMHCKYH KHIDKKY.

s paboTHMKOB:

3asB/ieH1e 0 Nprieme Ha paboTy;

3asiB/ieHMe O COrfiacmn Ha 06paboTKY NepcoHasbHbIX AaHHbIX Neaarora;

crnpaBka 0 Ha/IMyum (OTCYTCTBUM) CYAUMOCTU W (UK) hakTa Yro/loBHOro NpeciefoBaHms,
BbIJAHHOr0 COOTBETCTBYHOLLMM OpPraHoM NpaBonopsaKa;

aBTobunorpagms;

KONus nacrnopTa Uim MHOro JOKYMEHTa, YA0CTOBEPSAOLLErO IMYHOCTD;

KONWs CTPaxoBOro CBMAETENLCTBA MEHCMOHHOMO CTPaxX0BaHS;

Konus naeHTUHNKaLMOHHOTO HOMEpPa Ha/loronaTeNbLUMKa,;

KONus [JOKYMeHTa BOMHCKOr0 y4eTa (415 BOEHHO0053aHHbIX);

KONWs CBUAETENLCTBA O 3aK/IHoUeHNI 6paka (Mpu Hamuunm);

KONWsi CBUAETENLCTBA O POXKAEHUN AETEN (NpY HAMUMK);

KOMNumn JOKYMEHTOB 06 06pa3oBaHmu;

KOMMKM AOKYMEHTOB O HarpaxaeHun (Mpu Hanumm);

XapaKTePUCTUKKN, PEKOMEHAATENbHbIE MUCbMA (MPY HaNYKK);

NprKa3s o npremMe Ha paboTy;

NprKa3 0 NepeBofe Ha UHYHO JOMKHOCTb (MpY HanumK);

[O/HKHOCTHAA MHCTPYKUMA (LO/MKHOCTHbIE WHCTPYKUMM C MOMEHTA Ha3Ha4yeHUs Ha Bee
[OMHKHOCTN);

TPYAOBOI [0roBop (C nocneaytowyM BKIKOYEHUEM AOMOSTHUTENbHBIX COrfalleHnid K

TPYZ0BOMY [10r0BOpY);

TPYAO0BYH KHIKKY;
MEANLIMHCKYH KHUKKY.

PaboToaaTenb ohopmiseT:

TPYLO0BOV JOroOBOP B ABYX 3K3eMMIspax;

npuKas o nNpreme Ha paboTy (0 NepeMeLLeHUN Ha Apyrue A0MKHOCTN);
JIMYHYH KapTouky Ne T-2;

[O/MKHOCTHYHO MHCTPYKLMIO B ABYX 3K3EMI/Isipax.

Pa6OTO,£|,aTeﬂb 3HaKOMUT :



* C HOpPMaTMBHO-MPaBOBbIMX [OKYMEHTaMW LUKO/bI (YCTaBoM, KonfeKTVBHbLIM [OrOBOPOM,
[MpaBmnamy TPyA0BOro pacnopsaka v ap. NoKa bHbIMU akTamu);

* C [JO/DKHOCTHOW NHCTPYKLWEN;

* MPOBOAWUT BBOAHBIA WHCTPYKT&XK, WHCTPYKTK MO OXpaHe TPpyAa, WHCTPYKTX MO
MPOTMBOMOXKaPHO 6E30MacHOCTK.

2.4. TepBUYHOE OHOPM/IEHNE NINYHOTO Aena NpeaycMaTpuBaeT:

* TMPUCBOEHME NNYHOMY [e/ly HOMepa COr/laCHO XypHasly yyeTa MNYHbIX fen (MpUioxeHue
Ne 1);

* [MpOCTaB/ieHVe Ha 06/IOXKKEe NIMYHOrO Aena (NpunoxeHve Ne 2) crefyrowmx peKBU3UTOB:
MHOEKC [fena (B COOTBETCTBMM C HOMEHKIATypol Aaen  06LLeo6pa3oBaTe/ibHON
opraHuMsauumn; MnofHoe HavMeHoBaHMe 00LLe06pa3oBaTeNibHOM  OpraHmn3aumn;  Homep
NINYHOTO Aena; Gamuina UMs OTYECTBO PabOTHMKA B MMEHUTENIbHOM Mafexe; Aathl - rof
Hayana 1 rofi OKOHYaHWA BeLleHVs [ena; KOMMYeCTBO NINCTOB; CPOK XPaHEHNS;

* TMOMeLUeHVe [OKYMEHTOB, MOAMEXAWMX XPaHEHWIO B COCTaBe JIAYHbIX [en, B
XPOHO/MOrMYeCKOM MOpPSAAKe:

> BHYTPEHHSS OMNUCb AOKYMEHTOB fefa (npunoxeHue Ne 3);
NNYHBIA IMCTOK MO Y4YeTy KaapoB (npunoxkeHms Ne 6);
3asiB/IEHME O MNprieme Ha paboTy;
NprKas o npueme Ha paboTy;
TPY/I0BOW [0r0BOP;
[IOrOBOP O MOSHOM MaTepuasibHOW  OTBETCTBEHHOCTW (ecM  PabOTHUK -
MaTepuanbHO OTBETCTBEHHOE NNLO);

> XapaKTepuCTUKMN U PeKOMeHAATe bHbIe NMUCbME,;

> corsiacue Ha 06paboTKy NePCOHa/IbHLIX JaHHbIX.
2.5. JINCTbI JOKYMEHTOB, NMOMELLEHHbIX B SIMYHOE [eN0, NOA/EXAT HyMepaLum.
2.6. C uenbto 0becrneveHns Hagexallert COXpaHHOCTY IMYHOTO Aena negaroroB v COTPYAHMKOB
06Le0bpa3oBaTe/ibHOM OpraHusaumn 1 yaobctsa B 00OpalleHnM € HAM npy OpMUMpPOBaHUN
[AOKYMEHTbI MOMELLAOTCA B OTAe/bHYH0 Manky. [py yBOSbHEHWM pabOTHMKA MPOLLMBAHOTCA
HUTKaMW 1 CLAtOTCA B apXUB.
2.7. BHYTpeHHSS ONMCb OKYMEHTOB, VMEIOLLIMXCA B IMYHOM fefie, [O/DKHA COepXaTb CBeAEHNS
0 MOPAAKOBLIX HOMepax, HavMMeHOBaHUAX [OKYMEHTOB [ena, KONMYeCTBE JIMCTOB, [JaTax
BK/IKOUYEHUNA JOKYMEHTOB B /IMYHOE A0 U U3bATUSA U3 [eNa, a TaKKe KEM U3bAT JOKYMEHT 1 MO
KaKoW NpuymHe.
2.8. BHYTpeHHSs Oonucb COCTaBNSETCA Ha OTAE/IbHOM NIUCTE MO YCTaHOB/IEHHOW (opme. JIUCTbI
BHYTPEHHEN ONMCKU HYMEPYHOTCS OTAENbHO.
2.9. Mpun NOAroToBKe NMYHbLIX 6N K nepegade Ha XpaHeHWe K BHYTPEHHEW Onmncu cocTaBnsieTcs
UTOroBast 3anunchb, B KOTOPOIA YKa3bIBaeTCs Lmdpamy 1 NPOMNMUCLI0 KOMYECTBO BKIKOUYEHHbLIX B Hee
[OKYMEHTOB 1 KO/IMYECTBO JINCTOB [eNna.

VVVYVYV

3. TopsamoK BegeHUS /MWMYHBIX  [Jen  NejaroroB M COTPYAHWKOB — OpraHmsaumu,
OCYLLIECTBNSAOLLIEN 06pa3oBaTe/IbHYH AeSATE/TbHOCTb
3.1. JInuHoe Aeno nefaroroB W COTPYAHUKOB 00LLe06pa30BaTe/lbHON OpraHn3aLmn BefeTcs B
TeueHVe BCEro nepuoda paboTbl KaXAOro nejarora M COTPYAHMKA B 00LLEO6PA30BaTENbHOM
opraHu3sauun.
3.2. [lanbHelillee BeAeHWEe NWYHOMO fAena NeaaroroB M COTPYAHWMKOB 06LLE06pa3oBaTe/bHON
opraHvsauuy npegycMaTprBaeT MOMELLEHNE B [eN0 [OKYMEHTOB, 00OpasytoLimxca B npoLecce
pabouyeli AeSTENbHOCTM 1 UMEHOLLMX 3HAYEHME ANS TPYA0BbLIX OTHOLLIEHWIA:

*  [I0MOJSHEHWE K IMYHOMY JINCTKY MO YYeTY Kafpos.;

e [10NOSHWTENbHbIE COrNAaLLEHNs K TPYLOBOMY [OrOBOpY;

* KOMWM MpPMKa30B MO JSIMYHOMY COCTaBY, KOTOpPble KacaroTCs NeaaroroB U COTPYAHWKOB

06LL,e06pa30BaTe/IbHON OpraHn3aLuu;



* 0T3bIBbl [JO/DKHOCTHbIX /UL, O negarore W COTPYAHUKe 06LLe06pa3oBaTe/ibHOM
opraHuzauuu;

*  KOMWM JOKYMEHTOB O MOBbILLEHNWN KBAU(IMKALMK;

*  KOMWUM CEPTU(MKATOB, rPamoT;

* JIACT - 3aBepuTesb Aena (COCTaB/AT NPY CAaue NMYHOTO [ena B apxyB);

*  WHble JOKYMEHTbI.
3.3. B uenax o6ecrieyeHnsi KOHTPONSA 3a COXPaHHOCTbHO M aKTyaslbHOCTbHO JIMYHLIX [Aen B
06LLe06pa3oBaTe/IbHOM OpraHu3aumm exerogHo (He nosgHee | kBapTasna roga, CrefytoLlero 3a
OTYETHbIM) MPOM3BOAUTCA NPOBEPKA UX HAIMYMA U COCTOSHNS.
3.4. ExxerogHyro npoBepKy COCTOSAHWUSA /IMYHBIX N Ha NPeaMeT COXPaHHOCTW BK/IHOYEHHbLIX B
HEero [JOKYMEHTOB MPOBOAWT CreuuaibHO CO3faHHas Komuceus. O MpoBefeHHbIX MpoBepKax
[eNnaeTcs OTMETKa B /INCTE O pe3y/ibTaTax eXerofHOn MpoBepKM COCTOAHUA WU HAJIMYNSA IMYHOMO
Aena (npunoxkeHne Ne 5) 1 cOCTaBsAeTCS akT. Pe3y/bTaTbl MPOBEPKM INYHBIX Aen B 0653aTe/lbHOM
MopsZiKe JOBOAATCA [0 AMPeKTOpa 06LLe06pa30BaTe/IbHON OpraHn3aumm.

4. TIopsfoK y4yéTa U XpaHeHWs NMYHbLIX Aen MefaroroB U COTPYAHMKOB OpraHusaumu,
OCYLLECTB/SAIOLLEN 06pa3oBaTe/IbHYH AeATE/TbHOCTb.

4.1. XpaHeHne 1 y4YeT NINYHbIX [eN NeaaroroB 1 COTPYAHMKOB OpraHm3auum, OCYLLECTB/IAIOLLEN
06pa30BaTe/IbHYH AeSATENIbHOCTb, OPraHU3yHTCA C LENbi ObICTPOro U 6e30wmnboYHOro Nomcka
NINYHLIX Aen, 06ecneyeHMss KX COXPAHHOCTKM, a Takke 06ecrneyeHust KOH(UAEHUMaNbHOCTM
CBELIEHWIA, COlepXKaLLMXCA B JOKYMEHTAX JIMYHBIX Aefl, 0T HecaHKLMOHMPOBaHHOIO A0CTYMa.

4.2. JInyHble gena CoTPYAHMKOB XPaHATCA B ceiithe 06LLeobpa3oBaTe/ibHOM OpraHu3aLmmn.

4.3. TpyoBble N MEAVLMHCKNE KHUKKM XPaHATCA OTAE/NbHO B celide.

4.4. [ocTyn K NNYHBLIM Aefnam MefaroroB M COTPYAHUKOB 006LLe06pa3oBaTe/ibHOW OpraHu3aLmm
MMEKOT TONbKO CeKpeTapb, CreunasMcT No  Kagpam, AMPeKTop  06LieobpasoBate/bHOi
opraHMsauMmM Moo 3amMecTUTeNM [AMpeKTopa NpU  UCMOMHEHWM 00s3aHHOCTEA  AMpeKTopa
06LLe06pa30oBaTe/ibHOM OpraHM3aLum.

4.5. Cuctematmsaumsi /AYHbLIX Aen  MefaroroB U COTPYAHWMKOB — 00LLEe06pa3oBaTe/IbHOM
opraHu3auuy NPou3BOANTCA B a/ihiaBUTHOM MOPSIAKE.

4.6. JInyHble fena negaroroB M COTPYAHUKOB 06LLE06pa30BaTe/IbHON OpraHmM3auun, UMEHOLLMX
roCyfapCTBEHHbIE 3BaHWS, MPEMUM, Harpagpl, yYeHble CTENEHN Y 3BaHWS, XPaHATCS NOCTOSAHHO, a
OCTa/IbHbIX COTPYAHWKOB - 75 NET € roga yBO/MbHeHUA paboTHMKA (B COOTBETCTBUM C NepeyHem
TUMOBbIX YNPaBEHYECKNX JOKYMEHTOB).

5. NopAfoK Bblaun NMMYHBLIX fieN BO BPEMEHHOE MNo/1b30BaHue

5.1. Bblgaya NnYHbIX gen (OTAeNbHbIX AOKYMEHTOB B COCTaBe /IMYHOrO [efa) BO BpeMeHHoe
Mo/b30BaHMe MPOU3BOAUTCA C paspeLLeHns AMpekTopa 06LLeobpa3oBaTe/ibHOM OpraHusaummn rno
3a51B/IEHNIO COTPYLAHMKA OpraHu3aLmm, oCyLLEeCTBAIOLLEN 06pa30BaTe/lbHYH AeATeNIbHOCTb.

52. Pabota (03HaKOMNEHWE) C JIAYHBIMW  [enaMu  MNejaroros W COTPYAHWKOB
06LLe06pa30BaTe/IbHON OpraHM3aLmMn NPon3BOAMTCA B NMPUEMHON AMPEKTOopa. B KOHLE paboyero
[HSA CEeKpeTapb WX CrneunanucT no Kagpam ob6ssaHa ybeautbecs B TOM, YTO BCe SIMYHbIE [ena,
BblJaHHble BO BPEMEHHOe M0/b30BaHMe, BO3BpalleHbl Ha MeCTO XpaHeHWs U ecTb /in
Heo6X0AMMOCTb AJ151 MPUHATUSA MEP K MX BO3BPALLEHNIO U PO3bICKY.

5.3. ®aKT Bblgauv IMYHOI0 fena (UKCUPYETCH B KOHTPO/IbHOM XXypHarie.

5.4. N3bATNE OTAENbHLIX JOKYMEHTOB M3 IMYHOIO [ena NPOouU3BOANTCA C paspeLLeHns aAnpeKTopa
00LLe06pa30oBaTe/lbHO  OpraHu3auMy C O(POPMJIEHMEM COOTBETCTBYHIOLLE 3anucy B rpade
«[MprmeyaHne» BHYTPeHHen onucy. Mpu BPEMEHHOM M3bATUM JOKYMEHTA Ha ero Mecto (Mexay
NIACTaMW  COCEAHUX [OKYMEHTOB) BK/aAbIBAETCA CMpaBKa-3aMecTUTENlb C YyKasaHWeM [aTbl Y
MPUYNH U3bATUA C NOANUCHLIO LA, BbiAaBLUEr0 AOKYMEHT, Y MOANUCHIO LA, NOMYUMBLLETO ero
BO BPEMEHHOe Mo/b30BaHMe.

6. OchopMeHVe NMYHBIX [N Nepef caadeli B apxmB



6.1. OdopmneHne NNYHbLIX Aen Ana nepefadn B apxXme NPOU3BOAMTCA CNELMAIMCTOM NO Kagpam
06LL,e06pa30BaTebHON OpraHm13aLmn. 3Ta NPoLieAypa BKIOYaET:

e noAwmBeKy (nepennet) aena;

*  YTOYHEHMWe HymepaLK NINCTOB [eNa;

*  COCTaB/eHWe nnucTa-3aBeputens (NpunoxeHve Ne 8);

* cocTaB/ieHVe (YTOUHEHME) BHYTPEHHeN Onucy,;

*  BHeCeHVe YTOUHEHWIA B PEKBM3UTbLI INLEBOM 06NOXKKN fena.

6.2. JlucT-3aBeputeNnb fena AO/MKEH MoAnucatb €ro  CocTaBuTENb, MNpPW  3TOM  [enaeTcs
paclmgpoBKa [O/MKHOCTM W NOANWUCK, MNPOCTaBNseTcs faTa. B npouecce MCNonb30BaHUA
apXMBHbIX [OKYMEHTOB B /IMCTe-3aBepuTe/ie [4enatoTcs COOTBETCTBYHOLLME OTMETKU. Ecnm aeno
noawmnTo 6e3 MCTa-3aBepUTENS, TO ero CrefyeT HakNeuTb Ha BHYTPEHHIOK CTOPOHY O6/I0XKKM
fena.

6.3. C Lenbto 06ecrneyeHnst COXPaHHOCTU IMYHBIX /T PEKOMEHAYETCS:

o 00beAVHATb UHAMBUAYa/IbHbIE NNYHbIE AeNa YBOMEHHbIX COTPYAHUKOB B OfHY O6/0XKY
(obbeamHeHHOE Aeno) C TakKUMM pacyeToM, 4Tobbl 06beM fAena (Toma) He mpesbiwan 250
NACTOB (NYTEM CLUMBKN MaTepuasioB MHANBUAYa/IbHLIX A€ N0 rofam YBOJIbHEHNS);

e pacnonaraTb MaTtepuasibl MHAMBUAYabHLIX N1 B npefdenax gena (Toma) B asihaBUTHOM
nopagke (nogamusibHO), OTAENAA MaTepuabl, OTHOCALLMECA K PasHbIM UHAMBUAYASIbHbLIM
[enam, YMCTbIM /IMCTOM Oymarn C yKasaHMeM Ha HeM (haMwuivn, UMeHW K OT4ecTBa
COOTBETCTBYIOLLEr0 YBOJIEHHOr0 negarora W COTPYAHUKa 06LLe06pa3oBaTe/ibHON
opraHusauuu;

e CHabXaTb Kaxaoe 00beanHeHHOe Aeno (TOM) BHYTPEHHEA OMUCbID C MepeyvncrieHneM
(haMunuiA, MUMeH WM OTYeCTB M YyKasaHMEM HOMEPOB CTpaHWl, B npefdenax KOTOpbIX
pacronoXeHbl COOTBETCTBYHOLLME AOKYMEHTBI.

6.4. [Nepefaya NMMYHbIX LeN B apX1B OCYLLECTB/AETCA HE NO34HEE TPeX NIET MOC/e 3aBePLLEHNS UX
B [1e/T0NPOM3BOACTBE B COOTBETCTBUN C rpadmkom. peaBapuTeibHO CEKpeTapeMm, CrieynasimcTom
Mo Kagpam MpPOBEPSETCS MONHOTA M MPaBUIbHOCTb MOAFOTOBKM /IMYHLIX AeN K repefade.
BbisiBNieHHbIE NPU NPOBEPKe HeAOCTaTKM YCTPaHSAKTCA CeKpeTapem, CreumanncTom no Kagpam.
Mepegaya v Nprem NPOU3BOAATCS MO OMMCK C NPOCTAHOBKOW OTMETOK O HUIMYUW IMYHBIX Aef.
6.5. JlnuHble gena nejaroroB M COTPYAHMKOB 06LLe06pa30oBaTe/IbHON OpraHM3aLmnm, 3aKOHYEHHbIe
flenonpounssoactsom Ao 1 aHBapA 2003 roga, xpaHatca 75 net, nocne 1 aHeapsa 2003 roga - 50
net. JInyHble Aena AMPeKTopa, rnaBHoro byxrantepa 06Lieobpa3oBaTe/ibHOM OpraH13aumn UMetT
MOCTOAAHHBIA CPOK XPaHEHWS.

7. OTBETCTBEHHOCTb
7.1. Teparor 1 COTPYAHMKM 06LLE06Pa30BaTeNIbHON OpraHM3auny 06s3aHbl CBOEBPEMEHHO
NPeAcTaB/ATb CEKPeTapo UM CreupasncTy no Kagpam ceefieHNs 06 M3MEHEHNN B NePCOHaIbHbIX
[laHHbIX, BK/TIIOYEHHbIX B COCTaB /INYHOIO Aena.
7.2. PabotogaTe/nb 06ecrneyvBaeT:
* COXPaHHOCTb JIMYHbIX feN Mejaroroe W COTPYAHWMKOB  06Lleo6pa3oBaTe/bHOW
opraHusaumu;
*  KOH(DMAEHUMabHOCTb  CBEAEHWI, COEPXAWMXC B JIAYHLIX feflax Mejaroros u
COTPYAHMKOB.

8. MNpaBa paboTogaTensa n paboTHNKa
8.1. Ana obecrneyeHns 3aWyThbl NMEPCOHAIbHBIX AAHHbIX, KOTOPble XPaHATCA B JIMYHbLIX [efax
nefaroroB M COTPYAHWKOB 06LLe06pa3oBaTe/ibHOM OpraHu3auum, nejaror 1 COTPYLAHUKM
06LLe06pa3oBaTe/IbHOM OpraH13aLmmn UMeoT Npaso:
* MONYYUTb MOSIHYKO WH(OPMALMIO O CBOWX MEPCOHAIbHLIX AaHHbIX WM 06paboTke 3TUX
[aHHbIX;
* MONY4YUTb CBOOOAHBIV JOCTYM K CBOMM NEPCOHa/IbHLIM AaHHbIM;



*  NOMY4nTb KONUM [OKYMEHTOB, XPaHALLMECS B IMYHOM [efie U COAepaLlme nepCoHa/bHble
[aHHble.
* TpeboBaTb UCK/IOUEHWS U UCNPABNEHNSA HEBEPHBIX U HEMOJHLIX NMEPCOHA/bHBIX AaHHbIX.
8.2. PaboTtogartenib MMeeT npa.o:
e 06pabaTbiBaTb NEpPCOHa/bHbIE AaHHbIE NeAaroroB U COTPYAHUKOB 06LLe06pa30BaTe/bHOM
opraHusaupm, B TOM YUC/E U Ha 3NIEKTPOHHBIX HOCUTESSX;
e 3anpocuTb OT MejaroroB WM COTPYAHWMKOB 006LLe06pa3oBaTe/lbHON OpraHu3auum BCHO
HeobXoANMYH0 WMHGOPMaUMIO AN BeAeHUA NINYHBLIX Aen U 06paboTKM MepcoOHa/IbHbIX
[aHHbIX.

9. 3akNUnNTENBbHBLIE MOIOXKEHNA

9.1. HacTtosulee MonoxkeHne 0 NopsaKe BeLeHUS IMYHBIX AeN pabOTHUKOB ABNSETCA /TOKa/IbHbIM
HOPMATVBHbIM aKTOM, MPUHUMaeTCA Ha lMefarornyeckom COBETE LUKO/bI U YTBEPXKAAETCS (/M0
BBOAMTCA B [ECTBME) NPUKA30M AMPEKTOpa OpraHu3aLmn, OCyLLECTBIAIOLLEN 06pa3oBaTe/ibHYHO
[eATEeNbHOCTb.

9.2. Bce M3MeHeHMs WM [OMNOSHEHMSs, BHOCKMMble B HacToswee [lonoxkeHue, OMOPMAAIOTCA B
MACbMEHHON (hopMe B  COOTBETCTBMWM  [EMCTBYIOLLMM  3aKOHOAATE/IbCTBOM  POCCMIACKOIA
depepaumn.

9.3. TMonoxeHve 0 NOpsiAKe BeAeHWst NINYHBIX feN1 paboTHMKOB 06pa3oBaTesibHOM OpraHu3aumm
NPVHUMAETCA Ha HEeOMNpedeneHHbIn CPoK.  3MeHeHuss 1 JonosHeHus K [0M0XKeHUo
NPUHMMAKOTCA B NOPAAKe, NpefycMOTpeHHOM n.9.1, HacToALero MNonoxeHus.

9.4. Mocne npuHATUA TToNOXKeHUs (MM U3MEHEHWIA W [ONOSHEHUA OTAENbHbIX MYHKTOB W
pa3fenos) B HOBOW pefakumu npeablayLias pejakums aBToMaTUyecKn yTpaumsaeT cuny.



No
n/

YKypHan yyeTa nnyHbIX aen

Jata ®ammnmg,  Tabenb-  [OMKHOCTb

ochopmre- nmg, HbIiA (npodec-
HUA IMYHOTO ~ OTYECTBO HoMmep cus,
Jena negarora v cneumans-
COTPYAHUKA HOCTb)
negarorau
COTPYAHMKa
2 3 4 5

CTpyKTyp- Jatau
Hoe HoMep

noapasge- npuKasa
NeHve (pacnops-
YKEHUs) 0
npueme
negarora u
COTPYAHVKa
Ha paboTy

MpunoxeHne Nel
K MOMOXKEHWIO O MOPsAKe BefeHUs
NNYHBIX Aen paboTHUKOB

Jatan
HoMmep
npuKasa
(pacniops-
YKEHWs) 0
npekpatLe-
HUK
(pacTopxe-
HUK)
TPYZLOBOrO
[0roBopa c
neJarorom
COTPYLHWKOM
(yBOnbHE-
HUN)

8

Mpumeva-
Hue



MpunoxeHne Ne2
K MOMOXEHWIO O MOPSJKe BeLeHNA
JNYHbIX fen paboTHUKOB

O6M0XXKa IMYHOro Jena

®oHp Ne
Onunck Ne

Heno Ne

WHpeke nena

(HazBaHVe 06pa30BaTe/IbHON OpraHm3aLm)

NTMYHOE AENO Ne

(3aronoBok fena)

Jara Hayana

JlaTta OKOHYaHu4

Ha nmcrtax

XpaHuTb net

®oHA Ne

Onucb Ne

Oeno Ne



MpunoxeHvie Ne3

K MOJTOXXEHMIO O MNMopsAaKe BEAEHNA

BHYTPEHHAA OINNCb

[IOKYyMeHTOB aena No
Ne Hpeke [Hata HasBaHue Howmep
n/n AOKYMeHTa AOKYMeHTa AOKYMEHTa NACTOB
aena
NToro: [OKYMEHTOB

(umcbpamu 1 NPoONKMCHHO)

KonnuyecTBo NMCTOB BHYTPEHHEl OMuncK

(umdbpamyt 1 NPOMUCHIO)

OTBETCTBEHHBII 3a
KaJpOoBblIiA yYeT:

(nognuck)
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JMYHbIX fien paboTHUKOB

MprmeyaHns



[0MKHOCTb
JlnuHoe geno Ne
[ata 03HakomneHna neparora

11 COTPY/HWKA C /INYHBIM
[eNom

Moanuck neaarora
COTPYAHMKA

MpunoxkeHye Ne4
K MOMOXEHWIO O MOopsiaKe BeLeHNA
JMYHBIX fien PaboTHKOB

OTMeTKM, NpUMeYaHus,
3amMevaHus



MprnoxeHve N5
K MOMOXKEHWUIO O MOPsAKe BeeHUA
JMYHBIX en paboTHMKOB

OTMeTKa 0 pe3y/ibTaTax eXKerofiHo NPoBePKM COCTOSIHUS
N HaIMYnS IMYHOTO Aena

®.1N.0.

LOomKHOCTb

JnuHoe geno Ne

[aTa npoBepku ®.1.0. uneHoB Moanuck uneHos Pe3ynbTat NpoBepKu
Kommccun KoMuccum

j'[?_’ 7



MpunoxkeHye Ne6
K MOMOXEHWNIO O MOopsaKe BeAeHNA
JNYHbIX fien paboTHNKOB

JINYHBI NNCTOK MO y4eTy KaapoB

1 damunug

Nms OTu4ecTBO

2. Mon

3. oA, uMcno 1 MecsiL, POXKAEeHUS

4. MecTopoxaeHus

(ceno, pepeBHsl, ropog, pavioH, 06/1acTb)

5. ['paxkaaHCcTBO

6. ObpaszoBaHMe

HasBaHne dakynbTeT log o Ecnun He Kakyto

yyebHOro nnm MOCTYNMEHNA  OKOHYaHWA  OKOHYWMA, TO  CNeunanbHOCTb
3aBefleHNA 1 ero oTAeneHve nnn yxopa C Kakoro nonyyun B
MECTOHaxoXaeHne Kypca yLuen pesynbTate
OKOHYaHuA
yuyebHoro
3aBefieHus,
yKa3aTtb Ne

avnnoma nin
Y[0CTOBEPEHMS

7. KaknMu MHOCTPaHHbLIMU A3bIKaMu BnafeeTte

(unTaeTe 1 NepeBOANTE CO CIOBAPEM, UMTAETE U MOXETE 06bSICHSATLCA, BlajeeTe CBOGOAHO)

8. YueHas cTeneHb, YY€EHOE 3BaHNE

9. Kakue nmMeeTe HayuHble TPY/bl Y N306peTeHuns




10. BblUoMHsieMast paboTa C Hauyana TPyAOBOV AesTenbHOCTM (BKMHOUas y4eby B BbICLUMX W
CPeAHUX CreLmanbHbIX YUeBHbIX 3aBeeHUsX, BOEHHYHD CNYXOY 1 paboTy Mo COBMECTUTENLCTBY)

Mecsu, v rog [LO/MKHOCTb C YKa3aHVeM yupekaeHus, MecToHaxoxgeHue
MOCTYNNeHNs yxopa opraHv3aumn, NPeAnpuUATIAS, a Takke YUpeXAeHNs,
MUHWUCTepCTBa (BeLOMCTBA) opraHmsaumn,
npeanpuaTUs

11. Mpeb6biBaHWe 3a rpaHULen (paboTa, cny>kebHas KOMaHAMPOBKA, NOe3/Ka C Aeneraumeit)

Mecs, 1 rog, B KaKoii cTpaHe Lienb npe6biBaHws 3a
C Kakoro Mo Kakoe rpaHuLel
BpeMeHU BpEMS]

12. YyacTue B BbIOOPHbIX OpraHax
MecTo BbI6OPHOr0 Ha3sBaHvie BbIGOpHOrO B KayecTse Koro lop

opraHa opraHa Bbl6paH n3bpaHUs  BbIOLITKS
>

13. Kakure nmveete npaBuUTeNbCTBEHHBIE HArpaabl

Korga v Kem HarpaxaeH

14. OTHOLLEHME K BOVHCKUM 0653aHHOCTSM 1 BOMHCKOE 3BaHue

CocraB Pog, BOICK

(KOMaHAHbIN, NONMTUYECKWIA, afMUHUCTPATUBHDIA, TEXHUYECKWUA U T. 4.)

15. CemeliHOe NOMIOXEeHWe B MOMEHT 3amno/IHEHUSA IMYHOMO NINCTKA

(4neHbl cemMby, € yKazaH1eM BO3pacTa)

16. [lomalLHWin agpec

17. O6s3ytoCb CBOEBPEMEHHO M3BELLATL 060 BCEX M3MEHEHUSX AaHHbIX, BKMKOUYEHHbIX B JINYHbIA
JINCTOK MO YYETY KaJpoB..
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MpunoxkeHne N7
K MOJIOXKEHWIO O MOPSLKE BELeHNA
JNYHBIX N paboTHNKOB

AHKETA

damnnung

s

OT1yecTBO

Jata poxaeHusa

1 paxgaHCTBO (EC/IN M3MEHANN, TO YKaXKWUTE,

KOrfa 1 rno Kakow npuymHe)

2. O6pas3oBaHMe, Yy4eHasi CTeneHb (Korga W

Kakune y4yebHble 3aBefileHUs OKOHYWIW, HOMepa

avnnomos). CneunansHOCTb Y KBaIMGMKaLWS

Mo Aunsiomy

3. KakviMy MHOCTpaHHbIMU Ai3blIKaMy 11 A3blIKamu

HapozoB Poccuiickoin defepaumn BraseeTe U B

KakoW  CcTeneHW  (4uuTaeTe UM MOXeTe

06BbACHATLCA, BafeeTe CBOOGOAHO)

4. BblnonHsemas paboTa ¢ Hayaa TPyA0BOM [eATeNIbHOCTU (BKKOUas BOEHHYHO CyX6y 1 paboTty
M0 COBMECTUTE/bCTBY) u

Mecau, v rog JOMKHOCTb C YKa3aHNEM YUpeXxaeHns, MecToHaxoxaeHue
MoCTynneHns yxoja opraHvaumn, NPeanpusaTus, a Takxe yupexaeHns,
MUHWCTEPCTBA (BELOMCTBA) opraHusaumu,
npesnpuaTus

5. Bawwm 6/1M3Kme poAaCTBEHHUKN (>keHa, MyX, OTeL, MaTb, 6paTbs, CeCTpbl)
CreneHb damnnng, nv, log MecTo paboThl, Ajpec mMecTa
poAcTea OTYeCTBO poXaeHus [0/KHOCTb XWTenbCTBa

6. JomaluHn]ii agpec v Homep TenegoHa

7. MacnopT nam AOKYMEHT, ero 3aMeHsIOLLWIA

(Homep, cepusi, KeM 1 KOrJa BblAaH)

8. [1oNoNHMTENbHbIE CBEAEHUS, KOTOPbIE Bbl XenaeTe Coo6LMUTL 0 cebe

10.Ha kakoi1 ypoBeHb 3apnnaTbl Bbl paccunTbiBaeTe?

« » 202  roga

(momKHOCTb OTBETCTBEHHOIO 3a KafpOoBbIi YUeT) (nognwvcb) (pacLumdpoBKa noanuncy)



MpunoxkeHvie Ne8
K NOSIOXEHMIO O MopsaKe BeaeHUA
JMYHBIX ieN paboTHNKOB

NINCT-3ABEPUTEJIb

aena Ne
B Aene npoLwnTo 1 NpoHyMeEpPoBaHO JINCTOB
(umdbpamm 1 MPOMIUCHLIO)
C No no Ne , B TOM yucne:
NNTepHbIE HOMEPa INCTOB
nponyLweHHbIE HOMEPa INCTOB
+ JINCTOB BHyTpEHHer/'I onucn JINCTOB
OcobeHHOCTH (*)I/I3VI‘-I€CKOFO COCTOAHUA U Homepa JINCTOB
(hopmmpoBaHus aena
OTBETCTBEHHbIN 3a
KaJpoBbIil y4eT
(nognuck) (pacLumncpoBKa NoAnmcK)
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