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O MOopsiAiKe BeACHHUS JHYHBIX €] paﬁo'mmcon

1. OGmue mosI0KeHHSs

1.1. Hacrosmee Ilonoxenue o ToOpsiAke BeleHHs IUYHBIX el DPabOTHHKOB
OpraHu3alyiH, OCYIIEeCTBISIONIEH 00pa3oBaTeIbHYIO e TENbHOCTD, Pa3paboTaHo B
cooTBeTCTBUM ¢ @enepanbHbIM 3akoHOM Ne 273-@3 or 29.12.2012 «O6
obpasosanuu B Poccuiickoit Dejiepanumy» B pegaKIuu OT 1 ceHTs0ps 2020 roxa,
DenepanbHEIM 3aKOHOM OT 27.07.2006 Ne 152 «O IIEPCOHANIBHBIX JTaHHBIX» B
pemakuuu 0T 24 ampenst 2020 roma, Ilpukasom @enepaqbHOTO apXHBHOTO
areHTcTBa OT 23 nexabpst 2009 roma N 76 «O6 YTBEpXKIACHUH MeTonuYecKux
PEKOMEeHJalMil 10  pa3paboTKe HMHCTPYKUMH [0  JEJONpPOM3BOACTBY B
(enepanbHBIX OpraHax HCIONHUTENBHON BIacTm», YKasoMm IIpesunenta ot
30.05.2005 Ne 609 «O6 yrBepxaenun ITonoKeHHS O IEpPCOHATBHBIX IAHHBIX
rOCYapCTBEHHOTO ciyskaiero Poccuiickoit ®@enepaiii U BeJEHHH €ro JUYHOTO
nena» B pepakmuu ot 23 wmrons 2019 roma, Tpymossim Komekcom Poccwmiickoii
Deneparum, KonnextuBHbM JIOTOBOPOM, YcraBom OpraHu3aluH,
OCYLIECTBIISIONIEH 00pa30BATENbHYIO IESTEIHHOCTb.

1.2. Jlannoe ITonoxeHue onpeenser nopsaoK BeJEHUS JTHIHbIX A6 [earoroB i
MHBIX COTPYJIHUKOB U PaOOTHUKOB MIKOJIBI, ONPEAeNseT HOPAI0K (hOpPMUPOBAHHS,
ydeTa ¥ XpaHCHUWs, BbIAa4YH JMYHBIX €T BO BPEMEHHOE IOJBh30BAaHHE, a TAKKe
OTBETCTBEHHOCTb, —IpaBa  pabOTHHKOB ¥  JHPEKTOpa  06pPa3oBaTeNbHOMN
OpraHU3alnH.

1.3. Hacrosmee ITomoxkeHue yTBepKaaeTcs MPUKA30M 10 IIKOJE M SBISETCS
00s3aTelbHBIM ISl BCEX KATErOpHil IeJarordyeckKux H ApyrHx COTpPYIHHKOB
IIKOJIBL.

1.4. Benenue NUYHBIX I [ENAroroB U COTPYIHHKOB LIKOJNBI BO3JAraeTcss Ha
CIICIHaNUCTa IO KaJpaM OpraHM3allid, OCYLIECTBIAIOIIEH 00pa3oBaTeNbHYyIO
JeSITeITbHOCTD.

1.5. JIn4Hoe neno — OCHOBHOM IOKYMEHT TepCOHAIBHOrO ydera, cozepyKalui
HauboJIee MONHbBIE CBEJIEHUs 0 PabOTHHKE 06Pa30BATENHbHON OPraHU3ALMK U €ro

TPYAOBOM JEATENbHOCTU. B JIMYHOE [AEN0 BHOCSATCS CBEACHUS, CBSI3aHHBIE C
MOCTYTUICHUEM Ha padOTy U YBOJbHECHHUEM.

1.6. Cenenus, coaepskairecs: B JUYHOM Jielie, OTHOCATCSA K KOH(UIACHITUATLHON
nH(popMaIu, UMEIOT OTPaHUYEHHBIN JOCTYI U Pa3TJIallleHUIO HE MOJIjIexkKaT.

1.7. JInuHOE neno BeaeTcsl B TeUEHUE BCETo Neproia padoThl paOOTHHUKA.



1.8. BeneHue HECKOJBKUX JHMYHBIX J€J1 OJHOIO pabOoTHHUKA 0oOpa3oBaTEIbHOMI
OpraHu3alyy HE OMyCKAeTCsl.

2. llopsinok popMHUpPOBaHUS JIUYHBIX €]l COTPYAHHKOB
2.1.  ®opmupoBaHHME  JIMYHOIO  J€Jla  [EeJaroroB M COTPYIHHUKOB
0011e00pa3oBaTeIbHON OpPraHU3alMd MPOU3BOJAUTCS HEMOCPEACTBEHHO TIOCTE
npyuemMa B 00HIe00pa30BaTEIbHYI0 OPraHM3alMi0 WM IEepeBOJa IEJaroroB M
COTPYJHHUKOB U3 IPYroil 00pa3oBaTeIbHON OPraHU3alHH.
2.2. B cOOTBETCTBUU C HOPMAaTUBHBIMU JJOKYMEHTAMHU B JIMYHBIE JI€]a N1€Jar0roB U
COTPYJHUKOB OPraHU3allid, OCYILECTBISAIONIEN 00pa30BaTENIbHYIO AEATEIbHOCTD,
BKJIAJ[bIBAIOTCSI CIEAYIOLINE TOKYMEHTBHI:
s neoacocos:
* 3asBJICHUE O IpUEME Ha padoTy;
* 3asgBJIEHHUE O COTJIACMU Ha 00pabOTKY MEPCOHANIBHBIX JTAHHBIX M€arora;
* CHpaBKa O HAMIWYUU (OTCYTCTBUM) CYAUMOCTU U (Miu) ¢dakTa yroJOBHOTO
IpeCIIeIOBaHus, BBIIAHHOTO COOTBETCTBYIOLIMM OPTraHOM MPaBOIOPSIIKA;
* aBTroOmMorpadus;
* KOIHUA NMacropTa WM UHOTO JTOKYMEHTA, yI0CTOBEPSIIOLIETO JIUYHOCTH;
* KOIUS CTPAaXOBOI'O CBHUJIETEIHCTBA IEHCUOHHOTO CTPAXOBAHUS;
* KONHUS UJICHTU(PHUKATMOHHOTO HOMEpA HAJIOTrOIIATENbIIHNKA;
* KOMNMS TOKyMEHTa BOMHCKOTO y4eTa (1J11 BOEHHOOOS3aHHBIX );
* KONMS CBUJAETEILCTBA O 3aKJII0OUEHUH Opaka (Mpu HAJINYHUH);
* KONMS CBUJAETEIbCTBA O POXKICHUU JeTel (MpU HATUYHH);
* KONHMH JOKyMEHTOB 00 0Opa30BaHUU;
* KONHMM JOKYMEHTOB O KBaJM(UKALWUM WIM HAJIWYUE CIEUUATbHBIX 3HAHUN
(Ipu HATMYHH);
* KOIHUU aTTECTAlMOHHBIX JUCTOB (IIPU HAIUYHUN);
* KOIHUU JOKYMEHTOB O HArpaKAEHUU (MPU HATUYHH);
*  XapaKTEPHUCTHKH, PEKOMEHIATEIbHbIE MHChbMa (MPU HATUYUHN);
* MpUKa3 O IpUeMe Ha padoTy;
* TIpPHUKa3 O MEPEBOJIEC HAa UHYIO JOJDKHOCTH (MPU HAJTUYUH);
* JOJDKHOCTHAasT HHCTPYKUHUSA (IODKHOCTHBIE HWHCTPYKIMU C MOMEHTA
HA3HAYEHHUS HA BCE JIOJKHOCTH);
* TpPYyAOBOH J0roBOp (C TOCIEAYIOUIMM BKJIIOUYEHUEM JOIMOJHUTEIbHBIX
COTJIALIIEHUH K TPYJIOBOMY JOTOBOPY);
* TPYIOBYIO KHHXKKY;
*  MEIULMHCKYIO KHUXKKY.
s pabomuuxos:
* 3asBJIEHUE O IpUEMeE Ha padoTy;
* 3asBJIEHHUE O COTJIACMU Ha 00pabOTKY MEPCOHANIBHBIX JTAHHBIX I€arora;
* CIpaBKa O HaJIWM4UMU (OTCYTCTBHM) CyAMMOCTH U (WiM) (hakTa YroJOBHOTO
IpeciieIOBaHusl, BEIAAHHOTO COOTBETCTBYIOIMM OPraHOM IPAaBOMOPSIKA;
* aBToOMorpadus;
* KOIHUS MacrnopTa Wi UHOTO JOKYMEHTA, yIOCTOBEPSIIOLIETO JIUUYHOCTD;
* KOIIUS CTPAXOBOI'O CBUJIETEIHCTBA IEHCUOHHOTO CTPAXOBAHUS;



KOIUS UIEHTU(UKALMOHHOIO HOMEPA HAJIOTOIIATENbIIUKA;

KOIUS TOKyMEHTa BOMHCKOTO yueTa (111 BOEHHOOOSI3aHHBIX);

KOIUS CBUICTEIHCTBA O 3aK/II0UeHUH Opaka (Mpy HAJIWYHH);

KOIUS CBUIETEIBCTBA O POXKICHUU JAeTeH (MpU HATUYHH);

KOIUM JIOKyMEHTOB 00 00pa3oBaHuH;

KOIUH IOKyMEHTOB O HarpaxaeHuu (Tpy HAJIUYHUH);

XapaKTePUCTHKHU, pEKOMEHIaTeIbHbIC TUChMa (IIPH HAJUYUN );

IpUKa3 O IpueMe Ha paldoTy;

IPUKa3 O NEPEBOJIE HA UHYIO JOJHKHOCTH (IIPU HAJIMYUN);

JOJDKHOCTHAsI MHCTPYKLHMA (JOJDKHOCTHBIE MHCTPYKIMM C MOMEHTa
Ha3HA4YEeHMsI Ha BCE JOJDKHOCTH);

TPYAOBOM JOroBop (C MOCIHEAYIOIIUM BKIIIOUEHUEM JOIMOJHUTEIbHBIX
COIJIALIEHUH K TPYJIOBOMY JI0IOBOPY);

TPYJOBYIO KHIKKY;

MEANIIMHCKYIO KHIKKY.

Pabomooamensv ogpopmnsiem:

TPYZOBOH JOTOBOP B ABYX IK3EMILISAPax;

MpuKa3 o mpremMe Ha padboTy (0 mepeMeNIeHur Ha Ipyrue JOJKHOCTH);
JYHY10 KapTouky Ne T-2;

JOJHKHOCTHYIO MHCTPYKIIMIO B IBYX SK3EMILIsApax.

Pabomooamenv 3nakomum.:

c HOPMAaTHUBHO-TIPAaBOBBIMU JIOKyMEHTaMH IIIKOJIbI (YcraBom,
KosutektuBHbIM JIoroBOpoM, IIpaBmiiamu TpyAaoOBOTrO pacrnopsjaka u JIp.
JIOKaJIbHBIMHA aKTaMH);

C JIOJDKHOCTHOW MHCTPYKIIMEH;

MIPOBOAUT BBOJHBIM HWHCTPYKTa)X, HWHCTPYKTaXX IO OXpaHe Tpyja,
WHCTPYKTAX MO MPOTUBOIMOKAPHOM 0€30MacHOCTH.

2.4. IlepBuuHoe opopMIIEHUE JIUYHOTO JeNIa MPEAyCMaTPUBAECT:

MIPUCBOCHUE JIMYHOMY JIeTy HOMEpa COTJIACHO XKypHAIy ydyeTa JTUYHBIX el
(npunoxxenne Ne 1);

MPOCTaBJIEHUE Ha OOJIOXKKE JUYHOTO jena (mpuiioxenue No 2) ciemayronmx
PEKBU3UTOB: WHACKC Jena (B COOTBETCTBHM C HOMEHKIATYypOl el
00111e00pa30BaTeIbHOM OpraHu3aluu; MOJIHOE HAaMMEHOBAHUE
o011eo0pa3oBaTeIbHON OpraHU3alii; HOMEp JIMYHOTO Jena; GpaMuiius uMms
OTYECTBO pa0OTHUKA B MMEHUTEIBHOM MaJeXe; AaThl — IOJl Hayajla U Toj
OKOHYaHMs BEICHUS JieJia; KOJIMYECTBO JIUCTOB; CPOK XPaHEHUS;

NOMEILEHUE TOKYMEHTOB, MOJJIEKALIUX XPAaHEHUIO B COCTaBE JIMYHBIX JIE,
B XPOHOJIOTHYECKOM MOPSIIKE:

BHYTPEHHSISI OUCh JOKYMEHTOB Jiena (mpuioxkenue Ne 3);

JIMYHBIN JTUCTOK MO y4eTy KaJapoB (mpuioxeHus Ne 6);

3asiBJICHUE O MTpUEME Ha padoTy;

MpuKa3 o mpreme Ha padboTy;

TPYZIOBOM JIOTOBODP;

JIOTOBOP O TOJHOM MaTepuanbHON OTBETCTBEHHOCTH (€CIM pabOTHHUK
— MaTepUaIbHO OTBETCTBEHHOE JIUIIO);

YVVVVYY



» XapaKTepUCTUKU U PEKOMEHAATeIbHbIC TUChMA;

» corjlacue Ha 00pabOTKy NepCOHABHBIX JaHHBIX.
2.5. JIuCThI HOKYMEHTOB, IIOMEIIEHHBIX B IMYHOE JIEJI0, MOJJIEKAT HyMEPALIUH.
2.6. C uenpto obecrnieueHus: HaiexKane COXpaHHOCTH JIMYHOTO Jiejia MeAaroroB u
COTPYJHHUKOB 00I111€00pa30BaTEIbHON OpraHu3alud U yAoOCTBa B OOpallEHUU C
HUM TNpu (POPMHUPOBAHUM JOKYMEHTHI MOMEMIAIOTCS B OTHAENbHYIO manky. [lpu
YBOJIbHEHHH pa0OTHHKA MPOIIUBAIOTCS HUTKAMU U CIIAI0TCS B ApXUB.
2.7. BHyTpeHHSII ONUCh JTOKYMEHTOB, MMEIOIIMUXCS B JIMYHOM Jelie, JOJDKHA
coJiep>KaTh CBEJIEHUS O MOPSIIKOBBIX HOMEpaX, HAMMEHOBAHMIX IOKYMEHTOB JieJa,
KOJIMYECTBE JIMCTOB, JIaTaX BKIIOYEHUS JOKYMEHTOB B JIUYHOE JICJIO U U3BITHUS U3
Jiena, a Takyke KeM U3bSIT JOKYMEHT U 10 KaKOW MPUYHHE.
2.8. BHyTpeHHSI1 OMUCH COCTABISIETCS HAa OTACIBHOM JIMCTE MO YCTAHOBJICHHOMN
dbopme. JIucTel BHyTpEeHHEHN ONMUCH HYMEPYIOTCS OTJIEIBHO.
2.9. IIpn noAroTOBKE JUYHBIX AEN K Iepeladye Ha XPaHCHUE K BHYTPEHHEN ONMCH
COCTaBJISIETCSI UTOTOBasl 3alUCh, B KOTOPOW yKa3bIBaeTcs HudpaMu U NPOMUCHIO
KOJIMYECTBO BKJIIOUCHHBIX B HEE IOKYMEHTOB M KOJIMYECTBO JIMCTOB Jea.

3. Ilopsaaok BedeHHs JIUYHBIX JieJ1 MeAAroroB M COTPYAHHMKOB OpPraHU3AIMM,
OCYIIECTBJIAIONIEH 00pa30BaTeIbLHYIO 1eSITEJILHOCTh
3.1. JInyHOE €10 MeaaroroB U COTPYAHUKOB 00IIe00pa30BaTeIbHON OpraHU3aIuu
BEJIETCS B TEUEHHUE BCETO MEepHojia paboThl Ka)XJO0ro Meaarora U COTpyJIHUKA B
o01reo0pa3oBaTeIbHON OpraHU3aIUy.
3.2. JlanbHeilmee BeAeHUWE JIMYHOTO Jela TMEJaroroB M  COTPYJHUKOB
o01reo0pa3oBaTeNbHON OpraHU3alMk  TPEeIyCMaTpPUBAET IOMEIICHUE B JIEJO
JIOKyMEHTOB, O0Opa3yronmxcs B Ipolecce padbouelt AeSTENbHOCTH W HMMEIOIINX
3HAYEHUE ISl TPYAOBBIX OTHOIICHHIA:

* JIOTIOJTHEHUE K JMYHOMY JINCTKY T10 YUETYy KaJpOB;

* JIOTIOJTHUTENBHBIC COTJIANICHUS K TPYIOBOMY JIOTOBOPY;

* KOIWU TPHKA30B IO JUYHOMY COCTaBY, KOTOPBIE KAaCArOTCS TIEAaroroB U

COTPYJHUKOB 00111€00pa30BaTEIbHON OpraHu3aIlny;
* OT3bIBBI  JIOJDKHOCTHBIX  JIMIT O  TeJarore W COTPY/JIHHKE
o01reo0pa3oBaTeabHON OpraHU3aluu;

* KOIMU JOKYMEHTOB O TTOBBIIICHUH KBaTU(UKAIIHH;

* KOIUU cepTU(PUKATOB, TPAMOT;

* JIUCT — 3aBEPUTEIH Jiesia (COCTABIISIOT IIPH Cllayue JIMYHOTO JIefia B apXUB);

* UHBIC TOKYMEHTHI.
3.3. B nensax obecrneueHust KOHTPOJIS 32 COXPAHHOCTHIO M aKTYaIbHOCTHIO JTMYHBIX
nen B 001meo0pa3oBaTeibHON OpraHu3alui eXerogaHo (He mosaHee | kBaprana
rojia, CJACAYIOIMIETO 3a OTYETHBIM) TPOW3BOJUTCS TPOBEPKA WX HAIMYUS U
COCTOSIHHSI.
3.4. ExeromHyoo TPOBEPKY COCTOSHHUS JUYHBIX JIeJ Ha TPEIMET COXPaHHOCTH
BKJIFOUCHHBIX B HETO JJOKYMEHTOB IIPOBOJUT CIICIIMAIILHO co3/aHHass komuccus. O
MIPOBEICHHBIX MPOBEPKAxX JEAeTCs OTMETKA B JINCTE O pe3yJbTaTaX €KeroIHOMN
MPOBEPKH COCTOSHUSA W HaJIM4Ms JUYHOrO Jena (mpuiokeHne Ne 5) wu



COCTABJIACTCS aKT. Pe3ynbTaThl POBEPKH JIMYHBIX JEJI B 00S3aTCILHOM MOPSIIKE
JOBOJIATCSI IO TUPEKTOpa 00IIe00pa3oBaTeILHON OpraHu3aIuy.

4. Tlopsimok y4éra M XpaHeHHsl JIMYHBIX JieJ MeJIaroroB U COTPYIHHUKOB
OpraHu3alMu, OCyLIeCTBIIAIONIE 00pa30BaTeIbHYIO 1eSITeIbHOCTbD.

4.1. XpaHeHue W y4yeT JHUYHBIX JEN TEAaroroB M COTPYIHUKOB OpPTraHU3AINH,
OCYIIECTBISIONIEH 00pa3oBaTeNbHYI0 ACSITEIbHOCTb, OPTaHU3YIOTCS C IENbIO
OBICTPOro M 0€301IMO0YHOTO MOUCKA JIMYHBIX JIe]l, 00ECIICUEHHS UX COXPAHHOCTH,
a Takke obOecriedeHHUs] KOHPUACHIMAIBHOCTU CBEIACHUHM, COAEpKalIuxcs B
JIOKyMEHTaX JIMYHBIX JIeJ, OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

4.2. JluyHble nena COTPYAHUKOB XpaHATCS B ceilide 001eodopa3zoBaTeIbHON
OpraHu3alluu.

4.3. TpynoBbie U METUIIMHCKUE KHUXKKUA XPAHITCS OTJEIBHO B ceide.

4.4. JlocTyn K JIMYHBIM JieJlaM T1€JaroroB U COTPYAHUKOB 00I11€00pa30BaTeIbHOM
OpraHM3ald WMEIOT TOJBKO CEeKpeTaph, CIEHUAIMCT MO Kajapam, ITUPEKTOp
o0meo0pa3oBaTeNbHON  OpraHu3aluu  JUOO 3aMECTUTENM JHUpPEKTOpa IpH
WCIIOJTHEHUU 00s13aHHOCTEN JUPEKTOpa 0011e00pa30BaTeIbHOM OpraHu3aliu.

4.5. Cucremarusanus  JIHYHBIX  J€J1  IIE€JaroroB M COTPYJHUKOB
00111e00pa30BaTEIbHON OpraHU3aMU TPOU3BOUTCS B aI()aBUTHOM MOPSIJIKE.

4.6. Jluuy"ele Jena TMENAroroB U  COTPYJHUKOB  0O0IIe00pa3oBaTebHON
OpraHM3aliy, UMEIOIIUX TOCyAapCTBEHHbIE 3BaHUsS, NPEMUU, HArpajbl, YUEHbIE
CTEIIEHU U 3BaHUS, XPAHATCA MOCTOSIHHO, & OCTAJIbHBIX COTPYJHUKOB — 75 JET ¢
roga yBOJIbHEHHs paOoTHMKa (B cooTBeTcTBUM C llepeuHeM THIIOBBIX
yHPaBIEHUYECKUX JOKYMEHTOB).

5. lMopsiiok BBIIAYH JIUYHBIX /IeJ1 BO BpeMeHHOe M0JIb30BaHHe

5.1. Beimaua nuuHbIX fei (OTACNbHBIX TOKYMEHTOB B COCTaBE JIMYHOTO Jeja) BO
BPEMEHHOE  TOJIb30BAaHUE  MPOU3BOJAMUTCS €  pa3pelieHusi  JIUpPeKTopa
00111e00pa30BaTEIbHON OpraHU3allMy 10 3asBJICHUIO COTPYAHUKA OpraHU3alluH,
OCYILIECTRIISIIONIEH 00pa30BaTEIIbHYIO ACSTEILHOCTD.

5.2. Pabora (03HaKOMJICHHE) C JIMYHBIMU JI€JIaMH TEJaroroB M COTPYJIHUKOB
00111e00pa30BaTeIbHON OpraHu3alui MPOU3BOJUTCS B MPUEMHOU aupektopa. B
KOHIIE pa00yYero JHS CEKpeTaphb WU CIECHHAIUCT O Kajpam oOs3aHa yOeauThes B
TOM, YTO BCE JIMYHBIC JIeNIa, BBIJJAaHHBIC BO BPEMEHHOE IMOJIb30BAaHUE, BO3BPAIICHBI
Ha MECTO XpaHEHHUS M €CTh JU HEOOXOJUMOCTb [JIs TPUHATHS MEp K HX
BO3BPAIIICHUIO UJIU PO3BICKY.

5.3. ®akT BBIJIAYM JTUYHOTO Jea GUKCUPYETCS B KOHTPOJIHLHOM KypHAJIE.

5.4. U3bsATHE OTHENBHBIX JTOKYMEHTOB W3 JIMYHOTO Jea MPOU3BOIUTCS C
paspelIeHus JTUPEeKTOpa 00I1e00pa3oBaTeIbHON OpraHu3alui ¢ 0hopMICHUEM
cooTBeTcTBYIOIIEH 3amucu B rpade «lIpumedanune» BHyTpeHHe onucu. llpu
BPEMEHHOM W3bITHUH JOKYMEHTa Ha €ro MecTo (MEXAy JUCTaMH COCEIHHUX
JIOKYMEHTOB) BKJIQJbIBACTCS CIIPABKa-3aMECTUTENIb C yKa3aHWEM JaThl U MPUUYUH
U3BATHS C TIOANHUCHIO JIMIA, BBIAABIIETO JAOKYMEHT, W IOANHUCHIO JIUIIA,
MOJTYUYMBIIIETO €r0 BO BPEMEHHOE T0JIb30BaHHUE.



6. OdopmiieHre JJUYHBIX JIe]1 MIepea cavyeil B apXuB

6.1. Odopmnenue JIUYHBIX Jen JUIsl TepeJayd B apXUB  IPOU3BOIUTCS
CTHEMATUCTOM MO KajapaMm 001eo0pa3oBaTeIbHON OpraHU3aluu. JTa Mpoleaypa
BKJIFOYAET:

* TMOJIIMBKY (TIEpEIUIeT) Jena;

* YTOYHEHHWE HyMEpAaINH JIUCTOB JICIIa;

* COCTaBJICHUE JUCTa-3aBepuTeis (mpuioxkenue Ne §);

* cocTaBjeHHE (YTOUHEHHUE) BHYTPEHHEH OMUCH;

* BHECEHHE YTOUHEHUM B PEKBU3UTHI JIMIIEBOM OOJIOKKHU Jea.

6.2. Jluct-3aBepuTeNb JeNa JOJDKEH MOANUCaTh €ro COCTABUTENb, MPU HTOM
nenaeTcsi paciu@poBKa JOKHOCTH M TIOANKCH, POCTaBisieTcs faTa. B mporuecce
UCIIOJIb30BAaHUSI ~ apXMBHBIX JOKYMEHTOB B  JINCTE-3aBEPUTENEC  JIEJAI0TCA
COOTBETCTBYIOIIME OTMETKU. Eciu aeno moammro Oe3 iucTa-3aBepuTensi, TO €ro
CJIeyeT HaKJIEUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKHU Jena.

6.3. C uenbto odecrneueHrs COXpaHHOCTH JINYHBIX J€1 PEKOMEHYETCS:

* 00BECIVHATh WHIWBHIYATbHBIC JTUYHBIC A YBOJCHHBIX COTPYIHHKOB B
OJIHY O00JIOKKY (0OBEAMHEHHOE JAEJ0) C TaKUM pacyeToMm, 4ToObl 00BheM
nena (toma) He mpeBblman 250 51UCTOB (MyTeM CIIMBKH MaTEpHATIOB
WHIUBUTyJTBHBIX JIJ TI0 TO/IaM YBOJIBHCHHS);

* pacmojiaraTh MaTepHabl HHIWBHIYAIBHBIX JIe] B Mpesenax nena (Toma) B
andaBuTHOM NOpsiAKe (MOYaMUIIBHO), OTAEISAS MaTepHabl, OTHOCSIIHECS K
Pa3HBIM UHAUBUAYAJIbHBIM J€IaM, YUCTHIM JINCTOM OyMaru ¢ ykazaHHUEM Ha
HeM (amMwiMk, HMMEHM M OTYECTBA COOTBETCTBYIOIIETO YBOJEHHOTO
nejarora M COTpyJIHUKa 0011e00pa3oBaTeIbHOM OpraHu3aliy;

* cHaOXaTh KaXaoe OOBEIWHEHHOE JeJI0 (TOM) BHYTPEHHEW OIHUCHIO C
nepevrcieHueM (pamuminii, IMEH U OTYECTB U yKa3aHUEM HOMEPOB CTPAHHUII,
B TIpeiesiax KOTOPBIX PACIOIOKEHBI COOTBETCTBYIOIIHNE TOKYMEHTHI.

6.4. [lepenava JUYHBIX €T B apXUB OCYIIECTBIISICTCS HE TO3/IHEE TPEX JIET IMOCIE
3aBEpIICHUS WX B JCJIONPOM3BOACTBE B COOTBETCTBHHM C T'pPadUKOM.
[IpeaBapuTebHO CEKpeTapeM, CIEUATNCTOM O KaJpaM MpOBEpsETCs MOJHOTA U
MIPaBUJILHOCTH MOATOTOBKH JIMYHBIX I K mepeaade. BrIsBIeHHBIC TIPH MTPOBEPKE
HEJIOCTAaTKU YCTPAHSIIOTCA CEKpeTapeM, creuuaiucTtoM no kaapam. Ilepegada u
TIPUEM TIPOU3BOJIATCS 10 OMKCH C MMPOCTAHOBKOW OTMETOK O HAIMYUU JIMYHBIX JE.
6.5. Jluunple [ena TEJaroroB M COTPYJHUKOB  0O0IIeo0pa3oBaTeIbHOM
OpraHu3alliy, 3aKOHYEHHbIE JAenonpou3BoaAcTBOM A0 1 sHBaps 2003 ropa,
xpansitcs 75 ner, nocne | saBapsa 2003 rona — 50 ner. JInunblie nena AUPEKTOpa,
riiaBHOro OyxranTtepa o0mieo0pa3oBaTeIbHOM OpPraHU3alMd WMEIOT TMOCTOSIHHBIN
CPOK XpaHCHHUSI.

7. OTBETCTBEHHOCThH

7.1. Tlemaroru W COTPYAHUKH OOIIE0O0pa30BaTEILHON OPTraHU3alMU OOsS3aHbI
CBOCBPEMEHHO TIPEJICTABIIATH CEKPETAPIO WIIM CHCIUAIKCTY I10 KaJpaM CBEICHHS
00 U3MECHEHUH B TIEPCOHATBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTaB JTMYHOTO JIea.
7.2. PaboTonaresnb 00eCIIEUnBaET:



*  COXPaHHOCTb JIMYHBIX nen TIeJaroroB u COTPYTHUKOB
o011e00pa3oBaTeIbHON OpraHu3alliy;

* KOH(DHMICHIMATHHOCTh CBEJCHUH, COJEpXKAIMUXCS B JUYHBIX JIEIax
NIe/IarOroB M COTPYTHUKOB.

8. IIpaBa padoronarte/isa U padOTHUKA

8.1. Jlmsa obecniedyeHHs] 3alUTHl NEPCOHAIBHBIX JTaHHBIX, KOTOPBIE XPAaHATCSA B
JUYHBIX JIeJlaX IeIaroroB U COTPYAHMKOB OOIIe00pa30BaTEIbHON OpraHu3aluy,
NeJaroru U COTPYIHUKH 00111€00pa30BaTEIbHON OpraHU3allii UMEIOT IIPABO:

* TMOJYYUTh TMOJHYIO HWH(MOPMAIMIO O CBOMX MEPCOHAIBHBIX JIAHHBIX U
00paboTKe 3TUX JaHHBIX;

* TOJYYUTh CBOOOIHBIN JOCTYIl K CBOUM MEPCOHAIBHBIM JaHHBIM;

* TOJIYYUTh KOMHUH JOKYMEHTOB, XPAHSIIIUECS B JUYHOM JI€JIe U COJEpKalue
NIEPCOHANIBHBIE TAHHBIE.

* TpeboBaTh WCKIIOYCHHS WJIM WCTIPABICHUS HEBEPHBIX U  HEIMOJHBIX
NEPCOHAIBHBIX JaHHBIX.

8.2. PaboTonarens umeeT npaso:

e o00pabaThiBaTh MEpPCOHAJbHBIE JAHHbIE MEIAaroroB W COTPYAHHKOB
00111e00pa30BaTEIbHOM OpraHu3alud, B TOM YHCIE€ U Ha DJIEKTPOHHBIX
HOCHUTEJISIX;

* 3alpoCUTh OT TMEJAaroroB M COTPYAHHUKOB 0OLIe00pa3oBaTeIbHON
OpraHM3alMy BCIO HEOOXOAUMYI0 HHPOPMAIIUIO AJIs BEICHUS JIUYHBIX 1€ U
00pabOTKH MEPCOHATBHBIX TAHHBIX.

9. 3aki0unTEIbHBbIE MOJI0KEHUS

9.1. Hacrosmee Ilomoxkenne o mOpsAKe BEAEHUS JHMYHBIX Je1 PaOOTHUKOB
SBJISIETCS JIOKAJbHBIM HOPMATHMBHBIM aKTOM, nmpuHUMaercs Ha Ilemarormyeckom
COBETE IIKOJIBI M yTBepxKaaercs (MO0 BBOAUTCS B JACHCTBHE) MPUKA30M
JTUPEKTOpa OpraHu3alliu, OCYIIECTBRISIONIEH 00pa30BaTEIbHYIO IS TEIHHOCTD.

9.2. Bce usMeHeHHMsT U JOIOJHEHHUS, BHOCHMBICE B Hacrtosmee IlonoxkeHue,
opopMIISITOTCSI B NMUChbMEHHOW ¢GopMe B  COOTBETCTBUU  JCHCTBYIOIIUM
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanni.

9.3. [lonoxxeHue o0 MOPSAKE BEICHUS JUYHBIX JIeJ1 paOOTHUKOB 00pa3oBaTeIbHON
OpraHu3alyi TPUHUMAETCS Ha HEONpEeICHHBIN CpoK. MI3MEeHEHHUs U JI0TIOJTHEHUS
K [lonoxxeHuto mMpUHUMAIOTCA B MOPSIAKE, NMPEeayCMOTpeHHOM I1.9.1. HacTosIero
[TonoxxeHus.

9.4. ITocne npunsatus IlonoxkeHus (MM U3MEHEHWH U JOMOJHEHUM OTJIEJIbHBIX
MYHKTOB M Pa3/eJoB) B HOBOM peAaKlMK Mpeablaylias peaaKinus aBTOMaTUUYEeCKU
yTpauuBaeT CHUILY.



KypHnan ydera nuyHBIX 1€

ITpunoxenune Nel
K MOJIOKEHUIO O MOPSIKE BEACHUS
JUYHBIX JIe] paOOTHUKOB

Ne| Jlara | ®amunu | Tabe | Jomxno | Ctpykr | [atau Hatau | Ilpume
opopM | d, UMd, | Jib- CTh yp-HOE€ | HOMeEp HOMED ya-
n| Jje- OoTUecTB | HBIM | (mpodec | moapa3 | mpuKasza | MpUKaza HUE
[ | Hus 0 HOME | -Cuf, ne- (pactiop | (pacmops-
I | JUYHO | MeJaror p crienuani | JeHue - KEHUS) O
o au b-HOCTb) KEHUsI) | MpeKpal
Jena | COTpyaH nejaror 0 e-HUU
UKa au npueme | (pacTopx
COTpPYAH nejaror | e-HUu)
uKa au TPYJIOBOT
COTPYIH 0
WKa Ha | JOTOBOpa
paboty c
neaaroro
M U
COTPYJIHU
KOM
(yBOJIBHE-
HUH)
1 2 3 4 5 6 7 8 9




[Tpunoxenue Ne2
K IOJIOKEHUIO O TIOPAJIKE BEACHUS
JUYHBIX J1e] paOOTHUKOB

O010KKa JIMYHOTO Jejia

Donx Ne

Omuck Ne

Hemo Ne

HNnunekc nena

(Ha3BaHME 0Opa30BaATEIILHON OpraHU3AIINN )

JIMYHOE JEJIO Ne

(3aroJIOBOK jieJia)

Jlata Hauana

Jlata okoHYaHMs

Ha JIUCTax
XpaHUTh JeT
Dong Ne
Omuce Ne

Hemo Ne




[Tpunoxxenune Ne3

K ITOJIOKCHUIO O IMOPAAKE BEACHUA
JIUYHBIX OCJI pa6OTHI/IKOB

BHYTPEHHAA OIINCH

JTIOKYMEHTOB jiesia No

Ne Nunexc Hara Ha3zBanue Howmep [Ipumeuanus
I/l | TOKyMEHTa | IOKyMEHTa JIOKyMEHTa JIMCTOB
nena
Uroro: JIOKYMEHTOB
(mudpaMu ¥ MPOTUCHIO)
Koymm4ecTBo IMCTOB BHYTPEHHEN ONKUCHU
(mudpamu u
MIPOIHCHIO)
OTBETCTBEHHBIN 3a
KaJpOBBIN yYET:
(moamuce)

«

»

202 ropa




®.1.0.

[Tpunoxenune Ned

K ITOJIOKCHUIO O IMOPAAKE BEACHUA

JIUYHBIX OCJI pa6OTHI/IKOB

JIOJ>KHOCTB

JImanoe nemo Ne

JlaTa 03HAaKOMJICHHUS
nesiarora u COTpyHUKA C
JIUYHBIM JICJIOM

IToanuce negarora u
COTpPYJHUKA

OTmeTKu, mpuMedaHus,
3aMEYaHus




ITpunoxxenue No5
K MOJIOKEHUIO O MOPSIKE BEACHUS
JUYHBIX JIe] paOOTHUKOB

OtrMeTKa 0 pe3yabTaTax emeronnoﬁ MPOBEPKHU COCTOSAHUSA
1 HAJINYUA JIHYHOI'0 JeJ1a

®.1.0.

JIOJ>KHOCTB

JImanoe nemo Ne

Jlara ripoBepku ®.1.0O. usieHoB [Toanuvcu yneHoB PesynbTar
KOMHUCCHUH KOMHUCCHUH MIPOBEPKU




[Tpunoxenune Neb
K MOJIOKEHUIO O MOPSIKE BEACHUS
JUYHBIX JIe] paOOTHUKOB

JIMYHBINA JTUCTOK MO y4eTy KaJApoB

1. ®amuus

Nwmsa OT1uecTBO

2. Ilon

3. T'ox, yncno u Mecsn poKIACHUS

4. MecTo poXIeHUS

(ceno, nepeBHs,
ropo/i, paiioH, 00J1acTh)

5. I'paxxnancTBO

6. O0pazoBaHue

HazBanue dakynbTe I'ox T'ox Ecnn ue Kakyro

y4eOHOTO T WU MOCTYIUICEHW | OKOHYaHHU | OKOHYHU | CIICUAIIBHOC
3aBEACHUS U €T0 | OTICICHU s I UK J, TOC | Th MOJYYHUJ B

MECTOHAX0XJICH e yxoza KaKoro pe3yabTare

ne Kypca OKOHYaHUS

yIIen y4eOHOTO

3aBeACHUS,

yka3atb No
JTHUIIOMA WIH
YIOCTOBEPEH

nst

7. KakuMH1 MHOCTPAHHBIMU SI3bIKAMU BJIAJICETE




(‘-II/ITaCTC " IICPCBOANTC CO CIIOBAPEM, HUTACTC U MOXKCTC O6’b$ICHSITBC$I, BJIagcCCTC

CBOOOTHO)

8. Yuenas CTCIICHDb, YYCHOC 3BAHHC

9. Kakue nmeere Hay4HbIE TPYIbl U U300pETCHUS

10. BeinonHsiemass paboTa ¢ Hadaja TPYJIOBOM AESATEIbHOCTH (BKJIOYasi yueOy B
BBICIIIUX U CPEIHMX CHEIHUAJIbHBIX YYEOHBIX 3aBEJICHUSIX, BOCHHYIO CIYX0y U
paboTy 10 COBMECTHUTEIILCTRY)

MGCHI_[ N TIoJ HOJDKHOCTB C YKa3aHucM MCCTOH&XO)KI[GHI/IG
IMOCTYIIIICH yXoga YUYpPCKIACHUA, OpraHU3allu, YUpPCKIACHUA,
Hs MNPCAIIPUATHUSA, 4 TAKIKS OpraHu3anyu,
MHUHHUCTCPCTBA (BGI[OMCTB&) MMpCaAIIPUATHA

11. IIpeObiBanue 3a rpaHuiieil (padora, ciry>keOHasi KOMaHIUPOBKA, TOE3Ka C

Jienerauuen)

Mecsn u rof

C KaKkoro
BPEMEHHU

10 KaKoe
BpeMms

B kako#ut ctpane

[{ens mpeObIBaHUS
3a TpaHule

12. Yuactue B BBIOOPHBIX OpraHax

MecTto BEIOOpHOTO
opra”a

HasBanue B kauectBe

BBEIOOPHOTO OpraHa | KOTo BBIOpaH

I'on

n30paHus | BEIOBITHS

13. Kakne nmeere mpaBUTEIIbCTBEHHBIE HATPAIbI




Korna u xem HarpaxaeH

14. OTHOIIIEHHE K BOUHCKUM 00S3aHHOCTSIM M BOMHCKOE 3BAHHE

Cocrasn Pon Boiick

(KOMaHIHBIN, TTOTUTUICCKHUM, AIMUHUCTPATUBHBIN, TEXHUUECKUH U T.
1)

15. CemeliHoe NOJ0KEHUE B MOMEHT 3all0JIHEHUS IUYHOI'O JTUCTKA

(4JIeHBI CEMbH, C YKa3aHUEM BO3pacTa)

16. lomamrHuii aapec

17. OO6s3yroch CBOEBpPEMEHHO H3BelIaTh 000 BCEX M3MEHEHHUSX JIaHHBIX,
BKJIIOUEHHBIX B JIUYHBIN JINCTOK 10 YUETYy KaJIpOB.

« » 202 rojaa




AHKETA

[Tpunoxenune Ne7

K ITOJIOKCHUIO O IMOPAAKE BEACHUA
JIUYHBIX OCJI pa6OTHI/IKOB

dammus

Nms

OTtuecTBO

Jlata poxaeHus

1. I'paxxnaHcTBO (€CHM HW3MEHSIH, TO
YKa)KUTE, KOTJ1a U 10 KAKOW IPUYHHE)

2. O0OpazoBaHue, yueHasi CTeNeHb (Koraa
U Kakue y4eOHbIE 3aBE/ICHUS OKOHYMIIH,
HOMepa JUIIoMOB). CrenMalbHOCTh U
KBTM(UKALHUS 110 JUTLIOMY

3. Kakumu HHOCTPAHHBIMHA A3BIKAMH U

A3BIKAMH HapoJIOB Poccuniickon
denepanii BIAJACETE HU B KaKOM
CTETIICHU (uuTaere u MOJKETE

O0OBSICHSITHCSI, BIaJICETE CBOOOIHO)

4. BremmonHsieMasi paboTa ¢ Hadajla TPYJAOBOM JEATEIBHOCTH (BKJIIOUasi BOCHHYIO

ciIyx0y 1 pabOTy 110 COBMECTUTENIBCTBY)

Mecsin 1 roj JIOIKHOCTH € YKa3aHUuEM MecTroHaxoxaeHue
MOCTYTIJICH yXxo/a yUpEeXKIACHUS, OPTaHU3AIIH, yUpeKICHUS,
usi MPEANPUATHS, & TAKKE OpraHu3aINH,
MUHHUCTEPCTBA (BEIOMCTBA) NpEeAnpUSTHUS

5. Bamu 65113Kkue poJICTBEHHUKH (3K€HA, MYK, OTEIl, MaTbh, OpaThsi, CECTPHI)

CreneHb damMunus, ums, I'on

poacTBa OTYECTBO POXKACHUSA

Mecto paboThl,
JOJIKHOCTh

Anpec mecta
JKUTEJIbCTBA

6. Jlomarauii agpec 1 HoMep Tesnedona

7. IlaciopT Wik TOKYMEHT, €70 3aMEHSIOIIUN

(HOMED, cepusl, KEM U KOTJa BbIJaH)

8. JlomonHuTEnbHBIE CBEAECHUSA, KOTOpble Bbl kenaere

coooumTe O cebe




10. Ha xakoii ypoBeHb 3apruiatel Bel paccunteiBaeTe?

« » 202 ronma

(TOJDKHOCTh OTBETCTBEHHOTO 32 KaJPOBBIA yUeT)
(moanucs) (pacummdpoBKa MOJIHUCH)



[Tpunoxxenue No§
K MOJIOKEHUIO O MOPSIKE BEACHUS
JUYHBIX JIe]T paOOTHUKOB

JIMCT-3ABEPUTEJIb

neja Ne

B nene npommTo u npoHyMepoBaHO

JIMCTOB
(mudpaMu ¥ IPOITUCHIO)
c Ne 1o No , B TOM YHCJIE:
JUTEpPHBIE HOMEpPA JINCTOB
MPOITYIIICHHBIE HOMEpa JINCTOB
+ JTMCTOB BHYTPEHHEH OMTUCHU JINCTOB

OcobenHocTy (pU3NYECKOro COCTOSIHUS
u (HOpMHUpOBaHHUS JIena

Howmepa nucros

OTBETCTBEHHBIN 32
KaJpOBBIN y4eT

(moamucek) (pacuuppoBKa MOAIUCH)

« » 202  rona
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