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1. O0ume moJ10:keHUs

1.1. Hacrosmee IlomoxeHnue o TOpsAKE BEACHUS JHMYHBIX e PaOOTHUKOB OpTraHU3AIWH,
OCYIIECTBISIONIEH  00pa3oBaTENIbHYIO  JIEATENBHOCTh, pa3paboTaHO B  COOTBETCTBUU C
®denepanbHbIM 3ak0HOM Ne 273-D3 ot 29.12.2012 «O6 obpa3zoBanun B Poccuiickoit deneparum»
¢ m3menenusimu ot 2 utons 2021 roma, ®PenepanpHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MePCOHANBHBIX JaHHBIX» B penakuuu ot 2 utois 2021 rona, [Ipukazom denepalibHOr0 apXUBHOTO
areHTcTBa oT 23 nekabdbps 2009 roga N 76 «O06 yrBepkaeHMH METOAMYECKUX PEKOMEHJIAINHA 110
pa3paboTke HMHCTPYKIHMM IO JAeJIONPOU3BOJCTBY B (elepalabHbIX OpraHax HCIOIHUTEIbHON
Bnacti», YkaszoM IIpesmmenta ot 30.05.2005 Ne 609 «O6 yrBepxkaenun IlonoxeHus o
MEePCOHANBHBIX JAHHBIX FOCYAApCTBEHHOrO ciyxaiero Poccuiickoit @enepanuu U BeIEHUU €rO
nuyHOro nena» B penakuuu ot 23 wutona 2019 roma, Tpynoseim Kopexcom Poccuiickoi
Oenepauny, KoOIJIEKTUBHBIM  JOrOBOPOM,  YCTaBOM  OpraHM3alliy,  OCYILECTBISIONICH
00pa3oBaTEeNbHYIO IeATEIHHOCTb.

1.2. Hannoe IlonmoxxeHue ormpenensier MOPAIOK BEACHUSA JMYHBIX JIeJ IeJaroroB M HHBIX
COTPYTHUKOB M PaOOTHUKOB IIKOJIBI, OMPEACIISET MOPSAIOK (POPMUPOBAHUS, YUeTa U XPaHCHHS,
BBIJIAYU JINYHBIX JIETT BO BPEMEHHOE I0JIb30BAHKE, a TAK)KE OTBETCTBEHHOCTH, IpaBa paOOTHUKOB U
TUPEKTOpa 00pa3oBaTEIbHON OPraHU3AIHH.

1.3. Hacrosimiee [TonoxkeHue yTBepkKaaeTcss MPUKA30M IO IIKOJIE U SBJSETCS 00S3aTeIbHBIM IS
BCEX KaTETOPU MEAArOTHICCKUX U APYTUX COTPYTHUKOB ITKOJIEI.

1.4. Benenue MUYHBIX JENl TIEAaroroB U COTPYIHUKOB IIKOJBI BO3JAraeTcs Ha CHEIHATINCTa IO
KaJl[paM OpraHu3allii, OCYIIECTRISIIONICH 00pa30BaTEIIbHYIO ACSITEILHOCTD.

1.5. JIuuHoe Aeno — OCHOBHOM TOKYMEHT MEPCOHAIBLHOTO y4eTa, coAepxKalinuii Hanbosee MOoJHbIe
CBEICHHS O paOOTHHUKE 00pa30BATEIHLHOM OpraHW3aIlUN U €0 TPYIOBOW ACSATCILHOCTH. B mudHOE
JIeJI0 BHOCATCS CBECHMS, CBSI3aHHBIE C TIOCTYIJICHUEM Ha paboTy U YBOJIbHEHHEM.

1.6. Cenenwmsi, comepKalinuecs B JIMIHOM JIEJIe, OTHOCATCS K KOH(QUACHINAIBLHOW HHPOpPMAIIUH,
MMEIOT OTPAaHUYEHHBIN JOCTYII U Pa3TIalleHHI0 He TOJJIeKaT.

1.7. JIluunoe neno BeAETCs B TEUEHHE BCETO Meproia paboThl pabOTHHKA.

1.8. BeneHue HECKOJBKUX JHMUYHBIX JEJ] OJHOTO pabOTHHUKA O0pa30BaTeIbHOUM OpraHM3aliy He
JIOTTyCKaeTCsl.

2. Iopsiiok popMUPOBAHKS JTUYHBIX /1eJI COTPYAHUKOB
2.1. ®opmupoBaHHE JIMYHOTO JieJla TeJaroroB M COTPYAHMKOB 00IIe00pa3oBaTeabHON
OpTraHW3alli TPOM3BOIUTCS HEMOCPEACTBEHHO IIOClie TIpHeMa B 00IIe00pa3oBaTeIbHYIO
OpraHu3alMi0 WIM T[epeBOAa IeJaroroB M COTPYAHHMKOB M3 JApyroi oOpazoBaTeiabHOMN
OpTaHu3aIH.
2.2. B COOTBETCTBMM C HOPMAaTUBHBIMU JTOKYMEHTAMHU B JIMUHBIE JI€ja MEAaroroB U COTPYIHUKOB
OpTaHU3aIlH, OCYIIECTBIISIOMEH 00pa30BaTENbHYIO JEATENbHOCTD, BKJIAIBIBAIOTCS CIIETYIOIINE
JOKYMEHTBI:
s nedazoeos:

* 3asBJICHME O IIpUEMeE Ha paboTy;

*  3asBJICHHE O COTJIACHH Ha 00pabOTKY MEPCOHAILHBIX TAHHBIX 11E/1arora;

* CIpaBKa O HAIMYUU (OTCYTCTBHH) CYJUMOCTH U (MJM) (aKkTa yroJoOBHOTO MpECeI0BaHus,

BBIJIAHHOTO COOTBETCTBYIOIIMM OPTaHOM ITPABOTIOPSIIKA;

* aBTOOMOrpadus;

* KON MMacropTa MM HHOTO TOKYMEHTA, YIOCTOBEPSIOIIETO JINYHOCTD;

*  KONMS CTPaXxOBOT'O CBUJIETEIHCTBA IEHCHOHHOTO CTPAXOBaHUS;

*  KOmus WACHTU(PUKAITMOHHOTO HOMEpPa HAJIOTOIIIATEbINKA;

*  KONMs JOKYMEHTa BOMHCKOTO yueTa (1711 BOEHHOOOS3aHHBIX ),

*  KOIHS CBUJETENIbCTBA O 3aKJII0UYEHNHU Opaka (IIpHu HaJIU4un);

*  KOIUS CBUJETENBCTBA O POXKACHHUHU JAeTel (TIpH HATMYUH);

* KONHWU JOKYMEHTOB 00 00pa3oBaHuUU,

*  KOIWHU JOKYMEHTOB O KBaTU(UKAINU WIH HATHYUE CIICIUATBHBIX 3HAHUH (MIPU HATUYHH);



KOIHMH aTTECTAlIMOHHBIX JTUCTOB (TIPU HAJIMYUH);

KOITMH IOKYMEHTOB O HarpakJIeHUH (IIpy HATMYNH );

XapaKTePUCTHKH, PEKOMEH IaTeIbHbIC MUChMa (ITPU HATUYHN);

MIpPHUKa3 O puemMe Ha padoTy;

IIPUKa3 O NEPEBOJIE HA UHYIO JOJKHOCTD (IIPH HATTMYHH);

JOJKHOCTHASI MHCTPYKUHUSA (IOJKHOCTHBIE MHCTPYKIIMM C MOMEHTAa Ha3HA4yeHMsI Ha Bce
JOJIKHOCTH);

TPYIOBOH JOTOBOp (C TMOCHEAYIOIIMM BKIIOYECHHEM JOMOJHUTENbHBIX COTJAallleHud K
TPYJIOBOMY JIOTOBOPY);

TPYIOBYIO KHIKKY;

MEIUIIMHCKYIO KHIKKY.

s pabomuuxos:.

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHHME O COIVIACUM Ha 00pabOTKy EePCOHAIBHBIX JAaHHBIX I1€1arora;

ClpaBKa O HAIWYHUU (OTCYTCTBUH) CYIUMOCTH M (WK) (paKTa yroJOBHOTO MPECIICAOBAHNS,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPraHOM IIPABOIOPSIIKA;

aBToOMOrpadus;

KOIMS [aCIOpTa WM MHOTO JOKYMEHTA, YJJOCTOBEPSIOIIEr0 JINYHOCT;

KOIIUSI CTPAaXxOBOI'0 CBUAETEILCTBA IEHCUOHHOTO CTPAXOBAHMUS;

KOIMS UICHTU(UKAIMOHHOI'O HOMEPa HaJIOTOIJIaTeNbIIUKA,;

KOIUS JOKYMEHTa BOMHCKOT'O yueTa (111 BOEHHOOOSI3aHHBIX);

KOIIMsI CBUJIETEIbCTBA O 3aKJI0YEHUH Opaka (Ipu HAJIU4YuK);

KOIIUSI CBUJETENBCTBA O POXKACHUN AeTel (IIpU HAIUYHUH);

KOIIMM JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIUU JIOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUYUN);

XapaKTepUCTUKH, PEKOMEHIaTeIbHbIE MUChMa (IIPU HAJIMYUN);

MIpHUKa3 O pueme Ha paboTy;

IIPUKa3 O MEepPeBO/ie Ha MHYIO TOJKHOCTD (TIpU HAJIMYUK);

JOJDKHOCTHAsI MHCTPYKLHUS (JOJKHOCTHBIE MHCTPYKIMM C MOMEHTAa Ha3HA4yeHMsI Ha Bce
JOJDKHOCTH ),

TPYAOBOH JOroBOp (C MOCHENYIOIIMM BKJIOYEHHEM JIOMOJHUTEIbHBIX COIVIAIIEHUN K
TPYJIOBOMY JIOTOBODY);

TPYAOBYIO KHHXKKY;

MEIULUHCKYIO KHUXKKY.

Pabomooamenv opopmnsem:

TPYZIOBOM AOTOBOP B JBYX 3K3EMILIAPAX;

MpuKa3 o npueMe Ha paboTy (0 MepeMEeIIeHUH Ha IpyTue JOIKHOCTH);
TUYHYI0 KapTouky Ne T-2;

JOJDKHOCTHYIO HHCTPYKIIHIO B IBYX JK3EMILIsIpax.

Pabomooamenw suaxomum:

C HOPMaTUBHO-TIPaBOBBIMU JOKYMEHTaMH IIKOJbI (YcTaBoM, KomekTHBHBIM JOTOBOPOM,
[IpaBunamMu TpyIOBOTO pacHopsiiKa U JIp. JOKaJIbHBIMH aKTaMH );

C IOJDKHOCTHOM MHCTPYKIUEH;

NPOBOJIUT BBOJHBIM HMHCTPYKTaX, WHCTPYKTaX 110 OXpaHE TpPyAa, MHCTPYKTAX IO
MIPOTUBOMNOXKAPHOI 0€30MacHOCTH.

2.4, HepBH‘IHOC O(I)OpMJ'ICHI/IC JIMYHOT'O J1cJIa MIpEeAyCMaTpUBacCT:

MIPUCBOCHUE JIMYHOMY JIeJTy HOMepa COMIACHO JKypHAIy ydeTa JIMIHBIX Jien (MIPHIIoKEeHNE
Ne 1);

MIPOCTABIICHHE HA OOJIOKKE JIMYHOTO jAeia (mproskeHue Ne 2) clieqyromux peKBH3HTOB:
UHICKC Jena (B COOTBETCTBMHM C HOMEHKIATYpoll Jen  o0meo0pa3oBaTenbHOM
OpraHu3aliy;, TOJHOE HaWMEHOBaHHE OO0IIe00pa30BaTEIbLHOW OpraHU3allii;, HOMEp



JUYHOTO Jena; paMuns UMl OTYECTBO paOOTHHUKA B UMEHUTEILHOM IaJeKe; AaThl — IO
Hayaja ¥ roJl OKOHYaHUS BEJICHUS JIe)1a; KOJIMYECTBO JIUCTOB; CPOK XPaHEHHUS,
* TIOMEIICHHE JIOKYMEHTOB, TOJJICKAIINX XPAHEHUIO B COCTaBE JIMYHBIX [el, B
XPOHOJIOTUYECKOM MOPSIIKE:
BHYTPEHHSIS ONMCh JOKYMEHTOB Jiena (mpuiioskeHue Ne 3);
JIUYHBIA JIUCTOK IO YYETY KaapoB (MpuitoskeHus Ne 6);
3asiBJICHUE O MIpHeMe Ha padoTy;
MIpPHUKa3 O puemMe Ha padoTy;
TPYAOBOM 1OTOBOD;
JIOTOBOP O TMOJHOW MaTepuaabHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepHabHO OTBETCTBEHHOE JIUIIO);
XapaKTePUCTHKU U PEKOMEH1aTeNIbHbIE MIChMA;
coryacre Ha 00paboTKy NMepCOHATBHBIX JaHHBIX.
2.5. JIucThl JOKYMEHTOB, MOMEILIEHHBIX B JIMYHOE JIEJI0, MOAJIeKAT HyMepaluu.
2.6. C menpio obecrieyeHust HaUIeKAIe COXPaHHOCTH JIMYHOTO Jiejia MeIaroroB U COTPYTHUKOB
o0mieo0pa3oBaTenbHOW OpraHM3ali U yJO0OCTBa B OOpalleHHMH ¢ HUM OpH (HOPMHUPOBAHHH
JOKYMEHTHl TOMEIIAIOTCS B OTHENbHYIO manky. llpm yBonpHeHMH paOOTHHKAa MPOIIMBAIOTCS
HUTKaMU U CIAl0TCS B apXUB.
2.7. BHYTpeHHSS ONUCHh JOKYMEHTOB, HMEIOLIMXCS B JINYHOM JIeJI€, JOJDKHA COJEPIKATh CBEICHHS
O TMOPAIKOBBIX HOMEpaxX, HAUMEHOBAHMSIX JOKYMEHTOB Jella, KOJMYECTBE JUCTOB, JaTax
BKJIFOYCHHUS JOKYMEHTOB B JIMYHOE JEJO U M3BATHUS U3 JIeNa, a TAKKE KeM U3BAT JTOKYMEHT U MO
KaKoH MpHUYHHE.
2.8. BHYTpeHHSS ONHUCH COCTaBISIETCS HAa OTICIBHOM JIMCTE MO YCTaHOBIEHHOH (opme. JIMCThI
BHYTpPEHHEH OIUCU HYMEPYIOTCS OTIEIbHO.
2.9. Ilpu moOATOTOBKE JIMYHBIX JeN K Mepeaade Ha XpaHEeHHE K BHYTPEHHEW OIHCH COCTABIISETCS
UTOTOBAs 3alUCh, B KOTOPOI yKa3bIBaeTcs MUPpaMU U MPOMKUCHI0 KOJTMYECTBO BKIIOYCHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIEA.

VV VVVVVYVY

3. Tlopsinoxk BeleHHsl JHUYHBIX /e TeAAroroB M COTPYAHUKOB OpraHu3amuu,
ocyuiecTBIsAIOLIEeH 00pa3oBaTeIbHYIO A1eATeIbHOCTD
3.1. JluuHoe neno memaroroB M COTPYAHUKOB 00II€00pa30BaTEIHLHOM OpraHu3aIliu BEIETCS B
TEYEHHE BCEro mepuoja padoThl KaXIOro Ieaarora M COTpyJHHKAa B 00meo0pa3oBaTeNbHON
OpTaHu3aIH.
3.2. JlanbHeiiee BeJeHHME JUYHOTO Jeja MENaroroB U COTPYIHUKOB 0O0IIe00pa3zoBaTelbHON
OpraHu3aly TPEAyCMAaTPHBAET MOMEIICHHE B JEN0 JOKYMEHTOB, OOpa3yrOIIMXCS B IpOIEcce
paboueii IeSITENbHOCTH U UMEIOLIUX 3HAYEHUE JIJISl TPYIOBBIX OTHOIIICHUH:

*  JIONOJIHEHUE K JINYHOMY JIUCTKY I10 Y4ETYy KaJIpOB;

*  JIOTIOJHUTEIbHBIC COTJIANIEHUS K TPYAOBOMY JOTOBOPY;

® KOIIMKU IIPHUKA30B IIO JIMYHOMY COCTaBy, KOTOPBIC KaCarOTCA MEAAaroroB U COTPYIHUKOB

00111e00pa30BaTEIbLHON OpraHn3aluy;
* OT3BIBBI JOJKHOCTHBIX JIMII O TIelarore MW COTPYOHUKE 00Ieo0pa3oBaTeabHOM
OpraHH3aIii;

® KOITMU JOKYMCHTOB O ITOBBIIICHUHA KBaJ'II/I(bI/IKaHI/II/I;

*  KOIHWU CepTU(UKATOB, TPAMOT;

* JIMCT — 3aBEPUTEIIb JieTia (COCTABIISIOT NIPU C/Iavye JJMYHOTO JIeia B apXUB);

*  UHBIC JOKyMEHTHI.
3.3. B memsax o0ecriedeHusi KOHTPOJSI 32 COXPAHHOCTHIO W aKTYaIIbHOCTBIO JIMYHBIX [IENT B
001eo0pa3oBaTeIbHOM OpraHU3aluU €KerofHo (He mo3jnHee | kBaprTama roja, CieayroLIero 3a
OTYETHBIM) MMPOU3BOAUTCA MTPOBEPKA UX HAJTMYUS U COCTOSTHUSI.
3.4. ExerogHyoo MpOBEPKY COCTOSIHHS JIMYHBIX JEN Ha MpeIMeT COXPAaHHOCTH BKIIIOUEHHBIX B
HETr0 JOKYMEHTOB NPOBOTUT CIECHUAIBHO CO3MaHHas Komuccus. O TPOBENEHHBIX IPOBEPKax
ACIACTCA OTMCTKA B JIMCTC O PC3yJIbTaTax e>1<er011H0171 MMPOBCPKHU COCTOSAHHA U HAJIUYHA JIMYHOT'O



nena (mpunoxenue Ne 5) u coctaBisieTcst akT. Pe3ynbTaThl IPOBEPKH JIMYHBIX /1€ B 003aTE€IbHOM
HOpsAKE JOBOASTCA A0 IUPEKTOpa 0011e00pa30BaTeIbHON OpraHnu3aluy.

4. Tlopsinok y4éra M XpaHeHHsl JHYHBIX /€]l NeJaroroB U COTPYAHMKOB OpPraHM3alHH,
ocyllecTBJIsIONIEH 00pa30BaTeIbHYIO 1eATeJbHOCTD.

4.1. XpaHeHue U y4deT JUYHBIX JIe] MeIaroroB U COTPYAHHUKOB OpraHU3alliH, OCYILECTBIISIONICH
00pa3oBaTEeNbHYIO JIEATEIHHOCTh, OPTAHU3YIOTCS C IIENIbI0 OBICTPOrO U 0€30IMO0YHOTO TOUCKa
JUYHBIX Je7l, 00ecledyeHHs] UX COXPAHHOCTH, a Takke oOecreueHuss KOH(PHACHUIUATbHOCTH
CBEJICHUH, COMIEPKAIIUXCS B IOKYMEHTaX JIMYHBIX J€J, OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2. JInanble Aeiia COTPYIHUKOB XpaHATCs B cerie o01meoopa3oBaTeIbHON OpraHu3alyiH.

4.3. TpynoBbie ¥ MEIUIIMHCKHIE KHIKKH XPAHITCS OTIICIBHO B ceiide.

4.4. Jloctyn K JIWYHBIM JellaM IEaroroB U COTPYIHUKOB 0OIIe00pa30BaTeIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpEeTapb, CIEMUAIUCT IO KaapaM, JUPEKTOp 001eo0pa3oBaTeabHOR
opranuzanuu Ju00 3aMECTUTENH AUPEKTOpa MpPU HCIOIHEHUH OOS3aHHOCTEM JUpEeKTopa
001e00pa3oBaTeIbHON OPTaHU3AIHH.

4.5. Cucrematuzaluss JUYHBIX JIe1 TIEAaroroB W COTPYIHUKOB 00II€00pa3oBaTEIbHON
OpraHHU3aIf¥ MPOU3BOJIUTCS B aJI(DaBUTHOM TIOPSIKE.

4.6. JluuHble nena MeJaroroB W COTPYAHUKOB O0II€0Opa3oBaTENbHON OpraHU3alud, UMEIOIINX
rOCy/IapCTBCHHBIC 3BaHUs, IPEMUU, HArPabl, YICHBIC CTECIICHU W 3BAHUS, XPAHITCS MMOCTOSHHO, a
OCTaJIbHBIX COTPYAHHKOB — 75 JIeT ¢ roja yBOJbHEeHHs paboTHUKA (B cooTBeTcTBUH C [lepeunem
THTIOBBIX YIIPABJICHYECKUX JIOKYMECHTOB).

5. Ilops10K BhIIa4YM JIMYHBIX /IeJ1 BO BpeMEHHOe M0JIb30BaHue

5.1. Beimaua nu4HBIX Jen (OTAEIBHBIX JOKYMEHTOB B COCTaBE JMYHOTO Jejia) BO BPEMEHHOE
[I0JIb30BAaHNUE TPOU3BOJUTCS C Pa3pelIeHUs] JUPEKTOpa 001eo0pa3oBaTeIbHON OpraHU3aluy MO
3asBJICHUIO COTPYIHUKA OPraHU3aIMH, OCYIIECTBIISIONIECH 00pa30BaTENbHYIO IESATEIbHOCTb.

5.2. Pabora (0o3HakOMJIEHME) C JIMYHBIMU J€JlaMH  [EJaroroB 1  COTPYIHUKOB
00111e00pa3oBaTeNIbHON OpraHU3alluy MPOU3BOJIUTCA B MPUEMHON qupekTopa. B koHue pabodero
AHA CCKPETaph WK CICHUAIMCT 110 KaJapaM 00s3aHa Y6GHI/ITI>C$I B TOM, 4YTO BCC JIMYHBIC JCJIa,
BbIIaHHBIE BO BPEMEHHOE II0JIb30BaHHE, BO3BpAlllEHbl HA MECTO XpaHEHHs M €CTh JIH
HGO6XOZ[I/IMOCTI> JJI TIPUHATHUSA MEP K UX BO3BPAIICHUIO UJIM PO3BICKY.

5.3. ®akT BbIJIauX JIUYHOTO JieNa GUKCUPYETCS B KOHTPOJIBHOM JKypHaJe.

5.4. V3psATHE OTHENBHBIX JOKYMEHTOB U3 JIMYHOTO JieJia TIPOU3BOJAUTCS C Pa3pelICHHs TUPEKTOpa
o01meo0Opa3oBaTesIbHOM OpraHu3alMu ¢ Oo(GOpPMIIEHHEM COOTBETCTBYIOLIEH 3amucu B Tpade
«[Ipumeuanue» BHyTpeHHeH onucH. [Ipn BpeMEHHOM H3BATHH JTOKYMEHTa Ha €ro MECTO (MEXAY
JUCTaMU COCETHHMX JOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-3aMECTUTENb C YyKa3aHHEM JaThl U
IMPHUYUH U3BATHUA C NOANMCHIO JIMlAa, BBIAABIICTO JOKYMCHT, U IOANUCHIO JIMIA, IMTOJYYHUBIICTO €T0
BO BPEMEHHOE I0JIb30BaHHE.

6. OdopMmiieHHe JIMYHBIX JeJI Iepe] caavel B apXuB
6.1. OdbopmiieHre TUYHBIX A€ JUIsl TIEpeladd B apXUB MPOU3BOIUTCS CIEIUATUCTOM TI0 KaJpam
0011e00pa3oBaTenbHON OpraHU3aIii. JTa MPOIeAypa BKIIOYALT:

* MOALIMBKY (Teperier) aena;

* YTOYHEHHE HyMepalluu JIUCTOB JIeTa;

*  COCTaBJICHHE JUCTa-3aBeputels (mpmioxeHue Ne §);

* cocTaBlieHUE (YTOUYHEHHUE) BHYTPEHHEH OIUCH;

* BHECCHHE YTOYHCHUI B PEKBU3HTHI JIUIIEBOM OOJIOKKH JIeia.
6.2. Jlucr-3aBepuTenb Jena JOJDKEH TMOAMKHCATh €ro COCTaBUTENb, MPU DJTOM JIelaeTcs
pacmpoBKa JOHKHOCTH W TOJIUCH, TMPOCTABISETCS Jara. B mporecce HMCMOIb30BaHUS
ApPXUBHBIX JOKYMEHTOB B JIUCTE-3aBEpUTENE JIEITAIOTCSI COOTBETCTBYIOIINE OTMETKU. Ecim nerno
MOALIUTO 0€3 JMCTa-3aBepUTENsl, TO €ro CleAyeT HaKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.



6.3. C nenpio o0ecrieyeHUst COXPaHHOCTH JIMYHBIX JIEJI PEKOMEHIYeTCs:

* 00BEIUHATh WHAWBUIAYAIBHBIC JINYHBIC J€a YBOJCHHBIX COTPYJHHKOB B OJHY OOJIOXKY
(0OBbeIMHEHHOE JIETI0) C TAaKUM pacdyeToM, 4ToObl 00beM jaena (Toma) He mpebiman 250
JUCTOB (ITyTE€M CITMBKY MaTE€PHaIOB WHAWBUIYAIBHBIX JIE] 11O TOJaM YBOJIbHECHUS);

* pacmojaraTh MaTepuaibl WHIWBHUIYAIbHBIX JEN B Mpeaenax nena (tToma) B aapaBUTHOM
nopsiike (mMoaMuIIbHO), OTAEISS MaTePUAIIbl, OTHOCSIIUECS K Pa3HbIM HHIUBUIYAIbHBIM
JAcjiaM, 4YUCTBIM JIMCTOM 6YMaFI/I C YKa3aHMEM Ha HCM (baMI/IJII/II/I, HMEHU U OT4YECTBa
COOTBETCTBYIOIIIETO ~ YBOJICHHOTO TIearora ¥ COTPYIHHKA 00meo0pa3oBaTeIbHON
OpraHu3aIuy,

* cHa0XaTh KaXJ0€ OOBEIMHEHHOE Jesi0 (TOM) BHYTPEHHEH OIUCBHIO C TEpPEUUCIICHUEM
damunuii, UMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUI], B IHpeAesax KOTOPBIX
PacIoJIOKEHBI COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepenada TUUHBIX A€ B apXUB OCYILECTBIICTCS HE MO3HEE TPEX JIET IMOCIIe 3aBEPIICHUS UX
B JICJIONIPOM3BOJICTBE B COOTBETCTBUH ¢ rpadukom. [IpeaBapuTensHO ceKkperapeM, CIeIHaTucTOM
M0 KaJpaM IIPOBEPACTCAd IIOJHOTA W IMPAaBUJIBHOCTb IIOATOTOBKHM JIMYHBIX JOCJII K IIEpcaayc.
BrbIsiBIIeHHBIC TIPU MPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKPETapeM, CIECIMAIMCTOM IO Kajpam.
Hepe)laqa " IPHUEM IIPOU3BOAATCH 11O OIMKUCH C HpOCTaHOBKOﬁ OTMETOK O HAJIMYUU JINYHBIX ICJI.
6.5. JInunble fena neaaroroB U COTPYIHUKOB 00IEe00pa3oBaTeIbHON OpraHN3allui, 3aKOHUCHHBIC
nenonpousoactBoM 1o 1 saBapst 2003 roma, xpansarcs 75 ner, nocne 1 saBaps 2003 roma — 50
net. JInuHble Jena TMpeKTopa, TIaBHOro OyXraiuTtepa o0eoopa3oBaTebHON OpraHu3alid UMEIOT
IIOCTOSIHHBIA CPOK XPaHEHMS.

7. OTBETCTBEHHOCThH
7.1. Tlemarorn M COTPYIHUKH O0OIICOOpa30BATEIbHON OpraHU3alk 00s3aHbl CBOCBPEMEHHO
MIPEJICTABIIATh CEKPETAPIO WU CICIIHATUCTY 0 KaJpaM CBeJIeHUsI 00 N3MEHECHUHU B IMIEPCOHATBHBIX
JIAHHBIX, BKIIIOYEHHBIX B COCTAB JIMYHOIO Jea.
7.2. Paboronmarens oOecrieYnBacT:
* COXpPaHHOCTh JIMYHBIX JIe TMeJaroroB M COTPYIOHUKOB  00IIeoOpa3oBaTebHOMN
OpraHH3allvH;
* KOH(UIEHIMAIBHOCTh CBEACHUN, COAEPKAIIMXCS B JUYHBIX JeJaX T[eJaroroB Hu
COTPYIOHHUKOB.

8. [IpaBa pa6oToaaresisi U padOTHUKA
8.1. Ilna oOecrieyeHus 3alUThl MEPCOHAIBHBIX JAaHHBIX, KOTOPHIE XPAHATCA B JIMYHBIX Jejax
MeJaroroB M COTPYAHUKOB 00Ie00pa3oBaTeIbHOW OpraHu3allMK, TEJarord U COTPYAHHUKHU
00111e00pa30BaTEIbHON OpraHn3alui UMEIOT MPaBo:
* TOJy4YUTh TOJHYIO HWH(OpPMAIUIO O CBOMX MEPCOHAIBHBIX JTAaHHBIX M OOpabOTKE ATUX
JaHHBIX;
*  IOJIYYHTH CBOOOIHBIN JOCTYIT K CBOUM IEPCOHATLHBIM JaHHBIM;
* MOJYYHUTbH KOMUHU JJOKYMEHTOB, XpAHSIIUECS B TUYHOM JIelie U COJIepIKalllie TepCOHATbHBIC
JTaHHBIE.
* TpeOOBaTh UCKIIOUCHUS WM UCIIPABJICHUS HEBEPHBIX U HETIONHBIX MEPCOHAIBHBIX JTaHHBIX.
8.2. PaboTomarens uMeeT mpago:
* 00pabarbIBaTh MEPCOHANBHBIE JAHHBIE TIEJaroroB U COTPYIHUKOB 001Ie00pa3zoBaTebHOMN
OpraHu3aIfH, B TOM YUCJI€ U Ha AJICKTPOHHBIX HOCUTEIISX;
* 3ampOCHTh OT TENaroroB U COTPYIHUKOB 00Ime00pa3oBaTeNbHON OpraHu3aluyd BCIO
HE0OXOoauMYyI0 HWHGOPMAIMIO JJI BEICHUS JHMYHBIX JIed1 U 00pabOTKH MEepCOHATBHBIX
JTAHHBIX.

9. 3akI0uuTEIbHbIC MOJ0KEHHUS
9.1. Hacrosimee [TonoxkeHne o mopsiike BEACHUS JIMYHBIX J1e7T paOOTHUKOB SIBISICTCS JIOKAJIBHBIM
HOPMATUBHBIM aKTOM, MpUHUMaeTcs Ha [legarormueckomM COBETE IIKOJBI U yTBepxkaaercs (imbo



BBOJUTCS B ICHCTBHE) MPUKA30M UPEKTOpPA OPTaHU3AIMH, OCYIIECTBISIONIEH 00pa30oBaTeIbHYO
JIeSITEILHOCTbD.

9.2. Bce u3MeHeHHs] W JIOTIOJIHCHHs, BHOCHMBIE B Hacrosiiee llomoskeHue, opopMIISIFOTCS B
MUCbMEHHOW (OpME B COOTBETCTBHMHM JICHCTBYIOIIMM 3aKOHOJATEILCTBOM Poccuiickoit
denepauuu.

9.3. TlonoxkeHue O MOPSAAKE BEICHUS JUYHBIX JeT PAaOOTHHKOB OOpa30BaTEIIbHOW OpraHHM3aIlud
IIPUHUMAETCA Ha HEONpeAeNeHHbI Ccpok. M3meHenus wu gononHeHus K IlonoxkeHuro
MPUHUMAIOTCS B TIOpsIKe, MpeaycMoTpeHHoMm 11.9.1. Hactosmero [TomoxxeHus.

9.4. Nocne npunsrtus [lomoxeHus (WM W3MEHEHWH W JOTOJHEHHWH OTIEIBHBIX IYHKTOB H
pasziesoB) B HOBOM peAaKIMK MPEIbIIYIIasl PeIaKIis aBTOMATHICCKH YTPAauyuBaeT CUITY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata Gamunust, | Tabens- | Jomxuocth | CTpyKTYyp- Harta u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMeEp HUe
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a IpUKa3a
Jena nejarora u crenuanb- JIeHUe (pacnops- (pacmops-
COTpYIHHKA HOCTB) JKCHHS) O JKEHHS) O
nejarora u npueme IpeKpaiie-
COTpYAHHKA nejarora u HUH
coTpyAHUKa | (pacTopixke-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
Me1aroroM U
COTPYAHUKOM
(yBonbHe-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

O0J107KKa JIMYHOTO Jeia

Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
Donx Ne
Onuchk Ne

Hemo Ne

(3aroyioBOK Jiena)



Ipunoxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

JIMYHBIX OECJT pa6OTHI/IKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
/i JIOKyMEHTa JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKYMEHTOB

(umpamMu ¥ IPOIHCHIO)

KonnuecTBo 1MCTOB BHYTpEHHEN OIUCH

(1mdpamMu ¥ TPOIKCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuce)

« » 202 roma




©.1.0.

[Tpunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakomIIeHUS Tiearora
U COTPYJIHUKA C INYHBIM
JIETIOM

Iloanuce nienarora u
COTpYAHHKA

OTMeTKH, IpUMEYaHus,
3aMeUYaHus




[Ipunoxxenne Neb5

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMY U] JIMYHOTO /e

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[ara npoBepku

d.N.0. unenosn
KOMHCCUU

Iloxnucu yieHoB
KOMUCCHUU

Pesynbprar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OECJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT4ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTto poXxacHUS

5. I'paxnancTBO

(cerno, nepeBHs, ropoJ, paiioH, 001acTb)

6. O6pazoBanue

HasBanue
yueOHOro
3aBeJICHUS U €r0

MECTOHAXOXACHUC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYTICHUS

Ton
OKOHYAHUS
WU yXo0/1a

Ecim e
OKOHYMUII, TO
C KaKoro
Kypca yIien

Kakyro
CIEeLUATBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
y4eOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YJIOCTOBEPEHHS

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U MePEeBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE OOBICHSTHCS, BIIAIEeTe CBOOOIHO)




10. Brimonusiemas pa0oTa ¢ Haudana TPYAOBOH NEATENbHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPEHHUX CITeIMATBHBIX YYEOHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIHCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS, MecToHaxoxaeHne
HOCTYIUICHUS yxoJa OpraHU3alMH, IPEIIPUATHS, a TAKKE YUpEKACHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
IPEIPUATHS

11. IlpeOriBanue 3a rpanulieit (padbora, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeTaIuei)

Mecsu u rog B kakoi1 ctpane Llenp npeObIBaHUs 32
C KaKkoro 10 KaKoe rpaHuuen
BPEMEHU BpeMsl
12. Yyactue B BEHIOOPHBIX OpraHax
MecTo BBIOOPHOTO Hazpanue BoiOOpHOro | B kauecTBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHbBIE HATPaIbl

Korz[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTAM M BOMHCKOE 3BaHME

Cocras Pon Botick

(KOMaHJHBI!, MOJIUTHYECKUH, aIMUHUCTPATUBHBIN, TEXHUYECKUU U T. 11.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTUYHOTO JTUCTKA

(4UIeHBI CeMbH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEIATh 000 BCEX M3MEHEHUSX TAHHBIX, BKIFOUCHHBIX B JTHYHBIH

JMCTOK 1O y4eTy KaJIpoB.

« » 202 ronma




AHKETA

[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O TOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxaeHus

1. I'paxkmaHCcTBO (€CIM M3MEHSUIH, TO YKaXHUTE,
KOTJ[a M 110 KaKOW MpUYNHE)

2. OOpa3oBaHme, ydeHas CTCNECHb (Korja u
Kakue ydeOHbIe 3aBEJCHHS OKOHYMIM, HOMEpa
autuioMoB). CHienManbHOCTh M KBATH(DHUKAIISL
0 TUTIOMY

3. KakumMu HHOCTpaHHBIMH SI3bIKAMH U SI3bIKAMH
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
KakoW  cremeHW  (UMTaeTe U MOXKETe
O0OBSCHSTHCS, BIaJIEETe CBOOOIHO)

4. Bemonasiemast paboTa ¢ Hadana TPYAOBOH JIEATENLHOCTH (BKIIIOYAs BOCHHYIO CITY>KOY U padoTy

110 COBMeCTI/ITeHBCTBY)

Mecsu u ron JIOJDKHOCTB C yKa3aHHUEM Y4pEKICHUS,

MOCTYIIJICHUA yxoga opraHu3anuvu, NpCANpUATH, 4 TAKKEC

MUHHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHIE
YUpEKICHUS,
OpraHu3aIuy,
NpEANPUITUS

5. Bamm Onm3kue poJICTBEHHUKH (3K€Ha, MYX, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damMuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomaniauii agpec u HoMep TeaedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMep, cepust, KEM U KOI'J1a BbIJIaH)

8. JlonmomHUTENbHEIE CBE/IEHUS, KOTOPhIE BhI jkemaere cooOmuTh o cede

10. Ha xakoi1 ypoBeH»b 3apruiaTsl Bel paccunteiBaere?

« » 202  ronma

(ZlO.]'DKHOCTB OTBETCTBEHHOI'O 3a KaI[pOBLIﬁ y'-IeT)

(moanuck)

(pacrmpoBKa MOIIUCH)




Ipunoxenne Ne8
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMCT-3ABEPUTEJIb

naea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(tmpamu U IPOIHCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEpHBIE HOMEpa JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH onucu JINCTOB
OcobeHHocTr (PU3NIECKOTO COCTOSTHHS U Howmepa nucros
dbopMHUpOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacumpoBKa MOAMKCH)

« » 202  ronma
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