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1. O6mue moJioxkeHus!

1.1. Hacrosimee Ilonoxenne o TNOpsiaKe BeJEHUS IHYHBIX Jeil PabGOTHHKOB Opranusalum,
OCYMICCTBISIFOIEH  00pa3soBaTeNbHYIO — JEATENBHOCTh, pa3paboTaHO B  COOTBETCTBHH
®eepanbabiM 3akoHoM Ne 273-03 ot 29.12.2012 «O6 ob6paszosanuu B Poccuiickoi Depneparamy
¢ m3MmeHeHusimu oT 8 amrycra 2024 roga, ®enepanbHbM 3aKoHOM OT 27.07.2006 Ne 152 «O
IIEPCOHATBHBIX JaHHBIX» C HM3MEHEHHsIMU OT 6 (eBpans 2023 romga, Vkazom I[lpesmmenra ot
30.05.2005 Ne 609 «O6 yrBepxaeHuu [1010KeHUs O HEPCOHATBHBIX JTAHHBIX rocyJapCcTBEHHOTO
cyxamero Poccniickoit Destepannu ¥ BeJIGHHH €ro JIU4HOTO Jela» ee, TpymosiM Komekcom
Poccumiickoit ®enepannu, KolmeKTHBHBIM 10r0BOPOM, Y CTaABOM OPraHM3aIH, OCYIIECTBIISIOMEH
00pazoBaTENbHYIO JICSTEILHOCTD.

1.2. Jlannoe IlonoxeHue ompeenser NOPANOK BEHCHHUS JIMYHBIX J€JI IEeJaroroB M HHBIX
COTPY/IHMKOB W PAOOTHHUKOB LIKOJIBI, OLPENENseT HOPSIOK (hOPMUPOBAHMS, yUeTa M XPAaHEHHS,
BBIJIAYH JIMYHBIX JIE]1 BO BpEMEHHOE I10JIb30BAHMUE, @ TAKXKE OTBETCTBEHHOCTh, [IPaBa pabOTHHKOB U
JHMPEKTOpa 00pa30BaTEILHON OPraHU3aALUH.

1.3. Hacrosamee Ilonoxenue yTBepkaaeTcs NPUKA3oM 110 MIKOJIC U SIBISICTCS OOA3aTeNbHBIM LIS
BCEX KAaTCTOPUH II€IarorHuecKux U JPyruX COTPYAHHKOB IIKOJIBI.

1.4. Benenne NMYHBIX JIET HEIArOrOB W COTPYAHHMKOB IIKOJIBI BO3JIAracTcsl Ha CHELUANUCTA 110
KajjpaM OpraHu3aliii, OCYIIECTBIIONIEH 00pa30BaTEILHYIO AEIATEILHOCTS.

1.5. JInunoe €10 — OCHOBHOM JTOKYMEHT MEPCOHAIBHOTO YUeTa, COepKAIMi HanboIee OTHbIE
CBEJIeHUsl 0 pabOTHHKE 00pa30BaTeIbHON OPraHU3alMy M €ro TPY/I0BOH AESITEIpHOCTH. B IHuHOe
J€JI0 BHOCSTCS CBEICHUSI, CBSI3aHHBIE C IIOCTYIUICHUEM Ha paboTy H YBOJIbLHEHUEM.

1.6. CBenenus, conepixkainyiecs B TMYHOM Jiefie, OTHOCATCS K KOH(HMASHIHAIBHON HH(OpMAIHH,
HUMEIOT OTPAaHUYEHHBIH JIOCTYII U Pa3rJIallleHUIo He MOJIeKAT.

1.7. Jlmunoe neso BezieTes B TEUCHHE BCero Iepuoa paboTel paboTHHKA.

1.8. BeneHne HECKONBKHX JIMYHBIX JIEN OZHOTO PabOTHHKA OOPA3OBATEIBHOH OPrAHH3AIMH HE
JIOITyCKAEeTCsI.

2. llopsinok popMupOBAHHS JIMYHBIX /1€]I COTPYIHUKOB
2.1. ®@opmupoBaHHE JHYHOIO Jeid [EJaroroB M COTPYIHHKOB o0uieo0pa3oBareIbHOM
OpraHM3allid  NPOM3BOAUTCS HENOCPEACTBEHHO MOCIE MpHeMa B  00IIe00pa3oBaTeIbHyI0
OpraHu3alMIO  HJIM  HEpeBOJa IeJaroroB M COTPYJIHUKOB W3 JPYrod  o06pa3oBaTesbHOI
OpraHu3aIuy.
2.2. B cOOTBETCTBHHU ¢ HOPMATHBHBIMH JOKYMEHTAMH B JIHUHBIE J€JIa TearoroB COTPYJIHUKOB
OpPraHW3alliu, OCYMIECTBISIOMEH 00pa3oBaTelbHyIO JIEATEILHOCTh, BKIAIBIBAIOTCS CIEIYIOIHE
JIOKYMEHTBI:
s neoacoeos:

*  3asdBJICHHE O IIpHEME Ha paboTy;



3asBJICHHME O COTJIACHH Ha 00pabOTKy MEPCOHATIBHBIX JaHHBIX I€Jarora;

CIpaBKa O HAJTWYUH (OTCYTCTBHH) CYIMMOCTH M (WiIH) (DaKTa yrojJOoBHOTO MPECICIOBAHHS,
BBIJIAHHOTO COOTBETCTBYIOLIMM OPTaHOM IMPABOIOPSIIKA;

aBroounorpadus;

KOIIUS IAaCIOPTa UM UHOTO TI0KYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTD;

KOIIMSI CTPAXxOBOT'O CBUJIETEIbCTBA IEHCHOHHOT'O CTPAaXOBaHUS;

KOIHS UICHTU(UKAITMOHHOTO HOMEpa HAJIOTOIJIATEIbIIUKA;

KON TOKYMEHTa BOMHCKOT'O y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIHS CBUJIETEIHCTBA O 3aKII0YCHNHU Opaka (Ipyu HAJIMYHN);

KOIIMSI CBUJETEIbCTBA O POXKICHHUHM JieTel (IIPH HAIUYKH);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMM JJOKYMEHTOB O KBaIM(PUKALMU WU HAJIUYUE CIEIUATIbHBIX 3HaHUH (IIPU HAINYMHN);
KOIIMHU aTTECTAlMOHHBIX JIUCTOB (IpU HAINYHH);

KOIIMM JJOKYMEHTOB O Harpa)eHuH (IIpy HAJIMYUK);

XapaKTepUCTHKH, PEKOMEH IaTeIIbHbIE MHChMa (ITPU HATMYHN);

IIpUKa3 O pueMe Ha padory;

IIPUKa3 O NEPEBOJIE HA UHYIO JOJKHOCTD (IIPH HATMYHH);

JIOJDKHOCTHAsT MHCTPYKLUS (AOJDKHOCTHBIE MHCTPYKIIMHM C MOMEHTa Ha3HAuYEHUs Ha BCe
JTOJIKHOCTH);

TPYAOBOM JOroBOp (C TMOCIEAYIOUIMM BKJIIOUEHHEM JONOJHUTEIbHBIX COIJIALICHUH K
TPYJIOBOMY JIOTOBODY);

TPYAOBYIO KHUKKY;

MEIUIUHCKYIO0 KHUXKKY.

s pabomuuxos:.

3asiBJIEHUE O IIpUEME Ha paldoTy;

3asBJICHHUE O COTJIACUM Ha 00pabOTKy MepCOHAIBHBIX JaHHbIX II€/1arora;

CTpaBKa O HATWYHH (OTCYTCTBUHU) CYAUMOCTH M (MJIH) (aKTa yroJIOBHOTO TPECIICAOBAHMS,
BBIJIAaHHOT'O COOTBETCTBYIOLIUM OPIaHOM IIPABOIOPSIIKA;

aBToOMorpadus;

KOIUS NacTOpTa UM UHOTO JTOKYMEHTA, YIOCTOBEPSIOLIETO JINYHOCTB;

KOIIUSI CTPAaXxOBOI'0 CBUETENHCTBA IEHCUOHHOTO CTPaXOBaHUS;

KOIMS UICHTU(UKAIMOHHOTO HOMEpPa HaJIOTOIIaTeNbIINKa,;

KOIUS JOKYMEHTa BOMHCKOTO yuyeTa (1Isi BOEHHOOOs3aHHBIX);

KOIMSI CBUJIETENbCTBA O 3aKIII0YEHUH Opaka (Ipy HAJIHYUK);

KOIUSI CBUJETENBCTBA O POXKACHUN AeTel (IIpU HAIUYHH);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIUU JIOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUYUN);

XapaKTepUCTUKH, PEKOMEHIaTeIbHbIE MUChMa (IIPU HAJTMYUN);

MIpHUKa3 O IpuemMe Ha padoTy;

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

JOJDKHOCTHAs! MHCTPYKLHUS (JIOJKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HAu€HUs Ha BCe
JOJDKHOCTH ),

TPYAOBOH JOroBop (C MOCHENYIOIIMM BKJIIOYEHHEM JIOTOJHUTEIbHBIX COTJIAIEHUN K
TPYJIOBOMY JIOTOBODY);

TPYAOBYIO KHIKKY;

MEAUIMHCKYIO KHIKKY.

Pabomooamenv ogpopmnsem:

TPYZIOBOM JOTOBOP B JBYX IK3EMILIAPAX;

MpuKa3 o nmpueMe Ha paboTy (0 MepeMeIeHUH Ha IPyTue JOKHOCTH);
TUYHYI0 KapTouky Ne T-2;

JOJDKHOCTHYIO HHCTPYKIIHIO B IBYX JK3EMILIsIpax.

Pabomooamenw suaxomum:



* ¢ HOPMAaTUBHO-TIPABOBBIMM JTOKyMEHTaMU LIKOJIbI (YcTaBoM, KOMIEKTUBHBIM 10TOBOPOM,
[IpaBunamu Tpy10BOTrO pactopsiiKa U Jp. JOKaJIbHBIMU aKTaMH);

*  C IOJDKHOCTHOM MHCTPYKLIMEH;

* IPOBOJUT BBOJHBIA MHCTPYKTaXX, WHCTPYKTaX II0 OXpaHE TpyAa, MHCTPYKTAX IO
MIPOTHBOIOXKAPHOM OE30MAaCHOCTH.

2.4. IlepsuuHoe oopMIIEHHE JIUYHOTO JeJ1a IPeyCMaTpUBaeT:

* I[IPUCBOCHUE JIMYHOMY JI€Jly HOMEpPA COIVIACHO >KYpHATy y4eTa JIMYHBIX A€ (IIPUIOKEHUE
Ne 1);

* MpOCTaBICHUE Ha OOJIOKKE JMYHOTO Jiena (mpuinoxeHue Ne 2) clieqyroIux PEeKBH3UTOB:
MHJAEKC Jena (B COOTBETCTBUM C HOMEHKJIATYpoH jen  obueoOpazoBaTeabHON
OpraHu3aliy;, MOJHOE HaWMEHOBaHHE 00I1e00pa30BaTEIbHON OpraHu3ali;, HOMEp
JMYHOTO Aena; GaMuinsg UMsl OTYECTBO paOOTHMKA B MMEHUTEIBHOM MaJIeXe; 1aThl — I'OJ
Hayaja ¥ roJl OKOHYaHUs BEACHUS JI€)1a; KOJIMYECTBO JIUCTOB; CPOK XPaHEHHUS;

* IIOMEIIEHUE JIOKYMEHTOB, MOMJIEXAIIUX XPAaHEHUI0 B COCTaBE€ JIMYHBIX Jel, B
XPOHOJIOTUYECKOM HOPSIKE:

BHYTPEHHSS ONUCH JTOKYMEHTOB jiefia (mpuioxenue Ne 3);

JIMYHBIN JINCTOK MO y4YeTy KaapoB (mpuioxxeHus Ne 6);

3asBJICHHUE O IIpUEME Ha paboTy;

IIPHUKa3 O IpuemMe Ha padoTy;

TPYAOBOM JOrOBOD;

JOTOBOp O TIOJIHOW MAaTepHalbHOW OTBETCTBEHHOCTH (ecnu paboOTHHK —
MaTepHalbHO OTBETCTBEHHOE JIUIIO);

XapaKTepUCTUKU U PEKOMEHIAaTEIbHbIE TUChMA;

corylacie Ha 00paboTKy NepCOHAIbHbBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEILIEHHBIX B JIMYHOE JIEJI0, TOAJIekKAT HyMEepaLuu.

2.6. C nenbro obecrieueHust HaJUIeKale COXPaHHOCTH JIMYHOTO Jiejla MeIaroroB U COTpyIHUKOB
001meo0pa3oBaTeIbHOM OpraHU3al ¥ ya00CTBAa B OOpAalleHWH ¢ HUM Tpu (POpMHUPOBAHUH
JOKYMEHThl NOMEIIAOTCA B OTHENbHYIO mHanky. Ilpum yBombHeHMHM pabOTHHMKA HPOIIHMBAIOTCS
HUTKaMU U CIal0TCS B apXUB.

2.7. BHYTpeHHSs ONMCh JOKYMEHTOB, UMEIOIIMXCS B JIJMYHOM JEJIe, TOJDKHA CONEP)KATh CBEICHHUS
O TMOPSAJKOBBIX HOMEpax, HAaMMEHOBAHMUSIX JOKYMEHTOB Jiela, KOJMYECTBE JIMCTOB, JaTax
BKJIFOUEHUS JOKYMEHTOB B JINYHOE AEJIO U U3BATUS U3 JI€NIa, a TAK)XKE KEM HU3BIT JOKYMEHT U IO
KaKko! IpUYNHE.

2.8. BHyTpeHHss ONUCh COCTaBIsIeTCS Ha OTICIBHOM JIMUCTE MO YCTAaHOBIEHHOH (opme. JIMCThI
BHYTPEHHEH OIKUCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpu noAroToBKe JIMYHBIX A€ K NEpelade Ha XpaHEHHE K BHYTPEHHEW OIMCH COCTaBIISETCS
UTOrOBasl 3allKCh, B KOTOPOIl yKa3bIBaeTca M(PpaMy U MPOMUCHIO KOJIMYECTBO BKIIOUEHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIENa.
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3. Tlopsinoxk BeaeHusi JIMYHBIX JeJ TMeJaroroB W COTPYAHHKOB OpraHu3aluu,
OCYILIECTBJISIONIEH 00pa30BaTEIbHYIO /IeSITeILHOCTH
3.1. JludHoe neno MmeaaroroB M COTPYIHUKOB 0OIIe00pa3oBaTeIbHOM OpraHHU3aIlMH BEIETCS B
TEUEHHWE BCETrO Tepuoja padoThl KaXJAOro Tejarora M COTpPyIHHKA B 001Ie00pa3oBaTeIbHOM
OpraHH3aIlHH.
3.2. JlanpHelmee BeACHUE JTUYHOTO Jiejla IENaroroB M COTPYIHUKOB O00IIe00pa3oBaTEIbHOM
OpraHM3alfy TMpelycMaTpUBAET MOMEIIEHHUE B JEN0 JOKYMEHTOB, 0Opasyloluxcs B Ipoliecce
paboueil IesSTeNbHOCTH U UMEIOLINX 3HAYEHHE JIJIsl TPYIOBBIX OTHOILIEHUH:

*  JIOTIOJHEHHE K TUYHOMY JIMCTKY IO YUETY KaJpOB;

*  JIONOJIHUTEIBHBIE COMIANIEHNA K TPYIOBOMY JOTOBOPY;

* KOINWU TPUKA30B MO JHUYHOMY COCTaBYy, KOTOPBIE KACArOTCS IMEJaroroB M COTPYIHHUKOB

o011eo0pa3oBaTenbHONU OpraHU3ally;



* OT3BIBBl JIOJDKHOCTHBIX JIMI] O TeNarore © COTPYAHUKE O00meoOpa3oBaTeIbHOM
OpraHH3aLIH;

*  KOIIMH JJOKYMEHTOB O MOBBIIICHUN KBAIU(HKALINY;

*  KOIIMM CepTH(PUKATOB, IPAMOT;

* JIMCT — 3aBEPUTEIIb Jiefia (COCTABIIAIOT IIPHU C/ladye JIMYHOTO JIeTia B apXUB);

*  HHBIC JOKYMCHTHI.
3.3. B memsax oOecriedeHHss KOHTPOJS 3a COXPAHHOCTBIO W AKTYaJIbHOCTBHIO JIMYHBIX JEN B
001eo0pa3oBaTeIbHON OpraHU3aluy eXeroJHo (He mo3zaHee | kBapTana roja, cieayroIIero 3a
OTYETHBIM) TIPOU3BOJIUTCS MIPOBEPKA UX HATHYHS U COCTOSHUSL.
3.4. ExXeroJHyro NMpOBEPKY COCTOSHMS JMYHBIX /e Ha NMPEIMET COXPAaHHOCTH BKIIOYECHHBIX B
HEro JOKYMEHTOB IPOBOJUT CIELMAIBHO CO3JaHHas KoMuccuss. O TpOBENEHHBIX NPOBEpPKax
JeTaeTcsk OTMETKA B JIUCTE O Pe3yNbTaTax €XEroJAHOW MPOBEPKU COCTOSHUS W HAJIMYUS JIMYHOTO
nena (mpunoxenne Ne 5) u coctaBisieTcs akT. Pe3yiabTaThl IPOBEPKH JTUYHBIX JIe]T B 0053aTEIbHOM
HOPSIZIKE TOBOASATCS IO IUPEKTOpa 00I1e00pa3oBaTeIbHON OpraHu3alyy.

4. Tlopsaok y4éra M XpaHeHHs JHYHBIX JieJl MeJaroroB M COTPYAHHKOB OpPraHU3alMu,
ocyulecTBJsIOIIEH 00pa30BaTeIbHYIO 1eATeJIbHOCTD.

4.1. XpaHeHUE U y4eT JUYHBIX JIeJ TEIaroroB U COTPYIHUKOB OPraHU3aIluH, OCYIICCTBIISFOIICH
00pa3oBaTEeNbHYIO JIEATEIHBHOCTh, OPTAHU3YIOTCS C IENIbI0 OBICTPOro U 0e30IMO0YHOTO TOUCKa
JUYHBIX 77, OOCCIICYCHHUS WX COXPAHHOCTH, a TaKXke O0ecredeHus KOH(MUICHIIMAILHOCTH
CBCI[@HI/Iﬁ, CoACpIKAIMXCA B JOKYMCHTAaX JIMYHBIX JCJI, OT HCCAHKIIUOHUPOBAHHOI'O JOCTYIIA.

4.2. JlnuHble ena COTPYAHUKOB XpaHATCs B celie 0011e00pa3oBaTeIbHOM OPraHUu3aIiH.

4.3. TpynoBbIe U MEIUIIMHCKHUE KHIDKKH XPAHATCS OTJICIBHO B Ceiide.

4.4. JlocTyn K JUYHBIM JieJlaM TIeIaroroB M COTPYAHHUKOB 0O0IIe00pa3oBaTebHON OpraHu3aluu
UMEIOT TOJBKO CEKpEeTaphb, CIEMUAIUCT TI0 KaapaM, JUpeKTop 001eo0pa3oBaTenbHOM
opraHuzanu JiM0O 3aMECTHTEIH JHUPEKTOpa IPU HUCIOJIHEHUU OO0S3aHHOCTEH JIUPEKTOpa
001eo0pa3oBaTeIbHON OPTaHU3AIHH.

4.5. Cucremarm3anus JMYHBIX JIeJ [€JaroroB H COTPYJHHKOB 00IIe00pa3oBaTeIbHON
opranu3anv MMpoOrU3BOJUTCA B aﬂ(i)aBI/ITHOM opAdKeE.

4.6. JIuyHble nena MeaaroroB U COTPYAHHMKOB OO0IIE0Opa3oBaTENbHON OpraHHU3aIllUd, UMEIOIINX
roCcyaapCTBCHHBIC 3BaHHA, IPEMUHN, HArpaabl, YUCHBIC CTCIICHU U 3BAHH, XPAHATCA IMOCTOAHHO, a
OCTaJIbHBIX COTPYAHHKOB — 75 JeT ¢ roja yBOJbHEeHHs paboTHUKA (B cooTBeTCTBUH C [lepeunem
TUIOBBIX YIIPABIEHYECKUX IOKYMEHTOB).

5. Ilops10K BhIIa4YM JIUYHBIX /IeJ1 BO BpeMEHHOe M0JIb30BaHue

5.1. Bblgaua nauuHBIX Jen (OTIENBHBIX JIOKYMEHTOB B COCTaBe JIMYHOIO Jeja) BO BPEMEHHOE
M0JIb30BAaHHUE TPOU3BOJUTCS C Pa3pelIeHus] JUPEKTopa 001eo0pa3oBaTeIbHON OpPraHU3alUK MO
3asBJICHUIO COTPYIHHMKA OpraHU3allii, OCYIIECTBISIOMEH 00pa30BaTeIbHYIO 1EATEIbHOCTb.

5.2. Pabora (0o3HakOMJIEHME) C JIMYHBIMU J€JJaMH  [EJaroroB 1  COTPYIHUKOB
00111e00pa3oBaTeNIbHOM OpraHU3aluy MPOU3BOJIUTCA B MPUEMHON qupekTopa. B koHue pabodero
AHA CCKPETaph WK CICHUAIMCT 110 KaJapaM 00s3aHa Y6CJII/ITI>C$[ B TOM, 4YTO BCE€ JIMYHBIC ACJia,
BbIIaHHBIE BO BPEMEHHOE II0JIb30BAaHHE, BO3BpAlllEHbl HA MECTO XpaHEHHS M €CTh JIH
HeO6XOHI/IMOCTB JJI IIPUHATHUSA MEP K UX BO3BPAIICHHUIO UJIU PO3BICKY.

5.3. @akT BbIIa4YM JIUYHOTO Jiea (PUKCUPYETCS B KOHTPOJIBHOM >KypHAJIe.

5.4. V3psATHE OTAETBHBIX JOKYMEHTOB M3 JIMYHOTO JIeJia TIPOU3BOAMUTCS C Pa3pelIeHHs TUPEKTOpa
o01eo0pa3oBaTeNibHOM OpraHu3anuu ¢ oQGOpMIEHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«[Ipumeuanue» BHyTpeHHel onucH. [Ipu BpeMEHHOM H3BATHH JTIOKYMEHTa Ha €ro MecTO (MEXIYy
JUCTaMU COCETHHX JOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-3aMECTUTENb C yKa3aHHEM JaThl U
IIPHUYUH U3BATHUA C IIOANMCHIO JIMIIA, BBIJABIICTO JOKYMCHT, U IIOANUCHIO JIMIA, IMTOJYYHUBHIETO €T0
BO BPEMEHHOE I0JIb30BaHHE.

6. OdopmiieHHe JIMYHBIX JeJI Nepe] caavel B apXuB



6.1. Odopmiienue JTUYHBIX AET AJs Mepelaud B apXUB MPOU3BOIUTCS CHEIHATUCTOM I10 KajJpam
0011e00pa3oBaTeIbHON OpraHu3aIii. JTa Mpolieypa BKIIOYAeT:

* IOALIMBKY (TIEpeIuIeT) ena;

* YTOYHEHHE HyMepalluu JIUCTOB JieNa;

*  COCTaBJIEHUE JIMCTa-3aBepuTels (mpuioxenue Ne 8);

* cocTaBlieHUE (YTOUYHEHHUE) BHYTPEHHEH OIUCH;

* BHECCHHE YTOYHEHUH B PEKBU3HTHI JIHIIEBOI OOJIOKKH Jiena.

6.2. Jlucr-3aBepuTenb Jella JOJDKEH TMOAMNKHCATH €ro COCTaBUTENb, MPU 3TOM JIEaeTcs
pacmudpoBKa IODKHOCTH W TOMIKMCH, NPOCTaBIsSeTcs nara. B mporecce HCIOIB30BaHUS
apXUBHBIX JOKYMEHTOB B JIUCTE-3aBEpUTENIE JIENA0TCsl COOTBETCTBYIONME OoTMeTKU. Ecnu peno
MOJIIATO O€3 JHCTa-3aBEpUTENs], TO €ro CIEAYeT HAKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMUHBIX JIEJT PEKOMEH/TyeTCsI:

* 00beqUHATh UHIUBUIYyaJbHbIC JIMYHBIC JieJa YBOJEHHBIX COTPYAHHUKOB B OJIHY OOJIOXKKY
(oOBeMHEHHOE JEJI0) ¢ TAaKMM pPacueToM, 4TOObI 00beM Jena (Toma) He mpeBbimman 250
JTUCTOB (IIyTE€M CIIMBKU MAaTEPUAIOB UHAMBUAYAIIBHBIX JIEJI MO T0JIaM YBOJIbHEHHS);

* pacmonaratb Matepuaibl WHIMBUAYAIbHBIX JAEN B Mpeiaeiax jaena (Toma) B ajndaBUTHOM
nopsnake (modamMuinbHO), OTAENAS MaTepHalibl, OTHOCAIINECS K Pa3HbIM HHAWBHIYaTbHBIM
JcjiaM, 4YUCTBIM JIMCTOM 6YMaFI/I C YKa3aHMEM Ha HEM q)aMI/IJ'II/II/I, HUMCHH HN OTYECTBaA
COOTBETCTBYIOILIETO YBOJIEHHOTO Tiefarora M COTpPYAHHMKA oOIIeo0pa3oBaTenbHON
OpraHu3aIuy,

* CcHa0XaThb KaxJ0e OO0bEeIWHEHHOE J1eJ0 (TOM) BHYTPEHHEH OIUCBIO C IMEepPEUUCICHHEM
dbamunuii, UIMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUIl, B TpeAesax KOTOPBIX
PacmoJI0KEHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. [lepenada TMUHBIX A€ B apXUB OCYIIECTBIIICTCS HE TO3HEE TPEX JIET IMOCIIe 3aBEPIICHUS X
B JICTIOTMIPOU3BOJICTBE B COOTBETCTBUH ¢ TpadukoM. [IpeaBapurenbHO cekpeTrapeM, CIeUuaIncTOM
M0 KaJpaM IIPOBEPACTCA IIOJHOTA W IMPAaBHUJIBHOCTH IIOATOTOBKHM JIMYHBIX JOCJI K IIEpeaayc.
BrisiBneHHBIC TIPU TIPOBEPKE HENOCTATKH YCTPAHSAIOTCS CEKpeTapeM, CHEIHAIMCTOM IO KajapaM.
Hepe,uaqa " IPHUEM ITPOU3BOAATCS IO OIMUCH C HpOCTaHOBKOI\/JI OTMETOK O HAJIMYNU JIUYHBIX OCII.
6.5. JInunble nena nefaroroB U COTPYIHUKOB 0011e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbIE
nenonpousBoacTBoM jo 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 roma — 50
net. JInuHble Aena IMpeKTopa, TIaBHOro Oyxranrepa o0uieoopa3oBaTenbHON OpraHu3alMi UMEIOT
ITIOCTOSIHHBIA CPOK XPaHEHHS.

7. OTBETCTBEHHOCThH
7.1. Tlemaroru W COTPYAHUKH OOIIE00pa30BATENHLHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MIPEJICTaBIATh CEKPETAPIO WU CICIIHATUCTY 0 KaJpaM CBeJIeHUsI 00 N3MEHEHHUH B IIEPCOHATBLHBIX
JMaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOI'O J€ea.
7.2. PaboTomaTens 00eCIeYnBaET:
* COXpPaHHOCTh JIMYHBIX JIe TMeJaroroB M COTPYIOHUKOB  00IIeoOpa3oBaTebHON
OpraHH3allVH;
* KOH(UIEHIMAIBHOCTh CBEACHUI, COAEPKAIIMXCS B JUYHBIX JeJaX T[eJaroroB M
COTPYIHUKOB.

8. [IpaBa pa6oTroaaresisi U padOTHUKA
8.1. Jlns obecnieueHHs 3alllUThl MEPCOHANBHBIX JAaHHBIX, KOTOPhIE XPAHATCS B JHMYHBIX Jeiax
MEearoroB U COTPYJHHUKOB O00IIe00pa3oBaTebHOW OpraHW3aldd, NEeNarorn W COTPYIHHUKH
00111e00pa30BaTENIbHOM OpraHnu3alui UMEIOT MPaBO:
* TIOJYYUTHh TOJHYIO HH(POPMAIMIO O CBOMX TNEPCOHAIBHBIX JIaHHBIX M O00pabOTKE ATHX
JTAaHHBIX;
*  TIOJYYHUTH CBOOOJHBIN JOCTYI K CBOMM MEPCOHATHHBIM JIAHHBIM;



*  MOJYYHUTH KOMUU JJOKYMEHTOB, XPAHSIIUECS B IUYHOM JIeNIe U COJIepIKalIlie TePCOHATBHBIC
JIaHHBIE.

* TpeOOBaTh UCKIIOUYCHUS WM UCIIPABJICHUS HEBEPHBIX M HETIOJHBIX MEPCOHAIBHBIX JTAHHBIX.

8.2. PabGoToaTenp UMEET MpaBo:

* 00pabarpIBaTh MEPCOHANBHBIC JAHHBIC TIEJaroroB U COTPYIHUKOB 001IeoOpa3zoBaTeIbHON
OpraHM3allfK, B TOM YHCIIC U Ha 3JICKTPOHHBIX HOCHUTEIISX;

* 3ampOCHTh OT TENaroroB W COTPYIHUKOB 00meo0pa3oBaTebHON OpraHu3aluyd BCO
HEO0OXOIUMYI0 HMH(OPMALMIO JUIS BEACHHS JIMYHBIX JIe]I W OOpaOOTKH NEpCOHATBHBIX
TaHHBIX.

9. 3ak/I04nTeNIbHbIE MOJIOKEHHS

9.1. Hacrosee [losnoxxeHue o nopsjike BeAEHUS JUYHBIX J1€]1 PAOOTHUKOB SIBJISAETCS JIOKAJIbHBIM
HOpPMATHUBHBIM aKTOM, NPHUHUMAaeTca Ha llemarornyeckoM coBeTe IIKOJIBI M yTBEpxKaaeTcs (JIubo
BBOJIUTCS B JICHCTBHE) MPUKA30M JIMPEKTOPA OpraHU3allK, OCYILECTBIIAIONIEH 00pa30BaTENbHYIO
NESITENIbHOCTD.

9.2. Bce u3MeHeHUs U JOIOJIHEHMs, BHOCHMble B Hacrtosiuee [lomokeHue, opopmisitorcs B
IIUCBMEHHOW (opMe B COOTBETCTBUM JICHCTBYIOIIMM 3aKOHOJAATEIbCTBOM Poccuiickoi
®enepanuu.

9.3. Ilonoxenue o MOpsiAKE BEAEHHUS JMYHBIX el paOOTHUKOB O0Opa30BaTEIbHONW OpraHU3aluu
IPUHUMAETCs Ha HeOoNpeaeieHHblH cpok. HM3menenus u pononHeHuss kK Ilomoxenuro
MPUHUMAIOTCS B IOpsiike, peaycMoTpenHoM 11.9.1. Hacrosimero [lomoxxeHust.

9.4. Tlocne npunstus IlonoxkeHus (MIM HM3MEHEHUM U JONOJIHEHWH OTHENbHBIX IYHKTOB HU
pa3zesioB) B HOBOM peaKLuy IpeablIylas peJakliis aBTOMaTUYECKU yTPauuBaeT CUILY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEICHUS

JIMYHBIX OCJT pa6OTHI/IKOB

Ne Hata ®Qamumus, | Tabems- | JomxrocTs | CTpyKTyp- Hara u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMeEp HHE
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a IpUKa3a
Jena nejarora u crenuanb- JIeHUe (pacnops- (pacmops-
COTpYIHHKA HOCTB) JKCHHS) O JKEHHS) O
nejarora u mpueme IpeKpaiie-
COTpYAHHKA nejarora u HUH
COTpyAHHKa | (pacTopike-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
NIearoroM U
COTPYAHUKOM
(yBonbHe-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

O0J107KKa JIMYHOTO Jeia

[Ipunoxxenne Ne2
K TIOJIOKEHHUIO O MOPSI/IKE BEICHUS
JIMYHBIX JIe]1 pabOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTa Hayada

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
Donx Ne
Onuchk Ne

Jemo Ne

(3aroyioBOK Jiena)



[Tpunosxxenne Ne3

K ITOJIOKCHHUIO O TOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB Jiesia No

JIMYHBIX OCJT pa6OTHI/IKOB

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

(umpamMu ¥ IPOIHCHIO)

KonnyecTBo IMCTOB BHYTPEHHEN ONMCHU

(uudpamu 1 MPOIHCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuce)

« » 202 roma




©.1.0.

[Ipunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEICHUS
JIMYHBIX JIe]1 pabOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakomIIeHUS Tiearora
Y COTPYAHHUKA C TUIHBIM
JIETIOM

Iloanuce nienarora u
COTpYIHUKA

OTMeTKH, TpUMEeYaHus,
3aMeYaHUs




ITpunoxxenne No5

K ITOJIOKCHHUIO O TOPAAKE BEACHUA

JIMYHBIX OCJT 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 TOPAAKE BEACHUA
JIMYHBIX OCJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT14ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTto poXxacHUS

5. I'paxnancTBO

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

6. O6pazoBanue

HasBanue
yueOHOro
3aBEJICHHS U €TO
MECTOHaXO0KJCHHE

DaKynbTeT
W
OTZIEeNICHUE

Ton
MOCTYIUICHUS

Ton
OKOHYaHUS
WU yXo0/1a

Ecim ne
OKOHYHIJI, TO
C KaKkoro
Kypca yuien

Kakyro

CIICHHUAJIBHOCTD

TIOJTYYHJI B
pe3yibTare
OKOHYaHUS

y4eOHOTo
3aBEJICHHUS,
ykazatb Ne

JUIIIOMA WITH

YAOCTOBCPCHUSA

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U MePEeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHATHCS, BIIAJICETE CBOOOTHO)




10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM [EATENBbHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPEHHUX CITeIMATBHBIX YYEOHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIHCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS,

HOCTYIUICHUS yxoja OpraHu3alUK, IPEANPUATHS, @ TAKKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHE
YUpEKICHUS,
OpraHu3aluy,
PEATPUITHS

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

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

13. Kakue numeere npaBUTEIbCTBEHHbBIC HArpaibl

Korz[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTAM M BOMHCKOE 3BaHME

Cocras Pon Botick

(KOMaHJHBIN, MOJTUTHYECKUH, aIMUHUCTPATHBHBIN, TEXHUYECKUH H T. I1.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTUYHOTO JTUCTKA

(4IIeHBI CEeMBH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

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

JMCTOK 1O y4eTy KaJIpoB.

« » 202  rona




AHKETA

[Tpunoxxenne No7

K ITOJIOKCHHUIO O TOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxaeHus

1. I'paxkmaHCcTBO (€CIM M3MEHSUIH, TO YKaXHUTE,
KOTJIa ¥ 10 KaKO¥ MpUYuHe)

2. OOpa3zoBaHme, ydyeHas CTENEHb (Korma u
Kakue ydeOHbIC 3aBEJCHHsSI OKOHYWIIM, HOMEpa
autuioMoB). CHeUaibHOCTh M KBATH(DHUKAIISL
10 JIUIIIIOMY

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

4. BeimonHsiemMast padoTta ¢ Hadalia TPYJIOBOU JISATEIBHOCTH (BKIIIOYAsl BOCHHYIO CIIY)O0y U paboTy

110 COBMeCTI/ITeHBCTBY)

Mecsu u ron JIOJDKHOCTB C yKa3aHHUEM Y4pEKICHUS,

MOCTYIIJICHHU A yxona OpraHusanuu, IpeAIrpuAaATHA, a TAKKC

MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHIE
YUpeXKICHUS,
OpraHu3aIu,
MPEATPHUATHS

5. Bamm Onmn3kue poJICTBEHHUKHU (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damMuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomanauii agpec u HoMep TeaeoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSOIINI

(HOMeD, cepusl, KeM M KOT/ia BBIIaH)

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

10. Ha xaxoi1 ypoBeHs 3apruaTel Bel paccuntsiBaere?

« » 202  ronma

(IOMMKHOCTB OTBETCTBEHHOT'O 32 KaJIPOBBIN y4eT)

(moamucs)

(pacmupoBKa MOIINCH)




[Mpunoxxenne Ne8
K TIOJIOKEHHUIO O MOPSI/IKE BEICHUS
JIMYHBIX JIe]1 pabOTHUKOB

JIMCT-3ABEPUTEJIb

nea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(tmpamu U IPOIHCHIO)
c Ne o Ne , B TOM YHCJIE:
JUTEpHBIE HOMEpa JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH onucu JINCTOB
OcobeHHocTr (PU3NIECKOTO COCTOSTHHS U Howmepa nmcros
dbopMHUpOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacuidpoBKa MOIIHUCH)

« » 202  ronma




