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1. O6mme MOJIOKEHUS

1.1. Hacrosmiee IlonoxkeHue O MOPAAKE BeICHHMs JIMYHBIX JIEN DPabOTHUKOB OpraHM3aLlMM,
OCYILECTBISIIONIEH  00pa3oBaTe/IbHYI0  ICATEIBHOCTD, paspaboTaHO B COOTBETCTBHH  C
denepanbbiM 3aKoHOM Ne 273-@3 ot 29.12.2012 «O6 obpaszosanuu B Poccuiickoit denepannuy»
¢ u3MmeHenusiMu oT 8 aprycra 2024 roma, ®DenepalbHBIM 3aKOHOM OT 27.07.2006 Ne 152 «O
IIEPCOHANBHBIX JAHHBIX» C M3MECHEHMAMU OT 6 despans 2023 roma, Ykasom lIpesunenrta ot
30.05.2005 Ne 609 «O6 yrBepxkieHun [lomokenus o MepcOHANPHBIX NAHHBIX FOCYAapCTBEHHOTO
ciyxamtero Poccmiickoit Desiepaiiyt U BEJICHAU €TO JIMIHOIO Jenay e, TpynosiM Kojiexcom
Poccuiickoii ®epeparnu, KoleKTHBHBIM JIOTOBOPOM, Y CTaBOM OPTaHM3aIHH, OCYIIECTBIISAIONIEH
00pa3oBaTeIbHYIO A€ATeIBHOCTD.

1.2. Jlannoe [lojoskeHue ompejenseT MOPSNOK BEACHHA JIMYHBIX JEN ICAAroros W HHBLIX
COTPY/IHHKOB M PAOOTHHKOB IIKOJIBI, OIPEIENACT MOPSAIOK dopMHpOBaHHS, yIeTa U XPaHCHU,
BBLIAYM JIHYHBIX J€]l BO BPEMEHHOE I0JIb30BaHue, a TAKKE OTBETCTBCHHOCTD, IpaBa pabOTHUKOB U
JUpeKTopa 00pa3oBaTesIbHON OpraHu3aluy.

1.3. Hacrosmee [TomoxeHnne yTBEpKAAeTCs IPUKA30M 0 HIKOJIE U SABJIACTCA 00s13aTeIbHBIM JUIS
BCeX KaTerOpHil [eIarorH4ecKux U IPyruX COTPYAHUKOB IIKOJIBL

1.4. BejleHne NMYHBIX JAEN TEJAroroB ¥ COTPYJHMKOB IIKONBI BO3/AracTes Ha CTCHMAMCTa HO
KaIpaM OpraHu3aIiH, OCYIECTBITIOMEH 00pa3oBaTeIbHYIO JIeATeTBHOCTD.

1.5. JIuunoe /ejo — OCHOBHOU JIOKyMEHT IIEPCOHAIILHOTO y4eTa, cosiepKaiii HanboJjee MmoIHbIe
cBejieHUs 0 PabOTHHIKE 00pa3oBaTeIbHON OpraHu3aluy 1 ero TPYAOBOH JeATENbHOCTH. B naHOE
JIeJTO0 BHOCSITCS CBE/ICHHUS, CBA3aHHBIC C IIOCTYIICHUCM Ha paboTy U YBOJILHCHUCM.

1.6. CeeeHnsd, cojepikaluecs B JUYHOM JEIIE, OTHOCATCS K KOH(UIEHHATPHOH MHPOPMALNH,
MMEIOT OrPaHMYEHHBIN JOCTYII M Pa3IaleHUIO HE ITOIeKAT.

1.7. Juanoe 1eJ10 BeJeTCs B TeUEHHE BCETo Nepro/ia paboThl padOTHHKA.

1.8. BejeHne HECKOJBKMX JIMUHBIX JIe]l OHOro paboTHUMKa 0Opa3soBaTeNbHOH OpraHusaluy HE
JIOITYCKAETCS.

2. Hopsnok ¢popMupOBAHMS JIHIHBIX JI€JI COTPYIHHKOB
2.1. dopmupoBaHHE JMYHOIO Ji€la IIEJaroros M  COTPYJHHKOB 00111e00pa3oBaTeENbHOM
OpraHu3allk [POM3BOMMTCA ~HEMOCPENCTBEHHO IOCHe  Mphema B 00mieoOpa3oBaTenbHY O
OpraHM3alMio WM TIEpeBojla Ie1arorop M - COTPYAHUKOB M3 Jpyroit  00pa3oBaTeIbHON
OpraHU3alMH.
2.2, B COOTBETCTBUM C HOPMATUBHLIMH JOKYMEHTaMH B JIMYHBIC [€JIa MEJAroros 1 COTPYIHIKOB
OpraHM3aIlii, OCYIIECTBIIONICH 06pa30BATEIBHYIO TEATENBHOCTD, BKIAABIBAIOTCS CICAYIOMME
JIOKYMEHTBL:
s neoaeo2os.

3asBIEHHME O IIpueMe Ha paboTy;



3asBJICHHE O COTJIACUM Ha 00pabOTKY MEePCOHATIBHBIX JAHHBIX IEarora;

CIpaBKa O HAJTWYMH (OTCYTCTBHH) CYIMMOCTH M (WiIH) (DaKTa yrojJoBHOTO MPECICIOBAHHS,
BBIJIAaHHOTO COOTBETCTBYIOLIMM OPTaHOM IMPABOMOPSIIKA;

aBroomorpadus;

KOIHS NAacCIOpTa WM MHOTO IOKYMEHTA, yJOCTOBEPSIOIETO JINYHOCTH;

KOIIMSI CTPAXOBOT'O CBUJIETEIbCTBA IEHCHOHHOTO CTPAaXOBaHUS;

KOIHS UICHTU(UKAITMOHHOTO HOMEpa HAJIOTOIJIATEbIIUKA;

KON JOKYMEHTa BOMHCKOT'O y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIHS CBUJIETEIHCTBA O 3aKII0YCHNH Opaka (Ipyu HAJIM4YHN);

KOIIMSI CBUJETEIbCTBA O POXKICHUM JeTel (IIpH HAIUYKH);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMM JJOKYMEHTOB O KBATM(PUKALMU WU HAJIUYUE CHEIUATIbHBIX 3HaHUH (IIPU HAINYMHN);
KOIIMHU aTTECTAlMOHHBIX JIUCTOB (MpU HAIUYUH);

KOIIMM JJOKYMEHTOB O Harpa)/IeHUH (IIpy HAJIMYUK);

XapaKTePUCTHKH, PEKOMEHIaTeIIbHbIC MHChMa (TIPH HAIUYHH);

IIpHUKa3 O mpueme Ha padory;

IIPUKA3 O NEPEBOJIE HA UHYIO JOJDKHOCTD (IIPH HATTMYHH);

JOJDKHOCTHAsT MHCTPYKLUS (JOJDKHOCTHBIE MHCTPYKLIMHM C MOMEHTAa Ha3HAuyeHUs Ha BCe
JOJIKHOCTH);

TPYAOBOH JOroBOp (C MOCHIEAYIOUIMM BKJIIOUEHHEM JONOJHUTEIbHBIX COIVIALICHUH K
TPYJAOBOMY JI0TOBODY);

TPYAOBYIO KHUKKY;

MEIUIUHCKYIO0 KHUXKKY.

s pabomuuxos.

3asiBJIEHUE O IIpUEME Ha paldoTy;

3asBJICHHME O COIJIACUM Ha 00pabOTKy MEpCOHAIbHBIX JAaHHBIX I1€arora;

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

aBToOMOrpadus;

KOIM [aCIOpTa WM MHOTO IOKYMEHTA, YJJOCTOBEPSIOIIEr0 JINYHOCTb;

KOIIUSI CTPAaXxOBOI'0 CBUETEIHCTBA IEHCUOHHOTO CTPAXOBaHMUS;

KOIMS UICHTU(UKAITMOHHOTO HOMEpa HaJIOTOIJIaTeNbIINKa;

KOIUS JOKYMEHTa BOMHCKOT'O yuyeTa ([Uisi BOEHHOOOS3aHHBIX );

KOIMsI CBUJIETENbCTBA O 3aKJII0YEHUH Opaka (Ipy HaJIHYUK);

KOIUSI CBUJETENBCTBA O POXKACHUN AeTel (IIpU HAIUYHUH);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIUU JIOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUYUN);

XapaKTepUCTHKH, PEKOMEHIaTeNIbHbIE MHCbMA (ITPU HATUYHUH);

MIpHUKa3 O puemMe Ha padoTy;

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

JOJKHOCTHAs! MHCTPYKLHMS (JOJKHOCTHBIE MHCTPYKIMM C MOMEHTAa Ha3HA4yeHMsI Ha Bce
JOJDKHOCTH ),

TPYAOBOH JOroBop (C MOCHENYIOIIMM BKJIOYEHHEM JIOTOJHUTEIbHBIX COIVIAIIEHUN K
TPYJAOBOMY JIOTOBODY);

TPYAOBYIO KHIKKY;

MEAUIMHCKYIO KHIKKY.

Pabomooamenv ogpopmnsem:

TPYZAOBOH JOTOBOP B JIBYX K3EMIUIIPAX;

MpHKa3 o pueme Ha paboTy (0 nepeMeneHn Ha JpyTrue JOHKHOCTH);
TUYHYI0 KapTouky Ne T-2;

JOJKHOCTHYIO MHCTPYKIIMIO B IBYX SK3EMIUISIpax.

Pabomooamenw suaxomum:

C HOPMaTUBHO-TIPaBOBBIMU JOKYMEHTaMH IIKOJbI (YcTaBoM, KomekTHBHBIM JOrOBOPOM,
[IpaBunaMu TpyIOBOTO pacHopsiiKa U JIp. JOKaJIbHBIMHU aKTaMH);



*  C IOJDKHOCTHOM MHCTPYKLIMEH;

* IPOBOJUT BBOJHBIM HMHCTPYKTaX, HMHCTPYKTAXX II0 OXpaHE TPyAa, HHCTPYKTAXK IO
MIPOTHBOIOXKAPHOM OE30MaCHOCTH.

2.4. [lepBuuHoe ohopMIICHHUE JIMYHOTO JeJIa IPEAyCMaTPUBACT:

* IIPUCBOCHME JMYHOMY /€]y HOMEpPA COIJIACHO JKYpHAJy y4eTa JIMYHBIX A€l (IIPUIIOKEHHE
Ne 1);

* MpOCTaBICHUE Ha OOJIOKKE JIMYHOTO Jena (mpuinoxeHne Ne 2) ClieyloIux PEeKBH3UTOB:
UHJAEKC Jena (B COOTBETCTBUM C HOMEHKJIATypoll jaen  o0ueoOpa3oBaTeabHON
OpraHu3aly;, MOJHOE HaWMEHOBaHHE 0O0I1e00pa30BaTEbHON OpraHu3ali; HOMEp
JMYHOTO Aena; GpaMuinsg UMsl OTYECTBO paOOTHHKA B MMEHUTEIBLHOM IMaJeKe; 1aThl — I'OJ
Hayaja ¥ roJl OKOHYaHUs BEACHUS J€1a; KOJIMYECTBO JIMCTOB; CPOK XpaHEHHUS,

* IIOMEIICHHE JOKYMEHTOB, MOUICKAIIUX XPAaHCHUID B COCTaBe JIMYHBIX JI€l, B
XPOHOJIOTUYECKOM HOPSIKE:

BHYTPEHHSS ONUCH TOKYMEHTOB Jena (npuioxenue Ne 3);

JIMYHBIHN JINCTOK MO y4YeTy KaapoB (mpuioxxeHus Ne 6);

3asBJICHHME O IIpUEME Ha PadoTYy;

IpUKa3 o mpueMe Ha padory;

TPYZAOBOM JAOrOBOD;

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

XapaKTepUCTUKU U PEKOMEH1aTeNIbHbIE MHUCbMA;

corylacie Ha 00paboTKy NepCOHAIbHbBIX JAHHBIX.

2.5. JIucThl TOKYMEHTOB, IOMEILIEHHBIX B JIMYHOE JIEJI0, TOAJIeKAT HYMEPALIUH.

2.6. C nenbro obecrieyeHust HaJUIekKale COXPaHHOCTH JIMYHOTO Jiejla MeIaroroB U COTpyIHUKOB
001eo0pa3oBaTeNIbHOM OpraHu3al M ya00CTBa B OOpaIleHUH ¢ HUM INpH (HOPMUPOBAHHU
JOKYMEHThl NOMEIIAOTCA B OTIENbHYIO Nanky. Ilpu yBombHeHMHM pabOTHHMKA HPOIINMBAIOTCS
HUTKaMU U CIAl0TCS B apXUB.

2.7. BHYTpeHHSs OMCh JOKYMEHTOB, UMEIOIIMXCS B JITMYHOM J€EJIe, TOJDKHA CONEP)KAaTh CBEICHHUS
O TMOPSAJKOBBIX HOMEpax, HAaUMEHOBAHMSX JOKYMEHTOB JI€Jla, KOJIMYECTBE JIMCTOB, JaTax
BKJIFOUYEHUSI JOKYMEHTOB B JINYHOE JEJI0 U U3BATUA U3 JIENa, & TAKXKE KEM U3BAT JOKYMEHT U I10
KaKoH! IIpUYNHE.

2.8. BHyTpeHHs ONUCh COCTaBIseTCA Ha OTJCIBHOM JIMUCTE MO YCTAaHOBIEHHOH (opme. JIMCThI
BHYTpPEHHEHN ONKCU HYMEPYIOTCS OTIEIbHO.

2.9. Ilpu noAroToBKe JIMYHBIX €] K NEpeade Ha XpaHEHHE K BHYTPEHHEW OIMCH COCTaBIISETCS
UTOrOBAasl 3alKCh, B KOTOPOI yKa3bIBaeTcs HU(PpaMy U MPOMUCHIO KOJIMYECTBO BKIIOYEHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIENa.

VV VVVVVYVY

3. Ilopsinoxk BeaeHHsl JIMYHBIX [JeJd TMeAaroroB M COTPYAHHUKOB OpPraHM3aluu,
ocyuIecTBISIONIEH 00pa30BaTeIbHYIO 1eATeIbHOCTD
3.1. JIuyHOe Aeno mMenaroroB M COTPYJHHKOB 0O0IIe00pa3oBaTeNbHON OpraHu3ali BEAETCs B
TEUEHHWE BCEro TMepuoja padoThl KaXJOro Tejarora M COTpyJHHKA B 0011e00pa3oBaTeIbHOM
OpraHu3aIMH.
3.2. JlanpHeilliee BeACHHE JIMYHOTO Jejla IMEJaroroB M COTPYAHUKOB 0OOIIe00pa3oBaTeIbHON
OpraHu3aly MNpeayCMaTpUBAaeT MOMELIEHHE B JeNI0 JOKYMEHTOB, 0Opa3yroliuxcs B Ipolecce
paboueil IesSTeNbHOCTH U UMEIOLINX 3HAYEHHE JIJIsl TPYIOBBIX OTHOILICHUH:
*  JIONOJHEHHUE K JINYHOMY JIUCTKY MO YYeTy KaJpOoB;
*  JOIOJIHUTENBHBIE COrJIALIEHUS K TPYIOBOMY JOTOBODPY;
* KONHMM NPHUKA30B IO JIMYHOMY COCTaBY, KOTOpPbIE KacaroTCsl MEAaroroB M COTPYIHUKOB
o01ieo0pa3oBaTenbHON OpraHU3ally;
* OT3BIBBl JIOJDKHOCTHBIX JIMII O II€Jarore M COTPyIHUKE 001Ieo0pa3zoBaTenbHOM
OpTaHU3aINH;
* KONHHU JOKYMEHTOB O IOBBILIICHUN KBATH(PUKALINY;
*  KOIHUHU cepTU(UKATOB, TPaMOT;
* JIMCT — 3aBEpUTEIIb Jiefia (COCTaBIIAIOT IIPHU c/lade JMYHOTO Jejia B apXUB);



® HWHBIC TOKYMCHTHI.

3.3. B memsax obecnedeHHs KOHTPOJSA 3a COXPAHHOCTBIO M aKTYaJIbHOCTHIO JIMYHBIX JIeNT B
o011eo0pa3oBaTeIbHONM OpraHU3alluu €XEeroaHo (He mo3aHee | kBapTama rona, CIETYIOIIEro 3a
OTYETHBIM) TIPOU3BOJUTCS IPOBEPKA UX HATUYHS U COCTOSHUSI.

3.4. ExxerogHyro MpPOBEPKY COCTOSIHHS JIMYHBIX JEN Ha MPEIMET COXPAaHHOCTH BKIIIOUECHHBIX B
HEro JOKYMEHTOB NPOBOJIUT CIECHUAIBHO CcO3laHHas Komuccus. O TpOBEIEHHBIX IPOBEPKax
JIeJIaeTCsl OTMETKA B JIUCTE O PE3yJbTaTaX €KETrOAHOW MPOBEPKU COCTOSHUS U HAIWYHS JIMYHOTO
nena (mpuioxerne Ne 5) U cocTaBisieTcst akT. Pe3ysibTaThl MPOBEPKH JIMYHBIX JIEN B 0053aTEIIEHOM
MOPSIAKE AOBOJSATCA 10 IUPEKTOpa 0011eo0pa3oBaTeIbHON OpraHUu3alii.

4. Tlopsiaok y4éra M XpaHeHHMs JHYHBIX JieJl MeJaroroB M COTPYAHMKOB OpPraHU3anuu,
OCYLIEeCTBJISIONIE 00Pa30BaTEJIbHYIO 1eITeJIbHOCTD.

4.1. XpaHeHue U ydeT JUYHBIX /i€ Ie1aroroB U COTPYJHUKOB OpPraHU3alliy, OCYILECTBISIOLIEH
00pa30BaTeNbHYIO AEATENbHOCTh, OPTaHU3YIOTCS C LENbI0 OBICTPOro M 0e30IMOOYHOro MOMCKa
JUYHBIX JeJ, OOECIeYeHHs HX COXPAHHOCTH, a TaKxke oOecredeHuss KOH(UICHIUAIbHOCTU
CBEJIEHUH, cofepKaluXxcs B JOKyMEHTaX JIMYHbIX J€Jl, OT HECAaHKIIMOHUPOBAHHOTO JJOCTYIA.

4.2. JInuHble 1ena COTPYAHUKOB XpaHATCs B celie 001meo0pa3oBaTeIbHON OpraHUu3aIiHg.

4.3. TpynoBble M MEAULIMHCKUE KHIKKU XpaHITCSA OTAEIBHO B cede.

4.4. Jloctyn K JUYHBIM JejlaM I1€1aroroB U COTPYJHUKOB 0OLIe00pa30BaTEIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpeTapb, CIEUUAIUCT IO KaJapaM, JUpeKTop o0I11eo0pa3oBaTebHOM
opraHuszanuu Ju00 3aMECTUTENH JAUPEKTOpa IMpPU MCIOIHEHUM OOS3aHHOCTEM JUpEKTOpa
00111e00pa30BaTeIbHON OpraHU3aLMH.

4.5. Cucrematuzauus JUYHBIX JIeJ NE€AaroroB M COTPYIHUKOB 00I1€00pa30BaTEIbHON
OpraHu3alH IPOU3BOAUTCS B all(paBUTHOM MOPSAKE.

4.6. Jlnunble Aena MeJaroroB M COTPYTHHKOB OO0IIE00pa30BaTENbHONW OpPraHM3allud, MMEIOIIHX
rOCyJJapCTBEHHbIE 3BaHUs, IPEMUH, HArpa/ibl, Y4€HbIe CTEIICHH U 3BaHUA, XPAHATCS ITOCTOSHHO, a
OCTaJIbHBIX COTPYAHHUKOB — 75 J€T ¢ roja yBoJbHEHMsI paboTHUKA (B cooTBeTCTBUM C [lepeunem
TUIOBBIX YIIPABIEHUYECKUX JOKYMEHTOB).

5. Ilopsinok BbIIAYHU JIMYHBIX €1 BO BpeMeHHOe M0J1b30BaHue

5.1. Bpiraya nuuHbIX Jen (OTAENbHBIX JOKYMEHTOB B COCTaB€ JIMYHOTO JIela) BO BPEMEHHOE
MOJIb30BaHKUE MPOU3BOJUTCS C pa3pelIeHus: AUPEeKTopa o011eo0pa3oBaTeNbHON OpraHU3aluyu 10
3asIBJICHUIO COTPYIHHKA OpraHU3alliu, OCYLECTBISIONIEH 00pa30BaTENbHYIO ACSITEIbHOCTD.

5.2. Pabora (o3HakomJieHME) C JIMYHBIMH  JielaMH  TIeJarofOB U COTPYAHUKOB
001e00pa30BaTeIbHOM OpraHU3aluy MPOU3BOIUTCSA B NMPHEMHON TUpekTopa. B xoHIe pabodero
JHSI CeKpeTapb WIM CHEelMaIMCT MO KaapaMm o0s3aHa yOenuThCsl B TOM, YTO BCE JIMUHBIE Jena,
BbBIJIAHHBIC BO BpPCMCHHOC II0JIb30BAHMC, BO3BpAIICHBI Ha MECTO XpaHCHUSA U CCTb JIM
HE00XOAUMOCTB /ISl IPUHATHS Mep K MX BO3BPAILCHUIO WIN PO3BICKY.

5.3. @axT BbIIaYM JUYHOTO JieJ1a PUKCUPYETCS B KOHTPOJIBHOM JKypHaJe.

5.4. V3bsTHE OTAEIBHBIX JTOKYMEHTOB U3 JIMYHOTO Jeja MPOU3BOAUTCS C pa3pelieHus AUPEKTopa
0011e00pa3oBaTeIbHONM OpraHu3aluu ¢ O(QOpPMIICHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«ITpumeuanue» BHyTpeHHeN onucH. [Ipy BpeMEHHOM H3BATHM JOKYMEHTA Ha €ro MecTo (MEeXIy
JJUCTaMH COCEIHUX I[OKYMCHTOB) BKJIAABIBACTCA CIPABKa-3aMECTUTCIIbL C YKA3aHUEM [OAaThl U
IPUYUH U3BATUS C MOAMUCHIO JIMLA, BBIJABIIEr0 JOKYMEHT, U MOJMHUCHIO JIULA, TOTYYHBILErO €ro
BO BPEMEHHOE 0JIb30BaHHE.

6. OpopmireHne THYHBIX 1€ Iepe cAavYeil B apXuB
6.1. Odopmienue TUYHBIX A€ JJs Mepelaud B apXUB MPOU3BOJUTCS CHELMATMCTOM IO KaJapam
o011eo0pa3oBaTeabHON OpraHu3alii. JTa MPoLeaypa BKIIOYAET:

*  TOJIIMBKY (IIEpeIuieT) aena;

* YTOYHEHHE HyMEpaIluH JIMCTOB JIENa;

* coCTaBJIeHHE JHcTa-3aBepurens (mpunoxenue Ne §);

* cocraBiieHUE (YyTOUYHEHHE) BHYTPEHHEH OTHCH;

* BHECEHHE YTOYHEHHUH B PEKBU3MTHI JUIIEBOM 0OJIOKKH Jiena.



6.2. Jlucr-3aBepuTeNnb JeNa JOJDKEH TMOAMKCATh €ro COCTaBUTENb, MPU 3TOM JIEIaeTcs
pacmidpoBKka OMKHOCTH M TMOJIHCH, NPOCTaBIseTcs naTa. B mpoiecce HCMONb30BaHUS
ApPXUBHBIX JOKYMEHTOB B JIUCTE-3aBEPUTENC NEIAIOTCS COOTBETCTBYIOIINE OTMETKU. Ecnmm nmerno
MOAIUTO 0€3 JHMCTa-3aBepUTENsl, TO €ro CleAyeT HaKJIEeUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C uenpio obecredeHnsi COXpaHHOCTH JIMYHBIX JI€]T PEKOMEH1yeTCsI:

* 00BCIUHATH MHIUBUIYyATbHBIC JIMYHBIC JIeJa YBOJEHHBIX COTPYJAHHKOB B OJIHY OOJIOXKKY
(0OBenMHEHHOE JETI0) ¢ TaKMM pacueToM, 4TOObI 00beM jena (Toma) He mpeBbiman 250
JTUCTOB (IIyTE€M CIIIMBKU MAaTEPUAIOB WHANBUIYAIBHBIX JIEJT IO T0JIaM YBOJIHHECHUS);

* pacrojaraTh MaTepuaibl UHAWBUIYaJIbHBIX JEN B Mpeaenax jaena (Toma) B ajapaBUTHOM
nopsizike (moaMuibHO), OTIACINSAS MaTepPHalbl, OTHOCSAIINECS K Pa3HBIM HHIUBHIYaTbHBIM
JieriaM, YUCTBIM JIUCTOM Oymard ¢ yka3aHHEM Ha HeM (aMuIdd, UMEHU U OT4ecTBa
COOTBETCTBYIOIIETO YBOJIGHHOTO Tiefarora ¥ COTPYAHHKA 0O0IIeo0pa3oBaTebHON
OpraHuzaluy,

* CcHa0XaThb KaXJ0e¢ OO0BEIWHEHHOE €10 (TOM) BHYTPEHHEH OIUCBHIO C IEePEUYUCIICHHEM
dbamMunuii, UMEH M OTYECTB M YKa3aHMEM HOMEPOB CTpPaHUI], B IMpeienax KOTOPBIX
PaCTOI0KEHBI COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenava MTUYHBIX JAET B apXUB OCYIIECTBIISIETCS HE MO3HEE TPEX JIET MOCie 3aBEPIICHUS HX
B JICJIONPOM3BOJICTBE B COOTBETCTBHUH ¢ TpadukoM. [IpeaBapuTenbHO CEKpeTapeM, CIEIUaTICTOM
Mo KaapaMm TNpoBepsieTcs MOJHOTa M MPAaBUIBHOCTh MOATOTOBKH JIMYHBIX €1 K Iepeaaye.
BrisiBiIeHHBIC TIpU TIPOBEPKE HEIOCTATKH YCTPAHSIOTCS CEKpeTapeM, CHEIHAIMCTOM IO KaJapaM.
[lepenaya u mprieM MPOU3BOIATCS MO OMKCH C MTPOCTAHOBKOM OTMETOK O HATMYMU JIMYHBIX JeIl.
6.5. JInunble nena neaaroroB U COTPYIHUKOB 00IIe00pa3oBaTeIbHON OpraHN3allui, 3aKOHUCHHBIE
nenorpoun3BoictBoM 10 1 ssHBaps 2003 roma, xpanstcs 75 net, mocne 1 saBaps 2003 roga — 50
net. JIngHble aena qTupeKkTopa, riIaBHoro Oyxrajirepa o0meo0pa3oBaTeIbHON OpraHu3alud UMEIOT
MIOCTOSIHHBINA CPOK XPaHEHUS.

7. OTBeTCTBEHHOCTh
7.1. Ilemaroru W cOTpyIHUKH OOILIEOOPAa30BATEIbHON OpraHu3allMd OO0S3aHbI CBOEBPEMEHHO
IPEACTaBIATh CEKPETapI0 WM CIIEHHUAIHUCTY 110 KaJpaM CBeeHHs 00 U3MEHEHHH B IEPCOHATIBHBIX
TAHHBIX, BKIIOUYEHHBIX B COCTAB JIMYHOTO JeTa.
7.2. PaboTonarens oOecrieunBaeTt:
* COXpaHHOCTh JIMYHBIX [eJ TEJAaroroB H COTPYIJHHKOB  00IIeo0pa3oBaTebHON
OpraHu3aluy,
*  KOHQHIEHIHMAIHHOCTh CBEJCHHUH, COICpPKALNIMXCS B JIMYHBIX JIeNax IIeJaroroB M
COTPY/IHUKOB.

8. IlpaBa paGoToaareJisi U pa0OTHHKA
8.1. Jlns obecnieueHus 3alUTHl NMEPCOHANBHBIX NAaHHBIX, KOTOPHIE XPAHATCS B JMYHBIX Jelax
MeIarorOB U COTPYJHHUKOB 00Ie00pa30BaTeIbHOW OpraHu3aluy, MEeJaroru M COTPYIHUKHU
00111e00pa3oBaTeIbHON OpraHu3aIi UMEIOT MPaBo:
*  TOJYYUTh MOJHYIO HMH(POPMALMIO O CBOUX IEPCOHAIBHBIX JIaHHBIX U OOpabOTKE ATHX
JTaHHBIX;
*  TOJYYUTb CBOOOJHBIN JOCTYN K CBOMM IE€PCOHATIBHBIM JIAHHBIM;
* MOJIyYUTb KONHHU JOKYMEHTOB, XpaHSIIUECS B IUYHOM JI€JIe U COJIeprKalllie epCOHAbHbIE
JIaHHBIE.
* TpeOoBaTh UCKIIOUYEHUS WM UCIIPABICHUS HEBEPHBIX U HETIONHBIX IEPCOHAIBHBIX JTAHHBIX.
8.2. PaboTonarens umeeT mpaso:
* 00pabarbIBaTh NMEPCOHANbHBIE JAHHBIE NIEIaroroB U COTPYJHUKOB 0011e00pa3zoBaTebHOMN
OpraHM3allM, B TOM YUCIIE U Ha dJIEKTPOHHBIX HOCUTEIAX;
* 3ampocuTh OT TMENaroroB M COTPYIHUKOB 0011e00pa3oBaTeNbHON OpraHu3aluy BCIO
HEO0X0UMYI0 MH(QOPMALMIO JUIsl BEACHUS JHMYHBIX Jed U 00pabOTKM MepCOHAIBHBIX
JTAHHBIX.



9. 3akyI0UUTeIbLHBbIE MOJI0KEHUS

9.1. Hacrosiee [TonoxkeHne o mopsiike BEACHUS JIMYHBIX J1e7T paOOTHUKOB SIBISICTCS JIOKAJIBHBIM
HOPMATUBHBIM aKTOM, MpUHUMaeTcs Ha [leqarormueckomM COBETe MIKOJIBI M yTBepkaaeTcs (Iubo
BBOJUTCS B IEUCTBHE) MPUKA30M TUPEKTOpPA OpPraHU3allM, OCYIIECTBISAIONIEH 00pa3oBaTeIbHYIO
JeSATEIbHOCTb.

9.2. Bce u3MeHeHMs W JIOTNOJHEHHs, BHOCHMble B Hacrtosimiee llomoskenue, opopmisitoTcss B
NUCHbMEHHONW (opMe B COOTBETCTBUMH JICHCTBYIOUIMM 3aKOHOJATENBLCTBOM Poccuiickoit
denepanuu.

9.3. IlonoxeHue O MOPs/AKE BEIACHUS JIMYHBIX e paOOTHUKOB 0Opa30BaTENbHOW OpraHU3aluu
NPUHUMAETCS Ha HeompeeleHHbl cpok. M3menenuss u gomonHenus k Ilomokenuto
MPUHUMAIOTCA B TIOpsijiKke, IpeaycMoTpenHoM 11.9.1. Hacrosmero [lomoxxeHus.

9.4. Tlocne mpunstus IlonokeHus (MM M3MEHEHHM M JIOTIOJHCHHUHM OT/ACJBHBIX ITYHKTOB H
pa3ziesioB) B HOBOM peaKIMK MPEIbIIYIasi peJaKiis aBTOMAaTHYECKN YTPAuYUBAET CUITY.



JKypHan yuera nuuHBIX 1€l

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata ®Qamumus, | Tabems- | JomxnocTs | CTpyKTyp- Hata u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMEp HOMEp HHE
I | HUA IUYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKasa IpUKa3a
Jena nejarora u crenuanb- JIeHHUe (pacnops- (pacnops-
COTPYIHHKA HOCTbD) JKEHUS) O JKEHUS) O
negarora u nmpueMe TIpeKparie-
COTpYJHHKA negarora u HHUH
coTpyAHHUKa | (pacTopike-
Ha paboTy HUH)
TPYIOBOTO
JOroBOpa C
NIe1aroroM U
COTPYAHUKOM
(yBosBHE-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

Wunexc nena

O0J107KKa JIMYHOTO JeJia

[Ipunoxxenne Ne2
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pa0OTHUKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHE 00OPa30BATEILHON OPraHU3ALIH)

JlaTa Hayada

Jlata okoHUaHUs

Ha JIMCTax
XpaHuTh Ier
Donx Ne
Onuchk Ne

Jemo Ne

(3arosoBOK Jiena)



[Tpunoxxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

BHYTPEHHA OITUCH
JIOKYMEHTOB siesia No

JIMYHBIX OECJT pa6OTHI/IKOB

Ne NHupekc Hara Ha3Banue Howmep [Ipumeuanus
n/n JIOKYMEHTa JOKyMEHTa JOKYMEHTa JMCTOB
aena
Uroro: JIOKYMEHTOB

(umpamMu ¥ IPOIKCHIO)

KommyectBo mucTOB BHYTpeHHeﬁ OIIMCH

(uudpamu ¥ IPOIHCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuck)

« » 202 roma




©.1.0.

[Ipunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pa0OTHUKOB

JomKHOCTD

JInuynoe nemo Ne

Jlata o3HaKoMIIeHUS Tiearora
Y COTPYAHHUKA C TUYHBIM
JIEJIOM

Iloanuce nienarora u
COTpYIHUKA

OTMeTKH, IpUMeYaHus,
3aMeYaHUs




[Tpunoxxenne No5

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTaXx e:KeroHoi MPOBePKH COCTOSTHUSA
U HAJIMY U] JIMYHOTO /1ejia

©.N.0.

JlomKHOCTD

JInganoe nemo Ne

[ara npoBepku

d.N.0O. unenosn
KOMUCCHU

IMoamnucu yieHoB
KOMHUCCHU

Pesynbrar nmpoBepku




1. ®amunusa

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OECJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4YeTy KaJAPOB

Nmsa

OT4ecTBO

2. Ilon

3. T'ox, 4ncCiio U MeCS POKICHUS

4. MecTto poXxacHUS

5. I'paxxnaHcTBO

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

6. O6pazoBanue

Hazpanue
yueOHOro
3aBEJICHUS U €T0
MECTOHAXOXKICHHUE

®PakynbTeT
WU
OTJIEJICHHE

Tox
MOCTYIJICHUS

Toxn
OKOHYaHUSA
WM yX0J1a

Ecau ne
OKOHYHII, TO
C KaKkoro
Kypca ymien

Kakyro

CIICHaJIbHOCTD

IIOJIy4YHII B
pesyJbrare
OKOHYaHUS

yueOHOro
3aBE/ICHNUA,
ykaszaTb Ne

JUIIOMA WIN

YAOCTOBCPCHUSA

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. Y4eHas cTeneHp, y4eHO€E 3BaHHE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere v NepeBOJUTE CO CIIOBAPEM, YUTACTE U MOXKETE OOBSCHSATHCS, BIIAJIEETe CBOOOHO)

10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOHM [eATENbHOCTH (BKIIOYas y4ueOy B BBICIIUX H
CPEIHUX CIIEIUANbHBIX YUeOHBIX 3aBEJCHUIX, BOCHHYIO CIIY)KOy 1 paboTy 110 COBMECTUTENILCTBY)




Mecsan u ron JlOMKHOCTB € yKa3aHUEM YUPEKICHUS, MecToHaxX0XaeHHUE

MOCTYIUICHUS yxozaa OpTraHM3aINH, TPEIMPHUITHS, & TAKKE YUpEXKICHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
HpEAIPUATHS

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

Mecsu u rog B kakoi1 ctpane L{enp npeObIBaHUS 32
C KaKoro 10 KaKoe IpaHuLEei
BPEMEHU BpEMsl

12. Yyactue B BEIOOPHBIX OpraHax

MecTo BBIOOPHOTO Hazpanue BoiOOpHOro | B kauectBe Koro I'on

oprana opraHa BbIOpaH n30paHusi | BBIOBITUA

13. Kakue nmeere npaBUTEIbCTBEHHbBIE HATPAIbI

Korna u keM HarpaxaeH

14. OTHOLIEHNE K BOMHCKAM O00S3aHHOCTIM M BOMHCKOE 3BaHME

Cocras Pon Botick

(KOMaH/JHBI!, MOJTUTHYECKUH, aIMUHUCTPATHBHBIN, TEXHUYECKUH H T. I1.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JJUYHOTO JIUCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s13y10ch CBOEBPEMEHHO M3BEIATh 000 BCEX M3MEHEHUSX TAHHBIX, BKIFOYCHHBIX B JTHYHBIH
JIUCTOK T10 YYeTy KaJpOB.
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[Tpunoxxenne No7
K TIOJIOKEHHUIO O TIOPS/IKE BEACHUS
JUYHBIX JIe]T paOOTHUKOB

AHKETA

damunusa

Nmsa

OT4ecTBO

Jara poxneHus

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

2. OOpa3zoBaHue, y4eHas CTeNeHb (Korma |
Kakue ydeOHbIC 3aBEJCHUS OKOHYWIHM, HOMEpa
aurIoMoB). CrenuaibHOCTh W KBAIHA(DUKAIUS
10 TUTUIOMY

3. KakuMu MHOCTpaHHBIMHU SI3bIKAMU U S3bIKAMU
HaponoB Poccuiickoii denepanun BiajeeTe U B
KakoM  cTemeHH  (YuTaere U MOXKETe
0OBSICHATKCS, BlIaJieeTe CBOOOIHO)

4. BemonaseMast paboTa ¢ Hadana TPYJAOBOH IEATEILHOCTH (BKJIIOYAsi BOCHHYIO CIIYKOY U paboTy
110 COBMECTHUTEILCTBY)

Mecsu u rog JOMKHOCTB € yKa3aHUEM YUPEKICHUS, MecToHaxoxk1IeH1E
MOCTYILJICHUS yxoja OpraHM3alH, IPEIIPUATHS, & TAKXKE YUpEKICHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3anuy,
pEANPUITUS

5. Bamwm Gnu3kue poJCTBEHHUKH (OKE€HA, MYXK, OTell, MaTh, OpaThs, CECTPHI)

Crenenn damumnus, UM, T'on Mecto paboThl, Anpec mecTa
pOJCTBA OTYECTBO POKICHUS JIOJIKHOCTh JKUTEIIbCTBA

6. Jlomaniauii agpec u HoMep TeraeoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSOIIMNI

(HOMeD, cepusl, KeM M KOT/ia BBIIaH)
8. JlomomHUTENBHBIE CBEICHUSI, KOTOpBIE BB *xKemaere cooOmuTh 0 cede

10. Ha xakoii ypoBeHb 3apiuiatel Bel paccuntsiBaere?

« » 202  rona

(IOJDKHOCTH OTBETCTBEHHOT'O 33 KaIPOBBIH yUeT) (moamucs) (pacuu(ppoBKa MOAIHCH)




[Mpunoxxenne Ne8
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pa0OTHUKOB

JIMCT-3ABEPUTEJIb

naea Ne
B nene npomnto u npoHymMepoBaHO JINCTOB
(uudpamu ¥ MPONKCHIO)
c Ne o Ne , B TOM YHCIIE:
JINTEPHBIE HOMEPA JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH Oonucu JINCTOB
OcobenHoctr HPU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopMupoBaHUs 1ea
OTBEeTCTBEHHBIH 3a
KaJpOBbIA y4yeT
(monmucs) (pacumpoBKa IOIIUCH)

« » 202  ronma




