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0 MOPs/IKe BeAeHUs JUYHBIX e pA00THUKOB

1. O61mue moJioxKeHU

1.1. Hacrosmee IlonoxeHune o mnopsake BeACHUS JIMYHBIX Jiel PAaOOTHUKOB OpraHU3alH,
OCYILECTBISIONIEH  00pa30BaTE/IbHYI0  JI€ATENbHOCTh, pa3pabOTaHO B  COOTBETCTBUU  C
®denepanbHbIM 3akoHOM Ne 273-D3 ot 29.12.2012 «O06 obpa3zoBanun B Poccuiickoit deneparum»
¢ mmenenusimu ot 2 umtonst 2021 roma, PenpepanpHbiM 3ak0oHOM OT 27.07.2006 Ne 152 «O
NEPCOHAIBHBIX JaHHBIX» B penakiuu ot 2 urois 2021 roaa, Ipukazom PenepanbHOro apxMBHOIO
arenTcTBa oT 23 nexadps 2009 roga N 76 «O0 yrBepxkaeHMH MeTOINYECKUX PEKOMEH 1Al 110
pa3paboTke HMHCTPYKLUH MO AETONPOU3BOJACTBY B (elepaibHbIX OpraHax HCIOJIHUTEIbHON
Bracth», YkasoM IlIpesunmenta ot 30.05.2005 Ne 609 «O6 yrBepxaenun IlonoxeHus o
MIEPCOHANIBHBIX JAHHBIX T'OCYJApCTBEHHOTO ciyxkaiero Poccuiickoit denepanuu U BEACHUU €TI0
JU4HOro aena» B penakuuu ot 23 wurong 2019 roma, TpymoBbim Konexkcom Poccuiickoit
@enepauyy, KOJJIEKTUBHBIM  JOrOBOpPOM,  YCTaBOM  OpraHM3alMH,  OCYILECTBIISIOLICH
00pa3oBaTeNbHYIO EATETbHOCTb.

1.2. Mannoe IlonoxxeHue ompeaenseT MOPSIOK BEACHMS JHMYHBIX Je€J MEeJaroroB M HHBIX
COTPYIHUKOB U paOOTHUKOB IIKOJIbI, ONMpeeseT NopsAA0K (pOpMUPOBaHUS, YUe€Ta U XpaHEHMS,
BBIJIaUM JIMYHBIX JIEJl BO BPEMEHHOE I10JIb30BaHKE, a TAKXKE OTBETCTBEHHOCTb, IpaBa paOOTHUKOB U
JTUPEKTOpa 00pa3oBaTeIbHON OpraHU3alHH.

1.3. Hacrosiee IlonoxeHnne yTBepaaercs: MPUKa3oM IO LIKOJIE U ABIsETCS 00s3aTeIbHBIM JUIS
BCEX KaTeropuii MeAarorn4eckux u APyrux COTPYAHUKOB IIKOJIBI.

1.4. BeaeHue NUYHBIX JIeJ1 TIEJarOrOB U COTPYAHUKOB ILIKOJIBI BO3JIaraeTcsi Ha CleluaIncTa 1o
KaJlpaM OpraHu3alliu, OCYIECTBIISIONIeH 00pa30BaTENbHYIO AESITENbHOCTD.

1.5. JInuHoe €710 — OCHOBHOM JOKYMEHT MEepPCOHATBHOIO Y4eTa, CoJepKalluii Hauboee MoyiHble
CBEICHUsI 0 pabOTHHKE 00pa30BaTEeNbHOM OpraHU3allii U €ro TPYIOBOM AesTenbHOCTH. B muuHoe
JIeJI0 BHOCSATCS CBEJIEHUS, CBS3aHHBIE C MOCTYIUIEHUEM Ha pabOTy M YBOJIbHEHHUEM.

1.6. CBenenus, conepKamyecsi B JIMYHOM JieJie, OTHOCATCS K KOH(pHUICHINAIBHOW HH(OPMAIIHH,
MMEIOT OTPaHUYEHHBIN JOCTYI U pas3riallieHUIO He MOJIexKar.

1.7. JIluunoe nenmo BeAETCS B TEUCHHE BCETO MEpro/ia paboThl pabOTHHKA.

1.8. Benenue HeCKONBKUX JIMYHBIX J€J1 OJHOrO pabOTHHMKAa OOpa3oBaTeIbHOW OpraHM3alUU He
JIOTTYCKaeTCsl.



2. Ilopsinok popMUpOBaHMS JIUYHBIX JeJI COTPYAHUKOB

2.1.

dopMupOBaHUE JHMYHOTO Jiefla T[EJaroroB M COTPYAHUKOB 00I1e00pa3oBaTeIbHOM

OpraHM3ali IPOU3BOJUTCS HEMOCPEJACTBEHHO IIOCIAE IMpueMa B 00ImIeo0pa3oBaTeIbHYIO
OpraHM3alfi0 WU T[epeBoJa IeJaroroB W COTPYIHUKOB U3 JPYroil oOpa3oBaTelbHOMN
OpraHH3alliH.

2.2. B coOTBeTCTBUY C HOPMATHBHBIMU JIOKYMEHTAMH B JIMYHBIC JIeJIa TIEAaroroB U COTPYIHUKOB
OpraHM3alliK, OCYIIECTBIIAIONICH 00pa30BaTCIIbHYIO JEATEIBHOCTh, BKJIAJIBIBAIOTCS CJICIYIOIIHE
JTOKYMEHTBI:

s nedazo2os:

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHHUE O COIVIACUM Ha 00pabOTKy NEePCOHAIBbHBIX JAaHHBIX I1€arora;

CIpaBKa O HAIWYHUU (OTCYTCTBUH) CYIUMOCTU M (WiK) (aKTa yroJOBHOTO MPECIICAOBAHNUS,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;

aBTOOHOTpadus;

KOIIM TaCIOpTa WIM MHOTO JOKYMEHTA, yJOCTOBEPSIOIIEr0 JINYHOCT;

KOIIHSI CTPaXxOBOTO CBUJIETEIHCTBA ICHCHOHHOTO CTPaXOBaHUS;

KOIMS UICHTU(UKAMOHHOI'O HOMEPa HAJIOTOIJIaTeNbIIUKA,;

KONHsI TOKYMEHTa BOMHCKOTO y4eTa (1J11 BOGHHOOOS3aHHBIX );

KOIIMsI CBUJIETEIbCTBA O 3aKJII0YEHUHU Opaka (IIpyU HAJIM4YUN);

KOIIHSI CBUJIETEIHCTBA O POXKICHHUH JeTeH (MPH HATUYHH);

KOIIMM JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMH JJOKYMEHTOB O KBTH(PUKALNY WU HAJTHYUE CIICIHATBHBIX 3HAaHUH (ITPH HAIWYHHN);
KOIIMM aTTECTAllMOHHBIX JIUCTOB (IIPU HAJIMYUK);

KOIIUU JIOKYMEHTOB O HarpaKJAeHUH (IIpU HAJIUYUN);

XapaKTePUCTUKH, PEKOMEH IaTeNIbHbIE MMCbMA (ITPU HAJIMYHN);

IIPUKa3 O IpuemMe Ha paldoTy;

[IPUKa3 O MEepPeBO/ie Ha MHYIO TOJKHOCTD (IPU HAJIMYUK);

JOJDKHOCTHAST MHCTPYKIUS (IOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAYEHUS Ha Bce
JOJKHOCTH ),

TPYAOBOH JOTOBOP (C TIOCHEAYIOUIMM BKJIIOUEHHEM JOMOJHUTEIBHBIX COTJIAICHUH K
TPYJIOBOMY JIOTOBODY);

TPYAOBYIO KHHXKKY;

MEIULUHCKYIO KHUXKKY.

s pabomuukos:

3asBJICHME O ITpUeMe Ha paboTy;

3asBJICHUE O COTJIACUM Ha 00pabOTKY MEePCOHATBHBIX JAHHBIX MEarora;
CIIpaBKa O HAIWYUH (OTCYTCTBHHU) CYIUMOCTH U (WJH) (akTa YroJOBHOTO MPECIICTOBaHMS,
BBIJIAHHOTO COOTBETCTBYIOILIUM OPIaHOM MPaBONOPSAKA,
aBTOOHOrpadus;

KOIUS AacopTa UM UHOTO JIOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTH;
KOIIMSI CTPaXxOBOT'O CBUJIETEIHCTBA IEHCHOHHOTO CTPAXOBAHUS;

KOIUS UACHTU(DUKAIIMOHHOTO HOMEpPa HAJIOT OILIATENbIINKA;

KOIHsI TOKYMEHTa BOMHCKOTO y4eTa (i1 BOGHHOOOSI3aHHbIX);

KOS CBUJETENHCTBA O 3aKJII0UEHUH Opaka (Tpy HaJIn4uHm);

KOIIHSI CBUJIETEIBCTBA O POXKJICHUHM JieTel (MIPH HAIUYHHN);

KOIIMH JIOKYMEHTOB 00 00pa30BaHUU;

KOIIMH JJOKYMEHTOB O Harpa)JeHuH (Ipy HAJIMYUK);

XapaKTePUCTHKH, PEKOMEHIaTeIbHbIC TTHChMA (TTPH HATWYHH );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O MePEeBOJIe Ha UHYIO JOKHOCTD (IIPH HATUYHH);



* JOJDKHOCTHAsl MHCTPYKLMS (JAOJDKHOCTHBIE MHCTPYKLMHM C MOMEHTa Ha3HAuUEHUS Ha BCe
JOJKHOCTH ),

* TpPYyIOBOH J0roBop (C MOCIEAYIOIIMM BKJIIOYEHHEM JIOMOJHUTEIbHBIX COIVIAIEHUN K
TPYJIOBOMY JI0TOBODY);

*  TPYIOBYIO KHHXKY;

*  METUIMHCKYIO KHUXKKY.

Pabomooamenv oghopmasem:

* TPYIOBOH JOTOBOP B JIBYX 9K3EMILIIpaX;

* TpHUKa3 0 mpueMme Ha padoTy (0 mepeMeIIeHnd Ha APyrue JOHKHOCTH);

* JMYHYIO KapTouky Ne T-2;

*  JOJDKHOCTHYIO MHCTPYKIIMIO B IBYX 3K3EMIUIIpax.

Pabomooamens 3naxomum:

* ¢ HOPMAaTUBHO-NPABOBBIMM JTIOKyMEHTaMU LIKOJIbI (YcTaBoM, KOJIEKTUBHBIM J10TOBOPOM,
[IpaBuiaMu TpyAOBOTO pacropsaaKa U Ap. JIOKaIbHBIMU aKTaMH);

*  C IOJDKHOCTHOHM MHCTPYKLMEH;

* TPOBOJUT BBOJHBIA HHCTPYKTaX, HHCTPYKTaXX IIO OXpaHe TpyAa, HHCTPYKTaX IO
IIPOTUBONOXKAPHOH 0€3011aCHOCTH.

2.4. IlepBuuHOoe 0OPOpMIICHHE JTUYHOTO JieJIa MPeaycMaTpUBaeT:

* IPUCBOCHME JMYHOMY /€]y HOMEpPA COIJIaCHO >KypHAJy ydeTa JIMUHBIX AeJ (PUI0KEHHE
Ne 1);

* MpOCTaBlieHHWE Ha OOJIOKKE JUYHOro jena (mpuiioxkeHue No 2) cleyIolUuX PEeKBU3UTOB:
UHIEKC Jena (B COOTBETCTBUM C HOMEHKIATYpoll Jen  o0iieo0pa3oBaTenbHOM
OpraHM3aliy; II0JIHO€ HAaUMEHOBaHUE O00I11e00pa30BaTEIbHON OpraHu3aluu; HOMEpP
JUYHOTO Jena; paMuiiusg UMl OTYECTBO pabOTHHUKA B UMEHUTEILHOM MaJIeXke; JaThl — IO
Hayaja ¥ roJl OKOHYaHUs BEACHUS JI€J1a; KOJIMYECTBO JIUCTOB; CPOK XPaHEHMUS,;

* T[OMEIICHHWE JOKYMEHTOB, TMOJUIekKAIIUX XPAaHEHHUI0 B COCTaBe JUYHBIX JIed, B
XPOHOJIOTUYECKOM MOPSIKE:

BHYTPEHHSIS OMKICh JOKYMEHTOB Jiefa (mpuioxkenue Ne 3);

JUYHBIA JTUCTOK IO YYETy KaapoB (mpuiiokeHust Ne 6);

3asBJICHHME O IIpUEME Ha PaboTYy;

MIpHUKa3 O puemMe Ha padoTy;

TPYAOBOU JOTOBOpP;

JIOTOBOP O TOJHOW MAaTepUaJbHOM OTBETCTBEHHOCTH (€CiIM pabOTHUK —
MaTepHalbHO OTBETCTBEHHOE JIUIIO);

XapaKTepUCTHKHU U PEKOMEH1aTeNIbHbIE MIChMa;

corjlacie Ha 00paboTKy NMepCOHAIbHBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, TOMEIIEHHBIX B JIMYHOE JI€JI0, MOAJIekKAT HyMepaluu.

2.6. C nenbio obecrieyeHust HaJuIekKalle COXpaHHOCTH JIMYHOTO Jiejla MEeIaroroB U COTPyIHUKOB
o0mieo0pa3oBaTeabHOW OpraHM3ali U yqoOcTBa B OOpalleHHMM ¢ HUM IpH (HOpMHUpPOBAHUU
JOKYMEHThl TMOMEIIAIOTCA B OTHENbHYIO mNanky. Ilpum yBombHeHMHM pabOTHHMKA MPOIIHMBAIOTCS
HUTKaMU U C/Ial0TCS B apXUB.

2.7. BHYTpeHHSs OMCh JOKYMEHTOB, UMEIOIIMXCS B JJMYHOM JEJIE, TOJDKHA CONEP)KATh CBEICHHUS
O TMOPSAJIKOBBIX HOMEpax, HAaMMEHOBAHMSIX JOKYMEHTOB [iela, KOJMYECTBE JIMCTOB, Jarax
BKJIFOUEHUSI JOKYMEHTOB B JINYHOE AEJIO U U3BATUS U3 JIENA, & TAKXKE KEM M3BAT JOKYMEHT U IO
KaKOH IPpUYNHE.

2.8. BHYTpeHHs ONHUCH COCTaBISETCS HAa OTIACIBHOM JIMCTE 10 YCTaHOBIEHHON Qopme. JIucTol
BHYTpPEHHEH ONKCU HYMEpYIOTCS OTIEIbHO.

2.9. Ilpu noAroToBKe JIMYHBIX €] K Nepeade Ha XpaHEHHE K BHYTPEHHEHW OIUCH COCTaBIISAETCS
UTOrOBasl 3alKCh, B KOTOPOIl yKa3bIBaeTcs HU(PpaMy U MPOMUCHIO KOJIMYECTBO BKIIOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIEIa.

VV VVVVVY



3. TIlopsiaoxk BedeHHsl JIMYHBIX [eJI MeAaroroB M COTPYJAHHUKOB OpPraHu3aluu,
OCyLIeCTBJISAIONIEH 00pa30BaTE/IbHYIO 1eITeJIbHOCTh
3.1. JluuHoe neno memaroroB MU COTPYAHUKOB 00111€00pa30BaTEIbHOM OpraHu3alliu BEICTCS B
TEYEHHE BCEro mnepuoja padoThl KaXKIOro Ieaarora W COTPyAHHKA B 00IIe00pa3oBaTeIbHON
OpraHH3aIliH.
3.2. JlanpHelmee BeACHUE JIMYHOTO Jiejla TIEJAaroroB W COTPYIHHKOB 0O0IIeoOpa3oBaTeIbHON
OpraHM3alfy MPeIyCMAaTPUBACT MOMEIICHUE B JIEJI0 JOKYMEHTOB, OOpa3ylolIuxcs B IpoIecce
paboueii IesSTeIbHOCTH U UMEIOLIUX 3HAYEHUE JIJIsl TPYIOBBIX OTHOIICHUH:

* JIOTIOJHEHHE K TUYHOMY JIMCTKY IO YYETYy KaJIpOB;

*  JIOTIOJHUTEIbHBIE COTJIALIEHUS K TPYAOBOMY JOTOBOPY;

* KOIWU TPUKA30B MO JIMYHOMY COCTaBYy, KOTOPHIE KACArOTCS IEIAaroroB U COTPYAHHUKOB

o011eo0pa3oBaTeIbHON OpraHU3aIy;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIearore W COTPYAHHKE 00meo0pa3oBaTebHOM
OpraHu3aluiy;

*  KOIHUHU JOKYMEHTOB O MOBBIIICHUH KBAJIA(DUKAIINH;

*  KOIHUU cepTU(UKATOB, IPaMOT;

*  JIUCT — 3aBEPUTEIb Jelia (COCTABIISIOT IPH ClIadue JIUIHOTO JCia B apXUB);

*  UHBIC JOKYMEHTHI.
3.3. B memax oOecriedeHHss KOHTPOJS 3a COXPAHHOCTBIO W aKTYaJIbHOCTBHIO JIMYHBIX JEN B
o01ieo0pa3oBaTeIbHONM OpraHU3alluu €XeroJHo (He mo3gHee | kBaprama roja, CIEQyIOIIEro 3a
OTYETHBIM) TIPOU3BOAMUTCS MTPOBEPKA UX HATTUYUS U COCTOSHUS.
3.4. ExxerogHyo MpoOBEPKY COCTOSIHHS JIMYHBIX JENl Ha MpeIMEeT COXPaHHOCTH BKIIIOUEHHBIX B
HEro JIOKYMEHTOB TPOBOJUT CIEHUATBHO co3JaHHas KoMuccusi. O TPOBEACHHBIX IPOBEPKAX
JIeNIaeTCcsl OTMETKA B JIUCTE O PEe3yNbTaTaX €KEroJHOW MPOBEPKU COCTOSHUS W HAIUYHS JIMYHOTO
nena (npunoxxenue Ne 5) u cocrapisieTcs akT. Pe3ynbTaThl IPOBEPKU JIUUHBIX JI€]1 B 0053aTEILHOM
MOPSAZIKE JTOBOJSATCS 10 IUPEKTOpa 00I1e00pa3oBaTeIbHON OpraHU3aIliH.

4. Tlopsaok y4éra W XpaHeHHs JHYHBIX JieJ MeIaroroB M COTPYAHHKOB OpPraHU3alMu,
ocyulecTBJsIOIIEH 00pa30BaTeIbHYIO 1eATeJIbHOCTD.

4.1. XpaHeHue W y4eT JUYHBIX JIe] MeIaroroB U COTPYAHUKOB OpraHU3aIliH, OCYIIECTBISIOICH
00pa3oBaTeNbHYIO JEATEIbHOCTh, OPTAaHU3YIOTCS C IETbI0 OBICTPOTO M 0€30IIMO0YHOr0 MOUCKa
JUYHBIX JeN, OO0ecledyeHHs] WX COXPAHHOCTH, a Takke oOecreueHuss KOH(HACHIUATbHOCTH
CBCI[GHI/II\/JI, CoACpIKAIUXCA B JOKYMCHTAaX JIMYHBIX JCJI, OT HCCAHKIIUOHUPOBAHHOI'O JOCTYIIA.

4.2. JInuHble 1ena COTPYAHUKOB XpaHsTcs B celie 001eo0pa3oBaTeIbHOW OpraHu3aIiy.

4.3. TpynoBble M MEAUIIMHCKNE KHIKKH XPaHITCS OTIEIBHO B cede.

4.4. Jloctyn K IWYHBIM JeNiaM TeJaroroB U COTPYJHUKOB 0O0IIe00pa30BaTeIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpeTaph, CIEMUAIUCT IO KaapaM, JHPEKTOp 00meoOpa3oBaTeabHOM
opranmzanu 00 3aMecTUTeNH AUPEKTOpa MpPH UCHOTHEHHH O0O0sS3aHHOCTEH IupeKTopa
o011eo0pa3oBaTeabHON OpraHU3aIiy.

4.5. Cucrematuzalds JUYHBIX JIe1 TIEAaroroB W COTPYIHUKOB 00IIe00pa3oBaTeNbHON
opranu3anv MMpoOru3BOJUTCA B aﬂ(l)aBI/ITHOM opAaKeE.

4.6. JluuHble nena MeaaroroB W COTPYAHUKOB OO0IIE0Opa3oBaTENbHON OpraHHU3aIllUd, UMEIOIINX
roCcyaapCTBCHHBIC 3BaHH, IPEMUHN, HArpaabl, YUCHBIC CTCIICHU U 3BaHHS, XPAHATCA IMOCTOSAHHO, a
OCTJIHBIX COTPYIHUKOB — 75 JIET ¢ TOAa yBOJbHEHHUsI pabOTHHUKA (B cooTBeTCTBUU C [lepeunem
TUIIOBBIX YIPABICHYECKUX IOKYMEHTOB).

5. IlopsaaoK BbIIAYM JIMYHBIX /1€l BO BpeMeHHOe M0JIb30BaHue

5.1. Bpimaua nUYHBIX Jen (OTAENbHBIX JIOKYMEHTOB B COCTAaBE JIMYHOTO JI€Nla) BO BPEMEHHOE
MOJIb30BaHNE TTPOM3BOIUTCS C pa3pelIeHUs TUPEKTOpa o0Ieo0pa3oBaTeIbHON OpraHU3alUHA T10
3asIBJIICHUIO COTPYIHUKA OpPTraHU3allMH1, OCYIIECTBIISIONICH 00pa3oBaTENbHYIO ACSITENEHOCTD.

5.2. Pabora (0o3HaKOMJIEHHE) C JIMYHBIMU JI€JJaMH  [EJaroroB U  COTPYIHUKOB
0011e00pa3oBaTeNbHON OpraHu3alliy MPOU3BOIUTCS B IPUEMHOM aupekTopa. B koHile pabodero



THSI CeKpeTapb WJIM CIEIHAUCT MO KaJapaM oOs3aHa yOeAMThCS B TOM, YTO BCE JIMYHBIEC JIeNa,
BBIIAHHBIC BO BPEMEHHOE II0Jb30BAaHME, BO3BpAIICHBl HAa MECTO XPAHEHHA M €CThb JIU
HEOO0XOAUMOCTS JIJIsl IPUHATHUS MEp K MX BO3BPAIICHUIO WK PO3BICKY.

5.3. ®akT BbI1a4X JIMYHOT'O J1eN1a GUKCUPYETCS B KOHTPOJIBHOM JKypHAJIe.

5.4. U3patue OTAENbHBIX JOKYMEHTOB U3 JIMUYHOIO J€J1a IPOU3BOJUTCS € pa3pelIeHUs JUPEKTOpa
o01eo0pa3oBaTesIbHOM  OpraHu3aluu ¢ Oo(GOpMIIEHHEM COOTBETCTBYIOLIEH 3amucu B TIpade
«[Ipumeuanue» BHyTpeHHeN onucH. [Ipu BpeMEHHOM U3BATHM JOKYMEHTA Ha €r0 MECTO (MEXAY
JUCTaMU COCEJHHMX JOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-3aMECTUTENb C YyKa3aHHEM JAaThl U
IIPUYMH U3BATHUS C MOJIUCHIO JIMIA, BBIAABIIETO JOKYMEHT, U IIOJIUCHIO JIMIA, IIOJYYHUBIIETO €ro
BO BPEMEHHOE I10JIb30BAHUE.

6. OdopmuileHne JJUYHBIX JeJ1 Mepe claveid B apxXuB
6.1. Odopmiienue JTUYHBIX AE AJs Mepelayd B apXUB MPOU3BOIUTCS CHEIHAIMCTOM IO Kajpam
o01ieo0pa3oBaTeabHONM OpraHu3alii. JTa MpoLeaypa BKIIOYAET:

* [OAWIMBKY (NEpeIUIeT) 1ena;

* YTOYHEHHE HyMepalluu JIUCTOB JIeNa;

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

* cocTaBlieHUE (YTOUYHEHHUE) BHYTPEHHEH OIUCH;

* BHECCHHE YTOYHEHHH B PEKBHU3HTHI JUIIEBOI OOJIOKKH JAeTa.

6.2. Jlucr-3aBepuTenb Jena JOJDKEH TMOAMNKHCATh €ro COCTaBUTENb, MPU 3TOM JIelaeTcs
pacmudpoBKa IODKHOCTH W TOMIKCH, MPOCTaBIseTcs nara. B mporecce MCIOIb30BaHUS
apXUBHBIX JOKYMEHTOB B JIUCTE-3aBEpUTENE JIEIAI0TCsI COOTBETCTBYIOUINE OTMETKU. Ecnmu nmerno
MOJIIATO O€3 JMCTa-3aBEPUTENS], TO €ro CIEAYST HAKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMUHBIX JIEJT PEKOMEHTYeTCSI:

* 00benUHATh UHIUBUIYyaTbHbIC JIMYHBIC JIeJa YBOJEHHBIX COTPYAHHUKOB B OJIHY OOJOXKKY
(oObeauMHEHHOE J1e10) C TaKUM pacyeToM, 4ToObl 00beM jena (ToMa) He mpesbiman 250
JTUCTOB (ITyTE€M CIIMBKU MAaTEpUAIIOB UHANBUAYAIBHBIX JIEJI MO T0JIaM YBOJIbHEHHS);

* pacrmojiaraThb MaTepHalibl WHAMBHIYAIBHBIX NI B Mpejaenax nena (Toma) B aa(paBHUTHOM
nopsiike (moaMuIIbHO), OTAENSS MaTepUallbl, OTHOCSIIUECS K Pa3HbIM MHJIMBUAYATIbHBIM
Je7iaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHHeM Ha HeM (paMWiInd, UMEHH M OTYeCTBa
COOTBETCTBYIOLIIETO  YBOJEHHOIO TeJarora M COTpyAHHMKa 00lieo0pa3oBaTeabHOM
OpraHu3aIiy,

* cHa0XaTh Kaxaoe OObEJUHEHHOE JeN0 (TOM) BHYTPEHHEH OIUCBhIO C MEepeuncIEHUEM
dbamunuii, UIMEH W OTYECTB M YKa3aHHEM HOMEPOB CTpPaHUI], B TpeAesax KOTOPBIX
PAacIoyioKeHbl COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepenava TUUHBIX A€ B apXUB OCYIIECTBIISICTCS HE TIO3/IHEE TPEX JIET TOCTE 3aBEPUICHUS HX
B JIEJIONPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. [IpenBapuTtenbHO cekperapeM, CrenualucToM
MO0 KaJpaM TIPOBEpSieTCS TIOJHOTa W TPABHIBHOCTh TOJTOTOBKM JIMUHBIX J€T K Iepeade.
BblsiBIIeHHBIE TTPU NPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpeTapeM, CHEIMAIMCTOM IO KaapaMm.
[lepenaua u mpreM MPOU3BOIATCS MO OTHUCH C MTPOCTAHOBKOW OTMETOK O HAJTHYUH JIMYHBIX JIEII.
6.5. JInuHble nena nefaroroB U COTPYIHUKOB 001e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbIE
nenonpousoacTBoM jo0 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 romga — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0ieoopa3oBaTenbHON OpraHU3alii UMEIOT
MTOCTOSTHHBII CPOK XpaHEHUSI.

7. OTBEeTCTBEHHOCTDL

7.1. Tlemaroru W COTPYAHUKH OOIIE0OPa30BATENLHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MIPEJICTaBIIATh CEKPETAPIO WU CICIIHAIUCTY 0 KajpaM CBeJIeHUsT 00 N3MEHEHNUHN B IMIEPCOHATBHBIX
MaHHBIX, BKIIOYEHHBIX B COCTaB JIMYHOIO J€ela.

7.2. PaboToarens 00ecIeunBacT:



* COXpaHHOCTh JIMYHBIX JIeJ T[EJaroroB M COTPYAHMKOB  00IIe00pazoBaTeIbHON
OpraHM3alvy,

*  KOH(QHIEHIMAJIHHOCTh CBEJCHHUW, COJCpPKALIMXCA B JHMYHBIX JeJax IelaroroB u
COTPYJHUKOB.

8. [IpaBa paGoTonare/isi 1 padoTHUKA
8.1. Jlns obecnieueHHs 3alMTHl NMEPCOHANBHBIX JAaHHBIX, KOTOPHIE XPAHATCA B JIMYHBIX Jefax
MEearoroB U COTPYJHHKOB 00IIe00pa30BaTeIbHOW OpraHW3alMy, MEJAarord W COTPYIHUKH
0011e00pa3oBaTeIbHON OpraHU3aIllui KMCIOT MPAaBO:
*  TOJNYYHTh MOJHYHO WHQPOPMAIMIO O CBOMX IEPCOHAJBHBIX JTAHHBIX U OOpabOTKE 3THX
JaHHBIX;
*  TOJYYHUTh CBOOOJHBIN JOCTYI K CBOMM IEPCOHATBHBIM JIAHHBIM;
*  TOJYYHUTh KOIMHUH JOKYMEHTOB, XpaHSIUECS B JUYHOM JIEJIe ¥ COAEpIKaINe EePCOHATBHBIE
JIaHHBIE.
* TpebOoBaTh UCKIIOYCHUS WM HCTIPABIICHUS HEBEPHBIX M HETIOJIHBIX MMEPCOHATBHBIX JAHHBIX.
8.2. PaboToaTenb UMEET MpaBo:
* 0o0pabaTbIBaTh MEepCOHANBLHBIC JAHHBIE MEAArorOB U COTPYIHHKOB 00IIE00pa3oBaTeIbHON
OpraHu3aIiK, B TOM YKCIIC ¥ Ha 3JIEKTPOHHBIX HOCUTEIISX;
* 3alpOCUTh OT MENaroroB M COTPYJHHKOB 0OIIe00pa3oBaTeNbHON OpraHM3aluu BCIO
HEOOXOMMYI0 MH(OPMAIIMIO JUIsI BEACHUS JHMYHBIX Jed U 00pabOTKH MEepCOHAIbHBIX
TAHHBIX.

9. 3ak/II04YUTe/IbHBIE MOJI0KEHUS

9.1. Hacrosee [lonoxxenue o mopsjike BeAEHUS JUYHBIX J1e]1 PAOOTHUKOB SIBJISETCS JIOKAJIbHBIM
HOPMAaTUBHBIM aKTOM, IpuHUMaeTcs Ha [legarornueckom COBETE LIKOJBI U yTBepxkaaercs (imbo
BBOJIUTCS B JICHCTBHE) MPUKA30M JIUPEKTOPA OpraHU3alMK, OCYILECTBIIAIONIEH 00pa30BaTeIbHYIO
NEeSITEIbHOCTD.

9.2. Bce u3MeHeHUs U JOIOJIHEHMs, BHOCHMble B Hacrtosiuee [lomoxeHue, opopmisitorcs B
IIUCBMEHHOW (opMe B COOTBETCTBMM JIEHCTBYIOIIMM 3aKOHOJATENbCTBOM Poccuiickoit
denepanuu.

9.3. INonoxeHne O MOPSAKE BEACHUS JIMYHBIX e paOOTHHKOB 00pa30BaTENbHON OpraHMU3aluu
IIPUHUMAETCS Ha HEONpeNeNIeHHbIM cpok. IM3meHnenus u pomnonHeHus k  IlomoskeHuto
MPUHUMAIOTCS B TIOpsi/IKe, ipeaycMoTpenHoM 11.9.1. Hactosmero [TomosxeHus.

9.4. Ilocne npunstus IlonoxkeHus (MIM HW3MEHEHUM W JIOTIOJIHEHHH OTIENbHBIX IYHKTOB H
pa3esioB) B HOBOM peaKluy IpeblIylas peJakliis aBTOMaTUYeCKN yTPauuBaeT CUITY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata ®Qamumus, | Tabems- | JomxrocTs | CTpyKTyp- 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
cOoTpyAHUKa | (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

O0JI0KKa JIMYHOTO Jeja

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

JIMYHOE JEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTta Hayama

Jlata okoHUaHUs

Ha JIUCTax
XpaHuTh et
Donx Ne
Onuchk Ne

Jemo 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)

KonnyecTBo IMCTOB BHYTpEHHEN OIIMCH

(uudpamu 1 MPOIHCHIO)

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 Tie1arora
Y COTPYAHHUKA C TUYHBIM
JIEJIOM

Iloanuce nienarora u
COTpYIIHUKA

OTMeTKH, TpUMeYaHus,
3aMeYaHUs




[Ipunoxxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMY U1 JIMYHOTO J1eJi1a

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[aTta npoBepku

d.N.0. unenosn
KOMHCCUU

Iloanucu 4yieHoB
KOMUCCHUU

Pesynbrar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OECJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT4ecTBO

2. Ion

3. T'ox, 4nuciio U MECSI POKICHUS

4. Mecto poxacHUs

5. I'paxnaHcTBO

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

6. O6pazoBanue

HasBanue
yueOHOro
3aBEJICHHS U €TO

MECTOHAXOXACHUC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYIUICHUS

Ton
OKOHYAaHUS
WM yX0Jia

Ecim ne
OKOHYMJI, TO
C KaKkoro
Kypca yIien

Kakyro
CIELUAIBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
y4eOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YIOCTOBEPEHHS

7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BJIAJECETE

8. YueHas CTeneHb, yueHOE 3BaHUE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U NEepeBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE OOBACHATHCA, BIIAJICETE CBOOOHO)




10. Brmmonusiemass paboTa ¢ Havaja TPYJOBOH JAeATENbHOCTH (BKJIIOYass yyeOy B BBICIIUX H
CPEIHHUX CITeIMATBHBIX YY€OHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIIHCTBY)

Mecsu u rox JIOJKHOCTB C YKa3aHUEM YUpeXKIeHUS,

HOCTYIUICHUS yxoJa OpraHu3alUK, IPEANPUATHS, a TAKKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHaxX0XKICHHE
YUpEKICHUS,
OpraHu3aluy,
PEATPUITHS

11. IlpeOniBanue 3a rpanulieit (padora, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeraIueii)

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 nmeere npaBUTEIbCTBEHHbBIC HArpaIbl

Korna u kem HarpaxeH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTIM M BOMHCKOE 3BaHME

CocraB Pon Botick

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

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3allOJIHCHUS JTUYHOTO JIUCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEIATh 000 BCEX M3MEHEHUSX NAHHBIX, BKIFOYCHHBIX B JTHMYHBIHA

JMCTOK 10 y4eTy KaJpoB.

« » 202  ronma




AHKETA

[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxneHus

1. I'paxkmaHCcTBO (€CIM M3MEHSUIN, TO YKaXUTE,
KOTJIa ¥ 10 KaKOW MpUYnHE)

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

3. KakumMu HHOCTpaHHBIMH SI3bIKAMH U SI3bIKAMH
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
KaKkoW  cremeHW  (UMTaeTe U MOXKETe
O0OBSCHATBCS, BIajeeTe CBOOOIHO)

4. Brinonzsiemas padoTta ¢ Hayajla TpPYJOBOU JIeATENbHOCTH (BKJIIOYasi BOGHHYIO CIyX)0y U padboTy

110 COBMeCTI/ITeHBCTBY)

Mecsu u rox JIOJDKHOCTB € yKa3aHHEM Y4pPEKICHUS,

MOCTYIIJICHHU A yxona OpraHusanuu, IpeAIrpuAaATHA, a TAKIKC

MUHUCTEPCTBA (BEIOMCTBA)

MecToHaxX0XIECHHE
YUpeXKICHUS,
OpraHu3aIu,
MPEATPUITHUS

5. Bamm Onmu3kue 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 HoMmep TenedoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSIOIINI

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

8. JlonmomHUTENbHbIE CBEJIEHUS, KOTOphIE BhI jkemaere cooOmuTh o cede

10. Ha kxako#i ypoBeHb 3apruiatel Bel paccunteiBaere?

« » 202  ronma

(IOMMKHOCTB OTBETCTBEHHOT'O 32 KaJIPOBBIN y4eT)

(moamucs)

(pacmupoBKa MOIINCH)




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

JIMCT-3ABEPUTEJIb

naea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(tmdpamu U IPOIHCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEpHBIE HOMEpa JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH Onucu JINCTOB
OcobeHHoctr HPU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopMHpoOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacumppoBKa MOAIKUCH)

« » 202  ronma
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