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1. O0mue mo10:xKeHAS
1.1. Hacrosimee IlonoxeHnue o moOpsiAKE BEACHUS JHYHBIX JIeJ1 PAOOTHUKOB OpraHU3AINH,
OCYIIECTBISIONIEH  00pa30oBaTEeNIbHYIO0  JIEATENbHOCTh, pa3paboTaHO B  COOTBETCTBUU C
®enepanbHbM 3ak0HOM Ne 273-D3 ot 29.12.2012 «O6 obpazoanuu B Poccuiickoit deneparmm»
¢ m3MeHeHus MU Ha 29 nexabps 2022 roga, dPexpepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MEPCOHATBHBIX JaHHBIX» ¢ m3MeHeHusMH Ha 14 wmrons 2022 ronma, Ykaszom Ilpesumenra ot
30.05.2005 Ne 609 «O06 yrBepxaeuun [lonoxeHus: 0 MEPCOHANBHBIX JaHHBIX TOCYIaPCTBEHHOTO
cnyxaniero Poccuiickont ®denepauuy ¥ BEACHUM €ro JUYHOrO Jena», TpynoBeiM Koapexcom
Poccuiickoit @enepannu, KomnekTuBHBIM AOTOBOPOM, Y CTaBOM OpPraHHU3alMU, OCYIIECTBISIOIEH
00pa3oBaTeNbHYIO NEATeTbHOCTb.
1.2. Jlamnoe IlonoxkeHue omnpenensieT MNOPANOK BEIEHUS JMYHBIX JeJl MEJaroroB M MHBIX
COTPY/JIHUKOB M PaOOTHUKOB IIKOJIbI, OMpPEAENseT MOPsSA0K (GOPMHUPOBAHUS, YU€Ta U XPaHECHHUS,
BBIJIaYU JINYHBIX JIETT BO BpPEMEHHOE TOJIb30BaHKE, a TAK)KE OTBETCTBEHHOCTH, IPaBa pabOTHUKOB U
JTUPEKTOpa 00pa30BaATEIHLHOM OpPraHU3aIUH.
1.3. Hacrosimee [lonoxxenne yrBepaaeTcs MPUKa3oM IO IIKOJIE U SBISETCS 00S3aTeTbHBIM IS
BCEX KaTerOpHi MeIarornyeckux u APYruxX COTPYIHUKOB IIKOJIBI.
1.4. Benenue NUYHBIX i€ MEAAaroroB M COTPYAHMKOB IIKOJIBI BO3JIAraeTcsl Ha CIEHHAINCTa IO
KaJl[paM OpraHu3alliu, OCYIECTBIISIONIeH 00pa30BaTENbHYIO ASSITENEHOCTD.
1.5. JluyHO€ ne0 — OCHOBHOM JOKYMEHT MEPCOHATBHOTO YUeTa, COACpKAIIUi Hanbosee MoJHbIe
CBEICHHsI 0 pabOTHHKE 00pa30BaTENbHOM OpraHU3aIlui U €T0 TPYIOBOU AesITenbHOCTH. B mraHOe
JIEJI0 BHOCATCS CBEJICHHUS, CBSI3aHHBIE C TTOCTYIJIEHUEM Ha pabOTy M YBOJILHEHUEM.
1.6. Cenenusi, comepxaiiuecs B JINYHOM JeNe, OTHOCATCA K KOHGUACHIIMAIbHOW HH(OpMaLINH,
MMEIOT OTPAaHUYCHHBINA JOCTYI U Pa3TJIallIEeHUIO HE MOIeKAT.
1.7. JInanoe neno BeAeTcs B TE€YSHHE BCETo Mepruoa padoThel paboTHHKA.
1.8. BejeHne HECKOJIBKHX JIMUHBIX I OJHOTO pa0OTHHUKA OOpa30BaTEIbHON OpraHHW3aliH He
JIOMTYCKaeTCsl.

2. llopsinok (popMuUpOBAHUS JIMYHBIX eI COTPYIHHKOB
2.1. ®opmupoBaHHWE JIMYHOTO [eJa TIEJaroroB W COTPYAHUKOB o00I1Ie00pa3oBaTeIbHON
OpraHu3ali MPOM3BOJIUTCS HEMOCPEACTBEHHO TIOociie IpHeMa B 00I1e00pa30BaTebHYIO



OpraHM3alli0 WM T[epeBoJa TEeNaroroB W COTPYAHUKOB U3 JPYyroi oOpa3oBaTelbHOMI
OpraHH3aIlHH.

2.2. B coOTBeTCTBUY C HOPMATHBHBIMHU JIOKYMEHTAMH B JIMYHBIC JIeJIa TIEAaroroB U COTPYIHUKOB
OpraHM3alliK, OCYIIECTBIIAIONICH 00pa30BaTCIIbHYIO JEATCIBHOCTh, BKJIAIBIBAIOTCS CJICIYIOIIHE
JOKYMEHTBI:

s nedazo2os:

3asiBJICHUE O MpUeMe Ha paboTy;

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

CIIpaBKa O HAIWYHUU (OTCYTCTBUH) CYIUMOCTU M (WK) (aKTa yroJOBHOTO MPECIICAOBaHNUS,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;

aBTOOHOTpadus;

KOIIM [1aCHOpTa WM MHOTO IOKYMEHTA, yI0CTOBEPSIOLIETO JUYHOCTb;

KOIIUSI CTPAaXxOBOI'0 CBUETEIHCTBA IEHCUOHHOTO CTPAXOBaHUS;

KOIMS UIEHTU(UKAMOHHOI'O HOMEPa HAJIOTOIJIaTeNbIINKa,;

KOIHS TOKYMEHTa BOMHCKOTO y4eTa (111 BOCHHOOOSI3aHHBIX );

KOIIMsI CBUJIETEIbCTBA O 3aKJIIOYEHUHU Opaka (IIpyU HAJIM4YUHN);

KOIIHSI CBUJIETEIHCTBA O POXKICHHUH JeTeH (MPH HATUYHH);

KOIIMM JJOKYMEHTOB 00 00pa3oBaHuy;

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

KOIIUU JIOKYMEHTOB O HarpaKJAeHUH (IIpU HAJIUYUN);

XapaKTepUCTUKH, PEKOMEHIaTeNIbHbIE MMCbMA (ITPU HAJIUYHN);

IIPUKa3 O IpuemMe Ha paldoTy;

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

JOJDKHOCTHAs! MHCTPYKLHMSA (JOJKHOCTHBIE MHCTPYKLMM C MOMEHTAa Ha3HAa4yeHMsI Ha BcCe
JOJKHOCTH ),

TPYJAOBOH [JOroBop (C MOCHENYIOIIMM BKJIIOYEHHUEM JONOJHUTENIBHBIX COTJIAIIEHUN K
TPYAOBOMY JIOTOBODY);

TPYAOBYIO KHHXKKY;

MEIULUHCKYIO0 KHUXKKY.

s pabomuukos:

3asBJICHME O ITpHeMe Ha paboTy;

3asBJICHUE O COTJIACUU Ha 00pabOTKY MEePCOHATBHBIX JaHHBIX MEarora;

CIIpaBKa O HAIWYUK (OTCYTCTBHHU) CYIUMOCTH U (MJH) (akTa YrOJOBHOTO MPECIICTOBaHMS,
BBIJIAHHOTO COOTBETCTBYIOILIUM OPIaHOM MPaBONOPSAKA,

aBTOOHOrpadus;

KOIUS acopTa UM UHOTO JIOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTB;

KOIIMSI CTPaXxOBOTO CBUJIETEIHCTBA IEHCHOHHOTO CTPAaXOBaHUS;

KOIUS UACHTU(DUKAIIMOHHOTO HOMEpPa HAJIOT OILIATE b IINKA;

KOIHS JOKYMEHTa BOMHCKOTO y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIUSI CBUJETENBCTBA O 3aKJIIOUEHUH Opaka (Tpy HaJIn4YKHM);

KOIIHSI CBUJIETEIBCTBA O POXKJICHUM JieTel (MIpH HAINYHHN);

KOIIMH JIOKYMEHTOB 00 00pa30BaHUU;

KOIIMH JJOKYMEHTOB O HarpaxJeHUH (Ipy HAJIMYUH);

XapaKTePUCTHKH, PEKOMEHIaTeIbHBIC TIHChMA (TTPH HATWYIHH );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O NMepPeBo/ie Ha UHYIO JOKHOCTD (MIPH HATUYHH);

JOJDKHOCTHAsT MHCTPYKLHUS (JOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTAa Ha3HAuYeHUs Ha BCe
JOJKHOCTH ),

TPYAOBOM JOrOBOp (C TMOCIEAYIOUIMM BKJIIOYEHHEM JOMOJHUTEIbHBIX COTJIAICeHUN K
TPYZIOBOMY JIOTOBOPY);

TPYAOBYIO KHIXKKY;



*  MEIULUHCKYIO KHUXKKY.
Pabomooamenv opopmasem:

* TPYIOBOH JOrOBOP B JIBYX 3K3EMIUIIpAX;

* IpHUKa3 o0 npuemMe Ha paboTy (0 mepeMeleHud Ha JPYyTrue JOHKHOCTH);

s uuHyIo KapTouky Ne T-2;

*  JOJDKHOCTHYIO MHCTPYKIIMIO B ABYX 3K3EMIUISIpaXx.

Pabomooamenv 3naxomum:

* ¢ HOPMAaTUBHO-TIPABOBBIMH JIOKyMEHTaMHU HIKOJIBI (YcTaBoM, KOJIeKTUBHBIM JI0TOBOPOM,
[IpaBmiiaMu TpyAOBOTO paclopsaka U Ap. JIOKAIbHBIMU aKTaMH);

*  C JOJDKHOCTHOW MHCTPYKLIMEH;

* IPOBOJUT BBOJHBIM HMHCTPYKTaXX, HMHCTPYKTaXX IO OXpaHE TpyAa, HHCTPYKTaX IO
IIPOTUBOMNOXKAPHOI 06€30MacCHOCTH.

2.4. llepBuuyHoe o(hopMIIEHHE TUYHOTO JeJIa MPETyCMaTPUBALT:

* IPUCBOCHHE JUYHOMY JIeJy HOMEpPA COTJIACHO >KypHANy ydeTa JIMYHBIX A€l (MPUIOKEHHE
Ne 1);

* IpOCTaBJCHHE Ha OOJIOKKE JMYHOTO Jena (mpuioxeHue Ne 2) creAyroomux peKBU3UTOB:
WHJEKC Jena (B COOTBETCTBMM C HOMEHKJIATypoll jen  oOmieoOpa3oBaTesbHON
OpraHu3aliiy; IIOJIHOE HaUMEHOBaHUE 00I1e00pa3oBaTeIbHON OpraHu3aluu; HOMeEp
JUYHOTO Aena; GaMuins UMsi OTYECTBO pabOTHHKA B MMEHUTEIFHOM TIaJIeKe; NaThl — IO
Hayala ¥ roJl OKOHYaHUs BEJCHUS JIeN1a; KOJMYECTBO JIMCTOB; CPOK XPAaHEHHS;

* I[IOMEIIEHHWE JOKYMEHTOB, MOJUIekKAIIUX XPAHEHUID B COCTaB€ JIMYHBIX JI€d, B
XPOHOJIOTUYECKOM MOPSIKE:

BHYTPEHHSIS ONMCh JOKYMEHTOB Jiena (nmpuiioxkenue Ne 3);

JUYHBIN JIMCTOK MO y4YeTy KaapoB (mpuioxxeHus Ne 6);

3asiBJIEHUE O IIpUEME Ha palboTy;

MIPHUKa3 O puemMe Ha padoTy;

TPYyZIOBOM AOTOBOP;

JIOTOBOP O TOJHOW MaTepuaabHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepUaJIbHO OTBETCTBEHHOE JIULIO);

XapaKTepUCTUKH U PEKOMEH/IaTesIbHbIE TNChMa;

corjacue Ha o0pabOTKy MEepCOHAIbHBIX TaHHBIX.

2.5. JIncTel JOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE JEJI0, TOAJIEkKAT HyMEPaLUH.

2.6. C menpio obecrieueHusT Ha UIeKAIe COXPaHHOCTH JIMYHOTO Jiejia MearoroB U COTPYTHUKOB
001eo0pa3oBaTeIbHOM OpraHu3any M ynoOcTBa B OOpallleHWH ¢ HUM Npu (OpMHUPOBaHUM
JOKYMEHTBI TMOMEIIAI0TCA B OTAENbHYI0 nanky. [Ipu yBoibHEeHMM pabOOTHUKA MIPOIIMBAOTCS
HUTKaMHM U CJIAIOTCS B apXUB.

2.7. BHyTpeHHss onMCh JOKYMEHTOB, UMEIOIIMXCS B JJMYHOM JIelIe, TOJIKHA COJIEP)KaTh CBEICHUS
O TMOPAJKOBBIX HOMEpaxX, HAaUMEHOBAHMSIX JOKYMEHTOB [I€J1a, KOJMYECTBE JIMCTOB, JaTax
BKJIFOUEHUSI JJOKYMEHTOB B JINYHOE JEJI0 U U3BITUA U3 JIeNa, & TAaKKE KeM H3BAT JOKYMEHT U IO
KaKoH IIpUYMHE.

2.8. BHyTpeHHsIsI ONUCH COCTaBIISIETCSI HA OTAEJIBHOM JIUCTE MO YCTAaHOBJIEHHOHN (opme. JIMcThbI
BHYTPEHHEHN OINCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpu moAroToBKe JIMYHBIX /1€ K Nepeaye Ha XpaHeHWE K BHYTPEHHEH OMUCU COCTaBISETCS
UTOTOBasl 3aIUCh, B KOTOPOH yKazbIBaeTcs MU(PPaMU U MPOMHCHIO KOJIMYECTBO BKIIOUEHHBIX B Hee
JIOKYMEHTOB M KOJIMYECTBO JIUCTOB JiejIa.

YVV VVVVVY

3. HOPHZIOK BeaACcHUA JIMYHBIX aeJa negaroron n COTPYAHUKOB opranmsanuu,
OCyHIeCTBJISAIOIIECH 00pa30BaTeIbHYIO AeSITeJIbHOCTh

3.1. JluuHoe neno memaroroB W COTPYAHUKOB 00IIE00pa30oBaTEIHbHOW OpraHU3aIldu BEICTCS B
TEYEHHE BCEro MepuoAa paboThl KaXKIOro TMenarora M COTPyIHUKA B 00ImeoOpa3zoBaTeNbHOMN
OpraHu3aIyH.



3.2. JlanbHeiiliee BeAEHHME JIMYHOTO Jefla IEAAaroroB M COTPYIHUKOB 00IIe00pa3oBaTebHOM
OpraHu3alK IpeAyCcMaTpUBacT MOMELIEHHE B JeJI0 JOKYMEHTOB, 00pa3yrolluxcs B Ipolecce
paboueil e TeNbHOCTH U UMEIOIUX 3HaYeHUE JIJIsl TPYAOBBIX OTHOLICHUHA:

* JIONOJHEHHE K JTUYHOMY JIMCTKY 10 Y4ETy KaJpOB;

*  JIOIIOJIHUTEJIbHBIE COIIAIICHUS K TPYAOBOMY JOTOBODY;

* KOIHMHU IPUKA30B IO JIMYHOMY COCTaBYy, KOTOpBIE KacarOTCsl IIEJaroroB U COTPYIHHUKOB

00111e00pa30BaTEIbHON OpraHN3alnY;
* OT3bIBBl JIOJDKHOCTHBIX JIMII O TMeJarore M COTPYAHHUKE 00meo0pa3oBaTeIbHON
OpraHu3aluy;

*  KONMH JOKYMEHTOB O IOBBILIEHUN KBAIH(PUKALINY;

*  KONHH CEPTUPHUKATOB, TPAMOT;

* JIMCT — 3aBEpUTEIIb JieJ1a (COCTAaBIIAIOT IIPU c/ladye JIUYHOIO JIejia B apXUB);

*  HHBIEC JOKYMEHTHI.
3.3. B menax oOecriedeHuss KOHTPOJSL 3a COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIMYHBIX [I€J1 B
001eoOpa3oBaTeIbHOM OpraHu3aluy €XeroJHo (He mo3aHee | kBapTana ropa, CieayrOIIEro 3a
OTYETHBIM) MPOU3BOJUTCS POBEPKA UX HAIMYUSA U COCTOSTHHUSL.
3.4. ExXerogHyio MpoBEpKY COCTOSIHHS JIMYHBIX /€] Ha MPEeIMET COXPAaHHOCTH BKJIIOUCHHBIX B
HEro JIOKyMEHTOB IPOBOJIUT CIIELUAIbHO co3JaHHas KoMuccusa. O IPOBEACHHBIX IPOBEPKax
JIeaeTCsl OTMETKA B JINCTE O PE3YJbTATaxX €XKEroJHON IPOBEPKU COCTOSHMS W HAJIUYMsl JIMYHOTO
nena (mpuioxenue Ne 5) u coctaBisieTcs akT. Pe3yabTaThl IPOBEPKH JIMUHBIX /1€ B 0043aTEIbHOM
HOPSAKE JOBOAATCA A0 IUPEKTOpa 0011e00pa30BaTeIbHON OpraHu3aluy.

4. Tlopsaaok y4éra M XpaHeHHMs JHYHBIX JieJl MeJaroroB M COTPYAHMKOB OpPraHuU3aluu,
OCYHIeCTBJISAIOIICH 00pa30BaTEIbHYIO AeSITEIbHOCTD.

4.1. XpaHeHue U ydeT JUYHBIX JIe] IEe1aroroB U COTPYAHUKOB OpraHU3allMy, OCYILECTBISIOUIECH
00pa30oBaTeNbHYIO AEATEIbHOCTb, OPTaHU3YIOTCS C LENbI0 OBICTPOro M 0e30IMOO0YHOrO MOMCKa
JUYHBIX JeJ, OOECIeYeHHs WX COXPAHHOCTH, a TaKXke O0ecredeHus: KOH(UICHINAILHOCTH
CBEJICHUH, cofiepKaluXxcs B JIOKyMEHTaX JIMYHbIX J€J, OT HECAaHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2. JInganble 1ena COTPYAHUKOB XpaHsTCs B ceide 00meo0pa3oBaTeIbHOM OpraHu3aIiy.

4.3. TpynoBble 1 MEAMLIMHCKUE KHIKKU XPaHITCs OTAEIBHO B celide.

4.4. Jloctyn K JUYHBIM JI€JIaM T€JIarorOB U COTPYAHHKOB 00I11€00pa30BaTEIbHOM OpTraHU3aIluu
UMEIOT TOJBKO CEKpeTapb, CIEUUAIUCT IO KaJapaM, AUPEKTop o00iieoOpazoBaTeabHON
OpraHu3any JIMOO 3aMECTHTENIH JUPEKTOpa TPU HCIOIHEHWH OO0S3aHHOCTEH JHpEKTOpa
00111e00pa30BaTeIbHON OpraHU3aIHH.

4.5. Cucrematuzauusi JUYHBIX JIeJ1 T€AaroroB M COTPYIHUKOB 00I1€00pa3oBaTEIbHON
OpraHU3alMK TPOU3BOAUTCS B al(paBUTHOM MOPSAKE.

4.6. JlnuHble Aena TMeJaroroB M COTPYTHHKOB OO0IIE00pa3oBaTENbHONW OpPraHW3allud, MMEIOIIHX
roCyJJapCTBEHHbIE 3BaHUs, IPEMUH, HATrpa/ibl, YUCHbIE CTENIEHH U 3BaHMS, XPAHATCS MOCTOSIHHO, a
OCTQJIHBIX COTPYIHUKOB — 75 JIET ¢ TOAa YBOJBHEHHUsI pabOTHHUKA (B cOOTBeTCTBUU C [lepeunem
TUIOBBIX YIPABIEHUYECKUX JOKYMEHTOB).

S. IllopsaoK BbIIAYH JUYHBIX /IeJ1 BO BpEMEHHOE I0JIb30BaHHe

5.1. Bolgaua nuyHbIX f1en1 (OTHAENbHBIX JOKYMEHTOB B COCTAaBE JMYHOIO Jieja) BO BPEMEHHOE
MOJIb30BaHKUE TMPOU3BOJUTCS C paspelIeHus: JAUPEeKTopa o0I1eoOpa3oBaTeNbHON OpraHU3aluu 110
3asBJICHUIO COTPYIHHMKA OpraHU3alliu, OCYIIECTBIISIOIIEH 00pa30BaTEIbHYIO A€ATEIBHOCTb.

5.2. PabGora (o3HakOMJIEHHME) C JIMYHBIMU JleJlaMd  TEeNaroroB M COTPYIHHMKOB
00111€00pa30BaTENIbHON OpraHU3alluy IPOU3BOIUTCA B MPUEMHON qupektopa. B xoHue pabodero
JHSI CeKpeTapb WIM CHelMaIMCT MO KaapaMm o0s3aHa yOeIuThCsl B TOM, YTO BCE JIMUHBIE Jena,
BBIJJaHHBIE BO BPEMEHHOE II0Jb30BAHME, BO3BPAIEHBl HAa MECTO XPAaHEHHd W €CTb JIU
HE00XOAUMOCTB JJIsl IPUHATHUS Mep K MX BO3BPAIIECHUIO WIN PO3BICKY.

5.3. @axT BbIIaYM JUYHOTO Jiesia PUKCUPYETCS B KOHTPOJIBHOM >KypHaJe.



5.4. U3patue OTAENbHBIX JOKYMEHTOB U3 JIMUHOIO J€J1a IIPOU3BOAUTCS C pa3pelleHns AUPEKTopa
001eo0pa3oBaTelbHOW OpraHu3auu ¢ O(QOpPMIICHHEM COOTBETCTBYIOIICH 3amuch B Trpade
«[Ipumeuanue» BHyTpeHHeH onucH. [Ipn BpeMEHHOM U3BATHM JJOKYMEHTA Ha €r0 MECTO (MEXAY
JUCTAMHM COCEJIHUX JIOKyMEHTOB) BKJIQJIBIBAETCSl CIIPAaBKa-3aMECTUTENIb C YKa3aHHEM JaTbhl U
IIPUYMH U3BATHS C TIOJAIUCHIO JIMLA, BBIIABIIErO JOKYMEHT, U MOANKMCHIO JIMIIA, TOJTYYHUBILErO €ro
BO BPEMEHHOE M0JIb30BaHHUE.

6. OdopmuileHne JIUYHBIX JeJ1 Mepe claveid B apxXuB
6.1. Odopmienue JTUYHBIX A€ AJs Mepeladyd B apXUB MPOU3BOJUTCS CHEIMATIMCTOM IO KaJapam
00111e00pa30BaTeIbHON OpraHu3aluy. JTa NpoLeaypa BKIOYAeT:

* [OAWIMBKY (NEpeIUIeT) ena;

* YTOYHEHHE HyMepaluH JUCTOB J1eNa;

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

* cocTaBiieHUE (YyTOUHEHHE) BHYTPEHHEH OMKCH;

* BHECCHHE YTOYHEHUH B PEKBU3HTHI JIUIIEBOH OOJIOKKH Jiena.

6.2. Jlucr-3aBepurenp Jena JODKEH MOJANMCATH €ro COCTABUTENb, IPU OSTOM JIEJIAeTCs
pacmmudpoBKa IODKHOCTH W TOMIKCH, MPOCTaBIseTcs Jnara. B mporecce MCIOIB30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTENIE JIENal0TCsA COOTBETCTBYIOLIME OTMETKU. Ecim geno
MOJIIATO O€3 JHMCTa-3aBEPUTENS, TO €ro CIEAYeT HAKJICHTh Ha BHYTPEHHIOIO CTOPOHY OOJOXKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMUHBIX JIEJT PEKOMEHTyeTCSI:

* 00BEeIUHATh MHAWBUIYaJIbHBIE JIMYHBIE J€ja YBOJCHHBIX COTPYJHHKOB B OAHY OOJOXKKY
(0OBeIMHEHHOE JIETI0) C TAaKUM pacdeToM, 4ToObl 00beM jerna (Toma) He mpeBbiman 250
JMCTOB (ITyTe€M CLIMBKU MaTe€pHajoB MHAWBUIYAIbHBIX JI€] 10 F0JaM YBOJIbHEHHU);

* pacrmojiaraTh MaTepHallbl WHAMBUIYAIBHBIX NI B Mpejaenax nena (Toma) B aa(aBHUTHOM
nopsiake (moaMuiIbHO), OTAENSS MaTepUabl, OTHOCSIUECS K Pa3HbIM MHIUBUAYAJIbHBIM
JefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHWeM Ha HeM (paMWiInHM, UMEHH M OTYeCTBa
COOTBETCTBYIOLIIETO  YBOJEHHOIO IeJarora M COTpyIJHHMKa 001ieo0pa3oBaTeabHOM
OpraHu3aIuy,

* cHa0XaTh Kaxa0€ OObEJUHEHHOE JeN0 (TOM) BHYTPEHHEH ONHChIO C MEPEeYUCICHUEM
dbamuuii, UIMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUI], B TpeAesax KOTOPBIX
PacIoyioKeHbl COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. [lepenada TMYHBIX A€ B apXUB OCYIIECTBIIIETCS HE TO3THEE TPEX JIET IOCIIE 3aBEPIICHUS X
B JIEJIONIPOM3BOJICTBE B COOTBETCTBUM ¢ rpaduxoM. [IpenBapurenbHo cekpeTapeM, CrenualucToM
M0 KaJpaM TIPOBEpSETCS TIOJHOTa W TPABHIBHOCTh TOJTOTOBKM JIMUHBIX Jel K Iepesade.
BelsiBIIeHHBIE TTPU NPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpeTapeM, CHEIMAIMCTOM IO Kajpam.
[epenaua u mpreM MPOU3BOJATCS O OTHCH C MMPOCTAHOBKON OTMETOK O HAJTMYWH JIMYHBIX JIEI.
6.5. JInunble nena nefaroroB U COTPYIHUKOB 001e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbIE
nenonpousBoacTBoM 10 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 roma — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxraurepa oOieoopa3oBaTenbHON OpraHu3alMi UMEIOT
MIOCTOSTHHBINM CPOK XPaHEHUSI.

7. OTBETCTBEHHOCThH
7.1. Tlemaroru W COTPYAHUKH OOIIE0OPa30BATENBLHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MPEJICTaBIIATh CEKPETAPIO WM CICIIHATUCTY 0 KaJpaM CBEJCHHUS 00 N3MEHEHUH B MEPCOHATBHBIX
MAaHHBIX, BKIIOYEHHBIX B COCTaB JIMYHOIO J€ea.
7.2. Paboronmarens o0ecIieqYnBact:
* COXpPaHHOCTh JIMYHBIX JIe TMEeJaroroB M COTPYIHUKOB  00IIeoOpa3zoBaTebHOM
OpraHH3allVH;
* KOH(HIEHIIMAIBHOCTh CBEACHUI, COAEPKAIIMXCS B JUYHBIX JeJaX T[eJaroroB M
COTPYIHUKOB.



8. [IpaBa padoTonares 1 padOTHHKA
8.1. Jlns oOecnieueHHs 3allUTHl MEPCOHANBHBIX NAaHHBIX, KOTOPHIE XPAHATCS B JIMYHBIX Jeliax
MeJaroroB W COTPYAHHKOB 001eo0pa3oBaTeIbHON OpraHu3alui, MEeAarord W COTPYAHHKHU
00111e00pa30BaTEIbHOM OPraHNU3allui UMEIOT IPABO:
* TMOJYYHTh TOJHYI WH(OPMAIHUIO O CBOUX IMEPCOHATBHBIX MAHHBIX M 00pabOTKE ATUX
JAHHBIX;
*  MOJYYHUTh CBOOOIHBIN JOCTYIT K CBOUM MEPCOHATLHBIM JaHHBIM;
*  TOJYYHTbh KOIHUH JTOKYMEHTOB, XpaHSIIUECS B IUIHOM JIEJIe ¥ COACPIKAIIHNe TEPCOHATLHBIE
JTaHHBIE.
* TpeOOoBaTh UCKIIOYCHUS WM MCIIPABIICHHUS HEBEPHBIX U HETIOJIHBIX MTEPCOHATBHBIX TAHHBIX.
8.2. PaboTonarens uMeeT mpaso:
* o0pabaTbIBaTh MEepPCOHANLHBIC JaHHBIC MEaroroB U COTPYIHHKOB 00IIE00pa3oBaTeIbHON
OpraHH3aIlf¥, B TOM YUCIIC U Ha SJICKTPOHHBIX HOCUTEIISX;
* 3alpOCUTh OT TMEAaroroB M COTPYJHHKOB 0OIICOOpa3oBaTENbHON OpraHM3aluu BCIO
HeoOXoMuMYy0 WH(OPMALMIO JUIS BEIACHHS JMYHBIX JIed U O00paOOTKH MEepCOHATBHBIX
JTAHHBIX.

9. 3ak/II04YnTe/IbHBIE 10JI0KEHUS

9.1. Hacrosimee [lonoskenue o mopske BEACHUS JTUYHBIX 11 PaOOTHUKOB SIBJISIETCS JIOKAJILHBIM
HOPMAaTHUBHBIM aKTOM, NIpUHUMaeTcs Ha IlemarornueckoM coBeTe MIKOJBI U yTBEpKAaeTcs (J1ubo
BBOJIUTCSI B JICHCTBHE) MPUKA30M JTUPEKTOPA OpPTaHU3aINH, OCYIIECTBIIIONIEH 00pa30BaTEIbHYIO
NESATEIBHOCTD.

9.2. Bce m3MeHeHHsI W JOIOJIHEHHs, BHOCHMbIE B Hacrtosimee [lomoskeHue, odopmisitorcs B
NUCbMEHHOW (opMe B COOTBETCTBUM JEHCTBYIOUIMM 3aKOHOJATENbCTBOM Poccuiickoit
denepanuu.

9.3. IlonoxeHue O MOpPsiAKE BEACHUS JIMYHBIX e paOOTHUKOB 0Opa30BaTENIbHOM OpraHu3aluu
IIPUHUMAETCA Ha HEONpeaeNeHHbI Ccpok. M3menenus wu gononHeHus K [lonokeHuro
IIPUHUMAIOTCS B OpsijiKe, IpeaycMoTpeHHoM 11.9.1. HacTosero [lonoxxeHus.

9.4. Tlocne npunstus Ilonmoxenus (WIM W3MEHEHWH W JIOTOJHEHWH OTACIBHBIX MYHKTOB W
pa3zenoB) B HOBOW peJaKIuK MpeIblIylias pelakliis aBTOMaTUYECKH yTpauuBaeT CUITY.
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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

O0J107KKa JIMYHOTO Jeia

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 Tiearora
Y COTPYAHHUKA C TUYHBIM
JIEJIOM

Iloxnuce 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 U] JIMYHOTO /e

©.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'paxnancTBO

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

6. O6pazoBanue

HasBanue
yueOHOro
3aBEJICHHS U €TO

MECTOHAXOXACHUC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYIUICHUS

Ton
OKOHYaHUS
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 v NepeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHSATHCS, BIIAJIEETe CBOOOTHO)




10. Brmmonusiemass paboTa ¢ Havaja TPYIOBOHM JAeATENbHOCTH (BKJIIOYash y4yeOy B BBICIIUX H
CPEIHHUX CITeIMATBHBIX YY€OHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIIHCTBY)

Mecsu u rox JIOJKHOCTB C YKa3aHUEM YUpeXKIeHUS,

MOCTYIUICHHUS yxozaa OpraHU3aIMH, PEIIPHUATHS, a TAKKE
MUHHCTEPCTBA (BEIOMCTBA)

MecToHaxX0XKICHHE
YUpEKICHUS,
OpraHu3aluy,
MPEATPHUATHS

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

(KOMaH/JHBI!, MOJIUTHYECKUH, a]MUHUCTPATHBHBIN, 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  rona




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, y4yeHas CTENEHb (Korma |
Kakue ydeOHbIC 3aBEJICHHsSI OKOHUYWIM, 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
0O0BSCHSTHCS, BIaJeeTe CBOOOIHO)

4. Bemonasemast paboTa ¢ Hadana TPYJAOBOH JEATEIbHOCTH (BKJIIOYAsi BOCHHYIO CITYyKOY U paboTy

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 HoMep TenaeoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSIOIINI

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

8. JlonmomHUTENbHbIE CBEJIEHUS, KOTOphIE BhI jkemaere cooOmuTh o cede

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

« » 202  ronma

(IOMKHOCTB 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
(tmpamu 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
dbopMHUpOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacumppoBKa MOAIKUCH)

« » 202  ronma
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