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1. O01ue moJ10KeHuA

1.1. Hacrosmmee IlomoxeHue o TOpsiAKE BEACHUS JHMYHBIX JIeJ1 PAOOTHUKOB OpTraHU3AINH,
OCYIIECTBISIONIEH  00pa3oBaTENIbHYIO  JIEATENBHOCTh, pa3paboTaHO B  COOTBETCTBUU C
®denepanbHbIM 3ak0HOM Ne 273-D3 ot 29.12.2012 «O6 obpa3zoBanun B Poccuiickoit deneparum»
¢ u3meHennsmMu Ha 30 mexabps 2021 roma, PenepanbHbIM 3akoHOM OT 27.07.2006 Ne 152 «O
MEPCOHAIBHBIX JaHHBIX» C W3MeHeHusMu Ha 2 wuions 2021 roma, Ykaszom Ilpesumenrta ot
30.05.2005 Ne 609 «O06 yrBepxkaeHnu [1omokeHHsT O MEPCOHANBHBIX JaHHBIX TOCYIapPCTBEHHOTO
cinyxamtero Poccuiickoii ®enepauuv W BEACHUM €ro JUYHOro nena», TpynoBsiM Kopexcom
Poccuiickoit ®enepannu, KomiekTUBHBIM J1OTOBOPOM, Y CTaBOM OPraHU3AlMU, OCYIIECTBIISIOLICH
00pa3zoBaTeNbHYIO IEATeIbHOCTD.

1.2. Hannoe IlonmoxeHue ompenensieT MOPSIOK BEACHUS JIMYHBIX JIeJ IEJaroroB M HHBIX
COTPY/JHUKOB W PaOOTHUKOB IIKOJIbI, OMpPEACIseT MOPSAOK (GOPMHPOBAHUS, y4€Ta U XPaHCHHS,
BBIJIAYU JINYHBIX JIETT BO BpPEMEHHOE I0JIb30BAHKE, 4 TAK)KE OTBETCTBEHHOCTH, IPaBa PaOOTHUKOB H
JTUPEKTOPa 00pa30BaTEIILHON OpPTraHU3aIUH.

1.3. Hacrosimiee [lonoxxeHne yTBep)aaeTcs MPUKA30M 1O IIKOJIE U SBISETCS 00S3aTeIbHBIM IS
BCEX KaTErOpHH MeIarornueckKux U APYruX COTPYIHUKOB IIKOJIBI.

1.4. Benenue NMWYHBIX JIEN MEAAroroB M COTPYIHHUKOB IIKOJIBI BO3JIaraeTcs Ha CIICUAIUCTA I10
KaJl[paM OpraHu3alliu, OCYIIECTBIISIONICH 00pa30BaTENbHYIO ACSITENbHOCTD.

1.5. JluyHoe neno — OCHOBHOM JOKYMEHT IMEPCOHATBHOTO Y4eTa, COACpKAIIUN HanboJIee MOJHbIC
CBEICHUsI 0 pabOTHHUKE 00pa30BaTENbHOM OpraHU3aIlMi U €0 TPYIOBOU AesTenbHOCTH. B mmuHoe
JICJIO BHOCSATCSI CBEJICHHS, CBSI3aHHBIC C TIOCTYIICHUEM Ha PabOTy U YBOJIHHCHHEM.

1.6. CBenenus, comepKaliyecss B JIMYHOM JeJe, OTHOCATCS K KOH(PUACHIIMAIBHOU MHGOpPMAIIHH,
MMEIOT OTPAHMYCHHBIN JOCTYIT U PA3TJIAIICHUIO HE TIOJ[JICKAT.

1.7. JIuunoe neno BeAeTCs B TEUCHHE BCETO Neproia paboThl pabOTHHKA.

1.8. BeneHne HECKOJIBKUX JIMYHBIX JIEJ OJHOTO paOOTHHUKA OOpa30BaTEIbHON OpraHHM3aIfH HE
JIOTTYCKAETCs.

2. Ilopsipok ¢popMupOBaHMS JHYHBIX /IeJ1 COTPYAHUKOB
2.1. ®opmupoBaHHE JIMYHOIO [€la I[EJaroroB U COTPYJHUKOB 0011€00pa3oBaTebHOMN
OpraHu3alMi IPOM3BOJUTCS HENOCPEACTBEHHO IOociie IpueMa B 00I1e00pa30BaTesIbHYIO
OpraHM3alli0 WM T[epeBoJa IE€JaroroB M COTPYAHUKOB U3 JApyrol oOpa3oBaTelbHOMN
OpraHM3alMH.
2.2. B COOTBETCTBHH C HOPMAaTHUBHBIMHU TOKYMEHTAMHU B JIMYHBIC JIeja MEAaroroB U COTPYIHUKOB
OpraHu3allK, OCYIIECTBIIOMEH 00pa30BaTENbHYIO AEATENbHOCTb, BKJIAJbIBAIOTCS CIEIYIOLIUE
JIOKYMEHTBI:
s nedazo2os:

* 3asgBJICHUE O NpUeMe Ha paldoTy;

* 3asBJICHME O COIJIACHM Ha 00pabOTKy MEPCOHAIBHBIX JaHHBIX I1€arora;

* ChpaBKa O HAIMYUHU (OTCYTCTBHH) CYJMMOCTH U (MJH) (aKTa yroJOBHOTO MpECieI0BaHus,

BBIIAHHOTO COOTBETCTBYIOIIMM OPIaHOM IPaBONOPSAKA,

* aBrobOuorpadus;

*  KOIHA NAacIopTa WM MHOTO JOKYMEHTA, YIOCTOBEPSIOIIErO JTUYHOCTD;

*  KOIHA CTPAXOBOI'O CBUJETENHCTBA IEHCHOHHOTO CTPaXOBaHUS;

*  KOmMs WIACHTU(UKAIIMOHHOTO HOMEpPa HAJIOTOIIaTebIINKA,;

*  KOMHUA JOKYMEHTa BOMHCKOIO yuyeTa ([Isl BOEHHOOOS3aHHbIX);

*  KONMs CBUJETENbCTBA O 3aKJII0UEHUH Opaka (Ipu HAJIMYUH);

*  KOIHUS CBUJETENIbCTBA O POXKIACHUM JIeTel (IIpH HAJIUYUN);

*  KONHH JOKYMEHTOB 00 00pa3oBaHuu;

*  KOIHHU JOKYMEHTOB O KBaJU(UKALMU WIH HATMYUE CTIEHUAIbHBIX 3HAHUH (MPU HATMYHH);

*  KONHHM aTTECTAllMOHHBIX JIUCTOB (IPU HAJMYUH);

*  KOIHHU JOKYMEHTOB O HarpakJieHuu (Mpu HATUUHUHN);

*  XapaKTepUCTHKH, PEKOMEHIaTeJIbHbIe MHChMa (ITPU HAIUYHHN);



IpUKa3 o mpueme Ha padory;

MpUKa3 O MepPeBOIC Ha MHYIO TOJDKHOCTH (TIPU HAJTMYHUN);

JOJHDKHOCTHAS MHCTPYKLHUS (IOKHOCTHBIE MHCTPYKIIMM C MOMEHTAa Ha3HAYCHHS Ha BCE
JTOJPKHOCTH )

TPYZOBOW JOTOBOp (C TMOCIEAYIOIIMM BKIIOYEHHEM JONOJHHUTENbHBIX COTJIAIICHUN K
TPYAOBOMY JIOTOBOPY);

TPYAOBYIO KHIKKY;

MEIUIUHCKYIO KHUXKKY.

s pabomuukos:

3asBJICHHE O IIpUEMe Ha paboTy;

3asBJICHHE O COTJIACHH Ha 00pabOTKy MEpCOHATIBHBIX JAaHHBIX IEJarora;

CIIPaBKa O HAIWYUK (OTCYTCTBHHU) CYIUMOCTH ¥ (MiM) (akTa YyroJOBHOTO IPECIICI0BaHMS,
BBIJIAHHOTO COOTBETCTBYIOLIMM OPTaHOM IPABOIOPSIIKA;

aBroounorpadus;

KOIHS [TACIOPTa WIIM HHOTO IOKYMEHTA, YJJOCTOBEPSIOIIETO JINYHOCTD;

KOIIMSI CTPAXOBOT'O CBUJIETEIbCTBA IEHCHOHHOTO CTPAaXOBaHUS;

KOIHS UICHTU(UKATMOHHOTO HOMEpa HAJIOTOIJIATEbIINKA;

KOIMs TOKYMEHTa BOMHCKOT'O y4eTa (111 BOCHHOOOsI3aHHbIX);

KOIIHSI CBUJIETEIHCTBA O 3aKII0YeHNH Opaka (Ipy HaJIMYuH);

KOIIMSI CBUJIETEIbCTBA O POXKICHHUHM JieTel (IIpU HAIMYHHN);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMM JJOKYMEHTOB O Harpa)IeHUH (Ipy HAJIMYUK);

XapaKTePUCTHKH, PEKOMEHIaTeNIbHbIC TTHCbMA (ITPH HATWYHHN);

IIpUKa3 O pueMe Ha padory;

IIPUKa3 O NEPEBOJIE HA UHYIO JOJKHOCTD (IIPH HATMYUH);

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

TPYAOBOH [JOroBOp (C MOCIEAYIOIIMM BKJIIOYEHHEM JONOJHMUTENBHBIX COIVIALIEHUH K
TPYZIOBOMY JIOTOBOPY);

TPYAOBYIO KHUKKY;

MEIUIUHCKYIO0 KHUXKKY.

Pabomooamenv oghopmnsem:

TPYAOBOM JIOTOBOP B IBYX IK3EMIUISIpax;

IpUKa3 o mpueMe Ha padoTy (0 MepeMeIleHuH Ha APYyTrue JOIKHOCTH);
TYHY0 KapTouky Ne T-2;

JOJPKHOCTHYIO HHCTPYKIIMIO B JIBYX 9K3EMILISPaX.

Pabomooamens 3naxomum.:

C HOPMAaTUBHO-TIPAaBOBBIMHU JIOKyMEHTaMU HIKOJbI (YcTaBoM, KOJIEKTUBHBIM JIOTOBOPOM,
[IpaBuiiamMu TpyAOBOTO pacropska U Ap. JIOKaIbHBIMU aKTaMH);

C JOJDKHOCTHOW MHCTPYKLUEH;

MIPOBOAUT BBOJHBIM HMHCTPYKTAX, MHCTPYKTaXX IO OXpaHE TpyJda, HHCTPYKTAX IO
IIPOTHBOIOXKAPHOM GE30MaCHOCTH.

2.4. IlepBuuHO€e 0OQOpPMIIEHHE JIUYHOTO Jieja peaycMaTpruBaeT:

MIPUCBOCHUE JIMYHOMY JIeJTy HOMepa COTJIACHO KypHaly ydeTa JIMYHBIX Jien (MPUIoKEeHHe
Ne 1);

MPOCTaBJICHUE Ha OOJOKKE JMYHOTO Jena (mpuiiokeHue No 2) CIeAyroluX PeKBU3HUTOB:
WHJEKC Jema (B COOTBETCTBMM C HOMEHKJIATypoll Jen  oOmeoOpa3oBaTebHON
OpraHM3allfiy;, TIOJIHOE HAaWMMEHOBaHUE O00I1e00pa3oBaTeIbHON OpraHu3aluu; HoMep
JJUYHOT'O AcJia, q)aMI/IJ'II/ISI UM OTYECTBO pa6OTHI/IKa B UMCHUTCIIBHOM MaACKE, AaThl — I'OJ
Hayala ¥ roJl OKOHYAHUS BEJACHUS JIENa; KOJIMYECTBO JINCTOB; CPOK XPaHEHHUS;

IMOMCIICHHUE JOKYMCHTOB, IIOJJICKAIINX XPAHCHUIO B COCTaB€ JIMYHBIX [JO€JI, B
XPOHOJIOTUYECKOM TOPSIIIKE:



BHYTPEHHSS ONMCh JOKYMEHTOB Jiena (mpuiiokenne Ne 3);

JUYHBIA JTUCTOK TIO YUETY KaapoB (puitoskeHus Ne 6);

3asiBJICHUE O MIpHEeMe Ha padoTy;

MIPHUKa3 O pueme Ha paboTy;

TPYOBOH OrOBOP;

JIOTOBOP O TMOJHOW MaTepuaJbHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepHabHO OTBETCTBEHHOE JIUIIO);

XapaKTePUCTHKU U PEKOMEH1aTeNIbHbIE MIChMa;

coryacie Ha 00paboTKy NMepCOHAIbHBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, MOMEILIEHHBIX B JJUYHOE JEJI0, MOJIekKAT HyMEepPallUH.

2.6. C nenpio obecrieueHusT HaUIeKAIeH COXPaHHOCTH JIMYHOTO Jiejla MEIaroroB U COTPYTHUKOB
0011e00pa3oBaTeIbHOM OpraHU3aMid W YA00CTBa B OOpallleHWd C HUM Npu (HOPMUPOBAHUH
JOKYMEHTHI TOMEIIAIOTCA B OTIENbHYIO mNanky. llpum yBombHeHMH paOOTHHKA MPOIIMBAIOTCS
HUTKaMU U CIAl0TCS B apXUB.

2.7. BHYTpeHHSs ONUCHh JOKYMEHTOB, HMEIOLIMXCS B JINYHOM JIeJie, JOJDKHA COJEePKATh CBEICHUS
O TMOPSAJKOBBIX HOMEpax, HAUMEHOBAHMSIX JOKYMEHTOB Jiejla, KOJIMYECTBE JIUCTOB, JaTax
BKJIFOYCHHUS JOKYMEHTOB B JIMYHOE JIETIO0 U M3BIATUS U3 JeNla, a TAKKe KeM H3BIT JOKYMEHT H I10
KaKoU MpHUYHHE.

2.8. BHYTpeHHSS ONHUCH COCTaBISETCS HAa OTICIBHOM JIUCTE MO YCTaHOBIEHHOH (opme. JIMCThI
BHYTpPEHHEH OIUCH HYMEPYIOTCS OT/IEIBHO.

2.9. Ilpu moArOTOBKE JIMYHBIX JEN K Nepeaade Ha XpaHeHHe K BHYTPEHHEH OIHCH COCTAaBIISIETCS
UTOrOBas 3aIlKCh, B KOTOPOIl yKa3pIBaeTca HU(PpaMu U MPOMUCHIO KOJIMYECTBO BKIIOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIEA.

VV VVVVVY

3. Tlopsinoxk BeleHHs JHUYHBIX /e TMeAAroroB M COTPYAHUKOB OpraHu3amuu,
OCYHIECTBJISAIOIIEH 00pa30BaTEJIbHYIO AeATeIbHOCTh
3.1. JluuHoe neno memaroroB U COTPYAHUKOB 00I11€00pa30BaTEIbHOM OpraHu3alliu BEICTCS B
TEYEHHE BCEro mnepuoja padoThl KaKIOro Ieaarora M COTPyAHHKA B 00IIe00pazoBaTeNbHON
OpTaHU3aIIH.
3.2. JlanpHeliee BeACHHE JMYHOTO Jejia TEelaroroB M COTPYAHHKOB 0011e00pa3zoBaTeNbHOMN
OpraHu3alK TpPEAyCMaTPUBAET IOMEIIEHHE B JIEJI0 JOKYMEHTOB, OOpa3yrOIIUXCsS B IpOIEcce
paboueil e TeNbHOCTH U UMEIOIUX 3HaYeHUe ISl TPYAOBBIX OTHOLICHUI:

*  JIONIOJIHEHHE K JIMYHOMY JIMCTKY II0 Y4ETY KaJpOB;

*  JIONOJHUTENbHbIE COTJIALIeHUs K TPYIOBOMY JIOT'OBODY;

® KOIIMKU IIPHUKA30B IIO JIUYHOMY COCTaBy, KOTOPBIC KAaCArOTCA MEAaroroB U COTPYJHUKOB

00111e00pa30BaTeIbHON OpraHn3aluy;
* OT3BIBBI JOJKHOCTHBIX JIMI[ O TIearore W COTPYOHUKE 00I1Ieo0pa3zoBaTeabHOM
OpraHH3aIii;

® KOITMHU JOKYMCHTOB O IIOBBIIICHUHA KBaJ'II/I(i)I/IKaHI/II/I;

*  KOIMHWU CepTU(UKATOB, TPAMOT;

* JIMCT — 3aBEPUTEIIb JieJia (COCTABIISAIOT NIPU C/1adye JJMYHOTO JeJia B apXUB);

*  UHbIE IOKYMEHTBHI.
3.3. B memsax oOecriedeHusi KOHTPOJSL 32 COXPAHHOCTBIO W aKTYaJIIbHOCTBIO JIMYHBIX [IENT B
001eo0pa3oBaTeIbHOM OpraHMU3alMU €KerofHo (He mosjnHee | kBaprama roja, CieayroLIero 3a
OTYETHBIM) MMPOU3BOAUTCS MPOBEPKA UX HATTMUUS U COCTOSTHUSI.
3.4. ExXeroHyio MpoBEpKY COCTOSIHHMS JIMYHBIX /€7 Ha MpeIMeT COXPAaHHOCTH BKIIIOUEHHBIX B
HEro JOKYMCHTOB MNPOBOAWT CIICHHUAJIBHO CO3JaHHAsAs KOMHUCCHA. O MIPOBCACHHBIX ITPOBEPKAX
JieNlaeTcss OTMETKA B JIUCTE O Pe3ysIbTaTax €KErofHOM MPOBEPKU COCTOSHUS U HAJIUYUS JIUYHOTO
nena (npusnoxenue Ne 5) u cocrapisieTcs akT. Pe3yapTaTsl IPOBEPKU JIHUHBIX A€ B 0043aT€IbHOM
MOpSAKE JOBOAATCSA 10 TUPEKTOpa 00111e00pa30BaTeIbHOM OpraHnu3aluy.



4. Tlopsiaok y4éTa M XpaHeHMs JHYHBIX JieJl MeJaroroB M COTPYAHMKOB OpPraHU3alMu,
OCyLIeCTBJISAIONIE 00pa30BaTeIbHYIO 1€ATeJIbHOCTD.

4.1. XpaHeHue U ydeT JUYHBIX /I IEe1aroroB U COTPYJHUKOB OpPraHU3alliH, OCYILECTBISIOLIEH
00pa30oBaTeNbHYIO AEATENbHOCTh, OPTaHU3YIOTCS C LENbI0 OBICTPOro M 0e30IMOOYHOro MOMCKa
JUYHBIX JeJ, OOECIeYeHHs HX COXPAHHOCTH, a TaKXke oOecrnedeHus: KOH(UIACHIUAILHOCTH
CBEJIEHUH, cofepkKaluXxcs B JOKyMEHTaX JIMYHbIX J€J, OT HECAaHKIIMOHUPOBAHHOTO JJOCTYIIA.

4.2. JInuHble 1ena COTPYAHUKOB XpaHATCs B celie 001meo0pa3oBaTeIbHON OpraHu3aIiHy.

4.3. TpynoBble 1 MEAULIMHCKNE KHIDKKU XpaHATCS OTIENBHO B ceide.

4.4. Jloctyn K IWYHBIM JeNiaM TEaroroB U COTPYJHUKOB 0OIIe00pa30BaTEIbHON OpraHU3aIuu
UMEIOT TOJBKO CEKpeTapb, CIEUUAIUCT IO KaapaM, JUPEKTop o001ieoO0pa3oBaTenbHON
OpraHu3any JIMOO 3aMECTHTENH JAUPEKTOpa MPH HUCIHOIHEHUH OOS3aHHOCTEH JUPEKTOpa
00111e00pa30BaTEIbHON OpraHU3aLIH.

4.5. Cucremarm3anus JHMYHBIX JIe] T[E€JaroroB M COTPYJHHKOB 00IIe00pazoBaTeIbHON
OpraHu3alK IPOU3BOAUTCS B al(aBUTHOM MOPSAKE.

4.6. Jlnunble Aena MeJaroroB M COTPYTHHKOB 0O0IIE00pa30BaTENbHONW OpPraHM3alUu, UMEIOIINX
rOCyJJapCTBEHHbIE 3BaHUs, IPEMUH, HArpaJibl, yU€HbIE CTEIIEHU U 3BaHMs, XPAHATCS MMOCTOSIHHO, a
OCTaJIbHBIX COTPYAHHKOB — 75 J€T ¢ roja yBoJbHEHMsI paboTHUKA (B cooTBeTCTBUM C [lepeunem
TUIOBBIX YIIPABJIEHUYECKUX JOKYMEHTOB).

5. IlopsiioK BhIIAYH JIMYHBIX /IeJI BO BpeMEHHOe M0JIb30BaHue

5.1. Bolgaua nnyHbIX fen (OTHOENBHBIX JOKYMEHTOB B COCTaBE JMYHOIO Jieja) BO BPEMEHHOE
MOJIb30BaHKUE TPOU3BOJUTCS C Pa3pelICHUs JUPEKTOpa 00IIeo0pa3oBaTeIbHON OpraHU3aluU 110
3asBIICHHUIO COTPYIHHUKA OPTaHU3AINH, OCYIIECTBIISIOMIEH 00pa30BaTeIbHYIO ICATEIBHOCTb.

5.2. Pabora (o3HaKoMIieHHE) C JIMYHBIMH  JIlaMH  [I€JaroroB W COTPYJAHHUKOB
001eo0pa3oBaTeIbHOM OpraHU3aluy MPOU3BOIUTCSA B MPHEMHON TupekTopa. B xoHme pabodero
IHSI CEKpeTaph WM CHCIHAIMCT 10 Kaapam o0s3aHa yOeIuThCs B TOM, YTO BCE JIMYHBIC Jeia,
BbBIIAHHBIC BO BPCMCHHOC II0JIb30OBAHMC, BO3BpaAlllCHbBI Ha MECTO XpaHCHUA U €CTbh JIU
HEOOXOUMOCTb JIJISl IPHHSTUS MEP K UX BO3BPAIICHUIO WK PO3BICKY.

5.3. @aKT BBIIaYM JJUYHOTO Jiea (PUKCUPYETCS B KOHTPOJIBHOM JKypHAJIE.

5.4. V3bsiTHE OTACIBHBIX JIOKYMEHTOB M3 JIMYHOTO Jiejia IPOU3BOIUTCS C pa3peuieHUs JUPEKTOPa
0011e00pa3oBaTeIbHONM OpraHu3aluu ¢ OQOPMIICHHEM COOTBETCTBYIOIIECH 3amucu B Trpade
«[Ipumeuanue» BHyTpeHHeH omucH. [Ipn BpeMEHHOM H3BATHH JOKYMEHTa HA €r0 MECTO (MEXIY
JIMCTAMHU COCECIHUX I[OKYMCHTOB) BKJIAABIBACTCA CIPABKa-3aMECTUTCIIbL C YKA3aHUEM [IOAaThl U
MPUYMH U3BATHS C TIOJMUCHIO JTUIA, BBIIABIIETO JOKYMEHT, U MOAMKICHIO JIHIIA, MTOTYYHUBILIETO €To
BO BPEMEHHOE IOJIb30BaHHE.

6. OdopMmiieHue JMYHBIX JeJ1 lepe] ciavyeil B apXuB
6.1. OdopmieHue JTUYHBIX A€ AJs Mepelaud B apXUB MPOU3BOJUTCS CHEIMATIMCTOM IO KaJpam
o011e00pa3oBaTeIbHON OpraHu3aly. DTa MPoLeAypa BKIIOYAET:

*  NOJIIMBKY (MIEperuieT) Jena;

* YTOYHEHHE HyMepalluu JIUCTOB JIeNa;

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

* cocTaBlieHUE (YTOUYHEHHUE) BHYTPEHHEHN OIUCH;

* BHECEHHE YTOYHEHHUH B PEKBU3MTHI JHUIIEBOI 0OJIO0KKH Jiena.
6.2. Jlucr-3aBeputenp Jena JOJDKEH IOANMCATh €ro COCTaBUTENb, IPU HITOM JEIAETCs
pacmdpoBKa JODKHOCTH M TOMNKMCH, MPOCTaBiseTcs narta. B mpolecce HCIOJIb30BaHUS
apXUBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTENE JIENIAa0TCsl COOTBETCTBYIOUIME OTMETKU. Ecim nerno
NOJIIUTO O€3 JHCTa-3aBepUTENsl, TO €ro CleAyeT HAKJICUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOXKKH
nena.
6.3. C nenbto obecrieyeHnss COXPaHHOCTH JIMUHBIX JIEJI PEKOMEHTyeTCs:



* 00beOUHATH MHIUBUIYyaTbHBIC JINYHBIC JIeJa YBOJEHHBIX COTPYAHHKOB B OJIHY OOJOXKKY
(oOBeauMHEHHOE JIEI0) C TaKHUM pacdeToM, 4ToObl 00BheM jena (Toma) He mpeBbiman 250
JTUCTOB (IIyTE€M CIIMBKH MATEPUATIOB WHANBUAYAIBHBIX JIEJ IO T0JIaM YBOJIHHEHHUS ),

* pacrojaraTh MaTepuaibl UHAWBUIYaJIbHBIX €N B Mpeaenax jaena (toma) B ajapaBUTHOM
nopsifke (moaMuibHO), OTACINSAS MaTepPHalbl, OTHOCSAIINECS K Pa3HBIM HHIUBHIYATbHBIM
JieriaM, 4YUCTBIM JIUCTOM Oymard ¢ yka3aHMEM Ha HeM (aMuIdd, UMEHU U OT4ecTBa
COOTBETCTBYIOIIETO YBOJIGHHOTO Tiefarora ¥ COTPYAHHKA 0O0IIeo0pa3oBaTebHON
OpraHuzaluy,

* CHa0XaThb KaXJI0e¢ OOBEIWHEHHOE €10 (TOM) BHYTPEHHEH OIHUCBHIO C IEPEUYUCIICHHEM
dbamMuuii, UMEH M OTYECTB M YKa3aHMEM HOMEPOB CTpaHUI], B Mpeiesax KOTOPBIX
PacCTOI0KEHBI COOTBETCTBYIOIINE JOKYMEHTBI.

6.4. Ilepenaya MTUYHBIX A€ B apXUB OCYIIECTBIISIETCS HE MO3IHEE TPEX JIET MOCie 3aBEPIICHUS HX
B JICTIOTMPOM3BOJICTBE B COOTBETCTBHUH ¢ TpadukoM. [IpeaBapuTenpbHO CeKpeTapeM, CIEUaICTOM
0 KaapaMm TNpoBepsieTcs MOJHOTa M MNPAaBUIBHOCTh IMOATOTOBKM JIMUHBIX JIel1 K Iepeaaye.
BrisiBeHHBIC TIPU TTPOBEPKE HEIOCTATKU YCTPAHSIOTCS CEKpeTapeM, CHEIHAIMCTOM IO KaJapaM.
[lepenaya u mpreM MPOU3BOJATCS MO OMKICH C TPOCTAHOBKOM OTMETOK O HATMYMH JIMYHBIX JeJl.
6.5. JInunble nena negaroroB U COTPYIHUKOB 001Ie00pa3oBaTeIbHON OpraHn3allui, 3aKOHUCHHBIE
nenorpoun3BoictBoM 10 1 stHBaps 2003 rona, xpanstcs 75 net, mocne 1 saBaps 2003 roga — 50
net. JIngable nena qTupeKTopa, riIaBHoro Oyxrajirepa o0meo0pa3oBaTeIbHON OpraHUu3aluid UMEIOT
MIOCTOSIHHBIN CPOK XPaHEHUS.

7. OTBETCTBEHHOCTH
7.1. Ilemaroru W cOTpyIHUKH OOLIEOOPA30BATEIbHON OpraHu3allMu OO0S3aHbI CBOEBPEMEHHO
IPEACTABIATh CEKPETapI0 WM CIIEHUAIHUCTY 110 KaJpaM CBeleHHs 00 U3MEHEHHH B IEPCOHATIBHBIX
JAHHBIX, BKJIIOUYEHHBIX B COCTAB JIMYHOTO JETa.
7.2. PaGoronarenp 00ecIieynBacT:
* COXpaHHOCTh JIMYHBIX JeJI TEJAaroroB H COTPYIJHHKOB  00IIeo0pa3oBaTeNbHON
OpraHM3aLH;
*  KOHQHIEHIMAIHHOCTh CBEJCHHUW, COICPKALNIMXCS B JIMYHBIX JIeNax II€JaroroB M
COTPYJHHUKOB.

8. IlpaBa paGoToaarteJisi U padOTHUKA
8.1. Jlns obecnieueHws 3alMTHl NMEPCOHAIBHBIX NAaHHBIX, KOTOPHIE XPAHATCS B JMYHBIX Jeiax
MeIarOrOB U COTPYJHHUKOB 00I€00pa30BaTeIbHOM OpraHu3alyy, MEeJaroru U COTPYIHUKHU
00111e00pa3oBaTeIbHON OpraHu3aIid UMEIOT MPaBo:
*  TOJYYUTh MOJHYIO HMH(POPMALMIO O CBOMX IEPCOHAIBHBIX JIAHHBIX U OOpabOTKE ATHX
JTaHHBIX;
*  TOJYYHUTb CBOOOJHBIN JOCTYN K CBOMM ME€PCOHATIBHBIM JIAHHBIM;
* IOJIYYUTb KONHUU JOKYMEHTOB, XpAHSIIUECS B IMYHOM JI€JI€ U COJIeprKalllie epCOHAbHbIE
JIaHHBIE.
* TpeOOBaTh UCKIIOYEHUS WM UCIIPABICHNS HEBEPHBIX U HETIONHbIX IEPCOHAIBHBIX JTAHHBIX.
8.2. PaboTonarens umeeT mpaso:
* 00pabarbIBaTh NMEPCOHAIBHBIE JAHHBIE NIEJAaroroB U COTPYJHUKOB 00111e00pa3oBaTebHOMN
OpraHM3aliM, B TOM YUCIIE U Ha dJIEKTPOHHBIX HOCUTEIAX;
* 3ampocUTh OT TMENaroroB M COTPYIHUKOB 0011e00pa3oBaTeNbHON OpraHu3aluu BCIO
HE00X0AUMYI0 MH(OPMALMIO JUIsI BEACHUS JHMYHBIX A€l U 00pabOTKHU MepCOHAIBHBIX
JAHHBIX.

9. 3aKJIIYUTEIbHDbIC MOJOKEHUA
9.1. Hacrosiee [ToyoskeHue o mopsiike BEJACHUS JTUYHBIX JIe] PAOOTHUKOB SIBJISIETCS JIOKAJIBbHBIM
HOPMATHBHBIM aKTOM, MPUHUMAETCS Ha [legarormueckoM COBETE IIKOJBI U yTBEpKaaeTcs (JInbo



BBOJUTCS B JICUCTBHE) MPUKA30M TUPEKTOpPA OPTaHU3AIMH, OCYIIECTBISIONIEH 00pa3oBaTeIbHYO
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
MIPUHUMAIOTCS B TIOpsJIKE, TpeaycMoTpeHHoM 11.9.1. Hactosmero [Tonoxenus.

9.4. Nocne npunstus [lonoxenus (WM U3MEHEHWH W JOMONHEHWN OTIENBHBIX ITYHKTOB W
pasziesoB) B HOBOM peAaKIMK MPEIbIIYIIasl PeIaKIis aBTOMATHICCKH YTPAauyuBaeT CUITY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX OCJT 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
NIe1aroroM U
COTPYAHUKOM
(yBonBHE-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

Wunexc nena

O0J107KKa JIMYHOTO Jeia

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

JIMYHOE JEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIMCTax
XpaHHUTh et
Donx Ne
Onuchk Ne

Jemo Ne

(3aroyioBOK Jiena)



Ipunoxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

JIMYHBIX OCJT 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 pabOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakomIIeHUS Tiearora
Y COTPYAHHUKA C TUYHBIM
JIEJIOM

Iloxnuce nienarora u
COTpYIIHUKA

OTMeTKH, IpUMeYaHus,
3aMeYaHUs




[Tpunoxxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

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

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[laTta npoBepku

d.N.0. unenosn
KOMHCCUU

Iloanucu 4yieHoB
KOMUCCHUU

Pesynbrar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OCJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT4ecTBO

2. Ion

3. T'ox, 4nuciio U MECSI POKICHUS

4. MecTto poXxacHUS

5. I'paxnancTBO

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

6. O6pazoBanue

HasBanue
yueOHOro
3aBEJICHHS U €TO

MCCTOHAXOXIACHHC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYIUICHUS

Ton
OKOHYaHUS
WM yX0Jia

Ecim ne
OKOHYMJI, TO
C KaKkoro
Kypca yuen

Kakyro
CIELUAIBHOCTh
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 v NepeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHSATHCS, BIIAJIEETe CBOOOTHO)




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

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS,

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

MecToHax0XICHHE
YUpEKICHUS,
OpraHu3aluy,
MPEATPHUATHS

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

Korna u kem HarpaxeH

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 CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

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

JMCTOK 1O y4eTy KaJIpoB.

« » 202  rona




AHKETA

[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxaeHus

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

2. OOpa3zoBaHme, y4yeHas CTENeHb (Korma |
Kakue y4eOHBIC 3aBEJCHUS 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. Bemonasiemast paboTa ¢ Havana TPYJAOBOH JEATEIbHOCTH (BKJIIOYAsi BOCHHYIO CIYKOY U padoTy

110 COBMeCTI/ITeHBCTBY)

Mecsu u ron JIOJDKHOCTB C yKa3aHHUEM Y4pEKICHUS,

MOCTYIIJICHHU A yxona OpraHusanuu, IpeAIrpuAaATHA, a TAKKC

MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHIE
YUpeXKICHUS,
OpraHu3aIu,
MPEATPUITHUS

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

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

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

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

« » 202  ronma

(IOMKHOCTB OTBETCTBEHHOT'O 32 KaJIPOBBIN y4eT)

(moamucs)

(pacumpoBKa IOIITUCH)




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

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 COCTOSTHUS U Howmepa nucros
dbopMupoBaHUs 1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacumppoBKa MOAIKUCH)

« » 202  ronma




