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IHou0:xenue
0 MOpsi/IKe BeJAeHNUs JJUYHBIX J1eJl pA0OTHUKOB

1. O0umue moJi0:KeHUA

1.1. Hacrosimee IlonoxkeHue o mMOpsiiKe BeAEHUS IJUYHBIX Jell paOOTHUKOB OpraHM3allvH,
OCYUIECTBJISIONMIEH  00pa3oBaTENbHYI0  JESATEIbHOCTh, pa3palOTaHO B  COOTBETCTBUU  C
®denepanbHbIM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpa3zoBanun B Poccuiickoit deneparum»
¢ u3MeHeHussMu oT 4 aBrycra 2023 roga, ®PexpepanbHbIM 3aKk0oHOM OT 27.07.2006 Ne 152 «O
MEePCOHANIbHBIX JaHHBIX» € W3MeHeHusMH Ha 14 wurons 2022 roma, Ykazom IlpesmaenHta ot
30.05.2005 Ne 609 «O06 yrBepxkaeHnn [1omokeHHsT O TIEPCOHANBHBIX JaHHBIX TOCYIapPCTBEHHOTO
ciyxamero Poccuiickoit ®@enepanuu U BeACHHHM €ro JUYHOTO nena», TpynoBeiM Koaexcom
Poccuiickoit ®enepannu, KomiekTUBHBIM JOTOBOPOM, Y CTaBOM OPraHU3alMU, OCYIIECTBIISIONICH
00pa3oBaTeNbHYIO 1€ITeIbHOCTD.

1.2. Jlannoe Ilonoxxenue ompenensieT MOPANOK BEICHUS JUYHBIX JEJ TEeJaroroB M HMHBIX
COTPYIHUKOB U pa0OTHUKOB IIKOJIBI, OMpeAenseT MopsSAoK (OpMUpPOBaHUS, YUeTa U XpaHEHHs,
BBIJIa4M JIMYHBIX JIE] BO BPEMEHHOE MOJIh30BaHKE, & TAK)KE€ OTBETCTBEHHOCTD, MpaBa paOOTHUKOB U
JTUPEKTOpa 00pa3oBaTEIbHON OpraHU3aIiH.

1.3. Hacrosimiee IlomoskeHue yTBep»KIaeTCsl MPUKA30M IO IIKOJIE U SBISETCA 00sS3aTENbHBIM IS
BCEX KATeropHil Me1arornyeckux U APyrux COTPYJHUKOB IIKOJIBL.

1.4. Benenue JNUYHBIX JI€] MEAaroroB M COTPYAHUKOB IIKOJIBI BO3JIAraeTcsl Ha CHEIUAINCTA T10
KaJl[paM OpraHu3allii, OCYIIECTBISIONIeH 00pa30BaTENbHYIO ASSTENIbHOCTD.

1.5. JIuunoe n1eso — OCHOBHOM JIOKYMEHT TIEPCOHAIBLHOTO yueTa, COAEpKallui HanboJiee TOJIHbIE
CBEICHUsI 0 pabOTHHKE 00pa30BaTENbHOM OpraHU3aIlui U €T0 TPYAOBOU AesITenbHOCTH. B mraHOe
JIEJI0 BHOCATCS CBEJICHMUS, CBSI3aHHBIC C TTOCTYIJIEHUEM Ha pabOTy M YBOJILHEHUEM.

1.6. CBenenusi, coaepskamiyecss B JMYHOM JieJie, OTHOCITCS K KOH(UISHIMATbHOW HHPOpMAIIIH,
MMEIOT OTPAaHUYCHHBINA JOCTYI U Pa3TJIallIEHUIO HE MOJIeKaT.

1.7. JIuunoe neno BeaeTcs B TEUEHUE BCETO MepHoia padoThl pabOTHHKA.

1.8. Benenne HECKOMBKHX JIMYHBIX €N OJHOTO pabOTHHKA OOpa30BaTENIbHON OpraHu3allii He
JIOTTYCKaeTcsl.

2. llopsinok (popMuUpOBAHUS JIMYHBIX €] COTPYIHHKOB

2.1. ®opmupoBaHHWE JIMYHOTO [ieJa TIEJaroroB W COTPYAHUKOB o00IIe00pa3oBaTeIbHON
OpraHu3ali TPOM3BOIUTCS HEMOCPEACTBEHHO IIOClie IpHeMa B 00I1e00pa30BaTebHYIO
OpraHM3alli0 WM T[epeBoja IeJaroroB M COTPYIHUKOB U3 Jpyroil oOpa3zoBaTelbHOMN
OpraHu3alyHu.



2.2. B cooTBeTCTBUY C HOPMATUBHBIMU JIOKYMEHTAMH B JIMYHBIC JIeJIa TIEAaroroB U COTPYIHUKOB
OpraHM3allfK, OCYIIECTBIAIONICH 00pa30BaTEIbHYIO JIEATEIHHOCTh, BKJIAJBIBAIOTCS CJICIYIOIIHE
JOKYMEHTBI:

s nedazo2os:

3asiBJICHUE O MpUeMe Ha paboTy;

3asiBJICHHE O COTjachu Ha 00pabOTKY MepCOHAIbHBIX IaHHBIX M€/1arora;

CIpaBKa O HaJIW4YUU (OTCYTCTBUH) CyIUMOCTH U (WiH) (akTa yroJIOBHOTO MPECieI0BaHNUS,
BBIJIAHHOTO COOTBETCTBYIOIIUM OPraHOM MPAaBOMOPSIKA;

aBTOOHOTpadus;

KOIHUs acopTa UM UHOTO JIOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTH;

KOIIHSI CTPAXOBOT'O CBUACTENILCTBA IEHCUOHHOTO CTPAXOBaHUS;

KOMUS UACHTU(DUKAIIMOHHOTO HOMEpPa HAJIOTOIUIATE IbIINKA;

KOIHSI IOKYMEHTa BOMHCKOT'O y4eTa (J1J711 BOEHHOOOSI3aHHBIX );

KOIUSI CBUJIETENLCTBA O 3aKJII0UEHUH Opaka (IIpU HAIUYHUK);

KOIHSI CBUCTENICTBA O POXKICHUU JAETell (MpU HATUYHH );

KOITMH JIOKYMEHTOB 00 00pa30BaHUU;

KOITMH JIOKYMEHTOB O KBATH(PUKAIIUHU WIIM HATHYUE CIICIUATbHBIX 3HAHUH (ITPY HAJTUYHH);
KOIUU aTTECTAIMOHHBIX JUCTOB (IIPU HAIUYUK);

KOIIUU JIOKYMEHTOB O HarpaKJAeHUH (IIpU HAJIUUUN);

XapaKTePUCTHKHU, pEKOMEH/IaTeIbHbIE MIChMa (IIPHU HAJTHYUN);

IIPUKa3 O IpueMe Ha padoTy;

MIPHUKa3 O MEePEBOJIe Ha MHYIO JOKHOCTD (MIPH HATUYHH);

JOJDKHOCTHAS MHCTPYKLHMS (AOKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HA4eHHUS Ha BCE
JOJKHOCTH ),

TPYIOBOM JOTOBOP (C TOCIEAYIOIIUM BKJIIOYEHHUEM JIOMOJHUTEIBHBIX COIJIAICHUH K
TPYJIOBOMY JIOTOBODY);

TPYJIOBYIO KHIIKKY;

MEIUIIMHCKYIO KHIDKKY.

s pabomnukos:

3asBJICHHE O IIpUEMe Ha padoTy;

3asBJICHUE O COTJIACUM Ha 00pabOTKY MEPCOHATBHBIX TAHHBIX ME/1arora;

CIpaBKa O HAIMYUK (OTCYTCTBUH) CYIUMOCTH U (WIK) (haKkTa yroJOBHOTO MPECIeI0BAHNUS,
BBIJIAHHOTO COOTBETCTBYIOIIUM OPIaHOM IPAaBONOPSIKA;

aBTOOHOrpadus;

KOIUS acopTa UM UHOTO IOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTH;

KOIIMSI CTPaXOBOTO CBUJETEILCTBA IEHCUOHHOI'O CTPAXOBAHUS;

KOIUS UACHTU(DUKAIIMOHHOTO HOMEpPa HAJIOTOILIATENbIINKA;

KOIMs JOKYMEHTa BOMHCKOTO y4eTa (111 BOGHHOOOSsI3aHHbIX);

KOIHUSI CBUJETENBCTBA O 3aKJIFOUEHUH Opaka (Tpy HaJIn4YuHm);

KON CBUJIETEIBCTBA O POXKJICHUM JieTel (MIpH HAINYHHN);

KOIIMH JIOKYMEHTOB 00 00pa30oBaHUU;

KOIIMH JJOKYMEHTOB O Harpa)JeHUH (IIpy HAJIMYUK);

XapaKTePUCTHKH, PEKOMEHIaTeIbHbIE TTHChMA (ITPH HATWYHH );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O MEePeBOJie Ha UHYIO JOKHOCTD (MIPH HATUUHH);

JOJDKHOCTHAsT MHCTPYKLUS (AOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HA4YeHUs Ha BCe
JOJKHOCTH ),

TPYZOBOH JIOTOBOP (C TMOCHEAYIOIIMM BKIIOYEHHUEM JIOMOJIHUTENBHBIX COTJAlleHHH K
TPYZIOBOMY JIOTOBODY);

TPYIOBYIO KHUXKKY;

MEIUIIUHCKYIO0 KHUXKKY.

Pabomooamenv opopmasem:



*  TPYIOBOH JOTOBOP B IBYX IK3EMILISAPAX;

* TpHKa3 0 IpHeMe Ha paboTy (0 mepeMenieHny Ha JPYTUe T0KHOCTH);

* nuuHyro KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKLIMIO B ABYX 9K3E€MIUISIpax.

Pabomooamenwv 3nakomum:

* ¢ HOPMAaTUBHO-IIPABOBBIMHU JOKYMEHTaMM LIKOJbI (YcraBoM, KoJIIEeKTUBHBIM JIOTOBOPOM,
[IpaBmiiamMu TpyA0OBOTO paclopska U Ap. JIOKAIbHBIMU aKTaMH);

*  C JOJDKHOCTHOW MHCTPYKIIMEH;

* TPOBOJUT BBOJAHBIA HMHCTPYKT@X, WHCTPYKTaX II0 OXpaHE TpPyAa, MHCTPYKTaX II0
IIPOTHBOIIOKAPHOM OE30MaCHOCTH.

2.4. llepBuuyHoe o(hopMIIEHHE TUYHOTO JeJIa MPETyCMaTPUBALT:

* IIPUCBOEHHUE JINYHOMY JIe]ly HOMEpa COIJIaCHO JKypHaJly ydeTa JIMYHBIX Jiesl (IpUIIoKEeHHe
Ne 1);

* IPOCTaBIEHHME Ha OOJIOKKE JIMYHOro jAeia (mpuiiokeHue N 2) cleAyloUMX peKBU3UTOB:
WHICKC Jena (B COOTBETCTBMM C HOMEHKJIATYpOH jAen  o0meo0pa3oBaTenbHOM
OpraHu3alyy; IO0JHOE HauMEHOBaHHE OO0I1e00pa30BaTeIbHOM OpraHu3alul; HOMEp
JMYHOTO Aena; GaMuiIns UMsi OTYECTBO paOOTHHKA B MIMEHUTEIILHOM TaJIeKe; AaThl — TOX
Hayaja ¥ roJl OKOHYaHUs BeJICHUs JIe)1a; KOJIMYECTBO JIMCTOB; CPOK XPAHEHHUS;

* I[IOMEIIEHHWE JOKYMEHTOB, MOJUIekKAIIUX XPAaHEHUID B COCTaBE JIMYHBIX JI€d, B
XPOHOJIOTUYECKOM TOPSTIKE:

BHYTPEHHSS ONUCh JOKYMEHTOB Jiena (mpuiioxxenue Ne 3);

JUYHBIN JIMCTOK MO y4eTy KaapoB (mpuioxxeHus Ne 6);

3asiBJIEHUE O IIpUEME Ha paloTy;

IIpUKa3 O pueMe Ha padory;

TPYZIOBOM AOTOBOP;

JOTOBOp O IIOJIHOW MaTepualbHOW OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIULIO);

XapaKTepUCTUKH U PEKOMEHIaTeIbHbIE TUChMa;

coryacuie Ha 00paboTKy NMepCOHATBHBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEUICHHBIX B JINUHOE JI€JI0, TIOJUIeKAT HyMEepaluy.

2.6. C uenbio obecniedyeHus: HaaexKallell COXpaHHOCTH JIMYHOTO JIeNla NIEaroroB U COTPYAHUKOB
o01eo0pa3oBaTeIbHOM OpraHu3any M ynoOcTBa B OOpalleHHH ¢ HUM Hpu (OpPMHUPOBAHUU
JOKYMEHTBl TMOMEIIAI0TCS B OTAENbHYI0 manky. [Ipu yBoibHEHUMM pabOTHUKA MIPOIIMBAIOTCS
HUTKaMHM U CIAIOTCS B apXUB.

2.7. BHyTpeHHss onMCh JOKYMEHTOB, UMEIOIIMXCS B JJMYHOM JIelIe, TOJKHA COJIEP)KaTh CBEICHUS
O TIOPS/IKOBBIX HOMEpaxX, HAUMEHOBAHMAX JOKYMEHTOB J[ieNa, KOJMYECTBE JMCTOB, JaTax
BKJIIOUEHUSI JJOKYMEHTOB B JINYHOE JEJI0 U U3bATUS U3 JIeNa, a TaKXKEe KEeM U3BAT TOKYMEHT U IO
KaKoH IpUYMHE.

2.8. BHyTpeHHsIsI ONUCh COCTaBIISIETCSI HA OTAEJIBHOM JIUCTE MO YCTAaHOBJIEHHOHN (opme. JIMcThbl
BHYTPEHHEH OMUCH HyMEPYIOTCS OTAEIBHO.

2.9. Ilpu moAroToBKe JIMYHBIX JI€] K Mepe/aye Ha XpaHEHHE K BHYTPEHHEW OMUCH COCTaBIISETCS
UTOIOBasl 3aMUCh, B KOTOPOH yKa3bIBaeTcs HU(PPaMu U MPONHUCHIO KOJIMYECTBO BKIIOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIEa.

YV VVVVVY

3. HOPHZIOK BeaACHUA JIMYHBIX aedl neaaroron n COTPYAHUKOB opranmsanuu,
OCYHIECTBJISAIOIIEH 00pa30BaTEIbHYIO AeITeIbHOCTh

3.1. JluuHoe neno memaroroB W COTPYAHUKOB O00IIE00pa30oBaTEIHHOW OpraHU3aIliu BEICTCS B
TEYEHHE BCEro MepuoAa paldoThl KaXKIOro TMexarora M COTPyIHUKA B 001eoOpa3zoBaTeNbHOMN
OpraHu3aIHH.

3.2. JlanpHeliiee BeACHHE JMYHOTO Jelia TEelaroroB W COTPYAHHKOB 001Ie00pa3zoBaTenbHOMN
OpraHM3aly MpelycMaTpUBaeT MOMEIIEHUE B €0 JOKYMEHTOB, 0Opasylouuxcs B Ipoliecce
paboueii IeSTENbHOCTH U UMEIOLIUX 3HAYEHUE JIJISl TPYTOBBIX OTHOIICHUH:



* JIONOJIHEHHE K JIMYHOMY JIUCTKY II0 YUETY KagpOB;
*  JIONOJHUTENbHbIE COMIALIEHUs K TPYIOBOMY JJOIOBODPY;
* KOIWHU NPUKA30B IO JMYHOMY COCTaBYy, KOTOpbIE KacarOTCsl IIE€JJaroroB U COTPYAHHUKOB
00111€00pa30BaTEIbLHON OpraHn3aluy;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIearore W COTPYAHHKE 00meo0pa3oBaTeIbHON
OpraHu3aluy;
® KOITMKU JOKYMCHTOB O IIOBBIIICHUUA KBaHI/I(bI/IKaL[I/II/I;
*  KONHH CEPTUPHKATOB, IPAMOT;
*  JIUCT — 3aBEPUTEIIb JeJla (COCTABIIAIOT IIPHU Clladye JIUYHOIO J€eJia B apXUB);
*  UHbIE JIOKYMEHTBHI.
3.3. B memax obecredeHusi KOHTPOJIS 32 COXPAHHOCTBIO M aKTYaJIIbHOCTBIO JIMYHBIX JIEJI B
0011e00pa30BaTeIbHOM OpraHU3aluu €XKerofHo (He mosjaHee | kBaprama roja, CiegyroLIero 3a
OTYETHBIM) IPOU3BOAUTCA IIPOBEPKA UX HAJTMYUS U COCTOSTHUS.
3.4. ExXerogHyro MpOBEpPKY COCTOSIHMSI JIMYHBIX /€] Ha MpeIMeT COXPAaHHOCTH BKJIIOUCHHBIX B
HETO JOKYMCHTOB MPOBOAUT CIICLHIMAJIBHO CO3JaHHAass KOMUCCHA. O MMPOBCACHHLIX ITPOBCPKAX
Jies1aeTcs OTMETKA B JINCTE O PE3yJIbTaTax €XKEroAHOMH MPOBEPKU COCTOSHUS M HAIMYMS JIMYHOTO
nena (npunoxxenue Ne 5) u cocrapisieTcs akT. Pe3ynbTaThl IPOBEPKU JTUUHBIX €1 B 00513aTEILHOM
HOpSAKE JOBOAATCSA /10 TUPEKTOpa 00111e00pa30BaTeIbHOW OpraHUu3aIiH.

4. Tlopsinok yuyéra M XpaHeHHsl JHYHBIX /€] MeJAroroB W COTPYAHMKOB OpPraHM3alHH,
OCYIIECTBJISIOMIEI 00pa30BaTeIbHYIO 1eITeJIbHOCTD.

4.1. XpaHeHue U y4eT JUYHBIX JIe] MelIaroroB U COTPYAHUKOB OpraHU3alliH, OCYILECTBIISIONICH
00pa3oBaTENbHYIO JIEATEIHHOCTh, OPTAHU3YIOTCS C IIENIbI0 OBICTPOrO W 0€30IIMO0YHOrO TOUCKa
JUYHBIX Jel, 00ecledyeHHs] UX COXPAHHOCTH, a Takke oOecreueHuss KOH(HUACHIHATbHOCTH
CBEJICHHMIA, COJICPKAIIMXCS B JOKYMEHTAaX JIMYHBIX JeJl, OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA.

4.2. JInynHble 1ema COTPYAHUKOB XpaHsTcs B ceiide o01ieo0pa3oBaTeabHOM OpraHU3aIuu.

4.3. TpynoBble U METUIIMHCKUE KHIDKKU XPAHATCS OT/ACIBHO B cerde.

4.4. Jloctyn K IWYHBIM JeliaM IEJaroroB U COTPYJHUKOB 0O0IIe00pa30BaTeIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpPEeTaph, CICIMUAIMCT TI0 KaapaMm, JTUPEKTOp o00meodpa3oBaTeIbHOM
OopraHu3zanuu 00 3aMecTUTENH JUPEKTOpa NpH UCHOJHEHHH OOS3aHHOCTEH TupeKTopa
o011eo0pa3oBaTeabHON OpraHU3aIiy.

4.5. Cucrematuzallds JUYHBIX JIeJ1 TIEAaroroB W COTPYIHUKOB 00IIe00pa3oBaTENbHOMN
OpTraHHU3aIMH MPOU3BOJINUTCS B AJI(DABUTHOM TOPSIKE.

4.6. JluuHble nena MegaroroB W COTPYAHHMKOB OO0IIE0Opa3OBaTENbHON OpraHHU3aIllud, UMEIOIINX
rOCy/IapCTBCHHBIC 3BaHUs, IPEMUU, HATPAJIbl, YICHBIC CTETICHN W 3BaHUS, XPAHATCS MOCTOSHHO, a
OCTaJbHBIX COTPYAHHKOB — 75 JIeT ¢ roja yBOJbHEHHs paboTHUKA (B cOOTBETCTBUM C [lepeunem
THTIOBBIX YIIPABJICHYECKUX JIOKYMECHTOB).

5. Ilops10K BhIIa4YM JJUYHBIX /1eJ1 BO BpeMEHHOe M0JIb30BaHue

5.1. Bbigaua auuHBIX Jen (OTIENBHBIX JTOKYMEHTOB B COCTaBe JIMYHOIO Jeja) BO BPEMEHHOE
MI0JIb30BAaHHUE TPOU3BOJUTCS C Pa3pelIeHus] JUPEKTopa 001eo0pa3oBaTeIbHON OpPraHU3aly MO
3asBJICHUIO COTPYIHHMKA OpraHU3allli, OCYIIECTBISIOMENH 00pa30BaTeIbHYIO AEATEIbHOCTb.

5.2. Pabora (0o3HaKOMJIEHHWE) C JIMYHBIMU JI€JJaMM  [EJaroroB M1  COTPYIHUKOB
0011e00pa3oBaTeIbHON OpraHU3aluy MPOU3BOJIUTCA B MPUEMHON TupekTopa. B xoHie pabodero
AHA CCKpETapbh WM CICHUAIHCT II0 KaJapaM 00s3aHa Y6e)]I/ITI)C$[ B TOM, 4YTO BCE JIMYHBIC Acja,
BbIJIaHHBIE BO BPEMEHHOE II0JIb30BAaHHE, BO3BpAllleHbl HAa MECTO XpaHEHHs M ecThb JIH
HGO6XOHI/IMOCTB JJI IIPUHATHUA MEP K UX BO3BPAIICHHUIO UJIN PO3BICKY.

5.3. ®akT BbIJIaUM JIUYHOTO JieNa (PUKCUPYETCsl B KOHTPOJIBHOM KypHaJe.

5.4. U3patue OTAeNbHBIX JOKYMEHTOB U3 JUYHOTO Jiela IPOU3BOIUTCS C pa3pellieHus] JUpeKTopa
o01meo0pa3oBaTesibHOM OpraHu3aluu ¢ Oo(GOpMIIEHHEM COOTBETCTBYIOLIEH 3amucu B Tpade
«[Ipumeuanue» BHyTpeHHel onucH. [Ipu BpeMEHHOM H3BATHH TOKYMEHTa Ha €ro MecTo (MEXIy
JUCTaMU COCETHHX JOKYMEHTOB) BKJIAJbIBAETCS CIIPaBKa-3aMECTUTENb C YyKa3aHHEM JaThl U



MNPUYUH U3BATHUA C IOANUCHIO JIMIA, BBIAABIICTO JOKYMCHT, U MOANUCHIO JIMIA, IMTOJTYYHUBIICTO €TO
BO BPEMCHHOC ITIOJIB30BAHUC.

6. OdopmuileHne JJUYHBIX J1eJ1 Nepel claveid B apxXuB
6.1. Odopmiienue JTUYHBIX AET AJS Mepelayd B apXUB MPOU3BOIUTCS CIEIHATUCTOM I10 Kaapam
00111e00pa30BaTeIbHON OpraHu3aluy. JTa NpoLeaypa BKIYAET:

* IOALIMBKY (NIEpeIuIeT) 1ena;

* YTOYHEHHE HyMEepaluH JUCTOB JIeNa;

*  COCTaBJIEHUE JIUCTa-3aBepuTels (puioxxenue Ne 8);

* cocTaBiieHUE (YyTOUHEHHE) BHYTPEHHEH OMKCH;

* BHECCHHE YTOYHEHUH B PEKBHU3HTHI JHIIEBON OOJIOKKH /Ieia.

6.2. Jlucr-3aBepurenp Jena JOJDKEH MOJNMCATh €ro0 COCTaBUTENb, IPH 3ITOM Jelaercs
pacmudpoBKa IODKHOCTH W TOMNKMCH, MPOCTaBIseTcs Jnara. B mporecce MCIOIb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIENal0TCA COOTBETCTBYIOLIME OTMETKH. Ecimu neno
MOJIIATO O€3 JMCTa-3aBEPUTENS, TO €ro CIEAYeT HAKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOXKKH
nena.

6.3. C nenpio 00ecredeHnsi COXpaHHOCTH JIMYHBIX JI€]1 PEKOMEHIYEeTCSL:

* 00BEIUHATh MHAWBUIYaAJIbHBIEC JIMYHbIE J€ja YBOJCHHBIX COTPYJHHKOB B OJHY OOJOXKKY
(0ObeIMHEHHOE JEI0) C TAaKUM pacdyeToM, 4ToObl 00beM jena (Toma) He mpesbiman 250
JUCTOB (ITyTE€M CLIMBKU MaTe€pHajIoB MHAWBUIYAIbHBIX JI€] 10 F0JaM YBOJIbHEHHUS);

* pacrmojiaraThb MaTepHalibl WHAMBUIYAIBHBIX NIl B Tpejaenax nena (Toma) B al(paBHUTHOM
nopsiake (moaMuiIbHO), OTAENSAS MaTepUabl, OTHOCSILUECS K pa3HbIM MHIUBUAYAIbHBIM
JiefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHWeM Ha HeM (aMWiInHM, UMEHH M OTYeCTBa
COOTBETCTBYIOLIIETO  YBOJEHHOIO IeJarora M COTpyJHHMKa 0011eo0pa3oBaTeabHOM
OpraHu3aINH;

* cHa0XaTh KaXa0e OObEJUHEHHOE [JesI0 (TOM) BHYTPEHHEH ONMCHIO C IMEPEeYHCICHHEM
dbamunuii, UIMEH W OTYECTB M YKa3aHHEM HOMEPOB CTpPaHUI], B TNpeAesax KOTOPBIX
PacIioyioKeHbl COOTBETCTBYIOIIUE JOKYMEHTHI.

6.4. Ilepenada TUUHBIX A€ B apXUB OCYIIECTBIIACTCS HE TIO3/IHEE TPEX JIET MOCTE 3aBEPUICHUS UX
B JIEJIOIPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. [IpenBapuresbHO cekperapeM, CrenualucToM
M0 KaJpaM TIPOBEpSETCS IOJHOTa W TPABHIBHOCTh TOJTOTOBKM JIMUHBIX JEN K Iepenade.
BelsiBiIeHHBIE TTPU NPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpeTapeM, CHEIMAIMCTOM IO KaapaMm.
[lepenaua u mpreM MPOU3BOIATCS MO OTHUCH C MTPOCTAHOBKOM OTMETOK O HAJTHYUH JIMYHBIX JIEI.
6.5. JInunble nena nejaroroB U COTPYIHUKOB 0011e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbIE
nenorpoun3BoictBoM 10 1 siuBaps 2003 rona, xpansites 75 net, mocne 1 suBaps 2003 roma — 50
ner. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0uieoopa3oBaTenbHON OpraHu3alMi UMEIOT
MTOCTOSTHHBIA CPOK XpPaHEHHUSI.

7. OTBETCTBEHHOCTD
7.1. Tlemaroru U COTPYAHHKH 001Ie00pa30BaTENbHON OpraHu3ali 00s3aHBl CBOEBPEMEHHO
MIPEJICTABIIATh CEKPETAPIO WU CICIIHAIUCTY 0 KajpaM CBeJIeHUsI 00 N3MEHEHUHU B IMIEPCOHATBLHBIX
JMAaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOI'O J€ea.
7.2. PaboTomaTeslb 00ecIieunBacT:
* COXpPaHHOCTh JIMYHBIX JIe TMEeJaroroB M COTPYIHUKOB  00IIeoOpa3zoBaTeIbHOMN
OpraHu3aluy;
* KOH(UIEHIMAILHOCTh CBEACHUN, COAEPKAIIUXCS B JIMYHBIX JelaxX T[eJaroroB
COTPYIHUKOB.

8. IIpaBa paGoTonaresisi 1 paGoTHUKA

8.1. Ins oOecrieueHus 3aIIUTHl MEPCOHATBHBIX JTAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX JeNax
MeIaroroB M COTPYIHHKOB 0O0I1€00pa30BaTeIbHOW OpraHU3alliK, MEeJarord H COTPYAHUKH
00111e00pa30BaTeIbHOM OpraHnu3alui UMEIOT MPaBoO:



*  TOJYYUTh MOJHYI0O HMH(POPMALMIO O CBOMX IEPCOHAJBHBIX MAHHBIX M 00pabOTKE 3TUX
JaHHBIX;

*  TOJYYHUTb CBOOOJHBIN JOCTYN K CBOMM IIEPCOHATIBHBIM JIaHHBIM;

*  TOJYYHTbh KOIHUH JTOKYMEHTOB, XpaHSIIUECS B IUIHOM JIEJIC ¥ COACPIKAIIHNEe TEPCOHATIbHBIE
JaHHBIE.

* TpeOOBaTh UCKIIOYCHUS WM MCIIPABIICHHUS HEBEPHBIX U HETIOJIHBIX IIEPCOHATBHBIX JJAHHBIX.

8.2. Paboroparenb uMeeT mnpaso:

* 0o0pabaTbIBaTh MEepPCOHANLHBIC JAHHBIC MEaroroB U COTPYIHHKOB 00IIE00pa3oBaTEIbHON
OpraHu3aIlH, B TOM YHCIIE ¥ HA SJIEKTPOHHBIX HOCUTEISX;

* 3alpOCUTh OT TMEJaroroB M COTPYJHHKOB 0OIICO0Opa3oBaTeNbHON OpraHU3aluu BCIO
HEoOXoMMMYI0 WH(OPMALUIO JUIS BEIACHHS JHMYHBIX JIed U O0paOOTKH MEepCOHATBHBIX
JAHHBIX.

9. 3ak/II0YHTeIbHBIE N0JI0KEHUSsI

9.1. Hacrosiiee IlonoxxeHne o nopsjke BeACHUS JIMYHBIX JI€]1 pAaOOTHUKOB SIBJISETCS JIOKAIbHBIM
HOpPMAaTHUBHBIM aKTOM, IpUHKUMaeTcs Ha I[lenarornueckoM coBeTe IIKOJIBI U yTBepxkKaaercs (J1u0o
BBOJIUTCS B JICHCTBHE) MPUKA30M JTUPEKTOPA OpPTaHU3aINH, OCYIIECTBIIIONEH 00pa30BaTEIbHYIO
JESATEIBHOCTD.

9.2. Bce u3MeHeHMs U JONOJHEHMs,, BHOCUMble B Hacrosimee llonmoxkenue, opopmisitorcss B
IUCBbMEHHOW (opMe B COOTBETCTBUM JACHUCTBYIOLIUMM 3aKOHOAATENbCTBOM Poccuiickoit
denepanuu.

9.3. IlonoxeHue O MOpPsIKE BEACHUS JIMYHBIX el paOOTHUKOB 00pa30BaTENIbHOM OpraHuU3aluu
IIPUHUMAETCA Ha HEONpeaeNeHHbIM Ccpok. M3menenus wu gononHeHus K [lonoxkeHuro
IIPUHUMAIOTCS B ITOPSIIKE, IpeycMOTpeHHoM 11.9.1. HacTosmero [lonoxenus.

9.4. llocne npunsarus Ilonoxenus (WM U3MEHEHUH M JOMOJIHEHUNW OTIENbHBIX IYHKTOB U
pa3zenoB) B HOBOW peJaklUK MpeIblIylias pelakliis aBTOMaTUYECKH yTpaunBaeT CUILY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX OCJT pa6OTHI/IKOB

Ne Hata ®Qamumus, | Tabems- | JomxrocTs | CTpyKTyp- Hara u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMED HHE
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a HpUKa3a
Jena nejarora u crenuanb- JIeHHUe (pacnopsi- (pacmops-
COTpYIHHKA HOCTB) JKCHHS) O JKEHHS) O
nenarora u npuemMe IpeKpaile-
COTpYAHHKA nejarora u HUH
coTpyAHUKa | (pacTopixke-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
Ne1aroroM U
COTPYAHUKOM
(yBONIBHE-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

WNunexc nena

O0JI0KKAa JIMYHOTO Jeja

[Ipunoxxenne Ne2
K TIOJIOXKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHHME 0OPa30BATEILHON OPraHU3ALIH)

Jlata Hayada

Jlata okoHUaHUs

Ha JIUCTax
XpaHUTh IeT
Donx Ne
Onucek Ne

Jemo Ne

(3aroyioBOK Jiena)



[Tpunoxxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB Jiesia No

JIMYHBIX IECJT pa6OTHI/IKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
/i JIOKYMEHTA JIOKyMEHTA JIOKyMEHTA JIUCTOB
nelna
Uroro: JIOKyMEHTOB

(umgpamMu ¥ IPOIHCHIO)

KonnyecTBo IMCTOB BHYTPEHHEN OIIMCH

(uudpamu 1 MPOIHCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(momnuck)

« » 202 roma




®.1.0.

[Mpunoxxenne Ned
K TIOJIOXKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HaKoMIIEHUS Tie1arora
Y COTPYIAHHUKA C TUIHBIM
JIEJIOM

Iloanuce nnienarora u
COTpYIIHUKA

OTMmeTKH, TpUMeYaHus,
3aMeYaHUs




[Ipunosxxenne Ne5

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX IECJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJbTaTax e:KeroHoii MPOBePKH COCTOSTHUSA
U HAJIMYHUSI JIMYHOTO 1eJia

©.1.0.

JlomKHOCTD

JInanoe nemo Ne

[aTta npoBepku

d.N.0. unenos
KOMMCCUU

Iloanucu 4yieHoB
KOMUCCHUU

Pesynbrar nposepku




1. ®amunus

[Ipunoxxenne Ne6

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX IECJT pa6OTHI/IKOB

JIMYHBIN JJUCTOK 10 YYeTy KaJAPOB

Nms

OT4ecTBO

2. Ion

3. T'ox, 4nuClio U MECSI POKICHUS

4. MecTo poxKaeHUs

5. I'paxnancTBO

(cerno, nepeBHs1, ropoJ, paiioH, 001acTb)

6. O6pazoBanue

HasBanue
yueOHOTrO
3aBEJICHUS U €TO

MCCTOHAXOXIACHHC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYIUICHUS

Ton
OKOHYAaHUS
WM yX0Jia

Ecim ne
OKOHYMJI, TO
C KaKkoro
Kypca yuen

Kakyro
CIELUAIBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
yueOHOTo
3aBEJCHHUS,
ykazatb Ne
JUIIIOMA WIIN
YIOCTOBEPEHHS

7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BJIAJECETE

8. YueHas CTeneHb, yueHOE 3BaHUE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U NepeBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE OOBACHATHCS, BIIAJICETE CBOOOHO)




10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM [EATENBHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPEIHHUX CITeUATbHBIX YYCOHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOY U paboTy MO0 COBMECTUTEIHCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHMEM yUpeKIeHUS,

HOCTYIUICHUS yxoJa OpraHu3al|K, IPEANPUATHS, a TAKKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHE
YUpEKICHUS,
OpraHu3aluy,
MPEATPHUATHS

11. IlpeOriBanue 3a rpanulieit (padora, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeTaIueil)

Mecsu u rog B kakoi1 ctpane Llenp npeObIBaHUs 32
C KaKkoro 10 KaKoe rpaHulen
BPEMEHHU BpeMsI
12. Yyactue B BEIOOPHBIX OpraHax
MecTo BBIOOPHOTO Hazpanue BoibopHOro | B kauectBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue numeere npaBUTEIbCTBEHHbBIC HArpaIbl

Korna u kem HarpaxaeH

14. OTHOLIEHNE K BOMHCKUM O00S3aHHOCTIM M BOMHCKOE 3BaHME

CocraB Pon Botick

(KOMaHJHBIN, MOTUTHYECKUH, aIMUHUCTPATHBHBIN, TEXHUUECKUH H T. I1.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTUYHOTO JIUCTKA

(4IIeHBI CEeMBH, C YKa3aHHEM BO3pacTa)

16. Jlomamnuii agpec

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

JHMCTOK 1O y4eTy KaJIpoB.

« » 202  ronma




AHKETA

[Tpunoxxenne No7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX IECJT pa6OTHI/IKOB

damunusa

Nms

OT4ecTBO

Jata poxxneHust

1. I'paxkmaHCcTBO (€CIIM M3MEHSUIN, TO YKaXHUTE,
KOTJla ¥ 10 KaKoW MpUuYuHe)

2. OOpa3zoBaHme, ydyeHas CTENEHb (Korma |
KaKue y4eOHBIC 3aBEJCHHUS OKOHYMIIM, HOMEpa
auTuIoMoB). CHeUManbHOCTh M KBATH(DHKAIISL
10 JIUIIIIOMY

3. Kakumu HHOCTpaHHBIMH SI3BIKAMH U SI3bIKAMH
HaponoB Poccuiickoit depepaiuy BlajaeeTe U B
KaKkoW  cremeHW  (UMTaeTe U MOXKETe
O0OBSCHATBCS, BIajeeTe CBOOOIHO)

4. Brinonzsiemas padoTta ¢ Hayajla TPYJOBOU JeATENbHOCTH (BKJIIOYasi BOCHHYIO CIyX)0y U padboTy

110 COBMGCTI/ITGHBCTBY)

Mecsu u ron JIOJDKHOCTB € yKa3aHHEM Y4pEeKICHUS,

MOCTYIIJICHHU A yxona OpraHusanuu, IpeAIrpuAaATHA, a TAKIKC

MUHHUCTEPCTBA (BEIOMCTBA)

MecToHaxX0XKIeHHE
YUpEeXKICHUS,
OpraHu3aIu,
MPEATPHUATHS

5. Bamm Onmu3kue poJICTBEHHUKHU (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomanauii agpec u HoMmep TenedoHa

7. ITaciopT WM JOKYMEHT, €ro 3aMEHSIOIIMNI

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

8. JlonmomHUTENbHbIE CBE/IEHUS, KOTOphIE BhI jkemaere cooOmuTh o cede

10. Ha kaxoi1 ypoBeHs 3apruiaTsl Bel paccunteiBaere?

« » 202  ronma

(TOMKHOCTB OTBETCTBEHHOT'O 32 KaJIPOBBIN y4eT)

(mozamucs)

(pacmmpoBKa OIINCH)




[Mpunoxxenne Ne8
K TIOJIOXKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMCT-3ABEPUTEJIb
neJsa 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
(nmoamuce) (pacumppoBKa IOANKCH)

« » 202  ronma
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