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IMonoxkenue
0 MOPs/AKe BeAeHUSA JIUYHBIX J1eJ1 PA0OTHUKOB

1. O0muMe MOJI0KEHUSA

1.1. Hacrosimee IlonoxxeHne o moOpsaKe BEOSHHS JMYHBIX Je1 PaOOTHUKOB OpraHU3alNH,
OCYIIECTBISIONIEH  00pa3oBaTeNbHYIO  NEATEIbHOCTh, pa3pabOTaHO B  COOTBETCTBUU C
®enepanbHbiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoanuu B Poccutickoit denepanum»
¢ u3MeHeHussMH oT 24 mapra 2021 roma, ®enepanpHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
NepCcoHaNbHBIX AaHHbIX» B pemakuuu oT 30 nexadbps 2020 roxa, Ilpukaszom denepasibHOTO
apxuBHOro areHtcTBa oT 23 gekabps 2009 roma N 76 «OO0 yTBepkaeHMH MeTOIUYECKUX
PEeKOMEHIAM M0 pa3palOoTKe WHCTPYKIHMKA IO AETONPOU3BOACTBY B (eaepanbHBIX OpraHax
UCTIOJHUTENBbHOW BhacTw», YkasoM IIpesunmenta ot 30.05.2005 Ne 609 «OO6 yrBepxkIeHUH
[TonoxxeHnus 0 mepcoHaIbHBIX JTAHHBIX TOCYJapCTBEHHOTO citykaimiero Poccuiickoit denepanuu u
BEJICHUHM €ro JIMYHOro Jena» B peaakuuu oT 23 wutona 2019 roma, TpymoBeim Kogexkcom
Poccuiickoit @enepanuu, KomieKTUBHBIM 1OTOBOPOM, Y CTaBOM OPraHU3allid, OCYIIECTBIISIONMICH
00pa3oBaTeNbHYIO IeATEeIHHOCTb.

1.2. Haunoe IlonmoxeHue omnpenenseT MOPANOK BEICHHUS JWYHBIX 1€ IEJaroroB M HMHBIX
COTPYIHUKOB M PAOOTHUKOB IIKOJBI, ONMpEAeNisieT NOpsSAoK (GopMHUpOBaHUS, ydeTa U XpaHCHUS,
BBIJIa4H JIMYHBIX €] BO BPEMEHHOE IOJIb30BaHKE, & TAK)KE OTBETCTBEHHOCTD, ITpaBa PaOOTHUKOB U
TUPEKTOpa 00pa3oBaTeIbHON OpraHU3AIIHH.

1.3. Hacrosimee IlonmoskeHue yTBEp)KIaeTCsl MPUKA30M IO IIKOJIE U SBISACTCS 00S3aTEIbHBIM IS
BCEX KaTETOpHil Me1aroruuyecKux U APyrux COTPYAHUKOB HIKOJIBI.

1.4. Benenue NUYHBIX JI€] MEAAaroroB M COTPYAHHMKOB IIIKOJIBI BO3JIaracTcsl Ha CHEIHaIUCcTa To
KaJipaM OpTraHu3alliy, OCYIIECTBISIIONICH 00pa30BaTeIbHYIO ACITCIEHOCTD.



1.5. JInunoe nemo — OCHOBHOM JOKYMEHT TIEPCOHAIBHOTO y4eTa, COASpKaIui HanboJsiee MOJIHbIE
CBeZIeHHs 0 pabOoTHHKE 00pa30BaTeNIbHON OpraHU3aIlui U €ro TPYI0BOM AesITenbHOCTH. B mnuHoe
JIEJI0 BHOCSITCS CBEJICHUS, CBSI3aHHBIE C TIOCTYILUIEHUEM Ha paboTy U YBOJIbHEHHEM.

1.6. CBenenusi, coaeprkaiyecs B JMYHOM JieJie, OTHOCATCS K KOH(HIEHIMAIbHON MH(pOpManuy,
MMEIOT OTPaHUYEHHBIN JJOCTYII U Pa3TJIalIeHUIO HE MOJIeXKAT.

1.7. JIluunoe neno BeaeTcs B TEUEHUE BCETO Meproia padoThl pabOTHUKA.

1.8. BeneHne HECKOJBKHX JIMYHBIX JIeJT OJHOTO paOOTHHKA 0O0pa30oBaTEIBHON OpraHU3aIldu HE
JIOTyCKaeTCsl.

2. llopsinok (popMHpOBaHUS JIMYHBIX €] COTPYIHHKOB
2.1. ®opmupoBaHHE JIMYHOTO Jeja TEeJaroroB W COTPYAHUKOB 00IIe00pa3oBaTeIbHON
OpraHu3alliil TPOM3BOJIUTCS HEMOCPEACTBEHHO TIIOClie TIpHeMa B 00I1e00pa3oBaTeIbHYIO
OpraHM3ali0 WM [epeBojla IEJaroroB M COTPYOHUKOB M3 JpYyrol oOpa3oBaTelbHOMN
OpraHM3aIiy.
2.2. B cooTBeTCTBMU C HOPMATUBHBIMH JIOKYMEHTAMHU B JINYHBIE JeJia TIEaroroB U COTPYAHUKOB
OpraHu3alliy, OCYIIECTBIIONEH 00pa30BaTENbHYIO N1E€ATEIbHOCTD, BKIIAIBIBAIOTCS CIEIYIOIIHNE
JIOKYMEHTHI:
Jlna nedazoeos:
* 3agBJIEHHE O IMpueMe Ha paboTy;
*  3asgBIICHHE O COTJIACMU Ha 00PabOTKY MEPCOHAIBHBIX JAaHHBIX TE1arora;
* cIpaBKa O HAIMYHUH (OTCYTCTBUU) CYAMMOCTH U (WiH) (aKTa YrojJOBHOIO MpecieI0BaHus,
BBIJIAHHOTO COOTBETCTBYIOIIUM OPraHOM IPaBONOPSAIKA;
* aBrobOmorpadus;
*  KOIKA NAacHopTa WM MHOTO JOKYMEHTA, YAOCTOBEPSIOIIErO JUUYHOCTD;
*  KOIHUS CTPAXOBOT'O CBUJIETENIHCTBA IEHCHOHHOTO CTPaXOBaHUS;
*  KONHA WACHTU(PUKAIMOHHOTO HOMEPA HAJIOTOIIIATEIbIINKA;
*  KOMHUS JOKYMEHTa BOMHCKOIO yueTa (15 BOGHHOOOSA3aHHbIX );
*  KONHS CBUACTEIHCTBA O 3aKIIOYCHUH Opaka (IIpHu HAJINIHN);
*  KOIHUS CBUJETENILCTBA O POKACHUH JeTeH (TP HATHUWN);
*  KOIIMHU JOKYMEHTOB 00 00pa3oBaHuy;
*  KOIWHU JOKYMEHTOB O KBaJU(UKALWU W HATHUUE CIICIIHATbHBIX 3HAHUH (MPU HATMYHH);
*  KOIMHU aTTECTALMOHHBIX JUCTOB (IIPU HATUYUN);
*  KONHHU JOKYMEHTOB O Harpa)<J1eHuH (IIpU HAJUYUN);
*  XapaKTepUCTUKHU, peKOMEHAaTeIbHbIe MUChbMa (IIPU HAJIUYUN);
* TpHUKa3 o MpueMe Ha paborTy;
* IpPHUKa3 O MEePEeBO/IC HAa UHYIO JOJKHOCTH (MPU HAIUYHH);
*  JIOJDKHOCTHasi MHCTPYKIUS (AOJDKHOCTHBIE MHCTPYKLMH C MOMEHTa Ha3HAa4yeHMs Ha Bce
JOJKHOCTH);
* TpPyZOBOM JOroBOp (C MOCHEAYIOIIMM BKIIOUEHUEM JOIOJHUTENIBHBIX COTJIAIIEHUH K
TPYZAOBOMY JI0TOBODPY);
*  TPYIOBYIO KHUXKKY;
*  MEIUIUHCKYIO KHHXKKY.
s pabomuuxos:
* 3agBJIEHHE O IpueMe Ha paboTy;
*  3asABICHHE O COIJIACHUH HAa 00Pa0bOTKY NePCOHAIBHBIX JAHHBIX I1€1arora;
* cIpaBKa O HAIMYHMU (OTCYTCTBUHU) CYAMMOCTH U (WiaH) (aKTa YrojJOBHOIO MpecieoBaHus,
BBIJIAHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSAKA;
* aBrobuorpadus;
*  KONHMA MACHOPTa WIKM MHOTO JIOKYMEHTA, YIOCTOBEPSIOLIETO JUYHOCTD;
*  KOIHS CTPAXOBOT'O CBUJIETEJILCTBA IEHCUOHHOTO CTPAXOBAHUS;
*  KONMA WACHTU(PUKAIMOHHOTO HOMEPA HAJIOTOIJIATEIbIINKA;
*  KOmIUs JOKyMEHTa BOMHCKOTO ydeTa (i1 BOCHHOOOS3aHHBIX);



KOIUS CBUETENHCTBA O 3aKII0UEHUN Opaka (IIpH HaJIU4un);

KOIHSI CBUJIETEIBCTBA O POXKICHUH JieTel (TP HAJIMYUN);

KOIUH TOKYMEHTOB 00 00pa3oBaHUU;

KOIIMY IOKYMEHTOB O HarpaKJAeHUH (IIpU HaJIUYUN);

XapaKTepUCTHKHU, peKOMEHAaTeIbHbIe MUChbMa (IIPHU HAJIUYUN);

NpUKa3 o pueMe Ha paborTy;

MPUKa3 O MePeBOJIe Ha MHYIO JIOJDKHOCTD (TIPY HATUYHUN);

JOJDKHOCTHAST MHCTPYKUUS (HOJDKHOCTHBIE MHCTPYKLIMM C MOMEHTa Ha3HA4YEHUS Ha Bce
JOJDKHOCTH)

TPYIOBOH JOTOBOp (C MOCHEAYIOIIMM BKIIOYEHHUEM JIOTIOJIHUTENBHBIX COTJIAIIEHUH K
TPYZIOBOMY JIOTOBOPY);

TPYZIOBYIO KHUXKKY;

MEIUIMHCKYIO KHIKKY.

Pabomooamenv opopmnsiem:

TPYZOBOH JOrOBOP B JIBYX IK3EMIUIApaAX;

IIpHKa3 0 MpueMe Ha paboTy (0 mepeMeNIeHUH Ha APYTrue JOIKHOCTH);
JU4YHYI0 KapTouky Ne T-2;

JOJKHOCTHYIO HHCTPYKIIMIO B IBYX K3€MIUIApaX.

Pabomooamenv 3Hakomum:

C HOPMaTUBHO-IIPABOBBIMU JOKYMEHTaMH IIKOJbI (YcTaBoM, KoIeKTHUBHBIM JOrOBOPOM,
[IpaBunaMu Tpy10BOrO pactopsiika U Ap. JOKaJIbHBIMHU aKTaMH);

C JOJDKHOCTHOM MHCTPYKIIUEH;

IIPOBOJIUT BBOJHBIA MHCTPYKT@X, HHCTPYKTaXX II0 OXpaHe TpyAa, MHCTPYKTaX IO
IIPOTUBONOXKAPHOI 0€30I1aCHOCTH.

2.4. llepBruyHoe oopMIIEeHHE IUYHOTO JeNla IPeayCMaTpPUBAET:

MIPUCBOEHUE JINYHOMY JI€JTy HOMEpA COTIACHO JKypHaly ydyeTa JIMYHBIX Jie (IIPHII0KEHNE
Ne 1);

MIPOCTaBJIEHUE Ha O00JIOKKE JMYHOTO Jena (mpuinoxeHue Ne 2) cieqyromux peKBU3UTOB:
UHAEKC Jena (B COOTBETCTBUM C HOMEHKIATypoll Jnen  oOuieoOpa3oBaTeabHOM
OpraHu3alliy;, MOJHOE HaWMEHOBaHUE O0O0IMIeo0pa3oBaTeIbHON OpraHu3alnuu; HOMEP
JMYHOTO Aena; GaMuins UM 0T4eCTBO paOOTHHUKA B MMEHHUTEIILHOM MaJeXe; AaThl — IOl
HayaJjia ¥ roJl OKOHYaHUS BEJCHHUS JI€N1a; KOJIMUECTBO JIUCTOB; CPOK XPaHEHMUS,;

[IOMEILEHUE JOKYMEHTOB, MOMJIEKAIIUX XPAHEHHWIO B COCTaBe JIMYHBIX JEl, B
XPOHOJIOTUYECKOM IOPSJIKE:

BHYTPEHHSIS ONUCH TOKYMEHTOB jena (mpuioxenue Ne 3);

JUYHBIA JTUCTOK TI0 YUYETY KaapoB (TipmitoxeHust Ne 6);

3asBIICHHE O IIpHEME Ha padoTy;

MpUKa3 o0 MprueMe Ha paboTy;

TPYLOBO 10r0OBOP;

JIOTOBOpP O TOJHOW MaTepHallbHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepUaJIbHO OTBETCTBEHHOE JIUIIO);

XapaKTePUCTUKU U PEKOMEHAATEIbHbIE ITUChMA;

coryiacue Ha 00pabOTKy epCOHAIbHBIX JIaHHBIX.

VV VVVVVYVY

2.5. JIucThl TOKYMEHTOB, IOMEIIEHHBIX B JUYHOE AEJ0, MOJJIEKAT HyMEPAIIUH.

2.6. C nenpio obecriedeHus1 HaUIeKAIIEH COXPaHHOCTH JIMYHOTO Jiejia MEaroroB U COTPYIHUKOB
0011e00pa3oBaTEIbHON OpraHu3auu ¥ yA00CTBa B OOpalleHMH ¢ HUM TIpH (POPMUPOBAHUU
JOKYMEHTBhI TOMEMIAIOTCS B OTACNbHYIO manky. [Ipw yBombHEHUM pabOTHUKA MPOIIMBAOTCS
HUTKaMU U CJIal0TCS B apXUB.

2.7. BHYTpeHHsS ONKCHh JOKYMEHTOB, HMEIONIMXCS B JTUYHOM JIeJe, TOJDKHA COACPIKATh CBEACHHUS
O TOPSJIKOBBIX HOMEpax, HAaWMEHOBaHHSIX JOKYMEHTOB Jiefla, KOJMYECTBE JHCTOB, JaTax
BKJIFOUEHUSI JJOKYMEHTOB B JIMYHOE JCJIO U U3BATHUS U3 JIeJa, & TAKXKE KEM U3BIAT JOKYMEHT U TIO0
KaKoW MpUYUHE.



2.8. BHyTpeHHsS ONHMCh COCTaBISIETCS] HAa OTIEIBHOM JIUCTE MO YCTaHOBIEHHOW (opme. JIucTh
BHYTPEHHEHN OIUCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpu noAroTOBKE JUYHBIX A€ K Mepeladye Ha XpaHEHUE K BHYTPEHHEH OIUCH COCTABIISIETCS
UTOTOBasl 3alKCh, B KOTOPOH yKa3bIBaeTCs HU(PPaMU U NPOMHUCHIO KOJIMYECTBO BKIIOUEHHBIX B HEE
JOKYMEHTOB M KOJINYECTBO JINCTOB JIETIA.

3. Ilopsimoxk BegeHMsl JIMYHBIX [eJI MeAaroroB M COTPYJAHHKOB OpPraHM3alMH,
ocyliecTBAsOmeil 00pa3oBaTEeJbHYIO 1eSITEIbHOCTD
3.1. JIluunoe nenmo memaroroB M COTPYAHUKOB 00IIe00pa30BaTEIbHON OpPTraHHW3aIlid BEJETCS B
TEUYEHUE BCEro Iepuoja paboThl KAXKAOro Ienarora U COTpyAHHMKa B 00IIe00pa3oBaTeNbHON
OpraHu3alum.
3.2. JlanbHeiimiee BeJIEHHE JIMYHOTO Jejia MEAaroroB M COTPYIHUKOB 00IIe00pa3oBaTeIbHOMN
OpraHu3alui NpeAyCMaTpUBAET MOMENIEHHE B JeJI0 JOKYMEHTOB, 0Opa3yroliuxcs B Ipolecce
paboueii 1eATeTbHOCTH U UMEIOITUX 3HAUCHHE JIJIsl TPYAOBBIX OTHOIICHUM:

*  JIONOJHEHME K JINYHOMY JIUCTKY IO yYeTy KaJpOB;

*  JIONOJIHUTEIBHBIE COIVIAIIEHUI K TPYIOBOMY JOIOBOPY;

* KONMU NPHUKA30B IO JIMYHOMY COCTaBY, KOTOPBIE KACalOTCs IEAaroroB M COTPYAHUKOB

0011e00pa3oBaTeIbHON OpraHU3alny;
* OT3bIBBl JIOJUKHOCTHBIX JIMII O T[I€Jarore M COTPYyAHUKE 001eo0pa3oBaTeIbHON
OpraHu3aluy;

* KONMHU JOKYMEHTOB O MOBBIIEHUN KBaTHU(PUKALINH;

*  KONHHU CEPTUPHUKATOB, TPAMOT;

* JIMCT — 3aBEpUTEINb Jieia (COCTaBIISIIOT MIPU c/laye JIMYHOTO Jieia B apXUB);

¢ HWHBIC TOKYMCHTHBI.
3.3. B menax obOecredeHHs: KOHTPOJSL 3a COXPAHHOCTBIO W aKTYaJbHOCTBIO JIMYHBIX [J€JI B
0011e00pa30BaTeIbHON OpraHU3aly €XeroAHo (He mo3gHee | kBaprama roga, CIEAYIOMIETO 3a
OTYETHBIM) MPOU3BOAMUTCS MPOBEPKA UX HATMUUS U COCTOSTHUSL.
3.4. ExeromHyro MpOBEPKY COCTOSHHS JUYHBIX €] Ha MPEAMET COXPAaHHOCTH BKIIIOYCHHBIX B
HEro JIOKYMEHTOB MPOBOJMT CIELUAIBHO cO3JaHHasg KoMuccus. O TIpOBEIEHHBIX MPOBEPKax
JIeJIaeTcsl OTMETKA B JIUCTE O Pe3yJbTaTaX €XEroAHOW MPOBEPKU COCTOSHUS U HAJIWYMS JIMYHOTO
nena (mpuioxxeHue Ne 5) u coctaBnsieTcst akT. Pe3yabTaThl IPOBEPKH JTUUHBIX JIe]1 B 0043aT€IbHOM
MOPSIAKE TOBOASITCS JI0 TUPEKTOpa 0011e00pa3oBaTeIbHOM OpraHn3aIli.

4. Ilopsnok y4yéra M XpaHeHHMs JHYHBIX JeJl NeJaroroB W COTPYAHMKOB OpPraHM3alMH,
OCylIeCTBJISIIONIEH 00Pa30BATEIbHYIO 1eSATEJIbHOCTD.

4.1. XpaHeHHEe U y4yeT JUYHBIX €] NEeAaroroB U COTPYAHUKOB OpPraHU3ALMH, OCYIIECTBISIOMEH
00pa30BaTENIbHYIO AEATEIbHOCTh, OPTaHU3YIOTCS C LEIbI0 OBICTPOro M OE30MIMOOYHOTO MOMCKa
JUYHBIX JIe7, OoOecreyeHus: UX COXPaHHOCTH, a Takke oOecnedyeHus KOHQPHUACHUUATbHOCTH
CBEJICHMM, COJlepKaIUXCsl B JOKYMEHTaX JIMYHBIX J€Jl, OT HECAHKIIMOHUPOBAHHOI'O 1OCTYIA.

4.2. JInynble nena COTPYAHUKOB XpaHATCA B celipe 001eo0pa3zoBaTebHOM OpraHu3aluy.

4.3. TpynoBbie U MEAUIIMHCKIE KHIDKKH XPAHSITCS OTACTIBHO B celde.

4.4. JlocTyn K JIMYHBIM JEJIaM TI€IaroroB U COTPYIHHUKOB 00IIe00pa3oBaTEILHON OpraHU3aIluu
UMEIOT TOJBKO CEKpeTaph, CIELHAIUCT IO KajapaM, IUPEKTOp o001eodpazoBaTeabHOR
opraHuzanuu Ju00 3aMEeCTUTENH JUPEKTOpa NpU MCIHOJIHEHHHM OOS3aHHOCTEH JUpeKTopa
00111e00pa30BaTENbHON OpraHU3aIUH.

4.5. CucremMarusaiusi JIMYHBIX JIeJl T[I€IaroroB HM COTPYAHHKOB 00IIe00pa3oBaTeIbHON
OpraHM3aIH MPOU3BOJAUTCS B AI(PABUTHOM MOPSIKE.

4.6. JluyHble Nena MeJaroroB M COTPYAHUKOB 0O0IIe00pa3oBaTeIbHONW OpPraHU3aIlui, WUMEIOIINX
rocyJAapCTBEHHBIC 3BaHUs, IPEMUH, Harpaibl, Y4€HbIC CTEIICHU U 3BAHUS, XPAHATCS MMOCTOSIHHO, a
OCTaJIbHBIX COTPYAHHUKOB — 75 JIeT ¢ roja yBoJbHEHUs paboTHUKA (B cooTBeTCTBUM C [lepeunem
TUIIOBBIX YIIPABJICHUYECKUX IOKYMEHTOB).



5. Mopsiok BbIAa4¥ JHYHBIX €1 BO BpeMeHHO€e MO0JIb30BaHe

5.1. Beimaua nu4HBIX Aen (OTAENbHBIX JOKYMEHTOB B COCTaBe JIMYHOTO Jelia) BO BPEMEHHOE
MOJIb30BAHKE TIPOM3BOJUTCS C Pa3pelieHUs] AUPEKTOpa 00IMeo0pa3oBaTeIbHON OpraHU3alud 110
3asBJICHUIO COTPYIHHUKA OpraHU3alu1, OCYIIECTBIISIONEH 00pa30BaTeNbHYIO 1€ATEIbHOCTb.

5.2. PaGora (o3HaKOMJIeHWE) C JUYHBIMH JeJaMd  TIEAaroroB W  COTPYAHHUKOB
0011e00pa3oBaTeTbHON OpraHu3alii MPOU3BOIUTCS B MPHUEMHON AupekTopa. B koHile pabodero
IHSI CeKpeTaph WM CIEIMAUCT MO KajpaMm o0s3aHa yOeAHWThCS B TOM, YTO BCE JIMYHBIC JIENa,
BBIIAHHBIC BO BpPCMCHHOC II0JIb30OBAHUC, BO3BpPAlICHbBI Ha MCCTO XpPaHCHUA U CCTh JIK
HEOOXOMMOCTB JIJISl IPUHSTHS MEP K UX BO3BPAIICHUIO W PO3BICKY.

5.3. @aKT BbIIa4M JIMYHOTO Jiea (pUKcUpyeTcs B KOHTPOJIBHOM JKypHale.

5.4. V3psiTHe OTHEIBHBIX TOKYMEHTOB M3 JIMYHOTO JIeNia MPOU3BOAMTCS C pa3pelieHus JUPEKTOpa
o01meo0pa3oBaTebHOM  OpraHu3anu ¢ o¢pOpMIIEHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«[Tpumevanne» BHyTpeHHEW onucH. [Ipy BpeMEHHOM HM3BATHUH JOKYMEHTa Ha €ro MECTO (MEeXITy
JIJMCTaMH COCECOAHUX I[OKYMCHTOB) BKJIAABIBACTCA CIIPABKA-3aMCCTHUTCJIb € YKA3aHUCM [JaTbl U
MIPUYHMH U3BATHS C MTOAIMUCHIO JIMIIA, BBIJABIIETO JOKYMEHT, U MOIIMHUCHIO JIUIA, TIOJTYYHUBIIETO €T0
BO BPEMEHHOE MOJTH30BAHHE.

6. OopmiteHHe JIMYHBIX JeJI Nepe] ciauei B apXuB
6.1. OdopmiieHre TUYHBIX AeN JUIsl Mepeadyd B apXUB MPOU3BOJUTCS CHEIHATUCTOM MO KaJapam
0011e00pa3oBaTeNbHON OpraHu3aluy. JTa MPoLeaypa BKIIOYALT:

* TOIIUBKY (TIEpETuIeT) Jena;

* yTOYHEHHE HyMEpalluH JIUCTOB JIeTIa;

*  COCTaBJICHHUE JIHCTa-3aBepuTens (mpuioxenue Ne 8);

* cocraBiieHHE (YTOUHEHHE) BHYTPEHHEH OMHCH;

* BHECEHHE YTOYHEHUHN B PEKBU3UTHI JTUIEBOI OOJIOKKY JIeTa.

6.2. Jluct-3aBeputenb Jena JOJDKEH IMMOJMUCATh €ro COCTaBHTENb, IMPH OTOM JENACTCS
pacmmdpoBKka ODKHOCTA M TIOAMUCH, MPOCTABIAETCA Jara. B mporecce HCMOIb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEPUTENIC AETAIOTCSA COOTBETCTBYIONINE OTMETKU. Ecim nemno
noAmuTo 0e3 JMCTa-3aBepUTENsl, TO €ro CleAyeT HaKJICUTh HA BHYTPEHHIOIO CTOPOHY OOJOXKKHU
nena.

6.3. C uenpio obecrnedeHusi COXpaHHOCTH JIMYHBIX €T PEKOMEHAYETCS:

* 00BENUHATH WHAMBHIYAIbHBIC JIMYHBIC J€ia YBOJCHHBIX COTPYJHHKOB B OJHY OOJIOXKKY
(0OBbeIMHEHHOE JENI0) C TAaKUM pacdeToM, 4ToObl 00beM fena (Toma) He mpebiman 250
JTUCTOB (ITyTE€M CIIUBKY MAaTE€PHAJIOB WHAWBUAYAIBHBIX JIEJ MO TOJaM YBOJIbHEHUS),

* pacrmoyaraTh MaTepualbl WHAMBUIYANbHBIX JIe] B Mpejaenax jaeia (Toma) B ajapaBUTHOM
nopsiike (moaMuITbHO), OTAETSAS MaTepUabl, OTHOCSIMECS K Pa3HbIM HHIUBUIYAIEHBIM
JienaM, YUCTBIM JIMCTOM OyMaru ¢ yKa3aHMeM Ha HeM (aMWiIMKM, UMEHM U OTYeCTBa
COOTBETCTBYIOLIETO YBOJCHHOTO Tearora ¥ COTPYIAHHKA 00meo0pa3oBaTeIbHON
OpraHu3aIuiy;

* cHaOXaTh Kaxaoe OOBEIWHEHHOE Ie0 (TOM) BHYTPEHHEHW OMHCHIO C TEPEUUCICHUEM
¢dbamunuii, UMEH M OTYECTB M YKa3aHHEM HOMEPOB CTpaHUI], B Mpeienax KOTOPBIX
PacIosI0KeHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenava TUYHBIX A€ B apXUB OCYILECTBIIACTCS HE MO3JIHEE TPEX JIET MOCe 3aBEPLICHUS UX
B JICJIONPOMU3BOJICTBE B COOTBETCTBHHU ¢ rpadukom. [IpenBaputenbHO cekperapeM, CrenuanicToM
[0 KaJpaM MpOBEpseTCs IOJHOTa W MPAaBUIBHOCTH IOATOTOBKM JIMYHBIX JIe1 K Iepeaauye.
BrisBieHHble Ipy IPOBEpPKE HEJAOCTATKU YCTPAHSAIOTCS CEKpeTapeM, CIEHUATMCTOM IO KaJapam.
[lepenaua u mpueM NPOU3BOIATCS MO OMUCHU C MPOCTAHOBKOM OTMETOK O HAJMUUH JIMUHBIX JEII.
6.5. JIuuHble nena nefparoroB U COTPYIHUKOB 0011e00pa30BaTeNIbHOM OpraHu3aluy, 3aKOHUEHHbIE
nenonpousBoAcTBoM 10 1 sHBaps 2003 roma, xpanarcsa 75 net, nocie 1 suBapa 2003 roga — 50
neT. JInyHble Jena qupeKkTopa, riIaBHoro oOyxranrepa oOuieo0pa3oBaTeIbHON OpraHU3auid UMEIOT
IIOCTOSIHHBIA CPOK XPaHECHMUS.



7. OTBETCTBEHHOCThH
7.1. Tlemaroru W COTPYAHHKH 0OIE00pa30BaTEIbHON OpraHu3anui 00sS3aHBI CBOEBPEMEHHO
MIPEJICTABIIATh CEKPETAPIO MIIU CIICIIHAIIUCTY 0 KaJpaM CBEJICHUs 00 M3MEHCHHH B IIEPCOHAILHBIX
JaHHBIX, BKIIFOUCHHBIX B COCTAaB JIMYHOI'O JCa.
7.2. PabotonmaTenb 00eCIeYnBacT:
* COXpPaHHOCTh JIMYHBIX JIeNl TMEJaroroB U COTPYAHHKOB 00Ieo0pa3oBaTeIbHOMN
OpraHu3aIuy;
b KOH(bI/I,Z[eHL[I/IaJIBHOCTb CBCHGHHﬁ, coz[epncaumxc;l B JIMYHBIX JCJIaX II€eJaroroB wu
COTPYTHHUKOB.

8. IIpaBa paGoToaare/iss 1 pabOoTHUKA
8.1. lns oOecriedeHHs 3alIUThl MEPCOHANBHBIX JTAHHBIX, KOTOPHIE XPAHATCS B JIMYHBIX JEIax
MeJIaroroB M COTPYAHUKOB 0O0IIe00pa30BaTeIbHOW OpraHU3alyM, MEJarord W COTPYIHHKH
o0m1eo0pa3oBaTenbHON OpraHU3aIllii UMEIOT MPaBo:
* TIOJYyYUTh TOJHYK WH(OpPMAIMIO O CBOMX TMEPCOHAIBHBIX NAaHHBIX M 00pabOTKE ATHX
JIAaHHEBIX
*  TIOJYYUTH CBOOOJHBIN JOCTYI K CBOUM MEPCOHATBHBIM JIAHHBIM;
*  TOJYYUTb KOMUHU JOKYMEHTOB, XPAHSIIUEC B JIMUHOM JIEJI€ U COJIepKaIIie TEPCOHATbHBIC
JlaHHEIE.
* TpeOOBaTh UCKIIOUCHHS WU HCIIPABICHIS HEBEPHBIX M HETIOJHBIX IEPCOHAIBHBIX JaHHBIX.
8.2. PaboronaTenp uMeeT mpaso:
* 00pabaThIBaTh NEPCOHANBHBIC JAHHBIC TIEaroroB U COTPYIHUKOB 001e00pa3oBaTeIILHON
OpraHu3aIlii, B TOM YUCJIE M Ha SJICKTPOHHBIX HOCHTEIISX;
* 3ampOCUTh OT TIENaroroB W COTPYIHUKOB 0OIe00pa30BaTEIILHON OpraHU3aIUUd BCHO
HeoOXoMMyI0 WHGOPMALMIO Uil BEACHHS JHYHBIX e U OOpaOOTKH MepCOHATbHBIX
JTAaHHEIX.

9. 3aka04YUTeIbHbIE MOJT0KEHUS

9.1. Hacrosimee I[Tonoxxenue o mopsigke BeACHUS JTUYHBIX Je1 PAOOTHHUKOB SIBISIETCS TOKAIBHBIM
HOPMaTHBHBIM aKTOM, NpuHUMaeTcs Ha [legarorudeckom coBeTe MIKOJIBI U yTBEpXKAaeTcs (MO0
BBOJUTCS B JICHCTBHE) MPUKA30M TUPEKTOPA OPTaHU3AIMU, OCYIIECTBISIONIEH 00pa30oBaTeIbHYIO
NESTENbHOCTD.

9.2. Bce u3MeHeHHsI W JOMOJHEHHUs, BHOCHMBbIE B Hacrtosimee l[lomoxenue, opopmisioTcs B
MUCbMEHHOW (QopMe B COOTBETCTBMM JIEWCTBYIOIIMM 3aKOHOJATelIbcTBOM Poccuiickoit
denepanuuu.

9.3. TlonmokeHWe O TMOPSAKE BEACHHS JIMIHBIX AT PaOOTHHUKOB 0Opa30BATEIIBHOW OpraHHU3aIluu
NPUHUMAETCS Ha HEOoNpeaeNieHHbl cpok. W3menHenuss u pgononHeHuss k [lonoxkeHuro
MIPUHUMAIOTCS B IOPAJIKE, MpeycMOoTpeHHOM 11.9.1. Hactosmero [lonoxenns.

9.4. Tlocne mnpunsarus [lomokeHus (WM WU3MEHEHUW W JOMOITHEHHMN OTIEIBHBIX MYHKTOB U
paszenoB) B HOBOM peAaKIIMK MPEAbIYINAs peIaKIis aBTOMATHICCKHA yTPAUNBACT CUTTY.



JKypHan ydera TU4HBIX €1

IMpunoxenue Nel
K ITOJIO’KEHHIO O TTOPSAIKE BEICHUS

JIMYHBIX €T paGOTHI/IKOB

Ne Hata ®Gammmus, | Tabemp- | JomxaOoCTh | CTpYKTYp- Hata u Hatau IIpumeya-
n/ odopmute- ums, HBIN (npocpec- HOE HOMEp HOMEp HUe
I | HUSI JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- MIprKasa IpuKasza
Jena nejarora u crenuanib- JIeHue (pacmopsi- (pacnops-
COTpYAHHUKA HOCTb) JKEHUS) O JKEHUS) O
nenarora u npueme IpeKpaiie-
COTpYAHHUKA nejarora u HUH
COTpyIOHUKA | (pacTopxe-
Ha paboTy HUH)
TPYZIOBOTO
JIOTOBOpA €
MIE1aroToM H
COTPYJHUKOM
(yBONBHE-
HUH)
2 3 4 5 6 7 8 9




Donpg Ne

Omuce Ne

Jemno Ne

Wunexc nemna

O0J10kKa JIMYHOT O Jieia

ITpunoxenue Ne2
K MOJIOXKEHMIO O MOPSAKE BEJCHUS
JMYHBIX JIe7T paOOTHUKOB

(Ha3BaHKMe 00pa30BATENBHON OPraHU3AIMN)

JIMYHOE JEJIO Ne

Jara Havana

Jlata okoHUaHUs

Ha JIUCTax
XpaHuUThb Jer
Doug Ne
Ormuce Ne

Heno Ne

(3aroIoBoOK Jena)



BHYTPEHH A OITMCH
JIOKYMEHTOB Jiejia Ne

Ipunoxenue Ne3

K ITOJIOKCHHIO O MOPAAKE BEICHUA

JIMYHBIX €T pa6OTHI/IKOB

Ne Nupeke Harta Ha3Banue Howmep [Ipumeyanus
/o JIOKYMEHTa JIOKyMEHTa JIOKYMEHTa JIMCTOB
Jena
Uroro: JIOKYMEHTOB

KomnuecTBo aucToB BHyTpCHHCfI OIIMCH

(1mdpamMu ¥ IPOIHCHIO)

OTBETCTBEHHBIH 3a
KaJIpOBBIN y4eT:

« »

(uudpamu 1 MPOMKCHIO)

202 roma

(moamce)




®.1.0.

IIpunoxenue Ned
K ITOJIOKEHHIO O TOPSAIKE BEICHUS
JMYHBIX JIe7T paOOTHUKOB

JomKHOCTh

JInganoe neino Ne

JIaTa O3HAaKOMJICHHUS 1I€aarora
" COTpYAHHKA C JIMYHBIM
JCJIOM

IMonmucy negarora u
COTPYIHHKA

OTMmeTKH, MpUMeYaHus,
3aMeyYaHus




Ipunoxenue Ne5

K ITOJIOKCHHIO O MOPAAKE BEICHUA

JIMYHBIX €T pa6OTHI/IKOB

OT1MeTKa 0 pe3y/ibTaTax eKeroAHON NPOBEPKHU COCTOSTHUS
U HAJTMYMSA JIMYHOT0 J1eJ1a

®.1.0.

JomxHOCTD

JInynoe nemno Ne

JlaTa npoBepku

d.N.0. une”oB
KOMHUCCHHU

IMonmucu wieHoB
KOMHUCCHU

PesynbTaT nmpoBepku




1. ®ammnus

[Mpunosxenne N6

K ITOJIOKCHHIO O MOPAAKE BEICHUA
JIMYHBIX €T pa6OTHI/IKOB

JIMYHBIA JIUCTOK 0 Y4YeTy KaJApoB

Nms

OT4ecTBO

2. Ilon

3. T'ox, unciio u Mecs1 pOXKACHUS

4. MecTo poKIeHHs

5. I'paxxnancTBo

(cerno, epeBHs1, TOPO/I, paiioH, 00IacTb)

6. O0Opa3zoBaHue

HasBanne
yueOHOTO
3aBEJICHUSI U €T0

MECTOHAXO0XIACHUC

DaKynbTeT
W
OTJIEJICHNE

T'on
MOCTYIIJICHUS

Ton
OKOHYAHUS
WJTU yX0J1a

Ecmn e
OKOHYUJI, TO
¢ KaKkoro
Kypca yuen

Kakyro
CIEMAIBHOCTD
MOJIy4niI B
pe3yabprare
OKOHYaHMs
y4eOHOro
3aBEJICHMS,
yka3atb Ne
JUIIIOMA WU
YIOCTOBEPEHUS

7. Kakumu HHOCTPAaHHBIMU A3bIKAMU BJIAACCTC

8. YueHas cTeneHn, yueHOEe 3BaHHE

9. Kakue nmeere HaydyHbIE TPYIBI U H300pETCHUS

(4”Taere U MEePEeBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE O0BSICHATHCS, BIaeeTe CBOOOHO)




10. Bomonnsiemass pabora ¢ Hayana TPYJOBOH JEATENbHOCTH (BKJIOYasi yueOy B BBICIIUX H
CPEIHMX CIIeIUAIbHBIX YUE€OHBIX 3aBEJCHUAX, BOCHHYIO CIIYK0Yy U pabOTy IO COBMECTUTEILCTBY)

Mecsu u rog JIOJDKHOCTB C yKa3aHUEM YUPEXKICHUS, MecToHaxoXIeHUE
MOCTYIJICHUS yxoja OpraHu3aluy, IPeaNpUsiTUs, a TAKKE YUpeXKIACHHUS,
MHUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIuH,
NpEANPUITUS

11. IIpe6piBanme 3a rpanuiiei (padbora, ciry:keOHass KOMaHIUPOBKA, TTOE3/IKa C JAeyeraiuei)

Mecsu u rox B kakoii ctpane Lenpb npebbIBaHMS 3a
C KaKoro 10 KaKoe rpaHuLEen
BPEMEHU BpeMsl
12. Yyactue B BEIOOPHBIX OpraHax
Mecto BEIOOpPHOTO HasBanue BeibopHoro | B xaudectBe koro lon
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHBIE HATPaIbl

Kor, Ja 1 KEM HarpaxiacH

14. OTHOIIEHHE K BOMHCKUM 00S13aHHOCTSM M BOMHCKOE 3BaHUE

Cocrasn Pop Boiick

(KOMaHIHBIH, TOIUTUYECKUI, AAMUHUCTPATUBHBIH, TEXHUYECKUH U T. 1.)

15. CemelHOE TTOJIOKEHUE B MOMEHT 3aIIOJIHEHNS JIMYHOTO JIUCTKA

(4JIeHBI CEMBH, C yKa3aHUEM BO3PACTa)

16. Homaminuii agpec

17. O6s3y10Ch CBOEBPEMEHHO M3BEIIATh 000 BCEX M3MEHEHUSX JAHHBIX, BKIIFOUCHHBIX B JIMUHBIN

JIMCTOK IO YYETY KaJpOB.

« » 202  roma




AHKETA

Ipunoxenue Ne7

K ITOJIOKCHHIO O MOPAAKE BEICHUA

JIMYHBIX €T pa6OTHI/IKOB

dammnnsa

Nms

OT4ecTBO

Jara poxaeHus

1. I'paxmpancTBO (€ciid U3MEHSIU, TO YKaXHTE,
KOT/J[a ¥ TI0 KaKO¥M MpUYHHE)

2. OOpa3oBanue, y4yeHas CTeNeHb (Korma |
Kakue y4deOHbIe 3aBeJeHUS OKOHYWIH, HOMEpa
aUIIoMoB). CrenuaabHOCTh U KBATU(UKAITUSL
10 JUILJIOMY

3. Kakumu MTHOCTpaHHBIMH SI3BIKAMH U SI3bIKAMH
HaponoB Poccuiickoii denepanuu BiIajgeere U B
KakoW  cTemeHW  (YMTaeTe M MOXKETE
OOBSICHSTBCS, BIIaJIEE€TE CBOOOJTHO)

4. BrinonHsemas paboTa ¢ Hayana TpyJOBON NeATEIbHOCTH (BKJIIOYasi BOCHHYIO CIyk0y u paboTy

110 COBMECTHUTEIILCTBY)

MCCHH nroa ,HOJ'I}KHOCTB C YKa3aHUEM YUPECKIACHUA,

IMMOCTYILJIICHUA yxoaa opraHusanuu, MpCANpUATUA, a TAKKC

MHUHHCTEPCTBA (BEIOMCTBA)

MecToHaX0XKIECHUE
yUpexKICHUS,
OpraHu3aIuH,
NpEANPUITUS

5. Bamu 61u3Kkue poACTBEHHUKH (JK€HA, MY, OTEll, MaTh, OpaThsl, CECTPHI)

Crenenb damunus, uMsl, Ton

pPOoACTBa OTYECTBO POXIACHUSA

Mecto paboThl,
JOJKHOCTh

Anpec mecta
JKUTEIHCTBA

6. lomanauii anpec u Homep TenedoHa

7. ITacnopT WK TOKYMEHT, €r0 3aMEHSIOLINI

(HOMEp, cepust, KeM M KOT/la BbIJIaH)

8. ZIOHOJIHI/ITGJ'IBHBIC CBCACHUA, KOTOPBIC BrI xxenaete COO6HII/ITB 0 cebe

10. Ha kaxoii ypoBeHb 3apiuiatel Bsl paccuntsiBaete?
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(OJPKHOCTh OTBETCTBEHHOTI'O 32 KaJPOBBIi yuer)

(monmucs)

(pacimgpoBKa IOIITHCH)




Ipunoxenue Ne§
K TIOJIOKEHHIO O TIOPSIJIKE BEICHHS
JIMYHBIX JIeT paOOTHUKOB

JJUCT-3ABEPUTEJIb
neya Ne
B nene npommro u mpoHyMeEpPOBaHO JINCTOB
(urdpamMu U IPOIHCHIO)
¢ No o Ne , B TOM YHCJIE:
JINTEPHBIE HOMEPA JINCTOB
MPONYILIEHHbIE HOMEPA JINCTOB
+ IMCTOB BHYTPEHHEH ONUCH JINCTOB
Oco0eHHOCTH (PU3NUUECKOTr0 COCTOSIHUS U Howmepa nucros
dbopMupoBaHus fena
OTBETCTBEHHEIH 3a
KaJpOBBIN y4eT
(moamnuce) (pacumpoBKa MOAIICH)
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AOKYMEHT NOAMNMUCAH
3NTEKTPOHHOW NOANMUCBLIO
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