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IHouo:xenue
0 MOPsAKe BeAeHUs JUYHBIX JeJ pAa00THUKOB

1. O01Me MoJI0:KeHUS

1.1. Hacrosiiee [lonoxxenue o nopsiike BEJECHUS JIMYHBIX Jied paOOTHUKOB OpraHu3aluu,
OCYIIECTBJISIONMEH 00pa3oBaTeNbHYI0  JCSATEIbHOCTh, pa3pabOTaHO B  COOTBETCTBHH  C
®enepanbHbM 3aKk0HOM Ne 273-@3 ot 29.12.2012 «O06 obpazoBanuu B Poccuiickoii denepannm»
¢ m3MeHeHussMu Ha 30 gexabps 2021 roga, dexpepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MePCOHANIBHBIX JaHHBIX» C W3MeHeHusMH Ha 2 wuionas 2021 roma, Ykaszom IlpesumeHra ot
30.05.2005 Ne 609 «O6 yrBepxkaeHnn [lomokeHHsT O IEPCOHANBHBIX JaHHBIX TOCYIapPCTBEHHOTO
ciyxamero Poccuiickoit ®@enepanuu U BEACHHH €ro JWYHOro aena», TpyaoBbeiM Koaexcom
Poccuiickoit ®denepannu, KomiekTUBHBIM JOTOBOPOM, Y CTaBOM OPraHU3alMU, OCYIIECTBIISIOIICH
00pa3oBaTeNbHYIO J1eATEIbHOCTb.

1.2. Tannoe IlonokeHue ompenensieT MOPSAOK BEACHUS JMYHBIX JIe] MEJAaroroB M MHBIX
COTPYIHUKOB U PaOOTHUKOB IIKOJIBI, OMpEAENsieT MOpAIoK (OpMUPOBaHUS, YUeTa U XpaHEHHS,
BBIJIAYY JIMYHBIX JICTT BO BPEMEHHOE ITOJIb30BAHKE, a TAK)KE OTBETCTBEHHOCTD, IIPaBa PaOOTHHKOB H
JTUPEKTOPa 00pa30BaTEIIbHOM OpPraHU3aIUH.

1.3. Hacrosimee I[lonoxkeHue yTBEpXKAAeTCs MPUKA30M IO IIKOJIE U SIBJISETCS
00s13aTeNbHBIM ISl BCEX KATETOpUid MeJarornyeckux U Pyrux COTPYAHUKOB IIKOJBI.

1.4. BeieHre TUYHBIX JIEIT ITEJar0rOB U COTPYTHUKOB IITKOJIBI BO3JIaraeTcs Ha CIICIHAINCTA
0 Ka/ipaM OpTaHU3alMH, OCYIIECTBISIONIEH 00pa30BaTeIbHYIO NESTEIbHOCTD.

1.5. JIuuHoe N1e710 — OCHOBHOW JTOKYMEHT MEepPCOHAJIBHOTO Yy4eTa, CoJepiKaliuii Hanbosee
MIOJIHBIE CBEIEHUs 0 paboTHHKE 00pa30oBaTeNbHON OpraHU3aIH U €ro TPYAOBOH JesTensHOoCTH. B
JUYHOE JIEJIO BHOCSTCS CBEJICHUS, CBI3aHHBIC C TIOCTYIUICHHEM Ha pa0dO0Ty M YBOJbLHEHUEM.

1.6. Csenenwusi, coaepkampiecs B IJTUYHOM Jiele, OTHOCATCS K KOH(HUACHIIMAIBHOM
nH(OPMAIIHY, UMEIOT OTPaHUICHHBIN JIOCTYI ¥ Pa3riIallieHUI0 He TIOJIekKAT.

1.7. Jluunoe neno BeAeTCA B TEUEHUE BCEro nepruoaa paboTsl pabOTHHKA.

1.8. BegeHne HECKOIBKUX JTUMYHBIX € OJJHOTO PaOOTHUKA 00pa30BaTeIbHOW OpraHU3auu
HE JIOMyCKaeTcs.

2. Ilopsinok (popMUpOBaAHUS JIMYHBIX €] COTPYIHHKOB

2.1. ®opmupoBaHHE JUYHOTO Jejia TEAaroroB M COTPYIHHUKOB OO0IIC0O0pa30oBaTEIHHOM
OpraHu3ali TPOM3BOIUTCS HEMOCPEACTBEHHO IOociie IpHeMa B 00I1e00pa3oBaTebHYIO
OpraHM3ali0 WM T[epeBoJa IeJaroroB M COTPYIHUKOB U3 Jpyroil oOpa3oBaTelbHOMN
OpraHu3alyHu.

2.2. B COOTBEeTCTBMHM C HOPMAaTHUBHBIMH JIOKyMEHTaMH B JIMYHBIC JeNia IeAaroroB M
COTPY/ZHUKOB OpPraHU3aLMH, OCYLIECTBIIOMEH 00pa30BaTEbHYIO IEATEIbHOCTD, BKJIAIbIBAIOTCS
CJIeIYIOIUE JOKYMEHTHI:

s nedazo2o8:

* 3asBJICHHE O NpueMe Ha paboTy;

* 3asiBJICHHE O COTJIACUU Ha 00pabOTKY MepCOHATBHBIX JTaHHBIX MIE1arora;

ecrpaBKka O Hajguyud (OTCYTCTBMM) CyauMocTH W (wim) (dakra yrojJoBHOTO
IIPECIIEI0BAHHUS], BBIJAHHOTO COOTBETCTBYIOIIUM OPraHOM IIPaBOIIOPSIKA,;

* aBToOMOTpadus;

* KOIIUS NACIIOPTa UM MHOT'O JTOKYMEHTA, YIOCTOBEPSIOLIErO JUYHOCTD;

* KOIIHS CTPaxOBOI'0 CBUJIETENIBCTBA IEHCUHOHHOTO CTPAXOBAHNS;



* KOITUS UJICHTU()UKALMOHHOTO HOMEPA HAJIOTOIIATEIIbINNKA;

* KOTIUS JOKyMEHTa BOMHCKOTO y4eTa (/1711 BOGHHOOOSI3aHHBIX );

* KOIIMSI CBUJIETENIHCTBA O 3aKIF0YEHUH Opaka (IIpy HaJIU4UN);

* KOIIUS CBUJIETEIIBCTBA O POXKIECHUM JeTel (IpU HATUUYUH);

* KOITUM TOKYMEHTOB 00 00pa30BaHMH;

* KOIIMM JIOKYMEHTOB O KBaJM(UKALMM WIM HaJIUYue CHIELUalbHBbIX 3HaHUN (1pH
HaJIU4un);

* KOIIMM aTTECTAL[MOHHBIX JIUCTOB (IIPU HAJIMYUN);

* KOIIMU JJOKYMEHTOB O HarpakJIeHuu (Mpy HATUYKH);

* XapaKTEePUCTHKH, PEKOMEH/IaTelIbHbIE IIMChbMa (TIPU HATUYKH);

* MPUKa3 O IpueMe Ha padoTy;

* [IpUKa3 O NIEPEeBO/IC Ha MHYIO JOJDKHOCTH (IIPU HAJIMYUN);

* TOJDKHOCTHASI MHCTPYKIHS (JOJKHOCTHBIE MHCTPYKIIMKM C MOMEHTA Ha3HAueHHs Ha BCE
JOJKHOCTH ),

* TPYJIOBOW JIOTOBOP (C MOCJIEAYIOIMM BKJIOYEHHEM JIONOJHUTENbHBIX COTJIAIlIEHUH K
TPYAOBOMY JIOTOBODY);

* TPYZAOBYIO KHIKKY;

* MEMLUHCKYIO KHUXKKY.

s pabomuuxos:

* 3asiBJIEHHE O ITpHEeMe Ha padoTy;

* 325BJICHHUE O COTJIaCMU Ha 00pabOTKy NMEPCOHAJILHBIX JTAHHBIX ME/1arora;

ecrmpaBKa O Hamuuuu (OTCYTCTBHM) cyauMocTH u  (wim) (akra yrojoBHOTO
MPECIeI0BAHNUS, BBIIAHHOTO COOTBETCTBYIOIIMM OPTaHOM IPaBOTIOPSIKA;

* aBToOHMOTpadus;

* KOIUS MMacHOPTa WM MHOTO IOKYMEHTA, YI0CTOBEPSIONIETO JINYHOCTD;

* KOIIUS CTPaxOBOI'0 CBUJIETEILCTBA IEHCHOHHOI'O CTPAXOBAHUS;

* KOTTUS HICHTU(UKAIIMOHHOTO HOMEpa HAJIOTOTUIATEIIbINKA;

* KOIUS IOKyMEHTa BOMHCKOI'0 y4eTa (/I BOCHHOOOSI3aHHBIX );

* KOTIMSI CBUJIETENIbCTBA O 3aKII0YEHUH Opaka (IIpHU HaJIM4YuN);

* KOITUS CBUJIETENIBCTBA O POXKIACHUM JeTel (MPH HATUYKH);

* KOTIUU JJOKYMEHTOB 00 00pa30BaHuY;

* KOITUM JOKYMEHTOB O HarpakAeHuM (IIpH HAINYHMHN);

* XapaKTEePUCTHKH, PEKOMEHIaTeNIbHbIC TIIChMa (TIPH HATWYHHN);

* IpHKa3 O IpueMe Ha paboTy;

* IPUKa3 O MIEPEBO/IE HA MHYIO JOJKHOCTH (TpU HAJIMYKH);

* TOJDKHOCTHAS! MHCTPYKIMS (JIOJKHOCTHBIE MHCTPYKIIMUM C MOMEHTA Ha3HaueHHsI Ha Bce
JTOJKHOCTH)

* TPYAOBOM JIOTOBOP (C MOCTEIYIOIUM BKJIIOYEHHUEM JOMOJIHUTENbHBIX COIJIAIIEHUN K
TPYJOBOMY JIOTOBODY);

* TPYZOBYIO KHIXKKY;

* MEAMIIMHCKYIO KHIDKKY.

Pabomooamenv ogpopmnsiem:

* TPYZOBOM JOTOBOP B IBYX K3EMILISApax;

* [IpHKa3 O MpueMe Ha paboTy (0 MepeMeleHnn Ha Jpyrue JOHKHOCTH);

* TUYHYIO KapTouky Ne T-2;

* TOJDKHOCTHYIO MHCTPYKIIMIO B JIBYX 9K3EMILISIpaXx.

Pabomooamenwv 3naxomum:

* ¢ HOPMATHUBHO-TIPABOBBIMHU JJIOKYMEeHTaMH IKOoJIbI (Y cTaBoM, KoeKTHBHBIM JOTOBOPOM,
[IpaBuiaMu TpyA0BOTO pacropsaka U Ap. JIOKaIbHBIMU aKTaMH);

* C IOJDKHOCTHOM MHCTPYKLIUEH;

* IPOBOJIUT BBOJHBIA MHCTPYKTaXX, HMHCTPYKTaXX I0 OXpaHEe TpyAa, HMHCTPYKTaX IO
MIPOTHBOIOXKAPHOM OE30MaCHOCTH.



2.4. IlepBuyHoe oopMIIEHUE TUYHOTO JeJa IPETyCMaTPUBALT:

* IPUCBOCHHE JIMYHOMY JIely HOMEpa COINIACHO JKypHaly y4eTa JIMYHbIX JeJ1 (IPUI0KEeHne
Ne 1);

* [IPOCTaBJIEHHE Ha OOJIOKKE JINYHOTO Jiena (npuiiokeHue Ne 2) cieayromux peKBU3UTOB:
UHJEKC Jena (B COOTBETCTBMM C HOMEHKJIATYpOH aen o0mieoOpa3oBaTeNbHONW OpraHM3aIiy;
II0JJHO€ HAaWMEHOBaHUE 00I1e00pa30BaTeNbHON OpraHU3aluu; HOMEp JIMYHOrO Jeina; (paMuiIus
UMS OTYECTBO PaOOTHUKA B IMEHUTEILHOM Ma/IeXKe; AaThl — IO/l Hauaia ¥ roJl OKOHYAHUS BEICHUS
7ieJ1a; KOJIMYECTBO JINCTOB; CPOK XPaHEHUS;

* [IOMEIICHUE JIOKYMEHTOB, MOMJEKAIIUX XPAHEHUI0 B COCTaBE JIMYHBIX [€J, B
XPOHOJIOTHYECKOM IMOPSIKE:

> BHYTPEHHSIS ONMCh JOKYMEHTOB Jiena (mpuiioskeHue Ne 3);

> JIUYHBIA JIUCTOK IO YYETY KaapoB (mpuitoskeHus Ne 6);

> 3asBIICHHE O IIpUEME Ha PadoTYy;

> MIPHUKa3 O puemMe Ha padoTy;

> TPYZIOBOI JOTOBOP;

> JIOTOBOP O TOJHOW MaTepuaabHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepHaIbHO OTBETCTBEHHOE JIUIIO);

> XapaKTePUCTHKU M PEKOMEH IaTeNIbHbIE MIChMA;

> coryacre Ha 00pabOTKy MEePCOHANTBHBIX JTAHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMELIEHHBIX B JINYHOE JIEJI0, ITOAJIEKAT HyMEPALIUH.

2.6. C menpro obOecrieyeHUs] HaJIeKAIIEH COXPAaHHOCTH JUYHOTO JeJia TEeNaroroB u
COTPYIHUKOB OO0IIe00pa3oBaTeNbHOM OpraHu3alMil M ynoOcTBa B OOpallleHHd C HHUM IpH
(GbopMHpPOBaHUN JOKYMEHTBHI MOMEIIAIOTCS B OTACNbHYI0 manky. [Ipu yBoibHEHHWH pabOTHHKA
MPOILINUBAKOTCA HUTKAMU U CIAIOTCS B apXUB.

2.7. BHyTpeHHss ONUCh JOKYMEHTOB, UMEIOIIMXCS B JIMYHOM JIeNe, JOJDKHA COAepXkaTb
CBEJICHUS O MOPSAAKOBBIX HOMEpPAX, HAMMEHOBAHUAX JOKYMEHTOB J€J1a, KOJIMYECTBE JIMCTOB, JaTax
BKJIIOUEHUSI JJOKYMEHTOB B JINYHOE JEJI0 U U3bATUS U3 JIeNa, a TAKXKE KeM HU3bIT JOKYMEHT U IO
KaKoH IIpUYMHE.

2.8. BHyTpeHHs ONMUCH COCTaBISAECTCA HA OTIAEIBHOM JIMCTE MO YCTAaHOBJICHHOW (opme.
JIucThl BHYTpEHHEN OIMCH HYMEPYIOTCSI OTIEINIBHO.

2.9. Tlpu noAroTOBKE JMYHBIX JeNl K Iepelaye Ha XpaHEHHE K BHYTPEHHEH OMHCH
COCTaBJISIETCSI MTOrOBasi 3alMCh, B KOTOPOH YyKa3biBaeTcs LUGpPaMU U MPOMUCHIO KOJIUYECTBO
BKJIFOUEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JIMCTOB JIETIA.

3. llopsinok BedeHUs] JUYHBIX /e TEAAroroB M COTPYIHHKOB OpraHu3amuu,
ocyuiecTBJIsAIOLIEH 00pa30BaTeIbHYIO A1eATeIbHOCTD

3.1. JIuuHoe neno nmeparoroB U COTPYAHUKOB 00I1€00pa30BaTEILHON OPraHU3alliy BEIeTCS
B TE€UEHHE BCEro Mepuoaa paboThl KaXJIOTO Mefarora W COTPyAHHKA B 00I1IeoOpa3zoBaTeNbHOMN
OpTaHU3aIH.

3.2. JlampHeilmmee  BeA€HHWE  JMYHOIO  Jlela  [MEJaroroB M COTPYAHHMKOB
001eo0pa3oBaTeIbHOW OpraHW3ald  TPEIyCMAaTPUBAET IOMEUICHHEe B JEJO0 JOKYMEHTOB,
oOpasylomuxcst B mpolecce paboyeil AeATeNIbHOCTH M HUMEIOIIUX 3HAueHHe JUIs TPYIOBBIX
OTHOIIICHUM:

* IOTIOJTHEHHUE K TUYHOMY JIUCTKY IO YUYETY KaJpOB;

* TOTIOJTHUTEIILHBIE COTIIAMICHHS K TPYZIOBOMY JIOTOBOPY;

* KOTIMU TPUKA30B MO JUYHOMY COCTaBY, KOTOPBIE KACAIOTCS TMEAAroroB M COTPYIAHHKOB
o011e00pa3oBaTeIbHON OpraHU3aIiy;

* OT3bIBBI JIOJDKHOCTHBIX JIMI] O T€Jarore W COTPYyAHHKE 001meo0pa3oBaTebHON
OpTaHU3aINH;

* KOIMU JJOKYMEHTOB O TIOBBIIIIEHUH KBaJI(DUKAIINH;

* KOTIUU CepTU(]UKATOB, TPaAMOT;

* JIUCT — 3aBEPUTEIIb Jielia (COCTABIISIFOT MPH CIaye JIMYHOTO JIENIa B apXUB);



® UHBIC NOKYMCHTEIL.

3.3. B memsix obecrieueHuss KOHTPOJIS 32 COXPAHHOCTBIO M aKTYaJbHOCTBIO JINYHBIX JIEN B
001e00pa3oBaTeIbHON OpraHu3aluy eXeroJHo (He mo3aHee | kBapTana roja, CICOYIOIIEro 3a
OTYETHBIM) MIPOU3BOIUTCS MPOBEPKA UX HATMYMS U COCTOSHUSL.

3.4. EsxeromHyr0 TPOBEPKY COCTOSIHHSI JIMYHBIX JIeT Ha TMPEAMET COXPaHHOCTH
BKJIFOUCHHBIX B HEr0 JOKYMEHTOB IPOBOJUT CHCHUAIBHO CO37aHHast KomuccHst. O MpOBeIeHHBIX
MPOBEpPKaXx JIEIaeTCss OTMETKA B JINCTE O PE3yJIbTaTaX €XKEroHON MPOBEPKH COCTOSHHS U HATUYHS
auyHoro nena (mpuioskeHue Ne 5) M cocTaBisieTcsi akT. Pe3ynbraThl MPOBEPKU JIMYHBIX JIEN B
00s13aTeTLHOM TMOPSIIKE JOBOJSTCS JI0 TUPEKTOpa 00IIe00pa3oBaTeIbHON OpraHU3aIlHH.

4. Ilopsinok y4éTa M XpaHeHH sl JIUYHBIX JIeJ 1eJaroroB u COTPYAHUKOB OPraHu3aluM,
OCYyLIEeCTBJISIOLIEl 00Pa30BaTEJIbHYIO 1€ATEIbHOCTD.

4.1. XpaHeHue M Yy4eT JMYHBIX J€JI NEeAaroroB M COTPYIHUKOB OpraHMU3alUH,
OCYILIECTBISIONIEH 00pa3oBaTeNbHYIO0 JACSITENbHOCTb, OPraHU3YIOTCS C LEJIbI0 OBICTPOTO H
0€30MMO0YHOr0 IMMOUCKA JMYHBIX JIEJ, OOCCIICUCHHS WX COXPAHHOCTH, a TakKe 00eCreUYCHHS
KOH(MUICHIIMATBHOCTH  CBEJNEHUHM, COJep)KalMxcsi B  JOKYMEHTaxX JIMYHBIX  Jed, OT
HECaHKLMOHUPOBAHHOTO JIOCTYIIA.

4.2. JInuHble Aena COTPYAHUKOB XpaHsTcs B cefihe 001ieo0pa3oBaTeIbHOM OpraHu3aluy.

4.3. TpynoBble 1 MEAUIMHCKUE KHIDKKYA XPAHITCS OTACIBHO B celide.

4.4. Jloctynm K JIUYHBIM JieJaM I[eJaroroB U COTPYIOHHUKOB 00I1e00pa3oBaTenbHON
oprannu3anvn HUMCIOT TOJIBKO CCKpPLETAaph, ClricnuajanucT I10 Kajapam, JAUPCKTOP
o0mieo0pa3oBaTenbHOM  OpraHu3aluyd  JUOO 3aMECTUTENM JUPEKTOpa TNpU  HCIOIHEHUU
00s513aHHOCTEH TUpeKTopa 001e00pa30BaTeIbHON OpraHU3aIHH.

4.5. Cucremaru3anusi JUYHBIX JIeJ IEJaroroB M COTPYIHUKOB 00II€00pa3oBaTeIbHON
opranu3auvu MMpOrU3BOJUTCA B aJI(baBI/ITHOM IMOpAaKE.

4.6. Jluunbple nena mMeJaroroB M COTPYAHUKOB 001Ie00pa3oBaTeNbHON OpraHu3aluy,
HUMCIOIUX TOCYHAPCTBCHHBLIC 3BaHUWA, IIPEMUH, Harpaabl, YUCHBIC CTCIICHU W 3BaHUWA, XPAHATCA
MOCTOSIHHO, & OCTAJBHBIX COTPYAHUKOB — 75 JIET C T0/1a YBOJIbHEHUS paOOTHHKA (B COOTBETCTBUU C
[lepeunem TUMOBBIX YNIPaBIEHUYECKUX JOKYMEHTOB).

5. llopsinok BbIIa4YH JMYHBIX €] BO BpeMeHHOe N0JIb30BaHue

5.1. Bplgaua snu4HbIX Jen (OTHENbHBIX JOKYMEHTOB B COCTaBe JUYHOTO JieJla) BO
BPEMEHHOE II0JIb30BAHWE IPOU3BOJUTCS C pa3pelieHHs] AUpeKTopa o0011eo0pa3zoBaTebHOMN
OpraHu3alMi 1O 3asBJICHUIO COTPYAHMKA OpraHU3allMM, OCYIIECTBIIAIONIEH 00pa30BaTENbHYIO
NEeSITENIbHOCTD.

5.2. Pabora (o3HaKoMJIeHHE) C JIMYHBIMH JeJaMH T[eJaroroB M COTPYIHUKOB
o011eo0pa3oBaTenbHOM OpraHU3alluy MPOU3BOIUTCS B MPUEMHOI aupekTopa. B koHue padouero
JHSI CeKpeTapb WIM CHEelMaIMCT MO KaapaMm o0s3aHa yOeIuThCsl B TOM, YTO BCE JIMUHBIE Jena,
BBIAHHBIE BO BpPEMEHHOE IIOJb30BAaHUE, BO3BpAIIEHbl HAa MECTO XPAaHEHUS M €CTb JH
HE0O0XOAUMOCTB JIJISl IPUHATHS Mep K UX BO3BPALICHUIO WIIH PO3BICKY.

5.3. ®@axT BbIIaYM JIUYHOTO Jesia GUKCUPYETCs B KOHTPOJIBHOM JKypHaJe.

5.4. V3psATHE OTAEIBHBIX JOKYMEHTOB M3 JIMYHOTO Jefla MPOU3BOAMTCA C pa3perieHust
TUpeKTopa 0011e00pa3oBaTeIbHON OpraHu3auu ¢ O0(OPMIICHHEM COOTBETCTBYIOIIEH 3amucu B
rpade «lIpumeuanue» BHyTpeHHeW omucH. [Ipu BpeMEHHOM HU3BATHM JOKYMEHTa Ha €ro MecTo
(MeXIy TUCTaMH COCETHUX JTOKYMEHTOB) BKJIAJbIBA€TCS CIPAaBKa-3aMECTUTENb C YKa3aHUEM JIaThl
U NPUYUH U3BATUS C MOANKCHIO JIMLA, BBIIABIIETO JOKYMEHT, M IOJNUCHIO JIHIA, ITOJTYYUBILErO
€ro BO BpEMEHHOE I0JIb30BaHUE.

6. OpopMireHHe THYHBIX /Ie] Nepe] cAaYeil B apXUB

6.1. OdopmieHre TUUHBIX JeN Ui Mepellaud B apXUB MPOU3BOAUTCS CHELHUATUCTOM I10
KaJpaM o01eo0pa3oBaTeIbHON OpraHu3aliy. JTa MpoLeaypa BKIFOYACT:

* IOAINBKY (TIEpEIUIET) A€Na;



* YTOUHEHUE HyMEepallly JUCTOB JIeNa;

* COCTaBJICHUE JTUCTa-3aBeputens (mpuioxenue Ne §);

* cocTaBJIeHUE (YTOUHEHHUE) BHYTPEHHEH OIUCH;

* BHECEHHE YTOUHEHUN B PEKBU3UTHI JIUIIEBOI 00JIOKKH Jiena.

6.2. Jluct-3aBepurenp Jena IOJDKEH IOANUCAaThb €ro COCTaBUTENb, IIPU 3TOM JIENaeTcs
pacmidpoBKka TOJDKHOCTH M TMOJIHCH, MPOCTaBIsAeTCs [aTa. B mpoiecce HCMONb30BaHUS
apXUBHBIX JOKYMEHTOB B JIMCTE-3aBEPUTENE JIENAIOTCSI COOTBETCTBYIOLIME OTMETKU. Eciam nerno
MOALIUTO 0€3 JMCTa-3aBepUTEINIsl, TO €ro CieAyeT HaKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C uenpio obecriedeHusi COXpaHHOCTHU JIMYHBIX JIeJ PEKOMEHAYETCS:

* 00BEIMHATh MHIMBHUIYyaJIbHBIC JIMYHBIC JeJla YBOJCHHBIX COTPYAHUKOB B OJHY OOJIOKKY
(oOBeaMHEHHOE JICJI0) C TaKMM pacdeToM, 4yToObl 00beM jena (Toma) He mpeBbiman 250 aucToB
(myTeM CIIMBKM MaTepHaiOB WHAMBHUYaTbHBIX A€ [0 T0J1aM YBOJIbHEHHUS);

* pacmojiarath MaTepuasibl UHIUWBUIYaIbHBIX A€M B Mpenenax aenia (Toma) B ajapaBUTHOM
nopsiike (moaMmIbHO), OTIENSAS MaTepPHalIbl, OTHOCSIIUECS K Pa3HBIM WHIUBUAYAJIbHBIM JIENaM,
YHUCTHIM JIICTOM OyMard ¢ ykazaHHeM Ha HeM (aMWIMHM, UMEHU U OTYECTBAa COOTBETCTBYIOIIETO
YBOJIEHHOTO II€JIarora ¥ COTpyIHUKa 0011e00pa3oBaTeIbHON OpraHu3aluy,

* CHa0XaTh KaxJ0e OObEeIUHEHHOE J1e70 (TOM) BHYTPEHHEH OMHCHIO C IMEepPEeUrCICHHEM
(dbamunuii, UMEH U OTYECTB M yKa3aHHEM HOMEpOB CTPAHUII, B MpeeaX KOTOPBIX PAaCIIOIOKEHBI
COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepemaya NUYHBIX /€T B apXUB OCYIIECTBISICTCS HE TO3MHEE TPEX JIET IOcCie
3aBepUICHHs UX B JEIONPOU3BOJICTBE B COOTBETCTBHHU C Tpadukom. [IpenBapurensHo cekperapem,
CTIEIHUAIMCTOM IO KaJIpaM IIPOBEPSETCS IMOJHOTA W MPAaBUIBHOCTH MOATOTOBKH JIMYHBIX JeN K
nepenave. BeIsBiIeHHbBIE PU MPOBEPKE HEOCTATKU YCTPAHSIIOTCS CEKpeTapeM, CHEIUAINCTOM I10
kagpam. Ilepegaua m mpuemM NpPOU3BOIATCS MO ONUCU C MPOCTAHOBKOM OTMETOK O HaJMYUU
JUYHBIX JIEI.

6.5. JluuHble nena TEeAaroroB M COTPYAHHMKOB O00IIE00pa3oBaTeNbHOW OpraHU3alliH,
3aKOHUYEHHBIE Aenonpou3BoacTsoM 10 1 sHBaps 2003 roma, xpansarcsa 75 ner, nocie 1 sHBaps
2003 roma — 50 mer. JIuuHble nena IUpPEKTOpa, TIaBHOTO OyxranTepa oOmeoOpa3oBaTenbHON
OpraHU3alK1 UMEIOT MOCTOSIHHBIM CPOK XpaHEHHUSI.

7. OTBETCTBEHHOCTH

7.1. Tlemaroru © COTPYIHUKH 0OIIEOOpa30BATEILHOM  OpraHU3alud  OOs3aHBI
CBOEBPEMEHHO MPEJCTABNIATH CEKPETApIO UM CHEIHAIUCTY M0 KaJpaMm CBeIeHHs 00 U3MEHEHU! B
MIEPCOHANTBHBIX JJAHHBIX, BKIIFOYEHHBIX B COCTAB JIMYHOTO JeTIa.

7.2. Pabotonarens o0ecrieunBaeT:

* COXpaHHOCTb JIMYHBIX JEJl T[EeJaroroB M COTPYAHUKOB 00I1e00pa3oBaTebHOMN
OpraHu3alvy;

* KOH(PHUJICHITUATBHOCTh CBEJCHHUM, COJCPXKAIIMXCA B JIMYHBIX JIeIaxX IIeJJaroroB M
COTPYTHUKOB.

8. [IpaBa padoTtoaare/isi U padOTHHKA

8.1. Jlns oOecriedeHns 3alIMTHI TIEPCOHANBHBIX JTAHHBIX, KOTOPBIE XPAHSATCS B JIMYHBIX
JieNax TeIaroroB U COTPYAHUKOB 00IIe00pa3oBaTeIbHON OpraHU3alliy, MeJaroru U COTPYAHUKHI
0011e00pa3oBaTeIbHON OpraHu3aIii UMEIOT MPaBo:

* MOJIYYUTh TOJHYIO WH(GOPMAIUMIO O CBOUX MEPCOHAIBHBIX JAaHHBIX M O0pabOTKE 3THUX
JIAHHBIX;

* MMOJTYYUTh CBOOOHBIN JOCTYI K CBOUM TMEPCOHATBHBIM JaHHBIM;

¢ IIOJIYUUTh KOIIMK JOKYMCHTOB, XpaHAIIUCCA B JIMYHOM JOCJII€ H©W  COACpKAIIUC
MePCOHANBHBIE TaHHEIE.

* TpeOOBaTh MCKJIIOYEHMS] WM MCIPABICHHUS HEBEPHBIX M HEMOJHBIX IE€PCOHATbHBIX
JaHHBIX.



8.2. Paboronarens uMeeT mpaso:

* 00pabarTpIBaTh MEPCOHATBHBIC TAHHBIC MTEIarOTOB U COTPYIHUKOB 00111€00pa30BaTEIHHOM
OpraHM3aIlfH, B TOM YUCIIC U Ha SJICKTPOHHBIX HOCUTEIISX;

* 3aMPOCUTH OT IEJAroroB M COTPYIHHKOB OOIIE00pa3oBaTeIbHON OpTraHU3aIllMi BCHO
HE00X0IMMYI0 HHPOPMAITUIO JJIsI BECHHS IMIHBIX JIeT U 00pabOTKU EPCOHABHBIX JaHHBIX.

9. 3akJI04NTe/IbHbIE MOJI0KEHUS

9.1. Hacrosimee IlonoxxeHue o mopsjke BEACHMs JMYHBIX 1€l paOOTHUKOB SBISAETCS
JIOKJIbHBIM HOPMAaTUMBHBIM aKTOM, IHpuUHHMMaeTcs Ha IlemarormueckoM coBeT€ IIKOJBI U
yrBepkaaerca (MO0  BBOIMTCS B JeMcTBUE) NPUKA30M  JUPEKTOpa  OpraHU3aluy,
OCYIIECTBIISAIOIIEH 00pa30BaTENbHYIO AEATEILHOCTb.

9.2. Bce u3MeHeHus U JONOJHEHUs, BHOCUMBIE B HacTosulee [lonoxenue, opopmistoTcs B
MUCHbMEHHOW (opMe B COOTBETCTBMH JICHCTBYIOUIMM 3aKOHOJATENLCTBOM Poccuiickoii
denepanuu.

9.3. TlonoxkeHne O TOpPAOKE BEIEHHUS JHMYHBIX Je PaOOTHHUKOB 00pa30BaTEbHOM
OpraHu3aly NPUHUMAETCs Ha HEONpeAeIeHHbIH cpok. M3mMenenus u nononaHeHus k Ilonoxenuro
MPUHUMAIOTCS B IOpsijike, mpeaycMoTpenHoM 11.9.1. Hacrosimero [lomoxeHust.

9.4. Tlocne npunsarus [lonoxxeHus (MM U3MEHEHUH U JIOMOJIHEHUHN OT/ENbHBIX ITYHKTOB U
pa3aesioB) B HOBOM peakluy IpeablIylas peJakliis aBTOMaTUYECKU yTPauuBaET CUILY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata Gamunust, | Tabens- | Jomxuocth | CTpyKTYyp- 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
coTpyAHUKa | (pacTopixke-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
Me1aroroM 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 JIEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
Donx Ne
Onuchk Ne

Hemo 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)

KonnuecTBo 1MCTOB BHYTpEHHEN OIUCH

(1mdpamMu ¥ TPOIKCHIO)

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
U COTPYJIHUKA C INYHBIM
JIETIOM

Iloanuce nienarora u
COTpYAHHKA

OTMmeTKH, NpuMeYaHus,
3aMeyvaHus




[Ipunoxxenne Neb5

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

[ara npoBepku

d.N.0. unenosn
KOMHCCUU

Iloxnucu yieHoB
KOMUCCHUU

Pesynbprar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OECJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT14ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTto poXxacHUS

5. I'paxnancTBO

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

6. O6pazoBanue

HasBanue
yueOHOro
3aBeJICHUS U €r0

MECTOHAXOXACHUC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYTICHUS

Ton
OKOHYAHUS
WU yXo0/1a

Ecim e
OKOHYMUII, TO
C KaKoro
Kypca yIien

Kakyro
CIEeLUATBHOCTh
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 U MePEeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBICHSITHCS, BIIAIEETe CBOOOIHO)




10. Brimonusiemas pa0oTa ¢ Hauyana TPYAOBOW JEATENBHOCTH (BKIIOYas y4eOy B BBICHIUX H
CPEHHUX CITeIMATBHBIX YYEOHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIHCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS, MecToHaxoxaeHne
HOCTYIUICHUS yxoJa OpraHU3alMH, IPEIIPUATHS, a TAKKE yUpexKAEHus,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
IPEIPUATHS

11. IlpeOriBanue 3a rpanulieit (padbora, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeTaIuei)

Mecsu u rog B kakoi1 ctpane Llenp npeObIBaHUs 32
C KaKkoro 10 KaKoe rpaHuuen
BPEMEHU BpeMsl
12. Yyactue B BEIOOPHBIX OpraHax
MecTo BBIOOPHOTO Hazpanue BoiOOpHOro | B kauecTBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHbBIE HATPaIbl

Korz[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTAM M BOMHCKOE 3BaHME

Cocras Pon Botick

(KOMaHJHBI!, MOJTUTHYECKUH, aIMUHUCTPATUBHBIN, TEXHUYECKUU U T. 11.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTUYHOTO JTUCTKA

(4UIeHBI CeMbH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

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

JMCTOK 1O y4eTy KaJIpoB.

« » 202 ronma




AHKETA

[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O MMOPAAKE BCACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxaeHus

1. I'paxkmaHCcTBO (€CIM M3MEHSUIH, TO YKaXHUTE,
KOTJ[a M 110 KaKOW MpUYNHE)

2. OOpa3oBaHme, ydeHas CTCNECHb (Korja u
Kakue ydeOHbIe 3aBEJCHHS OKOHYMIM, HOMEpa
autuioMoB). CHienManbHOCTh M KBATH(DHUKAIISL
0 TUTIOMY

3. KakumMu HHOCTpaHHBIMH SI3bIKAMH U SI3bIKAMH
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
KakoW  cremeHW  (UMTaeTe U MOXKETe
O0OBSCHSTHCS, BIaJIEETe CBOOOIHO)

4. Bemonasiemasi paboTa ¢ Hadana TPYAOBOH EATENbHOCTH (BKIIIOUAsi BOCHHYIO CIIy)K0y U padoty

110 COBMeCTI/ITeHBCTBY)

Mecsu u ron JIOJDKHOCTB C yKa3aHHUEM Y4pEKICHUS,

MOCTYIIJICHUA yxoga opraHu3anuvu, NpCANpUATH, 4 TAKKEC

MUHHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHIE
YUpEKICHUS,
OpraHu3aIuy,
NpEANPUITUS

5. Bamm Onmu3kue poJICTBEHHUKHU (K€Ha, MYX, OTell, MaTb, OpaThsi, CECTPHI)

CrencHb damMuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomaniauii agpec u HoMep TeaedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMep, cepusl, KEM U KOT/Ia BBIJIaH)

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

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

« » 202  ronma

(ZlO.]'DKHOCTB OTBETCTBEHHOI'O 3a KaI[pOBLIﬁ y'-IeT)

(moanuck)

(pacrmpoBKa MOIIUCH)




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 (PU3NIECKOTO COCTOSTHHS U Howmepa nucros
dbopMHUpOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacurrdpoBKa MOIMUCH)

« » 202  ronma
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