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IHonoxenue
0 MOpPs/IKe BeJeHUs JUYHBIX J1eJ pA0OTHUKOB
MBOY «Koxkpexckas COIL»

1. O01mue MoJI0KeHu s

1.1. Hacrosimee IlonmoxkeHne O mOpsake BeNEHUS JHYHBIX el pabOTHUKOB OpraHHU3alluy,
OCYILECTBISIONIEH  00pa3oBaTENbHYIO  JI€ATEIbHOCTh, pa3paboTaHO B  COOTBETCTBUU  C
®denepanpubiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit deneparmy»
B pemakiuu oT 1 centsops 2020 roma, DenepanbHbiM 3akoHOM oT 27.07.2006 Ne 152 «O
MEePCOHANBHBIX MaHHBIX» B pemakiuu ot 24 amnpens 2020 ropa, Ilpuxazom dDenepanbHOro
apxuBHOTO areHTcTBa OT 23 nekadbps 2009 roma N 76 «OO0 yrBep)AeHHH MeETOAMYECKUX
peKoMeHaauuii Mo pa3paboTKe MHCTPYKIUI IO JEJIONPOM3BOJACTBY B (eAepalbHbIX OpraHax
UCTIOJHUTENBbHOM BracTu», YkasoM IIpesunmenta ot 30.05.2005 Ne 609 «OO6 yTBepx)aeHUU
[TonoxxeHus 0 mepCOHANBHBIX JAHHBIX TOCYAAPCTBEHHOTO ciysxaiiero Poccuiickoit denepannu u
BEJICHUU €ro JuYHOoro jena» B pemakuuu ot 23 wutonsa 2019 roma, Tpymosim Kopexcom
Poccuiickoit ®enepanyu, KomieKkTUBHBIM JOTOBOPOM, Y CTaBOM OPraHU3alluy, OCYIIECTBISIONMICH
00pa3oBaTEeNbHYIO ACSTEIBHOCTD.

Jannoe Ilonoxxenue omnpenensieT MOPSIOK BEACHUA JMYHBIX JeN IEJaroroB M HMHbBIX
COTPYTHUKOB U paOOTHUKOB MIKOJIBI, OMpEeiseT MOpsAAoK (OpMUPOBaHUS, yUeTa U XpPaHEHHUS,
BbIJIaYM JINYHBIX JIEJT BO BPEMEHHOE I0JIb30BaHKE, a TAKXKe OTBETCTBEHHOCTh, IPaBa paOOTHUKOB U
TUpPEKTOpa 00pa3oBaTeIbHON OpraHU3aIlHH.

1.3. Hacrosimiee IlomoskeHne yTBEp>KIaeTCsi MPUKA30M TI0 IIKOJIE U SBIACTCS 00S3aTCIbHBIM JIJIs
BCEX KAaTeropHil mearoruyeckux U Jpyrux COTPYIHUKOB IIKOJIBI.

1.4. Benenue NUYHBIX J1€1 MEJAroroB M COTPYAHMKOB IIKOJIBI BO3JIaraeTcs Ha CIELHAIUCTa MO0
KaJl[paM OpraHU3alliu, OCYIIECTBISIONICH 00pa30BaTEIbHYIO ACSITEIbHOCTD.

1.5. JIuuHnoe n1eso — OCHOBHOM JTOKYMEHT NEPCOHAIBLHOTO y4yeTa, COASPKaIui HanboJiee TOJIHbIE
CBEICHUS O pabOTHHKE 00pa30BaTENLHON OpraHU3aIlMi U €T0 TPYIOBOU AESITENLHOCTH. B muaHOe
JIeJI0 BHOCATCS CBECHMSI, CBSI3aHHBIE C MOCTYIJICHUEM Ha paboTy U YBOJIbHEHHEM.

1.6. CBenenusi, copeprkaliuecss B JMYHOM Jielie, OTHOCATCS K KOH(HUICHIIMATbHONH MH(POpMAaLUH,
MMEIOT OTPAaHMYEHHBIN JJOCTYII U pa3ralleHuIo He MOAJIeKaT.

1.7. JInuHOE /1€710 BeeTCs B TE€UEHUE BCETO Mepuoia paboTsl pabOTHHKA.

1.8. Benenne HECKOMBKMX JIMYHBIX JEJ OJHOTO paOOTHHMKA OO0pa3oBaTEIbHON OpraHu3allii He
JIOTyCKaeTCsl.

2. llopsinok popMupoOBaHHUS JIMYHBIX €]l COTPYIHUKOB



2.1.

@opMUpPOBAaHHE JMYHOTO J€jla IEeJaroroB |

COTPYIHHUKOB 00I1e00pa3oBaTeIbHOM

OpraHM3aIi IPOU3BOJUTCS HEMOCPEJACTBEHHO TIOCiEe TIpHeMa B  0O0IIeo0pa3oBaTeIbHYIO
OpraHM3aIi0 WU T[epeBoJla IMEJaroroB M COTPYAHUKOB U3 JApPYyroi oOpa3oBaTelbHOMN
OpraHH3allH.
2.2. B cooTBeTCTBUM C HOPMATHBHBIMU JOKYMEHTAMU B JTUYHBIE JIeJa MEJaroroB U COTPYIHUKOB
OpraHM3aIfK, OCYIIECTBIAIONICH 00pa30BaTCIIBHYIO JIEATEIBHOCT, BKIIAJBIBAIOTCS CJICIYIOIIHE
JIOKYMEHTBI:

s nedazoeos:

3asiBJICHUE O MpUeMe Ha paboTy;

3asiBJICHUE O COrjacuu Ha o0pabOTKy MepCOHAIbHBIX TaHHBIX T€/1arora;

CIpaBKa O HATMYUH (OTCYTCTBUH) CYIUMOCTH U (MiK) (haKkTa yroJOBHOTO MpPECIeI0BAHUS,

BBIJJAHHOTO COOTBETCTBYIOIINM OPTaHOM IMPABOIOPSIJIKA;
aBTOOHMOTpadus;

KOITHSI MTAcTIOpTa WJIM MHOTO JOKYMEHTA, YIOCTOBEPSIOIIETO JTUYHOCTS;
KOS CTPAXOBOT'O CBUCTEIHCTBA ICHCHOHHOTO CTPaXOBaHUS;

KOIHS HICHTU(PUKAIIMOHHOTO HOMEPA HAJIOTOTIIATEBIINKA;

KOMUsI JOKYMEHTa BOMHCKOTO y4eTa (IUIsi BOGHHOOOS3aHHBIX );

KOIHSI CBUCTEIIBCTBA O 3aKIIOUEHUU Opaka (TIpy HaJTU4HH);

KOIUSI CBUAETENIBCTBA O POKICHUU JeTel (MpU HATUYKH);

KOIMUH IOKYMEHTOB 00 00pa30BaHUU;

KOIUU JJOKYMEHTOB O KBaJH(PUKALUU WA HATHMYUE CIICIUATBHBIX 3HAHUH (IIPY HATTUYHHN);

KOIMH aTTECTAIIMOHHBIX JTUCTOB (MPU HAJTUYHH ),

KOIIMU JTOKYMEHTOB O HarpaKAeHUH (IIpU HAJINYUN);
XapaKTepUCTHKU, pEKOMEHIaTeIbHbIE TIChMa (ITPU HAJTUYUN);
IpUKa3 O mpuemMe Ha pabdoTy;

MIPUKa3 O MepeBOic Ha HHYIO TOJDKHOCTD (TIPH HATMYHWH);

AOJDKHOCTHASA HMHCTPYKIHA (I[OJDKHOCTHBIC HHCTPYKIIMK C MOMCHTA HA3HAYCHUS Ha BCC

JOJKHOCTH);

TPYIOBOM JOTOBOp (C MOCHEAYIOUIUM BKJIIOYEHUEM JIOMOJHUTENbHBIX COTJAIICHUH K

TPYZIOBOMY JIOTOBOPY);
TPYAOBYIO KHUKKY;
MEIUIIUHCKYIO KHUXKKY.

s pabomuuxos:

3asBIICHHE O ITpHEMe Ha padoTy;

3asBJICHHE O COTJIACUH Ha 00pabOTKY MEPCOHATBHBIX JaHHBIX IIe1arora;

CIpaBKa O HAJUYUH (OTCYTCTBHH) CYIUMOCTH M (WMiIH) (paKTa yrojJoBHOTO Mpecaea0BaHMUS,

BBIJIAHHOT'O COOTBETCTBYIOLIMM OPTaHOM IIPaBOMOPSIKA;
aBToomorpadwus;

KOTIHSI TaCIIOPTa WM MHOTO IOKYMEHTA, yIOCTOBEPSIOIIETO JIUYHOCTD;
KOIUS CTPAXxOBOI'0 CBUAECTENHCTBA IEHCHOHHOTO CTPaXOBaHUS;

KOMHS UICHTU(UKATMOHHOTO HOMEpa HAJIOTOIIATEIIbIINKA;

KOIHSI IOKYMEHTa BOMHCKOTO y4eTa (11 BOEHHOOOS3aHHBIX );

KOIIHSI CBUJICTEIHCTBA O 3aKIIOYCHUH Opaka (IIpy HaJM4un);

KOIUS CBUJETENBCTBA O POXKACHUU JeTel (IpU HAIUYUN);

KOIHMH JJOKYMEHTOB 00 00pa30BaHuu;

KOITUH TOKYMEHTOB O HarpakJIeHUH (IpU HATHYUHN);

XapaKTePUCTHKH, PEKOMEH IaTeNIbHbIE MHCbMa (TIPU HAIUYHH);

MpUKa3 o mpueMe Ha paboTy;

IIPUKA3 O NEPEBOJIE HA MHYIO JOJLKHOCTH (TpU HAJIMYHUH);

AOJIDKHOCTHAasA HMHCTPYKIHA (,Z[OJ'I)KHOCTHI)IC HHCTPYKIIMKM C MOMCHTA HAa3HAYCHUSA Ha

JIOJDKHOCTH);

BCC



* TPyOOBOW JOTOBOp (C TOCIEAYIONIMM BKIIOUYECHUEM JOMOJHUTENBHBIX COTJANICHUNH K
TPYZIOBOMY JIOTOBOPY);

*  TPYIOBYIO KHHXKY;

*  MEIUIIMHCKYIO KHUXKKY.

Pabomooamenv oghopmasem:

*  TPYIOBOH JOTOBOP B IBYX K3EMILIIpax;

* MpHKa3 o mpueMe Ha paboTy (0 MepeMenIeHUH Ha IPYTHe TOKHOCTH);

*  JIUYHYI0 KapTouky Ne T-2;

*  JOMKHOCTHYIO HHCTPYKIIUIO B IBYX dK3EMIUISIPaXx.

Pabomooamenv snakomum:

* ¢ HOPMATHUBHO-TIPABOBBIMH JTIOKYMEHTaMU IIKOJBI (YcTaBoM, KOJIJIEKTUBHBIM TOTOBOPOM,
[IpaBuiiamMu TpyAOBOTO pacropska U Ap. JJOKaJIbHBIMU aKTaMu);

*  C IOJDKHOCTHOM MHCTPYKLMEH;

* TPOBOJUT BBOJHBIM HWHCTPYKTaX, HHCTPYKTaXX IO OXpaHe TpyAa, HHCTPYKTax IO
MIPOTHBOIIOKAPHOM O€30MaCHOCTH.

2.4. IlepBuuHoe ohopMIICHHE JIMYHOTO JIENIa MPEAYyCMaTPHUBACT:

* MPHUCBOCHHE JUYHOMY JEIIy HOMEpA COTJACHO KYPHAIy y4eTa JIMYHBIX Ael (MPUIOKECHHE
No 1);

* MPOCTaBICHUE HA OOJIOKKE JTUYHOTO Jiena (mpuioxeHue Ne 2) cleqyromux peKBH3UTOB:
WHIEKC Jema (B COOTBETCTBMM C HOMEHKJIATypod [en  001mmeoOpa3oBaTeIbHOM
OpraHM3alfiy; TOJHOE HAWMMEHOBaHHWE OO0IIe00pa30BaTEIHPHON OpraHU3alld;, HOMEP
JUYHOTO Jefa; paMuiInsg UMsi OTYECTBO pabOTHHUKA B MMEHUTEJIBHOM MaJiexke; JaThl — IO
Hayvasa ¥ roJl OKOHYAHUS BEACHUS JIeJ1a; KOJUYECTBO JIMCTOB; CPOK XPAHEHHUS;

* T[OMEIIEHHWE JOKYMEHTOB, TMOJUIekKAIIUX XPAaHEHUI0 B COCTaBe JIUYHBIX Jied, B
XPOHOJIOTUYECKOM MOPSAIKE:

» BHYTPEHHSS OIMKCH JJOKYMEHTOR Jiena (nmprioskenue Ne 3);

» JIMYHBIA JUCTOK 1O Y4eTy KaJapoB (mpuioxeHus Ne 6);

» 3asBJICHUE O TIpUEeMe Ha padoTy;

» TpHKa3 0 IpUeMe Ha paboTy;

» TPYJIOBOH JIOTOBOD;

» JIOTOBOp O TIOJHOM MaTepuajibHOM OTBETCTBEHHOCTH (ecau pabOTHHK —

MaTepuaIbHO OTBETCTBEHHOE JIUIIO);

» XapaKTEepUCTHKH U PEKOMEHIATEIbHBIE MMUChMA;

» coryacue Ha 00pabOTKy MePCOHATBHBIX TAHHBIX.
2.5. JIucTel JOKYMEHTOB, MOMEMIEHHBIX B JTMYHOE JIENIO0, MOJIeKAT HyMEPAIIUH.
2.6. C nenpto obecnieyeHusT HaJIekKaIIeH COXPAaHHOCTH JIMYHOTO JIejia MeIaroroB U COTPYAHUKOB
o01eo0pa3oBaTeIbHOM OpraHu3ani M ynoOcTBa B OOpalIeHWH C HUM TpuU (OPMHPOBAHUHU
JOKYMEHTBI TMOMEIIAIOTCS B OTACNbHYI0 manky. [lpu yBoabHEHMH pabOTHUKA MNpPOIIMBAIOTCS
HUTKaMU U CIAIOTCS B aPXUB.
2.7. BHyTpeHHSs ONKMCh JOKYMEHTOB, UMEIOUINXCS B JIUYHOM JieJe, JOKHA COAepkKaTh CBEICHUS
0 TOPSAIKOBBIX HOMEpax, HAaWUMEHOBAHHMSIX JOKYMEHTOB JieJa, KOJMYECTBE JIMCTOB, Jarax
BKJIIOUEHHUSI JOKYMEHTOB B JINYHOE JIEJI0 U U3BATHUS U3 JIeJIa, a TAaKKE KEM U3BAT JOKYMEHT U 110
KAaKOH IIPUYHHE.
2.8. BHyYTpeHHSIsI OMHUCh COCTABIISICTCS HA OTACIBHOM JIUCTE MO YCTAaHOBJIEHHOUW (opme. JIMCTHI
BHYTpPEHHEH ONMUCU HyMEPYIOTCS OTACTBHO.
2.9. IIpn moaroToBKe JIMUHBIX J€ K Mepeaye Ha XpaHEHUE K BHYTPEHHEH OMUCH COCTaBJISETCS
UTOTOBAs 3aMUCh, B KOTOPOH yKa3bIBaeTCs MU(PPAMH U MPOMHUCHIO KOJTMYECTBO BKIIOYCHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIeNa.

3. Ilopsiaoxk BeaeHusi JIMYHBIX /e TMeJaroroB W COTPYAHMKOB OpraHu3anuu,
ocylecTBIs0MIeli 00pa30BaTeIbHYIO /IeATEIbLHOCTH



3.1. JIuuHOe Heno MenaroroB W COTPYJHHKOB 0O0IIe00pa30BaTENbHON OpraHU3allMi BEAETCS B
TEUEHHE BCETrO TepHojJa pabdOoThl KaXAOro Iejarora M COTPYIHHKA B 00IIe00pa3oBaTeIbHOM
OpraHH3aIlHH.
3.2. JlanpHelmee BeACHUE JIMYHOTO JeJia TEJAaroroB M COTPYIHHKOB 0O0IIeo0pa3oBaTeIbHON
OpraHM3aIfK MPeIyCMAaTPUBAET MOMEIICHHUE B N0 TOKYMEHTOB, OOpa3yIolIuXcs B TpoIiecce
pabouelt AesTeTPHOCTH M UMEIOIINX 3HAYCHHE JIJIS1 TPYOBBIX OTHOIIICHMIA:

*  JIOTIOJHEHHE K TUYHOMY JIUCTKY IO YUYETY KaJpOoB;

*  JIOTIOJTHUTEJIbHBIE COTJIAIICHUS K TPYJIOBOMY JIOTOBOPY;

* KOINHWU TPUKA30B MO JHUYHOMY COCTaBY, KOTOPBIC KACAIOTCSl IMEJAaroroB M COTPYAHUKOB

00111e00pa30BaTeIbHON OpraHnu3aIiy;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIearore W COTPYAHHKE 001meo0pa3oBaTebHOM
OpraHu3aIlNH;

*  KOIKUU JOKYMEHTOB O TMOBBIIICHUH KBAIU(DUKAIIHH;

*  KONHUU CepTU(PHUKATOB, TPAMOT;

* JIUCT — 3aBEPUTEIIb Jela (COCTABIISIIOT MPH CIaye JINIHOTO JIeJia B apXUB);

*  WHBIC IOKYMEHTHI.
3.3. B memsax oOecredeHHs] KOHTPOJS 33 COXPAHHOCTHIO M AaKTYalbHOCTBIO JMYHBIX €1 B
0011e00pa3oBaTeIbHON OpraHu3aluy eXeroaHo (He mo3gHee | kBaprana roja, Ciemyromero 3a
OTYETHBIM) MPOU3BOAUTCS MTPOBEPKA UX HATMYHUS U COCTOSIHHSL.
3.4. Exerognyro NMpOBEPKY COCTOSIHUSI JIMYHBIX €] Ha MPEAMET COXPAHHOCTH BKJIIOYEHHBIX B
HEro JOKYMEHTOB TMPOBOIUT CIIENUATbHO co3laHHas komuccus. O TPOBEACHHBIX MPOBEPKAX
JIemaeTcsl OTMETKA B JINCTE O PE3YJIbTaTax €KEroJIHON MPOBEPKH COCTOSIHHS W HAJUYHSI JIMYHOTO
nena (mpunoxxenue Ne 5) U cocTaBisieTcs akT. Pe3ynbTaThl MPOBEPKU JTUYHBIX JE]T B 00s13aTEILHOM
MOPSIIKE AOBOJISATCS 10 TUPEKTOpa 00IIeo0pa3oBaTeIbHON OpraHU3aIliH.

4. Tlopsinok y4éra M XpaHeHHMs JMYHBIX JeJ MeJaroroB M COTPYJAHHUKOB OpPraHM3aluM,
OCYHIeCTBJISAIOIIEH 00pa30BaTEIbHYIO 1eSITeJIbHOCTbD.

4.1. XpaHeHHe U y4eT JIMYHBIX JIe]l MEeAaroroB U COTPYJHUKOB OpraHU3alliH, OCYHIECTBIISIONICH
00pa30BaTEeNbHYI0 JIEATEIHHOCTh, OPTAHU3YIOTCS C IENBI0 OBICTPOro U 0e30IMO0YHOro MoucKa
JUYHBIX JeJ, oOecredeHus] WX COXPAaHHOCTH, a Takke o0ecnedeHus KOH(PUACHIHUAIbLHOCTU
CBEJICHUH, CO/IepKAIIMXCS B TOKYMEHTAaX JIMYHBIX JI€J], OT HECAaHKIIMOHUPOBAHHOTO JJOCTYIIA.

4.2. Jlnanble fena COTPYIHUKOB XpaHATCs B ceripe 001meodpa3oBaTeIbHON OpraHU3alii.

4.3. TpynoBbie U MEIUIIMHCKHUE KHIDKKH XPAHATCS OTJEIBHO B ceilde.

4.4. JlocTyn K JUYHBIM JieJaM TeJaroroB U COTPYAHUKOB 00IIe00pa30BaTeIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpeTaph, CIEHUATNCT TO KajpaM, JTUPEeKTop o00meo0pa3oBaTebHON
OopraHm3zanuu Ju00 3aMecTUTeNH AUPEKTOpa NpU UCHOJHEHHHM OOS3aHHOCTEH TupeKTopa
0011e00pa3oBaTeIbHON OPraHU3aIH.

4.5. Cucremaruzaiusi JWUYHBIX JIeNl TI€IaroroB W COTPYAHUKOB 00IIe00pa3oBaTeIbHON
OpraHHU3aIMH MPOU3BOIUTCS B alI()aBUTHOM TMOPSIKE.

4.6. JluyHbIe NeNa TEJAroroB M COTPYAHUKOB 0OIIe00pa3oBaTebHON OpraHU3aIlii, WMEIOIINX
rocyJapCTBEHHbIE 3BaHUs, IPEMUU, HArpajbl, YUCHbIC CTEIICHU W 3BAHMSI, XPAHSITCS MOCTOSHHO, a
OCTaJIbHBIX COTPYAHHUKOB — 75 JEeT ¢ roja yBOoJbHEHHs paboTHUKA (B cooTBeTCTBUU C llepeunem
TUTIOBBIX YIIPaBJICHYECKUX JOKYMEHTOB).

5. Ilopsiaok BbIIAYH JIMYHBIX €1 BO BpeMeHHOe NM0JIb30BaHue

5.1. Beimada nuYHBIX e (OTAEIBHBIX JOKYMEHTOB B COCTAaBE JIMYHOTO JI€Jia) BO BPEMEHHOE
MOJIb30BAHKE MPOU3BOIUTCS C Pa3pelIeHUs AUPEKTOpa 00IIe00pa3oBaTeIbHON OpraHU3aIUH I10
3asBIICHHIO COTPYIHHMKA OPTaHU3aINH, OCYIIECTBIISIIONIEH 00pa30BaTeIbHYIO ACATEIbHOCTb.

5.2. PabGora (o3HakOMJIEHHME) C JHUYHBIMM JIeJJaMH  T€IaroroB ©U  COTPYJHHUKOB
0011e00pa3oBaTeIbHON OpPraHU3alliy MPOU3BOIUTCS B MPUEMHOM aupekTopa. B koHie padodero
THS CEeKpeTaph WU CIEIHUANIUCT O Kajapam o0s3aHa yOeAWTbCS B TOM, YTO BCE JIMYHBIC JeTa,



BBIIAHHBIE BO BpPEMEHHOE II0Jb30BAaHUE, BO3BpAIEHbl HAa MECTO XpaHEHHS M €CThb JH
HE0OXOIUMOCTD ISl IPUHSTHS MEp K UX BO3BPALICHUIO HIIU PO3BICKY.

5.3. @aKT BbIIa4YM JTMYHOTO Jiea (GUKCUPYETCS B KOHTPOJIBHOM JKypHAJIe.

5.4. U3patue OTAENbHBIX JOKYMEHTOB M3 JIMYHOTO JeJIa IPOU3BOJUTCS C pa3pelieHus JTUPEKTopa
o01meo0pa3oBaTeIbHOM OpraHu3aiMu ¢ O(OPMIIEHHEM COOTBETCTBYIOLIEH 3amucu B Trpade
«[Ipumeuanue» BHyTpeHHeH onucu. [Ipu BpeMEHHOM U3BATHUH JTOKYMEHTA Ha €ro MecTO (MEXIy
JUCTAMHM COCEHUX JIOKYMEHTOB) BKJIAJbIBAETCSl CIPaBKa-3aMECTUTENIb C YKa3aHHEM JaTbhl U
MPUYMH U3BATHS C TIOJIMKUCHIO JIMIA, BBIIABIIEr0 JOKYMEHT, U MOAMKUCHIO JHIA, MOTYYUBIIETO €ro
BO BPEMEHHOE I10JIb30BaHUE.

6. OdopmiieHHe JMYHBIX JeJI Iepe] caaveil B apXuB
6.1. Odopmienue JINYHBIX A€ A Mepefayd B apXUB MPOU3BOAUTCS CIELHUATUCTOM MO Kajpam
0011e00pa3oBaTeIbHON OpraHu3auy. JTa IpoLeaypa BKIIOYAeT:

* TOMIUBKY (TIEperuieT) Aena;

* YTOYHEHHE HyMEpalluH JIMCTOB JIeTIa;

*  COCTaBJICHHE JUCTa-3aBeputens (mpuioxenue Ne §);

* CcOCTaBJIeHUE (YTOUHEHUE) BHYTPEHHEN ONNCH;

* BHECEHUE YTOYHEHUH B PEKBU3UTHI JHUILIEBON OOJIOKKH J€a.

6.2. Jluct-3aBepurenp Jena JODKEH MOJMUCATh €ro COCTaBUTEIb, IPU OSTOM JIENAeTCs
pacmMppoBKa JOKHOCTM W MOJIHMCH, IPOCTaBIseTCcs JaTa. B mporecce MCHONb30BaHUSA
apXMBHBIX JOKYMEHTOB B JIHCTE-3aBEPUTEIIC JIENAIOTCS COOTBETCTBYIOIIUME OTMETKU. Ecim nerno
HNOJIINTO O€3 JMCTa-3aBEPUTENsSA, TO €ro CIEAyeT HAKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIO0XKKH
nena.

6.3. C nenpto 00ecneYeHns] COXPaHHOCTH JIMYHBIX JIeJT PEKOMEHTyeTCS:

* 00BEeIUHATH WHAMBUIYAIbHbIC JIMYHBIE JIeNla YBOJCHHBIX COTPYIHHUKOB B OJHY OOJIOKKY
(oOBeagMHEHHOE J1e710) C TaKMM pacdyeToM, 4ToObl 00beM jena (Toma) He mpebiman 250
JUCTOB (ITyTE€M CLIMBKU MaTE€pPHajIOB UHAWBUIYAIBHBIX /€] [0 TOJaM YBOJIbHEHHU);

* pacrnojaraTh MaTepuallbl MHIAMBHUIYaJbHBIX JA€] B Ipenenax jAena (Toma) B ai(aBUTHOM
nopsiike (moaMuIIbHO), OTAETSAS MaTepUabl, OTHOCSIIUECS K pa3HbIM HHIMBUAYaIbHBIM
Jies1aM, YUCTBIM JINCTOM OyMaru C yKa3aHMeM Ha HeM (GaMWIuM, UMEHH U OT4YecTBa
COOTBETCTBYIOLIETO YBOJEHHOTO TeJarora M COTpYIOHHMKa 0O0mieoO0pa3zoBaTeiabHON
OpraHu3ally;

* cHa0XaTh KaXaoe OObEIUHEHHOE €0 (TOM) BHYTPEHHEH ONHCHIO C MEPEYHCICHUEM
Gbamunuii, UMMEH W OTYECTB M YKa3aHHEM HOMEPOB CTpaHUl], B HpeJenax KOTOPBIX
PacroI0KeHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenaya TUUHBIX J€] B apXUB OCYIIECTBIISIETCS HE MO3/IHEE TPEX JIET MOCTE 3aBEPILICHUs UX
B JICJIONPOM3BOJICTBE B COOTBETCTBUH ¢ rpadukom. [IpenBapurenbHo cekpetapeM, CIEHaTucToM
[0 KajJpaMm MpoBepsieTcs IOJIHOTa W IPAaBUIBHOCTh IOJATOTOBKM JIMUHBIX JA€l K Iepejade.
BrisiBiieHHBIE IPU NPOBEPKE HEJOCTATKH YCTPAHSAIOTCS CEKpeTapeM, CHEIMAIMCTOM IO KaapaMm.
Ilepenaua u mpreM NPOU3BOIATCS MO OMMUCHU C IPOCTAHOBKOM OTMETOK O HAJIMYUU JINYHBIX €.
6.5. JInuHble fena nearoroB U COTPYJHUKOB 00111e00pa30BaTeIbHONW OpraHU3aliuy, 3aKOHUECHHbBIE
nenonpousBoactBoM 10 1 ssHBaps 2003 roma, xpausarcs 75 net, nocie 1 saBaps 2003 roga — 50
net. JInuHble Aena IMPEeKTopa, TIaBHOro Oyxranrepa ooueoopa3oBaTeIbHON OpraHU3ail HMEIOT
MOCTOSIHHBIM CPOK XpaHEHUS.

7. OTBETCTBEHHOCTD
7.1. Tlegaroru M COTPYIHUKH 0OIIe00pa30BaTEIbHON OpraHu3allii O0s3aHbl CBOCBPEMEHHO
IPEACTABIATH CEKPETapIO WM CIICHHAINCTY 10 KaJpaM CBeleHHs 00 M3MEHEHHH B IEPCOHAIILHBIX
JAHHBIX, BKJIIOUYEHHBIX B COCTAB JIMYHOTO JIeNa.
7.2. Paboromaresnb 00eCIeunBaer:
* COXpaHHOCTb JIMYHBIX [€JI [EeJAaroroB M COTPYJHHKOB  00mIe00pa3oBaTeNbHON
OpraHM3aliH;



* KOH(DUIECHIMAIBHOCTh CBEACHUN, COACPKAIMIMXCS B JUYHBIX JelaxX I[eJaroroB
COTPYJIHUKOB.

8. IIpaBa paGoroaaresisi u pabOTHHKA
8.1. lnsa obecrnedeHus 3alIUThl MEPCOHANBHBIX JAHHBIX, KOTOPBIE XPAHITCS B JHMYHBIX JeNax
MEeIaroroB M COTPYJHHKOB O0IIe00pa3oBaTeIbHOW OpraHW3aldd, NEeNarorn W COTPYJHHKH
00111e00pa30BaTEIbHOM OPraHNU3alul UMEIOT IPABO:
*  TOJYYHTH TOJHYHO WH(POPMAIMIO O CBOUX TEPCOHAIBHBIX JaHHBIX H 00pabOTKE ATHX
JTAHHBIX;
*  TOJYYHTH CBOOOIHBIN JIOCTYI K CBOMM IEPCOHATIHLHBIM JTAHHBIM;
*  MOJIYYHUTH KOMUHU JJOKYMEHTOB, XpaHSIIIUECS B IUYHOM JIeJIe U COMEPIKaIie TePCOHABLHBIC
JIaHHBIC.
* TpeOOBaTh UCKIIOUCHUS WM UCIIPABICHUS HEBEPHBIX M HETIOHBIX MEPCOHAIBHBIX TAaHHBIX.
8.2. Paboronarenb umeeT mnpaso:
* oO0pabaTbIBaTh NMEepPCOHABHBIC JaHHBIE ME€aroroB U COTPYIHUKOB 00Ie00pa3oBaTeIbHON
OpraHU3alliK, B TOM YHCJIC ¥ Ha DJIEKTPOHHBIX HOCUTEIISX;
* 3ampoCUTh OT MEJaroroB M COTPYJHHKOB 00IIe00pa3oBaTelbHON OpraHu3aluu  BCIO
HEOOXOAUMYI0 HWH(POPMAIMIO JJI BEIEHUSA JUYHBIX JIed1 U 00pabOTKH MepCOHATBHBIX
JTAHHBIX.

9. 3axkiI0YUTEIbHBbIE MTOJT0KEHUS

9.1. Hacrosimiee [TonoxkeHne o mopsiike BEJACHUS JIMYHBIX J1e7T PAOOTHUKOB SIBJISICTCS JIOKAJIBHBIM
HOPMAaTUBHBIM aKTOM, MpUHUMaeTcs Ha [lemarormueckomM coBeTe MIKOJIBI U yTBEpKaaeTcs (JIubo
BBOJUTCS B JIEWCTBUE) MPUKA30M JIUPEKTOpA OpPTaHU3alMM, OCYIIECTBIAIOMENH 00pa3oBaTeIbHYIO
NEeSATEIbHOCTD.

9.2. Bce u3MeHeHUs W JOMOJHEHHS, BHOCHMBIE B Hactosmee l[lomoxkeHue, ohopMIISIOTCS B
NUCHbMEHHOM (opMe B COOTBETCTBUM JACWUCTBYIOLUIMM 3aKOHOAATENbCTBOM  Poccuiickoit
denepanuu.

9.3. IlonoxeHne O MOPSAKE BEIACHUS JIMYHBIX JeNl paOOTHUKOB 00Opa30BaTENbHOM OpraHU3aluu
NPUHUMAETCS Ha HEONpeNeiaeHHbId Ccpok. HM3menenuss u jgononHeHus k [lomokeHuto
IIPUHUMAIOTCS B IIOPSIZIKE, IpeaycMOTpeHHOM 11.9.1. HacTosmero [lonoxeHus.

9.4. Tlocne mpunstus [lonoxeHus (MM W3MEHEHHH M JIOMOJHEHHH OTICIBHBIX IYHKTOB H
pa3zienoB) B HOBOW peaKlMK MPEabIAyIIasi peJaKIis aBTOMAaTUYECKU YTPAuYUBAET CUITY.



JKypHan yuera Mu4HBIX 1€l

TIpunoxxenune Nel
K ITOJIOKEHHIO O TTOPSIKE BEICHUS

JIMYHBIX IOCJT pa6OTHI/IKOB

Ne JHata ®amunmust, | Tabems- | domxnocth | CTpyKTYyp- Hata n Hata n IMpumeua-
n/ odopmue- M, HBIN (mpodpec- HOE HOMEp HOMEpP HUE
I | HUS JJUMYHOTO | OTYECTBO HOMeEp cus, nojipasie- TprKasza TprKasza
Jena nejarora u Creuab- JIeHUE (pacmiopsi- (pacmiopsi-
COTpYIHHKA HOCTB) JKEHUS) O JKEHUS) O
nejarora u npueMe IpeKparie-
COTpYyIHHKA nejarora u HUH
coTpyaHHKa | (pacTopike-
Ha paboty HUN)
TPYZIOBOTO
JIOTOBOPA C
IIeIaroroM u
COTPYJHUKOM
(yBOJBHE-
HUW)
2 3 4 5 6 7 8 9




Dona Ne

Omnuce Ne

Jlemo Ne

Wanexc nena

O0J107KKa JIMYHOTO Jeia

ITpunoxenne Ne2
K TIOJIOKECHHUIO O MOPSI/IKE BEICHUS
JIMYHBIX JIe]1 paOOTHUKOB

(Ha3BaHHEe 00pa30BATEIBLHON OPTaHU3ALHH)

JIMYHOE JEJIO Ne

Jlara nauama

JlaTta okoHUaHUs

Ha JIMCTax
XpaHUTh JeT
Donm Ne
Omuce Ne

Jleno Ne

(3aroIoBOK Jena)



ITpunoxenne Ne3

K ITOJIOKCHHUIO O TOPAIKE BCIACHUA

BHYTPEHHA OITUCH
JOKYMEHTOB Jiesia Ne

JIMYHBIX IOCJT pa6OTHI/IKOB

No HNunexc Hara Haspanue Howmep [Tpumevanus
H/ II JAOKYMCHTa AOKYMCHTa AOKYMCHTA JIUCTOB
nena
Uroro: JIOKYMEHTOB

(uudpamMu 1 IPOIHCHIO)

KonnuecTBo TMCTOB BHYTPEHHEN ONKCH

(uudpamu U MPOIKCHIO)

OTBETCTBEHHBIH 3a
KaJIpOBBIN Y4eT:

(moAIMCh)
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©.1.0.

TTpunoxenne Ned
K TOJIOKEHHIO O TIOPSAKE BEICHHS
JIMYHBIX JIe]1 paOOTHUKOB

JomKHOCTD

JInynoe nemno Ne

Jlata o3HaKoMIIEHHUS Tiearora
Y COTPYAHUKA C TUIHBIM
JIEJIOM

Ilonmucek negarora u
COTpYIIHHKA

OTMeTKH, TpUMeYaHus,
3aMeYaHus




IIpunoxxenne No5

K ITOJIOKCHUIO O MMOPAAKE BEACHUA

JIMYHBIX IOCJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTaXx e;KeroJHoi MpPOBePKH COCTOSIHUS
U HAJIMY U] JIMYHOTO /e

©.1.0.

JlomxHOCTh

JInunoe neno Ne

[aTa npoBepku

d.N.0O. uneHosB
KOMMCCUU

Ilonmucu 4ieHoB
KOMHUCCHU

Pesynbrar nmposepku




1. ®ammnus

TTpunoxenne Ne6

K ITOJIOKCHUIO O MMOPAAKE BEACHUA
JIMYHBIX IOCJT pa6OTHI/IKOB

JIMYHBIN JIUCTOK 10 y4eTy KaJApoB

4098

OT4ecTBO

2. Ion

3. T'ox, 4nuclio U MecsI POXKACHUS

4. Mecto poxaeHus

5. I'paxnancTBO

(cerno, nepeBHs, TOPOJ, paiioH, 001aCTb)

6. OGpa3oBaHue

Hazpanue
y4eOHOTO
3aBCACHUA U €TI0

MECTOHAXO0XJICHUC

®dakynbTeT
WIH
OT/IENICHUE

Ton
MOCTYTIJICHUS

Ton
OKOHYAHUS
WM yXo/a

Ecnu me
OKOHYHII, TO
C KaKoro

Kypca yuren

Kaxkyto
CIEIHAIbHOCTD
IOJIyYUl B
pe3ynbrare
OKOHYaHUusA
y4eOHOTO
3aBENICHUS,
yka3athb Ne
JTUIIOMA WITH
yIOCTOBEPEHUS

7. Kaknmu HWHOCTPAHHBIMU A3bIKAMU BJIAACCTC

8. YueHas cTerneHb, y4eHOE 3BaHUE

9. Kakue nmeere HayyHbIE TPYIbl U H300PETCHHS

('-lHTaeTC 1 NIEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETE 06’L5{CH5{TLCX, BJIa€CTC CBOGOE[HO)




10. Brimonusiemas pa®oTa ¢ Havajga TPYHAOBOHM JeATENbHOCTH (BKIIOYas y4yeOy B BBICIIMX U
CPEIHUX CIEeNHUATBHBIX YYCOHBIX 3aBE/ICHUSIX, BOCHHYIO CITYKO0Y U pabOTy IO COBMECTUTEIILCTBY)

Mecsu u rox JIOJDKHOCTB € YKa3aHUEM YUPEKIACHUS, MecronaxoxaeHue
MIOCTYIUICHHUS yxoja OpPraHM3alLMH, IPEANPHUATHS, a TAKKE YUpEKICHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHM3allH,
IPEITPHUITHS

11. IlpeGriBanue 3a rpanunieit (padora, ciry:keOHasi KOMaHIUPOBKA, MMOE3/IKa C JIeeranueil)

Mecsu u rox B kakoii ctpane Lenb npeObIBaHMs 32
C KaKkoro 0 Kakoe rpaHuLen
BpEMEHU BpeMsI

12. Yyactue B BEIOOPHBIX OpraHax

MecTto BBIOOPHOTO Ha3zBanue Bei6opHoro | B kauectBe KOro I'og

opraHa opraHa BbIOpaH n30paHus | BBIOBITHS

13. Kakue nmeeTe npaBUTEIbCTBEHHBIE HATPAIbI

Korna u kem HarpaxaeH

14. OTHOLIEHNE K BOMHCKAM 00A3aHHOCTAM U BOMHCKOE 3BAHUE

CocraB Pon Boiick
(KOMaHHBIH, MOJUTUYECKUH, aAIMAHUCTPATUBHBIH, TEXHHYESCKHUH U T. 1.)

15. CeMeliHO€E OJIOKEHNE B MOMEHT 3aIlIOJIHEHHUS JIMYHOI'O JIUCTKA

(WICHBI CeMbH, C YKa3aHHEM BO3PACTa)

16. lomamnuii agpec

17. O6s3y10Ch CBOEBPEMEHHO M3BEMIaTh 000 BCEX M3MEHEHUSX JaHHBIX, BKIIOUCHHBIX B JIMYHBIN
JIUCTOK IO YYETY KaJpOB.
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IIpunosxxerne No7

K ITOJIOKCHUIO O MMOPAAKE BEACHUA

AHKETA

JIMYHBIX IOCJT pa6OTHI/IKOB

Dammnus

Nms

OT4ecTBO

Jlata poxxneHus

1. I'paxkmancTBO (€C/IM M3MEHSUIA, TO YKaXUTE,
KOr/Jia ¥ 10 KaKoil NpuyrHe)

2. OOpa3oBaHme, ydeHasi CTENEHb (Korma u
Kakue y4yeOHbIC 3aBeACHUS OKOHYWIHM, HOMEpa
auruioMoB). CrienuanbHOCTh M KBaTH(PUKAIUS
10 IUTIOMY

3. KakuMu MHOCTPAHHBIMU SI3bIKAMU U SI3bIKAMHU
HaponoB Poccuiickoit denepanuy BiaIceTe U B
KakoW  cTerneHu  (UhTaeTe W MOXKETe
OOBSCHSITBCS, BIaZeeTe CBOOOIHO)

4. BeimonHsiemas paboTa ¢ Hayayia TPYJ0BOU JIEATEIHHOCTH (BKIIOYAs BOCHHYIO CITY)KOY U paboTy

110 COBMECTHUTEIHCTBY)

Mecsn u ron JIOJDKHOCTB € YKa3aHUEM YUPEKIACHUS,

MOCTYIUICHUS yxoja OpraHu3alyu, NPeaIpUsATUs, a TAKKe
MUHUCTEPCTBA (BEIOMCTBA)

MecTonaxoxIeHue
YApEKICHUS,
opraHu3alui,
TIPS ATPUSITHS

5. Bamm 6nm3kuie poIcTBEHHUKHY (JKeHA, MYX, OTEI, MaTh, OpaThsi, CECTPHI)

CreneHb damvunyst, UM, I'ox Mecto paboThl,
pojcTBa OTYECTBO POXKJICHUS JIOJDKHOCTD

Anpec MecTa
KHUTCIIBCTBA

6. lomamawuii agpec u HoMep TenedoHa

7. IlacnopT WK JOKYMEHT, €ro 3aMEHS IO

(HOMED, cepus, KeM U KOTa BEIJaH)
8. JlomomHUTENBHBIE CBEICHUSI, KOTOpBIe BB jKemaeTe cooOmuTh o cede

10. Ha xaxoii ypoBeHb 3apiuiatel Bsl paccuntsiBaere?

« » 202  ropa

(1OJDKHOCTD OTBETCTBEHHOTO 33 KaIPOBBIH yUeT) (Tmoamucs)

(pacumpoBKa OIIUCH)




ITpunoxenne Ne8
K TIOJIOKECHHUIO O MOPSI/IKE BEICHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

nea Ne
B nene npomuTo 1 mpoHymMepOBaHO JINCTOB
(umdpamMu 1 MPOIHCHIO)
c Ne mo Ne , B TOM YHCJIE:
JINTEPHBIE HOMEpA JINCTOB
MPONYIIEHHbIE HOMEPa JINCTOB
+ JINCTOB BHYTPEHHEW ONKUCHU JINCTOB
OcobeHHocTH (PU3NIECKOTO COCTOSIHUS U Howmepa nmucros
dbopmupoBaHUs ea
OTBETCTBEHHBIH 3a
KaJpOBBIN y4yeT
(nmoamuce) (pacumpoBKa MOIIUCH)
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