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1. O01mue MoJI0KeHu s

1.1. Hacrosimee IlonmoxkeHne o mOpsake BeIEHUS JHYHBIX el pabOTHUKOB OpraHHU3alluy,
OCYILECTBISIONIEH  00pa30BaTENbHYIO  JI€ATEIbHOCTh, pa3paboTaHO B  COOTBETCTBUU  C
®denepanbubiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit deneparny»
B pemakiuu oT 1 centsops 2020 roma, DenepanbHbiM 3akoHOM OoT 27.07.2006 Ne 152 «O
MEePCOHANIBHBIX MaHHBIX» B pemakiuu ot 24 amnpens 2020 ropa, Ilpuxazom ®enepanbHOro
apxuBHOTO areHTcTBa OoT 23 nekadbps 2009 roma N 76 «OO0 yrBep)AeHHM MeETOAMYECKUX
peKoMeHaaluuii Mo pa3paboTKe MHCTPYKIUI IO JEJIONPOM3BOJACTBY B (eAepalbHbIX OpraHax
UCTIOJHUTENBbHOM BracTu», YkasoM IIpesunmenta ot 30.05.2005 Ne 609 «OO6 yrBepx)aeHUU
[TonoxxeHus 0 mepCOHANBHBIX JAaHHBIX TOCYJAPCTBEHHOTO ciyxaiiero Poccuiickoit denepannu u
BEJICHUU €ro JUYHOoro jena» B pemakuuu ot 23 wutona 2019 roma, Tpynosim Kopexcom
Poccuiickoit ®enepanyu, KomieKTUBHBIM JOTOBOPOM, Y CTaBOM OPraHU3alluy, OCYIIECTBISIONMICH
00pa3oBaTEeNbHYIO ACSITEIBHOCTD.

Jannoe IlonoxxeHue omnpenensieT MOPSIOK BEACHUA JMYHBIX JeN IeJaroroB M MHbBIX
COTPYTHUKOB U paOOTHUKOB MIKOJIBI, OMpEeNsaeT MOpsAAoK (OpMUPOBaHUS, yUeTa U XpPaHEHUS,
BbIJIaYM JIMYHBIX JI€JT BO BPEMEHHOE IM0JIb30BaHKE, a TAaK)Ke OTBETCTBEHHOCTh, IIpaBa paOOTHUKOB U
TUpPEeKTOpa 00pa3oBaTeIbHON OpraHU3aIlHiH.

1.3. Hacrosimee [lomoskeHue yTBep)KIaeTcsi MPUKA30M TI0 IIKOJIE U SBIAECTCS 00S3aTCIbHBIM JIs
BCEX KAaTeropHil megarorunyeckux U Jpyrux COTPYIHUKOB IIKOJIBI.

1.4. Benenue NUYHBIX J1€1 MEJAroroB M COTPYAHMKOB IIKOJIBI BO3JIaraeTcs Ha CIELHAIUCTa IO
KaJl[paM OpraHU3alliH, OCYIIECTBISIONICH 00pa30BaTENbHYIO ACSITEILHOCTD.

1.5. JIuuHnoe ;1eso — OCHOBHOM JTOKYMEHT NEPCOHAIBLHOTO yueTa, COASPKaInuid HanboJiee TOJIHbIE
CBelIeHUs 0 pabOTHUKE 00pa30BaTEIbHON OpraHU3alMy U ero TPYIOBOH AedaTenbHOCTH. B nuyHOe
JIeJI0 BHOCATCS CBECHMSI, CBSI3aHHBIE C MOCTYIJIEHUEM Ha paboTy U YBOJIbHEHHEM.

1.6. CBenenusi, copeprkaluecss B JMYHOM Jielie, OTHOCATCS K KOH(HUICHIIMAILHONH UHPOpMaLUH,
MMEIOT OTPAaHMYEHHBIN JOCTYII U pa3ralleHuIo He MOAJIeXKaT.

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

1.8. Benenne HECKOMBKHX JIMYHBIX JEJ OJHOTO paOOTHHMKA OO0pa3oBaTEIbHON OpraHu3aIlii HE
JIOITYCKAETCsL.

2. llopsinok popMuUpOBaHHUS JIMYHBIX €]l COTPYIHUKOB



2.1.

@opMUpPOBAaHHE JMYHOTO Ji€Jla IE€JaroroB |

COTPYIHHUKOB 00I1e00pa3oBaTeIbHOM

OpraHM3aIi TPOU3BOJUTCS HEMOCPEJACTBEHHO TIOCie TIpHeMa B  0O0Ieo0pa3oBaTeIbHYIO
OpraHM3aIi0 WU T[epeBoJa IEJaroroB M COTPYAHUKOB U3 JApPYyroi oOpa3oBaTelbHOMN
OpraHH3aIlHH.
2.2. B cooTBeTCTBUM C HOPMATHBHBIMU JOKYMEHTAMH B JIUYHBIE JIeJa MEJaroroB U COTPYIHUKOB
OpraHM3aIMK, OCYIIECTBIAIONICH 00pa30BaTeIIbHYIO JIEATEIBHOCT, BKIIABIBAIOTCS CJICIYIOIIHE
JOKYMEHTBI:

s nedazoeos:

3asiBJIICHUE O MpUeMe Ha paboTy;

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

CTpaBKa O HAJTMYUH (OTCYTCTBHHU) CYIUMOCTH U (MJK) (haKkTa yroJOBHOTO MpPECIeI0BAHUS,

BBIJJAHHOTO COOTBETCTBYIOIIMM OPTaHOM IMPABOIOPSIJIKA;
aBTOOHMOTpadus;

KOIHSI TAcTIOPTa WJIM MHOTO JOKYMEHTA, YIOCTOBEPSIOIIETO JTUIHOCTS;
KOS CTPAXOBOT'O CBUCTEIHCTBA ICHCHOHHOTO CTPaXOBAHUS;

KOIHS HACHTU(PUKAIIMOHHOTO HOMEPA HAJIOTOIIIATEBIINKA;

KOMUs JOKYMEHTa BOMHCKOTO y4yeTa (IUIsi BOGHHOOOSI3aHHBIX );

KOIHSI CBUCTEIIBCTBA O 3aKIIOUEHUN Opaka (TIpy HaJTU9HH);

KOIUSI CBUETENIBCTBA O POKICHUU JeTeH (MpU HATUYHH);

KOIUH IOKYMEHTOB 00 00pa30BaHUY;

KOIUU JJOKYMEHTOB O KBaJTH(PUKALUU WA HATHMYUE CIICIIUATBHBIX 3HAHUH (IIPU HATTUYHHN);

KOITMH aTTECTAIIMOHHBIX JTUCTOB (MPU HAJTUYHH ),

KOIIMU JTOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUYUN);
XapaKTePUCTHKHU, pEKOMEHIaTeIbHbIE TIChMa (ITPU HAJTUYUN);
IpUKa3 O Mpueme Ha paboTy;

MIpUKa3 O MepeBOic Ha HHYIO JTIOJDKHOCTD (TIPH HATMYHWN);

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

JOJKHOCTH )

TPYZIOBOM JOTOBOP (C MOCHEAYIOUIUM BKJIIOYEHUEM JIOMOJHUTENbHBIX COTJAIIeHUH K

TPYZIOBOMY JIOTOBOPY);
TPYAOBYIO KHUKKY;
MEIUIUHCKYIO0 KHUXKKY.

s pabomuuxos:

3asBIICHHE O ITpHEeMe Ha padoTy;

3asBJICHHE O COTJIACUH Ha 00pabOTKY MEePCOHAIBHBIX JaHHBIX Ie1arora;

CIpaBKa O HAJTWYUH (OTCYTCTBHH) CYIUMOCTH M (WiH) (paKTa yroJoBHOTO MpECaeA0BaHMUS,

BBIJIAaHHOT'O COOTBETCTBYIOILIMM OPTaHOM IIPaBOIMOPSIKA;
aBroomorpadwusi;

KOIIHSI TaCIIOPTa WIIM MHOTO TOKYMEHTA, yOCTOBEPSIOIIETO JUYHOCTD;
KOIUS CTPAXxOBOI'0 CBUECTENHCTBA IEHCHOHHOTO CTPaXOBaHUS;

KOMHS UICHTU(UKATMOHHOTO HOMEpa HAJIOTOIIATEIIbIINKA;

KOIHSI TOKYMEHTa BOMHCKOTO y4eTa (IIJ11 BOEHHOOOS3aHHBIX );

KOIIHSI CBUJICTEIHCTBA O 3aKII0YCHNUH Opaka (IIpy HaJM4uN);

KOIUS CBUETENHCTBA O POXKACHUU JeTel (IpU HAIUYUN);

KOIHMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOITMH TOKYMEHTOB O HarpakJIeHUH (Mpy HATHYUHN);

XapaKTepUCTHKH, PEKOMEHIaTeNIbHbIE MHCbMa (TIPU HAIUYHH);

MpUKa3 o mpueMe Ha paboTy;

IIPHUKA3 O NEPEBOJIE HA MHYIO JOJDKHOCTH (TIpU HAJINYHUH);

AOJIDKHOCTHAsA HMHCTPYKIHA (I[OJ'I)KHOCTHI)IC HHCTPYKIIMK C MOMCHTA HAa3HAYCHHUSA Ha

JIOJDKHOCTH);

BCC



* TPyIOBOW JOTOBOp (C TOCIHEAYIONIMM BKIIOUECHUEM JOMOJHHUTENBHBIX COTJANICHUNH K
TPYZIOBOMY JIOTOBOPY);

*  TPYIOBYIO KHHXKY;

*  MEIUIIMHCKYIO KHUXKKY.

Pabomooamenv oghopmasem:

*  TPYIOBOH JOTOBOP B IBYX SK3EMILIIpax;

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

*  JIUYHYI KapTouky No T-2;

*  JOMKHOCTHYIO HHCTPYKIIUIO B IBYX dK3EMIUISIPaXx.

Pabomooamenv snakomum:

* ¢ HOPMATHUBHO-TIPABOBBIMH JTOKYMEHTaMU IIKOJBI (YcTaBoM, KOJJIEKTUBHBIM I0TOBOPOM,
[IpaBuiiamMu TpyAOBOTO pacropska U Ap. JJOKaJIbHBIMU aKTaMu);

*  C JIOJDKHOCTHOM MHCTPYKLMEH;

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

2.4. IlepuuHoe ohopMIICHHE JIMYHOTO JIENa MPEAYyCMaTPHUBACT:

* MPHUCBOCHHE JUYHOMY JEITy HOMEpa COTJACHO KYpPHAIy y4eTa JIMYHBIX Ael (MPUIOKCHHE
No 1);

* MpOCTaBICHHE HA OOJIOKKE JUYHOTO Jena (mpuioxeHue Ne 2) cieayromux peKBH3UTOB:
WHIEKC Jema (B COOTBETCTBMM C HOMEHKJIATypod Jen  001meoOpa3oBaTeIbHOM
OpraHM3alfiy; TIOJIHOE HAaMMEHOBaHHWE OO0IIe00pa3OBaTEIbHON OpraHU3AlMKd;, HOMEP
JUYHOTO Jefa; paMuiInsg UMsi OTYECTBO pabOTHHUKA B UMEHUTEJIBHOM MaJIexke; JaThl — IO
Hayasa ¥ roJl OKOHYAHUS BEJACHUS JIeJ1a; KOJTUYECTBO JINCTOB; CPOK XPAHEHHUS;

* T[OMEIIEHHWE JOKYMEHTOB, TMOJUIekKAIIUX XpPAaHEHUI0 B COCTaBe JUYHBIX JIed, B
XPOHOJIOTHYECKOM TOPSIKE:

» BHYTPEHHSS OIMKMCH JJOKYMEHTOB Jiena (rmpriioskenue Ne 3);

» JIMYHBIA JUCTOK 1O Y4eTy KaapoB (mpuioxerus Ne 6);

» 3asBJICHUE O TIpUEME Ha padoTy;

» TIpHUKa3 0 IpUeMe Ha paboTy;

» TPYIOBOH JIOTOBOD;

» JIOTOBOpP O TIOJHOM MaTepuajibHOM OTBETCTBEHHOCTH (ecau pabOTHHK —

MaTepuaIbHO OTBETCTBEHHOE JIUIIO);

» XapaKTEepUCTHKH U PEKOMEH/IATENIbHBIE MMUChMA;

» coryacue Ha 00pabOTKy MepPCOHATBHBIX JTAHHBIX.
2.5. JIucTel JOKYMEHTOB, MOMEMIEHHBIX B JTMYHOE JENI0, MOJIekKAT HyMEPaIIUH.
2.6. C nenpto obecnieyeHnsT HaIekKAIIeH COXPAaHHOCTH JTMYHOTO JIejia MeIaroroB U COTPYAHUKOB
001eo0pa3oBaTeIbHOM OpraHu3ani M ynoOcTBa B OOpalleHWH C HUM IpuU (OPMHPOBAHUHU
JOKYMEHTBI TMOMEIAIOTCA B OTAENbHYIO0 Hanky. [lpu yBoabHEHMH pabOTHUKA MpPOIIMBAIOTCS
HUTKaMU U CIAIOTCS B aPXUB.
2.7. BHyTpeHHSAs ONKMCh JOKYMEHTOB, UMEIOUINXCS B IMYHOM JIeJe, JOJKHA COAepkKaTh CBEICHUS
O TOPSAIKOBBIX HOMEpax, HAaWMEHOBAHHSIX JOKYMEHTOB Jiella, KOJMYECTBE JIMCTOB, Jarax
BKJIIOUEHHUSI JOKYMEHTOB B JINYHOE JIEJI0O M U3BATHUS U3 JIeJIa, a TAKKE KEM U3BAT JOKYMEHT U I10
KaKOH IIPUYUHE.
2.8. BHyYTpeHHSsI OMHUCh COCTABIISICTCS HA OTACIBHOM JIUCTE MO YCTAaHOBJIEHHOUW (opme. JIMCTHI
BHYTpPEHHEH ONMUCHU HyMEPYIOTCS OTACTHHO.
2.9. Ilpu moaroToBKe JIMYHBIX J€] K Mepeaye Ha XpaHEHUE K BHYTPEHHEH OMUCH COCTaBJISETCS
UTOTOBAs 3aMUCh, B KOTOPOH yKa3bIBaeTcs MU(PPAMH U MPOMHUCHIO KOJIMYECTBO BKIIOYCHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIeNa.

3. Ilopsiaoxk BeaeHusi JIMYHBIX /e TMeJaroroB W COTPYAHMKOB OpPraHu3anuu,
oCylecTBIIs0MIeli 00pa30BaTeIbHYIO /IeATEIbLHOCTH



3.1. JIuuHOe Heno MenaroroB W COTPYJHHKOB 0O0IIe00pa3oBaTENbHON OpraHU3allii BEAETCS B
TEUEHHWE BCETrO TepHojJa padOoThl KaXJAOro Tejarora W COTPYIHHKA B 00I1Ie00pa3oBaTeIbHOM
OpraHH3aIlHH.
3.2. JlanpHelmee BeACHUE JIMYHOTO Jiejia TEJAaroroB M COTPYIHHKOB 00IIeo0pa3oBaTeIbHON
OpraHM3aIK MPeIyCMAaTPUBAET MOMEIICHHUE B IO JOKYMEHTOB, OOpa3yIoUIuXcs B TpoIlecce
pabouelt AesTeTPHOCTH M UMEIOIINX 3HAYCHHE JIJIS1 TPYIOBBIX OTHOIIICHMIA:

*  JIOTIOJHEHHE K TUYHOMY JIUCTKY IO YUYETY KaJpOB;

*  JIOTIOJTHUTEJIbHBIE COTJIAIICHUS K TPYJIOBOMY JIOTOBOPY;

* KOINHWU TPUKA30B MO JHUYHOMY COCTaBY, KOTOPBIC KACAIOTCS IMEJAroroB M COTPYAHUKOB

00111e00pa30BaTeIbHON OpraHU3aIiH;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIearore W COTPYAHHKE 001meo0pa3oBaTebHOM
OpraHu3aIlNH;

*  KOIUU JOKYMEHTOB O MOBBIIICHUH KBAIU(DUKAIIHH;

*  KONHUU CepTU(PHUKATOB, TPAMOT;

* JIUCT — 3aBEPUTEIb Jela (COCTABISIOT MPH CIa4ye JIUIHOTO JeJia B apXUB);

*  WHBIC IOKYMEHTHI.
3.3. B memsax oOecredeHHs] KOHTPOJS 33 COXPAHHOCTHIO M aKTYalbHOCTBIO JUYHBIX €1 B
0011e00pa3oBaTeIbHON OpraHu3aluy exeroaHo (He mo3gHee | kBaprana roja, ciemyromero 3a
OTYETHBIM) MPOU3BOAUTCS MTPOBEPKA UX HATMYUS U COCTOSIHHSL.
3.4. Exerognyro NMpOBEPKY COCTOSIHHSI JIMYHBIX T HA MPEAMET COXPAHHOCTH BKJIIOYEHHBIX B
HEro JOKYMEHTOB TPOBOIUT CIIENUATbHO co3laHHash komuccus. O TPOBEACHHBIX MPOBEPKAX
JienaeTcs OTMETKA B JINCTE O PE3yJIbTaTaX €KEroJIHON MPOBEPKH COCTOSIHHS W HAJIUYHS JIMYHOTO
nena (mpunoxenue Ne 5) U cocTaBisieTcs akT. Pe3ynbTaThl MPOBEPKU JTUYHBIX €N B 00s13aTEILHOM
MOPSIIKE AOBOJISATCS 10 TUPEKTOpa 00I1eo0pa3oBaTeIbHON OpraHU3aIliH.

4. Tlopsinok y4éra M XpaHeHHMs JMYHBIX JeJ MeJaroroB M COTPYJAHHKOB OpPraHM3aluM,
OCYHIECTBJISAIOIIEH 00pa30BaTeIbHYIO 1€ TeJIbHOCTb.

4.1. XpaHeHHe U y4eT JIMYHBIX JIe]l MEeAaroroB U COTPYJHUKOB OpraHU3alliH, OCYHIECTBIISIONICH
00pa30BaTEeNbHYI0 JIEATEIHHOCTh, OPTAHU3YIOTCS C IENBI0 OBICTPOro U 0e30IMO0YHOrO MOoUCKa
JUYHBIX JeJ, oOecredeHHs] UX COXPAaHHOCTH, a Takke oOecnedeHus KOH(PUACHIHUAIbLHOCTH
CBEJICHUH, CO/IepKAIIMXCS B TOKYMEHTaX JIMYHBIX JI€J], OT HECAaHKIIMOHMPOBAHHOTO JIOCTYIIA.

4.2. JInanble Aena COTPYIHUKOB XpaHATCs B ceripe 001meoopa3zoBaTeIbHON OpraHu3alvi.

4.3. TpynoBbie U MEIUIIMHCKHUE KHIDKKH XPAHATCS OTJENBHO B ceilde.

4.4. JlocTyn K JUYHBIM JieJaM TeJaroroB U COTPYAHHKOB 00IIe00pa3oBaTeIbHON OpTraHU3allud
UMEIOT TOJBKO CEKpeTaph, CIEHUATNCT TO KaapaM, JTUPEKTop o00meoOpa3oBaTebHOM
opraHmzanuu Ju00 3aMecTUTeNH AUPEKTOpa NpU UCHOJHEHHHM OOS3aHHOCTEH TUpeKTopa
001eo0pa3oBaTeIbHON OPTaHU3aIH.

4.5. Cucremaruzaiusi JUYHBIX JIeNl TI€IaroroB W COTPYAHUKOB 00I1e00pa3oBaTeIbHON
OpraHHU3aIMH MPOU3BOIUTCS B alI()aBUTHOM TMOPSIIKE.

4.6. JluyHbIC NENa TEJAroroB W COTPYIHUKOB 0OIIe00pa3oBaTeIbHON OpraHU3aIliu, WMEIOIINX
rocyJapCTBEHHBIE 3BaHUs, TPEMUU, HATPabl, YUCHbIC CTEIICHU U 3BAHMSI, XPAHSITCS MOCTOSHHO, a
OCTaJIbHBIX COTPYAHHUKOB — 75 JIeT ¢ roja yBoJbHEHHs paboTHUKA (B cooTBeTCTBUU C llepeunem
TUTIOBBIX YIIPaBICHYECKUX JOKYMEHTOB).

5. IlopsiTok BbIIAYH JJUYHBIX €1 BO BpeMeHHOe NM0JIb30BaHue

5.1. Beimada nudHBIX e (OTAEIBHBIX JOKYMEHTOB B COCTAaBE JIMYHOTO JI€Jia) BO BPEMEHHOE
MOJIb30BaHKUE MPOU3BOIUTCS C Pa3pelIeHUs] AUPEKTOpa 00IIe00pa3oBaTeIbHON OpraHU3AIUH T10
3asBIICHUIO COTPYIHHMKA OPTaHU3aINH, OCYIIECTBISIIONICH 00pa30BaTEeIbHYIO ICATEIbHOCTb.

5.2. PabGora (o3HakOMJIEHHME) C JHUYHBIMM JIeJaMd  TEIarOrOB U COTPYJHHKOB
0011e00pa3oBaTeIbHON OpPTraHU3alliy MPOU3BOIUTCS B MPUEMHONW aupekTopa. B koHie padodero
THS CEeKpeTaph WU CIEIUANIUCT O KaJapaMm o0s3aHa yOeAWTbCS B TOM, YTO BCE JIMYHBIC JeTa,



BBIIAHHBIE BO BPEMEHHOE II0Jb30BAHUE, BO3BpAIEHbl HAa MECTO XpaHEHHS M €CThb JIH
HE0OXOIUMOCTD ISl IPUHSTHS MEp K UX BO3BPALICHUIO HIIU PO3BICKY.

5.3. @aKT BbIIaYM JIMYHOTO Jiea (PUKCUPYETCS B KOHTPOJIBHOM JKypHAJIe.

5.4. U3patue OTAENbHBIX JOKYMEHTOB M3 JIMYHOTO J€Jia IPOU3BOJUTCS C pa3pelieHus JTUPEeKTopa
o01meo0pa3oBaTeIbHOM OpraHu3aiMu ¢ O(OPMIIEHHEM COOTBETCTBYIOLIEH 3amucu B Trpade
«[Ipumeuanue» BHyTpeHHeH onucu. [Ipu BpeMEHHOM U3BSATHH JTOKYMEHTA Ha €ro MecTO (MEXIy
JUCTAMHM COCEIHUX JIOKYMEHTOB) BKJIAJBIBAETCSl CIPaBKa-3aMECTUTENb C YKa3aHMEM JaThl U
MPUYMH U3BATHS C TIOJIMUCHIO JIUIA, BBIIABIIEr0 JOKYMEHT, U MOAMKUCHIO JIHIA, MOTYYUBIIETO €ro
BO BPEMEHHOE I10JIb30BaHUE.

6. OdopmiieHne JJMYHBIX JeJI Iepe] caaveil B apXuB
6.1. OdopmieHue JIUYHBIX A€ A Mepefadd B apXUB MPOU3BOAUTCS CIELHUATUCTOM 10 Kajpam
001eo0pa3oBaTeIbHOM OpraHu3auy. JTa IpoLeaypa BKIIOYAET:

* TOMIUBKY (TIEpeTuieT) Aena;

* YTOYHEHHE HyMEpalluH JIMCTOB JIeTIa;

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

* CcOCTaBJIeHUE (YTOUHEHUE) BHYTPEHHEN OINNCH;

* BHECEHUE YTOYHEHUH B PEKBU3UTHI JHUIIEBON OOJIOKKH J€a.

6.2. Jluct-3aBepurenp Jena JODKEH MOJMUCATh €ro COCTaBUTEIb, IPU OSTOM JIENAeTCs
pacm@poBKa JOKHOCTM W MOJIHMCH, IpPOCTaBiseTcs JnaTa. B mporecce MCHONb30BaHUSA
apXUBHBIX JOKYMEHTOB B JIHCTE-3aBEPUTEIIC JIENAIOTCS COOTBETCTBYIOLIME OTMETKU. Eciam neno
HOJIINTO O€3 JMCTa-3aBEPUTENsA, TO €ro CIEAyeT HAKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIO0XKKH
nena.

6.3. C nienpto o0ecneYeHn sl COXPaHHOCTH JIMYHBIX JIeJT PEKOMEHTyeTCS:

* 00BEeIUHATH MHAWBUIYAIbHbIC JIMYHBIE Jiefla YBOJCHHBIX COTPYIHHUKOB B OJHY OOJIOXKKY
(oOBeaMHEHHOE J1E710) C TaKMM pacdeToM, 4ToObl 00beM jena (Toma) He mpebiman 250
JUCTOB (ITyTE€M CLIMBKU MaTE€pPHaIOB MHAWBUIYAIBHBIX /€] [0 TOJaM YBOJIbHEHHU);

* pacrnojaraTh MaTepuallbl MHIAMBHIYaJbHBIX 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 Tegarora M COTpYIAHHMKa 0O0mieoOpa3zoBaTeabHOM
OpraHu3aluy;

* cHa0XaTh KaXaoe OObEIUHEHHOE JIeJI0 (TOM) BHYTPEHHEH ONMCHIO C MEPEYHCICHUEM
Gbamunuii, UMMEH U OTYECTB M YKa3aHHEM HOMEPOB CTpaHUI], B HpeJenax KOTOPBIX
Pacmo0KeHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenada TUUHBIX J€7 B apXUB OCYIIECTBIISIETCS HE MO3/IHEE TPEX JIET NOCTE 3aBEPIICHUs UX
B JICJIONPOM3BOJICTBE B COOTBETCTBUH ¢ rpadukom. [IpenBapurtenbHo cekperapeM, CIeHaTucToOM
[0 KajapaM IpoBepsieTcs IOJIHOTa W IPAaBUIBHOCTh IOJATOTOBKM JIMUHBIX M€l K Iepejade.
BrlsiBIIeHHBIE IPU MPOBEPKE HEIOCTATKH YCTPAHSAIOTCS CEKpeTapeM, CHEIMAIMCTOM IO KaapaMm.
Ilepenaua u mpueM NPOU3BOIATCS MO OMMUCHU C IPOCTAHOBKOM OTMETOK O HAJIMYUU JINYHBIX €.
6.5. JInunble fena nearoroB U COTPYIHUKOB 0011e00pa3oBaTeIbHONW OpraHU3aliy, 3aKOHUECHHbBIE
nenonpou3BoactBoM 10 1 ssaBaps 2003 roma, xpausarcs 75 ner, nocie 1 saBaps 2003 roga — 50
net. JInuHbIe Aena IMPEeKTopa, TIaBHOro Oyxranrepa ooueo0pa3oBaTeIbHON OpraHUu3aii HMEIOT
MOCTOSIHHBIM CPOK XpaHEHUS.

7. OTBETCTBEHHOCTD
7.1. Tlegarorm W COTPYIHUKH 0OIIe00pa30BaTeIbHON OpraHU3ali O00s3aHBl CBOEBPEMEHHO
IPEACTABIATH CEKPETapIO WU CIIEIHAINCTY 110 KaJpaM CBeleHHs 00 M3MEHEHHH B IEPCOHAIIBHBIX
JAHHBIX, BKJIIOUYEHHBIX B COCTAB JIMYHOTO JIeNa.
7.2. Paboromarenb 00ecCIeunBaer:
* COXpaHHOCTb JIMYHBIX [Je€JI [EeJAaroroB M COTPYJHHKOB  00IIe00pa3oBaTeIbHON
OpraHM3aliH;



* KOH(DUIECHIMAIBHOCTh CBEACHUN, COACPKAIMMXCS B JUYHBIX JelaX T[eJaroroB
COTPYJIHUKOB.

8. IIpaBa paGoroaaresisi u pabOoTHHKA
8.1. lnsa obecrnedeHus 3alIUThl MEPCOHANBHBIX JAHHBIX, KOTOPBIE XPAHITCS B JMYHBIX Jelax
MEIaroroB W COTPYJHHKOB O00IIE00pa3oBaTebHOW OpraHW3allid, NEeNarorn © COTPYIHHKH
00111e00pa30BaTEILHOM OPraHNu3alul UMEIOT IPABO:
* TOJYyYUTh TOJHYIO HH(POPMAIMIO O CBOMX NEPCOHAIBHBIX JaHHBIX U 00pabOTKE ATUX
JTAHHBIX;
*  TOJYYHTH CBOOOIHBIN JIOCTYI K CBOMM IE€PCOHATIHHBIM JTAaHHBIM;
*  MOJIYYHUTh KOMUHU JOKYMEHTOB, XpaHSIIIUECS B IUTHOM JIeJIe U COJEPIKaIIie TePCOHATbHBIC
TaHHBIC.
* TpeOOBaTh UCKIIOUCHUS WM UCIIPABICHHUS HEBEPHBIX M HETIOHBIX MEPCOHAIBHBIX JTAaHHBIX.
8.2. Paboromatenb umeeT npaso:
* 0oO0pabaTbIBaTh MEepPCOHAILHBIC JaHHBIE MEaroroB U COTPYIHUKOB 00Ie00pa3oBaTeIbHON
OpTaHU3alliK, B TOM YHCIIC ¥ Ha JJIEKTPOHHBIX HOCUTEIISX;
* 3ampoCUTh OT TENaroroB W COTPYAHUKOB 0O0IMIe00pa3oBaTeNbHON OpraHu3aluyd  BCIO
HEOOXOAUMYI0 HH(POPMAIMIO JJI BEIEHUSA JMYHBIX JIed1 U 00pabOTKH MepCOHATBHBIX
JTAHHBIX.

9. 3akiI0YUTEIbHBbIE MOJT0KEHUS

9.1. Hacrosimiee [TonoxkeHne o mopsiike BEJACHUS JIMYHBIX J1e7T PAOOTHUKOB SIBJISICTCS JIOKAJIbHBIM
HOPMAaTUBHBIM aKTOM, MpUHUMaeTcs Ha [lemarorundeckoM COBeTE IMIKOJBI U yTBEpKIaeTcs (b0
BBOJUTCS B JIEWCTBUE) MPUKA30M JIMPEKTOpA OpPTaHU3alMM, OCYIIECTBISAIOMENH 00pa3oBaTebHYIO
NEeSATEIbHOCTD.

9.2. Bce u3MeHeHUs W JMOMOJHEHHS, BHOCHMBIE B Hacrtosmee [lomokeHue, ohopMISIOTCS B
NUCBbMEHHOM (opMe B COOTBETCTBUM JACWUCTBYIOLUIMM 3aKOHOAATENbCTBOM Poccuiickoit
denepanuu.

9.3. IlonoxeHre O MOPSAKE BEIACHUS JIMYHBIX JeNl paOOTHUKOB 00pa30BaTENbHOM OpraHM3aluu
MPUHUMAETCS Ha HEONpeaeieHHbId Ccpok. HM3menenuss u gononHeHuss k [lomokeHuto
IIPUHUMAIOTCS B IOPSIZIKE, IpeaycMOTpeHHOM 11.9.1. HacTosmero [lonoxeHus.

9.4. Tlocne mpunstus [lonoxxeHuss (WM W3MEHEHHH M JIOMOJHEHHWH OTICIBHBIX IYHKTOB H
pa3zienoB) B HOBOW peaKlMK MPEIbIAYIIasi peJaKIis aBTOMAaTUYECKU YTPAuYUBAET CUITY.



JKypHan yuera Mu4HBIX 1€l

TIpunoxxenne Nel
K MTOJIOKEHHIO O TTOPSIKE BEICHUS

JIMYHBIX IOCJT pa6OTHI/IKOB

Ne JHata ®amunmust, | Tabems- | HomxHocth | CTpyKTyp- Hata n Hata n IIpumeua-
n/ odopmure- M, HBIN (mpodpec- HOE HOMEp HOMEp HUE
I | HUS JJUYHOTO | OTYECTBO HOMeEp cus, nojipasie- MprKasa MprKasza
Jena nejarora u crieLab- JIeHUE (pacmiopsi- (pacmiopsi-
COTpYIHHKA HOCTB) JKEHUSI) O JKEHUSI) O
nejarora u npueMe IpeKparie-
COTpYyIHHKA nejarora u HUH
coTpyaHHKa | (pacTopike-
Ha paboty HUN)
TPYIOBOTO
JIOTOBOPA C
[eJlaroroM u
COTPYJHUKOM
(yBOJBHE-
HUH)
2 3 4 5 6 7 8 9




Donx Ne

Omnuce Ne

Jlemno Ne

Wnanexc nena

O0J10KKa JIMYHOTO Jeia

ITpunoxenne Ne2
K TIOJIOKECHHUIO O MOPSIIKE BEICHUS
JIMYHBIX Jie]1 paOOTHUKOB

(Ha3BaHHE 0OpA30BATEIBLHON OPTaHU3ALHH)

JIMYHOE JAEJIO Ne

Jara nauama

Jlata okoHUaHUs

Ha JIMCTax
XpaHUTh JeT
Donn Ne
Omuce Ne

Jlemo Ne

(3aroIoBOK Jena)



ITpunoxenne Ne3

K ITOJIOKCHUIO O IOPAIKE BCACHUA

BHYTPEHHA OITUCH
JOKYMEHTOB Jiesia Ne

JIMYHBIX IOCJT pa6OTHI/IKOB

No Nunexc Hara HasBanue Howmep [Tpumevanus
H/ II AOKYMCHTa AOKYMCHTa AOKYMCHTAa JIUCTOB
nerna
Uroro: JIOKYMEHTOB

(uudpamMu 1 IPOIHCHIO)

KonnuecTBo TMCTOB BHYTPEHHEN ONHUCH

(uudpamu 1 MPONKCHIO)

OTBETCTBEHHBIH 3a
KaJIpOBBIN Y4eT:

(O IIHCh)

« » 202 roma




©.1.0.

ITpunoxenne Ned
K MOJIOKEHHIO O TIOPSIKE BEICHHS
JIMYHBIX Jie]1 paOOTHUKOB

JomKHOCTD

JInynoe nemno Ne

Jlata o3HakoMIIEHHUS Tiearora
Y COTPYAHUKA C TUIHBIM
JIEJIOM

Ilonmucek negarora u
COTpYIIHHKA

OTMeTKH, TpUMeYaHus,
3aMeYaHus




TIpunoxxenne No5

K ITOJIOKCHUIO O IMMOPAAKE BEACHUA

JIMYHBIX IOCJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e;KeroHoi MpPOBePKH COCTOSIHUS
U HAJIMY U] JIMYHOTO /1esia

©.1.0.

JlomxHOCTh

JInunoe neno Ne

JaTta npoBepku

d.N.0. uneHosB
KOMMCCUU

Ilonmucu 4ieHoB
KOMHUCCHU

Pesynbrar nmposepku




1. ®ammnus

TTpunoxenne Ne6

K ITOJIOKCHUIO O IMMOPAAKE BEACHUA
JIMYHBIX IOCJT pa6OTHI/IKOB

JIMYHBIN JIUCTOK 10 y4eTy KaJApoB

4098

OT4eCcTBO

2. Ion

3. T'ox, 4nuclio U MeCSI POKIACHUS

4. Mecto poxaeHus

5. I'paxnaHcTBO

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

6. OGpa3oBaHue

Haspanue
y4eOHOT0
3aBCACHUA U €TI0

MECTOHAXO0XJICHUC

®dakynbTeT
WIH
OT/ENICHUE

Ton
MOCTYTIJICHUS

Ton
OKOHYAHHUS
WJIU yXo0/a

Ecnu me
OKOHYHII, TO
C KaKoro

Kypca ymren

Kaxkyto
CIEINAIbHOCTD
IIOJIyYUl B
pe3ynbrare
OKOHYaHUuA
y4eOHOTO
3aBENICHUS,
yka3athb Ne
JTUIIOMA WITH
yIOCTOBEPEHUS

7. Kaknumu HHOCTPAHHBIMU A3bIKAMU BJIAACCTC

8. YueHas cTerneHb, y4eHOE 3BaHUE

9. Kakue nmeere HayyHbIE TPYbl U H300PETCHHS

('-lHTaeTC 1 NIEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETE 06’L5{CH5{TLC${, BJIaCCTC CBOGOE[HO)




10. Brimonusiemas pa®oTa ¢ Hadaja TPYHAOBOHM JeATENbHOCTH (BKIIOYas y4eOy B BBICIIMX H
CPEeIHUX CIIENUATBHBIX YYCOHBIX 3aBE/ICHUSIX, BOCHHYIO CITYKO0Yy U pabOTy 10O COBMECTUTEIILCTBY)

Mecsu u rox JIOJDKHOCTB C YKa3aHUEM YUPEKIACHUS, MecronaxoxaeHue
MOCTYIUICHHUS yxoja OpPraHM3aLMH, IPEANIPUATHS, a TAKKE YUpEKICHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHM3allH,
IPEITPUITHS

11. IlpeGriBanue 3a rpanunieit (padora, ciy:keOHasi KOMaHIMPOBKA, MMOE3/IKa C JIeJieranueil)

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

12. Yyactue B BEIOOPHBIX OpraHax

Mecto 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 BOUHCKAM 00SA3aHHOCTAM U BOMHCKOE 3BAHUE

CocraB Pon Boiick
(KOMaHHBIH, MOJIUTUYECKUH, aAIMIHUCTPATUBHBIH, TEXHHYECKHUH U T. 1.)

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

(WICHBI CeMbH, C YKa3aHHEM BO3PACTa)

16. lomamauii agpec

17. O6s3y10Ch CBOEBPEMEHHO M3BEIIaTh 000 BCEX M3MEHEHUSX JaHHBIX, BKIFOUCHHBIX B JIMYHBIN
JIMCTOK IO YYETY KaJpOB.
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IIpunosxxerne No7

K ITOJIOKCHUIO O IMMOPAAKE BEACHUA

AHKETA

JIMYHBIX IOCJT pa6OTHI/IKOB

Ddammnus

4098

OT4ecTBO

Jlata poxxneHus

1. I'paxkmancTBO (€CNIM M3MEHSUIA, TO YKaXUTE,
KOT/Jia ¥ 10 KaKoil NpuynHe)

2. OOpa3oBaHme, ydyeHasi CTENeHb (Korma u
Kakue y4yeOHbIE 3aBeACHUS OKOHYWIHM, HOMEpa
auruioMoB). CrienuanbHOCTh M KBaJTH(PUKAIUS
10 JIUTIOMY

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

4. BeimonHsiemas paboTta ¢ Hayasia TPYJO0BOU JIEATEIHHOCTH (BKIIIOYAsi BOCHHYIO CITY)KOY U paboTy

110 COBMECTHUTEIHCTBY)

Mecsu u rox JIOJDKHOCTB C YKa3aHUEM YUPEKIACHUS,

MOCTYIUICHUS yxoja OpraHu3alyu, NPeaIpUATUs, a TAKKe
MUHHCTEPCTBA (BEIOMCTBA)

MecToHax oK IeHIe
YApEKICHUS,
OopraHu3alui,
TIPS ATPUSITHS

5. Bamm 6nm3kuie poIcTBEHHUKHY (3KeHA, MYX, OTEI, MaTh, OpaThsi, CECTPHI)

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

Anpec MecTa
KHUTCIIBCTBA

6. [lomamnHuii aapec u HoMmep TenedoHa

7. IlacnopT WM JOKYMEHT, €ro 3aMEHS IO

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

10. Ha kaxoii ypoBeHb 3apiuiatel Bsl paccuntsiBaere?

« » 202  ropa

(IOJDKHOCTD OTBETCTBEHHOTO 33 KaIPOBBIH yUeT) (TIoAmICH)

(pacmmpoBKa IOIUCH)




ITpunoxenne Ne8
K TIOJIOKECHHUIO O MOPSIIKE BEICHUS
JIMYHBIX Jie]1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

nea Ne
B nene npommTo u npoHyMepOBaHO JINCTOB
(urpamMu 1 IPOIHCHIO)
c Ne mo Ne , B TOM YHCJIE:
JTUTEpPHBIE HOMEPA JINCTOB
MPONYILIEHHbIE HOMEPa JINCTOB
+ TMCTOB BHYTPEHHEH ONMUCH JINCTOB
OcobeHHocTr (PU3NIECKOTO COCTOSIHUS U Howmepa nucros
dbopmupoBaHUs ea
OTBeTCTBEHHBIN 3a
KaJpOBBIN y4yeT
(nmoamucek) (pacumpoBKa MOIIUCH)

« » 202  roma
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