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0 NOpsiiKe BeJeHUS JIHYHBIX j1e] paboTHHKOB

1. Obmue no1oxenns

1.1. Hacrosmee ITonokeHHe O NOpAAKE BEACHHS IHYHBIX [ PabOTHHKOB OpraHH3allHy,
ocyuwiecTiasiomer  00pa3oBaTeNbHYI0  JEATENBHOCTh, pa3paboTaHo B COOTBETCTBHH €
DenepanbabM 3aKkoHoM Ne 273-03 ot 29.12.2012 «O6 obpasopanuu B Poccuiickoi Meneparuu»
¢ H3MeHeHHsMH Ha 29 nexabpa 2022 roma. @egepanbubiv 3akoHoM o1 27.07.2006 Ne 152 «O
NEPCOHANBHBIX JaHHBIX» C H3MeHeHHsMH Ha 14 moma 2022 roga, Vkasom Ilpesunedra or
30.05.2005 Ne 609 «O6 yreepxaennn [lonoxerus 0 NepcOHANBHBIX JaHHBIX FOCY/1apPCTBEHHOIO
cnyxamero Poccuiickolt Dejlepauny ¥ BeJCHHH ero JH4YHOro jena». TpymoBeM Kopekcom
Poccniickoi ®enepanun, KomiekTHBHEIM T0roBOpPOM, YCTaBOM OpraHW3allHH, OCYIIECTRIAIOMEH
obpa30BaTe/IbHYIO IeATENbHOCTD.

1.2. lannoe [IlonoxeHne onpeaenseT NOPANAOK BEICHHS JHYHBIX M€ MEAaroros W MHBIX
COTPYAHHKOB M PabOTHHUKOB IIKO/bL ONPEAEISeT NOPSIOK (POPMHPOBAHHA, YHETa H XPAHCHMA,
BBIIAYH JIHYHBIX JIe/T BO BPEMEHHOE T0/Ib30BaHHe, & TAKKE OTBETCTBEHHOCTD, NIpasa pabOTHHKOB H
IMpeKTopa 00pa3oBaTeNnbHOH OpraHH3alHy.

1.3. Hacrosmee [Monoxenne yTeepikaaeTcs MPUKA3OM [0 IIKOJE H ABNASTCA 0Of3aTebHLIM IS
BCEX KATErOPHH NEJarorHyeckuX | JAPYruX COTPY/IHHKOB IITKOJIBL.

1.4. Benenue IMYHBIX N NEAaroroB M COTPYIHHKOB LIKOJIBI BO3JAracTcs Ha CrEHHANKCTA MO
KaJpaM OpraHH3alliH, OCYIIECTRIMIOMEH 00pa3oBaTeNbHYIO AEATENBHOCT.

1.5. JIudHOE 71e10 — OCHOBHOM JJOKYMEHT NEPCOHANLHOIO y4eTa, cojepkaimii Hanbonee noHsie
cBe/leHHA 0 paboTHHKE 00Pa3oBATENBHON OpPraHHU3allHe H €ro TPYAOBOH AEATENLHOCTH. B Hunoe
JIETI0 BHOCSTCS CBEICHHS, CBA3AHHBIC C NOCTYILUICHHEM Ha paboTy H YBONBHEHHEM.

1.6. CBejenust, cojcpaalimecs B IMYHOM JICJIC. OTHOCATCS K KOH(HAeHIHAaNbHOH HHGOpMauy,
HMEIOT OTPAHHYEHHBIH JOCTYI ¥ Pa3rIALICHUIO HE MOUIEKAT.

1.7. JluuHoE Aeno BeJeTcs B TEUEHHE BCEro nepuo/ia paboTel paboTHHKA.

1.8. Beznenue HecKONBKHX NTHYHBIX Jes ojHOro paboTHHMKa 00pa3oBaTe/IbHON OPraHH3alMH He
JIOITYCKAETCA.

2. Mops10K GOPMHPOBAHHS JHYHBIX /1€J]1 COTPY/AHHKOB



2.1.

q)OpMI/IpOBaHI/Ie JIMYHOTO Acjla neaaroroB M COTPYAHUKOB

o011eo0pa3oBaTeIbHOM

OpraHM3ali POU3BOJUTCS HEMOCPEJACTBEHHO TIOCIAE IpHeMa B  00meo0pa3oBaTeIbHYIO
OpraHM3alfi0 WU T[epeBoJia IEJaroroB W COTPYIHUKOB U3 JPyrol o0Opa3oBaTelbHOMN
OpraHH3alliH.
2.2. B coOTBEeTCTBUY C HOPMATHBHBIMU JIOKYMEHTAMH B JIMYHBIC JIeJIa TIEAAroroB U COTPYIHUKOB
OpraHM3alliK, OCYIIECTBIIAIONICH 00pa30BaTEIbHYIO JIEATEIBHOCTh, BKJIAJBIBAIOTCS CJICIYIOIIHE
JOKYMEHTBI:

s nedazo2os:

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHHUEC O COI'JIaCHH Ha 06pa60TKy MNEPCOHATIBPHBIX JAHHBIX II€darora,

CIpaBKa O HATMYUK (OTCYTCTBHU) CYTUMOCTH U (Win) (hakTa yroJOBHOTO IPECIICIOBAHUS,

BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;
aBTOOHOrpadus;

KOIIMS TaCIOpTa WM MHOTO IOKYMEHTA, YJOCTOBEPSIOIIEr0 JINYHOCT;
KOIIUSI CTPAaxOBOI'0 CBUAETEIbCTBA IEHCUOHHOTO CTPAXOBaHUS;

KOIMS NIEHTU(UKAMOHHOI'O HOMEPa HAJIOTOIJIaTeNbIINKa,;

KOIUS JOKYMEHTa BOMHCKOI'O y4yeTa ([Uisi BOEHHOOOSI3aHHBIX );

KON CBUJIETEIBCTBA O 3aKJII0YEHUHU Opaka (IIpyU HAJIM4YMN);

KOIIUSI CBUJETENBCTBA O POXKACHUHU AeTel (IIPU HAIUYUK);

KOIIMM JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMH JJOKYMEHTOB O KBTH(DUKANY WU HAJTHYUE CIICIHATBHBIX 3HAaHUH (ITPH HAIWYHHN);

KOIIMM aTTECTAllMOHHBIX JIUCTOB (IIPU HAJIMYUK);

KOIIUU JIOKYMEHTOB O HarpaKJAeHUH (IIpU HAJIUYUN);
XapaKTepUCTUKH, PEKOMEH IaTeNIbHbIE MMCbMA (ITPU HAIMYHN);
IIPUKa3 O IpuemMe Ha paldoTy;

IIPUKa3 O MEepPEeBO/ie Ha MHYIO TOJKHOCTD (IIPU HAJIMYUK);

AOJDKHOCTHAsA HMHCTPYKIHA (IIOJDKHOCTHBIC HHCTPYKOMU C MOMCHTA HA3HA4YCHHUA Ha BCC

JOJKHOCTH ),

TPYIOBOM JOTOBOP (C TOCIEAYIOIIUM BKJIIOYEHHUEM JIOMOJHUTEIBHBIX COIJIAICHUH K

TPYJIOBOMY JIOTOBODY);
TPYJOBYIO KHIKKY;
MEIULMHCKYIO KHIKKY.

s pabomuukos:

3ad4BJICHUC O IIPUCMCE Ha pa60Ty;

3asBJICHUE O COTJIACUM Ha 00pabOTKY MEePCOHATBHBIX JAHHBIX ME1arora;

CIIpaBKa O HaAJIMYUU (OTCYTCTBI/II/I) CYAUMOCTH U (I/IJ'II/I) CI)aKTa YIroJIOBHOT'O ITPpECIICAOBAHNU,

BBIJIAHHOTO COOTBETCTBYIOILIUM OPIaHOM MPaBONOPSAKA,
aBTOOHOrpadus;

KOIUS AacopTa UM UHOTO I0KYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTH;
KOIIUS CTPaXxOBOI'O CBUETEIBCTBA IEHCUOHHOTO CTPaXOBaHUS;
KOIUS UACHTU(DUKAIIMOHHOTO HOMEpPa HAJIOTOILIATENIbIINKA;
KOIMS JOKYMEHTa BOMHCKOTO y4eTa (111 BOGHHOOOSsI3aHHbIX);
KOIUSI CBUJETENBCTBA O 3aKJIIOUEHUH Opaka (Tpy HaJIn4YuHM);
KOIIHSI CBUJIETEIBCTBA O POXKJICHUHM JieTel (MIpH HAIUYHHN);
KOIIMH JIOKYMEHTOB 00 00pa30BaHUU;

KOIIMH JJOKYMEHTOB O Harpa)JeHuH (Ipy HAJIMYUK);
XapaKTepUCTHKH, peKOMEH1aTebHbIE THChbMa (IIPU HAJIUYUN);
IpUKa3 o mpueme Ha padory;

MIPHUKa3 O NMePEeBOJIe Ha UHYIO JOKHOCTD (MIPH HATUUHH);

AOJDKHOCTHASA HMHCTPYKIHA (I[OJ'DKHOCTHBIG HHCTPYKIIMK C MOMCHTAa HA3HAYCHHUA Ha

JOJKHOCTH),

BCC



* TpPyIOBOH J0roBop (C MOCIEAYIOIIMM BKJIIOYEHHEM JOIOJHUTEIbHBIX COIVIAIIEHUN K
TPYZIOBOMY JIOTOBOPY);

*  TPYIOBYIO KHUXKKY;

*  MEIULUHCKYIO KHUXKKY.

Pabomooamenv oghopmasem:

*  TPYIOBOH JOTOBOP B IBYX IK3EMILIAPAX;

* TpHKa3 0 mpueMe Ha padoTy (0 MepeMeIIeHn Ha Apyrue J0JHKHOCTH);

* JMYHYIO KapTouky Ne T-2;

*  JOJDKHOCTHYIO MHCTPYKIIMIO B IBYX 3K3EMIUIIpax.

Pabomooamens 3naxomum:

* ¢ HOPMAaTHUBHO-TIPABOBBIMHU JIOKyMEHTaMH HIKOJbI (YcTraBoM, KOJIIEKTHBHBIM JIOTOBOPOM,
[IpaBunamMu Tpy10BOTrO pactopsiiKa U JIp. JOKaJIbHBIMHU aKTaMH);

*  C IOJDKHOCTHOHM MHCTPYKLMEH;

* IPOBOJUT BBOJAHBIA MHCTPYKTaXX, WHCTPYKTaX I10 OXpaHE TpPyAa, MHCTPYKTaX II0
MIPOTHBOIOKAPHOM OE30MACHOCTH.

2.4. IlepsuuHoe oopMIIEeHHE JIUYHOTO JeJ1a IPeyCMaTpUBaeT:

* IPUCBOCHUE JMYHOMY JI€JIy HOMEpPA COIJIACHO >KYpHAJy ydeTa JIMYHBIX e (IIPUIoKEHUE
Ne 1);

* IPOCTaBJICHUE Ha O0JIOKKE JMYHOTO Jena (mpuioxeHue Ne 2) cieqyromux peKBU3UTOB:
UHJAEKC Jena (B COOTBETCTBUM C HOMEHKIATYpod jen  obuieoOpa3zoBaTeiabHOM
OpraHM3aliy; II0JIHO€ HAaUMEHOBaHUE O00I11e00pa30BaTEIbHON OpraHu3aluu; HOMEpP
JMYHOTO JAena; GaMuiInsg UMsl OTYECTBO paOOTHMKA B MMEHUTEIILHOM MaJIeXe; 1aThl — IOJ
Hayaja ¥ roJl OKOHYaHUs BEJICHUS JI€J1a; KOJIMYECTBO JIUCTOB; CPOK XPaHEHMUS,;

* IIOMEIIEHHE JIOKYMEHTOB, MOJIEXAlIMX XPaHEHUI0 B COCTaBE JIMYHBIX Jel, B
XPOHOJIOTUYECKOM MOPSIKE:

BHYTPEHHSS ONUCH JJOKYMEHTOB jiena (mpuioxenue Ne 3);

JUYHBIA JTUCTOK IO YYETY KaapoB (mpuitoskeHust Ne 6);

3asBJICHHUE O IIpUEME Ha paboTy;

IIPUKa3 O IpueMe Ha padoTy;

TPYAOBOM JOrOBOD;

JIOTOBOP O TOJHOW MaTepuaJbHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepHabHO OTBETCTBEHHOE JIUIIO);

XapaKTepUCTUKU U PEKOMEHIaTeIbHbIE TUChMA;

corylacie Ha 00paboTKy NMepCOHAIbHbBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, MOMEIIEHHBIX B JIMYHOE JI€JI0, MOAJIekKAT HyMepaluu.

2.6. C nenbio obecrieyeHust HaJuIeXkKale COXpaHHOCTH JIMYHOTO Jiejia MeIaroroB U COTPyIHUKOB
o01ieo0pa3oBarelbHOW OpraHu3alMi KU yJqoOcTBa B OOpalleHMM ¢ HUM OpH (HOpPMHUPOBAHHUU
JOKYMEHThl TMOMEIIAIOTCA B OTHENbHYIO mNanky. Ilpum yBombHeHMHM pabOTHHMKAa MpPOIIHMBAIOTCS
HUTKaMH U CIAIOTCS B apXUB.

2.7. BHYTpeHHss ONUCh JOKYMEHTOB, MMEIOLINXCS B JINYHOM JIeJie, JOJKHA COJIepKATh CBEJCHUS
O TMOPSAJKOBBIX HOMEpax, HAaMMEHOBAHHUSIX JOKYMEHTOB Jiela, KOJMYECTBE JIMCTOB, JaTax
BKJIFOYEHHUS JOKYMEHTOB B JIMUHOE JEJIO U M3BIATUS U3 JIeJa, a TAKKe KeM U3bAT JOKYMEHT U IO
KaKko! IpUYNHE.

2.8. BHYTpeHHsAS ONHUCh COCTaBISIETCA HAa OTJACIBHOM JIMCTE 10 YCTaHOBIIEHHOW Qopme. JIucTol
BHYTpPEHHEH OMKUCU HyMEPYIOTCS OTAETIBHO.

2.9. Ilpu moAroTOBKE JIMYHBIX JIeN K Mepeaaye Ha XpaHeHHe K BHYTPEHHEW ONMCH COCTaBIISETCS
UTOrOBasl 3alKCh, B KOTOPOIl yKa3bIBaeTcs HUPpaMy U MPOMUCHIO KOJIMYECTBO BKIIOUEHHBIX B HEe
JOKYMEHTOB U KOJIMYECTBO JIUCTOB JIea.

VV VVVVVY

3. Iopsiaoxk BegeHusi JHYHBIX [eJ [eJaroroB MW COTPYAHMKOB OPraHHU3alMU,
OCyLIeCTBJISAIONIEH 00pa30BaTE/IbHYIO 1eITeJIbHOCTh



3.1. JIuyHOe Aeno MenaroroB M COTPYIHHKOB 0OIIe00pa3oBaTENbHON OpraHU3allii BEAETCS B
TEUEHHWE BCETrO TMepuoja padOoThl KaXJAOro Tejarora M COTPyIHHKA B 001eoOpa3oBaTeIbHOM
OpraHH3aIlHH.
3.2. JlanpHelee BeACHUE JIMYHOTO Jiejia TIEJAaroroB W COTPYIHHMKOB 0O0IeoOpa3oBaTeIbHON
OpraHM3alfy MPeIyCMAaTPUBACT MOMEIICHUE B JIEJIO JOKYMEHTOB, OOpa3ylolIuxcs B IpoIecce
paboueii AesTeTbHOCTH U UMEIOIINX 3HAYCHHE JIJIS1 TPYOBBIX OTHOIIICHUM:

*  JIOTIOJHEHHUE K TUYHOMY JIMCTKY IO YYETY KaJpOB;

*  JIOTIOJTHUTEJIbHBIE COTJIAIICHUS K TPYJOBOMY JOTOBOPY;

* KONWU TPUKA30B MO JIMYHOMY COCTaBYy, KOTOPHIE KACAIOTCS IEIAaroroB U COTPYIHHUKOB

0011e00pa3oBaTeIbHON OpraHu3aluy;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIearore W COTPYAHHKE 001meo0pa3oBaTebHON
OpraHu3aIlNH;

*  KOIUU JOKYMEHTOB O MOBHIIICHUN KBATU(UKAIINN;

*  KOIHUU CEPTHU(PHUKATOB, TPAMOT;

* JIUCT — 3aBEPUTEIb Jelia (COCTABIIAIOT MPH ClIadye JTUIHOTO JeNia B apXUB);

*  HUHBIC JOKYMEHTHI.
3.3. B memax oOecriedeHHss KOHTPOJS 3a COXPAHHOCTBIO W aKTYaJIbHOCTBIO JIMYHBIX JEN B
o01ieo0pa3oBaTeIbHON OpraHU3alluu €XeroaHo (He mo3aHee | kBapTama roja, CIEIYyIOIIEro 3a
OTYETHBIM) TIPOU3BOAMUTCS MTPOBEPKA UX HATTUYUS U COCTOSHUS.
3.4. ExxerogHyo MpoOBEpPKY COCTOSIHHS JIMYHBIX A€M Ha MpeIMEeT COXPaHHOCTH BKIIIOUEHHBIX B
HEro JIOKYMEHTOB IPOBOJUT CIEHUATBHO co3laHHas komuccus. O TPOBEIACHHBIX IPOBEPKaxX
JIeNIaeTCcsl OTMETKA B JIUCTE O PE3yNbTaTaX €KErogHOW MPOBEPKU COCTOSHUS W HAIUYUS JIMYHOTO
nena (npunoxxenue Ne 5) u cocrapisieTcs akT. Pe3ynbTaThl IPOBEPKU JTUUHBIX JI€]1 B 00513aTEILHOM
MOPSIAKE JOBOJIATCS JI0 TUPEKTOpa 0011eo0pa3oBaTeIbHON OpraHUu3aIiH.

4. Tlopsgok y4éra M XpaHeHHs JHYHBIX JieJl MeJaroroB M COTPYAHHKOB OpPraHU3alMu,
ocyulecTBIsIOIIEH 00pa30BaTeIbHYIO 1eATeJbHOCTD.

4.1. XpaHeHue M y4eT JUYHBIX JIeJ TMEeIaroroB U COTPYIHUKOB OPraHU3aIl|K, OCYIIECTBIISIONICH
00pa3oBaTeNbHYIO JIEATEIHHOCTh, OPTAHU3YIOTCS C IENbI0 OBICTPOrO M 0€30IIMO0YHOTrO TMOUCKa
JUYHBIX Je7, OOCCIICYCHHUS WX COXPAHHOCTH, a TaKXke O0ecredeHus KOH(MUICHIIMAILHOCTH
CBCI[GHI/II\/JI, CoACpIKAIUXCA B JOKYMCHTAaX JIMYHBIX JCJI, OT HCCAHKIIUOHUPOBAHHOI'O JOCTYIIA.

4.2. JInuHble 1ena COTPYAHUKOB XpaHsTcs B celie 001eo0pa3oBaTeIbHOW OpraHu3aIiHy.

4.3. TpynoBble M MEAUIIMHCKNE KHIKKH XPaHATCS OTIEIBHO B cede.

4.4. Jloctyn K IWYHBIM JeNiaM TeJaroroB U COTPYJHUKOB 0O0IIe00pa30BaTeIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpEeTaph, CIEMUAIUCT TI0 KaapaM, IHPEKTOp 00meoOpa3oBaTeabHON
OpraHu3alu JMOO 3aMeCTHTENH JAUPEKTOpa IpPU HUCIHOJIHEHUH OO0sA3aHHOCTEH AMpeKTOopa
o011eo0pa3oBaTeIbHON OpraHU3aIiy.

4.5. Cucrematuzalds JUYHBIX JIeJ TIEAaroroB W COTPYIHUKOB 00IIe00pa3oBaTENbHON
opranm3anv MMpoOru3BOJUTCA B aﬂ(l)aBI/ITHOM opAaKeE.

4.6. JluyHble nena MeaaroroB M COTPYAHHMKOB OO0IIE0Opa30BaTENbHON OpraHHU3aIllUd, UMEIOIINX
roCyaapCTBCHHBIC 3BaHM, IPEMUHN, HArpaabl, YUCHBIC CTCIICHU U 3BaHHS, XPAHATCA IMOCTOAHHO, a
OCTaJIbHBIX COTPYAHHKOB — 75 JeT ¢ roja yBOJbHEHHs paboTHUKA (B cOOTBETCTBUM C [lepeunem
TUIIOBBIX YIPABICHYECKUX IOKYMEHTOB).

5. Ilopsaaok BbIIAYM JIMUYHBIX /IeJ]1 BO BpeMEeHHOe M0JIb30BaHUe

5.1. Beigaua nuyHBIX nen (OTAENBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO JIela) BO BPEMEHHOE
MOJTb30BaHNE TTPOM3BOIUTCS C pa3pelIeHUs TUPEKTOpa o0Ieo0pa3oBaTeIbHON OpraHU3alUH T10
3asIBJICHUIO COTPYIHUKA OpPraHU3alliHU, OCYIECTBIISIONICH 00pa30BaTENbHYIO ACSITENLHOCTD.

5.2. Pabora (o3HaKOMJIEHHE) C JIMYHBIMU JIeJJaMH  TEJaroroB M1  COTPYIHUKOB
o011e00pa3oBaTenbHONM OpraHu3allii MPOU3BOIUTCS B IPUEMHOH aupekTopa. B koHile padodero
JTHSI CEKpeTaph WM CHEIHAIKNCT MO KaapaM o0si3aHa yOenuThCs B TOM, YTO BCE JIMYHBIE JIETa,

4



BBIJAHHBIC BO BpPCMCHHOC II0JIb30BAHUC, BO3BpAIllCHbBI Ha MECTO XpaHCHUA U CCTb JIM
HEOOXOJMMOCTh ISl IPUHSATHS MEP K UX BO3BPAIICHUIO HJIH PO3BICKY.

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

5.4. U3bsaTHEe OTIENbHBIX TOKYMEHTOB M3 JMYHOTO Jejia MPOU3BOIUTCS C pa3perieH sl AUPEKTopa
o0mIeo0pa3oBaTebHOM OpraHu3almuu ¢ OQOPMIICHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«[Ipumeuanue» BHYTpeHHEH onucu. [Ipy BpeMEHHOM H3BATHH JOKYMEHTa Ha €ro MecTo (MeXIy
JIMCTAMHU COCECIHUX I[OKyMeHTOB) BKJIAAbIBACTCA CIIPABKA-3aMCCTUTCIIb C YKA3aHUCM [OaThl U
NPUYHH U3BITHUS C TTOAMUCHIO JIUIIA, BBIAABIIETO JOKYMEHT, U MOJIKUCHIO JINIA, TOJYYHUBIIErO ero
BO BPEMEHHOE I0JIb30BaHHE.

6. OdopMmiieHHe JJMYHBIX JeJI Nepe] ciavyeil B apXuB
6.1. OdpopmieHre JTUYHBIX JeJ IS Mepefadyd B apXuB MPOU3BOAMUTCA CIEIUAINCTOM MO KaJpam
00111e00pa30BaTEIbHON OpraHu3aluy. JTa MpoLeaypa BKIOYALT:

* TOIIUBKY (TIEperuieT) Aea;

* YTOYHEHHE HyMEpaluH JUCTOB JIeNa;

*  COCTaBIIeHUE JIMCTa-3aBepuTelis (mpuioxeHue Ne 8);

* cocraBiieHUE (YyTOUHEHHE) BHYTPEHHEH OMHCH;

* BHECEHHE YyTOYHEHHUU B PEKBU3UTHI JTUIEBOI OOJIOKKH Jiena.

6.2. Jlucr-3aBepurenp JAena JODKEH MOJNNCATh €r0 COCTaBUTENb, IPH ATOM JeNaeTcs
pacmidpoBKka TOMKHOCTH M TOJIHMCH, MPOCTaBIsAeTCSs [aTa. B mporecce HCMONb30BaHUS
apXMBHBIX JOKYMEHTOB B JIHCTE-3aBEPUTEIIC JIENAIOTCS COOTBETCTBYIOIIME OTMETKH. Ecim neno
MOALIUTO 0€3 JHCTa-3aBepUTEINIsl, TO €ro ClIeAyeT HaKJIEeUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C uenpio obecredeHnsi COXpaHHOCTH JIMYHBIX JIe]T PEKOMEHIYeTCsI:

* 00BEIUHATH WHAWBUIYAIbHBIC JIMYHBIC €A YBOJCHHBIX COTPYJHHKOB B OJHY OOJOXKKY
(0OBenMHEHHOE JETI0) ¢ TAKMM pacueToM, 4TOObI 00BbeM jeia (Toma) He mpeBbiman 250
JUCTOB (ITyTE€M CIIMBKY MaTE€pPHajIOB WHAWBUIYAIBHBIX JIE] IO TOJaM YBOJIbHEHNUS);

* pacmojaraTh MaTepuaibl MHAWBUIYaIbHBIX JEN B Mpeaenax aena (toma) B ajapaBUTHOM
nopsiike (moaMuIIbHO), OTAEISSI MaTePUANIbl, OTHOCSIIUECS K Pa3sHbIM MHIUBUIYaIbHBIM
JienaM, YUCTBIM JIUCTOM Oymard ¢ yka3aHMEM Ha HeM (aMHIIMK, UMEHU U OT4ecTBa
COOTBETCTBYIOIIIETO ~ YBOJIEHHOTO TIearora ¥ COTPYIOHHKAa 00meo0pa3oBaTeIbHON
OpraHu3aluy,

* cHabXkaTh Kaxjoe OOBbEIUHEHHOE JAeJI0 (TOM) BHYTPEHHEH OMHUCHIO C TEpPEUYHCICHUEM
¢damunuii, UMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUI], B IHpeAerax KOTOPBIX
PacIIoNIOKEHBI COOTBETCTBYIONIUE TOKYMEHTEHI.

6.4. [lepenada TMUHBIX A€ B apXUB OCYILECTBIIAETCS HE MO3/IHEE TPEX JIET MOCe 3aBEpLUICHNUs UX
B JICJIONIPOM3BOJICTBE B COOTBETCTBUH ¢ rpadukom. [IpenBapuTenbHO cekpeTapeM, CIeUualIucTOM
[0 KajapaMm TIpoBepsieTcs IOJHOTa W IPaBWIBHOCTh MOJTOTOBKM JIMUHBIX JAed K Iepenaue.
BrIsiBIIeHHBIE TIPH TTPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpETapeM, CHEIHAINCTOM IO KaapaMm.
[lepenaua u mpueM NPOU3BOJATCS MO ONMUCHU C IPOCTAHOBKOM OTMETOK O HAJTMYUH JIMYHBIX JIEI.
6.5. JInunble nena neaaroroB U COTPYIHUKOB 00MIe00pa3oBaTeIbHON OpraHN3allni, 3aKOHUCHHBIE
nenornpousBoacTBoM 110 1 stHBaps 2003 roga, xpanstes 75 ner, nociue 1 suBaps 2003 roga — 50
net. JIndaHble ena AUPEeKTopa, TIaBHOTO Oyxrajirepa 0011eo0pa3oBaTeIbHON OpraHu3alii UMEIOT
MOCTOSIHHBINM CPOK XpaHEHUSI.

7. OTBETCTBEHHOCThH
7.1. Tlemarorn w coTpyaHUKH OOIE00pa30BaTEIbHOW OpraHu3aluu O00sS3aHbl CBOEBPEMEHHO
MIPENICTaBIATh CEKPETapIo WM CIEIHUATUCTY MO KaJpaM CBEJIEHHUS 00 M3MEHEHUH B MEePCOHATBHBIX
JIAHHBIX, BKIIFOYEHHBIX B COCTAB JINYHOTO JIEJIa.
7.2. PaboTomarens o0eceynBaer:
* COXpPaHHOCTh JIMYHBIX JIEN T[EeJaroroB H COTPYJHUKOB  00IIeoOpa3oBaTeIIbHON
OpraHu3alvy;



* KOH(UIEHIMAILHOCTh CBEACHUN, COJACPKAIIUXCS B JIMYHBIX JeJaX I[eJaroroB
COTPYJIHUKOB.

8. [IpaBa paGoTonare/isi 1 padOoTHUKA
8.1. Jlns oOecrieueHus 3allMThl MEPCOHAIBHBIX JAaHHBIX, KOTOPHIC XPAHATCSA B JHUYHBIX Jeliax
MEearoroB U COTPYJHHKOB 00IIe00pa30BaTeIbHOW OpraHW3alMy, MEJAaroru W COTPYIHUKH
0011e00pa3oBaTeIbHON OpraHU3aIllui KMCIOT MPABO:
*  TOJNYYHTH MOJHYHO WH(POPMAIMIO O CBOMX IEPCOHATBHBIX TAHHBIX U O0pabOTKE 3THX
JTAHHBIX;
*  TOJYYHUTh CBOOOJHBIN JOCTYI K CBOMM IEPCOHATIBHBIM JIAHHBIM;
*  MOJYYHWTb KOIHH JOKYMEHTOB, XPaHSIIUECS B JUYHOM JIEJIC U COACPIKAIINE MTEPCOHATIbHbBIC
JIaHHBIC.
* TpebOBaTh MCKIIOYCHUS WM HUCIIPABJICHUS HEBEPHBIX U HETIOJIHBIX MEPCOHATBHBIX JTAHHBIX.
8.2. PabGoToaTenpb UMEET MpaBo:
* 00pabarpIBaTh MEPCOHANBHBIC JAHHBIE TIEJaroroB U COTPYIHUKOB 001Ie00pa3zoBaTeIbHOM
OpraHu3aIiK, B TOM YHCIIC ¥ Ha 3JICKTPOHHBIX HOCUTEIISX;
* 3ampOCHTh OT TIENaroroB W COTPYIHUKOB 0O0mEe0o0pa3oBaTeIbHON OpraHu3aluyd BCIO
HEOOXOMMYI0 MH(OPMAIIMIO JUIsI BEACHUS JHMYHBIX Jed U 00pabOTKH MEepCOHAIbHBIX
JTAHHBIX.

9. 3akJII04YUTe/IbHBIE MOJI0KEHUS

9.1. Hacrosee [lonoxxenue o mopsjike BeAEHUS JUYHBIX /1€ PAOOTHUKOB SIBJISETCS JIOKAJIbHBIM
HOPMAaTUBHBIM aKTOM, IpuHUMaeTcs Ha [legarornueckom COBETE LIKOJBI U yTBepxkaaercs (imbo
BBOJIUTCS B JICHCTBHE) MPUKA30M JIMPEKTOPA OpraHU3alMK, OCYILECTBIIAIONIEH 00pa30BaTeIbHYIO
NS TEIbHOCTD.

9.2. Bce u3MeHeHUs U JOINOJIHEHMs, BHOCHMbIe B Hacrtosiuee [lomoxeHue, opopmisitorcs B
IIUCBMEHHOW (opMe B COOTBETCTBMM JICHCTBYIOIIMM 3aKOHOJATeNbCTBOM Poccuiickoit
®enepanuu.

9.3. Ilonoxenne O MOPSAKE BEACHUS JIMYHBIX el paOOTHHKOB 00pa30BaTENbHON OpraHU3aluu
IIPUHUMAETCS Ha HEONpEeNCNIeHHbIM Ccpok. HM3meHnenus u pomnonHeHus Kk  Ilomoxxenuto
MPUHUMAIOTCS B TIOpsi/IKe, peaycMoTpenHoM 11.9.1. Hactosmero [TomosxeHus.

9.4. Ilocne npunstus IlonoxkeHus (MIM HW3MEHEHWM W JIOTOJIHEHHH OTIENbHBIX IYHKTOB H
pa3esioB) B HOBOM pefaKliuy IpeblIylas peJakliis aBTOMaTUYECKN yTPaunBaeT CUITY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX OCJT pa6OTHI/IKOB

Ne Hata ®Qamumus, | Tabems- | JomxrocTs | CTpyKTyp- 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
cOoTpyAHUKa | (pacTopike-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
NIe1aroroM U
COTPYAHUKOM
(yBonBHE-
HUN)
2 3 4 5 6 7 8 9




Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T paOOTHHKOB

O0JI0KKa JIMYHOTO Jeja

Donxg Ne

Omnuce Ne

Jeno Ne

Wunexc nena

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JIMYHOE JEJIO Ne

(3aroyioBOK Jiena)

JlaTta Hayama

Jlata okoHUaHUs

Ha JIUCTax
XpaHUTh Ier
Donx Ne
Ommce Ne
Jemo Ne




BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

Ipunoxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

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

(umpamMu ¥ IPOIHCHIO)

KonnyecTBo IMCTOB BHYTpEHHEN OIIMCH

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(uudpamu 1 MPOIHCHIO)

« » 202 roma

(monuce)




©.1.0.

[Tpunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pabOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HaKoMIIEHUS Tie1arora
Y COTPYAHHUKA C TUYHBIM
JIEJIOM

Iloanuce nienarora u
COTpYIIHUKA

OTMeTKH, TpUMeYaHus,
3aMeYaHUs

10




[Tpunoxxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMY U1 JIMYHOTO J1eJi1a

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[aTta npoBepku

d.N.0. unenosn
KOMHCCUU

Iloanucu 4yieHoB
KOMUCCHUU

Pesynbrar nposepku

11




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OCJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT4ecTBO

2. Ion

3. T'ox, 4nuciio U MECSI POKICHUS

4. Mecto poxacHUs

5. I'paxnaHcTBO

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

6. O6pazoBanue

HasBanue
yueOHOro
3aBEJICHHS 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
y4eOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YIOCTOBEPEHHS

7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BJIAJECETE

8. YueHas CTeneHb, yueHOE 3BaHUE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U NEepeBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE OOBACHATHCA, BIIAJICETE CBOOOHO)

12




10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM [eATENBHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPEIHHUX CITeIMATBHBIX YY€OHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIIHCTBY)

Mecsu u rox JIOJKHOCTB C YKa3aHUEM YUpeXKIeHUS,

HOCTYIUICHUS yxoJa OpraHu3alUK, IPEANPUATHS, a TAKKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHaxX0XKICHHE
YUpEKICHUS,
OpraHu3aluy,
PEATPUITHS

11. IlpeOniBanue 3a rpanulieit (padora, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeraIueii)

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

13. Kakue nmeere npaBUTEIbCTBEHHbBIC HArpaIbl

Korna u kem HarpaxeH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTIM M BOMHCKOE 3BaHME

CocraB Pon Botick

(KOMaHJHBIN, MOJTUTHYECKUH, aIMUHUCTPATHBHBIN, TEXHUYECKUH H T. I1.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3allOJIHCHUS JTUYHOTO JIUCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

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

JMCTOK 10 y4eTy KaJpoB.

« » 202  ronma
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[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

AHKETA

JIMYHBIX OCJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxneHus

1. I'paxkmaHCcTBO (€CIM M3MEHSUIN, TO YKaXUTE,
KOTJIa ¥ 10 KaKOW MpUYnHE)

2. OOpa3zoBaHme, ydyeHas CTENEHb (Korma |
KaKue y4deOHBIC 3aBEJCHHS OKOHYMIIM, HOMEpa
autuioMoB). CHeUMaibHOCTh M KBATH(DHUKAIISL
10 JIUIIIIOMY

3. KakumMu HHOCTpaHHBIMH SI3bIKAMH U SI3bIKAMH
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
KaKkoW  cremeHW  (UMTaeTe U MOXKETe
O0OBSCHATBCS, BIajeeTe CBOOOIHO)

4. Brinonzsiemas padoTta ¢ Hayajla TpPYJOBOU JIeATENbHOCTH (BKJIIOYasi BOGHHYIO CIyX)0y U padboTy

110 COBMeCTI/ITeHBCTBY)

Mecsu u rox JIOJDKHOCTB € yKa3aHHEM Y4pPEKICHUS,

MOCTYIUICHUS yxoJa OpraHu3alMH, IPEANPUATHS, a TAKKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHaxX0XIECHHE
YUpeXKICHUS,
OpraHu3aIu,
MPEATPUITHUS

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

CrencHb damMuus, UM, T'on MecTto paboThl,
poAcTBa OTYECTBO POXKIAEHUS JOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomanauii agpec u HoMmep TenedoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSIOIINI

(HOMeED, cepusl, KeM M KOT/ia BBIIaH)
8. I[OHOJIHI/ITGHBHBIC CBCACHUA, KOTOPBIC BrI xxenaere COO6H.[I/ITB 0 cebe

10. Ha kxako#i ypoBeHb 3apruiatel Bel paccunteiBaere?

« » 202  ronma
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(IOIDKHOCTD OTBETCTBEHHOTO 33 KaPOBBIH yUeT) (mozmmcs) (pacupoBKa IOIIUCH)
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Ipunoxenne Ne8
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T paOOTHHKOB

JIMCT-3ABEPUTEJIb

naea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(tmdpamu U IPOIHCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEpHBIE HOMEpa JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH Onucu JINCTOB
OcobeHHoctr HPU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopMupoBaHUs 1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacumppoBKa MOAIKUCH)

« » 202  ronma
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