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0 MOPpsi/iIKe BeJAeHUsI JJUYHBIX el pA00THUKOB

1. O61mue moJioKeHU

1.1. Hacrosmee [lonoxenue o mOpsAaKe BEACHHS JUYHBIX Jel pPaOOTHUKOB OpTraHU3allNH,
OCYUIIECTBIISIIONIE  00pa3oBaTeNbHYI0  JESATEIbHOCTh, pa3padOTaHO B  COOTBETCTBHU  C
®denepanbHbIM 3ak0HOM Ne 273-D3 ot 29.12.2012 «O06 obpa3zoBanun B Poccuiickoit deneparum»
¢ mmeHnenusimu ot 2 umtons 2021 roma, PenepanmpHbiM 3aKk0HOM OT 27.07.2006 Ne 152 «O
MEePCOHANBHBIX JTaHHBIX» B penakmuu oT 2 utons 2021 rona, [Ipukazom denepanbHOTO apXUBHOTO
arerrctBa ot 23 nekadbps 2009 roga N 76 «O0 yTBepxkaeHMH MeTOIUUYECKUX PEKOMEHIAIUN 110
pa3paboTke HMHCTPYKIMI MO JeJIONMPOU3BOJACTBY B (helepalbHBIX OpraHaxX HCIOIHUTENBHON
Bractu», Ykazom IlIpesupenta ot 30.05.2005 No 609 «O6 yrBepxknenun IlonoxeHuss o
MEPCOHANBHBIX JTAHHBIX TOCYJAPCTBEHHOTO ciyxkamero Poccuiickoit denepanniu U BEACHUU €0
JU4HOro naena» B penakumm ot 23 wmronga 2019 roma, Tpymoeeim Konexkcom Poccuiickoin
O®enepannn, KoiuteKTUBHBIM J10roBopoM, YcraBoMm IlIkonsl W ompeaensieT HopsiioK BEACHUS
JUYHBIX JIeT TEeJaroroB M WHBIX COTPYIHUKOB M PAOOTHHUKOB MIKOJBI, OMpENeseT MOPSI0K
dbopMupoBaHMs, yueTa U XpaHEHUs, BBIJIAYM JIMYHBIX JIeJT BO BPEMEHHOE IMOJIh30BAHUE, a TAKXKe
OTBETCTBEHHOCTD, ITpaBa pabOTHUKOB U AUPEKTOpa 00Pa30BaTEILHON OpraHU3aIlUH.

1.3. Hacrosimiee IlomoskeHue yTBEp>KIaeTCsl MPUKA30M IO IIKOJIE U SBISETCA 00sS3aTENbHBIM IS
BCEX KATeropHil Me1arornyeckux U APyrux COTPYAHUKOB IIKOJIBL.

1.4. Begenue nuUYHBIX J€J MEIAaroroB M COTPYAHUKOB IIKOJBI BO3JIAra€Tci Ha CHENUAINCTa MO
KaJl[paM OpraHu3allii, OCYIIECTBISIONIeH 00pa30BaTENbHYIO ACSITENEHOCTD.

1.5. JlugHO€ nem0 — OCHOBHOM JOKYMEHT MEPCOHAIBHOTO YUeTa, COACepIKANIuil Hanbosee MOoJHbIe
CBEICHHsSI 0 pabOTHHUKE 00pa30BaTENBLHOM OpraHU3aIlui U €0 TPYIOBOU AesITeNbHOCTH. B muaHOe
JIEJI0 BHOCATCS CBEJICHHS, CBSI3aHHBIC C TIOCTYIIJICHUEM Ha padOTy M YBOJILHEHUEM.

1.6. Cenenusi, comepxamuecs B JINYHOM JIeNie, OTHOCATCSA K KOHGUACHIIMAIbHOW HH(OpMALINH,
MMEIOT OTPAaHUYCHHBINA JOCTYI U Pa3TJIallIEeHUIO HE MOIeKAT.

1.7. JInanoe neno BeAeTCs B TEYCHHUE BCETro Mepruoa padoThel paboTHHKA.

1.8. BejeHrne HECKOJIBKHX JIMYHBIX JIe] OJHOTO pa0OTHHWKA OOpa30BaTEbHON OpraHHW3aliH He
JIOMYCKaeTCsl.



2. Ilopsinok popmMUpOBaHMS JIUYHBIX J€JI COTPYAHUKOB

2.1.

dopMHpOBaHUE JHMYHOTO Jiefla [eJaroroB M COTPYAHUKOB 00I1e00pa3oBaTebHOM

OpraHM3ali IPOU3BOJUTCS HEIMOCPEJACTBEHHO IIOCIAE IpHeMa B  00Imeo0pa30oBaTeIbHYIO
OpraHM3allfi0 WU T[epeBoJia IeJaroroB W COTPYIHUKOB U3 JPyroil o0Opa3oBaTelbHOMN
OpraHH3alliH.

2.2. B cooTBeTCTBUY C HOPMATHBHBIMU JIOKYMEHTaMH B JIMYHBIC JIeJIa TIEAaroroB U COTPYIHUKOB
OpraHM3alliK, OCYIIECTBIIAIONICH 00pa30BaTCIIbHYIO JEATCIIBHOCTh, BKJIAIBIBAIOTCS CJICIYIOIIHE
JOKYMEHTBI:

s nedazo2os:

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHHUE O COIVIACUM Ha 00pabOTKy NEPCOHAIBbHBIX JAaHHBIX I1€1arora;

CIpaBKa O HAIWYKMU (OTCYTCTBUH) CYIUMOCTH M (WM) (aKTa yroJOBHOTO MPECIICAOBAHNUS,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSI/IKA;

aBTOOHOTpadus;

KOIIM TaCIOpTa WM MHOTO JOKYMEHTA, YJOCTOBEPSIOIIEr0 JINYHOCT;

KOIIHSI CTPaXxOBOTO CBUJIETEIHCTBA ICHCHOHHOTO CTPAaXOBaHUS;

KOIMS UIEHTU(UKAMOHHOI'O HOMEpPa HaJIOTOIJIaTebIIUKa;

KOIHS TOKYMEHTa BOMHCKOTO y4eTa (i1 BOCHHOOOSI3aHHBIX );

KON CBUJETEIBCTBA O 3aKJIIOYEHUHU Opaka (IIpyU HAJIM4YUN);

KOIIHSI CBUJIETEIHCTBA O POXKICHHUH JeTeH (MPH HATUYHH);

KOIIMM JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMH JJOKYMEHTOB O KBaTH(PUKANY WU HAJTHYUE CIICIHATbHBIX 3HAaHUH (ITPH HAIWYHHN);
KOIIMM aTTECTAllMOHHBIX JIUCTOB (IIPU HAJIMYUK);

KOIIUU JIOKYMEHTOB O HarpaKAeHUH (IIpU HaJIUYUN);

XapaKTepUCTUKH, PEKOMEH IaTeJIbHbIE MMCbMA (ITPU HAJIMYHN);

IIPUKa3 O IpuemMe Ha padoTy;

IIPUKa3 O MEepPeBOIe Ha MHYIO TOJKHOCTD (IIPU HAJIMYUK);

JOJDKHOCTHAS. MHCTPYKIUS (IOJDKHOCTHBIE WHCTPYKIIMM C MOMEHTA Ha3HA4YeHUsS Ha BCE
JOJDKHOCTH ),

TPYAOBOW JOTOBOP (C TIOCIEAYIOUIMM BKJIIOUEHHEM JOMOJHUTEIBHBIX COTJIAICHUH K
TPYJIOBOMY JIOTOBODY);

TPYAOBYIO KHHXKKY;

MEIULUHCKYIO0 KHUXKKY.

s pabomuukos:

3asBJICHHME O IIpHeMe Ha paboTy;

3asBJICHUE O COTJIACUU Ha 00pabOTKY MEePCOHATBHBIX JaHHBIX MEarora;

CIIpaBKa O HAIWYUK (OTCYTCTBHHU) CYIUMOCTH U (MJH) (akTa YroJOBHOTO MPECIICIOBaHMS,
BBIJIAHHOTO COOTBETCTBYIOILIUM OPIaHOM MPaBONOPSAKA,

aBTOOHOrpadus;

KOIUS AacopTa UM UHOTO I0KYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTS;

KOIIHSI CTPaXxOBOTO CBUJIETEIHCTBA IEHCHOHHOTO CTPAXOBaHUS;

KOMUS UACHTU(DUKAIIMOHHOTO HOMEpPa HAJIOT OIUIaTe IbIINKA;

KOIHsI JOKYMEHTa BOMHCKOTO yueTa (i1 BOGHHOOOSsI3aHHbIX);

KOS CBUJETENHCTBA O 3aKJIIOUEHUH Opaka (Tpy HaJIn4KH);

KOIIHSI CBUJIETEIBCTBA O POXKJICHUHM JieTel (MIPH HAIUYHHN);

KOIIMH JIOKYMEHTOB 00 00pa30BaHUU;

KOIIMH JJOKYMEHTOB O HarpaxaeHuH (IIpy HAJTM4UK);

XapaKTePUCTHKH, PEKOMEHIaTeIbHbIC TTHChMA (TTPH HATWYHH );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O MePEeBOJIe Ha UHYIO JOKHOCTD (IIPH HATUYHH);

JOJDKHOCTHAST MHCTPYKLUS (JOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTAa HA3HA4YEHUS Ha BCe
JOJKHOCTH),



* TpPyZOBOH JOroBOp (C MOCIEAYIOIIMM BKIIOYEHHUEM JIOMOJHUTENBHBIX COTJAlleHUH K
TPYJIOBOMY JIOTOBOPY);

*  TPYIOBYIO KHHXKKY;

*  MEIUIMHCKYIO KHUXKKY.

Pabomooamenv opopmasem:

* TPYIOBOH JOrOBOP B JIBYX 3K3EMIUIIPAX;

* IpUKa3 0 pueMe Ha padoTy (0 MepeMeIleHUH Ha APYTrhe JOKHOCTH);

s JMuHYyIO KapTouky Ne T-2;

*  JOJDKHOCTHYIO MHCTPYKLMIO B IBYX K3EMIUIApax.

Pabomooamenv 3naxomum:

* ¢ HOPMAaTUBHO-IIPABOBBIMHU JOKyMEHTaMM LIKOJbI (YcraBoM, KoJIeKTUBHBIM JI0TOBOPOM,
[IpaBmiiaMu TpyAOBOTO paclopska U Ap. JIOKAIbHBIMU aKTaMH);

*  C JOJDKHOCTHOW MHCTPYKLIMEH;

* IPOBOJUT BBOJHBIM HHCTPYKTaX, HMHCTPYKTaX IO OXpaHe TpyAd, HHCTPYKTaX IO
IIPOTHBOIIOKAPHOM O€30MaCHOCTH.

2.4. IlepBuuHO€E OQOpPMIIEHHE JIUYHOTO JIeja IpeaycMaTpUBaeT:

* IPUCBOCHHUE JIMYHOMY JIely HOMEpa COIJIaCHO JKypHally yueTa JMUYHBIX Jiell (MPHIIoKEeHHE
Ne 1);

* IPOCTaBJICHHE Ha OOJIOKKE JIMYHOTO jena (mpuiokeHue Ne 2) cieqyrolux peKBU3UTOB:
WHJEKC Jena (B COOTBETCTBMM C HOMEHKJIATypoll jgen  oOmieoOpa3oBaTesbHON
OpraHu3alyy; IO0JHOE HauMEHOBaHHe 00I1e00pa30BaTeIbHOM OpraHu3ali; HOMEp
JUYHOTO Aena; GaMuins UMsi OTYECTBO paOOTHHKA B MMEHUTEILHOM TIaJIeKe; 1aThl — TOX
Hayaja ¥ roJl OKOHYaHUs BEACHUS [€J1a; KOJIMYECTBO JIUCTOB; CPOK XPaHECHHUS,

* IIOMEIIEHHE JOKYMEHTOB, MOJUIekKAIIUX XPAHECHUID B COCTaBE JIMYHBIX JI€d, B
XPOHOJIOTUYECKOM HOPSIKE:

BHYTPEHHSIS ONMCh JOKYMEHTOB Jiena (nmpuiioxkenue Ne 3);

JUYHBIN JIMCTOK MO y4YeTy KaapoB (mpuioxxeHus Ne 6);

3asiBJIEHUE O IIpUeMe Ha paldoTy;

IpUKa3 o mpueMe Ha padory;

TPYZOBOM JAOTOBOP;

JOTOBOp O TIOJIHOW MaTepualbHOW OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIULIO);

XapaKTEPUCTUKHU U PEKOMEHIaTENbHbIE MTCbMA,

corjacue Ha 0o0paboOTKy MepCOHAIBHBIX JTAHHBIX.

2.5. JIncTel OKYMEHTOB, TIOMEIIEHHBIX B JIMYHOE J€JI0, TOAJIEkKAT HyMEpPaLUH.

2.6. C menpio obecrieueHusT HaUIeKAIe COXPaHHOCTH JIMYHOTO Jiejia TearoroB U COTPYTHUKOB
001eo0pa3oBaTeIbHOM OpraHu3anu U ynoOcTBa B OOpallleHWH ¢ HUM Npu (OpMHUPOBaHUH
JIOKYMEHTBI TMOMEIIAI0TCS B OTAENbHYIO nanky. [Ipu yBoibHEeHMM pabOTHUKA MIPOIIMBAIOTCS
HUTKaMU U CIAIOTCS B ApXUB.

2.7. BHyTpeHHss onMCh JOKYMEHTOB, UMEIOIIMXCS B JJMYHOM JIElIe, TOJIKHA COJIEP)KaTh CBEICHUS
O TMOPAJIKOBBIX HOMEpPaX, HAWMEHOBAHMSIX JOKYMEHTOB [I€J1a, KOJMYECTBE JIUCTOB, JaTax
BKJIIOUEHUSI JJOKYMEHTOB B JINYHOE JENI0 U U3BATUS U3 JIeNa, a TaKXKEe KEM M3BAT TOKYMEHT U IO
KaKoH IIpUYMHE.

2.8. BHyTpeHHsIsI ONUCh COCTaBIISIETCSl HA OTAEJIBHOM JIMCTE MO YCTAaHOBJIEHHOHM (opme. JIMcThb
BHYTPEHHEN OINCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpn moAroToBKE JIMYHBIX JI€] K MepeJade Ha XpaHEHHEe K BHYTPEHHEH OMUCH COCTaBJISAETCS
UTOTOBasl 3aIUCh, B KOTOPOH yKa3bIBaeTcsl MU(PPaMU U MPOMHCHIO KOJIMYECTBO BKIIOUEHHBIX B HEe
JIOKYMEHTOB M KOJIMYECTBO JINCTOB JiejIa.

YVV VVVVVY



3. Tlopsinoxk BeleHHsl JIMYHBIX JeJ TMeEAAroroB M COTPYAHHKOB OPraHHU3ALMH,
OCYIIECTBJISIONIEH 00pa30BaTeILHYIO 1eSITeJIbHOCTH
3.1. JlnyHOoe nmeN0 MenaroroB M COTPYAHHUKOB 0O0IIE00pa30BaTENFHONW OpraHU3aldd BEAETCS B
TEYCHHE BCETO0 TepHoAa paldOThl KAXKIOro TMenarora M COTPyIHUKA B 00meoOpa3zoBaTelIbHOMN
OpraHH3aLuH.
3.2. JlanbHeiimee BeJeHHME JUYHOTO JeNia MEAaroroB U COTPYIHUKOB 00IIe00pa3zoBaTeIbHOMN
OpraHM3alH TPEeIyCMAaTPUBACT TOMELICHUE B JIEJI0 JOKYMEHTOB, OOpa3yIOLIMXCs B Hpolecce
pabodeii NeSTEIHOCTH U UMEIOIIUX 3HAYEHUE ISl TPYIOBBIX OTHOIICHUH:

*  JIOTIOJIHEHHWE K JTMYHOMY JIICTKY O y4ETy KaJpoB;

*  JIONOJIHUTEIIBHBIE COTJIAIIEHUS K TPYAOBOMY IOTOBOPY;

* KOIUH TPHUKA30B IO JIMYHOMY COCTaBYy, KOTOPbIE KAacalOTCs IEeJaroroB M COTPYAHUKOB

00111e00pa30BaTEIbHON OpraHn3aluy;
* OT3BIBBl JIOJDKHOCTHBIX JIMI] O TMelarore © COTPYAHUKE 00meoOpa3oBaTeIbHOM
OpraHH3aluH;

*  KOIIMH JOKYMEHTOB O IOBBIIICHUH KBATH(DUKAIINY;

*  KONHH CEPTUPHUKATOB, TPAMOT;

* JIUCT — 3aBEpUTEb Jea (COCTABISAIOT IIPH CAa4e JIUYHOTO Jejia B apXUB);

® HWHBIC JTOKYMCHTHI.
3.3. B memsax oOecrmedeHUs KOHTPOJIS 32 COXPAHHOCTHIO W aKTYyaJbHOCTBIO JIMYHBIX JIET B
00111e00pa30BaTEeIbHON OpraHU3alny ©KeroJHo (He mo3aHee | KBapTaia roja, CICIyIOIIEro 3a
OTYETHBIM) TIPOU3BOIUTCS IIPOBEPKA UX HATHYHS U COCTOSHUSL.
3.4. ExXerogHyo MpPOBEPKY COCTOSIHHS JIMYHBIX JEJ Ha MPEIMET COXPAaHHOCTH BKIIFOUCHHBIX B
HEro JIOKYMEHTOB IPOBOJHT CIEIHAIBHO co3/laHHas KomuccHs. O IMPOBEICHHBIX IPOBEpKax
Jie7IaeTCsl OTMETKA B JIUCTE O PE3yJbTaTaX €KErOIHON MPOBEPKU COCTOSIHUS M HAIUYHUS JIMYHOTO
nena (mpunoxenue Ne 5) u cocraBisieTcs akT. Pe3ynbpTaTsl IPOBEPKU JIMYHBIX €] B 003aTEILHOM
MOPSIIKE TOBOJASATCS 10 IMPEKTOpa 00111e00pa3oBaTeIbHON OpraHU3allHu.

4. Tlopsaok y4éra M XpaHeHHs JHYHBIX JeJ MeIaroroB U COTPYAHMKOB OpraHu3anuu,
ocyuiecTBJIsIOIEeH 00pa30BaTeIbHYIO 1eATeJbHOCTD.

4.1. XpaHeHue M y4eT JUYHBIX JIeJl TeJaroroB M COTPYIHUKOB OpPTaHU3aIlNH, OCYIIECTBIISIONMIEH
00pa3oBaTeNbHYIO AEATEIbHOCTh, OPTaHU3YIOTCS C LENbI0 OBICTPOro M 0e30IMOOYHOTO MOMCKa
JUYHBIX JeJ, OOECIeYeHHs WX COXPAHHOCTH, a TaKXke O0ecredeHus: KOH(MUICHIIMAILHOCTH
CBEJIEHUH, cofiepKaluxcs B JOKyMEHTaX JIMYHbBIX €], OT HECAaHKIIMOHUPOBAHHOTO JIOCTYIA.

4.2. Jlnanble Aesia COTPYIHUKOB XpaHATCs B cere o01meodpa3zoBaTeIbHON OpraHu3alni.

4.3. TpynoBble M MEAUIIMHCKUE KHI)KKU XpaHATCS OTAENBHO B ceide.

4.4. Jloctyn K JUYHBIM JIEJIaM T€JIarorOB U COTPYAHHKOB 00111€00pa30BaTEIbHOM OpTraHU3aIluu
UMEIOT TOJBKO CEKpeTapb, CIEUUAIUCT IO KaJapaM, JUPEKTop o00iieo0pa3zoBaTeabHOR
OpraHu3an JIM0O 3aMECTHTENH JUPEKTOpa TPU HWCIOIHEHWH OOS3aHHOCTEH JUpeKTopa
00111e00pa30BaTeIbHON OpraHU3aIH.

4.5. Cucrematuzauuss JUYHBIX JIeJ1 T€AaroroB M COTPYIHUKOB 00I1€00pa3oBaTEIbHON
OpraHu3aIMK TPOU3BOAUTCS B a(paBUTHOM MOPSIKE.

4.6. JInuHble neiia MmeaaroroB W COTPYIHHUKOB OOIIEOOpa30BaTEIIBHON OpTaHW3aIlud, WMEIOIIHX
roCy/JJapCTBEHHbIE 3BaHUs, IPEMUH, HArpaJibl, YUeHble CTEIICHH U 3BaHUS, XPaHATCS MOCTOSHHO, a
OCTaJIbHBIX COTPYAHHUKOB — 75 JIeT ¢ roja yBoJbHeHHs paboTHUKA (B cooTBeTCTBUM C [lepeunem
THUIOBBIX YIPaBICHUYECKUX JOKYMEHTOB).

S. ITopsAAoK BbIAAYM JMYHBIX /1eJ1 BO BpeMEHHOE M0JIb30BaHUe

5.1. Beimaua nuuHbIX Jen (OTAEIBHBIX JTOKYMEHTOB B COCTAaBE JIMYHOTO JieJla) BO BPEMEHHOE
MOJIb30BaHHUE MPOU3BOJUTCS C Pa3pelIeHHs] TUPEKTopa O0IIe00pa3oBaTeIbHON OpraHU3AINH I10
3asBJICHUIO COTPYIHUKA OPTaHU3AIIMHN, OCYIIECTBIISIONICH 00pa30BaTEIbHYIO IEATEIHHOCTb.

5.2. Pabora (o3HaKOMJICHHE) C JIMYHBIMH JeJlaMH  TEJaroroB HW  COTPYIHUKOB
0011e00pa3oBaTeIbHON OpPTaHU3aIliy MMPOU3BOIUTCS B MPUEMHON IuUpekTopa. B kKoHie pabodero



JIHS CEKpeTapb WM CICIHUAIUCT MO KajpaM 00s3aHa yOeAWThCS B TOM, YTO BCE JIMYHBIC JIEIa,
BBIJAHHBIC BO BpPCMCHHOC II0JIb3OBAHUC, 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. U3bsaTHe OTIENIbHBIX TOKYMEHTOB M3 JIMYHOTO JIejia MPOU3BOIUTCS C Pa3pelICHUs] JUPEKTOpa
o01Ieo0pa3oBaTebHOM OpraHu3amuu ¢ OQOPMIICHHEM COOTBETCTBYIOIIEH 3ammcu B rpade
«[Ipumeuanue» BHyTpeHHEH onucu. [Ipy BpeMEHHOM H3BATHH JOKYMEHTa Ha €ro MecTo (MeXIy
JIMCTAMH COCECIHUX I[OKyMeHTOB) BKJIAABIBACTCA CIPABKA-3aMCCTUTCIIb C YKA3aHUCM JAaTbl H
NPUYHH U3BITHUS C TTOAMUCHIO JIUIIA, BBIAABIIETO JOKYMEHT, U MOJIMKUCHIO JINIA, TOJYYHUBIIErO €ro
BO BPEMEHHOE I0JIb30BaHHE.

6. OdopMmiieHHe JIMYHBIX JeJI NIepe] ciaveidl B apXuB
6.1. OdopmieHre JTUYHBIX JeN ISl epeadyd B apXUB MPOU3BOJUTCS CHEIHAIMCTOM IO KajapaMm
00111e00pa30BaTENIbHON OpraHu3aly. JTa MPoLeaypa BKIOYALT:

* TOMIUBKY (TIEperuieT) Aea;

* YTOYHEHHE HyMEpalluH JIMCTOB JIENa;

*  COCTaBIIeHUE JICTa-3aBepuTels (mpuioxxenue Ne 8);

* cocraBiieHUE (YyTOUYHEHHE) BHYTPEHHEH OMHCH;

* BHECEHHE YyTOUHEHUH B PEKBU3UTHI JTUIEBOI OOJIOKKH J1ena.

6.2. Jlucr-3aBepurenp JAena JODKEH MOANNCATH €r0 COCTaBUTENb, IPH ATOM JeNaeTcs
pacmidpoBKka TOMKHOCTH M TOIIHCH, NPOCTaBIsAeTCS naTa. B mporecce HCMIONb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIENAIOTCS COOTBETCTBYIONIME OTMETKU. Ecim memno
MOAIIUTO 0€3 JHCTa-3aBepUTEINIsl, TO €ro CIeAyeT HaKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C uenbio obecredeHnsi COXpaHHOCTH JIMYHBIX JI€] PEKOMEHIYyeTCsI:

e 00BEIUHATh WHAWBUIYAIbHBIC JIMYHBIC J€JIa YBOJCHHBIX COTPYJHHKOB B OJHY OOJOXKY
(oOBeaMHEHHOE J1E10) ¢ TaKMM pacdyeToM, 4ToObl 00beM jena (Toma) He mpesbiman 250
JUCTOB (ITyTE€M CIIMBKY MaTE€pPHajIOB WHAWBUYAIBHBIX /I IO TOJaM YBOJIHHEHNUS);

* pacnojiaraThb MaTepualibl MHAMBUIYANbHBIX /i€ B Mpejaenax Jena (Toma) B aja(paBUTHOM
nopsiike (moaMuIIbHO), OTAEISST MaTepUAIbl, OTHOCSIIUECS K Pa3HbIM HHIUBUIYATbHBIM
JieflaM, YUCTBIM JIMCTOM OyMaru ¢ yKa3aHueM Ha HeM (paMuiIMM, UMEHM M OTYecTBa
COOTBETCTBYIOIIIETO ~ YBOJIEHHOTO TIearora ¥ COTPYIOHHKAa 00Imeo0pa3oBaTeIbHON
OpraHu3aluy,

* cHaOXkaTh KaxJo€ OOBEIUHEHHOE JeJ0 (TOM) BHYTPEHHEH OMHUCHIO C TEpPEUHUCICHHUEM
¢dbamunuii, UMEH W OTYECTB M YKa3aHHEM HOMEPOB CTpaHUI], B Hpeienax KOTOPBIX
PacIIoNIOKEHBI COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. [lepenada TUUHBIX A€ B apXUB OCYILECTBIIETCS HE MO3/IHEE TPEX JIET MOCIIe 3aBEPIIECHUs UX
B JICJIONIPOM3BOJICTBE B COOTBETCTBUH ¢ rpadukom. [IpenBapuTeibHO cekpeTapeM, CIeHauCTOM
[0 KajapaM TpoBepsieTcs IOJHOTa M IPaBWIBHOCTh MOJTOTOBKM JIMUHBIX JA€d K Iepenaue.
BrlsiBIIeHHBIE TIPH TTPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpETapeM, CHEIHAIMCTOM IO Kapam.
[lepenaua u mpreM NPOU3BOJATCS MO OMUCHU C TPOCTAHOBKOM OTMETOK O HAJMUUU JIMYHBIX /€.
6.5. JInunble ena meaaroroB U COTPYIHUKOB 00Me00pa3oBaTeIbHON OpraHN3allui, 3aKOHUCHHBIE
nenornpousBoacTBoM 110 1 stHBaps 2003 roga, xpaustes 75 ner, nocine 1 suBaps 2003 roga — 50
net. JInaaple nena AUPEeKTopa, TIIaBHOTO OyXrairepa 001eo0pa3oBaTeIbHON OpraHu3aiil UMEIOT
MOCTOSIHHBINM CPOK XpaHEHUSI.

7. OTBETCTBEHHOCThH

7.1. Tlemarorn w coTpyaHUKH 0OOIIE00pa30BaTEIbHON OpraHu3aluu O00sS3aHbl CBOEBPEMEHHO
MIPENICTaBIATh CEKPETapIo WK CIEeIHUATUCTY M0 KaJpaM CBEJIeHHUS 00 M3MEHEHUH B MEePCOHATBHBIX
JIAHHBIX, BKIIIOYEHHBIX B COCTAB JIMYHOTO Jea.

7.2. PaboTomarens o0eceynBaer:



* COXpaHHOCTh JMYHBIX JIeJT T[€IaroroB M COTPYIHUKOB  0O0IIeoOpa3oBaTeabHOM
OpraHu3aluy,

*  KOH(MUIECHIMATBLHOCTh CBEICHHUM, COIEpKAIIMXCS B JIMYHBIX JIeJax IIearoroB M
COTPY/HHKOB.

8. [IpaBa paboTroaaresisi U padOTHUKA
8.1. Ilna oOecriedeHus 3alUThl MEPCOHAIBHBIX JAaHHBIX, KOTOPbIE XPaHSTCS B JIMYHBIX Jejax
MeJJaroroB U COTPYAHUKOB 00I11€00pa30BaTeIbHOW OpraHu3alllK, MEJarorut U COTPYAHHUKHU
o011eo0pa3oBaTeabHON OpraHU3aui UMEIOT MPaBo:
* TMOJYYHTh TMOJHYIO WH(OPMAIHUIO O CBOMX IEPCOHAIBHBIX JAHHBIX U 00pabOTKEe 3THUX
JTAaHHBIX;
*  TOJY4YUThb CBOOOJHBIN JOCTYI K CBOUM MEPCOHATBHBIM JIaHHBIM;
* MOJIyYUTb KOIHUU JOKYMEHTOB, XpaHSIIUECS B IMYHOM JI€JIe U COJIeprKalllie epCOHATbHBIC
JTAaHHBIE.
* TpeOOBaTh UCKIIOYECHUS WM UCIIPABICHUS HEBEPHBIX U HETIOIHBIX EPCOHAIBHBIX JTAHHBIX.
8.2. PaboTonarens uMeeT mpaso:
* 00pabarbIBaTh MEPCOHANbHBIC JAHHBIE NEJAAroroB U COTPYIHUKOB 001Ie00pa3oBaTebHOM
OpraHu3aIyy, B TOM YUCJIEC U HA 3JICKTPOHHBIX HOCUTEIISX;
* 3ampoCUTh OT TENaroroB U COTPYIHUKOB 001Ie00pa3oBaTeNbHON OpraHu3aluud BCIO
HE0OXoMMYI0 WH(MOPMAIMIO JUIS BEIACHHS JMYHBIX Jed U OO0paOOTKH MepCOHATBHBIX
JAHHBIX.

9. 3ak/II04YuTe/IbHBIE M10JI0KEHUS

9.1. Hacrosimee [lonoskenue o mopsake BEACHUS JTUYHBIX 11 PAOOTHUKOB SIBIISIETCS JIOKAJIBHBIM
HOpPMAaTHUBHBIM aKTOM, IpUHUMaeTcs Ha IlenarornueckoM coBeTe IIKOJIBI U yTBepxkKaaeTcs (Jau0o
BBOJIUTCS B JICHCTBHE) MPUKA30M JUPEKTOPa OpPTaHU3aINK, OCYIIECTBIIIONIEH 00pa30BaTEIbHYIO
NEATEIBHOCTD.

9.2. Bce m3MeHeHHsT W JOTNOJIHEHWs, BHOCHMBIE B Hacrtosimee [lomoskeHue, odopmisitorcs B
MUCBbMEHHOW (opMe B COOTBETCTBUMH JEHCTBYIOLIMM 3aKOHOJATENLCTBOM Poccuiickoil
denepanuu.

9.3. IlonoxeHue o MOpPs/IKE BEIACHUS JIMYHBIX e paOOTHUKOB 0Opa30BaTENbHOM OpraHuU3aluu
IIPUHUMAETCS Ha HEONpeaeleHHbI Ccpok. M3meHenus u gononHeHus K [lonokeHuro
IPUHUMAIOTCS B Opsi/iKe, IpeaycMoTpeHHoM 11.9.1. Hactosmero [lonoxxeHus.

9.4. Tlocne npunsTus [lonoxenus (WIM W3MEHEHWH W JOTOJHEHWH OTIENBHBIX ITYHKTOB H
pa3zenoB) B HOBOW peJaKIuy MpeIblIylias pelakliis aBTOMaTUYECKH yTpaunBaeT CUITY.



JKypHan yuera mTu4HBIX €1

Ipunoxenue Nel
K MOJIOXKEHHUIO O MOPSAKE BEACHUS

JIMYHBIX ACJI paGOTHI/IKOB

Ne Hara OQammwmms, | Tabems- | JomkrocTs | CTpyKTYp- Haran Haraun [prmeya-
1/ odopmire- ums, HBIN (mpodpec- HOE HOMEp HOMEp HUE
I | HUSIIMYHOTO | OTYECTBO HOMEp cHs, nojpasue- MpUKa3a IpUKa3a
zena nenarora u CHennatb- JIeHHe (pacnopsi- (pacmopsi-
COTpYIHHUKA HOCTB) JKESHUS) O JKEHUS) O
nejgarora u npueme npekpaie-
COTpY/JHHKA nearora u HHUH
COTpyAHUKa | (pacTopike-
Ha paboty HUM)
TPYJOBOIO
JIOTOBOpA C
NIeIaroroM 1
COTPYIHUKOM
(yBOmBHE-
HUH)
2 3 4 5 6 7 8 9




donng Ne

Onucek Ne

Hemo Ne

Wunexc nena

O010KKa JIMYHOTO Jeja

[Mpunosxenne Ne2
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHE 00pa30BaTEILHON OPTaHU3AIHN)

Jara Hauana

Jlata okoHUaHUs

Ha JIACTax
XpaHuTh JeT
dona Ne
Omnuce Ne

Jemo Ne

(3aroyioBOK Jiena)



BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

[Mpunosxenne Ne3

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX ACJI paGOTHI/IKOB

Ne NHupekc Hara Ha3Banue Howmep [Ipumeuanus
n/n JIOKyMEHTa JOKyMEHTa JOKYMEHTa JIUCTOB
Jeia
Hroro: JIOKYMEHTOB

(uMgpamu 1 IPOIKCHIO)

KommuectBo mrucTOB BHYTpeHHCﬁ OIINCH

OTBeTCTBEeHHBIH 32
KaJpOBBIN YYeT:

(1mdpamMu ¥ TPOIKCHIO)

« » 202 roma

(TroxICH)




©.N.0.

[Mpunoxenne Ned
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JlomKHOCTD

JInganoe nemo Ne

JlaTa o3HaKOMJIEHUS IeJarora
U COTPYIHHUKA C JINYHBIM
JIEJIOM

ITonnuce nexarora u
COTPYAHMKA

OTMeTKH, MpUMEUYaHus,
3aMcYaHus




[Mpunosxenne Ne5

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX ACJI paGOTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMY U] JIMYHOTO /e

©.1.0.

JomKHOCTD

JInynoe nemo Ne

Jlata mpoBepku

d.N.0O. unenos
KOMUCCHUU

Ilongnucu yieHoB
KOMHCCHU

PesynbTar mpoBepku




1. ®ammnus

[Mpunosxenne Ne6

K MMOJIOKCHUTIO O MOPAAKE BEACHUA
JIMYHBIX ACJI paGOTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT4ecTBO

2. Ilon

3. T'ox, unciio u MecsLl POXKACHUS

4. Mecto poxeHus

5. I'paxknaHcTBO

(ceno, nepeBHs, ropoj, paiioH, 001acTb)

6. O0pasoBanue

HazBanue
yueOHOro
3aBeICHUS U €T0

MECTOHAXOXIACHUC

®PakynbTeT
WIIN
OT/eJIEHHE

Tox
MOCTYIJICHUS

Toxn
OKOHYaHUA
WJIM yX0Ja

Ecnn ne
OKOHYHII, TO
C KaKoro

Kypca ymren

Kakyro
CHELMATbHOCTD
HOJIy4YHII B
pe3yiabTare
OKOHYaHUS
yueOHOro
3aBE/ICHNUS,
ykazatb Ne
JUIIOMA WK
YIOCTOBEPEHHUS

7. Kakumu HHOCTPAaHHBIMU A3bIKAMHU BJIAACCTC

8. Y4eHas cTeneHp, y4eHOE 3BaHHE

9. Kakue nmeere HayyHbI€ TPY/Ibl U U300pETCHUS

(qm‘aeTe 1 IIEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOXKETE 06BﬂCHﬂTLCﬂ, BJIaICCTE CBOGO}IHO)




10. Bemonnsiemass paGoTa ¢ Hayanga TPYJIOBOW AEATEIHHOCTH (BKJItOUYas y4deOy B BBICIIMX H
CPeIHHUX CTICIHANBHBIX YUeOHBIX 3aBEJCHUSAX, BOCHHYIO CIYXOy U paboTy 110 COBMECTUTEIILCTBY)

Mecsii u ro JIOKHOCTB € yKa3aHHEM YUpeKIeHUS, MecToHaxoxaeHue
IIOCTYIUIEHHUS yxoja OpraHu3alyu, NPEIIPUATHS, a TAKKE YUPEKICHUS,
MUHHUCTEPCTBA (BEIOMCTBA) OpraHu3alui,
PEANPUITUS

11. IIpeObiBanme 3a rpanuiiei (padbora, cirykeOHast KOMaHIUPOBKA, ITOE3/IKa C JAeierauei)

Mecsan u rox B kakoii ctpane Llens mpeObIBaHUS 32
C KaKoro 10 KaKoe IpaHMLICH
BpEMEHU BpeMsi
12. YyacTre B BHIOOPHBIX OpraHax
MecTo BBIOOPHOTO HasBanue BEIOOpHOTO B kauectBe koro T'on
oprasa oprasa BbIOpaH n30paHusi | BBIOBITHA

13. Kakue nmeere npaBUTEIbCTBEHHbBIE HATPAIbI

Korna n kem HarpaxaeH

14. OTHOIIEHNE K BOMHCKUM 00S3aHHOCTSM U BOMHCKOC 3BaHUE

CocraB Pon Botick

(KOMaH/IHBIH, TOJUTHYECKUH, aIMIHACTPAaTUBHBIH, TEXHUYECKHH U T. 1.)

15. CeMeltHOE TTOJIOKEHIE B MOMEHT 3aIIOJIHEHUS JJUYHOTO JTUCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. lomamuumii agpec

17. O6s3y10Ch CBOEBPEMEHHO M3BEIIATh 000 BCEX M3MEHEHUSAX JTAHHBIX, BKIIOUCHHBIX B JIMUHBII

JIMCTOK IO YUCTY KaJpOB.

« » 202  rona




AHKETA

[Mpunosxenne Ne7

K MMOJIOKCHUTIO O NOPAAKE BECACHUSA

JIMYHBIX ACJI paGOTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jara poxnenus

1. I'paxkmancTBO (€ciiv U3MEHSIIU, TO YKaXUTE,
KOT/JIa M 110 KaKOW MPUYNHE)

2. OOpa3oBaHue, ydeHas CTeNeHb (Korja u
Kakue ydeOHbIe 3aBEJACHUS OKOHYIIM, HOMEpa
aurIoMoB). CHenUanbHOCTh M KBaTU(UKAIUS
0 TUTIOMY

3. KakuMu MHOCTpaHHBIMHU SI3bIKAMU U S3bIKAMU
HaponoB Poccuiickoii ®denepanun BiajeeTe U B
KakoM  cTemeHu  (YuTaere U MOXKETe
0OBSICHATBCS, BlIaJieeTe CBOOOIHO)

4. BemonnseMas paboTta ¢ Hauana TpYAOBOM JIeATeIbHOCTH (BKJIIOYas BOCHHYIO CIyKOy U paboTy

110 COBMECTHUTEIILCTBY)

Mecsi u Tof I[OJ'DKHOCTL C YKAa3aHUCM YUPCIKACHU,

MIOCTYIUICHHUS yxoza OpraHM3aliK, IPEINPUITHS, a TAKKE

MUHHCTEPCTBA (BEIOMCTBA)

MecronaxoxaeHue
YUPEKIAECHUS,
OopraHu3anuy,
MPEANPHUITUS

5. Bamwm Onu3kue poJCTBEHHUKH (3K€HA, MY, OTell, MaTh, OpPaThsl, CECTPHI)

CreneHb Ddamuaus, UM, I'ox

pPOoACTBa OTYCCTBO POXIACHUSA

Mecto paboThl,
JIOJDKHOCTh

Anpec mecTa
JKUTEJIbCTBA

6. lomamHuii agpec u HoMep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMeEp, cepusl, KeM U KOTJIa BbIJIaH)

8. JlomoHUTENBHBIE CBEICHUSI, KOTOpBIE BB xKemaere cooOmuTh o cede

10. Ha xaxoii ypoBeHb 3apiuiatel Bel paccuntsiBaere?

« » 202  rona

(OKHOCTH OTBETCTBEHHOTO 32 KaJPOBBIN YUeT)

(moanuce)

(pacumpoBKa MOAMKICH)




[Mpunosxenne Ne8
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

meJsa Ne
B nene npoumnto u npoHyMepoBaHO JINCTOB
(mudpamu 1 IPONHCHIO)
¢ No o Ne , B TOM YHCJIC:
JINTEpHbIE HOMEpA JINCTOB
MPONYILIEHHBIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEU ONMUCHU JINCTOB
OcobeHHOCTH (PU3UYECKOTO COCTOSTHUS U Howmepa nucroB
(dbopMupoBaHus Jea
OTBeTCTBEHHBIH 3a
KaJIpOBBII y4yeT
(moamuce) (pacumpoBKa MOAMKCH)

« » 202  rogma
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