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0 MOpsi/iIKe BeJAeHUsI JJUYHBIX €]l pA00THUKOB
MyHMUIHUIIAJIBHOTO OIOI’KETHOT O 001e00pa3oBaTeJIbHOTO YUYpeKIACHUS
«¥Yraosckasa COI» baxuncapaiickoro paiiona Pecnnyosiuku Kpbim

1. O6mue moJio:KeHU

1.1. Hacrosmee [lonoxenne o mOpsAaKe BEACHHS JUYHBIX Jel pPaOOTHUKOB OpraHM3allvH,
OCYUIIECTBJISIFOIIEH  00pa3oBaTeNbHYI0  JESTEIbHOCTh, pa3palOTaHO B  COOTBETCTBHU  C
®denepanbHbIM 3ak0HOM Ne 273-D3 ot 29.12.2012 «O06 obpa3zoBanun B Poccuiickoit deneparum»
B pemakmmu ot 25 wmions 2022 roma, @enepanbHbM 3akoHOM oT 27.07.2006 Ne 152 «O
MEPCOHANIBHBIX JaHHBIX» C W3MeHeHusMu Ha 2 wuioas 2021 roma, Ykaszom IlpesumeHra ot
30.05.2005 Ne 609 «O6 yrBepxkaeHnn [1omokeHHsT O IEPCOHANBHBIX JaHHBIX TOCYIapPCTBEHHOTO
ciyxamero Poccuiickoit ®@enepanuu U BeACHHHM €ro JUYHOTO nena», TpynoBeiM Koaexcom
Poccuiickoit ®enepannu, KomieKkTUBHBIM JOTOBOPOM, Y CTaBOM OPraHU3aIMU, OCYIIECTBIISIOMIECH
00pa3oBaTeNbHYIO 1eATEIbHOCTb.

1.2. Jlannoe Ilonoxxenue ompenensieT TOPANOK BEICHUS JUYHBIX JEJ TEeJaroroB M HHBIX
COTPYIHUKOB U paOOTHUKOB IIKOJIBI, OMpeAeseT MopsAAoK (OopMUpPOBaHUS, YyUeTa U XpaHEHHs,
BBIJIAYM JIMYHBIX JICTT BO BPEMEHHOE ITOJIb30BAHKE, @ TAK)KE OTBETCTBEHHOCTD, IIPaBa PaOOTHUKOB H
JTUpPEKTOpa 00pa3oBaTeIbHON OpraHU3aIiH.

1.3. Hacrosimiee IlomoskeHue yTBep>KIaeTCsl MPUKA30M IO IIKOJIE U SBISETCA 00sS3aTEbHBIM IS
BCEX KaTerOpuil MeAarorn4eckux u APYrux COTPYAHUKOB IIKOJIBI.

1.4. Benenue NMUYHBIX JIeN MEAAroroB M COTPYIHHUKOB IIKOJIBI BO3JIaraeTcs Ha CICIUAIUCTA IO
KaJl[paM OpraHu3alliu, OCYIIECTBIISIONIeH 00pa30BaTENbHYIO ASSITENEHOCTD.

1.5. JluyHO€ ne0 — OCHOBHOM JOKYMEHT IMEPCOHATBHOTO YUeTa, COACpKANIUi Hanbosee MoJHbIe
CBEICHHsI 0 pabOTHHUKE 00pa30BaTENbHOM OpraHU3aIlui U €0 TPYIOBOU AesITenbHOCTH. B mraHOe
JICJIO BHOCSATCSI CBEJICHHUS, CBSI3aHHBIC C TIOCTYIUICHUEM Ha paboTy U YBOJIHHCHHUEM.

1.6. Cenenusi, comepxamuecs B JINYHOM JeNie, OTHOCATCSA K KOHGUACHIIMATbHOU HH(OpMALINH,
MMEIOT OTPAHWYCHHBIA JOCTYIT U PA3TJIAIICHUIO HE TTOJIJIS)KAT.

1.7. JInanoe neno BeAeTcs B TEYCHHUE BCETO Mepruoa paboThl paboTHHKA.

1.8. BejeHne HECKOJIBKHX JIMUHBIX I OJHOTO pa0OTHHUKA OOpa30BaTEIbHOM OpraHHW3alMH He
JIOTTYCKaeTCsl.

2. llopsinok (popMuUpOBAHUS JIMYHBIX €] COTPYIHHKOB

2.1. ®opmupoBaHHE JIMYHOTO [eJa TIEJaroroB W COTPYAHUKOB 00IIe00pa3oBaTeIbHON
OpraHu3alMi TPOM3BOIUTCS HEMOCPEACTBEHHO IOociie IpHeMa B 00I1e00pa3oBaTebHYIO
OpraHM3alli0 WM T[epeBoJa IeJaroroB M COTPYIHUKOB U3 Jpyroil oOpa3zoBaTelbHOMN
OpraHu3alyHu.



2.2. B cooTBeTCTBUY C HOPMATUBHBIMU JOKYMEHTAMH B JTUYHBIC JIeNIa MEJaroroB U COTPYIHUKOB
OpraHM3allfK, OCYIIECTBIAIONICH 00pa30BaTCIIbLHYIO JEATSIBHOCTh, BKJIAJBIBAIOTCS CIICIYIOIIHE
JOKYMEHTBI:

s nedazo2os:

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHHME O COIVIACUM Ha 00pabOTKy NEePCOHAIBbHBIX JaHHBIX I1€arora;

CIpaBKa O HAIWYHUU (OTCYTCTBUH) CYIUMOCTU M (WK) (aKTa yroJOBHOTO MPECIICAOBaHNUS,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;

aBTOOHMOTpadus;

KOIIM IaCIOpTa WM MHOTO IOKYMEHTA, YJOCTOBEPSIOIIEr0 JINYHOCT;

KOIIUSI CTPAaXxOBOI'O CBUETEIBCTBA IEHCUOHHOI'O CTPaXOBaHUS;

KOIMS NIEHTU(UKAMOHHOI'O HOMEPa HAJIOTOIJIaTeNbIIUKA,;

KOIHS TOKYMEHTa BOMHCKOTO y4eTa (i1 BOCHHOOOSI3aHHBIX);

KOIIMs CBUJIETEIbCTBA O 3aKJII0YEHUHU Opaka (IIpU HAJIM4YKH);

KOIHSI CBUETENIHCTBA O POXKICHUU JeTeH (TpU HATUYHH);

KOIIMM JJOKYMEHTOB 00 00pa3oBaHuy;

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

KOIIUU JIOKYMEHTOB O HarpaKJAeHUH (IIpU HAJIUUUN);

XapaKTepUCTUKH, PEKOMEHIaTeNIbHbIE MMCbMA (ITPU HAJIMYHN);

IIPUKa3 O IpuemMe Ha padoTy;

IIPUKa3 O MEepPeBOJIe Ha MHYIO TOJKHOCTD (IPU HAJIMYUN);

JOJDKHOCTHAs! MHCTPYKLHMSA (JOJKHOCTHBIE MHCTPYKIMM C MOMEHTAa Ha3HA4yeHMsI Ha Bce
JOJKHOCTH ),

TPYJAOBOH [JOroBop (C MOCHENYIOIIMM BKJIIOYEHUEM JIONOJHUTENBHBIX COTJIAIIEHUN K
TPYAOBOMY JIOTOBODY);

TPYAOBYIO KHHXKKY;

MEIULUHCKYIO KHUXKKY.

s pabomuukos:

3asBJICHME O ITpUeMe Ha paboTy;

3asBJICHUE O COTJIACUU Ha 00pabOTKy MEePCOHATBHBIX JAHHBIX MEJarora;

CIIpaBKa O HAIWYUH (OTCYTCTBHHU) CYIUMOCTH U (MJH) (akTa YyroJOBHOTO MPECIICIOBaHMS,
BBIJIAHHOTO COOTBETCTBYIOILIUM OPIaHOM MPaBONOPSAKA,

aBTOOHOrpadus;

KOIUS acopTa UM UHOTO IOKYMEHTA, YI0CTOBEPSIOIIETO JINYHOCTS;

KOIIMSI CTPaXxOBOTO CBUJIETEIHCTBA IEHCHOHHOTO CTPAXOBaHUS;

KOIUS UACHTU(DUKAIIMOHHOTO HOMEpPa HAJIOTOILIATENbIINKA;

KOIMs JOKYMEHTa BOMHCKOTO y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIUSI CBUJETENBCTBA O 3aKJIFOUEHUH Opaka (Ipy HAIUYUK);

KOIIMSI CBUJIETEIbCTBA O POXKJICHUM JieTel (MIpH HAINYHHN);

KOIIMH JIOKYMEHTOB 00 00pa30oBaHUY;

KOIIMH JJOKYMEHTOB O HarpaxJeHuH (Ipy HAJIMYUK);

XapaKTePUCTHKH, PEKOMEHIaTeIbHbIC TTHChMA (ITPH HATWYIHH );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O NMepPeBO/ie Ha UHYIO JOHKHOCTH (TPU HAJIMYHH);

JOJDKHOCTHAsT MHCTPYKLUS (JOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTAa Ha3HAuYeHUs Ha BCe
JOJKHOCTH ),

TPYAOBOM JOTOBOp (C TMOCIEAYIONIMM BKJIIOUYEHHEM JOMOJHHUTENbHBIX COIJIAIIEHUN K
TPYZIOBOMY JIOTOBODY);

TPYAOBYIO KHIXKKY;

MEIUIIUHCKYIO0 KHUXKKY.

Pabomooamenv opopmnsiem:



* TPYIOBOH JOrOBOP B JIBYX K3EMIUIIpAX;

* TpHKa3 0 IpHeMe Ha paboTy (0 mepeMenieHur Ha APYTHUE TOJDKHOCTH);

s uuHyIo KapTouky Ne T-2;

*  JOJDKHOCTHYIO MHCTPYKIIMIO B IBYX 9K3EMILISIpaXx.

Pabomooamenv 3naxomum:

* ¢ HOPMAaTUBHO-TIPABOBBIMH JIOKyMEHTaMHU HIKOJIBI (YcTaBoM, KOJIJIEKTUBHBIM 10rOBOPOM,
[IpaBmiiamMu TpyAOBOTO paclopsaka U Ap. JIOKAIbHBIMU aKTaMH);

*  C JOJDKHOCTHOW MHCTPYKLIMEH;

* TPOBOIUT BBOJHBIA HMHCTPYKT@X, WHCTPYKTX II0 OXpaHE TPyAd, HMHCTPYKTaX II0
MIPOTUBOMNOXKAPHOI 06€30MaCHOCTH.

2.4. llepBuuyHoe o(hopMIIEHHE TUIHOTO JIeJIa MPETyCMaTPHUBALT:

* PUCBOCHHE JUYHOMY JIeJy HOMEpPA COTJIACHO >KypHANy ydeTa JIMYHBIX A€l (MPUIOKEHHE
Ne 1);

* MpOCTaBJICHHE Ha OOJIOKKE JMYHOTO Jena (mpuioxeHue Ne 2) clieqyromux peKBU3UTOB:
UHICKC Jena (B COOTBETCTBMM C HOMEHKJIATYpOH Jen  o0meo0pa3oBaTenbHOM
OpraHM3aliiy; IIOJIHOE HaMMEHOBaHUE O0IIe00pa30BaTEIbHON OpraHu3aluy; HOMEp
JUYHOTO Aena; GaMuins UMsi OTYECTBO pabOTHHKA B MMEHUTEIFHOM TIaJIeKe; NaThl — IO
Hayala ¥ roJl OKOHYaHUS BEJICHUS JIe)1a; KOJIHMUECTBO JTUCTOB; CPOK XPaHECHHUS,

* IIOMEIIEHHWE JOKYMEHTOB, MOJJIeKAIIUX XPAHEHUI0 B COCTAaBE€ JMUYHBIX J€J, B
XPOHOJIOTUYECKOM MOPSIKE:

BHYTPEHHSIS ONMCh JOKYMEHTOB Jiena (mpuiioxkenue Ne 3);

JUYHBIN JIMCTOK MO y4YeTy KaapoB (mpuiosxxeHus Ne 6);

3asiBJIEHUE O IIpUEME Ha paldoTy;

MIPHUKa3 O puemMe Ha padoTy;

TPYyZIOBOM AOTOBOP;

JIOTOBOP O TOJHOW MaTepUaabHOM OTBETCTBEHHOCTH (€Ciu pabOTHHUK —
MaTepUaIbHO OTBETCTBEHHOE JIULIO);

XapaKTePUCTHKHU U PEKOMEHIaTeIbHbIE MIChMA,

corjacue Ha o0pabOTKy MEePCOHAIbHBIX TaHHBIX.

2.5. JIucThl JOKYMEHTOB, TOMEUICHHBIX B JINYHOE JIEJI0, TIOJUIeKAT HyMEepaluy.

2.6. C menpio obecrieyeHusT Ha UIeKAIe COXPaHHOCTH JIMYHOTO JeJia MEAaroroB ¥ COTPYTHUKOB
001eo0pa3oBaTeIbHOM OpraHu3anu M ynoOcTBa B OOpallleHWH ¢ HUM Npu (OpMHUPOBaHUH
JOKYMEHTBl TMOMEIIAI0TCS B OTAENbHYI0 manky. [Ipu yBoibHEeHUM pabOTHUKA MPOIIMBAIOTCS
HUTKaMHM U CJIAIOTCS B apXUB.

2.7. BHyTpeHHss OMCh JOKYMEHTOB, UMEIOUINXCS B IUYHOM JIeNIe, T0JKHA COiepKaTh CBEIACHUS
O TOpPS/IKOBBIX HOMEpaxX, HAMMEHOBAaHUAX JOKYMEHTOB [iefla, KOJMYECTBE JIMCTOB, JaTax
BKJIIOUEHUSI JJOKYMEHTOB B JINYHOE JEJI0 U U3BATUS U3 JIeNa, a TAKXKE KEM M3BAT TOKYMEHT U IO
KaKoH IIpUYMHE.

2.8. BHyTpeHHsIsI ONUCH COCTAaBISIETCSl HAa OTJEIBHOM JIUCTE MO yCTAaHOBJIEHHOH (opme. JIHcTb
BHYTPEHHEHN OINCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpu moAroToBKe JIMYHBIX JI€] K Nepe/laye Ha XpaHEHWE K BHYTPEHHEW OMUCH COCTaBIISETCS
UTOTOBasi 3aIUCh, B KOTOPOH yKa3bIBaeTCs MU(PpPaMU U MPONUCHI0 KOJIMYECTBO BKJIFOUCHHBIX B HEe
JIOKYMEHTOB M KOJIMYECTBO JINCTOB JiejIa.

YVV VVVVVY

3. HOPHZIOK BeaACcHUA JIMYHBIX aeJa negaroron n COTPYAHUKOB opranmsanuu,
OCYHIeCTBJISAIOIIEH 00pa30BaTEIbHYIO AeITeIbHOCTh

3.1. JluuHoe neno memaroroB M COTPYAHUKOB 00IIE00pa30oBaTEIHbHOW OpraHU3aIldu BEICTCS B
TEYEHHE BCEro Mepuoia paldoThl KaXKIOro TMexarora M COTPyIHUKA B 00meoOpa3zoBaTeNbHOMN
OpraHu3aIyH.

3.2. JlanpHeliliee BeACHHE JIMYHOTO Jelia TEeIaroroB W COTPYAHHKOB 0011e00pa3zoBaTenbHOMN
OpraHM3aly MpelycMaTpUBaeT MOMEIIEHUE B €0 JOKYMEHTOB, 0Opasylouiuxcs B Ipoliecce
pabodeii IesSTENBHOCTH U UMEIOLIUX 3HAYEHUE JIJISl TPYIOBBIX OTHOIICHUH:



*  JIOTIOJIHEHHUE K JJMYHOMY JIUCTKY MO y4eTy KaJpOB;
*  JIOTIOJIHUTENBHBIC COTJIAIICHUS K TPYJJOBOMY JJOTOBOPY;
* KOIMWH TPUKA30B IO JIMYHOMY COCTaBYy, KOTOPbIC KAacalTCs IEJaroroB M COTPYAHUKOB
001e00pa3oBaTeIbHON OpraHU3alny;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIearore W COTPYAHHKE 00meo0pa3oBaTebHON
OpraHH3aLH;
*  KOIIMH JJOKYMEHTOB O MOBBIIICHUN KBAIU(HKALINY;
*  KOIIMM CepTH(UKATOB, IPAMOT;
* JIUCT — 3aBEpUTEIIb Jiena (COCTABIISIOT MPH CAa4ye JIMYHOTO JIejia B apXUB);
*  HHBIC JOKYMCHTHI.
3.3. B memsax oOecriedeHusi KOHTPOJS 32 COXPAHHOCTBIO W aKTYaIbHOCTBIO JIMYHBIX JIEJ B
001eo0pa3oBaTeIbHON OpraHU3aluy eXeroJHo (He mo3aHee | kBapTana roja, cieayroIIero 3a
OTYETHBIM) MIPOU3BOJIUTCS MIPOBEPKA UX HAJTHYHS U COCTOSHUSL.
3.4. ExeroqHyro MpOBEPKY COCTOSHMS JMYHBIX /€T Ha MPEAMET COXPAHHOCTH BKIIOUCHHBIX B
HEero JIOKYMEHTOB IPOBOJHT CIEIMAIBHO cO3/aHHas KomuccHs. O IMPOBEICHHBIX IPOBEPKax
Jie7aeTCcsl OTMETKA B JIUCTE O PE3yNbTaTax €XKETOAHOM MPOBEPKU COCTOSHUS M HAJMYUS JIMYHOTO
nena (npunoxenue Ne 5) u cocrapisieTcs akT. Pe3yapTaTsl IPOBEPKU JTUYHBIX €1 B 00513aTEIbHOM
MOPSIZIKE TOBOASATCS IO IMPEKTOpa 00I1e00pa3oBaTeIbHON OpraHu3alyy.

4. Tlopsaaok y4éra M XpaHeHHs JHYHBIX JieJl MeJaroroB M COTPYAHHKOB OpPraHU3aluu,
ocyulecTBJsIONIEH 00pa30BaTeIbHYIO 1eATeJbHOCTD.

4.1. XpaHeHue M y4eT JUYHBIX JIeJ TMEeJaroroB U COTPYAHUKOB OPTraHU3aIl|K, OCYIIECTBIISIONICH
00pa30BaTeNbHYI0 JIEATEIHHOCTh, OPTAHU3YIOTCS C IENIbI0 OBICTPOrO M 0€30IIMO0YHOrO TOUCKa
JUYHBIX JeN, OOCECIICYCHHUS WX COXPAHHOCTH, a TaKXke OO0ecredeHus KOH(MUICHIIMAILHOCTH
CBCI{@HI/Iﬁ, CoACPpIKAIINXCA B JOKYMCHTAaX JIMYHBIX JCJI, OT HCCAHKIUMOHUPOBAHHOT'O JOCTYyIIA.

4.2. JlnuHble ena COTPYAHUKOB XpaHATCs B cerie 0011eo0pa3oBaTesIbHOM OpraHU3aIiH.

4.3. TpynoBble M MEAUIIMHCKNE KHIKKH XPaHITCSA OTIEIBHO B cede.

4.4. JlocTyn K JUYHBIM JiejlaM TIeIaroroB M COTPYAHHMKOB 0O0IIe00pa3oBaTeIbHON OpraHu3aluu
UMEIOT TOJBKO CEKpeTaphb, CIEHUAIUCT IO KaapaM, IHPEKTOp 00meoOpa3oBaTenbHOM
OpraHu3alu JMOO 3aMeCTHTENM JAUPEKTOpa IpPU HUCIHOJIHEHUH OO0S3aHHOCTEH AMpeKTOpa
o011eo0pa3oBaTeabHON OpraHU3aIiy.

4.5. Cucrematuzallus JHUYHBIX JIe1 TIEaroroB W COTPYAHUKOB 001eoOpa3zoBaTeNbHOMN
opranm3anv MMpoOru3BOJUTCA B aﬂ(l)aBI/ITHOM opAaKeE.

4.6. JluuHble nena MeaaroroB W COTPYAHUKOB OO0IIE0Opa30BaTENbHON OpraHU3aIlUd, UMEIOIINX
roCyaapCTBCHHBIC 3BaHH, IPEMUHN, HArpaabl, YUCHBIC CTCIICHU W 3BaHHS, XPAHATCA IMOCTOSAHHO, a
OCTQJIHBIX COTPYJIHUKOB — 75 JIET ¢ Toa yBOJbHEHUsI pabOTHHUKA (B cooTBeTcTBUU C [lepeunem
TUIIOBBIX YIIPABIEHYECKUX IOKYMEHTOB).

5. Ilops10K BhIIaYM JIUYHBIX /1eJ1 BO BpeMEHHOe M0JIb30BaHue

5.1. Bblgaua auuHBIX Jen (OTIENBHBIX JIOKYMEHTOB B COCTaBe JIMYHOIO Jejia) BO BPEMEHHOE
M0JIb30BAaHHUE TPOU3BOJUTCS C Pa3pelIeHUs] TUPEKTOpa 00I1eo0pa3oBaTeIbHON OpPraHU3alUK MO
3asBJICHUIO COTPYIHHMKA OpraHU3alliu, OCYIIECTBISIONEH 00pa30BaTeIbHYIO IEATEIbHOCTb.

5.2. Pabora (o3HaKOMJIEHHWE) C JIMYHBIMU JIeJJaMH  MEJaroroB U  COTPYIHUKOB
00111e00pa30BaTeIbHOM OpraHU3aluy MPOU3BOIUTCA B MPHUEMHOM Tupekropa. B xoHue pabouero
AHA CCKPETapbh WM CICHUAIHMCT II0 KaJapaM 00s3aHa Y6e)II/ITI)C$[ B TOM, 4YTO BCC JIMYHBIC ACJIa,
BbIIaHHBIE BO BPEMEHHOE II0JIb30BAaHHE, BO3BpAllleHbl HAa MECTO XpaHEHHs M €cThb JIH
HeO6XOHI/IMOCTB JJIL IIPUHATHUSA MEP K UX BO3BPAIICHHUIO UJIU PO3BICKY.

5.3. @akT BbIIa4YM JUYHOTO Jiea (PUKCUPYETCS B KOHTPOJIBHOM >KypHAJIE.

5.4. V3psATHE OTAETBHBIX JOKYMEHTOB M3 JIMYHOTO Jieia TIPOU3BOJMUTCS C Pa3pelICHHs TUPEKTOpa
o01meo0pa3oBaTesIbHOM OpraHu3aluu ¢ Oo(GOpMIIEHMEM COOTBETCTBYIOLIEH 3amucu B Tpade
«[Ipumeuanue» BHyTpeHHeH onucH. [Ipn BpeMEHHOM H3BATHH TOKYMEHTa Ha €ro MecTO (MEXIy
JUCTaMU COCETHHX JOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-3aMECTUTENb C YyKa3aHHEM JaThl U



MNPUYUH U3BATHUA C IOANMCHIO JIMIA, BBIAABIICTO JOKYMCHT, U MOANUCHIO JIMA, IMTOJTYYHUBIICTO €TO
BO BPEMCHHOC ITIOJIb30BAHUC.

6. OdopmuileHne JJUYHBIX JeJ1 Nepe] cavyeid B apXuB
6.1. Odopmienne JTUYHBIX A€ AJs Mepelayd B apXUB MPOU3BOJUTCS CHEIHMATIMCTOM IO KaJapam
o011ieo0pa3oBaTeIbHON OpraHu3alii. JTa MpoLeaypa BKIIOYAET:

* IOALIMBKY (NIEpEIUIET) 1ENa;

* YTOYHEHHE HyMepalluu JIUCTOB JIeNa;

*  cocCTaBlIeHUE JucTa-3aBepurens (mpuioxenue Ne §);

* cocTaBlieHUE (YTOUYHEHHUE) BHYTPEHHEH OIUCH;

* BHECCHHE YTOYHEHUH B PEKBU3HTHI JUIIEBOH OOJIOKKH Jiena.

6.2. Jlucr-3aBepuTenb Jena JOJDKEH TMOAMNHCATh €ro COCTaBUTENb, MPU 3TOM JIelaeTcs
pacmudpoBKa IODKHOCTH W TOMNKMCH, MPOCTaBIsSeTca JaTa. B mporecce HCHOIB30BaHUS
apXUBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTENE JIEIAl0TCsl COOTBETCTBYIOUIME OTMETKU. Ecimu nmerno
MOJIIATO O€3 JMCTa-3aBEPUTENS], TO €ro CIEAYST HAKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOXKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMUHBIX JIEJT PEKOMEHTyeTCS:

* 00beqUHATH UHIUBUIYyaTbHBIC JIMYHBIC JIeJa YBOJIEHHBIX COTPYAHHUKOB B OJIHY OOJIOXKKY
(0OBeIMHEHHOE JIETI0) C TAaKUM pPacdeToM, 4ToObl 00beM jerna (Toma) He mpeBbiman 250
JTUCTOB (ITyTE€M CIIMBKU MAaTEpPUAIOB UHAUBUAYAIBHBIX JIEJ MO T0JIaM YBOJIbHEHHS);

* pacrmojiaraTh MaTepualibl WHAMBHIYaIbHBIX J€J B Ipeienax jaeia (Toma) B anpaBUTHOM
nopsnake (modamMuibHO), OTAENAS MaTepPHalbl, OTHOCSIINECS K PA3HBIM MHIWBUIyaTbHBIM
JefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHHeM Ha HeM (paMWiInHM, UMEHH M OTYeCTBa
COOTBETCTBYIOIIETO YBOJIGHHOTO Iiefarora M COTPYAHHKA 0OIIeo0pa3oBaTeIbHOM
OpraHu3aIuy,

* cHa0XaThb KaxJ0e O0bEeIWHEHHOE JeJ0 (TOM) BHYTPEHHEW OMUCBHIO C IMEPEUUCICHHEM
dbamunuii, UIMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUI], B TNpeAesiax KOTOPBIX
PacmoJI0KEHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. [lepenada TMYHBIX A€ B apXUB OCYIIECTBIIIETCS HE TO3THEE TPEX JIET IMOCIIE 3aBEPIICHUS UX
B JIEJIONPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. [IpenBapuTtenbHO cekperapeM, CrenualucToM
Mo KaJpaM TIPOBEpSETCS TIOJHOTa W TPABHIBHOCTH TOJTOTOBKM JIMUHBIX JEl K Iepesade.
BrlsiBiIeHHBIE TPU NPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpeTapeM, CHEIMAIMCTOM IO KaJpam.
[lepenaua u mpreM MPOU3BOIATCS MO OTHCH C MTPOCTAHOBKOW OTMETOK O HAJTHMYUH JIMYHBIX JIEI.
6.5. JInuHble nena nefaroroB U COTPYAHUKOB 001e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbIE
nemonpousoacTBoM 10 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 roma — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0uieoopa3oBaTenbHON OpraHU3alMi UMEIOT
MTOCTOSTHHBINM CPOK XPaHEHUSI.

7. OTBETCTBEHHOCThH
7.1. Tlemaroru W COTPYAHUKH OOIIE00Pa30BATENBFHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MIPEJICTaBIIATh CEKPETAPIO WU CICIIHATUCTY 0 KaJpaM CBeJIeHUsI 00 N3MEHEHUHN B IMIEPCOHATBHBIX
MaHHBIX, BKIIOYEHHBIX B COCTaB JIMYHOIO J€ea.
7.2. Paboromarens o0ecIieqYnBact:
* COXpPaHHOCTh JIMYHBIX JIeN TMEeJaroroB M COTPYIJHUKOB  00IIeoOpa3oBaTebHOMN
OpraHH3allVH;
* KOH(UIEHIIMAIBHOCTh CBEACHUI, COAEPKAIIMXCS B JHUYHBIX JeJaX T[eJaroroB M
COTPYIOHUKOB.

8. [IpaBa pa6oTroaaresisi U padOTHUKA

8.1. Jns oOecriedeHUs 3alIMTHl NMEPCOHAIBHBIX JAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX JAEiax
MearoroB M COTPYIHHKOB 0O0I1e00pa30BaTeIbHOW OpraHU3alliK, MEeJarord W COTPYAHUKH
00111e00pa30BaTEIbHON OpraHn3allui UMEIOT MPaBoO:



*  TOJYYUTh MOJHYIO WH(POPMALMIO O CBOMX IEPCOHAJBHBIX MAHHBIX U 00pabOTKE 3TUX
JaHHBIX;

*  TOJYYHUTb CBOOOJHBIN JOCTYN K CBOMM IEPCOHATIBHBIM JIaHHBIM;

*  TOJYYHTh KOIHUH JOKYMEHTOB, XPaHSIIUECS B IUIHOM JIEJIe ¥ COACPIKAIINE TEPCOHATbHBIE
JIaHHBIE.

*  TpeOOBaTh UCKIIOYCHHUS WIIM HCIIPABIICHHSI HEBEPHBIX M HETIOJIHBIX ITEPCOHATIBHBIX JJAHHBIX.

8.2. PaboTonarens uMeeT mpaso:

* 0o0pabaTbIBaTh MEepPCOHAIBLHBIC JaHHBIC MEaroroB U COTPYIHHKOB 00IIE00pa3oBaTEILHON
OpraHu3aIMH, B TOM YHCIIE ¥ HA JIEKTPOHHBIX HOCUTEISX;

* 3alpOCUTh OT TMEJaroroB M COTPYJHHKOB 0OIIC0Opa30oBaTENbHON OpraHU3aluu BCIO
HeoOXoMuMYy0 WH(MOPMALUIO JUIS BEIACHHS JHYHBIX JIed U O0paOOTKH MEepCOHATBHBIX
JTaHHBIX.

9. 3ak/II04uTe/IbHBIEC 10JI0KEHUS

9.1. Hacrosimee [lonoskenue o mopsjike BEACHUS JTUYHBIX /1€ PAOOTHUKOB SIBJISETCS JIOKAJILHBIM
HOpPMAaTHUBHBIM aKTOM, IpUHUMaeTcsa Ha IlenarornueckoM coBeTe IIKOJIBI U yTBepxKaaeTcs (Jau0o
BBOJIUTCS B JICHCTBHE) MPUKA30M JTUPEKTOPA OpPTaHU3aINK, OCYIIECTBIIIONIEH 00pa30BaTEIbHYIO
NEATEIBHOCTD.

9.2. Bce um3MeHeHHs W JIONOJHEHMs, BHOCHUMBIE B Hactosimee [lomoskenue, odopmisitorcs B
IUCBbMEHHOW (opMe B COOTBETCTBUM JAEHCTBYIOLIMM 3aKOHOJAATENLCTBOM Poccuiickoil
denepanuu.

9.3. IlonoxeHue O MOpPsAKE BEIACHUS JIMYHBIX e paOOTHUKOB 0Opa30BaTENIbHOM OpraHu3aluu
IIPUHUMAETCA Ha HEONpeaeNeHHbI Ccpok. M3meHnenunsa wu jononHeHus K [lonmoxenuro
IIPUHUMAIOTCS B OpsijiKe, IpeaycMoTpeHHoM 11.9.1. Hacrosero [lonoxxeHus.

9.4. Tlocne npunstus Ilonoxenus (WIM W3MEHEHWH W JIOTIOJIHEHWH OTHENBHBIX ITYHKTOB H
pa3zenoB) B HOBOW peJaKLUK MpeIblIylias pelakliis aBTOMaTUYECKH yTpauuBaeT CUILY.



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 HOMEp HHE
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




Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

O0J107KKa JIMYHOTO Jeia

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

JIMYHOE JEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTta Hayama

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
Donx Ne
Onuchk Ne

Jemo Ne

(3aroyioBOK Jiena)



Ipunoxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

JIMYHBIX OCJT pa6OTHI/IKOB

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

(umpamMu ¥ IPOIHCHIO)

KonnyecTBo IMCTOB BHYTpEHHEN OIIMCH

(uudpamu 1 MPOIHCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuce)

« » 202 roma




©.1.0.

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

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakoMIIEHUS Tiearora
Y COTPYAHHUKA C TUYHBIM
JIEJIOM

Iloanuce nienarora u
COTpYIIHUKA

OTMeTKH, TpUMeYaHus,
3aMeYaHUs




[Tpunoxxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

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

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[aTta npoBepku

d.N.0. unenosn
KOMHCCUU

Iloxnucu yieHoB
KOMUCCHUU

Pesynprar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OCJT pa6OTHI/IKOB

JIMYHBIN JJUCTOK 10 YYeTy KaJApPOB

Nmsa

OT4ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. Mecto poxacHUs

5. I'paxnancTBO

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

6. O6pazoBanue

HasBanue
yueOHOro
3aBEJICHHS U €TO

MECTOHAXOXACHUC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYIUICHUS

Ton
OKOHYaHUS
WU yXo0/1a

Ecim ne
OKOHYMJI, TO
C KaKoro
Kypca yIien

Kakyro
CIELUAIBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
y4eOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YIOCTOBEPEHHS

7. KakuM# HHOCTPAHHBIMU S3bIKAMH BJIAJEETE

8. YueHas CTeneHb, yueHOE 3BaHUE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U MePEeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHATHCS, BIIAJICETE CBOOOTHO)




10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM [eATENBHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPEIHHX CIEeNUATbHBIX YY€OHBIX 3aBEICHUSX, BOCHHYIO CIIY0y U paboTy 10 COBMECTUTEIILCTBY)

Mecsu u rox JIOJKHOCTB C YKa3aHUEM YUpeXKIeHUS,

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

MecToHaxX0XKICHHE
YUpEKICHUS,
OpraHu3aluy,
PEATPUITHS

11. IlpeOniBanue 3a rpanulieii (padora, ciy:keOHass KOMaHIUPOBKA, MTOE3/IKa C JIeeraiuei)

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

Korz[a 1 K€M HarpaxJicH

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 H3BEIIAaTh 000 BCEX M3MEHEHUSX JaHHBIX, BKIIOYCHHBIX B JTMYHBIHA

JMCTOK 10 y4eTy KaJpoB.

« » 202  rona




AHKETA

[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxneHus

1. I'paxkmaHcTBO (€CIM M3MEHSUIH, TO YKaXUTE,
KOTJIa ¥ 10 KaKOW MpUYnHE)

2. OOpa3zoBaHme, y4yeHas CTENEHb (Korma |
Kakue ydeOHbIC 3aBEJCHHsSI OKOHYWIIM, HOMEpa
autuioMoB). CHeUMaibHOCTh M KBATH(DHUKAIISL
10 JIUIIIIOMY

3. KakumMu HHOCTpaHHBIMH SI3bIKAMH U SI3bIKAMH
HaponoB Poccuiickoit denepanuu BiajaceTe U B
KaKkoW  cremeHW  (UMTaeTe U MOXKETe
0O0BSCHSTHCS, BIaJeeTe CBOOOIHO)

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

110 COBMeCTI/ITeHBCTBY)

Mecsu u rox JIOJDKHOCTB € yKa3aHHEM Y4pPEKICHUS,

MOCTYIIJICHHU A yxona OopraHusanuu, InpeAIrpuATHA, a TAKKC

MUHUCTEPCTBA (BEIOMCTBA)

MecToHaxX0XIECHHE
YUpeXKICHUS,
OpraHu3aIu,
MPEATPUITHUS

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

CrencHb damMuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomanauii agpec u HoMep TenaeoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSIOIINI

(HOMeD, cepusl, KeM M KOT/ia BBIIaH)

8. JlonmomHUTENbHbIE CBEJIEHUS, KOTOphIE BhI jkemaere cooOmuTh o cede

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

« » 202  ronma

(IOMMKHOCTB OTBETCTBEHHOT'O 32 KaJIPOBBIN y4eT)

(moamucs)

(pacumpoBKa IOIITUCH)




Ipunoxenne Ne8
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T paOOTHHKOB

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 OMUCH JINCTOB
OcobeHHOCTH (PU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopMHUpOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacumppoBKa MOAIKUCH)

« » 202  ronma
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