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1. O01mue MoJI0KeHU

1.1. Hacrosimee IlonmoxkeHne o mOpsake BeNEHUS JHYHBIX el pabOTHUKOB OpraHHU3alluy,
OCYILECTBISIONIEH  00pa30BaTENbHYIO0  JI€ATEIbHOCTh, pa3paboTaHO B  COOTBETCTBUU  C
®enepanbabiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit deneparuny»
B pemakiuu oT 1 centsops 2020 roma, DenepanbHbiM 3akoHOM OoT 27.07.2006 Ne 152 «O
MEePCOHANIBHBIX MaHHBIX» B pemakiuu ot 24 amnpens 2020 roma, Ilpuxazom denepanbHOro
apxuBHOTO areHTcTBa OoT 23 nekadbps 2009 roma N 76 «OO0 yrBep)aeHHM MeETOAMYECKUX
peKoMeHIaluuid Mo pa3paboTKe MHCTPYKIUH IO JEJIONPOM3BOJACTBY B (elepalbHbIX OpraHax
UCTIOJHUTENBbHOM BracTu», YkasoM IIpesunmenta ot 30.05.2005 Ne 609 «OO6 yrBepx)aeHUU
[TonoxxeHus 0 mepcOHANBHBIX JaHHBIX TOCYJAPCTBEHHOTO ciyxaiiero Poccuiickoit denepannu u
BEJICHUU €ro JuYHOoro jena» B penakuuu ot 23 wutona 2019 roma, TpymosiMm Kopexcom
Poccuiickoit ®enepanyu, KomiekTUBHBIM JOTOBOPOM, Y CTaBOM OPraHU3alluu, OCYIIECTBIISAIONMICH
00pa3oBaTEeNbHYIO ACSITEIBHOCTD.

Jannoe IlonoxxeHue omnpenensieT MOPSIOK BEACHUA JMYHBIX JeN IEJaroroB M MHBIX
COTPYTHUKOB U paOOTHUKOB MIKOJIBI, OMpEesieT MOpsAAoK (OpMUPOBaHUS, YyUeTa U XpPaHEHUS,
BbIJIaYM JINYHBIX JIeJT BO BPEMEHHOE IM0JIb30BaHKE, a TAaK)Ke OTBETCTBEHHOCTh, IPaBa paOOTHUKOB U
TUpPEKTOpa 00pa3oBaTEIbHON OpraHU3aIlHH.

1.3. Hacrosimiee IlomoskeHne yTBep)KIaeTCsi MPUKA30M TI0 IIKOJIE U SBIAECTCS 00S3aTCIbHBIM JIs
BCEX KAaTeropHil Megarorunyeckux U Jpyrux COTPYIHUKOB IIKOJIBI.

1.4. Benenue NUYHBIX J1€1 MEJAroroB M COTPYAHHMKOB IIKOJIBI BO3JIaraeTcs Ha CIELHAIUCTA IO
KaJ[paM OpraHU3alliH, OCYIIECTBISIONICH 00pa30BaTENbHYIO ACITEIEHOCTD.

1.5. JIuuHnoe nenmo — OCHOBHOM JTOKYMEHT NEPCOHAIBLHOTO yueTa, COASPKaIui HanboJiee TOJIHbIE
CBelleHUs 0 pabOTHUKE 00pa30BaTEIbHON OpraHU3alMy U ero TPYIOBOH AedTenbHOCTH. B nnyHoe
JIeJI0 BHOCATCS CBECHMSI, CBSI3aHHBIE C MOCTYIIJIEHUEM Ha pabOTy U YBOJIbHEHHEM.

1.6. CBeneHnusi, copeprkaliuecss B JMYHOM Jielie, OTHOCATCS K KOH(HUIECHIIMAILHONH MHPOpMAaLUH,
MMEIOT OTPAaHMYEHHBIN JOCTYII U pa3ralleHuIo He MOAJIeKaT.

1.7. JInuHOeE /€710 BeeTCs B TE€YEHUE BCETO Mepuoia paboTsl pabOTHHKA.

1.8. Benenne HECKOMBKHX JIMYHBIX JCJ OJHOTO paOOTHHMKA O0pa3oBaTEIbHON OpraHM3aIlid HE
JIOITYCKAETCsL.

2. llopsinok popMupOBaHHUS JIMYHBIX €]l COTPYIHUKOB



2.1.

@opMUPOBAaHHE JMYHOTO Ji€JIa IIE€JaroroB |

COTPYIHHUKOB 00I1e00pa3oBaTeIbHOM

OpraHM3ali IPOU3BOJUTCS HEMOCPEJACTBEHHO TIOCIEe TIpHeMa B  0O0Ieo0pa3oBaTeIbHYIO
OpraHM3aIi0 WU T[epeBoJla IMEJaroroB M COTPYAHUKOB U3 JApPYyroi oOpa3oBaTelbHOMI
OpraHH3allHH.
2.2. B cooTBeTCTBUM C HOPMATHBHBIMU JOKYMEHTAMU B JTUYHBIE JIeJa MEJaroroB U COTPYIHUKOB
OpraHM3aIfK, OCYIIECTBIAIONICH 00pa30BaTeIbHYIO JIEATEIBHOCTh, BKIIABIBAIOTCS CIICIYIOIIHE
JOKYMEHTBI:

s nedazoeos:

3asiBJICHUE O MpUeMe Ha paboTy;

3asiBJICHUE O COrjacuu Ha 00pabOTKy MepCOHAIbHBIX IaHHBIX T€/1arora;

CIpaBKa O HATMYUH (OTCYTCTBHH) CYIUMOCTH U (MJK) (haKkTa yroJOBHOTO MpPECIeI0BAHUS,

BBIJJAHHOTO COOTBETCTBYIOIINM OPTaHOM IMPABOIOPSJIKA;
aBTOOHMOTpadus;

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

KOIHS MICHTU(PUKAIIMOHHOTO HOMEPA HAJIOTOTIIATEbIINKA;

KOMUs JOKYMEHTa BOMHCKOTO y4eTa (IUIsi BOGHHOOOS3aHHBIX );

KOIHSI CBUCTEIIBCTBA O 3aKIIOUEHUN Opaka (Tpy HaJTU4KH);

KOIUSI CBUAETENIBCTBA O POKICHUU JeTeH (MpU HATUYHH);

KOIUH JIOKYMEHTOB 00 00pa30BaHUU;

KOIUU JJOKYMEHTOB O KBaJH(PUKALMU WA HATMYUE CIICIIUATBHBIX 3HAHUH (IIPH HATUYHHN);

KOITMH aTTECTAIIMOHHBIX JTUCTOB (MPU HAJTUYHH ),

KOIIMU JTIOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUYUN);
XapaKTePUCTHKHU, pEeKOMEHIaTeIbHbIE TIChMa (ITPU HAJTUYUN);
IpUKa3 O mpueme Ha paboTy;

MpUKa3 O MepeBOic Ha HHYIO JIOJDKHOCTD (TIPY HATMYHWH);

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

JOJKHOCTH )

TPYIOBOM JOTOBOP (C MOCIEAYIOUIUM BKJIIOYEHUEM JIOMOJHUTENbHBIX COTJAIeHUH K

TPYZIOBOMY JIOTOBOPY);
TPYAOBYIO KHUKKY;
MEIUIUHCKYIO0 KHUXKKY.

s pabomuuxos:

3asBIICHHE O ITpHEeMe Ha padoTy;

3asBJICHHE O COTJIACUH Ha 00pabOTKY MEPCOHATBHBIX JaHHBIX Ie1arora;

CIpaBKa O HAJUYUH (OTCYTCTBHH) CYIUMOCTH M (W) (paKTa yroJoBHOTO MpeCaea0BaHMUS,

BBIJIAaHHOT'O COOTBETCTBYIOILIMM OPTaHOM IIPaBOIMOPSIKA;
aBroomorpadwusi;

KOIHSI IACTIOPTa WJIM MHOTO IOKYMEHTA, yOCTOBEPSIOIIETO JUYHOCTD;
KOIHUSI CTPAXxOBOI'0 CBUETENHCTBA IEHCHOHHOTO CTPaXOBaHUS;

KOMHS UICHTU(UKATMOHHOTO HOMEpa HAJIOTOIIATEIIbIIUKA;

KOIHSI TOKYMEHTa BOMHCKOTO y4eTa (11 BOEHHOOOS3aHHBIX );

KOIIHSI CBUJIETEIHCTBA O 3aKIIOYCHNUH Opaka (IIpy HaJM4uK);

KOIUS CBUETENHCTBA O POXKACHUU JeTel (IIpU HAIUYUN);

KOIHMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOITUH TOKYMEHTOB O HarpakJIeHUH (Mpy HATHYUHN);

XapaKTePUCTHKH, PEKOMEHIaTeNIbHbIE MMHCbMa (TIPU HAIUYHH);

MpHUKa3 o MpueMe Ha pabdoTy;

IIPUKA3 O NEPEBOJIE HA MHYIO JOJDKHOCTH (TpU HAJIMYHUH);

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

JIOJDKHOCTH);

BCC



* TpPyOOBOW JOTOBOp (C TOCIEAYIONIMM BKIIOUECHUEM JOMOJHHUTENBHBIX COTJANICHUNH K
TPYZIOBOMY JIOTOBOPY);

*  TPYIOBYIO KHHXKY;

*  MEIUIIMHCKYIO KHUXKKY.

Pabomooamenv oghopmasem:

* TPYIOBOH JOTOBOP B IBYX K3EMILIIpax;

* MpHKa3 o mpueMe Ha paboTy (0 MepeMenIeHUu Ha IPYTHe TOIKHOCTH);

*  JIUYHYIO KapTouky No T-2;

*  JOMKHOCTHYIO HHCTPYKIIUIO B IBYX 9K3EMIUISIpaXx.

Pabomooamenv snaxomum:

* ¢ HOPMATHUBHO-TIPABOBBIMH JTOKYMEHTaMU IIKOJBI (YcTaBoM, KOJJIEKTUBHBIM 1I0TOBOPOM,
[IpaBuiiamMu TpyAOBOTO pacropska U Ap. JJOKaJIbHBIMU aKTaMu);

*  C JIOJDKHOCTHOM MHCTPYKLMEH;

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

2.4. IlepuuHoe ohopMIICHHE JIMYHOTO JIENa MIPEAYCMAaTPHUBACT:

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

* MPOCTaBICHUE HA OOJIOKKE JTUYHOTO Jiena (mpuioxeHue Ne 2) cieqyromux peKBHU3UTOB:
WHIEKC Jema (B COOTBETCTBMM C HOMEHKJIATypod el 001meoOpa3oBaTeIbHOM
OpraHM3allfiK; T[OJHOE HANMEHOBaHHWE OO0IIe00pa3OBaTEIbHON OpraHU3allHd;, HOMEP
JUYHOTO Jefa; paMuiInsg UMsi OTYECTBO paOOTHHKA B MMEHUTEJIBHOM MaJIexke; JaThl — IO
Havasa ¥ roJl OKOHYAHUS BEACHUS JIeJIa; KOJMYECTBO JIMCTOB; CPOK XPAHEHHUS;

* T[OMEIIEHHWE JOKYMEHTOB, TMOJUIekKAIIUX XPAaHEHUI0 B COCTaBe JUYHBIX Jied, B
XPOHOJIOTHYECKOM TOPSIKE:

» BHYTPEHHSS OIMKCH JJOKYMEHTOR Jiena (rmpritoskenue Ne 3);

» JIMYHBIA JHUCTOK 10 Y4eTy KajapoB (mpuioxeHus Ne 6);

» 3asBJICHUE O TIpUEeMe Ha padoTy;

» TpHUKa3 0 IpUeMe Ha paboTy;

» TPYIOBOH JIOTOBOD;

» JIOTOBOpP O TIOJHOM MaTepuajibHOM OTBETCTBEHHOCTH (ecau pabOTHHK —

MaTepuaIbHO OTBETCTBEHHOE JIUIIO);

» XapaKTEepPUCTHKH U PEKOMEH/IATENIbHbIE MMUChMA;

» coryacue Ha 00pabOTKy MepPCOHATBHBIX JTAHHBIX.
2.5. JIucThl JOKYMEHTOB, MOMEMIEHHBIX B TMYHOE JENI0, MOJIekKAT HyMEPAIIUH.
2.6. C nenpto obecnieyeHusT HaJIekKaIIeH COXPAaHHOCTH JTUYHOTO JIejia MeIaroroB U COTPYIHUKOB
o01meo0pa3oBaTeIbHOM OpraHu3ai M ynoOcTBa B OOpalIeHWH C HUM IpuU (OPMHPOBAHUHU
JOKYMEHTBI TMOMEIAIOTCA B OTAENbHYIO0 manky. [lpu yBoabHEeHMHM pabOTHUKA MPOIIMBAIOTCS
HUTKaMU U CIAIOTCS B APXUB.
2.7. BHyTpeHHSAs ONKMCh JOKYMEHTOB, UMEIOUINXCS B IMYHOM JIeJe, JOJKHA COAepkKaTh CBEICHUS
O TOPSAIKOBBIX HOMEpax, HAaWMEHOBAHMSIX JOKYMEHTOB Jiella, KOJMYECTBE JIMCTOB, Jarax
BKJIIOUEHHUSI JOKYMEHTOB B JINYHOE JIEJI0O M U3BATHUS U3 JIeJIa, a TAaKKE KeM U3BAT JOKYMEHT U I10
KaKOHM IIPUYHHE.
2.8. BHyTpeHHSsI OMHUCh COCTABIISICTCS HA OTACIBHOM JIUCTE MO YCTAaHOBJICHHOUW (opme. JIMCTHI
BHYTPEHHEH OMUCU HyMEPYIOTCS OTAETBHO.
2.9. IIpu moaroToBKe JIMUHBIX J€ K Nepeaye 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 M COTPYAHMKOB OpPraHu3anuu,
oCyIeCTBJIs0MIel 00pa30BaTeIbHYIO /IeATEIbHOCTH



3.1. JIuuHOe Heno MenaroroB W COTPYJHHKOB 0O0IIe00pa3oBaTENbHON OpraHU3allMi BEAETCS B
TEUEHHE BCETrO TepHoJa padOoThl Ka)XJAOro Tejarora W COTPYIHHKA B 001Ie00pa3oBaTeIbHOM
OpraHH3aIlHH.
3.2. JlanpHelmee BeACHUE JMYHOTO Jiejia TEJAaroroB M COTPYIHHKOB 00IIeo0pa3oBaTeIbHON
OpraHM3aIfK MPeIyCMAaTPUBACT MOMEIICHHUE B N0 JOKYMEHTOB, OOpa3yIolIuXcs B TpoIiecce
paboueit AesTeTPHOCTH M UMEIOIINX 3HAYCHHE JIJIS1 TPYOBBIX OTHOIIICHMIA:

*  JIOTIOJHEHHE K TUYHOMY JIUCTKY IO YUYETY KaJpOB;

*  JIOTIOJTHUTEJIbHBIE COTJIAIICHUS K TPYIOBOMY JIOTOBOPY;

* KOINWU TPUKA30B MO JHUYHOMY COCTaBY, KOTOPBIC KACAIOTCSl IMEJAroroB M COTPYAHUKOB

0011e00pa3oBaTeIbHON OpraHnu3aIiy;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIelarore W COTPYAHHKE 001meo0pa3oBaTebHOM
OpraHU3aIlNH;

*  KOIUHU JOKYMEHTOB O MOBBIIICHUH KBAI(DUKAIIHH;

*  KONHUU CepTU(PHUKATOB, TPAMOT;

* JUCT — 3aBEPUTEIb Jelia (COCTABIISIOT MPHU CIa4ye JIUIHOTO JIeJia B apXUB);

*  UHBIC IOKYMEHTHI.
3.3. B memsax oOecredeHHs] KOHTPOJS 33 COXPAHHOCTHIO M AKTYalIbHOCTBIO JUYHBIX €1 B
0011e00pa3oBaTeIbHON OpraHu3aluy eXeroaHo (He mo3gHee | kBaprana roja, ciemyromero 3a
OTYETHBIM) MPOU3BOAUTCS MTPOBEPKA UX HATMYHUS U COCTOSIHHSL.
3.4. Exerognyro NMpOBEPKY COCTOSIHUSI JIMYHBIX T Ha MPEAMET COXPAHHOCTH BKJIIOYEHHBIX B
HEro JOKYMEHTOB TPOBOIUT CIICNUATBHO co3laHHash komuccus. O TPOBEACHHBIX IMPOBEPKAX
JIenaeTcsl OTMETKA B JINCTE O PE3yJIbTaTaxX €KEroJIHON MPOBEPKH COCTOSTHHS W HAJIUYHSI JIMYHOTO
nena (mpusnoxxenue Ne 5) U cocTaBsieTcs akT. Pe3ynbTaThl MPOBEPKU JTUYHBIX JENT B 00s13aTEIEHOM
MOPSIIKE AOBOJIATCS 10 TUPEKTOpa 00I1eo0pa3oBaTeIbHON OpraHUu3aIiH.

4. Tlopsinok y4éra M XpaHeHHMs JMYHBIX JeJ MeJaroroB M COTPYJIHHUKOB OPraHM3aluM,
OCYHIeCTBJISAIOIIEH 00pa30BaTebHYIO AeSITeJIbHOCTb.

4.1. XpaHeHHe W y4eT JIMYHBIX JIe]l MEeAaroroB U COTPYJHUKOB OpPraHU3allMH, OCYIIECTBIISIONMICH
00pa30BaTEeNbHYIO JIEATEIHHOCTh, OPTAHU3YIOTCS C IENBI0 OBICTPOro U 0e30IMO0YHOrO MOoUCKa
JUYHBIX JeJ, oOecredeHHs] UX COXPAaHHOCTH, a Takke obecnedeHus KOH(PUACHIHUAIbLHOCTU
CBEJICHUH, CO/IepKAIIMXCS B TOKYMEHTAaX JIMUHBIX JI€J], OT HECAaHKIIMOHUPOBAHHOTO JJOCTYIIA.

4.2. JInanble Aena COTPYIHUKOB XpaHATCs B ceripe 001meodpa3zoBaTeIbHON OpraHU3aIii.

4.3. TpynoBbie U MEIUIIMHCKHUE KHIDKKH XPAHATCS OTJEIBHO B ceilde.

4.4. JlocTyn K JUYHBIM JieJaM TeJaroroB U COTPYAHHUKOB 00IIe00pa3oBaTeIbHON OpTraHU3allud
UMEIOT TOJBKO CEKpeTaph, CICHUATNCT TO KajpaM, JTUPEKTop o001meo0pa3oBaTebHOM
opraHmzanuu Ju00 3aMecTUTeNH AUPEKTOpa NpU UCHOJHEHHH OOS3aHHOCTEH TUpeKTopa
001eo0pa3oBaTeIbHON OPraHU3aIHH.

4.5. Cucremaruzaiusi JWUYHBIX JIeJl TI€IaroroB W COTPYAHUKOB 00IIe00pa3oBaTeIbHON
OpraHHU3aIMH MPOU3BOJIUTCS B alI()aBUTHOM TMOPSIKE.

4.6. JluyHble Nena MEJaroroB M COTPYIHUKOB 0OIIe00pa3oBaTeIbHON OpraHU3aIliu, WMEIOIINX
rocyJapCTBEHHBIC 3BaHUs, IPEMUU, HATPabl, YUCHbIC CTEIICHU U 3BAHMSI, XPAHSITCS MOCTOSHHO, a
OCTaJIbHBIX COTPYAHHUKOB — 75 JeT ¢ roja yBoJbHEHHs paboTHUKA (B cOOTBETCTBUU C llepeunem
TUTIOBBIX YIIPaBICHYECKUX JOKYMEHTOB).

5. Ilopsinok BbIIAYH JIUYHBIX €1 BO BpeMeHHOe NM0JIb30BaHue

5.1. Beimada nu9HBIX e (OTAEIBHBIX JOKYMEHTOB B COCTAaBE JIMYHOTO JI€Nia) BO BPEMEHHOE
MOJIb30BaHUE MPOU3BOIUTCS C Pa3pelIeHUs AUPEKTOpa 00IIe00pa3oBaTeIbHOW OpraHU3AIUH I10
3asBIICHUIO COTPYIHHMKA OPTaHU3aINH, OCYIIECTBISIIONIEH 00pa30BaTeIbHYIO ACATEIBHOCTb.

5.2. PabGora (o3HaKOMJIEHHME) C JHUYHBIMM JIeJaMd  TEaroroB U COTPYJHHKOB
0011e00pa3oBaTeIbHON OpPTraHU3alliy MPOU3BOIUTCS B MPUEMHOM aupekTopa. B koHie padodero
THS CEeKpeTaph WU CIEIHUANINCT O KaJapaMm o0s3aHa yOeAWTbCS B TOM, YTO BCE JIMYHBIC JeTa,



BBIIAHHBIE BO BPEMEHHOE II0Jb30BAaHUE, BO3BpAIEHbl HAa MECTO XpaHEHHS M €CThb JIH
HE0OXOIUMOCTD ISl IPUHSTHS Mep K UX BO3BPALICHUIO HIIU PO3BICKY.

5.3. @aKT BbIIa4YM JTUYHOTO Jieda (UKCUPYETCS B KOHTPOJIBHOM JKypHAJIe.

5.4. U3patue OTAENbHBIX JOKYMEHTOB M3 JIMYHOTO JeJia IPOU3BOJUTCS C pa3pelieHus JTUPEKTopa
o0meo0pa3oBaTeIbHOM OpraHu3aiMu ¢ O(OPMIIEHHEM COOTBETCTBYIOLIEH 3amucu B rpade
«[Ipumeuanue» BHyTpeHHeH onucu. [Ipu BpeMEHHOM U3BSATHUH JTOKYMEHTA Ha €ro MecTO (MEXIy
JUCTAaMM COCEHUX JIOKyMEHTOB) BKJIQJBIBACTCS CIPaBKa-3aMECTUTENIb C YKa3aHHEM JaTbhl U
MPUYMH U3BATHS C TIOJIKUCHIO JIMIA, BBIIABIIEr0 JOKYMEHT, U MOAMKUCHIO JIHIA, MOTYYUBIIETO €ro
BO BPEMEHHOE I10JIb30BaHUE.

6. OdopmiieHne JMYHBIX JeJI Iepe] caaveil B apXuB
6.1. OdopmieHue JINYHBIX A€ AJs Mepefadd B apXUB MPOU3BOAUTCS CIELHUATUCTOM M0 Kajpam
00111e00pa30BaTeIbHOM OpraHu3aluy. JTa IpoLeaypa BKIIOYACT:

* TOMIUBKY (TIEperuieT) Aena;

* YTOYHEHHE HyMEepalluH JIMCTOB JIeTIa;

*  COCTaBJICHHE JUCTa-3aBeputels (mprioxeHue Ne §);

* CcOCTaBJIeHUE (YTOUHEHUE) BHYTPEHHEN OMNCH;

* BHECEHUE YTOYHEHUI B PEKBU3UTHI JHUILIEBON 0OJIOKKH J€Ta.

6.2. Jluct-3aBepuTenp Jena JOJDKEH MOJMUCATh €ro COCTaBUTENIb, IPU OTOM JIENAeTCs
paclpoBKa IOKHOCTM W MOJIHMCH, IpPOCTaBiseTcs JaTa. B mporecce MCHONb30BaHUSA
apXMBHBIX JOKYMEHTOB B JIHCTE-3aBEpUTEIIC JIENAIOTCS COOTBETCTBYIOLIME OTMETKU. Eciam nerno
HNOJIINTO O€3 JMCTa-3aBEPUTENSA, TO €ro CIEAyeT HAKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIO0XKKH
nena.

6.3. C nienpto o0ecneYeHnsl COXpPaHHOCTH JIMYHBIX JIeJT PEKOMEHTyeTCS:

* 00BEeIUHATH WHAWBUYAIbHbIC JIMYHBIC JieNla YBOJCHHBIX COTPYIHHUKOB B OJHY OOJIOXKKY
(oOBeaMHEHHOE J1E710) C TaKMM pacdyeToM, 4ToObl 00beM jena (Toma) He mpebiman 250
JUCTOB (ITyTE€M CLIMBKU MaTE€pPHaIOB UHAWBUIYAIbHBIX JIEJ [0 TOJaM YBOJIbHEHHU);

* pacrnojaraTh MaTepuallbl MHAMBHUIYaJbHBIX JA€] B Ipenenax jaena (Toma) B ai(aBUTHOM
nopsiike (moaMuIIbHO), OTAETSAS MaTepUabl, OTHOCSIIUECS K Pa3HbIM HHIMBUAYaIbHBIM
Jes1aM, YUCTBIM JINCTOM OyMaru C yKa3aHMeM Ha HeM (GaMWINM, UMEHH U OT4YecTBa
COOTBETCTBYIOLIETO YBOJEHHOTO TeJarora M COTpYIOHHMKa 0O0mieoOpa3zoBaTeabHOM
OpraHu3aluy;

* cHa0XaTh KaXa0e OObEIUHEHHOE €0 (TOM) BHYTPEHHEH ONMCHIO C MEPEYHCICHUEM
Gbamunuii, UMMEH M OTYECTB M YKa3aHHEM HOMEPOB CTpaHUI], B Hpefesax KOTOPBIX
PacroI0kKeHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenaya TUUHBIX J€7 B apXUB OCYIIECTBIISIETCS HE MO3/IHEE TPEX JIET MOCTE 3aBEPIICHUS UX
B JICJIONPOM3BOJICTBE B COOTBETCTBUH ¢ rpadukom. [IpenBapurenbHo cekperapeM, CIEHaTucToOM
[0 KajapaM IpoBepsieTcs IOJIHOTa W IPAaBUIBHOCTh IOJATOTOBKM JIMUHBIX M€l K Iepejade.
BrlsiBiieHHBIE PU NPOBEPKE HEIOCTATKH YCTPAHSAIOTCS CEKpeTapeM, CHEeIMAIMCTOM IO KaapaMm.
Ilepenaua u mpreM NPOU3BOIATCS IO OMMUCHU C IPOCTAHOBKOM OTMETOK O HAJIMYUU JINYHBIX €.
6.5. JInunble fena nearoroB U COTPYIHUKOB 00I11e00pa30BaTeIbHONW OpraHU3aluy, 3aKOHUEHHbBIC
nenonpousBoactBoM 10 1 ssHBaps 2003 roga, xpausarcs 75 net, nocie 1 saBaps 2003 roga — 50
net. JInuHble Aena IMPEeKTopa, TIaBHOro Oyxranrepa ooueoopa3oBaTeIbHON OpraHU3aii HMEIOT
MOCTOSIHHBIM CPOK XpaHEHUS.

7. OTBETCTBEHHOCTD
7.1. Tlegarorm W COTPYIHUKH 0OIIe00pa30BaTEeIbHON OpraHU3alMi O00s3aHBl CBOEBPEMEHHO
IPEACTABIATH CEKPETapIO WM CIICHHAINCTY 110 KaJpaM CBeleHHs 00 M3MEHEHHH B IEPCOHATIBHBIX
JAHHBIX, BKJIIOUYEHHBIX B COCTAaB JIMYHOTO JIeNa.
7.2. Paboromarenb 00eCIIeYnBaeT:
* COXpaHHOCTb JIMYHBIX [eJI TEeJAaroroB M COTPYJHHKOB  00mIe00pa3oBaTeNIbHON
OpraHM3aliH;



* KOH(DUIECHIMAIBHOCTh CBEACHUN, COACPKAIMIUXCS B JUYHBIX JelaxX T[eJaroroB
COTPYJIHUKOB.

8. IIpaBa paGoronaresisi u pabOoTHHKA
8.1. lns obecrnedeHus 3alIUThl MEPCOHANBHBIX JAHHBIX, KOTOPBIE XPAHITCS B JHMYHBIX Jelax
MEIaroroB M COTPYJHHKOB O00IIe00pa3oBaTeIbHOW OpraHW3aldd, NEeNarorn W COTPYIHHKH
00111e00pa30BaTeIbHOM OPraHNu3alul UMEIOT IPABO:
* TOJYyYUTh TOJHYI HH(POPMAIMIO O CBOMX NEPCOHAIBHBIX JAHHBIX U 00pabOTKE ATHUX
JTAHHBIX;
*  TOJYYHTH CBOOOIHBIN JIOCTYI K CBOMM IMEPCOHATHHBIM JTAHHBIM;
*  MOJIyYHUTh KOMUHU JOKYMEHTOB, XPAHSIIIUECS B IUTHOM JIeJIe U COJEPIKaIie TePCOHATBHBIC
JIaHHBIC.
* TpeOoOBaTh UCKIIOUCHUS WM UCIIPABICHUS HEBEPHBIX M HETIOHBIX MEPCOHAIBHBIX JTAHHBIX.
8.2. Paboronarenb numeeT npaso:
* o0pabaTbIBaTh NEepPCOHANILHBIC JaHHBIE MEaroroB U COTPYIHUKOB 00Ie00pa3oBaTeIbHON
OpTaHU3aIliK, B TOM YHCIIC ¥ Ha JJIEKTPOHHBIX HOCUTEIISX;
* 3ampoCUTh OT TIENAaroroB W COTPYAHUKOB 0O0MIe00pa30oBaTeNbHON OpraHu3aluyd  BCIO
HEOOXOAUMYI0 HWH(POPMAIMIO JJII BEIEHUSA JHMYHBIX JIed1 U 00pabOTKH MepCOHATBHBIX
JIAHHBIX.

9. 3akiI0YNTEIbHBbIE MTOJT0KEHUS

9.1. Hacrosimiee [TonoxkeHne o mopsiike BEJACHUS JIMYHBIX /1671 PAOOTHUKOB SIBJISICTCS JIOKAJIbHBIM
HOPMAaTUBHBIM aKTOM, NMpUHUMaeTcs Ha [lemarorumdeckoM coBeTe IMIKOJBI U yTBEpKIaeTcs (b0
BBOJUTCS B JIEWCTBUE) MPUKA30M JIUPEKTOpA OpPTaHU3alMM, OCYIIECTBISAIOMENH 00pa3oBaTebHYIO
NEeSATEIbHOCTD.

9.2. Bce u3MeHeHUs W JMOMOJHEHHS, BHOCHMBIE B Hacrtosmee [lomoxkeHue, ohopMIISIOTCS B
NUCHbMEHHOM (opMe B COOTBETCTBUM JACHUCTBYIOLUIMM 3aKOHOAATENbCTBOM  Poccuiickoit
denepanuu.

9.3. IlonoxeHne O MOPSAKE BEIACHUS JIMYHBIX JeNl paOOTHUKOB 00pa30BaTENbHOM OpraHU3aluu
NMPUHUMAETCS Ha HEONpeNeieHHbId Ccpok. HM3menenuss u jgononHeHus k [lomoxkeHuto
IIPUHUMAIOTCSL B IOPSIZIKE, IpeaycMOTpeHHOM 11.9.1. HacTosmero [lonoxeHus.

9.4. Tlocne mpunstus [lonoxeHuss (WM W3MEHEHWH M JIOMOJHEHHWH OTICIBHBIX IYHKTOB H
pa3zienoB) B HOBOW peAaklMK MPEIbIAYIIasi peJaKIis aBTOMAaTUYECKU YTPAuYUBAET CUITY.



JKypHan yuera muuHBIX 1€l

IIpunoxxenune Nel
K ITOJIOKEHHIO O TTOPSIKE BEICHUS

JIMYHBIX IOCIT pa6OTHI/IKOB

Ne JHata ®amunmust, | Tabens- | HomxHocts | CTpyKTyp- Hata n Hata n IIpumeua-
n/ odopmure- M, HBIN (mpodpec- HOE HOMEp HOMEp HUE
I | HUS JJMYHOTO | OTYECTBO HOMeEp cus, nojipase- MpHKasza MpHKasza
Jena nejarora u creLab- JIeHUE (pacmiopsi- (pacmiopsi-
COTpYIHHKA HOCTB) JKEHUSI) O JKEHUSI) O
nejarora u npueMe IpeKparie-
COTpYyIHHKA nejarora u HUH
coTpyaHHKa | (pacTopike-
Ha paboty HUN)
TPYZIOBOTO
JIOTOBOPA C
[elaroroM u
COTPYJHUKOM
(yBOJIBHE-
HUH)
2 3 4 5 6 7 8 9




Donm Ne

Omnuce Ne

Jlemo Ne

Wnanexc nena

O0J10KKa JIMYHOTO Jeia

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

(Ha3BaHHEe 00paA30BATEIBLHON OPTaHU3AIHH)

JIMYHOE JAEJIO Ne

Jara naygama

Jlata okoHUaHUs

Ha JINCTax
XpaHUTh JeT
Donn Ne
Omuce Ne

Jlemo Ne

(3aroJIoBOK Jena)



ITpunoxenne Ne3

K ITOJIOKCHUIO O IMMOPAAKE BEACHUA

BHYTPEHHA OITUChH
JOKYMEHTOB Jiesia Ne

JIMYHBIX IOCIT pa6OTHI/IKOB

No HNunexc Hata HasBanue Howmep [Tpumevanus
H/ II JOKYMCHTa AOKYMCHTa AOKYMCHTa JIUCTOB
nena
Uroro: JIOKYMEHTOB

(uudpamMu 1 IPOIHCHIO)

KonnuecTBo TMCTOB BHYTPEHHEN ONHCH

(uudpamu 1 MPONKCHIO)

OTBETCTBEHHBIH 3a
KaJpOBBIN Y4eT:

(MO AMHCh)
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©.1.0.

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

JomKxHOCTD

JInynoe nemno Ne

Jlata o3HaKoMIIeHHUS Tieaarora
Y COTPYAHUKA C TUIHBIM
JIEJIOM

Ilonmucek negarora u
COTpYIIHHKA

OTMeTKH, TpUMeYaHus,
3aMeYaHus




TIpunoxxenne No5

K ITOJIOKCHUIO O IMMOPAAKE BEACHUA

JIMYHBIX IOCIT pa6OTHI/IKOB

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

©.1.0.

JlomxHOCTh

JInunoe neno Ne

[ara npoBepku

d.N.0. uneHosB
KOMUCCUU

Ilonmucu 4ieHoB
KOMUCCHU

Pesynbrar nmposepku




1. ®ammnus

TIpunoxenne Ne6

K ITOJIOKCHUIO O IMMOPAAKE BEACHUA
JIMYHBIX IOCIT pa6OTHI/IKOB

JIMYHBIN JIUCTOK 10 y4eTy KaJApoB

J409¢:

OT4ecTBO

2. Ion

3. T'ox, 4nclio U MeCSI POXKIACHUS

4. Mecto poxaeHus

5. I'paxnancTBO

(cerno, nepeBHs, TOPOJ, paiioH, 00IaCTb)

6. OOpazoBaHue

Haspanune
y4eOHOT0
3aBEJICHUS U €T0

MECTOHAXO0XJICHUC

DakynbTeT
WIH
OT/EJICHUE

Ton
MOCTYTIICHUS

Ton
OKOHYAHHUS
WM yXo/a

Ecnu me
OKOHYHII, TO
C KaxKoro

Kypca ymren

Kakyto
CHEINAIbHOCTD
IOJIyYUl B
pesynbrare
OKOHYaHUuA
y4eOHOTO
3aBEJICHUS,
yka3athb Ne
JTUIIOMA WIN
yIIOCTOBEPEHUS

7. Kakumu HHOCTPAHHBIMU A3bIKAMU BJIAACCTC

8. YueHas cTerneHb, yHeHOE 3BaHUE

9. Kakue nmeere HayyHbIE TPYIbl U H300PETCHHS

('-lHTaeTC 1 NIEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETE 06’L5{CH5{TLC${, BJIaICCTC CBO6OE[H0)




10. Brimonusiemas pa®oTa ¢ Havaja TPYHAOBOHM JeATENbHOCTH (BKIIOYas y4eOy B BBICIIMX U
CPEeIHUX CIIENHUATBHBIX YYCOHBIX 3aBE/ICHUSIX, BOCHHYIO CITYKO0Y 1 pabOTy 10O COBMECTUTEIILCTBY)

Mecsu u rox JIOJDKHOCTB € YKa3aHUEM YUPEKIACHUS, MecronaxoxaeHue
MIOCTYIUICHHUS yxoja OpPraHM3aLMH, IPEANIPUATHS, a TAKKE YUpEKICHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHH3allH,
IPEITPUITHS

11. IlpeGriBanue 3a rpanuiieit (padora, ciy:keOHast KOMaHIUPOBKA, MMOE3/IKa C JIeJeranueil)

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

12. Yyactue B BEIOOPHBIX OpraHax

MecTto BBIOOPHOTO HazBanue 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, MOJIUTUYECKUH, aAIMAHUCTPATUBHBIH, TEXHHYECKHUH U T. 1.)

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

(4ICHBI CeMbH, C YKa3aHHEM BO3pACTa)

16. lomamuuii agpec

17. O6s3y10Ch CBOEBPEMEHHO M3BEIIaTh 000 BCEX M3MEHEHUSAX JaHHBIX, BKIFOUCHHBIX B JIMYHBIN
JIMCTOK IO YYETY KaJIpOB.
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TIpunosxxenne No7

K ITOJIOKCHUIO O IMMOPAAKE BEACHUA

AHKETA

JIMYHBIX IOCIT pa6OTHI/IKOB

dammnus

J409¢:

OT4ecTBO

Jlata poxxneHus

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

2. OOpa3oBaHme, ydyeHasi CTENeHb (Korma u
Kakvue y4yeOHbIE 3aBeJCHUS OKOHYWIHM, HOMEpa
auruioMoB). CrienuanbHOCTh M KBaTH(PUKAIUS
10 IUTIOMY

3. KakuMu MHOCTPAHHBIMU SI3bIKAMU U SI3bIKAMHU
HaponoB Poccuiickoit denepanuy BiaJIeeTe U B
Kakol  cTerneHu  (UhTaeTe W MOXKETe
O0OBSACHSITHCS, BIaZeeTe CBOOOIHO)

4. BeimonHsiemas paboTta ¢ Hayasia TPYJO0BOU JIEATEIHHOCTH (BKIIIOYAs BOCHHYIO CITY)KOY U padoTy

110 COBMECTHUTEIHCTBY)

Mecsu u rox JIOJDKHOCTB € YKa3aHUEM YUPEKICHUS,

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

MecToHaxoxIeHue
YApEKICHUS,
OpraHu3aluu,
TIPS ATPUSITHS

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

CreneHb damvunys, UM, I'ox Mecto paboThl,
pOoACTBa OTYECTBO POXIACHUSA JOJIDKHOCTDH

Anpec MecTa
KHUTCIIBCTBA

6. lomamauii aapec u HoMmep TenedoHa

7. IlacnopT WM 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

(IOJDKHOCTD OTBETCTBEHHOTO 33 KaIPOBBIH yUeT) (TIoamuCs)

(pacmmpoBKa IOIIUCH)




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 HOMEpPA JINCTOB
MPONYIIEHHbIE HOMEpa JINCTOB
+ TMCTOB BHYTPEHHEH ONUCH JINCTOB
OcobeHHocTy (PU3NIECKOTO COCTOSIHUS U Howmepa nucros
dbopMupoBaHUs JeTa
OTBeTCTBEHHBIN 3a
KaJpOBBIN y4yeT
(nmoamuce) (pacumpoBKa MOIIUCH)
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