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1. O0umme no10KeHUst

1.1. Hactosmee IlonoxeHue O IOpsAAKE BEIEHMsS JIMYHBIX Jel PaOOTHHKOB OpraHH3allH,
OCYIIECTBISIONMEH  00pa3oBaTeNbHyI0  IEATeIbHOCTh, pa3paboTaHo B  COOTBETCTBHH  C
®enepanbubM 3akoHOM Ne 273-03 ot 29.12.2012 «O6 obpasosanuu B Poccuiickoit ®eneparmin»
¢ m3meHeHHsMH oT 8 mexabps 2020 roga, @exepanbHbiM 3akoHOM 0T 27.07.2006 Ne 152 «O
NEepCOHANBHBIX JaHHBIX» B perpakumu oT 8 nexabps 2020 rona, Ilpukasom ®exepanbHOro
apxuBHOro arentctBa oT 23 nexabps 2009 roma N 76 «O06 yrBepwkaeHnn MeTOAHYECKHX
peKOMEH/IAlUH M0 pa3paboTKe HHCTPYKLMH IO JEJIONpPOM3BOACTBY B (peaepabHBIX OpraHax
HCIIONHUTENbHOH BiactHy, Ykasom [Ipesumenta ot 30.05.2005 Ne 609 «OG yTBepkiaeHHH
[Tos103KeHHUs O TIEPCOHATBHBIX JAaHHBIX FOCYAapCTBEHHOTO ciyskamero Poccuiickoit @enepanun 1
BEJICHHH €ro IMuYHOro jena» B penakumu or 23 mions 2019 roma, Tpynossiv Koxextom
Poccuiickoii ®enepauuu, Ko/uieKTHBHBIM 0roBOPOM, YCTaBOM OpraHM3aliH, OCYIIECTBIMIOMEH
00pa3oBaTeIbHYIO AESTETBHOCT.

1.2. Jlaunoe ITonmojkeHHe OIpenesseT IOPAAOK BEASHHsS JIMYHBIX JI€JI TEIaroroB M HHBIX
COTPY/IHHMKOB M PabOTHMKOB WIKOJIBI, ONMPEENseT NOPsI0K (OPMHPOBAHHS, yueTa M XpaHeHHS,
BBIJIAYH JIMYHEIX JIeJ1 BO BDEMEHHOE MOJIB30BaHKe, 4 TAKXKEe OTBETCTBEHHOCTH, paBa pabOTHHKOB U
JHpeKTopa 00pa3oBaTeIbHON OpraHu3aluH.

1.3. Hactosimee ITosokeHue yTBEpKIaeTCs PUKA30M I10 IIKOJIE H ABISETCS 0043aTeNbHBIM JUIs
BCEX KaTeropHii MearornyeckuX U ApyruX COTPYAHUKOB IIKOJIBL.

1.4. Benenue JIMYHBIX JIeN MEJAroroB U COTPYAHMKOB INKOJIBI BO3JIAaraeTcs Ha CHCLUATHCTA 110
KajipaM OpraHU3alyK, OCYIIECTBISIONICH 00pa3oBaTeIbHYIO AEATENIbHOCTb.

1.5. JIn4HOE 1eI0 — OCHOBHOM JOKYMEHT IEpPCOHAIBHOTO yueTa, CoAepKaliuii Hauboee MojHbie
cBeJIeHHs 0 pabOTHHKE 00pa30BaTeIbHON OPraHU3alii U €ro TPYAOBOH AeATeIbHOCTH. B muHoe
JIEJI0 BHOCSTCS CBEJICHHUSI, CBSI3AHHBIE C OCTYIICHHEM Ha paboTy U YBOJIbHEHHEM.

1.6. CBejieHus, coaepiKalikecs B IMYHOM Jee, OTHOCATCS K KOH(MUICHIMATbHOH HHpOpMALHH,
MMEIOT OFPaHUYSHHbIN JOCTYI U pa3rIalleH IO He I0/UIekKar.

1.7. JInunoe /1e710 Be/IETCS B TEYEHHE BCEro nepuoa padboTel paboTHUKA.



1.8. Benenue HeCKONBKUX JIMYHBIX J€Jl OJHOTO pabOTHHMKAa OOpa3oBaTeIbHOW OpraHM3aluU He
TOIYCKaETCsl.

2. llopsinok popmMUpOBaHMS JJUYHBIX J€JI COTPYAHUKOB
2.1. ®opmupoBaHHE JMYHOTO JieJla TENaroroB HM COTPYIAHHMKOB 00IIe00pa3oBaTeIbHOM
OpraHu3ali IPOM3BOJUTCS HEMOCPEACTBEHHO Iociie IpueMa B 00I1e00pa3oBaTesIbHYIO
OpraHu3alMi0 WIA T[EpeBOAa IEJaroroB M COTPYAHMKOB W3 JApPYroi oOpa3oBaTeiabHON
OpraHu3aLMH.
2.2. B COOTBETCTBHH C HOPMAaTUBHBIMHU JOKYMEHTAMHU B JIMYHBIC JI€a MEAaroroB ¥ COTPYIHUKOB
OpraHu3aliK, OCYIIECTBIIOMIEH 00pa30BaTENbHYIO AESITEIbHOCTb, BKJIAbIBAIOTCS CIEIYIOLIUE
JTOKYMEHTBI:
s nedazo2os:
* 3asgBJICHHE O NMpUEME Ha PaboTy;
*  3asBJICHME O COIVIACHM Ha 0OpabOTKY NEPCOHAIbHBIX JAHHBIX I1€arora;
* CIpaBKa O HAIMYUHU (OTCYTCTBHH) CyJMMOCTH U (MJH) (aKTa yroJOBHOTO MpECIieI0BaHUs,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;
* aprobOuorpadus;
*  KONMs [aCopTa WM MHOTO JOKYMEHTA, YJJOCTOBEPSIOIIETrO JINYHOCTb;
*  KOIHA CTPAXOBOI'O CBUJETENLCTBA IEHCHOHHOTO CTPaXOBaHUs;
*  KONMs UIACHTU(UKALMOHHOI'O HOMEpPa HAJIOTOIJIaTeNbIIUKA,;
*  KOIHA JOKYMEHTAa BOMHCKOI'O yueTa (J1s1 BOGHHOOOS3aHHBIX);
*  KONMs CBUJETENbCTBA O 3aKJI0UYEHUH Opaka (IIpy HAJIMYUK);
*  KONMs CBUIETEIHCTBA O POXKICHHUH JCTeH (MPH HATUYHH),
*  KONMH JOKYMEHTOB 00 00pa3oBaHuy;
*  KONHH JOKYMEHTOB O KBATH()HUKALMHU UM HATWYHE CIICIUATBHBIX 3HAaHUH (Y HAJTUYWN);
*  KONMHM aTTECTAllMOHHBIX JIUCTOB (U HAJIMYUK);
*  KOIHHU JOKYMEHTOB O HarpaxJeHuu (Mpu HATMUHUHN);
*  XapaKTepUCTHUKH, PEKOMEHIaTeIbHble MUChMa (IIPU HAJTMYUN);
* IIpUKa3 O MpueMe Ha paboTy;
* [pHUKa3 O MEepPeBOie Ha MHYIO JIOJDKHOCTD (TIPU HAJIMYUK);
*  JOJDKHOCTHAsi MHCTPYKLMS (JIOJDKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HAu€HUs Ha BCe
JOJDKHOCTH ),
* TpYyIOBOH J0roBop (C MOCHENYIOIIMM BKIIOYEHHUEM JONOJHUTENbHBIX COTJAIlEHUN K
TPYAOBOMY JIOTOBODY);
*  TPYIOBYIO KHUXKKY;
*  MEIULUHCKYIO KHUXKKY.
s pabomuukos:
* 3asBJICHME O IIpUEMe Ha paboTy;
*  3asBJICHHE O COTJIACHHU Ha 00pabOTKY MEPCOHATBHBIX JTAHHBIX TIE/1arora;
* CIpaBKa O HAIMYUU (OTCYTCTBHH) CYJMMOCTH U (MJH) (aKkTa yroJoBHOTO MpECeI0BaHus,
BBIJIAHHOTO COOTBETCTBYIOIIIUM OPIaHOM MPaBONOPSAKA,
* aBToOMOrpadus;
*  KOMNHUA NMacnopTa WM UHOTO JOKYMEHTA, YAOCTOBEPSIOIEro JUUYHOCTD;
*  KONH CTPaXxOBOT'0 CBUETENIHCTBA IEHCHOHHOTO CTPAaXOBaHUS;
*  KOmNWs WACHTU(PUKAITMOHHOTO HOMEpPa HAJIOTOIIATEbINKA;
*  KONMs JOKYMEHTa BOMHCKOTO yueTa (1711 BOEHHOOOS3aHHBIX ),
*  KOIHUS CBUJETENIbCTBA O 3aKJII0YEHUU Opaka (IIpU HAIMYUK);
*  KONMs CBUJETEIHCTBA O POXKICHUHU JeTeH (IIpU HATMYHHN);
* KONHWU JOKYMEHTOB 00 00pa30oBaHUU,
*  KONHHU JOKYMEHTOB O HarpaxJeHUH (IpU HAJIMYUH);
*  XapaKTepUCTHUKH, PEKOMEHIaTeIbHbIE MUChbMa (IIPU HAJIMYUN);
* TpHUKa3 o MpueMe Ha padory;



* IIpUKa3 O MEPEBOJE HA UHYIO JOJDKHOCTD (MpU HAJIMYMH);

*  JOJDKHOCTHas MHCTPYKLUS (DOJKHOCTHBIE MHCTPYKLIMM C MOMEHTa Ha3Ha4YEHUs Ha BCe
JOJIKHOCTH);

* TpPyIOBOH JOroBOp (C MOCIEAYIOIIMM BKIIOYEHUEM JIOMOJHUTENBHBIX COTJAIleHUH K
TPYAOBOMY JIOTOBOPY);

*  TPYIOBYIO KHHXKY;

*  MEIUIMHCKYIO KHUXKKY.

Pabomooamenv opopmasem:

* TPYIOBOH JOrOBOP B JIBYX K3EMIUIIpAX;

* IpUKa3 0 pueMe Ha padoTy (0 MepeMelIeHUH Ha Jpyrue J0JHKHOCTH);

s uuHylo KapTouky Ne T-2;

*  JOJDKHOCTHYIO MHCTPYKILIMIO B IBYX K3€MIUIApax.

Pabomooamenv 3naxomum:

* ¢ HOPMAaTUBHO-IIPABOBBIMHU JOKyMEHTaMM LIKOJbI (YcTraBoM, KoJIIEKTUBHBIM JI0TOBOPOM,
[IpaBmiiamMu TpyAOBOTO paclopska U Ap. JIOKaIbHBIMU aKTaMH);

*  C JIOJDKHOCTHOM MHCTPYKLIMEH;

* IPOBOJUT BBOJHBIA HMHCTPYKTaX, HMHCTPYKTaXX IO OXpaHE TpyAa, HHCTPYKTAX IO
IIPOTHBOIOKAPHOM OE30MaCHOCTH.

2.4. IlepBuuHO€E OQOpPMIIEHHE JIUYHOTO JIeja IpeaycMaTpUBaeT:

* IPUCBOCHHUE JIMYHOMY JIely HOMEpa COIJIACHO JKypHally yueTa JMUYHBIX Jiel (MPHIIoKEHHE
Ne 1);

* IPOCTaBJIEHHME Ha OOJIOKKE JIMYHOro jAeia (mpuiiokeHue N 2) cleAyIoUMX peKBU3UTOB:
WHJEKC Jeina (B COOTBETCTBMM C HOMEHKJIATypou jen  oOuieoOpa3oBaTenbHON
OpraHu3alyy; IOJHOE HauMEHOBaHHe O00I1e00pa30BaTeIbHOM OpraHu3alui; HOMeEp
JUYHOTO Aena; GaMuins UMsi OTYECTBO pabOTHHKA B MIMEHUTEIILHOM TaJIeXe; 1aThl — TOX
Hayaja ¥ roJl OKOHYaHUs BEACHHUS [€J1a; KOJIMYECTBO JIMCTOB; CPOK XPaHECHHUS,

* T[IOMEIIEHHWE JOKYMEHTOB, TMOJUIekKAIIUX XPAaHEHUID B COCTaB€ JIMYHBIX JI€d, B
XPOHOJIOTUYECKOM MOPSIKE:

BHYTPEHHSS ONMCh JOKYMEHTOB Jiena (mpuiiokenue Ne 3);

JIMYHBIN JINCTOK IO YYeTy KaapoB (mpuioxeHus Ne 6);

3asiBJIEHUE O MTpUeMe Ha paloTy;

IpUKa3 o mpueMe Ha padory;

TPYAOBOM JOTOBOP;

JOTOBOp O TIOJIHOW MaTepualbHOW OTBETCTBEHHOCTH (ecnu paboOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIULIO);

XapaKTEpUCTUKU U PEKOMEHIaTENbHbIE TUChMA;

corjacue Ha o0pabOTKy MEePCOHAIbHBIX TaHHBIX.

2.5. JIncTel JOKYMEHTOB, TIOMEIEHHBIX B JIMYHOE JE€JI0, TOAJIEkKAT HyMEpPaLlUU.

2.6. C menpio obecrieueHusT HaUIeXKAIe COXPaHHOCTH JIMYHOTO Jiejia TIeIaroroB U COTPY/THUKOB
o01eo0pa3oBaTeIbHOM OpraHu3anu U ynoOcTBa B OOpallleHHH ¢ HUM Npu (GOpPMHUPOBAHUH
JOKYMEHTBHI TMOMEIIAIOTCA B OTHENbHYIO Nanky. [Ipu yBoibHeHUM pabOTHUKA MPOIIMBAOTCS
HUTKaMU U CAIOTCA B apXUB.

2.7. BHyTpeHHs ONUCh JOKYMEHTOB, HMEIOIIMXCS B JINYHOM JIENE, TOJDKHA COJIEPKATh CBEICHUS
O TMOPAJIKOBBIX HOMEpaxX, HAUMEHOBAHMSX JOKYMEHTOB Jiela, KOJIMYECTBE JIUCTOB, JaTax
BKJIIOUEHUSI JJOKYMEHTOB B JINYHOE JEJI0 U U3BATUS U3 JIeNa, a TaKXKe KeM U3BIT JOKYMEHT U IO
KaKoH IIpUYMHE.

2.8. BHyTpeHHsIsl ONUCh COCTaBIISIETCS HA OTAENIBHOM JIMCTE MO YCTaHOBJIEHHOW (opme. JIucTel
BHYTPEHHEHN ONNUCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpn moAroTOBKE JIMYHBIX JIE] K Nepeadye Ha XpPaHEHHE K BHYTPEHHEH ONMMCH COCTABIISIETCS
UTOTOBasl 3aIUCh, B KOTOPOH yKa3bIBaeTCs U(PPaMU U NPOMHCHI0 KOJIMYECTBO BKIIOUEHHBIX B HEe
JOKYMEHTOB M KOJIM4YECTBO JINCTOB JIeNa.

YV VVVVVY



3. Tlopsinok BeaeHusl JIMYHBIX JieJ TMeAaroroB W COTPYAHHKOB OpPraHU3aluu,
OCyLIeCTBJISAIONIEH 00pa30BaTE/IbHYIO 1eITeJIbHOCTh
3.1. JludHoe 1eNo MeJaroroB M COTPYIHUKOB OOIIe00pa30BaTEeIbHOW OpraHW3aIlMH BEIETCS B
TEYEHHE BCEro Imepuoja padoThl KakIOro Ieaarora M COTpyAHHKA B 00IIe00pa3oBaTelbHON
OpraHH3aIliH.
3.2. JlanpHelmee BeACHUE JMYHOTO Jiejla TIEJAaroroB W COTPYIHHMKOB 0O0IIeoOpa3oBaTeIbHON
OpraHM3alfy MPeIyCMAaTPUBACT MOMEIICHHUE B JEJI0 JOKYMEHTOB, OOpasyIolIuXcs B IpoIecce
paboueii IesSTeNbHOCTH U UMEIOLIUX 3HAYEHUE JIJIsl TPYIOBBIX OTHOIIICHUH:

*  JIOTIOJHEHHE K TUYHOMY JIMCTKY IO YYETy KaJpoB;

*  JIOTIOJHUTEJIbHBIE COTJIAIIEHUS K TPYAOBOMY JOTOBOPY;

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

o011eo0pa3oBaTeIbHON OpraHU3aIiy;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIearore W COTPYAHHKE 001meo0pa3oBaTeIbHON
OpraHu3aluiy;

*  KOIMU JOKYMEHTOB O TMOBBIIICHUN KBATN(DUKAIINN;

*  KOIHUU CepTU(]UKATOB, TPaAMOT;

*  JIUCT — 3aBEPUTEIb Jelia (COCTABIISIOT IPH ClIadye JIUIHOTO eI B apXUB);

*  UHBIC JOKYMEHTHI.
3.3. B memsax oOecriedeHHss KOHTPOJS 3a COXPAHHOCTBIO W aKTYaJIbHOCTBHIO JIMYHBIX JEN B
o01ieo0pa3oBaTeIbHONM OpraHU3aluu €XeroJHo (He mo3aHee | kBapTama roja, CIEIYyIOIIEro 3a
OTYETHBIM) TIPOU3BOAMUTCS MTPOBEPKA UX HATTMYUS U COCTOSTHHUS.
3.4. ExxerogHyo MpoOBEPKY COCTOSIHHS JIMYHBIX JEN Ha MpeIMEeT COXPAaHHOCTH BKIIIOUEHHBIX B
HEro JIOKYMEHTOB IPOBOJUT CICHUAIBHO co3JaHHas KoMuccusi. O TPOBEICHHBIX IPOBEPKAX
JIeNIaeTCsl OTMETKA B JIUCTE O PE3yJbTaTaX €KEroJAHON MPOBEPKU COCTOSHHUS U HAIWYHS JIMYHOTO
nena (mpunoxenne Ne 5) u cocTaBisieTcs akT. Pe3yabTaThl MPOBEPKH JTMYHBIX JIENT B 0053aTEIIEHOM
MOPSAZIKE JOBOJSATCS 10 IUPEKTOpa 00I1e00pa3oBaTeIbHON OpraHU3aI[iH.

4. Tlopsinok y4yéra M XpaHeHHsl JHYHBIX /€]l MeJaroroB W COTPYAHMKOB OpPraHU3alHH,
ocyulecTBJsIONIEH 00pa30BaTeIbHYIO 1eATeJIbHOCTD.

4.1. XpaHeHue W yd4eT JUYHBIX JIe] MelIaroroB U COTPYAHUKOB OpraHU3aIliH, OCYIIECTBISIOICH
00pa3oBaTeNbHYIO JESTEIbHOCTh, OPTAaHU3YIOTCS C IETBI0 OBICTPOro M 0€30MHMO0YHOr0 MOUCKa
JUYHBIX JeJ, oOecledeHHs MX COXPAHHOCTH, a TaKxke oOecredeHus KOH(UIACHIUAIbHOCTH
CBCI[GHI/II\/JI, CoACpIKAIUXCA B JOKYMCHTAaX JIMYHBIX JICJI, OT HCCAHKIIUOHUPOBAHHOI'O JOCTYIIA.

4.2. JInuHble 1ena COTPYAHUKOB XpaHsTcs B celie 001eo0pa3oBaTeIbHOW OpraHu3aIiy.

4.3. TpynoBble M MEAUIIMHCKNE KHIKKH XPaHITCS OTIEIBHO B ceide.

4.4. Jloctynn K JTUYHBIM JeJlaM TEeJaroroB U COTPYAHHUKOB 00II€00pa3oBaTeNIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpEeTaph, CIEMUAIUCT TI0 KaapaM, JIHPEKTOp 00meoOpa3oBaTeIbHON
OpraHu3aiu JMOO 3aMeCTUTENN JAUPEKTOpa IpPU HUCHOJIHEHUH O0O0s3aHHOCTEH JMpeKTOopa
o01ieo0pa3oBaTeIbHON OpraHU3aIiy.

4.5. Cucremaruzanus JHMYHBIX JIe] T€JaroroB M COTPYJHHKOB 00IIe00pazoBaTeIbHOM
opranm3any MpOU3BOJUTCA B a.]'[(i)aBI/ITHOM IopAIKE.

4.6. JInunble Aena MeJaroroB M COTPYIHHKOB 00IE00pa30BaTeNbHONW OpPraHU3alUud, UMEIOIINX
roCyaapCTBEHHBIC 3BaHHA, IPEMUHN, HArpaabl, YUCHBIC CTCIICHU U 3BAHH, XPAHATCA IMOCTOAHHO, a
OCTQJIHBIX COTPYIHUKOB — 75 JIET ¢ TOAa yBOJbHEHHUsI pabOTHHKA (B cooTBeTCcTBUU C [lepeunem
TUIOBBIX YIPABICHYECKUX IOKYMEHTOB).

5. Ilopsaaok BbIIAYM JIMUYHBIX /IeJ1 BO BpeMEeHHOe M0JIb30BaHUe

5.1. Bbigaua auuHBIX Jen (OTIENbHBIX JTOKYMEHTOB B COCTaBe JIMYHOTO Jejia) BO BPEMEHHOE
M0JIb30BAaHKWE MPOU3BOJUTCS C Pa3pelIeHHs] TUpeKTopa o0I1eo0pa3oBaTelbHON OpraHU3allU 110
3aBJICHUIO COTPYIHHMKA OpraHU3alliu, OCYIIECTBIISIOMIEH 00pa30BaTeIbHYIO AEATEIbHOCTb.

5.2. Pabora (o3HaKOMJEHWE) C JUYHBIMH JIeJJaMHd  TIEAaroroB W  COTPYJIHUKOB
0011e00pa30BaTeNIbHON OpraHU3aluy MPOU3BOIUTCA B MPUEMHON qupekTopa. B xoHue pabodero



THSI CeKpeTaph WIM CIEIHAUCT O KaapaM o0s3aHa yOeauTbcs B TOM, YTO BCE JIMYHBIC [EIa,
BBIIAHHBIC BO BPEMEHHOE II0Jb30BAaHUE, BO3BpAICHBl HAa MECTO XPAHEHUS M €CTb JH
HEOO0XOAUMOCTS JIJIsl IPUHATHUS Mep K UX BO3BPAIICHUIO WM PO3BICKY.

5.3. ®akT BbI1auM JIMYHOTO J1es1a GUKCUPYETCSl B KOHTPOJIBHOM JKypHAJIe.

5.4. U3patue OTAENbHBIX JOKYMEHTOB U3 JIMYHOIO JIEa IPOU3BOJUTCS C pa3pellIeHMs] JUPEKTopa
o01eo0pa3oBaTesIbHOM OpraHu3aluu ¢ Oo(GOpMIIEHUEM COOTBETCTBYIOLIEH 3amucu B Trpade
«[Ipumeuanue» BHyTpeHHeH onucH. [Ipn BpeMEHHOM U3BATHM JJOKYMEHTA Ha €r0 MECTO (MEXAY
JUCTaMU COCEJHHMX JOKYMEHTOB) BKJIAJbIBAETCS CIIPABKA-3aMECTUTENb C YyKa3aHUEM JaThl U
IIPUYUH U3BATHUS C MOAIUCHIO JIULA, BBIAABUIETO JOKYMEHT, U MOAIUCHIO JIULA, ITOJIYYUBLIETO €TI0
BO BPEMEHHOE I10JIb30BAHUE.

6. OdopmuileHne JJUYHBIX JeJ1 Mepe claveid B apxXuB
6.1. Odopmiienue JTUYHBIX AE AJs Mepelayd B apXUB MPOU3BOIUTCS CHEMUATMCTOM MO Kajpam
00111e00pa3oBaTeNIbHON OpraHu3aluy. JTa NpoLeaypa BKIYAET:

* [OALIMBKY (TEperuier) aena;

* YTOYHEHHE HyMEpaluH JIUCTOB JIeNa;

* COCTaBJIEHUE JUCTa-3aBeputens (mpuioxeHue Ne §);

* cocTaBiieHUE (YyTOUHEHHE) BHYTPEHHEH OMKCH;

* BHECCHHE YTOYHEHUH B PEKBHU3HTHI JHIIEBOM OOJIOKKH /€.

6.2. Jlucr-3aBepurenp Jena JODKEH MOJANMCATh €ro COCTaBUTENb, IPH ATOM Jenaercs
pacmudpoBKa IODKHOCTH W TOJNKCH, MPOCTAaBIseTcs JnaTa. B mpomecce WMCIONb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIENAl0TCA COOTBETCTBYIOLIME OTMETKU. Ecimu neno
MOJIIATO 0€3 JMCTa-3aBEPUTENS], TO €ro CIEAYeT HAKJICUTh HA BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMYHBIX JIEJT PEKOMEHTyeTCSI:

* 00BEeIUHATh MHAWBUIYaJIbHBIE JIMYHbIE J€jla YBOJCHHBIX COTPYJHHKOB B OAHY OOJOXKKY
(0ObeIMHEHHOE JENI0) C TaKUM pacdyeToM, 4ToObl 00beM jena (Toma) He mpesbiman 250
JUCTOB (ITyTE€M CLIMBKU MaTe€pHajIoB UHAWBUIYAIbHBIX /1€ 10 F0JJaM YBOJIbHEHNU);

* pacrmojiaraTh MaTepHallbl WHAWBUIYAIBHBIX NI B Tpejaeiax nena (Toma) B al(aBHTHOM
nopsiike (moaMuiIbHO), OTAENSS MaTepUallbl, OTHOCSIIUECS K Pa3HbIM MHIUBUAYATbHBIM
JiefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHHeM Ha HeM (aMWiInHM, UMEHH M OTYeCTBa
COOTBETCTBYIOLIIETO  YBOJEHHOIO TeJarora M COTpyIJHHMKa 00lieo0pazoBaTeabHOM
OpraHu3aIiy,

* cHa0XaTh Kaxa0e OOBEJUHEHHOE JIeN0 (TOM) BHYTPEHHEH OIUCBhIO C MepeurciIeHUEM
dbamunuii, UIMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHHIl, B TpeAesax KOTOPBIX
PAacIoyioKeHbl COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepenava TUUHBIX A€ B apXUB OCYIIECTBIISICTCS HE TIO3/IHEE TPEX JIET TOCTE 3aBEPUICHUS HX
B JIEJIONPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. [IpeaBaputensHo cekperapeM, CleHaaTucToM
M0 KajJpaM TIPOBEpsieTCS TIOJHOTa W TPAaBHIBHOCTH TOJTOTOBKM JIMYHBIX JeJ K Iepenade.
BrlsiBIIeHHBIE TIPH NTPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpeTapeM, CHEIMAIMCTOM IO KaapaMm.
[lepenaua v mpreM MPOU3BOATCS IO OTHCH C MTPOCTAHOBKOW OTMETOK O HAJTHYUH JIMIHBIX JIET.
6.5. JInunble nena nefaroroB U COTPYIHUKOB 001e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbBIE
nenonpousBoacTBoM qo0 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 romga — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0ieoopa3zoBaTenbHON OpraHu3alii UMEIOT
MTOCTOSTHHBII CPOK XPaHEHUSI.

7. OTBEeTCTBEHHOCTDL

7.1. Tlemaroru W COTPYAHUKH OOIIE00pa30BATENLHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MIPEJICTABIATh CEKPETAPIO WU CICIIHAITUCTY 0 KaJpaM CBeJIeHUsI 00 N3MEHEHUHN B IMIEPCOHATBHBIX
MaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOIO J€ea.

7.2. PabGoromarenb 00ecIIeYnBacT:



* COXpaHHOCTh JIMYHBIX JeJl [EeJaroroB H COTPYAHHKOB  00Ieo0pa3oBaTeNbHON
OpraHM3alvy,

*  KOHQHIEHIMAIHHOCTh CBEJCHHUW, COJCpPKALIMXCA B JHMYHBIX JeJax IeNaroroB u
COTPYJHUKOB.

8. [IpaBa paGoTonare/isi 1 padoTHUKA
8.1. Jlms obecnieueHHs 3alMThl NMEPCOHANBHBIX NAHHBIX, KOTOPHIE XPAHATCS B JHMYHBIX Jeiax
MEeIaroroB U COTPYJHHUKOB 00IIe00pa30BaTeIbHOW OpraHW3alMy, MEJAaroru W COTPYIHUKH
0011e00pa3oBaTeIbHON OpraHU3aIlui KMCIOT MPABO:
*  TOJNYYHTH MOJHYIO WH(POPMAIHI0O O CBOMX IEPCOHAIBHBIX TAHHBIX U OOpabOTKE 3THX
JaHHBIX;
*  TOJYYHUTh CBOOOJHBIN JOCTYI K CBOMM IEPCOHATIHHBIM JIAHHBIM;
*  TOJYYHUTb KOIHUH JOKYMEHTOB, XpaHSIUECS B JUYHOM JIEJIe ¥ COAEpIKaINe EePCOHATIbHBIE
JIaHHBIE.
* TpebOBaTh UCKIIOYCHUS WM MCTIPABIICHHUS HEBEPHBIX M HETIOJIHBIX MTEPCOHATBHBIX JJAHHBIX.
8.2. PaboToaTenp UMEET MpaBo:
* o0pabaTbIBaTh MepCOHAIBHBIC JaHHBIEC MEAArOrOB U COTPYIHHUKOB 00IIE00pa3oBaTeIbHON
OpraHu3aIiK, B TOM YKCIIC ¥ Ha 3JICKTPOHHBIX HOCUTEIISX;
* 3alpOCUTh OT MENAaroroB M COTPYJHHKOB 0OIIe00pa3oBaTENbHON OpraHU3aluu BCIO
HEOOXOMMYI0 MH(OPMAIIMIO JUISI BEACHUS JMYHBIX Jed U 00pabOTKH MepCOHAIbHBIX
JTAHHBIX.

9. 3ak/II04YUTe/IbHBIE MOJI0KEHUS

9.1. Hacrosiee [lonoxxenue o nmopsjike BeAEHUS JUYHBIX /1€ PAOOTHUKOB SIBJISETCS JOKAJIbHBIM
HOPMATHUBHBIM aKTOM, NIpUHUMAaeTcsa Ha [legarormueckoM coBETE HIKOJNBI U yTBepkIaercs (JInbo
BBOJIUTCS B JICHCTBHE) MPUKA30M JIUPEKTOPA OpraHU3alMK, OCYILECTBIIAIONIEH 00pa30BaTeIbHYIO
NEeSITENIbHOCTD.

9.2. Bce u3MeHeHHUs U JOINOJIHEHMs, BHOCHMMbIe B Hacrtosiee [lomoxxkeHue, opopmisitorcs B
MUCbMEHHOW (opMe B COOTBETCTBMM JIEHCTBYIOIIMM 3aKOHOJATelnbcTBOM Poccuiickoit
denepanuu.

9.3. IonoxeHne O MOPS/AKE BEACHUS JIMYHBIX e paOOTHHKOB 00pa30BaTENbHON OpraHMU3aluu
IIPUHUMAETCS Ha HEONpeNeNIeHHbIM cpok. IM3menenus u pomonHeHus Kk  Ilomoxkenuto
MPUHUMAIOTCS B TIOpsijike, peaycMoTpenHoM 11.9.1. Hacrosimero [TomoxxeHus.

9.4. Ilocne npunstus IlonoxkeHus (MIM HW3MEHEHUM W JIOTOJIHEHHH OTHENbHBIX IMYHKTOB H
pa3esioB) B HOBOM pefaKluy NpeablIylas peJakliis aBTOMaTUYeCKU yTPauuBaeT CUITY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata Gamunust, | Tabens- | Jomxuocth | CTpyKTYyp- 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
coTpyAHUKa | (pacTopixke-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
Me1aroroM U
COTPYAHUKOM
(yBonbHe-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

O0JI0KKa JIMYHOTO Jeia

Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
Donx Ne
Onuchk Ne

Hemo Ne

(3aroyioBOK Jiena)



Ipunoxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

JIMYHBIX OECJT pa6OTHI/IKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
/i JIOKyMEHTa JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKYMEHTOB

(umpamMu ¥ IPOIHCHIO)

KonnuecTBo 1MCTOB BHYTpEHHEN OIUCH

(1mdpamMu ¥ TPOIKCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuce)

« » 202 roma




©.1.0.

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

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakoMIIeHUS Tie1arora
U COTPYJIHUKA C INYHBIM
JIETIOM

Iloanuce nienarora u
COTpYAHHKA

OTMeTKH, IpUMeYaHus,
3aMeUYaHus




[Ipunoxxenne Neb5

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMYHUSI JIMYHOTO Jejia

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[ara npoBepku

d.N.0. unenosn
KOMHCCUU

Iloxnucu yieHoB
KOMUCCHUU

Pesynbprar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OECJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT14ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTto poXxacHUS

5. I'paxnancTBO

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

6. O6pazoBanue

HasBanue
yueOHOro
3aBeJICHUS U €r0

MECTOHAXOXACHUC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYTICHUS

Ton
OKOHYAHUS
WU yXo0/1a

Ecim e
OKOHYMUII, TO
C KaKoro
Kypca yIien

Kakyro
CIEeLUATBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
y4eOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YJIOCTOBEPEHHS

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

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




10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM [EATENBbHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPEHHUX CITeIMATBHBIX YYEOHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIHCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS, MecToHaxoxaeHne
HOCTYIUICHUS yxoJa OpraHU3alMH, IPEIIPUATHS, a TAKKE yUpeKACHUs,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
IPEIPUATHS

11. IlpeOriBanue 3a rpanulieit (padbora, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeTaIuei)

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

13. Kakue nmeere npaBUTEIbCTBEHHbBIE HATPaIbl

Korz[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTAM M BOMHCKOE 3BaHME

Cocras Pon Boiick

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

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTUYHOTO JTUCTKA

(4UIeHBI CeMbH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEIATh 000 BCEX M3MEHEHUSX TAHHBIX, BKIFOUCHHBIX B JTHYHBIH

JMCTOK 1O y4eTy KaJIpoB.

« » 202  ronma




AHKETA

[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxaeHus

1. I'paxkmaHCcTBO (€CIM M3MEHSUIH, TO YKaXHUTE,
KOTJ[a M 110 KaKOW MpUYNHE)

2. OOpa3oBaHme, ydeHasi CTCNECHb (KOorja |
Kakue ydeOHbIC 3aBEJCHHsSI OKOHYWIIM, HOMEpa
autuioMoB). CHeUaibHOCTh M KBATH(DHUKAIISL
10 JIUIIIIOMY

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

4. Brinonnsiemas padoTta ¢ Hayajla TpPYJOBOU JeATENbHOCTH (BKJIIOYasi BOCHHYIO CIyX 0y U padboTy

110 COBMeCTI/ITeHBCTBY)

Mecsu u ron JIOJDKHOCTB C yKa3aHHUEM Y4pEKICHUS,

MOCTYIIJICHUA yxoga opraHu3anuvu, NpCANpUATH, 4 TAKKEC

MUHHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHIE
YUpEKICHUS,
OpraHu3aIuy,
NpEANPUITUS

5. Bamm Onmn3kue poJICTBEHHUKHU (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damMuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomaniauii agpec u HoMep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

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

8. JlonmomHUTENbHEIE CBE/IEHUS, KOTOPhIE BhI jkemaere cooOmuTh o cede

10. Ha kakoii ypoBeHb 3apiiaTsl Bel paccuntbiBaete?

« » 202  ronma

(ZlO.]'DKHOCTB OTBETCTBEHHOI'O 3a KaI[pOBLIﬁ y'-IeT)

(moanuck)

(pacrmpoBKa MOIIUCH)




Ipunoxenne Ne8
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMCT-3ABEPUTEJIb

naea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(uudpamu U MPONKCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEpHBIE HOMEpa JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH onucu JINCTOB
OcobeHHocTr (PU3NIECKOTO COCTOSTHHS U Howmepa nucros
dbopMHupoOBaHHUs J1ea
OTBeTCTBEHHEIN 3a
KaJpOBBIM y4eT
(moamuce) (pacumpoBKa MOAMKCH)

« » 202  ronma

Moanncan: Anucbarosa Hatanes HukonaesHa
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