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0 MOpsIAKe BeJAEHHs JUYHBIX Je/1 PAGOTHHKOB
MBOY «COII Ne6» HMP PT

1. O6mue nosoKeHUst

1.1. Hacrosimee IlomojkeHWe O INOpsAKe BeJEHHMS IMYHBIX Jel pPaGOTHUKOB OpraHM3alliy,
OCYLIECTBILSIOMEH  00pa3oBaTeNbHYIO  JEATENBHOCTh, pa3pabOTaH0 B  COOTBETCTBHH  C
Denepansabmv 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 o6pazosanuu B Poccuiickoii deepanumy»
¢ usmeHeHusMu oT 8 nexabpst 2020 roma, PenepansHbiM 3akoHOM 0T 27.07.2006 Ne 152 «O
NEepPCOHANBHBIX [aHHBIX» B peaakuud ot 8 nexabps 2020 roma, Ilpukasom @emepaibHOro
apxXMBHOTO arentctBa oT 23 gexabps 2009 roma N 76 «O6 yrBepkaeHur MeTOIMYECKHX
PEKOMEHJAIMK 110 pa3paboTKe HMHCTPYKIHMH II0 IENOIPOU3BOACTBY B (elepalbHBIX OpraHax
HCTIOJIHUTENIbHOM BacT», Ykasom Ilpesugenta ot 30.05.2005 Ne 609 «O6 yrBepkaeHuH
[TonoxeHus 0 mepCOHATBHBIX JaHHBIX TOCYIaPCTBEHHOTO ciykaiero Poccuiickoit ®enepaiuu u
BEJICHHH €ro JIMYHOrO Jeia» B peaakuuu ot 23 moas 2019 roma, Tpymosemm Koaekcom
Poccuiickoit ®enepanun, KoieKTHBHBIM 10roBOpoM, YCTaBOM OpraHH3alMH, OCYIIECTBISIOmeit
06pa3oBaTeNbHYIO AESATEIHHOCTS.

1.2. Jlaunoe IlonoxkeHue ompenesnsieT MOPSAOK BEJEHHs JIMYHBIX JIe] MeJaroroB ¥ HHBIX
COTPYHHMKOB M PabOTHHMKOB IIKOJIbI, ONpPENEIseT MOPSA0K HOPMHUPOBAHMS, YUETA M XPAHEHHS,
BBIIA4H JIMYHBIX JIE] BO BDEMEHHOE I0JIb30BAaHUE, a TAKXKE OTBETCTBEHHOCTh, IpaBa pabOTHUKOB H
JpeKTopa 00pa3oBaTeIbHON OpraHU3aIiy.

1.3. Hacrosmee ITonoxeHne yTBep)KaaeTcs IMPUKa3OM 10 MIKOJIE M SBISETCS 00S3aTeIbHbIM I
BCEX KaTerOpui NeIarorHyecKuX U IPYTUX COTPYIHHKOB IIKOJIBI.

1.4. Beienue IMYHBIX I TEJaroroB M COTPYAHHUKOB LIKOJIBI BO3JIAraeTcs HA CNEHMAINCTA 10
KaJ[paM OpraHu3alliH, OCYyIIeCTBIISIOMmEeH 00pa3oBaTeIbHYIO IEITETLHOCTD.

1.5. JlmaHoe /1€710 — OCHOBHOM JOKYMEHT HEPCOHAIBHOTO ydeTa, ColepiKaluii Hanbonee moHble
CBeJIeHMs 0 paboTHHKE 00pa30BaTENIBHON OPraHU3alliy | €ro TPY/I0BOM JeaTebHOCTH. B inunoe
JIEJI0 BHOCATCS CBEJIEHHS], CBA3aHHBIE C IIOCTYIUICHHEM Ha paboTy U YBOJIEHEHHEM.

1.6. Cenienusi, coaepikanuecs B JIMYHOM JieJie, OTHOCATCS K KOH(HIeHIMaNbHOH HHpOpMALMH,
UMEIOT OTPaHHYEHHBIH JOCTYII H Pa3IJIalIeHHIO He I10/UIeKAT.

1.7. JInyHoe 1eN1o BeeTCsl B TEUEHHE BCEro Nepuo ia paboThl paboTHHKA.

1.8. Besienne HECKONBKHX JIMYHBIX Jiel OJHOTO pabOTHHKA 00pasoBaTENbHON OpraHM3allMM He
JIOITyCKaeTCsl. '

2. Ilopsizox GpopmMHpOBaHHUS JIHYHBIX €] COTPYAHHKOB
2.1. ®opmupoBaHHE JIHYHOTO JeJia IEJaroroB M COTPYAHHKOB 00IIeo6paszoBaTebHOi
OpraHM3alM¥ IPOM3BOAUTCS HEMOCPEJCTBEHHO IMOcie IpHema B 0011e00pa3oBaTelbHYIO
OpraHM3alldi0 HWJIA IIEpeBOJa IMEJaroroB M COTPYIHHKOB K3 Jpyroil oOpa3oBaresbHOIl
OpraHHM3aluH. *
2.2. B cOOTBETCTBUM C HOPMATHBHBIMH JJOKYMEHTAMHU B JIMYHbIE Jle/1a TI€JaroroB U COTPYIHUKOB
OpraHu3alluM, OCYIIECTBISIOMENH 00pa3oBaTeNIbHYIO AEATEIbHOCTD, BKIIAIBIBAIOTCS CIENYIOIHE
JIOKYMEHTBI:
s neoazo2086:

*  3agBJICHHE O NpHeMe Ha paboTy;



3asBJICHHE O COTJIACHH Ha 00pabOTKy MEPCOHATIBHBIX JAHHBIX I1€arora;

CIIpaBKa O HAIWYUH (OTCYTCTBHHU) CYIUMOCTH ¥ (WiM) (akTa YyroJOBHOTO MPECIICIOBaHMS,
BBIJIAHHOT'O COOTBETCTBYIOLLIMM OPIaHOM IPaBONOPSAKA,

aBroounorpadus;

KOIIUS TACOpPTa UM MHOTO TOKYMEHTA, YIOCTOBEPSIOLIETO JIUUHOCTD;

KOIIMSI CTPAXxOBOT'O CBUJIETEIbCTBA IEHCHOHHOT'O CTPAaXOBaHUS;

KOIHS UICHTU(UKAITMOHHOTO HOMEpa HAJIOTOIJIATEIbIIUKA;

KON TOKYMEHTa BOMHCKOT'O y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIHS CBUJIETEIHCTBA O 3aKII0YCHNH Opaka (Ipyu HAJIM4YHN);

KOIIMSI CBUJETEIbCTBA O POXKICHUM JeTel (IPH HAIUYKHK);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMM JJOKYMEHTOB O KBaTM(PUKALMU WU HAJIUYUE CHEIUATIbHBIX 3HaHUH (IIPU HAINYMHN);
KOIIMHU aTTECTAlMOHHBIX JIUCTOB (IpU HAINYHH);

KOIIMM JJOKYMEHTOB O Harpa)eHuH (IIpy HAJIMYUK);

XapaKTepUCTUKHU, pEKOMEH 1aTeNIbHbIE TUChbMa (IIPU HAJIUYUN);

IIpUKa3 O pueMe Ha padory;

IIPUKa3 O NEPEBOJIE HA UHYIO JOJKHOCTD (IIPH HATMYHH);

JOJDKHOCTHAsT MHCTPYKLUS (JOJDKHOCTHBIE MHCTPYKIIMHM C MOMEHTa Ha3HAuyeHUs Ha BCe
JTOJIKHOCTH);

TPYAOBOH [JOroBOp (C MOCIEAYIOIIMM BKJIIOYCHHEM JONOJHHUTENbHBIX COIVIAIIEHUN K
TPYJIOBOMY JIOTOBODY);

TPYAOBYIO KHUKKY;

MEIUIUHCKYIO0 KHUXKKY.

s pabomuuxos:.

3asBIICHHE O ITpHEMe Ha padoTy;

3asBJICHHME O COTJIACUM Ha 00pabOTKy MEpCOHAIbHBIX JAHHBIX I1€arora;

ClpaBKa O HAIWYHUU (OTCYTCTBUH) CYIUMOCTH M (WJK) (aKTa YroJOBHOTO MPECIICAOBaHNS,
BBIIAHHOTO COOTBETCTBYIOIIMM OPIaHOM IPaBONOPSAKA,

aBToOMorpadus;

KOIUS NacTOpTa UM UHOTO JTOKYMEHTA, YIOCTOBEPSIOLIETO JINYHOCTB;

KOIIUSI CTPAaXxOBOI'0 CBUETEIHCTBA IEHCUOHHOTO CTPAXOBAaHMUS;

KOIMS UICHTU(UKAIMOHHOTO HOMEpPa HaJIOTOIIaTeNbIINKa,;

KOIUS JOKYMEHTa BOMHCKOT'O yuyeTa ([UIsi BOEHHOOOS3aHHBIX );

KOIMSI CBUJIETENbCTBA O 3aKIII0YEHUH Opaka (Ipy HAJIHYUK);

KOIUSI CBUJETENBCTBA O POXKACHUN AeTel (IIpU HAIUYHH);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIUU JIOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUYUN);

XapaKTepUCTUKH, PEKOMEHIaTeJIbHbIE MUChMA (ITPH HATUYHHN);

MIpHUKa3 O puemMe Ha padoTy;

IIPUKA3 O NEPEBOJIE HA UHYIO JOJDKHOCTD (IIPH HATMYHH);

JOJKHOCTHAS! MHCTPYKLHUS (JOJKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HA4yeHMsI Ha Bce
JOJDKHOCTH ),

TPYAOBOH JOroBop (C MOCHENYIOIIMM BKJIIOYEHHEM JIOTOJHUTEIbHBIX COTJIAIEHUN K
TPYJIOBOMY JIOTOBODY);

TPYAOBYIO KHIKKY;

MEIUIUHCKYIO KHUXKKY.

Pabomooamenv ogpopmnsem:

TPYZAOBOH JOTOBOP B JIBYX K3EMIUIAPAX;

MpHKa3 o pueme Ha paboTy (0 nepeMeneHn Ha JpyTrue JOHKHOCTH);
TUYHYI0 KapTouky Ne T-2;

JOJKHOCTHYIO HHCTPYKIIMIO B IBYX SK3EMIUISIpax.

Pabomooamenw suaxomum:



* ¢ HOPMAaTUBHO-NPAaBOBBIMM JTOKyMEHTaMU HIKOJIBI (YcTaBoM, KOMIEKTUBHBIM 10TOBOPOM,
[IpaBunamu Tpy10BOTrO pactopsiiKa U Jp. JOKaJIbHBIMU aKTaMH);

*  C IOJDKHOCTHOM MHCTPYKLIMEH;

* IPOBOJUT BBOJHBIM HMHCTPYKTaX, HMHCTPYKTAXX II0 OXpaHE TpPyHa, HHCTPYKTAXK IO
MIPOTHBOIOXKAPHOM OE30MaCHOCTH.

2.4. IlepsuuHoe oopMIIEHHE JIUYHOTO JeJ1a IPeyCMaTpUBaeT:

* IIPUCBOCHME JMYHOMY JEJly HOMEpPA COIJIACHO >KYpHAJly y4eTa JIMYHBIX A€l (IIPUIOKEHHE
Ne 1);

* MpOCTaBICHUE Ha OOJIOKKE JMYHOTO Jiena (mpuinoxeHue Ne 2) clieqyroIux PEeKBH3UTOB:
MHAEKC Jena (B COOTBETCTBUM C HOMEHKJIATYpod jen  obueoOpazoBaTeabHOM
OpraHu3aliy;, MOJHOE HaWMEHOBaHHE 00I1e00pa30BaTEIbHON OpraHu3ali;, HOMEp
JMYHOTO Aena; GpaMuinsg UMsl OTYECTBO paOOTHHKA B MMEHUTEIBLHOM IMaJeKe; 1aThl — I'OJ
Hayaja ¥ roJl OKOHYaHUs BEACHUS JI€J1a; KOJIMYECTBO JIMCTOB; CPOK XPaHEHMUS;

* IIOMEIICHHE JOKYMEHTOB, MOUICKAIIUX XPAHCHUID B COCTaBe JIMYHBIX J€l, B
XPOHOJIOTUYECKOM MOPSIKE:

BHYTPEHHSS ONUCH JTOKYMEHTOB Jena (npuioxenue Ne 3);

JIMYHBIN JINCTOK MO y4YeTy KaapoB (mpuioxxeHus Ne 6);

3asBJICHHUE O IIpUEME Ha paboTy;

IIPHUKa3 O IpuemMe Ha padoTy;

TPYZAOBOM AOrOBOD;

JOTOBOp O TIOJIHOW MAaTepHalbHOW OTBETCTBEHHOCTH (ecnu paboOTHHK —
MaTepHalbHO OTBETCTBEHHOE JIUIIO);

XapaKTePUCTUKU U PEKOMEH1aTeNbHbIE THChMA;

corylacie Ha 00paboTKy NepCOHAIbHbBIX JAHHBIX.

2.5. JIucThl TOKYMEHTOB, IOMEILIEHHBIX B JIMYHOE JIEJI0, TOAJIEXKAT HyMEPALIUH.

2.6. C nenbro obecrieueHust HaJUIeKale COXPaHHOCTH JIMYHOTO Jiejla MeIaroroB U COTpyIHUKOB
o011ieo0pa3oBaTelbHOW OpraHM3alMi KU yaoOCTBa B OOpallleHMM ¢ HUM OpU (HOpMHUPOBAHHUU
JOKYMEHTHl TMOMEIIAOTCA B OTHENbHYIO mNanky. Ilpum yBombHeHMHM pabOTHHMKAa MPOIIHMBAIOTCS
HUTKaMU U CIal0TCS B apXUB.

2.7. BHYTpeHHSs ONMCh JOKYMEHTOB, UMEIOIIMXCS B JIJMYHOM JEJIe, TOJDKHA CONEP)KATh CBEICHHUS
O TMOPSAJKOBBIX HOMEpax, HAaUMEHOBAHMSX JOKYMEHTOB Jiejla, KOJIMYECTBE JIMCTOB, JaTax
BKJIFOUYEHUSI JJOKYMEHTOB B JINYHOE JEJI0 U U3BATUA U3 JIENA, & TAKXKE KEM U3BAT AOKYMEHT M IO
KaKko! IpUYNHE.

2.8. BHyTpeHHss ONUCh COCTaBIsIeTCS Ha OTICIBHOM JIMUCTE MO YCTAaHOBIEHHOH (opme. JIMCThI
BHYTpPEHHEH OIKCU HYMEPYIOTCS OTIEIbHO.

2.9. Ilpu noAroToBKe JIMYHBIX A€ K NEpelade Ha XpaHEHHE K BHYTPEHHEW OIMCH COCTaBIISETCS
UTOrOBAasl 3alKCh, B KOTOPOI yKa3bIBaeTcs HU(PpaMy U MPOMUCHIO KOJIMYECTBO BKIIOYEHHBIX B HEeE
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIENa.

VV VVVVVYVY

3. Tlopsinok BeaeHusl JIMYHBIX JieJ1 T1eAaroroB W COTPYJAHUKOB OpPraHu3aluu,
OCYILIeCTBJISAIONIEH 00pa30BaTE/IbHYIO 1eITeJIbHOCTh
3.1. JludHOe neno MmeaaroroB M COTPYIHUKOB 0OIIe00pa3oBaTeIbHOM OpraHHU3allii BEIETCS B
TEUEHHWE BCETrO Tepuoja padoThl KaXJAOro Tejarora M COTpPyIHHKA B 001Ie00pa3oBaTeIbHOM
OpraHH3aIlHH.
3.2. JlanpHeliee BeACHUE JWYHOTO Jiefla TIEJAaroroB M COTPYAHHKOB OO0IIe00pa3oBaTeIbHON
OpraHM3aly MpelycMaTpUBAET MOMEIICHHWE B N0 JOKYMEHTOB, OOpasylolIuxcs B Ipolecce
paboueil IesSTeNbHOCTH U UMEIOLINX 3HAYEHHE JIJIsl TPYIOBBIX OTHOILIEHUH:

*  JIOTIOJHEHHE K TUYHOMY JIMCTKY MO Y4eTy KaJpOB;

*  JOIOJIHUTENBHBIE COrJIALIEHUS K TPYIOBOMY JOTOBODPY;

* KOINWU TPUKA30B MO JMYHOMY COCTaBYy, KOTOPHIE KACAIOTCSl MEJAaroroB U COTPYAHUKOB

0011e00pa3oBaTeIbHON OpraHu3aIiy;



* OT3BIBBl JIOJDKHOCTHBIX JIMI] O TeNarore © COTPYAHUKE 00Ieo0pa3oBaTeIbHOM
OpraHH3aLIH;

*  KOIIMH JJOKYMEHTOB O MOBBIIICHUN KBAIU(HKALINY;

*  KOIIMM CepTH(PUKATOB, IPAMOT;

* JIMCT — 3aBEPUTEIIb Jefia (COCTABIIAIOT IPU C/1ade JMYHOTO Jejia B apXUB);

*  HHBIC JOKYMCHTHI.
3.3. B memsax oOecriedeHHss KOHTPOJS 3a COXPAHHOCTBIO W AKTYaJIbHOCTBHIO JIMYHBIX JEN B
001eo0pa3oBaTeIbHON OpraHu3aluy eXeroJHo (He mo3aHee | kBapTana roja, cieayroIIero 3a
OTYETHBIM) TIPOU3BOJIUTCS IIPOBEPKA UX HAJMYKS U COCTOSIHUSI.
3.4. ExXeroJHyro NMpOBEPKY COCTOSHMS JMYHBIX /e Ha NMPEIMET COXPAaHHOCTH BKIIOYECHHBIX B
HEro JOKYMEHTOB HPOBOJUT CIELUAIBHO CO3JaHHasg Komuccus. O TpOBENEHHBIX MPOBEpPKax
Je7aeTcss OTMETKA B JIUCTE O Pe3yNbTaTax €XeroJHOW MPOBEPKH COCTOSHUS W HAJMYHS JTHYHOTO
nena (mpunoxenne Ne 5) u coctaBisieTcs akT. Pe3yiabTaThl IPOBEPKH JTUYHBIX JIe]T B 0053aTEIbHOM
HOPSIZIKE TOBOASATCS IO IUPEKTOpa 00I1e00pa3oBaTeIbHON OpraHu3alyy.

4. Tlopsaok y4éra M XpaHeHHs JHYHBIX JieJl MeJaroroB M COTPYAHHKOB OpPraHU3alMu,
ocyulecTBJsIOIIEH 00pa30BaTebHYIO 1€ TeJIbHOCTD.

4.1. XpaHeHue M y4eT JUYHBIX JIeJ TEearoroB U COTPYIHUKOB OPraHU3aIl|K, OCYIIECTBIISIONICH
00pa30BaTEeNbHYIO JIEATEIHPHOCTh, OPTAHU3YIOTCS C IENIbI0 OBICTPOro U 0e30IMO0YHOrO TOUCKa
JUYHBIX JIe7, OOCECIICYCHHS WX COXPAHHOCTH, a TaKXKe OO0CCIeYeHUsT KOH(MUICHIIUATbHOCTH
CBCI{@HI/Iﬁ, CoACpIKAIMXCA B JOKYMCHTAaX JIMYHBIX JCJI, OT HCCAHKIIUOHUPOBAHHOI'O JOCTYIIA.

4.2. JlnuHble 1ena COTPYAHUKOB XpaHATCs B celie 0011eo0pa3oBaTesIbHOM OPraHUu3aIiH.

4.3. TpynoBble M MEAUIIMHCKNE KHIKKH XPAHITCS OTIEIBHO B ceide.

4.4. Jloctyn K JIMYHBIM JeJIaM TIEIarOrOB U COTPYAHHMKOB OOIE00pa30BaTeIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpEeTapb, CIEHUAIUCT IO KaapaM, JIHPEKTOp 00meoOpa3oBaTeabHOR
opraHuzanu JIMOO 3aMECTHTEIH JUPEKTOpa IPU HUCIOJIHEHUU OO0S3aHHOCTEH JIUPEKTOpa
o011eo0pa3oBaTeIbHON OpraHU3aIiy.

4.5. Cucrematuzalds JUYHBIX JIeJ TIEAaroroB W COTPYIHUKOB 00IIe00pa3oBaTENbHON
opranu3anv MMpoOrU3BOJUTCA B aﬂ(i)aBI/ITHOM opAdKeE.

4.6. JIuyHble nena MeaaroroB W COTPYAHUKOB OO0IIE0Opa3oBaTENbHON OpraHHU3aIllud, UMEIOIINX
roCcyaapCTBECHHBIC 3BaHMA, IPEMUHN, HArpaabl, YUCHBIC CTCIICHU U 3BAHUA, XPAHATCA IMOCTOAHHO, a
OCTaJIbHBIX COTPYAHHKOB — 75 JIeT ¢ roja yBOJbHEeHHs paboTHUKA (B cooTBeTCTBUH C [lepeunem
TUIOBBIX YIIPABIEHYECKUX IOKYMEHTOB).

5. Ilops10K BhIIa4YM JIUYHBIX /IeJ1 BO BpeMEHHOe M0JIb30BaHue

5.1. Bblgaua nauuHBIX Jen (OTIENBHBIX JIOKYMEHTOB B COCTaB€ JIMYHOTO Jiefla) BO BPEMEHHOE
M0JIb30BAaHHUE TPOU3BOJUTCS C Pa3pelIeHus] JUPEKTopa 00Ieo0pa3oBaTeNbHON OpraHU3alUH MO
3asBJICHUIO COTPYIHHMKA OpraHU3allii, OCYIIECTBISIOMEH 00pa30BaTeIbHYIO 1€ATEIbHOCTb.

5.2. Pabora (o3HaKoMJIeHHWE) C JIMYHBIMH  JieJJaMM  TE€JAaroroB U  COTPYJHUKOB
00111e00pa30BaTeIbHON OpraHU3aluy MPOU3BOIUTCA B MPUEMHON qupekTopa. B xoHie pabodero
THSI CEKpeTaph WM CIEIHATUCT O KajapaMm o0s3aHa yOeAWThCs B TOM, YTO BCE JIMYHBIC Jena,
BbIIaHHBIE BO BPEMEHHOE II0JIb30BAaHHE, BO3BpAlllEHbl HA MECTO XpaHEHHS M €CTh JIH
HE0OXOIMMOCTD ISl IPUHSTHS MEP K UX BO3BPAIICHUIO UITH PO3BICKY.

5.3. @akT BbIIa4YM JIUYHOTO Jiea (PUKCUPYETCS B KOHTPOJIBHOM >KypHAJIe.

5.4. V3psATHE OTAETBHBIX JOKYMEHTOB M3 JIMYHOTO Jieia TIPOU3BOJMUTCS C PA3peIICHHs TUPEKTOpa
o01meo0pa3oBaTeibHOM  OpraHu3aluu ¢ Oo(GOpMIIEHHEM COOTBETCTBYIOLIEH 3amucu B Tpade
«[Ipumeuanue» BHyTpeHHel onucH. [Ipu BpeMEHHOM H3BATHH JTIOKYMEHTa Ha €ro MecTO (MEXIYy
JUCTaMU COCETHHX JOKYMEHTOB) BKJIAJbIBAETCS CIIPaBKa-3aMECTUTENb C yKa3aHHEM JaThl U
IIPHUYUH U3BATHUA C IOANHMCHIO JIMIA, BBIIABIICIO JOKYMEHT, U IMIOANKMCHIO JIMIA, TOJTYUYUBIICTO €0
BO BPEMEHHOE I0JIb30BaHHE.

6. OdopMiieHHe JIMYHBIX JeJI Nepe] caaveil B apXuB
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6.1. Odopmienue TUYHBIX A€ AJs Mepeayd B apXUB MPOU3BOJUTCS CHEIMATIMCTOM IO Kaapam
0011e00pa3oBaTeIbHON OpraHu3aIii. JTa Mpolieypa BKIIOYAeT:

* [OAWIMUBKY (MEpeIuieT) Aena;

* YTOYHEHHE HyMepaluH JUCTOB JIeNa;

*  COCTaBJIEHUE JIMCTa-3aBepuTels (mpuioxenue Ne 8);

* cocTaBiieHUE (YyTOUHEHHE) BHYTPEHHEH OMMCH;

* BHECCHHE YTOYHEHUH B PEKBU3HTHI JIUILIEBOM OOJIOKKH J1ena.

6.2. Jlucr-3aBepurenp Jena JOJDKEH MOJNUCATh €ro COCTaBUTENb, NP ITOM JEJIAETCs
pacmudpoBKa IODKHOCTH W TOMIKMCH, NPOCTaBIsSeTcs nara. B mporecce HCIOIB30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTENIE JIENAI0TCA COOTBETCTBYIOLIME OTMETKU. Ecnu aeno
MOJIIATO O€3 JMCTa-3aBEPUTENS], TO €ro CIEAYeT HAKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMUHBIX JIEJT PEKOMEH/TyeTCsI:

* 00BEIMHATh MHAWBUIYaAJIbHBIE JIMYHBIE J€Ja YBOJECHHBIX COTPYJHHKOB B OAHY OOJOXKKY
(0ObEeIMHEHHOE /IEI0) C TAaKUM pacdyeTroM, 4ToObl 00beM jena (Toma) He mpesbiman 250
JUCTOB (ITyTe€M CLIMBKU MaTE€pHUaIoOB UHIAMBUIYAIbHBIX JI€] 10 F0JaM YBOJIbHEHHU);

* pacrmojiaraTh MaTepHallbl WHAWBUIYAIBHBIX NIl B Tpejaenax nena (Toma) B aa(aBHTHOM
nopsiake (moaMuiIbHO), OTAENSS MaTepUallbl, OTHOCSIIUECS K pa3HbIM MHIUBUAYAIbHBIM
JiefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHWeM Ha HeM (paMWiInM, UMEHH M OTYeCTBa
COOTBETCTBYIOILIIETO  YBOJEHHOIO IeJlarora M COTpyIAHMKa 001ieo0pa3oBaTeabHON
OpraHu3aIuy,

* cHa0XaTh Kaxa0e OObEJUHEHHOE JeJ0 (TOM) BHYTPEHHEH OIUCBhIO C MEepEeUUCIIEHUEM
dbamunuii, UIMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUIl, B TpeAesax KOTOPBIX
PacIoyioKeHbl COOTBETCTBYIOLIUE JOKYMEHTBHI.

6.4. [lepenada TMUHBIX A€ B apXUB OCYIIECTBIIICTCS HE TO3HEE TPEX JIET IMOCIIe 3aBEPIICHUS X
B JIEJIONPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. IlpeaBapuTenbHo cekperapeM, CreruaaTucToM
Mo KaJpaM TIPOBEpSETCS IOJHOTa W TPABHIBHOCTH TOJTOTOBKM JIMUHBIX JeJ K Iepenade.
BelsiBIIeHHBIE TTPU NPOBEPKE HEAOCTATKHM YCTPAHSIOTCS CEKpeTapeM, CHEIMAIMCTOM IO Kajpam.
[epenaua u mpreM MPOU3BOIATCS MO OTHCH C MTPOCTAHOBKOW OTMETOK O HAJTMYWH JIMYHBIX JIEI.
6.5. JInunble nena nefaroroB U COTPYIHUKOB 0011e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbIE
nenonpousBoacTBoM jo 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 roma — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0ieoopa3oBaTenbHON OpraHu3alii UMEIOT
MIOCTOSTHHBIN CPOK XPaHEHHUSI.

7. OTBETCTBEHHOCThH
7.1. Tlemaroru W COTPYAHUKH OOIIE00pa30BATENHLHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MIPEJICTaBIATh CEKPETAPIO WU CICIIHATUCTY 0 KaJpaM CBeJIeHUsI 00 N3MEHEHUHN B IMIEPCOHATBHBIX
JMaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOIO Aea.
7.2. Paboronmarens obecrieYnBacT:
* COXpPaHHOCTh JIMYHBIX JIEM TMEeJaroroB M COTPYIAHUKOB  00IIeoOpazoBaTebHOMN
OpraHH3allVH;
* KOH(UIEHIMAIBHOCTh CBEACHUI, COAEPKAIIMXCS B JUYHBIX JeJaX T[eJaroroB M
COTPYIHUKOB.

8. [IpaBa pa6oTroaaresisi U padOTHUKA
8.1. llns obecrieyeHHs 3alIUThl MEPCOHANBHBIX JAaHHBIX, KOTOPHIE XPAHATCS B JIMYHBIX Jeiax
MEearoroB W COTPYJHHUKOB 00IIe00pa30BaTeNbHOW OpraHW3alud, MEeAarord W COTPYIHUKH
00111€00pa30BaTENIbHON OpraHnu3alui UMEIOT MPaBo:
* TIOJYyYUTHh TOJHYIO HWH(OPMAIUIO O CBOMX TMEPCOHAIBHBIX NTaHHBIX W 00pabOTKE ATHUX
JTAaHHBIX;
*  MOJY4YUTb CBOOOIHBIN JOCTYI K CBOUM IEPCOHATBHBIM JaHHBIM;



*  MOJYYHUTH KOMUU JJOKYMEHTOB, XPAHSIIUECS B IUYHOM JIeNIe U COJIepIKalIlie TePCOHATBHBIC
JIaHHBIE.

* TpeOOBaTh UCKIIOUCHUS WM UCIIPABJICHUS HEBEPHBIX U HETIOJHBIX NMEPCOHAIBHBIX JTAHHBIX.

8.2. PaboToaTenp UMEET MpaBo:

* 00pabarpIBaTh MEPCOHANBHBIC JAHHBIC TIEJaroroB U COTPYIHUKOB 001IeoOpa3zoBaTeIbHON
OpraHM3allfK, B TOM YUCIIC U Ha 3JICKTPOHHBIX HOCHUTEIISX;

* 3ampOCHTh OT TENaroroB W COTPYIHUKOB 00meo0pa3oBaTeNbHON OpraHu3aluyd BCIO
HEOOXOIMMYI0O HMH(MDOPMALMIO JUIS BEJACHHS JMYHBIX JIed W OOpaOOTKH IEpPCOHATBHBIX
TaHHBIX.

9. 3ak/II04YUTe/IbHBIE M0JI0KEHUS

9.1. Hacrosee [lonoxxenue o nmopsjike BeAEHUS JUYHBIX /11 PAOOTHUKOB SIBJIAETCS JIOKAJIbHBIM
HOPMATHUBHBIM aKTOM, IpUHUMaeTcs Ha [legarormueckoM coBeTe HIKONBI U yTBep:kaaercs (JInbo
BBOJIUTCS B JICHCTBHE) MPUKA30M JIUPEKTOPA OpraHU3alNK, OCYILECTBIIAIONEH 00pa30BaTENbHYIO
NEeSITENIbHOCTD.

9.2. Bce u3MeHeHUs U JOINOJIHEHMs, BHOCHMble B Hacrtosiuee [lomoxeHue, opopmisitorcs B
IIUCBMEHHOW (QopMe B COOTBETCTBUM JICHCTBYIOIIMM 3aKOHOJATENIbCTBOM  Poccuiickoii
®enepanuu.

9.3. IlonoxeHne O MOPSAKE BEACHUS JIMYHBIX e paOOTHHKOB 00pa30BaTENbHON OpraHU3aluu
IIPUHMMAETCS Ha HEONpeNeNIeHHbIM cpok. IM3Menenus u pononHeHus Kk  Ilomosxenutro
PUHUMAIOTCS B IOpsijiKe, IpeaycMoTpenHoM 11.9.1. Hacrosimero [lomoxxeHus.

9.4. Ilocne npunstus IlonoxeHus (UAM W3MEHEHUM W JIONOJHEHUH OTIENBHBIX ITYHKTOB HU
pa3zesioB) B HOBOM peaKLuy IpeablIylas peJakliis aBTOMaTUYECKU yTPauuBaeT CUILY.



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




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

O0J107KKa JIMYHOTO Jeia

Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JIMYHOE JIEJIO Ne

(3aroyioBOK Jiena)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIMCTax
XpaHuTh et
Donx Ne
Ommce Ne
Hemo Ne




BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

Ipunoxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

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

(umpamMu ¥ IPOIHCHIO)

KonnuecTBo 1MCTOB BHYTpEHHEN OIUCH

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(1mdpamMu ¥ TPOIKCHIO)

« » 202 roma

(monuce)




©.1.0.

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

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakomIIeHUS Tiearora
U COTPYJIHUKA C INYHBIM
JIETIOM

Iloanuce nienarora u
COTpYAHHKA

OTMeTKH, MpUMEYaHus,
3aMeUYaHus
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[Ipunoxxenne Neb5

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

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

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[ara npoBepku

d.N.0. unenosn
KOMHCCUU

Iloxnucu yieHoB
KOMUCCHUU

Pesynbprar nposepku
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1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OECJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT4ecTBO

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
CIEeLUAIBHOCTh
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 OOBSCHSTHCS, BIIAIEeTe CBOOOTHO)

12




10. Brimonmusiemas paGoTa ¢ Hadana TPYAOBOHM NEATENBbHOCTH (BKJIIOYas y4ueOy B BBICIIUX H
CPEHHUX CITeIMATBHBIX YYEOHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIHCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS, MecToHaxoxaeHue
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 Botick

(KOMaHJHBI!, MOJTUTHYECKUH, a IMUHUCTPATUBHBIN, TEXHUYECKUHN U T. 11.)

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  rona
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[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

AHKETA

JIMYHBIX OECJT pa6OTHI/IKOB

damunusa

Nmsa

OT14ecTBO

Jara poxnenus

1. I'paxk1ancTBO (€Cid U3MEHSIIU, TO YKaXHUTE,
KOT/JIa M 110 KaKOUW MPUYUHE)

2. OOpa3oBaHue, ydyeHas CTeNeHb (Korja u
Kakue ydueOHbIE 3aBEACHUS OKOHYIJIM, HOMEpa
qurIoMoB). CHenuanibHOCTh M KBaTU(UKAIUS
110 JUTIOMY

3. KakuMu MHOCTpaHHBIMHU SI3bIKAMU U S3bIKAMU
HaponoB Poccuiickoii ®denepanun BiajeeTe U B
Kakod  cTemeHuM  (YuTaere U MOXKETe
0OBSICHATHCS, BlIaJieeTe CBOOOIHO)

4. BemonnseMas paboTa ¢ Hayana TpyAOBOM JIeATebHOCTU (BKJIIOYAsi BOCHHYIO CIY»KOy U paboTy

110 COBMECTHUTEIILCTBY)

Mecsi u Tof I[OJ'DKHOCTL C YKAa3aHUECM YUPCIKACHU,

MIOCTYIUIEHHUS yxozaa OpraHM3aliK, IPEINPUITHS, a TAKXKE
MHUHHCTEPCTBA (BEJOMCTBA)

MecronaxoxaeHue
YUPEKIACHUS,
OpraHu3aluy,
PEANPUATUS

5. Bamm Gnu3kue poJCTBEHHUKH (JKE€HA, MYXK, OTell, MaTh, OpaThsl, CECTPHI)

CreneHb Ddamuays, UM, I'ox Mecto paboThl,
pojacTBa OTYECTBO POXKIECHHS JOJDKHOCTD

Anpec mecTa
KUTEIIbCTBA

6. lomamHuii agpec u HoMep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMeEp, cepusl, KeM M KOT/ia BbIJIaH)
8. JlomomHUTENBHBIE CBEICHUSI, KOTOpBIE BB *xKemaere cooOmuTh o cede

10. Ha xakoii ypoBeHb 3apiuiatel Bel paccuntsiBaere?

« » 202 ronma

(IOIDKHOCTD OTBETCTBEHHOTO 33 KaJPOBBIH yUeT) (mozmmucs)
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(pacuupoBKa IOIINCH)




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

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 onucu JINCTOB
OcobeHHocTr (PU3NIECKOTO COCTOSTHHS U Howmepa nucros
dbopMHUpOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacumpoBKa MOAMKCH)

« » 202  ronma
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