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INIOJOXEHUE
0 MopsiIKe BeJeHHs JMYHBIX /eI PpA0OTHHKOB

1. O0mue mo10:xeHHAS

1.1. Hacrosmiee Ilonoxkenne o MOpsiIKEe BeNEHUS JIMYHBIX /€71 PaOOTHUKOB OpPTraHU3aIlHH,
OCYIIIECTBISIONIEH 00pa30BaTENbHYIO AEATEIbHOCTD, pa3padoTaHo B COOTBETCTBHH ¢ DenepanbHbIM
3akoHOM Ne 273-®3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit @eneparum», denepanbHbIM
3akoHOM OT 27.07.2006 Ne 152 «O nepcoHanbHbIX JaHHBIX, [Ipukazom denepaibHOro apXUBHOTO
arerrctBa ot 23 nekadps 2009 roga N 76 «O06 yTBepx)aeHUN MeTOANYECKUX PEKOMEHAAIMI 10
pa3paboTKke HWHCTPYKUMH IO JAETONpPOU3BOJACTBY B (helepaibHBIX OpraHax HCHOJHUTEIbHOM
Bractu», Ykazom Ilpesumenta ot 30.05.2005 Ne 609 «O6 yrBepxkaenun Ilomoxxenus o
MEPCOHANIBHBIX JIaHHBIX TOCYJAapCTBEHHOIO ciyxkamero Pocculickoit denepaii U BEACHUH €T0
muyHoro nena», TpymoBeiM Kopexkcom Poccuiickoit @enepanun, KoJUIEeKTUBHBIM JOTOBOPOM,
YcTaBoM opraHu3alvu, OCYIECTBISIIOIICH 00pa30BaTENbHYIO ACSITENbHOCTD.

1.2. Tannoe Ilonoxxenue ompenensieT MOPAIOK BEIECHUS JUYHBIX €N MEJaroroB M MHBIX
COTPYIHUKOB U PabOTHHKOB MIKOJBI, OMpPEENsIeT MOpsIoK (opMHpOBaHUS, ydeTa U XpaHECHHS,
BBIJIa4M JIMYHBIX JIEJT BO BPEMEHHOE MOJb30BaHME, a TAK)KE€ OTBETCTBEHHOCTh, ITpaBa pabOTHUKOB U
JTUpPEKTOpa 00pa3oBaTeIbHON OPraHU3aIUH.

1.3. Hacrosimee [lonmoskeHue yTBepKaaeTcsi MPUKa30M IO MIKOJIE U SBISETCA 0053aTeIbHBIM
JUTSI BCEX KaTEeropui NeAaroruueckux M Ipyrux COTPYIHUKOB IIKOJIBI.

1.4. Benenue nUYHBIX JEN TENAaroroB M COTPYIHUKOB IIKOJBI BO3JIATaeTCsl CEKpeTaps
00pa3oBaTeNbHOI OpraHu3aluy.

1.5. Jluunoe nemo — OCHOBHOM JOKYMEHT MEPCOHAIBHOTO YyYeTa, COAEp Kaluid Hamnbosee
TMIOJIHBIE CBEACHHS 0 PaOOTHHKE 00pa30BaTENbHON OpraHU3alluu U ero TPYAOBOH JesTeNbHOCTH. B
JIUYHOE JIEJI0 BHOCSATCS CBEICHUS, CBI3aHHBIC C MTOCTYIUICHUEM Ha padOTy U YBOJLHEHHUEM.

1.6. Caegenwusi, cojaepKalluecss B JIMYHOM JeJie, OTHOCSATCS K KOH(UICHIIMAIBLHOU
nH(pOpMaIUU, UMEIOT OTPAaHUYCHHBIN JOCTYI U Pa3TIalIeHUIO HE TTOJIekKAT.

1.7. JluuHOe eno BeeTcs B TEYSHHE BCETO Meprojia padoThl paboTHUKA.

1.8. Benenne HeCKONbKUX JIMUHBIX €] OJHOr0 pabOTHHKA 00pa30BaTENIbHON OpraHU3alud
HE JIOMyCKaeTcsl.

2. Ilopsinok (popMupOBaHUS JMYHBIX eI COTPYAHHKOB

2.1. ®opmupoBaHHE JTUYHOIO Jejla IEeJaroroB M COTPYAHUKOB 0011eo0pa3zoBaTebHOM
OpraHu3ali IPOU3BOJAUTCS HEMOCPEACTBEHHO TIIOCIe TpueMa B 00I1Ie00pa3oBaTeIbHYIO
OpraHU3alMI0 UM [IEPEBO/Ia MEJaroroB U COTPYIHUKOB U3 Jpyroi o0pa3oBaTeIbHON OpraHU3alH.

2.2. IIpu nocTyruIeHnu Ha paboTy IpakJIaHUH MPEJOCTaBIISACT:

- IMYHOE 3asBJIEHUE, HAIIICAHHOE COOCTBEHHOPYYHO;

- TOKYMEHT yIOCTOBEPSIOIIUN JTUYHOCTD;

- TPYZAOBYIO KHUXKKY;

- IOKYMEHT 00 00pa3oBaHUU;



- TMYHYI0 MEIULIUHCKYIO KHIXKKY;

-CIIpaBKa 0 HAIMYUU (OTCYTCTBHH) CyIUMOCTU M (WiH) akTa yroJOBHOTO IpecieI0BaHus,
BBIJIAHHOTO COOTBETCTBYIOIIUM OPraHOM MPAaBOMOPSIKA;

-JIpyrye JOKYMEHTHI MPEyCMOTPEHHBIE 3aKOHOAATEIIbCTBOM.

2.3. B CcOOTBETCTBMM C HOPMATHUBHBIMU JOKYMEHTAaMH B JIMYHbIC JeJia IEJaroroB "
COTPYTHUKOB OpPTraHHU3AIMH, OCYIIECTBISIONIEH 00pa30BaTeIbHYIO NEATeIbHOCTh, BKIIAIBIBAIOTCS
CIIEyIOIINEe JOKYMEHTBI:

s nedazo2os:

. 3asBIIEHUE O MIpHEME Ha paboTy;

. coryiacie Ha 00paboOTKy MePCOHATIBHBIX JAaHHBIX I1€arora;

. CIipaBKa O HaJu4MHu (OTCYTCTBHHM) CYIMMOCTH W (WiH) ¢dakTa yroJgoBHOTO
MPEeCiIeJOBaHus, BBIIAHHOTO COOTBETCTBYIOIIUM OPraHOM IPABOTIOPSIKA;

. aBroOuorpacdus pabOTHHKA, HANTMCAHHAsS OT PYKU B IPOU3BOJILHON (hopme;

. KOIUS JOKYMEHTa BOMHCKOI'O y4yeTa (111 BOEHHOOOSI3aHHBIX );

. KOMUS CBUACTEILCTBA O 3aKJI0UeHUU Opaka (Mpu HATUYHH);

. KOTIVSI CBUJICTEIHCTBA O POXKICHHUH AeTeH (MIpHU HAIMYHN );

. KOIUU IOKYMEHTOB 00 00pa3oBaHuy;

. KONHMH JTOKYMEHTOB O KBaJH(HKAIMKA WM HAJTUYWE CHEIHATbHBIX 3HAHUN
(Ipu HATMYWN);

. KOTIMH aTTECTAIIMOHHBIX JINCTOB (TIPH HAJTMYHUH);

. KOIMUU IOKYMEHTOB O MPOXO0KICHIH KYypPCOB MOBBIIICHUS KBaTU(UKALIUN

. KOIIUU JIOKYMEHTOB O HarpaxaAeHU! (IIpU HAIUYUK);

. XapaKTepUCTHKHU, peKOMEHaTeIbHbIe TUChMa (IIPU HAJTHUYUH );

. MpUKa3 o rpuemMe Ha padoTy;

. IPUKa3 O MepPeBOie Ha MHYIO TOJHKHOCTD (TIPU HAJIMYUH);

. TPYAOBOW JOTOBOp (C TOCIEAYIONIMM BKIIIOYCHHEM JIONOJHHTEIHHBIX
COIJIAIlIEHU K TPYAOBOMY JI0TOBODY);

. KOMHSI TPYLOBOM KHUKKH, €CIIM pAaOOTHHUK MPHHAT IO COBMECTUTENbCTBY;

. JUYHBIN JIMCTOK M0 YUYETY KaapoB ¢ poTorpaduei (3anoiaHseTcs pabOTHUKOM);

. OIUCH IOKYMEHTOB, UMEIOIUXCS B JINYHOM JIeJIE.
s pabomnukos:

. 3asBJIEHHE O ITpHEMe Ha padoTy;

. corjacue Ha o0pabOTKy MepCOHAIBHBIX JAHHBIX TIE1arora;

. CIpaBKa O HAIMYUU (OTCYTCTBHH) CYAMMOCTH U (WUiH) ¢akTa YroJaoBHOTO
MIPECIIeIOBaHNS, BBIIAHHOTO COOTBETCTBYIOIIUM OPTraHOM ITPABOIIOPSIIIKA;

. aBTOOHOrpadus paboTHHUKA, HAIMCAHHASA OT PYKHU B POU3BOJIBHOM (hopwme;

. KOIUS JOKYMEHTa BOMHCKOTO yuyeTa (IIsi BOEHHOOOS3aHHBIX);

. KOIHSI CBUJIETEIbCTBA O 3aKIII0YEHUH Opaka (IIpu HAJIMYuK);

. KOTIVISI CBUJICTEIHCTBA O POXKICHHUH AeTeH (MTpH HATMIHN);

. KOIHHU JJOKYMEHTOB 00 00pa30oBaHuy;

. KOINUU JIOKYMEHTOB O HarpaXaAeHU! (IIpyU HAIUYUK);

. XapaKTEePUCTHKH, pEKOMEH1aTeNIbHbIE MICbMa (TIPH HATUYHHN);

. MpUKa3 o puemMe Ha paboTy;

. IPUKa3 O MepeBoie Ha MHYIO TOJHKHOCTD (TIPU HAJIMYUH);

. TPYAOBOW 1OTOBOp (C TOCIEAYIONIMM BKIIIOYCHHEM JIOMOJHHTEIHHBIX
COIJIAIIEHUH K TPYAOBOMY JIOTOBODY);

. KOMUS TPYIOBOM KHIKKH, €CIM paOOTHUK MPUHST IO COBMECTUTENLCTBY;

. JMYHBIN JTUCTOK MO YUeTY KaapoB ¢ ¢pororpadueii (3anoiaHseTcss paOOTHUKOM);

. OINKCh TOKYMEHTOB, UMEIOIIUXCS B JINYHOM JIelIe.
Pabomooamenv oghopmnsem:

. TPYZOBOM AOTOBOP B IBYX SK3EMILIAPAX;

. IpUKa3 o mprueMe Ha padoTy (0 mepeMelieHn Ha Apyrue JOKHOCTH);



. TU4IHY0 KapTouky Ne T-2;

. JOJKHOCTHYIO HHCTPYKIIMIO B IBYX SK3EMILISIpaXx.
Pabomooamenw 3naxomum:

. C HOPMAaTUBHO-TIPABOBBIMU JIOKyMEeHTaMu KO (YcraBoM, KomiekTuBHBIM
norosopom, ITpaBriiaMu TPyI0BOTO pacHopsIKa U JIp. JIOKATbHBIMU aKTaMH ),

. C JOJDKHOCTHOW MHCTPYKLUEH;

. IIPOBOIMT BBOJHBIA HHCTPYKTAXK, HHCTPYKTAX MO OXpaHe TPY/1a, HHCTPYKTAK

0 MIPOTHBOIOKAPHOM OE30MaCHOCTH.
2.4. IlepBuuHoe oOpMIICHHE JIUYHOTO Jieia IPeayCMaTpPUBACT:

. MPUCBOCHUE JTUYHOMY JIeTTy HOMEpa COTJIACHO XypHATY y4eTa JIUMYHBIX el
(mpunoxerue Ne 1);
. MPOCTaBJICHHE Ha O0JOXKKE JIMYHOTO jAena (mpriokeHrue Ne 2) Clemyronmx

PCKBU3HUTOB: MHJACKC [CJIa (B COOTBCTCTBHUH C HOMeHKHaTypOﬁ ACJI 06H1606p330BaTCJIbHOI>'I
opraHnu3anyu; IIOJJHOC HAUMCHOBAHUC O6HI€O6pa30BaTeHBHOﬁ opraHu3aly, HOMCP JIMYHOI'O
AcJia, (1)aMI/IJ'II/I$I UM OT4YECTBO pa6OTHI/IKa B MMCHUTCIIBHOM IMaACXKE, NaThl — 'O Hadajla Hu
roa OKOH4YaHHA BEACHUA ACJIa;, KOJIMYCCTBO JIMCTOB,; CPOK XPAaHCHU,

® MMOMCIICHNUE JOKYMCHTOB, IMOJJICI)KAIUX XPAHCHUIO B COCTABEC JIMYHBIX NCJI, B
XPOHOJIOIMYCCKOM IMOPAOKE:

> BHYTPEHHSIS OMKCh TOKYMEHTOB Jiena (mpuiioxkenue Ne 3);

> JUYHBIA JTUCTOK IO YYETY KaJpoB (mpuiioskeHust Ne 6);

> 3asiBJIICHUE O IpUeMe Ha paboTy;

> IIPUKa3 O puemMe Ha paboTy;

> TPYAOBOH JAOTOBOD;

> JIOTOBOP O MOJTHOW  MaTepuajbHOM  OTBETCTBEHHOCTH  (€CiH

pabOTHUK  — MaTepHajIbHO OTBETCTBEHHOE JIMILIO);

> XapaKTePUCTHKH U PEKOMEHIaTeIbHbIE MHChMA,

> corylacie Ha 00paboTKy NepCOHAIbHbBIX JaHHBIX.
2.5. JIMCTBI JOKYMEHTOB, MOMEUICHHBIX B JIMYHOE J€JI0, TIOJJIeXKAT HyMEpaIiH.
2.6. C nenpro obecnieueHusI HaIeKaIeH COXPaHHOCTH JIMYHOTO JIeNa TIeJaroroB U

COTPY/HUKOB 00111€00pa30BaTeIbHON OpraHu3aluil U yaoO0CTBa B OOpallleHMH ¢ HUM IpH
(hopMHpPOBaHUY JOKYMEHTHI TOMEIIAIOTCS B OTAENbHYIO manky. [Ipu yBoidpbHEHNN pabOTHHKA
MPOIIMBAIOTCS HUTKAMU M CAAIOTCS B apXMB.

2.7. BHyTpeHHSISI OMHCHh JOKYMEHTOB, WMEIOMIMXCS B JIMYHOM JeJie, TOJDKHA
COJIepKaTh CBE/IEHUS O MOPSIKOBBIX HOMEPax, HAMMEHOBaHMAX JIOKYMEHTOB JieJla, KOJIMYECTBE
JIMCTOB, J1aTaX BKIIOYCHHUS JOKYMEHTOB B JINYHOE JIETIO U U3BATHS U3 JIeNa, a TAKKE KEM U3BAT
JOKYMEHT U 110 KaKOi MpUYHHE.

2.8. BHyTpeHHs onuch COCTaBISETCS Ha OTAEIBLHOM JIMCTE MO YCTAHOBJICHHOM
¢dopme. JIUCThI BHYTpEHHEH OMUCH HYMEPYIOTCS OTAEIBHO.
2.9. [Tpu moATOTOBKE IMYHBIX €] K Iepeade Ha XpaHeH!e K BHYTPEHHEH ONucH

COCTaBJIICTCA MTOroBas 3allMCh, B KOTOpOI‘;I YKa3bIBaCTCsA I_II/I(I)paMI/I " MPOIMUCBIO KOJIUYCCTBO
BKIIFOYCHHBIX B HEC JOKYMCHTOB U KOJIMYCCTBO JIMCTOB J€JIa.

3. IMopsinok BeJleHusl JIMYHBIX Aea  MeJaroroB "
COTPYIHHKOB OpPraHM3anyu, OCYLIeCTBIIAOIIeH 00pa30BaTEebHYIO 1eSITeIbHOCTD

3.1. JlInuHOE NEeT0 MeaaroroB U COTPYIHUKOB 001Ie00pa30BaTeIbHON OPraHU3aIMK BEAETCS
B TE€UEHHE BCEro Inepuojaa paboThl KaXJ0To Meaarora M COTpyAHUKa B 00I1e00pa3oBaTesIbHON
OpraHH3alMH.

3.2. lanpHeliee BeACHNE JIMYHOTO JIeJIa IeIaroroB U COTPYIHUKOB 00111e00pa3oBaTeIbHON
OpraHu3aly IMpeaycCMaTpUBAcT MOMELICHWE B JIEJI0 JOKYMEHTOB, O0pa3yroIluxcs B Ipolecce
paboueil eI TeNbHOCTH U UMEIOIUX 3HaYCHUE TSl TPYAOBBIX OTHOLICHUH:

. JOTIOJIHEHHE K JTMYHOMY JIMCTKY II0 Y4€Ty KaJpoB;
. JIOTIOJTHUTEJIbHBIE COIVIALLIEHUS K TPYOBOMY JA0TOBOPY;



. KOTIMH TPHUKA30B IO JIMYHOMY COCTaBy, KOTOpPBIE KacalOTCs TENaroroB u
COTPYJHHKOB 00111e00pa30BaTeIbHON OpraHU3aluH;

. OT3BIBBI JIOJDKHOCTHBIX JIUIL O neziarore u COTPY/HHKE
001e00pa30BaTeIbHON OpraHN3aluy;

. KOITUH JIOKYMEHTOB O MOBBIIICHUU KBaJTH()UKALIUH;

. KOIIUHU CEPTU(PHUKATOB, TPAMOT;

. JIUCT — 3aBEPHUTENb JIeja (COCTABISIIOT P CAave JIMYHOTO JIeNa B apXUB);

® HWHBIC JOKYMCHTHBI.

3.3. B nensx obGecrieueHus: KOHTPOJIS 32 COXPAHHOCTBIO M aKTyaJbHOCTBIO JIMYHBIX A€ B
0011e00pa30BaTEIbHOM OpraHU3aluy eXerogHo (He mo3aHee | kBaprana rona, CIEAYIOMIETO 3a
OTYETHBIM) MPOU3BOAUTCA MTPOBEPKA UX HAJTMYUS U COCTOSTHUSI.

3.4. EXerogHyr TPOBEPKY COCTOSHHUS JIMYHBIX JIe1 Ha TpPeaIMeT COXPaHHOCTH
BKJIFOUEHHBIX B HEr0 JOKYMEHTOB MPOBOJUT CIEHUATbHO co3qaHHas komuccus. O mpoBeIeHHBIX
MPOBEPKAX JIEIaeTCsl OTMETKA B JINCTE O PE3yJbTaTax €KEroJHON MPOBEPKU COCTOSHUS U HATMYUS
nu4HOro nena (mpuiokeHnue No 5) u cocraBnsiercss akT. Pe3ynbTaTbl MPOBEPKH JIMYHBIX €N B
00513aTeIbHOM MOPSAKE JOBOASATCS JI0 TUPEKTOpa 0011e00pa30BaTeIbHOW OPTaHU3aIIH.

4. IMopsiiok y4éTa U XpaHeHHs JUYHBIX J1eJI 1eIaroroB U COTPYIHMKOB
OpraHu3aimy, OCylecTBISIIOMEH 00pa30BaTEIbHYIO 1eATEIbHOCTD.

41. XpaHeHue W yd4eT JHMYHBIX [eJl TIeJaroroB M COTPYAHUKOB OpTaHU3aIHH,
OCYIIECTBIISIIOIIEH 00pa30BaTENbHYIO JEATEIbHOCTh, OPraHMU3YIOTCS C ILENbI0 OBICTPOrO |
0€30MO0YHOT0 TMOKCKA JIMYHBIX JIEJ, OOECIEYeHUs MX COXPAaHHOCTH, a TaKkKe oOecredeHus
KOH(QUICHIIMATBHOCTH  CBEJCHUH, COJIEpXKAaIIMXCS B  JOKYMEHTaX JHUYHBIX  JIeJ, OT
HECaHKI[MOHUPOBAHHOTO JIOCTYTIA.

4.2.  JluuHble ena COTPYAHUKOB XpaHsTcs B celipe 001eo0pa3oBaTeIbHOW OpraHU3aIH.

4.3. TpynoBble 1 MEIUIIMHCKNE KHI)KKH XPAHATCS OTIEIBHO B cede.

44. Jloctyn K JUYHBIM JejlaM IIeJJarorOB M COTPYIHUKOB 00I111€00pa30BaTeNnbHOIM
OpraHu3alK UMEIOT TOJIBKO CEKpeTaph, 3aMECTUTENb JUPEKTOpa, AUPEKTOP 00111e00pa30BaTeIbHOM
OpraHHU3aIUH.

4.5. Cucremarusauusi JUYHBIX J€Jl MEJaroroB M COTPYIHHMKOB 00IIe0oOpa3oBaTebHON
OpTaHU3aIH TPOU3BOUTCS B a(paBUTHOM TOPSIJIKE.

4.6. JluuHble fAena MEAAroroB W COTPYAHUKOB 0O0IIe0Opa30BaTENbHOW OpraHu3alui,
MMEIOIINX TOCYIapCTBEHHBIE 3BaHWS, NMPEMUU, HArpajbl, YU€HbIC CTENECHH M 3BAHUS, XPAHSITCS
MIOCTOSIHHO, a OCTaJIbHBIX COTPYJHHUKOB — 75 JIET € TO/a YBOJbHEHUS paOOTHUKA (B COOTBETCTBUU C
[lepeyneM THITOBBIX YIPaBICHYECKHX JTOKYMEHTOB).

5. Ilopsa0oK BbIAAYM JMYHBIX /i€l BO BpeMeHHOe M0JIb30BaHue

5.1. Beigaua nu4HBIX 1€ (OTAETBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO JIeNia) BO BpEMEHHOE
MOJIb30BaHNUE TPOU3BOJUTCS C PA3PEIICHHS JUPEKTOpa OO0Ieo0pa30BaTeIbHON OpraHU3aIluu IO
3asIBJIICHUIO COTPYIHUKA OpTraHU3alliH1, OCYIIECTBIISIONICH 00pa30BaTENbHYIO ACSITEIbHOCTD.

5.2. Pabora (0o3HakoMJIeHHWE) C JUYHBIMU JeJlaMd TelaroroB M COTPYAHUKOB
o011e00pa3oBaTenbHONM OpraHU3aluy MPOU3BOAUTCSA B MPUEMHON TuUpeKkTopa. B koHie pabouero
JHSI CEKpeTapb o0s3aHa yOeIuUThCS B TOM, YTO BCE JMYHBIC JI€Nia, BBIJAHHBIE BO BPEMEHHOE
M0JIb30BaHKE, BO3BPAIIICHBI HA MECTO XPAHEHHSI M €CTh JIM HEOOXOAUMOCTb JIJISl IPUHATHS MEp K UX
BO3BPAIIICHHUIO UJIH PO3BICKY.

5.3. ®@axT BbIIaYM JTUYHOTO fena GUKCUPYETCs B KOHTPOJIHHOM KypHAJe.

5.4. U3bpdaTHE OTIAEABHBIX TOKYMEHTOB W3 JIMYHOIO [I€Jla MPOU3BOJIUTCS C pa3pelieHus
IUpeKTopa 001meo0pa3oBaTebHON OpraHu3anud ¢ oGOpMICHHEM COOTBETCTBYIOUIEH 3amuCcH B
rpade «I[Ipumeuanue» BHyTpeHHEH omwmch. [Ipy BpeMEHHOM H3BATHU JOKYMEHTA HA €r0 MECTO
(Mexay IMCTaMH COCEHUX JJOKYMEHTOB) BKJIQ/IBIBAETCS CIIPAaBKa-3aMECTUTEIb C YKa3aHUEM JaThl U
MPUYMH U3BATHUS C MMOAMUCKHIO JIMIA, BHIIABIIETO JOKYMEHT, W TIOJMUCHIO JIUIIA, TIOJYUYUBIIETO €r0
BO BPEMEHHOE M0JIb30BaHUE.



6. OdopMmiieHHe JMYHBIX JeJI Nlepe] ciaveid B apXuB
6.1. OdopmiieHre ITUUHBIX AET Ul MEepeadd B apXWB MPOU3BOIUTCS CIICHHATIMCTOM IO
KajzpaM o0111e00pa3oBaTeIbHON OpraHu3aluy. JTa Mpoleypa BKIIOYaeT:

. MOAMIUBKY (MEepeIIeT) aena;

. YTOYHCHHE HyMEpaIliu JINCTOB JIeNa;

. COCTaBJICHUE JHCTa-3aBeputes (mpuioxenue Ne §);

. cocraBlieHUE (YTOYHCHHE) BHYTPECHHEH OMUCH;

. BHECCHUE YTOYHCHUN B PEKBU3HTHI JIMIIEBOI OOJIOKKH Jiea.

6.2.  Jlucr-3aBepuTens Jena JOJDKEH IMOANUCATh €r0 COCTABUTENb, IPU ITOM JEIaeTcCs
pacmmppoBKa JODKHOCTH M OJIKCH, IPOCTABIIseTCs 1aTa. B mpomecce UCTIONb30BaHUS apXUBHBIX
JOKYMEHTOB B JINCTE-3aBEpPHUTENIE ACTAIOTCS COOTBETCTBYIONME oTMeTKU. Ecnu neno momammro 6e3
JIMCTa-3aBEPUTEIIS, TO €T0 CIIEAYET HAKICHTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH JIela.

6.3. C nenpto o0ecrieyeHnst COXPaHHOCTH JIMUHBIX JIEJT PEKOMEHTYeTCs:

. OO0BEAMHATh WHAMBUIYyaIbHBIC JIMYHBIC Jiea YBOJCHHBIX COTPYAHUKOB B OJHY
00JIOKKY (00BEIMHEHHOE JIeJI0) C TAKUM PAacdeToM, 4ToObl 00beM fena (Toma) He mpeBbimain 250
JTUCTOB (IIyTEM CIIMBKU MaTEpUaiOB MHIUBHUIYaIbHBIX JIEJ I10 TOAaM YBOJIbHEHUS);

. pacrionarath MarepHuajibl HHIMBUAYAJIBHBIX JIeJ B TpeAenax jgena (Toma) B
andaBUTHOM Tmopsinke (MOGaMUIBHO), OTAENAS MaTepHajibl, OTHOCSIIMECS K pasHbIM
WHIUBUyIbHBIM JICJIaM, YHCTHIM JIICTOM OyMaru ¢ yKa3aHHEM Ha HeM (aMUINU, UMCHU H
OTYECTBa COOTBETCTBYIOILETO YBOJEHHOI'O Iearora M COTpPYAHHUKA 00Ieo0pa3oBaTeIbHOMI
OpTaHU3aINH;

. CHa0KaTh KaXJ0€ 00BbeTMHEHHOE JIeTI0 (TOM) BHYTPEHHEW OMKCHIO C IEPEUUCICHUEM
(bamuuii, IMEH U OTYECTB M YKa3aHHEM HOMEpPOB CTPAHMII, B MPEAETax KOTOPHIX PACIIOIIOKEHBI
COOTBETCTBYIOILIHE JJOKYMEHTBI.

6.4. Ilepemaya NWYHBIX €T B apXWB OCYIIECTBISIETCS HE IMO3JHEE TPEX JIET IOCIe
3aBEpUICHUS UX B JICIONPOU3BOJICTBE B COOTBETCTBHH C rpadukoM. [IpeaBapurensHO cekperapemM
MPOBEPSIETCS MOTHOTA U MPABWIBHOCTH MOJTOTOBKH JIMYHBIX JIEN K Tepeaaye.

BrlsiBiieHHBIE TIpH TIPOBEPKE HEIOCTATKH YCTPAHSIOTCS CEKpEeTapeM, CIEIHaJIiCTOM IIO0
kaapam. [lepenaua u npueM NpOM3BOAATCS 11O OTMHMCH C IPOCTAHOBKOW OTMETOK O HAJIMYUH JTMYHBIX
aed.

6.5. JluuHple nena MENaroroB W COTPYAHUKOB 0O0II€00pa30BaTENILHON OpraHU3allvy,
3aKOHYEHHBIE JIeTI0Mpon3BoIcTBOM 10 1 ssuBapst 2003 roxa, xpanstcs 75 net, nocie 1 suBaps 2003
roza— 50 er. JInunble ge1a TUPEKTOpa, TIIaBHOTO OyXxranTepa 001eo0pa3oBaTeIbHON OpraHu3auu
MMEIOT TIOCTOSIHHBINA CPOK XPaHEHHSI.

7. OTBEeTCTBEHHOCTh
7.1. Ilemaroru ¥ COTpYIHUKU 00111€00pa30BaTEIbHON OpraHU3aIiK 00s3aHbI CBOEBPEMEHHO
MIPEJICTaBIIATh CEKPETAPIO CBEJICHUS 00 H3MEHEHHH B TIEPCOHAIBHBIX IAHHBIX, BKIIFOUSHHBIX B COCTAB
JIMYHOTO JIeJIa.
7.2. PaboTomarens 00ecIIieynBacT:

. COXPaHHOCTb JIMYHBIX Jen  TeAaroroB " COTPY/ZHUKOB
o011eo0pa3oBaTenbHONU OpraHU3allly;
. KOH(HIEHIIMATLHOCTh CBEJICHHM, COJEpKallluXcs B JUYHBIX Jellax MeJaroroB u
COTPYIHUKOB.

8. IIpaBa paGoronare/iss u padOTHHKA
8.1. I[HSI 06CCHCLICHI/I$I 3alUTHI ICPCOHAJIBHBIX JAHHBIX, KOTOPBIC XPAHATCA B JIMYHBIX ACIAX
MEearoroB M COTPYAHHKOB 00IIe00pa30BaTeIbHOW OpraHU3allly, IIeJarord W COTPYAHUKH
00111e00pa30BaTeIbHON OPraHU3ai UMEIOT MPABO:
. MOJTYYUTh TIOJIHYIO HH(POPMAIIUIO O CBOUX MEPCOHAIILHBIX TAHHBIX M 00pabOTKe ATHX
JAHHBIX;



® IOJIYUUTH CBO6OI[HBII\/'I OOCTYII K CBOMM IICPCOHAJIBHBIM JJaHHBIM;

° MMOJIYYUTh KOIMU JOKYMCHTOB, XpaHAIIUCCA B JIMYHOM JCJIIC M COACpKaAIIUC
MePCOHAIIbHBIC JaHHbIC.

® TpeGOBaTB HUCKIIIOYCHHA HJIM HUCIHPABJICHUSA HCBCPHBIX M HCIOJHBIX IMEPCOHAJIBHBIX
JIAHHBIX.

8.2. Paboromarens uMeeT MpaBo:

. oOpabaThiBaTh  MEPCOHAJbHBIC  JaHHbIE  MEAarOroB M COTPYAHHUKOB
00111€00pa30BaTEIILHOM OPraHU3alliK, B TOM YHCIIC U HA DJICKTPOHHBIX HOCUTEIIAX;

. 3alPOCUTh OT MEIAroroB U COTPYAHUKOB 00I11€00pa30BaTeIbHON OpraHU3alliy BCHO

Heo0X0 MMy HH(POPMAITUIO ISl BEACHHS TUIHBIX NI U 00pabOoTKM NEPCOHABHBIX JaHHBIX.

9. 3ak/II0YUTeIbHbIC OJI0KEHUS

9.1. Hacrosiee IlonoskeHne o mNopsake BEAEHMs JMYHBIX 7€l paOOTHUKOB SBIISIETCS
JIOKaJIbHBIM HOPMATHBHBIM aKTOM, TpUHUMaeTcss Ha [legarormyeckoM CoBeTE MIKOJBI |
yTBepkaaercs (1100 BBOAUTCSA B IeHCTBHE) IPUKA30M JUPEKTOPA OPraHU3aluH, OCYILECTBIISAIOLIECH
00pa30BaTENbHYIO IeATEIHLHOCTb.

9.2. Bce u3MeHeHuUs U JIONOJIHEHUs, BHOCUMBIE B Hactosiuee [lonoxxenue, odpopmisorces B
MUCHMEHHOM (hOpME B COOTBETCTBUU JICHCTBYIOIIMM 3aKOHOIATEIHCTBOM Poccuiickoit denepanuu.

9.3. TlonmoxkeHne o0 TNOpsAKE BEICHHs JIMYHBIX Jiell pPAOOTHUKOB 00pazoBaTeIbHON
OpraHu3aly IPUHUMAETCS] Ha HEONpeAeICHHbIH CpoK. Vi3MeHeHus u nononHeHus K [lonoxenunio
IIPUHUMAIOTCS B Opsi/IKe, IpeaycMoTpeHHoM 11.9.1. Hactosmiero [Tonoxenus.

9.4. Ilocne npunsatus [lonoxxeHus: (WM U3MEHEHWH W JOTIOJHEHUH OTIENbHBIX IMYHKTOB U
pa3zenoB) B HOBOW peJakluM MpeIblIylias pelakliis aBTOMaTUYECKH yTpauuBaeT CUILy.



Kypnai yuera TUUHBIX J1€]

K MTOJIOKECHUTIO O MOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

ITpunoxenue Nel

No Jara Gamvunus, | Tabens- | JomkHOCTH CtpyKTypHOE Jara u Homep Jara u Homep | IIpumeua-
/| odopmie- M, HBII (mpodeccust, | moppasneneHue IIpHUKa3a IpuKasa HUE
I | HUA OTYECTBO HOMEp | CICIMAIBHOCTD) (pacniopsbkenus) | (pacmOpsHKCHIS)
JIMYHOTO | MeAarora u rnejarora u 0 npueme 0
zena COTpYyIHUKA COTpYJIHUKA nejarora u MpeKpaleHun
COTpPYAHUKA Ha | (pacTOp:KEHUH)
paboty TPYOBOTO
JIOrOBOpa C
MeJaroroM u
COTPYIIHUKOM
(YBONIBHEHHN)
1 2 3 4 5 6 7 8 9




Ipwioxenne Ne2
K TIOJIOKEHHIO O TIOPSIKE BEACHHS
JIMYHBIX JIe]T pa0OTHHKOB

O010KKa JIMYHOTO Jeia

Donx Ne

Omnuce Ne

Jeno Ne

Nunexc nena

(Ha3BaHHE 00Pa30BATEIBHON OPTaHU3ALIH)

JIMYHOE JIEJIO Ne

JlaTa Hayama

(3arooBoOK Jniena)

Jlata okoHUaHUs

Ha JUcTax

XpaHUTh aer

donng Ne




Ipunoxenne Ne3

K ITOJIOKEHUIO O IMOPAAKE BEACHUA

JIMYHBIX ICJI pa6OTHI/IKOB

Onuce Ne
Jeno Ne
BHYTPEHHA OITMCH
JIOKYMEHTOB siesia No
Ne NHunekc [Hara Ha3Banue Howmep [Ipumeyanus
n/n JIOKYMEHTa JIOKYMEHTa JIOKYMEHTa JHMCTOB
nena

Hroro: JOKYMEHTOB

(mpamu 1 TPOTIHCHIO)

KonnuectBo nuctoB BHyTpeHHeﬁ OIIMCHU

(rpamu 1 IPOITHCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN yYeT:

(monuck)

« » 202 ropa

®.1N.0.

JIOJIDKHOCTD

JInunoe neno Ne




ITpunoxenne Ned
K MOJIOKEHHUIO O TIOPSIKE BEICHUS
JIMYHBIX JIe]1 pabOTHUKOB

Jlata o3HakoMIIeHUS Tieiarora
Y COTPYAHHUKA C TUIHBIM
JIeJI0M

Iloanuce nienarora u
COTpYIIHUKA

OTMmeTKH, IpuMeYaHusl,
3aMeYaHus




ITpunoxenne Ne5

K ITOJIOKEHUIO O IMOPAAKE BEACHUA

JIMYHBIX ICJI pa6OTHI/IKOB

OTtmeTKka o pe3yJabTaTrax €KeroTHOM MPOBEPKUN COCTOAHUA
1 HAJINYUA JIHYHOI'0 JeJ1a

®.1.0.

JIOKHOCTH

JInunoe geno Ne

[aTta npoBepku

d.N.0. uneHoB
KOMUCCUNA

Tloamnucu 4jieHOB
KOMHCCHHU

Pesynprar mpoBepku




Ipunoxenne Neb

K ITOJIOKEHUIO O IMOPAAKE BEACHUA

JIMYHBIX ICJI pa6OTHI/IKOB

JIMYHBIN JIUCTOK 10 y4eTy KaJApoB

1. damwmmus

Nms OT4ecTBO

2. Iox

3. T'ox, 9ncio u MecsI] pOXKACHUS

4. MecTo poxJIeHUs
(ceno, nepeBHs, ropoJ, paiioH, 001acTb)

5. I'paxxgaHcTBO
6. OOpa3zoBanue
HasBanue daxynbTeT l'on I'on Ecnu e Kakyro
y4eOHOro WIn NOCTYIJICHUSl | OKOHYAaHHUSA | OKOHYMJ, TO | CIIEHHUAIBHOCTh
3aBE/ICHUS U €ro OTJIeJICHHE WK yXxozaa C Kakoro MOJIy4nJ B
MECTOHAXO0XKACHUE Kypca yuien pe3yibTare
OKOHYaHUS
yueOHOro
3aBEJICHHUS,
ykazatb Ne

JUIIIIoOMa HUJIn

YAOCTOBCPCHUS

7. Kaxumu HWHOCTPAaHHBIMU A3bIKAMU BJIAACCTC

(l{n’rae’re 1 IIEPEBOAUTE CO CIIOBAPEM, UUTACTE U MOKETE O6’bﬂCHﬂTLCﬂ, BIIACETE CB06OZ[H0)

8. VYudeHnas cremneHb, ydeHOE 3BaHHE

9. Kakue nmeete Hay4HbIE TPYIbl U H300PETEHUS




10. Bemonusemas paboTa ¢ Havajia TPyI0BOM IeATeTbHOCTH (BKIF0Yas y4eOy B BBICIIMX M CPEITHHUX
CHEMATBHBIX YUeOHBIX 3aBEICHHUSIX, BOCHHYIO CITY>KOY M pabOoTy 110 COBMECTUTENIBCTRY)

Mecsu u rog JOMKHOCTB € yKa3aHUEM YUPEKICHHUS, MecToHaxoxk1IeHHE
MOCTYILICHUS yxoza OpraHu3alyu, NPEeIIPUATHS, a TAKKE YUpEeXKACHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
HNpEANPUITHS

11. TlpeGriBanue 3a rpanuliei (pabota, caykeOHass KOMaHIUPOBKA, IMOE3/IKa C JIeJICTaIHeH )

Mecsu u roa B kakoi1 ctpane Lens mpeObiBanms 32
C KaKoro 10 KaKoe rpaHuIei
BPEMEHU BpeMsl

12. Yuactue B BBIOOPHBIX OpraHax

MecTo BBIOOPHOTO Ha3zBanue BeibopHoro | B kagectBe Koro T'on

OopraHa OopraHa BbI6paH 1/136paH1/1>1 BBIOBITHS

13. Kakue nmeere nMpaBUTEIHCTBEHHBIC HATPA b

Korga u xeM HarpaxaeH
14. OtHoIIEHE K BOMHCKUM O0S3aHHOCTSIM U BOMHCKOE 3BaHUE

Cocras Pon Boiick

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

15. CemeliHOE MOJ0KEHHUE B MOMEHT 3aII0JIHCHUS TUYHOTO JIUCTKA

(4IIeHBI CEeMBH, C YKa3aHHEM BO3pacTa)

16. lomanmHuit ajpec
17. O6s3y10Cch CBOEBPEMEHHO HM3BEIIATh 000 BCEX M3MEHEHUSX JAHHBIX, BKIIOYEHHBIX B JIMYHBINA
JMCTOK TIO YY€Ty KaJapoB.

« » 202  rona




Ipunoxenne Ne7

K OJIOKCHUTIO O NOPAAKE BECACHUS

AHKETA

JIMYHBIX OECJT pa6OTHI/IKOB

damunug

Nmsa

OT4ecTBO

Jara poxnenus

1. I'paxxnancTBO (eciid U3MEHSIU, TO YKaXHTE,
KOT/JIa M 10 KaKOW MPUYUHE)

2. O0pa3oBanue, yueHas cTereHb (KOoraa u Kakue
ydeOHbIC  3aBEJCHUS  OKOHYHIIM, HOMeEpa
nuruioMoB). CrenuanbHOCTh M KBaIH(DUKAIS
0 JAUTIOMY

3. Kakumu MHOCTPaHHBIMH SI3bIKAMH H SI3BIKAMH
HapoaoB Poccuiickoit denepannu BiageeTe U B
KaKOW CTENCHU (YUTACTE U MOXKETE
O0OBSCHSTHCS, BIaIeeTe CBOOOIHO)

4. BrimonHsieMas paboTa ¢ Hayalla TPYIOBOM JIEATEIbHOCTH (BKIIIOYAsi BOCHHYIO CIIYXKOYy U paboTy

10 COBMeCTI/ITeHLCTBy)

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

MOCTYTUICHUS yxojia OpTaHH3AIH, TTPESIITPHUATHS, & TAKKE
MUHHUCTEPCTBA (BEIOMCTBA)

MecronaxoxaeHue
YUpEeXKIACHUS,
OpraHu3aluy,
HPEANPUITHS

5. Bamu Onu3kue poJCTBEHHUKH (3K€HA, MYK, OT€ll, MaTh, OpaThsl, CECTPHI)

CreneHb Ddamunmd, nMms, Ton Mecto paboThl,
poxcTBa OTYECTBO POXKJIEHUS JIOJDKHOCTH

Anpec mecTa
KUTEIIbCTBA

6. Jlomanrawmii aapec ¥ HOMep TeaedoHa

7. ITaciopT uiu JOKYMEHT, €ro 3aMEHSIOIINN

(HOMED, cepusi, KeM M KOT/Ia BbIJIaH)
8. JlomoTHUTEIIbHBIE CBEICHHU S, KOTOPBIE BhI jKemaere cooOmuTh 0 cede

10. Ha xaxoii ypoBeHb 3apruiatel Bsl paccuntsiBaeTe?

« » 202  ronma

(IOJHKHOCTD OTBETCTBEHHOT'O 33 KaIPOBbIH yUeT) (moamuce)

(pacumppoBKa MOIMUCH)




IIpunoxenue Ne§
K TIOJIO’KEHHUIO O TTOPSIKE BEJICHUS
JIMYHBIX J1e] pa0OTHHKOB

JIMCT-3ABEPUTEJIDb gesa Ne

B nene npomnto u npoHymMepoBaHO JINCTOB
(uudpamu 1 MPONKCHIO)
¢ Ne mo Ne , B TOM YHCJIE:
JINTEPHbIE HOMEPA JINCTOB
MPpONYIIEHHbIE HOMEPA JINCTOB +
JINCTOB BHYTPEHHEW OMKUCH JINCTOB
OcobeHHOCTH (PU3UYECKOTO COCTOSTHUS U Howmepa nucroB
dbopmupoBaHus ena
OTBETCTBEHHLIH 3a
KaJIpOBBIM y4eT
(monmucs) (pacmmpoBKa IOIIHCH)

« » 202  roma




