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IHoJi0:keHue
0 Mopsi/iIKe BeJeHUs TUYHBIX JIeJ1 pA0OTHUKOB
MAOY O3sepnoBckas COI Ne 3

1. O0mue MOJI0:KEeHUA

1.1. Hacrosimee IlomoskeHue o mopsiake BEACHUS JIMYHBIX JIeJT paOOTHUKOB OpraHU3AIlHH,
OCYIIECTBISIONIEH  00pa30BaTENbHYIO JIEATEIhHOCTh, pa3paboTaHO B  COOTBETCTBUU C
®enepanpHbiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanun B Poccuiickoit deneparum»
B pemakuuu oT 25 wutonsa 2022 roma, DenepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MEPCOHANIBHBIX NTaHHBIX» € H3MeHeHusiMu Ha 2 urons 2021 roma, Ykazom Ilpesmaentra ot
30.05.2005 Ne 609 «O6 yrBepxaeHuu [lookeHHs] O IEPCOHANBHBIX JaHHBIX TOCYIApCTBEHHOTO
cinyxamtero Poccuiickoii @enepau M BEAECHUM €ro JIMYHOrO aena», TpynoBsiM Koaexcom
Poccuiickoit @enepanun, KomiekTHBHBIM T0OrOBOPOM, Y CTaBOM OpPraHM3alMH, OCYIIECTBIAIOMEN
00pa3oBaTeNbHYIO IeATEIbHOCTb.

1.2. Jannoe IlonoxkeHue omnpenensieT MOPsSAOK BEICHUS JTUYHBIX JI€] MEJaroroB U MHBIX
COTPYAHUKOB W PaOOTHUKOB IIKOJIbI, OMpPEACIseT MOPSA0K (OPMHPOBAHUS, yUeTa U XpaHECHHUS,
BBIJIaYM JINYHBIX JIETT BO BpPEMEHHOE IMOJIb30BAHKE, & TAKKE OTBETCTBEHHOCTh, IIPaBa paOOTHUKOB U
JTUPEKTOpa 00pa30BaTEIHLHOM OpPTraHU3aIUH.

1.3. Hacrosimee IlonoxkeHue yTBEpKAAaeTCs MNPUKA30M IO IIKOJE U SIBISETCA
00s13aTeIBbHBIM JIJIS1 BCEX KaTeTOPUM MEeIarornYecKuX U APYTUX COTPYIHUKOB IITKOJIBI.

1.4. Benenue MUYHBIX JIe1 EAAroroB U COTPYIHUKOB IIKOJIbI BO3JIATA€TCsl HA CTICIIMAINCTA
10 KaJipaM OpraHu3alliy, OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO AEATEILHOCTD.

1.5. JluuHO€ NEeno — OCHOBHOM JOKYMEHT MEPCOHAIBHOTO y4eTa, coAepkKamuid Hanboee
MTOJTHBIC CBEICHHS O PabOTHHKE 00pa30BaTEIbHON OPraHU3aIliy U €T0 TPYJIO0BOH JAesSTeNbHOCTH. B
JUYHOE JIeTI0 BHOCSITCS CBEJICHUSI, CBSI3aHHBIE C MTOCTYIUICHHEM Ha pa0OTy M YBOJIbHCHHUEM.

1.6. Caenenus, comepkammecss B JUYHOM JeJie, OTHOCATCA K KOH(PUACHIIMATHHOU
nH(OpMAILIUY, UMEIOT OTPaHUYCHHBIN JTOCTYII U pa3TIalIeHUI0 HE TIOJIekKAT.

1.7. JIuanoe neno BeAETCS B TEYCHUE BCETO MEepro/aa paboThl pabOTHHUKA.

1.8. BeaeHne HECKOMBKUX JIMYHBIX JIE]I OAHOTO pabOTHUKA 00pa30BaTEIIbHON OpraHU3aIuN
HE JIOMyCKaeTCHl.

2. Ilopsinok ¢popMHUPOBAHMS JUYHBIX €] COTPYAHUKOB

2.1. ®opmupoBaHUE JTUYHOTO Jejia IMEJaroroB M COTPYIHUKOB 00IIe0Opa3zoBaTebHON
OpraHM3ally MPOU3BOJUTCS HEMOCPEJACTBEHHO TOcie IMpuemMa B 00IIe00pa3oBaTeIbHYIO
OpraHM3alli0 WU T[epeBoJia IeJaroroB M COTPYAHHUKOB U3 JAPYroil oOpa3zoBaTelbHOMN
OpraHH3aIHH.

2.2. B COOTBETCTBUM C HOPMATUBHBIMU JOKYMEHTaMU B JIMYHBIC Ji€ja MEJaroroB u
COTPYJIHUKOB OpPraHU3allii, OCYHIECTBIISIONIEH 00pa30BaTENbHYIO NEATEIbHOCTh, BKJIAIbIBAIOTCS
CJIEIYIOIINE JOKYMEHTHI:

Jlns nedaeozos:



3asBIICHHE O ITpHEMe Ha padoTy;
3asBJICHHE O COTJIACUH Ha 00pabOTKy NMepCOHATBHBIX JAaHHBIX IIe1arora;
CrpaBKa O HamW4yuu (OTCYTCTBHM) CYIUMOCTH W (WiaM) ¢akra YroJOBHOTO

npeciacaoBanms, BBIJAHHOTO COOTBCTCTBYIOIIUM OpPraHOM ITPAaBOIIOPSIKA,

aBroounorpadus;

KOIHS NacIopTa WK MHOTO TOKYMEHTA, yI0OCTOBEPSIOLIETO JUYHOCTH;

KOIIMSI CTPAXOBOT'O CBUJIETEIbCTBA IEHCHOHHOTO CTPAXOBAHUS;

KOIHS UICHTU(UKAITMOHHOTO HOMEPa HAJIOTOIIATEIIbIINKA;

KOIHsI TOKYMEHTa BOMHCKOTO y4eTa (711 BOEHHOOOS3aHHBIX );

KOIIHsI CBUJIETEIHCTBA O 3aKII0YCHUH Opaka (IIpy HaJIM4uN);

KOIIMS CBUJETEIBCTBA O POXKICHUM JeTel (IPH HATUYKH);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMM JOKYMEHTOB O KBAJM(HUKAIMKU WIM HaIM4YUE CHELMAIbHBIX 3HAHWUU (IIpH

KOIIMH aTTECTAIIMOHHBIX JTUCTOB (TMPU HAJTUYHH ),

KOIIUU JIOKYMEHTOB O HArpayKAeHUH (IIpU HAJIUYUN);

XapaKTePUCTHKH, pEeKOMEHIaTelbHbIE TUChMa (IIPU HAJTUYUN );

IpUKa3 O MpueMe Ha paboTy;

MpUKa3 O MepeBOic Ha HHYIO TOHKHOCTD (ITPH HAJIMYWH);

JOJDKHOCTHAS! MHCTPYKIHS (JIOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAYCHUS Ha

BCE€ JIOJDKHOCTH);

TPYJOBOW JOTOBOP (C MOCTEAYIONIUM BKIIOYCHHEM JOTOTHUTEIBHBIX COTJIAIICHHIA

K TPYJOBOMY JIOTOBOPY);

TPYIOBYIO KHUXKKY;
MEIULHUHCKYIO KHUXKKY.

s pabomuuxos:

3asBIICHHE O ITpHEMe Ha padoTy;
3asBJICHHE O COTJIACUH Ha 00pabOTKy NMepCOHATBHBIX JAHHBIX Ie1arora;
CIpaBKa O HamW4uu (OTCYTCTBHHM) CYIUMOCTH W (WiaM) ¢akra YroJlOBHOTO

npeciacaoBanms, BBIJAHHOTO COOTBCTCTBYIOIIUM OpPraHOM ITPAaBOIIOPsIKA,

aBroounorpadus;

KOIHS MacHopTa WK MHOTO TOKYMEHTA, yI0OCTOBEPSIOLIETO JUYHOCTH;
KOIHUS CTPAaXxOBOI'0 CBUETEIHCTBA IEHCHOHHOTO CTPaXOBaHUS;

KOIHS UICHTU(UKATMOHHOTO HOMEPA HAJIOTOIIATEIIbIINKA;

KOIHsI IOKYMEHTa BOMHCKOTO y4eTa (711 BOEHHOOOS3aHHBIX );

KOIIHSI CBUJIETEIHCTBA O 3aKII0YCHUH Opaka (IIpy HaJIM4uK);

KOIHUSI CBUJETENLCTBA O POXKACHUU JeTel (IIpU HAIUYUN);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOITMH TOKYMEHTOB O HarpakJIeHUH (IpU HATHYUHN );

XapaKTepUCTUKH, PEKOMEHIaTeNIbHbIE MHCbMA (TIPH HAIUYHHN);

MpuKa3 o mpueMe Ha padoTy;

IIPUKa3 O MEPEBOJIE HA MHYIO JOJKHOCTD (TpU HAJINYMH);
JOJKHOCTHAS! MHCTPYKIMS (JOHKHOCTHBIE MHCTPYKIIMU C MOMEHTA Ha3HAYeHHs Ha

BCE JIOJIKHOCTH);

TPYJOBOW JOTOBOP (C MOCIEAYIOUIUM BKIIOYEHHEM JOTOTHUTEIbHBIX COTJIAIICHUM

K TPyJOBOMY JOTOBOPY);

TPYZIOBYIO KHUXKKY;
MEIULUHCKYIO KHUXKKY.

Pabomooamenv opopmnsem:

TPYAOBOM JOTOBOP B IBYX K3EMIUISIpax;
MpuKa3 o mprueMe Ha paboTy (0 MepeMeIeHUH Ha IPYTHe JOJIKHOCTH);
IU4HYy0 KapTouky Ne T-2;



. JOJKHOCTHYO HHCTPYKIIMIO B IBYX 9K3EMILISAPAX.
Pabomoodamens 3uaxomum:

. C HOPMATHBHO-TIPABOBBIMU JTOKYMEHTamMH IKoJbI (YcTtaBoMm, KomiekTUBHBIM
norosopoM, IIpaBunamu Tpya0BOro pacnopsiika u Ap. JIOKaJIbHBIMU aKTaMH);

. C JOJKHOCTHOM MHCTPYKIIUEH;

. IIPOBOJUT BBOJHBIM MHCTPYKTaX, MHCTPYKTAXK II0 OXpaHe TpyAa, MHCTPYKTaX I10

IIPOTHBOIOKAPHOM O€30MaCHOCTH.
2.4. IlepBuyHoe o0(opMIIEHUE JTUIHOTO JIeJia PEeTyCMaTPUBALT:

. MPUCBOCHHE JIMYHOMY JIeJly HOMEpa COIVIaCHO >KypHally YydeTa JUYHBIX [el
(mpunoxenue Ne 1);
. MPOCTABJICHHE Ha OOJIOKKE JUYHOro jena (mpuiokeHue Ne 2) cleayromnimx

PEKBU3UTOB: HWHJAEKC Jena (B COOTBETCTBUUM C HOMEHKJIATYpo Jen o0iieoOpa3zoBaTeabHOM
OpraHM3aliy; IOJHOE HAaMMEHOBaHUE O0O0Ie00pa30BaTeIbHON OpraHu3aluyi; HOMEp JIMYHOTO
nena; (GaMwins UM OTYECTBO PaOOTHUKA B MMEHMUTEIBHOM MaJieXe; JaThl — roJl Hadyaja U Toj
OKOHYAHUS BEACHHUS JIeNa; KOJIMUECTBO JIUCTOB; CPOK XPaHEHHUS,

. MOMEIICHUE JIOKYMEHTOB, MOJUICKAINX XPAaHEHHWI0 B COCTaBe JUYHBIX €1, B
XPOHOJIOTUYECKOM MOPSIIKE:

BHYTPEHHSS ONUCH JOKYMEHTOB jiena (mpusoxenue Ne 3);

JUYHBIA JTUCTOK TI0 YUeTy KaapoB (TiprtoxeHus Ne 6);

3asiBJICHUE O MIpUeMe Ha paboTy;

MpuKa3 o mpueMe Ha padoTy;

TPYZIOBOM JOTOBOD;

JIOTOBOP O TMOJHOW MaTepuaJbHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepHabHO OTBETCTBEHHOE JIUIIO);

> XapaKTePUCTHKU U pEKOMEHIaTeIbHbIe TUChMA;

> coryacie Ha 00paboTKy NMepCOHATIBHBIX JaHHBIX.

2.5. JIucthl JOKYMEHTOB, IOMENIEHHBIX B JJUYHOE AEJIO0, MOJIeKaT HyMEpaluH.

2.6. C uenbio oOecreyeHHs HaJIKaAIIEH COXPAHHOCTU JIMYHOTO Jejia IeJaroroB H
COTPYAHUKOB 00III€00pa30BaTEIbHON OpraHW3allid W yA00CTBa B OOpallleHWH C HUM TIpU
(dbopMHpOBaHUN JOKYMEHTHl MOMEMIAIOTCA B OTAENbHYIO manky. Ilpu yBonbHeHHMM paboTHHMKA
MPOLINBAIOTCS HUTKAMU U CIIAIOTCS B apXUB.

2.7. BHyTpeHHssI ONKMCh JOKYMEHTOB, UMEIOIIMXCS B JIMYHOM JIelie, JTOJKHA COJEepXkKaTb
CBEICHHUS O MOPSIKOBBIX HOMEPAX, HANMEHOBAHUAX JOKYMEHTOB JieJia, KOJIMYECTBE JINCTOB, J1aTax
BKJIOYCHHS JOKYMEHTOB B JIMYHOE JIEJIO U M3BATUS U3 JeJa, a TaKKe KeM H3BIAT JOKYMEHT U 110
KakoW MpUYUHE.

2.8. BHyTpeHHssI ONMCHh COCTaBJISIETCS Ha OTAEIBHOM JIUCTE MO YCTAaHOBIEHHOW (opme.
JIucThl BHYTpEHHEN ONTUCH HYMEPYIOTCA OTIEIBHO.

2.9. Ilpyu NOATrOTOBKE JHMYHBIX e K MepeAade Ha XpaHEHHWE K BHYTPEHHEH OIMHUCH
COCTaBJISIETCSI UTOrOBasl 3aluCh, B KOTOpPOM YyKa3biBaeTcs LU(paMu M IPOMUCHI0 KOJIUMYECTBO
BKJIIOYCHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB JENa.

YVVVYVYYY

3. ITopsinok BeaeHMsl JJMYHBIX JIeJI eJAr0roB U COTPYAHMKOB OPraHU3alNu,
OCYIIEeCTBJISIOLIEH 00pa30BaTe/IbHYIO 1eITeJIbHOCTh

3.1. JIuuHoe 1emo meaaroroB U COTPYIHUKOB 00IIe00pa30BaTEILHON OPraHU3allui BEICTCS
B TEUYEHHUE BCEro Inepuoaa paboThl KaXIOro Iejarora M COTpyIHUKa B 00IIe00pa3zoBaTeinbHOM
OpraHu3aIyy.

3.2. JlanmpHeiiliee  BeIeHHME  JIMYHOTO  Jejia  [ENaroroB W COTPYJIHUKOB
0011e00pa3oBaTeIbHOM  OpraHU3AMK  MPEIyCMaTPUBAET TOMEIICHUE B JEJI0 JOKYMEHTOB,
o0pa3yrommxcsi B Tpolecce pabouel MesATEIBHOCTH W WMEIONUX 3HAYCHHE NIl TPYIOBBIX
OTHOIIICHHUH:

. JOTIOJTHEHUE K IMYHOMY JIUCTKY IO YUYETY KaJpOB;



. JIOTIOJIHUTENbHBIE COTJIALICHUS K TPYAOBOMY JOTOBOPY;

. KOMUU TIPUKA30B [0 JUYHOMY COCTaBY, KOTOpBIE KAacarOTCS TMENaroroB u
COTPYAHHUKOB 00111€00pa30BaTEIbHON OpPraHU3aInN;

. OT3BIBBI JIOJDKHOCTHBIX JIMI] O TIEAarore W COTPYIOHHKE OO0IIeoOpa3oBaTenbHON
OpraHu3aINH;

® KOIIMKU JOKYMCHTOB O IMOBBLIIICHUU KBa)'II/I(l)I/IKaI_[I/II/I;

. KOIIMH CEPTU(PUKATOB, TPAMOT;

. JIUCT — 3aBEPUTEINb Jieia (COCTaBIIAIOT IIPH Cllaye JIMYHOTO Jiejia B apXUB);

. WHBIC JIOKyMEHTHI.

3.3. B memsax oGecriedeHrs: KOHTPOJIS 32 COXPAHHOCTBIO M aKTYyaJIbHOCTBIO JIMYHBIX JEN B
0011e00pa3oBaTeIbHONM OpraHu3aIuy eXeroaHo (He mo3aHee | kBaprana roja, CIEIyIOMEro 3a
OT‘IGTHBIM) HpOI/IBBOI[I/ITC}I HpOBepKa X HAJINYUA U COCTOSAHUA.

3.4, ExXeromHyr TPOBEPKY COCTOSHHUS JMYHBIX [Ie1 Ha TMPEIMET COXPaHHOCTH
BKIJIOUCHHBIX B HET'O I[OKyMeHTOB HpOBO,Z[I/IT CIICIIMAJIBHO CO31aHHAsA KOMHUCCHA. O HpOBe,Z[GHHBIX
MIPOBEPKAX JIeJIaeTCI OTMETKA B JIUCTE O PE3yJIbTaTaX €KEroTHON MPOBEPKU COCTOSIHUS U HATHYUS
au4Horo gena (mpuinoxkeHue Ne 5) u cocTaBisieTcs akT. Pe3ynpTaTel NPOBEPKM JMYHBIX JI€1 B
00s13aTEIFHOM TIOPSIKE TOBOISTCS 10 AUPEKTOpa 0011e00pa3oBaTeIbHON OpraHu3aIliy.

4. [lopsigok y4éTa u XpaHeHHUs JUYHBIX /€] NeIaroroB U COTPYIHUKOB OPraHU3aluu,
ocylecTBIs0MIeli 00pa30BaTeIbHYIO /1eATEIbHOCTD.

4.1. XpaHeHne ¥ Yy4YeT JMYHBIX JEJI TEeAaroroB W COTPYJHHUKOB OpTaHU3AIIHH,
OCYIIECTBIISIONMEH 00pa30BaTEIbHYIO JCSITCIBHOCTh, OPTaHU3YIOTCS C IIENIbI0 OBICTPOTO |
0€30MMO0YHOr0 MOUCKA JTUYHBIX JIe, OOECIeUeHUsI UX COXPAaHHOCTH, a TakkKe oOecredeHHs
KOH(PHUACHIIMAIBPHOCTA  CBEACHWH, COAEpXKAIIUXCS B JOKYMEHTaX JIMYHBIX  JeN, OT
HECaHKIIMOHUPOBAHHOTO JIOCTYTIA.

4.2. JInvaHbIe 1eNIa COTPYIHUKOB XpaHATCS B ceripe oOmeoOpa3oBaTeIbHON OpraHUu3aIiH.

4.3. TpynoBbie 1 MEIUIIMHCKIE KHIKKH XPAHATCS OTIIEIBHO B ceiide.

4.4, Jloctym K JWUYHBIM JIeJlaM TIEAaroroB M COTPYIHUKOB o0O0IIeo0pa3oBaTeIbHON
OpraHM3aliii ~ MMEIT  TOJBKO  CEKpeTapb,  CHEIUAIMCT 1O  KaapaMm,  JUPEKTOp
0011e00pa3oBaTeIbHOM  OpraHU3alMK  JUOO 3aMECTHTENM JUPEKTOpa TPH  HUCIIOJHEHUU
00s13aHHOCTEH UpeKTopa 0011e00pa3oBaTeIbHON OpraHU3altH.

4.5. Cucremarm3anus JUYHBIX JIeJ TEIaroroB M COTPYIHHUKOB OO0IIeo0pa3oBaTeIbHOM
OpraHH3aIfy MPOU3BOIUTCS B ali()aBUTHOM TOPSIKE.

4.6. JluuHble 1ema TMeNaroroB M COTPYJAHHKOB 0O0Ie00pa3oBaTeIbHOW OpraHu3alliy,
MMEIOIIUX TOCYJapCTBEHHBIC 3BaHUWs, MPEMHH, HArpajbl, yU€HbIC CTCIICHU W 3BAHUS, XPaHATCS
MTOCTOSIHHO, @ OCTJIBHBIX COTPYIHHKOB — 75 JIET € TOJIa YBOJbHEHHS paOOTHUKA (B COOTBETCTBUU C
[lepeyHem THIOBBIX yIPAaBIECHYECKUX JOKYMEHTOB).

5. HOpﬂ)lOK BbIIAYH JIMYHBIX 1€/ BO BpEMECHHO€C MOJb30BaHUE

5.1. Beimaua Jnu4HBIX Jen (OTHENbHBIX JOKYMEHTOB B COCTaBe JMYHOTO JieJia) BO
BPEMEHHOE IIOJIb30BAHME IPOU3ZBOJIUTCSA C pa3pelieHuss AUpPEeKTopa o001eo0pa3zoBaTebHOM
OpraHu3aly 10 3asBICHUIO COTPYJHHMKA OpraHU3alllM, OCYIIECTBISIOMEH 00pa30BaTEIbHYIO
NeSITeNIbHOCTbD.

5.2. Pabora (o3HakoMmJIeHHE) C JHMYHBIMU JelaMH II€JaroroB M COTPYIHHMKOB
0011e00pa3oBaTeIbHONM OpPTraHU3alliy MPOU3BOIUTCS B MPUEMHOM aupekTopa. B koHIe padodero
THSI CeKpeTapb WIM CHEeIMAINCT IO Kaapam o0s3aHa yOenuThCs B TOM, YTO BCE JIMYHBIEC Jena,
BbIIAHHBIE BO BpPEMEHHOE IIOJb30BaHUE, BO3BpAIICHBl HAa MECTO XpaHEHHA U €eCTh JII
HEOO0XOAUMOCTD JJISl IPUHATHS MEP K UX BO3BPALICHUIO WM PO3BICKY.

5.3. ®akT BBIAAYM JTUYHOTO Jiea GUKCUPYETCsl B KOHTPOJIBHOM XKypHaJe.



5.4. U3psaTHE OTHENBHBIX JOKYMEHTOB M3 JIMYHOTO Jeja MPOU3BOAUTCS C pPa3peuIeHUs
aupeKTopa o01eo0pa3oBaTeIbHOM OpraHu3alu ¢ 0GOPMIIEHHEM COOTBETCTBYIOIICH 3amucH B
rpade «IIpumeuanue» BHyTpeHHe#l omuch. [Ipy BpeMEHHOM H3BSATHH JOKYMEHTa Ha €T0 MECTO
(MeXy JIUCTaMM COCETHUX JIOKYMEHTOB) BKJIQ/IBIBACTCS CIIPABKA-3aMECTHTENb C YKa3aHUEM JaThl
U TIPUYUH U3BSATHS C TOAIMMUCHIO JIMIA, BBIABIIETO JOKYMEHT, M MOJNHCHIO JIMIA, MOIYYHBIIETO
€ro BO BpEMEHHOE MOJIb30BaHHE.

6. OdopMmiieHHe JIMYHBIX JeJI Nepe] caavei B apXuB

6.1. OdopmieHne TUUHBIX JeN Ui Tepelayd B apXUB MPOU3BOAUTCS CIEIHATUCTOM IO
KaJpaM 00111e00pa30BaTeIbHOM OpraHu3aum. JTa NpoLeaypa BKIOYAET:

. MOAIIUBKY (TIepeIuieT) 1ena;

. YTOYHEHUE HyMepaluy JIUCTOB JIeNa;

. COCTaBJICHHE JIHCTa-3aBepuTens (mpunoxxkenue Ne §);

. COCTaBJICHHE (YTOUHECHHE) BHYTPEHHEHN OIHCH;

. BHECEHHE YTOUHEHHI B PEKBU3UTHI JTUIIEBON OOJIOKKHU JeTa.

6.2. Jluct-3aBeputenb Aena AODKEH MOAMMCATh €r0 COCTABUTENb, MPHU ITOM JEIaeTcs
pacmudpoBKa TODKHOCTH W TIOJAMUCH, MPOCTABISETCA JnaTa. B mporecce MCHOIb30BaHUS
apXUBHBIX JOKYMEHTOB B JIUCTE-3aBEpUTENIE JIENAI0TCsl COOTBETCTBYIOLIME OTMETKU. Ecnu peno
MOAIIUTO 0€3 JUCTa-3aBEPUTEINISI, TO €ro CIeAyeT HAKIEUTh Ha BHYTPEHHIOI CTOPOHY OOJIOXKKH
nena.

6.3. C nenpio o0ecrieyeHnss COXpaHHOCTH JIMUHBIX JIEJI PEKOMEH Ty eTCs:

. O0BEMHATh WHAMBHUAYAIbHbIC JHYHbBIE Jejla YBOJEHHBIX COTPYJHUKOB B OJIHY
00710%kKy (00BEAMHEHHOE JIENI0) C TAKUM PacdeToM, 4ToObI 00BEM Jena (Toma) He mpeBsiman 250
JUCTOB (IIyTE€M CIIMBKU MaTepUAIOB HHANBUAYAIbHBIX JIE] 10 T0/1aM YBOJbHEHUS);

. pacmonaraTh MaTepualibl WHIUBUAYaJIbHBIX Jell B IMpeaenax jgena (Toma) B
andaBUuTHOM Tmopsake (modamMuiIbHO), OTACNAs MaTepHalbl, OTHOCSIIMECS K pa3HBIM
WHIUBUAYATbHBIM JI€JaM, YHCTHIM JTUCTOM OyMarw ¢ ykKa3aHUEM Ha HeM (paMuiIuu, UMEHU U
OTYECTBA COOTBETCTBYIOILIETO YBOJICHHOTO TMejarora M COTpyJIHHKa 001eo0pa3oBaTeabHOM
OpraHH3aIiiy;

. CHaOXaTh KaXJao€ OO0BEAMHEHHOE Jel0 (TOM) BHYTPEHHEH OMHCBHIO C
nepevucieHneM (paMunuii, UMEH U OTYECTB U yKa3aHWEM HOMEPOB CTPAHUII, B MPeesiaX KOTOPBIX
Pacros0KeHbl COOTBETCTBYIOIINE TOKYMEHTHI.

6.4. Tlepemaua NUYHBIX JEN B apXWB OCYIIECTBISICTCS HE IMO3JHEE TPEX JEeT TOCie
3aBepUICHMs] UX B JIEJIONPOU3BOJICTBE B COOTBETCTBHHU C TpadukoM. [IpenBapurensHo cekperapem,
CHEIMAIMCTOM TI0 KaJpaM TIpOBEpsieTCs TMOJHOTAa U MPABUIBHOCTH MOATOTOBKH JIMYHBIX JET K
nepenave. BeIsBIEHHbBIE MPU MPOBEPKE HEOCTATKU YCTPAHSIOTCS CEKpPEeTapeM, CHEIUAINCTOM I10
kanpam. Ilepemaua u mpueM TPOU3BOIATCS MO OMUCH C MPOCTAHOBKOM OTMETOK O HAIMYUHU
JIUYHBIX JIEI.

6.5. JluuHble pena MEAAaroroB M COTPYIAHHMKOB O0IIE00pa30BaTENbHONW OpraHU3aIHH,
3aKOHUYCHHBIE N1eJI0Npou3BOACTBOM 10 | stuBapst 2003 rona, xpansarcs 75 ner, nocne 1 ssHBaps
2003 roma — 50 ner. JluyHble Aena AUpeKTopa, IJaBHOro Oyxrairepa oOuieoOpa3zoBaTenbHOM
OpraHu3ally UMEIOT MMOCTOSHHBIA CPOK XPAHEHUS.

7. OTBETCTBEHHOCTDH
7.1. llemaroru ¥ COTPYIHHKM OOIIEOOpa3oBaTENbHOW  OpraHu3alMu  O0sS3aHBI
CBOEBPEMEHHO IPE/CTABIATH CEKPETAPIO MIIH CIICIMAINCTY O KaapaM CBEACHUS 00 M3MEHEHNHU B
NEPCOHATBHBIX JAHHBIX, BKIIIOUCHHBIX B COCTAaB JIUYHOTO JIENa.
7.2. PaboTonmarens 00ecIIeynBacT:
. COXPAaHHOCTh JIMYHBIX [ TEAaroroB M COTPYAHUKOB 00IIe0o0pa3oBaTeIbHON
OpraHM3aLH;



. KOH(PHUACHIIMAIBHOCTh CBEJICHUM, COAEPKAIIMXCS B JIMYHBIX Jellax TEeAaroroB u
COTPYAHHUKOB.

8. [IpaBa paGoToaare/isi 1 padOTHUKA
8.1. Jlna obecriedeHusl 3aIUTHI MEPCOHAIBHBIX JAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX

Jenax MeJaroroB U COTPYIHHKOB OOIIe00pa30BaTeIbHON OpraHn3alny, IeIarord U COTPYAHUKH
00111e00pa30BaTENbHON OPraHNU3alui UMEIOT MPaABO:

. MOJTYYUTh TIOJHYI0 WH(GOPMAIMIO O CBOMX IMEPCOHAIBHBIX TAaHHBIX M 00pabOTKe
3TUX JaHHBIX;

. MOJTYYUTh CBOOOIHBIN JOCTYI K CBOUM ITEPCOHATLHBIM JIaHHBIM;

. MOJIyYUTh KOMUHM JIOKYMEHTOB, XpaHSIIAECSs B JIMYHOM Jelie M COJAepXkKallue
MEPCOHAJIbHBIC TAaHHBIC.

. TpeOOBaTh MCKITIOYCHHS WIIM UCIIPABJICHUS HEBEPHBIX M HEMOJHBIX MEPCOHAIBHBIX
TaHHBIX.

8.2. Paboromarens uMeeT MpaBo:

. oOpabaTbIBaTh  IMEpPCOHAIbHBICE  JaHHBIE  MEAAroroB W COTPYIHHKOB
0011e00pa3oBaTenbHONM OpraHU3aIK, B TOM YKCIIE U Ha SJIEKTPOHHBIX HOCHUTEISIX;

. 3alPOCUTh OT TMEAAaroroB U COTPYIHUKOB 00I1e00pa30BaTeIbHOW OpraHU3alnuy BCIO

HE00XO0IUMYI0 HH(POPMAITUIO AJIsI BECHHS INIHBIX e U 00paboTKU EpCOHABHBIX JaHHBIX.
9. 3aKJII0YHUTEIbHBIE MOJIOKEHUA

9.1. Hacrosmiee IlonoxkeHne o TOpsIAKE BEIEHHS JIMYHBIX J1e1 PAOOTHHUKOB SIBIISETCS
JIOKaJbHBIM HOPMAaTUBHBIM aKTOM, IIpuHUMaercs Ha IlemarornyeckoM CcoBeT€ IIKOJBI U
yTBepkaaercs (b0  BBOAWTCS B JCWCTBHE) MPUKA30M  JUPEKTOpa  OpPTaHU3AINH,
OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO 1E€ATEIbHOCTb.

9.2. Bce u3MeHeHuUs U IOTIOJTHEHMsI, BHOCUMBIE B HacTosee [lomoxkenue, opopMIsroTcst B
MUCbMEHHOM (OopME B COOTBETCTBHH JICUCTBYIOIIMM 3aKOHOJATEILCTBOM Poccuiickoi
denepanuu.

9.3. TlomoxeHue O TOPSAAKE BEACHHS JHYHBIX e PaOOTHUKOB 00pa3oBaTEIbHOMN
OpraHu3aly MPUHUMAETCS Ha HeomnpeIeleHHbIN cpok. 3meHenus u gononaHeHus K [lonoxenuto
MPUHUMAIOTCS B MOPAJIKE, TpeaycMOTpeHHOM 11.9.1. Hactosero [lonoxeHus.

9.4. Ilocne npunsatus [lonoxenus (Wi M3MEHEHUHN U JTOMOJHEHUIN OTACTHHBIX MyHKTOB U
pa3aesioB) B HOBOM peakliy IPeablTyIlas pelakiiis aBTOMaTHUECKH yTPAauuBaeT CUITy.



IIpunoxenne Nel

K NOJIOKCHUIO O MMOPAJAKE BEACHUA
JIMYHBIX €] pa6OTHI/IKOB

Kypnain ydera IMUHbBIX J1€]T

Neo Jlata Qammwmms, | Tabens- | Jomxrocts | CTpyKTYp- Jlara u Jlara u [Tpumeya-
1/ odopmie- UM, HBII (mpodec- HOE HOMEp HOMEp HUE
M | HUS JMYHOTO | OTYECTBO HOMeEp cus, noJipasjie- MprKasza nprKasa
niena rejarora u CIIEIHAITb- JICHHE (pacmops- (pacmops-
COTpYIHHKA HOCTB) JKEHUS) O JKEHUS) O
nejarora u npueme npeKparie-
COTpYTHHKA nemarora u HUH
coTpyAHUKa | (pacTopixe-
Ha paboTy HHH)
TPYIOBOTO
JIOrOBOPA C
[eIaroroM u
COTPYTHUKOM
(yBONBHE-
HUW)
2 3 4 5 6 7 8 9




Donng Ne

Onuchk Ne

Hemo Ne

Wanexc nena

O010kKa JIMYHOIO Jiej1a

IIpunoxenue No2
K MOJIOKEHHUIO O MOPSAKE BEJCHUS
JIMYHBIX Jiell paOOTHUKOB

JIMYHOE JIEJIO Ne

(na3BaHue 00pa30BaTENLHON OPraHU3AIHN)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIACTax
XpaHuTh Ier
donng Ne
Ommce Ne

Hemo Ne

(3aroyoBoK femna)



IIpunoxenue Ne3

K INOJIOKCHUIO O MMOPAJAKE BEACHUA

BHYTPEHHSIS OITMCH
JIOKYMEHTOB jiesia Ne

JIMYHBIX €] pa60THI/IKOB

Ne NHunekc Hara Hasanue Howmep [Ipumeyanus
n/n JIOKyMEHTa JOKYMEHTa JOKYMEHTa JUCTOB
Jeia
Hroro: JIOKYMEHTOB

(undpamu 1 IPOIHCHIO)

KonndecTBO TMCTOB BHYTPEHHEN ONTUCH

(umdpamu 1 IPOMHCHIO)

OTBETCTBEHHEBIN 3a
KaJpOBBIA yUeT:

(TIoaTIvCH)
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©.1N.0.

IIpunoxenne N4
K MOJIOKEHUIO O MOPSAAKE BECHUS
JIMYHBIX Jiell paOOTHUKOB

JlomxHOCTD

JInunoe neno Ne

JlaTta o3HaKOMIICHHUS TIegarora
W COTPYIHHUKA C JIMYHBIM
IeIOM

IMonmuce mexarora u
COTpYIHHKA

OTMmeTKH, MpUMeYaHus,
3aMCUYaHH




IIpunoxenue Ne5

K INOJIOKCHUIO O MMOPAJAKE BEACHUA

JIMYHBIX €] pa60THI/IKOB

OT1MmeTKa 0 pe3yabTaTax eKeroAHOH NPOBEePKHU COCTOTHUSA
U HAJIMYMSA JJUYHOIO0 Jesia

©.1.0.

JomxHOCTD

JInynoe nemno Ne

Jara npoBepku

d.N.0O. ue”oB
KOMUCCUU

IMoamnucu yieHos
KOMUCCHU

PesynbpTar nposepku




1. ®ammnus

IIpunoxenne Ne6

K INOJIOKCHUIO O MMOPAJAKE BEACHUA
JIMYHBIX €] pa6OTHI/IKOB

JIMYHBIH JIUCTOK MO yUeTy KaJIpoB

Nwmsa

OT4ecTBO

2. Ilon

3. T'ox, unciio U MecsLl POXKACHUS

4. Mecto poxaeHus

5. I'paxnaHcTBO

(ceno, nepeBHs, ropoz, paiioH, 061acTh)

6. O6pazoBanue

Ha3zsanue
y4eOHOTO
3aBeEeHUS U €T0

MECTOHaXOXIACHUC

®DaKyJIbTET
WIH
OTJIeJIeHNE

Ton
HOCTyHHeHI/I}I

Ton
OKOHYAaHUA
WIH yXoja

Ecnu me
OKOHYMJI, TO
¢ KaKoro
Kypca yuien

Kakyro
CIENAJIBHOCTD
MOJIy4HII B
pe3ynbTare
OKOHYAHUS
y4eOHOro
3aBe/IeHus,
ykazatb Ne
AUIIIIOMa Ui
yAOCTOBEPEHUS

7. KakuMH HTHOCTPAHHBIMU S3bIKAMH BJIAJEETE

8. YueHas CTeneHb, yUeHOE 3BaHUE

9. Kakue nmeere Hay4dHbIC TPYIbI M H300pETECHUS

(‘IMT&CTC U IEPEBOAUTE CO CIIOBAPEM, UNTACTE U MOIKETE O6LHCH§[TLC${, BJIagcCTe CBO60[[HO)




10. Bemonusemass paboTa ¢ Hayajga TPYJIOBOW AEATENHHOCTH (BKJIIOYas y4deOy B BBICHIUX H
CPeIHHUX CIIEIHANIBHBIX YUeOHBIX 3aBEACHUSAX, BOCHHYIO CITY>KOY M paboTy 110 COBMECTUTEIILCTRY)

Mecsan u ron JOMKHOCTB € yKa3aHHEM YUPEKICHHUS, MecToHaX0KICHUE
HOCTyHHeHI/I}I yxo;[a OpFaHI/I3aI_II/II/I, HpGI[HpI/IHTI/I}I, a TaK¥XeE y‘-IpG)K,Z[GHI/I}I,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
HNpEAIPUATUSL

11. IIpeOpiBanme 3a rpanuiiet (padbora, cirykeOHass KOMaHIUPOBKA, MTOE3/IKA C JIEIeTaIneH )

Mecsan u rox B xaxoit ctpane [{ens mpeObIBaHUs 32
C KaKoro 10 KaKoe rpaHuLein
BPEMEHU BpeMsI

12. Yyactue B BBIOOPHBIX OpraHax

MecTo BBIOOPHOTO HasBanue BeibopHoro | B xauecTtBe Koro T'on

oprasa oprasa BBIOpaH u30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHbIE HATPa bl

Korga u xem Harpaxaex

14. OrHOLIEHNE K BOMHCKAM O0S3aHHOCTSAM U BOMHCKOE 3BaHUE

CocraB Pon Botick

(KOMaHJHBI!, MOJTUTHYCCKUH, a IMUHUCTPATUBHBIN, TEXHUYECKUN U T. 11.)

15. CeMeltHOE OJIOKEHME B MOMEHT 3aIIOJTHEHMS JIMYHOTO JIUCTKA

(4ICHBI CeMbH, ¢ YKa3aHHEM BO3pAcTa)

16. Jlomamnuii agpec

17. O6s3y10Ch CBOEBPEMEHHO M3BEMIaTh 000 BCEX M3MEHEHUSX NaHHBIX, BKIIOYCHHBIX B JTUYHBII
JMCTOK TIO Y4YETy KaJIPOB.
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AHKETA

IIpunoxenue Ne7

K IOJIOKECHUTIO O MOPAAKE BEACHUSA

JIMYHBIX OCJI pa60THI/IKOB

damunsa

Nmsa

OT4ecTBO

JlaTa poxxneHus

1. I'paxknancTBO (€ciid U3MEHSUIA, TO YKAKUTE,
KOTJIa M 10 KaKOW MpUUIHHE)

2. OOpa3zoBaHue, yueHas CTENEHb (KOoTma u
Kakue y4ueOHbIE 3aBeJeHUS OKOHUYWIH, HOMEpa
muriaoMoB). CrnienaibHOCTh U KBaTU(UKAIUS
0 JTUTLIOMY

3. KakuMu MHOCTPAHHBIMU SI3BIKAMU U SI3bIKAMU
HaponoB Poccuiickoii @enepanuu BIaaceTe U B
Kakol  cTemeHuM  (YuTaere M MOXKETe
OOBSICHSITHCS, BIIAJICETE CBOOOTHO)

4. BemosHsiemasi paboTa ¢ Havajia TPY/I0BOM JIEATeITbHOCTH (BKJIFOYAsi BOCHHYIO CITY»XOy U paboTty

110 COBMECTHUTEIILCTBY)

Mecsan u rox JOMKHOCTB € yKa3aHHEM YUPEKICHHUS, MecToHaX0KICHUE
HOCTyHHeHI/I}I yxo;[a OpFaHI/I3aI_II/II/I, HpGI[HpI/IHTI/I}I, a TaK¥XeE y‘-IpG)K,Z[GHI/I}I,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
HNpEAIPUATUSL

5. Bamm Gnu3kue poJaCcTBEHHUKH (3KEHA, MYK, OTEIl, MaTh, OpaThsi, CECTPHI)

CrencHb damMuis, UM, Ton

pOJICTBA OTYECTBO POXKJICHHS

MecTto paboThl,
JIOJDKHOCTD

Anpec mecta
KHUTEIHCTBA

6. lomamrawmii anpec u Homep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHSIOIIUI

(HOMep, cepusi, KEM U KOT/a BblaH)

8. JlomomHUTENbHEIE CBEIEHHUs, KOTOpBIEe BEI jkenaere cooOmuTs o cede

10. Ha xakoit ypoBeHb 3apiuiatsl Bel paccuntsiBaeTe?
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(ZlOJ'DKHOCTB OTBETCTBECHHOI'O 3a KaﬂpOBbIﬁ y‘-ICT)

(nmoamnuce)

(pacurpoBKa MOIITUCH)




IIpunoxenue Ne§
K TIOJIOKEHHUIO O MOPSI/IKE BEJICHUS
JIMYHBIX Jiell paOOTHUKOB

JIMCT-3ABEPUTEJIb

aeaa Ne
B nene npomnto u npoHyMEpOBaHO JINCTOB
(mudpamMu 1 IPONHCHIO)
¢ Ne mo Ne , B TOM YHCJIE:
JINTEPHBIE HOMEpPA JINCTOB
MPONYLIEHHBIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEU OMHUCHU JIMCTOB
OcobeHHocTH (PU3NUECKOTO COCTOSIHUS U Howmepa nucros
dbopMupoBaHus aena
OTBETCTBEHHBIH 3a
KaJpOBBIA yUyeT
(1o AKCh) (paciudpoBKa MOAIKCH)
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