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IHOJIO’KEHHUE
O NOPAJAKE BEAEHUSA JIMYHBIX JEJI PABOTHUKOB

1. O0uue nmos10:keHUs

1.1. Hacrosiiee Ilonooicenue o nopsaoxe 6edeHus TUHbIX 0el pabOmHUK08 OpTaHu3aIliu,
OCYILECTBIISIIONIEH 00pa3oBaTeNbHYIO JIEATEIbHOCTh, pa3padOTaHO B COOTBETCTBUU C
®denepanbHbIM 3akoHOM Ne 273-D3 o1 29.12.2012 «O06 obpazoBanuu B Poccuiickoii Deaeparmmy
B penakuuu ot 25 wuronsa 2022 ronpa, ®denepanbHbiM 3akoHOM oT 27.07.2006 Ne 152 «O
MEPCOHAJIbHBIX JIAHHBIX» C W3MeHeHWs MM Ha 2 uwons 2021 roma, Ykazom Ilpesuaenrta ot
30.05.2005 Ne 609 «O6 yrBepxaenun IlonoxkeHus: o nepcoHaIbHBIX JaHHBIX TOCYIAPCTBEHHOTO
ciyxamero Poccuiickoit denepanuu M BEIEHUU €ro JUYHOrO Jena», TpyaoBeiM Koaexcom
Poccuiickoit @enepannn, KomnekTHBHBIM I0TOBOPOM, Y CTABOM OPraHU3aLMH, OCYILIECTBISIOIICH
00pa30BaTeNbHYIO ACSITENbHOCTD.

1.2. lannoe IlonoxeHnue onpeaenseT NOPsI0K BEICHUS JTUYHBIX JIE€J ME€IaroroB U MHBIX
COTPYJIHUKOB U pPaOOTHUKOB IIKOJIbI, OMpEeaeT NOPAI0K (OPMUPOBAHUS, YUETa U XpaHEHUS,
BBIJIAUM JIMYHBIX JIEJT BO BPEMEHHOE IOJIb30BAHKE, & TAK)KE OTBETCTBEHHOCTD, IMPaBa pAOOTHUKOB
U IUpeKTopa 00pa3oBaTeNbHON OpraHu3aIuu.

1.3. Hacrosimee IlonokeHne yTBEp)KIAeTCs TMPUKA30M 110 IIKOJE U SBISICTCS
00s3aTeNBbHBIM ISl BCEX KaTETOPHid MeJarornuecKux U Ipyrux COTPYIHUKOB IIKOJIBI.

1.4. Benenuie IMUHBIX JI€J1 [1€IaTOTOB U COTPY/IHUKOB IIKOJIBI BO3JIATAETCS HA CTICIIUAINCTa
MO KaJipaM OpraHu3alliy, OCYIIECTBISIONIeH 00pa30BaTeIbHYIO NeSTEIbHOCTD.

1.5. JIuuHOeE A€o0 — OCHOBHOM JIOKYMEHT MEPCOHAIIBHOTO y4UeTa, COJAepKaluii Hanbosee
MOJIHBIE CBEICHUS O paOOTHUKE 00pa30BaTEILHON OpraHU3aIMK U €r0 TPYIOBOU JEITEIbHOCTH.
B nuunoe neno BHOCSTCS CBEIEHUS, CBSI3aHHBIE C MOCTYIUICHHEM Ha pa0OTy U YBOJILHECHHEM.

1.6. CseneHnusi, cojaepkalruecss B JIMYHOM JieJe, OTHOCATCS K KOH(HICHIHATbHON
uH(OpMaIK, UMEIOT OTPaHUYEHHBIN JOCTYT U pa3TIaIllIeHUIO He MOJIekKaT.

1.7. Jluunoe neno BeaeTcs B TEUEHUE BCETO MepHoia paboThl paOOTHHKA.

1.8. Benenne HECKONBKUX JIMYHBIX JEJI OAHOTO pabOTHUKA OOpa3oBaTEIHHOM
OpTraHMU3aIMH HE JOIMYCKAETCs.

2. llopsinok (popMupoBaHUs JIMYHBIX €] COTPYIHHKOB

2.1. ®opmupoBaHue JMYHOTO J€ja MEeAaroroB U COTPYJIHUKOB 0011€00pa3oBaTeIbHON
OpraHu3alii TPOU3BOAMTCS HEMOCPEJACTBEHHO IIOCie MpHeMa B 001Ie00pa3oBaTeIbHYIO
OpraHu3allMi0 WM T[EepPeBOja IMEeAaroroB M COTPYAHUKOB U3 Jpyroil oOpazoBaTeabHOM
OpraHH3aIiH.

2.2. B COOTBETCTBUU C HOPMAaTHUBHBIMU JOKYMEHTAaMHU B JIMYHBIE Ji€la IEJaroroB U
COTPYJIHUKOB OpraHU3alllH, OCYIIECTBISIONIeH 00pa30BaTENbHYIO AESITEIbHOCTD, BKIIIbIBAIOTCS
CJIEYIOIINE JOKYMEHTBI:

Jlns nenaroros:

e 3asgBIICHHE O ITpHEME Ha padoTy;
e 3asgBJIEHME O COIJIaCUU Ha 00pabOTKY MEePCOHANBHBIX JAHHBIX MEAarora;
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e CHpaBKa O HATUYHH (OTCYTCTBHH) CyTUMOCTHU M (M) (DaKTa yroJIOBHOTO MPECICOBAHUS,
BBIIAaHHOT'O COOTBETCTBYIOLIUM OPTaHOM IPAaBOIOPSAKA;

e amTobOmorpadus;

e  KOIMS MAaCHOpTa WJIM UHOTO JOKYMEHTA, YJJOCTOBEPSIOIIETO JTUYHOCTD;

e  KOIMS CTPAXOBOT'O CBUJETEIHCTBA IEHCHOHHOI'O CTPAXOBAHUS;

e  KONUS UICHTU(UKAMOHHOTO HOMEpPA HAJIOTOILIATEbIINKA;

e  KOIMS JOKYMEHTa BOMHCKOI'O y4eTa (Uil BOCHHOOOSI3aHHbIX);

e KOIMS CBUJIETEJIHCTBA O 3aKIOYEHUH Opaka (IIpU HaJIU4Yun);

e  KONIMS CBUIETEIbCTBA O POKICHUM JeTeH (IIpU HAIMYUN);

e KONHMH JJOKYMEHTOB 00 00pa3oBaHuu;

e  KOIMM JOKYMEHTOB O KBIM(DPUKALNUU WU HATMYKE CHICIUATIbHBIX 3HAHUH (IIPU HAIMYHHN);

e  KOIIMU aTTECTALIMOHHBIX JIUCTOB (IIPU HAJIUYUN);

e KOIMM JOKYMEHTOB O HarpaxaeHuH (IIpy HAJIM4UN);

e  XapaKTEPUCTHKH, PEKOMEHIaTebHbIC MIUCbMA (TIPH HAIUYHHN);

e IIpUKa3 O MpueMe Ha paldory;

e IIPUKa3 O MEPEBOIC HA UHYIO TOJKHOCTD (MpU HAJIMYMH);

e JIOJDKHOCTHAsi MHCTPYKLHUS (AOJDKHOCTHBIE MHCTPYKIIMHM C MOMEHTA Ha3HAueHUs Ha BCe
JIOJKHOCTH);

e TpPYAOBOW JOroBOp (C MHOCIEIYIOLIMM BKJIIOUYEHHEM JOMOJIHUTENIBHBIX COTJIAIICHUNA K
TPYZIOBOMY JIOTOBODY);

e TPYAOBYIO KHUXKKY;

e  MEIUIUHCKYIO KHUXKKY.
Jliis paGOTHUKOB:

e 3agBJIEHME O IpUeMe Ha paboTy;

e 3asBJICHHE O COIVIACUU Ha 0OPabOTKY NMEPCOHAIBHBIX JaHHBIX II€1arora;

e CIpaBKa O HATMYWH (OTCYTCTBUH) CYAUMOCTH U (WJIH) aKTa YroJIOBHOTO MPECIICAOBAHMS,
BBIJJAHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;

e aBroOHMorpadwus;

e  KONMS NMAacropTa WK HHOTO JOKYMEHTA, YIOCTOBEPSIOIIEr0 JINYHOCT;

e KOIHS CTPaxOBOT'O CBUJIETENIHCTBA IEHCUOHHOTO CTPAXOBaHUS;

e  KONUS UICHTU(UKAMOHHOIO HOMEpPA HAJIOTOIIATENbIINKA;

e  KOMHUS JOKYMEHTa BOMHCKOTO y4eTa (/i1 BOGHHOOOS3aHHBIX );

e KONMS CBUJETEIbCTBA O 3aKIIOYEHNH Opaka (IIpy HAJIMYUK);

e  KONUS CBHUIETEIHCTBA O POXKICHHUH JeTeH (IPH HATUYHH);

e KOIHMM JJOKYMEHTOB 00 00pa30BaHuu;

e KOIMWHU JOKYMEHTOB O HarpaxJIeHuu (Mpu HATUYHH);

e  XapaKTepUCTHUKH, PEKOMEHIaTelbHbIEe MHChMA (ITPU HAIUYHHN);

e IIpUKa3 O MpUeMe Ha padoTy;

e [IPUKa3 O MEPEeBOie HA MHYIO JTOJKHOCTD (IPU HAJMYUH);

e JIOJDKHOCTHAsI MHCTPYKIHUS (IOJDKHOCTHBIE MHCTPYKIIMMA C MOMEHTA Ha3HAYEHUS Ha BCE
JIOJHKHOCTH);

e TPYJIOBOM JOTOBOp (C MOCIEAYIOIIMM BKIIIOUEHUEM JIOMOJHUTENbHBIX COTJIAIIEHUN K
TPYAOBOMY JIOTOBODY);

e TPYAOBYIO KHHXKKY;

e MEIULUHCKYIO KHUXKKY.
PaGoronarens odopmiser:

e TPYAOBOI JOTOBOP B JIBYX IK3EMILIApax;

e TIPHWKA3 O IpHEME Ha paboTy (0 MmepeMelIeHrnr Ha JPYTHe T0HKHOCTH);

e JHMYHYIO KapTOuky Ne T-2;

e JIOJDKHOCTHYIO MHCTPYKIUIO B ABYX DK3EMILISAPAX.
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Paboronarenb 3HAaKOMUT:

e C HOPMaTUBHO-IIPaBOBBIMHU JOKyMEHTaMH LIKOJIbI (Y cTaBoM, KOJIJIEKTUBHBIM JOTOBOPOM,
[TpaBunaMu Tpy10BOrO pactopsiika U JIp. JOKaJIbHBIMHU aKTaMH);

e  C JIOJDKHOCTHOM MHCTPYKLUEH;

e IIPOBOJUT BBOJHBIM HMHCTPYKT@X, HMHCTPYKTaXX IO OXpaHEe TpyJAa, HUHCTPYKTAX II0
IPOTHBOIOXKAPHOU OE30MaCHOCTH.

2.4. llepsuuHoe oopMIIEeHHE JIUYHOTO JeJIa PelyCMaTpUBaeT:

e IIPUCBOECHME JUYHOMY JIEJIy HOMEpa COIJIaCHO YpHAILy y4ueTa JINYHBIX /i€ (IPHI0KEHNE
Ne 1);

e MPOCTaBIICHUE HA OOJIOXKKE JTMIHOTO Jena (mpuiokeHue No 2) cieayonmx peKBU3UTOB:
UHJAEKC Jena (B COOTBETCTBMM C HOMEHKIATypod Jen  o0mieoOpa3oBaTesibHOM
OpraHu3aliiy; I0JIHOE HAaUMEHOBaHHE OO0IIe00pa30BaTENbHON OpraHu3aluu; HOMEP
JMYHOTO Jien1a; paMuiIs UMl OTYECTBO paOOTHHKA B UMEHUTEIIBHOM MAJIEXKe; 1aThl — MO
Hayaja 1 roJl OKOHYaHUs BEICHHUS JI€J1a; KOJIMUYECTBO JUCTOB; CPOK XPAHEHHUS;

MOMEIIEHUE IOKYMEHTOB, MOJISKAIMX XPAHEHUIO B COCTABE JINYHBIX €71, B XPOHOJIOTHYECKOM
HOpSIIKE:

- BHYTPEHHSS ONUCH JIOKYMEHTOB jiefnia (mpuioxenue Ne 3);

- JIMYHBIH JIMCTOK 10 y4YeTy KaJpoB (mpuiioxxeHus Ne 6);

- 3asBJICHHE O IIpUEMeE Ha pPaboTy;

- IPYKa3 O MpuemMe Ha paboTy;

- TPy1I0BOM JOrOBOp;

- IOTOBOP O MOJIHOM MaTepUaJIbHON OTBETCTBEHHOCTH (€CIH paOOTHUK — MaTEpHAJIbHO
OTBETCTBEHHOE JIUIIO);

- XapaKTEpUCTUKU U PEKOMEHAATEIbHbIE TUChMA;

- coryiacue Ha 00pabOTKy NMepCOHAIbHBIX JTaHHbIX.

2.5. JIucThl JOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE JIEJI0, ITOJIekKAT HyMEepaLUu.

2.6. C uenbto obecrieueHus HaaJIexKallel COXpaHHOCTH JIMYHOTO Jiejia earoros u
COTPYTHUKOB 00I1e00pa30BaTeIBHON OpraHU3aIlui | YA00CTBa B OOpAICHUH C HUM TIPH
(opMHpPOBAHUH TOKYMEHTHI IIOMEIAIOTCS B OT/IENbHYIO nanky. [Ipu yBojabHeHUN paObOTHHKA
MIPOLIMBAIOTCS HUTKAMH U CIAIOTCS B apXUB.

2.7. BHyTpeHH:s ONNCh JOKYMEHTOB, UMEIOIIUXCS B TMYHOM JIEJ€, JOJIKHA COAEpKaTh
CBEZICHMSI O TIOPSAAKOBBIX HOMEpaxX, HAMMEHOBAaHUAX JIOKYMEHTOB JieJla, KOJIMYECTBE JIUCTOB,
JlaTax BKJIFOUEHUS JJOKYMEHTOB B JIMYHOE JIEJI0 U U3BATHS U3 JI€Ta, & TAKKE KEM U3BAT JOKYMEHT
Y 110 KaKOW ITPUYMHE.

2.8. BHyTpeHHsIsl onMCh COCTABIISAETCS HA OTAEIBHOM JIUCTE 110 YCTAaHOBJIEHHON (opMme.
JIucTel BHYTpEHHEN ONUCU HYMEPYIOTCS OTJAEIBHO.

2.9. Ilpn noAroTOBKE JIMYHBIX /€] K IIEpefjadye Ha XpaHEHHE K BHYTPEHHEN OIHUCH
COCTaBJISI€TCS] UTOrOBasl 3alKCh, B KOTOPOM yKa3bIBaeTCs IU(PpaMu U MPONUCHI0 KOJIUYECTBO
BKJIIOUEHHBIX B HEE JOKYMEHTOB U KOJINYECTBO JIMCTOB JIETIA.

3. [lops1ok BeleHMs JIMYHBIX JeJ1 1eIaroroB U COTPYAHMKOB OPraHHU3aluu,
oCylIecTBJsIONIEH 00pa30BaTEIbHYIO 1eATeIbHOCTD

3.1. JIuyHOE /1e710 MeJaroroB U COTPYAHUKOB 00I11€00pa30BaTeIbHON OpraHU3aIH
BEJIETCS B TEUCHHE BCETO MEpro/ia paboThl KaXIO0TO MeAarora U COTpYIHUKA B
00111e00pa30BaTEIbHOM OpraHu3aINH.

3.2. JlanpHel1Iee BeIEHNE JTUYHOTO JIeJa MEeAaroroB U COTPYAHUKOB
00111e00pa30BaTeIbHON OpraHnu3aluy MpelycMaTpUBaeT MOMELIEHHE B JI€J0 JOKYMEHTOB,
00pa3yrommxcs B MpoIecce pabodeid 1eaTeTbHOCTH U UMEIONINX 3HaUYE€HUE JJISI TPYTOBBIX
OTHOLLICHUN:

e JIOTIOJHEHHE K JIMYHOMY JIUCTKY T10 YUETy KaJIpOB;
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e  JIOTIOJIHUTENBHBIC COTJIANICHUS K TPYIOBOMY JIOTOBOPY;

o KOIIMK IIPUKA30B I10 JIMYHOMY COCTaBYy, KOTOPBIC KAaCAKOTCA NCAAroroB u COTpyAHHUKOB
00111e00pa3oBaTeNIbHON OpraHU3alny;

e OT3BIBBl JOJKHOCTHBIX JIMI[ O T[IeJarore W COTpyAHUKE oO0Ieo0pa3oBaTebHON

OpraHH3aluy;

o KOIIMKU JOKYMCHTOB O IHOBBLIIICHUHA KBaJ'II/I(I)I/IKaI_[I/II/I;

e KOIHUU CEPTHU(PHUKATOB, TPAMOT;

e JIMCT — 3aBEPUTEIIb JieJia (COCTABIIAIOT IPU C/1ade JMYHOTO JeJia B apXUB);
e  HHBIC JOKYMCHTHI.

3.3. B nensix obecrieueHuss KOHTPOJIS 32 COXPAHHOCTBIO U aKTYaJIbHOCTBIO JIMYHBIX JIEN B
00111e00pa30BaTENIHLHOI OpraHU3alMy eKeroJHO (He mo3aHee | kBaprana roja, Cleayromero 3a
OT‘-IGTHBIM) MMPOU3BOAUTCA IPOBECPKA UX HAJIMYHA U COCTOSAHUA.

3.4. ExerogHylo NpPOBEPKY COCTOSHUS JIMYHBIX el Ha TPEeIMET COXPaHHOCTH
BKJIFOYCHHBIX B HETO JOKYMCHTOB IIPOBOJAUT CIICHHUAJIBHO CO3/JaHHASA KOMUCCHUS. O IMPOBCACHHBIX
IPOBEPKax JeIaeTCsi OTMETKA B JIMCTE O PE3YJIbTaTaxX €KeroJHOM IPOBEPKH COCTOSHUS Y HATTHYHSI
au4Horo nena (npuioxenue Ne 5) m cocraBisgercs akT. Pe3ynbraTel IPOBEpPKU JUYHBIX JI€T B
00s13aTeIbHOM MOPSIIKE TOBOJIATCS 0 TUPEKTOpa 00I1e00pa3oBaTeIbHOM OpraHU3alny.

4. Ilopsigok y4éTa M XpaHeHHs JTUYHBIX JeJ1 1eJaroroB H COTPY/IHUKOB OPraHHU3aliH,
ocyllecTBJsIONIEH 00pa30BaTeIbHYIO 1eATeIbHOCTD

4.1. XpaHeHue ¥ Yy4eT JMYHBIX JeJd IeJaroroB M COTPYIHUKOB OpraHU3alH,
OCYILECTBIISIIONICH 00pa30BaTEIbHYIO JEATEIBHOCTh, OPTaHU3YIOTCS C IIENBI0 OBICTPOTO U
6€301M00YHOr0 MOUCKA JMYHBIX /1€, 00ecreueHus] UX COXPaHHOCTH, a TakXke oOecredeHus
KOH(i)I/IZIeHIII/IaJII)HOCTI/I CBGHCHHﬁ, COACPIKAIINXCS B JOKYMCEHTAax JIMYHBIX A€, oT
HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2. JInganble 1ena COTPYAHUKOB XpaHsTCs B cefihe 00meo0pa3oBaTeIbHOM OpraHu3aIiy.

4.3. TpynoBble M MEAULIMHCKUE KHIKKU XpaHITCS OTAENIBHO B cede.

4.4. Jloctyn K JWYHBIM JejlaM TEJIaroroB M COTPYAHUKOB 00mIe00pazoBaTeIbHON
OpraHu3allil  UMEIT  TOJBKO  CEKpeTapb,  CIELUAIUCT MO  KajapaMm,  JUPEKTOp
o0mieo0pa3oBaTebHOM  OpraHu3aluu  JIMOO 3aMECTUTENM JUPEKTOpa NpHU HCHOJHEHUU
o0si3aHHOCTEH TUpekTopa 001e00pa3oBaTeIbHON OpraHU3altH.

4.5. CucremaTu3zalus JUYHBIX JIeJ NEAAroroB M COTPYAHMKOB 0OOIIe00pa3oBaTeIbHON
OpraHu3alK IPOU3BOANUTCS B aJI(aBUTHOM MOPSIKE.

4.6. Jluunbple nena TMeNaroroB M COTPYIHUKOB O0IIe00pa3oBaTEIbHON OpraHu3aluy,
UMEIOIUX TOCy/IapCTBEHHBIC 3BaHUS, IPEMHUH, HArpa/ibl, yUeHble CTETIEHU U 3BaHUS, XPAHATCS
MIOCTOSTHHO, @ OCTAJIbHBIX COTPYIHUKOB — 75 JIET € TOjla YBOJIbHEHUS paOOTHHKA (B COOTBETCTBUU
c [lepeuHeM TUIOBBIX YIIPaBIEHUYECKUX JOKYMEHTOB).

S. Ilopsinok BbIIa4H JMYHBIX €1 BO BpeMEHHOE M0J1b30BaHUE

5.1. Bpimaya nuyHbIX €7 (OTAENbHBIX JOKYMEHTOB B COCTaBE JIMYHOIO JI€a) BO
BPEMEHHOE TI10JIb30BaHUE MPOU3BOAUTCS C paspelleHus AUpeKTopa o0I1eo0pa3oBaTenbHOM
OpraHM3aliy MO 3asBICHUIO COTPYAHMKA OPraHM3alli{, OCYIIECTBISIOLIEH 00pa3oBaTEeIbHYIO
JESATEIBHOCTD.

5.2. Pabora (o3HakOMIIeHHE) C JHUYHBIMH JEJIaMH TI€JJaTOTOB U COTPYJAHUKOB
00111e00pa30BaTeIbHON OpraHU3aly IPOU3BOIUTCS B IPUEMHON JUpeKTopa. B koHIe pabodero
JTHSL CeKpeTaph WM CHEIHATUCT Mo KaapaM obs3aHa yOeauTbcs B TOM, YTO BCE JIMUHbBIE Jena,
BBIIaHHBIE BO BPEMEHHOE II0JIb30BAHHWE, BO3BPALEHBI HAa MECTO XpaHEHUS M €CThb JIU
HEOOXOUMOCTD IS IPUHSTHS MEP K MX BO3BPAIICHUIO MU PO3BICKY.

5.3. @aKT BbIIa4YM JIUYHOTO Jiea (PUKCUPYETCs B KOHTPOJIBHOM JKypHAJIe.
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5.4. U3bsaTHe OTHENBHBIX JOKYMEHTOB W3 JIMYHOTO JieJla MPOU3BOJUTCS C Pa3perieHHsI
JTUpPEKTOpa 00IIe00pa3oBaTeIbHON OpraHu3aluu ¢ 0POPMIICHUEM COOTBETCTBYIOIICH 3aIllich B
rpade «I[Ipumeuanue» BHyTpeHHEH omnucd. [Ipu BpeMEHHOM H3BATHH TOKYMEHTA Ha €r0 MECTO
(Mexcny JIMCTAMHU COCCIHUX ,HOKyMeHTOB) BKJIaAbIBACTCS CIIPABKA-3aMCECTUTCIIb C YKA3aHUCM J1aThl
Y TIPUYUH U3bATHS C TOAMUCHIO JIMIIA, BBIIABIIETO JOKYMEHT, M IMOIMKCHIO JIMIIA, TTOTYyYHBIIETO
€ro BO BPEMEHHOE M0JIb30BaHHE.

6. OdopMmiieHHe JIMYHBIX JeJI NTepe] ciaveil B apXuB

6.1. OpopmieHne JIMYHBIX €1 AJs Nepejaun B apXUB MPOU3BOIAUTCS CIIELUATUCTOM I10
KaJipaM 00111e00pa3oBaTesIbHONM OpraHu3alui. JTa IpoLeypa BKIYaeT:

e TIOAIMUBKY (MIEPEIUIET) Jea;

e yTOYHEHHE HyMEepalluu JIMCTOB JIeTIa;

e COCTaBJIEHHUE JIUCTa-3aBepuUTeNs (puioxeHue Ne 8);

e cocraBieHue (yTOUHEHHE) BHYTPEHHEH ONHCH;

e BHECEHME YTOUYHEHMH B PEKBU3MTHI JHUIIEBON 0OJIOKKY /Iena.

6.2. Jlucr-3aBeputens Aena JOKEH IMOANKUCATh €r0 COCTABUTENb, IPU ITOM JENIAeTCs
pacm@poBKa JODKHOCTH M TMOANKCH, NPOCTaBiIseTcs jaara. B mporecce MCMOIb30BaHMS
ApXUBHBIX JOKYMEHTOB B JIUCTE-3aBEPUTEIIE JIENAIOTCSI COOTBETCTBYIOLIME OTMETKU. Eciu neno
HOIINTO O€3 JKrcTa-3aBepuTelis, TO €ro ClelyeT HaKIeUTh Ha BHYTPEHHIOIO CTOPOHY OO0JIOKKU
Jena.

6.3. C nenbto o0ecrieyeHnus COXPaHHOCTH JIMUHBIX JIEJI PEKOMEH Ty eTCs:

e 00BENUHATH MHAWBUIYAIbHBIC JINYHBIC J€Ja YBOJICHHBIX COTPYJHUKOB B OJHY OOJOXKKY
(00OBeAMHEHHOE JIeJI0) C TAKUM pacueToM, 4ToObl 00beM Jena (Toma) He mpesbiman 250
JTUCTOB (ITyTE€M CIIMBKY MAaTE€PHUAIOB MHANBUIYAIBHBIX JIEN IO TOJaM YBOJIbHEHNU);

e pacrojiaraTh MaTepuaibl MHIUBUAYaJIbHBIX J€]1 B Mpejenax Jena (Toma) B aapaBUTHOM
nopsijike (moaMIIbHO), OTIEISS MaTePHaIbl, OTHOCSIIUECS K Pa3HBIM WHAWBUIYTbHBIM
JiefiaM, 4YHUCTBIM JIUCTOM OyMaru c yka3aHMeM Ha HeM (aMuiIMM, UMEHM U OT4YeCTBa
COOTBETCTBYIOILIETO YBOJICHHOI'O II€Jjarora M COTpyAHHKa 0011eo0pa3oBaTeIbHON
OpraHu3aIuy;

e CHa0XaTb KaX/0€ OO0BbEIMHEHHOE J1€J0 (TOM) BHYTPEHHEH OMMCHIO C MEePEeUHCIECHUEM
damMunuii, MMEH M OTYECTB M yKa3aHHEM HOMEpPOB CTpaHMIl, B Mpeienax KOTOPBIX
PacroJI0KEeHbl COOTBETCTBYIOUINE TOKYMEHTBHI.

6.4. Ilepenaua NUYHBIX J1e1 B apXWMB OCYLIECTBISIETCS HE MO3/HEE TpeX JeT Iocie
3aBEpLICHUS UX B JICJIONPOM3BOJICTBE B COOTBETCTBUU ¢ rpadukom. [IpeaBapurenabHo cekpeTapeM,
CHELHATNCTOM IO KaJpaM MPOBEpsAETCs] MOTHOTa U MPAaBUIBHOCTh MOATOTOBKU JMYHBIX /€T K
nepenave. BeIsiBI€HHbIE IPU TPOBEPKE HEAOCTATKU YCTPAHSIOTCS CEKpETapeM, CIEIMATUCTOM T10
kagpam. Ilepenaya u mpuem MPOU3BOAATCS MO OMUCH C MPOCTAHOBKOW OTMETOK O HAMYUU
JIMYHBIX .

6.5. JluuHble nena megaroroB M COTPYJHHMKOB 00IEe0Opa30BaTeNbHONW OpraHU3alMy,
3aKOHUYEHHBIE Jienonpou3BoJcTBoM 110 1 stHBapsa 2003 roxa, xpansarcs 75 net, nocne 1 sHBaps
2003 roma — 50 ner. Jlmunble gena aupekTopa, IJIaBHOro Oyxrajirtepa o0meoO0pa3oBaTelbHON
OpraHu3aIlii UMEIOT MIOCTOSTHHBIN CPOK XPaHEHHUS.

7. OTBETCTBEHHOCTh
7.1. TIlemaroru u COTPYIHHMKH 00I1€00pa30BaTENbHOM  OpraHu3alMu  OO0sI3aHbI
CBOEBPEMEHHO TIPEJICTABIIATH CEKPETAPIO MM CIEIHAIHCTY 110 KaJpaM CBeJIeHHs 00 N3MEHEHUT
B IIEPCOHANIBHBIX JIAHHBIX, BKIFOYEHHBIX B COCTAB JIMYHOTO JETIa.
7.2. PaboTonarenb 00ecreunBaeT:
e COXPaHHOCTb JIMYHBIX JIeJ TENaroroB M COTPYJHHKOB 00I11e00pa3oBaTebHOM
OpraHu3aInm,
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e KOH(DUICHIUATBLHOCTh CBEICHHUM, COJEPKAIIMXCSA B JIMYHBIX JIeJlaX TeJaroroB M
COTPYJAHUKOB.

8. [IpaBa paGoronare/isi 1 paGoTHUKA
8.1. lnsa oOecrniedeHus 3alIUThl MEPCOHAIBHBIX JTAHHBIX, KOTOPbIE XPAHATCSA B JIMYHBIX
JieJ1ax MelaroroB U COTPYAHUKOB 00111€00pa30BaTeIbHON OpraHU3aluy, IEAATOTU U COTPYIHUKU
o0m1eo0pa3oBaTeabHOM OpraHU3alui UMEIOT MPaBo:
e TMOJYYHUTH MOJIHYIO MH(OPMAIMIO O CBOMX MEPCOHAIBHBIX JAHHBIX M 00pabOTKe 3THX
JTAHHBIX;
e MOJYYUTHh CBOOOJHBIN JOCTYH K CBOMM IEPCOHAIBLHBIM JIAHHBIM;
e TMOJYYUTh KOIHUU JIOKYMEHTOB, XpaHsIIMecs B JIMYHOM Jelie M COJAepKalue
[IEPCOHAJILHBIE JIAHHBIE.
e TpebOBaTh MCKIIOUEHHUS WM MCIPABICHHUS HEBEPHBIX U HEMOJIHBIX MEePCOHAIBHBIX
JTAHHBIX.
8.2. Paboronarenb umeer mnpaso:
e 00pabaThIBaTh NEPCOHATBHBIE JAHHBIE MIEar0rOB U COTPYIHUKOB 00I11€00pa30BaTeIbHOM
OpraHHU3aIiy, B TOM YUCIIE U Ha 3JIEKTPOHHBIX HOCUTEISIX;
e 3aIpPOCUTh OT IEJAroroB M COTPYAHMKOB 0011€00pa30BaTeNbHON OpraHu3aluu BCIO
HEOOXOUMYI0 MH(GOPMALIMIO JJIs BEICHUS JWYHBIX Al U O00paOOTKU MEepPCOHATbHBIX
JTAHHBIX.

9. 3ak/II04UTeIbHbIE MOJI0KEHHS

9.1. Hacrosimee Ilonoosicenue o nopsioke 6eoenusi TUUHBIX Oel pPAbOOMHUKOG SIBISICTCS
JIOKQJIbHBIM HOPMAaTUBHBIM aKTOM, INpuHuMaercss Ha Ilemarormyeckom coBeTe ILIKONBI U
yTBepkaaercs (iubo BBOAMTCA B JeHMCTBUME) MPHUKA30M JUPEKTOpa  OpraHU3aluH,
OCYILECTBIISIIONICH 00pa30BaTENbHYIO IS TEIHHOCTD.

9.2. Bce n3MeHeHus U JOMOJIHEHMs, BHOCUMBbIE B HacToswlee [lonoxenune, opopmIstoTcs
B TNHCHhMEHHOH (opME B COOTBETCTBHM JICHCTBYIOIIMM 3aKOHOAATEIBLCTBOM Poccuiickoit
denepauuu.

9.3. TlonoxeHue o MOpPAIKE BEACHHUS JUYHBIX eI PAOOTHUKOB 00pa3oBaTENbHON
OpraHM3aly IPUHUMAETCS Ha HEOIIPEIETIeHHbIN cpoK. M3Menenus n nononanenus k [Tomoxenuntro
IMPUHUMAIOTCS B MOPSIZIKE, TpelycMOTpeHHOM 11.9.1. HacTosuiero [lonoxeHus.

9.4. Ilocne npunstus [onoxenus (U1 M3MEHEHUH U JONOJHEHUH OT/IENbHBIX ITYHKTOB U
pa3ziesnioB) B HOBOM peJaKliy IpeablIyIlas pelakiiis aBTOMaTHUECKH yTpauuBaeT CUITy.
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Ipunoxenne Nel

K MOJIOKCHHIO O TIOPAIKE BCACHHSA
JIMYHBIX Oe1n paﬁOTHHKOB

AKypHai ydera IM4HBIX J€TT

Ne JHara Gamumnn, | Tabens- | Jomxuocts | CTpykTyp- Jara u Jatau [Tpumeya-
n/ | ohopmie- HMA, HbIii (npodpec- HOE HOMEp HOMEp HHC
0 | HUA IMYHOTO | OTHECTBO HOMEp cH, noapasae- npHKaza NpHKa3a
aena nesarora u CrelHaIb JCHHE (pacnopsi- (pacnops-
COTpYAHHKA HOCTB) JKCHHUA) O AKCHHA) O
nejarora u npHeMe npekpane-
COTPY/IHHKA nezjarora i HHH
COTpYAHHKA | (pacTopike-
Ha paboTy HHH)
TPYA0BOrO
JIOTOBOPA ©
TIeJIaroroM 1
COTPYHHKOM
(yBOJIBHE~
HHH)
1 2 3 - 5 6 7 8 9
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Mpunoxenne No2
K TIOJIOMKEHHIO O TIOPSIKE BEACHHS
JMHHBIX e/ paboTHHKOB

O0610KKa JITUYHOTO J1e1a

Dong Ne
Omnuce Ne

Heno Ne

Hnniekc jgena

(Haspanne 00pa3oBaTENLHOIN OPraHH3ANH)

JIMYHOE JIEJIO Ne

(Jaronopok acia)

JlaTa navana

,LIaTa OKOHYaHHA

Ha JMcTax
Xpauuteb ner
Donp Ne
Ommcn Ne
Heno Ne
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Mpunoxenne Ne3
K MOJIOKCHHIO O TIOPATKE BECHHS
JAMYHBIX 1€ pPaGOTHHKOR

BHYTPEHHSIS OTTMCh
IOKYMCHTOB jieia Ne

Ne Hunexc Hara Ha3zgaune Howmep [Tpumeanns
n/n JIOKYMEHTA JOKYMEHTa JOKYMEHTa JIICTOB
Jena
Hroro: JIOKYMEHTOB

(1ahpanms 1 IpoTHCEIO)

KonudecTBo JTHCTOB BH)’TpCHHCﬁ OITHCH

(Lusppasss 5 NPOIICHIO)

OTBETCTBCHHbLIH 3a
KaJpOBLIH y4er:

(nojnmce )

« » 202 roma
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Mpunoxenne Ned
K MOJIOAKCHHIO O TIOPAIKE BEACHHS
JMYHBIX J1e/T PAOOTHHKOR

®.1.0.

JlomKHoCTD

JInynoe geso Ne

IIaTa O03HAKOMJICHHA nejgarora TMoanuck neparora u OTMe’I‘KM, MPpUMEYaHHA,
H COTPYIAHHKA C JIMYHBIM COTPpYAHHKA 3aMCYaHHuA
JICIIOM

10
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Hpunoxenue N3
K MOJIOKCHHIO O TIOPAIKE BEACHHS
JMYHBIX €/ PaGOTHHKOB

OTMeTKa 0 pesyiibTarax e/KeroIHoi NPOBEPKH COCTOSHHSH
H HAJTHYHS JIMYHOTO /1¢J1a

®.N.0.

JomKHOCTD

JIngnoe jgeno Ne

Jlata nporepkn

®.HN.0. uneHor
KOMHCCHI

TToanucu wieHoB
KOMHCCHH

Pesyabrar nporepku

11
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Mpunoxenne Neb
K MOJIOKCHHIO O TIOPAIKE BEACHHA
JMYHBIX 1€ paboTHHKOB

JINYHBII JTHCTOK 110 YUeTy KaJpoB

1. damunus

ms OTtyecTBO

2. TTon

3. oz, umciio U MecsI poKICHUS

4. MecTo poxaeHus

(ceno, aepesns, Topoa, paion, obnacte)

5. 'pakaancTBO

6. O6pasopanue

Ha3zpanue DakynbTer Ton Ton Ecnu ne Kakyto
yuaebHoro HITH TIOCTYIUICHHS | OKOHYaHHA | OKOHYHI, TO | CTENHaIbHOCTh
3aBEJICHHUA H €ro OT/IeNIeHHE WK yXo/a € KaKoro MOJIYYHIT B
MECTOHAXOXKACHHE Kypca yuiesn pesyibTaTe
OKOHYaHMs
y4eOHOro
3aBEICHMUS,
yKazaTh Ne
JUTITIOMA WITH
YJIOCTOBCPCHHSA

7. Kakumu HHOCTPAHHBIMH SA3bIKAMH Bl1a/1€€TC

(YHTACTE H NMCPLBOINTE €O COBAPEM, THTACTE H MOKETE OOLACHATLCA, BAAICCTE CBOOOANO)

8. YueHas ctenenb, yueHoe 3BaHHE

9. Kakue nmeere Hay4qHbLIC TPYIALI H H306pCTCHHﬂ

12
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10. Beimonusiemast pabora ¢ Havana TPYAOBOH JACATCABHOCTH (BKIOYas y4edy B BBICIIMX U

CPEJHHX CleUHAIBHBIX Y4eOHBIX 3aBEICHHAX, BOCHHYIO ClyKOy i padoTy 110 COBMECTHTEILCTRY)

Mecsii v roj JIOIKHOCTD ¢ YKa3aHHEM YUIpeXIeHHs, MecToHaxox)/eHHe
HOCTYILUIEHNS yXxo/1a OpraHM3alNH, NPENPUSTHA, 8 TAKKE YUpeKIACHNA,
MHHHCTEPCTBA (BEIOMCTBA) OpraHH3aLHH,
MpEANPUATHS

11. IpebbiBanne 3a rpanneii (padora, cay:xcOHas KOMaHIHPOBKA, TI0C3/1Ka ¢ JIeNerammeii)

Mecs ¥ 1o

B kakoii cTpane

Llens npebbIBaHAs 32

€ KaKkoro Mo Kakoe rpaHuieit
BpeMeHH BpeMst

12, Yyactie B BBIOOPHBIX OpraHax
MecTo BBIGOPHOTO Ton

oprana

Hazspanwue roibopHoro ‘ B kavecTBe KOTO

opranHa BHIOpaH

n30panus | BbIObITHA

13. Kakne nmeete MPaBUTEILCTBCHHBIC HATPAIb!

Koraa u xem Harpaxicu

14. OTHOIIEHHE K BOMHCKUM 00S3aHHOCTSAM U BOHHCKOE 3BaHHE

Cocrap

Pox Boiick

(KOMaNHEI, NOMHTHYSCKHIT, AIMHHHCTPATHRHLIN, TeXHHIeCKHii 0 T. 1)

15. CemeiiHoe M0JI0KEHHE B MOMEHT 3ar0IHEHNS JIMYHOTO JINCTKA

16. Jomammnuii anpec

17. O6a3y10Ch CBOCBPCMCHHO HM3BCHIATL 000 BCCX M3MCHCHHAX JIAHHBIX, BKIKOYCHHBIX B JIMYHbIH

(HMICHBE COMEH, ¢ YKa3aHHCM BO3PACTa)

JIMCTOK 110 YYETY KaJIpOB.

« »

202 roma
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AHKETA

Damuus

Hpunomenme N7

K MOJIOKCHHIO O TIOPAIKE BCIACHHA

JAYHBIX 1€ paﬁomukon

Hms

OTuecTRO

Jara pox/ieHus

|. T'paxciancTBO (€C/M M3MEHSUIH, TO YKaXKHTe,
KOT/1a M 10 KaKOii MpHyHHe)

2. Ob6pazoranne, y4eHas creneHb (Korga u
Kakne ydeOHBIC 3aBe/IcHHA OKOHUMIIHM, HOMEpa
JumioMoB). CrnenHanbHOCTh M KBaTHGHKALHA
0 AUILIOMY

3. KakuMu HHOCTPAHHBIMH SI3BIKAMH H A3bIKAMH
napozos Poccuiickoii deaepauun Brajgeere u B
Kakoi CTEeIeHu (unTaere " MoXKeTe
00BACHATHCH, BiIajleeTe CBODOIHO)

4. Bemonasemas padoTa ¢ Hayana TPYIOoBOH JeATeIbHOCTH (BKIIOYas BOCHHYIO CIyKOY H padory

110 COBMECTHTEJILCTRY)

Mecsin 1 roj JIOJDKHOCTB ¢ YKa3aHHeM YqpeskIeHH s, MecToHax0xK/IeHHe
[OCTYIICHUS yxoza OpraHM3aliH, [PEUIPHATHS, @ TAKKE YUPEHKICHHS,
MHHHCTEPCTBA (BEOMCTRA) OpraHu3aiHH,
NPEANpPHATHA

5. Bamm 6im3kue poJICTBEHHHKH (OKEHA, My, OTEIl, MaTh, OpaTh, CECTPHI)

Crtemnenn Damumns, nms, Ton

poacTBa OTYECTBO POKIACHHA

MecTo paboTsi,
JTOJDKHOCTD

Anapec MecTa
JKUTEIBCTBA

6. Jlomamauii agpec 1 Homep TesedoHa

7. ITacnopT WIH JOKYMEHT, €ro 3aMeHAIOMHI

(HOMEP, CepPHS, KeM H KOF1a BHLIAH)

8. )IOIIOHHHTCJIBHHC CBCJICHHA, KOTOPBIC Bl kestacre coodumnts 0 cede

10. Ha xakoit yposens 3apriatsl Bel paccuntsiBacte?

« » 202 roma
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(paclundpoBKa HOIIHCH)

MynununanasHoe o01eodpasoBaTejbHoe yupexkaeHne HpkyTckoro paiioHHOr0 MyHHIIHNIAJIBLHOI0 00pa3oBannus « Hukoabckas cpeansis

14


mailto:shkola.nickolskaya@yandex.ru

MynununanasHoe o01eodpasoBaTejbHoe yupexkaeHne HpkyTckoro paiioHHOr0 MyHHIIHNIAJIBLHOI0 00pa3oBannus « Hukoabckas cpeansis
0011e00pa30BaTe/ILHAS HIKOJIA»
MOY UPMO «Hukoabckass COLL»
664544, Upkytckas obnacts VpkyTckuii paiion ceno Hukonbcek, . Komcomonbckast, 3nanue 13
shkola.nickolskaya@yandex.ru Temn. 692-189

Mpunoxenne Ne8
K TOJIOKCHHIO O NOPSAIIKE BEACHHS
JMHHBIX €T pabOTHHKOB

JINCT-3ABEPUTEJIb

nena Ne
B jesie npoImTo H NPOHYMEPOBAHO JIHCTOB
(1ndppars 1 nponnenio)

¢ Ne no Ne , B TOM 4HClIe:

NHTEpHbIE HOMEpa JINCTOR

MPONYIICHHBIE HOMEpa JIMCTOB

+ TUCTOB BHYTPEHHEH OINCH JIICTOB

OcobeHHOCTH (PU3HUECKOTO COCTOSHUS H Homepa nmictoB

(dopmupoBanus aena

OTBETCTBEHHBIH 34
KajpOBBIi yueT

(moanuce) (pacuinppoBKa NOANHCH)

« » 202 ropna
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