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O NOPAAKE BEAEHUSA JIMYHbIX JEJI PABOTHUKOB

1. O01mue mo10KeHUS

1.1. Hacrosiee /lonoscenue o nopsaoxe 6edeHus TuUHbIX 0el pabOmMHUKO8 OpraHu3alluu,
OCYIIECTBIISIFOIEH  00pa3oBaTeNbHYIO JAESITeNbHOCTh, pa3padoTaHO B  COOTBETCTBUU C
®enepanbubiM  3akoHOM No 273-D3 ot 29.12.2012 «O06 oOpa3zoBanuu B Poccuiickoi
®denepanun» B peaakiuu ot 25 utoia 2022 rona, GeaepanbHbiM 3akoHoM 0T 27.07.2006 Ne 152
«O mepcoHaNbHbIX JaHHBIX» C W3MEHEeHUsAMU Ha 2 urosd 2021 roxa, Ykazom Ilpesunenta ot
30.05.2005 Ne 609 «O06 yrBepxkaenuu [lomoxxeHus: o mepcoHaIbHBIX JAHHBIX TOCYAAPCTBEHHOTO
cayxkamero Poccuiickorn @enepanuu M BEJEHUU €ro JIMYHOrO Aena», TpynoeiM Kopexcom
Poccuiickon ®Denepanuu, KoiektuBHBIM JIOTOBOPOM, YcTaBoM OpraHu3aliuu,
OCYIIECTBIISIONICH 00pa30BaTEIbHYIO IEITEIbHOCTb.

1.2. Jannoe IlonoxxeHune onpenesseT MOpsI0K BEACHUS JIMYHBIX I MeJaroroB U MHbIX
COTPYAHUKOB U PaOOTHUKOB IIIKOJIBI, OMIPEACIISAET MOPSA0K (OPMHUPOBAHUS, YU€Ta U XPAaHEHUS,
BbIJIaYM JINYHBIX JIETT BO BPEMEHHOE TMOJIb30BAHUE, a TAK)KE OTBETCTBEHHOCTH, MPaBa pabOTHUKOB
U JUPEKTOpa 00pa30BaTEIIbHON OpraHu3aIiy.

1.3. Hacrosimee IlonoxkeHue yTBepXKIaeTcss TMPUKA30M [0 IIKOJE U SABISIETCS
00s13aTeIbHBIM JIJISI BCEX KaTerOpUi MeIarornueckKuX 1 APYTuX COTPYAHUKOB IITKOJIBI.

1.4. Benenue IMYHBIX JI€ NEAAroroB M COTPYAHUKOB IIKOJbI BO3Jaraercsa Ha
CIEIUATIMCTA TI0 KaJpaM OpTaHu3allid, OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO IEATETbHOCTD.

1.5. JInuHoe €70 — OCHOBHOW JIOKYMEHT MEePCOHATBHOTO y4yeTa, CoAepKaluii Hanboee
TIOJIHBIE CBEICHUS O paOOTHUKE 00pa30BaTEIbLHON OpraHu3aIlii U €ro TPYI0BOM JIeATeIbHOCTH.
B nudHOe [1e10 BHOCSTCS CBE/IEHUS, CBSI3aHHBIE C MOCTYIUIEHHEM Ha paboTy U YBOJIbHEHUEM.

1.6. CseneHnus, cojaepkaluecss B JIMYHOM JieJ€, OTHOCATCS K KOH(HIEHUIUATbHON
uH(pOpMaIIUU, UMEIOT OTPAaHUYCHHBIN TOCTYI U Pa3TIallIEHUI0 HE TOJIekKAT.

1.7. JInaHOe Aeno BeJAeTCs B TEYSHUE BCETro Mepruoaa padoThl pabOTHUKA.

1.8. BeneHune HECKONBKUX JUYHBIX [T OJHOrO pabOTHHMKA O0pa3oBaTelbHOU
OpraHu3aIi HE TI0MYCKAeTCHI.

2. llopsinok popMupoBaHMS JTHYHBIX /1e]1 COTPYIHUKOB

2.1. ®opmMupoBaHHME JMYHOIO Jefia TeJaroroB M COTPYIHUKOB 00Ie0o0pa3oBaTebHON
OpraHu3aliy IPOU3BOAMTCS HEMOCPEACTBEHHO IIOCIEe IpHeMa B 00e00pa3oBaTeIbHYIO
OpraHu3allMi0 WM TEpeBOja IMEAaroroB M COTPYIHUKOB U3 Jpyroil oOpazoBaTeabHOM

OpraHu3alunu.
2.2. B COOTBETCTBUH C HOPMAaTUBHBIMH JOKYMCHTAMWU B JIMYHBIC JICJIa IE€AAroroB n
COTPYAHUKOB opraHusanuu, OCYH_ICCTBJISIIOH_[CI‘;I 06pa3OBaTem,Hyro ACATCIBbHOCTD,

BKJIA[IBAIOTCS CIAEAYIOIINE IOKYMEHTHI:
| JJ1sl Ie1aroros:
e 3asABJICHHE O IIPHEME Ha paboTy;
e 3afABJICHHE O COTJIACUU HAa 00pabOTKY MEePCOHANBHBIX JAHHBIX MEAArora;
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e cmpaBka O Haimuyuu (OTCYTCTBMM) CyAMMOCTH U (win) (akra yrojJoBHOTO
IPECIIeJ0BaHUS, BbIIAHHOIO COOTBETCTBYIOIUM OPraHOM IPaBOINOPSIKa;

e aBroOHMorpadus;

e  KOIMS NACHOPTa WIM MHOTO JOKYMEHTA, YJOCTOBEPSIOIIErO JINYHOCT;

e KOIMS CTPaxOBOI'0 CBUJIETEJIHCTBA IEHCUOHHOI'O CTPAXOBAHNUS;

e  KONMS UICHTU(UKALMOHHOIO HOMEpPa HAJIOrOILIaTeNbIINKA;

e  KONMS JOKYMEHTa BOMHCKOTO y4eTa (i1 BOCHHOOOS3aHHBIX);

e KOIMS CBUJETEIbCTBA O 3aKJIIOYEHUH Opaka (IIpy HAJIM4YUK);

e KONUS CBUJETEIHCTBA O POXKIACHUU JETeH (IIPU HAIUYNN);

e KOIUHU JOKYMEHTOB 00 00Opa30BaHUH,

e KONUM JOKYMEHTOB O KBaIM(UKALIWK WM HaTUYMEe CHEHHaTbHBIX 3HAHUHA (TIpH
HaJIUYHH ),

e  KOIMHU aTTECTALIMOHHBIX JIUCTOB (IIPU HAJIUYUUN);

e KOIMM JJOKYMEHTOB O HAarpaxJaeHuH (IIpU HAJIMYUN);

e  XapaKTEPUCTUKH, PEKOMEHJATEIbHbIE TMCbMA (IPU HATUYHH);

e IIpUKa3 O MpueMe Ha paboTy;

e IIPUKa3 O MEPEBO/IC HA UHYIO JOJDKHOCTH (MpU HAJIUYKH);

e JIOJDKHOCTHAsi MHCTPYKLUSA (JOJDKHOCTHBIE MHCTPYKIIMU C MOMEHTa Ha3HaueHHs Ha Bce
JIOJKHOCTH);

e TpPYZOBOW JOroBOp (C HOCIEIYIOUIMM BKJIIOYEHHEM JOMOJIHUTENIBHBIX COTJIAIICHUNA K
TPYZIOBOMY JIOTOBOPY);

e TPYAOBYIO KHUXKKY;

e  MEIUIMHCKYIO KHUXKKY.
JL1st pabOTHUKOB:

e 3asgBJIEHHE O NpUeMe Ha paboTy;

e 3asBJICHHE O COIJIACUU Ha 00PabOTKY NMEePCOHATBHBIX JaHHBIX Me/1arora;

e cCIpaBKa O Haluyuu (OTCYTCTBMM) CyAMMOCTH M (WiM) (akTa yroJoBHOTO
IIPECIIE0BAHNS, BBIJAHHOTO COOTBETCTBYIOLIMM OPraHOM IIPaBOMNOPSAKA;

e aBrobuorpadus;

e  KOIMS MACHOpTa WJIM UHOTO JOKYMEHTA, Y OCTOBEPSIOIIETO JUYHOCTD;

e  KOIHMS CTPaxOBOT'O CBUJIETENIHCTBA IEHCUOHHOIO CTPAXOBAHMUS;

e  KONUS UICHTU(UKAMOHHOIO HOMEpPA HAJIOTOIIaTEeNbIINKA;

e  KOIHUS JOKYMEHTa BOMHCKOTO y4yeTa (JIJIs BOGHHOOOS3aHHBIX );

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

e  KOIHS CBUJIETENIHCTBA O POXKIACHUM JIeTeH (IIpHU HAIUUUN);

e KOIHMH JJOKYMEHTOB 00 00pa3oBaHuU;

e  KOIHHU JOKYMEHTOB O HarpaxJIeHuu (Mpu HATNYHH);

e  XapaKTEPUCTHKH, pEKOMEHIaTebHbIEe MHChMA (TIPH HATUYHHN);

e IIpUKa3 O IpHUeMe Ha padoTy;

e IIPUKa3 O MEePeBOie HAa MHYIO TOKHOCTD (TIPU HAJIMYUH);

e  JIOJDKHOCTHAsi MHCTPYKLMSI (JIOJPKHOCTHBIE MHCTPYKIIMU C MOMEHTa Ha3Ha4yeHHs Ha Bce
JIOJHKHOCTH);

e TPYIOBOW JOTOBOP (C MOCIEAYIOIIUM BKJIIOUYEHUEM JIOMOJHUTEIbHBIX COTJIAIIEHUN K
TPYZIOBOMY JIOTOBOPY);

e TPYAOBYIO KHHXKKY;

e  MEIULUHCKYIO KHUXKKY.
PaGoTonarens opopmisier:

e TPYIOBOMW JOTOBOP B JIBYX 3K3EMIUISIPAX;

e TIPHWKa3 O IpHEME Ha paboTy (0 MepeMelIeHnH Ha JPYTUe TOHKHOCTH);

e JHMYHYIO KapTouky Ne T-2;
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e JIOJDKHOCTHYIO MHCTPYKIIUIO B ABYX 3K3EMILISIPaXx.

PaGoTonaTesb 3HAKOMHT:

e C HOPMAaTUBHO-TIPAaBOBBIMU  JOKyMeHTamu wmKoidbl (YcraBoMm, KosuleKTUBHBIM
noroBopowm, [IpaBuiiamu Tpya0BOTO pacropsaka u Ap. JIOKaIbHBIMU aKTaMH);

e  C JIOJDKHOCTHOM MHCTPYKILIMEH;

e TPOBOJUT BBOAHBIM HHCTPYKTAX, HHCTPYKTaX [0 OXpaHE TpyJda, HHCTPYKTAXK IO
IPOTHBOIOXKAPHOU OE30MaCHOCTH.

2.4. IlepBuyHoe 0pOpMIIEHHE JTUYHOTO JiejIa PeaycMaTpUBaeT:

e IIPUCBOECHME JUUYHOMY JI€JIy HOMEpA COTJIACHO XYpHAILy yUeTa JUUHbIX JIeN (IPUII0KEHHE
Ne 1);

e MPOCTaBIICHUE HA OOJIOKKE JIMYHOTO Jjena (mpuiokeHue No 2) cIeayronmx peKBU3UTOB:
UHICKC Jena (B COOTBETCTBUM C HOMEHKIATypol Jen o0meoOpa3zoBaTelbHOM
OpraHM3aly; I[O0JHOE€ HaWMEHOBaHHE O00I111e00pa30BaTEIbHON OpraHu3alM; HOMEp
JUYHOTO Jena; GaMuiIns UM OTYECTBO pabOTHHKA B UMEHUTEIBHOM MaJeKe; AaThl — roJl
Hayaja 1 roJl OKOHYaHUs BEICHUS JIeJ1a; KOJIMUYECTBO JUCTOB; CPOK XPaHEHHUS;

MOMENICHUE TOKYMEHTOB, MOAJIEKAIIUX XPAHEHUIO B COCTABE JIMYHBIX /1], B XPOHOJIOTHYECKOM
HOpsJIKE:

- BHYTPEHHSS ONHUCH IOKyMEHTOB Jena (mpuinoxeHue Ne 3);

- IWYHBIA JIUCTOK IO YUYEeTy KaapoB (mpuiioxeHust Ne 6);

- 3asIBJICHUE O MpUeMe Ha paboTy;

- IpYKa3 o MpueMe Ha padboTy;

- TPYZI0BOM JOTOBOD;

- IOTOBOP O MOJIHOM MaTepHalbHON OTBETCTBEHHOCTH (€CIM pabOTHUK — MaTepUaIbHO
OTBETCTBEHHOE JIUIIO);

- XapaKTepUCTUKU U PEKOMEHAATeIbHbIE MUChMA;

- coryiacue Ha 00pabOTKy NMepCOHAIBHBIX JTaHHBIX.

2.5. JIucThl JOKYMEHTOB, TOMEIIEHHBIX B JIMYHOE JIEJI0, MOAJIekKAT HyMepaluu.

2.6. C uenbto obecrieueHus HaAJIeKallel COXpaHHOCTH JIMYHOTO Jiefia MearoroB u
COTPYAHHUKOB 00111€00pa30BaTEIbHOM OpraHu3aIiy U y100CcTBa B 0OpaIlieHuu ¢ HUM TIPH
dbopMUPOBaHUU JOKYMEHTHI TOMEIIAIOTCS B OTAENbHYIO anky. [Ipu yBonbHeHHH paboTHHKA
IPOLIMBAIOTCS HUTKAMU U CAIOTCS B apXUB.

2.7. BHyTpeHHsIs ONIUCh JOKYMEHTOB, UMEIOUINXCS B IMYHOM JIEN€e, JODKHA COIEPKATh
CBEZICHMSI O TIOPSAAKOBBIX HOMEpaX, HAMMEHOBAHUAX JIOKYMEHTOB JieJla, KOJIMYECTBE JIUCTOB,
JlaTax BKIFOUEHHUS JOKYMEHTOB B JIMYHOE JEJI0 U U3BATUS U3 JIeNIa, a TAKKE KEM U3BAT JOKYMEHT
Y 110 KaKOW ITPUYMHE.

2.8. BHyTpeHHsIsI OMCh COCTABIISAETCS HA OTAEIBHOM JIUCTE [0 YCTAaHOBICHHOM (opme.
JIucThl BHYTPEHHEN OMUCH HYMEPYIOTCSI OTAEIBHO.

2.9. Ilpu noAroToBKE JIMUYHBIX €] K IIEpefjaue Ha XpaHEHUE K BHYTPEHHEH ONUCH
COCTaBJISIETCS] UTOTOBas 3alKCh, B KOTOPOH yKa3bIBaeTCs HUPpaMu U MPONHUCHI0 KOJIUYECTBO
BKJIIOUEHHBIX B HEE JOKYMEHTOB M KOJMNYECTBO JINCTOB JIENa.

3. [lops10k BeleHHs JIMYHBIX J1eJI 1eIaroroB U COTPYAHMKOB OPraHU3alH,
ocyllecTBJsIOIIEH 00pa30BaTeIbHYIO 1eATeJbHOCTD

3.1. JIuyHOE /1e710 MeJaroroB U COTPYAHUKOB 00I11e00pa30BaTeIbHON OpraHUu3aIlH
BEJIETCS B TEUCHUE BCETO MEpro/ia paboThl KaXKIOTO MeIarora u COTpyIHUKA B
00111e00pa30BaTEIbHON OpraHn3aIug.

3.2. lanbHeiiliee BEACHUE JIUYHOTO JIeJIa eIaroroB U COTPYIHUKOB
00111€00pa30BaTEIBbHON OpraHnU3alUuy MIPelyCMaTPUBAET MOMELICHHUE B /IO JOKYMEHTOB,
o0pa3yronmxcs B mpouecce padbouei AeaTeIbHOCTH U UMEIOIINX 3HAYCHUE IS TPYAOBBIX
OTHOLLICHUN:
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e JIONOJHEHME K JJUYHOMY JIUCTKY I10 YUETY KaJpOB;
e  JIOTNOJHUTEJBHBIE COIVIAIIECHUS K TPYAOBOMY JOTOBOPY;
e KOIMHU NPUKA30B I10 JUYHOMY COCTaBY, KOTOpbIE KacarOTCs IEJAaroroB U COTPYJHUKOB
00111e00pa30BaTeIbHON OpraHn3aLuy;
e OT3BIBBI JIOJDKHOCTHBIX JIMI[ O TIEAarore W COTPYIHUKE OO0IIeo0pa3oBaTeIbHON

OpraHu3aluy;

e KONHUH JOKYMEHTOB O TMOBBIIICHUH KBAJTU(PHUKAIINH;

e KOIMHM CepTU(PUKATOB, TPAMOT;

e JIUCT — 3aBEPUTEIIb JIeJ1a (COCTABIISIIOT IPHU CIaY€ JIMYHOIO JIEJIa B apXUB);
e  HHBIC IOKYMEHTBHI.

3.3. B nensx obecrieueHusi KOHTPOJIS 32 COXPAHHOCTBIO U aKTYaJIbHOCTBIO JIMYHBIX JIEN B
0011e00pa30BaTeIbHOM OpraHU3aluy €XKeroAHo (He mo3jaHee | kBapTana roja, ciaelyrolero 3a
OTYETHBIM) IPOU3BOJAUTCS IIPOBEPKA UX HATTMUUS U COCTOSTHUS.

3.4. ExkeromHyr IpPOBEPKY COCTOSHHS JIMYHBIX JEJI Ha HpPEIMET COXPaHHOCTH
BKJIIOUEHHBIX B HETO JIOKYMEHTOB IIPOBOJUT CIIELIUATIBLHO co3aHHasi Komuccusi. O MpoBeIeHHbIX
IIPOBEPKAxX JEJIaeTCsi OTMETKA B JIUCTE O pEe3yJbTaTax €XEroJHOM IPOBEPKU COCTOSIHUS U
HaJIM4us JMYHOTO Aena (mpuioxkenue Ne 5) u cocraBisieTcst akT. Pe3ynbTraThl IpOBEPKHU JTUYHBIX
Jiel1 B 00s13aTeIbHOM THOPSIIKE JOBOJATCS J10 JUPEKTOpa 0011e00pa3oBaTeIbHON OpraHUu3aIH.

4. Ilopsinok y4éra W XpaHeHMs JIMYHBIX /ieJl MeJaroroB M COTPYAHUKOB
OpraHu3anuy, ocylecTBIAI0NIEe 00pa30BaTeIbHYIO 1eATEIbHOCTD

4.1. XpaHeHue ¥ YydeT JHMUYHBIX Je€J [eJaroroB M COTPYJHUKOB OpraHM3alluu,
OCYIIECTBIISIONICH 00pa30BaTEIbHYIO ESTEIBHOCTh, OPTaHU3YIOTCS C IENbI0 OBICTPOrO W
6e301M00YHOr0 MOUCKA JMYHBIX /1], 00eCHeueHUs] UX COXPAaHHOCTH, a TakXke oOecredeHus
KOH(l)I/II[GHHI/IaJ'H)HOCTI/I CBGHCHHﬁ, COACPIKAIINXCA B JOKYMCHTax JIMYHBIX €I, oT
HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

4.2. Jlnanble Aesia COTPYIHUKOB XpaHATCs B cer(pe 001eo0pa3zoBaTeIbHON OpraHu3alui.

4.3. TpynoBble 1 MEAUIIMHCKUE KHIKKU XPaHITCS OTAEIBHO B cede.

4.4. Jloctyn K JMYHBIM JelaM MEeAaroroB M COTPYIHUKOB o00I1€00pa3oBaTeIbHON
OpraHu3allii  MMEIOT  TOJBKO  CEKpeTapb,  CIEHUATUCT MO  KaJapaM,  JUPEKTOp
o0mieo0pa3oBaTeIbHOM  OpraHu3aluu JUOO0 3aMECTUTENM JUPEKTOpa NpH HCIOJIHEHUU
o0s13aHHOCTEH TUpekTopa 0011e00pa3oBaTeIbHON OpraHU3altH.

4.5. CucremaTu3zalus JUYHBIX JI€J MEAAroroB W COTPYAHUKOB 0O0IIe00pa3oBaTeIbHON
OpraHu3aliK IPOU3BOAUTCS B a(PaBUTHOM MOPSIKE.

4.6. Jluunple nena TMENaroroB M COTPYIHHUKOB OOIIe0Opa3oBaTeIbHON OpTraHHU3allNu,
UMEIOIUX TOCYIapCTBEHHBIC 3BaHUS, MPEMHH, HArpaJibl, yUe€HbIe CTETIEHU U 3BaHUS, XPAHATCS
MOCTOSIHHO, @ OCTAQJbHBIX COTPYJHUKOB — 75 JeT ¢ Troja yBOJbHEHUS pabOTHHKa (B
cooTBeTCTBUM ¢ [lepeuHeM TUIOBBIX yIpaBIEHYECKUX TOKYMEHTOB).

5. Ilopsa0K BbIAAYM JIMYHBIX [IeJl BO BpeMEHHOe M0JIb30BaHue

5.1. Bpigaua nuuHbBIX 1€l (OTAETBHBIX JOKYMEHTOB B COCTaBe JMYHOTO Jelia) BO
BPEMEHHOE TI0JIb30BaHUE MPOU3BOAUTCS C paspelleHus AUPEeKTopa o0Ieo0pa3oBaTeIbHON
OpraHu3aIliy IO 3aSBJICHUIO COTPYIHUKA OPTaHU3AIlNH, OCYIICCTBIIIONIEH 00pa3oBaTeIbHYIO
JeSITebHOCTbD.

5.2. Pabora (o3HaKomJieHHWE) C JIMYHBIMHM JeJaMd TMEeJaroroB U COTPYIHHKOB
00111e00pa30BaTEIbHON OpraHU3alny MPOU3BOJUTCS B IPUEMHON AupekTopa. B koHIe pabouero
JIHSI CEKpeTaph WIN CHELMAIKNCT MO KajapaM o0s3aHa yOequTbcs B TOM, YTO BCE JIMUYHBIE /€A,
BBIJJaHHBIC BO BPEMEHHOE TII0JIb30BAaHUE, BO3BpAIIEHBl HAa MECTO XpaHEHHs M €CThb JIU
HE00XO0UMOCTB JIJIsl IPUHATHUS MEP K X BO3BPAILECHUIO I PO3BICKY.

5.3. @aKT BbIIa4YM JIUYHOTO Jiea (PUKCUPYETCS B KOHTPOJIBHOM >KypHAJIE.
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5.4. U3bsTe OTIENbHBIX JIOKYMEHTOB U3 JIMYHOIO JI€Ja MPOU3BOJIUTCS C pa3peleHus
JpeKTopa 0011eo0pa3oBaTeIbHOW OpraHu3aluu ¢ 0()OPMIIEHHEM COOTBETCTBYIOLIEH 3amucu B
rpade «lIpumedanue» BHyTpeHHeH omucu. [Ipy BpeMEHHOM U3BSATHH JOKYMEHTa Ha €ro MECTO
(MeX1ly JMCTaMH COCEJHHUX JOKYMEHTOB) BKJIAJbIBAETCS CIPAaBKa-3aMECTHTENIb C YKa3aHUEM
JaTbl ¥ IPUYHMH M3BATUSA C IOJIMUCHIO JIMIA, BBIJABIIEIO JIOKYMEHT, M IIOJIHUCBHIO JIMALA,
IIOJIyYMBIIETO €r0 BO BPEMEHHOE I10JIb30BaHUE.

6. OdopmuileHne JJUYHBIX JeJ1 Mepe claveid B apxXuB

6.1. OdpopmieHne JINYHBIX AeT IS epelauid B apXUB IPOU3BOIUTCS CIIELUAIUCTOM T10
KajJjpaM 0011e00pazoBaTeIbHON OpraHu3aluy. JTa MpoLeaypa BKII0UYaeT:

e MOAIIMBKY (TIEpEIUIET) 1eTa;

e YTOYHEHHE HyMEepalluu JIMCTOB JIeNIa;

e  COCTaBJICHME JIUCTa-3aBeputens (mpuioxenue Ne §);

e cocTaBiieHHUE (YyTOUHEHHE) BHYTPEHHEH OnucH;

e BHECCHHE YTOYHEHHU B PEKBH3HTHI JUIIEBON OOJIOKKH JIeia.

6.2. Jlucr-3aBepuTelb Aeia JOJDKEH MOJIKMCATh €ro COCTaBUTEINb, MPU 3TOM JIENIAeTCs
pacmdpoBKka JODKHOCTH W TOIIKCH, MPOCTaBIsEeTCs nara. B mporiecce HCIOIb30BaHHUS
apXUBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIEIAI0TCs COOTBETCTBYIOLIME OTMETKU. Ecnu aeno
HOIIATO O€3 JMCTa-3aBEPUTENIs, TO €r0 CIeNyeT HAKJICUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKU
nena.

6.3. C nenpio 00ecredeHnsi COXpaHHOCTH JIMYHBIX JI€] PEKOMEH1YEeTCSI:

e 00BENUHATH MHAUBUYaAJIbHBIE JINYHbIE €A YBOJIECHHBIX COTPYAHUKOB B OJIHY OOJIOXKKY
(0ObeIMHEHHOE AENI0) C TAKUM pacueToM, 4ToObl 00beM Jena (Toma) He mpesbimman 250
JUCTOB (ITyTE€M CUIMBKU MAaTE€pHUaIOB MHIAMBUAYAJIBHBIX JIeJ IO FOJaM YBOJIbHEHUS);

e pacroJyiaraTh MaTepuaibl HHIUBUIYAJIbHBIX JEN B Mpeenax aena (Toma) B an(aBUTHOM
nopsiake  (mogamMMIbHO),  OTAESS  MaTepualbl, OTHOCSIIMECS K  pPa3HbIM
WH/IMBUYAILHBIM JIeJlaM, YUCTBIM JINCTOM OyMard ¢ yKa3aHHeM Ha HeM (QaMuJIuH,
UMEHM U OTYeCTBa COOTBETCTBYIOILEIO YBOJEHHOIO IeJarora M COTPYAHHUKA
0011e00pa3oBaTeIbHON OpraHU3aliy;

e cHa0OXaThb KaXa0e OObEJUHEHHOE JeNI0 (TOM) BHYTPEHHEH OINHUCBHIO C MEepeunuciIeHuEeM
damMunuii, IMEH M OTYECTB M YKa3aHHEM HOMEpPOB CTpaHHIl, B MpeiesiaX KOTOPBIX
pAacIooKeHbl COOTBETCTBYIOILINE JOKYMEHTBI.

6.4. Tlepenaua NUYHBIX NI B apXWB OCYIIECTBISIETCS HE TO3JIHEE TPeX JET Mocie
3aBepIieHUs] UX B JEJONPOU3BOJACTBE B COOTBETCTBMM C TpadukoM. [IpensaputenbHo
CeKpeTapeM, CIEIHMaICTOM MO KajpaM IPOBEPSIETCS MOJHOTa W MPaBWIBHOCTH TOJTOTOBKH
JUYHBIX JIeNl K nepefaye. BrisBieHHbIE PU MpPOBEPKE HEJOCTATKH YCTPAHSAIOTCS CEKPETapeM,
CHenuaiucToM 1o KampaM. Ilepenada W mpueM TPOHM3BOIATCS 1O OMHCH C ITPOCTAHOBKOM
OTMETOK O HAJIMYUH JTMYHBIX JEII.

6.5. Jluunbpie nema megaroroB W COTPYIHUKOB 0OIIE00pa30BaTEIbHON OpraHU3AIlNH,
3aKOHUYEHHBIE Jienonpon3BoAcTBoM 110 1 suBapsa 2003 roxa, xpansarcsa 75 net, nocie 1 sHBaps
2003 roma — 50 net. Jlnunbie nmena mUpeKTOpa, TIABHOTO Oyxrairepa o01eoOpa3oBaTeIbHON
OpraHu3alui UMEIOT MOCTOSTHHBIN CPOK XpaHEHHUS.

7. OTBETCTBEHHOCTD
7.1. Tlemarorm # COTPYOHUKH 0O0IIe00pa30BaTEIbLHON OpTraHW3aluu  00sI3aHbI
CBOCBpeMeHHO HpCILCTaBJISITB cereTap}o NnJn CHCI_II/IaHI/ICTy 10 KaI[paM CBCIACHUS 06 N3MCHCHUU
B IIEPCOHAIBHBIX JJAHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOTO JiejIa.
7.2. Paboronmarens o0eceynBaer:
e COXPaHHOCTh JIMYHBIX JI€J TEJAaroroB W COTPYAHHKOB 0O0IIe00pa3oBaTeIbHOMN
OpraHH3aIn;
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e KOH(PHJICHIIMATBHOCTh CBEJCHUN, COJEPKAIIMXCSA B JIMYHBIX JieJaX MeAaroroB u
COTPYIHUKOB.

8. IIpaBa paGoroaaresiss u paboTHHKA
8.1. Jlns obecrnieyeHus 3alIUThl NEPCOHANBHBIX JAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX
JieJIax Te1aroroB U COTPYAHUKOB 00111e00pa30BaTeIbHON OpraHU3aluy, EAAroru U COTPYIHUKU
0011100pa30BaTeIbHON OpraHu3alii UMEIOT MPaBo:
e TMOJYYUTH MOJHYIO MH(DOPMALMIO O CBOMX MEPCOHAIBHBIX JAHHBIX U 00pabOTKEe ATHX
JTAHHBIX
e TOJYYUThb CBOOOJHBIN JOCTYI K CBOUM IEPCOHAIBLHBIM JTAHHBIM;
. MOJIYYUTb KOIIMU OOKYMCHTOB, XpaHAIIUCCA B JIMUHOM [ACIC U COACPIKAIIUC
MEePCOHANIbHBIE TAHHBIE.
. Tp€6OBaTb HUCKIIIOYCHHA WJIM MCIPABJICHUA HCBCPHBIX W HEIOJIHBIX MICPCOHAIBHBIX

JIAHHBIX.
8.2. Paboronarenb uMmeeT mpaso:
e 00pabaTbIBaTh MIEPCOHAJIbHBIC JTAaHHBIC MIe/IaroroB u COTPY/ZIHUKOB

00111€00pa30BaTeIbHON OpraHu3aIiy, B TOM YHCJIE U Ha SJIEKTPOHHBIX HOCUTEIISX;

e 3alPOCUTHh OT TIEIArOrOB W COTPYIHUKOB 0OIICOOpa30oBaTEIbHON OpraHU3aluU BCIO
HEOOXOUMYI0 WH(OPMALIUIO I BEJCHUS JIMYHBIX el W 00pabOTKH IMepCOHATBHBIX
JIAHHBIX.

9. 3akyI04UTeIbHBIE MTOJI0KEHUS

9.1. Hacrosimee [lonosicenue o nopsioke 6eoenusi NUYHbIX Oell PAOOMHUKOS SBIISIETCS
JIOKaJbHBIM HOPMAaTHBHBIM aKTOM, HpuUHHMaeTcss Ha llegarormueckom coBeTe MIKOJbI U
yTBepxkaaerca (aubo BBOAUTCA B  JAEWCTBHE) MPHUKA30M JTUPEKTOpa  OpraHU3allMH,
OCYIIECTBISIONIEH 00pa30BaTEIbHYIO JEATEIbHOCTD.

9.2. Bce n3aMeHeHHs U JOMOTHEHUs, BHOCUMBIE B HacTosmiee [lomoxkenne, opopmistores
B TIHCHbMEHHOHW (oOpME B COOTBETCTBUHU JICHCTBYIOIIMM 3aKOHOJATENbCTBOM Poccuiickoi
denepanuu.

9.3. TlonoxeHue O TMOPSAAKE BEACHHS IUYHBIX el PAOOTHUKOB 00pa30BaTEIbHOMN
OpraHu3aly TPUHUMAETCS Ha HEOMNpENeJICHHBIM Cpok. W3MeHeHuWs U JIOMOJIHEHUS K
[TonoxeHunto NPUHUMAIOTCS B IOPSIAKE, IPeycCMOTpeHHOM 11.9.1. HacTosero [lonoxenus.

9.4. Tlocne npunsitus [lomoxxenus: (UM U3MEHEHUM U JIOTIOJTHEHUI OTACNIbHBIX ITYHKTOB
U pa3/ieJioB) B HOBOW pelaKkIMK MPeabIayIlas pelakilis aBTOMAaTHUYECKH YTPAaulBaeT CUYy.
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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

(HasBanHe 06PA3OBATENLHON OPTAHHIAIIH)

JIMYHOE JIEJIO Ne

(3Ar0J0BOK Jeia)

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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Hpunoxenne Ned
K TOJI0KCHHIO O TOPAIKE BEACHHS
JMYHBIX J1e/T PAOOTHHKOR

®.1.0.

JlomKHocTh

JInynoe geno Ne

IIaTa O3HAKOMJICHHSA nejgarora TMoanuck neparora u OTMe‘TKM, MPpUMEYaHHA,
H COTPYIAHHKA C JIMYHBIM COTPpYAHHKA 3aMCYaHHA
JICITIOM

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
3aBEJICHUA M €10 | OT/eNIeHHE WK yXo/a € KaKoro MOJIYYHIT B

MCCTOHAXOXKACHHC Kypca yuici pe3yiabTaTe
OKOHYaHHSA

y4eOHOro
3aBEJICHHS,
yKazaTh Ne
JUTITIOMA WITH
YIOCTOBEPCHHS

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
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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 OPraHu3aliHy, MPEIIPUITHSA, 8 TAKKE YUPEKACHNMA,
MHHHCTEPCTBA (BEIOMCTBA) OpraHH3aLHH,
MpEANPUATHS

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

Mecsi ¥ rog

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, NOAHTHYCCKHI, AAMHHHCTPATHBHLIN, TeXHHIeCKHI 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

(A0TKHOCTE OTBETCTBEHNONO 33 KaJAPOBLIH YaeT)

(noanmes)

(paclundpoBKa HOIIHCH)
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Mpunoxenne Ne8
K TOJIOKCHHIO O NOPSAIIKE BEACHHS
JMHHBIX €T pabOTHHKOB

JINCT-3ABEPUTEJIb

aena Ne
B nene NpOoHIMTO H NMPOHYMCPOBAHO JIUCTOB
(1ndppars 1 nponnenio)

¢ Ne no Ne , B TOM 4Mciie:

JIMTEPHBIC HOMEpa JIUCTOR

NpONYyICHHBIE HOMEPA JINCTORBR

+ JINCTOB BH)’I‘pCHHCﬁ OITHCH JIMCTOB

OcobeHHOCTH CbH'SH‘ICCKOFO COCTOSAHHSA H Homepa JIMCTOB

(dopmupoBanus aena

OTBETCTBEHHBIH 34
KajpOBBIi yueT

(moanuce) (pacuinppoBKa NOANHCH)

« » 202 ropa
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