IHouoxxenue

0 MopsijiKe BeJAeHUsI TUYHBIX JIeJ1 pAOOTHUKOB
MBOY COIII Nel108 um KO.B. AunponoBa r Mo3goka

1. O0mue mos10:keHUsA

1.1. Hacrosimee IlonoxkeHue o mMOpsAKe BEAEHUS JUYHBIX JIeT paOOTHUKOB OpTraHU3AIlNH,
OCYIIECTBISIONIEH  00pa3oBaTENbHYIO0  JIEATENbHOCTh, pa3paboTaHO B  COOTBETCTBUU  C
®denepanbHbIM 3ak0HOM Ne 273-D3 ot 29.12.2012 «O06 obpazoanuu B Poccuiickoit deneparum
¢ usMeHeHusmMu or 2 umronsa 2021 roma, PenepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MEePCOHANIBHBIX JaHHBIX» B pefakuuu ot 2 urois 2021 roga, [Ipukaszom denepaabHOTO apXHUBHOTO
areHTcTBa OT 23 nexadbps 2009 roga N 76 «O06 yrBepkaeHMH MeToAMYECKUX PEKOMEHJIAIHH Mo
pa3paboTKke HWHCTPYKIUH 110 JEJIONMPOU3BOJCTBY B (helepadbHBIX OpraHaxX HCIOIHUTEIBHON
Bnactn», YkazoM I[lIpesumenta ot 30.05.2005 Ne 609 «O6 yrBepxkaenun IlojoxeHus o
MEPCOHANIBHBIX JTAHHBIX TOCYJAPCTBEHHOTO ciykamero Poccuiickoit denepanuu U BEACHUU €0
nuyHOro nena» B penakuuu ot 23 wuronga 2019 roma, Tpynoseim Kogexkcom Poccuiickoit
Oenepanyn, KoIEKTUBHBIM ~ JOTOBOPOM,  YCTaBOM  OpraHHU3allH,  OCYIIECTBIISIIOIIECH
00pa30BaTeNbHYIO 1€ATEITbHOCTD.

1.2. Hannoe IlonmoxxeHue omnpenensieT MOPSIOK BEACHUS JMYHBIX JI€Jd TEJaroroB M HHbBIX
COTPYTHUKOB U PaOOTHUKOB IIKOJIBI, OMpEAeseT MOpsSAoK (OpMUPOBaHUS, YUeTa U XpaHEHHS,
BBIJIAYH JINYHBIX JI€JT BO BPEMEHHOE I0JIb30BaHKE, a TAK)KE OTBETCTBEHHOCTh, IIpaBa pabOTHUKOB 1
JUpEeKTOpa 00pa3oBaTeIbHON OpraHU3aIHH.

1.3. Hacrosimee [lonoxxenue yrBepxaaercsa MPUKa3oM IO LIKOJIE U SBISETCS 00S3aTeNbHBIM IS
BCEX KaTeTOpUi MeAArorn4ecKuX 1 APYruX COTPYAHUKOB IITKOJBI.

1.4. Benenue NU4HBIX J1eN MEAAroroB M COTPYAHMUKOB ILIKOJIBI BO3JIaraeTcs Ha CleHUalucTa Io
KaJlpaM OpraHu3allii, OCYIIECTBIISIONIeH 00pa30BaTENbHYIO ASSITEIbHOCTD.

1.5. JIuunoe neno — OCHOBHOM TOKYMEHT MEPCOHAIBHOTO y4eTa, COAepKaluii Hanbosee moHbIe
CBEIICHHS O pa0OTHHUKE 00pa30BATENHLHON OpraHU3aIlMN U €T0 TPYIOBOU ACSITENLHOCTH. B mudHOE
JIEJI0 BHOCSITCS CBEJICHUS, CBSI3aHHBIE C TIOCTYIIEHHEM Ha paboTy U yBOJIbHEHHEM.

1.6. CBeneHusi, copeprkaliuecss B JMYHOM JieJie, OTHOCATCS K KOH(HISHIMAIbHON MHpOpMaIuy,
MMEIOT OTPaHUYEHHBIN JOCTYII U Pa3TJalleHrIo He TOJIeKaT.



1.7. JluurOe meno BeaeTcs B TEUEHUE BCETO MepHoia paboThl paOOTHHUKA.
1.8. BeneHre HECKOJBKHMX JIMYHBIX JIET OJHOTO Pa0OTHHKA 00pa30BaTEbHOW OpraHW3alud HE
JOITyCKaeTCsl.

2. llopsinok (popMupOBaHUS JIMYHBIX eI COTPYIHHKOB
2.1. ®opmupoBaHHE JIMYHOTO JieJla IEeJaroroB M COTPYAHMKOB 001Ie00pa3oBaTeIbHON
OpraHu3alli TPOM3BOIUTCS HEMOCPEACTBEHHO IIOCiie IpHeMa B 00I1e00pa3oBaTeNIbHYIO
OpraHu3alMi0 WIM [epeBOAa IEeJaroroB M COTPYAHMKOB M3 JApyroi oOpa3oBaTeiabHOMN
OpraHU3alMH.
2.2. B COOTBETCTBMM C HOPMAaTUBHBIMU JJOKYMEHTAMHU B JIMUHBIE J€JIa NE€AAroroB U COTPYIHUKOB
OpraHu3aliK, OCYIIECTBISIOMEH 00pa30BaTENbHYIO ACSITEIbHOCTh, BKJIAIBIBAIOTCS CIETYIOIINE
JOKYMEHTBI:
Jlnsa nedazozos:
* 3asBJICHME O IIpUEMeE Ha paboTy;
*  3asBJICHHE O COTJIACHHU Ha 0OpabOTKY MEPCOHANBHBIX JIAaHHBIX M1€]1arora;
* CHpaBKa O HAIMYUM (OTCYTCTBUM) CYIUMOCTH U (Win) (hakTa yrojJoBHOT'O IPECIe0BaHuUS,
BBIJIAHHOT'O COOTBETCTBYIOIIUM OPIaHOM IPAaBONOPSIKA;
* aBrobOuorpadus;
*  KOIHA NAacHopTa WM MHOTO JOKYMEHTA, YAOCTOBEPSIOILIEr0 JUUHOCTb;
*  KONMs CTPaXxOBOI'O CBUJETEIbCTBA IEHCHOHHOTO CTPAXOBaHUS;
*  KOmus WACHTU(PUKAIIMOHHOTO HOMEPA HAJIOTOIUIATENbIINKA;
*  KONMs JOKYMEHTa BOMHCKOTO yueTa (1Ji1 BOGHHOOOS3aHHbIX);
*  KONWMs CBUJETEIHCTBA O 3aKIIOYCHUH Opaka (IIpy HAJIMINN);
*  KONMs CBUIETENbCTBA O POXKICHUHU AeTel (IIpU HAIMYUHN);
* KONUU JOKYMEHTOB 00 00pa3oBaHuUU,
*  KONHHM JOKYMEHTOB O KBATH(UKALMU UM HATMYKME CHEIMAIbHBIX 3HAaHUH (TP HAJIMYMN);
*  KONHH aTTECTAIlMOHHBIX JMCTOB (IIPU HAJIMYNN);
*  KONHHM JOKYMEHTOB O HarpaxJeHUH (IIpU HAJIMYUK);
*  XapaKTepUCTHKHU, peKOMEHAATeIbHbIE MUChMA (TIPH HATTUUHHN);
* IpHUKa3 o MpueMe Ha palory;
* IIpUKa3 O MEePEeBO/IC HAa MHYIO JOJKHOCTH (MpU HAIUYHUH);
* JOJDKHOCTHasi MHCTPYKLUS (AOJDKHOCTHBIE MHCTPYKLIMM C MOMEHTa Ha3HA4YEHHUs Ha BCe
JOJKHOCTH )
* TpyZIOBOH JOroBOp (C MOCHEAYIOIIMM BKIIOYEHHEM JONOJHMUTENBHBIX COIJAIeHUH K
TPYJIOBOMY JIOTOBODPY);
*  TPYIOBYIO KHUXKY;
*  MEIUIMHCKYIO KHUXKKY.
s pabomuuxos:
* 3asBJICHUE O NpueMe Ha paboTy;
*  3asBJICHME O COIJIACHH Ha 00pabOTKy MEPCOHATIBHBIX JaHHBIX Mearora;
* cIpaBKa O HAJIMYMH (OTCYTCTBUM) CYAMMOCTH U (Uin) (haKTa yrojJoBHOIO Mpecie0BaHus,
BBIIAHHOTO COOTBETCTBYIOIIUM OPIaHOM IPAaBONOPAIKA;
* aBrobuorpadus;
*  KOIHA NAacHopTa WM MHOTO JOKYMEHTA, YAOCTOBEPSIOIIErO JIUUHOCTD;
*  KOIHS CTPAXOBOTO CBUJETENILCTBA IEHCUOHHOI'O CTPAXOBAHUS;
*  KONMs WACHTU(PUKAIIMOHHOTO HOMEpPa HAJIOTOIUIATENbIINKA;
*  KOMHUS JOKYMEHTa BOMHCKOIO yuyeTa (JIsl BOEHHOOOS3aHHbIX);
*  KONMs CBUETENHCTBA O 3aKJIIOYEHUH Opaka (Ipu HAJIHYUH);
*  KONM CBUJETEIbCTBA O POXKICHUM JeTeH (IpU HAINYHHN);
*  KONHH JOKYMEHTOB 00 00pa3oBaHuy;
*  KONHWHU JOKYMEHTOB O HarpaXJaeHuH (TIpH HAJTNYIUH);
*  XapaKTepUCTHKH, PEKOMEHIaTeIbHbIC MHChMA (IIPU HAIUYHN);



* TpHUKa3 o mpueMe Ha padory;

* IpPHUKa3 O MepeBo/ie Ha MHYIO JOJKHOCTH (MpU HAJIUYHUH);

* JIOJDKHOCTHAsi MHCTPYKLMS (IOJDKHOCTHBIE MHCTPYKLMU C MOMEHTa Ha3HAu€HUs Ha BCE
JOJKHOCTH ),

* TpPyIOBOH J0OroBop (C MOCIEAYIOIIMM BKJIIOYEHHEM JIONOJHUTEIBHBIX COIVIAIEHUN K
TPYJIOBOMY JI0TOBODY);

*  TPYIOBYIO KHUXKY;

*  MEAMIMHCKYIO KHUXKY.

Pabomooamenv oghopmasem:

*  TPYAOBOW JOTOBOP B JIBYX IK3EMILISAPAX;

* TpHUKa3 0 mpueMe Ha paboTy (0 mepeMerIeHnr Ha Jpyrue J0HKHOCTH);

*  JUYHYIO KapTouky No T-2;

*  JIOJUKHOCTHYIO MHCTPYKIIMIO B IBYX 3K3EMIUIIpax.

Pabomooamens 3naxomum:

* ¢ HOPMAaTUBHO-NPABOBBIMU JIOKyMEHTaMU LIKOJIbI (YcTraBoM, KOJIIIEKTUBHBIM JI0TOBOPOM,
[IpaBuiaMu TpyAOBOTO pacropsaka U Ap. JIOKaIbHBIMU aKTaMH);

*  C IOJUKHOCTHOHM MHCTPYKLMEH;

* [POBOJUT BBOAHBIA HHCTPYKTaX, HHCTPYKTa)X IO OXpaHE TpyAa, MHCTPYKTaX IO
MIPOTHBOIOKAPHOU OE30MACHOCTH.

2.4. IlepBuyHOoe OPOpPMIIEHHE JTUYHOTO Jiejia peaycMaTprUBaeT:

* IIPUCBOCHME JMYHOMY JI€JIy HOMEpPA COIJIACHO >KYpHAJy y4eTa JIMYHBIX AeJ (MPUIOKEHHE
Ne 1);

* IPOCTaBJIEHUE Ha O0JIOKKE JIMYHOTO Jena (mpuioxeHue Ne 2) cieqyromux peKBU3UTOB:
UHIEKC Jena (B COOTBETCTBUM C HOMEHKIATYpoil Jen  o0ieoO0pa3oBaTenbHOM
OpraHM3aliy; II0JIHOE HaUMEHOBaHUE 00I111e00pa30BaTeIbHON OpraHu3aluu; HOMEp
JMYHOTO JAena; GpaMuius UMsi OTYECTBO paOOTHMKA B MMEHUTEIILHOM MaJIeXe; AaThl — TOA
Hayaja ¥ roJl OKOHYaHUs BEJCHUS JIeJ1a; KOJIMYECTBO JIUCTOB; CPOK XPaHEHMUS,;

* IIOMEIIEHHE JOKYMEHTOB, MOJUIEkKAIIUX XPAaHEHUID B COCTaB€ JIMYHBIX JI€d, B
XPOHOJIOTUYECKOM MOPSIIKE:

BHYTPEHHSS ONUCH JTOKYMEHTOB jena (mpuioxenue Ne 3);

JUYHBIA JTUCTOK TIO YYETY KaapoB (mpuitoskeHust Ne 6);

3asBJICHHME O IIpUEME Ha paboTYy;

MIpHUKa3 O puemMe Ha padoTy;

TPYAOBOM JOTOBOpP;

JIOTOBOP O TMOJHOW MaTepUaJbHOM OTBETCTBEHHOCTH (€CiIM pabOTHUK —
MaTepHalbHO OTBETCTBEHHOE JIUIIO);

XapaKTepUCTUKU U pEKOMEH/1aTeIbHbIE TUChMA;

coryacie Ha 00paboTKy MepCOHAIbHBIX JAHHBIX.

2.5. JIucThl TOKYMEHTOB, TOMENIEHHBIX B TUYHOE JEJIO0, MOJIeKAT HyMEpalluH.

2.6. C nenpio obecrieyeHust HaJuIeXkKale COXpaHHOCTH JIMYHOTO Jiefia MEeIaroroB U COTPyIHUKOB
o01ieo0pa3oBaTeabHOW OpraHM3alu U yJoOCTBa B OOpalleHHMH ¢ HUM HOpH (HOpMHpPOBaAHUH
JOKYMEHTHl TOMEIIAIOTCA B OTHENbHYIO mNanky. llpum yBombHeHMHM pabOTHHMKA MPOIIMBAIOTCS
HUTKaMU U C/Ial0TCS B apXUB.

2.7. BHyTpeHHSs OMCh JOKYMEHTOB, UMEIOIIMXCS B JJMYHOM JEJIE, TOJKHA CONEP)KATh CBEICHHUS
O TMOPSAJKOBBIX HOMEpax, HAaWMEHOBAHMSIX JOKYMEHTOB Jiela, KOJIMYECTBE JIMCTOB, JaTax
BKJIIOUYEHUSI JJOKYMEHTOB B JINYHOE AEJIO U U3BATUS U3 JIENa, @ TAKXKE KEM M3BAT JOKYMEHT U IO
KaKoOHN IpUYNHE.

2.8. BHYTpeHHsAA ONHUCH COCTABISETCS HAa OTIACIBHOM JIMCTE 10 YCTaHOBIIEHHOW Qopme. JIucTor
BHYTPEHHEHN ONKMCH HYMEPYIOTCS OTAEIIBHO.

2.9. Ilpu noAroToBKe JMYHBIX €] K NEepelaue Ha XpaHEHWE K BHYTPEHHEW ONMCH COCTaBIISETCS
UTOrOBAas 3alKCh, B KOTOPOIl yKa3bIBaeTcs HUPpaMy U MPOMUCHIO KOJINYECTBO BKIIOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIENA.
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3. TIlopsinoxk BeleHUs] JIMYHBIX JeJ TMeEAAroroB W COTPYAHHKOB OPTraHHU3ALMH,
OCYIIECTBJISIONIEH 00pa30BaTeILHYIO 1eSITeJIbHOCTH
3.1. JluyHOe nAeN0 MEenaroroB M COTPYAHHUKOB 0O0II€00pa30BAaTEILHONW OpPraHU3aluU BEAETCS B
TEYCHHE BCETO0 TepHoAa paldOThl KAXKIOrO TMenarora M COTPYIHUKA B 00I1IeoOpa3zoBaTeIbHON
OpraHH3aLnH.
3.2. JlanbHelimiee BeJCHHME JUYHOTO Jeiia MENaroroB U COTPYIHUKOB 00IIe00pa3zoBaTeIbHOMN
OpraHM3alUH TPEeyCMAaTPUBACT TOMELICHHUE B JIEJI0 JOKYMEHTOB, OOpa3yIOLIMXCS B Hpolecce
pabodeii NeSITEILHOCTH U UMEIONIUX 3HAYEHUE JIJISl TPYIOBBIX OTHOIICHUH:

*  JIOTIOJIHEHHUE K JTMYHOMY JIUCTKY IO y4eTy KaJpOB;

*  JIONOJIHUTEIBHBIE COTJIAIIEHUS K TPYLOBOMY JOTOBOPY;

* KOIHWH TPHUKA30B IO JIMYHOMY COCTaBYy, KOTOPbIE KacalOTCs IEeJaroroB M COTPYAHUKOB

00111e00pa30BaTEIbHON OpraHN3aluy;
* OT3BIBBl JIOJDKHOCTHBIX JIMI] O TeJarore M COTPYAHUKE 0O0IeoOpa3oBaTeIbHOM
OpraHM3aluH;

*  KOIIMM JJOKYMEHTOB O IOBBIIICHUN KBAIU(HKALINY;

*  KONHH CEPTUPHUKATOB, TPAMOT;

* JIUCT — 3aBEpUTEIIb Jefia (COCTABISAIOT IIPH CAa4e JIUYHOTO Jeja B apXUB);

® HWHBIC TOKYMCHTHI.
3.3. B memsax oOecrmedeHUs KOHTPOJIS 32 COXPAHHOCTHIO W aKTYyaJbHOCTBIO JIMYHBIX JIET B
00111e00pa30BaTEeIbHOI OpraHU3alMy ©KEeroJHo (He mo3aHee | kBapTana roja, CICOYIOIIEro 3a
OTYETHBIM) IIPOU3BOIUTCS MPOBEPKA UX HATHYHS U COCTOSTHUSL.
3.4. Exerognyro MpoBEpPKY COCTOSIHHSI JUYHBIX 1€ HA MPEAMET COXPAHHOCTH BKJIIOYCHHBIX B
HEro JIOKYMEHTOB IPOBOJHT CIHEIUAIBHO co3/laHHas Komuccus. O MPOBENEHHBIX MpPOBEpPKax
Jie7IaeTcsl OTMETKA B JIUCTE O PE3y/IbTaTaX €KErOHON MPOBEPKU COCTOSIHUS M HATUYHUS JIMYHOTO
nena (mpunoxenue Ne 5) u cocraBisieTcs akT. Pe3ynbTaThl MPOBEPKU JIMYHBIX JIEN B 003aTETHHOM
MOPSIIKE TOBOJSATCS JI0 TUPEKTOPa 00Ie00pa3oBaTeIbHON OpraHu3aliy.

4. Ilopsinoxk y4éra M XpaHeHHsl JHYHBIX /€] NeJaroroB W COTPYAHMKOB OpPraHM3alMH,
OCyLIeCTBIIAIOMIe 00pa30BaTeIbHYIO 1eATEIbHOCTD.

4.1. XpaHeHue U y4eT JUYHBIX JIe] Me1aroroB U COTPYAHUKOB OpraHU3alliH, OCYILECTBISIOLIEeH
00pa3oBaTEeNbHYIO AEATEIbHOCTh, OPTaHU3YIOTCS C LENbI0 OBICTPOro M 0e30IMOOYHOTO MOMCKa
JUYHBIX JeJ, O00ecledeHHs] MX COXPaHHOCTH, a TakKe oOecreueHuss KOH(PHUACHUUATbHOCTH
CBEICHMH, COJIEPIKALINXCS B JJOKYMEHTaX JIMYHBIX J€Jl, OT HECAHKIIMOHUPOBAHHOT'O JOCTYIA.

4.2. Jlnunble Aesia COTPYIHUKOB XpaHsITCs B ceiie o01eodpa3zoBaTeIbHON OpraHu3alni.

4.3. TpynoBble M MEAUIIMHCKUE KHIDKKU XpaHATCS OTIENBHO B ceide.

4.4. JlocTyn K JUYHBIM JIEJIaM TI€IarorOB ¥ COTPYAHHKOB 00II€00pa30BaTEIbHON OpTaHU3aIliN
UMEIOT TOJBKO CEKpeTapb, CIEUHAIUCT IO KaJapaM, IUPEKTop o00iieoObpazoBaTeabHOR
opraHmszanuu Ju00 3aMecTUTeNH JUPEKTOpa NpH HUCHOJHEHHH OOsA3aHHOCTEH JTUpeKTopa
00111e00pa30BaTeIbHON OpraHU3aIH.

4.5. Cucrematuzauus JUYHBIX JIeJ1 T€AaroroB M COTPYIHUKOB 00I1€00pa3oBaTeNbHON
OpraHu3aIMK TPOU3BOAUTCS B a(PaBUTHOM MOPSIKE.

4.6. JluyHble Nena TEJaroroB M COTPYIHUKOB 0OIIe00pa3oBaTeIbHON OpraHU3aIlii, WMEIOIINX
roCy/lapCTBEHHBIE 3BaHUs, IPEMUH, HArPaJbl, YUCHbIE CTENICHU U 3BAaHUS, XPAHATCSA IOCTOSHHO, a
OCTaJIbHBIX COTPYAHHKOB — 75 JeT ¢ roja yBoJbHEHHs paboTHUKA (B cooTBeTCTBUM C [lepeunem
TUIIOBBIX YIIPABJIEHYECKUX JOKYMEHTOB).

5. llopsiAoK BbIIAYM JTUYHBIX /IeJ1 BO BpeMEHHOE M0JIb30BaHHe

5.1. Beiraya nuyHbIX Jen (OTAENbHBIX JOKYMEHTOB B COCTaBe JIMYHOTO Jejia) BO BPEMEHHOE
MOJIb30BaHKUE TPOU3BOJUTCS C Pa3peUICHHs TUPEKTOopa OOIIe00pa3oBaTeIbHON OpPraHU3AINH I10
3asIBJICHUIO COTPYIHHKA OpraHU3allii, OCYIIECTBISAIONIeH 00pa30BaTENbHYIO ACSITENbHOCTD.



5.2. PabGora (o3HakOMJIEHHME) C JHMYHBIMH  JellaMH  TIeJaroroB W  COTPYAHUKOB
00111€00pa30BaTeNIbHON OpraHU3alluy IPOU3BOIUTCA B NMIPUEMHON qupekTopa. B koHue pabodero
THSI CeKpeTapb WIHM CHEIMaINCT MO Kaapam o0s3aHa yOenuThCsl B TOM, YTO BCE JIMYHBIC JIENa,
BBIIAHHBIE BO BPEMEHHOE II0Jb30BAHUE, BO3BpAIlCHBl HAa MECTO XPAHEHUA M €CTb JIH
HEO0XOAUMOCTB JIJISl IPUHATHUS Mep K MX BO3BPAIICHUIO WIN PO3BICKY.

5.3. ®akT BbI1a4M JIMYHOT'O J1eNa GUKCUPYETCS B KOHTPOJIBHOM JKypHAJIe.

5.4. U3patue OTAENbHBIX JOKYMEHTOB U3 JUYHOIO JIea IPOU3BOIUTCS C pa3pelIeHMs] JUPEKTopa
o01eo0pa3oBaTesIbHOM OpraHu3anuu ¢ O(GOpPMIIEHUEM COOTBETCTBYIOLIEH 3amucu B TIpade
«[Ipumeuanue» BHyTpeHHeH onucH. [Ipu BpeMEHHOM U3BATHM JJOKYMEHTA Ha €r0 MECTO (MEXAY
JUCTaMU COCEJHHMX JOKYMEHTOB) BKJIAJbIBAETCS CIIPABKa-3aMECTUTENb C YyKa3aHUEM JaThl U
IIPUYMH U3BATHS C TIOJIUCHIO JIUIA, BBIIABLIETO JOKYMEHT, U MTOANKCHIO JIMLA, TOJIyYUBILIETO €ro
BO BPEMEHHOE I10JIb30BAHUE.

6. OpopmireHne TUYHBIX J1eJ1 Nepe/ cAavYeil B apXuB
6.1. Odopmiienue JTUYHBIX AET AJs Mepelayd B apXUB MPOU3BOIUTCS CIEIHAIUCTOM I10 Kaapam
00111e00pa30BaTeNIbHON OpraHu3aluy. JTa NpoLeaypa BKIYaeT:

* MOALIMBKY (TEperuieT) aena;

* YTOYHEHHME HyMEepaluH JUCTOB JIeNa;

*  COCTaBJICHUE JUCTa-3aBeputens (mpuioxeHue Ne §);

* cocTaBiieHUE (YyTOUHEHHE) BHYTPEHHEH OMKCH;

* BHECCHHE YTOYHEHUH B PEKBH3HTHI JHIIEBOH OOJIOKKH JIeia.

6.2. Jlucr-3aBepurenp Jena JODKEH MOJANMCATh €ro COCTaBUTENb, IPH 3TOM JeNaercs
pacmmudpoBKa IODKHOCTH W TOMIKCH, MPOCTaBIsSeTcs nara. B mporecce MCIOIb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIENAl0TCA COOTBETCTBYIOLIME OTMETKH. Eciau neno
MOAIIUTO O€3 JMCTa-3aBEpUTEINIsl, TO €ro CIeAYyeT HAKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenpio 00ecredeHnst COXpaHHOCTH JIMYHBIX JI€] PEKOMEHIYeTCSI:

* 00BEeIUHATh MHAWBUIYaJIbHBIE JINYHbIE Jeia YBOJCHHBIX COTPYJHHKOB B OJHY OOJOXKKY
(0ObeIMHEHHOE JENI0) C TaKUM pacdyeTroM, 4ToObl 00beM jena (Toma) He mpesbiman 250
JMCTOB (ITyTE€M CIIMBKU MaTe€pHajIoB MHAWBUIYAIbHBIX /1€ 10 F0JJaM YBOJIbHEHHUS);

* pacrmojiaraTh MaTepHallbl WHAMBUIYAIBHBIX NI B Tpejaenax nena (Toma) B aa(paBHUTHOM
nopsiake (moaMuiIbHO), OTAENSS MaTepUallbl, OTHOCSIUECS K pa3HbIM MHIUBUAYATbHBIM
JiefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHWeM Ha HeM (aMWiInd, UMEHH M OTYeCTBa
COOTBETCTBYIOLIIETO  YBOJEHHOIO TeJarora M COTpyIJHHMKa 00lieo0pazoBaTeabHON
OpTaHU3aINH;

* cHa0XaTh Kaxa0e OObEJUHEHHOE JeN0 (TOM) BHYTPEHHEH OIUCBhIO C MEepeuncClIEHUEM
dbamuuii, UIMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpaHUI], B TpeAesax KOTOPBIX
PAacIoyioKeHbl COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepenada TUYHBIX A€ B apXUB OCYIIECTBIISICTCS HE TIO3/IHEE TPEX JIET TOCTe 3aBEPUICHUS HX
B JIEJIONPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. [IpenBapuTtesbHO cekpeTapeM, CreUualucToM
M0 KajpaM TIPOBEpSiETCS IOJIHOTa W TPABHIBHOCTH TOJTOTOBKM JIMYHBIX Jel K Iepenade.
BrlsiBIIeHHBIE TIPH NPOBEPKE HEAOCTATKH YCTPAHSAIOTCS CEKpeTapeM, CIEIHAIHCTOM IO KaJpaM.
[lepenaua u mpreM MPOU3BOIATCS MO OTHCH C MTPOCTAHOBKOW OTMETOK O HAJTHYUH JIMYHBIX JIET.
6.5. JInunble nena nefaroroB U COTPYIHUKOB 0011e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbBIE
nenornpoun3BoicTBoM 10 1 stHBaps 2003 roma, xpansites 75 net, mocne 1 saBaps 2003 roma — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0ieoopa3zoBaTeIbHON OpraHu3alii UMEIOT
MTOCTOSTHHBIN CPOK XPaHEHUSI.

7. OTBETCTBEHHOCTH

7.1. Tlemaroru W COTPYAHUKH OOIIEO0pa30BAaTENbHONW OpraHU3aluu O00S3aHBI CBOEBPEMEHHO
IPEACTAaBIATH CEKPETapIO WM CIIEHHUAINCTY 110 KaJpaM CBeIeHHS 00 M3MEHEHHH B TIEPCOHATIBHBIX
JAHHBIX, BKJIIIOUEHHBIX B COCTAB JIMYHOTO JeTa.



7.2. PaboromaTtenb 00eCIEYNBAET:
* COXpPaHHOCTb JIMYHBIX JIeJ I[EJaroroB M COTPYJIHUKOB  00IIeoOpa3oBaTeIbHON
OpraHH3aIH;
*  KOH(DHIECHIMAIBHOCTh CBEJCHUM, COJACPIKANIUXCS B JIMYHBIX JieJaxX I[IeJaroroB M
COTPYIHUKOB.

8. IlpaBa paGoroaareiss 1 paGoTHHKA
8.1. lna oOecrnedeHus 3allUThl MEPCOHANBHBIX JAaHHBIX, KOTOPHIE XPAHATCA B JIMYHBIX Jejiax
MeJaroroB U COTPYAHUKOB 00I11€00pa30oBaTeibHOW OpraHu3allKi, MEJarorut U COTPYAHHUKHU
o011eo0pa3oBaTeIbHON OpraHU3alui UMEIOT MPaBo:
* TMOJYYHTH TOJHYIO HWH(OPMAIHMIO O CBOUX IEPCOHAIBHBIX MAHHBIX U 00pabOTKE ATUX
JAHHBIX;
*  TOJY4YUTh CBOOOAHBIN JOCTYI K CBOUM IEPCOHATBHBIM JIAaHHBIM;
* MOJIYYHUTb KOMHU JJOKYMEHTOB, XpaHSIIUECS B IUYHOM JIeJie U COJIepIKalllie MepCOHATbHBIC
JTAaHHBIE.
* TpeOOBaTh UCKIIOUCHUS UM UCIIPABICHUS HEBEPHBIX U HETIONHBIX MEPCOHAIBHBIX JTAHHBIX.
8.2. Paboronarenb uMeeT mnpaso:
* 00pabarbIBaTh MEPCOHANbHBIC JAHHBIE NEAAroroB U COTPYIHUKOB 0011e00pa3zoBaTebHOMN
OpraHu3aIfy, B TOM YUCJIEC U HA SJICKTPOHHBIX HOCUTEIISX;
* 3ampoCUTh OT TENaroroB U COTPYIHUKOB 001Ie00pa3oBaTeNbHON OpraHu3aluud BCIO
HE0OX0MMYI0 WH(MOPMAIMIO JUIS BEIACHHS JIMYHBIX JIed W O0paOOTKH TEepCOHATBHBIX
JAHHBIX.

9. 3akII0UYHNTEIbHBIE IT0JI0KEHH S

9.1. Hacrosiee [TonoxkeHne o mopsiike BEACHUS JIMUHBIX JIe7T pa0OTHUKOB SIBIISIETCS JIOKAJIbHBIM
HOPMAaTUBHBIM aKTOM, MpUHUMaeTcs Ha [legarormueckomM CoBeTe IIKOJBI U yTBepxkaaercs (ubo
BBOJIUTCS B JICMCTBUE) MPUKA30M TUPEKTOPA OPraHU3alUU, OCYIIECTBISIONICH 00pa3oBaTeIbHYIO
JIeSITEIbHOCTD.

9.2. Bce u3MeHeHMs W JIONOJHEHMs, BHOCUMble B Hacrosimee llomoxkenue, opopmisitoTcss B
MUCbMEHHOW (opMe B COOTBETCTBHM JCHUCTBYIOIIMM 3aKOHOJATENbCTBOM Poccuiickoit
denepanuu.

9.3. Tlonoxenne 0 MOPSAKE BEACHUS JHYHBIX Jell paOOTHUKOB 0Opa30BaTeIbHOW OpraHU3alluu
IIPUHUMAETCS Ha HEONpeaeNeHHbI Ccpok. M3meHenus wu gononHeHus K [lonoskeHuro
MIPUHUMAIOTCS B IOPAJIKE, TpeaycMoTpeHHoM 11.9.1. Hactosmero [lonoxenus.

9.4. Tlocne mpuustus [lonoxxkenus (MM M3MEHEHHN M JIOMOJIHEHUM OTACNIBHBIX MYHKTOB H
pa3enioB) B HOBOM peaKkIlvy Mpeablaylas peJakiiis aBTOMaTUYECKH yTPaunBaeT CUITY.



JKypHan yuera nTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKECHHUIO O MOPSI/IKE BECHUS

JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata Gamunus, | Tabens- | Jomxuocth | CTpyKTYyp- Hara u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMeEp HUe
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a HpUKa3a
Jena nejarora u crenuanb- JIeHHUe (pacnopsi- (pacmops-
COTpYIHHKA HOCTB) JKEHHS) O JKEHHS) O
nenarora u npuemMe IpeKpaile-
COTpYAHHKA nejarora u HUH
coTpyAHUKa | (pacTopike-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
Me1aroroM 1
COTPYAHUKOM
(yBonBHE-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

O0JI0KKAa JIMYHOTO Jeia

[Ipunoxxenne Ne2
K TIOJIOKECHHUIO O MOPSI/IKE BEICHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHHME 00Pa30BaTEILHON OPraHU3ALIH)

JlaTa Hayama

(3aroyioBOK Jiena)

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
Donx Ne
Ommce Ne

Hemo Ne




[Tpunoxxenne Ne3

K ITOJIOKEHHIO O MOPAAKE BEACHUA

BHYTPEHHA OITUCH
JIOKYMEHTOB Jiesia Ne

JIMYHBIX OECJI pa6OTHI/IKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
/i JIOKYMEHTA JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
HUroro: JIOKYMEHTOB

(umgpamMu ¥ IPOIHCHIO)

KonnuecTBo IMCTOB BHYTpEHHEN OIIUCH

(1mdpamMu ¥ TPONKCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuck)

« » 202 roma




©.11.0.

[Mpunoxxenne Ned
K TIOJIOKECHHUIO O MOPSI/IKE BEICHUS
JIMYHBIX JIe]1 paOOTHUKOB

JomKHOCTD

JInynoe nemo Ne

I[aTa O3HAKOMJICHHS II€Jarora
" COTpYAHHKA C JINYHBIM
JACJIIOM

Iloanuce nienarora u
COTpYAHHKA

OTMeTKH, MpUMeYaHus,
3aMeYaHus




[Ipunoxxenne Ne5

K ITOJIOKEHHIO O MOPAAKE BEACHUA

JIMYHBIX OECJI pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTaXx e:KeroHoil MPOBePKH COCTOSTHUSA
U HAJIMY U1 JIMYHOTO 1ejia

©.1.0.

JlOmKHOCTD

JIngauoe nemo Ne

[aTta npoBepku

d.N.0. unenos
KOMMCCUU

Iloanucu yieHoB
KOMUCCHU

Pesynprar nposepku




1. ®amunus

[Ipunoxxenne Ne6

K ITOJIOKEHHIO O MOPAAKE BEACHUA
JIMYHBIX OECJI pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 YYeTy KaJAPOB

Nms

OT4ecTBO

2. Ion

3. Tox, 4Kciio U MecsI POXKIACHUS

4. MecTo poxKaeHUs

5. I'paxnaHcTBO

(cerno, nepeBHs, ropoJ, paiioH, 001acTb)

6. OOpa3oBanue

HasBanne
yueObHOro
3aBeJICHUS U €r0

MECTOHAXOXACHUC

QaKynbTeT
W
OTZIEJICHUE

Ton
MOCTYTIEHUS

Ton
OKOHYAHUS
WJTU yX0/1a

Ecim e
OKOHYMUII, TO
C KaKoro
Kypca yIien

Kakyro
CNEeLUAIBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
yueOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WIIH
YIOCTOBEPEHHS

7. KakuM# HHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. YueHas CTeneHb, yueHOE 3BaHUE

9. Kakue nmeere Hay4dHbIC TPYIbl K H300pETEHUS

(4uTaere U NepeBOJHUTE CO CIOBAPEM, YUTAECTE U MOXKETE OOBACHATHCS, BIIAJICETE CBOOOTHO)




10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM [EATENBHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPeIHUX CIIEIUANBbHBIX YUeOHBIX 3aBEJCHHIX, BOCHHYIO CIIY)XO0y 1 paboTy 110 COBMECTHUTEIILCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHMEM yUpeKIeHUS, MecToHaxoxaeHue
HOCTYIUICHUS yxoJa OpraHU3alyK, IPEIIPUATHS, a TAKXKE yUpEKACHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
IPEIIPUATHS

11. IlpeOriBanue 3a rpanulieit (padora, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeTaIueil)

Mecsn u ron B kakoii ctpane Llenb npedbiBaHus 32
C KaKkoro 10 KaKoe rpaHuen
BPEMEHHU BpeMsl
12. Yyactue B BEIOOPHBIX OpraHax
MecTo BBIOOPHOTO Hazpanue BoibopHOro | 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 O00S3aHHOCTIM M BOMHCKOE 3BaHME

CocraB Pon Botick

(KOMaHJHBIN, MOTUTHYECKUH, aIMUHUCTPATHBHBIN, TEXHUUECKUH H T. I1.)

15. CemeliHoe ITOJI0KEHUE B MOMCHT 3allOJIHCHUS JTUYHOTO JTHUCTKA

(4IIeHBI CeMBH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEIATh 000 BCEX M3MEHEHUSX TAHHBIX, BKIFOYCHHBIX B JTHMYHBIHA

JHMCTOK 1O y4eTy KaJpoB.

« » 202 ropa




AHKETA

[Tpunoxxenne No7

K ITOJIOKEHHIO O MOPAAKE BEACHUA

JIMYHBIX OECJI pa6OTHI/IKOB

damunusa

Nms

OT4ecTBO

Jata poxxneHust

1. I'paxnancTBO (€ciu U3MEHSUIH, TO YKaXHUTE,
KOTJ[a ¥ 10 KaKOW MpUYnHE)

2. OOpa3oBaHme, ydeHas CTENEHb (Korma |
Kakhe ydeOHbIC 3aBEJCHHsS OKOHYMIIM, HOMEpa
auTuioMoB). CHeUanbHOCTh M KBATH(DHUKAIIS
0 JIUIIJIOMY

3. Kakumu MHOCTPaHHBIMH SI3IKAMH H SI3BIKAMH
HapoaoB Poccuiickoit denepanuu BiageeTe U B
Kakoi  cTemeHW  (YMTaeTe WU MOXKETE
O0OBSCHATBCS, BIajeeTe CBOOOIHO)

4. Brinonzsiemas padoTta ¢ Hayajla TPYJOBOU JeATENbHOCTH (BKJIIOYasi BOCHHYIO CIyX)0y U padboTy

110 COBMGCTI/ITGHBCTBY)

Mecsu u ron JIOJKHOCTB C YKa3aHHEM YUpPEKICHUS,

MOCTYIIJICHHU A yxoga OopraHu3anuvu, NpCAINpUuiaTrI, a TaKKEC

MUHHCTEPCTBA (BEIOMCTBA)

MecToHaxX0XKIeHNE
YUpEKICHUS,
OpraHu3aIuy,
NpEANPUITHS

5. Bamm Onmu3kue poJICTBEHHUKHU (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomaniauii agpec u HoMmep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMep, cepusl, KeM M KOT/ia BBIIAH)

8. JlonmomHUTENbHBIE CBEJIEHUS, KOTOphIE BhI jkemaere cooOmuTh o cede

10. Ha xaxoi1 ypoBeHs 3apruiaTsl Bel paccunteiBaere?

« » 202  ronma

(ZlO.]'I)KHOCTB OTBETCTBEHHOI'O 3a KaI[pOBLIﬁ y'-IeT)

(moanuck)

(pacmhpoBKa MOIIUCH)




[Mpunosxxenne Ne8
K TIOJIOKECHHUIO O MOPSI/IKE BEICHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMCT-3ABEPUTEJIb
naea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(uudpamu ¥ MPONKCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEpHBIC HOMEpa JINCTOB
MpONYIIEeHHbIE HOMEPa JINCTOB
+ TMCTOB BHYTPEHHEH ONucH JINCTOB
OcobeHHoCTH (PU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopMupoBaHHUs J1ea
OTBeTCTBEHHEIN 3a
KaJpOBBIM y4eT
(moanuce) (pacumpoBKa MOAMKCH)

« » 202  ronma




AOKYMEHT NOANUCAH
3JIEKTPOHHOW nNoanumcbeio

CBEAEHUA O CEPTUD®UKATE 30
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