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0 MOpPs/IKe BeJeHUs JTUYHBIX J1eJ1 pA0OTHUKOB
T'ocynapcTBeHHOM 001KeTHOM YupexaeHun KaauHuHrpaackoi odaacTu
001eo0pa3oBaTeJbHON OPraHM3ALMH JJIS 00y4aKOIINXCS, BOCIUTAHHUKOB €
OrPAHMYCHHBIMH BO3MOKHOCTSIMH 310pOBbs « KamMHMHTpaacKasi cpeaHsas
o0meo0pa3zoBaTeJbHAs IKO0JA — HHTEPHAT»

1. O0uue nosnoxeHust

1.1. Hacrosimee IlonmoxkeHne o mOpsake BeNEHUS JHYHBIX el pabOTHUKOB OpraHHU3alluy,
OCYILIECTBISIONIEH  00pa30BaTENbHYIO0  JI€ATEIbHOCTh, pa3paboTaHO B  COOTBETCTBUU  C
®enepanbHbIM 3ak0HOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoii denepanum»
¢ m3MeHeHussMu Ha 29 nexabps 2022 roma, denepanbHbiM 3aKk0oHOM OT 27.07.2006 Ne 152 «O
MEPCOHANIBHBIX JIaHHBIX» C H3MeHeHusiMu Ha 14 wurons 2022 roma, Ykaszom Ilpesumenrta ot
30.05.2005 Ne 609 «O6 yrBepxkacHuu [lonoxkeHus: 0 MEPCOHANBHBIX JAaHHBIX TOCYAAPCTBEHHOTO
ciyxamero Poccuiickoit ®denepanun v BEeJEHUM €ro JIMYHOro aena», TpynoBbeim Koaexcom
Poccuiickoit ®enepanu, KomieKkTUBHBIM JOTOBOPOM, YCTaBOM OpTraHU3alluy, OCYIIECTBIISIONMICH
00pa3oBaTeNbHYIO ACSTEIBHOCTD.

1.2. Haunoe IlosoxeHue omnpenenser MNOPSAOK BEICHHS JUYHBIX €Nl TEJaroroB M WHBIX
COTPYTHUKOB U paOOTHUKOB MIKOJIBI, OMpEeNisieT MOpsAAoK (OpMUPOBaHUS, yUeTa U XpPaHEHUS,
BBIJIaYM JIMYHBIX JI€JT BO BPEMEHHOE IM0JIb30BaHKE, a TAK)Ke OTBETCTBEHHOCTh, IPaBa paOOTHUKOB U
TUpPEKTOpa 00pa3oBaTEIbHON OpraHU3aIlHH.

1.3. Hacrosimee IlomoskeHue yTBep)KIaeTcsi MPUKA30M TI0 IIKOJIE U SBIACTCS 00S3aTCIbHBIM JIs
BCEX KAaTEropHil Megarornyeckux U Jpyrux COTPYIHUKOB IIKOJIBI.

1.4. Benenue NUYHBIX €7 MEAArOroB M COTPYAHUKOB IIKOJBI BO3JIAraeTCsl Ha CHELMAINCTA IO
KaJ[paM OpraHU3alliH, OCYIIECTBISIONICH 00pa30BaTENbHYIO ACITEIEHOCTD.

1.5. JIuuHnoe nenmo — OCHOBHOM JTOKYMEHT NEPCOHAIBLHOTO y4ueTa, COASpKaIui HanboJiee TOJIHbIE
CBelIeHUs 0 pabOTHUKE 00pa30BaTEIbHON OpraHU3aluy U ero TPYIOBOH AedaTenbHOCTH. B nnyHOe
JIeJI0 BHOCATCS CBECHMSI, CBSI3aHHBIE C MOCTYIJIEHUEM Ha paboTy U YBOJIbHEHHEM.

1.6. CBenenusi, copeprkaliuecss B JMYHOM Jielie, OTHOCATCS K KOH(HUIECHIMATLHONH UHPOpMaLUH,
MMEIOT OTPAHUYEHHBINA JOCTYI U PA3TJIALICHUIO HE MOUIEKAT.

1.7. JInuHOE /€710 BeeTCs B TE€UEHUE BCETO Mepuoia paboTsl pabOTHHKA.

1.8. Benenne HECKOMBKHX JIMYHBIX ACJ OJHOTO paOOTHHKA O0pa3oBaTEIbHON OpraHu3aIlii HE
JIOTTyCKaeTCsl.

2. llopsinok popMuUpoOBaHHUS JIMYHBIX €]l COTPYIHUKOB

2.1. ®opmupoBaHHE JHMYHOTO [ieJla TEJAaroroB W COTPYAHUKOB o00IIeo0pa3oBaTeIbHON
OpraHu3allii TPOM3BOIUTCS HEMOCPEACTBEHHO IIOClie IpueMa B 00I1eo0pa3oBaTeNbHYIO
OpraHM3ali0 WM T[epeBoJla IEJaroroB M COTPYAHUKOB U3 JApyrol oOpa3oBaTelbHOI
OpraHH3alMH.

2.2. B COOTBETCTBUU C HOPMATHBHBIMHM JTOKYMEHTAMH B JIMYHBIC JI€JIA [1€1aroroB U COTPYAHUKOB
OpraHu3alllM, OCYIIECTBISAIOMEH 00pa3oBaTeNbHYIO AESITEIbHOCTb, BKJIAJBIBAIOTCS CIETYIOLIUE
JNOKYMEHTBHI:

s nedazoeos:



3asiBJICHUE O MpUeMe Ha paboTy;

3asiBJICHUE O COTJIAacHH Ha 00pabOTKy MepCOHATBHBIX TaHHBIX TE1arora;

CIpaBKa O HAJWYUH (OTCYTCTBHH) CYIUMOCTH M (MiIH) (paKTa yrojJoBHOTO MpeCcaea0BaHMUS,
BBIJIAHHOTO COOTBETCTBYIOIIUM OPTaHOM IPABOMOPSIIKA;

MICUXUATPUIECKOE OCBHUJIETEIHCTBOBAHNE

aBTOOHMOTpadus;

KOIUS acropTa UM MHOTO JTOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTD;

KOS CTPAXOBOT'O CBUCTEIHLCTBA ICHCHOHHOTO CTPaXOBAHUS;

KOMNUS UACHTU(DUKAIIMOHHOTO HOMEPA HAJIOTOILIaTebIIHNKA;

KOMUsI JOKYMEHTa BOMHCKOTO y4eTa (ISt BOGHHOOOS3aHHBIX );

KOIHSI CBUCTEIIBCTBA O 3aKIIOUEHUN Opaka (Tpy HaJTU4KH);

KOIUSI CBUAETENIBCTBA O POKICHUU JeTeH (MpU HATUYKH);

KOIUH IOKYMEHTOB 00 00pa30BaHUU;

KOIUU JIOKYMEHTOB O KBaJTH(PUKALMU WA HATUYUE CIICIIUATBHBIX 3HAHUH (IIPH HATTUYHHN);
KOITMH aTTECTAIIMOHHBIX JTUCTOB (MPU HAJTUYHH ),

KOIIMU JTIOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUYUN);

XapaKTePUCTHKHU, pEeKOMEHIaTelbHbIE TIChMa (ITPU HAJTUYUN);

MIPHKa3 O MpuemMe Ha paboTy;

MpUKa3 O MepeBOic Ha HHYIO JIOJDKHOCTD (TP HATMYHWN);

JOJHKHOCTHAS! MHCTPYKUHUS (IOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTA HA3HA4YCHHS Ha BCE
JOJKHOCTH);

TPYIOBOW JOTOBOP (C TOCHEAYIOUIMM BKIIOUECHUEM JOMOJHUTENBHBIX COTJANICHUNA K
TPYZIOBOMY JIOTOBOPY);

TPYJIOBYIO KHIXKKY;

MEIUIIMHCKYIO KHIKKY.

s pabomuuxos:

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHHE O COTJIACUH Ha 00pabOTKY MEePCOHATBHBIX JaHHBIX Me1arora;

CIpaBKa O HAJUYUH (OTCYTCTBHH) CYIUMOCTH M (M) (paKTa yroJoBHOTO MpeCcaea0BaHMUS,
BBIJIAHHOT'O COOTBETCTBYIOLIMM OPTaHOM IIPaBOIOPSIKA;

aBroomorpadwusi;

KOTHSI TaCTIOPTa WJIM MHOTO TOKYMEHTA, yIOCTOBEPSIOIIETO JUYHOCTD;

KOIUS CTPAXOBOI'O CBUAECTENHCTBA IEHCHOHHOTO CTPaXOBaHUS;

KOMUS UACHTU(DUKAIIMOHHOTO HOMEPA HAIOTOTLIATEIBIINKA,;

KOIHSI TOKYMEHTa BOMHCKOTO y4eTa (711 BOEHHOOOS3aHHBIX );

KOIHSI CBUJIETEIHCTBA O 3aKII0YCHUH Opaka (IIpy HAJM4uK);

KOIUS CBUETENHCTBA O POXKACHUU JeTel (IIpU HAIUYUN);

KOIHMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOITUH TOKYMEHTOB O HarpakJIeHUH (Ipy HATHYUHN);

XapaKTePUCTHKH, pEKOMEHIaTeIbHbIC TIChMa (ITPH HAJTUYHN );

MpUKa3 o MpueMe Ha paboTy;

IIPUKA3 O NEPEBOJIE HA MHYIO JOJLKHOCTH (MpU HAJINYHUH);

JOJKHOCTHAS! MHCTPYKUHUS (JIOJKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HA4YeHHsS Ha BCe
JIOJDKHOCTH);

TPYAOBOH JOroBOp (C TOCIEAYIOUIMM BKIIOYEHHEM JOMOJHUTENbHBIX COTJAIeHUH K
TPYZIOBOMY JIOTOBOPY);

TPYJOBYIO KHIXKKY;

MEUIIMHCKYIO KHIDKKY.

Pabomooamenv opopmnsem:

TPYAOBOI JJOTOBOP B JIBYX IK3EMIUISIpax;
MpUKa3 o MprueMe Ha paboTy (0 MepeMeIeHUH Ha IPyTue JOIKHOCTH);
TU4HYyIo KapTouky Ne T-2;



*  JOJKHOCTHYIO HHCTPYKIIUIO B IBYX 3K3EMIUISIpaXx.
Pabomooamens 3snaxomum:

* ¢ HOPMAaTUBHO-TIPABOBBIMH JTOKYMEHTaMU LIKOJBI (YcTaBoM, KOJIJIEKTUBHBIM 10TOBOPOM,
[TpaBuiiamMu TpyAOBOTO pacropsIka U Ap. JIOKaTbHBIMU aKTaMu);

*  C JOJDKHOCTHOW MHCTPYKIIMEH;

* TMPOBOJUT BBOJHBIA WHCTPYKTaX, HHCTPYKTaX IO OXpaHe TpyAa, HHCTPYKTaX IIO
MIPOTUBOMNOXKAPHOH 0€30MaCHOCTH.

2.4. llepBuyHoe 0(hOpMIICHHE JIMYHOTO JIe)Ia IPETyCMaTPUBALT:

* IPHUCBOCHUE JHUYHOMY JeNly HOMEpa COTJacHO KypHally y4eTa JMYHBIX Ael (MPUIOKEHHEe
Ne 1);

* TpOCTaBJieHHWE Ha OOJIOKKE JUYHOTO jena (mpuiokeHue No 2) CIenyromuX peKBU3HTOB:
MHJAEKC Jena (B COOTBETCTBUM C HOMEHKJIATYpoH Jen  o0meo0pa3oBaTeNbHON
OpraHM3alyy; IO0JHOE€ HaMMEHOBaHHWE OO0IIe00pa3oBaTeIbHON OpraHu3aluu; HOMEp
JUYHOTO Jena; paMuInus UMsi OTIYECTBO paOOTHHKA B UMEHUTEIBHOM MaJIeKe; MaThl — TO
Hayaja ¥ roJl OKOHYaHUs BEJACHUS JIeN1a; KOJIMYECTBO JIMCTOB; CPOK XPaHEHHUS;

* T[OMEIICHHWE JOKYMEHTOB, TMOJJICKAIIUX XPAaHCHUI0 B COCTaBe JHUYHBIX JIeJ, B
XPOHOJIOTHYECKOM MOPSIKE:

- BHYTPEHHSsI OIIUCh TIOKYMEHTOB Jieia (npuinoxkenue Ne 3);

- JIMYHBIN JINCTOK T10 y4eTy KaapoB (mpuoxxenus Ne 6);

- 3asBJICHHE O MPUEME Ha PaboTy;

- MpUKa3 O MpHUeMe Ha padoTy;

- TPYZAOBOM JOTOBOP;

- JIOTOBOp O MOJHOW MaTepHalibHON OTBETCTBEHHOCTH (eciu pabOTHHK — MaTepualbHO

OTBETCTBEHHOE JIUIIO);

- XapaKTepUCTUKU U PEKOMEHAATeIbHbIE MUChMA;

- coryacue Ha 00pabOTKy NMepCOHATBHBIX TaHHBIX.
2.5. JIucThl TOKYMEHTOB, TOMEMIEHHBIX B IMYHOE JEJI0, MOJJIEkKAT HyMEpaluHu.
2.6. C nenpio o0ecrieyeHrs HaIeKalleld COXpaHHOCTH JIMYHOTO JIeNa MeJaroroB U COTPYIHUKOB
0011e00pa3oBaTeIbHON OpraHU3aIMil M YA0O0CTBa B OOpalleHWd ¢ HUM TpH (GopMUpOBaHUHU
JOKYMEHTBI TOMEIIAIOTCS B OTICNIbHYIO Tanky. llpu yBoabHEHHHM pabOTHUKA MPOIIMBAIOTCS
HUTKaMU U C/IAIOTCS B apXUB.
2.7. BHYTpeHHSs OMHCHh JOKYMEHTOB, UMEIONINXCS B IUYHOM JIeJie, JOJDKHA COACPkKATh CBEICHUS
O TMOPAIKOBBIX HOMEpax, HAaWUMEHOBAHMIX JOKYMEHTOB Jiela, KOJIMYECTBE JIMCTOB, JaTax
BKJIFOUCHUSI JOKYMEHTOB B JINYHOE JIEJI0 M U3BATHS U3 JIea, a TAKXKE KeM U3BAT JOKYMEHT H I10
KakoW MpUYUHE.
2.8. BHyTpeHHsISI OMUCH COCTAaBISIETCST HA OTICIBHOM JIUCTE 1O YCTAaHOBJICHHOH (opme. JIMcTh
BHYTpPEHHEH OMKUCHU HyMEPYIOTCS OTAEIBHO.
2.9. Ilpu moAroTOBKE JIMYHBIX JIeT K Mepenade Ha XpaHCHHE K BHYTPEHHEHW OMUCH COCTaBISETCS
UTOrOBAas 3allKCh, B KOTOPOH yKa3bIBaeTcs HUPPaMH U MPOMHUCHIO KOJIMYECTBO BKIIOYCHHBIX B HEE
JOKYMEHTOB ¥ KOJTMYECTBO JINCTOB JIeTIA.

3. Tlopsiaoxk BeaeHusli JIMYHBIX /e TMeJaroroB W COTPYAHMKOB OpPraHu3aluu,
OCyLIeCTBJISAIONIEH 00pa30BaTebHYIO AeITeJIbHOCTD
3.1. JIuuHOe Heno MenaroroB W COTPYJHHKOB 0OIIe0Opa3oBaTENbHON OpraHU3allMi BEACTCS B
TEUEHHE BCETO TepHojJa pabdOoThl Ka)XJAOro Iejarora M COTPYIHHKA B 001Ie00pa3oBaTeIbHOM
OpraHH3aIlH.
3.2. JlanpHelmee BeACHUE JIMYHOTO Jiejia TEJAaroroB M COTPYIHHKOB 0O0IIeo0pa3oBaTeIbHON
OpraHM3aIfK TMPeIyCMAaTPUBACT MOMEIICHHUE B N0 JOKYMEHTOB, OOpa3yIolIuXcs B TpoIiecce
paboueit AesITeTPHOCTH M UMEIOIINX 3HAYCHHE JIJIS1 TPYOBBIX OTHOIIICHMIA:

*  JIOTIOJHEHHE K TUYHOMY JIUCTKY IO YUYETY KaJpOoB;

*  JIOTIOJTHUTEJIbHBIE COTJIAIICHUS K TPYIOBOMY JIOTOBOPY;



* KOIMHU MPUKA30B MO JHUYHOMY COCTaBY, KOTOpbIE KAacalOTCSl MEJaroroB M COTPYAHUKOB
00111e00pa30BaTEIbLHON OpraHn3alug;
* OT3bIBBl JIOJDKHOCTHBIX JIMII O Tlelarore W COTpPYAHHMKE 001eo0pa3oBaTebHOM
OpraHu3alui;
*  KOIHMHU JOKYMEHTOB O MOBBIIICHUH KBAJIH(DUKAIINH;
*  KOIUU CepTU(]PUKATOB, TPAMOT;
*  JIUCT — 3aBEPUTEIb JeJa (COCTABIISAIOT MPHU CIaye JIUYHOIO JeJia B apXUB);
® HUHBIC TOKYMCHTBI.
3.3. B memsax oOecriedeHHs: KOHTPOJISI 3a COXPAaHHOCTHIO M aKTYaJIbHOCTBHIO JIMYHBIX €1 B
001eo0pa30BaTeIbHOM OpraHMU3aluU €KerofHo (He mosgHee | kBaprana roja, CieIyrOLIEro 3a
OTYETHBIM ) MMPOU3BOAUTCS MTPOBEPKA UX HAJMYUHUS U COCTOSIHHSI.
3.4. ExerogHyio MpoBEpKY COCTOSIHUSI JIMYHBIX JI€J Ha MPEAMET COXPAHHOCTH BKJIIOYEHHBIX B
HEro JIOKYMEHTOB MPOBOJIUT CIEUMAIbHO co3laHHas komuccus. O TPOBEACHHBIX MPOBEPKAX
ACIACTCA OTMCTKA B JIMCTC O PC3yJIbTaTax eﬁ(eFOHHOﬁ MMPOBCPKHU COCTOSAHHA U HAJIUYHA JIMIHOTO
nena (npusnoxenue Ne 5) u coctaBisieTcs akT. Pe3ynbTaThl MPOBEPKU JTUYHBIX J€J]1 B 00s13aTEIbHOM
MOPSAKE JOBOASTCS A0 AUPEKTOpa 00111e00pa30BaTeIbHOM OpraHn3alum.

4. Tlopsinok y4yéra M XpaHeHHs JHMYHBIX JieJl MeJAroroB M COTPYJAHHKOB OPraHU3aIuM,
OCYILIeCTBJISIONIEH 00pa30BaTeIbHYIO 1eTeJbHOCTb.

4.1. XpaHeHre U yd4eT JTUYHBIX JIeT MEeAaroroB U COTPYTHUKOB OpTraHU3AIMHU, OCYIICCTBISIONIEH
00pa3oBaTeNbHYIO JEATEIbHOCTh, OPTAHU3YIOTCSA C IEIbI0 OBICTPOTO M 0€30IHMO0YHOr0 MOUCKa
JTUYHBIX JeJN, O00ecredeHus] WX COXPAHHOCTH, a Takke OOecnedeHus KOH(PUACHIIUATHLHOCTH
CBEJICHMI, COJIepKalINXCs B JOKYMEHTaX JIUYHBIX JIe]I, OT HECAaHKIMOHUPOBAHHOTO JJOCTYIIA.

4.2. JInuHble ena COTPYAHUKOB XpaHsTCs B celihe 001meo0pa3oBaTeIbHOM OpraHU3aIiH.

4.3. TpynoBbie U METUIIMHCKNE KHIDKKU XPAHATCS OTACIBHO B ceide.

4.4. Jloctyn K IWYHBIM JeJiaM TEIaroroB U COTPYIHUKOB 0OIIe00pa30BaTeIbHON OpraHU3aIlul
UMEIOT TOJBKO CEKpeTapb, CIEUUaINCT IO KajpaM, JTUPeKTop o001eo0pa3oBaTebHOMN
opraHm3anii 00 3aMeCTUTENH AWPEKTOpa NpU UCTOTHEHHH OOS3aHHOCTEH TUpEeKTOpa
0011e00pa3oBaTeIbHON OpraHU3aIHH.

4.5. Cucrematuzanus JUYHBIX JIe1 TIEaroroB W COTPYIHUKOB 001Ie00pa3oBaTEIbHOM
OpraHM3aIy MPOU3BOIUTCS B ali(paBUTHOM MOPSIKE.

4.6. JluuHble nena MeaaroroB W COTPYAHHUKOB OO0IIE0Opa30BaTEIBHON OpraHW3aIH, UMEIOIINX
rocy/lapCTBEHHbIE 3BaHUs, IPEMUU, HArpaJbl, YICHbIC CTEIIEHU U 3BaHMSI, XPAHITCS MOCTOSHHO, a
OCTaJbHBIX COTPYAHHKOB — 75 JeT ¢ roja yBOJbHEHHs paOOTHUKA (B COOTBETCTBUU C llepeunem
TUIOBBIX YIPABICHYECKUX IOKYMEHTOB).

5. IlopsiioK BbIIa4H JIMYHBIX /1eJI BO BpeMeHHOe M0JIb30BaHue

5.1. Bpigaua nu4YHBIX e (OTAEIBHBIX JOKYMEHTOB B COCTAaBE JIMYHOTO JI€Jia) BO BPEMEHHOE
MOJIb30BAaHHUE TPOU3BOJIUTCS C Pa3pelIeHUs] TUPEKTOpa o0meoOpa3oBaTenbHON OpraHu3aliy 0
3asBJICHHUIO COTPYIHHMKA OpPTraHU3alllH, OCYIIECTBISIOMEH 00pa30BaTeIbHYIO AATEIbHOCTb.

5.2. PaGora (o3HaKOMJIEHWE) C JIMYHBIMH JIeJlaMd  TI€JJaTOTOB M COTPYIHUKOB
001eo0pa3oBaTeIbHOM OpraHU3aluy MPOU3BOIUTCS B MPHUEMHOM Tupekropa. B xoHue padouero
THS CEKpeTapb WIM CIEIHAINCT MO KajapaM 00s3aHa yOeAWThCS B TOM, YTO BCE JHMYHBIC JEa,
BBIJIaHHBIE BO BPEMEHHOE II0JIb30BAaHHE, BO3BpAIllEHbl HAa MECTO XpaHEHHs M €cTb JIH
HEOOXOMMOCTh JUIS IPUHATHUS MEP K MX BO3BPAILICHUIO HIIH PO3BICKY.

5.3. @aKT BbIIa4YM JIMYHOTO Jieda (UKCUPYETCS B KOHTPOJIBHOM JKypHAJIe.

5.4. 3psTHE OTIENBHBIX JOKYMEHTOB M3 JMYHOTO Jeja MPOU3BOAUTCS C Pa3peUIeHUs] JUPEKTOpa
o0meo0pa3oBaTeIbHOM OpraHu3aiu ¢ O(OPMIIEHHEM COOTBETCTBYIOLIEH 3amucu B Trpade
«[Tpumeyanne» BHyTpeHHEW omucH. [Ipy BpeMEHHOM M3BSATUN JOKYMEHTA Ha €ro MECTO (MEXIY
JUCTaMH COCETHHX JOKYMEHTOB) BKJIAJBIBACTCS CIIPaBKa-3aMECTUTENb C YKa3aHHEM JaThl U
INPUYXH U3BATUS C TIOANUCHIO JINIA, BBIJABIIETO JOKYMEHT, M ITOIMHCHIO JIMIA, TIOJYYHBIIETO €T0
BO BPEMEHHOE I0JIb30BaHHE.



6. OdopmileHne JIUYHBIX JeJ1 Mepe] ciaded B apXuB
6.1. OdopmieHre TUYHBIX JeN IS Tepeadyd B apXHB MPOU3BOAUTCS CIEIUATHCTOM 1O Kaapam
0011e00pa3oBaTeIbHON OpraHu3aIi. JTa IPoleypa BKIFOYAET:

* MOJUIMBKY (NEperieT) Aena;

* YTOYHEHHE HyMepaluu JHUCTOB JIeNa;

*  COCTaBJICHUE JINCTa-3aBepuTels (mpunoxenue Ne 8);

* cocraBiieHHE (yTOUYHEHNE) BHYTPEHHEH OIUCH;

* BHECCHHE YTOYHEHUH B PEKBU3HTHI JHUIIEBON OOJIOKKH JIea.

6.2. Jlucr-3aBepuTenb Jella JOJDKEH TMOANUCATh €ro COCTaBUTEIb, MPU OSTOM JIENAETCs
pacmmdpoBKa OMDKHOCTA W TIOJAMUCH, NPOCTABISETCS JnaTa. B mporecce HCHOIb30BaHUS
apXUBHBIX JOKYMEHTOB B JIUCTE-3aBEpUTENIEC JIEIal0TCsl COOTBETCTBYIOLIME OTMeTKU. Ecnmu geno
noAmUTO 0€3 JMMCTa-3aBepUTEIIsl, TO €ro CIeAyeT HAKICUTh Ha BHYTPEHHIOI CTOPOHY OOJIOXKKHU
nena.

6.3. C nenpio o0ecrieyeHnst COXPaHHOCTH JIMYHBIX JIEJT PEKOMEHTYeTCS:

* 00beqUHATH MHIMBUIYyaJbHbIEC JINYHBIE JI€Nla YBOJICHHBIX COTPYJHHKOB B OJHY OOJIOXKKY
(0OBbeIMHEHHOE JIeNI0) C TAaKUM pPacdyeToM, 4ToObl 00bheM jena (Toma) He mpesbiman 250
JUCTOB (IIyTE€M CIIMBKU MaTepUaIOB HHANBUAYAIbHBIX JIE] [0 T01aM YBOJIbHEHUS);

* pacmojaraTh MaTepuaibl WHAUBHIYAIBHBIX JEN B mpejenax aena (Toma) B andaBUTHOM
nopsake (moamMuiIbHO), OTAENSAST MaTepPHUalibl, OTHOCSIINECS K Pa3HbIM MHWBHUYaTbHBIM
JeraM, YUCTBIM JUCTOM Oymard ¢ yka3aHHEeM Ha HeM (GaMWINKA, UMEHH U OTYEeCTBA
COOTBETCTBYIOILIETO YBOJIGHHOTO Iiefarora M COTpPYAHHKa oOIIeo0pa3oBaTeabHOM
OpraHH3aINH;

* cHaOXkaTh KaxJa0€ OOBEIUHEHHOE 0 (TOM) BHYTPEHHEH ONHUCHIO C TEPEUYHCICHHEM
dbamMunmii, UIMEH M OTYECTB U YKa3aHHEM HOMEpPOB CTPAHHUIl, B TpeleIax KOTOPBIX
PacmoI0KEeHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenava TUYHBIX JET B QpXUB OCYIIECTBISICTCS HE TIO3/IHEE TPEX JIET MOCIIC 3aBEPIICHUS UX
B JICNIONIPOM3BO/ICTBE B COOTBETCTBUM ¢ rpadukoM. [IpeaBapuTenbHO cekpeTapeM, CIEUalInCTOM
Mo KajapaMm TIPOBEpsieTCs TOTHOTA WM TMPaBUIBHOCTh IMOATOTOBKH JIMYHBIX e K Iepeaade.
BrisiBneHHblE TpU MPOBEPKE HEJAOCTATKU YCTPAHSAIOTCS CEKpeTapeM, CHEIHAIMCTOM IO Kaapam.
[lepenaya v mprieM MPOU3BOAATCS MO OMHUCH C MTPOCTAHOBKOM OTMETOK O HATMYHMH JTUYHBIX JIEI.
6.5. JInyHbIC €T MEeIaroroB U COTPYIHUKOB 00IIe00pa30BaTEIbHON OpraHu3aIii, 3aKOHYCHHbIS
nenonpousBoAacTBoM 10 1 sHBaps 2003 roxa, xpansarcsa 75 ner, nocne 1 suBaps 2003 roxa — 50
net. JIndHbple eya AUPEKTopa, TIIaBHOTO OyxXrajiTepa 001eo0pa3oBaTeIbHON OpraHU3alii UMEIOT
IIOCTOSIHHBIA CPOK XPaHEHHS.

7. OTBEeTCTBEHHOCTh
7.1. Tlemarorn w COTpyAHHKH OOIIE00pa30BATEIILHOW OpraHu3auu O00s3aHbl CBOEBPEMEHHO
NpEACTABJIATH CCKPCTAPIO UJIU CIICHUATIUCTY IO KaJIpaM CBCICHUSA 06 HU3MCHCHHUH B ICPCOHAJIBHBIX
TaHHBIX, BKIFOUYEHHBIX B COCTAB JIMYHOTO JIENIa.
7.2. Pabotonarens obecrieunBaeT:
* COXpaHHOCTh JIMYHBIX [IeJI TEAaroroB W COTPYTHHKOB  00IIe00pa3oBaTeIbHON
OpraHH3aINH;
*  KOH(QUIEHIMATHHOCTh CBEICHHW, CONCPXAIMMXCS B JIMYHBIX Jejax IelaroroB |
COTPYIHHUKOB.

8. IIpaBa padoroaaresisi H padOTHHKA
8.1. lnsa oOecriedeHus 3alIUTHI MEPCOHANBHBIX JAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX JAETax
NEIaroroB U COTPYJHHKOB 00Ie00pa30BaTeNbHON OpraHU3allid, NeNarorn M COTPYIHHUKH
0011e00pa3oBaTeIbHON OpraHu3aIi UMEIOT MPaBo:
*  TOJYYHUTH MOJHYIO HH(POPMAIMIO O CBOUX IMEPCOHAIBHBIX JAaHHBIX M 00pabOTKE 3THX
TaHHBIX;
*  TOJYYHUTH CBOOOJHBIN JOCTYN K CBOMM IME€PCOHATIBLHBIM JTaHHBIM;



*  TOJYYHTH KOIHUH JTOKYMEHTOB, XpaHSIIUECS B IUIHOM JIEJIe U COACPIKAIIHE MEPCOHATHHBIC
JTaHHBIE.

* TpeboBaTh UCKIIOYCHUS WM MCTIPABIICHUS HEBEPHBIX U HETIOJIHBIX IMEPCOHATBHBIX TAaHHBIX.

8.2. PaGoronarens umeeT mpaso:

* 00pabarpIBaTh MEPCOHATILHBIC JaHHBIC TIEAArOrOB M COTPYAHHKOB 00IIE00pa3oBaTEIbLHOM
OpraHH3aIMH, B TOM YUCJIC U Ha SJICKTPOHHBIX HOCUTEIISIX;

* 3alpPOCUTh OT TMEJaroroB M COTPYTHHKOB 0O0IIe00pa3oBaTeIbHON OpraHU3aluu BCIO
HeoOXomuMyr0 WHGOPMALUIO IS BEACHHUS JHYHBIX JIe1 U 00padOTKH TEepCOHAIBHBIX
JaHHBIX.

9. 3akII0YUTEIbHBIE MOJT0KEHUS

9.1. Hacrosiee [lonoxenue o mopsjake BeACHUS JTUYHBIX J1e]1 PaOOTHUKOB SIBIISICTCS JIOKAJIBHBIM
HOPMAaTUBHBIM aKTOM, MpuHUMaeTcs Ha [lemarornueckom coBeTe LIKOJBI U yTBepxaaercs (1bo
BBOJIUTCS B JICHCTBHE) MPUKA30M JUPEKTOpa OPraHU3alUK, OCYILECTBIAIONIEH 00pa3oBaTeIbHYIO
NEeSATEIbHOCTD.

9.2. Bce u3MeHEHHUS W JOIOJIHEHHs, BHOCHUMbIE B HacTosiee [lonokenue, ohopmisiorcs B
MACbMEHHOM (OopME B COOTBETCTBHHM JICUCTBYIOIIMM 3aKOHOJATEIHLCTBOM Poccuiickoi
denepanuu.

9.3. TlonoxxeHue O MOPSAAKE BENCHUS JIMYHBIX JIe] paOOTHHKOB 0Opa30BaTEIIbHONW OpraHHU3aIluu
IIPUHUMAETCSd Ha HEONpENeNeHHbIN Cpok. M3meHenus wu jgononHeHus K llomoxxenuro
MPUHUMAIOTCS B MOPAJIKE, TpeaycMoTpeHHOM 11.9.1. Hactosmero [lonoxenus.

9.4. Tlocne mpunsitua [lonoxxkeHust (WM U3MEHEHUH M JIOMOJHEHUM OTHENbHBIX IYHKTOB M
pa3aesoB) B HOBOM peakliy MPeablIyIas peJakiis aBTOMaTHUYECKH yTPAauuBaeT CUITy.



Kypnan yuera AMUHBIX J1€]T

IIpunoxenne Nel
K MOJIOKEHHIO O MOPSIKE BEICHUS

JIMYHBIX OCJI paGOTHI/IKOB

Ne Jlara Qavmumusa, | Tabems- | Jomxuocts | CTpykTyp- Jara u Jara u [Tpumeua-
1/ odopmIe- UM, HBI (mpodec- HOE HOMEp HOMEp HUE
M | HUSI JUYHOTO | OTYECTBO HOMeEp cusl, nojipas;ie- MprKasa MprKasza
nena rejarora u CIIEIHAITb- JICHWE (pacrops- (pacmops-
COTpYIHHKA HOCTB) JKEHUSI) O JKEHUSI) O
reaarora u npueme npeKparie-
COTpYIHHUKA reaarora u HUU
coTpynHHKa | (pacTopike-
Ha paboTy HUH)
TPYJ0OBOTO
JIOTOBOPA C
[eIaroroM u
COTPYJHUKOM
(yBOMBHE-
HUH)
2 3 4 5 6 7 8 9




donn Ne

Onucek Ne

Hemo Ne

Wanexc nena

O010KKa JIMYHOIO Jiej1a

IIpunoxenue No2
K MOJIOKEHHUIO O MOPSAKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMYHOE JIEJIO Ne

(na3BaHHEe 00pa30BaTEILHON OPTAaHU3AIHN)

JlaTa Hayaja

Jlata okoHuaHust

Ha JIMCTax
XpaHUTh Ier
donn Ne
Ommce Ne

Hemo Ne

(3aroIoBOK Jena)



IIpunoxenue Ne3

K IOJIOKCHUIO O OPAAKE BSACHHUA

BHYTPEHHSIS OITNCH
JOKYMEHTOB Jiesia Ne

JIMYHBIX OCJI paGOTHI/IKOB

Ne Nupekc Hara HasBanue Howmep IIpumeuanus
/o JOKyMEHTa JOKYMEHTa JOKYMEHTa JUCTOB
aena
Hroro: JOKYMEHTOB

(uudpamu 1 MPOIMHCHIO)

KonnuecTBo TMCTOB BHYTPEHHEN ONTUCH

(uudpamu 1 MPONKCHIO)

OTBETCTBEHHEBIN 3a
KaJpOBBIN yUeT:

(monuck)

« » 202 ropa




©.1.0.

IIpunoxenne N4
K MOJIOKEHHIO O MOPSIKE BEICHUS
JIMYHBIX JIe]1 paOOTHUKOB

JlomxHOCTh

JIngnoe nemno Ne

JlaTta o3HaKOMIICHHUS TIegarora
W COTPYAHHKA C JINYHBIM
IeJIOM

IMonmuce mexarora u
COTpyIHHKA

OTMmeTKH, MpUMeYaHus,
3aMCUYaHUS




IIpunoxenue Ne5

K IMMOJIOKCHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJI paGOTHI/IKOB

OTMeTKa 0 pe3yabTaTax e:KeroAHoN NMPOBePKU COCTOAHHUSA
U HAJIMYMSA JTUYHOTO JeJ1a

©.1.0.

JomxHOCTD

JInynoe nemno Ne

[ara npoBepku

d.N.0O. une”oB
KOMUCCHUU

IMoamnucu 4ieHos
KOMHUCCHU

PesynbTaT npoBepku




1. ®ammnus

Ipunoxenne Ne6

K IMMOJIOKCHUIO O MOPAAKE BEACHUA
JIMYHBIX OCJI paGOTHI/IKOB

JIMYHBIH JTUCTOK MO YUYeTy KaJpoB

Nmsa

OT4ecTBO

2. Ilon

3. T'ox, unciio U MecsL pOXKACHUS

4. Mecto poxaeHus

5. I'paxnaHcTBO

(ceno, nepeBHs, ropoj, pailoH, 00J1acTh)

6. O6pazoBanue

Hazsanue
y4eOHOTO
3aBeNEHUS U €T0

MECTOHaXO0XIACHUC

®DaKyJIbTeT
WIH
OTJeNIeHNE

Ton
HOCTYHJIGHI/IH

Ton
OKOHYAaHUA
WIH yXoja

Ecmu me
OKOHYMJI, TO
¢ KaKoro
Kypca yien

Kakyro
CIICHUaJIbHOCTD
MOJIy4ny B
pe3yabrare
OKOHYaHUS
yueOHOTO
3aBe/IeHus,
yka3athb Ne
AUIIJIoMa nuiin
yIIOCTOBEPEHUS

7. KakuM# HHOCTPAHHBIMU SI3bIKaMH BJIAJECETE

8. YueHas cTeneHb, y4eHOE 3BaHUE

9. Kakue nmeere Hay4dHbIC TPYIbl K H300pETEHUS

(‘{MTHCTB 1 IEPEBOAUTE CO CIIOBAPEM, UNTACTE U MOXKETC 06’L$ICH$ITI)C$I, BJIagcCTC CBO6OZ[H0)




10. Bemonnsiemas paboTa ¢ Hadajga TPYJIOBOW JEATEIBHOCTH (BKIIOYas y4deOy B BBICHIUX U
CPEIHHUX CTICUABHBIX YU€OHBIX 3aBEJICHUSAX, BOCHHYIO CIIYXOY 1 paboTy 110 COBMECTUTEIBCTRY)

Mecsn 1 rox JIOMKHOCTB ¢ yKa3aHUEM YUPEKICHHUS, MecToHaX0KICHHUE
HOCTYHJIGHI/ISI yxona OpFaHI/I3aL[I/II/I, HpGI[HpI/IHTI/ISI, a TaKXeE y‘-IpG)KIleHI/IH,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIuH,
NPEAIPUATHUS

11. IIpeObiBanme 3a rpanuIiet (padora, ciryxeOHasi KOMaHIUPOBKA, MTOE3/IKA C JIeIeTaInei )

Mecsn u ron B kakoii ctpane [{ens nmpeObIBaHUS 3a
C KaKoro 10 KaKoe rpaHuLen
BpPEMEHHU BpeMsi
12. YyacTre B BRLIOOPHBIX OpraHax
MecTo BBIOOPHOTO HasBanue BeiOopHOoTO | B KauecTBe KOro l'on
opraHa opraHa BbIOpaH u30paHusi | BBIOBITHS

13. Kakue nmeeTe npaBUTENbCTBEHHBIE HArpa bl

Korga u xem Harpaxaex

14. OTHOLIEHNE K BOMHCKAM O0S3aHHOCTAM U BOMHCKOE 3BaHUE

CocraB Pon Botick

(KOMaHHBIN, MOJTUTUYCCKUM, a IMUHUCTPATUBHBIN, TEXHUYECKUHN U T. 11.)

15. CeMeliHO€E OJIOKEHNE B MOMEHT 3aIIOJIHEHUS JIMYHOT'O JIUCTKA

(WICHBI CeMbH, C YKa3aHHEM BO3pACTa)

16. omaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEMIaTh 000 BCEX M3MEHEHUSAX NaHHBIX, BKIIOYCHHBIX B JTUYHBII

JIUCTOK T10 y4eTy KaJpoB.
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AHKETA

IIpunoxenue Ne7

K IMMOJIOKCHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJI paGOTHI/IKOB

dammnns

Nmsa

OT4ecTBO

JlaTa poxxneHus

1. I'paxxgancTBO (€Clid U3MEHSUIA, TO YKaXKUTE,
KOT/Ia M 10 KaKO¥ MpUYrHE)

2. OOpa3oBaHue, y4yeHas CTENeHb (Korma u
Kakue ydeOHbIe 3aBEJCHUS OKOHYWIM, HOMEpa
munioMoB). CrnenuaibHOCTh M KBaJTU(UKAIUS
0 JTUTUIOMY

3. KakumMu MHOCTPAaHHBIMU SI3bIKAMU U SI3bIKAMU
HaponoB Poccuiickoii ®denepanuu BIajceTe U B
Kakol  cTemeHHM  (4uTaere M MOXKETe
OOBSICHSITBCS, BIIAJICETE CBOOOTHO)

4. BemosnHsemas paboTa ¢ Havajia TPYIOBOM JIEATeIbHOCTH (BKJIFOYAsi BOSHHYIO CITYyKOy U paboTy

110 COBMECTHUTEIILCTBY)

Mecsn u rox JOMKHOCTB € yKa3aHUEM YUPEKICHHUS, MecToHaX0KICHHUE
HOCTYHJIGHI/ISI yxona OpFaHI/ISaI_[I/II/I, HpGI[HpI/IHTI/ISI, a TaKXeE y‘-IpG)KIleHI/IH,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIuH,
HNPEAIPUATHUS

5. Bamm G1m3kue poJCTBEHHHUKHU (3KEHA, MYK, OTEIl, MaTh, OpaThsi, CECTPHI)

CrencHb damuius, UM, Ton

pOJICTBA OTYECTBO POXKJICHHSI

MecTto paboThl,
JIOJDKHOCTD

Anpec mecta
KUTEILCTBA

6. lomamawmii anpec u Homep TenedoHa

7. ITacnopT WM JOKYMEHT, €r0 3aMEHSOIINI

(HOMep, cepusi, KEM U KOT/ia BbLIaH)

8. JlonomHUTENbHBIE CBEICHUS, KOTOPBIE BhI xKemaere cooOumTh 0 cede

10. Ha xakoi1 ypoBeHb 3apiuiatsl Bel paccuntsiBaeTe?

« » 202  roma

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

(nmoamuce)

(pacumpoBKa MOIIUCH)




IIpunoxenue Ne§
K TIOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

aea Ne
B nene npounto u npoHyMepoBaHO JIMCTOB
(mudpamMu U IPOMHCHIO)
c Ne mo Ne , B TOM YHCJIE:
JINTEPHBIE HOMEPA JINCTOB
MPONYILEHHBIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEU ONMHUCHU JIMCTOB
OcobenHocTH (PU3NUECKOTO COCTOSIHUS U Howmepa nucros
dbopMupoBaHus aena
OTBETCTBEHHBIH 3a
KaJpOBBIA y4yeT
(nmoamuce) (pacumpoBKa MOIIUCH)

« » 202  rona
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