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1. O6mue nonoKeHNs

1.1. Hacrosimee IlonoxkeHne o mMOpsSAKe BeIEHUS JUYHBIX Jell paOOTHUKOB OpraHU3allMu,
OCYIIECTBISIONIEH 00pa30oBaTebHYIO JCSATEILHOCTh, pa3pad0TaHO B COOTBETCTBUU ¢ DepepanbHBIM
3akoHOM Ne 273-D3 ot 29.12.2012 «O06 obpa3zoBanuu B Poccuiickoit deneparun» ¢ M3MEHEHHUsIMU OT 4
aBrycra 2023 roma, ®enepanbHbiM 3akoHOM 0T 27.07.2006 Ne 152 «O mepcoHaidbHBIX JTAHHBIX» C
m3meHenusmMu 6 despans 2023 roga, Ykazom IIpesumenta ot 30.05.2005 Ne 609 «O06 yrBepx)aeHUU
[TonoxeHnus O MNEPCOHANBHBIX JAHHBIX TOCYJAPCTBEHHOTO ciyxkaiero Poccuiickonn ®enepauuu u
BEJICHUU €ro JM4YHoro nena», TpynoBsiM Komexkcom Poccuiickoit ®enepannu, KoiuieKTUBHBIM
JIOTOBOPOM, Y CTAaBOM OpraHU3aIllH, OCYILIECTBISIONIEH 00pa30BaTEIbHYIO AESTEIbHOCTD.

1.2. Jlannoe IlonoxeHue onpeaenseT NOPSAOK BEACHUS JTUYHBIX /1€ Me1aroroB U UHBIX COTPYAHUKOB U
PabOTHUKOB IIKOJIBI, OMPENEISIET MOPSIOK (OPMUPOBAHUS, YIETa U XPAHCHHSI, BBIIaYM JTUYHBIX JIE]T BO
BPEMEHHOE I0JIb30BaHHE, a TaKXKe OTBETCTBEHHOCTbh, IIPaBa paOOTHUKOB U AUPEKTOPa 00pa30BaTeIbHOM
OpraHu3aIyu.

1.3. Hacrosimee [Tonoxenne yTBep:kaaeTcsl MPUKA30M IO IIKOJE U SBISETCS 00s3aTeIbHBIM JJIST BCEX
KaTeropuil MearoruuecKux U Ipyrux COTPYIHUKOB IIKOJIBI.

1.4. BeneHnve NUYHBIX €N MEIAroroB U COTPYIHUKOB IIKOJBI BO3NIAraeTCsl Ha CIEUaINCTa MO Kajapam
OpraHH3aIlH, OCYIICCTBISIONIEH 00pa30BaTeIbHYIO IEATEIIHBHOCTD.

1.5. JluyHOe Aeno - OCHOBHOHM [TOKyMEHT MEPCOHAIBHOIO yd4eTa, COJepKaluii Haubosee MOJHbIE
CBeICHHS 0 pabOTHUKE 00pa30BaATEIHLHON OpraHU3aIluU M €ro TPYIOBOU JIEATEIBHOCTH. B nudHOe nemno
BHOCSITCS CBEJICHUS, CBSI3aHHBIE C MTOCTYIUICHUEM Ha paboTy U YBOJIbHEHUEM.

1.6. Ceenenusi, coaepKaluecs B JUIHOM JIelie, OTHOCATCS K KOH(DUICHINAILHON NHPOPMAITUU, UMEIOT
OTpaHUYEHHBIN JOCTYI U PA3TIAIICHUIO HE TOJIeKaT.

1.7. JludHoe neno BeAeTCsS B TSYCHHUE BCETO TIeproaa padoThl paboOTHHKA.

1.8. BengeHue HECKONBKUX JHMYHBIX Jell OJHOTO pabOTHHUKA 00pa30oBaTENIbHON OpraHu3aluud He
JOYCKaeTCsl.

2. Ilopsinok ¢popMUpPOBAHMSA JIMYHBIX JIeJI COTPYAHUKOB
2.1. dopmupoBaHUE JIMYHOTO JIea IEJAaroroB U COTPYIHUKOB 00IIe00pa3oBaTeIbHON OpTraHU3aIuN
MIPOU3BOIUTCSI HEMOCPEACTBEHHO IMOCIe MpHeMa B 0011e00pa30oBaTeIbHYI0 OPraHU3alMI0 WK IepeBojia
MeJaroroB U COTPYAHUKOB U3 IpYyroi 00pa3oBaTeIbHON OpraHU3aLUu.
2.2. B cooTBeTCTBMM C HOPMATHBHBIMM JOKYMEHTaMU B JIMYHbIE Jeja MeJaroroB M COTPYIHUKOB
OpTraHW3aIlK, OCYIIECTBIIIONIEH 00pa30BAaTENbHYIO JIEATEIBHOCTh, BKJIAJBIBAIOTCS  CIEAYIOIIHNE
JOKYMEHTBI:
Jlns nedazoeos:

* 3asBJIEHUE O IpUEMe Ha paboTy;

*  3asBJICHHUE O COTJIaCHH Ha 00pabOTKY MEPCOHATBHBIX JIAHHBIX M1€/1arora;

* CHpaBKa O HalIW4YMM (OTCYTCTBUH) CYIAMMOCTH M (MiH) (paKTa YroJIOBHOIO Ipeciie0OBaHMs,

BBIJTAHHOTO COOTBETCTBYIOIIMM OPTaHOM MPABOTIOPSIIIKA;

* aBTOOMOTrpadus;

*  KOMHS MacIopTa WX HHOTO JOKYMEHTA, YAOCTOBEPSIOIIETO JINIHOCTD;

*  KOMHMS CTPAXOBOT'O CBUETEIHCTBA IEHCHOHHOTO CTPAaXOBaHUS;

*  Komus WACHTU(DHUKAIIMOHHOTO HOMEpPa HAJIOTOTLIATENbIIIKA;

*  KOMHMS JOKYMEHTa BOMHCKOTO yueTa (/111 BOEHHOOOS3aHHBIX );

*  KOIUS CBUJETENHCTBA O 3aKJII0UEHUH Opaka (Tpy HaJIUNYHH);

*  KOMNMS CBUIETENHCTBA O POXKICHUHU AeTel (IIpU HAJIMUUN);

*  KOIUHU JOKYMEHTOB 00 00pa30BaHUU;

*  KOMNHHU JOKYMEHTOB O KBAIH(UKALMHU UM HATUYHE CHIeIUaTbHbBIX 3HAaHUH (TIPU HAJTMYUH);

*  KONHHU aTTECTALMOHHBIX JIUCTOB (MPU HATUYHUH);

*  KOIIMHU JOKYMEHTOB O HarpaKJAeHUH (IIpU HAJIUYUN);

*  XapaKTepUCTHUKH, PEKOMEHJAaTeIbHbIC MMChMa (IIPU HAJIMYUN);

* TpUKa3 o MpuemMe Ha padory;

* TPHUKa3 O TIEPEBOJIC HA UHYIO JOKHOCTD (MTPU HATHYHH ),



TOJKHOCTHAS MHCTPYKIUS (IOKHOCTHBIE HWHCTPYKIIMM C MOMEHTa Ha3HAueHUsT Ha BCe
JIOJDKHOCTH);

TPYJAOBOI TOTOBOP (C MOCIEAYIONUM BKIFOYCHHUEM JIOTIOJHUTEILHBIX COTJAIICHUN K TPYJIOBOMY
JIOTOBODY);

TPYIOBYIO KHHXKKY;

MEIMIIMHCKYIO KHIDKKY.

s pabomuuxos:

3asBJICHHUE O IpUEME Ha paboTy;

3asIBJICHHE O COTJIaCHH Ha 00pabOTKY MepCOHATBHBIX TaHHBIX TIE/1arora;

CIpaBKa O HalIW4YMM (OTCYTCTBUHM) CYIAMMOCTH M (M) (paKTa YroJIOBHOI'O IpecielOBaHMs,
BBIJJAHHOT'O COOTBETCTBYIOIIMM OPTaHOM ITPABOTIOPSIKA;

aBToOMoOrpadus;

KOTHSI TACTIOPTa MJIM MHOTO JOKYMEHTA, YAOCTOBEPSIIOIIET0 IMYHOCTD;

KOIMSI CTPaXxOBOI'0 CBUETENbCTBA IEHCHOHHOTO CTPAaXOBaHMUS;

KOTHSI UACHTU(PHUKAIIMOHHOTO HOMEpPa HAJIOTOILIATENBIIIKA;

KOIMsI JOKYMEHTa BOMHCKOTO ydeTa (1J11 BOGHHOOOSI3aHHbIX);

KOIUS CBUAETEILCTBA O 3aKJIFOUEHUH Opaka (Ipu HaJIN4YuH);

KOIMSI CBUJIETENbCTBA O POXKICHUHU AeTel (IIpU HAJIM4UN);

KOIIMU JIOKYMEHTOB 00 00pa3oBaHuUy;

KOIMHU JOKYMEHTOB O Harpa)<IeHUH (IIpy HaJIM4UK);

XapaKTEPUCTHKH, PEKOMEHIaTeNIbHbIC TTHChMA (IIPH HAIWYHH);

IpUKa3 o pueMe Ha padory;

IIPUKA3 O MEPEBOJIE HA UHYIO JOJKHOCTD (IIPH HAJTMYUN);

JOJDKHOCTHAsT MHCTPYKIMS (JOJDKHOCTHBIE WHCTPYKLIIMM C MOMEHTa Ha3HAu€HUS Ha Bce
JOJIKHOCTH);

TPYAOBOW JTOTOBOP (C MOCIEAYIOIUM BKIIFOUYEHUEM JIOMIOJHUTEIBHBIX COTJIAICHUN K TPYI0OBOMY
JIOTOBODY);

TPYAOBYIO KHUXKKY;

MEIUIIUHCKYIO0 KHUXKKY.

Pabomooamens oghopmasem:

TPY/ZOBOM JOTOBOP B IBYX IK3EMIUIAPAx;

IpUKa3 o pueMe Ha padoTy (0 mepeMelieHu  Ha ApYyTrue JOKHOCTH);
JTYHYI0 KapTouky Ne T-2;

JOJDKHOCTHYIO HHCTPYKIIMIO B JIBYX 9K3EMILISIpax.

Pabomooamens 3naxomum.:

C HOPMaTHBHO-TIPABOBBIMM JOKyMEHTaMHM MIKOJbl (YcTaBoM, KOJJIEKTHBHBIM JJOTOBOPOM,
[IpaBmiaMu TpyA0BOTO pacropsaka U Ap. JIOKaIbHBIMU aKTaMH);

C JOJDKHOCTHOW MHCTPYKIUEH;

IPOBOAMT BBOJHBIM HMHCTPYKTaX, MHCTPYKTaX II0 OXpaHe Tpylda, HHCTPYKTaX IO
MIPOTHBOMOXKAPHOU OE30MaCHOCTH.

2.4. Tlepu4HOoe 0pOpMIICHHE JTHYHOTO JIeJia MPeyCMaTPpUBaeT:

IIPUCBOEHUE JINYHOMY JI€Jly HOMEpa COIVIACHO JKypHaly ydeTa JIM4YHbIX Jen (mpuitokeHue Ne 1);
IIPOCTaBICHHUE HA O0JIOKKE JINYHOTO Jeina (mpuoxeHne Ne 2) creayrommux peKBU3UTOB: HHIEKC
nena (B COOTBETCTBMM C HOMEHKJIATYypoil Jen oOiieoOpa3oBaTenbHON OpraHu3alyy; MOJIHOE
HalMEHOBaHHE O0O0IIe00pa30BaTENbHON OpraHu3allMy; HOMEp JIMYHOTO Jena; (paMunus HuMs
OTYECTBO pabOTHHKA B MMEHHMTEIBHOM TaJIeXe; JaThl - TOJ Hayajla U TOjl OKOHYaHUS BEICHUS
7ieJ1a; KOJIMYECTBO JINCTOB; CPOK XPAHEHUS;
MIOMEILEHUE TOKYMEHTOB, MOJIEKAIINX XPAHEHNIO B COCTABE JIMYHBIX €I, B XPOHOJOTHNYECKOM
HopsiAKe:

— BHYTPEHHSS ONUCH JOKYMEHTOB Jiena (mpuioxenue Ne 3);

— JIMYHBIN JMCTOK O Y4eTy KajapoB (IpuiioxkeHus Ne 6);

— 3asBJIEHHUE O NpHeMe Ha padoTy;



— TIpHKa3 o0 IpueMe Ha padoTy;

— TpPYJOBOM JOTOBOD;

— JIOTOBOp O IOJIHOHM MaTepHanbHOW OTBETCTBEHHOCTH (€CIHM PabOTHHK - MaTePHAIBHO

OTBETCTBEHHOE JINIIO);

—  XapaKTEePUCTHKH M PEKOMCHIATEIIbHBIC TUChMA;

— coracue Ha 00paboTKy epCOHANBHBIX TaHHBIX.
2.5. JlucThl TOKYMEHTOB, IIOMEUICHHBIX B JITYHOE JICJIO, TIOJICKAT HyMEpallny.
2.6. C menpro obecnieyeHus HaJUIeXalleld COXPAaHHOCTH JHMYHOTO Jejla IelaroroB M COTPYAHUKOB
0011e00pa30BaTeNIbHON OpraHU3ay U ynoOCTBa B OOPAIIEHUH ¢ HUM IpU (OPMHUPOBAHUU JOKYMEHTHI
MOMEIIAIOTCS B OT/AENbHYIO nanky. [Ipu yBonbHEHMH paOOTHHKA MPOMIMBAIOTCS HUTKAMHU M CHAIOTCS B
apXHB.
2.7. BHyTpeHHSS ONMCH JOKYMEHTOB, MMEIOIIMXCS B JIMYHOM Jelie, JOJDKHA COAEP)KaTh CBEICHHS O
MOPSIIKOBBIX HOMEpaxX, HaUMEHOBAHUSX JOKYMEHTOB [eJia, KOJMYECTBE JIMCTOB, JaTax BKIOYCHHS
JOKYMEHTOB B JIMYHOE JIETIO M U3BATHS U3 JeNla, @ TAKXKe KEM U3BAT JOKYMEHT U 110 KaKOHi MpUYnHe.
2.8. BHyTpeHHSsSI OIUCHh COCTaBJISICTCS HA OTACIBHOM JIMCTE II0 YCTaHOBJICHHOH ¢opme. JIucThl
BHYTPEHHEH OIMCH HYMEPYIOTCSl OT/AENIBHO.
2.9. Ilpu mOAroTOBKE JIMYHBIX JIeJI K IEpefade Ha XpaHEHHE K BHYTPCHHEH OIHMCH COCTaBIISCTCS
UTOTOBas 3allMCh, B KOTOPOM YyKa3bIBaeTCs HU(PpPaMH U IMPOMHCHIO KOJIMYECTBO BKIIOYEHHBIX B HEe
JOKYMEHTOB M KOJIMUYECTBO JIMUCTOB JIENa.

3. Tlopsinox BeaeHHsi JIMYHBIX JeJI MeAATOr0OB W COTPYAHUKOB OPTaHU3AINH, OCYIIECTBJISIONMIEH
00pa30BaTeIbHYIO /IeAITeILHOCTH
3.1. JIuyHOe &eNo meaaroroB U COTPYIHUKOB 00IIE00pa30BaTEIbHON OpraHU3alluy BEIETCS B TCUCHHE
BCEro neproza padboThl KAKIOTO Mearora u COTpyIHUKa B 0011e00pa30BaTeIbHOM OpraHu3aIiy.
3.2. [lanbHeliliee BeJeHHE JHYHOTO Jela TeNaroroB U COTPYAHHUKOB 0O0IIeo0pa3oBaTenbHON
OpraHM3aIfy MPeTyCMaTPUBAET MTOMEIIEHUE B JIEJIO JJOKYMEHTOB, 00pa3yIomuXcsl B mporecce padodeit
JEeSTeNbHOCTH U UMEIONINX 3HaYSHHE JJISl TPYIOBBIX OTHOIICHUH:

* JONOJIHEHUE K JINYHOMY JIUCTKY I10 YYETYy KaJIpOB;

* JIOTIOJHUTENbHBIEC COTJANICHUS K TPYAOBOMY IOTOBOPY;

® KOIInnu HpI/IKaSOB 110 J'II/I‘IHOMy COCTaBy, KOTOpBIe KaCarTCsa 1neaaroroB u COpr,I[HI/IKOB

00111e00pa30BaTeNIbHON OpraHu3aIiiy;

*  OT3BIBBI JOJDKHOCTHBIX JIMIT O MEJIarore U COTPYTHUKE 00IIe00pa3oBaTeIbHOM OpraHU3aIuy;

* KOIMHHU JOKYMEHTOB O TOBBIIICHUH KBAIU(PUKAIIHH;

* KONWHU CepTU(]UKATOB, IPaMOT;

* JIUCT - 3aBEpPUTEIIb Jeia (COCTABIISIFOT MPH CAaye JTUYHOTO JieNia B apXUB);

hd HNHBIC )]OKyMeHTI)I.
3.3. B mensix o0ecrneueHuss KOHTPOJIS 3a COXPAHHOCTBIO U aKTYaIbHOCTBIO JIMYHBIX J€N B
001eo0pa3oBaTelbHOM OpPTraHW3allid  €XKeroJgHo (He mo3aHee | kBapranma rojma, CIETYIOIIETO 3a
OTYETHBIM) MPOU3BOAUTCS MTPOBEPKA UX HATTMYUS U COCTOSTHUSI.
34 E)Kerongy}o npOBepKy COCTOAHUA JIMYHBIX OCJI HaA Hpe}IMeT COXpaHHOCTI/I BKIIOUCHHBIX B HEIO
JOKYMEHTOB TMPOBOJIUT CIEIHUANIBHO co3laHHas komuccus. O TPOBENEHHBIX MPOBEpKaxX Jeaercs
OTMCTKA B JIUCTEC O pe3ynLTaTaX e>1<er0)1H0f/'1 HpOBepKI/I COCTOAHUA W HaAJINW4YUA JIMYHOTO JAcjia
(mpunoxenue Ne 5) u coctaBisieTcs akT. Pe3ynpTaThl IPOBEPKHU JIMYHBIX JIe] B 005S3aTEIHLHOM MOPSIKE
JOBOJISITCS 10 TUPEKTOpa 00111e00pa3oBaTeIbHON OpraHnu3alllu.

4. Mopsinok y4yéTra W XpaHeHHsl JHUYHBIX [ieJl MeJaroroB M COTPYAHMKOB OpPraHH3aIUMH,
OCYILIeCTBJISAIOLIE 00pa30BaTe/IbHYIO 1€ TeJIbHOCTD.

4.1. XpaHeHue W y4YeT JHMYHBIX [ TENaroroB M COTPYAHHKOB OPTaHHU3AINH, OCYIIECTBIISIONICH
00pa3oBaTeNbHYIO ACSITEIHHOCTh, OPTAaHU3YIOTCS C IEJIbI0 OBICTPOTO M 0€30IMMO0YHOTO TTOMCKA JTMIHBIX
Jen, oOecrmedeHuss WX COXpPaHHOCTH, a Takke oOecrnedeHuss KOHQUIACHIIMATLHOCTH CBEACHHIA,
COJZEPIKALINXCS B TOKYMEHTAX JIMYHBIX JIeJ, OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

4.2. JlnuHble ena COTPYAHUKOB XpaHATCA B ceiide oO1ieodpa3zoBaTenbHON OpraHu3aluy.



4.3. TpynoBbie 1 MEAUIIMHCKIE KHIKKU XPAHSITCSA OT/IEIBHO B ceiide.

4.4. JlocTymn K JUYHBIM JieJIlaM IeJaroroB U COTPYJHUKOB 0O0I1e00pa3oBaTeIbHON OpraHU3alli UMEIOT
TOJILKO CEKpeTapb, CICHUATHCT IO KaJapam, IUPEKTOp o00meo0pa3oBaTeIbHON OpraHu3aluu JIH0o
3aMECTUTENHM JUPEKTOpa TMpH UCHOJHEHHH OO0S3aHHOCTeM JupekTopa 00Ieo0pa3oBaTeabHOM
OpraHu3aIyu.

4.5. Cucremaru3anus JUYHBIX JI€J TEIaroroB U COTPYAHUKOB OOII€00pa30BaTeIbHOW OpraHU3aluu
MIPOU3BOIUTCS B ali()aBUTHOM TOPSIJIKE.

4.6. Jluunple pena MEAaroroB M COTPYIHUKOB 0011e00pa30oBaTEeIbHON OpraHMU3aliy, HWMEIOIUX
rocyJapCTBEHHbIC 3BaHUs, MPEMHH, HArpajbl, y4€HbIE CTCIICHU U 3BaHUS, XPAHATCS MOCTOSHHO, a
OCTaJIbHBIX COTPYAHHUKOB - 75 JIeT ¢ Tojia yBOJIbHEHUsI paboTHHUKA (B cOOTBeTCTBUHU ¢ [lepeunemM TUMOBBIX
YIPaBIEHYECKUX JJOKYMEHTOB).

5. Iopsiaok BbIIAYH JUYHBIX €1 BO BpeMeHHOe NM0JIb30BaHUe

5.1. Beiraya JWYHBIX Jie (OTHENBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO Jelia) BO BPEMEHHOC
MOJIb30BaHUE TPOM3BOJUTCA C pa3peuieHus AUpPEeKTopa o00meo0pa3oBaTeIbHON OpraHU3alul 110
3asIBJICHHIO COTPYJHHKA OPTaHU3allMH, OCYIIECTBIISIFOIIEH 00pa30BaTeIbHYIO ICATCILHOCTb.

5.2. Pabora (03HaKOMJICHHE) C JIMYHBIMU JICJIaMU TIEJaroroB U COTPYAHUKOB 00IIC00pa3oBaTeIbHON
OpraHu3aIiK MPOU3BOIUTCS B PUEMHOM JupekTopa. B kKoHIe pabouero JHs CeKpeTaph WM CIICIUAIUCT
10 Kaapam 00s13aHa Y6CI[I/ITI)C$[ B TOM, 4YTO BCC JIMYHBIC J[€Jia, BBIAAHHBIC BO BPEMCHHOC I10JIb30BaHUC,
BO3BpalICHbI HA MECTO XPaHCHUA U €CTh JIN H€06XO[[I/IMOCTB IJI MPUHATHA MEP K UX BO3BPAILICHHUIO WA
PO3BICKY.

5.3. ®axT BBIAAYU JTUYHOTO Jeia PUKCHPYETCS] B KOHTPOILHOM XKYpHAJIE.

5.4. V3bsaTHE OTACIBHBIX JOKYMEHTOB W3 JIMYHOTO Jeja NPOM3BOIUTCS C pPa3pelICHUs TUPEKTOpa
00meo0pa3oBaTeIbHOM ~ OpraHu3anui ¢ O(OPMIIGHHEM COOTBETCTBYIOLICH 3amucu B  Tpade
«[Ipumeuanue» BHYTpeHHeW omucu. [Ipy BpeMEHHOM HU3BATUM JOKYMEHTa Ha €ro MecTo (Mexay
JIMCTAMH COCCIHUX I[OKYMCHTOB) BKJIAAbIBACTCA CIIPABKA-3aMCCTHUTECIIb C YKAa3aHHMEM JaTbl U IIPUYUH
U3BATHUSA C TIOJMKUCHIO JIUIIA, BHIAABIIETO JTOKYMEHT, M TIOJMUCHIO U, TTOJYYUBIIETO €r0 BO BpEMEHHOE
MOJIb30BaHHUE.

6. OdopmieHue JUYHBIX e Nepe caveii B apXuB
6.1. Odopmienre NUYHBIX JA€d Ul Tepeladd B apXHB MPOU3BOAUTCS CHENMAIMCTOM IO Kaapam
o011e00pa3oBaTeabHON OpraHu3aliy. JTa MPoLeaypa BKIIOYAET:

*  TOJIIMBKY (NEperuieT) aena;

* YTOYHEHHE HyMEpalluH JIUCTOB JIENa;

*  coCTaBJIeHHE JHcTa-3aBeputens (mpunoxenue Ne §);

* cocraBiieHue (yTOUHEHHE) BHYTPEHHEH  OIHCH;

* BHECEHHE YTOYHEHUH B PEKBU3MTHI JHUIIEBOI 0OJIOKKH JieTa.

6.2. JIucr-3aBepuTenp JAena TOJDKEH MOJIMUCATh €ro COCTaBHTENb, MPH ATOM Jeiaercs pacimmdpoBka
JIOJDKHOCTH M TIOJNMCH, TPOCTaBisieTcss Jatra. B mporecce MCHOIb30BaHUS apXUBHBIX JOKYMEHTOB B
JMCTEe-3aBEPUTEIIE JETMAIOTCSI COOTBETCTBYIONIME OTMETKH. Ecnu aeno mommmro 0e3 JicTa-3aBepuTeds,
TO €ro cJIelyeT HaKJIeUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH Jera.

6.3. C menpio o0ecriedeHnst COXpaHHOCTH JIMYHBIX JIe]T PEKOMEHTyeTCs:

*  00BEeIUHATH WHIUBHyaJbHBIC JIMYHBIC JIela YBOJIEHHBIX COTPYIHUKOB B OJHY OOJIOXKKY
(0ObeIMHEHHOE IeNI0) C TAKUM pacdyeToMm, 4yToObl 00beM jena (Toma) He mpeBbliman 250 nuctoB
(myTeM CIIMBKM MaTepHaIOB MHIMBHYaJIbHBIX €] 110 T0JIaM YBOJbHEHHUS);

* pacrmojiaraTh MaTepHajbl HHIAWBHIYATBHBIX JIEN B TIpeeiax aena (ToMa) B aapaBUTHOM TOPSIIKE
(modamMHUIIBbHO), OTAETAS MaTepHUajbl, OTHOCALINECS K Pa3HBIM MHIUBUAYAIbHBIM J[€1aM, YUCThIM
aucToM Oymarm C yKa3aHHeM Ha HeM (aMWInM, MMEHH M OTYECTBa COOTBETCTBYIOIIETO
YBOJICHHOTO II€1arora U COTpyIHUKa 00111e00pa30BaTeIbHONW OpraHu3aIiig;

* cHaOXaTh KaxJ0e 00bEAMHEHHOE JIENI0 (TOM) BHYTPEHHEH OMUCHIO C TIepeunciacHueM haMuinui,
UMEH M OTYECTB M YKa3aHHMEM HOMEpOB CTPaHUI], B IpeAesaXx KOTOPBIX PpaCIIOI0KEHBI
COOTBETCTBYIOIINE TOKYMCHTHI.



64 Hepe;laqa JIMYHBIX €T B apXUB OCYHICCTBIIACTCA HC MO3JHCC TPEX JICT MOCIIC 3aBCPLICHHUA UX B
JIETIOTIPOU3BOJICTBE B COOTBETCTBHH C TpadukoM. [IpenBapuTellbHO CeKpeTapeM, CIEIUAIUCTOM 10
KaJpaM MpOBCPACTCA MMOJIHOTA U MMPABUJIBHOCTD IMOATOTOBKHU JIMYHBIX CJI K ICpeaayc. Briasnennrie npu
MPOBEPKE HEIOCTATKH YCTPAHSIOTCS CEKpeTapeM, CHelHualncToM Mo kaapam. [lepenaua w mpuem
IMPOU3BOJAATCA 1O OITHCHU C HpOCTaHOBKOﬁ OTMETOK O HAJIMYUU JIMYHBIX ACII.

6.5. JIuuHple nena TMeJaaroroB W COTPYIHUKOB OOMIE00pa3oBaTEeIbHON OpraHU3alliH, 3aKOHUCHHBIC
nenorpoun3BoicTBoM 10 1 suBaps 2003 roga, xpansitcs 75 ner, nocne 1 suBaps 2003 roga - 50 ner.
JluuHble Jgena JUPEKTOpa, TJIaBHOrO Oyxrairepa oO0IeoOpa3oBaTeIbHON OpTraHU3allMH  HMEIOT
MOCTOSIHHBINM CPOK XPaHCHUSI.

7. OTBEeTCTBEHHOCTH
7.1. Tlegaroru ® COTPYAHHKH 0OIIEOOpa30BaTEIIbHOW OpraHU3alMk  O00sI3aHBl  CBOCBPEMEHHO
MPEJICTABIATh CEKPETap0 WIHM CICHUAINCTY MO KaapaM CBeIeHUss 00 M3MEHEHHWU B TMEPCOHATBHBIX
JAaHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOTO JIejIa.
7.2. PabGoronarens o0ecrieunBaeT:

*  COXpaHHOCTH JIMYHBIX JIEJ MeIarOroB U COTPYIHUKOB 0011e00pa30BaTeIbHOM OpraHN3aIuy;

*  KOH(UIEHIIMAIBHOCTH CBEJICHUH, COACPKAIIUXCS B IMYHBIX JIeJaX MeAaroroB U COTPYIHUKOB.

8. IIpaBa paGoToaaTeisi u padOTHHKA

81 I[JISI O6€CH€‘~I€HI/I$I 3aIIWTHI IICPCOHAJIBHBIX JAaHHBIX, KOTOPBIC XPAHATCA B JIMYHBIX JCJIaxX IM€aaroroB
U COTPYAHUKOB 00IIe00pa3oBaTeIbHON OpraHU3aluy, NeJAaroru U COTPYAHUKH 00IIe00pa3oBaTeIbHOM
OpraHMu3aIi UMEIOT MPaBo:

*  TOJYYHTh NOJHYI HH()OPMAIUIO O CBOUX MEPCOHAIBHBIX JAHHBIX M 00pa0OTKE ITHX JTaHHBIX;

® MOJIYYHTHb CBO60)IHBII>1 JOCTYII K CBOMM II€CPCOHAJIBHBIM JTAHHBIM

* TMOJYYUTh KOMHUU JOKYMEHTOB, XpaHSIIMECS B JMYHOM JeJe M COJepiKallie MepCOHATbHBIE
JaHHBIC.

* TpeOOBaTh UCKIIOUYECHHUS I UCIIPABICHUS HEBEPHBIX U HEIMOJHBIX MEPCOHATBHBIX JaHHBIX.

8.2. PaboTonaTens UMeeT Mpaso:

* 00pabaTbIiBaTh TMEpCOHANBHBIE JaHHBIE IIEIaroroOB M COTPYAHHUKOB 001I€00pa30oBaTeNbHOM
opranm3anvi, B TOM YHMCJIC U HA 3JICKTPOHHBIX HOCUTCIIAX

* 3ampocHTh OT TMENaroroB M COTPYAHUKOB 00meo0pa3oBaTeNbHON OpraHu3alud  BCIO
He00X0IUMYI0 HH(OPMAITHIO ATl BEACHUS TUYHBIX Je]l 1 00pabOTKU MEPCOHATBHBIX JTaHHBIX.

9. 3aka0uuTeNbLHbIE M0JIOKEHHUS

9.1. Hacrosimee IlonoxeHne O TOPSJKE BEACHUS JUYHBIX 11 PAOOTHHKOB SIBIISETCS JIOKATHHBIM
HOPMAaTUBHBIM aKTOM, NpuHUMaeTcss Ha [lemarormueckom coBeTe IMIKOJBI U yTBepkaaeTcs (6o
BBOJIUTCS B JEHCTBHE) MPUKA30M TUPEKTOpAa OPTaHM3aIlM{, OCYIIECTBIAIONICH 00pa30BaTEeIbHYIO
JIeSITEIbHOCTbD.

9.2. Bce u3aMeHeHUs U JIONOJTHEHUS, BHOCUMEIEC B HacTostiee [looxkenne, 0opopMIISIFOTCS B TUCHMEHHON
(dbopMe B COOTBETCTBUH JICHCTBYIOIIUM 3aKOHOAATeThCTBOM Poccuiickoit deneparuu.

9.3. TlonoxxeHue O TOpPSAKE BEICHUS JHUYHBIX JIe1 PaOOTHUKOB OO0pPa30BaTEIbHOW OpraHU3alnud
IIPUHUMAETCS Ha HEONpeAeNeHHbIM cpoK. V3MeHenusa u nononHeHus K [looxkeHnio mpuHUMAaroTCs B
NopsJKe, NpeaycMoTpeHHoM 1.9.1. Hacrosmero [Tonoxenus.

9.4. Tlocne npunsitus [lonoxenus (WM U3MEHEHUN U JTOMOTHEHUH OTAETHHBIX MYHKTOB U Pa3/ielioB) B
HOBOMW peJlaKIMU MPEbIAYINas peIaKIus aBTOMATHYECKH YTPAUYUBAET CUITY.



[Ipunoxxenne Nel k mMoJIo’keHUIO O
MOPSIIKE BEJCHUSI IMIHBIX J1EIT

paboTHHUKOB
>KypHaJ'I y4ucTa JIMYHBIX ACII
Ne o/ Hara Oavmumust, | Tabems- | Homxuocts |CTpykTypHOE|daTa m HOMEp [Iprmeya-
n | ohopMIIEHHUS [AMS, OTIYECTBO|  HBIHA (mpodeccus, | mompasme- TprKasa HUE
JWYHOTO A€Na | Mejaroram | HOMEp CTIeIHaTb- JIeHUE (pacmopsi-
COTPYIOHHKA HOCTB) KCHHS) O
nemarora u IpueMe Hata u HoMep
COTpYZIHHKA rearora u HpHKasa
COTPYAHHKA (pacmopsi-
Ha paboty JKEHUS) O
MIPEKPAIICHUH
(pacTopsxeHnn)
TPYJOBOTO
JIOTOBOpA C
MelaroroM u
COTPYAHUKOM
(YBOJIBHEHHN)
1 2 3 4 5 6 7 8 9




O0J107KKa JIMYHOTO Jeia

[Ipunosxxenne Ne2 k MOJIOKEHUIO O
MOPSIIKE BEJCHUSI IMIHBIX J1EIT
PabOTHHUKOB

Donx Neo

Omuce Ne

Heno No

WNupexc nena

Jara Hauana

Jlata okoHUaHUs

Ha JACTaxX

XpaHUTb J€T

(Ha3BaHME 00Pa30BATEILHON OPraHU3ALIH)

JIMYHOE JEJIO Ne

(3aroyioBOK Jiena)

Donmx Ne

Ormce Ne

Jemno Ne




[Tpunosxxenne Ne3 k MOJIOKEHUIO O

TOPAAKE BEACHUA JIMYHBIX JEIT

pabOTHUKOB
BHYTPEHHS OITNCH
JIOKYMEHTOB Jiesia No
Ne i/ Wunexc Jlara HasBanue [Ipumeuanus
JIOKYMEHTA JIOKYMEHTA JOKYMEHTa Howmep

JIMCTOB J€J1a

I/ITOFOZ,I[OKyMeHTOB
(1 pamMu ¥ IPOIHUCHIO)

KonnyecTBo JIMCTOB BHYTPEHHEN ONUCH

(Mg pamu ¥ IPOIMUCHIO)

OTBeTCTBEHHBIN 3a KaIPOBBIIl YUET:

(moamuce)

«».202 roja




®.1.0.

ITpunoxxerne Ned k MOJIOKEHHIO O
MOPSIIKE BEACHHS JTIMYHBIX eI
pabOTHUKOB

JIOKHOCTh

JIngnoe gemo Ne

Jlata o3HaKOMJIEHHMS TIe1arora u
COTPYJIHUKA C JINYHBIM JICJIOM

Iloanuce nienarora u
COTpY/IHHKA

OTMmeTKH, IpuMeYaHusl,
3aMeYaHus




IIpunoxxenne No5 K MOJI0KEHHUIO O
MOPSAKE BEJCHUS JINIHBIX JeT

pabOTHUKOB
OTMmeTKa O pedyibTaTrax emerommﬁ NMPOBEPKU COCTOAHUSA
N HAJINYUSA JIMYHOI'O JAcJIa
®.N.0.
JIOMKHOCTD
JInunoe gemno Ne
Jlata mpoBepku ®.1.0. uneHoB Iloamucu 4ieHOB PesynbTaT npoBepku

KOMHUCCHHU KOMHCCHHU




ITpunoxenne Ne6 K MOJOKESHHIO O
MOPSIIKE BEACHHS JTIMYHBIX eI

pabOTHHUKOB
JINYHBIN JTUCTOK MO y4YeTy KaJApoB
1. ®amunus
Nwmsa OtuectBO
2. Tlon
3. T'ox, 4ncno u MecsI poxAEeHUS
4. MecTo poKIeHUS
(ceno, aepeBHs, rOpojI, pailoH, 00JIacTb)
5. I'paxxnancTBo
6. OOpa3oBaHue
Hazpanue yue6Horo| ®akynbrer I'on l'on Ecnu e Kakyro
3aBEJICHUSA U €T0 WIH MIOCTYIUIEHUS | OKOHYAaHHSA |OKOHYWII, TO C| CIIEHUATbHOCTh
MECTOHAXOXJECHHUE | OTJEJIEeHUE WM yXOJa |Kakoro Kypca| TONy4Yui B
yen pe3ynbrare
OKOHYaHUs
yueOHOro
3aBE/ICHNUA,
ykaszaTtb Ne
JUIIIOMA WIIN
YJI0CTOBEPEHUS

7. KakuMH HHOCTPAHHBIMU S3bIKAMH BIIAJIEETE

(qm‘aeTe 1 IIEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETE OG'L?ICHSITBCSI, BJIIAICETC CBO60)1HO)

8. VYdeHas crerneHb, yueHOE 3BaHUE

9. Kaxkue nmeere HaydHBIE TPYIBI K H300PETCHUS
10. Bemmonusiemas paboTta ¢ Hayana TPYJAOBOIl 1ESTETbHOCTH (BKIIIOYas yueOy B BBICIIMX U CPETHUX
CHeLHATbHBIX YIeOHBIX 3aBEICHHUSIX, BOCHHYIO CITYy>KOY M paboTy 110 COBMECTUTEIILCTBY)

| Mecsu u rox | JIoIKHOCTB C yKa3saHHeM yupex/eHus, | MecTOHaXOKICHHE |



MIOCTYIUIEHHUS yxozaa OpraHM3alH, IPEIPUATHS, a TAKXKE YUpEXKIEHUS,
MUHHCTEPCTBA (BEJOMCTBA) OpraHu3alui,
IPEIIPUSITHS

11. IIpeOpiBanme 3a TpaHULICH (

paboTa, ciry>keOHasi KOMaHIUPOBKA, TTOE3/IKa C Jeierauei)

Mecsan u rox

B kakoi1 ctpane

Llenp npeObIBaHUs 32

C KaKoro rpaHuLei
BpEMEHH |10 KaKOe Bpemsi
12. Yyactue B BBIOOPHBIX OpraHax
HasBanwue BEIOOPHOTO B kauectBe koro Toxg

MecTo BEIOOPHOTO OpraHa

oprasa

BBIOpaH

n30paHus | BBIOBITHS

13. Kakwue umeere npaBUTEIHCTBEHHBIC HATPAIbI

Korpa n keM HarpaxaeH

14. OrHOuIEHNE K BOMHCKUM 00SI3aHHOCTSIM U BOMHCKOE 3BaHUE

Cocras Pon Boiick

(KOMaHJHbI!, MOJTUTHYECKUH, aIMUHUCTPATUBHBIN, TEXHUYECKUHU U T. 11.)

15. CemeiiHoE TT0I0KEHUE B MOMEHT 3aII0JTHEHUS JIMIHOTO JINCTKA

16. Jlomamrauit agpec

(4eHbI CeMBH, C yKa3aHUEM BO3pacTa)

17. 06513}’}001: CBOCBPCMCHHO HU3BCUIATH 000 BCEX U3MEHECHUSIX JaHHBIX, BKIIFOYCHHBIX B JIMYHBIN

JINCTOK 110 YUCTY KaJApOB.

«».202

roaa




IIpunoxxenne No7 K MOJOKEHHUIO O

AHKETA

HOPSIIKE BEACHUS JIMIHBIX JIETT
PpabOTHHUKOB

damunsa

140981

OT4eCcTBO

/laTa poxxneHus

1. I'paxkmancTBO (€CIu WU3MEHSIH, TO YKAKUTE,
KOTJ[a M 110 KaKOW MpUYNHE)

2. O6pa3oBaHue, yueHas CTeneHb (KOr/ia U Kakue
yaeOHBIC  3aBEIICHUS  OKOHUYWIHM,  HOMEpa
nuruioMoB). CriennaibHOCTh M KBATH(UKAIUS 1O
TUTITIOMY

3. KakumMu MHOCTpaHHBIMH SI3BIKAMH U SI3BIKAMU
HaponoB Poccuiickoii dexnepaium BiIajgeeTre U B
Kakoil  cTemeHW  (YMTaeTe U MOXKETe

0OBSICHATHCS, BlIaJieeTe CBOOOIHO)

10 COBMECTHUTEILCTBY)

4. BeimonHsemas paboTa ¢ Hayajla TpyJ0BOH JIeATEIbHOCTH (BKJIOYasi BOCHHYIO CITykOy U paboTy

Mecsn u rox JIOJKHOCTB C yKa3aHHUEM YUpEKICHUS,
MOCTYIUICHHUS yxozaa OpraHM3alH, IPEIPUATHS, a TAKXKE
MUHHCTEPCTBA (BEIOMCTBA)

MecronaxoxaeHue
YUPEXKICHUS,
OpraHu3aluy,
NPEANPUATUS

5. Bammu 61u3Kkue pOACTBEHHUKH (5KEHA, MY, OTEIl, MaTh, OpaThs, CECTPHI)

Crenesn Ton

ponctBa | DaMuIHsl, UMSI, OTYECTBO| POXKICHUS

MecTto paboThl,
JIOJDKHOCTH

Anpec mecta
SKUTEILCTBA

6. JlomamHuii aapec 1 HoMep TenedoHa

7. TlacmopT uiu JOKYMEHT, €ro 3aMEHS IO

(HOMeEp, cepusl, KEM U KOT/Ia BbIJIaH)
8. JlomomHUTENbHBIC CBEJICHUS, KOTOPBIE BBI *keraeTe cooOmuTh 0 cede

10. Ha xaxoii ypoBeHb 3apiiatsl Bel paccuntsiBaete?

«.202 romaa

(OJDKHOCTD OTBETCTBEHHOTO 32 KaJPOBBIH yder)

(moxnuck)

(pacmudpoBKa HOIIHCH)



ITpunoxxerne Ne8 k MOJIOKEHHIO O
MOPSIIKE BEACHHS JTIMYHBIX eI
PpabOTHHUKOB

JIUCT-3ABEPUTEJIb
nesa Ne

B nene npomuTo ¥ NpOHYMEPOBAHO JIMCTOB
(uudpamu 1 MPOIHCHIO)

¢ Nerio Ne, B ToM uncie:

JIMTEpHbIC HOMEpa JINCTOB
HpOHyH_[eHHble HOMepa JINCTOB
+ JIMCTOB BHYTPEHHEH OIKCH JIMCTOB

OcoOenHocTH (HPU3UUECKOTO COCTOSIHUS U Howmepa nucroB
dbopmupoBaHus ena

OTBETCTBEHHBLIH 3a KaHpOBHﬁ y4eT

(TToaIuCH) (pacmmdpoBKa MOIIHCH)

«.202 roga
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