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IMonoxenue
0 Mops/JIKe BeJJeHHs JHYHBIX e/l pa00THHKOB
MOY COII Ne 36

1. O6mue moJoKenus

1.1. Hacrosuuee ITonoxkeHue o MOpsAKE BEACHHS JIMUHBIX JEJN PAOOTHMKOB OpraHM3allii,
ocyuiecTasioneid  00pa3oBaTeNIbHYIO  JICITENBHOCTh, — pa3paloTaHo B COOTBETCTBHH  C
Oenepansibiv 3akoHoM Ne 273-03 ot 29.12.2012 «O6 obpazosanun B Poccniickoii ®eneparinmy»
¢ usMeHeHusmMu oT 24 wmions 2023 roxa, DexpepansHbeiM 3akoHoM ot 27.07.2006 Ne 152 «O
EPCOHANBHBIX JIaHHBIX» ¢ u3MeHeHusiMH Ha 14 mons 2022 roma, Ykasom [lpesmaenta ot
30.05.2005 Ne 609 «O0 yrBepaenuu [Tonoxenus o nNepcOHATLHBIX JAHHBIX TOCYAAapPCTBEHHOTO
cnyxkaitero Poccuiickoit Demepallnd M BEJCHHH €ro JaH4HOro aena», Tpyraoseiv Koxexcom
Poccuiickoii  ®enepauun, KosuiektuHeiM jgoroBopom, Ycerasom MOV COIII Ne 36,
OcymiecTBIsIoNEil 00pa3oBaTeNbHYIO JICATEIBHOCTD.

1.2. Jlannoe Ilonoxenue ompeznenseT MOPSNOK BeJEHHS JHUHBIX J€J IIEJIaroroB M HMHBIX
COTPYAHHKOB M pabOTHUKOB LUKOJIBI, OHpPEACIAET NOPAAOK (OPMHUPOBAHMS, YueTa M XPAHEHHSI,
BBIJIa4H JIMYHBIX JI€JI BO BPEMEHHOE 110JIb30BAHKE, a TAK)Ke OTBETCTBEHHOCTb, 1paBa pabOTHUKOB H
JupekTopa obpa3oBaTesbHONH OpraHn3arum.

1.3. Hacrosiee [Tonosxenne yTepiaaeTcs: MPHKA3oOM 10 LIKOJE W SBAAETCS 00s3aTeIbLHBIM JUIsl
BCEX KATEropuii 1elaroruyeckux U JIpyruX COTPyAHUKOB IIKOJIBL.

1.4. Bejienue JMUHBIX JieJ) MEAaroroB ¥ COTPYJHMKOB HIKOJIBI BO3JAraeTcss Ha CHElHaINCTa I10
KaJpam Opranu3alny, OCylecTsiouleii 00pa3oBaTeIbHyIO eI TeILHOCTD.

1.5. JIuunoe 1es10 — OCHOBHOI JIOKYMEHT IIEPCOHAJILHOIO y4eTa, coaepialiuii Handosee nojHbie
cBezieHns 0 paboTHHKe 00pa30BaTe/IbHOH OpraHU3alMy U ero TPyA0BOH JestenbHocTd. B muunoe
JIEJIO BHOCATCS CBEJICHUS, CBA3aHHbIE C MOCTYIJIEHHEM Ha paboTy H yBOJIbLHEHHEM.

1.6. Cenenus, cojiepKalliecsi B IUIHOM JeJe, OTHOCATCA K KOH(HICHIHANBLHOMH HHDOpMALH,
MMEIOT OPAaHUYEHHBIH JOCTYII ¥ pasrJIalleHHIO HE TTO/UIeKaT.

1.7. Jluunoe zmesno BejeTCs B TEUCHUE BCETO Teproa paboTs! paboTHHKA.

1.8. Benenne HECKONBKHX JIMYHBIX JIeT OQHOTO pabdoTHHKa oOpa3oBaTenbHOM Opranu3aliid He
JIOIyCKaeTcsl.



2. llopsinok (popMuUpPOBAHUS JIMYHBIX e COTPYIHHKOB
2.1. ®opMupoBaHWE JHMYHOTO Jejia TEJaroroB W COTPYAHHKOB O0OIIe00pa30oBaTEIbHOM OpraHU3aIuu
MIPOU3BOJIUTCSI HETOCPEACTBEHHO IOCNe MpHeMa B 00I1e00pa30BaTEIbHYI0 OpPraHU3alUI0 WM TepeBoJa
[I€/1aroroB ¥ COTPYJHUKOB U3 JPyroil 00pa3oBaTesIbHOM OpraHn3alum.
2.2. B COOTBETCTBUM C HOPMATUBHBIMU JIOKYMEHTaMH B JIMYHBIC [€Jia TEAaroroB M COTPYIHUKOB
OpraHu3alM, OCYLIECTBIAOUIEH 00pa30BaTENIbHYIO  JESITENbHOCTb,  BKJIAJABIBAIOTCA  CIEIYIOLIHE
JOKYMEHTBI:
s nedazoeos:
* 3agBJICHHE O MMpUEMe Ha PaboTy;
*  3asBJICHME O COIVIACHM HA 0OpabOTKY NEPCOHAIBbHBIX JAHHBIX I1€arora;
* cmopaBka O Hamu4uu (OTCYTCTBHM) CYIAUMOCTH W (W) (aKTa YroJOBHOTO IpecieOBaHMs,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;
* aBToOHMorpadus;
*  KONMs [IaCIOpTa WM MHOTO JOKYMEHTA, YJOCTOBEPSIOIIETrO JINYHOCT;
*  KOIHA CTPAXOBOI'O CBUJETENIHCTBA IEHCUOHHOIO CTPaXOBaHU;
*  KOmnMs WIAEHTU(UKALMOHHOI'O HOMEpa HAJIOTOIIaTeNbIIUKA;
*  KONUs JOKYMEHTa BOMHCKOTO yueTa (1151 BOCHHOOOS3aHHbBIX );
*  KONMs CBUJETENbCTBA O 3aKII0UYEHUH Opaka (IIpy HAJIUYUK);
*  KOIHUS CBUJETENIbCTBA O POXKIACHUM JIeTeH (IIPU HAJIUYUN);
*  KONMH JOKYMEHTOB 00 00pa3oBaHuy;
*  KONHH JOKYMEHTOB O KBATH()UKALMHU WM HATWYHE CIICIUATBHBIX 3HAaHUH (IIPY HAJTMYWH);
*  KONMHM aTTECTAllMOHHBIX JIUCTOB (U HAJIMYUK);
*  KOIHUHU JOKYMEHTOB O HarpaxJeHuu (Ipu HAIMUHUHN);
*  XapaKTepUCTHUKH, PEKOMEHIaTeIbHbIe MUChMa (IIPU HAJIMYUN);
* IIpUKa3 O IpueMe Ha paboTy;
* IPHUKa3 O EePEeBOie HAa MHYIO IOJDKHOCTD (IIPU HAJIMYUK);
*  JIOJDKHOCTHAsi MHCTPYKIUS (JI0JKHOCTHBIE MHCTPYKIIMK C MOMEHTA Ha3HAYEHUsI Ha BCE JOJKHOCTH);
* TpPyIOBOH JOroBOp (C MOCIETYIOUIUM BKJIIOUYEHUEM JOMOJIHUTENBHBIX COIJIAIIEHUN K TPYAOBOMY
JIOTOBODY);
*  TPYIOBYIO KHHXKY;
*  MEIUIUHCKYIO KHUXKKY.
s pabomnuxos:
* 3asBJICHUE O NpueMe Ha paldoTy;
*  3asBJICHME O COIJIACHM Ha 00pabOTKy MEPCOHATIBHBIX JaHHBIX IE1arora;
* cmopaBka O Hamu4uu (OTCYTCTBHM) CYIUMOCTH W (W) (paKTa YroJOBHOTO Mpecie0BaHMS,
BBIIAHHOTO COOTBETCTBYIOIIMM OPIaHOM MPaBONOPSAKA,
* aBrobOuorpadus;
*  KOIHA NAaCIOpTa WM MHOTO JOKYMEHTA, YAOCTOBEPSIOIIErO JIMUYHOCTD;
*  KOIHUS CTPAXOBOT'O CBUJETENILCTBA IEHCUOHHOIO CTPAXOBAHUS;
*  KOnMs WACHTU(UKAIIMOHHOTO HOMEpa HAJIOTOIIaTeNbIINKA;
*  KOMNHUS JOKYMEHTa BOMHCKOIO yuyeTa (JIsl BOEHHOOOS3aHHbIX);
*  KONMs CBUJETENbCTBA O 3aKJIIOUYEHUH Opaka (Ipu HAJIHYUH);
*  KOIHUS CBUJETENIbCTBA O POXKIACHUM JIeTel (TP HAIHUUN);
*  KONHHM JOKYMEHTOB 00 00pa3oBaHuy;
*  KOIHHU JOKYMEHTOB O HarpakJeHuH (MpH HAJTUUHUHN);
*  XapaKTepUCTHKH, PEKOMEHJIaTeJIbHbIE MHChMA (ITPU HAIMYHN);
* IpHUKa3 O MpueMe Ha paboTy;
* IIpUKa3 O MEPEBOJE HA MHYIO JOJKHOCTD (TpU HAJIMYMH);
*  JIOJDKHOCTHAs MHCTPYKIUS (JIOJDKHOCTHBIE MHCTPYKIIMY C MOMEHTA Ha3HAYEHUS Ha BCE JOJHKHOCTH);
* TpPYIOBOH JOroBOp (C MOCIEAYIOLIIUM BKJIIOYEHHUEM JIONOJIHUTEIBHBIX COIVIAIIEHUN K TPYLOBOMY
JIOTOBODY);
*  TPYIOBYIO KHHXKY;
*  MEIUIUHCKYIO KHUXKKY.
Pabomooamenv opopmasem:
* TPYIOBOH JOrOBOP B JIBYX dK3EMIUIIpAX;



* MpHUKa3 o mpuemMe Ha paboTy (0 MepeMeneHuH Ha IPYTHe JOIKHOCTH);

* JuHYIO KapTouky Ne T-2;

*  JOJKHOCTHYIO HHCTPYKIIMIO B IBYX SK3EMILISIPaX.

Pabomooamenwv 3naxomum:

* ¢ HOPMATHBHO-TIPABOBBIMH JIOKyMeHTamu IKOJbl (YcTraBoM, KOJUIGKTHBHBIM JOTOBOPOM,
[IpaBuiaMu TpyAOBOTO paclopsaka U Ap. JIOKaIbHBIMU aKTaMH);

*  C IOJDKHOCTHOM MHCTPYKLMEH;

*  MPOBOJUT BBOJHBIN MHCTPYKTAX, HHCTPYKTAXK MO OXpaHe Tpya, HHCTPYKTaX M0 MPOTUBONOKAPHOI
0€30MaCHOCTH.

2.4. IlepBuyHoe 0pOpMIIEHHE JTUYHOTO JiejIa MpeaycMaTprUBaeT:

* TIPUCBOCHHUE JINYHOMY JIeTy HOMEpa COTJIaCHO JKypHAIly ydeTa JMYHBIX J1en (mpuinoxkenue Ne 1);

* MpocCTaBieHHE Ha OO0JIOKKE JUYHOro neina (mpuioxenue No 2) ciemyrolmx peKBU3UTOB: HHIIEKC
nena (B COOTBETCTBUM C HOMEHKIATYpOH Jen o0mieo0pa3oBaTeIbHONM OpraHu3alluM; IIOJHOE
HauMEHOBaHME 00111e00pa30BaTENLHON OpraHn3aluy; HOMEP JUYHOTO Aena; (aMuIus UMl OTYECTBO
paboTHUKAa B UMEHHUTEILHOM IMaJeXe;, MaThl — TOJ Hadala ¥ TroJ OKOHYAHWs BEICHHS Jela;
KOJIMYECTBO JIUCTOB; CPOK XPAHECHHUS,

* TIOMENICHHE JOKYMEHTOB, IMOJICKAIINX XPAHCHUIO B COCTABE JIMYHBIX JEJN, B XPOHOJIOTUYECKOM
MOpsAIKE:

BHYTPEHHSIS ONMCh JOKYMEHTOB Jiena (mpuiioxkenue Ne 3);

JUYHBIN JIMCTOK MO y4eTy KaapoB (mpuiosxxeHus Ne 6);

3asiBJIEHUE O IIpUEME Ha paldoTy;

MIPHUKa3 O puemMe Ha padoTy;

TPYyZOBOM JAOTOBOP;

JIOTOBOP O TMOJHOW MaTepHallbHONM OTBETCTBEHHOCTH (€ciu pPabOTHUK — MaTepuaibHO
OTBETCTBEHHOE JIUIIO);

XapaKTePUCTUKHU M PEKOMEH/IaTeIbHbIC TUChMA;

corjacue Ha 00paboOTKy MEepCOHAIbHBIX TaHHBIX.

2.5. JIucTel JOKYMEHTOB, MOMEIIEHHBIX B JTJMYHOE JIEN0, MOJIekKAT HyMEPAIIUH.

2.6. C wmenpto oOecniedeHHs] HaJIeKalled COXPAaHHOCTH JIMYHOTO Jefla TIeJaroroB W COTPYJHHKOB
o01ieo0pa3oBaTenbHONM OpraHU3aluu U yao0CTBa B OOpalleHMH ¢ HUM TMpH (HOPMUPOBAHUU JOKYMEHTHI
MMOMEIIAIOTCS B OTJEIbHYIO Tanky. [Ipu yBOJBHEHHH pa0OTHWKA TIPOIIMBAIOTCS HUTKAMHU W CIAIOTCS B
apXuB.

2.7. BHYTpeHHSISI OMHCHh JOKYMEHTOB, WMEIONIUXCS B JIMYHOM Jelie, JOJDKHA COJEpKaTh CBEIACHHS O
MOPSAIKOBBIX HOMEpax, HAUMEHOBAHMSIX JIOKYMEHTOB JieJla, KOJWYECTBE JHCTOB, JaTaX BKIIOYCHHUS
JOKYMEHTOB B JINYHOE JICJIO U U3BATHUS U3 JIeJIa, a TAKIKE KeM U3BAT JOKYMEHT U 110 KaKOH MpUIHHE.

2.8. BHyTpeHHsIs OMUCH COCTABISETCS HA OT/IEIHHOM JIMCTE TI0 YCTAaHOBIEHHOU (opme. JIMCThI BHYTpeHHEH
OITMCH HYMEPYIOTCS OTAEIHHO.

2.9. Ilpu moATOTOBKE JIMYHBIX €N K TMepeadye Ha XpaHeHHe K BHYTPEHHEW OMHMCH COCTABISETCS UTOrOBas
3aIKCch, B KOTOPOW yKa3bIBaeTcs MU(paMu M MPOIHMCHIO KOJUYECTBO BKJIIOYCHHBIX B HEe JOKYMEHTOB U
KOJIMYECTBO JTUCTOB JIENa.

YV VVVVVY

3. Tlopsizok BeaeHWsl JUYHBIX JeJ1 MeJArOroB W COTPYJIHUKOB OPraHU3alMU, OCYIIeCTBJIAIOLICH
00pa30BaTeJILHYIO 1eATEJIbHOCTD
3.1. JluuHoe neno MeaaroroB M COTPYAHHUKOB 001Ie00pa3oBaTeNbHON OpraHU3alliu BEAETCS B TEUCHHE
BCETO Mepuojia paboThl KAKIOTO MeJarora ¥ COTpy/IHUKa B 00111e00pa30BaTEIbHOM OpTaHU3aIUH.
3.2. JlanbHeiiliee BeICHUE JUYHOTO JieNia TIeIaroroB U COTPYAHUKOB 0011e00pa3oBaTeIbHON OpraHU3aIiu
MpelycCMaTpUBaeT TIOMEIICHHUE B JIEJ0 JOKYMEHTOB, 00pa3yIonuxcs B mporecce pabodeld AesITEIbHOCTH U
HMCIOIUX 3HAYCHUC JJId TPYAOBBIX OTHOILIEHUN:

* JIOTIOJHEHHE K JTUYHOMY JIMCTKY MO YUETy KaJpoB;

*  JOIIOJIHUTEJILHBIE COrJIAIEHUS K TPYIOBOMY JOTOBOPY;

* KONWU TPHUKA30B MO JHUYHOMY COCTaBy, KOTOpBIE KacaloTcs TIEAaroroB W COTPYAHUKOB

0011e00pa3oBaTeIbHON OpraHu3aIiy;
*  OT3BIBBI JOJDKHOCTHBIX JIMII O MEJarore U COTpyAHUKe 0011e00pa3oBaTenbHO OpraHu3alny;



*  KOIIMH JOKYMEHTOB O MOBBIIICHHN KBATU(HKALINY;

*  KOIHH CepTH(UKATOB, IPAMOT;

* JIUCT — 3aBEpUTEb Jea (COCTABISIOT IPH CAa4e JIUYHOTO Jejia B apXUB);

*  HHBIC JOKYMCHTHI.
3.3. B memsx oOecrieueHHs KOHTPOJS 3a COXPAHHOCTBIO M aKTyaJbHOCTBIO JIMYHBIX JIel1 B
001Ieo0pa3oBaTeNbHON OpraHu3aliy eXKEroaHo (He mo3jaHee | kBapraia roja, CIeIyIIero 3a OTYCTHBIM)
MPOM3BOAUTCS IPOBEPKA UX HATMYHUS U COCTOSIHUSI.
3.4. ExXerojHyro MNpPOBEPKY COCTOSHHS JIMYHBIX JIeJ Ha IMPEAMET COXPAHHOCTH BKIFOUCHHBIX B HErO
JOKYMEHTOB IIPOBOJUT CIICIHATIBHO co3/1aHHasi Komuccus. O MPOBECHHBIX MPOBEPKAX JICNACTCs OTMETKA B
JMCTE O Pe3yidbTaTax €KErOAHOW NMPOBEPKH COCTOSHHS M HAIW4YUs JUYHOTO Jena (mpuiokenue Ne 5) u
COCTaBJISICTCSI aKT. Pe3ybTaThl MPOBEPKU JIMYHBIX JIC) B 0053aTEIBHOM MOPSIKE JTOBOAATCS JI0 TUPEKTOPa
0011e00pa3oBaTebHON OpraHU3aIHH.

4. Tlopsigok y4éra M XpaHeHHMsl JIMYHBIX [eJ T1eJaroroB M COTPYAHMKOB OpraHu3aluH,
ocyulecTBJIsIONIEH 00pa30BaTeIbHYIO 1eATeJIbHOCTD.

4.1. XpaneHue M y4YeT IUYHBIX JEN I[eJaroroB M COTPYJHUKOB OpraHMU3AIMH, OCYIIECTBISIOUICH
00pa3oBaTENbHYIO JCSATEIBHOCTh, OPTaHU3YIOTCS C LENbI0 OBICTPOTO M 0e30MIMO0YHOr0 MOMCKA JTHYHBIX
nen, o0ecrneyeHusi HMX COXPaHHOCTH, a Takke oOecrneueHuss KOH(PUACHIUAIBLHOCTH CBEJCHUM,
COACPIKAINNXCA B JOKYMCHTAaX JIMYHBIX €)1, OT HCCAHKIUOHUPOBAHHOI'O JOCTYyIIA.

4.2. JInynble 1ena COTPYAHUKOB XpaHsTcs B ceiide o01ieo0pa3oBaTeabHOM OpraHU3aIuu.

4.3. TpynoBble M MEAUIIMHCKNE KHIDKKH XPAHITCS OTIEIBHO B cede.

4.4. Jloctyn K JUYHBIM JeliaM IEJaroroB M COTPYIHUKOB 0OIIe00pa30BaTeIbHOW OpPraHU3alMd UMEIOT
TOJBKO CEKpeTaph, CIEHUATUCT IO Kajapam, JUPEKTOp oO0Ieo0pa3oBaTeIbHON OpraHu3aluy oo
3aMECTUTENN JUPEKTOpa MPH UCIIOIHEHUU 003aHHOCTEH TupeKTopa 0011eodpa3oBaTeIbHON OpraHU3alllu.
4.5. Cucremaru3auusi JMYHBIX J€J I€JaroroB U COTPYIHUKOB OOII€00pa30BaTeIbHON OpraHU3aluu
MIPOU3BOJIUTCS B ali()aBUTHOM TOPSIZIKE.

4.6. JluuHple JeNa TMEJaroroB M COTPYIHUKOB OOIEOO0pa30BaTEIbHOW OpPTraHU3AIMH, WMEHOIINX
rOCy/lapCTBEHHbIE 3BaHUS, MPEMHUM, HArpajbl, YYEHbIE CTENEHW M 3BaHUS, XPAHATCS IOCTOSHHO, a
OCTaJIbHBIX COTPYAHHUKOB — 75 JIeT ¢ rojia yBOJIbHEHHs] pabOTHUKA (B COOTBETCTBHM ¢ [lepeuyHemM TUIOBBIX
YIIpaBJIEHYECKUX IOKYMEHTOB).

5. IlopsAaoK BbIIaYH JUYHBIX [IeJ1 BO BpeMeHHOe M0JIb30BaHHe

5.1. Belgaua nuuHBIX Aen (OTAEIbHBIX JOKYMEHTOB B COCTAaBE JIMYHOIO J€J1a) BO BPEMEHHOE I0JIb30BaHHE
MIPOU3BOJIUTCS C pa3pelieHus] TUpeKTopa o011eo0pa30BaTeIbHOM OpraHn3alluy 10 3asiBJICHUI0 COTPYIHUKA
OpraHM3aliK, OCYIIECTBIIAIONIENH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

5.2. PaboTta (03HAaKOMJIEHHE) C JIMYHBIMM JeJlaMH T€JaroroB W COTPYAHUKOB 00I11€00pa3oBaTeIbHON
OpraHM3aliy MPOU3BOAUTCS B IPUEMHOM nTupekTopa. B koHIle pabodero qHS ceKpeTaph WIH CHEMUAINUCT MO
KaJgpaM o0s3aHa yOeAuThCS B TOM, YTO BCE JIMYHBIE Je€ja, BbIJAaHHbIE BO BPEMEHHOE IMOJb30BaHMUE,
BO3BpAIIICHbl HA MECTO XPaHEHUS U €CTb JIU HeOOXOIUMOCTh JUIsl IPUHATUS MEp K UX BO3BPAIICHUIO WU
PO3BICKY.

5.3. ®@akT BbIAYH JIMYHOTO Jiesia GUKCUPYETCsl B KOHTPOJIBHOM KypHale.

5.4. UM3bsTHE OTHENBHBIX JOKYMEHTOB M3 JIMYHOTO Jiela NPOM3BOJUTCA C paspelieHHs IUPEKTopa
0011e00pazoBaTebHONM OpraHu3auu ¢ 0OpMIEHHEM COOTBETCTBYIOMIEH 3anmucu B rpade «lIpumedanuey
BHYTpeHHel onucH. [Ipy BpeMEHHOM H3BATHM JOKYMEHTa Ha €ro MeCTO (MEXAY JUCTaMH COCEIHHUX
JIOKYMEHTOB) BKJIQJIbIBAE€TCS CIPAaBKa-3aMECTUTENb C YKa3aHWEM JaThl U MPUYUH U3BATHSA C IOANUCHIO
JIM1a, BBIAABIIETO JOKYMEHT, U IMOANKCHIO JINIA, TOJIYYHUBILErO €0 BO BPEMEHHOE 10JIb30BAHHUE.

6. OdopmiieHHe JIMYHBIX JeJI epe] caavyeld B apXuB
6.1. OdopmiieHrne JNMYHBIX JAeN A MepeJaud B apXWB IMPOU3BOAMUTCS CIELUUATMCTOM IO KaJapam
001eo0pa3oBaTeNbHON OpraHu3aiy. JTa MpoLeaypa BKIOYALT:

* TOMIMUBKY (TIEperuieT) Aea;

* YTOYHEHME HyMEpalluu JIUCTOB JIENa;

*  COCTaBJIEHUE JIMCTa-3aBepuTeNs (puioxenue Ne 8);

* cocraBiieHHE (YTOUYHEHWE) BHYTPEHHEH OIUCH;

* BHECEHHE YTOYHCHUH B PEKBU3HTHI JIUIIEBOI OOJIOKKH JIeia.



6.2. Jluct-3aBeputenb jAena JODKEH MOJMHCATh €0 COCTaBHUTENb, NMPH 3TOM JelaeTcs paciudpoBKa
JOJPKHOCTH M MOJIIKMCH, IIPOCTABIsAETCA aTa. B mporecce nCnoab30BaHUsl apXUBHBIX JOKYMEHTOB B JIMCTE-
3aBEepHTENIE JIENAIOTCS COOTBETCTBYIOIIME OTMETKU. Ecnu neno moammTto Ge3 JHucTa-3aBepuTelis, TO €ro
ClIeyeT HAaKJIEUTh Ha BHYTPEHHIOI CTOPOHY OOJIOXKKH JIena.

6.3. C nenbio o0ecrieyeHns COXpaHHOCTH JIMUHBIX JIE]T PEKOMEHTyeTCs:

* 0OBEIUHATh WHAMBHUIYyalbHbIE JIMYHBIE Je€Ja YBOJEHHBIX COTPYIAHHUKOB B OJIHY OOJIOXKKY
(oObeaMHEHHOE JET0) C TaKUM pPacdyeToM, 4ToObl 0oObeM nena (Toma) He mpeBbiman 250 aucToB
(myTeM CIIMBKM MaTepHallOB MHIAMBUYaIbHbIX €] [10 F0J1aM YBOJbHEHHUS);

* pacrmojiaraTh MaTepualibl WHAMBHUIYAIbHBIX /€1 B Mpeaenax jaena (Toma) B aapaBUTHOM IMOPSIKE
(modamMuIIbHO), OTAENAS MaTepuanbl, OTHOCAIIMECS K pa3sHbIM HHAMBUAYaJIbHBIM J€J1aM, YUCTHIM
JTUCTOM Oymaru ¢ ykazaHHeM Ha HeM (DaMWJINU, IMEHU U OTYECTBA COOTBETCTBYIOIIETO YBOJIECHHOTO
IIe/1arora u COTpyIHUKa 001eo0pa3oBaTeIbHON OpraHu3alyy;

* cHa0XaTh Kaxaoe OOBEIUHEHHOE J1eN0 (TOM) BHYTPEHHEW ONHCHIO C IEpPEUMCIICHUEM (PaMUIIHA,
MMEH U OTYECTB M YKa3aHHEM HOMEpPOB CTpaHMI, B IpeJesnax KOTOPbIX pPAaCHOJIO0MKEHBI
COOTBETCTBYIOILIHE JOKYMEHTHI.

6.4. Ilepenaya nNUUHBIX A€ B apXUB OCYLIECTBISETCA HE IO3JHEE TPeX JIET IOCJ]e 3aBeplIeHUs HX B
JIETIOTIPOU3BOCTBE B COOTBETCTBUH ¢ rpadukom. [IpenBapuTensHO cekpeTapeM, CIEIHaINCTOM Mo Kaapam
IIPOBEPSAETCS MOJHOTA U NPAaBUIBHOCTh MOJArOTOBKU JIMYHBIX /I K nepeaade. BolsBieHHbIE TPU IPOBEPKE
HE/IOCTATKU YCTPAHSIOTCS CEKpeTapeM, CIEIHUaUCTOM Mo Kajapam. [lepenada u mpuem mpoM3BOISATCS IO
OIUCH C IPOCTAHOBKOW OTMETOK O HAIMYMU JIMYHBIX JIE]l.

6.5. JluuHbple nena TemaroroB W COTPYIHUKOB 0OOIIE0Opa30BaTENbHON OpTraHU3alllM, 3aKOHUCHHBIC
nenonpousBosictBoM 110 1 stHBaps 2003 roma, xpansarcs 75 ner, nocie 1 suBaps 2003 roma — 50 ner.
Jlnunbie nema qupeKTopa, TJIaBHOro Oyxrairepa 001eoopa3oBaTeIbHOM OpraHu3aIiid UMEIOT TTOCTOSTHHBIN
CPOK XpaHEHHUs.

7. OTBeTCTBEHHOCTh
7.1. Tlenaroru u COTpyIHUKH 00II€00pa30BaTEIbHON OpraHU3alMK 00s13aHbl CBOEBPEMEHHO IPEJICTABIATh
CEeKpeTapIo WM CHEeIMAINCTy MO KaJpaM CBeeHUs 00 U3MEHEHUH B NEPCOHAIBHBIX JAHHBIX, BKIIOUEHHBIX
B COCTaB JIMYHOTO JIeTIa.
7.2. Pabotonarens o0ecrieunBaeT:

*  COXPaHHOCTH JIMYHBIX JIEN TIEIarOroB ¥ COTPYTHUKOB 0011e00pa3oBaTeIbHON OpraHU3allHy,;

*  KOH(HIEHIMAIBHOCTb CBEACHUH, COIEpKAILNXCS B IMYHBIX JIeJIaX MearoroB U COTPYTHUKOB.

8. IlpaBa pabGoToaareJisi U pa0OTHHKA
8.1. lnst obecriedeHnst 3alIUTHI IEPCOHATBHBIX JaHHBIX, KOTOPBIE XPAHITCS B JIMYHBIX JeaxX MelaroroB
COTPY/IHUKOB 0011e00pa3oBaTelbHON OpraHu3aliy, MeAarord M COTPYIHUKU 0011e00pazoBaTeabHON
OpTaHU3aIH UMEIOT MPaBO:
*  TOJYYHUTb HOJHYIO HH(POPMAIIUIO O CBOUX MEPCOHATBHBIX JaHHBIX M 00pabOTKe ITHX JaHHBIX;
*  TOJNYYHUTH CBOOOIHBIN JOCTYI K CBOMM MEPCOHATHHBIM JIAHHBIM;
*  TOJYYHUTh KOIHMU JOKYMEHTOB, XpaHSIIMECS B IMUHOM JIeJIe U COJepIKalie TepCOHAIbHbIE TaHHBIE.
* TpeOOBaTh UCKIIOYCHUS WM MCTIPABIICHIS HEBEPHBIX M HETIOJIHBIX MTEPCOHATBHBIX JJAHHBIX.
8.2. PaboTonarens uMeeT Mpaso:
* 00pabarbiBaTh IMEpCOHAIbHBIE JaHHbIE I[E€JaroroB U COTPYAHHMKOB 0011e00pa3oBaTeNbHOM
OpraHu3allH, B TOM YHCIIE U HA JIEKTPOHHBIX HOCUTENSX;
*  3aMpOCHUTh OT TEAAroroB M COTPYIHHUKOB 00IIE00pa30BaTEIHLHON OpraHU3AINKH BCIO HEOOXOIUMYIO
uH(OPMAIIHIO IS BEACHUS JIMYHBIX /1€ U 00paOOTKU MEPCOHAIBHBIX TaHHBIX.

9. 3aKk/II0YHTeIbLHbIE MO0J0KEHHUS

9.1. Hacrosmiee IlomoxkeHwe O TOPSIKE BEICHUS JIMYHBIX JeJI PAOOTHUKOB SIBISETCS JIOKAJTHHBIM
HOPMAaTUBHBIM aKTOM, TpPUHUMaETCs Ha [lemarornaeckoM COBETE IIKOJIBI M YTBEPKIAeTCs (TMO0 BBOIAUTCS B
JIEHCTBUEC) TPUKA30M IUPEKTOPA OPTaHU3aLUU, OCYIIECTBIISAIONICH 00pa30BaTEIbHYIO IEATEILHOCTD.

9.2. Bce u3MeHeHUS U JIONOJHEHUS, BHOCUMBIC B Hactosimee [lonoxenue, oGpopMIsSIOTCsT B TUCHbMEHHON
(dbopMe B COOTBETCTBUH JICHCTBYIOIINM 3aKOHOAATETBCTBOM Poccuiickoit deneparuu.



9.3. TlomokxeHue O TOpPsAKE BEACHUS JHMYHBIX Jel paOOTHHKOB 00pa3oBaTelbHOM OpraHHU3aluu
NPUHUMAETCs Ha HEOINpeAeleHHbI cpok. M3menenus m pononHeHus K [lojmokeHWIO NMPHUHUMAIOTCS B
nopsike, npeaycmorpenHoM 1.9.1. Hacrosimero [lonosxeHus.

9.4. Ilocne mpunstus I[lonoxenus (MaM W3MEHEHWH W JIOMOJHEHUH OTIEIBHBIX ITYHKTOB M Pa3/eiioB) B
HOBOH peaKINy NpeAbLAYIAs peAaKIHsI aBTOMAaTHUECKU YTPauuBaeT CHITY.



Kypnan yuera TMUHBIX J1€]T

[Tpunoxxenne Nel

K ITOJIOKCHHUIO O TOPAAKE BEACHUA

JIMYHBIX ICJT pa6OTHI/IKOB

Ne Hata Gamunust, | Tabems- | Jomxuocth | CTpyKTYyp- Hara u Hara u IIpumeua-
/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMEp HUe
I | HUSI IMYHOTO | OTYECTBO HOMEp cus, nojpase- MpUKa3a MpUKa3a
zena nenarora u CrHennatb- JIeHHe (pacnopsi- (pacnopsi-
COTpYIHHKA HOCTbD) JKEHUS) O JKEHUS) O
negarora u nmpueMe TIpeKparie-
COTpYJHHKA negarora u HUH
coTpyAHUKa | (pacTopike-
Ha paboTty HUH)
TPYAOBOTO
JIOroBOpa C
NIe1aroroM U
COTPYAHUKOM
(yBONBHE-
HUW)
2 3 4 S) 6 / 8 9




donng Ne

Onucek Ne

Jemo Ne

Wunexc nena

O010KKa JIMYHOTO JIea

Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMYHOE JEJIO Ne

(Ha3zBaHKe 00pa30BaTEIbHON OpraHU3aLMN)

Jara Hauana

Jlata okoHUaHUs

Ha JIACTax
XpaHuUTh JeT
Dong Ne
Omuce Ne

Jleno Ne

(3aroJyioBOK fesa)



BHYTPEHHA OITNCH
JIOKYMEHTOB Jiesia No

Ipunoxenne Ne3
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

Ne NHunekc Hara Ha3Banue Howmep IIpumeuanus
n/n JIOKYMEHTa JTOKyMEHTa JOKYMEHTa JMCTOB
aena
Uroro: JIOKYMEHTOB

(umpamMu ¥ IPOIHCHIO)

KonunuectBo auctoB BHYTpeHHeﬁ OIIKUCH

(rpamu 1 IPOIHCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuck)
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®.1N.0.

[Tpunoxxenne Ned
K TIOJIOKECHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pa0OTHUKOB

JlomKHOCTD

JInmgnoe ngeno Ne

Jlata o3HaKoMIIEHUS Tie1arora
U COTPYAHHUKA C JTUIHBIM
JIEJIOM

Iloxnuce nienarora u
COTpYIIHUKA

OTMeTKH, IpUMeYaHus,
3aMeYaHus




[Ipunoxxenne Neb
K TIOJIOKECHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pa0OTHUKOB

OTMeTKa 0 pe3yJibTATaX e:KeroAHoii MPOBEePKH COCTOSIHUS
¥ HAJIMYHSI JIMYHOTO /1eJ1a

®.1N.0.

JlomKHOCTD

JImgnoe ngeno Ne

[ara nposepku ®.1.0. unenon IToanucu uneHoB Pesynbrar nposepku
KOMUCCUH KOMUCCHH




1. ®ammnus

JIMYHBINA JTUCTOK MO0 yUeTy KaJApoB

Ipunoxenne Neb
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

Nmsa

OT4ecTBO

2. Ilon

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTto poxacHUs

5. I'paxxnaHcTBO

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

6. O6pazoBanue

Hazpanue
yueOHOro
3aBEACHHUS U €T0
MECTOHAXOXKICHHUE

®daxkynbTeT
WU
OT/ENIEHHE

I'on
HOCTyr[J'[eHI/ISI

T'on
OKOHYAaHUA
WJIM yX0Ja

Ecnu ne
OKOHYHIJI, TO C
KakKoro Kypca

ymren

Kakyto
CHEIHAIbHOCTD
MIOJIy4ns B
pesyabTare
OKOHYaHUSA
yueOHOro
3aBENICHU,
yKa3aTtb Ne
JUIUIOMA WIN
yJIOCTOBEPEHUS

7. KakuM# HHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. Y4eHas cTeneHp, y4eHOE 3BaHHE

9. Kakue umeere Hay4dHbl€ TPYAbl U U300pETEHUS

10. Brimonusiemass paboTa ¢ Hayana TPYJOBOH JAeATENBHOCTH (BKJIIOYas yd4e0y B BBICHIMX M CPEIHUX

(4uTaeTe M NEePEBOUTE CO CIIOBAPEM, YUTAETE U MOXKETE OOBICHSITHCS, BIIAIEeTe CBOOOJIHO)

CHeIUaIbHBIX YU€OHBIX 3aBEJCHUSAX, BOCHHYIO CIIY)XKOYy U pabOTy 110 COBMECTUTEILCTBY)




Mecsu u rox JIOJKHOCTB C YKa3aHHUEM YUpEKICHUS, MecronaxoxaeHue

MOCTYIUICHUS yxozaa OpraHu3alyu, NPEIIPUATHS, a TAKKE YUpEeXKIEHUS,
MUHHCTEPCTBA (BEJOMCTBA) OpraHu3allH,
e TPUITHS

11. IIpeOpiBanme 3a rpanuiiei (padbora, cirykeOHast KOMaHIUPOBKA, ITOE3/IKa C JAeieraiyei)

Mecsan u ron B kakoii ctpane Llens mpeObIBaHUS 32
C KaKoro 10 KaKoe IpaHULIC
BpEMEHU BpeMs

12. Yyactue B BEIOOPHBIX OpraHax

MecTo BBIOOPHOTO HasBanue Boi6opHOro | B kxauectBe koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHA

13. Kakue nmeere npaBUTEIbCTBEHHBIE HArPaIbl

Korna u kem HarpaxaeH

14. OTHOIIEHNE K BOMHCKUM 00S3aHHOCTSM M BOMHCKOE 3BaHUE

CocraB Pon Boiick
(KOMaH/JHBIH, TOJIUTHYECKUH, aIMIHACTPATUBHBIH, TEXHHYECKHH U T. 1.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTJUYHOTO JIUCTKA

(4IICHBI CEeMBH, C YKa3aHHEM BO3PAcTa)

16. lomamuumii agpec

17. O6s3yI0Ch CBOEBPEMEHHO M3BEIIATh 000 BCEX M3MEHECHHSIX JTAHHBIX, BKIIFOUCHHBIX B JIMYHBIA JINCTOK TIO
y4eTy KaJpoB.
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AHKETA

[Ipunoxxenne Ne7
K TIOJIOKECHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pa0OTHUKOB

damumnusa

Nmsa

OT4ecTBO

Jara poxnenus

1. I'paxkmaHcTBO (€CiIM M3MEHSUIN, TO YKaXHUTE,
KOTJla ¥ 10 KaKo¥ MpUYrHE)

2. OOpa3oBaHue, ydeHas CTeNeHb (Korja u
Kakue ydeOHbIE 3aBEJCHHUS OKOHYIIM, HOMEpa
murioMoB). CHelMabHOCTh M KBaTU(UKAIUS
10 JUTIIOMY

3. KakuMu MHOCTpaHHBIMHU SI3bIKAMU U S3bIKAMU
HaponoB Poccuiickoii denepanun BiaieeTe U B
Kakol  cTemeHu  (YuTaere U MOXKETe
OOBSICHATHCS, BIIaJIeeTe CBOOOJIHO)

4. BemmonHsiemas paboTta ¢ Hauana TPYAOBOH NEATEIbHOCTH (BKIIIOUas

BOCHHYIO CIIy0y U paboTy 1o

COBMECTUTEIILCTBY)
Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpexAeHus, MecroHaxoxaeHue
MOCTYIIJICHHU A yxoga opranu3anuvu, NPpCANPUATHA, 4 TAKKEC YUPCIKACHMA,
MHUHHCTEPCTBA (BEJOMCTBA) OpraHM3alLuH,
NpEeNIPUATUA

5. Bamm Onm3kue poJCTBEHHUKHU (3K€HA, MYK, OTeIl, MaTh, OpaThsi, CECTPHI)

CreneHb Ddamuaus, UM, I'ox

poAcCTBa OTYCCTBO POXIACHUSA

Mecto paboThl,
JIOJDKHOCTh

Anpec mecTa
JKUTEJIbCTBA

6. JlomamHuii agpec u HoMep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMED, cepusi, KeM M KOT/Ia BbIJIaH)

8. JlomomHUTENBHBIE CBENICHUSI, KOTOpBIE BB xKemaere cooOmuTh 0 cede

10. Ha xaxo#i ypoBeHb 3apruiatel Bel paccuntbiBaere?
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(ZlO.]'I)KHOCTB OTBETCTBEHHOI'O 3a KaI[pOBLIﬁ y'-IeT)

(moanuck)

(pacumpoBKa MOIIUCH)



Ipunoxenne N8
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMCT-3ABEPUTEJIb

B nene npomnto u mpoHyMEPOBaHO

nesa Ne

JIUCTOB

(uudpamMu ¥ MPONKCHIO)

¢ No o Ne , B TOM YHCJIC:
JIUTEpHbIC HOMEpA JINCTOB
MPONYIIEHHBIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEU OMUCHU JINCTOB
OcobeHHocTH (PU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopMHUpoOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBbIA y4yeT
(monmuce) (pacumpoBKa IOIIINCH)
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