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1. O6uIue mMoJ10KeHUus

1.1. Hactostmee Ilomoskenue o mopsiake BeAeHHs TUYHBIX 1ei paboTHUKOB MBOY «COIII Nel4y,
OCYIIECTBJISIONMICH  0Opa30BaTENbHYIO  JEATEIBHOCTh, pPa3pabOTaHO B  COOTBETCTBUH C
®denepanbubiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O06 obpazoBanuu B Poccuiickoit deneparum
¢ m3MeHeHussiMu oT 8 aekaOps 2020 roma, DenepanbHbIM 3aKoHOM OT 27.07.2006 Ne 152 «O
MEePCOHANBHBIX JaHHBIX» B pemakuuu oT 8 gexadps 2020 roma, I[Ipukazom DenepanbHOTO
apxuBHOro arenrcrBa ot 23 gekadbpss 2009 roma N 76 «O06 yrBepkaeHUH MeToauYeCKuX
PEKOMEHIAalMK 10 pa3pabOTKe WHCTPYKLIHMHA IO JEJTONPOM3BOJACTBY B (enepanibHBIX OpraHax
WCTIOJHUTENBHONU BiacTh», YkKazoM Ilpesumenta ot 30.05.2005 Ne 609 «OO6 yTBepkACHUH
[TonoxeHust 0 MepCOHANBHBIX JAHHBIX TOCYIApPCTBEHHOTO ciyxaiiero Poccuiickoit denepanuu u
BEJCHUU €ro JMYHOro Jnena» B penakiuuu ot 23 wurwoust 2019 roma, TpyaoBeim Koaekcom
Poccuiickoit ®enepanuu, KosiektuBHbiM aoroBopoM, YcraBom MBOY  «COIII  Nel4y,
OCYILIECTBIISIONIEH 00pa30BaTEeNbHYIO JESTEIBHOCTD.

1.2. Jlannoe IlonoxeHue omnpenenseT NOPSAIOK BEACHUS JUYHBIX JEd TEeJaroroB M HMHBIX
COTPYIHHKOB U PaOOTHUKOB IIKOJIBI, OMpEAeNsieT MOpsSAoK (opMHpOBaHUS, y4eTa U XpaHEHHS,
BBIJIA4M JINYHBIX JIET BO BPEMEHHOE I0JIb30BaHKE, & TAK)KE OTBETCTBEHHOCTD, ITpaBa pAOOTHUKOB U
JTUPEKTOPa 00pa30BaTEIbHOM OpPraHU3aIUy.

1.3. Hacrosimee [losnoxkenue yrBepkaaeTcsi IpUKa3oM MO IIKOJIE U SBISIETCS 00s3aTeIbHBIM IS
BCEX KaTE€ropHil me1aroruueckux U Jpyrux COTPYAHUKOB IIKOJIBL.

1.4. Benenue NUYHBIX [ MENAroroB M COTPYAHHMKOB IIKOJIBI BO3JIAraeTcsl Ha CIELMAaINCTa IO
KaJpaM OpTraHu3alliy, OCYIIECTBIISIONICH 00pa30BaTENbHYIO AEATEIbHOCTD.

1.5. JIuuHOE /18710 — OCHOBHOM JOKYMEHT MEPCOHANBHOTO y4eTa, COJepsKalluii Hanboliee MoIHbIe
CBeZIeHHs 0 pabOTHHKE 00pa30BaTENILHOM OpraHU3aIlMi U €T0 TPYIOBOH NesATeNbHOCTH. B muuHoe
JIeNI0 BHOCATCS CBEJICHUS, CBSI3aHHBIE C TIOCTYIUICHHEM Ha paboTy U YBOJIbHEHHEM.

1.6. CBenenusi, conepskaiiecs: B JMYHOM JeJie, OTHOCITCS K KOH(GUIACHIIMATbHOW HHPOpMALIUH,
HMMEIOT OTPaHUYEHHBINA JOCTYN U PA3IJIallIEHUIO HE MOJIekKaT.

1.7. JIugHOe Aeno BeneTcs B TEUEHUE BCETO Mepuoa padoThl pabOTHUKA.

1.8. BeneHune HECKOJNBKUX JTUYHBIX JI€J OJHOTO pabOoTHHKAa 0Opa3oBaTeNbHON OpraHH3aluil He
JIOTTyCKaeTcsl.



2. Ilopsiiok (popMHUPOBaHHUS JIMYHBIX eI COTPYIHHUKOB

2.1.

dopmMupoBaHUE JIMYHOTO Jiena Mnejaroros U corpyaHukoB MBOVY  «COIIl  Nel4y

MIPOU3BOJIUTCS. HEMOCPEACTBECHHO IOCIIe MpHeMa B 00e00pa30oBaTeIbHYI0 OpPraHU3aAIUI0 WU
MepeBo/ia eIaroroB U COTPYTHUKOB U3 JPYroii 00pa3oBaTeIbHOM OpraHu3alnu.

2.2. B COOTBETCTBHH ¢ HOPMATHUBHBIMU JOKYMEHTAMH B JIMYHBIC JIeJIa TIEAaroroB U COTPYAHHKOB
OpraHM3aIiK, OCYIIECTBIISIIONICH 00pa30BaTEIIbLHYIO JEATCILHOCT, BKJIQJIBIBAIOTCS CIICAYIOIIHEC
JOKYMEHTBI:

Jlnsa nedazoeos:

3asiBJICHUE O IpueMe Ha paboTy;

3asBJICHUE O COTJIACHH Ha 00pabOTKy MEepCOHATBHBIX JAHHBIX MEJarora;

CIpaBKa O HAJTMYMUU (OTCYTCTBHM) CYIUMOCTH U (MJin) (hakTa yroJIOBHOTO Ipecie10BaHus,
BBIJIAHHOTO COOTBETCTBYIOIIMM OPTaHOM IPABOTIOPSIZIKA;

aBToOMOrpadus;

KOIKS NacropTa UM UHOTO JOKYMEHTA, yIOCTOBEPSIOLIETO JINYHOCTD;

KOIIHS CTPAaXxOBOI'O CBUJETENHCTBA IEHCHOHHOTO CTPaXOBaHUS;

KOS HICHTU(UKAITMOHHOTO HOMEPa HAJIOTOTIIIATENBIIUKA;

KOIHUS JOKYMEHTa BOUHCKOTO y4yeTa (i1 BOEHHOOOSI3aHHBIX);

KOIHS CBUJETENHCTBA O 3aKJIIOUEHUH Opaka (IIpy HAJIUYHUH);

KOTIHUS CBHJIETEIHCTBA O POXKICHHUH JIeTeH (MPH HATNYIHHN);

KOITMH IOKYMEHTOB 00 00pa30BaHUH;

KOITUH JOKYMEHTOB O KBaJH(PHUKAIINHU WM HAJTHYNE CIICIIMaTbHBIX 3HAHUH (MTPH HATUYHN);
KOIWHU aTTECTAllMOHHBIX JUCTOB (IIPU HAJIUYUK);

KOITMH IOKYMEHTOB O HarpaxJACHUM (IPU HATUIHH);

XapaKTePUCTUKH, PEKOMEHIaTeNIbHbIE TMCbMA (ITPU HAIMYHH);

MpUKa3 o mpueMe Ha pabdoTy;

MpHUKa3 O MePEeBOJIC Ha MHYIO TOJDKHOCTD (TIPY HATUYHH);

JOJDKHOCTHAsT MHCTPYKLUS (JOJKHOCTHBIE MHCTPYKLIMM C MOMEHTa Ha3HAa4yeHUs Ha BCe
JIOJDKHOCTH);

TPYZOBOM JOroBOp (C MOCIEAYIOIMM BKJIIOYEHHEM JOINOJHUTENbHBIX COIVIAIIEHUN K
TPYZLOBOMY JIOTOBOPY);

TPYILOBYIO KHUXKKY;

MEAULUHCKYIO KHUXKKY.

s pabomnukos:

3asBJICHHE O ITPHEME Ha PadoTy;

3asBJICHHE O COTJIACUU Ha 00pabOTKY MEPCOHABHBIX JAHHBIX IEarora;

CIpaBKa O HaTU4UU (OTCYTCTBHH) CyOIUMOCTU U (WiiK) (pakTa yroJIOBHOTO Ipecie0BaHus,
BBIJIAHHOTO COOTBETCTBYIOIIMM OPTaHOM IPABOTIOPSIIIKA;

aBTOOHMoOrpadus;

KOIIHS MacriopPTa WM MHOTO TIOKYMEHTA, YI0CTOBEPSIOIIETO JIMYHOCTD;

KOITUS CTPaXxOBOTO CBHJICTEIHCTBA ICHCUOHHOTO CTPAaXOBaHUS;

KOMHUS UACHTU(PUKAITMOHHOTO HOMEPA HaJIOTOIIaTeIbIINKA;

KOMHUS JOKYMEHTa BOUHCKOTO y4eTa (711 BOGHHOOOSI3aHHBIX);

KOIIHS CBUJETENLCTBA O 3aKIIOUYeHUN Opaka (Ipyu HATUYUH);

KOIHS CBUJETENHCTBA O POXKACHUHU JeTel (TIpU HAIUYHH );

KOIUU JOKYMEHTOB 00 00pa3oBaHuU;

KOIUU JOKYMEHTOB O HarpaKJAeHUH (IIPU HATHYUUH);

XapaKTePUCTUKH, pEKOMEHIaTeIbHbIE TChMa (MTPHU HAJTHYUN);

MIPHUKa3 O puemMe Ha paboTy;

MIPHUKa3 O MePEeBOJie Ha MHYIO JOHKHOCTH (TMPU HATUYHH);

JOJKHOCTHAS! MHCTPYKIUHUS (IOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HA4YeHHs Ha Bce
JIOJDKHOCTH);



* TpPYIOBOW JOTroBOp (C MOCIEAYIOIIUM BKIIOYEHHUEM JIOTIOJIHUTENBHBIX COTJAICHUH K
TPYJIOBOMY JIOTOBOPY);

*  TPYIOBYIO KHHXKKY;

*  MEIUIIMHCKYIO KHIKKY.

Pabomooamenv ogpopmnsem:

*  TPYIOBOW JOTOBOP B JIBYX SK3EMILISPAX;

* [pUKa3 0 IpHeMe Ha paboTy (0 MmepeMenieHur Ha Apyrue JOJKHOCTH);

s Ju4HYyIo KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKIHIO B ABYX IK3EMIUISIpax.

Pabomooamens 3naxomum:

* ¢ HOPMATHUBHO-IIPABOBBIMU JJOKyMEHTamMH IIKOJIbI (Y cTaBoM, KOJUIEKTUBHBIM JJOTOBOPOM,
[IpaBunamu TpyIOBOTO pacropsiaKa U Ap. JOKAJIbHBIMHU aKTaMH ),

*  C JIOJDKHOCTHOM MHCTPYKIIHMEH;

* TMPOBOJUT BBOJHBIA WHCTPYKTAXK, HWHCTPYKTX IO OXpaHE TpPyAa, HHCTPYKTAXK TIO
MIPOTHUBOMOXKAaPHOM 0€30MaCHOCTH.

2.4. IlepeuuHoe 0popMIIEHHE JTUYHOTO Jiea NpeaycMaTpUBaET:

* TPUCBOCHHE JINYHOMY NIy HOMEpA COTJIACHO JKypHAIly ydeTa JHYHBIX Jell (TIPHIIOKEeHUe
Ne 1);

* TPOCTaBIICHHE HA OOJIOKKE JIMYHOTO Jena (TpuinoskeHue Ne 2) cienyrommux peKBU3HTOB:
WHJEKC Jena (B COOTBETCTBMHM C HOMEHKJIATypoWl Jenm  oOmreoOpa3oBaTebHON
OpraHu3alluy; TOJHOEC HaWMEHOBaHUEe OO0IIe00pa30BaTEbHON OpraHU3alii;, HOMeEp
JUYHOTO Jena; (aMIIUs UMsI OTYECTBO pabOTHHWKA B MMEHUTEIHHOM IaJIeKe; aThl — TOJI
Hayvasa ¥ TOJI OKOHYAHUS BEICHUS JIeNIa; KOJMIECTBO JIMCTOB; CPOK XPAHECHUS;

* T[IOMEIICHHE JOKYMEHTOB, TMOJUIekKAIIUX XpPaHEHHI0 B COCTaBe JIMYHBIX JIed, B
XPOHOJIOTUYECKOM TOPSIJIKE:

BHYTPEHHSISI ONTUCh JJOKYMEHTOB Jena (mputoskerne Ne 3);

JIUYHBIN JIUCTOK TI0 YYETy KaapoB (prtoxeHust Ne 6);

3asiBJICHUE O MpUeMe Ha paloTy;

MpHUKa3 o mpueMe Ha padoTy;

TPYAOBOM JOTOBOD;

JOTOBOp O TIOJHOW MAaTepHalIbHOM OTBETCTBEHHOCTH (€ciu pPaOOTHUK —
MaTepHaIbHO OTBETCTBEHHOE JIMIIO);

XapaKTePUCTUKHU U pEKOMEHAaTeIbHbIe TUChMA;

corjacue Ha 00pabOTKy NEPCOHANbHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, MIOMEIIEHHBIX B JIMYHOE JEJ0, MOAJIe)KaT HyMepaIiu.

2.6. C uenpio obecnieueHus HaAJexKalleld COXpaHHOCTH JIMYHOTO Jiela MeJaroroB U COTPYAHUKOB
o0m1eo0pa3oBaTebHOM OpraHu3ali UM yAoO0cTBa B oOpalleHud ¢ HUM Tpu (GHOPMUPOBAHUU
JOKYMEHTBI TMOMEIIAIOTCS B OTHENbHYIO manky. [Ipu yBolbHEHHWHM pabOTHUKA MPOIIMBAIOTCS
HUTKaMU U CIAIOTCS B apXUB.

2.7. BHYTpeHHSs OMKUCh JOKYMEHTOB, UMEIOLIUXCS B JIMYHOM JIeNe, JOJDKHA COJepkKaTh CBEJICHHS
O TMOPSJIKOBBIX HOMEpax, HAUMEHOBAHMSIX JOKYMEHTOB J[iea, KOJMYECTBE JIMCTOB, JaTax
BKJIFOUEHUSI JOKYMEHTOB B JINYHOE JEN0 W U3BSTUA U3 JIeNa, a TAKKE KEM U3BAT NOKYMEHT U IO
KAaKO¥ IIPUYUHE.

2.8. BHYTpeHHsIsI OMUCH COCTaBJISETCSl HAa OTIEIBHOM JIMCTE MO YCTaHOBIEHHOUW (opme. JIMCThI
BHYTPEHHEH OMUCH HyMEPYIOTCS OTAEIBHO.

2.9. Ilpu moAroTOBKE JIMYHBIX JIeN K Nepeaade Ha XpaHEHHWE K BHYTPEHHEH ONHCH COCTaBIISAETCS
UTOTOBAs 3alUCh, B KOTOPOH yKa3bIBaeTCs MU(PpPaMU U MPOMUCHIO KOJIMYECTBO BKIIOYCHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIeJa.

YVV VVVVVYVY

3. Tlopsinok BedeHWsl JIMYHBIX [eJ TEIAroroB W COTPYAHUKOB OpPraHU3aINu,
OCYHIECTBJISIONIEH 00pa30BaTEIbHYIO IeSITeJIbHOCTD



3.1. Jlu4HoE neno MmeJaroroB M COTPYIHUKOB 0OIIe00pa30BaTENbHON OpraHW3allii BEICTCS B
TEYEHUE BCEro mnepuoja padOoThl KaXJOTro TMeaarora U COTpPyIHUKAa B 0011€00pa3oBaTEIbHOM
OpraHu3aIuH.
3.2. JlanbHeliiee BeICHHE JUYHOTO Jejia IEeNaroroB W COTPYIHHMKOB 00IIeo0pa3oBaTeIbHON
OpraHu3alui NpeayCMaTpHBAaeT MOMEIIEHHE B JIENI0 JOKYMEHTOB, OOpa3ylOIIUXCs B IpOIEcce
paboueil 1esTeNbHOCTH U UMEIOIINX 3HAYCHUE /ISl TPYAOBBIX OTHOLICHUHA:

*  JIONOJIHEHHE K JIMYHOMY JINCTKY [0 Y4ETY KaJIpOB;

*  JIONOJIHUTEILHBIE COIVIAIIEHN K TPYIOBOMY JOTOBODY;

® KOIIMK IIPHUKA30B IO JIMYHOMY COCTaBy, KOTOPBIC KaCarOTCA IEAAroroB M COTPYAHUKOB

0011e00pa3oBaTeNbHOM OpraHU3allny;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TMEAarore © COTPyIHHKE 00Ieo0pa3oBaTenbHOM
OpraHu3aIum;

® KOIIMU AOKYMCHTOB O IMOBBINICHUHA KBaHI/I(i)I/IKaIH/H/I;

*  KOINHHU cepTU(]UKATOB, TPAMOT;

* JIMCT — 3aBEPUTEIb JeT1a (COCTABIISIOT MIPH C/1a4ye JMYHOTO Jeia B apXHB);

® HWHBIC TOKYMCHTBI.
3.3. B nmemsax oOecnedyeHus KOHTPOJS 3a COXPAHHOCTBIO U AKTYaJbHOCTHIO JIMUHBIX J€T B
00111e00pa30BaTEIFHON OpPraHU3aIuu eXeroaHo (He mo3aHee | kBapTana roja, CIEIYIOIIETO 3a
OTUYETHBIM) IPOU3BOAUTCS MTPOBEPKA UX HATHYHUS U COCTOSTHUSL.
3.4. EXeroJiHyt0 mpoBEpPKY COCTOSIHUS JIMYHBIX A€ Ha MPEAMET COXPAHHOCTH BKJIIOYEHHBIX B
HEro JOKYMCHTOB HPOBOAWT CICHUAJIBHO CO3JJaHHAasA KOMHCCHUA. O MPOBEACHHBIX IIPOBCPKAX
JIeTIaeTCsl OTMETKA B JINCTE O PE3yJbTaTax €XKETOJAHON MPOBEPKU COCTOSHUS M HATHYUS JIMIHOTO
nena (npusnoxxenue Ne 5) u cocrapinsieTcs akT. Pe3yabTaThl IPOBEPKH JTUUHBIX JI€]T B 00513aTEIbHOM
MOPSIIKE JOBOJATCS 10 IMpEKTOpa 0011e00pa3oBaTeIbHON OpraHU3aIiHy.

4. Ilopsigok yuyéra M XpaHeHHsl JHMYHBIX JeJ MeJaroroB M COTPYJAHUKOB OPraHU3ALMH,
OCYIIEeCTBJISAIOIIE 00pa30BaTE/IbHYIO AeSITEeJIbHOCTD.

4.1. XpaHeHHe U YYeT JIMYHBIX JEJ MeIaroroB U COTPYAHUKOB OpPraHU3alMH, OCYIIECTBIISIONMIECH
00pa3oBaTeNbHYIO JEATEIHbHOCTh, OPTAaHU3YIOTCS C ILENBI0 OBICTPOrO M OE30IMO0YHOr0 TMOUCKA
JUYHBIX JeJ, OOecleyeHus] UX COXPAHHOCTH, a Takke obecredeHus KOHGUACHIHUAIBLHOCTU
CBEICHMI, COIEPIKALTUXCS B JOKYMEHTaX JIMYHBIX JIeJl, OT HECAHKLIMOHUPOBAHHOIO JIOCTYIIA.

4.2. JInvnbIe AeNa COTPYAHUKOB XpaHATCs B cerie oOmeoOpazoBaTebHON OpraHUu3alii.

4.3. TpynoBbie 1 MEIUIIMHCKUE KHIDKKH XPaHATCS OTACIBHO B ceride.

4.4. JlocTyn K JUYHBIM JieJlaM IE€JaroroB M COTPYAHUKOB 0OLIe00pa30BaTeIbHON OpraHu3aluu
UMEIOT TOJBKO CEKpeTapb, CIEUUATNCT IO KaapaMm, JTUPEKTop o001eo0pa3oBaTenbHOM
OpraHu3anuu Ju00 3aMECTUTENH JUPEKTOpa MPU HCIOIHEHUHU OOS3aHHOCTEH JUpEKTOpa
0011eo0pa3oBaTeIbHON OpraHU3aIUH.

4.5. Cucrematuzauusi JUYHBIX JIe1 TEAaroroB U COTPYIHUKOB 00I11eoOpazoBaTeabHON
OpraHu3aIiy MPOU3BOAUTCS B aI(PaBUTHOM HOPSIKE.

4.6. Jluunple nena MegaroroB M COTPYIHUKOB 00IIe0Opa3oBaTeIbHONW OpraHU3allUU, UMEIOIINX
rocy/apCTBeHHbIC 3BaHUs, IPEMUU, HArPaJbl, YUCHbIE CTENICHU U 3BaHUS, XPAHATCA MOCTOSHHO, a
OCTalbHBIX COTPYAHHMKOB — 75 JIET C rojia yBOJbHEHHs paOOTHUKA (B COOTBETCTBUH C [lepeunem
TUTIOBBIX YIPABIEHYECKHX JOKYMEHTOB).

S. Ilopsanok BbIIa4H JIMYHBIX €1 BO BPEMEHHOE N0J1b30BaHHe

5.1. Bplgaua OUYHBIX JieNl (OTHENBHBIX JIOKYMEHTOB B COCTaBE JIMUHOTO Jefla) BO BPEMEHHOE
M0JIb30BaHUE MPOU3BOJIUTCS C pa3pelieHus JUpeKTopa o01eo0pa3oBaTeIbHON OpraHu3aluu 0
3aBJICHUIO COTPYAHUKA OpraHU3alliH, OCYIIECTBISIONIEH 00pa3oBaTeIbHYIO I TEIbHOCTD.

5.2. Pabora (o3HakOMJIEHHWE) C JHUYHBIMM  JlelaMH  TIeJarOTOB W COTPYAHUKOB
o01m1eo0pa3oBaTebHON OpraHu3alyuy MTPOU3BOIUTCA B MPHUEMHOM nupekropa. B koHie padouero
THS. CEKpeTaph WIM CIELUHUAIUCT O KaapaM o0si3aHa yOeauTbCs B TOM, YTO BCE JIMUHBIE JIENa,



BBIJJAHHBIE BO BPEMEHHOE II0Jb30BAHUE, BO3BpAIllEHbl HAa MECTO XpAaHEHUS M €CTh JIH
HEOO0XOAUMOCTD ISl IPUHATHS Mep K UX BO3BPALICHUIO WIIN PO3BICKY.

5.3. @akT BbIAYM JMYHOTO Jesa (pUKcupyercs B KOHTPOJIHHOM JKypHAJe.

5.4. U3bsTHE OTAENBHBIX JOKYMEHTOB U3 JMYHOTO JIENa IIPOU3BOJUTCS C pa3pellieHMs] JUPEKTOpa
0011e00pa3oBaTenbHON OpraHu3anuu ¢ OQOpPMIIEHHEM COOTBETCTBYIOIICH 3amucu B Tpade
«[Ipumeuanue» BHyTpeHHEN onucH. [Ipu BpeMEHHOM M3BATUHM JTOKYMEHTa Ha €ro MECTO (MEXIy
JUCTAMH COCEHUX JIOKYMEHTOB) BKJIAJbIBAETCS CIIPAaBKa-3aMECTHTENb C YKa3aHMEM JaTbhl U
MPUYMH U3BSITUSI C TIOJUCHIO JIMLA, BBIIABLIET0 JOKYMEHT, U MOANUCHIO JIULA, [TOJyYUBIIETO €ro
BO BPEMEHHOE T0JIb30BaHUE.

6. OdopmieHne JTUYHBIX J1eJI Ilepe]l cAaveil B apXuB
6.1. OdopmieHue MMUHBIX NI JJIs Tepeaud B apXuB MPOU3BOJUTCS CIEIUATUCTOM 10 KaJpam
o011eo0pa3oBaTeabHON OpraHu3auy. JTa MpoLeaypa BKIIOYAET:

*  TOJIMBKY (TEeperuier) aena;

* YTOYHEHHE HyMepaIlliH JINCTOB JIeia,

*  COCTaBJICHME JIMCTa-3aBepuTens (mpusoxeHue Ne 8);

* cocraBiicHHE (YTOUHEHHUE) BHYTPEHHEH OTHCH;

* BHECCHHEC YTOYHCHUU B PEKBU3HTHI JIUIIEBOM OOJIOKKH JIeIa.

6.2. Jlucr-3aBeputenb Jelia JOHKEH TMOANUCATh €ro COCTAaBUTENb, MPU OTOM JEIAeTCA
pacmpoBKa JIOJDKHOCTH W TIOJIHCH, TPOCTABIISIETCSA Jjara. B Tmporecce WCIHOIb30BaHUS
apXMBHBIX JIOKYMCHTOB B JIUCTE-3aBEPHUTENIC JICTAFOTCS COOTBETCTBYIOIIHNE OTMETKH. Ecimu aerno
MOIIMTO O€3 JINCTa-3aBEPUTEIIS, TO €ro CIeAyeT HAKJIEUTh Ha BHYTPEHHIOI CTOPOHY OOJIOXKKH
Jena.

6.3. C uenpro 00ecrieYeHHs] COXPAHHOCTH JIMYHBIX JIeTT PEKOMEHTYeTCSI:

* 00BenUHATH WHIAWMBUyATbHBIC JIMYHBIC JIeJa YBOJICHHBIX COTPYIHUKOB B OJIHY OOJIOKKY
(oObemuHEHHOE JIeI0) C TaKHM pacdyeToM, 4ToObl 00beM jaena (ToMa) He mpeBbiman 250
JUCTOB (TIyTE€M CHTMBKH MaTE€pPUAIOB MHIWBHUAYAIBHBIX €I IO TOJaM YBOJLHEHHUS ),

* pacrojaraTh MaTepuaibl MHAUBUAYAIBHBIX AEN B Mpejeiax jaeia (Toma) B andaBUTHOM
nopsifke (mogamMuiIbHO), OTACISAS MAaTepUalIbl, OTHOCSIIUECS K Pa3HBIM HHIAUBUAYATHHBIM
JieiaM, YUCTBIM JIMCTOM OyMard ¢ yKa3aHMeM Ha HeM (paMUIuU, UMEHH U OTYeCTBa
COOTBETCTBYIOIIIETO YBOJICHHOI'O TeJjarora W COTPYIAHHKa 0O0IeoOpa3oBaTebHON
OpraHu3aIlH;

* cHaOXkaTh KaxJa0e¢ OOBEIUHEHHOE Je0 (TOM) BHYTPEHHEH ONHMCBHIO C TEpPEUYHCICHHUEM
(aMuinii, UMEH M OTYECTB W YyKa3aHHEM HOMEpPOB CTpPAaHHMI], B TIpeaeiax KOTOPBIX
PacCIOJI0KEHbI COOTBETCTBYIOIIUE JOKYMEHTHI.

6.4. Ilepenava TUYHBIX JEN B apXUB OCYIIECTBISCTCSA HE MO3/HEE TPEX JIET MOCIe 3aBEPIICHHS UX
B JICJIONPOU3BOJICTBE B COOTBETCTBUH C rpadukoM. [IpenBapurensHO ceKpeTapeM, CIeHaIiCTOM
10 KajJpaM IIPOBEpSETCs IOJHOTa M IPaBUIBLHOCTh IMOATOTOBKH JIMYHBIX &I K IIepenadye.
BrisiBneHHBIE TIPU MTPOBEPKE HEAOCTATKU YCTPAHSIOTCS CEKpeTapeM, CIEHUANINCTOM IO KaapaM.
[Tepenada 1 mpueM MPOU3BOIAATCS IO OMUCH C TPOCTAHOBKOM OTMETOK O HAIMYUU JIMYHBIX JIEI.
6.5. JIuuHbie 1ena nearoroB U COTPYIHUKOB 00111e00pa30BaTeIbHOM OpraHu3alii, 3aKOHYCHHbBIE
nenonpou3BocTBOM 10 1 sHBaps 2003 roxa, xpanstcs 75 net, nocie 1 suBapsa 2003 roga — 50
neT. JInuHble nena qupeKkTopa, riIaBHOro Oyxrantepa o0nieo0pa3oBaTelbHON OpraHU3aliid UMEIOT
MTOCTOSIHHBIN CPOK XpaHEHHUSI.

7. OTBETCTBEHHOCTD
7.1. Tlemaroru M COTPYIOHHKH 00I1€00pa30BaTENbHON OpraHu3ani o00s3aHbBl CBOEBPEMEHHO
MIPEJICTaBIATh CEKPETApIO WK CIEIHATUCTY M0 KajJpaM CBeIeHHS 00 N3MEHEHUHU B MEPCOHATBHBIX
MAHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOIO J€ea.
7.2. PaboTomaTenas 00eCIEYNBAET:
* COXpPaHHOCTb JIMYHBIX JEN TMeJaroroB H COTPYAHHMKOB  0O0IIe00pa3oBaTeIbHON
OpraHu3aIuiy;



*  KOHOUICHIMATBHOCTh CBEJICHMI, COJCpXKAIIUXCS B JIMYHBIX JIeJax [eJaroroB M
COTPYIHHKOB.

8. IIpaBa paGoTonaress u paGoTHUKA
8.1. Jlns obecrnieyeHHs 3alIMThl NMEPCOHANBHBIX TAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX JEIax
NEJaroroB U COTPYAHUKOB 00111€00pa30BaTENbHON OpraHU3aluM, IEJarord U COTPYAHUKH
0011e00pa3oBaTeILHON OPraHU3aIul UMCIOT IPAaBO:
* TOJIYYUTH TOJIHYI0O HH(POPMAIMIO O CBOUX MEPCOHAIBHBIX JIAHHBIX M 00pabOTKE STUX
JTAHHBIX;
* IOJY4YUTh CBOOOJTHBIN JOCTYI K CBOUM IEPCOHAIBHBIM JTaHHBIM;
* MOJYYUTh KONHHU JJOKYMEHTOB, XpaHSIIMECS B JINYHOM JIEJIE€ U COJEpKaIlUe IEPCOHAIbHbIE
JTaHHBIE.
* TpeOoBaTh UCKIIOUYECHHUS WU UCTIPABJICHUSI HEBEPHBIX U HETIOIHBIX IEPCOHAIBHBIX JaHHBIX.
8.2. PabGoTonaTenb UMeeT Mpago:
* 00pabarbIBaTh MepCOHAIbHBIE JaHHBIE NIEAAroroB U COTPYJHUKOB 00I1€00pa3oBaTeIbHON
OpraHu3aliy, B TOM YUCJIE U Ha 3JIEKTPOHHBIX HOCUTEISIX;
* 3ampocuTh OT IEJaroroB M COTPYIHUKOB 00I1€00pa3oBaTeIbHON OpraHu3alli BCHO
HEeoOXoauMyr0 WHGOPMAIUIO I BEIEHUS JHMYHBIX Je1 U 0OpaOOTKH TMepCOHATBHBIX
JTAHHBIX.

9. 3aKJI0YHNTEIbHDbIE MOJ0KEHUS

9.1. Hacrosimee [lonoskenne o mopsiike BEACHUS JIMYHBIX JET paOOTHUKOB SIBIISIETCS JIOKAJTBHBIM
HOPMaTHUBHBIM aKTOM, NIpUHUMaeTcs Ha [legarormdaeckomM coBeTe MIKOJBI U yTBEpXKIAAeTCs (JI100
BBOJIUTCS B JCHCTBHE) MPUKA30M JUPEKTOPA OPraHW3alliU, OCYIIESCTBISIONICH 00pa30BaTeIbHYIO
JIESITECIBHOCTb.

9.2. Bce u3MeHeHMsI W JIONOJIHEHHS, BHOCHMbIE B HacTosmee [lonoxeHue, ohopMIIsSIOTCS B
MUCbMEHHOW (opMe B COOTBETCTBMH JIEHCTBYIOIIMM 3aKOHOJATEILCTBOM  Poccuiickoit
denepanuu.

9.3. TlonoxeHnue o MOPSAIKE BEACHMS JIMUHBIX JEJT PaOOTHUKOB 0Opa30BaTEIbHOW OpraHHU3aIluu
NMPUHUMAETCS Ha HEOoNpeaeNieHHbIH cpok. M3meHenus wu jomnojHeHuss K IlosoxkeHuto
MPUHUMAIOTCS B MOPsIKE, TpeaycMoTpeHHoM 11.9.1. HacTosmiero [lonoxenus.

9.4. Tlocne npunsatus [lonoxkeHus (WM W3MEHEHWM M JIOTIOJHGHWW OTACIBHBIX ITYHKTOB H
pasziesoB) B HOBOM peaKIUU MPEIbIIyIas PeAaKIUs aBTOMATHYECKH YTPAUYUBaET CHITY.



JKypnai ydera nu4HbIX A€l

[Tpunoxenue Nel
K TOJIOKEHHIO O MOPSAKE BEJICHUS
JUYHBIX Je7T PaOOTHUKOB
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nena u Crenuanb- KEHUS) 0 | JKEHUs) o
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COTPYIHH COTPYIHH HUN)
Ka Ka Ha TPYAOBOTO
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"
COTPY/IHUK
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(yBOJBHE-
HUN)
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Doug Ne

Omuce Ne

Hemo Ne

Wunexc nena

0O010XKa JIMYHOTO JeIa

[Tpunosxenne Ne2
K I[10JIOKEHMIO O TIOPSIKE BEACHUS
JIMYHBIX Jie]1 paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHKE 00pa30BaTEIHLHON OpraHU3aI1H)

Jara nayama

JlaTta OKOHYaHMS

Ha JIMcTax
XpaHUTh Ier
donpg Ne
Omuce Ne

Hemo Ne

(3aroJioBOK Jiena)



ITpunoxxenne Ne3
K TIOJIOXKEHHIO O TOPSIKE BEICHUS
JIMYHBIX JIe]T PaOOTHUKOB

BHYTPEHHAA OITUChH
JIOKYMEHTOB Jiena Ne

Ne NHuneke Hara Hasanue Howmep [Ipumeuanus
n/m JOKYMEHTa JOKYMEHTa JOKYMEHTa JUCTOB
Jena
Hroro: JIOKYMEHTOB

KonndecTBo TMCTOB BHYTPEHHEHW OMUCH

(TudpamMu 1 IPOTTHUCHIO)

(mrdpamMu ¥ TPOTUCHIO)

OTBETCTBEHHBIH 3a

KaJIpOBBIN y4eT:

« »

(moamucek)

202 roma




®.1.0.

[Tpunoxenue Ned
K MOJIOKEHHIO O MOPSIKE BEICHUS
JUYHBIX Je7T PaOOTHUKOB

JOIKHOCTD

JIngnoe aemo Ne

JlaTa O3HAaKOMIJICHHA rI€aarora
" COTpYAHHKA C JIMYHBIM
JCII0OM

Tloanucek emarora u
COTpYIHUKA

OTMETKH, MPUMEUYaHUs,
3aMeYaHus




ITpunoxxenne Ne5
K II0JIOKEHMIO O TIOPSAIKE BEACHUS
JIMYHBIX JIe]T PaOOTHUKOB

OTtMeTKAa O pe3yjbTaTax esKeroHoi NMPOBEPKHU COCTOSAHUSA
H HAJIAYHUA JUTHOTO0 JeJa

®.1.0.

JOIKHOCTB

JIngnoe nemo Ne

JlaTa mpoBepKku ®.1.0. uneHos [Toanucy 4ieHoB Pesynprar nposepku
KOMUCCUU KOMHUCCUU




ITpunoxxenne Neb
K TIOJIOXKEHHIO O TOPSIKE BEICHUS
JIMYHBIX OCJI pa6OTHI/IKOB

JIMYHBIH JIUCTOK 0 y4eTy KaJApOB

1. ®amunus

Nms OT4ecTBO

2. Ilon

3. l'on, yucno u Mecsl poxACHUS

4. Mecto poxaeHUs

(cemno, nepeBHs, TOpPOJ, pailoH,
o0nacTp)

5. I’'paxnancTBO

6. Ob6pazoBanue

Hazsanune ®DaKkynbTeT Ton TI'on Ecnu ue Kakyro
y4aeOHOTO HITH MOCTYIUIEHUS | OKOHYaHHUSl | OKOHYWJI, TO | CHEHHAIBHOCTh
3aBEJICHUS U €ro OTJCIICHHUE WJIM yXoJia C KaKoro MOJTy4UJI B
MECTOHAXO0XKJICHHUE Kypca yIien pe3yabTare
OKOHYAHHUS
y4eOHOTO
3aBEJICHUS,
ykaszatb No
JHILIOMA HIIH
YAOCTOBEPEHHUS

7. Kaknmu HHOCTpaHHBIMU A3bIKaMU BJIACETC

(‘II/ITaeTe U IICPCBOAUTE CO CIIOBAPEM, YUTACTC U MOIKCETC O6LHCH$ITBC$I, BJIaaCCTC CBO6OI[HO)

8. Yuenas CTCIICHb, YICHOC 3BAHUC

9. Kakue nmeere HayyHble TPY/bl U H300pETEHUS

10. BemmosHsiemast paboTa ¢ Hadaja TPYAOBOH [eATENbHOCTH (BKJIIOYass y4e0y B BBICHIMX H
CPeIHHUX CHEIHMATIBHBIX YYEOHBIX 3aBEICHUSAX, BOCHHYIO CIIY)KO0Y U paboTy IO COBMECTUTEIBCTRY)

Mecsir u o, I[O.TI)KHOCTL C YKa3aHUEM YUYpPCIKIACHUA, MecToHaxX0XIeHUE

MOCTYIIJICHU A yxoaa OopraHu3alvu, IMpCAaAIrpudaTUa, a TAKKeC YUpCKACHUA,
MHWHUCTCPCTBA (BC,Z[OMCTBa) OpraHusaliuu,




PEANPUATHS

11. IIpeOriBanwme 3a rpanuLei (padboTa, cayxeOHass KOMaHIUPOBKA, MOE3/IKA C JIeeranuei)

Mecsu u rog B xaxoii crpane Llens mpeObIBanMs 32
C KaKoro 10 KaKoe IpaHULIEH
BPEMEHHU BpeMs

12. YuacTtue B BBIOOPHBIX OpraHax

MecTto BbIOOpPHOTO Hazpanue Boi0opHOoro | B kauectBe Koro I'on

opraHa opraHa BbIOpaH n30paHusi | BBIOBITHS

13. Kakne nMmeere mpaBUTEIbCTBEHHBIE HAIPAIb

Kornma u keM HarpaxiaeH

14. OTHOILIEHNE K BOUHCKHUM O0SI3aHHOCTIM ¥ BOMHCKOE 3BAHHE

CocraB Pon Botick
(KOMaHIHBINA, TOJTUTHYECKHUH, aIMUHUCTPATUBHBIA, TEXHUUECKHUH U T. II.)

15. CeMeliHOE MOJIOKEHNE B MOMEHT 3aIlOJIHEHUS JUYHOI'O JIUCTKA

(4sIeHBI CEMBH, C YKa3aHUEM BO3PacTa)

16. Jlomamauii agpec

17. 065[3}7}005 CBOCBPEMECHHO H3BEUIATH 000 BCceX M3MEHEHMIX JaHHBIX, BKIIFOYCHHBIX B JIMYIHBINA
JIUCTOK I10 YUCTY KaJpPOB.

« » 202  ronma




AHKETA

ITpunoxxenue Ne7

K IIOJIOKCHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJI pa6OTHI/IKOB

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxxgancTBO (€CIM U3MEHSUIA, TO YKaXKHUTE,
KOI'/Ia U TI0 KaKOW IpUYUHE)

2. OOpa3zoBanue, yuyeHasi CTENeHb (Korjga u
Kakue ydeOHbIe 3aBeJICHUSI OKOHYIIHM, HOMEpa
qurioMoB). CreruanbHOCTh U KBaTU(UKAIUS
10 JUTIOMY

3. Kakumn HHOCTPaHHBIMU A3BIKAMHU U A3bIKaMU
Hapo 0B Poccuiickont denepanuuy BliajieeTe U B
Kakol  cremeHH  (YdTaeTe U MOJXKETe
00BSICHATHCS, BIaZieeTe CBOOOIHO)

4. BeimonHsiemasi paboTa ¢ Hayasia TpyJOBOU JI€ATENIbHOCTH (BKJIIOYasi BOGHHYIO CIyK0y U paboTy

110 COBMECTHUTEIILCTBY)

Mecsan u rog JIOKHOCTB € yKa3aHUEM yUpexKICHUS,

IMOCTYIIJICHHUA yxoaa opraHusalnuu, MPEANPUATHUA, a TAKKC

MUHHCTEPCTBA (BEIOMCTBA)

MecToHaX0KIECHHUE
YUpeXKACHHUS,
OpraHu3aIu,
MPEANPUSITHS

5. Bamm 6nu3kue poJACTBEHHUKH (JK€HA, MK, OTEIl, MaTh, OpaThsi, CECTPHI)

CreneHb damunans, UM, I'on Mecto paboThl, Anpec mecta

poJjcTBa OTUYECTBO pOXKJIeHus JOJIKHOCTD KUTEIbCTBA
6. Jlomamrauit agpec u Homep TenedoHa
7. [lacnopT WK JOKYMEHT, €ro 3aMEHSIOIINN

(HOMED, cepusi, KEM U KOT/1a BbIJIaH)
8. JlomoJIHUTENbHBIE CBEeIeHUs, KOTOpbIe BhI jkenaere cooOmuTs o cede
10. Ha xakoi1 ypoBeHb 3apiuiatel Bsl paccuntsiBaeTe?
« » 202 roma
(TOMKHOCTH OTBETCTBEHHOTO 3a KaJPOBBIN Y4ET) (oamuch)

(pacumgppoBKa HOAMHCH)




[Tpunosxenne Ne®
K TIOJIOXKEHHIO O TOPSIKE BEICHUS
JIMYHBIX JIe]T PaOOTHUKOB

JINCT-3ABEPUTEJIb

aena Ne

B nene npoumuTo U NpoHyMEpOBaHO JIUCTOB

(uudpamu u
IIPOIUCHIO)
¢ No o Ne , B TOM YHCJIE:
JUTEpHbIE HOMEPa JHUCTOB
MPOIYIIEHHbIE HOMEPa JUCTOB
+ JUCTOB BHYTPEHHEH Onucu JNCTOB

OcoOeHHOCTH (PU3HUECKOTO COCTOSIHUS U Howmepa micros
dhopmupoBaHus Aena
OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT
(moamuco)

(pacmudpoBka moamucH)

« » 202  ronma
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