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Honoxenune
0 MOpsiiKe BeJeHHs! JIMYHBIX AeJ1 pAGOTHHKOB

1. O6mue nosoxeHust

1.1. Hacrosmee IlonoxeHne o mnopsake BENSHHS JMYHBIX A€ pabOTHHKOB OpraHu3aluu,
OCYLIECTBIIAIOMEH — 00pasoBaTeNbHYI0  NEATENBHOCTh, pa3pabOTAHO B  COOTBETCTBMM  C
DenepaibhbiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 06pa3oBanun B Poccuiickoit Denepaumny
¢ u3MeHeHusiMH OT 2 uronsa 2021 roma, @enepansHbiM 3akoHOM OoT 27.07.2006 Ne 152 «O
NEPCOHANBHBIX NaHHBIX» B penakiuu ot 2 urois 2021 roza, [Tpukasom DenepanbHOr0 apXHBHOIO
areHTcTBa 0T 23 nexabps 2009 rona N 76 «O6 yTeepiaeHnn MeTomanueckux PEKOMEHIaIMii 1o
pa3paboTke HHCTPYKUMiI MO IENONPOM3BOACTBY B (henepanbHbIX OpraHax HUCHOJHUTEIbHON
Biacth», Ykasom Ilpesumenta ot 30.05.2005 Ne 609 «O6 yrBepxkaeHuu [lonoxxenus o
TICPCOHATIBHBIX MaHHBIX IOCYIapCTBEHHOrO ciyskaiuero Poccuiickoit denepauyn U BEICHHH €ro
JUYHOro nena» B penakimu ot 23 wurona 2019 roma, Tpynoeeim Komekcom Poccuiickoii
Oenepauun, KoeKTUBHBIM NOTOBOPOM,  YCTaBOM  OpraHM3alliM,  OCYIIECTBIISIOLIEH
00pa3oBaTEeTbHYIO AESATEIHHOCTS.

1.2. Jlannoe TlonoxeHre ONpejenseT NOPSAOK BEHCHHMS JHUHBIX AEH TMEIATOrOB H HHBIX
COTPYIHMKOB M PaOOTHUKOB LIKOJIbI, OMpPEAE/SET NOPSAOK (JOPMHUPOBAHKS, ydeTa W XpaHEeHHs,
BBIZATH JIMYHBIX NI€]T BO BPEMEHHOE T0JTb30BAaHHUE, & TAlOKE OTBETCTBEHHOCTD, TPaBa PabOTHHKOB 1
AMPEKTOpa 00pa3oBaTeTbHOM OpraHU3aLuHy.

1.3. Hacrosuee ITosnoskeHue yTBepkaaeTcsi MPUKA30M 10 WIKOJE M ABISETCS 00S3aTe bHBIM Just
BCEX KAaTEroOpHMii Meaarornyeckux U APYrux COTPYAHMKOB LIKOJIbI.

1.4. BeneHue JTMYHBIX JI€N TEJArOroB M COTPYIAHHMKOB LIKONBI BO3JIAraeTCA HAa CICLMAIHCTA 10
KaJpam OpraHM3aiiiH, OCYLIECTBIIIOLIEH 00pa3oBaTEbHYIO EATENBHOCTS.

1.5. JInuHoe neno — OCHOBHOM ZOKYMEHT NEPCOHAIBHOTO y4dera, conepkauuii Haubosee moJiHbie
CBENICHHs 0 paboTHUKE 06pa3oBaTENbHOM OPraHU3allMK | €ro TPYAOBOMH AESTENLHOCTH. B HuHOe
ACJI0 BHOCSTCS CBE/ICHMS, CBS3aHHbIEC C IIOCTYIIEHHEM Ha PaboTy ¥ YBOJLHEHUEM.

1.6. Cenenus, conepikaiiecs: B JIMIHOM JENIE, OTHOCTCS K KOH(MIEHIMATIBHON HHpOPMALIMH,
MMEIOT OrPaHUYCHHBIN JOCTYN U Pa3riallieH|IoO HE TOIIEKAT.

1.7. Jlndanoe neno BeneTcs B TEUEHHE BCETO NEpHoa paboThi paboTHHKA.

1.8. Benenue HECKObKHX JHYHBIX J€ OIHOTO pabOTHHKA 0GpPa30BATETbHOI OpraHu3aluf He
JIOTTyCKaeTCs.

2. lopsinok opMHPOBAHHS JIHYHBIX /1eJ1 COTPYAHHKOB

2.1. ®opmupoBaHHWE JMYHOrO JeNa MEArOroB M COTPYAHMKOB  001meo0pa3oBaTebHOM
OpraHu3alliy  NpOM3BOAMTCA HEMOCPENCTBEHHO I0CHE MpueMa B  00meo6pa3oBaTeNbHy0
OpPraHM3aliMio FJIM [EPEBOJA TMENAroroB M COTPYAHHKOB M3 Jpyroil o6pa3oBaTesbHOI
OpraHH3aLuHy.




2.2. B cooTBeTCTBUM C HOPMATHBHBIMU JOKYMEHTAMH B JIMYHBIEC JIea MEAaroroB U COTPYAHHUKOB
OpraHM3alliK, OCYIIECTBIIAIONICH 00pa30BaTCIIbHYIO JEATCIIBHOCTh, BKJIAJBIBAIOTCS CJICIYIOIIHE
JOKYMEHTBI:

s nedazo2os:

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHHME O COIVIACUM Ha 00pabOTKy NEePCOHAIBbHBIX JaHHBIX I1€arora;

CIpaBKa O HAIWYHUU (OTCYTCTBUH) CYIUMOCTU M (WK) (aKTa yroJOBHOTO MPECIICAOBaHNUS,
BBIJIAaHHOT'O COOTBETCTBYIOLIUM OPIaHOM IIPABOIOPSIIKA;

aBTOOHMOTpadus;

KOIIM IaCIOpTa WM MHOTO IOKYMEHTA, YJOCTOBEPSIOIIEr0 JINYHOCT;

KOIIHSI CTPaXOBOTO CBUJIETEIHCTBA ICHCHOHHOTO CTPAXOBaHUS;

KOIMS NIEHTU(UKAMOHHOI'O HOMEPa HAJIOTOIJIaTeNbIIUKA,;

KOIHS TOKYMEHTa BOMHCKOTO y4eTa (i1 BOCHHOOOSI3aHHBIX);

KOIIMS CBUJETEIbCTBA O 3aKJIIOYEHNUHU Opaka (IIpyU HAJIM4YMN);

KOIIHSI CBUJIETEIHCTBA O POXKICHHUH JeTeH (MPH HATUYHH);

KOIIMM JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMH JJOKYMEHTOB O KBaTH(PUKANY WU HAJTHYUE CIICIHATbHBIX 3HAaHUH (ITPH HAIWYHHN),
KOIIMM aTTECTAllMOHHBIX JIUCTOB (IIPU HAJIMYUK);

KOIIUU JIOKYMEHTOB O HarpaKJAeHUH (IIpU HAJIUUUN);

XapaKTepUCTUKH, PEKOMEHIaTeNIbHbIE MMCbMA (ITPU HAJIMYHN);

IIPUKa3 O IpuemMe Ha padoTy;

IIPUKa3 O MEepPeBO/ie Ha MHYIO TOJKHOCTD (IIPU HAJIMYUK);

JOJDKHOCTHAST MHCTPYKIUS (IOJDKHOCTHBIE MHCTPYKIIMKM C MOMEHTA HA3HAYEHUS Ha BCE
JOJKHOCTH ),

TPYAOBOW JOTOBOP (C TIOCIEAYIOUIMM BKJIIOUYEHHEM JOMOJHUTEIBHBIX COTJIAICHUH K
TPYAOBOMY JIOTOBODY);

TPYAOBYIO KHHXKKY;

MEIULUHCKYIO0 KHUXKKY.

s pabomuukos:

3asBJICHME O ITpUeMe Ha paboTy;

3asBJICHUE O COTJIACUU Ha 00pabOTKy MEePCOHATBHBIX JAHHBIX MEJarora;

CIIpaBKa O HAIWYUH (OTCYTCTBHHU) CYIUMOCTH U (MJH) (akTa YroJOBHOTO MPECIICI0BaHMS,
BBIJIAHHOTO COOTBETCTBYIOLIMM OPTaHOM ITPABOMOPSIIKA;

aBTOOHOrpadus;

KOIUS AacopTa UM UHOTO JIOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTH;

KOIIMSI CTPaXxOBOTO CBUJIETEIHCTBA IEHCHOHHOTO CTPAXOBaHUS;

KONHS UICHTU(UKAITMOHHOTO HOMEPa HAJIOTOTIIATEIIbIINKA;

KOIHsI TOKYMEHTa BOMHCKOTO y4eTa (i1 BOGHHOOOSI3aHHbIX);

KOS CBUJETENHCTBA O 3aKJII0UEHUH Opaka (Tpy HaJIn4uHm);

KOIHSI CBUJIETEIBCTBA O POXKJICHUHM JieTel (MIPH HAIUYHHN);

KOIIMH JIOKYMEHTOB 00 00pa30BaHUU;

KOIIMM JJOKYMEHTOB O HarpaxJeHuH (IIpy HAJIM4UK);

XapaKTePUCTHKH, PEKOMEHIaTeIbHbIC TTHChMA (ITPH HATWYIHH );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O NMepPeBO/Ie Ha UHYIO JOJKHOCTD (IIPH HATUYHH);

JOJDKHOCTHAsT MHCTPYKLUS (JOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTAa Ha3HAuYeHUs Ha BCe
JOJKHOCTH ),

TPYZIOBOH JOTOBOp (C TOCIEAYIOIIMM BKIIOYEHHUEM JIOTIOJIHUTENBHBIX COTJIAICHUH K
TPYZIOBOMY JIOTOBOPY);

TPYIOBYIO KHUXKKY;

MEIULUHCKYIO KHUXKKY.

Pabomooamenv oghopmnsem:



* TPYAOBOM JOrOBOP B JIBYX 3K3EMIUIIpAX;

* IpUKa3 0 pueMe Ha paboTy (0 MepeMeIleHUH Ha APYrhe JOKHOCTH);

s  uuHyIo KapTouky Ne T-2;

*  JOJDKHOCTHYIO MHCTPYKILIMIO B IBYX K3€MIUIApax.

Pabomooamenv 3naxomum:

* ¢ HOPMAaTUBHO-IIPAaBOBBIMHU JOKYMEHTaMM LIKOJbI (YcraBoM, KoJIIeKTUBHBIM J10TOBOPOM,
[IpaBmiiamMu TpyAOBOTO paclopsaka U Ap. JIOKAIbHBIMU aKTaMH);

*  C JOJDKHOCTHOW MHCTPYKLIMEH;

* IPOBOJUT BBOJHBIM HHCTPYKTaX, HMHCTPYKTaXX IIO OXpaHE TpPyAd, HHCTPYKTaX IIO
IIPOTHBOIOKAPHOM O€30MaCHOCTH.

2.4. llepBuuyHoe o(hopMIIEHHE TUIHOTO JeJIa MPETyCMaTPUBALT:

* IPUCBOEHHUE JIMYHOMY JIely HOMEpa COIJIACHO JKypHally yueTa JMUYHBIX JIell (MPHIIOKEHHE
Ne 1);

* IPOCTaBJIEHHME Ha OOJIOKKE JIMYHOro jAena (mpuiiokeHue Ne 2) cieqyrolux peKBU3UTOB:
WHJEKC Jeina (B COOTBETCTBMM C HOMEHKJIATypoll jen  oOmieoOpa3oBaTebHON
OpraHu3alyy; IOJHOE HauMEHOBaHHe O0O0I1e00pa30BaTeIbHOM OpraHu3ali; HOMEp
JUYHOTO Aena; GaMuins UMsi OTYECTBO pabOTHHKA B MMEHUTEIFHOM TIaJIeKe; AaThl — TOX
Hayajia ¥ roJl OKOHYaHUs BEACHHUS [€J1a; KOJIMYECTBO JIMCTOB; CPOK XPaHECHHUS,

* IIOMEIIEHHE JOKYMEHTOB, MOJUIekKAIIUX XPAHECHUID B COCTaBE JIMYHBIX JI€d, B
XPOHOJIOTUYECKOM HOPSIKE:

BHYTPEHHSIS ONMCh JOKYMEHTOB Jiena (mpuiioxkenue Ne 3);

JUYHBIN JIMCTOK MO y4eTy KaapoB (mpuiioxkeHus Ne 6);

3asiBJIEHUE O IIpUEME Ha paldoTy;

IIpUKa3 O mpueMe Ha padory;

TPYZIOBOM JAOTOBOP;

JOTOBOp O TIOJIHOW MaTepualbHOW OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIULIO);

XapaKTEPUCTUKHU U PEKOMEHIaTENbHbIE MTHCbMA,

corjacue Ha o0paboOTKy MepCOHAIBHBIX JTaHHBIX.

2.5. JIncTel OKYMEHTOB, IOMEIIEHHBIX B JIMYHOE JEJI0, TOAJIEkKAT HyMEpPaLUH.

2.6. C menpio obecrieueHusT Ha UIeKAIe COXPaHHOCTH JIMYHOTO Jiejia TeIaroroB U COTPYTHUKOB
o01eo0pa3oBaTeIbHOM OpraHu3any M ynoOcTBa B OOpalleHHH ¢ HUM Hpu (GOpMHUPOBAHUU
JOKYMEHTBl TMOMEIIAI0TCS B OTAENbHYI0 nanky. [Ipu yBoibHEHMM pabOTHUKA MHPOIIMBAIOTCS
HUTKaMU U CIAIOTCS B apXUB.

2.7. BHyTpeHHss onMCh JOKYMEHTOB, UMEIOIIMXCS B JJMYHOM JIEIIe, TOJIKHA COJIEP)KaTh CBEICHUS
O MOPAJIKOBBIX HOMEpPaX, HAaWMEHOBAHMSIX JOKYMEHTOB [I€/1a, KOJIMYECTBE JIMCTOB, Jarax
BKJIFOUEHUSI JJOKYMEHTOB B JINYHOE JEJI0 U U3BATUS U3 JIeNa, a TaAKXKEe KEM M3BAT TOKYMEHT U IO
KaKoH IIpUYMHE.

2.8. BHyTpeHHsIsl ONUCh COCTaBIISIETCSl HA OTAEJIBHOM JIMCTE MO YCTAaHOBJIEHHOHM (opme. JIncThbl
BHYTPEHHEHN ONNCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpn moAroToBKE JIMYHBIX JI€] K Iepeadye Ha XpPaHEHHE K BHYTPEHHEH ONUCU COCTABIISETCS
UTOTOBasl 3aIUCh, B KOTOPOH yKa3bIBaeTcs U(PPaMU U MPOMHCHIO KOJIMYECTBO BKIIIOUEHHBIX B HEe
JIOKYMEHTOB M KOJIMYECTBO JINCTOB JiejIa.

YV VVVVVY

3. Tlopsinoxk BeaeHusi JIMYHBIX JieJ T1eAaroroB W COTPYAHUKOB OpPraHM3auuu,
oCyLIecTBIIsAIOIIeH 00pa30BaTeIbHYIO 1eSITeIbHOCTD

3.1. JluuHoe neno memaroroB W COTPYAHUKOB O00IIE00pa30oBaTEIHHOW OpraHU3aIliu BEICTCS B
TEUEHHE BCEro IMepuoia paboThl KaXKAOTO Ienarora U COTpyIHHMKa B 001Ie00pa3zoBaTeIbHOMN
OpraHH3alMH.

3.2. JlanbHeiimee BeJeHHME JUYHOTO Jefla MENaroroB U COTPYIHUKOB 00IIe00pa3zoBaTeIbHOMN
OpraHu3alK IpeAyCcMaTpUBacT MOMELIEHHE B €0 JOKYMEHTOB, 00pa3yroIluxcs B Ipolecce
paboueil eI TeNbHOCTH U UMEIOIUX 3HaYCHUE TSl TPYAOBBIX OTHOLICHUH:



*  JIOTIOJIHEHHUE K JTMYHOMY JIUCTKY IO Y4eTy KaapOB;
*  JIOTIOJIHUTENBHBIE COTJIALICHUS K TPYIOBOMY JIOTOBOPY;
* KOIMWH TPUKA30B IO JIMYHOMY COCTaBYy, KOTOPbIC KAacalTCs IEJaroroB M COTPYAHUKOB
001e00pa3oBaTeIbHON OpraHU3alny;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIearore W COTPYAHHKE 00meo0pa3oBaTeIbHON
OpraHH3aLH;
*  KOIIMH JOKYMEHTOB O IMOBBIIICHHH KBATA(DUKAIINY;
*  KOIIMM CepTH(UKATOB, IPAMOT;
* JIUCT — 3aBEpUTEIIb Jiena (COCTABIISIOT MPH CAa4ye JIMYHOTO JIejia B apXUB);
*  HHBIC JOKYMCHTHI.
3.3. B memsax obecriedeHusi KOHTPOJSL 32 COXPAHHOCTBIO M aKTYAJIIbHOCTBIO JIMUHBIX [IEJI B
001eo0pa3oBaTeIbHON OpraHu3alyy eXeroJHo (He mo3aHee | kBapTana ropa, CIeayrOIIEro 3a
OTYETHBIM) MIPOU3BOJIUTCS MIPOBEPKA UX HAJTHYHS U COCTOSHUSL.
3.4. ExeroJHyro NMpOBEPKY COCTOSHHS JHMYHBIX JIEJN Ha MPEIMET COXPAHHOCTH BKIIOYCHHBIX B
HEero JIOKYMEHTOB IPOBOJHUT CIEIMAIBHO cO3/aHHas KomuccHs. O MPOBEICHHBIX IPOBEPKax
Je7aeTcsl OTMETKA B JIUCTE O PE3y/IbTaTax €XKErOAHOM MPOBEPKU COCTOSHUS M HAJMYHUS JIMYHOTO
nena (npunoxxenue Ne 5) u cocrapisieTcs akT. Pe3ynbTaThl IPOBEPKU JIUUHBIX JI€]1 B 00513aTEIbHOM
MOPSIZIKE TOBOASATCS IO IMPEKTOpa 00I11e00pa3oBaTeIbHON OpraHu3alyy.

4. Tlopsaaok y4éra M XpaHeHHsl JHYHBIX JeJI TeIaroroB W COTPYAHMKOB OpPraHU3aNMu,
ocyulecTBJsIONIEH 00pa30BaTeIbHYIO 1eATeJbHOCTD.

4.1. XpaHeHue M y4eT JUYHBIX JIeJ TMEeIaroroB U COTPYIHUKOB OPraHU3aIlUK, OCYIIECTBIISIONICH
00pa3oBaTeNbHYI0 JIEATEIHHOCTh, OPTAHU3YIOTCS C IENIbI0 OBICTPOrO M 0€30IIMO0YHOTrO TOHCKa
JUYHBIX JeN, OOCECIICYCHHUS WX COXPAHHOCTH, a TaKXke OO0ecredeHus KOH(MUICHIIMAILHOCTH
CBCI[GHI/II\/JI, CoACpIKAIUXCA B JOKYMCHTAaX JIMYHBIX JICJI, OT HCCAHKIIUOHUPOBAHHOI'O JOCTYIIA.

4.2. JInuHble 1ena COTPYAHUKOB XpaHsTcs B celie 001eo0pa3oBaTeIbHOW OpraHu3aIiy.

4.3. TpynoBbIe M MEAUIIMHCKNE KHIKKH XPaHITCS OTIEIBFHO B cede.

4.4. Jloctyn K IUYHBIM JeNiaM TEJaroroB U COTPYJHUKOB 0O0IIe00pa30BaTeIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpEeTaph, CIEHUAIUCT IO KaapaM, IHPEKTOp 00meoOpa3oBaTeIbHOM
OpraHu3aly JIMOO 3aMeCTHTENH JAUPEKTOpa IpU HCIOJHEHHH O00s3aHHOCTEH JUpeKTopa
o011eo0pa3oBaTeabHON OpraHU3aIiy.

4.5. Cucrematuzalds JUYHBIX JIeJ1 TIEAaroroB W COTPYIHUKOB 00II€00pa3oBaTENbHON
opranm3anv MMpoOru3BOJUTCA B aﬂ(l)aBI/ITHOM opAaKeE.

4.6. JluyHble nena MeaaroroB W COTPYAHUKOB OO0IIE0Opa3oBaTENbHON OpraHU3aIllud, UMEIOIINX
roCyaapCTBCHHBIC 3BaHH, IPEMUHN, HArpaabl, YUCHBIC CTCIICHU W 3BaHHS, XPAHATCA IMOCTOSAHHO, a
OCTaJIbHBIX COTPYAHHKOB — 75 JeT ¢ roja yBOJbHEHHs paboTHUKA (B cOOTBETCTBUM C [lepeunem
TUIIOBBIX YIPABIEHYECKUX IOKYMEHTOB).

5. IlopsaaoK BbIIAYM JJMUYHBIX /IeJ]1 BO BpeMeHHOe M0JIb30BaHue

5.1. Beigaua nuyHBIX nen (OTAENBHBIX JOKYMEHTOB B COCTaBe JIMYHOTO JIela) BO BPEMEHHOE
MOJTb30BaHNE TTPOM3BOIUTCS C pa3pelIeHUs TUPEKTOpa o0Ieo0pa3oBaTeIbHON OpraHU3alUH T10
3asIBJIICHUIO COTPYIHUKA OPraHU3aIlMHU, OCYIECTBIISIONIEH 00pa30BaTENbHYIO ACSITENbHOCTD.

5.2. Pabora (o3HaKOMJIEHHWE) C JIMYHBIMU JIeJJaMH  MEJaroroB U  COTPYIHUKOB
o011e00pa3oBaTenbHONM OpraHu3allii MPOU3BOIUTCS B IPUEMHOM aupekTopa. B koHie padbodero
JTHSI CEKpeTaph WM CHEIUAIKNCT MO KajapaM oOsi3aHa yOeIuThCs B TOM, YTO BCE JIMYHBIE JIena,
BbIJJaHHBIE BO BPEMEHHOE IOJb30BAHHME, BO3BPAILEHBl HAa MECTO XpPaHEHUS U €CTb JIU
HEOOXOMMOCTh JIJIsi TPUHATHS MEP K UX BO3BPAIICHUIO U PO3BICKY.

5.3. @akT BBIAYM JIMYHOTO JieNia GUKCUPYETCs B KOHTPOIHHOM XKYypHAJe.

5.4. V3psATHE OTHETBHBIX JOKYMEHTOB M3 JIMYHOTO Jieia MPOU3BOIUTCS C Pa3pelieHus] TUPEKTopa
o011eo0pa3oBaTenbHOM OpraHu3auu ¢ OQOPMIICHHEM COOTBETCTBYIOLIEH 3amucu B rpade
«IIpumeuanue» BHyTpeHHEH omucH. [Ipu BpeMEHHOM HM3BATHUU JOKYMEHTA Ha €ro MECTO (MEXITY
JUCTaMU COCEHUX JIOKYMEHTOB) BKJIQJBIBAETCSl CIIpaBKa-3aMECTUTENb C YKa3aHUEM JaThl U



NPUYUH U3BATHA C IOATIHNCHIO JIMIA, BBIAABHICTO JOKYMCHT, U IMOAIKUCHIO JIMIA, TOJTYIUBIICTO CTO
BO BPEMCHHOC I10JIb30BaHUC.

6. OdopmuileHne JJUYHBIX JeJ1 Mepe caaveid B apxXuB
6.1. Odopmienne JTUYHBIX A€ AJs Mepelayd B apXUB MPOU3BOJUTCS CHEIHMATIMCTOM IO KaJapam
o011ieo0pa3oBaTeabHON OpraHu3alii. JTa MpoLeaypa BKIIOYAET:

* IOALIMBKY (NIEpEIUIET) 1ENa;

* YTOYHEHHE HyMepalluu JIUCTOB JIeNa;

*  COCTaBJIEHUE JIMCTa-3aBepuTels (mpunoxxenue Ne 8);

* cocTaBlieHUE (YTOUYHEHHUE) BHYTPEHHEH OIUCH;

* BHECCHHE YTOYHEHUH B PEKBU3HTHI JHIIEBOI OOJIOKKH JIeTa.

6.2. Jlucr-3aBepuTenb Jena JOJDKEH TMOAMNHCATh €ro COCTaBUTENb, MPU 3TOM JIelaeTcs
pacmudpoBKa IODKHOCTH W TOMIKMCH, MPOCTaBIseTcs Jnarta. B mporecce HMCIOIb30BaHUS
apXUBHBIX JOKYMEHTOB B JIUCTE-3aBEpUTENE JIEIAI0TCSI COOTBETCTBYIOUINE OTMETKU. Ecnmu nmerno
MOJIIATO O€3 JHCTa-3aBEPUTENS], TO €ro CIEAYST HAKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMYHBIX JIEJT PEKOMEHTYeTCSI:

* 00beqUHATH UHIUBUIYyaTbHBIC JIMYHBIC JIeJa YBOJIEHHBIX COTPYAHHUKOB B OJIHY OOJIOXKKY
(oOBeaMHEHHOE J1e10) C TaKHUM pacdyeToM, 4ToObl 00beM jena (Toma) He npeBbiman 250
JTUCTOB (ITyTE€M CIIMBKU MAaTEpPUAIOB UHAUBUAYAIBHBIX JIEJ MO T0JIaM YBOJIbHEHHS);

* pacrmojiaraThb MaTepHalibl WHAMBUIYAIBHBIX NI B Tpejaeiax naena (Toma) B aa(aBHUTHOM
nopsake (modamMuinpHO), OTAENAS MaTepUalbl, OTHOCSIIMECS K Pa3HbIM WHIUBHIYyalbHBIM
JefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHHeM Ha HeM (paMWiInHM, UMEHH M OTYeCTBa
COOTBETCTBYIOILIETO YBOJIGHHOTO Tiefarora M COTpPYAHHMKA 0O0IIeo0pa3oBaTeabHON
OpraHu3aIuiy,

* cHa0XaTh Kaxaoe OObEJUHEHHOE JeN0 (TOM) BHYTPEHHEH OIUCBhIO C MEepeunciIEHUEM
dbamuuii, UIMEH W OTYECTB M YKa3aHHEM HOMEPOB CTpPaHUI], B MpeesiaX KOTOPBIX
PAacIoyioKeHbl COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepenava TUYHBIX A€ B apXUB OCYIIECTBIISICTCS HE TIO3/IHEE TPEX JIET TOCTE 3aBEPUICHUS UX
B JIEJIONPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. [IpenBapuTtenbHO cekperapeM, CrenualucToM
Mo KaJpaM TIPOBEpSETCS TIOJHOTa W TPABHIBHOCTH TOJTOTOBKM JIMUHBIX JEl K Iepesade.
BelsiBIIeHHBIE TTPU NPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpeTapeM, CHEIMAIMCTOM IO KaapaMm.
[lepenaua u mpreM MPOU3BOIATCS MO OTHCH C MTPOCTAHOBKOW OTMETOK O HAJTHMYUH JIMYHBIX JIEI.
6.5. JInuHble nena nefaroroB U COTPYAHUKOB 001e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbIE
nenonpousoacTBoM qo0 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 romga — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0uieoopa3oBaTenbHON OpraHU3alMi UMEIOT
MTOCTOSTHHBII CPOK XpPaHEHUSI.

7. OTBEeTCTBEHHOCTDL
7.1. Tlemaroru W COTPYAHUKH OOIIE0Opa30BATENBLHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MIPEJICTABIIATh CEKPETAPIO WU CICIIHAIUCTY 0 KajpaM CBeJIeHUsT 00 N3MEHEHUHU B IMIEPCOHATBHBIX
MaHHBIX, BKIIOYEHHBIX B COCTaB JIMYHOIO J€ea.
7.2. PaboToarenb 00ecIeunBacT:
* COXpPaHHOCTh JIMYHBIX JIe TMEeJaroroB M COTPYIAHUKOB  00IIeoOpazoBaTebHOMN
OpraHH3allVH;
* KOH(UIEHIMAIBHOCTh CBEACHUN, COAEPKAIIUXCS B JIMYHBIX JelaxX T[eJaroroB M
COTPYTHUKOB.

8. [IpaBa paGoTonaresisi 1 paGoTHUKA

81 I[J'IH OGGCHG‘-IGHI/ISI 3alllUThI TICPCOHAJIBHBIX JAaHHBIX, KOTOPBLIC XPAaHATCA B JIMYHBIX JCJIaX
[eIaroroB W COTPYIHHUKOB 00I1€00pa30oBaTeIbHOW OpPraHW3aliM, IENarord M COTPYAHUKU
00111€00pa30BaTEILHOM OPraHNU3alUuN UMEIOT IPABO:



*  TOJYYUTh TOJHYI0 HH()OPMALMIO O CBOMX MNEPCOHAIBHBIX IaHHBIX M 00pabOTKEe 3TUX
JTAHHBIX;

*  TOJYYHUTb CBOOOJHBIN JOCTYN K CBOMM IEPCOHATIBHBIM JIaHHBIM;

*  TOJYYHTbh KOIHUH JOKYMEHTOB, XpaHSIIUECS B IUIHOM JIEJIC ¥ COACPIKaINe TEPCOHATbHBIE
JIaHHBIE.

* TpeOOBaTh UCKIIOYCHHUS WM MCIIPABIICHHUS HEBEPHBIX U HETIOJIHBIX NIEPCOHATIBHBIX JJAHHBIX.

8.2. PaboTonarens uMeeT mpaso:

» 0o0pabaTbIBaTh MEepPCOHANLHBIC JAHHBIC MEaroroB U COTPYIHHKOB 00IIE00pa3oBaTeIbHON
OpraHu3aIMH, B TOM YHCIIE ¥ HA 3JIEKTPOHHBIX HOCUTEISX;

* 3alpOCUTh OT TMEJaroroB M COTPYJHHKOB 0OIICO0Opa30oBaTENbHON OpraHM3alud BCIO
HEeoOXoMuMYy0 WH(MOPMALMIO JUIS BEIACHHS JHYHBIX JIed U O0paOOTKH MEepCOHATBHBIX
JTaHHBIX.

9. 3ak/II04YNTe/IbHBIE 10JI0KEHUS

9.1. Hacrosimee [lonoskenue o mopsake BEACHUS JTUYHBIX 1€ PAOOTHUKOB SIBJISICTCS JIOKAJIBHBIM
HOpPMAaTHUBHBIM aKTOM, IpUHUMaeTcs Ha IlenarornueckoM coBeTe IIKOJIBI U yTBepxKaaeTcs (Jau0o
BBOJIUTCS B JICHCTBHE) MPUKA30M JTUPEKTOPA OpPTaHU3aINK, OCYIIECTBIIIONIEH 00pa30BaTEIbHYIO
NEATEIBHOCTD.

9.2. Bce um3MeHeHHsI W JOIOJIHEHHs, BHOCHMbIE B Hacrtosimee [lomoskeHue, odopmisitorcs B
NUCBbMEHHOW (opMe B COOTBETCTBUM JACHUCTBYIOIIUM 3aKOHOAATENbCTBOM  Poccuiickoit
denepanuu.

9.3. IlonoxeHue O MOpPsAKE BEIACHUS JIMYHBIX e paOOTHUKOB 0Opa30BaTENIbHOM OpraHu3aluu
IIPUHUMAETCA Ha HEONpeaelNeHHbI Ccpok. M3menenus wu gononHeHus K [lonokeHuro
IIPUHUMAIOTCS B Opsiike, npeaycMoTpenHoM 11.9.1. Hacrosiero [lonoxxeHus.

9.4. Tlocne npunstus Ilonoxxenus (WIM W3MEHEHWH W JIOTIOJIHEHWH OTHENBHBIX ITYHKTOB H
pa3zenoB) B HOBOW peJaKIUK MpeIblIylias pelakliis aBTOMaTUYECKH yTpauuBaeT CUITY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKCHHUIO O MOPSI/IKE BECHUS

JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata Gamunust, | Tabens- | Jomxuocth | CTpyKTYyp- Harta u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMeEp HUe
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a IpUKa3a
Jena nejarora u crenuanb- JIeHUe (pacnops- (pacmops-
COTpYIHHKA HOCTB) JKCHHS) O JKEHHS) O
nejarora u npueme IpeKpaiie-
COTpYAHHKA nejarora u HUH
coTpyAHUKa | (pacTopixke-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
Me1aroroM U
COTPYAHUKOM
(yBonbHe-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

O0JI0KKa JIMYHOTO Jeja

Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPSJIKE BEACHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTta Hayama

Jlata okoHUaHUsI

Ha JIHACTax
XpaHuTh et
Donx Ne
Ommce Ne

Hemo Ne

(3aroyioBOK Jiena)



BHYTPEHHAA OIINCH

JIOKYMEHTOB ziesia No

Ipunoxenne Ne3

K ITOJIOKEHHIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
/i JIOKYMEHTA JIOKyMEHTA JIOKyMEHTA JIUCTOB
Jena
Hroro: JIOKYMEHTOB

(umgpamu 1 TPOIHCHIO)

KomuuectBo nucroB BHYTpCHHCf/'I OIINCH

(rpamu 1 IPOITHCHIO)
OTBETCTBEHHBIN 3a

KaJpOBBIN y4eT:

(oamnucek)

« » . romaa




©.1.0.

[Tpunoxxenne Ned
K TIOJIOKCHHUIO O MOPSI/IKE BECHUS
JIMYHBIX JIe]1 paOOTHUKOB

JomKHOCTD

JInynoe nemo Ne

I[aTa O3HAaKOMIJICHHS II€Jarora
" COTpYAHHKA C JIMYHBIM
JCJIOM

Iloanuce nienarora u
COTpYAHHKA

OTMeTKH, MpUMeYaHus,
3aMeUYaHus




[Ipunoxxenne Neb

K ITOJIOKEHHIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMY U] JIMYHOTO /e

©.1.0.

JlomKHOCTD

JInganoe nemo Ne

[aTta npoBepku

d.N.0. unenosn
KOMHCCUU

Iloanucu yjieHOB
KOMUCCHUU

Pesynbrar nposepku




1. ®ammnus

Ipunoxenne Neb

K ITOJIOKEHHIO O MOPAAKE BEACHUA
JIMYHBIX OECJT pa6OTHI/IKOB

JINYHBIN JTUCTOK MO y4YeTy KaJApoB

Nmsa

OT4ecTBO

2. Ion

3. T'ox, 4nuciio U MeCSI POKICHUS

4. Mecto poxaeHus

(ceno, 1epeBHs, ropol, pailod, 0061acTb)

5. I'paxnancTBO

6. O6pazoBanue

Hazpanue
yueOHOro
3aBEJICHUS U €T0
MECTOHAXOXKICHHUE

PakynbTeT
WU
OTJEJICHHE

Tox
MOCTYIJICHUS

Tox
OKOHYaHUSA
WM yX0J1a

Ecau ne
OKOHYHII, TO
C KaKkoro
Kypca yIuien

Kakyro
CIIEUAITBHOCTh
HOJIY4MII B
pesyabTare
OKOHYaHUs
yueOHOro
3aBEJICHMUS,
ykaszaTb Ne
JUIIIOMA WITN
YJIOCTOBEPEHUS

7. Kakumu HHOCTPAaHHBIMU A3bIKAMHU BJIAACCTC

(4uTaere U NEepeBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE OOBACHATHCS, BIIAJICETE CBOOOTHO)

8. YueHas cTeneHb, yueHOe 3BaHNe
9. Kakue nmeete HayyHbl€ TPY/Ibl U U300pETCHUS

10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM JeATENbHOCTH (BKIIOYass y4eOy B BBICIIUX U
CPEIHUX CIIEHUANBbHBIX YUeOHBIX 3aBEJCHUIX, BOCHHYIO CIIY)KOy 1 paboTy 110 COBMECTUTENILCTBY)

Mecsan u rox

MOCTYIIJICHU A

yxoja

JIOJIOKHOCTE C YKa3aHHEM YUPEKICHUS,
OpTraHM3aINH, TPEIMPHUITHS, a TAKXKE
MUHHCTEPCTBA (BEIOMCTBA)

MecToHaxX0XKIeHHE
YUpEKICHUS,
OpraHu3aI,
NpEeANPUITHS

11. IIpeOriBanue 3a rpanuleit (padora, cyxeOHast KOMaHIUPOBKA, TOE3/IKa C JAeJerauei)

Mecsan u ron

C KaKkoro 1o
BpPEMEHHU

BpeMsl

KakKo€

B kakoii ctpane

Llens mpeObIBaHUS 32
rpaHuLei




12. Yyactue B BHIOOPHBIX OpraHax

MecTo BBIOOPHOTO
oprana

Hazpanue BEIOOpHOTO
oprasa

B kauectBe xoro
BbIOpaH

Ton

n30paHus

BBIOBITHSA

13. Kakue nmeere npaBUTEIILCTBEHHBIC HATPaJIbl

Korna u kem HarpaxeH

14. OTHOILIEHHE K BOMHCKUM 00SI3aHHOCTSIM M BOMHCKOE 3BaHHE

CocraB

Pon Bolick

(KOMaH/IHBI!, OJIUTHICCKUI, a [MUHUCTPATHBHBIN, TEXHUYECKUH H T. I1.)

15. CemeliHOE TOJIOKEHHE B MOMEHT 3aII0JIHEHHS JIMYHOT'O JIMCTKA

16. Jlomamnuii agpec

(4JIeHBI CEMBH, C yKa3aHHEM BO3pacTa)

17. O6s3y10Ch CBOEBPEMEHHO M3BEIIATh 000 BCEX M3MEHEHUAX JAHHBIX, BKIIOUCHHBIX B JIMUHBII

JIMCTOK IO YUETY KaJIpOB.

« »

202  ronma




AHKETA

[Ipunoxxenne Ne7

K ITOJIOKEHHIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxneHus

1. I'paxnancTBO (€ciu M3MEHSUIH, TO YKaXHUTE,
KOTJ[a M 110 KaKOW MpUYNHE)

2. OOpa3oBaHme, ydeHash CTCNECHb (KOorja |
Kakue ydeOHbIC 3aBEJICHHs OKOHUYWIM, HOMEpa
autuioMoB). CHeUMaibHOCTh M KBATH(DHUKAIISL
10 JIUIIIIOMY

3. KakumMu HHOCTpaHHBIMH SI3bIKAMH U SI3bIKAMH
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
KaKkoW  cremeHW  (UMTaeTe U MOXKETe
0O0BSCHSTHCS, BIaJeeTe CBOOOIHO)

4. Bemonasiemast paboTa ¢ Hadana TPYJAOBOH IEATEILHOCTH (BKJIIOYAsi BOCHHYIO CIIYyKOy U paboTy

110 COBMeCTI/ITeHBCTBY)

Mecsin u ron JIOJKHOCTB € yKa3aHHEM YUpPEKICHUS,

MOCTYIIJICHUA yxoga OopraHu3anuvu, NpCANpUATH, 4 TAKKEC

MUHHCTEPCTBA (BEIOMCTBA)

MecToHaxX0XKIeHUE
YUpEKICHUS,
OpraHu3aIuy,
NpEANPUITUS

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

CrencHb damMuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomaniauii agpec u HoMep TenaepoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHSIOIINI

(HOMeD, cepusl, KeM M KOT/ia BBIIaH)

8. JlonmomHUTENbHbIE CBEJIEHUS, KOTOphIE BhI jkemaere cooOmuTh o cede

« » 202  rona

(IOIDKHOCTD OTBETCTBEHHOTO 33 KaPOBBIH yUeT)

(mozmmucs)

(pacuupoBKa IOIINCH)




Ipunoxenne Ne8
K TIOJIOKEHHUIO O TIOPSJIKE BEACHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMCT-3ABEPUTEJIb

naea Ne
B nene npomnto U npoHyMeEpPOBaHO JINCTOB
(uudpamu ¥ MPONKCHIO)
c Ne o Ne , B TOM YHCIIE:
JINTEPHbIE HOMEPA JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEW ONKUCHU JINCTOB
OcobeHHOCTH (PU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopMHUpOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamucs) (pacumpoBKa MOIINCH)

« » 20 rona




