[Tpunsto:
[lemaroruveckum coBeToM
npotokoa Ne 3 ot 02.02. 2021r.

IHoJi0:xxeHue
0 MOpsi/IKe BeJAeHUs JIUYHBIX J1eJl pA00THUKOB
MYHHUIUNAIBHOT0 Ka3eHHOT0 00111e00pa30BaTeILHOI0 yUpeKIeHu sl
«Cpennsisi 001eo0pazoBaTeibHast IIKOJa Ne9»
JIeBOKyMCKOIro MyHMIMIIAJIBbHOI0 OKpyra CTaBponojbCcKoro Kpast

1. O0mue mo10:xKeHAS

1.1. Hacrosimee IlonoxeHnue o TOpsAKE BEACHUS JHYHBIX JIeJ PaOOTHUKOB OpraHU3AIlNH,
OCYIIECTBISIONIEH  00pa30oBaTENbHYIO0  JIEATENbHOCTh, pa3paboTaHO B  COOTBETCTBUU C
®enepanbHbM 3aKk0HOM Ne 273-D3 ot 29.12.2012 «O06 obpazoBanuu B Poccuiickoit deneparum,
®denepanbHbIM 3aK0HOM OT 27.07.2006 Ne 152 «O mepcoHaNbHBIX IaHHBIX» B PEIAKIIMHU OT 2 UIOJIS
2021 ropa, Ilpukazom denepanbHOro apxUBHOTO areHTCTBaA OT 23 mekabps 2009 rona N 76 «O6
yTBepkACHUH MeTOIUYEeCKHX PeKOMEHIAIHH 1Mo pa3paboTke MHCTPYKIUI MO J1eJIO0MPOU3BOJICTBY
B (henepabHBIX OpraHax MCIOJHHUTEIBHON BiacTh», Yka3zom lIpesuaenta ot 30.05.2005 Ne 609
«O06 yrBepxknaenun llomokeHUss O MEPCOHANBHBIX JaHHBIX TOCYAAPCTBEHHOTO CIYXKAIEro
Poccuiickoit denepanny U BeEHUU €ro JMYHOTO jena» B peaakuuu oT 23 wuronst 2019 roxa,
TpynoBeim  Kogexcom Poccuiickoit ®enepanuu, KosleKTUBHBIM — J1IOTOBOPOM, Y CTaBOM
OpraHu3aIfy, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO ACITEILHOCTD.

1.2. Jlannoe IlonoxkeHue omnpenensieT MOPANOK BEIEHUS JUYHBIX JeJl NeJaroroB M HHbBIX
COTPY/JIHUKOB M PaOOTHUKOB IIKOJIbI, OMpPEAEIseT MOPsSA0K (GOPMHUPOBAHUS, YU€Ta U XPaHCHHUS,
BBIJIAYU JINYHBIX JIETT BO BPEMEHHOE IOJIb30BaHKE, a TAK)KE OTBETCTBEHHOCTH, MpaBa PaOOTHUKOB U
JTUPEKTOpa 00pa30BaTEIHHOM OpPraHU3aIiH.

1.3. Hacrosimee [lonoxkenne yrBepaaeTcs MPUKA30M MO IIKOJIE U SBISETCS 00S3aTeTbHBIM IS
BCEX KaTerOpHil MeIarornyeckux U APYruxX COTPYIHUKOB IIKOJIBI.

1.4. Benenue NUYHBIX JIe] MEAAaroroB M COTPYAHUKOB IIKOJIBI BO3JIAraeTcsl Ha CIEHHAINCTa I10
KaJipaM OpraHu3alliH, OCYIIECTBIISIIONIEH 00pa30BaTEIbHYIO AESTETHHOCTD.

1.5. JIuuHoe Aemno — OCHOBHOM JTOKYMEHT MEPCOHAIBHOTO Y4eTa, coAeprKalinii Hanbosee MoJHbIe
CBeZieHUs1 0 paboTHUKE 00pa30BaTENbHON OpPraHU3allUUd U €T0 TPYJAOBOU JesATeIbHOCTH. B nuuHoe
JIeNI0 BHOCATCS CBECHHS, CBSI3aHHBIE C TIOCTYIJIEHUEM Ha paboTy U YBOJIbHEHHEM.

1.6. CBenenus, conepamuecsi B JIMYHOM JieJie, OTHOCITCS K KOH(HUICHIMAIBHOW HH(OpMAIIHH,
MMEIOT OTPAaHUYECHHBINA JOCTYI U Pa3TJIallIEHUIO HE MOUIeKaT.

1.7. JIuunoe nenmo BemeTcsl B TEUCHHUE BCETO Mepro/ia paboThl paOOTHHKA.

1.8. BeneHue HECKOJBKUX JMYHBIX JE OJHOTO pabOTHHUKA OOpa30BaTeIbHOUN OpraHM3aliy He
JIOTTyCKaeTCsl.

2. llopsinok popMupoBaHUS JTUYHBIX /1e]1 COTPYIHUKOB

2.1. ®opmupoBaHHE JIMYHOTO JieJla TeNaroroB M COTPYAHMKOB 00IIe00pa3zoBaTeIbHOM
OpraHu3ali IPOM3BOJUTCS HEMOCPEACTBEHHO IOcCiie IpueMa B 00I1e00pa3oBaTeIbHYIO
OpraHu3alMi0 WIM T[epeBOAa IeJaroroB M COTPYAHMKOB M3 JApyroi oOpa3zoBaTeiabHOMN
OpraHH3alHH.



2.2. B cooTBeTCTBUU C HOPMATUBHBIMU JTOKYMEHTAMH B JIMYHBIC JIeJia TIEAAroroB U COTPYIHUKOB
OpraHM3allfK, OCYIIECTBIAIONICH 00pa30BaTEIbHYIO JIEATEIBHOCTh, BKJIAJBIBAIOTCS CJICIYIOIIHE
JOKYMEHTBI:

s nedazo2os:

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHUE O COTJIACUM Ha 00pabOTKY MEpCOHAIBHBIX JaHHBIX IEarora;

CIpaBKa O HATMYUK (OTCYTCTBHU) CYTUMOCTH U (Win) (hakTa yroJOBHOTO MPECIICIOBAHUS,
BBIJJAHHOTO COOTBETCTBYIOIIMM OPTaHOM IPABOIOPSIIKA,

aBTOOHMOTpadus;

KOIIHSI ITAcTIOpTa WJIM MHOTO JOKYMEHTA, YIOCTOBEPSIOIIETO JIMYHOCTH;

KOIIHSI CTPAXxOBOT'0 CBUACTENILCTBA IEHCUOHHOTO CTPAXOBaHUS;

KOIHSI MICHTU(PUKAIIMOHHOTO HOMEPA HAJIOTOILIATEIIbIINKA,;

KOIHSI IOKYMEHTa BOMHCKOTO y4eTa (1711 BOEHHOOOSI3aHHBIX );

KOITHSI CBUIETEIIBCTBA O 3aKIIOUEHUN Opaka (IIpu HAJTW4IuN ),

KOIIHSI CBUETEIIHCTBA O POXKICHUU JeTel (IIpU HATUYHUH);

KOIUU JIOKYMEHTOB 00 00pa3oBaHu;

KOITUH JIOKYMEHTOB O KBaTH(UKAINU WA HATHYUE CIICIUATHHBIX 3HAHUH (MIPU HATNIHH);
KOITMH aTTECTAIIMOHHBIX JTUCTOB (TP HAJIMYHUH);

KOIIUU JIOKYMEHTOB O HarpaKAeHUH (IIPU HAJIUYUN);

XapaKTEPUCTUKU, PEKOMEHAATEIIbHBIC THChMa (ITPH HATUYHWH );

IIPUKa3 O IpuemMe Ha padoTy;

MIPHUKa3 O MEePEBOJIe HAa UHYIO JOKHOCTH (MIPH HATUYHH);

JOJDKHOCTHAS MHCTPYKUHUS (AOKHOCTHBIE MHCTPYKIIMM C MOMEHTAa Ha3HA4YCHHS Ha BCE
JOJKHOCTH ),

TPYIOBOM JOTOBOP (C TOCIEAYIONIUM BKJIIOYEHHUEM JIOMOJHUTEIBHBIX COIJIAICHUH K
TPYJIOBOMY JIOTOBODY);

TPYIOBYIO KHIKKY;

MEIUIIMHCKYIO KHIDKKY.

s pabomuukos:

3asBJICHHE O ITpHeMe Ha paboTy;

3asBJICHUE O COTJIACUM Ha 00pabOTKY MEePCOHATBHBIX JAHHBIX M€/1arora;

CIIpaBKa O HAIWYUK (OTCYTCTBHHU) CYIUMOCTH U (MiH) (akTa YyroJOBHOTO MPECIICTOBaHMS,
BBIJIAHHOTO COOTBETCTBYIOIIMM OPTaHOM ITPABOIOPSIIKA;

aBTOOHOrpadus;

KOIUS AacopTa UM UHOTO IOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTH;

KOIIMSI CTPAXOBOTO CBUJIETEIHCTBA IEHCHOHHOTO CTPAXOBAHUS;

KOIUS UACHTU(DUKAIIMOHHOTO HOMEPA HAJIOT OIIaTeIbIIHKA;

KOIMs JOKYMEHTa BOMHCKOTO y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIUSI CBUJETENHCTBA O 3aKJIFOUEHUH Opaka (Ipu HaJIM4YKH);

KOIIMSI CBUJETEIbCTBA O POXKJICHUM JieTel (MIpU HAIMYHHN);

KOIIHH JIOKYMEHTOB 00 00pa30BaHUY;

KOIIMH JJOKYMEHTOB O HarpaxJeHUH (Ipy HAJIMYUH);

XapaKTePUCTHKH, PEKOMEH IaTeIIbHbIE TChMa (TP HATNYHN );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O NMePeBO/Ie Ha UHYIO JOJKHOCTD (IIPH HAJTUYHH);

JIOJDKHOCTHAsT MHCTPYKLUS (AOJDKHOCTHBIE MHCTPYKLIMM C MOMEHTA Ha3HA4yeHUs Ha BCe
JOJKHOCTH)

TPYAOBOM JOTOBOp (C TMOCIEAYIONIMM BKJIIOYEHHEM JOMOJHHUTENbHBIX COIJIAIIEHUN K
TPYJIOBOMY JIOTOBODPY);

TPYAOBYIO KHIXKKY;

MEIUIIUHCKYIO0 KHUXKKY.

Pabomooamenv opopmnsiem:



* TPYIOBOH JAOrOBOP B JIBYX dK3EMIUIIpAX;

* TpHKa3 0 IpHeMe Ha paboTy (0 mepeMelIeHnr Ha JPYTHe T0KHOCTH);

s uuHylo KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKLIMIO B ABYX 9K3E€MILISIpax.

Pabomooamenv 3naxomum:

* C HOPMAaTUBHO-IIPABOBBIMHU JOKYMEHTaMM LIKOJbI (YcTraBoM, KoJIIEKTUBHBIM JI0TOBOPOM,
[IpaBmiiamMu TpyAOBOTO paclopska U Ap. JIOKAIbHBIMU aKTaMH);

*  C JOJDKHOCTHOW MHCTPYKLIMEH;

* IPOBOJUT BBOJHBIM HMHCTPYKTaX, HMHCTPYKTaXX II0 OXpaHE TpyAa, HHCTPYKTAX IO
IIPOTHBOIIOKAPHON O€30M1aCHOCTH.

2.4. llepBuuyHoe o(hopMIIEHHE TUYHOTO JeJIa MPETyCMaTPUBALT:

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

* IPOCTaBIEHHE Ha OOJIOXKKE JIMYHOro jAena (mpuiiokeHue N 2) cleAyloUMX peKBU3UTOB:
MHJIEKC Jeina (B COOTBETCTBUM C HOMEHKJIATypoll jJen  oOuieoOpa3oBaTebHON
OpraHu3aly; IO0JHOE HauMEHOBaHHE 0O0I1e00pa30BaTeIbHOM OpraHu3alui; HOMEp
JUYHOTO Aena; GaMuins UMsi OTYECTBO paOOTHHKA B MIMEHUTEIILHOM TaJIeKe; TaThl — TOX
Hayaja ¥ roJl OKOHYaHUs BeJICHUs JIe)1a; KOJMYECTBO JIUCTOB; CPOK XPAHEHHUS;

* IIOMEIIEHHE JOKYMEHTOB, MOJUIeXKAIIUX XPAHEHUID B COCTaBE JMYHBIX JI€d, B
XPOHOJIOTUYECKOM TMOPSTIKE:

BHYTPEHHSIS OKUCh JOKYMEHTOB Jiefa (mpuiioxenue Ne 3);

JUYHBIN JIMCTOK MO y4YeTy KaapoB (mpuioxxeHus Ne 6);

3asiBJIEHUE O IIpUEME Ha paldoTy;

IIpUKa3 O mpueMe Ha padory;

TPYyZIOBOM AOTOBOP;

JOTOBOp O IIOJIHOW MaTepuaJbHOW OTBETCTBEHHOCTH (eciu paboOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIULIO);

XapaKTEpUCTUKU U PEKOMEHIaTEIbHbIE TUChMA;

corjacue Ha 0o0pabOTKy MEePCOHAIbHBIX TaHHBIX.

2.5. JIncTel TOKYMEHTOB, NIOMEILEHHBIX B JIMYHOE JEJI0, TOAJIEKAT HyMEpaLluu.

2.6. C menpio obecrieyeHusT Ha UIeKAIe COXPaHHOCTH JIMYHOTO Jiejia TIEIaroroB U COTPYTHUKOB
001eo0pa3oBaTeIbHOM OpraHu3any M ynoOcTBa B OOpalleHWH ¢ HUM Npu (GOpPMHUPOBAHUH
JOKYMEHTBl TMOMEIIAI0TCI B OTAENbHYI0 nanky. [Ipu yBonbHEHUMM pabOTHUKA MHPOIIMBAIOTCS
HUTKaMU U CIAIOTCA B apXUB.

2.7. BHyTpeHHss onMCh JOKYMEHTOB, UMEIOIIMXCS B JJMUYHOM JIelie, TOJKHA COJIeP)KaTh CBEICHUS
O TMOPAIKOBBIX HOMEpaxX, HAaUMEHOBAHMSAX JOKYMEHTOB Jiela, KOJIMYECTBE JIUCTOB, JaTax
BKJIFOUEHUSI JJOKYMEHTOB B JINYHOE JEJI0 U U3BATUS U3 JIeNa, a TAKXKE KEM U3bIT JOKYMEHT U IO
KaKoH IIpUYMHE.

2.8. BHyTpeHHsIsI ONUCh COCTaBIISIETCS HA OTAEJIBHOM JIMCTE MO YCTaHOBJIEHHOW (opme. JIucThl
BHYTPEHHEHN ONNUCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpn moAroTOBKE JIMYHBIX NI K Mepefaye Ha XPaHEHHE K BHYTPEHHEH ONMMCH COCTABIISIETCS
UTOTOBasl 3aIUCh, B KOTOPOH yKa3bIBaeTCs MU(PPaMU U MPOMUCHIO KOJIMYECTBO BKIIOUEHHBIX B Hee
JIOKYMEHTOB M KOJIMYECTBO JINCTOB JieNa.

YV VVVVVY

3. HOPHZIOK BeaACcHUA JIMYHBIX aeJa neaaroro n COTPYAHHUKOB opranmsanuu,
OCYHIeCTBJISAIOIIEH 00pa30BaTEIbHYIO AeITeIbHOCTh

3.1. JluuHoe neno memaroroB W COTPYAHUKOB O00IIE00pa30oBaTEIHbHOW OpraHU3aIldu BEIETCS B
TEYEHHE BCEro MepuoAa pabdoThl KaXKIOro Mexarora M COTPyIHUKA B 00mIeoOpa3zoBaTeNbHOMN
OpraHu3aIyH.

3.2. JlanpHeliiee BeACHHE JIMYHOTO Jelia TEelIaroroB W COTPYAHHKOB 0011e00pa3zoBaTeNbHOMN
OpraHM3aly MpelycMaTpUBaeT MOMEIIEHUE B JIEJI0 JOKYMEHTOB, 00pasylouuxcs B Ipoliecce
paboueii IeSATENbHOCTH U UMEIONINX 3HAYEHUE JIJISl TPYIOBBIX OTHOIIICHUH:



*  JIOTIOJIHEHHUE K JJMYHOMY JIUCTKY IO YYETy KaJpOB;
*  JIOTIOJIHUTENBHBIC COTJIANICHUS K TPYJJOBOMY JJOTOBOPY;
* KOIMWH TPUKA30B IO JIMYHOMY COCTaBYy, KOTOPbIC KAacalTCs IEIaroroB M COTPYAHUKOB
001e00pa3oBaTeIbHOI OpraHU3alny;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIearore W COTPYAHHKE 00meoOpa3oBaTebHON
OpraHH3aLH;
*  KOIIMH JJOKYMEHTOB O MOBBIIICHUN KBAIU(HKALINH;
*  KOIIMM CepTH(UKATOB, IPAMOT;
* JIUCT — 3aBEpUTEIIb Jeia (COCTABIISIOT IPH CAa4ye JIMYHOTO JIejia B apXUB);
*  HHBIC JOKYMCHTHI.
3.3. B memsax obecriedeHusi KOHTPOJIS 32 COXPAHHOCTBIO M aKTYaJIIbHOCTBIO JIMYHBIX [IEJI B
001eo0pa3oBaTeIbHON OpraHu3aluy eXeroJHo (He mo3zaHee | kBapTana roja, cieqyroOIIero 3a
OTYETHBIM) TIPOU3BOJIUTCS MIPOBEPKA UX HATHYHS U COCTOSHUSL.
3.4. ExeroJHyro NMpOBEPKY COCTOSHMS JMYHBIX /e Ha NMPEIMET COXPAaHHOCTH BKIIOYEHHBIX B
HEro JIOKYMEHTOB IPOBOJHT CIHCIUAIBLHO CO3/aHHas Komuccus. O TMPOBENEHHBIX MpPOBEpPKax
Jie7aeTcsk OTMETKA B JIUCTE O PE3yNbTaTax €XEroJAHOW MPOBEPKU COCTOSHUS M HAJIMYMS JTMYHOTO
nena (mpunoxenne Ne 5) u cocTaBisieTcs akT. Pe3yabTaThl MPOBEPKH JTUYHBIX JIENT B 0053aTEIIEHOM
MOPSIZIKE TOBOASATCS IO IMPEKTOpa 00I1e00pa3oBaTeIbHON OpraHu3aliy.

4. Tlopsaaok y4éra M XpaHeHHs JHYHBIX JieJl MeJaroroB M COTPYAHHKOB OpPraHU3aluu,
ocyulecTBJsIONIEH 00pa30BaTeIbHYIO 1eATeJbHOCTD.

4.1. XpaHeHUe U y4eT JUYHBIX JIeJ TEeIaroroB U COTPYIHUKOB OPraHU3aIluH, OCYIICCTBIISFOIICH
00pa3oBaTEeNbHYIO JIEATEIHPHOCTh, OPTAHU3YIOTCS C IIEJIbI0 OBICTPOrO U 0€30IIMO0YHOTO TOUCKa
JUYHBIX 77, OOCECIICYCHHUS WX COXPAHHOCTH, a TaKXke OOecredeHus KOH(UICHIIMAILHOCTH
CBCI{@HI/Iﬁ, CoACpIKAIMUXCA B JOKYMCHTAaX JIMYHBIX JCJI, OT HCCAHKIIUOHUPOBAHHOI'O JOCTYIIA.

4.2. JlnuHble ena COTPYAHUKOB XpaHATCs B celie 0011eo0pa3oBaTeibHOM OpraHUu3aIiH.

4.3. TpynoBble M MEAUIIMHCKNE KHIKKH XPaHITCS OTIEIBHO B ceide.

4.4. Jloctyn K IUYHBIM JeNlaM TeJaroroB U COTPYJHUKOB 0O0IIe00pa30BaTeIbHOM OpraHU3aIuu
UMEIOT TOJBKO CEKpEeTaph, CIEMUAIUCT TI0 KaapaM, JIHPEKTOp 00meoOpa3oBaTeIbHOM
OpraHu3anu JMOO 3aMeCTHTENM JAUPEKTOpa IpPU HUCIHOJIHEHUH OO0sf3aHHOCTEH AMpeKTopa
o011eo0pa3oBaTeabHON OpraHU3aIiy.

4.5. Cucrematuzalluss JUYHBIX JIe1 TIEAaroroB W COTPYIHUKOB 00II€00pazoBaTeNbHON
opranu3anvu IMpoOru3BOJUTCA B aﬂ(i)aBI/ITHOM opAIKeE.

4.6. JluuHble nena MeaaroroB W COTPYAHHMKOB OO0IIE0Opa3oBaTENbHON OpraHHU3aIllud, UMEIOIINX
roCcyaapCTBCHHBIC 3BaHHA, IPEMUHN, HArpaabl, YUCHBIC CTCIICHU U 3BaAHH, XPAHATCA IMOCTOAHHO, a
OCTaJbHBIX COTPYAHHKOB — 75 JeT ¢ roja yBOJbHEeHHs paboTHUKA (B cooTBeTCTBUH C [lepeunem
TUIOBBIX YIIPABIEHYECKUX IOKYMEHTOB).

5. Ilops10K BhIIaYM JIUYHBIX /1eJ1 BO BpeMEHHOe M0JIb30BaHue

5.1. Bblgaua auuHBIX Jen (OTIENBHBIX JIOKYMEHTOB B COCTaBe JIMYHOIO Jeja) BO BPEMEHHOE
MOJIb30BAaHHUE TPOU3BOJUTCS C Pa3pelIeHus] JUPEKTopa 00meoOpa3oBaTeIbHON OpPraHU3alUH O
3aBJICHUIO COTPYIHHMKA OpraHU3alliu, OCYIIECTBISIOMEH 00pa30BaTeIbHYIO 1EATEIbHOCTb.

5.2. Pabora (o3HaKOMJIEHHWE) C JIMYHBIMU JIeJJaMH  MEJaroroB U  COTPYIHUKOB
00111e00pa30BaTeIbHOM OpraHU3aluy MPOU3BOIUTCA B MPHUEMHON TupekTopa. B xoHue pabodero
AHA CCKPETaph WM CICHUAIHMCT II0 KaJapaM 00s3aHa Y6GJII/ITI)C$[ B TOM, 4YTO BCC€ JIMYHBIC AcJia,
BbIIaHHBIE BO BPEMEHHOE II0JIb30BAaHHE, BO3BpAlllEHbl HA MECTO XpaHEHHS M €CTh JIH
HeO6XOHI/IMOCTB JJI IIPUHATHUSA MEP K UX BO3BPAIICHHUIO UJIU PO3BICKY.

5.3. @akT BbIIa4YM JIUYHOTO Jieda (PUKCUPYETCS B KOHTPOJIBHOM JKypHAJIE.

5.4. V3psaTHE OTAETBHBIX JOKYMEHTOB M3 JIMYHOTO JieJia TIPOU3BOAUTCS C Pa3pelieHus] TUPEKTopa
o01meo0pa3oBaTeibHOM  OpraHu3aluu ¢ Oo(GOpMIIEHHEM COOTBETCTBYIOLIEH 3amucu B Tpade
«[Ipumeuanue» BHyTpeHHel onucH. [Ipu BpeMEHHOM H3BATHH JTIOKYMEHTa Ha €ro MecTO (MEXIy
JUCTaMU COCETHHX JOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-3aMECTUTENb C YyKa3aHHEM JaThl U



MPHUYUH U3BATHUA C MOANUCHIO JIMIIA, BBIAABIICTO JOKYMCHT, U MOANUCHIO JIMIA, IMTOJYYHUBHIICTO €TO
BO BPEMCHHOC ITIOJIb30BAHUC.

6. OdopmuileHne JJUYHBIX JeJ1 Mepe caaveid B apxXuB
6.1. Odopmiienne JTUYHBIX AET AJS Mepelaud B apXUB MPOU3BOIUTCS CIEIHATUCTOM I10 Kaapam
0011eo0pa3oBaTeNIbHON OpraHu3aluy. JTa NpoLeaypa BKIYAET:

* IOALIMBKY (TIEpeIuIeT) 1ena;

* YTOYHEHHE HyMepaluH JUCTOB JIeNa;

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

* cocTaBiieHUE (YyTOUHEHHE) BHYTPEHHEH OMMCH;

* BHECCHHE YTOYHEHHUI B PEKBHU3HTHI JHIIEBOM OOJIOKKH JIena.

6.2. Jlucr-3aBepurens Jena AODKEH HOJNKMCATh €ro0 COCTaBUTENb, IPH ATOM Jelaercs
pacmudpoBKa IODKHOCTH W TOMIKMCH, NPOCTaBIseTcs nara. B mporecce HCIOIb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIENAI0TCA COOTBETCTBYIOLIME OTMETKH. Eciau neno
MOJIIUTO O€3 JMCTa-3aBepUTENs], TO €ro CIEAYeT HAKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMYHBIX JIEJT PEKOMEHTyeTCSI:

* 00BEeIMHATh MHAWBUIYaJIbHbIE JIMYHBIE J€ja YBOJCHHBIX COTPYJHHKOB B OAHY OOJOXKKY
(oObeaMHEHHOE [1eJI0) C TaKHUM PacdeToM, YyToObl 00BeM zAena (Toma) He mpeBbiman 250
JMCTOB (ITyTe€M CLIMBKU MaTe€pHUajoB MHAWBUIYAIbHBIX JI€] 10 F0JaM YBOJIbHEHHU);

* pacrmojiaraThb MaTepHallbl WHAWBUIYAIBHBIX NI B Tpejaenax nena (Toma) B al(aBHTHOM
nopsiake (moaMuiIbHO), OTAENSAS MaTepUallbl, OTHOCSIIMECS K Pa3HBIM MHIMBHUYaIbHBIM
JefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHWeM Ha HeM (paMWiInd, UMEHH M OTYeCTBa
COOTBETCTBYIOILIIETO  YBOJEHHOIO Iejarora M COTpyJHHMKAa 00l1eo0pa3oBaTeabHOM
OpraHu3aIuiy,

* cHa0XaTh Kaxa0e OObEJUHEHHOE JeN0 (TOM) BHYTPEHHEH OIUCBhIO C MEepeuuCIIEHUEM
damunuii, UIMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHHIl, B TNpeAesax KOTOPBIX
PAacIoyioKeHbl COOTBETCTBYIOLIUE TOKYMEHTHI.

6.4. [lepenada TUYHBIX A€ B apXUB OCYIIECTBIIICTCS HE TIO3IHEE TPEX JIET IMOCIIE 3aBEPIICHUS X
B JIEJIONPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. [IpeaBaputensHo cekperapeM, CHeaTucToM
Mo KaJpaM TIPOBEpSETCS IOJHOTa W TPABHIBHOCTH TOJTOTOBKM JIMYHBIX JeJ K Iepenade.
BelsiBIIeHHBIE TTPU NPOBEPKE HEJOCTATKH YCTPAHSAIOTCS CEKpeTapeM, CHEIMAIMCTOM IO KaJpam.
[lepenaua u mpreM MPOU3BOJATCS MO OTHCH C MTPOCTAHOBKOW OTMETOK O HAJTHYUH JIMYHBIX JIET.
6.5. JInuHble nena nejaroroB U COTPYAHUKOB 0011e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbIE
nenonpousBoacTBoM 1o 1 ssaBaps 2003 roma, xpausarcs 75 ner, mocne 1 saBaps 2003 roma — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0ieoopa3oBaTenbHON OpraHu3alMi UMEIOT
MIOCTOSTHHBIN CPOK XPaHEHUSI.

7. OTBETCTBEHHOCThH
7.1. Tlemaroru W COTPYAHUKH OOIIE0OPa30BATENHLHON OpraHU3alMi OO0S3aHBI CBOEBPEMEHHO
MIPEJICTABIATh CEKPETAPIO WU CICIIHATUCTY 0 KaJpaM CBeJIeHUsT 00 N3MEHEHUHN B IMIEPCOHATBHBIX
MAaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOIO J€ea.
7.2. Paboronmarens o0ecrieqYnBacT:
* COXpPaHHOCTh JIMYHBIX JIeM TMEeJaroroB M COTPYIAHUKOB  00IIeoOpazoBaTebHOMN
OpraHH3allVH;
* KOH(UIEHIIMAIBHOCTh CBEACHUI, COAEPKAIIMXCS B JHUYHBIX JeJaX T[eJaroroB M
COTPYIHUKOB.

8. [IpaBa pa6oTroaaresisi U padOTHUKA

8.1. [lns oOecriedeHUs 3alIUThl MEPCOHANBHBIX JAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX JEax
MearoroB M COTPYIHHKOB 00I1e00pa30oBaTeIbHOW OpraHW3aluK, IeJarord M COTPYIAHUKU
00111e00pa30BaTENIbHOM OpraHnu3alui UMEIOT MPaBO:



* TOJYYUTh MOJHYI0O WH(POPMALMI0O O CBOMX IEPCOHAJBHBIX MAHHBIX U 00pabOTKE 3TUX
JaHHBIX;

*  TOJYYHUTb CBOOOJHBIN JOCTYN K CBOMM MEPCOHATIBHBIM JIAHHBIM;

*  TOJYYHTh KOIHUH JTOKYMEHTOB, XpaHSIIUECS B IUIHOM JIEJIe U COACPIKAIIHNE TEPCOHATILHBIC
JIaHHBIE.

* TpeOOBaTh MCKIIOYCHHUS WIIM HCIIPABIICHHSI HEBEPHBIX M HETIOJIHBIX ITEPCOHATIBHBIX JJAHHBIX.

8.2. PaboTonarens uMeeT mpaso:

* 00pabaTbIBaTh MEepPCOHANBHBIC JAHHBIC MEAaroroB U COTPYAHHKOB 00IIE00pa3oBaTeILHON
OpraHU3aIMH, B TOM YHCIIE ¥ HA 3JIEKTPOHHBIX HOCUTEISX;

* 3alpOCUTh OT TMENaroroB M COTPYJHHKOB 0OIIC0Opa30oBaTENbHON OpraHM3alud BCIO
HEeoOXoMuMYy0 WH(MOPMALMIO JUIS BEIACHHS JHYHBIX JIed U O0paOOTKH MEepCOHATBHBIX
JTaHHBIX.

9. 3ak/II04uTe/IbHBIEC 10JI0KEHUS

9.1. Hacrosiee [lonoskenue o mopske BEACHUS JTUYHBIX /1€ paOOTHUKOB SIBJISETCS JIOKAJIBLHBIM
HOPMAaTHUBHBIM aKTOM, IpUHKUMaeTcsa Ha IlemarornueckoM coBeTe IIKOJIBI U yTBepxkaaeTcs (1ubo
BBOJIUTCS B JICHICTBUE) IPUKA30M JAUPEKTOPA OPraHU3aINHU, OCYIIECTBIIONEH 00pa30BaTeIbHYIO
NESATEIBHOCTD.

9.2. Bce w3MeHeHHs W JOINOJHEHHs, BHOCHMbIE B Hactosimiee I[lomoskenue, ohopmisioTcs B
IUCbMEHHOW (opMe B COOTBETCTBUM JEHCTBYIOLUIMM 3aKOHOJATENLCTBOM Poccuiickoii
denepanuu.

9.3. IlonoxeHue O MOpPsAKE BEIACHUS JIMYHBIX el paOOTHUKOB 0Opa30BaTEIbHOM OpraHu3aluu
IIPUHUMAETCA Ha HEONpeneNeHHbIn Ccpok. M3menenus wu gononHeHus K llosmoxenuro
IIPUHUMAIOTCS B Opsijike, npeaycMoTpenHoM 11.9.1. Hacrosiero [lonoxxeHus.

9.4. Tlocne npunstus Ilonoxenus (MIM W3MEHEHWH W JIOTIOJIHEHWH OTHENBHBIX IYHKTOB H
pa3zenoB) B HOBOW peJaKlUK MpeIblIylias pelakliis aBTOMaTUYECKH yTpaunBaeT CUILY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEICHUS

JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata ®Qamumus, | Tabems- | JomxrocTs | CTpyKTyp- Hara u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMeEp HHE
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a IpUKa3a
Jena nejarora u crenuanb- JIeHUe (pacnops- (pacnops-
COTpYIHHUKA HOCTb) JKEHUs) O JKEHUs) O
nejarora u mpueme IpeKpaiie-
COTpYAHHKA nejarora u HUH
coTpyAHUKa | (pacTopixke-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
NIearoroM U
COTPYAHUKOM
(yBonbHe-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

O0J107KKa JIMYHOTO Jeia

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

JIMYHOE JEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
Donx Ne
Onuchk Ne

Jemo Ne

(3aroyioBOK Jiena)



Ipunoxenne Ne3

K ITOJIOKCHHUIO O TOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

JIMYHBIX OECJT pa6OTHI/IKOB

No Nunexc ara Haszpanue Howmep [Ipumevanus
/i JIOKyMEHTa JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKyMEHTOB

(umpamMu ¥ IPOIHCHIO)

KonnyecTBo IMCTOB BHYTPEHHEN OIIMCH

(1mdpamMu ¥ TPOIKCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuce)

« » 202 roma




©.1.0.

[Tpunoxxenne Ned
K TIOJIOKEHHUIO O TOPSIKE BeICHMUS
JIMYHBIX JIe]1 paOOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakomIIeHUS Tiearora
Y COTPYAHHUKA C TUYHBIM
JIETIOM

Iloanuce nienarora u
COTpYIHUKA

OTMeTKH, TpUMEeYaHus,
3aMeYaHUs




[Ipunoxxenne Neb5

K ITOJIOKCHHUIO O TOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJbTaTax e;KeroJaHoii MpPoOBePKH COCTOSIHUS
U HAJIMY U] JIMYHOTO /e

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[ara npoBepku

d.N.0. unenosn
KOMHCCUU

Iloxnucu yieHoB
KOMUCCHUU

Pesynbprar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O TOPAAKE BEACHUA
JIMYHBIX OECJT pa6OTHI/IKOB

JIMYHBIN JJUCTOK 10 Y4eTy KaJApoB

Nmsa

OT14ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTto poXxacHUS

5. I'paxnancTBO

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

6. O6pazoBanue

HasBanue
yueOHOro
3aBeJICHUS U €r0

MECTOHAXOXACHUC

DaKynbTeT
W
OTZIEeNICHUE

Ton
MOCTYTICHUS

Ton
OKOHYAHUS
WU yXo0/1a

Ecim ne
OKOHYUII, TO
C KaKkoro
Kypca yuien

Kakyro
CIEeLUATBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
y4eOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YJIOCTOBEPEHHS

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BIIAJIEETE

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U MePEeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHATHCS, BIIAJICETE CBOOOTHO)




10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM [EATENBbHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPEIHHUX CIEeNUATbHBIX YYEOHBIX 3aBEICHUSX, BOCHHYIO CIIYO0y U paboTy MO COBMECTUTEIIbCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS,

HOCTYIUICHUS yxoja OpraHu3al|K, IPEANPUATHS, a TAKXKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHE
YUpEKICHUS,
OpraHu3aluy,
PEATPUITHS

11. IlpeOniBanue 3a rpanulieit (padbora, ciy:keOHast KOMaHIMPOBKa, MOE3/IKa C JieJeranuei)

Mecsu u rog B kakoi1 ctpane Llenp npeObIBaHUs 32
C KaKkoro 10 KaKoe rpaHulen
BPEMEHU BpeMsl
12. Yyactue B BEIOOPHBIX OpraHax
MecTo BBIOOPHOTO Hazpanue BoiOOpHOro | B kauecTBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue numeere npaBUTEIbCTBEHHbBIC HArpaibl

Korz[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTAM M BOMHCKOE 3BaHME

Cocras Pon Botick

(KOMaHJHBIN, MOJTUTHYECKUH, aIMUHUCTPATHBHBIN, TEXHUYECKUH H T. I1.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTUYHOTO JTUCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO H3BEIIATh 000 BCEX M3MEHEHUSX NAaHHBIX, BKIIOYCHHBIX B JTUYHBII

JMCTOK 1O y4eTy KaJIpoB.

« » 202  rona




AHKETA

[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O TOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxaeHus

1. I'paxkmaHCcTBO (€CIIM M3MEHSUIA, TO YKaXKHUTE,
KOTJIa ¥ 10 KaKO¥ MpUYuHe)

2. OOpa3oBaHme, ydeHas CTCNECHb (Korja u
Kakue ydeOHbIC 3aBEJCHHsSI OKOHYWIIM, HOMEpa
autuioMoB). CHeUaibHOCTh M KBATH(DHUKAIISL
10 JIUIIIIOMY

3. KakumMu HHOCTpaHHBIMH SI3bIKAMH U SI3bIKAMH
HaponoB Poccuiickoit depepaiiuy BiajaeeTe U B
KakoW  cremeHW  (UMTaeTe U MOXKETe
O0OBSCHSTHCS, BIaJIEETe CBOOOIHO)

4. Brinonnsiemas padoTta ¢ Hayajla TpPYJOBOU JeATENbHOCTH (BKJIIOYasi BOCHHYIO CIyX 0y U padboTy

110 COBMeCTI/ITeHBCTBY)

Mecsu u ron JIOJDKHOCTB C yKa3aHHUEM Y4pEKICHUS,

MOCTYIIJICHHU A yxona OopraHusanuu, INpeArpruAaATHA, a TAKKC

MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHIE
YUpeXKICHUS,
OpraHu3aIu,
NpEANPUITUS

5. Bamm Onmn3kue poJICTBEHHUKHU (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damMuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomanauii agpec u HoMep TeaeoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

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

8. JlonmomHUTENbHEIE CBE/IEHUS, KOTOPhIE BhI jkemaere cooOmuTh o cede

10. Ha xakoi1 ypoBeH»b 3apruiaTsl Bel paccunteiBaere?

« » 202  ronma

(IOMMKHOCTB OTBETCTBEHHOT'O 32 KaJIPOBBIN y4eT)

(moamucs)

(pacmupoBKa MOIINCH)




Ipunoxenne Ne8
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMCT-3ABEPUTEJIb

nea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(tmpamu U IPOIHCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEpHBIE HOMEpa JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH onucu JINCTOB
OcobeHHocTr (PU3NIECKOTO COCTOSTHHS U Howmepa nmcros
dbopMHUpOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacumpoBKa MOAMKCH)

« » 202  ronma




