COI'ZTACOBAHO Ipuioxenue
C negaroru4ecCKuM COBETOM k npukaszy Ne02 ot 01 centsops 2021r.
ITpoToxon Ne 1 ot 30.08.2021.r.

IHonoxenue
0 NOps/IKe BeJAeHUs TUYHBIX J1eJ1 pA0OTHUKOB
MBOY «Uncxan-tOprosckas CUI umenn A.H.KanbipoBoii»

1. O0mue moJioxKeHUs

1.1. Hacrosmee [lonoxenue o mnopsake BeACHHs JMYHBIX Jell paOOTHUKOB OpraHU3alllH,
OCYILIECTBISIONIEH  00pa3oBaTeNbHYIO JAEATENbHOCTh, pa3padOTaHO B  COOTBETCTBHH C
®denepanbHbIM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpa3zoBanun B Poccuiickoit deneparum»
¢ mmenenusimu ot 2 umtonst 2021 roma, PenpepanpHbiM 3ak0oHOM OT 27.07.2006 Ne 152 «O
MEePCOHANBHBIX JTaHHBIX» B penakuuu ot 2 utons 2021 rona, [Ipukazom denepalbHOT0 apXUBHOTO
arenTcTBa oT 23 nexadps 2009 roga N 76 «O0 yrBepkaeHMH MeTonnyecKuX peKoOMEeHAaluui 1o
pa3paboTKke HMHCTPYKIMI IO JeJIONPOU3BOJACTBY B (heaepaiabHBIX OpraHax HCIOIHUTEIbHON
Brnacti», YkaszoM IlIpesmmenta ot 30.05.2005 Ne 609 «OO6 yrBepxkaeHun IlonoxeHus o
MEePCOHANBHBIX JAHHBIX TOCYAApCTBEHHOrO ciyxaiero Poccuiickoit denepanuu U BeIEHUU €rO
JUYHOro aena» B penakuuu ot 23 wurons 2019 roma, Tpymoebim Konekcom Poccuiickoit
Oenepanny, KONJIEKTUBHBIM  JOrOBOPOM, YCTaBOM  OpraHM3alliH,  OCYILECTBISIONICH
00pa30BaTENbHYIO IeATEIHLHOCTb.

1.2. Hannoe IlonoxkeHue ompenensier MOPAJOK BEACHUs JMYHBIX JieJ IeJaroroB M HHBIX
COTPY/IHUKOB M PaOOTHUKOB IIKOJIBI, OMpPEIENeT MOPAIOK (hopMUpOBaHUS, ydeTa U XpaHEHUS,
BBIJIAYU JINYHBIX JIETT BO BPEMEHHOE I0JIb30BAHKE, a TAK)KE OTBETCTBEHHOCTH, IIPaBa pabOTHUKOB U
JTUPEKTOpa 00pa3oBaTeIbHON OpraHU3aliH.

1.3. Hacrosiee Ilonoxenue yTBepaaercsl MPUKa3oM IO LIKOJIE U ABIsETCS 00s3aTeIbHBIM JUIs
BCEX KAaTErOpuil MeJarorn4ecKuX U APYruX COTPYAHUKOB IIIKOJIBI.

1.4. Benenue NUYHBIX JIeN MEAAroroB M COTPYAHUKOB IIKOJIBI BO3JIaraeTcs Ha CIeHUalucTa 1o
KaJlpaM OpraHu3alliy, OCYLIECTBIISIOIEH 00pa30BaTEIbHYIO AESITENbHOCTD.

1.5. JInuHOE €710 — OCHOBHOM JOKYMEHT MEePCOHAIBLHOIO y4eTa, coJepKalluii Hanbosee MoIHbIe
CBEICHUsI 0 pabOTHHKE 00pa30BaTeIbHOM OpraHU3allii U €ro TPYIOBOM AesTenbHOCTH. B muuHoe
JIeJI0 BHOCSTCS CBEJIEHUs, CBA3aHHBIE C MOCTYIVIEHUEM Ha paboTy U YBOJIbHEHHUEM.

1.6. CBenenus, conepxamuecsi B JINYHOM JIeJe, OTHOCITCA K KOH(pUIeHIMAIBbHOW HH(POpMAIIHH,
HMMEIOT OTPAaHUYEHHBIN JOCTYI U Pa3TIalleHnI0 He TIOJJIeKaT.

1.7. JIluunoe nenmo BeAETCS B TEUCHHE BCETO MEproia paboThl pabOTHHKA.

1.8. BeneHue HECKOJBKUX JHMUYHBIX JEJ OJHOTO pabOTHHKA OOpa30BaTeIbHOUM OpraHM3aliy He
JIOTTYCKaeTCsl.

2. MMopsinok popMUpPOBaAHUSI TUYHBIX €] COTPYAHHKOB
2.1. ®opmupoBaHWE IWUYHOTO [ela TMEJaroroB M COTPYAHUKOB 001eoOpa3zoBaTebHOM
OpraHM3ali IPOU3BOJUTCS HEMOCPEJICTBEHHO TIOCIAe IpueMa B 00meo0pa3oBaTeIbHYIO
OpraHM3alli0 WU T[epeBoJa IeJaroroB M COTPYIHUKOB U3 Jpyroi oOpa3zoBaTelbHOMN
OpTraHH3aIHH.
2.2. B cooTBeTCTBUY C HOPMATUBHBIMHU JIOKYMEHTaMH B JIMYHBIC JIeJIa TIEAaroroB U COTPYIHUKOB
OpTraHM3aIlMK, OCYIIECTBISAIONICH 00pa30BaTCIbLHYIO JEATSIBHOCTh, BKJIAJIBIBAIOTCS CJICIYIOIIHE
JIOKYMEHTBI:
Jlns nedazoeos:

* 3agBJICHHE O MpUEMe Ha PaboTy;



3asBJICHHE O COTJIACHH Ha 00pabOTKY MEPCOHAIBHBIX JaHHBIX ME1arora;

CIIpaBKa O HAIWYUH (OTCYTCTBHHU) CYIUMOCTH ¥ (WiH) (akTa YyroJOBHOTO MPECIICTIOBaHMS,
BBIJIAHHOT'O COOTBETCTBYIOIIMM OPIaHOM IPaBONOPSIKA,

aBroounorpadus;

KOIIUS IACIOPTa UM UHOT'O JIOKYMEHTA, Y10CTOBEPSIOLIETO JINYHOCTB;

KOIIMSI CTPAXOBOT'O CBUJIETEIHCTBA IEHCUOHHOI'O CTPAXOBAHUS;

KOIHS UICHTU(UKAITMOHHOTO HOMEpa HAJIOTOIJIATEbIINKA;

KON JOKYMEHTa BOMHCKOT'O y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIHS CBUJIETEIHCTBA O 3aKII0YCHUHU Opaka (IIpyu HAJIM4HN);

KOIIMSI CBUJETEIbCTBA O POXKICHUM JieTel (IpH HAIUYKH);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMM JJOKYMEHTOB O KBaIM(PUKALMU WU HAJIUYUE CHEIUATIbHBIX 3HaHUH (IIpU HAINYMN);
KOIIMHU aTTECTAllMOHHBIX JIMCTOB (IpU HAIUYUH);

KOIIMM JJOKYMEHTOB O Harpa)/ieHUH (IIpy HaJIM4uK);

XapaKTepUCTUKH, pEKOMEH/1aTeNbHbIE TMChbMa (IIPU HAJIUYUN);

IIpUKa3 O IpueMe Ha paboTy;

IIPUKa3 O NEPEBOJIE HA UHYIO JOJKHOCTD (IIPH HATMYHH);

JOJDKHOCTHAsT MHCTPYKLUS (JOJDKHOCTHBIE MHCTPYKIIMHM C MOMEHTa Ha3HAuyeHUs Ha Bce
JOJIKHOCTH);

TPYAOBOH JOroBOp (C MOCHIEAYIOUIMM BKJIIOUEHHEM JONOJHUTEIbHBIX COIVIALICHUH K
TPYJIOBOMY JI0TOBODY);

TPYAOBYIO KHUXKKY;

MEIUIUHCKYIO0 KHUXKKY.

s pabomuuxos:.

3asBJIEHHE O IIpUeMe Ha paboTy;

3asBJICHHME O COTJIACUM Ha 00pabOTKy MEpCOHAIbHBIX JAaHHBIX I1€arora;

CIpaBKa O HAIWYHUU (OTCYTCTBUH) CYIUMOCTH M (WK) (haKTa yroJOBHOTO MPECIICAOBaHNUS,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSI/IKA;

aBToOMOrpadus;

KOIMS [aCIopTa WIKM MHOTO IOKYMEHTA, YJOCTOBEPSIOIIEr0 JINYHOCTD;

KOIIUSI CTPAaXxOBOI'0 CBUETEIHCTBA IEHCUOHHOTO CTPAXOBaHMUS;

KOIMS UICHTU(UKAIIMOHHOTO HOMEpPa HAJIOTOIIaTebIINKa;

KOIUS JOKYMEHTa BOMHCKOTO yuyeTa (IIsl BOEHHOOOS3aHHBIX);

KOIMSI CBUJIETEIBCTBA O 3aKII0YEHNH Opaka (Ipu HaJIMYuK);

KOIUSI CBUJETENBCTBA O POXKACHUHU AeTel (pU HAIUYHUK);

KOIIMH JJOKYMEHTOB 00 00pa30BaHuy;

KOIUU JIOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUUUN);

XapaKTepUCTUKH, PEKOMEH IaTeNIbHbIE MHCbMA (ITPU HAIUYHN);

MIpHUKa3 O puemMe Ha paboTy;

IIPUKa3 O MepPeBo/ie Ha MHYIO TOJKHOCTD (IpU HAJIMYUK);

JOJKHOCTHAs! MHCTPYKLHUSA (JOJKHOCTHBIE MHCTPYKIMM C MOMEHTAa Ha3HAa4yeHMsI Ha Bce
JOJKHOCTH ),

TPYAOBOH JOroBop (C MOCHENYIOIIMM BKJIOYEHHEM JIOMOJHUTEIbHBIX COIVIAIEHUN K
TPYAOBOMY JIOTOBODY);

TPYAOBYIO KHIXKKY;

MEIUIUHCKYIO0 KHUXKKY.

Pabomooamenv ogpopmnsem:

TPYZIOBOM JOTOBOP B JBYX IK3EMILIAPAX;

MpuKa3 o mprueMe Ha paboTy (0 MepEeMEIIeHUH Ha IpyTre JOKHOCTH);
TUYHYI0 KapTouky Ne T-2;

JOJDKHOCTHYIO HHCTPYKIIHIO B IBYX JK3EMILISIpax.

Pabomooamenw suaxomum:



* ¢ HOPMATHBHO-TIPaBOBBIMM JIOKYMEHTaMHU LIKOJBI (YcTaBoM, KOJIJIEKTUBHBIM 10IOBOPOM,
[IpaBunamMu Tpy10BOTrO pactopsiiKa U JIp. JOKaJIbHBIMU aKTaMH);

*  C IOJDKHOCTHOHM MHCTPYKLMEH;

* IPOBOJUT BBOJAHBIA MHCTPYKTaXX, WHCTPYKTaX II0 OXpaHE TpPyAa, MHCTPYKTaX II0
MIPOTHBOIOKAPHOM OE30MACHOCTH.

2.4. IlepsuuHoe oopMIIeHHE JIMYHOTO JeJ1a IPeyCMaTpUBALT:

* IIPUCBOCHME JMYHOMY JEJly HOMEpPA COIJIACHO >KYpHAJy y4eTa JIMUHBIX A€l (IIPUIOKEHHE
Ne 1);

* MPOCTaBIICHUE Ha OOJIOKKE JIMYHOTO Jiena (mpuinoxeHue Ne 2) ClieqyroIux PEeKBH3UTOB:
UMHJAEKC Jena (B COOTBETCTBUM C HOMEHKJIATYpoH Jen  obueoOpazoBaTeabHON
OpraHu3aliy;, MOJHOE HaWMEHOBaHHE 00I1e00pa30BaTEIbHON OpraHu3alui;, HOMEp
JMYHOTO Aena; GpaMuinsg UMsi OTYECTBO paOOTHHKA B MMEHUTEIBHOM IMAJIeKe; 1aThl — I'OJ
Hayaja ¥ roJl OKOHYaHUs BEACHUS J€)1a; KOJIMYECTBO JIUCTOB; CPOK XPaHEHMUS,

* IIOMEIIEHUE JIOKYMEHTOB, MOJIEXKAIIMX XPAaHEHUI0 B COCTaBE JIMYHBIX JeJ, B
XPOHOJIOTUYECKOM HOPSIKE:

BHYTPEHHSS ONUCH TOKYMEHTOB Jena (npuioxenue Ne 3);

JUYHBIA JTUCTOK IO YYETY KaapoB (mpuitoskeHust Ne 6);

3asBJICHHUE O IIpUEME Ha paboTy;

IIPHUKa3 O IpuemMe Ha padoTy;

TPYAOBOM JOrOBOD;

JIOTOBOP O TMOJHOW MaTepHaJbHOM OTBETCTBEHHOCTH (€CiIM pabdOTHUK —
MaTepHabHO OTBETCTBEHHOE JIUIIO);

XapaKTEpUCTUKU U PEKOMEH1aTeNIbHbIE THChMA;

corylacie Ha 00paboTKy NepCOHAIbHbBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, NIOMEILIEHHBIX B JIMYHOE JI€JI0, TOAJIekKAT HyMEepaLuu.

2.6. C nenbro obecrieueHusl HauIekKallel COXpaHHOCTH JIMYHOTO Jiejia MearoroB U COTPYIHUKOB
00meo0pa3oBaTeIbHOM OpraHu3ali U ynoOcTBa B OOpalleHWH ¢ HUM Tpu (opMHUpOBaHUH
JOKYMEHThl MOMEIIAOTCA B OTIENbHYIO mNanky. Ilpum yBoigbHeHMHM pabOTHHMKA HPOIINMBAIOTCS
HUTKaMU U CIAlOTCS B apXUB.

2.7. BHYTpeHHss ONUCh JOKYMEHTOB, MMEIOLIUXCS B JINYHOM JieJie, JOJKHA COJEepPKATh CBEICHMS
O TMOPSAJKOBBIX HOMEpax, HAaUMEHOBAHMSX JOKYMEHTOB Jiejla, KOJIMYECTBE JIMCTOB, JaTax
BKJIFOUYEHUSI JOKYMEHTOB B JINYHOE JEJIO U U3BATUA U3 JIENA, & TAKXKE KEM M3BAT JOKYMEHT U IO
KaKko! IpUYNHE.

2.8. BHyTpeHHs ONUCh COCTaBIsIeTCS Ha OTICIBHOM JIMCTE MO YCTaHOBIEHHOM (opme. JIuCThI
BHYTpPEHHEH OIKUCU HYMEPYIOTCS OT/IEIbHO.

2.9. Ilpu noAroToBKe JIMYHBIX €] K NEpeade Ha XpaHEHHE K BHYTPEHHEW OIMCH COCTaBIISETCS
UTOrOBasl 3alKCh, B KOTOPOI yKa3bIBaeTcs HUPpaMy U MPONUCHI0 KOJIMYECTBO BKIIOUEHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIENa.

VV VVVVVY

3. Tlopsinok BeaeHusi JIMYHBIX JieJ T1eAaroroB W COTPYAHUKOB OpPraHu3aluu,
OCYILIECTBJISIONIEH 00pa30BaTEIbHYIO /IeSITeILHOCTH
3.1. JluuHoe neno megaroroB M COTPYIHUKOB 0OIIe00pa3oBaTeIbHOM OpraHU3aIlMi BEIETCS B
TEUEHHWE BCEro mepuoja padoThl KaXJAOro Tejarora M COTpPyJHHKA B 0011e00pa3oBaTeIbHOM
OpraHH3aIlHH.
3.2. JlanpHeliee BeACHUE JWYHOTO Jiefla TIEJAaroroB M COTPYAHHKOB OO0IIeo0pa3oBaTeIbHON
OpraHM3aliy MpelycMaTPUBAET MOMEIIEHHE B JIEI0 JOKYMEHTOB, OOpa3yIOIIuXcs B TpoIecce
paboueii IesSTeNbHOCTH U UMEIOLIUX 3HAYEHUE JIJIsl TPYIOBBIX OTHOIIEHUH:

*  JIOTIOJHEHHE K TUYHOMY JIMCTKY MO Y4eTy KaJpOB;

*  JOIOJIHUTENBHBIE COrJIALIEHUS K TPYIOBOMY JOTOBODPY;

* KOINWU TPUKA30B MO JMYHOMY COCTaBYy, KOTOPHIE KACArOTCS IMEJaroroB U COTPYAHUKOB

o011eo0pa3oBaTeIbHON OpraHU3aIiy;



* OT3BIBBl JIOJDKHOCTHBIX JIMI] O TIeJarore W COTPYAHHUKE 001eo0pazoBaTeaIbHON
OpraHH3aLIH;

*  KONHH JOKYMEHTOB O IOBBILIICHUN KBATH(PUKALINY;

*  KOIIMM CepTH(PUKATOB, IPaMOT;

* JIUCT — 3aBEpUTEb Jeiia (COCTABIIAIOT IIPH CAa4e JIUYHOTO Jeja B apXUB);

*  HHBIC JOKYMEHTHI.
3.3. B memsax o0ecriedeHus: KOHTPOJIS 32 COXPAHHOCTBIO M aKTYaJIIbHOCTBIO JIMUHBIX JIEJI B
001eo0pa3oBaTeIbHON OpraHU3aluy €XeroJHo (He mo3zaHee | kBapTana roja, cieayroIIero 3a
OTYETHBIM) MPOU3BOJUTCS MPOBEPKA UX HATMYUS U COCTOSHHSL.
3.4. ExXerogHyro NMpOBEPKY COCTOSHHS JMYHBIX A€ Ha MPEIMET COXPAaHHOCTU BKJIIOYCHHBIX B
HEro JOKYMEHTOB HPOBOJUT CIELUAIBHO CO3JaHHasg Komuccus. O TpOBENEeHHBIX MPOBEpPKax
Je7aeTcsl OTMETKA B JIUCTE O PE3y/IbTaTax €XErOAHOW MPOBEPKU COCTOSHUS M HAJIUYHUS JIMYHOTO
nena (mpunoxenue Ne 5) u coctaBisieTcst akT. Pe3ynbpTaThl IPOBEPKH JIMYHBIX /1€ B 00s13aT€ILHOM
HOPSIZIKE TOBOASATCS IO IUPEKTOpa 00I1e00pa3oBaTeIbHON OpraHu3alyy.

4. Tlopsaok y4éra M XpaHeHHs JHYHBIX JieJl MeJIaroroB M COTPYAHHKOB OpPraHU3aluu,
ocyulecTBJsIOIIEH 00pa30BaTeIbHYIO 1eATeJIbHOCTD.

4.1. XpaHeHue M y4eT JUYHBIX JeJ TearoroB U COTPYIHUKOB OPraHU3aIliK, OCYIIECTBIISIONICH
00pa3oBaTeNbHYIO JIEATEIHHOCTh, OPTAHU3YIOTCS C IENIbI0 OBICTPOrO M 0€30IIMO0YHOTO TOUCKa
JUYHBIX 7N, OOCCIICYCHHUS WX COXPAHHOCTH, a TaKXke O0ecredeHus KOH(MUICHIIMAILHOCTH
CBCI[@HI/Iﬁ, COoACPIKAIINXCA B JOKYMCHTAaX JIMYHBIX JCJI, OT HCCAHKIMOHUPOBAHHOI'O JOCTYyIIA.

4.2. JlnuHble 1ena COTPYAHUKOB XpaHATCs B cerie 0011eo0pa3oBaTeIbHOM OpraHUu3aIiH.

4.3. TpynoBble M MEAUIIMHCKNE KHIKKH XPAHITCS OTIEIBHO B cede.

4.4. JlocTyn K JUYHBIM JiejlaM TIeIaroroB M COTPYAHHMKOB 00IIe00pa3oBaTebHON OpraHu3aluu
UMEIOT TOJBKO CEKpEeTaphb, CIEHUAIUCT IO KaapaM, IHPEKTOp 00meoOpa3oBaTeabHOM
opraHuzanu JIM0O 3aMECTHTEIH JUPEKTOpa IPU HUCIOJIHEHUU OO0S3aHHOCTEH JIUPEKTOpa
001eo0pa3oBaTeIbHON OPTaHU3AIH.

4.5. Cucremarm3anus JMYHBIX JIeJ T[€JaroroB H COTPYJHHKOB 00IIe00pa3oBaTeIbHON
opranu3alnvu MMpoOrU3BOJUTCA B a.H(baBI/ITHOM IMOopAaKE.

4.6. JlnuHble Aena MeJaroroB M COTPYTHHKOB OO0IIE00pa3oBaTENbHONW OpPraHU3alluU, UMEIOIIHX
roCcyaapCTBCHHBIC 3BaHH, IPEMUHN, HArpaabl, YUCHBIC CTCIICHU U 3BaHHS, XPAHATCA IMOCTOSAHHO, a
OCTaJbHBIX COTPYAHHKOB — 75 JIeT ¢ roja yBOJbHEHHs paOoTHUKA (B cOOTBETCTBUM C [lepeunem
TUIIOBBIX YIPABICHYECKUX IOKYMEHTOB).

5. Ilops10K BhIIa4YM JIUYHBIX /IeJ1 BO BpeMEHHOe M0JIb30BaHue

5.1. Bblgaua nauuHBIX Jen (OTIENBHBIX JIOKYMEHTOB B COCTaBe JIMYHOIO Jeja) BO BPEMEHHOE
M0JIb30BAaHNUE TPOU3BOJUTCS C Pa3pelIeHUs] JUPEKTopa 00Ieo0pa3oBaTeIbHON OpPraHU3alUH MO
3asBJICHUIO COTPYIHHMKA OpraHU3alliu, OCYIIECTBISIOMIEH 00pa30BaTeIbHYIO 1EATEIBHOCTb.

5.2. Pabora (0o3HakOMJIEHME) C JIMYHBIMU J€JJaMH  [EJaroroB 1  COTPYIHUKOB
00111e00pa30BaTeNIbHON OpraHU3aluy MPOU3BOJIUTCA B MPUEMHON qupekTopa. B xoHue pabodero
AHA CCKPETapbh WK CICHUAIMCT 110 KaJapaM 00s3aHa Y6GHI/ITI>C$[ B TOM, 4YTO BCC JIMYHBIC [CJIa,
BbIJaHHBIE BO BPEMEHHOE II0JIb30BaHHE, BO3BpAlllEHbl HA MECTO XpaHEHHs M €CTh JIH
HE0OXO0IMMOCTD ISl IPUHSTHS MEP K UX BO3BPAIICHUIO HJIU PO3BICKY.

5.3. @akT BbIIa4YM JIUYHOTO Jiea (PUKCUPYETCS B KOHTPOJIBHOM >KypHAJIE.

5.4. V3psATHE OTAETBHBIX JOKYMEHTOB M3 JIMYHOTO Jieia TIPOU3BOIMUTCS C Pa3pelIeHHs TUPEKTOpa
o01meo0pa3oBaTeIbHOM  OpraHu3aluu ¢ Oo(GOpMIIEHHEM COOTBETCTBYIOLIEH 3amucu B Tpade
«[Ipumeuanue» BHyTpeHHeH onucu. [Ipu BpeMEHHOM U3BATHH JTOKYMEHTa Ha €ro MEeCTO (MEXIy
JUCTaMU COCETHHX JOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-3aMECTUTENb C YyKa3aHHEM JaThl U
IMPHUYUH U3BATHUA C IMOANMCHIO JIMIIA, BRIJABIICTO JOKYMCHT, U IMOANKUCHIO JIMIIA, ITOJTYYHUBIIETO €T0
BO BPEMEHHOE I0JIb30BaHHE.

6. OdopmiieHHe JIMYHBIX JeJI Nepe] caavel B apXuB



6.1. Odopmienue TUYHBIX AEN AJ Mepelayd B apXUB MPOU3BOJUTCS CHEIMAIMCTOM IO KaJIpam
0011e00pa3oBaTeIbHON OpraHu3aIii. JTa MpoleIypa BKIIOYAeT:

* [OAWIMUBKY (NEpEIUIeT) 1ena;

*  YTOYHEHHE HyMEpPAaIluH JIUCTOB JICNa;

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

* cocraBiieHUE (YyTOUYHEHHE) BHYTPEHHEH OTHCH;

* BHECCHHE YTOYHEHUH B PEKBU3HTHI JIUIIEBOH OOJIOKKH Jiena.

6.2. Jlucr-3aBeputenb Jena JODKEH MOJIMCATh €r0 COCTaBHTENb, IPH AITOM JeNlaeTcs
pacmudpoBKa IODKHOCTH W TOMIKCH, MPOCTaBIsSeTcs JnaTa. B mpormecce HMCMONb30BaHUS
apXMBHBIX JOKYMEHTOB B JIHCTE-3aBEPUTEIIC JICIAIOTCS COOTBETCTBYIOIIME OTMETKU. Ecim meno
MOJIIUTO O€3 JMCTa-3aBEPUTENS], TO €ro CIEAYeT HAKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOXKKH
nena.

6.3. C nenbto obecrieyeHust COXPaHHOCTH JIMYHBIX JI€T PEKOMEHTYeTCs:

* 00BEIUHATh WHAWBUIYAIbHBIC JIMYHBIC Jea YBOJCHHBIX COTPYJHHKOB B OJHY OOJIOXKY
(0OBbeIMHEHHOE JIETI0) C TAaKUM pacdeTroM, 4ToObl 00beM jena (Toma) He mpeBbiman 250
JUCTOB (ITyTE€M CITMBKY MaTE€PHAaIOB WHAWBUYAIBHBIX JIEJ IO TOJaM YBOJIbHECHUS);

* pacmonaratb Marepuaibl WHIMBUAYAJIbHBIX AEN B Mpeiaeiax jaena (Toma) B andaBUTHOM
nopsiike (MoaMuIIbHO), OTAEISISI MaTePUAIIbl, OTHOCSIIUECS K Pa3HBIM HHIMBHIYaTIbHBIM
JcjiaM, 4YUCTBIM JIMCTOM 6YMaFI/I C YKa3aHMEM Ha HCEM (1)3,MI/IJII/II/I, HUMCHH U OTYECCTBA
COOTBETCTBYIOIIIETO  YBOJICHHOTO TIelarora ¥ COTPYJHHKAa 00IIe00pa3oBaTeIbHON
OpraHu3aIuy,

* cHa0XaTh KaXJ0€ OOBEIMHEHHOE JeN0 (TOM) BHYTPECHHEH OIUCBHIO C TEPEUUCIICHUEM
dbamunuii, UIMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUI], B TNpeAesax KOTOPBIX
PacIIoJIOKEHBI COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. [lepenada TMUHBIX A€ B apXUB OCYIIECTBIIICTCS HE TO3IHEE TPEX JIET IOCIIE 3aBEPIICHUS UX
B JICJIONIPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. [IpenBaputesibHO ceKkpeTapeM, CIeUaIuCTOM
M0 KaJpaM IIPOBEPACTCAd IIOJHOTAa W IMPAaBHUJIBHOCTH IIOATOTOBKM JIMYHBIX JCJII K ICpeaaqc.
BrbIsiBIIeHHBIC TIPU TPOBEPKE HEJAOCTATKH YCTPAHSIOTCS CEKpETapeM, CICIHAIMCTOM IO KaJpam.
Hepe)laqa " IPHUEM IIPOU3BOAATCH 11O OIMKUCH C HpOCTaHOBKOﬁ OTMETOK O HAJIMYUU JIMYHBIX ACII.
6.5. JInunble nena neaaroroB U COTPYIHUKOB 00Ie00pa3oBaTeIbHON OpraHU3allui, 3aKOHUCHHBIC
nenonpousoacTBoM o0 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 roma — 50
ner. JInuHble Aena TMpeKTopa, IIaBHOro Oyxranrepa o0uieoopa3oBaTenbHON OpraHu3alui UMEIOT
ITIOCTOSIHHBIM CPOK XpaHEHHMS.

7. OTBETCTBEHHOCThH
7.1. Tlemaroru W COTPYAHUKH OOIIE00pa30BATENHLHON OpraHU3alMi OO0S3aHBI CBOEBPEMEHHO
MIPEJICTaBIIATh CEKPETAPIO WU CICIIHATUCTY 0 KaJpaM CBeJIeHUsT 00 N3MEHEHUHN B MIEPCOHATBHBIX
JMAaHHBIX, BKIIOYEHHBIX B COCTaB JIMYHOIO Jea.
7.2. Paboronmarens obecrieqnBaer:
* COXpPaHHOCTh JIMYHBIX JIe TMEeJaroroB M COTPYAHUKOB  00IIeoOpa3zoBaTebHOMN
OpraHH3aIlvH;
* KOH(UIEHIMAIBHOCTh CBEACHUN, COAEpKAIIMXCS B JUYHBIX JeJaX T[eJaroroB Hu
COTPYIHHUKOB.

8. [IpaBa pa6oTroaaresisi U padOTHUKA
8.1. Jlns obecnieueHHs 3allUThl MEPCOHAIBHBIX JAHHBIX, KOTOPHIE XPAaHATCA B JMYHBIX Jenax
MEearoroB W COTPYJHHUKOB 00IIe00pa30BaTebHOW OpraHW3alud, MEAarord W COTPYTHUKH
00111e00pa30BaTEIbLHON OpraHnu3alui UMEIOT MPaBO:
* TIOJYYUTHh TOJHYIO HH(POPMAIMIO O CBOMX TMEPCOHAIBHBIX JaHHBIX M O00pabOTKE ATHX
JTAaHHBIX;
*  TOJYYHUTH CBOOOJHBIN JOCTYI K CBOMM IMEPCOHATHHBIM JTAHHBIM;



* MOJIyYUTH KOIHUU IOKYyMEHTOB, XPaHSIIHECS B IMYHOM JIEJI€ U COJACPIKAIIUE TIEPCOHALHBIC
JIaHHBIE.

* TpeOOBaTh UCKIFOUYCHUS WM UCIIPABJICHUS HEBEPHBIX M HETIOJHBIX MEPCOHAIBHBIX JTAaHHBIX.

8.2. PaboToaTenb UMEET MpaBo:

* 00pabarpIBaTh MEPCOHANBHBIC JAHHBIE TIEJaroroB U COTPYIHUKOB 001Ie00pa3zoBaTeIbHOM
OpraHM3allfK, B TOM YUCIIC U Ha 3JICKTPOHHBIX HOCHUTEIISX;

* 3ampOCHTh OT TENaroroB W COTPYIHUKOB 00me0o0pa3oBaTebHON OpraHu3aluyd BCIO
HEOOXOIMMYIO HMH(MOPMALMIO JUIS BEJACHHS JIMYHBIX JIed W OOpaOOTKH IEepCOHAIBHBIX
TaHHBIX.

9. 3ak/II04YUTe/IbHBIE M0JI0KEHUS

9.1. Hacrosee [lonoxxenue o nopsjike BeACHUS JUYHBIX J1€]1 paOOTHUKOB SIBJIETCS JIOKAJIbHBIM
HOpPMATHUBHBIM aKTOM, NpHUHUMAaeTca Ha I[lemarormueckoM coBeTe IMIKOJIBI M yTBEpxkKaaeTcs (JIubo
BBOJIUTCS B JICHCTBHE) MPUKA30M JIUPEKTOPA OpraHU3alMK, OCYILECTBIIAIOMEH 00pa30BaTEIbHYIO
NESITENIHOCTD.

9.2. Bce u3MeHeHus U JOIOJHEHMs, BHOCHMMblEe B HacTosuiee [losnoxenue, opopmisiorcs B
IIUCBMEHHOW (QopMe B COOTBETCTBUM JICHCTBYIOIIMM 3aKOHOJATeslbcTBOM  Poccuiickoit
®enepanuu.

9.3. IlonoxeHne O MOPSAKE BEACHUS JIMYHBIX e paOOTHHKOB 0Opa30BaTENbHON OpraHU3aluu
IIPUHUMAETCS Ha HEONPENENICHHBbIM Cpok. M3meHenus wu pomnonHenus K [lonoxenuro
MPUHUMAIOTCS B TIOpsiiKe, IpeaycMoTpenHoM 11.9.1. Hacrosmero [lomosxeHus.

9.4. Ilocne npunstus IlonoxkeHus (MIM HW3MEHEHMM U JIONOJIHEHHH OTIENbHBIX ITYHKTOB HU
pa3zesioB) B HOBOM peaKLuy IpeablIylas peJakliis aBTOMaTUYECKU yTPauuBaeT CUILY.



JKypHan yuera mTu4HBIX €1

[Ipunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX ICJI pa6OTHI/IKOB

Ne Hata ®Qamumus, | Tabems- | JomxrocTs | CTpyKTyp- 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- (pacmopsi-
COTpYIHHKA HOCTB) JKCHHS) O JKCHHS) O
nejarora u npueme IpeKpaiie-
COTpYAHHKA nejarora u HUH
coTpyAHUKa | (pacTopxke-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
NIe1aroroM U
COTPYAHUKOM
(yBosBHE-
HUN)
1 2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

Wunexc nena

O0J107KKa JIMYHOTO Jeia

Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX el paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTta Hayama

Jlata okoHUaHUs

Ha JIUCTax
XpaHUTh Ier
Donx Ne
Onuchk Ne

Jemo Ne

(3aroyioBOK Jiena)



Ipunoxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

JIMYHBIX ICJI pa6OTHI/IKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
/i JIOKYMEHTA JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKyMEHTOB

(umpamMu ¥ IPOIHCHIO)

KonnyecTBo IMCTOB BHYTpEHHEN OIIMCH

(uudpamu 1 MPOIHCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuce)

« » 202 roma




©.1.0.

[Tpunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEICHUS
JMYHBIX JIe]1 pabOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakoMIIEHUS Tiearora
Y COTPYAHHUKA C TUYHBIM
JIEJIOM

Iloanuce nienarora u
COTpYIIHUKA

OTMeTKH, TpUMeYaHus,
3aMeYaHus




[Ipunoxxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX ICJI pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e;KeroJaHoii MpPoOBePKH COCTOSIHUS
U HAJIMY U] JIMYHOTO /e

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[aTta npoBepku

d.N.0. unenosn
KOMHCCUU

Iloanucu 4yieHoB
KOMUCCHUU

Pesynbrar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX ICJI pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJApPOB

Nmsa

OT4ecTBO

2. Ion

3. T'ox, 4nuciio U MECSI POKICHUS

4. Mecto poxacHUs

5. I'paxnancTBO

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

6. O6pazoBanue

HasBanue
yueOHOro
3aBEJICHHS U €TO

MCCTOHAXOXIACHHC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYIUICHUS

Ton
OKOHYaHUS
WM yX0Jia

Ecim ne
OKOHYMJI, TO
C KaKkoro
Kypca yuen

Kakyro
CIELUAIBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
y4eOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YIOCTOBEPEHHS

7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BIIAJIEETE

8. YueHas CTeneHb, yueHOE 3BaHUE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U NEepeBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE OOBACHATHCA, BIIAJICETE CBOOOHO)




10. Brmmonusiemass paboTa ¢ Havaja TPYJOBOH JAeATENbHOCTH (BKJIIOYass yyeOy B BBICIIUX H
CPEIHHUX CIEeNUATbHBIX YYEOHBIX 3aBEICHUSAX, BOCHHYIO CIIYO0y U paboTy MO COBMECTUTEILCTBY)

Mecsu u rox JIOJKHOCTB C YKa3aHUEM YUpeXKIeHUS,

HOCTYIUICHUS yxoJa OpraHu3alUK, IPEANPUATHS, a TAKKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHUE
YUpEKICHUS,
OpraHu3aluy,
MPEATPHUATHS

11. IlpeOniBanue 3a rpanulieii (padora, ciy:keOHass KOMaHIMPOBKa, MMOE3/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 nmeere npaBUTEIbCTBEHHbBIC HArpaIbl

Korna u kem HarpaxeH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTIM M BOMHCKOE 3BaHME

CocraB Pon Botick

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

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3allOJIHCHUS JTUYHOTO JIUCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO H3BEIIATh 000 BCEX M3MEHEHUSX NaHHBIX, BKIIOYCHHBIX B JIMYHBIN

JMCTOK 10 y4eTy KaJpoB.

« » 202  rona




AHKETA

[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX ICJI pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxneHus

1. I'paxkmaHCcTBO (€CIM M3MEHSUIA, TO YKaXHUTE,
KOTJIa ¥ 10 KaKOW MpUYnHE)

2. OOpa3zoBaHme, y4yeHas CTENEHb (Korma |
KaKue y4deOHBIC 3aBEJCHHS OKOHYMIIM, HOMEpa
autuioMoB). CHeUMaibHOCTh M KBATH(DHUKAIISL
10 JIUIIIIOMY

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

4. Brinonzsiemas padoTta ¢ Hayajla TpPYJOBOU JIeATENbHOCTH (BKJIIOYasi BOGHHYIO CIyX)0y U padboTy

110 COBMeCTI/ITeHBCTBY)

Mecsu u rox JIOJDKHOCTB € yKa3aHHEM Y4pPEKICHUS,

MOCTYIIJICHHU A yxona OopraHusanuu, INpeArpruAaATHA, a TAKKC

MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XIeHHUE
YUpeXKICHUS,
OpraHu3aIu,
MPEATPUITHUS

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. Jlomanauii agpec u HoMep TenaeoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSIOIINI

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

8. JlonmomHUTENbHbIE CBEJIEHUS, KOTOphIE BhI jkemaere cooOmuTh o cede

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

« » 202  ronma

(IOMMKHOCTB OTBETCTBEHHOT'O 32 KaJIPOBBIN y4eT)

(moamucs)

(pacumpoBKa IOIITUCH)




Ipunoxenne Ne8
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX el paOOTHUKOB

JIMCT-3ABEPUTEJIb

naea 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 HPU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopMupoBaHUs 1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacumppoBKa MOAIKUCH)

« » 202  ronma
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