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IHoioxenue
0 NOPA/IKe BEXCHNAS JIHYHBIX JeT paGoTHHKOB

1. O6mue mooxkeHus
1.1. Hacrosimee Ilonoxenue o mnopsake BeaeHMS NMUHBIX e PabOTHHKOB OpraHu3aLuH,
OCYIIECTBIAOMWEH  00pasoBaTeNbHYI0  [EATENBHOCTh, pa3pabOTAHO B  COOTBETCTBHH  C
DenepanbHbimM 3akoHoM Ne 273-D3 ot 29.12.2012 «O6 obpa3osannu B Poccuiickoii Denepanmny
¢ u3MeHeHusmu oT 8 nekabpst 2020 roma, PenepambHbiM 3akoHOM oT 27.07.2006 Ne 152 «O
MEPCOHAILHBIX NaHHbIX» B penakuuk oT 8 nexabps 2020 roma, Ilpukasom ®enepanbHoro
apXMBHOro areHTCTBa OT 23 nexabps 2009 roma N 76 «OG6 yTBepxneHud MeTORMYECKHX
PEKOMEHIaLmi MO pa3paboTKe MHCTPYKUMH 1O NETONPOM3BOACTBY B (be/epaibHBIX OpraHax
VCTIONHMTEIbHON BiacTh», Ykasom [lpesunenta or 30.05.2005 Ne 609 «O6 yTeepicaeHuu
TonoskeHust 0 MEPCOHATBLHBIX IaHHBIX TOCYAAPCTBEHHOIO Ciyskamero Poccuiickoi deneparin u
BENICHUH €ro JWYHOro jena» B pepakuuu or 23 wmroas 2019 roma, Tpymoseiv Komekcom
Poccniickoit Penepauyu, KonnekTneHbIM 10roBopoM, YCTaBoM OpraHU3aIliy, OCYIIECTBIISIOLICH
00pa3oBaTeNbHYIO AEATENBHOCTD.
1.2. Jlannoe [lonoxernue ompenesnser MOPAAOK BENCHHMS JMYHBIX AEN MEJATOrOB M HHBIX
COTPYAHHMKOB M PAaOOTHHUKOB IUKOJbI, ONPEAETSET TOPSAOK (OPMUPOBAHHUS, yUeTa ¥ XPAHEHMS,
BbIIa4H JIMYHBIX [IE]T BO BPEMEHHOE MOJIb30BaHHE, 4 TAKKE OTBETCTBEHHOCTD, IPaBa pabOTHHKOB U
JMPEKTOpa 00pa30BaTENbHON OPraHU3aLHy.
1.3. Hacrosmee TTonosxenne yTBEpKIaeTCs MPUKA30M MO LIKOJIE M SABIAECTCA 00S3aTEIIBHBIM [UIs
BCEX KATErOpHM NeNarorn4eckux U APyrux COTPYAHUKOB IIKOJIBI.
i.4. BeaeHne NMuHbIX A€ NEAATOrOB M COTPYAHMKOB LUKOJbI BO3JATAETCH Ha CHELMANNCTA 10
KaJ(paM OpraHu3aliy, OCYIECTRISIOUIEH 00pa30BaATENbHYIO AEATENBHOCTS.
1.5. JluuHOE €10 — OCHOBHOW TOKYMEHT IEPCOHAIBHOTO YYeTa, COAEPIKALIUMA HauOoJIee MOJHbIE
CBEZIEHHs 0 PabOTHUKE 00pa30BaTENbHON OPraHU3aly U €ro TPYAOBOM JEATENILHOCTH. B mruHOoe
JEJI0 BHOCATCS CBEICHHS, CBS3aHHBIE C MIOCTYIICHHEM Ha pabOTy ¥ YBOJIBHCHHEM.
1.6. Cpenemnisa, copepkauecs B JIHMIOM J€Ne, OTHOCATCS K Kondunemmansio midopMan,
UMEKT OIPaHUYEHHbIH JOCTYII M pa3riIallieHUIO HE MOJIEKAT.
1.7. Jlnunoe neno BeETCS B TEUEHHUE BCEro MepHo/a padoThl pabOTHHKA.
1.8. Benenue HECKOJNBKMX JIMUHBIX AT OXHOrO paboTHHMKA 00Pa30BATEIBHONM OpPraHM3aLMH HE
JIONYCKaeTCs.
2. Mopsinox hopMUPOBAHUS THYHEIX AT COTPYTHAKOR
2.1. ®dopmHpOBaHME JIMYHOIO JeNa TENaroroB H COTPYAHHMKOB 00ueo6pa3oBaTenbHOM
OpraHu3alid [POM3BOIMTCS HEMOCPEACTBEHHO TOCIE TpueMa B  001eo0pa3oBaTe/bHYHO
OpraHM3alMi0 WJIM [EepPEeBOJa [MearoroB M COTPYAHMKOB W3 JpYyroil 00pa3oBaTesibHOM
OpraHHU3alyH.
2.2. B COOTBETCTBMH C HOPMATUBHBIMHU JOKYMEHTAMH B JINYHBIE JIENIa MENArOroB M COTPYAHUKOB
OpraHM3auyy, OCYLIECTBIAIOMIEH 00pa30BaTENbHYIO NEATEIBHOCTD, BKIIAABIBAIOTCS CIEIYIOIIHE
TOKYMEHTBI:
s nedazozo6:

*  3asBJIEHHE O TIpUEME Ha paboTy;

*  3agBJIEHKE O COTJIACHU Ha 00pabOoTKY NepPCOHANBHBIX JAHHBIX MENarora;

*  CIpaBKa O HAJIMYHH (OTCYTCTBMM) CYIMMOCTH H (WJH) (haKTa yroJOBHOIO TIPECIIEN0BAHMS,

BBIJAHHOI0 COOTBETCTBYIOIMM OPraHOM IPaBOIOPSIKa;



aBToOHMOrpadus;

KOIIMS MacropTa UK HHOTO JOKYMEHTA, YOCTOBEPSIFOLIEr0 JUYHOCTD;

KOIIUS CTPAXOBOI'O CBU/IETEILCTBA IEHCHOHHOI'O CTPAXOBAHMUS,

KOIUS UJIEHTU(PUKALIMOHHOIO HOMEpa HAJIOT OIIaTENbIUKA;

KOIHsI TOKYMEHTa BOMHCKOTO y4eTa (1711 BOCHHOOOS3aHHBIX);

KOITHSI CBUJIETENILCTBA O 3aKJII0YCHUHU Opaka (Mpy HAJIUYUH);

KOIIHSI CBUJIETENILCTBA O POXKICHUH JIeTeH (IIpH HAJMYWN);

KOIUH IOKyMEHTOB 00 00pa3oBaHUM;

KOIMU IOKYMEHTOB O KBaJU(PUKAIIMK UM HAJIMYKME CHEUaNIbHbIX 3HaHUN (TIpH HAJIMYUN);
KOITMY aTTEeCTAIIMOHHBIX JIMCTOB (TIPH HAJIMYUH);

KOIIMM TOKYMEHTOB O HarpaxaeHuu (Ipu HaJIU4YuN);

XapaKTEePUCTUKH, PEKOMEH IaTeIbHbIE M CbMa (TTPU HAIWYHH ),

MpUKa3 o MpreMe Ha padboTy;

IpUKa3 0 IePEeBOie HAa MHYIO TOJKHOCTD (TIPU HAJIUYUH);

JOJDKHOCTHASE MHCTPYKIUS (JODKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HAueHUs Ha BCe
JOJDKHOCTH);

TPYAOBOH A0roBOp (C MOCIEAYIOIIMM BKJIIOYEHHUEM JONOJHUTEIbHBIX COIVIAIIEHUM K
TPYAOBOMY J0OTOBOPY);

TPYAOBYIO KHUXKKY;

MEIULIUHCKYIO KHUXKKY.

s pabomnuros:.

3asiBJIEHHE O IpHeMe Ha paboTy;

3asBJICHHE O COTJIACUU Ha 00pabOTKY MEPCOHAIBHBIX TAHHBIX M1e/1arora;

CrpaBKa O HAIMYKUK (OTCYTCTBUH) CYTUMOCTH H (MiH) (aKTa yrojJOBHOTO MPECIICIOBAHUS,
BBIJIAHHOT'O COOTBETCTBYIOLIIM OPraHOM IIPaBOMNOpPsIIKa;

aBTOOHMOTpadus;

KOIMSI TaclopTa MJIM MHOT'O JJOKYMEHTA, YAOCTOBEPSAIOIIEr0 JUUHOCTb;

KOIHSI CTPAXOBOI'0 CBUJIETEIBCTBA IEHCHOHHOIO CTPaXOBaHUS;

KOMUS UJIEHTH (PUKALOHHOT'O0 HOMEpa HAJIOTOIIaTENbIUKA;

KOIUS TOKYMEHTa BOMHCKOTO y4eTa (/1711 BOEHHOOOS3aHHbIX);

KOIHSI CBUJIETENbCTBA O 3aKII0UEHUH Opaka (IIpy HaJHYUN);

KOIUS CBUJIETENHLCTBA O POXKICHUM JIeTel (IpU HAIMYUN);

KOIIMY TOKyMEHTOB 00 00pa3oBaHUH;

KOIIMH JOKYMEHTOB O Harpa)<1eHuu (IIpy HaJIU4un);

XapaKTEepUCTUKU, pEKOMEHJaTeIbHbIE MHCcbMa (TIPU HAIUYHH);

IprKa3 0 IpueMe Ha pabory;

IpUKa3 0 IePEeBO/ie HAa MHYIO TOJKHOCTD (TIPU HAJIUYUH);

JOJPKHOCTHAsE MHCTPYKLUS (JOJDKHOCTHBIE MHCTPYKLMM C MOMEHTAa Ha3HAu€HUs Ha BCE
JIOJDKHOCTH );

TPYAOBOH J0roBOp (C MOCIENYIOIIMM BKJIIOYEHUEM JOMOJHUTEIbHBIX COIVIALICHUH K
TPYAOBOMY JOTOBOPY);

TPYAOBYIO KHUXKKY;

MEIULIUHCKYIO KHUXKKY.

Pabomooamenv ogpopmnsem:

TPYZOBO# JIOTOBOP B ABYX 3K3EMILISIPAX;

MpHUKa3 0 mpremMe Ha padoTy (0 MmepeMelieHur Ha APYyTHe TODKHOCTH);
JMYHYI0 KapTouky Ne T-2;

JOJDKHOCTHYIO HHCTPYKITUIO B ABYX DK3EMILIISIpaXx.

Pabomooamenv snakomum.

C HOPMATHUBHO-TIPAaBOBBIMH JOKYMEHTaMU IIKOJIbI (YcraBoM, KOIeKTUBHBIM J1I0TOBOPOM,
[IpaBuiaMu TpyI0BOTo pacnopsaKa U JIp. JOKaJIbHBIMU aKTaMHU);
C IOJDKHOCTHOM MHCTPYKIIUEH;



* pPOBOJAUT BBOJHBIA MHCTPYKTaX, HHCTPYKTAaX IO OXpaHEe TpPyAa, HHCTPYKTaX IO
IIPOTUBOINOKAPHON 0€30IacHOCTH.

2.4. TIlepBuuHoe oopmIIeHUE JIMYHOT'O Aejia IPEeIycMaTpUBAET:

* IPUCBOEHUE JIMYHOMY JI€Jy HOMEpA COIJIACHO JKYpHAJy y4yeTa JIMYHbBIX Jed (IpUioKeHue
Ne 1);

* MpPOCTaBJCHHE Ha OOJIOKKE JIMYHOrO Jena (rnpusioxeHnue Ne 2) cieqyrouux peKBU3UTOB:
MHJIEKC Jena (B COOTBETCTBMM C HOMEHKJIATypoH jen  o01eo0pa3oBaTenbHON
OpraHu3alMM; I[0JIHOE HaMMEHOBaHHE 001Ieo0pa3oBaTeNbHON OpraHu3aluu; HOMED
JUYHOTO Jena; (aMuiIus UMs OTYECTBO pabOTHHKA B MMEHUTEIBHOM MaJiexke; JaThl — TOJ
HayaJia ¥ roJl OKOHYaHHs BeIEHUs Jella; KOJIUYECTBO JMCTOB; CPOK XPaHEHUS;

* IIOMEILEHUE JIOKYMEHTOB, IOMJIEXKAIMX XPAHEHUIO B COCTaB€ JIMYHBIX Je€J, B
XPOHOJIOTMYECKOM OPSIIKE:

» BHYTPEHHSSI ONHCH JOKYMEHTOB Jena (mpunoxenne Ne 3);

» JIMYHBIN JIMCTOK IO yYeTy KaapoB (mpuiokeHus Ne 6);

» 3asgBJIEHHE O IIpueMe Ha padoTy;

» TIpuKa3 o IpueMe Ha padory;

» TPYAOBOM JOTOBOD;

» JIOTOBOp O TIOJHOW MAaTepHalbHOW OTBETCTBEHHOCTH (€ci pabOTHUK —
MaTepuaibHO OTBETCTBEHHOE JIMIIO);

» XapaKTEepUCTUKU M PEKOMEHAATEeNbHbIC TUChMA;

» corylacue Ha 00paboTKy NMepCOHANIbHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEILEHHBIX B JINYHOE J1EJ10, IIOJUIEKAT HyMEpaLUH.
2.6. C uenpto obecriedeHus HaJuIexKalled COXpaHHOCTH JIMYHOTO JieJia MEaroroB U COTpyIHUKOB
00111e00pa3oBaTeIbHON OpraHu3alluu U yaoO0cTBa B OOpallleHuu ¢ HUM Opu (HOpMUPOBAHUU
JOKYMEHTBl TOMEILIAIOTCS B OTAENbHYIO manky. IIpu yBosbHEeHMM pabOTHHMKA MPOIIMBAIOTCA
HUTKaMH U CAAKOTCS B apXUB.
2.7. BHyTpeHHss ONUCh JOKYMEHTOB, UMEIOIINXCS B JINYHOM JI€Ne, JOJDKHA COAEPkKATh CBEJECHUS
O TOpPAJKOBBIX HOMEpaxX, HAUMEHOBAHMSAX JOKYMEHTOB Jejla, KOJIMYECTBE JIMCTOB, JAaTax
BKJIFOUEHUS TOKYMEHTOB B JINYHOE JIEJIO U U3BATUS U3 JIeNla, a TAKKEe KM HM3bIT JOKYMEHT U 1O
KaKOW NMpUYNHE.
2.8. BHyTpeHHSS OMHCh COCTaBJIAETCS HA OTIEIHHOM JIMCTE MO yCTaHOBJIEHHOW Qopme. JIMCThI
BHYTpPEHHEH ONUCH HYMEPYIOTCS OTJENbHO.
2.9. Ilpn noAroToBKe JUYHBIX AEN K Iepefadye Ha XpaHEHUE K BHYTPEHHEH OMMCU COCTABIIAETCS
UTOTOBasl 3allUCh, B KOTOPOH yKa3bIBa€TCs IU(PpaMH U MPOMUCHIO KOJINYECTBO BKIIOUEHHBIX B HEE
JOKYMEHTOB U KOJIMYECTBO JIMCTOB J€a.
3. Ilopsnoxk BefeHHsl JIMYHBIX /el TeJaroroB W COTPYAHHKOB OpPraHM3aluH,
OCYILIEeCTBJIAIOLIEH 00Pa30BaTEIbHYIO 1eATe1bHOCTh
3.1. JluuHoe Aen0 IemaroroB U COTPYJHUKOB 0OOIIE00pa3oBaTEIbHONW OpraHU3alMd BeEIETCsS B
TEUEHUE BCETO IMepuoja paboThl KaXKIOro Ieaarora M COTpyJHMKa B 00I1eoOpa3oBaTEIbHOMN
OpraHu3alMH.
3.2. JlanpHelilmee BeieHUE JMYHOIO Jesa IEJaroroB M COTPYJHHKOB 00I11e00pa3oBaTeIbHON
OpraHu3alMM MperycMaTpuBaeT IOMEIIEHHE B JIeJ0 JOKYMEHTOB, 0Opa3yrloluXxcs B Ipolecce
paboueil nesATeIbHOCTH U UMEIOIIMX 3HaU€HHE I TPYIOBBIX OTHOILICHHH:

*  JIONOJIHEHUE K JIMYHOMY JIUCTKY IO YY€TYy KaJIpOB;

*  JIOTIOJIHUTENbHBIE COIIALICHUS K TPYIOBOMY JIOT' OBOPY;

* KONUHU IPHUKA30B 10 JIMYHOMY COCTaBY, KOTOpbIE€ KacaloTCs IEJaroroB M COTPYAHHUKOB

0011e00pa3oBaTeIbHON OpraHu3alIuy;
* OT3bIBBl JIOJDKHOCTHBIX JIMI[ O TeAarore M COTPyAHUKE 0011eo0pa3oBaTeabHON
OpraHu3alny;

*  KOIUU JIOKYMEHTOB O MOBBIIIEHUH KBaJIH(UKALINN;

*  KOIUU cepTU(UKATOB, IPaMoOT;

*  JIUCT — 3aBEpUTEIIb Jieja (COCTABIAIOT IPHU caue JIMYHOrO JIeNla B ApXUB);



*  WHBIC JOKYMEHTHI.
3.3. B memsax oOecrieueHUs KOHTPOJISL 332 COXPAaHHOCTHIO M aKTYyaJbHOCTBIO JIMYHBIX JEN B
o0m1eo0pa3oBaTeNIbHON OpraHM3aluu eXerogHo (He mo3aHee | kBapTana ropa, CIEAYIOMIEro 3a
OTYETHBIM) IPOU3BOJUTCS MPOBEPKA UX HAJIMUMS U COCTOSHUS.
3.4. ExxerofHyro IpOBEpKY COCTOSHUS JIMYHBIX [ HA IPEAMET COXPAaHHOCTH BKJIOYEHHBIX B
HEro JOKYMEHTOB IPOBOAMT CHELMAIBHO CO3AaHHAss Komuccus. O IpOBENEHHBIX IPOBEPKAX
JieNIaeTCsl OTMETKA B JIMCTE O PE3yJbTaTaxX €XEroJHON MPOBEPKU COCTOSIHUS U HAJIWYUS JINYHOTO
nena (nmpuioxenue Ne 5) u cocraBisiercs akT. Pe3yabTaTsl IpOBEPKH JIMYHBIX JI€] B 0053aTEIbHOM
MOpSAKE TOBOASTCS 0 AUPEKTOpa 00111e00pa3oBaTEIbHON OpraHu3alyH.
4. Ilopsaok y4éra M XpaHeHUs] JHUYHBIX [eJl NMeJaroroB M COTPYAHUKOB OpPraHM3aluH,
OCYIIeCTBJISIOMIEl 00Pa30BATEJIbHYIO 1eSITeJIbHOCTD.
4.1. XpaHeHue U y4yeT JUYHBIX JAEJN MEeJaroroB U COTPYAHUKOB OpraHU3alluy, OCYILECTBIISIOLIEH
00pa3oBaTeIbHYIO J1eATEIBHOCTh, OPraHU3YIOTCS C IENbI0 OBICTPOro M 0e30mMO0YHOro MOMCKa
JUYHBIX J1eJ, o0ecrnedeHHs HX COXPaHHOCTH, a Takke oOecrneueHus KOH(UIEHIUATbHOCTH
CBEJICHUH, COAEPKALIMXCS B JOKYMEHTaX JIMYHBIX JI€]l, OT HECAHKIIMOHUPOBAHHOI'O JOCTYIIA.
4.2. JInyHble JeN1a COTPYIHUKOB XpaHATCS B ceiide 001eodpa3oBaTeIbHON OpraHU3aliy.
4.3. TpynoBble M MEAULIMHCKIE KHIKKU XPAHATCS OTAEIBHO B celide.
4.4. JlocTyn K JTUYHBIM JellaM TEAaroroB U COTPYAHUKOB 00IIE00pa30BaTENbHOW OpraHu3aluu
UMEIOT TOJIBKO CEKpeTapb, CHEHMAJUCT [0 KaJpaMm, JAUPEKTOp o0011eo0pa3oBaTeIbHOM
opraHu3alMM Ju00 3aMECTUTENN JUPEKTOpa MpU MCHOJHEHUHM O00s3aHHOCTEH JMpeKTopa
00111e00pazoBaTeIbHON OpraHU3aIiHy.
4.5. Cucrematusanus JMYHBIX JeJI [EAaroroB M COTPYAHHUKOB 00I11€00pa3oBaTeIbHON
OpraHu3alMy MPOU3BOJUTCS B aji(paBUTHOM MOPSIIIKE.
4.6. JluyHble fnena MefaroroB U COTPYJHUKOB 0011€00pa3oBaTe/IbHON OpraHU3alluu, UMEHOIINX
rocyJlapCTBEHHbIE 3BaHUs, IPEMUHU, HArpa/ibl, yUeHbl€ CTEIIEHU U 3BAHUS, XPAHATCS MMOCTOSHHO, a
OCTaJIbHBIX COTPYAHMKOB — 75 JIET ¢ TOAa YBOJIbHEHUs1 paboTHHKA (B cooTBeTcTBUHU ¢ Ilepeunem
TUIIOBBIX YIPABJIEHYECKUX JOKYMEHTOB).
5. IlopsAoK BBIAAYH JIMYHBIX €] BO BpEMEHHOE M0JIb30BaHHE
5.1. Bpimaya nuuHbIX Aen (OTAENbHBIX JTOKYMEHTOB B COCTaBe JIMYHOIO Jeja) BO BPEMEHHOE
MOJIb30BaHUE MPOU3BOAUTCS C pa3pelieHus AUPEKTOpa 00I1eo0pa3oBaTeNbHONM OpraHU3aliu 10
3asIBJICHUIO COTPYIHUKA OpraHU3alliu, OCYIECTBIISIONEeNH 00pa30BaTeIbHYIO AeITEIbHOCTD.
5.2. PabGora (o3HaKomJIeHME) C JIMYHBIMH  J€JaMM  I€JaroroB M  COTPYJHHUKOB
0011e00pazoBaTEIFHON OpraHU3allui MPOU3BOJUTCA B MPUEMHON AupekTopa. B koHie pabodero
JHSl CEKpeTaph WJM CHELUAJIUCT O KajgpaM o0s3aHa yOeIuTbCs B TOM, UTO BCE JIMUYHBIE J€Na,
BBIJIAHHBIE BO BPEMEHHOE II0JIb30BAHME, BO3BpALlEHbl HAa MECTO XpaHEHHs M €CTb JIU
HEOOXOJUMOCTb I IPUHATHUSA MEp K UX BO3BPALLCHUIO UM PO3BICKY.
5.3. dakT BeIJAUU JIMYHOTO Jiesla GPUKCUPYETCsl B KOHTPOJILHOM >KypHaJe.
5.4. U3bparue oTAENbHBIX JTOKYMEHTOB U3 JINYHOI'O JeJia MPOU3BOAUTCS C pa3pelleHus TupeKTopa
00111e00pa3oBaTeIbHON OpraHu3aluu ¢ O(QOpPMIIEHMEM COOTBETCTBYIOIIEW 3amucu B rpade
«[Ipumeuanue» BHyTpeHHeH onucu. [Ipu BpeMEHHOM H3BATUH JOKyMEHTa Ha €ro MecTo (MEXIy
JUCTaMU COCEJHUX JOKYMEHTOB) BKJAJbIBACTCA CIpaBKa-3aMECTHTEIb C YKa3aHHEM JaTbl U
IIPUYUH U3BATHUS C MOANMCHIO JMIA, BBIAABUIEr0 JOKYMEHT, U IOJIHUCHIO LA, TIOTY4YHUBILErO €ro
BO BPEMEHHOE I10JIb30BaHUE.
6. OdopmiieHne JUYHBIX JIeJ1 MIepe] cAayeil B apXuB
6.1. OdgopmiieHne JIMYHBIX €N AJI NepeJayd B apXUB IMPOU3BOAUTCS CHELHAIMCTOM IO KaJpam
006111e00pa3oBaTeIbHOIN OpraHu3aluu. JTa IpoLelypa BKIIOYAET:

*  TOAIMBKY (MEperieT) Aena;

* YTOYHEHHE HyMepaluH JUCTOB J€Na;

*  COCTaBJIEHHUE JMCTa-3aBepuTens (mpuioxenue Ne 8);

* cocTaBlieHUE (YTOYHEHHE) BHyTpEHHEH OnucHy;

* BHECEHHUE YTOUHEHHUH B PEKBU3UTHI JUIIEBON OOIO0XKKH JIeNa.



6.2. Jlucr-3aBepuTenb Jena JOJDKEH TMOAMHCATh €ro COCTaBUTENb, NPU OTOM Jeiaercs
pacmmdpoBKa MODKHOCTA M TOAMKMCH, MPOCTABISIETCS Jata. B mporecce MCMoNIb30BaHUA
ApPXUBHBIX JIOKYMEHTOB B JIUCTE-3aBEPHUTENIC JEIAIOTCA COOTBETCTBYIONIME OTMETKH. Ecim memo
NOAIMTO O€3 JMCTa-3aBEpUTEIIs, TO €ro CJIeNyeT HAaKJIEUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOXKKHU
Jena.

6.3. C enpro o0ecreyeHrst COXPaHHOCTH JIMYHBIX J1eJT PeKOMEHTYEeTCS:

*  00BEAMHATh WHAMBUAYAIbHBIC JUYHBIC J[€la YBOJEHHBIX COTPYIHUKOB B OJHY OOJOXKKY
(0OBeTMHEHHOE JEJI0) ¢ TAaKUM PacueToM, YTOObl 00beM Jena (Toma) He mpeBbiman 250
JUCTOB (ITyTEM CIIMBKHA MaTEpUAJIOB HMHAUBUIYATBHBIX JIEJ I10 TO/IaM YBOJIbHEHU);

* pacrmoyiaraTh MaTepuajbl MHIANBUIYAILHBIX JIeNT B Ipenenax aena (toma) B andaBUTHOM
nopsiike (mohaMuIbHO), OTAEISAS MaTepUalbl, OTHOCSIIUECS K Pa3HbIM WHIUBUIYaTbHBIM
JenaM, 9UCTBIM JIHCTOM OyMmard ¢ yKka3aHWeM Ha HeM (aMuiInd, UMEHH U OTYeCTBa
COOTBETCTBYIOIIETO YBOJICHHOTO TMe€Aarora M COTPyAHHMKA 00I11e00pa3oBaTeIbHOM
OpraHu3allvy,

* cHa0XaThb KaxXJ0€ OObEOUHEHHOE €0 (TOM) BHYTPEHHEH OIKChbIO C TepedyHciieHHueM
¢bamMuuii, UMEH M OTYECTB M YKa3aHHEM HOMEPOB CTpPAHUI], B Mpelneraax KOTOPBIX
pacnoyiokeHbl COOTBETCTBYIOIINE TOKYMEHTHI.

6.4. Ilepenaua TUYHBIX JI€T B apXUB OCYIISCTBIISETCS HE MO3JHEE TPEX JIET IMOCIIe 3aBEPUICHHS UX
B JICJIONPOU3BOJICTBE B COOTBETCTBHH C Tpaduxom. [IpenBapurtensHo cekperapeM, CrernuaiincToM
IO KaJpaM IMpOBepsieTCs IMOJHOTa M MPaBWIBHOCTh MOJATOTOBKM JHMYHBIX Jel K TMepeaaue.
BrisBieHHbIE NIPU MPOBEPKE HEJOCTATKU YCTPAHSIOTCS CEKpeTapeM, CIIEHUAIMCTOM IO Kaapam.
[lepenada u mpueM MPOU3BOASATCS MO OMKCH C MPOCTAHOBKON OTMETOK O HAJMYHUH JTMYHBIX ACII.
6.5. Jluunble nena megaroroB U COTPYAHUKOB 0011€00pa30BaTeIbHON OpraHu3alny, 3aKOHYCHHbBIE
nenonpousBoacTBoM 1o 1 saBaps 2003 rona, xpausarcs 75 ner, nmocne 1 saBaps 2003 roga — 50
net. JInuHble f1ena AMPEKTopa, TIaBHOTo Oyxranrepa o01ieodpazoBaTeNbHON OpraHu3aliil UMEIOT
MOCTOSIHHBIA CPOK XPaHEHMUSI.

7. OTBETCTBEHHOCTH

7.1. Tlemaroru ¥ COTPYIHUKH OOIIEOOpa30BaTEIbHON OpraHU3aluyd O0S3aHBI CBOEBPEMEHHO
MIPENICTABIIATh CEKPETAPIO UJIM CHEIUATUCTY 10 KaJpaM CBEIEHUsI 00 M3MEHEHUU B MEPCOHATBHBIX
JTAHHBIX, BKJIFOUEHHBIX B COCTAB JIMYHOTO JIeJa.

7.2. PaboTonarens oOecreunBaeT:

* COXPaHHOCTh JIMYHBIX JIeJ1 TEeAaroroB M COTPYAHHKOB  00111€00pa3oBaTeIbHON
OpraHu3aIlNH;

* KOH(QUICHIMAILHOCTh CBENCHUN, CONEpKAIMMXCA B JIMYHBIX JellaX [eAaroroB u
COTPYAHHKOB.

8. I[IpaBa paboTonaresisi 1 padOTHHUKA

8.1. llna oGecrneueHus 3alIUTHl MEPCOHATBHBIX NAHHBIX, KOTOPHIE XPAHATCS B JMYHBIX Jelax
MeJaroroB M COTPYIHUKOB OOIIE00pa30BaTENbHON OpraHu3aluy, NEAarorui MU COTPYIHUKH
00111€00pa30BaTEIbHON OpraHU3ali UMEIOT IIPABO:

* TONYYUTh TMOJHYK WH(OpPMAIMIO O CBOMX MEPCOHANBHBIX JAHHBIX U 00pabOTKE ITUX
JTAaHHBIX;

* MOJIy4YUTh CBOOOJHBIN TOCTYH K CBOUM MEPCOHATBHBIM JIaHHBIM;

* MOJIYYUTh KOMUU JOKYMEHTOB, XPAHSIIMECS B IMYHOM JIelie U COAEpKalIie NePCOHATbHBIE
JTAHHBIE.

* TpeOOoBaTh UCKIIIOUCHUS WU UCIPABJICHHS HEBEPHBIX U HETIOJHBIX TIEPCOHATBHBIX JaHHBIX.

8.2. PaboTonaTens UMeEET MpaBo:

* 00pabaTbhIBaTh MEPCOHAIBHBIC JIAHHBIE MEAAroroB U COTPYAHUKOB 00IIe00pa30BaTEIIbHOM
OpraHU3aIliH, B TOM YHCIIC H Ha SJICKTPOHHBIX HOCUTEISX;

* 3aMpoOCUTh OT MEJaroroB M COTPYAHHMKOB OOII€00pa30BaTENbHON OpraHu3aluyd BCHO
HeoOX0oaMMYI0 WHGOPMAIMIO [Jisi BEASHUS JIMYHBIX A€l U 00pabOoTKH MepCOHATBHBIX
JTAHHBIX.

9. 3akaYNTeNbHBIE MOJI0KEHHS



9.1. Hacrosamee ITonoxenue o mopsake BeICHUs JIUYHBIX A€l paOOTHUKOB SBISIETCS JOKaJIbHBIM
HOPMaTHUBHBIM aKTOM, NpuHUMaeTcst Ha [lenarornueckom coBeTe WIKOJbI U yTBepxkaaercs (Jinbo
BBOJUTCS B JIEHCTBUE) NMPUKA30M JAUPEKTOPAa OPraHU3allUU, OCYIIECTBISIONIEH 00pa30BaTEIbHYIO
JEeSATENBHOCTb.

9.2. Bce u3MeHeHUs U JONOJHEHUs, BHOCHMBIE B Hacrosmiee Ilonoxenue, opopMmisioTcs B
MMUCbMEHHOH (opMe B COOTBETCTBUHM JCHCTBYIOIIMM 3aKOHOJATEILCTBOM Poccuiickoit
®denepanuu.

9.3. [lonoxxeHue O MOpsIKE BENEHUS JIMYHBIX JleNl paOOTHUKOB 00pa3oBaTeIbHON OpraHu3aluu
IIPUHUMAETCS Ha HEONpeAeNeHHBIM Ccpok. M3Mmenenus u nonosnHeHus K Ilomoxenuto
MIPUHUMAIOTCS B IOpAAKE, MpeaycMoTpeHHoM 11.9.1. HacTosmuiero [Tomoxenus.

9.4. Nocne mpunsatus llomokeHuss (MM M3MEHEHWH M JIOMOJHEHHWN OTIENBHBIX MYHKTOB U
pa3zesioB) B HOBOM pelaKkMK MPEeAbIAYIasi pEeAaKIis aBTOMAaTUYECKH YTPaunBa€eT CUITY.



JKypHan y4yera TU4YHBIX 1€

[punoxenue Nel
K TIOJIOXKEHHIO O TOPAIKE BEICHHS
JMYHBIX 1€l pabOTHUKOB

Ne Jata ®dammmus, | Tabems- | JlomkHocTh | CTpyKTYp- Hatau Hatau [Mpumeua-
n/ oopmue- ums, HBIN (podpec- HOE HOMEp HOMEp HUe
I | HUSI JJUYHOTO | OTYECTBO HOMeEp cusl, nojpase- npuKasa npuKasa
nerna nearora u Ccrenuaib- JIeHUe (pacnopsi- (pacmiops-
COTpyJTHUKA HOCTB) KCHUS) O JKEHUS) O
nearora u npueme npeKpariie-
COTPYIHUKA nerarora u HUH
COTpyIHUKa | (pacTopxe-
Ha paboTy HUH)
TPYZIOBOTO
JIOTOBOPA C
TIe1arorom u
COTPYIHUKOM
(yBosbHE-
HUN)
1 2 3 4 5 6 7 8 9




Do Ne

Omuce Ne

Jlemo Ne

Munekc nema

O0J107kKa JJUYHOrO Aei1a

[punosxenue Ne2
K IIOJIOJKCHHIO O TOPSIIKE BEACHHS
JIMYHBIX [N pabOTHUKOB

JIMYHOE AEJIO Ne

(Ha3BaHUE 0OPA30BATEIBHON OPraHU3ALIUH)

JlaTa Hayama

JlaTa OKOHYaHUS

Ha JIMCTax
XpaHuTh JeT
Do Ne
Omuch Ne

Jemo Ne

(3aroJIOBOK JeJa)



BHYTPEHHAA OITNCH
JIOKYMEHTOB Jieia No

[punosxenue Ne3

K ITIOJIOKEHHIO O TIOPAAKE BEACHUA

JIHYHBIX OCII pa6OTHI/IKOB

Ne HNunexc [ara Ha3zBanue Homep IIpumeuanus
n/n JIOKyMEHTa JIOKyMEHTa JIOKyMEHTa JIUCTOB
Jena
Hroro: JIOKYMEHTOB

(umdpaMu 1 IPONUCHIO)

KonnuecTBo mMcTOB BHYTpPEHHEN OnuCH

OTBETCTBEHHBIN 32
Ka/IpOBBIN y4er:

(undpaMu ¥ IPOMHUCHIO)

« » 202 rona

(momuck)




©.1.0.

[punoxenue Ned
K TIOJIOXKEHHIO O TOPAIKE BEICHHS
JMYHBIX 1€l pabOTHUKOB

JIOIDKHOCTh

JImunoe memno Ne

JIaTa O3HAKOMIJICHU 1I€Jarora
1 COTPpYAHHUKA C JIMYHBIM
JCIIOM

[Toamuck menarora u
COTPYAHHKA

OTMGTKI/I, npuMedyaHusd,
3aMCYaHusA




[punoxenne Ne5

K ITIOJIOKEHHIO O TIOPAAKE BEACHUA

JIHYHBIX OCII pa6OTHI/IKOB

OTMeTKa 0 pe3yJIbTaTax eKeroAHo MpPoOBEePKH COCTOAHUS
U HAJTUYHSA JTUYHOI O J1ej1a

©.1.0.

JIOIDKHOCTR

JInuHoe nemo Ne

[ata mpoBepku

d.N.0O. uneHos
KOMUCCHUH

Iloanucu 4ieHoB
KOMM CCUH

PesynbTat mpoBepku




1. ®amunmug

[punosxenue Ne6

K ITIOJIOKEHHIO O TIOPAAKE BEACHUA
JIHYHBIX OCII pa6OTHI/IKOB

JIMYHBIN JIUCTOK M0 YYETy KaJAPOB

Nmsa

OTuecTBO

2. ITon

3. Tox, unciio u Mecsity poXKICHUS

4. MecTto poXaeHHS

5. I'paxxiancTBo

(ceno, nepeBHs, TOPO, paiHoH, 06,1acTh)

6. ObpazoBanue

Haspanne
y4ueOHOro
3aBEICHUS U ero
MECTOHAXOKJIEHHE

@aKyJIbTET
WIH
OT/EJICHUE

Ton
HOCTYHJI CHU I

I'on
OKOHYaHUA
WJTM yX0/1a

Ecau ne
OKOHYHII, TO
C KaKoro
Kypca yuien

Kakyro

CIICIMAaJIbHOCTD

MOJTy4YHII B
pesyJbTaTe
OKOHYaHUS

y4eOHOro
3aBeJleHMs,
ykasatb Ne

JUILUIOMA UITH

YAOCTOBCPCHUA

7. Kakumu HHOCTPAaHHBIMH SA3bIKaMHU BJIAACCTC

8. YueHas cTeneHb, y4eHOE 3BaHHE

(‘{I/[TaeTe U IEPEBOAUTE CO CIIOBAPEM, UUTACTE U MOXKETE O6’I)SICH$ITBCSI, BJIAJICETC CBOGOZ{HO)

9. Kakue nmeete Hay4dHbIE TPYABI U H300pETEHUS




10. Brimonnsiemass paboTa ¢ Hayaja TPYAOBOW JesATENbHOCTH (BKJIHOYas yueOy B BBICIIMX U
CPEAHMX CHELMATBHBIX Y4EOHbIX 3aBEIEHUAX, BOCHHYIO CITYy>KOY U pabOoTy 110 COBMECTUTENHCTBY)

Mecsin u rog JIOIDKHOCTD C YKa3aHUEM YUPEXKIECHUS, MecToHaxoxaeHnE
IIOCTYIIJICHUS yxozaa OpraHu3aluu, NPEINPUITHS, a TAKKE YapeKACHUS,
MHMHUCTEPCTBA (BEIOMCTBA) OpraHHU3alNH,
eI pUSATUS

11. [IpeGriBanue 3a rpanuIei (padoTa, ciryxeOHas KOMaHAMPOBKA, MOE3IKA C JIeJeramnneii)

Mecsn u rog B kakoii cTpane Ilenb npeObIBaHus 3a
C KaKoro 0 KaKoe TpaHUIIEN
BpEMEHU BpeMms

12. YuacTre B BBIOOPHBIX OpraHax

MecTo BBIOOPHOTO HasBanue BEIOOpHOTO B kauectBe koro T'on

opraHa opraHa BBIOpaH n30paHust | BbIOBITHS

13. Kakue umeere npaBUTEIbCTBEHHbIE HATPAIbl

Korpa n kem HarpaxaeH

14. OTHOIIIEHHE K BOMHCKHUM 00S3aHHOCTSIM M BOMHCKOE 3BaHHE

CocraB Pox Boiick
(xOMaHHBIN, TOTUTHYECKUH, aIMUHUCTPATHBHBIH, TEXHUYECKUH U T. 1)

15. CemeliHOE 100K EHUE B MOMEHT 3aITOJHEHUS JTHYHOTO JIMCTKA

(4ICHBI CEMbH, C YKa3aHUEM BO3PacTa)

16. lomamnuii anpec

17. O06s13y10Ch CBOEBPEMEHHO M3BEIIaTh 000 BCEX M3MEHEHUIX JAHHBIX, BKIIOYCHHBIX B JIMYHBIN
JIMCTOK IO YUETy KaJpOB.

« » 202 ronma




AHKETA

[punoxenue Ne7

K ITIOJIOKEHHUIO O MTOPAAKE BEACHUA

JIHYHBIX OCII pa6OTHI/IKOB

Damumnus

Nmsa

OT4ecTBO

Hata poxenus

1. I'paxxnancTBO (€CiaM M3MEHSIIH, TO YKaKUTE,
KOTJIa ¥ IO KaKO MPUYUHE)

2. OOpasoBanue, ydeHas cTemeHb (Korja u
Kakhe yueOHbIe 3aBelleHUs OKOHYMIIM, HOMEpa
quriioMoB). CrenuanbHOCTh M KB (PUKALIHS
10 TUTIIIOMY

3. KakuM# MHOCTPAHHBIMH SI3bIKAMHU U SI3bIKAMU
HaponoB Poccuiickoit denepanuu Bilageere U B
KakoW  cTemeHW  (YATaeTe W MOXKETe
00BSICHATHCSI, BJIaJIEETe CBOOOJTHO)

4. BrinonHsiemasi paboTa ¢ Havyajla TPYAOBOM AESITEIbHOCTU (BKJIHOYasi BOGHHYIO CIyXk0y U paboTy

110 COBMECTUTEIHCTBY)

Mecsn u rog JIOIDKHOCTB € yKa3aHUEM yUpEexKICHHUS,

MMOCTYILICHHU A yxoaa opraHu3anuyu, IpCANpUATHA, a TAKKC

MUHHCTEPCTBA (BEAOMCTBA)

MecToHaxoXIeHIE
YUpeKIEHUS,
Opra’u3aluy,
NPERIPUATHS

5. Bamu 6;1m3Kue poICTBEHHUKH (’K€Ha, MYK, OTEll, MaTh, OpaThs, CECTPHI)

CreleHb damMunus, uMs, Ton

POACTBA OTYCCTBO POXIOCHUA

MecTto paboThI,
JIOJDKHOCTh

Anpec mecTa
KUTCIbCTBA

6. JlomamHuii aapec u Homep TenedoHa

7. IlacmopT uiaM JOKYMEHT, €T0 3aMEHSFOITUN

(HOMep, cepusl, KEM U KOT/ia BbIaH)

8. JlomonHuUTENbHBIE CBEAEHUS, KOTOpbIE BEI s)xenaere cooOmmTh 0 cebe

10. Ha xakoii ypoBeHb 3apriiaTtel Bol paccuuTbiBaeTe?

« » 202 ronma

(IOJKHOCTH OTBETCTBEHHOTO 32 KaJPOBBIN yueT)

(moamuce)

(pacuu(poBKa MOJIHUCH)




[punosxenue Ne8
K IIOJIOJKCHHIO O TOPSIIKE BEACHHS
JIMYHBIX [N pabOTHUKOB

JIMCT-3ABEPUTEJIb

aeaa Ne
B nene npommTo u mpoHyMepoBaHO JIICTOB
(uudpamMu ¥ IPOIHCHIO)
¢ Ne o Ne , B TOM YHCIJIE:
JIMTEpHBIE HOMEpA JINCTOB
MpOMYIIEHHbIE HOMEPA JINCTOB
+ JIMCTOB BHYTPEHHEN ONUCH JIMCTOB
OcobeHHocTH (PU3NYECKOT0 COCTOSHUS U Howmepa nucros
(dhopMupoBaHus gena
OTBeTCTBEHHBIN 3a
KaJ[pOBBIi y4eT
(moanuce) (paciudpoBKa MOAUCH)

« » 202  roma
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