MNMPUHSITO:
na [lejrarornyeckom coBere

MBOY COIII Ne 61 M. I1.E.Jlanauna

I[Iporoxon Ne 2 ot 14.09.2023 1.

Klpemeenarel ROApOpN £ [Tpuxas Ne 194 ot 14.09.2023r.

IHouioxkenne
0 MOPsIAKE BeJeHHs JHUHDBIX /leJl pa00THHKOB
MEOY COLI Ne 61 umenn akagemuka Haureneiimona Epumvosnya Jlajgana

1. O0mme 1m10/105KEHHsI

1.1. Hacrosimee [lonoxxeHue O MOPSAKE BCACHHUA JIMIHBIX G pabOTHHKOB
OpraHM3alii, OCYLIECTBISIONIEH 00pa3oBaTe/IbHyIO JCITCALHOCTD, pa3paboTaHo B COOTBETCTBHU
¢ Desepanpibiv 3akoHoM Ne 273-03 or 20.12.2012 «O6 obOpasoBanun B Poccuiickon
degeparmny ¢ u3MeHeHnsiMu ot 4 aprycra 2023 roja, denepanbHbIM 3aKOHOM OT 27.07.2006 Ne
152 «O nepconalbHBIX JAHHBIXY C M3MCHEHUAMHU Ha 14 HI0JIA 2022 rona, Ykazom lIpesunenra ot
30.05.2005 Ne 609 «O6 yrepskaennn [Tosoxenus O MepcoOHANLHBIX A@HHBIX FOCYapCTBCHHOTO
cinyxkamero Poceniickoii dejieparun W BEACHHH €ro JIMIHOIO Jeian, Tpynosbim Koxexcom
Poccuiickoit Peeparun, KoieKTHBHBIM JIOrOBOPOM, Y CTaBOM OpraHu3aliuy, OCYILECTBIIAIONICH
00pazoBaTeILHYIO JICATCILHOCTD.

1.2. Jlaunoe ITosokenue onpeJieNseT NOPSUIOK BEICHHMS JIMUHBIX 1) IICIaroros u
MHBIX COTPYJHMKOB ¥ PaOOTHHKOB IIKOJbI, ONPEIC/IACT IHOPALOK GopmupoBanus, ydera M
XPAHEHHU, BBIIAYH JIMYHBIX JIEJI BO BPEMEHHOE IOJIL30BAHME, & TAKKE OTBETCTBEHHOCTD, IpaBa
paGOTHMKOB K JIpeKkTopa 00pa3oBare/ibHOM OPraH13alHH.

1.3. Hactosmee [lonoskenne yTBEpiJIAeTcs [PUKA3OM 110 HIKOJC M SABJIACTCA
06sI3aTeNbHBIM JUISL BCEX KATErOPHi [1e[arorH4ecKuX | JAPyruxX COTPYAHUKOB IIKOJIBL.

1.4. Bejenue JMYHBIX JEJ MEMaroroB M COTPYAHHKOB ILIKOJLI BO3JAracTcd Ha
CHENMAMCTA [0 KaJpaM OpraHu3aliuy, OCYIIeCTBIIsIONIeH 00pa3oBaTelbHyI0 ACATeILHOCTD.

1.5. JIN4HOE 1eNO — OCHOBHOM IOKYMEHT MEPCOHAJBHOIO YYeTa, COJACpIKallui
nanGoiiee NoNHLIe cpeaeHUst o paborHuke 00pa3oBaTebHOW OpraHu3alud d ero TPY/I0BOH
JeSTENLHOCTH. B JIMYHOE JIeJI0 BHOCSITCSl CBEJIEHHUS, CBSBAHHBIC ¢ MOCTYIICHHCM Ha paboty H
YBOJIbHCHHEM.

1.6. Cezienus, cojiepKaitecs B JIMYHOM JIeJIe, OTHOCSTCS K KOH(DHICHIMATILHOM
HH(OPMALUH, HMCIOT OTPAHMYEHHDLI J0CTYII U PA3IIIAIICHHIO HE TOJUICKAT.

1.7. JIH9HOE JIeJI0 BEJAETCS B TGUCHHE BCETo Teproia paboThl paboTHHKA.

1.8. Bejenue HECKOIBKHX JMUHBIX /€1 OJHOro paboTHHKA oGpazoBaTesIbHOU

opraHu3anuu He JI0I1YyCKaCTCAH.



2. HOpﬂ)lOK (I)OpMH[)OB%lHl/lSl JIMYHBIX ICJT COTPYAHHUKOB

2ol dopMupoBanie  JIHUYHOTO Jena [IeJ1aroron u COTPYIHHUKOB
001e00pa3oBaTeIbHON  OpraHu3aluy  TMPOU3BOAMTCS HEMOCPEJNCTBEHHO I0CIe IIPHEMA B
o0meo0pa3oBaTeIbHYI0 OpPraHU3alHI0 MM I[epeBojia MeJaroros ¥ COTPYAHHKOB H3 JPYroi
00pazoBaTesIbHON Opranu3aiui.

2.2. B cOOTBEeTCTBMM C HOPMATUBHBLIMU JIOKYMEHTAMH B JIMUHbBIE JIeJIa TI€aroroB u
COTPYAHHKOB OpraHnusaliuu, OC}’HJ;GCTBJISHOLHCﬁ O6p’dSOBaT€JH>I-ly]O JACATCIIbHOCTD, BKJIQJABIBAIOTCsI
CJIIYIOIIHE JOKYMEHTHI:

Jlnst nedazoeos:

. 3asBJICHKE O IpueMe Ha pabory;

. 3agBJIEHHE O corlacku Ha 00paGoTKy IepCOHATBHBIX JaHHBIX
IeJlarora;

. CIpaBka O HaJIU4YHH (OTCYTCTBHH) CYIUMOCTH W (miH) ¢akra
YrOJIOBHOTO MPECIIC/IOBAHIS, BEIIAHHOTO COOTBETCTBYIOIIUM OPraHOM MPAaBOMOPSIIKA;

. aBToOHOrpadus;

. KOSl [AcIopTa HJIM HHOIO JIOKYMEHTa, YIOCTOBEPSIOLIEro
JTMYHOCTD,

. KOITHsI CTPAXOBOIO CBHJICTE/ILCTBA IEHCHOHHOTO CTPAXOBAHHS;

. KOITHSI UJCHTH(PHUKALIMOHHOIO HOMEpa HaJIOrOIIaTelIbIIHKa;

. KOITHsI IOKYMEHTA BOMHCKOI0 y4yera (JUIsi BOCHHOOOS3aHHBIX);

. KOITHsSI CBHJIETEIILCTRA O 3aKJIIOUeHUH Opaka (IIpH HAJTHMUMH);

. KOIIUSI CBHIETEJILCTBA O POIKICHHIH JieTel (IIpH HAJIMYKH);

. KOIHH JJOKYMEHTOB 00 00pa3zoBaHuy;

. KOIUHK JOKYMEHTOB O KBAJIM(DHUKAIUK WIX HAIXYUE CIEeLUAILHBIX
3HAHWH (TIpU HAJIMYUK);

. KOIIMH aTTECTAIIMOHHLIX JINCTOB (TIPU HAJMYUK);

. KOITHH JIOKYMEHTOB 0 HarpaXJIeHUH (IIpH HAJIMUKN);

. XapaKTEePUCTHKH, PEKOMEH/IaTeIbHBIE ITUChMa (IIPU HAJTUYUUK);

. IpuKa3 o npueme Ha padbory;

. IIPUKA3 O TIEPEBOJIC HA MHYIO JIOJDKHOCTD (IIPU HAJIMYUH);

. JIOJDKHOCTHASI MHCTPYKIMSI (JIOJDKHOCTHBIE MHCTPYKLUH C MOMEHTA
Ha3HAUCHHSI Ha BCE JIOJDKHOCTH);

. TPYJIOBOH JIOrOBOP (¢ MOCIJIEAYIOUMM BKIIOUEHUEM JOTIOJIHUTEIILHBIX
COIJIAILICHHM K TPYAOBOMY JIOTOBOPY);

. TPYAOBYIO KHUIKKY;

4 MCJIMIIMHCKYIO KHHIKKY.

Lna pabomnuxogs:

. 3asBJICHHUE O IpueMe Ha paboTy;

. 3asBJIEHHE O corlacMd Ha 00paboTKy NEpCOHATIBHBIX JaHHBIX
eJlarora;

. ClipaBka O HaJIuyud (OTCYTCTBHM) CyAUMOCTH M (W) (Qaxra
YI'OJIOBHOT'O ITPECIeI0OBAHHSI, BEIIAHHOIO COOTBETCTBYIOIIUM OPraHOM MPaBOIOPSIIKA;

. aBToOHOrpadus;

. KOMHsI IacropTa WM HHOTO JOKYMEHTa, YJIOCTOBEPSIOIIEro
JIMYHOCTD;

. KOTIMsI CTPAXOBOT'O CBHJICTE/ILCTBA IEHCHOHHOTO CTPAXOBaHMSI;

. KOIHSI MJICHTH()UKALIMOHHOTO HOMEpa HAJIOTOIIATEeIIbIIMKA;

. KOIHMSI JIOKYMEHTa BOMHCKOIO yueTa (JUIsi BOeHHOOOS3aHHbIX );

. KOITHsI CBUJIETEIILCTRA O 3aKjIoueHrH Opaka (IIpu HaJIHYHK);

. KOITHSI CBUJICTEJILCTBA O POIKJICHUHU JAeTel (IpH HATUUUH);

. KOIIUH JIOKYMEHTOB 00 00pa3oBaHuH;

< KOITMH JIOKYMCHTOB O HarpaxJICHUH (HpI/I Ha.III/I"II’II/I);



. XapaKTEePUCTHKU, PEKOMEHIaTeJIbHbIE TUChbMA (TIPH HAJIMYKH);

. IpuKas o npueme Ha padory;

. TPUKa3 0 TIepeBojie Ha MHYIO J0JDKHOCTD (IIPU HATTMUMK);

. JIOJDKHOCTHAS MHCTPYKIHS (AOJDKHOCTHBIC MHCTPYKLIMUM C MOMEHTA
Ha3HAYCHUsI HA BCE JIOJDKHOCTH);

. TPY10BO#i JIOr0OBOP (C MOCHIEAYIONIMM BKIIOUEHHEM JOMOITHHTEILHBIX
COTJIALICHUH K TPYIOBOMY JIOTOBOPY);

. TPYJLOBYIO KHHIKKY;

. MEUITMHCKYIO KHHKKY.

Pabomooamenv oghopmnsiem:

. TPYZ0BOH JOTOBOP B JIBYX 3K3EMILISAPAX;

. npuka3 o npuemMe Ha paboTy (0 IEpeMElIEHHH Ha Jpyrue
JIOJIKHOCTH);

. JTHYHYIO KapTouky Ne T-2;

. JOJKHOCTHYIO HHCTPYKLHUIO B ABYX OK3EMILJISAPaXx.

Pabomooamenv snaxomum:

. C HOPMATHBHO-TIPABOBBIMH  JOKYMEHTaMH WIKOJIBl  (YcTaBom,
KosuieKTUBHBIM JIOroBopoM, llpaBuiamu TpyJoBOrO pacropsiika u Jp. JOKaJIbHBIMH
aKTaMH);

. C JIOJDKHOCTHOM MHCTPYKIIHEH

. POBOJUT BBOJHBIN MHCTPYKTaXK, WHCTPYKTaX IO OXpaHe Tpy.a,

MHCTPYKTAX 10 MIPOTUBOIOKAPHOH O0€30I1acHOCTH.
2.4. [lepBuunoe 0(hopMIIEHHE JIMUHOTO JIeJia IIPelyCMaTpuBacT:

. IPUCBOEHKE JIMYHOMY JIeJy HOMEpa COIJIACHO JKypHaly yuera
JTHYHBIX el (pustoxenue Ne 1);
. [pOCTaBlieHue Ha OOJIOKKE JIMYHOro Jena (mpunoxenune Ne 2)

CHENYIONMX PEKBU3MTOB: HHJEKC Jelia (B COOTBETCTBHM C HOMCHKIIATYPOH /e
0011600 PA30BATENILHON  OpraHU3alliy; I0JHOe HauMeHoBaHue 001eo0pa3oBaTebHOMN
OpraHM3alMK; HOMED JIMYHOTO jienia; PaMHIIMs MM OTYECTBO PAOOTHHKA B MMCHHTEIEHOM
majiexe; JaThl — FoJ Havaja M roJi OKOHYAHUS BEICHHS JIeNIa; KOJIUYECTBO JINCTOB, CPOK
XpaHeHusl;

. [IOMEIIEHNUE JOKYMEHTOB, IIOUIeKAIIUX XPaHCHHIO B COCTaBE
JIMYHBIX JIEJT, B XPOHOJIOTMUECKOM HOPSIJIKE:
BHYTpPEHHSIS OTIUCH JOKYMEHTOB Jiesia (mpuyioxenue Ne 3);
JIMYHBIH JIUCTOK 10 y4eTy KaapoB (npuoxkeHus Ne 6);
3asIBJICHUE O IIpUeMe Ha padoTy;
puKa3 o npreme Ha pabory;
TPYAOBOH JIOTOBOD;
JIOTOBOpP O IMOJIHOM MaTepuaabHOH OTBETCTBEHHOCTH (€Ciu
paGOTHUK — MATEPUAIILHO OTBETCTBEHHOE JIMIIO);

X

£ XapakTCpuCTUKH 1 peKOMeIII[aTCJIbHBIC nmucbMa,
by coryacue Ha 00paboTKy nepcoHalbHbIX JaHHBIX.

2.5. JIUCTHI IOKYMEHTOB, IIOMEIIEHHBIX B JIMYHOE JIEJIO, [O/UICIKAT HYyMEPALUH.

2.6. C nenpio obecrieyenus HaIexKamieil COXpaHHOCTH JMYHOTO Jiesia [1e/1aroros u
COTPYIHHKOB 00Ie00pasoBaTebHOl  opranusaun W ynoOcrsa B OOpalleHHH C HUM IpH
DOPMHpPOBAHUMM JIOKyMEHTHI IIOMEIIAIOTCS B OTJIE/IbHYIO Ianky. IIpu yBonbnenuu paboTHHKA
IIPOIIMBAIOTCSL HATKAMM U CIAIOTCS B apXUB.

2.7. BHyTpeHHSsI ONHCH JOKYMEHTOB, WMEIOIIMXCS B JIMYHOM JI€Ne, JO0J/DKHA
COoJICpIKaTh CBCIACHHUSA O IMOPSIAKOBBIX HOMEpax, HAUMECHOBAHUSIX JOKYMCHTOB JcCJia, KOJIMYECTBEC
JIUCTOB, JIaTaX BKJIOUEHHUS JIOKYMEHTOB B JIMYHOE JIEJIO M UIBATHS U3 JIeIa, a TaKIKE KeM H3BAT

JOKYMCHT H I10 KaKoi NpUYIUHC.
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2.8. BHyTpeHHSS OIMCh COCTABISCTCS HA OTUEIBHOM JIMCTE IO YCTAHOBJICHHOI
(Gopme. JIucTel BHYTpeHHEN OMUCH HYMEPYIOTCS OTIEILHO.

2.9. llpu mOArOTOBKE JIMYHBIX JIEN K Tepenadye Ha XpaHeHHe K BHYTpeHHell omucu
COCTABJISICTCSI UTOroBast 3aluch, B KOTOpOﬁ YKa3bIBacTCsI IlI/I(bpaMI/I U TIPOIIUCBIO KOJIHYCCTBO
BKJIFOUYCHHBIX B HEE JOKYMEHTOB U KOJMYECTBO JINCTOB JIEJIA.

3. Hopsitok BeJeHHsI JIMYHBIX /e [earoroB M COTPYJAHHKOB OpPraHH3aIHH,
OCyIECTBJISIIONIEIT 00PA30BATE/ILHYIO JACATEILHOCTD

3.1. Jlmynoe neso menaroroB M COTPYIHHKOB 00IIeoGpa3oBaTe)IbHON Opranu3anuu
BECTCS B TCUYCHHE BCEro Iepuoja paboThl KaKJIOTO Iemarora M COTPYAHHKA B
00meobpa3oBaTeIbHON OpraHu3alui.

3.2. [lanpueilinee BeJieHME JIMYHOTO  JieJla IEJAroroB M COTPYIHMKOB
06111(306]3&30}321'1‘0)1[)1-1017[ OpraHu3anru  IpeaycMaTpruBacT IOMCIHICHHE B JI€JIO JOKYMCHTOB,
oOpasyromuxcst B npouecce paGoueil AesTeNBHOCTH W HMCIOIMX 3HAYECHHE JUIS TPYHOBBIX
OTHOIIICHHH .

. JIOIIOJIHEHHE K JIMUHOMY JIUCTKY I10 YUETY KaJIpOB;

. JIOTIOJIHUTEJIBHBIC COIVIALICHHUS K TPYJIOBOMY JIOTOBOPY;

. KOIMK TIPHKA30B [0 JIMYHOMY COCTaBy, KOTOpPBIE KacaroTcs
IIeJIaroroB M COTPYAHUKOB 0011e00pa3oBaTeIbHOM OpraHH3anu;

. OT3BIBBI  JIOJUKHOCTHBIX  JIMIL O  IIeJarore ©  COTPYJIHHKE
o0meobpa3oBaTe/IbHOM OpraHu3aluy;

. KOIIMU JOKYMEHTOB O IMOBBIIICHUH KBAIU(DUKAIIUH;

. KOITMH CePTHU(PHUKATOB, I'PAMOT;

. JIMCT — 3aBEpHUTENb Jiesla (COCTABISIOT MpU CAa4ye JUYHOrO Jejia B
apXuB);

. UHBIE JIOKYMEHTBHI.

3.3. B nenax obecrieueHus: KOHTPOJIs 32 COXPAHHOCTBIO M @KTYaJIbHOCTBIO JIMIHBIX
Jen1 B 001eo0pa3zoBaTebHON OpraHu3alui eXeroHo (He no3anee | kBapraia rojaa, ciaeayionero
3a OTYETHBIM) IIPOU3BOJAUTCS [TPOBEPKA X HAJIMYHUSI U COCTOSIHHUSI.

3.4. ExeroiHyro INpOBEpPKY COCTOSIHHUSI JIMUHBIX JICJ Ha IpeIMET COXPaHHOCTH
BKJIIOYEHHBIX B HEro JOKYMEHTOB IIPOBOJMT CIIEHHAILHO CO3AaHnHas KoMuccHsi. O MpoBEICHHBIX
[IPOBEPKAX JIEJIAeTCss OTMETKA B JIMCTE O PE3yJIbTaTax €Kero/IHOM IPOBEPKU COCTOSIHUS U HATHYHS
JaM4yHOro Jena (mpuioxenue No 5) U cocraBiisieTcss akT. Pe3ynbTarThl IMPOBEPKH JIHYHBIX JICN B
00s13aTeIIBHOM IOPSIIKE JOBOJSITCS 10 JIUpeKTopa 0011e00pa3oBaTeibHON OpraHu3aiuH.

4. Ilopstoxk ydéra W XpaHeHHsI JIHYHBIX /e IeJaroroB M COTPYIHHKOB
OpraHH3anUH, OCYIIeCTB/SIIONEH 00Pa30BATEIbHYIO JIeSITEIHHOCTD.

4.1. XpaHeHue M y4eT JIMYHBLIX JEJI IIeIarOroB M COTPYJAHUKOB OpraHu3alluu,
OCYIIECTBIIAIONENH 00pa3oBaTENIbHYIO JIEATEIbHOCTh, OPraHU3yIOTCS C IeJIBI0 OBICTPOro u
0e30mMb0YHOr0 MOMCKA JIMYHBIX JIe), o0ecredeHuss UX COXPAaHHOCTH, a TakkKe O00eCHeueHwHs
KOH(PHUJICHIMAIBHOCTH  CBEICHUWH, COAEpXKALMXCsl B JIOKYMEHTaX JIMYHBIX  JIeJ, OT
HECAHKLMOHUPOBAHHOTO JIOCTYTIA.

4.2. Jluuseple Jena COTPYAHHUKOB XpaHsarcs B ceiide obueoOpazoBaTebHON
OpraHu3aluy.

4.3. TpyioBbIe U MEAMLMHCKHE KHHIKKHA XPaHSITCSl OT/ICJIBHO B Ceide.

4.4. JlocTyn K JIUYHBIM JeJlaM I1€JIar0rOB U COTPYJIHUKOB 0011e00pa3oBaTe/IbHO
OpraHu3alldd  MMEIOT  TOJIBKO  CEeKpeTapb,  CHEHHAJIMCT 110  KajapaM,  JAUPEKTOp
o0meobpaszoBaresbHON  opranuszanuu  JIMOO  3aMECTHUTENIM  JUPEKTOpa IPH  HCIOJHCHUN
o0s3aHHOCTEN JpekTopa 001e00pazoBaTebHON OpraHu3aum.

4.5. CucremaTusanus — JIMUHBIX  JICJI IIearoroB U COTPYAHHUKOB
0011ie00pa3oBaTeIbHOM OpraHu3ali IPOU3BOAUTCS B al()aBUTHOM HOPSAKE.



4.6. Jluduble Jiefa 1ejlaroros 1 COTPYAHUKOB 0011e00pa3oBaTeIbHON OpraHu3aluHy,
MMEIOIIUX TOCYIapCTBEHHBIC 3BAHUS, IIPEMUM, HArpa/ibl, yYeHble CTEICHH W 3BAHUS, XPAHITCS
[IOCTOSIHHO, @ OCTATLHBIX COTPYIHHKOB — 75 JIET € r0J1a YBOJIBHEHHS pabOTHHKA (B COOTBETCTBUY C
[TepeureM THITOBBIX YIIPABICHUYECKHX JIOKYMEHTOB).

5. Iops1ok BuIAYN JINYHBIX €I BO BPEMEHH0e M0JIb30BAHUE

5.1. Beraua auuHbIX Jie)l (OTAEIBHBIX JOKYMEHTOB B COCTABE JIMYHOIO Jiejia) BO
BpEMEHHOE IOJL30BaHKe [IPOM3BOJUTCS C paspelieHds Jjupekropa 00uieo0pasoBaTebHOM
OpraHM3ali| 110 3asBJICHUIO COTPYJHHKA OPraHM3allMH, OCYLIECTBIISIOICH 00pa3soBaTENBbHYIO
JIESITETILHOCTD.

5.2. PaGora (o3HaKOMJICHHE) C JIMYHBIMH JIEJIaMH II€IaroroB ¥ COTPYAHHUKOB
06111e06pa30BaTeILHON OpraHu3alui IPOM3BOMTCS B IIPHEMHOM nupekTopa. B koHue pabodero
JIHS CeKpeTaph WJIM CIEIUAIMACT 110 Kajapam ols3aHa yOeIMThCsl B TOM, YTO BCE JIMUHBLIE JIEIA,
BLIZJAHHBIC BO BPEMCHHOC [10JIL3OBAaHMEC, BO3BpaIlCHbI Ha MECTO XpaHCHHSI U CCTL JIHh
HEOOXOIMMOCTD JIJIS IPUHSITHSI MEP K UX BO3BPAILEHUIO I PO3BICKY.

5.3. @axT BLIAYM JTHYHOTO Jiejia (GPUKCUPYETCs B KOHTPOJIBHOM JKypHAJIE.

5.4. U3zpsarue OTHENBHBIX JTOKYMEHTOB M3 JIMYHOIO Jeja IPOU3BOJUTCA C
paspeleHns aupexTopa 0011eo0pazoBaTebHON OpraHu3auu ¢ OQOPMIICHHEM COOTBETCTBYIOMIEH
samucu B rpade «[Ipumedanne» BHyTpenHell omnucy. [Ipn BpeMEHHOM U3bATHH JIOKYMEHTa Ha €ro
Mecto  (MEXLy JIMCTaMH  COCEIHHMX JIOKYMEHTOB) BKJIA/IBIBACTCSl  CIIPABKA-3aMECTUTEINL  C
YKa3aHUEM JIAThl ¥ [IPUYHH U3BSITHS C TTOJITUCEIO JIMIA, BBIAABLICTO JIOKYMEHT, U II0JUTHCHIO JIHIIA,
[IOJIYYHBIIIETO €0 BO BPEMEHHOE 110J1b30BaHKE,

6. Ogopmirerne JTHIHBIX €)1 IIEpPe/l cAaueii B apXuB
6.1. OdopmiteHHEe JIMYHBIX eI JUls [IEPEIaun B apXuB IPOU3BOUTCS CHEIUATUCTOM
110 Kazpam o6uieo6paszoBareIbHON opranu3aluy. Ota npore/ypa BKIIOYaeT:

. MOJIIIKBKY (IIEPEeIUIeT) Jel1a;

. YTOUHEHHE HYMEPALUH JIICTOB JIEJIa;

. cocTaBlieHue JucTa-3apeputests (puoxenne Ne 8);

. cocraplicHue (YTOYHEHNE) BHYTPEHHEN OIUCH,

. BHECEHHE YTOUHEHHM B PEKBU3UTHI JJUIEBOM OOIOKKY J€1a.

6.2. Jlucr-3aBepuTenb Jiena JOJDKEH [OANKCATL €ro COCTaBUTENb, IPH 3TOM
JienaeTesl pacin(poBKa J0/KHOCTH U IOJIITHCH, IIPOCTaBIAeTCs Jlata. B mporecce Herosib30BaHus
apPXUBHBIX JIOKYMEHTOB B JIHCTE-3aBEPHTEIIC JIENAIOTCSl COOTBETCTBYIONIME OTMETKH. Ecin jieno
NOAMMTO O€3 JIMCTa-3aBEPUTENs, TO €ro CJICYeT HAKICHTh HA BHYTPEHHIOIO CTOPOHY O0JIOKKH
Jerna.
6.3. C nenbio o6ecricueHns COXPAHHOCTH JIMYHBIX J1€J1 PEKOMEHJ1YETCsL:
. OOLEAMHATL  WHIAMBHJyaJbHBIE  JIMUHBIC  JeJla  YBOJICHHBIX
COTPYJHUKOB B OJIHY OGJIONKKY (0OBEJMHEHHOE JEJI0) ¢ TaKUM pacdeToM, 4To0bl 00heM
nena (toma) He rpesbiman 250 JIMeToB (IyTeM CUIMBKH MAaTCPHAIOB MHAMBH/IYJIbHBIX JIeJT
I10 I0JIaM YBOJIbHEHHU);
. pacroJiaraTh Marepuasbl HHIMBHJYaJIbHBIX €I B Ipeenax jeia
(toma) B anpaBUTHOM MoOpsike (MoQaMUIIBHO), OTHEIsil MaTepHasbl, OTHOCIIIHECS K
Pa3HBIM HHIAWBUYATLHBIM JIeJaM, YUCTBIM JIACTOM OyMard ¢ yKasaHHeM Ha HeM (aMHIIuH,
MMEHH ¥  OTYECTBA COOTBETCTBYIOLIECIO  YBOJIGHHOI'O IIeJlarora M  COTPYyJIHHKA
061re06pa3oBaTeNbHOI OpraHu3aluy;
. cHabkaTh Kaskaoe 00be/IMHEHHOE €10 (TOM) BHYTPEHHEH OIHKCHIO ¢
TepeurclicHueM (pamMuiInil, UIMEH M OTUECTB M YKa3aHHEM HOMEPOB CTPAHHI[, B Ipe/enax
KOTOPBIX PACIIOJIOKEHBI COOTBETCTBYIONIME JIOKYMEHTEL.
6.4. Ilepenaya JTMUHBIX JI€J1 B apXHUB OCYIIECTBJIACTCSA HE IO3/HEE TPEX JIeT I0cie
3aBEPLICHKS UX B JICJIOMPOU3BOJICTBE B COOTBETCTBHH ¢ rpadukomM. [IpeiBapuTelIbHO CEKpeTapeM,
CHEHMAJIIMCTOM 110 KaJpam IIPOBEPSICTCs II0OJIHOTA W IPaBUJIbBHOCTL IMOATOTOBKH JIMYHBIX JEIT K



rnepegade. BrisgBiieHHBIE IIpH IPOBEPKE HEJIOCTaTKH YCTPAHAIOTCSI CCKpETapeM, CIICLIUAIITUCTOM 110
KaJapaMm. Hepeaaqa U IpHEM IIPOU3BOIATCSI IIO OoIucu ¢ HpOCTB.HOBKOfI OTMETOK O HaJIM4YHUH
JIMYHBIX JIEI1.

6.5. JIuumble Jejia earoroB H COTPYAHUKOB 001eo0pa3oBaTebHON OpraHu3aluH,
3aKOHUYCHHBIC JEJONpPou3BoAcTBOM 10 1 smBaps 2003 roxa, XpaHATCs 75 net, nocie 1 sHBaps
2003 roma — 50 mer. Jluumble Jena IUPEKTOpa, IVIABHOro Oyxrantepa 00meoOpa3oBaTebHOM
OpraHU3aliK UMEIOT TIOCTOSHHBIA CPOK XPaHCHHS.

7. OTBETCTBEHHOCTDH

7.1. Tlemarorn u coTpyauuku 00meoOpa3oBaTeibHON OpraHHU3aliu o0s13aHbI
CBO@BpCMCHHO HpClICTaBHSITI) cereTapIo WJI CHCIHAIIUCTY I10 Kaapam CBCJICHUS 06 U3MCHCHUU B
TIePCOHANLHBIX JIAHHBIX, BKJITOUEHHBIX B COCTAB JINUHOIO JIe)a.

7.2. Paboromarenn obeciieunBaeT:

. COXPAHHOCTh  JIMYHBIX ~ JIEN  [CAaroros M COTPYAHHKOB
00111e06pa3oBaTeIbHON OpraHu3anuim;
. KOH(pUICHIMATBHOCTE CBEIEHHUH, COJCPXKAIUXCS B JIMYHBIX Jierax

1eJ1aroroB ¥ COTpPyAHHUKOB.

8. IIpaBa paGoroaaresi H pabOTHHKA
8.1. Jlns obecrieuenusi 3alUThl NEPCOHAIBHBIX JIAHHBIX, KOTOPBIC XPaHATCA B
JMYHBIX JI€J1ax IearoroB M COTPYJAHHKOB 00meo0pa3oBaTe/IbHOM OpraHM3aliy, Iejarorn u

COTPYAHUKH 00111e00pa30BaTe/IbHOM OpraHu3allil HMEIOT I1paBo:

. [1OJTy9HTh TIOJIHYI0 HHOOPMALHMIO O CBOUX MEPCOHANBHBIX NAHHBIX 1
00paboTKe ITUX JAaHHbIX;

. MOJTYUUTH CBOOOHBIH TOCTYII K CBOMM [EPCOHATBHBIM JIAHHBIM;

. [OJIy4HTh KOMUH JOKYMEHTOB, XpaHALIMECS B JIMYHOM JEI€ H
coJiepiKaliiie IIepCoHaIbHbIe JaHHbIe.

. TpeGoBaTh MCKJIIOUCHUsI WK MCIPABICHHS HEBEPHBIX M HEIOJHBIX

[IEPCOHANILHBIX JaHHBIX.
8.2. PaGoTtomarens UMEET IIPaBO:

. oGpabareiBaTh [EPCOHAIbHBIE JAHHBIC IEaroroB M COTPY/IHHKOB
0611e06pazoBaTeIbHON OpPraHU3alluH, B TOM YUCIIE i Ha SJICKTPOHHBIX HOCHTEIISX;
. 3aIPOCHTH OT MENAroroB M COTPYIHMKOB 0011e00pa3oBaTe/IbHO’

OpraHM3aliK BCIO HEOOXOAMMYIO MH(OPMALMIO UL BEJACHHA JHYHBIX JCIT U 00paboTKu
MEePCOHAJILHBIX JIAHHBIX.

9. 3aK/JII0MHTE/IBHBIE M0JI0KEHH S

9.1. Hacrosiuiee TTooxenne o IOPsIKe BEJACHUS IMUHBIX 161 PAOOTHUKOB SIBIISCTCS
JNOKAIBHBIM HOPMATHBHBIM aKTOM, IpHHEMaeTcs Ha [legarormyeckom COBETE IUIKOJIBI M
yrepiiaeTess  (uGo  BBOAMTCA B JIEHCTBME) IPHKA3OM  JIUPEKTOpa  OpraHM3aliy,
OCYLIECTBJISIIONIEH 00pazoBaTeNbHYIO JICTEIILHOCTD.

92, Bece wu3MeHEHHMS M JIONOJHEHHS, BHOCMMBIE B Hacrosiee [lonoxenue,
oOPMIISIOTCS B MHCBMEHHOH (opMe B COOTBETCTBHM JICHCTBYIOIIMM  3aKOHO/ATC/ILCTBOM
Poccutickoit @enepanus.

9.3. [lonoskeHHe O NOPs/KE BEJIEHHS JTHIHBIX Jie]l pabOTHHKOB 00pa3oBaTeibHOU
OpraHU3aLMK IPUHUMACTCS Ha HEONPEIe/CHHbIH CpOK. M3MEHEHHS U JIOTIOHEHMS K [Tonoxenuto
[IPHHUMAIOTCA B TIOPSIKE, IpeAyeMoTpentoM 11.9.1. nacrosiero HonoxeHus.

9.4. Tlocme npunstus [lojoskeHus: (MM M3MEHEHHH W JIONOJHCHHH OTCILHBIX
IIYHKTOB M PA3/IelioB) B HOBOM pEJAKIMK NPEAbIIYIIAs PelaKiis aBTOMATHICCKH yTpaduBacT
CHITY.



JKypuan yuera JTUYHBIX JIeJ1

[Tpunoxenue Nel
K MOJIOYKEHHUIO O MOPALKE BEACHUS
JIMYHBIX OEeJT paﬁOTHl/lKOB

Ne Hata @amunus, | Tabenb- | JlomwkHocts | CTpykTyp- Hata u Jata n [Tpumeua-
n/ | odopmie- uMs, HBbIH (npogec- Hoe HOMEp HOMED H1Ee
M | HUSA JIMYHOTO |  OTYECTBO HOMeEp cus, rnoJpase- rnpukasa npuKasa
nela nejarora u Clielnalb- JieHne (pacnopsi- (pacnops-
COTPYAHHKA HOCTB) HKEHUST) O JKEHHUs) 0
nejarora npueme npekparie-
COTpYAHMKA rieiarora u HUW
coTpyaHuKa | (pacTtopike-
Ha pabory HUH)
TPYI0BOTO
JIOrOBOpa ¢
Nnearorom 1
COTPYAHHKOM
(yBOsIBHE-
HUI)
2 3 4 5 6 7 8 9




Donj No

Ormmcen No

Jeno Ne

Wunnexe nena

O0J10%KKa JIMYHOIO Jielia

[Tpunoxenue Ne2
K TIOJIOKEHUIO O MOPSIJIKE BeICHUS
JIMYHBIX J1eJ1 pabOTHUKOB

JIMYHOE JAEJIO Ne

(Ha3BaHue 06'.)2130Bé\']‘0!lbl 1011 Opl'ﬂlll'l'}ilul'll'l)

Jlara Hauana

(3aroJioBoK Jiesa)

Jlata oxoH4yaHus

Ha JIUCTax
XpaHuTh HeT
Don Neo
Ormucen No

Jlemno Ne




IpunoxeHue Ne3

K TMOJIOKCHHIO O MOPSAAKE BEACHUS

BHYTPEHHSIS OITMCh
JIOKYMEHTOB Jiej1a No

JIMYHBIX J1eJ1 pa0OTHUKOB

No Wupexc Jara Haspanue Howmep [Tpumeuanust
n/n JIOKYMEHTa JOKYMEHTa JOKYMEHTa JIUCTOB
Jena
Wroro: JIOKyMEHTOB

(umdpamn 1 NPONKUCHIO)

KoymyecTBo IMCTOB BHYTpEHHEH OIHcH

(undpamu v nponuenio)

OTBeTCTBEHHBIH 3a
KaJ[pOBBIA yUerT:

(NOAMKCH)
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®.1.0.

[Tpunoxenne Ned
K MOJIOYKEHHUIO O MOPSAIKE BEASHHS
JIMYHBIX A1 pab0THUKOB

JlomkHOCTD

JInunoe jeno Ne

I[aTa O3HaAKOMJICHHMSI ITegarora
1 COTpyAHUKA C JIMIHBIM
JICJIOM

Tlonnucek nejarora u
COTpYAHHKA

OTMETKH, TPUMEYaHus,
3aMeYaHMs




[Tpunoxenue NeS

K TTOJIOKCHHIO O MOPSAJKE BEACHUS

JIMYHBIX A1 pabOTHUKOB

OTmeTKa 0 pe3yJibTaTax esKeroHoi NpoBePKH COCTOSIHUS
H HAJIHYHSI JIMYHOTO J1e1a

®.1.0.

JlomxHOCTD

Jlnunoe jieno Ne

Jlara npoBepku

O .1M.0. ynenosn
KOMHCCHH

[Tojiucu 4ieHoOB
KOMHUCCHUH

Pesynbrar nposepku




1. Gamunus

ITpunosxkenue Ne6

K TTOJIOKEHHIO O IOPAAKE BCACHUSA
JIMYHBIX ]I pa60THl/lKOB

JIMYHBIH JIHCTOK [0 YYeTy KaJApoB

Nms

OTuecTBO

2. oxn

3. 'ojt, ynciio u me

4. MecTo poxKIeHH s

5. I'paxciancTBo

CsILl POIKACHHU S

(ceno, aepeBHs, ropos, paiioH, o0nacTn)

6. OGpazoBanue

HazBanue
y4eOHOro
3aBEJICHUS U ero
MECTOHAX0K/ICHUE

dakynbrer
WIIH
OTJICIICHHE

[on
IOCTYIIJICHHS

Fox
OKOHYAHUS
WM yX0J1a

Ecnu ne
OKOHYHMJI, TO
¢ Kakoro
Kypca yiesn

Kakyio

CIICIIHAJIbHOCTD

TOJTy UM B
pesyJibTare
OKOHYaHHMSI

y4eOHOro
3aBCJICHUS,
ykazatb Ne

JITUIOMA UITH

YAOCTOBCPCHU S

7. KakuMyu HHOCTpaHHBIMHU sI3bIKAMU BJIaJI€ETe

8. YueHast cTeneHb, yIeHOe 3BaHKe

9. Kakue umeere HayuHble TPY/Ibl U H300pETEHHSI

(‘ll’lTﬂeTe 1 NEPEBOAUTE CO CJIOBAPEM, YHTACTE H MOIKETC 00BACHATBLCS, BIALCETE CBO60}1H0)




10. Bremonnsiemass pabora ¢ Hauaja TPYAOBON JAesTENbHOCTH (BKJIOYas ydueOy B BLICHIUX H
CPE/IHUX CIIENUANIBHEBIX YUeOHBIX 3aBE/ICHHSX, BOGHHYIO ClIy:KOy 1 paboTy 110 COBMECTHTEIHCTBY)

Mecsinn 1 roJx JIOIKHOCTE ¢ yKazaHHEeM YUYpPEeIKICHHS, MecTonaxoxaenue
IOCTYILICHHSI yxoza OpraHU3alH, IPEJUTPHSITUS, & TAKIKE YUPEIKACHUS,
MUHUCTEPCTRA (BEJIOMCTRA) OpraHu3aIuu,
IIPEUTPHSTHS

11. IlpeGriBanue 3a rpanuneit (padota, ciyxeOHas KOMaHIMPOBKA, IIOE3/IKa C Jeeraluei)

Mecsit u roj B kakoii cTpane Llenb npeObiBanys 3a
¢ Kakoro 10 KaKoe rpaHuIei
BPEMEHHU BpeMs

12. Yuacrue B BBIOOPHBIX Opranax

MecTo BEIGOpHOTO HasBanue BbIGOpHOTO B kauectne xoro ["on

oprasa oprasa BbIOpan u30paHusi | BBIOBITHS

13. Kakue umeere paBUTE/ILCTBEHHBIE HATPAJIBI

Korya u xem Harpaxaen

14. OrHOIEHNE K BOMHCKUM OOSI3aHHOCTSIM U BOMHCKOE 3BAHHE

Cocran Poj Bolick
(KOMaHHBII, NOJANTHUCCKIIT, AAMHHUCTPATHBHbBIIT, TEXHUUYECKHIT 1 T. 11.)

15. CemeitHOE TT0JIOJKEHHE B MOMEHT 3aII0JIHEHHSI JIHYHOTO JIMCTKA

(UNICHBI CEMBH, C yKA3aHHEM BO3PACTA)

16. Jlomamuuit ajipec

17. O0s13y10Ch CBOEBPEMEHHO H3BELIaTh 000 BCEX M3MEHEHHUSIX J@HHBIX, BKIIOYCHHBIX B JIMYHBINA
JIUCTOK I10 YUYETY KaJIpOB.
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ITpunoxenne Ne7
K TTOJIOKEHHIO O INMOPAAKE BEACHHUA
JIMYHBIX )T pabOTHHKOB

AHKETA

Damuius

Nmst

OruecTBO

Jlara poxieHus

1. I'paxxnancTBo (€ciin U3MEHSUIH, TO YKAXXHTE,
KOI'Zla ¥ 110 KaKOH MPUYHMHE)

2. OOpaszoBanue, y4eHas crerneHb (KOrja H
KaKue ydeOHbIC 3aBeJCHUs] OKOHUMIIM, HOMEpa
JUIIIOMOB). CreHaNIbHOCTE U KBAIMA(DUKAIHS
110 JIUIIOMY

3. KakuMu HHOCTpaHHBIMU SI3bIKAMHU U SI3BIKAMHU
HaposoB Poccuiickoil denepannu BlajeeTe U B
Kakoit  cremeHH  (4ATaeTe M MOXETE
0OBSICHSTHCS, BlIajieeTe CBOOOJIHO)

4. Beironusiemast paboTa ¢ Hadasia TpyA0BOU JESITeILHOCTH (BK/IIOYasi BOCHHYIO ¢y Oy 1 paboTy
110 COBMECTUTEIILCTBY )

Mecs 1 rojt JIOIDKHOCTE ¢ yKa3aHUEM YUpexKICHHS, MecronaxoxieHue
IIOCTYIIJICHHUSI yxoJia OpraHu3alK, IPEAPUSITUSL, a TAKKE YUPEKJICHUS,
MUHHCTEpCTBA (BEIOMCTBA) OpraHu3aliui,
IPEIIPUSTHS

5. Bamn 6iu3kue pocTBeHHUKH (OKeHa, MYIK, OTell, MaTh, OpaThsl, CECTPhI)

Crenenp Oamusus, ums, I'on Mecto paboTsl, AJipec mecTa
poJIcTBA OTYECTBO POIKJICHHS JIOJDKHOCTD KHTEILCTBA

0. lomarnuii azpec 1 HoMep TesepoHa

7. llacnopt WM JOKYMEHT, €ro 3aMEeHsIIOLIHH

(HOMCp, CCpHA, KEM H KOI/1a Ilbl)lall)
8. JlonoyiHUTENBLHBIE CBEJICHHSI, KOTOpbIe Bhl jkestaere cooOHUTL 0 cebe

10. Ha kaxoii yposenb 3apiuiaTbl Bel paccuntbizaere?
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(JIOJIKHOCTB OTBETCTBEHHOIO 38 KAAPOBbIi YueT) (noAnMce) (pacupoBKa NOANMCH)




[Tpunoxenne No8
K MOJIOIKEHHIO O MOPSIJIKE BEICHHS
JIMYHBIX J1e1 pabOTHHKOB

JIUCT-3ABEPUTEJIb

aeqa Ne
B siene mpommuto u mponymeposaro JIACTOB
(undpamn 1 NPONUCLHIO)
¢ No mo Ne , B TOM 4YHCIIE;
JIMTEPHBIE HOMEpa JINCTOB
[IPOITyIIEHHbIE HOMEpa JIUCTOB
+ JIMCTOB BHYTPEHHEN OIUCH JIACTOB
OcoGeHHOCTH (U3MIECKOro COCTOSIHUS U Homepa nucros
(GopmupoBanus nena
OTBCTCTBCIII‘I bIi 3a
KaJIPOBBIA yueT
(nonmcs) (pacundpoBka nozanucu)
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