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IHosoxxenue
0 MOPsi/IKe BeJAeHNs JJUYHBIX J1eJl pA00THUKOB

1. O61mue moJioKeHU

1.1. Hacrosmee [lonoxenue o moOpsake BEACHHS JUYHBIX Jel pPaOOTHUKOB OpraHU3alllH,
OCYILECTBISIONIEH  00pa30BaTE/IbHYIO0  JIEATENbHOCTh, pa3paboTaHO B  COOTBETCTBUU C
®denepanbHbIM 3akoHOM Ne 273-D3 ot 29.12.2012 «O06 obpa3zoBanun B Poccuiickoit deneparum»
¢ u3MeHeHusiMu oT 25 nekadpst 2023 roga, denepanbHbiM 3akoHOM oT 27.07.2006 Ne 152 «O
MEePCOHANBHBIX JAHHBIX» C U3MeHeHusMu oT 6 ¢espans 2023 roma, Ykazom IIpesuneHtra ot
30.05.2005 Ne 609 «O06 yrBepxkaennu [1omoxeHHsI O IEPCOHANBHBIX JAHHBIX TOCYAapCTBEHHOTO
ciyxamero Poccuiickoii @enepanui U BeIEHUU €ro JIMYHOTO nena» ee, TpymoBeiM Kogexcom
Poccuiickoit ®enepannu, KomiekTUBHBIM J1OTOBOPOM, Y CTaBOM OPraHU3alMU, OCYIIECTBIISIOIIECH
00pa30BaTeNbHYIO 1eATEIbHOCTb.

1.2. Jlannoe Ilonoxxenue ompenensieT TOPSJIOK BEICHUS JUYHBIX JeJl TEeJaroroB M HHBIX
COTPYTHUKOB U PaOOTHUKOB IIKOJIBI, OMpeAenseT MopsAoK (OopMUpOBaHUS, YyUeTa U XpaHEHHs,
BBIJIa4M JIMYHBIX JIE] BO BPEMEHHOE MOJIh30BaHKE, a TAK)KE OTBETCTBEHHOCTD, IPaBa pAOOTHUKOB U
TUPEKTOpa 00pa3oBaTEIbHON OpraHU3aIlHH.

1.3. Hacrosimiee IlomoskeHue yTBep)KIaeTCsl MPUKA30M IO IIKOJIE U SBISETCA 00S3aTEIbHBIM IS
BCEX KATeropHil Me1arorunyeckux U APyrux COTPYJHUKOB IIKOJIBI.

1.4. Benenue JNUYHBIX JIe] MEAaroroB M COTPYAHHUKOB IIKOJIBI BO3JIAraeTCsl Ha CIEIHAINCTA T10
KaJpaM OpraHu3allii, OCYIIECTBISAIONIeH 00pa30BaTENbHYIO ACSITENbHOCTD.

1.5. JluyHO€ NeI0 — OCHOBHOM JOKYMEHT MEPCOHAIBHOTO YUeTa, COACpIKAIIUi HAanboJee MOJHbIC
CBEICHHsI 0 pabOTHHUKE 00pa30BaTENbHON OpraHU3aIlui U €0 TPYIOBOU AesTenbHOCTH. B mudHOe
JIEJI0 BHOCATCS CBEJICHMUS, CBSI3aHHBIE C MTOCTYIUIEHUEM Ha padOTy U YBOJLHEHHUEM.

1.6. Cenenusi, comepxaiuecs B JINYHOM JIeNe, OTHOCATCSA K KOHGUACHIIMAIbHOW HH(OpMAILINH,
MMEIOT OTPAaHUYCHHBINA JOCTYI U Pa3TJIallIEeHUIO HE MOIeKAaT.

1.7. Jlnanoe nieno BeAeTcs B TEYSHHUE BCETo Meprojia paboThl pabOTHUKA.

1.8. BejeHrne HECKOJIBKHUX JIMYHBIX JIe] OJHOTO pabOTHHKA OO0pa30BATEIbHOUN OpraHHW3allH He
JIOTTYCKaeTcsl.

2. llopsinok (popMuUpOBaHUS JIMYHBIX €] COTPYIHHKOB

2.1. ®opmupoBaHHWE JIMYHOTO [ieJa TEJaroroB W COTPYAHUKOB o00I1Ie00pa3oBaTeIbHON
OpraHu3ali TPOM3BOIUTCS HEMOCPEACTBEHHO TIIOociie IpHeMa B 00I1e00pa30BaTebHYIO
OpraHM3ali0 WM T[epeBoJa IeJaroroB M COTPYIHUKOB U3 Jpyroil oOpa3oBaTelbHOMN
OpraHu3aluHu.



2.2. B cOOTBETCTBHM ¢ HOPMATHBHBIMU JJOKYMEHTaMH B JIMYHBIC JIeJIa TEAaroroB U COTPYIHUKOB
OpraHM3aIlfK, OCYILIECTBISIONICH 00pa30BaTENbHYIO NEATEIBHOCTh, BKJIAIBIBAIOTCS CICIYIOIIHE
JOKYMEHTBI:

Jlna nedazozos:

3asBJICHME O IIpUEMeE Ha padoTy;

3asBJICHHE O COTJIACHH Ha 00pabOTKy MEPCOHATIBHBIX JAHHBIX IEarora;

CIpaBKa O HAJTWYUH (OTCYTCTBHH) CYIUMOCTH M (WiH) (DaKTa yroJOoBHOTO MPECICIOBAHMS,
BBIJIAHHOTO COOTBETCTBYIOILIMM OPTaHOM MPAaBOIOPSIKA;

aBroounorpadus;

KOIHS TaCTOPTa WIIM HHOTO JIOKYMEHTA, YJOCTOBEPSIOIIETO JINYHOCTD;

KOIIMSI CTPaXxOBOT'O CBUJIETEIbCTBA IEHCHOHHOTO CTPAXOBaHUS;

KOIHS UICHTU(UKATMOHHOTO HOMEpPa HAJIOTOIJIATEbIINKA;

KOIIMsI TOKYMEHTa BOMHCKOT'O y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIHS CBUJIETEIHCTBA O 3aKII0YCHNUHU Opaka (Ipyu HAJIMYHN);

KOIIMS CBUJIETEIBCTBA O POXKICHUM JieTel (IIpH HATUYKHK);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMM JJOKYMEHTOB O KBaIM(PUKALMU UM HAJIUYUE CHEIUATIbHBIX 3HaHUH (IIPU HAIWYMHN);
KOIIMHU aTTECTAllMOHHBIX JIUCTOB (MPU HAIUYUN);

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

XapaKTePUCTHKH, PEKOMEH/IaTeIbHbIC MTUChMA (ITPU HAIUYHH );

IIpUKa3 O pueMe Ha padory;

IIPUKa3 O MEPEBOJIE HA UHYIO JOJKHOCTD (IIPH HATUYHH);

JOJDKHOCTHAsT MHCTPYKLUS (AOJDKHOCTHBIE MHCTPYKLIMHM C MOMEHTa Ha3HAuyeHUs Ha Bce
JOJKHOCTH);

TPYAOBOM JOroBOp (C MOCIEAYIOUIMM BKJIIOUEHHEM JIONOJHHUTEIbHBIX COIJIAICHUH K
TPYJIOBOMY JI0TOBODPY);

TPYAOBYIO KHUKKY;

MEIUIIUHCKYIO0 KHUXKKY.

s pabomnuxos:

3asBJICHHE O IIpPUEME Ha PaboTy;

3asBJICHHME O COTJIACHM Ha 00pabOTKy MEepCOHATIBHBIX JaHHBIX IE€arora;

CIpaBKa O HAJIMYUU (OTCYTCTBUH) CyIUMOCTU U (WIK) (aKTa yroJlOBHOTO Ipecie0BaHus,
BBIIAHHOTO COOTBETCTBYIOIIMM OPIaHOM IPaBONOPSIKA;

aBToOMorpadus;

KOIUS NacTOpTa UM MHOTO JOKYMEHTA, YIOCTOBEPSIOLIETO JINYHOCTE;

KOIUSI CTPAaXxOBOI'0 CBUETENBCTBA IEHCUOHHOTO CTPaXOBaHUS;

KOIUS UICHTU(UKAITMOHHOTO HOMEpPa HaJIOTOIJIaTebIINKA;

KOIHUS JOKYMEHTa BOMHCKOTO yuyeTa ([Isi BOEHHOOOS3aHHBIX);

KOIMsI CBUJIETEIbCTBA O 3aKIII0YEHUH Opaka (Ipu HaJIMYuK);

KOIUSI CBUJETENBCTBA O POXKACHUHU AeTel (IIpU HAIUYHUH);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIUU JIOKYMEHTOB O HarpaKJAeHUH (IIPU HAJIUYUN);

XapaKTePUCTHKH, PEKOMEH/1aTeNIbHbIE THCbMA (TTPH HATUYHH);

MIpHUKa3 O puemMe Ha padoTy;

MIpUKa3 O MepeBo/ie Ha MHYIO TOJKHOCTD (TIpU HAJIMYUK);

JOJKHOCTHAS! MHCTPYKLHUSA (JOJKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HAa4yeHMsI Ha Bce
JOJDKHOCTH ),

TPYAOBOH JOroBOp (C MOCHENYIOIIMM BKJIIOYEHHEM JIOMOJHUTENbHBIX COIJIAllleHUuN K
TPYAOBOMY JIOTOBODY);

TPYAOBYIO KHIXKKY;

MEAULMHCKYIO KHIKKY.

Pabomooamenv ogpopmnsem:



*  TPYAOBOMW JOTOBOP B JIBYX IK3EMILIAPAX;

* TIpHKa3 O mpueme Ha paboTy (0 MepeMeIeHHH Ha APYTUe TOKHOCTH);

* JuHYI KapTouky Ne T-2;

*  JIOJUKHOCTHYIO MHCTPYKIIMIO B IBYX 3K3EMIUIIPaX.

Pabomooamens 3nakomum:

* ¢ HOPMAaTUBHO-NIPABOBBIMM JIOKyMEHTaMU HIKOJIbI (YcTraBoM, KoJIIEKTUBHBIM JI0TOBOPOM,
[IpaBuiaMu TpyAOBOTO pacropsaka U Ap. JIOKaIbHBIMU aKTaMH);

*  C IOJDKHOCTHOHM MHCTPYKLMEH;

* INPOBOAUT BBOAHBIM HHCTPYKTaX, HHCTPYKTa)X IO OXpaHE TpyAa, HMHCTPYKTaX IO
MIPOTHBOIOKAPHOU OE30MACHOCTH.

2.4. IlepBuyHoe 0pOpMIIEHHE JIUYHOTO Jiejia peaycMaTpUBaeT:

* IIPUCBOCHME JMYHOMY JI€Jly HOMEpPA COIJIACHO JKYPHAJy Y4eTa JIMYHBIX A€l (IIPUIOKEHHUE
Ne 1);

* MpOCTaBICHHE HA OOJIOKKE JUYHOTO Jena (mpuioxeHue Ne 2) clieqyroIux PEeKBH3UTOB:
UHICKC Jena (B COOTBETCTBUM C HOMEHKIATypoll Jen  oOiieoOpa3oBaTenbHOM
OpraHM3aly; II0JIHOE HAaUMEHOBaHUE O00I111e00pa30BaTEeIbHON OpraHu3aluu; HOMEpP
JUYHOTO Jena; paMuiiusg UMl OTYECTBO pabOTHHUKA B UMEHUTEIILHOM TMaJieXke; JaThl — IO
Hayaja ¥ roJl OKOHYaHUs BEACHUS J1€J1a; KOJIMYECTBO JIMCTOB; CPOK XPAaHEHHUS;

* TIIOMEIIEHHE JIOKYMEHTOB, I[IOJUICKAIIMX XPAHEHHID B COCTaBe JIMYHBIX JeJll, B
XPOHOJIOTUYECKOM HOPSIIKE:

BHYTPEHHSIS OTKCh JOKYMEHTOB Jiefa (mpuiioxkenue Ne 3);

JIUYHBIN JIUCTOK TI0 YYETy KaapoB (mpuioxeHus Ne 6);

3asiBJICHUE O MIpHeMe Ha padoTy;

IIPUKa3 O IpueMe Ha paldoTy;

TPYZIOBOM JAOTOBOP;

JIOTOBOp O TIOJIHOM MaTepuajibHOM OTBETCTBEHHOCTH (ecau pabdOTHHK —
MaTepUaIbHO OTBETCTBEHHOE JIUILIO);

XapaKTepUCTHKHU U PEKOMEH1aTeNIbHbIE MTHChMA;

coryacie Ha 00paboTKy NepCOHATbHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, MOMEIIEHHBIX B JIMYHOE JI€]I0, MOJIekKAT HyMEpPalllH.

2.6. C nenbio obecrieueHus: HaJuIeXkKale COXpaHHOCTH JIMYHOTO Jiejia MEeIaroroB U COTpyIHUKOB
o0mieo0pa3oBaTeabHOW OpraHu3alMi W yA0OCTBa B OOpalieHMM ¢ HUM IpH (HOPMHUPOBAHUU
JOKYMEHThl TMOMEIIAIOTCA B OTHENbHYIO mNanky. Ilpum yBombHeHMHM pabOTHHMKA MPOIIHMBAIOTCS
HUTKaMU U C/Ial0TCS B apXUB.

2.7. BHYTpeHHSs OMCh JOKYMEHTOB, UMEIOIIMXCS B JJMYHOM JEJIE, TOJKHA CONEP)KATh CBEICHHUS
O TMOPSAJIKOBBIX HOMEpax, HAaMMEHOBAHMIX JOKYMEHTOB [iela, KOJMYECTBE JIHMCTOB, JlaTax
BKJIFOUEHUSI JOKYMEHTOB B JINYHOE JEJIO U U3BATUA U3 JIENA, a TAKXKE KEM M3BAT JOKYMEHT U IO
KaKoOH! IIpUYNHE.

2.8. BHyTpeHHss ONUCh COCTaBIsIeTCA Ha OTJCIBHOM JIMCTE MO YCTaHOBIEHHOM (opme. JIucTol
BHYTpPEHHEH OIKUCU HYMEPYIOTCS OT/IEIBHO.

2.9. Ilpyu noAroToBKe JIMYHBIX A€ K IEepelade Ha XpaHEHHE K BHYTPEHHEH ONMUCU COCTaBISAETCS
UTOrOBAas 3alUCh, B KOTOPOIl yKa3bIBaeTcs HUPpaMy U MPOMUCHIO KOJIMYECTBO BKIIOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIEa.

YVV VVVVVY

3. IHopsaoxk BegeHusi JHYHBIX [eJ T1eJaroroB M COTPYAHMKOB OPraHHU3alMU,
OCyLIeCTBJISAIONIEH 00pa30BaTe/IbHYIO 1eITeJIbHOCTh

3.1. JludHoe 1eno MeaaroroB M COTPYIHUKOB 0OIIe00pa3oBaTeIbHOM OpraHU3allii BEIETCS B
TEUEHHWE BCEro TMepuoja padOoThl KaXJOro Tejarora M COTpPyJIHHKA B 001IeoOpa3oBaTeIbHOM
OpraHH3aIliH.

3.2. JlanpHeliee BeACHHE JIMYHOTO Jeja TelaroroB M COTPYAHHKOB 0011e00pa3oBaTebHOM
OpraHM3alfy TMpelycMaTPUBAET MOMEIIEHHUE B N0 JOKYMEHTOB, 0Opasyloluxcs B Ipoliecce
paboueil 1esSTeIbHOCTH U UMEIOLIUX 3HAYEHUE JIJIsl TPYIOBBIX OTHOIIEHHUH:



*  JIONOJIHCHHUE K JINYHOMY JIUCTKY IO y4ETy KaJpOB;
*  JIONIOJIHUTEIIBHBIE COTJIAIIECHUS K TPYAOBOMY JOTOBOPY;
* KOIHHU IPHKA30B 10 JIMYHOMY COCTaBY, KOTOPbIE KacaloTCs IEJaroroB U COTPYAHHKOB
0011e00pa30BaTeIbHON OpraHu3aIiHg;
* OT3bIBBI JOJDKHOCTHBIX JIMIl O IIeJarore H COTPYAHHUKE 0O0IIeoOpa3oBaTeIbHON
OpraHH3aluH;
*  KOIIMHU JOKYMEHTOB O IOBBINICHUH KBATH(DUKAIINH;
*  KOIIMH CEPTH(PUKATOB, IPAMOT;
*  JIHCT — 3aBEpHUTEIIb Jielia (COCTABIISIIOT IIPH Cladye JIMYHOTO JIeia B apXHB);
° HWHBIC TOKYMCHTHBI.
3.3. B memsx obecrieyeHUs: KOHTPOJIS 32 COXPAHHOCTBIO M aKTyaJIbHOCTBIO JIMYHBIX €T B
0011e00pa3oBaTeNbHON OpraHM3aIMy €XKEroAHo (He mo3gHee | KBapraia roja, CieayloLIero 3a
OTYETHBIM) IIPOU3BOAUTCS MIPOBEPKA UX HATUYUS U COCTOSHHSI.
3.4. ExerogHyro MpOBEPKY COCTOSIHHSI JIMYHBIX JEN HA MPEIMET COXPAaHHOCTH BKIIIOUEHHBIX B
HEro JOKYMEHTOB IIPOBOJHT CIICHHAIBHO cO31aHHas Komuccus. O IMPOBEICHHBIX MPOBEpKax
Jie7IaeTCsl OTMETKA B JIMCTE O PE3y/bTaTaXx €KErOAHON MPOBEPKU COCTOSIHUS M HAIUYHUS JIMYHOTO
nena (mpunoxenue Ne 5) u cocraBisieTcs akT. Pe3yinbpTaTsl MPOBEPKH JIMYHBIX JIEN B 0053aTEIbHOM
HOPSAKE JOBOIATCS JI0 AUPEKTOpa 00Ie00pa3oBaTeIbHOM OpraHu3amiH.

4. Tlopsaaok y4éTa M XpaHeHHs JHMYHBIX JeJ MeIaroroB U COTPYAHMKOB OpraHu3anuu,
OCYHIeCTBJISAIOIICH 00pa30BaTEIbHYIO AeSITeJIbHOCTD.

4.1. XpaHeHue U ydeT JUYHBIX JIe] Ie1aroroB U COTPYAHUKOB OpraHU3alluy, OCYILECTBISIOLIECH
00pa30oBaTeNbHYIO AEATEIbHOCTb, OPTaHU3YIOTCS C LENbI0 OBICTPOro M 0e30IMOO0YHOro MoMCcKa
JUYHBIX JeJ, OOECIeYeHHs WX COXPAHHOCTH, a TaKXke oOecredeHus: KOH(UIACHINAILHOCTH
CBEJICHU, cofiepKaluxcs B JOKyMEHTaX JIMYHbBIX J€J, OT HECAaHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2. JInganble 1ena COTPYAHUKOB XpaHTCS B ceiide 00meo0pa3oBaTeIbHOM OpraHu3aIuy.

4.3. TpynoBble M MEAULIMHCKUE KHIKKU XpaHITCS OTAEIbHO B cede.

4.4. Jloctyn K JIUYHBIM JejlaM I€JJaroroB U COTPYJHUKOB 0OIIe00pa30BaTEeIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpeTapb, CIEUUAINCT 1O KaJapaM, JUpeKTop o01ieodpa3oBaTenbHO
OpraHu3al JIMOO 3aMECTHTENH JUPEKTOpa TpU HWCIOTHEHWH OOS3aHHOCTEH JUpeKTopa
00111e00pa30BaTeIbHON OpraHU3aIIH.

4.5. Cucrematuzauusi JUYHBIX JIeJ1 TN€AaroroB M COTPYIHUKOB 00I1€00pa3oBaTeIbHON
OpraHu3aIMK TPOU3BOAUTCS B al(aBUTHOM MOPSIKE.

4.6. Jlnunble Aena MeJaroroB M COTPYTHHKOB O0IIE00pa3oBaTENbHONW OpPraHMU3alU, MMEIOIIHX
rOCyJJapCTBEHHbIE 3BaHUs, IPEMUH, HArpaJibl, YUeHble CTENICHH U 3BaHUS, XPaHATCS MOCTOSHHO, a
OCTJIHBIX COTPYIHUKOB — 75 JIET ¢ TOAa YBOJBHEHHUsI pabOTHHUKA (B cOOTBeTCTBUU C [lepeunem
TUIOBBIX YIPABIEHUYECKUX JOKYMEHTOB).

5. Ilopsinok BbIIa4H JMYHBIX €] BO BpEMEHHOE N0JIb30BaHHE

5.1. Bolgaua nuyHbIX Jen (OTHAENBHBIX JOKYMEHTOB B COCTAaBE JMYHOTO Jiela) BO BPEMEHHOE
MOJIb30BaHKE TMPOU3BOJUTCS C pa3pelIeHus: JAUPEeKTopa o0I1eo0pa3oBaTebHON OpraHU3alu 10
3asIBJICHUIO COTPYIHHUKA OpraHU3allii, OCYIECTBIISIONIEH 00pa30BaTENbHYIO AESITENbHOCTD.

5.2. PabGora (o3HakOMJIEHHME) C JIMYHBIMH  JellaMH  TeJaroroB M  COTPYAHHUKOB
o011eo0pa3oBaTeabHOW OpraHU3alluy MPOU3BOIUTCS B MPUEMHOI aupekTopa. B koHie padouero
JHSI CeKpeTapb WIM CHEelMaIMCT MO KaapaMm o0s3aHa yOenuThCsl B TOM, YTO BCE JIMUHBIE Jena,
BbIIAHHBIE BO BpPEMEHHOE IIOJb30BAaHUE, BO3BpAIllEHbl HAa MECTO XpaHEHHS U €eCThb JIHI
HEOO0XOAUMOCTB JJIsl IPUHATHUS MEp K UX BO3BPAIIECHUIO WIN PO3BICKY.

5.3. @axT BbIIaYM JUYHOTO Jesia PUKCUPYETCS B KOHTPOJIBHOM KypHaJe.

5.4. V3psTHE OTAEIBHBIX JTOKYMEHTOB M3 JIMYHOTO Jeja MPOU3BOAUTCS C pa3pelieHus AUPEKTopa
001eo0pa3oBaTelbHONM OpraHu3anuu ¢ OQOpPMIICHHEM COOTBETCTBYIOIICH 3amuch B Trpade
«[Tpumeuanue» BHyTpeHHeW onucu. [Ipy BpeMEHHOM HM3BATHH JOKYMEHTa Ha €ro MecTo (MEeXIy
JUCTAMHM COCEJIHUX JIOKYMEHTOB) BKJIQJIBIBA€TCSl CIIpaBKa-3aMECTUTENIb C YKa3aHHEM JaThl U



IPHUYUH U3BATHUA C IIOANMCHIO JIMIA, BBIAABIICTO JOKYMCHT, U IMOAIKUCHIO JIMIA, ITOJYYHUBIICTO €TI0
BO BPCMCHHOC ITOJIb30BAHUC.

6. OdopMmiieHHe JJMYHBIX JeJI Nepe] clavyeil B apXuB
6.1. OdopmieHue JIUYHBIX Ae AJs Mepelaud B apXuB IMPOU3BOIUTCS CHEIMATIMCTOM 110 Kajapam
0011e00pa30BaTeIbHON OpraHu3aluy. JTa MPoLeaypa BKIIOYALT:

* TOMIIMBKY (TIEperuieT) Aela;

* YTOYHEHHE HyMEpAalUH JIUCTOB JIENa;

* cocCTaBJIeHHE JHcTa-3aBepurens (mpuoxenue Ne §);

* cocraBieHue (yTOUHEHHE) BHYTPEHHEH OMHCH;

* BHECEHHE YTOYHEHUI B PEKBU3MTHI JHUILIEBOI 00JOKKHU AeTa.

6.2. Jluct-3aBepurenp Jena JODKEH MOANHCATh €r0 COCTaBUTENb, IPH ATOM JelaeTcs
paclppoBKa JOKHOCTH M HOJNMCH, MHpOCTaBisercs nara. B mpouecce HCMosib30BaHUS
apXHMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIENAIOTCS COOTBETCTBYIOLIME OTMETKU. Ecim meno
HOJIIATO O€3 JMCTa-3aBEpUTENs], TO €ro CIEAYeT HAKJIEUTh HAa BHYTPEHHIOK CTOPOHY OOJIOXKKH
nena.

6.3. C nenbto o0ecrieyeHns COXPaHHOCTH JIMUHBIX JIEJI PEKOMEHIyeTCs:

* 00BEIUHATh WHAWBUIYAIbHBIC JIMYHBIC €A YBOJCHHBIX COTPYJHHKOB B OJHY OOJOXKKY
(oOBeaMHEHHOE JIE10) ¢ TaKMM pacdeToM, 4ToObl 00beM jena (ToMa) He mnpesbiman 250
JUCTOB (ITyTEM CIIMBKY MAaTEPHaIOB MHAWBUIYAIBHBIX JIE] MO TOJaM YBOJIbHEHHUS);

* pacrnojiaraThb MaTepualibl MHAMBUIYAIbHBIX /€] B Ipeenax jaena (Toma) B al()aBUTHOM
nopsiike (moaMuIIbHO), OTAEISST MaTepUaIbl, OTHOCSIIUECS K Pa3HbIM MHIWBUIYATbHBIM
Jief1aM, YUCTBIM JIMCTOM OyMaru C yKa3aHHeM Ha HeM (QaMMIMH, UMEHH M OTYecTBa
COOTBETCTBYIOIIIETO  YBOJIEHHOTO Tlearora M COTPYIOHHKAa 001e00pa3oBaTeIbHON
OpraHu3aIuy,

* cHa0XaTh KaXa0e OOBEIMHEHHOE JeN0 (TOM) BHYTPEHHEH OIUCBHIO C TEepPEUUCIICHUEM
¢dbamunuii, UMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUI], B IpeAeiax KOTOPBIX
PAacIIOJIOKEHBI COOTBETCTBYOIIUE TOKYMEHTHI.

6.4. Ilepenada TMUHBIX A€ B apXUB OCYILECTBIIAETCS HE TO3/IHEE TPeX JIET MOCe 3aBepLIeHNUs UX
B JICJIONPOM3BOJICTBE B COOTBETCTBUH ¢ rpadukom. [IpenBapuTebHO ceKpeTapeM, CIeHauCTOM
[0 KajpaM TpoBepsieTcs IOJHOTa M IMPaBWIBHOCTh MOJTOTOBKM JIMUHBIX JAeld K Iepeaue.
BrIsiBIIeHHBIE TIPH TTPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpETapeM, CHEIHaIMCTOM IO KaapaMm.
Ilepenaua u mpremM NPOU3BOJATCS MO OMUCHU C IPOCTAHOBKOM OTMETOK O HAJMYUH JIMYHBIX JIEI.
6.5. JInunble ena negaroroB U COTPYIHUKOB 00MIe00pa3oBaTeIbHON OpraHN3allui, 3aKOHUCHHBIE
nenorpousBoacTBoM J1o 1 stHBaps 2003 rona, xpaustes 75 ner, nociue 1 suBaps 2003 roga — 50
net. JInanHble ena AUpeKTopa, IIaBHOTO Oyxrajrepa 001eo0pa3oBaTeIbHON OpraHu3aluil UMEIOT
MOCTOSIHHBINM CPOK XpaHEHHUSI.

7. OTBETCTBEHHOCTH
7.1. Tlemarorn u coOTpyAHUKH OOIE00pa30BaTEIbHON OpraHu3auu O00s3aHbl CBOEBPEMEHHO
MPEJICTABIATh CEKPETapIO WM CIEIHATUCTY M0 KaJpaM CBEJISHHUS 00 M3MEHEHUH B MEePCOHATBHBIX
JTAaHHBIX, BKIIFOYEHHBIX B COCTaB JIMYHOTO JIejIa.
7.2. PabotonaTenb 00ecreynBacT:
* COXpPaHHOCTh JIMYHBIX JIEN TMEeJaroroB H COTPYJHUKOB  00IIeoOpa3oBaTeIbHON
OpraHu3aIlvy;
*  KOH(DHIECHIMAIBHOCTh CBEJCHUN, COJCPKANUXCS B JIMYHBIX JIeJaX IIeJJarOrOB H
COTPYJIHUKOB.

8. [IpaBa paGoroaare/isi U padOTHHKA

8.1. Jlms obOecnieueHHs 3allUTHl MEPCOHAIBHBIX NAaHHBIX, KOTOPHIE XPAHATCS B JMYHBIX Jellax
MeJaroroB U COTPYAHHKOB 001Ie00pa3oBaTebHON OpraHu3alui, MEeAarord U COTPYAHHUKHU
0011e00pa3oBaTeIbHON OpraHu3aIlii UMEIOT MPaBo:



* TIOJYYUTHh TOJHYIO HH(POPMAIMIO O CBOMX TNEPCOHAIBHBIX JTaHHBIX M O0pabOTKE ATHX
JIAHHBIX;

*  TOJYYHUTh CBOOOJHBIN JOCTYI K CBOMM IEPCOHAIBHBIM JIAHHBIM;

*  MOJIYYHUTh KOIUHU JOKYMEHTOB, XPAHSIIUECS B IMYHOM JIeJIe U COJIePIKaIIIe TIePCOHATBLHBIC
JIaHHBIC.

* TpeGOBaTh UCKIIOUCHHUS UM UCIIPABICHUS HEBEPHBIX M HETIOJHBIX MEPCOHAIBHBIX JTAHHBIX.

8.2. PabGoToaTenp UMEET MpaBo:

* 00pabarbIBaTh MEPCOHANBHBIC JAHHBIE TIEJarOroB U COTPYTHUKOB 001Ie0Opa3zoBaTeIbHON
OpraHu3aIfK, B TOM YHCIIC ¥ Ha 3JICKTPOHHBIX HOCUTEIISX;

* 3ampOCHTh OT TENaroroB W COTPYIHUKOB 00me0o0pa3oBaTebHON OpraHu3aluyd BCHO
HEOOXOMMYI0 MH(OPMALMIO UIsI BEACHUS JHYHBIX AT U 00pabOTKH MEepCOHAIBHBIX
JTAHHBIX.

9. 3ak/Ir04NTeIbHbIE MOJI0KEHHS

9.1. Hacrosee [lonoxxenue o nopsjike BeAEHUS JUYHBIX /11 PAOOTHUKOB SIBJISETCS JOKAJIbHBIM
HOPMAaTUBHBIM aKTOM, IpuHUMaeTcs Ha [legarornueckom coBeTe LIKOJIBI U yTBepxkaaercs (Jinbo
BBOJIUTCS B JICHCTBHE) MPUKA30M JIUPEKTOPA OpraHU3aMM, OCYILECTBIIAIONIEH 00pa30BaTeIbHYIO
NEeSITENIbHOCTD.

9.2. Bce u3MeHeHHUs U JOINOJIHEHMs, BHOCHMMble B Hacrosiuee [lomoxenue, odopmisitorcs B
IIUCBMEHHOW (opMe B COOTBETCTBMM JICHCTBYIOIIMM 3aKOHOJATeNbCTBOM Poccuiickoit
Oenepanuu.

9.3. Ilonoxenue o MOpsAKE BEAEHHUS JMYHBIX el paOOTHUKOB OOpa30BaTEIbHOW OpraHU3aluu
IPUHUMAeTCs Ha HeompeAeleHHblH cpok. IM3menenus u pononHeHuss K Ilomoxenuro
MPUHUMAIOTCS B TIOpsijiKe, TpeaycMoTpenHoM 11.9.1. Hacrosmero [lomoxxeHus.

9.4. Tlocne npunstus IlonoxkeHus (MIM HM3MEHEHUM U JIONOJIHEHWH OTIENbHBIX ITYHKTOB HU
pa3zesioB) B HOBOUM peaKluy IpeblIylas peJakliis aBTOMaTUYeCKU yTPauuBaeT CUILY.



JKypHan yuera mTu4HBIX €1

IMpunoxenue Nel
K TIOJIOKCHHUIO O MOPSIJIKE BECHUS

JIMYHBIX ACJI paGOTHI/IKOB

No Hara ®damwms, | Tabems- | HomkHOoCcTh | CTpyKTYp- Jlara u Harta u IIpumeua-
1/ odopmie- M, HBIH (mpodec- HOE HOMED HOMEp HUE
I | HAA IUYHOTO | OTYECTBO HOMEp cus, nojpasze- nprKasa prKasa
nena mearora u CIeTHab- JICHWE (pacmopsi- (pacmops-
COTPYIHUKA HOCTb) KEHUST) O JKEHUS) O
nejarora u npueme npekpaiie-
COTpYJIHUKA nejarora u HUH
COTpyAHHUKA | (pacTopike-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOpA C
MIe1aroToOM U
COTPYIHUKOM
(yBONBHE-
HUW)
2 3 4 5 6 7 8 9




donng Ne

Onucek Ne

Heno Ne

Wunexc nena

O010KKa JIMYHOTO Jejia

Ipunoxenne Ne2
K TIOJIOKCHHUIO O MOPSIJIKE BECHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHEe 00pa30BaTEILHON OPTaHU3AIHN)

Jara Hauana

Jlata okoHUaHUs

Ha JIACTax
XpaHuTh JeT
Donpg Ne
Omuce Ne

Jemo Ne

(3aroJIoBOK Jiena)



BHYTPEHHA OITNCH
JIOKYMEHTOB Jiesia No

Ipunoxenne Ne3

K MOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX ACJI paGOTHl/IKOB

Ne NHunekc Hara Ha3Banue Howmep [Ipumeuanus
/1 JIOKyMEHTa JOKYMEHTa JOKYMEHTa JIUCTOB
Jeia
Hroro: JIOKYMEHTOB

KomnuectBo HcTOB BHYTpeHHCP'I OITMCH

(umgpamu 1 IPOIHCHIO)

OTBETCTBEHHBIN 3a
KaJIpOBBII y4erT:

« »

(1mdpamu ¥ TPOIKCHIO)

202 roma

(TroITHCH)




©.1N.0.

Ipunoxenne N4
K TIOJIOKCHHUIO O MOPSIJIKE BECHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIOIDKHOCTD

JInunoe nemno Ne

JlaTa 03HAaKOMJICHHMS I1e/1arora
Y COTPYJTHUKA C INIHBIM
JIETIOM

[Moamucek nemarora u
COTpYAHHKA

OTMeTKH, MpUMEYaHus,
3aMeUYaHus




[punoxenne No5

K MOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX ACJI paGOTHl/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroiHoil MPOBEePKH COCTOSTHUSA
U HAJIMYHUSI JIMYHOTO Jejia

©.1.0.

JIOJDKHOCTB

JInunoe nemo Ne

Jlata mpoBepku

d.N.0. une”os
KOMUCCHU

Ilonnucu yieHoB
KOMHCCHU

PesynbTar mpoBepku




1. ©ammnus

[MTpunosxenne Ne6

K MOJIOKCHUTIO O MOPAAKE BEACHUA
JIMYHBIX ACJI paGOTHI/IKOB

JIMYHBIN JJUCTOK 10 Y4eTy KaJApPOB

Nmsa

OT4ecTBO

2. Ilon

3. T'ox, unciio u MecsLl POXKACHUS

4. Mecto poxeHus

5. I'paxknancTBO

(ceno, nepeBHs, ropoj, paiioH, 001acTb)

6. O0Opa3oBaHue

HazBanue
yueOHOro
3aBENECHUS U €T0

MECTOHAXOXICHUC

®DakynbTeT
WU
OT/IENIEHHE

T'on
MOCTYIJICHUS

Toxn
OKOHYaHUSA
WJIM yX0Ja

Ecau ne
OKOHYHII, TO
C KaKoro
Kypca yuen

Kakyro
CHELMATbHOCTD
HIOJIy4YHII B
pe3yiabTare
OKOHYaHUs
yueOHOro
3aBE/ICHNUS,
ykazatb Ne
JUIIOMA WU
YIOCTOBEpPEHUS

7. Kaknmu HHOCTPAaHHBIMU A3bIKAMHU BJIAACCTC

8. Y4eHas cTeneHp, y4eHO€E 3BaHHE

9. Kakue nmeere HayyHbI€ TPY/Ibl U U300pETCHUS

(qm‘aeTe 1 IIEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETEC OG'LS[CHSITBCS[, BJIAICETC CBOGO}IHO)




10. Bemonnsemas paboTa ¢ Haudajga TPYJOBOW JEATENHHOCTH (BKJIIOUYas y4eOy B BBICHIMX H
CPEIHUX CIICIHUABHBIX YUeOHBIX 3aBEJCHUSAX, BOCHHYIO CIYXO0y U paboTy 110 COBMECTUTEIILCTBY)

Mecsi 1 ron JIOJDKHOCTB € YyKa3aHHEM YUPEKICHUS, MecToHaX 0K IEHNE
MOCTYILICHUS yxo/a OpraHu3alyu, NPEIIPUATHS, a TAKKE YUpEKICHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIuH,
PETPHUSATHS

11. IIpeOpiBanme 3a rpanuiiei (padbora, cirykeOHasi KOMaHIUPOBKA, TTOE3/IKa C JAeJIerauei)

Mecsan u rox B kakoii ctpane Llens mpeObIBaHUs 32
C KaKoro I10 KaKoe IpaHMLICH
BpEMEHU BpeMsi
12. Yaactue B BBIOOPHBIX OpraHax
MecTo BBIOOPHOTO Ha3Banue BEIOOpHOTO B kauectBe koro Toxn
opraHa oprasa BbIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHbBIE HATPAIbI

Korna n keM HarpaxaeH

14. OTHOIIIEHHE K BOMHCKUM 00S3aHHOCTSM M BOMHCKOE 3BaHHUE

CocraB Pon Boiick

(KOMaH/IHBI|, MONUTUYECKUH, a[MUHUCTPATHUBHBIN, TEXHUUECKUH U T. J1.)

15. CeMeltHOE TOJIOKEHME B MOMEHT 3aIIOJIHEHUS JJUYHOTO JTUCTKA

(4JIEHBI CEeMbH, C YKa3aHHEM BO3pacTa)

16. lomamuumii agpec

17. O6s3y10Ch CBOEBPEMEHHO M3BEIIAaTh 000 BCEX M3MEHEHUSX JAHHBIX, BKIIOUCHHBIX B JIMUHBIN

JIMCTOK IO YUETY KaJIpOB.

« » 202  ronma




AHKETA

Ipunoxenne Ne7

K MOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX ACJI paGOTHl/IKOB

damunna

Nwms

OT14ecTBO

Jara poxneHus

1. I'paxk1ancTBO (€ciid U3MEHSIIU, TO YKaXHUTE,
KOT'JIa ¥ 110 KaKOW MPUYUHE)

2. OOpa3zoBaHue, y4eHas CTENEHb (Korma |
Kakue ydyeOHbIe 3aBEJCHUS OKOHYIIM, HOMEpa
nuruioMoB). CrienuanbHOCTh M KBaTH(DHUKAIIS
0 TUTIOMY

3. KakuMu MHOCTpaHHBIMHU SI3bIKAMU U S3bIKAMU
HaponoB Poccuiickoii ®denepanun BiajeeTe U B
KakoM  cTemeHuM  (UuTaere U MOXKETe
OOBSICHSITBCS, BIIJICETE CBOOOIHO)

4. Brimonnsiemas paboTta ¢ Hayalia TpyJI0BOU IeSTEIbHOCTH (BKIIOYasi BOCHHYIO CIYX)O0y U paboTy

110 COBMECTHUTEIILCTBY)

Mecsi u Tof I[OJ'DKHOCTL C YKa3aHHUECM YUPCIKICHUS,

MIOCTYIUIEHHUS yxoza OpraHM3aliK, IPEINPUITHS, a TAKKE

MUHHCTEPCTBA (BEIOMCTBA)

MecronaxoxaeHue
YUPEKICHUS,
OopraHu3anuy,
NPEANPUITUS

5. Bamwm Onu3kue poJCTBEHHUKHU (OKE€HA, MYXK, OTell, MaTh, OpaThsl, CECTPHI)

CreneHb Ddamunus, UM, T'ox

poacCTBa OTYCCTBO POXACHUA

Mecto paloThl,
JIOJIKHOCTh

Anpec mecTa
KHUTEIbCTBA

6. lomanrawuii anpec u Homep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMEp, cepusi, KeM | KOT/Ia BbIJIaH)

8. JlommomHUTENBHBIE CBEICHUSI, KOTOpBIE BB xKemaere cooOmuTh o cede

10. Ha kakoii ypoBeHb 3aprutatel Bel paccuntsiBaere?

« » 202  ronma

(IOIKHOCTD OTBETCTBEHHOTO 33 KaIPOBBIH yUeT)

(moanuce)

(pacumpoBKa TOAIICH)




Ipunoxenne Ne8
K TIOJIOKCHHUIO O MOPSIJIKE BECHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

mesa Ne
B nene npomnto u npoHyMepoBaHO JIMCTOB
(zudpamu U1 IPONHCHIO)
¢ No o Ne , B TOM YHCJIC:
JINTEPHBIE HOMEPA JINCTOB
MPONYILEHHBIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEU ONMUCHU JIMCTOB
Ocob6eHHOCTH (PU3UYECKOTO COCTOSTHUS U Howmepa nuctoB
(dbopMupoBaHus Jena
OTBeTCTBEHHBIH 3a
KaJpOBBINA y4yeT
(noanuce) (paciudpoBKa HOIINCH)

« » 202  rona




	Положение
	о порядке ведения личных дел работников

