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CoraacoBaHo: Hpunsar:

CoBeT cTaplIeKIaCCHUKOB [lenarornyeckuii coBet
IIporoxom Ne 11 ot 28.08.2023r. IIpoTokom Ne 110t 30.08.2023 .
Ponurensckuii KOMUTET

IIpoTtoxon Ne 07 ot 29.08.2023r.

IToo:xenune
0 MopsiiKe BeJeHNsl JMYHBIX /1eJ]1 PA0OTHUKOB

1. O01mue MoJI0KeHu s
1.1. Hacrosimiee [lonoowcenue o nopsioke 8edenus iuyHblX 0el pabomHUK08 OpTaHu3alni,
OCYILIECTBIISIONIEH 00pa30BaTEIbHYIO NESTEIBHOCTD, pa3paboTaHo B cOOTBETCTBUU ¢ DeepanbHbIM
3akoHOM Ne 273-®3 ot 29.12.2012 «O06 obpazoBanuu B Poccuiickoit @enepanuin» ¢ U3MEHEHUSIMU HA
29 nexabps 2022 roma, @enepanbHpM 3aKk0HOM OT 27.07.2006 Ne 152 «O nepcoHaIbHBIX JaHHBIX) C
n3MeHeHusMU Ha 14 urons 2022 rona, Ykaszom [Ipesuaenta ot 30.05.2005 Ne 609 «O06 yrBepxaeHUN
[TonoxkeHus 0 nMepcoHaNbHBIX JAaHHBIX TOCYAAPCTBEHHOTO ciyskailero Poccuiickoit deneparuu u
BEJICHUH €ro TUYHOTro Aenay, TpynoBeiMm Konekcom Poccuiickoit @enepannn, KonnekTuBHbIM
JIOTOBOPOM, Y CTaBOM OpraHU3aliH, OCYLIECTBIIAIOIIEH 00pa30BaTENbHYIO A€ATEIbHOCTb.
1.2. Nannoe [lonoxxenue onpenenseT NOpsA0K BeJCHHUS JTNYHBIX JIE] MEearoroB U HHbIX COTPYAHUKOB U
pabOTHUKOB IIKOJIBI, OTIPENIENISIET MOPSIIOK (POPMHUPOBAHUS, YU€Ta U XPAHESHHUs, BBIAAYHN JIUIHBIX JIE]T BO
BPEMEHHOE MOJIb30BaHUE, a TAK)KE OTBETCTBEHHOCTD, ITpaBa paOOTHUKOB U IUPEKTOpa 00pa30oBaTeNbHOM
OpraHu3alMH.
1.3. Hacrosiiee [TonoskeHue yTBep:k1aeTcsi MPUKa30M I10 MIKOJIE U SBISETCS 00s3aTeIbHBIM ISl BCEX
KaTeropuil nearoru4eckux 1 Ipyrux COTPyIHUKOB IIKOJIBI.
1.4. Benenue MMYHBIX A€ MEIaroroB U COTPYIHUKOB IIKOJIBI BO3JIaraeTcs Ha CHEIHAIUCTa 10 KaJapam
OpTaHU3aIMH, OCYIIECTBISIONICH 00pa30BaTEIBbHYIO NS TEIbHOCTD.
1.5. JIuunoe €10 — OCHOBHOM JJOKYMEHT MEePCOHANBLHOTO YUeTa, COJAep KAl Hanboee MmoTHbIe
CBelleHUs 0 pabOTHHKE 00pa30BaTEIBHON OPraHU3alUH U €ro TPYIOBOH NesTenbHOCTH. B mnuHOe nemno
BHOCSITCS CBEJICHUS, CBSI3AHHBIE C MTOCTYIUICHUEM Ha pabOTy U YBOJIbHEHHUEM.
1.6. CBenenusi, coneprkaluecs: B IMYHOM JIeJie, OTHOCSTCS K KOHPHUACHINANbHON NHPOPMAIIUU, UMEIOT
OTrPaHUYEHHBIN JOCTYII U PA3TJIALIECHUIO HE MOJIEKAT.
1.7. JluaHoe feno BeAeTCsl B TEYEHUE BCETo Mepuoaa padoThl pabOTHUKA.
1.8. Berenue HECKOJIBKUX JIMYHBIX JIEJI OJTHOTO pabOTHUKA 00pa30oBaTeIbHON OpraHu3aluy He
JIOTTYCKAETCs.
2. llopsinok (popMupOBAHUS JIMYHBIX A€ COTPYIHHKOB
2.1. ®opMupoBaHUE JUIHOTO JIeJIa MEaroroB U COTPYAHUKOB 00111€00pa30BaTEILHOM OpraHU3aIlun
IIPOU3BOIUTCS HEMIOCPEJICTBEHHO I0CIIe MprUeMa B 00111e00pa30BaTeNIbHYI0 OpraHU3altio WK IepeBoJia
MeJaroroB U COTPYAHUKOB U3 APYroil 00pa3oBaTeIbHON OpraHU3allHH.
2.2. B cOOTBETCTBMM ¢ HOPMAaTUBHBIMU JOKYMEHTAaMU B JINUHBIE JI€JIa TIE1aroroB U COTPYIHUKOB
OpraHM3allM, OCYIIECTBIISAIONIEH 00pa30BaTENbHYIO 1€ATEIbHOCTD, BKJIAABIBAIOTCS CIEAYIOIINE
JOKYMEHTBI:
J1s IeJIaroros:

e 3asgBIJIEHHE O IIpHEMe Ha paboTy;

e 3asBJICHHE O COTJIACHMU Ha 00pabOTKY MEePCOHAIBHBIX JAHHBIX TIEIarora;

e CIpaBKa O HAIMYUH (OTCYTCTBHH) CYJUMOCTH U (WJIH) (haKTa yroJIOBHOTO MpeCiie0BaHMS,

BBIJIAHHOTO COOTBETCTBYIOIIUM OPraHOM IPAaBOMOPSIKA;

e aBroOmorpadus;

e  KOMMS MacropTa WIK HHOTO JOKYMEHTA, YJOCTOBEPSIIOIIETO TUYHOCTb;

e KOIMSI CTPaXOBOI'O CBHJIETENHCTBA IEHCUOHHOIO CTPAXOBAHMS;

e KOMMS UAECHTU(PHUKAMOHHOIO HOMEpa HAJIOTOIIaTEeNbIINKA;

e KOMNUS JIOKyMEHTa BOMHCKOI'O y4eTa (JUIsi BOCHHOOOS3aHHbIX );

e KOIMSI CBHJIETENIHCTBA O 3aKIIOYEHUU Opaka (IIpyU HaIUYUN);




KOIIHSI CBUETENIBCTBA O POKACHUU JeTel (MpU HATUYHH ),

KOIUU JIOKYMEHTOB 00 00pa3oBaHuM;

KOIUU JIOKYMEHTOB O KBATH(PUKAIIMU WIIM HATMYUE CTICIUATBHBIX 3HAHWUH (IPH HAJTHYUN );
KOIUU aTTECTAIMOHHBIX JTUCTOB (MPU HAIUYHH);

KOIIMU JIOKYMEHTOB O HarpaKJAeHUU (IIpU HAJIUYUN);

XapaKTePUCTHKHU, pEeKOMEH/IaTeIbHbIE THChbMa (ITPU HAJIUYUN);

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O MePEeBO/Ie Ha UHYIO JOKHOCTD (MIPH HATUYHH);

JOJDKHOCTHAS! MHCTPYKIUS (JIOPKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAYCHUS Ha BCE
JOJKHOCTH )

TPYI0BOI 10TOBOP (C MOCTIEAYIOMHUM BKIIOUEHUEM JIOTOJHUTEIBHBIX COTJIAIEHUN K TPYI0BOMY
JIOTOBODY);

TPYAOBYIO KHIKKY;

MEAUIMHCKYIO KHIDKKY.

Jlis paOOTHUKOB:

3asBJICHME O IIpUEME Ha paboTy;

3asBJICHUE O COTJIACUM Ha 00pabOTKY MEPCOHATBHBIX JAHHBIX ME1arora;

CIpaBKa O HAJIMYMUHU (OTCYTCTBUM) CYAUMOCTHU U (MJIK) (aKkTa yroJOBHOIO Mpeciel0BaHus,
BBIJIAHHOTO COOTBETCTBYIOLIMM OPTaHOM ITPABONOPSIIKA;

aBroounorpadus;

KOIHSI TACTIOPTa WIIM HHOTO JIOKYMEHTA, YJJOCTOBEPSIOIIETO JINYHOCTD;

KOIIMSI CTPAXOBOT'O CBUJETEILCTBA IEHCUOHHOI'O CTPAXOBAHUS;

KONHS UICHTU(HUKAITMOHHOTO HOMEpa HAJIOTOILIATEIIbINKA;

KON JOKYMEHTa BOMHCKOTO y4eTa (11 BOGHHOOOSI3aHHbIX);

KOIIHSI CBUJICTEIHCTBA O 3aKII0YCHUH Opaka (Ipy HaJIHYUH);

KOIIMS CBUJIETEIBCTBA O POXKJICHUM JieTel (IpH HAINYHHN);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMM JJOKYMEHTOB O Harpa)IeHUH (IIpy HAJIMYUK);

XapaKTePUCTHKH, PEKOMEH/IaTeNIbHbIC TUChMA (ITPH HAIUYHH );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O MEePEeBOJIe Ha UHYIO JOJKHOCTD (MIPH HATTMYHH);

JOJPKHOCTHASI MHCTPYKIIHS (AOJPKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAUEHUs Ha BCe
JOJKHOCTH)

TPYAOBOM JOrOBOP (€ MOCIETYIONUM BKJIIOUEHHEM JOMOJHUTEIbHBIX COTVIAIEHUH K TPYAOBOMY
JIOTOBODY);

TPYAOBYIO KHUXKKY;

MEIUIUHCKYIO0 KHUXKKY.

PaGoromarens ohopMiisier:

TPYAOBOM JIOTOBOP B IBYX IK3EMIUISIpax;

IpUKa3 O MpueMe Ha paboTy (0 MepeMeleHnd Ha Jpyrue JOHKHOCTH);
JTYHY0 KapTouky Ne T-2;

JOJDKHOCTHYIO HHCTPYKIIMIO B JBYX 9K3EMIUISIpax.

Paboroaresns 3HAKOMMUT:

C HOPMaTHBHO-TIPABOBBIMH JJOKYMEHTaMU IIKOJIbI (Y cTaBoM, KOJIJIEeKTUBHBIM IOTOBOPOM,
[IpaBuiaMu TpyA0BOTO pacropska u Ap. JIOKaIbHBIMU aKTaMH);

C IOJDKHOCTHOM MHCTPYKIUEH;

IIPOBOAUT BBOJHBIA HHCTPYKTAX, HHCTPYKTAX 110 OXpaHE TPYAd, HHCTPYKTaX 110
MIPOTHBOIOXKAPHOU OE30MaCHOCTH.

2.4. IlepBuuHoe 0OpMIIEHHE JTUYHOTO Jieja peaycMaTpruBaeT:

MIPUCBOCHUE JINYHOMY JIeTy HOMEpa COTJIAaCHO >KypHAILy y4eTa JMYHbIX jaen (mpuioxenue Ne 1);
IIPOCTABJICHUE Ha 00JI0XkKKE JIMYHOTO Jiea (mpuitoxkeHune Ne 2) crieayromx peKBU3UTOB: HHIEKC
nena (B COOTBETCTBUHM ¢ HOMEHKJIATYpOM el 00111e00pa3oBaTeIbHONM OpraHU3aI|K; [TOJTHOE



HaMEHOBaHME 00111e00pa30BaTEIbHON OPraHNU3alui; HOMEP JIMYHOTO Jeiia; (aMUITUs UMs
0TYECTBO PaOOTHHKA B UMEHUTEILHOM IaJIeKe; aThl — FOJl Hauajaa U roJ OKOHYaHUs BEJICHUS
7ie1a; KOJMYECTBO JINCTOB; CPOK XPAHEHUS;
MOMEIIEHUE IOKYMEHTOB, MOJIJISKAINX XPAaHEHUIO B COCTaBE JIMYHBIX JI€TI, B XPOHOJIOTUYECKOM
MOpSIKE:
- BHYTPEHHSSI OITUCh TIOKYMEHTOB jena (mpuioxeHue Ne 3);
- JIMYHBIN JIMCTOK IO y4eTy KaapoB (mpuioxeHus Ne 6);
- 3asIBJICHHE O MpueMe Ha paboTy;
- IPUKa3 o mprueMe Ha paboTy;
- TPYJOBOM JOTOBOD;
- IOTOBOP O MOJTHOW MaTepUaIbHON OTBETCTBEHHOCTH (€CIU pabOTHUK — MaTepUaIbHO OTBETCTBEHHOE
JIUII0);
- XapaKTePUCTHKH U PEKOMEHIaTeIbHbIC THChMA;
- cornacue Ha 00paboTKy MepCOHATBHBIX JAHHBIX.
2.5. JIucThl JOKYMEHTOB, TOMEUICHHBIX B INYHOE JIEJI0, TIOJUIeKAT HyMEpallnu.
2.6. C nenpro obecrieyeHus HaJIeKaIle COXpaHHOCTH JIMYHOTO JIeJia IEAaroroB U COTPYAHUKOB
0011e00pa30BaTeNIbHOM OPraHu3alluy U yJ00CTBa B OOpaIIeHNH ¢ HUM IIPU ()OPMHUPOBAHUH TOKYMEHTHI
MOMEIIAIOTCS B OTJENbHYIO Nanky. [Ipu yBonbHeHHH pabOTHUKA MPOIIUBAIOTCS HUTKAMU U CAAIOTCS B
apXWB.
2.7. BHyTpeHHsIs ONUCh JOKYMEHTOB, UMEIOLIUXCS B JJMYHOM JieJie, JOJHKHA COIeP KaTh CBECHUS O
MOPSAKOBBIX HOMEPAX, HANMEHOBAHUAX JIOKYMEHTOB JIeJIa, KOJIMYECTBE JIUCTOB, JIaTaxX BKIFOUCHUS
JOKYMEHTOB B JINYHOE JICJIO U U3BATHUSA U3 JIeJIa, a TAK)KE KeM U3BAT JOKYMEHT U 110 KaKOi MpUYHHE.
2.8. BHyTpeHHsIs OIUCh COCTABISIETCSl HA OTJIEIbHOM JIMCTE M0 YCTaHOBIEHHOU (hopMme. JIncThl
BHYTpPEHHEH OMUCH HyMEPYIOTCS OTAETIBHO.
2.9. IIpu moAroTOBKE JMYHBIX JIEN K TIepeiade Ha XPaHEHUE K BHYTPEHHEH OIMCH COCTABIISETCS
UTOTOBas 3aIUCh, B KOTOPOH yKa3bIBaeTcs UG paMH U MPOIMUCHI0 KOJTHMUYECTBO BKIIOUEHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIENA.
3. [lopsaok BeieHUs IMYHBIX /1eJ1 1eJaroroB U COTPYAHUKOB OPraHU3aIUM, OCYIIeCTBISIOIIeH
00pa30BaTeIbHYIO 1eATeIbHOCTD
3.1. JIuyHOe /1e110 neJaroroB U COTPYAHUKOB 00I111e00pa30BaTeIbHON OpraHU3alK BEJETCS B TEUCHHE
BCETO Mepuojia paboThl KKIOTO MeJarora U COTpy/IHUKa B 00111e00pa3oBaTeIbHON OpraHU3alliu.
3.2. lanbHelilnee BeIeHUE TUYHOTO JIela MeJaroroB U COTPYAHUKOB 00111e00pa30BaTeIbHON
OpTaHU3aINH MIPEeyCMaTPUBACT MTOMEIICHUE B JIEJIO0 IOKYMEHTOB, 00pa3yIoIuXcs B mporiecce padodeit
JesTeIbHOCTH U MMEIOLINX 3HAUEHHUE /Ul TPYIOBBIX OTHOILIECHHIA:
e JIOTIOJTHEHHE K JIMYHOMY JIUCTKY IO YYETY KaJpOB;
e JIONOJIHUTEIbHBIE COTJIAIIECHHS K TPYAOBOMY JIOTOBOPY;
e KOIUH MPHUKA30B IO JHYHOMY COCTaBY, KOTOPbIE KacatoTCs TMearoroB U COTPYAHUKOB
00111e00pa30BaTeIbLHON OpraHu3aIuiy;
e OT3BIBHI JOJDKHOCTHBIX JIMI] O TIEJIarore ¥ COTPYAHHUKE 0011e00pa3oBaTeIbHON OpraHU3allii;
e  KOINUM JOKYMEHTOB O MOBBIIICHUH KBAJTU(HUKALNHN;
e KONUH CePTU(HUKATOB, TPAMOT;
e JIMCT — 3aBEPUTENb JeIa (COCTABIISIIOT MIPU CAaYe JIUYHOTO JIeNla B apXUB);
e  WHBIC JOKYMEHTHIL.
3.3. B nensix obecnieueHust KOHTPOJIS 32 COXPAHHOCTBIO U aKTYaJIbHOCTBIO JIMYHBIX e B
0011e00pa3oBaTeIbHON OpraHU3aIK eXXeroaHo (He mo3aHee | kBapTaia rosa, CiIeIyromero 3a
OTYETHBIM) MPOU3BOJUTCS MPOBEPKA UX HATMUUS U COCTOSHHSL.
3.4. EsxeroiHyro pOBEPKY COCTOSIHUS JIMYHBIX JIeTT Ha IPEMET COXPAaHHOCTH BKIIFOUCHHBIX B HETO
JOKYMEHTOB IPOBOJUT CIIELUAIBHO CO3AaHHas KoMuccusi. O MpoBeIeHHBIX MTPOBEPKax JIeIaeTcs
OTMETKA B JIUCTE O PE3yJIbTaTaxX €XKeroqHON MPOBEPKU COCTOSHIS W HATUYHMS JIMIHOTO JIeia
(mpunoskenue Ne 5) u coctaBinsieTcs akT. Pe3ynbTaTel POBEPKH JIMUHBIX JIE]T B 00513aTEIbHOM HOPSIIKE
JOBOJIATCS 10 TUPEKTOpa o011e00pa3oBaTeIbHON OpraHUu3aIliy.



4. Ilopsinok y4éTa m XpaHeHHUs TUYHBIX e MeIaroroB i COTPYAHUKOB OPraHu3anuu,
OCYILIeCTBJISIONIE 00pa30BaTe/IbHYIO 1eITeJIbHOCTh

4.1. XpaHeHue 1 y4eT JIMYHBIX /1] [I€1aroroB U COTPYIHUKOB OpraHU3aliu, OCYIIECTBIISIOIEN
00pa3oBaTeNbHYIO AEATEIbHOCTb, OPIAHU3YIOTCS C 1I€JIbI0 OBICTPOro ¥ 0€30MNO0YHOr0 MOUCKA JTUYHBIX
1en, obecneueHust UX COXPaHHOCTH, a TaKkke o0ecreuyeHust KOH(PUISHIINATLHOCTH CBEJICHHH,
COJIEPIKALIMXCS B IOKYMEHTAX JIMYHBIX /1], OT HECAHKIIMOHUPOBAHHOTO JOCTYyIIA.

4.2. JIngynble 1ema COTPYAHUKOB XpaHsTCs B ceiihe 001eo0pa3oBaTeIbHON OpraHu3aIiy.

4.3. TpynoBbie 1 MEIUIIMHCKUE KHIKKHM XPaHATCS OT/ACIBHO B cerde.

4.4. JlocTyn K JIMYHBIM JIeJIaM TIEaroroB ¥ COTPYAHUKOB 00I1e00pa30BaTEIbHON OpraHnu3alllud UMEIOT
TOJIKO CEKpPETaph, CHELMAIMCT 10 KajpaM, JUPEKTOp 001eo0pa3oBaTeIbHON OpraHu3alum J1uoo
3aMECTHUTENH JUPEKTOpaA MPHU UCTIOTHEHUH 00sI3aHHOCTEH IUpeKTOpa 001eo0pa3oBaTeIbHOM
OpraHu3aLMH.

4.5. Cucrematn3anus JIMYHBIX /€] earoroB U COTPYIHUKOB 0011e00pa3oBaTeIbHON OpTaHU3aIH
IIPOU3BOIUTCS B al(paBUTHOM HOPSIJIKE.

4.6. JInuHbIe /1e1a IeIaroroB U COTPYIHUKOB 0011e00pa30BaTeIbHON OpraHu3anuu, UIMEIOIINX
rOCyJJapCTBEHHbIE 3BaHUS, IPEMHH, HArpa/ibl, ydeHbIe CTEIIEHU U 3BaHUs, XPAHATCS IIOCTOSHHO, a
OCTaJIbHBIX COTPYAHUKOB — 75 JIET C ro/ia yBOJbHEHUS paOOTHUKA (B COOTBETCTBUHU ¢ [lepeunem
TUIOBBIX YIIPABIECHUECKUX JOKYMEHTOB).

5. Ilopsiaok BbIIA4H JUMYHBIX e BO BpeMeHHOe M0JIb30BaHue

5.1. Beitaua mu4HbIX 7€l (OTIeIbHBIX IOKYMEHTOB B COCTAaBE JMUYHOTO JeJia) BO BDEMEHHOE
10JIb30BAHKE IIPOU3BOJUTCS C pa3pellieHus IUpeKTopa o01Ie00pa30BaTeIbHON OpraHU3aluy 110
3asBJICHUIO COTPYAHMKA OpraHU3alluH, OCYIIECTBIISIONEH 00pa30BaTEIbHYIO 1€ TEIbHOCTb.

5.2. Pabota (03HaKOMJIEHUE) C JIMYHBIMM JI€IaMU [IEAAroroB U COTPYAHUKOB 00111€00pa30BaTeIbHON
OpraHu3alK IPOU3BOAUTCS B IPUEMHON AUpeKTOpa. B KoHIe paboyero AHs ceKpeTapb WK
CHELMAIIUCT 10 KajpaM o0s3aHa yOeIUThCS B TOM, UTO BCE JIMUHBIE JIeJa, BbIJJAHHBIE BO BDEMEHHOE
[10JIb30BaHKE, BO3BPAILEHbl HA MECTO XPAHEHUS U €CTh JIM HEOOXOAUMOCTD JJIsl IPUHATUS MEp K UX
BO3BPAIIEHUIO WU PO3BICKY.

5.3. @aKT BbIIaYM JIMYHOTO Jiea (PUKCUPYETCsS B KOHTPOJIBHOM >KypHaJIe.

5.4. 3bsTHE OTAEIBHBIX TOKYMEHTOB U3 JIUYHOTO Jieja IPOU3BOIUTCS C pa3pelIeHUs JUpEeKTopa
00111e00pa30BaTeNIbHON OpraHu3ay ¢ 0hopMICHNEM COOTBETCTBYIOIIEH 3aIiCH B rpade
«I[Ipumeuanue» BHyTpeHHeH onvcu. [Ipy BpeMEHHOM U3bSITUH JOKYMEHTA Ha €ro MECTO (MEXIy
JMCTaMU COCETHUX JOKYMEHTOB) BKJIA/IbIBAE€TCS CIIPABKA-3aMECTUTEIb C YKa3aHUEM JIaThl M IPUYUH
U3BATUSA C TIOJIUCHIO JINLA, BBIIABLIETO JOKYMEHT, U MOJIMUCHIO JIMIIA, TOJYYUBIIETO €r0 BO BpEMEHHOE
10JI30BAHNUE.

6. OdopmiieHue JMYHBIX JeJ1 lepe] cavyeil B apXuB

6.1. OdopmiieHre TUYHBIX €1 AJIS Tepe/laud B apXHUB MIPOU3BOAMUTCS CIIELUAIUCTOM 10 KaJpam
o011e00pa3oBaTeIbHON OpraHU3aly. DTa MPoLEeAypa BKIIOYAET:

e MOJUIMBKY (TI€pernJer) aena;

e YTOYHEHHUE HyMEpalluu JUCTOB JeNa;

e COCTaBJICHHUE JIUCTa-3aBepuTeENs (mpuioxenue Ne 8);

e cocTaBieHHE (YTOUHEHNE) BHYTPEHHEN OMNCH;

e BHECCHME YTOUYHEHMH B PEKBH3HUTHI JUIIEBON OOJIOKKHU JAeTa.

6.2. Jluct-3aBepuresb Jiea JOJKEeH MOAMNNCATh €r0 COCTaBUTENb, IIPH 3TOM JIeIaeTcs paciudpoBka
JOJDKHOCTH U ITOATIHCH, IPOCTABIIAETCS AaTa. B mporecce UeIonb30BaHMs apXUBHBIX JOKYMEHTOB B
JIUCTE-3aBepUTeIIe JENal0TCsl COOTBETCTBYIOIINE OTMETKHU. Eciu eno noammuro 6e3 mucra-3aBepurens,
TO €rO ClIeAyeT HAKJIeUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH JIea.

6.3. C nienpro 00ecieYeHus] COXPaHHOCTH JIMYHBIX JEJT PEKOMEHTyeTCSI:

e 00BEIMHATH MHIUBHyaJIbHBIC TUYHBIC JieJla YBOJICHHBIX COTPYAHUKOB B OJHY OOJIOXKKY
(0OBbeIMHEHHOE JIEJI0) C TAKUM PAcyeTOM, 4TOObI 00beM Jena (ToMa) He npeBbiiman 250 1ucToB
(myTeM CIIMBKHM MAaTE€pHAIOB MHAMBHIYAJIbHBIX A€ 110 TOJaM YBOJIbHEHNS);

e pacmojiaraThb MaTepuajbl MHAUBUAYAIBHBIX JIEN B Ipesesax Jena (Toma) B aahaBUTHOM MOPSIJIKE
(modamMuIIBbHO), OT/IENSAS MaTepHalibl, OTHOCSIIMECS K Pa3HBIM WHAWBUIYAIbHBIM JIellaMm,
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YHUCTHIM JINCTOM OyMaru ¢ yka3aHheM Ha HeM (paMIIid, IMEHH U OTYECTBA COOTBETCTBYIOIIETO
YBOJICHHOTO TI€/Iarora v COTpyAHUKA 00111e00pa30BaTeIbHOM OpraHU3aIliu;

e CHa0XaTh KaXJ0€ 00BEIMHEHHOE JIeTI0 (TOM) BHYTPEHHEH OMUCHIO C TIepeUrcIeHUEM (PaMITUH,
MMEH U OTYECTB M YKa3aHUEM HOMEPOB CTPAHHII, B MPEEIIaxX KOTOPHIX PACIIOI0KEHbI
COOTBETCTBYIOIIHE IOKYMEHTHI.

6.4. Ilepenaya JTMYHBIX /1€ B QpXUB OCYIIECTBIISICTCS HE TO3HEE TPEX JICT MOCIIC 3aBEPIICHHS UX B
JIEIIONIPOU3BOJICTBE B COOTBETCTBUH C TpadukoM. [IpeaBapuTenbHO CEKpeTapeM, CIeUaIiucToOM 10
KaJipaM MIPOBEPSIETCS MOJHOTA M MPABWIIBHOCTD MOATOTOBKH JIMYHBIX JIEJT K repeaave. BoIsBIeHHBIC TPU
MIPOBEPKE HEAOCTATKU YCTPAHSIOTCS CEKpETapeM, CrieliMaiucToM o kaapam. [lepegaua u npuem
MIPOM3BOIATCS 10 OIMHUCH C TPOCTAHOBKON OTMETOK O HAJIMYUU JTUIHBIX JCII.
6.5. JInuHbIe 1ena neaaroroB U COTPYJIHUKOB 00IIe00pa30BaTEIbHON OpraHnu3aliy, 3aKOHICHHBIS
nenonpou3BosicTBoM A0 1 siuBaps 2003 roaa, xpansitest 75 net, nocie 1 saBaps 2003 rona — 50 ner.
JludHbIe 1ena TupeKTopa, IIaBHOTO OyXraiarepa o0meoopa3oBaTeIbHON OpraHU3aIMA UMEIOT
MTOCTOSIHHBIA CPOK XPaHCHHS.
7. OTBETCTBEHHOCTh
7.1. [lenaroru u coTpyaHUKH 0011€00pa30BaTEILHON OpraHU3aIMK 00513aHbI CBOEBPEMEHHO
MIPEACTABIISTH CEKPETAPIO MM CHEIUAIMUCTY 10 KaJpaM CBEICHHS 00 U3BMEHEHUH B MEPCOHAIBHBIX
JaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOI'O JI€ea.
7.2. Paboroarens 00eCIIeYnBacT:

e  COXPaHHOCTb JIMYHBIX JeJ TIeIarOr0OB U COTPYIHUKOB 00111e00pa30BaTeIbHON OpraHu3aIuy;

e KOH(HMIECHIMATLHOCTH CBEJCHUMN, COICPKAIIMXCS B IMYHBIX JIEJIaX MEJaroroB U COTPYIHUKOB.
8. IIpaBa paGoroaaresisi u paboTHHKA
8.1. Iy obecrieueHHs 3aIUThI TEPCOHATBHBIX JIAHHBIX, KOTOPHIE XPAHSTCS B JJMYHBIX JeJIaX I1eIaroroB
U COTPYJHUKOB 00I11e00pa3oBaTeIbHON OpraHU3alliy, EeAaroru U COTPYAHUKU 00I1e00pa3oBaTeIbHON
OpraHu3al UMEIOT MIPaBo:

e TOJYYHUTb MOJHYIO HHPOPMAIIUIO O CBOUX IEPCOHATIBHBIX IaHHBIX U 00pa0OTKe STUX JAHHBIX;

e  TIOJIYYUTHh CBOOOHBIN TOCTYIT K CBOMM MEPCOHATBHBIM JIaHHBIM;

e TMOJYYHUTh KOMUHU JOKYMEHTOB, XpaHAILIUECs B IUYHOM JIJIE U COepKallue epCOHAbHBIC
JIaHHEIC.

e TpeboBaTh UCKITIOYCHHS UM HCTIPABICHHSI HEBEPHBIX M HETIONHBIX MEPCOHATBHBIX TaHHBIX.

8.2. Paboronarens uMmeeT mnpaso:

e 00pabaThIBaTh MEPCOHANBHBIE TAaHHBIE MEAArOTOB U COTPYAHUKOB 00111€00pa30BaTEIbHON
OpraHu3aIfy, B TOM YUCJI€ U Ha SJICKTPOHHBIX HOCUTEIISX;

e 3aIPOCUTH OT MEJAroroB U COTPYIHUKOB 00111€00pa30BaTENFHON OpraHu3aluy BCIO
HE0OXO0UMYI0 MH(MOPMAITUIO JIJIST BEJICHUS JTUYHBIX J1e7T 1 00paObO0TKH MEePCOHATBHBIX JaHHBIX.

9. 3akj0uuTeIbHbIE MOJ0KEHUS

9.1. Hacrostiee lonooicenue o nopsioke 6edeHus 1uunblx 0ei pabomHuKos IBISETCs JTOKATbHBIM
HOPMAaTUBHBIM aKTOM, puHUMaeTcs Ha [learornueckom coBeTe MIKOJIbI U YTBEpKaaeTcs (JInbo
BBOJIUTCS B JICUCTBHE) MPUKA30M JUPEKTOPA OpraHU3AINH, OCYIIECTBIAIONICH 00pa3oBaTeIbHYIO
JIeSITeIbHOCTb.

9.2. Bce u3MeHeHus U JOMOJTHEHUs, BHOCUMBIE B HacTosee [lonoxkenne, 0opopMIIIIOTCS B TUCbMEHHON
(dbopMe B COOTBETCTBUU JICHCTBYIOIINM 3aKOHOAATENHCTBOM Poccuiickoit denepanuu.

9.3. [lonoxenue o MOpsiAKE BeIeHUs JIMUHBIX J1e]1 paOOTHUKOB 00pa30BaTEIbHON OpraHu3alun
MIPUHUMAETCS Ha HeoNpeaeNeHHbIN cpok. M3MeHenus u qononHeHus K [lonoxxeHuto npuHUMaroTcs B
opsiAKe, IpeycMoTpeHHOM 11.9.1. HacTosmero [lonoxenus.

9.4. Ilocne npunstusa [lonoxenus (MM U3MEHEHU U TOMOJHEHUN OT/AENbHBIX IYHKTOB U Pa3JI€joB) B
HOBOU peNakIuy IpeabIAyIas PeIaKkiys aBTOMaTUUECKH YTPauuBaeT CHITY.






KypHan ydyera TUUHBIX A€l
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[Tpunoxenue Nel
K TIOJIOXKEHHIO O TIOPSIIKE BEICHUS
JIMYHBIX J1e)T paOOTHUKOB

Ne Jara Damunus, Tabens- JlomxHOCTB Crpykryp- Jara u Jlata u HOmep | IIpumeua-
n/ | odopmie- HUS nms, HBII (mpodec-cus, HOE HOMEp IpUKasa HUE
0 | JUYHOTO Jena OTYECTBO HOMEp criennanb- nozpasse- TIpuKa3a (pacmopsi-
rejarora u HOCTB) JICHHUE (pacmopsi- JKEHUS) O
COTPYAHHKA nesarora u KEHHA) O IpeKpanie-Huu
COTPYAHHKA npueMe (pacTopixe-
nejarora u HUW)
COTpYAHHKA TPYJOBOTO
Ha paboty JI0roBopa ¢
NIeJaroroM u
COTPYAHHKOM
(yBOJIbHE-HHN)
1 2 3 4 S 6 7 8 9




donpg Ne

MNunexc nena

O010°KKa JIMYHOr0 Jelia
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[Ipunoxenue Ne2
K TIOJIOXKEHHIO O TIOPSIIKE BEICHUS
JIMYHBIX J1e)T paOOTHUKOB

(Ha3BaHue 00pa30BATEIbHOM OpPraHU3aLIN)

JIMYHOE JAEJIO Ne

Jara Hauana

(3aroyIoBOK Jiena)

Jlata okoHUaHUs

Ha JIACTax

XpaHuTh Jer

®onpg Ne




BHYTPEHHSA OITUCH
JIOKYMEHTOB fena Ne
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[Ipunoxenue Ne3
K TIOJIOXKEHHIO O TIOPSIIKE BEICHUS
JIMYHBIX J1e)T paOOTHUKOB

No Nunexc Hara HaszBanue Howmep [Ipumevanus
n/m JIOKyMEHTa JIOKyMEHTA JIOKyMEHTa JIUCTOB
Jena
HUroro: JIOKYMEHTOB

KomnyectBo nmHucTOB BHYTpeHHeﬁ OIIMCH

(uudpamu 1 NPOIKUCHIO)

OTBeTCTBEHHBIN 3a
KaJpOBBIN yYerT:

«

(urdpamu 1 IPOIHCHIO)

(moanuce)

202 roma




©.1N.0.
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[Ipunoxenue Ned
K TIOJIOXKEHHIO O TIOPSIIKE BEICHUS
JIMYHBIX J1e)T paOOTHUKOB

JlomKHOCTD

JInunoe nemno Ne

JaTta o3HakoMJIeHuUs nearora
Y COTPYIHHUKA C JINYHBIM
JIEJIOM

ITonnuce neparora u
COTpY/IHHKA

OTMeTKH, MpUMEUYaHus,
3aMCYaHU
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[Ipunoxenue NeS
K TIOJIOXKEHHIO O TIOPSIIKE BEICHUS
JIMYHBIX J1e)T paOOTHUKOB

OTMmeTKa 0 pe3yJIbTATAX e5KeroHOM NMPOBEPKU COCTOSTHUS
U HAJTUYUS JIUYHOTO JeJia

©.1N.0.

JlomKHOCTD

JInunoe nemno Ne

Jata npoBepku ®.1.0. uneHon [Toanucu wieHoB PesynbTaT npoBepku
KOMMCCHH KOMHUCCUU
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[Ipunoxxenue Ne6
K TIOJIOXKEHHIO O TIOPSIIKE BEICHUS
JIMYHBIX J1e)T paOOTHUKOB

JIMYHBIN JJUCTOK IO YYeTy KaJApoB

1. ©ammnus

Nwmsa OT4ecTBO

2. Ion

3. T'ox, 4nuClIO U MECSI POKICHUS

4. MecTo poxaeHus

(cerno, nepeBHs1, TOPOJ, paiioH, 00IacTh)

5. I'paxxnancTBO

6. OOpasoBaHue

Hasanue DakynbTeT I'on I'on Ecnu ve Kakyro
y4eOHOro WIN IIOCTYIUIEHUSI | OKOHYaHWs | OKOHYWI, TO | CIIELUAIbHOCTH
3aBEJICHUS U €T0 OTEIICHUE WIN yXoJa C KaKoro HOJIY4HII B
MECTOHAXOKICHUE Kypca yIesn pe3yJiprare
OKOHYaHUSs
y4eOHOTo
3aBe/ICHNUS,
ykazatb Ne
JUIIOMA WIIN
YIIOCTOBEPEHHUS

7. Kakumu HWHOCTPAaHHBIMU A3bIKAMHU BJIAACCTC

('mTaeTe W IIEPEBO/AUTE CO CJIIOBAPEM, YUTACTE U MOXKETE 0OBSICHSTBCS, BIAJICETE CBO6OJIHO)

8. YueHas CTeleHb, yUeHOE 3BaHUE

9. Kakue nmeere HayyHbI€ TPY/Ibl U U300pETCHUS

10. BoinmonHsiemas paboTa ¢ Havajga TPYAOBOH NEATENbHOCTH (BKJIIOYas yueOy B BBICUIMX M CPEIHUX
CMELUAIBHBIX YUEOHBIX 3aBEICHHUSIX, BOCHHYIO CITYy>KOY M pabOTy 110 COBMECTUTEIHCTBY)
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Mecs u ron JIOIHKHOCTB C yKa3aHHEM YUpExKIeHUs, MecToHaxoxaeHe
MOCTYIICHUS yxoja OpraHu3aly, NPeaNpUsTUs, a TAaKKe YUpexKACHUS,
MUHHUCTEPCTBA (BEOMCTBA) OpraHu3alui,
NpEeANPUSITUS

11. IlpeOriBanue 3a rpanulieii (padbora, ciry:keOHasi KOMaHIUPOBKa, MOE3/IKa C JieJeranuei)

Mecsu u rox B kakoi1 ctpane Lens mpeObiBanMs 32
C KaKkoro 10 KaKoe rpaHuLEen
BPEMEHU BpeMs

12. YyacTre B BHIOOPHBIX OpraHax

Mecto BBIOOPHOTO HazBanue BrIOOpHOTO B kauectBe koro Ton
opraHa opraHa BbIOpaH u30paHus | BBIOBITUS

13. Kakue numeere npaBUTEIbCTBEHHBIC HArPaIbl

Korna u kem HarpaxaeH

14. OTHOLIEHNE K BOMHCKUM 00I3aHHOCTAM ¥ BOMHCKOE 3BaHIE

Cocras Pon Botick

(KOMaH/IHBI, TOJTUTUYECKUH, aIMUHUCTPATUBHBIN, TEXHUYECKUIT U T. 11.)

15. CeMeltHOE TOJIOKEHME B MOMEHT 3aIIOJIHEHUS JJUYHOTO JTUCTKA

(4JIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomamnuii agpec

17. O6s13yt0ch CBOEBPEMEHHO U3BEIIATh 000 BCEX M3MEHEHUSIX JTAHHBIX, BKIIFOUCHHBIX B JIMYHBIN JIUCTOK
10 YYETy KaJIpoB.

« » 202  rona




AHKETA
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[Ipunoxxenue Ne7
K TIOJIOXKEHHIO O TIOPSIIKE BEICHUS
JIMYHBIX J1e)T paOOTHUKOB

damunusa

Nms

OT4yecTBO

Hara poxaeHus

1. I'paxknancTBO (€Ciy U3MEHSIIN, TO YKAXUTE,
KOI'/Ia U 110 KaKOW MPUYNHE)

2. O6pa3zoBaHue, yueHas CTeeHb (KOT/1a M KaKue
yueOHBbIC  3aBEJCHHS  OKOHYMIH, HOMepa
qurIoMoB). CHenuanbHOCTh M KBaTU(UKAIUS
10 TUTIOMY

3. Kakumu MHOCTpaHHBIMU S3BIKAMH U S3BIKAMU
HapoaoB Pocculickoit denepanuu BIajgeeTe U B
Kako  cTemeHH  (YMTaeTe U MOXKETE
0O0BSICHITHCS, BIaZieeTe CBOOOHO)

4. BeinonHsemas paboTa ¢ Hayana TPYAOBOW JESITEIbHOCTH (BKIIHOYAs BOCHHYIO CIyXkOy u paboTy
COBMECTUTEIILCTBY)
Mecsiu u rost JIOJPKHOCTB C yKa3aHUEM yUpexIeHUs, MecTtoHaxoxaeHue
IMOCTYIIJICHU A yxoaa opraHusalnuu, NpeAaAnpuiaTUa, a TaKKC YUpPCIKACHUA,
MHUHHCTEPCTBA (BEJOMCTBA) OpraHu3aIui,
HpENIPUATHS

5. Bamm Gn1m3kue poJaCcTBEHHUKH (BKeHA, MYXK, OTEIl, MaTh, OpaThs, CECTPHI)

CremneHb damMunus, uMs, Ton MecTto paboThI,
poAcTBa OTYECTBO POXKAECHUS JIOJDKHOCTD

Anpec mecta
JKUTEIILCTBA

6. Jlomaniauii agpec u HoMep TeaeoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSOIIMNI

(HOMep, cepusl, KeM U KOT/la BbIJIaH)

8. JlomoHUTENbHBIE CBEJICHUSI, KOTOpBIE BBl xKemaere cooOmuTh 0 cede

10. Ha xaxoii ypoBeHb 3apruiatel Bel paccuntsiBaere?

« » 202  rona

(IOTDKHOCTH OTBETCTBEHHOTO 3a KaJPOBBIN ydyeT) (mozxnuce) (pacmudpoBKa MOAMKICH)

110



JINCT-3ABEPUTEJIb
aesa Ne

B nene npomuTo 1 npoHyMepoBaHO
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[Ipunoxenue Ne§

K ITOJIOKCHUIO O IMOPAAKE BEACHUS

JIMYHBIX JCJI pa6OTHI/IKOB

JINCTOB

(uupamu 1 IPOIHCHIO)

¢ No o Ne , B TOM YHCJIC:

JUTEPHBIC HOMEPA JINCTOB
MPOMYIIEHHbIE HOMEpa JINCTOB
+ JTMCTOB BHYTPEHHEH ONMUCH JINCTOB

OcobeHHOCTH (PU3MYECKOTO COCTOSTHUS U
(dbopmupoBaHus 1ea

Howmepa nuctos

OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT

(1oanucsk)

« » 202  rona

(pacundpoBKa MOAIHUCH)



