Paccmotpeno
Ha 11e1arorH4eckoM CoBeTe
[Iporokon Ne 8 ot 26.08.2021

IHouoxxenue
0 MOpsi/IKe BeJAeHNUs JJUYHBIX J1eJl pA00THUKOB

1. O01mue mo10:xeHAS

1.1. Hacrosimee Ilonoxenue o moOpsiAKe BEACHUS JHMYHBIX JIeJ1 PAOOTHUKOB OpraHU3AINH,
OCYIIECTBISIONIEH  00pa30oBaTENbHYIO0  JIEATENbHOCTh, pa3paboTaHO B  COOTBETCTBUU C
®enepanbHbM 3aKk0HOM Ne 273-@3 ot 29.12.2012 «O06 obpazoBanuu B Poccuiickoii denepannm
¢ u3MeHeHussMH OoT 8 nekabps 2020 roma, PenepanbHbIM 3aK0HOM OT 27.07.2006 Ne 152 «O
[IEPCOHANBHBIX JIaHHBIX» B penakuuu or 8 xaekaOps 2020 ropa, Ilpuxazom dDenepanbHOro
apxuBHOro areHtctBa oT 23 nekabpsa 2009 roma N 76 «O0 yTBepkaeHHUH MeTOAMYECKUX
peKOMEHIauid 1O pa3paboTKe WHCTPYKIMH IO JEIIONPOU3BOJCTBY B (elIepalIbHBIX OpraHax
UCIOJIHUTENbHON Biactu», YkazoM IIpesunmenta ot 30.05.2005 Ne 609 «OO0 yTBep:kaecHUH
[TonoxxeHus 0 mepCOHANBHBIX JTAHHBIX TOCYJapCTBEHHOIO ciyxaniero Poccuiickoit denepannu u
BEJICHUM €ro Ju4Horo jemna» B peaakuuu ot 23 wurona 2019 roma, TpynoBeim Kopexcom
Poccuiickoit ®enepannu, KomiekTUBHBIM JOTOBOPOM, Y CTaBOM OPraHU3alMU, OCYIIECTBIISIOICH
00pa3oBaTeNbHYIO 1eATEIbHOCTb.

Hannoe IlomokeHue omnpenensieT MOPSAOK BEACHUS JMYHBIX JIeJ TEeAaroroB U HWHBIX
COTPYIHUKOB U PaOOTHUKOB IIKOJIBI, OMpeAeseT NopsaoK (OopMUpOBaHUS, YyUeTa U XpaHEHHs,
BBIJIa4M JIMYHBIX JIE] BO BPEMEHHOE MOJIh30BaHKE, a TAK)KE OTBETCTBEHHOCTD, IPaBa pAOOTHUKOB U
JTUpPEKTOpa 00pa3oBaTeIbHON OpraHU3aIlHH.

1.3. Hacrosimiee IlomoskeHue yTBep)KIaeTCsl MPUKA30M IO IIKOJIE U SBISETCA 00sS3aTEbHBIM IS
BCEX KATeropHil Me1arornyeckux U APyrux COTPYAHUKOB IIKOJIBL.

1.4. Benenue JNUYHBIX JI€] MEAaroroB M COTPYAHHUKOB IIKOJIBI BO3JIAraeTcsl Ha CIEIHAINCTA T10
KaJl[paM OpraHu3allii, OCYIIECTBISIONIeH 00pa30BaTENbHYIO ACSITENEHOCTD.

1.5. JluyHO€ Ne0 — OCHOBHOM JOKYMEHT MEPCOHAIBHOTO YUeTa, COACepKAIIui Hanbosee MoJHbIe
CBEICHHsI 0 pabOTHHKE 00pa30BaTENbHON OpraHU3aIlui U €T0 TPYAOBOU AesITenbHOCTH. B mruHOe
JIEJI0 BHOCSATCS CBEJICHHS, CBSI3aHHBIC C TTOCTYIJIEHUEM Ha pabOTy M YBOJIbHEHUEM.

1.6. Cenenusi, comepxaiiyuecs B JIMYHOM JeNe, OTHOCATCA K KOHGUACHIIMAIbHOU HH(OpMAILINH,
MMEIOT OTPAaHUYCHHBIN JOCTYI U Pa3TJIallIEeHUIO HE MOJIeKaT.

1.7. JInanoe neno BeAeTcs B T€YCHHE BCEro Mepruoa padboTel paboTHHKA.

1.8. BejeHrne HECKOJIBKHX JIMYHBIX I OJHOTO pa0OTHHUKA OOpa30BaTEIbHOUN OpraHHW3alfH He
JIOMTYCKaeTCsl.

2. llopsinok (popMuUpOBAHUS JIMYHBIX e COTPYIHHKOB

2.1. ®opmupoBaHHWE JIMYHOTO [ieJa TEJaroroB W COTPYAHUKOB o00ImIe00pa3oBaTeIbHON
OpraHu3ali TPOM3BOIUTCS HEMOCPEACTBEHHO IOociie IpHeMa B 00I1e00pa30BaTebHYIO
OpraHM3alli0 WM T[epeBoja IeJaroroB M COTPYIHUKOB U3 Jpyroil oOpa3zoBaTelbHOMN
OpraHu3alyHu.



2.2. B cooTBeTCTBUM C HOPMATUBHBIMU JIOKYMEHTaMH B JIMYHBIE JieJIa IEAaroroB U COTPYIHUKOB
OpraHu3aIlK, OCYIIECTBIIOMEH 00pa30BaTENbHYIO AEATENbHOCTD, BKJIAIBIBAIOTCS CIETYIOIINE
JOKYMEHTBI:
s pabomuukos:
- Buympennss onucy 00KymeHmos
- 3a5671eHUe 0 npuéme Ha pabomy
- coenacue Ha 06pabomky nepcoHANbHLIX OAHHbIX
- 00IAHCHOCMHYIO UHCIMPYKYUIO
- CnpasKy 06 omcymcemeuu cyoumMocmu
- uynas kapmouxa T-2
- MpPY00BoIl 002080p U OONOIHUMENbHbIE CO2NAUIEHUS K HEM)
- 002080p O MNONHOU MAMEPUATLHOU OMEEMCMBEHHOCMY, eClu PAOOMHUK MAMeUuaibHO
0meemcmeeHHoe IUYO
- KONUU NPUKA308 NO TUYHOMY COCMABY 8 OMHOUWEHUU PAOOMHUKA UIU 8bINUCKU NPUKAZ08
- ammecmayuoHHble TUCHbL
- y8edoMeHUss 00 usMeHeHUlU YCI08Ull mpyo08o2o 002060pa NO UHUYUAMUEe pabomooamers
- KOnuu npuxazos o nepesode Ha Opyayrwd pabomy, 0 NOOWPEHUU, NPUMEHEeHUU U CHAMUU
OUCYUNTIUHAPHBIX 83bICKAHULL.
- OOKYMeHmbl, NOCIAYHCUBUIUE OCHOBAHUEM K U30AHUI0 NPUKA3A O NPeKpaujeHuu mpyooeo2o
0o2oeopa.
- KOnus npuKkasa o npekpaujeHuy mpyoosozo 002060pa.
- KONnust mpyoo8ou KHUNCKU
- Iucm 3asepumeins Oeid.
B n11yHOM siene COTPYAHUKOB HE XPaHSITCS:
- Ilacnopm (konus nacnopma)
- CHUJIC (konusa CHUIJIC)
-J/lokymenmot 00 0obpazosanuu ( Konuu OOKyMeHmos 06 0bpazoeanuu)
- BOeHHbIUL Ouem (Konusi 0eHHo20 buiema)
- C8UOEMEeNbCMBO 0 POIACOEHUU (KONUSL CBUOEeMeNbCEd O PONCOEeHUU)
- ceudemebCmeo 0 3aKNYeHUuU opaxka (Konus ceudemeibCmad 0 3aKIoyeHuy opaxka)
- C8UOEmeNbCMB0 0 PACMOPIHCEHUU OpaKa (KONUs ceUOemenbCmea 0 pacmopicenuy opaxa)
- c8UOemenbCmeo nepemene UMeHu (Konus ceuoemenbCcmea o nepemene umeHu)
Pabomooamenv oghopmnsem:

*  TPYIOBOH JIOTOBOP B IBYX IK3EMILISPAX;

* IpHUKa3 o MpueMe Ha paboTy (0 MepeMeIleHuH Ha APYTrie JOKHOCTH);

*  JuuHyIo KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKLIMIO B BYX 9K3EMIUISpax.

Pabomooamenwv 3nakomum:

* ¢ HOPMATHUBHO-TIPABOBBIMH JTIOKYMEHTaMHU HIKOJHI (YcTaBoM, KOMIEeKTUBHBIM JI0TOBOPOM,
[IpaBuiiamMu TpyAOBOTO pacropska U Ap. JIOKaIbHBIMU aKTaMH);

*  C IOJDKHOCTHOHM MHCTPYKLMEH;

* TPOBOIUT BBOJHBIA HMHCTPYKT@X, WHCTPYKTaX II0 OXpaHE TpPyAa, HHCTPYKTaX II0
IIPOTHBOIOXKAPHOM 6€30MaCHOCTH.

2.4. IlepBuuHOoe 0QOpMIIEHHE JIUYHOTO JIeja peaycMaTpruBaeT:

* MPHUCBOCHHE JUYHOMY JIeNTy HOMEpPA COTJIACHO KYpHANy y4eTa JIMYHBIX Ael (MPUIOKCHHE
Ne 1);

* TpPOCTaBJIEHHE Ha OOJIOKKE JUYHOTrO jeia (mpuiokeHue N 2) CleAyIOoUIMX PEeKBU3UTOB:
WHJEKC Jena (B COOTBETCTBMM C HOMEHKJIATypoll gen  o0mieoOpa3oBaTebHON
OpraHu3aliy; IMOJHOE HauMEHOBaHHe 0O0I1e00pa30BaTEIbHOM OpraHu3alui; HOMEp
JMYHOTO Aena; GaMuins UMsi OTYECTBO paOOTHHKA B MMEHUTEILHOM TIaJIeKe; TaThl — TO
Hayala ¥ roJl OKOHYAHUS BEJACHUS JIENa; KOJIMYECTBO JIUCTOB; CPOK XPAaHEHHUS;




* IIOMEIIEHHE JIOKYMEHTOB, TMOJIEXKAlIUX XPAaHEHUI0 B COCTaBE€ JIMYHBIX [€Jl, B
XPOHOJIOTUYECKOM TOPSTIKE:

BHYTPEHHSS ONUCH JTOKYMEHTOB Jena (npuioxenue Ne 3);
JIMYHBIN JINCTOK MO y4YeTy KaapoB (npuioxxeHus Ne 6);
3asBJICHHME O IIPUEME Ha PadoTYy;
IIPUKa3 O pUEME Ha paboTy;
TPYAOBOM JOIOBOD;
JOTOBOP O TOJHOW MAaTepHaTbHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepHallbHO OTBETCTBEHHOE JIUILIO);

» XapaKTEepPHCTUKU M PEKOMEHIATEIbHbIC TUChMA;

» coryiacue Ha 00pabOTKy MepCOHATBHBIX JaHHBIX.
2.5. JIucThl JOKYMEHTOB, TOMEUICHHBIX B JINYHOE JIEJI0, TIOJIekKAT HyMEepalnu.
2.6. C nenbro obecrieyeHus: HaJUIekKale COXPaHHOCTH JIMYHOTO Jiejla Me1aroroB U COTPyIHUKOB
001meo0pa3oBaTeIbHOM OpraHu3ai ¥ ynoOcTBa B OOpalleHWH ¢ HUM Tpu (OpMHUPOBAHUH
JOKYMEHThl INOMEIIAOTCA B OTIENbHYIO nNanky. IIpu yBoiabHeHHMH pabOTHHMKA MPOIIMBAIOTCS
HUTKaMH U CIAIOTCS B apXUB.
2.7. BHYTpeHHss ONHUCh JOKYMEHTOB, MMEIOLIUXCS B JINYHOM JIeJie, JOJKHA COJepKATh CBEICHMUS
O TOPS/IKOBBIX HOMEpax, HAMMEHOBAHUAX JOKYMEHTOB [iefla, KOJIHMYECTBE JIMCTOB, JaTax
BKJIFOYEHHUS JOKYMEHTOB B JIMUHOE JIEJIO U U3BITUA U3 JeJa, a TAK)XKEe KEM U3bIT JOKYMEHT U 110
KaKoOH! IIPUYHHE.
2.8. BHyTpeHHs ONUCh COCTaBIseTCA Ha OTJCIBHOM JIMCTE 10 YCTAaHOBJIEHHOM (opme. JIucTol
BHYTPEHHEH OIUCH HyMEPYIOTCS OTACIBHO.
2.9. Ilpu noAroToBKe JIMYHBIX JIe] K Nepeaaye Ha XpaHEeHHE K BHYTPEHHEH OIHCH COCTaBIISAETCS
UTOTOBas 3aIMCh, B KOTOPOH YKa3bIBaeTCsl MU(PPaMU U MPOMHCHI0 KOJIMYECTBO BKIIOYCHHBIX B HEE
JOKYMEHTOB U KOJIMYECTBO JIUCTOB JIEA.

VVVVYY

3. Ilopsinoxk BemeHWsl JHUYHBIX /e TEAAroroB M COTPYAHUKOB OpPraHH3aINU,
OCYLIECTBJISIONIEH 00pa30BaTEeIbHYIO /IeITeILHOCTH
3.1. JluuHOE HENO TEenaroroB W COTPYTHHKOB 0O0IIe0Opa30BaTENbHON OpraHu3allii BEICTCS B
TEUEHHWE BCEro TMepuoja padoThl KaXJAO0ro Tejarora M COTpPyIHHKA B 0011e00pa3oBaTeIbHOM
OpraHH3aIliH.
3.2. JlanpHeliee BeACHUE JMYHOTO Jiefla TIEJAaroroB M COTPYIHHUKOB OO0IIe00pa3oBaTeIbHON
OpraHM3aliy MpelycMaTpUBaeT MOMEIICHHWE B N0 JOKYMEHTOB, 0OpasyIolIuXcs B IMpoliecce
paboueit AesITeTPHOCTH U UMEIOIINX 3HAYCHHE JIJISI TPYJOBBIX OTHOIIICHUM:

* JIOTIOJHEHHE K TUYHOMY JIHCTKY MO Y4eTy KaJpOB;

*  JOIIOJIHUTEJBHBIE COrJIAIEHUS K TPYIOBOMY JOTOBODPY;

* KOINHWU TPUKA30B MO JMYHOMY COCTaBYy, KOTOpBIE KAcCAlOTCSl MEJAaroroB U COTPYAHUKOB

o011e00pa3oBaTeIbHON OpraHU3aIiy;
* OT3bIBBl JIOJDKHOCTHBIX JIMII O TIearore W COTPYAHHKE 00meo0pa3oBaTenbHOM
OpraHH3aIliH;

*  KOIHHU JOKYMEHTOB O MOBHIIIEHUN KBaTU(UKAIINY;

*  KOIHHU cepTU(UKATOB, IPaMoOT;

* JIUCT — 3aBEpPUTENb Jela (COCTABIAIOT MPHU Claye JTUYHOTO Jelia B apXUB);

hd HHBIC )IOKyMeHTBI.
3.3. B memax oOecriedeHHss KOHTPOJS 3a COXPAHHOCTBIO W aKTYaJIbHOCTBHIO JIMYHBIX JEN B
0011e00pa3oBaTeIbHON OpraHU3aIuy eXeroaHo (He mo3gHee | kBapTana roja, CIEIyIOMmEero 3a
OTYETHBIM) MPOU3BOAMUTCS MTPOBEPKA UX HATTUYHS U COCTOSTHUSI.
3.4. ExeroaHyro MpOBEPKY COCTOSIHHS JIMYHBIX JeJ Ha MPEeIMET COXPAaHHOCTH BKIIFOUCHHBIX B
HEro JIOKYMEHTOB TMPOBOJUT CIEUUANbHO co3laHHas komuccus. O TPOBEACHHBIX MPOBEPKaX
JIeJIaeTCsl OTMETKA B JINCTE O PEe3yJIbTaTaX €KErOJHOW MPOBEPKH COCTOSHUS W HAIMYUS JTUIHOTO
nena (mpumnoxxeHue Ne 5) U cocTaBisieTcs akT. Pe3ynbTaThl MPOBEPKU JTUYHBIX €] B 003aTEIEHOM
TTOPSIJTKE TOBOJATCS JIO TUPEKTOpa 00IIe00pa3oBaTeIbHON OpTaHH3aIlHH.



4. Tlopsinok y4yéra M XpaHeHHsl JHYHBIX JeJI MeJaroroB W COTPYAHMKOB OpPraHU3aluM,
OCYLIeCTBJISIOIEl 00Pa30BaTeIbHYIO 1eITeJIbHOCTD.

4.1. XpaHeHue U ydeT JUYHBIX JIeJ] IEe1aroroB U COTPYAHUKOB OpraHU3allMH, OCYILECTBIISIOLICH
00pa30BaTeNbHyI0 JIeATEIbHOCTh, OPTaHU3YIOTCS C ILIeJIbI0 OBICTPOro U 0e301MO0YHOro Moucka
JUYHBIX JIeN, OOeCMedYeHHs] WX COXPAHHOCTH, a Takke oOecredeHus KOHQPHUIACHIIMATHLHOCTH
CBEICHMIA, COJIEpKaINXCs B JOKYMEHTaX JIMYHBIX JeJl, OT HECAHKIMOHUPOBAHHOT'O IOCTYIIA.

4.2. JIngynble 1ena COTPYAHUKOB XpaHsTCs B ceiide 001eo0pa3oBaTeIbHOM OpraHU3aIiy.

4.3. TpynoBbie U MEIULIMHCKHIE KHIKKH XPAHATCS OTIIEIBHO B ceiide.

4.4. Jloctyn K IWYHBIM JellaM TIEaroroB U COTPYIHUKOB 0OIIE00pa30BaTENLHON OpraHU3aluu
HUMEIOT TOJIBKO CEKpeTaphb, AMPEKTOp 0011eo0pa3oBaTeNbHON OpraHusaluuud Ju00 3aMECTHTENTH
JTUPEKTOpA MPHU UCIIOJTHEHUN 00S3aHHOCTEH TUPEKTOpa 00111e00pa3oBaTeIbHON OpTraHU3alllH.

4.5. Cucrematuzauus JUYHBIX JIeJ TEAaroroB W COTPYIHUKOB 00I1€00pa3oBaTEIbHOMN
OpraHH3aIfy MPOU3BOJIUTCS B alI(paBUTHOM TOPSIKE.

4.6. JIuyHble nena MegaroroB M COTPYAHUKOB 00II€0Opa3oBaTENbHON OpraHU3alud, UMEIOIINX
rOCy/IapCTBCHHBIC 3BaHUs, IPEMUU, HATPAJbl, YICHBIC CTEIICHU U 3BaHUS, XPAHSITCS MOCTOSIHHO, a
OCTaJIbHBIX COTPYAHHKOB — 75 JeT ¢ roja yBOJbHEHHs paboTHUKA (B cooTBeTCTBUM C [lepeunem
TUTIOBBIX YIIPABJICHYECKUX JIOKYMECHTOB).

5. Ilops10K BhIIa4YM JIMYHBIX /IeJ1 BO BpeMEHHOe M0JIb30BaHue

5.1. Beimaua nu4HBIX Jen (OTAEIBHBIX JOKYMEHTOB B COCTaBE JHMYHOTO Jeja) BO BPEMEHHOE
M0JIb30BAaHNUE TPOU3BOJUTCS C Pa3pelIeHUs] JTUPEKTopa 001eo0pa3oBaTeIbHON OpPraHU3alUH MO
3asBJICHUIO COTPYIHHUKA OPraHU3aIMH, OCYIECTBISIONIECH 00pa30BaTENbHYIO IEATEIbHOCTD.

5.2. Pabora (03HakOMJIEHME) C JIMYHBIMU J€JaMH  [EJaroroB U1  COTPYIHUKOB
001e00pa3oBaTeIbHON OpraHu3alii MPOU3BOAUTCSA B MPUEMHOW AupekTopa. B koHue pabodero
THSI CEKpeTaph WM CIEIHAUCT O KajapaMm o0s3aHa yOeauThCs B TOM, YTO BCE JIMYHBIC Jena,
BBIJAaHHBIE BO BPEMEHHOE IIOJb30BaHME, BO3BPALICHBI HAa MECTO XpaHEHUS MU €CTh JIU
HGO6XO[[I/IMOCTI> JJI IIPUHATHUSA MEP K UX BO3BPAILICHUIO UJIM PO3BICKY.

5.3. ®akT BbIIaUM JTMYHOTO Jea (GUKCUPYETCst B KOHTPOJILHOM JKypHaIe.

5.4. V3psATHE OTAENBHBIX JOKYMEHTOB U3 JIMYHOTO JieJia TIPOU3BOAUTCS C Pa3pelIeHHs TUPEKTOpa
o01eo0pa3oBaTesIbHOM  OpraHu3alMu ¢ Oo(GOpMIIEHHEM COOTBETCTBYIOLIEH 3amucu B TIpade
«[Ipumeuanue» BHyTpeHHeH onucH. [Ipu BpeMEHHOM H3BATHH TOKYMEHTa Ha €ro MecTo (MEXIy
JUCTaMU COCETHHX JOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-3aMECTUTENb C YyKa3aHHEM JaThl U
IMPHUYUH U3BATHUA C IOANMCHIO JIMIlA, BBIJABIICTO JOKYMCHT, U MOANUCHIO JIMA, ITOJYYHUBIICTO €T0
BO BPEMEHHOE I0JIb30BaHHE.

6. OdopmiieHHe JIMYHBIX JeJI Iepe] caavel B apXuB
6.1. OpopmieHre IUYHBIX Je] ISl epeAayd B apXUB MPOU3BOJIUTCS CHEIHAIMCTOM IO KajapaMm
00111e00pa30BaTeIbHON OpraHu3aluy. JTa NpoLeaypa BKIYaeT:

* MOALIMBKY (TMeperuier) aena;

* YTOYHEHHME HyMEpALUHU JIMCTOB JIENa;

* COCTaBJIeHHE JUCTa-3aBeputens (mpuioxeHue Ne §);

*  COCTaBJICHUE (YTOUHEHHUE) BHYTPEHHEHN OINCH;

* BHECEHHE YTOUHEHUH B PEKBU3UTHI JTULEBOM OOJIOKKH Jiena.
6.2. Jlucr-3aBepuTenb Jena JOJDKEH TMOANMCATH €ro COCTaBUTENb, INPU 3TOM JIENAETCs
pacmidpoBKka JOJDKHOCTH M TOJIHUCH, NPOCTaBIseTcs JaTa. B mporecce HCNonb30BaHUS
apXUBHBIX JOKYMEHTOB B JIMCTE-3aBEPUTENIE JIENAIOTCSI COOTBETCTBYIOUIME OTMETKU. Ecimu nerno
MOAIIUTO 0€3 JMCTa-3aBepUTEINIsl, TO €ro CIeAyeT HaKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
Jena.
6.3. C menbro obecredeHrsI COXPAaHHOCTH JIMYHBIX JIeT PEKOMEH/TYEeTCSI:



* 00BEIUHATh WHAWBUIYAIBHBIC JIMYHBIC €A YBOJCHHBIX COTPYJHHKOB B OIHY OOJOXKY
(0OBbemIMHEHHOE JIeTI0) C TAaKUM pacdeToM, 4ToObl 00beM jena (Toma) He mpeBbiman 250
JTUCTOB (ITyTE€M CITMBKY MAaTEPHAaIOB WHIANBUIYAIBHBIX JIEN MO TOJaM YBOJIbHCHUS);

* pacmojaraTh MaTepuaibl WHAWBHUIYAIbHBIX JEN B Mpeaenax aena (toma) B aapaBUTHOM
nopsiike (moaMuIIbHO), OTACISISI MaTepUaIIbl, OTHOCSIIUECS K Pa3HBIM HHIMBHIYaTIbHBIM
JeliaM, 4YUCTBIM JUCTOM Oymard ¢ yka3aHWeM Ha HeM (QaMuIdd, UMEHU U OTYeCTBa
COOTBETCTBYIOIIIETO  YBOJICHHOTO TIearora ¥ COTPYIHHKA 00meo0pa3oBaTeIbHON
OpraHH3aIlvy;

* cHa0XaTh KaXJ0€ OOBEIMHEHHOE JeN0 (TOM) BHYTPEHHEH OIUCBHIO C TEPEUMCIICHUEM
dbaMunmii, IMEH M OTYECTB W YKa3aHHEM HOMEPOB CTPAHUIl, B TMpeeliax KOTOPBIX
PacIIoJIOKEHBI COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. [lepenada TUYHBIX A€ B apXUB OCYILECTBIICTCS HE MO3HEE TPEX JIET IMOCIIe 3aBEPILICHUS UX
B JICJIONIPOM3BOJICTBE B COOTBETCTBUU ¢ rpadukom. [IpenBaputesibHO cekperapeM, CIeUalIuCTOM
Mo KajapaM TpoBEpsieTcs TOJHOTA WM TPAaBUIBHOCTh IMOATOTOBKH JIMYHBIX JIeN K Iepeaaye.
BrIsiBIIeHHBIE TIPU MPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKPETapeM, CIEIHAIMCTOM IO KaJpam.
[Tepenaya u mprieM MPOU3BOJIATCS IO OTMKCH C TPOCTAHOBKOW OTMETOK O HAJTMYUU JTHYHBIX JIETI.
6.5. JInunble fena neaaroroB U COTPYIHUKOB 00Ie00pa3oBaTeIbHONW OpraHN3allui, 3aKOHUCHHBIC
nenonpousoactBoM 1o 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 roma — 50
nert. JInuHble Jena TMpeKTopa, TIaBHOro OyXrajiTepa o0meoopa3oBaTeIbHON OpraHU3alid UMEIOT
MTOCTOSTHHBIA CPOK XPAHCHUS.

7. OTBETCTBEHHOCThH
7.1. Tlemarorn W COTPYIHHKH O00IIc00Opa30BaTEIbHON OpraHu3aluyd O0S3aHbl CBOCBPEMEHHO
MPECTABIIATh CEKPETAPIO MITH CICIMATMCTY [0 KaJpaM CBEICHHS 00 M3MEHEHUH B TIEPCOHATBHBIX
JAHHBIX, BKIFOYEHHBIX B COCTAB JIMYHOIO J€Ea.
7.2. Paboronmarens obecrieYnBacT:
* COXPaHHOCTh JIMYHBIX JI€J1 [EeJaroroB M COTPYJHHKOB  00Ie00pa3oBaTeIbHOM
OpraHu3alIni;
*  KOH(pHICHIMAILHOCTh CBEICHHMH, COIECPKALIMXCA B JIMYHBIX JejaX I€JaroroB M
COTPY/HHUKOB.

8. [IpaBa pa6oTroaaresisi U padOTHUKA
8.1. Ilns oOecrieyeHus 3alUThl MEPCOHANBHBIX JaHHBIX, KOTOpbIE XpaHATCS B JUYHBIX JAenax
MeJaroroB U COTPYAHUKOB 0011e00pa30oBaTeNbHON OpraHu3alui, MEeAarord U COTPYAHHUKHU
00111e00pa30BaTeIbHON OpraHn3alui UMEIOT MPaBo:
* TIOJy4UTh TOJHYKO HH(POPMAIMIO O CBOMX NEPCOHAIBHBIX JIaHHBIX M O00pabOTKE ATHX
JaHHBIX;
*  MOJIYYHTh CBOOOIHBIN JOCTYIT K CBOUM TIEPCOHATBHBIM JTaHHBIM;
* MOJYYHUTb KOMUU JJOKYMEHTOB, XpaHSIIUECS B TUYHOM JIelie U COJIeprKalllie TepCOHATbHBIE
JTaHHBIE.
* TpeOoBaTh UCKIIOUECHUS WM UCIIPABJICHUS HEBEPHBIX U HETIONHBIX MEPCOHAIBHBIX JaHHBIX.
8.2. PaboTomarens uMeeT mpaso:
* 00pabarbIBaTh MEpPCOHANbHBIC JAHHBIE MEAArOrOB U COTPYTHUKOB 001Ie00pa3zoBaTeNbHOM
OpraHM3aliy, B TOM YUCIIE U Ha 3JIEKTPOHHBIX HOCUTEISX;
* 3alpOCUTh OT MENaroroB M COTPYJHHMKOB 00IIe00pa3oBaTelbHON OpraHu3aluu BCIO
HEOOXOaUMYI0 HWH(GOPMAIMIO JJI BEISHUS JHMYHBIX Jed1 U 0OpabOTKH MEepCOHATBHBIX
JTAHHBIX.

9. 3akJa0uuTEeIbHDbIC MOJ0KEHHUS
9.1. Hacrosimee TlonoxxeHne 0 MOPSJIKE BEICHUS JIMIHBIX JIe] PAOOTHUKOB SBJISETCS JIOKAITBHBIM
HOPMAaTUBHBIM aKTOM, MpHUHUMaeTcs Ha [lemaroruyeckoM coBeTe IMIKOIBI U yTBEpKIaeTcs (Iudo



BBOJUTCS B JIEHCTBUE) MPUKA30M TUPEKTOpa OpPraHU3alMM, OCYIIECTBIAIOMENH 00pa3oBaTebHYIO
NS TENBHOCTD.

9.2. Bce u3MeHeHHs W JIONOJHEHHs, BHOCHMble B Hacrtosimiee llomoxkenue, opopmisitoTcss B
NUCHbMEHHOW (opMe B COOTBETCTBMH JCHCTBYIOUIMM 3aKOHOJATENLCTBOM Poccuiickoii
denepanuu.

9.3. IlonoxeHue O MOPs/AKE BEACHUS JIMYHBIX e paOOTHUKOB 0Opa30BaTENbHON OpraHU3aluu
MIPUHUMAETCA Ha HeompeaelaeHHbI cpok. M3menenus u gononHeHuss Kk  [lonoxkeHuro
MPUHUMAIOTCS B IOpsijiKe, IpeaycMoTpenHoM 11.9.1. Hacrosmero [lomoxxeHus.

9.4. Tlocne mpunusatus [lonoxkeHus (MM M3MEHEHWH W JIONMOJIHCHHWH OTACIBHBIX IYHKTOB H
pa3zesioB) B HOBOM peaKLuy IpeablIylas peJakliyis aBTOMaTUYECKN yTPAauuBaET CUILY.



JKypHan yuera mTu4HBIX €1

Ipunoxenue Nel
K MOJIOXKEHHUIO O MOPSAKE BEACHUS

JIMYHBIX ACJI paGOTHI/IKOB

Ne Hara OQavmmwmms, | Tabems- | JomkrocTs | CTpyKTYp- Haran Haraun [prmeya-
1/ odopmire- ums, HBIN (mpodpec- HOE HOMEp HOMEp HUE
I | HUSI IMYHOTO | OTYECTBO HOMEp cHs, nojpasue- MpUKa3a IpUKa3a
zena nenarora u CHennatb- JIeHHe (pacnopsi- (pacmopsi-
COTpYIHHUKA HOCTB) JKESHUS) O JKEHUS) O
nejgarora u npueme IpeKpaie-
COTpY/JHHKA nearora u HHUH
COTpyAHUKa | (pacTopike-
Ha paboty HUM)
TPYJOBOIO
JIOTOBOpA C
NIeIaroroM 1
COTPYIHHKOM
(yBOmBHE-
HUH)
2 3 4 5 6 7 8 9




[Mpunosxenne Ne2
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

O010KKa JIMYHOTO Jeja

donng Ne

Onucek Ne

Hemo Ne

Wunexc nena

(Ha3BaHHE 00pa30BaTEILHON OPTaHU3AIHN)

JIMYHOE JIEJIO Ne

(3aroyioBOK Jiena)

Jara Hauana

Jlata okoHUaHUs

Ha JIACTax

XpaHuTh JeT



BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

[Mpunosxenne Ne3

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX ACJI paGOTHI/IKOB

Ne NHupekc Hara Ha3Banue Howmep [Ipumeuanus
n/n JIOKyMEHTa JOKyMEHTa JOKYMEHTa JIUCTOB
Jeia
Hroro: JIOKYMEHTOB

(uMgpamu 1 IPOIKCHIO)

KommuectBo mrucTOB BHYTpeHHCﬁ OIINCH

OTBeTCTBEeHHBIH 32
KaJpOBBIN YYeT:

(uudpamu 1 MPOIHCHIO)

« » 202 roma

(TroxICH)




©.N.0.

[Mpunoxenne Ned
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JlomKHOCTD

JInganoe nemo Ne

JlaTa o3HaKOMJIEHUS IeJarora
U COTPYIHHUKA C JINYHBIM
JIEJIOM

ITonnuce nexarora u
COTPYAHMKA

OTMeTKH, MpUMEYaHus,
3aMcYaHus




[Mpunosxenne Neb5

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX ACJI paGOTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMY U] JIMYHOTO /e

©.1.0.

JomKHOCTD

JInynoe nemo Ne

[ara npoBepku

d.N.0O. unenosn
KOMUCCHUU

IMoamnucu yieHoB
KOMHUCCHHU

Pesynbrar nmpoBepku




1. ®ammnus

[Mpunosxenne Ne6

K MMOJIOKCHUTIO O MOPAAKE BEACHUA
JIMYHBIX ACJI paGOTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT4ecTBO

2. Ilon

3. T'ox, uynciio u MecsL POXKACHUS

4. Mecto poxeHus

5. I'paxknaHcTBO

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

6. O0pasoBaHue

HazBanue
yueOHOro
3aBEIEHUS U €T0

MECTOHAXOXIACHUC

®PakynbTeT
WU
OTJIEJICHHE

Tox
MOCTYIJICHUS

Toxn
OKOHYaHUSA
WM yX0J1a

Ecnn ne
OKOHYHII, TO
C Kakoro

Kypca ymren

Kakyro
CHELMATIbHOCTD
HOJIY4HII B
pe3yiabTare
OKOHYaHUS
yueOHOro
3aBE/ICHNUS,
ykazatb Ne
JUIIOMA WK
yIOCTOBEPEHUS

7. Kakumu HHOCTPAaHHBIMU A3bIKAMHU BJIAACCTC

8. Y4eHas cTeneHp, y4eHOE 3BaHHE

9. Kakue nmeere HayyHbI€ TPY/Ibl U U300pETCHUS

(l{n’rae’re 1 IIEPEBOAUTE CO CIIOBAPEM, UUTACTE U MOKETE O6’bﬂCHﬂTBCﬂ, BIIACETE CBO60IIHO)




10. Bemonnsiemas paboTa ¢ Hauyajga TPYJAOBOW ACATENHHOCTH (BKJIOuYas y4eOy B BBICIIUX W
CPeIHHUX CTICIHANBHBIX YUeOHBIX 3aBEJCHUSAX, BOCHHYIO CIYXOy U paboTy 110 COBMECTUTEIILCTBY)

Mecsii u ro JIOKHOCTB € yKa3aHHEM YUpeKIeHUS, MecToHaxoxaeHue
MIOCTYIUIEHHUS yxoja OpraHu3alyu, NPEIIPUATHS, a TAKKE YUpEKICHUS,
MUHHUCTEPCTBA (BEIOMCTBA) OpraHu3alui,
PEANPUITUS

11. IIpeObiBanme 3a rpanuiiei (padbora, cirykeOHast KOMaHIUPOBKA, ITOE3/IKa C JAeierauei)

Mecsan u rox B kakoii ctpane Llens mpeObIBaHUS 32
C KaKoro 10 KaKoe IpaHMLICH
BpEMEHU BpeMsi
12. YyacTre B BHIOOPHBIX OpraHax
MecTo BBIOOPHOTO HasBanue BEIOOpHOTO B kauectBe koro T'on
oprasa oprasa BbIOpaH n30paHusi | BBIOBITHA

13. Kakue nmeere npaBUTEIbCTBEHHbBIE HATPAIbI

Korna n kem HarpaxaeH

14. OTHOIIEHNE K BOMHCKUM 00S3aHHOCTSM M BOMHCKOC 3BaHUE

CocraB Pon Botick

(KOMaH/HBIH, TOJNTHYECKUH, aIMIHACTPATUBHBIH, TEXHHYECKHH U T. 1.)

15. CeMeltHOE TTOJIOKEHIE B MOMEHT 3aIIOJIHEHUS JJUYHOTO JTUCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomamnuii agpec

17. O6s3y10Ch CBOEBPEMEHHO M3BEIIATh 000 BCEX M3MEHEHUSAX JTAHHBIX, BKIIOUCHHBIX B JIMUHBII

JIMCTOK IO YUCTY KaJpOB.

« » 202  rona




AHKETA

[Mpunosxenne Ne7

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX ACJI paGOTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jara poxnenus

1. I'paxkmancTBO (€ciiv U3MEHSIIU, TO YKaXUTE,
KOT/JIa M 110 KaKOW MPUYNHE)

2. OOpa3zoBaHue, y4eHas CTENeHb (Korma |
Kakue y4deOHBIC 3aBEJCHHS OKOHYIIMA, HOMEpa
nuruioMoB). CrienuanbHOCTh M KBaMH(pHUKAIIS
10 JIUIIIIOMY

3. KakuMu MHOCTpaHHBIMHU SI3bIKAMU U S3bIKAMU
HaponoB Poccuiickoii ®denepanun BiajeeTe U B
KakoM  cTemeHu  (YuTaere U MOXKETe
0OBSICHATBCS, BlIaJieeTe CBOOOIHO)

4. Bomonnsemas paboTa ¢ Hayana TpyJOBOM eATEbHOCTH (BKJIIOYAsi BOGHHYIO CIy»KO0y U paboTry

110 COBMECTHUTENILCTBY)

Mecsi u Tof I[OJ'DKHOCTL C YKAa3aHUCM YUPCIKACHU,

MIOCTYIUICHHUS yxoza OpraHM3aliK, IPEINPUITHS, a TAKKE

MUHHCTEPCTBA (BEIOMCTBA)

MecronaxoxaeHue
YUPEKIAECHUS,
OopraHu3anuy,
PEATPUITUS

5. Bamu Onu3kue poJCTBEHHUKH (JKE€HA, MY, OT€ll, MaTh, OpaThsi, CECTPHI)

CreneHb Ddamuaus, UM, I'ox

pPOoACTBa OTYCCTBO POXIACHUSA

Mecto paboThl,
JIOJDKHOCTh

Anpec mecTa
JKUTEJIbCTBA

6. lomamHuii agpec u HoMep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMeEp, cepusl, KEM U KOTJla BbIJIaH)

8. JlomomHUTENBHBIE CBEICHUSI, KOTOPBIE BB jKemaeTe cooOmuTh o cede

10. Ha xaxoii ypoBeHb 3apiuiatel Bel paccuntsiBaere?

« » 202  rona

(IOKHOCTH OTBETCTBEHHOTO 32 KaJJPOBBIN yUeT)

(moanuce)

(pacumpoBKa MOAMKICH)




[Mpunosxenne Ne8
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

meJsa Ne
B nene npoumnto u npoHyMepoBaHO JINCTOB
(mudpamu 1 IPONHCHIO)
¢ No o Ne , B TOM YHCJIC:
JINTEpHbIE HOMEpA JINCTOB
MPONYILEHHBIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEU ONMUCHU JINCTOB
OcobeHHoCTH (PU3NYECKOTO COCTOSTHUS U Howmepa nucros
(dbopMupoBaHus Jea
OTBeTCTBEHHBIH 3a
KaJIpOBBII y4yeT
(moamuce) (pacumppoBKa MOAIKUCH)

« » 202  ropga




