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IMonoxenue
0 NopsiiKe BeAeHHs JIHYHBIX e paboTHHKOB

1. Ofmue noJIoKEHHs

1.1. Hactosiuee [lonoxenne O MOpsJIKE BEACHWA JIHYHBIX TEI palOTHHKOB OPTAHH3ALNH,
ocyuecTRIsIONEH 00pa3oBaTeNbHYIO AeATEILHOCTD, pa3paboTaHo B COOTBETCTBHH C:

o ®egcpanbHbiM 3aKkoHoM Ne 273-®3 or 29.12.2012 «0O6 obpasosanuu B Poccuiickoi
®estepainy ¢ WimeHennsMi Ha 29 aekabps 2022 roaa,

o ®caepanbHbiM 3aKoHom oT 27.07.2006 Ne 152 «Q nepcoHaNbHBLIX daHHBIX» €
nwaMeHeHuAMH Ha 14 mons 2022 rona,

e Vkatom [Ilpesmaenta or 30.05.2005 Ne 609 «OG6 yrBepkAcHHH [MonoxkeHus ©
NEpPCOHANBHBIX JAHHBIX TOCYAAPCTBEHHOTO CITyIKalIero Poccuiickoit @Dezepaitin U
BEJICHHH €T0 JIHYHOro Jenay,

Tpynossiv Kozexcom Poccuiickoii denepamu,

KO/IeKTHBHBIM I0TOBOPOM,

VeTaBoM OPraru3alui, ocy HeCTBIAoNeH 00pasoBaTe/IbHy O 1esTeNbHOCTE.
1.2. [lannoe Ilonoskenne ompeiesnsier MOPSANOK BEACHHS /IMYHBIX e TNEJaroros H MHbIX
COTPYZHHKOB H PabOTHUKOB MIKOJIBI, ONPE/CIAET MOPIAOK (dopMHpPOBaHHUS, y4ETa U XPaHCHHUS,
BBIIAYH JTHUYHBIX JIe/1 BO BpEMEHHOE TI0Tb30BAHHE, @ TAKHKE OTBETCTBEHHOCTD, PaBa palOoTHHKOB
U JHpeKTOpa 00pa3oBaTe/IbHOH OpraHH3alHy.
1.3. Hactosmee [TonokeHue yTBEpIK/aeTCs PHKA30M TI0 IIKOJIE W SBISETCS 00A3aTe/BHEM 14
BCEX KATEropHil 1e[arorHyeckHX U APYTHX COTPYAHUKOB LIKOJIbL.
1.4, Bejienue JM4HbIX €/ NEJAroroB U COTPYAHHKOB HIKOMBI BO3/IAraeTCs Ha CrielHanucTa 1o
KaIpaM OpPraHu3aiiy, OCyIeCTBIsOLIeH 00pa30BaTeIbHY O ACATENIbHOCTE.
1.5. JInuHOE /16710 — OCHOBHOI JOKYMEHT NEPCOHANBHOTO yueTa, Cofepalluii Haubosiee noHbIe
cBejieHHs 0 paboTHHKE 00pa30BaTENbHO OpraHU3aliK ¥ ero TPY/I0BOH AesTeNbHOCTH. B nuanoe
Jeno BHOCSTCS CBEJCHHs, CBA3aHHBIE C TNOCTYILIEHHEM Ha PpafoTy H YBOTBHEHMEM.
1.6. CBesienns, ColepKaIIHECs B IHYHOM Je/e, OTHOCATCA K KOH(HACHIMATEHOMH HH(pOpMaLHH,
HMEIOT OrpaHHYEHHbIA J0CTYI ] pasrialeHHIO HE OJIIEsKAT.
1.7. JluuHoe Jeno BeeTcs B TeueHMe BCEro  nepHoja  paboTHI paboTHHKA.
1.8. BeleHne HECKOABKHX JIMHYHBIX Je] 0/1Horo paboTHHKA 00pa3oBaTe/IbHON OpraHu3alMHi He
JOMyCcKaeTes.

2. Mopsitok GopMHPOBAHHS JHIHBIX /1e/1 COTPYAHHKOB

2.1. ®opmHMpoBaHEE JIHYHOIO [e€1a [eJaroroB H COTPYAHHKOB ob1eobpasoBare/IbHOH

OpraHW3alMKM TPOM3BOJMTCS HEMOCPEACTBEHHO IMocie TNpueMa B o6meobpa3oBaTesbHyIo
OpraHu3alMio WM [EpeBoja NearoroB W COTPYAHMKOB M3 Apyroi obpa3oBaTenbHOi
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0 MOopsi/iKe BeJAeHUs JIUYHBIX /1eJ1 pA0OTHUKOB

1. O01ue moJI0KeHu s

1.1. Hacrosimee [lonoxkenne o mopsake BeAeHUS JWYHBIX Jie1 PaOOTHUKOB OPraHU3AIINU,
OCYILECTBIISIOICH 00pa30BaTENbHYIO AEATEILHOCTD, Pa3pad0TaHO B COOTBETCTBUU C:

e ®denepanbubiM 3akoHOM Ne 273-@3 or 29.12.2012 «O6 oOpazoBanuu B Poccuiickoit
denepanun» ¢ u3MeHeHUsIMU Ha 29 nexabps 2022 rona,

e @ecnepanbHbiM 3akoHOM 0T 27.07.2006 Ne 152 «O mnepcoHaldbHBIX JaHHBIX» C
n3MenenussmMu Ha 14 uroist 2022 roxa,

e Vkazom Ilpesumenta ot 30.05.2005 No 609 «O6 yrBepxknenun Ilomoxxenus o
MEPCOHANBHBIX JaHHBIX TOCYyAapCTBEHHOro ciykamiero Poccuiickoit ®epepanuu u
BEJICHUH €T0 JJUYHOTI'O JIeTIay,

e Tpynoseim Konekcom Poccniickoint denepanun,

e  KoJuIeKTUBHBIM JOIOBOPOM,

e VYcTaBoM OpraHu3alliy, OCYIIECTBISIONIEH 00pa30BaTeIbHYIO 1EATENbHOCTD.

1.2. Jlannoe IlonoxkeHue ompenenser MOPSAOK BEACHUS JMYHBIX JIeN TEeJaroroB M HMHBIX
COTPYJHUKOB U PaOOTHUKOB IIKOJIbI, OMpEeNseT MOopsAI0K (OPMUPOBAHUS, YUeTa U XpaHEHUS,
BbIJIaYM JINYHBIX JI€J BO BPEMEHHOE I0JIb30BAHUE, a TAK)KE OTBETCTBEHHOCTD, ITpaBa paOOTHUKOB
U IUpeKTopa 00pa3oBaTeNbHON OpraHu3aIluy.
1.3. Hacrosimiee Ilonoxenue yTBepK1aeTcs MPUKa30M IO IIIKOJIE U SBISETCSA 005S3aTeIbHBIM IS
BCEX KaTE€ropuil MeJarornyeckux U APyrux COTPYIHUKOB IIKOJIBI.
1.4. Benenve NMUHBIX A€l NEAaroroB U COTPYAHUKOB IIKOJIbI BO3JIAraeTcs Ha CHENMAIUCTa 110
KaJpaM OpraHU3alliu, OCYIIECTBIISIONICH 00pa30BaTENbHYIO JESTENbHOCTD.
1.5. JIuunoe nemo — OCHOBHOM JJOKYMEHT MEPCOHATBHOTO YyUeTa, COJAepKallnii HanboJiee MoJIHbIe
CBeZIeHMsI 0 pabOTHHKE 00pa30BaTeIbHON OpraHu3allii U ero TPY10BOH AesaTeabHoCTH. B mnuHoe
JIEI0 BHOCSITCSI CBEJICHHUS, CBS3aHHBIE C TOCTYIUIEHHEM Ha pabdoTy ¥  YBOJbHEHHEM.
1.6. CBenenus, coqepskamirecs B JMYHOM Jelie, OTHOCSATCS K KOH(PHIeHIMaIbHON HH(pOpMalny,
UMEIOT OrpaHUYECHHBIN JOCTYII u pasriamieHuo HE MO/JIEXkKAT.
1.7. JluuHoe Jneno BedeTcs B TEUEHHWE BCEro Mmepuojga paboTbl  pabOTHUKA.
1.8. Benenne HECKONBKHUX JTUYHBIX JIeJ OJHOTO pabOTHHKA 0Opa30BaTENbHON OpraHHU3aIlui HE
JIOTTYCKaeTCsl.

2. llopsinok popmMupoOBaHUS JMYHBIX A€ COTPYIHNKOB

2.1. ®opmupoBaHHME JHMYHOTO Jeja IEeJaroroB M COTPYJHUKOB 00I1€00pa3oBaTeIbHON
OpraHu3ali TPOU3BOAMTCS HEMOCPEACTBEHHO Iocjie IpHeMa B 0011eo0pa3oBaTelbHyI0
OpraHu3allMl0 WINM [E€PeBOJa IEAAroroB M COTPYAHUKOB U3 Jpyroil oOpazoBaTelbHON
OpraHu3aluu.

2.2. B COOTBETCTBHH C HOpMaTUBHBIMU JOKYMCHTAMHU B JIMYHBIC AC€JIa IIEJAaroroB U COTpy1HUKOB
OpraHu3aliy, OCYIIECTBISIONIEH 00pa30BaTEeNbHYIO AEATEIbHOCTD, BKIAIBIBAIOTCS CIEIyIOIINe



JIOKYMEHTBI:
J1JIs1 Ie1aroros:
e 3a51BJICHUE O IIpUeMe Ha paboTy;
e 3a5BJICHUE O COTJIACHH Ha 00pabOTKy NEpCOHANBHBIX JaHHBIX I1€arora;
e CIIpaBKa O HAIMYMH (OTCYTCTBUM) CyIUMOCTH U (Mi1K) (haKkTa yroJOBHOIO NIPeCe0BaHUs,
BBIIAaHHOT'O COOTBETCTBYIOLLUM OPIaHOM IPAaBOIOPSAKA;
e aBTOOMOTpad U,
e KOIIUS NAcIoOpTa WM UHOTO TIOKYMEHTA, yIOCTOBEPSIOLIETO JINYHOCTB;
e KOIHUSI CTPAXOBOI'O CBUETENbCTBA IEHCHOHHOTO CTPAXOBaHUS;
* KOMHS MACHTU(PHUKAIIMOHHOTO HOMEPA HAJIOTOILIATENbIINKA;
e KOMMS JOKYMEHTA BOMHCKOT'O yueTa (1711 BOEHHOOOS3aHHBIX);
e KOIIUS CBUAETEILCTBA O 3aKJII0OUEHUU Opaka (Ipy HAITM4YHUH);
e KOMMSI CBUJETENBCTBA O POXKICHUHU AeTel (IIpU HAJIMYUN);
e KOTIMU JOKYMEHTOB 00 00pa30BaHuy;
e KOIHMHU TOKYMEHTOB O KBIN(DUKALIUK WK HAJMYUE CIELUAIbHBIX 3HAHUH (IIPU HATUYKH);
e KOIIUU aTTECTAL[MOHHBIX JIUCTOB (MIPU HATMYHH);
* KOIMHU JOKYMEHTOB O HarpaXJIeHUU (IIpU HAJTUUUH);
* XapaKTePUCTUKH, PEKOMEHIaTeIbHBIE MUChMa (IIPU HAJTUYWN ),
e [IPUKa3 O pHeMe Ha padoTy;
e [IPUKA3 O MEPEBOJIE HA UHYIO JODKHOCTD (IIPH HAJIMYUHU);
e IOJDKHOCTHAsI MHCTPYKLUS (OJKHOCTHBIE MHCTPYKLIMU C MOMEHTA HAa3HAYEHMs Ha BCE
JIOJKHOCTH);
e TPYJIOBOM JI0TOBOp (C MOCJIEAYIOUIMM BKJIIOYEHUEM JIONOJIHUTEIbHBIX COTJIALICHUH K
TPYZOBOMY JI0TOBODY);
* TPYJIOBYIO KHUXKKY;
e METUIIUHCKYIO KHUXKKY.
st paGOTHUKOB:
e 3asBJICHUE O IIPHUEME Ha padoTYy;
e 3a51BJICHHE O COTJIACHM Ha 00pabOTKy MEpCOHATIbHBIX JAHHBIX I1€arora;
e CIIPaBKa O HAJIMYUHU (OTCYTCTBUH) CyIUMOCTH U (WJIH) (paKTa yroJIOBHOIO NPECIIEIOBAHMS,
BBIJJAHHOT'O COOTBETCTBYIOLIMM OPraHOM ITPABONOPSIIKA;
e aBTOOMOTpadus;
e KOMMS ACTIOPTa MJIM MHOTO JOKYMEHTA, YJJOCTOBEPSIIOIIETO JINYHOCTb;
e KOIUSI CTPAXOBOI'0 CBUETEIHCTBA IEHCUOHHOTO CTPaXOBaHUS;
e KOMUS UACHTU(PHUKAIIMOHHOTO HOMEpPA HAJIOTOILIaTEeNbIINKA;
e KOIUS JOKYMEHTa BOMHCKOT'0 yueTa (111 BOEHHOOOS3aHHBIX);
e KOMHS CBUETENBCTBA O 3aKII0UEHUH Opaka (Ipu HATUYUH);
e KOTIHSI CBUETENBCTBA O POKICHUN AeTel (IIpHU HATMIHN );
e KOTMU JOKYMEHTOB 00 00pa30BaHuH;
e KOIIUU JIOKYMEHTOB O HarpaXAeHUU (IIpU HATUYUH);
* XapaKTePUCTUKH, PEKOMEHIaTeIbHbIE MUChMa (ITPU HATUYHH);
e [IPHUKA3 O MpUeMe Ha padoTy;
e IIPUKa3 O NMEPEBOIC HAa UHYIO TOJKHOCTD (TIPU HAJIMYUH);
e IOJDKHOCTHAsI MHCTPYKLUSA (JOHKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAu€HUsl Ha BCe
JIOJHKHOCTH);
e TPYZOBOM JOTrOBOp (C MOCIEAYIOUIMM BKJIIOYEHHEM JOMOJIHHUTEIbHBIX COTJIAIIEHUH K
TPYZOBOMY JI0TOBODY);
* TPYZIOBYIO KHUKKY;
e METUIIUHCKYIO KHUXKKY.
Paboronarens odopmiser:
* TPYJIOBOH JIOTOBOP B JIBYX 3K3EMILIAPAX;
e IIpUKa3 O MpueMe Ha paboTy (0 MepEeMEeIeHUH Ha IPYTHe JOJIKHOCTH),




e TUYHYIO KapTouky Ne T-2;
e JIOJDKHOCTHYIO MHCTPYKIIMIO B IBYX K3EMIUISIpax.
PaGoToaTesib 3HAKOMHUT:

e C HOPMATUBHO-TIPABOBBIMH JOKyMEHTaMH HIKOJIbI (Y cTaBoM, KOJIJIEKTHBHBIM JJOTOBOPOM,
[TpaBuinaMu Tpy10BOrO paclopsiiKa U JIp. JTOKaJIbHBIMHU aKTaMH);

* C JJOJUKHOCTHOW MHCTPYKLIHEH;

e IPOBOJUT BBOJHBIA MHCTPYKTaXX, MHCTPYKTaX IIO OXpaHe TpyJa, HHCTPYKTaX IO
IPOTHBOIOXKAPHOU OE30MaCHOCTH.

2.4. IlepBuuHoe ohOpMIICHHE JIUYHOTO Jieia IPeyCMaTpPUBACT:

e IPUCBOEHUE JINYHOMY JI€JTy HOMEPA COIIACHO JKyPHAIy y4eTa JIMYHBIX A€l (IPUI0KEHHUE
Ne 1);

e IIPOCTABJICHUE Ha OOJIOKKE JTMYHOTO Jiena (mpuioxeHue Ne 2) clenyronmx peKBU3UTOB:
UHJIEKC Jesna (B COOTBETCTBUM C HOMEHKJIATypoil nen o0meoO0pa3oBaTenbHON
OpraHu3aliy; IOJIHOC HaMMEHOBaHME O0O0IIe00pa30BaTEeNIbHON OpraHU3allui; HOMEp
JUYHOTO Jena; GaMuwins UM 0T4eCTBO paOOTHUKA B MMEHUTEIBHOM IaJeKe; 1aThl —
roJl Hayaja U roJi OKOHYaHUsI BEIEHUs JeJa; KOJIUYECTBO JUCTOB; CPOK XPAHEHHUS;

[OMEIIEHUE JOKYMEHTOB, MMOJISKAIINX XPAHEHUIO B COCTABE JIMUHBIX JI€JI, B XPOHOJIOTHYECKOM
HOpSIJIKE:

- BHYTPEHHSS ONUCH JOKYMEHTOB JIeNa;

- TMYHBIN JINCTOK IO yUETY KaJpOB;

- 3asBJICHHE O IIPUEME Ha paboTy;

- IPUKa3 O pueme Ha padoTy;

- TPYyIOBOM JOTOBOD;

- JIOTOBOp O IIOJIHOM MaTepualbHOW OTBETCTBEHHOCTU (eciau pabOTHHK — MaTepHaIbHO
OTBETCTBEHHOE JIUIIO);

- XapaKTepUCTUKH U PEKOMEHIaTeJIbHbIE TUChMA;

- coryiacue Ha 00paboOTKy NMEepPCOHATBHBIX JTaHHBIX.

2.5. Jluctel JIOKYMEHTOB, TIOMEIIEHHBIX B JIMYHOE JeJo, MOJUIekKaT HyMeparuHu.
2.6. C nenpto obecrieyeHus HaJJIeKallel COXpaHHOCTH JIMYHOTO Jieja MeJaroroB U COTPYJHUKOB
0011eo0pa3oBaTeIbHOM OpraHu3alu U ya00cTBa B OOpalleHUMH C HUM IpHU (HOPMHPOBAHUU
JOKYMEHTBHI MOMEIIAIOTCS B OTHENbHYIO Nanky. [Ipy yBoJIbHEHHWM paOOTHUKA IMPOIIMBAIOTCS
HUTKaMHU U CJIAIOTCS B apXUB.

2.7. BHYTpeHHSS ONUCh JOKYMEHTOB, UMEIOIINXCS B IMYHOM JeJie, JOJDKHA COJIEPIKATh CBEICHUS
O TOpPSAKOBBIX HOMEpax, HAUMEHOBAaHUAX JOKYMEHTOB [lefla, KOJIMYEeCTBE JIMCTOB, JaTax
BKITIOYCHHUS TOKYMEHTOB B JIMYHOE JIEJIO U U3BATHS U3 JeJla, a TAaKXKe KEM U3BT JTOKYMEHT U 10
KAaKOH IpUYUHE.

2.8. BHyTpeHH:S ONUCh COCTaBISETCS HAa OTAEIBHOM JIMCTE MO YCTaHOBJIEHHOUW (opme. JIncTb
BHYTPEHHEH OIUCH HyMEPYIOTCS OT/AEIBHO.

2.9. Ilpu mOATrOTOBKE JIMUHBIX €T K Iepeadye Ha XpaHeHHe K BHYTPEHHEH ONMMCH COCTaBIISETCS
UTOTOBas 3aMKCh, B KOTOPOH yKa3bIBaeTCs LU(PAMU U MPOIMUCHIO KOJIUYECTBO BKIIOYEHHBIX B HEE
JTOKYMEHTOB M KOJIMYECTBO JINCTOB JIeNa.

3. HOpﬂI[OK BEACHUSA JIUYHBIX €] I€Iaroros u COTpyiHuKOB OpraHnmsanuu,
OCYUIECTBJISIIONIEH 00Pa30BATEIbHYIO 1eATEIbHOCTD

3.1. JIuunoe neno meaaroroB M COTPYIHUKOB OO0IIE0O0pa30oBaTEILHOM OpPraHU3aIliy BEICTCS B
TE€YEHHE BCEro Mepuoja padoThl KaKIOro Meaarora W COTpyAHHKA B 00IIe0Opa3oBaTeNbHOMN
OpraHu3aIiy.
3.2. JlanpHeiiniee BeJeHHWE JIMYHOTO Jiefia MEAaroroB M COTPYJHUKOB 001Ie00pa3zoBaTelbHOM
OpraHu3aIy MPeayCMaTPUBAET MOMEIIEHUE B JIEJI0 JOKYMEHTOB, 00pa3yIoIIMXCcsS B Tpoliecce
paboueii eI TeNbHOCTH U UMEIOIINX 3HAYSHHE JIsl TPYIOBBIX OTHOIIICHUH:

e IOTIOJIHEHUE K IMYHOMY JIUCTKY O YUYETY KaJpOB;

e JIOTIOJIHUTEJILHBIE COITIALIEHNS K TPYJOBOMY JOIOBOPY;



e KOTIMU TIPUKA30B IO JIMYHOMY COCTaBY, KOTOPBIE KAacalOTCs MEAaroroB M COTPYIHHKOB
00111e00pa30BaTeNbHON OpraHn3aLuy;
¢ OT3BIBBI JIOJDKHOCTHBIX JIMI[ O TIEAAarore H COTPYIJHHKE O00IIeo0pa3oBaTeIbHON
OpraHu3aIuy;
* KOITMHU JOKYMEHTOB O IMOBBIIICHUN KBaTH(PUKALINY;
* KOTMU CEPTU(PHUKATOB, TPAMOT;
o JINCT — 3aBEPUTEIIB JiesIa (COCTABIISIOT TPH Cllavye JIMYHOTO Jiejia B apXHB);
e HBIC JIOKYMEHTHI.
3.3. B mensx oOecrieueHHs] KOHTPOJISI 32 COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIMYHBIX JIET B
0011e00pa30BaTeIbHOM OpraHU3aluy eKEroAHo (He mo3nHee | kBapTana roja, ciaeIyromero 3a
OTYETHBIM) TIPOU3BOUTCS MTPOBEPKA UX HAIUYHSI U COCTOSHUSI.
3.4. ExerogHyo MpOBEPKY COCTOSHUS JIMYHBIX JIEJI HA MPEIMET COXPAaHHOCTH BKJIIOUYEHHBIX B
HET0 JIOKYMEHTOB TPOBOJHT CIICIUAIBLHO CO37aHHasi Komucchs. O MPOBEACHHBIX MPOBEPKAx
JIeNlaeTcs OTMETKA B JIMCTE O Pe3yJIbTaTaxX €KeroHOW MPOBEPKU COCTOSHUS U HATUYHS JIMIHOTO
Jiella ¥ COCTaBJIsIeTCs akT. Pe3ysbTaThl NMPOBEPKH JIMYHBIX eI B O00S3aTCILHOM MOPSJIKE
JIOBOJISITCS 10 AUPEKTOpa 00111€00pa3oBaTeIbHON OpraHu3aIliy.

4. IMopsinok y4éTa U XpaHeHHUs JTUYHBIX JIeJ] 11eJaroroB U COTPYIHUKOB OPraHU3alum,
OCYHIeCTBJISAIOIICH 00pa30BaTEIbHYIO AeSTeIbHOCTh

4.1. XpaHeHue U y4eT JIMYHBIX JIe]1 [Ie1aroroB U COTPYIHUKOB OpPraHU3alliy, OCYLIECTBIIAIOMEN
00pa30BaTeNIbHYIO JESITEIbHOCTb, OPTaHU3YIOTCA C LEJbI0 OBICTPOro U 0€301MO0YHOr0 MOUCKa
JMYHBIX JEJ, OOECIeYEeHUs] WX COXPAaHHOCTH, a Takke oOecreueHHs KOH(HICHIIHATIHLHOCTH
CBEJICHUI, cozepKallUXCsl B JIOKyMEHTaX JMYHBIX JIeJ, OT HECaHKIMOHUPOBAHHOI'O JOCTYyIA.
4.2. Jluunbple Aenma COTPYIHUKOB XpaHATCS B ceiide 00meoOpa3oBaTeIbHOW OpraHu3aIug.
43. TpynoBele M  MEAMLUMHCKME  KHWXKKM  XpaHATCS  OTHENbHO B ceilde.
4.4. JlocTym K JUYHBIM JIeJIaM TIEAaroroB M COTPYAHUKOB 00IIe00pa30BaTeIbHON OpraHu3aluu
UMEIOT TOJIBKO CEeKpeTapb, CHELUAIUCT IO KajapaM, JAUPEeKTop o0lieo0pazoBaTeabHON
OpraHu3alMi JIM0O 3aMECTHTENH ITUPEKTOpa NpPHU HCHOJHEHWH OO0S3aHHOCTEH JHpeKTopa
00111e00pa30BaTeIbHOM OpraHu3aIuy.

4.5. Cucremaruzanusl JIMYHBIX JIeJ TI€1aroroB M COTPYAHHMKOB 00111€00pa3zoBaTeIbHOMN
OpraHu3aly MPOU3BOANUTCS B aJI(paBUTHOM MOPSJIKE.

4.6. Jluynbie nena meaaroroB U COTPYAHUKOB 00IIE00pa30oBaTEIbHOM OpraHU3alii, UMEHOIINX
roCyJJapCTBEHHbIE 3BaHUS, IPEMHHU, HATPabl, yU€HbIE CTENICHH U 3BaHUS, XPaHATCS OCTOSHHO, a
OCTAJIbHBIX COTPYAHHUKOB — 75 JIET ¢ TOAa YBOJbHEHHS paboTHHKA (B cOOTBeTCTBUU ¢ [lepeunem
TUIOBBIX YIIPABIEHUYECKUX JJOKYMEHTOB).

5. HOpﬂIlOK BbI/IAYH JIMYHBIX A€J1 BO BPDEMEHHO€ MOJb30BaHUE

5.1. Beinaya nuuHbBIX Jea (OTIENbHBIX JOKYMEHTOB B COCTaBE JIMYHOTO [€J1a) BO BPEMEHHOE
N0JIb30BAHNE NTPOU3BOAUTCS € pa3pelleHHus AUPEKTOpa 001e0o0pa30BaTeIbHOW OpraHu3aluu 1o
3asBJICHUIO COTPY/IHUKA OpraHU3allMH, OCYIIECTBISIOMEH 00pa3oBaTEeIbHYIO JESATEIbHOCTD.
5.2. Pabora (o3HakOMJIEHHWE) C JIMYHBIMU JIeJaMH TMEeAaroroB U  COTPYJIHUKOB
00111e00pa30BaTENIbHOM OpraHU3aluy MPOU3BOJUTCS B IPUEMHON AupekTopa. B koHIe pabouero
JTHSI CeKpeTaph WM CHEeIHATUCT Mo KaapaM obs3aHa yOeauTbcs B TOM, YTO BCE JIMUHbBIE Jena,
BBIIaHHBIE BO BPEMEHHOE II0JIb30BAHHWE, BO3BPALLEHBI HAa MECTO XpPaHEHUS M €CThb JIU
HEOOXOOUMOCTh Ul  MPHUHATHS  Mep K  MX  BO3BpAllEHUIO  WJIM  PO3BICKY.
53. @akr BBIJAYM  JIMYHOTO  Jena  (QUKCHUPYEeTCs B KOHTPOJBHOM  JKypHAle.
5.4. N3psATHE OTAETBHBIX JOKYMEHTOB U3 JUYHOTO JIea IPOU3BOIUTCA C PA3PELICHUS TUPEKTOpa
o01mieo0pa3oBaTeIbHOM OpraHu3anuu ¢ o(opMJIEHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«IIpumeuanue» BHyTpeHHel onucu. [Ipy BpeMeHHOM U3BSATHH IOKYMEHTA Ha €ro MecTo (Mexay
JUCTAMHU COCEIHUX TOKYMEHTOB) BKJIAJbIBAETCS CIIPaBKa-3aMECTUTENb C yKa3aHUEM JaThl U
MPUYMH U3BSITHS C TOAMKCHIO JIUIA, BBIIABLIET0 JOKYMEHT, M MOAMUCHIO JIUIA, TOJYYUBIIETO €ro
BO BPEMEHHOE I10JIb30BaHUE.



6. OdopmileHHe JTUYHBIX J1€J1 Nepe] ciavyeid B apXuB

6.1. OdopmiieHre TMYHBIX JeJT A7 Iepelaui B apXHUB MPOU3BOAUTCS CIICIUATUCTOM I10 KaJipam
00111e00pa30BaTeNbHOI OpraHu3anyy. JTa Mpoeaypa BKII0YAeT:

e IOAMINUBKY (TIEPEILIET) JIeTa;

* YTOYHEHHE HyMepaluy JIMCTOB Jea;

e COCTABJICHHE JIMCTA-3aBEPUTEIIS;

e cocTaBiieHNe (YTOUHEHHE) BHYTPEHHEH OIUCH;

e BHECCHUE YTOYHEHU B PEKBU3HTHI JIMIIEBOI OOJIOKKH JIena.

6.2. Jluct-3aBepuTenb Jeda JOJDKEH MOJNUCAaTh €ro COCTaBHTENb, HPU ITOM JelaeTcs
pacm@poBKa JODKHOCTH M TOAMKCH, NPOCTaBIsIeTCs Aara. B mporecce HCHOIb30BaHUSA
apXMBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIC AETAIOTCS COOTBETCTBYIOIINE OTMETKH. Eciu neno
HOIINATO O€3 JHCTa-3aBEPUTENIs, TO €r0 CIeNyeT HAKJICUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKU
Jena.

6.3. C nenpio o0ecriedeHns: COXpaHHOCTH JIMYHBIX JIe]T PEKOMEH Ty eTCs:

e 00BEIMHATD MHMBUYaJIbHBIC JIMYHBIC JIeNIa YBOJICHHBIX COTPYAHUKOB B OJTHY OOJIOXKKY
(0OBeMHEHHOE J1eJ10) C TAKUM PacdeToM, 9ToObl 00BbeM Aemna (ToMa) He mpeBbimai 250
JHCTOB (ITyTEM CIIMBKU MaTepUaIOB MHIMBHIYAIbHBIX J€J I10 TOAaM YBOJIbHEHUS);

e pacmojiaraTb MaTepHalibl MHAMBHIYAIbHBIX /I B Ipezenax aena (Toma) B andaBUTHOM
nopsake  (modaMmiIbHO), OTAENSS  MaTepuaibl, OTHOCAIMIMECS K  PasHbIM
WH/IMBUIYAIbHBIM JIeJIaM, YUCTBIM JIUCTOM OyMmaru C yKasaHueM Ha HeM (aMUIIHH,
UMEHH U OTYEeCTBAa COOTBETCTBYIOIETO YBOJICHHOTO TieJarora ¥ COTpPYIHHKA
0011e00pa3oBaTeIbHON OpraHu3aly;

e CHaOXaTh KaJ10€ OOBEAMHEHHOE eJ0 (TOM) BHYTPEHHEH ONMCBHIO C NMEPEYHCIICHHEM
(damMunuii, IMEH M OTYECTB M yKa3aHHEM HOMEpPOB CTpPAHUI], B MpeaesaX KOTOPBIX
PacHOJI0KEHBI COOTBETCTBYIOLINE TOKYMEHTHI.

6.4. Ilepenava JIUYHBIX /1€ B QPXHUB OCYIIECTBIISICTCS HE IMO3JHEE TPEX JIET MOCIIE 3aBEPIICHUS UX
B JICJIONTPOM3BO/ICTBE B COOTBETCTBUH C rpadukoMm. [IperBapuTenbHO ceKpeTapeM, CennalucTOM
0 KajpaM TPOBepsieTCsl TOJHOTAa M NPAaBWIBHOCTH TOATOTOBKM JIMYHBIX J€] K Tepenadye.
BeIsiBIIeHHBIE TTPH MTPOBEPKE HETOCTATKU YCTPAHSIOTCS CEKpPETapeM, CIEHUATUCTOM IO KaJlpaM.
[lepenaya u mpreM MPOU3BOAATCS MO OMUCH C MTPOCTAHOBKOW OTMETOK O HAIWYHMH JIMYHBIX JIEIT.
6.5. JInuHble Aemna nejaroroB ¥ COTPYAHUKOB 00111e00pa30BaTeIbHOM OpraHu3alny, 3aKOHUeHHbIE
nenonpousBoacTBoM 1o 1 stBapst 2003 roxa, xpanstcs 75 net, mocne 1 saBaps 2003 roga — 50
ner. JluuHble nenma gupekTopa, INIaBHOro Oyxraitepa o0meo0pa3oBaTebHONW OpraHU3allu
UMEIOT MTOCTOSTHHBIN CPOK XPaHECHUSI.

7. OTBEeTCTBEHHOCTH

7.1. Tlegaroru u COTpYIHUKH OO0I€00pa30BaTEIbHOW OpPTraHM3allid O00S3aHBl CBOEBPEMEHHO
MPEJICTaBIISITh CEKPETAPIO UITH CIEIUAIMCTY 10 KaJIpaM CBEACHHs 00 N3MEHEHUH B IEPCOHATBHBIX
JaHHBIX, BKJIFOYEHHBIX B COCTaB JIMYHOI'O Acja.
7.2. PaboTtonarens o0ecrieunBaeT:
e COXPAaHHOCTh JIMYHBIX JIeJ TIeJarOTOB W COTPYJHHKOB  00IIeoOpa3oBaTeIbHOM
OpraHH3aIn;
L] KOHCbI/I)]eHHI/IaJ'H)HOCTB CBC}IGHI/Iﬁ, CoACpKKAINMUXCA B JIMYHBIX J€JIaxX TII€aaroroB Hn
COTPYIHUKOB.
8. IIpaBa paGoronaresiss u paboTHHKA

8.1. Jlns obOecrieueHHst 3alIUTHI NMEPCOHATBHBIX JAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX JIEIax
MeJaroroB M COTPYIHUKOB 00111€00pa30BaTeIbHON OpraHu3aliy, MeJaroru H COTPYIHUKU
00111e00pa30BaTeIbHON OpraHu3alui UMEIOT MPaBO:
* [IOJIyYUTh TMOJIHYI0 MH(OPMAIMIO O CBOMX IEPCOHAIBHBIX JAHHBIX U 00pabOTKE 3TUX
JAaHHBIX;
e [IOJIyYUTh CBOOOAHBIN TOCTYI K CBOMM IEPCOHAIBLHBIM JaHHBIM;



e [IOJTYYUTh KOINHUU JOKYMEHTOB, XpaHSIIUMECSs B JMYHOM JIeJe H  COJEpIKaIlue
MEePCOHAIBLHEIC TAHHBIC.

e TpeOOBATh HCKIIOYCHHUS WJIM HWCIIPABICHUS HEBEPHBIX M HEMOJHBIX TEPCOHATBHBIX
JIAHHBIX.

8.2. Paboromarens nMeeT mpaso:

e 00pabaTbIBaTh NEPCOHANBHBIEC JAHHBIEC NIEIarOTOB M COTPYAHUKOB 00111€00pa30BaTeIbHOM
OpraHu3aIiy, B TOM YUCJIE U Ha 3JICKTPOHHBIX HOCHTEIISX;

e 3aMPOCUTH OT TIEJArOrOB M COTPYIHUKOB OOIICOOpa30BaTEIbHON OpPraHU3AIMH BCIO
HE0OX0oAMMYI0 MH(OPMAIHIO I BEACHUS JMYHBIX Je]I U 00pabOTKH MEPCOHATbHBIX
JIAHHBIX.

9. 3akiI09YHNTEIbHbIE TMOJI0KEHHS

9.1. Hacrosiiee ITonoxkenue o mopsiike BeICHUS JTMYHBIX J1eJ1 pAOOTHUKOB SIBJISIETCS JIOKAJTbHBIM
HOPMAaTUBHBIM aKTOM, IpUHUMaeTcs Ha [leparornueckoM coBere IMIKOJIbI U yTBEpKAaeTcs (JInbo
BBOJIUTCS B JICHCTBUE) IPUKA30M IUPEKTOPA OPraHU3aIMH, OCYIIECTBISAIONIEH 00pa30BaTeIbHYIO
JESATEIIBHOCTD.

9.2. Bce mu3MeHeHHUs1 W JIOTIOJHEHUS, BHOCUMBbIE B Hacrtosimee [lomoskenue, odhopMisiroTes B
NUCbMEHHOW (¢opMe B COOTBETCTBHM JACHUCTBYIOIMM 3aKOHOJATENbCTBOM Poccuiickoit
denepanuu.

9.3. IlonoxeHue o NMopsiAKe BEJCHUS JMUYHBIX JI€J1 PAOOTHUKOB 00pa30oBaTEIbHON OpraHu3aluu
IIPUHUMAETCS HAa HEONpeIeleHHbI Cpok. HM3menenus wu nonosHeHuss K Ilomoxenuto
IPUHUMAIOTCS B IOpsAAKe, mpenycMoTpeHHoM  11.9.1.  Hacrosmero  ITosmoxeHus.
9.4. Tlocne npunstust [lonoxenust (MiaM U3MEHEHMM W JOMOJHEHUN OTIEJIbHBIX IMYHKTOB U
pas3zienoB) B HOBOW peJaKIUK MpeiblIylas pelakliis aBTOMaTUYECKH yTpaunuBaeT CUILy.



Kyphan yuera TMUHBIX JCTT

Ipunoxenne Nel

K MOJIOMKCHHIO O TIOPAIKE BEACHHA
JNYHBIX J1€7 pabOTHHKOR

Ne Hara Gavuma, | Tabens- | Jomxxocts | CTpykTyp- JHara u Hara u [pumeua-
n/ | odopmue- HMA, HblI (npodpec- HOe HOMEp HoMep HHC
N | HUA IHYHOTO |  OTHECTBO HOMEp cu, noapasae- npuKaza NpHKa3a
aena neaarora ¥ CreuHab- JICHHE (pacnops- (pacnopa-
COTPYAHHKA HOCTB) JKCHHA) O KCHUA) O
fejarora u npHeMe TipeKpanie-
COTPY/IHHKA nenarora H HUH
COTPYAHHKA | (pacTopie-
Ha paboTy HHH)
TPYI0BOTO
JI0TOBOpA €
1eIarorom 1
COTPYIHHKOM
(yBoJIbHE"
HHK)
1 2 3 4 5 6 7 8 9




Mpunoxenne No2
K MOJIOKCHHIO O TIOPAKE BeICHHS
JMYHBIX 1€ paboTHHKOR

O0J10KKa JTHMYHOTO JIe1a

Doup No
Omnuce Ne

Jeno Ne

Mujexc jgena

(Haspanme 00pasoBaTeNLHON OPTAHHIANNK)

JIMYHOE JIEJIO No

{3aron0BOK aeia)

JlaTa navana

}IaTa OKOHYaHHA

Ha JINCTax
Xpanutb ner
donp Ne
Ormice Ne

Heno Ne




Mpunoxenne Ne3
K MOJOMKEHHIO O MOPAIKE BEACHHS
JMHHBIX 1€/ paGOTHHKOB

BHYTPEHHSIS OITUCH
JOKYMCHTOB Jieiia No

Ne Hunexc Hara Hazpanmue Homep [Tpumeuanus
n/n JIOKYMEHTA JOKYMEHTa JOKYMEHTa JIHCTOB
aena
Hroro: JIOKYMEHTOB

(mhpamst 1 MPOIICEIO)

KosnuuecTBO IHCTOB BHYTPEHHEH OIHCH

OTBETCTBCHHBIH 3a
KaJIpOBLIH yuer:

« »

(Lusppass 5 NPOMICHIO)

(noanmce)

202 rom




®.1.0.

Mpunoxenne Ned
K MOZI0KCHHIO O TIOPAIKE BEACHHS
JMYHBIX €7 pabOTHIKOB

JlomKHOCTE

JInunoe geno Ne

Jlata 03HaKOMJIEHHS Mearora
M COTPYIHHKA C JIHUHBIM
JIETIOM

TMoanuck neparora u
COTPYJIHHKA

OTMeTKH, TpUMedaHHs,
3aMevaHuA




Mpunoxenne Ned

K NOJOKCHHIO O TTOPAIKE BCACHHA

JMYHBIX e/ pabOTHHKOB

OTMeTKa 0 pesyiabTarax eKeroHoi NPOBEPKH COCTOSAHHS
H HAJIHYHSA JIMYHOI0 Jaej1a

®.N.0.

Jo/mKHOCTD

Jlugnoe aeno Ne

Jara npoBepku

®.HN.0. uneHor
KOMHCCHH

Toanucy uneHoB
KOMHCCHH

Pesynbrar nporepku




Mpunoxenne Neb
K MOJOMKEHHIO O TOPAIKE BEACHHS
JMYHBIX 1€ paboTHHKOR

JINYHBIA JHCTOK 110 YUeTY KaAPOB

1. damuaus

Nms OTtyecTBO

2. Tlon

3. Tox, uncno 1 MecsI PoKICHHS

4. Mecto poxaenus

(ceno, acperns, Topoa, paiion, oinacTs)

5. paxancTBo

6. Obpa3zoranne

Haspanue Dakynprer Ton Ton Ecnn ne Kakyto
yuebHoro WIH TOCTYTJIEHHA | OKOHYAHHA | OKOHYHI, TO | CHEIHATbHOCTE
3aBEJICHHUS U €r0 | OT/eNcHHE WIH yXoja ¢ Kakoro TIOJTY9HIT B

MCCTOHAXOKIACHHC Kypca yuici pe3yabTaTe
OKOHYaHHA

y4eOHOro
3aBEICHU,
yKazath Ne
JUTITIOMA HIH
YJIOCTOBCPCHHS

7. KakumMu HHOCTPAHHBIMH A3bIKAMH Bl1ajieere

(YATACTE H MCPLBOIHTE CO CTOBAPEM, THTACTE H MOKETE OOBACHATLCH, BAAICCTE CROTOANO)

8. YueHas cTeneHb, yueHoe 3BaHHE

9. Kakye umeeTe HayqHbie TPYIBI H H300peTeHHs




10. Bemonusemas pabora ¢ Hadana TPYJOBOH JACATCIBHOCTH (BKIIO4Yas y4edy B BBICIIMX H
CPEeIHMX CleHHaIbHBIX YUeOHbIX 3aBe/IeHHAX, BOCHHYIO Cl1yKO0Y H padoTy 110 COBMECTHTENLCTRY)

Mecsi u roa JIOMKHOCTE € YKa3aHHEM YUPEXJICHNUS, MecToHaxoxienne
[OCTYIUIEHHs yxoja OpraHu3alyH, MPeIpHATHA, a TAKKE YUPEKIACHHA,
MHHHCTEPCTBA (BEIOMCTBA) OpraHu3almH,
TIPEATPHATHS

1 1. IlpedwiBanme 3a rpanumei (padora, ciyieOHas KOMaHIHPOBKA, OC3/IKa ¢ JeNerarHeii)

Mecsin H roJ B kakoli crpane Llens npeObIBaHHA 32
€ KaKoro Mo Kakoe rpanuueii
BpeMeHH BpeMst

12. Yuactre B BBIOGOPHBIX OpraHax
MecTo BHIOOpHOTO Ton

oprana

Hazganue roibopHoro ‘ B kauecTBe koro

opraHa BHIOpaH

n30panus | BbIOBITHA

i}

13. Kakne nmeeTe mpaBHTENThCTBEHHBIE HATPaIbi

Koraa u kem Harpaxicu

|

14. OTHOIEHNE K BOHHCKHM 00S3aHHOCTSAM H BOMHCKOE 3BaHHE

Cocrar

Pox Boiick

(KOMaNMELIH, MONNTHYCCKHIT, &

15. CemeiiHoe nonoKeHHE B MOMEHT 3arOJIHEHUS THYHOTO JIHCTKA

TPATHRHLIA, T fnT )

16. Jomamnmii anpec

(MICHBE COMBH, € YKA3aHUCM BO3PACTa)

17 06R3yl0Cb CBOCBPCMCHHO H3BCHIATH 000 BCCX M3MCHCHHAX JIAHHBIX, BKJIKOYCHHBIX B JIHYHBIH

JIMCTOK ITO YHETY KaJpOB.

« » 202

roaa




Mpunoxenne Ne?

K NOJOKCHHIO O TTOPAIKE BCACHHA

AHKETA

JMYHBIX e/ pabOTHHKOB

Damunus

Hms

OTuecTBO

Jara poxieHus

I. Tpax/iancTBO (€CiH H3MEHSAIIH, TO YKAXKHTE,
KOTJ1a M 10 KAKOH MpUYHHE)

2. Ob6pazoranue, y4veHas creneHb (Korja M
Kakne yueOHbIe 3aBE/ICHHS OKOHUMIIHM, HOMepa
qumioMoB). CriennanbHOCTh M KBaTH(HKALMA
10 AUIIOMY

3. KakuMH HHOCTPaHHBIMH SA3BIKAMH H A3bIKAMU
napoaoB Poccuiickoii deaepaunu Biajeere v B
Kakoil  cremeHd  (4dTaeTe M MoOkKeTe
OOBACHATHLCS, BiajieeTe CBODO/HO)

4. BemonnsgeMas paboTa ¢ Hadaua TPYJI0oBOH JedATelbHOCTH (BKII0Yas BOCHHYIO CIYKOy H paboTy

1o COBMeCTHTeJleTBy)

Mecsin 1 roj JIOIKHOCTE € yKa3aHHeM ydpeskIeHus, MecToHaxoxkIeHHe
NOCTYIICHUS yxonaa OPraHM3atum, NPEUIPHATHS, A TAKKe YUPEKIACHHS,
MHHHCTEPCTBA (BEOMCTRA) OpraHH3aluH,
NPEANpPUATHA
5. Bamm 61u3Kkie poJICTBEHHHKH (JKEHA, MYK, OTEIl, MaTh, OPaThs, CECTPHI)
Crenens Damumus, UM, I'on MecTo padoTsr, Anpec mecTta
pocTBa OTYECTBO POKICHUS JOIKHOCTH AKHTEIBCTBA

6. Jlomaninmii agpec 1 Homep TenedoHa

7. ITacniopT MM JOKYMECHT, €ro 3aMeHAIOLIHIT

(HoMep, CepHA, KeM H KOIJa BLLLAH)
8. JlonosHUTClIBHBIC CBCIICHHSA, KOTOpPBIC BhI keltacte cooduuTs 0 cede

10. Ha kakoit ypoBens 3apruiatel Bel paccuntsisacte?

« » 202 ronma

(AOMKHOCTL OTBETCTBEHHONO 33 KaAPOBLIA yueT) {(noanmee)

(pacndpoBKa MOXIHCH)




Mpunoxenne No8
K MOJIOKCHHIO 0 TIOPAIKE BeCHHS
JMYHBIX 1€ paboTHHKOR

JIMCT-3ABEPUTEJIb

nena Ne
B nene NPOLIHTO H MPOHYMCPOBaHO JIMCTOB
(Hdppans 1 nponHCLIo)
¢ Ne o Ne , B TOM 4ucie:
JIMTEPHBIC HOMEpaA JUCTOB
NMpONyIEHHBIE HOMEpPa JIHCTOR
+ JINCTOB BH)’I‘peHHCﬁ OITHCH JIMCTOB
OcobeHHOCTH d)H'}H‘lCCKOFO COCTOAHHSA H Homepa JIMCTOB
cpopnmpoaanuﬂ Aacna
OTBeTCTBEHHBIIH 32
KaJpOBbIH yuer
(noanucs) (pacuHpposKa NOANHCH)

« » 202 ropa




