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1. O0mue moJI0KeHUA

1.1. Hacrosiee IlonoxeHue o mnopsiike BeAEHUS JUYHBIX Jell paOOTHHUKOB OpraHu3alui,
OCYILLIECTBISIONIEH 00pa3oBaTeibHYIO JESITEIbHOCTh, pa3pabOTaHO B  COOTBETCTBUM  C
®enepanbHbM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoanuu B Poccutickoii denepanum»
¢ usMeHeHusmMu or 2 urons 2021 roma, PenepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MIEPCOHAJIBHBIX JaHHBIX» B penakuuu ot 2 urons 2021 rona, [Ipukazom denepanbHOro apXuBHOTO
arentcTBa oT 23 nekadbpsa 2009 roga N 76 «O06 yrBepxkaeHUH METOAMYECKUX PEKOMEHIAIUH 110
pa3paboTke HMHCTPYKIMM IO JeJONPOU3BOJCTBY B (henepalbHbIX OpraHax MHCIOJHUTEIbHON
BracTu», YkazoM IIpesumenta ot 30.05.2005 Ne 609 «O06 yrtBepxknenun Ilonoxenus o
MEPCOHANIBHBIX JTAHHBIX TOCYJAPCTBEHHOTO ciyxkamiero Poccuiickoit denepauu U BEIEHUU €T0
auyHoro nena» B penakiuu ot 23 wutonsa 2019 roma, Tpynmoseim Kopexkcom Poccuiickoii
Oenepanny, KoOIEKTUBHBIM ~ JAOTOBOPOM,  YCTaBOM  OpPraHMW3alld,  OCYLIECTBIISIONMICH
00pa3oBaTeNbHYIO IEATETHHOCTb.

1.2. Haunoe IlonmoxeHue omnpenenseT MOPANOK BEACHHUS JMYHBIX J€7 TEJaroroB M HMHBIX
COTPYIHUKOB U PaOOTHUKOB IIKOJIBI, OMpEeNsieT MOpIaokK (opMHpOBaHUs, yuyeTa U XpaHCHHS,
BbIJIaYU JINYHBIX JI€JT BO BPEMEHHOE MOJIb30BAHUE, a TAK)KE OTBETCTBEHHOCTH, paBa pabOTHUKOB U
JIMpEKTOpa 00pa3oBaTeIbHON OpraHU3aLUH.

1.3. Hacrosimee IlomoskeHune yTBepIKIaeTCsi MPUKA30M IO IIKOJIE U SBIACTCS 00S3aTEIbHBIM IS
BCEX KaTETOPHi MeAarornyeckux U Jpyrux COTpYAHUKOB LIKOJIBI.

1.4. BeneHnue NUYHBIX J€1 MEAAroroB M COTPYAHHMKOB IIKOJIBI BO3JaraeTcsi Ha CHelHaIucTa Mo
KaJpaM OpTraHU3aIlH, OCYLIECTBISIONIEH 00pa30BaTeNbHYIO IEATEIbHOCTD.

1.5. JInuHOE Ne0 — OCHOBHOM JOKYMEHT MEPCOHATIBHOIO y4eTa, COAepKalluil Hanboee MoTHbIe
CBEJICHUS 0 pabOTHUKE 00pa30BaTEIbHOM OpraHU3alMy U €T0 TPYAOBOH JedATeNbHOCTU. B miuuHoe
JIEJI0 BHOCSTCS CBEJICHUS, CBSI3aHHBIE C MOCTYIJICHUEM Ha pabOTy U YBOJIbHEHUEM.

1.6. CBenenusi, comeprkaimecss B JMYHOM JIelie, OTHOCATCS K KOH(PHICHIMAIBHON HH(pOpMaLnHy,
HMMEIOT OTPaHUYECHHBIN JOCTYI U pa3TallIEHUIO HE MOJIeKaT.

1.7. JluaHOE 1ETI0 BeIeTCs B TEUSHUE BCETO MepHo/ia padoThl pabOTHUKA.

1.8. Benenne HECKONBKHX JUYHBIX JI€J OJHOTO pabOTHHKA 00pa30BaTENbHON OpraHU3alluu He
JIOITYCKaeTCsl.

2. Ilopsinok ¢popMupoOBaHUS JUYHBIX €] COTPYAHUKOB
2.1. ®opmupoBaHHEe IUYHOTO Jejia TMEeJaroroB M COTPYOHUKOB 00I11e00pa3oBaTeabHON
OpraHMW3aIliy IPOU3BOJUTCS HEMOCPEJACTBEHHO TIOCIe IMpHemMa B 00meo0pa3oBaTeIbHYO



OpraHu3allii0 WM TEepeBOJa IMEAaroroB W COTPYAHHKOB W3 JAPYroi o0Opa3oBaTeabHOMN
OpraHu3aIuH.

2.2. B COOTBETCTBMH C HOPMATHBHBIMH JOKYMCHTAMH B JIMYHBIC JIeja MEaroroB U COTPYIHHKOB
OpraHu3alluK, OCYIICCTBIISIONIEH 00pa30BaTE/IbHYIO JIEATEIBHOCTD, BKIIAIBIBAIOTCS CIICIYIOIIHE
JOKYMEHTBI:

st nedacozos:

3asBJIEHHE O IIpHEeMe Ha padoTy;

3asgBIICHHE O COTJIACUU Ha 00pabOTKy MEPCOHATBHBIX JJAHHBIX TIe/1arora;

CIpaBKa O HAJIMYMM (OTCYTCTBUHU) CYOUMOCTH U (M) (akTa yroJOBHOTO IPECIeI0BaHu,
BBIIAHHOTO COOTBETCTBYIOLIMM OPIaHOM IPaBONOPSIKA;

aBToOMoOTrpadus;

KOIUS NaCTIOpTa UM MHOTO JOKYMEHTA, YA0CTOBEPSIOIIEr0 JIUUYHOCTD;

KOIIMSI CTPaxOBOT'O CBUETEIHCTBA IEHCUOHHOTO CTPAXOBaHUS;

KONHSI UACHTU(UKAITMOHHOTO HOMEpa HAJIOT OTIATEIbIINKA;

KOIMsI JOKYMEHTa BOMHCKOTO yueTa (AJ11 BOGHHOOOSI3aHHbIX);

KOIUS CBUETENBCTBA O 3aKJIIOUEHUH Opaka (IIpHU HaJIW4YuK);

KOIMSI CBUJIETEIBCTBA O POXKIECHUM AeTel (MPH HATUYHMH);

KOIIMU IOKYMEHTOB 00 00pa3oBaHuy;

KOIIMU JOKYMEHTOB O KBAIM(UKALMU UM HATUYUE CIEIMATbHBIX 3HAaHUH (IIPU HAJIMYUK);
KOIUU aTTECTALIMOHHBIX JTUCTOB (MPY HATUYHH);

KOIIMU JOKYMEHTOB O Harpa)<1eHuM (IIpy HAJIMYUK);

XapaKTepUCTHKH, pEKOMEHAATEIbHbIE TUChbMa (ITPU HAJIUYUN);

IIpPUKa3 O MpueMe Ha paboTy;

MIPHUKa3 O NMEPEBOJIE HA UHYIO JOHKHOCTD (IIPH HAJTMYUN);

JOJDKHOCTHAsT MHCTPYKUUS (AOJDKHOCTHBIE MHCTPYKLIMM C MOMEHTa Ha3HA4YEHUs Ha BcCe
JOJKHOCTH);

TPYZOBOW JOroBOp (C MOCIEAYIOUIMM BKJIIOUEHHEM JOMOJHUTEIbHBIX COIVIAIICHUNA K
TPYZAOBOMY JI0TOBODY);

TPYAOBYIO KHUXKKY;

MEJIUIUHCKYIO KHUXKKY.

na pabomuuxos:

3asBIICHHE O MPHEME Ha padoTy;

3asBJICHHE O COTJIACUU Ha 00pabOTKy NEPCOHATBHBIX JAHHBIX IE1arora;

CIpaBKa O HaJIMYUU (OTCYTCTBUM) CyJUMOCTU M (WIK) (paKTa yroloBHOTO MpecieoBaHus,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPraHOM NPaBOIOPSIKA;

aBToOuorpadus;

KOIMSI MACIIOPTa WIIK MHOTO TIOKYMEHTA, YI0OCTOBEPSIOLIETO JUYHOCTD;

KOIIMsI CTPaxOBOT'0 CBUJETEIbCTBA IEHCHOHHOI'O CTPaXOBaHUS;

KONMSI UICHTU(UKATMOHHOTO HOMEpa HAJIOT OIIATEIbIINKA;

KOIHS TOKYMEHTa BOMHCKOTO y4eTa (11 BOEHHOOOS3aHHBIX );

KOIHSI CBUJIETEIIHLCTBA O 3aKJII0YeHNUHU Opaka (IIpy HAJIM4UN);

KOIIMsI CBUJETEIbCTBA O POXKICHUM JieTel (IIPU HAJIMYUN);

KOIIMH JOKYMEHTOB 00 00pa3oBaHuu;

KOITUH JOKYMEHTOB O HarpakJIeHUH (IIPU HAJIMYUN);

XapaKTePUCTHKH, PEKOMEHIaTeNIbHbIE MUChMa (IIPU HAJTMYUN);

MpUKa3 o MpuemMe Ha padoTy;

IIPUKa3 O NEPEBOJIE HA UHYIO JOJDKHOCTD (IIPH HAJTMYUN);

JOJDKHOCTHAsT MHCTPYKUUS (AOJDKHOCTHBIE MHCTPYKLIMM C MOMEHTa Ha3HA4yeHUs Ha BCe
JIOJKHOCTH);

TPYAOBOH JOroBOop (C MOCIEAYIOUIMM BKJIIOUYEHHEM JOINOJHUTENIbHBIX COIVIALIEHUH K
TPYJIOBOMY JIOTOBOPY);

TPYAOBYIO KHUXKKY;



*  MEIUIUHCKYIO KHUXKKY.
Pabomooamenv ogpopmnsiem:

*  TPYAOBOM JOTOBOP B JIBYX 3K3EMIULIPAX;

* @pUKa3 o mpueMe Ha paboTy (0 mepeMeIIeHnH Ha APYyrue JOHKHOCTH);

*  JUYHYIO0 KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKIHIO B JIBYX 9K3EMIUIApaX.

Pabomooamenwv 3naxomum:

* ¢ HOPMATHUBHO-TIPAaBOBBIMM JIOKYMEHTaMM LIKOJIBI (YcTaBoM, KOJIJIEKTUBHBIM J10TOBOPOM,
[IpaBunaMu Tpya0BOTO pacropsika U Ap. JIOKaIbHBIMU aKTaMH);

*  C JIOJDKHOCTHOM MHCTPYKLMEH;

* TNPOBOAUT BBOJHBIA HMHCTPYKTaX, WHCTPYKTaX 10 OXpaHE TpPyAd, HHCTPYKTAX IO
IIPOTUBONOXAPHOI 0€30I1aCHOCTH.

2.4. IlepBuuHoe oopMIICHUE JIMYHOTO JIeNIa MPEyCMaTPHUBACT:

* IPUCBOCHME JIMYHOMY JI€Jy HOMEpPA COTJIaCHO XKYPHAIy ydeTa JIMUHBIX el (MPUIOKEHHUE
Ne 1);

* IIPOCTaBJIECHUE Ha OOJIOXKKE JMYHOTO Jiena (mpuioxeHue Ne 2) cieayromux peKBU3UTOB:
UHACKC Jena (B COOTBETCTBMM C HOMEHKIATypol Jieid  o0Iieo0pa3oBaTeNnbHOM
OpraHu3alliy;, MOJHOE HauMEHOBaHUE O0O0IIe00pa3oBaTeIbHON OpraHu3aluu; HOMEpP
JUYHOTO Jena; paMuiiisg UM OTYECTBO paOOTHHKA B UMEHUTEIILHOM IaJeXke; JaThl — TOJ
HayaJjia ¥ roJl OKOHYaHUS BEJCHUS JIEN1a; KOJIMUECTBO JIMCTOB; CPOK XPaHEHMS,;

* TIOMEIICHHE JOKYMEHTOB, [MOJJICKAIIUX XPAaHEHHID B COCTAaBE JIMYHBIX JEl, B
XPOHOJIOTUYECKOM IOPSJIKE:

BHYTPEHHSIS OMKCh JOKYMEHTOB Jiena (mpuiokenue Ne 3);

JUYHBIA JTUCTOK IO YYETy KaapoB (mpuitoxeHust Ne 6);

3asiBJICHHE O IpUeMe Ha paboTy;

MpUKa3 o0 MpueMe Ha padoTy;

TPYIOBOI 10TOBOP;

JOTOBOp O TIOJIHOW MAaTepUAIbHOW OTBETCTBEHHOCTH (ecid pabOTHHK —
MaTepHarbHO OTBETCTBEHHOE JINIIO);

XapaKTEpUCTUKU U pEKOMEHAATEIbHbIE TUChMa;

coryiacue Ha 00pabOTKy epCOHAIbHBIX JTaHHBIX.

2.5. JIuCTBI JOKYMEHTOB, IOMELIEHHBIX B JINYHOE JIEJI0, ITOJIEKAT HyMEPALIMH.

2.6. C nenplo obecriedeHus: HaJuIekKaleil COXpaHHOCTH JIMYHOTO JieJia MEJAaroroB U COTPYIHUKOB
o0uieo0pa3oBaTeabHOM OpraHu3alMi U yqoOcTBa B OOpalleHMH € HUM IpH (HOPMHUPOBAHUU
JOKYMEHThl TIOMEIIAIOTCS B OTHAENbHYIO mnanky. Ilpum yBoimbHeHHMH pabOTHHMKA MPOIIMBAIOTCS
HUTKaMU U CIal0TCS B apXUB.

2.7. BHYTpeHHss1 ONUCH TOKYMEHTOB, UMEIOIIUXCS B JJMYHOM JEJIe, JOJKHA CONEP)KaTh CBEICHUS
O TOpPSAIKOBBIX HOMEpPAX, HAUMEHOBAaHUAX JOKYMEHTOB JI€JIa, KOJUYECTBE JIMUCTOB, JaTax
BKJIIOUEHUS JOKYMEHTOB B JIMYHOE JEJIO U U3BATUS U3 JIENa, & TAKXKE KEM U3BAT JOKYMEHT U IO
KakoW MpUYMHE.

2.8. BHYTpeHHSAS ONHUCh COCTABISETCS HAa OTIACIBHOM JIUCTE IO YCTAHOBICHHOH (opme. JIMCTHI
BHYTPEHHEHN ONKMCH HYMEPYIOTCS OTIEIIBHO.

2.9. Ilpu noAroToBKe JMYHBIX €] K NEpelade Ha XpaHEHWE K BHYTPEHHEH OMMCH COCTaBIISETCS
UTOrOBasl 3alKCh, B KOTOPOH yKa3biBaeTcsl HuppamMu U IPONUCHI0 KOJIMYECTBO BKIOYEHHBIX B HEE
JOKYMEHTOB U KOJIMYECTBO JIUCTOB JIEJIA.

VV VYVVVVVY

3. Ilopsaaok BeaeHMsl JIMYHBIX JeJ MeJaroroB M COTPYJIHUKOB OpraHU3alMu,
OCyLIEeCTBJISIIONIEH 00Pa30BaATEJIbHYIO AeATeJIbHOCTh

3.1. JIuyHOE Aeno MenaroroB W COTPYJHHKOB 0OIIe0Opa3oBaTeIbHON OpraHM3alUU BEJEeTCS B
TE€YeHHe BCEero mnepuoja paboThl KaXIOro meaarora U COTPYAHHKA B 0O0IIe00pa3oBaTeNbHOM
OpraHu3aIyu.



3.2. JlanpHeliee BeJeHWE JIMYHOTO JieJia TEJaroroB M COTPYAHHKOB 00IIe00pa3oBaTelbHON
OpraHM3aIyi TMPeIyCMAaTPUBAET MOMEIICHUE B JIeJI0 JOKYMEHTOB, OOpa3ylIIUXCs B IMPOIECcCce
paboyeil 1esTeNbHOCTH U UMEIOLIUX 3HAYEHHUE JIJISl TPYIOBBIX OTHOIIEHUI:

* JIONOJIHEHHE K JIMYHOMY JIUCTKY II0 YYETY KagpOB;

*  JIOTIOJHUTEbHbIE COTJAIIEHUS K TPYI0BOMY JOTOBOPY;

* KOIMHU TPHUKA30B MO JHUYHOMY COCTaBY, KOTOpBIE KacCalOTCs IEJAaroroB U COTPYIHHKOB

00111e00pa30BaTEIHLHON OpPraHU3aIUH;
* OT3BIBBl JIOJDKHOCTHBIX JIMI[ O TIeJarore u COTPYAHHKE 001meo0pa3oBaTenbHOM
OpraHu3aIuy;

® KOIIMU JOKYMCHTOB O INOBLIIICHUN KBaJII/I(I)I/IKaLII/II/I;

*  KOIUHU cepTU(UKATOB, TPaMOT;

® JIUCT — 3aBCPUTCIIb ACJIa (COCTaB.H}IIOT Ipu caadye JJMYHOIro Acjia B apXI/IB);

*  UHbIC JOKYMEHTHI.
3.3. B memsax oOecredeHHWss KOHTPOJS 3a COXPAHHOCTBIO U aKTYyallbHOCTBIO JIMYHBIX JIeN B
o0mieo0pa3oBaTenbHON OpraHU3aluu €XeroaHo (He mo3aHee | kBaprama rona, CleAyIOLIETo 3a
OT‘-ICTHI:IM) MPOU3BOAUTCA ITPOBECPKA UX HAJIUYIHA U COCTOSHUA.
3.4. Exeroanyto MpoOBEPKY COCTOSIHMS JIMYHBIX JeNl Ha MPEAMET COXPAaHHOCTH BKIIIOUEHHBIX B
HETO MJOKYMCHTOB IIPOBOAUT CICHHUAJIBHO CO3JJaHHAsd KOMUCCHH. O MMPOBCACHHLBIX ITPOBCPKAX
JIeaeTcs OTMETKA B JIUCTE O pPe3yJbTaTaX €XeroAHOW MPOBEPKU COCTOSHUS U HAIWYHS JTUYHOTO
nena (mpuinoxerue Ne 5) 1 coctaBnsieTcst akT. Pe3yabTaThl MPOBEPKH JTMUHBIX JIE]T B 0053aT€IbHOM
MOPSAZIKE TOBOASATCS 10 TUPEKTOpa 00I1e00pa3oBaTeIbHON OpraHU3alIiH.

4. Mopsagok y4éra W XpaHeHUs JUYHBIX JeJl MeJaroroB M COTPYAHHUKOB OPraHU3ALUH,
ocylecTBJIs0LIeli 00pa3oBaTe/IbHYIO 1esITeJIbHOCTD.

4.1. XpaHeHHE W y4YeT JMYHBIX JeJ TeJaroroB U COTPYAHUKOB OpPraHU3alUH, OCYIIECTBISIONMICH
00pa30BaTENIbHYIO JESTEIbHOCTh, OPTaHU3YIOTCA C LENBI0 OBICTPOro M 0e30INO0YHOTO MOUCKA
JUYHBIX 7€, O0ecneueHHs WX COXPAaHHOCTH, a TaKkKe oOecredyeHUss KOH(HUICHINAILHOCTH
CBGI[GHI/II\/JI, COACPpKAIMNXCSA B JOKYMCHTAaX JIMYHBIX J1€JI, OT HCCAHKIMOHUPOBAHHOI'O JOCTYIIA.

4.2. JInunble ena COTPYAHUKOB XpaHATCS B ceiie 001meodpa3zoBaTeIbHOI OpraHu3aiuy.

4.3. TpymoBbIie U MEIUIIMHCKIE KHIDKKH XPAHSITCS OT/ACIBHO B ceride.

4.4. JlocTyn K JUYHBIM Jie€JaM MEJaroroB U COTPYAHUKOB 00I1e00pa3oBaTeIbHOM OpraHu3aluu
UMEIOT TOJNBKO CEKpeTapb, CHENMAINCT MO KaapaMm, IHPEKTop o00meo0pa3oBaTenbHON
OpraHu3aluy JUOO 3aMECTUTENH JUPEKTOpa TpPU HUCIHOJIHEHUH OOSA3aHHOCTEH JMpeKTopa
o0uieo0pa3oBaTebHON OpraHu3aluy.

4.5. Cucrematuzauus JHYHBIX [l T[€JaroroB M COTPYAHMKOB 0O0IIe00pazoBaTeIbHON
OopraHu3alny IpOrU3BOAUTCA B aﬂ(i)aBI/ITHOM MopsAaKe.

4.6. JInunble Aena MeIaroroB M COTPYIHHKOB 00II€00pa30BaTEIbHOW OpPraHMU3aLUH, UMEIOIINX
rOCy/IapCTBCHHBIC 3BaHUS, IPEMHH, HArpajbl, y4eHbIC CTETIEHH M 3BaHHS, XPAHITCS MTOCTOSHHO, a
OCTaJIbHBIX COTPYIHUKOB — 75 JIET ¢ TOAa YBOJbHEHUS paboTHHKA (B cooTBeTCTBUU C [lepeunem
THUIIOBBIX YIIPABICHYECKUX JOKYMEHTOB).

5. IMopsinok BbIAa4M JUYHBIX €] BO BpeMeHHOE MOJIb30BaAHNE

5.1. Bpimaua auuHbIX Jed (OTACNIbHBIX JIOKYMEHTOB B COCTaBE€ JIMYHOTO Ji€lia) BO BPEMEHHOE
MOJIb30BAHKE TIPOM3BOJUTCS C Pa3pelieHUs] AUPEKTOpa 00Ieo0pa3oBaTeIbHON OpraHU3aluu 110
3asBICHHUIO COTPYIHHUKA OpraHU3alu1, OCYIIECTBISIONEH 00pa30BaTEeIbHYIO 1E€ATEIbHOCTb.

5.2. PaGora (o3HakoMJieHWE) C JUYHBIMH JeJaMd TIEJaroroB W  COTPYAHHUKOB
0011e00pa30BaTebHON OpraHu3aluy IPOU3BOIUTCS B MPUEMHOM nupekropa. B xonue padouero
THSI CeKpeTaph WJIM CIEIMATUCT MO0 KajpaMm o0si3aHa yOSJIMThCS B TOM, YTO BCE JIMYHBIC JEla,
BbBIIAHHBIE BO BpPCMCHHOC II0JIb30OBAHUC, BO3BpPAIICHbBI Ha MCCTO XpPaHCHUA U CCTh JIK
HEOOXOMMOCTB JIJISl IPUHSITUSL MEP K UX BO3BPAIICHUIO WIN PO3BICKY.

5.3. @aKT BbIIa4YM JIMYHOTO Jiea (PUKCUpyeTcs B KOHTPOJIBHOM JKypHalle.



5.4. U3paTue OTAENbHBIX TOKYMEHTOB M3 JIMYHOT'O Jiejia MPOU3BOJIUTCS C pa3pelieHus: JUPEKTopa
o01mieo0pa3oBaTelbHOM OpraHuzanu ¢ o¢pOpMIIEHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«IIpumeuanue» BHyTpeHHel onucu. [Ipy BpeMEHHOM HU3BATUM JOKYMEHTA Ha €ro MECTO (MEexX1y
JUCTaMU COCEJIHUX JOKYMEHTOB) BKJIAJBIBACTCS CIIpaBKa-3aMECTUTENIb C YyKa3aHHEM JaTbl U
IIPUYUH U3BATHA C IOAIUCHIO JINLA, BBIIABIIETO JOKYMEHT, U MOANKCHIO JIMIA, ITOJyYUBIIErO €ro
BO BPEMEHHOE I10JIb30BaHUE.

6. OdopmiteHHe JIMYHBIX JeJI Nepe] clade B apXuB
6.1. OdopmiieHne JTUUHBIX A€ JUIs epeaud B apXHUB IIPOU3BOAUTCS CIELUAIUCTOM IO KaJgpaM
o011e00pa3oBaTeNbHON OpraHu3aluy. JTa MpoLeaypa BKIIOYALT:

* TOMIUBKY (TIEpETUIeT) Jena;

* YTOYHEHHE HyMEpaluH JIUCTOB JIeNa;

*  COCTaBJICHHE JIMCTa-3aBepuTens (mpuioxeHue Ne §);

* cocTaBieHHE (YTOUHEHHE) BHYTPEHHEN OIUCH;

* BHECEHME YTOYHEHUH B PEKBU3UTHI JIULIEBOI 0OJIOXKKH Jiena.

6.2. Jluct-3aBepuTenb Jena JOJDKEH MOJMUCATh €ro COCTaBHTENb, INPH OITOM JENaeTcs
pacmudppoBKa JODKHOCTH W MOJIMUCH, IPOCTaBIsfeTCs JAara. B mpomecce HCHONb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEPUTEIIC JETAI0TCS COOTBETCTBYIOIIHE OTMETKU. Ecim memo
HNOJIMIUTO O€3 JHCTa-3aBepUTENs, TO €ro CleAyeT HAKJIEUTh Ha BHYTPEHHIOI CTOPOHY OO0JIOKKU
aena.

6.3. C nenbto o0ecrieyeHust COXpaHHOCTH JIMUHBIX JIEJ1 PEKOMEHAYETCs:

* 00BENUHATH WHAMBHIYAIbHBIC JIMYHBIEC JeNia YBOJCHHBIX COTPYJHHKOB B OJHY OOJIOXKKY
(0ObenMHEHHOE JENI0) C TaKUM pacdyeToM, 4ToObl 00beM fena (Toma) He mpesbiman 250
JUCTOB (ITyTE€M CITUBKY MAaTEPHAaIOB HHAWBUAYAIBHBIX JIEJ MO TOJaM YBOJIBHEHUS),

* pacrmojaraTh MaTepualbl WHAMBUIYANbHBIX NI B Mpejaenax jaena (Toma) B ajapaBUTHOM
nopsiike (moaMuITbHO), OTAETSAS MaTepUabl, OTHOCAIIMECS K Pa3HBIM HHIUBUIYaIbHBIM
JieaM, YUCTBIM JIMCTOM OyMaru ¢ yKa3aHHeM Ha HeM (aMWiIMM, UMEHM M OTYecTBa
COOTBETCTBYIOLIETO  YBOJCHHOTO TIIeJarora M COTPYAHHMKAa 00Ieo0pa3oBaTeIbHOM
OpraHu3aIuiy;

* cHaOXaTb Kaxaoe OOBEIUHEHHOE Nel0 (TOM) BHYTPEHHEH ONHMCHIO C IEepEeYUCIICHUEM
dbamunuii, UMEH M OTYECTB M YKa3aHHEM HOMEPOB CTpaHUI], B MpeiesaX KOTOPBIX
PacIIOI0KEHBI COOTBETCTBYIOIINE JJOKYMEHTEI.

6.4. Ilepenavya TUYHBIX A€ B apXUB OCYIIECTBIISETCS HE MO3/HEE TPeX JIET MOCIIE 3aBEepIICHUS UX
B JICJIONIPOM3BOJICTBE B COOTBETCTBHH C rpadukom. [IpeaBapuTtensHO cekpeTapeM, CIeHaTucToM
[0 KaJapaMm TIpoBepsieTCs IOJHOTa W MPAaBUIBHOCTh IOATOTOBKM JIMYHBIX JIe]1 K Iepeaauye.
BeisiBieHHBIE TIPH MTPOBEPKE HEJOCTATKH YCTPAHSAIOTCS CEKpETapeM, CIICIUAIUCTOM II0 KaJIpam.
Ilepenaua u mpreM NPOU3BOIATCS MO ONMUCHU C MPOCTAHOBKOM OTMETOK O HAJMYUU JIMYHBIX JIE.
6.5. JInunble fena neaaroroB U COTPYAHUKOB 0011e00pa30BaTeIbHON OpraHn3alluy, 3aKOHUCHHbIE
nenonpousBoAcTBoM 10 1 sHBaps 2003 roma, xpanarcsa 75 net, nocie 1 suBapa 2003 roma — 50
net. JIndHple nena AUpeKTopa, IIaBHOro Oyxranrepa o01ieo0pa3oBaTeIbHON OpraHu3aii UMEIOT
IIOCTOSIHHBIA CPOK XPaHCHMUS.

7. OTBEeTCTBEHHOCTh
7.1. Tlemarorm W COTPYIHUKH OOIIEOOpa30BaTEIPHOM OpraHU3aIMK O00s13aHbI CBOEBPEMEHHO
NpEACTABIATH CCKPECTAPIO WIIN CIICHUATIUCTY IO KaJijpaM CBCACHU 06 HU3MCHCHHUHU B IICPCOHAJIBHBIX
JAHHBIX, BKJIIFOUYEHHBIX B COCTAB JIMYHOTO JIETIa.
7.2. PaboTtonaTens obecrieynBacTt:
* COXpaHHOCTh JIMYHBIX JeJI [EAaroroB W COTPYAHHKOB  00IIe00pa3oBaTeIbHON
OpraHu3aIuy;
*  KOH(HICHIMATBHOCTh CBEJICHH, CONCPKAIIMXCS B JIMYHBIX JeJIaX [eJaroroB |
COTPYIOHHUKOB.



8. IIpaBa paGoronarteisi u paboTHUKA
8.1. Jlns obecrnieueHus 3allMThl TIEPCOHAIBHBIX JAHHBIX, KOTOPBIC XPAHATCS B JIMYHBIX JeEjIax
MEaroroB M COTPYJHHUKOB O00IIe00pa30BaTeIbHOW OpraHW3ally, MEeAarord M COTPYIHUKH
00111e00pa30BaTENbHOM OpraHu3alui UMEIOT IPaBo:
*  TOJYYHTh TOJHYIO HH(POPMANHUIO O CBOMX IMEPCOHAIBHBIX JAHHBIX W 00pabOTKe STHX
JTAHHBIX;
*  TOJYYHUTh CBOOOTHBIN TOCTYII K CBOMM NEPCOHAIBHBIM JIAHHBIM;
® MOJIYYHUTh KOITMU JOKYMCHTOB, XPAaHAIIUCCA B JIMYHOM ICJIC U COACPKAIINUC TEPCOHAILHBIC
JIaHHEBIE.
® TpeGOBaTB HCKIIIOUYCHUA NN UCTIPABIICHUA HCBCPHBIX U HCIIOJIHBIX MCPCOHAJIbHBIX JaHHBIX.
8.2. PabGoTonaTenp nMeeT mpaBo:
* o0paOaTbIBaTh NMEpPCOHANILHBIC JaHHBIE MEAaroroB U COTPYAHHUKOB 001e00pa30BaTeIbHON
OpraHu3alluy, B TOM YHCIIC U HA DJICKTPOHHBIX HOCUTEIISX,
* 3alpOCUTh OT IMENaroroB M COTPYJHHKOB 0OIIe00pa30oBaTeIbHON OpraHu3alyu BCIO
HEOOXOAMMYI0 WH(OPMAIIMIO JUIsl BEACHUS JMYHBIX JE U 0OpabOTKM TEepPCOHAIBHBIX
JTaHHBIX.

9. 3ak/I0YHTeIbHBIE MOJT0KEHUS

9.1. Hacrosiuee IlonoxxeHne o nopsike BeI€HUS JUYHBIX [ PAOOTHUKOB SBISETCS JOKAJIbHBIM
HOPMAaTUBHBIM aKTOM, IpUHMMaeTcsa Ha [legarornueckoM COBETE IIKOJBI U yTBEpXkAaeTcs (1100
BBOJIUTCS B JIEHCTBHE) MPUKA30M JUPEKTOpA OpPraHU3aIMK, OCYILECTBISAIONIEH 00pa30BaTENbHYIO
NEeSATENBHOCTD.

9.2. Bce u3MeHeHUS U JONOJHEHMs, BHOCHMble B Hacrtosiuee Ilonoxenue, opopmisitorcs B
MUCBMEHHOW (QopME B COOTBETCTBUM JICHCTBYIOIIMM 3aKOHOJATENbCTBOM  Poccuiickoit
denepanuu.

9.3. TlonoxeHue o MOpsiAKE BEACHUS JUYHBIX el paOOTHUKOB OOpa30BaTEIbHON OpraHU3aluu
IPUHUMAeTCs Ha HeompeAeNeHHbl cpok. M3meHenuns u pononHenuss K Ilonoxenuro
MIPUHUMAIOTCS B MTOPSIZIKE, TpeycMOTpeHHOM 11.9.1. HacTosero [lonoxenus.

9.4. Tlocne npunsatus IlonoxeHus (UIM W3MEHEHUM W JOMOJHEHUH OTIENBHBIX IMYHKTOB H
pa3zesioB) B HOBOH peakLuy Npeabplaylas pelakiiis aBTOMaTUYECKH yTPAunBaeT CUILY.



JKypHan ydera TU4HBIX €1

IMpunoxenue Nel
K ITOJIO’KEHHIO O TTOPSAIKE BEICHUS

JIMYHBIX €T pa6OTHI/IKOB

Ne Hata ®Gammmus, | Tabemp- | JomxaOoCTh | CTpYKTYp- Hata u Hatau IIpumeya-
n/ odopmute- ums, HBIN (npocpec- HOE HOMEp HOMEp HUe
I | HUSI JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- MIprKasa IpuKasza
Jena nejarora u crenuanitb- JIeHue (pacmiopsi- (pacnops-
COTpYAHHUKA HOCTb) JKEHUS) O JKEHUS) O
nenarora u npueme IpeKpaiie-
COTpYAHHUKA nejarora u HUH
COTpyIOHUKA | (pacTopxe-
Ha paboTy HUH)
TPYZIOBOTO
JIOTOBOpA €
MIE1aroToM H
COTPYAHUKOM
(yBoNBHE-
HUH)
2 3 4 5 6 7 8 9




Donpg Ne

Omuce Ne

Jemno Ne

Wunekc nemna

O0J10kKa JIMYHOT O Jieia

ITpunoxenue Ne2
K MOJIOXKEHMIO O MOPSAKE BEJCHUS
JMYHBIX JIe7T paOOTHUKOB

(Ha3BaHKME 00pa30BATENbHON OPraHU3AIMN)

JIMYHOE JEJIO Ne

Jara Havamna

JlaTta okoHUaHUs

Ha JIUCTaxX
XpaHuThb Jer
dDoug Ne
Omuceb Ne

Heno Ne

(3aroJIOBOK ziena)



BHYTPEHH A OITMCH
JIOKYMEHTOB zies1a Ne

Ipunoxenue Ne3

K ITOJIOKCHHIO O MOPAAKE BEICHUA

JIMYHBIX €T pa6OTHI/IKOB

Ne Nupeke Harta Ha3Banue Howmep [Ipumeyanus
/o JIOKYMEHTa JIOKyMEHTa JIOKYMEHTa JIMCTOB
aena
Hroro: JIOKYMEHTOB

KomuuecTBo aucToB BHyTpCHHCfI OIIMCH

(1mdpamMu 1 IPOIKCHIO)

OTBETCTBEHHBII 3a
KaJpOBBIN y4eT:

« »

(uudpamu 1 MPOMKCHIO)

202 roma

(moanuce)




®.1.0.

IIpunoxenue Ned
K ITOJIOKEHHIO O TOPSAIKE BEICHUS
JMYHBIX JIe7T paOOTHUKOB

JomKxHOCTh

JInganoe neino Ne

JlaTta o3HAKOMIICHUS TIe/1arora
U COTPYIHUKA C TINIHBIM
IETIOM

IMonmucy negarora u
COTPYIHHKA

OTMmeTKH, IpUMEYaHus,
3aMeyYaHus




Ipunoxenue Ne5

K ITOJIOKCHHIO O MOPAAKE BEICHUA

JIMYHBIX €T pa6OTHI/IKOB

OT1MeTKa 0 pe3y/ibTaTax eKeroAHON NPOBEPKHU COCTOSTHUS
U HAJTUYUA JTUYHOTO JeJia

©.1.0.

JomxHOCTD

JIngynoe nemno Ne

JlaTa npoBepku

d.1.0. une”oB
KOMHCCHUU

IMoamucu wieHoB
KOMHUCCHU

Pesynbrar npoBepku




1. ®amunusg

[Mpunosxenne N6

K ITOJIOKCHHIO O MOPAAKE BEICHUA
JIMYHBIX €T pa6OTHI/IKOB

JIMYHBIA JIUCTOK 0 Y4YeTy KaJApoB

Nms

OT4ecTBO

2. Ilon

3. T'ox, unciio u Mecs1 pOXKAECHUS

4. MecTo poKIeHHs

5. I'paxxnaHcTBO

(cerno, epeBHs1, TOPO/I, paiioH, 00IacTb)

6. O0pa3zoBaHue

HasBanne
yueOHOTO
3aBEJICHUSI U €T0

MECTOHAXOXIACHUC

DaKynbTeT
W
OTJIEJICHNE

T'on
MOCTYIIJICHUS

Ton
OKOHYAHUS
WJTU yX0J1a

Ecmn e
OKOHYUJI, TO
¢ KaKkoro
Kypca yuen

Kakyro
CIEMAIBHOCTD
MOJIy4ni B
pe3yabraTe
OKOHYaHMs
y4eOHOTr0
3aBE/ICHNUA,
yka3atb Ne
JUILUIOMA WA
YIOCTOBEPEHUS

7. Kaknmu HWHOCTPAaHHBIMU A3bIKAMHU BJIAACCTC

8. YueHas cTeneHb, yueHOEe 3BaHHE

9. Kakue nmeere HaydHbIE TPYABI U H300pETCHUS

(4”Taere U MEepPeBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE 00BACHATHCSA, BIaJeeTe CBOOOIHO)




10. Bomonnsiemass pabota ¢ Hayana TPyJOBOW NEeATENbHOCTH (BKJIOYas y4yeOy B BBICIIUX H
CPEIHMX CIIeIUAIbHBIX YUE€OHBIX 3aBEJCHUAX, BOCHHYIO CIIYK0Yy U pabOTy IO COBMECTUTEILCTBY)

Mecsu u rog JIOJDKHOCTB C yKa3aHUEM YUPEXKICHUS, MecToHaxoXIeHUE
MOCTYIJICHUS yxoja OpraHu3aluu, IPEeaNpUsATUs, a TAKKE YUpEeXKIACHHUS,
MHUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIuH,
NpEANPUITUS

11. IIpe6piBanme 3a rpanuiiei (padbora, ciry:keOHass KOMaHIUPOBKA, TTOE3/IKa C JAeyeraiuei)

Mecsu u rox B kakoii ctpane Lenpb npebbIiBaHMs 3a
C KaKoro 10 KaKoe rpaHuLEen
BpPEMEHU BpeMs
12. Yyactue B BEIOOPHBIX OpraHax
Mecto BEIOOpPHOTO HasBanue BeibopHoro | B xaudectBe koro lon
oprasa oprasa BbIOpaH n30paHusi | BBIOBITUS

13. Kakue nmeere npaBUTEIbCTBEHHBIE HATPaIbl

Kor, Ja 1 KEM HarpaxiacH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTSIM M BOMHCKOE 3BaHHE

Cocrasn Pop Boiick

(KOMaHIHBIH, TOJUTUYECKUI, aIMUHUCTPATUBHBII, TEXHUYECKUH U T. 11.)

15. CemelHOE TTOJIOKEHNME B MOMEHT 3aIIOJIHEHUS JIMUHOTO JIUCTKA

(WICHBI CEMbH, C yKa3aHHEM BO3pacTa)

16. Homaminuii agpec

17. O6H3YIOCB CBOCBpPEMECHHO U3BCIIATH 000 BceX M3MEHEHUIX JaHHBIX, BKIIFOYCHHBIX B JIMIHBINA

JHUCTOK 110 Y4€Ty KaJIpOB.

« » 202  roma




AHKETA

Ipunoxenue Ne7

K ITOJIOKCHUIO O MOPAAKE BEACHUA

JIMYHBIX €T pa6OTHI/IKOB

dammnnsa

Nms

OT4ecTBO

Jara poxaeHus

1. I'paxmpancTBO (€ciid U3MEHSIU, TO YKaXHTE,
KOT/J[a ¥ TI0 KaKO¥M MpUYHHE)

2. OOpa3oBaHue, y4yeHas CTeNeHb (Korma |
Kakue y4deOHbIe 3aBeJeHUS OKOHYWIHM, HOMEpa
aurioMoB). CrielManbHOCTh U KBaTH(UKAIUS
0 AUTIOMY

3. Kakumu MTHOCTpaHHBIMH SI3BIKAMH U SI3bIKAMH
HaponoB Poccuiickoii denepanuu BiIajgeere U B
KakoW  cTemeHW  (YMTaeTe M MOXKETE
OOBSICHATBCS, BIIaJIe€Te CBOOOTHO)

4. BeimonHsemas paboTa ¢ Hayana TpyJAOBOW NeSTENBHOCTH (BKIIOYAsi BOCHHYIO CITY»KOY U paboTy

110 COBMECTHUTEINILCTBY)

MCCHH nroa ,HOJ'I}KHOCTB C YKa3aHUEM YUPECKIACHUA,

IMMOCTYILJIICHUA yxoaa opraHusanuu, MpCANpUATUA, a TAKKC

MHUHHCTEPCTBA (BEIOMCTBA)

MecToHaX0XKIECHUE
YUpeKICHHUS,
OpraHu3aIuH,
NpEANPUITUS

5. Bamm 6;m3kue poACTBEHHUKH (OKEHA, MYXK, OTEI, MaTh, OpaThsl, CECTPHI)

CreneHb damunys, UM, T'ox

pPOoACTBa OTYECCTBO POXIACHUSA

Mecto paboThl,
JOJKHOCTh

Anpec MecTa
KUTCIIBCTBA

6. JlomamrHuii aapec 1 HoMep TesedoHa

7. ITacopT Wik TOKYMEHT, €r0 3aMEHSIOLIHI

(HOMEp, cepust, KeM M KOT/la BbIJIaH)

8. ZIOHOJIHI/ITGJ'IBHBIC CBCACHUA, KOTOPHBIC BrI jxenaeTe COO6HII/ITB 0 cebe

10. Ha kaxoii ypoBeHb 3apiuiatel Bsl paccuntsiBaete?

« » 202  roma

(IOJPKHOCTh OTBETCTBEHHOTI'O 32 KaJPOBBIN yueT)

(monmucs)

(pacimgpoBKa IOIITHCH)




Ipunoxenue Ne§
K TIOJIOKEHHIO O TIOPSIJIKE BEICHHS
JIMYHBIX JIeT paOOTHUKOB

JJUCT-3ABEPUTEJIb
neya Ne
B nene npommro u mpoHymMeEpPOBaHO JINCTOB
(urdpamMu U IPOIHKCHIO)
¢ No o Ne , B TOM YHCJIE:
JINTEPHBIE HOMEPA JINCTOB
MPONYILIEHHbIE HOMEPA JINCTOB
+ IMCTOB BHYTPEHHEH ONUCH JINCTOB
OcobeHHOCTH (PU3NYECKOTO COCTOSTHUS U Howmepa nucros
¢dbopmupoBaHus aena
OTBETCTBEHHEIH 3a
KaJpOBBIN y4eT
(moamuce) (pacumpoBKa MOAIICH)

« » 202  roma




AOKYMEHT NOANUCAH
3JIEKTPOHHOW nNoanumcbeio

CBEAEHUA O CEPTUD®UKATE 30
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