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1. O0mme MO/I0KEHUSA

1.1. Hactosmee IlonoxeHHe O MOpAAKE BEICHMA JIMTHBIX ICT paGOTHHKOB OpraHH3alluH,
ocymecTB/somell  00pa3oBaTeNbHyO  ACATCILHOCTD, paspaboTaHO B  COOTBETCTBHH  C
denepansHEM 3ak0HOM Ne 273-D3 ot 29.12.2012 «OG o6pazoanuu B Poccuiickoit Denepanuim»
B penakmuu oT 1 centsaOps 2020 roma, denepasbHBIM 3aKOHOM OT 27.07.2006 Ne 152 «O
TIepCOHANIBHBIX JAaHHBIX» B PENAKIUU OT 24 ampens 2020 roxma, IIpukasom denepanbHOrO
apXMBHOTO areHTcTBa OT 23 nexabps 2009 roma N 76 «OO6 yTBepXKICHUH MeToau4ecKux
pexoMeHJaruil Mo pa3paboTke MHCTPYKIHH TO IENONPOM3BOACTBY B (heNEpAIbHBIX OpraHax
MCTIONHUTENbHOM BIacTH», Ykasom Ilpesumenta ot 30.05.2005 Ne 609 «O6 yTBEpXKIECHUH
T[T0JI0%EHHUS O IEPCOHATBHBIX JAaHHBIX TOCYJaPCTBEHHOTO CIIyXaIlero Poccuiickoit denepanuu U
BeJICHHH €ro JIMYHOTrO Jefa» B PeJakmud OoT 23 HIond 2019 roma, TpymoBsmM Komekcom
Poccuiickoit @eneparn, KomeKTHBHBIM JOTOBOPOM, VCTaBOM OpraHM3al|uH, OCYIIECTBISIOMEH
00pa3oBaTeNbHYIO NeATEIbHOCTb.

1.2. Jlannoe IlonmoxkeHHe OIpeNeNsAeT NOPAAOK BENCHHS JIMIHBIX eI [eJaroroB ¥ HHBIX
COTPYZHHKOB ¥ PaGOTHHUKOB IIKOJIBI, ONPEENSACT NMOPAIOK dopmupoBaHus, y4eTa U XpaHCHHS,
BBIIAYH JIMYHBIX JI€JI BO BPEMEHHOE IOJIb30BaHNE, a TAKKe OTBETCTBCHHOCTD, IPaBa pabOTHUKOB U
IUpeKTopa 00pa3oBaTebHON OPraHU3alliH.

1.3. Hacrosimee ITonoskeHne yTBEPKOACTCA MPHUKA30M IO IIKOJC U SBJACTCA 00s13aTebHBIM IS
BCEeX KATETOpHiA MearornIecKux U APYTUX COTPYAHUKOB IIKOJIBI.

1.4. BefeHre NTWYHBIX Hej TIEaroroB M COTPYAHMKOB LIKOJBI BO3JIAracTCs Ha CICHIHAIACTA MO
KaJipaM OPTAHU3AIH, OCYIIECTBIISIOIEH 00pa3oBaTENbHYIO ACATETBHOCTD.

1.5. JIu4HOe eI0 — OCHOBHOM JOKYMEHT TIEPCOHATBHOIO Y4eTa, COACpKalIHi HauboJiee MOIHEIE
CBeIeHHs 0 pabOTHHKE 00pa30BaTeIbHON OPTraHU3AINK 1 €ro TPYMOBOH IeSTENBHOCTH. B mraHoe
J1eJ10 BHOCSTCS CBEIEHHS, CBSI3AHHbIE C IIOCTYILIEHAEM Ha paboTy U YBOIbHCHHUEM.

1.6. CBemenHus, comep KaIyecs B JIAYHOM J€JIe, OTHOCATCS K KOHObUIEHINATBHOM HHbOpMAIHH,
MMEIOT OrPaHMYCHHBIN JOCTYIl ¥ Pas3IiallleHAIO HE MOANCKAT.

1.7. JIMuHOE /N0 BEAETCS B TEUEHHE BCEro Ieprosa paboTsl paOoTHHKA.

1.8. BeseHne HECKOJBKHX JIMYHBIX €N OJHOrO paboTHHKA o0pa3oBaTe/IbHOM OpraHu3alvd HE
JIOITyCKaeTCs.

2. Ilopsinox ¢popMuPOBaHMSI IMIHBIX €] COTPYTHHKOB

2.1. ®opmupoBaHHE JHYHOrO Jeja IIEJarorosB # COTPYAHHKOB 001e00pa3oBaTeILHOM
OpraHM3allMi [POM3BOAHMTCS HEMOCPEJICTBEHHO IOCHE IIpHEMa B 06111e00pa3oBaTENbHYIO
OpraHM3alMi0 WM TEPeBOJa IEaroroB u COTPYAHMKOB M3 Jpyro#i 06pa30BaTENbHOM
OpraHU3aLkH.



7 2. B COOTBETCTBHH C HOPMATHBHBIMU JIOKYMCHTaMH B JMUHBIE deja MEeJaroroB ¥ COTPYAHUKOB
OpraHu3aluy, OCYIIECTBILSIONEH 00Pa3OBATENBHYIO JeSATENIbHOCTD, BKIIAIBIBAIOTCA CICAYIOIHC
JOKYMEHTBL:

Tns ne0az0208:

®

sasBIeHHE O preMe Ha paboTy;

3asBIICHEE O COTIACHH Ha 06paboTKy MEpCOHATIBHBIX JAHHBIX TeJarora;

CIIpaBKa O HAIHYHU (OTCYTCTBHH) CyAUMOCTH U (unu) daxra yronoBHOTO npecieIoBaHus,
BBLIAHHOTO COOTBETCTBYIOIIUM OpraHoM [paBOMOPAMIKA;

apTOOHOTpadus;

KOIIHsI MacIopTa WK HHOTO JJOKYMCHTA, YIOCTOBEPSIOIIETO THIHOCTD;

KOS CTPAXOBOTO CBUIIETENECTBA CHCHOHHOTO CTPaxOBaHMUS;

KOIHSI HIEHTA(HKAIMOHHOTO HOMEPa HANIOTOIIaTe bINHKa,

KOITHSI JOKYMEHTa BOWHCKOTO y4eTa (U151 BOEHHOOOA3aHHEBIX);

KOIMSI CBHJIETENBCTBA O 3aKIF0UeHHH OpaKa (pU HAJTHYHHK);

KOTIMS CBHIETENBCTBA O POYKICHHH JeTel (IpH HAJIHYHUH);

KOIIMH JOKyMEHTOB 00 00pa30BaHUM;

KOTMH JOKYMEHTOB O KBAH(HKAIMH UM HATHIAE CIeNMANbHBIX 3HAHUMN (IIPH HATTMYAH);
KOIIMH ATTECTAIMOHHBIX JINCTOB (IPH HATMYAN);

KOIIHY TOKYMEHTOB O HarpakaeHuH (pH HAJTHIUH);

XapaKTePHUCTUKH, PEKOMEHIATENIbHBIC THCHMA (IpH HATUYHHK);

IIpHKa3 O [pHeMe Ha padoTy;

TIpHKa3 O IePeBO/IE Ha HHYIO NOJDKHOCTE (Ip¥ HAJIMYHH);

JOMDKHOCTHAS MHCTPYKIMA (JOJDKHOCTHBIE MHCTPYKIMH C MOMEHTa Ha3HAuUeHHs Ha BCE
IOJDKHOCTH),

TpyZoBOil HOroBOp (¢ MOCTEAYIOMMM BKIFOUCHHEM JOTIONHUTENBHBIX COTJIAIICHAN K
TpyAOBOMY JOTOBODY);

TPYIOBYIO KHHXKY;

MEIUIIUHCKYIO KHIKKY.

st pabomHuKos:

3agBJICHHE O IpreMe Ha padoTy;

agBJIeHHE O COTNIACHH Ha 00paboTKy HepPCOHANBHBIX NaHHbIX N1earora,

CIpaBKa O HAJIHIUU (OTCYTCTBHM) CYOUMOCTH H (1) dakTa YyroloBHOTO NPeCIeNOBaHHA,
BBIIAHHOTO COOTBETCTBYIOLIUM OPraHOM IIPaBOIOPAIKA,

aBTOOHOTpadus;

KOTIHSI TACTIOPTA MM UHOTO JOKYMEHTa, YAOCTOBEPSIOLIETr0 IMIHOCTD;

KOIIMS CTPaxOBOrO CBH/IETENBCTBA IEHCHOHHOTO CTPaXOBaHMA,

KOIHS WACHTH(QUKAIIHOHHOTO HOMepa HaJIororIaTe/IbIINKa;

KOTHS JOKYMEHTa BOMHCKOTO y4eTa ([ BOEHHOOOM3aHHBIX);

KOTIHS CBHIETENLCTBA O 3aKMoueHnH GpaKa (py HAIMIHK);

KOIIHSL CBHIIETENBCTBA O POYKIEHHH AeTeil (PH HATMYHH);

KOIHMHA JOKYMEHTOB 06 00pa3oBaHUH;

KOIHHU JOKYMEHTOB O HarpakaeHuH (IpH HAJTYIHN);

XapaKTEPUCTHKH, PEKOMEHATEIbHBIC TIChMA (TIpu HAJTYHR),

TIpHKa3 o IpHeMe Ha pabory;

TIpUKa3 O IePEBOJIE Ha HHYIO JOJDKHOCTD (TIp¥ HATUYHHK);

JOJDKHOCTHAST MHCTPYKIHS (ZODKHOCTHBIE MHCTPYKIMM C MOMCHTA HA3HAUCHIA Ha BCE
JOJDKHOCTH);

TPyIOBO#i [OroBOp (C MOCIENYIOMMM BKIIOICHUEM JOTIONHUTENBHBIX COTMAIEHHH K
TPyAOBOMY JOTOBODY);

TPYIOBYIO KHHXKY;

MEIUIINHCKYIO KHIKKY.

Pabomooamens ogopmisem.



+  TpymOBOif JOrOBOP B IBYX SK3eMILIApAX,

¢ IIpUKa3 O IPHEME Ha paboTy (0 TIepeMeIIeHUH Ha IPYTHe JOJKHOCTH);

e muumyio kaprouky Ne T-2;

e  JO/DKHOCTHYIO HHCTPYKIIHIO B IBYX sK3eMILIIpax.

Pabomooamenib 3HAKOMUM.!

¢ ¢ HOPMATHBHO-TIPABOBBIMH JOKYMCHTaMH mkonsl (YcraBoM, KOJTEKTHBHEIM IOrOBOPOM,
[IpaBusamMy TPYAOBOTO pactiopsaka i 1. JNOKAGHBIMH aKTaMH);

e« ¢ JODKHOCTHOW HHCTPYKIHEH;

¢ TIPOBOAWT BBOAHBI HHCTPYKTAX, MHCTPYKTaX [0 OXpaHe Tpyna, HHCTPYKTAX o
IPOTUBOIIOKAPHOH 6E30MaCHOCTH.

2.4, Tlepsuunoe oOpMIICHHE JMIHOTO Aea mpexycMaTpuBacT:

«  [pHCBOEHHE JIMIHOMY Jely HOMepa COTTIACHO KypHAITy ydeTa JIMYHBIX AeT (mpuIIOKEHME
Ne 1);

e [pOCTaBIeHHE Ha OOIOXKKE JMIHOTO ACNIa (mpunoxerne Ne 2) CEIyrOIIUX PEKBHU3HUTOB!
uHOexc Jenma (B COOTBETCTBHU  C HOMEHKJIATypord Il 061e06pa3oBaTeIbHOM
OpraHW3aLUy; TOJHOEe HAMMCHOBAHHE 061e06pa3oBaTebHON  OpraHu3aliy; HOMEP
JIUYHOTO Aena; GpaMuius UM OTYCCTBO paGoTHHKa B HMMEHUTEIbHOM MANeKe; NaTel = TOx
HAYANA U IO/l OKOHYAHHS BeCHHs JIENa; KOTHIECTBO JIHCTOB; CPOK XpaHEHHS,

«  [OMeIIeHHe NOKYMEHTOB, TOMVICKAMX XPAHCHHUIO B coCTaBe JHYHBIX €I, B
XPOHOJIOTHYECKOM IOPANIKE:

BHYTPEHHSS OIIKCH JOKYMEHTOB ACTa (TpUIIOXKEHNE Ne 3);

JIMYHBIH JTECTOK IO Y4eTy KaapoB (IPHIOKEHHS Ne 6);

3asBJIEHHE O IpHeMe Ha paboTy;

[IpHKa3 O IpHeMe Ha pabory;

TPYZAOBOH IOTOBOD;

JOTOBOp O TIONHOH MaTepHanbHOH OTBETCTBEHHOCTH (ecmd pabOTHHK —
MaTepUaIbHO OTBETCTBEHHOEC JINLIO);

XapaKTEPUCTHKH ¥ PEKOMEHIATENBHBIC ITHCEMA,

cornacue Ha 06paboTKy MepCOHaIbHbIX NaHHbIX.

2.5. JIHCTBI TOKYMEHTOB, [IOMEIIEHHBIX B JIMIHOE [IEJI0, MO/UICKAT HyMepaLyH.

2.6. C meipio obecredeH s Haiexkalell COXpaHHOCTH JIMIHOTO Aea [I€IaroroB ¥ COTPYAHUKOB
061meo6pa3oBaTeNpHOW OpraHu3aliu H yno6cTBa B OOpallieHHd ¢ HUM IIPH bopMupOBAHUU
JOKYMEHTBI TOMEIIAIOTCS B OTACIBHYIO MAlKy. IIpu yBOJBHEHHMH Pa0OTHHKA MpPOMIMBAOTCA
HUTKAMH H CHAAIOTCS B apXMB.

2.7. BHYTpEHHSs OIHCh TOKYMCHTOB, MMEIOIIMXCA B JIMIHOM jnene, IOJDKHA COIEPIKaTh CBEICHNS
0 TOpSIKOBHIX HOMEpaX, HAMMEHOBAHMIX JOKYMCHTOB Jena, KONMYECTBE JIUCTOB, MAaTaxX
BKJTIOUCHHS OKYMEHTOB B JIMYHOE NENO M M3BATAA U3 [N, & TaKKe KeM H3BAT JOKYMEHT U IO
KaKo# IIpUYHHE.

2.8. BHYTpEHHSs OINCh COCTABISIETCA Ha OTACIBHOM JIHCTE 0 ycTaHOBJNEHHON (dopme. JIMCTEI
BHYyTpEHHEH! OIHCH HYMEPYIOTCS OTICIBHO.

2.9. TIpy MOATOTOBKE JTMYHBIX JEN K Mepeaaie Ha XpaHcHHe K BHYTPEHHEH OIMCH COCTABIISCTCA
ATOrOBAs 3aMHCh, B KOTOPOH YKa3pIBaeTCs IU(paMil U IIPOIACHIO KOTHICCTBO BKJIFOUEHHBIX B HEe
JTOKYMEHTOB U KOJIMYECTBO JIACTOB AeTIa.

VV YVVVVYY

3. Tlopsmox BedeHUsl JIMYHBIX [T NearoroB M  COTPYAHHMKOB  OpraHu3aluu,
ocymecTB/IsIomel 00pa3oBaTe/IbHYIO AesTeIbHOCTD

3.1. JInyHoe Mejo IeNaroroB W COTPYIAHHKOB 0611e06pa3oBaTebHOM OpraHu3aly BEACTCA B
TeyeHHe BCEro Imepuoga paboThl KaXkIoro mejarora M COTpYZHHKA B 061meo6pa3oBaTeIbHON
OpraHu3aluy.

3.2. JlanpHeiiliee BeIEHHE JHYHOTO Jeja MeJaroroB U COTPYAHHKOB 061meo0pa3oBaTeNbHOM
OpraHM3alyy TPENyCMaTPHBACT MOMCIICHUE B JIeN0 JOKYMEHTOB, 0OpasyroIIUXCcs B IPOLECCE
paboueit JeSTENBHOCTH 1 MMEIOIINX 3HAYeHHE IS TPYAOBBIX OTHOLICHUH]!



+  JIOMOJHEHHE K JUIHOMY JHMCTKY IO yIETY KaxpoB;
e  JIONOJHHUTEIBHBIE COTTAIIEH S K TPYJOBOMY JIOTOBOPY;
 KOMMM IPUKA30B MO JIAYHOMY COCT@By, KOTOpBIE KacaioTCs MEAAroros U COTPYAHHUKOB
061me06pa30BaTeIbHON OpraHU3aliH;
e OT3bIBBI JO/DKHOCTHBIX JIHI O Tiefarore M COTPYIHHUKE 0611e06pa3oBaTeIbHON
OpraHU3aluH;
e KOIIMM JOKyMEHTOB O TIOBBIIICHHAH KBaN(HKAIHIH;
e KONHHU CEpTH(PHUKATOB, TPaMOT,
«  JHMCT — 3aBePHTEND Jea (COCTABISIOT IIPH C1aue JIMIHOro Aea B apXuB);
*  HHBIE JOKYMEHTHIL.
33. B mensx ObecHedeHHs KOHTPOJS 33 COXPAHHOCTBIO M AKTYalbHOCTBIO JIHTHBIX Ien B
0611e06pa30BaTENIbHOM OpraHu3allii €KETOAHO (ue mosnHee | kBapTana roja, CISIYHOLICTo 3a
OTHYeTHBIM) TIPOM3BOAHUTCS IIPOBEPKA UX HATMYMSA M COCTOAHHA.
3.4. ExerofgHyio IPOBEPKY COCTOSHUS JIMYHBIX eI Ha IPEAMCT COXPaHHOCTH BKJIOYCHHBIX B
HEro MOKYMEHTOB IIPOBOJMT CIEHAIbHO CO3[aHHAS KOMHCCHS. O mpoBeOEeHHBIX IPOBEPKax
JeaeTcsl OTMETKA B JIUCTE O Pe3yNbTaTax €XeroAHOM MPOBEPKH COCTOAHMI 1 HAJIMYUS JTHIHOTO
mena (mpunoykeHne Ne 5) ¥ COCTaBIACTCSA aKT. Pe3ynbpTaThl IPOBEPKHU JINYHBIX JIE B 00s13aTENBHOM
HOPSIKe TOBOJATCA 0 AUPEKTOPa 0611e00pa3oBaTeIbHOM OpraHu3aliH.

4. Tlopsiaox y4éra M XpaHEHHsl JHYHBIX /el MeJaroros M COTPyAHHKOB OpraHH3alHH,
ocylnecTBIIsIOMel 00pa3oBaTe/IbHYI0 NeATeIbHOCTD.

4.1. XpaHeHHe U ydYeT JUYHEIX N€J NMEAAaroroB ¥ COTPYAHUKOB OpraHH3allii, OCYIIECTBILIOLIEH
06pa3oBaTENbHYI0 JeATENBHOCTD, OPraHU3YIOTCs C LEJIBIO OpIcTpOro U 6e30MHO0YHOrO MOKCKa
JIMUHBIX JeN, OGecIedeHMs HX COXPAHHOCTH, a TaKKe 0OecmedeHus KOH(HUICHITHATEHOCTH
CBeIIEHHiL, COZIEPIKAIINXCS B JOKYMEHTAX JINIHBIX e, OT HECAHKIIHOHUPOBAHHOTO 0CTYIA.

4.2. JIndHble fena coTpyIHHKOB XpaHATes B cefidpe 0611e00pa3oBaTeNbHOM OpraHu3ayy.

4.3. TpynoBble U MEIUIUHCKHE KHIKKH XPAaHATCS OTACIBHO B ceiide.

4.4. locTyn K JIMYHBIM J€JlaM TI€JaroroB ¥ COTPYAHUKOB 0061e06pa3oBaTeIbHON  OpraHU3aluu
AMEIOT TONBKO CeKperaph, CIEHHAIMCT IO KaapaM, THPEKTOP 001e06pa3oBaTENbEHON
OpraHM3alMi JHUOO0 3aMECTHTENH IUPEKTOpa IMpPU HCIOIHCHUH 00s3aHHOCTEH JAUpEKTOpa
061me06pazoBaTeIbHON OPraHUu3aIIH.

4.5. CucTeMaTH3amus JWYHBIX Je IENaroroB ¥ COTPYAHHKOB 06meoGpasoBaTebHOU
OpraHU3aLKH IPOU3BOJUTCA B ANI(QABUTHOM MOPSIKE.

4.6. JIuuHble HeNa TMeIaroroB M COTPYIHHMKOB 00IIeo0pa3soBaTebHON OpraHM3aliy, MMCEIOLINX
rocyJapcTBEHHBIE 3BaHHUsI, IPEMUH, HArPa/bl, YUCHbIS CTETICHH U 3BAHUS, XPAHATCA NOCTOAHHO, a
OCTAIBHBIX COTPYIHHMKOB — 75 JIET ¢ TOJa yBOIbHEHHs PabOTHUKA (B COOTBETCTBUM C [lepeunem
THIIOBBIX YIIPABJIEHUYECKHX JOKYMEHTOB).

5. [lopsiA0K BHIAAYH JIMIHBIX €] BO BPEMEHHOE MO/Ib30BaHHe

5.1. Bbgaya NMUHBIX Ien (OTOEIBHEIX JTOKYMEHTOB B COCTaBE JIMYHOTO Jiella) BO BPEMEHHOE
T0JTb30BAHKE [IPOU3BOJHUTCS C PaspelleHus THPEeKTopa 06meoOpasoBaTeNbHON OpraHusalii Mo
3asBIICHHIO COTPYIHMKA OPraHU3alliH, OCYIIECTBIIAIOWEl 00pa3oBaTENLHYIO ACATEIPHOCTS.

5.2. PaGora (03HakoMJIEHWE) C JIMYHBIMH  JeJlaMd  [EJaroroB  #  COTPYyIHMKOB
06111e06pa3oBaTeNbHOM OpraHU3aliy IPOU3BOUTCS B IPHEMHON JTUPEKTOPA. B konue paGouero
IHS CEKpeTapb WM CIELHUATHCT O KaapaM o0s3aHa yOeIMThCA B TOM, YTO BCE JIHIHBIC JEId,
BBIIAHHBIE BO BPEMEHHOE IIONB30BAaHHE, BO3BPAICHBI HAa MECTO XpaHCHHsS H €CTh JIH
HEe0O6XOIUMOCTD IS IIPHHATHS Mep K UX BO3BPALICHHUIO HITH PO3BICKY.

5.3. ®akT BBLIAYHM JIMYHOTO Jejia GUKCUPYETCA B KOHTPOIBHOM XXypHAJIE.

5.4. N3psaTHe OTHEIBbHBIX JOKYMEHTOB U3 JIMYHOTO J€eja MPOU3BOAUTCS C PaspelICHUS AUPEKTOpa
0611e06pa30BaTeNbHON OpraHM3alii ¢ O(QOPMIEHHEM COOTBSTCTBYIOICH 3alMCH B rpade
«IIpuMeyanuey BHYTpeHHEH omucu. [Ipu BpEMEHHOM M3BATHH NOKYMEHTA Ha €ro MECTO (Mexny
JIACTAMH COCENHMX IOKYMEHTOB) BKJIABIBAETCS CIIPABKA-3aMECTHTENb C YKA3aHUEM JaTel 1



NpUIUH W3BATHS C TIOAIMCHIO JIUIIA, BBLIABIIETO JOKYMCHT, M IOAIHUCHIO JIUIA, [MOJIy4YUBIICTO €ro
BO BPEMCHHOC TI0JIE30OBAHUC.

6. OopMIteHHE JIMIHBIX A€JT NEPEL caaveil B apXuB
6.1. OopMiIeHHE JIMIHBIX ACT UL mepenady B apXuB IPOU3BOIUTCA CIIELMATKMCTOM II0 KajpaM
061eo0pa3zoBaTebHON OpraHU3arim. ta ImpoLeaypa BKIOYaeT:

«  [OMIIKBKY (IIEPEIIET) AeNa;

«  yTOYHEHHE HyMepalluu JIUCTOB /IC]1a;

e  COCTaBJICHHUE JIACTA-3aBEPUTEIIA (mpunoxerne Ne 8);

« cocrapieHue (yTOUYHEHNC) BHYTPEHHEHN ONHUCH;

. BHeceHUe YTOUHEHHW B PCKBU3UTHI JIMLIEBOM O0JIOKKH IEIIa.

6.2. JlucT-3aBepuTeNb Jena JOIDKEH MOMMHCaTh ero COCTAaBUTENb, IIPH 3TOM [JENACTCA
pacmudpoBKa ITODKHOCTH H HOMIMACH, MPOCTaB/sIeTCA [ara. B mpomecce HCIOIB30BAHAA
apXWMBHBIX JOKyMEHTOB B JIECTe-3aBepUTeNe NENAoTCsl COOTBETCTBYIOLIMC orMmetku. Ecnu Aemo
IOAMKTO O€3 JUCTa-3aBepUTELd, TO €T0 crieflyeT HaKIeUTb Ha BHYTPSHHIOH CTOPOHY OOJIOKKH
Jena.

6.3. C 1enbio 06eceyeH s COXPaHHOCTH JIMTHBIX 1G] PEKOMEHIYETCA:

e  0OBeIMHATH WHAUBHIYaIBHBIC JUIHBIC ICIA YBONEHHBIX COTPYIHUKOB B OZHY 00JIOKKY
(0OBEIMHEHHOE JeN0) C TaKMM pacieToM, 4ToGBI 00BeM Jena (ToMa) He MPEeBBIIAl 250
nrcToB (IyTeM CIIMBKH MaTepHalloB MHIUBHAYATBHBIX e 10 rofaM YBOJIbHEHH);

 pacmonararh MaTepHalbl MHIMBAAYATbHBIX J€N B Mpelenax neia (Toma) B anhaBUTHOM
nopsike (10haMIIBHO), OTAEIAA MaTepHasIbl, OTHOCAIIMECS K Pa3HbIM WHAABUIYaJIbHBIM
JeiaM, YMCTHIM JIHCTOM OyMard ¢ yKasaHueM Ha HeM (aMUIMH, MMCHHM K OTHECTBA
COOTBETCTBYIOIIETO ~ YBOJICHHOTO —Iejarora  H COTpYIHHUKA 06111e00pa3oBaTeNbHON
opraHU3aluHy;

« CHaOXaTh Kaxmoe OOBeIWHEHHOE NEINO (ToM) BHYTpeHHE#l OMUCBIO C [IEpEUNCICHAEM
dbamunuii, UMEH M OTYCCTB H yKa3aHHeM HOMEpOB CTpaHHMIl, B npezenax KOTOPBHIX
PACTIONOKEHBI COOTBETCTBYIOIIHIE JOKYMEHTEI.

6.4. Tlepenaya THIHBIX I B apXUB OCYLIECTBISETCS He TIO3[HEe TPEX JIET MOCIe 3aBepIICHUS UX
B [I€JONIPOM3BOJCTBE B COOTBETCTBUM C rpadukoM. TIpenBapuTebHO COKPETapeM, CIIEIHATHCTOM
0 KajpaM IpoBepseTcs IOJNHOTa M IIPABUJIBHOCTH TOJOTOBKM JIMUHBIX JCI K mepenadve.
BLisBIICHHBIE IPH IIPOBEPKE HENOCTATKH YCTPAHAIOTCH CeKpeTapeM, CIENUATICTOM IO KaipaM.
Tlepenaya U IPEEM POU3BOATCS IO OIHCH C [IPOCTAHOBKO} OTMETOK O HAJIMIHH JIMIHBIX nei.
6.5. JIu4uble fena IMe1aroroB ¥ COTPYAHHKOB 061e06pa3oBaTeIbHON OpraHn3aui, 3aKOHUCHHBIC
JIeJIONPOM3BOACTBOM 10 1 SHBapA 2003 roma, XpaHsrcs 75 JeT, mocie 1 staBaps 2003 roga — 50
ter. JIudHbIe fea IHPEKTopa, IIABHOro OyXranrepa 0611606 pa30BaTENbHON OpraHu3alui HMEIOT
[IOCTOSHHBIN CPOK XpaHCHHS.

7. OTBETCTBEHHOCTH
7.1. Tlemaroru W COTPYAHHKH 061meo6pa3oBaTenbHON OpraHu3allii 00s3aHBl  CBOEBPEMEHHO
TIPe/ICTAaBIIATh CEKPETAPIO WK CIIEIMANTACTY TI0 KaJpaM CBEICHUS 06 W3MEHEHHHU B IIEPCOHANIBHBIX
JAHHBIX, BKIIOYEHHBIX B COCTAB JIMTHOTO €A
7.2. Pabotonaresb 00€CIeINBaLT:
« COXpAaHHOCTb JIMYHBIX ~J€l IeJaroros H COTPYZHHUKOB 061e06pa3oBaTeIbHON
opraHu3alu;
¢ KOH(MUICHIUATBHOCTD CBEJEHWii, COmepKAIUMXCs B JIMYHBIX JICNAX [EeJaroroB
COTPYIHHKOB.

8. IlpaBa paGoToaaTesi 1 paboTHHKA

8.1. s obecreyeHns 3alUTBl MEPCOHATBHBIX JAHHBIX, KOTOpPble XPaHATCS B JMYHBIX I€NaX
[eJaroro U COTPYAHHUKOB 061me06pa3oBaTeNbHOM  OpraHu3aluy, MHelarori 1 COTPYIHHUKHU
061eo6paszoBaTeNbHON OpraHu3alii UMEIOT paBo:



«  [ONYYHTH MOJHYIO MHQOpMAIMIO O CBOHX [EepPCOHANTBHBIX NAHHBIX H o6paGoTKe ITHX
JaHHBIX;

+  TIOJNYYHTH CBOOOIHBIH JOCTYI K CBOMM IIEPCOHAIBLHBIM JaHHBIM;

¢ TOJYYHTH KOIMHU JOKYMEHTOB, XPaHAIMIHCCAH B JIYHOM IeJie ¥ Cofep Kalye NepcoHaIbHbIC
OaHHBIC.

« Tpe6oBaTh HCKIIOYCHHS UK HCIIPABICHIA HEBEPHBIX U HETIONHBIX MEPCOHAIBHBIX JAHHBIX.

8.2. PaGoTomaTesb HMEET IIPABO:

«  06pabaTsIBaTh MEPCOHANbHBIC NAHHBIC TI€/Ar0TOB U COTPYIHHKOB 061e06pa3oBaTeIbHON
OpTaHU3ALH, B TOM 9HCIIE 1 Ha JICKTPOHHDIX HOCHTENAX;

e 3ampOCUTH OT MENAaroroB U COTPYIHHKOB 0611e06pa3oBaTeNbHON  OpraHu3alli  BCHO
HeoOXOMMMYI0 HHOPMALMIO IS BENCHMS JMHYHBIX NS u 00paboTKM MEePCOHANBHBIX
JaHHBIX.

9. 3aK/JII0YHNTEJIbHbIE MOJIOKCHH I

9.1. Hacrosumee [TonosxkeHue o MOPsAKe BEACHUS THIHBIX ACT paGOTHUKOB SABJISIETCS JIOKATBHEIM
HOPMATHBHBIM aKTOM, IPUHAMACTCA Ha [TeqarornueckoM COBETE HIKOJBI M yTBEPKAACTCA (;mb0
BBOIHUTCA B AeiiCTBHE) IPHKA30M JAUPEKTOpa OpTraHH3alHH, OCYIIECTBIISIOMIEH 00pa30BaTENbHYIO
JeATeNIbHOCTE.

92. Bce H3MEHEHHs ¥ IOTOJNHEHHs, BHOCHMEBIE B HAaCTOAIICE [Monoxenue, oQOPMIAIOTCA B
mucbMeHHOM — gopMe B COOTBETCTBHH IeHCTBYIOIIAM  3aKOHOJATENIBCTBOM Poccuiickoi
denepanu.

9.3. TlonoykeHHe O IOPSOKE BENCHUS JTHIHBIX NCI pabOTHHUKOB o6pasoBaTelbHON OpraHu3aniy
NpUHIMaeTCd Ha HeompefeTeH bl  CpoK. VI3MeHeHHs U JOTIOIHCHHA K [IoMOXEHHUIO
TIPUHAMAIOTCS B TIOPSIIKE, TIPEy CMOTPEHHOM 1n.9.1. HacTosmero ITomoxeHus.

9.4. Tlocne npuHATHsA IlomoXeHHA (umv U3MEHEHWH H JIOTIONTHEHHMH OTHEIBHBIX IIYHKTOB H
pasiesioB) B HOBOM PelaKLMK MPENbIIyINas peaKiiii ABTOMATHUYECKH YTpauHuBacT CUIIY.



YKypHai ydeTra JUYHBIX JeJl

Tpunoxenue Nel

K MOJIOEHMIO O TOPSIKE BEACHNA
JIAYHBIX JeJ1 pabOTHUKOB

Ne Jlata ®amunus, | Tabenab- | JlOMKHOCTB CTpyKTYyp- Harau Jlata u TMpumeya-
n/ othopmie- uMm, HbIH (npodec- HO€ HOMEP HOMED HUe
o | HWs IMYHOrO | OTYECTBO HOMEP cu, noapasze- npHKasa npHKasa
nena refarora u crieunanb- JIeHHE (pacnopsi- (pacmopsi-
COTpYOHMKA HOCTb) KEHHS) O KeHus) O
niefarora npreMe npexpaie-
COTpYAHHUKA niegarora u HUU
coTpynHuka | (pacTopike-
Ha paboTy HUHN)
TPYZAOBOTO
J0TOBOpA €
TeIaroroM u
COTPYIHUKOM
(yBonbHe-
HHHN)
2 3 -+ 5 6 7 8 9

I




®oum Ne

Omnucs Ne

Jlemo Ne

Wnnekc aena

O0noXKa JUYHOTOo Aejia

Tpunoxerne No2
K TIOJIOYKEHHUIO O TIOPALKE BEACHUA
JUYHBIX Jie paOOTHHKOB

(Ha3BaHUE 00pasoBaTebHON OpraHH3aLkH)

JIMYHOE JEJIO Ne

(3arosioBOK Jena)

Jlara Havama
JlaTa OKOHYAHUS
Ha JIUCTAX
XpaHUTb JeT
®oun Ne
Omuce Ne

Jlemno Ne




Tpunoxenue Ne3

K TIOJIOJKEHHIO O MOPAIKe BEACHUS

BHYTPEHHSLI OITUCH
JIOKYMEHTOB Jiella Ne

JMYHBIX el pa0OTHUKOB

Ne HNunexe Hata Hazpanue Howmep [TpumevaHust
/I IOKYMEHTa JOKyMEHTa JOKyMEHTa JIUCTOB
nena
Hroro: JIOKYMEHTOB

(undpamu 1 NpPOIHCHIO)

KoJIi4ecTBO THCTOB BHYTPEHHEH OIHUCH

(umdpamu 1 MPOTHCHIO)

OTBETCTBEHHBIN 3a
KaJpOBBIA yUeT:

(MOATHCB)
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®.1.0.

Ipusnoxenue Ned

K TIOJIOAKEHHMIO O TIOPSIKE BEICHUA
JIMYHBIX 1N paOOTHHUKOB

JTOJKHOCTD

JIuunoe neno Ne

lIaTa O3HaAKOMIJIEHH: Ieagarora
U COTpYIHHKA C JINYHBIM
JACJIOM

TToxamucek memarora u
COTpYZIHHUKA

OT1MeTKY, npuMedanusd,
3aMeYaHus




Tpunoxenne NS
K TIOMIOYKEHMUIO O TIOPsKE BENCHHU
JMYHBIX 1€l paOOTHHKOB

pesyanaTax emeronﬂoﬁ NpPoOBEPKH COCTOSTHHSA

1 HAJu4Yus JHIHOI0 aeJjia

OTMeTKa O

®.1.0.

JIOIKHOCTD

JIuunoe neno Ne

JlaTa IpOBEPKH ®.1.0. uneHoB \ Tloamucy 4WICHOB Pesynbrar HpOBepKI/IJ

KOMHUCCHUU KOMUCCHH




1. ®amunus

Tpunoxerne Neb

K TIOJIOYKEHHUIO O TIOPANKE BEACHUA
JWYHBIX e pabOTHUKOB

JIM4HbII JHCTOK MO y4eTy KalpoB

Nmsa

OTuecTBO

2. Ilon

3. Tof, 4iciIo U MECSIL POXKICHUA

4. MecTO pOXKIACHUSA

5. I'paxnaHCTBO

(ceno, nepeBHsl, rOPoL, paiioH, 06nacTh)

6. O6pazoBaHHe

HasBanue
yueOHOTO
3aBeJICHNS U €r0
MECTOHAXO0XKICHUE

dakynbTET
WU
OTIIETICHHE

Tonm
[IOCTYILIEHHUS

Ton
OKOHYAHHUS
HJIH yX0Ja

Ecnu He
OKOHYHII, TO
¢ KaKkoro
Kypca yuremn

Kakyro
CIIEUAIBHOCTD
[IOJTY4HII B
pe3yJbTare
OKOHUAHHS
y4eOHOrOo
3aBe/ICHUs,
ykazatb No
IMILIOMA MK
yIOCTOBEPEHHUS

7. KaxuMu HHOCTPAaHHBIMH sI3bIKaMU BJIAIECTC

8. VueHas cTeleHb, yUeHOe 3BaHHC

(4MTaeTe ¥ MEpPEeBOIMTE CO CIIOBAP

eM, YHUTAeTE ¥ MOXKETE OOBACHATECS, BIANCETE cBOOOIHO)

9. Kakue uMeeTe HaydHbIE TPYIbl X H300peTEHUS




10. Brmonusemass paboTa ¢ Hadajga TPYAOBOH [IEATETIBHOCTH (Bkmrouass y4eOy B BBICIIMX H
CpeJIHAX CHEHANBHBIX yICOHBIX 3aBEICHUSX, BOCHHYIO cinyx0y U paboTy II0 COBMECTHTEIBCTBY)

Mecsiiy ¥ TOJ JIOMKHOCTD C YKa3aHHEM YUPeXKICHHU, MecToHaX0XKIEHHE
HOCTYILICHHS yxoJa OpraHu3alyy, NPEAIPUITHS, a TAKXKe yUpEXKIEeHHS,
MHHHCTEPCTBA (BEZLOMCTBA) OpraHU3aIHH,
IpeANpUITUS

11. TIpeGriBaHue 3a rpaHULICH (paborta, ciryxebHas KOMaHIHPOBKA, ITOe3/Ka € Jeneramnyei)

Mecsiit ¥ To1 B kakoii ctpaHe Llens mpeObIBaHMS 32
¢ KaKkoro 0 KaKoe rpaHulei
BpPEMEHHU BpeMs

12. YuacTre B BRIOOPHBIX OpraHax

MecTo BEIOOPHOTO Haspanue BEIOOpHOrO | B KagecTBe KOTO T'on

oprasa oprasa BEIOpaH n30paHus | BBIOBITHA

13. Kakue umeeTe l'IpaBI/ITCJ'IBCTBeHHBIe Harpazabl

Korma u keM HarpaxiaeH

14. OTHOIIEHHE K BOUHCKUM 00s3aHHOCTSAM ¥ BOMHCKOE 3BAHHC

CoctaB Pon Botick
(KOMaHHBIH, MOAUTHUYECKUI1, aAIMHHUCTPATHBHBIH, TeXHUYECKUH U T. 11.)

15. CemeiiHOE IOJIOKEHUC B MOMCHT 3aI0JIHEHUA JIUYHOT'O JINCTKA

(4/1eHBI CEMBH, C YKa3aHUEM BO3pacTa)

16. JlomaiHui agpec

17. 06513)/}001: CBOEBPEMEHHO HU3BCIIATH 000 Bcex U3MEHEHUIX TaHHBIX, BKJIFOYCHHEBIX B JIMYHBIA
JIUCTOK II0 YYCTY KaapoB.
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AHKETA

TMpunoxenue Ne7

K TIOJIO’KEHHIO O MOPsIKE BEACHUA

JIMYHBIX Je]1 pabOTHUKOB

bamnnus

Nmsa

OT4ecTBO

JaTa poKIeHUs

1. I'paxnaHCcTBO (€CIH M3MEHSIH, TO YKKHUTE,
KOTZa ¥ TI0 KaKoi MpHYHHE)

2. O6pa3oBaHHe, y4eHas CTemeHb (Korxa H
KaKkde ydeOHbIe 3aBEJECHHs OKOHYUIIH, HOMEpa
mumioMoB). CHeIMaTbHOCT M KBATH(HUKALHUA
110 JUTIOMY

3. KakuMy HHOCTPaHHBIMU SI3BIKAMH U SI3BIKAMH
HapozoB Poccuiickoi Penepanuy BIaaeeTe U B
Kakoif  cTemeHd  (uuTaere U MOXETE
OOBSICHITHCS, BlIajieeTe CBOOOIHO)

4. BeimonHsieMas paGoTa ¢ Havana TPyIOBOM NesTeNpHOCTH (BK/IIOYAs BOCHHYIO ciyx0y u paboTy

10 COBMECTUTEIBCTBY)

Mecsi 4 rol JIO/DKHOCTD € YKa3aHMEM YUPEXKACHU, MecToHaX0XKIEHHE
MOCTYIIICHHUS yxoJa OpraHU3alyy, IPeANPHITHS, 8 TAKKe YUpeKICHU,
MHHHCTEPCTBA (BEIOMCTBA) OpraHM3aLHH,
IpeANpUSTUSL

5. Bamm 61u3Kue poACTBEHHUKH (OKe€Ha, MyX, OTell, MaTh, Opathsi, CECTPHI)

Crenenp damMuaus, UM, Toxn

poacTBa OT4YCCTBO POXKICHHUA

Mecto paboTsl,
JIOJDKHOCTD

Anpec MecTa
YKHUTEJIbCTBA

6. JloMalHui agpec ¥ HoMep Tenedona

7. TlacmopT WK JOKYMEHT, €T0 3aMEeHSIOIIHHI

(HOMEp, Cepst, KeM H KOT/ia BbIaH)
8. JlomoTHATETBHBIE CBEEHHS, KOTOpHIe BEI XKenaeTe COOOIUTE O cebe

10. Ha xaxoif ypoBeHb 3apIUiaTsl Bel paccunThiBaeTe?

« %» 202  roma

(MOKHOCT OTBETCTBEHHOTO 32 KAJPOBBIFi Y4eT)

(noamnuce)

(pacmudpoBKa MOAMHCH)




TMpunoxenue Ne§
K TIO0JIOKEHHUFO O MOPSKE BEICHHUA
JIMYHBIX 161 paOOTHUKOB

JINCT-3ABEPUTEJIb

neaa Ne
B mese IpoIIUTO U IPOHYMEPOBAHO JIUCTOB
(umcpamu ¥ MPOMHCHIO)
c Ne mo Ne , B TOM UHUCJIE:
JUTEPHBIE HOMEPA JINCTOB
[IpOMyIIEHHBIC HOMEPA JINCTOB
+ JIUCTOB BHYTPEHHEN OMMCH JIMCTOB
OcobeHHOCTH PU3UIECKOTO COCTOSTHUS U Homepa nuctoB
dbopMupOBaHUS AeTIa
OTBETCTBEHHBIN 32
KaJpOBBIH yUET
(moanuce) (pactundpoBKa NOAMKCH)

« » 202 roma




