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HOJIOKEHHUE
O ITOPAIKE BEAEHUSA JIMYHbBIX TEJI PABOTHUKOB

1. OBIIUE IIOJIOXEHUS

1.1. Hactosimee IlomoxxeHne O TOpsAAKE BEASHUS JIMYHBIX Je  PaOOTHUKOB OpraHU3AINH,
OCYIIECTBISIONIEH  00pa3oBaTeNbHYI0  JEATENbHOCTh, pa3pabOTaHO B  COOTBETCTBHUU  C
®denepanbHbiM 3aKk0HOM Ne 273-D3 ot 29.12.2012 «O06 obpazoBanuu B Poccuiickoit denepannn» B
pemakiuun ot 1 aBrycra 2020 roma, @enepanbHbiM 3akoHOM oT 27.07.2006 Ne 152 «O
MEePCOHANIBHBIX JaHHbIX» B pemakuuu ot 24 amnpens 2020 roma, IIpukazom PenepanbHOro
apxuBHOTO areHtrctBa or 23 gekabps 2009 roma N 76 «OO0 yTBepkaeHUHM MeETOIUYECKUX
pPEKOMEHIaluii 10 pa3pabOTKe HWHCTPYKIHMH IO JCIONPOU3BOACTBY B (eaepaabHbIX OpraHax
UCTIOJHUTENBbHOM Biactu», Yka3zoM llpesmaenta ot 30.05.2005 Ne 609 «OO6 yTBepxaeHUU
[TonoxxeHus 0 MepCOHAIBHBIX JAHHBIX FOCYAApPCTBEHHOrO ciysxaiiero Poccuiickoit denepannu u
BEJICHUM €ro Ju4Horo nena» B peaakuuu ot 23 wuronsgs 2019 roma, Tpynoseim Kopexcom
Poccuiickoit @enepanunu, KolsmeKTUBHBIM JOTOBOPOM, YCTaBOM OpPraHHU3allMH, OCYIIECTBIISIOIECH
00pa3oBaTeNbHYIO ACITEIHLHOCTb.

1.2. TTonoxeHue ompenensieT MOPSAI0K BEASHUS JUYHBIX JeJl TEeJaroroB M HWHBIX COTPYIHUKOB H
pabOTHUKOB MIKOJIBI, OMPEAETSeT MOPSA0K (HOpMHUPOBAHMS, yU€Ta U XPAHCHHS, BBIIAYU JIMYHBIX
JIeT BO BPEMEHHOE IIOJb30BaHHE, a TAKXKE OTBETCTBEHHOCTh, IpaBa PAOOTHUKOB M JIHUPEKTOpa
00pa3oBaTeNbHON OpraHu3alru.

1.3. Hacrosimiee IlonmoskeHune yTBEp>KaaeTcsi MPUKA30M IO IIIKOJIC U SIBISETCS 00s13aTeIbHBIM I BCEX
KaTeropuil me1aroruaeckux 1 IPYruxX COTPYIHUKOB IIKOIIBI.

1.4. Benenue MUYHBIX JI€J MEIarOTOB M COTPYIHUKOB IIKOJIBI BO3JIATA€TCs Ha CICIHAIKMCTA M0 KaJapam
OpraHM3aIlfy, OCYIIECTBIIONIEH 00pa30BaTeNbHYIO AEITEIbHOCTb.

1.5. JInaHoe nenmo — OCHOBHOM JOKYMEHT IEPCOHAIBHOTO y4eTa, COJASpKAIlUi HamOoJiee IOJHBIC
CBelleHUs 0 pabOTHHKE 00pa30BaTENbHOIN OpraHM3aly U €ro TPYJIOBOM IesTeNbHOCTH. B muuHoe
JIEJI0 BHOCSATCS CBEJICHHS, CBSI3aHHBIC C TTOCTYIUIEHUEM Ha paObOTy ¥ YBOJBbHEHUEM.

1.6. Cenenusi, copepkaiiuecss B TMIHOM Jelie, OTHOCATCS K KOH(DUISHITNAIbHON NHPOPMAITUHN, IMEIOT
OTpaHUYCHHBIN TOCTYII U PA3TIAICHUIO HE TIOIJIE)KAT.

1.7. JluurOE €TI0 BEETCS B TEUCHUE BCETO Meproia paboThl paOOTHHKA.

1.8. Benmenne HECKONBKMX JHMYHBIX JIeJT OJHOTO paOOTHUKA O0Opa30BaTENIbHOW OpraHU3alUN HE
JIOITYCKaeTCsl.

2. MMOPAJOK ®OPMUPOBAHUS JIMYHBIX JIEJ COTPYJHUKOB

2.1. ®opmupoBaHKE JUYHOTO Jejia TeJaroroB U COTPYAHUKOB 0OIIe00pa3oBaTENbHON OpraHU3aLUU
MIPOM3BOJUTCSL HEIMOCPEICTBEHHO IOCTE TpHemMa B 00Ieo0pa3oBaTeIbHYI0 OpPTaHU3AIMIO WU
MepeBo/ia Me1aroroB U COTPYIHUKOB U3 IPYroi 00pa3oBaTeIbHOM OpraHu3alliy.

2.2. B COOTBETCTBMM C HOPMAaTHBHBIMH JOKYMEHTAaMH B JIMYHBIE Jela TEAaroroB M COTPYIHUKOB
OpraHM3allfy, OCYIIECTBISIONICH 00pa3oBaTeNbHYIO NESTEIBHOCTh, BKIAIBIBAIOTCS CIICAYIOIINE
JIOKYMEHTHI:

s nedazo2os:

* 3asBJICHHE O IIpUEME Ha paboTy;




* 3asBJICHHE O COTJIACHU Ha 00pabOTKY NMEPCOHAIBHBIX JaHHBIX MEarora;
* CchopaBKa O HAIMYWU (OTCYTCTBHH) CyIMMOCTH WM (Wiid) (pakTa yroJIOBHOTO IPECIIeIOBaHMUS,
BBIJIAHHOTO COOTBETCTBYIOIIMM OPTaHOM TIPABOMOPSIIKA;
e aBrobOmorpadmus;
*  KOMWs NMacropTa WK HHOTO JOKYMEHTA, YIOCTOBEPSIOIIETO TUIHOCTH;
*  KOIMS CTPaXOBOT'O CBHJIETEIHCTBA IEHCHOHHOTO CTPAaXOBAHMUS,
*  KomwWs UASHTU(PUKAIMOHHOTO HOMEpa HAJIOTOTUIATEIbINNKA,
*  KONHUS JOKyMEHTa BOMHCKOTO y4eTa (Iis BOCHHOOOS3aHHBIX );
*  KONHUS CBUJACTEIBCTBA O 3aKITIOYCHUHN Opaka (Mpy HAJTUYHH ),
*  KOMNUS CBHICTEILCTBA O POXKICHUM JeTel (Mpu Hanmuyuu 10 18 ner);
*  KOIUU JOKyMEHTOB 00 00pa3oBaHNH;
*  KOMWH JOKYMEHTOB O KBTM(UKAIMH WU HATUYUE CIICIUAIBHBIX 3HAHUN (TIPY HATHYUH ),
*  KOIMHU aTTECTAIMOHHBIX JUCTOB (MPU HAJTMYHH ),
* KONMH JOKYMEHTOB O HarpakJIeHu! (Mpu HATNYHH);
* [pHUKa3 0 IpHeMe Ha paboTy;
* [IpUKa3 O NEPEBOJE HAa UHYIO TOJKHOCTD (IIPU HAIMYUN);
* JIOJDKHOCTHas MHCTPYKIUS (IODKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAayeHHWsl Ha Bce
JIOJDKHOCTH);
* TpPYyIOBOM OTOBOP (C MOCIETYIOIMIUM BKIIOYEHUEM JIOTIOTHUTEIbHBIX COTJIAIEHUH K TPYA0BOMY
JIOTOBOPY);
* TPYIOBYIO KHUXKKY;
*  MEIUIIMHCKYIO KHUXKKY.
na pabomnukos:
* 3asBJICHHE O MpUeMe Ha padoTy;
* 3asBJICHHE O COIJIACMU Ha 00pabOTKY NEPCOHAIBHBIX JaHHBIX M1E€arora;
* chmpaBKa O HajdWuuu (OTCYTCTBHH) CYAMMOCTH U (Win) (pakTa YrOJOBHOTO IMpECleOBaHUS,
BBIJIAHHOTO COOTBETCTBYIOIIUM OPraHOM IPAaBOMOPSIKA;
* aBroOuorpadus;
*  KOMMS MacrnopTa WIM HHOTO JOKYMEHTa, YIOCTOBEPSIIOIIETO JTUYHOCTh;
*  KOMWsI CTPAXOBOTO CBHJICTEIHCTBA IEHCHOHHOTO CTPAXOBAHHS,
*  KOMMS UAECHTU(PHUKALMOHHOIO HOMEpa HAJIOTOIUIATENbIIINKA;
*  KOMWs IOKyMEHTa BOMHCKOTO y4eTa (/i1 BOCHHOOOS3aHHBIX );
*  KOIHUS CBUACTEIBCTBA O 3aKITIOYCHUHN Opaka (Mpy HAJTUYHH ),
*  KONUS CBHICTEILCTBA O POXKICHUM JeTel (MpH Hanmu4uu 10 18 ner);
*  KOIHUHU JOKYMEHTOB 00 00pa3oBaHNH;
* KONMH JOKYMEHTOB O HarpakJeHuH (Mpu HATUYHH);
* [pHUKa3 0 IpHeMe Ha paboTy;
* [IpUKa3 O IEPEBOJE HAa UHYIO TOJKHOCTD (IIPU HAIMYUN);
* JIOJDKHOCTHas MHCTPYKIUS (JODKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAayeHHsl Ha Bce
JIOJDKHOCTH);
*  TPYyIOBOM OTrOBOp (C MOCIETYIOIMIUM BKIIOUEHUEM JIOTIOTHUTEIbHBIX COTJIAICHUH K TPYA0BOMY
JIOTOBOPY);
* TPYIOBYIO KHUXKKY;
*  MEIUIIMHCKYIO KHUXKKY.
Padomodamensv ohopmasaem:
* TPYJIOBOW JOTOBOP B ABYX IK3EMILIAPAX;
* TIpHKa3 o pueMe Ha paboTy (0 MepeMeIeHUH Ha IPYTHe JOJKHOCTH),
*  JMUHYIO KapTouky Ne T-2;
*  JIOJDKHOCTHYIO HHCTPYKLHIO B IBYX IK3EMILIApax.
Padomodamensy 3nakomum:
* C HOPMAaTUBHO-IIPABOBBIMH JOKyMeHTaMHu IKojbl (YcTtaBoM, KOJIEKTHBHBIM J1OTOBOpPOM,
[TpaBmiaMu TpyAOBOTO paCHoOpsiKa U AP. JIOKATbHBIMU aKTaMu );
* ¢ JOJDKHOCTHOM MHCTPYKIIMEH;
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* TMPOBOJUT BBOJHBIM WHCTPYKTaX, HWHCTPYKTaX IO OXpaHe TpyJda, WHCTPYKTAXK IO
MIPOTUBOMNOXKAPHOI 0€30MaCHOCTH.

[TepBruHOE OopMIIEHHE TUYHOTO Jela IPEAyCMaTPHBACT:

* [PUCBOCHHE JUYHOMY JIely HOMEpa COTJIACHO XKYypHAIly yyeTa JUUHbIX Jei (mpuioxxenue Ne 1);

* MpoCTaBlieHUE HA 0OJIOKKE IMYHOTO Jena (mpunoxkenne No 2) CleqyroImuX PeKBU3UTOB: HHIEKC
nena (B COOTBETCTBUM C HOMEHKJIATYpOH el 0011eo0pa3oBaTeIbHOM OpraHU3aIliy; IOJHOE
HAaMMEHOBaHME O00Ie00pa30BaTeNbHON OpraHU3alMy; HOMEpP JIMYHOTO Jena; (GpaMuiIus uMs
OTYECTBO PabOTHHKA B MMEHHUTEIHLHOM MaJeXe; JaThl — FOJl Hayaja U roJi OKOHYAHUS BEACHUS
Jiena; KOJIMYECTBO JIUCTOB; CPOK XpPaHEHUS,

* [OMEUICHHE JOKYMEHTOB, MOUICKALINX XPAaHEHUIO B COCTAaBE JIMYHBIX JIeJ, B XPOHOJIOTHYECKOM
MOpsATIKE:

BHYTPEHHSS ONUCH JOKYMEHTOB jiena (mpusoxenue Ne 3);

JTUYHBIA JTUCTOK TI0 YUEeTy KaapoB (TpuiioxeHus Ne 6);

3asiBJICHUE O MpUeMe Ha paboTy;

MpuKa3 o mpruemMe Ha padoTy;

TPYAOBOM JOTrOBOP;

JIOTOBOP O TIOJTHOW MaTepUaJIbHOM OTBETCTBEHHOCTH (eciu pabOTHUK — MaTepuaibHO

OTBETCTBEHHOE JIUIIO);

XapaKTePUCTHKU U pEKOMEHIaTeIbHbIe TUChMA;

coryiacie Ha 00paboTKy NMepCOHAIBHBIX JaHHBIX.

JIuCThl JOKYMEHTOB, TOMEIEHHBIX B INYHOE AEJI0, MOAJEKAT HyMepaIiu.

C unenpto oOecrieueHHs] HaJUIekKalleil COXPaHHOCTH JIMYHOTO JieJla TEAAaroroB M COTPYAHUKOB

0011e00pa3oBaTelbHOM OpTraHM3allid W yI0oOCTBa B OOpamieHuH ¢ HUM Tpu (HOPMHPOBAHUH

JOKYMEHTHI TIOMEUIAIOTCS B OTACNbHYIO manky. [lpu yBonbHeHHH paOOTHUKA MPOIIUBAIOTCS

HUTKaMU U C/Ial0TCS B apXUB.

BHyTpeHHSISI OnUCh JTOKYMEHTOB, MMEIOLIUXCS B JIMYHOM JeJie, JOJDKHA COAEp)KaTh CBEACHUS O

MOPSAIKOBBIX HOMEpaX, HAMMEHOBAaHUSAX JOKYMEHTOB Jieja, KOJIMUYECTBE JIMCTOB, AaTaxX BKIIOYCHUS

JOKYMEHTOB B JINYHOE JEJTI0 U U3BATHUS U3 JIEIa, a TAKIKE KeM U3BAT JOKYMEHT U 110 KaKOi MpUYrHE.

BHyTpeHHSsI OMHMCh COCTaBIs€TCS HA OTIEIBHOM JIUCTE IO YCTAaHOBJIEHHOH (opme. JIucTh

BHYTPEHHEH OMUCH HyMEPYIOTCS OTAEIBHO.

[Ipy monarotroBke JIWYHBIX JAeN K Ieperade Ha XpaHEHHWE K BHYTPEHHEH OMHCH COCTaBsieTcs

UTOTOBas 3alKCh, B KOTOPOH yKa3bIBaeTcsl nudpaMu ¥ MPOMHUCHI0 KOJIMYECTBO BKIIOYEHHBIX B Hee

JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIejIa.

VV VVVVVY

3. NOPSAJOK BEJAEHUS JIMUHBIX JIEJI IEJAT'OI'OB U COTPY/IHUKOB
OPTAHM3AIINU, OCYIIECTBJISIIOIIEN OBPA3OBATEJIBHYIO
JAESATEJIBHOCTb
JluvyHOE neno meaaroroB M COTPYAHHKOB 00Ie0Opa3oBaTeIbHON OpraHu3aliy BEJCTCS B TCUCHHE
BCETO Mepuojia paboThl KAKIOTO MeJarora ¥ COTpyIHUKA B 00111e00pa30BaTEIbHOM OpTraHU3aIiy.
JlanbHeliliee BeACHHWE JHYHOTO Jejia TIearoroB W COTPYAHHKOB 00IIe00pa3oBaTenbHOM
OpraHu3aliy TpeaycCMaTpuBaeT IMOMEIIEHHWE B JCJI0 JOKYMEHTOB, OOpa3yIOIIMXCS B IPOIECCe
pabodeii IesSTENbHOCTH U UMEIOIUX 3HAUCHUE JIJISl TPYAOBBIX OTHOIIICHHIA:
* JIOTIOJTHEHHUE K JTUYHOMY JIMCTKY 10 YYETY KaJIpOB;
* JIOTIOJHUTENHHBIC COTJIAMICHUS K TPYJOBOMY JIOTOBOPY;
* KONWU TMPHUKA30B MO JIMYHOMY COCTaBYy, KOTOpbIE€ KACarOTCS II€IaroroB M COTPYIHUKOB
00111e00pa30BaTeIbHON OpraHn3aluy;
*  OT3BIBBI JJOJDKHOCTHBIX JIMI] O TIeJIarore ¥ COTPYAHUKE 0011e00pa3oBaTeIbHON OpraHu3aIlig;
* KOIMHWHU JOKYMEHTOB O TIOBBIIIICHUH KBaJIA(DUKAIIHH;
* KONUHU CEPTHU(PUKATOB, IPAMOT;
* JIUCT — 3aBEPUTEIb Jelia (COCTABIISIOT MPH CIa4ye JIMYHOTO Jelia B apXUB);
* WHBIC IOKYMEHTHI.
B mensx oOecriedeHus KOHTPOJS 3a COXPAHHOCTBIO M aKTyalbHOCTHIO JIUYHBIX JET B
0011e00pa3oBaTeIbHONM OpraHU3alMK eXKerogHo (He mo3gHee | KBaprana rojaa, CIEIyIOUIErO 3a
OTYETHBIM) MPOU3BOAMUTCS MTPOBEPKA UX HATTUYUS U COCTOSTHUSI.



3.4. ExxeroHyt0 TpOBEPKY COCTOSIHHS JIMYHBIX eI Ha MPEAMET COXPAaHHOCTU BKJIIOYCHHBIX B HETO
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JIOKYMEHTOB NPOBOJUT CIIEHHUANBbHO co3/laHHas komuccusa. O MpoBENEeHHBIX MPOBEPKaX JAeIaeTcs
OTMETKa B JIUCTE O pe3yJbTaTax €XEroJHOM IMPOBEPKU COCTOSHUS W HAIWYUA JIMYHOTO JeNia
(npunoxenue Ne 5) u cocraBnsercss akT. Pe3ynbTaTbl MpPOBEpKH JMYHBIX JIe1 B 005S3aTeIbHOM
MOpSAKE TOBOAATCS 0 TUPEKTOpa 00111e00pa30BaTeIbHON OpraHu3aliy.
4. TIOPSAJIOK YUETA U XPAHEHUSA

JIMYHBIX JEJ MEJATOTI'OB U COTPYJIHUKOB OPI'AHU3AIIUU,

OCYHIECTBJISIIOIIEN OBPA3OBATEJIBHYIO JESATEJBHOCTD.
XpaHeHHe U y4YeT JIMYHBIX JeJl MEeJaroroB M COTPYJHUKOB OpraHU3allMd, OCYIIECTBIISIONICH
00pa30BaTeNbHYI0 JEATEILHOCTh, OPTAHU3YIOTCS C IIENIbI0 OBICTPOro U 0e30IMO0YHOrO MOUCKA
JUYHBIX [, OOecleyeHUs] UX COXPAaHHOCTH, a TaKxke oOecredeHus KOH(UIEHIIMAIbHOCTH
CBEJICHUH, CoepKaIUXCsl B IOKyMEHTaX JIMYHBIX J€J, OT HECAHKIIMOHUPOBAHHOTO JJOCTYTIA.
JInunbIe Mena COTPYIHUKOB XpaHATCS B ceiide o0meodpa3oBaTeIbHON OpraHu3aIliy.
TpynoBble 1 MEIUIIMHCKIE KHIXKKU XPAHATCS OTAEIBHO B celide.
JlocTyn K JMYHBIM JIelaM MeAaroroB U COTPYAHUKOB 001e00pa3oBaTeIbHOM OpraHU3aliil UMEIOT
TOJIBKO CIIELUAINCT 10 KaJpam, TUPEKTop 0011e00pa3oBaTeIbHO OpraHu3auy 100 3aMeCTUTEIH
JTUPEKTOPA MPHU UCTIOJTHECHUH 005S3aHHOCTEH TUPEKTOPA 0011Ie00pa30oBaTEIbHON OpraHU3alIliH.
Cucrtemaru3anusl JUYHBIX JIeNl MEJaroroB U COTPYAHUKOB 00I€00pa3oBaTeIbHON OpraHU3aluu
MIPOU3BOJUTCS B aji()aBUTHOM MOPSAKE.
JluuHble nena TenaroroB M COTPYJHHKOB 0O0IIe00pa3oBaTENbHOM OpraHM3aluu, HMEIOMINX
roCy/IapCTBEHHbIE 3BaHMsI, IPEMUU, HATPaJlbl, YUCHbIE CTEIIEHU W 3BaHUS, XPAHITCSA MOCTOSHHO, a
OCTQJIbHBIX COTPYAHUKOB — 75 JIET ¢ rojja yBOJIbHEHUS paboTHHUKA (B coOTBeTCTBUU C llepeunem
TUIIOBBIX YIIPABICHYECKUX IOKYMEHTOB).

5. MOPAJOK BbIJAYH JIMYHBIX JEJ BO BPEMEHHOE I1OJIb30OBAHUE
Boigaua nuuHbIX gen (OTOENBbHBIX JOKYMEHTOB B COCTaBe JIMYHOIO [Iejla) BO BpPEMEHHOE
MOJIb30BaHKUE TPOU3BOAUTCS C pa3pelleHus IUPEeKTopa o01eo0pa3oBaTeIbHON OpraHU3aluN O
3asIBJICHUIO COTPYAHUKA OpraHU3alliu, OCYILIECTBISAIONIeH 00pa3oBaTENbHYIO AeSTENbHOCTD.

PaboTa (03HaKOMJICHHME) C JUYHBIMU JeJlaMH T€JaroroB M COTPYIHUKOB 00Ie00pa3oBaTeNbHON
OpraHM3aly MPOU3BOAUTCA B NPUEMHON aupekTopa. B koHue pabodero nHs cekperapb WU
CIIELUAINCT O KaapaM o0s3aHa yOeIuThCsl B TOM, UYTO BCE JIMYHBIC JeJia, BhIJAaHHBIE BO BPEMEHHOE
M0JIb30BaHKE, BO3BPAIICHBI HA MECTO XPAHEHHUS U €CTh JIM HEOOXOAUMOCTh I IPUHATHS MEpP K UX
BO3BPAILCHUIO UM PO3BICKY.

@DaxT BpIJAYM JTUYHOTO Jiea PUKCUPYETCs B KOHTPOJIBLHOM KypHaJe.

W3bsiTHE OTAETBHBIX TOKYMEHTOB M3 JIMYHOTO Jejla MPOM3BOMUTCS C pa3pelieHHsl AUPEKTopa
001eo0pa3oBaTelbHOW OpraHu3alu ¢ O(QopMICHHEM COOTBETCTBYIOMIEH 3amucu B Tpade
«[Ipumeuanuey» BHyTpeHHel omucu. IIpu BpeMEHHOM HM3BATUU JOKYMEHTA Ha €ro MecTo (MeXay
JUCTAMH COCEIHMX JIOKYMEHTOB) BKJIAQJbIBA€TCSl CIPaBKa-3aMECTUTENb C YyKa3aHHEM JaThl U
MPUYUH U3BSATHS C MOANUCHIO JIMIA, BBIJABIIETO JOKYMEHT, U TOMUCHIO JINIA, MOTYYUBIIETO €ro
BO BPEMEHHOE M0JIb30BaHHE.

6. O®OPMJUIEHUE JINMYHBIX JEJ NEPE] CIAYEN B APXVB
OdopmieHne JTUYHBIX J€d UId HepeJaud B apXUB TMPOU3BOAUTCS CIELMATUCTOM IO Kaapam
00111e00pa30BaTENIbHON OpraHnu3alui. JTa MpoLeaypa BKIOYAET:

* TONMUBKY (TIEPEIUIeT) Jea;

* YTOYHEHHUE HyMepallly JIUCTOB JIeNa;

* COCTaBIJICHHE JUCTa-3aBeputelis (mpmioxenue Ne §);

* cocTaBJIeHUE (YTOUHEHUE) BHYTPEHHEN ONNCH;

* BHECEHHE YTOYHEHHI B PEKBU3UTHI JINLIEBOI OOJIOXKKH Jiea.

Jluct-3aBeputenp Jena JOMHKEH MOIIMHCATh €ro COCTAaBUTENb, NMPH 3TOM JejaeTcs pacmudpoBka
JOJKHOCTH U MOANKCH, IPOCTaBIIAETCA AaTa. B mpoliecce UConb30BaHUS apXUBHBIX IOKYMEHTOB B
JMCTE-3aBEPUTEIIC JIENAIOTCS COOTBETCTBYIOIIME OTMETKH. Eciam nemo mnoammro 0Oe3 nucra-
3aBEpUTEIISl, TO €r0 CJIelyeT HaKJIEUTh Ha BHYTPEHHIOI CTOPOHY OOJIOXKKH JIefIa.

C nenpio o0ecrieyeHnss COXpaHHOCTH JIMUHBIX JIeJT PEKOMEH/1yeTCs:
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* 00bEOUHATh HWHIWBUIYATbHBIC JIMYHBIC Jella YBOJCHHBIX COTPYIHHUKOB B OJHY OOJOXKY
(oOBeaHEHHOE JIE10) C TAKUM PacdyeToM, 4ToObl 00BheM jerna (ToMa) He mpeBbiman 250 TucToB
(TryTeM CIIMBKY MaTEepPUAIIOB MHAUBHUIYAIBHBIX JeJT IO TOJIaM YBOJIBHEHHS);

* pacrojarath MaTepuajbl HHAUBUAYAIbHBIX JIE] B Mpejeax faena (ToMa) B an(aBUTHOM MOPSIKE
(mohaMuIBHO), OTAEINSAS MAaTEPUAJIbl, OTHOCSIIUECS K Pa3HBIM UHIUBUYaTbHBIM JelIaM, YACThIM
JucToM Oymarm ¢ yka3aHWeM Ha HeM (aMWiMM, UMEHH M OTYECTBa COOTBETCTBYIOLIETO
YBOJIGHHOTO TI€JIarora U COTpyIHHUKa 001e00pa3oBaTenbsHON OpraHu3aluu;

* cHaOXaTh KaXJa0€ 00BEAUHEHHOE JIeJI0 (TOM) BHYTPEHHEH OMHUCHIO C TIEpeurcieHneM GpaMuini,
MMEH M OTYECTB M YKa3aHMEM HOMEpPOB CTpaHHUL, B Npelenax KOTOPBIX PacHOIOKEHBI
COOTBETCTBYIOIINE JOKYMEHTHI.

[lepenaya MUYHBIX J1€1 B apXUB OCYIIECTBJISETCS HE MO3JHEE TpeX JIET MOCje 3aBeplIeHHs UX B

JIENIOTIPOU3BOJICTBE B COOTBETCTBHH C rpadukom. [IpeaBapurenbHo cekpeTapeM, CIEIHAINCTOM 0

KaJipaM MpoBepsETCs MOJIHOTA U MPaBUIBLHOCTH OATOTOBKY JIMYHBIX el K rnepenaye. BoiaBieHHbIe

IIpU TPOBEPKE HEIOCTATKU YCTPAHSIOTCS CEKpeTapeM, CIeluanucToM 1o kampam. Ilepemada u

MIpHEM MPOU3BOJATCS MO OMKUCH C MTPOCTAHOBKOM OTMETOK O HAJTMYMU JTUYHBIX ATl

JluuHple nena megaroroB M COTPYAHHMKOB 00I1Ie0o0pa3oBaTeNbHON OpraHU3allud, 3aKOHYCHHBIC

nenonpou3BoactBoM 10 1 suBaps 2003 roga, xpaustcst 75 nert, nociie 1 suBaps 2003 roma — 50 ner.

Jluunble nena AMpEKTOpa, TJaBHOrO Oyxrantepa 00meo0pa3oBaTeNbHOW OpPTraHU3AIMH HUMEIOT

MOCTOSIHHBINA CPOK XPAHEHUS.

7. OTBETCTBEHHOCTbD

[lemarorn © COTPYIHHUKH O0OIIEOOpa30BATEIHPHOM OpraHU3allMh  OO0s3aHBI  CBOCBPEMEHHO

MPENICTABIATh CEKPETAPIO WM CHEIUAIMCTY MO KaapaM CBeACHHs 00 M3MEHEHUU B MEPCOHAITBHBIX

JAaHHBIX, BKJIIFOYEHHBIX B COCTaB JIMYHOTO JIejIa.

PaGoronarens o0ecrnieunBaert:

* COXpPaHHOCTb JMYHBIX JeJ TIeIaroroB U COTPYAHUKOB 00111e00pa30oBaTeIbHON OpraHu3alnm;

* KOH(DHIEHIIMATBHOCTH CBEICHUMN, COEPIKAIIMXCS B JIMYHBIX JIeJaX MEAaroroB U COTPYAHUKOB.

8. IPABA PABOTOJATEJISI U PABOTHUKA

Jliis obecrieueHus 3alUThl IEPCOHATBHBIX JAHHBIX, KOTOPHIE XPAHSITCS B JIMYHBIX JeNlaX Me1aroron

U COTPYAHMKOB  0OIIe00pa3oBaTeIbHOW  OpraHu3aluM,  [EJarorui U COTPYIHHUKH

00111e00pa30BaTENbHON OPraHNU3alui UMEIOT PaBO:

* MOJYYHTb MOJHYI0 HH(GOPMAIUIO O CBOMX MEPCOHATIBHBIX TaHHBIX U 00pa0OTKE 3TUX JTaHHBIX;

* MOJYYUTHh CBOOOTHBIN JOCTYI K CBOUM NEPCOHAIBHBIM JIAHHBIM;

* TMOJY4YUTHh KOIHWHU JOKYMEHTOB, XpaHSIIMECS B JUYHOM JieJ€ U COJEpKallie IMepcoHaIbHbIE
JTaHHBIE.

* TpeboBaTh UCKIIIOYCHHSI UM UCTIPABJICHHS HEBEPHBIX U HETIOIHBIX IEPCOHATBHBIX TAHHBIX.

PaGoromarens nmeer mpaso:

e 00pabaTpiBaTh NEPCOHAJBHBIE JAaHHBIE TEJArOroOB W COTPYIHUKOB 00IIe00pa30BaTEIHbHOM
OpraHM3aIlfy, B TOM YUCIIC U Ha SJICKTPOHHBIX HOCUTEISIX;

* 3alpoCUTh OT TIeJIaroroB M COTPYAHHUKOB OOIIe00pa30BaTeIbHOW OpTraHU3aluu  BCIO
HE0O0XO0UMYI0 HH(POPMAITUIO AJIsI BEJCHHSI IMYHBIX e U 00pabOoTKH EPCOHABHBIX JaHHBIX.

9. 3AKVIIOUUTEJIBHBIE IMOJOXEHUSA

Hacrosmee [lonoxkenne o MOpsIKe BEACHHS JHYHBIX €T PAOOTHUKOB SIBISICTCS JIOKATbHBIM

HOPMAaTUBHBIM aKTOM, NpuUHUMaeTcs Ha [lemaroruueckoM coBeTe MIKOJIBI M yTBEpxKAaeTcs (JInbo

BBOJUTCS B JCHCTBHE) MPUKA30M JUPEKTOpPA OPTaHHU3aAIH, OCYIIECTBISIONMIEH 00pa3oBaTeIbHYIO

NeSITeNIbHOCTD.

Bce wu3MeHeHuss © JOINOJIHEHUS, BHOCHMBIE B Hacrosimee llomoxkeHue, OQOPMISIOTCS B

MMUCbMEHHOM (popMe B COOTBETCTBUU JCHCTBYIOIIUM 3aKOHOIaTeIbLCTBOM Poccutickori denepamm.

[TonoxkxeHne O TOpsAOKE BEASHUS JHYHBIX JelI paOOTHUKOB 00pa30BaTENIbHON OpraHU3aIiH

MIPUHUMAETCS Ha HEOMpeIeIeHHbIN cpoK. V3MeHenus u nononHenus K [lonoxeHno mpuHUMAaIOTCS

B IIOPAJIKE, IPETyCMOTpeHHOM 11.9.1. Hactosmero [lonoxenus.

[Tocne npunsTus [lonoxxenust (MM U3MEHEHHU U TOTIOTHEHUN OTIEIBHBIX IMTYHKTOB M Pa3/IeioB) B

HOBOW peNaKINK MPEABIAYINAs PEAAKINST aBTOMATHIECKH YTPAUYUBALCT CHITY.



Kypnain ydera IMUHBIX J1€]T

ITpunoxenune Nel

K MOJIOKCHUTIO O NOPAAKE BCACHUS
JIMYHBIX OCJI pa60THI/IKOB

Neo Jara OQammwmms, | Tabems- | JomxraocTh | CTpyKTYp- Jlara u Jlata ITpumeua-
1/ odopmie- UM, HBIH (mpodec- HOE HOMEp HOMED HUE
I | HUS JUYHOTO | OTYECTBO HOMEp cus, moJipase- MpHKa3a MpHKa3a
Jiena rejarora u CreIHab- JICHHE (pacnopsi- (pacmops-
COTPYIHUKA HOCTB) JKCHHS) O KCHHUS) O
neiarora u npuemMe mpeKpaiie-
COTPYIHUKA nemarora u HUHU
coTpynHuKa | (pacTopike-
Ha paboTy HUM)
TPY/IOBOTO
JIOTOBOpA C
[earoroM u
COTPYIHHKOM
(yBoBHE-
HUU)
2 3 4 5 6 7 8 9




doHa Ne

Onuncb Neo

Wanexc nena

O010KKa JIMYHOTO Jeia

Ipunoxenne Ne2
K MOJIOXKEHUIO O MOPAAKE BEJCHUS
JIMYHBIX JIe)1 paOOTHHKOB

JIMYHOE JIEJIO Ne

(na3BaHHe 00pa30BaTENLHON OPraHU3AIHN)

Jlata Hayana

Jlata okoHUaHUs

Ha JIMCTax
XpaHUTh Ier
doHa Ne
Onwucbk No

(3aroJI0BOK ziena)



BHYTPEHHSIS OITMCH
JIOKYMEHTOB siesia Ne

Ipunoxenne Ne3
K TIOJIO’KEHHIO O TTOPSIKE BEJICHUS
JIMYHBIX JIe)1 paOOTHHKOB

Ne Nupekc Hara Hasanue Howmep [Ipumeyanus
n/n JIOKyMEHTa JOKYMEHTa JNOKYMEHTa JUCTOB
Jena
Hroro: JIOKYMEHTOB

(undpamu 1 IPOIHCHIO)

KonndecTBO TMCTOB BHYTPEHHEN ONUCH

(umdpamu 1 IPOMHCHIO)

OTBETCTBEHHEBIN 3a
KaJpOBBIA yUeT:

(TIoamCs)

« » 202 ropa




©.1N.0.

Ipunoxenue N4
K MOJIOXKEHUIO O MOPAAKE BEJCHUS
JIMYHBIX JIe)1 paOOTHHKOB

JlomxHOCTD

JInunoe neno Ne

JlaTta o3HaKOMIICHHUS TIegarora
nu COTPYI[HI/IKa C JIMYHBIM
eIOM

IMonmuce mexarora u
COTpYIHHKA

OTMmeTKH, MpUMeYaHus,
3aMCUYaHH




Ipunoxenne No5

K MOJIOKCHUTIO O NOPAAKE BECACHUS

JIMYHBIX OCJI pa60THI/IKOB

OTMmeTKa 0 pe3yabTaTax eKeroaHOM NMPOBEePKU COCTOTHUSA
U HAJITMYMA JUYHOIO J1esa

©.1.0.

JomxHOCTD

JInynoe nemno Ne

Jara npoBepku

d.N.0O. unenosn
KOMHCCHHU

Tloamucu ywieHoB
KOMHUCCUH

PesynbpTar nposepku
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1. ®ammnus

Ipunoxenue Neb

K MOJIOKCHUTIO O NOPAAKE BECACHUS
JIMYHBIX OCJI pa6OTHI/IKOB

JIMYHBIH JIUCTOK MO yUeTy KaJpoB

Nmsa

OT4ecTBO

2. Ilon

3. T'ox, unciio u MecsL POXKACHUS

4. Mecto poxaeHus

5. I'paxnaHcTBO

(ceno, nepeBHsl, ropoz, paiioH, 061acTh)

6. OGpa3oBaHue

HazBanme
y4eOHOTo
3aBEJCHHUS U €0
MECTOHAXOXKJICHHE

®DaKyJIbTET
WIH
OTJIeNIeHNE

Ton
HOCTYHHGHHH

TI'on
OKOHYaHUA
WM yXo/a

Ecnu vHe
OKOHYHIJI, TO C
KaKoro Kypca

yIIE

Kakyro
CIELIMAIBHOCTD
IIOJIy4H]I B
pe3ynbTare
OKOHYaHUS
y4eOHOTo
3aBeJICHUS,
ykaszaTtb Ne
JUIUIOMA WA
YAOCTOBEPEHUS

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. YueHas CTeneHb, yUeHOE 3BaHUE

9. Kakue nmeere Hay4dHbIC TPYIbI M H300pETECHUS

(‘IMT&CTC U IEPEBOAUTE CO CIIOBAPEM, UNTACTE U MOIKETE OG’LHCH;[TLCH, BJIagcCTe CBO60[[HO)

10. Beimmonnsemas pabota ¢ Hayaga TPYAOBOW JAEATENLHOCTH (BKIOYas y4eOy B BBICIIMX M CPEIHUX

CHeIaIbHbIX YYEOHBIX 3aBEICHUSAX, BOCHHYIO CITY>O0Y U pabOTy IO COBMECTUTEILCTBY)
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Mecsan u ron JOMKHOCTB € yKa3aHHEM YUPEKICHHUS, MecToHaX0KICHUE
HOCTyHHeHI/I}I yxo;[a OpFaHI/I3aI_II/II/I, HpGI[HpI/IHTI/I}I, a TaK¥XeE y‘-IpG)K,Z[GHI/I}I,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
HNpEAIPUATUSL

11. IIpeOpiBanme 3a rpanuiiet (padbora, cirykeOHass KOMaHIUPOBKA, MTOE3/IKA C JIETeTaIneH )

Mecsan u ron B xaxoii ctpane [{ens mpeObIBaHUs 32
C KaKoro 10 KaKoe rpaHuLen
BpEMEHHU BpeMsi
12. Yyactue B BBIOOPHBIX OpraHax
MecTo BBIOOPHOTO HasBanue BeiOopHoro | B kauecTBe Koro I'on

oprana

oprasa BBIOpaH

u30paHusi | BBIOBITHSA

13. Kakue nmeere npaBUTEIbCTBEHHBIE HATPa bl

Korga u xem Harpaxaex

14. OrHOLIEHNE K BOMHCKAM O0S3aHHOCTSAM U BOMHCKOE 3BaHUE

CocraB

Pon Botick

(KOMaHHBIH, TOTUTUYCCKUH, aAMIHUCTPAaTUBHBIH, TEXHUIECKHHU U T. 1I.)

15. CeMeltHOE OJIOKEHME B MOMEHT 3aIIOJTHEHMS JIMYHOTO JIUCTKA

16. Jlomamnuii agpec

(‘-IJ'ISHBI CEMbH, C YKa3aHUEM Bo3pac1"a)

17. O06s3y10Ch CBOEBPEMEHHO H3BEIIaTh 000 BCEX HM3MEHEHHSX [aHHBIX, BKIIOUEHHBIX B JIMYHBIN
JMCTOK TIO YUYETy KaJIpOB.

« »

202

roga
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Ipunoxenue Ne7
K TIOJIO’KEHHIO O TTOPSIKE BEJICHUS
JIMYHBIX JIe)1 paOOTHHKOB

AHKETA

damunnsa

Nmsa

OT4ecTBO

JlaTa poxxnenus

1. I'pasxxtancTBO (€CIU U3MEHSIIU, TO YKaXUTe,
KOTJIa M 110 KaKOW MpUIHHE)

2. OOpa3zoBaHue, yueHas CTENEHb (Korma u
Kakue y4yeOHbIE 3aBeJeHUS OKOHUYWIHM, HOMEpa
muriIoMoB). CrnenuaibHOCTh U KBaTU(UKAIUS
0 JTUTIIIOMY

3. KakuMu MHOCTPAaHHBIMU SI3BIKAMU U SI3bIKAMU
HaponoB Poccuiickoii @enepanuu BIaaceTe U B
Kakol  cTemeHuW  (YuTaere MU MOXKETe
OOBSICHSITHCS, BIIAJICETE CBOOOTHO)

4. BemonHsemas paboTa ¢ Hayaia TPyAOBOU NEATEILHOCTH (BKIIIOYAss BOCHHYIO CIIY)KOy M paboTy Io
COBMECTHUTENBCTBY)

Mecsan u ron JOMKHOCTB € yKa3aHHEM YUPEKICHHUS, MecToHaX0KICHUE
HOCTyHHeHI/I}I yxo;[a OpFaHI/I3aI_II/II/I, HpGI[HpI/IHTI/I}I, a TaK¥XeE y‘-IpG)K,Z[GHI/I}I,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
HpEAIPUATUSL

5. Bamm Gau3kue poJCcTBEHHUKHU (3KEHA, MYXK, OTEIl, MaTh, OpaThsi, CECTPHI)

CrencHb damMuis, UM, Ton MecTto paboThl, Anpec mecta
pOJICTBA OTYECTBO POXKIICHHS JIOTHKHOCTD JKHATEIIbCTBA

6. lomamrawmii anpec u Homep TenedoHa

7. ITaciopT WM JOKYMEHT, €0 3aMEHSIOIIUI

(HOMeEp, cepusi, KEM U KOT/a BblIaH)
8. JlomomHUTENbHEIE CBEeIEHNUs, KOTOpBIE BEI jkenaere cooOmuTs o cede

10. Ha xakoit ypoBeHb 3apiuiatsl Bel paccuntsiBaete?

« » 202  roma

(IOJHKHOCTH OTBETCTBEHHOT'O 32 KaIPOBBIH yUeT) (moaruMck) (pacurdpoBKa MOAMUCH)
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Ipunoxenne Ne§
K TIOJIO’KEHHIO O TTOPSIKE BEJICHUS
JIMYHBIX JIe)1 paOOTHHKOB

JIUCT-3ABEPUTEJIb
aea Ne

B ACJIC IPOIMIUTO U IIPOHYMEPOBAHO JIUCTOB
(uudpamu ¥ IPOMHCHIO)

¢ Ne mo Ne , B TOM YHCJIE:
JUTEpHbIE HOMEpa JIUCTOB
IPONYIIEHHBIE HOMEPA JINCTOB
+ JMCTOB BHYTPEHHEH OMUCHU JUCTOB
OcobenHocTH (PU3NIECKOTO COCTOSIHUS U Howmepa nuctoB

dbopMupoBaHus ena

OTBETCTBEHHEBIN 3a
KaJpOBBIA yUyeT

(moxnuck) (paciudpoBKa MNOAIKCH)

« » 202  ropa

JOKYMEHT NOANUCAH
YCHJIEHHOM KBAJTUGULIMPOBAHHOM
SJIEKTPOHHOM MOAIMMCHIO

(1))
Cepraduxar: 397C DD7D 3C0C EF3E 58E3 771B 881D E2AF 4ED5 BE02
Baanemxen: JoGpenbkas JInansa CepreeBHa

JeiictBaTenen: ¢ 06.11.2021 xo 06.11.2022
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