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1. O0mue nonoxkennn

1.1. Hacrosimee Ilonoxenue o nopsake BeJCHHs IMYHBIX AeN paGoTHiKoB MBIIOY,
OCYLIECTBIIAIONMIEN  OOpa3oBaTeIbHYI0 JEATENBHOCTH  JOIKOJILHOLO oOpazoBanus,
paspaboTaHo B cOOTBeTCTBHM ¢ PenepanbHbIM 3akoHOM Ne 273-33 ot 29.12.2012 «O6
oOpaszoBanuu B Poccuiickoii Denepaiiu» ¢ usmeHeHusimu ot 29 nexabps 2022 rona,
PenepanbHbiM 3ak0HOM 0T 27.07.2006 Ne 152 «O nepcoHaNmbHBIX JaHHBIX» B PEJAKIMM OT
8 nexabpa 2020 roaa, I1pukazom PenepanbHOro apXMBHOro areHTCTBa OT 23 nexadps 2009
roga N 76 «OG6 yreepxaenun MeToau4eckux pekoMeH ALl o paspaGorke HHCTPYKIuii
no JeNONpOM3BOACTBY B (PEACPANBHBIX OpraHax HCHONHMTENLHON BIACTHY, YKazsom
[Mpesunenra or 30.05.2005 Ne 609 «OG yrBepuenuu ITonoxeHus o NepcoHANbHBIX
AaHHBIX TOCYIapCTBEHHOrO ciyskaiero Poccutickoit @enepaumu u Beaenuu ero JIMYMHOIO
Aena» B peaakuuu ot 23 vrons 2019 roaa, Tpynosoim Konekcom Poccuiickoii ®enepanyu,
KosuiekrBHbIM 10roBOpOM, Y CTaBOM OpPraHH3alluK, OCYILECTRISIOMEH 00pazoBaTeNnbHy 10
JICATEIBHOCTD.

1.2. Jlannoe Ilonoxenue onpeaensier NOPAAOK BEICHHA JIMMHBIX JE Nneaaroros M
MHBIX COTPYAHUKOB 1 paboruukoB JIOY, onpeaensier nopsanok (popmupoBanus, yuera u
XPaHCHMA, BbIA4M JIMYHBIX JIEJ1 BO BPEMEHHOE MOJIb30BAHHE, & TAKKE OTBETCTBEHHOCTS,
npaBa paGoTHHUKOB M IMpekTopa 06pa3oBaTeibHOM OPraHH3aLuu,

1.3. Hacrosmee Ilonoxenue yrsepiaerca npukazoM 1o JIOY w sssercs
00s3aTe/ILHBIM U1 BCEX KATCPOPHH 11¢1arorueckiX 1 APYTrHX coTpyanukos 10V,
1.4. Bemenue mvuupIx fen mnegaroros u corpyanukos JIOY moanaraercs na

CemmanicTa no  KaapaM  OpraHu3aliH,  OCYILECTBIAIOme: o0pa3oBaTeibHy10
AEATEIHLHOCTD.




1.5. JInuHOoEe nemo — OCHOBHOM JOKYMEHT NEPCOHAIBHOIO YYETa, COAEp Kallui
HanOoJIee MOJIHbIE CBEAEHUS O pa0OTHHUKE 00pa30BaTEIbHONM OpraHU3alMK U €r0 TPY10BON
NEeSATENbHOCTU. B IMYHOE 1€710 BHOCATCS CBEJIEHUS, CBSI3aHHBIE C IOCTYIIJIEHUEM Ha padoTy
Y YBOJIbHEHUEM.

1.6. CBenenusi, coaepkaiuecs B JUYHOM Jelie, OTHOCATCS K KOH(PUACHIHAIbHON
uH(pOpMaI, UMEIOT OTPAaHUYEHHBIN JOCTYI U pa3rialleHUI0 He OAJIexKaT.

1.7. JInuHo€E €0 BeAeTcs B TEUEHHE BCEro Neproaa padoThl paOOTHHKA.

1.8. Benenue HECKOJBKMX JHYHBIX €1 OJHOrO paboTHHKA 0Opa3oBaTeIbHOU
OpraHU3ALMU HE T0ITyCKAETCS.

2. Iopsinok (popMUPOBAHUSA JTUYHBIX /I€JI COTPYIHUKOB

2.1.®dopmupoBaHue JUYHOTO nena MeJ1aroroB u COTPYAHUKOB
o01reo0pazoBaTeIbHON OpraHU3aluy MPOU3BOAUTCS HEMOCPEACTBEHHO MOCE NMpUeMa B
o011e00pazoBaTeIbHYI0 OPraHU3aIMIO WU TEPEBO/Ia MeJaroroB U COTPYAHUKOB U3 IPYTroi
o0Opa3oBaTeIbHON OpraHu3aluy.

2.2. B coOoTBETCTBUMU C HOPMATHUBHBIMU JOKYMEHTAMH B JIMYHBIE JI€Jia MEIaroroB u
COTPYIHHUKOB OpraHU3allMM, OCYIIECTBIISIONICH 00pa3oBaTeNbHYIO0  JEATEIbHOCTD,
BKJIA/IBIBAOTCA CIIEIYIOIINE TOKYMEHTHI:

J11st menaroros;

3asiBJICHHE O IIpHeMe Ha padoTy;

3asiBJICHHE O COTJIACUU Ha 00pabOTKy MepCOHATBHBIX JaHHBIX NIEAarora;

cripaBKa O HaJIWYMKA (OTCYTCTBHHM) CYAUMOCTH H (WiH) ¢akTa YroJIOBHOTO
IpeciieI0BaHus, BBIJAHHOIO COOTBETCTBYIOIIMM OPIaHOM MPABOMOPSJIKA;

aBToOmorpadus;

KOIKS MacnopTa Wi UHOTO TOKYMEHTA, YIOCTOBEPSIOIIETO JTUYHOCTH;

KOIHSI CTPAXOBOI'O CBUAETEIBCTBA IEHCUOHHOTO CTPAXOBaHUS;

KOIUS UASHTU(HUKAITMOHHOTO HOMEpa HAJIOTOIJIaTeIIbIINKA;

KOS JOKyMEHTa BOMHCKOTO y4eTa (/111 BOEHHOOOS3aHHbBIX);

KOIIUSI CBUJIETEIHCTBA O 3aKIII0OUEHUU Opaka (IIpu HATMYHH ),

KOIHSI CBUJIETENBCTBA O POKACHUU AeTel (IpHU HAIUYHUN );

KOIUH IOKYMEHTOB 00 00pa30BaHUH;

KOMUU JOKYMEHTOB O KBaJW(DHUKAIMU WIM HAIWYUE CICIHAIbHBIX 3HAHWUU (TIpu
HaJIMYUH );

KOIHUH aTTECTAMOHHBIX JIUCTOB (IIPU HAJIUYUH);

KOIHUH IOKYMEHTOB O HarpaxiaeHuu (Mpu HAJIUYUN);

XapaKTEPUCTUKHU, PEKOMEH IaTeNIbHbIE MUChbMa (ITPU HATUYHH );

MIpUKa3 0 IpremMe Ha padoTy;

MPUKAa3 O MEPEBOJIC HA UHYIO JOJKHOCTD (IIPU HAJTUYUH);



JOJKHOCTHAS. MHCTPYKIUA (TOJDKHOCTHBIE MHCTPYKIIMU C MOMEHTA Ha3HAuYeHUs Ha
BCE JOJDKHOCTH);

TPYIOBOM TOTOBOP (C MOCIETYIOUIMM BKIIOUEHUEM JIOTOTHUTEIBHBIX COTJIAIICHUH K
TPYJIOBOMY JIOTOBOPY);

TPYJIOBYIO KHUXKKY;

MEJIUIIMHCKYIO KHUXKKY.

J171s1 paOOTHUKOB:

3asBJICHUE O TIpUEMe Ha paboTy;

3asBJIEHUE O COTJIaCHM Ha 00pabOTKY MEPCOHAIBHBIX JAHHBIX ME1arora;

crpaBka O HalIuuuud (OTCYTCTBHHM) CyAuMOCTH H (i) (akTa YroJIOBHOTO
IpeciieI0BaHus, BBIJAHHOTO COOTBETCTBYIOIIMM OPTaHOM MPABOMOPSI/IKA;

aBroOuorpadus;

KOIUS MacropTa Uik UHOTO JIOKYMEHTA, YJIOCTOBEPSIOIIETO TUYHOCTh;

KOIIHSI CTPAXOBOT'O CBUICTEILCTBA IECHCUOHHOTO CTPaXOBAHUS;

KOTHUS UACHTU(HUKAITMOHHOTO HOMEPa HAJIOTOTUIATEIIbIIINKA;

KOIUS IOKYMEHTa BOMHCKOTO ydeTa (JIJi1 BOGHHOOOS3aHHBIX);

KOIIHS CBUJIETEIBCTBA O 3aKJIIOUCHUU Opaka (IIpy HaJIUYKH );

KOIUSI CBUJIETEIBCTBA O POKIICHUU JeTeH (MPU HAIUYWN );

KOIIUU JIOKYMEHTOB 00 00pa30BaHuM;

KOITUU JIOKYMEHTOB O HarpaxJaeHuu (Ipu HaAJIUUUHN);

XapaKTepUCTUKH, pEKOMEH IaTeIbHbIe MUChMa (MPU HAIUYHWH );

puKa3 o MpueMe Ha padory;

MpUKa3 O NMEePeBOJE Ha UHYIO JOJHKHOCTD (MIPU HATUYHUH);

JOJIKHOCTHAS MHCTPYKIUA (JOJKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAYCHUS Ha
BCE€ JIOJDKHOCTH);

TPYZOBOM JOTOBOP (C MOCIEAYIONUM BKIFOYECHUEM JIOMOJHUTEIBHBIX COTJIAICHUN K
TPYJIOBOMY JOTOBOPY);

TPYJIOBYIO KHUXKKY;

MEJIULIMHCKYIO KHUKKY.

Paboromarens opopmiser:

TPYJIOBOM JOTOBOP B JBYX 3K3EMILISPAX;

MIpUKa3 0 IpremMe Ha padoTy (O MepeMelleHur Ha Ipyrue JOJKHOCTH);

TUYHYI0 KapTouKy Ne T-2;

JOJKHOCTHYIO HHCTPYKIUIO B ABYX dK3EMILISIpax.

PaGoTonaTens 3HAKOMUT:

C HoOpMmaTuWBHO-TIpaBOBBIMH jJokyMeHTamMu JIOY (YcrtaBoMm, KosmekTuBHBIM
noroopowm, IIpaBunamMu Tpyn0BOTo pacnopsiika u Jap. JOKaJTbHBIMUA aKTaMu);

C IOJDKHOCTHOM MHCTPYKIIUEH;



MPOBOJIUT BBOAHBIM MHCTPYKTAX, MHCTPYKTAX MO OXpaHE TPyJa, UHCTPYKTAX IO
MIPOTUBOIIOKAPHON 0€30MaCHOCTH.

2.3. IlepBuuHoe oopMiIEeHHE JIMYHOTO JIeIa IPEAYCMaTPUBAET:

MPUCBOCHUE JIMYHOMY JEIy HOMEpa COrJaCHO >KypHAJIy YyuyeTa JIMYHBIX Jejl
(mpunoxenue Ne 1);

MpOoCTaBlieHHe Ha OOJOXKKe JUYHOro nena (mpuwioxkenue Ne 2) cruemyroumiux
PEKBU3HUTOB:

WHJEKC Jjeina (B COOTBETCTBUM C HOMEHKIATYpoul Jnen 001meo0pa3oBaTeIbHOM
OpraHu3aIuy;

MOJIHOE€ HAaUMEHOBaHUE 00I111e00pa30BaTEILHON OpraHu3alliu;

HOMED JINYHOTO Jiena; haMUIus UMsI OTUECTBO paOOTHUKA B UMEHUTEIILHOM TaJIeKe;

JaThl — FOJ1 Ha4aJia U TOJl OKOHYAHUS BEJICHUSI JIeJia; KOJIMYECTBO JIUCTOB;

CPOK XpaHCHHS;

MOMEIIEHNE JIOKYMEHTOB, MOJICKAIMX XPAaHEHHI0 B COCTaBE JIMYHBIX [IEJ, B
XPOHOJIOTHYECKOM TIOPSIJIKE:

- BHYTPEHHSISI ONTUCH JOKYMEHTOB Jienia (mpusoxkenue Ne 3);

- INYHBIN JIMCTOK TIO yUeTy KaapoB (mpusoxeHus Ne 6);

- 3asIBJICHUE O MpUeMe Ha paboTy; - MpHUKa3 O MprUeMe Ha padoTy;

- TPYA0BOM J10TOBOpP;

- JIOTOBOp O TIOJIHOM MaTepHallbHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepuaJbHO OTBETCTBEHHOE JIMIIO); - XAPAKTEPUCTUKU U PEKOMEHJATEIbHbIE MUChMA; -
corjacue Ha 00pabOTKy MepCOHANBHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, TOMELIEHHBIX B JIUYHOE JIE€TI0, MOIJIEKAT HyMEPALUU.

2.6. C nenpro o0ecredeHs HaIeKAIIeH COXpaHHOCTH JTUYHOTO JieNa MeIaroroB u
COTPYIHHUKOB 00I1e00pa3oBaTeIbHON OpraHu3aliui U yao0cTBa B 0OpallleHUH ¢ HUM TIPH
dbopMHUpOBAaHUU JTOKYMEHTHI TOMEIIAIOTCS B OTACNbHYIO manky. [lpu yBonbHeHUU
paboOTHUKA MPOIIUBAIOTCS HUTKAMH H CIAI0OTCS B apPXUB.

2.7. BHYTpeHHsII ONUCHh JIOKYMEHTOB, HMEIOIIMXCS B JUYHOM Jeje, JOJKHA
COZIEpKaTh CBEJACHUS O TMOPSAKOBBIX HOMEpax, HAaMMEHOBAHUAX JIOKYMEHTOB Jela,
KOJIMYECTBE JIUCTOB, AaTaX BKIIOYEHUS JOKYMEHTOB B JIMYHOE J€JI0 U U3BATHUS U3 JIeNa, a
TaK)Ke KEM U3BAT JOKYMEHT U [0 KaKOW MPUYUHE.

2.8. BHyTpeHHsAS ONHCh COCTaBISIETCA HA OTIEJIBHOM JIMCTE IO YCTAaHOBJIEHHOM
dbopme. JINCTBI BHYTPEHHEH ONMHMCH HYMEPYIOTCS OTACIBHO.

2.9. Ilpn moAroTOBKE JIMYHBIX JIE€]I K MEpPEeJade Ha XpAHEHHE K BHYTPEHHEW OINMUCHU
COCTaBIIICTCSA WTOTOBAas 3alHCh, B KOTOPOW yKas3bIBaeTcs IMHUPpaMud U TPOIHUCHIO
KOJIMYECTBO BKJIIOUEHHBIX B HEE JOKYMEHTOB M KOJIMUYECTBO JINCTOB JIETa.

3. Ilopsinok BegeHUsN JUYHBIX e/ MeJaroroB u COTPYAHUKOB OPraHu3aluu,
OCYLIECTBJIANIIEH 00Pa30BATEIbHYIO 1eATEJIbHOCTD



3.1. JInaHoe 1eno meaaroroB U COTPYAHHKOB OOIIE00pa3oBaTEIbHON OpraHu3aluu
BEJIeTCSI B TEUYCHHE BCETO IMepuoja paboThl KaXIOTro Mefarora M COTPYIOHHKA B
o011eo0pazoBaTeIbHON OpraHu3aluy.

3.2. JlanbHeiliee BeACHUE JIMYHOTO JEja MENaroroB MU  COTPYAHUKOB
00111e00pa3oBaTeIbHON OpraHu3aluy MpeaycMaTprUBaeT OMEIICHHE B A0 JOKYMEHTOB,
o0Opasyroniuxcsi B mpoiiecce padoueil 1esaTeIbHOCTH U UMEIOIIUX 3HAaYCHHUE JIJISl TPYAOBBIX
OTHOLLICHUN:

JOTIOJIHEHUE K JINYHOMY JIMCTKY 110 YYETy KaJpOB;

JIOTIOJTHUTEIIBHBIE COTJIAIIICHHSI K TPYIOBOMY JIOTOBODY;

KON TPHUKA30B MO JUYHOMY COCTaBy, KOTOpBIE KacalOTCs TMEeAaroroB
COTPYIHHUKOB 00I111€00pa30BaTEIbHON OpraHnu3allny;

OT3BIBBI JIOJDKHOCTHBIX JIMII O TIEAarore W COTPYIHHKE OO0IIeo0pa3oBaTeIbHON
OpTaHU3aINY;

KOTIMH JOKyMEHTOB O MOBBIIICHUH KBATH(DUKAIINY;

KOTIMH CePTH(PHKATOB, TPAMOT;

JIMCT — 3aBEPHUTENH JieTa (COCTABISIOT MIPH cllade JTUIHOTO Jieia B apXHB);

WHBIC JOKYMEHTBHI.

3.3. B nemsax obecrieueHrss KOHTPOJISl 32 COXPAHHOCTBIO U aKTyaJIbHOCTHIO JIMYHBIX
nen B 0011eoOpa3oBaTeNbHON OpraHu3alnuu exeroaHo (He mo3gHee | kBaprana ropa,
CJIEIYIOIIETO 32 OTYETHBIM ) MPOU3BOJIUTCA MPOBEPKA UX HATTUYUS U COCTOSHUS.

3.4. ExerogHyr NpPOBEPKY COCTOSHHUS JIMYHBIX JeJI Ha MpPEeaMET COXPAHHOCTHU
BKJIFOUEHHBIX B HEr0 JOKYMEHTOB MPOBOJUT CHEIHAIbHO co3AaHHas Komuccus. O
IIPOBEJICHHBIX MPOBEPKAX JEIAeTCI OTMETKA B JIUCTE O pe3ybTaTax €KeroIHON MPOBEPKHU
COCTOSIHUS M HAJIMYUS JJMYHOTO Jiena (nmpusoxkenue Ne 5) u cocraBisieTcst akT. Pe3ynbrarsl
NPOBEPKH JIMYHBIX Jel B 00sA3aTeNIbHOM TOPSAJKE JOBOASTCS /IO AUPEKTOpa
o011eo0pa3oBaTeIbHON OpPraHU3aIIHH.

4. llopsaaok y4yéTa U XpaHeHHsl JUYHBIX Jie] N1earoroB U COTPYAHNKOB
OPraHM3aluy, OCYIIeCTBJIAIIIECH 00pa30BaTE/IbHYIO 1€ATeJIbHOCTh

4.1. XpaHeH”e M YYeT JHMYHBIX JAEJ] IeJaroroB M COTPYAHUKOB OpraHU3aLNHU,
OCYIIECTBIISIFOIIECH 00pa30BaTENbHYIO NEATEILHOCTh, OPTAHU3YIOTCS C IENBI0 OBICTPOTO U
0e30mMnO0YHOTO TOMCKAa JUYHBIX Jiell, OOecleueHuss WX COXPAaHHOCTH, a TaKkKe
oOecrieueHus KOHPUACHIIMAITHHOCTA CBEACHUH, COMEPKAIMMXCSA B JOKYMEHTaX JIMYHBIX
1€, OT HECAaHKIIMOHUPOBAHHOTO I0CTYTIA.

4.2. JluuHble J1ena COTPYJHUKOB XpaHSATCA B ceilde obOmeoOpa3oBaTenbHOM
OpraHu3aluu.

4.3. TpyoBble U MEAUIIMHCKUE KHUKKHU XPaHATCA OTAEIBHO B celde.



4.4. JlocTtyn K JIMYHBIM Ji€JaM MEeAaroroB M COTPYIHUKOB 00IIe00pa3oBaTENbHON
OpraHM3allMd UMEIOT TOJBKO CEKpeTaph, CHEeHHaINCT MO Kaapam, JHPEKTOP
o01ieo0pa3oBaTeabHON OpraHu3alui JHOO0 3aMECTUTENH AUPEKTOpa IMPU HCIIOTHEHHUH
00s13aHHOCTEH TUpeKTopa 00111e00pa30BaTeIbHOM OpraHu3aIuy.

4.5.  Cucremarusanus  JHYHBIX  JIed  MEJaroroB W COTPYIHUKOB
00111e00pa30BaTeIbHON OPraHU3ali TPOU3BOUTCS B aI(paBUTHOM MOPSIJIKE.

4.6. JIuuHble Nena MeJaroroB U COTPYAHUKOB 00IIe00pa30BaTEIbHON OpraHu3alliy,
UMEIONINX TOCYIapCTBEHHBIC 3BaHWs, MPEMHUU, HArpajbl, YUEHBbIC CTCTICHH M 3BaHMHI,
XpaHATCS MOCTOSTHHO, a OCTAILHBIX COTPYAHUKOB — 75 JIET ¢ To/la YBOJbHEHUS paOOTHHKA
(B cootBeTcTBUU C [lepeyHeM THUTTOBBIX YIPaBICHYECKUX TOKYMEHTOB).

5. lHopsAiok BbIAAYH JUYHBIX /IeJI BO BpEMEHHOE M0JIb30BAHHUE

5.1. Beigaya nuuHbIX el (OTAEIbHBIX JOKYMEHTOB B COCTaBE JIMYHOTO JieJia) BO
BPEMEHHOE MOJIb30BaHNUE MPOU3BOJIUTCS C pa3pelieHus: JupekTopa 0011eodpa3oBaTenbHON
OpraHv3aluMyd MO  3a4BJICHUIO  COTPYAHUMKA  OPraHU3alli,  OCYIIECTBIISIOLICH
o0pa3oBaTeIbHYIO ACSTEIbHOCTb.

5.2. PabGorta (0o3HaKOMJIEHHE) C JIMYHBIMHU JIeJlaMU TEJaroroB M COTPYAHHKOB
o01reo0pazoBaTeabHON OpraHu3aly MPOU3BOAUTCS B MPUEMHON aupekTopa. B koHie
paboyero AHS CEKpeTaphb WIH CHEUATUCT MO KajapaMm o0s3aHa yOenuTbcs B TOM, YTO BCE
JUYHBIE JI€N1a, BbIIAHHBIE BO BPEMEHHOE MOJIb30BaHNE, BO3BPAILEHbI HA MECTO XPAHEHUS U
€CTh JIU HEOOXOANUMOCTD JIJIsl IPUHSITHS MEP K MX BO3BPAILEHUIO WA PO3BICKY.

5.3. dakT BBIIAYU JIMYHOTO JieNia (GUKCUPYETCS B KOHTPOJIBHOM KypHAaJe.

5.4. 3bsiTHE OTAETBHBIX JOKYMEHTOB U3 JINYHOTO JI€JIa IPOU3BOAUTCS C pa3peLICHUS
TUpEeKTOpa 00I1e00pa3oBaTeIbHOW OpraHu3aui ¢ O(QOPMIIEHHEM COOTBETCTBYIOIICH
3anucu B rpade «IIpumeuanue» BHyTpeHHEH onucH. [Ipu BpeMEHHOM U3BSATHN JTOKYMEHTA
Ha ero Mecto (Mexay JIMCTaMU COCEIHMX JOKYMEHTOB) BKJIAJbIBA€TCS CIIpaBKa-
3aMECTUTENh C YKA3aHMEM JaThl U MNPUYMH HU3BITUA C HOANKMCHIO JHUIA, BBIIABIIETO
JOKYMEHT, U MOAIKUCHIO JINIA, MOJYYUBUIETO0 €Tr0 BO BPEMEHHOE MOJIb30BaHUE.

6. OdopmiieHHe TUYHBIX JeJI MIepel caaueil B apXuB

6.1. OdbopmieHue TMUHBIX A€ IS IEpeAadyy B ApXUB MPOU3BOAUTCS CIIEHUATIUCTOM
o KajipaM 0011eo0pa3oBaTeIbHON OpraHu3anuy. JTa Npoleaypa BKIIOYAeT:

MOAIIMNBKY (NEpeIieT) Aena;

YTOUHEHHUE HyMepaluu JUCTOB Jena;

COCTaBJICHUE JUCTa-3aBepuTeis (mpunoxxenue Ne §);

cocTaBjeHue (yTOUHEHUE) BHYTPEHHEN ONKUCH;

BHECEHUE YTOUHEHHUM B PEKBU3UTHI JTUIEBOU OOJI0KKH Jea.



6.2. Jluct-3aBepuTeNb eN1a JOJKEH MOAMUCATh €TI0 COCTaBUTENb, IIPU ATOM JI€JIaeTCs
pacuindpoBKa AOMKHOCTU W MOAIUCH, MIPOCTaBIsETCs fata. B mpolecce ucmoib30BaHUs
apXUBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIE JIENAIOTCS COOTBETCTBYIOIME OTMETKU. Eciu
JIeJ10 MOAIIUTO 0€3 JTUCTa-3aBEPUTEINS, TO €0 CIeAYeT HAKICUTh Ha BHYTPEHHIOI CTOPOHY
0OJIOKKH Jiena.

6.3. C uenbto o0ecreyeHus: COXpaHHOCTH JTUYHBIX J1€7T PEKOMEHAYETCS

O00OBEIUHATh WHAWBHUIYATIbHBIC JIMYHBIC Ji€Jla YBOJICHHBIX COTPYJHUKOB B OJHY
00J10kKy (0OBbEIMHEHHOE JeJ0) C TaKUM pacdyeToM, 4ToObl 00beM jena (ToMa) He
npeBbliman 250 aUCTOB (MyTeM CIIMBKH MaTEPHATIOB WHAUBUIYAIBHBIX JEd MO TOJaM
YBOJIbHEHUS);

pacrionarath MaTepHasibl WHIWBUAYAJIbHBIX JI€J B TMpenenax jena (Toma) B
andaBuTHOM ToOpsiake (ModaMmIbHO), OTAESAS MaTepHaslbl, OTHOCSIIUECS K pa3HbIM
WHMBUTYaJIbHBIM JI€JIaM, YUCTHIM JINICTOM OyMaru ¢ ykazaHuem Ha HeM (paMuiauu, UMeHU
M OTYECTBAa  COOTBETCTBYIOIIErO0  YBOJICHHOTO  Tiefarora W COTPYJIHHKA
0011e00pa3oBaTeIbHON OpraHU3aIum;

CHa0XaTh KaXx10€ 00beTMHEHHOE /110 (TOM) BHYTPEHHEH OMKCHIO C MePEUNCICHUEM
dbamMmnii, UMEH W OTYECTB W YKa3aHHEM HOMEPOB CTpPAaHHI], B TpeJaesiaX KOTOPHIX
PacIoIOKEHbl COOTBETCTBYIOIIHNE TOKYMEHTHI.

6.4. Ilepenaya JTUYHBIX €7 B apXUB OCYIIECTBISETCS HE TMO3JHEE TPEX JET Mocie
3aBepIlEHUs MX B JIEJONMPOU3BOJCTBE B COOTBETCTBUU ¢ Trpaduxom. [IpeaBapuresbHO
CEKpeTapeM, CIEeIHAIUCTOM IO KaJipaM MPOBEPSIETCS MOJIHOTA U MTPaBUILHOCTH MOJITOTOBKU
JUYHBIX JIeJ K mepenade. BuisBieHHBIE MpU NPOBEPKE HEIOCTATKH YCTPAHSIOTCA
CeKpeTapeM, CrenuanucToM mo kaapam. [lepegada u mpuem MpOU3BOISATCS MO OIKUCH C
IPOCTAaHOBKON OTMETOK O HAJTHMYHUH JTUYHBIX JICII.

6.5. JInunbie fena neaaroroB ¥ COTPYAHUKOB 001Ie00pa3oBaTeIbHON OpraHu3alliu,
3aKOHUYEHHBIE Aenonpou3BoAcTBOM 10 1 stuBapst 2003 ropxa, xpaunsrcs 75 net, mocnue 1
saBaps 2003 roma — 50 ner. Jluunble nema AWpeKTOpa, TJIABHOTO Oyxranrepa
0011e00pazoBaTeIbHON OPraHU3aIlii UMEIOT MTOCTOSTHHBIA CPOK XPaHEHUS.

7. OTBeTCTBEHHOCTH

7.1. Tlemaroru W COTPYIHUKH OOIIE0OpPa30BATEILHON OpTraHU3aIuu OOS3aHBI
CBOCBPEMEHHO MPEACTABIATh CEKPETapi0 WM CICNUATUCTy O KaapaM CBEACHHUS 00
M3MEHEHHUH B TIEPCOHATBHBIX JAHHBIX, BKIFOUEHHBIX B COCTaB JIMYHOTO Jea.

7.2. PaboTonarenb 00ecrieurnBaeT:

COXPAaHHOCTh JIMYHBIX JIeJT TEJaroroB M COTPYAHHKOB 0O0IIe00pa3oBaTeIbHOM
OpraHU3aIlNu;

KOH(HICHIINATFHOCTh CBEACHUM, COACPKANIUXCS B JIMYHBIX JENax TEAaroroB u
COTPYTHUKOB.



8. IIpaBa paboroaarte/iss 1 padOTHUKA

8.1. Jlnst oOecrieueHHs] 3alllUThl MEPCOHATBHBIX JIAHHBIX, KOTOPBIE XpaHATCS B
JUYHBIX JIeJlaX TeJaroroB U COTPYIHUKOB 00111e00pa3oBaTeIbHON OpraHUu3aliy, eJaroru
U COTPYIHUKH 0011e00pa30BaTEIbHON OpraHu3alui UMEIOT MPaBo:

MOJIYYUTh MOJIHYIO MH(OPMAIIUIO O CBOUX MEPCOHAIBHBIX JaHHBIX U 00pabOTKE ITUX
JTAHHBIX;

MOJTYYUTh CBOOOHBIN JOCTYI K CBOUM MEPCOHATBLHBIM JAHHBIM;

MOJIYYUTh KOMHHU JOKYMEHTOB, XpaHSIIMECS B JIUYHOM JeJie U COJepKallue
NIepPCOHAIbHBIC TaHHBIE.

TpeOOBaTh UCKIIOUEHUS WU UCTIPABJICHUS HEBEPHBIX U HETOJHBIX MEPCOHATBHBIX
JTAHHBIX.

8.2. PaGoToarens UMEET MpPaBo:

oOpabaTbiBaTh  NEPCOHAIBHBIC  JIAaHHBIE  TE€JaroroB M COTPYJAHHUKOB
o011e00pazoBaTeIbHON OPraHU3alliy, B TOM YHUCIIE U Ha 3JIEKTPOHHBIX HOCUTENISX;

3aMpOCUTH OT IMEJAroroB U COTPYAHUKOB 00IIe00pa30BaTEIbHONW OpraHU3aluy BCIO
HeoOXoauMy0 MHGOpPMALUIO 11 BEACHUS JIMYHBIX A€ U 00pabOTKH MepCOHATBHBIX
JTaHHBIX.

9. 3akIounTeJIbHBIE MOJ0KEHU

9.1. Hacrosimee [TonosxeHue o mopsike BeICHUS JTUYHBIX 1€ paOOTHUKOB SIBJISICTCSI
JIOKaJbHBIM HOPMATHBHBIM akTOM, NpuHuMaercs Ha Ilemarormueckom coere IOV u
yTBepxkaaeTcs (OO0 BBOAUTCA B JEHCTBHE) IPUKA30M JUPEKTOpa OpraHU3aIluH,
OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO JACATEILHOCTD.

9.2. Bce wu3MeHeHHUS MW JIONOJHEHHUS, BHOCHMBIE B Hactosmee IlonoxxeHue,
0OpMIISIFOTCS B MUCbMEHHOU (hOpME B COOTBETCTBHH JCHCTBYIOIIMM 3aKOHOAATEIILCTBOM
Poccuiickoit @enepanum.

9.3. IlonoxkeHne O MOPSIAKE BEACHUS JUYHBIX JIeI PAOOTHHUKOB 00pa30BaTEIIbHOM
OpraHu3aluy IMPUHUMAETCS HAa HEONPEIECJIICHHBIN CpOK. M3MeHeHuss W NOMOJHEHUS K
[TonoxeHur0 TPUHUMAIOTCA B TOPSAKE, MOpeaycMoTpeHHOM 11.9.1. HacTosIero
ITonoxeHus.

9.4. Tlocne mpunsTus IlonoxkeHus (WM W3MEHEHUU M JOMOJHEHUM OTACIBHBIX
MyHKTOB W pa3JieJIoB) B HOBOM pEAaKIMU NPEAbIAYIIAs pPEeIaKius aBTOMATHYECKH
YTPauUBaACT CUITY.



Ipunoxenne Nel
K MOJIOKCHHIO O TIOPAIKE BEACHHA

JIMYHBIX e/ pabOTHHKOB
)I(ypnan y4cTa JUYHBIX JACJI
Ne Hara Gavuma, | Tabens- | Jomxuocts | CTpykTyp- Jara u Hara u [pumeya-
n/ oopmne- HMA, HbIH (npodec- HOE HOMEp HOMEp HHC
N | HHS TMYHOTO |  OTHECTBO HOMEp cH, noapase- npHKaza MpHKa3a
aena neaarora v CreUHaIb JCHHE (pacnops- (pacnops-
COTPY.IHHKA HOCTB) JKCHHA) O KCHHUA) O
nearora u npHeMe npekpare-
COTPYIHNKA nenarora M HIH
COTPYAHHKA | (pacTopie-
Ha paboTy HHH)
TPYAOBOTO
JIOTOBOPA ©
11elaroromM u
COTPYHHKOM
(yBOJIbHE"
HHH)
1 2 3 4 S 6 7 8 9




Mpunoenne No2
K MOTOKCHHIO O NOPATIKE BEACHHS
JMHHBIX €1 paGoTHHKOR

O6105KKa JIMYHOTO J¢ei1a

Donp Ne
Omnucek Ne

Heno Ne

Hujekc gena

(Haspanne 06pasoRATENLHON OPTaHH3IANNN)

JIMYHOE JEJIO No

(3aronosok Jeia)

JlaTa nauana

Jlara okoHyaHHus

Ha JINCTAx
Xpauuts ner
Dong Ne
Omice Ne

Heno Ne




Hpunoxenne Ne3
K MOTOKCHHIO O NOPATIKE BEACHHS
JMYHEIX 1€ pabOTHHKOR

BHYTPEHHSIS OIMTUCh
IOKYMECHTOB jei1a Ne

No Hnnexc Hara Haspanne Homep [Tpumestanns
n/n JIOKYMEHTA JOKYMEHTa JOKYMEHTA JIMCTOB
aena
Hroro: JIOKYMEHTOB

KonudecTBo THCTOB BHYTPCHHCﬁ OITHCH

(madppamst 1 mpomcEio)

OtBeTcTBeHHbIH 3a
KaJpOBLIH y4er:

« »

(tunppasss 5 IPOIHCHIO)

(noanmee)

202 rona




®.1.0.

Mpunoxenne Ned
K MOJIOAKCHHIO O TIOPAIKE BeACHHS
AMYHBIX 1€ PabOTHHKOR

JOoTKHOCTE

JInynoe aeno Ne

JlaTa 03HaKOMJICHHS TeAarora
M COTPYAHHKA C JIHIHBIM
JIETIOM

TMoanuck neparora 1
COTPYIHHKA

OTMeTKH, pUMedaHns,
3aMeuaHus




Mpunoxenne Ned

K MMOJIOKCHHIO O MOPAIKE BCIACHHA

JAYHBIX Oe1 pa6o1'mﬂ<on

OTMmeTKa 0 pesyiabTarax e/Kero/IHoi NPOBEPKH COCTOAHHSA
H HAJTHYHS JIMYHOTO0 JeJj1a

®.H1.0.

JOmKHOCTD

JIgnoe aeno Ne

Mara nporepku

®.M1.0. uneHor
KOMHCCHH

TToanucu uneHor
KOMHCCHH

Pesynbrar nporepku




1. damunus

Hpunoenne Neb

K MOJIOKCHHIO O TTOPAIKE BCIACHHA
JAYHBIX Oe1 pa6o1'mn<on

JIMYHBIH JIHCTOK 110 Y4eTy KaJpoB

ms

OTtyecTBO

2. TTon

3. oz, uMCiIo ¥ MECAI pOKIACHHA

4. Mecto poxkaenus

(cem0, ACpeBA, TOPOA, PAHON, 0OIACTE)

5. I'paxaancTBO

6. ObpaszoBanue

Hazpanune
yaeOHOTO
3aBE/ICHHA U €70
MECTOHAXOKACHHE

dakynbTeT
WITH
OT/ICIICHHE

Ton
TTOCTYTUICHHSA

Ton
OKOHYAHHSA
WIH yX0/1a

Ecnn ne
OKOHYHII, TO
¢ KaKoro
Kypca yuen

Kakyio
CTEIHATBHOCTE
TIOJTYYHIT B
pesyibTare
OKOHYAHHS
y4yeOHOro
3aBEJICHHS,
ykazath Ne
JUTITIOMA WTH
YJIOCTOBECPCHHS

7. KakuMu HHOCTPaHHBIMH S3bIKAMH Blajieere

8. YueHas cTeneHb, yueHoe 3BaHHE

9. Kakye uMmeere HayqHbIe TPYIBI H H300peTCHHSA

(YHTACTE H MCPEBONTE CO COBAPEM, THTACTE H MOKETE OOBACHATLEA, BAXICCTE CBOOOINO)




10. Bemonnsemas pabora ¢ Hadana TPYAOBOH JACATCIBHOCTH (BKJIIOYas ydcOy B BBICHIMX U
CPEIHUX CHEUHANLHBIX YUeOHBIX 3aBE/ICHUAX, BOCHHYIO Cl1YKOY H padoTy 110 COBMECTHTENILCTRY)

Mecsiil 1 roj JIOIKHOCTE € YKa3aHHEM YUPEKICHM, MecTtoHaxox/IeHne
HOCTYIICHHS yxoja OpraHM3aIuH, TPEIPHATHA, a TAKKE YUpEKIACHHA,
MHHHCTEpPCTBA (BEOMCTBA) OpraHH3aluH,
NPCATPUATHS

1 1. IlpeObiBanue 3a rpanuei (padora, cioyxedHas KOMaHIMPOBKa, IIOC3/IKa ¢ JAenerarueii)

Mecsn 1 roj B kakoii crpane Llens npeObIBaHHS 32
€ KaKoro Mo Kakoe rpaHuuei
BpeMeHH BpeMst

12, YyacTie B BBIOOPHBIX OpraHax
MecTo BEIOOpHOTO Ton

oprana

Hasganmue roibopHoro ‘ B kauectre koro

oprana BHIOpaH

n30panus | BbIObITHA

13. Kakne uMeeTe nmpaBUTEILCTBEHHBIE HATPABI

Koraa n kem narpaxien

|

14. OTHOIIEHHE K BOMHCKHM 00S3aHHOCTSAM ¥ BOMHCKOE 3BaHUe

Cocras

Pox Boiick

(KOMAHAHEIH, NOAHTHYCCKHI, AAMHHHCTPATHBHEIN, TEXHHIeCKHIt H 1. 1)

15. CemeiiHOE MOJIOKEHHE B MOMEHT 3aM0IHEHHS JIMYHOTO JINCTKA

16. Jomammnuii aapec

(MICHB! COMEH, C YKa3aHHCM BO3pAcTa)

17. O6s3y10Ch CROCBPEMCHHO M3BeIaTh 000 BCCX M3MCHCHHAX JI@HHBIX, BKIFOUCHHBIX B JIMYHbIH
JIMCTOK T10 Y4ETY KaJIpoB.

« »

202

rojga




Hpunosenne Ne/

K MMOJIOKCHHIO O MOPAIKE BCIACHHA

AHKETA

JAYHBIX Oe1 pa6o1'mﬂ<on

Damunus

HMma

OTuecTBO

Jara poxienus

I. I'paskiaHCcTBO (€C/IH M3MEHSIIH, TO YKaXKHTE,
KOTJ1a M 10 KAKOH MpHYHHE)

2. OOpaszoranne, ydeHas creneHb (Korja wu
Kakue yueOHBIC 3aBe/ICHHA OKOHYHIIM, HOMEpa
JumoMoB). CrenMaabHOCTh M KBaaH(UKALMA
M0 JAHTUIOMY

3. KakuMM MHOCTPaHHBIMH A3BIKAMH M A3BIKAMH
Hapozaos Poccuiickoil deaepaunu Biajeere u B
Kakoil  cremenw  (4dTaere M MOMKeTe
00BACHATHLCS, BiIa/ieeTe CBOOO/IHO)

4. BemonnseMas padoTa ¢ Hadana TPYI0BOH JAedTebHOCTH (BKITIOYas BOCHHYIO CIyk0y U padory

1o COBMCCTHTeJleTBy)

Mecsin 1 roj JIOMKHOCTE ¢ yKa3aHHeM ydpeskIeHHs, MecToHaxX ok IeHIe
[OCTYILICHUS yxoJa OpraHM3alMH, HPEUIPHATHS, & TAKKE YUPEeKIEHHUS,
MHHHCTEPCTBA (BEJOMCTBA) OpPraHH3aLMH,
MPEANPHATHA
5. Bamm 6nm3kue poICTBEHHHKH (JKE€HA, MYIK, OTEI], MaTh, OPaThs, CECTPbI)
Crenenn DaMumns, UM, Ton MecTo paboThr, Anpec MecTa
poOJICTBA OTYECTBO POKICHHA JTOJDKHOCTD KHUTEIBCTBA

6. Jlomauinuii agpec 1 Homep TenedoHa

7 l'lacnopT HJIH TOKYMCHT, CIro 3aMCHAIONIHH

(HOMEP, CepPHS, KeM H KOr1a BhLIAH)
8. JIononHuTelbHbIC CBEIACHHA, KOTOpbie Bhl kestacre coodmmnts 0 cede

10. Ha xakoit ypoBens 3apmiatsl Bel paccuntiiBacte?

« » 202 rojaa

(AOTKHOCTL OTBETCTBEHHONO 33 KaApoBLIH yaeT) {noanmes)

(paclHdpoBKa OXIHCH)




Hpunoenne Ne8
K MOTOKCHHIO O MOPATKE BEACHHS
JMHHBIX e paboTHHKOR

JIMCT-3ABEPUTEJIb

nena Ne
B nene NPOHIUTO H MPOHYMCPOBAHO JIMCTOB
(undppans 1 NpoNHCEIo)
¢ No 1o Ne , B TOM 4MClIe:
JIMTEPHbIC HOMEpa JIMCTOR
MPONYIICHHBIE HOMEPA JIUHCTOB
+ JINCTOB BHyTpCHHcﬁ OITHCH JIMCTOB
OcobeHHOCTH (l)I»BquCKOFO COCTOSAHHSA H Homepa JIMCTOB
(hopmupoBanus aena
OrBeTCTBEHHBIH 32
KaJpORbIH yueT
(noanuce) (pacuHpposKa NOANHCH)

« » 202 rona




