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IMonoxenue
0 MOpsiiKe BeeHHsI JHYHBIX AeJ1 paGOTHHKOB

1. O6wme nonoKeHus

1.1. Hacrosmee Ilonoxenme o mopsake BeleHHs JHYHBIX Oel PaGOTHHKOB Opra"M3aluy,
OCYWIECTBIISIOWEH  00pa3oBaTeNbHYI0  JeSTENbHOCTh, pa3paloTaHO B COOTBETCTBHM ¢
Denepanprabiv 3akoHoM Ne 273-03 ot 29.12.2012 «O6 obpasosanuu B Poccuiickoit denepaumuy
¢ u3MeHeHussMH oT 2 mions 2021 roma, @enepansHbiM 3akoHOM oT 27.07.2006 Ne 152 «O
TIEPCOHANBHBIX IAHHBIX» B pefakuuy oT 2 utons 2021 rona, [Tpukasom exepanbHoro apXuBHOro
arenTcTBa OT 23 nexabps 2009 roma N 76 «OG ytBepkaeHnn MeTOIHYCCKMX PEKOMEHAANHIL MO
pa3paloTKe HMHCTPYKLUMH MO JENONPOM3BOACTBY B (eepaibHBIX OPraHaX MCIOJIHHTENBHOM
BracTH», Ykasom Ilpesumenta or 30.05.2005 Ne 609 «O6 yrBepkmeHun Ilonoxenns o
NEPCOHAIBHBIX JAHHBIX TOCYNAPCTBEHHOIO ciykamero Poccuiickoit Desiepaliii U BeJEHHH ero
JMYHOTO Jnena» B penakuuu ot 23 wmrona 2019 roma, TpymoseiM Kogmekcom Poccwmiickoii
Qenepaunn, KonnekTHBHBIM — 10roBopoM, YCTaBOM — OPraHM3allMi,  OCYIIECTBISIOMIEH
00pa30BaTeNbHYIO AeSTENBHOCTD.

1.2. aunoe IlomoxkeHue ompenensieT MOPANOK BENEHHS JMYHBIX Jei METAroroB M MHBIX
COTPYZIHHKOB M PAabOTHHKOB IUKOJIBI, ONpENeNsieT MOpsiaoK GOPMUPOBAHHS, y4eTa W XPaHEHHS,
BBIIAYH JIMYHEBIX JIeJT BO BDEMEHHOE MOJIb30BaHHe, a TAK)KE OTBETCTBEHHOCTD, IpaBa paGOTHHKOB U
JIMpeKTopa 00pa30BaTeIEHON OpraHH3aI[iH.

1.3. Hactosumee Ilonoxenne yTepskaaeTcs NpHKasoM IO LIKOJNE W ABIAETCA OOA3ATENbHBIM IUTS
BCEX KaTeropuil Melaroru4ecKuX U ApyruX COTPYAHHKOB LIKOJIBL.

1.4. Beaenne JUYHBIX /1e] MeJAroroB W COTPYAHHKOB LIKOJIbI BO3JIATAETCH HA CIIEHHAINCTA
110 Kaapam OpraHu3ailim, OCymeCcTBAAI el 00Pa30BATEILHYIO JeATEILHOCTS.

1.5. JInunoe z1e110 — OCHOBHOH JIOKYMEHT MEPCOHATBLHOTO y4eTa, ColepKalumil Haubosee moTHbIe
CBelleHus 0 paboTHHKE 00pa30BaTeNbHON OPraHW3alMy U €ro TPYIOBOH AeSTeNbHOCTH. B Hunoe
AEJI0 BHOCATCS CBEACHHS, CBSA3aHHBIE C MOCTYIUIEHHEM Ha pab0OTy U yBOJILHEHHEM.

1.6. Cenenus, comepaiyecs B JIMYHOM Jejie, OTHOCATCH K KOH(UIEHIHATBHON HHPOPMALHUH,
HUMEIOT OTPAaHUYECHHBIN JOCTYI U pasrialleHuio He MO UIexKaT.

1.7. Jlnunoe meno BeneTcs B TEUEHHE BCEro Mepuoia paGoThl paGOTHHKA.

1.8. Benenne HeckOMBKMX JMYHBIX JIel OQHOTO paGOTHMKA 06pA3OBaTENBHON OPraHH3ALMM HE
JOIMyCcKaeTes.

2. ITopsiaok GpopMHpoOBAHNS IHYHBIX A€]1 COTPYAHHKOB

2.1. QopMHpOBaHHE JIMYHOrO [eJa IeJaroroB M COTPYIHMKOB 0OIIe0Gpa3oBaTesbHO
OpraHU3allH MNPOU3BOAMTCA HEMOCPEACTBEHHO MOClAe IpueMa B 00meoOpa3oBaTeNbHYIO
OPraHW3alMIO MM MEepeBOJa IEeJaroros M COTPYAHHKOB H3 JIpyroii o6pa3oBarenbHOM
OpraHH3alHH.

2.2. B COOTBETCTBHH C HOPMATHBHBIMU JOKYMEHTAMH B JIMUHBIE JIe/Ia NeJaroros i COTPYIHHKOB
'OpraHu3alui, OCYIECTBISIOMEH 00pa3oBaTeNnbHyIO NeSTelbHOCTh, BKIAIBIBAIOTCA CIEAYIOIIHE
JIOKYMEHTBI:




st nedazozos:

3asBJIEHHE O ITpHeMe Ha paboTy;

3a1BJIEHHE O COrJIacHH Ha 00paboTKy MepcoHANBHBIX JaHHBIX MEarora;

0043aTEILCTBO O HEPA3TJIAICHHH IEPCOHANIBHBIX JaHHBIX;

crpaBKa O HIMYHMH (OTCYTCTBHHM) CYAMMOCTH U (MJH) (haKTa YrOJNOBHOTO MpECeI0BaHHus,
BBLIAHHOTO COOTBETCTBYIOLIUM OPraHOM MpPaBONOPAIKA;

aBTOOHOrpadus;

KOMHUs acrnopTa HIIH HHOTO JOKYMEHTA, Y10CTOBEPSIOUIEro THYHOCT;

KOMHUS CTPaXOBOI'0 CBUAETENLCTBA IEHCHOHHOTO CTPAXOBAHHS;

KOIHS HAECHTH(OUKAMMOHHOI0 HOMEpa HaIOroIIaTe bIIHKA;

KOIHS JOKYMEHTa BOWHCKOTO yueTa (JU1si BOBHHOOOSI3aHHEIX );

KOMHUsl CBHIETENBCTRA O 3aK/II0YeHUH Opaka (Mpu HATUuUHU);

KOIUs CBHIETENECTBA O POXKACHHUH JleTel (IpH HATHYHH );

KOITHH JOKYMEHTOB 00 00pa3oBaHuu;

KOMAH JOKYMCHTOB O KBaTH(OHKALUK WITH HAlIMYUE CIIEeLHAIbHbIX 3HAH|H (IIPU HATHYHK);
KOIHH aTTeCTALHOHHBIX JIHCTOB (IIPH HATHYHH);

KOITHH JOKYMEHTOB O HarpaXAeHHH (MPH HATAYUH);

XapaKTEPHUCTUKH, PEKOMEHATENbHbIE MUChbMa (ITPH HATHYHH);

NIpHKa3 0 npuemMe Ha paldoTy;

NIPHKa3 O MEePEeBOJIE Ha HHYIO JOKHOCTD (ITPU HATHYHNH);

IOO/DKHOCTHAA MHCTPYKUMA (JOKHOCTHBIE MHCTPYKIIMH C MOMEHTA Ha3HAYEHWs HA BCe
JIOTKHOCTH);

TPYZOBOH IOroBop (C MOCASAYIOIIHM BKJIIOYEHHEM [OTOJHHUTENBHBIX COTJIALICHUH K
TPYJIOBOMY JOTOBOPY);

TPYAOBYIO KHHIKKY;

MEIHITUHCKYIO KHHKKY;

3asBJICHHE O BEJICHUH TPYJAOBOH KHHKKH

CepTU(UKAT O BaKIMHALNK OT KOpoHaBupycHo uudexuuu (COVID-19).

s pabomuuxos:

3asBJICHHE O [IpUeMe Ha paboTy;

3asBJICHHE O COTTIACHM Ha 00paboTKy HepPCOHATBHBIX NaHHBIX PabOTHHUKA;

00434TeNbCTBO O HEPa3IJIAIeHHH TTEPCOHATLHEIX TaHHBIX;

CIpaBKa O HATMYMH (OTCYTCTBHH) CYIHMOCTH U (MH) (aKkTa yroJoBHOIO Mpecie0BaHus,
BBJAHHOT'O COOTBETCTBYIOLMM OPraHOM IPaBONOPSIKA;

aBroOuorpadus;

KOTINS MACIOpPTa MM MHOTO JOKYMeHTa, yA0CTOBEPSIOLIEro THYHOCTE;

KOIMHA CTPAXOBOTO CBUIETENBCTRA NEHCHOHHOTO CTPAaXOBaHMU;

KOIHs HAEHTH(OHKAIMOHHOI0 HOMEpa HAIOrOMIaTe bIINKa;

KOIHs JOKYMEHTa BOHHCKOI0 yyeTa (118 BOeHHOOOS3aHHBIX);

KOTIUS CBUIETENIBCTBA O 3aK/IOYeHUH Opaka (IpH HaJIHYHH);

KOMHSA CBHAETEILCTBA O POKIACHUH AeTel (MpH HATHYHH);

KONHMH JOKYMEHTOB 006 oOpasoBaHuu;

KOTTUU NOKYMEHTOR O HAarpaskAeHUH (TIpH HATHYHH);

XapaKTEePUCTHKH, PeKOMEHIaTeNbHbIe MHCEMa (TIpH HATHYHH );

MpHKa3 O npHeme Ha pabory;

MpHKa3 O MEPEBOE Ha HHYIO JIOJKHOCTE (TIPH HATHYHH),

AOIKHOCTHAS MHCTPYKLHS (JO/DKHOCTHBIE MHCTPYKLUMH C MOMEHTAa Ha3HAueHHs Ha BCe
JOJDKHOCTH);

TPYXOBOW JOTOBOP (C MOCHEAYIOMINAM BKIIOYEHUEM OIMOJHUTENBHBIX COTNAlleHHH K
TPYAOBOMY JOTOBODY);

TPYOBYIO KHHXKKY;

MEIHLMHCKYIO KHHKKY:




* 3agBJICHHE O BEJECHWUH TPYIOBOH KHUIKKH
* ceprH(MKaT O BaKLHHALKHK OT KOpoHaBupycHOM unpekuuu (COVID-19).
Pabomooamens ogpopmasiem:

* TPYIOBOM JOroBOp B [BYX 3K3EMILISAPAx;

* TpHKas3 0 mpHeMe Ha paboTy (0 NepeMeIeHHH Ha ApYrHe JOKHOCTH);

*  NIMYHYIO KapTouky Ne T-2;

*  JIOJDKHOCTHYIO HHCTPYKIIHIO B JIByX K3eMILIApax.

‘Pabomoodamens 3naxomum:

* C HOPMAaTHBHO-TIPABOBBIMH TOKYyMEHTaMH MIKOJb! (YcTaBoM, KonnekTUBHBIM HOroBOpOM,
[IpaBuaMu TpyIOBOTO pacniopsiika u Ap. IOKATLHBIMH aKTaMH);

* € JODKHOCTHON MHCTPYKIIHEH;

* TpPOBOJMT BBOJHBIH HWHCTPYKT@X, HHCTPYKTaX 10 OXpaHe TpyAa, HHCTPYKTaX IO
NPOTUBONOXKapHO# Ge30macHoCTH.

2.4. [lepsuanoe oopMiIeHIE IMYHOTO Jeia IPeayCMaTPHBAET:

* TIPHCBOEHHE JIMYHOMY €Ny HOMEpa COrJIaCHO JKypHATy y4eTa JTUYHBIX Jel (MpHIOKeHHe
Ne 1);

* [pOCTaBleHHE Ha 00JI0KKE JMYHOTO Aena (npunoxenrne Ne 2) clelylomHX pPeKBH3HTOB:
MHIEKC Jena (B COOTBETCTBHM C HOMEHKIATypoH gen  obiieo6pazoBaTenpHOit
OpraHu3ally; [OJHOE HauMECHOBaHHE O00me00pa3oBaTeIBHON OpraHu3aluk; HOMEp
JIMYHOTO Jena; (paMuIus UMsi OTYECTBO pabOTHHUKA B MMEHHTENILHOM Malexe, JaThl — TOJ
Havana u rojJl OKOHYaHUS BEJICHHS JIeJid; KOJIMYECTBO JIMCTOB; CPOK XpaHEHHS;

* TIOMEUIEHHE [IOKYMEHTOB, TMOMISKAIIMX XPAaHEHHID B COCTaBE€ JIMYHBIX JEd, B
XPOHOTOTHYCCKOM NopAdKe:

BHYTPCHHSIS OIUCh JOKYMEHTOB jAena (npuioxeHue Ne 3);
JIMYHBIA JINCTOK MO yYeTy KaapoB (MpuIokeHus Ne 6);
3asABJICHHE O IpueMe Ha pabory;
NpHKa3 o npuemMe Ha paboTy;
TPYZAOBOH IOrOBOP;
JOroBOp O TIOJIHOW MaTepHalbHOH OTBETCTBEHHOCTH (ecad pabOTHHK —
MaTepHaATEHO OTBETCTBEHHOE JIHIIO);

» XapakTepUCTHKHW U PEKOMEHIATeIbHbIE TUCHMA,

» cornacue Ha 06paboTKy MepPCOHANBHEIX AaHHBIX;

» 0043aTenbCTBO O HEepasriialleHHH NePCOHATBHBIX JaHHbIX.
2.5. JIuCThI AOKYMEHTOB, IIOMELICHHBIX B JIMYHOE JI€]10, TIOJLIEKAT HYMEPALIHH.
2.6. C uenbto ofecnieueHus HaIekKale!d COXPAHHOCTH JTHYHOTO eI MEJaroroB H COTPYAHUKOB
obuieobpa3oBarenbHON OpraHH3amMd ¥ yno0cTBa B OOpAalIeHHM ¢ HUM TPH (DOPMHPOBAHHH
JOKYMEHTBl INOMEINAIOTCS B OTAENbHYIO Hanky. IIpu yBoTbHEeHHWHM palOTHHMKA MPOLIMBAIOTCS
HATKaMHM H CHAIOTCS B apXHB.
2.7. BHYTpeHHss ONUCh JIOKYMEHTOB, HMEIOLMXCS B JIMYHOM J€JI€, JOJIKHA COICPIKATh CBEACHHS
0 MOPAJKOBBIX HOMEpax, HAaMMEHOBAHWSX [OOKYMEHTOB [eja, KOJIMYECTBE JIMCTOB, jarax
BKIIIOUEHHS! IOKYMEHTOB B JTHYHOE JIENO M U3BATHA M3 JeNa, a TaKyKe KeM H3BIT JOKYMEHT U 10
KaKo# npuumHe.
2.8. BHYTpeHHSs ONHCH COCTABIACTCS HA OTAEJIBLHOM JIMCTE IO YCTAHOBIEHHOI (opme. JIHCTHI
BHYTPEHHEH ONHCH HyMEPYIOTCSA OTACIBHO.
2.9. Tlpu moaroToBke JMYHBIX JE K Nepeiaye Ha XpaHeHHe K BHYTPEHHEH OMHCH cOCTaBiIseTcs
UTOroBas 3anuch, B KOTOPOH ykassIBaeTcA LU pPaMi U MPOMUCHID KOJIHYECTBO BKIIIOYEHHEIX B HEE
JIOKYMEHTOB U KOJTMYECTBO JIUCTOB JIeJia.

YV VVYVY

3. Tlopsaaok BexeHHs JHYHBIX [JeJd TMeJIaroroB W  COTPYJAHHKOB  OPraHH3aLM,
ocyuecTB/IsI0Meil 00pa3oBaTeNLHYIO 1eATEIbHOCTD




3.1. Jluunoe neno memaroroB M COTPYAHHKOB 00IIe00pazoBarebHON OpraHM3alMHM BEIETCS B
TEYCHHE BCEro Mepuoia paboTel KaKAOro mejarora M COTPYIHHKA B 00LIe06pasoBaTeNbHOM
OpraHu3aLuy.
3.2. JlanbHeiiuiee BeJeHME NMYHOTO JeNa NEAroroB M COTPYAHHKOB 0OIIe06pazoBaTebHOMN
OpraHu3aliy MNpeJIyCMATPUBAeT TOMEIIEHHE B N0 TOKYMEHTOB, 00pasylOLIMXCS B MPOLECCE
paboueii 1€ATEIPHOCTH U UMEIOLINX 3HAYSHHE ISl TPYAOBBIX OTHOIICHUIA:

. JOMOJIHEHHE K JIMYHOMY JIUCTKY MO YUCTY KaapoB,

* JOMOITHUTEIBHBIC COTNIAIUCHHMS K TPYIOBOMY JI0TOBOPY;

* KONMHM TNpHKasoB MO JIMYHOMY COCTaBY, KOTOphIE KacalOTCs MEeJaroroB M COTPYIHHKOB

001meo0pazoBaTeIbHON OpraHU3alny;
* OT3bIBbl JO/DKHOCTHBIX JIMU O [eJarore W COTpyaHHMKe 00eoOpasoBaTenbHON
OpraHU3alluy;

*  KONHH JOKYMEHTOB O NMOBBILICHHH KBAJTH(DHUKAIINH;

*  KOMUM cepTU(UKATOB, TPaMOT;

* JIMCT — 3aBepHUTeNb JeNa (COCTABIAIOT MPH cAave JHYHOTO JIejia B ApXUB);

* MHbIE JOKYMEHTEIL
3.3. B menax obecmedeHHs KOHTPOIS 3@ COXPAHHOCTHIO M aKTYaTbHOCTHIO JHYHBIX A1 B
obimeobpasoBaTebHON OpraHu3alMK €XerofHo (He mo3aHee | KBaprama roja, CIeTyIONIEro 3a
OTYETHBIM) IPOH3BOAUTCS MPOBEPKA X HATTHYHS H COCTOSHHSL.
3.4. ExeroaHyio mpoBepKy COCTOSHHUS JTHYHBIX [€]l Ha MPEIMET COXPAHHOCTH BKIIOYEHHBIX B
HEr0 JIOKYMEHTOB MPOBOAMT CIELHATbHO co3/aHHasg Komuccusa. O NpOBEIEHHBIX MPOBEPKAx
JeJIaeTCs OTMETKA B JIACTE O PE3yNbTATaX €XKEroJHOW MPOBEPKH COCTOAHMS M HAIWYMSA JHYHOIO
nena (npunoxenue Ne 5) u cocTaBnseTcs akT. Pe3ynsTaTsl MPOBEPKH THYHEIX 1€ B 00S3aTeIbHOM
OPSIKE JOBOAATCS [0 AUPEKTOpa 001eobpa3oBaTesibHOM OpraHu3aluH.

4. Ilopsinox yu€Ta m XpaHeHHsi JIMYHBLIX [IeJ1 TeAATOr0OB H COTPYAHHKOB OpraHH3alHH,
ocymecTs/isomeii 06pa3oBaTeLHYIO 1eATEABHOCTD.

4.1. XpaHeHHe U yYeT JMYHBIX JEN IMeJaroroB W COTPYAHHKOB OPraHM3alliH, OCYIIECTBISIOMIEH
00pa3oBaTesbHyI0 AEATENBHOCTh, OPraHH3YIOTCS C LEBI0 OBICTPOro M Ge30MHGOYHOr0 MOUCKa
JMYHBIX €], OOECHeYeHHs WX COXPAHHOCTH, a TaKKe OOECTIeYeHHs KOH(MHICHIMAILHOCTH
CBEJICHUH, COIEPKAIIMXCS B IOKYMEHTaX JIMYHBIX JIe]I, OT HECAHKIHOHUPOBAHHOIO JAOCTYTIA.

4.2. Jlnunble nena cOTpyIHUKOB XpaHATes B cefide o6weoGpazopaTebHO OpraHH3aIMH.

4.3. Tpynosslie 1 MEIUUHHCKHE KHIKKH XPaHSTCS OTJENBHO B cefide.

4.4. JlocTyn K NMYHBIM JeNam TEIaroroB U COTPYAHUKOB 06lIeo6pa3soBaTenbHOM OpraHU3ainy
HUMEIOT TOJIBKO CEeKpeTapb, CHEHHATMCT TI0 KajapaM, JHpeKTop oO6uieo0pa3oBaTenbHOI
OpraHM3anii JMOO 3aMECTHTENM [MPEKTOpa NpH HCIOJHEHHH Obs3aHHOCTeH AMpeKTOpa
obmeobpazoBaTenbHON OpraHU3aluy.

4.5. CucreMatnsauus JMYHBIX JET IeIaroroB W COTPYAHHKOB 00meo6pa3oBaTenbHOl
OpraHM3aluy MPOU3BOJUTCS B allpaBUTHOM TTOPSIIKE.

4.6. Jlnunble 1efa NeaaroroB U COTPYAHHKOB 00wIe00pa3oBaTe/IbHOM OpraHM3alHH, WMEFOIIHX
roCynapCTBEHHBIC 3BAHHS, IPEMHHU, HarPajibl, YUYEHbIE CTENCHH U 3BaHUA, XPAHATCS IIOCTOSHHO, a
OCTANbHBIX COTPYAHHUKOB — 75 JIET € roa yBojibHeHHs paGoTHHKA (B COOTBETCTBHHM ¢ Ilepednem
THIIOBBIX YTIPaB/IEHYECKHX JIOKYMEHTOB).

S. IopsaoK BBIIAYH JIHYHBIX €] BO BPEMEHHOE MOJIb30BaHIe

5.1. Beimaya nm4HbIX fen1 (OTAENBHBIX JOKYMEHTOB B COCTaBe JMYHOTO JeNa) BO BPEMEHHOE
NOJIE30BAHKME MPOU3BOAUTCS € PaspellieHHus AUpeKTopa o0LIe0Opa3oBaTebHON OpraHu3aliy 1Mo
3adBJICHHIO COTPYJIHHKA OPraHH3alHH, OCYIECTBIAIOMIEeH 06pa30BaTeNbHYIO AeATENbHOCTD.

5.2. Pabora (o3HakomneHuwe) ¢ JIMYHBIMH =~ JeJaMH  [EJAroroB M COTPYAHHKOB
obmeobpa3oBaTelbHONH OpraHu3aliy TPOH3BOAUTCA B MPHEMHON aupekTopa. B KoHie paGodero
AHS CEKpETaph WM CNELUATHCT MO Kaapam o6s3aHa yOeIWThCs B TOM, 4TO BCE JIHUHBIE JEJa,



BBIJAHHBIE BO BpPEMEHHOE TMOJB30BaHHE, BO3BPAlEHbl HAa MECTO XpAaHEHMA M €CThb [
HeoOXO0IUMOCTE I PUHATHS MEp K UX BO3BPALICHHIO HIIH PO3BICKY.

5.3. MakT BBIAYH JTHYHOTO Aeia GUKCHpYeTCs B KOHTPOIBHOM JKypHAIe.

5.4, VI3paTHE OT/AEJIBHBIX JOKYMEHTOB M3 JIMYHOTO Jella MPOH3BOAUTCA C pa3pelleHHs AUPEKTOpa
061meo6pa3oBarebHOM OpraHu3alui ¢ OGOPMICHUEM COOTBETCTBYIOLICH 3alHCH B rpade
«ITpuMeyanie» BHyTpeHHell ormucu. [Ipu BpeMEHHOM H3BATHH JOKYMEHTA Ha €ro Mecto (Mexay
JMCTAMM COCEIHMUX JOKYMEHTOB) BKJIAIBIBAeTCS CIPARKA-3AMECTUTENh C YKazaHUeM 1aTekl U
TMPUYKMH M3BATHS C MOANKCHIO IHLA, BBLIABLIEr0 JOKYMEHT, H MOANUCHIO JIMLA, MOIYYHBIIETO €ro
BO BPEMEHHOE 0JIb30BaHHUE.

6. OdopmaeHne JHYHBIX 1€/1 epea caaveil B apXuB

6.1. OdopmneHne NUUHBIX A€ IS NMEpeaayy B apXHB MPOM3BOAMTCS CHEUMAIMCTOM IO Kaapam
0611eobpa3oBaTenbHON OpPraHu3aii. JTa NpoLeaypa BKIIOYaeT:

*  MOAUIMBKY (MEpenier) aena;

*  YTOYHEHHE HyMEpalHH JHCTOB Jena,

*  COCTaBIIEHHUE JUCTa-3aBepuTens (npunoxenue Ne 8);

+ cocraBnenne (YTOUHEHHE) BHYTPEHHEH ONHCH;

* BHECEHHE YTOYHEHHIT B PEKBU3UTEI IMLEBOH 0OJI0XKKH Jena.

6.2. Jlucr-3aBepurtens nena JOJKEH MOAMHCATe €ro COCTaBUTENb, IPH 3TOM JEJaeTcs
pacmm@poBKa JOJDKHOCTH M [MOIIHCH, MpOCTaBiseTcs jata. B mpomecce HCrOTB30BaHMS
apXHBHBIX JOKYMEHTOB B JIHCTe-3aBEpHTENE IETAlOTCS COOTBETCTBYIOMME OTMETKH. Ecmu memo
MOAMHKTO Ge3 JIMCTA-3aBEpUTENIs, TO ero CleAyeT HAKJICHTh Ha BHYTPEHHIOI CTOPOHY OOJIOXKKH
Jena.

6.3. C menpro obecrieueHNs] COXPAHHOCTH JIMYHBIX JI€JI PeKOMEHIYETCH:

+  OOBeMHSTH WHIMBHIYATBHBIE JIMYHBIE [€a YBOJICHHBIX COTPYIHHKOB B OJHY OOIOKKY
(0OBEIMHEHHOE JIeN0) C TaKuM pacyeToM, uto0bl 00seM aena (toma) He mpesbiman 250
JHCTOB (MyTeM CIIMBKH MaTePHAIOB HHAMBHAYATBHBIX JI€J 10 FoJaM YBOJIbHEHHS);

»  pacriojiaraTh MaTepHansl MHAMBHIYAIBHBIX JIEN B Tpejenax Jena (Toma) B aihaBuTHOM
nopsiake (rmogaMuIsHo), OTAENSS MaTepHasbl, OTHOCAIIMECS K Pa3sHbIM WHAMBHIYaIbHbIM
JenaM, YHCTBIM JIMCTOM Oymard ¢ ykasaHueM Ha HeM (amMuIMu, MMEHM H OTYeCTBa
COOTBETCTBYIOIIETO YBOJIEHHOrO IMejarora H COTpyAHHKa oOumeobpasoBarenpHOM
OpraHu3aLyH;

» cHa0aThb Kaxaoe OOBeIMHEHHOE [en0 (TOM) BHYTPEHHEH OIMHCBIO C TEpPEeYHCICHHEM
(amumit, UMEH M OTHYECTB M YKa3aHHEM HOMEPOB CTpaHHL, B Mpelenax KOTOPhIX
pacIiojIoKeHbl COOTBETCTBYIOLINE TOKYMEHTBL

6.4. Tlepenaya TUYHBIX I B apXUB OCYLIECTBIAETCS HE MO3JHEE TPeX JIET MOC/e 3aBepIIeHHS UX
B J1eJIONPOM3BOACTBE B COOTBETCTBHH C rpadgukom. [IpeasapuTenbHO ceKpeTapeM, CrenHalIucToM
no KajapaMm MpOBEpsieTCs TMOJHOTa W TMPaBHIBHOCTH MOArOTOBKH JIMYHBIX Hel K Iepenade.
BriaBieHHble NPH NpPOBEpKE HENOCTATKH YCTPAHSIOTCS CEKpeTapeM, CrEHHaTHCTOM MO Kaapam.
Ilepenaya u mpueM MPOU3BOIAATCS 11O ONMKCH C IPOCTAHOBKOM OTMETOK O HATMYMM TMYHBIX JE.
6.5. JInynele aena nejaroroB ¥ COTPYAHHUKOB 0011e00pa3oBarebHON OpraHu3alii, 3aKOHYeHHbIE
JenonpoussoacTBoM 0 1 susaps 2003 roxa, xpansates 75 net, nocne 1 susaps 2003 roxa — 50
neT. Jluunble Jenia aupekTopa, riasHoro Oyxrantepa o0iieodpazoBate/bHOW OpraHu3alii HMEIOT
MOCTOSHHBIH CPOK XPaHEHHSI.

7. OTBeTCTBEHHOCTH _
7.1. Tlemaroru u cOTpyIHHMKM 00uieo0pa3oBaTeNbHON! OpraHu3anuu 00s3aHbl CBOCBPEMEHHO
TpeICTABRIIST CEKPETAPIO MITH CIISLMAHCTY 1O KaJpaM CBeeHHs 00 H3MEHEHHH B NIEPCOHATBHBIX
JAHHEIX, BKJIKOUEHHEBIX B COCTaB JIHYHOIO Jena.
7.2. PabGoronarens obecneunBaeT:
* COXPaHHOCTb JIMYHBIX [€]l TMeJaroroB M COTPYAHHKOB  00ueoOpa3oBarelbHO
OPT‘EHH33HHI’!;



*  KOHQHICHIMATBHOCTH CBEAEHWIl, COJAEPKALIMXCS B JHYHBEIX JeJax [eJaroroB M
COTPYIHHKOB,

8. [IpaBa paGotoaarens u paboTHHKA
8.1. Jlns obecnievyeHus 3alUTH NMEPCOHANBHBIX NAHHBIX, KOTOPHIE XPAHATCS B JHYHBIX Jejax
MeJaroroB M COTPYAHUKOB 00meoOpa3oBaTelbHON OpraHW3alMyd, [eJarord M COTPYIHHKH
00meobpa3oBaTenbHON OpraHM3aLHK HMEIOT [IPaBo:
* MOJNYYHTh TOJHYK) HH(QOPMAUMIO O CBOUX MEPCOHAIBHBIX AAHHBIX M 00paboTKe ITHX
JaHHBIX;
*  TOJIYYHTH CBOOOMHBIH 0CTYI K CBOMM NEPCOHAIBHBIM JAHHBIM;
* TOJYYHTh KOIMH JOKYMEHTOB, XpaHsLIMECs B IMYHOM JeJIe M COo/lepiKallue NepcoHaTbHbIE
JaHHBIE. ’
*  TpeOOBaTh HCKITIOYEHHS HITH HCIIPAB/ICHHS HEBEPHBIX H HETIOJHBIX MEPCOHATBHBIX TAHHBIX.
8.2. Paboronarens umeeT npago:
* olpabareiBaTh MepPCOHAIbHbIE JaHHBIE NEAArOTOB H COTPYAHMKOB 06IIe06pa3oBaTenbHOM
OpraHu3alyH, B TOM YHUCJIE ¥ Ha 3JICKTPOHHBIX HOCHTEIIAX;
* 3alpoCHTh OT MEJAroroB W COTPYIHHKOB 00meo6pa3oBaTeNbHON OpraHu3aliuy  BCIO
HeoOXomuMylo MHGOPMANMIO Ul BEIEHHs JNMYHBIX €1 U 0OpabOTKH MepCOHATBHBIX
JAaHHBIX.

9. 3aRMIOYHTENbHBIC MOJOKEHHST

9.1. Hacrosimee [Tonoxkenune o nopsiike BelleHUs THYHBIX e PAGOTHHKOB SBIISETCS JTOKATBHBIM
HOPMAaTHBHBIM aKTOM, MPHHUMAaeTCs Ha [lenarorndeckoM coBeTe LIKONBI U yTBepKaaercs: (JInbo
BBOJMTCS B JIEHCTBHE) MPUKA30M IMPEKTOpPa OPraHM3allfH, OCYILECTBIIOWEeH 06pazoBaTebHy0
NeATENBHOCTb.

9.2. Bce u3MeHeHHS W [OMOJHEHMs, BHOCHMble B HacTosuiee IlojoskeHwe, odhopMmisrOTCS B
TNHCbMEHHOH (opMe B  COOTBETCTBHM IEHCTBYIOUIMM  3aKOHOATEIbCTBOM — Poccuiickoit
Deneparnuu.

9.3. Tonoxenne o mopsKe BeJeHHs JTHYHBIX e paGOTHHKOB 00pa3oBaTeNbHONH OpraHH3aLMu
NPUHUMACTCS HA HeoNpelAeNeHHbIH cpok. HM3meHenus wu  gmomonHeHuss & [lomokeHHIO
NPUHUMAIOTCS B MOPAAKE, NIPeAyCcMOTpeHHOM 11.9.1. HacTosmero [TonoxkeHus.

9.4. Tlocne npunsitus I[lonokenns (Mam W3MeHeHWH W HOTMOJHEHMH OTHENBHBIX MYHKTOB H
pa3ienoB) B HOBOM pefaKiuu NpebLayLas pefaKius aBTOMaTHYECKH yTPauHBaeT CHITY.



[Mpunoxenue Nel

K MOJMOKEHHIO O MOPAIKE BEAEHHA

XKypHan y4yera TUYHBIX JeI

NUYHBIX e pabOTHHKOB

Ne Hara @amunua, | Tabens- | Homkuocts | CTpyKTYp- Hatau HaTa u [Tpumeya-
n/ otopmie- M, HbIi (nmpodec- HOE HOMEp HOMEp HHE
M | HWA JIMHHOTO | OTYECTBO HOMEp CHA, noapase- npuKasa npuKasa

nena neaarora v cneuHanb- NleHHe (pacriopsa- (pacnops-
COTPYAHMKA HOCTb) JKEHUA) 0 KEHHUS) 0
negarora v npuemMme npcKpatuc-
COTPYAHHKa nejarora HHH
coTpyanuka | (pactopie-
Ha paboty HUM)
TPYIOBOIO
J0roBopa ¢
MeJarorom v
COTPYAHUKOM
(yBonbHe-
HHUH)
2 3 - 5 6 7 8 9




[Mpunoxenue No2
K TIOJIOKEHHIO O MOPSIKE BeNeHuUs
JHYHBIX [en paGoTHUKOB

OGnosxka m1uuHOrO Nena

Douna Neo

_—

Onuce No

—_—

Jlemno No

_—

WHnexe nena

(Hassanue obpajosarensHol opraui3aum)

JIMYHOE JIEJIO Ne

(3aronosok nena)

Jara Hayana

Jlata okoHuanus

Ha JTUCTaX

Xpanute ner

Donpg Ne

_———

Omnuce Ne

_—

Jleno Ne

_—




[Mpunoxenne Ne3

K MOJIOKEHHIO O MOPAJKE BEIEHHA

BHYTPEHH:A OITMCh
JIOKYMEHTOB niesia No

JIMYHBIX AeNl paboTHHKOB

No Unnekc Hara HasBanue Homep [Tpumeyanwus
n/n JIOKyMEeHTa JOKyMeHTa JAOKYMEHTa ~ | JIMCTOB
Jena

L

Hroro: JOKYMEHTOB
(undpamu 1 nponHceio)

Komnuuectso mictos By TpenHeit onucu

(undpamu 1 nponncsio)

OTBeTCTBEHHEBIH 3a
-KaJ[pOBBIi y4erT:

(noanwes)

« » .202__ropa




®.1.0.

[punoxenue Ned
K MOJIOXKEHUIO O NOPAIKE BEeHHS
NMYHBIX feN pabOTHUKOB

JIOKHOCTE

JIngHoe neno Ne

Jlara 03HaKOMJIEHHS Tejarora
M COTPYIHHUKA C TMYHBIM
JeJIOM

[Moamucs nenarora u
COTpYAHHKA

OTMeTKH, MpUMeYaHHs,
3aMevYaHuga




[Tpunoxenne Nes

K MOJOXEHHIO O NOpPAIKE BeAeHHSA

NHYHBIX gen paGoTHHKOB

OTmeTka o pesyabTaTax exeroanoii MPOBEPKH COCTOSAHMUS
H HAJIHYMS JINYHOIO J1eJIa

©.1.0.

JomxHocTe

Jlununoe neno No

Jlata npoBepku

©®.U.0. uneros
KOMHCCHH

[Toanucyu uneHoB
KOMHCCHH

Pesynbrar nposepku




1. ®amunus

IMpunosxenne Ne6

K TIOJIOMKEHHIO 0 NnopAanke BeneHus
JIMYHBIX JIe]1 paboTHHKOB

JInunblii TucTOK M0 yueTy Kaapos

Hms

OTuectBO

2. Ilon

3. l'on, uncno u mecsn POKIIEHUS

4. Mecto poxenus

5 ["paxkmancrso

(ceno, neperns, ropoa, pafion, 06acTb)

6. Obpazosanue

Hazpanue
yuebHoro
3aBEJICHUS U €ro

MCCTOHaXOXKIeHHEe

®daxynerer
HITH
OTJeNeHHe

I'on
MOCTYIJIEHUS

Ton
OKOHYaHUusA
HIIK yXxoza

Ecnu me
OKOHYHII, TO
C KaKoro
Kypca yien

Kakyro
CIEUAIEHOCTE
HOJTyYHIT B
pesynbrare
OKOHYaHHs
yuebHoro
3aBEICHHUS,
yKazats No
JUTIIIOMA WM
YAOCTOBEPEeHHs

7. KakuMy HHOCTPAHHBIMH SI3BIKAMH BJIajeeTe

8. YueHas crenens, yuernoe 3anue

9. Kakue nmeere Hayunrie TPYABI B H300peTeHus

(4HTAETE M NEPEBONTE CO CNOBAPEM, YHTAETE M MOKETE 00bACHATBLCA, BNAEETE CBOGOIHO)




10. Bomonnsiemas paGota ¢ Hayama TPYZOBOM AeSTEBHOCTH (Bkimovass yye6y B BBICIOMX H
CPEIHUX CICUHATBHBIX Y4eOHBIX 3aBeIeHUAX, BOCHHYIO CTyk6y 1 paboTy no COBMECTHTEIILCTBY)

Mecsin u rog JOMKHOCTE € yKa3aHHEM yupexkIeHHMs, MecronaxoxaeHue
MOCTYIUTCHHS yxona OpraHM3alHH, NPEITPHSTHS, a TAKKE YUpEIKACHHUS,
MHHHCTEPCTBA (BEIOMCTBA) OpraHu3aluu,
NPEANpPHSATHS

11. TlpeGbiBanue 3a rpanuueit (pabora, ciykebuas KOMaH/IHPOBKa, M0e3/1Ka ¢ JeJierauuneii)

Mecsiiy u rox B xakoii crpane [lenp npebbiBanus 3a
C Kaxkoro 110 KaKoe rpaHHLIeH
BPEMEHH BpeMsi

12. Vuactue B BEIGOPHBIX Opranax

Mecto BBIGOpHOTO Hassanue BeiGopHoro | B kauectse Koro I'on

opraHa oprasa BBIOpaH u30paHusi | BBHIOBITHSA

13. Kakue nmeete npaBrTebCTBEHHbBIE HArPALIE]

Korpa u xem Harpasknen

14. OtHomeHNE K BONHCKUM 00S3aHHOCTAM H BOMHCKOE 3BaHue

CocraB Pon oiick
(KOMaHAHBI, NONHTHYECKHIT, AIMUHHCTPATHBHBIA, TEXHHYECKHA M T. 1)

15. Cemeiinoe 110J105KEHHE B MOMEHT 3aMOIHEHUS JIMYHOIO JIUCTKA

(U7I€HBI CEMBH, C YKATAHHEM BO3pacTa)

16. Nomamusauii anpec

17. OGa3yrock cBOEBpEMEHHO M3BEMIATh 000 BCEX H3MEHEHUSIX JaHHBIX, BKIIOYEHHBIX B JIMYHEI
JIACTOK TI0 yYETY KaJpOB.

« » 202__ rona




[punoxenue Ne7
K TOJIOKEHUIO O TIOPAJIKE BeNeHHUA
JIMYHBIX J1e]1 paGOTHHKOB

AHKETA

Qamunust

Hms

.OtuectBO

Hata poxnenus

1. I'paxkiancTBO (€CIM H3MEHSATH, TO YKakKHMTeE,
KOrJia ¥ 1o Kakoif npuymnHe)

2. O6pa3oBaHMe, yueHas cTeneHb (korma u
kKakne ydeGHble 3aBeleHHS OKOHYMIH, HOMepa
aunIoMoB). CrieUMansHOCTE M KBATHObUKALHS
10 JHUILIOMY

3. KaknMyu MHOCTpaHHBIMY A3bIKAMH M S3BIKAMU
HapoJloB Poccuiickoii Deepanuu Biageere u B
Kakod  creneHH  (4hTaeTe M MOXKeTe
00BACHATECS, BlazeeTe CBOGOAHO)

4. Bemonnsemas paGoTa ¢ Hayana TPYIOBOil S TeTbHOCTH (BKIIOYas BOGHHYIO CTyk0y U paboTy
0 COBMECTHTEILCTBY)

Mecsn n roz HOmKHOCTE ¢ yKasaHHeM yupexaeHus, Mectonaxoxaenue
NOCTYIJICHUS yxona OpraHH3alHH, NPEANPUSTHS, a TAKKE YUYPeXKICHHUS,
MHHHCTEPCTBA (BE1OMCTBA) OpraHu3anuu,
HPEANPUATHSA

5. Bamu Gnu3kue poICTBEHHHKH (’keHa, My, OTell, MaThb, GpaTes, CECTpHI)

Crenens Oamunus, ums, Iox Mecto paGoTsl, Anpec mecTa
poacTBa OTYECTBO POKIOCHUS JOJIZKHOCTD JKMTEJILCTBA

6. llomawnuii anpec u Homep TenedoHa

7. TlacmopT nim JOKYMEHT, ero 3aMeHsIOLIHi

(HOMED, cepus, Kem 1 Koraa BbIAAH)
8. llomonuutensHble cBeaCHNS, KoTopble Bl jkenaere coobumTs 0 cebe

10. Ha kaxoit ypoBeHs 3apruiats! Bsl paccunTsiBaete?

« » 202 roja

(ROMAKHOCTS OTBETCTBEHHOTO 33 KaapORSIfi YueT) (noamuce) (pacimdposka noanmucu)



[Mpunoxenue Ne8
K NOJIOKEHUIO O MOPAIKe BeNeHUS
JIMYHBIX gl paboTHUKOB

JIUCT-3ABEPUTEJIb

nemaa Ne
B nene npomMTo U MpoHyMepoBaHO JIUCTOB
(UH(paMH KU NPONNCEIO)
c Ne 1o Ne , B TOM YHCIIE:
JIUTEPHBIE HOMEpa JIMCTOB
NPONYILIEHHbIE HOMEpa JINCTOB
+ JIHCTOB BHYTPEHHEH OMUCH JIHCTOB
OcoOeHHOCTH (PU3UYECKOTO COCTOAHUS U Homepa nucros
bopmupoBanus gena
OTBETCTBEHHBIH 3a
KaJpoBbIA yyeT
(noanuce) (pacwndposka noanucu)

« » 202 rojaa




