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0. O0mme moJI0KEeHU

1.1. Hacrosimee IlonmokeHne o moOpsake BEICHUS JWUYHBIX Jell pabOTHUKOB OpraHHU3alluy,
OCYIIIECTBJISIONMICH  0Opa30BaTENbHYIO  JEATEIBHOCTh, pa3palOTaHO B  COOTBETCTBUU C
®denepanbHbM 3ak0HOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBannu B Poccuiickoit deneparum»
¢ m3MeHeHussMu oT 2 wutona 2021 roma, PepepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MEePCOHANIBHBIX TaHHBIX» B pefakuuu ot 2 utona 2021 rona, [Ipukazom denepaibHOro apXmuBHOTO
areaTcTBa oT 23 nekadps 2009 roma N 76 «O0 yTBepkaeHUN MeToaMUeCKHX PEKOMEHIAIUN 110
pa3paboTKe HWHCTPYKIMH TIO0 JIEJIONMPOU3BOJCTBY B (eAepalbHbIX OpraHax HCIIOJHUTEIbHON
Bractu», Yka3zom IIpesupenta ot 30.05.2005 Ne 609 «O06 yrBepxknenuu IlomoxeHuss o
MEePCOHANBHBIX JAHHBIX TOCYIAPCTBEHHOIO ciyxkaimiero Poccuiickoit denepanuv 1 BEACHUU €T0
JIMYHOTO nena» B penaknuu ot 23 wurwonaga 2019 roma, TpyaoseiMm Koaexcom Poccutickoit
Oenepannn, KoOUIEKTUBHBIM ~ JOTOBOpOM,  YCTAaBOM  OpraHU3alMH,  OCYIIECTBIISIOIICH
00pa3zoBaTeIbHYIO IEATEIBLHOCTD.

1.2. Jlannoe IlonoxeHue omnpenenseT NOPSAIOK BEISHUS JUYHBIX JEJd TEJaroroB M HMHBIX
COTPYIHHKOB U PaOOTHUKOB IIKOJIBI, OMPEAeNsieT MOPSAoK (pOpMHpOBAHMS, yuyeTa M XPaHEHUS,
BBIJIAYH JINYHBIX JIEJI BO BPEMEHHOE IT0JIb30BaHUE, a TAK)KE€ OTBETCTBEHHOCTh, MpaBa paOOTHUKOB U
JTUPEKTOPa 00pa30BaTEIbHOM OpPraHU3aIUy.

1.3. Hacrosimee [Tonoxenue yrBep:kIaeTcsi MPUKa30M I10 IIKOJIE U SBISETCS 00sS3aTeIbHbIM 15
BCEX KaTeTrOpHii MeAArornyecKux u APYrux COTPYAHUKOB IIKOJIBI.

1.4. BeneHue TMYHBIX /1€ NEAAroroB U COTPYIHUKOB IIKOJIBI BO3/1araeTcs Ha CIeHUaInCcTa Mo
KaJpaM OpraHu3alliu, OCYIIECTBIISIIONICH 00pa30BaTeNbHYIO IEATEIHHOCTb.

1.5. JIuuHOE 1180 — OCHOBHOM JOKYMEHT MEPCOHANBHOTO y4eTa, COJepKalliii Haubosee MoJHbIe
CBeZIeHHs 0 pabOTHHKE 00pa30BaTENIbHOM OpraHU3alMK U €r0 TPYJOBOM NesSTeNbHOCTH. B muuHoe
JIeNI0 BHOCATCS CBEJICHUS, CBSI3aHHBIE C TIOCTYIUICHHEM Ha paboTy U YBOJIHbHEHHEM.

1.6. CBenenusi, coeprkalyecs: B INYHOM Jelie, OTHOCITCS K KOH(UIEHITMAIbHON HHPOpMAaIH,
HMMEIOT OTPaHUYEHHBINA JOCTYN U PA3IJIalIEHUIO HE MOJIekKaT.

1.7. JIuuHOe Aeno BeneTcs B TeUEHUE BCETO Meprojia paboThl pabOTHHUKA.

1.8. BeneHne HECKONBKUX JTHYHBIX €T OJJHOTO paboTHUKA 00pa30BaTeNIbHON OpraHu3aluy He
JOTTyCKaeTcsl.



2. Ilopsaiok (popMHUPOBAHNS JTUYHBIX /IeJl COTPYAHUKOB
2.1. ®opMmupoBaHUE TUYHOTO JieTia MEeIaroroB U COTPYAHUKOB 00IIe00pa3oBaTeIbHOM
OpraHu3aIuy MMPOU3BOANTCS HEMOCPEICTBEHHO MOCIE MpHUeMa B 00111e00pa30BaTeIbHYIO
OpraHu3allMi0 WIM T[epeBOJa TIEJaroroB M COTPYIHHUKOB W3 Jpyroil oOpa3oBaTebHON
OpraHu3aIuH.
2.2. B cOOTBETCTBUH ¢ HOPMATUBHBIMU JIOKyMEHTAMHU B JIMYHBIC JIea MIEIaroroB M COTPYAHUKOB
OpraHM3aliK, OCYLIECTBIISIONIEH 00pa30BaTENIbHYIO JESATEIbHOCTh, BKIJIAJBIBAIOTCS CJEAYIOIINE
JOKYMEHTBI:
Jlns nedazoeos:
* 3asgBJICHHE O pUEMeE Ha paboTy;
*  3asBJICHHE O COTJIACUU Ha 00pabOTKYy MEPCOHABHBIX IAHHBIX ME/Iarora;
* CIIpaBKa O HATMYMHU (OTCYTCTBUH) CYAMMOCTH U (M) (akTa yroJOBHOIO MpeCIe0BaHuUs,
BBIJIAaHHOTO COOTBETCTBYIOIIMM OPTaHOM IPABOTIOPSIZIKA;
* aBtoOmorpadus;
*  KONUS MMacropTa WIK HHOTO TOKYMEHTA, YIO0CTOBEPSIOIIETO JINYHOCTD;
*  KONUS CTPAXxOBOTO CBHJIETEIHCTBA IEHCHOHHOTO CTPAaXOBaHUS;
*  KONMS UICHTU(UKAIIMOHHOTO HOMEpPa HAJIOTOILIATEbINKA;
*  KOMHMSI JOKYMEHTa BOMHCKOIO yuyeTa (JUIsl BOGHHOOOS3aHHBIX);
*  KOIHMSI CBUJIETENIbCTBA O 3aKIIOUYEHNUU Opaka (IIpyU HAIMYUK);
*  KONUS CBHIETEIHCTBA O POXKICHUH JeTeH (IPH HATUINN );
*  KOINHHU JOKYMEHTOB 00 00pa3oBaHuUU;
*  KONHMH JOKYMEHTOB O KBaTH(DHUKAIMH WM HAJTHMUYHME CTICIAATbHBIX 3HAHUH (TIpY HAJTMYWH ),
*  KOIMH aTTECTALIMOHHBIX JIUCTOB (IIPU HAJIUYHUK);
*  KOIMHU JOKYMEHTOB O HarpaXJaeHuH (TIpU HAJTNYIUH);
*  XapaKTEepUCTHKH, PEKOMEHATeIbHbIEC MUChMa (TIPH HATUUHH);
* TIpHKa3 0 IpHeMe Ha padoTy;
* TIPHKa3 O IEPEBOJIC HA UHYIO JOJKHOCTH (MPU HAJMYHH );
*  JIOJDKHOCTHAs MHCTPYKIMS (JIOJDKHOCTHBIE HHCTPYKLIMK C MOMEHTA Ha3HAUEHUS Ha BCE
JOJDKHOCTH);
*  TPYIOBOM JOTOBOP (C MOCIEAYIOIINM BKIOUEHUEM JOMOJIHUTEIBHBIX COTJIAIICHUN K
TPYAOBOMY JIOTOBODPY);
*  TPYIOBYIO KHHXKKY;
*  MEIUIMHCKYIO KHIDKKY.
s pabomHnukos:
* 3agBJICHHE O MpUeMe Ha paboTy;
* 3asgBJICHHE O COTJIACUU Ha 00pabOTKY MEPCOHANBHBIX IAHHBIX TE/1arora;
* cIpaBKa O HAMUYKMU (OTCYTCTBUM) CYAMMOCTHU U (W) aKTa yroJIOBHOTO IpecaeI0BaHus,
BBIJJAHHOTO COOTBETCTBYIOLIUM OPraHOM IPaBOTIOPSAKA;
* aBToOWOrpadus;
*  KOMMS NMacropTa WK HHOTO JOKYMEHTA, YAOCTOBEPSIIOIIETO TNYHOCTh;
*  KONMS CTPAXxOBOTO CBUJETEIHCTBA IEHCHOHHOTO CTPAaXOBaHUS;
*  KONUS UICHTU(UKATMOHHOIO HOMEpPA HAJIOTOTJIaTEeNbIINKA;
*  KOIUS JOKYMEHTa BOMHCKOTO yueTa (1J11 BOGHHOOOS3aHHBIX);
*  KOIMS CBUJETENbCTBA O 3aKIIOYEHUH Opaka (IIpu HAJIHYUK);
*  KOIMS CBUJETENbCTBA O POXKIACHUM JieTel (IIpHU HATUYUN);
*  KOIHMH JOKYMEHTOB 00 00pa3oBaHuy;
*  KONHMH JJOKYMEHTOB O HarpaxaeHuH (Ipu HAJIHUUUH);
*  XapakTepUCTUKH, PEKOMEHaTeIbHbIEe MHChMA (IIPU HATUYHHN);
* IpUKa3 0 MpUeMe Ha paboTy;
* MPHUKa3 O MEePeBOJie Ha MHYIO JIOJDKHOCTD (IIPU HAJIMYUH);



*  JIOJDKHOCTHASI HHCTPYKUHUSA (JIOJDKHOCTHBIE MHCTPYKIIMKA C MOMEHTA Ha3HAUCHHUS Ha BCE
JOJKHOCTH);

*  TPYAOBOM JIOTOBOP (C MOCJIEIYIONIMM BKIIOUEHHEM JOMOJTHUTEIBHBIX COMIAICHUN K
TPYIOBOMY JIOTOBOPY);

*  TPYAOBYIO KHUXKKY;MEIUIIUHCKYIO KHUXKKY.

Pabomooamenv ogpopmnsem:

*  TPYAOBOM JIOTOBOP B JIBYX IK3EMIUISIPAX;

* [pUKa3 0 IpHeMe Ha paboTy (0 MmepeMelnieHur Ha APyrue JOJKHOCTH);

*  JUuHyI0 KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKIIMIO B JIBYX IK3EMIUISIPAX.

Pabomooamenw 3naxomum:

* C HOPMAaTHUBHO-TIPABOBBIMU JJOKYMEHTaMHU MIKOJbI (YcTraBoM, KOJIIEKTHBHBIM JOTOBOPOM,
[IpaBunamMu Tpy0BOTO pacropsiika u Jip. JIOKaJTbHBIMU aKTaMH);

*  C JIOJDKHOCTHOM MHCTPYKIIMEH;

*  TIPOBOJUT BBOJHBIN MHCTPYKTAX, HHCTPYKTAXK MO OXpaHE TPYia, MHCTPYKTAX IO
MIPOTUBONOXKAPHOM 0€30MaCHOCTH.

2.4. IlepeuuHoe 0¢popMIIEHHE JIUYHOTO JIea MPeTyCMaTPUBAET:

*  TPHUCBOCHHE JIMYHOMY Iy HOMEpPA COTJIACHO JKYPHAITY y4ueTa JIMYHBIX JIe] (MPUI0KeHHUE
No 1);

* IpOCTaBJIEHUE Ha OOJIOKKE JTMYHOTO Jena (mpuioxkeHue Ne 2) cieqyromux peKBU3UTOB:
WHJEKC Jena (B COOTBETCTBMM C HOMEHKJIATypoWl Jenm  oOmreoOpa3oBaTebHON
OpraHu3aliy; I0JHOE€ HauMEHOBaHUE 0011e00pa3oBaTENbHON OpraHu3aui; HOMED
JUYHOTO nena; GaMUIus UMsI OTYECTBO PaOOTHHKA B MMEHUTEIHHOM IaJIeXkKe; AaThl — TOJ]
Hayaja ¥ roJi OKOHYaHUS BEJCHHUSI [ie)1a; KOJIMUECTBO JINCTOB; CPOK XPAHEHHUS;

* TOMEIIeHHE JOKYMEHTOB, MMOAJIEKAIUX XPAaHEHUIO B COCTABE JIMYHBIX JIJl, B
XPOHOJIOTUYECKOM TOPSIJIKE:

BHYTPEHHSISI ONUCH IOKYMEHTOB Jiena (mpuiokenue Ne 3);
JIMYHBIN JIMCTOK IO y4eTy KaapoB (mpuiioxeHus Ne 6);
3asBJICHHE O IIPUEMe Ha padoTy;

MpUKa3 o pueMe Ha padory;

TPYAOBOI 10rOBOp;

vV VV V V

JOTOBOP O OJHOW MaTepualbHON OTBETCTBEHHOCTH (eciy pabOTHUK — MAaTePHAILHO

N OTBETCTBEHHOE JIUIIO);

>

XapaKTCPUCTHUKU U PCKOMCHAATCIIbHBIC MM CbMaA,

corjacue Ha 00pabOTKy NepCOHANIBHBIX JaHHBIX.
2.5. JIucTel JOKYMEHTOB, IOMEIICHHBIX B JIMYHOE JEI0, MOAJIeKAaT HyMepaIiu.
2.6. C uenpro obecrieueHHs HaJUIekKallel COXpPaHHOCTH JIMYHOTO Jiejia MeJaroroB U COTPYIHUKOB
o0m1eo0pa3oBaTenbHOM OpraHu3ali U yAoO0cTBa B oOpalleHud ¢ HUM Tpu (GHOPMUPOBAHUU
JOKYMEHTBI TMOMEINAIOTCA B OTAENbHYI0 manky. llpu yBoJdbHEHHMH pabOTHHKA MPOLIMBAIOTCS
HUTKaMU U CIAIOTCS B apXUB.
2.7. BHyTpeHHsIs ONUCh JOKYMEHTOB, UMEIOLIUXCS B IMYHOM JIeNe, JOJDKHA CO/IEpKATh CBEICHUS
O TOPSAKOBBIX HOMEpPax, HAaWUMEHOBAHHUSAX JOKYMEHTOB Jiela, KOJHMYECTBE JIMCTOB, JaTax
BKJIFOUEHUSI JJOKYMEHTOB B JINYHOE JENO W U3BSTUSA U3 JIeNa, a TAKKE KEM U3BAT NOKYMEHT U IO
KAaKO¥ IIPUYHHE.
2.8. BHyTpeHHsIs ONUCh COCTABISIETCS HA OTACTBLHOM JIUCTE MO YCTaHOBJIEHHOH (opme. JIncTh
BHYTPEHHEH OMUCH HYMEPYIOTCS OTAEIBHO.
2.9. IIpu moAroToBKe NTUYHBIX Je] K Meperadye Ha XpaHeHHE K BHYTPEHHEH OMHCH COCTaBIISETCS
WUTOTOBAs 3aMUCh, B KOTOPOH yKa3bpIBaeTCs MU(PpPaMu U MPOMUCHI0 KOJMYECTBO BKIIFOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIeja.



3. Tlopsiiok BeaeHUs JIMYHBIX JIeJI MeJaroroB U COTPYIHUKOB OPraHU3aIuu,
ocyulecTBIsAIOIEH 00pa3oBaTeIbHYIO 1€ TeJIbHOCTD
3.1. JludHOe Neno MmemaroroB M COTPYIHUKOB 0OIIe00pa30BaTENbHOW OpraHM3aIli BEICTCS B
TEUYEHHE BCEro Iepuoja padOThl KAXKAOTO MeJarora M COTpyJIHHKAa B 00meo0pazoBaTeNbHON
opranuszanuu.3.2. JlanpHeilliee BeIEHUE JIMYHOIO Jejla [E€JaroroB M COTPYJIHUKOB
00m1eo0pa30BaTebHON  OpraHu3ald  TPEAyCMaTPUBAET IOMEIICHHE B JEJ0 JOKyMEHTOB,
oOpasyromuxcs B mporecce paboueil AEATENBHOCTH W WMEIOMMX 3HAYCHHWE JUIS TPYIOBBIX
OTHOIIIEHUIA:

*  JIONOJIHEHHE K JIMYHOMY JINCTKY [0 Y4ETY KaIpOB;

*  JIONOJIHUTEIBHEIE COIVIAIIEHN K TPYIOBOMY JOTOBODY;

® KOIIMHU ITPUKA30B I10 JINYHOMY COCTaBy, KOTOPLIC KAaCAOTCA IE€AAaroroB 1 COTpyaiHuKOB

o011eo0pa3oBaTeIbHON OpraHu3aliy;
*  OT3BIBBI JIOJDKHOCTHBIX JIMI] O TIEJIAaTOTe M COTPYIHUKE 00111e00pa3oBaTeIbHON
OpraHu3aIum;

® KOIIMU AOKYMCHTOB O INOBBINICHUHA KBaHI/I(i)I/IKaIH/H/I;

*  KOINHHU cepTU(UKATOB, TPAMOT;

* JIMCT — 3aBEpUTEIb JeTia (COCTABIISIOT MIPH C/1a4ye JMYHOTO Jeia B apXHB);

° HWHBIC TOKYMCHTBI.
3.3. B memix obOecrniedeHHs KOHTPOJIA 32 COXPAaHHOCTBIO M aKTYyaJIbHOCTBHIO JIMYHBIX I B
0011e00pa30BaTEIFHON OpPraHU3aIluy €XEroaHo (He mo3aHee | KBapTama rojga, CIEIYIOIIETO 3a
OTUYETHBIM) IPOU3BOAUTCS MTPOBEPKA UX HATUYHUS U COCTOSIHUSL.
3.4. EXeroJiHyt0 mpOBEpPKY COCTOSIHHS JIMYHBIX JI€JT Ha MPEAMET COXPAHHOCTH BKIIFOYEHHBIX B
HEro JOKYMCHTOB IPOBOJUT CIICHUAIBHO CO3JaHHAass KOMUCCHS. O IMPOBEACHHBIX IIPOBCPKAX
JeTaeTCsl OTMETKA B JIUCTE O PE3yJbTaTax €KETrOJAHON MPOBEPKU COCTOSHUS M HAIHYUS JIMIHOTO
nena (mpunoxenune Ne 5) u cocTaBisieTcs akT. Pe3ynbTaThl IPOBEPKH JTMYHBIX JIEN B 0053aTEIIEHOM
MOPSIKE TOBOASTCS 10 AUPEKTOPa 0011e00pa30BaTeIbHOM OpraHu3alu.

4. Tlopsaok y4éTa U XpaHeHHUsl JUYHBIX /1eJ1 MeJaroroB U COTPYAHUKOB OPraHU3alHM,
OCYIIEeCTBJISAIOMIE 00pa30BaTe/IbHYIO 1eATeJbHOCTD.

4.1. XpaHeHue M y4eT JHYHBIX JIeJ MeJaroroB U COTPYJHHKOB OpPraHU3allMH, OCYIIECTBISIONICH
00pa3oBaTeNbHYIO JCATEIBHOCTh, OPTAHU3YIOTCSl C LEJIbI0 OBICTPOrO0 W OE30MIMOOYHOTO MOMCKA
JUYHBIX Je7, OOeCIeueHHss WX COXPaHHOCTH, a TaKke oOecredeHus KOH(UICHIMAIBHOCTH
CBEJICHUI, COJIEPXKAIIUXCS B IOKYyMEHTAX JIMYHBIX JIeN, OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2. JInvHbIe JIena COTPYTHUKOB XpaHATCS B ceiide 001eo0pa3oBaTeIbHON OpraHUu3aIuH.

4.3. TpynoBbie U METUITMHCKUE KHUKKH XPAHSTCS OTICIBHO B cerde.

4.4, JlocTyn K JUYHBIM JeJlaM TEJaroroB U COTPYJAHHMKOB 0O0IIe00pa30BaTeIbHOM OpraHu3aIiu
UMEIOT TOJBKO CEKpEeTaph, CICHUAIMCT TI0 KajapaM, JUpPEKTop o0IeoOpa3oBaTeabHOR
OpraHu3aiui JIM0O 3aMECTHTEIH JAUPEKTOpa TMPH HUCIOJIHEHUH OO0S3aHHOCTEH JUPEKTOpa
00111e00pa30BaTebHOM OpraHnu3aInHg.

4.5. Cucremaru3anus JUYHBIX A€ IeJarOr0B U COTPYIHUKOB 0011e00pa3oBaTeIbHON
OpraHu3aIuy MPOU3BOJINUTCS B ajI(aBUTHOM MOPSJIKE.

4.6. JluyHble nena MegaroroB M COTPYIHUKOB OO0IIe0Opa3oBaTeNbHON OpraHU3aIUd, UMEIOIINX
rocy/apCTBEHHbIE 3BaHUs, IPEMUU, HArPaJbl, YUCHbIE CTENICHU U 3BaHUS, XPAHATCSA MOCTOSHHO, a
OCTalbHBIX COTPYAHUKOB — 75 JIET C rojia yBOJbHEHHs paOOTHUKA (B COOTBETCTBUM C [lepeunem
TUTIOBBIX YIPABIEHYECKUX TOKYMEHTOB).

5. HOpﬂ}IOK BbIIAYH JIMYHBIX €1 BO BDEMCHHO€ MOJIL30BaAHUEC

5.1. Brimaua aUYHBIX g€l (OTIleJ'IBHBIX AOKYMCHTOB B COCTAaBC JIMYHOI'O I[ena) BO BPCMCHHOC
MOJIb30BAHUEC TIPOU3BOJUTCA C PA3pPCHICHUA NUPCKTOpPA O6LLI606pa30BaTCHBHOﬁ OopraHu3anuu I10
3as4ABJICHUIO COTPYAHUKA OpraHrU3alnu, OCYH.[CCTBJ'IHIOH.[GI‘;I O6p2[30BaTCJ'H:HyIO ACATCIIbHOCTD.



5.2. Pabora (O3HaKOMJICHHWE) C JIMYHBIMH JIeJlaMH  TIEaroroB WU COTPYIHHUKOB
0011e00pa30BaTeNbHON OpraHu3anuy IPOU3BOIUTCSA B MPUEMHOM aupekTopa. B xonie pabodero
THS CEeKpeTapb WIHM CHEIHAINCT MO KaapaMm 00s3aHa yOeauThCS B TOM, YTO BCE JIMYHBIC JIEIa,
BBIJJAHHBIE BO BPEMEHHOE II0Jb30BAHME, BO3BPAILEHBl HA MECTO XPaHEHUS U €CTh JIH
HEOO0XOAUMOCTD ISl IPUHSTHS Mep K UX BO3BPALICHUIO W PO3BICKY.

5.3. ®axT BBIJAYM JTUYHOTO Jieia (PUKCUPYETCS] B KOHTPOJILHOM KypHaie.S.4. U3bsaTre oTaenbHbIX
JOKYMEHTOB M3 JINYHOTO JIeJIa TIPOU3BOIUTCS C pa3pelIeHus: AUPEKTOpa 0011eo0pa3oBaTeIbHOM
opranusanuu ¢ 0popMIEHUEM COOTBETCTBYIOLIEH 3anucu B rpade «I[Ipumeuanue» BHyTpeHHEN
onucu. [Ipu BpeMEHHOM U3BATUH TOKYMEHTA HA €r0 MECTO (MEXIY JINCTaMU COCETHUX
JIOKYMEHTOB) BKJIQ/IbIBAETCSI CIIPAaBKA-3aMECTUTENb C YKa3aHUEM JaThl U IPUYMH U3BSATHUS C
ITOJIUCHIO JIMIIA, BBIJIABILIETO JOKYMEHT, U OANKCHIO JIMLA, [IOJYyYUBIIEr0 €ro BO BPEMEHHOE
II0JIb30BAHMUE.

6. OdopmieHue JUYHBIX €] Nepe] caaveii B apXuB
6.1. OdgopmiieHne TMUHBIX /1€ Il Iepeaayd B apXUB MIPOU3BOIUTCS CIIELIUATUCTOM IO KaJIpaM
o011eo0pa3oBaTeabHON OpraHu3auy. JTa MpoLeaypa BKIIOYAET:

*  TOJIMBKY (TEeperuier) aena;

* YTOYHEHHE HyMepaluu JIUCTOB JIeNa;

*  CcOCTaBJICHME JIMCTa-3aBepuTess (mpuioxenue Ne 8);

* cocTaBiieHHe (YTOUHEHHUE) BHYTPEHHEH OMNCH;

* BHECEHHE YTOUHEHHUU B PEKBU3UTHI JINLIEBOI OOJIOKKH Jiena.

6.2. Jlucr-3aBepuTens Jena JOJDKEH MOANMCAaTh €ro COCTaBUTENb, IPU OTOM JIENAETCS
pacmiudpoBKka JODKHOCTH M TOJNUCH, NPOCTaBiseTcs Jnata. B mporecce HCHOIb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEPUTENIE AEIAIOTCA COOTBETCTBYHOIIME OTMETKH. Ecimu neno
HOAMINTO Oe3 JMcTa-3aBepUTeNsi, TO €ro CleayeT HAaKIEUTh Ha BHYTPEHHIOI CTOPOHY OOJO0XKKH
nena.

6.3. C uenpro o0ecnieYeHus] COXPAaHHOCTH JIMYHBIX €] PEKOMEHTYeTCS

* 00BEIMHATH MHAWBHUIYaAJIbHBIEC JINYHBIE JI€JIa YBOJECHHBIX COTPYIHHMKOB B OJHY OOJOXKY
(oObeauHEHHOE 1E10) C TaKMM pacdeToM, 4ToObl 0O0beM jaena (ToMa) He mpeBbiman 250
JUCTOB (ITyTeM CIIMBKU MaTepHaJIOB MHAWBUIYAJIBHBIX /1€ 10 FOJJaM YBOJIbHEHU);

* pacrmoJlarath Marepuainbl UHIMBUIYalbHBIX /€1 B Ipejenax jaena (ToMa) B al(aBUTHOM
nopsake (modaMuibHO), OTAEIAS MaTepUabl, OTHOCSIIUECS K Pa3HbIM MHIUBHUIYaIbHBIM
JieslaM, YUCTBIM JIUCTOM OyMaru ¢ yKa3aHHeM Ha HeM (aMWiIMM, UMEHM M OTYeCTBa
COOTBETCTBYIOLIIETO YBOJIEHHOTO Iejarora M COTpyAHHMKa oOmieoOpa3oBaTebHON
OpraHu3aluy;

* cHa0XaThb KaxJ0e OObEIUHEHHOE /€10 (TOM) BHYTPEHHEH ONHUCHIO C IMEPEeYHCICHHEM
(dbamunuil, UMEH 1 OTYECTB U yKa3aHHEM HOMEPOB CTPaHMII, B IIPE/Ieax KOTOPBIX
PacIoyoKeHbl COOTBETCTBYIOLINE JOKYMEHTHI.

6.4. Ilepenaya TMUHBIX JIE]1 B QpXUB OCYIIECTBIISIETCS HE MO3/HEE TPEX JIET MOCIIe 3aBEPLICHUS UX
B JICJIONPOU3BOJICTBE B COOTBETCTBUM ¢ rpadukom. IlpeaBaputenbHo cekperapeM, ClEUaINCTOM
[0 KajJpaM IpoBepsieTcs IOJIHOTa U IPAaBWIBHOCTh IOJATOTOBKM JIMUHBIX JIel K Hepenaye.
BelsiBieHHBIE TPU MPOBEPKE HEAOCTATKH YCTPAHSAIOTCS CEKpeTapeM, CHEeIHaTMCTOM IO KaJpaMm.
Ilepenaya u mpreM NPOU3BOJATCS MO OMMCHU C TPOCTAHOBKOM OTMETOK O HAJIMYMH JIMYHBIX JEIl.
6.5. JInuHble ena nearoroB U COTPYAHUKOB 0011e00pa3oBaTeIbHON OpraHu3aliy, 3aKOHYEHHbIE
nenonpousBoacTBoM 1o 1 sHBaps 2003 roga, xpanstcs 75 ner, nocie 1 saBaps 2003 roga — 50
net. JInuHble fena AMpeKTopa, IaBHOro Oyxrairepa o0iieoopa3oBaTelbHON OpraHu3alui UMEIT
MOCTOSIHHBIM CPOK XpaHEHUsI.

7. OTBETCTBEHHOCTH



7.1. Tlegaroru W COTPYAHUKH OOIIEOOpa30BATEIHHON OpraHu3aluu 00sI3aHBl CBOECBPEMEHHO
MIPEJICTaBIIATh CEKPETAPIO WIIH CIICIHATUCTY 0 KaJpaM CBEACHHS 00 M3MEHEHUU B MEPCOHATBHBIX
JTAHHBIX, BKJIFOUEHHBIX B COCTaB JIMYHOTO JIejIa.
7.2. PaboTonarens 00ecrieunBacT:
*  COXPaHHOCTH JIMYHBIX JIeJ MEIaTOTOB U COTPYIHUKOB 00IIe00pa3oBaTeIbHON
OpraHu3aIuH;
*  KOH(HJICHIIUATHHOCTH CBEJICHUMN, COJCPKAIIMXCS B JIMYHBIX JIEJIaX TEIaroroB v
COTPYJTHUKOB.
8. IIpaBa paGoToaaresisi 1 paGOTHUKA
8.1. lis obecniedyeHUs 3alIUThl TMEPCOHATBHBIX JAHHBIX, KOTOPHIC XPAHATCS B JIMYHBIX JEJIax
MEIarOrOB U COTPYAHHUKOB 001e00pa30BaTeIbHOW OpraHM3aluy, IEJarorn u COTPYIHHKH
00111€00pa30BaTENIHHON OpraHu3aIuil UMEIOT MPaBo:
*  TIOJIYYUTH MOJHYIO HH(GOPMAIIMIO O CBOMX MEPCOHATBHBIX JIAHHBIX U 00pa0OTKe ITUX
JTAHHBIX;
*  MOJYYHUTh CBOOOHBIN JOCTYI K CBOUM NIEPCOHATBLHBIM JTAHHBIM;
*  MOJYYHUTh KOIUH JOKYMECHTOB, XpaHSAIIHECS B IMTHOM JIeJIE M COACPIKaIIHe TePCOHATbHBIE
JTAHHBIE.
* TpeOOBaTh UCKITFOUCHUS WU HCIIPABICHUS HEBEPHBIX W HETMOJHBIX MIEPCOHATBHBIX JTaHHBIX.
8.2. PabGoTonarenp nuMeeT mpaso:
* 00pabatbIBaTh NEPCOHANIbHBIE JaHHBIE NIEAATOTOB U COTPYIHUKOB 00111€00pa30BaTeIbHOM
OpTraHW3aI|K, B TOM YUCJIC U Ha JICKTPOHHBIX HOCHUTEIISIX;
* 3alpOCUTh OT TMEJaroroB M COTPYAHHUKOB OOIIe00pa3oBaTeIbHON OpraHU3allii BCIO
HEeoOXoauMyr0 WH(GOPMAITUIO I BEASHUS JIMYHBIX Jed1 U 0OpabOTKH IMepCOHATBHBIX
JTAHHBIX.

9. 3akI09uTEeIbHbIE MOJIOKEHH S

9.1. Hacrosimee [lonoskeHne o mopsike BEACHHS JIMYHBIX ANl PAOOTHUKOB SIBISICTCS JIOKAJIbHBIM
HOPMaTUBHBIM aKTOM, NpUHUMaeTcs Ha Ilegarormdeckom COBETE IIKOJIBI U YTBEpKAaeTcs (JI1ubo
BBOJIUTCS B JCHCTBHE) IPUKA30M TUPEKTOPA OPTaHU3AIMHU, OCYIIECTBISAIONIEH 00pa30BaTeIbHYIO
JIESITEIBHOCTD.

9.2. Bce u3MeHeHMs W JIONOJIHEHHS, BHOCHMBIE B Hacrtosmiee [lonokeHue, ohopmIISIOTCS B
MUCBMEHHOW (opMe B COOTBETCTBMH JICHCTBYIOIIMM 3aKOHOJATEILCTBOM  Poccuiickoit
denepanuu.

9.3. TlonoxeHue o MOPSAAKE BEICHUS JIMYHBIX el paOOTHUKOB 0Opa30oBaTeIbHON OpraHU3alluu
NMPUHUMAETCS Ha HEONpeAeNieHHbI cpok. M3meHenus wu jomnoiHeHus K [losoxeHuto
MPUHUMAIOTCS B MOPSKe, peaycMoTpeHHoM 11.9.1. nactosmiero [lonoxenus.

9.4. Tlocne mpunstus [lonokenus (WM U3MEHEHUN M JOMOJHEHUN OTIENIBHBIX MYHKTOB W
pa3/enioB) B HOBOM peqaKiluy IpeablIyIias peJakiyus aBTOMAaTUYECKU YTPAauYuBaeT CHITY.



KypHan yuera TU4HBIX a€1

ITpunoxenune Nel

K OJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX JIeNT paOOTHUKOB
Ne Hata @®amvumus, | Tabens- | Homknocts | CTpyKTYp- Hatan Hatan ITpumeua-
n/ othopmute- M4, HBIH (podpec- HOE HOMeEp HOMeEp HUE
N0 | HUS JIMYHOTO | OTYECTBO HOMeEp cus, nozipasie- npuKasza npHKa3a
nena nearora u CTIeIHallb- JeHne (pacmops- (pacmops-
COTpPYAHUKA HOCTB) JKEHHS) O KCHUS) O
nearora u npueMe npekparie-
COTpYIHHKA nejarora u HUU
coTpynHuka | (pactopxe-
Ha pabory HUU)
TPYJIOBOTO
JIOTOBOpa C
NeIaroroM u
COTPYIHHKOM
(yBOnbBHE-
HUH)
2 3 4 S 6 7 8 9




Doug Ne

Omuce Ne

Hemo Ne

Wunexc nena

OO010KKa JIMYHOTO [el1a

ITpunoxenne Ne2
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeNT paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHMe 00pa30BaTENbHON OpraHU3aIMN)

JlaTa Hayaja

JlaTta OKOHYaHMS

Ha JIACTax
XpaHUThb Ier
dounpg Ne
Omuce Ne

Hemo Ne

(3aroJIoBOK s1ej1a)



ITpunoxenne Ne3
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT PaOOTHUKOB

BHYTPEHHSAS OITNUCH
JIOKYMEHTOB siesia Ne

Ne NHuneke [Hara Hasanue Howmep [Ipumeuanus
n/m TOKyMEHTa JTOKYMEHTa JOKyMEHTa JHMCTOB
Jena
Hroro: JTIOKYMEHTOB

KonndecTBo TMCTOB BHYTPEHHEN OMUCH

(undpamu 1 MPONUCHIO)

OTBETCTBEHHBIH 3a
KaJIpOBBIN yYeT:

« »

(upaMu 1 IPONHUCHIO)

(moamnuce)

202 roma




®.1.0.

ITpunoxenne N4
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeNT paOOTHUKOB

JOIKHOCTD

JIngnoe gemo Ne

I[aTa O3HAKOMIJICHMA II€aarora
" COTPYAHHKA C JIMYHBIM
JCII0M

[Moamnuces negarora u
COTPYIHUKA

OTMETKH, MPUMEUYaHUs,
3aMeYaHus




ITpunoxenne NoS5
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

OTMeTKa 0 pe3yJibTaTaxX esKeroAHOH NPOBEPKH COCTOSIHUS
U HAJIMYHS JTUYHOTO J1eJ1a

®.1.0.

JOIKHOCTD

JIngnoe nemo Ne

JlaTa mpoBepku ®.1.0. unenos [Tonnucu uneHoB Pesynprar npoBepku
KOMUCCHUH KOMUCCUH




1. dammnusa

ITpunoxenne Ne6

K OJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX ICJI pa6OTHI/IKOB

JINYHBIN JTUCTOK MO Y4eTy KA/JpPOB

Nms

OT4ecTBO

2. Ilon

3. T'ox, yuciio M MecsIl POKIACHHUS

4. Mecto poxeHus

5. 'paxknancTBo

(ceno, nepeBHs, TOPoOA, paioH, 001acTb)

6. OOpa3oBanue

Ha3Banme
y4eOHOTO
3aBEJICHHUA U €TO
MECTOHAXO0XKIEHUE

®dakynpTeT
W
OTAENeHHE

Ion
MOCTYTIICHUS

I'on
OKOHYAHUS
WK yXoJa

Ecnu e
OKOHYUJI, TO
C KaKoro
Kypca yIen

Kakyto
CHENUATbHOCTD
HOJTY4HI B
pe3ynbpTaTe
OKOHYaHHUSA
y4eOHOTO
3aBe/IeHus,
yKka3zatb No
JUIIIOMA WU
YI0CTOBEPEHUS

7. Kaknmu HHOCTPAHHBIMU A3bIKAMH BJIAACCTC

8. Yuenas CTCIICHb, YYCHOC 3BAHUC

9. Kakue nmeere HayyHble TPYIbl U H300pETCHUS

(‘II/ITaeTC 1 IEPEBOAUTE CO CIIOBAPEM, YUTACTEC U MOXKETE O6’I>HCH$ITLC$I, BJIAJICCTE CB060HHO)




10. BrimosHsiemas paboTta ¢ Havyaja TPYAOBOM ASSATEIBHOCTH (BKIIOUas y4eOy B BBICIIUX U
CPeIHUX CHEIHMATIBHBIX YUYCOHBIX 3aBEICHUSIX, BOCHHYIO CIIY>KOY M pab0Ty IO COBMECTHTEIIHCTBY)

Mecsi u ron

IOCTYIIJICHHUA

yxoJa

JIOIKHOCTB C YKa3aHHEM YUPEKICHUS,
OpTraHu3aIUy, IPSATIPUATHS, A TAKKE
MUHHCTEPCTBA (BEIOMCTBA)

MecToHax0XIeHNS
YUpEXKIACHUS,
OpraHu3aIuH,
NpeaIpUuITUsL

11. TIpeOriBanue 3a rpanutiet (padoTa, ciy>keOHass KOMaHIUPOBKA, TTOE3/IKa C JIeTIeTaIieil)

Mecsu v rog B xaxoii ctpane [lens mpeObIBanMs 32
C KaKoro 1O KaKoe rpaHulen
BpEMEHU BpeMsI
12. YaacTtre B BEIOOPHBIX OpraHax
MecTto BbIOOpPHOTO Ha3zBanue BbIO0OpHOTO B kaudectBe Koro I'on
oprasa opraHa BHIOpaH n30paHus BBIOBITHSI

13. Kakue nmeeTe npaBUTEIIbCTBEHHBIE HATPaIbl

Kornma u keM HarpaxaeH

14, OTHOLIEHNE K BOUHCKUM O0SI3aHHOCTSIM M BOMHCKOE 3BaHHE

CocraB

Pon Botick

(KOMaH/THBIH, TOJIMTHYECKUH, aIMUHUCTPATUBHbIA, TEXHUYECKUH U T. 11.)

15. CemeliHO€ ITOJI0KEHHE B MOMEHT 3aII0JIHEHUS TUYHOIO JTHUCTKA

16. Jlomamrnuii aapec

(4NeHBI CEMBH, C YKa3aHUEM BO3pAcTa)

17. 06513}’}00]5 CBOCBPEMCHHO HU3BCIIATH 000 BCEX M3MEHEHUSIX JaHHBbIX, BKIIFOYCHHBIX B JIMYHBIN
JIMCTOK IO YYUCTY KaJpOB.

« »

202

rojga




ITpunoxenne Ne7

K OJIOKCHUIO O TOPSAAKE BEACHUA

AHKETA

JIMYHBIX ICJI pa60THI/IKOB

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxmancTBO (€Ccau U3MEHSUIN, TO YKaKUTE,

KOTJIa ¥ TI0 KaKO¥ MpUYnHe)

2. OOpa3oBaHue, y4eHas CTeNeHb (Korjga
Kakhe y4deOHbIC 3aBEJCHHS OKOHYHIIM, HOMEepa
qurioMoB). CrienuanbHOCTh M KBamU(DUKAIUS

10 JUILJIOMY

3. Kaknmu HHOCTpaHHBIMU SA3BIKAMH U A3bIKaMU
Hapo 0B Poccuiickoii denepannu BIaaeeTe U B
KaKoM cTeneHu (YUTaeTe U MOXKETe
O0OBICHATHCS, BIaZeeTe CBOOOIHO)

4. BeimonHsiemast paboTa ¢ Havajia TPYJOBOM JIeITeIbHOCTH (BKIIOUasi BOCHHYIO CITYKOy U paboTy
110 COBMECTHUTEIIHCTRY)

Mecsii u rog JIOJKHOCTB € YKa3aHHUEM YUpPEKICHUS, MecToHaxoxaeHue
MOCTYIUICHUS yxoja OpraHu3aI|y, IPEANPHUATHS, a TAKXKe YUpEeKICHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3allvH,
NPEeAIPUATHUS

5. Bamm 6nu3kue poacTBeHHUKH (KeHA, MY, OTEIl, MaTh, OpaThs, CECTPHI)

CreneHn
pojacTBa

damunus, UM, T'og MecTto paboThl,

OTYECTBO

POXACHUA JOJIDKHOCTD

Anpec mecra
KHUTEILCTBA

6. Jlomanrauit aapec u Homep TenedoHa

7. IlacriopT WM JOKYMEHT, €ro 3aMEHAOIINN

8. JlonoiHUTENbHBIE CBEIEHUS, KOTOpBIE Bl xkenaere cooOmuTh o cede

(HOMeEp, cepHsi, KEM U KOTJia BbIIaH)

10. Ha xaxoii ypoBeHb 3apratsl Bel paccuntsiBaete?

« »

202

rojga

(IOIDKHOCTB OTBETCTBEHHOT'O 33 KaJIPOBBIH y4eT) (moamuce)

(pacumdpoBKa MOMKCH)




ITpunoxenne Ne§
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

JIMCT-3ABEPUTEJIb

aea Ne
B nene npomuto u npoHyMeEPOBaHO JINCTOB
(uudpaMu ¥ IPOMHUCHIO)
c No o Ne , B TOM YHCJIE:
JINTEPHBIE HOMEPA JINCTOB
MPONYILIEHHBIE HOMEpa JINCTOB
+ JINCTOB BHYTPEHHEW OMHUCH JINCTOB
Oco6eHHOCTH (PUBNYECKOTO COCTOSIHUS U Howmepa muctoB
(hopmupoBaHus Aena
OTBETCTBEHHEIN 3a
KaJIpOBBIN y4eT
(moamnuce) (pacumgpoBKa MOANUCH)

« » 202  ronma




