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1. O01mue moJ10KeHUs
1.1. Hacrosimee IlonmoxxeHue o mopsiike BEACHHs JMYHBIX J1el1 paOOTHUKOB MyHHUIIMIAIBLHOTO
OFO/PKETHOTO JIOMIKOJILHOTO 00pa30BaTeIbHOTO yUpekaeHus: aerckoro caga Ned4 ropoxga [lensa «
Moszauka» (nanee - JIOY). , pazpadborano B cootBeTcTBUH ¢ DenepanbHbiM 3akoHOM Ne 273-D3 oT
29.12.2012 «O6 obpazoBanuu B Poccuiickoit @enepauun» ¢ n3aMeHeHHsMu ot 24 mapra 2021
roga, denepanbabiM 3akoHOM OT 27.07.2006 Ne 152 «O nepcoHanbHBIX JAHHBIX» B PEIaKIUHA OT
30 nexabps 2020 rona, [lpukazom denepanbHOTO apXUBHOTO areHTcTBa oT 23 nexadps 2009 roga
N 76 «O06 yrBepxkacHMH MeETOAMYECKUX pPEKOMEHIAIMH 10 pa3padOTKe WHCTPYKIUNA IO
JICIIONIPOU3BOICTBY B (peiepalibHbIX OpraHaxX WCIOJHUTENBHON BiIacTu», YkazoMm IIpesumenra ot
30.05.2005 Ne 609 «O06 yrBepxkaeHuu [1ooxeHuss 0 MEPCOHATBHBIX JTaHHBIX TOCYIapCTBEHHOTO
ciyxamniero Poccuiickoit denepaliuu 1 BeICHUU €T0 JIMYHOTO Jiejay B penakiuu ot 23 utoins 2019
rona, TpynoBeiM Kopexcom Poccuiickoii ®@enepanuu, KoleKTUBHBIM 10roBOpOM, ¥YCTaBOM
JOVY, ocymecTBisitoiieir 00pa3oBaTeNIbHYIO JIEATEIbHOCTb.
1.2. annoe IlonoxeHue ompenenser MNOPSIOK BEISHUS JIMYHBIX e MEeAaroroB M HHBIX
COTpyTHUKOB U pabotHukoB JIOVY, ompenenser mopsaok (GOpMHUpOBaHUS, y4eTa U XpaHCHWS,
BBIJIAYU JIMYHBIX JIETT BO BPEMEHHOE I0JIb30BAHKE, 4 TAKKE OTBETCTBEHHOCTD, ITpaBa paOOTHUKOB U
3aBeayromero JJOY.
1.3. Hactosmee [lonoxenue yrepxnaaercs npukazoMm mo IOV u sBisercs o0s3aTeNbHBIM IS
BCEX KaTEropuii eaarorn4eckux u Apyrux corpyauuxos JJOV.
1.4. Benenue nuyHbIX Aen neaaroroB u corpyaHukoB JIOY Bo3maraercs Ha crnenualucTa Io
KaJl[paM OpraHu3alliH, OCYIIECTRISIIONICH 00pa30BaTEIIBHYIO ACSITEILHOCTD.
1.5. JIuuHoe Aeno — OCHOBHOM TIOKYMEHT MEPCOHAIBLHOTO Y4eTa, coAepxalinuii Hanbosee MOoJHbIe
cBenenus o pabotauke IOV u ero TpyaoBoi AesSTENHHOCTH. B TMYHOE /1710 BHOCSTCS CBEACHMUS,
CBSI3aHHBIE C MMOCTYIUICHHEM Ha pabOTy U YBOJIbHEHHUEM.
1.6. Ceenenusi, copepxKamuecs B JIMIHOM JIeJie, OTHOCATCS K KOHQUACHIIMATHHOW WH()OPMAIIHH,
HMMEIOT OTPAaHUYECHHBINA JOCTYI U PA3TJIalIEHUIO HE MOIekKaT.
1.7. JIluunoe neno BeAETCs B TEUCHHE BCETO Teproia paboThl pabOTHHKA.
1.8. BeneHue HECKOJBKUX JHMUYHBIX JEJ OJHOTO pabOTHHKA OO0pa30BaTeIbHOUM OpraHM3aliy He
JIOTTyCKaeTCsl.

2. llopsnok (popmMupoBaHUS JIMYHBIX €]l COTPYIHUKOB

2.1. @opMmupoBaHHE JIMYHOrO Jea TMejaaroroB M coTrpyaHukoB JIOY  mpousBoautcs
HernocpeAcTBeHHO nocie npueMa B JIOVY wim mepeBoja menaroroB M COTPYAHHMKOB M3 APYroit
00pa3oBaTeNbHON OpraHU3aIIH.
2.2. B COOTBETCTBHH C HOPMAaTUBHBIMHU TOKYMEHTAMHU B JIMYHBIC JIeja TIEAaroroB U COTPYIHUKOB
JOVY, ocymectBusgoomeii  00pa3oBaTelbHYI0  JESITEIbHOCTb, BKJIAJIBIBAIOTCA  CIENYIOIIUE
JIOKYMEHTBI:
s nedazoeos:

* 3asBJICHUE O NpUeMe Ha paboTy;

*  3asBJICHME O COIJIACHH Ha 00pabOTKY MEPCOHATIBHBIX JAaHHBIX I1E€arora;

* ChpaBKa O HAIMYUHU (OTCYTCTBHH) CYJMMOCTH U (MJH) (aKkTa yroJOBHOTO MpECieI0BaHuUs,

BBIJIAaHHOTO COOTBETCTBYIOLIMM OPIaHOM MPABOMOPSIIKA;

* aBrobOuorpadus;

*  KONHMs MacropTa WM HHOTO JOKYMEHTA, YJIOCTOBEPSIOIIETrO JINYHOCTD;

*  KOIHS CTPAXOBOI'O CBUJETENLCTBA IEHCHOHHOTO CTPaXOBaHUs;

*  KOmMs UACHTU(PHUKAIIMOHHOTO HOMEpPA HAJIOTOIJIaTeIbIINKA;

*  KONUs JOKYMEHTa BOMHCKOTO y4eTa (i1 BOGHHOOOsI3aHHBIX ),

*  KONM CBUETENbCTBA O 3aKJII0UEHUH Opaka (Ipy HAJIMYUH);

*  KONMs CBUJETENbCTBA O POXKICHUM JeTeH (MIPH HAIUYKH);

*  KONHH JOKYMEHTOB 00 00pa3oBaHuy;



KOIIMH JJOKYMEHTOB O KBaTM(PHUKALMU WU HAJTHYUE CICIUATBHBIX 3HAHUH (IIPU HAIWYHHN);
KOIIMM aTTECTAllMOHHBIX JIUCTOB (IIPU HAJIMYUK);

KOIIUU JIOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUYUN);

XapaKTepUCTUKH, PEKOMEHIaTeIbHbIE MUChMa (IIPU HAJIMYKN);

IpUKa3 o mpueme Ha padory;

IIPHUKa3 O MEePEeBOIe Ha MHYIO TOJDKHOCTD (IIPU HAJIMYUK);

JOJDKHOCTHAST MHCTPYKUUS (IOJDKHOCTHBIE MHCTPYKIIMHM C MOMEHTA HAa3HA4YEHUS Ha BCE
JOJKHOCTH ),

TPYZOBOW JOTOBOp (C TMOCIEAYIOIIMM BKIIOYEHHEM JONOJHHUTENBHBIX COTJIAIICHUH K
TPYAOBOMY JIOTOBODY);

TPYIOBYIO KHUXKKY;

MEIULUHCKYIO KHUXKKY.

s pabomuukos:

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHUE O COTJIACUU Ha 00pabOTKY MEPCOHATBHBIX JaHHBIX MEJarora;

CrpaBKa O HAIWYUU (OTCYTCTBHH) CYIUMOCTH M (WiK) (aKTa yroJOBHOTO MPECIICAOBAHNUS,
BBIJIAHHOT'O COOTBETCTBYIOLIMM OPI'aHOM IPaBONOPSAKA,

aBroounorpadus;

KOIIUS AacopTa UM UHOTO JJOKYMEHTA, YI0CTOBEPSIOIIErO JIUUYHOCTD;

KOIUSI CTPAaXxOBOT'O CBUACTEIHCTBA IEHCUOHHOTO CTPAXOBaHMUS;

KOIHS UICHTU(HUKATMOHHOTO HOMEpa HAJIOTOIJIATEbIINKA;

KOIUs JOKYMEHTa BOMHCKOTO y4yeTa (IIsi BOGHHOOOS3aHHBIX );

KOIHSI CBUJICTEIHCTBA O 3aKII0YCHNH Opaka (Ipy HAJIH4YUH);

KOIUSI CBUETENBCTBA O POXKACHUU JeTel (IIpU HATUYUN);

KOIIMH JIOKYMEHTOB 00 00pa3oBaHUY;

KOIUU JIOKYMEHTOB O HarpaKACHUH (IIPHU HAJTHYWN);

XapaKTePUCTHKH, PEKOMEHIaTeIbHbIE TChMa (TP HAIUYHN );

IpUKa3 o mpueMe Ha padory;

MIPHUKa3 O MEePEBOJIe HAa UHYIO JOJKHOCTD (IIPH HATUYHH);

JOJDKHOCTHAsT MHCTPYKLHUS (JOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HA4YeHUs Ha Bce
JOJKHOCTH)

TPYAOBOM JOroBOp (C TMOCIEAYIOIIMM BKJIIOUYEHHEM JONOJHHUTENbHBIX COIJIAIIEHUN K
TPYZIOBOMY JIOTOBOPY);

TPYAOBYIO KHUKKY;

MEIUIIMHCKYIO KHIKKY.

Pabomooamenv oghopmnsem:

TPYAOBOW JJOTOBOP B IBYX IK3EMILISIPax;

IpUKa3 o mpueme Ha padoTy (0 mepeMeIleHu: Ha ApyTrue JOKHOCTH);
JTMYHY0 KapTouky Ne T-2;

JOJDKHOCTHYIO HHCTPYKLIMIO B ABYX 9K3EMIUISIpax.

Pabomooamenwv 3nakomum:

C HOpPMAaTHUBHO-NpaBOBbIMM AokyMeHTamu IOV (YcrtaBom, KosneKTUBHBIM JOrOBOpOM,
[IpaBmiaMu TpyA0OBOTO pacropsika U Ap. JJIOKaJIbHBIMU aKTaMu);

C IOJDKHOCTHOM MHCTPYKIUEH;

MPOBOAUT BBOJHBIA MHCTPYKTAX, WHCTPYKTaX 10 OXpaHE Tpylda, HUHCTPYKTaX 10
MIPOTHBOIOXKAPHOM OE30MaCHOCTH.

2.4. IlepBuuHOoe 0QOpMIIEHHE JIUYHOTO JIeja peaycMaTpruBaeT:

IIPUCBOEHUE JINYHOMY JI€JIy HOMEpA COIIACHO JKYpHAJly Y4eTa JIMUHBIX A€l (PUII0KEHHE
Ne 1);

MPOCTaBJICHUE Ha OOJOKKE JIMYHOTO Jena (mpriokeHue No 2) CIeAyromuX PeKBU3HTOB:
WHJEKC fena (B COOTBETCTBMM C HOMEHKJIATypoul jenm  oOmieoOpa3oBaTebHON
OpraHM3alliiy;, TIOJIHOE HAWMEHOBaHUE O00IIe00pa30BaTEIbHON OpraHu3alud; HOMEP



JUYHOTO Jena; paMuns UMl OTYECTBO paOOTHHUKA B UMEHUTEILHOM MaJIeKe; AaThl — IO
Hayaja ¥ roJl OKOHYaHUS BEJICHUS JIe)1a; KOJIMYECTBO JIUCTOB; CPOK XPaHECHHUS,
* IIOMEIIEHHE JOKYMEHTOB, [OJUIEkKAIIUX XPAHEHUID B COCTaBE JIMYHBIX JI€d, B
XPOHOJIOTUYECKOM MOPSIIKE:
BHYTPEHHSIS OIMCh JOKYMEHTOB Jiena (npuiioxkenue Ne 3);
JIUYHBIA JIUCTOK IO YYETY KaapoB (MpuitoskeHus Ne 6);
3asiBJICHUE O MIpHeMe Ha padoTy;
MIpPHUKa3 O puemMe Ha padoTy;
TPYAOBOM 1OTOBOD;
JIOTOBOP O TMOJHOW MaTepuaabHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTEepUaIbHO OTBETCTBEHHOE JIUILIO);
XapaKTePUCTHKU U PEKOMEH1aTeNIbHbIE MIChMA;
coryacre Ha 00paboTKy NMepCOHATBHBIX JaHHBIX.
2.5. JIucThl JOKYMEHTOB, IOMEILIEHHBIX B JIMYHOE JIENI0, MOAJIeKAT HyMepaluu.
2.6. C menpio obecrieyeHust HaUIeKAIe COXPaHHOCTH JIMYHOTO Jiejia MeIaroroB U COTPYTHUKOB
JNOY wu ypobctBa B oOpamieHMd ¢ HUM IpH (HOPMHUPOBAHHHM JOKYMEHTHI TOMEHIAIOTCA B
oTaenbHylo nanky. [Ipu yBonbHeHUH paOOTHHKA MPOIIMBAIOTCS HUTKAMU U CIAIOTCS B apXUB.
2.7. BHyTpeHHSs ONKCh JOKYMEHTOB, UMEIOIIMXCS B JJMUYHOM Jelie, TOJKHA COJIepP)KaTh CBEICHUS
O IMOPAJKOBBIX HOMEpax, HAaMMEHOBAHMSIX JOKYMEHTOB [iela, KOJIMYECTBE JIMCTOB, JaTax
BKJIIOUEHUSI JOKYMEHTOB B JIMYHOE JENIO0 U U3BATUS U3 JIeNa, a TaKKe KeM U3bIT JOKYMEHT U IO
KaKOH! IIPUYHHE.
2.8. BHyTpeHHsIsI OMUCH COCTaBIISIETCS HA OTACIBHOM JIMCTE MO YCTaHOBIEHHOUW (opme. JIucTe
BHYTpPEHHEH OIHUCU HyMEPYIOTCS OTAEIbHO.
2.9. Ilpu moAroToBKe JWYHBIX /e K Mepeladye Ha XpaHeHHE K BHYTPEHHEW OMUCH COCTaBIISETCS
UTOrOBasl 3alKCh, B KOTOPOIl yKa3bIBaeTca U(PpaMy U MPOMUCHIO KOJINYECTBO BKIIOUEHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIEA.

VV VVVVVYVY

3. ITopsinok BeaeHMSl JJMYHBIX /€] 1eJaroroB U COTPYAHMKOB OPraHU3aLH,
OCylIeCTBIISAIOLIEH 00pa30BaTEIbHYIO 1eSITeIbHOCTh

3.1. Jlmunoe neno menaroroB u corpyaHukoB JJOVY Bedercs B TedeHHe BCEro mepuojia paboTh
Ka)XJIOTO TIeJjarora ¥ COTpy/IHUKa B 00111e00pa3oBaTeIbHON OpraHu3aIliy.
3.2. JlanpHeililiee BelEHHE JTUYHOrO Jenia mnegaroroB M corpyanukoB JIOY mpenycmarpuBaer
MOMENIEHHUE B JIETIO0 JOKYMEHTOB, 00Pa3yIOIINXCsl B Mpoliecce pabodeil AesTeTbHOCTH U UMEIOIINX
3HA4YEHHE JIJIS TPYAOBBIX OTHOLIEHUH:

*  JIOTIOJIHEHHE K JIMYHOMY JIUCTKY T10 yUETy KaJpOB;

*  JIONOJIHUTEJIbHBIE COTJIAIeHUsS K TPYJIOBOMY JIOTOBOPY;

* KONHWHU MPUKA30B O JUYHOMY COCTaBY, KOTOpBIE KacarOTCs IEJAaroroB M COTPYIHUKOB

HOY,

*  OT3bIBBI JOJDKHOCTHBIX JIMII O Tiearore u corpyanuke J10Y;

*  KOIWHU JOKYMEHTOB O MOBHIIICHUN KBaTU(UKALINN;

*  KONHUU CEPTU(PHUKATOB, TPAMOT;

* JIUCT — 3aBEpPUTENb Jela (COCTABNISIOT MPHU CIaye JTUYHOTO Jelia B apXUB);

*  HWHBIC JOKYMEHTHI.
3.3. B nensax obecrnieueHUsT KOHTPOJS 32 COXPAHHOCTBIO M aKTyalbHOCTHIO JHUYHBIX jned B JJOY
exeromaHo (He mo3aHee | kBapTana roaa, ClIemyrIIero 3a OTYCTHBIM) MPOU3BOJAUTCS MPOBEPKA UX
HaJIU4YMS U COCTOSTHMSA.
3.4. ExeroaHyro MpOBEPKY COCTOSIHHS JIMYHBIX JEJ Ha MPEeIMeT COXPAaHHOCTH BKIIFOUCHHBIX B
HEro JOKYMEHTOB IPOBOAMUT CIEUUATBHO cO3/aHHas Komuccus. O TPOBENECHHBIX MPOBEPKaAX
JIeaeTCsl OTMETKA B JIUCTE O PE3yJbTaTax €XEroJHON MPOBEPKH COCTOSHUS M HAIWYHUS JTUYHOTO
nena (mpunoxxeHue Ne 5) v cocTaBisieTcs akT. Pe3ynbTaThl MPOBEPKU JTUYHBIX €] B 00s3aTEIEHOM
TIOPSIAKE JOBOJSATCS 10 TUPEKTOpa 00Iieo0pa3oBaTeIbHON OpraHU3aIiH.



4. Ilopsinok y4éTa U XpaHEeHUs JTUYHBIX JIeJ] MeJaroroB U COTPYAHUKOB OPraHU3aluu,
OCyLIEeCTBJISIIONIEH 00Pa30BaTEIbHYIO 1eSITeJIbHOCTD.

4.1. XpaHeHue U ydeT JUYHBIX /I IEe1aroroB U COTPYJHUKOB OpPraHU3alliH, OCYILECTBISIOLIEH
00pa3oBaTeNbHyI0 JIeATEIbHOCTh, OPTaHU3YIOTCS C ILIeJIbI0 OBICTPOro U 0e301IMO0YHOro MoucKa
JUYHBIX JIeN, O0OeCMedYeHHs] WX COXPAHHOCTH, a Takke oOecredeHus KOH(HUICHIINATHHOCTU
CBEJICHMIA, COJIEPKaINXCS B JOKYMEHTaX JTMYHBIX JeJl, OT HECAaHKIIMOHUPOBAHHOT'O JOCTYIIA.
4.2. JInunble gena coTpyaHUKOB XpaHsTcs B cefihe 1OV,
4.3. TpynoBbie U MEIULIMHCKHUE KHIKKH XPAHATCA OTIIEIBHO B ceiide.
4.4. Jloctyn K JMYHBIM J€jaM IeAaroroB U corpyaHukoB J[OY U HMMEIOT TONBKO CEKpeTapb,
CHEeNUaaucT 1o Kaapam, 3aBenyromui JIOY mmbo 3amecTuTeny 3aBeAyrOIICH MpHU HUCIIOJHEHUU
obsi3arHOCTEH 3aBeaytomero JJOY.
4.5. CucreMaTu3ays JUYHBIX S eaaroroB U corpyaaukos J10Y npou3BoauTcs B anpaBUTHOM
MOpSIAKE.
4.6. Jluunple pena memaroroB u cotpyanukoB JIOY, uMmerommMx rocynapcTBEHHbIC 3BaHUS,
MIPEMUU, HarpaJibl, YUCHbIC CTETICHU U 3BaHUS, XPAHITCS MMOCTOSIHHO, @ OCTAJIbHBIX COTPYIHUKOB —
75 ner ¢ roga yBOJIbHEHUS pabOTHUKA (B COOTBETCTBUHU ¢ [lepeyHeM TUIOBBIX YMpPaBICHUYECKUX
JIOKYMEHTOB).

5. Ilops10K BbIIa4YM JIMYHBIX /IeJ BO BpeMeHHOe M0JIb30BaHue
5.1. Beimaua nu4HBIX Jen (OTAEIBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO J€jla) BO BPEMEHHOE
MOJIb30BaHUE TPOM3BOIUTCA C paspemeHus 3aBenyromiero JIOY mo 3asBieHHIO COTpYTHHUKA
OpraHM3alH, OCYIIECTBIISIONIEH 00pa30BaTEIbHYIO AEATEIHLHOCTb.
5.2. Pabota (03HaKOMJICHHE) C JINYHBIMH JEJaMH TIeIaroroB U coTpynHukoB JJOY mpousBoautcs
B KaOuHeTe 3aBeaymoniero. B KoHIe pabodero qHS CHENMANUCT O KaJpaMm o0si3aHa YOeIUThCS B
TOM, YTO BCE JIMYHBIE JIeJIa, BBIJAHHBIE BO BPEMEHHOE II0JIb30BaHUE, BO3BPALICHBI HA MECTO
XpaHEHHUS U €CTh JIM HEOOXOMMOCTb [T IPUHATHS MEpP K UX BO3BPAILEHHUIO UM PO3BICKY.
5.3. @aKT BBIIa4YM JJUYHOTO Jiea (GPUKCUPYETCS B KOHTPOIBHOM JKypHAJIe.
5.4. V3bsTHE OTAEIBHBIX TOKYMEHTOB U3 JIMYHOTO Jejia MPOU3BOAUTCS C pa3pelieHns AUPEKTopa
0011e00pa3oBaTeIbHON OpraHu3aluu ¢ O(QOpPMIICHHEM COOTBETCTBYIONIEH 3amucu B rpade
«ITpumeuanue» BHyTpeHHeH onucH. [Ipy BpeMEHHOM H3BATHM JOKYMEHTA Ha €ro MecTo (MEeXIy
JUCTaMU COCETHHUX JOKYMEHTOB) BKJIAJBIBACTCS CIIPaBKa-3aMECTUTENh C YKa3aHHEM JaThl U
MPUYUH U3BATHUSA C MOJIMUCHIO JIMLA, BBIJABIIEr0 JOKYMEHT, U MOJNHUCHIO JIMIIA, HOTYYUBILIETO €ro
BO BPEMEHHOE IOJIb30BaHHE.

6. OdopMmiieHHe JMYHBIX JeJ1 NIepe] caayeil B apXuB
6.1. Odopmienue TUYHBIX A€ JJs Mepeaud B apXUB MPOU3BOJUTCS CHEIMAIMCTOM IO KaJapam
JOY. Dta nmponeaypa BKIHOYAET:
*  TOJIIUBKY (MIEpeIuieT) aena;
* YTOYHEHHWE HyMepalluH JINCTOB JIeTIa;
* CcOCTaBJIEHHE JHCcTa-3aBepurens (mpunoxenue Ne §);
* cocraBiieHUE (YyTOUYHEHHE) BHYTPEHHEH OTHCH;
* BHECEHHE YTOYHEHHUH B PEKBU3MTHI JHUIIEBOI 0OJI0KKH Jiena.
6.2. Jlucr-3aBeputenp Jena JOJDKEH IOANMCATh €ro COCTAaBUTENb, IIPU 3TOM JENIaeTcs
pacmdpoBKa JODKHOCTH W TOMNKMCH, MNPOCTaBiseTcs Jarta. B mpoiecce HCIOIb30BaHUS
apXWBHBIX JOKYMEHTOB B JIHCTE-3aBEPUTEIIC JIENAIOTCS COOTBETCTBYIONIME OTMETKH. Ecim memno
NOJIIUTO O€3 JHCTa-3aBepUTENsA, TO €ro CIEAYeT HAKJIEUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.
6.3. C nenbio o0ecrieyeHUst COXPaHHOCTH JIMUHBIX JIEJT PEKOMEHTyeTCs:
* 00BEIUHATh WHAWBUIAYAIBHBIC JIMYHBIC €A YBOJCHHBIX COTPYJHHKOB B OIHY OOJIOXKY
(0OBbemMHEHHOE JIeNI0) C TAaKUM pacdeToM, 4ToObl 00beM jaena (Toma) He mpeBbiman 250
JUCTOB (ITyTE€M CITMBKY MAaTEPHaIOB MHINBUIYAIBHBIX JIE] MO TOJaM YBOJIbHECHHUS);



* pacmojaraTh MaTepuabl WHAWBHUIYaIbHBIX JEN B Mpeaenax nena (Toma) B aapaBUTHOM
nopsake (modamMuiIbHO), OTAEINSAS MaTepPHUalibl, OTHOCSIINECS K Pa3HbIM MHWBUYyaIbHBIM
JeliaM, 4YUCTBIM JUCTOM Oymard ¢ yka3aHHEM Ha HeM (QaMuiIid, UMEHU W OTYeCTBa
COOTBETCTBYIOILIETO YBOJIEHHOTO nefarora u corpyaauka J10VY;

* CcHa0XaTh KaXI0e¢ OOBEIMHEHHOE JNeJ0 (TOM) BHYTPEHHEW ONUCBHIO C IMEPEUUCICHHEM
dbamMuInii, UMEH M OTYECTB M YKa3aHMEM HOMEPOB CTpPaHUI], B IMpeieiaXx KOTOPBIX
PaCIOJIOKEHBI COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenaya MTUYHBIX A€ B apXUB OCYIIECTBIISIETCS HE MO3IHEE TPEX JIET MOCje 3aBEPIICHUS UX
B JICTIOMPOM3BOJICTBE B COOTBETCTBHUH ¢ TpadukoM. [IpenBapuTenbHO cekpeTapeM, CIeUuaInCcTOM
M0 KaapaMm TNpoBepsieTcss MOJHOTa M MPAaBUIBHOCTh IMOATOTOBKM JIMYHBIX JIe1 K Iepeaaye.
BrisiBiieHHBIE TIPH TIPOBEPKE HEIOCTATKU YCTPAHSIIOTCS CEKpETapeM, CHEHUATUCTOM IO KaJpaM.
[lepenaya u mprieM MPOU3BOIATCS MO OMKCH C TPOCTAHOBKOW OTMETOK O HAJTMYUU JTHUYHBIX JIETI.
6.5. Jlmunble nema memaroroB u corpyaHukoB JIOY, 3akOHYCHHBIE NEIOMPOU3BOJACTBOM 10 |
suBapa 2003 roma, xpansrcs 75 ner, nmociae 1 suBaps 2003 roga — 50 ner. Jluunwie aena
3aBEAYIOIIET0, TJIABHOTO OyxranTepa oOiieoOpa3oBaTebHON OpraHu3allid UMEIOT MOCTOSTHHBIN
CPOK XpaHEHHUSI.

7. OTBETCTBEHHOCThH

7.1. Tlemaroru u cotpynHuku JIOVY o00s3aHbl CBOEBPEMEHHO IPEACTABIATh CEKPETApI0 WIIU
CHEIHATUCTy MO KaapaM CBEIEHUS 00 M3MEHEHMHM B MEPCOHAIBHBIX JaHHBIX, BKIIOYCHHBIX B
COCTaB JIUYHOIO Jea.
7.2. PaGoronarenp 00ecIieynBacT:

*  COXpPaHHOCTb JIMYHBIX JIEJI MIearoroB U corpyanukos 10V,

*  KOH(MUIECHIMATBLHOCTh CBEICHUM, COJEPKAIMUXCA B JIMYHBIX JieJlaX IIeJaroroB M

COTPY/IHHKOB.

8. IlpaBa paGoToaareJisi U paGOTHHKA
8.1. Jlns obOecnieueHHs 3allUThl NEPCOHANbHBIX JAHHBIX, KOTOpPbIE XPAaHATCS B JMYHBIX Jeiax
negaroroB u cotpyanukos JIOY, nenaroru u corpyanuku 10V umerot npaso:
* TOJYYUTh MOJHYIO HWH(POPMAIMIO O CBOUX IEPCOHAIBHBIX JTAHHBIX M 00pabOTKe 3THX
JTAHHBIX;
*  TOJYYHUTb CBOOOJHBIN JOCTYN K CBOMM ME€PCOHATIBHBIM JIAHHBIM;
*  TOJyYHUTh KOIMHU JOKYMEHTOB, XPaHAILIMECS B JINYHOM JIEJI€ U COJEPKAINE ITEPCOHAIbHBIC
JTaHHBIE.
* TpeOOBaTh UCKIIOUYEHHUS WM UCIIPABJICHUS HEBEPHBIX U HETIOJIHBIX IEPCOHAJIbHBIX JAHHBIX.
8.2. PaboTonarens uMeeT mpaso:
* 00pabarbIBaTh NEepCOHAIbHBIE JTAHHBIE MEaroros U corpyaHukoB JJOY, B ToM uucie u Ha
JJIEKTPOHHBIX HOCHUTEIISX;
* 3anpocuTh OT MegaroroB M corpyanuko JIOVY Bcio HeoOxoaumyro uHpoOpmanuio s
BEJICHUS JIMYHBIX 1T 1 00pabOTKHU NEPCOHANBHBIX JIaHHBIX.

9. 3akJII04YUTe/IbHBIE M0JI0KEHUS
9.1. Hacrosimee TlonosxeHre 0 MOpSJIKE BEICHUS JIMIHBIX JIe] PAOOTHUKOB SBJISETCS JIOKATBHBIM
HOPMATHUBHBIM aKTOM, npuHuMaeTcs Ha [lemarormueckom cosere JIOY u yrBepxkaaercss (1ubo
BBOJIUTCA B JeicTBUE) mpuka3zoMm 3aeayromero 1OV, ocymecTBisone oOpa3oBaTelbHYIO
JEeSATEIbHOCTD.
9.2. Bce m3MeHeHHUsT W JOTNOJIHEHWs, BHOCHMBIE B Hacrtosimee [lomoskeHue, odopmisitoTcs B
MUCHbMEHHOW (opMe B COOTBETCTBUMH JCHCTBYIOUIMM 3aKOHOJATENLCTBOM Poccuiickoii
denepanuu.
9.3. TlonoxeHue o TMOpAOKE BeACHHsS JUYHBIX fAen pabotHukoB JIOY mnpuHHMaeTrcs Ha
HEONpEACIeHHBI CpoK. M3meHenus n pomnosHeHus K Ilojo0keHUI0 NMpUHUMAIOTCA B IOPSIKE,
npenycmorpenHoMm 1.9.1. Hacrosimero [lonoxxeHus.



9.4. Mlocne npunstus [lonokeHus (WM WU3MEHEHWUH W JOMOIHEHHUN OTIENBbHBIX IMYHKTOB U
pa3/esioB) B HOBOM peJakliiy Ipeablayas peJakiiisg aBTOMaTHUECKH yTPAauuBaeT CUITy.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEICHUS

JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata Gamunust, | Tabens- | Jomxuocth | CTpyKTYyp- Harta u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMeEp HUe
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a IpUKa3a
Jena nejarora u crenuanb- JIeHUe (pacnops- (pacmops-
COTpYIHHKA HOCTB) JKCHHS) O JKEHHS) O
nejarora u npueme IpeKpaiie-
COTpYAHHKA nejarora u HUH
coTpyAHUKa | (pacTopixke-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
Me1aroroM U
COTPYAHUKOM
(yBonbHe-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

O0J107KKa JIMYHOTO Jeia

Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMYHOE JIEJIO Ne

(Ha3BaHME 00PA30BATEILHON OPraHU3ALIIH)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
donng Ne
Ommce Ne

Hemo Ne

(3aroyioBOK Jiena)



Ipunoxenne Ne3

K ITOJIOKCHHUIO O TOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

JIMYHBIX OECJT pa6OTHI/IKOB

No Nunexc ara Haszpanue Howmep [Ipumevanus
/i JIOKyMEHTa JIOKyMEHTA JIOKyMEHTA JIUCTOB
nerna
Uroro: JIOKYMEHTOB

(umpamMu ¥ IPOIHCHIO)

KonnuecTBo 1MCTOB BHYTpEHHEN OIUCH

(1mdpamMu 1 TPONKCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuce)

« » 202 ropa




©.1.0.

[Tpunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEICHUS
JIMYHBIX JIe]1 paOOTHUKOB

JomKHOCTD

JInynoe nemo Ne

I[aTa O3HAaKOMIJICHHS II€aarora
" COTpYAHHKA C JIMYHBIM
JCJIOM

Iloanuce nienarora u
COTpYAHHKA

OTMeTKH, TpUMEYaHusl,
3aMeUYaHus




[Ipunoxxenne Neb5

K ITOJIOKCHHUIO O MTOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMY U] JIMYHOTO /e

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[ara npoBepku

d.N.0. unenosn
KOMHCCUU

Iloxnucu yieHoB
KOMUCCHUU

Pesynbprar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O TOPAAKE BEACHUA
JIMYHBIX OECJI pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT14ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTto poXxacHUS

5. I'paxnancTBO

(cerno, nepeBHs, ropoJ, paiioH, 001acTb)

6. O6pa3oBanue

HasBanue
yueOHOro
3aBeJICHUS U €r0

MECTOHAXOXACHUC

QaKkynbTeT
W
OTZIEeNICHUE

Ton
MOCTYTICHUS

Ton
OKOHYAHUS
WU yXo0/1a

Ecmm ne
OKOHYMUII, TO
C KaKkoro
Kypca yIien

Kakyro
CIEeLUATBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
y4eOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YIOCTOBEPEHHS

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. YueHas CTeNeHb, yUeHOE 3BaHUE

9. Kakue nmeere Hay4IHbIC TPYIbl K H300pETEHUS

(4uTaere U MePEeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHATHCS, BIIAJICETE CBOOOTHO)




10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM [EATENBbHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPEIHUX CIIEIUANBbHBIX YUeOHBIX 3aBEJICHUSIX, BOCHHYIO CIIYXO0Y 1 paboTy 110 COBMECTUTENIBCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS, MecToHaxoxaeHne
HOCTYIUICHUS yxoJa OpraHU3alMH, IPEIIPUATHS, a TAKKE yUpeKACHUs,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
IPEIPUATHS

11. IlpeOriBanue 3a rpanulieii (padora, ciy:keOHast KOMaHIUPOBKA, MOE3/Ka C JeIeTaIuei)

Mecsn u rox B kakoii ctpane Llenb npedbiBaHus 32
C KaKkoro 10 KaKoe rpaHuuen
BPEMEHU BpeMsl
12. Yyactue B BEIOOPHBIX OpraHax
MecTo BBIOOPHOTO Hazpanue BoiOOpHOro | B kauectBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHbBIE HATPaIbl

Korz[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM OOS3aHHOCTIM M BOMHCKOE 3BaHUE

Cocras Pon Botick

(KOMaHJHBIN, MOJTUTHYECKUH, aIMUHUCTPATHBHBIN, TEXHUYECKUH H T. I1.)

15. CemeliHoE ITOJI0KEHUE B MOMCHT 3aIll0OJIHCHUS JIMYHOTO JINCTKA

(4UIeHBI CeMbH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEIIAaTh 000 BCEX U3MEHEHUSX JAaHHBIX, BKIIOYCHHBIX B JTMYHBINA

JMCTOK 1O y4eTy KaJIpoB.

« » 202  rona




AHKETA

[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O TOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxaeHus

1. I'paxnancTBO (eciu U3MEHSUIH, TO YKaXHUTE,
KOTJ[a M 110 KaKOW MpUYNHE)

2. OOpa3oBaHme, ydeHas CTCNECHb (Korja u
Kakue ydeOHbIC 3aBEJCHHsSI OKOHYWIIM, HOMEpa
autuioMoB). CHeUaibHOCTh M KBATH(DHUKAIISL
10 JIUIIIIOMY

3. KakumMu HHOCTpAHHBIMH SI3bIKAMU U SI3BIKAMHU
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
KakoW  cremeHW  (UMTaeTe U MOXKETe
O0OBSCHSTHCS, BIaJIEETe CBOOOIHO)

4. Brinonnsiemas padoTta ¢ Hayajla TpPYJOBOU JeATENbHOCTH (BKJIIOYasi BOCHHYIO CIyX 0y U padboTy

110 COBMeCTI/ITeHBCTBY)

Mecsiu u ron JIOJKHOCTB C YyKa3aHHEM Y4pEKIACHUS,

MOCTYIIJICHUA yxoga opraHu3anuvu, NpCANpUATH, 4 TAKKEC

MUHHUCTEPCTBA (BEIOMCTBA)

MecToHax0XIeHHNE
YUpEKICHUS,
OpraHu3aIuy,
NpEANPUITUS

5. Bamm Onmn3kue poJICTBEHHUKHU (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damMuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomaniauii agpec u HoMep TeaedoHa

7. ITaciopT WM JOKYMEHT, €ro 3aMEHSIOIINI

(HOMeD, cepusl, KeM M KOT/ia BBIIaH)

8. JlonmomHUTENbHEIE CBE/IEHUS, KOTOPhIE BhI jkemaere cooOmuTh o cede

10. Ha xakoi1 ypoBeH»b 3apruiaTsl Bel paccunteiBaere?

« » 202  ronma

(ZlO.]'DKHOCTB OTBETCTBEHHOI'O 3a KaI[pOBLIﬁ y'-IeT)

(moanuck)

(pacrmpoBKa MOIIUCH)




Ipunoxenne Ne8
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMCT-3ABEPUTEJIb

naea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(uudpamu ¥ MPONKCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEpHBIE HOMEpa JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH Onucu JINCTOB
OcobeHHocTr (PU3NIECKOTO COCTOSTHHS U Howmepa nucros
dbopMHUpOBaHHUs J1ea
OTBeTCTBEHHEIN 3a
KaJpOBBIM y4eT
(moamuce) (pacumpoBKa MOAMKCH)

« » 202  ronma
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