«YTBEPXIAIO»:

HHonoxenue
0 Mopsi/IKe BeJAeHUs] TUYHBIX JIeJ1 pA0OTHUKOB
AHO AIIO «MHCTUTYT pa3BUTHA KOMIIETEHIIAIN»

1. O01mue moJ10KeHUA

1.1. Hacrosmee [lonoxeHnue o mNopsake BEACHUS JMYHBIX Ji€1 PaOOTHUKOB OpraHu3alluy,
OCYILIECTBISIONIEH  00pa3oBaTEeNIbHYIO0  JIEATENbHOCTh, pa3paboTaHO B  COOTBETCTBUU C
®enepanpabM 3ak0HOM Ne 273-@3 ot 29.12.2012 «O06 obpazoBanuu B Poccuiickoit @enepannmn
¢ m3MmeHeHussMu ot 24 mapra 2021 roma, PenepanbHbIM 3akoHOM OT 27.07.2006 Ne 152 «O
MEPCOHANBHBIX JaHHBIX» B pemakiuu ot 30 mexabpst 2020 roma, Ilpukazom ®PenepambHOro
apxuBHOro areHrcrtBa oT 23 nekabps 2009 roma N 76 «OO6 yTBepkAeHUHM MeToauuecKux
pexkoMeHmauuili 1Mo pa3paboTKe HHCTPYKIHMM MO JEeNONpOU3BOJACTBY B (pelepalibHbIX OpraHax
UCTIOJIHUTENbHOM BnacTu», YkasoM IIpesugenta ot 30.05.2005 Ne 609 «OO6 yrBepxkaeHUH
[TonmoxkeHus 0 mepCcoOHaNBHBIX TAHHBIX TOCYJIAapCTBEHHOTO ciyxxamiero Poccuiickoit @denepanuu u
BEJICHUU €ro JWYHOro jena» B peaakuuu ot 23 wurona 2019 roma, TpynoBeim Koaexkcom
Poccuiickoit @enepanun, a Takke YCTaBOM OpPraHH3alldd, OCYIIECTBIISIONIEH 00pa3oBaTeIbHYIO
NEeSATEIbHOCTh, M JPYTMMH HOPMAaTHBHBIMM MpaBOBbIMH akTaMu Poccuiickoit ®enepanun,
perJaMeHTHPYIOIIMMH  AESITENIbHOCTh  OpraHM3alfii, OCYIIECTBISAIOMUX 00pa30BaTEIbHYIO
NEeSATEIbHOCTb.

1.2. Jlannoe IlonokeHue ompenensieT TOPANOK BEAEHUs JUYHBIX JEJ TEeAaroroB M MHBIX
COTPYOHUKOB M pabOOTHUKOB OpraHHU3aIliH, ONpeneNnseT MNOpAIoK (OpMUPOBaHUSA, ydeTa U
XpaHEeHUsI, BBIJAYM JIMYHBIX JeJI BO BPEMEHHOE MOJIb30BAaHUE, a TAaKK€ OTBETCTBEHHOCTH, MpaBa
PabOTHUKOB U TUPEKTOpa 00pa30BaTEIbHON OpraHU3aIUH.

1.3. Hacrosimee [lomoskenne yTBepKaaeTCsi MPUKa30M 110 OPTaHU3AIMH U SBIISIETCSA 0053aTeIbHBIM
JUTSL BCEX KaTErOpui NeAaroruueckux 1 Ipyrux COTPyIHUKOB OpraHU3aLNH.

1.4. Begenue NUYHBIX [0 MEAaroroB U COTPYJHUKOB OPraHU3AIMU BO3JIAraeTcs Ha CHEHUAINCTa
0 KaJipaM OpPTaHU3aIUU, OCYIIECTBISIONIEH 00pa30BaTeIbHYIO NEATETHHOCTD.

1.5. JIugnoe neno — OCHOBHOM JOKYMEHT MEPCOHAIBHOTO Y4eTa, COAepIKaliuii Hanbosiee MmoTHbIe
CBEICHUS O paOOTHHUKE 00pa30BaTeNLHON OpraHU3aIlK U €ro TPYAOBOH AesTensHOCTH. B mruHoe
JIeJI0 BHOCSATCS CBEJICHUSI, CBSI3aHHBIE C TIOCTYIJIEHUEM Ha paboOTy U YBOJIbHEHHEM.

1.6. Cenenusi, comeprxaiiuecss B JIMYHOM JieJle, OTHOCATCA K KOHGUACHIIMATbHOW HH(pOpMaIHH,
HMMEIOT OTPaHUYEHHBIN JOCTYI U PA3TJIAlIEHUIO HE MOJIeKaT.



1.7. JIuunoe nenmo BeAETCs B TEUCHHUE BCETO MEpHo/ia paboThl pabOTHHKA.
1.8. Benenune HECKOJBKUX JIMYHBIX JIeNl OJHOTO pabOTHHKAa OOpa3oBaTENbHOW OpraHM3allud He
JOIYCKAETCsl.

2. llopsinok (popMUPOBAHUS JIMYHBIX e/ COTPYIHHKOB

2.1. ®opMupoBaHHE JUYHOTO JieJa IMEAaroroB U COTPYTHHKOB OOpa30BaTENbHOW OpraHMU3aluu
IIPOU3BOIUTCS HEOCPEJICTBEHHO I10CIIe PUeMa B 00pa30BaTeNbHYIO OpraHU3alUIo.

2.2. B COOTBETCTBUM C HOPMATUBHBIMHU TJOKyMEHTAMH B JIMYHBIE J€Ja MEAaroroB U COTPYIHUKOB
OpraHu3aliy, OCYIIECTBIAIOIIENH 00pa30BaATENbHYI0 AEATEIbHOCTb, BKJIAJBIBAIOTCS CIEIYIOLIUE
JOKYMEHTHI:

Jlna nedazozos:

3asBJICHUE O IIPUEME Ha paboTy;

3asBJICHHUE O COTJIACUM Ha 00pabOTKy NEepCOHAIBHBIX JaHHBIX IIE1arora;

CIIpaBKa O HAIWYUHU (OTCYTCTBUH) CYIUMOCTH U (WIH) (paKTa yroJOBHOTO MPECIICOBAHUS,
BBIJIaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;

aBTOOHOrpadus;

KOIIMSI [TACTOPTa WM MHOTO IOKYMEHTA, YJJOCTOBEPSIOIIEr0 JINYHOCTD;

KOIIUSI CTPAXOBOI'O CBUAETEIBCTBA IEHCUOHHOTO CTPaXOBaHUS;

KOIMSI UACHTU(PUKALIMOHHOI'O HOMEpPa HAJIOToIJIaTeNbIIUKa;

KOIUS IOKYMEHTa BOMHCKOTO yueTa (i1 BOEHHOOOS3aHHBIX);

KOIIMsI CBUETENbCTBA O 3aKII0YeHNH Opaka (IIpy HaJIM4un);

KOIUSI CBUIETEILCTBA O POXKACHUU JAeTel (IIpU HAIUYUH);

KOIIMU JOKYMEHTOB 00 00pa3oBaHuy;

KOIIMU JIOKYMEHTOB O KBaJIU(PUKALUU WK HAINYUE CTIEIUAIbHBIX 3HAaHUH (IPU HAJTMYUN);
KOIIMM aTTECTAllMOHHBIX JIUCTOB (U HAJTMYUU);

KOIUU JIOKYMEHTOB O Harpa)KJAeHUU (IIpU HAIUYUN);

XapaKTepUCTUKH, PEKOMEHIaTeIbHbIC MUChbMa (IIPU HAJTMYUK);

MpuKa3 o rnpuemMe Ha padoTy;

IIPUKa3 O MepPeBO/Ie Ha MHYIO J0JDKHOCTH (IIPU HAJIMYUN);

JOJKHOCTHAsT MHCTPYKLHUS (JIOJKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HAYEHUS Ha BCe
JIOJKHOCTH);

TPYAOBOM JOroBOp (C MOCHENYIOIIMM BKJIIOYEHHEM JIONOJHUTENbHBIX COTJAIlIEHUuN K
TPYJIOBOMY JIOTOBODY);

TPYAOBYIO KHUXKKY;

MEIULUHCKYIO KHUXKKY.

s pabomnuxos:

3asBJICHHE O IIpUeMe Ha padoTy;

3asiBJICHUE O COTJIACUM Ha 00pa0OTKY MEepCOHATBHBIX JAHHBIX MEarora;
CIIpaBKa O HAIMYUH (OTCYTCTBHHU) CYIUMOCTH ¥ (MIH) (pakTa yroJOBHOTO MPECIieI0BaHMS,
BBIJIaHHOTO COOTBETCTBYIOILIMM OPTaHOM IPABOMIOPSI/IKA;
aBTOOMOrpadus;

KOTIHS MTACTIOPTa MJIM HHOTO JIOKYMEHTA, YJIOCTOBEPSIONIETO JINIHOCTD;
KOIIMSI CTPAaXxOBOT'0 CBUIETEIHCTBA IEHCHOHHOTO CTPAXOBAHUS;

KOTHSI HACHTU(PUKAITMOHHOTO HOMEpa HAJIOTOTIIATEIbIINKA;

KOIHSI JOKYMEHTa BOMHCKOTO y4eTa (11 BOGHHOOOS3aHHBIX);

KOIUS CBUAETEILCTBA O 3aKJIF0UeHUH Opaka (Mpu HAJIN4YHH);

KOIIMSI CBUETENBCTBA O POXKJICHUU AeTel (IIPU HAINYHN);

KOIMUH JOKYMEHTOB 00 00pa30oBaHUY;

KOIIMU JOKYMEHTOB O HarpaxaeHUH (Ipy HAJIHUYUH);

XapaKTepUCTHKH, pEKOMEHIaTeIbHBIE MHChMa (TIPU HAJTUYWH ),

NpUKa3 0 IpueMe Ha padoTy;

MIPHUKA3 O NMEePEBOJIe Ha UHYIO JOJKHOCTH (MPU HAJTMYHH);



* JIOJDKHOCTHAsl MHCTPYKLMS (IOJDKHOCTHBIE MHCTPYKIMU C MOMEHTa Ha3Ha4yeHHs] Ha BCe
JIOJKHOCTH);

* TPYIOBOW J0roBOp (C MOCHEIYIOIIMM BKJIIOYEHHEM JOTOJHUTEIbHBIX COTJAlICHUN K
TPYJOBOMY JIOTOBOPY);

*  TPYIOBYIO KHHXKKY;

*  MEAUIUHCKYIO KHUXKKY.

Pabomooamenv oghopmasem:

*  TPYIOBOM JOrOBOP B JIBYX K3EMILIApAx;

* IpHUKa3 0 npueme Ha paboTy (0 nmepeMeieHud Ha IPYrue TOJKHOCTH);

s JuyHYylo KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKIIMIO B IBYX 9K3EMILIApaX.

Pabomooamens 3naxomum:

* ¢ HOPMATHUBHO-TIPABOBBIMH JIOKyMEHTaMU LIKOJIBI (YcTaBoM, KOJIJIEKTUBHBIM JOrOBOPOM,
[IpaBuiiamMu TpyAOBOIO paclopsika U Ap. JIOKAIbHBIMU aKTaMH);

*  C JOJDKHOCTHOM MHCTPYKLIMEH;

* TPOBOIUT BBOJHBIM HMHCTPYKT@X, WHCTPYKTaX II0 OXpaHE TpPyAa, HHCTPYKTAX IO
MIPOTUBOMOKAPHON OE30MACHOCTH.

2.4. IlepeuuHO€ OOpPMIIEHHE JIUYHOTO JIe€jIa IPEeayCMaTpUBAET:

* PHUCBOCHHUE JIMYHOMY JIeNTy HOMEpPA COTJACcCHO KypHANy ydeTa JIMYHBIX el (MPUIOKEeHHE
Ne 1);

* MpOCTaBlieHHWE Ha OOJIOKKE JUYHOTO nena (mpuinoxeHue Ne 2) cieqyromux peKBU3UTOB:
WHACKC Jena (B COOTBETCTBMHM C HOMEHKIATYpOW Jen  oOrieo0pa3oBaTebHOM
OpraHM3alliy;, IIOJIHOE HaUMEHOBaHUE O00I1e00pa3oBaTeNbHON OpraHU3alud; HOMEP
JUYHOTO Aena; GaMuIns UMsI OTY4ECTBO pabOTHHKA B MMEHUTEIFHOM TaJIeXe; AaThl — TOX
Hayala ¥ roJl OKOHYaHUS BEJACHUS JIe)1a; KOJMUECTBO JINCTOB; CPOK XPaHEHHS,

* I[IOMEIIEHHE JOKYMEHTOB, MOJJIeKAIIUX XPAHEHUI0 B COCTaBE JIMYHBIX JI€J, B
XPOHOJIOTUYECKOM TMOPSIKE:

BHYTPEHHSS1 ONUCh JJOKYMEHTOB Jiena (rpuiioxxkenue Ne 3);

JUYHBIN TUCTOK MO y4eTy KaapoB (mpuioxxeHus Ne 6);

3asBJIEHUE O IIpUEME Ha palboTy;

NpUKa3 0 MpueMe Ha padoTy;

TPYZIOBOM JOTOBOP;

JIOTOBOp O TIOJIHOW MAaTepuallbHOW OTBETCTBEHHOCTH (€clud pabOTHUK —
MaTepHaJIbHO OTBETCTBEHHOE JIULIO);

XapaKTepUCTUKH U pEKOMEH/IaTelIbHbIEe MMChMa,

corjacue Ha 00pabOTKy MEPCOHAILHBIX JIaHHBIX.

2.5. JIucThl JOKYMEHTOB, MOMELIEHHBIX B IMYHOE JIE]I0, OUIekKAT HyMEepaluy.

2.6. C nenpio obecrieueHnsT HaJUIeKAIeH COXPAaHHOCTH JIMYHOTO JieJia MeAaroroB U COTPYIHUKOB
o0pa3oBaTeNbHON OpraHnu3alui U yI00CTBa B OOpAIlleHUH C HUM NPpU (GOPMHUPOBAHUU JOKYMEHTHI
MOMEIAIOTCA B OTAENbHYI0 manky. lIpu yBoigpHEeHMHM paOOTHHKA MPOIIMBAIOTCS HUTKAMHU H
CHIAIOTCS B apXUB.

2.7. BHyTpeHHSs ONMCh JOKYMEHTOB, UMEIOLIUXCS B IMYHOM JIeJe, JOJKHA COAepKaTh CBECHUS
O TOpPSAKOBBIX HOMEpaxX, HAUMEHOBAaHUSAX JOKYMEHTOB [€J1a, KOJUYECTBE JHMCTOB, JaTax
BKJIIOUEHUSI JOKYMEHTOB B JIMYHOE JEJI0 U U3BATUS U3 JIeNla, a TaKKe KeM M3bST JTOKYMEHT U 10
KAaKOH IpUYHHE.

2.8. BHYTpeHHsIs1 OIUCHh COCTaBJISIETCS HAa OTIEIBHOM JIMCTE IO YCTaHOBIEHHOW (opme. JIucTo
BHYTPEHHEN ONUCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpu moAroTOBKE JTMYHBIX /e K Tepenadye Ha XpaHeHHWEe K BHYTPEHHEH OIMUCH COCTaBIISETCS
UTOTOBasl 3aIlUCh, B KOTOPOM yKa3bIBaeTCs MUPPaMU U MPONHUCHIO KOJMUYECTBO BKIIOYCHHBIX B HEe
JIOKYMEHTOB M KOJIMUECTBO JINCTOB JIeja.
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3. IHopsiaoxk BegeHusi JHMYHBIX [eJI MeJAroroB MW COTPYAHUKOB OPraHU3alNu,
OCyLIeCTBJISIOIIEH 00Pa30BaTeJIbHYIO 1eATeJIbHOCTD
3.1. JIuuHoE nemo memaaroroB U COTPYAHUKOB 0Opa30BaTEIIbHOM OpraHMU3aIliy BEICTCS B TCUCHHUE
BCEro Meproja padoThl KAKIOTO MeJarora U COTpyJIHUKa B 00pa30BaTeIbHON OpTraHU3allnu.
3.2. JlanmpHeliee BeAEHWE JHMYHOTO Jeia IIearoroB W COTPYAHHMKOB 0Opa3oBaTelbHOU
OpraHM3alfy MPEeIyCMAaTPUBACT MOMEIICHUE B JEJI0 JIOKyMEHTOB, OOpa3yIoUIUMXCcs B IMpoIiecce
paboueii neATeTbHOCTH U UMEIOIIUX 3HAYCHHE JIJIS1 TPYJOBBIX OTHOIIICHUM:

*  JIONOJIHEHHE K JINYHOMY JIUCTKY IO YYETYy KaJpOB;

*  JIOTIOJTHUTEJIbHBIE COTJIAIICHHS K TPYJIOBOMY JIOTOBOPY;

* KONHUU MPUKA30B MO JUYHOMY COCTaBY, KOTOpBIE KacaroTCs IEJaroroB M COTPYIHUKOB

00pa3zoBaTebHON OpraHu3aIlHH;

*  OT3BIBBI JOJHDKHOCTHBIX JIUI] O TIEAArore U COTPYAHUKE 00pa30BaTeIbHON OpraHu3aIuy;

*  KOIMH JIOKYMEHTOB O MOBBIIICHUN KBaTU(DUKAIIH;

*  KOIHUU CepTU(UKATOB, TPAMOT;

* JIMCT — 3aBEpUTEIb Jeia (COCTABIAIOT MPH CIade JUYHOTO Jiejia B apXHUB);

*  UHBIC JOKYMEHTHI.
3.3. B memax oOecrieyeHHUs KOHTPOJS 33 COXPAHHOCTBIO M AaKTYalIbHOCTHIO JUYHBIX JIe1 B
00pa3zoBaTeNbHON OpraHU3alMK €XKEerogHo (He mo3gHee | KBapTasia roja, CiEAYIOLIEro 3a
OTYETHBIM) TIPOU3BOIUTCS MPOBEPKA UX HATUYHUS U COCTOSTHUS.
3.4. Exerognyto TMpOBEPKY COCTOSHHSI JIMYHBIX JENl Ha MPEAMET COXPAaHHOCTH BKJIFOYCHHBIX B
HEro JOKYMEHTOB IPOBOJMT CIELUAJIBHO CO3/aHHasg KoMmuccus. O IPOBEACHHBIX MPOBEPKAX
JIeTaeTCsl OTMETKA B JIUCTE O Pe3yJbTaTax €XKEeroJHON MPOBEPKH COCTOSHUS U HATWYUS JTUYHOTO
nena (mpusosxenue Ne 5) u coctapisieTcs akT. Pe3ynbTaThl MPOBEPKU JTUYHBIX JIE] B 0053aTEIILHOM
MIOPSI/IKE JOBOJSATCS 10 TUPEKTOpa 00pa30oBaTeIbHON OpraHU3alluu.

4. Tlopsiaok y4éTa M XpaHeHHMs JHYHBIX JeJ IeJaroroB U COTPYIHMKOB OPraHH3alMu,
ocyllecTBIIsA0IIel 00pa3oBaTeIbHYIO 1eITeIbHOCTD.

4.1. XpaHeHue U ydeT JUYHBIX JIe] MEJaroroB U COTPYJHUKOB OpPraHU3alluy, OCYIIECTBISIOLIEH
00pa30BaTeNbHYIO AEATEIbHOCTb, OPTaHU3YIOTCS C LIEIbI0 OBICTPOro M 0€30IIMO0YHOrO MOUCKa
JUYHBIX JeJ, OOECIeYeHHsT WX COXPAHHOCTH, a TaKkKe oO0ecrnedeHus KOH(QUACHIIUATEHOCTH
CBEICHMM, COJIEPKALINXCS B JOKYMEHTaX JIMYHBIX J€Jl, OT HECAHKIIMOHUPOBAHHOIO JJOCTYTIA.

4.2. JIngyHble 1ena COTPYAHUKOB XpaHsTCs B cefipe 00pa3oBaTeIbHON OpraHu3aluu.

4.3. TpynoBble U MEUIIMHCKUE KHIDKKU XPaHITCS OTJENBHO B ceide.

4.4. JlocTyn K JUYHBIM JielaM MeAaroroB U COTPYIHUKOB 00pa30BaTEIbHON OpraHu3aluid UMEOT
TOJIbKO CHELHAINUCT MO KajpaM, JUPEKTOp 00pa30BaTeNbHOM OpraHu3aliu JIMOO 3aMeCTUTENH
JTUPEKTOPA MPHU UCTIOJIHEHUH 00S3aHHOCTEN JUPEKTOpa 00pa30BaTEIHbHOM OpraHU3aIiy.

4.5. CucremaTtuszalys JIMYHBIX NI HEJaroroB W COTPYJHHKOB OOpa30BaTeIbHON OpraHuU3aluu
IIPOU3BOJUTCS B aji()aBUTHOM TOPSAKE.

4.6. JluuHple Jnena MeNAaroroB M COTPYAHUKOB OOpa30BaTENbHOW OpraHM3allid, HMMEIOLINX
roCy/lapCTBEHHbIE 3BaHUs, IPEMUH, HATPaJbl, YUCHbIE CTENICHU U 3BAaHUS, XPAHATCSA MOCTOSHHO, a
OCTaJIbHBIX COTPYIHUKOB — 75 JIeT ¢ rojia yBOJbHEHHUs paboTHUKA (B cOOTBETCTBUU C [lepeunem
TUIOBBIX YIPABICHYECKUX TOKYMEHTOB).

5. IopsAaoK BbIIaYM JMYHBIX /1] BO BpeMEHHOe M0JIb30BaHue

5.1. Beigaua nuuHBIX Jen (OTHENbHBIX JIOKYMEHTOB B COCTaBe JIMUHOTO Jejia) BO BPEMEHHOE
MOJb30BAaHUE MPOM3BOAUTCA C Pa3pelIeHUs] IUPEKTOopa 00pa30BaTENbHOM OpraHW3aldd 10
3asBJICHUIO COTPYIHHMKA OpraHU3alluH, OCYIIECTBISIONIENH 00pa30BaTeIbHYIO AEATEIbHOCTb.

5.2. Pabota (03HaKOMIIEHHE) C JTUYHBIMU JI€JIaMH MEaroroB U COTPYAHHUKOB 0Opa3oBaTeNbHOM
OpraHu3aly MPOU3BOIUTCA B NMPUEMHOU TupekTopa. B koHie pabouero JHs CHELMATHCT IO
Kaapam 00s3aHa Y6e,7:[I/ITI)C$I B TOM, 4YTO BCC JIMYHBIC J1€JIa, BBIJAHHBIC BO BPEMCHHOC IMOJIB30BAHHUC,
BO3BpallleHbl HAa MECTO XpaHEHHWs U €CTb JM HEOOXOTUMOCTb JUIsl TNPHUHATUS Mep K HX
BO3BPAIIECHHIO MIIH PO3BICKY.



5.3. dakT BhIIAYN JUIHOTO Jiea GUKCUPYETCS B KOHTPOJIBHOM YKypHaJe.

5.4. U3patue OTAENbHBIX JOKYMEHTOB U3 JIMYHOTO JIea IPOU3BOJUTCS C pa3pellieHnus AUPEKTOpa
o0Opa3oBaTeNbHOW OpraHu3alMu C O(QOpPMIIEHHEM COOTBETCTBYIOIEH 3amucu B rpade
«IIpumeuanue» BHyTpeHHeW onucH. [Ipu BpeMEHHOM U3BATHHM JOKYMEHTA Ha €r0 MECTO (MEXIY
JUCTaMU COCEJHHMX JIOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-3aMECTUTENIb C YyKa3aHUEM JaThl U
IIPUYMH U3BATHS C OJIUCHIO JIULA, BBIIABLIETO JOKYMEHT, U MOJAINUCHIO JINLA, OJYYUBIIETO €ro
BO BPEMEHHOE I10JIb30BaHUE.

6. OopmireHHe JIMYHBIX J1eJI lepe] ciaveil B apXuB
6.1. OdopmieHrEe TUYHBIX JEN JUIsl TIepeadd B apXHuB MPOU3BOAMUTCS CIEIUAIMCTOM IO KaJapam
o0pa3oBaTeNbHON OpraHu3aluy. JTa MpoLeaypa BKIH0YaeT:

* [OALIMBKY (TEpeIuIeT) Aena;

* YTOYHEHHE HyMEpalLuH JUCTOB JIeNa;

* COCTaBJIEHUE JUCTa-3aBeputens (npuioxeHue Ne §);

* cocraBieHue (yTOUHEHHE) BHYTPEHHEH onucu;

* BHECCHHE YTOYHEHUH B PEKBU3UTHI JIHILIEBOI 0OJIOKKH Jiena.

6.2. Jlucr-3aBepurenp Jena JODKEH MOJNMCATh €ro COCTaBUTENb, IPH 3TOM JelaeTcs
pacmudpoBka JOJDKHOCTH M TMOJNMCH, NPOCTaBideTcs Jjara. B mporecce HCNOIb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIENAI0TCAd COOTBETCTBYIOIIME OTMETKH. Ecau neino
MOJIIATO 0€3 JIMCTa-3aBEPUTENSA, TO €ro CIEAYeT HAKJIEUTh HA BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenpio obecreueHuss COXPAaHHOCTH JIMYHBIX JIET PEKOMEHTYEeTCSI:

* 00BeIUHATh UHIMBUAYAJIbHBIEC JIMYHbIE J€ja YBOJEHHBIX COTPYJHHKOB B OAHY OOJIOXKKY
(oObeaMHEHHOE JIENI0) C TaKHUM PAacyeToM, 4TOOBl 00beM Jena (Toma) He mpesbiman 250
JMCTOB (ITyTe€M CLIMBKU MAaTE€pPHaJIOB MHAWBUAYAJIBHBIX JI€] [0 FOJjaM YBOJIbHEHUS);

* pacrojlaraTh MaTepualibl WHAWBUAYAIBHBIX NI B Tpejaenax nena (Toma) B al(paBUTHOM
nopsake (moaMuibHO), OTAENAS MaTepUabl, OTHOCSIIUECS K Pa3sHbIM MHIUBUAYaJIbHBIM
JefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHWeM Ha HeM (paMmwind, UMEHH U OTYECTBa
COOTBETCTBYIOIIETO YBOJEHHOTO Iearora 1 COTpyAaHuKa 00pa3oBaTeIbHOM OpraHu3aluy,

* CcHa0XaThb KaxJ10€ OOBEIMHEHHOE J1eJ0 (TOM) BHYTPEHHEHW ONHUCBHIO C IEPEUUCICHHEM
¢dbamunuii, UMEH M OTYECTB M YKa3aHHEM HOMEpOB CTPaHUI], B Mpejenax KOTOPBIX
PacMoJI0KEHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenaua TUUHBIX A€ B apXUB OCYILECTBIISAETCS HE TO3/(HEE TPEX JIET MOCye 3aBepUICHUs UX
B JIEJIONIPOM3BOJICTBE B COOTBETCTBUU € TpadukoM. [IpeaBapuTenbHO CHENUaINCTOM MO Kajapam
MIPOBEPSETCS MOJHOTA U MPAaBWIBHOCTH MOJATOTOBKH JIMUHBIX /€] K nepeaaye. BolsiBieHHbIE pU
MIPOBEPKE HEAOCTATKU YCTPAHSIOTCA CIIELUAINCTOM To KaapaM. [lepenava u npuem npou3BOAsATCS
10 OTMCH C IPOCTAHOBKOM OTMETOK O HAJIMUUU JIMYHBIX /€.

6.5. Jluunble nena mMmemaroroB W COTPYIHHKOB OOpa30BaTENbHOW OpraHM3alluM, 3aKOHYCHHBIE
nenornpousBoacTBoM 110 1 sHBaps 2003 rona, xpansatcs 75 naer, nocine 1 suBaps 2003 rona — 50
ner. JluyHble nena nuMpeKTopa, IJIaBHOTO Oyxraiarepa o0pa3oBaTelbHONM OpraHU3alud HUMEIOT
MOCTOSIHHBIM CPOK XpaHEHUsI.

7. OTBETCTBEHHOCThH
7.1. Tlemaroru W COTPYAHHKH OOpa30BATEIbHOM OpraHM3aIllMU O00s3aHBI CBOEBPEMEHHO
MPEICTaBIATh CIEIUANINCTY MO KaJpaM CBeleHUs 00 HM3MEHEHHH B TEpPCOHANBHBIX JAaHHBIX,
BKJIFOUEHHBIX B COCTaB JIMYHOTO JIETa.
7.2. PaboTtonarens oOecrieunBaeT:

*  COXPaHHOCTb JMYHBIX JIEJI MTEJaTOTOB U COTPYIHUKOB 00pa30BaTEeIbHON OpraHU3aINH;

* KOH(UIEHIMAIBHOCTh CBEACHUM, COAEpKAIIUXCS B JIMYHBIX JeJaxX T[eJaroroB u

COTPYJHUKOB.

8. [IpaBa padoToaare/isi U paboTHHKA



8.1. Jlns oOecrnieueHHs 3allMThI MEPCOHAIBHBIX JAaHHBIX, KOTOPHIC XPAHITCS B JIUYHBIX JIEJIax
MeAaroroB W COTPYAHUKOB 0Opa3oBaTeNbHOW OpraHu3aldd, TeNarord W COTPYAHHKHU
00pa3oBaTeNbHOW OpraHu3alii UMEIOT IPABO:
* TMOJIYYHUTh TOJIHYIO WH(OPMAIHUIO O CBOMX IMEPCOHAIBHBIX IAHHBIX M O0pabOTKEe 3THUX
JAHHBIX;
*  MOJIyYUTh CBOOOHBIN JOCTYI K CBOUM TIEPCOHAIBHBIM JIaHHBIM;
*  TOJYYHTh KOIHH JOKYMEHTOB, XpaHSIIUECs B TUYHOM JIEJIe U COACPIKAIIHIE MTEPCOHATHHBIC
JTaHHBIEC.
*  TpeOOBaTh UCKIIOYCHHUS WIIM MCIIPABIICHHSI HEBEPHBIX U HETIOJIHBIX MEPCOHATIBHBIX JAHHBIX.
8.2. PaboTonarens umeer mnpaso:
* oOpabaTbIBaTh TMEpPCOHAIBHBIC JaHHBIC IIEAarOTOB M COTPYIHUKOB O0pa3oBaTEIbHOU
OpraHM3aIMH, B TOM YUCJIC U HA AICKTPOHHBIX HOCUTEIISX;
* 3ampOCUTh OT TENaroroB " COTPYAHHKOB O0pa3oBaTeIbHONW OpraHU3allMk  BCIO
HeoOXouMyr0 HH(MOPMALUIO IS BEACHHS JIMYHBIX JIed U 00paOOTKH TEepCOHAIBHBIX
JTAHHBIX.

9. 3ak/II0YUTEIbHbIE MOJIOKEHUS

9.1. Hacrosimee Ilonoskenue o mopske BeACHUs JTUYHBIX /1€ PAOOTHUKOB SIBIISIETCS JIOKAJIBHBIM
HOPMAaTUBHBIM AaKTOM, INPUHMMAETCs Ha COBELIAHMM OpraHU3alud MU yTBepxkaaercs (Jmbo
BBOJUTCS B JIeHICTBUE) IPUKA30M AUPEKTOPA OPraHU3alNH, OCYIIECTBISIONEH 00pa30BaTeIbHYIO
NESATEBHOCTD.

9.2. Bce m3MeHeHHS W JOIOJIHEHHS, BHOCHMEBIE B Hacrtosmiee [lomoxenue, odopmisitorcs B
INUCbMEHHOW (opMe B COOTBETCTBUM JACHUCTBYIOIIUMM 3aKOHOAATENbCTBOM  Poccuiickoit
denepanun.

9.3. IlonoxeHue O MOPS/IKE BEACHUS JIMYHBIX JeJl paOOTHUKOB 00pa30BaTEeNIbHOM OpraHu3aluu
IIPUHUMAETCS Ha HEONpeaeleHHbI Cpok. M3menenus wu pononHeHus K IlonokeHuro
IPUHUMAIOTCS B OpsijiKe, IpeaycMoTpeHHoM 11.9.1. Hacrosiero [losnoxxeHus.

9.4. Ilocne npunstus [lonmoxxeHus (MM W3MEHEHWH W JIOTIONHEHHH OTIENIBHBIX ITyHKTOB H
pa3zenoB) B HOBOM peJakIMK MPpeablayIias peJakus aBTOMaTUYECKH yTpauuBaeT CUILY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX ICJI pa6OTHI/IKOB

Ne Hata ®Qamumus, | Tabems- | JomxnocTs | CTpyKTyp- Harta u Hata u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMeEp HUe
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a IpHUKa3a
Jena nejarora u crenuanb- JIeHUe (pacnops- (pacmopsi-
COTpYIHHKA HOCTB) JKCHHS) O JKCHHS) O
nejarora u npueme IpeKpaiie-
COTpYAHHKA nejarora u HUH
coTpyAHUKa | (pacTopxke-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
NIe1aroroM U
COTPYAHUKOM
(yBosBHE-
HUU)
2 3 4 5 6 / 8 9




doung Ne

Onucek Ne

Jemo Ne

WNunexc nena

O0JI0KKa JIMYHOTO Jeja

Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX el paOOTHUKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

Jara Hauana

JlaTta okoHUaHuUA

Ha JIACTax
XpaHuTh JeT
Donpg Ne
Omuch Ne

Jemo Ne

(3aroyioBOK Jiena)



Ipunoxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

JIMYHBIX ICJI pa6OTHI/IKOB

Ne Nunexc Mara Ha3Banue Howmep IIpumeuanus
/o JIOKyMEHTa JOKYMEHTa JOKYMEHTa JIUCTOB
Jelna
Hroro: JOKYMEHTOB

(umpamMu ¥ IPOIHCHIO)

KommnuectBo nmucToB BHYTpeHHeﬁ OIMNCHu

(uudpamu 1 MPOIHCHIO)

OTBeTCTBEHHBIH 32
KaJIpOBBIM Y4eT:

(momnuck)

« » 202 ronma




©.1.0.

[Tpunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JMYHBIX JIe]1 pabOTHUKOB

JlOMKHOCTD

JInanoe nemo Ne

JlaTa o3HaKOMJIEHUs IIearora
U COTPYAHUKA C JINYHBIM
JIEJIOM

IMoamnucek nemarora u
COTpYAHHKA

OTMeTKH, IPUMEYaHus,
3aMeYaHUs




[Tpunoxxenne Neb

K ITOJIOKCHHUIO O TOPAAKE BCIACHUA

JIMYHBIX ICJI pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMY U1 JIMYHOTO J1eJi1a

O.1.0.

JomKHOCTD

JInuanoe nemo Ne

[ara npoBepku

d .UN.0O. une”osn
KOMMCCHH

Tloanucu yieHoB
KOMHUCCHU

Pe3ynbTat nmpoBepku




1. ®ammnns

Ipunoxenne Neb

K ITOJIOKCHHUIO O TOPAAKE BEIACHUSA
JIMYHBIX ICJI pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nms

OT4yecTBO

2. Ilon

3. T'oxn, yuciio u MecAll pOXKACHUS

4. Mecto poxxaeHus

5. I'paxxnaHcTBO

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

6. O0OpazoBaHue

HazBanwue
y4eOHOTO
3aBEIEHUS U €T0

MECTOHaXOXJICHUC

®PakynbTeT
W
OTJIEJICHHE

T'ox
MOCTYIUIEHUS

T'on
OKOHYaHUS
WM yX0/a

Ecau ne
OKOHYHII, TO
C KaKkoro
Kypca yIuien

Kakyro
CIIELUAIBHOCTh
HOJIY4MJI B
pe3yabTare
OKOHYaHUs
yueOHOTO
3aBeJICHN,
ykaszaTb Ne
JUTIIIOMA WITH
YIOCTOBEPEHHS

7. Kakumu HWHOCTPAHHBIMU A3bIKAMHU BJIAACCTC

8. Y4eHas cTeneHb, y4eHOE 3BaHNE

9. Kakue nmeete Hay4dHbIe TPY/bl U U300pETCHUS

(4uTaere U NEepeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHSITHCS, BlIaJIeeTe CBOOO/IHO)




10. Bemonnsiemass paboTa ¢ Hayajga TPYJIOBOH AEATENHHOCTH (BKIOUas y4eOy B BBICHIUX H
CPEIHUX CIIEIHATIBHBIX YUeOHBIX 3aBEACHUAX, BOCHHYIO CIYXOy 1 paboTy 110 COBMECTUTENHCTBY)

Mecsiu v ron JIOJKHOCTB C YKa3aHUEM YUPEKICHUS, MecronaxoxaeHue
MOCTYTIJICHUS yxojaa OpraHu3aliy, MPEIIPUITHS, a TAKKE yUpexACHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
MPEANPUSITHS

11. IIpeOriBanue 3a rpanuiieii (padbora, cirykeOHasi KOMaHIUPOBKA, TIOE3/Ka C JAeieraiyuei)

Mecsan u ron B xaxoii ctpane [ens nmpeObIBanMs 3a
C KaKoro 10 KaKoe IpaHMLIEH
BpEMCHHU BpeMs

12. YyacTue B BHIOOPHBIX OpraHax

Mecto BEIOOpPHOTO Hassanue BeIOOpHOTO B kauectBe koro Ton

oprasa oprasa BbIOpaH n30paHus | BBIOBITHSA

13. Kakue numeere npaBUTEIbCTBEHHbIE HArpa/ibl

Korna u keM HarpaxnaeH

14. OTHOIIIEHHE K BOMHCKUM 00S3aHHOCTSIM U BOUHCKOE 3BaHUE

CocraB Popn Boiick
(KOMaHJHBI!, MOJTUTHYECKUH, aIMUHUCTPATUBHBIN, TEXHUYECKUHN U T. 11.)

15. CeMeliHOE TIOJIOKEHIE B MOMEHT 3aM0JIHEHUS JIMYHOTO JIUCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. lomarinuii agpec

17. O6s3yt0Ch CBOEBPEMEHHO M3BEIIATh 000 BCEX M3MEHEHUSX JaHHBIX, BKIIOUCHHBIX B JIMYHBIN
JIMCTOK MO YYETY KaJpOB.

« » 202 roma




AHKETA

[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O IOPAAKE BEACHUA

JIMYHBIX ICJI pa6OTHI/IKOB

damunusa

Nms

OT4ecTBO

Jara poxneHus

1. I'paxaancTBo (eciid U3MEHSIIU, TO YKaXUTE,
KOT'JIa ¥ 110 KaKOW pUYUHE)

2. OOpa3zoBanue, yd4eHas CTENeHb (Korga u
Kakue y4eOHbIC 3aBEJCHHUS OKOHYWIHM, HOMEpa
aumiomMoB). CrenuanbHOCTh M KBaTH(DHUKAIUSL
0 TUTUIOMY

3. KakuMu MHOCTpaHHBIMHU A3bIKAMU U A3bIKAMHU
HaponoB Poccuiickoit denepanun Biaaeere u B
Kakol  cTemeHd  (YuTaere U MOXKETe
00BSCHATHCS, BIIAJIEETE CBOOOJIHO)

4. BeinonHsiemas paboTa ¢ Hayana TpyAOBOH eATeNIbHOCTH (BKJIIOYas BOCHHYIO CIIyKOy U paboTy

110 COBMECTHUTEIILCTBY)

Mecsi u o [[OJ'DKHOCTB C YKA3aHUCM YUIPCIKIACHUA,

MOCTYIUIEHUS yxoJza OpraHu3aliu, IPEeANPHUITH, a TAKKE

MHUHHCTEPCTBA (BEIOMCTBA)

MecronaxoxaeHue
YUpEeKACHUS,
OpraHu3aluy,
PEANPUATUS

5. Bamm Onu3kue poJCTBEHHUKH (JKEHA, MY, OTeIl, MaTh, OpaThsi, CECTPHI)

Crenenn Ddamuaus, UM, T'on

pPOACTBa OTYECTBO POXIACHUSA

Mecto paboTh,
JIOJDKHOCTD

Anpec mecta
JKUTEIIbCTBA

6. lomarHuii aapec u Homep TenedoHa

7. IlacnopT WK JOKYMEHT, €r0 3aMEHSIOIINN

(HOMEp, cepusl, KeM M KOTJIa BBIJIaH)

8. JlomomHUTENBHBIE CBEICHUS, KOTOpBIE BB jkemaeTe cooOmmTh 0 cede

10. Ha xaxo#i ypoBeHb 3apruiatel Bel paccuutbiBaere?

« » 202 ronma

(IOMKHOCTB OTBETCTBEHHOT'O 32 KaJIPOBBIN yder)

(moamucs)

(pacumpoBKa IOIITUCH)




Ipunoxenne Ne8
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX el paOOTHUKOB

JIMCT-3ABEPUTEJIb

meJsa Ne
B nene npomuro v npoHyMepoOBaHO JINCTOB
(uudpamu ¥ MPONKCHIO)
¢ No o Ne , B TOM YHCJIE:
JINTEpHbIC HOMEpA JINCTOB
MPOIYILIEHHBIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEU OMKUCH JINCTOB
OcobeHHOCTH (PU3UYECKOTO COCTOSTHUS U Howmepa nucroB
dbopMupoBaHus 1ena
OTBETCTBEHHBIN 3a
KaJIpOBBII y4eT
(moamuce) (pacumppoBKa MOAIKUCH)

« » 202 ropga




