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MNOJIOKEHHUE O OPSAJIKE ®OPMUPOBAHMNS,

BEJIEHUS U XPAHEHU S JIMYHBIX JIEJ IEJATOI'OB U COTPYJIHUKOB
MYHUIIMITAJIBHOI'O BIOJI)KETHOI'O OBIIIEOBPA3OBATEJIBHOI'O
YUYPEXKJEHUS CPEJHEW OBIIIEOBPA30OBATEJBHOM IIKOJIBI Ned UMEHU
I'"M.JJYBA CTAHUIIBI KPBIJIOBCKOMY MYHUILIUITAJIBHOI'O OBPA3OBAHUSI
JEHUHT PAJICKHAU PAMOH (MBOY COII Ned)

. OBIME ITOJIOXKEHUA

1.1. Hacrosimee [lonoxenue o nopsake GopMupoBaHusi, BEACHUS U XpaHEHUSI IMYHBIX J1€T
negaroroB U cotpyaHukoB MBOY COI Ne4 (nmanee — Ilomoxkenue) ompezenseT HOPSIOK
(dbopMHUpOBaHUS W BEJEHUS JIMYHBIX JIEJ TEJaroroB, a TAK)KE MHBIX COTPYAHHMKOB M PAaOOTHHKOB
OBPA3OBATEJIbHOM OPTAHU3AILINM (nanee — OPTAHM3ALIMS), ycTaHABIHBAET TIOPAIOK
yuéra, XpaHeHHs U BbAAYU JINYHBIX JIe] BO BPEMEHHOE MOJIb30BaHUE, & TAKKE OTBETCTBEHHOCTb,
npaBa ¥ 00s13aHHOCTH paboTHUKOB U aupekTopa OPITAHU3ALINUN.

1.2. Tlonoxxenue pa3paboTaHO B COOTBETCTBHH C:

- Tpynoseim Konexkcom Poccuiickoit deneparuu;

- @epepanbHbIM 3akoHOM Poccniickoit @enepaumu ot 29.12.2012 r. Ne 273-®3
«O06 obpazoBanuu B Poccuiickoit denepanun» (¢ U3BMEHEHUSIMU);

- ®enepanpHbiM  3akoHOM Poccuiickoit ®enepanuu ot  27.07.2006 1. Ne 152
«O TmepcoHaNbHbIX JAaHHBIX» (C U3MEHEHUSIMN ),

- llpukazom @enepasibHOro apxuBHoOro areHrctsa ot 24.12.2020 r. Ne 199
«O0 yTBepxkaeHnn  MeToauveckux  peKoOMeHJauuid 1o  pa3paboTke  HMHCTPYKIUH 1O
JIEJIONPOU3BO/ICTBY B TOCYIaPCTBEHHBIX OpPraHax, OpraHax MECTHOI'O CaMOYIIPABIICHU»,

-  UWHBIMH  HODMAaTHBHBIMM  aKTaMH, pETYJIUpPYIOLUIMMH  BONPOCHl  KaJpOBOTO
JIeTIONPOU3BOJICTBA, APXUBHOTO Jiela W TPYAOBBIX OTHOIICHHHA MEXIy paOOTHHKOM U
paboTtonarenem;

- KonmnextuBueim norosopom OPI"”AHU3ALINU;
- Ycraom OPITAHU3ALINNA.
1.3. Hacrosiiee IlonokeHue yrBepknaercss mpukazom aupekropa OPITAHU3ALIMU u

SBJIAETCS O00s3aTelNbHBIM JJIsi BCEX KaTeropuil mNeAarornyeckux U JPYruX COTPYIHUKOB
OPI"AHM3ALINMN.

1.4. Benenne nuunblx nen nexaroros U corpynHukos OPI'TAHU3AIINN Bosnaraerca Ha
cneyuanucma no kaopam OPTAHU3ALINN.

1.5. JIndHOe N1e710 — OCHOBHOW JTOKYMEHT MEepPCOHAIBHOTO Y4€Ta, colepiKalinii Hanbosee
nosHble cBeneHus o pabotnuke OPCAHU3AILINU u ero TpynoBoii nestensHocTy. B mnyHoe n1eno
BHOCATCS CBEJICHHSI, CBA3aHHBIE C IOCTYIVIEHUEM Ha pabOTy U YBOJIbHEHHUEM.
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1.6. Cgegenus, cojiepkamuyecs B JIMYHOM JIeJie, OTHOCSTCA K KOH(MUICHIIMATBHON
nH(pOpMAaINY, UMEIOT OTPAaHIMYEHHBIN TOCTYII U Pa3IJIAlICHUIO HE MOJIIekKaT.

1.7. Jlmanoe neno BeAETCS B TEYCHHUE BCEro Niepruoaa paboTel pabOTHHKA.

1.8. Benenme HECKONBKMX JHYHBIX Jien onxHoro pabotHuka OPTAHU3ALIMN nHe
JOIYCKaETCsl.

Il. HOPAJOK ®OPMUPOBAHUS JIMYHBIX JEJI
INEJATI'OI'OB 1 COTPYJIHUKOB

2.1. ®opmupoBaHue JUYHOrO Jena mexgaroroB u corpyaHukoB OPI'AHU3ALINU
MPOU3BOAUTCA HenocpeacTBeHHo nocie npuéma B OPCAHU3ALINIO wnu nepeBoga neaaroroB u
COTPYJHHUKOB U3 JIpyroil o0pa3oBaTeabHON OpraHUu3aIuH.

2.2. B cOOTBeTCTBUM C HOPMATUBHBIMHU JOKYMEHTAMH B JIMYHBIC JI€Jla TIEAAroroB H
corpyaankoB OPI"TAHM3AIIMU BkiiagpIBatoTCs ClIEAYIOUIUE JOKYMEHTBI:

s nedazoeos:
* 3asiBJICHKE O MprEMe Ha paboTy;
* 3asIBJICHHE O COTJIACUU Ha 00Pa0OTKY NMEePCOHATBHBIX JJAHHBIX TIEIarora;

ecrpaBka O Hajauuud (OTCYTCTBHHM) CYAMMOCTH U (W) (akTa yroioBHOTO
MpeciieIOBAHMUS, BBIIAHHOTO COOTBETCTBYIOIIMM OPTraHOM MPABOMOPSIIKA;

* aproOnorpadus;

* KOIIHS [TacIOpTa WJIM MHOTO JJOKYMEHTA, YAOCTOBEPSIOILIEr0 JUUHOCTD;
* KOIIHSI CTPaxOBOT'O CBUJIETENIHCTBA IEHCMOHHOTO CTPAaXOBaHUS;

* KOMUSI MACHTU(PHUKATMOHHOTO HOMEpa HaJIOroIyIaTeNbIINKa;

* KOTIHSI JOKYMEHTa BOMHCKOTO y4deTa (/1151 BOGHHOOOS3aHHBIX );

* KOTIMSI CBUJIETENIbCTBA O 3aKII0YEHUH Opaka (MpH HaJIU4UN);

* KOTIMSI CBUJIETENIHCTBA O POKIACHHUHM JIeTeH (MpU HATTMUMHN);

* KOTIUU JJOKYMEHTOB 00 00pa30BaHuY;

* KOMMA JOKYMEHTOB O KBATU(QUKANWK WIA HAIWMYUW CHCHHAIBHBIX 3HAHUK (TIpU
HaJIU4un);

* KOITUM aTTECTAI[MOHHBIX JIUCTOB (IIPU HAJIMYUN);

* KOITUM TOKYMEHTOB O HarpaKAeHuM (IpH HAIUYHHN);

* XapaKTEePUCTHKH, pEKOMEH/1aTeNIbHbIE MHChMA (TTPU HAIUYHHN);
* IpHKa3 o npuéme Ha padoTy;

* [IpHKa3 O MEePEeBO/IE HAa MHYIO JIOJDKHOCTH (IIPU HAJIMUMN);

* TIOJDKHOCTHAsI MHCTPYKITUS (JOHKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAueHHUs Ha BCe
JOJKHOCTH),

* TPYZIOBOM JIOTOBOP (C TOCJEAYIOMHUM BKIIOYEHHUEM JOTIOJHUTEIBHBIX COTJIAICHUN
K TPYJOBOMY JIOTOBODY);

* TPYAOBYIO KHIKKY (IIpY BEIEHUU Ha OYMa)KHOM HOCHUTEIE);

* MEMLHUHCKYIO KHIKKY.

na pabomuuxos:

* 3asiBJICHHE O MpuEMe Ha padoTy;

* 3asiBJICHHE O COTJIACUHU Ha 00PabOTKY NMEePCOHATBHBIX JaHHBIX PAOOTHUKA,

ecrmpaBka O Hanuuud (OTCYTCTBHHM) CyauMocTd © (W) Qakta yroiloBHOTO
MpeciieIOBaHus, BbIIAaHHOTO COOTBETCTBYIOIIMM OPraHOM MPaBOMOPSIIKA;

* aBToOMOTpadus;



* KOITHUS ITaCMOPTa WA UHOTO JIOKYMEHTA, YIOCTOBEPSIOIIETO TMYHOCTH;
* KOITUS CTPaxOBOT'0 CBHJIETEIHCTBA ICHCHOHHOTO CTPAXOBAHUS;
* KOITUS HICHTU(DUKAIIMOHHOTO HOMEPa HAJIOTOIUIATEIIbINKA;

* KOITUS JIOKyMEHTA BOMHCKOTO Y4€Ta (JIUIsl BOCHHOOOS3aHHBIX );
* KOITUS CBHJICTEIILCTBA O 3aKIIFOYCHUU Opaka (P HAJIMYHH);

* KOITUS CBHJICTEIILCTBA O POXKICHUH JIeTe (MPH HATMYHH);

* KOIIUU JOKYMEHTOB 00 00pa30BaHUH,

* KOITUH JOKYMEHTOB O HarpaKACHUU (IIPH HAIWYHH);

* XapaKTEPUCTHKH, PEKOMEHIaTeNIbHbIC TTMChbMa (TIPH HATWYHH);
* IpuKa3 o npuéme Ha padoTy;

* [IPHKa3 O TIEPEBO/JIC HAa UHYIO JIOJDKHOCTH (TP HAJIMYHH);

* IOJDKHOCTHAsI MHCTPYKIUS (JOJHKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAu€HHUs Ha Bce
JOJKHOCTH);

* TPYIOBOM JTOTOBOP (C TOCIEAYIONIUM BKIFOUCHUEM JOMOJHHUTEIBHBIX COTJIAMICHUH
K TPYZIOBOMY JIOTOBODY);

* TPYZIOBYIO KHIDKKY (IIPU BEJICHUU Ha OYMa)KHOM HOCHUTEJIE);

* MEJMIIMHCKYIO KHIKKY.

Pabomooamenv ogpopmnsem:

* TPYIOBOI JOTOBOP B JIBYX IK3EMILISIpax;

* puKa3 o npuéme Ha padboTy (0 MepeMelICHUN Ha JPYTUe TOJHKHOCTH);

* TUYHYIO KapTouky Ne T-2;

* IOJDKHOCTHYIO HHCTPYKITUIO B ABYX 9K3EMIUISIpax.

Pabomooamenv 3naxomum:

* ¢ HopMaTuBHO-TIpaBoBbIMH JoKyMeHTamMu OPTTAHU3ALIMN (YcraBom, KonnekTUBHBIM
norosopow, ITpaBunaMu Tpy10BOTo pacnopsaaka u APYTUMHU JOKAJIbHBIMU aKTaMHU);

* C IOJDKHOCTHOM MHCTPYKIIUEH;

* IPOBOJAUT BBOJHBIM MHCTPYKTaX, MHCTPYKTAX II0 OXpaHE TPyHda, HHCTPYKTAXK IO
MIPOTHBOIOXKAPHOU OE30MaCHOCTH.

2.4. HepBI/I‘IHOG O(l)OpMJ'IeHI/Ie JIMYHOTO Acjia NpeAyCMaTpuBacT:

* IIPUCBOCHME JIMYHOMY JI€Iy HOMEpa COIJIaCHO JKypHaly Yydé€ra JIMYHBIX [el
(mpumnoxenue Ne 1);

* TpOCTaBlICHHE Ha OOJIOKKE JUYHOro Jeia (mpuiokenne No 2) cremyrommx
PEKBHU3UTOB: MHJAEKC Jena (B cooTBeTcTBUM ¢ HOoMeHKinarypoill aen OPI'TAHU3AILINU; nomnHoe
nanmenoBaane OPITAHU3ALIUU; nomep nmyHOro nena; (gamuiums uMs OTYECTBO pPaOOTHHKA
B IMEHUTEIIBHOM MaJeXe; JaTbl — IOJ Hayajla U roJl OKOHYaHWsS BEACHHUS JENa; KOJIMYECTBO
JIUCTOB; CPOK XpaHEHHUS;

® IMOMCIICHUE JOKYMCHTOB, IIOAJICKAIIMUX XPaHCHHIO B COCTAaBC JIMYHBIX [OCII,
B XPOHOJIOTUYCCKOM IOPAIKE:

v/ BHYTPEHHSISI OIUChH JJOKYMEHTOB Jiena (npuoxenue Ne 3);
v/ JTMYHBIA JIUCTOK 110 yUETy KaapoB (mpuiaoenust Ne 6);

v’ 3asBiieHHE O puéMe Ha pabory;

v’ mpukas o npuéme Ha paborTy;

v’ Tpym0BOii 10rOBOP;

v/ JIOTOBOp O TOJHOW MAaTepUabHOW OTBETCTBCHHOCTH (eciu pabOTHUK —
MaTepHabHO OTBETCTBEHHOE JIUIIO);
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v/ XapaKTEPUCTUKH M PEKOMEHIATEbHBIE ITUChMa;
v’ cornacue Ha 00pabOTKy MEPCOHATBHBIX JIAHHBIX.
2.5. JIucThl JOKYMEHTOB, TOMEIIEHHBIX B JIMYHOE €10, MOJIeKAT HyMEepalluu.

2.6. C unenbto obecrieyeHus: HaajIeKalled COXPAaHHOCTH JIMYHOTO Jejia IeAaroroB Hu
corpyauukoB OPI"AHU3 AL u ynoOcTBa B oOpatieHiu ¢ HUM IpH GOPMUPOBAHUU JOKYMEHTBI
IIOMEUIAIOTCA B OTHENIbHYIO Hanky. llpum yBogpHEeHMHM pabOTHHMKA NPOLIMBAIOTCS HUTKAMH MU
CHIAIOTCS B APXUB.

2.7. BHyTpeHHs ONHUCHh JIOKYMEHTOB, UMEIOIIMUXCA B JIMYHOM JI€Jie, JOJDKHA COJEPKaTh
CBEICHHUS O MOPSIKOBBIX HOMEPAxX, HANMEHOBAHUSAX JTOKYMEHTOB JIeJ1a, KOJMYECTBE JMCTOB, JaTax
BKJIFOYEHUSI JOKYMEHTOB B JIMYHOE JIEJIO U U3BITHUS U3 JIeNa, a TAKXKE KEM U3bAT JOKYMEHT W IO
KakoW MpUYUHE.

2.8. BHyTpeHHsIsI ONMCh COCTaBIISIETCS HAa OTJENBbHOM JIUCTE 0 YCTAHOBJIEHHOW (opMme.
JIuCThl BHYTPEHHEN OIMCU HYMEPYIOTCS OTACIIBHO.

2.9. Ilpu noAroTOBKE JMYHBIX JEJl K Iepelade Ha XpaHEHHE K BHYTPEHHEH OMHCH
COCTaBJIICTCSI MTOrOBasi 3alMCh, B KOTOPOM YKasbIBaeTcs LU(PpaMU U IPOIUCHI0 KOJIUYECTBO
BKJIFOYEHHBIX B HEE€ JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIENa.

1. HOPAAOK BEAEHUA JIMYHBIX AEJI IEJAT'OI'OB
N COTPYJHUKOB OPI'TAHU3ALIUN

3.1. JInunoe neno nenaroroB u cotpyaHukoB OPI"TAHU3AILINN Benércsa B TeueHUE BCETrO
neproja padboTel Kakaoro reaarora u corpyaanka 8 OPCAHU3ALIUN.

3.2. JlanbHeiiiee BeAeHUE JIMYHOTO Jena menaroroB u corpyaHukos OPTAHU3AIIMN
IpeJycMaTpuBaeT IOMELICHHE B JIeN0 JOKYMEHTOB, 0Opa3yrloluxcs B Iporecce paboueit
JEeSITeTPHOCTH M MMEIOIINX 3HAUYEHHUE IS TPYIOBBIX OTHOIIICHHIA:

* JIONOJIHEHHE K JINYHOMY JIMCTKY IO YUYETY KaJpOB;
* JIOTNIOJIHUTEJBHBIE COMVIAIIEHUS K TPYAOBOMY JAOTOBOPY;

* KONWM IPHUKA30B IO JINYHOMY COCTaBY, KOTOPbIE KacarOTCs MENaroroB U COTPYIHHUKOB
OPI"AHM3ALINY,

* OT3BIBBI JOJDKHOCTHBIX JIMII 0 ienarore u cotpyaauke OPITAHU3 ALY,
* KOIHHU JIOKYMEHTOB O MOBBIIIEHUH KBAIN(UKAIUH;

* KOIMHHU CepTU(PUKATOB, IPaMOT;

* JIMCT-3aBEpPUTENb JIesa (COCTABIAIOT MPH cljaue JIUYHOTO JeNia B apXUB);

* UHBIE JOKYMEHTBHI.

3.3. B nensax obecrieueHuss KOHTPOJIS 3a COXPAHHOCTBIO U AKTYaJIbHOCTHIO JIMYHBIX €]
B OPTAHU3AIINUUN exeronHo (He mo3nHee | kBaprama rojaa, CIEAYIOLIEro 3a OTYETHBIM)
IIPOU3BOJUTCS IIPOBEPKA UX HAJIMYUSA U COCTOSHHUS.

3.4. ExXeronHyio TpOBEPKY COCTOSHHUS JIMYHBIX JIeT Ha MpeaMeT COXPaHHOCTU
BKJIFOUEHHBIX B HEro JOKYMEHTOB MPOBOJUT CIELHUATIBHO co3aHHasi komuccus. O MpoBeAeHHbBIX
IIPOBEPKAX AEIAETCSI OTMETKA B JIMCTE O PE3YJIbTATaX €KErOJHON MPOBEPKHU COCTOSIHUS Y HAJINYMS
auyHoro gena (mpuioxkeHue Ne 5) u cocraBnsercss akT. Pe3ynbTraThl MPOBEPKH JIMYHBIX €T
B 00s13aTeNbHOM HOpsiike AoBosATCs 10 aupexkropa OPTAHU3ALINN.

4. TIOPSAAJIOK YUYETA U XPAHEHWSA JIMYHBIX JIEJ IIEJATOI'OB
N COTPYJHHUKOB OPI'TAHU3 AL

4.1. XpaHeHwe W YY€T JUYHBIX Jea nenaroroB u cotpyaHukoB OPI'AHU3AIINN
OpPraHM3yIOTCA C IENbI0 OBICTPOTO M 0€30MMO0YHOrO MOWCKA JIMYHBIX I, OOECIeYeHHsS HX
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COXpPaHHOCTH, a TaKke o0ecredeHuss KOH(PUACHIMAIBLHOCTH CBEICHHM, COICPKAITUXCS
B JIOKYMEHTaX JINYHBIX JIEJI, OT HECAaHKIIMOHUPOBAHHOTO JOCTYIIA.

4.2. JIuunHble Aena COTPYIHUKOB XpaHsTcs B cetihe OPTAHU3ALINN.
4.3. TpynoBbIe ¥ MEAUIIMHCKIE KHIKKH XPAHITCS OT/ICIBHO B ceiide.

4.4. JlocTyn K JIUYHBIM JieiaMm negaroros u corpyaaukos OPITAHU3 AT nmerot ToJIbKO
cekpemapbn, cneyuanucm no kaopam, mapexkrop OPITAHU3AIIMN mubo 3aMecTUTenn AUPEKTOpa
IIpU UCTIONHEHUH o0s3anHocTel nupekropa OPCAHU3ALINU.

4.5. Cucremaruzanusi JIMYHBIX JAel nexaroroB u corpyaHukoB OPI'AHU3ALINU
IPOU3BOAUTCS B alhaBUTHOM TTOPSIKE.

4.6. JInunbie nena nenaroroB u cotpyaHukoB OPITAHU3AIIMU xpaunstcs 75 ner (eciu
JUYHBIE JieNia ObUIM 3aKOHYEHBI AeNonpon3BoaAcTBoM 10 1 saBaps 2003 roma) wim 50 net (ecnu
JTUYHBIE JeNia ObUTH 3aKOHYEHBI Aeonpon3BoAcTBOM mocie 1 saBapst 2003 roga) (B COOTBETCTBUU
c 1. 445 TlepeuHs TUMOBBIX YIPABJICHUECKUX aPXUBHBIX JOKYMEHTOB, 00pa3yIOIMIUXCS B MPOIIECCE
JEeSTeNIbHOCTH TOCYAapCTBEHHBIX OPTraHOB, OPTaHOB MECTHOT'O CAMOYIIPABJICHHS U OpraHHU3allHil, C
yKa3aHHUEM CPOKOB UX XPaHCHHUs, YTBEP)KACHHBIM mprka3oM Pocapxusa ot 20.12.2019 r. Ne 236).

4.7. OtnenbHble nUYHBIE fAena menaroroB u corpyanukoB OPI'AHU3AILIMU mocne
WCTCUCHHS YCTAHOBJICHHOTO CPOKA UX XPAaHCHHS MOTYT ObITh OTOOpaHbI Ha TIOCTOSIHHOE XPaHCHHUE.

V. HOPAJOK BbIJIAYM JIMYHBIX JEJI BO BPEMEHHOE IIOJIb30BAHUE

5.1. Bplgaya su4HbIX Jen (OTHENbHBIX JOKYMEHTOB B COCTaBe JIMYHOTO JieJla) BO
BPEMEHHOE I0JIb30BaHUE MNpPOM3BOAUTCS C paspemienus aupekropa OPIAHU3ALIMU no
3asBieHuto corpyagauka OPI'AHU3ALINN.

5.2. Pabora (o3HaKoMmJIeHHWE) C JHUYHBIMU JeJlaM{ T[EJaroroB U COTPYAHUKOB
OPTAHU3AIMU mnpousBogutcsi B omoene kaopos. B KoHlle pabouero IHsS cekpemapv uiu
cneyuanucm no Kaopam 00s3aHbl YOEAWTHCS B TOM, YTO BCE JUYHBIC J€Na, BBIIAHHBIE BO
BPEMEHHOE I0JIh30BAaHUE, BO3BpAICHBI HA MECTO XPaHEHUS W €CTh JIM HEOOXOAMMOCTH IS
MIPUHSATHS MEP K UX BO3BPAIICHUIO UITH PO3BICKY.

5.3. ®@akr BbIJA4H JIMYHOTI'O JCJIa (bHKCI/IpyeTC}I B KOHTPOJIbHOM KYypHAaJIC.

5.4. "3bsATHE OTAENBHBIX JOKYMEHTOB W3 JIMYHOTO Jiela MPOM3BOJIUTCS C pa3pelieHus
mupektopa  OPTAHU3ALIMU ¢  odopmieHreM COOTBETCTBYIOLIEH 3amucu B rpade
«ITpumeuanue» BHyTpeHHeN onucH. [Ipy BpeMEHHOM H3BATHM JOKYMEHTA Ha €ro MecTo (MEeXIy
JJUCTaMH COCEIHUX I[OKYMCHTOB) BKJIAABIBACTCA CIPABKA-3aMECTUTCIIbL C YKA3aHUEM [OAaThl U
IIPUYMH U3BATHS C TIOIIUCHIO JIMLA, BBIIABIIETO JOKYMEHT, U MOANMCHIO JIMIIA, TOJIYYUBILIErO €T0
BO BPEMEHHOE I10JIb30BaHHUE.

VI. O°POPMJIEHUE JIMUHBIX JIEJI ITIEPEJ] CIAYEW B APXVB

6.1. Odopmienne JTUUHBIX ACN JJIS TIepeadyd B apXUB MPOU3BOIAUTCS CIIEITUATHCTOM TIO
kagpam OPITAHU3AILIMN. Dta npouenypa BKIOYAET:

* TOJIIMBKY (MIEPEIIeT) Jena;

* YTOYHEHHE HyMepalliuH JUCTOB JeNa;

* CocCTaBlieHHE NTUCTa-3aBepuTens (mpunoxerune Ne §);

* cocraBleHHE (YTOUYHEHHE) BHYTPEHHEH OMUCH;

* BHECEHHUE YTOYHEHUI B PEKBU3UTHI JUIIEBOW OOIOXKKH JIena.

6.2. Jlucr-3aBepuTenb JAena JOJKEH MOAMHUCATh €ro COCTaBUTENb, NMPHU 3TOM JIEJIaeTCs
pacmndpoBKka OMKHOCTH M TMOJIHCH, NPOCTaBIseTcs naTa. B mpoiecce HCIONb30BaHUS
apXMUBHBIX JOKYMEHTOB B JIUCTE-3aBEPUTEINIC JEIAI0TCA COOTBETCTBYIOLIUME OTMETKU. Ecnu nemno
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MOAIIUTO 0€3 JHMCTa-3aBepUTEINsl, TO €ro CleAyeT HAKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenpio o0ecrieyeHns: COXpaHHOCTH JIMUHBIX JIEJI PEKOMEH/TyeTCs:

* 00BEIMHATh MHAUBHIYaIbHBIC JTUYHBIC JIea YBOJCHHBIX COTPYJHUKOB B OJHY OOJIOXKKY
(oOBeaMHEHHOE JEJI0) C TAaKMM pacdeToM, 4yToObl 00bEM jena (ToMa) He mpeBbiman 250 aucToB
(TyTéM CIIMBKYM MaTEePUAIOB MHAUBHIYALHBIX JCI TI0 TOJ]aM YBOJIbLHCHUS);

* pacmojiarath MaTepHaibl HHIWBUIYaTbHBIX JEN B Mpenenax aena (Toma) B aapaBUTHOM
nopsiike (modamMuIbHO), OTAEISS MaTEPHAIIbI, OTHOCSIIMECS K Pa3HbIM MHIWBUYaJIbHBIM JIeJIaM,
YUCTBIM JIICTOM OyMard ¢ ykazaHueMm Ha HEM (aMUINH, IMEHU U OTYECTBA COOTBETCTBYIOIIETO
yBOJIEHHOT0 Tiefarora u corpyaauka OPI'AHU3 ALY

* cHaOXaTh KaXJI0€ OOBEIMHEHHOE JeJI0 (TOM) BHYTPEHHEH OINMHUCHIO C TEPEUHCICHUEM
dbamMunmii, *MEH U OTYECTB M YKa3aHUEM HOMEPOB CTPAHUII, B MPEEIaXx KOTOPHIX PACIOIOKEHBI
COOTBETCTBYIOILIHE JOKYMECHTHI.

6.4. Tlepemaua NUYHBIX A€M B apXWB OCYHIECTBISECTCA HE MO3AHEE TPEX JET TMocie
3aBEpIICHHS UX B JICIONPOU3BOJICTBE B COOTBETCTBHH C TpadukoM. [IpenBapurensHo cekperapeM,
CHEIHATMCTOM IO KaJpaM MPOBEPSETCS IMOJTHOTAa W MPaBUIBHOCTh MOATOTOBKH JIMYHBIX [EI]
K nepenave. BrisgBieHHBbIE TPU MPOBEPKE HEAOCTATKU YCTPAHSIOTCS CEKPETapeM, CIEeIHATINCTOM
no kazapam. [lepenaya u mpuéM MpPOU3BOAATCA MO OMKCH C MPOCTAHOBKOW OTMETOK O HAIMYUU
JUYHBIX L.

VIlI. OTBETCTBEHHOCTb

7.1. Ilenarorn u corpyanuku OPITAHU3ALUUN 006s3aHbl CBOEBPEMEHHO IPEACTABIISTH
CeKpeTapro WM CHEHMAIMCTY MO KaJpaM CBeleHUs 00 M3MEHEHUHM B IMEPCOHAJbHBIX JaHHBIX,
BKJIFOUEHHBIX B COCTaB JIMYHOTO JiejIa.

7.2. PaboTomarenb 00eCIeUnBaET:
* COXPaHHOCTH JIMYHBIX JIeT neaaroros u cotpyanukos OPCAHU3ALINY;

* KOH(QUICHIMAIBHOCTh CBEJCHUN, COAEpKAIUXCS B JIMYHBIX J€Jlax MeAaroroB Hu
COTPYJIHUKOB.

Vill. TIPABA PABOTOAATEJISA U PABOTHUKA

8.1. JIns oGecreyeHus 3aIIUThl MEPCOHAIBHBIX JaHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX
nenax nenaroros u corpyaaukoB OPI'TAHU3ALIMU, neparoru 1 cCOTpyAHUKY UMEIOT MPABO:

* IOJYYUTh TIOJIHYI0O WH(OPMAIMI0O O CBOUX IMEPCOHAJBHBIX JAaHHBIX M 00pabOTKE 3THUX
JTAHHBIX;

¢ IOJIYUUTH CBO6OI[HBII>1 JOCTYII K CBOMM IICPCOHAJIIbHBIM JIAHHBIM;

¢ IOJIYUUTHb KOIIMK JOKYMCHTOB, XpaHAIIUCCA B JIMYHOM JCJII€ HW  COHACPIKAIIUC
IEPCOHAIBHEBIC JAHHBIC.

'Tpe6OBaTB HUCKIIIOYCHUA WM UCIPaABJICHUA HCEBCPHBIX MW HCIOJHBIX TMMEPCOHATIBHBIX
JaHHBbIX.

8.2. Pabotomarens uMeeT mpaBo:

* 00pa0aThIBaTh NEpPCOHANbHbIE JaHHBbIE MeaaroroB u corpyauukos OPI'AHU3ALINU,
B TOM YHCJIE U HA DJIEKTPOHHBIX HOCHUTEIIAX;

* 3aMpocuTh OT TmemaroroB u coTpyannkoB OPTAHU3AIIMUA Bcio HeoOxoaumyro
UHGOPMAIIHIO JTSI BEIEHUS JIMYHBIX JIe] 1 00paOOTKU NMEPCOHANTBHBIX JTaHHBIX.

IX. BAK/IIOYUTEJIBHBIE ITOJIOKEHU A



9.1. Hacrosimiee Ilonoxenue sBisieTcst 10KalIbHbIM HOPMAaTUBHBIM aKTOM, IPUHUMAETCS HA
[lenarornueckom coBere OPIAHU3ALIMN u yrBepxkmaercss (JInOO BBOOUTCA B JCHCTBHE)
npukazom aupekropa OPTTAHU3ALIAN.

9.2. Bce u3MeHeHus U JONOJHEHUs, BHOCUMbIE B HacToslee [lomoxkenue, opopmistores
B NUCbMEHHOW (opMe B COOTBETCTBUHM JICHCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickoii
denepanuu.

9.3. Hacrosmee I[lonoxxeHne mpuHUMAETCS Ha HEOINPEACICHHBIM CpoK. M3MeHeHus u
nononHeHus K [lonoXeHnio MPUHUMAIOTCS B TOpsAKe, mpeaycMoTpeHHoMm m.9.1. HacTosiero
[Tonoxenus.

9.4. ITocne npunsarus [lonoxenus (WM U3MEHEHUH W JOMOJHEHUHN OTICIBHBIX TYHKTOB U
pazziesioB) B HOBOM peaKIMK MPEIbIAYIasi peJaKIis aBTOMAaTHYECKN YTPAuYUBAET CUITY.



Kypuan y4yéra JHYHBIX A€

[Tpunoxenue Nel
K [lonoxenuto o nopsiake

(hopMupoBaHUsl, BEICHUS U XPaHECHUS
JIMYHBIX OCJI I€AaroroB u COTpyJIHUKOB

Ne

[Hara damunus, ums, Tabens- | Homxuocts | Ctpykryp- |Hdata u Homep| Jara u Homep | [Ipumeua-
1/ n |odopMIIeHHS |0TYECTBO Meiarora u|  HbIHA (mpodeccus, HOE IpUKasa MpUKa3a HUE
JIMYHOTO COTpYAHUKA HOMEp crenuans- | moxpasne- | (pacmops- (pacnops-
zena HOCTb) JICHHE KEHHS) O JKEHHS) O
nejarora u npueme MIpeKpalIleHuH
COTpYAHHUKA neraroram | (pactopike-
COTpYJIHUKA HUH)
Ha paboTy TPYJAOBOIO
JIOrOBOpa C
[egaroroM 1
COTPYIHUKOM
(yBONBHCHHN)
1 2 3 4 5 6 7 8 9




[Tpunoxenue No2

K [lonoxenuto o nopsiake
(hopMupoBaHUsl, BEICHUS U XPaHECHUS
JIMYHBIX OCJI I€AaroroB u COTpyIHUKOB

00/10:KKa JTUYHOrO e

donng Ne

Onucek Ne

Heno Ne

Nunexc nena

(Ha3BaHUE 00pa30BaTEIBHON OpraHU3ALIH)

JIMYHOE JIEJIO Ne

(3arosoBOK jJena)

Jara Hauana

Jlata okoHUaHUS

Ha JINCTax

XpaHUTh JeT



Donxg Ne
Omuce Ne

Jleno Ne

10



11

[Tpunoxenue No3

K [lonoxenuto o nopsiake
(hopMupoBaHUsl, BEICHUS U XPaHECHUS
JIMYHBIX OCJI I€AaroroB 1 COTpyJHUKOB

BHYTPEHHSAS OIIUCH
JIOKYMEHTOB fena Ne

Ne n/n MNupexe JHata nokymenra | HasBanue noxymenra Howmep IIpumeuanus
JIOKYMEHTa JIUCTOB JielIa

Hroro: JAOKYMCHTOB

(dpamMu ¥ IPOITHCHIO)

KomuuectBo aucroB BHYTpeHHeﬁ OIIKUCH

(undpamu U POTHUCHIO)

OTBeTCTBEHHBIN 32
KaJJpOBBIN yYeT:

(moamuce)

« » 202 roma




©.N.0.
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[Tpunoxenue No4
K [lonoxenuto o nopsiake

(hopMupoBaHUs, BEICHUS U XPAHEHUS
JUYHBIX JeJI IeJaroroB U COTPYIHUKOB

JlomKHOCTD

JIngauoe nemo Ne

JlaTta o3HakoMJIeHUs TieJjarora u
COTpYAHUKA C JIMYHBIM JCJIOM

Iloanuck nenarora U COTpyAHUKA

OTMeTKI/I, MpuMcYaHus, 3aMCYaHUA
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[Tpunoxenue No5

K [lonoxenuto o nopsiake
(hopMupoBaHUsl, BEICHUS U XPaHECHUS
JIMYHBIX OCJI I€AaroroB u COTpyJIHUKOB

OTMeTKa 0 pe3yjabTarax eKeroJHoH MPOBEPKHU COCTOSAHUS
H HAJIHYIHUA JUYIHOI0 JeJ1a

©.N.0.

JlomKHOCTD

JInganoe nemo Ne

Jata npoBepku @®.1.0. 4ieHOB KOMHCCUH IToanucu 4ieHoB Pesynbrar nposepku

KOMHCCHH




1. ®amunusa
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[Tpunoxenue Neb

K [lonoxenuto o nopsiake
(hopMupoBaHUsl, BEICHUS U XPaHECHUS
JIMYHBIX OCJI I€AaroroB u COTpyIHUKOB

JIMYHBIN JJUCTOK 0 YYETY KAJAPOB

Nmsa

OT4ecTBO

2. Ion

3. T'ox, ynciio u MecsLl POXKACHUS

4. Mecto poxxaeHus

5. I'paxnancTBO

6. O0Opa3oBaHue

(ceno, nepeBHs, rOpo, pailoH, 001acTh)

Ha3sanue
y4ebHOro
3aBEJICHUS U €T0

MECTOHaXOXJICHUC

DaxyJbTET WU Ton I'on okoHuaHus Ecnu e Kakyro
OTJIENIEHUE HOCTYTIIICHUS WIIN yX0Za OKOHYUJI, TO C CIIELUAIBHOCTD

KaKoro Kypca TIOJIY4HJI B

yIuen pesyabTare
OKOHYaHUS
y4eOHOTO
3aBEJCHHUS,
yKkazatb Ne
JUIIIOMA U
YAOCTOBEPEHUS

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

(uuTaeTe U NEPEBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE OOBACHATHCS, BiIaJIeeTe CBOOOIHO)

8. Y4eHas cTeneHp, y4eHOE 3BaHHE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS
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10. Bemonnsemas paboTa ¢ Hayanga TPYIOBOW ACATENHHOCTH (BKJIOYas y4eOy B BBICHIUX W
CPeIHUX CTICIHUATBHBIX YU€OHBIX 3aBEJCHUSAX, BOCHHYIO CIYXOy U paboTy 110 COBMECTUTEILCTBY)

Mecsi u ron

JIOIDKHOCTB € yKa3aHUEM YUpexICHNUS,

MOCTYIIICHUS yxozaa

OpraHu3alliH, TPSAIPHUATHS, & TAKKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XIeHHE
yUpexKICHUs,
OpraHu3alui,
MIPEeANPUITHUS

11. IIpeOpiBanme 3a rpanuiiei (padbora, ciryxkeOHast KOMaHIUPOBKA, ITOE3/IKa C JAeIerauei)

Mecsi u ron B kaxkoii ctpane Lenb npeOpIBaHuA 32
rpaHuLen
€ KaKkoro 0 KaKoe BpeMs
BpEMEHU
12. Yyactue B BEIOOPHBIX OpraHax
MecTto BEIOOpHOTO OpraHa Ha3zBanue Bb10OpHOTO B xauectBe KOro T'on
oprasa BBIOpaH
P P n30paHus BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHbBIE HAIPaIbl

Korz[a 1 K€M HarpaxJicH

14. OTHOIIEHNE K BOUHCKUM 00S3aHHOCTSM M BOMHCKOC 3BaHUE

CocraB

Pon Boiick

(KOMaHTHBIH, TOTUTUYECKHA, A AIMUHUCTPATUBHBIN, TEXHUYECKHH U T. 11.)

15. CemeliHOE ITOJI0KEHUE B MOMCHT 3aIllOJIHCHUS JTUYHOTO JTHUCTKA

(‘-IJ'ICHBI CCMbH, C YKa3aHHUECM B03paCTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEIATh 000 BCEX M3MEHEHUSX NAHHBIX, BKIFOYCHHBIX B JTHYHBIH

JIUCTOK T10 YYETy KaJpOB.

« »

202  rona
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[Tpunoxenue No7

K [lonoxkenuto o nopsiake
(hopMupoBaHUsl, BEICHUS U XPaHECHUS
JIMYHBIX OCJI I€AaroroB u COTpyIHUKOB

AHKETA

damunus

Nwmsa

OTyecTBO

Jara poxnenus

1. I'paxnancTBO (€CiU U3MEHSIH, TO YKaXXHTe, KOTAa U

10 KaKOH NPHIHHE)

2. OO0pa3zoBaHue, yd4eHas CTeNeHb (KOrAa MW Kakwe

y‘le6HLIe 3aBCICHUA OKOHYMIIM, HOMEpPaA

CHGI_[I/IEIJ'IBHOCTB u KBaJ'II/I(bI/IKaL[I/Iﬂ o AUIIIIOMY

JTUTUTOMOB).

3. KakuMu WHOCTpaHHBIMU S3BIKAMHA U S3BIKAMH HapOIOB
Poccuiickoit ®@enepanuun BiageeTe U B KAKOM CTENEHU
(unTaeTe U MOXKeTe OOBSICHATRCS, BIIAZICETe CBOOOHO)

4. BeimonHasiemas paboTta ¢ Hayasia TPYJI0BOU JIEATEITBbHOCTH (BKIIIOYAsi BOCHHYIO CITY)O0y U paboTy

10 COBMCCTI/ITGHBCTBY)

Mecsi 1 rox

MOCTYIJICHUSA yxona

JIOmKHOCTB € yKa3aHUEM yUpexkIEHHUs, MecToHaxoxeHue
OpraHu3aluy, IPEeaIPUATHS, 8 TAKXKE YUPEXKICHUA,
MHUHHCTEPCTBA (BEZIOMCTBA) OpraHusanuy,
HPEANPUATHS

5. Bamu 0nu3kue poJCTBEHHUKH (JK€HA, MYXK, OTell, MaTh, OpaThs, CECTPHI)

CreneHp damunmsa, uMsl, 0OTYSCTBO
poIncTBa

Ton Mecto paboThI, ZOIKHOCTH Anpec mecta
pOXACHUS JKUTEILCTBA

6. Jlomaniauii agpec u HoMep TeaeoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMep, cepus, KEM U KOTJa BbIJIaH)

8. JlomomHUTENBHBIE CBEICHUSI, KOTOpBIE BB xKemaere cooOmuTh o0 cede

10. Ha xakoi1 ypoBeHb 3apIuiaTbl Bl

paccuuThIBaeTe?

« » 202  rona

(TOMKHOCTD OTBETCTBEHHOTO 32 KaJIPOBBIA YUET) (moamuck) (pacmudpoBka moamucK)
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[Tpunoxenue No§
K [lonoxenuto o nopsiake

(hopMupoBaHUsl, BEICHUS U XPaHECHUS
JUYHBIX JeJI IeJaroroB U COTPYIHUKOB

JIUCT-3ABEPUTEJIb
aeaa Ne

B nene npomnTo 1 mpoHyMEPOBaHO

JIUCTOB

MIPOTIUCHIO)

c Ne o Ne , B TOM YHCIIE:

JUTEPHBIC HOMEPA JINCTOB
MPOIYIIEHHbIE HOMEpa JINCTOB
+ JMCTOB BHYTPEHHEH OMUCH JINCTOB

(upamu u

OcobeHHOCTH (PU3NUECKOTO COCTOSHUS M (POPMHUPOBAHUS
Jena

Howmepa nucros

OTBETCTBEHHBIH 3a

KaJpOBBIM y4eT

(moamnuce)

« » 202  ronma

(pactmdpoBKa MOAMUCH)
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