MyHnuuunanbsHoe 6101KeTHOe JOIMIKOIbHOE o0pa3oBaTe/IbHOE yUpeKIeHHe
AeTckui cag Ne 23 ropoaa Iensbr «PocuHOYKa»
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3aBenyromui

MBJI0Y N%23/'T.H6H3bl «Pocunouka»
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MOJIOKEHHUE
O TIOPSITKE BEACHUS JIMYHBIX Je]T paOOTHUKOB

MyHununaIsHoro 610 KETHOrO JOIIKOJIBHOI'O
00pa3zoBaTEeIbHOTO YUpEKICHUSA
Aetckun can Ne 23 ropona Ienssr «PoCHHOUKAY




1. O01ue MoI0KEeHUSA

1.1. Hacrosimee IlonoxxeHne o mnopsake BEACHUS JIMYHBIX 1€l paOOTHUKOB
MyHUIIMTAIBHOTO OOJKETHOTO JIOIIKOJBHOTO 00pa30BaTEIbHOTO YUPEKICHUS
netckuit cax Ne 23 ropopa Ilenssl «Pocunouka» (nanee - MBJIOY), paspabotaHo B
coorBeTcTBUM ¢ DenepanbHbiM  3akoHOM Ne 273-®3 ot 29.12.2012 «O6
obOpazoBanuu B Poccuiickoit denepannny ¢ usmenenusimu ot 24 mapta 2021 roxa,
®enepanbHbiM 3aKOHOM 0T 27.07.2006 Ne 152 «O mnepcoHanbHBIX MaHHBIX» B
penakuun ot 30 nekabps 2020 roma, IIpukazom @enepanbHOro apXWBHOIO
areurctBa ot 23 nekalOps 2009 roma N 76 «OO6 yrBepxkiaeHun MeToauyeckux
pexoMeHJanuil o pa3paboTKe MHCTPYKLUNA MO JETONPOU3BOJCTBY B (peAepalbHbIX
opraHax UCIOJHUTEIbHON BlacTh», Ykazom [lpesunenta ot 30.05.2005 Ne 609 «O6
yTBepxkaeHuu [lonoxenus: o nepcoHaNbHBIX JAHHBIX TOCYIapPCTBEHHOIO CIY>KAIIEro
Poccuiickoit @enepauin U BEJICHUU €r0 JIMYHOTO JIeja» B PENAaKIHUU OT 23 uiois
2019 roma, TpynoeeiM Komekcom Poccuiickoit ®Penepannu, KoaaeKTUBHBIM
noroBopoMm, YctaBoM MBJIOY Ne23 r.Ilen3sl «PocruHOUKay.

1.2. Jannoe [lonoxkeHue ompenenseT MOPSAOK BEIECHUS JIMYHBIX JIeT MearoroB u
UHBIX COTpYyAHUKOB U pabotHrkoB MB/IOY, onpenensier nopsanok GopMupoBaHus,
ydyeTa W XpaHEHHUs, BbIJA4YM JIMYHBIX JIel BO BPEMEHHOE MOJb30BaHUE, a TaK¥kKe
OTBETCTBEHHOCTb, IpaBa pabOTHUKOB U pykoBoautenss MbJIOVY.

1.3. Hacrosmee Ilonoxenue ytBepkmaeTcss mpukazom 1o MBJIOY u sBasercs
00s3aTENbHBIM JUISI BCEX KAaTErOpHM IMeJAarormuyeckux W APYrHuX COTPYIAHHUKOB
MBJOY.

1.4. Benenue NUYHBIX A€ MEAArOrOB U COTPYAHUKOB YUPEKICHHS BO3JIaraeTcs Ha
CHeIMalncTa MO KaJpaM OpraHU3alluM, OCYIIECTBISAIOMIEH 00pa3oBaTeNbHYIO
NEeATEIbHOCTb.

1.5. JluuHOe 1eno0 — OCHOBHOM JOKYMEHT MEPCOHAIBLHOIO YyueTa, COJep Kaliui
HanOoJiee TOJHBIE CBEICHHUS O pabOTHHKE 00pa3oBaTEIHbHON OpPraHW3allMd U €ro
TPYJIOBOW JEATENbHOCTU. B nu4YHOE 1e10 BHOCATCS CBEACHUS, CBSI3aHHBIE C
MOCTYIUICHHEM Ha pabOTy U YBOJIbHEHHUEM.

1.6. CBenenus, couepkamuecss B JUIYHOM J€J€, OTHOCATCA K KOH(PUACHIIMAIBHON
uH(pOpMAaIH, IMEIOT OTPAHUYCHHBIN JOCTYI U pa3TIalIeHUIO HE TOIJIeXKaT.

1.7. Jluunoe neno BeneTcs B TEUEHUE BCErO Meproia paboThl paOOTHHKA.

1.8. Benenue HECKONBKHUX JMYHBIX JIeT OJHOTO paboTHUKAa 00pa3oBaTEeNbHOU
OpraHu3aluy HE TIOMYyCKAETCs.

2. Ilopsinok (popMUPOBAHUS JTUYHBIX /I€JI COTPYIHUKOB

2.1. ®opmupoBaHMe JHUYHOrO Jena MeaaroroB u corpyaHukoB MBJIOY
MPOU3BOAUTCS HEMOCPEACTBEHHO MOCIE MPUEMA B YUPEKJICHUE WM NEPEBOJA
MeJJaroroB U COTPYAHUKOB U3 APYro 00pa3oBaTeIbHON OpraHu3aluu.
2.2. B COOTBETCTBUM C HOPMATUBHBIMU JOKYMEHTAMH B JINYHBIC JI€JIa MIEJArOrOB U
COTPYJHUKOB OpraHU3alluu, OCYIIECTBISAIONIEH O00pa3oBaTeNbHYIO ACATEIbHOCTD,
BKJIQJIbIBAOTCS CIEAYIOIINE JOKYMEHTHI:
Il nedazoeos:

* 3asBJICHHE O MpUeMe Ha paboTy;



3asBJICHUE O COTJIaCHM Ha 00pabOTKy MEPCOHAIBHBIX JAHHBIX ME1arora;
cripaBKa O HalW4Yuu (OTCYTCTBUM) CyAUMOCTH U (wiu) ¢akTa YroJOBHOTO
MpeciieI0BaHus, BBIIAHHOTO COOTBETCTBYIOLIUM OPraHOM MPABOINOPSIKA;
aBroOuorpadus;

KOIUS MACMopTa WK MHOTO IOKYMEHTA, YJIOCTOBEPSIOIIETO JINYHOCTD;

KOIUSI CTPAXOBOT'O CBUETENIHCTBA IEHCUOHHOI'O CTPaXOBaHMS;

KOIUS UACHTU(HUKAITMOHHOTO HOMEPa HAJIOTOIIATEIIbIIUKA;

KOIHUS TOKYMEHTa BOMHCKOTO yueTa (711 BOGHHOOOS3aHHBIX);

KOIUSI CBUJIETENBCTBA O 3aKJIIOYEHUH Opaka (Mpu HAIUYWN );

KOIUSI CBUJIETEIBCTBA O POXKICHUU JeTel (MpU HAIUYUN );

KOIUU IOKYMEHTOB 00 00pa30BaHNH;

KOMUU JIOKYMEHTOB O KBaJU(PUKAIMU WIN HAJIUYHE CHEIUATbHBIX 3HAHUUN
(Mpu HATUYHUN);

KOIUU aTTECTAIMOHHBIX JTUCTOB (IIPU HAJTUYUN);

KOIUU IOKYMEHTOB O HarpaxjacHuu (Ipu HaJTU4IUH);

XapaKTEPUCTUKHU, PEKOMEH IaTeNIbHbIC MUChMa (TTPU HATUYHH );

puKa3 o mpueme Ha padorTy;

IIpUKa3 O MEPEBOJIC HA MHYIO JOJKHOCTD (IIPU HAJTUYHUH);

JOJDKHOCTHASE ~WHCTPYKIMST  (JOJDKHOCTHBIE HMHCTPYKIIMM C  MOMEHTA
Ha3HAa4YeHUs HA BCE JJOKHOCTH);

TPYJOBOM JOroBOp (C TMOCJEAYIOUMM BKJIIOYEHUEM JOMOIHUTEIbHBIX
COTJIAIIEHUH K TPYZOBOMY JIOTOBOPY);

TPYIOBYIO KHUXKKY;

MEIUIMHCKYIO KHIKKY.

s pabomHnuxos:

3asiBJICHHE O IIpHeMe Ha padoTy;

3asiBJICHHE O COTJIACHU Ha 00pabOTKy NMEPCOHATBHBIX JaHHBIX NIEAArora;
CripaBKa O HaJIW4YUU (OTCYTCTBHUH) CYAUMOCTH W (WiIHM) (akTa yrojaoBHOTO
npeciieIOBaHusl, BBIIAHHOTO COOTBETCTBYIOIIUM OPraHOM MPABOIOPS/IKA;
aBToOmorpadus;

KOIKS MacnopTa Wi UHOTO TOKYMEHTA, YJIOCTOBEPSAIOIIETO TUYHOCTD;

KOIIKS CTPaXOBOT'O CBUAETEIHCTBA IEHCUOHHOTO CTPAaXOBAHUS;

KOS UACHTU(UKAIIMOHHOTO HOMEPA HAJIOTOILIATEIbIITNKA,

KOS JOKyMEHTa BOMHCKOTO y4eTa (JI711 BOEHHOOOS3aHHbIX ),

KOTHUSI CBUJIETEIHCTBA O 3aKIIOYCHUH Opaka (Mpu HAIHYNN );

KOIUS CBUJETEIBCTBA O POXKACHUU AeTel (IpHU HAIUYHUN );

KOIHUU IOKYMEHTOB 00 00pa30BaHUH;

KOIUU TOKYMEHTOB O HarpaxjaeHuu (Ipu HaJIu4dum);

XapaKTEPUCTUKHU, PEKOMEH IaTeNIbHbIE MUChbMa (ITPU HATUYHH );

pUKa3 o Mpueme Ha padoTy;

MPUKa3 O MEPEBOJIC HAa UHYIO JOJBKHOCTD (MIPU HAJTUYUH);

JOJDKHOCTHAsE ~WHCTPYKUMST  (JOJDKHOCTHBIE HMHCTPYKIIMM C  MOMEHTa
Ha3HAYEHUS HA BCE JOJIKHOCTH);

TPYJIOBOM JIOTOBOp (C TMOCHEAYIOUIUM BKJIIOUYEHUEM JIOMOJIHUTEIIBHBIX
COTJIALIEHUM K TPYJIOBOMY JOTOBOPY);



* TPYAOBYIO KHHXKY;
*  MEAUIMHCKYIO KHHXKY.
Pabomooamenv oghopmnsem:

* TPYAOBOM JIOTOBOP B JIBYX IK3EMILIAPAX;

* MpUKa3 O IpueMe Ha paboTy (0 MepeMEIIeHUN Ha IPYTHUE TOHKHOCTH);

*  JUYHYIO KapTouky Ne T-2;

* JIOJDKHOCTHYIO MHCTPYKIHUIO B IBYX DK3EMILISPaX.

Pabomooamenwv snaxomum:

* C HOPMAaTHUBHO-TIPABOBBIMHU JOKyMeHTaMH IIKOJbI (YcTaBoM, KosteKTHBHBIM
noroBopowm, [IpaBunaMu TpyI0BOTO paclopsiika U Jp. JOKAJTbHBIMUA aKTaMU);

* C JIOJDKHOCTHOW MHCTPYKLUEH;

* MPOBOJUT BBOJHBIM MHCTPYKTAXK, HHCTPYKTAXK MO OXpaHE TPYJla, HHCTPYKTaK
10 TIPOTHUBOIIOKAPHOIN OE30MIaCHOCTH.

2.4. IlepBuuHoe oopMIIeHHE TUYHOTO Jejia IPeayCMaTpUBAET:

* MPUCBOCHHUE JIMYHOMY JIeJTy HOMEpa COIJIACHO JKypHalIy ydeTa JIMYHBIX AEI
(mpumnoxenue Ne 1);

* MpOCTaBJieHHE Ha OOJIOKKE JUYHOTO Jena (mpuioxeHue No 2) clenyromux
PEKBU3HTOB: WHJEKC Jena (B COOTBETCTBUM C HOMEHKIATYpPOW el
o01reo06pa3zoBaTebHON OpraHu3aluu; MIOJIHOE HAaMEHOBaHUE
o011eo0pa3oBaTeIbHONW OpraHU3aIlii; HOMEp JUYHOTO Jena; (haMiids UMs
OTYECTBO PabOTHUKA B MMEHUTEIHLHOM TMaJexke; JaThl — TOJ Hadalla U Toj
OKOHYaHUs BEACHUS J1€J1a; KOJIMYECTBO JUCTOB; CPOK XPAHEHUS,

* IOMEIIEHUE JOKYMEHTOB, MOMJICKAIIUX XPAHEHUIO B COCTABE JIMYHBIX JIEJI, B
XPOHOJIOTUYECKOM MOPSJIKE:

BHYTPEHHSIS ONKCh JOKYMEHTOB Jena (nmpuitoxenue Ne 3);

JUYHBINA JIUCTOK MO YYETY KaapoB (mpriioxkeHus Ne 6);

3asiBJICHHE O IIpHeMe Ha padoTy;

pUKa3 0 mpueMe Ha padory;

TPYZAOBOU JOTOBOP;

JIOTOBOP O TOJIHOM MaTepuaabHON OTBETCTBEHHOCTH (€CiU paOOTHHUK —
MaTepuaIbHO OTBETCTBEHHOE JIUIIO);

XapaKTEPUCTUKU U PEKOMEH/IaTeNIbHbIE MUChMA;

corjacue Ha 00pabOTKy MepCOHATBHBIX JTAHHBIX.

2.5. JIucThl JOKYMEHTOB, TOMELIEHHBIX B JIUYHOE JI€I0, MOJIJIEKAT HyMEPAIUU.

2.6. C uenpio obecrieueHrs HaAJIeKallled COXpaHHOCTH JIMYHOTO JieNla MeIaroroB u
COTPYAHUKOB 00111€00pa30BaTeIbHON OpraHu3aluu U ya100CTBa B OOpalIEHUH C HUM
npu  (HOPMUPOBAHWHM JOKYMEHTHI TOMEMIAIOTCA B OTIACHbHYIO Tmamnky. I[lpwm
YBOJIbHEHUH paOOTHUKA MPOLIMBAIOTCS HUTKAMU U CHAIOTCS B apXUB.

2.7. BHYTpeHHssI OIHKUCH JOKYMEHTOB, HMEIOIIMXCS B JIMYHOM JENE, JOJKHA
COJIepKaTh CBEJCHUS O MOPSIKOBBIX HOMEpPAaX, HAMMEHOBAHUIX JOKYMEHTOB JIela,
KOJIMYECTBE JUCTOB, JaTaX BKIIIOYEHUS JOKYMEHTOB B JMYHOE JEJI0 U U3BATHUS U3
niena, a TaKKe KeM U3bT TOKYMEHT U M0 KaKOW MPUYHUHE.

2.8. BHYTpeHHsISI ONHUCh COCTAaBJISIETCS HA OTACIBHOM JINCTE IO YCTAaHOBJICHHOM
dbopwme. JIMCTHI BHYTPEHHEN ONMKUCU HYMEPYIOTCSL OTAEIBHO.
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2.9. llpn noAroTOBKE JUYHBIX €I K IEpeladye Ha XpaHEHUE K BHYTPEHHEH OINHUCHU
COCTAaBJIIETCA WTOTOBasl 3alUCh, B KOTOPOM yKa3bIBaeTCs LHUPpPaMH U MPONHUCHIO
KOJIMYECTBO BKJIIOYEHHBIX B HEEC JOKYMEHTOB M KOJIMYECTBO JINCTOB JIEJIA.

3. lopsinok BeaeHHs] JUYHBIX JieJl NMEJATOr0OB M COTPYAHHUKOB OPraHU3aLMU,
OCYLIEeCTBJISAOIIEH 00pa30BaATEJIbHYIO 1eSITEIbHOCTD
3.1. JluyHO€ /€JI0 MenaroroB U COTPYAHUKOB 00111€00pa30BaTeIbHON OpraHu3aIuu
BEJIeTCSl B TEUYEHHE BCErO Nepuoja paboThl KaXJAOro mejarora M COTpyJHUKA B
o01reo0pazoBaTeIbHON OpraHu3aluy.
3.2. JlanbHeillee BEAEHUWE JMYHOIO JI€Jla I[EJaroroB M  COTPYAHHUKOB
0011e00pa30BaTeIbHON  OpraHU3allMi  MpPeAyCMaTpUBaeT TOMEIIEHUEe B JENO
JIOKYMEHTOB, OOpa3yromuxcs B Mpolecce paboued JeaTeIbHOCTH W UMEIOIINX
3HA4YCHUE JJIsI TPYAOBBIX OTHOIIICHUM:

* JIONOJIHEHUE K JIUYHOMY JIMCTKY 1O YUETY KaJIpOB;

* JIONOJIHUTENBHBIE COTJIAIEHUS K TPYJOBOMY JIOTOBOPY;

* KONWM MPUKA30B MO JUYHOMY COCTaBy, KOTOpPbIE KacarOTCs MEAaroroB H

COTPYJHHUKOB 00111€00pa30BaTeIbHON OpraHU3aINY;
*  OT3BIBBI JOJKHOCTHBIX JIUII O TIEJIarore U COTPYAHUKE 00111e00pa3oBaTeIbHOM
OpraHu3aluu;

* KOMHUU JOKYMEHTOB O TOBBIIICHUU KBATU(HUKAIIUH,

* KOMHUU CePTU(PUKATOB, IPaMOT;

* JIMCT — 3aBEPUTENb JieJ1a (COCTABISAIOT MIPHU cavye JIMYHOTO JieJia B apXUB);

*  UHBIEC JOKYMEHTHI.
3.3. B nensax obecrniedeHUs: KOHTPOJISI 32 COXPAHHOCTHIO U aKTYaJlbHOCTBIO JTUYHBIX
nen B MBJIOVY exeronno (He mo3aHee | kBaprajna rojaa, CIeayroMEro 3a OTYCTHBIM )
MPOU3BOJAUTCS MPOBEPKA UX HATUYHUS U COCTOSHHUS.
3.4. EXEroJHyr IpPOBEPKY COCTOSIHMS JIMYHBIX J€J Ha MOPEeAMET COXPAHHOCTH
BKJIIOUCHHBIX B HETO JOKYMEHTOB MPOBOAUT CIELUMAIBHO co3JaHHas komuccus. O
MIPOBEJICHHBIX TMPOBEPKAX JIEJIACTCS OTMETKAa B JIUCTE O PE3yJbTaTax €XKEroJHOM
MIPOBEPKHU COCTOSTHUSI U HAJIMUMS JIMYHOTO jena (mpusioxkenune Ne 5) U cocTaBisieTcs
akT. Pe3ynmbTaThl IPOBEPKU JUYHBIX JIENI B OOS3aTEILHOM IOPSIAKE JTOBOIATCS IO
PYKOBOJUTENST OpraHUu3aliHy.

4. Ilopsigok y4éTa U XpaHeHHsl JUYHBIX /ie]I MeJaroroB U COTPYAHNKOB

OPraHM3aluy, OCYIIeCTBJAIIEH 00pa30BaTeIbHYIO 1eATEIbHOCTD.
4.1. XpaHeHue M ydyeT JIMYHBIX J€JI NEJAaroroB M COTPYAHUKOB OpraHU3aLNH,
OCYLIECTBIISIIONIEH 00pa30BaTENbHYIO JESTEIbHOCTh, OPTraHU3YIOTCSI C IENbIO
OBICTPOTO M OE30MTMOOYHOTO MTOMCKA JTUIHBIX JIeNI, 00SCIICUCHHS UX COXPAHHOCTH, a
Takke obOecriedeHUs KOHPUIACHIIMATHHOCTH  CBEJACHHM, COJEPKAIIUXCS B
JOKYMEHTaX JUYHBIX A€, OT HECAHKIMOHUPOBAHHOTO JOCTYIIA.
4.2. JInynbie nena COTPYIHUKOB XpAHATCS B ceiipe yupeKaeHusl.
4.3. TpynoBble U MEIUIIMHCKHE KHUKKU XPAHATCS OTACIBHO B celde.
4.4. Jloctyn K JUYHBIM JejlaM NEJaroroB U COTPYIHUKOB YUYPEKICHUS HMEIOT
TOJBKO CEKpETaph, CIELHUATUCT MO Kaapam, pykoBoaurenb MBJIOY, 3amecturenu
PYKOBOJUTENSI TPU UCIIOTHEHUU 00SI3aHHOCTEN PYKOBOAUTEINSI OpraHU3alUU.



4.5. Cucremartuzauusi JUYHBIX JIeJl TEJAroroB M COTPYJHUKOB YUPEXKICHHUU
MIPOU3BOJUTCS B aJIpaBUTHOM MOPSIKE.

4.6. JluuHble Jena MENAroroB M COTPYAHHUKOB  YUPEKIEHUSA, HMEIOLIUX
rOCy/IapCTBEHHbIE 3BAHMSI, IPEMUU, HArpaJbl, yY€HbIE CTETIEHU U 3BAHMS, XPAHITCS
MOCTOSIHHO, @ OCTaJbHBIX COTPYAHHUKOB — 75 JIET ¢ ToJa yBOJbHEHUsI pabOTHUKA (B
cooTBeTcTBUHM ¢ [lepeyHeM TUIOBBIX yNPaBIEHYECKUX JOKYMEHTOB).

S. Ilopsaaok BbIIa4YM JHYHBIX /€] BO BpeMEHHOE I10J1b30BaHKe
5.1. Bpinaua au4HbIX J1ea (OTAENbHBIX JOKYMEHTOB B COCTaBE JUYHOIO JieNia) BO
BPEMEHHOE IMOJb30BaHUE MPOU3BOAUTCA € paspeuieHus pykosoautenss MBJIOY mo
3asBJICHUIO COTPYJHMKA OpraHu3aluM, OCYUIECTBISIOUEH 00pa3oBaTeIbHYIO
NEATEIbHOCTb.
5.2. PabGora (03HaKOMJIEHHWE) C JIMYHBIMHM JIeJJTaMU TI€aroroB M COTPYIHUKOB
YUPEXKICHUSI MPOU3BOAUTCS B MPUEMHON pykoBoautens. B koHie pabouero ans
CEKpeTapb WU CHEHHAIUCT MO KaapaM 00si3aHa yOeUThCsS B TOM, YTO BCE JIMYHBIC
7iena, BbIJaHHbIE BO BPEMEHHOE IOJb30BAHUE, BO3BPALLIECHBI HA MECTO XPAHEHUS U
€CTh JIU HEOOXOAUMOCTD JIJISl IPUHSITHS MEP K MX BO3BPAILEHUIO WIIK PO3BICKY.
5.3. dakT BBIIaYM JIMYHOTO JieNia (GUKCUPYETCS B KOHTPOJIbHOM KYypHaJe.
5.4. U3psaTHe OTHENbHBIX JOKYMEHTOB W3 JIMYHOTO Jeja IPOU3BOAUTCSA C
paspemienusi pykoBogauteiass MBJIOY ¢ odbopmieHneM COOTBETCTBYIOIMICH 3alUCH B
rpage «IIpumeuanue» BHyTpeHHel onucu. [Ipyn BpeMEHHOM U3BATUU JOKYMEHTa Ha
€ro MecTo (MEXIy JIMCTaMHU COCEIHUX JIOKYMEHTOB) BKJIAJbIBACTCS CIIpPAaBKa-
3aMECTUTENb C YKAa3aHUEM JaThl U IPUYMH U3BATHS C MOAIUCHIO JIMIA, BBIAABILIETO
JOKYMEHT, U MOAIMUCHIO JIMIA, MOJYYUBIIEr0 €T0 BO BPEMEHHOE I10JIb30BaHUE.

6. OdopMmiieHne JUYHBIX JeJ1 epe/l caauyed B apXuB
6.1. OdopmiieHne TUUHBIX e 1715 TIepeiaun B apXUB MPOU3BOIUTCS CIICIIMATN CTOM
no kagpam MBJIOVY. Orta npouenypa BKItOYAET:
* TOJAIIMBKY (MEPEIIET) AeTa;
* YTOYHEHHWE HyMEpAaIMH JTUCTOB JIEIa;
* COCTaBJICHME JINCTa-3aBepuTes (npuiioxenue Ne 8);
* cocCTaBlIeHHE (YTOUHEHHE) BHYTPEHHEH OIKCH;
* BHECEHHE YTOUYHEHHUU B PEKBU3UTHI JIUIIEBOM OOJIOKKH Jea.
6.2. Jluct-3aBepurens Jnena JOHKEH TOJAMUCATh €r0 COCTABUTENb, IMPU STOM
nenaercs pacmudpoBKa TODKHOCTH W MOAMKUCH, IPOCTaBiseTcs nata. B mporecce
WCIIOJb30BaHUSl  APXMBHBIX  JOKYMEHTOB B  JIUCTE-3aBEPUTENEC  JIENAIOTCS
COOTBETCTBYIOIIME OTMETKH. Ecnu neno mommmTo 0e3 JucTa-3aBEpUTENs, TO €ro
CJIeIyeT HAKJICUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH Jea.
6.3. C nenbto obecriedyeHus: COXpaHHOCTH JIMYHBIX JIe]T PEKOMEH1yeTCS
* 00bEeIUHATH WHIWBHUAYAJIbHBIC JIMYHBIC J€Jla YBOJECHHBIX COTPYIHHUKOB B
OJIHY 00J10XKY (00OBbEIUHEHHOE JEJI0) C TAKUM PacueToM, 4TOOBI 00BEM Jeria
(roma) ©He mpeBbiman 250 guctoB (IMyTeM  CIIMBKKM — MaTepHUalIOB
WHJIMBUIYaJbHBIX JI€JI 110 T'0JI1aM YBOJbHEHMUS);
* pacnojaraTh MaTepualibl UHAUBUAYAJIbHBIX JI€]l B Mpenenax jgena (Toma) B
andaBUTHOM MoOpsliKe (MOPaMUIIBHO), OTIENsAST MaTepHUaybl, OTHOCSIIUECS K



pa3HBIM HMHJUBHUAYAJbHBIM JEjaM, YACTHIM JIMICTOM Oymaru ¢ yKa3aHheM Ha
HeM (paMUJIMU, UMEHU U OTYECTBA COOTBETCTBYIOIIETO YBOJEHHOIO Meaarora
U COTpYJHUKA 00111€00pa30BaTeIbHON OpraHU3aINY;

* CcHa0XaThb Kaxaoe OOBEIUHEHHOE Jel0 (TOM) BHYTPEHHEH OIHUCHIO C
nepevrcieHueM pamMuiauil, UMEH U OTYECTB M YKa3aHUEM HOMEPOB CTPaHUII, B
npejenax KOTOPhIX PacroyiOKeHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenaua TUYHBIX J1€1 B apXUB OCYIIECTBISETCS HE MO3JHEE TPEX JIET MOciie
3aBepIICHUsT WX B  JICJIONPOU3BOACTBE B  COOTBETCTBHUM C  TrpadUKOM.
[IpenBaputenbHO CEKpeTapeM, CHEHAIUCTOM MO KaJpaM MNpOBEpseTcs MOJHOTA U
MPaBUJIBHOCTh TOATOTOBKHU JIMYHBIX JIeNl K Iepenaye. BIsBICHHbIC TIPU MPOBEPKE
HEJOCTAaTKU YCTPAHAIOTCS CEKpeTapeM, CHEelUalucToM Mo KaapaM. llepenaua u
IPUEM TIPOU3BOJIATCS IO OMUCH C MPOCTAHOBKON OTMETOK O HAJTMYHUH JIMUHBIX JEI.
6.5. JInuHble Nena neJaroroB U COTPYJIHUKOB 00111€00pa30BaTeIbHON OpraHu3alu,
3aKOHUYEHHBIE JIeJIONPOM3BOACTBOM 110 1 situBaps 2003 roxa, xpausarcs 75 net, mocie
1 suBaps 2003 roga — 50 ner. JInunbie Aena pyKOBOAMTEINS, TJIABHOTO OyXraiaTepa
YUPEKIECHUS UMEIOT MMOCTOSTHHBIA CPOK XPaHEHUS.

7. OTBETCTBEHHOCTh

7.1. Tlemaroru u corpynauku MBJIOY 00s3aHbI CBOEBpEMEHHO MPEACTABIATH
CEKpeTapro WU CIEIUATUCTY 0 KajapaM CBEJEHUS 00 U3MEHEHHUH B MEePCOHAIBHBIX
JIAHHBIX, BKJIIOYECHHBIX B COCTaB JIMYHOIO Jea.
7.2. PaboTomareiir 00€CIIEUnBaET:

* COXPaHHOCTH JIMYHBIX JEJI MEAAroroB U COTPYAHUKOB YUPKICHHUS;

*  KOH(UJCHIMAIBHOCTh CBEJICHUHN, COMEPKAIINXCS B JIMYHBIX Jiejax IMearoron

U COTPYJIHUKOB.

8. IlpaBa paboTonartesisi u paGOTHUKA
8.1. lnsa oOecmedeHus: 3alIUThl MEPCOHANBHBIX JIAHHBIX, KOTOPBIC XPAHITCS B
JUYHBIX JIeJIaxX IeJIarorOoB M COTPYIHUKOB YUPEKICHHS, IMEJaroru U COTPYIHUKHU
MBJIOY umeroT npaso:
* TMIOJYYHUTHh IIOJHYIO HWH(POPMAIMIO O CBOMX IEPCOHANBHBIX JaHHBIX M
00paboTKe ITUX JaHHBIX;
* IOJYYHUTH CBOOOJHBIN TOCTYN K CBOUM IIEPCOHAIBHBIM JIAaHHBIM;
* TOJIYYHUTh KOMHUM JIOKYMEHTOB, XpaHSIIUECS B JUYHOM JEJ€ M COJIeprKalllne
NepCOHAJIbHBIC JaHHBIC.
* TpeOOBaTh WCKIIOUCHHWS WM UCIPABICHUS HEBEPHBIX U  HEIMOJIHBIX
MIePCOHAJIBHBIX TAaHHBIX.
8.2. PaboToatens UMeET NpaBo:
* o0OpabaTeIBaTh TICPCOHANBHBIC JIAHHBIC IIEJJarOTOB W  COTPYJHHKOB
YUPEXKJACHHUS, B TOM YHCJIC U Ha AJICKTPOHHBIX HOCUTEIISX;
* 3aMpoCHUTh OT MEAAroroB M COTPYAHHUKOB YUYPEKJICHHUS BCIO HEOOXOIUMYIO
WHGOPMALIMIO 11 BEASCHHUS JHUYHBIX JIeT U OO0pabOTKM TEpPCOHATbHBIX
JAHHBIX.



9. 3ak0uMTENbHBIC MOJI0KEHUS
9.1. Hacrosee Ilonoxxenue o nopsike BEAEHUS JTUUHBIX J1€]1 pAOOTHUKOB SBIISIETCS
JOKaNbHBIM HOPMAaTHMBHBIM aKTOM, MNpuHuUMaercs Ha Ilemarormyeckom coBete
MBJIOY u yrBepxknaercs (1100 BBOOUTCS B JEUCTBHE) MPUKA30M PYKOBOIAUTEIS
YUPEKIEHUSI, OCYLIECTBIIAIOIIEI0 00pa30BaTENbHYIO AESATEIBHOCTb.
9.2. Bce wu3MeHeHUss U JONOJHEHUS, BHOCUMBbIE B Hactodmee [lonoxenue,
opopMisitoTcs B NUCBMEHHOM (QopMe B  COOTBETCTBUM  JEHCTBYIOIIUM
3aKOHOaTesbcTBOM Poccuiickoin denepanum.
9.3. TlonoxxeHre O MOPSAKE BEACHMS JIMYHBIX JIeJ paOOTHUKOB 0Opa3oBaTebHOM
OpraHu3aliy MPUHUMAETCS HAa HEOIPEACNIeHHbIN CPOK. MI3MeHeHUs U TOMOIHEHUS K
[lonoxeHno NPUHUMAIOTCA B TMOPAJIKEe, MpeAycMOTpeHHOM 11.9.1. HacTosiero
ITonoxenus.
9.4. Tlocne npunsatus Ilomoxkenuss (WM M3MEHEHUH M JIOMOJHEHUHM OTIEIbHBIX
INYHKTOB M pa3/ieJIOB) B HOBOM peNaKIMU Mpeablaylas peAaklys aBTOMAaTUYECKU
yTpaynBaeT CUILY.



KypHan yuera TU4HBIX 1€

[Ipunoxenne Nel

K ITOJIOKCHHUIO O IMMOPAAKE BEACHUS
JIUYHBIX OCI pa6OTHI/IKOB

No Hata QGamunus | Tabens | Homxaocth | CTpyKTYp Hataun Hatau [Tpumeua
ohopmiteHus ums, HBIH (mpodec-cus, HOE HOMEp HOMeEp HUE
/ JIUYHOTO OTYECTBO | HOMEp Celyaib- | Mojpasfe HpuKa3a IpuKasa
n nena nefgarora HOCTB) neHue | (pacmopsbke | (pacmopsbKeH
u neaarora u HUS) O us) o
COTpYIHH COTpYIHHUKA npueme npekpare-
Ka nefiarora u HUH
COTpyIHHKA | (pacTopKeHU
Ha paboTy | U) TPYIAOBOTO
JIOroBOpa €
MeIaroroM u
COTPYITHUKO
M
(yBosmbHe-
HUHN)
1 2 3 4 5 6 7 8 9




[Tpunoxenne Ne2
K MOJIOKEHUIO O MOPSJIKE BEACHUS
JUYHBIX 7] paOOTHUKOB

O010KKa JIMYHOTO JIei1a

Donx Ne

Omuce Ne

Hemo Ne

Hnnekc nema

(Ha3BaHME 00pa30BATENHLHON OpraHU3aIlUN)

JIMYHOE AEJIO Ne

(3aroJIoBOK Jienia)

JlaTa Hauana

Jlata okoH4YaHUs

Ha JIUCTaxX

XpaHUTh JIeT



Donx Ne
Omuce Ne

Hemo Ne




[Ipunoxenue Ne3
K MOJIOKEHUIO O TIOPSAIKE BEICHHUS
JUYHBIX J1e] paOOTHUKOB

BHYTPEHHSA S OITNUCH
JIOKYMEHTOB Jiesia Ne

Ne NHunexe Jara HasBanue Homep IIpumeyanus
n/n | JTOKyMEeHTa | JOKYMEHTa JIOKYMEHTa JIMCTOB
aena
Hroro: JIOKYMEHTOB

KonnuecTBO MTUCTOB BHYTPEHHEW ONTUCHU

(mudpaMu U MPOTUCHIO)

MPOMHUCHIO)

OTBETCTBEHHBIN 3a
KaJpOBBIN yUET:

(madpamu u

«

(moamnuce)

202 rona




@®.1.0.

[Ipunoxxenne Ned

K ITOJIOKCHUIO O IMOPAAKE BEACHUS

JIUYHBIX OCI pa6OTHI/IKOB

JIOJKHOCTD

JInanoe nemo Ne

JlaTa 03HaKOMJICHUS
nejarora u COTpyIHUKA C
JIUYHBIM JI€JIOM

[Toanuck nenarora u
COTpYIHUKA

OTMeTKH, NpUMEUYaHUS,
3aMeUaHus




[Ipunoxenue Ned
K MOJIOKEHUIO O TIOPSAIKE BEICHHUS
JUYHBIX J1e] paOOTHUKOB

OTMeTKa 0 pe3yJIbTaTaxX eKeroAHOH NPOBEPKHU COCTOSIHUS
U HAJIMYHS JTUYHOTO J1eJ1a

@®.1.0.

JIOJKHOCTD

JIngnoe nemo Ne

Jlata ipoBepkH ®.N.0. uneHoB [Toanucu 4ieHoB Pesynbrar
KOMHCCHUU KOMHCCHUU IIPOBEPKHU




1. ®amuaus

[Ipunoxenue Ne6
K MOJIOKEHUIO O TIOPSAIKE BEICHHUS
JUYHBIX J1e] paOOTHUKOB

JIMYHBIN JIUCTOK 10 YYETy KaJAPOB

Nwms OTtuectBO
2. Ilon
3. lox, yncI0 U MecsIl POXKICHUS
4. MecTo poxaeHUs
(ceno, nepeBHs,
ropoji, paiioH, 06J1acThb)
5. I'paxknaHncTBO
6. O6pa3oBanue
HaszBanue dakynbTe ['on I'on Ecnu He Kakyro
yueOHOTO T WIN MNOCTYIUIEHW | OKOHYAaHHW | OKOHYMJ | CIEUAIBbHOCT
3aBEJICHUS U €TO | OTHEJICHH s 1 WK , TO C b MTOJIYy4YHUJ B
MECTOHAXO0XJIeH e yxojaa KaKOT O pe3ynbTarte
ue Kypca OKOHYaHUS
yIien y4eOHOTr0
3aBeCHU,
yka3atb Ne
JUTIIIOMA WU
YAOCTOBEPEHHU
s

7. KakuM#1 MHOCTPaHHBIMU SI3bIKAMU BJIAJCETE




(unTaeTe U MEPEBOIUTE CO CIOBAPEM, UATACTE U MOXKETE OOBSICHITHCS, BIAJCCTE
CBOOOTHO)

8. YueHas CTeneHb, y4eHOE 3BaHHE

9. Kakue nmeere HayuHbIE TPYAbl U U300pETEHUS

10. BremonHsieMast paboTa ¢ Hadajia TPYAOBOW ACSATEILHOCTH (BKJIIOUYasl y4eOy B
BBICIIIUX W CPEIHUX CIEHHUATBHBIX YYEOHBIX 3aBEJICHHUSIX, BOCHHYIO CIYXO0y U

paboTy MO COBMECTUTEIIHCTRY)

Mecsi u ron JIOMKHOCTD € yKa3aHHEM MecToHaxoxieHue
MOCTYIUICH yxoaa YUpEKIEHHUSI, OpraHu3alnu, YUpEeKICHHUS,
ust NPEANpUsATUS, a TAKKE OpraHu3allu,
MUHUCTEPCTBA (BEOMCTBA) peAnpUsTUs

11. IIpeGriBanue 3a rpanuIieii (padbota, ciryxeOHas KOMaHIUPOBKA, IOE3/IKA C

Jeneranueil)

B kakoii ctpane Llens npeObIBaHUS

Mecsan u roj
3a TpaHUIEeH

C Kakoro 10 Kakoe
BPEMEHHU BpeMs

12. Yyactue B BRIOOPHBIX Opranax

Hazsanue B kauecTBe T'ox

MecTo BEIOOpHOTO

opraHa BBIOOPHOTO OpraHa | KOTro BHIOpaH | m30paHust | BBIOBITHS

13. Kakue nmeere npaBUTEIIbLCTBEHHBIE HATPAIbI




Korna u xem HarpaxaeH

14. OTHOIIIEHHE K BOMHCKUM O0S3aHHOCTSIM U BOMHCKOE 3BAHHUE

CoctaB Pox Boiick

(KOMaHIHBIN, TOJIUTUYECKUHN, aAMUHUCTPATUBHBIN, TEXHUUECKUH U T.
a.)

15. CemeitHOE TTONOKEHNE B MOMEHT 3aIlOJIHCHUS JIMYHOTO JINCTKA

(4IeHBI CEMbH, C YKa3aHHEM BO3PAcTa)

16. Jlomamnuii aapec

17. 06}ISYIOCI> CBOCBPCMCHHO HM3BCIIATH 000 BceX W3MEHEHUIX JaHHBIX,
BKJIFOUCHHBIX B JJUYHBIM JINCTOK 110 YUCTY KaApOB.

« » 202  ropma




AHKETA

[Ipunoxenue Ne7

K ITOJIOKCHHUIO O IMMOPAAKE BEACHUS
JIUYHBIX OCI pa6OTHI/IKOB

bamunng

Nmsa

OT14uecTBO

JlaTa poxneHus

1. T'paxnancTtBo (ecinu H3MEHSIU, TO
YKaXUTe, KOrJa U 10 KaKOl NpUYuHe)

2. Obpa3zoBaHue, yueHas cTeneHb (Korja
U Kakue y4ueOHbIC 3aBEJCHUS OKOHYMIIH,
HOoMepa auruioMoB). CrenuanbHOCTh H
KBTM(UKAIUSA 110 TUTITIOMY

3. KakuMu WHOCTpaHHBIMH SI3bIKAMH M
SI3bIKAMHU HapoJ0B Pocculickon
deneparuy BiIajieeTe U B KAaKOM CTEIICHU
(untaeTe W MOXeETe  OOBSICHATHCH,
BJIajie€Te CBOOOIHO)

4. Beimonnsiemass pabota ¢ Hayana TPYIOBOM NEATEIbHOCTH (BKIIIOYas BOEHHYIO
ciyk0y U pabOTy 110 COBMECTUTEIIHCTBY)

Mecsan u rof

JIOKHOCTB € yKa3aHUEM

MecToHax0Xa1eHHE

NOCTYIUIEH
us

yxoza

YUPEXKICHHSI, OPTaHU3AIUH,
NPEANpUsTUS, & TAKKE
MHUHHUCTEPCTBA (BEIOMCTBA)

YUPEXKACHUS,
OpraHu3aluy,
IIPEANIPUATUS

5. Bamm 65M3kue poACTBEHHUKHU (K€HA, MYK, OTEIl, MaTh, OpaThs, CECTPHI)

CreneHb damunus, ums, I'on Mecto paboTHI, Anpec mecta
pOJCTBA OTYECTBO POXKJICHUS JIOJDKHOCTD JKUTCIIHCTBA
6. JloMamHum azpec 51 HOMEpP TenedoHa
7. [Tactiopt UJIN JIOKYMEHT, ero 3aMEHSIOIINHN




(HOMEp, cepus, KeM M KOT/Ia BbIIaH)
8. JlomonHuUTENbHBIE CBENEHMS, KOTOphle Bbl xemaere cooOmuth o cebe

10. Ha kakoli ypoBeHb 3apiuiatsl Bel paccunuteiBaete?

« » 202 rona

(IOJIKHOCTh OTBETCTBEHHOTO 3a KaJIpOBbII yuer)
(moamuce) (pacurugpoBKa MOIMUCH)



[Ipunoxxenue Ned
K MOJIOKEHUIO O TIOPSAKE BEICHUS
JUYHBIX J1e] paOOTHUKOB

JIMCT-3ABEPUTEJIb

aeJia Ne

B nene npomuTo u npoHyMEpPOBAHO

JUCTOB
(urdpamMu ¥ MPOMUCHIO)
¢ No mo Ne , B TOM YHCJIC:
JUTEpPHbIE HOMEpa JIUCTOB
POITYIIIEHHBIE HOMEpa JUCTOB
+ JINCTOB BHYTPEHHEH OIMMUCHU JUCTOB
Oco0eHHOCTH (PU3HUECKOT0 COCTOSTHUS U Howmepa nuctos

dbopmMupoBaHus gena

OTBETCTBEHHBIN 3a
KaJIpOBbIA yYET
(moamucek) (pacmmdpoBKa MOAIUCH)
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