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0 Nopsiike BeJleHHs! THYHBIX /1eJ1 paGOTHHKOB
MBOY Hlapasnrckoi CII1I

1. O6mue mosto:kenust
1.1. Hacrosmee IlonoxeHue o mMOpsake BeAeHHS JMYHBIX Jcn pabOTHHUKOB OpraHW3aluH,
OCYLIECTBIIAIOMEH — 00pasoBaTe/bHYIO  ESITENBHOCTE;.  pa3paboTaHO B COOTBETCTBHH
DenepanbibM 3akoHOM Ne 273-03 ot 29.12.2012 «Q6 o6pasosanun B PoccHACKOMN Qenepannuy
B penakuun 0T 1 centsiOps 2020 roma, ®enepanshpiM 3akoHoMm oT 27.07.2006 Ne 152 «O
TNICPCOHATBHRIX JIAHHBIX» B pelakuud or 24 ampens 2020 roma, Ilpukasom DenepaibHOro
apXMBHOTO areHTcTBa OT 23 nexabps 2009, roma N 76 «O6 yrBepkaeHHH MeTOTHYECKHX
PEKOMEH/IaMH 10 pa3spaboTKe MHCTPYKUAH IO IEIONPOM3BOJCTBY B (eNCpabHBIX opraHax
HCTIOJHUTENIBHON BllacTh», Ykasom IIpesugenta ot 30.05.2005 Ne 609 «O6 YTBEPKICHUH
[TostokeHHs 0 NIEPCOHATEHBIX TaHHBIX TOCYNAPCTBEHHOTO CiIyKamero Poccuitckoit Denepaiin u
BEIICHMH €ro JWYHOro Jjena» B pernakuud ot 23 wmons 2019 roma, Tpynoeeim Komekcom
Poccuiickoit @eneparmn, KonnektupHubmM JOTOBOPOM, YCTaBOM OpraHHU3alliH, OCYIIeCTBIISIOMelH
00pa3oBaTENBHYIO JICATETHHOCTb:
1.2, Jlannoe llonoxenue OnpenenseT NOpSIOK BEICHHS JMYHBIX € TEIAroTOB M HHBIX
COTPYZIHHKOB M PabOTHHKOB LIKOJIBI, ONpPEIE/SeT MOPAA0K GOPMHPOBAHUS, YUeTa H XpaHeHHs,
BBIa4H JIMYHEIX NICJI BO BPEMEHHOC I10JIb30BAHHE, & TAKIKE OTBETCTBEHHOCTD, ITpaBa pabOTHHKOB H
JAHPEKTOpa 00pa3eBaTeIbHON OpraHu3allHH.
1.3. Hacrosumee, ITonosxenue yTBepkaacTes NPUKAa3oM 10 TIKOJE M SBISETCH 00S3aTebHBIM TS
BCEX KaTCTOPHH I€NarorHYeCKUX | IPYTUX COTPYAHHKOB LIKOJIEL
1.4. Beslenue TMYHBIX e/ [IEJaroroB M COTPYIHHKOB MIKOJEI BO3JAraeTcss HA CIICIMAIHCTA IO
KaJIpaM OpraHH3alliH, OCYIIECTBIAIOMEH 00pa3oBaTeIbHYIO ACATEIBHOCTB.
I.5. JluuHOe 1en0 — OCHOBHO} IOKYMEHT NIEPCOHATEHOTO YUeTa, CoIepKaliuii HanGoee TOTHEC
CBEJICHHS 0 pabOTHHKE 00Pa30BaTeILHON OPraHU3alMK H ero TPYAOBOI JesTebHOCTH. B Hunoe
7€JI0 BHOCSTCA CBE/JICHHS, CBA3aHHbIE ¢ MOCTYIUICHUEM Ha paloTy M YBOJILHEHHEM.
1.6. Cenenusi, coepamuecsi B IHIHOM J€J€, OTHOCATCS K KOH(HICHIMATBHOM HHpOpMaIuH,
HMEIOT OTPaHHYEHHBIH JOCTYII ¥ PasTiIalIeHHIO HE [10]IIEXKAT.
1.7. JInunoe neno BeseTcst B TeUEHHE BCEro epuosa paboTl paboTHHKA.
1.8. BeeHue HECKOIBKHX JTHYHBIX JIeJ OQHOTO paBoTHHKA 06pasoBaTeNbHOl OpraHu3alnul He
JIOTTYCKAETCS.

2. lopsiiok popMHPOBAHHSI JTHYIHBIX 1€/ COTPYAHHKOB
2.1. ®opmHpOBaHHE JIMYHOTO Jela I[EAroroB M COTPYIHHMKOB 0O0IIC00pasoBaTeIbHOIMN
OpraHu3alMH TPOM3BOJUTCS HEIMOCPEACTBEHHO [OC/e TpHeMa B  00IIeo6pa3oBaTebHyI0
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OPTaHU3AUMIO WM IIEPEBOJA MENAroroB H COTPYAHHKOB M3 Apyro¥  o6pa3oBarenbHOl
OpraH#3aIHH.
2.2. B COOTBETCTBHH ¢ HOPMATHBHHIMH ACKYMCHTAMH B JIMIHbIC J€Na NMEAAroroB H COTPYIHUKOB

OPFaRH3AIMH, OCYINECTBJIAIOMECH 06pa3oBaATE/BHYIO NEATENLHOCTD, BKIANLIBAIOTCS CIEYIOUIHE
JNOKYMEHTEBL;

s nedazozos:

L

3a4BJICHHE O TIPHEME Ha paboTy;

3aABIICHHE O COTJIACHH Ha 00paboTKy HepCOHANBHBIX JaHHbIX neaarora;

ClipaBKa O HaNUYHK (OTCYTCTBHH) CYIUMOCTH H (m1n) daxra yronosoro TIpeCIeAOBaHHS,
BBIIAHHOTO COOTBETCTBYIOUIMM OPraHOM NPaBOIIOPSIKA;

asrobHorpadus;

KOIHS MACTIOpTa HilM HHOTO JOKYMEHTA, YIOCTOBEPSIOMEro IUYHOCTD,

KOIIHs CTPAaXOBOIO CBH/ICTENECTBA ICHCHOHHOTO CTPAXOBAHU,

KOTIHA HACHTHHUKATMOHHOTO HoMepa HaJlOTOIUTaTEeNbINHKA,

KOMHs NOKYMCHTa BOHHCKOTO y4era (s BOCHHOOOS3aHHEIX);

KOIHA CBUACTENLCTBA O 3aKIOUCHIH Gpaka (TpH HATHYKHA);

KOIH3 CBHACTENBCTBA O POXKIACHUH AeTel (IPH HATHIHK);

KONHHA NOKYMEHTOB 06 06pa3oBaHuny;

KOIMMH JOKYMEHTOB O KBANM(HKALNY HITH HATHIME CICHAANBHBIX 3HAHMIL (npy HATHYMK),
KOTTHH aTTECTALHOHHEIX IACTOB (NPH HATHIHA);

KOIMHH AOKYMEHTOB O HATPAKICHUH (IPH HATHIHM);

XApAKTCPHCTHKH, PEKOMCHIATENBHBIE IMCHMA (IIPH HATHLHH);

IpHKa3 o npHeMe Ha paboTy;

TIPMKA3 O MIEPEBOAC HA HHYIO JOIDKHOCTD (NPH HATHIHM);

AOIDKHOCTHAS MHCTPYKIHUA (IOMKHOCTHBIE HHCTPYKIHMH C MOMEHTA HA3HAYCHHS HA BCE
JOOIDKHOCTH);

TPYJOBOH JOrOBOP (¢ TOCNEAYIOMUM '\ BKITIOYEHHEM JIOTIONHUTE/BHBIX COITIACHUH K
TPYJOBOMY JOTOBOPY);

TPYAOBYIO KHHIKKY;

MCIHIHHCKYIO KHHXKKY.

Ala pabomnuros:

3aiBJICHHE O IIpHeMe Ha pabory;

32ABJICHUE O COTJIACHU Ha 06pabOTKY NEPCOHATBHBIX JARHBIX IEAATOra;

CIPABKa O HANHYMAM, (OTCYTCTBHH) CYAMMOCTH M (HIIH) (haxTa yronoBHOro npecieoBaHus,
BBIIAHHOIO COOTBETCTBYIOIIMM OPraHOM IIpaBOMOPSKa;

aBToOHOTrpadms;

KOTIHs NACTIOPTA WK HHOTO JIOKYMEHTA, YIOCTOBEPAIOUIETO THIHOCTD;

KOIIM# CTPAXOBOTO CBHICTENLCTBA ICHCHOHHOTO CTPAXOBAHHS,

KONHS HACHTHQUKALMOHHOTO HOMEPA HAJIOTOIIIATE IbIIHAKA,

KOUHA TOKYMEHTA BOHHCKOIO Y4YeTa (J11 BOCHHOOGS3aHHEIX);

KOITHA CBUACTE/IHCTBA O 3AKII0UeHUH Opaka (Ipy HATHYWHK);

KOIIHA CBUACTENBCTBA O POXKACHHH JIETSH (IIPH HATHYHM);

KOITNH JIOKYMEHTOB 00 00pasoBaHum;

KOITHY JIOKYMEHTOR O HarpaxKIeHHH (IPH HATTHYHK);

XapaKTCpHCTHKH, PEKOMCH/IATENBHBIC THCHMa (TP HATHTHK);

IpHKa3 0 IpHeMe Ha paGoTy;

TIpHKas3 O MEPEBOAIC Ha UHYIO NOJLKHOCTE (NPH HAJINYHK);

ACKHOCTHAS MHCTPYKUMA (IOJKHOCTHBIE HHCTPYKIMH ¢ MOMEHTA HA3HAYCHHS HA BCe
TOJDKHOCTH),

TPYAOBOH IOTOBOp (C MOCTEAYIOIMM BKIIOUCHHEM NOMOMHHTENBHBIX COMIALICHHH K
TPYAOBOMY IOrOBOPY);

TPYIOBYIO KHUXKKY;
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*  MEIMIMHCKYIO KHHXKY.
Pabomoodamenv ogpopmasem:

* TPYAOBOH NOTOBOP B ABYX 3K3CMILISApax;

* TIPHKA43 O IpHEME Ha paGoTy (0 NepeMenIeHIH Ha APYTHE JA0IKHOCTH);

¢ M4HYIO KapTouky Ne T-2;

*  JOIXHOCTHYIO WHCTPYKIIHIO B J(BYX 3K3eMILIApaX.

Pabomooamens snaxomum:

* C HOPMaTHBHO-TIDABOBHIMH JOKYMEHTaMH LIKOMbI (YcTaBoM, KoleKTHBHEIM TorosopoM,
TIpaBrIamMy TPY/IOBOTO PacTiOpsi/iKa M AP. TOKANBHBEIMH aKTaMH);

*  C IOMKHOCTHOH MHCTPYKIKEI;

TPOBOAUT BBOJHEIM HHCTPYKT&X, HHCTPYKTaX IO OXpaHe Tpyda, HHCTPYKTaX IO
TIPOTHBOMIOKAPHOH Ge30macHOCTH.
2.4. Ileperaroe oOpMIICHHE INYHOTO AeiIa TIPeIyCMATPHBAET:

* TIPUCBOCHHE JIMYHOMY REJTy HOMepa COITIACHO XXYpPHaIly ydeTa JIHUHLIX A6l (TIpUIIoKcHHE
Ne 1);

* TPOCTABJICHHE HA OGJIONKKE THIHOTO Jenia (MPHIOKeHHe Ne 2) CleAylomuX peKBH3HTOB:
MHICKC Jcma (B COOTBETCTBMM ¢ HOMCHKIATypod aen| o6meoGpa3oBaTenbHOM
OpraHW3alWy; MOJHOC¢ HAHMCHOBAHWE OOIEoOpa30BATENBHOM OpraHH3alMM; HOMEp
JIAYHOTO fena; GaMuiMs UM OTIECTBO PalOTHHKA B HMCHHTEIFHOM IAfIee; NaThl — MO
Havalla M rojl OKOHYaHHA BECHUS [eia; KOJTHIECTBO JTHCTOB; CPOK XPAHEHHU,

* T[IOMCIICHHC MNOKYMEHTOB, IIOUICXKAIMX XPaHCHHI) B COCTaBe JIMYHBIX J€JI, B
XPOHOJIOIMYECKOM TIOPAAKE:

BHYTPEHHA OMHCH JOKYMEHTOB fena (IpHioxeHue Ne 3);

JMYHBIH JIHCTOK 110 YHMETY KaJpoB (IpHIOKeHHsa Ne 6);

3aABJICHUE O IIpHEMe Ha pabory;

IIPHKa3 O IpHeMe Ha paboTy;

TPYIOBOH IOTOBOD;

ROTOBOP O TIOJHOH MaTepHalTbHOH OTBETCTBEHHOCTH (eCnM  pabOTHMK —
MaTepPHATBHO OTBETCTBEHHOE JIHIIO);

XapaKTEPHCTHKH H PEKOMEH/IATEILHBIE ITHCEMA;

COTIacHe Ha 00paloTKY NEePCOHATBHEIX JaHHBIX,

2.5. JIucTel IOKYMEHTOB, IOMEMCHHBIX B JINYHOE [0, [I0JUIEKAT HyMEPALUH,

2.6. C uensio obecneveHus HaANexXameH COXPAHHOCTH JIMYHOIC €A NEAAroroB H COTPYHHKOR
o01eobpasoBaTeNbHOR ~Oprapnu3anmn | yao0cTBa B OOpALCHHHM ¢ HUM OpH (OPMHPOBAHHH
AOKYMCHTBI NOMEHIAIOTCA B OTACNBHYIO HanKy. IIpH yBONBHEHHH pabOTHHKA NPOLIHBAIOTCA
HATKAaMH U CAAIOTCA B apXuB.

2.7. BuyTtpeHuss ouHch JOKYMEHTOB, HMEIOIMXCA B JIHIHOM JIENIe, JOMDKHA CONEPX,aTh CBEICHHS
0 TOPAAKOBBIX | HOMEpaX, HaHMEHOBAaHMAX IOKYMEHTOB [CJa, KOIHYECTBE JMCTOB, OaTax
BK/IIOYCHAA JOKYMEHTOB B JIHYHOE JAEN0 H M3BATHA M3 JIENa, 4 TAKKe KEM H3IBAT JIOKYMEHT H IO
K4KOH. IpHUmHe.

2.8 BHYTpeHHAs OIHCH COCTaBJIAETCA HA OTAENBHOM JIHCTE MO ycTaHoBleHHOH ¢opme. JIHCTHI
BHYTPEHHEH OIIUCH HYMEPYIOTCA OTHEIBHO.

2.9..TIpn moAroToBKe MUYHBIX A€M K Nepenade Ha XpaHEHWE K BHYTPCHHCH OINMCH COCTABJIAETCS
HTOTOBad 3allHCh, B KOTOPOH yKa3sIBaeTCA MUGPaMHA H NPOMHCHID KOIHYECTBO BKIIOYEHHBIX B HEE
JOKYMEHTOB H KOJIHYECTBO JTHCTOB JIEA,

VV VYVVVVVYV

3. Tlopsizox BemeHHSi JHYHBIX €1 NEJArOroB W COTPYAHHKOB OPraHH3alHH,
OCYIeCTBAMOMEH 00pazoBaTeILHYIO AeRTEILHOCTD

3.1. Jluunoe neN0 NENAroroB ¥ COTPYIAHHKOB 00imeo0pa3oBareiibHON OPraHM3aLMH BEAETCS B
TEYCHHE BCEro MepHoia paboThl KakAOro Hejarora H COTpyIHHKA B obmeobpasoBaTenbHOM
OpraHM3alHH.
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3.2. HaneHelfliee BegeHWe JMYHOIO ACNa NEJAaroros M COTPYIHEKOB 0bmeobpazoBarenpHOM
OpraHH3aLMK IIPEJyCMAaTPHUBACT IIOMEIUECHHE B JEN0 AOKYMEHTOB, 00pasyiOmEXcs B Hpomecce
paboueii IeATENLHOCTH M HMEIOMINX 3HAYEHAE IS TPYLOBEIX OTHOINCHHIL:

* JONOJIHCHHE K IHYHOMY JIHCTKY IO YYETY KaJIpOB;

* JIOTOJIHATENbHEIC COTJIALIEHHS K TPY/IOBOMY JOTOBOPY;

* KONHMH NpPHKAa30B [0 JHYHOMY COCTAaBY, KOTOpPEIC KACAIOTCH IENArOrOB M COTPYAHHMKOB

00meobpazoBaTenbHON OpraHu3aIyy;
* OT3BIBBI JOJDKHOCTHBIX JIHI © TE€Jarore H COTpyIOHHKe 06meoOpa3soBaTenbHON
OpraHH3aNnH;

* KONHH JOKYMEHTOB O IIOBBIICHHY KBANTH(HKAIINHY;

*  KOIHH CEPTH(HKATOB, TPAMOT;

* JIMCT — 3aBEPUTENE eiia (COCTABILIOT IIPH Cave IWIHOTO JENIa B ApXHB);

* HHBIE JOKYMEHTEIL
3.3. B nensx ofecmedueHHs KOHTPOJIS 3a COXPAaHHOCTBIO H AKTYAlbHOCTBIO JIAUHBIX el B
06imeobpa3oBaTebHOR OpPraHM3alHH €KeroAHo (He o3nHee I kBapTama rogma, CIEIYIOIETO 3a
OTYETHBIM) IIPOU3BOJIUTCA NPOBEPKA WX HATHYHS ¥ COCTOSHHA.
3.4. ExeronHyio NnpoBepKy COCTOSHMS THYHBIX J€J Ha NPEIMET COXPAHHOCTH BKIIIOUEHHBIX B
HETO HOKYMEHTOB NPOBOJMT CIENUANbHO CO3[aHHad KoMHCcHs. O IPOBENECHHEIX NpPOBEpKax
JACTACTCA OTMETKA B JIACTE O PEe3yJbTaTax €XETOAHOH IIPOBEPKH COCTOSHUS H HAIMYHS JIHUYHOTO
Tema (npuioxeHue Ne 5) M COCTABIISETCS aKT, Pe3y/bTaThl IPOBEPKH JTMUHBIX JieNT B 00S3aTENBHOM
NOpsaKe NOBOAATCS JI0 AHPEKTOPa 001eo0pa3oBaTeNsHON OpraHy3alyH.

4. Tlopsinok y4€Ta M XpAHEHHS JMYHBIX /€] NEJATOTOB H COTPY/IHHKOB OpPraHH3aLMH,
OCYIIECTB/IAIMEH 00pa30BaTENBHYIO ACATEILHOCTS.

4.1. XpaneHre U y9eT TUYHBIX €] TEJAroroB M COTPYAHHKOB OPTaHM3AllMH, OCYIECTRIOmeR
00pasoBaTeNbHYIO JCATENBHOCTD, OPraHH3YIOTCA C\IieJIbI0 OBICTPOro M Ge30mmbouHoro moncka
JMYHBIX JeN, oOecTledeHus HX COXPAHHOCTH, a TaKkKe OOeCHeYeHHs KOH(UICHIHATEHOCTH
CBEJICHHH, CONSPXKALUMXCS B IOKYMEHTAX IHIHBIX JIEI, OT HECAHKUNOHUPOBAHHOTO JOCTYIIA.

4.2, Jlnunrpie nena COTPYTHAKOB XpaHATCA B Celide 06meoOpasoBaTeNbHOM OpraHH3aIHH,

4.3. Tpynossie ¥ MEIHIIMACKHE KHIKKHM XPaHATCH OTACIBHO B cefide.

4.4. TocTyn K JMYHBIM J€NaM HNERATOTOB W COTPYAHMKOB 06IMeo0pasoRaTeNIbHOM OpraHH3aLHK
HUMEIOT TOJIBKO CEKpeTaph, IHpeKTop obineoOpazoBaTenbHOM opraHnsalui JTHOO 3aMECTHTEIH
JVMPEKTOPA NPH HCIIONMHCHUH 0043aHHOCTeH AupekTopa 06imeobpa3oBatesHOM Opraun3anay.

4.5. CucreMaTH3aumks JIHGHBEIX JEM [EJAroroB H COTPYAHHKOB 06meofpasoBaTelbHOil
OpraHH3alMy IIPOM3BOANTCS B allpaBHTHOM MOpSIKE.

4.6. JlnaHele Aena NEJAroroB M COTPYAHHKOB OOMICOOpa30OBATENbHOM OpPraHM3allAH, HMCEIOIHX
rOCYIapCTBEHHbIC 3BAHHS, IIPEMUH, HArPaabl, Y4EHBIE CTENEHH U 3BaHUA, XPAHATCH 1IOCTOSHHO, a
OCTalbHEIX COTPYAHMKOB — 75 JIET ¢ Tofa yronbHeHHA paboTHEKA (B cOOTBeTcTBHH ¢ Ilepeunem
THIIOBBIX YTIPABJICHYECKHEX TOKYMEHTOR).

S/ TlepAnok BhIIAYH JHYHBIX Je/1 BO BPEMEHHOE M0Ib30BARME

5.1. Brimaya mMusbix men (OTHENBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO J€Na) BO BPEMEHHOC
MTONB30BAHHE [IPOH3BOJUTCH ¢ pa3spellleHUs JAupeKTopa 00meobpazoBaTeNIbHOM OpraHu3alHK [0
3AABJICHUIO COTPYIHHKA OpTaHU3allHH, OCYIIECTBAAONIEH 00pazoBaTCIBHYIO IEATEIBHOCTE,

3.2, Pabora (o3sHakoMIeHME) ¢ JMYHBIMH = JENaMH  [IEJaroroB MW  COTPYOHHKOB
00meobpa3opaTebHON OpraHU3anuy NPOH3BOAMTCS B NMPHEMHOM JupexkTopa. B xonue pabodero
OHS CEKpeTaph WM CIICHHANHMCT O KajpaMm 00sd3aHa yOeIMTbCs B TOM, YTO BCE JIMYHBIE JENa,
BBIJAHHBIE BO BPEMEHHOC TIONB3OBAHHE, BO3BPAINCHBI HA MECTO XpaHEHHS W €CTh JIH
HE0OXOMMOCTE IS IIPHHATHA MEP K KX BO3BPAIICHHUIO HITH PO3LICKY.

5.3, axT BeIa4M JIHYHOTO JeNa GHKCHPYeTCd B KOHTPOJIBHOM JKypHAIE,

5.4. MspaTHe OTOCTBHBIX JOKYMEHTOR M3 JIWYHOFO JENA MPOM3BOMATCA ¢ Pa3pelleHHs JUPEKTOpa
00me0bpa3oBaTe/IbHOR  OPraHU3anud ¢ OGOpMJICHHEM COOTBETCTBYIOLIECH 3amucH B rpade
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«lIpumetanne» BHyTpenrel onmcH. 1Ipu BpeMEHHOM W3BATHH TOKYMEHTA Ha €r0 MECTO (Mexny
JIACTaMH  COCETHAX IOKYMCHTOB) BKJIANBIBACTCA CIIPaBKa-3aMECTUTEIb C YKa3aHMeM IaThi H

IIPHYHH H3IBATAA C IIOANIHCEH) JTHIA, BRIIABIIETQ HJOKYMCHT, H NOJMHUCHIO JIHUIE, ITOJIYYHUBIIETO €TI0
BO BPECMCHHOC MOJIE30BAHHAE.

6. Odopmienne THUHBIX e Neped caadeii B apxuB
6.1. Odopmnenne MMUHEIX fest IS TEpeNadd B apXHB IIPOH3BOMHTCH CTIEIHATACTOM TI0 KaJpaMm
obmeobpasoBaTensbEOi OpraHH3anuy. JTa NpoLeypa BIIIOUACT:

* MOIUIMBKY (NEpEIUIEeT) Aena;

*  YTOYHEHHE HyMEpAIHH JTUCTOB JIEA;

* COCTaBJICHHE JIHCTa-3aBepHTEN (pHnoxeHne Ne 8);

*  COCTaBIICHME (YTOUHEHHE) BHYTPEHHEH OMHCH;

* BHCCCHME YTOYHEHHH B pEKBH3UTHI JIMIEBOH OON0KKH Jie/a,

6.2, Jlucr-3aBepuTens Jena JNOMKEH NOAMHCATH €rO COCTABWTENb, HPH OTOM  JeNaercs
pacin(poBKa JOMKHOCTH M NOANWCH, MPOCTABIAETCH naTa. B mpomecce MCMONb30OBAHMS
apXHBHBIX JIOKYMCHTOB B JIHCTE-3aBEPHTENE ACIANOTCH COOTBETCTBYIOIIHG OTMETKH., Ecim memo
noxmHTo Ge3 MMCTa-3aBEpPHTENd, TO €T CNeAyeT HAKIEHTh Ha BHYTPEHHIOIO CTOPOHY OGNOMXKH
Jena.

6.3. C nemeto ofecrieyeHHs COXPAHHOCTH TAYHEBIX AT PEKOMERIYETCH:

* O0BeqUHATE MHIWBH/yalbHbIE NHYHEIC AeNa YBONEHHBIX COTPYAHHKOB B OIHY OBMOXKKY
(obBenuHEHHOE IENO) ¢ TAKUM pacueroM, 4To0bl ofbeM mena (ToMa) He npesbmmuan 250
JIICTOB (ITyTe€M CIIMBKH MaTepPHATIOB HHIHBHAYAIBHBIX JEI [0 T0/1aM YBOJILHEHHA);

* pacrojaraTb MaTepHalbl WHIAMBHAYATBHBIX I B IIpefenax jAena (ToMa) B alaBHTHOM
nopsjxe (10QaMIIBHO), OTAENAA MATCPHANl, OTHOCAIIHEC K PA3HBIM HHAABHAYAThHBIM
JenaM, YHCTBIM HHCTOM OyMaru ¢ ykasaHueM Ha HeM (aMHIMH, HMEHH M OTYeCTBA
COOTBETCTBYIOLIETO YBOJCHHOTO Tefarora M COTpyIHHKAa o06Immeo0pasoBarelsHOM
OpraHH3aIiH;

* cHaOXaTe Kaxnoe OOBEIMHEHHOE JeA0 (TOM) BHYTpeHHeH OIMCBI0 ¢ NEPEYHCIICHHEM
(GaMHIMH, WMEH M OT4YeCTB-H YKa3aHMEM HOMEPOB CTpaHWI, B IpelelaX KOTOpBIX
PAacIoNoKeHbl COOTBETCTBYIOMNE AOKYMEHTHI.

6.4. Ilepenaua MMUHEIX Jell B apXHB OCYIIECTBIACTCS HE MO3MHES TPEX JIET TOCIE 3aBEPUICHHS HX
B JICTIONPOM3BOACTBE B COOTBETCTBHH ¢ rpadukoM. [ipensapurensHo cexpeTapeM, CHEMUANUCTOM
110 KanpaM I[IPOBEpAETCS, MOJHOTA W NPaBHJIBHOCTH IIOJINOTOBKM JIHYHBIX [€l K IEpeaave.
BrisiBnieHHBIE NpH TIPOBEPKE HEJOCTATKH YCTPAHAIOTCS CEKpeTapeM, CTEHAIACTOM IO KajipaM.
llepenada 1 npHeM MPOM3BOIATCA 110 OIMHCH C IPOCTAHOBKOM OTMETOK O HAITHYMH JTMYHEIX JE.
6.5. JInunsie ste1a MIEAAFOFOB U COTPYAHHKOB 001meobpa3oBaTeIbsHOM OpraHu3aliy, 3aKOHYeHHEIE
Jenonpou3BoAcTBoM 10 1 auBaps 2003 roma, xpanarcs 75 net, nocie | sasapa 2003 roga — 50
seT. JIndHBIe Aena TMPeKTopa, IJiaBHoro Oyxranrepa o0meo6pa3oBaTeibHOM OPraHU3aIlHH HMEIOT
MOCTOAHHEIN CPOK XPAHEHHSA.

77 OTBeTCTBEHROCTE
7.1. Ilegarorn ¥ cCOTpyIHWKH o00meoOpa3oBaTeNnbHOM OpraHu3aiMd O0A33aHBI CBOEBPEMEHHO
TPEACTABIATE CEKPETAPIO WM CICHHATHCTY IO KaZpaM CBEISHHS 00 H3MEHECHHH B IEPCOHANBHBIX
JAaHHBIX, BKIIOYEHHBIX B COCTAB JIHYHOTO J€A.
7.2. PaboTonarens obecrieunpacT:
*  COXPaHHOCTh JIMMHBIX JE€1 THEHArOrOB H  COTPYAHHKOB  ofmeofpa3oBarebHON
OpraHU3aliy,;
*  KOHOHICHIHANBEHOCTL CBENEHWH, COjiepxKamuXcs B JIHYHBIX J€NaX INeAaroroB H
COTPY/IHHKOB,

8. IIpaBa padoToaaTensi H padoTHHKA



8.1. Ins oBecreucus sammrTsr TICPCOHAIBHEIX NAHHBIX, KOTOPHE XPAHATCS B JIHYHEIX Jenax
TICAATOT0B M COTPYAHMKOB 06IIeo6pazoBaTe/bHON OpPTaHH3AUWH, MEIATOTH H COTPYIHHKH
06IMe06pa3oBaTe /IBHOM OPraHH3AIMH HMEIOT 1paso:
* THOIYYHTP TOJHYIO MHPOPMAIMIO O CBOMX TIEPCOHANBHBIX JAHHEIX K 06paboTKe 3THX
TAHHBIX;
*  NOIyYuTh CBOOOIHBIM AOCTYII K CBOHM TIEPCOHANBHEIM TAHHBIM;
*  TONYHYHTE KOIHHK JOKYMEHTOB, XPAHAMIHECS B IMYHOM [elIe | CONCPIKAINKE IEPCOHANLHEIE
TAHHEIE.
*  TPeGOBATH MCKIIOUCHUS HIIH MCTIPABIICHHS HEBEPHBIX M HeTIOJHAIX ITEPCOHATBHBIX JAHHBIX,
8.2. PaGotomaress umeet TIpaBo;
* o0pabaThIBaTh IEpCOHANBHBIE JaHHbIE NENaroroB ¥ COTPYAHHKOB 00meoGpa3opaTensHolt
OPTaHH3ANHH, B TOM THCIIE ¥ HA JMEKTPOHHBIX HOCHTEIISX;
* 3A0pOCHTE OT MENArorOB M COTPYIHHMKOB 001meobpazoBaTenbHol  Opra’u3amuM  Beio

HEOOXOMMMYIO MH(OPMAIMIO UL BENCHHS IMYHEX Aen ¥ 00paboTKH TepPCOHATBHEIX
JAHHBIX,

9. 3aKm04HTeILHEIE N0/I0MKeHRs

9.1. Hacrosnee Tlonoxenne o HOPAKS BEACHUSA JIHYHBIX AT PaGOTHHKOB SBIISETCS JTOKAILHEM
HOPMATHBHEIM aKTOM, IIPHHAMAETCS Ha IleRarorHueckoM coBeTe WKOMEl H YTBepaxHaercs (;mbo
BBOJUTCS B NEHCTBHE) MPHKA30M JHpEKTOpPa OpraHu3anyy, ocymlecTBIAOme obpasoratensuyio
JEATENBHOCTB,

9.2. Bce M3MCHCHHS W JIONOIHEHHMS, BHOCHMEBIE B HacTosmee Ilonoxenne, opopmmsorcs B
OHCBMCHHOH GOpMe B  COOTBETCTBHH ACHCTBYIOIIAM . 3aKORONATENhCTBOM  PoccHiickoii
Oenepaliuy.

9.3. Ilonoxenue 0 NOpsAKe BEJECHUS THYHBIX A€l PabOTHHKOB 0GPA30BATENLHON OPraHH3ALHE
TPHHHMACTCS  Ha HEONpCACNCHHBIH CcpPOK. 'M3MCHEHHS H [ONONHEHHS K {Tonoxenuto
TPUHAMAIOTCA B MIOPSIKE, IPEAYCMOTPEHHOM 11.9.1. HacTosmero ITo0Ke s,

9.4. Tlocie upumatua [lonoxenms (WM u3MeHEHHE W JOMONHEHHH OT/ENBHBIX IIYHKTOB H
DPa3leNoB) B HOBOH peaKIuu TpesIIymas PelaKus aBTOMATHYECKH YTPATHBAET CHITY.



Iprnexenune Nel

K TIONIOXKCHANO O MOPAOKE BeISHHA

KypHan yuera Tu4HEIX nen

JIMYHBIX Ben paboTHUKOR

No Hara ®amunps, | Tabens- | JlomkHOCTs Crpykryp- Jata u Jara u Ilpprmena-
w othopmie- HM3, HBIH (mpodec- HOE HOMEp HOMep HHE
I | HEAJIAMHOTO | OTYECTBO HOMeEp cH, noapasze- NpUKa3a [pHKa3a
oena Ieparora v CIenHakb- JcHHe (pacnops- (pacniops-
COTpYIHHKA HOCTE) KCHHA) ¢ KEHHA) O
nejarora u npHeMe [ipeKpame-
COTPYIHHKA megarora M HUE
COTPYIHHKa ; (pacTopxe-
Ha paboTy HHH)
TPYAOBOTO
JloroBopa ¢
[EAATOroM H
COTPYAHHKOM
{yBOnBHE-
HHH)
1 2 3 4 5 6 1 8 9




O610kKa TUIHOTO Oena

ITpanoxkenue Ne2
K NOJIQEHHIO O MOPAAKE BENCHHSA
THYIHBIX Ae71 pabOTHUKOB

Pomng Ne

Onmuce Ne

Hemno Ne
Wnnexc zena

(HasBanne 00pasOBATENEHOH OpraHH3aLKH)
JIAYHOE JIEJIO Ne
(3aronoBoK aena)

Hara Hauana

Jlata oKOHYaHHs

Ha JHCTAX
XpaHuTh JeT
dormg No
Onuce Ne

Heno Ne




[Ipunoxenune Ne3

K IMION0XKECHHID O MOpANKe BeOeHHA

BHYTPEHHSIA OITMUCH
JOKYMEHTOB jena Ne

JIHYHBIX JeNl paboTHHKOB

Ne Hrnexc Hata Ha3Banune Howmep [IprMeuanus
n/n TOKYMEHTA JOKyMeHTa JOKYMEHTA JHCTOB
Jena
Htoro: JTOKYMEHTOB

(mdpamMu 1 NPOrMeE0)

KonuuecTBo MHCTOB BRYTpeHHEH OmMHCH

{lmdpaMu 1 NPORHCEIO)

OTBeTcTBEHHEII 32
KaJpOBEIH y4eT:

(monmece)
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©.1.0.

Tpunoxenne Ned
K IIOTOXEHHIO O MOPAIKE BEACHUS
JIHYHEIX Jell pa0oTHHKOR

HomxHOCTE

JIuunoe gemo Ne

Jara o3HakoMIeHNs ezarora
H COTPYIHHUKA ¢ IHYHEIM
JeToM

IToanwuce nenarora u
COTpY/IHHKA

OrMeTkH, upaMeYanns,
3aMCYAHHA




Ilpanoxenne Nes

K ITOJOKEHHIO 0 nopAnke BeAcHUSA

JIMYHBIX 16N paboTHHKOB

OT1MeTKa 0 pesynbTaTax exeronHoii NPOBEPKH COCTOSIHHS
H HAJIHYMS THYHOTO fe/ia

0.1.0.

HomkHocTs

JInunoe nemo Ne

Hara nposepku

@ .H.0. uncHoB
KOMHUCCHH

Ioamnucu unenos
KOMUCCHH

Pesynerar nposepku




1. Gamumms

Ipunoxenue Not

K MTOJIOXKSHHIO O NOpAAKE BeJeHH
JNHYHBIX Aen pabOTHHKOB

JIunbIi JIHCTOK MO YueTy Kaapos

Husn

2. ITon

OtuecTBO

3. Tou, uncno u Mecsy poxIeHAs

4. Mecro poxaeHus

5. I'paxmancrso

(ceno, acperis, ropoa, pation, obnacre)

6. O6pasosanue

Hazpaune
yaebHOro
3aBE/ICHUS H €ro
MECTOHAXOXICHHE

QakynsTeT
HITH
OTIENICHAE

Ton
HOCTyl'IJ'IeHPIH

Tox
OKOHYAHUS
WM yX0aa

Ecmm He
OKOHYHII, TO
€ KaKoro
Kypca yuen

Kakyto
CTEIHaNEHOCTD
MIOJIYYHIT B
pe3ynLTare
OKOHYaHHs
yuebHoro
3aBelCHHS,
ykazarb Ne
JHUIIIOMA HITH
YAOCTOBEPESHHA

7. Kakumy uHOCTpaHHBEIMH S3bIKAMHU BJIajeeTe

8. YueHas cTenens, yueHoe 3saHune

9. Kakne uMeeTe Hay4HbIe TPyIBI H H300peTeHus

(YHTAETE H MIEPEBOIHTE CO COBAPEM, YHTACTE H MOKETS 00 BACHATRLEA, BAajeeTe CBOGOIHO)




10. Bremomusiemass pabota ¢ Hauama TPYHOBOH eATENBHOCTH (BKMIOYAS yueGy B BHICIIHX 1
CPEHHX CHCLMANbHEIX yICOHDIX 3aBEICHHSX, BOCHHYIO CITy )0y 1 paboTy 1o coBMecTHTENLCTRY)

Mecan u ron HOMKHOCTS ¢ yKasaHHEM yupexIeHus, MecTonaxoxneHne
TOCTYIICHAA yXoma OPT2HU3ALHH, IPSIIPHATHS, 8 TAKIKE YUPEKACHHS,
MHHHCTEPCTBA (BSAOMCTBA) OpraHH3allHH,
OpeIPHATHS

11. Tlpe6riBanue 3a rpannneit (paGora, Cly)KeOHast KOMaHIHPOBKA, Oe3/IKa ¢ neleranuci)

Mecsi 1 rog B xaxoit crpane Llens npeChBanus 3a
¢ KaKoro 110 Kakoe IpaHHLcH
BPEMEHH BpeMs

12. Yaacrre B BRIGOPHEIX opraHax

MecTo BEIGOpHOTO Haspanue BoiGoproro | B xauecTse koro T'on

oprasa opraHa BEIOpaH H30paHus | BRIOBITHA

13. Kakue uMeeTe MpaBHTEILCTBEHHBIE HATPATS]

Korna 1 xem Harpaxaes

14. OTHOIICHHE K BOMHCKHM 00A3aHHOCTSIM H BOMHCKOE 3BaHHC

Cocras Pon Boiick
(KOMaHIHBIN, MOTATHYECKHIL, A\MHHUCTPATHBHEIH, TEXHHYECKHH H T. 1.)

15, Cemeiinoe IIOJIOKCHHE B MOMECHT 3allQJHEHHUS JTHYHOIO IHCTKA

(*ICHET CEMER, ¢ YKa3aHHEM BO3PacTa)

16. lomamsnit anpec

17. O643y10CE CBOGBPEMEHHO HM3BEIIATH 000 BCeX HIMEHEHHSX JIaHHBIX, BKJIFOYEHHBIX B JIMYHBLA
JHCTOK T10 Y4ETY KaApoR,
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lpunoxkeHue N7
K MONIOKEHMIO 0 NOPAIKE BeASHHA
JIMMHBIX JeN pabOTHHKOB

AHKETA

Damunus

s

OTtyecTBO

Jata poxneHus

1. I'paxxnaHCcTBO (€CIM H3MEHSIH, TO YKAXXHTE,
KOT/la M 10 KaKoif nmpu4uue)

2. OOpasoBanme, yueHas CTemeHs (KOrma M
Kakue yueOHble 3aBENICHHS OKOHYHMIH, HOMEpa
munioMoB). CHenHanbHOCTh M KBamudHKauus
0 THTLIOMY

3. KaxuMy MHOCTPAHHBEIMH S35IKAMHA M S3BIKAMH
Haponos Poccriickoit ®enepamun snaneere u B
Kakol  cTemeHH  (uMTaeTe H  MOXKeTe
OOBSACHATECS, BIa&eeTe cBOGONHO)

4. Bomonnsemast paboTa ¢ Hauana TPyIOBOH AeATENLHOCTH (BKnOUas BoeHHYIO CiTyKOY U paboTy
0 COBMECTHTEINLCTRY)

Mecs 1 ron JOMmKHOCTS ¢ yKazaHueM yupexJIeHHd, MecTtonaxoxenue
MOCTYTINCHAS yxoma OpTaHH3ALKH, TIDSTIPUITHSA, 4 TAKKE YUpPEeXKIEHHUA,
MHHUCTEPCTBA (BEIOMCTBA) OpraHH3aIlHH,
IPeANPHSATHS

5. Bammm 6nuskue poncrsennrky (GkeHa, MYX, OT€II, MaTh, OpaThsl, CECTPEI)

Crenens Oamumrs, UM, Toxn Mecto pabotsl, Anpec mecTa
pOJICTBA OTHYECTBO POXICHHUS JOTKHOCTD KATENLCTBA

6. Homamuuit anpec U Homep Tenehona

7. Tlaciopr HNK IOKYMEHT, €ro 3aMeHSIONIHI

(HOMEp, CEpHA, KEM H KOTDA BBLIAH)
8. JlonotHuTe B HBIE CBEACHNA, KOTOPhIe BEI XKenaere coobImUTE 0 cebe

10. Ha xaxo#f yposeHs 3apruiats Bel paccumtbisaete?
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(ROLKHOCTE OTBETCTBEHHOIO 38 KAAPOBHIT yHeT) {TiomHCE) (pacmHdpPOBKa MOAMACH)




Ipunoxenne Ne$
K NOJIOMKEHHIO O TOPAAKe BeIeHAA
JMYHBIX Oell paboTHUKOB

JUCT-3ABEPUTEJIH
Aena Ne
B j1ene poLIKTO H IIpOHyMepoBaHO JIMCTOB
(uncdpamu 1 mpomHcEIo)
c Ne 1o Ne , B TOM 9HCTIC!
JIMTEPHBIE HOMCpa JIACTOB
IPOMYLICHHEIE HOMEpa JIMCTOB
+ INCTOB BHYTpeHHEH OnHCcH JTHCTOB
OcoGeRHOCTH BHIUYECKOTO COCTOSHAS | Homepa mucros
dopMupoBanus nena
OtBeTcTBEHHBIA 32
Ka/IpOBBIH yuer
{noanuce) (paciwrnpporka noamicH)
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