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1. O61mme moJ1o:keHNs

1.1. Hacrosimee Ilonoxxenune o mopsiike BEJICHHS JIUYHBIX Jel padoTHHKoB ['BOY
«llentp o6OpazoBanust r.I'yaepmec» (maiee — 1Ikona, oOmieoOpa3zoBaTeIbHas
opraHu3zaius), pa3padoTaHo B cooTBeTcTBUM ¢ DenepanbHbiM 3aKk0HOM Ne 273-D3 ot
29.12.2012 «O6 obpazoBanuu B Poccuiickoit @enepanumy, DeaepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHanbHbIX JaHHBIX», [Ipukazom denepanbHOro apXuBHOIO
arenrctBa oT 23 nekabps 2009 roma N 76 «O06 ytBepxkaeHnn MeTOIUYECKHX
pEKOMEHIAIMK 0 pa3pabOTKe WHCTPYKIUK IO JIEIOTPOU3BOJICTBY B (hemepaibHbIX
opraHax HCIIOJHHUTENIbHOM BiacTu», Ykazom Ilpesuaenta ot 30.05.2005 Ne 609 «O6
yTBepxKAcHUU [l0N0KEHHSI O MEPCOHANBHBIX JAHHBIX T'OCYJAPCTBEHHOT'O CIIYKAIIEro
Poccuiickoii ®enepaunn M BEICHHM €ro JMYHOro nena», TpymoBeiM Kopexcom
Poccuiickonn @enepanuu, KomnektuBHbiM noroBopoM, Ycraom ['BOY «llentp
obOpazoBanus r.I'ynepmec» (nanee — mikosia, 001eo0pa3oBaTeIbHas OpraHU3aIus).

1.2. Jaunoe Ilosioxenue onpenenseT NOpsSA0K BEACHUS JIMYHBIX JEN MeAaroroB u
HHBIX COTPYIHUKOB U PaOOTHUKOB IIKOJIbI, ONPEAEsSeT NOPSAI0K (GOPMUPOBAHMS, yUeTa
M XpaHEHHWs, BbIJAYM JIMYHBIX JE€JI BO BpPEMEHHOE IIOJb30BaHUE, a TaKKe
OTBETCTBEHHOCTb, IPaBa PaOOTHUKOB U IUPEKTOPA 00pa30BaTEIILHON OpTraHU3aIIHH.

1.3. Hacrosimee IlonokeHue yTBEpKIaeTcsl MPUKA30M IO IIKOJE WU SBISIETCS
00s13aTeJIbHBIM 17151 BCEX KATETOPUM MeIarorudeckux U APYrux COTPYAHUKOB IIKOJIBI.

1.4. Benenue AWMYHBIX A€ NMENAroroB W COTPYAHHUKOB IIKOJbI BO3JIATaeTCs Ha
CIIELMAIIUCTA 10 KaJpaM.

1.5. JInuHO€ nEeno — OCHOBHOM OKYMEHT IEPCOHAIBHOrO YYETa, COIEpKallun
HauOoJiee TOJHBIE CBEJCHUS O PaO0OTHHUKE OOpa30BaATENIbHOW OpraHu3allid U €ro
TPYAOBOM JEATENbHOCTA. B IJMYHOE [1€710 BHOCATCS CBEACHHS, CBSI3aHHBIE C
MOCTYIIJIEHHEM Ha PaboTy U YBOJIbHECHUEM.

1.6. CBeneHus, copepxanirecs: B JIUYHOM JieJie, OTHOCSTCS K KOH(PHICHIIMATbHON
nH(pOpMaIU, UMEIOT OTPAaHUYEHHBIN JOCTYI U Pa3TJIallleHUIO HEe TTOJIeXKaT.

1.7. JIlnuHOe neJio BeeTcsl B T€YEHUE BCETo nepuoaa paboThl paOOTHHUKA.

1.8. BeneHue HECKOJBKHUX JIUYHBIX J€J OJIHOTO pabOTHHMKA OOpa3oBaTEIbHOMN
OpraHu3alliy HE IOMyCKaeTCsl.

2. ITopsinok (popMHUpPOBAHUS JIUYHBIX J1€JI COTPYIHUKOB

2.1. dopMUpOBAHME  JIMYHOTO  JI€JIa  I€JaroroB W COTPYAHUKOB
00111600pa30BaTEIbHON OpraHu3aIuy MPOU3BOUTCS HEMOCPEACTBEHHO MOCIIE MMpUeMa B
00111€00pa30BaTeIbHYI0 OPTaHU3alMI0 WM TEPeBOJia MEAaroroB M COTPYIHUKOB U3
Ipyroi oOpa3oBaTeILHON OpraHU3alluH.

2.2. B cOOTBETCTBUU C HOPMATUBHBIMU JIOKYMEHTaMU B JIUYHBIC JieJIa IEAArOoroB u
COTPYIHHUKOB LIKOJIbI, BKJIJIBIBAIOTCS CICIYIOIINE JOKYMEHTHI:

[l nedazocos:



* 3aBJICHHE O TIPHEME Ha padoTy;

* 3asIBJICHHME O COTJIaCUU Ha 00pabOTKy NMEPCOHANBHBIX JaHHBIX MEarora;

*CIlpaBKa O HAJIMYUM (OTCYTCTBUM) CYAUMOCTH W (W) (akra yroJIOBHOTO
npeciieJOBaHusl, BBIJIAHHOTO COOTBETCTBYIOIIUM OPraHOM MPABOIOPSJIKA;

* aBTOOMOTpadus;

* KOIUS MACIOPTA UM MHOTO TIOKYMEHTA, YIOCTOBEPSIOLIETO JIMYHOCTH;

* KOIUSI CTPaxOBOI'O CBUJIETEIBCTBA IEHCHOHHOIO CTPaXOBaHUS;

* KOTHS UJICHTU(UKAMOHHOTO HOMEpa HAJIOTOTIATENbIIUKA;

* KOs JJOKyMEHTa BOMHCKOTO yueTa (/1711 BOEHHOOOS3aHHBIX);

* KOMUS CBUJIETEIHCTBA O 3aKJIIOUeHUU Opaka (TIpu HAJMYUK);

* KOTIHSI CBUJIETENbCTBA O POXKJICHUM JIeTel (IPU HAJTMUUHN);

* KOIIMU JOKYMEHTOB 00 00pa3oBaHuu;

* KOMUH JOKYMEHTOB O KBaJH(PHUKAIUU WM HAIWYHE CHCIHMANbHBIX 3HAHUU (TIpH
HaJIM4Yun);

* KOTIMH aTTECTAIIHOHHBIX JIUCTOB (TMPU HATUYHH);

* KOMUU JOKYMEHTOB O HarpaJaeHuM (Mpy HATUYUHN);

* XapaKTepUCTUKH, PEKOMEH IaTeIbHbIEC MUChbMa (IIPU HAIMYHWN );

* IpUKa3 O pUeMe Ha padoTy;

* IPHUKa3 O NEPEBOJIE HA UHYIO JOJKHOCTD (IIPU HAIMYUN);

* JOJDKHOCTHAsI MHCTPYKLMS (JOJKHOCTHBIE MHCTPYKIMKA C MOMEHTA Ha3HAYEHUS
Ha BCE JIOJKHOCTH);

* TPYAOBOM  JTOTOBOP (C  MOCIEAYIOIIUM  BKJIIOYEHUEM  JOMOJHUTEIbHBIX
COIIAICHUH K TPYJAOBOMY JOTOBOPY);

* TPYZIOBYIO KHUXKKY;

* MEIULIMHCKYIO KHUXKKY.

Il pabomuukos:

* 3asBJICHHE O IPHEME Ha padoTy;

* 3asIBJICHHME O COrJacuu Ha 00pabOTKy NEPCOHATBHBIX JaHHBIX MEAarora;

*CllpaBKa O HaJIMYUM (OTCYTCTBUM) CyauMOCTH U (uiu) ¢akTa YroJoBHOTO
npecie0BaHus, BBIIAHHOTO COOTBETCTBYIOUIMM OPraHOM MPaBOMOPSIIKa;

* aBTOOHOTpadus;

* KOMHS MacropTa WIK HHOTO TOKYMEHTA, YOCTOBEPSIIOIIETO JTUMYHOCTD;

* KOTIHS CTPAXOBOTO CBUIETEILCTBA IEHCHOHHOTO CTPaXOBaHMUS;

* KONUs UACHTU(UKAIITMIOHHOTO HOMEPa HAJIOT OIJIaTENbIINKA;

* KONUs JOKyMEHTa BOMHCKOTO yueTa (/111 BOEHHOOOS3aHHBIX);

* KOIUS CBUJIETEIHCTBA O 3aKJIIOUEHUU Opaka (TpHU HaJTM4KM);

* KOIHSI CBUJIETEIILCTBA O POXKACHUU JAeTel (IPU HATUYKH);

* KOMUU JOKYMEHTOB 00 00pa3oBaHuu;

* KOIIMU JOKYMEHTOB O HarpaJAeHUH (IIpy HAITHYHH);
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* XapaKTePUCTUKH, PEKOMEH IaTeIbHbIC MUChMa (TIPU HATMYHWH );

* IpUKa3 0 IpUeMe Ha padoTy;

* IPHUKa3 O EPEBOJIC HA UHYIO JOJIKHOCTD (IIPU HAIMYUH);

* JOJKHOCTHASI UHCTPYKIUS (JOJKHOCTHBIE MHCTPYKIIUU C MOMEHTA Ha3HA4YCHMUS
Ha BCE JIOJKHOCTH);

* TPYZOBOM  NOTOBOP (C  MOCJHEAYIOIIUM  BKJIIOYEHUEM  JOTOJTHUTEIHHBIX
COTJIAIICHHUH K TPYAOBOMY JOTOBODPY);

* TPYZOBYIO KHUXKKY;

* MEJUIIUHCKYIO KHUXKKY.

Pabomooamenv opopmnsiem:

* TPYZIOBOI TOTOBOP B JIBYX 3K3EMILIAPAX;

* [IpUKa3 0 mMpuemMe Ha padboTy (0 mepeMelIeHny Ha IPYTrue T0HKHOCTH);

* TUYHYIO KapTouky Ne T-2;

* TOJDKHOCTHYIO HHCTPYKITHIO B IBYX DK3EMIUISIPAX.

Pabomooamens 3snaxomum:

* C HOPMATHMBHO-TIPABOBBIMH JIOKyYMEHTaMu MIKOIbl (YcTaBoMm, KoimekTuBHBIM
noroBopoM, [IpaBuiamMu Tpy10BOTO pacopska U Jp. JOKaIbHBIMHU aKTaMu);

* C IOJDKHOCTHOW UHCTPYKIIUEH;

* IPOBOJUT BBOJIHBIN WHCTPYKTAXK, HHCTPYKTAX IO OXpaHe TPYyAa, HHCTPYKTAXK TI0
MIPOTHUBOIIOKAPHOK OE30IaCHOCTH.

2.4. IlepBuyHoe 0GopMIIEHHE JTUYHOTO JIeNa MPESyCMaTPUBAET:

* IPUCBOCHHUE JUYHOMY JIeJTy HOMEpa COTIACHO J>KYpHAIy ydYeTa JIMYHBIX e
(mpunoxxenue Ne 1);

* IPOCTaBlICHHE Ha OOJIOKKE JIMYHOTO nena (mpuioxkeHue Ne 2) cremyromux
PEKBU3UTOB:  HMHJEKC Jena (B COOTBETCTBUM C  HOMEHKJIATYpou  Jen
00111e00pa3oBaTeIbHON OpPraHW3allMK; MOJHOE HaMMEHOBaHHE OO0Ie00pa3oBaTeIbHON
OpraHW3allih, HOMEP JUYHOro 1ena; (amMunus WM OTYECTBO pabOTHHKA B
WMCHUTEILHOM TIQJeKe;, JaThl — TOJ Hadajga W TOJ OKOHYAaHWS BEICHHS Jefa;
KOJIMYECTBO JIUCTOB; CPOK XPAHCHHUS;

* IOMEIICHUE JOKYMEHTOB, MOJICKANTNX XPAHCHHWIO B COCTAaBE JUYHBIX JIET, B
XPOHOJIOTHYECKOM TOPSIAKE:

> BHYTPEHHSISI OUCh JOKYMEHTOB Jienia (mpuioxkenne Ne 3);
> JIMYHBINA JJUCTOK MO y4eTy KaJapoB (mpuioxeHus Ne 6);

> 3asBJICHHE O TIpUEeMe Ha padoTy;

> pHKa3 0 IpueMe Ha padoTy;

> TPY/I0BOM JIOTOBOP;

> JIOTOBOP O TOJHOM MaTepuaIbHOM OTBETCTBEHHOCTH (€ciii PabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIUIIO);
> XapaKTEPUCTUKH U PEKOMEHIAATEIIbHBIE TUCHMA;
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> corjacue Ha 00paboOTKy MEPCOHATBHBIX JaHHBIX.

2.5. JINCTBI TOKYyMEHTOB, IOMELLEHHBIX B JINYHOE JEJI0, TOJIEKAT HyMEpauy.

2.6. C uenbto obecrieueHus: HaaIexKallel COXpaHHOCTH JINYHOTO JIENa MeAaroroB u
COTPYJHHUKOB 0O0I1e00pa30BaTEIbHON OpraHU3alMi U yA0O0CTBa B OOpAILEHUH C HUM
npu pOpMHUPOBAHUM TOKYMEHTHI IOMEIIAIOTCS B OTJAEIbHYIO Manky. [lpu yBonbHEHUN
pabOTHHKA MPOIIUBAIOTCS HUTKAMH U CAAIOTCS B ApXHUB.

2.7. BHyTpeHHsAsI ONMCh JTOKYMEHTOB, MMEIOIIMXCS B JIMYHOM JIENe, JIOJDKHA
COZEpKaTh CBEACHUSA O ITOPSAKOBBIX HOMEpPAX, HAUMEHOBAHUSAX JTOKYMEHTOB JIENa,
KOJIMYECTBE JINCTOB, 1aTaX BKIFOYECHMS JOKYMEHTOB B JIMYHOE JIE€JI0 U U3BATHS U3 JIea,
a TAK)KE€ K€M 3BT JOKYMEHT U 110 KaKOM IIPUUYNHE.

2.8. BHyTpeHHS OIMCh COCTABISICTCA HAa OTAEJIBHOM JIMCTE IO YCTAHOBIICHHOM
dhopme. JINCTHI BHYTPEHHEN OMUCU HYMEPYIOTCS OTJEIBHO.

2.9. Ilpy nOATrOTOBKE JUYHBIX JEN K IEepeladye Ha XpAHEHUE K BHYTPEHHEW ONUCH
COCTABJISIETCSI MTOTrOBasl 3alUCh, B KOTOPOW YKa3bIBA€TCS LU(PpaMH W MPOMUCHIO
KOJINYECTBO BKJIIOUCHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JIUCTOB AENa.

3. [Topsinok BeeHUs JTUYHBIX JIeJ NeJAroroB U COTPY/AHNUKOB

3.1. JIuuHoe €50 meaaroroB U COTPYAHUKOB 00IIe00pa3oBaTEILHOM OpraHU3aIluu
BEJIETCSI B TEUYCHHE BCETO MepHofa pabdOThl KaXAOro IeJarora M COTPYJHUKA B
00111e00pa3oBaTeNbHON OpraHu3aluu.

3.2. JlampHeillnee BEACHUWE JIMYHOTO JIeJla TEJAaroroB M COTPYAHUKOB
o0meo0pa3oBaTeIbHOM  OpPraHM3alMd  TPEIyCMAaTPUBAET TIOMEIICHHEe B JEJO
JIOKYMEHTOB, OO0pa3yloluxcsi B TMpolecce paboyelt NesTeIbHOCTH M UMEIOIIUX
3HAYEHUE ISl TPYIOBBIX OTHOIIICHUIA:

* JIOTIOJTHEHHUE K JIMYHOMY JIUCTKY TI0 YUETY KaJIpOB;

* JIOTIOJTHUTEIIbHBIE COTJIAICHUS K TPYJOBOMY JOTOBODPY;

* KOMMMW TPUKA30B MO JIMYHOMY COCTaBYy, KOTOpbIE€ KAacarOTCsA TIEAaroroB M
COTPYJHUKOB 00111€00pa30BaTEILHON OpraHU3aIlNy;

* OT3BIBBI JIOJDKHOCTHBIX JIMI[ O TENarore W COTPyAHUKE 0011eo0pa3oBaTeIbHOM
OpraHu3aIlNy;

* KOMUU JOKYMEHTOB O TIOBBINICHUN KBATH(UKAIINH;

* KOMTUU CEPTU(PUKATOB, TPAMOT;

* JINCT — 3aBEPUTETH JieJia (COCTABIISIIOT MIPH Clladye JIMYHOTO JIefia B ApXUB);

* UHBIC IOKYMEHTBI.

3.3. B nensax obGecrieueHnst KOHTPOJIS 32 COXPAHHOCTBIO M aKTYaJIbHOCTHIO JTMYHBIX
nen B 001eo0pa3oBaTesIbHOM OpraHu3aluy eXeroaHo (He mo3aHee | kBaprana rona,
CJIEIYIOIIETO 32 OTYSTHBIM) TIPOU3BOAUTCS MPOBEPKA UX HAIUYUS U COCTOSHUS.

3.4. EXeromHyoo MPOBEPKY COCTOSHHUS JUYHBIX JIeNT Ha TPEIMET COXPAaHHOCTH
BKJTFOYCHHBIX B HETrO JIOKYMEHTOB IMPOBOJWUT CHEIHATBHO co3maHHas komuccus. O
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MPOBEJICHHBIX MPOBEPKAX JIeJIaeTCsl OTMETKAa B JIMCTE O pe3yJbTaTaxX €xXKeroJaHou
IIPOBEPKHU COCTOSIHUS W HaJW4Ms JIMYHOTO jena (mpuioxkenue Ne 5) u cocraBisieTcs
akT. Pe3ynbTaThl MPOBEPKH JUYHBIX JEN B 00s3aTENIbHOM MOPSAJKE TOBOAATCS [0
JTUpEeKTOpa 00111e00pa30BaTeIbHON OpraHU3aINH.

4. Ilopsiaok y4éTa U XpaHeHHUs JUYHBIX /ie]I eIaroroB U COTPY/IHUKOB

4.1. XpaHeHue W y4eT JIMYHBIX JIeJ MeIaroroB U COTPYAHUKOB, OPTaHU3YIOTCS C
IeJbI0  OBICTPOrO W 0e30MMOOYHOTO TMOMCKA JIMYHBIX JEJI, OOCECIEYCHHS UX
COXPAaHHOCTH, a TaKke 00ecredeHns] KOH(QUICHIIMAIBHOCTH CBEJCHUM, COlepKalXcs
B JIOKYMEHTaX JIMYHBIX J€Jl, OT HECAHKI[MOHUPOBAHHOTO JIOCTYIIA.

4.2. JluyHble Jnena COTPYAHUKOB XpaHSTCS B ceiide oOmeoOpa3oBaTeabHON
OpraHH3aIliH.

4.3. TpyaoBble 1 METULMHCKHE KHUKKU XPAHATCS OTAENBHO B cerde.

4.4. JlocTyn K JUYHBIM JI€JlaM TE€JaroroB U COTPYAHHUKOB 0011€00pa30BaTeIbHON
OpraHM3alii HMMEIOT TOJBKO CEKpeTapb, CIEHUAINCT M0 KaJpaM, JAHPEKTOp
o011e00pa30BaTeIbHON OpraHu3aluy JIMOO 3aMECTUTENN JUPEKTOpa IpU UCIOIHEHUU
00s13aHHOCTEN TupeKTopa 00111e00pa30BaTENIbHON OpraHu3aluy.

4.5. Cucremaruzauuss  JMYHBIX  J€l  MENaroroB W COTPYJHUKOB
0011e00pa3oBaTeNbHON OpraHu3alyy MPOU3BOAUTCS B al(PaBUTHOM MOPSJIKE.

4.6. Jluu"ble Jena TMENAaroroB U  COTPYJHUKOB  0O0IIe00pa3oBaTebHON
OpraHM3alfii, WMEIOIIUX TOCYJapCTBCHHBIC 3BaHMs, TNPEMUHU, HATrpPajabl, y4YEHBIC
CTETICHH U 3BaHUS, XPAHATCS MOCTOSHHO, & OCTAJILHBIX COTPYIHUKOB — 75 JIET C ToAa
yBOJIbHEHUSI paboTHHKA (B cOOTBETCTBUMU ¢ [lepeuHeM THUIOBBIX YIpaBICHUYECKHX
JIOKyMEHTOB).

5. ITopsiioK BbIIa4H JIUYHBIX JIeJI BO BpeMEHHOE M0JIb30BaHHe

5.1. Beimaua nuuHbIX Aen (OTAEIbHBIX JOKYMEHTOB B COCTaBe JIMYHOIO Jiejia) BO
BpEMEHHOE M0JIb30BAHUE MIPOU3BOJIUTCS c pasperieHus TUpeKTOpa
0011e00pa3oBaTeNbHON OpraHU3aliy MO 3asBJICHUIO COTPYIHHKA.

5.2. Pabora (o3HaKOMJICHHE) C JMYHBIMU JEIaMH TEJaroroB M COTPYIHUKOB
0011e00pa3oBaTeNbHON OpraHu3alliy MPOU3BOAUTCS B IPUEMHON TUpeKTopa. B koHie
pabouero JHS CeKpeTaph WM CHEIUAIUCT MO KajapaMm 00s3aHa yOeqUThCS B TOM, YTO
BCE JIMYHBIC JI€JIa, BBIJAHHBIE BO BPEMEHHOE MOJIb30BAHWE, BO3BpAILEHbl HAa MECTO
XpaHEHUs U €CTh JI1 HEOOXOJAMMOCTh JJISI MPUHATHS MEpP K WX BO3BPAIICHUIO WIIU
PO3BICKY.

5.3. ®akT BbIIAYU JUYHOTO Jiea GUKCUPYETCSl B KOHTPOJIBLHOM KYypHAJIE.

5.4. U3bsTue OTACNBHBIX JOKYMEHTOB W3 JIMYHOTO J€Jla IPOU3BOJUTCS C
paspelieHuss JIupeKkTopa o0Ieo0pa3oBaTeIbHOM OpraHu3alud ¢ ohopMIICHUEM
cooTBeTCTByIomIel 3amucu B rpade «llpumeuanune» BHyTpeHHeill omnucu. Ilpu
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BPCMCHHOM HU3BATHUHU JOKYMCHTA Ha Cro MceECTo (Memny JUCTaMH COCCIHHX
I[OKYMCHTOB) BKJIAAbIBACTCA CIIPABKA-3aMCCTUTCIIb C YKA3aHHUCM HO4aTbl W IIPHUYUH
HU3BATHA C ITOAIIMCBHIO JIMIA, BBIAABIICTO JOKYMCHT, W IIOAIIMCBHIO JIMIIA, IOJTYYHBIICTO
€TI0 BO BPpCMCHHOC I10JIb30BAHUC.

6. OdopmiieHne JTMYHBIX JeJ1 Nepe] caadeid B apXuB

6.1. OdopmneHne AUYHBIX JA€NT Uil Tepeladyd B apXUB MPOU3BOIUTCS
CHEUUAINCTOM MO KaapaMm oO0ueo0pa3oBaTebHOM OpraHu3alui. JTa Mpoleaypa
BKJIFOYAET:

* IOAIIMBKY (TIeperieT) aena;

* YTOUHEHUE HyMepaluH JIUCTOB JIEJIa;

* COCTaBJICHHE JIMCTa-3aBeputeis (nmpuioxeHue Ne 8);

* cocTaBlicHHE (YyTOYHEHNE) BHYTPEHHEH OMUCH;

* BHECEHHE YTOYHEHHUI B PEKBU3UTHI JIUIIEBON OOJI0XKKHU Jea.

6.2. Jlucr-3aBepuTenp Jena JOJDKEH IOAINMCATH €ro COCTaBUTENb, HPH HTOM
aenaercss paclmpoBKa JOJDKHOCTH W MOAINHKCH, HpocTaBisgercs ngata. B mporecce
UCIIOJIb30BAaHUSl ~ apXWUBHBIX  JIOKYMEHTOB B JIMCTE-3aBEpUTENE  JIETAOTCS
COOTBETCTBYIOIIME OTMETKH. Eciam neno moamurto Oe€3 JMcCTa-3aBEpUTENs, TO €ro
ClIelyeT HAKJICUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH Jierna.

6.3. C nenbto o0ecrneyeHuss COXpaHHOCTH JIMYHBIX A€l PEKOMEHIYETCS:

* O0BENUHATh WHANBUAYAIbHBIC JIMYHBIC JeNla YBOJEHHBIX COTPYIHHKOB B OJHY
00510kKy (00bEIMHEHHOE JEJI0) C TaKUM pacdeToMm, 4ToObl 00beM jena (ToMa) He
npesbian 250 TUCTOB (MyTeM CIIMBKM MAaTEpUajOB MHAMBHIYAJIbHBIX N1 MO rojaM
YBOJIbHEHHUS);

* pacroyiaraTb MaTepualibl MHIMBHUIYaJbHBIX J€Jl B Ipejaenax jnena (Toma) B
anaBUTHOM mopsanke (ModaMUIbHO), OTAENAS MaTepualbl, OTHOCSIIUECS K Pa3HbIM
WHANBUAYAIBHBIM JI€laM, YUCTHIM JIUCTOM OyMmard ¢ ykKa3aHueM Ha HeMm (ammiauw,
MMEHH U OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO TMeJarora W COTPYAHUKA
001eo0pa3oBaTeNbHON OpraHu3aluu;

* cHAOXXaTh Kaxkaoe OObEeIUHEHHOE Jeio (TOM) BHYTPEHHEH ONHUCHIO C
nepeyucienreM (GamMuwinii, UMEH M OTYECTB M YKa3aHMEM HOMEpPOB CTpaHHI], B
npejenaax KOTOPBIX pacioloKEeHbl COOTBETCTBYIOIINE TOKYMEHTHI.

6.4. Ilepenauya TMYHBIX JI€] B apXUB OCYILECTBIISICTCS HE MO3[HEE TPEX JIET MOCie
3aBEepIICHHS] WX B JICTOMPOM3BOJCTBE B COOTBETCTBHU C Tpaduxom. [IpenBapurensHo
CeKpeTapeM, CIEIMUAINCTOM II0 KaJapaMm IMPOBEPSETCS TMOJHOTAa W TPaBUIBLHOCTH
MOJTOTOBKMA JIMYHBIX JeNl K TIepenade. BwIABIEHHBIE TPH TMPOBEPKE HEIOCTATKU
YCTPAHSIOTCA CEKpeTapeM, CHenuajucToM 1o Kaiapam. Ilepemaya u  mnpuem
MIPOU3BOJATCS MO OMUCH C MPOCTAHOBKONW OTMETOK O HAJIMYUU JIMYHBIX J1E1.



6.5. Jluunble gema TeAaroroB W COTPYJHUKOB  0011€00pa3oBaTeNIbHOM
OpraHu3alli, 3aKOHYCHHBIE J1eJI0Npon3BoACcTBOM 10 1 suBapsa 2003 roaa, xpanstes 75
ner, nocie 1 smBapsa 2003 roga — 50 ner. JIuuHble nena AUPEKTOpA, TIIABHOIO
OyxranTepa o011eo0pa3oBaTeIbHON OpraHU3allui UMEIOT IMMOCTOSIHHBIA CPOK XpaHEHHS.

7. OTBeTCTBEHHOCTDH

7.1. Tlemaroru W COTPyAHHWKH OOIIE00pa30BaTEILHON OpraHu3alud O00s3aHBI
CBOEBPEMEHHO TPEJICTABIATh CEKPETAPI0 WM CHCIHANIKNCTY MO KaapaM CBEICHHUS 00
M3MEHEHUH B TIEPCOHAIBHBIX JAHHBIX, BKIIFOYEHHBIX B COCTAB JIMYHOTO JeJIa.

7.2. PaboTonarens 00ecieynBaeT:

* COXpPaHHOCTh JIMYHBIX JIeJI TEJaroroB U COTPYIHHUKOB 00IeoOpa3oBaTeIbHOM
OpraHU3aINH,

* KOH(HUICHIIUATTLHOCTh CBEJICHUM, COAEPKAIIMXCS B JTUYHBIX JINIaX MeJaroroB u
COTPYTHHUKOB.

8. IlpaBa padoroxaresss u padoTHHKA

8.1. lna obecrieueHus: 3alUThl MEPCOHANBHBIX JIaHHBIX, KOTOPbIE XPaHATCA B
JUYHBIX JeJaX INeJaroroB U COTPYAHUKOB 0011e00pa30BaTeIbHON OpraHu3anui,
NeAarord ¥ COTPYAHUKHU 00I1e00pa3oBaTeIbHON OPTaHU3aIMA UMEIOT MPaBo:

* IOJIYYHUTh MOJHYI MH(OPMALUIO O CBOMX NEPCOHAJIBHBIX JAHHBIX U 00paboTKe
ATHUX JAHHBIX;

* IOJTyYUTh CBOOOJIHBIM JOCTYM K CBOMM MEPCOHATBHBIM JTaHHBIM;

* IOJlyYUTh KOIMU JOKYMEHTOB, XpaHSLIMECs B JUYHOM JIeJ€ M COJEeprKalue
NEPCOHANIbHBIC JAHHBIE.

* TpeOOBaTh  WMCKIIIOUEHUS WM  UCHPABIEHUS  HEBEPHBIX M HEMOJHBIX
NEPCOHANBbHBIX JTaHHBIX.

8.2. PaboTonarenb UMEET MpaBo:

* 00pabaTbiBaTh  MEPCOHAJIbHBIE  JAaHHbIE  MEJAaroroB M COTPY/JHHUKOB
00111€00pa30BaTeIbHON OpraHu3aliuy, B TOM YUCJIE U Ha JICKTPOHHBIX HOCUTEIIAX;

* 3a[IPOCUTH OT MEJAroroB M COTPYAHHUKOB OOLIE00pa30BaTEIbHONW OpraHU3aluu
BCIO HEOOXOonuMMyro HWH(pOpMAINMI0O 1 BEIEHWUS JUYHBIX Jel1 U 00paboTKu
NEPCOHANBHBIX JaHHBIX.

9. 3ak/I04YNTeIbHBIE MOJI0KEHUS

9.1. Hacrosmee IlonoxkeHue o MOpsSAKE BEACHUS JUYHBIX Jed paOOTHUKOB
SIBJISIETCS JIOKAJbHBIM HOPMAaTUBHBIM aKTOM, TpuHUMaeTcsi Ha [legaroruueckom coBete
IITKOJTBI U yTBEepKaaeTcst (JIn00 BBOAUTCS B ICUCTBUE) TUPEKTOPOM IITKOJIBI.



9.2. Bce u3MeHEHMs U JIONMOJHEHUsA, BHOcUMble B Hactosinee [lonmoxkeHwue,
opopMisitoTCsT B NHUCbMEHHOW  QopMe B COOTBETCTBHM  JICUCTBYIOIIMM
3aKOHOJATENLCTBOM Poccutickon deneparuu.

9.3. TlonoxeHue o MOpsAIKE BEACHUS JUYHBIX JieJ paOOTHUKOB 00pa3oBaTeIbHOM
OpraHu3allid MPUHUMAETCS Ha HEOMpPEJCNICHHBIM CpOK. M3MeHeHus U NOMOIHEHUs K
[TomoxeHn0o TPUHUMAIOTCS B TMOPAAKE, NOPEAyCMOTpeHHOM 1m.9.1. Hacrodiero
[Tomoxenus.

9.4. Tlocne npunsitusa Ilonoxxenust (MM U3MEHEHUN U JOMOJHEHUM OTAEIIBHBIX
NYHKTOB M pa3/ieJIoB) B HOBOM pENaKIMU MPEbIAyIIas peJakius aBTOMATHYECKH
yTPAuMUBAET CUITY.



JKypHan yuera mTu4HBIX €1

IIpunoxxenue Nel

K ITOJIOKCHUIO O TOPAAKE BCIACHUSA
JIMYHBIX OCII pa60THI/IKOB

Hata Gamunust, | Tabems- | Jomxsaocts | CTpyKTyp- Hara u Hata u IIpumeua-
/ odopmure- ums, HBIN (mpodec- HOE HOMEp HOMEp HUE
0 | HYUS JJUYHOTO | OTYECTBO HOMEp cus, nojpase- IpUKasa MIpUKa3a
nena nejarora u CIenuanb- JIeHHue (pacnops- (pacnops-
COTpYIHHUKA HOCTb) JKCHHS) O KEHHS) O
rearora u mpueMe IpeKparie-
COTpyIHHKA negarora u HUH
COTpyAHUKa | (pacTopike-
Ha paboTy HUM)
TPYAOBOTO
JIOTOBOPA C
Me1aroroM U
COTPYAHUKOM
(yBoJsBHE-
HUN)
2 3 4 5 6 7 8 9
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doHpa Ne

Onucb Ne

Wunexc nena

O00XKKa JIMYHOTO Aeia

ITpunoxenne Ne2
K MOJIOKEHHIO O TIOPSIKE BEICHHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHKME 00Pa30BATEILHON OPraHU3ALIH)

Jlata Hayana

Jlata okoHUaHUs

Ha JIMCcTax
XpaHuTh Ier
®oHg Ne
Onuncb Ne

(3aroyioBOK Jiena)
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BHYTPEHH A OITNCH
JIOKYMEHTOB Jiesia Ne

ITpunoxenne Ne3
K MOJIOKEHHIO O TIOPSIKE BEICHHUS
JIMYHBIX JIe]1 paOOTHUKOB

No Nupexc ara Haspanue Howmep [Ipumevanus
/i JIOKYMEHTA JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKYMEHTOB

(umpamu 1 IPOIKCHIO)

KonnuecTBo 1MCTOB BHYTPEHHEN OIIUCH

(1mdpamMu ¥ TPOIKCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIM yYerT:

(monuce)

« » 202 roma
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©.1.0.

ITpunoxenne Ned
K MOJIOKEHHIO O TIOPSIKE BEICHHUS
JIMYHBIX JIe]1 paOOTHUKOB

JomxHOCTD

JInunoe nemno Ne

Jlata o3HaKoMIIeHUS Tiearora
U COTPYJIHUKA C INYHBIM
JIEJIOM

Iloanuce nienarora u
COTpYAHHKA

OTMeTKH, TpUMeYaHus,
3aMeYaHus
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IIpunoxenne No5
K MTOJIOKESHHIO O MTOPSAAKE BEACHUS
JIMYHBIX JIe7T pAOOTHUKOB

OTMeTKa 0 pe3yJibTATaX e;KeroHoii MPOBEPKH COCTOSIHUS
¥ HAJIMYHSI JIMYHOTO /1ej1a

®.1N.0.

JlomKHOCTD

JImgnoe ngeno Ne

[aTta npoBepku ®.1.0. uneHos [Toanucu uneHoB Pesynbprar nposepku
KOMHCCUU KOMMCCUU
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ITpunoxenne Ne6

K ITOJIOKCHUIO O TOPAAKE BCIACHUSA
JIMYHBIX OCII pa60THI/IKOB

JIMYHBIN JUCTOK 10 YYeTy KaJAPOB

1. ®ammnus

Nmsa

OT14ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTo poxaeHUs

5. I'paxnaHcTBO

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

6. O6pazoBanue

HasBanne PakynbTeT
yueOHOTO WM

3aBEJICHHS U €TO OT/eNIeHHE

MECTOHaXO0KJCHHE

T'on

T'on

MOCTYIIJIICHU A OKOHYaHUuA

WJIM yX0/1a

Ecan e
OKOHYUII, TO
C KaKkoro
Kypca yuen

Kakyro
CHeLHAIbHOCTh
TIOJTYYHIT B
pe3yibTare
OKOHYaHUS
yueOHOro
3aBeJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YJIOCTOBEPEHHSI

7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BJIAJECETE

(4uTaere U MePEeBOJUTE CO CIIOBAPEM, YUTACTE U MOXKETE OOBSCHSTHCS, BIIAJIEeTe CBOOOHO)

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue umeere Hay4dHbl€ TPYAbI U U300pETEHUS
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10. Bemmonnsiemast pabota ¢ Hayajga TPYAOBOM NEATEIHHOCTH (BKIIOYasi yuyeOy B BBICIIUX U CPEIHHUX
CHeIHAIbHBIX YYEOHBIX 3aBE/ICHUSAX, BOCHHYIO CIY>K0Y U paboTy O COBMECTUTEILCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS, MecToHaxoxaeHue
HOCTYIUICHUS yxoJa OpraHU3alH, IPEIIPUATHS, a TAKKE yUpEKACHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3anuy,
IPEIPUSATHS

11. IlpeOriBanue 3a rpanuliei (padota, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeraIiuei)

Mecsu u rog B kakoi1 ctpane L{enp npeObIBaHUs 32
C KaKoro 10 KaKoe IpaHuLei
BPEMEHU BpEMsI

12. Yyactue B BEIOOPHBIX OpraHax

MecTo BBIOOPHOTO HaszBanue BeibopHoro | B kagectBe KOro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHBIE HATPaIbl

KOI‘,Z[a N KEM HarpaxJicH

14. OTHOILIEHNE K BOMHCKUM O00SI3aHHOCTAM M BOMHCKOE 3BaHIE

Cocras Pon Botick

(KOMaHJHBIN, MOJTUTHYECKUH, aIMUHUCTPATUBHBIN, TEXHUYECKUHN H T. 1)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JJUYHOTO JIUCTKA

(4IIeHBI CeMBH, C YKa3aHHEM BO3pacTa)

16. Jlomamnuii agpec

17. OGs3yt0ch CBOEBPEMEHHO H3BEIIaTh 000 BCEX WM3MEHEHHUSAX [AHHBIX, BKIIOUYEHHBIX B JUYHBIN
JIUCTOK T10 YYeTy KaJpOB.

« » 202  rona
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IIpunoxxenne No7
K MTOJIOKESHHIO O MTOPSAAKE BEACHUS
JIMYHBIX JIe7T pAOOTHUKOB

AHKETA

damumnusa

Nmsa

OT4ecTBO

Jlata poxxaeHus

1. I'paxkmancTBO (€CiIM M3MEHSIN, TO YKaXHTE,
KOTJla M 10 KaKoW MpUYrHE)

2. OOpa3oBaHme, ydeHas CTENECHb (Korja u
Kakue ydeOHbIe 3aBEJCHHUS OKOHYMWIIM, HOMEpa
auruioMoB). CHeUanibHOCTh M KBATH(DHKAIISL
0 TUTIIOMY

3. Kakumu MHOCTPaHHBIMH SI3IKAMH H SI3BIKAMH
HapoaoB Poccuiickoit denepanuu BiiaaeeTe U B
Kakoi  cTemeHW  (YMTaeTe U MOXKETE
O0OBSCHSTHCS, BIaJICETe CBOOOIHO)

4. BeinonHsiemas paboTa ¢ Hayajla TPyJIOBOM AESTENbHOCTH (BKJIIOYasi BOCHHYIO Cly»k0y U paboTy 1o
COBMECTUTEJILCTBY)

Mecsu u rog JOMKHOCTB € yKa3aHUEM YUPEKICHHUS, MectoHaxoxIeH1E
MOCTYIJICHUS yxoja OpraHM3alH, IPEIIPUATHS, a TAKKE YUpEKIACHUS,
MUHHUCTEPCTBA (BE1OMCTBA) OpraHu3aluy,
IIPETPUSITHS

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

CrencHb damMuus, UM, T'on MecTto paboThl, AJpec mecta
poAcTBa OTYECTBO POXKIAEHUS JOJDKHOCTD JKUTEIILCTBA

6. Jlomaniauii agpec u HoMep TenaeoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMeD, cepusl, KeM M KOI/ia BBIIaH)
8. I[OHOJ'IHI/ITC.HBHBIC CBCACHUA, KOTOPBIC BrI xenaete COO6H_[I/ITB 0 cebe

10. Ha xaxoii ypoBeHsb 3apruiaTtsl Bel paccunteiBaere?

« » 202  ronma

(IOJHKHOCTH OTBETCTBEHHOT'O 33 KaIPOBBIH yUeT) (moanuck) (pacumppoBKa MOIMUCH)
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JIMCT-3ABEPUTEJIb

nesa Ne

B nene npommto u mpoHyMeEpPOBaHO

ITpunoxenne Ne8
K MOJIOKEHHIO O TIOPSIKE BEICHHUS
JIMYHBIX JIe]1 paOOTHUKOB

JINCTOB

(uudpamu ¥ MPONKCHIO)

c Ne mo Ne , B TOM YHCIIC:
JTUTEPHBIE HOMEpPA JIMCTOB
MPOMYIIIEHHBIE HOMEpa JINCTOB
+ TMCTOB BHYTPEHHEH Onucu JINCTOB
OcobeHHOCTH (PU3NIECKOTO COCTOSTHUS U Howmepa nuctos
dbopMHUpOBaHHUs J1ea
OTBeTCTBEHHEIN 3a
KaJpOBBIM y4eT
(moamuce) (pacumppoBKa MOAIKUCH)

« » 202  ronma
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