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1. O6mue monoxkeHUS

1.1. Hacrosmee IlonoxkeHHe O NOPSAAKE BEOCHHUsS JWYHBIX M€l PAaOOTHUKOB OpraHHW3alluy,
OCyIIecTBIsIOMed  00pa3OBaTeIbHYI0 — AEATENBHOCTh, paspaboTaHO B COOTBETCTBHH  C
denepanpEbmM 3akoHoM Ne 273-03 ot 29.12.2012 «O6 obpasosanuu B Poccuiickoit Dexeparimy
¢ W3MeHeHWSMH OT 8 mekabps 2020 roma, @emepaibHbM 3akoHOM 0T 27.07.2006 Ne 152 «O
IIepCOHANBHEIX JAaHHBIX» B pemakmuu oT 8 nexabps 2020 roma, Ilpukasom ®enepaabHOTO
apXHBHOTO areHtcTBa oT 23 nmekaGps 2009 roma N 76 «O6 yrBepxneHur MeTORMIECKUX
peKoMeHzanuil 10 pa3paboTKe WHCTPYKIMH IO JENONPOM3BOACTBY B (elepalbHBIX OpraHax
HCIONHATEBHOM BracTHy, YkazoMm Ilpesumenta ot 30.05.2005 Ne 609 «O6 yTBepxieHHH
TToJI03KeH s 0 MEPCOHATBHEIX JIAHHBIX TOCYIapCTBEHHOTO ciyxkamero Poceuiickoit Denepanui 1
BEIEHUM €ro JIMYHOTO Hefla» B pemakmuu or 23 wmrons 2019 roma, Tpymosemm Kozmexcom
Poccuiickoit ®eneparny, KONIEKTHBHBIM JOTOBOPOM, Y CTaBOM OpraHM3alliy, OCYIIECTBILIOIICH
06pa3oBaTeNIbHYIO AEATENILHOCTS.

1.2. Mannoe IlonmoskeHue OIpeneseT IOPANOK BEICHHS JIUYHBIX JEI IENaroroB M MHBIX
COTPY/JHHKOB ¥ PaGOTHUKOB IIKONBI, ONPEENAeT MOpANOK (OPMUPOBAHHSA, yI€Ta ¥ XPAaHCHHS,
BLIIAYM JIAIHBIX €] BO BpEMEHHOE MOJIB30BAHHE, & TAKXKE OTBETCTBEHHOCTD, IIpaBa PaOOTHUKOB I
JEpeKTOpa 06pa3oBaTeIbHON OpraHU3alry.

1.3. Hacrosumee ITo70keHHe YTBEPKAAETCS IIPHKA30M 110 IIKONE U ABIAETCS 00s3aTeIbHBIM A
BCEX KATEropuil MmelaroriueckuX U APYTUX COTPYAHUKOB IIKOJIBL.

1.4. Bemenwe MWUHBIX e IENarOrOB M COTPYIHUMKOB IIKOJBI BO3JIAaracTCs Ha CIECHMATHCTa I10
KaJpaM OpraH3alliH, OCYIIECTRIAIOMEN 00pa30BaTEIbHYIO AEATEIBHOCTD.

1.5. JImaHOE €0 — OCHOBHOM TOKYMEHT HEPCOHANLHOTO ydeTa, CoJlepKalluil HanOoiee MOIHbIC
CBeIEHUs 0 PaGOTHHKE 06Pa30BaTENbHON OpraHU3allMy ¥ €T0 TPYIOBOH AEATENBHOCTH. B miiHoe
JIeJI0 BHOCSITCS CBEJICHHS, CBA3aHHBIE C IIOCTYIUICHAEM Ha pabOoTy U YBOJIIBHCHHACM.

1.6. CBeeHus, COMEPIKAIIIECT B JTMIHOM JelIe, OTHOCATCS K KOH(QUICHIMAIbHOR nHGbOpPMalKH,
HMEIOT OTPaHMYECHHEIN JOCTYI U Pa3TIalleHIIO He IIOATIEXKaT.

1.7. JIn4HOE [EII0 BEACTCA B TEYEHHE BCETO IIePHOAa paboThl paboTHHKA.

1.8. BefeHre HeCKONBKHX JIMYHBIX €N OJHOTO paGoTHHKA 00pa3oBaTeNbHOM OpraHM3alMh HEe
JIOITyCcKaeTCs.



2. ITopsinox ¢popMHpOBaHHUS JIHYHBIX JIeJI COTPYTHHKOB
2.1. ®opMHupoBaHHE JHYHOrO Jejia IEHaroroB M COTPYJHHMKOB 00meo0pa3oBaTeIbHOU
OpraHM3alli IIPOM3BOIUTCS HENOCPEICTBEHHO IIOcHe IIpuemMa B 001eo0pa3oBaTelbHYIO
OpraHM3alMIO MM TIEpeBOa IEJaroroB X COTPYNHHKOB H3 JPyro# oOpa3oBaTelbHOM
OpraHu3aluy.
2.2. B COOTBETCTBHMH ¢ HOPMATHBHBIMY JOKYMEHTAMHU B JIMYHEIE JI€JIa IIEaroroB U COTPYIHUKOB
OpraHM3ally, OCYIIECTRILIIONEH 00pa3oBaTEbHYIO NEATENbHOCT, BKIABIBAIOTCS CIIEAYIOIIHE
JIOKYMEHTBIL:
Jlna nedazoeos:

e  3asBJIEHHE O IIpHeMe Ha paboTy;

e 3agBJIEHHE O COrJIacHK Ha 00paboTKy MepCOHANBHEIX JaHHEIX ITEAarora;

*  CcIpaBKa O Hamwuuu (OTCYTCTBHH) CYJMMOCTH M (WIIH) (haKTa yroJOBHOTO HPECIIEN0BAHNS,

BBIIAHHOI'O COOTBETCTBYIOIIUM OPraHOM IIPaBOIIOPSIIKA;

e aBToOHOrpadus;

¢ KOIW IIACIIOPTa WITH HHOTO JOKYMEHTA, YAOCTOBEPSIOIIETO JIMYHOCTE;

s KOIIMS CTPaXxOBOTO CBHIETENBCTBA IEHCHOHHOTO CTPaxOBaHU;

s KOIMs UACHTH(UKAIMOHHOTO HOMEpA HAlIOrOTUIATEIIBIIKA;

¢ KOIMS JOKyMEHTa BOWHCKOTO ydeTa (I BOEHHOOOA3aHHbIX);

¢ KOMHUS CBHUIETENLCTBA O 3aKIIFOUeHUH Opaka (IIpH HAIUIKHN);

KOIWS CBUACTEILCTBA O POXKICHUY AeTel (P HATHINH);

s KOIMH JOKYMEHTOB 00 00pa3oBaHUH;

*  KOIHMH JOKYMEHTOB O KBATH(HMKAIMH UK HAIMYIAE CTECIHATBHBIX 3HAHUH (IIpH HAJTMIUH);

e  KOIWH aTTEeCTAIlMOHHEIX JIUCTOB (IPH HAJIHYKH);

¢  KOIWH JOKYMEHTOB O HArpaXKICHUH (IIPH HATHYHH);

*  XapaKTepHCTUKH, PEKOMEHIATEIBHEIE IHChMA (TIPH HAJINYHIL);

e IpWKa3 O IpHueMe Ha paboTy;

*  IIpHKa3 O IEPEBOJIE HA HHYIO JODKHOCTH (IIPH HATHIHHK);

* TPYIOBYIO KHHXKKY;

e MEIWIUHCKYO KHHUXKKY.
s pabomHukos:

*  3agBJIEHME O MpUeMe Ha paboTy;

e 3asBIICHHE O COIVIacHM Ha 00pabO0TKy INepCOHATIbHBIX JaHHBIX II€Aarora,

¢ CIpaBKa O HaTH4uH (OTCYTCTBHH) CYIMMOCTH ¥ (WIK) haKTta yroJOBHOTO MPECICA0BaHMS,

BBIIAHHOTO COOTBETCTBYIOIIUM OPraHOM IIPaBOTIOPSIKA;

e aBTOOMOrpadus;

¢  KOIHS IIacIopTa WA HHOTO JOKYMEHTa, YIOCTOBEPAIOLIEr0 JINTHOCTD]

*  KOIHKS CTPaXOBOTO CBUJETENHCTBA ICHCHOHHOIO CTPAXOBAHHUS;

o KOIMs UICHTH(HUKAIOHHOTO HOMepa HaJIOTOIIaTEeIIbINUKA,

e KONHs JJOKYMEHTA BOMHCKOTO ydera (/s BOGHHOOOA3aHHbIX);

KOIWS CBHIETEIHCTBA O 3aKIFOYEHUH Opaxa (IIPH HATHYUHN);

e  KOIHS CBUJIETENHCTBA O POXKIECHHUH JeTeH (IIPU HAIHIHH);

e KOIMHM JOKYMEHTOB 00 00pa3oBaHMH;

*  KOIIMH JOKYMEHTOB O HATP&XICHHUH (IPU HAIAYUHK);

*  XapaKTePHUCTHKH, PEKOMEH/ATeIbHbIC TMChMa (IIPH HATHIHH);

* IIpHUKa3 O mpueMe Ha paboTy;

«  [pHKa3 O MEPEBOJIE Ha HHYIO JOJDKHOCTH (IIPH HaJIMYUN);

e  TPYIOBYIO KHHKKY;

e MEIWIUHCKYIO KHHXKKY.
Pa6omooamens ogopmisem.

s TpPYZOBOM JOTOBOP B IBYX 9K3EMILLIpAXx;

« TIpuKa3 o TpreMe Ha paboTy (0 mepeMeIleHIH Ha IPYyTHe JIOJDKHOCTH);

o quuHyoo KapTouky Ne T-2;



e JO/DKHOCTHYIO HHCTPYKIIHIO B IBYX 3K3EMILIIpax.
Pabomooamenwv snaxomum:

* ¢ HOPMATHBHO-IPABOBBEIMH TOKYMEHTaMH IIKOJEI (YcTaBoM, KOMIEKTHBHEIM JOTOBOPOM,
[TpaBuiIaMu TPYZOBOTO PACIIOPSAKA ¥ JIP. IOKAIBHEIMHA aKTaMH);

*  C JOKHOCTHOHU HMHCTPYKIIHEH,

e [IPOBOJAWT BBOJHBIM HHCTPYKT@X, MHCTPYKTaX II0 OXpaHe Tpyna, HHCTPYKTaX IO
IIPOTHBOIOKApHOH 0€30I1aCHOCTH.

2.4. TlepBuuHOE 0QOPMIIEHHE JINYHOIO JIeja IIPEyCMaTpUBaeT:

*  IIPUCBOEHHE JMYHOMY Jeily HOMepa COITIACHO JKypHATy ydYeTa JIMYHBIX [ell (IIPHIOKCHHE
Ne 1);

* IIPOCTaBJIEHHE Ha OOJOXKKE JHYHOTO mena (TpHiIoxkeHHe Ne 2) CICHyIOIUX PeKBU3HUTOB!
WHIeKc gena (B COOTBETCTBMH C HOMEHKIATypod menm  00meo6pa3oBaTellbHOM
OpraHW3alliy; I[IOJHOC HAaMMEHOBaHHME O00Mmeo0pa3soBaTeNbHOM OpraHU3aluM; HOMED
JIAYHOTO Jefa; haMurs UM OTIECTBO PaOOTHHKA B MMCHUTECIHBHOM MaIeXe; AAThl — IOX
Hayasla ¥ roJl OKOHYAHMS BEICHUS Jiesia; KOJIMYECTBO JIUCTOB; CPOK XPaHCHHUS;

* IIOMEIIEHHE JOKYMEHTOB, TIIOJISKAIMUX XPAHEHWIO B COCTaBe JIMYHBIX [EN, B
XPOHOJIOTHYECKOM IIOPSIIKE:

BHYTPEHHSS OITUCH JOKYMEHTOB Jiefa (mpunoxenne Ne 3);

JIMYHBIM JUCTOK II0 y4eTy KaapoB (mprtoxeHus Ne 6);

3asgBJIEHNe O IIpHeMe Ha paboTy;

[IpHKa3 O IpreMe Ha paboTy;

JOTOBOp O TONHOH MaTepHalbHOM OTBETCTBEHHOCTH (ecmu pabOTHHK —
MaTepHUaIbHO OTBETCTBEHHOE JIMIIO);

XapaKTePUCTHUKH H PEKOMEH/IATENIbHBIC ITHChMa;

corjacue Ha 00paboTKy ITepCOHATIBHEIX JaHHbIX.

2.5. JINCTBI IOKYMEHTOB, IOMEIEHHBIX B JITYHOE JIENIO, TOJIEKAT HyMEPalliH.

2.6. C 1enpio oOecIeYeHus HauIexKale COXpaHHOCTH JIMYHOTO JIeJia MearoroB i COTPYIHHUKOB
061e06pa30BaTeTFHON OpraHu3aliy W yZOOCTBAa B OOpallleHHE C HEM IpH (QOPMHPOBAHMHU
JOKYMEHTBI TIOMEINAOTC B OTACIBHYIO manky. [Ipu yBoJbHEHWH pPabOTHHKA IIPOIIMBAIOTCS
HUTKaMH U CHAIOTCSA B apXUB.

2.7. BHyTpeHHSs OHCh JOKYMEHTOB, HMEIOIIMXCS B IMYHOM JIeNIe, NOJUKHA CONEPKATh CBCCHHA
O TIOpANKOBBIX HOMepax, HAUMEHOBAaHMAX IOKYMEHTOB [eNa, KOJIMYECTBE JIMCTOB, [Iarax
BIJTIOUEHMS JOKYMEHTOB B JIMYHOE [EI0 M H3BATHA M3 JIE/a, & TAKKES KeM U3BAT JOKYMEHT U 110
KaKkO¥ NIpUYHHE.

2.8. BHYTpEHHS ONHChH COCTAaBIETCS HA OTAEIBHOM JIUCTE IO YCTaHOBICHHOMU dopme. JlucTe
BHYTPCHHEH OIIICU HYMEPYIOTCS OTAEIBHO.

2.9. TIpu TOATOTOBKE JIMUHEIX JeN K Iepefade Ha XPaHeHUE K BHYTPEHHEH OIHMCH COCTABIIACTCS
HTOrOBas 3alliCh, B KOTOPOM yKa3blBaeTcs NU(paMy U MPOIMUCHI0 KOMUYECTBO BKIIIOUCHHBIX B HES
JIOKYMEHTOB ¥ KOJIMYECTBO JINCTOB JEya.

YV VVVVY

3. Ilopsgoxk BeleHHsl JIHYHBIX [€J TeIaroroB M COTPYAHMKOB OpraHH3alHH,
ocymecTBJsAI0MEl 00pa3oBaTeNbHYI0 JeATeIbHOCTh
3.1. JInuHoe HeNO IENAroroB M COTPYAHHMKOB 00INe00pa3oBaTeNbHON OpPraHU3allMH BEACTCA B
TedeHWE BCEro Ieproia paboTHI KakIOTO IeJjarora M COTPYAHHKA B 00meo0pa3soBaTeIbHOH
OpraHu3aIyu.
3.2. JlanpHeiInee BeIACHUWE JIMYHOrO [ejia IMEIaroroB U COTPYIHHKOB 061meo0pa30BaTENbHON
OpraHM3aIli} TIpelycMaTpPHBacT IIOMEIIEHHE B JIE0 TOKYyMCHTOB, O0pasylomuXcs B IIpoLecce
pabodeil [ESTENHHOCTH X HMEIOIHX 3HAYEHHE JJIsl TPYAOBBIX OTHOIICHHIH:

e JIONOJHEHHE K JIMYHOMY JIUCTKY IIO YYETY KaJpoB;

e JIOIIOJHUTEILHBIE COTJIAICHUS K TPYIOBOMY TOTOBOPY;

e KONHM IPHKA30B 110 JIMYHOMY COCTaBy, KOTOpBIE KacaroTCs INEJaroroB W COTPYyIHHKOB

001re00pa3oBaTeNbHON OpraHUu3aIlni;



e OT3BIBEl JO/DKHOCTHBIX JIMII O IIeJarore ¥ COTPYAHHKE 00ImeoOpa3oBaTelbHOM
OpraHu3alIyy;

*  KOIMH JOKYMEHTOB O MOBBIICHAH KBATH(DUKAIIUH,

* KOIUH CepTUHUKATOB, IPaMOT;

*  JIHCT — 3aBEpUTENb JeNa (COCTaBIIIOT IPK CAade IMIHOTO JeNa B aDXHB);

*  UHbBIE JOKYMEHTEI.
3.3. B memix ofecredeHus KOHTPOJS 3a COXPAHHOCTBIO M AKTyalbHOCTBIO JIMYHBIX [ICI B
0611e06pa3oBaTENBHOM OpraHi3alluy eXeroHo (He mo3anee | kBaprana roja, CICIYIOLIETO 3a
OTYETHBIM) TTPOU3BOAUTCS IPOBEPKA UX HAIMYMS U COCTOSIHUA.
3.4. ExeromHyro mpoBEpKY COCTOSHHUS JIMYHBIX JEJI Ha MPEAMET COXPaHHOCTH BKIOYCHHBIX B
HEro JOKYMEHTOB MPOBOIMT CIEHHAIBPHO CO3JaHHas KoMucchs. O IMPOBENECHHBIX NPOBEpKax
ZenaeTcsl OTMETKA B JIMCTE O Pe3ysibTaTaX €XErOAHOHM IPOBEPKH COCTOSIHUS U HaJIMYUA JIMTIHOI'O
nerna (mpunoxenue Ne 5) v COCTaBIIETCS aKT. Pe3yIbTaThl IPOBEPKH JMYHBIX ACI B 0043aTCIBHOM
HOPSZIKE JOBOIATCS [0 UPEKTOpa 001meo0pa3oBaTelbHON OpraHU3aIiy.

4, Tlopsimok y4éra M XpaHeHHs JHUYHBIX [eJl MeJaroroB W COTPYAHHKOB OpraHU3aluH,
ocymecTBJsIONeil 00pa3oBaTeNbLHYI0 IeATEIbHOCTD.

4.1. XpaseHue ¥ y4eT JMYHBIX JEN [eIaroros U COTPYNHHKOB OPTaHH3ALNH, OCYIISCTBILIOMIEH
06pa30BATENBHYIO JEATENHOCT, OPTaHU3YIOTCS C MENbI0 OBICTPOro X Ge30IIHO0YHOTO MOKCKA
JUYHBIX Jej, OOEeCredeHrs WX COXPAHHOCTH, 4 Takxke O00eCIedeHHs KOHQHICHIMATbHOCTH
CBEIEHHH, COEPKAIUKCS B JOKYMEHTAX JIMYIHBIX J€JI, OT HECAHKIIHOHMPOBAHHOI'O NOCTYTIA.

4.2. JIwdHBIe Ie71a COTPYIHUKOB XpaHsTes B ceiide 06meobpasoBaTelbHON OpraHu3alliH.

4.3. TpyIOBEIE ¥ MEUIMHCKAE KHIKKH XPAHATCA OTAENBHO B celide.

4.4, JIocTyn K JMYHBIM J€]laM IIEJaroroB ¥ COTPYAHHKOB 001e00pa3oBaTe/IbHOY OpraHu3alii
FIMEIOT TONBKO CHEMANMCT [0 KaapaM, JUPeKTop 00Ieo0pa3oBaTebHOM OpraHusamuu Jmbo
3aMECTHTENH [UPEKTOpa TpH HCIONHEHWH O0OsS3aHHOCTeH JupexTopa 006meoOpasoBaTebHOR
OpraHU3aIyy.

45, CHcreMaTu3ands JWYHBIX JelI IEJaroroB M COTPYAHHKOB 00meoGpasoBaTenbHON
OpraHM3aIyy IPOM3BOAUTCS B I(haBUTHOM MOPSIIKE.

4.6. JIvumbple Ieia IMEeNaroroB ¥ COTPYAHHUKOB 00IIe00pa3oBaTEeNbHOW OpraHU3allid, MMEIOIIHX
rOCyIapCTBEHHBIE 3BAHUS, IPEMUH, HArpajIbl, yUeHbIE CTCIICHH U 3BaHMSA, XPaHATCS [IOCTOSHHO, &
OCTAIIbHBIX COTPYAHHKOB — 75 JIeT ¢ rofa yBOIbHEHHS paboTHHKA (B COOTBETCTBHH C [Iepeunem
THIIOBBIX YIPABIEHUYECKUX JOKYMEHTOB).

5. IMopsnoKk BeIAaYH JTHYHBIX J€JI BO BpeMEeHHOE M0JIb30BaHue

5.1. Bolmaga Ju9HBX 1ed (OTHOEIBHBIX IOKYMEHTOB B COCTABE JMYHOIO [€Na) BO BPEMEHHOE
TI0/IG30BAHKE TTPOM3BONMTCS C Pa3pellCHHs IMPEKTOpa 00Ieo0pa3oBaTe/IbHON OpTraHu3aluy 110
3asBIICHHIO COTPYAHUKA OPTaHM3alliy, OCYIIECTBILIOMEH 00pa30BaTENbHYIO NEATENBHOCTE.

5.2. Pabora (o3HakomieHHe) C JMYHBIMH  JielaMH  TI€JaroroB W - COTPYAHHKOB
06Imeo6pa3oBaTebHOM OpraHu3ayy IPOM3BOANTCA B IPHEMHOR AupeKkTopa. B koHIe pabouero
IHS CIEIWAIHCT O KajgpaMm ob0s3aHa yOeIMThcsa B TOM, YTO BCE JIMYHBIE JENA, BBINAHHBIC BO
BPEMEHHOE IIOJb30BAHKE, BO3BPAIIECHBl HA MECTO XPaHCHHSA W €CTh JIH He0OXOIUMOCTh IS
IPUHATHS Mep K WX BO3BPAIECHUIO WK PO3BICKY.

5.3. ®akT BBLIAYH JINYHOTO JieTa QUKCUPYETCS B KOHTPOIBHOM XKypHAIE.

5.4. V3bsiTHE OTAENBHBIX JOKYMEHTOB M3 JTMYHOIO J€Ja IPOM3BOIUTCA C Pa3peIICHIs TMPEKTOpa
06IIe06pa30BaTENbHOM OpraHu3auu ¢ OQOPMIICHHUEM COOTBETCTBYIOINEH 3amucu B Trpade
«ITpumeuanney» BHyTpeHHeH omucH. IIpy BpeMEHHOM M3BATHH JIOKyMEHTa Ha ero MECTO (Mexmy
JIECTAME COCETHHX JOKYMEHTOB) BKIJIQ[BIBACTCH CIPABKA-3aMECTUTENb C yKasaHHEM JaThl M
IPAYAH W3bATHA C [OANKCHIO JIHIA, BBIIABIIEro JOKYMCHT, H IIOAMHCHIO JIHIa, oIy HBIIEro ero
BO BPEMEHHOE II0JIb30BaHHUE.

V/



6. OpopmireHHE TMYHBIX /€] IIepe] cAaYeld B apXHB
6.1. OdopMiieHre JIHYHBIX JeT I Iepefadd B apXHB IPOU3BOIAMUTCS CICIHAAIICTOM 10 KaapaMm
0061e06pa3zoBaTeIFHOM Opranu3aliii. OTa IPOoLEaypa BKIIIOYAET:

*  IOJIIHMBKY (MIEPEIIET) JETa,

* YTOYHEHHE HyMepalluH JIHCTOB JENa;

e COCTaBIIEHHE IMCTa-3aBeputerns (Ipuaokenue Ne 8);

e cocTaBiieHue (YTOYHEHNE) BHYTPEHHEHR OIUCH;

*  BHECEHHE YTOUHEHWH B PEKBU3HUTEHI JIUIEBOM OOJIOKKH JIEra.

6.2. Jlucr-3aBepHTeNb Jefia MODKEH IIOANMCATh €ro COCTaBHTENb, IIPU 3TOM JCIaeTCsd
pacimpoBKa MODKHOCTH M IOANMCH, IIPOCTaBIsAeTcs Jara. B mpouecce HCIOIB30BAHUA
apXVMBHBIX JOKYMEHTOB B JIACTE-3aBEPHTEINE IEIAIOTCS COOTBETCTBYIOMME OTMETKH. Ecmu nermo
MOMIMUTO O3 JIMCTa-3aBEPUTEN, TO €I CIIEAYeT HaKIEUTh Ha BHYTPEHHIOI CTOPOHY OOJIOKKH
nena.

6.3. C meinbro obecneYeHnss COXPaHHOCTH JIMYHBIX €1 PEKOMEHIYCTCSI:

e 0OBeqUHATH WHIUBHIYaNbHEIE JIAYHBIE J€JIa YBOJCHHBIX COTPYAHHKOB B OIHY OOJIOXKY
(06BEIMHEHHOE JIENI0) C TAKWM pacdeToM, 4To0b 00BeM aena (Toma) He mpesbiman 250
JNTHCTOB (ITyTeM CIIMBKH MaTE€PUAIOB MHIXBHIYaTIbHBIX JIE II0 FOJaM YBOJIBHEHHS);

¢ pacronaraTh MaTepUallbl HHAMBUAYalIbHBIX I€I B Ipefenax Aena (Toma) B alhaBATHOM
nopszke (mohaMuIbHO), OTACIS MaTePHAIIB], OTHOCAIINECS K PasHbIM MHIUBHIYaIbHBIM
JenaM, YHCTHIM JIMCTOM OyMmard ¢ yKa3aHueM Ha HeM (aMHIW{, MMEHH W OTYeCTBa
COOTBETCTBYIONIETO YBOJEHHOrO Ilefarora M COTpyIHMKa 001meo6pa3oBaTenbHOR
OpraHu3alIiy;

e cHaOXaTh Kaxaoe OOLEIHWHEHHOE N0 (TOM) BHYTPEHHEH OIHCHIO C IMEPEUHCICHHEM
gaMunii, UMEH W OTYECTB M YKa3aHMEM HOMEDPOB CTPaHHUIl, B IpeJenax KOTOPBIX
PACIIOIOKEHEI COOTBETCTBYIOIUE NOKYMEHTEL

6.4. Tlepeqada IMYHBIX JEN B aPXUB OCYIIECTBISETCS HE MO3HEE TPEX JIET TIOCIIE 3aBEPIICHHUS UX
B JICJIOIPOM3BOJICTBE B COOTBETCTBHH ¢ rpadukoMm. [IpenBapuTenbHO CEKPETAPEM, CIICIIHATINCTOM
0 KagpaM IIPOBEpseTCs IIONHOTa M IIPAaBHIIBHOCTH IOATOTOBKH JHYHBIX JAEI K TNeperate.
BhIABIEHHBIE IIPH IIPOBEPKE HEIOCTATKH YCTPAHSAIOTCS CEKpeTapeM, CIEHMaIMCTOM II0 Kaapam.
Ilepenaya ¥ IPUEM TPOU3BOJATCS II0 ONUCH C IIPOCTAHOBKOH OTMETOK O HAJIMIHH JIAYHBIX I
6.5. JlnuHbIec nena IeJaroros U COTPYIHMKOB 001meo0pa3oBaTeNbHOM OpraHu3ally, 3aKOHICHHBIC
nemnonpon3BojcTBoM 1o 1 stBapst 2003 rona, Xpanarcs 75 net, mocne 1 sHBaps 2003 roma — 50
stet. JIM4HBIe fea AUpPeKTopa, TIaBHOTo OyxranTtepa 00meo6pa3oBaTe/IbHON OpraHu3aliid HMEIOT
IIOCTOSIHHBIM CPOK XpaHEHHS.

7. OTBETCTBEHHOCTD
7.1. Tlemarors # COTPYOHHKH 0OMEeO0pa3oBaTeNbHOH OpraHu3alud OOs3aHBI CBOCBPEMEHHO
IPE/ICTABIIATE CEKPETApIO WK CIECUANMCTY TI0 KajpaM CBEACHIS 00 H3MEHEHNY B [IEPCOHATBHBIX
JTAHHBIX, BKJIIOUEHHBIX B COCTAB JIMYHOTO AeJa.
7.2. PaGoTomaTens 06eclednBaeT:
* COXpPaHHOCTb JIMYHBIX JEI I[eJaroroB M  COTPYIHHKOB 061meo0pa30BaTENLHOM
OpraHU3alliH,;
¢ KOH(HIEHIWAIPHOCTh CBEJCHMH, COJEpKAIuXcs B JMYHBIX J€jax MCfaroros H
COTPYIHHUKOB.

8. [Ipasa paboTonarens u paboTHHKA
8.1. Jlnmsa obecleyeHWs 3alUTHl IEPCOHANBHBIX IAHHBIX, KOTOPBIE XPaHATCA B JIMUHBIX JC/ax
[e[aroroB ¥ COTPYOHHKOB 00INeoOpa3oBaTeNbHOM OpraHu3alliy, NENarordn H COTPYIAHHKH
001me00pa3oBaTeIbHOR OpraHu3allii UMCIOT IIPaBo:
*  TIONYYHTH TOJHYH HHQOPMAIHIO O CBOMX IIEPCOHATBHBIX IAHHBIX U 00paboTke 3THX
JIAHHBIX;
*  TIOJyYHTH CBOOOMHBIA JOCTYI K CBOMM IIEPCOHATLHBIM JaHHBIM;



*  IOJYYHTH KOIIMH JOKYMEHTOB, XPaHSIIHAECS B IMIHOM JIeJIe U COJep KaIlre IIepCOHAIBHBIE
JIaHHBIE.

e TpeGOBaTh UCKIIFOYESHHUS MITH MCIIPABICHUS HEBEPHBIX W HETIOIHBIX IIEPCOHANBHBIX JAHHBIX.

8.2. PaboTonarens uMeeT Ipaso:

+  06pabaTeIBaTh MEPCOHANBHBIE JAHHBIE MEIArOrOB U COTPYLIHHUKOB 00Imeobpa3oBaTeIbHOM
OpraHu3alliy, B TOM YHCJIE ¥ Ha 3JE€KTPOHHBIX HOCUTENSX;

*  3ampOCHTh OT IIENaroroB W COTPYJHHUKOB 0O0IMEeoOpa3oBaTeNbHOM OPraHM3allMd BCHO
HEOOXOMMMYI0 HHGOOpPMANWIO A BEICHUS JIUYHBIX Oel W 00pabOTKH NEPCOHAIBHBIX
JTaHHBIX.

9. 3aKJIHYUTEIbHbIE I0J0KEeHHA

9.1. Hacrosmee ITonoxenne 0 MOPsSAKE BEICHUS JTUYHBIX [Ie7 pabOTHUKOB ABJIAETCS JTOKAIBHBIM
HOPMATHBHBIM aKTOM, PHHAMAETCS Ha IlearorndeckoM coBeTe IMKOJBI B yTBEpxKIaeTcs (ubo
BBOJHUTCS B JEHCTBHE) IPHKA30M JUPEKTOPa OPraHU3allH, OCYIIECTRISAIONEH 00pa3oBaTebHy0
JIESTETBHOCTB.

9.2. Bce m3MeHeHHs U IONONHEHWs, BHOCHMBIE B Hactosee [lonosxeHHe, oQOpMIIOTCS B
OUCBMEHHOH (opMe B COOTBETCTBHH AEHCTBYIOIIMM  3aKOHOMAATENbCTBOM —Poccuiickoi
Oenepanud.

9.3. TlonmoxeHne O MOPSIKE BEICHUS JTUYHBIX el pabOTHHKOB 00pa3oBaTelbHON OpraHU3allid
IpUHEMAeTcs Ha HeEONpeleleHHb Cpok. VI3MeHeHHs u JomonmHeHus K I[lomoxeHHIO
IIPHHUMAIOTCS B TIOPSIKe, TpexycMoTpeHHoM 11.9. 1. HacTosimero [lomoxeHus.

9.4. ITocne nupubsaTEs [lomoxkeHWs (WM H3MEHEHMH W IOTIONHEHHHA OTHENbHBIX IIYHKTOB H
pa3zesioB) B HOBOW peaKIMy IpeablIyInas PEIaKIUA aBTOMATHICCKH yTPadlBacT CHITY.



[Mpunoxenne Nel
K TIOJIOKEHHUFO O TOPSAKE BEIECHHS

JIMYHBIX Jie)l paOOTHHUKOB
)KypHaJ'I y4deTa JIMYHBIX OEJI

Ne Hara OQamwnns, | Tabems- | JJomKHOCTB Jara u Ilata v HoMep mpukaza | [Ipumeda-
/ odopmre- M4, HBIH (mpodec- HOMEp (pacmopsKeHH) 0 HHE
0 | HHA JAYHOTO | OTYECTBO HOMeEp CcH, TpuKasa MIpeKpaIneHun
nena nenarora u CTIeHATb- (pacmops- (pacTopeHuHN)
COTpYIHHKA HOCTb) KEHUS) O TPYZOBOTO AOT0OBOPA C
nearora u TpueMe MeJaroroM u
COTpyIHMKa | TIeNarora ¥ | COTPYRHUKOM (YBOJIBbHE-
COTpYIHHUKA HUH)
Ha paboTy
1 2 3 4 5 7 8 9




®ong Ne
Ormuce Ne

JHemo Neo

HNunexc nena

O0510XKa JIMYHOTO Jejia

[punoxeHne Ne2
K TIOJIOXEHHUIO O MOPAAKE BEICHHA
JUIHBIX el pab0THHUKOB

JIMYHOE JIEJIO Ne

(Ha3BaHue 06Pa30BATEIBHOM OPraHM3aLIMHI)

JlaTa Hagaia

JlaTa OKOHYaHUS

Ha JUCTax
XpaHUTH JeT
@oug Ne
Omuce Ne

Hemo Ne

(3aronoBoK aena)



[MpunoxeHue Ne3

K IIOJIOKCHHIO O ITOPAIKE BEACHHA

BHYTPEHHSA OITNCH
JOKYMEHTOB fiena Ne '

JIMYHBIX OEJI pa60TI{I/IKOB

Ne Wunexc Harta HasBanue Howmep [Tpumevanus
n/m JIOKYMEHTa JOKyMEHTa JTOKyMEHTa JICTOB
nena
Uroro: JIOKYMEHTOB

(uMpamu U IpOIHCHIO)

KonuuecTBO THCTOB BHYTPEHHEH ONUCH

(umdpaMu ¥ MPOIHCHIO)

OTBETCTBEHHBIN 34
KaJpOBBIHA yUET:

(roanuce)

« » 202 ronma




®.1.0.

[Tpunoxxerue Ned
K NIOJIOXKEHHUIO O MOPSAIKE BEIEHMA
JIMYHBIX e]l paOOTHHUKOB

JIOMAKHOCTD

JInumoe meno Ne

JlaTa 03HaKOMIICHHUS ITearora
U COTPYIHUKA C ITYHBIM
JIeTIoM

[loamucek megarora u
COTPYIHHKA

OTMETKH, IPUMEYaHus,
3aMeYaHus

pr



[Tpunoxenue Ne5

K IOJIOKECHHUIO O ITOPAKE BEACHUA

JIIHBIX Je]T pabOTHHKOB

OTMeTKa 0 pe3yJibTaTax e:KeroJHOH NMPOBEPKH COCTOSTHHS
U HaJIHYHS JUIHOTO Jesia

©.1.0.

JIOMmKHOCTD

JInunoe nemo Ne

Jlara mpoBepku

®.1.0. unrenos
KOMUCCHH

Tloamucu wieHoB
KOMHCCHHA

Pesynbrar mposepku

s4



1. ®amunus

[Mpunoxenue Neb

K TIOJIOYKEHHUIO O TIOPSIKE BEASHUA
JIMGHBIX JeT pabOTHUKOB

JIMIHBIA JHCTOK M0 y4eTy KaJApoB

Mg

OTuecTBO

2. 1lon

3. Ton, 4nciI0 U MECSL POKIACHUS

4. MecTo pOXACHUS

5. I'paxgancTBO

(ceno, mepeBHs, ropof, patioH, 0671acTh)

6. O6pazoBanue

HazBanue daxynpTeT l'on T'on Ecm e Kaxkyro
yueOHOro WIH [OCTYILUICHHMS] | OKOHYAHHs | OKOHYHMIL, TO | CIICIIHAIBHOCTD
3aBEJICHUSI U ET0 OTIENICHUE WM yXoJa C KaKoro TIOJTYYHII B
MECTOHaXO0XICHUE Kypca yIiemn pe3yabTare
OKOHYaHUS
yaeOHOTo
3aBE/ICHUS,
yka3aThb Ne

JUIIIIOMa HJIk

yIOCTOBEPEHUS

7. Kakumu HHOCTPaHHBIMH s3bIKaMH BJIAJICCTC

8. YueHas CcTEIEHb, Y4YCHOC 3BaHHUC

9. Kakue uMeeTe HayJIHBIE TPYIbI X U300PETEHUS

(‘{HT&GTC M MEPEBOIMTE CO CITOBAPEM, YHTACTC U MOJKCTC 00BACHATHCS, BIAJEETE CBOGOI[HO)




10. BomonHsemas paboTa ¢ Hadaia TPYHOBOM [eATeNpHOCTH (BKIIodas y4eOy B BBICIIHX U

CPEHUX CIICIHATBHBIX yUeOHBIX 3aBEICHIAX, BOCHHYIO CIIyXO0y i paboTy 10 COBMECTUTEIILCTBY)

Mecsn u ron

JIOMKHOCTD C YKa3aHUEM YUPEKICHHU,

MOCTYIUICHHS yxoza

OpraHM3aluy, TPENPHUITHS, a TaKKe
MHUHHCTEPCTBA (BEIOMCTBA)

MecToHaX0XICHHE
YAPEKICHUS,
OpraHM3anny,
[IPEIPUASTHS

11. TTpe6rIBanue 3a rpanunei (pabora, CIyxeOHas KOMaHIUPOBKA, TIOE3/IKA C NETeralueH)

Mecsn 1 roxt B xaxoi cTpane Iems mpeOrIBaHYS 38
C KaKoro 0 KaKoe rpaHuLen
BpPEMEHHU BpeMsl
12. Yyactre B BEIOOPHBIX OpraHax
MecTo BEIOOPHOTO Haspanue BeibOpHOTO | B KayecTsBe KOTO Ton

oprasa

opraHa BEIOpaH

u30paHus | BBIOBITHS

13. Kakue nMeeTe IpaBUTEIIbCTBEHHEIE HArPabl

Korma u xem HarpaxaeH

14. OTHOMIEHNE K BOMHCKUM 0053aHHOCTSIM M BOMHCKOE 3BaHHE

CoctaB

Pox Botick

(KOMAaHIHBIH, NOIHTHYECKHH, aAMHHHCTPATHBHBIH, TEXHU4ECKHI U T. I.)

15. CeMeiiHOE TOOXKEHUE B MOMEHT 3aIIOJTHCHUS JIMTHOI'O JINCTKA

(4MeHbl CeMBH, C YKa3aHHEM BO3PacTa)

16. Jlomarmaui agpec

17. O65I3YIOCI> CBOCBPCMCHHO HU3BCIIATH 000 BcexX U3MEHCHUAX JaHHBIX, BKIIOYCHHEIX B JIMIHBIA

JICTOK TI0 y4eTy KaJIpOB.

« » 202 roma

7.3



AHKETA

TIpunoxenue Ne7

K IIOJIOKEHHIO O TIOPANKE BEACHUA

JIMTHBIX JIe]T pabOTHUKOB

[OF1Y8% 05058

Nmsa

OTuecTBO

Jlata poxneHus

1. 'pakmaHCTBO (€C/I M3MEHSAIH, TO YKaXKHUTE,
KOTI'JIa ¥ 110 KaKO! IpHYuHE)

2. OOpazoBaHue, ydeHas CTeleHb (Koraa H
Kakue ydeOHbIe 3aBEICHMsS OKOHYHIIHM, HOMEpa
quraomMoB). CrenuanpHOCTh W KBAIM(QHUKAIKA
10 JTUILIOMY .

3. KakuMu WHOCTpaHHBIMH S3bIKAMHU U S3BIKAMU
HapoaoB Poccuiickoil Denepannu BIaJceTe U B
KaKko¥  cremeHW — (UMTAaeTe M MOMKETE
00BSICHATECS, BlIaJieeTe CBOOOIHO)

4. BemonsseMas paboTa ¢ Hayana TpyI0BO# JesSTeNbHOCTH (BKIIOYas BOSHHYIO CITy)O0y 1 paboty

10 COBMECTUTEILCTBY)

Mecs1 1 ToJ JIOJDKHOCTD C yKa3aHHEM YUPEKICHHU, MecToHaX0KICHHE
MOCTYTLICHUS yxoma OpraHu3anuy, IPEAIPHATHS, 8 TAKKE YUPEXKICHHS,
MHHHUCTEPCTBA (BELOMCTBA) OpraHu3alluy,
TIPEAIPHITHSL

5. Bamu 61m3Kye pOJCTBEHHUKH (JKEHA, MYJK, OTEll, MaTh, OpaThs, CECTPHI)

CreneHb DamMunus, ums, Ton

POACTBA OTYECTBO POXIOCHUS

MecTto paboTsl,
JIOJDKHOCTD

Anpec mecta
YKUTEIIbCTBA

6. Jlomamnuit angpec u Homep Tenedona

7. [acmopT Wik JOKYMEHT, €r0 3aMEHAIOIIA

(HOMEp, CepHs, KeM M KOTZA BBIIAH)

8. ,HOHOJ'IHHTGJ'IBHBIe CBEICHHA, KOTOPEIC Br1 xenmaete COO6HIPITB o cebe

10. Ha xakoii ypoBeHb 3apIuiaTsl Bl pacCUUTEIBAETE?

« » 202 ronma

(HOMKHOCTD OTBETCTBEHHOTO 33 KAAPOBBIH YUET)

(moanuce)

(pacuudpoBKa MOAMKCH)

4



[Mpunoxerue Ne§
K TTOJIO’KSHHUIO O TIOPSAZKE BEACHUA
JIMYHBIX el pabOTHUKOB

JINCT-3ABEPUTEJIb

nesa Ne
B merne mpoumiTo u mpoHyMEpPOBaHO JINCTOB
(umdpamMu U IPOMHUCHIO)

¢ Ne mo Ne , B TOM YHCJIE:

JTUTEpPHBIE HOMEpa JTUCTOB

MIPOMYIIEHHBIE HOMEPa JMCTOB

+ TUCTOB BHYTPEHHEH OIIUCH JINCTOB

OcobenHOCTH (HHU3UUECKOTO COCTOSHUS U Howmepa nucToB

dbopmupoBanus Iena

OTBETCTBEHHLIH 3a
KaJpOBBIA yUeT

(nozmnuce) (paciudpoBka MOAMHCH)

« » 202 ronma
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