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1. O0mue mooxkeHus

1.1. Hacrosmee Ilonoxkenue o nopsjake BeACHHS JIMYHBIX /el pabOTHUKOB OpraHu3aluH,
ocyuecTBisiomeii  00pa3oBaTe/IbHYI0  ACATEIbHOCTb, pa3padOTaHO B COOTBETCTBHH €
OenepanbabM 3akoHOM No 273-@3 ot 29.12.2012 «O6 obpazosanuu B Poceuiickoit Penepanunn»
¢ usmenenustmu o1 8 aexabps 2020 ropa, PenepanbHbiM 3akoHoM oT 27.07.2006 Ne 152 «O
IEPCOHAIbHBIX JaHHbIX» B peaakuud or 8 nexabps 2020 rona, Ilpuxaszom denepaibHOro
apxuBHoro arentctBa ot 23 aekabps 2009 roma N 76 «OO6 yrteepiaeHun Mertoauueckux
pekoMenauuii 1o paspaboTke HHCTPYKUMH [0 JEJONpPOM3BOJACTBY B ()eAEpabHBIX OpraHax
HCIOJIHUTENIHOH BJacTH», Ykazom llpesmaenta ot 30.05.2005 Ne 609 «OO6 yTBepkaeHHH
[TonokeHHs O MePCOHATBHBIX JAHHBIX rOCYapcTBEHHOro ciysxkatero Poceniickoit Menepanun v
BeJICHUH €ro JWYHOro aeina» B peaakuuu ot 23 wmosns 2019 roxa, Tpyaoeemm Koaexcom
Poccuiickoit ®enepannu, KomieKTHBHBIM IOrOBOPOM, Y CTaBOM OpraHU3alliH, OCYIIECTBIISAIONIEH
00pa30BaTeIbHYIO JAEATENbHOCTD.

1.2. Jlannoe Ilonoxkenue omnpezaesser NOPSAOK BEACHHSA JIMYHBIX /e TMeJaroroB M HHBIX
COTPY/IHHKOB M PabOTHHKOB IIKOJIBI, OMpe/eNAeT NopaaoK (OPMHPOBAHMA, yueTa H XPaHEHHs,
BbIJa4H JIMYHBIX ]I BO BPEMCHHOE [10J1b30BAHME, a TAKXKE OTBETCTBEHHOCTD, MpaBa pabOTHUKOB U
JIpeKTopa o6pa3oBaTebHON OpraH|3allny.

1.3. Hacrosiuee ITosoxkeHnne yrBepKaaeTCsl NPHKA30M 110 LIKOJE U ABJseTCst 0083aTe/IbHbIM JUls
BCEX KaTeropuii neJaroru4eckux v JApyrux COTPYAHHKOB LIKOJIBI.

1.4. BejaeHue NMYHBIX €7 MEAAroroB M COTPYJAHUKOB LIKOJIbI BO3JIAraeTcs Ha ClEHAIKCTa 110
KaJlpaM Opranu3aliy, OCYIIECTRISIONEH 00pa3oBaTeIbHYIO A TEIbHOCTD.

1.5. JInuHoe j1e/10 — OCHOBHOH JOKYMEHT II€PCOHAJIBHOIO yyeTa, cojiepykaliuii Hanbonee nojaHeie
CBeICHUS O paboTHHKE 00pa3oBaTeIbHON OpPraHU3allii H ero TPYI0BOH JeATeNbHOCTH. B iHuHoe
JIEJI0 BHOCSTCS CBEJICHHS, CBA3AHHBIE C MOCTYIUIEHUEM Ha padoTy H YBOJbHEHHEM.

1.6. CBejienusi, cogepKaluecs B JHYHOM Jele, OTHOCATCS K KOHOHACHIHAIbHOH HHpOpMAIIHH,
MMEIOT OIPaHUYCHHBIN JOCTYN U pa3riIalieHHIO He TOJUIeKaT.

1.7. JluuHoe neno BeaeTcs B TeYeHHEe BCero neproaa padorbl pabOTHHKA.

1.8. Bejenue HECKOJBKMX JIMYHBIX JI€J1 OJHOro paboTHHKa 00Opa3oBaTebHOM OpraHu3alliH He
JOINYCKAETCs.

2. lMopsiaok GopMHPOBAHHS JIHYHBIX €/1 COTPY/AHHKOB
2.1. ®opmupoBaHHe HYHOTO Jiena [e1aroroB W COTPYAHMKOB 00umieo0pa3oBaTe/ibHOH
OpraHu3allid  [POW3BOIMTCA HENOCPEACTBEHHO [ocjie Tmpuema B 00uieoOpazoBatesbHylo



OpraHM3alMi0 MM [IepeBOJa [eJaroros M COTPY/IHHKOB H3 JIpyrod o0pa3oBaTenbHOMH
OpraHu3aluy.

2.2. B COOTBETCTBHH ¢ HOPMATHBHbIMH JIOKYMEHTAMH B JIHYHBIE JIETIA M€JIaroroB U COTPYAHHKOB
OpraHM3aluy, OCYIIeCTBIIMIoUEeH 00pa3oBaTe/bHyI0 JIeATe/IbHOCTb, BKIAABIBAIOTCA CICAYIOLINE
JIOKYMEHTBI:

Jna neoacoeos:

3asBJICHHE O MpHeMe Ha paboTy:

3asgBJIEHHE O COIVIaCHH Ha 00paboTKy NepcoHalIbHBIX JIAHHBIX MeJIarora;

CripaBKa 0 HAIMYHH (OTCYTCTBHH) CYJAMMOCTH U (MiH) (haKTa yrojloBHOIO Mpeciie/l0BaHums,
BBIJIAHHOI'O COOTBETCTBYIOLLIUM OPraHOM IpaBonopska;

aBrobuorpadus:

KOITHSA [1aCNOPTa WA HHOTO JIOKYMEHTA, YA0CTOBEPSAIOLIETr O JINYHOCTD,

KOIHUS CTPAXOBOr0 CBUAETE/ILCTBA [ICHCHOHHOIO CTPAXOBaHHS,

KOIHUS MACHTH()UKALIHOHHOTO HOMEPA HAJIOrOTJIaTeIbIIHKA,

KOTHS JIOKYMEHTa BOHHCKOI'O y4eTa (111 BOEHHOOOS3aHHbIX);

KOITMS CBH/IETE/1LCTBA O 3aK/IH0YEHUH Opaka (IpH HaHYHH ),

KOIIHS CBHJICTEIECTBA O POIKICHUH JIeTel (MPH HATHYHH);

KOTTHH JIOKYMEHTOB 00 00pa3oBaHuu;

KOIIMH JAOKYMEHTOB 0 KBaJIM(HKAIMK WIH HATHYHE CIICIHAIbHBIX 3HAHUH (TIPH HAJIMYHH ),
KOIIHH aTTECTALIHOHHBIX JIMCTOB (IMPH HATHYHH);

KOTTHH IOKYMEHTOB O HarpaKJAeH!H (ITPH HAIHYHH ),

XapaKTePUCTUKH, PEKOMEH/IAaTE/IbHbIC MHChMA (IIPH HAJIMYHMH);

npuKa3 o npueme Ha padboTy:

MPHKAa3 O NEePeBO/IE HA HHYIO JO/KHOCTD (IIPH HAJIMYMH );

JOJDKHOCTHAsE MHCTPYKUHMS (JIOJKHOCTHBIE MHCTPYKIMH ¢ MOMEHTA Ha3sHa4yeHHs Ha BCe
JIOJIZKHOCTH ).

TPYAOBOH JOroBop (¢ MOCACAYIOUIMM BKJIIOYEHHEM JIOMOJIHMATEIBHBIX COIVIALICHHH K
TPYZAOBOMY J0TOBOPY):

TPY/IOBYIO KHHKKY:

MEIHULHHCKYIO KHHKKY.

st pabomuuxos:

3asfBJIe€HHE O NpHeMe Ha paboTy;

3asiBIICHHE O corjiaciu Ha 00paboTKy nepCcoOHAIBHBIX JaHHBIX Me/1arora;

CrpaBKa O HATHYMH (OTCYTCTBHH) CYJAMMOCTH M (H/H) (pakra yroJOBHOrO Hpecie0BaHHsl,
BBIJIAHHOIO COOTBETCTBYIOLIMM OPraHOM IPaBoIopsIKa;

aproOuorpadus;

KOTIHS TIACOpPTa WK HHOTO J0KYMEHTA, Y0CTOBEPSAIONIErO JIHYHOCTD,

KOTIHS CTPAXOBOI0 CBH/IETENILCTBA MEHCHOHHOTO CTPAXOBaHHS;

KOINHS HACHTH()HKALMOHHOIO HOMEPA HAJIOrOIIATE/IbIIIHKA;

KOTIHS JIOKyMEHTa BOMHCKOTO y4eTa (/U1 BOEHHOOOS3aHHbBIX );

KOIUSI CBH/ETEJILCTBA O 3aK/II04YeHHH Opaka (Npy HaIMYKK);

KOTIMSA CBU/CTEIBbCTBA O POXKACHHH JCTCH (MPH HATHYHH);

KOTIHH JIOKYMEHTOB 00 00pa3oBaHuH;

KOIMAM JIOKYMEHTOB O HArpaJ1eHHH (NPU HATHYHN);

XapakTePHCTHKH, PEKOMEH/IaTe/IbHbIE THCbMA (IIPY HAJIUYHH);

MpUKas o npueme Ha paboTty:

NPUKa3 O [IEPEBO/IE HA HHYIO JOJKHOCTD (IIPY HAJIHYHH);

JIOJKHOCTHAsE MHCTPYKLHMS (JOJ/DKHOCTHBIC MHCTPYKLMH C MOMEHTA HA3HAYCHHMS HA BCE
JIOTIKHOCTH);

TPYJIOBOH J10roBOp (€ MOC/IEAYIOUIMM BK/IIOUEHUEM JIOTIOJHUTENIbHBIX COTrJaleHuit K
TPYAOBOMY ZI0rOBOPY);

TPYAOBYIO KHHKKY;



¢ MEIMIMHCKYIO KHHIKKY.
Pabomooamens oghopmisiem:

*  TPYIOBOH JIOTOBOP B ABYX IK3EMILISAPAX;

*  [pHKa3 O mpueMe Ha paboTy (0 MepeMeleHHH Ha JpyrHe JA0/DKHOCTH);

o auuHylo Kaprouky Ne T-2;

*  JIOJDKHOCTHYIO HHCTPYKLIHIO B JIBYX 9K3EMILIApax.

Pabomooamens 3nakomum:

* ¢ HOPMATHBHO-IIPaBOBBIMH JIOKYMEHTaMH IIKOJIBI (Y cTaBoM, KO/UIEKTHBHBIM JI0TOBOPOM,
[lpaBunamu TPYJA0BOTO pacropsKa u Ap. JOKaATbHLIMH aKTaMH );

*  C JIOJDKHOCTHOH MHCTPYKLMEH;

*  [POBOJMT BBOJHBIH MHCTPYKTaX, MHCTPYKT@X [0 OXpaHe Tpy/Ja, HHCTPYKTaK I10
MPOTHBOIOKAPHOH 6€30MaCHOCTH.

2.4. IlepBruuHoe oopMIICHHE TUYHOTO JIej1a MPe/IyCMaTPHBAEeT:

*  MPUCBOEHHE JTHYHOMY JIeJIy HOMEpA COIJIACHO XKYpPHAIly ydera JIMUYHbIX JeJl (IIPHJIOKEHHE
Ne 1);

* [pocTaBieHHe Ha 00JI0XKKe JIMYHOTO Jena (mpuioxkenne Ne 2) creyloliX peKBH3HTOB:
HHJIEKC Jena (B COOTBETCTBHM ¢ HOMEHKJArypod Jen  oOuieoOpasoBaresbHOM
OpraHu3alMu; [0JHOC HauMeHoBaHMe o00meoOpa3oBaTe/IbHON OpraHu3aluu; HOMEp
JTMYHOTO Jiena; GaMuiusg uMs 0T4ecTBO pabOTHHKA B MMEHUTEITLHOM MajIeke; JaThl — rojl
Haualla ¥ rojl OKOHYAHMs BEACHHS Jlesla; KOJIMUYECTBO JIMCTOB; CPOK XPAHCHHS;

* [IOMEIIEHHE JIOKYMEHTOB, TMO/UISKAIIMX XPaHEHHI0 B COCTaBe JIMYHBIX Jel, B
XPOHOJIOTHYECKOM MOPSIIKE:

» BHYTPEHHSS ONHUCH JJOKYMEHTOB jiena (npunoxenue Ne 3);

» JIMYHbBIM JIMCTOK 110 yueTy Kaapos (npuioxenus Ne 6);

» 3asBJICHHE O NpHeMe Ha padoTy;

» TpUKa3 o0 npueme Ha paboTy;

» TPYIOBO# 10roBOp;

» J0roBOp O I[IOJIHOH MAarepHaJbHOM OTBETCTBEHHOCTH (€ciM palOTHUK —

MaTepHaIbHO OTBETCTBEHHOE JTHIIO0);

7 XAapaKTepHCTHKH U PEKOMEHIATe/IbHbIC IHChbMA,

» cornacue Ha 00paboTKy NepcoHaIbHBIX JAaHHbIX.
2.5. JIncThl JOKYMEHTOB, MOMEIICHHBIX B JIHYHOE JIeJI0, MO/UIKAT HyMepalluH.
2.6. C uenblo obecrnevenus Haulexkaued COXpaHHOCTH JIWYHOTO JieNia NelaroroB i COTPYAHHKOB
o0uieobpasoparebHOH opranusauuu v yaobcrsa B 0o0palleHHH ¢ HHM HpH (HOPMHPOBAHHH
JIOKYMEHTBI [OMEIAIOTCs B OTJeNbHYIO nanky. [lpu yBoiabHenun paboTHHKA MPOINMBAIOTCH
HUTKaMH M CIAlOTCS B apXUB.
2.7. BHYTpeHHsA ONMUCH JOKYMEHTOB, HMCIOLIMXCS B JINYHOM JI€JIe, 0JUKHA COACPXKATh CBEICHHS
0 [OPSJKOBBIX HOMEpax, HAUMEHOBAHMAX JIOKYMEHTOB JeJia, KOJHYeCTBE JIMCTOB. jlarax
BKJTIOYEHHUS JIOKYMEHTOB B JIHYHOE JICJIO H MU3BATHS M3 J€J1a, a TAKKE KM H3bAT JOKYMEHT H M0
KaKoM IpUYUHE,
2.8. BHyTpeHHss OIHCh COCTABACTCS HA OTAEJBLHOM JIHCTE MO YCTAHOBJIEHHOH (opme. JIHCTHI
BHYTPEHHEH OMMUCH HyMEPYIOTCS OT/ICJ/IbHO.
2.9. Ilpu noAroToBKe JIMYHBIX JIeN K Mepesiavye Ha XpaHeHHe K BHYTPEHHEH ONUCH COCTaBIIseTCs
MTOrOBas 3allMCh, B KOTOPOH yKa3bIBACTCs LM(PAMH U [IPOMHCHIO KOJHUYECTBO BKITIOYEHHBIX B HEE
JIOKYMEHTOB M KOJTHYECTBO JINCTOB JIEJIa.

3. Hopsaaok BeaeHHs JIHYHBIX Jle1  [eIaroroB M COTPYAHHKOB  OpPraHH3AIHH,
ocylmecTBSIOMeEl 06pa3oBaTE/ILHYIO ACATEIBHOCTD

3.1. Jluunoe nen0 MEaroroB M COTPYAHHKOB 0011e06pa3soBaTeIbHON OpraHH3alMy BEACTCS B
TEYECHHE BCEro Mnepuoja padoThl KakKIOro Mejaarora M COTpyJHuka B oOmeoGpa3oBaTenbHOM
OpraHu3aIuH.



3.2. JlanbHeiilnee BeJ€HHE JIMYHOTO J€Na IEJaroroB M COTPYJHHKOB 00Iie00pasoBaTelbHOM
OpraHM3alliyA TPeIyCMaTpPHBACT MOMCIICHHE B JIENO JOKYMEHTOB, 00pasylolluxcs B mpouecce
paboueii AeSTENBHOCTH K HMEIONIMX 3HAYEHHE ULl TPYAOBBIX OTHOIICHHI:

*  JIONOJIHEHHME K JINYHOMY JIHCTKY MO yUETy KaJpoB;

*  JIOTOJHHUTEILHBIE COIJIALICHHS K TPY/I0BOMY JI0rOBOPY;

*  KOMHMH MPHUKA30B 10 JIHYHOMY COCTaBy, KOTOPBIE KacaloTCs MEJaroroB H COTPYAHHKOB

001eo0pa3oBaTe/IbHON OpraHu3aliug;
s OT3bIBbl JIOJDKHOCTHBIX JIMII O [€Iarore H COTpyAHHKe 00meodpa3oBaTe/IbHOM
OpraHH3aIf;

*  KOIHUHM JOKYMEHTOB O MOBBIIIEHHH KBATH(HKALMH;

*  KOMHUH CePTH(UKATOB, rPaAMOT;

*  JIMCT — 3aBEPHTEIb Jlela (COCTABIAIOT MPH C/laue JHYHOro Jie/ia B apXHUB);

*  WHBIC JIOKYMEHTHI.
3.3. B nensx oOecrneyeHHsi KOHTPOJIS 3a COXPAHHOCTBIO H aKTYaJIbHOCTBIO JIMYHBIX JC]I B
o01eo0pa3oBaTeIbHON OpraHM3alMA eKeroaHo (He nmosjxee | KBapraza roia, CJACAyKOIICTO 3a
OTYETHBIM) TIPOU3BOANTCS MPOBEPKA HX HAIMYHA M COCTOSHHS.
3.4. Exeroanyio MpoBepKy COCTOSIHHMSI JIMYHBIX J€J1 Ha TPEJAMET COXPAHHOCTH BKIIOYCHHBIX B
HEro JIOKYMEHTOB TPOBOJIMT CIEIHAILHO co3aHHass KomHuccus. O IPOBEACHHBIX [POBEpPKax
JIENAeTCsl OTMETKA B JIMCTE O pe3y/ibTarax eXeroJHOH MPOBEPKH COCTOAHHSA H HAIHYHs JHYHOIO
aena (npunoxenne Ne 5) i cocTaBisieTcs akT. Pe3ysibTaTbl IPOBEPKH JIMUHBIX JI€]1 B 0083aTeIbHOM
MOpsJ/IKe IOBOJIATCS 10 AUpeKTopa 00ueoOpa3oBaTeIbHONH OpraHn3alum.

4. Iopsaok y4éra u XpaHeHHsl JHYHBIX /ieJ1 MeJaroroB H COTPYAHHKOB OPraHH3alHH,
ocymecTB/sIOMel 00pa3oBaTe/IbHYI0 AeTeAbHOCTb.

4.1. XpaHeHde W y4eT JUYHBIX JIe] MeJaroroB U COTPYJAHUKOB OPraHH3alliy, OCYLUECTBISIOMEH
00pa3oBaTeIbHyIO JeSTeIbHOCTb, OPraHU3yIOTCs ¢ LEIblo ObICTporo M 6e30MMbOYHOro MOUCKa
JMYHBIX J€]1, 00eCHneueHHs HMX COXPAaHHOCTH, a TaKXke oOecneucHHs KOH(HIECHIHATLHOCTH
CBEJICHUH, COJEPIKAIIMXCS B JIOKYMEHTAX JTHYHBIX €], OT HECAHKLIHOHUPOBAHHOIO JOCTYIIA.

4.2, JIngnble 1ea COTPY/AHUKOB XpaHsTes B ceiide oOieobpasoBaTe/ibHONH OpraHu3aIti.

4.3. TpynoBbie ¥ MEIHLIMHCKHE KHHKKH XPAHATCS OTIENBHO B ceiide.

4.4, JlocTyn K TMYHBIM JIeTaM MEIaroroB U COTPYAHUMKOB 001eo0pa3oBaTebHOH OpraHu3aluy
MMEIOT TONBKO CeKpeTapb, CIEHHAINCT MO Kaapam, JAMpeKTop 001eodpa3oBaTe/ibHOM
opraHuzauudy Jaub0 3aMECTUTENM JHPEKTOpa IIpH HCMOMHEHHH O00sf3aHHOCTEH JHpeKTOpa
o01eoObpa3oBarebHON OpraHu3alMH.

4.5. Cucremarusalusi JIMYHBIX JIET T[EAaroroB M COTPYAHHMKOB 0O0IIeo0pa3oBarebHOM
OpraHH3aliy MPOU3BOUTCS B AI(paBUTHOM IIOPSIIKE.

4.6. Jlnunble aena neaaroroB H COTPYAHHKOB 001Ie0oOpa3oBaTeNbHON OpraHu3alMH, WMEIOINX
rocy/apCTBEHHBIC 3BaHUA, IPEMHH, HATPa/Ibl, YUEHbIE CTENEHH H 3BaHMA, XPAHATCS TOCTOAHHO, a
OCTAJBHBIX COTPYHHKOB — 75 JIeT ¢ roja yBosibHeHHs paboTHHKA (B cOOTBETCTBUH ¢ [lepeunem
THIOBBIX YIIPABJICHYECKHX JOKYMEHTOB).

5. [lopsiiok BbLIA4YH JIMYHBIX /1€J1 BO BpeMEHHOe M0ab30BaHue

5.1. Beiaaua nuuHbIX e (OTJAE/bHBIX JIOKYMEHTOB B COCTaBE JIMUHOIO J€j1a) BO BPEMEHHOE
OJIb30BAHUE TPOU3BOIUTCSA C pa3pelieHHus JupekTopa o0meodpazoBaTelbHON OpraHH3aluu 1o
3asBJICHHIO COTPY/IHMKA OPraHU3allHH, OCYLIECTBISIIOLIEH 00pa30BaTe/IbHYIO e TeILHOCTD.

5.2. Pabora (o3HakOMJIEHHE) C JIMYHBIMH  JIeJlaMM  [E€JaroroB M COTPYAHHKOB
o01eobpa3oBaTeIbHOH OpraHU3allii POU3BOIUTCA B IPHEMHOH aupekTopa. B xoHune pabdouero
JHSl CEKpeTapb WJIH CHCLUHAIMCT O KaapaM o0si3aHa yOeaMTbCs B TOM, YTO BCE JIMUHBIC Jeia,
BbIJJAHHBIE BO BPEMEHHOE TOJb30BaHHE, BO3BPAIICHBI HA MECTO XpaHEHHS W eCTh JIH
HeOOXO0AMMOCTD JUIsl IPUHSTHS MEP K HX BO3BPALLEHHUIO HIIK PO3LICKY.

5.3. daKT BbLIa4u JIMYHOTO Jiejia (PUKCUPYETCsi B KOHTPOJIBHOM JKypHaJIe.



5.4. U3bsTe OTACIBHBIX JOKYMEHTOB H3 JINYHOIO Jle/1a MPOU3BOIUTCA C pa3pelleHus AHPEKTopa
061e06pazoBaTebHOM  OpraHu3alii ¢ OQOPMICHHEM COOTBETCTBYIOUIEH 3amucH B rpade
«[lpumeuanne» BHyTpeHHei onucu. [Ips BpeMEHHOM M3BATHH JIOKYMEHTA Ha €ro MECTO (MEXy
JIACTAMH  COCEJHMX JOKYMEHTOB) BKJIQ/ILIBAETCS CIPABKA-3aMECTHUTENIb C YKA3aHHEM JaThl H
IIPHYMH M3BATHS C MOJMHCHIO JIMLA, BBLIABIIErO JOKYMEHT, H MOANKCHIO JIHLA, OJYUHBLICTO €ro
BO BPEMEHHOE MOJIb30BAHHE.

6. OgopmiieHne JHIHBIX €1 Nepe/l ¢1aueil B apXuB
6.1. OdopmiaenHe JHYHBIX Je/I Ul TIepeiau B apXHB [POU3BOAUTCS CHEUHAIMCTOM M0 Ka/pam
06ueo6pazoBaTeIbHON OPraHH3aluK. JTa NPOLEIypa BKIKOYACT:

*  TIOJLUMBKY (nepenier) aena;

*  YTOYHCHHE HyMEpallHH JIMCTOB JIeJia;

*  cocTap/eHHMe JIncTa-3aBeputes (npunoxenne Ne 8);

* cocraBieHUe (YyTOUHEHHE) BHYTPEHHEH OMUCH]

* BHECEHHE YTOUHEHHH B PEKBH3UThI JIMLEBOH ODIOKKH JeTa.

6.2. Jlucr-3aBepuTesib Jeia JIOJKEH MOAMKCATH €ro COCTABMTElb, I[IPH  ITOM  JeJIaeTcs
paciupoBKa JAOKHOCTH M TMOJMHCH, MPOCTaBseTcs jara. B npouecce HCrosb30BaHHs
ApXMBHBIX JOKYMEHTOB B JIMCTE-3aBEPUTE/IE JEIAITCA COOTBETCTBYIOIME OTMETKH. Eciu aeno
MOJIIUTO 0€3 JIHCTa-3aBEPHUTEIIs, TO ero CielyeT HAKJIeHTh Ha BHYTPEHHIOK CTOPOHY O00JIOKKH
aena.

6.3. C nemnpio obecrieyeHus COXpaHHOCTH JIMYHBIX 1€/ PCKOMEHAYeTCA:

*  OOBEIMHATH MHIMBU/IYa/IbHBIE JIMYHBIE JIeNla YBOJEHHBIX COTPYIHHKOB B OJAHY OOJIOKKY
(oOBeIMHEHHOE JIEN0) ¢ TAKHM pacdeToM, 4ytoObl oObeM jena (toma) He mpesbiman 250
JIMCTOB (MyTeM CLIMBKH MaTepHAIOB WHIHUBH/IYaJbHBIX €1 MO r0/1aM yBOJbHEHHS);

*  pacrojarath MaTepHalbl WHAMBHIYAJIbHBIX J€J B npeaenax jena (troma) B aa(aBHTHOM
nopsiake (1o(GamMuIbHO), OTAEIAS MAaTePHAIbl, OTHOCAIIHECH K PA3HBIM HHIMBHIYaIbHbIM
Jle1aM, YMCTHIM JIMCTOM OyMard ¢ yKasaHueM Ha HeM (aMWIMH, MMEHM M OTYECTBa
COOTBETCTBYIOIIEr0 YBOJIGHHOIO Mejarora W COTpyAHHKa oOmeobpa3oBaTeIbHOM
OpraHu3alHu;

+ cHabkarh Kaxaoe O0bEAMHEHHOE Jeil0 (TOM) BHYTPEHHEH OMUCBHIO C MEpPEYHCIIEHHEM
daMuiIni, MMEH H OTYECTB M YKa3aHHEM HOMEpOB CTPaHMWIl, B INpejelax KOTOpPbIX
PACIoIOKEeHbl COOTBETCTRYIOIIHE JOKYMEHTI.

6.4. Ilepeaaya NUYHBIX JIe]l B ApXUB OCYIIECTBIISCTCS HE MO3/1HEE TPEX JIET I10C/Ie 3aBEPLICHHs HX
B JIEJIONPOM3BOJACTBE B COOTBETCTBHU ¢ rpadukoM. [IpeaBapuTenbHo ceKpeTapeM, CreiHalIiCcTOM
0 KajpaM I[IpOBEpsieTCs MOJTHOTAa M IPABHIBHOCTH MOATOTOBKHM JIMYHBLIX JIeJl K Iepejade.
BhisiBIICHHBIE TPH MPOBEPKE HEJAOCTATKH YCTPAHSIOTCS CEKpeTapeM, CIELHaIHCTOM M0 KaJapam.
[lepenaua 1 npHeM MPOU3BOAATCS MO OMHUCH C MPOCTAHOBKOW OTMETOK O HAJTHYMH JIHYHBIX JIEI.
6.5. Jlnunble Jena meaaroroB  COTPYAHUKOB 0011e00pa3oBaTe/IbHOH OpraHM3allii, 3aKOHYCHHBIC
JenonpoussoacTBoM 10 1 suBaps 2003 roaa, xpausites 75 ner, nocie 1 susaps 2003 roga — 50
ner. Jluukble jena aupexTopa, riaBeoro Oyxrainrepa obmeobpa3oBaTebHOH OpraHU3alui HMEIoT
MOCTOSIHHBIN CPOK XpaHEHHSI.

7. OTBETCTBEHHOCTDH
7.1. Ileparoru ¥ corpyaHuku 00imeo0Opa3zoBare/ibHOH OpraHH3alMH 00A3aHbl CBOEBPEMEHHO
NPEACTaB/ISsTh CEKPeTapio /M CHELMATUCTY MO KaJIpaM CBeJIeHUs! 00 H3MEHEHHH B MEPCOHANIBHBIX
JAHHbIX, BKJIIOUEHHBIX B COCTaB JIMUHOTO JleJ1a.
7.2. PaGoroaarens obecneunBaer:
*  COXPAHHOCTb JIMYHBIX /€1 [EJaroroB M  COTPYAHMKOB  oOuieoOpazoBare/ibHOI
OpraHH3aIfu;
*  KOHOWICHUMAILHOCTL CBEJCHMH, COAEp)KALMXCS B JIMYHBIX Je/laX [eJarorop M
COTPY/AHUKOB.



8. IIpasa padoroaarenss H paboTHHKA
8.1. Jlns obecriedeHus 3amIMThl MEPCOHAIBLHBIX JAaHHBIX, KOTOpPbIE XPAHATCS B JIMYHBIX Jeax
NeJaroroB M COTPYAHHKOB o00uieoOpa3zoBaTe/IbHOH OpraHM3aluHi, IeJarord ¥ COTPYAHHKH
o0meobpa3oBaTe/IbHOH OpPraHu3alii HMEIOT MPaBo:
*  [OJIyYHTH HOJHYI0 MHGOPMALHMIO O CBOHMX I[IEPCOHANIbHBIX JaHHbIX W 00paboTke 3THX
JAHHbIX;
*  MOJIy4HTh CBOOOHBIN J0CTYI K CBOMM MEPCOHATLHBIM JIaHHBIM;
*  [OJYYHMTb KOIIHM AOKYMEHTOB, XPAHSLIHECs B IMYHOM JICJIC H COAEPKALLHUE NEPCOHAIbHbIC
JIaHHBIE.
*  TpeboBaTh HCKJIFOUEHUS HIIM UCIIPABJICHHS HEBEPHBIX M HEIOJIHbIX [IEPCOHAIBHBIX JaHHBIX.
8.2. PaGoTonaresns UMeeT npaBo:
* 0o0palarbiBaTh [1E€PCOHAIbLHbIE JaHHBIE 11€1aroroB U COTPYAHHKOB 0011€00pazoBaTeIbHON
OpPraHu3allMy, B TOM YHCJIC ¥ HA 3JIEKTPOHHBIX HOCHTEJIAX;
*  3alpOCHThb OT M€AaroroB M COTPYAHHMKOB 00meoOpa3oBaTeIbHON OpraHH3alMi  BCIO
HeoOX0MMYI0 MHGOPMALMIO JUIs BEIACHUS! JIMYHBIX €1 U 00paboTKH NEepCOHATbHBIX
JIAaHHBIX.

9. 3aRIIOUYHTEIbHbIE TOJT0KEHHS

9.1. Hacrosuee [lonoxkenne o nopsjake BeAeHUs JIHUYHBIX Jie/l paOOTHHKOB SIBJSETCS JTOKATBHBIM
HOPMATHBHBIM aKTOM. MpuHUMaercs Ha [lenarornyeckom coBere LIKOJBI W yTBEpsKaaeTcs (160
BBOJIMTCS B JIEHCTBHE) NPUKA30M JHPEKTOPA OpPraHu3alliH, OCYIIECTRISIOMmEeH 06pa3oBaTe/ibHyIO
JICSITENIbHOCTD.

9.2. Bce u3MeHeHHMs M JOTOJHEHHs., BHOCHMBIE B Hactosiiee [lonoxenue, odopmisiiores B
MUCbMEHHOW  (OpME B COOTBETCTBUH  JCHCTBYIOLIMM  3aKOHOJATEJILCTBOM  Poccuiickoit
Ddeepanuu.

9.3. Tlonoxenue 0 nopsiaKe BEACHMS JIMYHBIX Jel pabOTHHKOB 0OpasoBaTelbHON OpraHH3alHu
NMPUHAMAETCS HA HEONpeJeIeHHbIH cpok. M3meHenus u  gonosHenus: Kk  [lonoxkenuro
NPUHUMAIOTCA B [TOPSJIKE, TipelycMoTpeHHoM 1.9.1. nacrosiuiero [lonoxeHus.

9.4. Tlocne npunstus [lonoxkeHuss (WM U3MEHEHMH M JIONOJHEHHH OT/IAENBHBIX IYHKTOB H
pas/iesioB) B HOBOH PeJIaKIlMH MPeIbIIyINas peakilis aBTOMaTHYECKH yTPAuHBaCT CHILY.



XKypnan y4yera JIHYHBIX J1€J1

[Mpunoxenne Nel
K MOJIOKEHHIO O TMOPAIKE BEICHHA
JIMYHBIX e pabOTHHKOB

No JlaTta Ddamunus, Ta6ensb- | Homkuocts | CTpyKkTyp- Jara n Jara u [Mpumeua-
n/ oopmie- HMs, HbIH (npodpec- Hoe HOMED HOMep HHe
N | HUsA JIHKYHOTO | OTYECTBO HOMeEp cus, noapasjie- npHKasa npukasa
nena neaarora u crieumalb- JIeHHe (pacnops- (pacnops-
COTpYAHHKA HOCTb) WKEHHA) O JKEHUS) O
nejarora u npueme npekpatie-
COTpY/IHHKa neparora v HUHW
coTpyaHHKa | (pactopie-
Ha paboty HHH)
TPYZLOBOTO
Z10roBOpa ¢
Ne1arorom u
COTPYJAHHKOM
(yBOJbHE-
HHH)
1 2 3 4 5 6 7 8 9




O0noXkKa JTUYHOIO Aea

Gong Ne
Ormuce Ne

Jleno Ne

Wnnexc nena

Ipunoxenne No2
K MOJIOMKEHHUIO O NOPs/IKe BeIeHHA
JIMUHBIX Jie/l padOTHHKOB

(na3Banue 0OPA30BATE/LHON OPraHU3aILHH)

JIMYHOE JIEJIO Ne

(3aros0BoOK Jena)

Jlara Havana

JlaTa okoHuyaHus

Ha JIHCTax
XpaHHTb Jer
Donja Ne
Onucek Ne

Jleno Ne




BHYTPEHHS151 OITUCb
JOKYyMeHTOB jiesia Ne

[punoxenne Ne3
K MOJIOXKEHHIO O TOPS/AKE BEJICHHS
JHYHBIX J1e]1 pabOTHUKOB

Ne Hnnexce Jlara HasBanue Howmep [Tpumevanus
n/n JIOKYMEHTa JOKYMEHTa JIOKYMeHTa JIMCTOB
jena
Hroro: JIOKYMEHTOB

(tnppamu 1 NPONUCHIO)

Ko01M4eCTBO JIMCTOB BHYTPEHHEH ONMUCH

(undpamu 1 NPONKUCHIO)

OTBETCTBEHHBIH 3a
KaJPOBBIH YYeT:

(Moanues)
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©.H1.0.

[Tpunoxenne Ned
K MOJIO)KEHHIO O MOPAJIKE BEIECHHUS
JIMYHBIX J1e1 paOOTHHKOB

JIOJIKHOCTD

JInunoe aeno Ne

Ila'ra O3HAKOMIJICHHS 11ejarora
U COTPY/IHHUKa C JINYHBIM
JIEJIOM

[loanuces neparora u
COTpYAHHKA

OTMmeTKH, NpUMeYaHus,
3aMEUaHusl




[Mpunoxenune NeS

K MOJIOKECHHIO O NOPAAKE BEACHUSA

JIHYHBIX J1€J1 pasoTHMKOB

OTMeTKA 0 pPe3yabTATaX eKeroHOi NPOBEPKH COCTOSTHHUS
H HAJIHYHS JTHYHOIO J1eJ1a

©.N.0.

JIOJIKHOCTD

Jlnunoe aemo No

Jlata npoBepku

dD.N.0. unenos
KOMUCCHH

[Toanucu wieHoB
KOMHCCHH

PesynbTaT npoBepKH




1. Damunus

IMpunoxenne Ne6

K MOJIOKEHHIO O NOPSAIKe BeAeHHs
JIMYHBIX 1€ palOTHHKOB

JIMYHBIH JIHCTOK 1O Y4eTy Ka/IpoB

WUmsa

OTtuecTBO

2. Ilon

3. 'ox, 4HCII0 ¥ MeCsLL POKACHHS

4. Mecto poxnenns

5. I'paxaancTBo

(Ces0, ACPEBHSA, IOPO.L, PAHOH, 061aCTh)

6. O0pazoBanue

Hassanue
yueOHOro
3aBEJICHUS H €ro

MECTOHAXOKICHHE

®dakynbTeT
HITH
OT/IC/ICHHE

o
MOCTYIUICHHS

l'ox
OKOHYAHHS
WM yX0/a

Ecin He
OKOHYHII, TO
C KaKoro

Kypca yrmen

Kakyto
CHelHaIbHOCTh
NOJIYYHIl B
pe3ynbTare
OKOHYAHHS
yueOHOro
3aBe/IeHHS,
ykaszatbh Ne
JIUTIIOMA WITH
y10CTOBEPEHHSI

7. KakMMu HHOCTPaHHBIMM S3bIKAMH BllazieeTe

8. YueHnas cTeneHs, YUYCHOC 3BaHHE

9. Kakue umeere HayuHble TPyl H H300peTeHUs

(4MTaeTe 1 NEpeBONTE CO CIIOBAPEM, YHTAETE H MOMKETE OOBACHATLCSA, BlaneeTe CBOOOHO)




10. Bemonnsemas paboTa ¢ Hayaja TPYJAOBOH JEATENLHOCTH (BKIOuas y4yely B BBICIIHX H
CPeJTHHX CTIELHATLHBIX YUeOHBIX 3aBE/IEHHAX, BOGHHYIO CI1yKO0y 1 paboTy M0 COBMECTHTENLCTBY)

Mecsii u ros JIOJDKHOCTD ¢ YKa3aHHEM YUPEKICHHS, MecToHaxoxaeHue
MOCTYTUICHHUS yxoaa OpraHH3aluy, NPeAIPUITHS, 4 TAKKE YUPeKICHUS,
MHHHCTEPCTBA (BEAOMCTBA) OpraHu3aluu,
NpEeAIIPHATHS

11. INpeGbiBanue 3a rpanuuei (paboTa, cayxebHas KOMaHIMPOBKA, I0€3/1Ka C Jeeraiunei)

Mecsau 1 roa B kako# cTpane Llesnis npeObiBanus 3a
C KaKoro 110 Kakoe rpaHuueH
BPEMEHH BpeMsi

12. YuacTue B BbIOOPHBIX OpraHax

MecTto BBIOOPHOTO Hassanue BbibopHoro | B xauectse Koro ["on

oprasa oprasa BbIOpaH n30panusi | BBIOBITHSA

13. Kakue umeere npaBuTe/IbCTBEHHBIC HArpa/ibl

Korja u kem Harpax;icH

14. OTHOILIEHHE K BOMHCKAM 00A3aHHOCTAM U BOMHCKOE 3BaHHE

Cocras Pon Bolick
(KOM@HAHBIH, NONIMTUHECKHI, AAMHHUCTPATHBHBIA, TEXHHYECKHA W T, J1.)

15. CemeiiHoe nosI0’KeHHe B MOMEHT 3aMoJIHEeHHS JJMYHOTO JIMCTKA

(4J1C€HbBI CEMBH, C YKA3aHHEM Bo*zpacm)

16. Jlomawnuii agpec

8 OGSI.’SleCb CBOEBPEMEHHO HU3BCLIATH 000 BceX M3MEHEHHSAX JIAHHBIX, BKTIOYEHHBIX B JIHYHBIH
JIMCTOK 110 YHCTY KaJApoOB.

« » 202 roaa




AHKETA

IMpunoxenne Ne7

K MOJIOKECHHKO O MOPAAKE BCACHHA

JIMYHBIX 1€/l pabOTHHKOB

Damunns

Nms

OTuecTBO

JaTa poxaeHus

1. paskaaHcTBO (€C/IH MU3MEHSIH, TO YKAKHTE,
KOI/Ia ¥ MO0 KaKo! NMpUYHHE)

2. OOpazoBanue, yueHas CTeNeHb (Korja M
KaKkue yueOHbIC 3aBeJCHHS OKOHYMIIH, HOMepa
jqumiomoB). CrennaabHOCTL U KBalH(HKaLHs
10 JAMIUIOMY

3. KakuMH HHOCTPaHHBIMH $I3bIKAMH H S3BIKAMH
HapooB Poccuiickoit @enepanuu BiajeeTe 4 B
Kakol  CTerneHH  (YMTaeTe W MOXKETe
OOBACHATHCS, BiIajieeTe CBOOOIHO)

4. BeimonHsemas paboTa ¢ Havana TPyJA0BOH JeSTeIbHOCTH (BKJIIOUYAs BOCHHYIO clly)0y U paboty

10 COBMECTHTE/ILCTBY)

Mecsu 1 roa JIOJDKHOCTD € yKa3aHHEM YYpEKIACHHS, MecToHaxoXk/IeHHE
MOCTYIUICHHUS yXxoJa OpraHu3allfiH, MPETPUATHA, @ TAKIKE YUpEKIACHHUS,
MHHHCTEpCTBA (BEJIOMCTBA) OpraHu3alu,
[PEAIIPHSITHS

5. Bawn Gau3KHe pOJACTBEHHHKH (JKEHA, MY, OTeLl, MaTh, OpaThs, CECTpPhI)

CrerneHb Damuinst, ums, ['on

POJICTBA OTYECTBO POKIACHUA

Mecto paboThl,
JOJIKHOCTD

AJpec MecTa
JKHTEJILCTBA

6. Jlomammuwuii aapec u Homep TenedoHa

7. IMacnopT UM IOKYMEHT, ero 3aMeHsIOIIHH

(HOMEP, CepHA, KEM M KOT/1a BbIaH)

8. JlononuurenbHble cBeAeHHUS, KOTOpbie Bbl jkesnaere cooOmuTh 0 cede

10. Ha kaxoii ypoBenb 3apiuiarsl Bbl paccuutbiBaete?

« » 202 ropa

(10/KHOCTH OTBETCTBEHHOIO 3a KAIPOBbIH yyeT)

(noanucs)

(pacmumdposka noanucH)



[punoxkenne Ne§
K MOJIOKEHHIO O MOPAJIKE BE/ICHHA
JIMYHBIX e pabOTHHKOB

JIMCT-3ABEPUTEJIb

aesa Ne
B z1esie npoLKTO H NPOHYMEPOBAHO JTHCTOB
(umdpamu ¥ NPONKCHIO)
c Ne o Ne , B TOM 4HCIIE:
JHTEPHbIC HOMEpa JTACTOB
[PONYLLIEHHBIC HOMEpa JIHCTOB
+ JINCTOB BHYTPEHHEH ONUCH JINCTOB
OcobGeHHOCTH (PHU3NYECKOTO COCTOSHUS H Homepa nnctos
(GopMupoBaHus Jiena
OTBETCTBEHHBIN 3a
Ka/IpOBbIH y4eT
(NOAMKCH) (paciundgpoBKa NOINHCH)
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