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IToJio:xkenue
0 Nopsi/IKe BeJeHHs! IHYHBIX el pab0THHKOB

1. O6mue no0xKeHHs

1.1. Hactosmee Ilonoxenue o mopsjake BEJEHHS JIMYHBIX Jiel pabOTHHUKOB OpraHM3allvy,
OCYIIECTRISIONMEH 00pa3oBaTeNbHyI0 AeSTelbHOCTh, Pa3paboTaHo B COOTBETCTBHH ¢ DeepalbHbIM
3akoHOM No 273-@3 o1 29.12.2012 «O6 o6pasosannu B Poccniickoit Genepanuuu» ¢ H3MEHEHHAMH OT
4 asrycrta 2023 rona, ®enepanbhbiM 3akoHOM 0T 27.07.2006 Ne 152 «O nepcoHIbHBIX AaHHBIX) C
H3MeHeHusMH Ha 14 mons 2022 roaa, Ykasom [Ipesnaenta ot 30.05.2005 Ne 609 «O6 yTBepkacHHH
[Tonoxkenust 0 MepcOHANBHBIX JAHHBIX IOCYAaPCTBEHHOro ciyxamero Poccuiickoit ®enepaunu
BEJICHHH €ro JIHYHOro mena», Tpynosbiv Komexcom Poccuiickoii ®@enepamuy, KouieKTHBHBIM
JIOTOBOPOM, Y CTaBOM OpraHU3alMH, OCYIIECTBIIOMEH 00pa3oBaTelbHYIO A€ TEIbHOCTD.

1.2. Jlansoe IlonoxeHne ompenenser MOPSAOK BEAEHHs JIMYHBIX Jel TMEJaroroB M HHbIX
COTPY/IHHKOB M pabOTHHKOB ILNKOJIBI, ONpeAe/seT MOpAAOK (GOPMHPOBAHMS, ydeTa M XpaHCHHS,
BBIIAYM JIMYHBIX JIET BO BPEMEHHOE MOJIb30BAHHE, a TAKKe OTBETCTBEHHOCTH, NpaBa pabOTHHKOB U
JHpeKTopa 00pa30BaTeNIbHON OpraHU3allH.

1.3. Hacrosmee ITonoskeHHe yTBEpKAaeTCA IPUKA30M 10 LIKOJIE H ABJAETCS 0053aTe/IBHBIM JUIS BCEX
KaTerOpHii 11eIaroruuecKuX u ApYrHX COTPY/AHHKOB LIKOJIBI.

1.4. Benenue IHYHBIX €N NEJAroroB W COTPYAHMKOB IIKOJIBI BO3JIAraeTCsd Ha CHCHHAIHCTa IO
KaJIpaM OpraHH3aliH, OCYIIECTBIIONEH 00pa30BaTe/IbHYIO AATENIbHOCTD.

1.5. JIuuHOE 7€M0 — OCHOBHOM JOKYMEHT NEpCOHANBHOIO ydYeTa, CojepiKailui Hauboiiee MOTHbIE
cBeJeHns 0 pabOTHHMKE 06pa3oBaTe/IbHON OPraHW3allM¥ W €ro TPYAOBOH JEATENBHOCTH. B nuynoe
71710 BHOCATCS CBEJICHHUS, CBSI3aHHbIE C MOCTYIUIEHHEM Ha paboTy U YBOJIBHEHHEM.

1.6. CpejeHHs, COJEPXKAITHECS B JIMYHOM JEJE, OTHOCATCS K KOH(QHACHUHATbHOH HH(pOpPMALIUH,
HMEIOT OrpaHHYeHHBIH JJOCTYM H Pa3rJIaliCHUIO HE NIOUIEKAT.

1.7. JIu4HOe Ie0 BEAETCS B TEYEHHE BCETO IepHo/ia paboThl paboTHHKA.

1.8. BejeHHe HECKONbKHX JHMYHBIX JI€I OJHOr0 paboTHHKa 0Opa3oBaTeNbHOH OpraHM3allid He

JIOIYCKaeTCH.
2. Mopsaox GopMHPOBAHMST IHYHBIX /161 COTPYAHHKOB
2.1. GopMHpOBaHHE JMYHOTO JejIa Ne/IaroroB U COTpYHHKOB 061eo6pa3oBaTeIbHOM OpraHU3aluy

[POM3IBOJMTCA HETIOCPEICTBEHHO TOCIE IpHeMa B 0611e06pa30BaTeIbHYI0  OpPraHU3allkI0  HITH
1iepeBo/ia Ne/IaroroB U COTPY/IHMKOB H3 Jpyroi 06pa3oBaTebHOH OpraHu3alHy.

72. B COOTBETCTBHH C HOPMATHBHBIMH JIOKYMEHTAMH B JIHYHBIC JI€/Ia NEATOTOB H COTPYIHHKOB
OpraHu3aunH, OCYIIECTBIAIOMICH 06pa3oBaTebHyIO JIEATEbHOCTb, BKJIAIBIBAIOTCA CIIEYIOLIHE

JIOKYMEHTBI:
s neoazozo8:

«  3agBleHHE O pueMe Ha paboTy:

¢ sagBJIeHME O COTTIACHH Ha 06pabOTKy NMEPCOHABHBIX IAHHBIX TEarora;

cnpaBka 0 HalMYMM (OTCYTCTBHH) CYAUMOCTH H (nin) (akta yroJOBHOIO IPECIIEN0BAHHS,
BBIIAHHOTO COOTBETCTBYIOIIMM OPraHOM MPaBONOPS/IKa;

« aprobuorpaQus;

e KONMs AcIopTa WA HHOTO JIOKYMEHTA, yI0CTOBEPAIOLICTO JIHTHOCTD,

«  KOMHMA CTPAXOBOIO CBHJICTE/LCTBA IIEHCHOHHOTO CTPAXOBAHUA;

o KonuA MAeHTH(GUKAHOHHOIO HOMEpa HAIOT OILIATE/IbIINKA;

¢ KOIMA AOKYMEHTa BOHHCKOTO ydeTa (JUis BOCHHOOOA3aHHBIX);

«  KOIHUA CBHAETENLCTBA 0 3aKmoyeHiH Opaka (pH HAIHYHH);
«  KOIMHM JIOKyMEHTOB 006 00pa3oBaHuy;




KOITHH JIOKYMEHTOB 0 KBATH(MKALMH HIH HATHYHE CIICIHAILHBIX 3HAHHUI (TIPH HAJIHYHH );
KOITHH ATTECTAIIHOHHBIX JIMCTOB (NIPH HAJTHYNH);

KOITHH IOKYMEHTOB O HATPaKJACHHH (IIPH HATHYHH);

XapakTePHCTHKH, PEKOMEH/IATEIbHLIC TUChbMA (ITPH HAIIMYHH);

1IPHKa3 0 mpreme Ha paboty:

NPHKa3 0 NepeBojie Ha HHYIO JIOJKHOCTD (TIPH HAJIMYHH),

JIOJDKHOCTHAS MHCTPYKIMS (JIOJUKHOCTHBIC HMHCTPYKUHHM C MOMEHTa Ha3HA4YeHUs Ha BCe
JIOJKHOCTH ),

TPYJIOBOH  JIOTOBOP (C  MOCNEAYIOLIMM BKJIIOYEHHEM JIONOJHUTEIBHBIX COIJIALIEHHH K
TPYJIOBOMY JIOTOBOPY);

TPYIOBYIO KHHIXKKY;

ME/THIIHHCKYIO KHHIKKY.

s pabomuuxos:

3asBJICHHE O IIpHeMe Ha paboTy;

3asBJICHHE O COrjIacHH Ha 06paboTKy MepCOHANBHBIX JAHHBIX MEarora;

CIIpaBKa O HaIM4HM (OTCYTCTBHH) CYAMMOCTH M (WJIM) (paKTa YroJOBHOTO IPEC/IEAOBAHUA,
BBIJIAHHOTO COOTBETCTBYIOIIMM OPraHOM IPABOMOPAAKA;

asToOHorpadus;

KOITHs NAcHopTa WIIH HHOTO JOKYMEHTa, Y0CTOBEPSIOIIErO IHYHOCTh;

KOIIHsI CTPaXOBOI'0 CBHIETEILCTBA IEHCHOHHOTO CTPAaXOBAHHUSL;

KOIMS HACHTHOHKALMOHHOTO HOMEpa HAJIOTOILIATEIbIIHKA;

KOITHs JIOKyMEHTa BOMHCKOI'O y4eTa (11 BOGHHOOOA3aHHBIX);

KOITHsl CBH/IETEJIBCTBA O 3aKII04YEHHH Opaka (IpH HATHYHH);

KOIIMsl CBU/IETEIBLCTBA O POXKACHUHU JeTei (IpH HATHYHH);

KOIIMH JJOKYMEHTOB 00 00pa3zoBaHHHU;

KOITHH JIOKYMEHTOB O HarpaxKJCHUH (TIpU HAJIMYHH);

XapaKTEPUCTHKH, PEKOMEHIaTe IbHbIE MUChMa (TTPH HAJIMYHH);

NpHKa3 o npueMe Ha pabory;

IpHKa3 O NepeBojie Ha HHYIO JOKHOCTD (IPH HAJIMYHH);

JIOJKHOCTHAS MHCTPYKIHS (JIOJUKHOCTHBIE MHCTPYKLHH C MOMEHTA Ha3HayeHHs Ha BCe
JIOJIZKHOCTH);

TPY/IOBOH JI0roBop (C MOCIEAYIOIMAM BKIIOYEHHEM JIONOJHHMTE/BHBIX COIVIAIICHHH K
TPY/I0BOMY JIOTOBOPY);

TPY/OBYIO KHHKKY:

ME/IMLIMHCKYIO KHHKKY.

Pa6omooamens oghopmasem:

.

TPY/I0BO# JIOTOBOP B JIBYX 9K3eMILISpaXx;
npuKa3 o npreme Ha paboTy (0 nepeMelieH|H Ha IpYrie JOKHOCTH);
amunyio kapTouky Ne T-2;

JIOJKHOCTHYIO HHCTPYKIIMIO B JIBYX 9K3EMILIsSpaXx.

Pabomooamens 3HaKomMum:

C HOPMATHBHO-TIPABOBBIMH JIOKYMEHTaMH UIKOJbI (YcTaBoM, KOIEKTHBHEIM J10r0OBOPOM,
[IpaBuiamMu TPYAOBOIO Pacrops/ka H /. JIOKaJIbHBIMH aKTaMH);

C JIOJIAKHOCTHOM HHCTPYKIHKEH;
POBOJIMT BBOAHBIA HMHCTPYKT&XK, HMHCTPYKTak IO OXpaHE TpyAa, HMHCTPYKTaX 110
IIPOTHBOINOKAPHOH 6E30MaCHOCTH.

2.4. INepsrynoe ohOpMIIEHHE JIHIHOTO JIENIa NPE/TyCMATPHBACT:

TIPHCBOEHHE JTHYHOMY JIE]TY HOMEPA COTIIACHO JKyPHATTY yYeTa JIHYHbIX JIE71
(npuioxenne Ne 1);

npoctapieHue Ha 00J0KKe JMYHOrO Jea (mpunoxenue No 2) CHEAYIOIMX DPEKBU3HTOB:
unzexc jena (B COOTBETCTBHH C HOMEHKIATYpOH Jien o6meobpa3oBaTeibHON OpraHu3aluy;
[10J1HOE HauMeHoBaHHe 0611e06pa3oBaTeIbHON OPraHu3allMi; HOMEp JIMUHOTO Jena; hamMuius
HMs 0TY4ECTBO pabOTHHKA B MMEHHTEILHOM IIaJIekKe; JaThl — oJl Havyala | rojl OKOHYaHHs
BEJICHHA JIeJIa; KOJIMYECTBO JIMCTOB; CPOK XPAHEHHMS,
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*  TIOMCHICHHC  JIOKYMCHTOB,  [MOJJICKAIIHX XPaHCHHIO B COCTaBe€ JIMYHBIX  JIE] B

XPOHOJIOTHYECKOM TTOPSI/IKE:

#  BHYTPCHHSS OIUCH JIOKYMEHTOB Jiena (npuioxenue No 3);

JIYHBIA JIHCTOK 110 yueTy Kaapos (mpuioxkenus No 6);

3asBJICHHE O TIpUeMe Ha paboTy;

NpHKa3 0 npueme Ha pabory:

TPYZIOBOH JI0roBOP:;

JIOTOBOP O TOJIHOH MaTepHabHON OTBETCTBEHHOCTH (€Ciu paboTHHK — MaTepraiLHoO

OTBETCTBEHHOE JIHII0);

#  XapaKTCPHCTHKH H PEKOMEH/IATENbHBIE ITHCHMa;
# coracke Ha 06paboTKy NepcoHaIbHBIX JJaHHBIX.

- JIHCTBI IOKYMEHTOB, MOMELIEHHBIX B IHYHOE JIENI0, IOUIEHKAT HyMePaLlHH.

6. C uenbio obecnevenns HaJUIeKaIeH COXPaHHOCTH JIMYHOIO Jiesia NeIaroroB ¥ COTPY/JAHUKOB
obmeoGpasosatenbhoii opranu3auuM M ymoGcTBA B OGpAIIEHHH C HHM TpPH (hOPMHPOBAHHH
AOKYMCHTBI MTOMELIAIOTCS B OTAE/BHYIO nanky. [Ipu yBonpHeHHH pabOTHHKA MPOIIMBAIOTCA HUTKAMU
H CIIAl0TCS B apXHB.

2.7. BHYTpeHHSS OIIHCh 0KyMEHTOB, MMEIOIIHXCS B JIAYHOM J€JIe, I0DKHA CONEPHKaTh CBEIEHHS O
MIOPA/IKOBBIX HOMEpaX, HAMMEHOBAHUAX JOKYMEHTOB JieNla, KOJHYECTBE JIMCTOB, JaTaX BKIIIOYEHHSA
JAOKYMCHTOB B JINYHOE JIEJIO ¥ U3BATHA U3 JIe)Ia, @ TAK:Ke KeM H3BAT JOKYMEHT U M0 KaKOH IPHYHHE.
2.8. BHy'rpveHHxa OIHKCh COCTAaBNIAETCS HAa OTIACIBHOM JIMCTE IO YCTAHOBJIEHHOH (opme. JIMCTEI
BHYTPEHHEH ONHCH HYMEPYIOTCS OTEJIBHO.
2.9. Tlpx moaroToBKe JMYHBIX A€ K Iepefaye Ha XpaHeHHe K BHYTPEHHEH OIHCH COCTaBIIAETCH
MTOrOBas 3aMHCh, B KOTOPOH yKa3bpIBaeTcsi HH(paMH H MPOMHUCHIO KOJIUYECTBO BKIIOYEHHBIX B HEE
JIOKYMEHTOB H KOJTMYECTBO JIUCTOB JIeIa.
3. Iopsiok BeJeHHsI JIHYHBIX [€J1 NeJaroroB U COTPYAHHKOB OPraHH3aIHH, 0CYMeCTBIAI0MIeH
06pa3oBaTe/IbHYIO 1€ TEIbHOCTD
3.1. Jlu4Hoe 1eNo NexaroroB M COTPYAHHKOB 00meoOpa3oBaTeNbHOM OpraHH3allMH BEIETCA B
TEYEHHE BCEro IMepuoaa paboThl KakJIOro Iejarora W COTpyAHHKa B 00meoOpasoBaTesbHOMU
OpraHM3aluy.
3.2. JlanbHeiiliee BeJeHHe JMYHOTO Jeja M€JaroroB H COTPYAHHKOB o06lIeo0pa3oBaTe/lbHOH
OpraHM3alli¥ TpelyCMaTpUBAET NOMEIIeHHe B JIEJO JIOKyMEHTOB, O0pa3syloHXcs B Mpouecce
paboueii IeATeNLHOCTH M HMEIOIIMX 3HaYEHHE JUIS TPY/IOBBIX OTHOIICHHH:

e JIONOJIHEHHE K IAYHOMY JIUCTKY I10 YYETY KaJIPOB;

*  JIONOJHHUTENIBHBIE COTTIAILIEHUS K TPYJOBOMY JIOTOBOPY;

e KONHM NpHKA30B [0 JIMYHOMY COCTaBy, KOTOpBIE KacaloTCs IIEJaroroB H COTPYIHHKOB

06111e06pa30BaTEIbHON OpraHU3alku;

e OT3BIBBI JOJKHOCTHBIX JIMI[ O MEIarore ¥ COTpyIHAKe 061eo6pa3oBaTeibHOMH OpraHU3allii;

+  KOIMH JIOKYMEHTOB O IOBBIIICHHH KBATH(pHUKALKH;

*  KOIHH cepTU(HKATOB, IPaMOT;

«  JIHCT — 3aBEPHTEN JieN1a (COCTABIIAIOT NPH C/1a4e JIMYHOTO JIe/Ia B apXHB);

*  HHbIE JJOKYMEHTBL
3.3. B nensx obecredeHHs KOHTPOJA 3a COXPAHHOCTBIO M aKTyalbHOCTBIO JIMYHBIX Jel B
0611€06pa30BaTeIbHON OpraHU3alMK  EXKCIO/IHO (ne mosanee | xBaprajma roja, CIEIYIOUIETO 3a
OTYETHBIM) IPOU3BOAHTCA MPOBEPKA HX HATHYHA U COCTOAHHA.
3.4, FsKerofHyio MpoOBEPKY COCTOSHHS JIMYHBIX JIe]l HA MPEAMET COXPAHHOCTH BKIIIOYCHHBIX B HETO
JIOKYMEHTOB IIPOBOJIMT CHEUHATBHO CO3/aHHAA KOMHCCHI. O npoBEIEHHBIX TPOBEPKAX JIENAETCS
OTMETKA B JIMCTE O PE3y/lbTaTax €KEroAHOH IPOBEPKH COCTOSHHS W HAIMYMS JIHYHOTO Jeia
(npuiokenne Ne 5) H COCTaBIACTCHA aKT. Pe3ynbTaThl MPOBEPKH JIHYHBIX /el B 00s3aTeNbHOM
110psAJIKE JIOBOJATCA 10 IMPEKTOPA 061e06pa3oBaTeIbHOM OpraHH3alkH.

4. TMopsmiox y4éra M XpaHeHHsl JHYHBIX /€1 NEJAroros H COTPYAHHKOB OpraHH3alHH,
ocymecTIsomeH 06pa3oBaTeabHyI0 AeATETLHOCTD.

4.1. Xpanenue M ydeT JMYHBIX JI€]l NE/ArOroB M COTPYIHHKOB OpraHH3aliH, OCYIIECTRIISAIOIIECH
06pa3oBaTeIbHyIO JIEATENHOCTh, OPraHu3yloTCi C UCIBIO OpicTporo M 0e30mHuO0YHOr0 MOUCKa

JMYHBIX JI€]1, 00eCIeYe s HX COXPAHHOCTH, a Takske 0becredeH s KOH(HIEHIMATBHOCTH CBEJCHUH,

cojlepKalMXCA B IOKYMEHTaX JIHYHEIX JIe]l, OT HECAHKLIHOHHPOBAHHOTO JI0CTYIIA.
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4.2, Jlnunnie 1ena cotpyHukon Xpansres B ceiide obueobpazoarensoii Opranu3aimmy.

4.3. Tpyn0BbIe H MEMIMHCKHE KHISKKN XPaHsATCA OT/Ie/IbHO B celfde.

4.4, Jloetyn k 1HuHBIM Jenam NEAATOroB u- coTpyanukoB obmeo6pazosatenbHoi OpraHuzanmy
HMCIOT TOJILKO CeKpeTaph, ClelHaImeT no Kajipam, pektop obuieobpaszopatesnpHoi OpraHusaimuu
1100 3aMecTHTeH AMPEKTOPA 1pH HCHOTHEHHH o6s3aHHOCTEl AUpekTopa obueobpasoparesnioi
OpraHH3aIHH.

4.5. Cucremarmsauns munpx A€ IE/1aroroB M COTPYIHUKOB obmeobpazoparennHoi OpraHusanuu
ITPOM3BOMTCA B aaBHTHOM nopsijike.

4.6. Jlnunbie nena memaroros u COTpyAHKKOB 00IIeobpasoBateNbHOl Opramusammm, HUMEIOIIHX
FOCYNApPCTBCHHbBIE 3BAHHS, MpPEMHUH, HATPa/IBI, yYCHBIC CTENEHH M 3BAHMSA, XPAHATCA MOCTOAHHO. 4
OCTAILHBIX COTPYAHHKOB — 75 neT ¢ roja YBOJIbHEHHSI pabOTHHKA (B COOTBETCTBHH C [Tepeynem
THIOBBIX yNDaBIEHYECKHX IOKYMEHTOR ).

5. Mopsinok Betayn JIHYIHBIX 16T BO BPEMEHHOE 10/1b30BaHHe

74 1 Beinaua JIMYHBIX e (OTlIeJIbHBIX JAOKYMCHTOB B COCTaBe JIHYHOIO Jiejia) BO BpPEMEHHOE

110JIb30BaHHue, BO3Bpalll€eHbl Ha MECTO XPaHCHHS U €CTh JIU HCOGXO}.IHMOCTL JUISL IDHHATUS MEp K HUX
BO3BpaIllEHHIO HITH PO3EICKY.

5.3. DakT Betayn JIYHOTO Jienia YUKCHpyeTCs B KOHTDOJILHOM JKypHaJe.

5.4. Usbsathe oTaenbHbIX JOKYMEHTOB U3 JIMYHOTO Jeja TIPOM3BOZUTCSA C paspelleHts AUPEKTOpa
obmeobpazoBarenpHol} OpraHu3alumu ¢ odopmicHHEM COOTBETCTBYIOLIEH 3allUCH B rpade
«ITpumeyanuey BHYTpeHHe# onuch. [Ipu BPCMCHHOM H3BATHH JIOKYMEHTAa HAa €ro MecTo (mMexny
JIICTaMH COCETHHX JIOKYMEHTOB) BKJIA/IbIBACTCS CIpaBKa-3aMECTHTEND C yKa3aHHEM JaThl U NIPHYKH

H3BATHS C MOAIKUCHIO JIMLa, BBIJABIIErQ AOKYMEHT, H NOJMHCHIO JIMIA, TIOJYYMBIIETO €ro BO
BPEMEHHOE I10JIb30BaHHe.

6. Odopmienne auanpix AeJr mepen caaveii B apxus
6.1. Odopmnenne muunbIx ACIL JUISL TIEpe/ladd B apXHB NMPOM3BOMHTCH CHEIHAIHCTOM 10 Kajapam
obueobpasoBaresnpHol OpraHM3alHH. ITa NpoLe/ypa BKIIOYALT:

* TOJIIKBKY (Teperier) aena;

*  YTOYHCHHE HyMepalHH JIHCTOB Jieja;

*  COCTaBJICHHE JIUCTA-3aBEPHTEIs (PHIOKeHHE No 8);

*  COCTaBJICHHE (YTOYHEHHE) BHYTpeHHE# OIUCH;

*  BHCCCHHE YTOYHEHHH B PEKBH3HTHI JIHIEBOH 0BJI0KKH Jiena.
6.2. JIucr-3aBeputens pena aomiken IIOZINKCATD €ro COCTABHTENb, IIPH TOM J€1aeTCs pacmupposka
AOJKHOCTH M MOJIHCH, IPOCTaBIsieTcs nata. B TIPOLIECCE HCIOJIB30BAHHS APXHBHBIX JIOKYMEHTOB B
JHCTC-3aBCPHTENC  JIENAIOTCA  COOTBETCTBYIONME OTMETKH. Ecnu ACN0 moamuTo 6e3 JjmcTa-
3ABEPHTCIIA, TO €0 CIIEYET HAKIEHTh Ha BHYTPEHHIOIO CTOpPOHY 00JIOKKH Jienia.
6.3. C nesnsio obecneyenus COXPaHHOCTH JIMYHBIX JIE]T PEKOMEH/IYETCS:

*  OOBEMHATE HHAMBHMIYANbHBIE JHYHbIE A€lla yBOJICHHBIX COTPYAHHKOB B OZIHY 00JIOKKY
(obBeMHEHHOE /1€710) ¢ TakkM pacyeToM, yToObl 06BEM Jena (TomMa) He npepbiman 250
JIMCTOB (IIyTEM CIIMBKH MaTEepHAIOB MHIMBHIYaJIbHBIX JIEJI [0 roam YBOJIBHEHHS );

* pacnonarath MaTepHallbl MHIMBHIYalbHBIX Je] B peaenax nena (toma) B andasBuTHOM
nopsjike (nopaMHIIBHO), oTAess MATCpHaibl, OTHOCAIUMECS K DPa3HbIM HHJIHBU1yalIbHEIM
ACIaM, YHCTBIM JIHCTOM OyMarn ¢ yka3aHHeM Ha Hem Gamunun, umenu u OTYeCTBA
COOTBCTCTBYIOIMIEIO  YBOJICHHOIO  Megarora u CoTpynnuka  obmeobpasoBarennhoii
OpraHu3alMH;

* cHabxkarh Kaxaoe 00beIMHEHHOE Jeno  (TOM) BHYTpEHHEH OIHCHIO C IEpPEUYHCIICHHEeM
(bavmuiuii, UMEH M OTYecTB W YKa3aHHCM HOMEpOB CTpaHuIl, B MpeJiesax  KOTOphIX
PAacCIIOJIOKEHBI COOTBETCTBYIOMIHE JIOKYMEHTEL

6.4. Ilepenaya muuneIX e B ApXHB OCYLIECTBIIACTCS HE MO3jHee TPEX JIET MOCJIE 3aBEPILICHUS X B
JACJIOIPOU3BOJICTBE B COOTBETCTBHH C rpagukoM. IIpenBapurensuo CCKPETApEeM, CHENHAIUCTOM 110
KaJlpam 1IpOBEPAETCA MOJHOTA H NPABHIIBHOCTE TOArOTOBKH JIHYHBIX JIEN K Tepeave. Brisisiennbie
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1PH TIPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKPETapeM, CELHATHCTOM 10 Kazipam. Ilepenaya u npuem
IPOM3BOAATCS 110 ONHCH € NPOCTAHOBKOI OTMETOK O HAIMYHH JIMUHBIX JIE]T,

6.5. Jlnunble nena neaarorop COTPYHHKOB 0011e06pa3oBaTe/bHOi OpraHu3aiiy, 3aKOHYEHHLE
ACIONPOH3BOACTBOM 210 1 smBaps 2003 roaa, xpansites 75 Jer, nocne 1 susaps 2003 roga — 50 ser.
Jluunbie nena aupekTopa, riaBHOro Oyxrarrepa obmeobpasoBatebHoil Opranu3an  UMEIOT
TNOCTOSHHBIH CPOK XpaHEHHS.

7. OTBETCTBEHHOCTD

7.1. Tlenarord wu COTPpYAHHKH 0611e06pa3oBaTenbHOk OpraHu3auMH 0043aHBl CBOECBPEMEHHO
NPCACTABIATE CEKPETAPIO HIIM CNIEHATHCTY N0 KaApaM CBEACHHS 06 H3MEHEHHH B NE€PCOHATBHBIX
/IaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOTO JIeJ1a.
7.2. Pabotonarens oGecneynpaet:
*  COXPaHHOCTB JIHYHBIX /IE] MIEIarOTOB H COTPYAHHKOB obieobpa3oBarenbHOM Opranu3aLuy:
*  KOH(HICHUHATILHOCTH CBE/ICHHIH, COZCPIKALUMXCSA B JINYHBIX JIeJ1aX MeJIaroroB U COTPYAHHKOB.
8. IpaBa paGoronareas u paboTHHKa
8.1. Jlna obecnevenus sammrsr IIEPCOHANIBHBIX JIAHHBIX, KOTOpblE XpAaHATCH B JIHYHBIX JIeax
[ICaroros M COTPyJAHHKOB 00611€06pa3oBaTENbHOM OpraHM3allid, II€aroTH W COTPYJAHHKH
001eobpasoBarenbHOl OpraHH3aUMH HMEIOT IpaBo:
*  TOIYYHTH NOTHYIO HHYOPMALIHIO O CBOMX MEPCOHANIBHBIX 1AHHBIX H 06paboTKe ITHX JIaHHBIX;
*  TOXY4HTh CBOGOAHBIH JOCTYII K CBOMM NIEpPCOHATBHBIM JAHHBIM;
* MOJyHYHTH KOIMH JOKYMEHTOB, XPaHSILIMECS B JIMYHOM J€le H CONepKaLIHe NEPCOHATbHbIE
JIaHHBIE.
*  TpebOoBaTh HCKIIOYEHHS M HCTIPABJICHHS HEBEPHBIX H HENOJHAIX MEePCOHAIBHBIX JaHHBIX.
8.2. PaboTonarens uMeer npago:
* oOpabateiBaTh INEpCOHAIbHBIE JAHHBIE ME1AroroB M COTPYJIHHKOB 0011e00pa3oBarTebHOH
OpraHH3alluH, B TOM YHCJIE H Ha YJIEKTPOHHBIX HOCHTEIISX;
* 3alpOCHTL OT IMEJaroroB W COTPYJHHKOB 00IIe06pa3oBaTebHON OpraHH3alkh  BCIO
HEOOXOMMMYIO HH(OPMAIIHIO JUIsl BEJICHHS JIMYHBIX JIeN H 06paboTKH [IEPCOHAIBHBIX JIAHHBIX.
9. 3aK/II0YHTeIbHBIE M0JI0KEH S
9.1. Hacrosuee ITonoxenne o mopsjke BeCHHS JTHYHBIX e pabOTHHKOB SIBJISIETCS JIOKAIBHBIM
HOpPMaTHBHLIM aKTOM, NpHHMMaercs Ha llejarormyeckoMm coBete WIKOJNBI H yTBepikaaercss (JIn6o
BBOJMTCA B JICHCTBHE) NPHKA30M AHPEKTOpAa OPraHW3allMH, OCYIIECTBISIOUIEH 0Gpa3oBaTebHyIO
JIEATENLHOCTD.
9.2. Bce u3MEHEHMS M JIONOJNHEHHMSA, BHOCHMBIE B Hactosmee Ilonokenne, odopmisiores B
IIHCBMEHHOH (hOPME B COOTBETCTBHH JIEHCTBYIOLIMM 3aKOHOAATENHCTBOM POCCHIiCKOl Denepauu.
9.3. Ilonoxenne o NOpAAKE BEACHHA JHMYHBIX el pabOTHHKOB 06pa3oBaTEILHON OpraHH3aIMu
IPHHUMAETCs Ha HeonpeeNeH bl cpok. M3menenus u nononnenns k [10I0KeHUIO IPHHUMAIOTCS B
HopsJIKe, MpeaycMoTpeHHoM 11.9.1. Hactosero ITonoxenus.
9.4. Iocne npustas [lonoxerus (MM M3MEHEHHH M JOTIOJIHEHHH OT/IEIBHBIX IYHKTOB M pa3/Ie/ios)
B HOBOH pE€JIaKLIMM NPEBIIYINas PEaKilia aBTOMAaTHYECKH YTPAYUBAET CHITY.

Tt —3 5= g B0 B B




Kypnan yuera nnunsix nen

[punoxenne No|
K TIOJIOKEHHIO O MOPAJIKE BejeHNA
JIHYHBIX 1N paboTHHKOB

Jlata u

Jlata u Ipumeya- |

[

Ne | Jara - | Momkwocts | Crpykryp-
n odopme- (npocec- Hoe HoMep HoMep HHE {
| HHS HYHOTO cus, nojpasje- NpHKaza npHkasa ‘
aena nenarora u crenHab- JIeHHe (pacniops- (pacnops-
COTpYAHHKa HOCTB) JKEHHSA) O KEHHA) O
nejarora u npueme npekpatie-
COTpY/AHHKa neaarora M HHH
COTpyaHHKa | (pacTopike- J
Ha paboty HHH)
TPY/Z0BOTO
JIoroBopa ¢
1eJaroroM u
COTPYAHHKOM
(yBOJIBHE-
HHH)
1| 2 3 4 | 5 6 7 8 9
I
T
L]
||
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[punoxenne No2
K MOJIOKEHHIO O 1opsAjIke Beenns
JIHYHBIX J1€1 paboTHHKOB

O610%kKa THYHOrO Jela

‘

i

i |
®onj No
Onnep No
Wnneke nena

g

i ]

——

—_—

Jeno Ne

—_—

T

(nassanne 06pazobatebHOlM OpraHH3aluK)

JIMYHOE JIEJIO Ne

(3arof10BoK j1ena)

Jlata Hayana

Jlata okoHYaHHA

Ha JIMCTax
XpaHuTh JIET
Dony No
Onxuce No

Jleno Ne




Mpunoxenue No3
K TOJIOAEHHIO O NIOpAJIKE BECH A
JIMYHBIX J1eN paboTHHKOR

BHYTPEHHSIS OITUCh
AOKYMEHTOB Jiesia Ne

L L N B e —

HUnneke Jlata Haspanue Homep [Mpumeyanus
JOKyMeHTa JIOKYMEHTa JOKyMeHTa JIHCTOB

Ae1a

. .

|

|

;
Lol | i

Hroro: JIOKyMEHTOB
(unppamu  nponuceio)

Komunuectso JIMCTOB BHYTPEHHEH OIHCH

(Lpamu 1 NIPONKCELIO)

OTBETCTBEHHBIH 3a
KaJIpOBBIH YYeT:

(noanmce)
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[Tpraoxenwe N
K DQUIOXTHINO O MOPRAKE BOACHNY
ANUHNX 20 paBoTHkos

1

~15T2 O3EIXOMICEER NeI2rors
H COTPYIEEX: ¢ IHTHNN
Jo30M

Ioamwcs nexarora v
COTpVIHHKa

OrveTrE, npHMeyaHns,
33AMEYAHHS




IMpunokenne Nes
K MOJIOKEHHIO O MOPAJIKE BEJIEHHA
JIMYHBIX e pabOTHHKOB

OrmeTka 0 pe3yJjibTaTax eKeroAHoH NPOBEPKH COCTOSAHHS
H HAJIHYHS JIHYHOrO aeJia

O.HN.0.

JlomkHOCTB

JInunoe neno Ne

Jlata npoBepkH ®.J.0. uneHon IMoxnucu 4yieHoB Pesynbrar npoBepKH
KOMHCCHH KOMHCCHH




[punoxenne Ne6
K MOJIOKEHHIO O NMOPSJIKE BEIEHUA
JIMYHBIX €51 pabOTHHKOB

Juanstii aucrok no yuery kaapos

1. ®amunns

Hus OTyecTBO

2. ITon

3. Tox, yncno u mecsn POAKICHUA

4. Mecro poxaenus

(ceno, aepesHa, ropo, paion, o6nacts)

5. I'paskpancTBo

6. ObpazoBaHue

Hasganue DakynbTer I'ox I'on Eciu e Kakyio
y4ebHOro HITH IIOCTYIUIEHUS] | OKOHYaHHs | OKOHYMI, TO | CIELHAIBHOCTH
| 3aBE/ICHHS H €ro OTAENIEHHE HIIH yXoJ1a € KaKoro HOJIyYHII B

| MECTOHaXOJK/JICHHE Kypca yIien pe3yabrare
OKOHYaHHs |

1 yuyebHoro
3aBeJICHUS, |
ykazatb Ne

‘ JIMILIIOMA HITH ‘
YJIOCTOBEPEHHS |

7. Kakumu MHOCTPAHHBIMH A3bIKAMH BJIAJICCTC

(4MTAETE H NIEPEBOJIMTE CO CIIOBAPEM, YHTACTE H MOKETE OGBACHATHCA, Ba/IEETE CBOGO/IHO)

8. YyeHas creneHb, y4eHOE 3BaHHE

9. Kakue umeeTe HaydHbIe TPY/Ibl M H300peTeHHSA

10. Bemonnsemas paboTa ¢ Hayaa TPy/A0BOH JeATENHOCTH (BKIOYas y4eOy B BBICUIMX H CPE/IHUX
CleHHANLHBIX Y4eOHEIX 3aBEIEHAAX, BOCHHYIO CIyKOy H paboTy 110 COBMECTHTEINLCTBY )
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_Mecaumron
MOCTyN/CHHs | yxona

Jlomxnocts ¢ ykazanuem YUpekJieHus, Mecrtonaxosxienne

Opranu3alMH, NPEANpPHATH, a TaKKe YUpEKICHUA,
MHHHCTEpPCTBA (BeIOMCTBa) OpraHu3anuH,
adogcog =il oy o afS I T NPENPUATHS

I'l. ITpe6rianne 3a Ipanuuei (pabora, ciysxebHas KOMaH/IMPOBKa, I110€3/IKa C JieJieraliuei )

~ Mecsu u rog
C Kakoro 110 Kakoe
| BpeMeHH BpeMs

B kaxkoif cTpane Lens npebbipanns za
rpaHuen

12. Vyactue B BEIGOpHBIX opraHax

Mecto BriGOpHOTO Hasganue BriGoproro | B kaectse koro = I'ox
opraHa

| = opraHa BBIOpaH | w3bpanus | BBIGHITHA

13. Kakue nmeete npaBHTe IbCTBEHHEIE Harpasel

Korna u kem Harpaxnen

14. OTHOImIEHHE K BOMHCKHM 06S3aHHOCTSAM H BOHHCKOE 3BaHHE

Cocras Pop Boiick
(KOMaH/IHBIH, NOTHTHYECKHHA, AIMHHHCTDATHBHEIH, TEXHUYCCKMA M T 1)

15. CeMeliHOE MOJIOKEHHE B MOMEHT 3aII0JIHCHH S JIMYHOI'O JIMCTKA

(4ICHBI CEMBH, C YKa3aHHEM BO3PACTa)

16. Jlomawmnuii agpec

17. O613y10Ch CBOEBPEMEHHO M3BEIaTh 000 BCEX H3MEHEHMSX JAHHBIX, BKIIOYEHHBIX B JIHUHELIN
JIACTOK 110 YYETY KaJpOB.
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Mus
Orvectso |

1. I'paxnancrro (ecim H3MEHSIIH, TO YKaKHTe,
_KOT'1a ¥ 110 KakoH mpuyHHe)

AHKETA

IMpunoxenne No7
K NMOJOAKEHHUIO O TIOPALIKE BEAEHHA
JIMYIHBIX Jei paboTHUKOB

Damunug

i

1

2. OGpasoBanue, y4enas cremens (korma wu

Kakue yueOHble 3aBeleHHsS OKOHYMIH, HOMepa
AMII0MOB). CrienManbHOCTh M KBaTH(UKaLms
110 JIHIJIOMY

3. Kakumu HHOCTPAHHEIMH S3BIKAMH U S3BIKAMH
HapozoB Poccuiickoit Menepanun Birageere u B

-

=
|
|
|
|
|

KaKOH  CTeNeHH (4uTaeTe U MokeTe
00BACHSATLCS, BilageeTe cBOOO/IHO)
4. Bemosnnsemas pa6ota ¢ Hauana TpyAOBO# JeSTENEHOCTH (BKJIIOYAs BOeHHYIO ciyk0y u paboTy 1o
COBMECTHTEIIBCTBY) '
Mecsn u roa HomxHoCTh ¢ yKasaHHeM yupesKaeHus, Mecronaxoxaenne
| TIOCTYILIEHHS yxoza OpraHH3aluH, IPEANPHITHS, a TAK)KE YUPEKICHHUS,
MHHHCTEPCTBA (BEIOMCTBA) OpraHM3alluu,
IPEANPHSTHS
!’
5. Bamm 6:113KHe pOACTBEHHHUKH (3KeHa, MK, OTEll, MaTh, 6paTbs, cecTphl)
Crenenn Damunug, ums, I'on Mecto pa6ortsl, Anpec mecta |
poJCTBa OTYECTBO POXKICHHS JIOJDKHOCTh JKHUTENIBCTBA
|
!
]

6. JlomalmHu# agpec 1 HoMep Tenedona

7. ITacniopT MJIM IOKYMEHT, €r0 3aMEHSIOLINH

8. JlonosiHUTENIBHBIE CBEACHUSA, KOTOpBIE BEI jKenaere coobmuTh 0 cebe

(HOMED, CEpHA, KEM H KOT/1a BBIAH)
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10. Ha xaxo# ypoBeHb 3apiiiarbl Bel paccuntbiBaere?

« )

202 ropa

(AOJAHOCTE OTBETCTBEHHOTO 3a KaJPOBLIA y4eT) (noanuce)

(pacumudporka noANHcH)
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[Mpunoxenne Ne§
K TOJIOKEHHIO O MOPAIKE BEIEHHA
JIMYHBIX J1es paboTHHKOB

JIMCT-3ABEPUTEJIb
aeia Ne
B ntenie npoumto 1 nponymeposaio JHCTOB
(umpamu 1 NPoONKCHIO)
¢ Ne 1o Ne , B TOM YHCIIE:
JHTEPHBIE HOMepa JIHCTOB
IpoNyIleHHbIE HOMepa JIHCTOB
*+ JTUCTOB BHYTPEHHEH OMUCH JIHCTOB
' Ocobennoctu (usuyeckoro cocrostrus u Homepa nucton
1 (GopmupoBanus nena
|
‘ |
OTBeTCTBeHHBIH 3a
KaJIpOBBIH y4eT
(nonMen) (pacmQpoBKa NoANHCH)
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