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1. O0ume moJs10KeHu s

1.1. Hacrosmee IlonoxeHwe o TOpsSAKE BEACHHS JIMYHBIX JeT pPaOOTHUKOB OpPTaHU3AIINH,
OCYILECTBIISIONICH 00pa30BaTENbHYIO NEATEILHOCTh, pa3paboTaHo B cooTBercTBHM ¢ DenepaibHBIM
3akoHOM Ne 273-D3 ot 29.12.2012 «O06 obpazoBanuu B Poccutickoit denepanumy ¢ U3MEHSHHUSIMHA OT
8 nexabpst 2020 roma, denepanbhbiM 3akoHOM 0T 27.07.2006 Ne 152 «O mepcoHanbHBIX JAHHBIX» B
penakuuu ot 8 nexadps 2020 rona, IIpukazom denepanbHOr0 apXMBHOTO areHTCTBa OT 23 nekaldps
2009 roma N 76 «O6 yTBepxkaeHnH MeTOIUYECKUX PEKOMEHIAIMA MO pa3padoTKe HHCTPYKIUH 110
JICTIOTIPOU3BOJICTBY B (pefiepabHBIX OpraHax HCIHOJHHUTEIBHON BiacTW», Ykazom IlpesuneHtra ot
30.05.2005 Ne 609 «O6 yrBepkaeHun IlomoxkeHHsi O TEPCOHATBHBIX JAHHBIX TOCYIapCTBEHHOTO
ciyxariero Poccuiickoit denepariuu 1 BeEHUH €ro JIMYHOTO Jena B penakiuu ot 23 utons 2019
roma, TpynoBeim Kogekcom Poccuiickoii @enepannu, KomiektuBHBIM goroBopoM, Y craom MBOY

ABUII0-Y CIEHCKOH COIII

1.2. lanHoe [Tonoxxenue onpenenser mopsa0K BeIeHHs TMYHBIX JIe [TeIaroroB U HHBIX COTPYTHUKOB
1 paOOTHUKOB IIKOJBI, ONPE/ENseT MOPsI0K GOpMUPOBAHHMS, YUeTa U XPAHEHMsI, BbIJIAYH JITYHBIX JIET

BO BpEMCHHOC ITOJIb30BAHUEC, a TAKKE OTBETCTBCHHOCTD, IIpaBa pa6OTHI/IKOB " IUPEKTOpPa IIKOJIbI.

1.3. Hacrosiee [TonokeHre yrBepikaaeTcs MPUKa30M 10 IIKOJIE U SBJISETCS 00s3aTEIbHBIM JIJIS BCEX

KaTEropyuy MeJarornieckux U Ipyrux COTPYIHUKOB IIKOJBI.

1.4. Bengenne TUYHBIX A€ TIENaroroB ¥ COTPYIHUKOB IITKOJIBI BO3JIaraeTcs Ha CICIHAINACTA IO KaapaM

OpraHu3alliH, OCYIIECTBIIIONICH 00pa30BaTeIbHYIO ACITEIEHOCTD.

1.5. JlnyHO€ m€70 — OCHOBHOM JOKYMEHT IMEPCOHAIBHOTO y4eTa, coeprKaniuii Hanbosee
MOJIHBIC CBEJACHHS O pabOTHUKE O0O0pa30BaTEIbHONM OpPraHu3allid W €ro TPYJIOBOM
NESTeILHOCTH. B TMYHOE 76710 BHOCSATCS CBEJICHUS, CBA3aHHBIC C MOCTYIUICHUEM Ha paboTy U
YBOJIbHCHHEM.

1.6. Caenmenus, cojaepaimecs B JIMYHOM JeJe, OTHOCATCS K KOH(HICHIIUAIBHON
WHGOPMAIINY, UIMEIOT OTPaHUYEHHBIN TOCTYIT U Pa3rJIAlICHUIO HE TOJIIeXKaT.

1.7. JIuunoe neno BeACTCS B TEUCHHUE BCETO NEpHO/Ia paboThl pabOTHHUKA.

1.8. BeaeHre HeCKOIBKUX JTUYHBIX JIC]T OJTHOTO paOOTHHKA 00pa30BaTeIbHOM OpraHu3aliK He
JIOITyCKAeTCsI.

2. llopsinok ¢popMUpoOBaHHS JUYHBIX JIe]I COTPYIHHKOB

2.1. q)OpMI/IPOB aHHUC JIMYHOro Acjina neaaroroB v COTPYAHUKOB  IIKOJbI  IIPOU3BOAUTCS
HCMOCPCACTBCHHO IIOCIIC IpHEMa B MIKOJIY WKW MEPEBOJa NEAaroroB M COTPYAHUKOB U3 ,I[perfI

00pa3oBaTenbHON OpraHU3alyy.



2.2. B cooTBeTCTBHU C HOPMATHBHBIMHU NOKYMCHTAMU B JIMYHBIC OCJIa MEAAroroB U COTPYyJHUKOB

IITIKOJTBI, BKJIAIBIBAIOTCS CIACAYIOIINE TOKYMEHTBI:
s nedazo2o8:

*  3asBIICHHE O pHeMe Ha padoTy;

*  3asBJICHHME O COIVIACHU Ha 00pa0OTKY MepCOHATBHBIX JaHHBIX IEarora;

* CIpaBKa O HaJIW4YMU (OTCYTCTBHUH) CYAMMOCTH M (MiM) (hakTa yroJOBHOTO IMpECIeqOBaHUs,
BBIJIAHHOTO COOTBETCTBYIOIIMM OPTaHOM IIPABOMOPSIKA;

* aBtoOHoOrpadus;

*  KOMNHWS MaclopTa WA HHOTO JIOKYMEHTA, YIOCTOBEPSIIOIIEro JINYHOCTS;

*  KOMNHS CTPaXOBOTO CBUACTENHCTBA IEHCHOHHOT'O CTPaXxOBaHMUS,

*  Konws MACHTH()UKAIMOHHOTO HOMEpa HaJIOrOIIaTeNbIIUKA;

*  KOMHWA JOKYMEHTa BOMHCKOI'O y4yera (IJis BOEHHOOOS3aHHBIX);

*  KOIHWA CBUETENHCTBA O 3aKITIOUEHUH Opaka (Tpy HAJINYNN );

*  KONWSI CBUJICTEILCTBA O POXKIACHUU JieTel (TIpU HAIWYHN ),

*  KOIHWHW JOKYMEHTOB 00 00pa3oBaHUM;

*  KOIMH JOKYMEHTOB O KBaJIM(HUKALMU WM HAJIMYUE CIIELUAIbHBIX 3HAaHUH (IpU HAJIMYUN);

*  KOIMHM aTTECTALMOHHBIX JUCTOB (IIPU HATMYHUHN);

*  KOIIUW JOKYMEHTOB O HarpakKJIeHUH (TIPY HATHYNH );

*  XapaKTepUCTUKHU, PpEKOMEHJATelbHblE THUCchMa (IIPU HAJIMYKN);

*  [IpUKa3 o mprieMe Ha paboTy;

*  TIpUKa3 O MepeBoje Ha UHYIO JOJDKHOCTH (TIPU HATUYWN);

*  JOJDKHOCTHAsI MHCTPYKLMS (ZODKHOCTHBIE MHCTPYKIHMU C MOMEHTA Ha3HAa4YeHHs Ha BCE
TIOTHDKHOCTH);

*  TPYZOBOH JOrOBOP (C MOCIEAYIOIIMM BKIFOUEHHUEM JOMOJIHUTENBHBIX COITIAIIEHUH K
TPYAOBOMY JOTOBODY);

*  TPYZOBYIO KHIXKY;

*  MEAMLUHCKYIO KHUXKY.

na pabomuukos:

*  3asBJICHHE O IpUeMe Ha paboTy;

*  3asBJICHHE O COTJIACHH Ha 00pabOTKY MEPCOHAIBHBIX JaHHBIX MEIarora;

* CIpaBKa O HaJM4YUU (OTCYTCTBUM) CYIMMOCTH W (MJM) (haKTa yroJOBHOT'O IIPECIICTOBAHUS,
BBIJJAHHOT'O COOTBETCTBYIOIMM OPTraHOM IPaBOIOPSI/IKa;

* aBToOmorpadus;

*  KONHMS NacropTa WM HHOI'O TOKYMEHTA, YAO0CTOBEPSIOIIEro JINYHOCTE;

° Koy CTpaxoBOro CBUACTEIILCTBA IECHCUOHHOI'O CTPAaXOBaHU,



*  KoONWs MACHTH(HUKATMOHHOTO HOMEpa HaJIOrOIIaTeNbIINKa;

*  KONWs JOKYMEHTa BOMHCKOI'O y4eTa (J11 BOCHHOOOSI3aHHBIX);

*  KONHS CBUJETEIHCTBA O 3aKIIOUEHUHU Opaka (P HaJTUYuH );

*  KOMHA CBUJETENHCTBA O POXKACHUU AeTel (IIpH HAJIMUIHN );

*  KOMNHH JOKYMEHTOB 00 00pa30BaHHU;

*  KOIHWHU JOKYMEHTOB O HarpakJeHUH (Ipy HAJTUUMN );

*  XapaKTEepUCTUKH, PpeKOMEHATelbHbIe THChMa (TIPU HAIMYHN ),

*  TpUKa3 O MpueMe Ha paboTy;

*  TIpUKa3 o MepeBojie Ha HHYIO JOJDKHOCTH (TIPU HAJTMYUN);

*  JIOJDKHOCTHAsE MHCTPYKIHS (JAOJPKHOCTHBIE HHCTPYKIIMKA C MOMEHTA Ha3HA4eHHs Ha BCe
JIOTKHOCTH);

*  TPYAOBOH JOTOBOP (C MOCIEAYIOIINM BKIIOUEHHEM JONOTHUTENBHBIX COTJIAIEHUH K
TPYZIOBOMY JOT'OBOPY);

*  TPYIOBYIO KHHXKY;

*  MEIUIUHCKYIO KHIKKY.

Pabomooamenv opopmusiem:

*  TPYIOBOH JIOTOBOP B JIBYX 3K3EMIUISIpax;

*  IIpHKa3 o mpueMe Ha padoTy (0 mepeMenieHuH Ha IPYTHE TOIDKHOCTH);
e JH4HYIO KapTouky Ne T-2;

*  JIOJDKHOCTHYIO HHCTPYKIIHIO B JIBYX 3K3eMIUISIpax.

Pabomooamens 3naxomum:

* ¢ HOPMAaTUBHO-TIPABOBBIMHU JOKyMEHTaMH IIKOJbI (YcTaBoMm, KonnekTuBHEIM [10rOBOpOM,
[IpaBunamu TpyAOBOro pacnopsaka U Ap. JOKAIbHBIMU aKTaMH);

*  C JIOJDKHOCTHOW MHCTPYKLMEH;

*  [POBOAMT BBOAHBIM MHCTPYKTaX, MHCTPYKTAX IO OXpaHe TPyAa, MHCTPYKTAX II0
MIPOTHUBOIIOKAPHOH 0E30IMaCHOCTH.

2.4. TlepsuaHoe 0 OpMIIEHHE TMIHOTO JIeNla MTPeyCMaTpHUBaET:

*  NPHUCBOCHHE JMYHOMY JIeTy HOMEpa COIJIacHO XKypHAaJy y4eTa JUUHbIX aen (mpuit. Ne 1);

*  MPOCTaBJICHHE HA OOJIOKKE TMIHOTO Jena (puitoxkeHne Ne 2) CenyoIix peKBU3UTOB: HHIEKC
nena (B COOTBETCTBHM C HOMEHKJIATYpOH el 00Ieo0pa3oBaTebHON OpraHU3alty; IOJTHOE
HaMEHOBaHUE 0011e00pa30BaTENbHON OpPTraHU3alMK; HOMEP JIMYHOro 1ena; (paMuius uMs
OTYECTBO paOOTHHKA B MMEHUTENBHOM a/ISKE; 1aThl — IO/l Hayasla ¥ IO/l OKOHYAHUSI BEACHUS

Acja; KOJINYCCTBO JIMCTOB; CPOK XPAHCHU,



* TIOMEIICHUE [JIOKYMEHTOB, TOJISKAIUX XPAaHCHUI0O B COCTaBe JHUYHBIX Jel, B
XPOHOJIOTMYECKOM TIOPSIAKE:
» BHYTPEHHSS OMHUCH TOKYMEHTOB jaena (mpumoxenue Ne 3);
JIMYHBIN JTUCTOK T10 YUeTy KaapoB (mpuiaokerust Ne 6);
3asBIICHUE O pHeMe Ha padoTy;
MpHKa3 o0 mpueMe Ha padory;

TPYZIOBOW IOrOBOP;

YV V. VYV V V

JIOTOBOP O MOJHOM MaTepuaNbHON OTBETCTBEHHOCTHU (€ciy PaOOTHUK — MaTepHUaIbHO
OTBETCTBEHHOE JIUIIO);

»  XapakTepHUCTHKH U PEKOMEH/AaTelNbHbIC TUChMA;

» coryiacue Ha 00pabOTKy MEPCOHANIbHBIX JaHHBIX.

2.5. JIuctel TOKyMEHTOB, IOMEIICHHBIX B JIMYHOE JIENIO0, MOJISKAT HyMEPaIlUH.

2.6. C uenpto obecriedeHUs] HaIeXkalled COXPaHHOCTH JIMYHOTO JieNia TMENaroroB M COTPYIHUKOB
00111e00pa30BaTENHHON OpraHu3allie 1 YI00CTBa B 0OPAIIEHUU ¢ HUM IPU (OPMUPOBAHHUN TIOKYMEHTHI
nmoMeHiaroTCd B OTACIBHYIO ITaIlKy. HpI/I YBOJIbHCHUHN pa6OTHI/IKa IIPOUIMBAIOTCA HUTKAMHU U CHAIOTCA B

apXHuB.

2.7. BHYTpEHHSIS ONKCh JTOKYMEHTOB, HMEIOIIUXCS B JIMYHOM Jeje, JO/DKHA COIEP)KATh CBEACHHUS O
TIOPSIIKOBBIX HOMEpaX, HANMECHOBAHUSIX JOKYMEHTOB Jiejia, KOJMYECTBE JIMCTOB, JAaTaX BKIIOUCHUS

JOKYMEHTOB B JIMYHOC €TI0 U U3BATUA U3 [1€]1a, @ TAKIKE KEM U3BAT JOKYMCHT U 110 KaKOH IIPUYINHE.

2.8. BHyTpeHHssl OIMUCHh COCTaBJISIETCS HAa OTJENBHOM JIMCTE IO ycTaHOBJIeHHOW (opme. JIucTh

BHYTPEHHEH ONKCH HyMEPYIOTCS OTAEIbHO.

2.9. Tlpu moAroToBKE JIMYHBIX Jel K Mepenade Ha XpaHeHWE K BHYTPEHHEH OIMUCH COCTaBIISIETCS
WTOrOBast 3allMCh, B KOTOPOW yKa3bIBaeTcsl mu(ppamMu M MPOMUCHI0 KOJIMYECTBO BKIIOYEHHBIX B Hee
JOKYMEHTOB U KOIIMYECTBO JIMCTOB Jefa.

3. [lopsiaok BeaeHUs TUUHBIX JIeJI MeJaroroB U COTPYAHUKOB IIKOJIbIL.

3.1. JIuuHoe meno memaroroB M COTPYAHHUKOB IIKOJBI BEAETCS B TEUYEHHE BCEro mepuoga pabdoThl

KaXXJaoro neaarora 1 COTpyIHMUKa IIKOJIBI.

3.2. I[aaneﬁmee BCACHHUC JIMYHOI'O [CjIa I€AAroroB 1 COTpyAHUKOB NMPCAYCMATPHUBACT IIOMCIHICHNC B
ACI0 JOKYMCHTOB, 06pa3y10nmxc;1 B Hpormecce pa60qeﬁ JACATCIBbHOCTH M MMCKOIIWX 3HAYCHUC OJIA

TPYIIOBBIX OTHOLICHHIA:

° JAOMOJJHCHHUC K JINYHOMY JIUCTKY IO YUYCTY KaJApPOB;

° JAOMOJHUTCIBbHBIC COITIAIICHUA K TPYAOBOMY NOT'OBOPY;



*  KOIHMH MPUKA30B 10 JUYHOMY COCTaBY, KOTOPBIC KacalOTCs MENaroroB U COTPYIHUKOB
0011e00pazoBaTeNbHON OpraHU3alINy;

*  OT3BIBBI JOJDKHOCTHBIX JIMI] O TIEJIAr0re U COTPYAHUKE 00111e00pa30BaTeIbHOM OpraHn3alliy;

*  KOIHUH JJOKYMEHTOB O MOBBIIICHHH KBAIU(PUKAIHY;

*  KOIHUH CePTU(PHKATOB, IPAMOT;

*  JIHCT — 3aBEPUTENb Jiena (COCTABIAIOT IPH Clayue IMYHOIO JeNa B apXUB);

*  UHBIC JIOKYMECHTHI.
3.3. B mensix obecriedeHust KOHTPOJIS 32 COXPAHHOCTBIO M aKTYaJIbHOCTHIO JIMYHBIX JIEN B €KEro/IHO (He
no3aHee | kBaprama roja, CIACAYIONMIETO 3a OTYETHBIM) MPOHM3BOAMTCS MPOBEpKA MX HAJIHYUS M

COCTOSHUA.

3.4. ExeroaHyro nMpoBepKy COCTOSHHSI JIMYHBIX JIeNl HA TPEMET COXPAaHHOCTH BKIIFOUYEHHBIX B HEroO
JOKYMEHTOB TIPOBOJIUT CIIEUANTBHO co3faHHas Komuccus. O MpOBENEHHBIX MPOBEPKAX JEIaeTcs
OTMETKa B JIUCTE€ O PE3YJbTAaTax EKErOJHOM IPOBEPKH COCTOSHUS W HAJW4YMsl JIMYHOIO Jiena
(mpunioxkenue Ne 5) u cocraBisiercs: akT. Pe3ynbraThl MPOBEPKHU JIMYHBIX JIC] B 00513aTEIIHHOM TIOPSIKE

JIOBOJISITCA 1O TUPEKTOPA IIKOJIBI.
4. Ilopsiaok y4éTa u XpaHeHU sl JUYHBIX J1eJ1 MeAaroroB u COTPYAHUKOB IIKOJIbL.

4.1. XpaHeHHe W yUYeT JIMYHBIX JIe]I [IEaroroB U COTPYAHHUKOB OPTraHU3YIOTCS C IENIbI0 OBICTPOro U
0e301IMO00YHOr0 IMOMCKA JHYHBIX e, OOECHeUeHHS HMX COXPAaHHOCTH, a TaKXKe OOCCIICUCHHS
KOHQUACHIMAIBHOCTH  CBEACHMM,  COAEPXKAIMXCA B  JOKYMEHTaX  JIMYHBIX 1€,  OT

HECaHKIIMOHUPOBAHHOTO JIOCTYTIA.
4.2. Jluunble Jea COTPYAHUKOB XpaHsTcs B ceiide 001meo0pa3oBaTenbHON OpraHU3alvy.
4.3. TpynoBbie U MEHIIMHCKIE KHUKKH XPAHATCS OTJENBHO B ceiide.

4.4, JlocTyn K JTMYHBIM JIeJIaM TI€aroroB M COTPYAHUKOB HMEIOT TOJBKO CEKpeTapb, CIEHUAIHCT 0
KaapaMm, IUPEeKTOp o00IIeo0pa3oBaTenbHON OpraHm3alud JU00 3aMECTUTENH TUPEKTOpa TpH

WCTIOJIHEHUH 00513aHHOCTEH JUPEKTOpPa MIKOJIBL.

4.5. CucreMaTu3anus JTAYHBIX JIE]l TIEJAaroroB U COTPYTHUKOB IITKOIBI MPOU3BOAUTCS B an(aBUTHOM

opAaKe.

4.6. JInunsie Acla negaroroB 1 COTpyAHUKOB HIKOJIbI, UMCIOLIUX TOCYAAPCTBCHHBIC 3BAHUA, IPEMUH,
Harpalbl, Y4CHbIC CTCIICHU W 3BaHU, XPAHATCA IOCTOAHHO, 4 OCTAJIbHBIX COTPYAHHUKOB — 75 ner c roaa

YBOJIbHCHUSA pa60THI/IKa (B COOTBECTCTBHH C HepequM THUIIOBBIX YIPABJICHYCCKUX ,Z[OKyMeHTOB).



5. HOpﬂ}IOK BbIIa4Y1 JIMYHBIX 1€/ BO BpEMECHHO€ MOJIb30BaHUE

5.1. Brimaya nuuHBIX Oen (OTILGJ'II)HI)IX JOKYMCHTOB B COCTaB€ JIMYHOI'O I[eﬂa) BO BpPCMCHHOC

IMOJIb30BaHUEC MMPOU3BOAUTCA C pa3pCIICHUSA JUPCKTOPA MIKOJIBI IO 3adBJICHUIO COTPYAHHUKA HIKOJIBI.

5.2. Pabora (03HaKOMJICHUE) C JIMYHBIMU JICJIAMU TISIarOroB M COTPYIHUKOB IIKOJIBI TIPOU3BOTUTCS B
MPUEMHOI JIUpeKkTopa. B KoHIle pabodero JHS CEKpeTapb WM CICHUAIUCT IO KaapaMm o0s3aHa
yOeIuThCsS B TOM, YTO BCE JIMYHBIC Jejia, BhIIAHHBIC BO BPEMEHHOE IMOJb30BAaHUE, BO3BPAIICHBI Ha

MECTO XpaHEeHHUs U €CTh JIM HEOOXOMMOCTD ISl IPUHSITUS MEP K UX BO3BPAIIICHHUIO HIIH PO3BICKY.
5.3. ®akT BbIIaYM JIMYHOTO JieNia GUKCUPYETCSl B KOHTPOJIBHOM KypHaJIe.

5.4. U3pATre OTAETHHBIX JOKYMEHTOB W3 JIMYHOTO JeJia MPOU3BOAUTCSA C Pa3pelieHus JUPEKTOpa C
ohopmiieHreM cooTBeTcTBYIomIel 3amuck B Tpade «[Ipumeuanue» BHyTpeHHel onwucu. [lpu
BPEMCHHOM U3BATUH JOKYMEHTA Ha €ro MECTO (MG)K,Z];y JIUCTaMHU COCCOAHUX )IOKYMGHTOB) BKJIaAbIBACTCS
CITpaBKa-3aMECTUTEIIb C YKa3aHUEM JIaThl U IPUYUH U3BATHA C IIOAIMUCHIO JIMIA, BBIAABIICTO JOKYMEHT,

Y TIOMITHCHIO JINTIA, TIOYYUBIIIETO €r0 BO BPEMEHHOE TTOJIb30BAHUE.
6. OdopMmiieHne TUYHBIX eI epel caaveil B apXuB

6.1. OdopmiieHne NUYHBIX A€ A MepeJadyd B apXHB IPOU3BOAUTCS CIICLHUAIMCTOM IO Kajapam

0011eo0pa3zoBaTENbHON OpraHU3aAIMH. JTa MPOIEAypa BKIIOYACT:

*  TOAMUBKY (TIEPEIIIET) JeNna;

*  YTOYHEHHE HyMEepallvH JIMCTOB JIeNa;

*  cocTaBJIeHHE JircTa-3aBeputens (mpuioxenue Ne 8);

* cocTaBieHue (yTOYHEHUE) BHYTPEHHEN OIHCH;

* BHECCHHWE YTOUYHCHHH B PEKBU3UTHI JIMIIEBOU OOJIOKKH Jiena.
6.2. Jluct-3aBepuTeNb Jena JIODKEH MOJIUCATh €r0 COCTABUTENb, TIPH 3TOM Jiefaercsl paciumppoBKa
JOJDKHOCTH W TOJIITKMCH, MPOCTABIIsIETCS aTa. B mporiecce MCMoiabh30BaHUsT apXUBHBIX JOKYMEHTOB B
JIUCTE-3aBEPUTEIIEC ICNAIOTCSI COOTBETCTBYIOIUE OTMETKH. ECiu 1eno moanmTo 6e3 IncTa-3aBepuTeds,

TO €ro CJIeAyeT HAKIeUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH JIea.
6.3. C menpro obecrieueHrs COXPaHHOCTH JIMYHBIX JIEN PEKOMEH Ty eTCs:

*  00bENUHATh WHAWBUyalbHBIC JUYHBIC JIeIa YBOJIGHHBIX COTPYJHHUKOB B OJHY OOJOXKKY
(oOBemuHEHHOE [€TI0) C TAKUM PacueToM, YTo0bI 00BheM Jiena (ToMa) He npeBbiian 250 T1ucToB
(myTeMm CHIMBKH MaTepUAIOB WHIUBHUIYaTbHBIX JICN MO FOJIaM YBOJILHCHHS );

* pacronaraTh MaTepHalibl WHAWBHAYadbHBIX €T B MpeAenax jena (ToMa) B anpaBUTHOM

nopAaKe (HO(l)aMI/IJ'IBHO), OoTACHAd MAaTCpUajibl, OTHOCAIIUECA K pa3HbIM MHAWBHUAYAJIbHBIM



JleflaM, YHCTBIM JIMCTOM OyMard ¢ YyKa3aHHeM Ha HeM (aMuiud, MMEHU M OTYeCTBa
COOTBETCTBYIOILIETO  YBOJICHHOI'O TMeJarora W COTpyOHHMKAa  oOmieoOpa3oBaTelbHOMI
OpraHu3allly;

* cHaOXaTh KaxJoe OObeAWHEHHOE Jera0 (TOM) BHYTpPEHHEW OMHUCBHI0 C MEpEUUCICHHEM
(aMunuii, UMEH U OTYECTB M YKa3aHUEM HOMEPOB CTpPaHUI], B TMpeneiax KOTOPBIX
PaCIIONIOKEHBI COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepenava JMYHBIX NN B apXHMB OCYIIECTBIISICTCS HE MO3JHEE TPEX JIET IOC/IE 3aBEPIICHUS UX B
JIeTIONPOMU3BOCTBE B COOTBETCTBUU C Tpadukom. [IpeaBapurensHo cekperapeM, CIEIHAIHCTOM I10
KaJpaM MPOBEPSETCS MOJIHOTa U MPABIIBHOCTE MOATOTOBKH JIMYHBIX JIEN K Tepenade. BelsaBicHHBIC
MIpU TIPOBEPKE HETOCTATKUA YCTPAHSIIOTCS CEKpETapeM, CIeualucToM o kaapam. [lepenava u nmpuem

IIPOU3BOJATCA 110 OITHMCHU C HpOCTaHOBKOﬁ OTMETOK O HAJIMYHHU JIMYHBIX JCJI.

6.5. JIuunHple nena meaaroroB M COTPYJHHMKOB O0Ie00pa3oBaTeNlbHON OpraHU3alvd, 3aKOHYEHHBIC
nenonponsBoncTBoM 1o 1 ssaBaps 2003 roma, xpausarces 75 ner, mocie 1 saBaps 2003 roma — 50 mer.
Jlmuaple mema AWpeKTOpa, TIIAaBHOTO Oyxraiarepa oO0Ieo0pa3oBaTENbHON OpraHU3alliid  WMEIOT

IIOCTOSIHHBII CPOK XpaHEHMUSI.
7. OTBETCTBEHHOCTD

7.1. Tlemarorm W COTPYIHUKM IIKOJIBI OOS3aHBI CBOEBPEMEHHO IPEACTABIATh CEKpETapio WU
CHENHATNCTY 10 KaJpaM CBeAeHHs 00 M3MEHEHWU B TIEPCOHAIBHBIX JAHHBIX, BKIIOUEHHBIX B COCTaB

JIMYHOTO JIeNa.
7.2. PaGotonareib 00eCIIeYnBAET:

*  COXpaHHOCTH JINYHBIX JIeJI TIEaroroB U COTPYJHUKOB 00IIe00pa30BaTENFHON OpTaHU3AIIHT;

*  KOH(pHIIEHIINATHFHOCTH CBEJCHHA, COAEPIKAIIIXCS B IMIHBIX JieJlaX MearoroB U COTPYIHUKOB.

8. IIpaBa paGoTogaTess U pabOTHUKA

8.1. I[J'ISI obecrieueHust 3allIMTHI IEPCOHAJIBHBIX JaHHBIX, KOTOPBIC XPaHATCA B JIMYHBIX A€JIaX M€Aaroron

1 COTPYAHUKOB MIKOJIBI, IIE€AAroru U COTPYAHUKHU IIKOJIbI UMCIOT IIPaBo:

*  TOJYYWTH MOJHYIO HH(OPMAIHIO O CBOMX IEPCOHATBHBIX JAHHBIX U 00pabOTKE 3TUX AaHHBIX;

*  TOJYYHUTh CBOOOAHBIN JOCTYIl K CBOMM I1€PCOHATBHBIM IaHHBIM;

*  TOJYYHUTh KONHMH JOKYMEHTOB, XPaHSILIMECS B JIMYHOM JeJie ¥ COAEpKallue MepCOHAIbHBIE
JaHHBIE.

*  TpeOOoBaTh UCKIIOUCHHUS WM MCIIPABJICHUS HEBEPHBIX U HEMOIHBIX IEPCOHATIBHBIX JAHHBIX.

8.2. Paboronarens umeer mpago:



* 00pabaThIBaTh MEPCOHAILHBIC JAHHBIC MENArOroB M COTPYAHHMKOB, B TOM YHWCIIC U Ha
3JIEKTPOHHBIX HOCUTEIISX;

*  3aMpOCHUTh OT MEJAroroB M COTPYTHUKOB 00IIe00pa30BaTEIbHON OPraHU3aluu BCIO
HEOO0XOAUMYI0 MH(POPMALIHIO [T BEACHUS JIMYHBIX JIe]l M 00paOOTKH MEePCOHANIBHBIX JaHHBIX.

9. 3ak/II0YHTEeILHBIE MOJI0KEHUS

9.1. Hacrosimee [lonokeHue o MOpsaKe BEASHHs JIMYHBIX €N PaOOTHUKOB SIBJSETCS JIOKAJIbHBIM
HOPMATHUBHBIM aKTOM, NpuHUMaeTcs Ha I[lemarorudeckoM COBETE IIKOJBI U yTBepxkaaercs (1100

BBOAMTCS B JACHCTBUE) MIPUKA30M JIUPEKTOPA HIKOJIBI.

9.2. Bce u3MeHeHHsT W JIONOJIHEHHWS, BHOCHUMbIC B Hacrosimiee [lonmoxenue, o(QOpPMIISIOTCS B

MUCbMEHHOM (hOpMEe B COOTBETCTBUU JICHCTBYOIIUM 3aKOHOATEILCTBOM Poccutickoit denepaliuu.

9.3. TlonoxkeHre O TOPSIAKE BEACHUS JIMYHBIX Jel PaOOTHHUKOB 0O0pa30BaTEIbHOW OpraHu3alliu
MPUHUMAETCS Ha HEOIpeIeIeHHbIN cpok. MI3MeHeHus u nonoinHeHus K [lonoxkeHnto npuHUMaroTcs B

nopsiAike, mpenycMoTpeHHoM 11.9. 1. HacTosmiero IlomoxxeHust.

9.4. Tlocne npunsTus [lonoxxeHus (WM MU3MEHEHUH U JOTOIHEHUH OT/IENIbHBIX MTYHKTOB U Pa3JIelioB) B

HOBOW PEHAKITAN TPENBIAYINAsS PEIAKITNSI aBTOMAaTHIECKN YTPAuYNBaET CIITY.

10



ITpunoxenune Nel

K TOJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX ICJI pa6OTHI/IKOB

KypHan yyeTa TMUHBIX €11

No |/Tata damunus, TaGenbusblii | JT0OMKHOCTH CtpykTyp Harta u Hata v Homep | IIpumeuanue

1/ |ohopmieHUS | UM, HOMED (mpodeccus, -Hoe HOMED MpHKasza
I [THYHOTrO OTYECTBO CrienmanbHOCTh | THOZpase npHKasza (pacmiopsixeHust)
Inena Triesiarora uim nejarora uim -JIeHHe (pacmops- 0 TpeKpamieHnn
COTpYIHUKA COTPYZIHHUKA JKEHHS) O (pacropsbkeHHn)

npreme TPYI0BOTI'O

nearora u JIOroBOpa C

COTpYIOHUKA neaaroroM Win

Ha COTPYJIHHUKOM

paboty (yBOJNIBHEHHN)

1 2 3 4 5 6 7 8 9

11
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ITpunoxenne Ne2
K MOJIOKEHUIO O MOPSIIKE BEACHUS

JIMYHBIX IECJI pa6OTHI/IKOB

O010KKa JIMYHOTO JIejia

®oHg Ne

Onucb Neo

Wnnekc nena

(Ha3BaHKE 00Pa30BATEIILHON OPraHU3aLIN)

JIMYHOE AEJIO Ne

(3aronoBoK Jena)

13



Harta Hauana

Jlata okoHyaHUs

Ha JIUCTax
XpaHuTh JIET
doHpa Ne
Onwucb Neo

14



IMpunoxenne Ne3

K OJIOKCHUIO O TOPSAAKE BEACHUA

BHYTPEHHAA OITMCH

JIOKYMEHTOB siesia Ne

JIMYHBIX IOCJI pa6OTHI/IKOB

Ne Nunekc Jara HazBanue Homep [Tpumeuanus
/1 JIOKyMEHTa JIOKYMEHTa JIOKyMEHTAa JINCTOB
aena
Hroro: JIOKyMEHTOB

(undpaMu ¥ TPOIHCHIO)

KonuyecTBo IMCTOB BHYTPEHHENH OIUCU

OTBETCTBEHHBIHN 3a

KaJpOBBIA YYeT:

(upaMu ¥ IPOITHCHIO)

15



«

»

.202__roma

(mozxmuce)
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©.1.0.

ITpunoxenne N4
K MOJIOKEHUIO O MOPSIIKE BEACHUS

JIMYHBIX IECJI pa6OTHI/IKOB

JlomxHOCTh

JInanoe nemno Ne

JlaTa o3HaKOMIIEHUS Iearora
U COTPYIHUKA C JIMIHBIM
JIETIOM

Tloanuce negarora u
COTPY/JIHUKA

OTMeTKH, TPUMETAHMUS,
3aMeYaHUs

17



ITpunoxenne No5

K TOJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX IECJI pa6OTHI/IKOB

OTMeTKa 0 pe3yJIbTaTaxX eKeroHOH NPOBEPKHU COCTOSTHUS

©.1.0.

U HAJINYUA JTJUIHOI'0 JeJ1Ia

JlomxHOCTh

JInunoe neno Ne

Harta npoBepku

®.1N.0. ynenon
KOMHUCCHH

Tloamucu yneHoB
KOMHUCCHH

PesynbTaTt npoBepku

18



ITpunoxenne Ne6

K TOJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX IECJI pa6OTHI/IKOB

JIMYHBINA JIUCTOK MO YYETy KaJAPOB

1. ®ammmg

Nms

OTuecTBO

2. ITon

3. 'ox, unciI0 ¥ MecsI POXKICHHS

4, MecTo poKIeHUS

5. I'paskmancTBO

(ceno, nepeBHs, TOpo, paiioH, 00JIaCTh)

6. O6pazoBanue

HasBanue dakynbTer
y4eOHOTO W
3aBEACHUS U €ro OTZAEIECHUE
MECTOHAXOXJICHHE

Ton
MOCTYTUICHUS

Ton
OKOHYAHUS
WIH yXoJia

Ecnu ve
OKOHYMII,
TO C KaKoro
Kypca
yien

Kakyto
CHEUAIBHOCTD

MOJTY4nI B
pe3ynbTaTe
OKOHYaHUS
y4eOHOro
3aBeICHUS,
ykazatb Ne
JUIIOMA UITH
YIOCTOBEPEHUSA
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7. Kakumu HWHOCTPAHHBIMU A3bIKAMU BJIaJICCTC

8. YueHas cTenenb, yueHoe 3BaHUE

9. Kakue nMeere Hay4qHbIE TPYIIBI U H300pPETEHUS

(4MTaeTe M MEPeBOUTE CO CIOBAPEM, YUHTACTE H MOXKETE OO BSICHITHCS, BIaJeeTe CBOOOJHO)

10. Bemonnsiemasi paboTta ¢ Havana TPYJOBOU JIESITEIbHOCTH (BKIIOYAsi y4eOy B BBICIIUX M CPETHUX
CHEeNHaTBFHBIX YIeOHBIX 3aBEIEHUSIX, BOGHHYIO CITYKO0Y M paOOTy IO COBMECTHTENLCTBY)

Mecsi u rox

MOCTYIJICHU

yxoja

JIOIKHOCTD € YKa3aHHEM YUPExkICHHUS,
OpraHU3alHH, MPENPHUITHS, & TAKKE
MUHHCTEPCTBA (BEIOMCTBA)

MecToHaxX0XKACHUE
VAP XK ICHUS,
OpraHW3aIlNH,
MIPEATTPUATHS

11. IIpeOriBanme 3a rpanureii (padota, cayxeOHass KOMaHIUPOBKA, TIOE3/KA C JeNeramnnei)

Mecsi u rox

C KaKoro
BpEeMEHH

10 KaKoe
BpeMs

B xakoii ctpane

Lens mpeObiBanHms 32
rpaHuLen

12. YyacTtue B BBIOOPHBIX OpraHax

20




MecTo BBHIOOpPHOTO HazBanue BeiOopHoro | B kadectBe koro I'on

oprasa oprana BBIOpaH
n30paHus BBIOBITHS

13. Kakue nmMeere MpaBUTELCTBEHHBIC HATPAIBI

Korma u xem HarpaxaeH

14. OTHoIlIeH e K BOMHCKUM O00S3aHHOCTSIM Y BOMHCKOE 3BAaHUE

Cocras Pon Botick

(KOMaH/IHBIH, MOJUTHYECKUH, aIMUHUCTPATUBHBIN, TEXHUUECKUI U T. 11.)

15. CemeiiHo€ TTOT0KEHNE B MOMEHT 3aIIOIHEHUS JUYHOTO JINCTKA

(4IeHBI CEMbBH, C YKa3aHHEM BO3pacTa)

16. JlomarrHuii agpec

17. O6s3yr0Ch CBOEBPEMEHHO H3BEIIATh 000 BCEX W3MEHEHHSIX NAHHBIX, BKIIOYEHHBIX B JIMYHBINA
JIMCTOK TI0 y4eTy KaJpoB.

« » 202 ropma
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ITpunoxenune Ne7
K TIOJIOXKECHUIO O TTOPSIIIKE BEJCHUS

JIMYHBIX IECJI pa6OTHI/IKOB

AHKETA

damunus

Nms

OTtuecTBO

Harta poxnenus

1. I'paxxmaHCTBO (€CNM WM3MEHSUIH, TO YKaKHTE,
KOTJIa ¥ 110 KaKOHW MPHYNHE)

2. Ob6pazoBanue, yaeHas CTEeHb (KOraa U Kakue
ydeOHbIC  3aBEJACHHS  OKOHYWIM,  HOMEpa
IUIUIoMOB). CIIeMaaIbHOCTh U KBaTHU(HKAIUS 10
JUTLIOMY

3. Kakumu MHOCTpaHHBIMH SI3BIKAMH H S3BIKAMHU
HaponoB Poccuiickoit denepainuu BiIajaeeTe U B
KaKOM CTEIICHH (YUTACTe U MOXKETE OOBIICHATRCS,
BIIaJIeeTe CBOOOIIHO)

4. BrimonHsiemasi pabota ¢ Hayaja TPYIOBOH JeSITEIHHOCTH (BKIIOYast BOCHHYIO CIIYXOy M padoTy 1mo
COBMECTHUTENHCTBY)

Mecsi u rox JOmKHOCTD € yKa3aHUEM YUPEXKICHUS, MecToHaX0XIEHNE
OpTaHM3AINH, TIPEATIPUATHS, a TAKKE YApEXKISHHS,
TIOCTYNIICHIA yxona MUHHUCTEPCTBA (BEIOMCTBA) OpTraHM3AINH,
MIPEIIPUSATHS

5. Bamm Om3kue poJCTBEHHUKH (JKEHA, MYXK, OTEIl, MaTh, OpaThs, CECTPHI)

Crenenn damuims, uMs, Ton Mecto paboTsl, Anpec mecta
poncTea OTYECTBO POXIEHUS JIOJDKHOCTD JKHTEIIBCTBA

22



6. lomainuii aapec u HoMep TenedoHa

7. IlacmiopT WiM JOKYMEHT, €ro 3aMEHSIOIIN I

(HoMep, cepusl, KEM U KOT'/la BbIJJaH)

8. JlononHuTEIbHBIC CBEIEHUS, KOTOphIe BhI jxenaere cooOIuTh 0 cebe

10. Ha kakoii ypoBeHb 3apruiaThl Bol paccunteiBacre?

« » 202 roma

(1OIDKHOCTB OTBETCTBEHHOT'O 32 KaJIPOBBII yuer) (moamnucey)
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ITpunoxenne Ne8
K TIOJIOXKECHUIO O TTOPSIIIKE BEJCHUS

JIMYHBIX IECJI pa6OTHI/IKOB

JIMCT-3ABEPUTEJIb

aeaa Ne
B nene npommTo u mpoHyMepOBaHO JINCTOB
(uudpaMu ¥ TPONUCHIO)

c Ne mo Ne , B TOM YHCIIE:

JIUTEPHBIC HOMEpa JINCTOB

MIPOITYIIICHHBIE HOMEepa JINCTOB

+ JINCTOB BHYTPEHHEN OIUCHU JINCTOB

OcobeHHOCTH (U3HICCKOTO COCTOSTHUS U Howmepa nucroB

(hopmupoBaHUA fena

OTBeTCTBEHHBIN 3a

KaJpOBBINA y4er

(moamnuce) (pacmdpoBKa MOAUCH)

« » 202 ropma
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