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IHos0:xenue

0 NopsiAKe BeAeHHUS JHYHBIX e pa0OTHHKOB
MOBY I'umuazus

1. O0mue moJroxKeHUus

1.1. Hacrosimee IlonoxkeHne O MOpSAKE BEACHUSA JHYHBIX JeJ1 paOOTHUKOB OpraHU3allhH,
OCYILECTBILIIONIEH  00pa3oBaTENbHYI0  J€ATEIBHOCTh, pa3paboTaHO B COOTBETCTBUH C
®enepanbHbM 3akoHOM Ne 273-@3 o1 29.12.2012 «O6 o6pazoBanuu B Poccuiickoit @enepamumy,
OenepanbHbBM 3ak0HOM 0T 27.07.2006 Ne 152 «O nepcoHaNbHBIX JaHHBIX» C H3MEHEHUSIMH OT 8§
asrycra 2024 roma, Ykazom IIpesugenta ot 30.05.2005 Ne 609 «O6 yrBepxkaeHun Ilonoxenus o
[IEPCOHATIBHBIX JAHHBIX FOCYIapCTBEHHOTO ciyxamiero Poccuitckoit denepanuu U BEJICHHU €T0
JUYHOTO Aena» ¢ u3MeHeHMssMH oT 10 oktsa0ps 2024 roma, Tpynossim Komekcom Poccuiickoit
QOenepannn, KoOJUIGKTUBHBIM ~ JIOTOBOPOM,  YCTaBOM  OpraHU3alldd, OCYIICCTBIIIOIEN
00pa30BaTENbHYIO AESTENLHOCTS.

1.2. Hannoe I[lonoxkeHue ompeAenseT NOPAAOK BEAEHHS JHYHBIX el IEeJaroroB U HHBIX
COTPYAHHKOB ¥ PabOTHUKOB HIKOJEI, ONPEAENseT MopsaoK GOpMHpPOBaHHUs, y4eTa M XPaHCHHS,
BBLIAYH JIMYHBIX JI€JT BO BpDEMEHHOE MOJIb30BAHUE, a TAKXKE OTBETCTBEHHOCTD, IIpaBa pabOOTHUKOB U
JUpeKTopa 00pa3oBaTeIbHON OpraHu3altH.

1.3. Hacrosimee [lonoxenune yTBepkaaeTcs IpUKa3oM IO MIKOJIE W ABJSIETCS 00S3aTEIBHBIM IS
BCEX KaTeropuil meaarorHueckux U Apyrux COTPYAHUKOB LTKOJIBI.

1.4. Begenue NMUYHBIX J€NT NMEAAroroB U COTPYAHUKOB MIKOJNBI BO3JIATA€TCS Ha CIEIUAINCTa IO
KaJpaM OpraHu3aluH, OCYIIECTBIAIOMEeH 00pa3oBaTeNbHYIO 1eSTEIbHOCTD.

1.5. JIuuHOE J1e)I0 — OCHOBHOW JTOKYMEHT MEPCOHANBHOrO y4eTa, colepKaluil Haudoee MOIHEIE
CBeJICHHUS 0 PabOTHHKe 00pa3oBaTeIbHOM OpraHH3allud U €ro TPYAOBOH AesATeNbHOCTH. B mu4anoe
JIEJI0 BHOCSITCSI CBEICHH S, CBSI3aHHBIE C IIOCTYIIJICHHEM Ha paboTy ¥ YBOJIIbHEHHEM.

1.6. CBenenus, collepKaiyecs B JIMYHOM Jielie, OTHOCATCSA K KOHQUACHIHAILHOH HH(OpMaluHy,
UMEIOT OTPAaHMYEHHBIN JOCTYI ¥ pa3rJIallleHUuI0 He ITOAJIEXKAT.

1.7. JIuuHOE esI0 BefeTcsa B TEUCHUE BCETO Ieproja paboTsl paboTHHKA.

1.8. BemeHre HeCKONBKHX JTHYHBIX Je] OJHOr0 paboTHHKAa oOpa3oBaTENIbHOM OpraHM3alHHM HE
JOITyCKaeTcsl.

2. Ilopagok ¢popmMupoBaHus JHYHBIX €] COTPYIHHKOB
2.1. ®opMmupoBaHHE JHYHOrO Jejla MEJaroroB M COTPYAHHKOB 00IIE0Opa3oBaTeIbHON
OpraHM3alli{ HPOM3BOAMTCA HEMOCPEJCTBEHHO IIOCNe INpHeMa B 00meoOpa3’oBaTENbHYIO



OPTaHW3alldI0 WM TI€peBoJa MENaroroB H COTPYIHHKOB H3 JApyroii o6pasoBareibHOM
OpraHHW3aIllH.

2.2. B COOTBETCTBHH ¢ HOPMATHBHBIMH JOKYMEHTaMHM B JMYHBIE Jic]a NIE€JAroroB U COTPYIHHKOB
OpraHU3alliH, OCYIIECTRIAIOMEN 00pa3oBaTEIbHYIO IEATEIbHOCTD, BKIAABIBAIOTCA CIICAYIOLINC
JOKYMEHTHI:

Jlnsa neoazo2086:

3asBJICHHE O IpHeMe Ha paboTy;

coryiacue Ha 00paboTKy NepcoOHaANBHBIX JaHHBIX IIE1arora;

CIIpaBKa O HAIMIUH (OTCYTCTBUH) CYIMMOCTH H (M) GaKkTa yroJoBHOIO MPeCIeI0BaHuS,
BBIIAHHOT'O COOTBETCTBYIOIUM OPTaHOM NPAaBONOPSIKE;

aBTOOHOTpadus;

KOIIHS MACIopTa WM HHOT'O JOKYMEHTA, YAOCTOBEPSIOIIErO JIMYHOCTD;,

KOIIH CTPaXOBOT'0 CBHUAETENIECTBA IEHCHOHHOIO CTPAXOBaHMUA;

KOIHUsl HASHTH(PUKAIMOHHOTO HOMEpa HAIOTOIUIATEIIBIIHKA,

KOIIUS JOKYMEHTA BOWHCKOTO y4eTa (1711 BOSHHOOOs3aHHBIX);

KOIIMS CBHIETENRLCTRA O 3aKII0YEHHH Opaka (Ipy HAJTM4IMN);

KOIIHS CBHIETEILCTBA O POXKICHUH JeTel (IIpH HAIM4uH);

KOITHH TOKYMEHTOB 00 00pa3oBaHUU;

KOIIHH JIOKYMEHTOB 0 KBRTH(UKAI[MK WK HATHIHE CICIHAIBHBIX 3HaHHH (IpH HAJIAIUH);
KOIMH MpPHKa30B 00 aTTecTanuy (IIpH HAIHYHK);

KOIIUM JIOKYMEHTOB 0 HArpaICHUH (MIPH HAINIHH),

XapaKTEPUCTHKH, PEKOMEHJaTeNbHbIe MUChMa (TP HAJIMIUH ),

IIpHKa3 o MpueMe Ha paboTy;

IpPHUKa3 0 MEpeBojie Ha HHYIO JOJDKHOCTD (TIpH HAIMYHH);

JIOJDKHOCTHAS MHCTPYKIHS (O/DKHOCTHBIE HHCTPYKIMH ¢ MOMCHTa Ha3HAa4€HH: Ha BCE
JOJDKHOCTH);

TPyZOBOH JOrOBOP (C HOCHEAYIOMMM BKIIOUEHHMEM JONOJHUTENBHBIX COIVAIICHHH K
TPYZOBOMY JOTOBODY);

TPYHOBYIO KHIKKY M (HJIH) CBEIEHUS O TPYAOBO# JesTeNbHOCTH (cTaThs 66.1 HacToAmIero
KoneKca), 3a UCKJIIFOYCHHUEM CITYYdeB, CCJIU T’p)’IIOBOﬁ JOTOBOP 3aKIIIOYACTCS BIIEPBLIC,
MEIUIHHCKYIO KHIDKKY.

Jna pabomnuxos:

3asBJICHHE O IpHeMe Ha paboTy,

coracye Ha 00paGoTKY MepCOHANBHBIX JAHHBIX PabOTHHKA;

CIpaBKa O HAIMYMH (OTCYTCTBHM) CYMMOCTH H (W) QakTa yroJI0BHOrO Ipecie0Batusl,
BBIIAHHOI'O COOTBETCTBYIOIINM OPraHOM IIPaBOMOPAAKA,;

aBToOHOTpadus;

KOIIXS IACIIOPTa WIIH HHOT'O JOKYMEHTA, YAOCTOBEPSAIOMIET0 JINYHOCTD;

KOIIUS CTPAXOBOTO CBHJETEIBCTBA IIEHCMOHHOIO CTPaXOBaHNUS;

KOIINS HAEHTH(HKAMOHHOTO HOMEPA HAJIOTOILIaTe bIIHKA,;

KOIIHS JOKYMEHTA BOMHCKOTO y4eTa (I BOGHHOOOA3aHHBIX);

KOIHMS CBHJIETENLCTBA O 3aKIII0YeHUH Opaka (IpH HalMuKn);

KOIIHSI CBHJIETENIBCTBA O POXKIECHHH AeTell (IpH HaTHYMK);

KOIIMHK JOKYMEHTOB 00 00pa3oBaHuH;

KOIIMHM JOKYMEHTOB O HarpaXXIeHUH (IIpH HAIMIHH);

XapaKTEPUCTHKH, PEKOMEH/IaTeIbHBIE THChMa (TIPA HAIIAYIH);

IpUKa3 O IpueMe Ha paboTy;

IIpHKa3 0 MePEBO/IE Ha UHYIO JOJDKHOCTD (TIPH HAIMYHHK);

JIOJKHOCTHAS MHCTPYKUHS (ZOJDKHOCTHEIE HHCTPYKIMH C MOMEHTA Ha3HAuCHHUA Ha BCC
JIOJDKHOCTH ),

TPyZ0BOM H0TOBOp (C IIOCTHEAYIONMM BKIFOYCHHEM JOIOJIHUTCIBHbIX COIIAlIEHUH K
TPYIOBOMY IOTOBODY);

TPYAOBYIO KHHIKKY,



*  MEAMIHHCKYIO KHUXKKY.
Pabomooamenv ogpopmnsem:

* TPYHOBOI JOTOBOP B ABYX 3K3EMILLAPAX;

TIpuKa3 o IpHeMe Ha paboTy (0 mepeMeIeHHH Ha IpYTHe JOIDKHOCTH);

¢ JHYHYIO KapTouky Ne T-2;

*  JO/DKHOCTHYIO HHCTPYKIHIO B IBYX 3K3EMIULIPAX.

Pabomoodamenv 3nakomum:

* ¢ HOPMATHBHO-IIPABOBBIMH JJOKyMEHTaMHU IIKOJIBI (Y cTaBoM, Ko/IEKTHBHEIM JOTOBOPOM,
[TpaBunaMu TPyIOBOTO pacIopsiaKa i Op. JIOKAIbHEIMH aKTaMH);

* ¢ JODKHOCTHOM MHCTPYKLIHEH; .

* MPOBOAUT BBOJIHBIA HHCTPYKTaXX, MHCTPYKTaX IO OXpaHe Tpyda, HHCTPYKTax IIO
MIPOTHBOIOXKAPHO# 6€30MacHOCTH.

2.4. TlepuuHOE 0GOPMIICHHE JINYHOTO A€Na IPETyCMaTPHBAET:

*  NIPHECBOEHHE JIMYHOMY JEJTy HOMepa COTIACHO XYPHATy ydeTa JIMIHBIX JeN (PHIOKEeHHe
Ne 1);

* [pPOCTaBlIHHE Ha OOJOXKe JUYHOTo fAena (mpmiuoxkende Ne 2) coeayromuX peKBU3HTOB!
HHAEKC Jena (B COOTBETCTBMM C HOMEHKIATypod Jen oOmeoOpa3oBarebHOM
OpraHM3aliK; I[OJHOE HANMEHOBAaHHE O0OMmeoOpa3oBaTeNbHOM OpraHW3alliy; HOMEp
JIMYHOrO Jiena; GaMUIus UM OTIECTBO PabOTHHKA B HMEHHTENIBHOM MAJIEXKe; AaThl — roj
Hayaja ¥ roj OKOHYaHUS BeJICHU JieNla; KOJIMYECTBO JIUCTOB; CPOK XpPaHCHHUS,;

e [OMEIIEHHEe JOKYMEHTOB, ITO[UIEXKAIINX XPaHEHHI0 B COCTaBe JIMYHBIX Je€d, B
XPOHOJIOTHIECKOM TOPSLIKE:

BHYTPEHHSIS ONIKCh JOKYMEHTOB Helia (Ipunoxenne Ne 3);

Amuxeta (npmtoxenue Ne 4)

3agBJICHHE O IpHeMe Ha paboTy;

IpHKa3 0 IpueMe Ha paboTy;

TPYZAOBOH IOTOBOD;

JOTOBOp O TOJNHOM MarepuaibHON OTBEICTBEHHOCTH (eciu  pabOTHHK —
MaTepUaTbHO OTBETCTBEHHOE JIHIIO);

XapaKTEePUCTHKU U PEKOMEHIATENIbHBIE [TUCEMA,;

corjyiacue Ha 00paboTKy NepCOHANBHBIX NaHHBIX.

2.5. JIMCTBI JOKYMEHTOB, TOMEIIEHHBIX B IMYHOE JIEJI0, TOJJIeXaT HyMCpalliH.

2.6. C nenpio obecrneyeHus HaIIeKallel COXpaHHOCTH JIMYHOTO Jejia IIejaroroB ¥ COTPY THUKOB
06meo6pa3oBaTeibHON OpraHu3aldd M y#oOcTBa B OOpallCHHH C HUM IpH (GbOopMHpPOBaHHU
JOKYMEHTHI IIOMEINAIOTCS B OTACNbHYIO HamKy. IIpu yBOIbHEHMM pabOTHHKA IPOIIHMBAIOTCS
HHUTKaMH U CIAIOTCS B apXHB.

2.7. BHyTpeHH:As ONKCH AOKYMEHTOB, HMEIOIIAXCS B JINIHOM JIEN€, JI0JDKHA COACPXKATh CBEICHHS
0 IOpAAKOBEIX HOMEpAX, HANMCHOBAHMAX MOKYMEHTOB JeJa, KONMYCCTBE JHCTOB, JaTax
BKJIFOUEHHS JOKYMEHTOB B JIHYHOE €TI0 M M3BATHA M3 [eJa, a TaKXKEe KeM M3BAT NOKYMCHT H IO
KaKoW pU4MHE.

2.8. BHyTpeHHSsI ONUCH COCTAB/IAETCA Ha OTJEIBHOM JIUCTE II0 ycraHoBineHHOH (opme. JIHCTHI
BHYTpPEeHHEH OIIMCH HyMEPYIOTCS OTIIENBHO.

2.9. TIpy MOATOTOBKE JTHYHBIX A€ K Iepefiade Ha XpaHEHHe K BHYTPEHHEH OIHCH COCTABJIACTCA
UTOrOBas 3aIlUCh, B KOTOPOH yKa3biBaeTcs MUGpaMH U NPOMKCHIO KOTHYECTBO BIIIOYCHHRIX B HEE
JIOKyMEHTOB H KOJIMYECTBO JIACTOB JeIa.

VV VVVVVY

3. Tlopsmox BeaeHHsi JIMYHBLIX [eJI I€Jaroros H COTPYAHHKOB OpPraHM3aluH,

OcyllleCTBJIS[lOIlleﬁ oﬁpaaoBaTe.nbﬂym AeATC/JIbHOCTD
3.1. JIlmu"oe nea0 meZaroroB H COTPYAHHKOB 06IIICO6paSOBaTCHBHOfI opra"Hu3aliy BCIACTCA B

TedeHWe BCero mepuoma paboThl KaXOOro mefarora M COTpyIAHHKa B 0061e06pa3oBaTeIILHOM
OpraHU3aLHUH.



3.2. JlaneHelnee BeleHHe JMYHOrO [efia IIEJAaroroB W COTPYIHHKOB o00meoOpa3oBaTenbHON
OpraHu3allii NPEeAyCMaTpHBacT MOMEILIEHHE B JEJO JOKYMEHTOB, 0OpasylolIMXCsS B IIPOIEcce
paboueil AeATeNbHOCTH U HMEIOIINX 3HA4YeHHE UL TPYAOBBIX OTHOIIEHHUH
*  [IOTIOJIHUTEJIbHBIE COTNIAIIEHNS K TPYOBOMY JIOTOBODY;
* KONHWH IPHKA30B IO JIMYHOMY COCTaBy, KOTODEIE KacalOTCs IENaroroB M COTPYAHHKOB
001eobpa3oBaTenbHOMN OpraHu3aluy;
* OT3bIBBl JO/UKHOCTHBIX JIHMII O TIearore M COTpyZHHKe 00meo6pa3oBaTeIbHOM
OpraHu3aliy;
*  KOMHH JOKYMEHTOB O MOBBIIECHUH KBATH(UKAIIMH;
*  KOIHH CepTU(HKATOB, FPAMOT; .
*  JIHCT — 3aBEPUTEINB JIea (COCTABILIIOT IIPH CAa4e JTHYHOTO JIEIa B apXHUB);
*  HWHBIC JOKYMEHTBL

4. Iopsaok y4éra M XpaHeHHs JHUYHBIX AeJI IeJaroroB H COTPYAHHKOB OpPraHH3aINH,
ocymiecTBJsIOIIEH 00pa3oBaTebHYIO eI TeJIbHOCTD.,

4.1. XpaHeHHe W YUET JHYHBIX AN MeJaroroB U COTPYJHHUKOB OPTraHU3alldH, OCYINECTBIIIOIIEH
00pa3oBaTeNbHYIO JCATENBHOCT, OPraHU3yIOTC C LENBI0 OBICTpOro M 6e30MHO0YHOrO MOKMCKa
JMYHBIX eI, obecledeHHs HX COXPAaHHOCTH, a Takxke obecrneueHHs KOHQHICHIMAILHOCTH
CBEJICHUI, COJICPXKAIUXCS B JIOKYMEHTAX JIMYHBIX J€]I, OT HECAHKIMOHMPOBAHHOTO TOCTYIIA.

4.2, JIndusle Aea COTPYAHUKOB XpaHITCA B ceiide 061meobpa3oBaTebHON OpraHU3aliH.

4.3, TpyoBBIE ¥ MEAUIUHCKHE KHUKKA XPAHATCS OTAETHHO B ceide.

4.4, JTocTyll K JIMYHBIM [efaM NEJaroroB M COTPYJHHMKOB 00Imeo0pa3soBaTeIbHOM OpraHU3alnu
UMEIOT TONBKO CEKpeTaph, CHCHMHATNCT [0 KajapaM, JHpeKkTop obmeobpa3soBaTeIbHOMN
OpraHM3amMu 00 3aMECTHTENH JUPEKTOpa IpH HCIOIHEHHH O00S3aHHOCTEH [HpeKTopa
o61meobpa3oBaTeIbHON OpraHU3aliH.

4.5. Cucremarmsamys JHMYHBIX JeJ I€Jaroros H COTPYAHHKOB 00meo6pa3oBaTe/lbHOM
OpraHM3aI|H IPOU3BOAUTCS B aji(paBUTHOM IOPAJIKE.

4.6. JIn4HbIE A€Na IENAroroB M COTPYOHHMKOB 00Imeo0pa3oBaTeNbHOM OpraHW3ally, MMEIOIHX
roCyJapCTBEHHBIC 3BaHHs, IPEMUHM, Harpajbl, yICHbIE CTCIICHH M 3BaHUA, XPAaHATCA IOCTOSHHO, &
OCTaJIBHBIX COTPYJHHKOB — 75 JIET ¢ rofia yBOJIbHEHHs pabOTHHKA (B COOTBETCTBUHU C IlepedHeM
THIIOBBIX YIIPaBIEHYECKUX JOKYMEHTOB).

5. IMopsaox BbIAYM JHIHBIX J€J1 BO BpEMEHHOE M0JIb30BaHHE

5.1. Beuaua ju9HBIX fAen (OTHENBHBIX JOKYMEHTOB B COCTaBe JIMYHOIO Jeja) BO BPEeMEHHOE
I0JIB30BaHIE MPOM3BOMUTCA C pa3pellieHrs JUpeKTopa o0meo6pa3oBaTeIbHON OpraHM3alHK M0
3asBIICHHIO COTPY/JHMKA OPTaHU3AINH, OCYIIECTRIIAIOMEH 00pa3oBaTENbHYIO ACATEIbHOCTS.

52. Pabora (03HaKOMJICHHE) C JIHYHBIMM  JeJaMu  II€JaroroB H  COTPYJHHKOB
06ImeoGpa3oBaTeNEHON OpraHM3aLuy [IPOU3BOIUTCA B TIPHEMHON AupekTopa. B KoHme pabouero
IHS CeKpeTaph WM CIELHATHCT [0 KaxpaMm oba3zaHa yOenuTsCs B TOM, YTO BCE JIMYHBIC Cia,
BBUIAHHBIC BO BPEMEHHOE IIOJb30BAaHME, BO3BPAIICHB HAa MECTO XDAHCHUS H €CTh JIHA
HEOOXOMMOCTS JUIS IPHHATHS MEP K HX BO3BPAIICHUIO U PO3BICKY.

5.3. @aKT BLIIAYH JTHYHOTO JIejia GUKCHPYETCs B KOHTPOJIBHOM XKypHAIE.

5.4. VI3paTHE OTACIBHBIX JOKYMEHTOB M3 JIMYHOTO J€ja POM3BOAUTCS C Pa3pEIICHU TUPEKTOpa
0611e06pa30oBaTebHOM OpraHu3ad ¢ OQOPMIEHHEM COOTBETCTBYIOIICH 3alMCH B rpade
«IIpumeyanne» BHyTpeHHel omucH. IIpn BpeMEHHOM M3BATHH JOKYMEHTA Ha €T0 MECTO (Mexmy
JIACTAMH COCETHMX JOKYMEHTOB) BKJIAIbIBAcTCSl CIIPABKA-3aMCCTHTENb C YKa3aHHCM [IaThl M
NIPUYKH H3BATHS ¢ MOAIKCHIO JIHIA, BEIIABIIErO JOKYMEHT, U MOMIIHCHIO JIMIA, OJIyIUBIICro ero
BO BpeMEHHOE I10JIb30BaHHUE.



6. Odopmirenne TAYHBIX AeJI Mepe] cAaveil B apxXHB
6.1. ObopMieHre THYHBIX JIEJ UL IEpeladil B apXUB IPOU3BOAUTCS CIEIHATHCTOM II0 KagpaM
0061meo6pa3oBaTeIbHOM OpraHu3anyy. JTa Ipoueaypa BKIIOYaeT:

* MOJIHUBKY (IIEepeIuIeT) Jea;

*  YTOYHEHHE HyMEpAlWH JHCTOB JI€Na;

*  COCTaBJIeHHeE JICTa-3aBepuTens (mpuiaoxenue Ne 5);

* cocTaBjieHHeE (yTOYHEHNE) BHYTPEHHEH ONMUCH;

* BHECEHHC YTOYHEHHH B PEKBHU3UTHI JTUIIEBOM OOJIOKKH Aea.

6.2. Jlucr-3aBepuTenb Jefa MO/DKEH IOANIKHCATh €r0 COCTABHUTENb, NPH 3TOM JICIIACTCSH
pacM(ppoOBKa JOJKHOCTH M TOJNKCH, HpPOCTaBJIIETCS JAara. B Ipollecce HCHONB30BaHUA
ApXHBHBIX JOKYMEHTOB B JIHCTE-3aBEPUTENIE HENAIOTCA COOTBETCTBYIOIME OTMETKH. Ecimm meno
HOAIATO 6e3 JINCTa-3aBEPUTENIS, TO €0 CIICAyeT HAKIEHTh Ha BHYTPEHHIOI CTOPOHY OOJIOXKH
Jena.

6.3. C nenpio obecneueHs: COXpaHHOCTH JTUYHBIX €)1 PEKOMEHAYETCA:

s  00BLEeNVHATH HHOWBHUIyAJbHbIE JTMYHBIC Jejia YBOJICHHBIX COTPYAHHKOB B OJHY OOJIOXKKY
(o6BeqMHEHHOE JIENI0) ¢ TAKUM pacdeToM, 4To6sl 00BeM gena (ToMa) He mpesblman 250
JMCTOB (IIyTEM CIIHBKHM MaTepHAaTIOB HHINBHYAIbHBIX JeJ [I0 TOAaM yBOJIbHEHHS);

¢ pacmojararThb MaTepHaibl HHAMBHAYaIBHBIX HET B Ipenenax fAena (ToMa) B alaBETHOM
nopsiake (mo¢paMusIbHO), OTAENAS MaTepUalIbl, OTHOCAIIMECS K Pa3HBIM MHIUBHIYaIbHBIM
JefaM, YHCTBIM JIKCTOM OyMmarw ¢ yka3aHHeM Ha HeM (GaMHIMH, HMCHH H OTYECTBa
COOTBETCTBYIOIETO YBOJICHHOTO Iearora M COTpyJHHKa 00meo0pa3oBaTeabHON
OpraHU3aLIH;

* cHaOXarh Kaxaoe oObeJHMHEHHOE IeNi0 (TOM) BHYTPEHHEH OIHCBIO C IIEPEUUCIICHHEM
¢damMmnii, UIMEH M OTYECTB M YyKa3aHHEM HOMEPOB CTPaHHIl, B IIpeleiax KOTOPBIX
PacojI0oXKeHbI COOTBETCTBYIOIUE JOKYMEHTEL.

6.4. Ilepenaya JINUHEIX JIeJI B apXUB OCYLIECTBIIIETCS HE IO3MHEE TPEX JIET MOCIIE 3aBEPIICHUS HX
B JIEJIOIPOU3BOJICTBE B COOTBETCTBUHU C rpadukoM. [IpeaBapUTENBHO CeKpeTapeM, CIEHUaIICTOM
0 KajgpaM I[poBepseTcs MOJHOTa M NPABHJIBHOCTH HOATOTOBKH JIMYHBIX [l K Iepenade.
BeIgBjI€HHBIE IIPH MPOBEpKE HEJOCTATKH YCTPAHSIOTCS CEKPETapeM, CHCLHATMCTOM IO KaapaMm.
Tlepenaua U mpreM OPOH3BOASTCS IO OIUCH C IIPOCTAHOBKOM OTMETOK O HATHYNH JIMYHBIX JEIL
6.5. JInuHbIe Jea MefaroroB u COTPYIHHKOB 0011e00pa3oBaTeIbHON OpraHu3aliuy, 3aKOHYECHHbIC
nenonpon3soacTBoM o 1 suBaps 2003 roxa, xpaHsres 75 net, nocie 1 suBaps 2003 roga — 50
net. JInuHbIe Jea JUpEKTOopa, TIaBHOro OyxrainTepa o6IeoOpa3oBaTebHOM OpraHu3aluy HMEIOT
MOCTOSIHHBIA CPOK XpaHEHHS.

7. OTBEeTCTBEHHOCTH
7.1. Ilemarorm W cOTpyIHHKH o00meo0pa3oBaTelbHOM oOpraHu3almuk 00s3aHbI CBOCBPEMEHHO
IPENCTABIATE CEKPETAPIO MM CIICHHAIACTY 10 KaJpaM CBEACHHS 00 H3MEHECHHH B IEPCOHATIBHBIX
JIAHHEIX, BKJTFOUYEHHBIX B COCTaB JIMYHOTIO ACIA.
7.2. PaboTonarens 00€CIEUHBAET:
¢ COXpaHHOCTh JIMYHBIX J€l1 INEJAarOroB M  COTPYAHHKOB  00meoGpa3oBaTeNbHOH
OpraHU3alUH;
*  KOHQMIECHIHMATLHOCTh CBEJCHWH, COAEpXaIMXCsi B JIMYHBIX [elaX IMe[arorop M
COTPYAHHKOB.
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8. IIpaBa pa6oToaaTe/isi 1 pabOoTHHKa
8.1. Jlna obecrieueHrs 3alIWTHI MEPCOHANBHBIX AAHHBIX, KOTOPBIE XPAHATCA B JHYHBIX JeNax
[EJAroroB M COTPYAHHKOB 0OINeoOpa3oBaTebHON OpraHU3allid, IEJarord M COTPYAHHKH
o01meoOpa3oBaTeIbHON OPraHU3allii KMEIOT IIPABo:
*  DONYYUTH MOJHYK HHPOPMAIHMIO O CBOMX IEPCOHATBHBIX JAHHBIX H 00pabOTKE ITHX
JaHHBIX;
*  TOJy4UTH CBOOOIHBIN JOCTYI K CBOMM MEPCOHAIBHBIM JAHHBIM;
¢  IIOJYYHTH KOITHH JOKYMEHTOB, XPaHSIIIHUECS B TMIHOM JeJIE H COAEPIKAIINE IEPCOHATBHBIC
JIAHHBIE.
e TpeGOBaTh HCKIIOYCHHS WM HCIIPABIICHN HEBEPHBIX H HEMOJHBIX IIEPCOHATBHBIX JAHHBIX.
8.2. PaboronaTens umeeT mpaso:
+ 00pabaThIBaTh NMEpPCOHANIBHBIE JAHHBIE MIEaroroB U COTPYIHUKOB 00meo0pa3oBaTebHON
OpraHU3alyi, B TOM YHCIIE U Ha DJICKTPOHHBIX HOCUTETIAX;
* 3alpOCHTh OT MEJAroroB M COTPYAHHKOB 00IIeoOpa3oBaTeNbHON OpPraHW3allid BCIO
HeoOXoIUMYI0 HMH(OpPMAIHiO [ BEXEHHS JIMYHBIX Jel U 00pabOTKM NEepCOHATBHBIX
JAHHBIX.

9. 3aKJII09YHTEJbHbIE M0J0KeHUA

9.1. Hactostmee [TonoxkeHne o MOPSAIKE BEACHHS JIMIHBIX JIeJT paOOTHHKOB SBJIAETCS JIOKAIbHBIM
HOpPMATHBHEIM aKTOM, IpuHUMaeTcs Ha [lefarornyeckoM coBeTe IIKOJEI M yTBEpxAacTes (1ubo
BBOJHTCS B JEHCTBHE) MPHKA30M MPEKTOPa OpraHH3alHy, OCYIIECTBIIIOmER 00pa3oBaTeIbHYIO
JIEATEILHOCTD.

9.2. Bce u3MeHEeHHS W JOMOJHEHMA, BHOCHMBIE B Hacrosmiee [lonoxenwe, oQOpMILAIOTCS B
NHCEMEHHOH (opMe B COOTBETCTBHH JEHCTBYIOIIMM 3aKOHOJATENbCTBOM Pocchiickoi
@epnepauum.

9.3. TlosnoxeHne O MOPSAJAKE BEACHHS JNTHYHBIX €7 paOOTHUKOB 0O6pa3oBaTeNbHOM OpraHU3alluH
IpUHAMAETCs HAa HEONpEeNeHHbli CpoK. VI3MeHeHMs U JomonHeHus K IlomoxeHuro
IPUHUMAIOTCS B MOPSIKE, pexycMoTpeHHoM 11.9.1. HacTogmero [Tonoxenus.

9.4. TMocne mpunsatus IlosoxkeHus (MIM H3MCHEHMH H JIOIOJHCHHA OTICNBHBIX IYHKTOB H
pa3/eNioB) B HOBOM pelaKIWy NPeAbLTyIIas peaaKilis aBTOMAaTHIECKH YTPAaulBacT CHITY.



KypHain y4yeTa TUYHBIX A€l

[Tpunoxxenue Ne 1
K TOJIOKEHHIO O

TIIOpPAIKE BEACHMA TUIHBIX ACJT

Ne Hara OQamvmns, | Tabems- | JJomkHocTe | CIpyKTyp- Hata u Hatau [Tpumeaa-
I/ oopmie- HMS, HBIH (mpocpec- HOE HOMEDP HOMEp HHE
I | HUSAJHYHOTO | OTYECTBO HOMEp cus, nofpasze- TpHKa3a [IpHKa3a
Jena negarora v crenranb- JICHUE (pacnopsi- (pacniops-
COTpYZHHKA HOCTB) XKEHUA) 0 KEHUs) 0
negarora u npreMe IpeKpae-
COTpYIHUKA negarora ¥ HUH
. COTpyZHHKa | (pacTopike-
Ha paboty HHH)
TPYAOBOTO
JOTOBOpA C
1eJaroroM U
COTPYAHHKOM
(yBombHe-
HUW)
2 3 4 5 6 7 8 9




Doung Ne

Omuck No

Jemo Ne

Wnnexkc gena

O0105KKa JTMYHOTO Jiefia

INpunoxenne Ne 2
K TI0JIOKEHHIO O
HOpAIKE BEACHA TMYHBIX IeI

(na3BaHKe 06pa3OBaTENILHOMN OpraHI3aIM)

JIMYHOE JIEJIO Ne

Jlara Hagana

(3aronoBok Jena)

JlaTa oxkOH9aHHs

®onx Ne

Omuce Ne

Heno Ne

Ha -_JMACTaX

XpaHuTh ____JIeT



BHYTPEHHJIS OITUCH
JOKYMEHTOB Jiena Ne

ITpunoxenue Ne 3
K TIOJIOXKEHHIO O
HopsIKe BeJSHAA IMIHBIX Jell

Ne WNupexc Hara Hassanue Howmep [Tprmevanus
/n JOKYMEHTa JOKYMEHTa JOKYyMEHTa JIHUCTOB
Jena
Uroro: JIOKyMEHTOB
(unbpamu 1 MPOIHCEIO)

KonugecTBo THCTOB BHYTPCHHEH OIMCH

(widpamu U MPOIUCEHEO)

OTBETCTBEHHBIH 3a
KaIpOBBIA y4eT:

(moarmice)

« » 202___ron




AHKETA

Ipunoxenve Ne 4
K TOJIOXKEHHIO 0
TIOpsIKE BEACHHA JIMIHBIX eI

3anonHaeTcA co6CTBEHHOPYYHO)

1. Damunus

Ums

OTvyecTBO

2. Ecnn usmensnu dhaMunuio, UMs Unu
OTYECTBO, TO YKaxuTe MX, a TaKke
Korga, roe W no KaKoW npuuunHe
U3MEHANN

3. Foa, 4ucno, Mecsu U MecTo
poxaeHuss (ceno, pAepesHA, ropoa,
panoH, obnacTb, kpai, pecny6nuka)

4. HauuoHanbHOCTb

5. [paxpgaHcTBO (ecnu U3IMEHANU, TO
yKaXuTe Koraa u o Kakoi npuuvHe)

6. O6pazoBaHue, Koraa n Kakue y4ebHule
3aBeneHus OKOH4YUNW, HoMepa
AUNMOMOB.

CneunanbHOCTb NO AUNMNOMY
Ksanudukauus no gunnomy

7. YyeHas cTeneHb, YyueHoe 3BaHwue,
KOrQa NPUCcBOeHbI, HOMepa AUNSIoMOB

8. KakuMu WHOCTPaHHbIMK A3bIKAMWU W
fA3bIKaMun HapoaoB Poccuiickon
®egepauvu BrafeeTe U B KaKOW cTeneHu
(wTaeTe U MoxeTe ODLACHATHCS,
Bnapeete cBo60AHO)

9. B nu Bbl u Bawu 6nuskue
POACTBEHHWKU CYANMBI, KOT4a v 3a 4To

10. BbinIM K 3a rpaHuuUen, rae, korga u ¢
KaKow uenblo

11. BbinonHsemas pa6oTa ¢ Hayana TPYAOBOW AeATeNILHOCTU (Bxriovas y4eby B BbICWMX W CpeaHUX
cneuuanbHbiX y4eBHbIX 3aBeAeHNAX, BOGHHYI0 cnyxoy, paboTy MO COBMECTUTENbLCTBY, NPeAnpPUHUMATENECKYIO

OeATernbHOCTb U T.M.)

TP 3anoNHeHUM QaHHOTO NYHKTa HEOBX0AMMO NMEHOBATL ype

MOEHUA, OpraHn3aunn n npeAnpuATUA Tak, KaK OHW Ha3bIBATUCb B CBOE BpeMA,

BOEHHYIO CIy%6Y 3aNUCLIBATh C YKAa3aHMeM AOMKHOCTM U HOMEPa BOMHCKOH 4acTy.

Mecsu 1 roa [omKHOCTL C yKa3aHMeM y4pexaeHus, oprain3auu, MecToHaxoxneHue
npeanpuaTHs (He3aBMCUMO OT COBCTBEHHOCTH U yupexaeHusi, opraHusauuu,

nocTynneHusi yxona BEAOMCTBEHHOW NPUHAONENKHOCTH) npeanpusaTAN




12. Baww 6nuskue poacTBEHHUKM (KeHa, MyX, AeTW, oTel, MaTk, 6paTbsl, CecTpbl)

CreneHb Mec
damMunus, UMs, oTHecTBO™ ron, >

poacrtea poxaeHus Mecro pa6oTki, AOMKHOCTE Appec mecTa KuTernbcTBa

* Ecnun poACTBEHHUKX UIMEHUNKN (paMMan, WMA, OTYECTBO, TO HeOGXO0ANMO YKa3aTb UX NpeXxHue damMunuu, umeHa, oTHecTBa.
13. MMetotcst i y Bac unun xeHbl (MyXa) poACTBEHHMKM, MOCTORHHO NMPOXMBAlOWME 3a rpaHuuen (ykaxute ux
amunuio, UMs, OTYECTBO, oA POXAEHUSA, CTeNeHb POACTBA, MECTO XUTENbCTBA, C KAKOro BpeMeHU OHW NPOXWBAIOT 33

rpaHunuen)

14. OTHOWeEHUe K BOUHCKOWA 06513aHHOCTU U BOUHCKOE 3BaHUe

15. JomalwiHuit agpec u Homep TenedoHa

16. MacnopT unNn LOKYMEHT, ero 3amMeHsIoWUN

(HOMep, cepus, KeM W KOTAa BbIaH)

17. [lononHuTenbHble CBeaeHUsA (rOCyAapcTBeHHble Harpafbl, y4acTue B BbIGOPHLIX NpeAcTaBUTENbHbLIX
opraHax, a Takxe Apyras UHopmaums, KOTOpYIo odhopMIIsSieMbIN XenaeT coobwnuTk o cebe)

« » 200 r Moanuck

¢hoTOKapTOUKa U AaHHbIE O TPYAOBOM
AenaTenbHOCTH, yuebe obopmnaeMoro
COOTBETCTBYKOT AOKYMEHTaM,
YyAOCTOBEPAIOWMUM JTINYHOCTL, 3aNUCAM B
TPYAOBOMN KHWKKe, AOKYMeHTaM 06
o6pa3oBaHuK, BOMHCKOW criyxGe.

Mn

(Noanncs, HaMunus paboTHIKa KaapoacH cnyxbii)

« » 200




Ilpunoxenne Ne 5
K TOJIOXKEHHMIO O
nopsifike BeJCHUSA JIMIHEIX JeJT

JINCT-3ABEPHUTEJIb

nesta Ne
B nene mpomuTo 1 IpoOHyMEpPOBAHO JIACTOB
(undpaMu 1 IIPOITHCEIO)
c Ne o Ne , B TOM 9HCIE:
JTUTEpHBIE HOMEPA JIACTOB
IpOIyIIeHHbIE HOMEpa JTUCTOB
+ JIUCTOB BHYTpEHHEH OMUCH JIACTOB
Oco6eHHOCTH PU3UIECKOTO COCTOSHHUS B HoMepa ymcToB
dhopMHUpOBaHU Aca
OTBeTCTBEHHBIH 32
KaJApOBHIA y4eT
(mommicsk) (pacmudporka MOATHCH)
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