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1. O0mue moj10KeHus
1.1. Hacrosimee IlomoxxeHne O TMOpSJAKE BeJGHUS JIMYHBIX J€J1 paOOTHUKOB OpraHu3alluu,

OCYIIECTBIAIONIEN 00pa30BaTEIbHYIO IeITCIBHOCTh, pa3paboTaHO B COOTBETCTBHH ¢ DeaepanbHbIM
3akOHOM Ne 273-®3 ot 29.12.2012 «O6 obpaszoBanuu B Poccuiickoit @enepanun» ¢ U3MEHEHUIMH Ha 30
nexabpss 2021 roma, DPenepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O mepcoOHaIBbHBIX JaHHBIX» C
naMeHeHusMH Ha 2 urous 2021 roga, Ykaszom Ilpesumenta ot 30.05.2005 Ne 609 «O0 yTBEpKICHUU
[TostokeHus 0 epCOHANIBHBIX JaHHBIX FOCYAaPCTBEHHOTO ¢ty kailero Poccuiickon deaepaliy 1 BEICHUH
ero JU4YHOro nenar», I1pyaoBeiM Koxaexkcom Poccuiickoii @enepanuu, KoieKTHBHBIM JI0TOBOPOM,
YcTaBoM opraHu3aniu, OCYIIECTBIISIOMIEH 00pa30BaTeIbHYIO A TEIbHOCTD.

1.2. Jlarnoe IlonoxkeHue onpeaenseT MOpsaaI0K BEACHHUS JIMYHBIX JEJI [1€1aroroB U HHbIX COTPYIHHKOB H
paOOTHUKOB JIMIIES, ONPEACIIET MOPIA0K (OPMUPOBAHUS, YUETa U XPAaHEHHUs, BBIIAYM JIMYHBIX JI€JT BO

BPEMEHHOE I10JIb30BaHHE, a TAK)KE OTBETCTBEHHOCTD, IIpaBa pa0OTHUKOB U JUPEKTOpa 00pa30BaTeIbHOM
OpraHu3allHHu.

1.3. Hactosmee IlonokeHue yTBepIKIaeTCs IMPHUKA30M IO JIMIEKO U SABISIETCS 00sA3aTEIbHBIM JUIS BCEX
KaTErOPHM IeIaroru4eCKuX M JIPYrux COTPYAHUKOB JIAIIES.

1.4. Benenue IMYHBIX JieJ MEJAAaroroB U COTPYAHHUKOB JIMIESA BO3JIara€Tcsi Ha OTBETCTBEHHOE JIMIIO
Ha3HAYEeHHOE IIPHUKA30M, OCYILIECTBIISIOIICH 00pa30BaTEIbHYIO AEATEIbHOCTD.

1.5. JIugHOE €710 — OCHOBHOM JOKYMEHT IIEPCOHAIBLHOIO YU€Ta, COJIepXKAIUil HauOoJIee MOJIHbBIE CBEICHHUS
0 paboTHUKE 00pa30BaTEIbHON OpPraHM3allid U €ro TPYJAOBOM AEATE/IBHOCTH. B JTHYHOE €10 BHOCATCS
CBEJICHMS, CBSI3aHHBIE C ITOCTYIJICHUEM Ha padOTy U YBOJILHEHHUEM.

1.6. CBenenus, cojeprkanigecs B JHYHOM J€JI€, OTHOCATCS K KOHQUACHIMAIBHOW HH()OPMALIMH, HMEIOT
OTrpaHUYCHHBIN JOCTYII U pa3rjIallieHHIO HE IO/1jIeXKar.

1.7. JIuynoe nesio BeAeTcs B TeUCHHE BCEro nepuojia padoTsl pabOTHHKA.
1.8. Benenue HECKOJIBKHUX JIMYHBIX JIEJI OJTHOIO padOTHUKA 00pa30BaTE/IbHOW OpraHu3alliyi He JIOIYCKaeTCs.

2. [lopsiaok hopMUpOBAHHSA JIHYHBIX /1€JI COTPYIHHKOB
2.1. ®opMmupoBaHHE JIMYHOrO Jejla IMEJaroroB M COTPYJHHMKOB 00me00pa3oBaTe/bHOH OpraHH3alluH
MIPOU3BOIUTCS HEIIOCPEACTBEHHO MOCJIe IprueMa B 00meodpa3oBaTe/ibHy0 OpraHu3aluio WK NepeBoaa
eJ1aroroB U COTPYAHUKOB U3 JIPYTrod 00pa3oBaTeIbHOU OpraHu3aluu.

2.2. B COOTBETCTBHH ¢ HOPMATHBHBIMH JOKYMEHTAMU B JIMYHBIE J€jla IEJaroroB M COTPYAHHKOB
OpraHW3aliyi, OCYIICCTBISIOMEH 00pa3oBaTelbHYK) JIEATEIBHOCTh, BKJIAABIBAIOTCS  CJICYHOIIHE

NOKYMEHTHI: 1A neoazoz2o8.:

3asBJICHUE O IpHeMe Ha padoTy:
* 3af4BJICHHE O COIJIaCHH Ha 00pabOTKy NEpCOHAIBHBIX JaHHBIX MI€aarora;

 COpaBKa O HaJIWYMH (OTCYTCTBHHM) CYAUMOCTH M (Mid) (pakta YTOJIOBHOI'O IIpeCiIeIOBaHHA,
BBIJJAHHOI'O COOTBETCTBYIOIIMM OPraHOM IIPaBOIIOPSIKA:

e aBTOOHMOrpadusi;

*  KOIIMS IMacIopTa WM UHOTO JTOKYMEHTA, VIOCTOBEPSIOMIETO JUYHOCTE,
* KONHS CTPAxOBOI0 CBH/ACTEIBCTBA IEHCUOHHOIO CTPaXOBAHHUA;

*  KOIUS UICHTH(UKALIMOHHOIO HOMEpPA HAJIOTOILIATE/IbIIMKA;

* KOIHS JOKYMEHTA BOMHCKOI'O yueTa (/I BOEHHOOOSI3aHHbIX );

* KOIMS CBHACTEJIBCTBA O 3aKJIKOUYEHHH Opaka (IIpy HAJIMYKH);

* KONHUS CBHUJIETEJILCTBA O POXKIACHUHU JCTEH (IIpU HAITUYHUH ),

*  KOITUM JIOKYMEHTOB 00 00pa30BaHUU;

* KOIIUM JOKYMEHTOB O KBAIH(DUKALIMH MM HAJIMYME CIICIUAIbHBIX 3HAHUU (ITPU HAJTUYHH );
* KOIIMM aTTECTALMOHHBIX JIMCTOB (IIPHU HAJIUYHH );

¢ KOMNHHU JOKYMEHTOB O HarpaXJACHUH (IpH HAJTUYUH );



* XapaKTCPUCTHKH, PEKOMEHIATEIbHbIE MUCbMA (IPU HAJIMYKH);

* IIpHKa3 O npueme Ha padboTy:;

* IIPHKa3 0 IEPEBO/I€ HAa HHYIO JOJDKHOCTE (IIPH HAJIMYHH );

* JO/DKHOCTHas HHCTPYKLHS (IOJDKHOCTHBIE HHCTPYKIIMM ¢ MOMEHTA Ha3HAUCHHUS Ha BCE JOIKHOCTH);

* TPYJAOBOH JOrOBOpP (C MOCHEAYIOLUIMM BKJIIOYEHHEM JAOMOJHHUTEIBHBIX COIVIAIIEHHH K TPYIOBOMY
IIOTOBODY );

*  TPYAOBYIO KHUXKY;

*  MEIMLUHHCKYK KHHIKKY.

* Una pabomHuxos:

* 3ag4BJICHHUE O IIpUEMe Ha padoTy:

* 3ajBJICHHE O COIVIaCHH Ha 00paldOTKY NMepCOHAJIbHBIX JaHHBIX II€1arora;

* CIpaBKa O HATWYHH (OTCYTCTBHH) CYAMMOCTH U (Wiau) ¢akTa YroJOBHOIO IIPeciIeJOBAHMS,
BBIJAHHOTO COOTBETCTBYIOLIMM OPraHOM ITPaBOIOPSIIKA;

* asroOuorpadus;
* KON IIacrnopTa MJIH HHOI'O JOKYMEHTA, VIOCTOBEPSIOIIEr0 JIHYHOCTD;
* KOIHA CTPaxOBOI'0 CBH/IETEJILCTBA IEHCUMOHHOTO CTPAaXOBaHHUSA,
* KOIIHS MJACHTU(PUKAIMOHHOTO HOMEPA HAJIOrOIUIATE/IbIIMKA;
* KOIHS JOKYMEHTa BOMHCKOI'O yyera (/11 BOCHHOOOSI3aHHBIX);
* KOIIMs CBHJIETEIBCTBA O 3aKIIOYEHUH Opaka (IIpH HAJIMYHH );
* KOIIMs CBHAETEJILCTBA O POXKJICHUHM JACTEH (IIpH HAJTMYUH);
* KONHH JOKYMEHTOB 00 00pa3zoBaHUU;
* KOIIMH JOKYMEHTOB O HAarpakIA€HWH (IIpH HATUYHH );
* XapaKTepHCTHKH, PEKOMEH/IaTEeIbHbIC MUChMa (TPH HAJTHYHH );
* IIpHKa3 O mpUeme Ha padoTy;
* IIpHKa3 O IIEPEeBOJI€ HA UHYIO JOKHOCTD (IIpH HATUYHH);
* JOJDKHOCTHAsl HHCTPYKIHSA (JIODKHOCTHBIE MHCTPYKIIMH C MOMEHTA Ha3HAYEHHS Ha BCE JOJIKHOCTH);
* TpPyAOBOH JOTrOBOp (C MOCJIEAYIOIIHM BKIIOYEHHUEM JOMOJHHTEIBHBIX COTJIAIEHHH K TPYAOBOMY
JIOTOBODPY );
*  TPYIAOBYIO KHHXKKY;
*  MEIHIHHCKYIO KHHXKKY.
* Pabomooamenv ohopmasem:
* TPYJIOBOH JOTOBOP B JABYX 3K3EMILISIpaAX;
* IIpHUKa3 O MpHeMe Ha padoTy (0 NEePEMEIICHUH Ha JIPYTUe JOIKHOCTH);
* JIHYHYIO KapTodky No T-2;
* JIOJDKHOCTHYIO HMHCTPYKIHIO B JIBYX 3K3eMILIsIpaXx.
Pabomooamensv 3Hakomum:

* ¢ HOPMaTHBHO-IIPABOBBIMHU JOKYMEHTAMH IIKOJIBI (Y cTtaBoM, KosiektuBHbBIM g0roBopoM, IIpaBriaamu
TPYJI0OBOTO pacropsiaka ¥ Ap. JOKaJIbHBIMH aKTaMH );

* ¢ JODKHOCTHOM MHCTPYKIIHEH;

* IIPOBOJUT BBOJIHBIH HMHCTPYKTaXK, HHCTPYKTaX 110 OXpaHe TpyJa, HHCTPYKTAXK I10 [IPOTUBOIIOKAPHOM
0€30IMaCHOCTH.

2.4. [lepBuuHoe odopMIIeHHE TUYHOTO JeJIa IPeIyCMaTPUBACT:
* TIPUCBOCHHC JIMYHOMY JACJIy HOMEpaA COIJIaCHO XKypHaJly y4deTa JIM4YHbIX Ae1 (mpuiioxenne Ne 1);

* IPOCTaBJIEHUE Ha 00JIOKKE JIMYHOTO Jeia (mpunokeHune Ne 2) ciieyroux peKBU3UTOB: HHAEKC jiena (B
COOTBETCTBHUH C HOMEHKJIATYPOH Jea 00ImeoOpa3oBaTe/IbHOM OpraHu3aiiy; I[OJIHOE HAMMEHOBAHHUE
00m1eo0pa3oBaTeIbHON OpraHU3alMH; HOMED JIMYHOIO eia; (GaMIIdS UMS OTYECTBO pabOTHUKA B



UMEHHUTEJIbHOM IaJEXKe; AaThl — [0/l HaYajla U o/l OKOHYAaHUS BEJICHUS JIej1a; KOJIMYECTBO JIUCTOB; CPOK
XpaHEHUS;

* TOMEIIEHHE JIOKYMCHTOB, MOJUICKAIIUX XPAHEHHUK) B COCTABE JIMYHBIX JEJI, B XPOHOJIOTMYECKOM
OPSJIKE:
» BHYTPEHHSS OMMCH JIOKYMEHTOB Jena (npuaoxeHue Ne 3);
JIMYHBIN JIMCTOK I10 YYETY KaJApoB (mpuiioxeHus Ne 6);
3aABIICHUAE O IIPUEME Ha padoTy;
MpHKa3 o0 IIprueMe Ha padoTy;

Y. ¥ W V¥

TPYJAOBOH JOTOBOD:

Y

JOrOBOP O TMOJHOH MATEPHAIIBHOM OTBETCTBEHHOCTH (eC/ii pabdOTHHUK — MaTepHAIBHO
OTBETCTBEHHOE JIU1IO);

» XapaKTepHUCTHKH H PEKOMEHIATEIbHbIE [TUChMA:
» corjacue Ha o0paboTKy MepCOHAIBHBIX JaHHBIX.
2.5. JIucTBI IOKYMEHTOB, TOMEIIEHHBIX B INYHOE JI€JI0, IIOUIekKAT HyMEPALIHH.

2.6. C nmenpro obecredeHUs HaJuIekalledl COXpaHHOCTH JIMYHOTO Jieja I1€JaroroB M COTPY/IHUKOB
001Ie00pa3oBaTeIbHOM OpraHM3alud W yJa00cTBa B OOpallleHMH ¢ HUM NpH  (GOpMUPOBAHUH
JIOKYMEHTBI IOMEIIAIOTCS B OTAECIBbHYIO nanky. [Ipu yBosibHEHHH paOOTHHKA MPOIITUBAKOTCS HUTKAMHA

U CAIOTCS B apXHB.

2.7. BHYTpeHHsS. ONUCH JIOKYMEHTOB, MMEIOIIMXCH B JIMYHOM Jejle, JODKHA COAEP:KAaTh CBEACHHUS O
MOPSAAKOBBIX HOMEpaxX, HAMMEHOBAHUAX JOKYMEHTOB J€J1a, KOJMYECTBE JIMCTOB, JlaTaX BKJIIOUEHUSA
JOKYMEHTOB B THYHOE JIEJI0 U U3BATHA U3 JI€JIa, @ TAK)KE KEM U3BIT JOKYMEHT M 10 KaKOH IpPHYHHE.

2.8. BHYTpeHHss ONHMCh COCTABJISAETCS HAa OT/JEJIBHOM JIMCTE IO YCTAaHOBIEHHOW ¢opme. JIHUCTHI
BHYTPEHHEH OITUCH HYMEPYIOTCS OT/IEJIBHO.

2.9. Ilpu moAroToBke TUYHBIX /1] K Mepeaue Ha XpaHEeHHe K BHYTPEHHEHN OIMCH COCTABISETCS UTOTOBas

3aIIUCh, B KOTOPOH yKa3bIBaeTCA HU(ppaMU U IPOIKUCHIO KOJTUYECTBO BKIIFOYEHHBIX B HEE JOKYMEHTOB
M KOJIMYECTBO JIMCTOB JIeJIA.

3. Ilopsinok BeJeHHs JIMYHBIX €1 MeIaroroB H COTPY/AHHKOB OPraHH3alHH, 0CYIIeCTBIAIOm el
00pa3oBaTe/IbHYIO 1eITEeJIbHOCTD
3.1. JluyHoe neo menaroroB M COTPYAHHUKOB 00IIe00pa30BaTEILHON OpraHU3aliid BEAETCS B TEUCHHUE
BCEro neproaa padoTel KaXKI0r0 Mejarora ¥ COTpy/AHHKa B 001me00pa3oBaTeIbHON OpraHH3alliH.

3.2. JlanbHeiiee BeileHHe IMYHOTO Jiefia MeIaroroB U COTPYAHHUKOB 00111e00pa30BaTe/IbHON OpraHu3aluy

[IpeyCMaTPUBACT ITIOMEIIECHHUE B JIEJIO JOKYMEHTOB, 00pa3yIoIIUXCs B IIpolecce paboyeii 1esITeIbHOCTH |
MMEIOIIHUX 3HAYEHHUE IS TPYAOBBIX OTHOILIEHHN:

* JIOIIOJHEHHE K JIMYHOMY JIUCTKY IO YUYeTY KaJIpOB;
* JIONOJIHUTEJIbHBIE COTTIALIEHUS K TPYA0OBOMY JIOTOBOPY:

* KONHH MpPHKA30B MO JHYHOMY COCTaBy, KOTOpbIE KacawTCs IIeJaroroB W COTPYIHHKOB
001meo00pa3oBaTeIbHON OpraHu3alui;

*  OT3BIBBI NOJDKHOCTHBIX ALl O eaarore H COTPY/IHHUKE
0011e00pa3oBaTeIbHON OPraHU3alAH;

* KONHH JOKYMEHTOB O IOBBIIICHUH KBAJTU(DUKAIIHH;
* KOIIMH CEPTU(PHUKATOB, IPAMOT;

* JIUCT — 3aBEPUTEJIb JIe/Ia (COCTABIIIOT IIPU ¢a4€ JTUYHOIO JIejIa B apXHB);
*  HWHBIC JOKYMEHTEI.

3.3. B memsx oOecneueHuss KOHTPONS 3a COXPAHHOCTBIO H aAKTYalbHOCTBIO JIMYHBIX [ B

0011e00pa3zoBarTe/IbHON OpraHU3alny eXXeroaHo (He no3aHee | kBapraia roja, CJIEAYIOLIIETO 3a OTYETHBIM )
[IPOM3BOJUTCS IIPOBEPKA UX HAJTUYHUS U COCTOSTHHUSI.



3.4. ExerogHyro MpPOBEPKY COCTOSHUS JIMYHBIX [1€J1 HA NPEIMET COXPAHHOCTH BKIKOYEHHBIX B HETO
JTOKYMEHTOB ITPOBO/IMT CIICIIHAIBHO CO3/1aHHasi Komuccus. O nNpoOBEJACHHBIX MPOBEPKAX IEIACTC OTMETKA
B JIACTE O PE3yJIbTATAX €KErO/HOM IMPOBEPKH COCTOSIHUS ¥ HATMYMS JTMYHOTO Aeia (npriiokeHne Ne 5) u
cOCTaBJIsieTCs akT. Pe3yIbTaThl MPOBEPKH JTUUYHBIX €1 B 00543aTEILHOM IOPSJIKE JOBOIIATCS 10 AUPEKTOPA
00111€00pa30BaTEILHOW OpraHU3allHH.

%3 [Mopsigok yyéTa 1 XpaHeHHs] JTHYHBIX /1€JI 11€/1aroroB U COTPYJAHHKOB OpraHU3alHH,
OCYIIeCTBJAKINEH 00pa30oBaTEe/IbHYIO 1eATeIbHOCTD.

4.1. XpaneHue MW Yy4YeT JIMYHBIX JIeJl T[1€larorTOB M COTPYJAHHUKOB OpraHH3allMH, OCYILECTBIISIONICH
00pa3oBaTEbHYIO JIEATEILHOCTD, OPraHU3YIOTCS € LEIBI0 OBICTPOro U 0€30IMIHO0YHOT0 MMOUCKA TUYHBIX
nein, obecmeyeHHsT HMX COXPAHHOCTH, a Takke oOecrnedyeHus KOH(UICHUHAIBHOCTH CBEICHHH,
CoZep KallMXCsl B JJOKYMEHTaX JIUYHBIX JI€J1, OT HECAHKIIMOHHPOBAHHOT'O JOCTYIIA.

4.2. JIngHble Ie1a COTPYIHUKOB XpaHATCS B celi(e 001eodpa3oBaTeIbHON OpraHu3alliH.
4.3. TpyaoBble U MEIUIIMHCKHE KHUKKH XPAHITCS OT/ICJIBHO B cef(e.

4.4. JlocTyn K JIMYHBIM JeJlaM MEJaroroB M COTPYJAHHUKOB 001I1€00pa3oBaTeIbHOM OpPraHu3allid HMCIOT
TOJBKO CEKpeTapb, CHELHATMCT II0 KajapaM, JUPEKTOp oO0meo0pa3oBaTe/IbHONM OpraHW3aldu JIHOO

3aMECTHTEIM JUPEKTOpa IIPH MCIOJHECHHH O0O0sS3aHHOCTEH JUpeKTopa 001eodpa3oBaTe/IbHOM
OpraHu3alluH.

4.5. CucremMaTusamus JIHYHBIX JeJ IeJaroroB M COTPYJHHMKOB 001Ie00pa3oBaTeIbHOH OpraHH3alluu
IPOM3BOIUTCS B aJI(DaBUTHOM ITOPSAIKE.

4.6. Jluunple Jena TMeJaroroB M COTPY/JAHHMKOB  00II€00pa3oBaTe/bHOM  OpraHM3alli¥, HMEIOIIHMX
rocyJapCTBEHHEBIC 3BaHUS, MPEMHUM, HArpalbl, YUYEHbIC CTEIICHH U 3BaHHSA, XPAHATCA IIOCTOSHHO, a

OCTJIBHBIX COTPYHUKOB — 75 JIET € rojia YBOJbHEHUS pabOTHHKA (B COOTBETCTBHUH C llepedyHeM TUIIOBBIX
YVIIPABJICHYECKUX JOKYMEHTOB).

S. Ilopsinok BbIIa4M JIHYHBIX [1€J1 BO BPEMEHHOE M0JIb30BaHHeE
5.1. Beigaua TUYHBIX J1e)1 (OTAeIBbHBIX JOKYMEHTOB B COCTABE JIMYHOIO J1€/1a) BO BPEMEHHOE MOJIb30BAHUE
IIPOM3BOJUTCH C pa3pelIeHUs TUPEKTOpa 00111e00pa30BaTEIbHON OpraHu3allii I10 3as1BJICHUIO COTPY IHUKA
OpraHMu3alyy, OCYIIECTBIISIONIEH 00pa30BaTEIIbHYIO AECATEIBHOCTD.
5.2. PaGora (03HakoMJICHHE) C JIMYHBIMH JIeJIaMH II€JIarOrOB M COTPY/AHUKOB 00I11€00pa3oBaTeIbHOU
OpraHM3alliy MPOU3BOJIMTCH B IPUEMHOMN AupekTopa. B KoHIle pabdoyero jaHg ceKpeTaph WIH CICHATUCT
Mo KajapaMm o0sg3aHa yOeOUTbCS B TOM, YTO BCE JIMUHBIE JI€jIa, BBIJIAHHBIE BO BPEMEHHOE I10JIb30BAHUE,
BO3BpAIllEHbl HA MECTO XPaHEHHUS U €CTh JIM HEOOXOAUMOCTH Uil IPUHATHS MEP K HX BO3BPAIICHUIO HUIJIH
PO3BICKY.
5.3. @akT BbIJIaUM JIMYHOTIO Jieja (PUKCUPYETCS B KOHTPOJIBHOM XKYpPHAJIE.

5.4. U3bgTHE OTIEIBHBIX JOKYMEHTOB M3 JIMYHOI'O J€ja IPOU3BOAUTCS C pa3pelieHus AUPEKTOpa
001e00pa3oBaTeIbHOM Opranu3amy ¢ 0ohOpMICHHEM COOTBETCTBYIOIIEH 3anucH B rpade «llpumeyanuer
BHYTpeHHeH omucu. [Ipu BpeMeHHOM M3BATHM AOKYMEHTA HA €ro MECTO (MEeXIy JIMCTaMH COCEIHHX
JOKYMEHTOB) BKJIQJBIBACTCS CITPABKA-3aMECTHUTE/Ib C VKA3aHWEM JaThl U MPUYHH HU3BITHS C NOAMHUCHIO
JIALA, BBIJIABILIETO JOKYMEHT, U MOAMUCHIO JIKMIA, TTOJYYHUBIIETrO €ro BO BpEMEHHOE I10JIb30BaHHE.

6. OdbopmireHne JIUYHBIX J€J1 epe/ ¢1a4er B apXUB

6.1. OdopmiaeHHe IMYHBIX /€] UIS IEpeJadyd B apXuB MNPOU3BOAUTCS CIEHAAIMCTOM IO KaapaM
0011€00pa30BaTEIILHOM OpraHu3aluy. JTa IPolLe/ypa BKIKOYAECT:

* [IOJNIUBKY (IIE€pEIUIET) JIeia;
*  YTOYHEHHE HYMEpallly JUCTOB JIeja;
* COCTaBJICHHUE JIMCTa-3aBepUTEN (MpuitoxKeHue Ne 8);



* cocTaBJicHHE (YTOYHCHHE) BHYTPEHHEN OIUCH:
 BHECEHHE YTOYHEHHH B PEKBU3HUTHI JIMIIEBOU OOJIOKKH JIEJ1A.

6.2. JIucT-3aBepuTenp J€jJa JOJDKEH IIOANHCATh €r0 COCTaBHUTENIb, NMPU 3TOM JIENAeTCs PpacIIH(pOBKa
NOJDKHOCTH W MOJIMCH, NPOCTaBISETC Jara. B mpoiecce HCmoJIb30BaHUS apXHMBHBIX JOKYMEHTOB B
JINCTE-3aBEPUTENIE ASJIAI0TCA COOTBETCTBYIOIIME OTMETKH. Ecii aeno noamuro 0€3 JIUCTa-3aBepUTE]Is,
TO €r0 CJIeAYET HAKJIEUTh HAa BHYTPEHHIOK CTOPOHY OOJIOKKH Jeia.

6.3. C menpro o0ecreyeHus COXpPaAaHHOCTH JIMYHBIX JI€]T PEKOMEHIYETCH:

* 00BEOUHATHL HHIAUBHAYAIbHbBIE JIMYHBIE JIeJIa YBOJICHHBIX COTPYAHUKOB B OJIHY OOJIOKKY (00OBEeJHHEHHOE
JIeJI0) C TaKMM pacyeToM, 4ToObl 00beMm nena (toma) He mpeBbllal 250 MHUCTOB (IMYyTEM CIIMBKH
MaTEepHAJIOB MHAUBUY AJIBHBIX JI€JI 110 TOJaM YBOJIbHEHHS );

* pacrojaraTb MaTepHalbl HHIMBHAYAIbHBIX JIeJl B mIpelenax Aena (Ttoma) B ajl(paBUTHOM IOPSAIKE
(modaMHUIIBHO), OTACIISASI MATEPHUAJIBI, OTHOCSAIIMECS K pa3HbIM WHAUBH/Y AJIbHBIM JIeJ1aM, YHCThIM JIHCTOM
OyMaru ¢ ykazaHheM Ha HEM (paMHJIMM, MMEHHU U OTYECTBA COOTBETCTBYIOWIETO YBOJICHHOIO ITearora u
COTPYJIHHKA 00111€00pa3oBaTeIbHON OpraHu3allii;

« cHa0XaTh KaXKJ10€ 00beIMHEHHOE JI€JI0 (TOM) BHYTPEHHEH OMHUCHIO C IIEPEUUCIEHHEM (PaMHUIIUM, UMEH U
OTYECTB M YKa3aHUEM HOMEPOB CTPAHHIl, B Mpeaeiax KOTOPBIX pPacHoJIOKEHBI COOTBETCTBYIOIIHEC
JIOKYMEHTHL.

6.4. llepenaya JUYHBIX J€JI B ApXUB OCYIIECTBIIACTCS HE MO3/HEE TPEX JIET MOCJIC 3aBEPUICHHS HX B
NEJIONIPOU3BOJACTBE B COOTBETCTBHH ¢ rpa@UKoM. [ IpeiBapUTeIbHO CEKpEeTapeM, CIIELIHATIUCTOM 110 KaJgpaM
[IPOBEPSAETCS IOJHOTA U ITIPABUJIBHOCTH ITOATOTOBKH JIMYHBIX JI€JI K IIepeaaye.

BrisBIeHHBIE TIpH MPOBEPKE HEJAOCTATKH YCTPAHSIOTCS CEKpeTapeM, CIELHAIMCTOM 110 KajapaMm. llepenayda u
IPUEM IIPOU3BOASATCS MO OIMMCHU C MIPOCTAHOBKOM OTMETOK O HAJTMYWHU JIMYHBIX JEIL.

6.5. JluyHple 1€7a megaroroB M COTPYJAHHKOB 0OIIE0Opa3oBaTe/IbHOM OpraHu3aliy, 3aKOHYCHHBIC
nenonpous3BoacTBoM a0 1 guBaps 2003 rona, xpanarcsa 75 net, nocie 1 saaBaps 2003 roma — 50 jer.

JIuuHnple gena  JgUpeKTopa, TJaBHOro Oyxraiatepa o0meoO0pa3oBaTeIbHON OpraHu3allid  HMEIOT
[IOCTOSAHHBIN CPOK XpaHECHUH.

7. OTBEeTCTBEHHOCTD
7.1. Ilegaroru u cOTpyAHUKH 00111€00pa30BaATEIILHOM OpraHu3aliii 00s13aHbl CBOEBPEMEHHO IIPEJICTABIIATh

CCKPCTAaprO HJIK CIICHHHAJIUCTY IIO0 KaJApaM CBCIACHHA 00 U3MEHEHUH B [IEPCOHAJIBHbBIX JTdHHBIX, BKJIFOYCHHbIX
B COCTAaB JIMYHOI'O ACJIA.

7.2. PaboTomareir 00eCIIeyuBaeT:

* COXPAaHHOCTH JIMYHBIX e IeJaroroB W COTPYJHUKOB 00I1€00pa3oBaTEIbHON
OpraHu3alllu;

* KOH()HUACHIMAJIbHOCTH CBEJICHUH, COJACPKANMXCS B JIMYHBIX JI€JIaX II€1aroroB U COTPYAHUKOB.

8. IIpaBa padoroaare/isi 1 padOTHHKA
8.1. Jls obecrieueHHs 3alIUTHI IIEPCOHAIBHBIX JIAHHBIX, KOTOPBIE XPAHATCS B JIUYHBIX Jl€/1aX [1€1aroros U

COTPYJIHHUKOB 00mIeo0pa3oBaTejbHON OpraHu3alliy, MeJaroru M COTPYAHUKH O0O0IIeo0pa3oBaTeIbHOM
OpraHu3aliid UMEHOT MPaBo:

* TIOJIYYMTH NOJHYIO HHPOPMAIIUIO O CBOMX MEPCOHAIBHBIX JAHHBIX U 00pabOTKE 3TUX JaHHBIX;
* IIOJIYYMTh CBOOOJHBIMA JOCTYN K CBOMM II€EPCOHAJILHBIM JIAaHHBIM;
* IIOJIYYHUThb KOMHUH JJOKYMEHTOB, XpaHAILIHECS B JIMYHOM JI€JIC B COAEpIKalllKe NNEPCOHAIbHBIE JaHHBIE.
* TpeOOBaTh UCKIIOUCHHS U/IH UCIIPABICHUS HEBEPHBIX U HEMOJIHBIX IIEPCOHAIBHBIX JaHHBIX.
8.2. PaboTonarenr uMeeT paso:

* 00OpalOarbeIBaTh NEPCOHAIBHBIC JAHHBIC M1€1arOroB U COTPY,THUKOB 00111€00pa30BaTEIbHON OpraHu3alliy,
B TOM YHCJIE U HA 3JICKTPOHHBIX HOCUTEISX;



* 3alpPOCHTH OT MEJAroroB M COTPY/IHUKOB 00IIe00pa30BaTEIbHOM OpraHu3alldd BCKO HEOOXOIUMYIO
WH(OPMaLMIO ISl BEICHHUS JTHYHBIX 1€ B 00padOTKH NepCOHAIBHBIX JaHHBIX.

9. 3akiIl0unTe/IbHBIE MOJI0KEHHS
9.1. Hactosmee [lonoxenue o nopsigke BeIeHUS THYHBIX J1€1 paOOTHUKOB SIBJIIETCS JIOKAIBHBIM HOPMATHBHBIM
aKTOM, NIpuHHMaeTcs Ha llemarormueckom coBere mKojabl W yTBep)kaaeTcss (THOO BBOIUTCS B JEHCTBHE)
MPUKA30M JITUPEKTOpa OpraHU3aliy, OCYLIECTBIIAOMICH 00pa30BaTeIbHYIO AESTEJIBHOCTD.

9.2. Bce u3MeHeHus U JA0MOJHEHHS, BHOCHMBIE B HacTosee [Tonoxenue, ohopMISIOTCS B TUCEMEHHOM
(opMe B COOTBETCTBHH JEHCTBYIOIIMM 3aKOHOAaTeI5CTBOM Poccuiickoi ®Penepanuy.

9.3. llomoxenne o mnopsiake BeACHHS JIMYHBIX /€1 paOOTHHKOB 00pa3oBaTelbHON OpraHU3alliy
[IPUHUMACTCs Ha HEONMpPEIC/ICeHHbIM CpOK. M3menenus u gononHeHus K [1o10kKeHHIO MPUHUMAIOTCS B
opsiaKe, npeaycMoTpeHHoM 1n.9.1. Hacrosmero [TonoxeHus.

9.4. Ilocne npunaTHs [lonokeHus (MM U3MEHEHHH M JOMIOJIHEHHH OTIEIBHBIX MYHKTOB M PA3/elioB) B HOBOM
peIaKIuy IMpeabIayias peaaKiyus aBTOMAaTHYECKH YTpauuBaeT CHITY.



K IMOJIOKCHHIO O MOPAAKE BEACHHUA

JKypHail yyera JUYHbBIX e

[Tpunoxenue Nel

JTAYHBIX J1eJ1 pa0OTHUKOB

No JlaTa Oamunusa, | Tadenb- | JOMKHOCTS CtpyktypHoe | Jlata u HOMEp Jlata u Homep | [Tpumeya-
1/ | odopmie- MM, HbI M (npodeccus, | noapasaeiaeHue [IPHUKa3a [IpHUKasa HHE
3 HUS OTHECTBO HOMEP | crielMaIbHOCTD) (pacnopsikeHus) | (pacnopsikKeHus )
nu4Horo | fleAarora u rnejarora u O npueme 0
aena | COTPYAHMKA COTPYIHHKA rneaarora u MpeKpamieHu
COTPYIHHKA HA | (pacTopKEHNH)
padoTy TPYAOBOIO
JIOrOBOpa ¢
[eJ1aroroM u
COTPYIHUKOM
(YBOJILHEHHUM )
TR 3 4 5 6 7 3 9




[Tpunoxenue Ne2

K MOJIOKEHHUIO O MOPSJAKE BEACHU
JTUYHBIX J1e]1 padOTHUKOB

O0J10KKa JJUYHOTI'O Jea

| @oHa No

|

| Omuce No |

Jlemo Ne

Muanekc nemna

(Ha3BaHHUE 0Opa30BaATE/IbHOM OpPraHu3alliy)

JIMHHOE JIEJIO No

(3aroJIOBOK a€/14a)

JlaTa Hayasa

JlaTa OKOHYaHUS




[Tpunoxenue Ne3

K MOJIOKEHHUIO O MOPSIKE BEACHUS
JTAYHBIX J1€]1 paOOTHUKOB

Ha JIUCTax

XPaHUTH JIET

-

@ona No
Omnuce No
Jleno No
BHYTPEHHAA OITUCH
NOKYMEHTOB Jiesia No
No Muaekc Jlara Ha3BaHnue Howmep [Ipumeyanus
/1 TOKYMEHTA JTOKYMEHTA TOKYMEHTA JIUCTOB
nena

HToro: JTOKYMEHTOB

(LMpamMm U MPONUCHIO)

Komr4yecTBO JIMCTOB BHYTPEHHEN OIUCH

(LdpaMHu U MPOINMCHIO)

OTBETCTBEHHBIH 34




[TpunoxeHue Ned
K IMOJIOKEHMIO O NMOPAAKE BEIEHHUS
JIMUHBIX 1eJ1 pa0OTHUKOB

KaJpPOBBIA YYET:

(MOJAMHCH)

« » 202 rona

®.1.0.

JIOIKHOCTBD

JInuynoe nemo No

JlaTa 03HaKOMJICHHUS II€1arora [Toanuce neaarora OTMeTKH, IPUMEUYAHUS,

H COTPYAHHMKA C JINYHBIM COTPYAHHKA 3aMEUYaHU s
JIEJIOM




[Tpunoxenune Nos

K MOJI0KEHUIO O TIOPAIKE BEJICHUSA

JIMYHBIX e PaOOTHUKOB

OTMeTKa 0 pe3y ibTaTax eKeroaHoi NMpoBepKH COCTOSTHUA H
HAJIMYMSA JJHYHOIO Jesia

O.N.0.

JIOJPKHOCTB

JImaaoe nemo No

Jlara nnpoBepkH

D .1.0. yjieHOB
KOMUCCHHU

| lonmucu 4j1eHORB
KOMHUCCHH

Pe3ynbTart nipoBepku




[Ipunoxenue Neb
K MOJIO)KEHUIO O MOPAIKE BEACHUS
JIAYHBIX JI€J1 pa0OTHUKOB

JIHYHBIH JIUCTOK MO yYeTy KaJpoB

1. Oamuiaug

Ums OT4YeCcTBO
2. llon

3. lom, uucio u MecsI poKIACHHUS

4. Mecto poxaeHus

(ceno, AepeBHA, ropo, panoH, 001acTh)

). l'paxaancTBo

6. OOpa3zoBanue

Hazpanue DakynsTeT lon [on bEcnu He Kakyro
y4eOHOro UJIA IIOCTYIUICHUS | OKOHYAaHHUA | OKOHYHII, TO | CIICHHAIBHOCTD

3aBC/ICHHA | CTO OTAEJICHHUE WJIH yXO0/Ja C KaKoro MOJyH9HJI B
MECTOHAXO0XKICHUE Kypca yIe pe3yJbTaTe

OKOHYaHHS
y4eOHOro
3aBEJICHUSI,
yKa3aTb No
JIUILIIOMA WUJTH

Y I0CTOBEPEHHUS

7. Kaxkumu mHOCTpaHHBIMH S3BIKAMH BJIAJEETE

(YMTAETE U NEPEBOIAUTE CO CIIOBAPEM, UMTAETE U MOKETE OOBACHATHLCA, BilajeeTe CBOOOIHO)

8. Y4eHas CTENEHb, YUEHOE 3BAHHE

9. Kakue umeere Hay4YHbIE TPY bl H H300PETEHHUS




10. Beimosiagemas padoTa ¢ Hadajia Tpy/A0BOM AeATEILHOCTH (BK/IHOYAs y4eOy B BBICIIMX U CPEJTHHUX
CIIELIAAJIbHBIX YUEOHBIX 3aBE/ICHUX, BOEHHYIO CJIYKO0Y U padOTy IO COBMECTUTEIILCTRY )

Mecs 1 roa JIOJIKHOCTB C YKa3aHUEM YUPEIKICHUS, MecToHax0XIeHHE
[IOCTYIIJICHUA yXxoJa OpraHu3anuy, NPeaANpUusiTUs, a TAaKKE YUPCKIACHHA,
MHHUCTEPCTBA (BEJIOMCTRBA) OpraHu3alivy,
[IpeaIpUusITUs

11. IIpeOriBanue 3a rpanuueit (padora, ciayxeOHas KOMaHAUPOBKA, ITOE3/IKa C AeIeraiueil)

Mecsn u roa B kakoli cTpaHe Llens nnpeObIBaHus 3a
C KaKoro [0 KaKoe rpaHUIIEH
BPEMEHH BpeMs

12. YyacTue B BRIOOPHBIX OpraHax

Mecto BEIOOPHOTO HazBanue BeiOOpHOrOo | B KadecrtBe KOro ['on

opraHa OprasHa BbLIOpaH M30paHus | BBIOBITHS

:

13. Kakue umeere npaBUTEILCTBEHHBIC HArpa/ibl

Korsa u keM HarpaxiaeH
14. OTHOIIEHHE K BOUHCKHUM O00S3aHHOCTSIM U BOMHCKOE 3BaHUE

CocTan Pomx BOMCK

(KOMaH/AHbIH, NOJTUTHYECKHUH, aAMUHUCTPATUBHBINA, TCXHUYECKUN U T. 1.)

15. Cemelinoe noJ1oKeHUE B MOMEHT 3aII0THEHHUS JIMYHOT'O JIUCTKA

(YJICHBI CEMBH, C VKa3aHUEM BO3pacTa)

16. lomamnuii aapec

17. O05A3y0Ch CBOEBPEMEHHO H3BEIATh 000 BCEX M3MEHEHHAX JaHHBIX, BKIIOUYEHHBIX B JIHUHBIH
JIMCTOK I10 YYETY KaJpPOB.

« » 202  rona

[Ipunoxenue Neo7
K IMOJIOKEHUIO O MOPSAAKE BEICHUSA
JIMYHBIX A€ paOOTHUKOB



AHKETA

DamMuius

Hms

OT4yecTBO

JlaTa poxieHus

. I'pasxxnancTBO (€CIM M3MEHSUIH, TO YKAXKHUTE,
KOrJa U IO Kakou NMpUYHHE)

2. O0pa3zoBaHue, yuyeHas CTeNeHb (KOraa U Kakue
yuyeOHble  3aBECHMS OKOHYHJIH, HOMeEpa
TUIUIOMOB). CHenuaibHOCTL M KBaJH(HKAIlHS
10 JUILJIOMY

3. KakumMu MHOCTpaHHBIMH A3BbIKAMH U SI3BIKAMU
HapoaoB Pocculickoi denepaliiy BiIageeTe U B
KaKOH CTEIICHU (YMTAETE U MOXKETE

OOBACHATHCS, BlIafieeTe CBOOOTHO)

4. BeimosHsemMas padoTta ¢ Hayasia Tpy/I0BOM JIEATEIBHOCTH (BKITIOYAsi BOCHHYIO CIIykO0y H paboTy
10 COBMECTUTEILCTRY)

Mecsii 1 roa JIOJIDKHOCTE € yKa3aHUEM YUpexKIeHHS, MecToHaxoxaeHue
NOCTYILICHHS yXxo0/1a OpraHu3aiyu, IPeAIpUsaTHS, a TAKKe VUpPEKIACHHUS,
MHHUCTEPCTBA (BEIOMCTBA) OpraHu3allny,
| OpEeANPUITHS

>. Bamu 6nu3kue poACTBEHHUKH (JK€Ha, MYIK, OTEIl, MaTh, OpaThs, CECTPHI)

CreneHn Oamuius, ums, ['on Mecto paboTsl, AJpec mecra
pOICTBa OTYECTBO POXKICHUS NOJIKHOCTE KUTEJILCTBA

6. JlomamHuit anpec u Homep tenedoHa

7. IlaciopT MJIM IOKYMEHT, €ro 3aMEeHSIOLIN N

(HOMEp, cepus, KEM M KOr/ia BbiJaH)

8. JlonmosiHUTEIbHBIE CBEACHMS, KOTOPBIE BEI xkenaere cooOmmTh 0 cede

10. Ha xakoii ypoBeHs 3apiuiatel Bel paccunTeiBaere?



« » 202 roma

(IOJDKHOCTD OTBETCTBEHHOIO 3a KaJAPOBBIH YUET) (MOJAMUCH) (pacmu@poBKa MOANKMCH)

[Tpunoxenue Nog
K MOJIOKEHHIO O MOPAAKE BEACHUSA
JIAYHBIX AeJ1 paOOTHUKOB

JIUCT-3ABEPUTEJID nesia Ne

B aesne npommTo 1 npoHyMepoOBaHO JIACTOB

(udpamMu U IPOITKCHIO)

c No o No , B TOM YHUCJIE: JIMTEPHBIE HOMEpPA
JIMCTOB MPONYIIEHHBIE HOMEpa
JIMICTOB + JIMCTOB BHYTPEHHEM
OITHCH JTUCTOB

OcO0EeHHOCTH (DU3UYECKOTO COCTOSHHUS U Howmepa nucToB
GopmMupoBaHUs Jiea

OTBEeTCTBEHHBIA 3a
KaJIpOBBIM YYET

(MOAIHCH) (paciiMdpoBKa MOAMKUCH)

« » 202 rona




	‎C:\Users\user\Pictures\Сканы\1.pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (2).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (3).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (4).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (5).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (6).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (7).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (8).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (9).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (10).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (11).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (12).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (13).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (14).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (15).pdf‎
	‎C:\Users\user\Pictures\Сканы\Скан_20250318 (16).pdf‎

