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1. O61mme mo10xeHUst

1.1.  Hacrosmee Ilonoscenue o0  nopaoke  eedeHus  JUUHBIX  Oel
PabdomuuKos opraHu3aliii, OCYIIECTBISIIONIEH 00pa30BaTelIbHYIO0 JIE€SITEIbHOCTD,
pa3zpabotano B coorBeTcTBUU ¢ DenepanbHbiM 3aKk0HOM Ne 273-D3 ot 29.12.2012 «O6
obOpazoBanuu B Poccuiickoit @eneparnumny» ¢ u3MeHeHUsAMH OT 15 okTsadps 2025 roxaa,
@®enepanbHbiM  3akoHOM 0T 27.07.2006 Ne 152 «O mnepcoHandbHBIX JaHHBIX» C
u3MeHeHusMu ot 8 aBrycta 2024 rona, Ykazom [Ipesuaenta ot 30.05.2005 Ne 609 «O6
yTBepxkaeHun [1o0keHust 0 MepCOHATBHBIX JAHHBIX FOCYJIapPCTBEHHOTO CITYXKaIlEero
Poccuiickoii @enepanivu U BEACHUH €T0 JIUYHOTO Jieia» ¢ u3MEeHEeHUsIMU OT 10 oKTsI0ps
2024 roma, TpynoBeiMm Komexkcom Poccuiickoit ®enepanun, KoiuieKTUBHBIM
JIOTOBOPOM,  YCTaBOM  OpraHu3allii, OCYIIECTBIISIIONIEH  00pa3oBaTeNbHYIO
NEeSATEIbHOCTbD.

1.2. Jannoe [lonoxeHne onpeaenser NopsAa0K BeACHUS JIMYHBIX JIEIT I€1aroroB u
WHBIX COTPYJTHUKOB U paOOTHUKOB LIKOJIbI, OTIPEAEIISET NOPSAI0K POopMUpPOBaHUS, yUETa
W XpaHEHUs, BbIAAYM JIMYHBIX [T BO BpPEMEHHOE TIOJIb30BAaHHE, a TaKXKe
OTBETCTBEHHOCTb, IPaBa paOOTHUKOB U IUPEKTOPA 00pa30BaTEIHHON OpTraHU3aIIHH.

1.3. Hacrosmee IlomoxkeHue yTBep)KOaeTcs MPUKA30M MO IIKOJE U SABISETCA
00s13aTEIBHBIM JIJIS1 BCEX KATErOpUil MeIarornueckux U APyrux COTPYAHUKOB IITKOJIBI.

1.4. Benenue NUYHBIX AEN MENArOroB M COTPYAHUKOB IIKOJBI BO3J1araercs Ha
ClelMAIUCTa 1O KajJpaM OpraHu3alid, OCYUIECTBIISIIONIECH 00pa3oBaTebHYIO
NEeATEIbHOCTD.

1.5. JInuHOE nENI0 — OCHOBHOM JOKYMEHT IEPCOHAIBHOIO YYETa, COACPIKALINAN
HamOoJiee TOJHBIE CBEIECHUS O PAOOTHHKE OOpa30BaTEIBHOM OpPTaHU3AIMH U €ro
TPYIOBOWM JEATENbHOCTU. B JMYHOE €m0 BHOCSATCA CBEICHUS, CBS3AHHBIE C
MOCTYIIJICHUEM Ha paOOTy U YBOJIbHEHHUEM.

1.6. CBenenusi, coepkaiyecs B JIMYHOM JeJie, OTHOCITCS K KOHPUICHITUATHHON
nH(pOpMaIuU, UMEIOT OTPAHUYEHHBIN JOCTYI U Pa3TJIallleHUIO HE TTOJIeXKaT.

1.7. JInuHOE neio BeaeTcsl B TEUEHUE BCETO Neproia padoThl paOOTHHUKA.

1.8. Benenue HECKOIBKHMX JIMYHBIX JEJ OJHOIO pabOTHHKA 00pa3oBaTEIbHOMU
OpraHU3alliy HE JIOMyCKaeTCsl.

2. ITopsinoxk (popMHUpPOBAHUS JIUYHBIX J1€JI COTPYITHUKOB

2.1. ®opMmupoBaHHe JIMYHOIO  JeJla  [EeAaroroB M  COTPYIHHKOB
0011e00pa3oBaTeNbHON OpPraHU3aIuU MPOU3BOUTCS HEMOCPEICTBEHHO MOCHE MprueMa
B 00111€00pa30BaTEILHYIO0 OpPTaHU3AIMIO0 WK MEPEeBO/Ia MEeIaroroB U COTPYJAHUKOB U3
Ipyroi oOpa3oBaTeILHON OpraHU3alluu.

2.2. B cOOTBETCTBUM C HOPMATUBHBIMH IOKYMEHTaMU B JIMYHBIE J€J1A [1€1aroroB U
COTPYIHHKOB OpTaHU3AIMH, OCYIIECTBISIONICH 00pa30BaTeIbHYI0 ACATEIHHOCTD,
BKJIAJBIBAIOTCS CIEAYIOMINE JOKYMEHTHI: JLjisi rieiaroros:

e 3asiBIICHUE O IIpHEeMe Ha paldoTy;



3asIBJICHUE O COTJIACHMHU HA 00pabOTKY NMEPCOHABHBIX JAHHBIX MEarora;
CripaBKa O Hajgu4yuu (OTCYTCTBHUHU) CYAUMOCTH U (Win) (akTta yroJIOBHOTO
peciieIOBaHusl, BEIIAHHOTO COOTBETCTBYIOUIUM OPraHOM MPABOIOPSIIKA;
aBTOOHOTpadusi;
KOIIUS MAacTopTa WK WHOTO JOKYMEHTA, yIOCTOBEPSIONIETO JTUIHOCTD;
KOITHSI CTPAXOBOT'O CBHJIETEIHLCTBA TIEHCUOHHOTO CTPAaXOBAHUS;
KOIUS UICHTU(DUKAITMOHHOTO HOMEpa HAJIOTOTLIATEIIINKA;
KOIHS JOKYMEHTa BOMHCKOTO y4eTa (/1711 BOCHHOOOS3aHHBIX );
KOMUS CBUJIETEIHCTBA O 3aKJIIOUEHUU Opaka (Tpu HaJTU4KM);
KOIUS CBUJIETEIHCTBA O POKACHUU JieTel (TIpU HATMYKK);
KOIUU JOKYMEHTOB 00 00pa30oBaHuu;
KOIUY JOKYMEHTOB O KBaTU(UKAIMKN WM HAUTHYNE CTICIHANTBHBIX 3HAHUH (TIPH
HaJIM4Yun);
KOITUU aTTECTAIMOHHBIX JIUCTOB (IIPH HATUYHUH);
KOIUU JJOKYMEHTOB O HArpaKAEHUU (MPU HATUYHH);
XapaKTEPUCTUKHU, PEKOMEHIaTeJIbHbIE MUChMa (MPU HATUYHHN );
IpHUKa3 0 IpueMe Ha padoTy;
IpHUKa3 0 IEPEBOJIC HA UHYIO JOJIKHOCTD (IIPU HAIIMYWN);
JOJDKHOCTHAS. MHCTPYKITUS (JIOJDKHOCTHBIC MHCTPYKIIMM C MOMEHTA Ha3HAYEHUS
Ha BCE JIOJKHOCTH);
TPYJIOBOWM JIOTOBOp (C TOCHEAYIOIIUM  BKJIOUCHHEM  JOTOJHUTEIbHBIX
COTJIAIIEHUM K TPYJIOBOMY JIOTOBOPY);
TPYJIOBYIO KHUXKKY;
MEUITUHCKYIO KHUXKKY.
s paOOTHHUKOB:

3asBJICHHE O TIpHEMe Ha padoTy;

3asiBJICHHE O COTIACHM Ha 00pabOTKy NMEePCOHATBHBIX JIAHHBIX TEJIarora;
CIpaBKa O HaIM4UMU (OTCYTCTBHM) CYAMMOCTH M (uUiu) ¢akTa yrojJoBHOTO
peciieJOBaHusl, BBIIAHHOTO COOTBETCTBYIOLIMM OPTraHOM MPABOIOPSIIKA;
aBroomorpadus;

KOITHS MMacTopTa WM UHOTO JOKYMEHTA, yIOCTOBEPSIIOIIErO JUYHOCTB;
KOIHS CTPAXOBOI'O CBHUJIETEIBCTBA IEHCUOHHOTO CTPAaXOBaHUS;

KOMUS UICHTU(UKALMOHHOTO HOMEpa HAJIOTOIUIAaTEbIINKA;

KOMNUS JOKyMEHTa BOMHCKOTO y4eTa (/1711 BOEHHOOOS3aHHBIX);

KOIUS CBUJIETEIHCTBA O 3aKJIIOUEHUU Opaka (TpHu HaJTu4Km);

KOIIUS CBUJIETEILCTBA O POXKICHUU AeTel (IpU HAIUYUH);

KOIUU TIOKyMEHTOB 00 00pa3oBaHuy;

KOIUU JOKYMEHTOB O HArpaKAEHUU (MPU HATUYHH);

XapaKTEPUCTHKH, PEKOMEHIaTEIbHbIE MHUChbMa (TIPY HAJTUYHH );



o TIPHKa3 O MpUEME Ha paboTy;

o TIPUKa3 O MEePEeBOJIC HAa MHYIO JOJDKHOCTH (TP HATUYHH);

¢ JIOJDKHOCTHAsI MHCTPYKLUS (JOKHOCTHBIE MHCTPYKIIUM C MOMEHTA Ha3HAuCHUs
Ha BCe JOJDKHOCTH);

e TpPYIOBOW IOTOBOP (C TIOCHEAYIOUIMM BKIIOYCHHEM JOTIOJHUTEIHHBIX
COTJIAIIICHUH K TPYJOBOMY JOTOBOPY);

o TPYIOBYIO KHUXKKY;

e MEIUIUHCKYIO KHUXKKY.

PaboTonarens opopmiser:

o TPYIOBOM JAOTOBOP B JABYX JK3EMILIAPAX;
o IIpHKa3 O MpueMe Ha paboTy (0 mepeMeleHNH Ha APYTUe JOHKHOCTH);
o JIMYHYIO KapTOouKy Ne T-2;
e JIOJDKHOCTHYIO MHCTPYKIIMIO B IBYX JK3EMILIIPAX.
PaboTo/1aTens 3HaKOMMT:

C HOPMAaTUBHO-NPABOBBIMU JOKYMEHTaMM MIKOJIbI (YcTaBoM, KoJIeKTUBHBIM

noroBopoM, [IpaBunamMu Tpy0BOTO pactopsika U Jp. JOKaIbHBIMHU aKTaMu);

e C JOJDKHOCTHOW MHCTPYKLIMEN;

e TPOBOJUT BBOJHBIA HHCTPYKTAXK, MHCTPYKTAXK MO OXPAHE TPY1d, UHCTPYKTAK IO
MPOTHUBOIIOXKAPHON OE30IaCHOCTH.

2.4. IlepBuuHoe oopmMiieHHE JIMYHOTO JIeia TpeayCMaTPUBAET:

MIPUCBOCHUE JIMYHOMY JIeJTy HOMEpa COTJIAaCHO JKypHAIy ydeTa JUYHBIX el
(mpunoxxenue Ne 1);

e TMpOCTaBJICHUE HA OOJOXKKE JMYHOTO Jena (mpuiokenue No 2) clemyronux
PEKBU3UTOB: MHJEKC Jeina (B COOTBETCTBUM C HOMEHKIATYypOW Jei
00111e00pa3oBaTeIbHOM OpraHu3alllu; MTOJTHOE HaMCHOBAHUE
0011e00pa3oBaTeNbHON OpraHU3allii; HOMEP JIMYHOTO Jena; (pamMuwius ums
OTYECTBO pabOTHHWKA B WMCHHTEILHOM Tajeke; AaThl — TOJ Hadajga W TOJ
OKOHYAHMSI BEJACHUS JIeJIa; KOJTMIECTBO JIUCTOB; CPOK XPaHEHUS;

o TIOMEIIEHUE JOKYMEHTOB, IMOICKANIUX XPAHEHHUIO B COCTAaBE JIMYHBIX JEN, B
XPOHOJIOTHYECKOM TMOPSAKE:

- BHYTPEHHSIS OMUCHh TOKYMEHTOB Jiena (nmpuiioxkenue Ne 3);

- JINYHBIN JTUCTOK MO y4eTy KaapoB (rpuioxeHus Ne 6);

- 3asIBJIEHUE O preMe Ha paboTy;

- MpUKa3 o npueMe Ha paboTy;

- TPYAOBOU JOTOBOD;

- JIOTOBOp O IIOJIHOM MaTepualibHOW OTBETCTBEHHOCTH (eciid pabOTHUK —
MaTepuaIbHO OTBETCTBEHHOE JIHIIO);
- XapaKTePUCTUKU U PEKOMEHATEeIIbHBIC TTUCHMA;
- coriacue Ha 00pabOTKy MePCOHATHHBIX TAHHBIX.



2.5. JIucThl JOKYMEHTOB, IOMEUIEHHBIX B JUYHOE JEJI0, OJIEXKAT HyMEpaluu.

2.6. C nenpro o0ecnieueHrs HaIEKAIEH COXPaHHOCTH JIMYHOTO JIeJla MEeJaroron
U COTPYJHUKOB 001€00pa30BaTEIbHON OpraHu3aluy U y100CcTBa B OOpAILLEHUU C HUM
npyu GOPMHUPOBAHUU JOKYMEHTHI IOMEIIAIOTCS B OTAEIbHYIO nanky. [Ipu yBogpHEHUH
paboTHUKA MPOIIMBAIOTCS HUTKAMH U CAAIOTCS B apXUB.

2.7. BHYTpeHHss ONHUCh JOKYMEHTOB, MMEIOIIUXCA B JIMYHOM JEN€, NOJIKHA
coJlepKaTh CBEACHHS O TOPSIKOBBIX HOMEpax, HAUMEHOBAaHUSAX JIOKYMEHTOB JIena,
KOJIMYECTBE JINCTOB, 1aTax BKIFOUEHUS JOKYMEHTOB B IMYHOE JEJI0 U U3BATUS U3 Jea,
a TaK)Ke KEM U3bAT JOKYMEHT U 10 KaKOW IpUYHHE.

2.8. BHYTpeHHs OIUCh COCTABIISIETCA HA OTIEJIBHOM JIMCTE MO YCTaHOBJIEHHOU
¢dopme. JIucThl BHyTpEHHEHN OMUCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpu noAroTOBKE JIMYHBIX JEN K Iepeladye Ha XPaHEHHUE K BHYTPEHHEN ONUCH
COCTaBJISIETCSl MTOTOBasi 3alKCh, B KOTOPOM YyKa3bIlBaeTcad LU(PpaMU U MPONHCHIO
KOJIMYECTBO BKJIIOUEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIENA.

3. llopsaaoK BeeHUsI JUYHBIX JieJ1 NeJaroroB U COTPyAHUKOB OPraHU3alNu,
OCYLIEeCTBJIAIONIIEH 00Pa30BaTe/IbHYI0 1eATEIbHOCTH

3.1. JIuyHOE €510 NeAaroroB U COTPYIHUKOB 00111€00pa30BaTeNbHOM OpraHu3aluu
BEJETCSI B TEUYEHHWE BCEro Imepuoja pabdoThl KaXJOro Iegarora M COTpyIAHHKA B
0011e00pa3oBaTeNbHON OpraHU3aluu.

3.2. JlanpHeumee BEOECHHWE JIMYHOTO Jeja MEeJaroroB M COTPYAHUKOB
0011e00pa3oBaTeIbHOM  OpraHW3alyMyd  OPeaycCMaTpUBaeT TMOMEIIEHHE B  JEN0
JIOKYMEHTOB, O0Opa3ymoluxcsa B Ipoiecce paldodelt NesITeIbHOCTH W HMEIOUIUX
3HAYEHHE JUISl TPYLOBBIX OTHOILICHHA:

o JIONOJIHEHHE K JIUYHOMY JIMCTKY 10 YY€TY KaJpOB;

o JIONOJIHUTEJIBHBIE COVIAIIEHUS K TPYIOBOMY JIOIOBOPY;

e KONWM IPUKA30B MO JUYHOMY COCTaBY, KOTOpBIE KacarTCs I€JaroroB H
COTPYJIHUKOB 00111€00pa30BaTEILHON OpraHu3aliy;

e OT3BIBBI JIOJDKHOCTHBIX JIMI] O TEAarore M COTpyAHHKE 0011eo0pa3oBaTebHOM
OpraHu3allly;

e KOIIMHU JTIOKYMEHTOB O MOBBIIIEHUN KBATU(UKALINY;

e KOMHH CepTU(UKATOB, TPAMOT;

¢ JIMCT — 3aBEPUTEIIH JIeja (COCTABISIOT P CAAaYe JUYHOIO JENIa B APXUB);

e HHBIE JOKYMEHTBHI.

3.3. B uensix obecrniedeHnst KOHTPOJIS 32 COXPAaHHOCTBIO M aKTYaIbHOCTBIO JIMYHBIX
nen B o01eo0pa3oBaTe/IbHONM OpraHu3aluu exeroaHo (He mo3aHee | kBaprana roja,
CJIEYIOILETrO 32 OTYETHBIM ) IPOU3BOJUTCS MPOBEPKA UX HAIMYMSI U COCTOSHUSL.

3.4. ExXerogHyro IpOBEPKY COCTOSHUS JIMYHBIX J€]1 Ha IPEAMET COXPaHHOCTU
BKJIFOYEHHBIX B HEr0 JIOKYMEHTOB NPOBOAUT CIELHAIBHO CO3JaHHass Komuccus. O
IIPOBE/ICHHBIX MPOBEPKAX JENAETCS OTMETKA B JIUCTE O PEe3yJbTaTax €XeroJHou



IIPOBEPKU COCTOSIHUS U HAIMYUS JIMYHOTO Je1a (mpuitoskeHne Ne 5) U COCTaBIISIETCS aKT.
Pe3ynbTaThl MPOBEPKH JIMYHBIX A€ B 0053aTEIIbBHOM MOPSAIKE JOBOJAITCS IO TUPEKTOpa
00111e00pa3oBaTeNbHON OpraHu3alluu.

4. Tlopsaaok y4éra M XpaHeHHUsI JUYHBIX [eJ MeJAroroB M COTPYIHHMKOB
OPraHM3alMH, OCYHIECTBJIAIOIIEH 00Pa30BaTe/JIbHYIO 1eATeJIbHOCTh

4.1. XpaHeHHe M y4YeT JIMYHBIX JEJI MEeAaroroB U COTPYJHUKOB OpraHU3aLIHH,
OCYIIECTBISIONIEH 00pa30BaTENbHYIO JESATEIbHOCTh, OPTaHU3YIOTCS C LIENBI0 OBICTPOTO
1 0e30IIMO0YHOr0 MOMCKAa JIMYHBIX Jel, O00ECHEYeHUs] MX COXPAaHHOCTH, a TaKKe
oOecreueHns KOH(UIEHIIMATLHOCTH CBEICHUI, COJIEPKAIMUXCS B TOKYMEHTAX JIMYHBIX
1€, OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2. JluuHple nena COTPYJHUKOB XpaHATCA B ceilpe oOmeoOpasoBaTenbHON
OpraHu3aLMH.

4.3. TpyaoBble 1 METULIMHCKUE KHUKKHA XPAHSITCS OTIEIBHO B ceilde.

4.4. TocTyn K TUYHBIM JieJIaM ME€IaroroB U COTPYIHUKOB 00111€00pa30BaTeIbHON
OpraHu3allMd MMEIOT TOJBKO CEKpeTapb, CHEMUAJINCT MO Kajapam, JAUPEKTOp
o011e00pa3oBaTeIbHON OPraHu3aluy JIMOO 3aMECTUTENN TUPEKTOpa MPHU UCIIOTHEHUH
00s13aHHOCTEN TupeKTopa 00111e00pa30BaTEIbHON OpraHnu3alku.

4.5. Cucrematusanusi  JIMYHBIX  JE€1  NEJAaroroB M COTPYJIHHUKOB
00111600pa30BaTEIbHON OpraHu3aliuy MPOU3BOIUTCS B alihaBUTHOM TOPSIIKE.

4.6. Jluu"eple Jena TMENAaroroB U COTPYJHUKOB  0O0IIE0Opa3zoBaTelbHON
OpraHu3alliMi, HMMEIOLIUX TOCYJapCTBEHHbIE 3BaHUS, IMPEMUU, HArpaabl, Yy4YEeHbIC
CTENEHU U 3BaHUA, XPAHATCS MMOCTOSIHHO, @ OCTAJbHBIX COTPYAHUKOB — 75 JIET C rojaa
yBOJIbHEHHsSI paboTHHKa (B cooTBeTcTBUM C llepeyHeM TUIIOBBIX YMPaBICHUYECKUX
JIOKYMEHTOB).

5. ITopsiioK BbIIa4H1 JIUYHBIX JIeJI BO BpeMEHHOE M0JIb30BAHHE

5.1. Beigaya JIU4HBIX J1e7 (OTAETbHBIX TOKYMEHTOB B COCTaBE JIMYHOTO JI€Jia) BO
BPEMEHHOE M0JIb30BaHUE MPOU3BOAUTCS C paspenieHus TUPEKTOpa
0011e00pa30BaTeIbHON  OpraHu3alMi MO 3asBJICHUI0 COTPYJHUKA OpraHU3alluu,
OCYUIECTBJISIONIENH 00pa30BaATENbHYIO AESTEIbHOCTD.

5.2. Pabora (03HaKOMJIEHHWE) C JUYHBIMU JIeJITaMU TIEJJaTOTOB M COTPYJAHHKOB
0011e00pa3oBaTeNbHON OpraHU3aluy MPONU3BOIUTCS B MPUEMHON JTUpEeKTOpa. B KoHIIE
pabouero JHS CEKpeTaph WK CHEIUAINCT MO KajapaMm o0s3aHa yOSAUThCS B TOM, YTO
BCE JIMYHBIE JEJIa, BBIJIAHHBIE BO BPEMEHHOE MOJIb30BAHHUE, BO3BPAILECHBI HA MECTO
XpaHEHHsI U €CTh JII HEOOXOIMMOCTh ISl MPUHATHS MEP K MX BO3BPALICHUIO WU
PO3BICKY.

5.3. dakT BbIIaYU JIMYHOTO Jesia (PUKCUPYETCS B KOHTPOJIBHOM KypHaJe.

5.4. U3patue OTAENBbHBIX AOKYMEHTOB M3 JIMYHOIO JieJla IPOU3BOAMUTCS C
pasperieHus JUpeKTopa 00IIeo0pa3oBaTeIbHOM OpraHu3auu ¢ o(QOpPMIICHHEM
cooTBeTcTByIomEel 3amucu B Tpade «lIpumeuanue» BHyTpeHnHed ommcu. [lpu



BPEMEHHOM U3BATUU JIOKYMEHTa Ha €ro MecTo (MEeXAy JMCTaMH COCEIHHUX
JIOKYMEHTOB) BKJIAJbIBACTCS CIPABKA-3aMECTUTENIb C YKa3aHWEM JlaThl M TPUYMH
U3BATHS C TIOJNUCHIO JIUIIA, BBIIABIIETO IOKYMEHT, U MOAMKUCHIO JIUIIA, TOJTYYHBIIETO
€ro BO BPEMEHHOE MOJIb30BaHHE.

6. OdopmiieHne JMYHBIX JeJ1 Nepe] caadyeil B apXuB

6.1. Odopmienue IWYHBIX JAeN JAJsS TepeJayd B apXWB TMPOU3BOJIUTCS
CHEIHATMCTOM IO KaJapaMm oO0IIeo0pa3oBaTeIbHON OpraHu3aluu. JTa Mpoleaypa
BKJIIOYAET:

e TOJIIMBKY (TIEPEIUIET) JIeNa;

e YTOUHEHHE HyMepalliH JIUCTOB JIEJa;

e COCTaBJICHUE JINCTa-3aBepUTeNs (puioxeHue Ne 8);

¢ cocCTaBlieHHE (YTOYHEHHE) BHYTPEHHEH OIKUCH;

o BHECEHHE YTOUYHEHUH B PEKBU3UTHI JTUIEBOM OOJIOKKH Jea.

6.2. Jlucr-3aBepuTens Aena AOJDKEH MOANUCATh €r0 COCTABUTEIb, MPU 3TOM
aenaercsi pacmu@poBKa JOMKHOCTH W TOAMKCH, MPOCTaBIseTCsS aaTa. B mpoiecce
UCIIOJb30BAaHUSI ~ ApPXUBHBIX  JOKYMEHTOB B  JIUCTE-3aBEpUTEIE  JIETAIOTCS
COOTBETCTByIOIIME OTMETKU. Ecnm peno moammro 6e3 JMcTa-3aBEpUTENs, TO €ro
CJIETyeT HAKJIECUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH JIea.

6.3. C nenbto o0ecrneyeHus COXPaHHOCTH JIMYHBIX JEJI PEKOMEHIYETCS:

o O0BEAMHATH MHAWBHUIyATbHBIC JIMYHBIC JIEJIa YBOJCHHBIX COTPYIHUKOB B OJIHY
00J10kKY (00BEUMHEHHOE JIEJI0) C TAKMM PacueToM, 4TOObI 00BEM Jieiia (ToMa) He
npesbiman 250 aucToB (MyTeM CIIMBKM MaTepuajoB MHAWBUIAYAJIbHBIX JEI IO
ro/iaM YBOJIbHEHUS);

e pacrmoyiaraTh MaTepuaibl WHIUBUIYAJIBHBIX 7€ B Mpeaenax jaena (Toma) B
angaBuTHOM mopsiAKe (1Mo ¢GaMUIIBHO), OTIENSAS MaTepualbl, OTHOCAIIUECS K
Pa3HBIM WHIUBUTYAIBHBIM JIEIaM, YUCTHIM JINCTOM OyMaru ¢ yKa3aHhueM Ha HEM
damMunuyu, UMEHH M OTYECTBAa COOTBETCTBYIONIETO YBOJEHHOTO TMEaarora u
COTpyJHHKA 00111€00pa30BaTeIbHON OpraHu3alliy;

e CHaOXkaTh KaxJI0€ OOBEIWHEHHOE JeJ0 (TOM) BHYTPEHHEH OIUCHIO C
nepevucieHueM (paMuinii, IMEH U OTYECTB U YKa3aHHEM HOMEPOB CTpaHMII, B
npeenaax KOTOPBIX pacloI0KEHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenaua TMUHBIX A€ B apXUB OCYILIECTBIISIETCS HE MO3HEE TPEX JIET MOCIIe
3aBEpUICHMsS UX B JIEJIONPOU3BOJICTBE B COOTBETCTBUU C rpadukom. [IpenBapurenbHo
CEKpeTapeM, CIEHUAINCTOM IO KaJapaM MpOBEpseTCsS IMOJMHOTAa W MPaBHIBHOCTH
MOJATOTOBKM JHUYHBIX e K Tepenade. BhIsSBICHHbIE TpU TMPOBEPKE HEIOCTATKH
YCTPAHSIOTCS CEKpeTapeM, CHelHalucToM 1o kaapaMm. llepenmayua u mnpuem
MPOU3BOJATCS MO OMHCH C MPOCTAHOBKOM OTMETOK O HAJIWYHM JUYHBIX Jel. 6.5.
JIuunple naena MEAaroroB U COTPYAHHKOB 0OIIe00pa3oBaTEeIbHOM OpraHU3allly,
3aKOHYEHHbIE J1€J0NPOon3BOACTBOM 10 | siHBaps 2003 roxa, xpansarcs 75 net, nocie 1



saBapst 2003 roma — 50 nmer. JluuHple aema AWpeKTOpa, TIABHOTO OyXraiaTepa
0011e00pa3oBaTeNbHON OpraHu3alid UMEIOT TTOCTOSIHHBIN CPOK XpaHEHHUS.

7. OTBETCTBEHHOCTD

7.1. Tlemaroru U COTPYOHUKHU O0OII€OOpa30BATEIBHON OpraHU3aAIMKU OO0sS3aHbI
CBOEBPEMEHHO MPEACTABIATh CEKPETAPI0 WM CHEUANMCTY [0 KaJpaMm CBEIEHUs 00
M3MEHEHHUH B TIEPCOHAIBHBIX JJAHHBIX, BKIIFOYEHHBIX B COCTaB JIMYHOTO JeJa.

7.2. Paboronarens 00ecreunBaeT:

e COXPaHHOCTH JIMYHBIX €N MEJAaroroB M COTPYAHHKOB 0OIIe00pa3oBaTeIbHON
OpraHu3allly;

o KOH(pUACHIMAIBHOCTb CBEJACHUHN, COEPKAIIMXCS B JIMYHBIX JIeJaX MeJIaroroB v
COTPYJIHHUKOB.

8. IIpaBa padoroaarte/iss U padOTHUKA

8.1. lna oOecrieyeHus: 3alIuThl MEPCOHATBHBIX JAHHBIX, KOTOPHIE XPaHSITCS B
JUYHBIX JIeJlaX I[eJaroroB M COTPYJHUKOB 0O0I€00pa30BaTeIbHON OpraHU3alNH,
MEJAroru U COTPYIHUKH 0011e00pa30BaTENbHON OpraHru3alii UMEOT IPaBo:

e TOJYYUTH MOJHYIO UHPOPMAIIMIO O CBOMX MEPCOHAIIBHBIX JAHHBIX U 00pabOTKe
ATUX JIAHHBIX;

¢ TOJYYUTH CBOOOJHBIN TOCTYI K CBOMM MEPCOHATBHBIM JIAHHBIM;

e TOJIYYUTh KONHUM JIOKYMEHTOB, XpaHSIIHMECS B JUYHOM JIeJI€ U COAECpKAIINe
MepCcoHaIbHbIE JaHHBIE.

o TpeOoOBaTh HCKIIOUECHHUS WJIM HCHPABJICHUS HEBEPHBIX M  HEMOJHBIX
MIePCOHAIIBHBIX JTAHHBIX.

8.2. PaboTonmarens umeeT mpaBo:

o o0O0OpabarbiBaTh  MEpPCOHANbHBIC  JIAaHHBIE  TEJAroroB ©  COTPYHHUKOB
001eo0pa3oBaTebHON OpraHu3alii, B TOM YHCJIE€ M Ha DJIEKTPOHHBIX
HOCHTEIIAX;

e 3aIpPOCUTH OT MENArOoroB U COTPYJHUKOB OOLIC00pa30BaTEIbHON OpraHU3alNH
BCIO HEOOXOAMMYIO0 HHQOpMAIUIO JJIs BEICHUSI JIMYHBIX T U 00paboTKu
NIEPCOHAJILHBIX JTaHHBIX.

9. 3aKJII0YNTE/IbHbIE MOJIOKEHUSI

9.1.  Hacrosmee [lonodicenue o  nopsoke  6edeHus  JUYHBLIX  Oell
PaAboOmMHUKO8 ABISIETCS  JIOKAJTbHBIM ~ HOPMATHBHBIM ~ aKTOM, TPUHUMAETCS Ha
[lemaroruyeckoM coBeTE IMKOJIBI W YyTBEp)KAaeTcs (IuOO BBOAMUTCS B JIEHCTBHE)
OpPUKAa30M  JIUPEKTOpa  OpraHu3allid,  OCYIIECTBISIOMIEH  oOpa3oBaTeIbHYIO
NS TEIbHOCTbD.

9.2. Bce u3MmeHeHMss U JIOINOJIHEHMs, BHOCHUMBbIE B HacTosgilee I[lonoxeHue,
opopMISIOTCST B MHUChbMEHHOM  ¢GopMe B COOTBETCTBHUU  JCHCTBYIOIIUM
3aKoHoaTenbcTBOM Poccuiickoit @enepaunn. 9.3. IlonoxxkeHne o MOpsIKE BEACHUS
JUYHBIX e pPaOOTHUKOB O00pa30BaTEIbHOW OpraHU3ANMHM TMPUHAMACTCS Ha



HEOIPENENEHHbIA CPpOK. M3meHenus u nonosiHeHusa K [10M0KeHu0 NpuHUMAarOTCS B
nopsike, mpeaycMoTpeHHoMm 11.9.1. Hactosiero [lonoxeHus.
9.4. Tlocne npunsaTus IlonoxxeHust (UM U3MEHEHUNM W JOMOJHEHUM OTACIBHBIX

NyHKTOB M Pa3/ieJIOB) B HOBOM peAaKIMHM TPEABIAYINAas peaakius aBTOMATHYECKH
yTpauuBaeT CHUILY.



Hypnan ydera IUYHBIX 1€

[Mpunoxenne Nel

K NOJOMCHHID O TOPAIKE BCICHHSA
JTHYHBIX T2 paﬁDTHHKGB

Na Mata Pamvuana, | Tabenw- | Jomxuocts | CTpykTVp- Jara n Jarta u [pumena-
o/ ofopsie- HMA, HBIH {npopec- HOE HOMEp HOMEP HHE
0 | HHA AHYHOTO | OTHCCTBO HOMEP cu, noeapasie- npHKaza npHKaza
ena negarora H CICUHATL JACHHE {pacnops- {pacnopa-
COTPYIHHEA HOCTE) WEHHA) O ACHHA) O
negarora v npHeEME npeKpanie-
COTPYIHHKR nejarora i HHH
COTPYIAHHKA | (pacTopme-
Ha paboTy HITH)
TPYIOROTO
JOTOBOPA ©
TearoroM u
COTPYIHHKOM
{yROJIRHE
HHI)
2 3 4 5 6 7 g 9

10




Mpunomenne Nl
K MOMOMKEHII0 0 TIOPAIKE BEICHHA
JAMHHEIX TEN pafoTHHKOR

O610%Ka IMYHOTO 1e1a

Pong Ne
Onuce Ne

Jemo Ne

Hunexc pena

(HasRanne Dﬁp&l‘il}l\.‘]ﬁ]’tl;lll}ﬁ QPTRHHIAINN )

JIMHHOE AEJIO Ko

(BT 0I0BOK Jei)

Ilara nawana

,J]"dT‘d OROH4YaHHA

Ha JIMCTAX
XpaHuTs ner
dorg Ne
Omice Ne
Heno Ne

11



Mpunowenne Ne3

K NOMOECHHKD O NOPALKE BCOICHHA

BHYTPEHHS15 OITUCh
OOKyMEHTOB aena Ne

JTHYHBIX T2 paﬁDTH]-l KOB

No Hanexc Hara Hazpanne Homep [Ipumesanms
n/m JOKYMEHTA JOKYMEHTA JOKYMEHTA JHCTOR
aena
Hroro: JIOKYMEHTOR

(ITApEME T MPOTTHCE)

Konuuectso THCTOR BHYTDEHHﬁﬁ OITHCH
(Lo paniss B IPGIHEERY )

OTBETCTRCHILIH 3a
KaJpOBRIH y4eT:

(MOIIHCE )

« » 202 rona

12




©.1.0.

Mpunomenne Ned
K NONOKEHHI 0 NOPAIKS BEICHHS
JHYHEIX 1en paGoTHHKOR

HomxnocTs

Juynoe geno Ne

Jara o3HaKoMIeHHs nejgarora
H COTPYIHHKA C JINTHEIM
TIESTOM

TMoanucs negarora 1
COTPYIOHHKA

OTMETKH, NIPHMEYaHHA,
3aMedannd

13




Mpunomenne Ned

K NOMOMECHHKY O NOPAIKE BCOCHHA

JHYHBIX O paﬁml-:u KOB

OTmeTKa 0 Pe3viaLTaTax eReroHon MpOBEPKH COCTOHHHS
H HAJTHYHA JIHYHOTO J¢)1a

$.H.0.

Jom#xnocTh

Jlnguoe geno Ne

Hara nporepku

B H.0O. unevor
KOMHCCHH

Tlonnwuewn uneHoR
KOMHCCHH

PesynbraT npoReprH

14




Mpunowenne Nef
K NON0IKSHHIO O TOPAIKE BECHHA
JHHHBIX e/ PafOTHHEOR

JINUHBIH THCTOK 10 YUeTY KaAPOR

1. damunua

Hma OTYeCTRO

2. Tlon

3. lox, 9HCno W MecAT posKISHHA

4. Mecto poxaenus

(ceno, AepeBnd, TOpon, paiom, oiIacTs )

5. I'paxancTBO

6. ObpazoBaHue

Hazpanue daxynsTeT Ton Ton Ecnn ne Kaxyio
yuaedHOTO WITH TOCTYNNCHNA | OKOHYAHHA | OKOHYHI, TO | CHCHHATEHOCTE
3aBEJICHHA U €ro OTCICHHE HJIH yX0Ja ¢ KaKoT) HOIVIHT B
MECTOHAX 0 IEHHE Kypca yiien pe3yIbTaTe
OKOHYAHHH
yuetHoro
FABCIEHHA,
yKazaTe No
JIHTIIOMA HITH
VIOCTOBCPCHHA

7. KakuMy HHOCTPAHHBIMHK AZBIKAMEH BlAjleeTe

(WHTAETE W MePeBeIRTE CO CIOBAPEM, THTALTS H MOKeTe 00LACHATLEA, BIMIRCTE CRODOIHG )

8. YueHas CTENEeHb, YUEHOE 3BAHHE

9. Kakne umMeere HayqIHLIC TPYILI H H‘SDEIFFCTC]IHH

15




10. Beinonusaemad padora ¢ nadana TpyLoBOH ACATCINRHOCTH (BKIIO4ad y4edy B BBICIIHX H
CPeHHX ClIelHANBHEIX YueOHBIX 3aBeeHHAN, BOSHHYIO cly:KkOY H padoTy 10 COBMECTHTENLCTRY)

MECH'I[ H roma HDH]’I{H{JCTB C :,J'Ifﬁ.'ial-l HEM YHDCHIICHHA, MECT(‘IHED(U'}KRIEHHE
HOCTYILIEHHS X0/ OPraHH3A0HH, TPEANPHATHA, 8 TAKKE YUPCHKICHHA,
MHUHUCTEPCTEA (BEIOMCTEA) OPraHH3aLHH,
NpeATpHATHA

1 1. Ipedusanne 3a rpanuneii (pabora, coyxedHas KOMAHIHPOBKA, IOC3IKA ¢ Jeneranueii)

Mecan ¥ rog

B kaxoii ctpane

Lens npedsisanns 3a

C KaKOro no Kakoe rpaHmei
BpEMEHH BpeMs
12, ¥uacTue B BRIDOPHEIX 0praHax
Mecto BribopHoro Hazpauue emiGoproro | B kauectee koro Ton
opragsa oprafa BEIOpAH H30paHus | BEIOBITHA

13. Kakme WMeeTe MpagHTENBCTEEHHRIC HATPAIE

Korna u keM Harpasknen

|

14, OTHOIIEHHE K BOMHCKHM 00A3aHHOCTAM H BOHHCKOE 3BaHHe

Cocrae

Pon rolick

(KOMATAHETL MOMNTHIECKHT, AIMHITHETPATHBHGIA, TeXHnTecknii 0 1. 1)

15. CemeliHOE MONOMKEHHAE B MOMEHT 3AMOJTHCHWS JTHUHOTO NHCTKE

16, Jomammmii anpec

[HIEHE CEMEH, © ¥FREIAHHCM Bmpﬂ.{m,

7. O8a3yiock CBOCEPEMEHHO H3BemaTh 060 BCEX MAMCHCHMAX JIAHHBIX, BKIIOHCHHEIX B JINYHBIH
JIHCTOK 110 YHETY KaJIpoB.

« )

202

romaa
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Mpunowenne N/

K MOROECHHID O NOPATKE BEOCHHSA

AHKETA

Damunua

JTHYHHBIX 0T paﬁmuukon

Hma

OTtuecTBO

Hara poxienus

|. T'pasiiancTBO (€CHH M3MEHAIH, TO YKLKHTE,
KOT/Ia M 10 KAKOH TpHYHHE)

2. OOpazoranne, yveHas CcTeneHe (Korga W
Kakie yucOHBIC 3aBe/ICHHA OKOHUHIIH, HOMEpa
munnoMoB). CHelnuansHOCTE W KBammduKanua
M0 AHIUIOMY

3. KakuMM HHOCTPAHHBIMH A3RIKAMH H A3LIKAMH
Haponos Poceuiickod denepauun Biageere U B
Kakoil  cTeneHH {udTaeTe W MoOxKeTe
ODBACHATHCH, BiAjleeTe CBODOIHO)

4. BrmonasgeMan paboTa ¢ Hadaia TPYIOBOH JeATeIbHOCTH (BKIOYad BOSHHYIO CIIyADY H padoTy

110 COBMECTHTEIILCTRY)

Mecsn ¥ roa JIOMKHOCTD ¢ YKa3aHHeM YHpeskIeHH, MecToHax ok IeH e
HOCT}'HJ]C"HH }"Xﬂﬂa {)pl"dHH:ialI“H, IIpeJEIII'pHHTHE, a TAKHKE }"—Ipe)l’{j[ﬂl{l{!,
MHHHCTEPCTEA (BEIOMCTRA) OpraHHIaLHH,
MPEANPHATHA
5. Bamm 6nuzkme pofiCTREHHHKH (KeHa, MY, OTEIl, MaTh, OPaThi, CECTPEI)
CTenenn Davumiis, uma, T'on MecTo paboTh, Aapec MecTa
pOJICTBA OTUECTEO pOEICHHA JNOIGKHOCTE EHTEILCTEA

6. lomamnwii agpec u HoMep Tenedona

7. MacnopT HIH TOKYMEHT, ero 3aMeHAIONIHI

LHOMER, CEpHA, BeM W ROTIA BLLLAH )
8. HononHurelsHble CBEICHHA, KoTopkie Bhl senaere coodmunts o cede

10. Ha kakoii yporens 3apriaarst Bel paccuntsizacte?

« B 202 roma

(AT OCTL OTECTCTECHION 33 Nﬂ,ﬂpﬂﬂblﬁ VOET) {neannes)

17
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Mpunowenne Nod
K NONOKEHHIO 0 TIOPAIKE BEASHHA
JHHHEBIX 1en pabOTHHKOR

JIHCT-3ABEPHTEIb

nena Ne
B nene npommTo B IPOHYMEPOBAHO JHCTOR
(Hdpanti B IpoIHeRIo)
c No o Ne , B TOM HHCe;
JIHTEpPHBIE HOMEPA JHUCTOR
MPOMYIICHHERIC HOMEPDA JHCTOR
+ JIHCTOR BH}"TpEHHEﬁ OTIHCH JIHCTOB
OcobeHHOCTH d}H'iH'—IECKDFﬂ COCTOAHHA H HDMEDH JIHCTOB
thopMupoBanna gena
OreercrBeHHBIH 3a
KaJpORKIH yHeT
(MOANKCE) (pacui{ppopka NeANHEH)

« »» 202 ropma

18
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