MyHuuunajibHoe Ka3eHHOe 001me00pa3oBaTe/IbHOE YUpeKIeHHEe
«Magxaaucckas COLI umenn Temupxanosa J./1.»

IIpunsito «YTBepKIAK0»
Ha Ilexarornyeckom coBere Jupexrop (pyKOBO)Jl/lTe.JIb)
MKOY «Mamxanucekas COILL EETRAT

umenu Temupxanosa 3./1.»

IIporoxoa Ne 1 ot «31» aBrycra 2023r.

IToJ10:xeHHne 0 MOpsiIKe BeeHHs] THYHBIX JeJ1 PA0OTHHKOB
OPraHM3alHH, OCyHIeCTBIAAIIIEH 00pa3oBaTeIbHYIO
AeSITeIbHOCTD.

c.Mamxkanuc , 2024r



1. O0mue noJIoKeHHA

Hacroswee [lonokeHue o mopsake BeAeHHs JMYHBIX e PabOTHUKOB OpraHM3alMH, OCYLUECTBIISIOLIEH
o0pasoBaTe/ibHYI0 JeATelbHOCTb, pa3paboTaHo B cooTBeTCTBMH ¢ DenepanbHbiM 3akoHoM Ne 273-@3 ot
29.12.2012 «O6 obpa3oBanuu B Poccuiickoii ®enpepauuu» ¢ u3MeHeHusMd ot 8 nexabps 2020 ropa,
@enepanbHbM 3ak0oHOM OT 27.07.2006 Ne 152 «O nepcoHalbHbIX JaHHbIX» B peaakuuu ot 8 nexkadps 2020 rona,
ITpukazom DenepanbHOro apxuBHoro areHrcTsa ot 23 nexadps 2009 roga N 76 «O6 yTBepkaeHUM MeTOAHUECKHUX
pekoMeHAauui no pa3paboTke WHCTPYKLMH MO AENONpPOU3BOACTBY B (eaepaibHblX OpraHax HMCIOJHHMTENbHOM
BiacTH», Ykazom Ilpesunenta ot 30.05.2005 Ne 609 «O6 ytBepkaeHuu [lonoxkeHus O MEPCOHANBHBIX JaHHBIX
rocyaapcTBeHHOro ciyxatiero Poccuiickoit @enepauuy U BEASHUM €ro JIMUHOIO Aeay» B peJaKLWH OT 23 o
2019 ropma, Tpymoseim Kogekcom Poccuiickoii Denepauuu, KomnektuBHbiM porosopom, Ycrasom MKOVY
«Mamxanucckas COILl umenn Temupxanosa D./1.»

1.1. Mannoe IlonoskeHue omnpenenseT MOpsaoK BeACHHMS JIMUHBIX e MEJaroroB U UHbIX COTPYAHHUKOB H
paOOTHMKOB LLUKOJIbI, ONpPEAENseT MOpsAoK (OpMHUPOBaHMS, yueTa M XpPaHEHHs, BblAA4YM JIMYHBIX €] BO
BPEMEHHOE MO0JIb30BaHKe, a TaK)Ke OTBETCTBEHHOCTh, MpaBa pabOTHUKOB W JUPEKTOPA LLUKOJbI.

1.2.Hacrosiuee [lonokeHue yTBepiaaeTcs NMpUKa3oM MO LIKOJAE U ABIAETCH 00A3aTENbHbIM Ul BCEX
KaTeropui rnefarorMyeckux 1 Apyrux COTpyAHHKOB ILIKOJIbI.

1.3.BeneHue JHMYHBIX A€ MEJaroroB W COTPYAHMKOB LIKOJIbI BO3JIaraeTcs Ha CHELMAIMCTa MO Kaapam
OpraHu3alyu, OCYIIECTBIAOLIEH 00pa30BaTeIbHYIO AEATEAbHOCTb.

1.4. JInuHO® 1EN0 — OCHOBHOM MOKYMEHT MEPCOHAIBHOIO yueTa, CoIAepKalliii Haubosee MOIHbIE
CBeIeHUs 0 pabOTHHKE 00pa30BaTeIbHOW OpraHM3allMd U €ro TPYIOBOH IesSTeNbHOCTH. B nmm4HOE
JIeJI0 BHOCSATCS CBEJICHHUS], CBSI3aHHBIE C IIOCTYIVIEHUEM Ha pabOTy U YBOJIBHEHHEM.

1.5. CaemeHnwusl, comepiKaliuecs B JTHYHOM Jelie, OTHOCATCS K KOHQHICHIUATBHOH HH(pOpPMAIHH,
HMMEIOT OPaHUYEHHBIN JOCTYI U pa3IiIalleHUIo He ITOUIeXKar.

1.6.JIugHoe neno BeaeTcs B TEYEHUE BCETro Meproaa paboThl pabOTHUKA.

1.7.BeneHuie HECKONBKUX JUYHBIX J€J OJHOrO pabOTHHKA 00pa30BaTENbHOM OpraHH3alud He
JIOITyCKaeTCsl.

2.Ilopsinox popMHpPOBAHHSI THYHBIX €] COTPYAHHKOB

2.1. dopmMupoBaHHE JMUYHOrO JeJjia MeJaroroB W COTPYAHMKOB LIKOJIbI MPOM3BOAMTCS HEMOCPEACTBEHHO
rocjie nNpyueMa B LIKOJY WM NepeBo/a MeJaroroB U COTPYAHMKOB U3 APYroi oO6pa3oBaTeslbHOM OpraHU3aLuy.

2.2. B coOTBETCTBMM C HOPMATUBHBIMH JOKYMEHTAMH B JIMYHbIE J€j1a N1eJaroroB U COTPYAHMKOB LIKOJIbI,
BKJIa/IbIBAIOTCS CENYIOLLHE TOKYMEHTHI:

Hns neoazozos:

* 3asBJIEHHE O NIpUeMe Ha paboTy;

* 3asBJIEHUE O COrjlacuM Ha 0OpaboTKy MepCOHaNbHBIX JaHHBIX [1€1arora;

* CcrpaBKa O HAIMYUU (OTCYTCTBUM) CyIMMOCTH U (W1) daKkTa yroJIoBHOIO MPEC/IEN0BAHHS, BbIIaHHOIO
COOTBETCTBYIOLLMM OPraHOM MPaBONOPsIAKa;

» aBToOuorpadus;

* KOMNMs MacrnopTa Uil HHOTO JOKYMEHTA, YOCTOBEPSIOLLEro JMUHOCTD;

* KOMNUS CTPaxOBOrO CBU/ETENbCTBA IEHCUOHHOIO CTPaXOBAHUS;

*  KOMUS UAEHTU(PUKALIMOHHOTO HOMEpPa HaJIOroMniaTebL1Ka;

* KONUs IOKyMEHTa BOMHCKOrO yueTa (1Ji1 BOGHHOOOS3aHHBIX);

* KOMUS CBUAETENbCTBA O 3aKJIHOUEeHUH Opaka (Mpy HaJIU4YHK);

* KOMUS CBUIETENbCTBA O POXKASHUHU AeTel (IpU HATUUUK);

* KOIUH IOKYMEHTOB 00 00pa30BaHuH;

*  KOMHH JIOKYMEHTOB O KBaJIM(DUKALMK WITH HATMUKE CeLMallbHbIX 3HAaHUH (TTPY HAJTUUMK),

* KOIWH aTTECTALMOHHBIX JIUCTOB (MPU HATMUHUH);

* KOMHWU JOKYMEHTOB O HarpaxxieHuu (Mpy HaTU4YUK);

*  XapaKTEePUCTHKH, pEeKOMEeHIaTeIbHble M1chbMa (MPU HAJTMUYHH);

* [MpHKa3 o0 npueMe Ha paboTy;

* MpHKa3 O NEePEeBOJE Ha UHYIO JOIKHOCTD (MPH HAJIMUMH);

*  JIOJPKHOCTHAs MHCTPYKLMs (JO/KHOCTHBIE MHCTPYKLIMM C MOMEHTA Ha3HAuYeHMs Ha BCE JIOJKHOCTH);

*  TPYIOBO# AOrOBOP (C MOCAEIYIOLIMM BKIIOYEHHUEM AOMNOJHUTENbHBIX COMIaLIEHHH K TPYJOBOMY
JIOroBopY);

*  TPYAOBYIO KHHXKKY;

*  MEIULMHCKYIO KHMKKY.

Jna pabommuukos:

* 3asBlieHHe O MpHeMe Ha paboTy;

* 3asBJIEeHME O COrJlaCMM Ha 0OpaboOTKy NMEepCcOHaIbHbIX JaHHBIX MEAarora;



* clpaBKa O HAJIM4YUK (OTCYTCTBHUHM) CYJAMMOCTH H (MJK) (haKTa YroJIOBHOTO MpPec/ie0BaHHUs, BbIIaHHOTO
COOTBETCTBYIOLIUM OPraHOM MPaBOMNOPS/IKA;

* asrobOuorpadus;

* KONHMs NacnopTa Uik HHOrO JOKYMEHTa, YAOCTOBEPAIOLLErO JIMYHOCTD;

* KOIMS CTPaxOBOrO CBHJETENbCTBA IEHCUOHHOTO CTPAaXOBaHUS;

* KOMMUS UIEHTU(UKALIMOHHOIO HOMEpa HaJlOroriaTebLIMKa;

* KOMUS JOKYMEHTa BOMHCKOIrO yueTa (1J11 BOSHHOOOS3aHHbIX);

* KOMNMS CBUAETENIbCTBA O 3aK/0ueHUH Opaka (Mpu HaTHUHK);

* KOMUS CBUACTENILCTBA O POXKACHHUH AeTel (MpH HATUUKH);

* KOMHWU JOKYMEHTOB 00 00pa3oBaHuMHu;

* KOMHWM JOKYMEHTOB O Harpa)xaAeHWH (Mpu HaIU4YUHK);

*  XapaKTEepPUCTHKH, peKOMEeHaTebHble N1UchMa (MpH HAJIMUHUH);

* TMpHKa3 o0 mpuemMe Ha padory;

* MpHKa3 O NepeBoje Ha UHYIO JODKHOCTD (MPU HATMYMH);

*  JI0JDKHOCTHAs! HHCTPYKLMS (IOJDKHOCTHBIE MHCTPYKLIMK C MOMEHTA Ha3HaY€HHs Ha BCE JO/KHOCTH),

* TPYOOBO#M A0roBOp (C MOCAEAYIOUIMM BKIOYEHHEM JIONOJHUTENbHbIX COJIALIEHHH K TPY10BOMY
JIOrOBOpPY);

*  TPYIOBYIO KHHUXKKY;

*  MEAMLIMHCKYIO KHHXKKY.

Pabomooamenv ogpopmnsem:

* TPYZOBOM OrOBOP B ABYX 3K3EMIUIpax;

* MpHKa3 0 nmpueMe Ha paboTy (O MepeMeLIeHUH Ha Ipyrye JO/KHOCTH);

*  nUyHYro Kaptouky No T-2;

*  J0JDKHOCTHYIO MHCTPYKLMIO B ABYX 3K3€MIUISpaXx.

Pabomooamenv 3nakomum:

* C HOPMAaTMBHO-TIPaBOBbIMH JIOKyMeHTamHu LiKoJbl (YcTaBoM, KonnekTHBHbIM 10roBopoMm, IlpaBuiamu
TPYAOBOTO pacropsiika U Jp. JIOKaJTbHbIMHU aKTaMH);

* ¢ JOJDKHOCTHOM MHCTPYKUMEH;

*  NPOBOJIMT BBOJHBIM MHCTPYKTAK, HHCTPYKTaX 10 OXpaHe TPyJa, MHCTPYKTax M0 NPOTHBOIOXKAapHOH
0e30MmacHOCTH.

2.4.TlepBuuHoe oopmiIeHHE JUYHOrO Aesa NpeyCMaTPUBAET:

*  NPUCBOEHHME JIMYHOMY /€y HOMEPA COINIACHO XKypHATY yueTa JIMUHbIX Aen (npuioxkenue Ne 1);

* MNpoCTaBeHHe Ha 00JIOMKKE JIMYHOrO Jena (npunoxkenue Ne 2) ceayroluX peKBU3UTOB: MHAEKC aena (B
COOTBETCTBMM C HOMEHKJIATypod gden oO0lieo0pa3oBaTe/ibHOM OpraHu3alldd; [OJHO€ HaMMEHOBaHWE
0611e00pa30BaTeNbHOM  OpraHM3alMu; HOMEp JIMYHOro jena; GaMuaMs MM OT4eCTBO paboTHHMKA B
MMEHUTENBHOM TNaJeXe; JaThl — rOJ Hauyajla M roj OKOHYaHWs BENEHHUs Jejia; KOJMYECTBO JIMCTOB; CPOK
XpaHeHHus;

* MOMeLIeHUe JOKYMEHTOB, MOJISKALMX XPAHEHUIO B COCTaBe JIMYHBIX JAe€d, B
XPOHOJIOrMYECKOM TOPSIIKE:

BHYTPEHHSIS OMUCH JOKYMEHTOB Jena (nmpuioxenue Ne 3);

JIMUHBIN JTUCTOK IO yueTy KaapoB (npuioxeHus Ne 6);

3asBJIeHHE O MpHeMe Ha padoTy;

npyKa3 o MpyuemMe Ha padoTy;

TPYAOBOH 1OTOBOD;

JIOFOBOP O MOJIHOM MaTepUalbHON OTBETCTBEHHOCTH (€C/M pabOTHUK — MaTepHaibHO OTBETCTBEHHOE
JIMLO);

» XapaKTepHUCTHUKH U PEKOMEHaTeIbHble MHChbMa;

> coryiacke Ha 00paboTKy NepCOHaIbHbIX JaHHBIX.

2.5.JI4CThI JOKYMEHTOB, MOMELIEHHBIX B JITUHOE JIENI0, MOAJIEKAT HyMepaLluy.

2.6.C wuenbio oOecriedyeHMsl HaJuiexalleid COXpPaHHOCTW JIMYHOrO Jejia MeJaroros M COTPYAHHUKOB
06111e06pa30BaTeNbHON OpraHu3aLMKU M yao0CTBa B OOpPAIUEHHH C HWUM MpU (QOPMUPOBAHMM JOKYMEHTHI
MOMELLAIOTCSA B OTAENbHYIO nanky. [Ip1 yBoJIbHEHHH paOOTHMKA MPOLIWBAIOTCS HUTKAMH U CAAKOTCS B apXHUB.

2.7.BHyTpeHHsss ONMChb NOKYMEHTOB, HUMEIOLIMXCS B JIMYHOM Jejie, OO/DKHA COACpXaTb CBEACHUA O
NMOopsiAKOBBIX HOMEpax, HAUMECHOBAHHUAX JOKYMEHTOB J€Jia, KOJIUYECTBE JIMCTOB, AaTaX BKJIIOYECHHUS NOKYMEHTOB
B JIMYHOE JIEJ10 U U3BATUS U3 [€]1a, a TAKIKE KM U3bAT JOKYMEHT U 0 KaKOW MpUYHHE.

2.8. BHyTpeHHsAs OMKUCh COCTABISETCs Ha OTACIBHOM JIUCTE 110 YCTaHOB/ICHHOM ¢opme. JIMCTbl BHYTPEHHEH
OIKUCH HYMEPYIOTCSl OTAENBHO.

2.9. Tlpy MOArOTOBKE JIMYHBIX AT K MepeJaye Ha XpaHEHWe K BHYTPEHHEH OMNHCH COCTaBJISETCS WTOrosas
3arucb, B KOTOpOﬁ YKa3biBa€TCs Lllfl(bpaMl/I MU MNpPOINHCHIO KOJIMYECTBO BKJIKOUEHHbLIX B HEEC JOKYMEHTOB H
KOJIMUECTBO JIUCTOB J€Ja.

YVVVVYY



3.Ilopsiaok BeAeHHs THYHBIX €] MeIaroroB H COTPyAHHKOB IIKOJIbIL.

3.1. JIuuHOe 1eno meaaroroB W COTPYAHMKOB IIKOJIbI BEAETCS B TEYEHHE BCETo MNEpHOAa padoThl KakKa0ro
reaarora ¥ COTPyIHUKa LIKOJIbI.

3.2.JlanbHeiilliee BeJeHUe JIMYHOTO Jejia NearoroB U COTPYAHMKOB MPEyCMaTpUBAET MOMELICHHE B €10
JOKYMEHTOB, 00pa3yloliuxcs B mnpoliecce paboyed AEATENbHOCTH M MMEKOLMX 3HAYEHHE Ul TPYAOBbIX
OTHOILEHUH:

* JIOMOJHEHHE K IMYHOMY JIMCTKY M0 YYeTy KaapoB;

* JIOTOJIHUTEJIbHbIE COTJIALIEHUs K TPYI0BOMY JOrOBOPY;

*  KOMNHH MPHUKA30B MO JUYHOMY COCTaBY, KOTOpbIE KacatoTcs earoros ¥ COTPYAHMKOB
o0uieo06pazoBaTenbHONW OpraHU3aLuy;

*  OT3bIBbI JOJDKHOCTHBIX JIHILL O MEIarore U COTPyAHUKE 0011e00pa3oBaTENbHON OpraH|3aluu;

* KOMNWH JOKYMEHTOB O MOBbIILEHWH KBATU(PUKALIUY;

* KONMH cepTU(HUKATOB, IPaMOT;

* JIKCT — 3aBepHTeb Jeiia (COCTaBSIOT MPU caaye JIMUHOrO Aela B apXHB);

*  MHbIE JOKYMEHTBI.

3.3.B nensx obecrieueHHss KOHTPOJS 33 COXPAHHOCTBbIO M aKTYalbHOCTbIO JIMUHBIX €N B €XKEroaHo (He
nosHee [ kBapTasna roaa, CJeayroIIEro 3a OTYETHBIM) POU3BOAUTCS MPOBEPKA UX HAJIMYMS U COCTOSHHUS.

3.4. ExXerofHyt0 TMpOBEPKY COCTOSIHHSI JIMYHBIX [/ Ha NpeAMET COXPaHHOCTH BKJIIOYEHHbIX B HEro
JIOKYMEHTOB TMPOBOAMUT CIELHAIbHO co3iaHHas komuccHs. O MPOBEAEHHBIX MPOBEPKAX JenaeTcs OTMETKa B
JMCTE O pe3y/IbTaTaX €XKEroJAHOM MPOBEPKM COCTOAHMS W HalMuMsi JWM4YHOro aena (mpuioxenue Ne 5) u
COCTaBJISETCS aKT. Pe3ynbTarhl MPOBEPKM JMYHBIX €] B 0043aTebHOM MOpPSAAKE JOBOISATCS A0 AUPEKTOpa
IIKOJIBI.

4.ITopsaaok yuéTa u XpaHeHHs JHYHBIX JieJ] HearoroB H COTPYAHHKOB IKOJIbI.

4.1.XpaHeHHWe WM YYET JIMYHBIX ME€J MENaroroB W COTPYAHWKOB OPraHM3YKTCA C LEJbIO ObICTPOro H
6e30MO0YHOr0 MOWCKAa JIMYHBIX Jes, OOecreueHuMs WX COXPaHHOCTH, a Tawke obecneveHus
KOH(MIEHIMATILHOCTH CBEEHUH, COAEPXKAIIMXCS B OKYMEHTaX JIMYHBIX [1€Jl, OT HECaHKLIMOHUPOBAHHOrO
JIOCTYTa.

4.2.JIlnuHble nena COTPYIHUKOB XpaHATCs B celide o01eodpazoBaTebHON OpraHru3alky.

4.3. Tpyi0oBble U MEIULIMHCKHME KHIKKHU XPAHATCS OTAIbHO B ceide.

4.4, JTocTyn K JIMYHBIM JieJlaM MearoroB U COTPyAHUKOB UMEIOT TOJIbKO CEKpeTapb, CELMAIUCT N0 Kaapam,
JUpPEKTOp 06111e06pa30oBaTeNbHOM OpraHU3alK JTMO0 3aMECTUTENN JUPEKTOpa NP HUCMOJHEHUH 00s3aHHOCTEH
JUPEKTOPA LUKOJIBI.

4.5.CucreMaru3alysl JUYHBIX A€ MeJaroroB M COTPYAHHMKOB ILUKOJbI TPOU3BOAMTCA B ai(aBUTHOM
MOpPSI/IKE.

4.6. JluyHble fAena NeNaroroB W COTPYAHMKOB LIKONbl, MMEIOLIMX TOCYAapCTBEHHbIC 3BaHUS, TMPEMMH,
Harpajbl, y4eHble CTENeHH M 3BaHWs, XPAHATCS MOCTOSHHO, a OCTaJbHBIX COTPYJHMKOB — 75 JeT ¢ roaa
yBOJIbHEHMS PaOOTHHUKA (B COOTBETCTBUH ¢ [IepeyHeM THIOBBIX yNPaBIEHYECKUX JOKYMEHTOB).

5.ITopsaok BbIAAYH JHYHBIX €]l BO BpeMEeHHOe N0J1b30BaHHe

5.1. Bblgaya nuuHbIX Aen (OTAENbHBIX JOKYMEHTOB B COCTaBE JIMUHOIO Ji€ia) BO BPEMEHHOE MOJIb30BaHHE
MPOM3BOMTCS C PA3PELICHHs] AUPEKTOPA IKOJIbI 110 3asBJIEHHUIO COTPYAHHUKA LUKOJIBI.

5.2.PaGora (03HaKOMJIEHHE) C JIMYHBIMM JejlaMM TEJaroroB M COTPYIHHKOB LIKOJbl INPOM3BOJMTCA B
npUeMHo# aupekTopa. B KoHlle pabouero JHs CeKpeTapb WiH CMELMaIUCT Mo Kajpam obs3aHa ybeanTscs B
TOM, YTO BCE JIMYHBIE JI€)1a, BbIIaHHbIE BO BPEMEHHOE M0Jb30BaHME, BO3BPALECHbI HA MECTO XPAHCHHUS U €CTb JIH
HEOOXOAMMOCTD TSl IPUHATUS MEpP K UX BO3BPALLEHHIO MJIM PO3bICKY .

5.3.®axT BhIIAYM JIMYHOTO Jiena GUKCUPYETCs B KOHTPOIBLHOM XKypHaJIe.

5.4.W3baTHe OTHENBHBIX IOKYMEHTOB M3 JIMYHOIO [eja MNPOM3BOJMTCS C pa3pelieHHs AHMPEKTopa ¢
odopmeHreM cooTBeTCTBytollel 3anucn B rpade «[Ipumeuanue» BHyTpeHHed onucu. IIpu BpemeHHOM
M3BATHM JOKYMEHTa HAa €ro MecTo (MeXIy JIMCTaMH COCEJHMX JIOKYMEHTOB) BKJIa[bIBAaeTCs CIpaBKa-
3aMEeCTHUTENb C YKa3aHUEM JaThl M MPUUMH U3bATHUS C MOANMCHIO JIMLIA, BbIAABLISTO JOKYMEHT, W MOANKUCHIO JIMLA,
NOJIYYHBIIETrO €ro BO BPEMEHHOE MOJIb30BaHMUE.

6.0¢dopmJieHne THYHBIX €] epe caaveil B apxuB

6.1. OdopmieHue JTMUHbIX Je Ulsl Iepefayd B apXUB IIPOU3BOAMTCS CIELMATMCTOM M0 KafapaM
0611e00pa3oBaTeIbHOM OpraHu3aluy. JTa NpoLEeaypa BKIIHOYAeT:

* MOAIIMBKY (TeperuieT) nena;

e yTOYHEHHe HyMepaluH JUCTOB JIENa;

* COCTaBJIeHHMe JMCcTa-3aBepuTesis (mpunoxeHue Ne 8);

e cocraBjieHue (yTOUYHeHHUEe) BHYTPEHHEH OIUCH;



* BHECEHHE YTOYHEHHH B PEeKBU3UThI JIMLIEBOH 00JI0XKKH Aea.

6.2.JlucT-3aBepuTenb Jefa [JOJDKEH MOANUCATh €ro COCTaBUTeNb, MpPH 3TOM JefaeTcs paciuudpoBKa
JOJDKHOCTH M MOJAINMCH, NpocTaBisercs Aata. B mpouecce UCNosnb30BaHHS apXUBHBIX JOKYMEHTOB B JIMCTE-
3aBepHTesIe JealoTCs COOTBETCTBYIOLIME OTMETKHU. Eciin neno noauuTo 6e3 IMcTa-3aBepUTeisi, TO €ro CieayeT
HAKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJI0XKKH Aena.

6.3.C uenbto obecneyeHust COXPaHHOCTH JIMUHbIX JIe)1 pEKOMEHIYeTCs:

*  00beNMHATh HHAMBU/YaJbHbIC JIMYHbBIE [€/1a YBOJIEHHBIX COTPYIHHKOB B OIHY 00JIOKKY (00bEAMHEHHOE
JIeJ10) ¢ TAaKUM pacyeToMm, 4ToObl 00beM Jena (Toma) He npeBbiwaj 250 AUMCTOB (MyTeM CLIMBKM MaTepHajioB
MHUBUIYAJIbHBIX J€J1 10 roJaM YBOJbHEHHS);

* pacrosaraTb MaTepHalbl WHAMBHAYaJbHbIX A€l B Mmpejenax jefqa (TomMa) B aa(aBMTHOM MOPSIKE
(nodamubHO), 0TAENSs MaTepualbl, OTHOCSLIMECS K Pa3HbIM WHIMBHUAYajbHbIM JI€JIaM, YHCTHIM JTHCTOM
OyMaru c ykazaHueM Ha HeM (aMIJINH, UMEHH U OTYECTBA COOTBETCTBYIOILIETO YBOJEHHOIO IeJarora
U COTpYJIHHUKA 0011e00pa30BaTeIbHOM OpraHu3alui;

+ cHabxaThb Kaka0e 00beIMHEHHOE /1e710 (TOM) BHYTPEHHEH OMUCHIO ¢ MepevucieHreM GpaMuInk, UMEH U
OTYECTB U YKa3aHUEM HOMEPOB CTPaHMLL, B IIpe/eaX KOTOPbIX PacrooKeHbl COOTBETCTBYIOLIME JOKYMEHTHI.

6.4.Tlepenaua JAMYHBIX 1€ B apXUB OCYIUECTBISETCS HE MO3/JHEE TPeX JIET MOCJE 3aBEPLIEHHs WX B
JEJIONPOU3BOJACTBE B COOTBETCTBMU ¢ rpadukom. [IpeaBapuTenbHO ceKkpeTapeM, CMNEUMaluCTOM MO Kaapam
NpoBepsieTCs] MOJIHOTA M MPaBUIbHOCTb MOATOTOBKU JIMYHBIX JeJ1 K nepeaaye. BbisBiaeHHbIE MPU MPOBEPKe
HEJOCTATKH YCTPaHSIOTCS CeKpeTapeM, crieLldaiucToM Mo kaapam. [lepeaaya v npuem npousBoAATCs MO OMUCH
C NPOCTAHOBKOH OTMETOK O HAJIMUMH JIUUHbIX JIel.

6.5.JluyHble [Oena MeJaroroB M COTPYOHMKOB 00Lieo0pa3oBaTe/bHOW OpraHW3allMK, 3aKOHYEHHbIE
aenonpoussoacTsom 1o 1 siueaps 2003 ropa, xpaustest 75 nert, nocie 1 susapst 2003 roga — 50 ner. JInuneie
Jena JUpeKTopa, INIaBHOro Oyxrairepa o0LeoOpa3oBaTeNbHON OpraHW3allMM HMMEIOT MOCTOSHHbIM CPOK

XpaHeHHusl.

7. OTBETCTBEHHOCTDH

7.1. Ilenaroru ¥ COTPYIHHMKM LUKOJbI OOS3aHBI CBOEBPEMEHHO MNPEICTaBIATb CEKPETAPIO WM CMNELUMAIUCTY [0

KaJpaM CBeeHHUs 00 U3MEHEHHH B MEePCOHANIbHBIX JaHHbIX, BKJIFOYEHHBIX B COCTaB JIMYHOIO Aeja.
7.2. Paboronareb 00ecrieynBaeT:
* COXPAaHHOCTb JIMYHbIX JIeJ1 Ie1aroroB U COTPYIHUKOB 0011e00pazoBaTenbHON OpraH13aLlyH;
* KOH(UIEHUMATIBLHOCTb CBEACHUH, COMlepKALIMXCS B IMUHBIX JieNax Nearoros U COTPYIHUKOB.

8. Ilpama pabGorTonarteis u paGOTHHKA

8.1. JIns obecnieyeHys 3alMThl NEPCOHATILHBIX AaHHbBIX, KOTOPbIE XPAHSTCS B IMUHBIX J€/1aX €1aroroB 1
COTPYJHHMKOB LIKOJIbI, MEJArork U COTPYAHUKH LLIKOJbI UMEIOT MPaBo:

* MOJIY4HUTb MOJIHYK MH(POPMALIMIO O CBOMX NMEPCOHAIbHBIX AaHHBIX U 00paboTKe 3TUX JaHHbIX;

* TIOJTy4UTb CBOOOHBIN JOCTYN K CBOUM MEPCOHATIbHBIM JaHHBIM;

* TIOJIYYUTb KOTIMU IOKYMEHTOB, XpaHsLI1ecs B JMYHOM JieJie U CoAepKalle NepCOHasbHbIE JaHHbIE.

* TpeOOBaTh UCKIIFOUYEHHsSI WM UCTIPABJICHHS] HEBEPHBIX U HEMOJHBIX NEPCOHANBHBIX JaHHbIX.

8.2. Paboronarens umeeT npaso:

* 00pabaTbIBaTh NEPCOHAIbHBIE JaHHbIE NEaroroB ¥ COTPYAHMKOB, B TOM YHCJIE M HA DJIEKTPOHHBIX HOCHUTEJIAX;

¢ 3alpOCUTDb OT neaaroroB U COTpy AHUKOB 06u1eo6pa303aTeJ1bHoi»'1 OpraHu3auluy BCHO HGO6XO,ZII/IMy}O 14H<1)opmaumo

JJ1d BEACHHS JIMYHbIX O€J1 U O6pa6OTKM NEePCOHAJIbHbIX JaHHbIX.

9. 3akaouHTeIbHbIE MOJIOKEHHS

9.1. Hacrosiiee TlonoxxeHue o mopsifke BEeACHUs JUYHBIX JeJ1 paDOTHUKOB SIBJISETCA JIOKAJIbHbIM HOPMATHBHBIM
aKTOM, NpUHKMMaeTcs Ha [legaroruueckom coBeTe WIKOMbI M yTBepikaaeTcs (b0 BBOAMTCS B AEHCTBHE) MPUKA30M

JUPEKTOPpA LIKOJIbI.

9.2. Bce M3MeHeHHs U JIOMOJHEHUs, BHOCUMBIE B HacTodluee [lonokenue, ohopMisioTes B MUCbMEHHOH (opme B

COOTBETCTBUHU JEHCTBYOLIMM 3aKOHOJaTe1bcTBOM Poccuiickol @eaepauuu.

9.3. IlonoxkeHre O TOPSAIKE BEAEHHS JUUHBIX e pabOTHUKOB 00pa3oBaTe/IbHOM OpraHW3alMH MPUHHUMAETCS Ha
HeomnpeaeieHHbIi cpok. M3MeHeHus U nononHeHus K [TonokeHHIo MpUHUMAlOTCA B MOpsKe, NPpeayCMOTPEHHOM

1.9.1. Hacrosero IosoxxeHus.

9.4. Tlocne npunstus [lonoxeHus (WM W3MEHEHMH M JOMOJHEHWH OTAENbHBIX MyHKTOB W pa3/esioB) B HOBOMH

peaaKUHH npeapiaymas peaakiuusa aBTOMaTUYECKH YTPauuBaET CUIlY.



KypHan ydeTta TU4YHBIX A€l

[Mpunoxxexue Nel
K MOJI0XKEHHIO O NMOPAAKE BEAEHHUS
JIMYHBIX AeJ1 pabOTHHKOB

INe i/ i {[Tata oopm-(@amunus, ums, [TadenbHbiiflomkHocTs (Mpodec- [CTpykTypHOE [/laTa 1 HOMEp JlaTa 1 HOMEp MpHKa3a [Tpumeua
VICHHS OTYECTBO HOMED CMSl.Cl'lCLlMa.ﬂbHOCTb) nojapasacJiCHY nNpukasa (pacnopﬂ )KCHHH) (0] HHUEC
JIMMHOTO nejarora u rexarora M CoTpy AHHK (pacnopsskeHMs1)  [IPEKPaILEHUH(PACTOPIKEHUH )
nena COTpy/IHHKA 0 mpUemMernesarora [rpy/10Boro 10roeopa ¢
U COTPYAHHKA [1€,1aroroM U COTpyAHUKO M
Ha paboTy (YBOJIbHEHUH)
2 3 4 6 7 8 9
[TpunoxeHue Ne2
K MOJIOXKEHMIO O MOPAIKE BENEHHUS JIMUHBIX €] paOOTHUKOB
O06105KKa TUYHOTO Aena
®oHpg Ne
Onuce Ne
Wnnexc nena
(Ha3BaHue 0Opa30BaTeIbHOI OPraHU3alnH)
JIMYHOE JIEJIO Ne
(3aroJlIoBOK Jena)
Jlata Hauana
JlaTta okoOHYaHUs
Ha JIUCTaxX
XpaHHUTb JeT
®oHg Ne
Onwucb Ne
[MpunoxeHue Ne3
K TOJIOKEHMIO O MOPS/IKE BEACHHS JTUYHBIX 1] PaOOTHUKOB
TOKyMeHTOB ena Ne
Ne HHupexc [Hara Hazpanue Howmep [Tpumeuanus
n/m MOKyMeHTa JOKyYMEHTa  |TOKyMEHTa NMIUCTOB Aejia
Uroro: JOKYMEHTOB

(undpamu 1 MpOMHChIO)

Ko0J1MuecTBO JINCTOB BHYTPEHHEH OINUCH

OTBeTCTBEHHBIH 3a
KaJIpOBbIH YYET:

« »

(undpamu U NPOIMUCHIO)

(moanuce
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[Tpunoxenue Ned
K MOJIOXKEHHUIO O MOPSAJKE BEACHU JIMYHBIX € pabOTHHKOB

d.N.0.
JIOMKHOCTh
JInunoe neno Ne

I[aTa O3HaKOMJICHHA [Moanuce, nemarora 1 OTMCTKH, NpUuMeYaHus,
neaarora U COTpyaHuka ¢ COTpYAHHUKa 3aMeyaHus
JIMYHBIM
JACJIOM

[Mpunoxenue Ne5
K MOJIOKEHHIO O MOPsAAKE BEACHHA JUUHBIX AeJ PaOOTHMKOB

OTMmeTKa O pe3yjabTaTtax CDKCFOIIHOﬁ NPOBEPKH COCTOAHHSA H HAaJIH4YUd JIHYHOI'O JeJ1a
®.1.0.
JloJbKHOCTD
Jluunoe geno Neo

Hata npoBepku ®.1.0. uneHos [Tonnucu Pesynbrar
KOMUCCHUHU 4JIEeHOB KOMUCCUU NpPOBEPKH

[TpunoxeHue Ne 6
K MOJIOXKEHHIO O MOPSIKE BEASHHS JTUUYHBIX fe] pPabOTHUKOB

JIMYHBIH JIHCTOK MO y4YeTy KaJApoB
1.damunus
Nms OtyecTBO
2.Ton
3.'on, 4yKCII0 U MecSLL pOXKIECHUA
4. MecTo poXKaeHUs

(ceno, aepeBHs, ropos, paifoH, 00/1acTh)
5.I'paxnaHcTBO
6.00pazoBaHue

Hassanue yuebHor{®@akynbrer |01 [Con okoHyaHusA|Eciu He okoHUMI, [KaKyto CreuualbHOCTh
3aBElEHUs M €r0 | WJIM OTJe/IeHK MOCTYIUIEHUS| WK yXo/a TO C KAKOro Kypca [[OJy4HJjl B pe3yibTaTe
MECTOHAaXO0XKIECHHE yien OKOHYaHHsl yueOHOro

BaBeleHus, ykazaTb Ne
UIIOMa WK Y10CTOBEPEHUS

1. Kakumu HWHOCTPaHHbIMHU SI3bIKAMHU BJIAACCTE

(4”TaAETE U NMEPEBOIUTE CO CJIOBAPEM, UUTALTE U MOXKETE 00BACHATHLCS, BllaJleeTe CBO60HHO)
2.YueHas cTeneHb, yUeHOE 3BaHHe
3.Kakue umeere Hay4Hble TPYAbl U U300peTEHU
4. BeinonHsemas paboTa ¢ Hauana TpyA0BOM AesTelbHOCTH (BKtoUas yueby B BLICLUMX M CPEJHUX

CreLMaIbHbIX YUeOHbIX 3aBeIeHUSX, BOEHHYIO CIykOy ¥ paboTy 1Mo COBMECTHTEIIBCTBY)




Mecsu u ron JIO/KHOCTD C yKa3aHUEM y4peXKIAEHHUS,
OpraHH3allkiy, NPeANpPUATHS, a TAKKE
NOCTYTUIEHUS yxoJna MHHHCTEPCTBA (BEIOMCTBA)

MecToHax0KAeHUE
YUPEIKAEHHS,0praH13aLM
1, NpeanpUsTUs

5. TlpeGbiBaHue 3a rpaHuLel (paboTa, ci1ykeGHas KOMaHIMPOBKA, MOE3/1Ka C Jeseraluei)

Mecsiu v rox B kako#i cTpane
C KaKoro BPEMEHH [[10 KaKoe Bpems

Llenb npeObiBaHUs
3a rpaHuLeH

6. Yuacrtue B

Mecto HazBanue B lon
BBIOOPHOTO OpraHa BbIOOPHOTO OpraHa KauyecTBe
KOro BbIGpaH 130 paHus BbIOBITHS

7. Kakue umeeTe NpaBUTEIbCTBEHHbIE HArPa/ibl

Korpa u kem HarpaxacH

8. OTHOllIEHHUE K BOUHCKUM 005A3aHHOCTIM U BOMHCKOE 3BaHUE

Cocras Pop Boiick

(KOMAaH/IHbIi, MOJUTHUECKHH, aAMHHHUCTPATHBHBII, TEXHHUECKHH U T. 11.)

9. CemeliHoe MONOXKEHHUE B MOMEHT 3aIOJIHEHUS JIMYHOTIO JIUCTKa

(4N1eHBI CEMBH, C yKa3aHHEM BO3pacTa)
10.JlomawuHuii anpec

1 1.06ﬂ3leCb CBOEBPEMEHHO U3BCLIATH 000 BCEX U3MEHEHHUSX JaHHbIX, BKIIKOUEHHBIX B JIMYHBIM JIMCTOK 110

yueTy KaJapos.

[MpunoxeHue Ne7

« »_.202 roaa
K MOJIOXKEHUKO O l'lOpﬂIIKe BE€IECHUA JIMUHBIX OEJ pa60THI/IKOB
damunus
Hwms
OTuecTBO
Hata poxxaeHus

1. T'pakaHCTBO (€C/M H3MEHSUTH, TO YKaKHUTE, KOr/1a 110 KakoH NpUUMHE)

HoMepa auniomMoB). CrielHanibHOCTb M KBaTM(HUKALIMSA 10 AUIIOMY

2. O6pa3oBaHue, yueHas cTerneHb (Koraa ¥ kakue yueOHble 3aBeIeHHs OKOHUMIIH,

3. KakuMu MHOCTPaHHBIMH S3bIKaMH H si3blkaMM HapojoB Poccuiickoii @enepauuu
BaZieeTe U B KAKOM CTEIeHH (YUTaeTe U MOXKETE OOBICHATBCS, BlaeeTe CBOOOLHO)

4.BbinonHsemas paboTa ¢ Hayana TPYAOBOH JeATebHOCTH (BKJIIOYas BOCHHYIO cnyx0y 1 paboTy no

COBMECTUTEJILCTBY)
Mecsiil 1 roa JTOJIKHOCTD € YKa3aHHUEM YUYPEKICHHUS, MecToHaXOXKIEHHE
OpraHu3alyH, MPEANpPHATHS, a TAKKE YUPEKACHHS,
MOCTYIUIEHUsT | yXoda MHMHHMCTEPCTBA (BEAOMCTBA) OpraHu3alluu,
NpeANpUATHS

5.Baiy 6u3Kue pOACTBEHHHUKHU (JKEHa, MYIK, OTELl, MaTh, Opatbsi, CECTPBbI)




CreneHb damunus, ums, [on Mecto paboThl, Anpec mecta
poacTea OTYECTBO POKIEHUS JIOJIDKHOCTD JKUTEJILCTBA

6. lomaluHuii anpec U Homep TeaedoHa

7.IlacniopT Uy AOKYMEHT, €ro 3aMeHs oL
(HOMep, cepHs, KeM H KOrJa BblIaH)

8.JlononHuTenbHble CBeAEHHS, KoTopble Bbl xenaere cooOuuTh 0 cebde

10. Ha kakoii ypoBeHb 3aprnnatbl Bbl paccuuthiBaete?

« »_.202 rojaa
(10/KHOCTB OTBETCTBEHHOTO 3 KAAPOBBIH y4ET) (noanuce) (pacwunpoBka NOAMMCH)
[TpunoxxeHue Ned
K MOJIOXKEHUIO O NMOPAAKE BEAECHHUS JIMUHBIX NEJI pa60THMKOB
nesia Ne
B nene npoumnTo ¥ npoHymepoBaHoO JINCTOB
(urpamMu 1 NPOMKCHIO)
c Ne o Ne , B TOM 4HCJe:
JIMTEPHbIE HOMEpa JIMCTOB NpPOMYLUEHHbIC HOMEpPaA JIUCTOB
+ JIMCTOB BHYTPEHHEH ONUCU JIACTOB
OcobeHHOCTH (PHU3UUECKOro COCTOSHUS U Homepa nuctos
dbopmMHpoOBaHUs Aena
OTBeTcTBEHHbBIN 32 KaApOBbIH YUeT
(noanuce) (paciumpoBKa NOAMHCH)

« » 202 roga



