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1. O0uue moI0KeHUst

1.1. Hacrosimmee [Tonoxxenue o mopsiake BemeHUs NUYHBIX jgen pabotHukoB MAOY ATI'O «I1J10»,
OCYLIECTBISIONIEH 00pasoBaTeNbHYIO JeITellbHOCT, pa3paboTaHo B COOTBETCTBHH ¢ (PeaepanbHbIM
3akoHOM Ne 273-®3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit ®Pemepanuu» B pefakuuu oT 1
centTsbpsa 2020 roga, DenmepanpHbM 3akoHOM OT 27.07.2006 Ne 152 «O mepcoHanbHBIX JAaHHBIX» B
penakuuu ot 24 anpens 2020 roxa, [Ipukasom denepagbHOr0 apxMBHOIO areHTCTBA OT 23 nexabps
2009 roma N 76 «O6 yTBepkaeHHH MeTOIUYECKMX PEKOMEHIAH Mo pa3paboTKe WHCTPYKLHH IO
JIeJIONPOU3BOACTBY B (hemepanbHBIX OpraHax HCIOJTHHUTENBHOM BiacTH», Yka3om IlpesuieHra ot
30.05.2005 Ne 609 «O6 yrtBepskienuu IlonoskeHHST O NEPCOHATBHBIX JAHHBIX TOCYAApPCTBEHHOTO
ciryxkartero Poccuiickoit ®enepanuu U BeA€HHH €ro JHYHOrO jeia» B peaakiuu ot 23 mronst 2019
roma, Tpynoemm Kopexcom Poccuiickoit @enepannn, KomiekTuBHeM goroBopoM, Ycrasom MAOY
AT'O «I11O», ocymecTBisioleii 00pa3oBaTeIbHYIO JAeSTEILHOCTb. ’

1.2. launoe [lonoxxenune orpenenseT MOPSIOK BEJSHUS JIUYHBIX JEIT IEIaroroB MOMOJHUTEILHOTO
o0pa3oBaHus, TPEHEPOB-TIpeTioaBaTe/iel ¥ MHBIX COTPYAHHKOB U pabotHnkoB MAOY AI'O «LIZIO»,
omnpejersieT MOpsoK (OPMHUPOBAHMS, ydeTa M XPAHCHHMS, BbIJAYM JIMYHBIX J€l1 BO BPEMEHHOE
I10JIb30BaHNUE, & TAKKE OTBETCTBEHHOCTB, IpaBa paboTHUKOB U qupekTopa MAOY AT'O «LIJO».

1.3. Hacrosmee [lomoxkeHne yTBepKaaeTcs TPUKA30M M SIBIAETCA 00A3aTENLHBIM U BCEX
kareropuit padotauxoB MAOY AT'O «I{Z1O».

1.4. Benenue JTMYHBIX JieN [1€/1arOrOB JOTIOJIHUTEIEHOTO 00pa30oBaHMms, TPEHEPOB-IIpEIoiaBaTelen
U WHBIX COTPYIHHKOB B pabOTHHKOB BO3JIaraeTcs Ha crenuanicta 1o kagparm MAOY AI'O «IJIO».

1.5. JIuunoe neno — OCHOBHOM JOKYMEHT IE€PCOHAIBHOTO yueTa, CoJAepKalluii Hauboee MOJHbIE
CBeleHHs 0 paboTHUKe 00pa30BaTe/IbHON OpraHu3aliy U ero TPYJIOBOH JesTelbHOCTH. B muunoe aeno
BHOCSTCS CBEJICHHSI, CBSI3aHHBIE C IIOCTYILIEHHEM Ha paboTy ¥ yBOJIBHEHUEM.

1.6. Cenenusl, coaepianuecs B JMYHOM Jielie, OTHOCATCS K KOHOHICHIMATbHOH MHGbOpPMALHUH,
MMEIOT OTPaHMYEHHBIN JOCTYII U Pa3rJIallleHUIoO He IT0JIerKar.

1.7. Jluynoe 1eio BegeTcs B TeUSHHE BCEro MepHoa padoTsl padoTHHUKA.

1.8. Benenue HECKONBKHX JHMYHBIX J€JT OJHOro pabOTHHKA 0Opa3oBaTENbHOM OpraHu3aluu He
JIOITy CKaeTCsl.

2. lopsinox dopMHPOBAHUS JTHYHBIX A€/
2.1. dopmupoBaHHE JMYHOTO Jlefla MEJaroroB JONOJHUTENBHOTO 00pa3oBaHuUsi, TPEHEPOB-
nperofasaresieii M HHBIX COTpyIHHMKOB M pabotHukoB MAOY AI'O «IIJIO» mpousBoautcs
HEMOCPEICTBEHHO IOCIe IPHeMa WK IepeBoa U3 APYroil OpraHu3aliy.



2.2. B COOTBETCTBMH C HOPMATUBHBIMU JOKyMEHTaMH B JMYHBIC JieJIa IMEAaroroB JAOMNOJHUTEIHHOTO
o0Opa3oBaHus, TPEHEPOB-TIPENOaBaTeiedl M MHBIX COTPYIHUKOB U paboTHHKOB MAOY AI'O «LJ10»,
BKJIA/IBIBAOTCS CIIEAYIOLUINE JOKYMEHTBI:

na nedaz0206 0onoanumenvbHo20 00pa3oeaHuA

3asBIICHHE O IpHEeMe Ha padoTy;

3asBJICHUE O COTJIACHH Ha 00pa0OTKY MEPCOHATBHBIX JaHHBIX MEarora;

ClpaBKa O HaJIM4YMU (OTCYTCTBHMH) CYOMMOCTH W (Win) (hakTa yrojJOBHOTO IMPECICIOBAHUS,
BBIJJAHHOT'O COOTBETCTBYIOLUM OpraHOM IIPABONOPSIKA;

aBTOOHOTpadus;

KOIKS NacropTa UM UHOTO JOKYMEHTA, Y0CTOBEPSIOLIEIO JUUYHOCTb;

KOIIHS CTPAaXxOBOI'O CBUJETENbCTBA IEHCUOHHOTO CTPAXOBAHMUS;

KOS UICHTU(UKAITMOHHOTO HOMEPa HAJIOTOTIIATENIbIIUKA;

KOIKS JOKYMEHTa BOMHCKOTO y4yeTa (111 BOEHHOOOSI3aHHBIX);

KOIHS CBUJETENBCTBA O 3aKJIIOUEHUH Opaka (IIpy HAJIUYuK);

KOIHS CBUJETENBCTBA O POXKICHUN JeTeH (ITPU HAITUYUK);

KOIHUHU JOKYMEHTOB 00 00pa30oBaHuy;

KOIHUU JOKYMEHTOB O KBaJU(UKALMU WIM HAIMYUE CIIEHUATbHBIX 3HAHUH (MIPU HAJTMYMN);
KOIHUHU aTTECTAllMOHHBIX JUCTOB (IIPU HAIUYUH);

KOIHHU JOKYMEHTOB O HarpaKJaeHuH (IIpyU HAJIUYUK);

XapaKTEePUCTUKH, peKOMEHAAaTeIbHbIEe MUChMA (TIPH HAJTUYHH);

MpUKa3 o mpuemMe Ha paboTy;

MIPHUKa3 O MEePEBOJIe HAa MHYIO JOJDKHOCTH (TMPU HAJTMUUHN);

JOJKHOCTHAsI MHCTPYKUHUS (JIOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HaueHHs Ha BCe
JOJIKHOCTH);

TPYZOBOM JIOroBOp (C MOCIEAYIOIIMM BKJIIOYEHHEM JIOTOJHUTENbHBIX COIVIAIIEHUH K
TPYZIOBOMY JIOTOBOPY);

TPYIOBYIO KHUXKKY;

MEAULUHCKYIO KHUXKKY.

s pabomnukog:

3asBIICHHE O IpHEeMe Ha padoTy;

3asBJICHHE O COTJIACUU Ha 00pa0OTKY MEPCOHAIBHBIX JaHHBIX MEarora;

CrpaBKa O HaJIMYMU (OTCYTCTBHH) CYOAMMOCTH W (Win) (pakTa yroJIOBHOTO IpeciieOBaHus,
BBIJIAHHOTO COOTBETCTBYIOIIIMM OPTaHOM IPABOTIOPSIIIKA;

aBToOHorpadus;

KOIHS MMacriopTa WM HHOTO TIOKYMEHTA, YI0CTOBEPSIOIIETO JIMYHOCTD;

KOITUS CTPaXOBOTO CBHJICTEIIHLCTBA ICHCHOHHOTO CTPaXOBAHUS;

KOS HICHTU()UKAITMOHHOTO HOMEPa HAJIOTOTLIATE bIIINKA;

KOIUS TOKYMEHTa BOMHCKOTO y4eTa (Ui BOCHHOOOSI3aHHBIX);

KOIHUS CBUJICTEJIHCTBA O 3aKIIOYCHUU Opaka (IIpy HAJIHYUK ),

KOS CBUJICTEIIHCTBA O POXKICHUH JeTeH (IPH HATUYHH );

KOIIUH IOKYMEHTOB 00 00pa3oBaHUU;

KOIUH JOKYMEHTOB O HarpaXJIeHuU (IIpy HAJIMYHN ),

XapaKTePUCTUKH, PEKOMEH/IATeIIbHBIC THChbMa (TIPH HATTMYHH);

MIpHUKa3 O puemMe Ha paboTy;

MIPHUKa3 O MEePEBOJIe HAa MHYIO JODKHOCTH (MPU HATMYUHN);

JOJKHOCTHAsI MHCTPYKIUS (JOJKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAueHUss Ha BCE
JIOJDKHOCTH);

TPYAOBOW JIOTOBOpP (C TMOCHEIYIOIIMM BKIIOYCHHEM JOMOJHHUTEIbHBIX COTJAIIeHUH K
TPYAOBOMY JIOTOBODPY);

TPYIOBYIO KHUXKKY;

MEUIIUHCKYIO KHUXKKY.

Pabomodamensv ohopmnsem:

TPYAOBOMH JOrOBOP B JIBYX IK3EMILIApAX;
MIpUKa3 o0 MpueMe Ha paboTy (0 MepeMelIeHny Ha Apyrue J0JKHOCTH);
JTMYHYI0 KapTouky Ne T-2;



*  JIOJDKHOCTHYIO MHCTPYKILIMIO B ABYX 3K3EMILISAPAX.
Pabomoodamens 3naxomum:
* Cc HOpMatuBHO-TpaBOBbIMU JokymeHTamMmu MAOY AI'O «I[JJO» (YcraBom, KoimekTuBHbIM
norosopow, IIpaBunaMu Tpy10BOTo pacrnopsjika u ap. JJOKaJIbHbBIMU aKTaMH);
*  C JIOJDKHOCTHOM MHCTPYKLIUEH;
* IPOBOJUT BBOJHBIM MHCTPYKTaX, MHCTPYKT@X [0 OXpaH€ TpyJda, MHCTPYKTaX 10
MIPOTHBOIIOKAPHOU OE30MMaCHOCTH.
2.4. IlepBuuHoe 0(OpMIIEHHE JIUYHOTO JIeja IPETyCMaTPUBAET:
* I[IPUCBOEHME JMYHOMY /€Ty HOMEpA COrJIacCHO KypHaJly ydeTa JIMYHBIX e (mpunoxenue Ne 1);
* TpOCTaBJIeHHE Ha 00JI0XKKE JIMYHOTO Jena (mpuioskenue Ne 2) ciaeaylonux peKBU3UTOB: HHIIEKC
nena (B COOTBETCTBUM C HOMEHKJIATYpOW J€jl; MOJHOE€ HAauMEHOBAHWE OpraHu3alyu; HOMep
JTMYHOTO Aena; (amMiIus MM OTYECTBO pAaOOTHHMKAa B MMEHHUTEIBHOM MaJeXKe; AAaThl — TOJ
Hayaja ¥ roJi OKOHYaHUS BEJCHMS [IeJ1a; KOJIMUECTBO JIMCTOB; CPOK XPAHEHHUS;
* TIOMEIIEHHUE JOKYMEHTOB, MOJIEKALIMX XPAaHEHUIO B COCTABE JIMYHBIX €], B XPOHOJIOTHYECKOM
MOPSIIIKE:
» BHYTPEHHSISI OTUCHh JOKYMEHTOB Jiena (mputosxkeHue Ne 3);
JUYHBIN JIUCTOK M0 YUYETY KaapoB (prtoxeHus Ne 6);
3asiBJICHUE O IpUeMe Ha paloTy;
MpUKa3 o mpuemMe Ha padoTy;
TPYAOBOM JOTOBOP;
JIOTOBOP O TIOJHOW MaTepHallbHOM OTBETCTBEHHOCTH (€CIM PabOTHHUK — MaTepHalIbHO
OTBETCTBEHHOE JIHIIO);
XapaKTEPUCTUKHU U peKOMEHAaTeIbHbIe TUChMA;
» corjacue Ha 00pabOTKYy MEePCOHATBHBIX TAaHHBIX.

2.5. JIuCThI TOKYMEHTOB, TOMENIEHHBIX B TUYHOE JI€JI0, MOJIeKAT HyMEpalluH.

2.6. C uenbto obecrieyeHus HaaJexalleid COXpaHHOCTH JINYHOTO Jiejla MeJaroroB A0MOJHUTEIBHOTO
00pa3zoBaHusl, TPEHEPOB-TIpenoaBareneli 1 UHbIX coTpyaHukoB MAOY ATI'O «I[JIO» wu ymoOcTBa B
oOpaiileHHd ¢ HUM Mpu (GOPMUPOBAHHUU JOKYMEHTHI TMOMEIIAIOTCS B OTAENIbHYI0 manky. I[lpu
YBOJIbBHEHUU PaOOTHHKA MPOIIMBAIOTCS HUTKaMU U CIAIOTCS B apXUB.

2.7. BHYTpeHHS ONHUCh JOKYMEHTOB, UMEIOIUXCSA B JINYHOM JieJie, IOJKHA COJIep:KaTh CBEACHUS O
MOPSIIKOBBIX HOMEpAax, HaWMMEHOBAHHSIX JOKYMEHTOB Jejia, KOJMYECTBE JIMCTOB, JaTaX BKIIOYEHUS
JOKYMEHTOB B JINYHOE JIEJIO U U3BATUS U3 JIENIa, a TAKKE KEM U3bT JOKYMEHT U 110 KaKOW IpUYNHE.

2.8. BHyTpeHHSS ONMUCH COCTABIISAETCS HAa OTICIBHOM JIMCTE IO YCTaHOBJIEHHOUW (opme. JIMCTh
BHYTPEHHEH OMUCH HYMEPYIOTCS OTAEIBHO.

2.9. Ilpu noAroToBKe JHYHBIX /€] K Iepefaue Ha XpaHEHHE K BHYTPEHHEH ONMHMCH COCTaBISETCS
UTOrOBasi 3alKCh, B KOTOPOW yKa3bIBaeTcsi LU(paMu U MPOMUCHIO KOJIWYECTBO BKIIOYEHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIea.

>
>
>
>
>
>

3. [lopsaok BeaeHNst IMIHBIX eI
3.1. Jluunoe nemo memarora JOMOJHHUTENBFHOTO OOpa3oBaHWs, TpEHEpa-NMpernogaBaTeNii W HHBIX
cotpyrnHukoB MAOY AT'O «I1/1O» Beznercst B TeUeHHE BCETO MEpHOJa pabOThl KAKJIOI0 pabOTHHKA B
OpraHHU3aluH.
3.2. JlanmpHelimiee BeAEHWE JIMYHOTO Jeja NpeaycMaTpHBaeT IMOMEIIEHHE B JEN0 JIOKyMEHTOB,
oOpasyromuxcs B mpolecce paboyei JesTeIbHOCTH U MIMEIOLIUX 3HAaY€HUEe JUTsl TPYAOBBIX OTHOLICHHUI:
*  JIONOJHEHME K JINYHOMY JIUCTKY 1O Y4eTy KaJIpoB;
*  JIONOJIHUTEJbHbIE COTJIALICHUS K TPYIOBOMY JOT'OBODY;
*  KONMHM MPHUKA30B IO JUYHOMY COCTaBY, KOTOpPbIE KacatoTcsi paOOTHUKOB;
*  KONHUM JOKYMEHTOB O MOBBIIICHUH KBATU(PHUKALINL;
*  KONUH CepTU(UKATOB, TPAMOT;
* JIMCT — 3aBEpUTEINb Jiefia (COCTABIISIOT MPH CAaye JJMYHOTO Jefla B apXUB);
*  UHbIE JOKYMEHTHI.
3.3. B nemsix obecrieueHust KOHTPOJISL 32 COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIMYHBIX el B MAOY
AT'O «I1J10» exeromHo (He mo3aHee | kBapTanma roja, CiEIyIOLIEr0 3a OTYETHBIM) MPOM3BOIUTCS
MPOBEpKa UX HAIUYMS U COCTOSHUS.



3.4. ExxeroiHyro MpoBepKy COCTOSIHUS JIMYHBIX JIeJI Ha MPEIMET COXPAaHHOCTH BKJIFOYCHHBIX B HEro
JOKYMEHTOB IPOBOJUT CHELHMAIBHO co3JaHHas kKomuccusa. O IPOBEINEHHBIX IPOBEPKaxX Jejaercs
OTMETKAa B JIACT€ O pPE3yJabTaTax €XEroJHOM IIPOBEPKU COCTOSHMS W HAIUYMSA JIMYHOIO Jena
(mpunoskenue Ne 5) u coctaBisercs: akT. Pe3ynbTaTsl MPOBEPKH JIMYHBIX JIE)I B 00S3aTEIILHOM MOPSIKE
JOBOJATCS 10 JUPEKTOPA OpPraHU3aliu.

4. Ilopsnok y4éra U XpaHeHus JUYHBIX JeJ

4.1. XpaHeHue M y4yeT JMUYHBIX JEJl IEJaroroB JONOJHUTEIbHOTO OOpa30oBaHUs, TPEHEPOB-
MpenogaBaTesie U COTPYIHUKOB, OPraHU3YIOTCS C 1IETbI0 OBICTPOTro U 0€301IIMO0YHOTO MTOUCKA JTUYHBIX
nen, oOecredeHusi MX COXPAaHHOCTH, a Takxke oOecredeHus KOH(PHICHIMAIBHOCTH CBEACHH,
COJIepKalIUXCs B JOKYMEHTaX JIMYHBIX /1€, OT HECAHKLIMOHUPOBAHHOTO JIOCTYIIA.

4.2. JlnuHble 1ena cOTpyAHUKOB XpaHsrcs B celihe MAOY AI'O «LJ1O».

4.3. TpynoBbIle U MEUIIMHCKNE KHIKKH XPAHITCS OTJEIBHO B cede.

4.4. JlocTyn K JIMYHBIM JIe€JlaM T€aroroB M COTPYIHUKOB OOIIe00pa3oBaTeIbHON OpraHU3aluu
UMEIOT TOJIBKO CEKpeTapb, CHELMATUCT MO KajapaM, JUPEKTOp JIMOO 3aMEeCTHTENb IUpEeKTopa Mpu
ucnoJyiHeHuu oos3anHocTel qupekropa MAOY AT'O «IJ1O».

4.5. CuctemaTtu3anus JUYHBIX J€J1 TPOU3BOANUTCS B aJI(DaBUTHOM HOPSIKE.

4.6. JluyHble paena TENaroroB JIOIOJHHUTEIHHOTO OOpa30BaHUS, TPEHEPOB-IIpEroiaBaTeneii u
COTPYJHHUKOB, MMEIOIIHUX TOCYIapCTBEHHbIE 3BaHMs, NMPEMHU, HArpajibl, YU€HbIE CTEIIEHU U 3BaHUS,
XpaHATCS TMOCTOSIHHO, a OCTaJbHBIX COTPYAHHKOB — 75 JE€T C¢ ToAa YBOJIbHEHHS pabOTHHKa (B
cooTBeTcTBUU ¢ [lepeuHeM THIOBBIX yIpaBIE€HYECKUX JOKYMEHTOB).

5. IopsaoK BbIAAYM JUYHBIX /IeJ]1 BO BpeMeHHOe M0JIb30BaHue

5.1. Beigaua naudHBIX 1171 (OTACIBHBIX JIOKYMEHTOB B COCTaBE JIMYHOTO JieJla) BO BpPEMEHHOE
MOJIb30BaHUE TMPOU3BOJIUTCS C paspemienuss gupekropa MAOY AI'O «[JO» mno 3asBieHuIo
COTpPY/IHHKA.

5.2. PabGota (03HaKOMJIEHWE) C JMYHBIMU JIeJlaMHU TI€IaroroB JOTOJHHUTEILHOTO O0pa3oBaHUA,
TPEHEPOB-TIPETIOaBaTeIel U COTPYIHUKOB MPOU3BOIUTCS B IPUEMHON AUpeKkTopa. B koHIle paboyero
JTHSI CEKpeTaph WIHM CHEIUAIKCT O KaapaMm o0si3aHa yOeIUThCS B TOM, YTO BCE JIMUHBIC JIeja, BbITAHHBIC
BO BPEMEHHOE II0Jb30BaHKE, BO3BpAIlCHhl HA MECTO XPaHEHUS M €CTh JH HEOOXOJUMOCTb ISt
MPUHATHS MEP K UX BO3BPAIEHUIO HIIK PO3BICKY.

5.3. ®akT BBIAAYM JUYHOTO Jieja GUKCHPYETCS] B KOHTPOJILHOM KypHaJIe.

5.4. V3paTHE OTACIBHBIX JOKYMEHTOB M3 JIMYHOTO JeJia MPOM3BOIUTCS C pa3pelieHus JUPEKTopa
MAOY AI'O «IIJIO» ¢ odopmieHrneM cooTBeTCTBYIoeH 3amucu B rpade «lIpumeuanuer
BHYTpeHHEH omuch. [Ipy BpeMEHHOM U3BIATHH JOKYMEHTA Ha €ro MecTo (MEeXIy JIMCTaMH COCEIHHX
JOKYMEHTOB) BKJIQJBIBACTCS CIPAaBKa-3aMECTUTENb C YKa3aHUEM JIaThl U MPUYUH U3BATHUS C TOIUCKHIO
JIM1IA, BBIJABIIETO JOKYMEHT, U MOAMKUCHIO JIMIIA, TIOJYYHBIIIETO €r0 BO BPEMEHHOE MOJIb30BaHHE.

6. OdopMireHne JMYHBIX /1] Nepe cAadyeid B apXuB
6.1. OdopmiieHre TUYHBIX A€ AJs Iepeadd B apXuB MIPOU3BOIUTCS CIICHUATNCTOM IO KajpaMm. JTa
MpoLEeaypa BKIIOYAET:
*  MOJIIMBKY (TEeperuieT) aena;
* YTOYHEHHE HyMepalluu JIMCTOB JIeNa;
*  COCTaBJICHME JIHCTa-3aBepuTens (mpuioxxeHue Ne 8);
* cocTaBieHHe (YTOUHEHHUE) BHYTPEHHEH OMICH;
* BHECEHHE YTOYHEHUU B PEKBU3UTHI JTUIEBOI OOI0XKKH JIena.

6.2. JIuct-3aBepuTenpb Jeia AOJDKEH MOAMUCATh €T0 COCTABUTENb, MIPU 3TOM JelaeTcs paciindpoBKa
JOJKHOCTH M MOJNHUCH, TPOCTaBIsAeTCA JaTa. B mporecce MCNonb30BaHUS apXUBHBIX TIOKYMEHTOB B
JTUCTe-3aBEpUTETIE JIENIAl0TCs COOTBETCTBYIONINE OTMETKU. Eciu feno moammuTo 6e3 mucTa-3aBepuTens,
TO €r0 CIeAyeT HAKJIEUTh Ha BHYTPEHHIOI CTOPOHY OOJOKKH JIeNna.

6.3. C nenbto obecredeHnst COXPaHHOCTH JIMYHBIX JIe] PEKOMEHIYeTCs:

*  00benUHATh HMHIUBUIYAIbHBIE JUYHBIE [Iela YBOJEHHBIX COTPYJHUKOB B OJHY OOJIOXKKY
(oOBenMHEHHOE JETI0) C TAKUM pacdeToMm, 4ToObl 00beM Jena (TomMa) He mpeBbiiian 250 TucToB
(TIyTeM CIIMBKHM MaTepUAIOB WHAMBHIYyaTbHBIX JI€J IO TOJaM YBOJBHEHHUS);



* pacrmoylaraTh MaTepHalibl MHIMBHIYAIbHBIX el B Tpeaenax jaena (Toma) B ainpaBUTHOM
nopsiake (mogaMuIbHO), OTHENsAs MaTepUalibl, OTHOCSIIUECS K Pa3HBIM HHIUBUIYaTbHBIM
JefaM, YUCTBIM JIMCTOM OyMarum ¢ yKa3aHHeM Ha HeM (aMuwimu, MMEHH U OT4YecTBa
COOTBETCTBYIOIIETO YBOJICHHOTO TE€Iarora U COTPYIHHKA;

* cHa0XaTh KaXa0e 00bEIMHEHHOE Je7I0 (TOM) BHYTPEHHEH OMHCHIO C MepeYrcIeHneM (aMuIni,
UMEH U OTYECTB M YKAa3aHHEM HOMEPOB CTPAaHUI, B Mpelenax KOTOPHIX PaCHOJIO0KECHBI
COOTBETCTBYIOIINE TOKYMEHTHI.

6.4. Ilepenava TMYHBIX JIENI B apXHUB OCYHIECTBIISETCS HE MO3/IHEE TPEX JIET MOCIIE 3aBEPIICHHS UX B
JIETIOTIPOU3BOICTBE B COOTBETCTBHM C Tpadukom. IIpenBapuTensHO cekpeTapeM, CIEeHUAINCTOM I10
KaJpaM TIPOBEPSETCS MOJHOTA M NMPAaBUIBHOCTHh MOJTOTOBKH JMYHBIX €N K ITepenade. BrisBieHHBbIC
IIPU TIPOBEPKE HEJOCTATKU YCTPAHSIOTCS CEKpeTapeM, CIenuanucToM no kazapam. [lepemaua um nmpuem
MIPOU3BOJIATCS TI0 OMUCH C IIPOCTAHOBKON OTMETOK O HAJIMYHMH JIMYHBIX JICI.

6.5. Jluunble nema memaroroB JOTOJHHUTEIBHOTO OOpa3oBaHUS, TPEHEPOB-IIperoiaBaTeneii u
COTPYJHHUKOB, 3aKOHYEHHbIE Jenonpou3BoacTBoM a0 1 sHBaps 2003 rona, xpassrcs 75 yer, mocie
1 saBapst 2003 roga — 50 net. JluyHble Aena AMPEKTOpa, TIIABHOTO OyXraiaTepa MMEIOT MOCTOSHHBIN
CPOK XpaHEHHUSI.

7. OTBEeTCTBEHHOCThH
7.1. Tlemarorn JOMOJIHUTENILHOTO OOpa30BaHMs, TPEHEPA-TPENOAABATENIM U HWHBIC COTPYIHHUKH
00s13aHBI CBOEBPEMEHHO IIPEJICTABIATh CEKPETapi0 WM CICIHAIUCTY 1O KajpaM CBeIeHUs 00
N3MCHCHUU B HepCOHaJ'IBHBIX JaHHBIX, BKIIOYCHHBIX B COCTaB JIMYHOTO AcCJIa.
7.2. PaboronmaTens 0OecIeYnBaET:
® COXpaHHOCTI) JIMYHBIX JICIH,
*  KOH(DUIESHIMATLHOCTH CBEJICHUH, COIEPIKAIINXCS B TUYHBIX JENIax.

8. IIpaBa paGoToaareJisi U padoTHUKA
8.1. Jlns obecriedeHusi 3amuThl NEPCOHANBHBIX JAaHHBIX, KOTOPbIE XpaHITCS B JIMYHBIX JI€lax
MeJIaroroB JOIMOJTHUTEIILHOTO 00pa30BaHMs, TPEHEPOB-TIPENIOAaBaTeIe U UHBIX COTpyAHUKOB MAOY
AFO «[1J1O» uMmeroT mpaBo:
MOJIYYUTh TOJHYIO HHPOPMAIUIO O CBOMX MEPCOHANBHBIX JaHHBIX U 00pab0TKE ITUX JAHHBIX;

*  MOJY4YUTh CBOOOTHBIN JOCTYI K CBOMM IEPCOHAILHBIM JaHHBIM;

* TMOJYYUTh KONUU JIOKYMEHTOB, XpaHSIIHUECS B JIMYHOM JieJe U COJEeprKallhe MepCOHAIbHbBIE
JTaHHBbIE.

* Tpe®OBaTh UCKIIOUYECHUS UM UCTIPABICHUS HEBEPHBIX U HETIOJIHBIX EPCOHATBHBIX JAHHBIX.

8.2. PabGoTomaTenb UMEET MpaBo:

* 00pabarbiBaTh NEpCOHANIbHBIE JaHHBIC MEAATOTOB JIOMOJHUTEILHOTO 00pa30BaHUs, TPEHEPOB-
npenojaaatened U cotpynHukoB MAOY AI'O «I[JIO», B TOM 4mWcie W Ha DJIEKTPOHHBIX
HOCHTEIISX;

* 3ampOCUTh OT MEJaroroB M COTPYAHUKOB BCIO HEOOXOAMMYIO HH(pOpManuio A BeAeHUs
JUYHBIX JIe]1 1 00pabOTKU MEePCOHANBHBIX JIaHHBIX.

9. 3akJIouYuTeIbHbIE T0J0KEHH S

9.1. Hacrosimee IlonoskeHne o mopsiike BEIEHUS JIMYHBIX JIeT PAOOTHUKOB SIBISETCS JIOKAIBHBIM
HOPMAaTUBHBIM aKTOM, MPHUHUMAETCS Ha OOIIeM COOpaHUU TPYIOBOTO KOJIJIEKTUBA U YTBEPXKAAETCS
npukaszom aupexkropa MAOY AI'O «IIO».

9.2. Bce u3MeHeHHS U JOTOJTHEHHS, BHOCHMbIe B Hacrtosiiee [lomoxkenue, opopMISIIOTCS B
MMCBMEHHOU (popMe B COOTBETCTBUHU JACHCTBYIOIINM 3aKOHOIaTeNbCTBOM Poccuiickoii Deaeparum.

9.3. TlonoxxeHue O TOPSAIKE BEISHUS JHUYHBIX el paOOTHUKOB 0Opa30BaTENbHON OpraHU3alluu
MIPUHUMAETCSI Ha HEONPEAEIEHHbIN CpoK. M3MeHeHnss u nomnoyiHEHUs K [1010)KeHn0 NpUHUMAKOTCS B
nopsizike, mpeaxycMoTpenHoM 1.9.1. Hactosiero [lomoxeHus.

9.4. Ilocne npunstus [lonoxxenus (WM U3BMEHEHUH U JOTIOJHEHHUH OTASNBHBIX TYHKTOB U Pa3/IelioB)
B HOBOM pEAAKLIMU NPEAbIAYILAS PEAAKINS aBTOMAaTUYECKH YTPAYUBAET CUITY.



KypHnan yuera TU4HBIX O€1

ITpunoxenune Nel

K OJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX JIeN1 paOOTHUKOB
Ne Hata @®amumus, | Tabens- | Jomxaocts | CTpyKTYyp- Hatan Hatan ITpumeya-
/ othopmute- UM, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HUSI JMYHOTO | OTYECTBO HOMeEp cus, nozipasie- npuKasza npuKasza
nena nearora u Crenuaib- JIeHUe (pacmops- (pacmops-
COTpYJHUKA HOCTh) JKEHHS) O JKEHHS) O
negarora u npueme npeKparie-
COTpYIHUKA nearora u HUA
coTpynHuKa | (pacropixe-
Ha paboty HHH)
TPY0BOI'O
JIOroBOpa C
MejaroroM u
COTPYJHHKOM
(yBOnbHE-
HUN)
2 3 4 B 6 7 8 9




Doug Ne

Ormce Ne

Hemo Ne

Wunexc nena

O010KKa JIMYHOTO Ael1a

[Mpunoxxenne Ne2
K TIOJIOXKEHUIO O TTOPSIIIKE BEJCHUS
JIMYHBIX JIeN1 paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHMe 00pa30BaTEIbHON OpraHU3aIMN)

Jara Haugama

JlaTta OKOHYaHMS

Ha JIIcTax
XpaHUThb Ier
dounpg Ne
Omuch Ne

Hemo Ne

(3aroJyIoBOK j1ena)



BHYTPEHHSA S OITNUCh
JIOKYMEHTOB ziesia Ne

[Mpunoxxenne Ne3
K TIOJIO’KEHHUIO O TIOPSIIKE BEICHUS
JIMYHBIX JIeNT paOOTHHKOB

Ne NHuneke Hara Hasanue Howmep IIpumeuanus
n/m JOKYMEHTa JOKYMEHTA JOKYMEHTa JIUCTOB
Jena
Hroro: JTIOKYMEHTOB

(1 pamu 1 IPOMHUCHIO)

KonndecTBo TMCTOB BHYTPEHHEN OMUCH

(udpamu ¥ IPOHHCHIO)

OTBETCTBEHHBIH 3a
KaJIpOBBIN yYeT:

(oamnuce)

« » 202 roma




®.1.0.

[Mpunoxenune Ned
K TIOJIOXKEHUIO O TTOPSIIIKE BEJCHUS
JIMYHBIX JIeN1 paOOTHUKOB

JOIKHOCTB

JIngnoe nemo Ne

I[aTa O3HAaKOMIJICHHUIA 1I€aarora
" COTpYAHHKA C JIMYHBIM
JCII0M

Tloamuce emarora u
COTpYJHHUKA

OTMeTKH, MPUMEUYaHUs,
3aMeYaHus




[Mpuoxxenne Ne5
K TIOJIO’KEHHUIO O TIOPSIIKE BEICHUS
JIMYHBIX JIeNT paOOTHHKOB

OTMeTKa 0 pe3yJibTaTax esKeroqHoi NPOBEePKH COCTOSIHUA
U HAJTHYMSA JTUYHOT 0 [1eJ1a

®.1.0.

JOIKHOCTB

JIngnoe nemo Ne

JlaTa mpoBepKu ®.1.0. uneHos [Toanucy 4ieHoB Pesynprar nposepku
KOMUCCUU KOMHUCCUU




[Mpunoxxenne Ne6

K OJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IECJI pa6OTHI/IKOB

JINYHBIN JTUCTOK MO Y4eTy KA/JpPOB

1. ®amunus

Nms

OT14ecTBO

2. Ilon

3. l'on, yucno u Mecsl poxACHUS

4. Mecto poxaeHUs

5. I'paxnancTBO

(ceno, pepeBHsl, ropoji, pailoH, 00JIacTb)

6. Ob6pazoBanue

HaszBanue ®DaKkynbTeT
y4eOHOTO WA

3aBe/IEHUs U €ro OTJIEeJICHHE

MECTOHAXO0XKCHHE

TI'on
MOCTYTUICHUS

T'on
OKOHYAHUS
WM yX0/1a

Ecnu ue
OKOHYHIJI, TO C
KaKoTO Kypca

yien

Kakyro
CHEIUAITBHOCTh
MOJIy4nI B
pe3yabTaTe
OKOHYaHUS
y4eOHOTO
3aBe/IeHus,
yKka3atb No
JTUILIOMA WIIN
YIOCTOBEPEHUs

7. Kaknmu HHOCTPAHHBIMU A3bIKAMH BJIAACCTC

(uUTaere U MEPEBOAUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSACHATHCS, BiIageeTe CBOOOIAHO)

8. Yuenas CTCIICHb, YUICHOC 3BAHUC

9. Kakue nmeere HayyHble TPY/bl U H300pETEHUS




10. BemonHsiemasi paboTa ¢ Hayalla TPYJOBOM AEATENHHOCTH (BKIItOUYas y4eOy B BBICIIUX U CPEIHUX
CTEUANbHBIX YUeOHBIX 3aBEJICHHUSX, BOCHHYIO CIY>KOY 1 paboTy 110 COBMECTUTEIILCTRY)

Mecsu u rox JIOJIKHOCTB € YKa3aHUEM YUPEKICHUS, MecTtoHaxoxaeHue
HOCTYIUICHUS yxoJza OpraHu3aluu, IPEANIPUATHS, a TAKXKE YUpEXKICHUS,
MUHUCTEPCTBA (BEAOMCTBA) OpraHu3anuy,
IPEIPUSITHS

11. IIpeOriBanme 3a rpanuliei (padboTa, cy)eOHass KOMaHIUPOBKA, TIOC3/Ka C JICJIeTaliuei )

Mecsu v rog B xaxoii ctpane [lens mpeObIBaHMS 32
C KaKoro 10 KaKoe rpaHuuen
BPEMEHU BpeMsl

12. Yyactue B BEIOOPHBIX OpraHax

MecTto BbIOOpPHOTO Hazpanwue Bei6opHoro | B kxaudectBe Koro T'on
opraHa opraHa BbIOpaH n30paHust | BBIOBITHS

13. Kakue nmeeTe npaBUTEIILCTBEHHBIE HATPaJIbl

Kornma u keM HarpaxeH

14. OTHOILIEHNE K BOMHCKHUM O0S3aHHOCTSIM M BOMHCKO€E 3BaHHE

CocraB Pon Botick
(KOMaHIHBIH, MOMUTHYCCKHN, 8 IMUHUCTPATHBHBIN, TEXHUICCKUIL U T. 1I.)

15. CemeliHoe MOJIOKEHHE B MOMEHT 3ar0JIHEHHUS JIMYHOTO JIMCTKA

(4NeHBbI CEMBH, C YKa3aHUEM BO3pacTa)

16. lomamuuii aapec

17. OO6s3yroCh CBOEBPEMEHHO H3BEIIaTh 000 BCEX HM3MEHEHUSX [AaHHBIX, BKIIOYEHHBIX B IJTUYHBII
JIMCTOK IO YYETY KaJIpOB.

« » 202  rogma




AHKETA

[Mpunoxxenne Ne7
K TIOJIOXKEHUIO O TTOPSIIIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxxgancTBO (€ciii U3MEHSUIN, TO YKaXKHTE,
KOI'/Ia U TI0 KaKOW IPUYUHE)

2. OOpa3zoBanue, yuyeHas CTENeHb (Korjga u
Kakue ydeOHbIe 3aBeJICHUs OKOHUYMIIM, HOMEpa
qurioMoB). CrnienuanibHOCTh U KBaTU(UKAIUS
10 JIUTIOMY

3. KaKI/IMI/I I/IHOCTpaHHBIMI/I A3BIKAMH U A3bIKAMH
Hapo 0B Poccuiickoit denepaiuu BiIaieeTe U B
Kakol  cremeHH  (YMTaeTe U MOJXKETE
0OBSICHATHCS, BlIaZieeTe CBOOOIHO)

4. BeimonHsgeMas paboTa ¢ Hayana TPYAOBOU JESITEIbHOCTU (BKJIIOYas BOCHHYIO CIy)k0y U paboTy 1o

COBMECTUTEIIHCTBY)
Mecsan u rog JIOKHOCTB € yKa3aHUEM yUpEexKICHUS, MecToHaX0KICHHUE
MOCTYTIICHUS yxoJ1a OpraHu3aIuy, MPEIPUITHS, a TAKKE YUpeXKACHMUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
MIPEANPUSITHS

5. Bamm 61m3kue poACTBEHHUKH (OK€HA, MYXK, OTEIl, MaTh, OpaThsi, CECTPHI)

CreneHb damuans, UM, I'on

pPoaACTBa OTYECTBO POXKACHUA

MecTo paboThl,
JIOJDKHOCTh

Anpec mecta
JKUTEILCTBA

6. Jlomanrauii anpec u Homep TenedoHa

7. [lacnopT WM JOKYMEHT, €r0 3aMEHSIOIINN

(HOMeEp, cepHsi, KEM U KOT/Ja BbIIaH)

8. JlonmonHuTENbHBIE CBEIEHUS, KOTOpbIe Bl jxenaere cooOmuTh o cebe

10. Ha xaxoii ypoBeHb 3apriarsl Bel paccuntsiBaete?

« » 202  ronma

(IOIDKHOCTB OTBETCTBEHHOTO 33 KaJPOBBIH yueT)

(moamuce)

(pacumdpoBKa OATUCH)



JIMCT-3ABEPUTEJIb

B nene npomuto u npoHyMeEPOBaHO

mesia Ne

[Mpunoxxenne Ne8
K TIOJIO’KEHHUIO O TIOPSIIKE BEICHUS
JIMYHBIX JIeNT paOOTHHKOB

JINCTOB

(uudpamu 1 IPOMUCHIO)

c No o Ne , B TOM YHCJIE:
JTUTEpPHBIE HOMEpa JIUCTOB
MPOMYIIIEHHBIE HOMEpa JUCTOB
+ TMCTOB BHYTPEHHEH OmmucH JIUCTOB
OcoOeHHOCTH (PU3HUECKOTO COCTOSIHUS U Howmepa mictos
dhopmupoBaHus Aena
OTBETCTBEHHBIN 3a
KaJIpOBBIN y4eT
(moamucek) (pacmmppoBKa MOANUCH)

« » 202 roja




AHKETA

damuug

4098

OT4ecTBO

Hara poxaeHus

1. I'paxgancTBO (€Ciid U3MEHSIIU, TO YKaXKHTE,
KOI'/Ia U TI0 KaKOW MpUYUHE)

2. OOpa3zoBanue, yd4eHas CTeNeHb (Korga |
Kakue ydeOHbIE 3aBeJICHUs OKOHUYMWIIM, HOMEpa
qurioMoB). CreruanbHOCTh U KBaTU(UKAIUs
0 JUTIOMY

3. KaKI/IMI/I I/IHOCTpaHHI)IMI/I A3BIKAMH U A3BIKAMH
Hapo 0B Poccuiickoit denepanuy BIIaIeeTe U B
Kakol  cremeHH  (YdTaeTe U MOJXKETE
0OBSICHATHCS, BlIaZieeTe CBOOOIHO)

4. BemonHsgeMas paboTa ¢ Hadaja TPyIOBOM JESITENbHOCTH (BKJIIOUYAsi BOEHHYIO CIIY:KOy U paboTy IO
COBMECTUTEIIHCTBY)

Mecsu u rog JIOKHOCTB € yKa3aHUEM yUpEexKICHUS, MecTtoHaxox1eH1E
MOCTYTICHUS yxozaa OpraHu3aIuy, MPEIPHUITHS, a TAKKE YapeXKACHHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
IpEANPUITUS

5. Bamm 61m3kue poJCTBEHHUKH (JK€HA, MYK, OTEIl, MaTh, OpaThsi, CECTPHI)

Crenenb damMuins, ums, T'on Mecto paboThi, Anpec mecta
pOJCTBA OTYECTBO POXKICHUS JOJDKHOCTD JKUTEIIbCTBA

6. HomamrHuii agpec 1 HoMep TenedoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSIOIINI

(HOMEp, cepusi, KEM U KOT/a BbIIaH)
8. Z[OHOJ'IHI/ITCJ'IBHBIC CBCJACHUSA, KOTOPBIC BrI xenaete COO6H_[I/ITB 0 cebe




10. Ha xaxoii ypoBeHb 3apriarsl Bel paccunteiBaere?

« » 202  ronma

(1ODKHOCTh OTBETCTBEHHOTI'O 3@ KaJPOBBIH yueT) (noamnuce) (pacmmdpoBka moAIHCH)
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