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1. O0mue MOJI0KeHHS.

1.1. Hacrosmee [TonoxeHue o NOpsIKe BEACHUSA JIAIHBIX ICJ]T palGOTHUKOB rocyapCTBEHHOIO
6roDKETHOTO 00111e00pa3oBaTeIbHOrO yUpCeKACHUA «1IKona-uHTEPHAT A NETeH-CHUPOT H
JeTeil, OCTABLIAXCA 0€3 TOMNeUEeHUs POAUTENCH Ne 5» MuHHCTEpCTBA MPOCBEIIECHNUA, HAYKN 1
Mo jenaM MOJOJAEXKH Ka6apauHno-bankapckoi PecniyOnmkn  (nanee — [Tonoxenue)
OpPUHMMAIOTCS  OOmMMU  COOpaHMAMH pabGOTHHKOB ~ IOCYJAapCTBEHHOTO OO0 KETHOTO
06111e06pa30BaTEILHOTO  YUPEKICHUA «llIKoa-MHTEpHAT 78l JeTel-CHpoT M JeTed,
ocraBmMXca Oe3 momedenust pomutenedl Ne 5» MHuHKCTEPCTBA [IPOCBELICHNS, HAYKH U IO
JelaM  MOJIOJEKHU KaGapauHo-bankapckoi Pecriy6nukit ¥ Guinana rocyaapcTBEHHOTO
6r0DKETHOTO 00111e00pa30BaTeIbHOrO yIPEXKACHH «l11kona-uHTEpHAT VI JETEN-CUpOT H
JeTeii, OCTABIIMXCS 6€3 TIOIEeUeHNs. POAUTEeH, No 5» MUHHCTEPCTBA IIPOCBEIICHHS, HAYKH 1
no JenaM MOJIOIEKHU Kab6apnuHo-bankapckoi Pecry6iukn B C.Il. 3aI0KOBO JULA neren ¢
MHTE/UIEKTYaIbHBIMU  HapyIIeHuaMm»  (namee  — [lIkona-UHTEPHAT) M  YTBEPXKIACTCH
nupextopom IIIkonbsI-HHTEpHATA.
1.2. Hactosmee Ilonoxenue pazpaboTaHo Ha OCHOBaHUM:

e denepalbHOrO 3aKOHa OT 79.12.2012 Ne 273-®3 «O6 obpa3oBaHUH B Poccuiickoi
denepanny» ¢ U3MCHEHUAMHA ot 24 mapra 2021 roaa;

e (dejepasbHOrO 3aKOHA OT 27.07.2006 Ne 152 «O mepcoHaIbHBIX JaHHBIX» B PCAAKINY
ot 30 nexabps 2020 roxa;

o Tlpukasa ®eaepalbHOTO apXMBHOTO areHTCTBA OT 23 nexabps 2009 roga Ne 76 «O¢
yTBEp)KACHHH  METOIM4eCKnX peKoMeHJaImi 110 paszpaboTke ~ MHCTPYKIMH I
JIeTIOTIPOM3BOCTBY B (pe/iepabHBIX OpraHax HCTOJIHUTEFHOM BIIACTH;



e Vkaza Ilpesugenta ot 30.05.2005 Ne 609 «O6 yrBepxnaennu Ilomoxenus o
MEePCOHAIBHBIX JIAHHBIX TOCYAApCTBEHHOrO ciykaiero Poccuiickoit depepanuu M BeIeHUU
€ro JUYHOro Jaena» B peaakuuu ot 23 utonsg 2019 rona;

e Tpynosoro Koxaekca Poccuniickoin deneparuy;

o KomiektuBHoro norosopa llIkonsl-unTepHaTa;

e VYcraga llIkonbl-uHTEpHATA.

1.3. Tlonoxenue onpenenser NOpsA0K BEeACHU JIMUHBIX Jen paboTHuKoB IIIKoIbI-UHTEpHATA,
omnpenensieT nopsaaok GOpMUPOBaHUS, YUETa U XPAHEHUS, BbIJIaYU JIMYHBIX J€]I BO BPEMEHHOE
MOJIb30BaHKE, a TAK)XKE OTBETCTBEHHOCTD, IIpaBa pabOTHUKOB U AupekTopa llIkons-unTepHara.
1.4. TlonoxeHue yTBepxkaaeTca MpukazoMm aupekropa Illkonbl-uHTepHAaTa U SBIsSETCS
o0s13aTeNbHBIM J1JIs1 BceX KaTeropuit pabotuukos IlIkonb-unTepHaTA.

1.5. Begenue nuunbix nen pabotHukoB llIkonbl-MHTEpHAaTa BO3/araercs Ha JIOKYMEHTOBEAA
IkonbI-uHTEpHATA.

1.6. JluuHoe AeN0 — OCHOBHOW JOKYMEHT MEepPCOHAIBHOTO ydeTa, CoJAep)Kalluii Hamboliee
MOJTHBIE CBeZieHUs 0 paboTHuke IIIkompl-MHTEpHATA U €r0 TPYAOBOU ACSATEIHLHOCTH. B nuuHOe
JIEJI0 BHOCSTCS CBEJICHUSI, CBSI3aHHBIC C MOCTYIUICHUEM Ha PabOTy ¥ YBOJIbHEHHEM.

1.7. Csenenusi, cojaepxamuecs B JIMYHOM Jelie, OTHOCATCS K KOH(PUACHIIMAIbHON
uH(pOpMAIINK, UMEIOT OTPAHUYCHHBIN JOCTYI U Pa3IIAlICHUIO HE TIOIIEXKAT.

1.8. JImgHOe neo BeneTcs B TSUCHHE BCETO TMeproaa padoThl pabOTHHUKA.

1.9. BepgeHuwe HECKONBKUX JHYHBIX Jen oAHoro pabotHuka Illkonbl-uHTEpHATA HE
JIOTTYCKaeTCs.

2. Ilopsinok ¢popMupoBaHus JUYHBIX JeJ1 pa00THUKOB IlIkoabI-UHTEpHATA

2.1. ®opmupoBaHHe JIMYHOro Jena paboTHUKOB IlIkonbl-MHTEpHATa MPOU3BOAUTCA
HEeNoCpeJCTBEHHO nocie npuema B llIkony-uHTepHar.
2.2. B cOOTBETCTBHM C HOPMATHBHBIMH JOKYMEHTaMHU B JIMYHbIE Jiena padoTHHKOB IIIkosbI-
VMHTEPHATA BKJIAJIIBAIOTCS CIEAYIOLUIUE TOKYMEHTHI:
JLns nenaroros:
e 3asBJIEHUE O NIPUEME Ha paboTy;
® 3asjBJICHUE O COIJIACUHU Ha 00pabOTKYy NEPCOHAIBHBIX TaHHBIX M1E€arora;
e crnpaBKka O HaMMYUU (OTCYTCTBUU) CyAMMOCTH U (uiau) ¢akra YroJOBHOTO
IIpecieJOBaHMsl, BBIJAHHOTO COOTBETCTBYIOIIMM OPraHOM MPaBOIOPSIIKa;
e aptoOuorpadus;
KOIUS TaCHopTa WK HHOTO IOKYMEHTA, Y0CTOBEPSIOLIETr0 JUUYHOCTh;
KOIUS CTPaxOBOT'0 CBUIETEIbCTBA IEHCUOHHOIO CTPAXOBaHUS;
KOMHMSI UACHTU()PUKAIIMOHHOTO HOMEpa HaJOroIIaTesbIInKa;
KOMHSI TOKyMEHTa BOMHCKOTO y4eTa (JIJIs1 BOGHHOOOS3aHHBIX );
KOIUS CBUJIETENIbCTBA O 3aKJII0UEHUU Opaka (Mpu HAIUYUH);
KOIUS CBUJIETENIbCTBA O POKICHUU JeTel (MIpU HAIUYUH);
KOIUU TOKYMEHTOB 00 00pa30BaHHM;
® KONUU JOKYMEHTOB O KBaJU(UKAIMHK WM HaJMYMe CIEUUANbHBIX 3HaHUN (TpU
HaJINYUH);
® KOMHH aTTECTAMOHHBIX JINCTOB (MPU HAIUYUN);
KOIUU JIOKYMEHTOB O HarpaKJAeHUH (MIpU HAJTUYUH);
XapaKTepUCTUKH, PEKOMEHIaTeIbHbIE MUChMa (ITPU HATTUUHH);
npUKa3 0 mpuemMe Ha paboTy;
IPHKa3 O MEPEBOIE Ha NHYIO JOJHKHOCTH (MpU HAIMYUN);




® JIOJUKHOCTHAsI MHCTPYKIMS (JOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAUYEHUs Ha BCeE
JIOJDKHOCTH);

® TPYIOBOH J0OTOBOp (C MOCIEIYIOMUM BKIIOYEHHEM JOTMOJHUTENBHBIX COTJIAIICHUHA K
TPYZIOBOMY JOTOBOPY);

® TPYIOBYIO KHUXKKY;

® MEIUIMHCKYIO KHUXKKY.
Jlst paOOTHUKOB:

e 3asBJICHUE O IIPUEME Ha paboTYy;

® 3asBJICHUE O COMIACHH Ha 00pabOTKY MEPCOHANBHBIX JAHHBIX MEarora;

e cropaBKa O HaIUyuu (OTCYTCTBUM) CYAMMOCTH U (WiaM) ¢akra YroJoOBHOTO
Ipecie0BaHMsl, BbITAHHOTO COOTBETCTBYIOIIUM OPraHOM IIPABOIOPS/IKA;

e aBToOmorpadwus;
KOIUS NacHopTa WK HHOTO TIOKYMEHTA, YOCTOBEPSIOLIETr0 JIUUYHOCTH;
KOIUS CTPaxOBOT'0 CBUIETEIBCTBA IEHCUOHHOIO CTPAXOBAHUS;
KOTHSI HACHTH()DUKAIIMOHHOTO HOMEpa HaJOTOIIaTeIIbINNKA;
KOMHMSI TOKYMEHTa BOMHCKOTO y4eTa (JUIsl BOEHHOOOS3aHHbIX);
KOMMSI CBUJETENBCTBA O 3aKII0YeHUH Opaka (Ipu HaJIM4MN);
KOIHSI CBUJETENLCTBA O POXKIECHUU JIeTel (IIpU HAIUYHH);
KOIIUU IOKYMEHTOB 00 00pa3oBaHuUY;
KOIIUU JIOKYMEHTOB O HarpaKJAeHUH (IIpU HAJTUYUH);
XapaKTEePUCTUKU, pEKOMEH/IaTeIbHbIC MMChMa (TIPU HAJIMYWH);
IpUKa3 O IpuemMe Ha padoTy;
IPUKa3 O TIepeBO/ie Ha UHYIO TOJDKHOCTH (MIPH HAJIUYUK);
JOJDKHOCTHAsE MHCTPYKIMS (JIOJKHOCTHBIE MHCTPYKLIMK C MOMEHTA Ha3HAYEHUS Ha BCeE
JIOJDKHOCTH);

® TpPyAOBOH AOroBOp (C MOCIEAYIOIIMM BKJIIOYEHHEM JIOTIOJHUTENbHBIX COTJIAIEHUN K
TPYZAOBOMY JOTOBODPY);

® TPYIOBYIO KHUXKKY;

® MEIUIIMHCKYIO KHUXKKY.
PaGoronarens opopmiaser:

® TPYJOBOM JIOTOBOP B IBYX IK3EMILISIPAX;

® [IpHKa3 O pHeMe Ha paboTy (0 MepeMelIeHUH Ha IPYrue JOKHOCTH);

e JMyHYIO KapTouky Ne T-2;

® JTOJDKHOCTHYIO MHCTPYKIIHIO B IBYX DK3EMIUISIPaX.
PaGoTtonaresib 3HAKOMMT:

® C HOPMATUBHO-TIPABOBBIMH JOKyMeHTamMHu IKojdbl (YcrtaBoM, KosekTuBHBIM
noroBopowm, [IpaBuiaMu Tpy1oBOTo pactopsika u JIp. JOKaJbHBIMU aKTaMH);

® C JOJDKHOCTHOM MHCTPYKLHEH;

® TMPOBOAWT BBOJHBI HHCTPYKTaX, WHCTPYKTAXK IO OXpaHE TpyJda, MHCTPYKTaX IO
MPOTUBOMNOKAPHON 6€30MaCHOCTH.
2.4. llepBuuHoe oopMIICHHE IMYHOTO JIeja MPeyCMaTPUBACT:

® TMPUCBOEHUE JIMYHOMY JIeIy HOMEpa COIIACHO JKypHAlIy YyueTa JHWYHBIX JIeld
(npunoxenue 1);

® [POCTaBJICHHE Ha 00JI0KKE JIMYHOTO Jiena (nmpuioxkeHue Ne 2) crieyronmx peKBU3HTOB:
WHJIEKC Jiena (B COOTBETCTBMM C HOMEHKIATYpOH Jen o01ieoOpa3oBaTeIbHON OpraHU3allny;
MOJTHOE€ HaMMEHOBaHUE 0011e00pa30BaTENbHON OPraHn3aluy; HOMEp JIMYHOTO Jena; haMuIns
UMSI OTYECTBO pabOTHHKA B MMEHHUTEIHLHOM MAJEKe; JaThl — IOJl Hadaia M ToJl OKOHYAHUS
BEJICHUS JIeJ1a; KOJIMYECTBO JINCTOB; CPOK XPaHEHUS;




® [IOMELICHUE JOKYMEHTOB, MOMJIEXKAIIUX XPAHEHUIO B COCTaBe JIMYHBIX JEJ, B
XPOHOJIOTUYECKOM MOPSIKE:

» BHYTPEHHSISI OITUCH TOKYMEHTOB fiena (mpunoxenne Ne 3);

» JUYHBINA JUCTOK MO y4YeTy KaapoB (TmprtokeHus Ne 6);

» 3asBJICHUE O IPHEMe Ha PadoTy;

» TpUKa3 o mpueme Ha padoTy;

» TPYAOBOIl OTOBOP;

» NOTOBOP O MOJTHOW MaTepUaIbHON OTBETCTBEHHOCTH (€CIHM pabOTHUK — MaTEPHAIEHO

OTBETCTBEHHOE JIULIO);

» XapaKTEePUCTUKU U PEKOMEH/IaTEIbHBIEC TMChMa;

» coryiacue Ha 00pabOTKy MepCOHAIBHBIX TAHHBIX.
2.5. JIncTel TOKYMEHTOB, IOMEIIEHHBIX B JINYHOE JIE€JI0, MOUIEKAT HyMepaluy.
2.6. C uenpio o0ecrieueHUs] HaAJIeXKalel COXpPaHHOCTU JMYHOTO jAena paboTHUKOB IIIkoiibl-
MHTEpHATa U y100CTBa B 0OpaIleHUH C HUM IpU GOPMUPOBAHUH, JOKYMEHTHI IOMEIIAIOTCS B
OTJeNbHYIO NManky. [Ipu yBonbHeHHH paOOTHHKA MPOIIKMBAIOTCS HUTKAMU U CIal0TCS B apXUB.
2.7. BHyTpeHHAs ONHCHh JOKYMEHTOB, MMEIOIIUXCS B JMYHOM JI€Ne, JOJDKHA COJEp’KaTh
CBEJICHUS O MOPSAKOBBIX HOMEpax, HAMMEHOBAHUSIX JOKYMEHTOB Ji€Jla, KOJMYECTBE JIHCTOB,
JaTax BKIIIOYEHHS JTOKYMEHTOB B JIMYHOE JI€JI0 U U3BATHUA W3 JeNla, a TaKkKe KeM HU3bAT
JOKYMEHT U 110 KaKOH MpUYHHE.
2.8. BHyTpeHHsIs1 OUCh COCTABISETCS HAa OT/IEIBHOM JIUCTE 10 yCTaHOBJIEHHOU (hopMme. JIucTh
BHYTPEHHEW OMUCH HYMEPYIOTCS OTAEIBHO.
2.9. llpy nOATOTOBKE JIMYHBIX M€ K IIepefade Ha XpaHEHHE K BHYTPEHHEHW OIMUCHU
COCTaBJISIETCS UTOTOBAsI 3aIMCh, B KOTOPOM yKa3bIBaeTCs LU(PpPaMU U MPOMUCHIO KOJINYECTBO
BKJIFOUEHHBIX B HE€ JOKYMEHTOB U KOJIMYECTBO JINCTOB JIENA.

3. Ilopsinok BexeHusi JUYHBIX e padoTHUKOB IIIKo/bI-MHTEpHATA

3.1. JIuunoe geno padbotHukoB lIkonbl-uHTEpHATA BEAETCS B T€UEHUE BCETO Neproja paboThl
Kaxxgoro paborHuka lllkonb-uHTepHaTa.
3.2. JlanpHelee BeeHUE JUYHOTO Jena paboTHUKOB IlIkonbl-uHTEpHATA TIpeayCMaTPUBAET
MOMEILIEHHE B JEN0 JIOKYMEHTOB, oOpasyloluxcs B Ipouecce padodeid AesTeNbHOCTH U
MMEIOIUX 3HAYEHHE JUIsl TPYIOBBIX OTHOUICHUI:

® JIONOJIHEHUE K JIMYHOMY JIMCTKY IO YYETY KaJpOB;

® JIONOJIHUTENbHBIE COIIAIIECHUS K TPYI0BOMY JJOTOBOPY;

® KONWM MPUKA30B MO JUYHOMY COCTaBY, KOTOPBIE KACAIOTCS MENAroroB U COTPYIHUKOB
o0ureo0pa3oBaTesIbHON OpraHU3alUy;

® OT3bIBBl JIOJDKHOCTHBIX JIMIl O TIeJarore M COTPYIHUKE OO0IIe00pa3oBaTeIbHOM
OpraHM3aluy;

® KOIIMHU TIOKYMEHTOB O MOBBIIICHUN KBAJTHU(PHUKAIIH;

® KOMHUH CepTU(UKATOB, IPAMOT;

® JIMCT — 3aBEPUTENH Jelia (COCTaBISIOT MPH cllaye JIMYHOTO Jieja B apXUB);

® UHbIC JOKYMEHTHI.
3.3. B memsix obecriedeHHnss KOHTPOJS 32 COXPAHHOCTBIO M AKTYaJIbHOCTBHIO JIMUHBIX €N B
lIIkone-uHTEpHATE €XErogHo (He mo3aHee | KBapTama roga, CIEIYIOIIETO 32 OTYETHBIM)
MIPOM3BOJIUTCS MTPOBEPKA UX HAIUYUS U COCTOSTHUSL.
3.4. ExxeroiHy1o mpoBepKY COCTOSIHUSI JIMUHBIX JIeNl Ha TPEIMET COXPAaHHOCTH BKIIFOUEHHBIX B
HEro JOKyYMEHTOB IPOBOAMT CIELHUAIBHO cOo3JaHHas KoMuccusa. O IpOBEIEHHBIX MMPOBEPKaX
JieJlaeTcsl OTMETKAa B JIUCTE€ O pE3yJbTaTax €KEroAHOM NPOBEPKU COCTOSIHUS U HAJIU4Us
au4Horo aena (mpuioxkeHue Ne 5) u cocrapisiercst akT. Pe3yabTaThl IPOBEPKHU JIMUHBIX /1€ B
00s13aTeIBHOM TOPSIIKE JOBOAATCS 0 AupekTopa Llkonb-uaTepHara.



4. Ilopsiiok y4éTa M XpaHeHHs JIHYHBIX el padoTHuKOB LlIkobI-uHTEpHATA.

4.1. XpaHeHue U y4eT JIMYHBIX el paOoTHUKOB lIIKonbI-MHTEpHATa OPraHU3yIOTCS C LIEJIbIO
ObICTpOro M 0e30MMOOYHOr0 MOUCKA JIMYHBIX €N, O0ECIeUeHHUs] UX COXPAHHOCTH, a TAKXKe
obecrnieueHus] KOHQUACHINATbHOCTH CBEACHUN, COAEPIKALIUXCA B JTOKYMEHTaX JIMYHBIX Jell,
OT HECAHKLIIMOHUPOBAHHOI'O JOCTYTIA.

4.2. JInunele nena pabOTHUKOB XpaHaTcs B ceiide LlIkonpl-unTepHara.

4.3. TpyaoBble U MEAULIMHCKNE KHUKKU XPAHATCS OTICNIBHO B celide.

4.4. loctyn K TUYHBIM Jie1aM paOboTHUKOB LLIkonbI-MHTEpHATa UMEIOT TONBKO JOKYMEHTOBE],
cekpeTapb yueOHOH yacTh, nupektop llIkonbl-uHTepHaTa AMO0 3aMECTUTENN AUPEKTOpa MpH
UCIOJIHEHNUHU o0s3aHHOCTeN nupekTopa llIkonbl-uHTEpHATA.

4.5. Cucremaruzanus JHYHBIX Jel paboTHUKOB IlIKojibl-MHTEpHATa NPOU3BOJIUTCS B
an(aBUTHOM IOPSIJIKE.

4.6. Jluunbie nena paboTHukoB llIKonbI-MHTEpPHATA, UMEIOMIMX TOCYJApPCTBEHHBIE 3BaHUS,
IIPEMUU, HarpaJibl, yUYeHbIE CTEIIEHU U 3BaHUs, XPAHATCS MOCTOSHHO, & OCTAIBHBIX PAaOOTHUKOB
— 75 ner c roma YyBOJNbHEHUsS paboTHHKA (B COOTBETCTBUU ¢ llepeduHeM THUTIOBBIX
YIPABJIEHYECKUX IOKYMEHTOB).

5. HOpH}IOK BbIAa4 M JIMYHBIX 1€J1 BO BPEMECHHO€ IMOJIL30BaHUE.

5.1. Beigaua nu4HbIX Aen (OTAENbHBIX TOKYMEHTOB B COCTaBE JIMYHOTO JIeJa) BO BPEMEHHOE
MOJIb30BAaHHE NPOU3BOAUTCS C paspemieHus aupekropa lllkonbl-WHTEpHAaTa MO 3asBICHUIO
pabotHuka llIkonbl-uHTEpHATA.

5.2. Pabora (o3HaKOMJIEHHME) C JIMYHBIMH JenamMu paboTHUkoB IlIkonbl-uHTEpHATA
MIPOU3BOJIUTCS B IPUEMHON TUpekTopa. B koHIle paboyero AHS JOKYMEHTOBE WU CEKpeTaph
yueOHOM yacTu 00s13aH yOeauThcs B TOM, YTO BCE JIMUHBIC JieJia, BhIJAHHBIC BO BPEMEHHOE
M0JIb30BaHKE, BO3BPAILIEHbI HA MECTO XPAaHEHUS U €CTh JIU HEOOXOAUMOCTH JUISl IPUHATUS MEp
K UX BO3BPAICHUIO WJIA PO3BICKY.

5.3. @akT BbLAAYYU JIUYHOTO JieTa PUKCHPYETCS B KOHTPOJIBLHOM XKypHae.

5.4. U3parue OTIAENbHBIX JOKYMEHTOB M3 JIMYHOTO Jeja MPOU3BOJIUTCSA C pa3pelieHus
nupektopa IIkonbl-uHTEepHaTa ¢ O(OPMIIEHHEM COOTBETCTBYIOIIEH 3amucu B Tpade
«ITpumeuanue» BHyTpeHHEW onucH. [Ipy BpEeMEHHOM H3BITUM JOKYMEHTAa Ha €ro MECTO
(Mexy NMCTaMHM COCEIHUX JOKYMEHTOB) BKJAABIBAETCS CIPAaBKa-3aMECTUTENb C yKa3aHHUEM
JIaTbl U TPUYMH U3BATUSA C MOJNUCHIO JIMIA, BBIAABIIETO JOKYMEHT, W MOANKCHIO JIHIIA,
MIOJIYYMBILIETO €r0 BO BPEMEHHOE 0JIb30BaHUE.

6. OopMmieHNe THYHBIX JeJI Nepe] cAaveil B apXuB

6.1. OdopmiieHne JUYHBIX [N s Tepeladyd B apXWB MPOU3BOAMTCA JTOKYMEHTOBEIOM
HIkonsl-uHTEpPHATA. DTa MPOLEAYPA BKIIIOYALT:

® TOJIIMBKY (TIEpEIUIET) Aena;
YTOYHEHHE HyMepaliu JINCTOB JIeNa;
COCTaBJIEHUE JIMCTa-3aBepuTens (npuioxenue Ne §);
cocTaBlieHUE (YTOUHEHHE) BHYTPEHHEHN OINCH;
BHECCHHME YTOUHEHUH B PEKBU3HUTHI JIUIIEBOM OOJIOKKH JIeTIa.
6.2. Jlucr-3aBepurenp Jena JOJDKEH MOJNUCAaTh €ro COCTaBUTENb, MPH ITOM J€laeTcs
pacmnppoBKa JOKHOCTH M TOJMNMCH, MPOCTaBisgeTcs Aara. B mpouecce UCHOIb30BaHUS
apXUBHBIX JIOKYMEHTOB B JIMCTE-3aBEpPHUTEIIE JENIAI0TCS COOTBETCTBYIOLIME OTMETKH. Ecin



JIeJI0 TOJIIMTO O€3 JIMCTa-3aBepuTesi, TO €ro CleyeT HAKJIEUTh Ha BHYTPEHHIOI CTOPOHY
00JIOKKH feia.
6.3. C nenpro obecrieueHnst COXPAaHHOCTH JIMYHBIX JIE] PEKOMEHYeTCS:

e O0BCIWHATh WHIWBHIYIbHBIC JIMYHBIC Jelia YBOJICHHBIX COTPYAHHUKOB B OIHY
00710kKy (0OBEIMHEHHOE JIeJI0) ¢ TAKMM pacueToM, 4TOObl 00beM jeia (ToMa) He MPEeBBIIIal
250 nucToB (IMyTeM CIIMBKY MaTEPHUAIOB MHAUBUAYAIbHBIX JIE€J 10 T'OJIaM YBOJbHEHUS);

® pacroyiaraTh MaTEPHUAbl MHAUBUIYAIBHBIX JICI B pejeliax aena (ToMa) B aipaBuTHOM
nopszike (modaMuIbHO), OTHAENSAS MaTepHalbl, OTHOCSIIMECS K Pa3HbIM WHAWNBUAYATbHBIM
JeliaM, YHCTBIM JINCTOM OyMaru ¢ yKa3aHHeM Ha HeM (aMuUiIuu, UMEHHM U OT4YecTBa
COOTBETCTBYIOIIETO yBOJIeHHOTO paboTHUKaA [IIkonbI-uHTepHATA,;

e cHa0XaTh KaXJ0€ 0ObEIUHEHHOE JEN0 (TOM) BHYTPEHHEH OMHCHIO C NEPEUUCICHUEM
dbaMuIMii, WUMEH W OTYECTB M YyKa3aHHEM HOMEpPOB CTpaHWI], B TpeaeiaXx KOTOPHIX
PacroJI0KEeHbI COOTBETCTBYIOIINE TOKYMEHTHI.

6.4. Ilepenava TUYHBIX A€l B apXUB OCYIIECTBISICTCS HE TIO3/IHEE TPEX JIET MOCIIe 3aBepIICHUS
WX B JICTONMPOM3BOACTBE B COOTBETCTBUU ¢ Tpadukom. [IpenBapuTenbHO CceKperapeM,
CHEIMAIMCTOM I10 KaJpaM MPOBEPSIETCS MOJHOTA U MPAaBUIBHOCTh MOATOTOBKU JTUYHBIX JENT K
nepenaye. BeIsiBIeHHBIE TIPU MPOBEPKE HEOCTATKH YCTPAHSIOTCS CEKPETApEM, CIEIIHAIICTOM
o kaapam. [lepenada u mpremM IPOU3BOIATCS 1O OMUCH C MMPOCTAHOBKOW OTMETOK O HAITHMYUU
JUYHBIX JIE.

6.5. Jluunsie nena paGotHukoB IIIKONBI-MHTEpHATA, 3aKOHUYEHHBIE JIOKYMEHTOBEAOM 0 1
saBaps 2003 roma, xpanstcs 75 net, nocie 1 saBaps 2003 roga — 50 ner. JIuunbie nena
TUpEeKTOopa, rmaBHoro Oyxranrepa IIIkoapI-HHTEpHATa UMEIOT IMTOCTOSTHHBIN CPOK XpaHCHUSI.

7. OTBETCTBEHHOCThH

7.1. Pabotuuku Illkonbl-uHTEpHATAa O0s3aHBI CBOEBPEMEHHO MPEACTABISTH TOKYMEHTOBEIY
WM CEeKpeTapio ydeOHOH dacTh CBeACHUS 00 HW3MEHEHHWH B TIEPCOHAIBHBIX JaHHBIX,
BKJIIOUEHHBIX B COCTaB JIMYHOIO JIcja.
7.2. PaboToaTesir 00ecrieunBacT:

® COXPaHHOCTb JUYHBIX 1 paboTHUKOB [IIkoIbI-HHTEpHATA;

¢ KOH(HICHIIMATBLHOCTH CBEJICHUM, COACPKAIINUXCS B IMYHBIX JiejaX paOOTHUKOB.

8. [IpaBa padoroaares u pa6orHuka lllkoabI-unTepHaTa

8.1. lna oOecniedyeHus 3alIMThl MEPCOHANBHBIX JAHHBIX, KOTOPbIE XPAHATCS B JIMYHBIX JIEIaxX
paboTHukoB llIkonbel-uHTEpHATA, PAOOTHUKH UMEIOT MPaBO:

® TOJIYYUTh MOJHYIO WH(OPMALIUIO O CBOMX MEPCOHATBHBIX JAaHHBIX U 00pabOTKE ITHUX
JTAHHBIX;

® T[IOJIyYUTh CBOOOJIHBIN JOCTYI K CBOMM MEPCOHAIBHBIM JAHHBIM;

® T[IOJyYUTh KONUM JOKYMEHTOB, XpaHALIMECs B JIMYHOM J[e€ M COZIEprKallue
nepcoHaIbHbIE JaHHbIE.

e TpeOoBaThb HCKIIOYEHHUS WIM HCIPaBICHHUS HEBEPHBIX U HEMOJHBIX NEPCOHATbHBIX
JTAaHHBIX.
8.2. PaboTonmarens uMeeT mpaso:

e 00palaThIBaTh NepcoHaIbHbIE JaHHbIe paO0OTHUKOB llIKonbI-MHTEpHATA, B TOM YHCIIEe U
Ha 3JIEKTPOHHBIX HOCUTEISAX;

e 3anpocuth OT paboTHHKOB LIIKONBI-MHTEpPHATA BCIO HEOOXOIUMYIO MH(OPMAIUIO IS
BEJICHUS JIMYHBIX Je]T 1 00pabOTKH MEePCOHANLHBIX JTaHHBIX.



9. 3akJII0YUTEIbHbIE MOJIOKEHUS

9.1. Bce u3mMeHeHHS W JOMOJTHEHMS, BHOCUMBIE B Hacrosmiee [lomoxenne, opopMiIsitoTCs B
MUCbMEHHON (opMe B COOTBETCTBUU JACHCTBYIOIIUM 3aKOHOAATENbCTBOM Poccuiickoi
denepanuu.

9.2. Ilocne npunsaTusa IlomokeHus: (MM U3MEHEHUW W JOMOTHEHUN OTACIBHBIX MYHKTOB M
pa3zienoB) B HOBOM pelaKIMy MPpeAbIayIIas peaaKiyus aBTOMaTHYECKHU yTPAuUuBaEeT CUITY.



JKypHan yuera nu4HBIX €1

IIpunoxenne Nel

K ITOJIOKCHUIO O TOPAAKE BCIACHUA
JIMYHBIX OCIT pa60THI/IKOB

MHata damunus, | Tabems- | Jomxaocts | CTpyKTYyp- Hata u Hata u IIpumeua-
/ odopmute- ums, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HYUS JJUYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKasa MIpUKa3a
nena nejarora u crieranb- JIieHUe (pacmops- (pacmops-
COTpYIHHUKA HOCTb) JKEHHS) O JKEHHS) O
nearora u nmpueMe IpeKparte-
COTpyIHHKA negarora u HUH
COTpyAHUKa | (pacTopike-
Ha paboTy HUM)
TPYIOBOTO
JIOTOBOPA C
Me1aroroM U
COTPYAHUKOM
(yBONBHE-
HUW)
2 3 4 5 6 7 8 9




Donx Ne

Ormmce Ne

Heno Ne

Nunexc nena

O00XKKa JIJUYHOTO Aeia

[punoxxenne Ne2
K IIOJIOKEHHMIO O MOPSAKE BEACHHS
JIMYHBIX JIe7 paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHKME 00OPa30BaTEILHON OPraHU3ALIH)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIMCTax
XpaHuTh Ier
®onmg Ne
Ommce Ne

Hemo Ne

(3aroyIoBOK Jiena)



BHYTPEHHA OITNCH
JIOKYMEHTOB siesia No

[punoxxenne Ne3
K IIOJIOKEHHMIO O MOPSAKE BEACHHS
JIMYHBIX JIe7 paOOTHUKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
/i JIOKyMEHTa JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKYMEHTOB

(umpamu 1 IPOIKCHIO)

KonnyecTBo 1MCTOB BHYTpEHHEN OIMCH

(undpamu 1 MPOIHCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuce)

« » 202 roma




©.1.0.

[punoxxenne Ned
K IIOJIOKEHHMIO O MOPSAKE BEACHHS
JIMYHBIX JIe7 paOOTHUKOB

JomKHOCTD

JInunoe nemno Ne

Jlata o3HakoMIIEHUS Tiearora
Y COTPYAHHUKA C TUYHBIM
JIEJIOM

Iloxnuce nnienarora u
COTpYIIHUKA

OTMeTKH, TpUMEYaHus,
3aMeYaHus




[punoxxenne Ne5
K IIOJIOKEHHMIO O MOPSAKE BEACHHS
JIMYHBIX JIe7 paOOTHUKOB

OTMeTKa 0 pe3yJibTATaX e:KeroAHoii MPOBEePKH COCTOSIHUS
¥ HAJIMY U] JIMYHOTO /1es1a

®.1.0.

JlomKHOCTD

JImgnoe ngeno Ne

[ara npoBepku ®.1.0. uneHos [Toanucu uneHoB Pesynprar nposepku
KOMHUCCUU KOMMCCUU




1. ®ammnusa

[punoxxenne Ne6

K ITOJIOKCHUIO O TOPAAKE BCIACHUA
JIMYHBIX OCIT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 YYeTy KaJAPOB

Nmsa

OT4ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTto poxacHUs

5. I'paxnaHcTBO

(cerno, nepeBHs, ropoJ, paiioH, 001acTb)

6. O6pasoBanue

HasBanue
yueOHOro
3aBEJICHHS U €TO
MECTOHaXO0KICHHE

@DaKynbTeT
W
OTZIEeJICHUE

T'on
MOCTYTICHUS

T'on
OKOHYAHHUS
WJIH yXoJ1a

Ecan ne
OKOHYMJI, TO
C KaKoro
Kypca yuen

Kakyro
CHELUAIbHOCTD
TIOJTYYHIT B
pe3yibTare
OKOHYaHUS
yueOHOro
3aBEJICHHUS,
ykazatb Ne
JUTIIOMA VT
YAOCTOBEPEHHSI

7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BJIAJECETE

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue umeere Hay4dHbl€ TPYAbI U U300pETEHUS

(4uTaere U MepEeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBICHSTHCS, BIIAIEeTe CBOOOIHO)

10. Beimmonasiemast paboTta ¢ Hayana TPYJAOBOW JNEATENbHOCTH (BKIIIOUasi yueOy B BBICIIUX M CPEIHHX
CHeIUaIbHbIX YU€OHBIX 3aBEJCHUSAX, BOCHHYIO CIIY)KOYy U pabOTy 110 COBMECTUTEILCTBY)




Mecsu u rox JIOJKHOCTB C YKa3aHHUEM YUPEKICHUS, MecronaxoxaeHue

MOCTYIUICHUS yxozaa OpraHu3alyu, NPEIIPUATHS, a TAKKE YUpEeXKIECHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3alnH,
IpePHUSITH

11. IlpeOriBanue 3a rpanulieit (padota, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeraliuei)

Mecsu u rog B kakoi1 ctpane Llenp npeObIBaHUs 32
C KaKoro 10 KaKoe rpaHuLei
BPEMEHU BpEMsI

12. Yyactue B BEIOOPHBIX OpraHax

MecTo BBIOOPHOTO HaszBanue BeibopHoro | B kagectBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHBIE HArPaIbl

Korna u kem HarpaxaeH

14. OTHOLIEHNE K BOMHCKUM O00SI3aHHOCTAM M BOMHCKOE 3BaHIE

Cocras Pon Botick

(KOMaHJHBIN, MOJIUTHYECKUH, aIMUHUCTPATUBHBIN, TEXHUYECKUHN U T. 11.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTJUYHOTO JIUCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. lomamnuii agpec

17. OGs3yt0ch CBOEBPEMEHHO H3BEIIaTh 000 BCEX WM3MEHEHHUSAX [aHHBIX, BKIIOUYEHHBIX B JTUYHBIN
JIUCTOK T10 YYeTy KaJpOB.
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[punoxxenne Ne?
K IIOJIOXKEHHIO O MOPSAKE BEICHHS
JIMYHBIX JIe7 paOOTHUKOB

AHKETA

damumnusa

Nmsa

OT4ecTBO

Jlata poxxneHus

1. I'paxkmancTBO (€CiIM M3MEHSUIN, TO YKaXHTE,
KOT/Jla ¥ 10 KaKo¥ MpUYuHe)

2. OOpa3oBaHme, ydeHasi CTENEeHb (Korja u
Kakue y4deOHbIe 3aBEJCHHUS OKOHYIIM, HOMEpa
auruioMoB). CHeUaNibHOCTh M KBATH(DHUKAIIS
0 TUTUIOMY

3. Kakumu MHOCTPaHHBIMH SI3IKAMH H SI3BIKAMH
HapoaoB Poccuiickoit denepanuu BiiageeTe U B
Kakoil  cTemeHW  (YMTaeTe U MOXKETE
O0OBSCHSTHCS, BIaJICETE CBOOOIHO)

4. BrimonHsiemas paboTa ¢ Havaia TPYJOBOH JESITEIbHOCTH (BKJIIOYAs BOCHHYIO CIIY)KOy B paboTy 1o
COBMECTUTEJILCTBY)

Mecsu u rog JOMKHOCTB € yKa3aHUEM YUPEKICHUS, MecToHaxoxk1IeH1E
MOCTYIJICHUS yxoja OpraHM3alyH, IPEIIPUATHS, a TAKXKE YUpEKICHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3anuy,
NpEANPUITUS

5. Bamm Onmu3kue poJICTBEHHUKHU (3K€Ha, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damMuus, UM, T'on MecTto paboThl, Anpec mecta
poacTBa OTYECTBO POXKIAEHUS JOJDKHOCTD JKUTEIILCTBA

6. JlomaniHuii agpec u HoMep TeaepoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHSIOIIMI

(HOoMep, cepust, KEM U KOT/1a BbIJIaH)
8. JlonomHUTENbHbIE CBE/IEHUS, KOTOphIE BhI jKemaere coodmuTh 0 cede

10. Ha xakoi1 ypoBeHsb 3apruiaTtsl Bel paccunteiBaere?

« » 202  ronma

(IOJDKHOCTD OTBETCTBEHHOT'O 33 KaJIPOBBIH yUer) (moamucs) (pacmmpoBKa MOIINCH)



JIMCT-3ABEPUTEJIb

nesa Ne

B nene npomuto u mpoHyMEPOBaHO

[punoxxenne Ne8
K IIOJIOKEHHMIO O MOPSAKE BEACHHS
JIMYHBIX JIe7 paOOTHUKOB

JIMCTOB

(tmpamu U IPOIHCHIO)

c Ne mo Ne , B TOM YHCIIE:
JTUTEPHBIE HOMEPA JIMCTOB
MPOMYIIIEHHBIE HOMEpa JINCTOB
+ TUCTOB BHYTPEHHEH Onucu JINCTOB
OcobenHocTr (PU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopMHUpoOBaHHUs J1ea
OTBeTCTBEHHEIN 3a
KaJpOBBIM y4eT
(moamuce) (pacumpoBKa MOAMKICH)

« » 202  ronma




