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[1oJ105KeHHe
0 BeeHHEe JTHUYHDBIX JeJ1 e1aroros 1 COTpyAHHKOB LLIKOJIbI.

1.OBIIUE MOJIOKEHW S
1 1. Hacrosiee [Tonoxkenne onpeaeiseT Nopsaa0oK BEACHN JIMYHBIX ]I IEAaroros 1
COTPYAHUKOB IIKOJIBI.
1.2 TTonoxenue pazpadoTaHo B COOTBETCTBUH C.
Vkasom [Ipesuaenta Poccuiickon denepannu ot 30.05.2005 r. Ne 609 « O0 yTBEpKIACHUH
[To/10’KeH s O MEPCOHAIbHBIX JaHHBIX IOCYAapCTBEHHOIO CJIYIKALICTO Poccuiickoi denepanuu
M BEJCHUHU €ro JIMYHOI'O Jejian;
deiepaibHbIM 3aK0HOM 0T 27.07.04 No79 — ®3 «O rocyaapcTBEeHHOH rpaKIaHCKOH CI1yK0e€
Poccuiickon Dejiepaliunn».
Tpyaossim KojiekcoM P@: KoJIEKTUBHBIM 10TOBOPOM OY;
YcTaBoM LIKOJIBI.
| 3 Benenue JMUYHBIX JIeJ1 1€1aroroB ¥ COTPY/JHHKOB  BO3JIaracTcs Ha TMPEKTOpa [IIKOJIBI.

2. MOPAIOK ®OPMHUPOBAHUA JINYHbIX NEJ COTPYAHUKOB

2.1 dopMHUpOBaHKE JIMUHOTO JI€J1a [1earoroB 1 COTpYIHUKOB HIKOJIb! ITPOU3BOIUTCS
HerocpeACTBEHHO rocJe rnpuema B OY WM NepeBozia Neaaroros X COTPYAHUKOB U3 JIPYyTOT0
00pa30BaTEILHOTO YUPEHKACHUS.

D 2 B cOOTBETCTBUU ¢ HOPMATHBHBIMU JIOKYMCHTaAMH

B IMYHBIC JleJ1a COTPYAHMKOB [IKOJIbI BKJIA/IbIBAIOTCS CIICAYIOLINE TOKYMCHTBL.
3agBjieHUE O IPHEME Ha padoTY;

ABToOHOrpauIo;

KOMUIo nacropTra Wik HHOTO JIOKyMEHTa, Y/I0CTOBEPSIOLCIO JTHIHOCTD,

Komuio cTpaxoBOro CBU/IETE/IbCTBA IEHCHOHHOTO CTPAXOBAHMA,

Konuro uaeHTU(UKALHOHHOIO HOMEpa HaJlororJiaTe/bUnKa,

Konuu 10KyMeHTOB 00 00pa30BaHUH,

Konuu JOKYMEHTOB O KBa/lM(HKaLUK WK HAJTMYUH CIICHHATBHDIX 3HAHUM;
TpynoBy0 KHHXKKY:

Komuy JTOKYMEHTOB BOMHCKOIO ydeTa (/11 BOCHHOOOSI3aHHBIX JINLL)

KOMMIO CBUIETEIbCTRA O Opake ( B cllyyae H3MEHEHHH (paMUIIMK);

B THYHBIE JieJia [1e1aroroB KOJIbl BKJIa/bIBAIOTCS CACAYIOMNE T0KYMCHTDI.
3asiBJICHUE O NEPEBO/IC.



KOIuM JOKYMEHTOB O HAI'PAXK/ICHUH:

Konuu arrectalldiOHHBIX JIMCTOB:

Y 1I0CTOBEPEHHUS O IIPOXOK/JICHUH KYPCOB, YIKCIIEPTHBIEC 3aKJIFOYECHHUS.
3asBJICHHUE O npuemMe Ha padbory;

Komuro nacropra Wjiv HHOT0 JIOKYMEHTA, Y10CTOBEPSIOLIETO JUYHOCTD;
Konuto gokymeHTa 00 oOpazoBaHUH;

Konuto ¢TtpaxoBOro CBUACTENbCTBA TEHCUOHHOIO CTPaXOBaHUSI;
KOO UACHTUPUKALIMOHHOIO HOMEpA HAJIOrOILIATE/IbIINKA;

T pyoByrO KHUKKY:

Konuu 10KyMEHTOB BOMHCKOIO yueTa (/111! BOeHHOO0SI3aHHBIX JIUII)
Komuro ceuaeresbeTBa 0 Opake( B ¢cliydyae U3MEHEHUU (PaMUJIUH);
Pabortonarens opopmisier:

TPYJAOBOH JIO'OBOP B ABYX JK3EeMILIsApax;

[MPUKAa3 O [pueMe Ha padoTy (0 NepeMEeLeHUH Ha JIPYTUe JOJKHOCTH);
JIAYHYIO KapTOuKy NoT-2:

JOJKHOCTHYIO UHCTPYKIIHIO!

PaboTo1aresib 3HAKOMMUT:

Y CTaBOM LUKOJIBL;

C D0JDKHOCTHOW UHCTPYKIIMEH;

[ IpoBOIUT BBOJIHBIM UHCTPYKTAXK, HHCTPYKTAX 110 OXPAHE TPY/1a, AHCTPYKTAX 110

MPOTUBOINOXKAPHOM 0€30MaCHOCTH.

2.3 .00s13aTeIbHON SABJISETCS BHYTPEHHSS OMUCH JIOKYMEHTOB, UMEIOIIUXCA B JIMUHOM JIEJIE.

3. NOPSIZIOK BEJEHUS JIMYHBIX JIEJ NEJATOIOB 1 COTPY THUKOB

3.1 JInunoe JACJIO T1IC1alroroB U COTPYAHHUKOB IIKOJIbI BCJACTCH B TCHCHHC BCCTO IICPHUO/Id

padOoThl KQXKI0I0 Iejgarora i COTpy/IHHUKa.
3.2 BejieHue JIMYHOTO JIejia [peyCMaTpUBAET:

[ lomerenue JOKYMCHTOB, I[MOJIC/KAlIUX XPAHCHHUIO B COCTABC JIMYHBIX [ACJI, B

XPOHOJIOTMYECKOM MOPSIIKE:

— 3asBIICHHUE;

— JIMYHBIA JTUCTOK 110 YUCTY KaJApOB;

— JlonosIHEHUE K JIMYHOMY JIUCTKY 110 YYETY KaJIpOB;
— JluyHas kaprouka;

— ABTOOUMOrpadus:;

— Konuu j1okymMeHToB 00 00pa30oBaHUH;

— Konusg npukasa o npueme Ha padory:

— JIOKYMEHTBI O MOBBILLICHUNW KBAJTU(PUKALIMOHHOIO YPOBHS: aTTECTALlMOHHBIN JIUCT,

YAOCTOBEPCHHUE O MPOXOK/ACHUH KYyPCOB, YKCICPTHOC 3aK/IFOUCHHUE,
— Konuu JJOKYMEHTOB O Harpa/JA€HUH, MOOLIPECHUH;
Kcepokonuu:

— [acropra (CTpaHuIbl ¢ NEPCOHAILHBIMU JJaHHBIMUA O MECTE PETUCTPALIUH );

— BOEHHbIKW OMJIET (JIJ1si BOGHHOOOS3aHHbIX JIMIL);

— CBMJIETEJILCTBO O Opake, pacTopKeHUHW Opaka (€C/Id TAKOW UMEETCH );
— CTPaxoBOI'0 CBUJIETE/IbLCTBA;

— UHH

EKeroiHyro npoBepKy COCTOSSHUS JIMYHOrO JeJ1a MeAaroroB ¥ COTPY/IHUKOB IIKOJIbI HA NIPEAMET

COXPAHHOCTHU BK/IFOYHCHHBLIX B HCI'O JIOKYMCHTOB H CBOCBPCMCHHOC 3aI10OJIHCHHUC.

JIMCTBI JOKYMEHTOB, MOALLIMUTEIX B JIMYHOE JIEJI0, MO UIEKAT HYMEPALIUH.
JlngHoe e10 perucTpupyeTcs B )KypHAIE « YYeT JIMYHBIX €/

TpynoBbie KHUKKH, METUIIMHCKUE KHUIKKH XPAHITCS OTAEIBHO B CEU(DE TUPEKTOPA LIKOJIbI.

JLOJIPKHOCTHBIE HHCTPYKIIMKM XPAHATCS B OT/1€/1bHOM nanke OV,



4.TOPSIJIOK YYETA U XPAHEHWA JIAYHBIX JEJ NEJAT'OTI'OB U
COTPY/IHUKOB IIKOJIbI.

4.1 XpaHeHHeE U yueT JIMUHbIX eI EJaroros u COTpYyAHUKOB [IKOJIBI OPTraHU3YIOTCs C LEJIBIO
OBICTPOro W 0€301KUO0YHOr0 MOUCKa JIMIHBIX AC], obecrieueHusi X COXPaHHOCTH, a TAKKC
obecrieyeHust KOHGHUIEHIIMATbHOCTH CBEICHUH, COACPKALIUXCH B NOKYMEHTAaX JIMYHBIX J€JI, OT
HeCaHKIIMOHUPOBAHHOI'O JIOCTYIA:

Tpynosble KHHKKH, MEJIMLIMHCKUE KHHIKKH XPaHATCAH OTJEJbHO B cerde aupeKTopa MIKOJIBI.
JIOJIPKHOCTHBIC MHCTPYKIIUK XPaHATCAH B oTie1bHOM nanke OV,

JlpuHble feja COTPYIHUKOB XpaHsATCs B cer(pe LKOJIbI.

JTocTyI K JAHYHBIM JIEJIaM [1€1aroros 1 COTpyAHUKOB LIKOJIL! UMEIOT TOJIBKO JUPEKTOP LIKOJIBI.
CreTeMaTH3alHs JTHUHBIX 671 [€aroroB U COTPY/JHUKOB LIKOJIbI IPOM3BOTUTCH B aji(paBUTHOM
MOPSAKE.

TMYHbIE Te1a MearoroB 1 COTPYIHHKOB IIKOJIbI, IMEIOIIKX rocy 1apCTBCHHBIC 3BaHMS, TPEMUH,
HArpa/ibl, y4eHbIe CTEMEHN U 3BAHMs. XPAHATCAH 75 5eT ¢ roja yBOJbHEHHUS padOTHHKA.

5. [TOPSIIOK BbIIAYU JIMYHBIX JEJ] BO BPEMEHHOE ITOJIb3OBAHUE

5 1 Bpuiaua JMYHBIX J1eJ1 (OTAEIbHBIX JOKYMEHTOB B COCTABE JIMTHOTO 1iejia) BO BpEMEHHOE
HOb30BAHUE [POMU3BOIUTCS € paspellieHus TUPEKTOPa MIKOJIbL. Bpemsi pab0TBl OrpaHHYMBACTCS
mpe/ie/iaMu 0JHOro padouero JaHs. B koHile pabo4yero AHs TUPEKTOP oOsi3aHa yOE€IUTHCS B TOM,
41O BCE JIMUYHbIC €14, BbIAaHHbBIE BO BPDEMEHHOE M0JIb30BAHUE, BOSBPAILCHBI Hd MECTO XpaHEHHS
4 €CTh /1M HEOOXOAMMOCTD JUISl IPUHSTHSI MEP K HX BO3BPALICHUIO HIIH PO3BICKY.

59 akT BbUIAYM JIMYHOIO Je/1a (PUKCUPYETCs: B KOHTPOJIbHOM JKyPHAJIC.

6.OTBETCTBEHHOCTD

6.1 [lenarord U cOTPY/IHUKH LIKOJIBI 00s3aHbl CBOEBPEMEHHO NPENCTaBIALE TUPEKTOPY
CcBeIeHNS 00 H3MEHEHHH B [IEPCOHAIBHBIX JIAHHBIX, BKIIOUCHHBIX B COCTAB JIMYHOIO Jea.

6.2 Paboroaarelb 00ECCUUBALT:

COXPAHHOCTb JTMUHBIX JICJT 11€1ar0roB 1 COTPY/IHUKOB [IIKOJIBI;

KOHGbH/ICHIMATBHOCTD CBE/ICHUH, COACPIKALIMXCS B JTHHHBLS nenax neaaroroB U COTpyJAHHKOB

[IIKOJIBI.
7. IPABA

7.1. Jlns obecriedeH s 3alMThl IEPCOHAILHBIX JaHHBIX, KOTOPLIC XpaHSTCS B JINYHBIX A€IaX
[eaaroroB U COTPY/IHUKOB LIKOJIbI,

[enarory U COTPY/AHUKH [IKOJIbI UMCIOT MPaBo.

[loyunTh MOJHYIO HH(GOPMALHIO O CBOUX MEPCOHATHHBIX NaHHBIX U 00pabOTKe ITUX TAHHBIX!
[To1yunTh AOCTYI K CBOMM [EPCOHAIbHBIM 1aHHbBIM,

[ToayuuTh KOMKMHU, XPAHAIMECS B JIMYHOM JieIe U COCPKALIME [nepcoHaIbHbIC JIAHHBIE.
TpeGoBaTh MCKJIIOUEHHUs WIIM HCTIPABICHHSA HEBEPHDBIX HIIK HEIMOJIHBIX MEePCOHAIBHBIX JaHHBIX
paboTo/1are/ib UMEET MPaBo:

O6pabaThiBaTh [1€PCOHAIbHBIC JaHHbBIC NIEAATOrOB 1 COTPY/AHUKOB IIKOJIbI, B TOM YHCJIC U Ha
3IEKTPOHHBIX HOCUTEIIAX;,

3anpocuTh OT [EIaroroB | COTPY/HHKOB LIKOJIbL BCIO HeO0OXO0AUMYIO HH(POPMALIMIO.



