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0 MOpPAJAKe BeJAeHUA JUYHBIX /IeJ1 pA00OTHUKOB
MKOY Moruaénckas COII nm.H.Y.A3u30Ba

1. O0mue mos1oKeHus

1.1. Hacrosimiee IlosoceHue o nopsioke gedeHuUs1  JAUYHbIX  dea
pabomHUKO8 OpraHU3aliK, OCYIIECTBISIONICH 00pa30BaTENbHYIO JEATEIbHOCTD,
pa3paboTaHo B COOTBETCTBUM ¢ DepepasibHbIM 3akoHOM Ne 273-D3 ot 29.12.2012
«O6 oOpazoBanuu B Poccuiickoit @eneparun» B penakiuu ot 25 urong 2022 roxa,
@enepasibHbiM  3akOHOM 0T 27.07.2006 Ne 152 «O mnepcoHanbHBIX JAHHBIX» C
n3meHeHnsiMu Ha 2 uroist 2021 roga, Ykazom [Ipesuaenta ot 30.05.2005 Ne 609 «O06
yTBepkeHnu [lonoxeHus: o mepcoHaNbHBIX JAHHBIX TOCYIAPCTBEHHOTO CITYXKAaIlIeTo
Poccuiickoii ®enepaliui M BEJICHUM €ro JMUYHOTO Jena», TpynoBbiM Koaekcom
Poccuiickont ®@epnepanuun, KoJUIEKTUBHBIM JTOrOBOPOM, YCTAaBOM OpPraHU3alNH,
OCYILLIECTBIISIOIEN 00pa3oBaTeIbHYIO NESATENbHOCTD.
1.2. Mannoe Ilonoxenue ompenensieT MOPSAAOK BEIEHUS JUYHBIX JEJl MEJaroroB U
UHBIX COTPYJAHHUKOB W PaOOTHUKOB IIKOJBI, OMpENesieT MOpsSAoK (hopMHUpOBaHMS,
ydeTa W XpaHCHHs, BbIAAUM JIMYHBIX /€ BO BPEMEHHOE IOJIb30BAHUE, a TaKXKe
OTBETCTBEHHOCTbH, MIpaBa pPaOOTHUKOB U JAUPEKTOpa 00pa30BaATEIbLHON OpTaHMU3aIUu.
1.3. Hacrosimee IlonoxxkeHue yTBep)KIaeTcsi MNPUKA30M IO IIKOJE U SIBISETCS
00s13aTEIBHBIM JIJIS1 BCEX KaTETOPHM MEeAarornueckuX U APYTuX COTPYAHUKOB IITKOJIBI.
1.4. Benenue JIHUYHBIX J€N TEJArOrOB M COTPYJHUKOB IIKOJbI BO3JAaraercs Ha
CHeIMaJIUCTa MO0 KajapaM OpraHu3allid, OCYIIECTBIISIIONIEH 00pa3oBaTEIbHYIO
NEeSATENbHOCTb.

1.5. JIuuyHoe nemo — OCHOBHOW JOKYMEHT IEPCOHAIBHOIO Yy4eTa, COJAEpIKallui
Haubosiee MOJIHbIE CBEJEHUS O pabOTHHKE OOpa30BaTENbHON OpraHM3allud U €ro
TPYIIOBOM JESATENIbHOCTH. B nMuYHOE [del0 BHOCATCSA CBEIEHUS, CBS3aHHBIC C
MOCTYIIJICHUEM Ha paboty u YBOJIbHCHHEM.
1.6. Cenenusi, conepskaniyecs B JUYHOM JeNie, OTHOCATCA K KOH(UICHIIMAIbHOU
uH(pOpMaIMK, HMEIOT OTPAaHUYEHHBIM JOCTYNl W pa3IUIallieHUuI0 HE MOJIeXkKaT.
1.7. JluuHoe pemo BemeTcs B TEYEHUE BCEro IMepuojaa paldoThl pabOTHHKA.
1.8. BeneHnue HECKOJBKUX JIMYHBIX JeJl OJHOrO paboTHMKa 00pa3oBaTeIbHOM
OpraHu3alliy HE JOIMYCKAETCS.

2. llopsiaok popmMupoBaHKs JTUYHBIX /€]l COTPYIHHUKOB



2.1. dopMupoBaHUE JTUYHOTO JIeNa MeAaroroB U COTPYAHUKOB 00111e00pa3oBaTeIbHON
OpraHu3aluu IIPOU3BOJUTCS HEIOCPEICTBEHHO 1ocJie npuema B
0011e00pa3oBaTebHYI0 OPraHU3alMI0 WM NEPEBOJA MEJAroroB U COTPYAHUKOB U3
IpyTrou oOpa3oBaTeabHOU OpraHu3aLyu.
2.2. B cOOTBETCTBUU C HOPMATHBHBIMU JIOKYMEHTAMU B JIMYHBIE JI€Jla ME€1aroroB u
COTPYIHHUKOB OpraHU3alliy, OCYILECTBISIOIEH OO0pa30BaTENIbHYIO JEATEIbHOCTD,
BKJIQ/IBIBAIOTCS CJIEIYIOIIHE JOKYMEHTBL:
| Jlis nearoros:

¢ 3a5IBJICHUE O MPUEME Ha padoTy;

¢ 3a5BJICHUE O COTJIACHH Ha 00pabOTKY MEPCOHAIBHBIX JAHHBIX ME1arora;

e CIIpaBKa O HaMU4MM (OTCYTCTBUH) CYAMMOCTH M (WiH) (akTa yroJoBHOTO
MpeciieIOBaHusl, BbIIAHHOTO COOTBETCTBYIOIIUM OPTraHOM MPABOIOPSIIKA;

e aBTOOMOTpaAdUS;

o KOMMSI MACOPTa WM UHOTO JIOKYMEHTA, yI0CTOBEPSIOIIETO JINYHOCTD;

o KOIMSI CTPAXOBOI'O CBUJIETEIHCTBA IEHCUOHHOI'O CTPAaXOBAHUS;

¢ KOIUS UACHTU(UKAIMOHHOTO HOMEPA HAJIOTOIIATEIbIINKA;

¢ KOTIHSI IOKYMEHTa BOMHCKOTO yueTa (/11 BOEHHOOOS3aHHbIX );

¢ KOTIHSI CBUIETENILCTBA O 3aKJIIOUCHUU Opaka (Mpy HAIUYWN);

o KOTIHSI CBUICTENILCTBA O POXKACHUM JIETEH (MPY HATHYHWN);

¢ KOTIMH TOKyMEHTOB 00 00pa30oBaHuy;

¢ KOIIMU JOKYMEHTOB O KBaJM(UKALUN WM HAJMYKE CIIEIUAIbHBIX 3HAHUN (TIpU
HaJIMYUH ),

¢ KOIIMU aTTECTAIMOHHBIX JIUCTOB (IIPU HATTUYUN);

¢ KOIIUU JIOKYMEHTOB O HArpa)</JICHUU (TIPU HAJTUYHHN);

¢ XapaKTEPUCTHKHU, PEKOMEH/IaTeIbHbIC MUChMA (TTPU HATUYINH);

¢ IPUKA3 O MpUEME Ha padoTy;

o IPUKA3 O MEPEBOJIC Ha UHYIO JOJIKHOCTD (ITPH HATTUYHH);

o TOJDKHOCTHAS ~WMHCTPYKIMS  (JIOJDKHOCTHBIE  MHCTPYKIIMM C  MOMEHTa
Ha3HAYCHUS Ha BCE JIOJDKHOCTH);

¢ TPYIOBOM JOTOBOp (C TMOCJHEAYIOIMM BKJIIOUEHHEM JIONMOJHUTEIbHBIX
COTJIAICHUM K TPYJOBOMY JI0TOBOPY);

o TPYJIOBYIO KHHIXKKY;

e MCTUITMHCKYFO KHUKKY.

| JLns pabOTHHKOB:

« 3asIBJICHUE O MIpHEeMe Ha padoTy;

¢ 3a5IBJICHUE O COTJIACHHU Ha 00pabOTKy MEpCOHATBHBIX JAHHBIX TE1arora;

e ClIpaBKa O HaNU4YUM (OTCYTCTBUH) CYAMUMOCTH M (WiM) (pakTa YroJIOBHOTO
npeciieOBaHusl, BbIIAHHOTO COOTBETCTBYIOIIMM OPTraHOM MPaBOIOPSIIKA;

o aBTOOMOTpadus;

o KOIMSI MMAcTOpTa WM UHOTO JIOKYMEHTA, YJIOCTOBEPSIOIIETO JINYHOCTD;

¢ KOTIHSI CTPAXOBOT'O CBHJIETEIHCTBA IEHCUOHHOTO CTPaXOBaHMUS,



¢ KOIUS UACHTU(UKALMOHHOTO HOMEpa HAJIOTOIIATeIbIINKA;

o KOTIHSI IOKYMEHTa BOMHCKOTO yueTa (/1711 BOEHHOOOS3aHHbIX );

o KOTIHSI CBUICTENILCTBA O 3aKJIIOUEHUU Opaka (Mpu HAIUYUN);

o KOTIMSI CBUICTENILCTBA O POXKACHUU JIETEH (MPU HATUYHWN);

¢ KOIIUU JIOKYMEHTOB 00 00pa30BaHMH;

¢ KOIIUU JIOKYMEHTOB O HAarpa)JIeHuu (IMpu HAJTUUUHN);

¢ XapaKTePUCTHUKH, PEKOMEH IaTeJIbHbIE MUChMa (MIPU HAJTUYHHN);

o [IPHKA3 O MpPUEMe Ha padoTy;

¢ IPUKA3 O MEPEBOJIC HA UHYIO JOJKHOCTD (IIPU HATTUYHH);

o TOJDKHOCTHASI ~ MHCTPYKIHMS  (JIOJDKHOCTHBIE  MHCTPYKIIMM C  MOMEHTa
HA3HAYCHHUS HA BCE JOJIKHOCTH);

¢ TPYIOBOM  JOTOBOp (C TMOCJHEAYIOIMM BKJIIOYEHHEM JIOMOJHUTEIbHBIX
COTJIAIIEHUM K TPYJAOBOMY JI0IOBOPY);

* TPYIOBYIO KHIKKY;

e MEIULIMHCKYIO KHUXKKY.

Paboronatens odhopmiisieT:

o TPYJIOBOH JIOTOBOP B JIBYX DK3EMILIIPAXx;
o IPHUKA3 O TIPHEME Ha paboTy (0 MepeMeNIeHNN Ha APYTHe JOJDKHOCTH);
o TUYHYIO KapTOuKy Ne T-2;
o IOJDKHOCTHYO HHCTPYKIIHIO B JIBYX 3K3EMILIApax.
PaGoTo1aTe1br 3HAKOMMUT:

e C HOPMATUBHO-TIPABOBBIMU JOKYMEHTaMH WIKOJbI (YcTaBoMm, KosnekTuBHbIM
IoroBopoM, IIpaBunamu Tpy10BOTO pacnopsiika U JIp. JIOKaJTbHBIMHU aKTaMu);
o C IOJDKHOCTHOW MHCTPYKLMEH;
¢ IPOBOJIUT BBOJIHBIN MHCTPYKTAX, MHCTPYKTAX MO OXpPaHE TPYJa, HHCTPYKTaXK
M0 MPOTUBOTOXKAPHOU OE30TTaCHOCTH.
2.4. IlepBuanoe opopMIICHHE IUYHOTO JIefia TPeTyCMaTpUBAECT:

o IPUCBOCHUE JIMYHOMY JI€JTy HOMEpA COIVIACHO JKypHAJly y4deTa JIMYHBIX Jel
(mpumnosxxenue Ne 1);

o IPOCTABIICHUE Ha OOJIOXKKE JUYHOTO jaena (mprutoxkeHrne Ne 2) cliemyrommx
PEKBU3HUTOB: HWHACKC Jena (B COOTBETCTBMM C HOMEHKJIATypod JAen
o01eoOpazoBaTeIbHOM OpraHu3alluu; MIOJIHOE HauMEHOBaHUE
00111e00pa30BaTeIbHON OpraHu3ali; HOMEP JUYHOro Jena; (GaMuius ums
OTUECTBO Pa0OTHUKA B MMEHUTEIBHOM MaJEeXKe; JaThl — I'OJl Hauajga U roj
OKOHYAHMSI BEJICHUSI JIeJIa; KOJIMUYECTBO JIMCTOB; CPOK XPAHEHUS;

MOMEIICHUE JIOKYMEHTOB, MOJJIEKAIIMX XPAHEHHI0 B COCTaBE JIMYHBIX [I€d, B
XPOHOJIOTUYECKOM NOpsIKE:
- BHYTpEHHSII  ONUCh  JIOKyMEHTOB  jena  (mpuioxkeHue  Ne  3);
- JUYHBIA  JIUCTOK 10 y4yery  KaJpoB (mpunoxxeHus Ne 6);
- 3asIBIICHUE 0 npueme Ha pabory;



- MpUKa3 0 npreMe Ha pabory;
- TPYJ0BOM JIOTOBOD;
- JIOTOBOp O TMIOJHOW MaTepHallbHOM OTBETCTBEHHOCTHU (eciu pabOTHUK —

MaTCpruaJIbHO OTBCTCTBCHHOC J'H/II_IO);
- XApaKTCPUCTHUKH )51 PEKOMCHAATCIILHBIC IIMChMa,
- corJjiacue Ha 06pa60T1<y MNEPpCOHAJIbHBIX JaHHBIX.

2.5. JIluctbl AOKYMEHTOB, MOMEUIEHHBIX B JUYHOE JEJI0, MOMAJEkKAT HyMEpaluu.
2.6. C nenplo obecreueHrs HaJIekKaIle COXPaHHOCTH JMYHOTO JieJia MeJIaroroB u
COTPYIHUKOB 00I1€00pa30BaTEIbHON OpraHU3allii U yJ100CcTBa B OOpallleHUH C HUM
npu  (GOPMHPOBAHUHU JTOKYMEHTHI TIOMEIIAIOTCS B OTACIbHYIO Tmanky. [lpwm
YBOJBHECHHH paOOTHWKA TPOIIMBAIOTCS HUTKAMH W CHAIOTCS B apXUB.
2.7. BHYTpeHHSiI ONHUCh JIOKYMEHTOB, HMMEIOLIUXCS B JIMYHOM Jeje, JOJDKHA
COLEpKATh CBEACHUS O IOPSAAKOBBIX HOMEpAxX, HAUMEHOBAaHUAX JOKYMEHTOB JI€la,
KOJIMYECTBE JIMCTOB, JaTaX BKIIOYEHUS HOKYMEHTOB B JIMYHOE JIEJI0 U U3BIATUS U3
Jena, a TaKkkKe  KeM  U3bAT  JOKYMEHT M 10  Kakod  IPUYHUHE.
2.8. BHyTpeHHss1 OMUCh COCTaBJISIETCSt HA OT/ACJIBHOM JIUCTE€ IO YCTAHOBJICHHOM
dhopwme. JIncter BHYTPCHHEU OIUCH HYMEPYIOTCS OTJICJIBHO.
2.9. Tlpu nmoAroToBKe JIMYHBIX JIeJl K NEpejaye Ha XpaHEHUE K BHYTPEHHEW OMUCH
COCTaBJISICTCSI WTOTOBAsl 3alHCh, B KOTOPOW YyKa3bIBaeTCs HU(ppaMyd U TMPOIHCHIO
KOJIMYECTBO BKIIFOUYCHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JIMCTOB €A,

3. Tlopsajgok BeaeHMs] JMYHBIX [IeJl IeJIaroroB M COTPYJAHUKOB
OPraHu3aNMu, OCYIEeCTBJAIICH 00pPa30BaATE/IbHYIO 1eITeJIbHOCTD

3.1. JInuHO€ Nieno MenaroroB M COTPYIHUKOB 0OIIe00pa30BaTeNbHON OpraHu3aluu
BEJIeTCS B TEUYEHHE BCEro MNepuoaa paboThl Ka)XJO0ro Inejgarora U COTpPyAHHMKA B
001eo0pa3zoBaTeIbHOM OpraHu3aIINH.
3.2. JlanbHeiillee BEACHHME JIMYHOTO JieJa IE€JAaroroB M COTPYJIHUKOB
o0mieoOpa3oBaTeIbHOW  OpraHu3alMd  MpeaycMaTpuBaeT IOMENIEHHEe B JIeNO0
JOKYMEHTOB, 00pa3yloIuxcsi B Ipolecce pabouell AEATEIbHOCTH M HMEIOLIUX
3HA4YE€HME Ul TPYJAOBBIX OTHOILICHU:

¢ TOTIOJTHEHUE K JTUYHOMY JIUCTKY TIO YUETY KaJIpOB;

o IOTIOJIHUTENIbHBIE COTTIAIICHUS K TPYJOBOMY JAOTOBOPY;

¢ KOMMMKM TPHUKA30B IO JUYHOMY COCTaBYy, KOTOpbIE KacaloTCsi I€IaroroB u
COTPYAHHUKOB 0011€00pa30BaTEIbLHON OpraHu3aluy;

¢ OT3BIBBI JIOJDKHOCTHBIX JIMI] O MEJarore U COTpyJIHUKE 00I111e00pa30oBaTeIbHON
OpraHu3alNy;

¢ KOTIMH TOKYMEHTOB O TIOBBINICHUN KBATU(PUKAILINH;

o KOTIMH CePTU(UKATOB, TPAMOT;

o JIUCT — 3aBEPUTEJIH JIeNa (COCTABISIOT IPHU C/1aye JIMYHOTO Jelia B apXUB);

o UHBIE JJOKYMEHTBI.



3.3. B nemsax obOecriedeHusi KOHTPOJISI 332 COXPAHHOCTBIO M aKTYaJbHOCTBIO JIMUHBIX
nen B 001eo0pa3oBaTeibHOM OpraHu3alii eXeroaHo (He no3aHee | kBaptana roaa,
CIIEJIYOIIETO 32 OTYETHBIM) TPOW3BOJUTCS TMPOBEPKA WX HAIMYHS W COCTOSHUS.
3.4. ExerogHyr MpPOBEPKY COCTOSHUS JMYHBIX JeJ Ha MPEAMET COXPaHHOCTU
BKJIFOUCHHBIX B HEro JOKYMEHTOB IPOBOJUT CIEHHAIBHO cO3MaHHas komwuccus. O
NPOBEJICHHBIX TPOBEPKaX JejacTcs OTMETKAa B JIMCTE O pe3yJsibTaTaX €XKeroJHOM
MPOBEPKU COCTOSIHMSI M HAJMUMs JIMYHOTO Jeia (rmpuiioskenue Ne 5) u cocTaBisercs
akT. Pe3ysibTaThl MPOBEPKH JIMYHBIX [ B O0S3aTEIBHOM IOPSJIKE JAOBOASTCS 0
TupeKTopa o01eo0pa3oBaTeIbHON OpraHu3alim.

4. Ilopsinok y4éTa U XpaHeHHsl JUYHBIX JieJ1 MeJaroroB U COTPyJAHNKOB
OPraHHM3alMHU, OCYLIECTBJISIIONIEH 00Pa30BaTEIbHYIO AeSITeILHOCTh

4.1. XpaHneHue W yYyeT JMYHBIX J€J MeJaroroB M COTPYAHUKOB OpraHU3alluu,
OCYLUECTBJISIOIEH 00pa30BaTENbHYIO JESTENbHOCTh, OPraHU3YIOTCS C  LEJIbIO
ObICTPOro 1 0€30MO0YHOr0 MOMCKA JIMYHBIX JIE€], 00ECIEUeHHs] UX COXPAHHOCTH, a
Takke o0ecreyeHus] KOHPUACHIIMATLHOCTH CBEICHUMN, COAEPKAIUXCS B JOKYMEHTAX
JUYHBIX Ten, oT HECAaHKIIMOHUPOBAHHOTO J0CTyTaA.
4.2. Jlmueple nenma COTPYAHUKOB XpaHATCS B cedde oOmeoOpa3oBaTeIbHON
OpraHU3aIINH.

4.3. TpynoBele W MEAMIMHCKHE KHIDKKM XpPaHATCS OTIENbHO B  ceilde.
4.4. Jloctyn K JIMYHBIM Ji€JaM [EJaroroB U COTPYJIHUKOB 0011€00pa30BaTebHOMN
OpraHu3allid HMEIOT TOJBKO CEKpeTapb, CHEUUAIUCT MO KajapaMm, JAUPEKTOP
0011e00pa3oBaTeIbHON OpraHU3aluy JTHO00 3aMECTUTEIH TUPEKTOpa MPU UCTIOTHEHUN

00s13aHHOCTEH TUPEKTOpa 001eo0pa3oBaTeIbHOM OpraHMU3aIlNH.
4.5. CuctemaTu3aiys JTUYHBIX JEJT eJaroroB U COTPYAHUKOB 00111e00pa3oBaTeIbHOM
OpraHu3aluu IPOU3BOUTCS B andaBUTHOM MOPSJIKE.

4.6. JlnuHble nena MegaroroB M COTPYIHUKOB OOIIe0Opa30oBaTEIbHONW OpPraHHU3aIlnH,
UMEIOITUX TOCYJAapCTBEHHBIE 3BAaHUS, MPEMHUH, HArpajibl, yUeHbIC CTCTICHU W 3BaHUS,
XPaHATCS TOCTOSIHHO, @ OCTaJIbHBIX COTPYJHUKOB — 75 JI€T C Tojia yBOJIbHEHUS
paboTHuUKa (B COOTBETCTBUU ¢ [lepeuHeM TUMOBBIX yIPABICHYECKUX JOKYMEHTOB).

5. HOpHI[OK BbIIa4Y4 JIMYHBIX 1€/ BO BPEMECHHO€ IMOJIB30BAHUE

5.1. Beimaya nuvHBIX 1ed (OTAETBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO Jelia) BO
BpPEMEHHOE MOJIb30BaHUE MIPOU3BOJIUTCS C  paspemuieHus TUPEKTOpa
0011e00pa3oBaTebHON OpraHU3aIlii 0 3asBICHUIO COTPYAHHUKA OpTaHHM3AIlHH,
OCYIIECTBIISIOLIEH o0pa30BaTeIbHYIO JeSITETLHOCTb.
5.2. PabGorta (0o3HaKOMJIEHHE) C JIMYHBIMH JEJaMH TMEJaroroB M COTPYJHUKOB
00111e00pa30BaTeIbHON OpraHu3aly MPOU3BOAUTCS B NPUEMHON naupekropa. B
KOHIIe pabodero AHs CeKpeTapb WIM CHELMaIUCT Mo KajapaMm oOs3aHa yOeauTbcs B
TOM, YTO BCE JIMUHBIE JIeJa, BEIJJAHHBIE BO BPEMEHHOE MOJIh30BaHKe, BO3BPAICHBI Ha
MECTO XPaHEHUS U €CTh JIM HEOOXOIUMOCTh IS MPUHATHS MEp K MX BO3BPAIICHUIO



WIH PO3BICKY.
5.3. ®akT BBJAYM JUYHOTO JiejJa (UKCHPYETCS B KOHTPOJILHOM KypHAJe.
5.4. 3psATHE OTACIBHBIX JIOKYMEHTOB M3 JIMYHOTO JieJIa MPOU3BOAUTCS C pa3pelICHUs
TUpEeKTopa 00I1e00pa3oBaTeIbHON OpraHu3aIu ¢ 0(OPMIICHHEM COOTBETCTBYIOIICH
samucu B rpade «I[Ipumedanue» BHyTpeHHed omnucu. [Ipu BpeMEHHOM H3bBSITHU
JOKYMEHTa Ha €ro MecTo (MEXIy JIMCTAaMH COCEIHHMX JOKYMEHTOB) BKJIAJIbIBACTCS
CIpaBKa-3aMECTUTENIb C YKa3aHHEM JaThl W TPHYUH HU3BATHS C TOIIUCHIO JIMIIA,
BBIJIaBIIETO JIOKYMEHT, W TOJIMNKMCHIO JIMIIA, TOJYYUBIIET0O €ro BO BpPEMEHHOE
TIOJIb30BaHUE.

6. OdopmireHne JUYHBIX /€] Nlepel cAayeil B apXuB

6.1. O(l)OpMJleHI/Ie JIMYHBIX OCJI IJIA 1Iepeaadyu B apXuB IIPOU3BOJUTCA CIICHUAIMCTOM
110 KaJipamMm O6Hl€06p330BaTe.HBHOI7[ OpraHmusanmnu. OTta nmpoucaypa BKIO4acT:

o IOJIIINBKY (TIEPEIIET) Jea;

¢ YTOYHCHHE HyMEpaIlUH JIUCTOB JICTIa;

e COCTaBIICHUE JIUCTa-3aBeputes (mpuioxxenue Ne 8);

o cOCTaBIIeHUE (YTOYHEHNE) BHYTPEHHEH OMKCH;

¢ BHECEHUE YTOUHEHUI B PEKBU3UTHI JIMLIEBON O0JIOKKH JIea.
6.2. JlucTt-3aBeputens Aenia JOJHKEH MONNCATh €r0 COCTaBUTEINb, IIPU STOM JIeJaeTcs
pacmdpoBKa JODKHOCTH H TOANKCH, TPOCTaBiIAeTCs jAara. B mporecce
UCTIONB30BAaHUSI  apXWMBHBIX  JIOKYMEHTOB B  JIHCTE-3aBEPUTEIIC  JIEIAFOTCS
COOTBETCTBYIOIIME OTMETKU. Eciam nemo mommmro Oe3 NMcTa-3aBepUTENs, TO €ro
clleyeT HaKJICUTh Ha BHYTPEHHIOIO CTOPOHY O0JIOKKH aena.
6.3. C uenbto o0ecrieueHus: COXpaHHOCTHU JIMYHBIX JIeTT PEKOMEHTYEeTCS:

¢ OOBCIMHSITh WHAWBUIYAIBHBIC JTHUHBIC JeJla YBOJICHHBIX COTPYJIHUKOB B OJTHY
00510kKy (0OBETWHEHHOE MCN0) C TAaKUM pacueToM, 4ToObl 00BEeM Jera
(roma) He mpeBbiman 250 gucTtoB (IMyTeM CHIMBKM MaTepUAJIOB
WH/IUBUTYyaJIbHBIX JIETI 110 TOAaM YBOJIbHEHHUS);

e pacmosiaraTh MaTepualibl MHIUBUAYAIbHBIX €I B Tpelenax aena (Toma) B
andaBuTHOM TOpsiAKe (MOGaMUIBHO), OTACISIST MaTepUabl, OTHOCAIIUECS K
Pa3HBIM WHAWBHUAYAIbHBIM JI€]IaM, YUCTHIM JHUCTOM Oymaru ¢ yKa3aHueM Ha
HeM (pamMuInK, IMEHH U OTYECTBA COOTBETCTBYIOIIETO YBOJIECHHOTO TIearora
U COTPYAHHKA 00IIe00pa30BaTEIHLHON OpraHUu3aIlNH;

e CHAOKaTh Kaxaoe OO0beIUHEHHOE JeJ0 (TOM) BHYTPEHHEH OIUCBIO C
nepeuncieHueM (GaMuInid, IMEH U OTYECTB M yKa3aHHUEM HOMEPOB CTPAHHIIL,
B TIpEJIENIaxX KOTOPBIX PACTIOI0KEHBI COOTBETCTBYIOIIUE IOKYMEHTHI.

6.4. Ilepenaya JNMYHBIX JEJI B apXWB OCYLIECTBIIAETCS HE IMO3JIHEE TPEX JIET MOCIIE
3aBEpIICHUS UX B JIEJIONPOU3BOACTBE B COOTBETCTBUU ¢ Tpadukom. [IpenBapurensHo
CeKpeTapeM, CIENUAINCTOM [0 KaJapaM IPOBEPsETCs IMOJIHOTa W MPaBUIBHOCTD
MOJITOTOBKU JIMYHBIX JIeN K Iepenade. BBIIBICHHBIE TPU TPOBEPKE HEIOCTATKH



YCTPAHSIIOTCSL CEKpeTapeM, cheuuaiucToM 1o kaapam. Ilepegaya wu  mpuem
MPOU3ZBOMASATCS MO OMUCU C MPOCTAHOBKOM OTMETOK O HAJUYMM JIMYHBIX JIE.
6.5. JInuHble Jena meAaroroB M COTPYAHUKOB 00I11€00pa30BaTeIbHON OpraHu3allii,
3aKOHUYEHHBIE Jea0npou3BoAcTBOM /10 1 ssHBaps 2003 roxa, xpaunsitest 75 net, nocne 1
auBapst 2003 roma — 50 gmer. JIuuHble nena JIUpEKTOpa, TJIAaBHOrO Oyxraiarepa
0011e00pa3oBaTeIbHON OPraHU3aly UMEIOT MOCTOSIHHBIM CPOK XpaHEHUSI.

7. OTBEeTCTBeHHOCTH

7.1. Ilemarorm W COTPYAHHKH OOIE0Opa30BaATEILHON OpTaHW3alUK  O00sI3aHbBI
CBOCBPEMECHHO MPEACTABIIATh CEKPETAPIO WM CIICIUAIUCTY 10 KaJpaM CBEICHUS 00
W3MCHCHUM B IIEPCOHAIBHBIX JaHHBIX, BKIIOYCHHBIX B COCTaB JIMYHOI'O JIejia.
7.2. PaboTomarenb 0OeCIIeYnBacT:

¢ COXPAHHOCTh JIMYHBIX JIe] MEaroroB U COTPYAHUKOB OO0IIe00pa3oBaTEIbHON
OpTaHu3aIHH;
¢ KOHUICHIINATHLHOCTh CBEJICHUH, COICPIKALINXCS B JIMYHBIX JIENIaX MEAaroroB
U COTPYIHUKOB.
8. IIpaBa pabGoroxaresss u padOTHUKA

8.1. IIJ'I?I oOecneueHus 3alIUTBI IICPCOHAJIbHBIX JAHHBIX, KOTOPBIC XPAHATCS B JIMYHBIX
JAcjlax 1egaroroB u COTpyJaHuKoOB 061ueo6pasoBaTenLH0171 opraHu3anuy, rneaaroru u
COTpYAHHUKH O6Hl€06p330B3T6HBHOﬁ opraHu3anuu UMCIOT IIPaBO:

¢ IOJTYYUTH TOJIHYIO MH(OPMAIMIO O CBOUX NIEPCOHATBHBIX JAHHBIX U 00padOTKe
ITHUX JaHHBIX;

¢ IOJIYYUTh CBOOOIHBIN TOCTYI K CBOUM MEPCOHAILHBIM JTaHHBIM;

¢ IOJIyYUTh KOMHUU JIOKYMEHTOB, XPaHSIIUECS B JIMYHOM JEJIE€ U COJEpKallue
NIEPCOHAIILHBIE JIAHHBIE.

e TpEOOBATh HCKIIOYCHMS] WM HCTIPABICHUS HEBEPHBIX W  HEMOJHBIX
MIEPCOHANLHBIX JaHHBIX.

8.2. PaboTomaTens nMeeT MmpaBo:

¢ 00pabaTbiBaTh ~ NEPCOHAIBHBIC  JIAHHBIE MEJaroroB W  COTPYJAHUKOB
001meo0pa3oBaTeIbHOM OpraHW3allid, B TOM YHCJAC W Ha JJICKTPOHHBIX
HOCHTEJISIX;
¢ 3AIPOCHTH OT IIEJIaTOTOB M COTPYTHUKOB 00I1e00pa30BaTeIbHON OpPTraHnu3alluu
BCIO HEOOXOMUMYI0 MHGOPMAIIMIO I BEICHHUS JUYHBIX JIe7T U 00paboTKu
NEPCOHAIBHBIX JaHHBIX.
9. 3akJII0OUNTEIbHBIE TOJ0KEHMS

9.1. Hacrosmiee [lonoxcenue 0] nopsioke gedeHus JIUYHbIX des
pPabomHUKO8 SIBIISICTCSl  JIOKAJIbHBIM HOPMATHUBHBIM  aKTOM, TIPUHUMAETCs Ha
[lenarormueckoM coBeTe WIKOJIBI M yTBepkAaercs (IM00 BBOJUTCS B JICUCTBHE)
NPUKA30M  JUPEKTOpa  OpraHu3allid,  OCYIIECTBISIOMIEH  0Opa3oBaTEIbHYIO



JIeSITEIbHOCTb.
9.2. Bce wu3sMeHeHHMS W JOIOJIHCHHS, BHOCHUMBIE B Hacrosmee Ilomoxkenue,
ohOpMIISIIOTCST B~ TUCBMEHHOM  (opMe B COOTBETCTBUM  JICHCTBYIOIIUM
3aKOHOJIaTEJIbCTBOM Poccurickon Qenepanun.
9.3. TlonoxxeHne O TOPSAIKE BEICHHUS JTUYHBIX Jel pabOTHUKOB 00pa3oBaTeIbHOU
OpraHM3aliy MPUHUMAETCSl HAa HEOIpeAeTIeHHbIN CpoK. VI3MEeHEeHHUsT U AOMOJHEHUS K
[TonoxeHU0 TMPUHUMAIOTCA B MOPAJKE, MNpeaycMOTpeHHOM Mm.9.1. HacTosero
ITonmoxeHus.

9.4. Tlocne mpunsatus I[lomoxxeHus (WM W3MEHEHUH W JIOTOJHEHHH OTAEIBHBIX
MyHKTOB M Pa3/eJIOB) B HOBOW PENAKIIMK TPEABIAYIIAsS PEAAKINS aBTOMATHYCCKH
yTpaurBaeT CUITY.



