MHUHUCTEPCTBO OFPA30BAHUS U HAYKHU PECITYBJIMKU JATECTAH
VIIPABJIEHUE OGPA3OBAHUSA MP «KM3UJTIOPTOBCKUI PAHOH»
MYHHUIUIIAJTBHOE KASBEHHOE OBIIEOBPA3OBATEJIBHOE YUYPEXKJIEHUE «HEYAEBCKAS COLI Nel»
368109, KusumopToBckwuii paiioH, c.Heuaeka yi. Mmama Hlamus, 6
9NIEKTPOHHBIH ajipec: nechaevkal@yandex.ru, KoHTakTHbII Tenedon: 8988-206-97-63

4 Vﬁsepxma}o
'anekrop”MKOV
<<I{X’eq<,gBLKan COIlH Nel»

H. lQ Maromeznos
O30

IToso:xenune
0 MopsiiKe BeJeHNsl JIMYHBIX J1e]1 PA0OTHMKOB

1. O01HMe noJ10KeHu s

1.1. Hacrosiee 1onoowcenue o nopsaoke 6edenus 1udHbiX 0ell pabomHUKO8 OPTaHU3aliH, OCYIIECTBISIOIIEH
00pa3oBaTeNnbHYIO 1eATeIbHOCTD, pa3paboTano B cooTBeTcTBUU ¢ DenepanbHbiM 3aKkoHOM Ne 273-D3 ot
29.12.2012 «O6 obpazoanuu B Poccuiickoit ®denepanum» B penakuuu ot 5 nekadps 2022 roaa,
®enepanbHbiM 3akOHOM OT 27.07.2006 Ne 152 «O nepcoHaabHbIX JAHHBIX» ¢ U3MEHEHUsAMU Ha 2 uroiis 2021
rona, Yka3om IIpesunenta ot 30.05.2005 Ne 609 «OO0 yrBepxaenuu [lonoxxeHns o nepcoHaIbHBIX TaHHBIX
rocynapcTBeHHOro ciyxaiiero Poccuiickoit deaepanuu v BeIEHUU €ro JIUYHOTO Aenay, TpyaoBbIM
Konexcom Poccuiickoit @eaeparun, KoysmeKTUBHBIM 10rOBOPOM, Y CTaBOM OpraHU3alyy, OCYIIECTBISIOIIEH
00pa3oBaTeNbHYIO 1€ITEIbHOCTD.

1.2. Jlannoe [lonoxenue onpenensieT NOpsAI0K BEICHUsI IMYHBIX JEJT M1€JaroroB U MHBIX COTPYAHUKOB U
pabOTHUKOB IIKOJIBI, ONIPEEsIeT MOPSIOK (POPMUPOBAHMUS, YUeTa U XPAHEHHUS, BbIIa4H TUYHBIX JIE]T BO
BPEMEHHOE T0JIb30BaHUE, a TAKKE OTBETCTBEHHOCTh, IMPaBa pAOOTHUKOB U TUPEKTOpPa 00pa3oBaTeIbHON
OpTaHM3aIIH.

1.3. Hacrosimiee [TonoxxeHne yTBepkaaeTcs MprUKa3oM IO MIKOJIE U SBISETCS 00s13aTeIbHBIM JIJIsI BCEX
KaTeropuii meJaroruyeckux 1 IPyrux COTPYIHUKOB HIKOIIBI.

1.4. Benenue TUYHBIX 1€ IEAAroroB M COTPYIHUKOB IIKOJIBI BO3JIaraeTcs Ha CIeUAIMCTa 10 KaJapam
OpTraHMU3aINH, OCYIIECTBIAIONIEH 00pa30BaTeNbHYIO 1€ATEIHHOCTb.

1.5. JIuunoe €510 — OCHOBHOM TOKYMEHT MIEPCOHAILHOTO YU€Ta, COJIepKaIiuil HanboJsiee MOJIHbIE CBEICHUS O
paboTHHKEe 00pa30BaTENbHON OpraHU3allui U €ro TPYAOBOH AeATelbHOCTH. B mnyHOe Aemno BHOCATCS
CBEJICHUS, CBSI3aHHBIE C MOCTYIUICHHEM Ha pa0OTy U YBOJIbHECHHEM.

1.6. CBeneHust, coiepkaluecs B IMYHOM Jelie, OTHOCITCS K KOH(PHUIEHIMAIbHON HHPOPMAIIUN, UMEIOT
OTPaHUYEHHBIN JOCTYI U Pa3TJIalIeHUIO HE MOAJIEKaT.

1.7. Jluunoe neno BeAETCS B TEUCHHE BCETO NEpHoia paboThl pabOTHUKA.

1.8. Benenne HECKONBKUX JIMYHBIX JIeT OJJHOTO pabOTHHKA 00pa30BaTeIbHONM OpraHU3aI[ul HE JOMTYCKaeTCs.

2. Ilopsipok ¢popMuUpOBAHUS JITUYHBIX [€J1 COTPYAHUKOB

2.1. ®opmMupoBaHKe JUYHOTO JieTia MeJaroroB U COTPYIHUKOB 00IIe00pa3oBaTeIbHON OpraHU3aI|H
MIPOU3BOUTCS] HEMOCPEICTBEHHO TTOCJIE TTPHEMa B 00111e00pa30BaTEIbHYI0 OPTaHU3AIMIO I TTEPEBOIa
MEearoroB U COTPYAHUKOB U3 IPYroi 00pa3oBaTeIbHON OpraHU3alllY.

2.2. B cooTtBeTCTBUU C HOPMAaTUBHBIMH JOKYMCHTAMU B JIMYHBIC ACJIA IIEJAroroB U COTPYJIHUKOB
OpTraHMU3aINH, OCYIIECTBIISIONIEH 00pa30BaTENbHYIO NEATEIHHOCTD, BKIAABIBAIOTCS CIEIYIOIINE JOKYMEHTHI:
Jlist menaroros:

3asiBJICHHE O MpUeMe Ha paboTy;
3asBJICHUE O COTJIACHM Ha 00pa0OTKy MEePCOHATBHBIX JAHHBIX TEarora;
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CHpaBKa 0 HAINYMU (OTCYTCTBHM) CYAMMOCTHU U (WiIM) (aKTa yroJOBHOTO MPECIeI0BaHMs, BEITAHHOTO
COOTBETCTBYIOLIUM OPraHOM IPaBONOPAIKA;

aBTOOHOrpadus;

KOIUS MacrlopTa Wik UHOTO JTOKYMEHTA, YIOCTOBEPSIOLIETO JINYHOCTS;

KOIIUS CTPAXOBOI'0 CBUAETEILCTBA [IEHCHOHHOTO CTPAXOBaHMS;

KOMUs UACHTU(UKAIIMOHHOTO HOMEpPa HAJIOTOILIaTEIIbIIHNKA;

KOTHsI JOKYMEHTa BOMHCKOTO y4eTa (11 BOCHHOOOS3aHHBIX );

KOIUS CBUAETEILCTBA O 3aKJII0OUEeHUH Opaka (Mpu HATU4YHH);

KOIUSI CBUCTENIbCTBA O POXKICHUU ACeTel (MPU HATUYUH);

KOITUU JJOKYMEHTOB 00 00pa3oBaHUH;

KOMHHU JOKYMEHTOB O KBATH()UKALMY WM HATWYHE CIICIUATbHBIX 3HAaHUH (TIPH HAJTMYUH);

KOIUU aTTECTAI[MOHHBIX JIUCTOB (MPU HATUYHH);

KOIIMU JIOKYMEHTOB O HarpaxaAeHUU (IIpyU HAIUYUK);

XapaKTepUCTHKHU, peKOMEH1aTeIbHbIe TUChMa (IIPU HAJIUYUK );

MpHUKa3 o IpueMe Ha padoTy;

MPUKa3 O MepPeBo/Ie Ha UHYIO JOJDKHOCTD (IIPH HAJTMYUHN);

JOJIKHOCTHAs! MHCTPYKIUS (JIOJIKHOCTHBIE HHCTPYKLIMKA C MOMEHTA Ha3HAYEHUS Ha BCE JI0JDKHOCTH);
TPYAOBOH AOTOBOP (C MOCIEAYIOIINM BKIFOUEHHUEM JOMOJIHUTEIBHBIX COTTIAIIEHUH K TPYAOBOMY JJOTOBOPY);
TPYAOBYIO KHIKKY;

MEAUIIMHCKYIO KHIDKKY.

Jlyist paGOTHUKOB:

3asBJICHHE O ITPHEME Ha padoTy;
3asBJICHUE O COTJIACUM Ha 00pa0OTKY NMEPCOHATBHBIX JIAHHBIX M1€/1arora;

CIpaBKa O HAMUYUU (OTCYTCTBUU) CYAUMOCTH U (WiH) (haKTa yroIOBHOTO MPECIIeIOBAHUS, BEIIAHHOTO
COOTBETCTBYIOILIMM OPraHOM IIPaBOIOPSIIKA;

aBTOOMOrpadus;

KOIUS MacrnopTa Wik UHOTO JTOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTS;

KOIUS CTPAXOBOI'O CBUAETEILCTBA IEHCHOHHOTO CTPAXOBAaHMS;

KOS UIEHTU(UKAIIMOHHOTO HOMEpa HAJIOT OILIaTE bIINKA;

KOMMSI JOKYMEHTa BOMHCKOTO yueTa (1J11 BOGHHOOOS3aHHbIX);

KOIUS CBUAETEILCTBA O 3aKJII0UEHUH Opaka (Mpu HATU4YHH);

KOIMsSI CBUJIETENbCTBA O POXKICHUHU AeTel (IIpU HAJIM4MN);

KOIIUU JIOKYMEHTOB 00 00pa3oBaHUH;

KOMHHU JOKYMEHTOB O Harpa)JeHUH (IIpy HAJIM4UK);

XapaKTepUCTHKHU, pEKOMEH1aTeIbHbIE TUChbMa (IIPU HAJIUYUN);

IpUKa3 o prueMe Ha padory;

IpHKa3 O MepeBo/ie Ha UHYIO JOJKHOCTD (ITPH HAJTMUUHN);

JIOJDKHOCTHAS! MHCTPYKIHS (JOJKHOCTHBIE HHCTPYKIIMHM ¢ MOMEHTA Ha3HAYeHUs Ha BCE JIOJHKHOCTH);
TPYAOBOM JAOTOBOP (C MOCIEAYIOIIMM BKIIOUEHHUEM JOMOIHUTENbHBIX COTJIAIEHUH K TPYAOBOMY JJOTOBOPY);
TPYAOBYIO KHIXKKY;

MEAMIMHCKYIO KHIDKKY.

PaGoronarens odopmiiser:

TPY/ZOBOW JOTOBOP B JIBYX IK3EMILIAPAX;

IpUKa3 o mprueMe Ha padoTy (0 mepeMeIieHruH Ha Apyrue JOKHOCTH);
TMYHYIO KapTouky Ne T-2;

JOJDKHOCTHYIO MHCTPYKIIMIO B JIBYX K3EMILISIpaXx.



PaGoronarens 3HAKOMUT:

C HOPMaTUBHO-TIPABOBBIMU TOKyMeHTaMu 1Kokl (Y ctaBoM, KomekTuBHbIM 1oroBopoM, [IpaBunamu
TPYZOBOTO PACTIOPsIIKA U JP. JTIOKATLHBIMHA aKTaMH );

C JOJDKHOCTHOW MHCTPYKIIHUEH;

MPOBOJIMT BBOJHBIA HHCTPYKTAXK, HHCTPYKTAXK 110 OXPAHE TPY/AA, UHCTPYKTAXK IO TPOTHBOIIOKAPHOM
0€30I1aCHOCTH.

2.4. IlepBuynoe odopMIIEHUE TUIHOTO Jelia IPETyCMaTPUBALT:

IMPUCBOCHUC JIUIYHOMY JCIY HOMEPA COIJIACHO XXYPHaJly y4d€Ta JUYHBIX ICII;

IMPOCTAaBJICHUC HA 00JIOXKKE JIMYHOTO AcJia CJICAYIOIUX PCKBU3UTOB: HHACKC JCIa (B COOTBCTCTBHHU C
HOMeHKHaTypOﬁ pI(SAl | 06me06paSOBaT€HBHOﬁ OopraHu3alyru, IMOJIHOC HAUMCHOBAHNEC O6H.[€O6p3.30BaTeJ'IBHOI7[
opraHu3alnv, HOMCP JIMYHOI'O JCJ1a; (I)aMI/IJII/ISI UM OTYECTBO pa6OTHI/IKa B UMCHUTCIBHOM IaJCXKE, AaTbl —
ToJ Hadajla U roJ OKOHYaHUA BEACHUA A€j1a; KOIUYCCTBO JIUCTOB,; CPOK XPAHCHUSA,

NMOMCIICHUEC JOKYMCHTOB, INOAJICIKAIIINX XPAHCHUIO B COCTABC JIMYHBIX ACJ, B XPOHOJIOI'MYCCKOM HOPAAKE: -
BHYTPEHHSIS OITUCH JOKYMEHTOB JIeJIa; - JINYHBIN JIUCTOK I10 YYeTy KaJpOB; - 3asBIICHUE O IpHeMe Ha pabory; -
IpUKa3 o0 mpreMe Ha padoTy; - TPYIOBOM JOTOBOP; - JOTOBOP O TOJTHON MaTepUaIbHOW OTBETCTBEHHOCTH
(ecn paOOTHUK — MaTepUATILHO OTBETCTBEHHOE JIMIIO); - XapaKTEPUCTHKH ¥ PEKOMEHIaTeIbHBIC TMChMA; -
corjacue Ha 00padOTKy MEpCOHAIBHBIX JAHHBIX.

2.5. JIucTel JOKyMEHTOB, IOMEIICHHBIX B TMYHOE JIETI0, ITOIeKAT HyMEPaLUH.

2.6. C nenpto odecrieyeHus HaIeKalle COXpaHHOCTH JIMYHOTO JIeJ1a IEAAroroB U COTPYAHUKOB
00111e00pa30BaTENHHOI OpraHU3aluy U yI00CTBa B 00paIleHHH C HUM IIPU (POPMUPOBAHUH JOKYMEHTHI
MMOMCIIAIOTCA B OTACJIbHYIO IMAIIKY. HpI/I YBOJIbHCHUU pa6OTHI/IKa MMPOMMBAOTCA HUTKAMU U CAAIOTCS B apXUB.
2.7. BHYTpeHHss ONKMCh JIOKYMEHTOB, HMEIOIINXCS B IMYHOM JIeNIe, JOJDKHA CO/IePKATh CBECHUS O
IMOPAAKOBBIX HOMEpAX, HAMMCHOBAHUAX JOKYMCHTOB /I€JIda, KOJIMYCCTBC JIMCTOB, JaTaX BKIHOUCHUA
JOKYMEHTOB B JIMYHOE JIEJI0 ¥ U3BSATHS U3 JIelIa, a TAK)KE KEM U3BSAT JOKYMEHT U 110 KaKOi MpU4nHE.

2.8. BHyTpeHHSs ONHCh COCTABISETCS HA OT/ACIHHOM JIMCTE MO YCTaHOBICHHOH (popme. JIuCThI BHyTpeHHEH
OITMCH HYMEPYIOTCS OTJEIBHO.

2.9. HpI/I IMOATOTOBKE JIMYHBIX ACII K MEPEAAUC HA XPAaHCHHUEC K BHYTpeHHef/'I OIIKNCH COCTABIACTCS UTOroBas
3aI1Ch, B KOTOPOHM YKa3bIBaeTcs IU(PpaMH U IPOMHUCHIO KOJIMYECTBO BKIIFOYEHHBIX B HEE IOKYMEHTOB U
KOJIMYECTBO JIUCTOB JIENa.

3. Ilopsiiok BeeHMs JIMYHBIX JeJI eIaroroB U COTPYAHMKOB OPraHU3aLMH, OCYIIeCTBJISIOIIe i
00pa3oBaTe/IbHYIO 1eATeJbHOCTD

3.1. JInuHOE [1e10 MeAaroroB U COTPYAHUKOB 00111e00pa30BaTeNbHON OpraHu3alluy BEAeTCS B TCUEHHE BCETO
nepuo/ia paboThl KaXA0T0 MeIarora U COTpyAHNKa B 00111e00pa30oBaTEIbHOM OpraHU3aI1H.

3.2. lanbHeliee BeleHUE IMYHOTO JieNia TIEIaroroB U COTPYAHUKOB 00111€00pa30oBaTeIbHOM OpraHu3aiuu
npeaycMaTprBaeT IOMEIIEHUE B JIENI0 TOKYMEHTOB, 00pa3yromuxcs B poriecce paboueit 1esTebHOCTH ’
UMEIOIINX 3HAYSHHE JJIsl TPYOBBIX OTHOIIICHUH:

JIOTIOJIHEHNE K JINYHOMY JIMCTKY IO Y4€TY KaJIpOB;
JIOTIOJIHUTEJIbHBIE COTVIALIEHUS K TPYAOBOMY JA0TOBODPY;

KOIMHU IIPUKA30B I10 JINYHOMY COCTaBY, KOTOpPBIE KacaroTCsl I€AAroroB U COTPYAHUKOB 0011€00pa30BaTeIbHON
OpraHu3aIuy;

OT3BIBbI JIOJKHOCTHBIX JIMI] O TIEIarore U COTpyIHUKe 00111e00pa3oBaTesIbHOM OpraHu3aluu;
KOMHHU JOKYMEHTOB O MOBBIIICHUN KBATH(DUKALINY;

KOIUU cepTU(UKATOB, TPAMOT;

JIMCT — 3aBEPUTEINb Jeia (COCTABIIAIOT IPU C1ade JIMYHOTO JeJia B apXUB);

UHBIE JOKYMEHTHI.

3.3. B nensx obecriedeHust KOHTPOJIS 32 COXPAHHOCTHIO M AKTYATbHOCTBIO JIMUHBIX A€ B
00111e00pa3oBaTeIbHON OpraHu3aIuy eXeroaHo (He mo3aHee | kBapTaia roaa, Ciaeayromero 3a OTYCTHBIM)



MIPOU3BOTUTCS MPOBEPKA UX HATUYHSI U COCTOSHUSL.
3.4. ExeroHyro IpoBEpPKY COCTOSHUS JTMYHBIX A€ Ha MPEJAMET COXPAHHOCTH BKIFOYCHHBIX B HETO
JIOKYMEHTOB MPOBOJIUT CHEIHAILHO co3aHHast komuccus. O MPOBEICHHBIX MTPOBEPKAX JIeTAeTCS OTMETKA B
JIUCTE O PE3yNIbTAaTax €KEroHON MPOBEPKU COCTOSHUS M HATMYHS JTMTHOTO Jiejia M COCTABIIICTCS aKT.
Pe3ynbTaThl MpOBEPKU JINYHBIX JIET B 00s13aTEIIBHOM MOPSAKE TOBOAATCS 0 JUPEKTOPA
00111e00pa3oBaTeIbHON OpraHU3aIliH.

4. lMopsinok y4éTa U XpaHEeHUs JUYHBIX JIeJI 1eIaroroB U COTPYAHUKOB OPraHU3aluu,
OCyLIEeCTBJISIIONIEH 00Pa30BaTebHYIO 1eTeJbHOCTD

4.1. XpaHeHue 1 y4eT JIMYHBIX €]l [IEaroroB U COTPYIHUKOB OpraHU3aliH, OCYLIECTBIIAIOIIEN
00pa30BaTeNbHYIO AESITEIbHOCTb, OPIaHU3YIOTCSA C 1IE€JIbI0 OBICTPOro 1 0€301IKMO00YHOr0 MOUCKA JINYHBIX AT,
o0ecreyeHns: UX COXPaHHOCTH, a TaKkKe 00ecredeHns: KOH(PUICHINATBHOCTH CBEICHHH, COepKaIXCs B
JOKYMEHTaX JIMYHBIX JIeJl, OT HECAHKLIMOHUPOBAHHOT'O JIOCTYTIA.

4.2. JlnuHble 1ena COTPYAHUKOB XpaHsTcs B celihe 001meoOpa3oBaTeIbHON OpraHU3aIIH.

4.3. TpynoBbie 1 MEIUIIMHCKNE KHIDKKU XPAHATCS OTICIBHO B ceide.

4.4. locTyn K JIMYHBIM JIEJIaM TIeJaroroB U COTPYAHUKOB 00111€00pa30BaTEIbHON OpraHu3alui UMEIOT
TOJIbKO CEKpPETaphb, CHELUAINCT 10 Kaapam, JUPEKTOp 001e00pa3oBaTeaIbHON OpraHu3aluy oo
3aMECTHTENH JUPEKTOpA IPH UCIIOTHEHUH 00sI3aHHOCTEN AUPEKTOpa 0011eo0pa3oBaTenbHON OpraHu3aiuy.
4.5. Cucremaru3anus JIMYHbIX A€ 1€JaroroB U COTPYAHUKOB 00111€00pa30BaTeIbHON OpraHu3auu
IPOM3BOUTCS B aI(paBUTHOM MOPSIZIKE.

4.6. JInuHble €1a NearoroB U COTPYIHUKOB 0011e00pa3oBaTeIbHON OpraHu3aluu, UMEIOIINX
roCy/1apCTBEHHbIE 3BAHUS, IPEMUHU, HArPaJbl, YUEHbIE CTETIEHU U 3BAHUS, XPAHATCS MOCTOSIHHO, a OCTAJIbHBIX
COTPYAHHUKOB — 75 JIeT ¢ ro/ia yBOJIbHEHUS paOOTHHKA (B COOTBETCTBUH ¢ [lepeuHeM THIOBBIX
YIPaBICHUYECKUX JOKYMEHTOB).

5. Mopsinok BbIIAYM JJUYHBIX /IeJ1 BO BpeMEeHHOE M0/ Ib30BaHHe

5.1. Beiaua mu4HbBIX 1ed (OTAEIBHBIX JOKYMEHTOB B COCTABE JIMYHOTO JI€JIa) BO BPEMEHHOE M0JIb30BAHNE
IPOM3BOJIUTCS C pa3peleHus JUPEeKTopa 001eo0pazoBaTeIbHON OpraHU3alMy MO0 3asBICHUIO COTPYAHUKA
OpraHu3aIiH, OCYIIECTBIIIONICH 00pa30BaTENBbHYIO IS TEIHHOCTD.

5.2. PaboTa (03HaKOMIIEHHUE) C IUYHBIMHU JEJIaMU MI€1aroroB ¥ COTPYIHUKOB 00111e00pa3oBaTeIbHON
OpraHu3aIy MIPOU3BOINTCS B IPHEMHON JUpEKTOpa. B KOHIIE pabodero qHs ceKpeTaph Wi CIEIHAIICT 10
KajipaM 00s13aHa yOeAUTHCS B TOM, UTO BCE JIMYHBIE JIeNIa, BbIAAHHBIE BO BDEMEHHOE I10JIb30BaHHE,
BO3Bpall€HbI HA MECTO XpaHCHUA U €CTh JI1 HGO6XOI[I/IMOCTB IJId IPUHATUA MEP K UX BO3BPAIICHHUIO UJIN
PO3BICKY.

5.3. @axT BbIIaYM JUYHOTO Jesia GUKCUPYETCS B KOHTPOJIBHOM JKypHaJe.

5.4. I3bsiTHE OTAENBHBIX JJOKYMEHTOB U3 JIMYHOTO Jiefia TPOU3BOAMUTCS C pa3pellieHus AUPEKTOpa
o011eo0pa3oBaTeabHON OpraHu3auu ¢ 0ohopMIEHHEM COOTBETCTBYIOIIEH 3anucu B rpade «IIpumedyanue»
BHYTpeHHel onucH. [Ipu BpeMEeHHOM U3bATUU TOKYMEHTA Ha €ro MeCTO (MEeX]y JTMCTaMH COCETHUX
I[OKYMGHTOB) BKJIaAbIBACTCA CIIPABKa-3aMECTUTEIIb C YKA3aHHUEM JAaThl U IIPUYKUH U3BATUA C TOANMCHIO JIXIA,
BBIJIaBIIETO JIOKYMEHT, ¥ IOJIKCHIO JIMIIA, TOJYYUBIIETO €r0 BO BPEMEHHOE MOJIb30BaHUE.

6. OopMmireHHe THYHBIX /e Nepe] cAavYeil B apXUB

6.1. OdopmiieHre TUYHBIX eI AJIS epe/laud B apXHUB MIPOU3BOANUTCS CIICIUATUCTOM I10 KaJipam
o011eo0pa3oBaTeabHON OpraHu3alui. JTa Mpoleaypa BKIOYaeT:

NOJALIMBKY (IIEpEIIET) €A,

YTOYHEHHE HyMEepalluu JIMCTOB JIETIa;

COCTAaBJICHUE JINCTA-3aBEPUTEIIS;

cocraBjieHHe (YTOUHEHHE) BHYTPEHHEHN ONUCH;

BHECEHHE YTOYHEHUH B PEKBU3UTHI JIMIIEBOI 0OJI0KKY Jiena.



6.2. JIucT-3aBepuTENH J1eN1a JOJDKEH MOANUCATh €r0 COCTaBUTEINb, IIPU 3TOM JleNlaeTcs pacimdpoBka
JIOJDKHOCTH ¥ IOJIIHCH, TIPOCTABIISIETCS 1aTa. B mporecce nCmonb30BaHns apXUBHBIX TOKYMEHTOB B JINCTE-
3aBCPUTCIIC ACTA0OTCA COOTBECTCTBYIOIINC OTMCTKH. Ecaun JACJI0 ITOAIINTO 0e3 JINCTA-3aBCPUTCIIA, TO CT'O
CIIelyeT HAaKJICUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH JIeJa.

6.3. C nenpio o0ecriedeHns: COXpaHHOCTH JIMYHBIX JIe]T PEKOMEHTyeTCsI:

00BbEIMHATh UHAWBUyaJIbHbIE JTMUHBIE JI€J1a YBOJIEHHBIX COTPYIHHKOB B OJIHY O0JI0XKKY (00bEMHEHHOE
JIeJI0) C TAaKUM pacdyeToM, 4ToObl 00beM Jerna (Toma) He mpeBbiman 250 ucToB (ITyTeM CIIMBKU MaTepHajioB
VH/IMBUYaJIbHBIX JIe]1 [0 TOAaM YBOJIbHEHUS);

pacnojarate MaTepuaibl HHANBUAYAIBHBIX JE B TIpeenax Aeia (ToMa) B ajapaBUTHOM MOPSIKE
(modaMuiIbHO), OTAEISAS MaTepUabl, OTHOCSIINECS K Pa3HbIM UHIUBUAYAIbHBIM JI€JIaM, YUCTHIM JTUCTOM
OyMmaru ¢ ykazaHueMm Ha HeM (DaMUITUM, IMEHU ¥ OTYECTBAa COOTBETCTBYIOIIETO YBOJIEHHOTO MEarora u
COTpyaHUKa 0011e00pa30BaTeIbHON OpraHU3aIuy;

cHa0XaTh Kax/10e 00beTMHEHHOE JIEJI0 (TOM) BHYTPEHHEH OMHUCHIO C epeyrciIeHreM haMHUIuil, UMEH U
OTYECTB U YKa3aHUEM HOMEPOB CTPAHMUII, B IpeiesaX KOTOPhIX PACHOJIOKEHBI COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenaya TMYHBIX JIE]T B apXHUB OCYIIECTBIIACTCS HE MO3/IHEE TPEX JIET MOCIIE 3aBEPIICHUS X B
JICIIOTIPOU3BOICTBE B COOTBETCTBHH ¢ TpadukoM. [IpenBapurenbHO ceKpeTapeM, CIICHUATUCTOM 0 Kajapam
IMPOBEPACTCA MMOJTHOTA U MMPABUJIIBHOCTD ITOATOTOBKHU JIMYHBIX JCJI K II€pCaauc. BrigaBiennnie IIpH IIPOBEPKEC
HEJIOCTATKU YCTPAHSIOTCS CEKPETapeM, CICIUaAIMCTOM 1o Kaapam. [lepenaya u npreM mpou3BOISTCS 110
OIINCH C HpOCTaHOBKOﬁ OTMCTOK O HAJIMYUHU JIMYHBIX ACII.

6.5. JIn4yHbIe fena negaroroB U COTPYAHUKOB 00I11e00pa30BaTeIbHOW OpraHU3aIiK, 3aKOHUCHHbBIE
nenornpou3BoictBoM 10 1 ssuBapst 2003 roxa, xpansitces 75 net, nocne 1 suBaps 2003 roga — 50 net. JIuuneie
JieNia TMPeKTopa, IIIaBHOTO Oyxranrepa o01eo0pa3oBaTebHO OpraHU3aluil KMEIOT TIOCTOSIHHBINA CPOK
XpaHEeHHUs.

7. OTBeTCTBEHHOCTEL

7.1. Ilenaroru u COTpyIHUKHU 001I€00pa30BaTENIbEHON OPraHU3aH 00s3aHbI CBOEBPEMEHHO TPEICTABIISATh
CEKpeTapro WIK CHEeIMAINCTY MO KaJpaM CBeJIeHHs] 00 N3MEHEHUH B IIEPCOHANBHBIX IaHHBIX, BKIIIOYEHHBIX B
COCTaB JIMYHOTO JieNa.

7.2. PaboTonarenb 00ecrieunBaeT:

COXPaHHOCTH JINYHBIX JIEN [1€JJar0roB U COTPYAHUKOB 00111€00pa30BaTeIbHON OpraHU3aluy;
KOH(UICHIIMATFHOCTD CBEJCHH, COIepKalXCs B TMUHBIX JieflaX MMeJaroroB U COTPYIHUKOB.

8. [IpaBa paGoronareiss u padoTHUKA

8.1. lnsa obecnieueHUs 3alUThl TEPCOHANBHBIX JAaHHBIX, KOTOPbIE XPAHATCS B JIMUHBIX JellaX MMeJaroroB u
COTPYAHHUKOB 00111€00pa30BaTEIHLHON OpraHU3aIliH, IEAAror U COTPYIHUKH 00I1e00pa30BaTeIbHOM
OpTraHHU3aIM{ UMEIOT MPaBO:

MOJIYYUTh TIOJTHYIO HH(OPMAITHIO O CBOMX MEPCOHATBHBIX JAHHBIX M 00pabOTKE ITHUX JTAHHBIX;
MOJTYYUTh CBOOOIHBIN TOCTYI K CBOMM MEPCOHATBHBIM JaHHBIM;

MOJTYYUTh KOMUH TOKYMEHTOB, XPaHAIIUECS B TUYHOM JIEJI€ U COACPIKAINE IEPCOHATBHBIE JaHHBIE.
TpeOOBaTh UCKITFOUECHHUS UM UCIIPABJICHUS HEBEPHBIX U HETOJIHBIX MEPCOHABHBIX JaHHBIX.

8.2. Paboromarens nMeeT mpaso:

O6pa6aTBIBaTB NEPCOHANIBHBIC JAHHBIC IIEAAroroB U COTPyAHUKOB O6LHCO6pa3OBaTCHBHOﬁ OopraHu3anuvu, B
TOM YHUCJIE U HA DJICKTPOHHBIX HOCHUTECIIAX,

3aMpOCUTh OT MEAAroroB U COTPYIHUKOB 00111e00pa3oBaTeIbHON OpraHU3alMy BCI0 HEOOXOIUMYIO
MH(}OPMAaILIUIO JUISl BEIEHUS JIMYHBIX J1e] U 00paOOTKU MEPCOHANBHBIX JaHHBIX.

9. 3ak109nTeIbHbIE TOJ0KEHHS



9.1. Hacrosiee Ilonooicenue o nopsioke gedenus TUYHbIX 0el pabOmMHUKO8 SBISETCS JTOKATbHBIM
HOPMAaTHUBHBIM aKTOM, puHUMaeTcs Ha [legarornyeckom coBeTe IIKOJIBI M yTBEpKAaeTcs (1100 BBOAUTCS B
NENCTBHE) IPUKA30M JUPEKTOPA OPTaHU3AINH, OCYIIECTBISIONIEH 00pa30BaTeIbHYIO JESTEIBHOCTD.

9.2. Bce u3MeHeHUs 1 JOTOJTHEHHUs, BHOCUMBIE B HacTosee [lonoxkenue, ohopMIIIIOTCS B THCbMEHHOM
dbopMe B COOTBETCTBHUH JICHCTBYIOIIUM 3aKOHOAATEILCTBOM Poccuiickoit deneparuu.

9.3. TIonoxeHue o MOPsSAKE BeICHUS JIUUHBIX A€l paOOTHUKOB 00pa30BaTEIbHON OpraHu3aluy TPUHUMAETCS
Ha HEOIpEeIeJICHHbIN CpoK. MI3MeHeHus 1 nonojaHeHus K [1010KeHnI0 TPUHUMAKOTCS B IOPSIAKE,
npeaycMoTpeHHoM 11.9.1. Hactosiiero [Tonoxenus.

9.4. Tlocne npunstus [lonoxenus (Wi U3MEHEHUH U ONIOJHEHUH OTAEIBHBIX IIYHKTOB U pa3/ieloB) B HOBOM
peAaKUuy NpeablayIias peJakliis aBTOMaTUYECKN YyTPAuYUBaET CUTTY.
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