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1. Obmue nooxkenus

I.1. Hacrosmee Tlosoxenue o mnopsike BeleHHS IMYHBIX Jei PaGOTHHKOB OpraHHM3allHH,
OCYLUECTBIISIOIEH — 00pa3oBaTeibHYl0  JAEATENBHOCTh, pa3pabOTaHO B  COOTBETCTBHH ¢
DejepanibHbiM 3aKoHoM Ne 273-@3 ot 29.12.2012 «O6 obpasosanun B Poccuiickoii denepaummny
¢ u3meHeHusmMu Ha 30 nexadps 2021 roma, ®enepaibHpiv 3akoHoM oT 27.07.2006 Ne 152 «O
NMEPCOHATBHBIX JaHHBIX» € H3MeHeHHsMH Ha 2 wmions 2021 roza, Ykasom [lpesumenta or
30.05.2005 Ne 609 «O6 yTBepa#aennn I1070KeHHS O NEPCOHATBHBIX JAHHBIX [OCYIAPCTBEHHOIO
ciyxamero Poceniickoit estepauny W BeIeHHH ero JWuHOro nena». TpynoseiM Kozekcowm
Poccniickoii ®enepaunu, Ko/leKTHBHBIM 10r0BOPOM, YCTAaBOM OpraHM3aliiH, OCYIECTBISIOMIE
00pa3oBaTeIbHYI0 ACATEIBHOCTD.

1.2. Jlannoe Tlonokenue onpeienser MOPSAOK BeJEHHS JHYHBIX €] MEJATOrOB M HHBIX
COTPY/IHHKOB H PabOTHHKOB LIKOIIbI, ONpe/ie/seT NOpsIoK (pOPMHPOBAHHS, yyeTa H XpaHCHHS,
BbI1a4H JIMYHBIX JIe]1 BO BPEMEHHOE 110.1b30BaHHE, @ TAK/KE OTBETCTBEHHOCTD, MpaBa PabOTHUKOB U
JIMpeKTOpa 00pa30BaTeIbHOMN OpraHn3alni.

1.3. Hacrosmee Ilonokenne yTBepikaaeTcs MpUKa3oM 10 LIKOJNE  ABISETCS 00S3aTe/bHBIM JUTA
BCEX KATCTOPHH 1€/IarOrH4eCcKHX H JPYruX COTPY/IHHKOB HIKOJIBI.

1.4. Benenue JMYHBIX JIeN TeJaroroB M COTPY/HMKOB IIKOJBI BO3JIAraeTcs HA CHCLHATMCTA 10
KaJpaMm opraHu3ailiH, OCYIECTBIAIONIEH 00pa30BaTeIbHYIO AEATENLHOCT.

1.5. JIn4Hoe 21e10 — OCHOBHOMH JIOKyMEHT TEepPCOHAILHOTO y4eTa, CoJepKalliii HanboIee MoHbIe
cBeJeHus 0 paboTHHKE 00pasoBaTebHOM OPraHM3aLUK M €ro TPY/I0BOil JeATeIbHOCTH. B HuHOE
JICJI0 BHOCSTCS CBE/ICHHS, CBA3AHHbIE ¢ MOCTYIICHHEM Ha paboTy H YBOIbHEHHEM.

1.6. CBezeHns, cozepkauuecs B THYHOM Je/ie, OTHOCATCS K KOHGMIASHIMANbHONH WHOPMALIHH,
HMEKOT OrPaHHYEHHBIH 0CTY I U Pa3IIalleHHIO HE MO/ UIexKaT.

1.7. Jluunoe aeno BeJeTcs B TEUEHHE BCErO NEpHO/1a padoThl pabOTHHKA.

1.8. Bezenne HeCKOJIBKMX JTHYHBIX JIe]l OJHOTO PabOTHHKA 00pa3soBaTe/IbHON OpraHH3ALHA He
J0MyCKaeTCs.

2. lMopsaoK GOPMHPOBAHKS JTHYHBIX €1 COTPY/AHHKOB



2.1.

dopMHpOBaHME JIMYHOIO JieNa I[E€JaroroB M COTPYJHUKOB 0011e00pa3oBaTeIbHOMN

OpraHM3aliy TPOU3BOJUTCS HEMOCPEICTBEHHO TOCIE TMpHemMa B 00meo0pa3oBaTelbHYIO
OpraHM3aIi0 WM T[epeBOJia TEIaroroB W COTPYJHUKOB U3 JIPyroil o0Opa3oBaTebHOM
OpraHH3aIiH.

2.2. B COOTBETCTBHH C HOPMATHBHBIMU JOKYMEHTAMH B JIMYHBIC JIEJIa TIEAaroroB U COTPYAHHKOB
OpraHM3aINK, OCYIIECTBIIIONICH 00pa30BaTENbHYIO NIEATSIBHOCTh, BKIQIBIBAIOTCS CIICAYIOIINEC
JOKYMEHTBI:

Jlns nedazoeos:

3asiBJICHUE O IpueMe Ha paboTy;

3asBJICHUE O COTJIACHH HAa 00pabOTKy MEPCOHATBHBIX JAHHBIX MEarora;

ClpaBKa O HaJM4YMU (OTCYTCTBUH) CYIMMOCTH M (WJK) (aKTa YroJOBHOTO MPECIICAOBAHHUS,
BBIJJAHHOTO COOTBETCTBYIOLIUM OpPraHOM IPaBONOPSAKa,;

aBToOuorpadus;

KOIKS NacropTa UM UHOTO JOKYMEHTA, yIOCTOBEPSIOLIETO JINYHOCTD;

KOIKS JOKYMEHTa BOMHCKOIO yuyeTa (JIsl BOEHHOOOS3aHHBIX);

KOIKS CBUJETENBCTBA O 3aKJIIOUEHUH Opaka (IIpy HAJIUYUK);

KOIUU JOKYMEHTOB 00 00pa3oBaHuu;

KOIHHU JOKYMEHTOB O KBaJU(UKALUU WIM HAIMYUE CIIEHUaTbHBIX 3HAHUH (MTPU HAJTMYHN);
KOIHHU aTTECTAllMOHHBIX JUCTOB (IIPU HATUYHUH);

KOIUHU JOKYMEHTOB O HarpakJaeHuu (IpH HAJTUYUN);

XapaKTEePUCTUKH, peKOMEHAaTeIbHbIE MTUChMA (TIPH HATUYHH);

MpUKa3 o MpueMe Ha pabdoTy;

MIPHUKa3 O NMEePEBOJIe Ha MHYIO JOJDKHOCTD (TMPU HAJTMUUHN);

JOJDKHOCTHAsT MHCTPYKLUS (JOJKHOCTHBIE MHCTPYKLIMU C MOMEHTAa Ha3HAa4yeHUs Ha Bce
JOJDKHOCTH);

TPYZOBOM JOroBOp (C MOCIEAYIOIIMM BKJIIOYEHHEM JAONOJHUTENBHBIX COIVIAIIEHUH K
TPYZOBOMY JIOTOBOPY);

s pabomHukos:

3asBIICHHE O MpHEeMe Ha padoTy;

3asIBJICHHE O COTJIACUU Ha 00pabOTKY MEePCOHATBHBIX JaHHBIX IEearora;

CrpaBKa O HaJM4YMU (OTCYTCTBHM) CYIMMOCTH M (MIH) (paKTa YroJOBHOTO MPEC/ICA0BaHNS,
BBIJIAHHOTO COOTBETCTBYIOIIIMM OPTaHOM IPABOMIOPSIIKA;

aBToOHorpadus;

KOIHS MMacriopTa WK MHOTO JIOKYMEHTA, YI0CTOBEPSIONIETO TNYHOCTH;

KOIUS TOKYMEHTa BOMHCKOTO y4ueTa (711 BOCHHOOOSI3aHHBIX ),

KOIHUS CBUJICTEJIHCTBA O 3aKIIOYCHUU Opaka (IIpy HAJIHYUK ),

KOIIUH IOKYMEHTOB 00 00pa30oBaHUU;

KOIUH JOKYMEHTOB O Harpa)<JicHUuH (1P HAJIMYHN ),

XapaKTePUCTUKH, PEKOMEHIATeIIbHBIC THChbMa (TIPH HATTMYHH);

MpHKa3 O MpUeMe Ha padoTy;

MPHKa3 O MEPEBOJIC Ha MHYIO JIOJKHOCTD (NIPU HAJIMYHUH ),

JOJKHOCTHAS! MHCTPYKIUS (IOJPKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAu€HUs Ha BCe
JOJDKHOCTH);

TPYAOBOW JOTOBOp (C TOCIEAYIOIIMM BKIIOYEHHEM JOTOJHUTENbHBIX COTJAIICHUNH K
TPYZIOBOMY JIOTOBOPY);

Pabomooamenv ogpopmnsem:

TPYAOBOMH JOrOBOP B JIBYX IK3EMILIApAX;

MpUKa3 o MpueMe Ha paboTy (0 mepeMenIeHnH Ha APYTrue JOHKHOCTH);
JMYHYI0 KapTouky Ne T-2;

JOJKHOCTHYIO HHCTPYKLHUIO B IBYX 9K3EMILISIpax.



Pabomooamens 3nakomum:

* ¢ HOPMATHUBHO-TIPABOBBIMU JJOKYMEHTaMH IIKOJbI (¥YcTaBoM, KOJIEKTUBHBIM JOTOBOPOM,
[IpaBunamMu TpyAOBOIO pacnopsiika U Ap. JOKaJIbHbIMU aKTaMu);

*  C JIOJDKHOCTHOM MHCTPYKLIUEH;

* TPOBOJUT BBOJAHBIM HMHCTPYKT@X, HMHCTPYKTaX 10 OXpaHE TpyAa, HHCTPYKTaX IO
MIPOTHBOIIOKAPHOU OE30MMaCHOCTH.

2.4. llepBuuHoe 0opMIICHHE JIMYHOTO JIeJIa IPEayCMaTPUBALT:

* IIPOCTaBJIEHUE HA OOJIO’KKE JIMYHOTO Jejla  CIEAYIOIIMX PEKBU3UTOB: MHJEKC Jena (B
COOTBETCTBUM C HOMEHKJIATYypoWl Jen oOmieo0pa3oBaTebHOM OpraHu3aliy; IOJIHOE
HauMEHOBaHHUE 00111e00pa30BaTeNbHON OpraHu3aluy; GamMuwinsg UMs OT4ECTBO pabOTHHMKA
B UMEHUTEJBHOM Ma/IeXKe; 1aThl — I'OJ] Hayala U Iojl OKOHYAHUS BEJICHUS J1eJia; KOJINYECTBO
JIMCTOB; CPOK XpaHEHHUS;

* T[IOMENIEHHE JOKYMEHTOB, TIOJUIekKAIIMX XPaHEHUI0 B COCTaBE JIMYHBIX JIed, B
XPOHOJIOTUYECKOM TOPSIJIKE:

BHYTPEHHSIS OTHCH JIOKyMEHTOB JIeJia

JIMYHBINA JIUCTOK IO YYETY KaJpOB

3asiBJICHUE O IpUeMe Ha paloTy;

MpUKa3 o mpuemMe Ha padoTy;

TPYZIOBOM AOTOBOP;

JOTOBOp O TIOJHOW MaTepHallbHOM OTBETCTBEHHOCTH (€ciau pabOTHUK —
MaTepHaIbHO OTBETCTBEHHOE JIUIIO);

XapaKTePUCTHKH U PEKOMEH/IaTeIbHBIC TIChMA;

coryiacue Ha 00pabOTKy MEPCOHABHBIX TAHHBIX.

2.5. JIuCcThl TOKYMEHTOB, TOMEUIEHHBIX B IMYHOE JI€JI0, MTOJUIeKAT HyMEpPaIUuu.

2.6. C uenpio oOecnieueHus HaJexKalleld COXpaHHOCTH JIMYHOTO JieNla MeJaroroB U COTPyIHUKOB
0011e00pa3oBaTeIbHON OpraHu3alid M YA0O0CTBa B OOpallleHWH C HUM TpH (HOpMUPOBAHUH
JOKYMEHTBhl TIOMEUIAIOTCS B OTACNBHYIO MalKy W MPOIIMBAlOTCA HUTKaMH. [Ipu yBOJIbHEHUU
pabOTHHKA CHIAIOTCS B apXUB.

2.7. BHYTpeHHSAs ONKCh JOKYMEHTOB, UMEIOIINXCS B JINYHOM JIeNe, JOJDKHA COJepkKaTh CBEICHHUS
O TMOPSIKOBBIX HOMEpax, HAaWMMEHOBAaHHUSIX JOKYMEHTOB Jeja, KOJMYeCTBE JMCTOB, JaTax
BKJIIOUEHUSI JJOKYMEHTOB B JINYHOE JENIO0 U U3BITUA U3 JIeNa, a TAKKE KeM H3BAT NOKYMEHT U IO
KakoW MpUYUHE.

2.8. BHyTpeHHSS1 ONUCH COCTABISIETCS HA OTICIBHOM JIUCTE O YCTaHOBJEHHOUW (opme. JIMCTHI
BHYTpPEHHEH OMKUCH HyMEPYIOTCS OTAEIBHO.

2.9. IIpu nmoAroToBKe JUYHBIX Je] K Mepeaye Ha XpaHEeHUE K BHYTPEHHEH OMHCH COCTaBISETCS
UTOrOBAasl 3aMUCh, B KOTOPOH yKa3bIBaeTcs ubpaMu U MPONHCHIO0 KOJTMYECTBO BKIIOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIea.

YVV VVVVVY

3. Tlopsinoxk BegeHUusl JIMYHBIX [eJ TMeAaroroB M COTPYAHHKOB OpPraHM3aluu,
OCYLIECTBJIAIOIIEH 00pa30BaATEIbHYIO AeTeIbHOCTD
3.1. JIuyHoe Aeno MenaroroB W COTPYAHMKOB 0O0IIe00pa3oBaTelbHON OpraHu3aluy BEAETCS B
TE€YEHUE BCEro mnepuojia paboThl KaXJOro Iejarora M COTpyIHUKAa B 00meoO0pa3oBaTelbHON
OpraHu3alu.
3.2. JlanbHeiiliee BeJeHHE JMYHOIO Jeja IEeAaroroB M COTPYIHUKOB 00IIe00pa3zoBaTeabHOMN
OpraHu3allui NpeaycMaTpUBaeT MOMEIIEHHE B JIeNI0 JOKYMEHTOB, 0Opa3yloIlMXcs B Ipoliecce
paloueil 1esTeNbHOCTH M UMEIOIIUX 3HaYeHHE JJIS TPYAOBBIX OTHOLICHU:
*  JIONOJIHEHHE K JIMYHOMY JINCTKY MO Y4eTy KaJpoB;
*  JIONOJHUTEJIbHbIE COTJIALICHUS K TPYIOBOMY JOT'OBODY;
* KONHUM NPUKA30B [0 JUYHOMY COCTaBY, KOTOpbIE KacaroTCs MeNaroroB M COTPYIHHKOB
o011eo6pa3oBaTeNbHOI OpraHu3alny;
* OT3BIBBl JIOJDKHOCTHBIX JIMI] O TeJarore M COTPyAHUKE 0011eo0pazoBaTeaIbHON
OpraHu3aIum;



*  KOIHUH JOKYMCHTOB O TIOBBIIICHUH KBATH(PHUKAIINY;

*  KOIHUH cepTU(HUKATOB, TPAMOT;

* JIUCT — 3aBEPUTEIb Jea (COCTABIISIIOT IIPH Ca4ye JIMYHOTO Jieia B apXUB);

*  UHBIC JJOKYMEHTBHI.
3.3. B memsax oOecriedyeHUs KOHTPOJS 32 COXPAHHOCTBHIO M AKTYAIIBHOCTHIO JUYHBIX JIE B
00111e00pa30BaTeIbHON OpraHU3alMi eKeroaHo (He mo3aHee | kBapTana roja, CIEIyIOIIEro 3a
OTYCTHBIM) TIPOM3BOIUTCS IPOBEPKA UX HATUYHS U COCTOSHUSL.

4. Tlopsinok y4yéTra ¥ XpaHeHHs JMYHBIX JeJ MeJaroroB M COTPYJAHUKOB OPTaHU3ALMH,
ocyllecTBIIsAIOIIEH 00pa30BaTeIbHYIO 1€ TeJIbHOCTD.

4.1. XpaHeHue M y4eT JUYHBIX I MEeAaroroB M COTPYAHUKOB OPraHU3aIliH, OCYIIECTBISIOMEH
00pa3oBaTeNbHYIO JESATEIHHOCTh, OPTAaHU3YIOTCS C LENBI0 OBICTPOrO M 0€30IMO0YHOr0 MOUCKa
JUYHBIX JIe7, OOCCIeYeHUS WX COXPAaHHOCTH, a Takke oOecneveHus KOHQPHUIACHIIMATHLHOCTH
CBEJICHUH, COJIEpKAIIUXCS B JOKyMEHTAX JIMYHBIX JIeN, OT HECAHKITHOHUPOBAHHOTO JIOCTYTIA.

4.2. JInyHble Aena COTPYAHUKOB XpaHsTcs B celihe 00111e00pa30BaTEIbHOM OpraHu3aluu.

4.3. TpynoBbIie ¥ MEIUIIMHCKIE KHIDKKH XPAHATCS OT/ICIHHO B celide.

4.4. Jloctyn K JUYHBIM JIelaM TE€IaroroB U COTPYAHHKOB 00IIe00pa3oBaTEIbHON OpraHu3aluu
MMEIOT TOJBKO JHUPEKTOp 00Ieo0pa3oBaTeIbHON OpraHu3anyy JU00 3aMECTUTENH AUPEKTOpa
MIPU UCTIOJTHEHUH 00sI3aHHOCTEN TUPEKTOpa 00111e00pa3oBaTeIbHON OpraHu3aIii.

4.5. Cucremaruzauusi JMYHBIX JIeJ1 TMEJaroroB U COTPYIHUKOB 00I1€00pa3oBaTeIbHON
OpraHu3aIy MPOU3BOJINATCS B AIPABUTHOM TOPSIIKE.

4.6. JluuHble Jiena MeJaroroB W COTPYJAHHUKOB OOIIe0Opa3oBaTeIbHOW OpraHW3aIlud, UMEIOIIHX
rOCy/IapCTBCHHBIC 3BaHUs, IPEMUH, HArPabl, YUCHbIC CTETICHU M 3BaHHS, XPaHATCS IMOCTOSHHO, a
OCTaJIbHBIX COTPYAHHMKOB — 75 JIET C rojia yBOJbHEHMsI paOOTHUKA (B cOOTBETCTBUM C [lepeunem
TUIOBBIX YIIPABIECHYECKUX TOKYMEHTOB).

5. llopsok BbIIa4H JIMYHBIX €1 BO BpeMeHHOe N0J1b30BaHue

5.1. Beigaua nuyHbIX Jen (OTHAENbHBIX JOKYMEHTOB B COCTaB€ JIMYHOTO Jejia) BO BPEMEHHOE
MOJIb30BAaHKUE MPOU3BOIUTCS C pa3pelieHus] AUpPEeKTopa oO1eo0pa3oBaTeIbHON OpraHu3aluu 1o
3asIBJICHUIO COTPYIHUKA OPraHU3allid, OCYIIECTBIISIONIEH 00pa3oBaTeIbHYIO AeATEIbHOCTD.

5.2. Pabora (o3HakOMJICHME) C JIMYHBIMH JIeJJaMH  [EJaroroB M  COTPYJHHKOB
o011eo0pa3oBaTeIbHON OpraHu3aluu MPOU3BOIUTCS B MPUEMHON AupekTopa. B koHie pabouero
IHS ~ CIIELHAJHUCT MO KaapaM oOs3aHa yOeAuTbCS B TOM, UYTO BCE JIMYHBIE /i€, BbIJIAHHBIE BO
BpEMEHHOE TOJb30BAaHUE, BO3BpAIICHbl HAa MECTO XpaHEHUS M €CTh JIM HEOOXOAMMOCTH JUIs
MPUHATHS MEP K UX BO3BPAIICHUIO HIIU PO3BICKY.

5.3. @akT BbIIaYM JIUYHOTO Jefia GUKCUPYETCsI B KOHTPOJILHOM KypHAJIe.

5.4. U3bsTre OTAENBHBIX JOKYMEHTOB U3 JIMYHOTO Jieia MPOU3BOIUTCS C pa3pelieHus] TUpeKTopa
o0mreo0pa3oBaTenbHON OpraHuM3anuu ¢ OQOpMIIEHHEM COOTBETCTBYIOIICH 3amucu B Tpade
«[Ipumeuanue» BHyTpeHHeW omucu. [Ipu BpeMEHHOM H3BATHH JTOKYMEHTa HA €ro MECTO (MEXIy
JUCTAMH COCEHUX JIOKYMEHTOB) BKIIAJbIBACTCA CIPAaBKa-3aMECTHTENb C YKa3aHHEeM JaTbhl U
MIPUYMH U3BSITHUSI C TIOJIMKUCKIO JIMIA, BBIIABIIEr0 JOKYMEHT, U MOAMKUCHIO JIHIIA, MTOTYYHUBIIETO €ro
BO BPEMEHHOE I0JIb30BaHUE.

6. Odopmirenne IMYHBIX JeJI Nepe] cAave B apXuB
6.1. OdopmieHune JIUYHBIX A€d JUId Nepejauyd B apXUB MPOU3BOJUTCS CIEHHUAIUCTOM 10 Kaapam
o01m1eo0pa3oBaTeNbHOM OpraHu3anny. JTa NpolLeaypa BKIOYaeT:

*  TOJIIMBKY (IIEperuieT) Jiena;

*  YTOYHEHHE HyMEpalUU JIHCTOB JAENa;

* CcOCTaBJICHHUE JIUCTa-3aBepuTeNs (mpuioxenue Ne §);

* cocraBiieHue (YyTOUHEHHE) BHYTPEHHEH OMHCH;

* BHECEHME YTOYHEHMH B PEKBHU3HTHI JUIIEBON 0OJIOKKH JIena.



6.2. Jluct-3aBepuTenb Jena JOJDKEH IMOJMUCATh €ro COCTaBUTENb, IPU OSTOM JIENaeTCs
pacmudpoBKa TODKHOCTM W TOJIKMCH, MPOCTAaBIsSeTCS JaTa. B mporecce HCMONIb30BaHUS
apXMBHBIX JIOKYMEHTOB B JICTE-3aBEPUTENIC JEIAIOTCS COOTBETCTBYIOIIME OTMETKH. Ecimu neno
NOAIUTO 0€3 JHCTa-3aBepuTeNisi, TO €ro CieayeT HAKJICUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOXKKH
nena.

6.3. C nenbro o6ecredeHus] COXPaHHOCTH JIMYHBIX JIe] PEKOMEHIYEeTCS:

* 00BeNMHATH WHAWBHIYAJIbHBIC JINYHBIC JI€7Ia YBOJCHHBIX COTPYIHHKOB B OJHY OOJOXKY
(oOBeIMHEHHOE JEN0) C TaKUM pacdyeToM, 4ToObl 00beM jena (Toma) He npesbiman 250
JIUCTOB (HYTCM CIOMBKKW MAaTCpraJIOB HHAUBUAYAJIbHBIX ACI 110 IroaaM yBOJ'II)HeHI/IH);

* pacmojiaratb MaTepuaibl MHAMBUIYAJIbHBIX /€] B mpezenax jena (Toma) B andaBUTHOM
opsAaKe (HO(i)aMI/IJH)HO), OTACAA MaTCpUualibl, OTHOCAIIUCCA K pa3HbIM MHAUWBHUAYAJIbHBIM
JcjiaM, YHUCTBIM JIMCTOM 6YMal"I/I C YKa3aHUCM Ha HEM (1)aMI/IJ'II/II/I, HUMEHU U OTYECTBaA
COOTBETCTBYIOIIIETO  YBOJICHHOTO TIelarora ¥ COTPYIOHHKAa 0OIeoOpa3oBaTeIbHON
OpraHu3aIumy,

* CcHa0XxaThb KaxJ0e OOBbEJAWHEHHOE JeJ0 (TOM) BHYTPEHHEH OIMChIO C MEepedYHCICHUEM
dbamunIMii, UMEH M OTYECTB M YKa3aHMEM HOMEpPOB CTpaHMIl, B IMpeaerax KOTOPbIX
PacIIoI0KEeHBI COOTBETCTBYIOUINE JOKYMEHTHI.

6.4. Ilepenava TUYHBIX 7T B apXUB OCYIIECTBIISICTCS HE TO3/IHEE TPEX JIET TOCIE 3aBEPIICHHS HX
B JICTIONIPOU3BOJICTBE B COOTBETCTBUH ¢ rpadukom. [IpeaBapuTtensHO cekpeTapeM, CIeHaTUCTOM
o KagpaM IIPOBEPACTCA IIOJHOTAa W MPAaBHIBHOCTH MOJATOTOBKHM JIMYHBIX JCJI K IHEpcaadc.
BrIsiBIIeHHBIC TIPU TIPOBEPKE HEJOCTATKH YCTPAHSIOTCS CEKPETapeM, CIEIHATUCTOM IO KaJIpaMm.
Hepe)]aqa " IPpUEM MMPOU3BOJAATCA 11O OITHCH C HpOCTaHOBKOﬁ OTMETOK O HAJIMYUU JIMYHBIX OCII.
6.5. JInuHbIe nena meaaroroB U COTPYIHUKOB 001Ie00pa3oBaTeIbHOW OpraHn3alluy, 3aKOHUCHHBIE
nenonpou3BoacTBOM 10 1 stHBapst 2003 roma, xpansitces 75 net, nocne 1 saBaps 2003 roma — 50
net. JInaable ea AUPEeKTopa, TIIaBHOTO OyxranTepa 001eo0pa3oBaTeIbHON OpraHu3aui UMEIOT
MTOCTOSIHHBIM CPOK XpaHEHUSI.

7. OTBEeTCTBEHHOCThH
7.1. Tlemaroru W COTPYOHUKHA OOIIE0Opa30BaTENIbHOW OpraHu3aluu O00s3aHbIl CBOEBPEMEHHO
MPEJCTaBIATh CEKPETAPIO WK CHEIMATMCTY 110 KaJpaM CBEICHHS 00 M3MEHEHHH B IIEPCOHAIBHBIX
JAHHBIX, BKJIIFOYCHHBIX B COCTaB JIMYHOTO JIeTa.
7.2. Pabotonarenp 00OeCIIeYnBaET:
* COXpaHHOCTh JIMYHBIX JeJ TEJaroroB M COTPYAHHUKOB  00IIe00pa3oBaTeIbHOM
OpraHu3aluy,
*  KOHOQUICHIMATHHOCTh CBEICHHM, COJCPXKAIMUXCS B JIMYHBIX JejlaX IelaroroB u
COTPYIHUKOB.

8. IIpaBa paGoToaareisi 1 padOTHUKA
8.1. Jlns oOecrieueHUs 3alIUTHI MEPCOHATIBHBIX JIAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX JIEJIax
MEeIaroroB U COTPYAHHMKOB 0O0IIe00pa30BaTeIbHOW OpraHu3aluy, MeJarord W COTPYIHHKH
00111e00pa30BaTeIbHOM OpraHU3alui UIMEIOT TIPaBo:
* TMOJYYUTh MOJHYIO HH(OPMAIMIO O CBOMX IMEPCOHANBHBIX JAHHBIX U 00pabOTKE 3TUX
JIAHHBIX;
*  MOJYYUTh CBOOOJHBIN JOCTYI K CBOUM MEPCOHAIBHBIM JTAHHBIM;
* TMOJYYUTh KOMHU TOKYMEHTOB, XpaHSIINECS B JINYHOM JIEJI€ U COJepKallre MepcoHaNIbHbIE
JTaHHBIE.
* TpeOoBaTh UCKIIOUCHUS WU HUCTIPABICHHUSI HEBEPHBIX U HETIOHBIX MEPCOHATBHBIX JTAHHBIX.
8.2. PaboTomaTens uMeeT mpaso:
* 00pabarpIBaTh MepcoHaIbHBbIC JaHHBIC MEAArOrOB U COTPYIHUKOB 0O0IIE00pa3oBaTeIbHON
OpraHHU3aIiK, B TOM YUCJIE U Ha DJIEKTPOHHBIX HOCUTEISIX;



* 3alpoCUTh OT IMEAAaroroB M COTPYIHHUKOB 00IIe00pa3oBaTeNbHON OpraHu3alii  BCIO
HEoOXoMMYy0 HMH(pOpPMAIHMIO IS BEICHHS JHYHBIX JIe U OO0padOTKH MEepCOHATBHBIX
TTAHHBIX.

9. 3akII0YUTe/IbHBIE MOJI0KEHUS

9.1. Hacrosimee Ilonokenue o mopsiike BEACHUS JTHMYHBIX JIe]T PAOOTHUKOB SIBJISETCS JIOKAJIHHBIM
HOPMATHBHBIM aKTOM, MPUHUMaeTcst Ha [legarormuyeckoM COBETE HIKOJBI U yTBEPXKAAETCs (IO
BBOJUTCS B JACWCTBUE) IMPUKA30M JUPEKTOpA OpraHU3allK, OCYIIECTBIAONIEH 00pa30BaTEIbHYIO
NESITENIbHOCTD.

9.2. Bce u3MeHEHHs W JIONOJIHEHHs, BHOCHMbIE B Hactosmiee llomokenue, ohopmisiorcs B
IIUCBMEHHOM ¢opMe B COOTBETCTBUM JACWUCTBYIOIIMM 3aKOHOAATEILCTBOM Poccuiickoit
denepanuu.

9.3. TonoxeHne O MOPSAAKE BEACHHS JHYHBIX JeT paOOTHUKOB 00pa30BaTENbHON OpraHHM3alluu
IIPUHUMAETCS HA HEONpeAeNeHHbIM Ccpok. M3menenus wu jononHeHus K Ilosoxenuto
MPUHUMAIOTCS B TIOpsiAKe, mpeaycMoTpenHoM 11.9.1. Hactosimero TlomoskeHust.

9.4. Nocne npunstus [lonmoxeHus (WM W3MEHEHWH WM JIOTIOJHEHWH OTAETHHBIX IMYHKTOB W
pa3zesioB) B HOBOM peJaKMy IpeablIylias peJakius aBTOMaTUYECKH YTPauyuBaeT CHUITY.



KypHnan yuera TU4HBIX A€

ITpunoxenune Nel
K MOJIOKEHUIO O MOPSIIKE BEACHUS

JIMYHBIX IOCJI pa60THI/IKOB

No Hara Oammnust, | Tabems- | JlomxHOCTh | CTPYKTYp- Harta u Jara u [Ipumeua-
n/ ot opmute- UM, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HUSI JJMYHOTO | OTYECTBO HOMeEp cus, nosipasie- npuKasza npuKasza
nena nearora u Crenuaib- JIeHUe (pacmops- (pacmops-
COTpYZIHHUKA HOCTB) JKEHUST) O JKEHUSI) O
nearora u npuemMe npeKparie-
COTpYIHUKA nearora u HHUA
coTpyaHuka | (pacropixe-
Ha paboty HHN)
TPYZOBOI'O
JIOroBOpa C
Nejarorom u
COTPYJHHKOM
(yBOnbHE-
HUN)
2 3 4 5) 6 7 8 9




IIpunoxenune
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIe]T paOOTHUKOB

JIMCT-3ABEPUTEJIb

aea Ne
B nene npomuto u npoHyMeEPOBaHO JINCTOB
(uudpamu 1 IPOMUCHIO)
¢ No o Ne , B TOM YHCJIE:
JINTEPHBIE HOMEPA JINCTOB
MPONYILIEHHbIE HOMEpa JINCTOB
+ JINCTOB BHYTPEHHEW OMHUCH JINCTOB
OcoOeHHOCTH (PU3HUECKOTO COCTOSIHUS U Howmepa mictos
dhopmupoBaHus Aena
OTBETCTBEHHEIN 3a
KaJIpOBBIN y4eT
(moxnucek) (pacumppoBKa MOIIHUCH)
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