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0 MOpsAKe BeJeHHs JHYHBIX A€l paOOTHHKOB

1. O0mue 1moJ10KeHHSA

1.1. Hacrosunee ITonoxenue o nopsike BeJeHHs JUYHBIX e pabOTHHKOB OpraHH3alliH,
ocymecTBAONIEeH 00pa30BaTEbHYIO AEATEIbHOCTD, Pa3paboTaHO B COOTBETCTBHH C
®enepanbubiM 3akoHOM Ne 273-@3 ot 29.12.2012 «O6 ofpazosanuu B Poccuiickoit
®enepaunr» ¢ u3mMenennsMu ot 2 uiosst 2021 roga, PesepanbHbIM 3aKOHOM OT 27.07.2006 Ne
152 «O nepcoHaNbHBIX JAHHBIX» B peaakiuu ot 2 uions 2021 roza, [pukasom PenepaibHOro
apXuBHOTO areHTcTBa oT 23 nekabps 2009 roxa N 76 «O6 yTBepxkaeHuH MeToaHYECKHX
pexoMeH/Iauuit 1o pa3paboTKe HHCTPYKIMH 110 JeI0NPOH3BOJICTBY B (peniepabHbIX OpraHax
HCIIOJHATE TbHOM BiacTHy», YkazoM IIpesugenta ot 30.05.2005 Ne 609 «O6 yrBepkaAeHHH
[TonoXkeHu O NepCOHABHBIX JAHHBIX FOCYIapCTBEHHOTO cimyxamero Poccuiickoi ®enepauun
U BEJICHHH €T0 JIMYHOro aena» B peaakiuu ot 23 urona 2019 roza, Tpyaossmm Koxexcom
Poccuiickoi ®enepannn, KomieKTHBHEIM OTOBOpOM, Y CTaBOM OpraHH3alluy,
ocymecTBIIomeH 06pa3oBaTebHyIO0 AEATEIbHOCTS.

1.2. Jlannoe [Tonoxenne onpeaenseT MOpsAAOK BEJACHHS IMYHBIX JIeJ1 Ne1aroroB ¥ HHbIX
COTPY/ZIHHKOB H PAGOTHHKOB IIKOJIBL, OTIpeJieNIseT NopsaoK GopMUpOBaHHs, y4eTa U XPAaHCHHA,
BBIZIAYM JIIHBIX JI€]T BO BPEMEHHOE MOIb30BaHHeE, & TAK)XKe OTRETCTBEHHOCTB, NIPaBa pabOTHHKOB
¥ JIMpeKTopa 00pa3oBaTeIbHON OpraHH3allHH.

1.3. Hacrosmuee ITonoxenue yrBepxaaeTcs NPUKa3oM 10 LIKOJIE U ABIAETCA 00A3aTeIbHBIM A
BCEX KAaTETOPHIA NeJaroru4ecKuX H ApYrux COTPYAHUKOB LIKOJIBL.

1.4. BeneHiie IMYHBIX JE] NIEIArOrOB M COTPYIHHKOB IIIKOJIBI BO3/IaracTCs Ha CeKpeTaps,
OCYILIECTBIAIONIEH 00pa3oBaTENbHYIO ACATEILHOCTE.

1.5. JIn4HOE J€NI0 — OCHOBHOM JJOKYMEHT [EPCOHAIBHOIO y4eTa, cojepxkaiuii Hanbosnee
TOJIHBIE CBe/ICHAA 0 paboTHHKE 0Opa3oBaTeIbHON OPraHU3alMH U €0 TPYIOBOMH JeATeTbHOCTH.
B nM4HOE [/e10 BHOCATCS CBEJICHHS, CBA3aHHBIE C IOCTYIL"€HHEM Ha pabOTy M yBOJIbHCHHEM.

1.6. Cezenns, conepKanfecs B IMYHOM €€, OTHOCATCS K KOHPHICHIMATBHOH HHOPMALIHH,
MMEIOT OrPAHMYEHHBIH JOCTYI H pasrialleHUIO He MOAJIeXKaT.

1.7. Jludnoe neno BeAETCsS B TeYeHHe BCero nepuosia paboThl pabOTHHKA.

1.8. BezieHiie HECKOIBKHX JIMYHBIX JIEJ OJJHOTO paboTHHKA 00pa30BaTe/IbHOH OpraHHu3aliy HE
JOITyCKaeTCs.

2. Mopsinox popMHPOBAHHS JIHYHBIX /1eJI COTPYIHHKOB

2.1. ®opMupOBaHKe JTMYHOTO /I€/1a NIEAAroroB ¥ COTPYHHKOB 061meo6pa3oBaTe/IbHOI
OpraHH3allMH MPOM3BOMUTCS HENOCPEACTBEHHO MOC/IE MpHeMa B 0011e00pa3oBaTe/ibHyIo



OpraHH3aIHIO WK IEPEBOJIa TIe/IaroroB M COTPYAHHKOB H3 JIPYTOH obpasoBare/IbHOH
OpraHu3aIHH.

2.2. B COOTBETCTBHH ¢ HOPMATHBHBIMH JOKYMEHTaMH B JIMYHBIC JIeJIa NIE1aroros U COTPYAHHKOB
OpraHH3alMH, OCYLIECTBIIAIOMEH 06pa3oBaTebHYI0 ACATEIbHOCTD, BKIBIBAIOTCA CIIEyIOMHIE
JIOKYMEHTBI

Jlns meparcros:

e 3agRJIEHHE O IpHeMe Ha paboTy;

e 3agEJEHHE O COrTIACHH HAa 00paboTKy NepCOHAbHBIX JaHHbIX NE1arora;

e COpaBKa O HATHYHH (OTCYTCTBHM) CYJAUMOCTH H (umm) ¢axTa yroJIoBHOTO
npeciie/I0BaHuUs, BBIITAHHOTO COOTBETCTBYIOLIMM OPraHOM NpaBoNopAIKa;

e aBroOmorpadus;

e  KONMs MacnopTa WK WHOTO JIOKYMEHTA, YAOCTOBEPSIOIIErO JHUHOCTE;

e KOMus CTPAXOBOTO CBHMJIETE/ILCTBA NEHCHOHHOIO CTPAXOBAHHA;

e KOMHs HIEHTH(HHUKAIIMOHHOIO HOMEpa HAJIOTOJIaTe bIIHKA;

e KONUs JOKYMEHTA BOMHCKOTO y4eTa (U1l BOCHHOO0S3aHHBIX);

e KOIMS CBHJIETEIBCTBA O 3aKIOYeHAN Opaka (MpH HATAYHH):;

e  KOMUS CBH/ICTENBCTBA O POKJACHUM AeTel (ITPpU HATHYHMH);

e KONHH JOKYMEHTOB 00 06pa3oBaHHM;

e KONHM JOKYMEHTOB O KBATH(HKALMH HIIH HATMYHE CTICIIHATBHBIX 3HaHu#H (TpH
HAJIA4YUHU);

e KONHH ATTECTAMOHHBIX JIACTOB (NPH HATMIHH);

e  KOIMH JOKYMEHTOB O Harpa<ieHuH (MpH HATHIHH);

e  XapAKTEPHCTHKHM, PeKOMEHaTe/bHbIe MAChMA (IIPH HAHIHH);

e mpuKa3 o mpueme Ha paboTy;

e IpHKa3 O MepeBO/ie Ha HHYIO JI0DKHOCTH (IIpH HAJTHYHH),

e JIOJKHOCTHAA HHCTPYKIHA (IO/DKHOCTHBIE HHCTPYKIMH C MOMEHTA Ha3HAICHHUA Ha BCC
JIOJIKHOCTH);

e Tpy,10BO¥ JOrOBOP (C MOCIEAYIONHM BKIIOYEHHEM IOTIOTHHTEIBHBIX COIJIAIIECHHH K
TpY,10BOMY JIOTOBODY);

® TPY,IOBYIO KHHKKY;
e MEIMIMHCKYIO KHHXKY.

Jlnst paGOTHHKOB:

e 3asnJIECHHE O [pHeMe Ha paboTy;

e 3agpjIeHHE O COrIacHU Ha 00paboTKy NepCOHATBHBIX JaHHBIX NEarora;

¢ CIpaBKa O HaJIMYHH (OTCYTCTBHH) CYAUMOCTH H (1K) (hakTa yroj0BHOro
TpecieI0BaHuUs, BBIITAHHOTO COOTBETCTBYIOIIMM OPraHOM IpaBoNopAIKa;

e asroOuorpadus;

e  KOMASA NacropTa UK HHOTO JIOKYMEHTA, YAOCTOBEPSIOIIEro JIHIHOCTD;

e KOMHA CTPAXOBOT'O CBHIETENLCTBA IIEHCHOHHOIO CTPAXOBaHHA;

e  KOmUs HASHTU(PUKAIMOHHOrO HOMEPA HAIOTrOTLIATE IBIIMKA;

e KOmHs JOKYMEHTa BOMHCKOro ydera (Juid BOEHHOCOS3aHHBIX );

e KOIMS CBHJETEIBCTBA O 3aKII0YeHHH OpaKa (Mpy HATHHH);




KOsl CBHJIETEBCTBA O POKACHUM JieTel (TIpH HATHYUH);

KOIAHN JOKYMEHTOB 00 00pa3oBaHuH;

KOIAM JIOKYMEHTOB O HAarpaXIeHHH (NPU HATHYHH);

XapAKTEPUCTHKH, PEKOMEHIATEIbHBIC THChMa (TIPH HATAYHH);

MpHKa3 o mpueMe Ha paboTy;

NpHKa3 0 MEPEeBO/IE Ha HHYIO JAODKHOCTD (IIPH HAJIHYHH),

JIOJKHOCTHAA HHCTPYKUHS (10/DKHOCTHBIE MHCTPYKIIMM ¢ MOMEHTA Ha3HAaYeHHs Ha BCe
JIOJVKHOCTH);

TPY,10BO# JI0roBOP (€ MOC/IEAYIOIIAM BKIIOYCHHEM JOMONHATEIBHBIX COTTIAICHHH K
TPY,10BOMY JIOTOBOPY);

TPY,10BYIO KHHXKY;
MEUIMHCKYIO KHUKKY.

PaGoTtonarens odopmiser:

TPY.10BOii IOroBOP B ABYX 3K3EMILIAPAX;

NMpHKa3 o npreMe Ha paboTy (0 MepeMeIeHHH Ha IPYTHE JI0JDKHOCTH);
JaaHyto Kaptouky Ne T-2;

JIOJDKHOCTHYIO HHCTPYKIHIO B IBYX 3K3EMILIApax.

Pa6GoToaarens 3HAKOMHT:

¢ HOPMATHBHO-TIPABOBBIMH JIOKyMeHTaMH 1IKo/bI (Y cTaBoM, Ko/uteKTHBHBIM
noroBopoMm, [TpaBuamMu TPy/I0BOrO pacnopsiika u 1. JIOKaJTbHBIMA aKTaMH);

¢ JCJDKHOCTHOM MHCTPYKIHEH;

MPOBOIUT BBOAHBIH HHCTPYKTaX, HHCTPYKTAX [10 OXpaHe TPyJa, HHCTPYKTAX 110
PO THBOTIOXKAPHOH 0€30MacHOCTH.

2.4. TlepBuriHoe odopMIIEHHE JIHIHOrO JIeNa peayCMaTpUBaeT:

TNIPUCBOEHHE INYHOMY JIeTTy HOMEpA COTJIACHO JKypHAITy ydeTa JIMIHBIX JIeI;
TIPOCTABIIEHHE Ha 06/I0XKKE JIAYHOTO JleNTa CIIEAYIOUIMX PEKBH3HTOB: MHIAEKC Jena (B
COOTBETCTBHM ¢ HOMEHKJIATYpOii en o0meobpa3oBaTebHOM OpraHM3aliK; NOJHOe
Ha¥ VIeHOBaHHe 0611e06pa30BaTeIbHOM OpraHH3aliii; HOMEp JHYHOro Jena; GamMuins
MM OTYECTBO pabOTHHKA B MUMEHHTEIBHOM MaJeXKe; aThl — roJl Ha4Yauia H roJ

OKO A9aHHsA BEJCHHA JIeJ1a; KOJIMYECTBO JINCTOB; CPOK XPAHEHHS;

IIOMEILIEHHE JOKYMEHTOB, MOJJICKAIIUX XPaHCHHUIO B COCTaBe JIMYHBIX €], B XPOHOJIOTHYIECKOM

Nnopajgke.

- BHYTPCHHAA ONHCh JOKYMEHTOB JI€jIa,

- TAYHBIA JTHCTOK 110 YYETy KaJpoB;

- 3a8BJICHHC O TpHeMe Ha paborty;

- IpHKas3 0 IpHeMe Ha pabory;

- TPYJOBO# JOrOBOP;




- JIOTOBOP C TIOJHOM MaTepHallbHOM OTBETCTBEHHOCTH (€C/IM pabOTHUK — MaTepUabHO
OTBETCTBEHHOE JIMIIO);

- XapaKTepHCTHKH U PEKOMEHIATE/IbHBIE ITHCHMA,
- COorjiacHe Ha oﬁpaﬁorxy MNEPCOHATIBHBIX NaHHBIX.
2.5. JIucTel JOKYMEHTOB, TIOMEIIEHHBIX B JIHYHOE J€J0, NOAJIENKAT HyMEPAIHH.

2.6. C uensio obecnieyeHns HaIeXKalel COXpaHHOCTH JIMYHOTO JieNla NeIaroroB U COTPYAHHKOB
061e00pa3oBaTeNIbHOM OPraHU3aliHU | y100cTBa B 00paIeHHH ¢ HUM IpU GOpMHPOBAHUH
JIOKYMEHTH! TIOMELIAIOTCA B OTAENbHYIO nanky. IIpu yBoJibHEHHH pabOTHHKA NPOIIMBAIOTCS
HHTKaMH H CJAIOTCA B apXHB.

2.7. BHYTpCHHSAS ONKACH JOKYMEHTOB, UMEIOLIMXCA B JITYHOM JIE/I€, J0/DKHA COAEPXKaTh
CBEICHHMSA O NOPAAKOBBIX HOMEpaxX, HAMMEHOBAHHAX JOKYMEHTOB JIe/Ia, KOJHYECTBE JIUCTOB,
JaTax BKJIKOYEHHS JIOKYMEHTOB B JIHYHOE JIeJI0 M U3BATHS U3 JIeJIa, 4 TAKXKE KeM U3BAT JOKYMEHT
H 10 KaKO# MpHYHHE.

2.8. BHYTpCHHSS ONIMCH COCTABJISETCS Ha OTAEIbHOM JIUCTE 110 YCTaHOBJIEHHOH popme. JIUCThI
BHYTPEHHEI{ OITHCH HYMEPYIOTCS OT/IE/IBHO.

7 an MOArOTOBKE JIMYHBIX JEJI K IEpeiaue€ Ha XpaHEHHUE K BH}’T‘peHHCﬁ OIIHCH COCTABJIACTCA
HTOrOBas 3iIHCh, B KO’IU])Oﬁ YKa3bIBacTCA IIH(bpaMH H IMIPOMHCBH KOJIHYECTBO BKIIFOYCHHBIX B
HEC JOKYMCHTOB H KOJIHYECTBO JIMCTOB [I€/1a.

3. [Topsinox BeAeHHs JIHYHBIX /1e/1 MEIaroros H COTPYAHHKOB OpraHH3alHH,
oCymecTBJsI0mei 00pa3oBaTeIbHYI0 AeATEAbHOCTD

3.1. JIu4Hoe Je10 MefaroroB M COTPYAHHKOB 001e00pa3oBaTeIbHOM OpraHU3aliH BEETCS B
TeYEHHE BC2T0 Meproga paboThl KaX0ro reJarora H COTpyAHHKa B 00meobpa3zoparebHOM
OpraHH3aIiHH.

3.2. JlaneHelinee BeicHAE IMYHOTO JI€JIa II€aroroB H COTPYAHHKOB 00meo0pa3zoBaTeIbHOM
OpraHM3allHy peycMaTpUBaeT IOMEIIEHHE B JIEJI0 JOKYMEHTOB, 00pa3yIoIMXcs B Ipolecce
paboyeii IeATeTbHOCTH ¥ MMEIOIINX 3HAYCHHE I TPYAOBBIX OTHOIIEHHI:

® JIONOJIHEHHE K JIMYHOMY JIUCTKY IO Y4eTy KaJIpOB;

® JIOTOJIHUTEJIbHBIE COIIALIEHUS K TPYIOBOMY JOTOBOPY;

® KOIAH IMPHUKA30B I10 JHYHOMY COCTaBY, KOTOpPbIE KacarOTCs I€1aroroB  COTPYAHHKOB
obueoOpa3zoBaTenbHOM OpraHu3alyy;

® OT3LIBBI JIOJDKHOCTHBIX JIMII O TIeIarore U COTpyAHHKe 001meodpa3oBaTeIbHON
OpraHU3ALHH;

® KOIHH JOKYMEHTOB O IMOBBIIICHHH KBATH()HKAIHH;

e Konuu ceprupukKaToB, rpamMoT;

e JIHCT — 3aBEpHUTEb Jeia (COCTaBISIOT IIPH clade JIMYHOTO Je/la B apXHB);

® HHB(E€ JOKYMEHTHI.




3.3. B nensx obecriedeHust KOHTPOJIS 32 COXPAHHOCTBIO H aKTYaIbHOCTBIO THYHBIX JIE] B
061meo6pa3oBaTenbHOM OpraHu3alkK eXeroaHo (He nosaHee I kBapTana roja, CICAyIOLIEro 3a
OTYETHBIM) NPOH3BOAUTCA [TPOBEPKA UX HATMYUA H COCTOAHUA.

3.4. Exero,JHyI0 MPOBEPKY COCTOSHMS JIMYHBIX JIE]l HA MPEMET COXPAaHHOCTH BK/IIOYEHHBIX B
HEro JOKYMEHTOB IPOBOJIMT CIIEHAIBHO co34aHHas KoMHrccHsA. O MPOBEACHHBIX POBEPKax
JIEJIaeTCA OTMETKA B JICTE O pe3yJIbTaTax eXeroAHoH NPOBEPKH COCTOSHUS U HATHYHSA JIAYHOTO
Jefa M COCTaBIseTcs akT. Pe3y/bTaThl IPOBEPKH JIMYHBIX JIEN B 00A3aTEIbHOM MOPSA/IKE
JIOBOJIATCA M0 TupeKTopa ob1meodpa3oBaTeabHON OpraHH3alHH.

4. lMopsaox yuéra H XpaHeHHs JTHYHBIX j1eJ1 e1aroroB H COTPYAHHKOB OPraHH3aNHH,
ocymecTBsiiomeii 00pa3oBaTebHY0 1eATeIbHOCTH

4.1. Xpanenue u yueT JTHYHBIX J€J1 I€aroroB  COTPYHAKOB OPraHH3alliH, OCYLIECTBIISIOIICH
06pa30BaTe/IbHYIO AEATEIbHOCTD, OPraHU3YIOTCS C LENbI0 OBICTPOro 1 6e30muboYHOro noncka
JIMYHBIX JIe.1, 00eCTIeYeH s KX COXPAHHOCTH, a TaKKe obecrnedeHus KOHQUIEHIHATLHOCTH
CBeJIEHMIA, COIEPKAIIMXCS B IOKYMEHTAX JIMYHBIX €], OT HECAHKIIHOHUPOBAHHOIO JIOCTYIIA.

4.2, Jluynsle fiena COTPYAHHKOB XpaHATCs B ceiie 00meoOpa3oBaTebHOM OpraHu3alnH.
4.3. TpynoBble H MeIMIMHCKHAE KHIKKH XPAaHATCS OT/IENBHO B cefide.

4.4. JTocTyll K TMYHBIM JIeJIaM [1e/IaroroB U COTPYAHHKOB 001e00pa3oBaTe/IbHON OpraHH3aliH
HMEIOT TON5KO CEKpeTaph, CIELHAIKCT M0 KaJpaM, THPeKTop 001eodpasoBarebHOM
OpraHu3aiHy IU60 3aMeCTHTEH JUPEKTOPA IPH HCIIOJIHEHHH 00A3aHHOCTEeH IHPEKTOpa
001meo0pa3oBaTenbHOM OpraHu3alH.

4.5. CucTeMaTH3aIMs TMYHBIX JeJT [IeJaroroB U COTPYAHHKOB 0611eo6pa3oBaTe/bHOMI
OpraHu3alliK POU3BOUTCS B alI)aBUTHOM IOPSIKE.

4.6. JIuyHble JeN1a MearorosB U COTPYAHMKOB 001eo6pa3oBaTeIbHOW OpraHU3aliy, HMEIOLIHX
rocy/JapCTBEHHBIE 3BaHMS, IPEMHH, HArPajibl, yICHBIE CTENICHH ¥ 3BAHUSA, XPAHATCSA NOCTOSAHHO,
a OCTaJIbHBIX COTPYAHMKOB — 75 JIET ¢ rojia yBoJbHEeHHs paboTHHKA (B COOTBETCTBHH C
[lepeyHeM THIOBBIX YNPABIEHYECKHUX JJOKYMEHTOB).

L HOPMOIC BbI1a4YH JIHYHBIX J1€J1 BO BpEMEHHOE M0/1b30BaHHE

5.1. Belgaua JIMUHBIX A€ (OTASIbHBIX IOKYMEHTOB B COCTaBe JIMYHOTO JIENIa) BO BPEMEHHOE
M10JIb30BaH}€ MPOHU3BOAUTCA C pa3pelieHus JUpeKTopa o0meodpa3oBaTe/ibHOM Opranu3auuu 1o
3aABJICHHIO COTPYAHHUKA OpraHU3alliH, OCYIIECTBIAIONIENR 00pa3oBaTeIbHYIO JIeATETbHOCTb.

5.2. PaboTa (03HAaKOMJIEHHE) C IMYHBIMH JIEJIaMH I1€/IaroroB H COTPY/AHHKOB
061meo6pazoBaTe bHOM OpraHU3alMK IPOM3BOMTCA B IPHEMHOM JupekTopa. B koHue pabodero
JIHS CEKPETAPh WIIM CIEIMAIMCT 10 KaapaMm o0s3aHa yOen4ThCs B TOM, YTO BCE JIMYHbIC Je1a,
BbIJIaHHBIE BO BPEMEHHOE I0/Ib30BaHHE, BO3BPAIEHbI HA MECTO XPAHEHHA H €CTh JIH
HeoOXO0MMOCTH JUIsl IPUHSATHS MEP K HX BO3BPAILEHHIO HJIH PO3BICKY.

5.3. ®aKT BBIIAYH JIHYHOTO Jiesia GUKCHPYETCs B KOHTPOJIBHOM JKypHaUe.

5.4. 3psATHE OTAEIBHBIX JOKYMEHTOB U3 JTMYHOTO Ji€J1a IPOM3BOJAUTCA ¢ pa3peIleHuUs
nupexTopa obureo6pa3oBartenbHOl OpraHu3aiii ¢ 0GOpMIEHHEM COOTBETCTBYIOIIEH 3aITHCH B
rpade «IIpumedanne» BHyTpeHHeH onucH. [Ipy BpeMEHHOM U3BATHH JOKYMEHTa Ha €0 MECTO



(MeXTy JIMCTaAMM COCETHUX JOKYMEHTOB) BKIIa/IbIBAETCS CIIPABKa-3aMECTHTEb C yKa3aHHEM
JIaThl ¥ IIPHYHH U3BATHS C TIOAMKCHIO JIHIIA, BELIABLIETO JOKYMEHT, U MOJIMHUCHIO JIMLA,
MOJIYYHBLICTO €0 BO BPEMEHHOE MOJIb30BaHHE.

6. Odopm.1eHHe THYHBIX eI Nepell caaveil B apXuB

6.1. OdopmieHHe THYHBIX JeJ IS epe/iayd B apXUB MPOM3BOIHTCA CIICLHATUCTOM I10 KajpaMm
0061eo6pa3oBaTeNbHOM OpraHu3aluy. 3Ta MpoLeIypa BKIIOYaeT:

e [OAWMBKY (IEpeIUIeT) Aena;

e YTOHEHHE HyMepalluH JIUCTOB JIefa;

e COCTaBJIEHHE JIMCTa-3aBepuTens (npuioxerue Ne 8);

e cocraBjeHHe (YTOYHEHHE) BHYTPEHHEH OIHCH,

e BHECEHHE YTOYHEHHI B PEKBH3HUTHI JIMIEBOH 00/10XKKH Jea.

6.2. Jluct-3aBepuTeND Aeja JOJDKEH MOAMHCATL €0 COCTABUTENb, IIPU 3TOM JI€JIaeTCs
pacimHdponKa T0/DKHOCTH H TIOANKMCH, IpocTaBiseTcs ata. B npouecce uenonb3oBaHAsA
apXMBHBIX ,JOKYMEHTOB B JIHCTE-3aBEPUTEIIC JICNIAKOTCA COOTBETCTBYIOIINE OTMETKH. Ecnu neno
[OKTO 63 IMCTa-3aBEPUTENS, TO €ro ClIeAyeT HAKJIEHTh Ha BHYTPEHHIOK CTOPOHY OOJIOKKH
Jena.

6.3. C uenbto obecnedeHus COXpaHHOCTH JIMYHBIX JIEJT PEKOMEH Ty eTCs:

e  00b2IMHATH HHAMBHIYaJIbHBIE TUYHBIE J€1a YBONECHHBIX COTPYHHKOB B O/IHY 00I0KKY
(061erMHEHHOE JIE)I0) C TAKMM PacyeToM, 4TobbI 00beM Aena (ToMa) He TpeBhIIal 250
nucToB (MyTeM CIIMBKH MAaTEPUA/IOB HHMBHIYAIbHBIX J€JI [0 FOJaM yBOJIbHEHHS);

e paciiojiaraTh MaTepHabl HHIMBHIYAIbHBIX [IE] B MIpeieiax Aea (Toma) B anpaBUTHOM
nopsake (modhaMuIbHO), OTAEIAS MATEPHAIIBI, OTHOCAILIUECH K Pa3HbIM
WH/IMBHYQTLHBIM /1AM, YHCTBIM JIACTOM GyMaru ¢ ykasaHWeM Ha HeM (amuin,
MMEHH H 0TYECTBA COOTBETCTBYIOIIErO YBOJIEHHOIO IeJarora v COTpyIHuka
o01(eobpa3oBaTeIbHOM OpraHH3alliH;

e cHaMXKaTh Kaxkmoe 00beAMHEHHOE JI€JI0 (TOM) BHYTPEHHEH ONMHUCHIO C MEPEeYHCIICHHEM
davuIHil, KIMEH U OTYECTB M yKa3aHHEM HOMEPOB CTPAHHIL, B IIpe/ie/iaX KOTOPhIX
PAaCIIOJIOKEHBI COOTBETCTBYIOIIHE IOKYMEHTBI.

6.4. Ilepemaya TUYHBIX JI€]1 B apXHB OCYIIECTBIIAETCS HE [iO3IHEE TPEX JIET TOCIIC 3aBEPLICHHS
MX B JICTIONIPOM3BOJICTBE B COOTBETCTBHH ¢ rpadukoM. [IpeaBapuTeIbHO CeKpeTapeM,
MPOBEPAET s OJHOTA ¥ MPABHILHOCTH MOArOTOBKM JIMYHBIX e/ K nepeaye. BrisBieHHBIE TIPU
TpOBEPKE HEIOCTATKH YCTPAHAIOTCS cekpeTapeM. [lepeiada u nprueM MpOU3BOIATCS MO OIHCH C
[POCTAHOBKOH OTMETOK O HATHYHH JIMYHBIX JIeJI.

6.5. JluuHBle Jena Neaaroros M COTPYAHHKOB 001e00pa3oBaTebHON OpraHu3aluH,
3aKOHYEHHbIE NeJI0Npon3BoacTBoM 1o 1 susaps 2003 rozxa, Xxpanarcs 75 jiet, nocne 1 sHBaps
2003 roja -- 50 ner. JInuHble Aena AUpeKTOpa, rIaBHoro Oyxranrepa o6eodpasoBare/IbHOH
OpraHH3alliH HMEIOT NOCTOAHHBIA CPOK XpaHEeHHH.



7. OTBeTCTBeHHOCTh

7.1. Tlenaroru u coTpyAHHKH 001Ie00pa3oBaTe/IbHOM OpraHH3aliH 00513aHbl CBOEBPEMEHHO
NpeacTaBlisiTk CEKPETAPIO CBENEHHA 00 U3MEHEHHH B NEePCOHABHBIX TaHHBIX, BKIIOYEHHBIX B
COCTaB JIHYHOIO aeja.

7.2. Paborcaatens od0eCeunBaeT:

e  COX)AHHOCTb JIMYHBIX JieJI [1e]aroroB ¥ COTPYAHHKOB 001eobpa3oBaTebHOMH
OpraHH3alNH;

e KOHHIEHIHATEHOCTD CBEJCHUH, COMEPKAIMXCS B JINIHBIX JIeJlaX [e/1aroros U
COTPY/IHUKOB.

8. [IpaBa paGoroaarens u paboTHHKA

8.1. JIns obecrnieyeHHs 3alMThI IEPCOHATbHBIX JAaHHBIX, KOTOPBIE XPAaHATCS B JIMYHBIX JeJ1ax
TeIaroroB 4 COTPYAHUKOB 00Ieo6pa3oBaTeIbHOM OpraH|3alliy, e1arori H COTPYAHUKH
061eo6pa3oBaTeIbHOM OpraHu3alii UMEIOT IIPaBo:

e TMOJYYHUTH MOMHYIO HHPOPMAIHIO O CBOMX NMEPCOHATBHBIX JAHHBIX U 00paboTKE 3THX
JIaH HbIX;

® TMOJYYHUTH CBOOOIHBIN JOCTYI K CBOMM MEPCOHATEHBIM JIAHHBIM;

® [IOJYYHTh KOIKH JOKYMEHTOB, XPAHALIHECS B IMYHOM JI€JI€ U COACpXKALIHE
NepCOHAIBHEIC JaHHBIE.

e Tpe(0BaTh HCKJIFOUCHUS HIIH HCIIPABJICHHS HEBEPHBIX H HETNOJIHBIX [IEPCOHANBHBIX
JIaH HbIX.

8.2. Paborcarens UMeeT Mpaso:

e 00pabaThIBaTh NEPCOHAIBHBIE JAHHBIE NIE1arOroB H COTPYIHHKOB
0611e00pa3zoBaTesbHOM OpraHU3aLiH, B TOM YHCJI€ H Ha 3JIEKTPOHHBIX HOCHTEAX;

®  3aNPOCHTH OT MEJaroroB H COTPYAHHKOB 0011e00pa30BaTeIbHONH OpraHU3allHH BCIO
HEOOX0AUMYIO HHPOPMALIHIO IS Be/IeHHS JIHYHBIX JIe] ¥ 00pabOoTKH MePCOHATBHBIX
JIaH 4BIX.

9. 3ak/04dATe bHBIE 0JIOKEeHHS

9.1. Hacrosmmee ITonoxenue o nopsike BeJeHUs JIHYHBIX J1e]1 paOOTHUKOB SBJISETCS
JIOKAJILHBIV HOPMaTHBHBIM aKTOM, IpuHKUMaeTcs Ha [leqarornyeckoM coBeTe LIKOJIBI U
yTBepxkaaetcs (Tu0o BBOJUTCA B ICHCTBHE) NPHKA30M IHPEKTOpa OpraHH3alyH,
ocyuiecTBiAIomeH 06pazoBaTeNbHyIO NEATENBHOCTD.

9.2. Bee u3vieHeHHs M AOMOIHEHUS, BHOCHMBIE B HacTosmiee [Tonoxenue, opopmiusiores B
NMHCHMEHHOMN (JOpMe B COOTBETCTBHH JEHCTBYIOIINM 3aKOHOATENBLCTBOM Poccuiickoi
Qenepanuy.

9.3. ITos0keHHe O MOPS/IKE BeJeHHS JINYHBIX JieN pabOTHUKOB 00pa30BaTesibHOM OpraHu3aluy
IIPpHHHUMAacCTCA Ha HBOHpc,IIEJIeHHbIﬁ CpOK. H3mMeHeHHs U TOMOJHEHHUS K Ilonoxenuio
MPUHAMAIOTCS B NIOPSIKE, npeaycMoTpeHHoM 11.9.1. HacTosmiero [1010KeHus.

9.4. [Tocne npunstus [Tonoxenus (MM K3MEHEHUH U TONOTHEHHH OTAEIBHBIX ITYHKTOB H
paszie/ioB) B HOBOM peJaKLHK MpeAblIAyIuas peJaKi{isi aBTOMATHIECKH yTPAYMBAET CHITY.



