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1. O6mme N010XKeHHS
1. Hacrosmee [lonoxeHne o TmopsAAke BeJCHWS JIMYHBIX /el pabOTHHKOB OpraHHM3allvy,
ecTBAAIONEH 00pa3oBaTeNbHYI0 JEATeIbHOCTh, pa3paboTaHO B cOOTBETCTBUM ¢ DenepaibHBIM
psom Ne 273-@3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit enepauyu» ¢ H3MEHEHUAMH OT 4
2023 ropma, PenepanbHeiM 3akoHOM oT 27.07.2006 Ne 152 «O nepcoHalbHBIX NaHHBIX» C
Mt 4 6 (espans 2023 roma, Ykasom Ilpesunenta or 30.05.2005 Ne 609 «O6 ytsepiaeHuu
ﬁ-nemm 0 MNEepPCOHATBbHBIX JAHHBIX TOCYAapcTBEHHOro ciyxamero Poccuiickoit ®enepanuu u
 BeaemmMM ero JmuHoro Jena», Tpynoseim Komekcom Poccuiickodi ®enepanuu, KosieKTHBHBIM
| BOrosopoM, YCTaBOM OpraHu3alliy, OCy ECTBIOMeH 00pa3oBaTebHyIO AESTENBHOCTD.
- 1.2 Jlannoe [TonoxeHue onpezesseT MOPSAIOK BeICHUS JTHYHBIX JeJ1 [1€JaroroB U HHBIX COTPYAHUKOB H
| PabOTHHKOB WIKOJIEI, ONPE/ENAeT NOPAAOK (GOPMHPOBAHUS, y4eTa U XpaHEHHUs, BHIAAYM JIMYHEIX Ze]1 BO
~ BpeMeHHOe I0JIb30BaHMe, a TAKXKe OTBETCTBEHHOCTH, NpaBa pabOTHHKOB U JTHPEKTOpa 06pa3oBaTeNbHOM
OpraHH3alluH. :
1.3. Hacrosmee [TonoxxeHue yTBep)KAaeTcs NMPUKA30M M0 IIKOJIE U ABISAETCA 00A3aTENbHBIM IS BCEX
RAETErOpHii MeIarOrMYecKuX U IPYyTUX COTPYAHHUKOB LIKOJIBI.
: 1.4 Bejenwe NTWYHBIX JIeN TEaroroB U COTPY/THUKOB INKOJIBI BO3/IaraeTcs Ha CMENMantcTa 1o Kajapam
. OpraEW3alliy, OCyLIECTBIome 06pa3oBaTebHyIO AEATENBHOCTD.
3 1.5. JIuuHOe J1eno - OCHOBHOM JOKYMEHT MEepPCOHAIBHOTO yueTa, cojepkaluii Haumbosee IOJIHBIE
‘ cBeneHns 0 paboTHUKe 00pa3oBaTebHON OpraHU3alluM M ero TpyJOoBOH NeaTenbHOCTH. B nuyHoe neno
BHOCSTCS CBEICHHS, CBS3aHHbIE C IOCTYIUIEHHEM Ha pabOTy U YBOJIbHEHHEM.
1.6. Ceenenus, cofiepikaliecs: B IUYHOM Jelle, OTHOCATCSA K KOH(PUACHIMAIBHON MHPOpMaLUH, HMEIOT
OrpaHMYEHHbIH JOCTYT ¥ pa3IJIAIlIEeHUIO HEe MOUIeXaT.
1.7. JIugHOe Aeno BeeTcs B TEUSHHE BCEro nepuozaa paboTsl paboOTHUKA.
1.8. BeneHne HECKONBKHMX JIMYHBIX M€l OHOTO paboTHMKAa 00pa3oBaTeNbHOW OpraHU3aLUH He
JIOMyCKaeTCsl.

2. Ilopsaaok (popMHPOBaAHHS JTHYHBIX /ieJl COTPYAHHKOB
2.1. ®opmupoBaHWE JIMYHOIO Jejia MeJaroroB U ¢OTPYIHUKOB 00IeoOpa3oBaTebHOM OpraHu3aluu
MPOW3BOIUTCS HEMOCPEICTBEHHO ToCIe MprueMa B 001eo0pa3oBaTelbHyI0 OpraHu3alyio Wi IepeBosa
NIEJaroroB ¥ COTPYHHUKOB U3 JIpyroif oOpa3oBaTebHON OpraHu3aluy.
2.2. B COOTBETCTBMM C HOPMATHBHBIMU JIOKYMEHTaMH B JIMUHBIE J€Jla NE/IarOrOB U COTPYIHUKOB
OpraHu3aliii, OCYLIECTBISIOIEH 00pa3oBaTelbHYI0 AEATEIbHOCTb, BKJIA/JbIBAIOTCS  CJELYIOLIME
JOKYMEHTHI:
s nedazo208:
* 3asBJICHHE O NpHeMe Ha paboTy;
* 3agBJICHHE O COITIaCHU Ha 00paboTKy NMepCOHANBHAIX JaHHBIX MEJarora;
: * chpaBKa O HATHYUM (OTCYTCTBUM) CYAMMOCTH U (W) (paKTa yroJoBHOTO NpecienoBaHMUs,
. BBIJAHHOTO COOTBETCTBYIOLUM OPraHOM MPAaBOMNOPAAKA;
* aBrobuorpadus;
k *  KONWsA NacropTa WK WHOTO JIOKYMEHTa, YI0CTOBEPSIONIETrO0 JINYHOCTS,
8 *  KONHS CTPaXOBOTO CBH/IETENHCTBA IEHCHOHHOTO CTPAaXOBAHHA;
*  KOMHS WIEHTH(DUKAIMOHHOTO HOMEpa HAJIOTOTLIATENTBIINKA;
*  KOMWs JIOKyMEHTa BOMHCKOTO y4eTa (il BOSHHOOOA3aHHBIX);
* KOS CBUIETENBCTBA O 3aK/II0UeHIHU Opaka (TpH HaTHYKH ),
' *  KONUs CBHIETENHCTBA O POXKICHUU JeTeil (TIpH HaTUYHH);
*  KONWU JOKYMEHTOB 00 0Opa3oBaHuM,
a *  KOIWM JOKYMEHTOB O KBaJM(DHUKALMH KM HATHYKE CTIeLHATbHbBIX 3HaHUN (NPY HAJIUYUH);
* KOIUM aTTECTALMOHHBIX JIUCTOB (TMPH HATUYHH); .
o *  KOINWHU JIOKyMEHTOB O HarpaxaeHuu (pH HATHYHH);
4 *  XapaKTepHCTHKH, PEKOMEH/IaTe/IbHbIe MHChMa (MPU HATHYHH);
% * TpHKa3 o npueMe Ha paboTy;
* @pUKa3 0 NepeBo/ie Ha UHYIO IOJDKHOCTD (TIpHU HATHYHH);




JAOJDKHOCTHAsI HHCTPYKLMS (JO/DKHOCTHBIE MHCTPYKIMH ¢ MOMEHTA Ha3HA4YeHHs Ha BCe
JIOJDKHOCTH);

TPY/I0BO#i I0roBOp (C MOC/E/YIOMHM BK/IIOYEHHEM JOMOHATENBHBIX COITIAIEHUH K TPYI0BOMY
JIOTOBODY );

TPYOBYIO KHHIKKY

MEIMLMHCKY IO KHIKKY .

Jas paﬁomuuxoe

3asBJICHHE O TIPHEMe Ha paboTy;

3asBJICHHE O COIIaCHH Ha 00paboTKy MepCOHAILHBIX JaHHbBIX Nearora; ‘
CIpaBKa O HAIMYKMH (OTCYTCTBHHM) CYAMMOCTH M (WiH) (aKkTa yroJOBHOIO Ipeciel0BaHus,
BBIJIAHHOTO COOTBETCTBYFOLIUM OpPraHOM MPaBOHOPSIKA;

aBTOOMOrpadms;

KOIIHsI [TACIOpTa WM MHOTO JOKYMEHTa, Y IOCTOBEPSIIOIIETO JINYHOCTE;

KOITHSI CTPaXOBOT0 CBU/IETENILCTBA MEHCHOHHOTO CTPaXOBaHMS;

KOIHs HACHTHPHUKAIMOHHOTO HOMEpPA HAJIOTOILIATENbIHUKA;

KOMUs IOKYMEHTa BOMHCKOI'0 y4yeTa (U1 BOGHHOOOS3aHHBIX );

KOITHsl CBH/IETENILCTBA O 3aKIII0YeHHU Opaka (IIpy HaJIMYun);

KOIUsI CBUETENLCTBA O POXKIACHUH AeTeil (IIpH HAIMYUHK);

KOIMUM IOKyMEHTOB 00 00pa30oBaHuH;

KOIUMU JOKYMEHTOB O HArPaKACHMU (TIPU HAIUYMK);

XapaKTEePUCTUKH, PEKOMEH/IaTeIbHBIE MUChMa (TIPY HAJIMYUHK);

NpHKa3 o pueMe Ha pabory;

TIPHKA3 O NIEPEBOJIE HAa HHYIO NODKHOCTD (IPH HAIHYKHK);

JOJDKHOCTHAS. HHCTPYKLMSA (IO/DKHOCTHBIE HHCTPYKLHMM ¢ MOMEHTA HA3HAYECHHS Ha BCe
JIOJDKHOCTH);

TPYZIOBO#i IOrOBOP (C MOC/IEAYIOMHUM BKIIOYEHHEM JOTOIHHUTEIBHBIX COMMAIEHHH K TPYI0BOMY
JIOTOBODY );
TPYZOBYIO KHIXKKY
MEIMLUHCKY O KHIDKKY .

)

Pabomooamens ogpopmasiem:

TPYAOBO# JOr0OBOP B IBYX 3K3eMILISIpaXx;

TNpHUKa3 0 npueme Ha paboTy (0 nepeMeleH : Ha APYTHE JA0JDKHOCTH);
JIMYHYIO KapTouky Ne T-2;

JOJDKHOCTHYHO MHCTPYKIHIO B IBYX 9K3EMIUISpax.

Pabomooamens 3nakomum:

€ HOPMAaTHBHO-IIPABOBBIMH JIOKYMEHTaMH IKOJIbI (Y cTtaBoM, KoseKTUBHBIM JOTrOBOpOM,
INpaBunamu Tpy10BOTO pacnopsiaka u Ap. JTOKAILHEIMU aKTaMH);

C IOJDKHOCTHOM MHCTPYKIHUEH;

NPOBOAUT BBOJHBIH HHCTPYKTaX, HMHCTPYKT@X IO OXpaHe TpyJAa, MHCTPYKTaX IO
NPOTHBONOXAPHOM Oe30macHoCTH. -

2.4. llepsuuHoe odopMIIEHHE TUIHOTO JIeNa Mpe Ty CMAaTPHBAET:

NIPUCBOCHUE JIMYHOMY JI€Ty HOMEpA COTJIACHO XKyPHAITY y4eTa JIMYHbBIX JIET;
NPOCTABICHHE Ha OONOXKEe JHMYHOrO [eja CHEAYIOWHMX PEKBH3MTOB: HMHIEKC nena (B
COOTBETCTBUM C HOMEHKIATypoil Jenm  00meoOpa3oBaTelbHON  OpraHM3alMy; MOJHOE
HaMMEHOBaHHE 00wme00pa3oBaTeIbHON OpPraHW3ALMK; HOMEp JIMYHOTO Jena; (GaMuius uMs
OT4eCTBO pabOTHHMKA B MMEHHTEIbHOM MajIe)Ke; ATkl - FOJ HA4ajia M IoJl OKOHYAHUS BEICHHS
JleNa; KOJIMYECTBO JIMCTOB; CPOK XPAHCHHS '
NOMELIECHNE TOKYMEHTOB, NOUIEKAIUX XPAHEHHUIO B COCTAaBE JIMYHBIX [I€], B XPOHOJIOTHYECKOM
NOpsZIKe:

— BHYTPEHHsS OMKUChH JOKYMEHTOB Jefa;

— JIMYHbIH JHCTOK M0 Y4eTy KaJpoB;

— 3asBJICHHE O MIpUeMe Ha paboTy;



— TpHKa3 0 npreMe Ha paboTy;

— TPYIOBO# JOroBop;

— JIOrOBOp O NOJIHOH MaTepHAIbHOH OTBETCTBEHHOCTH (€C/M PaGOTHHK - MaTepHaIbHO
OTBETCTBEHHOE JTHIIO); :

— XapaKTePUCTHKH U PEKOMEHIATeIbHbIE TUChMA;

— coriacue Ha 00paboTKy MepCOHANBHBIX JaHHBIX.

25. JIucTsl TOKyMEHTOB, IOMEIIEHHBIX B JINYHOE [I€J10, MOIEXKAT HyMepaLuH.

- 26. C uenblo obecredeHns Haaexameldl COXPAHHOCTH JMYHOTO JeNa IeJaroroB M COTPYTHUKOB

- 00meo6pasoBaTebHON OpraHU3aLUy M y100CTBa B OGPAINEHAN C HUM npu GOPMHPOBAHHH JOKYMEHTEI

- HOMEWIAKOTCSA B OTAENbHYIO nanky. IIpu yBoibHEHHH paGOTHHKA TIPOMIMBAIOTCS HUTKAMH U CIAIOTCS B

apxuB. :

2.7. BHyTpeHHSS ONMCb HOKYMEHTOB, MMEIOLIMXCS B JMYHOM Jeie, JOJKHA COIEpKaTh CBEOCHHUS O

TIOpAZIKOBBIX HOMEpax, HAaMMEHOBAaHMAX JOKYMEHTOB JeJia, KOJIMWYECTBE JIMCTOB, [aTax BKJIIOYCHHUS

AOKyMEHTOB B JITTHOE JI€JI0 ¥ U3BATHS U3 JIeNIa, A TAKXKE KEM U3BAT JOKYMEHT H 110 KaKOH IpHYIHE.

2.8. BHyTpeHHss OMHCH COCTaBIfeTCS HAa OTAENBHOM JIMCTE IO YCTAHOBJICHHOM popme. Jlncter

BHYTPEHHEH ONUCH HyMEpYIOTCS OTIENBHO.

2.9. Tlpu MoaroToBKe JMYHBIX JeN K Tepefadye HAa XpaHEHHE K BHYTPEHHEH OIMCU COCTaBIISETCS

HTOroBas 3aruch, B KOTOpOf/'l YKa3beIBacTCs umbpaMn H NPONMHUCBIO KOJHMYECTBO BKIIFOYEHHBIX B Hee
JAOKYMCHTOB U KOJIMYECTBO JIUCTOB JIejia.

3. Tlopsinok BeeHHst TMYHBIX [e/l MEIATOr0OB H COTPYAHHKOB OPraHH3aLHH, OCYIIeCTBIAIOMmEH
00pa3oBaTeILHYIO AeATEILHOCTD
3.1. Jlnunoe 1eno menaroroB M COTPyAHHKOB 0611e06pa3OBaTeBHOMN OPraHU3aMH BEIETCS B TEUEHHE
BCEro Nepyoia paboThl KaXkK0To NeJIarora M COTPy AHMKa B 0611e06pa3oBaTe/bHOM OpraHU3aIuH.
3.2. JlansHejillee BeleHWe JHYHOrO fejia TENaroroB M COTPYIHMKOB 001eo0pazoBaTeabHOM
OpraHH3alliK TPely CMaTpUBAET MOMEIICHHE B JIEJI0 JIOKyMEHTOB, 00pasyoIuxcs B npolecce paGoueii
ACATETLHOCTH W MMEIOINX 3HAYCHHE /U1 TPYAOBBIX OTHOLICHHI:
* JIONOJIHEHHE K JIMYHOMY JIMCTKY IO YYeTy KaJIpoB;
* JIONOJIHUTENbHBIE COTJIAIEHHUS K TPYAOBOMY JIOTOBOPY;
* KONHUHM MPHKA30B M0 JIMIHOMY COCTaBY, KOTOPBIE KACAIOTCS ME1aroroB U COTPYTHHKOB
00meobpa3zoBaTebHON OpraHU3aIMK;
¢  OT3BIBRI IOJDKHOCTHBIX JIMLL O Me/[arore W COTpyAHMKe 00LieoOpa3oBaTebHOM OpraHu3aliiu;
*  KOIMH JOKyMEHTOB O TIOBBIILICHUH KBaIM(UKALHH;
* KOMHUHM CepTHU(HUKATOB, IPaMoT;
* JIACT - 3aBEPHTEJIb fiefia (COCTABJISIOT NP C1ade JINYHOTO JieNla B apXuB);
*  UHBIE IOKyMEHTEI.
3.3. B umemix ofecmeyeHns KOHTpOJS 33 COXPaHHOCTBIO M aKTyaJIbHOCTBIO JIMYHBIX JIel B
001meo6pasoBaTeibHON  OpraHus3alMl eXerofgHo (He mosaHee | KBapTajga Troja, CIEIyIOLWEro 3a
OTYETHBIM) IPOM3BOIUTCS NIPOBEPKA MX HATHYHS H COCTOSHHUA.
3.4. EXerosHyio npoBepKy COCTOSHHS JIMUHBIX JIeN HA MpeaMer COXPaHHOCTH BKJIFOYEHHBIX B HErO
AOKYMEHTOB MpPOBOJUT CHEUMANbHO cO3[aHHas Komuccusa. O TNpPOBEJEHHBIX TNPOBEPKAX jenaeTcs
OTMETKa B JIUCTC O pe3y/IbTaTax €XKEeroJHOW NPOBEPKH COCTOAHMS W HAJMYUsA JIMYHOTO Jeia
(npunoxenye Ne 5) u cocraBisercs akt. Pesynprarsi TIPOBEPKH JIMYHBIX JI€]1 B 0043aTEIEHOM TOPS/IKE
AOBOZIATCA 10 TMPEKTOpa 0011e06pa3oBaTeIbHON OpraHH3aI|H.

4. Mopsinox y4éTa H XpaHeHHs JHYHBIX /Jeji TMeAAroroB H COTPYAHHKOB OpraHH3alHH,
OcyuiecTB/IAIONIeH 00pa3oBaTeIbHYIO AeATeIbHOCTD.
4.1. XpaHeHue M ydyeT JMUHBIX M€ MEJAroroB H COTPYIHHKOB OpraHu3alMy, OCYINECTBJISIOIIEH
9PasoBaTe/IbHYIO NEATENIBHOCTh, OPraHU3YIOTCS C LEIbI0 OBICTPOro U 0e30IMO0YHOr0 MOMCKA JTMYHBIX
1, obecrieyeHMss HX COXPAaHHOCTH, a TaKke oOecreyeHus KOHOUICHIMATHEHOCTH  CBEJICHHUIA,
MACPHKAIIMXCS B IOKYMEHTaX JIMYHBIX /€], OT HECAaHKLHOHHPOBAHHOTO 10CTYTIA.
JIuuHsle fiena COTPY IHUKOB XpaHATCS B celide 06meobpazoBaTeNIbHON OpraHU3aLiH.




4.3. Tpynosbie U MeTMIMHCKHE KHIKKH XPAHSTCS OTAENBHO B celide.

4.4. JlocTyn K JIMYHBIM Je/laM TeJaroroB M COTPYAHMKOB 0011e06pa3oBaTebHOM OpraHM3alii UMEOT
TOJIBKO CEKpeTaph, CHELHATUCT IO KajpaM, AUPEKTop o0IMmeoO0pa3oBaTebHONW OpraHu3aluu JHGO0
3AMECTHUTEIM  MPEKTOpa MpPU WCIOIHEHWHM 00s3aHHOCTEH JupekTopa 00Ieo0pas3oBaTeibHOM
OpraHu3alyy. ‘

4.5. CucremaTusauys JHYHBIX J€N NEArOroB M COTPYIHHKOB 00111e06pa3oBaTeNbHON OpraHu3aluK
TPOM3BOIUTCS B alI(paBUTHOM TMOPSZIKE.

4.6. JluuHple nena MeJaroroB M COTPYAHHKOB 00LIE0Opa3oBATENBHON OpraHM3alUH, HMMEIOLIUX
TOCYIapCTBEHHBIC 3BaHWS, NPEMHUM, Harpajbl, yYeHblE CTENEHH M 3BaHHs, XPAHATCS IOCTOSHHO, a
OCTaJIbHBIX COTPYAHUKOB - 75 JIET ¢ rofia yBoJbHeHHs paboTHHKA (B cOOTBeTCTBHH ¢ [lepeuneM THIIOBBIX
YIpaB/IeHYECKHX JOKYMEHTOB). ¢

S. opsaaok BbIIAYH JHYHBIX 1€/ BO BpeMeHHOe N0/1b30BaHHe

5.1. Beigaua nu4HBIX fen (OTACOBHBIX AOKYMEHTOB B COCTaBE JMYHOTO Je1a) BO BPEMEHHOE
NONb30BaHNE TIPOU3BOMUTCS C paspelleHHsl JUpPEKTopa 00IeoOpa30BaTeNbHOW OpraHM3aluK MO
3a51BJICHHMIO COTPY THUKA OPraHU3alliy, OCYIECTBIIOmEH 00pa30BaTeNIbHYIO AEATEIbHOCTD.

5.2.  Pa6ora (03HaKOMJIEHHE) C JTHYHBIMHA J€IaMK [I€aroroB M COTPY/HHKOB 00IIEe06Pa30BaTeIbHOlM
OpraHu3aliy MPOU3BOANTCS B IPUEMHOM AMpeKTOpa. B KoHIe pabouero aHs ceKpeTaph Wi CIELUaTuCT
o Kajgpam obs3aHa yOeauThCs B TOM, YTO BCE JIMYHBIE JI€)d, BBIJAHHBIE BO BPEMEHHOE MOJIb30BAHHE,
BO3BPALLCHbI HA MECTO XPAHEHHUS U €CTb JIM HEOOXOAMMOCT Uis npuwmm MEp K MX BO3BPALLECHUIO KIIH
PO3BICKY .

5.3. ®axT BbIIa4YU IMYHOTO fief1a PHUKCUPYETCS B KOHTPOIHLHOM Xy pPHAJe.

5.4. UsbsTe OT/AENBHBIX JOKyMEHTOB W3 JIMYHOIO JeNa TPOU3BOAMTCS C pa3spellieHuss JHpeKTopa
061e06pa3oBaTenbHOl OpraHu3aluK ¢ OpOPMIEHHEM COOTBETCTBYIOmIEH 3amucH B rpade
«Ilpumeuanne» BHyTpenHell omucu. IIpn BpEMEHHOM H3BSTHM JOKYMEHTAa Ha €ro MECTO (MEXy
JUCTaMU COCEHUX NOKYMEHTOB) BKJIAJIBIBAETCS CIPABKa-3aMECTHTENb C YKa3aHWEM JaThl H NPUYMH
M3bATUSA € NOAMHUCHIO JIMLA, BbIAABLIETO JOKYMEHT, H NOANUCHIO JIMLA, 10J1yYUBLIETO €10 BO BPEMEHHOE
TI0JIb30BaHUE. )

6. Odopmirenne THYHBIX A€ nepea cAaveil B apXuB

6.1. Odopmienne TMIHBIX NeN IS TIepeavyn B apXUB POU3BOJMTCS CHIELUATHCTOM 110 Kaapam
00meo6pa3zoBaTebHON OpraHU3alK. JTa MPOLE/AyPa BKIIOYAET:

* NOMIMBKY (Tepemier) aena;

* YTOYHEHHE HyMepalllH JHCTOB JI€]Ia;

* cocrapieHHE (YTOUHEHHE) BHYTPEHHEH  OIHCH;

* BHECCHHME YTOYHEHUI B PEKBH3UTHI JIUIEBO 00JI0KKH Aeja.

6.Z. JIuct-3aBeputens nena JOMKEH NOMIKCATh €r0 COCTABUTENb, NP TOM JENaeTcs paciu(ppoBKa
AO/DKHOCTH M TOMIMCH, MPOCTABIAETCA naTta. B mponecce MCIONb30BaHUS apXHUBHBIX JOKYMEHTOB B
JIUCTE-3aBEPUTETIE JIETIAIOTCS COOTBETCTBYIOMME OTMETKH. Ecim neno nommmro Ge3 nucra-3aBepurens,
TO €ro crie/lyeT HAKICUTh Ha BHY TPEHHIOK CTOPOHY OGJIOXKH JIeNa.

6.3. C uenbio obecrnieyeH s COXPAHHOCTH JINYHBIX €] PEKOMEHIY ETCS:

* OObeqVHAT> MHAMBHIYalbHbIE JIMYHBIE J€Nlda YBOJCHHBIX COTPYIHHKOB B OJHY OGIOXKKY
(06BeIMHEHHOE [IENI0) ¢ TAKMM pacdyeToM, 4To6sl 06beM /ena (ToMa) He npesbiman 250 1ucToB
(myTeM CIIMBKHM MaTEPHAIOB HHAMBULYAJIBHBIX J€J1 110 FOIaM YBOJIbHEHHS);

pacnosiaraTe MaTepHaibl HHANBHIYAIbHBIX J€] B Npe/enax Jena (Toma) B ajipaBUTHOM MOpsKe
(modamuIbHO), OTIENAA MAaTEPHANIBI, OTHOCSIIMECS K PA3HBIM HHIMBH/IYaTbHBIM E/IaM, YHCTHIM
nuctoM Oymard ¢ yKka3aHMeM Ha HeM (aMWIHM, WMEHH W OTYECTBA COOTBETCTBYIOMIETO
YBOJICHHOTI'O [I€JIarora u COTpy/iHMKa 0011eo0pa3oBare/bHON OpraHu3alium;

CHabXaTh Kax10e 00beIMHEHHOE Jesio (TOM) BHYTPEHHEl ONHMCBIO ¢ NepeurcIeHHeM (BaMUIIHii,
HMEH U OTYEeCTB M YKa3aHWEM HOMEPOB CTpPAaHWIl, B TMpeJesiaX KOTOPHIX PpacHOJIOKEHBI
COOTBETCTBYIOLINE JJOKYMEHTBI.




6.4. llepesaya MTMYHBIX €T B apXHB OCYIIECTBISETCS HE MO3JHEE TPEX JIET [OCie 3aBEpIIEHUs UX B
ACTIONpPOU3BOJICTBE B COOTBETCTBHM, ¢ rpa¢ukoM. [IpenBapuTeNnbHO CeKpeTapeM, CHEHMANHCTOM [0
KaJlpam IpOBEpseTCsl MOJIHOTA M NPaBHIIBHOCTD MOJTOTOBKH JIMYHBIX JIEN K Nepe/ade. BrissiieHHbIE Mpu
TIPOBEPKE HENIOCTATKH YCTPAHAIOTCA CEKpeTapeM, CHEUMaNMcTOM Mo KaapaM. Ilepenaua w mpuem
TIPOU3BOJATCS MO OIKCH ¢ IPOCTAHOBKON OTMETOK O HAJIMYMH JTHYHBIX [T

6.5. JlndHble lelia nefaroroB M COTPYLHHKOB 0OIIEOGpa3OBATENbHOM OPraHM3ALMH, 3aKOHUECHHBIC
AenonpoussoacTBoM 10 1 suBaps 2003 roma, xpaHstes 75 ner, mocne 1 suBaps 2003 roxa - 50 yer.

Jluunbie nena awpexTopa, TiaBHOro Gyxranrepa O6IEO6PA30BATENHHON OPraHM3ALMH  HMEIOT
MIOCTOSTHHBIN CPOK XpaHeHHs.

7. OTBeTCTBEHHOCTS

7.1. Ilenarorn ¥ COTPYIHHKH 0OLE0GpPA30BATENBHOM OpraHM3alMH  OGS3aHbI CBOEBPEMEHHO
TIPE/ICTABIIATE CEKPETApI0 MM CNEUMATUCTY MO KajApaM CBEJeHHs 00 H3MEHEHHHM B MEPCOHANBHBIX
JaHHBIX, BKIIOYEHHBIX B COCTAB JINYHOTO JIeNia.

7.2. PaGoronaresns obecrieunBaer:

* COXPaHHOCTb JIMYHBIX JIEJI IEaroroB U COTPY JHMKOB 001e06pa30BaTeIbHON OpraHu3aIyH;

*  KOHQHICHUMATBLHOCTb CBEICHHI, COIEPIKAIIMXCS B INUHBIX JIENaX 1€]Ar0roB H COTPY AHUKOB.

8. Ilpasa paGoronarens u paGoTHHKa

8.1. Jlnsa obecriedeHrs 3alUUThI IEPCOHANBHBIX JaHHBIX, KOTOPBIC XpaHATCs B JIUYHBIX ACHaX NEAaroros

H COTPYTHHKOB 0011e06pa3oBaTesibHON OpraHM3aliy, Mefarord U COTPyIHMKH 06meo6pa3oBaTebHOl
OpraHM3aluy UMEIOT [1PaBo:

*  TIOIYYHTb HONHYIO HHPOPMALHMIO O CBOMX NEPCOHAIBHBIX IAHHBIX U 00pabOTKE ITHX JAHHbIX;

*  TOJIyYHTh CBOOOMHEIH JOCTYTI K CBOMM I1€PCOHATBHBIM JaHHbBIM;

TOJTy9UTh KONUM IOKYMEHTOB, XPaHILIUECS B IMYHOM JieJIe H COZepIKAILUE EPCOHATBHbIE

JIaHHBIE.

*  TpeOOBaTh UCKIIOYEHNS WM HCTIPAB/ICHHS HEBEPHBIX M HETIONHBIX IEPCOHANBHBIX JAHHBIX.

8.2. Paboronarens umeeT npaso:

* 0bpaGaTsiBaTh MepCcOHaNbHEIE JaHHBIE [IEar0rOB U COTPYTHUKOB 001e06pa3oBaTebHOlM
OpTaHU3aLHY, B TOM YHCJIE M HA JJIEKTPOHHBIX HOCHTESX; .

3alpoCHUTh  OT MEJAaroroB M COTPYAHHKOB 00meoOpa3oBaTeNbHOW OpPraHM3allid  BCIO

HEOOXOAUMY0 MH(OPMAIIHIO JUTS BEICHUS JINYHBIX J1e] ¥ 06paGOTKH MePCOHATbHBIX JAHHBIX.

9. 3akaounTe/bHBIE MOJIOKECHUA

9.1. Hacrosimee Ilonoxenue O NOpsiaKe BeleHHS NHUHBIX el PaGOTHHKOB SBISETCH JIOKATbHBIM
HOPMAaTHBHBIM aKTOM, NpuHHMaercs Ha [lesarornyeckom coBeTe WIKOMBI M yTBepKaaeTca (mGo
BBOJMTCS B JIEHCTBHE) NPHUKA30M JMPEKTOpAa OpPraHM3alMH, OCYIIECTBIAIOMEH 0Gpa3oBaTeIbHYIO
JeATeIbHOCTb.

9.2. Bce u3MeHeHUs U JIOTIONHEHH s, BHOCKMEIE B HacTosmee [1ooxeHue, 0GOpMISIOTCS B MHCHMEHHOM
opme B COOTBETCTBUM NEHCTBYIONIMM 3aKOHOATeNbCTBOM Poccuiickoii denepauu.

9.3. TlonokeHwe O TOpAIKEe BEJEHWS JMYHBIX Je PaGOTHHKOB 0Gpa3oBaTeNbHOIN OpraHM3aI|K
TPUHAMAETCS HAa HEONpEe/IeNeH b cpok. M3menenns u nononHenus k [1onoXkeHHIo NPUHUMAIOTCS B
nopsizike, npeaycMoTpeHHoOM 11.9.1. HacTosmero [TonoxeHus.

9.4. Tlocne npunsTus Ilonoxenns (WM U3MEHEHHUH W JONONHEHUA OTIEbHBIX MyHKTOB M pa3/ieioB) B
HOBOIf peaKIMH Npe by Ias peaKys aBTOMATHIECKH yTpauuBaeT CHITy.




— B 1aHHOM TI0JI0KEHUA TIPOHYMEPOBAHO,
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