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|. O01mue nmoJ10KeHus

1.1. Hacrosimee Ilonoocenue o nopsioke eedenus auunvix den pabomuuxkos MKOY COII Ne5,
OCYIIIECTBJISIONIEH 00pa30BaTENBHYIO IEATEILHOCTD, pa3pab0TaHo B COOTBETCTBUM ¢ DeepaibHBIM 3aKOHOM
No 273-@3 ot 29.12.2012 «O6 obpazoBanun B Poccuiickoit @eneparun» ¢ namenenusimu Ha 30 nexadps 2021
roga, ®eaepaibHbIM 3aKOHOM OT 27.07.2006 Ne 152 «O nepcoHaIbHBIX JAHHBIX» C U3MEHEHUSIMU HA 2 UIOJIS
2021 roma, Ykazom Ipesunenta ot 30.05.2005 Ne 609 «O6 yrBepkaeHuu [1o10KeHNs 0 IEPCOHATBHBIX
JTAHHBIX TOCYJAPCTBEHHOTO ciiyxkatiero Poccuiickoit @enepanuu U BEACHUU €ro JIMYHOTO JENIa» B peAaKIu
oT 23 urons 2019 rona, Tpynossim Konekcom Poccuiickoit @enepannn, KomiekTUBHBIM JOTOBOPOM,
YceraBom MKOY COIII Ne5, ocyrmiecTsisitoiield 00pa3oBaTeIbHYIO IE€ATEIbHOCTb.

1.2. Jlannoe I[lonoxxeHnue onpenensieT NopsI0K BEICHUS TUIHBIX JIeJ]I TIEaroroB U HHBIX COTPYJIHUKOB U
PaOOTHHUKOB IITKOJIBI, ONIPEACIISIET MOPAIOK (POPMHUPOBAHHUS, YyU€Ta U XPAHCHHS, BbIIAYN JIMYHBIX JIE]T BO
BPEMEHHOE IM0JIb30BaHUE, a TAKKE OTBETCTBEHHOCTh, IPpaBa paOOTHUKOB U IUPEKTOpa 00pa3oBaTeIbHON
OpraHu3aIuy.

1.3. Hactosimee [TonokeHne yTBepsKIaeTCsl MPUKAa30M 10 IIKOJIE M SABJISETCS 005S3aTeIIbHBIM IS BCEX
KaTeropui MeaarorniyecKuX U APYruX COTPYAHUKOB IIKOJIBI.

1.4. Benenue TMYHBIX JIEJ1 TIEAaroroB U COTPYAHUKOB IITKOJIbI BO3JIAraeTCsl HA CHEIMAINCTa 10 KaJpam
OpraHu3aIiK, OCYIIECTBISAIONIEH 00pPa30BaTENbHYIO IS TEIbHOCTb.

1.5. JInuHoe n1eno — OCHOBHOM JOKYMEHT IMEPCOHATIBLHOTO yueTa, COJep Kalluii Hanbosee MoIHbIE CBEICHUS O
paboTHuKe 00pa30BaTENbHON OpPraHU3alliy U €ro TPYAOBOU AEITETbHOCTU. B mruHOE neno BHOCSTCS
CBEICHHUSI, CBSI3aHHBIC C MOCTYIUICHHEM Ha PabOTy M YBOJIbHEHHUEM.

1.6. CBenenus, coaeprKanaecs B JUIHOM JIEJI€, OTHOCATCS K KOHPUACHIIMATBHON HHPOPMAIIUHA, UMEIOT
OTpPaHUYEHHBIN JOCTYI U PA3TIAIICHUIO HE TOIIekKaT.

1.7. JInaHOE neno BeAeTcs B TE€USHHE BCETo Meproaa paboThl paboTHHKA.

1.8. Benenue HeCKONBKUX JIMYHBIX JIET OAHOTO PaOOTHHKA 00pa30BaTeIbHON OpraHU3aliy He JOMyCKaeTCs.

I1. Ilopsinox ¢popmMupoBaHusl JUYHBIX [IeJ1 COTPYAHUKOB
2.1, cDOpMI/IpOBaHI/Ie JIMYHOTO Jeja meaaroroB u COTpyaJHMKOB O6H.ICO6p&3OB8.T€JIBHOI>i OpraHu3anuu
MPOU3BOAUTCA HEIIOCPCACTBCHHO ITOCIIC IIpUEMa B O6Hl606paBOBaTeJ'ILHyIO OpraHu3anurIo Uin nepeBoga
neaaroroB U COTpyaAHUKOB U3 ,upyroﬁ O6pa3OBaTCHLHOﬁ OopraHu3anuu.
2.2. B cOOTBETCTBHH C HOPMATUBHBIMU JOKYMCHTAMU B JIMYHBIC JICJIA IICAAroroB U COTPyJIHUKOB
OopraHu3anuu, OCYIJ_ICCTBJ'ISIIOH_ICﬁ 06pa303aTenLHy10 ACATCIIBHOCTD, BKJIIAIbIBAKOTCA CICAYIOIINC TOKYMCHTBI:
Jns nenaroros:

e 3asBIIEHHE O IpHeMe Ha paboTy;




e 3asBJICHHUE O COTJIACUU HA 00pAaOOTKY MEPCOHAIBHBIX JIAHHBIX I1Earora;
e CIpaBKa O HAJTMYUH (OTCYTCTBHH) CYAUMOCTH U (WiIK) (aKTa yroJOBHOTO MPECIIe0BAHMS, BBITAHHOTO
COOTBETCTBYIOIIUM OPraHOM IIPABOIIOPSJIKA;
e aBToOuorpadus;
e  KOMNMS MACIOPTa WIK UHOTO JOKYMEHTA, YAOCTOBEPSIIOIIETO JIUYHOCTD;
e KOIMS CTPaxOBOT'O CBUJIETEIHCTBA IEHCUOHHOTO CTPAXOBAHUS;
e KOMUS HICHTU()UKAITMOHHOTO HOMEPA HAJIOTOTIIATEBIINKA;
e KOMMS JOKyMEHTa BOMHCKOTO yueTa (JUIsl BOEHHOOOS3aHHBIX);
e  KOMMS CBHJIETEJIbCTBA O 3aKIOYEHUU Opaka (IIpU HAIUYUK);
e  KOIUS CBHJETEIHCTBA O POXKIACHUH JEeTeH (IPH HATUYNN);
e KONHH JOKYMEHTOB 00 00pa3oBaHuY;
e KOIUH JOKYMEHTOB O KBaJH(PHUKAINHU WM HAJHINE CIICIIMATbHBIX 3HAaHUH (TIPU HAJTHMYHUH);
e  KOINHH aTTECTAIIMOHHBIX JIUCTOB (IIPU HAJIUYUK);
e  KOMHH JOKYMEHTOB O Harpax/JIeHuu (Mpu HAJINYUH);
e XapaKTePUCTHKH, PEKOMEHIAaTeIbHbIC TIChMa (TIPH HATHYUH);
e [IpUKa3 O IpHUeMe Ha padoTy;
e IIPUKa3 O IEPEBOJE HAa HHYIO JOJKHOCTD (TIpU HAIMYHH);
e JIOJDKHOCTHAS! HHCTPYKIHS (JOKHOCTHBIE MHCTPYKITUM C MOMEHTA Ha3HAUYEHUS Ha BCE TOJDKHOCTH);
e TPYIOBOI 1OroBOp (C MOCIEAYIONINM BKIIOYEHHEM JIOTIOTHUTENBHBIX COTVIAIEHUH K TPYJOBOMY
JIOTOBOPY);
e TPYAOBYIO KHHXKKY;
e  MEIMIUHCKYIO KHHXKKY.
Ji1s paGOTHUKOB:
e 3asBJICHHE O NIpHEME Ha padoTy;
e 3asBJIEHHE O COIJIACUU Ha 00pPabOTKY EPCOHAIBHBIX JAHHBIX M1E€Jarora;
e CIpaBKa O HAJTUYHMH (OTCYTCTBHH) CYAUMOCTH | (W) (paKTa yroJoBHOTO MpeCe0BaHus, BBIJTAHHOTO
COOTBETCTBYIOLIUM OPraHOM MPaBOIOPSIKa;
e aBToOmorpadwus;
e KOIIUSA NMACHOPTA WIK MHOTO JOKYMEHTA, YOCTOBEPSIOIIErO JIUYHOCTD;
e KOIIUS CTPAXOBOT'O CBMJICTEILCTBA IEHCHOHHOT'O CTPAaXOBaHUS;
e  KOIUS UJICHTU(UKAMOHHOIO HOMEPA HAJIOTOIIIaTEeNbIIIKA;
e  KOIIUA JOKYMEHTa BOMHCKOT'O ydeTa (/11 BOCHHOOOS3aHHBIX);
e  KOIIMS CBHMJIETEIBLCTBA O 3aKJIIOUCHUH Opaka (IIpHU HAJIM4YMHN);
e KOIIUS CBUJETEILCTBA O POXKAECHUM JeTel (IIpU HATMYUN);
e KOIHUH JOKYMEHTOB 00 00pa30BaHMH;
e  KOIIMH JJOKYMEHTOB O HarpaKaeHuu (IIpyu HAJIMYUN);
e XapaKTEpUCTHKH, PEKOMEHATeNIbHbIe MUCbMa (TIIPH HATUYUH);
e IIpHKa3 O MpUeMe Ha paboTy;
e IIpHKa3 O MEepPEeBOJIC Ha UHYIO TOJKHOCTH (IIPU HAJIMUUK);
e JIOJDKHOCTHAS! MHCTPYKLHMS (JODKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAYEHUs Ha BCE IOJDKHOCTH);
e TPYAOBOM JOroBOp (C NOCIETYIONIMM BKJIFOUEHUEM JIOTIOHUTENBHBIX COTJIAlIEeHUH K TPYI0OBOMY
JOTOBOPY);
e TPYAOBYIO KHUXKKY;
e MEIMLUHCKYIO KHUXKKY.
PaGoTonarens odopmiser:
e TPYAOBOI JJOrOBOP B IBYX 3K3EMILISApaAX;
e IIpHKa3 O MpueMe Ha paboTy (0 MepeMeLIeHnH Ha APYrue JOHKHOCTN);
e JHYHYIO KapTouky Ne T-2;
e JIOJDKHOCTHYIO HHCTPYKIIMIO B IBYX 9K3eMILISApax.
PaGoTonarenb 3HAKOMUT:
e C HOPMATUBHO-IIPABOBBIMHU JIOKyMeHTaMu HIKOJbI (YcTaBoM, KosutekTuBHBIM g0oT0BOpOM, [IpaBunamu
TPYIOBOTO pacropsijika U Jp. JOKaJbHbIMU aKTaMu);




¢ C JIOJUKHOCTHOM MHCTPYKLIMEH;

e  IPOBOJUT BBOJHBIN HHCTPYKTAX, HHCTPYKTAX 110 OXpaHe TPYAa, HHCTPYKTAX IO MPOTHUBOIIOKAPHOM
0€30IaCHOCTH.

2.4. llepBuuHOe 0(popMIICHHE TUYHOTO JIeIa TIPETyCMaTPUBALT:

e IPUCBOCHUE JIMYHOMY JIe]Ty HOMEpa COrJIacHO KypHaJly ydyeTa JIMUHbIX Jen (nmpuioxenue Ne 1);

e TIPOCTABJICHHE HA 00JIOKKE JTUYHOTO Jiena (rmpuioxenue Ne 2) cienyronux peKBU3UTOB: HHACKC Aeia (B
COOTBETCTBUH C HOMEHKJIATYPOii JieT 001e00pa3oBaTeIbHON OpraHu3alii; MOJTHOEe HANMEHOBAHUE
0011e00pa30BaTENbHON OpraHNu3aluK;, HOMEp JIMYHOTO JeTa; (GaMuIns UMst OTIECTBO PaOOTHHKA B
MMEHHUTEIBHOM IaJIeKe; IaThl — TOJ] Hayajia ¥ TOJ OKOHYaHUS BEACHUS JIeNa; KOJIUYECTBO JMCTOB; CPOK
XpaHEHUS;

MOMEIICHHUE TOKYMEHTOB, TIOJUISKAINX XPaHEHUIO B COCTaBE JIMUHBIX JIEJI, B XPOHOJIOTMUECKOM MOPSIIKE:

- BHYTPEHHSSI ONIUCh JJOKYMEHTOB Jena (nmpuioxenue Ne 3);

- JIMYHBIH JIUCTOK IO YYETy KaaApoB (Mpuiioxenus Ne 6);

- 3asIBJICHHE O ITpHEMe Ha padoTy;

- IpUKa3 O IpUeMe Ha padoTy;

- TPYZIOBOM IOTOBOD;

- IOTOBOP O TOJTHOW MaTepHaIbHON OTBETCTBEHHOCTH (€CIIM PabOTHHUK — MaTepPHaIbHO OTBETCTBEHHOE JIUIIO);
- XapaKTepUCTHKH U PEKOMEHIaTeIbHbIE ITNCHhMa;

- corjiacue Ha 00pabOTKy MePCOHATBHBIX TaHHBIX.

2.5. JIucThl JOKYMEHTOB, TOMEMICHHBIX B IMYHOE JIENIO, TTOJISKAT HyMEPAIIHH.

2.6. C nenpro obecrieueHnst HaJIeKaIleld COXpaHHOCTH JJMYHOTO Jieja MearoroB U COTPY/THHKOB
o011eo0pa3oBaTeabHON OpraHu3aluy 1 y100CcTBa B 00paIleHUH ¢ HUM NPU (OPMUPOBAHUU JOKYMEHTHI
MTOMENIAIOTCS B OTACTBHYIO Nanky. [Ipy yBoJIbHEHHN paOOTHHUKA MPOIIMBAIOTCS HUTKAMH U CIIAIOTCS B APXHB.
2.7. BHyTpeHHsIsl ONUCh JOKYMEHTOB, UMEIOUIUXCS B IMYHOM JIeNe, JOHKHA COIEPKaTh CBEICHHUS O
MOPSIIKOBBIX HOMEpaxX, HAMMEHOBAHUAX IOKYMEHTOB JieJia, KOJIMYECTBE JIUCTOB, JaTaX BKIIOUCHUS
JOKYMEHTOB B JINYHOE JIEJI0 U U3BATHUSA U3 Jefla, a TAKXKe KEM U3BAT JOKYMEHT U M0 KaKoil Mpu4nHe.

2.8. BHYTpeHHSS1 OITUCH COCTABJISIETCS HA OT/ICIILHOM JIUCTE TI0 YCTAaHOBJIEHHOU opMme. JIMCTBI BHYTpeHHEH
OTHCH HyMEPYIOTCS OTACIBHO.

2.9. TIpu noAroToBKE JIMYHBIX JIEN K Mepeaye Ha XpaHEeHUe K BHYTPEHHEH OMUCH COCTaBISIeTCsl UTOTOBast
3aMuch, B KOTOPOW yKa3bIBaeTcs Hu(paMu U IPONUCHIO KOJIMYECTBO BKIIOUEHHBIX B HEE IOKYMEHTOB U
KOJIMYECTBO JIUCTOB JIEJa.

I11. ITopsinok BeneHusi JIUYHBIX JeJ meaaroroB u corpyanukoB MKOY COII Nes,

OCYLIEeCTBJISAIONIE! 00pa30BaTEIbLHYIO 1eATEJIbHOCTD
3.1. JIu4HOe /1eNI0 TearoroB U COTPYAHMKOB 0011e00pa30BaTelIbHOI OpraHu3aluy BEICTCS B TCYCHHE BCETO
nepro/ia paboThl KaXIOro Meaarora i COTpyIHHKa B 0011e00pa30BaTelIbHOM OpraHu3aluH.
3.2. [lanpHeiiliee BeIcHUE JIMYHOTO Jielia [eIaroroB U COTPYIHUKOB 00111e00pa30BaTeIbHON OpraHu3anum
HpeyCMaTPUBACT MOMEIICHHUE B JIEJI0 IOKYMEHTOB, 00Pa3yIOIINXCs B Ipoliecce paboyeii AesTeNbHOCTH 1
UMEIOIIUX 3HAYCHHE ISl TPYJOBBIX OTHOILICHUIL:

e  JIONIOJHEHHE K JIUYHOMY JIUCTKY [0 Y4ETy KaJpOB;

e JIOTIOJIHUTENBHbBIC COTJIALICHHS K TPYJJOBOMY JIOTOBOPY;

e  KOIIMH NPHKA30B 10 JUYHOMY COCTaBY, KOTOPBIE KaCAIOTCs TIEJaroroB U COTPYIHHKOB

o011eo0pa3oBaTeNbHOM OpraHu3alumy;

e OT3BIBBI JIOJDKHOCTHBIX JIMII O TIEJIarore U COTPYAHUKE 0011e00pa3oBaTeIbHON OpraHu3allig;

e  KOIHH JIOKYMEHTOB O MOBBIIICHUH KBATH(DUKAIIHY;

e KOIMHU CEPTU(PHKATOB, TPAMOT;

e JIUCT — 3aBEPUTEIIH Jieia (COCTABIISIOT MIPU cadye JMYHOTO JIeNia B apXUB);

e  VHBIC JOKyMEHTHI.
3.3. B mensx obecriedeHust KOHTPOJISE 32 COXPaHHOCTBIO M aKTYalIbHOCTBIO JIMYHBIX JICN B
001eo0pa3oBaTebHOM OpraHu3alny eXeroaHo (He mo3aHee | kBaprana roja, Caeayromero 3a OTYETHBIM)
MPOM3BOIMUTCS MPOBEPKA UX HATMYHUS U COCTOSHUSL.
3.4. ExXeroJiHyr MpOBEPKY COCTOSHHS JIMYHBIX JIeT Ha TIPEIMET COXPAaHHOCTH BKJIFOUSHHBIX B HETO



JOKYMEHTOB IIPOBOJIUT CHELMAIIBHO co3aHHasi kKoMuccus. O MpoBeIEHHBIX IPOBEPKaAX JEIAETCsl OTMETKA B
JIUCTE O pe3yibTaTax €KeroJHON MPOBEPKHU COCTOSTHUS M HAJIMYUS JIMYHOTO Jena (npuioxenue Ne 5) u
COCTaBIIETCS aKT. Pe3yabTaThl MPOBEPKH JTMYHBIX JIe] B 0053aTEIFHOM HOPSIIKE JOBOISATCS 10 JUPEKTOpa
0011e00pa30BaTeNbHOM OpraHnu3alug.

V. llopsinok yuéTa U XpaHeHH JUYHBIX J1eJI eAaroros u corpyaaukos MKOY COLI

Ne§, ocymiecTBisironieii 00pa3zoBaTesibHYIO 1eITeJIbHOCTh

4.1. XpaHeHue U y4eT JIMYHBIX JIe] eIaroTOB U COTPYAHUKOB OPTaHU3aIlMU, OCYIIECTBIISIONEH
00pa3oBaTeNbHYIO ACATEIBHOCTD, OPraHU3YIOTCS C IEJIbI0 OBICTPOTO M 0e30MIMO0YHOTO IOMCKA JIMYHBIX JIeI,
o0ecrieyeHns UX COXPaHHOCTH, a TAKKe 00ecredeHnsl KOH(PHUICHINATBHOCTH CBEICHUH, COePKAIUXCS B
JOKYMEHTaX JIMYHBIX JEJI, OT HECAaHKIIHOHUPOBAHHOTO JIOCTYIIA.

4.2. JlnuHble 1ema COTPYAHUKOB XpaHATCS B celihe 00meo0pa3oBaTeIbHONW OpraHU3allHH.

4.3. TpynoBbIe M MEUIIMHCKNE KHIDKKH XPAHSTCS OTICIBHO B cede.

4.4. JlocTyn K JIMYHBIM JIeJIaM [I€JaroroB U COTPYIHUKOB 00111€00pa30BaTeIbHOM OpraHu3aluid UMEIOT
TOJBKO CEKpPETaph, CICIIUAIKCT M0 Kaapam, TUPEKTOp 001eo0pa3oBaTeIbHON OpraHu3aluy 100
3aMECTUTENH TUPEKTOPA MPU UCTIOTHEHUH 00sS3aHHOCTEH TUPEKTOpa 00111e00pa3oBaTeIbHON OpraHu3aIlHiH.
4.5. Cucremarusanus JUYHbIX J€J1 IEAaroroB U COTPYAHUKOB 00111€00pa30BaTeIbHOI OpraHu3alun
MIPOU3BOIUTCS B aJ(haBUTHOM TOPSI/IKE.

4.6. JIngyHbIe Jiea MeIaroroB U COTPYTHUKOB 00IIe00pa30BaTeIbHOM OpraHH3aI[il, UMEIONTUX
rOCyJapCTBEHHBIC 3BaHUSI, IPEMHH, HArpaJIbl, YACHBIE CTENICHH U 3BAHHS, XPAHATCS TIOCTOSIHHO, & OCTATBHBIX
COTPYIHHUKOB — 75 JIET ¢ TOJ1a yBOJIbLHEHHS paOOTHHUKA (B COOTBETCTBUU C [lepeuneM TUITOBBIX
YIpaBIE€HYECKUX JOKYMEHTOB).

V. HOpﬂI[OK BbIIAYH JUYHBIX €1 BO BDEMCHHO€ ITOJIB30BAHUE

5.1. Beigada nu4HbBIX A€l (OTAEIbHBIX JOKYMEHTOB B COCTABE JIMYHOTO JieJia) BO BPEMEHHOE MOJb30BaHNE
MIPOU3BOJIUTCS C pa3pelleHUs JUPEKTOPa 00IIIe00pa30BaTeILHOM OpraHU3aI|H 110 3asSBJICHUIO COTPYTHHKA
OpraHM3aI|K, OCYIIECTBIIIONEH 00pa30BaTeIbHYIO ICATSIIBHOCTD.

5.2. PaboTa (03HaKOMJICHHE) C JIMYHBIMU JCJIaMH TI€JITaTOTOB U COTPYAHUKOB 0011e00pa3oBaTeIbHOM
OpraHH3aIuy MPOU3BOJINTCS B IPUEMHOM TUpEeKTOpa. B KOHIIe pabouero JAHS ceKpeTaph W CIICIUAIHCT 10
KaJipaM 00s13aHa yOSIUTHCSA B TOM, YTO BCE JIMYHBIC Jiejia, BhIJaHHBIC BO BPEMEHHOE I10JIb30BaHNE,
BO3BPpAICHBI HA MECTO XPAHEHUS U €CTh JIM HEOOXOJMMOCTD JIJIsl IPHHATHS MEP K HX BO3BPAILCHUIO WIIH
PO3BICKY.

5.3. DakT BBIAYH JIMYHOTO JieNia (PUKCHPYETCS B KOHTPOJIBHOM JKYpHAJIE.

5.4. 3psaTHE OTACIBHBIX JJOKYMEHTOB W3 JJMYHOTO JIeJIa MPOU3BOJUTCS C pa3peIICHUs JUPEKTOPA
0011e00pa30BaTeILHON OpraHu3aIuy ¢ 0(OPMIICHHEM COOTBETCTBYIOIICH 3amnuch B rpade «[Ipumedanuer»
BHyTpeHHe# onucH. [Ipu BpeMEHHOM U3BSATHU JOKYMEHTA Ha €r0 MECTO (MEXTy JTMCTaMHU COCETHIX
JOKYMEHTOB) BKJIQ/IBIBACTCS CIIPABKA-3aMECTHTENb C YKa3aHUEM JIaThl ¥ IPHUYUH U3BATHS C TIOITUCHIO JIHIIA,
BBIJIABIICTO JJOKYMEHT, M IOJITUCHIO JIUIIA, TIOJTYYUBIIETO €r0 BO BPEMEHHOE TI0JIhb30BaHHUE.

V. OdopMieHue JUYHBIX /]I Mlepe/ cAavyeil B apXuB
6.1. OdopmiieHHe THYHBIX JEN AJIsl Iepejadi B apXUB IPOU3BOJUTCS CIICIIMAIUCTOM I10 KaJpam
0011e00pa30BaTeNBHON OpraHn3anuy. JTa IpoLeLypa BKIIOYACT:

MOJIIMBKY (MIeperuier) ena;

yTOYHEHHE HyMepalny JIMCTOB JIeTIa;

cocTaBJIeHHe JIMCcTa-3aBepuTens (npuioxeHue Ne 8);

cocrapiieHHe (YTOYHEHHE) BHYTPEHHEH OITHCH;

BHECCHHE YTOYHCHUH B PEKBU3HTHI JIUIEBOI OOJIOKKH JIena.
6.2. JIucr-3aBepuTeINb Jieia J0DKEH MOANKNCATh €ro COCTABUTEIIb, TIPH STOM JIelIaeTcs paciInpoBKa
JOJDKHOCTH ¥ TIOJIIIMCH, IIPOCTABIISIETCs lata. B mporiecce MCIoIb30BaHMs apXUBHBIX JTIOKYMEHTOB B JIHCTE-
3aBepHUTEIIe JIETAI0TCS COOTBETCTBYIOIINE OTMETKH. Ecin J1e10 moAmmTo 6e3 IMcTa-3aBepuTelis, TO ero
CJIeyeT HaKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKH JIeNa.
6.3. C nenbro obecrieyeH s COXpaHHOCTH JIMUHBIX JIe]T PEKOMEHTyeTCs:



e 00BEIMHATH MHIUBHUAyaTbHbIC JTUYHBIC JI€7Ia YBOJICHHBIX COTPYIHUKOB B OJHY 00JI0KKY (00BeTMHEHHOE
JIEJI0) C TAKUM pacdyeToM, yToObl 00beM aena (Toma) He npesbiiai 250 JIUCTOB (ITyTeM CIIMBKU
MaTepHUaIOB UHIUBUYAIbHBIX JIEN 110 TOAAM YBOJIbHEHUS);

e pacroJyiaraThb MaTepHajbl HHIUBUAYAJIbHBIX J€J B Ipesenax aena (Toma) B aaBUTHOM MOPSIKE
(HO(baMI/IJIbHO), OTACIIAA MAaTCpHAJIbl, OTHOCAIIHUECA K Pa3HbIM MHAWBUAYAJIbHBIM ACJIaM, YUCTBIM JIMCTOM
6YMaI‘I/I C YKa3aHUECM Ha HEM (i)aMI/IJH/II/I, HMCHHU U OTUCCTBA COOTBETCTBYIOIICTO YBOJICHHOTO II€Aarora u
COTpyIHMKA 00111€00pa30BaTEIHLHON OpPraHu3aInu;

e CHaOXaTh KAXJI0€ 00BSTUHEHHOE JIeI0 (TOM) BHYTPEHHEH OIMHUCKIO C TIEpEeUYHCIICHUEM (paMIIINi, IMECH U
OTYCCTB U YKAa3aHUCM HOMCPOB CTPaHHL, B IIPEACTIaAX KOTOPHIX PACIIOJIOKCHBI COOTBCTCTBYIOIIMEC
JIOKYMEHTBI.

64 Hepe)laqa JIMYHBIX OS] B apXUB OCYHICCTBJIACTCA HC IMMO3JHCC TPECX JICT ITOCJIC 3aBCPHICHUS UX B
JIETIOTIPOU3BOICTBE B COOTBETCTBHH ¢ rpadurom. [IpenBapuTeibHO cekpeTapeM, CIENUAIICTOM IO Kaapam
IMPOBEPACTCA MOJIHOTA U MMPABUIIBHOCTH NOATOTOBKHU JIMYHBIX JCII K IEpCaadc. BrigasienHrie IpU MMPOBEPKE
HE/IOCTATKU YCTPAHSIOTCS CEKpeTapeM, CIelnaIncToM 1o Kaapam. [lepenada u npreM npou3BOISTCS MO
OIINCHU C HpOCTaHOBKOﬁ OTMETOK O HAJIMYUU JINYHBIX OCII.

6.5. JInuHble ena mearoroB ¥ COTPYAHNKOB 0011e00pa30BaTeIbHON OpraHn3allui, 3aKOHUECHHBIE
nenonpou3BocTBOM 10 1 ssuBapst 2003 roxaa, xpansrtces 75 net, nmocne 1 suBaps 2003 roga — 50 ner. JIuunbie
JieNia TMPEKTopa, rIIaBHOTO OyxranTepa o01ieo0pa3oBaTebHON OpraHU3alii UMEIOT TIOCTOSTHHBIN CPOK
XpaHEHUs.

VIIl. OTBeTCTBEHHOCTH
7.1. Tlenaroru u coTpyaHUKHU 001I€00pa30BaTEIbHON OpraHU3aii 00s13aHbl CBOEBPEMEHHO IIPECTABIISTD
CEKpeTaplo WIN CIEHUATNCTY 10 KaJpaM CBEJICHHs 00 U3MEHEHUH B IEPCOHAIBHBIX JaHHBIX, BKIIOUEHHBIX B
COCTaB JIMYHOTO JIeNa.
7.2. PaboTonarenb 00eCIIeYnBacT:

e  COXPAaHHOCTB JIMYHBIX JIE] [I€AAroroB U COTPYIHUKOB 00111€00pa30BaTeIbHON OpraHU3ally;

e  KOH(UAECHIHUAIBLHOCTh CBEJICHUH, COAEPIKAIIMXCS B JIMUHBIX JieJIaX IearoroB U COTPYAHUKOB.

VIII. IIpaBa padoTonaressi 1 padOTHUKA
8.1. Jlnst oOecrieueHus 3alMThI IEPCOHATBHBIX TJAHHBIX, KOTOPBIC XPAHATCS B JIMYHBIX JeJIaX Mearoros u
COTPYJIHHKOB 00I1Ic00pa30BaTeIbHON OpraHU3all|H, ITeJaroru ¥ COTPYAHUKH 00Ie00pa3oBaTeIbHOMN
OpraHM3aI[ii HMEIOT MTPABO:
e  IOJYYHTH MOJHYIO HHPOPMAIIHIO O CBOMX ITEPCOHAIBHBIX JAHHBIX U 00pa0OTKE 3TUX JTaHHBIX;
e IOJYYHTh CBOOOJIHBINA JOCTYIT K CBOUM IEPCOHAIBHBIM JIAHHBIM;
e IOJYYHUTh KOIMU JOKYMEHTOB, XPaHSIIUECS B JITYHOM JICJIC ¥ COJICPIKAIINE ITEPCOHAIBHBIC IaHHbBIC.
e TpeOOBATh MCKIIOYCHHS MM UCIIPABICHHS HEBEPHBIX M HEIIOJIHBIX IIEPCOHAIBHBIX JaHHBIX.
8.2. PaboToaTens KMEET MpaBo:
e 00pabaThIBaTh MEPCOHALHBIC JJAHHBIC TICIarOTOB M COTPYAHUKOB 00I111e00pa30BaTEIbHOM OpraHN3alliuy, B
TOM YHCJIC U Ha 3JICKTPOHHBIX HOCHTEIAX;
e 3aMpPOCHUTH OT MEJATOTOB U COTPYTHUKOB 00IIC00pa30BATEILHON OpraHU3aluy BCIO HEOOXOJUMYIO
HH(OPMALIHIO TS BEICHUS JIMYHBIX Je] U 00paOOTKH MEPCOHATBHBIX JaHHBIX.

IX. 3akiounTe/IbHBbIE MOJ0KEHUS

9.1. Hacrosiiee [lonoorcenue o nopsaoke gedenus Muunbx 0el paboOmHUKOS SIBISETCS JJOKAIbHBIM
HOPMAaTUBHBIM aKTOM, IpuHUMaeTcs Ha [legarornaeckom coBeTe MIKOJIBI U yTBEpKIaeTcs (TMO0 BBOAUTCS B
JeMCTBHE) MPUKA30M JAUPEKTOPA OPTaHU3AIMH, OCYIIECTBISIONIEH 00pa30BaTeIbHYIO AESITENbHOCTD.

9.2. Bce u3meHeHHs U JOTIOJIHEHU S, BHOCUMBIE B HacTosiee [lonoxenue, opopmiisatoTcs B MUCbMEHHOM
(dbopMe B COOTBETCTBUU JICHCTBYIOIINM 3aKOHOAaTeIbCTBOM Poccuiickoit deneparuu.

9.3. TlonoxeHue 0 MOPSAKE BEACHUS JIMUHBIX T paOOTHUKOB 00pa30BaTeNbHOM OpraHu3allui MPUHUMAETCS
Ha HeompeaeneHHbIN cpok. 3meHeHus u nononaHeHus K [lonokeHnio npuHUMAaloTCs B MOPSAKE,
npeaycMoTpeHHoM 11.9.1. Hacrosuiero [Honoxenust.

9.4. Tlocne npunsTus [lonoxenust (MM U3MEHEHU U JOTIOJHEHUH OTACNbHBIX TyHKTOB U Pa3/IeJiOB) B HOBOM
peaKuuy NpeablIyias peaakiins aBTOMaTHYECKU YTPAuUBaET CUITY.
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