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ITPUHAT YTBEPKIEHO |
TIPOTOKOJ 3aceaHus IMpukazom 110 |
NENarorH4eckoro CoBeTa

or 26.01.2021r. Ne 8 or 01.02.2021r.

HOJ’IO}RCHHG 0 BEACHHUH JIMYHBIX e COTPYAHHKOB IIKO0JIbI

1. O0mue moJIo:KeHusA

1.1.  Hacrosmee Ilonoocenue o nopsoke — 8edeHus  auuHelx ~ Oen
PpabomHuKoe OpraHu3alMy, —OCYLIECTBIISIOMmEH 00pa3oBaTeNbHYI0 OEesATENBHOCTS,
pazpaboTaHo B COOTBETCTBHH C DenepansHbiM 3akoHOM Ne 273-®3 ot 29.12.2012 «O6
obpazoBanun B Poccuiickoii Qenepaliu» B pemakuuu oT 1 ceHTa6ps 2020 rona,
@enepalbHEIM 3aK0HOM 0T 27.07.2006 Ne 152 «O NIEPCOHANBHEBIX JAHHBIX)» B PENAKIIAN
oT 24 ampens 2020 roga, Ilpukazom @eNepanbHOTO apXWBHOTO areHTCTBA OT 23
nexabps 2009 roma N 76 «O6 YTBEPXKIACHUH METOAUYECKHX pPeKOMEeHNAIHH 1o
pa3paboTke WHCTPYKIMH MO ACIIONIPOU3BOJICTBY B  (eflepalbHEIX  OpraHax
HCTIOJIHUTENbHOH BacTh», Ykasom I[Ipesumenta or 30.05.2005 Ne 609 «OG
yTBepXKIeHHN [IomoXeHHs O MepCOHANBHEIX IaHHBIX FOCYZIapCTBEHHOI'O CITYKAaILlero
Poccuiickoii @eJiepallii U BeJIEHUH €T0 JIMYHOTO Jeliay» B penakmuu ot 23 uross 2019
roga, TpynoseiMm Komexcom Poccuiickoii Denepanun, KolnekTUBHEIM JIOTOBOPOM,
YcTaBoM opraHU3aluy, OCYLIECTRISIONMEH 00pazoBaTebHYIO eI TeIEHOCTS.

1.2. Tarnoe [Tonoxeuwne ONpe/IC/IACT NOPANOK BEICHHS JIMYHEIX el [ledaroros
¥ MHBIX COTPYJHHWKOB H PabOTHHMKOB HIKOJIBI, ONpEAENAET TIOPSHOK dbopmupoBaH¥s,
Y4€Ta H XpaHCHWs, BbIJa4YM JIHYHBIX JIedl BO BPEMEHHOE IIOJh30BAHHME, a TaKkKe
OTBETCTBEHHOCTS, IIpaBa pabOTHHKOB H JUPEKTOpa 06pa3oBaTe bHOMN OpraHU3aIluy.

1.3. Hacrosmee Ilonoxenme yTBepixmaercs IIPUKa30M IO IIKOJE M SABILETCS
00s13aTeBHBIM IS BCEX KaTeTOPHiA IeIarorMueckux 1 JIPYTHX COTPYIHUKOB IIIKOJIBL.

1.4. Benenve mu4HBIX Aen menaroros u COTPYAHHKOB IIKONBI BO3JIAraeTrcs Ha
CHCHHATACTA II0 NEPCOHANy OpraHM3alllM, OCYIIECTBIMIOWEN 06pa30BaTEIbHYIO
JEATEIHBHOCTb.

1.5. Jlnunoe nemo — 0CHOBHOM TOKYMeEHT IIEPCOHATIBHOIO y4YeTa, COAepKalyii
HanboJiee TONHEIE CBENEHHS O pPaGOTHHKE 00pa3oBaTeNbHON OpraHMW3alUK H €ro
TPYHNOBOM [IeATEeNHOCTH. B JHMYHOE [efo BHOCSTCS CBEJIEHHs, CBA3aHHEIE C
IIOCTYIUICHHEM Ha paboTy U yBOJIbHEHHUEM.

1.6. Cenenus, comepxaniuecs B IMUHOM felle, OTHOCSTCS K KOHOQHIEHIIAaTBHON
MH(OPMaIliK, HMEIOT OTrpaHUYEHHEIH AOCTYI ¥ pasriIallleHUIO He TIO/IeKaT.

1.7. JImaHO€E meno BeneTcs B TeYeHHE BCero nmeproaa paboTel paboTHUKA.



1.8. BeleHue HECKONBKUX JHYHBIX €T OJHOTO paboTHHKA 00pa3oBaTeNhHOM
OpraHU3alUN He OMYCKAETCH.

2. Ilopsinok opMUpOBAHUS JIUYHBIX 1€ COTPYIHUKOB

2.1. ®opmupoBaHHME  JHYHOTO Jella [eJaroroB H  COTPYIHHKOB
00mieobpa3oBaTenbHOM OPTaHU3alH IIPOU3BOIHTCA HEMOCPEACTBEHHO [10CIIE TIPHEMa
B 0011€00pazoBaTelbHy 0 OPraHU3aIMI0 HITH EPEBO/A MENaroroB U COTPYAHUKOB U3
Ipyro o0pa3oBaTelIbHOH OpPTaHU3aIHH.

2.2 IIpu nmocrymiienun Ha paboTy COTPYIHHK MPENOCTABIISET:

- 3asBJICHUE O IpUeMe Ha paboTy;

- MaCIOPT MM MHOM JOKYMEHT, YAOCTOBEPSIONIHH INIHOCTE;

- TPYHOBYIO KHIKKY H (MIIH) CBEICHUS O TPYAOBOM IEATEIFHOCTH, 38 HCKITFOUEHHEM
CITy4JaeB, KOrja TPyAOBOM JOTOBOP 3aKIF0YAETCS BIEPBbIC HITH paOOTHHUK ITOCTYIIACT
Ha pabOTy Ha YCIOBUSX COBMECTUTEIHCTRA;

-IIOKyMEHT, KOTOPEIA ITOATBEPKAAET PETUCTPAIMIO B CHCTEME HHIUBUIYAILHOTO
IePCOHU(DUIMPOBAHHOTO y4€eTa, B TOM YHCIIE B (hOpME 3JCKTPOHHOIO JOKYMEHTA,
100 CTPAXOBOE CBUAETENHCTBO TOCYAAPCTBEHHOTO IEHCHOHHOTO CTPaXOBAHMS, 3a
UCKIIFOYEHHUEM CITy4aeB, KOTa TPYAOBOH TOTOBOP 3aKITI0OYAETCS BIICPBEIC,

- UACHTU(DUKAITMOHHEIN HOMEp HaJIOTOIIATE IbIHKA;

- JOKYMEHTHI BOWHCKOI'O y4eTa - JUI1 BOGHHOOOS3aHHEBIX H JIHIT, TTOIeKAIHAX
IIPpU3EIBY Ha BOCHHYIO CITYKOY;

- IOKyMEHT 00 00pa3zoBaHUH, 0 KBATU(DUKAIUY UIH HATHYHH CIICIHATbHBIX 3HAHUI -
IIPY IIOCTYIUIEHHH Ha paboTy, TpeOyIOIIy o CrIeUalibHBIX 3HAHUMN MK CIICIHAILHOM
[IOATOTOBKY;

- TOKYMEHTEI O TOBBIIICHUN KBATHU(DHUKAIMH, CBUAETEILCTBA, YIOCTOBEPEHHS,
cepTU(HUKATEL,

- MEIHUIIMHCKOE 3aKIIF0YEHUE 00 OTCYTCTBHH MPOTHBOIIOKA3aHUI 110
COCTOSIHMIO 3[I0POBbA IJIA pabOTEI B 00pa3oBaTenbHOM yupekaeHud (ctT. 69 TK PD);

- CIIPaBKY O HAJIM4YKHU (OTCYTCTBHH) CYJUMOCTH U (M) (hakTa yTOJIOBHOTO
TIPECIeI0OBaHMs TUO0 0 IPEKpaIIeHUH YTOJIOBHOTO [IPECIIEI0BaHMS 110
peabumtupyromuM ocHoBaHusAM (cT.65 TK P®D)

2.2. B coOTBETCTBHN C HOPMATUBHBIMU JOKYMCHTAMH B JINUHBIE [ella [I€ar0roB
W COTPYAHHKOB OpraHH3allMM, OCYILECTBISIOMEH 00pasoBaTenbHYIO HEATEIBHOCTD,
BKJI4(bIBAIOTCS CICAYIOMUE JOKYMEHTEI:

g negarorudeckux pabOTHUKOB:

o 3asgBJIEHHE O IIpHeMe Ha paboTy;

° CHpaBKa 0 HAJIMYUH (OTCYTCTBUH) CYIUMOCTH H (HIH) (DaKTa yroJlIOBHOTO
TIPECIIEIOBAHNS, BEITAHHOTO COOTBETCTBYIOMIUM OPTaHOM TIPaBOITOPSIKA;

o KOITMH TOKYMEHTOB 00 00pa30BaHuH;



. KOIIHH JTOKYMEHTOB O KBATH(DUKAUNH WM HATHYHRE CTEHALHEIX 3HAHUIM
(mpu HaIMUUN);

. KOIIMH aTTECTAUMOHHBIX JIACTOB (P HATHYNY);

o KOIMH JJOKYMEHTOB O HarpamacHuH (TIPY HAIUYUK);

s XapaKTCPHCTHKH, PEKOMEHAATEIbHbIC IIMChMA (IIPU HATHYKHN)

o KOITHH JOKYMEHTOB O IOBBIIICHUH KBATH(HKAIINH, [IEPEIOATOTOBKHY,

. IIPHKA3 0 IpHeMe Ha paboTy;

. IIPHKa3 O [IEPEBOME Ha HHYIO I0JDKHOCTE (TIPH HAIHYHH);

. JOJDKHOCTHAS HMHCTPYKLHS (HOJDKHOCTHBIE HHCTPYKIIMHM C MOMEHTA
HA3HAYEHHUS Ha BCE JODKHOCTH);

. TPYJAOBOI JOTrOBOP (C MOCHEAVIONIMM BKIOYCHHEM JOTOJHUTEILHBIX
COIVIAIIEHUH K TPYZIOBOMY JTOT'OBOPY);

. JIOTOBOP O MaTE€PHAIIEHON OTBETCTBEHHOCTH (IIPH HEOOXOIUMOCTH).

Jns paGOTHHKOB (KpOMe IeIaroruueckux paboTHHKOB):

. 3asBJIEHHUE O IpueMe Ha padoTy;

. CTpaBKa O HANMYHH (OTCYTCTBHH) CYIMMOCTH M (WiH) (pakTa yroIoBHOTO
IPECIeI0BaHNA, BEIIAHHOIO COOTBETCTBYIONIHM OPTaHOM TIPABOIIOPSIKA;

o KOIIMH JOKYMEHTOB 00 oOpa3oBanuu (IIpu HEOOXOAUMOCTH);

o KOITHH JOKYMEHTOB O HarpakaeHuu (IpH HaJIUIHH );

. XapaKTePUCTHKH, PEKOMEHIATEIbHbIE TUCHEMA (TTPH HATHYHH);

. [IpHKa3 0 IpHeme Ha padory;

o IIpHKa3 O NEPEBOJE Ha UHYIO JIOJDKHOCTG (TIPH HAJIHYHH);

o JIOIDKHOCTHAs HMHCTPYKIHS (IOJDKHOCTHBIC MHCTPYKIIMM C MOMEHTA
Ha3HAYEHWUs Ha BCE IOJDKHOCTH);

. TPYZOBOH JOroBOp (C HOCHEIYIONIMM BKIFOUCHHEM IOTONHHTEILHEIX
COMIALICHUH K TPYIOBOMY ZOTOBOPY);

. JOTOBOP O MaTEPHATLHOW OTBETCTBEHHOCTH (IIPH HEOOXOTUMOCTH);

. TPYZAOBYIO KHHUIKKY;

s MEIUIHMHCKYIO KHIKKY.

2.3.PaboTonarenb 0hOpMIISIET:
TPYZOBOH JIOTOBOP B JIBYX 3K3EMILISIPax;

- IpYKa3 O IpreMe Ha padoTy (0 IepeMeneH|H Ha APYTHES TODKHOCTH);

. IAYHYIO KapTouky Ne T-2;

o JOIDKHOCTHYIO HHCTPYKLIMIO B IBYX 3K3EMIUIIpaXx.

2.4 .PaboTtomaTens 3HAKOMUT:

° C  HOPMAaTHBHO-NPAaBOBBIMHM  NOKYMEHTaMH KOsl  (YcTaBowm,
KomnexTuBHBIM OrOBOpOM, [IpaBuimaMu TPyIOBOTO PACTIOPSIKA U JIP. JIOKATBHBIMH
aKTamu);

. C MOIDKHOCTHOM MHCTPYKITUCH;

. IPOBOAUT BBOAHBIM WHCTPYKTa)K, HHCTPYKTAX TII0 OXpaHe Tpy/a,

HHCTPYKTax I10 HpOTHBOHO}KapH()ﬁ 0€30M1acHOCTH.



2.5. llepeuynoe oopmIIeHHE TUYHOTO JeNa IPEayCMaTpUBAET:

. MPOCTaBICHUE Ha OOJIOKKE JHYHOTO JeNa CIACAVIOMMX PEKBU3UTOB:
MHJEKC Jiena (B COOTBETCTBHM C HOMEHKIATYpPO#l Jjen o00meo6pazoBaTenbHOM
OpraHu3alyy; IOJTHOC HAUMEHOBAHHE 00MIE00pPa30OBATENIBHON OPraHU3AlNK; HOMED;
(aMusas HMs 0TIECTBO PabOTHHKA B MIMEHUTEIBHOM MAEKe; NaTh — [ HAYAIA ¥ O]l
OKOHYAHUS BEACHHs [efId; KOITHIECTBO JINCTOB; CPOK XpaHEHHS;

2.6. JICTBI TOKYMEHTOB, TIOMEMICHHBIX B JINYHOE JEJI0, TIOUIEKAT HYMEPAITHH.

2.7. C nenpro obecrneyeHys HamICKamei COXPaHHOCTH JIMYHOI'O AejIa ISIaroros
H COTPYAHHKOB 0011c00pa3oBaTebHON OpraHu3alui i ya1o6cTea B 00PAIeHUH ¢ HUM
pH GOPMHUPOBAHMHK JOKYMEHTHI IIOMEIIAIOTCS B OTAENbHYIO NanKy. IIpH yBOTEHEHAH
pabOTHHKA MPOMMBAIOTCS. HUTKAMU U CIAKOTCS B ApXHB.

2.7. BHyTpeHHSISI ONMCH DOKYMEHTOB, HMEIOLIMXCS B JIUYHOM JENE, JOUKHA
COZIEpXKATh CBENCHUSA O MOPANKOBBIX HOMEpPAX, HAMMEHOBAHHAX MOKYMEHTOB JIelia,
KOJTMYECTBE JINCTOB, 1aTaX BKIFOYEHUsI JOKYMEHTOB B JIMUHOE JIEN0 U U3BATHL U3 Je]1a,
a TAK)Ke KEM M3BAT JOKYMEHT U 10 KaKOW TIPHYNHE.

2.8. IIpu moAroToBKE TMYHBIX €T K IIepeiaue Ha XpaHeHHe K BHYTPEHHEH omucy
COCTaBJISIETCSL MTOTOBAs 3allHCh, B KOTOPOH YKa3bIBaeTCs HH(PpPaMH ¥ IIPOIHCHIO
KOTHIECTBO BKIIFOYEHHEIX B HEE TOKYMEHTOB H KOJHYECTBO JIUCTOB JENA.

3. ITopsimox BeJIeHUA JUYHBIX COTPYAHUKOB OpraHM3anmy,
OCYyIIeCTBAAIOIeH 00pa3oBaTEIBLHYIO eI TENLHOCTE

3.1. JImyHoe [eN0 TMENaroroB M COTPYAHHUKOB 00meo6pa3oBaTelbHOM
OpraHM3alMd BENCTCS B TEYEHHE BCETO IMepHoja padoThl KaKOOTO Ienarora u
COTpyIHHKA B 00I11€00pa30BaTENBHON OPraHH3aI[iHH,

3.2. [lanbHetdimee BeNEHHE IMYHOTO [ena IIEJarOrOB M COTPYAHHKOB
00meobpasoBaTenbHON  OpraHM3alMH  [PEAYCMATPUBAET TMOMEMEHHE B  IENI0
TOKYMEHTOB, 0OpasyIomHMXCS B IMpolecce pabouel NeATENIbHOCTH H HMEIOIHX
3HAYEHHE JIIS TPYIOBBIX OTHOIIEHUH:

Jra meparornyeckux paboTHUKOB:

. TOTIOMHUTENBHBIE COTJIAEHUA K TPYAOBOMY JOTOBOPY;

. KOIIMH IIPUKA30B I10 JITHYHOMY COCTABY;

. OT3bIBBI JOJDKHOCTHEIX JIHII O [T€arore |

. KOITHH JIOKYMEHTOB O ITOBBIIICHUH KBATU(PHKAIINH, [IEPENOATOTOBKE;
. KOIIMH CepTH(HUKATOB, TPAMOT;

. KOIIMH aTTeCTAMOHHBIX JIHCTOB;

. pelIcHEe BpadyeOHOM KOMHCCHH,

. HHBIE TOKYMEHTEL.

st pabOTHHKOB (KpOMeE Ne1aroTHIeCKUX pabOTHHKOB):

° ACIIOJIHHTENBEHEBIC COTTIAIICHHSA K TPYI10BOMY JOTOBOPY.



° KOIIMH NIPUKAa30B II0 JIHYHOMY COCTaBY,

. KOIIHH JIOKYMEHTOB O IOBBIIIEHHH KBATM(DUKAIINH, TEPETTOATOTOBKe (TIPH
HEOOXOIUMOCTH);

o KOTTMH aTTECTAIMOHHBIX JIHCTOB (IIPH HEOOXOTUMOCTH);

. pelieHue BpadyeOHOH KOMUCCHH;

o HHBIC TOKYMEHTEHI.

4. Iopsiok y4éra M XpaHCHHs] JUYHBIX /€] NeJaroroB M COTPYIHHKOB
OpraHH3alHH, 0CYUIeCTBIAIIIECH 00pa30BaTeIbHYIO AeATeILHOCTE

4.1. XpaHeHHe W yueT NUUHBIX Jel MEIaroroB W COTPYAHHKOB OpraHU3aINi,
OCYIIECTBIISAONIEH 00pa30BaTENbHYIO AeATEIEHOCTD, OPTAHU3YIOTCS € [ENBI0 OBICTPOro
1 0e30mub0oYHOro MOMCKA THYHEIX Jell, 00ECICUeHUs MX COXPAHHOCTH, a TaKKe
obecreyenys KOH(QUIEHIMATBHOCTH CBEACHIH, CONEPIKAIIMKCS B JOKYMEHTAX JIMUHbIX
J€J1, OT HECAaHKITHOHUPOBAHHOTO JIOCTYIIA.

4.2, Jlu4yeple [enma  COTPYAHMKOB XpaHATCS B mKady C  KIHOYOM
06meoOpa3oBaTeNbHON OpraHU3aIlHH.

4.3. TpynoBble KHMPKKH XpaHATCSA OTACIBHO B celide.

4.4. Jloctyn K nMYHEBIM JeIaM IIEar0roB H COTPYIHUKOB 0011e06pa3oBaTe/lbHOM
OpraHu3aliyd HMMEKT TONBKO CeKpeTaph (ACIOMPOM3BOAMTENE), CIEHHMAINACT II0
NEPCOHATY, IHUPEKTOp 00meoOpa3oBaTenpbHON OpraHu3aud  aHd0 3aMECTHTEIH
JUPEKTOpa NPH WCIONHCHMH O00A3aHHOCTEH JAupexTopa o0meoOpa3oBaTebHOI
OpTraHM3alIliH,

4.5. CucremaTH3anus  IHYHBIX  J€J  TEJaroroB W COTPYIHHKOB
00meobpa3oBaTeIbHON OpPTraHM3alMK TIPOM3BOANTCS II0 HANpaBICHHAM OCHOBHOH
TPYAOBOH JEATENBHOCTH U B alaBUTHOM IOPSIIKE.

4.6. Jluuwele Jjena TEJArOTOB M COTPYMHHMKOB  0O0IE00pa3oBaTeILHON
OpTaHM3alliH, MMEMIIMX T[OCYJAPCTBCHHBIC 3BaHW, NPEMHH, HArpaibl, yYEHBIE
CTETIEHN U 3BaHHS, XPAHATCS IIOCTOSHHO.

> HOPH,IEOK BbIAaY¥ JJHYHLIX JieJI BO BpeMeHHO¢C MOJb30BaHue

5.1. Brinaua muuHEIX fen (OTAENBHBIX JOKYMEHTOB B COCTABE JIMYHOTO JIeNa) BO
BPEMEHHOE [I0JIB30BAHNE TIPOM3BOIUTCS v pasperneHus OUPEKTOPA
001meo0pazoBaTeNnbHON OpraHU3alil 110 3asBICHHIO COTPYIHHKA OpTaHU3aI[UH,
OCYILECCTBILIIOMIEH 00pa30BaTENHHYIO ACSITEIILHOCTD.

5.2. Pabora (0o3HaKOMJIEHHE) C JIMYHBIMH JIETaMH TENaroroB W COTPYIHHUKOB
00meo0pazoBaTebHON OpTraHU3aiy IPOU3BOAUTCS B IPHEMHOM qupekTopa. B KoHie
pabouero IHSA cekperapb (IEJIONPOM3BOAMUTENL) WMIH CICHUATUCT IO IEePCOHANY
oOs3aHa ybenuTecs B TOM, YTO BCe IIMYHBIC Jeja, BBITAHHBEIE BO BPEMEHHOE
[I0JIB30BAHKME, BO3BpAIECHbl Ha MECTO XPAaHEHHUS M €CTh JM HEOOXOAWMOCTH [T
TIPUHSITHST MEP K UX BO3BPAIICHUIO HITH PO3BICKY.



5.3. H3pATHE OTHENBHBIX MOKYMEHTOB W3 JHYHOIO Jellda TPOH3BOIUTCS C
paspemieHuss JaupekTopa o0meoO0pa3oBaTeNbHOM oOpraHu3allid ¢ o(QopMICHHEM
cooTBeTCTBYIOIIEH 3amuck B rpade «lIpumeuanue» BHYyTpeHHEH omuch. Ilpm
BPEMCHHOM HM3BATHM JOKYMEHTa Ha €ro Mecto (MeKIy JHCTaMH COCEIHUX
JOKYMEHTOB) BKJIQ/IBIBACTCSl CIPaBKa-3aMECTUTENb C YKa3aHWeM AaTbl W NPHYHH
U3BATHS C MOOIUCHIO JIUI[A, BRIAABIIEIO JOKYMEHT, M IIOAIUCHIO JIKLA, [IOIYUHBIIETO
€T0 BO BPEMEHHOE NIOTH30BAHHE.

6. OdopmieHHe THYHBIX J€JI Neped ¢Aa4yell B apXuB

6.1. Odopmienne JHYHBIX [AET IS Tepefad B apXUB MPOU3BOIAUTCS
CIICIIHAIMCTOM TIO TIepcoHany 00meo0pasoBaTenbHON OpraHu3anuy. OTa IpolLeaypa
BKITIOYAET:

. MOAIIUBKY (TICpEIIeT) ea;

. YTOYHEHWE HyMCPAIlUH JINCTOB JIENa;

. cocTasicHue (YTOYHEHUE ) BHYTPEHHEH OITHCH;

. BHECEHHE YTOYHEHUH B PEKBU3UTHI TUIEBOIH 00II0KKY IeTa.

6.2. Jlucr-3aBeputens Aena JO/DKEH HOONHCATh €0 COCTaBUTENb, MPU 3TOM
nenaeTcss pacurmdpoBKa JODKHOCTH M IOANMCH, IpOocTaBisercs jgara. B mpormecce
UCITONB30BAHMS ~ APXWBHBIX  JOKYMEHTOB B JIMCTE-3aBEPUTENIC  JIENAIOTCS
COOTBETCTBYIOIIME OTMETKH. Eciam Aeno moAmuTo Oe3 JMCTa-3aBEpUTEN, TO €ro
CIIEIyeT HAKJIECUTEH Ha BHYTPEHHIOIO CTOPOHY OOJI0XKKH [,

6.3. C 1m1enpro 00eCcredeHUs COXPAHHOCTH JIMYHBIX Al PEKOMEHYETCSL:

. 00BEIUHATD UHAUBHAYAIbHBIC JTHYHEIE Jella YBOJCHHBIX COTPYAHHUKOB B
oJHYy 06NI0KKY (06BeAHHEHHOE ACII0) C TAKUM pacueToM, 4TOOBI 00beM fena (ToMa) He
mpesbrman 250 mucToB (IyTEM CITHBKH MaTepUaloB WHAMBHUAYAIBHBIX JEJl IO TOJaM
YBOJILHEHMUS);

. pacrosiarath MaTepHalbl HHAXBHIYAIBHBIX Je7 B Ipeenax aena (TomMa) B
anaBuTHOM TOpsIIKe (MO(aMUIBHO), OTAENsAsS MaTepranbl, OTHOCAIIHUECS K PasHBIM
MHIHBHIYaIbHBIM JeNaM, YHCTBIM JUCTOM OyMaru ¢ ykazaHWEM Ha HEM (aMuiuy,
HMCHM ¥ OTYECTBA COOTBETCTBYIOLIErO YBOJEHHOTO IMeJarora M COTPYIHMKA
00111e00pa3oBaTeIbHON OpraHu3alliiy;

o CHaOXATh Kakaoe OOBEIUHEHHOE MAel0o (TOM) BHYTPCHHEH OIHCHIO €
nepeyrcIcHreM (haMuIni, IMEH U OTHECTB U YKa3aHUEeM HOMEPOB CTPaHHLI, B IIpEaeIax
KOTOPBIX PACIIONIOKEHB! COOTBETCTBYIOIIME TOKYMEHTHIL.

6.4. Tlepenaya TUUHEBIX e B apXUB OCYIIECTBIIACTCA HE O3AHEE TPEX JIET I1OCTE
3aBepIIeHns UX B JEIOIPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukoM. IIpensapurensso
CeKpeTapeM, CICHUATHCTOM MO KaJapaM IpOBEPsSeTCs IIONHOTA H IPABUILHOCTH
MOATOTOBKY JIMYHBIX €N K Teperade. BBIABICHHBIC MPH IIPOBEPKE HEIOCTATKH
YCTPaHSAIOTCS CEeKpeTapeM, CIIeNHalHMCcTOM 1o ImepcoHamy. Ilepemada u  mpuem
IPOU3BOJIATCS TI0 OMHUCH C POCTAaHOBKOH OTMETOK O HAIHYUH JTHYHBIX JEL.



6.5. JlmuHple [enma TENaroroB M COTPYJAHHUKOB 00meoOpa3oBaTeNbHOM
OpTaHU3alii, 3aK0HUSHHBIE Aenonponu3BoacTBOM 10 1 ausaps 2003 roxa, xpanarca 75
nert, nocye 1 aaBaps 2003 roga — 50 ner.

7. OTBeTCTBEHHOCTH

7.1. Tleparora u COTPYAHHKM 00mIc00pa30BaTEIbHON OpraHM3anuu 00sS3aHBI
CBOCBPEMCHHO IIPEJCTARIATE CEKPETAPIO (ACIOMPOU3BOIHTEI0) WIH CHEHATICTY 10
MMEPCOHANY CBEACHUS 00 M3MEHEHHH B ITEPCOHAIBHBIX JAHHBIX, BKIIOUEHHEBIX B COCTAB
JTUYHOTO JeTa.

7.2. PaboTonarens obecrieduBaeT:

e COXPaHHOCTh TUYHBIX aen IE1aroroB u COTPYAHHKOB
00meo0pa3oBaTeIbHON OpraHU3allHH,

. KOH(QHUACHIIMATHHOCTh CBEICHHH, COAEPKAIIMXCA B JHYHBIX JETax
IIEIarOTOB M COTPY/IHUKOB.

8. IIpapa patoromatend U pabOTHHKA

8.1. JIns obecricueHmsl 3amuThl NEPCOHAIBHBIX JHAHHBIX, KOTOPBIC XPaHATCSI B
JAWYHBIX [eaX IMEeIaroroB W COTPYAHHMKOB 00IIeoOpa3soBaTEIbHOW OpraHu3alii,
[eIaroT | COTPYAHUKH 001me00pa30oBaTeIbHON OPraHU3alluK UMEIOT [IPaBo:

. TOMYYUTh TOJHYH0 HH(OPMALHI0 O CBOMX IIEPCOHAIBHBIX TaHHBIX H
00paboTKe ITUX NAHHBIX;

. TIOJIVYUTE CBOOOIHBIM JOCTYII K CBOMM I[IEPCOHANBHBIM JIAHHEIM,

. TOTYYHTH KOIUU JTOKYMEHTOB, XPaHAIIHECH B ITHYHOM JICIIE H COACpIKaIne

NepCcOHANbHBIC TaHHBIE.

. TpeOOBaTh WCKITIOYCHHS WM HCIPABICHUS HEBEPHBIX M HENOJHBIX
MePCOHATBHBIX TaHHBIX.

8.2. PaboTomarens HMeeT IpaBo:

. oOpabaTeiBaTh TIEpCOHAJLHBIE [AaHHBIE TMEAaroroB M COTPYJAHHKOB
ob1eoOpa3oBaTeIbHON OpraHU3aliy, B TOM YHUCIIE U Ha 3JIEKTPOHHBIX HOCHTEIIAX;
. 3aIlPOCHTH OT IIEJarorOoB W  COTPYIHWKOB 001Ieo0pa3oBaTenbHOM

OpraHM3alliy BCIO HEOOXOIUMYI0 HH(OPMALIIIO JUIsl BeACHIS THYHBIX 6] 1 00paboTKu
MIEPCOHATBHBIX TAHHBIX.

9. 3akoYUTeILHBIC TOJIOKEeHUS

9.1. Hacrosmee Ilomokerue 0  I[OpsaKe  BEACHHS  JIMYHBIX  JIEl
pabOTHUKOB ABISACTCS  JIOKANBHBIM —~ HOPMATHUBHBIM ~ AKTOM, IHPWHWMAETCS — Ha
[lemarornyeckoM cOBETE MIKOIBI W yTBepskpaercs (mubo BBOAWTCS B IeHCTBHE)
OPUKA30M  OUPEKTOpa  OpPraHW3alldyd,  OCYLIECTBILIIONIEH  0OpasoBaTENbHYIO
e TEITHHOCTE.



9.2. Bce usMmeHeHMs W IOTIONHEHWs, BHOCHMEIE B HacTosmiee Il0OMKCHIE,
oQopMIIIOTCA B TIHCBMEHHOH  (opMe B COOTBETCTBHM  JeHCTBYIOIINM
3aKoHoarenscTBOM Pocculickoi @enepanun.

9.3. llonokenue 0 NOpsIKE BEJICHHS JIHUHBIX JIeJ1 pabOTHHKOB 00pa30BaTEIbHOM
OpraHU3allui TPUHAMAETCS Ha HEOIPEHEIeHHBIH cpokK. VI3MeHeHus M JOMOIHEHUS K
[lonoxkenno TPUHUMAIOTCS B TOPAAKe, MpeaycMoTpeHHoOM 1.9.1. HacTosImero
ITonoxerus.

9.4. Ilocne npunstus Iomoxenust (V1M U3MEHEHHUH M OTOTHEHHH OTIETbHBIX
IyHKTOB M Pa3sjelioB) B HOBOH pENaKkUWH TPEeIBIAYINAd Pelakius aBTOMATHIECKH
yTpauHuBaeT CHUITY.



