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YUYPEXIEHHUE «KOJBHOBCKASA CPEJAHAA IHIKOJIA»
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PACCMOTPEHO YTBEPXJIEHO

Ha 3acelIaHuHU ITeJarOrH4ecKoro CoOBeTa npuka3 MbOY «Konbosckas

MBOY «KomnbiioBckast CpeiHsisl IMKOJIay CpEeaHs IIKOJIa»

npoTokoa ot 26.08.2025 r. r. Ne 13 or 27.08.2025 1. Ne 219 o/x
MNOJOXEHUE

0 NMOpsiAKe BeJAeHUsI JIMYHBIX eI pA00THHKOB
MYHUIIMIIAJBHOTO 0I0/12KETHOI0 00111€00pa30BaTeIbHOI0 YUPe:KICHUA
«Koubnosckasi cpeansas mkoJa» Cakckoro paiiona Pecnyosmku Kpsim

1. O0mue noJ10KeHNs

1.1. Hacrosmee Ilonoxenue o TOpsAAKe BEAEHUS JMYHBIX Jel paOOTHHUKOB
MYHUIUIAIBHOIO OI0JKETHOro 0011e00pa3oBaTenbHOro yupexaeHus «KosbloBckas cpeaHss
mkonma» Cakckoro paiiona Pecnyonmukum Kpeim (manee opranmsanuu) pa3padOTaHO B
coorBercTBUM ¢ DenepanbHbiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 oOpa3oBaHuu B
Poccuiickoit @enepanuuy ¢ usmeHeHusimu ot 23 mast 2025 roga, denepaibHBIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHalbHBIX TaHHBIX» ¢ U3MEHEHUAMU OT 8 aBrycra 2024 rona, Yka3zom
[Ipesunenta ot 30.05.2005 Ne 609 «O6 yrBepx)aeHuu [lomoxkeHus: 0 MEPCOHATBHBIX JTaHHBIX
rOCyapCTBEHHOrO ciy:xamero Poccuiickoil ®enepanuu M BEIEHUU €r0 JIMYHOTO JIENay C
u3MeHeHussMu ot 10 oxts6ps 2024 ronma, TpynossiM Konexkcom Poccuiickoit ®enepanum,
KonnextusHbM forosopoM, ¥YcraBom MbOVY «KosblioBckas cpeHsis IKOIa», a TAKKe JpyTUMHU
HOPMATHBHBIMM IIpaBOBBIMH  akTamu Poccuiickoit ®enepanuu, perIaMEHTHPYIOIIUMHU
NesITeIbHOCTh OPraHU3aLUi, OCYIIECTBISIIOIUX 00pa30BaTEIbHYIO AESTEIbHOCTb.

1.2. Jlannoe IlonoxxeHue omnpezenser MOpsI0K BEIEHUS JUYHBIX JI€J1 MeJ1aroroB U MHBIX
COTPYAHUKOB M PabOOTHUKOB OpraHU3alllM, ONpeAenseT HOpsaoK (GOopMUpOBaHUS, ydyeTra U
XpaHEHUs, BbIJJAUU JINYHBIX JIe]l BO BPEMEHHOE I0JIb30BaHUE, @ TAK)XKE OTBETCTBEHHOCTb, IIPaBa
paOOTHUKOB U JUPEKTOpa 00pa30BaTEIbHOM OpraHU3aLuy.

1.3. Hactosimiee [TomoskeHne yTBEpKIaeTCs IPUKA30M 10 IIIKOJIC U SBIISIETCS 00s13aTEIIEHBIM
JUIsl BCEX KaTeropuil nejarornyeckux u Apyrux COTpyIHUKOB OpraHU3alyu.

1.4. Benenue nTUYHBIX /€7 M€1arOroB U COTPYIHUKOB IIKOJIbI BO3JIAraeTcs Ha CHEeLMAIUCTa
0 KaJjpaM OpraHu3aluu, OCYLIeCTBIAIOIIENH 00pa30BaTeIbHYIO AEATEIbHOCTb.

1.5. JInunoe neno — OCHOBHOM JOKYMEHT MEPCOHAIBHOTO ydeTa, Coep Kaluii Hauboiee
HIOJIHBIE CBE/IEHUs 0 pabOTHHUKE 00pa30BaTENbHOIN OpraHU3alMy U €ro TPYAOBOM e TeNbHOCTH.
B nuuHOE 1€710 BHOCSTCS CBE/IEHHUS, CBA3AHHBIE C TOCTYIIEHUEM HA pabOTy U YBOJIBHEHUEM.

1.6. Csenenwusi, conepkaliuecss B JIMYHOM Jiejle, OTHOCATCA K KOH(UAECHIUATIbHOU
UH(POPMALIMU, UMEIOT OTPAaHHYEHHBIN JOCTYII ¥ pa3rJIallIeHUI0 HE MOJIeXKAT.

1.7. JIuyHoe n1e10 BeeTcs B TeUeHUE BCEro nepuoja paboTsl pabOTHHKA.

1.8. Benenne HECKOIBKUX JIMYHBIX JIE]T OJJHOTO pa0OTHHKA 00pa30BaTEIbHON OpraHu3auu
HE JIONyCKaeTcs.

2. Ilopsinok popMUpOBAHUS JIUYHBIX €] COTPYAHUKOB
2.1. ®opmupoBaHHE JIMYHOIO J€a IEJaroroB U COTPYAHUKOB 00111€00pa3oBaTEeIbHOMN
OpraHM3ali TMPOU3BOAUTCS HEMOCPEACTBEHHO TIOCie TMpuemMa B 00I1e00pa3oBaTEIbHYIO



OpraHu3allMi0 WM TIepeBoJla TMeNaroroB M COTPYAHUKOB U3 JApPYyroi o00pa3oBaTeNbHOM
OpraHu3alyH.

2.2. B COOTBETCTBMM C HOPMATHBHBIMM JOKYMEHTaMH B JIMYHBIE Jeja MeJaroroB H
COTPYAHUKOB OpraHU3aLlMH, OCYLIECTBIISAIONIENH 00pa30BaTENIbHYIO AEATEIbHOCTb, BKJIAAbIBAIOTCS
CJIETyIOIINE JOKYMEHTBI:

Jlst menaroros:

O  3agBneHue o mpuemMe Ha padoTy;
O  3agBieHHe O coracuu Ha 00pabOTKy MEPCOHAIBHBIX JaHHBIX IIE1arora;
O  cmpaBka 0 HAMMYMH (OTCYTCTBUHU) CYAMMOCTH M (WiIK) (pakTa yroJoBHOTO MPECIeJOBAHUS,
BBIJJAHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOMOPSIIKA;
aBTOOHOrpadus;
KOIMs [IACIOpPTa MM MHOTO JOKYMEHTA, YJOCTOBEPSIIOILETO JINYHOCTb;
KOIIUS CTPAXOBOI'O CBUAETEILCTBA IEHCUOHHOTO CTPaXOBaHUS;
KOMNHS UACHTU(PHUKALIMOHHOIO HOMEPa HAJIOTOIIATENbIIUKA;
KOMHS JOKYMEHTa BOMHCKOTO yueTa (111 BOCHHOOOSI3aHHBIX);
KOIIHS CBUICTENIbCTBA O 3aKIIOYEHUH Opaka (Mpy HAJTUYHH ),
KOMHS CBUETENBCTBA O POXKICHUU AeTel (IIPpU HAIMYHN);
KOIUU JJOKyMEHTOB 00 00pa3oBaHNH;
KOMHHU JOKYMEHTOB O KBATU(UKALMHU UM HATMYHE CICIMaIbHBIX 3HAaHUH (IIpU HAJTMYUK);
KOIIUU aTTECTAI[MOHHBIX JIUCTOB (MPU HATUYHH);
KOMHHU JOKYMEHTOB O Harpa)JeHuH (Ipy HaJIUYUN);
XapaKTepUCTHKH, peKOMEHIaTeIbHbIE TUChMa (ITPU HAJTUYUN);
IpUKa3 o0 MpreMe Ha padory;
IIPUKa3 O MepPeBo/ie Ha UHYIO JOKHOCTD (IIPHU HAJIUYUN);
JOJDKHOCTHAsT MHCTPYKLUS (IOJDKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HAuyeHUs Ha Bce
JIOJDKHOCTH);
O  TpymoBoil A0roBop (¢ MOCHEIYIOUIUM BKJIIOYEHHEM JONOJHHUTENBHBIX COTJAIIEHUH K
TPYZIOBOMY JIOTOBODY);
O  TpyZOBYIO KHUXKKY;
O  MeIMIMHCKYIO KHHXKKY.
Ji1st paOOTHHUKOB:
O  3asBieHue o nmpuemMe Ha paboTy;
O  3agBieHHE O COIIacuU Ha 00pabOTKY MEPCOHATBHBIX JaHHBIX ME1arora;
O  cnpaBka o HaMM4MM (OTCYTCTBUHU) CyIUMOCTH U (Win) (hakTa yrojJOoBHOIO MPECIIeJOBAHMS,
BBIIAaHHOT'O COOTBETCTBYIOLIMM OPTaHOM IPaBOMNOPSAKA;
aBroOuorpadus;
KOIIUS MaclopTa WK UHOTO JOKYMEHTA, yIO0CTOBEPSIOLIETO JINYHOCTB;
KOIIUSI CTPAXOBOI'0 CBUAETEIHCTBA IEHCUOHHOTO CTPaXOBaHUS;
KOMHUS UACHTU(PHUKAIIMOHHOTO HOMEpPa HaJIOTOIIaTEeNbIINKA;
KOIUS IOKyMEHTa BOMHCKOI'O yuyeTa ([Isl BOEHHOOOS3aHHBIX);
KOMMS CBUETENbCTBA O 3aKII0YEHUH Opaka (Ipu HaJIM4uK);
KOIUSI CBUJIETEILCTBA O POXKICHUU AeTel (pU HAIUYHH);
KOMHHU JOKYMEHTOB 00 00pa3oBaHuy;
KOIIUM JIOKYMEHTOB O HarpaXaAeHU! (Ipy HAIUYUK);
XapaKTepUCTHKH, PEKOMEHIaTeNIbHbIE HMCbMA (TIPH HAIUYHHN);
MpHUKa3 o mpuemMe Ha padoTy;
IpUKa3 O MEePEeBOIEC Ha MHYIO IOJDKHOCTD (TIPH HAJTHYHUH);
JOJKHOCTHAs! MHCTPYKLHUS (JOJHKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HA4YeHHUs Ha BCe
JIOJDKHOCTH),
O  TpynoBoil noroBop (C MOCHEIYIOIIMM BKJIIOYEHHEM JOMOJIHUTENbHBIX COTJIAIIEHUH K
TPYAOBOMY JIOTOBODY);
U  TpyIOBYIO KHHXKKY;
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] MEIULMHCKYIO KHUXKKY.
PaGoTtonmarens opopmisier:

TPYZOBOH JOTOBOP B JIBYX K3EMILIAPAX;

MpUKa3 o pueMe Ha padboTy (0 MepeMEIIeHIH Ha IPYTHe JOJIKHOCTH);

JU4HYI0 KapTouky Ne T-2;

JIOJKHOCTHYIO MHCTPYKIUIO B JIBYX 3K3EMILIAPaX.
PaGoronarens 3HaKOMUT:
O ¢ HOPMATHBHO-NPABOBBIMH JOKYMEHTaMHU IIKOJbI (YcTaBoM, KONIEKTUBHBIM 10TOBOPOM,
[IpaBunamu TpyZOBOIO pacnopsiika U Ap. JIOKaJIbHBIMU aKTaMu);
O ¢ IOMKHOCTHOM MHCTPYKIUEH;
O  nOpoBOAUT BBOJAHBIM MHCTPYKTaX, HMHCTPYKTaX [0 OXpaHE Tpyda, HHCTPYKTaX IO
IPOTUBOMNOXKAPHOI 0€30MaCHOCTH.

2.4. IlepBuyHoe oopMIIEHHE JTUYHOTO Jefia pelyCMaTpUBaeT:

O  mpucBoeHue JMYHOMY JIe]ly HOMEpa COTJIACHO JKypHAILy y4eTa JUYHBIX e
O  mpocraBneHHe Ha OOJIOKKE JUYHOTO Jejia CIEAYIOIIMX PEKBH3UTOB: MHICKC jaena (B
COOTBETCTBUM C HOMEHKJIATypol Jien  o0ueoOpa3oBaTesbHOM — OpraHu3aluu; IMOJIHOE
HalMEHOBaHUE O00Ie00pa30BaTENbHON OpraHU3alMy; HOMEpP JIMYHOTO Jiena; (GamMuiaus HuMs
OTYECTBO paOOTHUKA B MMEHUTEIILHOM MaJieXke; 1aThl — IO/l Hayalla U T'oJl OKOHYaHMS BEJICHUs
JIeN1a; KOJIMYECTBO JIMCTOB; CPOK XPaHEHHUS,
O nomemnieHue JOKYMEHTOB, TMOJIeKAIIUX XPAaHEHHIO B COCTaBe JIMYHBIX JIed, B
XPOHOJIOTUYECKOM MOPSAIKE:

- BHYTPEHHSISI OTUCh IOKYMEHTOB JIeJia;

- JIMYHBIN JINCTOK 1O yUYETY KaJIpOB;

- 3asBJICHHE O MpueMe Ha paboTy;

- IpHKa3 O pueMe Ha paboTy;

- TPyAOBOH JOTOBOD;

- JIOTOBOp O MOJHOM MaTepHajJbHONH OTBETCTBEHHOCTH (€ciM pabOTHHK — MaTepHalIbHO
OTBETCTBEHHOE JINIIO);

- XapaKTEePUCTHKHU U PEKOMEHIaTeNIbHbIE MTMChMA; - COTJIacHe Ha 00pabOTKy MepCOHATBHBIX
JTAHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEIEHHBIX B JIMYHOE JEJI0, MOAJIEkKAT HyMEPALIUU.

2.6. C menpro oOecreueHUss HAAJIEKAIICH COXPAaHHOCTH JIMYHOTO Jeja TeJaroroB u
COTPYAHUKOB 0011€00pa3oBaTeIbHON OpraHM3allid U YJ0O0CTBa B OOpallleHMH C HUM IIpH
(GbopMUpPOBaHUN JAOKYMEHTHl NOMEIIAIOTCS B OTAENbHYIO manky. Ilpu yBompHeHHMH pabOTHUKA
IIPOLIMBAIOTCS HUTKaMH U CIAIOTCS B apXUB.

2.7. BHyTpeHHASI OMHUCh JOKYMEHTOB, UMEIOIIMXCS B JIMYHOM J€Jie, JOJKHA COJEPKATh
CBEJICHMSI O IOPSAJKOBBIX HOMEpaX, HaUMEHOBAHMUSAX JOKYMEHTOB J€Jla, KOJIMYECTBE JIUCTOB,
JaTax BKJIFOUEHUS JIOKYMEHTOB B JIMYHOE JIE€J10 U U3BATHUS U3 JI€JIa, a TAKKE KEM U3BAT TOKYyMEHT
U 110 KaKOW IIPUYUHE.

2.8. BHyTpeHHsIsI OIUCH COCTaBJISETCSl HAa OTIEIbHOM JIMCTE IO YCTAaHOBJIEHHOU (opMe.
JIucThl BHYTpEHHEN ONIUCU HYMEPYIOTCS OTIEIBHO.

2.9. Tlpu moAroToBKE JIMYHBIX JIel1 K Iepelade Ha XpaHEHHWE K BHYTPEHHEH Omucu
COCTaBJIIETCSl MUTOTOBasi 3allMCh, B KOTOPOW yKa3bIBaeTcsl LM(pamMu U NPOMHUCHIO KOJIUYECTBO
BKJIFOUEHHBIX B HEE€ JOKYMEHTOB U KOJMYECTBO JIUCTOB JIENIa.
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3. Ilopsaok BeaeHUus] JUYHBIX [eJ MeJAroroB W COTPYAHHKOB OpPraHU3aluu,
ocylecTBIs0Iel 00pa30BaTeIbHYIO 1€ATEJbHOCTD

3.1. JIugHOE 1eJ10 TIeAaroroB U COTPYAHUKOB 00IIe00pa30BaTEeIbHON OpraHU3aIliy BEETCS
B TE€UCHHE BCET0 Mepuojaa paboThl KaXkIOTO MeAarora U COTpyAHHUKA B 00IIe00pa3oBaTenbHOM
OpraHu3aInH.



3.2. lanpHeiiee BeieHUE IMYHOTO JIeJ1a I1€aroroB ¥ COTPYIHUKOB 00111e00pa30BaTeIbHON
OpraHu3aly MpeayCcMaTpUBAET MOMEUICHNE B JIEJI0 JTOKYMEHTOB, 00pa3yoluXcsl B MpoLecce
paboueii 1esTeNbHOCTH U UMEIOIINX 3HaYSHUE /ISl TPYOBBIX OTHOLICHUH:

O  1OnoJHEHHE K JIMYHOMY JIMCTKY 110 YYETY KaJIpOB;

O  10OnOJHUTENBHBIE COTJIAIIEHUS K TPYJIOBOMY 10IOBODPY;

O KomMM NIPHUKA30B IO JIAYHOMY COCTaBY, KOTOPBIE KacalOTCsA IE€NaroroB U COTPYIHUKOB
00111e00pa30BaTeNbHON OpraHn3aluy;

O OT3BIBB [JIOJDKHOCTHBIX JIMIl O T[eJarore M COTpyAHUKE 00I1eo0pa3oBaTebHOM
OpraHu3aluy;

KOINHHU JOKYMEHTOB O MOBBILIEHUN KBaTH(DUKALNY;

KOIHHU CEePTUPHUKATOB, TPAMOT;

JMCT — 3aBEPUTEIb JieJia (COCTaBIISIFOT IIPU ¢1ade JIMYHOIO Jejia B apXUB);

MHBIE JOKYMEHTHI.

3.3. B nensx obGecredeHus: KOHTPOJISA 3a COXPAaHHOCTHIO M aKTyaJdbHOCTHIO JTUYHBIX JICT B
00111e00pa30BaTENIbHON OpraHn3alul eXeroaHo (He mo3aHee | kBapTana roja, CieayroLIEro 3a
OTYETHBIM) IPOU3BOJUTCS IPOBEPKA UX HAIMYUS U COCTOSTHMUSL.

3.4. ExxeroiHy1o NpoBEPKY COCTOSIHUS JINYHBIX J€JI HAa ITPEIMET COXPAHHOCTHU BKIFOYEHHBIX
B HEro JOKYMEHTOB IPOBOJAMT CIEUUANbHO CO3laHHasg koMmuccusa. O mpoBeIEHHBIX MPOBEPKaX
JIEJIaeTCcsl OTMETKA B JINCTE O PE3yJIbTaTax €XETrOJHON IMPOBEPKU COCTOSTHUS U HAIMYUS JIMYHOTO
Jiella U COCTaBisieTcsl akT. Pe3ynbTaTbl MpPOBEPKH JIMYHBIX JIed B 00SI3aTENILHOM TMOPSAKE
JIOBOJIATCS 10 TUPEKTOpa 0011e00pa3oBaTeIbHON OpraHU3aluH.

ggoaag

4. Ilopsiok y4éTa U XpaHeHHUsl JTUYHBIX JeJ NeIaroroB ¥ COTPYIHNKOB OPraHu3aluH,
OCYyLIEeCTBJISAIOLIEH 00pa30BaTeIbHYIO 1eITeJIbHOCTh

4.1. XpaHeHue M y4yeT JHMYHBIX JIeJ TEJaroroB M COTPYIHUKOB OpraHMU3alluy,
OCYIIECTBIISIONIEH 00pa30BATENBHYIO AEATENBHOCTh, OPTaHM3YIOTCS C IENbl0 OBICTPOTO M
6€301IM00YHOr0 TOMCKA JIMYHBIX JeN, 00eCleYeHus] UX COXPAaHHOCTH, a Takke oOecreueHHs
KOH(l)I/II[eHIII/IaJ'II)HOCTI/I CBCHGHI/Iﬁ, COACPpIKAMUXCA B JOKYMCHTAx  JIMYHBIX J€CJ1, oT
HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

4.2. JInyHble Aena COTPYIHUKOB XpaHsTCs B celihe o0mieo0pa3oBaTeIbHON OpraHU3auu.

4.3. TpynoBble 1 MEUIIMHCKUE KHIDKKU XPaHITCs OTIENIBHO B ceide.

4.4. Joctyn K JMYHBIM JejlaM II€JaroroB M COTPYAHUKOB 00I1e00pa3oBaTeabHON
OpraHu3ali  HMMEIOT  TOJBKO  CEKpeTapb, CHEHHAIUCT 1O  KaJapaM, JAUPEKTOp
o01ieo0pa3oBaTeIbHON OpraHMu3alMi  JU00 3aMECTHTENH JUPEKTOpa MpU  HUCIOJIHEHHH
o0s13aHHOCTEH qUpekTopa 001e00pa3oBaTeIbHON OpraHU3aIiH.

4.5. Cucremaruzauus JUYHBIX J€J MEAAroroB M COTPYAHUKOB 00IIe00pa3oBaTenbHON
OpraHu3alUK IPOU3BOAUTCS B aJ(aBUTHOM MOPSIKE.

4.6. JluuHble gena MENAaroroB M COTPYAHUKOB OO0IIe00pa3oBaTelbHON OpraHu3aluy,
UMEIOIUX IOCY/IapCTBEHHbIC 3BAHU, IPEMUH, HArpajbl, YUCHbIE CTEIICHU U 3BAHUS, XPaHATCS
MOCTOSIHHO, @ OCTaJIbHBIX COTPYJHUKOB — 75 JIET ¢ Tojla yBOJIbHEHUS paOOTHUKA (B COOTBETCTBUU
c [lepeuneM TUIIOBBIX YIIPAaBIEHUYECKUX JOKYMEHTOB).

5. ITopsnoK BbIIAYM JUYHBIX /€1 BO BpEMEHHOE I10J1b30BaHHe

5.1. Beiaua nu4HbIX A€d (OTeIbHBIX JOKYMEHTOB B COCTABE JINYHOTO JIeJ1a) BO BPEMEHHOE
NOJIb30BAHKE MTPOU3BOUTCS C Pa3pelIeHus JUpeKTopa o011eo0pa3oBaTeIbHOM OpraHu3aluu 1o
3asBJICHHUIO COTPYIHHKA OpPraHU3allU, OCYLIECTBIISIOIIEN 00pa30BaTEIbHYIO AEATEIBHOCTb.

5.2. Pabora (03HaKOMJIEHHWE) C JHMYHBIMU JeJaMHU I[€JaroroB U COTPYAHUKOB
00111€00pa30BaTEIbLHON OpraHnu3aluy IPOU3BOAUTCS B IPHEMHOM JupekTopa. B koHIe pabouero
JIHSI CEKpeTaph WM CIELUANUCT 1O KajpaM o0s3aHa yOeIuThCs B TOM, YTO BCE JIMYHBIE JIela,
BBIJJAHHBIE BO BPEMEHHOE IIOJIb30BAaHWE, BO3BPALCHbl HAa MECTO XPAHEHUS M €CTh JIH
HEOOXOIMMOCTb JUIsl TPUHATHUS MEP K X BO3BPAIIECHUIO HIIH PO3BICKY.

5.3. ®akT BbIIA4M JIMYHOTO Jiena (UKCUPYETCS B KOHTPOIBHOM JKypHAJe.



5.4. U3pATHEe OTAENBHBIX NOKYMEHTOB M3 JIMYHOIO Jieja IMPOU3BOJUTCS C pa3pelieHUs
JTUPEKTOpa 00Ieo0pa3oBaTeIbHON OpraHu3anuu ¢ 0(hOPMIICHHEM COOTBETCTBYIOIICH 3aIliCH B
rpade «lIpumeuanue» BHyTpeHHe onucH. Ilpu BpeMEHHOM M3BATHH JOKYMEHTA Ha €r0 MECTO
(Mexay nMcTaMH COCEIHHMX JOKYMEHTOB) BKJIQJBIBAETCS CIIPaBKa-3aMECTUTENb C YKa3aHHEM
JaTbl M NPUYMH H3BITHS C MOMAINMUCBHIO JIMIA, BBIAABIIEIO JOKYMEHT, M IOANKCHIO JIUIA,
MOJTyYMBIIETO €r0 BO BpEMEHHOE MOJIb30BaHUE.

6. OdopmiieHHEe JTUYHBIX €J1 Nepe] ciaded B apXuB

6.1. OdopmieHne TUYHBIX JIeN UL TEepelayd B apXHUB MPOU3BOJUTCS CIEIHATIMCTOM II0
KajjpaM 0011e00pa3oBaTeIbHON OpraHu3auy. JTa MpoLeaypa BKIOYALT:

NOJUIMBKY (TIE€pEIUIET) J1eNa;

YTOYHEHHE HyMepaluu JINCTOB JEeIa;

COCTaBJICHUE JICTA-3aBEPUTEIIS;

cocTaBjIeHUE (YTOUHECHHE) BHYTPEHHEHN OIHCH;

BHECEHUE YTOUYHEHUH B PEKBU3UTHI JIHIIEBOI 0OJI0KKY Jiena.

6.2. JIucr-3aBeputens Jena AODKEH INMOANUCAaTh €r0 COCTABUTENb, IPU 3TOM JEIacTCs
pacm@poBKa JOJDKHOCTH M MOJMHUCH, NPOCTaBIsAeTcs Jara. B mpolecce HCIONb30BaHUS
apXUBHBIX JIOKYMEHTOB B JINCTE-3aBEPUTENIE JIEIAI0TCsl COOTBETCTBYIONIME OTMETKH. Ecnu nemno
HOJIINTO 03 JINCTa-3aBEpPHUTENIsl, TO €ro CIeAyeT HAKJIEUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOXKKH
nena.

6.3. C nenpio obecredeHns COXpaHHOCTH JTMUHBIX JIEJI PEKOMEH/TyeTCs:

O  o0benuHATH MHAWBUAYAIBHBIC JIMYHBIC JIela YBOJICHHBIX COTPYJAHUKOB B OJHY OOJOXKY
(oObeaMHEHHOE JIeNI0) C TAKUM PAacdeToM, 4ToObl 00beM Jena (ToMa) He mpeBbliman 250 TucToB
(TryTeM CHIMBKH MaTepHAIIOB HHAMBH Y aJbHBIX A€ 110 T0JIaM YBOJILHEHHS);

O  pacmonaraTte MaTepuanbl MHAWBUIAYAIbHBIX JIEJI B IMpenesiax jAena (Toma) B al(paBUTHOM
nopske (moaMuiIbHO), OTAETSAS MaTepUallbl, OTHOCSIINECS K Pa3HbIM UHAMBHUIYaJIbHBIM JIEJIaM,
YHUCTBHIM JIUCTOM OyMaru ¢ yKazaHueMm Ha HeM (paMuIMM, UMEHH M OTYECTBA COOTBETCTBYIOIIETO
YBOJIEHHOTO MI€JJarora U CoTpyIHuKa o01eo0pa3oBaTeIbHON OpraHN3aluy;

O  cuabxkarb Kaxaoe OObEIMHEHHOE JAeJ0 (TOM) BHYTPEHHEW OIHUCBHIO C IEpPEeUUCIIEHUEM
(haMuIMii, UMEH U OTYECTB U YKa3aHHEM HOMEPOB CTPaHUII, B IPEEIax KOTOPBIX PACIIONOKEHBI
COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepemaya JIUYHBIX A€ B apXUB OCYLIECTBISIETCA HE MO3[HEE TPEX JIET IMOCTe
3aBepIIEHUs] MX B JEJIONPOU3BOJCTBE B COOTBETCTBMM ¢ rpadukom. [IpenBapurenbHo
CEKpeTapeM, CIEHUAINCTOM IO KaJapaM IpPOBEPSeTCsS MOJHOTA M MPaBUWJIBHOCTH IMOATOTOBKH
JUYHBIX e K nepenade. BuIBieHHbIE NPU MPOBEPKE HEAOCTATKHU YCTPAHSIOTCS CEKpeTapeM,
crernuanucToM o kaapam. [lepenaya u nprem npou3BOASTCS MO OMKCHU C MPOCTAHOBKON OTMETOK
0 HAJIMYMU JTUYHBIX Je]l.

6.5. Jluunble paema megaroroB W COTPYAHHKOB 0O0IIe00pa3oBaTEebHON OpraHU3allui,
3aKOHUYEHHBbIE Jesonpou3BoAcTBoM 10 1 sHBaps 2003 roga, xpansarca 75 net, nocie 1 sHBaps
2003 roma — 50 met. JIuunbie nena IUpEKTOpa, TJIABHOTO OyXraiaTepa 001eoOpa3oBaTeIbHOM
OpraHu3alH UMEIOT MOCTOSHHBIN CPOK XpaHEHMUS.

goggogagagd

7. OTBeTCTBEHHOCTh

7.1. [lenaroru u COTpyAHUKHU 001Ie00pa30BaTEIHLHON OpraHru3aIii 00s13aHbI CBOCBPEMEHHO
NPEJCTaBISATh CEKpeTapld WM CIEUUAINCTy IO KaapaM CBeAeHHS 00 W3MEHEHHH B
MIEPCOHATBHBIX JaHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOTO JIeNa.

7.2. PaGoTonaTenb 00eCrieYnBacT:
O  COXpaHHOCTB JIMIHBIX JICJI TISTATOTOB ¥ COTPYTHUKOB 00IIIe00pa30BaTeILHOM OPraHN3aIlnN;
U  KOH(pUACHUIMATHHOCTh CBEICHHM, COAEpKAIIMXCS B JIMYHBIX JelaX T[eJaroroB Hu
COTPYTHUKOB.

8. [IpaBa paGoTonare/isi 1 paGoTHUKA



8.1. Ins obecneueHus 3alIUTHI MEPCOHAIBHBIX IAHHBIX, KOTOPbIE XPAHATCS B JIMYHBIX
JieNiaxX MeIaroroB ¥ COTPYJHUKOB 0011e00pa30BaTeIbHOM OPraHU3aIliuy, TIEIarord U COTPY THUKH
0011e00pa30BaTeIbHOM OpraHU3alui UMEIOT MPaBO:

U  momyuyuTh MOJHYIO WH(POPMAIHMIO O CBOMX IEPCOHANBHBIX NAaHHBIX W 00pabOTKE 3THX
JTAHHBIX;

O  momy4yuTh CBOOOJHBIN AOCTYI K CBOUM ITEPCOHAIBHBIM JaHHBIM;

U  [omyyuTh KONMH JOKYMEHTOB, XPAHSAIIMECS B JINYHOM JIENIE U COZIEPIKaIllie IepPCOHATbHbIC
JTAHHBIC.

O  TpebGoBaTh UCKITIOUEHHS WU UCTIPABICHUS HEBEPHBIX M HETIOIHBIX MIEPCOHAIBHBIX JTAHHBIX.

8.2. PaboTomarens nMeeT mpaso:

O  oOpaOaTbIiBaTh MEepCOHAIBHBIC JaHHBIE TEJArOroB MU COTPYIHHUKOB 00I1€00pa30BaTeIbHOM
OpraHu3aIiK, B TOM YHCIIC U Ha DJIEKTPOHHBIX HOCUTEIISX;

O  3ampocuTh OT MENaroroB M COTPYAHUKOB 0O0IIe00pa3oBaTEeIbHONM OpraHU3alldd BCIO
HEO0OX0AMMYI0 HH(GOPMAITUIO ISl BEACHHS JIMYHBIX JIe] B 00pabOTKH NMepCOHAIBHBIX JTAHHBIX.

9. 3ak/II04YUTeNIbHbIEC M0JI0KEHUSA

9.1. Hacrosimee [lomokeHre O TOpsiIKE BEACHHUS JUYHBIX €71 paOOTHHUKOB SBISETCS
JIOKQJIbHBIM HOPMAaTHBHBIM aKTOM, HOpUHHMaeTcs Ha Ilegarornyeckom coBeTe ULIKOJIBI U
yTBepkaaerca (inbo BBOIMTCS B JeiiCTBHE) MNPHUKa30M JUPEKTOpa  OpraHU3allvy,
OCYIIECTBIISOLIEH 00pa30BaTEIbHYIO 1€ TEIbHOCTD.

9.2. Bce u3aMeHeHus U IOMOJIHEHUs], BHOCHMBIE B HacTosiee [Tonoxenue, opopmisitores B
NUCbMEHHOW ¢opMe B COOTBETCTBUM JIEWCTBYIOUIMM 3aKOHOAATENbCTBOM Poccuiickoii
denepanuu.

9.3. TlomokxeHHMEe O TOPANKE BEACHHS JIMYHBIX Jell PabOTHUKOB O0O0pa30BaTEIHHOU
OpraHM3aly IPUHUMAETCS Ha HEOTIPEAEIEHHBIN CpoK. MI3Menenus u nonosnnenus k [lonoxenuto
IIPUHUMAIOTCS B IOPSJKE, TpeaycMOTpeHHOM 11.9.1. Hacrosmero [lonoxenus.

9.4. Tlocne npunstus [lonoxenus (MM U3MEHEHUH U TOTOJHEHUH OTAEIbHBIX ITYHKTOB U
pa3zenoB) B HOBOM peJakLuy IpeablIyias pelakliisg aBTOMaTHUECKH yTpauuBaeT CUIy.
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