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ITonoxeHHe 0 NOPsiAKE BeleHUs! JIMYHbIX JeNp
MYHHI[HIIAJBLHOTO ABTOHOMHOTO0 0011e00pa30BaTe/IbHORQ Y pexaAeHnus
cpeaHei 06meoopa3oBaTeIbHOM WIKOJIBLI No 2
HeBbsIHCKOro ropocKoro okpyra

1. O6uine moao:keHMs
1.1. Hacrosmee Ilonoxenne © TMOpAOKe BeleHWs JHYHBIX el PabOTHUKOB
MYHHUIMIIAIGHOTO  aBTOHOMHOTO  00me0o0pa3oBaTe/IbHOIO  YUPEXKACHHA  CpeaHel
o61meobpazoBarenbHoit wkoisl Ne 2 HeBbsHCKOro ropojickoro okpyra (ganee — MAOY
COIII Ne 2) paspaborano B coorBercTBuu ¢ DenepanmbHbiM 3akoHoM Ne 273-03 ot
29.12.2012 «Ob6 obpaszosanuy B Poccuiickoit @eepanmy ¢ HI3MEHSHHAMU OT 8 AeKadps
2020 roga, @enepanbHbIM 3aKoHOM 0T 27.07.2006 Ne 152 «O nepcoHalbHEIX JaHHBEIX» B
penakiuu oT 8§ mexadbps 2020 roja, [Tpukasom PenepanbHOr0 apXUBHOTO areHTCTBa OT 23
nexabps 2009 roma N 76 «O6 yrBepxaeHHH MeTONUYECKUX PEKOMEHJAUUH I10
pazpaboTke  HWHCTPYKIUH 1O  JIGJIONPOM3BOJACTBY B  (elepallbHBIX  OpraHax
UCIIOJIHMTEIbHOH BIacTH», YkazoM [Ipesunenta ot 30.05.2005 Ne 609 «O0 yTBEp)KIASHUM
[TonokeHuss O MEPCOHANBHBIX MAHHBIX TOCYIapCTBEeHHOro chyxamero Pocculickoi
@enepaluu ¥ BeICHUU €ro JIMYHOIo Jena» B pegakuuu ot 23 uroid 2019 roga, Tpynossim
Konexcom Poccuiickott @eneparnuu, KomnextuBHbiM gorosopoM, ¥Ycrasom MAOY COILI
Ne 2.
1.2. Jlannoe Tlonoxenue onpenenser NOpPsAOOK BeleHWUs JIMYHBIX NI IeJaroroB M HMHBIX
coTpyaHukoB u paboraukoB MAOY COILL Ne 2, ompenenseT mopsAnoK ¢hopMHpPOBaHHUA,
ydeTa M XpaHeHHs, BbIJAUYM JIMYHBIX JeJI BO BpPEMEHHOEe I[I0JIb30BaHUE, a TakKe
OTBETCTBEHHOCTE, ITpaBa paboTHUKOB 1 mupexktopa MAOY COILLL Ne 2
1.3. Hactoamee Ilonoxenue yrBepKIaeTCs TPUKA30OM IO IIKOJIEC U SIBJISCTCS
00s13aTeNbHBIM IS BCEeX KATErOpHMH TeJaroruyeckux u Apyrux corpyaHuxo MAOY
COIL Ne 2
1.4. Benmenwe NUYHBIX JOeN Ie€JaroroB H COpr,[[HPIKOB IIKOJBl BO3Jaraercs Ha
crieruanucta o kagpam MAOY COII Ne 2.
1.5. JIuunoe meno — OCHOBHOM JOKYMEHT MEePCOHANBHOTO y4deTa, CoJiepiKalnii Hanbonee
TIOJIHBIE CBeJIeHHsST O paboTHHKe o00pa3oBaTeIbHOM OpraHM3allid W ero TPYAOBOH
NeSTeNPHOCTH. B JNHMYHOEe J1e7I0 BHOCSATCS CBEJEHHs, CBS3aHHBIC C IOCTYIJICHHEM Ha
paboTy ¥ YBOIBHEHUEM.
1.6. CeeneHus, colepialiuecs B JUIHOM [iejle, OTHOCATCS K KOHQPUIASHITHMAIHLHOU
nH(pOpMalUH, IMEIOT OTPaHUYeHHBIH JOCTYII U pa3TTalleHHI0 He TIOIJIeKar.
1.7. JluaHoe mermo BeaeTCs B TEUEHHE BCETO IMeproia paboTel paboTHHKA.
1.8. Benesnue HecKONbKMX JIMYHBIX Jel OJHOro padoTHHMKa 00pa3oBaTenbHON
OpraHMu3alliy He JOIyCKAeTCs.



2. Ilopsinok popMHuPOBAHHA JTHYHBIX J€J COTPYAHHKOB

2.1. ®opMHUpPOBAHKE JIAYHOTO Jlea MEeJaroroB U COTPYIHHMKOB 0011e00pa3oBaTeibHOM
OpraHM3aLiK MPOU3BOMUTCS HEMOCPE/CTBEHHO IOCHE IIpUeMa B 0011e00pasoBaTeIbHyTO
OpraHM3alii0 WM TIEPeBOJa IearoroB M COTPYAHMKOB M3 JApYyroil oOpazoBaTelbHOM
OpraHM3alIiH.

2.2. B COOTBETCTBHH C HOPMATHBHBIMU NOKYMEHTAMHM B JIMYHBIC JieJa IEAaroron M
corpyauukoB MAQOY COIL Ne 2 BKJIagBIBalOTCS CJIEAYIOIINE TOKYMEHTHL:

JUIst meJaroroB:

e 3asBIEHHE O IIpHUeMe Ha pabory;,

e 3asBIIEHHE O coryacky Ha 00paboTKy MepCOHANBHEIX JaHHBIX [TEIarora;

e cmpaBKa O Hanu9ud (OTCYTCTBHE) CyOMMOCTM M (WmM) (axra yroloBHOTO
IpecIeIOBaHusl, BEIJAHHOIO COOTBETCTBYIOIIMM OPraHOM [PaBOIIOPSAAKa;

e aproOuorpadus;

e KONMA I1aCHOPTa UM MHOTO JIOKYMEHTA, YAOCTOBEPSOIIEr0 JIMYHOCTD;

e KOIIMS CTPAaxXOBOI'O CBH/IETEIHCTBA IIEHCHOHHOTO CTPAXOBAHMSI,

e KOs UACHTUDUKAITMOHHOTO HOMEPa HAIOrOIIaTelbIIHKa;

e KOIMS JOKYMEHTA BOMHCKOIO yueTa (171 BOeHHOOOI3aHHbIX ),

e KOIMS CBUIETENILCTBRA O 3aKIIOUEHUH Opaka (XIpy HAIUYHH);

e KOIMsi CBUAETENHCTBA O POXKIEHUH JeTeil (IIpy HaIMIhn);

® KONMH JOKYMCHTOB 00 00Opa3oBaHuH;

o KONMWH JAOKYMEHTOB O KBAJIMQHKAIMM WIA HATHIHE CHENUANBHBIX 3HAHUN (IpH

HaJTUYUN);

KOIIUH aTTeCTAIIMOHHBIX JUCTOB (IIPH HAIMYUH);

KOITHM JOKYMEHTOB O Harpa)KIeHWH (TIPH HaTUYHK);

XapaKTepHUCTHKH, PEKOMEH/IaTeNbHbIe IIMChMa (TIPH HATUYHK);

KOIIMA TIPHKasa o IpHeMe Ha padboty;

e KOIMSA IPHKA3a O MEpPeBojie Ha HHYIO JOIDKHOCTh (MPH HAMYHH);

® JJOJDKHOCTHAS MHCTPYKIHs (JIOTDKHOCTHBIE MHCTPYKIUK C MOMECHTA Ha3HAYEHMs Ha BCe
JOIDKHOCTH);

e TPYHOBOH N0roBop (¢ MOCTEYIOLUM BKIIOYEHUEM JONONHUTENBHBIX COTMAIIeHNH K

TPYIOBOMY IOTOBOPY);
® TpYyAOBas KHWKKA;

e MeIUIIMHCKAA KHWXKKA.

Jlnsa pabOTHUKOB:

e 3agBJIeHHE O TIpUeMe Ha padoTy;

e 3asgBIIEHME O cOTIacHM Ha 00paboTKy MepcoHalIbHBIX JaHHBIX Mearora;

e cnpaBka O Hanuuuu (OTCYTCTBHM) CyIUMOCTH Hu (unm) ¢akra yromoBHOTO
MpecIief0BaHus, BEIIAHHOTO COOTBETCTRYIOIIMM OPraHOM MPaBOIOPsIKa;

e aprobuorpadusi;

® KOIMs MACTIOPTA WIIK MHOTO JIOKYMEHTA, yIOCTOBEPSIOIIEr0 TINIHOCTD;

® KOIMsI CTPAXOBOTO CBU/IETEIBCTBA IICHCHOHHOIO CTPAaXOBaHHS,

e KON HASHTU(DUKAIIMOHHOTO HOMEpA HAIOrOILIaTeIbITIKA,

e KONHA JOKYMEHTAa BOMHCKOro ydeTa (71 BOCHHOOOA3aHHBIX );

e KONWS CBUAETEILCTRA O 3AKIT0YeHHH Opaka (Ipy HaIHuunm);

® KOIMs CBUIETENHCTBA O POXKISHHH JeTel (TIpU HaJHdKH );




e KOIWMH TOKYMEHTOB 00 0OpasoBaHuy;

e KOIMH JOKYMEHTOB O HATPAXIEHUH (TIPU HAIUYKK);

XapaKTepHCTHKH, peKOMEeHIaTeNbHbIe MHChMA (TIPY HATMYKK);

KOTIMS TIPHKA3a O IpHeMe Ha paboTy;

KOTIHA IIPHKA3a O MEPEBOJIe Ha MHYHO TOKHOCTD (IPH HATHYHH);

NMOMKHOCTHAS HHCTPYKIHS (JIOJKHOCTHBIC MHCTPYKIIMH ¢ MOMEHTA Ha3HAUEHHUS Ha BCE

JOJDKHOCTH);

e TpPyZOBOH AOroBop (C MOCIELYIOMUM BKTOIEHHEM JOTIONHUTEIBHBIX COINAIICHHH K
TPYIOBOMY ZOTOBOPY);

e TpyJOBas KHIXKKA,

e MeTUIIMHCKAs KHIDKKA.

PaboTonarens 0QopMISIET:

e TpPY/IOBOI JOTOBOP B ABYX SK3EMILLAPAX;

e IIpHKa3 O IpHeMe Ha paboTy (O mepeMeIeHnH Ha JIpyrue JOIDKHOCTH);

e JHYHYIO Kaprouky No T-2;

e IOJDKHOCTHYIO HHCTPYKLMIO B IBYX 3K3EMIIIApax.

PaGoronarenb 3HAKOMMUT:

e C HOPMATMBHO-TIPAaBOBBIMH JOKyMeHTaMH InKonbl (YcraBoM, KoIUIEKTHBHBIM
norosopom, [IpaBuiiaMu TPYZOBOIO PACIIOPSIKA U JIP. TOKANbLHBIMY aKTaMu);

e C JOJDKHOCTHOM MHCTPYKLHEH;

e TIPOBOJMUT BBOJHBIA HMHCTPYKTaX, WHCTPYKTaX MO OXpaHe TPYAa, HHCTPYKTaK TIO
IPOTHUBOIOKAPHOH 0€30IaCHOCTH.

2.4. IlepBruHoe oopMIIEHHE JTHYHOTO [efa Npe/lycMaTpuBaeT:

2.4.1 npUCBOEHHE IMYHOMY Jely HOMEpa COINIACHO JKypHauly y4YeTa IHIHBIX el

(mpunoxxernne Ne 1);

2.4.2.pocTapleHye Ha OOGJOXKKe IHMYHOTo Jena (mpuioxenue Ne 2) crmemyroniux

PEKBH3UTOB:

2.42.1.uanexc fgena (B COOTBETCTBHM C HOMEHKIATYpOH el o0ieoOpazoBaTelbHON

OpraHM3alIMH;

2.4.2.2 monHOe HauMeHOBaHKEe 00Ie00pa30BaTEIBEHON OpPraHu3alliH,

2.4.2.3 HoMep THYHOTO JeTa;

2.4.2.4.haMunEs ©MsI OTYECTBO PabOTHHUKA B HMEHUTEIIEHOM TIAIEeKe;

2.4.2.5.1aTsl — roJ] Hadaua u ToJ OKOHYaHUs BeIeHus JIesia,

2.4.2.6. KOIAYECTBO JIUCTOB;

2.4.2.77.cpoK XpaHeHHUs,

2.4.3.moMeleHre JOKYMEHTOB, IOJANIEKAIIUX XPaHEHWIO B COCTaBe JHMHYHBIX /€], B

XPOHOJIOTHIECKOM MOPsJIKe:

2.4.3.1. BHYTpEHHSS OMKCH IOKYMEHTOB Jiefa (IpHaoxenue Ne 3);

2.4.3.2. 3agBieHHe O MpUeMe Ha padoTy;

2.4.3.3. Konus npHKa3a 0 mpueMe Ha padoTy;

2.4.3.4. TpynoBO# 10r0BOD;

2.4.3.5. nmoropop O MOJNHOMW MaTepuagbHOM OTBETCTBEHHOCTH (ecnu pabOTHHK —

MaTepHaTbHO OTBETCTBEHHOE JIMIIO);

2.4.3.6. xapakTepUCTHKH M peKOMEHIATE/IbHBIC IUChMA;

2.4.3.7. cornacue Ha 00pabOTKY NEPCOHAIBHEIX AaHHBIX.

2.5. JIuCTHI JOKYMEHTOB, TIOMEIIEHHBIX B IHYHOE JEN0, TTOIEHAT HyMEPaLHH.




2.6. C menpio obecreveHns] HalJiexalledl COXpPaHHOCTH JIMYHOrO Ieja IEeJaroros M
COTPYIHUKOB 001me00pa3oBaTeIbHON Opraiu3aluy 1 ynobcTBa B OOpaleHny ¢ HUM IIPU
GopMUpOBaHUK IOKYMEHTHI ITOMENAIOTCA B OTACNBHYIO TIATKY. [lpu yBONLHEHUH
paboTHHKA IPOIIMBAIOTCS HUTKAMU U CHAIOTCS B apXUB.

2.7. BHYTpeHHss onuch JOKYMEHTOB, MMCIOIIUXCs B TMYHOM [ene, JOIDKHA COMEpKalh
CBEIEHHs O MOPAAKOBEIX HOMEpax, HAUMEHOBAHMSIX JIOKYMEHTOB Jeld, KOIMIECTBC
JTUCTOB, [arax BKIIOUEHHs TOKYMEHTOB B JIMMHOE [0 M H3BATHA U3 14, & TAKKE KEM
W3BAT JOKYMEHT ¥ 110 KaKOH IpHYHHE.

2.8. BHyTpeHHsAA OMKCH COCTABIIETCS HA OTHENLHOM JIMCTE IO yCTaHOBJIEHHON (dopMe.
JIucTEl BHYTPEHHEH OIMCH HyMEPYHOTCS OT/IENIBHO.

2.9. Tlpy MOATOTOBKE JIMYHBIX AEN K TIEpelade Ha XPaHCHHE K BHYTPCHHEH OIMCH
COCTABIISETCS WTOrOBas 3allich, B KOTODOM yKasblBaeTcs NU(ppamu # TIPONMCHIO
KOJTMYECTBO BKIFOUEHHLIX B HEe JIOKYMEHTOB M KOJIHMYECTBO JUCTOB ACTa.

3. Hopaaok BeJeHHs! JHYHBIX €]l IeJaroros U COTPYIHUKOB MAQY COII Ne 2

3.1. JlWuHOe medo MeIaroroB M COTPYAHMKOB 00IeoOpazoBaTeibHOH OpraHu3aliy
BeleTcs B TeUGHME BCEro IepHona paboThl KaKAOro Iefarora o COTPY/IHHKA B
006111600pa30BaATENEHOM OpraHU3alii.

3.2. JlanbHeiiniee — BeNeHWE ~ JMYHOrO  Ji€ja  [EAaroros  H COTPYIHHMKOB
061IIe06pa3zoBaTENbHON OPraHU3ally TIPe/TyCMaTPUBAET OMCIIEHHE B ICJI0 IOKYMEHTOB,
06pasyromuxcs B mporecce pabodeli AesTeNbHOCTH U IMEIOIIMX SHAUCHHE A TPYAOBBIX
OTHOIIEHUH: '

3.2.1.m0oMoNHEN e K TUIHOMY JIUCTKY MO Y4ETYy KaJlpoB;

3.2.2.J0TIONHATEIBHBIE COTTIAIIEHNS K TPYA0BOMY JOI0OBOPY;

3.2.3.KOUKM NPUKA30B IO JHYHOMY COCTaBy, KOTOPBIE KacaloTCid ICNdrOTOB M
COTPYIHHKOB 00111e00pa30BaTelLHON OpraHn3alliH,

3.2.4.0T36IBLl JOIDKHOCTHBIX IMI O IeJarore M COTPyAHHKe 00Ieo0pasoBaTelb-HOR
OpraHu3alky;

3.2.5.KOmHM JOKYMEHTOB O ITOBLIIIEHUH KBTH(PUKALIHM,

3.2.6. KOonuu CepTU(UKATOB, IPAMOT;

3.2.7. TMCT — 3aBepUTENH eia (COCTAaBIAIOT IIPH ¢/laye IMIHOro Jella B apXuB);

HHBIE JOKYMEHTEI. ‘

3.3. B nensx obecrnedeHust KOHTPOIS 3a COXPAHHOCTBIO U aKTyalbHOCTBIO JIMYHBIX NEI B
0611e06pa30BaTENBHOM  OpraHu3aly  exeroano (He mnosgHee 1 ksaprama rona,
CJIeJLYFOIIETO 38 OTYETHBIM) IPOM3BOMUTCS IPOBEPKA MX HANMTUS U COCTOAHHA.

3.4. PEXerojHyio TIpOBEPKY COCTOAHMS JIMYHbIX Jel Ha MPEeIMeT COXPaHHOCTH
BKIIIOYEHHLEIX B HEro IOKYMEHTOB IIPOBOJMT CIIEI[HAlbHO CO3JaHHas KOMHCCHS. O
IPOBEICHHBIX IPOBEPKaX JENacTCs OTMETKa B JIMCTE O PE3YbTaTax €KErOJIHOM IIPOBEPKH
COCTOSIHMS ¥ HaIMIUs JIMYHOTO nea (mpunokenne Ne 5) B COCTaBIAETCS aKT. Pe3ynbTaThl
IPOBEPKM JIAYHBIX Jel B O0OSA3aTeNbHOM IOPSIIKE JOBOMSITCS 1O AWPEKTOpa
00111c00pa30BaTeNbHON OpraH3aIiy.

4. Tlopsanox y9éTa W XpaHEeHHs JUYHBIX Iel MEeIaroroB M COTPYTHWKOB OpraHM3alluM,
OCYIIECTRISIONIEH 00pa3oBaTebHyIO IesITeNbHOCTE

4.1. XpaHenue © yd4eT JHYHBIX [€J [€JaroroB ¥  COTPYIHHKOB OpraHH3alHy,
OCYIIECTB/IsOMIEeH 00pa3oBaTeNbHYIO AEATEIBHOCT, OPIraHU3YIOTCA C IETbI0 OBICTpOro H
0e30MO0OUHOro TIOHMCKAa JIMUHBIX Jel, oldecrneyeHUss WX COXPAaHHOCTH, a TakKe



obecriedeHns KOH(DUICHIMATBHOCTH CBEICHUH, COAEPXKAIINXCA B JOKYMEHTaX JIHHHBIX
71eJ1, OT HECAaHKIIHOHMUPOBAHHOTO 1OCTYyTA.

4.2. JTuuHble Tena COTPYAHUKOB XpaHATCs B cefide 001e06pa3oBaTelbHON OpTaHU3aAlNH.
4.3. Tpy/toBble U MEJIMLMHCKHE KHIKKH XPAHATCS OTACIRHO B celide.

4.4, JlocTyn X JMYHBIM JlellaM IeJaroroB M COTPYAHMKOB 0011006 pa30BaTENEHOM
OpraHM3aliM  HMEIOT ~TOJBKO ~CCKpeTaph, CHELHAIHMCT 1O  KaipaM, —JAHMPEKTop
0611Ie06pa30BATENbHO OPraHU3alui JTHOO 3aMECTUTENHM JMPEKTOpa MPH HCIHOTHEHMH
obs13aHHOCTeH IpeKTopa 06111e00pa3oBaTeIbHON OPraHU3aIKy.

4.5. CucreMartusanus TUYHBIX OEI TIeJaroros W COTPYyIHHKOB ob1eobpasoBaTenLHON
OpraHHM3alii IPOU3BOJMTCA B al(paBUTHOM IOPSTKE.

4.6. JlwdHbIE JeNa TIEJAroroB ¥ COTPYIHUKOB 00IeoOpa3oBaTelbHON OpraHW3aluy,
MMEIOIIMX TOCYApCTBEHHbIE 3BaHWsA, NMPEMWM, HArpajbl, y4eHBle CTENCHH W 3BAHHA,
XPAHSTCA TOCTOAHHO, 8 OCTANBHBIX COTPYLHMKOB — 7 5 ner ¢ rofa yBOJbHEHUs paboTHHKA
(B coorBeTcTBUH ¢ [lepeyreM TUIOBBIX YIPaBICHICCKUX IOKYMEHTOB).

5. TlopAa0K BBIIAYH JHUHBIX €] BO BpeMeHHOoe N0IL30BaHHe

5.1. Beigaua TWYHBIX Jell (OTHENBHBIX JTOKYMEHTOB B COCTaBe JIMYHOIO zena) BO
BpeMeHHOE [10/1b30BaHKe TIPOU3BOMHUTCA C Pa3pElICHIST TUPEKTOpa 0611e006pazoBaTeIbHON
OpraHM3alMM [0  3asBIEHMIO  COTPY[IHMKa  OpraHH3aluH, OCYIIeCTBISIOIEH
00pazoBaTeIbHyO IEATCIbHOCTD.

5.2. PaGora (o3HaKoMJeHHE) C JIMYHBIME [JelaMd [€JaroroB u  COTPYAHHMKOB
006111e06pazoBaTebHOM OpraHu3aliy MPOU3BOJUTCS B NpUeMHON IHpekTopa. B Komie
paGodero JiHsA CeKpeTapb WU CHEIHATHCT O KaapaMm 00s3ana yOeauThCA B TOM, YTO BCE
JIMIHbIE J1e)1a, BhIIaHHBIE BO BpEMEHHOE IIONIh30BAHNE, BO3BPAIIEHB! Ha MECTO XpaHCHMA U
eCTh M HeoOXOAMMOCTE UL IPUHATHA Mep K MX BO3BPALICHHIO HITH PO3LICKY.

5.3. MaxT BLUIAYH TMIHOTO Aelia GUKCUPYETCs B KOHTPOIBHOM JKypHAE.

5.4. Uspgarue OTOCIBHBIX JOKYMEHTOB M3 JIMYHOTO Jela MPOU3BOAUTCI C paspellCHHA
JMpeKTopa 00IIe00pa30BaTENBHOM OpraHu3alluK  C 0o(DOPMIIEHHEM COOTBETCTBYIOLICH
sarmcu B rpade «[Ipumeuanne» BHyTpeHHeH omucy. IIpy BpeMEHHOM U3BSTHH TOKyMEHTA
Ha ero MecTo (MEXAy JHMCTAMH COCENHHX JIOKYMEHTOB) BKIAIBIBACTCS CIpaBKa-
3aMECTHTENbp € yKa3aHWeM JaThl M NPHYMH M3BITHA C HOANMCHIO JIHIA, BBIAABIIETO
JIOKYMEHT, ¥ TIOJTMCHIO IIHIIA, IIOJTYIUBIIEro ero BO BPEMEHHOE [IONB30BAHUE.

6. OdopmiieHne JIHIHBIX e nepe/] caatded B apXuB

6.1. OdopMileHHEe TUYHBIX TN IS Nepefadn B apXuB IPOM3BOMTCS CIICIMATMCTOM TI0
KajpaM 0611e00pasoBaTebHON OpraHnu3aiy. J1a MPOIeIypa BKIH0YaeT:

NOIIIMBKY (TTeperieT) Jena;

e yTOYHEHHE HyMepaluy JIMCTOB Jela;

e cocrapieHue (YTOUHCHKE) BHYTPEHHEH OTUCH;

e BHECEHHE YTOUHEHHH B PEKBH3HUTEI TULIEBOM OONOXKKH JIea.

6.2. JlucT-33aBEpHUTENh Jiella JODKEH MOANMCATh €r0 COCTaBUTENb, IPH ITOM JACNAeTCA
pacmuppoBKa JAODKHOCTH W IOAINCH, POCTABIACTCS TaTa. B mporiecce UCTIONE30BAHMS
apPXMBHBIX JOKYMEHTOB B JIMCTe-3aBEpUTENIe IeTA0TCs COOTBETCTBYIOMINE OTMETKH. Ecnu
JIeJT0 TIOJIIATO 63 IMCTa-3aBEPUTENS, TO €0 Cle/IyeT HakIeUTh Ha BHyTPEHHIOIO CTOPOHY
OOJIOXKKH JIEna.

6.3. C 1ensto o0ecieuedns COXpaHHOCTH JIMYHBIX JIE]T PCKOMEH Y STCH!



e OOLENMHAT: HHAWUBHAyaJbHBEIE JIMYHBIC Jiella YBOJIGHHBIX COTPYIHHUKOB B OIHY
0050kKy (00BEIMHEHHOE JeN0) ¢ TAaKUM pacdeToM, 4To0bl 00beM Jena (ToMma) He
npesbiman 250 mucToB (IMyTeM CIMMBKKM MaTepHaloB MHAWBUAYAIBHBIX ACI II0 TOAaM
YBOJIBHEHHUS );

e pacronaratb MarepHalbl WHIMBHAyalbHBIX el B Ipelenax Jjena (Toma) B
anbaBUTHOM HOpsiike (MO(GaMUIbHO), OTAENAS MaTepuallbl, OTHOCAIIHECS K PasHbBIM
WHIMBUAYANLHEIM [I€JIaM, YUCTBIM JTHCTOM OyMaru ¢ yKazaHueM Ha HeM (aMHIHH,
MMEHM ¥ OT4ecTBAa COOTBETCTBYIOLLEIO YBOJIEHHOTO TIIefarora M COTPYIHHKA
00611e00pazoBaTeNbHON OpraHu3alyy; CHad)arh Kaxaoe o0beAMHEHHOEe Jelo (ToM)
BHYTpEHHEH OIKMCHI0 C TIepeuncieHreM (QaMuiii, UMEH M OTYECTB M YKa3aHHEM
HOMEpPOB CTPaHHIl, B TIpeleNax KOTOPBIX pPAacIOJOXKEHbl COOTBETCTBYIOLIHE
JIOKYMEHTEL.

6.4. Tlepemaua NUYHBIX [ell B apXUB OCYNIECTBIAETCS HE IIO3IHEE TPeX JIeT Mocie

3aBepIIeHUs MX B JIEIONPOH3BOACTBE B COOTBETCTBHM ¢ rpadukoM. IIpensapurensHO

CeKpeTapeM, CIIELHATUCTOM 110 KajapaM IIpoBepdeTcs IIONHOTA M IPaBUIBHOCTH

[OJIrOTOBKH JIMYHBIX el K Iiepejade. BBISBICHHBIE IpU IIPOBEPKE HEJOCTATKH

YCTPaHAIOTCS ceKpeTapeM, CIeIHaNIucToM 1o kaapam. Ilepenaya v mpueM pou3BOIATCS

I10 OIMCH C MPOCTAHOBKOH OTMETOK O HATHYMH JTMYHBIX JIEIL.

6.5. JluuHble Aena MearoroB W COTPYOHHUKOB 00I1e00pazoBaTelbHON OpraHd3aluy,

3aKOH4YEHHbIE AenonpoussonctBoM mo 1 sBapst 2003 rona, xpanarcsa 75 net, mocne 1

suBapst 2003 roma — 50 ner. JluuHBle nema AMpPEKTOpa, IVIABHOrO Oyxranmrepa

006111e00pa30BaTENBHON OpraHU3alMi KMEIOT IIOCTOSHHBINA CPOK XpaHEeHH.

7. OTBEeTCTBEHHOCTh

7.1. Tlemarorm u coTpyAHuku oOmeoOpa3oBaTeNbHOR  OpraHu3aluy  00s3aHEI

CBOEBPEMEHHO IPEICTABIATh CEKPeTapio MM CIELUANMCTy 110 Kajapam CBelleHus 00

H3MEHEHHH B IIEPCOHAITBHBIX JIAHHBIX, BKIFOYEHHBIX B COCTAB JIMYHOIO JIea.

7.2. Paboronarens obecriednBacT:

® COXpPaHHOCTh JIMYHBIX M€l TIeJaroroB M COTPYJIHHKOB 00mIeoOpasoBaTenbHOM
OpraHm3alny; KOH(UIECHUMANbHOCTE CBEIEHUH, CONEPIKAIIUXCA B JIMIHBIX JeNlax
IIEIarOrOR ¥ COTPYIHUKOB.

8. IlpaBa paGoroaaTe/ia H paboTHHKA

8.1. Jlns obecriedyeHHs 3alUThl NEPCOHAIBHBIX HAHHBIX, KOTOPBIE XPAHATCA B JIMYHBIX

Jelax IejaroroB M COTPYAHHKOB o00IIeo0pa3oBaTeIbHON OpraHMU3alyM, IeJarord |

COTPYIHUKH 0011e00pa30BaTellbHON OpraHu3alii HUMEIOT IIPaBo:

e TONYYNUTH MONHYIO MH(POPMALIHIO O CBOUX MEPCOHAIBHBIX NAHHBIX M 00pabOTKe 3THX
JAHHBIX;

® TONYYHTH CBOOOIHBIN JIOCTYII K CBOUM IEPCOHANLHLIM JaHHEIM,

® [IOJYYUTH KOIMHM JOKYMEHTOB, XpaHAIIMECs B JMYHOM Jiele W CofepKallue
IepCOHANbHbIE JIAHHBIE;

e TpeboBaTh WCKIFOUEHHsA WM HCIPABICHUS HEBEPHBIX U HENOJHBIX IePCOHANBHBIX
JaHHBIX.

8.2. PaboroyiaTeis HMEET IIPaBo:

e o0OpabarkiBaTh TIePCOHAJIBHBIE IaHHEIE [eJaroros u COTPY/IHHUKOB
0b1ie0bpa3zoBaTeIbHOM OpraHU3alliy, B TOM YHCIIe U HA DIEKTPOHHBIX HOCUTRIIAX;



e 3aIPOCHTH OT IEAroroB M COTPYIHHKOB 00IIeo0pa3oBaTeNbHON OpraHu3alMy BCIO
HEOOXO0AMMYI0 HH(DOPMAIIHIO JUTS BeeHUs: TUYHBIX Jiel U 06paboTKi MepCOHaIbHBIX
TTAaHHBIX.

9. 3aka0unTeNbHbIE 10JOKEHHUS

9.1. Hactosmee [Tonoxenue o nopsake BeacHus JTUUHBIX ged pabotarkos MAOY COII
No 2 sgpnsercs NOKaJIbHBIM HOPMATHBHBIM aKTOM, NpuHHMaercss Ha llemarormveckom
coBeTe INKONLI W yTBepxkjaercs (inub0 BBOAWTCS B NeHCTBUE) NPHKA30M JMPEKTOPA
OpraHU3aIliH, OCYILIECTBIIONeH 00pa3oBaTeNbHYIO AEATENBHOCTE.

9.2. Bce W3MeHeHNs M JOIOJIHEHNs, BHOCUMEIe B HacTosmee [lomoxeHue, oQopMIIsioTcs
B IUCHMEHHOW (hopMe B COOTBETCTBHH JACHCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickon
Denepaluny.

9.3. IlonoxeHue O IOPSAKE BeIEHUS IWYHBIX Jell padOTHHMKOB 00pa3oBaTeIbHON
OpraHM3aIliy NPUHUMAETCs Ha HEOIpeleleHHBIH Cpok. K3MeHeHHs W JONOIHEHHSA K
[TonoXEeHHI0 TPWHAMAIOTCS B IHOPSIKe, IIPefycMOTpeHHOM 1.9.1. HacTOSIero
[Tonoxenwst.

9.4. Ilocne npunstas [lonoxenus (MM U3MEHEHUH U NOIOIHEHHUH OTHCIBHBIX ITYHKTOB U
pa3enoB) B HOBOM peJakLiiy NpebIAyIlas PeJaKiisd aBTOMATHIECKH YTPAYHBAET CHITY.



KYPHAJI YYETA JTNYHBIX JEJI

ITpunoxenune No 1
K [1on0oKenuro 0 BeIeHHH JIMYHBIX JeT paboTHHKOB

No JHara DamMunuys, Homep | JomkHOCTE Jara Jlara [Tpumeuanue
ohopMIIEHUS M3, JTUYHOTO npUeMa | yBOJIBHEHHS
JIMYHOTO Aela OTYECTBO nena Ha (npuka3z)
COTpYIHHKA pabory
(mpuxa3s )

Hunexe nema

[Ipunoxenne Ne 2
K [Tos10eHHI0 0 BeIEHWH THIHBIX el pabOTHHKOB

MYHHIIHIIAIEHOE ABTOHOMHOE 0011e00pa3oBaTeNbHOE YUpeK/IeHHe

Jlnamoe nemo

cpeausas odmeodpazopaTenbHas mkoaa Ne 2

HeBbAHEKOr0o ropoJIckoro oKpyra

(MAOY COIII Ne 2)

Jlara Havaja

Jara oxonyanus
Ha JUcTaX
XpanuThb Jer

(PHO paboTauka)

IIpunoxenne Ne 3




Kk IlonosxkeHHro 0 BeeHHN THYHBIX JIE) PAOOTHHKOB

BHY (Pt 1 OIIIUCH
JOKyMeH1o# [ena No

No Wnnexc nena Hara Hazpanne Homep mucror | Tlpumeuanne
JOKYMEHTa AJOKYyMCHTa aena

Hrtoro JIOKYMEHTOB

KonuuecTBO TUCTOB BHYTPEHHEH OIUCH _

Crenuanuct mo xKagpam ( )

Hata«  »

[Ipunoxxenne Ne 4
Kk [TomoyxeHHIO 0 BeICHAN TMYHLIX €T paboTHAKOB

O®.1.0.
JOIKHOCTE
Jluganoe geno Ne

Jlara 03HAKOMIICHHS COTPY/THHKA L 1O AITHCE OTMeTKa 0 3aMeYaHusIx,
C THYIHBIM JEIOM neparora/paboTHuka TIpUMEYaHue

ITpunoxenue No 5
K [lomoxeHHIo 0 BefleHUH JIMIHBIX e PaboTHHKOB

Otmerka o BEJIEHHUU EKETOIHON [IPOBEPKH COXPAaHHOCTH W HATTHMYMS JUYHLIX JEN pa60THI/IKOB
O.1.0.

JlomxHOCTE
JImuroe neno No

Jara npoepku GHO wi: . 10B KOMHECCHH [Tommucs

Pezynerar nposepku




