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1. O6LLMe NOMOXKEHNSA

1.1. Hactoswee [MonoxeHve O MOPALKE BefEeHWS JIMYHBbIX [Aefl pabOTHUKOB OpraHu3aumu,
OCYLLECTB/IAOLLEN  06pa3oBaTeNibHYt0  AedATe/lbHOCTb, pa3paboTaHO B COOTBETCTBUMM  C
defepanbHbIM 3aKoHOM Ne 273-$3 ot 29.12.2012 «O6 06pa3oBaHMmM B Poccuiickoi ®egepammn»
B pefakuum oT 1 ceHTa6ps 2020 roga, PeaepanbHbIM 3akOHOM OT 27.07.2006 Ne 152 «O
MepCOHa/IbHbIX [aHHbIX» B pepakumn ot 24 anpens 2020 roga, lMpukasom denepasibHOro
apXMBHOro areHTcTBa OT 23 Aekabps 2009 roga N 76 «O6 yTBepXAeHMM MeToanyeckux
peKOMeHAaumin no paspaboTke MHCTPYKUMIA MO Aenonpov3BOACTBY B (hefepasibHbIX OpraHax
MCNOMHUTENbHOM BnacTu», Ykasom [pesngeHta oT 30.05.2005 Ne 609 «O6 yTBEpXKAEHWUM
MoNoXeHNA 0 NePCOHabHbIX AaHHbIX FOCYAapPCTBEHHOIO CnyXallero Poccuinickoin degepaumm um
BeAeHUM ero NM4YHOro pgena» B pegakumm ot 23 wmwona 2019 roga, Tpygosbim Kogekcom
Poccuitckoin depepauumn, KonnekTMBHbIM LOrOBOPOM, YCTaBOM OpraHu3almn, OCYLLECTBAAIOLLEN
06pa3oBaTe/IbHyH0 [eATeNbHOCTb.

1.2. [aHHoe [lonoxkeHue onpefenset MNOPAAOK BeAEHUS JIMYHbLIX [en NnefaroroB N KHbIX
COTPYAHWKOB M PabOTHUKOB LUKOJIbI, OMpeaenseT MnopsgokK (opMMpoBaHMs, y4yeTa U XpaHeHus,
BblJauu SIMYHBIX [ieN1 BO BPEMEHHOE MO/Ib30BaHMe, a TakXKe OTBETCTBEHHOCTb, Npasa PaboTHNKOB U
AMpekTopa 06pa3oBaTesibHOM OpraHu3aluu.

1.3. HacTosiee MonoxkeHve yTBEPXAAeTCA MPUKa3oM MO LUKO/E W ABMSETCA 06a3aTe/lbHbIM A1
BCEX KaTeropuii nefarornyecknx v apyrux cOTpyLHUKOB LUKObI.

1.4. BefeHve NNYHLIX [en negaroroB M COTPYLHWKOB LUKONbI BO3/araeTcsa Ha crewuumanucTa no
KaZpam opraHm3aumu, ocyLLecTBAstoLLel 06pa30oBaTelbHyH0 4eATe/lbHOCTb.

1.5. JInuHoe Aeno —OCHOBHOM [O0KYMEHT MEPCOHA/IbHOMO Y4eTa, coaepXXallnin Hanbonee nosHble
CcBefleHMsi 0 paboTHMKe 06pa3oBaTe/lbHOW OpraHu3auum 1 ero TpyLOBOW AesTeNlbHOCTW. B nyHoe
[ieN0 BHOCATCA CBEEHNA, CBA3aHHbIE C MOCTYM/IEHNEM Ha paboTy U YBOJIbHEHMEM.

1.6. CBeaeHus, cofepxKallimecs B IMYHOM Aene, OTHOCATCA K KOH(MAEHUMAbHOM MH(opMaLmu,
MMEIOT OFpaHUYeHHbIA JOCTYN W pa3rfialleHno He NOA/eXar.

1.7. JInuHoe [ienio BeieTCA B TEUEHWE BCero nepuoga pabotbl paboTHMKA.

1.8. BegeHne HECKONbKMX NIMYHBLIX Aen OAHOro paboTHWMKa 06pa3oBaTe/lbHON opraHu3aumMmn He
[lonyckKaeTcs.

2. MopsAaoK GopMUPOBAHMS INYHBIX IeN COTPYAHUKOB
2.1. ®opmupoBaHMe NMYHOFO [Jena MedaroroB W COTPYAHMKOB — 06LLe06pa3oBaTe/bHOM
OpraHM3aLMM nNpou3BOAUTCS HEMoCPeACTBEHHO Mocne npreMa B 06LIe06pa3oBaTe/bHYHO



opraHvsauuio WM nepeBoja nNefjaroroB M COTPYAHWKOB M3 ApYyroin 06pasoBaTe/bHOM
opraHm3saumu.
2.2. B COOTBETCTBUMM C HOPMATWMBHbLIMW [OKYMEHTaMV B /INYHbIE Aefia Nefaroros U COTPYAHUKOB
opraHu3auumn, OCYLLECTBAAOLEN 06pa30oBaTeNlbHY AeATeNlbHOCTb, BKIAAbIBAIOTCS CledytoLve
[OKYMEHTbI:
ana neaaroros:
* 3adB/IeHME O NpreMe Ha paboTy;
* 3adB/IeHMe O cornacum Ha 06paboTKy NepcoHa/IbHbIX JaHHbIX Nejarora;
e ClMpaBKa 0 Ha/iM4mmn (OTCYTCTBMK) CYAMMOCTU U (Un) (haKTa YrooBHOrO NpecrefoBaHns,
BblaHHOr0 COOTBETCTBYHOLLMM OpPraHOM NpPaBonopsaKa;
* - aBTOOMOrpadus;
e KOMus nacropTa Wiy MHOro AOKYMEHTA, YA0CTOBEPAIOLLEro JIMYHOCTD;
e KOMusa CTPaxoBOro CBUAETENbCTBA NEHCMOHHOIO CTPaxoBaHus;
*  KONWA MAEHTUMMKALMOHHOIO HOMEPa Ha/10ronnaTe/bLLMKa;
e KONWsA AOKYMeHTa BOMHCKOIO yyeTa (4/1 BOeHHO0053aHHbIX);
*  KONnusa CBUAETENbCTBA O 3aK/04eHn bpaka (Mpu Hanmumm);
e KOMNWsa CBMAETENbCTBA O POXKAEHUN AeTel (NP HanMunn);
*  KOMWUW LOKYMEHTOB 06 06pa3oBaHuu;
e KONWM JOKYMEHTOB O KBa/SIM(hMKALMMN UK HanYmne cneunanbHbIX 3HaHWUI (Mpy Haimuun);
e KOMWUW aTTeCTaLNOHHBIX SINCTOB (MPY HANUUK);
*  KOMWW [OKYMEHTOB O HarpaxaeHuun (Mpy Hanmumm);
*  XapaKTepuCTUKW, peKoMeHaaTesbHble NucbMa (Mpy Hannuum);
* MpuKas o npveme Ha pabory;
* MpVKas o MepeBofe Ha UHYIO A0MKHOCTL (MY HAMYMK);
*  [O/MKHOCTHaA WMHCTPYKUMA (LO/MKHOCTHbIE WHCTPYKLUW C MOMEHTA Ha3HauyeHus Ha Bce
[O/IXXKHOCTHN);
e TpyAoBON [oroBop (C MOCNEAYHLWMM BK/IOYEHWEM AOMOMHUTENbHBIX COrfaeHnii K
TPYA0BOMY A0r0BOPY);
*  TPYZOBYH KHUXKY;
*  MEeAULUHCKYHO KHUDKKY.
s paboTHUKOB:
*  3adB/IeHME O NpuemMe Ha paboTy;
*  3asB/IEHME O COrnacumn Ha 06paboTKY NePCOHasNbHbIX AaHHbIX Meaarora;
* CrMpaBKa 0 Ha/iM4mKn (OTCYTCTBMK) CYAMMOCTM U (MK) (hakTa YrosioBHOTO NpecnefoBaHus,
BblJ@HHOI0 COOTBETCTBYHOLLMM OpPraHOM NpPaBonopsaKa;
* asTobMOrpadus;
e KOMNus nacropTa UM UHOro AOKYMEHTa, YA0CTOBEPAIOLLErO /INYHOCTD;
*  KOMwWsA CTPaxoBOro CBUAETE/IbCTBA NEHCMOHHOMO CTPaxoBaHus;
*  KONusA MAEHTUMPUKALNOHHOIO HOMEpPa Ha/IoronnaTesbLLUMKa,;
*  KOMWA JOKYMEHTa BOMHCKOIO y4eTa (4/19 BOEHHO005A3aHHbIX);
* KOMuA CBMAETENbCTBA O 3aKNHoYeHUn bpaka (Mpy Hamumnm);
*  KOMWSA CBUAETENLCTBA 0 POXAEHUN AeTei (Npu Hamumn);
e KONuM JOKYMeHTOB 06 06pa3oBaHuu;
e KOMUW JOKYMEHTOB O HarpaxaeHuu (npu Hanmumn);
*  XapaKTepuCTUKW, peKOMeHaaTe/bHble nucbMa (Mpy Hannmuum);
* MpUKas o Npreme Ha paboTy;
* MpUKa3 0 NepeBoje Ha NHYH JO/MHKHOCTL (MY HANYNK);
*  [O/MKHOCTHAs MHCTPYKLMA (LO/MKHOCTHbIE MHCTPYKUMM C MOMEHTA Ha3HaueHWs Ha Bce
[O/IXKHOCTHN);
e TpygoBoi goroBop (C MNOCNeAyHLMM BK/IKOUYEHMEM [AOMOMHUTENBbHBLIX COFNAaLlEHUA K

TPY/0BOMY [I0r0BOpY);
e TPYZOBYIO KHIUXKY;



*  MEAULMHCKYIO KHUXKY.
PaboTogaTens ohopmnseT:

* TPYZAOBOI AOroOBOpP B ABYX 3K3eMNspax;

* MpVKa3 o0 Npreme Ha paboTy (0 NepeMeLLeHNN Ha ApYyTrue JOMKHOCTK);

* JINYHYIO KapTO4Ky Ne T-2;

e JO/MKHOCTHYO MHCTPYKLUMIO B ABYX 3K3eMMspax.

PaboTogaTeNb 3HaKOMUT :

* C HOPMaTWMBHO-NPAaBOBbIMY AOKYMEHTaMW LLKONbI (YCTaBoM, KONMeKTUBHbLIM [0roBOPOM,
MpaBunamu TPYJ0BOro pacrnopsaka v Ap. N0KasbHbIMU akTamm);

¢* C JO/MKHOCTHOW UHCTPYKLWEN;

* MPOBOAUT BBOAHbIA WHCTPYKTaX, WHCTPYKT&X MO OXpaHe TpyAa, WHCTPYKTaX Mo
NMPOTMBOMOXapPHO 6e30MacHOCTH.

2.4. TepBUYHOE OhopMIEHME IMYHOTO fAena NpesyCcMaTpuBaeT:

* [PWUCBOEHWNE NIMYHOMY [ie/ly HOMEpPa COrMacHo XXYpHany yyeTta IMYHbIX Aen (NpunoxeHue
Ne 1);

* [poCTaB/ieHNe Ha 06/10XKKe NMYHOro fena (npunoxenue Ne 2) crefyrolmx peKBU3UTOB:
MHOeKC pdena (B COOTBETCTBUWM C HOMEHKNATypon gen  06uieobpazoBaTe/ibHOW
opraHu3auuy; MnosHOe HavMMeHoBaHMe 006LLe06pa3oBaTelbHON  OpraHu3auun; Homep
NNYHOTO fAena; hammana MMs 0TYeCTBO PabOTHMKA B MMEHWUTE/IbHOM Majexe; AaTbl - rof
Havana 1 rof, OKOHYaHUA BeAeHUA Aena; KOMMYeCTBO /IMCTOB; CPOK XPaHeHUs;

* [OMEeLLeHNe [OKYMEHTOB, TMOAJIeXAMX XpaHeHW0 B COCTaBe JIMYHbIX [Jen, B
XPOHONOrMYECKOM MOPALKE:

> BHYTPEHHSASA ONuUCb JOKYMEHTOB fAena (npunoxeHuve Ne 3);
NNYHBIA NNCTOK MO Y4eTy Kafpos (NpuioxeHus Ne 6);
3asB/ieHME 0 NpuemMe Ha paboTy;
npukKas o npueme Ha pabory;
TPYAOBOW A0r0BOP;
[OroBop O MOJMHOW MaTepuasbHOM OTBETCTBEHHOCTM (eciM  pabOTHUK -
mMaTepuasibHO OTBETCTBEHHOE MLO);

> XapaKTepUCTUKN U peKOMeHAATe/bHbIE NMUCbME;

> cornacue Ha 06paboTKy NepcoHaNbHbIX AaHHbIX.
2.5. JINCTbl JOKYMEHTOB, MOMELLEHHbIX B JIMYHOE [e/10, NOAJSIEXAaT HyMepauuu.
2.6. C uenbto obecneyeHns Hafexalleir COXpaHHOCTM JIMYHOTO fefa nejaroros U COTPYAHUKOB
06Le0bpa3oBaTeNbHO opraHu3auuMm 1 ygobcTea B 06palieHMnM ¢ HUM npy POPMUPOBaHMK
[AOKYMEHTbI MOMeLatoTCd B OTAeNbHYH narnky. [Mpu yBO/bHEHMU paboTHMKA MPOLUMBAHOTCS
HUTKaMKn 1 CLAKTCA B apXMB.
2.7. BHYTpPeHHSS ONMUCb JOKYMEHTOB, UMEIOLMXCA B JIMYHOM [efe, JO/MKHA COAepXKaTb CBeeHNSs
0 MOPSAKOBLIX HOMepax, HaUMeHOBaHWAX [OKYMEHTOB Jena, KO/IMYecTBe JICTOB, jAatax
BK/IOUEHWS LOKYMEHTOB B IMYHOE N0 U U3bATUA M3 [eNa, a TakKe KeM M3bAT AOKYMEHT U Mo
KaKOW npuymnHe.
2.8. BHYTpeHHsS OnuCb COCTaBNAETCH HA OTAE/IbHOM /IMCTE MO YCTaHOB/IEHHOW (opme. JICTbI
BHYTPEHHEN ONWCKU HYMEPYHTCS OTAENbHO.
2.9. Mpn NOAroTOBKE NIMYHBLIX AEN K nepefaye Ha XpaHeHWEe K BHYTPEHHEN OMMCKU COCTaBNSETCA
MTOroBas 3armncb, B KOTOPO YKasbIBaeTCs Lmgpamu 1 NPOMUCHI0 KOIMYECTBO BK/IKOYEHHbIX B Hee
[OKYMEHTOB M KO/IMYECTBO /INCTOB fena.

V VVVYV

3. TlMopsigok BeaeHUS UYHbIX Aen MeaaroroB M COTPYAHWKOB — OpraHmM3alumu,
oCyLLECTBNSAOLLEN 06pa3oBaTe/IbHYO AeSATE/TbHOCTb

3.1. JlnyHoe Aeno neaaroroB UM COTPYAHMKOB 06LLEOOpa3oBaTeNlbHOM OpraHu3aumMmn BeaeTcsl B
TEYeHMe BCEro nepuoga paboTbl KaXAOro negarora M cOTPyAHMKa B 06LLe06pa3oBaTeNbHON
opraHu3aLuun.



3.2. [anbHelillee BefeHMe NIMYHOrO fena nejaroroB UM COTPYAHWKOB 06LLe06pa30oBaTe/bHOM
opraHvsauum npegycmarprvBaeT NoMelleHne B Aen0 AOKYMEHTOB, 06pasyroLmxcs B npouecce
paboyein AeATeNBHOCTY U UMEIOLLMX 3HaYeHWe AN TPYAOBbIX OTHOLIEHNIA:

*  [IONOMIHEHWNE K INYHOMY IUCTKY MO YYeTY KafpoB;

e [0MNOMIHUTENbHbIE COrNaLIeHNs K TPYLOBOMY LOr0BOpY;

* KOMUW MpWKa3oB MO SIMYHOMY COCTaBY, KOTOpble KacaroTCsi NefaroroB U COTPYAHWKOB

06LLLe06pa30BaTe/IbHON OpraHn3aLUmu;
e OT3bIBbl AO/MKHOCTHbIX /AL, O Mejarore W COTPyAHMKe 006LLeo6pa3oBaTenbHON
opraHusauuu;

% KOMWW AOKYMEHTOB O MOBbILLEHNN KB/I(MKALMNU;

e KONuu cepTUMKATOB, rPamoT;

* JIUCT - 3aBepuTesb Aena (CoCTaBNAKT NPU cAade IMYHONO Aefia B apXxuB);

*  VHble JOKYMEHTbI.
3.3. B uenax obecrievyeHnss KOHTPONSA 3a COXPAHHOCTbKO W aKTya/lbHOCTbKO fIMYHbIX fAen B
06L1e06pa3oBaTe/lbHOM OpraHu3aLum exerogHo (He nosgHee | KBapTana roga, cnegytoLlero 3a
OTYETHbIM) NPOM3BOANTCS NPOBEPKA MX HA/IMYMSA U COCTOSHUS.
3.4. EXerofHyro NpoBepKY COCTOSHWSA JINYHbIX AeN Ha NPeAMeT COXPaHHOCTU BK/OYEHHbLIX B
Hero [OKYMEHTOB MPOBOAMT CreyuanbHO co3faHHas Komuccus. O MpoBefeHHbIX MpPoBepKax
[lenaetca 0TMeTKa B /INCTe O pe3yNibTaTax eXerogHol NpPOBEpKM COCTOSHUA WU HaSIMYUSA SIMYHOTO
aena (npunoxeHue Ne 5) 1 cocTaBnseTcs akT. Pe3ynbTaTbl MPOBEPKM NNUHBIX AN B 06513aTeNIbHOM
nopsiaKe LOBOAATCA [0 AMPEKTOpa 06Le06pa3oBaTe/ibHON OpraHm3aLmun.

4. TIopsgoK y4yéTa U XpaHeHUs NNYHbBIX Aen nejaroroB M COTPYAHUKOB OpraHmsauumu,
OCYLLIECTBNSAOLLIEN 06pa3oBaTe/lbHYIO AeATENIbHOCTb.

4.1. XpaHeHve 1 yyeT NINYHbIX Aen nejaroroB M COTPYAHMKOB OpraHu3alun, OCYLLECTBASIOLLEN
06pa3oBaTe/lbHy0 AesiTeNbHOCTb, OPraHM3yHTCS C LeNbl ObICTPOro U 6e30LMO0YHOro Momcka
NNYHBIX [en, 06ecrneyeHMs KX COXPaHHOCTM, a Takke 06ecnevyeHns KOHMWAEHUMAIbHOCTM
CBe/IeHMI, COAepPXaLLMXCS B IOKYMEHTaX NNYHbIX AN, OT HeCaHKLMOHMPOBAHHOMO AOCTYyNa.

4.2. JInyHble aena COTPYAHMKOB XPaHATCS B ceide 06Le06pa3oBaTe/ibHON OpraHu3aLmi.

4.3. TpyfoBble N MeAULMHCKINE KHVKKM XPaHATCSA OTAENbHO B Celde.

4.4, [ocTyn K NMYHBbIM AenaM nefaroroB U COTPYAHMKOB 06Lleo6pa3oBaTeNlbHON  OpraHm3aumm
MMEIT TO/MIbKO CeKpeTapb, CreuuaincT Mo  Kagpam, [AUpekTop 06Leo6pa3oBaTe/ibHOM
opraHusaumMm nvMbo 3aMecTUTeNn AMPEKTopa MpW  WUCMONHEHUMM 0653aHHOCTE  AupeKTopa
06Le06pa3oBaTeIbHOM OpraHU3aLui.

4.5. Cwuctematusaumsi fAYHbIX €1 NeaaroroB M COTPYAHMKOB  06LLe06pa3oBaTe/lbHON
OpraHv3auum Npov3BoaMTCS B antaBUTHOM MOPSIAKE.

4.6. JInuHble gena nefjaroroB M COTPYAHWMKOB 06LLe06pa3oBaTe/ilbHON opraHv3aumnm, UMEerLmX
rocyaapCTBEHHbIE 3BaHWS, MPEMUK, Harpadbl, yYeHble CTEMEHW U 3BaHUS, XPaHATCSA MOCTOSHHO, a
OCTa/lbHbIX COTPYAHWMKOB —75 NET C roga YBOMbHeHMs paboTHMKa (B COOTBETCTBMU C [epeyHem
TUMOBBIX YNPaBNeHYECKNX LOKYMEHTOB).

5. MNopAgoK Bblgayvn NNYHbLIX e/l BO BPeMEHHOe MoJib30BaHne

5.1. Bblgaya NnYHbIX Aen (OTAeNbHbIX AOKYMEHTOB B COCTaBe J/IMYHOrO [efia) BO BPEMEHHOe
Monb30BaHve MPOM3BOAMTCA C paspelleHns AMpekTopa 06LLeo6pa3oBaTe/IbHOM OpraHM3aumMmn no
3a9B/IEHUI0 COTPYAHMKA OpraHu3aLmm, oCcyLLecTBAAIOLLEA 06pa3oBaTebHYH0 AesTe/IbHOCTb.

5.2. Pabota (03HaKOM/eHWE) C  JINYHBIMU fenamu  nejaroroe U COTPYAHMKOB
06Le06pa3oBaTe/IbHOM OpraHu3aumMm npPou3BoAMTCA B NPUEMHON AMpekTopa. B koHUe pabouero
[HA CeKpeTapb WX Creuuanuct o0 Kagpam o6s3aHa ybeauTbCA B TOM, YTO BCe /INYHbIE [Aena,
BblJaHHble BO BPEMEHHOE MO0/b30BaHWe, BO3BpalleHbl Ha MECTO XpaHeHUA U ecTb /i
HeobX0AMMOCTb /19 NPUHATUS Mep K UX BO3BPALLEHMIO U/IN PO3bICKY.

5.3. ®aKT BblgauM IMYHOTO Aesia PUKCUMPYETCA B KOHTPO/IbHOM >XYPHase.



3.2. [JanbHelillee BefieHWe NNYHOrO fena MefaroroB U COTPYAHMKOB 06LLe06pa3oBaTe/bHOM
opraHvsauun npefycMaTpyBaeT NOMeELLeHne B [e/0 AOKYMEHTOB, 06pa3ytolimxca B npoLecce
paboueil AesTeNbHOCTY N UMEIOLLMX 3HAYEHWe ANs TPYAOBbIX OTHOLLIEHWIA:

e [I0MOSIHEHWE K IMYHOMY JICTKY MO YYeTy KafpoB;

e [ONOSHWUTENbHbIE COrNALIEHNs K TPYLOBOMY AOTOBOPY;

e KOMUM MPWKa3oB MO /IMYHOMY COCTaBY, KOTOpPble KacarTCsi MejaroroB M COTPYAHVKOB

0611,e06pa30BaTeIbHOM OpPraHn3aLmu;
* OT3bIBbl JO/DKHOCTHBIX /AL, O Megarore W COTPYAHWKe —06LleobpazoBaTe/bHOiA
opraHm3auuu;

% KOMWUW JOKYMEHTOB O MOBbILIEHNN KBaIMPUKaLWY;

e KOMuW CepTU(MNKATOB, rPamorT;

e JINCT - 3aBepuTe/b fena (COCTaBNAT NpU CAayue IMYHOIO feNa B apXuB);

*  VHble JOKYMEHTbI.
3.3. B uensx 06ecneyeHnss KOHTPONSA 3a COXPAHHOCTbH) U aKTyanbHOCTbHO NIMYHBLIX Aen B
06L1le06pa3oBaTeNbHON OpraHM3auun exxerogHo (He nosgHee | KBapTana roga, CrefyroLIero 3a
OTYETHbIM) NPOV3BOAUTCA MPOBEPKA UX HASIMYUMSA U COCTOSHUS.
3.4. EXerogHyro MpoBepKY COCTOSHUSA NIMYHbIX AeN Ha MPeaMeT COXPaHHOCTW BK/IHOYEHHbIX B
HEro AOKYMEHTOB MPOBOAMT CreumanbHO co3faHHas Komuccus. O MpoBeAeHHbIX MPoBepKax
[enaeTcs OTMeTKa B IMCTe O pe3y/ibTaTax eXerofHoi NPOBEPKW COCTOSHUS N Ha/IMYNSA INYHOTO
aena (npunoxeHne Ne 5) 1 cocTaBnseTcsa akT. Pe3ynbTaTbl NPOBEPKU NIMYHBIX [N B 0683aTe/IbHOM
MopsiAKe A0BOAATCA A0 AVMPEKTOopa 06LLe06pa3oBaTe/lbHOM OpraHu3aLmi.

4. TIopsAfoK y4déTa M XpaHeHUs JINYHbIX [en MejaroroB U COTPYAHUKOB OpraHmsauumu,
OCYLLECTBNSAIOLLEN 06pa3oBaTe/ibHY0 AeATeNIbHOCTb.

4.1. XpaHeHve 1 yyeT JINYHbIX Aen nejaroroB U COTPYAHMKOB OpraHu3alun, OCYLLECTBASAOLLEN
06pa3oBaTe/IbHyI0 [eATe/IlbHOCTb, OPraHM3yrTCA C LeNiblo ObICTPOro 1 6e30wmb0o4HOro nomcka
NNYHBIX fef, obecneyeHMs UX COXPaHHOCTW, a TaKxke o06ecneyveHUs KOH(MAEHUMANbHOCTY
CBe/leHNI, COAEPXAaLLMXCA B JOKYMEHTAX /IMYHBIX Aef1, OT HeCaHKLMOHUPOBAHHOIO JOCTyNa.

4.2. JInyHble fiena COTPYAHNKOB XPpaHATCS B ceiithe 06LLe06pa3oBaTe/ibHON OpraHu3aumu.

4.3. TpyaoBble U MeLULMHCKME KHKKM XPaHATCA OTAEbHO B Celide.

4.4. [locTyn K NIMYHbIM [efam negaroroB U COTPYAHUKOB 06LL,e06pa30BaTe/ibHOM  OpraHm3aumm
MMEKT TO/IbKO CekpeTapb, ChneuuaincT no  Kagpam, [AMpekTop  06Leo6pa3oBaTe/ibHOM
opraHuMsauMm M6o 3aMecTuTenn AMPEKTopa Npu  WUCMOMHEHUW 0653aHHOCTEN  AMpeKTopa
06Le06pa3oBaTe/lbHOV OpraHM3aLui.

45. Cuctematmsaums JfIMYHbIX fden  NejaroroB U COTPYAHMKOB — 06LLe06pa3oBaTe/ibHOW
OpraHv3auum npon3BoAMTCS B aiPaBUTHOM MOPSILKE.

4.6. NlnyHble fgena nefaroroB U COTPYAHWKOB 00LLe06pa3oBaTe/lbHON OpraHu3aLumn, UMEHLmX
roCyAapCTBEHHbIE 3BaHWA, MPEMUK, Harpadbl, YUYeHble CTENEeHW 1 3BaHWA, XPaHATCSA MOCTOSHHO, a
OCTa/IbHbIX COTPYAHWKOB - 75 NeT C roAa yBO/ibHeHWsi paboTHMKa (B COOTBETCTBMU C [NepeyHem
TUMOBbIX YNPaBNeHYEeCKMX SOKYMEHTOB).

5. MNopARoK Bblgayun NUYHbIX e/l BO BPeEMEHHOE MoJ1b30BaHMe

5.1. Bblgaya nnyHbIX Aen (OTAeNbHbIX [OKYMEHTOB B COCTaBe /IMYHOrO f[efna) BO BpeMeHHoe
NoNb30BaHME NPOWU3BOAMTCA C pa3pelleHns AMpekTopa 06Leo6pa3oBaTe/lbHON OpraHM3aUuM no
3as1BNIEHNIO COTPYAHUKA OpraHn3aumm, OCyLLECTBAAOLLEN 06pa3oBaTe/lbHYH AeSTENbHOCTb.

52. Pabota (03HaKOM/NeHWE) C JIAYHBIMW  JgeflaMu  Megaroroe M COTPYAHWUKOB
o6LLeobpa3oBaTeNlbHOM OpraHM3aLmMm NPon3BOAUTCA B MPUEMHOM AMpeKTopa. B KoHLUe paboyero
[HA CeKpeTapb WM CrneunanucT o0 Kagpam o6s3aHa y6eauTbCA B TOM, UTO BCE JINYHbIE Aena,
BblaHHble BO BPEMEHHOE MO0/b30BaHWe, BO3BpalleHbl Ha MECTO XpaHeHUA U ecTb S
Heo6X0AMMOCTb ANS MPUHATUA MeP K MX BO3BPALLEHNIO U PO3bICKY.

5.3. @aKT Bblgaun NMMYHOTO fena YUKCMPYeTCH B KOHTPO/IbHOM XXYpHare.



5.4. W3bATME OTAENbHbIX AOKYMEHTOB 13 IMYHOMO AeNa NPoV3BOANTCS C paspeLleHnst AupeKTopa
0611,e06pa3oBaTe/lbHOM  OpraHusaLMyM ¢ OOPM/IEHWEM COOTBETCTBYIOLLEN 3anuck B rpadge
«[puMeYaHne» BHYTpeHHein onucu. Mpy BPEMEHHOM U3bSTUN JOKYMEHTA Ha ero Mecto (Mexay
JINCTaMN  COCEAHUX [JOKYMEHTOB) BK/a[blBAae€TC CMpaBKa-3aMecTUTe/lb C YKa3aHWMEM [JaTbl W
MPUYNH U3bATKS C NOAMUCHIO NNLA, BbIAABLLErO AOKYMEHT, U MOAMNMCHLIO LA, NOMYYMBLLETO ero
BO BPEMEHHOE M0/1b30BaHNe.

6. OhopMAeHME NMNYHBIX [eN Nepes chadvein B apxus
6.1. OhopmneHne NNYHbIX fen 414 Nepefaydn B apxve MPOM3BOAUTCA CNEeLUaIncToM Nno Kagpam
06Le0bpasoBaTe/ibHOM OpraHM3aumMn. 3ta NpoLeaypa BKIYaeT:

* MOALWWBKY (Nepennet) gena;

*  YTOYHEHWe HyMepauumn NMCTOB fena;

e COCTaB/fieHVEe incTa-3aBeputens (npuioxexHue Ne 8);

¢ cocTaB/ieHve (YTOUHEHWE) BHYTPEHHER onucy;

* BHeCeHWe YTOUHEHWI B PeKBU3UTbI NNLEBOW 06I0XKKNM fena.

6.2. JlucT-3aBepuTenb fAenia LO/MKEH MOANUCATb €ro COCTaBuTe/lb, MpPU  3TOM  [efaeTcs
paclingpoBKa [O/HKHOCTM W MNOAMWCK, NPOCTaBnfeTca pgata. B npouecce MCMnosib30BaHUA
apXMBHbIX LOKYMEHTOB B /IUCTe-3aBEpPUTENIE [eNaloTca COOTBETCTBYIOLWME OTMETKW. Ecnu geno
MOALIMTO 6e3 NincTa-3aBepuTens, TO ero CrefyeT HakleuTb Ha BHYTPEHHIOK CTOPOHY O0G/1I0XKM
fena.

6.3. C uenbto 0becrneyeHns COXPaHHOCTU NINYHbIX AeN PEKOMEHAYeTCS:

*  00beAVHATL UHAMBWUAYA/IbHBIE NINYHBIE [ef1a YBOMEHHbIX COTPYAHUKOB B OfHY 06/10XKKY
(0bbeanHeHHOe f[eno) C TakMM pacyeToM, 4ToObl 06beM fena (Toma) He npesbiwan 250
NNCTOB (NyTeEM CLUMBKM MaTepUasioB MHAMBUAYA/IbHbIX AeN M0 rofaM YBOJIbHEHUS);

* pacrionaratb Matepuasbl MHAMBUAYa/IbHbIX Aen B npefenax gena (Toma) B aihaBUTHOM
nopsigke (nogammnbHO), OTAENAsA MaTepuanbl, OTHOCALLMECH K Pa3HbIM UHAMBUAYAIbHbLIM
[ienamM, 4uCTbiM JIMCTOM Oymary C yKasaHUWeM Ha Hem (amMuavn, UMEHW M OTYecTBa
COOTBETCTBYIOLLErO YBOMEHHOrO Mejarora W COTPYAHUKa 06Lieo6pa3oBaTe/bHOM
opraHmsaunu;

* CHabXaTb KaXjoe 00befVMHEHHOe [Aeno (TOM) BHYTPEHHEW OMUCbID C Mepeync/ieHneM
(hamunnin, UMeH K OTYECTB WM YyKa3aHWEM HOMEPOB CTpaHuL, B Mpegenax KOTOpbIX
pacnonoXeHbl COOTBETCTBYIOLLME [JOKYMEHTI.

6.4. MNepefaya NNMYHbIX 4Nl B apXUB OCYLLECTB/IAETCA He MO3JHee TPeX JIeT Noc/e 3aBepLueHns ux
B [le/IONPOV3BOACTBE B COOTBETCTBMM C rpatiukom. MNpeaBapuTesibHO CekpeTapeM, CreLmancTom
Mo Kagpam MpoBepsieTca MNONHOTA W NPaBW/bHOCTb MOAFOTOBKU JIMYHBIX fAen K nepefade.
BblIiBNIEHHbIE MPU MPOBEPKE HEeJOCTAaTKM YCTPAHAKTCA CeKpeTapem, CneuuvaincToM Mo Kagpam.
Mepepaya v NpueM NPON3BOAATCS MO ONUCK C NPOCTAHOBKOW OTMETOK O Ha/IMUMMN JINYHBIX [efl.
6.5. JInuHble fiena nejaroros M COTPYAHUKOB 06LLe0bpa3oBaTe/lbHOM OpraHu3aLmm, 3aKoOHYeHHbIe
Jenonponssoacteom Ao 1 aHeapa 2003 rofa, xpaHatca 75 net, nocne 1 aHeapa 2003 roga - 50
net. JInyHble Aena AMPeKTopa, raBHOro byxrantepa o6LeobpasoBaTe/bHON OpraHn3aLuy UMeoT
MOCTOSHHbIN CPOK XpaHeHMs.

7. OTBETCTBEHHOCTb
7.1. Mepgaror M COTPYAHMKM 06LLE06pa3oBaTeNlbHON OpraHM3auuy 06s13aHbl CBOEBPEMEHHO
NpeLCTaBNATbL CEKPEeTapHo WY CreuuanncTy no Kagpam CBefeHns 06 U3MeHeHUN B NepcoHasIbHbIX
[laHHbIX, BK/IKOYEHHbIX B COCTaB /IMYHOIO Jena.
7.2. PaboTopatens 06ecnevmBaet:
* COXPaHHOCTb JIMYHBLIX Aen  NeaaroroB UM COTPYAHMKOB — 06LLe06pa3oBaTebHOMN
opraHusauuu;
e KOH(MAEHUMANbHOCTb CBEAEHWI, COAEPXaWMXCS B /IMYHbIX Aenax nefaroros U
COTPY/AHNKOB.



8. MpaBa paboTogaTens u paboTHMKa
8.1. OnA obecneyeHWs 3awmnTbl MEPCOHANTbHBIX AaHHbLIX, KOTOPble XPAHATCH B JIMYHbIX [efiax
nefaroros M COTPYAHMKOB 06Lle06pa30oBaTe/ibHOM OpraHusauun, negaroru U COTPYAHUKM
06Le06pa3oBaTe/bHO OpraHM3aLmMmn UMeoT Mpaso:
* MONYYUTb MOSIHYKD WH(OPMAaLMI0O O CBOMX MEPCOHaIbHBLIX LAHHbIX U 06paboTKe 3TMX
[aHHbIX;
* MONYYUTb CBOOOAHBIN JOCTYN K CBOMM NEPCOHA/IbHLIM [aHHbIM;
*  MONYYUTb KOMUWN LOKYMEHTOB, XPaHALLMECS B IMYHOM [efie U CofepKallme nepcoHalbHble
[aHHble.
* TpeboBaTb UCK/TKOUYEHUS UIN UCNPABIEHNSA HEBEPHBIX U HEMOJHbIX NEPCOHANIbHBIX JaHHbIX.
8.2. PaboTogartenb MMeeT npaso:
e 00pab6aTblBaTb NMePCOHa/IbHbIE AaHHbIE NejaroroB U COTPYAHMKOB 00LLe06pa3oBaTelbHOM
opraHusauum, B TOM YUC/E U Ha 3/IeKTPOHHBIX HOCUTENSX;
e 3anpocuTb OT NeJaroroB W COTPYAHMKOB 006LLe06pa3oBaTe/lbHON OpraHu3auuy BCHO
Heo6XOAUMYIO MH(OPMaUUI0 AN BefeHWUS NNYHBLIX Aenl U 06paboTKU NepCOHa/IbHbIX
[aHHbIX.

9. 3aK/104YNTE/bHbIE MOTOXKEHUS

9.1. Hactosuee MonoxeHre 0 nopsake BefeHWUS NMYHBIX AeN PabOTHUKOB ABMSETCA NIOKa/IbHbIM
HOPMaTVBHbLIM aKTOM, MPUHMMaETCA Ha lMefarormyeckoM COBETE LLUKOJbI U yTBepXKaaeTca (Moo
BBOAWUTCS B AEMNCTBME) NPMKa30M AMPEKTOpa OpraHM3auun, OCyLLEeCTBAAIOLLENA 00pa30BaTe/bHYHO
LleATeNIbHOCTb.

9.2. Bce M3MeHeHWA W [OMOSIHEHMS, BHOCKMMble B HacToslee [onoXeHune, OOPMISIOTCA B
MACbMEHHOM (hopMe B  COOTBETCTBMM  [EWCTBYHOLLMM  3aKOHOAATENbCTBOM  POCCUIACKOMN
degepaymu.

9.3. TonoxeHne 0 NopsaKe BeAeHUA NNYHBLIX el pabOTHMKOB 06pa3oBaTeNlbHON OpraHu3aLmm
NPUHUMAETCA Ha HeonpedeneHHbln CcpokK. K3meHeHmss ©n  gononHeHus K [onoXeHuto
NMPUHNMAIOTCA B MOPsALKe, NpeaycMoTpeHHOM n.9.1, HacTosALero MonoxeHus.

9.4. Mocne npuHATUS T[MonoXeHnss (MNN U3MEHEHWIA U AOMNONMHEHWA OTAENbHbIX MYHKTOB W
pasfenoB) B HOBOI pedakuun nNpefplayLas pegakums aBToMaTMYeckn yTpayumBaeT cusy.



YKypHan yuyeTa nyHbIX gen

Ne [Jata dammna,  Tabenb-  HomkHocTb  CTpyKTYp- Jataun
n/ othopmie- nvs, HbIiA (npodpec- Hoe Homep
M HYAIMYHOTO  OTYECTBO Homep cuis, noppasge- npyKasa
Jena negarora un crieypasb- NleHve (pacniops-
COTPYAHMKA HOCTb) YKeHUS1) 0
negarora v npueme
COTPYAHUKA negjarora u
COTPYAHMKA
Ha paboTy

MpunoxeHne Nel
K MOJI0XKEeHWIO 0 NopsajgKe BejeHnsA
JIMYHBIX Jen paboTHUKOB

Jatawun

Homep
nprikasa
(pacnopsi-
YKeHUs1) 0
npeKpave-
HUK
(pacTopye-
HK)
TPYZOBOIo
Jorosopa ¢
nefarorom u
COTPYAHUKOM
(yBOMbHE-
HK)

8

Mpymeya-
Hve



MpunoxeHne No2
K MOJIOXKEHUIO O MOpsiaKe BefeHUs
NINYHbIX gen paboTHUKOB

O610KKa NIMYHOro aena

®oHA Neo
Onuck Ne

Jeno Ne

WHpeke gena

(HasBaHuve 06pa3oBaTe/ibHOlM oOpraHu3aLlmmn)

NNYHOE AENO Ne

(3aronoBokK gena)

Jata Havana

[aTta oKoH4YaHuA

Ha nmcTax

XpaHuTb net

®oHpa Ne
Onucb Ne

Oeno Ne



MpunoxeHne Ne3

K MOJTI0XXEHMNIO 0 NMopsaKe BeAeHUA

BHYTPEHHAA OMNCb
NOKYMeHTOB flena Ne

No NHaekc JaTa HassaHue Howmep
n/n LOKYMeHTa AOKYMEHTa [OKYMeHTa NINCTOB
fena
WNToro: [OKYMEHTOB

(undpammn 1 nponuckio)

KonnyecTso nnMCTOB BHyTpEHHEVI onuncn

(undpammn 1 nponucbto)

OTBETCTBEHHbIN 3a
KaJpOBbIli YYeT:

(noagnuce)

« » .202__ropa

NNYHbIX Oen paﬁOTHVI KOB

MprmeyaHus



®.N.0.

LOMKHOCTb

JlnuHoe geno Ne

[arta o3HakomieHna negarora

1 COTPYAHUKA C INYHBIM
4enoMm

Moanuck negarora n
COTPYAHMKA

MpnnoxkeHne Ned
K MOJI0XEHWNIO 0 MOpsifKe BefeHNs
JIVYHBIX Aen paboTHNKOB

OTMETKM, NpUMeYaHus,
3aMmevyaHuns



MpunoxkeHne Ne6
K MOI0XKEHMIO 0 MOPALKe BefeHUs
NIVYHbBIX Aen paboTHUKOB

JINYHBI NMNCTOK MO y4YeTy Kajpos

1. damumnus

N OTyecTBO

2. Mon

3. oA, umicno 1 mMecau, poXxXaeHua

4. MecTopoxaeHus

(ceno, gepeBHA, ropoA, paioH, 06nacTb)

5. [paxgaHcTBo

6. ObpasoBaHme

HasBaHuve ®akynbTeT lNog lMoa Ecnn He Kakyto
yyebHoro nm MOCTYMNEeHNA  OKOHYaHWA  OKOHYW/, TO  CneumanbHOCTb
3aBefleHna 1 ero OTAeneHve nnn yxopa C Kakoro nony4un B

MeCTOHaX0XAeHMe Kypcaywen  pesynbTare
OKOHYaHWs

y4ebHOro
3aBefieHuns,
yKa3aTb Ne
aunnoma nnm
Y[0CTOBEpeHus

7. KaknMn NHOCTPaHHbIMK A3biKaMu BNlajeeTe

(LIVITaETe 1 nepesoanTe Co CnoBapem, YNTaeTe N MOXeTe 06BACHATBLCSA, BageeTe CBOﬁO,CLHO)

8. YueHad cTeneHb, yyeHoe 3BaHue

9. Kakue 1meeTe HayuHble Tpy/bl N M306peTEHUS



MpunoxkeHvie No5
K MOMOXEHWIO O MOPSIAKE BefeHNA
JINYHBIX AeN paboTHMKOB

OTMeTKa 0 pe3y/ibTaTax eXXerofHoi NpPoBepKN COCTOSIHUS
M HaNNUUs NNYHOIO Aena

®.1N.0.
LJOMKHOCTE
NnyHoe geno Ne

[arta nposepKun ®..0. uneHos Mognucuy uneHoB Pe3ynbTaT NpoBepKn
KoMmccum KoMMUccum



10. BebInonHsemas paboTta C Havana TPYAOBOW AeATeNbHOCTU (BKIOYas y4veby B BbICLUMX U
CpefHMX crieumanbHbIX YYeOHbIX 3aBefeHNsAX, BOEHHYHO CNyX0y 1 paboTy Mo COBMECTUTE/NbCTBY)

Mecsu 1 rog JLOMKHOCTb C yKa3aHWEM YUpPeXXAeHNS, MecToHaxoXxzgeHue
MoCTymn/eHNs yxoaa opraHuzaumu, NpeanpuaTUs, a Takxke yUpeXxaeHus,
MUHUCTepCTBa (BEAOMCTBA) opraHu3aumu,
npeanpuaTua

11. MpebbiBaHKe 3a rpaHnLEeRn (paboTa, cnyebHas KOMaHAMPOBKa, MOe3AKa C Aenerauuei)

Mecsil, 1 rog B Kakoii CTpaHe Lienb npe6blBaHus 3a
C Kakoro Mo Kakoe rpaHuLielt
BpPEMEHM BpemSs

12. YyacTue B BbIOOPHbIX OpraHax

MecTo BbI6GOPHOIO Ha3BaHwue BbI6OPHOIo B kayecTBe Koro lNog
opraHa opraHa BblOpaH n36paHnsa  BbIObITMA

13. Kakve nmeete NpaBuTe/IbCTBEHHbIE HArpabl

Korpga v Kem HarpaxkgeH

14. OTHOLLEeHVE K BOMHCKUM 06513aHHOCTSAIM M BOMHCKOE 3BaHue

CocrtaB Pog BOWACK

(KOMaHAHbIM, NONNTUYECKUA, afMUHNCTPATUBHbIA, TEXHUYECKNA N T. 4.)

15. CemeiiHOe NONOXKeHMe B MOMEHT 3ano/IHeHUs IMYHOI0 INCTKA

(4neHbl ceMbU, ¢ yKasaHWeM BO3PacTa)

16. [lomaluHwnin agpec

17. O653yt0Cb CBOEBPEMEHHO M3BELLATh 060 BCEX M3MEHEHMSX JaHHbIX, BKIOYEHHbIX B NIMYHbIN
NINCTOK MO YYETY KazpoB.

« » 202 roga



[MpunoxeHve Ne7
K MOJIOXKEHUIO 0 MopsKe BefeHUs
NNYHBbIX Aen paboTHUKOB

AHKETA

dammnnus
s
OTyecTBO

[arta poxxaeHns

1 MpakAaHCTBO (EC/IN M3MEHSNN, TO YKaXWTe,

Korfa 1 rno Kakowi npuymHe)

2. O6pasoBaHue, ydeHas CTeneHb (Korga u

KaKve yuebHble 3aBefleHNs OKOHYMAM, HOMepa

annnomos). CneumanbHOCTL M KBa/IM(MKaLUs

no Aunaomy

3. KakvMu MHOCTpaHHbIMM 513bIKAMU U S3bIKaMU

HapoaoB Poccuiickoin defepaunn BnageeTe v B

Kako  cTemeHn  (unTaeTe U MOXKeTe

00bACHATLCSA, BNnaaeeTe cBO6OAHO)

4. BbinonHsemas paboTa ¢ Havana TpyA0BOI AeATeNbHOCTU (BKNOYas BOEHHYHO CyXO0y 1 paboTy
Mo COBMECTUTENLCTBY)

Mecsiy, 1 rog [OMKHOCTb C YKa3aHUEM YUPEXAeHUS, MecTOHaxoXaeHne
MOCTYN/eHMs yxopa OpraHv3aumu, NPeanpUATAS, a Takxe yupexaeHus,
MUHKCTEPCTBA (BEAOMCTBA) opraHusauum,
npeanpusTAS

5. Bawm 651M3Kne poAacTBEHHUKIN (3KeHa, My, OTeL, MaTb, 6paTbs, CecTpbl)
CreneHb damunung, nvs, lNog MecTo paboTsl, Ajpec mecTa
poacTea 0TYeCTBO poXaeHus LO/MKHOCTb XWUTenbCcTBa

6. [loMaluHn]i afpec n Homep TeneoHa

7. TlacnopTt Unmn JOKYMEHT, ero 3amMeHsHoLMIA

(Homep, cepus, KeM 1 KOrja BblaaH)

8. [lononHuUTeNbHbIE CBEAEHMS, KOTOpble Bbl Xenaete co06WMTL 0 cebe

10. Ha kakoin ypoBeHb 3apnnatbl Bbl paccuntbiBaeTe?

« » 202 rofa

(BO/MKHOCTb OTBETCTBEHHOI 0 38 KafpoBbIii y4eT) (noanuce) (pacwwmdposKa NoanucK)



MpunoxeHne Ne8
K NOJIOXEHUIO O MOopsfKe BejeHUs
JINYHBIX fen paboTHUKOB

NNCT-SABEPUTEJIb

aena Ne
B fene npowwmnTo 1 NpoHyMepoBaHo JINCTOB
(umcpamun 1 nponucklo)
c Ne no Ne , B TOM 4uCne:
JITEPHbIE HOMepa INCTOB
NponyLeHHbIe HoMepa INCTOB
+ /INCTOB BHYTPEHHEN OnncK JINCTOB
OCOBEHHOCTY (PU3NYECKOTO COCTOSAHNA W Homepa nucTtos
(hopMUpoBaHNA fena
OTBETCTBEHHbIN 3a
KafpoBblIii yyeT
(noanuceb) (pacwwnposka nognucu)

« » 202 ropa



