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o6pa.:onarenlsoft oPraHI'i3alrun'

2. QopunpoBaHue JII'IqHI'IX gel pa6orHlrKoB

2.r .

O opvuap o eaHue ru'Iuof o Aena p a6 orunra np ol'i3BoAi{rca p a6 ourl{KoM'

Ar4peKToporvr o 6p as on areluro fi opraHl{3 alr uu (gmee - orBercrB eHHbII4

. IIuqHoe Aeno SoPvtupyercq

He no3Auee urru Pa6ouux

aneil

HA3HAIIEHHbIM

sa eeAenfle Aer)



co AHs 3aKJrroqeHr4rr rpyAoBoro AoroBopa 14 ToJIbKo rIocJIe [onyqeHl4s or pa6orHlrKa

cofnacus na o6pa6orKy ero nepcoHanbHblx AaHHbIX

2.2.IIpu [ocTynneHnkrHapa6ory pa6orHrm [peAocraBnrer (upt't lruItlrlrlkr)"

n acn opT uttu uttoit AO KyMeHT, yAo cTo B epqroull4ft JII4TIHO CTb ;

aBro6uorPa0zrc;
3arBJIeHI'Ie O [plreMe Ha pa6ory,

AOKyMeHT, KOTOpbrfi noATBepxAaeT pefl4cTpalllilo B cI4CTeMe ZLH.4vlBu4yailbHofo

rrepcoHr4or,rqupoBaHHofo yr{eTa, B TOM rrr4cJre B oopMe sneKTpoHHoro AoKyMeHTa,

nz6o cTpaXOBoe cBuAeTeJIbcTBo rocyAapoTBeHHoro IIeHCI4oHHoIo CTpaxoBaHvrfl' 3a

r{cKJIrOqeHI4eM clyr{aeB' KorAa rpyAOBOft AO|OBOp 3aKJIIOqaercq BnepBble;

r4AeHTI{0I4KaUI4OHHbIfi HOMep HaJIOf OnJIarenbIIII4Ka;

AOKyMeHT BOIIHCKOTO yqera (An.s eoeuHoo6fl3aHHblx nZU);

AOKyMeHT O6 o6pa:on aHVLr;

arrecraql4oHHblft nlrcT ;
crrpaBKy o HaIIL19lL1y. (orcyrcreuu) cylurraocru u (uttu) Sarra yfonoBHoro

lpecneAoBaH.rrfl.;
rpyAoBylo KHI{XKy u (utv) cBeAeHI'Is o rpyAoBofi AesreJlbHocrl{, KpoMe cJlyqaeB'

KOrAa pa6oTHliK rrprrHr4MaeTcq Ha paooTy BrrepBble UIV Ha ycnoBllflx

COBMECTI4TENbCTBA;

MeAI4UI4HCKylo KHI{}Iffi y ;

cBHAereJIbcrBo o 6paxe;

cBuAereJIbcTBO O pOXAeHI4I4 Aerer.

2. 3 . O6pa:oBareJlbHa.fl opraHlr3 aIII4t oQ opMnqer :

o npr{K?3 o npr4eMe Ha pa6oTy (o nepenreueHLlu HaApyrue AolNuocrn);

. TpyAoBofi 4Oronop B AByx 3K3eMnnspax;

o IOJIXHOCTHyIO I4HCTpyKIII4IO'

2. 4 . flepvu.rH o e o o opM Jr eHu e Jrr4qHO f O Aena rpeAycM aTpIIBaeT :

a) upuceoeHue Jrr4qHoMy Aeny HoMepa cofJIacHo xypHany yrleTa JIIIqHbIX AeI (npl4no)KeHl{e

i\b 1):

5) upocraeJleHl4e Ha o6nolKKe JIIIqHofo Aena (npanoxeHue Ne 2) cle4yrcIqux peKBl43liroB:

ug4ircc Aena (B cooTBeTcrBI{I'I c HoMeHKnarypofi Aen o6pa3oBaTenbHof opfaHl43aUuu);

rroJrHoe HavMeHoBaHr4e o6pa3oBarenbHofi opraHlr3allulr; HoMep JII{rrHofo Aena; SaMIrJrvrfluM's'

OTIIECTBO PA6OTHUKA B I4MCHLITEJIbHOM IIAAE)KC; AATbI _ IOA HAI{AIA U IOA OKOHqAHIIS

BeAeHrrf, Aena; KoJILIqecTBo nl4croB; cpoK xpaHeHI',Itr;

n) norraeUeHl4e AoKyMeHToB, noAneXaUI4X XpaHeHIzIo B cocTaBe JII4qHbIx AeJI, B

xpoHonorHqecKoM nop-sAKe :

o BHyTpeHHflf, Orrr{cb AoKyMeHTOB Aena (upHloNeHIAe Ns 3);
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. JIIICT C OTMETKAMI4 06 O3HAKOMNEHI4I4 PA6OTHT4KA C NEPCOHANbHbIMI4 AAHHbIMI'I I43

rnrrHoro Aena (rtpunoxeHlre Nn +);
o Jrucr c orMerKaMI{ o pe3ynbrarax exeroAuoft npoBepKl4 cocrogHllfl JII4trHoro,4eJra

(npurox<enue Ns 5);
. ruqnrrfi Jrr4croK rto yrrery KaApoB I4JIv aHKera (npuroNeuus Jtlb 6 u No 7);
. anro6rrorpa$ut;
. 3a.sBreHrie o npr4eMe na pa60ry;
. rrpr4Ka3 o rlplreMe na pa6ory;
o IOJI]KHOCTHat IzHCTpyKUI4q;

' rpyAoBoft 4oronop;
o [oroBop o noluofi Marepl4anbuoft oreercrBeHHocrlr (ecnu pa6oruux -

Marepl4anbHo orBercrBeHHoe nvqo) ;
. XapaKTepIjATIdKII I'I peKOMeHAaTeJILHbIe nI4CbMa;

o  ( , . . ) .

2.5. Jluctst AoKlMeHToB, IIOMeIIIeHHIIX B IurIHoe AeJIO, IIoAnexaT HyMepaIIV[.

2.6. [oxyrraeHTbr noMetrlarorcq B rranKy-cKopocrulrBarenb. flpr yBonbHeHl4u pa5otuuKa Aeno

lponuBaercf, HIrrKaMI4 Vr CIAerCs. B apXI'IB.

2.7 , BuytpeHH.rrs orrrcb AoKyMeHToB, r{MeIoIrIHXcf, B JIuqHoM AeJIe, AoJrxHa coAepxarb

cBeAeHI4t O ilOp_gAKOBbIX HOMepaX, HaI4MeHOBaHI4qX AOKyMeHTOB Aetla, KOIUqeCTBe JII4CTOB,

IUTaX BKIrOqeHr4.f, AOKIMeHTOB B nUr{HOe leno u v3'FflTus r43 IeIA, a TaKXe KeM pI36sT

AoKyMeHT tt uo xaxoft npl4rluHe.

2,8. BHyrpeHHsf, orrncb cocraBrqerc.rr Ha orAenbHoM JIIrcre rlo ycraHoereuuofi Sopue.
Jlucrrr BHyrpeHHe fi olncu HyM epyrorct orAeJrbHo'

2,9.lIpu no.4rorgBKe JIar{HbIX Aen K nepeAarle Ha XpaHeHue K BHyrpensefi onucu

cocraBr1flercr r4ToroBar 3arracb, B Koropofi yKa3blBaercr qz$panll4 I{ flporlucblo KorllqecrBo

BKrroqeHHbIX B Hee AOKyMeHTOB I'I KOJIVqeCTBO JII'ICTOB Aena.

3. BeAesue rutlHblx 4el pa6orHlrKoB

3.1. Iluqsoe Aeno BeAercr B TeqeHHe Bcero repr{oAa pa6oru pa6oruuxa o6pasonarenbHoft

opfaHI{3aIII4I,I.

3.2. Be4enr4e rr4r{Hofo gena pa6orHrrKa [peAycMarpl.rBaer noMeuleHl{e B Aeno AoKyMeHToB,

o6pasyroqrrxcr B rrpoqecce pa6ouefi Ae.f,TeJIbHo eru tr I4MeIouII4x 3HaqeHI,Ie Ant rpyAoBbIX

ouronesufi:

o [orIoJIHeHHe K nuqHoMy nHcTKy rlo yrreTy KaApoB;
o [orroJrHr4TerbHble cofJraIxeHI4fl K TpyAOBOMy AOfOBOpy;
. Korrr4r{ nplrKa3oB IIo nr4qHoMy cocTaBy, KoTopble Kacalorcf pa60THnKa;

. OT3bIBbI AOJI)KHOCTHbIX JIIIq O PA6OTUUTE;

. KOTI{IJ AOKYMEHTOB O NOBbIIICHIII{ KBAJII4$ZT<AqUA;

o KOrr[lr ceprusnraroB, fpaMoT;
. Jrr4cr - 3aBepr4TeJrb Aena (cocranraror npu cAaqe JII4r{Hofo Aena B apxzn);
. I4HbIE AOKYMEHTbI.



3,3. B JIuqHbIe Aena He noMeulalorcf, AoKyMeHTbI,

Tarue AoKyMeHTbI xpaHsrcs B orAenbHol't Aere Ns

cocraB JII4qHbIX Ien).

r,rMeforlue BTOpocrerleHHOe 3HaqeHlre'

4-09 <[oxyMeHTbI, He BoueAIUI4e B

3,4.Pa6orsL{K 3HaKoMIITct C JII4qH6IM AenOM B TeqeHI4e rpex pa6Ouux Anefi C AaTbI

nonyqeHplfl OTBSTSTB9HHbIM 3a BeAeHIIe Aen 3asBne14fl C upoCn6oft o6 oguaxonneuuu' 06

OTOM.IIgJIaeTCs OTM9TKa B JII4CTe O3HaKOMJIeHI4g pa6OTHuKa C IIaTIHbIM AenOM'

3.5. OsuaroMneHr4e c AenoM rrpoHCXoAIIT LICKJIIOqI4TeJIbHO B Ka6I4HeTe oTBeTcTBeHHofo 3a

BeAeHr4e Aen u B efo npucyTcTBrrl4. 3aupeuaercs BbIHOC /lenaI43 Ka6I4HeTa'

3.6, Brrla.{a xonuft AOKyM9HTOB I{3 JII4r{HOfo Aena [poI',I3BOAIITC.u tro nI'IqHOMy 3aIBJIeHI'IIO

pa6orHr4Ka I{ c pa3peileHl4q A[peKTopa. KonI4I4 AoKyMeHroB AonXHbI 6bITb 3aBepeHbl H

npa.uoatuuneHbr pa6oTHr4Ky B Ter{eHI4e Tpex AHeft co AHs noAarM 3AflBIeHrIs"

3.7 . Vlzrsrue OTAeJIbHbrx AoKyMeHToB u3 nurlHoro Aena [pOI43BoAI'ITcs C pa3peIIIeHI4s

Ar{peKTopa o6pa:oearenbHofi opfaHl43aUI4l4 c oOopMJIeHI4eM cooTBeTcTByrorqefi 3aIIIIcI{ B

rp;Oe <llpurueuaulre) BHyrpeHHefi orll4ca. flpvr BpeMeHHoM k13afl'rvLr AoKyMeHra Ha ero

uecio (ruelx4y JII49TaMI4 coceAHl4x AoKyMeHToe) nxla4lmaeTcq cnpaBKa-3aMecrl4TeJlb c

yKa3aHI4eMAaTbl!1IIpuqIIHu3.bfl.t|4flcIIoAnI4cbIoIII4I\LBbIAaBIIIe|oAoKyMeHT,I4IIoAtII{cbIo

JrI4Ua, Ilonrll4Blllefo efo Bo BpeMeHHOe rIoJIb3OBaHI4e'

3.8. B qensx O6ecne.IeHl4t KoHTpoJIs 3a CoxpaHHocTblo 14 aKTyanbHoCTbIo II'ITIH6IX Aen B

o6pasonarenbHofi OpfaHlr3aul4H exefoAHo npoII3BO I'UTCfl IIpOBepKa vx Hururlr4s' v

cocTotrHHtL

3,9. Exrero,{Hyro [poBepKy COCTOf,HIIS JII4qHbIX Aen Ha npeAMeT coxpaHHOCTIz BKJItOqeHHbx

B Hero AOKyMeHToB IIpoBoAI4T cneqIIaJIbHo co3AaHHaJI KoMI4Cct4s' O [pOBeAeHHbIX

lpoBepKax AeJraeTcs oTMeTKa B JIIICTe o pe3ynbTarax ex(efoAHoft npoBepKl4 CocToflHr4fl' u

HaJrvrtvfr.rnrrHofo Aena (npr4nolKeHr{e Ne 5) u cocraBJrsercfl aKT. Pe:y.rlraTbt [poBepKI4

Jrrrr{Hbrx AeJr B o6sgare.rbnoM rIOpfl AKe .4OBOAfl TCfl AO AIrpeKTOpa o6pa3oBareJlbHofi

opfaH143aIII{I4.

4. XpaHeulre H yqer JIHqHbIx AeJI pa6orHlrKoB

4.1 XpaueuHe r4 yrreT ruqHbrx Aen pa6oTHI{KOB O6pasoearenbHofi OpraHII3alII4I4

opraHr13yfoTcs c ueJrbro 6trcrporo [oIICKa II?Ir{Hbx Aen, o6ec11eqeHuq I4x COXpaHHOCT14 U

r<tu0uaenql4&'IbHocrrr cne4eullfi, coAepxaurl4xcs B '4oKyMeHTax rur{Hbx Aen' or

HecaHKIII4OHI4poBaHHOfo AocTyna'

4.2. Jhurfir,re Aena pa6orHr4KoB xpaHsrcq y orBeTcrBeHHoro 3a BeAeHI4e Aen B crIeUua"'IbHoM

Meranil[qecKoM cefiQe.

4.3. locryn K III4qHrIM AenaM pa6oTHI4KoB I'IMercT ToJIbKo oTBeTCTBeHurtfi ga BeAeHI'Ie A9JI H

Ar4peKTOp o6pasonareltsofi opfaHl{3aUvwr nv6o ero 3aMecTvTeIItl npl4 ITCnOnHeHI'II4

o6ssaHHocrefi .4lIpeKropa o6pasoearelrruofi opfaHI'I3aqHI4'

4.4. Cu6;1ewtU111sA\1flJIIltIHbIX Aen pa6oTHI4KoB IIpo1a3B9AI'ITCS B anQaBI4THOM [opqAKe'

5. OSopm,'reHlre JIHqHbIx Aedrl pa6orHl'rKoB [epeA cAaqeu B apxrrB



5.1. OrpopuJreHrre Jrr4qHbrx Aen Anq nepeAaql4 B apxl4B npoll3Bo.4Irrc.s orBercrBeHHbIM 3a

Be.4eHIre Ae.rr. 3ra npoueAypa BKrlorlaer:

. noAUruBrcy (nepenner) 4e:ra;
r /TOYHeHIIe HyMepaIII4II JIITCTOB Aena;
. cocraBJreHr4e JIHcra-3aBepl4Tenr (npuloxcenue Ne 8);

. coQTaBJreuue (yrouHeHl4e) BHyrpeHHeil ormcu;

. BHeceHLIe yror{HeHl4fi a pernu:I{rbl JluueBofi o6loNtcu Aena'

5.2. Jluct - 3aBepr{Tenb Aena AonxeH noAflv carb efo cocraBI4TeJIb, [pI'I STOM Aenaerc.f,

pacnruspoBKa Aonlr(Hocrr.r 14 rroArrr4crr, [pocraBnsercfl. Ilara. B npoqecce I4onoJrb3oBaHufl

apxr{BHbrx AoKyMeHTOB B JTHCTe-3aBepLITene AeIIaIoTct cooTBeTcTByIOUI4e OTMeTKI4.

Eclu Aelo rroAtxr4To 6es rucra-3aBepr4Tenr, To ero cneAyer HaKJIeLITb Ha BHyrpeHHloIo

cropoHy o6roxtcu Aela.

5.3. C uenbro o6ecne.Ienlrq coxpaHHocrlr JILIr{HbIX Aen peKoMeHgyercs:

. o6reArau flTb vHl.uBtAyaJrbHbre Jrr.IqHbIe Aena yBoneHHbIX pa6oruuxoB B oAHy

o6loNxy (o6re4raneuHoe 4e.ro) c raKr4M pacqeroM, qro6r,t o6ten 4ena (rova) ue

npeBbrrxan 250 rucroe (nyreu cur{BKLI Marepl{anoB vrHItrBr4AyanbHbIX Aen rlo

foAaM yeorrHeHI,lr):
r p&cnonofaTb MaTepuaIIbI uHIVBI4AyanbHbIX Aen B [peAenax Aena (ToMa) B

a,r$aegruoM nopf, AKe (no Sauunluo), or4elrf, MaTepuanbl, oTHocsuluectr K

pa3HbrM rrl4uBzrryanbHbrM AeJraM, qrlcrblM JrrlcroM 6yrr,larra c yKa3aHLIeM Ha HeM

Saxrun.uu,r4MeHr{ r.r orrrecrBa coorBercrByroulero yBoneHHoro corpyAHl4Ka;

. cHa6xarb KaxAoe o6reAuneuHoe Aeno (rona) BHyrpeHHeft onucrro c

nepeqgcneHrzeM Sauulzfi, HMeH r4 orrrecrB v yKa3aHLreM HoMepoB crpaHHII, B

npeAenax KoTopbIX pacnono)I(eHbl cooTBeTcTByro IIIl4e AoKyMeHTbI'

5,4, llepeaaqa rr.rqHbrx Aen B apxrrB ocyulecrBnsercfi He rIo3AHee rpex ner IIocJIe

3aBeprxeHr4 s. ux B Aenolpotr3BoAcrBe B coorBercrBL]. c rpaor.rrconr. llpeAnapurenbHo

oTBeTCTBeHHbTM 3a BeAeHr{e Aen rrpoBepfleTcfl nonHoTa I'I npaBunbHocTb noAroToBKH JII{rIHbIX

Aen K [epeAaqe. BlrqereHnbre npu [poBepKe HeAocrarKIr ycrpaHqlorcs orBercrBeHHbIM 3a

BeAeHr4e len. llepelaqau npr4eM npolr3BoA.tlTcs rro orlIcLI c npocraHoeKofi orlaerox o

HAnUlr]'Il|I II4qHbIX Aen.

5.5. Iluquue AeJra pa6oruuroB, 3aKoHLreHHbIe Aenorpou3BoAcrBoM 4o I runaps2003 rola,

xpaHflrc.f, 75 rrer, nocJre I xunapr 2003 roaa - 50 ler.

6. OrsercrBeHHocrb pa6oroAareJlr rr padoruurca

6.1. Pa6oruzxu o6pasoeareruHofi opraHr43arluu o6szaut'I cBoeBpeMeHHo rlpeAcraBr.f,Tb

cBeaeHr4.fl o6 ugvesegr4rz cBor{x nepcoHanbHblx AaHHbIX, BKJIIoqeHHbIX B cocraB rl4qHofo

neJIa.

6.2. OreercreeHHtrfr 3a BeAeHr4e Ael pa6orul4KoB Hecer Alicqulnl,IHapHyro I4 I{Hyro

orBercrBeHHocrb 3a pa3rnaueHue xouSI4AeHIILIanbHbIX cBeAeHufi, co4epx<aullzxcs B JII{IIHIIX

AeJrax, Iz 3a I4HbIe HapylxeHaq nopf,AKa BeAeHI{f, JrI'IqHbIX Aen.



7. Ilpana pa6oto.uareJrfl rr pa6oruurca

7. 1 . Pa6orsuxu o6pasosarersHOfi OpraHI43aIIUII I4MeIOT IIpaBO :

r IIojIlrI&Tb IIonHyIo zn(popruraqurc o6 o6pa6orre cBollx nepcoHaJlbHbD( AaHHbIx;

o rloJrlq&Tb AocTy[ K CBOI'IM nepcoHaJIbHbIM AaHHbIM;

oIIoJI}IIaTbKoIIIII4AoKweHToB,XpaHflIIuXcgBJlI,ItIHoMAeJIe;
. Tpe6oBaTb tICKJIIOqeHvIflvIlTntaotrpaBneulls HeBepHbIX I'I HeIIoiIHrx (nCraNeHHbIx)

cBoLIX nepcoHaJlbHbx AaHHbx 
' ' 

,

"L2, P a5o"roAarenb I'IMeer npaBo :

. o6pa6atbrBaTb nepcoHaJrbHble AaHHbIe pa6oTHI'IKOB' B TOM TII4CJIe I',I Ha

SJIeKTpOHHbrx HOCI',ITeJISX;
r 3aIIpaIIILIBaTb oT pa6OTHI{KoB I'IH(bopMaqI'IIo' ueo6xoArauylo Anfl BeAeHI'Is ILITIHbIX

Aen I4 o6pa6orxu nepcoHaJlbHbx AaHHbrx'
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w


