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1. O0mume moJ1okeHus

1.1 HacTosiimuii TOKaabHBIN aKT OMpeIesieT MOPI0K BEICHUs, YUeTa U XpaHEHUs JTMYHBIX
nen pabOTHUKOB MyHUIIMITATEHOTO OI0/DKETHOTO 00I11e00pa30BaTEIbHOTO YUPEKICHHS
MBOY «Ocnonas 1mkosa Ne 6y (nanee — oOpazoBarenbHasi OpraHU3alys).

1.2. Tlopsanoxk pa3paboTaH B COOTBETCTBUH ¢ TpyaoBbIM KojgekcoM PO, denepanbHbiM
3akoHOM 0T 27.07.2006 Ne 152-®3 «O nepcoHaANBHBIX JaHHBIX», MeTOAHYeCKUMU
pexomenaanusamu Pocapxusa, Ykazom [Ipesunenta ot 30.05.2005 Ne 609 «O6 yTBepkaeHuun
[TonoseHns 0 NepCOHANBHBIX JaHHBIX T'OCYJAPCTBEHHOTO Ciyauiero Poccuiickoi
®denepanv U BEAESHUH €T0 JUYHOTO J€J1a», KOJUIEKTUBHBIM JI0TOBOPOM U YCTaBOM
o0pa30BaTeNbHON OpraHu3aluu.

2. @opMUpOBaHHe JIHYHBIX /IeJ] pA0OTHHKOB

2.1. ®opMupoBaHUE TUIHOTO Jefia pAOOTHHUKA MTPOU3BOANUTCS pAaOOTHUKOM, Ha3HAYCHHBIM
AUPEKTOPOM 00pa30BaTeNIbHOM OpraHu3anuy (anee — OTBETCTBEHHBIN 3a BEJICHUE JIE)

JInunoe nieno popMupyeTcs He MOo3/iHee MATH padodyuX JHEH €O JHS 3aKIIOYEHHS TPYI0BOTO
JI0OTOBOPA M TOJIBKO IOCIIE MOIy4eHHUs OT pabOTHHKA coryiacus Ha 00paboTKy ero
MEPCOHANIBHBIX TAHHBIX.

2.2. Ilpu mocTyIuieHHH Ha paboTy pabOTHHK MPEIOCTABISIET (TP HATMYHH):

e TIACTIOPT WJIM HHOH JIOKYMEHT, YIOCTOBEPSIONIUI JINIHOCTb;

e aBTOOHMOTrpaduIo;

e 3asBJICHHUE O NMpHUEMe Ha paboTy;

e JIOKYMEHT, KOTOPBIA MOATBEPKAAET PETUCTPAIIMIO B CUCTEME UHIUBUYaTLHOTO
NePCOHU(PHUITTPOBAHHOTO YI€Ta, B TOM YHCIIe B (hOpME MIEKTPOHHOTO JOKYMEHTA,



a100 CTPaxOBOE CBUIETEIBCTBO TOCYIAPCTBEHHOI'O TICHCHOHHOTO CTPaXOBaHUs, 32
UCKITIOYEHUEM CITy4aeB, KOT/ia TPYAOBOM JIOTOBOP 3aKJIF0YAETCS BIICPBBIC;

e WACHTH(OUKAIIMOHHBI HOMEP HAJIOTOILIATEIBINNKA,;

e JIOKYMEHT BOMHCKOTO y4eTa (17151 BOCHHOOOS3aHHbIX JIUII);

e JIOKyMEHT 00 00pa3oBaHuu,;

e ATTECTAIMOHHBIH JIKCT;

e CIIPaBKY O HAIMYKMK (OTCYTCTBHH) CYAMMOCTH U (MiH) (aKTa yroJOBHOTO
HpeciieIOBaHMUS;

e TPYIOBYIO KHWXKY ¥ (HJIH) CBEJICHUS O TPYAOBOU JCATCIBHOCTH, KPOME CITy4acB,
KOT/1a paOOTHUK TIPUHUMAETCS Ha pabOTy BIIEPBbIC MU HA YCIOBUSAX
COBMECTHUTEIIbCTBA,

e MEIUIMHCKYIO KHIKKY;

e CBHUJICTEIBLCTBO O Opaxe;

e CBHJIETEIBCTBO O POXKICHUU JCTEH.

2.3. OGpazoBarenbHasi opranuzaius ohopmisieT:

e IMpHKa3 0 IpueMe Ha paboTy (0 MepeMenICHUH Ha IPYTUE JTOJDKHOCTH);
e TPYIOBOM JOTOBOP B JABYX IK3EMIUISIPAXx;
e JIOJDKHOCTHYIO MHCTPYKIIHIO.

2.4. IlepBuyHOe 0(OopMIICHUE TUIHOTO JeIIa TPETyCMaTPHUBALT:

a) MPUCBOCHHUE JIMYHOMY JIEITy HOMEpa COTJIACHO JKYPHATY ydeTa JIMUHBIX e (IPHI0KCHUEe
Ne 1);

0) mpocraBjieHHEe Ha 00JI0XKKE JTUYHOTO Jena (mpruioxerne Ne 2) Cleayonmx peKBU3UTOB:
HHJIEKC Jiena (B COOTBETCTBHH C HOMEHKIIATYPO# /1671 00pa30BaTeIbHOM OpraHU3aIliHy);
MOJIHOC HANMEHOBAHUE 00Pa30BaTEIHbHON OpTaHU3AIUH; HOMEP JIUIHOTO Jelia; (aMUIHS UMS
OTYECTBO PabOTHHKA B UMEHUTEIFHOM MaJeXe; TaThl — FOJl Hadajia U roJi OKOHYaHHUS
BEJICHUS JIeT1a; KOJIMYECTBO JIUCTOB; CPOK XPAHEHUS,

B) NMOMEIICHHUE JOKYMCHTOB, IMOJJICKAIINX XPAaHCHHUIO B COCTAaBC JIMYHBIX JICJI, B
XPOHOJIOTHYECKOM IOPAAKE:

e BHYTPEHHSISI ONUCH JOKYMEHTOB Jiena (mpunoxkerue Ne 3);

e JIUCT C OTMETKaMHU 00 03HAKOMIICHUH PaOOTHHKA C EPCOHAIBHBIMU IAHHBIMH U3
au4yHOTo nena (mpunoxenue Ne 4);

e JIUCT C OTMETKAMH O PE3yJbTaTax €KEroJHOH MPOBEPKU COCTOSHHUS JIMYHOTO JIeNia
(mpunoxenue Ne 5);

e JIMYHBII JIMCTOK IO y4eTy KaJpoB win aHkeTa (mpunoskeHust Ne 6 u Ne 7);

e aBTOOMOrpadus;

e 3asBIICHUE O pUEME Ha PaboTy;

e TpHKa3 O IpHeMe Ha paboTy;

e JIOJDKHOCTHAsI MHCTPYKITHS;

e TpPYIOBOW JIOTOBOD;

e JIOTOBOP O MOJIHOW MaTepUabHOW OTBETCTBEHHOCTH (€C/IH pabOTHUK —
MaTepualibHO OTBETCTBEHHOE JIUIIO);

e XapaKTePHUCTHUKU U PEKOMEHIATEIbHBIC TUChMA;



2.5. JIuctel JAOKYMCHTOB, IIOMCIICHHLIX B JIMYHOC ACJI0, MOAJICIKAT HyMCpaAIlluH.

2.6. JIoKyMEHTHI IOMENIAFOTCS B MANKY-CKOPOCIIUBATENb. [Ipy yBOIbHEHHH paOOTHUKA JCIIO
IIPOLIMBAETCSA HUTKAMU U CIAETCA B APXUB.

2.7. BHyTpeHHsIs ONUCH TIOKYMEHTOB, UMEIOIIUXCS B JINYHOM JIeJIe, TOJIKHA COJePKATh
CBEJICHUS O IOPSAIKOBBIX HOMEPAX, HAMMEHOBAHUAX JOKYMEHTOB Ji€jla, KOJIMYECTBE JIUCTOB,
JlaTax BKJIIOUEHHUs JOKYMEHTOB B JIMYHOE JIEJI0 U U3BATHS U3 J€JIa, a TAKKE KEM U3BAT
JOKYMEHT U 110 KaKOW ITPUYMUHE.

2.8. BHyTpeHHss ONUCh COCTABIISAETCA HAa OT/AEIBHOM JIUCTE IO YCTAaHOBIEHHOH (opme.
JIncTel BHYTPEHHEN OIIUCU HYMEPYIOTCS OTHENBHO.

2.9. Ilpu OATrOTOBKE JIMYHBIX JIeN K Tepeiaue Ha XpaHeHHe K BHYTPEHHEH OMUCH
COCTAaBJISI€TCSI UTOTOBAs 3aMUCh, B KOTOPOHM YKa3bIBaeTcs HU(PPaMU U IPONUCHIO KOJIMYECTBO
BKJIFOYEHHBIX B HEE€ JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIETa.

3. BeneHue JJHYHBIX J1eJ1 pA0OTHUKOB

3.1. JluuHoe nesno BeaeTcs B TEUEHUE BCETOo Meprojia paboThl paboTHHUKA 00pa30oBaTeIbHOM
OpraHu3aIyy.

3.2. Benenue yimuHOTO JIema paboTHUKA MPEIyCMaTPUBACT MIOMEIICHUE B JIEJIO IOKYMEHTOB,
o0Opa3yromuxcs B mporecce paboueil 1esTebHOCTH U UMEIOIIUX 3HAUCHUE TSI TPYIOBBIX
OTHOIIIEHHUN

e JIOTIOJIHEHHE K JTUYHOMY JIMCTKY 110 YUYETYy KaJpOB,;

e JIOIOJIHUTEIIbHBIE COTJIAIIEHUS K TPYJOBOMY JI0TOBODY;

e KOIIMM NPHUKA30B 10 JUYHOMY COCTaBY, KOTOpbIE KacatoTcs pabOTHHUKA,

e OT3bIBBI JIOJDKHOCTHBIX JIUIL O pAOOTHUKE;

e KOIUH JJOKyMEHTOB O MOBBIIIEHUH KBAJIU(UKAIIH;

e KOMNHH CEPTUPHUKATOB, IPaMOT;

e JIMCT — 3aBEPUTEJIb JeNa (COCTABISIOT IPH CIaue JIMYHOTO JIeNia B apXUB);
e UHbBIE JIOKYMEHTBHI.

3.3. B mnunbIe AcJia HE TOMCHIAIOTCA JOKYMCHTEI, UMCIOIIKUEC BTOPOCTCIICHHOC 3HAUYCHUC.
Takue JAOKYMCHTHI XPAHATCA B OTACIIbBHOM ICJIC Ne 4-09 ((I[OKYMGHTLI, HC BOIICAIINEC B
COCTaB JIMYHBIX ICII».

3.4.PabOTHUK 3HAKOMHUTCS C JIMYHBIM JIEJIOM B T€UEHUE TpeX paboUMX JHEH ¢ AaThl
MIOJIy4Y€HHUs1 OTBETCTBEHHBIM 3a BEICHUE JIeJT 3asBJIEHUS ¢ IPOchOoi 00 o3HakomiieHuu. OO
9TOM JIE1aeTCsl OTMETKA B JINCTE O3HAKOMIICHUS] pa0OTHHKA C JINYHBIM JICJIOM.

3.5. O3HakoMmIIeHHE C JIeJIOM MPOUCXOUT UCKIIOUUTENILHO B KAOMHETEe OTBETCTBEHHOTO 32
BEJICHUE I M B €70 MIPUCYTCTBUM. 3aNpeIaeTcs BRIHOC Jeiia U3 KaOnHeTa.

3.6. Brimaua konuii JOKYMEHTOB W3 JIMIHOTO JieJia TIPOU3BOAUTCS 10 IMIHOMY 3asIBIICHHUIO
paboTHUKA U C pa3pelieHus JupekTopa. Konuu 10KyMeHTOB JOKHBI OBITh 3aBEPEHBI 1
MPEAO0CTaBIICHBI pA0OTHUKY B TEUEHUE TPEX THEH CO JTHS MOAA4H 3asBICHU.



3.7. I3bsiTHE OTACIBHBIX JOKYMEHTOB M3 JINYHOTO JI€J1a TIPOU3BOIUTCS C pa3peIICHHS
JMpeKTopa 00pa30BaTeNbHOM OpraHu3anuu ¢ 0pOpMICHUEM COOTBETCTBYIOLIEH 3amucu B
rpade «lIpumedanue» BHyTpeHHeH onucu. [Ipu BpeMEHHOM U3BATUU TOKYMEHTA Ha €T0
MecTO (MEXIy JINCTAMU COCEIHMX TOKYMEHTOB) BKJIA IbIBACTCS CIIPABKA-3aMECTHTEIb C
yKa3aHUeM JaThl U IPUYMH U3BATUA C MOANKUCHIO JIULA, BBIIABIIETO JOKYMEHT, U ITOANNCHIO
JIM1A, TTOJIYYHBILErO €ro BO BPEMEHHOE I10JIb30BaHUE.

3.8. B nensix obecnieueHust KOHTPOJISA 32 COXPAHHOCTBIO U AKTyaJIbHOCThIO JIMYHBIX JIE]1 B
00pa3oBaTeNbHON OPTaHU3AIMH €KETOTHO IPOU3BOIUTCS MTPOBEPKA UX HATUYHS U
COCTOSIHUS.

3.9. Exeroanyio mpoBepKy COCTOSIHUS TUYHBIX JIE]T Ha TPEMET COXPAaHHOCTH BKITFOUECHHBIX
B HETO JIOKYMEHTOB ITPOBOJIUT CIIELIMAIIBHO COo3aHHasi KoMuccus. O MpoBeIEHHBIX
MPOBEPKAX JICNACTCS OTMETKA B JIUCTE O PE3yJIbTaTaX €KETr0oHOU MPOBEPKU COCTOSHUS U
HaU4us JugHoro faena (npuioskerne Ne 5) u cocraBisiercs akT. Pe3ysbTaThl mpoBepKu
JIMYHBIX JIEJ B 0053aTEIbHOM MOPSIIKE JOBOAATCS JI0 TUPEKTOpa 00pa3oBaTeIbHON
OpraHu3alyu.

4. XpaHeHue U y4eT JUYHBIX J1eJ1 pA00THHKOB

4.1 XpaHeHue U y4eT JUYHBIX JIe1 paOOTHUKOB 00pa30BaTEIbHON OpraHU3aliu
OpPraHU3YIOTCS C LEJIbI0 OBICTPOTrO MOUCKA JIMYHBIX /1], 00ECIICYSHHS UX COXPAHHOCTHU U
KOH(PHUACHIIMAIBHOCTU CBEICHUM, COACPKALTUXCS B JJOKYMEHTaX JIUYHBIX JIEJT, OT
HECaHKIMOHUPOBAHHOTO JOCTYTIA.

4.2. Jluynble nena pabOTHUKOB XPAHSTCS Y OTBETCTBEHHOTO 32 BEJICHHE JIeN B CIICHUAIBHOM
METaJUIMYECKOM ceiide.

4.3. 1oCTyn K JIMYHBIM JiefilaM paOOTHUKOB UMEIOT TOJBKO OTBETCTBEHHBIH 3a BEJICHHUE ACT 1
JTUPEKTOP 00pa3oBaTEIbHON OpraHU3aIMK JTUO0 €ro 3aMECTUTEH MPU UCTIOTHEHUH
00s13aHHOCTEHN AUpeKTOopa 00pa30BaTEIHLHON OpraHU3AIINH.

4.4. Cucremaruzanus JIMYHbIX Je] paOOTHUKOB MPOU3BOJIUTCS B all(haBUTHOM HOPSIZIKE.
5. OdopMmiieHne TUYHBIX el pa0OTHHUKOB Nepe] caayveil B apXuB

5.1. OopmiieHre TUYHBIX €T A7 Tepeaadd B apXUB MPOU3BOJUTCS OTBETCTBEHHBIM 3a
BeJICHUE JIeN. DTa MpoLeaypa BKIOYaeT:

e mOMIUBKY (MEperuieT) aena;

e YTOYHEHHE HyMEPAIMH JINCTOB JIEIIa;

e COCTaBJICHHUE JIHCTa-3aBepuTes (mpuaoxenue Ne 8);

e cocTaBieHue (yTOYHEHHE) BHYTPEHHEN OIKCH;

e BHECEHHE YTOYHEHHI B PEKBU3HTHI JIUIICBOI 0OJI0KKH JIea.

5.2. Jluct — 3aBepuTeNb Aela J0JKEH MOMUCaTh €T0 COCTABUTENb, TIPU ATOM JeNaeTCs
pacidpoBKa JOJPKHOCTH M TIOJIIIMCH, TIPOCTABIISIETCS 1aTa. B mporecce MCmoib30BaHus
apXMUBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIE JENAIOTCS COOTBETCTBYIOIINE OTMETKHU.



Ecnu neno mommmuro 6e3 mucTa-3aBepuTeNis, TO €ro CIeyeT HaKJIEUTh Ha BHYTPEHHIOO
CTOPOHY O0JIOXKKH JIeTIa.

53.C 18(SA105Y10) obecnieueHus COXpPaHHOCTH JIMYHBIX ICJI pPECKOMCHAYETCA.

e O00BEIMHSATH MHAWBUAYAIbHbIC THYHBIE J€j1a YBOJCHHBIX PAOOTHUKOB B OHY
005105kKy (00BEAMHEHHOE JIEI0) C TAKUM PacueToM, 4TOOBI 00beM jeia (ToMa) He
npessitran 250 ucToB (yTeM CITUBKH MaTePHAIOB HHIUBHYAILHBIX JEI IO
rojiaM yBOJIbHEHHS);

e pacroarath MaTepHasbl HHIMBUIYAJIbHBIX J€] B Ipeaenax aeia (toma) B
anaBUTHOM TIOpsIKe (MOGaMUIIBHO), OTAEISIS MaTEPHAIIbI, OTHOCSAIIHECST K
Pa3HBIM WHIUBHIYAIbHBIM JIEJIaM, YUCTHIM JTHCTOM OyMard ¢ yKa3aHHeM Ha HEM
(haMHITFK, HIMEHU U OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPY/IHHKA,;

e CHaOXaTh KaXKI0€ 00BEAMHEHHOE /1710 (TOM) BHYTPEHHEH OMHUCHIO C
HepevrciicHieM (haMUITUiA, IMEH M OTYECTB M yKa3aHHEM HOMEPOB CTPAHHII, B
npejienax KOTOPhIX Paciioj0KeHbl COOTBETCTBYIOIIME JOKYMEHTHI.

5.4. [lepenaya TMYHBIX /1€ B apXUB OCYILIECTBIISIETCS HE NO3AHEE TPEX JIET IOCTIE
3aBepIICHHS] UX B JICTIONPOU3BOJICTBE B COOTBETCTBUU C rpadukom. [IpenBaputensno
OTBETCTBEHHBIM 32 BEJICHUE JI€J1 IPOBEPSIETCS MOJHOTA U MPABUIIBHOCTh IOJTOTOBKH JIMYHBIX
JIeNl K nepeniaye. BolsBIeHHBIC ITPU MPOBEPKE HEJOCTATKU YCTPAHSIIOTCS OTBETCTBEHHBIM 32
BeneHue nen. [lepenaya u npuem npousBOAATCA IO OIUCH C IPOCTAaHOBKOM OTMETOK O
HAJIMYUU JIUYHBIX JIe.

5.5. JInunblie nena pabOTHUKOB, 3aKOHYCHHEIC JIeionpon3BoacTBOM 110 1 saBaps 2003 rona,
xpansTcs 75 ner, nmocie 1 suBaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH padoToAaTe/ sl U PaGOTHUKA

6.1. PaGoTHHMKM 00pa30BaTeIbHOM OpraHU3aluy 00s13aHbl CBOEBPEMEHHO NPEACTaBIATh
CBelleHUs 00 N3MEHEHHNH CBOMX TEPCOHABHBIX JIAHHBIX, BKIIOYEHHBIX B COCTAB JINYHOTO
aena.

6.2. OTBeTCTBEHHBIH 32 BeJIeHHE Je7T pAOOTHUKOB HECET TUCIHUILTMHAPHYIO U HHYIO
OTBETCTBEHHOCTH 3a pa3ilalleHne KOH(PUIEHIIMAIbHBIX CBEICHHUH, COepKALIMXCS B IMYHBIX
JieNax, U 32 UHbIC HapYLIEHUs MOPSAKA BEACHUS JTNYHBIX JEIL.

7. IlpaBa padotoaare/isi U padOTHUKA
7.1. PaGoTHMKM 00pa30BaTEIbHOM OpraHW3alui UMEIOT MPaBo:

e TIOJIy4YaTh MOJIHYIO HH(pOpMAIHIO 00 00pabOTKe CBOUX MEPCOHAIBHBIX TaHHBIX;

e IIOJIy4aTh JIOCTYN K CBOMM IIEPCOHAIBHBIM JaHHBIM,;

e IIOJIy4aTh KOIUU JOKYMEHTOB, XPaHALIUXCS B JINYHOM JIEIIE;

e TpeOOBaTh UCKIIOUCHHS WM MCIIPABICHHUS HEBEPHBIX M HETIONHBIX (HCKaKCHHBIX )
CBOUX IIEPCOHAIBHBIX JaHHBIX.

7.2. PaboTonarens UMeeT MpaBo:



e 00pabaThIBaTh MEPCOHAIBHBIEC JaHHBIE PAOOTHUKOB, B TOM YHCIIE U HA
AJNIEKTPOHHBIX HOCHTEIISIX;

e 3ampamuBaTh OT PAOOTHUKOB HH(OPMAIIHIO, HEOOXOAUMYIO ISl BECHUS JINYHBIX
Jest 1 00pabOTKH MEPCOHATBHBIX TAaHHBIX.



