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1. O6mue nojoxenns

1.1 Hacrosmiee nonoxxeHwe Onpeenser MOPSAOK BEJECHMS JHMYHBIX e IIEJaroroB u
corpyaunkos B MbOY TI'opkunckoit CHI (nanee — Hlkona).

1.2. Jluunoe neno pabGOTHMKA — COBOKYNHOCTH JOKYMEHTOB I[EPCOHAIBHOTO VYeTa.
COACPKALIMX CBCACHUA 0 pabOTHHKE M €ro TPY/IOBOH AeATETBHOCTH.

I.3. Tlonoxenue paspaGotano B cootercTBmd ¢ TK. (enepaibHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHallbHBIX JaHHBIX», MeToIHuecKuMHU pekoMeH 1atusamu Pocapxusa.
Ykasom Ilpesunenta or 30.05.2005 Ne 609 «O6 yreepxkaennn [10J0kKeHHA O NEPCOHANBHEIX
JaHHbBIX TOCYHApCTBEHHOTO Ciykauero Poccuiickoit ®eepanuy U BEASHUM €ro JIHYHOTO AeNar,
KOJIIEKTUBHBIM JIOrOBOPOM M yctasoM HIkosisr.

2. DopMupoBaHKE JHYHLIX e paboTHUKOB

2.1. @opmupoBanue JHYHOTO Jeina pabOTHHKA TPOM3IBOJMUTCSA CEKPETAPEM HE MO3AHEE
ISTH paboumX JAHEH CO JIHS 3aKIHOYEHHS TPYIOBOIO J0rOBOPA H TOIBKO IOCIC MONYYCHHS OT
paboTHHKa cornacus Ha 06paboTKy €ro NepCoOHaIbHBIX JaHHbIX.

2.2. Ilpn noctynseHHn Ha paboTy COTPYAHMK MPEOCTABAAET (TP HATHUHHM):

— MACTOPT HAH WHOH JOKYMEHT, YIOCTOREPSIONIHIH THYHOCTD,

— aBToOHOrpaduro;

— 3agBJICHHE O NTPHEMe Ha paboTy:

~ CTPaxOBO€ CBUAETEILCTBO MEHCHOHHOTO CTPAXOBAHU:

-~ WIeHTHDHKATIMOHHBIM HOMEP HANIOTONIATEbINKA;

— JIOKYMEHT BOMHCKOTO yHeTa (/U1 BOCHHOOOS3aHHbIX JHIL);

~ JOKYMEHT 00 00pa3zopaHuu:

~— @TTeCTallHOHH I JIMCT;

= COpaBKy O HamMYuM (OTCYTCTBHH) CYyAMMOCTH M (uaM) (axkta YrojaoBHOTO .
[PECHICIOBAHHU;

— TPYJOBYIO KHUXKKY:

— METHIMHCKYIO KHHKKY;

— CBHJETENLCTBO 0 Opaxe:

— CBUJCTEJIBCTBO O POKICHHHM JIEeTEH.

2.3. Pabotomarens ogopmuser:

~ THYHYI0 KapTouky Ne T-2;

— NpHKa3 o IpueMe Ha paboTy (0 nepeMelLeH|H Ha APYTHe JODKHOCTH )

— TPYAOBOH JOrOBOP B ABYX 3K3EMILIApax;

— HOJDKHOCTHYIO HHCTPYKIIHMIO.

2.4. Tlepuunoe opopmIieHHe THIHOTO JeNa MPeYC Dk

a) MPUCBOCHHC IMYHOMY ey HOMEpa COTIIACHO KypHATY
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6) npocraBneHue Ha 00JIOKKE JIMYHOTO J€ja CIEAYIOIHX PEKBU3UTOB: HHIEKC Jena (B
COOTBETCTBHH C HOMEHK/IATYPO#l [IE] IIKOJIBI); IOJTHOE HAMMEHOBAaHHE LIKOJIBI. HOMEP JTHYHOTO
nena; haMuIIus UMS 0T4eCTBO pabOTHHKA B UMEHHWTEILHOM IaJieike; JaThl — IoJ Hayaja M roj
OKOHYaHMs BEICHHUS JI€T1a; KOIMYECTBO JIMCTOB; CPOK XPAHEHHS ;

B) NOMENICHHE MOKYMEHTOB, MOJJICKAIIMX XPAaHEHHIO B COCTaBe IIHYHBIX €. B
XPOHOJIOTMYECKOM TOPSIKE:

— BHYTPEHHSS OIIMUCh JOKYMEHTORB JieNia

— JIUCT C OTMETKaMH 00 03HAKOMJIEHHH pabOTHHKA C TMYHBIM JIETIOM

— JIUCT C OTMETKAMHU O Pe3yJIbTaTax €XeroJHON NPOBEPKH COCTOAHHSA JIMYHOTO JIena.

— JIMYHBIH JTMCTOK MO Y4YETY KaJpOB HIJIM aHKeTa

— aBToOHOrpadus;

— 3asiBJIEHHE O IpHEMe Ha paboTy;

— MpHKa3 0 npueMe Ha pabory:

— NOJKHOCTHAsE HHCTPYKITUS,

— TPYZOBOM JOTOBOD;

— JIOrOBOp O NOJHOM MaTepHaIbHOM OTBETCTBEHHOCTH (€clIHM pabOTHHK — MaTepHalbHO
OTBETCTBEHHOE JIUIIO);

— XapaKTepUCTHKH M PeKOMEHIaTeIbHbIE THChMa;

— cornacue Ha 06paboTKy 1epCOHATBHLIX JaHHBIX.

2.5. JIuCThl JOKYMEHTOR, IIOMEIIEHHBIX B IMYHOE JEI0. MOJIEKAT HyMEpaluH.

2.6. JTokyMeHTBI IOMEINAIOTCS B MarnKy-cKopocmuBatenb. [IpH yBoIbHEHHH pabOTHHKA
NPOIIMBAKOTCA HUTKAMH M CIAKOTCS B apXHB.

2.7. BHyTpeHHsAS ONMUCH JOKYMEHTOB, HMEIOIIUXCA B JIMYHOM JENe, J0JUKHA COAepkKaTh
CBEJICHHSI O TOPSAKOBBIX HOMEpaX., HaMMEHOBAaHMSIX JOKYMEHTOB [ejia, KOJIHYECTBE JIHCTOB,
JaTax BKJIIOYEHHS JOKYMEHTOB B IMYHOE JIETIO0 U U3BATHS U3 Jlelia, a TAK)KEe KEM U3bAT JOKYMEHT
U 110 KaKOW IpHUYHHE.

2.8. BHYTpeHHss ONUCH COCTABIAETCS HA OTAENIBHOM JIMCTE IO YCTAHOBIEHHOH (opme.
JIMCTBI BHYTPEHHEH ONUCH HYMEPYIOTCS OTAETBHO.

2.9. Ilpu moaroToBKe IMYHBIX J€N K Iepefadye Ha XpaHEHHE K BHYTPEHHEH OITHCH
COCTaBJIIETCH HTOrOBasl 3alMCh, B KOTOPOH yKa3biBaeTcs LHH(paMH U IPOMHCHIO KOJTHYECTBO
BKJIIOYEHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JIMCTOB JIEJIa.

3. BeneHne JIHYHBIX eI pAOOTHHKOB

3.1. Jlnunoe neno BeoeTcss B TEUEHHE BCEro MepHoja paboThl KaXKIOro Iejarora W
corpyauuka lIkosl.

3.2. JlanpHe#Inee BeJCHHE JIMYHOIO Jena pabOTHHKA MpeJyCMaTpHBAaeT MOMELIEHHE B
A€JI0 JOKYMEHTOB, 0Opasyromuxcs B npouecce pabodeil IesTeIbHOCTH ¥ MMEIOMIUX 3HAYeHHe
JUIS TPYJOBBIX OTHOINEHHIA:

— JIONIOJTHEHHE K IMYHOMY JTUCTKY I10 YYeTY KaapOB;

— IOTIOTHHUTEJIEHEIE COTTIALIEHUS K TPYJOBOMY JOTOBODY;

— KOITMH NPHKA30B [10 THYHOMY COCTaBY, KOTOpbIE KacalTcs paboTHHKA;

— OT3bIBBI JIOJDKHOCTHEIX JIMIL O paOOTHHKE;

— KOIHH JOKYMEHTOB O MOBBIIIEHUU KBATH(DHKAIHH;

— KOITHH CEpTH(DHUKATOB, IPAMOT;

— JIMCT — 3aBEPHUTE]b Jie1a (COCTABIAIOT IIPY cJjayue JIMYHOIO Jejia B apXHB);

— MHBIE IOKYMEHTHI.

3.3. B nuuHble [ena He TIOMEIIATCs JOKYMEHTHI, HMEIOLIHe BTOPOCTENEHHOE 3HAUCHHE
M CpOK XpaHeHHs MeHee 10 ner BkmounTensHO. Takue NOKYMEHTHI XPAHATCH B OTAEIBHOM
Hapsaze Ne 4-09 «JlokyMeHTBI, He BOIIEAIIHE B COCTAB JIMYHBIX JIEN.

3.4. B xoHue kajneHnapHoro rojga u He nosasee 30 nekabps Bce pabotHmku IIIkons!
IPOXOIAT O3HAKOMJICHHE C JHYHBIMH JAenamu. OO0 9ITOM Jenaercs OTMETKa B JIMCTE
03HAKOMJIEHHs pabOTHHKA C THYHBIM JIEJIOM.
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3.5. O3HaKOMIIGHHE C JIEJIOM TPOMCXOMUT MCKIIFOYMTENLHO B KaOuWHeTe JUpEKTOpa W B
€ro IPUCYTCTBHHU. 3anpelaeTcs BEIHOC Jiea U3 KaOHHeTa.

3.6. Brigaua KOmMHH JOKYMEHTOB M3 JIMYHOTO Jela IPOM3BOJUTCS MO JHYHOMY
3asBIICHHIO pabOTHHKA M C paspelieHHsl AMpeKTopa. KONHH JOKYMEHTOB MIOJUKHBI OBITh
3aBEpPEHbI U MPEIOCTaBICHbl pAOOTHHUKY B TEYEHHE TPEX JIHEH CO JIHA TMO/Ia4H 3asBJICHHA.

3.7. U3psaTHe OTAENBHBIX AOKYMEHTOB M3 JIWYHOIO Jie€jia MPOU3BOAMTCA C pa3pellcHHs
nupektopa lllkonsl ¢ ohopMieHHeM COOTBETCTBYIomei 3amucd B rpade «llpumeuanuer
BHYTpEHHEH onucH. [IpH BpeMEHHOM H3BATHH JOKYMEHTa Ha €ro MECTO (MEXIy JHCTaMH
COCEIHMX MOKYMEHTOB) BKIIQ/IbIBAETCS CIIpAaBKa-3aMECTHTENb C YKa3aHHWEM JaThl M MPHYHH
H3BATHS C TOANMKCHIO JIMIA, BBUIABIIErO JOKYMEHT, H IMOJNHMCHIO JIMIA, MOJYyYHBIIErO €ro BO .
BpPEMEHHOE IOTb30BaHHUE.

3.8. B memsx obecrieyeHHs] KOHTPOJIS 3@ COXPAHHOCTBIO H aKTYalbHOCTBIO JIMYHBIX /1] B
[lIkone exeronHo (He mo3mHee | KBapraga roja, CleIyIOIIEro 3a OTYETHHIM) MPOHM3BOIHTCH
IpPOBepKa WX HAIIMYHS U COCTOSIHHUSA.

3.9. ExeroaHyw IIpOBEpKY COCTOSIHHS JHMYHBIX JIeJl Ha TMpeaMeT COXPaHHOCTH
BKJIFOUEHHBIX B HETO JOKYMEHTOB NPOBOJIMT CIEIHATBHO CO3aaHHas KOMHCCHA. O IMPOBEIEHHBIX
IPOBEpKAaX [ejaeTcsi OTMETKa B JIHCTE O pe3yibTaraX €XeroJHOH IIPOBEPKH COCTOSHHS H
HAJIMYKs JIAYHOTO . Pe3ybTaThl MPOBEPKH JIMYHBIX Jiesl B 0053aTEIbHOM MOPsJIKE IOBOAATCS 10
nupektopa LIkonsr.

4. XpaHeHHe H y4eT JHIHBIX e PA0OTHHKOB

4.1 XpaHeHue W y4yeT JTHYHBIX JIEJ MearoroB  cotpyanukoB IlIkosr OpFaHHSyIOTCH B
11eJIbI0 OBICTPOrO MOMCKA JTHYHBIX JeN, 00ECTIeUeHHs MX COXPAHHOCTH M KOH(HIEHIHAIbHOCTH
CBeJICHHH, co/iepiKaluxcs B JOKYMEHTaxX JIMYHBIX [JI, OT HECAHKIIMOHHPOBAHHOTO TOCTYTIA.

4.2. Jluunple jnena paOOTHHKOB, JOJKHOCTHBIE MHCTPYKIMHM XpaHATCS Y JHPEKTOpa B
CreNHaIbHOM METALTHYECKOM celfde.

4.3. TpynoBBIe KHHKKH, MEIUIIMHCKHE KHH)KKH XpaHATcs B cefide nupexropa IIkoIbL.

4.4. Jloctyn K NHUYHBIM [enaM pabOTHHKOB HMEKOT Toibko aupekTop Ilkomsr nubo
3aMeCTHUTENH JUPEKTOpa IIPH UCIOIHEeHUH o0s3aHHOCTel nupexTopa kol

4.5. CucreMaTH3anys JIHYHEIX JIe]1 paOOTHUKOB NPOU3BOJUTCS B al(haBHTHOM MOPSJIKE.

5. Odopmienne THYHBIX JeJ1 pAaOOTHHKOB Nepen caadel B apxuB

5.1. Odopmienne THYHBIX JeJl JJIs Iepeladyd B apXHB IPOM3BOIUTCA TUPEKTOPOM
[IIxosibl. DTa npoueaypa BKIIOYAET:

— IIOIIMBKY (MEepemnieT) aena;

— YTOYHEHHE HyMEpallHH JIUCTOB JIeNa;

— COCTaBJICHHE JINCTa-3aBEPUTEIS

— COCTaBlIeHHE (YTOYHEHHE) BHYTPEHHEH OIHCH;

— BHECEHHE YTOYHEHUH B PEKBU3UTHI JIUIIEBOK 00JIOKKH JIela.

5.2. JIucr — 3aBepHTeNb AeNa J0JDKEH MOAIMKCATh €r0 COCTABHTEIb, TIPH 3TOM JIeJIaeTCs
pacmH(poBKa NODKHOCTH M IOIIHMCH, NPOCTABISETCs JaTa. B Impolecce HCHONIb30BaHMs
apXUBHBIX TOKYMEHTOB B JIUCTE-3aBEPUTENIE JEIAI0TCS COOTBETCTBYIOIIHE OTMETKH.

Ecimu neno nmoammro Ge3 mHucTa-3aBepUTeNis, TO €ro CleAyeT HAKJIEMTh HAa BHYTPEHHIO
CTOPOHY OOJIOKKH JIea.

5.3. C nenbio obecriedeHUs: COXPAHHOCTH JIMYHBIX JIE] PEKOMEH IYETCS:

— O0BENMHATL HMHAWBHIYyaIbHBIC JHYHBIE €A YBOJEHHBIX COTPYAHHKOB B OJHY
00110KKy (0OBEIMHEHHOE JIeJI0) C TAKHM pacdyeToM, YyToObl 06BEM Jejia (ToMa) He HpeBHIma
250 muCTOB (IyTeM CLIMBKH MaTEPHAIIOB HHIUBHIYAIBHBIX €] 10 T0JaM YBOJILHEHUS );

— pacnonaraTh MaTepHallbl HHIMBHAYalbHBIX €N B IIpe/enax Jaena (Toma) B aldaBuTHOM
nopsiike (NO(GaMUIbHO), OTHAENSAS MAaTepHalibl, OTHOCAINMECS K PA3sHBIM HHIMBHYaIbHBIM
AelaM, YHCTBIM JIMCTOM OymMard ¢ yKa3aHHeM Ha HeM (aMHIMH, MMEHH W OTYeCTBa
COOTBETCTBYIOILETO YBOJIEHHOTO COTPY/IHHKA;



— cHabxaTh Kaxaoe oOBbeIHHEHHOE J1e]I0 (TOM) BHYTPEHHEH OINHCBIO C IePeYUCICHHEM
(GbaMuIHK, UIMEH ¥ OTYECTB M YKa3aHHEM HOMEPOB CTPaHHMIL, B IpeaeIax KOTOPBIX Paclol0kKeHbI
COOTBETCTBYIOILHE JIOKYMEHTEI.

5.4. Tlepenaua JTHYHBIX JIel B apXWB OCYLIECTBIAECTCS HE IIO3JHEE TpeX JIeT mocnie
3aBepIIeHHs] WX B JEJONPOM3BOJCTBE B COOTBETCTBHH ¢ rpadukom. IlpenBapuTenbHO
npoBepsAeTCs MOIHOTA W IPaBHILHOCTE TTOJMOTOBKH JIHYHBIX JIe] K Iepeaade. BolsiBIeHHbIC TTPH
NpoBEpPKe HEeNOCTaTKu ycTpaHsiorcs. [lepemaya W npHeM TPOM3BOAATCS IO OMNHCH C
MIPOCTAaHOBKOH OTMETOK O HAJIMYMH JIMNYHBIX JIEII.

5.5. Jlnunple gena paGOTHHKOB, 3aKOHYEHHBIE JeTONMpOM3BoACTBOM 0 1 smBaps 2003
roja, xpausres 75 net, mocie 1 suBaps 2003 roga — 50 ner. JInunbie esa IMpekTOpa, TIaBHOIO .
Oyxranrepa [IIko/bl KMEIOT TOCTOSIHHBINH CPOK XpaHEHHS.

6. OTBETCTBEHHOCTH paboToaTe/si H padOTHHKA
6.1. Ilenaroru u corpyaauku 11IKosbl 0653aHEl CBOEBPEMEHHO MPEJICTABIATEL CBEIEHHS 00
H3MEHEHHH CBOHX IEPCOHANBHBIX JaHHBIX, BKIIFOUEHHBIX B COCTAB JINYHOTO Jena.
6.2. PaGotonarens obecrieunBaeT:
— COXPaHHOCTb JINYHBIX A€ paOOTHUKOB;
— KOH(HMIEHIHATEHOCTD CBEICHHUI, COEPKAIMXCS B IMYHBIX JielaX paOOTHHKOB.

7. llpaBa paboroaarens H paboTHHKA
7.1. Tlenaroru u cotpyanuku Ilkoisl HMEIOT IpaBo: )
— MMOJIy4aTh MOJIHYIO HHpopMalHio 00 00paboTKe CBOMX NEPCOHAIBHbIX JIAHHBIX
— MOJTy4aTh AOCTYI K CBOMM IEPCOHAIbHBIM JaHHBIM:
— MONy4aTh KON JTOKYMEHTOB, XPAHAIIUXCS B IUYHOM JEIIE;
— TpeGOBaTh MCKIIOUEHHS HIIM HCIIPABICHHS HEBEPHBIX W HEMOIHBIX (MCKaKEHHBIX) CBOMX
[IePCOHANBHBIX JaHHBIX.
7.2. Pabotonarenb UMeeT IIPaBo:
— obpabartbiBaTh HEepCOHAIbHbIE aHHbIE Pa0OTHUKOB, B TOM YHCIE H Ha 3JEKTPOHHBIX
HOCHTEIIAX;
— 3ampalnuBaTh 0T pabOTHHKOB HH(MOPMALIKIO, HEOOXOAUMYIO JUISl BEACHHS JTHYHBIX J€] H
00pabOTKH NepCOHANBHBIX JaHHEIX.



