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[MopsiaoK BeleHu s JHYHBIX el Pa0OTHHKOB MBOY « muaxunckas OLD»
%

1. O0ue moJIoKeHu st

1.1 HacTostiumii JOKaIbHbIH aKT ONPEAEIAeT MOPSA0K BEACHIA, yIeTa U XpaHEHHUS
mvuHsIX aen pabotHukos MBOVY «l TMHKMHCKAs OI1I» (nanee — mIKONA). :
1.2. Tlopsmoxk paspaboran B COOTBETCTBUM C TpynoBbIM ~ KOTIEKCOM
@enepallbHBIM 3aKOHOM OT 27 07.2006 Ne 152-®3 «O mepcoHaIbHbIX NAHHBIXY,

MeronuueckiMi  pekomeHzarmamu  Pocapxusa,

o1 30.05.2005 Ne 609 «OG yreepskaeHnn [1on0KeHHS O MEPCOHATBHBIX JAHHBIX
TOCYAPCTBEHHOTO CITYMQILEro Poccuiickoit denepanuy U BEICHUU €ro JUIHOTO

Aesay, KOJNIEKTUBHBIM JOrOBOPOM M YCTaBOM IIIKOJIBI.

2. @opMHUPOBaHKE JHIHBIX A€JI pabdoTHHKOB

2.1. ®opMUPOBaHUE JIAUHOTO AN pabOTHHKA IPOM3BOATCA TMPEKTOPOM IIKOIIBI ;
dopmupyeTcs He To3AHee &
nsTi pabounx AHEH co iHA 3aKMOYeHAs TPYAOBOTO JOroBOpa ¥ TOJIKO HOCHE g
roJiyueHss OT paboTHMKA COrIacus Ha 06paboTKy ero mepcoHANbHBIX TAHHBIX

(nanee — OTBETCTBEHHBIH 32 BEICHHE nen). Jlmunoe eno

2.2. Tpu nocTyIuieHuy Ha paboty pabOTHHK NPEIOCTABIAET (TpU HAJIAYUH):

« TIACHOPT WJIX UHOM JTOKYMECHT, yI0CTOBEPSAIOLINHA JTHIHOCTB;

« asTOOHOTpAdUIO;
. s3asBieHME O IpEeMe Ha paboTy;

PO,
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Vkazom  [IpesmaeHTa

o JIOKYMEHT, KOTOPBIN MOATBEPIKAAET  PETHCTPAIHUIO B CHCTEME

R TUBKAYQTEHOTO MEPCOHUMUIMPOBAHHOIO y4eTa, BTOM yucie B popMe
3JIEKTPOHHOTO JOKyMEHTA, mbo CTPaxoBO€ CBU/ICTENBCTBO &
rOCYIapCTBEHHOTO MEHCHOHHOrO CTPaxoBaHMA, 34 HCKITIOUEHHEM CIIy4aes, &

KOT/ia TPYAOBOH AOTOBOP 3aKIIFOYACTCS BICPBHIC,

o waeHTH(UKAIMOHHBIH HOMED HAJIOTOTUIATe IBIIMKA,
o /IOKyMEHT BOMHCKOTO ydeTa ([t BOEHHOOOA3aHHBIX JIHIL);

o JOKyMEHT 00 00pa3oBaHUH,




e aTTECTALMOHHBIN JIUCT,

o ChpaBKy O HanMuuy (OTCYTCTBHMH) CYAMMOCTH H (Wm) (akTa yrojoBHOrO
TipecsieI0BaAHNS,

o TPYIOBYIO KHWKKY W (WJIHM) CBEICHHsS O TPYHOBOH JEATENBHOCTH, KPOME §
ciiydaes, Korja pabOTHEK —[PHHMMAETCs Ha paboTy —BHEpBHIC Wi
Ha YCJIOBHSIX COBMECTHTENILCTRA, ]

o MEIMUKHCKYIO KHHXKKY;

s CBHIETENILCTBO O OPake;

o CBMIETENIBCTBO O POXKJICHUH JIETEH.

2.3. lIxona oopmIIAeT:

o mpriKa3s o npreMe Ha paboTy (0 MepeMEIeHIH Ha IPYTUe JOJKHOCTH),
o TPYJAOBOHM IOrOBOP B ABYX SK3EMIULIPAX;
o JOJIKHOCTHYIO HHCTPYKIIMIO.

2.4. Tlepsuunoe oopMIIEHHE TMYHOTO [eJia IPEeyCMaTPUBACT:

a) TPHCBOEHYE JMYHOMY ey HOMEpa COIJIACHO JKypHAIy ydYeTa JIMYHBIX ACI 1
(mpunoxenne Ne 1); ]

6) mpocrasnesye Ha OGNOXKKE JIMYHOro Jena (mpuioxenue No 2) clenyromux
DEKBM3MTOB: HMHAEKC Jena (B COOTBETCTBMHM C HOMEHKIATYPOH Hel LIKOJIBL);
[OfHOE HAMMEHOBAHME WIKOAB, HoMep Jwmunoro pena; ®.M.O. paborHuka 9
5 UMEHUTENBHOM TaZIeke; NaThl — IOJ Hadajla ¥ roJ OKOHYaHUSA BEACHMS ICIa;
KOJMYECTBO JIUCTOB, CPOK XPAHEHHUS, -

3) IOMEIEHHE JOKYMEHTOB, MOJIEKAIUMX XPAHCHHIO B COCTABE JIMYHBIX MEI, -l
8 XPOHOJIOTHYECKOM MOPAIKE:

« BHYTDEHHSS ONMUCH TOKYMEHTOB Jena (mpuioxenue Ne 3); 3

o JMCT ¢ OTMETKaMH 00 O3HAKOMJICHMH DPabOTHHKAa C NEePCOHATBHBIMHA &
JAHHBIMY U3 THYHOTO ena (mprioxeHue Ne 4); 1

o JIMCT C OTMETKAMM O PE3YJIbTaTaX eKEroHON MPOBEPKU COCTOAHMUS JIATHOTO * 4
nena (npuinoxenue Ne 5); :

o uuHbIH JMCTOK M0 yYeTy KaApoB Wiu aHkeTa (mpmoskenus Ne 6 u No 7,

« aprobuorpadus;

< 3asBJiCHME O IpHEeMe Ha paboTy;

¢ TIpWKa3 0 mpueMe Ha paboTy;

o J{OJDKHOCTHASI HHCTPYKLIHKSA,

o TPYAOBOW IOTOBOP; E

« [OFOBOP O MOJHOW MAaTepUAIbHOH OTBETCTBEHHOCTH (€CIH paGOTHHK —
MaTepHanbHO OTBETCTBEHHOE JIUIIO);

¢ XapaKTEPHUCTHKU M PEKOMEH/IATE/IbHBIC THChMA.

2.5, JIucTsl OKYMEHTOB, IOMEIIEHHBIX B IMYHOC A0, MOJIEKAT HyMCPAIHMH.



2.6. JIOKyMEeHTHl MOMEMAIOTCs B MAIKy-CKOpocImBaresb. lIpu YBOJIBHEHHH |
paboTHHKA /€710 TPOIIMBACTCS HUTKAMK M CAACTCS B aPXUB.

2.7. BHyTpeHHss ONHUCh AOKYMEHTOB, HMEIOLUIMXCA B JIMIHOM JeIe, JOIDKHA |
COZIEPIKATh CBEACHUS O MOPAIKOBBIX HOMEPAX, HAMMEHOBAHUAX TOKYMCHTOB if@na,
KOTMYECTBE JTMCTOB, ATaX BKIIOYEHWS JOKYMEHTOB B JIMYHOE JENO ¥ M3BATHS |
%3 IeNa, a TaloKe KeM U3bAT JOKYMEHT M II0 KaKOW MPUIHHE.

2.8. BuyTpeHHssI OMUCH COCTAaBJIAETCA HA OTACIBHOM JIUCTE I10 YCTAaHOBJICHHOM §
(opme. JIMCTH BHYTPEHHEH ONKMCH HYMEPYIOTCS OTASIBHO. &
2.9. TIpy mOAroTOBKE JIMYHBIX JEIl K Iepeade Ha XpaHCHHE K BHYTpPEHHEH (%{CH k.
COCTABNSETCS WTOrOBAas 3alyCh, B KOTOPOM yKaspiBaeTcs IM(paMu ¥ MPOIHCHIO 3
KOJMMUYECTBO BKJIIOUEHHBIX B HEE TOKYMEHTOB M KOJIMYECTBO JIUCTOB JCIa.

3. Begenue JIMYHBIX eI PA0OTHHKOB
3.1. JInunoe [es0 BeeTCs B TeUEHHUE BCEro meproa paboTel pabOTHHKA MIKOJIBL.

3.2. Bemenne JUUHOrO jeja pabOTHHWKA TPEIyCMaTpUBacT NOMELIEHHE B ZCJI0
JIOKYMEHTOB, 00pasyloyMXcs B mpouecce pabodel AeATETbHOCTH W UMCIOIIHX |
3HAYEHHUE JULS TPYAOBBIX OTHOLIEHWH: ]

¢ JIOMOJIHEHHUE K JIMYHOMY JIUCTKY 110 YYETY Ka/pOB;

o JIONOJIHUTENbHbIE COTJIAIIEHHS K TPYIOBOMY IOI'OBOPY,

o KOTUM MPHKA30B TIO JMYHOMY COCTaBY, KOTOPBIE KaCAtOTCA pabOoTHHKA,

e OT3BIBBI AOJIKHOCTHBIX JIKIl O PaOOTHHUKE; '

¢«  KOIWH JOKYMEHTOB O TIOBBIIICHHH KBATH(HUKALIAH,

o KOMNKH CePTH(UKATOB, IPaMOT;

¢ JIMCT — 3aBEPUTEIH Jena (COCTABIIAIOT IPH CAa4e JIMYHOrO /iena B apXuB);
e WHbBIE JOKYMEHTEL.
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3.3. B nuuHble [ela HE MOMEINAI0TCA JAOKYMEHTHI, UMCIOIIHE BTopocrenemoe.
smauenye. Takue DOKYMEHTHI XpaHarcs B oTaensHoM jene Ne 4-09 «JlokyMeHTsL, 3
HE BOUIEIIIVE B COCTaB JIMYHBIX JETI». '

3.4, PaboTHUK 3HAKOMUTCA C JIMUHBIM JCJIOM B TEUYEHHC TPEX pabouux ¢
AHeil ¢ JaThl NOJy4Y€eHUs OTBETCTBEHHBIM 3a BEJCHHE /€N 3asBIICHHA C pock00ii
06 ozuaxomienud. OO 3TOM JenaeTcss OTMETKA B JIUCTE O3HAKOMIICHHUA paboTHHKa
C MTWUYHBIM JEJIOM. '

3.5. (O3HakoMJieHHWE C JeJIOM  I[POMCXOAUT  HCKIIOYHUTCIBHO B kaOHuHeTE |
OTBETCTBEHHOrO 3 BEJEHHE €T M B er0 MPUCYTCTBHH. 3alperiaeTcs BhHOC Aena -
u3 KabuHETa. '



3.6. Bbijaua KOMWH JOKYMEHTOB W3 JITYHOTO J€jia MPOU3BOIUTCA IO JITIHOM
3asBIeHII0 pabOTHYKA ¥ C Pa3pelleHus TUpeKTopa. Komuu 10KyMEHTOB JOJIKH ]
6bITh 3aBEPEHbl ¥ IPEIOCTaBIEHE PAOOTHHUKY B TEUECHHE TPEX JIHEH €O JHSA HOJA9HR:
3asIBJICHUSI. ‘

3.7 Wzwbsrtue OTHETBHBIX HOOKYMEHTOB M3 JIAYHOrO JieNa TPOU3BOJHUTCA:
C paspelIeHHs MPEKTOpa IIKOMBI C OGOPMICHHEM COOTBETCTBYIOILEH 3aIlHC
s rpade «IIpumedanne» BHyTpeHHEH omucy. [Ipu BpeMEHHOM U3BATHH IOKyME
Ha ero MecTo (MEKIY JIMCTAMH COCEIHHX JOKYMEHTOB) BKJIA/IbIBACTCS CIPaB
3aMeCTHTENb ¢ YKA3aHWEeM [IaThl ¥ IIPUYMH U3BATHA C IOAMKUCHIO JIMIIA, BhI/IABH
JOKYMEHT, ¥ MO/IUCHIO JIKIIA, MOJYYMBILIEr0 ero BO BDEMEHHOE MOJIb30BAHKE.

3.8 B uenax obecneuenns KOHTPOIISA 32 COXPAaHHOCTBIO U aKTYalbHOCTBIO JTAYIHBIX
€)1 B ILIKOJIE €XKEr0HO MPOU3BOAUTCS MPOBEPKA X HAJIMIMS H COCTOAHMA.

3.9, EeroHyi0 TIPOBEPKY COCTOSHMS JIMYHBIX AET Ha NPEAMET coxpamiocm”;‘
BKJIFOYEHHBIX B HETO JOKYMEHTOB IMPOBOAMT CIEHHAILHO CO3MaHHAA KOMHCCHS. |
O npoBefeHHbIX POBEPKAX AENAeTCs OTMETKA B JIACTE O pe3ylibTaTax eXKETOTHOM |
POBEPKM  COCTOSHMA M HAJMYMA  JIMYHOTO  Jiena (mpunoxenne  Ne 5)
Y COCTABIACTCSA AKT. Pe3ybTaThl IPOBEPKH JIMYHBIX €N B 0053aTEILHOM MOPSAKE ¢
LOBOJSTCSA IO ANPEKTOPA IKOJIBL. ;

4. XpaHeHue U y4eT JUYHBIX /ieJl Pa0OTHHKOB

4.1 XpaueHue ¥ y4eT JMYHBIX 1€ PaOOTHUKOB IIKOJIBI OPraHU3yIOTCA C LEMBIO . §
OpicTpOro noucka JTUYHBIX nien, obecrieueHus X COXPAHHOCTH
1 KOH(MHUICHIMATBHOCTH CBEICHUH, COIEPIKAIMMXCA B IOKyMEHTAX JMYHBIX JCI,
OT HECAHKLMOHUPOBAHHOTO NOCTYMA.

472, Jluuusie nema pabOTHHKOB —XPAHATCS Y OTBETCTBEHHOTO 32 BEACHHE ¢
Jiell B CreHMaibHOM METAUIHYECKOM cetide. '

43, JlocTyn K JTAYHBIM AeidaM PaOOTHMKOB MMEIOT TOJIbKO UPEKTOP IIKOJIBL mbo
er0 3aMECTUTENH TPH MCIIOJIHEHHH 00A3aHHOCTEH AUPEKTOPA IIKOJIBI.

4 4. CucTeMarwsanys JWYHBIX HEN PAOOTHUKOB NPOHM3BOIHMTCS B a(haBHTHOM
[TOPSAKE.

5. OdopmJieHne JIAYHBIX JeJl pA00THHKOB Mepe cjadeii B apxuB

5.1. OdopmneHue JWYHBIX J€1 JUis [epeadd B apXuB TPOHM3BOAMTCH £
OTBETCTBEHHBIM 3@ BEJEHKE Jiel. DTa IpoIeaypa BKII0IAET: E

o TOAMBKY (MEperieT) Aena,
o YTOYHEHHE HyMepalHuHu JIMCTOB JieNa,
« cocTapieHue icTa-3apepuTens (npwioxenue Ne 8);



¢ CcOCTaBleHue (YTOYHEHUE) BHYTPEHHEH OIHCH;
o BHECEHWE YTOUYHEHHH B PEKBHU3HUTHI JIULIEBOM OOIOKKH AEa.

MCIIOJIH30BaHUA ApPXUBHBIX JOKYMEHTOB B JIACTC-3aBEPUTEIIC nenaié'rcx E
COOTBECTCTBYIOLIHE OTMETKH.

Ecnu  pgeno mommmro 03  JIMCTa-3aBEPHTENS, TO €r0  CleAyeT H
Fa BHYTPEHHIOIO CTOPOHY OOJIOKKH Jiea.

5.3. C uensio obecreyeHus COXPaHHOCTH JIMUHBIX A€l PEKOMEH/TYETCS

o OOCbBeAMHNT WHIMBHIYalbHbIEC JMYHBIE J€Nla YBOJIEHHBIX PaOOTHHKOB f
B O0nHy 00NM0XKKY (0OBEAMHEHHOE EN0) C TAaKHM PacyeToM, 4TOOBI obBem
nena (toma) He mpesbimian 250 nucTOB (IyTeM CIUMBKH MaTEPHAIOB
VIH/AMBU/YaTIbHBIX [EJT T10 I0J1aM yYBOJIbHEHHUA); ’ ‘

o pacrioyiarath MarepHanbl MHIMBHIYaTbHBIX €N B Ipeenax jeina (Toma) |
B an)aBATHOM TOpSAKe (MO(GAMUIBHO), OTIEAS MATEPHAIb, OTHOCSIIHECS §
K Pa3HbIM HHAMBUIYAIbHBIM JeJaM, YHCTBIM JIMCTOM Oymaru ¢ yKasaHHeM
Ha HEM (DaMUIIMM, WMEHH M OTYECTBA COOTBETCTBYIOIIEIO YBOJIEHHOTO i
COTPYHOHHMKA, :

o cHa(xkaThb Kaaoe OObEIMHEHHOE €10 (TOM) BHYTPEHHEH OIHCHIO _
¢ nepeunciienreM (GamMuIIHKA, WMEH M OTYECTB M yKa3aHHEM HOMEPOB j
CTpaHmi, B IpPEJeNiaXx  KOTOPBIX  PACIONOKEHBI  COOTBETCTBYIOIIHE:
AOKYMECHTBI. 3

5.4. Tlepenauya NUYHBIX JEJ B aDXUB OCYIIECTBILIETCA HE MIO3IHEE TPEX JIET IOCTIE b
3aBepIIEHHs WX B JIETIONPOM3BOICTBE B COOTBETCTBUH ¢ rpajuxom. &
[peBapuTENBHO OTBETCTBEHHBIM 32 BEJEHHE € IPOBEPAETCS IIOJHOTA j
1 IPABUIBHOCTh TOATOTOBKM JMYHBIX JeNl K Mepefaye. DBBIABICHHEIE = IIDH
NPOBEPKE HENOCTATKH YCTPAHSIOTCS OTBETCTBEHHBIM 3a BeleHMe nen. llepemada
¥ [IPHEM TPOM3BOATCS TI0 ONHCH C IPOCTAHOBKON OTMETOK O HAJIMYAH JIMYHBIX §
aer.

5.5. Jlnunsle mena paGOTHMKOB, 3aKOHYEHHbIE JEIONPOM3BOACTBOM 110 1 AHBAPS. .
OOv rozia, xpausaTcs 75 ner, nocie 1 saBaps 2003 roxa — 50 ner.

6. OTBeTCcTBEHHOCTH padoToaaTe st U pabOTHUKA

6.1. PaBoTHHKM IIKOMEl 00fA3aHbl CBOEBPEMEHHO IPEICTABJIATH CBEACHHSA .
06 u3MEHEeHur CBOMX IEPCOHATBHBIX JAHHBIX, BKIFOUCHHBIX B COCTaB JIMYHOTO
nena.

6.2. OTBeTcTBEHHBIM 3a BeleHHE aell PaOOTHUKOB HECET TUCIHILIMHAPHYIO
¥ MHYIO OTBETCTBEHHOCTH 32 PasIialleHHe KOH(MMICHIHMATbHBIX —CBEACHHH,



COZEPIKALINXCSA B JIMUHBIX Jejiax, W 3a MHBIC HAPYIICHHUA nopsiika BEAEC:
JIMYHbIX ACIT.

7. TIpaBa paGoToaaTe/isi U pa0OTHHKA
7.1. PabOTHHKH LIKOJIBI AMEIOT MPaBo:

« nonydarh momHylo wuHpopMammio 00 0GpaboTKe CBOMX TIePCOHATBH
JIAHHBIX;

¢ TIOMyYaTh AOCTYII K CBOMM MEPCOHATBHBIM JAHHBIM;

 IOJYYaTh KOMKWH JOKYMEHTOB, XPAHALIUXCS B IMIHOM JCIIC;

. Tpe6OBaTh WCKIIOYEHHS WIA HCIPABJICHUA HEBEPHBIX M HeTIOMHE |
(MCKAaKEHHBIX) CBOMX MEPCOHATbHBIX NAHHBIX. B

7.2. PaboTtonaTenp UMEET MPaBo:

o o0OpabaTpiBaTh IEPCOHAJbHBIC — JAHHBIC pabOTHUKOB, B TOM YHCIE
1 Ha SJIEKTPOHHBIX HOCHUTEILIX; 1
¢ s3ampamuBaTh OT PaGOTHHKOB WH(OPMAIHIO, HEOOXOMUMYIO Ul BENCHHA §
TUIHBIX 18N ¥ 00paboTKY NEPCOHATbHBIX JaHHBIX.

N p NHa MonmcaHo Lupposoit
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