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1. O6mue MoJIoKeHHU
1.1 HacTosiuit TOKATbHBIA aKT orpe/iesisfeT NOPAToK BeCHNA, yueTa ¥ XpaHCHHUS JIMTIHBIX
nen paOOTHUKOB MyHULHTATEHOTO GIOKETHOTO 061meo0pa3oBaTebHOrO YUPEKACHHUS
«COUI Ne 1 1. benmuokn» (manee — oOpasoBaTenbHAd OpTaHM3aIKs).
1.2. llopsnox pa3palboTaH B cooTBeTCTBUH C TPy/10BBIM KOACKCOM P®, denepanbHbIM
3aKOHOM OT 27.07.2006 Ne 152-®3 «O nepcoHaNbHBIX JAHHBIX), MeToauUeCKAMHU
peKOMeHIaLMAMA PocapxuBa, Y Ka3oM [pe3upeHTa OT 30.05.2005 Ne 609 «O0 yTBEpAACHUH
TToyoKeHus O TIEPCOHATBHBIX JAHHBIX FoCYAPCTBEHHOTO CIyKAINeTo Poccuiickon
depepaluy U BEIACHIH CTO JMMHOTO IeNay, KOJIEKTHBHEM JIOTOBOPOM M YCTaBOM
0GpasoBaTeNbHOU opraHu3aluiu.

2. MopMupoBAHUE JHTHBIX e padoTHHKOB

2.1.

dopMHpOBAHUE JIMIHOTO /1e1a paboTHHKA TPOM3BOAUTCA paGOTHIKOM, HA3HAUCHHBIM
AUPEKTOPOM oGpazoBaTelbHOl OpraHu3alil (masee — OTBETCTBEHHBIN 38 BEICHUC JIeTT)

_ JIpunoe aeao GopMHPYCTCH
He To3/Hee mATH Pabourx

nueit



CO JIHS 3aKIIOUCHUS TPYyA0BOro A0rosopa u TOJIBKO MOCJIC MTOJTYUCHUS OT pa6OTHI/IKa

cornacus Ha 00paboTKy €ro NEpCOHANbHBIX NaHHBIX

2.2. TIpu mocTyruieHr: Ha paboTy pabOTHUK NIPENOCTABIISICT (TIpY HAJTUYHUHK).

e IIACTIOPT WJIHM UHOH JOKYMCHT, yI0CTOBEPSAIOUIMN JINYHOCTD;

» aprobuorpaduro;

e 3asgBIICHHE O TIpUEMe HA padoTy;

o JOKYMEHT, KOTOPBII [IOATBEPKAAET PETUCTPALHIO B CUCTEME HHAMBHIYATLHOTO
epCOHU(PUITPOBAHHOTO y9eTa, B TOM YHCIIC B ¢bopme 3IEKTPOHHOTO TOKYMCEHTa,
60 CTPAXOBOE CBHACTEIBCTBO FOCYAAPCTBEHHOTO NIEHCHOHHOTO CTPAXOBAHUA, 38
HCKITIOUSHIEM CIIy4aeB, KOTIa TPYAOBO# JIOrOBOP 3aK/IO4ACTCS BICPBEIC,

o WACHTH(UKAIMOHHBIH HOMED HAJIOTOIIATENIbIIAKE,

¢ JOKYMEHT BOMHCKOTO yuera (715l BOSHHOOO3aHHBIX THL);

e JOKyMEHT 00 00pa3oBaHNH;

¢ ATTECTAIMOHHLI JIUCT;

e CIIPaBKy O HAINYUK (OTCYTCTBUH) CYAMMOCTH U (unu) dakta yrojoBHOTO
IpeciieI0BaHus,

o TPYHOBYIO KHIKY H (MJIH) CBECHUS O TPYHOBOH NEATENBHOCTH, KPOME CIIYHacs,
Kor/a pabOTHHK IIPHHUMAETCA HA PabOTY BIEPBBIC WU Ha yCTIOBUAX
COBMECTUTEILCTBA,

¢ MEAUIUHCKYIO KHIXKKY;

¢ CBHJIETEIBCTBO O Opake;

¢ CBHUIETENBCTBO O POXKICHUH JETEH.

2.3. O6pa3oBaTenbHas OpraHu3amus 0QOpMILIeT:

e IIpHKa3 O npueme Ha paboTy (0 IIepeMeICHUY Ha IPYTHe JIOJDKHOCTH);
e TPYHNOBOH HOTOBOP B ABYX K3EMILLAPAX;
o JIOJDKHOCTHYIO HHCTPYKIIHIO.

2 4. Tlepeuunoe 0GopMICHAE THIHOTO Je/a MPEAyCMaTpuBacT:

a) IPUCBOEHHUE JINIHOMY JIeJTy HOMEPa CONIACHO JKYpHAy y4eTa TMIHBIX AC (puII0KEHHE
Ne 1);

6) mpocTaBIeHHe Ha 00M0KKE TUYHOTO Ae/a (IPUIOKEHHE Ne 2) crnenyrolux peKBU3UTOB!
MHIeKe fena (B COOTBETCTBHY ¢ HOMCHKIATYPOH Aen 06pasoBaTe/1bHON OpraHu3alun);
TOJTHOE HauMeHOBaHHe 00pa30BaTeIbHON OpraHu3alut; HOMEP JUIHOTO JCTa, baMunusa Ms
OTYECTBO PAGOTHHKA B IMCHHTENLHOM TIaJIEXKe; JaThl — TOJl Hatalla ¥ roJl OKOHIaHHA
BeJICHUS [eNa; KOJIHUSCTRO JINCTOB; CPOK XPAHCHUS,

B) NOMELIEHNE TOKYMEHTOB, ITOICIKANX XPaHCHHUIO B COCTABC JIAYHBIX A€, B
XPOHOJIOIHYCCKOM IopAaKE:

o BHYTDEHHS OMHCH TOKYMEHTOB Jena (npuoxkerne Ne 3)



e JIUCT C OTMETKAMM 00 03HAKOMIICHUU pabOTHHKA ¢ IEPCOHANIBHBIMY JAHHBIMH 3
auYHOro Aena (mpunoxenue Ne 4);

e JIACT C OTMETKAMI O Pe3yJIbTaTax €KerofHON NPOBEPKU COCTOSHHS JTUUHOTO ey
(mpunoxenue Ne 5);

e JIMYHBIN JTUCTOK IO YUYETY KaApOB WiiH aHkeTa (IpuiaokeHus Ne 6 u Ne 7);

o aBrOoOMOrpadus;

e 3asdBJECHHE O IIpHeMe Ha palboTy;

e IpHUKa3 O IpUeMe Ha padoTy;

e JIOJDKHOCTHAS HHCTPYKLIMS;

e TPYNOBOH IOTOBOD;

e JIOTOBOP O IOJHON MaTepHaTbHOA OTBETCTBEHHOCTH (€C/M PAOOTHHK —
MaTepHaJbHO OTBETCTBEHHOE JIMIIO);

e XapaKTEPUCTHKH U PEKOMEHIATEIBLHBIC IINChMA,

o < . >,

2.5. JIncTer JOKYMECHTOB, IIOMCIICHHBIX B JIHYHOC ACJIO, nomyieKaT Hymepanun.

2.6. JIoKyMeHTBI HOMEIIAIOTCS B MAIKy-cKopocmuarens. [Ipu yBonbHenuu paboTHAKA 16710
IIPOIIMBACTCS HUTKAMH U CIAETCI B APXUB.

2.7. BHyTpeHHSsI OKUCh IOKYMEHTOB, UMEIOIIUXCS B JIMUHOM JieNle, JOIKHA COAePXKATh
CBEJIEHHUS O MTOPSIIKOBLIX HOMEPax, HAaUMEHOBAHHSIX JOKYMEHTOB JI€/id, KONHYECTBE JINCTOB,
JaTax BKIIOYEHHS JOKYMEHTOB B JIMYHOE JEJI0 U U3BATUS U3 Jeja, a TAKKE KEM U3BAT
JOKYMEHT Y 110 KaKOH IIpUYHKHE.

2.8. BHYTpEHHSS OMUCH COCTABIISIETCS] HA OTAEIBHOM JIMCTE 0 YCTaHOBJIEHHON popme.
JIucTBI BHYTPEHHEH ONUCH HYMEPYIOTCSH OTACIBHO.

2.9. Ipu HOATOTOBKE JIMYHBIX A K Nepeaue Ha XpaHEeHe K BHYTPCHHEH OTHCH
COCTABJISETCS HTOTOBAs 3aMUCh, B KOTOPO# yKa3piBaeTCs HUGPaMH U IPOMUCHIO KOJTHYECTBO
BKJIIOUEHHEBIX B HEE JOKYMEHTOB U KOJIMYECTBO JIUCTOB JIeIa.

3. Beaenue JUYHBIX A€/ pA0OTHHKOB

3.1. JInunoe meno BemeTcd B TEUEHUE BCero mepuoja padoTel paboTHHKA 00pa3oBaTeibHOM
OpraHH3aluH.

3.2. Benenue auuHOro Aeiia paboTHHKA IIPELyCMaTPUBACT ITOMEIICHNE B IO JOKYMEHTOB,
00pa3yroluxcs B IpoLecce paboueit IesTeIbHOCTH U UMEIOIINX 3HAYCHUE I TPYIOBBIX
OTHOIIEHUH:

o JIONOJIHEHHE K JTHYHOMY JIUCTKY IO yUETY KaJpoB;

e JIONIOJIHUTENLHBIE COTTIAIICHUS K TPYAOBOMY JOTOBOPY,

e KOITWH IIPHKA30B [0 THYHOMY COCTaBY, KOTOPhIE KacaroTcs pabOTHHKA,

o OT3BIBEI JO/DKHOCTHBIX JIUL O PaOOTHUKE;

¢ KONHMH JOKYMEHTOB O ITOBBIICHUY KBATHGHKAIINHY;

e KOIIHM CepTU(HUKATOB, IPAMOT;

e JIHCT — 3aBEPUTEND Jeia (COCTABILSIIOT IPH Claue JIMUHOTO eI B apXHB);
e HHBIC JOKYMEHTHI.



33 B jiuuHbIe fea He OMEIIAIOTCS TOKYMEHThI, MMEIOLIE BTOPOCTEIICHHOC 3HAYCHHNC.
Taxue JOKYMEHTHI XPaHATCSl B OTACIIBHOM [eJ1e Ne 4-09 «JIoKyMEHTBI, HE BOLICAIINE B
COCTaB JIMYHBIX JIEJD).

3.4.Pa0OTHHUK 3HAKOMHUTCS ¢ MTUYHBIM ACJIOM B TCUCHHE TPEX pa60‘-II/IX JHEHl ¢ Jatsl
TMIOJIYUCHUA OTBETCTBEHHBIM 3a BeASHHUE AL/ 3adBJIICHUS C HpOCB60ﬁ 00 03HaKOMJICHHUH. 06
3TOM JeJIaeTCs OTMETKA B JIMCTC O3HaKOMIJICHV pa6OTHI/IKa C JJUYHBIM OCJIOM.

3.5, O3HakoMIIeHHE C JeJI0M NMPOUCXOAUT HUCKJIIOUUTC/IEHO B kabuHeTe OTBETCTBCHHOIO 3a
BeJeHue A€ U B €TI0 IIPHUCYTCTBHU. 3anpemaeTca BBIHOC Ji€j1a U3 KabuHeTa.

3.6. Bormava KOIui JOKYMCHTOB H3 JIMYHOTO Jiena IIPOU3BOJAUTCA 110 JIAYHOMY 3asBJICHHIO
pa6OTHI/IKa U C pa3peicHusA JAUPEKTOPA. Konuu JOKYMEHTOB JOJIKHEI OBITh 3aBCPCHBI U
MIpeaAOCTaBIJICHEI pa60THm<y B TCUCHHUEC TPCX JHeH cO OHs MoJadH 3asiBJICHUA.

3.7. Vi3psiTHE OT/IENBHBIX JOKYMEHTOB U3 IMUHOTO JIeNa MPOU3BOAUTCS € paspeliCHUA
JEpeKTopa 00pazoBaTeIbHON Oprann3anuy ¢ odOpMIIEHEM COOTBETCTBYIOIIEH 3aIuCH B
rpace «IIpuMedanre» BHYTPCHHEH OMKUCH. I[Ipy BpeMEHHOM M3BATUH JOKYMEHTA Ha Cro
MecTO (MEeXKIY JIMCTaMH COCEIHUX JOKYMEHTOB) BKJIaBIBAETCS CIIPABKA-3aMCCTHTEID C
yKa3aHUEM ATl ¥ IPUUUH U3BSTHA C [O/UIICHIO TN, BLIIABIICIO JIOKYMEHT, U MOIUCHIO
JIVIIA, TIOJTYHYMBIIETO €70 BO BPEMCHHOE TIOJBb30BAHHUE.

3.8. B memsax obecrieucHUS KOHTPOJIA 3a COXPAHHOCTBIO H aKTyaJIbHOCTBIO JUYHEBIX €T B
06pa3013aTean0171 OpraHusaluu €XKEroAHo NpOU3BOAUTCA NpOBEpKa UX HaJIU4WsA U
COCTOSAHUA.

3.9. ExeroHyo TPOBEPKY COCTOSHHS JIMUHBIX JIE HA PEAMET COXPAHHOCTH BKJTFOUSHHBIX
B HETO JOKYMEHTOB IIPOBOIHT CIICUANBHO CO3/IaHHasT KOMUCCHL. O mpoBENCHHBIX
IPOBEpKax JEAeTCs OTMETKA B JIACTE O pe3ysIbTaTax @)Kero{HOM MPOBEPKH COCTOSHUA U
HATAYHS THIHOrO Aena (Ipryiokente Ne 5) i COCTABIIAeTCs aKT. Pe3ybTaThl IPOBCPKIL
JIMYHBIX JelT B 0643aTeIbHOM HOPSIKE T0BOAATCA 10 ANPCKTOPA o6pa3zoBaTebHON
OpraHU3aLuH.

4. XpaHeHue H y4eT JNYHBIX eI padoTHHKOB
4.1 XpaHeHHe B yUeT JINUHBIX e paGOTHHKOB 00pa3oBATENIbHON OpraHu3aliy
OPraHM3yIOTCs C LENBIO OBICTPOrO MOUCKa JTMIHEIX JICIT, obecrieueHns UX COXPaHHOCTH U
KOH(UIEHINATEHOCTH CBEJICHHIH, CONCPXKAIIEXCA B JOKYMEHTaX JIMYHBIX 1€, OT

HEeCaHKUUOHHPOBAHHOTO JOCTYyIIA.

4.2. JInunple neia pabOTHAKOB XPAHATCSA Y OTBETCTBEHHOTO 3a BEICHAE ACT B CIeIaILHOM
MeTaJUIUeCKOM cerde.

4.3. JIoCTYII K JIMUHBIM JieiaM pabOTHHKOB UMEKOT TOJBKO OTBETCTBEHHBIN 3@ BEACHUE NCJI U
IupeKTop 00pa3oBaTebHON Opranu3aniy 60 ero 3aMeCTHTENH IPH NCTIONIHEHHH
06s3aHHOCTelH IHPEKTOpa 00pa3oBaTe/IbHON OpraHU3aiH.

4.4. CucTeMaTH3aIUs TUYHBIX el paOOTHUKOB IPOU3BOUTCSA B a1haBUTHOM ITOPSLIKE.

5. OdopmaeHne JTHUHBIX /iel PAGOTHHKOB Iiepe cnaveil B apxXuB



5.1. OdopmiieHne TUYHBIX A AJIs IEPeaddl B ADXUB IPOU3BOAUTCS OTBETCTBEHHEIM 3a
BeIeHHE JIes1. DTa TPOLEAypPa BKIIFOUALT:

e [OJIIMBKY (TIEpEmIeT) Aea;

o YTOYHEHHE HyMepaLWH JUCTOB ea;

e COCTaBJEHHE JHCTa-3aBepuTess (mpunoxenue Ne §);

o cocraBienue (YTOYHEHNE) BHYTPEHHEH OIUCH,

o BHECEHME YTOUHEHHUI B PEKBU3UTBI JINLEBOK OOIOKKH Aea.

5.2. JIuct — 3aBepUTEIIb AeIa JOJDKEH IOAITUCATh €r'o COCTABUTC]b, IIPpU 2TOM ACIacTCs
paCH_II/I(prBKa IOOJIPKHOCTHY M ITOJITUCH, IIPOCTABJISACTCS AaTa. B IIpOLECCE UEIOJIB30BaAHU
apXHBHBIX JOKYMCHTOB B JIUCTE-3aBEPUTENIC NCIAI0TCA COOTBETCTBYIONHNEC OTMETKH.

Eciu meno nogmuTo 6e3 TUCTa-3aBepUTENs, TO €ro CIe/yeT HAaKICUTh Ha BHYTPEHHIOIO
CTOPOHY OOJIOKKH €A,

5.3. C 1enbto obecreyeHnss COXPaHHOCTH JTIMYHBIX J€]l PEKOMEH/TYETCsL:

o  OOBENHHAT HHAUBHIYAIBLHBIE JIMYHBIE JieJa YBOJICHHBIX PAOOTHUKOB B OIHY
067105kKy (0GBEIHHEHHOE AETI0) C TAKUM PacyeToM, 9ToOBI 00beM fena (ToMa) He
npeseima 250 JHCToB (IyTeM CHIMBKY MaTepHaloB HHIUBUIYAILHEIX [ACT 110
rojiaM yBOJIBHEHHS);

e pacroNaraTh MaTepHANb! HHINBUIYaATbHBIX €] B MIpefieNax aelna (ToMa) B
andaBUTHOM TIOpsiaKe (ToQaMHUIIBHO), OT/IEISA MaTepHaIbl, OTHOCAIIMECH K
PA3HBIM HHIUBULYAILHEIM J€TIaM, YACTBIM JTUCTOM OyMaru ¢ yKa3aHHEM Ha HEM
daMuIuK, UIMEHH ¥ 0TIECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPYAHHUKA,;

o CHaOXaThb KaXkI0€ 00bEeAMHEHHOE IeJI0 (TOM) BHYTPEHHEH OMHUCHIO C
nepeuncienreM GpaMmINK, UIMEH U OTUECTB M YKa3aHUEeM HOMEpPOB CTPaHHUL, B
Tpezeliax KOTOPBIX PAcTONOKEHEI COOTBETCTBYIONIMEC JOKYMEHTEL.

5.4, Tlepemaua TUYHBIX €I B apXHB OCYLIECTBIIACTCS HE IIO3HEE TPEX JIET [TOCIC
3aBepIICHUs MX B IEIONPOU3BOCTBE B COOTBETCTBUH C rpadukom. [Tpensapurens-Ho
OTBETCTBEHHBIM 3a BeJICHHUE JIe] ITPOBepsieTcs MONIHOTA U [IPABUIBHOCTE IOAIOTOBKH JTHIHBIX
e K nepeaue. BoIsIBICHHBIE IIPH TPOBEPKE HEAOCTATKY YCTPAHIIOTCS OTBETCTBEHHBIM 32
BejeHue feiL. [lepenada u MpreM IPOU3BOJITCS 110 OIMCH C TIPOCTAHOBKOH OTMETOK O
HATAYUY JIMIHBIX eI

5.5. JInunsie geita pabOTHHKOB, 3aKOHUYCHHBIE JeIONPOr3BoACcTEOM A0 1 stHBaps 2003 roxa,
xpamsarcs 75 net, nocne 1 suaps 2003 roxa — 50 nert.

6. OTBeTCTBEHHOCTh padoToAaTe/Nsl U padOTHHKA

6.1. PaGoTHMKH 00pa3oBaTebHOM OpraHu3aiuy 00A3aHb! CBOCBPEMEHHO IPEACTABIATD
cBeneHust 00 U3MEHEHHH CBOUX MEPCOHATBHBIX JaHHBIX, BKJIFOYEHHBIX B COCTAB JINUHOIO
Jena.

6.2. OTBeTCTBEHHBIN 3a BeAenue nel pabOTHUKOB HECET AMCIHIIMHAPHYIO U HHYIO
OTBETCTBEHHOCTB 3a pasriialleHie KOH(QUISHIMaIbHEIX CBEIACHUH, COACPKANXCA B IMIHBIX
Jenax, U 3a MHLIE HAPYLICHHUS TTOPsJIKa BEACHUS JIMYHBIX JIETT.



7. IIpaBa paGoropaTeisi U paGOTHHKA
7.1, PaGoTHHKHE 06pa3oBaTeNbHON OpraHU3aluy UMEIOT IIPABO:

¢ IOMyYaTh MOJHYIO HHGOPMAIHUIO 06 06paGoTKe CBOMX MEPCOHATBHBIX TAHHBIX,

e TIOJNYYaTh JOCTYH K CBOMM IEPCOHATBHBIM JAHHBIM,

e IOJy9YaTh KOMUH JOKYMEHTOB, XPAHAIMXCS B IMIHOM JCIIC,

o Tpe6OBaTH HCKIIOUEHHS WM HCIIPABJICHAS HEBEPHBIX 1 HETIOTHEIX (MCKaXCHHBIX)
CBOHX II€PCOHAIBHAIX JaHHBIX. - :

'

7.2. PaboTomarens UMEET IIPaBo:

o 006pabarbiBaTh IEPCOHATBHEIC IAHHBIC paGOTHHKOB, B TOM YHCIIC U HA
3NIEKTPOHHBIX HOCUTEIISX;

e 3aIIpAIIMBAT OT PaGOTHUKOB HHPOPMAIIHUIO, HEeOoOXOIUMYIO IS BEICHWS JINIHBIX
1ei 1 00paboTKH MEPCOHAJIBHBIX [AHHEIX. .



