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1. O6uue nojiokeHus

1.1 Hacrosimiee nonoxenue OIPCNCNIAET MOPSANOK BEAEHMS JUYHBIX e
COTPYAHHMKOB B MyHMUHNATLHOTO GIOIKETHOTO YUPEKACHUS! TOMOJHUTEILHOTO
obpasosanus «CIIOP Ne 15 «Tuxamoy r. Yay - Y13 (nanee — MBY IO «CIHOP
Ne 15 «Iunamon).

1.2. JlnyHoe neno paboTHuUKA — COBOKYITHOCTh TOKYMEHTOB TIEPCOHATILHOIO
YHETa, CONCPXKAIIUX CBE/IEHNUsI O pabOTHUKE U €T TPYIOBOI AESTENLHOCTH.

1.3. IlonoxeHne paspaBoTaHO B COOTBETCTBHM C TK, denepansupim
3aKOHOM oT 27.07.2006 Ne 152 «O mepcoHaIbHBIX JaHHBIX», Metonuueckumu
pekomeHnanuamu Pocapxusa, Ykaszom Ilpesuzenta ot 30.05.2005 N 609 «O6
YTBEPKACHUN [loNoKeHHS © mepCOHAbHBIX  JaHHBIX TrOCYapCTBEHHOTO
cayxamero Poccuiickoli ®DemepauMd U BeJeHHH €ro  JIMYHOIO Jienay,
KOJJIEKTUBHBIM 10TOBOPOM 1 yctaBoM MBY JTO «CIIIOP Ne 15 «{unamoy.

2. ®opmMHUpoBaHHE THYHBIX ] paGOTHUKOB

2.1. ®opMupoOBaHUe TUYHOTrO Aeiia pabOTHUKA MPOM3BOAUTCA AHPEKTOPOM
HE MosnQHee NMATH pabouMX AHEH CO JHS 3aK/OYEHHs TPYHOBOTO JIOTOBOpa M
TOJIBKO  MOC/IC  MOMYYeHUsA OT paboTHMKA cornmacus Ha o6paboTKy ero
TIEPCOHAJIBHBIX TAHHBIX.

2.2. Tlpu mocTyruteHuu Ha paboty COTPYAHUK MpPeNoCcTaBaseT (mpu
HaJIU4MHM):

— TacropT UM UHOH JOKYMEHT, YI0CTOBEPSIOMMIA JUUHOCTD;

— aBTOOHOrpaduIo;

— 3adBJICHHE 0 TIpHeMe Ha paboTy;

— AOKYMEHT,  KOTOPBI  MOATBEPKAAET  PETUCTPALMIO B  CHCTEME
WH/MBUAYATBHOIO MEPCOHM(HUUMPOBAHHOTO ydeTa, B TOM 4YHMCie B (opme
SJICKTPOHHOI0  TOKYMEHTa, JIHOO CTPaxOBOE CBUAETENBCTBO TOCYIAPCTBEHHOTO
NICHCHOHHOTO CTpaxoBaHMS, 32 UCKIIOYCHHEM CIIy4aes, KOIa TPYLOBOH JOroBop
3aKIIIOYaETCsl BIIEPBELIE;

— MACHTU(DUKALMOHHBIH HOMEP HAIOTOIIATEbIIHKA,

— AOKYMEHT BOMHCKOI'O y4eTa (Ul BOGHHOOOS3aHHbIX JHLL);

— OKyMeHT 00 00pa3oBaHuy;

— aTTeCTalMOHHBIH JIUCT;

— CMpPaBKy O HAJMYHU (OTCYTCTBUH) CYNHMOCTH M (WiM) (BaKTa yroJoBHOIO
IIpEC/IeIOBAHMS;

— JAOKYMEHT 10 TIPOBEACHUIO  O00A3ATENBHOTO  ICHXHATPHUECKOTO
OCBHU/IETENBLCTBOBAHHS,

— TPYIOBYIO KHUXKKY;

— MEIMLHMHCKYIO KHIKKY;

— CBUIETEJILCTBO 0 Opake;

— CBHIIETEJILCTBO O POXKICHMU JAETEN.

2.3. PaGotonaresb ohopmseT:

— JIUYHY10 KapTouky No T-2;

— IIpUKa3 O TIpreMe Ha paboTy (0 NepeMelleHHH Ha APYTUe JOJKHOCTH);

— TPYI0BOH JIOT0OBOD B IBYX SK3EMIIISPAX;



— JOJDKHOCTHYIO HHCTPYKLHUIO.

2.4. TlepeuuHoe opopMIIeHUE TUUHOTO Jefa IIpeyCMaTpUBaET:

a) MPHUCBOCHHE JIMYHOMY JENy HOMEpA COTNIACHO JKYPHAIY ydera JUYHBIX
aen (nmpunosxenue Ne 1);

0) mnpocTaBieHHe Ha OOIOXKKE JHUYHONO [ena (mpunoxenne Ne 2)
CICAYIOIIMX PEKBU3UTOB: MHAEKC Jefa (B COOTBETCTBUHM C HOMEHKJIATYpOH e
IIKOJIbI); TOJHOE HAUMEHOBAHWE IIKONBI, HOMEP IMYHOTO JejIa; bamunus ums
OTYECTBO pabOTHMKA B MMEHMTENHHOM Majiexe; AaThl — rOJ HAauyaja M ol
OKOHYaHHUs BEJCHU JieJ1a; KOJIMYECTBO JIMCTOB; CPOK XPAHEHHUS;

B) NOMEIIEHHE JOKYMEHTOB, MOJIEKAIINX XPAHCHHIO B COCTaBE JHMYHBIX
A€JI, B XPOHOJIOTHYECKOM TMOpPSiIKeE:

— BHYTPEHHSIS OIIMCh JOKYMEHTOB Aefa (puioxenune Ne 3);

— JHMCT € OTMETKaMH 00 O3HAKOMJIEHWH pPabOTHMKA C JMYHBIM JE/IOM
(mpunoxxenue Ne 4);

— JIMCT C OTMETKAMHM O pe3ynbTaTaX exXerofHoH MpPOBEpKH COCTOSHMS
JTUYHOTO Aena (mpunoxenue Ne 5);

— JIMYHBIM JIUCTOK II0 Y4YeTy KaApoB MIIM aHKeTa (pusoxerus Ne 6 1 Ne 7);

— aBToOUOTpadus;

— 3asBJICHUE O IIpUEME Ha padoTy;

— TpUKa3 o [I[pueMe Ha pabory;

— NOKHOCTHAsI UHCTPYKIIUSL,

— TPYIOBOi1 10rOBOp;

— HOroBOp O MOJHOM MaTepualbHOM OTBETCTBEHHOCTH (€M pabOTHHUK —
MaTepuajabHO OTBETCTBEHHOE JIMIIO);

— XapaKTEePUCTUKUA U PEKOMEHJATeIbHbIE TUCHEMA;

— COrJjIache Ha 00paboTKy MepCOHATBHBIX JaHHBIX.

2.5. Jluctel JOKYMEHTOB, TNOMEIIEHHBIX B JIMYHOE JeJ0, IOMIEKAT
HyMeparuu.

2.6. JIOKyMEHTBI MOMEIIAIOTCS B ITAIKY-CKOPOCINMBATENb. IIpH yBONIBHEHUH
pabOTHHKA NPOLIMBAIOTCS HUTKAMHE ¥ CIAIOTCS B apXHB.

2.7. BHYTpeHHASA ONKCH JOKYMEHTOB, MMEIOIIMXCS B JIMYHOM Jelie, HO/DKHA
COZIEPIKATh CBEJICHUS O MOPSAAKOBBIX HOMEPAX, HAUMEHOBaHUSIX JOKYMEHTOB JIea,
KOJIMYECTBE JINCTOB, AaTaX BKIKOYEHHS JOKYMEHTOB B JIUYHOE JIEN0 M U3bITHUA U3
Aejia, a TAKXKE KEM M3bAT JOKYMEHT U 10 KaKoH IpHUUHE.

2.8. DBHYTpeHHSsI ONHCH COCTABIISETCS HA OTAEJBHOM JIUCTE IO
yCTaHOBJIEHHO!M (opme. JIUCTBI BHYTpEHHEH OMHUCH HYMEPYIOTCS OTAENBHO.

2.9. Ilpu moAroTOBKE JNMYHKBIX IEN K Iepe/aue Ha XpaHeHHe K BHyTpeHHeit
OIIUCH COCTAaBJIACTCA HWTOroBas 3aluch, B KOTOPOH YyKaspiBaeTcsl LubpaMu U
NPOMHUCHIO KOJIMYECTBO BKIIOYEHHBIX B HEe MOKYMEHTOB M KOJIMYECTBO JIMCTOB
nena.

3. BeaeHue TUYHBIX e pAa0OTHHKOB
3.1. JIluuHoe meno BeleTcss B TEUSHHE BCEro Mepuoja paboThl KaxKJOro
cotpyanuka MBY JIO «CIIOP Ne 15 «JIuHaMo».



3.2. JlanpHefinee BefeHHE JIUYHOIO Jena pabOTHHKA IIpedyCcMaTpUBaeT
NIOMEIIEHNe B [C/I0 JOKYMEHTOB, OOpa3ylolUXcs B Tpolecce paboueit
AEeATENBHOCTH M UMEIOIIKX 3HAUYEHKE IJIS TPYAOBBIX OTHOIIEHUIA:

— JIOTIOJTHEHME K JINYHOMY JIUCTKY 110 YUETY KaJpOB;

— JONOJIHUTENILHEIE COMIALUEHHS K TPYLOBOMY JOTOBODY;

— KOIMTMH MPUKA30B M0 JINYHOMY COCTaBY, KOTOPBIE KacatoTcsi pabOTHHUKA;

— OT3BIBBI JOJDKHOCTHBIX JIML O pPa0OTHHKE;

— KOIUH TOKYMEHTOB O MOBBIIIEHUY KBATH(PHUKALMY,

— KOIIMH cepTUPUKATOB, IPaMOT;

— JIUCT — 3aBEPUTEND JAesa (COCTABIAIOT MIPHU cllaye JIMYHOTO JeJia B apXUB);

— UHBIE TOKYMEHTEI.

3.3, B muHBle Jfena He TIOMEMIAIOTCA  JOKYMEHTBI, HMEOLIUe
BTOPOCTENECHHOC 3HAYCHUE U CPOK XpaHeHUs1 MeHee 10 et BKIoUUTeIpHO. Takue
JOKYMEHTEI XpaHITCsA B OTAEAbHOM Hapsiae Ne 4-09 «JlokyMeHTHI, He BOIIIEeIIINE B
COCTaB JIMYHBIX JCI.

3.4. B xoHue KajneHaapHoro roja u He no3aHee 30 nexabpst Bce pabOTHUKH
MbY «CILOP Ne 15 «/luHamo» MPOXOsT 03HAKOMJIEHHE C JINYHBIMU AejaaMu. O6
3TOM JEIaCTCs OTMETKA B JINCTE O3HAKOMJIEHHUsI pabOTHHKA C TMYHBIM JIEJIOM.

3.5. OsHaxkomJieHHE C JEJIOM TPOMCXOAUT HCKIIOUMTEIBHO B KaOUHeETe
JUPEKTOPA U B €0 NPHUCYTCTBUH. 3alpellaeTcs BBIHOC [Ieja U3 KaOuHeTa.

3.6. Brigaua Kommi HOKYMEHTOB M3 JIMYHOTO Jejia MPOU3BOJHUTCS I10
JTMYHOMY 3asBJIEHMIO paOOTHUKA U C paspelneHus aupekropa. Komuu J0KyMeHTOB
HOJDKHEBI OBITH 3aBepeHBbl U MPENOCTABICHEl pabOTHUKY B T€UYEHHE TpeX HHEH co
IHS TIOJA4M 3asIBJICHUA.

3.7. U3paTHE OTAENBHBIX AOKYMEHTOB W3 JIMUHOrO Jejia MPOU3BOAUTCA C
paspeweHust aupektopa MbY IO «CHIOP Ne 15 «lunamo» ¢ odopmiieHHeM
CoOTBeTCTBYIOLIEN 3amucu B rpade «lIpumedanue» BHyTpeHHe#l omucu. Ilpu
BPEMCHHOM H3bATHM [OOKYMEHTa Ha €ro MecTo (MEXIy JHCTaMH COCEIHMX
JIOKYMEHTOB) BKJIaJBIBA€TCsl CIIPABKa-3aMECTUTENb C YKa3aHHEM AaThl M MPUUUH
U3BATHS C TMOANKWCBIO JIMLA, BBIAABUIEr0 JOKYMEHT, W TOAMHCHIO JIKLIA,
IOJIyYMBIIErO €0 BO BPEMEHHOE I10JIb30BaHUE.

3.8. B nensax obecneyeHHss KOHTPOJIA 32 COXPAHHOCTBIO M aKTYAJIbHOCTHIO
muaHeIX gen B MbY IO «CHIOP Ne 15 «J/luHamo» exeromHo (He mosgHee |
KBapTaja rojia, CJIieyrIero 3a OTYETHBIM ) MPOU3BOJAUTCS TPOBEPKA UX HATHYHS
U COCTOSIHHUSL.

3.9. EXeromHyro TpoOBEPKY COCTOSHHS JIUMUHBIX JeJ1 Ha [pPeIMeT
COXPaHHOCTH BKJIIOYEHHBIX B HETO JOKYMEHTOB IIPOBOJUT CIICIIMAIBHO CO3IaHHas
Komuccus. O IIpoBeeHHBIX MPOBEPKaxX AeaeTcsi OTMETKA B JIUCTE O pe3ysbrarax
€)KETOMHON NPOBEPKH COCTOSHUS U HATWUMSI JJUUHOTO Jena (TipuiokeHne Ne 5) u
COCTaBIIAETCA aKT. Pe3ysbTaTel MpOBEpPKHU JIMYHBIX [e B 00s3aTeIbHOM TOpPSIKe
nosopstes 1o pupekrtopa MbY J1IO «CILIOP Ne 15 «lunamoy.

4. XpaHeHue ¥ yYeT JUYHBIX J1ej1 paOOTHUKOB
4.1 XpaHenue u ydeT NUUHBIX Jes1 coTpyauukoB MBY JIO «CHIOP Ne 15
«JlaHaMO» OpraHU3yIOTCA ¢ LEeNbl0 OBICTPOTO MOKCKA JTHUYHBIX JIe), 00eCIIeUeHu s



X COXPaHHOCTH M KOH(QOUASHLHUAIBHOCTH CBEIEHHH, COIEepKalUXCcd B
AOKYMEHTaX JINYHBIX J€JI, OT HECAaHKLHOHUPOBAHHOTO JOCTYIIA.

4.2. Jluunele nena paGOTHUKOB, JOJKHOCTHBIE MHCTPYKLUM XPAHATCA B
KaOWHeTe JMPEKTOpa B CMELMaTbHOM MeTaulnueckoM celide. JIMuHble KapTouku
no ynuduuuporaHuoil ¢opme Ne T-2 XpaHaTcs COBMECTHO ¢ JIHYHBIM JEJIOM
paboTHuUKA.

4.3. TpynoBele KHMXKKM, MEIMLIHCKHE KHIDKKH XpaHATCS B celide
nupekTopa MBY JIO «CHIOP Ne 15 «JIuHamon.

4.4. JlocTyn K NMYHEIM Jej1aM pabOTHUKOB UMEIOT TOJIBKO 3aM.JIUPEKTOpa
1o CP u aupextop MBY JIO «CIIIOP Ne 15 «/IuHamo».

4.5. CucremaTusauys JWYHBIX Jeld  pabOTHMKOB IPOM3BOJUTCA B
as(paBUTHOM TIOPSIJIKE.

S. Odopmaenue JHYHBIX Je1 paGOTHHKOB Mepel caayeii B apXuB

5.1. Odopmienue MUYHBIX OeN JJIA Mepejayd B apXMB IPOM3BOAMTCS
aupekropoM MBY JIO «CIIIOP Ne 15 «Jluramoy. D1a npolieaypa BKIHOUYaeT:

— NOAIIMBKY (TIepeIUIeT) nena;

— YTOYHEHNE HyMepaluu JIMCTOB Jeia;

— COCTaBJIEeHUEe JIUCTa-3aBeputens (npuioxenue Ne 8);

— COCTaBJIeHUE (yTOYHEHHE) BHYTPEHHEH OIUCH;

— BHECEHHUE YTOUHEHUI B PEKBU3UTHI JIMIIEBOI OONOXKKH JIeia.

5.2. Jluct — 3aBepuTenb Jefla JOJDKEH MOAIKCATh €ro COCTaBHTENb, NpU
3TOM JI€JIaeTCA paclIM(poBKa MODKHOCTH W MOIKMCH, MPOCTaBisgercs nara. B
npolecce UCIOAb30BaHMs apXUBHBIX JOKYMEHTOB B JIMCTE-3aBEpHTENE JETaroTCs
COOTBETCTBYIOIME OTMETKH.

Ecin peno noawmro 0e3 nucTa-3aBepuTeNis, TO €ro Clie[yeT Hak/IeuTb Ha
BHYTPEHHIOK CTOPOHY OOJIOXKKH Aesa.

5.3. C uenbro obecneueHus: COXPaHHOCTU JIMYHBIX JIeNT PEKOMEHIYETCS:

— OOBEeIMHATh VUHANBUIYaIbHBIC JTMYHbIE Aea YBOJEHHBIX COTPYIHMKOB B
0JHy O0ON0XKKY (00BEIMHEHHOE JENO) C TaKWM pacdyeToM, 4ToObl 0ObeM aena
(Toma) He npeBblman 250 auCTOB (MyTeM CHIMBKHM MaTE€PUAIOB MHIUBUILYaIbHBIX
JleJ IO I0iaM YBOJIbHEHUS );

— pacnojarate MaTepHassl MHIUBUYaIbHBIX €] B Ipeaenax aena (ToMa) B
an(aBUTHOM TMopsiaKe (MOGaMHIBHO), OTHENSAS MarTepHalibl, OTHOCIIIMECH K
PasHbIM MHIAMBUIAYAIILHBIM Jej1aM, YUCTBIM JIUCTOM OyMard ¢ ykazaHueM Ha HeM
GaMunuyu, UMEHHN U 0TYECTBA COOTBETCTBYIOIIErO YBOJIEHHOIO COTPYAHUKA,

— CHabXaTh KaXaoe OoO0BeAMHEHHOE 1ej0 (TOM) BHYTPEHHEH OMHMCHIO C
nepe4yncieHueM (QaMuini, UMeH W OTYECTB M yKa3aHHMEM HOMEPOB CTpPaHML, B
npejiesax KOTOPBIX PaclooXKeHbl COOTBETCTBYIOIIUE TOKYMEHTEHI.

5.4. Ilepenaya ITUYHBIX €]l B apXUB OCYIIECTBIISIETCS HE MO3JAHEE TPEX JieT
IOCJIe 3aBepIICHUS MX B JIEJIONPOU3BOJACTBE B COOTBETCTBHM C TPaPUKOM.
IIpenBapuTenpHO ceKpeTapeM IPOBEPSIETCs IIOJTHOTA U MPABUIIBHOCTE MOrOTOBKU
JUYHEIX JeN K nepenadye. BeIABIEHHBIE MPU MPOBEPKE HENOCTATKH yCTPAHSIIOTCS
cexkperapeM. llepenaya u mnpueM DpPOU3BOAATCS MO OMNHMCH C IIPOCTAHOBKOM
OTMETOK O HAJIMYUH JIMUHBIX Jell.



5.5. JInunple nena paOOTHUKOB, 3aKOHYEHHBIC NEJOMPOU3BOJCTBOM 10 |
ansaps 2003 rona, xpansrces 75 net, nocine 1 ssaBapst 2003 roga — 50 jer.

6. OTBeTcTBeHHOCTH paboroaTess U pabOTHHKA
6.1. Corpynnauxu MBY JIO «CHIOP Ne 15 «/IuHamo» 00si3aHbl CBOEBPEMEHHO
IPEACTABIIATE CBeIEHHUA 00 H3MEHEHHW CBOUX IMePCOHAJBHBIX JaHHBIX,
BKJIFOUEHHBIX B COCTaB JIMYHOTO JiefIa.
6.2. PaboTtonarens obecreynBaeT:
— COXPAHHOCTh JIMYHBIX JIe)T paOOTHUKOB;
— KOH(QUIEHUMANBHOCTh CBEHEHMH, COAEPKALIMXCA B JHYHBIX Jejax
pabOTHUKOB.

7. IIpaBa paGoroaarensi U paGoTHHKA
7.1. Corpynauxu MBY 1O «CIIIOP Ne 15 «/Junamo» UMEIOT MpaBo:
— MojJydYaTb NOJHYX HHpopMmauuio 00 00paboTKe CBOUX MEPCOHATBHBIX
JNaHHBIX;
— MOJIy4aTh JOCTYH K CBOUM II€PCOHAIBHEBIM JaHHBIM;
— HOJIy4aTh KOMUHU JOKYMEHTOB, XPaHSIIUXCS B INYHOM JeJIe;
— TpeOoBaTh MCKIIOYEHHUS WM WCIPABJCHUS HEBEPHBIX W  HEMOJHBIX
(MCKa)KE€HHBIX ) CBOUX MEPCOHAILHBIX JAHHBIX.
7.2. PabGoTonarensb UMeET MpaBo:
— oOpalaTblBaTh NEPCOHATBHBIE JaHHBIE PAOOTHMKOB, B TOM 4YHCIE W Ha
3JIEKTPOHHBIX HOCHUTEJISX;
— 3anpamuBaTh OT paOOTHUKOB HHGOPMALNIO, HEOOXOOUMYIO IS BEICHHMS
JIUYHBIX Je1 U 00paboTKu NepCOHATBHBIX JaHHBIX.



