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MOPS/IOK
BeJeHHs JIHYHBIX JeJ1 pa00OTHHKOB
MYHHIHNAJIBHOI0 JA0MKOJBHOI0 00pa3oBaTeIbHOI0 OHIKETHOrO YUYpesKIeHHs
«lercknii can oduepaspusaruiero Buaa Ne 1 «Tepemox»
r. JlaabHeropcka

1. O01mMe moJIoKeHH N
1.1 Hacrosmmii nOKaJdbHBII akT omnpeaenser IOpPAAOK BEJICHHA, Yy4yeTa U
XpaHeHHs JIMYHBIX el paGOTHHUKOB MYHHIMIIAIBHOIO  JIOIIKOJIBHOrO 00pa3oBaTe/ibHOIO
OI0/DKETHOIO YUpeKIeH s «/lerckuii can obmepaszsuBatorero uaa Ne 1 «Tepemox»
r. Jlaneneropcka (nanee — J10V).

1.2. TTopsiiok pa3paboTaH B COOTBETCTBUH ¢ TpynoBeIM KojaekcoMm P®, DenepanbHbiM
3akoHoM oT 27.07.2006 No 152-®3 «O mnepcOHaJIbHBIX [aHHBIX», METOAMYECKUMHU
pexomenpansMu Pocapxusa, Ykasom Ilpesunenta ot 30.05.2005 Ne 609 «O06 yTBepKaecHIH
[TonokeHuss O NEPCOHAIBHBIX J@AHHBIX TIOCYJapCTBEHHOro ciykamiero Poccuiickoii
deniepaliiy U BEJICHHH €r0 JIMYHOTO JieNia», KOJUIEKTUBHBIM J0roBOpoM H ycrasoMm JIOV.

2. ®opMupoBaHHe JTHYHBIX /1e]1 PA0OTHHKOB
2.1. ®opMupoBaHHE JTUYHOIO Jies1a pabOTHHKA IIPOU3BOJUTCA PAOOTHUKOM, Ha3HAYEHHBIM
sapeaytomuM JIOY (nanee — oTBETCTBEHHBIH 3a BeJICHUE J1€)T)

JIngnoe neno Qopmupyercs He Mo3jHee INATH padOYMX  JHEH CO JHS 3aKIIOYCHHS
TPYAOBOTO JOTOBOPA U TOJBKO IOC/E MOMY4eHUs] OT pabOTHHKA coracHa Ha oOpaboTKy ero
MEePCOHAIBHBIX JAHHBIX.

2.2. Ilpu nocryiuieHuy Ha paboTy pabOTHUK IpeAocTaBaseT (IPU HAINYHH):

e TIACTIOPT WJIA HHOW JJOKYMEHT, Y IOCTOBEPSIOIHIT JIMUHOCTE;
« aBToOHOrpaduio;
¢ 3asiBJICHUE O TIpueMe Ha padory;



o JIOKYMEHT, KOTOPBIH MOJATBEPHKAAET PErHCTPALMIO B CUCTEME HHIMBUIY AJIbBHOTO
NepcoOHM(GHIIMPOBAHHOTO y4eTa, B TOM Yucie B (hopMe JIEKTPOHHOTO JJOKYMEHTA,
60 CTPAXOBOE CBUIETENIBLCTBO I'OCY JapCTBEHHOIO IIEHCHOHHOIO CTPAaXxoBaHus, 3a
UCKITFOYEHHEM CITy4aeB, KOr/ia TpYA0BOii JI0rOBOp 3aK/II04aeTCs BIIEPBLIEC,

e HJICHTU(QUKAIMOHHBII HOMEpP HalOroIUlaTe/bIIMKa,;

e JIOKYMEHT BOWHCKOTO y4eTa (JUlsi BOGHHOOOS3aHHbIX JIMIL);

e JOKyMEeHT 00 00pa30oBaHUH;

e aTTECTAI[MOHHBIH JIKCT;

» CIPABKY O HAJIMYMUH (OTCYTCTBHH) CYJTUMOCTH M (MIH) (aKTa YroJIOBHOIO
npecieI0BaHus;

e TPYJAOBYIO KHWKKY M (WJIH) CBEJEHUS O TPYJAOBOMH JEATEIbHOCTH, KPOME CIIy4aes,
Korja pabOTHHK IPUHUMAaETCs Ha paboTy BIEPBBIC WM Ha YCIOBHAX
COBMECTHUTEIILCTBA;

e MEJMIMHCKYIO KHUKKY;

e CBHUECTEILCTBO O Opake;

e CBHJIETEJILCTBO O POXKIEHUU JETEei.

2.3. Ob6pasoBarenbHas opraHusanus opopmiser:

o IIpMKa3 O [pueMe Ha padoTy (0 lepeMeleHH Ha JpyTUe J10/KHOCTH);
e TPYJOBOil JOrOBOp B JBYX 3K3EMILIspax;
¢ JIOJGKHOCTHYIO MHCTPYKLHIO,

» HHCTPYKIIMIO 110 OXpaHe Tpy/a Ha paboueM MecTe.

2.4. IlepBuunoe ohopMIIeHHE JIMUHOTO JIeJa IIpeay CMaTpUBaeT:

a) NPUCBOEHHE JINYHOMY JIelTy HOMepa COIVIACHO JKYPHALy Y4eTa JIMUHBIX Je] (IPHIIOKEeHHE
Ne 1);

0) npocrapiieHre Ha 00JIOXKKE JIMUHOTO Jiena (nmpunoskeHue Ne 2) ciaeayrouux peKBH3HTOB:
MHJIEKC Jiena (B COOTBETCTBUH ¢ HOMeHKiatypoit nen JI0OY); nonnoe naumenopanue JIOY;
HOMEp JIMYHOTO Jienia; GaMUIus UM OTYECTBO pabOTHHKA B MMEHUTEILHOM I1aJI€XKE; TaThl —
roJi Hayala ¥ roJi OKOHYaHMs BEJICHHUs JIeJ1a; KOIIMYECTBO JIMCTOB; CPOK XPaHEHHS;

B) IMOMEILIEHHE JOKYMEHTOB, IMOIJIEKAIUX XpaHCHHIO B COCTaBe JIMYHBIX JICI, B
XPOHOJIO'HYCCKOM ITOPAIKE!

o BHYTpPEHHSS OIHCH JOKYMEHTOB Jiesia (rpuioskenue Ne 3);

¢ JIACT C OTMETKaM# 00 O3HAKOMJIEHHH pabOTHUKA C ePCOHAJIbHBIMU JaHHBIMH W3
JHU4YHOrOo Aena (nmpunoxenue Ne 4);

e JIACT C OTMETKAMHU O pe3yJIbTaTax €KeroJHOH MMPOBEPKU COCTOAHMA JIMYHOTO JIejia
(mpunoxenue Ne 5);

e JIMYHBIH JIUCTOK MO YUETy KaJApoB WK aHKeTa (npuinoxenus Ne 6 u Ne 7);

« aptobmorpadus;

« 3asB/IEHUE O Npueme Ha pabory;

« IIpHKa3 O pueMe Ha paboTy;

e JIOKyMeHT 00 00pa3oBaHMH;



e JIOJDKHOCTHAsi MHCTPYKIIMSA;

e TPYJAOBOW JOr0OBOP;

+ JIOFOBOP O TIOJHOM MAaTepUAIBHON OTBETCTBEHHOCTH (€C/IH pabOTHHK —
MaTepHaIbHO OTBETCTBEHHOE JIMIIO);

* XapaKTEPUCTHKH H PEKOMEHJATCIbHBIE MUChMA,

2.5. JIucTH JOKYMCHTOB, ITIOMEIEHHBIX B IMYHOC Jelio, nogjiexar HyMepaluu.

2.6. JloKyMeHTHI IOMEIAKOTCS B MAIKy-CcKopociuBaTenb. IIpu yBonbHennn paboTHHKaA
JIEJIO MIPOLIMBAETCS HUTKAMH M CIAE€TCs B apXMB.

2.7. BHYTpEHHSIS ONUCH JOKYMEHTOB, HMEIOIIMXCS B JINYHOM JIeTIe, JOJKHA COJIEPKATh
CBEJICHHS O NOPS/IKOBBIX HOMepax, HAMMEHOBAHUAX JIOKYMEHTOB JieJla, KOJMYECTBE JICTOB,
JaTax BKIIOUEHMS JOKYMEHTOB B JIMYHOE JIEJI0 M M3BATHA M3 JIea, a TaKKe KEM H3BAT
JOKYMEHT M 10 KaKoH NpHUYHHE.

2.8. BHyTpeHHSs OIMCH COCTAB/IAETCS Ha OT/EIBHOM JIHCTE 0 yCTaHOBJICHHOH popMme.
JIMCTHI BHYTPEHHEH OMUCH HYMEPYIOTCS OT/IEIBHO.

2.9. Ilpy NOArOTOBKE JIMYHBIX e K Iepefadye Ha XpaHCHHWe K BHYTPEHHEH OnucH
COCTABJISIETCA MTOrOBas 3allch, B KOTOPO# yKa3plBaeTcs HU(PpaMH | MPOTHUCHIO KOJIMYECTBO
BKJIIOYEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB Jie/1a.

3. Beaenne JHYHBIX JieJ1 pA0OTHHKOB

3.1. JIuunoe zel1o BeaeTcs B TeUeHHe Beero rnepuoja paborsl paborauka JJOY.

3.2. Benenwe Ju4HOro jeia pabOTHHKA IIpeJyCMaTpUBaeT IIOMEUICHHC B €10
JIOKYMEHTOB, 00pa3yIomuxcs B mpolecce pabodeit e Te/IbHOCTH W UMMEIOIIUX 3HAYCHUC JUIA
TPY/IOBBIX OTHOIIECHHH:

e JIONOJIHEHHE K JIMYHOMY JIUCTKY 10 YUETY KaJpoB;

e JIONOJHHUTENILHBIC COMIALIEHUS K TPYI0OBOMY IOTOBODY;

e KOMHH NPHKA30B 110 JHYHOMY COCTaBy, KOTOphIE KacaloTcs paboTHHKA;

e OT3BIBBI JOJDKHOCTHBIX JIUI] O paDOTHHKE;

e KOIMM JIOKYMEHTOB O MOBBINICHHH KBATH(HKALINH,

o KONHH CepTU(HKATOB, IPAMOT;

e JIHCT — 3aBEPHUTEJIb JieJa (COCTABISIOT NIPH ¢[aue JIMUHOrO JIeia B apXHB);
* UHBIC JJOKYMEHTBI.

3.3. B nuubple Jefla HE IOMel@aroTcss JTOKYMCHTBI, HMMEIOLIHE BTOPOCTECIICHHOC
3Hauenue. Takue JOKYMEHTBI XpaHATCA B OTHAC/ILHOM pi () (& Ne ((I[OKyMCHTbI, HC
BOLIEAUINE B COCTAB JIMYHBIX ACJI».

3.4.PaGOTHHK 3HAKOMMTCS C JIMUHBIM JIEIOM B TEUYCHHE TpeX pabouux jAHEH ¢ JaThl
MOJIYYCHUSI OTBETCTBEHHBIM 3a BEJICHHUE JICJ 3asBIICHUsA C npock6oit 06 o3Hakomiaennu. 06
ITOM JIEJIAeTCSl OTMETKA B JIMCTE O3HAKOMJICHMS paOOTHHKA € JIMYHBIM JICJIOM.



3.5. O3HakoMJIeHHE € J€JIOM [POUCXOAUT HCKIIOYUTEIBHO B KaOuHete
OTBETCTBEHHOIO 3a BEJIEHWE JeJ1 MU B €ro MNPUCYTCTBHH. 3allpeliacTcsi BBIHOC Jelia U3
KaOuHeTa.

3.6. Bpigaua komuii JOKYMEHTOB M3 JIMYHOIO J€ja IPOU3BOAMTCA 10 JTHYHOMY
3ajABJICHUI0 pabOTHHKA U ¢ paspelueHus 3aBeayromero. Konuu 10KyMeHTOB J0/AHbL OblTh
3aBEPEHBI U MPEIOCTABICHBI pa0OTHUKY B TEUECHHUE TPeX JIHEH CO JIHA M0/1ayH 3aABICHHS.

3.7. U3bATHE OTAENBHBIX JIOKYMEHTOB W3 JIMYHOIO Jej1a IPOM3BOJUTCH C paspelleHus
zapenytomero JIOY ¢ odopmienneMm coorBercTByiolieii 3anucu B rpade «lIpumeyanne»
BHyTpeHHel onucH. [Ipy BpeMeHHOM HM3BATHH JIOKYMEHTa Ha €ro Mecro (MeXIy JUCTaMH
COCEJJHUX JIOKYMEHTOB) BKJIAJIBIBAETCS CIIPABKA-3aMECTUTENb C YKa3aHUEM JaTbl U NPUYHH
H3BATHA C TIOJMMCEHIO JIUIA, BEIIABIIETO JOKYMEHT, H IMOAMUCHIO JIUIA, TOIYYHUBLIErO €ro Bo
BPEMEHHOE TOJIE30BAHHE.

3.8.B nesax obecrieueHus KOHTpPOJIA 32 COXPaHHOCTBIO W aKTYaJIbHOCTBIO JIMYHBIX
JCI B I[Oy €XKEroAHO MPOU3BOJUTCA MPOBEPKA UX HATUYHUA U COCTOAHUA.

3.9. EXerojHyio NpOBEPKY COCTOSHMSA JIMYHBIX [ Ha TpeIMEeT COXPaHHOCTH
BKJIIOYEHHBIX B HEro JOKYMEHTOB MPOBOJUT CHEHMAJILHO co3jaHHas Komuccus. O
IIPOBE/IEHHBIX [IPOBEPKAX JEJIACTCd OTMETKA B JIMCTE O pe3yJIbTarax €KeroAHOH NpPOBEPKH
COCTOSIHUSL M HAJIMYMA JIMYHOro Jena (npwiokenue Ne 5) u cocraisercs akt. PesyasTarel
MPOBEPKH JUYHBIX 1€ B 00s3aTeIbHOM NOpSAKe 10BoaATCes 10 3aBemaytomero JI0V.

4. XpaHeHHe H y4eT JIHYHBIX /1eJ1 pa00THHKOB

4.1 Xpanenue M yder JMYHBIX Jeq pabotHukoB JIOY opraHusyrorcs ¢ LEIbIO
OBICTPOrO MOUCKA JIMYHBIX Jei, oOecreyeHuss UX COXPAHHOCTH U KOH(PHICHLMAIBHOCTH
CBEJICHMIA, COJIepyKalUXCs B JOKYMEHTaX JIMUHBIX JIeJI, OT HECAHKIIHOHMPOBAHHOIO JOCTYIIA.

4.2. JluyHpie nena pa60THHKOB XpaHATCA Yy OTBETCTBCHHOI'O 3a BEACHHC JeCI B
CIICIIHMAJIBHOM MECTAJNIMYCCKOM ceﬁ(be.

4.3. JlocTyn K JUYHBIM AenaM pabOTHMKOB UMEIOT TOJIbKO OTBETCTBEHHBIH 3@ BCJICHHE
nen u 3asenyrommii  JIOY mubo ero 3aMecTHTENM TPU  HCHOJHEHUU 00s3aHHOCTEH
3aBeaytoutero 1OV,

4.4. CucremMaTH3alus JIMYHBIX J1€] PaOOTHUKOB MPOM3BOAMTCA B alI(aBUTHOM MOPSI/IKE.
5. OdopmJiieHHe JTHYHBIX /e pA0OTHHKOB Mepe caayeil B apXHB

5.1. Odopmitenne JIUYHBIX AET U NEpeJadyd B apXUB IPOU3BOAUTCA OTBETCTBEHHBIM
3a BeJIeHHe Jiel. DTa [poLeypa BKIIOYaeT:

ITO/IIIHBKY (TIEperieT) ena;

*yTOYHEHHE HyMepaliH JUCTOB JIel1a;

*COCTABJICHHE JTUCTa-3aBepuTess (rpunoskenue Ne 8);
ecocTaByieHHE (YTOYHEHHE) BHYTPEHHEH OIUCH;

eBHECEHHE YTOUYHEHUH B PEKBH3HUTHI JIMLEBOH 00JI0XKKH Jlela.



5.2. Jluct — 3aBepUTE]Ib JIella JOJDKEH IoAIHUCaTh €ro COCTaBUTEIIb, IPU 3TOM JICJTACTCH
pacumq)ponxa JOJDKHOCTH W TIOAIIMCH, IPOCTaBJIsACTCS OaTa. B npouecce UCHOIb30BaHHA
ApXHBHBIX JOKYMCHTOB B JIMCTEC-3aBCPHUTCIIC JI€J1al0TCA COOTBETCTBYOIIHME OTMETKH.

Ecim neno nogmuro oe3 JIMCTa-3aBEPUTEIIA, TO €r0 CJICTYCT HAKICUTD Ha BHYTPCHHION
CTOpPOHY 000KKH Jena.

5.3. C nennto obecneyeHus COXPaHHOCTH JIMYHBIX JIeJI PEKOMEH/1y eTCs:

e 00BEIUHATH MH/IMBH/yalIbHbIE JINYHbIE JIeJIa YBOJICHHBIX pA0OTHHKOB B OJTHY
00710:KKy (00BeMHEHHOE [Ie]I0) C TaKUM PacdeToM, uToObl 00beM Jena (Toma) He
npesbiman 250 nucToB (IyTeM CLUMBKM MaTepUaioB MHIAMBU/YabHBIX JIC/1 110
roJjaM yBOJIBHEHHSA);

e pacronaraTh MaTepHajbl MHIMBHIyaTbHBIX JIeJ B Ipejeiax Jena (tToma) B
anpaBUTHOM TmOpsAKe (MoGaMuwibHO), OTAESS MaTepualbl, OTHOCALIMECH K
pa3HBIM MHIHBHIYJIbHBIM Je/IaM, YUCTBIM JMCTOM Oymaru ¢ yKa3aHMEM Ha HEM
(haMHIIMK, KIMEHH W OTYECTBA COOTBETCTBYIONIErO YBOJICHHOIO COTPY IHHKA;

e cHabkaTh Kaxkjaoe OOBeIUMHEHHOE Jielo (TOM) BHYTPEHHEH OIMHCBIO C
nepeyrcicHueM (aMIIHA, UMEH M OTYECTB M YKasaHHeM HOMEpOB CTpaHuIl, B
npejesiax KOTOPhIX PacIoIOKeHbl COOTBETCTBYIOIINE JIOKYMEHTBI.

5.4. Ilepenaya JMYHBIX J€1 B apXHMB OCYIIECTBISETCS HE I03JIHEE TPEX JIET MOCIC
3aBepIIEHHs] MX B JICJONPOM3BOACTBE B COOTBETCTBMM ¢ rpadukom. IIpensapurenbHO
OTBETCTBEHHBIM 3a BEJCHHE JIC/I IIPOBEPAETCS MOJHOTA U IIPABMIIBHOCTE IIOJANOTOBKH JIMYHBIX
JIeN K mepesiade. BhisiBICHHBIE IIPH TIPOBEPKE HEIOCTATKH YCTPAHAIOTCA OTBETCTBCHHBIM 32
Besenue aen. Ilepeqaua W npueM NPOM3BOAATCS 110 ONUCH C NPOCTAHOBKOH OTMETOK O
HAJTMYUH JIHYHBIX JIET1.

5.5. JInunbie nesna paOOTHUKOB, 3aKOHYEHHBIE JIEJIONPOU3BOICTBOM J10 | suBapst 2003
roza, xpanarcs 75 ner, nocie 1 saaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH padoTojaTeisi H pabOTHHKA

6.1. Paorauky JIOY 00g3aHBI CBOEBPEMEHHO MPEJICTABIIATL CBEACHHS 00 U3MEHCHUH
CBOUX IEPCOHAIIBHBIX JJAHHBIX, BKJIKOYEHHBIX B COCTAB JIMUHOTO Jena.

6.2. OTBeTCTBEHHBII 3a BeJieHWE Jie pabOTHUKOB HECET JUCIMIUIMHAPHYIO W HHYHO
OTBETCTBEHHOCTD 3a pasriialeHne KOHQUICHIMAIBHBIX CBEJCHHH, COACPIKAIIUXCS B JIMUHBIX
Jenax, ¥ 3a MHbIC HapylLIeHUS Ops/iKa BeJICHHs JTUYHBIX JCI.

7. lIpaBa paGoToaaTesi H palOTHHKA
7.1. Pa6ornuku JIOY umerort npaso:
« TIOJyYaTh MOJHYIO HHpOpMaLHo 00 00paboTKEe CBOMX MEPCOHANIBHBIX JaHHBIX;

e TIOJy4YaTh JOCTYII K CBOMM II€PCOHAJIBHBIM JAHHBIM
e TI0JIy4aTh KOIHH JOKYMCHTOB, XpaHANIUXCH B JIMYHOM JICJIC,



. TPGGOBEITI) UCKJIFOYEeHHs WIH HCIIpaBJICHUS HEBCPHBIX H HEIIOJIHBIX (I’ICK&)KGHHLIX)

CBOHUX HepCOHaﬂBHHX JTAHHBIX.

7.2. PaGoToaresib UMEET MPaBo:

« 00pabaThIBaTh IIEPCOHATBHBIC JAHHBIC paGOTHIKOB, B TOM YHMCIIE ¥ Ha JIICKTPOHHBIX

HOCHUTEIIAX,
« 3anpammBaTh OT PAOOTHUKOB MH(MOPMALHIO, HEOOXOAUMYIO JUIS BE/L

et 1 06pabOoTKH NEPCOHAILHBIX JAHHBIX.

CHUS JIMYHBIX
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