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1. O6mue nosoxenns

1.1 Hacrosmee nonoxense onpeaensier NOPAAOK BEJEHMUS JHYHBIX €] NEAAroroB u
corpyaunxos B MbOY TI'opkunckoit CUI (nanee — Ulkona).

1.2. Jluunoe neno pabOTHMKA — COBOKYIHOCTH JOKYMEHTOB IEPCOHATBHOTO V9eTa.
COZCPIKALTMX CBCACHUA O pabOTHHKE M €ro TPY/IOBOM AeATETBHOCTH.

I.3. Tlonoxenue paspabotano B cootercTBud ¢ TK, (enepaibHBIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHallbHBIX JIaHHBIX», MeToanueckuMu pekoMeH1auusmMu Pocapxusa.
Ykazom Ilpesunenta ot 30.05.2005 Ne 609 «O6 yrpepxknenuu [10J0KEHHS O NEPCOHATBHBIX
JAaHHBIX TOCYHApPCTBEHHOTO Clykamero Poccuiickoi Meaepanuy U BEASHHH €ro THYHOTO Jemay,
KOJUTEKTHBHBIM JIOrOBOPOM U yctaBoM [1Ikosbt.

2. DopMuUpOBaHNE JHYHLIX 1€ paboTHMKOB

2.1. ®opmupoBaHHe JTHYHOTO jena pabOTHHKA NPOM3BOJMTCA CEKPETapeM He MO3AHEE
1ATH pabo4ux JHeH CO JIHA 3aK/HOYCHHS TPYIOBOIO J0rOBOPA M TOJIBLKO M0C/IE HOIYYEHHS OT
pabotHuKka cornacus Ha 06paboTKy €ro NepCoHaIbHBIX JaHHbIX.

2.2. Tlpw nocTynieHny Ha paGoTy COTPYIHMK NPeIOCTABISET (IPH HAMYHK):

— NMAcTopT HIH HHOH JOKYMEHT, YAOCTOREPSIONIMH THYHOCTD,

— aBrobuorpaduo;

— 3asABJICHUE O IIpHeMe Ha paboTy:

— CTPaxoBOE CBU/IETEILCTBO NEHCHOHHOTO CTPAXOBAHUS,

~ WAEHTHDHUKAIMOHHBIM HOMED HANOTONIATEbINHNKA;

— JIOKYMEHT BOHHCKOTO y4eTa (U1 BOCHHOOOS3aHHBIX THIL);

~ AOKYMEHT 00 00pa3oBanuu;

~ @TTeCTallHOHHBIH JIMCT;

— CHpaBKy O HAIHYUM (OTCYTCTBHMH) CYIMMOCTH M (uaM) (akta YroJioBHOTO .

[IpeC/ieIOBAHUS;
— TPYAOBYIO KHHKKY;
— MEHUMHCKYIO KHHXKKY;
— CBHIETENLCTBO 0 Opake:;
~ CBHJIETEIIBCTBO O POXKICHUH JieTeil.
2.3. Pabotomarens ogopmuser:
~ THYHYIO KapTouky Ne T-2;
— NpUKa3 O IpHeMe Ha paboTy (0 NepeMeleHHH Ha APYIHe A0DKHOCTH ):
— TPYAOBO#H JOrOBOP B ABYX 3K3EMILISpax;
— JOJDKHOCTHYIO UHCTPYKLHIO.




0) mpocraplneHre Ha 00JIOKKE JTUYHOrO JieNla CIeAYIOMUX PEeKBU3HTOB: HHIEKC Jelia (B
COOTBETCTBHH C HOMEHK/IATYpO#H JIell MIKOJIbI); [IOJTHOE HAMMEHOBAHHE LIKOJIBI, HOMED JIHYHOIO
nena; paMuIusg UM 0TYeCTBO pabOTHHKA B HMEHHTEIIBHOM IAJIEKe; AaThl — MoJ Hayajua Hu rof
OKOHYAHHS BeJeHHUS Jielia; KOIMYECTBO JIUCTOB; CPOK XPAHEHHS ;

B) IMOMEIIEHHE JIOKYMEHTOB, IOJJIEeKAIIUX XpaHEHHUI0 B COCTABE JIMYHBIX JIEJl, B
XPOHOJIOTHYECKOM MOPSIIKE:

— BHYTPEHHSIS OITUCh JOKYMEHTOB Jieia

— JIACT C OTMETKAMH 00 03HAKOMJICHHH pabOTHHKA C THUHBIM JETIOM

— JIACT C OTMETKAMH O pe3yJbTaTax eXeroJHON IPOBEPKH COCTOSIHHUA JTMYHOIO JIeNa:

— JIMYHBIH JTUCTOK IO YYETY KaJpOB MM aHKeTa

— aBTobuorpadus;

— 3asiBJICHUE O pHEMeE Ha paboTy;

— IpUKa3 o0 npueme Ha pabory;

— IOJKHOCTHAsE HHCTPYKITUS,

— TPYZOBOM JOTOBOD;

— JIOTOBOP O TOJIHOW MaTepHalIbHOH OTBETCTBEHHOCTH (eclM pabOTHHMK — MaTepHalbHO
OTBETCTBEHHOE JIHIIO);

— XapaKTepUCTHKH H PeKOMEeHaTe IbHbIe ITHChMa;

— coryiacue Ha 06paboTKy NepCcOHAIbHBIX JaHHBIX.

2.5. JIucTel JOKYMEHTOB, IOMEIIEHHBIX B IMYHOE AEIN0, MOAIEKAT HyMEpaluH.

2.6. JlokyMeHTHI IOMEIIAIOTCS B MAIKy-ckopocumuBatens. [Ipn yBoneHeHHU paboTHHKa
MPOIIHBAIOTCS HUTKAMU U CIAIOTCS B apPXHB.

2.7. BHyTpeHHss ONHMCH JOKYMEHTOB, UMEIOIIUXCS B JIMYHOM JIeNe, JOJKHA COJepKaTh
CBEJICHUS O IOPAJIKOBBIX HOMEpax, HAUMEHOBAaHHUAX JOKYMEHTOR Jela, KOJIMYECTBE IIHCTOB,
Jatax BKIIOYEHHS JOKYMEHTOB B JITYHOE JENI0 U U3BATUA H3 JIeNa. a TAKKE KEM M3bAT JOKYMEHT
U 110 KaKOH MpUYHHE.

2.8. BHYTpeHHsIS ONUCH COCTABIAETCS HA OTAEIBLHOM JIUCTE TI0 YCTAHOBIEHHOH (hopMe.
JIucTel BHYTPEHHEH ONUCH HYMEPYIOTCS OT/IENIBHO.

2.9. Tlpu moAroTOBKE NHMYHBIX JIeNl K Mepegade Ha XpaHEHHEe K BHYTPEHHEH OIMCH
COCTaBJIIETCH MTOIrOBas 3allMCh, B KOTOPOH yKa3biBaeTcs HM(pPaMH U IIPOMHUCHIO KOJIHYECTBO
BKJIIOYEHHBIX B HEE JIOKYMEHTOB H KOJIMYECTBO JIHCTOB JIEJIa.

3. BeeHne JIHYHBIX /11 pA0OTHHKOB

3.1. Jluynoe neno BemeTcss B TEYEHHE BCEro nepHoja paboThl KaKIOro Iejarora H
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;

— KOIIHH TPHKAa30B 110 THYHOMY COCTaBy. KOTOpBIE KacaroTcs paOOTHHKA;

— OT3BIBBI JIOJDKHOCTHBIX JIMI] O pabOTHHKE;

— KOIIHH JJOKYMEHTOB O IOBBINIEHUH KBATU(DHKAIHH;

— KOITHH cepTH(HUKATOB, TPAMOT;

— JIACT — 3aBEPHUTEb JeJia (COCTABISIOT MPH cjavue JTMYHOTO Jejia B apXUB);

— MHBIE IOKYMEHTHI.

3.3. B nuuHBIE [€Na He IIOMEIIATCs JOKYMEHTEI, HMEIOIIHe BTOPOCTENEHHOE 3HAUEHHE
U CpPOK XpaHeHHs MeHee 10 jeT BKMOYHTENnbHO. Takue MOKYMEHTHI XPaHATCS B OTAEILHOM
Hapszie Ne 4-09 «JlokyMeHTSI, He BOIIEIIME B COCTAB JTMYHBIX JET».

3.4. B xonue kaneHnapHoro roja u He mosgHee 30 jnekabps Bce paborHuku I1Ikossl
IPOXOAAT O3HAaKOMJICHHE C JHYHBIMH JenaMu. OG 3TOM genmaeTrcs OTMETKAa B JIHCTE
03HAKOMJIEHHsI pabOTHHKA C INYHBIM JEJIOM.



3.5. O3HAKOMIIGHHE C J€JIOM MPOUCXOAUT HCKITIOUHTENBHO B KaOMHETE NMPEKTOpa H B
€ro MPHUCYTCTBHH. 3ampeIaeTcs BHIHOC Jieia U3 KaOMHeTa.

3.6. Bpigaya KONMHMH JOKYMEHTOB H3 JIMYHOIO Jella MPOM3BOJUTCS MO JMYHOMY
3asBIEHHIO pabOTHHKA M C paspelieHHsl JUpeKTopa. KOmMH IOKYMEHTOB JOJIKHBI OBITH
3aBepeHb! U IPEIOCTaBIeHbl pabOTHUKY B TEUYEHHE TPEX JHEH CO IHS 02491 3asBICHHA.

3.7. 3paTHE OTAENBHBIX NOKYMEHTOB M3 JIMYHOI'O JI€JIa IMPOHU3BOIUTCH C pa3peleHHus
nupextopa Illkonsl ¢ opopMieHHEM COOTBETCTBYMOIeH 3amucd B rpade «lIpuMedanuer
BHYTPEHHEW OmucH. [IpH BpEMEHHOM H3BATHH JOKYMEHTa Ha €ro MeCTO (MEXIy JIHCTaMH
COCEJHUX MOKYMEHTOB) BKJIAIBIBAETCS CIIpABKa-3aMECTHTENb C YKa3aHMeM [aTbl H MPHYHH

M3BSATHS C MOAIMMUCHEIO JIMIIA, BBIIABHIETO NOKYMEHT, H IOJAMHACBIO JIMIA, MMOJIYYHBIICTO ‘GFO BO .

BPEMEHHOE I0JIb30BAHHUE.

3.8. B nensax obecnedeHHs: KOHTPOJISL 38 COXPAHHOCTBIO M aKTyallbHOCTBIO JIMYHBIX JIEN B
[lIkone exeronHo (He mo3mHee | KBapraga roja, CleIyIOIIEro 3a OTYETHHIM) MPOHM3BOIHTCH
NpOBepKa UX HAIMYHUS U COCTOSHHS.

3.9. ExeromHyw NpOBEpPKY COCTOSIHMS JIMYHBIX JeJ1 Ha NPEeIMET COXPaHHOCTH
BKJIFOUEHHBIX B HETO JOKYMEHTOB NPOBOJIMT CIEIHATBHO CO3aaHHas KOMHCCHA. O IMPOBEIEHHBIX
MPOBEPKaxX JeaeTcsi OTMETKA B JIUCTE O pe3yibTarax €XKEroJHOH IPOBEPKH COCTOAHHSA H
HAJIMYKs JIAYHOTO . Pe3ybTaThl MPOBEPKH JIMYHBIX Jiesl B 0053aTEIbHOM MOPsJIKE IOBOAATCS 10
mupektopa Ikonsr.

4. XpaHeHHe M y4eT JIMYHBbIX e pal0THHKOB —

4.1 XpaHeHue ¥ y4eT JHYHBIX JeJ MeJaroroB u cotpyaHHKoB I1IKobl opraﬁmym"rcs{ g
11€J16K0 OBICTPOro MOMCKA JTHYHBIX Jiell, o0ecriedyeHus UX COXPAHHOCTH H KOHQH/IEHIHAILHOCTH
CBEICHHH, COIEPIKAIIIXCS B JOKYMEHTAX JIMYHBIX JIeJ, OT HECAHKITHOHHPOBAHHOI'O JIOCTYIA.

4.2. Jluuneie nena paOGOTHHKOB, JOJDKHOCTHBIE MHCTPYKLHH XPaHATCS Y JHMPEKTOpa B
CTEeIHATHbHOM METALUTHYECKOM cefide.

4.3. TpynoBsle KHHKKH, METHIIHHCKHE KHHKKH XpaHsaTcs B ceiide aupexropa LLkomer

4.4. Jloctyn K JMYHBIM JejiaM pabOTHHKOB HMEIOT Tojbko aupektop lllkonsr mbo
3aMECTUTENH JUPEKTOpA IIPH HUCIIOJIHEHUH oOs3aHHOCTEH qupexTopa LIKkomeL

4.5. CucreMaTH3aIMs JIHYHBIX 1€ pabOTHUKOB MTPOM3BOJAUTCS B alI(paBUTHOM MOPSJIKE.

5. Odopmiienne JHYHBIX J1eJ1 PAOOTHHKOB Nepes cAaveil B apXHB

5.1. Odopmienne THYHBIX NN OIS TEepelayd B apXHB IPOM3BOJUTCA JHUPEKTOPOM
[IIxoms1. DTa npoueaypa BKIIOYAET:

— IIOIIMBKY (MEepemnieT) aena;

— YTOYHEHHE HyMEpallMH JIUCTOB JIeNia;

— COCTaBJIEHHE JTHCTA-3aBEPUTENS

— COCTaBlIeHHE (YTOYHEHHE) BHYTPEHHEH OIHCH;

— BHECEHHE YTOYHEHHH B PEKBHU3MTHI IUIIEBOH 00JI0KKH Aena.

5.2. JIuct — 3aBepUTEND J€Na JIOJDKEH IOJAIKMCATh €0 COCTABHTEINb, TIPH TOM JiellaeTcs
pacma(ppoBKa NOILKHOCTH M IOMIMCH, MPOCTaBlseTcs aara. B mporecce HCMOMb30BaHMS
ApXHWBHBIX TOKYMEHTOB B JIHCTE-3aBEPUTEIIE AETAIOTCS COOTBETCTBYIONIHE OTMETKH.

Ecmu meno moammTo Ge3 nMcTa-3aBEpUTENs, TO €ro ClIeAyeT HAKIEHTh Ha BHYTPEHHIOO
CTOPOHY OOJNOMKKH Jiea.

5.3. C nensto obecnedeHns: COXPaHHOCTH JIHYHBIX JI€]] PEKOMEH1yeTCs:

— OOBe/IMHATh WHIMBHAYyaIbHLIE JIMYHBIE Jela YBOJEHHBIX COTPYAHHKOB B OJIHY
000Ky (00BbEIMHEHHOE IeI0) ¢ TAKMM pacyeToM, 4ToOBl 00beM Jena (ToMa) He MpeBbIal
250 nucTOB (IIyTEM CIIMBKH MaTepHAJIOB HHIMBHAYAIBHBIX JIEJI 110 T0JaM YBOJIbHEHHS );

— pacnonaraTh MarepHalibl HHAMBHAYAILHBIX J€]1 B Mpeaenax aena (toma) B angaBHTHOM
nopsiake (mo(GaMHIBHO), OTHENAS MAaTepHalbl, OTHOCAIIMECS K Pa3sHbIM HHIMBHAYAIbHBIM
AenaM, YHCTBIM JIACTOM OyMmard ¢ yKka3zaHHeM Ha HeM (aMHIHH, WMEHH M OTYeCTBa
COOTBETCTBYIOILETO YBOJIEHHOTO COTPY/IHHKA;
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— cHabxarh Kaxaoe o0beIHHEHHOE N1eNI0 (TOM) BHYTPEHHEH OIHCBLIO C MEPEYHCICHHEM
(haMuITHii, HIMEH U OTYECTB M yKa3aHHEM HOMEPOB CTPaHHIIL. B IIPENEIaX KOTOPBIX PacmolOKEHbI
COOTBETCTBYIOIIUE JOKYMEHTEL.

5.4. Tlepenaua NTWYHBIX [1€1 B apXWB OCYLIECTBISETCA HE IO3IHEE TPEX JIET IOCHe
3aBepIIeHHMs MX B JIEJONPOM3BOACTBE B COOTBETCTBHH ¢ rpadukom. IIpensapurenbHo
IpoBEpSETCs MOJHOTA M IIPABHIILHOCTE TTOATOTOBKH JIHYHBIX JIe] K nepeaade. BelaBaeHHbIe NIPH
NMpoBepKe HENOCTaTKH YycTpaHsroTca. Ilepenaya W mpHeM MPOM3BOAATCA IO OMHCH C
ITPOCTAHOBKOM OTMETOK O HAITMYHH JIMYHBIX JIEI.

5.5. Jluunple gena paGOTHHKOB, 3aKOHUYEHHEIE JEIONPOM3BOACTBOM 10 | smBaps 2003
roja, xpausites 75 net, nocne | susaps 2003 roga — 50 ner. JInuHble Jiena TMPEKTOpa, IIIABHOIO
Oyxranrepa LIIko/bl UMEIOT TOCTOSHHBIA CPOK XpaHCHHS.

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 paboToxaTeisi H paboTHHKA
7.1. ITeparoru u cotpyauuku I1Ixonsr nmeroT npaso: )
— MONyYaTh MOJHYI0 HHpopMaIuio 06 06paboTKe CBOUX NEPCOHATBHAIX IAHHBIX
— MOJy4aTh JOCTYN K CBOMM ME€PCOHAIBHBIM JaHHBIM;
— MOJIy4aTh KOMHH JOKYMEHTOB, XPaHAIUXCSA B JIMYHOM JIEIIE;
— TpebOBaTh MCKIIFOYEHHs HJIM MCIIPABJICHHS HEBEPHBIX M HEMONHBIX (MCKaXKEHHBIX) CBOMX
NEPCOHAIBHBIX JAHHBIX.
7.2. PaboTonaTenbs KMEET IIpaBo:
— obpabaTbiBaTh IepcOHANbHBIE aHHBIE PaOOTHHKOB, B TOM YHCIE M Ha DICKTPOHHBIX
HOCHTEIAX;
— 3anpalMBaTh OT paboTHUKOB HH(OpMaIHIO, HeOOXOAUMYIO Ul BEJEHHSA JIMYHBIX Je]T U
00paboTKH NEPCOHANIBHBIX JaHHBIX.
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