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Honoxkenne
0 BefeHHH JUIHBIX Ae coTpyannkoB MBOYCOII Ne 9 a. ¥pynekoro
uM. Tumosa M.M.
1. O6mue nosioxKeHHs

1.1 HacTosIuil JIOKAJIBHBIN aKT ONpeelsieT TOpAI0K BeleHHs, yieTa ’
XpaHEeHWs JIHYHBIX Je1 paboTHHKOB MyHHUIHIIAIBHOTO OFOHKETHOTO
o6meobpazoBarenpHOr0 yupexaenus «LleaTp obpazosanus Ne 1» (manee —
00pazoBaTesbHas OPTaHU3alIHA).

1.2. Topstnok pazpaboTad B cOOTBETCTBHU ¢ TpynoBeM KogekcoMm PD, DenepanibHEIM
3akoHOM OT 27.07.2006 Ne 152-@3 «O nepcoHaNbHBIX TaHHBIXY», MeTOqHYeCKUMHU
pexoMennarmamu Pocapxusa, Ykazom [pesnaenta ot 30.05.2005 Ne 609 «O6
yTBepxaeHNH [T0I03KeHNs O [TePCOHANIBHBIX JaHHBIX TOCYJaPCTBEHHOTO CIIYXKAIETO
Poccuiickoit @eeparny ¥ BEIEHAN €0 JIMYHOTO JIENay», KOJUIEKTUBHEIM JOTOBOPOM U
ycTaBoM 00pa3zoBaTeNbHON OpraHUu3allkH.

2. @opMHpOBaHHe JIHYHbIX /Ie/I pA00THHKOB

2.1. ®opMEpOBaHHE IHIHOTO Aea pabOoTHUKA IIPOU3BOIUTCS PAOOTHHKOM,
Ha3HAYEHHBIM JIMPEKTOPOM 00pa30BaTelI-HOM OpraHu3aliiy (anee — OTBETCTBEHHBIH 32
Bezienne nen). JingHoe 1eno hopMupyeTcs He Io3Hee [IATH pabodux JHel

CO JHS 3aKJIIOUeHHS TPYAOBOTO IOTOBOPA M TONBKO IOCIIE IIOIyYeHHs OT

paboTHHKa corjlacks Ha 06paboTKy ero nepcoOHAIBHBIX JaHHBIX .

2.2. Tpu noctymieHnH Ha padery paboTHHK IpeJocTaBiiieT (IpH HalHIHH):

e IIACIOPT HIIK WHOM MOKYMEHT, YIOCTOBEPSIOIN TMYHOCTE;

» aBTOOHOTpadIIo;

« 3afgBIeHINe O IIpueMe Ha padoTy;

e JIOKYMEHT, KOTOPBIH MOATBEPIKAAET PETUCTPAIHIO B CHCTEME HHIUBHYaIbHOTO
IePCOHH(MHIMPOBAHHOrO y4eTa, B TOM JHciIe B hopMe 3IEKTPOHHOrO JOKYMEHTA,
160 CTPax0oBOE CBUAETENHCTBO TOCYIApCTBEHHOTO IIEHCHOHHOIO CTPaXOBaHWs, 38
HCKIIIOUEHHEM CJTy4aeB, KOIJIa TPYAOBOH JOT0BOp 3aK/II09aeTCs BIIEPBEIE;

e UIeHTUDUKATTMOHHBIN HOMEP HAOTOILIATEbIIMKA;

e JIOKyMEHT BOHHCKOTO y4eTa (I BOGHHOOOSI3aHHBIX JIHII);

e JIOKyMeHT 00 06pa3oBaHuy;



aTTECTAllMOHHLIN JIUCT;
CIIpaBKy O Haauuuy (OTCYTCTBHM) CYJHMOCTH ¥ (Wn) haKTa yroJOBHOTO
TIpecieI0BaHNM; _
TPYIOBYIO KHIDKKY ¥ (M/IM) CBeJIeHHs O TPYHAOBOM AeATeIbHOCTH, KPOME CITyHaes,
Korza paboTHUK IpUHUMAaeTCsl Ha paboTy BIEpBEIe YUTM HA YCITOBHSX
COBMECTHTELCTBA,
MEIULIMHCKY 0 KHIKKY;
CBUJIETENBCTBO O Opake;
CBHAETEILCTBO O POXKACHUH JETEH.

2.3. O6paszoBarelibHas OpraHH3aIysI 0POPMIISET:

IIpHKa3 O IpHeMe Ha paboTy (0 mepeMeleHHH Ha IpyTHe JIOJDKHOCTHL);
TPYAOBOH JOTOBOP B IBYX 3K3EMILIAPax;
IODKHOCTHYEO HHCTPYKIHUEO.

2.4, TlepuuHoe o)OpMIIEHHE JIMYHOTO AeNa Ipe/ly CMaTpUBACT:

a) IPUCBOEHHE JIMIHOMY Jlelly HoMepa COTVIACHO JKypHally yueTa TMIHBIX 1ell
(upumoxenne Ne 1);

6) mpocTaBIeHie Ha 0GI0XKKe THIHOTo Jena (Ipunokerre Ne 2) creXyromux
DPEKBH3HTOB: HHJICKC JleNa (B COOTBETCTBHH C HOMEHKIATYPOH fel 06pasoBaTe/bHON
OpraHu3alyn); N0JHOe HauMeHOBaHHe 00pa30BaTe/IbHON OPraHU3alHK; HOMEP JIMIHOTr0
mena; haMuIAs WMsL OTIECTBO PAOOTHHKA B MMEHHUTEIEHOM IIajIeie; AaThl — FOJ Hadamia
¥ TOJ, OKOHYAHUS BEJICHUS Jlella; KOTHIECTBO JIHCTOB; CPOK XPAHEHMH;

B) IOMEIIEHYE 0KYMEHTOB, TOIEKAIIHK XPaHEHHIO B COCTABE JIMYHBIX eI, B
XPOHOJIOTHUECKOM IOPAMIKE:

BHYTPEHHSS OMUCH TOKYMEHTOB fena (mpmioxenue Ne 3);

JIACT ¢ OTMETKAaMH 00 03HAKOMIICHHH paboTHHKA ¢ IIEPCOHANBEHBIMU TAHHBIMHU U3
aaHOTO Aena (mpunoxenue Ne 4);

JHCT ¢ OTMETKAMHE O pe3yJIbTaTax €XKeroHOM MPOBEPKH COCTOSHHSA IMYHOr0 Aea
(mpunoskeHme Ne 5);

e JHYHBIHA JTECTOK TI0 yUETY KaZpoB Hir ankeTa (mpunoxenua Ne 6 mw N 7);

aBToOHOTpadIs; .

3agBlieHHE O IIpHeme Ha paboTy;

IpHKa3 O IpHeMe Ha paboTy;

JOJDKHOCTHAS HHCTPYKITUS;

TPYAOBOW TOTOBOP;

JOTOBOP O TIOJTHOMN MaTepHalbHON OTBETCTBEHHOCTH (€CiH PabOTHHIK — MATEPUAIIBHO
OTBETCTBEHHOE JIULIO);

e XApaKTECPHCTHKH H PEKOMEHAATENBHEBIC ITHCEMA,

2.5. JIMCTH JOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE [eJ10, MOAIENKAT HyMCPaIHHL.

2.6. JloKyMeHTE! IOMEIIAKTCA B MAIKy-cKopocmBatess. [Ipu yBonbHeny paboTHHKA
JIe710 MPOIITMBAETCA HATKAMH 1 COAeTCst B ApXUB.



2.7. BHyTpeHHssl OIIUCh JOKYMEHTOB, HMEIOIIUXCS B THYHOM JIeJie, TOJKHA COJEPKaTh
CBEJCHHS O MOPSIIKOBBIX HOMepax, HAUMEHOBAHHIX JJOKYMEHTOB Jiefna, KOIUIeCTBE
JTUCTOB, JaTaX BKIFOUCHUS JOKYMEHTOB B JIMYHOE JENI0 M U3BATHS U3 JIelia, & TAKKe KeM
UBBAT JOKYMEHT U I10 KaKOU IpHIHHE,

2.8. BHYTpeHHSs OIKChH COCTABIIAETCA Ha OTACIFHOM JIMCTE 10 YCTaHOBIEHHOH Gopme.
JIMCTHI BHYTpEHHER OIIUCH HYMEPYIOTCS OTAETBHO.

2.9. Ilpy TIOArOTOBKE JIMYHLIX el K Iepefade Ha XpPaHEeHNe K BHYTPEHHEH OIHCH
COCTAaBIIAETCS WTOrOBAS 3aTUCh, B KOTOPOX yKa3kIBaeTCs NHQPaMy 1 HPOIHCHIO
KOJTHYIECTBO BKIOUEHHBIX B Hee JOKYMEHTOB M KOIHYECTBO JIUCTOB ALa.

3. Benenne JHYIHBIX e/ pa00THHKOB

3.1. JImgHOE Jleno BeaeTcs B TeUeHre BCero mepruoaa paboTsl paboTHHKA
00pazoBaTeNpHON OpraHU3allkH.

3.2. Bemenwe muuHOTO Jena paboTHHKA IpeTycMaTpUBaeT TIOMEIIEHHE B IeJI0
JIOKYMEHTOB, 00pa3yoIuxcs B polecce pabodei AeATeIbHOCTH i UMEIOIINUX 3HAYCHUES
JUTSL TPYJIOBBIX OTHOLIICHHM

e JIOIOJHEHHE K JUIHOMY JIUCTKY II0 YUeTy KaJpoB;

e JIONOJHWUTEIHHEIE COTTIAIIIEHNS K TPYAOBOMY JOTOBODPY;

e KOIIMHM MPHKA30B I10 JUYHOMY COCTaBY, KOTOPEIE KacaroTcs paboTHMKA;

e OT3BLIBBI JOJDKHOCTHBIX JIUI] O PabOTHUKE;

e KOIMM JOKYMCHTOB O MIOBBIIICHUN KBaTU(DUKAIIIH;

e KOIHH CEPTH(UKATOB, FPAMOT;

e« IIHCT—3aBepuTeND Aeja (COCTABISIOT IPH Clade IAYHOTO JeNa B apXHB);

¢ UHBIE JOKYMEHTEL.
3.3. B nmuusble fiena He TOMEAITes JOKYMEHTE], HMEIOIIIe BIOPOCTENEHHOE 3HAUCHHE,
Takre JoKyMeHTEI XpaHaTes B oraebHOM aere Ne 4-09 «lokyMeHTEI, He BOMIEIINE B
COCTaB IMYHBIX JEM».

3.4.PaboTHUK 3HAKOMHUTCS C IMYHBIM JEIOM B TeUeHHE TPeX pabounx JHEeH ¢ JaTkl
TIOJTy9eHHS OTBETCTBEHHEIM 32 BeJIeHHe [ 3asBIeHNs ¢ IPOcE00i 06 03HAKOMIICHUH.
O6 TOM JlenaeTcsi OTMETKA B JIMCTE O3HAKOMIICHHS PabOTHHKA C TMYHEIM JEJIOM.

3.5. O3HaKOMIIEHHE C JIEJIOM IPOUCXOIUT HCKITFOUUTENFHO B KaOMHETE 0TBETCTBEHHOTO
3a BeJIeHHe JIeJI ¥ B €r0 IIPHCYTCTBHH. 3alperiaeTcs BEIHOC Jefa U3 KabuHera.

3.6. Bergaua xonuii TOKYMEHTOB U3 TUYHOIO JeJ1a IIPOU3BOUTCS TI0 JINYHOMY
3asBIICHHIO DAOOTHHKA U C paspenieHns aupexropa. Komuy ToKyMeHTOB MOJDKHBI OBITh
3aBepeHHl M NpefocTaBIeHs pabOTHAKY B TeYEHHE TPeX AHEH ¢o HS To1auH
3asBIICHHS.

3.7. UspsTrie OTAETHHBIX JOKYMEHTOB U3 JHYHOTO JIe]ia MPOU3BOIUTCS C

paspelIeHys JupekTopa 00pa3oBaTeNbHON OpraHu3aluy ¢ ohopMIeHHEM
COOTBETCTRYyIOmIEH 3amucy B rpade «IIpuMeyanne» BHyTpeHHeH omucy. [Ipy BpeMeHHOM
W3BSATHAY TOKYMEHTA Ha Ero MeCTO (MEXIy JIHCTAMH COCeTHIX TOKYMEHTOR)
BKJIAJIEIBAETCS CIPABKA-3aMEeCTUTENh C YKa3aHUeM JaThl M IPHYUH U3BATHA C IOAIHCHIO



JIMIIA, BBIJAABIIErO JOKYMEHT, H MOAHHUCHIO JIAIA, TTOIYIHBIIETO €TI0 BO BPEMEHHOC
TIOJIE30BaHME.

3.8

B nensax obecrnedenst KOHTPOS 38 COXPAaHHOCTEIO U aKTyaTbHOCTBIO JIMIHBIX A€ B
00pa3oBaTeNbHOM OpraHU3aliH eXXErOIHO IIPOU3BOIUTCH IPOBEPKA MX HaTHIAA 1
COCTOSHUS.

3.9. ExxeroiHyIo MpoBepKy COCTOAHMS JIMYHEIX JEN Ha MPEIMET COXPaHHOCTH
BKJIFOUEHHETX B HErO JIOKYMEHTOB IIPOBOJUT CIELAATIEHO co3/laHHas Komuccns. O
HPOBEIEHHEIX TPOBEPKax NellaeTcs OTMEeTKa B JIACTE O PE3yIbTaTaX exXeroaHOH
ITPOBEPKH COCTOSIHMS ¥ HaJHUKsL JIAYHOro ferna (nproxerne No 5) u cOCTaBISIeTCS aKT.
PesynsTaTs! IPOBEPKY TUTHEIX Ae B 0043aTeIEHOM MOPANKE TOBOISTCS

[0 JEpeKTopa 00pazoBaTelbHOM OpraHU3alNy.

4. XpaHeHue H y4eT JJHYHBIX Je/l pa00OTHHKOB

4.1 XpaHenue 1 y4eT TMUHBIX el paboTHUKOB 00pa30BaTEIbHON OpraHu3aliy
OPraHU3yIOTCS C TIENBI0 GBICTPOro IOKUCKA IMYHBIX /1671, 00ecreYeHrs UX COXPAHHOCTH U
KOHOHAESHIATEHOCTH CBEICHUMN, COAEepXKalUXCs B JOKYMEHTaX THIHBIX e, OT
HECaHKIITMOHUPOBAHHOTO JTOCTYIIA.

4.2. JInuHple Aena paOOTHHKOB XpaHATCA ¥ OTBETCTBEHHOTO 38 BeICHHE
ZIeNl B CHEUANBEHOM METAIHIecKoM cede.

4.3. JloeTym K JIHYHEIM JejiaM pabOoTHHKOB UMEIOT TONBKO OTBETCTBECHHEIH 38 BEICHHE
Hel U TEpeKTop 00pa3oBaTebHOM OpraHu3alyy K00 ero 3aMeCTUTEIH IIPX
HCIIONHEHWH 00A3aHHOCTEN JUpEeKTOpa 00pa30BaTEIbHOM OPraHU3alliH.

4.4, CrereMaTH3aIysT IMYHEIX e paOOTHUKOB TIPOU3BOAUTCS B all()aBUTHOM HOPSIJIKE.
5. Odopmirenne NTHIHBIX 1eJ1 pa0OTHHKOB Iepejl cAavel B apxHuB

5.1. OdopmIieHIe TUYHBIX Je [ Tepeady B apXUB IIPOU3BOJUTCH OTBETCTBEHHEIM 32
BeJleHMe Jerl. JTa [1poLeIypa BKIIIOYaeT:

IOJMMBKY (TepernneT) aeia;

YTOYHEHHEe HyMepalliy JUCTOB JAelia,

cocTaBlIeHHe JTHCTa-3aBepuTels (mpuoxenve Ne 8);

cocTaBiieHue (YyTOUYHEHMC) BHYTPEHHEH OIIUCH;

BHECEHHE YTOYHCHHH B PEKBU3HTHI JIIEBO OOIOXKKH Aema.
5.2. Jluct — 3aBepuTellb Jena JOJKEH IMOAIHCaTh €ro COCTABUTENb, IIPH 9TOM JIeIaeTCs
pacumdpoBKa J0MKHOCTH U NOANMCH, IPOCcTaBisercs Jara. B nponecce HCIONB30BaHUA
apXMBHBIX JJOKYMEHTOB B JIUCTE-3aBEPUTEIE AENAI0TCI COOTBETCTBYIONINE OTMETKH.

Ecnu memo momgmmTo 0e3 n1cTa-3aBepUTeNs, TO ero CAeayeT HaKIeHTh Ha BHYTPEHHIOK
CTOPOHY O0JIOXKKH Jlela.

5.3. C memsio obecrede s COXPaHHOCTH IMIHBIX A€J PEKOMEHIYeTCs:



o 00BENMHATE HHAMBH/YaJLHEIE IMYHEIE [eNa YBOJIEHHEIX PAOOTHHKOB B OHY 0GI0KKY
(0b6BEeIMHEHHOE TI€JI0) C TAKHM PACUETOM, YTOOEI 00BEM Jlena (ToMa) He TIPeBBIITaT
250 mucTOoB (IyTeM CIIMBKE MaTepHaioB HHIUBUAYAIBHEIX eI IT0 TONaM
YBOJIBHCHHS);

¢ pacIojaraTh MaTepHallbl HHAUBUIYaNbHBIX [IEN B Ipeenax aena (Toma) B
an(aBATHOM TOpsAIKe (ITo(GaMIIBHO), OTACIIAS MATEPUAILI, OTHOCSIIIUECS K PA3HBIM
HHIUBUIYATIbHEIM JeaM, YUCTEIM JIUCTOM OyMaru ¢ ykasaHHeM Ha HeM (haMHINH,
HMEHH B 0TYeCTBa COOTBETCTBYIOMIETO YBOIECHHOTO COTPYIHHKAE;

 CHa0XaTh KaXH0e 00HeNMHEHHOE 1eiI0 (TOM) BHYTPEHHEH OIMCHIO C IIPEUHCICHHEM
(Gamunuii, KIMEH H 0TUECTB U yKa3aHUeM HOMEPOB CTPaHHMII, B IIPEIenax KOTOPBIX
PacHoJIOKEHB! COOTBETCTBYIOINHE TOKYMEHTEL.

5.4. Ilepenaua TUYHEIX JleNl B apXUB OCYIECTBILIETCS HE MO3/IHEE TPEX JIET IOCIE
3aBEPIICHUS MX B JICIIOIIPON3BOICTBE B COOTBETCTBUM ¢ rpadukom. [IpenBapurensHo
OTBETCTBEHHLIM 3a BeJleie [ell IPoBepseTcs MOMHOTA ¥ IPABHIBHOCTE O OTOBKH
JUYHBIX €T K Tepefayc. BrlapnenHsle NPy NPoBepKe HEOCTATKH YCTPaHAOTCS
OTBETCTBEHHLIM 3a Begenue nen. [lepenaua u npueM Ipou3BOAATCS IO OIIHACH €
[IPOCTAHOBKOX OTMETOK O HATHYHMK JTUIHEIX JeL.

5.5. Jlmynble nena paboTHHKOB, 3aKOHYEHHEIE TEeIONPOU3BOACTROM Mo 1 sHBaps 2003
rofa, xpauarcs 75 ner, nocne 1 sasaps 2003 roga — 50 ner.

6. OreeTcTBeHHOCTH padoToAaTe/s H padOTHUKA

6.1. Paborankn o6pa3zosaTe/bHOM Opranu3alFi 00s3aHbl CBOEBPEMEHHO TIPEJICTABIIATE
CBEZeHHs 00 M3MEIIeHUN CBOUX NEPCOHATBHBIX JaHHBIX, BKIFOUCHHBIX B COCTAB IHYHOTO
Jiena.

6.2. OTBeTCTBEHHBIH 32 Be/leHHe el paOOTHHKOB HECEeT AHUCHUINIMHAPHYIO H HHYIO
OTBETCTBEHHOCTD 3a paszrialleHne KOHQUICHIUAIbHBIX CBEICHUH, COMEePIKaIIIXCS B
JTHYHBIX JEax, U 3a WHhIC HAPYIICHUS IIOPAIKA BeIeHUS THIHEIX el

7. Ilpapa paGoTogaTess u paboTHHKA

7.1. PabotHrKK 00pa3oBaTe/IbHOM OpraHu3aliii KMEIOT TIPABo:

e TOIY9aTh MOJHYIO HH(DOPMALHKIO 00 06paboTKe CBOMX MEePCOHAIBHEIX JaHHBIX;
e TIONYYaTh JIOCTYI K CBOMM IIePCOHANBHEIM JaHHBIM;
e TONIYYaTh KOMHH JIOKYMEHTOB, XPaHAIIMXCS B THIHOM HEIIE;
« TpebOBaTh UCKIIIOYEHNS MM UCTIPABICHNS HEBEPHBIX U HETIONHBIX (HCKAKEHHBIX )
CBOWX MEPCOHANBHEIX TaHHEIX.
7.2. PaboTomatens UMEET IIpaBo:

» 00pabaTeIBaTEL NepColialbHbIC JAHHBIE pAOOTHUKOB, B TOM YHCIIE U Ha SIIEKTPOHHBIX
HOCHTEIAX;

 3ampalllMBaTh OT Pa0OTHHKOB HHOOPMAIIHIO, HEOOXOIUMYIO ISl BEAEHUS IUIHBIX JelT
1 00paboTKH IepCoHAaILHEIX JAaHHEIX.



