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1.00mue mo/10KeHuA

1.1 Hacrosmiee nonoykeHue onpeaeiseT MopSa0K BeASHU JIMIHBIX JIE] 11€1aroros
Y COTPYAHUKOB B MyHUIIMIIAILHOTO ABTOHOMHOT'O JIOIITKOJIEHOTO
obpazoBarensHoro yuapexuenns «Jlerckuit cag Ne 2 «Enouxay
00LIepa3sBUBAIOIIETO BU/IA C IPHOPUTETHBIM OCYIIECTBICHHUEM XYI0/KECTBEHHO-
3CTETUMECKOTO PA3BUTHSA BOCIIMTAHHUKOB

(manee — MAJTOY «Jlerckuii cax Ne 2 «Enoukay).

1.2, JInunoe geno paboTHHKA — COBOKYITHOCTH JJOKYMEHTOB IIEPCOHAIBHOIO yY€eTa,
COJEpPIKAIIMX CBEACHUS O pabOTHUKE U ero TPYA0BOM JeITEIbHOCTH.

1.3. Tlonoxenue pazpaboTaHo B COOTBETCTBHH ¢ TPYAOBEIM KOIEKCOM
Poccuiickoit ®enepaman” ot 30.12.2001 N 197-®3 (pexn. ot 27.12.2018) ct 86-90,
@enepanbHbiM 3aK0HOM 0T 27.07.2006 Ne 152 «O nepcoHaIbHBIX JAHHBIX),
®enepanbHbiM 3ak0HOM OT 25 mronst 2011 r. N 261-®3 "O BHeceHun
m3MeHeHu B PeaepanbHbliii 3ak0H "O NepCcoOHAIbHBIX JaHHBIX ', PeaeparbHbIM
3aKkoHOM 0T 21.07.2014 N 242-®3 (pex. ot 31.12.2014)"O BHeceHHH H3MEHEHHI B
OT/Ie/IbHBIE 3aKOHOAATENbHbIE akThl Poccuiickoii ®enepaiyy B 9aCTH YTOYHEHHUSA
Hopsika 00pa0OTKH NEPCOHANBHBIX JAHHBIX B MH(POPMAIIMOHHO-
TeJICKOMMYHHKAIMOHHBIX ceTiaX, "lIpukasa Pocapxusa ot 23.12.2009 Ne 76 "O06
yTBEpKIeHHH MeToJMIeCKUX peKOMEHIAIH 110 pa3paboTke HHCTPYKIHIA 110
IEIONPOM3BOACTBY B (heiepalbHBIX OpraHax UCIIOIHUTEIBHOI BiacT',
KOJUIEKTHBHBIM 10roBopoM 1 ycraBoM MAJIOY «Jletckmii can Ne 2 «Emoukan

2. ®opMHEpoBaHHE JTHIHBIX JeJ1 pA0OTHHKOB

2.1. ®opmupoBaHKE TAIHOTO Je)Ia pA0OTHHKA IIPOU3BOAUTCS
JEIONPOM3BOAMUTENIEM HE MO3/IHEE MATH pabodmX JHEH CO IHA 3aKIH0UCHHUS
TPYJOBOIO JIOTOBOPA M TONBKO MOCIE MOIY4YEHHs 0T pabOTHHUKA COTIacHs Ha
00paboTKy €ro NEpCOHAIbHBIX JAaHHBIX.

2.2. Tlpu nocTyIuieHuy Ha paboTy COTPYIHHUK MPEIOCTABNSET (TIPH HATHIAH):
— aCHOPT WJIM WHOM JIOKYMEHT, YAOCTOBEPSIONIHIA JIMYHOCTS,

— aproOuorpaduro;

— 3asiBJICHUE O IIpUEME Ha pabory;

— CTPAX0BOE CBHAETEIHLCTBO NIEHCHOHHOIO CTPAaXOBAHKM;

— WACHTH(UKAIHOHHbIN HOMEP HaJIOTOILIATE IbIIIKA;

— IOKyMEHT BOMHCKOTO y4eTa (11711 BOCHHOOOS3aHHbIX JIMII);

— JOKyMEHT 00 00pa3oBaHuH,

— aTTeCTALMOHHBIN JIKCT;

— CTIPABKY O HAIWYMH (OTCYTCTBHH) CYAMMOCTH H (1K) (aKTa yroJloBHOTO
TPECICAOBAHUS,

— TPYAOBYIO KHHKKY,

— MEIHUIMHCKYIO KHIKKY,



— CBHJIETEIBLCTBO O Opake;

— CBHJETENBCTBO O POKIACHUH JECTEN.

2.3. PabGoroparens oopmiiser:

— JIMYHYIO KapTouKy Ne T-2;

— MpHKa3 o IpueMe Ha pabory (0 nepeMeneHu: Ha APYrHe JOKHOCTH);

— TPYAOBO# JOrOBOP B ABYX AK3EMILIApAX,

— JIOJDKHOCTHYIO MHCTPYKITHIO.

2.4. IlepuuHOe 0opMIICHHE TMYHOrO A€ja MpeaycMaTpUBaeT:

a) MPUCBOCHUE JIMYHOMY JIeJTy HOMEpa COTJIACHO KYpPHAIY y4eTa JIUIHBIX e
(mmprutoxkeHue Ne 1);

0) npocTaBiieHHe Ha 00JI0XKKe JTHYHOrOo Aena (rmpunoxkenue Ne 2) cieayromumx
PCKBH3HUTOB:

MHJIEKC Jena (B COOTBETCTBUM ¢ HOMECHKIATypoit ien MAJIOY «Jlerckmii cax Ne 2
«Enouxan); momHoe Hanmenosanue MAJIOV «Jlerckuii cang Ne 2 «Enoukay;
HOMEp JIMTHOTO JeNa; (paMuius MMs 0TYECTBO pabOTHHKA B IMEHUTEIBHOM
nageske, 1aTsl — roa Havuaia v roJd OKOH4YaHHA BEICHHA A€ia; KOJIHYCCTBO JIUCTORB,
CPOK XpaHEHUS |

B) MOMEILICHUE JOKYMEHTOB, ITOUIEKAINMX XPAHEHHUIO B COCTaBE JIMIHBIX JIe]I, B
XPOHOJIOTHYECKOM ITOPSIKE:

— BHYTPEHHSS OIMUCH JIOKYMEHTOB Jiena (mpunoxkenue Ne 3);

— JIMCT ¢ OTMETKAaM# 00 03HAKOMJICHHH paOOTHHKA ¢ THYHBIM JIeTI0M (TIPUIOKEHHE
Ne 4);

— JIUCT ¢ OTMETKAMH O Pe3yJIbTaTax €XKeroJHON MPOBEPKH COCTOSHHUS JIMIHOIO
nena (rpuoxeHue Ne 5);

— MMYHBIN JACTOK 10 YUEeTy KaJpoB WK aHkeTa (mpmroxkeHus Ne 6 u Ne 7);

— apToOuorpadms;

— 3asBJICHUE O MpUEME Ha padoTy;

— IpHUKa3 o rpueMe Ha padory;

— JOJDKHOCTHASI HHCTPVKIIHA,

— TPYAOROIL JOI'OBOP;

— JIOTOBOP O TIOJIHO} MaTepHAILHON OTBETCTBEHHOCTH (€C/IM PAOOTHHK —
MaTCpUaIbHO-0TBCTCTBCHHOC JII’II.I());

— XapaKTEPUCTUKH U PEKOMEH/IATEIbHbIC ITHCHMA,

— coryacie Ha 00pabOTKy NMEpCOHAIBHBIX JTAHHBIX.

2.5. JINCTHI JOKYMEHTOB, TIOMEIIEHHBIX B JITYHOE JIEJI0, MOAJICKAT HyMEPaIHH.
2.6. JIOKyMEHTHI [IOMEIIAFOTCS B MANKY-CKOPOCINMBATENb. 1Ipy YBOIbHEHHH
paGOTHHKA NPOIIUBAIOTCA HUTKAMH U CIAIOTCSA B apXHB.

2.7. BHyTpeHHSIS OIIACh JOKYMEHTOB, MMEHOLIMXCS B IMYHOM JIEIIC, T0DKHA
COIEPKATh CBEICHHA O MOPSIKOBBIX HOMEPAX, HAUMCHOBAHHMAX OKYMCHTOB /€4,



KOJIMUECTBE JIMCTOB, JaTaX BKIKOYEHHs JOKYMCHTOB B JIHTHOC ACIO H M3BATHS 13
Je1a, 8 TAKKe KeM U3BAT JOKYMEHT H I10 KaKO#H IPIIUHe.

2.8. BHyTpeHHs OTIHCH COCTABJIAETCS HA OTACILHOM JICTE TIO YCTaHOBJICHHOMN
dopme. JIUCTHI BHYTPEHHEH OMMCH HyMCPYIOTCA OT/IETTBHO.

2.9, Tlpu noAroTOBKE JUIHBIX JIEN K IEpEatc Ha XpaHEHHE K BHYTPEHHCH ONHCH
COCTABJISICTCS HTOrOBas 3aIiCh, B KOTOPOH yKa3hlBacTCA mdpaMu ¥ IPOIHCHIO
KOTHYECTBO BKTIOYEHHBIX B Hee JOKYMEHTOB U KOTMUECTBO JIICTOB JC/Ia.

3. Benenne JHIHBIX e/l pA0OTHHKOB

3.1. JIuuHOE /EJI0 BEAETCS B TEYSHUE BCET0 NEproia pabGoThI KaKIOro Iejiarora 1
corpyaauka MAJIOY «Jlerckuit cajt Ne 2 «Enouxay.

3.2. JlansHeiimee BEJACHUS JIATHOTO ACIA paboTHHKA IIPey CMaTPHBACT
[TOMEILCHHE B IEJI0 JOKYMEHTOB, 00pa3yoIHXCsl B IIPOLIECCe paboueit
JEATeIHOCTH M MMEIONINX 3HAUCHUE JULA TPYHOBBIX OTHOIICHHIA:

— JOMOJHEHHE K TMIHOMY JIMCTKY TI0 yIeTy KajpoB,

_ JOTIOJHATENBHBIE COTIAIECHHs K TPYA0BOMY JIOTOBOPY;

— KOIIMHM TIPAKA30B 110 JITIHOMY COCTaBY, KOTOPBIC KACAIOTCA pabOTHHUKA,

— OT3BIBBI JIOJDKHOCTHBIX JIHII O PAOOTHHKE;

— KOITMM AOKYMEHTOB O MOBBIIICHHA KBaTH()UKALWN,

— KOIIMH CePTU(HUKATOB, IPAMOT;

_ JIACT — 3aBEPUTEJIb JIe/1a (COCTABIAIOT MPH CHA4C JIMYHOTO J1eJa B apXHB);

— WHBIE JTOKYMEHTBL.

3.3. B mM4HbIe J€71a He MOMEIIA0TCsA TOKYMCHTBI, HMMEIOIIHE BTOPOCTENIEHHOE
3HAYCHUE H CPOK XPAHCHUA MCHEC 10 seT BKIFOUMTENBHO. Takue JOKYMCHTBI
XpaHATCS B OTAEJIBHOM HApANC Ne 4-09 «J[oKyMeHTBI, HE BOLIEIINE B COCTAB
JTAYHBIX JCTI.

3.4. B KOHIIE KQJICHIApHOro rojia i HE NO3/IHCC 30 mexabps Bce paOOTHAKA
MAJIOY «Jletckuii cag Ne 2 (Bm04Ka» IPOXOAAT 03HAKOMIICHHE C JIMTHBIMH
nenamu. O6 3TOM JIENaeTCsi OTMETKA B JIMCTE 03HaKOMJICHHS pa0OTHHKA C
JIAYHBIM JIETIOM.

3.5. O3HAaKOMJICHHUE C JIC/IOM IPOUCXOIUT HMCKJIIOUMTENILHO B KAOMHETE
[eJIOTIPON3BOUTENS H B €70 IPUCYTCTBHH. 3anpemniaeTcd BHIHOC Jiea 13
KaOuHeTA.

3 6. Beraua KON JOKYMEHTOB W3 JIHYHOTO JCIa TIPOM3BOJUTCA TIO TAYHOMY
3asBJICHHUIO PAGOTHHKA ¥ ¢ Pa3pEIICHAs AMPEKTOPa. Kormu JOKYMEHTOB JIOJKHbI
OBITh 3aBEPEHBI 1 MPEAOCTABICHDI paGOTHHKY B TEUCHHUE TPEX HEH co JHs oJaYH
3aBIICHYAL.

3 7. Vi3parHe OTACIbHBIX JOKYMEHTOB M3 JIMYHOro Jeia Mpou3BOAUTCA €
paspelIeHHs 3aBe/yIOMEr0 MAJIOY «Jlerckuit cam Ne 2 «Enouka» ¢
o(hopMIICHUEM COOTBETCTBYIOLIEH 3aIMCH B rpae «IIppmedanuey



pHyTperHeH ormacu. [Ipu BpeMEHHOM W3BATAN TOKYMEHTA Ha ero MCCTO (MexTy
HCTAMH COCEHUX JOKYMEHTOB) BKIIA/IbIBACTCA CIIpaBKa-3aMeCTUTEND C
yKa3aHHUEM J1aThi U IPHIHH U3BATHS C [OTHMCHIO JTUIIA, BBIAABIIETO JOKYMEHT, H
[TOIIMCHIO JIMILA, TIONYYHBINETO €ro BO BpEMEHHOE ITOJIb30BaHME.

3.8. B nesax obecriedeHust KOHTPOILA 32 COXPAHHOCTBIO ¥ aKTYaIIbHOCTBIO JTHYIHBIX
nen B MAJIOY «Jlerckuii cajt No 2 «Emouxay exeroHo (He Mo3/Hee I kBaprana
roza, CJICAYIOmEero 3a OTUETHEIM) TIPOU3BOIUTCS MPOBCPKA MX HauIug 1
COCTOSTHUA.

3.9. ExkeroJHyIO TIPOBEPKY COCTONHIS JIMIHBIX 7e] Ha MpeaMeT COXPaHHOCTH
BKJIFOYCHHBIX B HETO JOKYMEHTOB MPOBOAUT CIIEIMATBHO CO3/IaHHas KOMHMCCHA. O
IPOBEICHHBIX IPOBEPKAX ACIACTCA OTMETKA B JIACTE O Pe3yibTarax €5KeroIHOM
IPOBEPKH COCTOSHIS M HAMIHA TMYHOTO J1eia (mprtoxeHue No 5)m
COCTABIAETCSA aKT. Pe3y bTaThl IPOBEPKH JIMTHBIX 1en B 0093aT€IHHOM MOPAIKE
JOBOJIATCA JI0 3aBEIYIOIIETO MAJIOY «/Jlerckuii cax Ne 2 «Emouxar.

4. Xpanenue u y4eT JHIHLIX €1 pabOTHHKOB

4.1 XpaneHue B y4eT JIMIHBIX JET [1e1aroroB ¥ COTPY/HUKOB MBJI0Y
OpPraHm3yTCs C LEIBIO

GHICTPOro MOUCKA THYHBIX JIET, obecrieucHrs HX COXPaHHOCTH U
KOH(IICHIMATHHOCTH CBE/ICHMIA, COIEPKAIMXCA B JOKyMEHTAX JIAYHBIX €I, OT
HECAHKIIMOHMPOBAHHOr O J0CTYIIA.

4.2. Jluunbie Aena paGOTHAKOB, NOIDKHOCTHBIS HMHCTPYKIIUH XPAHATCH Y
JIEIONPOU3BOAMTEIA B CTICIUATLHOM meraunmaeckoM ceiide. JIMIHbIE KapTOIKH
110 YHE(UIMPOBAHHOH dopme Ne T-2 XpaBATCH OTACIBHO.

4.3. Tpy/IOBBIE KHIDKKH, ME/MIIMHCKIC KHIDKKY XpaHsTcs B cetihe 3aBeyromero.
MAJIOY «Jlerckuii can Ne 2 «Enouxay.

4.4. JlocTyI K JIMMHBIM Jej1aM pabOTHAKOB UMEIOT TONBKO JEA0NPON3BOAUTEIH U
sapeyromuit MAZIOY «Jlerckmii can Ne 2 «Einouxay, 00 3aMECTUTENIH
3aBeyIOIET0 IIPY HCTIONHEHAH o6s3agHOCTEl 3aBEAYIOMICTO MAJIOY «JleTcKui
can Ne 2 «Enoukay.

4.5. CucreMaru3aius JIAIHbIX JIC]T paGOTHHKOB IPOU3BOUTCA B anaBUTHOM
TIOPSIIKE.

5. Odopmiaenue JTHIHLIX 1€]1 paGoOTHHKOB Hepea caa4eil B apXuB

5.1. OdopMITeHHE TUTHBIX IEIT 1T Tiepe/iady B apXuB MPOU3BOATCA
JEJIOTIPOM3BOJUTEIIEM MAJIOY «Jlerckmit cax Ne 2 «Erouxay. DTa mpoleaypa
BKJIIOYAET:

_ noxmmBKy (meperuier) Aena;

— YTOYHEHHE HyMepaluH JIICTOB Jena,

— cOCTABJIEHHE JTUCTA-3aBEPUTEIA (mpuioxeHue Ne 8);



— COCTaBJIeHHE (YTOYHEHHME) BHYTPEHHEH OIMUCH;

— BHECEHHE YTOYHEHUI B PEKBU3UTHI JTMLIEBOM 00I0XKKH €A,

5.2. Jluct — 3aBeputens ena J0DKeH MOJIUCATh €70 COCTABUTENb, IIPH 3TOM
JienaeTcs pacim(poBKa JODKHOCTH M IOAIKCH, IIPOCTaBISETCS Aara. B nmponecce
HCIIO/Ib30BaHKUsA ApXUBHBIX JOKYMEHTOB B JIUCTE-3aBEPUTEIIE IENAIOTCS
COOTBETCTBYIOIINE OTMETKH.

Ecmm nemmo moammro 03 JIMCTa-3aBEpUTEIS, TO €ro CICAYET HaKJICHTh Ha
BHYTPEHHIOK CTOPOHY OOJIOKKH JIeJIa.

5.3. C nensio obecrieueHus COXpPAaHHOCTH JIMIHBIX JIE]T PEKOMEHIYETCS

— 00BEIMHATS HHAMBUIYJIbHBIE JIMYHBIE 1€)1a YBOJICHHBIX COTPYAHHUKOB B OHY
00/103KKY (00BbE€ITMHEHHOE JIEJI0) C TAKMM pacdeToM, YToOb 00BheM jeia (ToMa) He
npesbimat 250 TucToB (IMyTeM CIIMBKHA MaTepHAIOB HHAUBHAYAIbHBIX JEJ 110
rofiaM yBOJIbHEHH);

— pacmonararh Marepualibl HHIUBHAYAJIbHBIX €1 B Ipeenax aeia (Toma) B
andasuTHOM nopaake (Mo pamMHIBHO), OTIENSAS MATEPUAIBI, OTHOCAIIUECS K
Pa3HBIM HHIUBHIYAIBHBIM J€IaM, YACTHIM JIUCTOM OyMaru ¢ yka3aHueM Ha HeM
damMuK, UMEHH ¥ OTYECTBA COOTBETCTBYIOIETO

YBOJICHHOI'O COTPYJHHKA,;

— cHa0KaTh KaXa0€ 00BEIUHEHHOE €TI0 (TOM) BHYTPEHHEH OIKCHIO €
HepevYrcIeHHEM (DaMIITHiA, IMEH B OTYECTB M yKa3aHUEM HOMEPOB CTPAHMII, B
npejienax KOTOPhIX paciioioiKeHbl COOTBETCTBYIOIIME JOKYMEHTBI.

5.4. Ilepenava TMIHBIX ACT B apXHB OCYLICCTBIACTCS HE MO3/(HEE TPEX JIET MOCIE
3aBEPIICHUS UX B JICJIONPOHU3BOACTBE B COOTBETCTBHH C rpapuKoM.
[TpeBapuTensHO cekpeTapeM IPOBEPSETCS IMOJHOTA U IPABHIIBHOCTH ITOrOTOBKH
JIMMHEIX JIe7l K Tepesiade. BhisisiieHHbIe IPU IPOBEPKE HEAOCTATKH YCTPAHSIOTCS
cekperapeMm. Ilepenaya u pueM NPOM3BOAATCS IO OIMCH € IMPOCTAHOBKOM
OTMETOK O HATUYHH JIMYHBIX JEIL.

5.5. JIuunsle nena paGOTHUKOB, 3aKOHUEHHEIE IEJIONPOM3BOACTBOM 110 1 aHBaps
2003 roxa, xpansarcs 75 ner, nocne 1 smBaps 2003 roga — 50 ser. Jlngnsie gena
3aBeIyIOIero, UMEIOT ITOCTOSHHBINA CPOK XPaHEHHS.

6. OTBeTCTBEHHOCTH paGoToaaTesis H padOTHHKA

6.1. Tlegarorn u corpyaauku MAJIOY «Jlerckuii cax Ne 2 «Enodxa»o0s3aHbl
CBOEBPEMEHHO IIPECTABIIATH CBEAECHUS 00 W3MEHEHNH CBOMX IEPCOHAIBHBIX
JAHHBIX, BKIIOYCHHBIX B COCTAB JITYHOTO JIENIa.

6.2. PaboTonareib 00€CIIeYNBACT:

— COXPaHHOCTH JIMYHBIX J€JI pa0OTHUKOB,

— KOH(UIECHIHANLHOCTh CBEICHUIA, COICPIKAIIUXCA B JIMYHBIX Je/1aX paGOTHHKOB.
7. IlpaBa paGoroaaTe/is H pa0OTHHKA

7.1. Ienaroru u corpyauuku MAJZIOY «Jlerckuii cam Ne 2 «Emouka» UMEIOT



paso:

— TOJTy4aTh MOJHY0 uHpopMaio 00 00paboTKe CBOMX NEPCOHANBHBIX NaHHbIX;
— [OMy4aTh JOCTYI K CBOUM IIEPCOHANBHBIM JTaHHBIM;

— TIOJYYaTh KOIMH JOKYMEHTOB, XPaHSAIIUXCS B TMYHOM JICTIC;

— Tpe6GoBaTh HCKIIFOUEHHS WIH MCIPABJICHUS HEBEPHBIX W HETIOIHBIX
(MCKaKE€HHBIX) CBOUX IIE€PCOHAIBHBIX JIAHHBIX.

7.2. PaGoToaareiab UMEET IPABO:

— 06pabaTsBaTh NEPCOHANBHEIE JaHHbIE PAGOTHUKOB, B TOM MHCIIC U Ha
3IIEKTPOHHBIX HOCHTENIAX,

— 3ampaIIMBATh OT PaGOTHMKOB HH(OPMALWMIO, HEOOXOIUMYIO JUISl BEICHHS
JIMYHBIX A€ 1 00pa0oTKU EPCOHANBHbBIX JaHHBIX.
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