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ToJ10%eHNe 0 BeAeHHH JHYHBIX 1eJ paGOTHHKOB

MBOY BerHe-MOXOBH'-ICKﬂﬂ (0]11]
JleMuI0BCKOr0 paiioHa CMDJleHCKOH o6aactu

1. O6mmue moI0KEHHUS

1.1 HacTosImuit JTOKaTbHEI aKT OTpeNeNseT TOPSIOK BEICHUS, YIeTa i XpaHeHNs JTHIHBIX e
pabotaukos Bepxue-Moxosuuckas OILLL JlemMui0BCKOTO paﬁOHa Cmoneﬂcxoﬁ oﬁnacm (mamee —
o6pasoBare/ibHAs OPraHu3aLus).

1.2. Tlopsinok pa3pabotan B cooTBeTCTBIH ¢ TpynoBEM Koziekcom P@, DenepanbHEM 3aKOHOM OT
27.07.2006 Ne 152-®3 «O mepcoOHANBHBIX NaHHBIXY», METOANYECKUMH PEKOMEHIAIMIMH
Pocapxmpa, Ykasom IlIpesmaenra ot 30.05.2005 Ne 609 «O6 ytsepxneruu Ilonoxerus o
IIepCOHAMBHBIX JAHHBIX TOCYNaPCTBEHHOTO ciyxarmero Poccniickoit @enepanyn W BEJICHUH €ro
JEIHOTO JeNa», KOJUIEKTHBHEIM JOTOBOPOM H yCTaBOM 00pa3oBaTe/IbHOM OpraH3alyy.

2. ®opMHpOBaHHeE JIHIHBIX J1eJI paﬁommcon

2.1. @opmuposanue 1uuHO20 Oena pabomHuKa npou3eooUmMcs nnpemopom IIKOJIbI WIIH JTAIIOM,
OTBETCTBEHHBIM 3a BEJCHHE JIMYHBIX Ie pabOTHHUKOB. JInuHoe a0 (popMpreTcz He nosownee
namy pabovuwx IHEH cO [HS 3aKIIOYEHHs TPYNOBOTO JOTOBOPA M TOJNBKO MOCHIE NOTYHYCHHUS OT
paboTHUKA COTIIacHsl Ha 00pabOTKY €ro NepCoOHANBHBIX JaHHBIX. !

2.2. Ilpu moCTYIIEHHH Ha paboTy pabOTHHK MPEROCTaBIIsAET ':(ﬁpn HAITHYHUH):

ITaCIOPT WA WHOM JOKYMEHT, YA0CTOBEPSIOMIAHA THIHOCTB;
aBToOuorpaduio;

» 3adBIEHHUE O TIpHEME Ha paboTy; !
NOKYMEHT, KOTOpbI MOATBEPXKIAET PErMCTPAalMi0 B  CHCTEME MHIMBHIYaIbHOIO
IepCOHM(HUIIMPOBAHHOTO y4eTa, B TOM 4UHMCIE€ B (OpME OIEKTPOHHOTO JOKYMEHTa,
mubo  CcTpaxoBOE CBHAETENBCTBO TOCYAapPCTBEHHOTO nechoﬁﬁord CTpaxOBaHHd, 3a
UCKITFOUCHHUEM CITydaeB, KOTJa TPYAOBOM TOTOBOP 3aK/II09IaCTCH Bnepnme |

» HIEHTH()HUKAIMOHHBIN HOMEP HAIOTOTIIATE/TBINNKA; _ |
JIOKYMEHT BOMHCKOTO y4eTa (Ul BOGHHOOOA3aHHBIX mm)



* JOKyMeHT 00 oOpaszoBaHuu;

*  ATTECTAllHOHHEIA JIACT; ;

* CIpPaBKy O HATHYHH (OTCYTCTBHH) CYyJUMOCTH U (HJIH) tbaIlcTa yronom{oro l'lpeCJIE:JIOBaHH}I

* TPYINOBYIO KHWXKKY W (WJIM) CBEICHHS O TPYAOBOH NEATETBHOCTH, Kpome CIIy4aeB, Korja
paGOTHHK IPHHUMAETCS Ha paGOTy BIEpBHIE MIIH Ha ycnanﬂx COBMECTUTENBCTBA;

*  MEIUIUHCKYIO KHIXKY;

* CBHJIETENLCTBO O Opake;

* CBHJIETENIBCTBO O POXKICHUM JIETEH.

2.3. ObpasoBarebHas OpraHu3aius oGopmiseT; |
* [pHKa3 O pHeMe Ha paboTy (0 MepeMeneHlH Ha ApyTHE nomaiocm), '
* TPYAOBOH JOTOBOP B ABYX IK3EMILISAPAX; '
*  JIOJDKHOCTHYIO HHCTPYKIIHIO.

2.4. Ilepsrunoe oopMIIeHHE THYHOTO Jeia npe,u;ycma'rpmaeT

a) IPHCBOCHKE JIHYHOMY IeIly HOMepa COTJIACHO ypHAIy yueTa JTHYHBIX eI,

0) mpocraBieHHe Ha OGNOXKE JWYHOTO fema CHeIYIOIMX PEKBH3UTOB: HHAEKC Jema (B
COOTBCTCTBHM C HOMEHKIATYpOH Jien 00pa30BaTENbHOM OpraHuM3alMy); [0JHOE HaWMEHOBaHME
00pa3oBaTeNbHOM OpraHM3alMyi; HOMEp JMYHOTO Jena; GaMUIMsS WMS OTHeCTBO pabOTHUKA B
AMCHHTETBEHOM TI3/ICXKE; AT — [0/l Hauasia i roJl OKOHUaHHs BEICHHS fea; KOJ‘!H"—ICC‘I‘BO JIACTOB;
CPOK XpaHEHHS; gy

B) TIOMEIIEHHE JOKYMEHTOB, OUTEXKAIINX XPAHEHHUIO B COCTaBe JTUYHBIX JIE7, B XpOHOIIOl"Id“‘-IeCKOM
TIOPSIIIKE:

* BHYTPEHHSS OIHCH JOKYMEHTOB ;

* JHCT C OTMETKaMH 00 03HaKOMJICHMH PaGOTHHKA C IEPCOHATBHBIMH IAHHBIMH U3 IMYHOTO €714,

* JIHCT C OTMETKAMH O pe3yJIbTaTaX €XKeroAHOMH POBEPKH COCTOSHHMS JIMIHOTO JAelia;

» JIMYHBIH JIMCTOK I10 YYETY KaIpOB HITH QHKETA;

» asTobuorpadus;

* 3asBJICHME O ITpHeMe Ha paboTy;

* TIPUKa3 O IpUEeME Ha padory;

» JIOJDKHOCTHAs HHCTPYKIIHS, _

* TpPYZOBOH JOTOBOD; | |

* JIOrOBOP O TMIOJHOH MAaTepHalbHOM OTBETCTBEHHOCTH (ecmm paﬁomnx — . MaTEPHATHHO
OTBETCTBEHHOE JIHIIO); - '

* XapaKTepUCTHKH H PEKOMEHAaTeIbHBIE THCEMA; :

2.5. JIucTel 10KYMEHTOB, MOMEIEHHBIX B IMYHOE €0, nome)xa'r Hymepaunn -

2.6. JIoKyMeHTBI TOMEINAIOTCS B NANKY-CKOPOCULUBAMEND. HpH YBOJIbHEHUH paﬁomuka Jeno
MPOIIMBAETCS HUTKAMH U CIAETCS B apXUB,

2.7. BHYTpeHHss OIHUCH JOKYMEHTOB, UMEIOIIHXCS B JTAYHOM JIETIE, AOJDKHA CONEPKATD CBEICHHA
O MNOPAAKOBBIX HOMEpaX, HAMMEHOBAaHMSIX JOKYMEHTOB | JI€Na, KOJIMYECTBE JIMCTOB, JaTax
BKJIIOUCHHS JIOKYMEHTOB B JIMYHOE JIEJI0 M M3BATHS M3 JeJia, a TAKKE KeM U3BAT ZIOKyMEHT H 110
KaKoi IIpH4HHe.

2.8. BHYTpeHHSAS ONUCH COCTABIAETCS HA OTHETBHOM JIHCTE TI0 )’CT&HOBJICHHOH ¢dopme. JIucTer
BHYTPEHHEH ONMUCH HyMEPYIOTCS OTHENBHO.

2.9. Ilpn mOATOTOBKE JTWYHBIX A€ K Nepeadye Ha XpaHEHHe K BHYTPEHHEH OIMHCH COCTABIISETCS
HTOrOBas 3allMCh, B KOTOPOH yKa3bIBaeTCs undapamx H TIPOMHACHIO KOJMYECTBO BKIIOYECHHBIX B HEE
JOKYMEHTOB H KOJMYECTBO JINCTOB JIEa.




3. Benenne JTHYHBIX 1€ paﬁoTHnuon

3.1. Jlngnoe neno BemeTCs B TEYEHHE BCErO IIEPUOAA pa60'r51 paﬁoTHm{a 06pa303aTeIr5H0i&
OpraHu3aluu,

3.2. Benenwe nmu4HOro fiena paGOTHHKA MpeXyCMATpPUBAaET TMOMEILICHAE B J€N0 NOKYMEHTOB,
obOpasyromuxcss B Tpouecce pabouel NEATENHHOCTH M UMEIOIIHNX 3HaquHe IS | TPYZOBBIX
OTHOILEHHIA:

JOTOJIHCHUE K TMYHOMY JIUCTKY 110 YYETY KaapoB;
JOTIOJTHUTEIIBHBIE COTJIALIEHHS K TPYIOBOMY ZAOTOBOPY;
KOTIHH [TPUKA30B I10 JIWYHOMY COCTaBY, KOTOPBIE KACAKTCs paGOTHHKa
OT3BIBEI JOJDKHOCTHBIX JIUL O pabOTHHKE;
KOTIHH IOKYMEHTOB O TIOBBIIICHUN KBATU(HKAIINH,
KOIIMH CEPTUDHUKATOB, [PaMoT;
JIACT — 3aBEPHUTEIb Jie/a (COCTABIISIOT MIPH CAade IMYHOTO Jeid B apXUB);
HHEBIE JIOKYMEHTBL,
3.3. B nuunbIe en1a He OMEIAOTCS IOKYMEHTBI, UMeIoujle 6MopoCMenerHoe 3Hauene.

3.4.PabOTHHK 3HAKOMUTCS C JIUYHBIM JEJIOM 6 meyeHue mpex paboyux OHel ¢ NaTsl MOJTY4eHUS
OTBETCTBEHHBIM 38 BEICHHE JIE]1 3asBJCHHUS C NMPOcb0oit 06 03HaAKOMIICHHH. 06 3TOM JiesaeTes
OTMETKA B JINCTE O3HAKOMIICHUS pabOTHHKA C IHYHBIM JEJIOM.

3.5. O3HaKOMIICHHE C [IEJIOM TPOUCXOINT HCKITFOUHTEIEHO B KAGWHETE OTBETCTBEHHOTO 3a BEICHHE
I ¥ B €TO MPHUCYTCTBUH. 3ampenaeTcs: BBIHOC Jeja U3 KabuHeTa.

3.6. Boimaua Komwil NTOKyMEHTOB M3 JIMYHOTO Jella MPOM3BOJMTCA MO JHYHOMY 3asBIICHHIO
pabOTHHKa W C pa3spemeHust Oupexmopa. KONUMM NOKYMEHTOB JOIDKHBI OBITH 3aBEPEHBl H
MPENOCTaBNICHbl pabOTHHUKY B TEUCHHE mpex OHel CO IHS MMOAa4d 3asBISHHUS,

3.7. Vspate OTHENBHBIX  JOKYMEHTOB W3  JMYHOTO « JeNa  MPOM3BOLMTCS  C
paspemeHns oupexkmopa o0pa3oBaTebHON OpraHM3alud ¢ OQOPMIICHHEM COOTBETCTBYIOMIEH
3amucH B rpade «[Ipumedanney» BHYTpeHHEH onucH. [Ipu BpeMEHHOM H3BATHU JOKYMEHTA Ha €ro
MECTO (MEX/Y JTUCTaMH COCETHUX TOKYMEHTOB) BKIIAIbIBAETCS CIIPABKA-3aMECTHTENB C YKA3aHHEM
JaTbl W TIpUYUH U3BATHS C MOMMKCBIO JMIA, BHIAABIIETO MOKYMEHT, M TOAMHCHIO JIHIIA,
TIOJTY4MBIIETO €T0 BO BPEMEHHOE T10JIb30BAHHE, '

3.8.B mensx obecneueHWs: KOHTPONSA 3a COX[J&HHOCTI:IO " a.K‘I'yaJ'IbHOCTBIO JAYHBIX 1T B
00pa3oBaTeIBHOM OpraHM3aliy €XKETOTHO IPOM3BOIUTCS IPOBEPKA X HATHYHMS H COCTOSHUS.

3.9. ExeronHyro NpoBepKY COCTOSHHS IMYHBIX J€] HA PEAMET COXPAHHOCTH BKIIIO}ISHHBIX B HETO
AOKYMEHTOB IIPOBOJIUT CHICIIHAIBHO CO3/1aHHas Komuccus. O IPOBENEHHBIX IPOBEPKAX JENacTcs
OTMETKa B JIHCTE O PE3yJIbTaTaX €XEroJHOH MPOBEPKH COCTOSHUS ¥ HAJIWYHS JTHYHOTO Aeia W
COCTaBJISIETCS aKT. Pe3ynbTaTel NMPOBEPKM JIMYHBIX JIeT B OﬁﬁBaTe}TBHOM NOpSAZIKE HOBOASTCS
10 Oupexmopa 06pa3oBaTeIbHON OPraHHU3alfH. P T

4. XpaHeHHE H y4eT JUYHBIX I paﬁommcos

4.1 XpaHeHHE U yHET JIMYHBIX e paGOTHHKOB oﬁpasoaaTeanoﬁ opraHusauHH opranusymTCﬂ c
LUEJBI0 OBICTPOTO MOMCKA JIHYHBIX Jel, 00eCIeueHnst MX COXPAHHOCTH KOH(HUICHIHATBHOCTH
CBEICHUH, COMEPAIMXCS B JOKYMEHTAX JIMYHEIX A€, OT HCCaHKIIHOHMUPOBAHHOTO OCTYTIA,

4.2. Jluunele pmena paGOTHWKOB XpaHsTCs y OTBETCTBEHHOTO 3a BElEHME el (zmpexTopa)
B CHeYUanbHoM Memaniuieckom ceuge. g |
| Il [




4.3. JlocTyn K IMYHBIM genaM paGOTHHKOB MMEIOT TOJIEKO OTBETCTBEHHBIH 3a BeCHHE JIeN H
(nnu) Oupexmop o6pa3oBaTenbHON OpraHW3aliyi JTHOO €r0 3aMECTUTENH TPH HCHONHEHUH
obsizanHOCTEH Oupexmopa o6pazoBaTebHOM OpraHM3anuu, - '

{1
4.4. CucreMaTH3alHs IMYHEIX €] PaGOTHHKOB TIPOH3BOAMTCA B aI(paBATHOM TIOpSIIKE.
S. Opopmienne THUHBIX Aes paGOTHHKOB nepes caavei B a'pxu!B _

5.1. OdopmeHHe IMIHBIX A€ IS TIepeady B ApXHUB TIPOU3BOAMTCS OTBETCTBEHHAIM 33 BE/ICHHE
A€, 3Ta NPoIeNypa BKIIOYAET: A :

* MOJIIUBKY (TIEpemnieT) aena; _;E Wil 1
* YTOYHEHHE HyMEpaliH JIUCTOB Je/Ia; H 4
* COCTABJICHWE JINCTA-3aBEPUTENS (;

* COCTaBJICHUE (YTOUHEHHE) BHYTPEHHEI OIHCH;

* BHCCCHHMC YTOYHCHHH B PEKBHU3HTHI JINLIEBOR OGIOKKH feNa. .

5.2. Jlucr — 3aBeputens mena HOMKEH MONMCAT €ro COCTaBHUTENb, TPH 3TOM [ENacTCS
pacmMppoBKa JOMKHOCTH M IOANHCH, MPOCTABIAETCS Mara. B mpomecce wcmonb3oBaHus

APXMBHBIX IOKyMCHTOB B JIHCTE-3aBEPUTENE AETAIOTCH COOTBETCTBYIOLINE OTMETKH,

Ecmu neno mopmmro 6Ges JTHCTA-3aBEPUTENIS, TO €rO CIEAYET HaKIeUTh Ha BHYTPEHHIOIO CTOPOHY
00moXKKH nena. - ol

5.3. C uenbio obecriedeHns COXpPaHHOCTH TMIHBIX e/ PEKOMEHIyeTCsI: i

* OOBENVHATh HHOWBHIyaJbHEIE JHYHBIE Ieia YBOJIEHHBIX pPaGOTHHUKOB B _q,}:l;H)af 00JI0XKKY
(o6BenMHERHOE 1E7I0) C TAKHM PAcYeTOM, YTOOE! 0GBeM zena (ToMa) He npessmran 250 TUCToB
(TTyTeM CIIMBKH MaTepHaIoB MHHUBH/IYANBHBIX IEJT [0 FOJaM yBONBHEHIs); i

* pacnojaraTe MaTephalbl MHIHBHIYaTBHBIX €N B Mpedenax meia (Toma) B 'andasuTHOM
nopsiake (MopaMUIIBHO), OTAENSST MaTepHAIBL, OTHOCSITHECS K Pa3HBIM HHIWUBHIYAILHEIM
AClaM, YHCTBIM JIMCTOM OyMaru C yKa3aHUeM Ha HeM (bamunnn, umesm u oruectma
COOTBETCTBYIOIIETO YBOJIEHHOTO COTPY/IHHMKA, ﬁ !

* CHabXaTh KaXxa0e 00BETMHEHHOE eJI0 (TOM) BHYTpEHHE OMHCHIO C TIEPEUNCIIEHHEM (haMuUITHid,
MMCH M OTHECTB M YKa3aHHEM HOMEPOB CTPAHHI, B IIpenenax KOTOPBIX PacIOIOKEHbI
COOTBETCTBYIOIIHE JOKYMEHTEL. ! TR L

5.4. Ilepenaya MUYHBIX D€ B ApXHUB OCYIUECTBIISCTCS He no30Hee mpex n1em TocIe 38BEPILUECHUS UX
B ACNONIPOU3BO/ICTBE B COOTBETCTBHHY ¢ rpaduxom. IIpensapurensuo OTBETCTBEHHBIM 33 BE/ICHHE
ACIT IPOBEPACTCS TIONHOTA M NMPABUILHOCTD MOATOTOBKH JIMYHBIX AEN K 'nepeztaqe'.. BrsBiieHHEIE
TTPH TIPOBEPKE HEJOCTATKH YCTPAHSIOTCH OTBETCTBEHHBIM 33 BEICHHE MEIT. Iepenaua u IIpHeM
HPOU3BOAATCA 110 OTIUCH € MPOCTAHOBKOK OTMETOK O HATHYMH TIUYHEIX JIC]T.

5.5. Jlmaueie nena paGOTHHKOB, 3aKOHUYCHHEBIE ACTIONpPOM3BOACTBOM 10 | stHBaps 2003 rona,
Xpansres 75 ner, nocne 1 saBaps 2003 rozxa — 50 rer. Gl e | g s gl

6. OTBeTCTBeHHOCTH paGoToaaTenst n paGoTHMKA

6.1. PaboTHuKH 0Gpa3oBaTeBHON OPraHA3ammH 06K3aHE CBOGBPEMEHHO TIDE/ICTABNIATS CBEICHNS
00 U3MEHEHUH CBOMX NEPCOHATTBHBIX TaHHBIX, BKIIIOYEHHBIX B COCTAB JIMYHOTO Jena. '

6.2. OTBETCTBEHHBI 3a BexeHHe Jei paboTHUKOB HeceT nﬁc'u;mnuuapuy}o H. HHYIO
OTBETCTBCHHOCTh 32 DasriallicHHEe KOH(HICHIHAIBHBIX CBEIICHWI, CONEPXKAIMUXCS B JTHYHBIX
ACTIaX, ¥ 33 HHBIC HAPYIICHHUS TIOPSAKA BENCHHUS JINYHbIX JIeT. Ty B

7. IlpaBa paGoroarens u padoTHHKa
7.1. PaboTHuKH 06pa3oBaTensHOl OpraHM3allMH UMEIOT TIPaBO; ¥

* TOTyHaTh NOMHYI0 HEpopManHio 06 06paGoTke CBOMX MEPCOHATBHBIX TAHHBIX: -




B )

»  TONYHATH OCTYII K CBOMM TEPCOHANBHBIM JAHHBIM; | | ]
+  TIONyHATH KOTMH JOKYMEHTOB, XPAHSIIMXCS B TMIHOM JIE/E; 1
+ TpeOOBATH MCKTIOMEHNS M WMCHIpABICHNS HEBEDHBIX | W HETIOTHBIX | (HCK&)KCHHBIX) CBOMX
TePCOHATBHEIX TAHHBIX. |
7.2. PaGotojatens WMeeT TpaBo:

» 00pabaTLIBATE IEPCOHATBHEIC TAHHbBIC PAOOTHHKOB, B TOM 1mcne ¥ Ha BJ'IGKT’pOHHBTX HOCHTEIAX,
» 3ampammBaTh OT PaGOTHMKOB HH(MOPMANWIO, HEOOXOTMMYIO IUIS BEACHUS Jm:nmx oen u
06paboTKH IEPCOHATBHBIX JaHHBIX. i | it ! =
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