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«cpeaHssi 061eodpa3oBare/ibHasA MIK0J1A No80 «JIaCTOUKHHO»




1. O01ue mo10KeHus

1.1 HacTosiiuii 1oKaabHBIN aKkT oNpeaesiseT MopsI0K BEIeHNs, yUeTa U XPaHEHHs! IMYHBIX /1€
paboTHUKOB MyHUIIMNIAIBHOTO 00111€00pa30BaTeabHOrO yupexkaeHus «CpeaHss
obmmeoOpa3oBarenbHast mkonaa Ne80 «JlacTouknHo» (j1anee — oOpa3zoBaTenbHasi OpraHu3aLus).

1.2. TTopsimok pa3paboTaH B COOTBETCTBUM C 1pyI0BBIM KopekcoMm PD, denepaibHBIM 3aKOHOM OT
27.07.2006 Ne 152-®3 «O nepcoHaNbHBIX JaHHBIX», METOIUYECKUMU PEKOMEHIAIUSIMU
PocapxwuBa, Ykazom I1pesunenta ot 30.05.2005 Ne 609 «O6 yrBepxknenunn [lonoxeHus o
MEPCOHAIIBHBIX JAHHBIX TOCYJaPCTBEHHOTO Ciyaiero Poccuiickorn denepaunn U BEAEHUU €T0
JIUYHOTO J1ea», KOJIEKTUBHBIM JIOTOBOPOM U YCTaBOM 00pa30BaTelIbHOM OpraHu3alnu.

2. ®opMupoBaHHE JUYHBIX J1eJ1 PA0OTHHKOB

2.1. @opmuposanue 1uunoeo oena pabomuHura npou3800UMcs paboOmMHUKOM, HAZHAYEHHbIM
OUpPeKmopom 00pazo06amebHOl opeanu3ayuu (0aiee — omeemcmeeH bl 3a 6edeHue den). JImanoe
neno GopMUpyeTCst He no30Hee namu pabouux THen

CO JIHS 3aKITIOUEHUS TPYOBOTO JJOTOBOPA M TOJBKO MOCIIE TIOTyYEHHs OT pabOTHUKA COTIacus Ha
00paboTKy ero nepcoHaIbHBIX JaHHBIX

2.2. llpu noctynnennu Ha paboTy pabOTHUK MPEAOCTABISAET

(pu HATMYWUN):
NaCTIOPT MM WHOW JOKYMEHT, Y0CTOBEPSIONINN JINYHOCTD;
aBroOMorpaduio;
3asBJICHHE O TIpUeMe Ha padoTy;
JOKYMEHT, KOTOPBIH MOATBEP)KIaeT PETUCTPALIUIO B CUCTEME MHIUBUAYaTIbHOTO
NepCOHN(UIIMPOBAHHOTO yUYeTa, B TOM YHcie B (hopMe 3JIeKTPOHHOTO JOKyMEHTAa,
1100 CTPAaXOBOE CBUAETEIILCTBO TOCYIaPCTBEHHOTO IEHCMOHHOTO CTPaXOBaHMUs, 32
UCKIJIIOYEHHEM CITy4aeB, KOTJa TPY0BOM TOTOBOP 3aKJIH0YAECTCs BIIEPBLIE;
UICHTH(QHUKALMOHHBIM HOMEP HAJIOTOIJIaTEeNbIIHKA;
JIOKYMEHT BOMHCKOTO y4eTa (/1711 BOGHHOOOS3aHHBIX JIMIL);
JTOKYMEHT 00 00pa30BaHuUY;
aTTeCTAIlMOHHEIN JIHCT;
CIPaBKy O HaJMYUH (OTCYTCTBUH) CYITUMOCTH U (MK) (paKkTa yroJIOBHOTO MPECIIeT0BaHUS;
TPYAOBYIO KHIXKKY U (WJIH) CBEICHHS O TPYIOBOH JIEATEIFHOCTH, KPOME CITydaeB, KOTIa
paOOTHUK MPUHUMAETCS Ha pabOTy BIEPBbIC WM Ha YCIOBHUSIX COBMECTHTEIbCTBA,;
MEIUITTHCKYIO KHIKKY;
CBUJIETEIILCTBO O Opake;
CBHUJICTEIILCTBO O POXKICHHUH JETEH.

2.3. O6pazoBarenbHasi OpraHu3aius 0QPopMIIsIeT:

IpUKa3 o IpueMe Ha paboTy (0 mepeMeneHH Ha Jpyrue 10HKHOCTH);
TPYAOBOM JOTOBOP B ABYX IK3EMIULIPAX;
JOJDKHOCTHYIO HHCTPYKIIMIO.

2.4. llepBuuHoe oopMIIeHHE IMIHOTO el MPEeTyCMaTPUBACT:

a) IPUCBOECHUE JIMUHOMY JI€JIy HOMEpA COIVIACHO JKypHAJly y4eTa JUYHBIX JE;

0) mpocTapieHre Ha 00IOKKE TUYHOTO JIejIa CISAYIONINX PEKBU3UTOB: MHIEKC Aena (B
COOTBETCTBHH C HOMEHKIIATYpOU Jesl 00pa30BaTeIbHON OpraHU3aIliy); TOJTHOE HAUMEHOBAHHE
00pa3oBaTeIbHOM OPTaHU3aAIMN; HOMED JTUYHOTO Jiena; (aMuIus UM OTIECTBO pabOTHHUKA B
MMEHHTEIIbHOM Ta/IeKe; 1aThl — IOl Haualla ¥ ToJl OKOHYAHUS BEJICHUS JIea; KOJIUYECTBO JINCTOB;
CPOK XpaHEHUS;
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B) TIOMEIICHHUE JOKYMEHTOB, MOJUICKAIINX XPAHEHHIO B COCTABE JIMYHBIX eI, B XPOHOJIOTUYECKOM
TIOPSI/IKE:

BHYTPEHHSISI ONUCH IOKYMEHTOB JI€JIa;

JIMCT C OTMETKaMH 00 03HAKOMJICHUH Pa0OTHHKA C TIEPCOHAIBHBIMU JJAHHBIMU U3 JINYHOTO JICJIa;
JIMCT C OTMETKAMH O PE3yNbTaTax €KETOTHON MPOBEPKH COCTOSHUS JIMYHOTO JIETIa;
JIMYHBIN JIMCTOK TI0 YUYETY KaJ[POB HIIN aHKETa;

aBroOuorpadws;

3asBJICHHE O TIpUEMe Ha padoTy;

MpHKa3 O IpreMe Ha padoTy;

JOJDKHOCTHASI HHCTPYKIIHUS;

TPYAOBOM AOTOBOD;

JIOTOBOP O TIOJIHOM MaTepHaaIbHON OTBETCTBEHHOCTH (€Ciu pabOTHUK — MaTepHaIbHO
OTBETCTBEHHOE JIUIIO);

XapaKTePUCTUKU U PEKOMEHIATEIIbHBIC TUChMA;

2.5. JIuctol HAOKYMCHTOB, TIOMCIHICHHLIX B JIMYHOC JACJIO, TOMJICIKAT HyMCpalllu.

2.6. JIOKyMEHTBI IOMEIIAIOTCS B nanky-ckopocuiusamens. [1py yBoTlbHEHHH paOOTHHKA JIETI0
MPOILIKUBAETCS HUTKAMU U CHACTCSl B ApXUB.

2.7. BHyTpCHHHH OIIMCb JOKYMCHTOB, UMCIOIIUXCA B JIMYHOM ACJIC, NOJIXKHA COACPIKATH CBECACHUA O
MOPAAKOBBIX HOMEpax, HAMMCHOBAHUAX TOKYMCHTOB JI€jia, KOJIMYCCTBEC JIMCTOB, AaTaX BKIOYCHUSA
JAOKYMCHTOB B JIMYHOC ACJIO U U3BATUA U3 [ICJIA, 4 TAKIKC KCM U3BAT JOKYMCHT U 110 KaKoM IMPpUYIHUHEC.

2.8. BHyTpeHHsIs1 OITUCH COCTABISETCS HAa OT/IEILHOM JIMCTE TI0 YCTaHOBIEHHOHU dopme. JIucTsl
BHYTPEHHEHN OIUCU HYMEPYIOTCS OTIEINIBHO.

2.9. HpI/I INOATOTOBKC JIMYHBIX JICJI K IIEpCAauC Ha XPaHCHHUC K BHYTpCHHCﬁ OIIMCH COCTABIIACTCA
uroronad 3aIiucCh, B KOTOpOﬁ YKa3bIBaCTCA HI/I(l)paMI/I 1 IPOINMHUCBIO KOJIMYECTBO BKIIFOUCHHEBIX B HCC
JAOKYMCHTOB U KOJMYCCTBO JIMCTOB ICJIA.

3. Benenue JUYHBIX J1eJ1 pA0OTHUKOB

3.1. JIuunoe neno BeAETCS B TEYCHHUE BCETO MEproaa padoThl pabOTHIKA 00pa30BaTeIbHOM
OpraHH3aIIH.

3.2. Benenue nmUYHOTO Jeiia pabOTHHKA MPEAyCMaTPUBAET MTOMEIICHHE B JIEJI0 JIOKYMEHTOB,
o0Opa3yromuxcs B mporecce paboueit 1eaTeTbHOCTH U UMEIOIINX 3HAYCHUE JIIST TPYOBBIX
OTHOIIECHUH:

JIOTIOJTHEHUE K JIMYHOMY JIUCTKY TI0 YUYETy KaJpOB;

JIOTIOJTHUTENIbHBIE COTTIAIICHHUS K TPYIOBOMY JIOTOBOPY;

KOITUH MTPUKA30B M0 JJMYHOMY COCTaBY, KOTOPbIE KacaloTcsi pabOTHUKA;

OT3BIBHI JIOJDKHOCTHBIX JIUI] O PAOOTHUKE;

KOITUH JOKYMEHTOB O IOBBIIICHUN KBaTH(DUKAINH;,

KOITUH CepTU(UKATOB, IPAMOT;

JIMCT — 3aBEPUTEIIb Jielia (COCTABIISIFOT MIPH C/1ade JIMIHOTO JIe]la B apXUB);

WHBIC JJOKYMEHTEI.
3.3. B nmuuHbIe 1ena He MOMENIATCs JOKYMEHTBI, UMerouue 6mopocmenennoe sHavenue. Takue
JOKYMEHTBI XpaHSTCSL B omoenvHom dene Ne 4-09 «/[okymenmul, He souteduiue ¢ COCmas TuyHbIX
oeny.

3.4.PabOTHHMK 3HAKOMUTCS C IUYHBIM JICTIOM 8 meyeHue mpex pabouux OHell ¢ AaThl MOTYYCHUS
OTBETCTBEHHBIM 3a BEJICHUE JIEJT 3asIBJICHUS ¢ TPOChOOoit 00 o3HakomieHuu. OO0 STOM JienaeTcst
OTMETKA B JINCTE O3HAKOMJICHUS PAOOTHHKA C TMYHBIM JIETIOM.



3.5. O3HaKOMIICHHE C IeJIOM TIPOUCXOUT UCKIIOYUTEIHHO B KAOWHETE OTBETCTBEHHOTO 32 BEACHHE
JIeJ1 ¥ B €ro MPUCYTCTBUU. 3alpeniaeTcsl BBIHOC Jieia U3 KaOuHeTa.

3.6. Beijaua konuii JOKyMEHTOB M3 JIMYHOTO JieJia TPOU3BOAUTCS 10 JUYHOMY 3asBJICHUIO
paboTHHKA U ¢ pa3pelieHust oupexkmopa. Konuu T0KyMEeHTOB JIOJIKHBI OBITh 3aBEPEHBI U
MIPEIOCTAaBIIEHbl pAOOTHUKY B TEUEHUE mpex OHeti CO JHS M0Jlauu 3asBICHUS.

3.7. U3batue OTACJIBHBIX TOKYMCHTOB U3 JIMYHOTO JCJIa MPOU3BOIUTCA C

paspenieHus oupexkmopa 00pa3oBaTeIbHON OpraHU3aKK ¢ 0(hOPMIICHUEM COOTBETCTBYIOIICH
3anucu B rpade «lIpumeuanne» BHyTpeHHeH onvcu. [Ipu BpeMEHHOM U3BSATHH JOKYMEHTA Ha €ro
MeCTO (MEXIy JTUCTaMHU COCEIHUX JOKYMEHTOB) BKJIQ/IBIBACTCS CIIPaBKa-3aMECTUTEINb C YKa3aHUEM
AAaTbl U MIPUYUH U3BATUS C TOAINIUCHIO JINIA, BBIIABIICTO JOKYMCHT, U MMOANMCHIO JIMIIA,
MOJTYYHBIIETO €r0 BO BPEMEHHOE TT0JIb30BaHHE.

3.8. B mensix obecrieueHust KOHTPOJIS 32 COXPAHHOCTBIO M aKTyaJIbHOCTHIO JIMYHBIX JIET B
00pa3oBaTeIbHON OpraHU3aIMU SKETOIHO POU3BOAUTCS MIPOBEPKA MX HATUYHS U COCTOSHUSL.

3.9. ExxeroiHy10 NpoBEpKY COCTOSIHHS JIMYHBIX JIE]T Ha IPEIMET COXPAHHOCTH BKIIFOYEHHBIX B HETO
JAOKYMCHTOB IIPOBOAUT CIICIUAJIBHO CO3JaHHAsl KOMUCCHUS. O NPOBCACHHLIX IMPOBECPKaAX ACIACTCA
OTMETKA B JIUCTE O Pe3yJIbTaTax eKEeTrOAHOM MPOBEPKH COCTOSHUS U HAJMUUS JIMIHOTO JieJia 1
COCTaBJISICTCA aKT. P€3yJII>TaTBI IMPOBCPKU JIMYHBIX IACIT B 06§I3&TCHLHOM MOPpAAKE JOBOAATCA

110 Oupexmopa o0pa30BaTeIIbHON OpraHU3aIliH.

4. XpaHeHHe U y4eT JHUYHBIX el pa00THUKOB

4.1 XpaHeHHUE U yUeT JTUYHBIX JIe]l paOOTHUKOB 00pa30BATENbHON OPraHU3aIlM OPTaHU3YIOTCS C
LeJIbI0 OBICTPOTO MOUCKA JIMYHBIX J1€]1, 00ECIeYeHNsI UX COXPAaHHOCTH U KOH(PHUIEHIIMAIBHOCTH
CBE/ICHUH, coiepKaIMXCs B JOKYMEHTaX JUYHBIX J€Jl, OT HECAaHKIIMOHUPOBAHHOTO JOCTYTIA.

4.2. JInynple nena paOOTHUKOB XPAHATCS Y OTBETCTBEHHOTO 32 BEACHUE JIENl B CHEYUATbHOM
Memaniuyeckom cetige.

4.3. JlocTym K TUYHBIM JieJ1aM paOOTHUKOB UMEIOT TOJIBKO OTBETCTBEHHBIN 3a BEICHHE JIET
U Oupexkmop o0pa30BaTeIbHON OpraHU3aIuy JIM00 €ro 3aMEeCTHTENN MTPH UCTIOTHEHUN
00s13aHHOCTEH Oupexmopa 00pa30BaTEIBLHON OPTaHU3AIINH.

4.4. Cucremaruzanus JUYHBIX €7 paOOTHUKOB MPOU3BOIUTCS B ali(paBUTHOM MOPSIZIKE.
5. Ogopmitenne JUYHBIX JeJ1 PA0OTHUKOB Iepe caayeil B apxXuB

5.1. OdopmieHne TUUHBIX JeJ Ui Iepeadyd B apXUB IPOU3BOIUTCS OTBETCTBEHHBIM 3a BEJICHUE
Jel1. JTa IpoLenypa BKIIOYaeT:

e TIOMIIMBKY (TIEpEILIET) JIeTa;
e YTOYHCHHE HyMEepalluH JIUCTOB JICJIa;
COCTaBJICHHUE JINCTA-3aBEPUTEIIS3;

e cocraBicHHE (YTOUHEHNUE) BHYTPCHHEH OIHCH;

e BHECCHHE YTOUYHCHHI B PEKBHU3HTHI JIMIIEBOI OOJIOKKH Jea.
5.2. JIucT — 3aBepuTENb JIea JOIDKSH MOIHICATh €0 COCTABUTEIb, IPH ATOM JEJIACTCS
pacirdpoBKa JODKHOCTH U MOJITUCH, TIPOCTABIISIETCS Jata. B mporecce HCmoab30BaHUs apXUBHBIX
JOKyMEHTOB B JINCTE-3aBEPUTEIC JIEJIAIOTCS COOTBETCTBYIOIINE OTMETKH.

ECJII/I JACJIO MMOAIINTO 663 HI/ICTa-SaBepI/ITCHH, TO €TI0 cne,uyeT HaAKJICUTH Ha BHYTpeHHIOIO CTOpOHy
00JIOKKH Jera.

5.3. C uenbto o0ecrieueHus: COXPaHHOCTH JIMYHBIX JIEJI PEKOMEHTYETCSI:



00BbEAMHATh MHIUBUAYaJIbHbIC JINYHBIC JIeJ1a YBOJICHHBIX PAOOTHUKOB B OJIHY OOJIOXKKY
(0OBEeAMHEHHOE JIETI0) C TAKUM pacdyeToM, YTOObI 00beM Jiena (Toma) He TpeBblian 250 TucToB
(myTeM CIIMBKM MaTe€pHajoB MHAWBUIYAIbHBIX /€] 10 TO/1aM YBOJIbHEHHUS);
pacnosiaraTh MaTepHuaibl UHIUBUAYAIbHBIX JIEN B Mpesesax Aena (Toma) B anaBUTHOM HOPSAKE
(HO(baMI/IJIBHO), OTHCIIAA MAaTCpUAJIbl, OTHOCAIIHCCA K pa3HBIM MHAWBUAYAJIbHBIM ACJIaM, YUCTbIM
JarCTOM OyMaru ¢ ykazaHuem Ha HeM (haMIJTUH, UMEHH U OTYECTBA COOTBETCTBYIOIIETO
YBOJIGHHOTO COTPYAHHKA;
CHaOXaTh KaXK0€ 00BETMHEHHOE JIEN0 (TOM) BHYTPEHHEH ONMMCHIO C TIEpeUncIeHuEM haMUIni,
VMMEH U OTYECTB U YKa3aHUEM HOMEPOB CTPAHULL, B IPEIEIaxX KOTOPIX PaCIIOI0KEHBI
COOTBETCTBYIOIIHNE JOKYMEHTHI.
5.4. Ilepenaua JTMYHBIX /1€ B aPXUB OCYIIECTBISICTCS He no30Hee mpex Jem TOCIe 3aBEPIICHNS UX
B JICTIONIPOM3BOJICTBE B COOTBETCTBUH € TpadukoM. [IpeaBapuTebHO OTBETCTBEHHBIM 32 BEJICHHE
ACIT NPOBCPACTCA MOJIHOTA U MTPABUJIBHOCTD IMOATOTOBKH JIMYHLBIX ACIT K IIEPpCaavcC. BriaBnennrnie
MIPH IPOBEPKE HEJOCTATKH YCTPAHIIOTCS OTBETCTBEHHBIM 32 BejieHue neit. [lepenaua u mpuem
MIPOU3BOISATCH 110 OIMUCHU C HpOCTaHOBKOﬁ OTMETOK O HAJIMYUU JIUYHBIX ACII.

5.5. Jlnunsie nena pabOTHUKOB, 3aKOHYEHHBIE AeTOonpon3BoaAcTBOM 10 1 staBaps 2003 rona,
xpansTcst 75 net, mocine 1 ssaBaps 2003 roga — 50 ner.

6. OTBeTCTBEeHHOCTH padoTonarTesss 1 pa0OTHHKA

6.1. PaboTHnKH O6pa3OBaTeHLHOﬁ OpraHu3anun 00s13aHbI CBOCBPECMCHHO NIPCACTABIIATL CBCACHUA
00 U3MEHEHUH CBOUX NEPCOHAJIBHBIX JAHHBIX, BKIIFOUCHHBIX B COCTAB JIMYHOT'O JICJa.

6.2. OTBeTCTBEHHBIH 32 BeZIeHHE JIe] pa0OTHUKOB HECET AUCUUIUIMHAPHYIO U UHYIO
OTBETCTBEHHOCTH 3a Pa3IIalleHue KOHQUICHINAIBHBIX CBEICHUH, COAEPIKAIIUXCS B IMYHBIX
Jienax, ¥ 3a MHbIC HAPYIICHUS TIOPSIIKA BEICHUS JIMUHBIX JICII.

7. IlpaBa paGoronare/isi 1 padOTHUKA
7.1. PaboTHUKHM 00pa30BaTEIbHON OpraHu3aIliid UMEIOT MTPaBo:

MOJTy4arh MOJIHYI0 HHPOPMAITHIO 00 00pabOTKe CBOMX MEPCOHATBHBIX TAHHBIX;
MOJTy4aTh JOCTYII K CBOMM TIEPCOHATBHBIM JTAaHHBIM;
MOJIy4aTh KOMUHU TOKYMEHTOB, XPAHSIIUXCS B JINYHOM JIETIE;
TpeOOBaTh UCKITFOUCHUS MW UCITPABICHUS HEBEPHBIX U HEMOJIHBIX (MCKaKEHHBIX ) CBOUX
MEPCOHAJIbHBIX JIAHHBIX.

7.2. PaboTonmarenb HMEET MPaBO:

06pa6aTI)IBaTB NCPCOHAJIBHBIC JaHHBIC pa6OTHI/IKOB, B TOM YHCJIC U HA BJICKTPOHHBIX HOCUTCIIAX
3alpamurBarb OT pa6OTHI/IKOB I/IH(bOpMaI_II/IIO, HGO6XO,Z[I/IMyIO JJIs1 BEACHUA JIMYHBIX OCJI U
00pabOTKHU MEPCOHAIIBHBIX JIAHHBIX.
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