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HOJIOXKEHHE
0 mOpsAKe BeJEHHs JHIHBIX
paboraukos MBOY Jlonanckas COII N03

1. O0mme moJioKeHust

1.1 Hacrosiuii JOKaIBGHBIA akT ONpeesieT NOPAJOK BEACHHS, ydeTa U XPaHSHHS JIMUHBIX JET
pa6otaukoB MBOY Jlonanckas COI Ne3 (anee — mikosia).

1.2. Tonoxenme paspaboTano B cooTBeTcTBHE ¢ TpymoBeIM Konekcom P®, ®enepanbHbM
3akoHoM 0T 27.07.2006  Ne 152-®3  «O miepcOHaNbHBIX  JaHHBIX»,  MeToau4ecKuMu
pexomennamusivu  PocapxuBa, Ykasom Ilpesmaenta ot 30.05.2005 Ne 609 «O6 yrBepxienun
IToOXeHns 0 NEepCOHATBHBIX JAHHBIX TOCYAapCTBEHHOro ciyxkamero Poccmiickoli ®enepanun
U BEJIEHHUH €T0 JIAYHOTO JIENay, KOJUIEKTHBHBIM JIOTOBOPOM H YCTaBOM LIKOJIBL.

2. ®opMupoOBaHHe JHYHBIX ejI Pa00THUKOB

2.1. ®opMHpOBaHUE JMYHOTO fena PabOTHHKA IPOM3BOJUTCS DPAGOTHHKOM, HA3HAYCHHBIM
JMPEKTOPOM TIKOJIBI (ajiee — OTBETCTBEHHBINH 3a Benenue nen). JImumoe neno dopmupyercs
HE TIO3JjHEE TITH paboymX JIHEeH co MHS 3aKIIOYEHMS TPYAOBOrO JOTOBOpPA H TOJBKO IIOCIHE
HOIydeHHst OT pabOTHHKA COTIIACHS HA 00paboTKy €ro NepCOHANLHBIX JaHHbIX.

2.2. Ilpu noctrymuieHun Ha paboTy pabOTHHK MPEOCTABIISIET (TPH HATHIMH):

e  MACIIOPT MM MHOM JOKYMEHT, yJIOCTOBEPSIOMIUH JIMIHOCTS;

e aBrobuorpaduio;

e 3asBIICHHE O IPHEME Ha paboTy;

e JIOKYMEHT, KOTOPBII HOATBEPIKAAET PETHCTPALIUIO B CHCTEME HHAUBHIYAIBHOTO
HepCOHU(HUIUPOBAHHOTO y4eTa, B TOM YHCiIe B hopMe dIEKTPOHHOTO IOKYMEHTa, U060
CTPaxoBOE CBUJIETEIIBCTBO TOCYAAPCTBEHHOTO IEHCHOHHOI'O CTPaXOBAHUS,

33 HCKJIIOYEHHEM CIIydaeB, KOT/ia TPYIOBOM OTOBOP 3aKIIFOYAETCS BIIEPBLIE,

e  WICHTH(HUKAIMOHHBIA HOMEP HAJIOTOILIATENIbINNKA;

e JIOKyMEHT BOMHCKOTO y4eTa (JUIsi BOSHHOOOS3aHHBIX JTHIL);

e JIOKyMeHT 006 obpa3oBaHum;

e  ATTECTALMOHHBIA JIUCT;

e  CIpaBKy O HaJMYUK (OTCYTCTBHH) CYUMOCTH U (Mi1H) (akTa yroloBHOTO IIPECIelOBAHH;

e TPY/OBYIO KHIDKKY ¥ (MJIH) CBEJIEHHS O TPYJOBOM AESTENBHOCTH, KPOME CIIydyaeB, Koraa
pabOTHHMK IPHHAMAETCS Ha pabOTy BIIEPBBIE UIIM HA YCIIOBHSIX COBMECTHTENBCTBA;

o  MEIMIHMHCKYIO KHIDKKY;

e CBHIETENBLCTBO O Opaxe;



CBUJIETEIBCTBO O POKJICHUU JETEH.

2.3. llIkomna opopmitsier:

e IpHUKa3 0 IpHeMe Ha paboTy (O MepeMelIeHUH Ha APYTUe TOJKHOCTH);
e TPYyIOBOH JOTOBOP B ABYX IK3EMILIAPAX;
e JIOJDKHOCTHYIO MHCTPYKIIUIO.

2.4. IlepBuyHoe oopMIIEHUE TUIHOTO JIeJa MPEeTyCMaTPUBaLT:
a) IPUCBOCHUE JTMYHOMY JIeITy HOMEpa COIIACHO XKYpHAITY ydeTa JTHYHBIX 1ei (npuiokenue Ne 1);

0) mpocTtaBiieHHE Ha 00JI0KKe JTUYHOTO Jena (mprioxeHue No 2) Claeayrommux peKBU3UTOB: HHIIEKC
nena (B COOTBETCTBUU C HOMEHKIIATYpPOW JIeT IIKOJIbI); MOJTHOE HAUMEHOBAHHE IIKOJBI; HOMEP
muuHoro nena; @.M.0. paboTHHUKAa B UMEHUTEIFHOM TaJIeXkKe; JaThl — IOJ] Hayalla U roJl OKOHYaHHUS
BEJICHUS JIeJIa; KOJMYESCTBO JINCTOB; CPOK XPaHCHUS;

B) IMOMCUICHHUE JOKYMCHTOB, NOAJICKAIINX XPAHCHUIO B COCTABC JIMYHBIX JICJI, B XPOHOJOTMYCCKOM
IIOPAAKE:

e BHYTPEHHsIS OIMKCh JOKYMEHTOB Jena (mpuioxenue Ne 3);

e JIHCT C OTMETKaMHU 00 O3HAKOMJICHHH Pa0OTHUKA C IEPCOHATBHBIMU TAHHBIMH U3 JTHYHOTO
nena (npuinoxenue Ne 4);

e JIUCT C OTMETKAMHU O pe3yJIbTaTaX €XXeroHOM MPOBEPKHU COCTOSHUSA JIUYHOTO JIena
(mpunoxenue Ne 5);

e JIMYHBIN JIMCTOK 10 YYETY KaJpoB Win aHkera (mpuinokerus Ne 6 u Ne 7);

e aBroOuorpadus;

e 3agBJIEHHE O MpUeMe Ha padoTy;

e IIpHKa3 O MpueMe Ha paboTy;

e  JIOJDKHOCTHAs MHCTPYKLUS;

e TPYHAOBOW IOrOBOD;

e JIOTOBOp O MOJIHOM MaTepHaJIbHON OTBETCTBEHHOCTH (€ciiu pabOTHUK — MaTepUaIbHO
OTBETCTBEHHOE JIULIO);

e  XapaKTEPUCTHKH U PEKOMEHJIaTeIbHbIE MHChMA.

2.5. JIuctel JAOKYMCHTOB, IOMCIICHHLIX B JIMYHOC ACJI0, MOAJICIKAT HYMEpalluu.

2.6. JlokyMeHTHI oMeriaoTes B nanky. [lpu yBonbHeHHH paOOTHUKA J1€10 MPOIINBAETCS HUTKAMU
U CHACTCS B apXHUB.

2.7. BHyTpeHHsIsI ONUCh JOKYMEHTOB, MMEIOLIUXCS B JINYHOM JIeje, JOJDKHA COAEP)KaTh CBEIECHUS
O MOPSAJAKOBBIX HOMEpaX, HAUMEHOBAaHUAX JIOKYMEHTOB Jiella, KOJIMYECTBE JIMCTOB, JaTax
BKJIIOYEHUS JOKYMEHTOB B JIMYHOE JEJI0 W U3BATUSA U3 JIella, a4 TAKXKE KEM U3BAT JOKYMEHT
U 110 KaKOW MTPUYMHE.

2.8. BHyTpeHHsSl ONHUCh COCTaBJISETCS HA OTAEIBHOM JIMCTE IO YCTaHOBIEHHOW (opme. JInucTel
BHYTPEHHEHN OIMCHU HYMEPYIOTCS OTAEIIBHO.

2.9. Ilpn moAroTOBKE JMYHBIX JEd K Mepeadye Ha XpaHEHUE K BHYTPEHHEW OMMCHU COCTaBIISIETCSA
UTOTOBasl 3alMCh, B KOTOPOH yKa3bIBaeTcs HU(pamMu U IPOMHUCHI0 KOJINYECTBO BKIIIOUCHHBIX B HEe
JIOKYMEHTOB M KOJIMYECTBO JIUCTOB JIejIa.



3. Benenue JUYHBIX J1eJ1 PAOOTHUKOB
3.1. JIuyHOe /1e110 BeeTcs B TEYEHUE BCEro neproa paboTsl pabOTHHUKA HIKOJIBI.

3.2. Benenuwe nuuyHOro jena pabOTHHKA MPEAyCMATPUBAET IOMEIICHHUE B JIETO0 JOKYMEHTOB,
oOpasyromuxcsi B Iporecce pabodeid ASATENHbHOCTH U UMEIOIIMX 3HAYCHHE JUISI TPYIOBBIX
OTHOIIIEHHWN:

e JIOTIOJIHEHHE K JIMYHOMY JIUCTKY I10 YYETY KaJ[pOB;
e JIONIOJHUTEJBHBIE COTJIAICHHS K TPYZOBOMY JIOTOBODY;

e  KOIHMH MPHUKA30B I10 JUYHOMY COCTaBY, KOTOPBIE KacaroTcs pabOTHHKA,;

e OT3BIBBI JOJDKHOCTHBIX JIUI] O paOOTHHKE;

e  KOINHWH JOKYMEHTOB O TOBBIIICHNH KBATH(DUKAIINY;

e KONUH CepTU(UKATOB, TPAMOT;

e JIUCT — 3aBEPUTEIH JieNia (COCTABIISIIOT P cjade JTMYHOTO Jeia B apXHB);
e  VHBIC JOKYMEHTHI.

3.3. B nuuHbIe Acjia HEC NMOMCIIAIOTCA AOKYMCHTBI, UMCIOIIHNEC BTOPOCTCIICHHOC 3HAYCHUC. Takue
AOKYMCHTBI XpaHATCA B OTACIIbBHOM ICJIC ((ZIOKYMCHTLI, HC BOIICAIINEC B COCTAB JIMYHBIX JCII».

3.4. PaOOTHUK 3HAKOMHUTCS C JIMYHBIM JIEJIOM B TE€YCHHUE TpeX pabouuX JHEH C JaThl MOJYYCHHUS
OTBETCTBEHHBIM 3a BEJICHUE JIe] 3asBJICHUS C MPOChOOH 00 o3HakomiieHHMH. OO0 3TOM Jemaercs
OTMETKA B JIUCTE O3HAKOMJICHUSI pAOOTHHKA C JIMYHBIM JICIIOM.

3.5. O3HaKoOMIICHHUE C ACJIOM IMPOUCXOJUT UCKIOYUTCIBHO B KaOMHETE OTBETCTBEHHOTO 3a BCACHUEC
ACII U B €T0 ITPUCYTCTBUMU. 3anpemaeTc;1 BBIHOC A€J1a U3 KaOuHeTa.

3.6. Bpimaua Komuii JOKYMEHTOB U3 JIMYHOTO Ji€Ja MPOU3BOJUTCS [0 JUYHOMY 3asiBICHUIO
paboTHHMKA U C pa3pemieHuss AupekTopa. Komuu [TOKYMEHTOB [IOJDKHBI OBITH  3aBEPEHBI
Y TIpeI0CTaBIeHbl PAOOTHHUKY B TEUCHHE TPEX JHEH CO JIHS MOJIa4yM 3asBICHMUS.

3.7. 3pATHE OTAENBHBIX JOKYMEHTOB W3 JIMYHOIO JI€]a MPOU3BOJUTCS C pPa3pelIeHHs] AUPEKTOpa
IIKOJIBI ¢ 0()OPMIIEHHEM COOTBETCTBYIOIIEH 3amucu B rpade «lIpumedanue» BHYTpEeHHEH OMUCH.
IIpy BpeMEHHOM H3BATHHM JIOKYMEHTa Ha €ro MecTo (MEXIy JIMCTaMH COCEJHHX IOKYMEHTOB)
BKJIQ/IBIBACTCSA CIPABKA-3aMECTUTENb C YKA3aHUEM JaThl U IPUYHMH M3BATHSA C MOANKCHIO JIUIIA,
BBIJIABIIETO JOKYMEHT, U MOAIMUCHIO JINLA, ITOJIYYUBIIETO €0 BO BpEMEHHOE I10JIb30BaHUE.

3.8. B mensx obecrnedueHusi KOHTPOJIS 32 COXPAaHHOCTHIO U aKTYaJbHOCTBIO JIMYHBIX JIeJ B MIKOJIE
€XKEeroHO MPOU3BOJIUTCS MPOBEPKA UX HAIIUYHUSA U COCTOSHHUSL.

3.9. EsxxeroiHyo nIpoBEpPKY COCTOSIHUS JIMYHBIX /1€ HA IPEAMET COXPAHHOCTH BKJIIOUEHHBIX B HETO
JOKYMEHTOB MPOBOJUT CHELUAIBHO CO3/1aHHass KoMHuccHsA. O MPOBENECHHBIX IPOBEPKAaX NEIAeTCs
OTMETKA B JIMUCTE O pe3yJbTaTax €KErOJHOU IIPOBEPKH COCTOSHUSA M HAIMYMS JIMYHOIO Jeja
(npunoxenue Ne 5) u cocraBisieTcst akT. Pe3ynbTaThl NPOBEPKM JUYHBIX A€l B 00sS3aTeIbHOM
MOPSIAKE AOBOJATCA 1O IUPEKTOPA IIKOJIBL.

4. XpaHeHue U y4eT JUYHBIX e pa00THHKOB
4.1 XpaHeHue U y4yeT JIMUYHBIX JeJl paOOTHUKOB IIKOJIBI OPraHU3YIOTCS € LIENbI0 OBICTPOro MOMCKA

JIMYHBIX 1O€J1, oOecreueHHsT uX COXPAaHHOCTH U KOH(l)I/IIIeHL[I/IaJIBHOCTI/I CBGHGHHﬁ, COACPIKAIINXCA
B JOKYMCHTAX JIMYHBIX ACJI, OT HCCAHKIITHOHUPOBAHHOI'O JOCTYIIA.



4.2. Jluunble nena paOOTHUKOB XPAHITCS Y OTBETCTBEHHOIO 3a BEJCHHE JICN B CICIHAIBHOM
METaJITUYEeCKOM ceiide.

4.3. JlocTyn KJIWYHBIM JejaM paOOTHUKOB HMEIOT TOJBKO OTBETCTBEHHBIH 3a BEJCHHE JIel
U IUPEKTOP LIKOJIBI JINOO €ro 3aMECTHTENH MPHU UCTIOTHEHUH 00SI3aHHOCTEN TUPEKTOPA HMIKOJIBI.

4.4. Cucrematn3anus JIMYHBIX €71 paOOTHUKOB POU3BOIUTCA B alI(haBUTHOM TOPSIZIKE.
5. O¢dopmiieHHe JUYHBIX e/l pA0OTHUKOB Iepe] caavyeil B apXuB

5.1. OdopmiieHre TUYHBIX €T JUIA Nepeadyd B apXHUB MMPOU3BOJIUTCS OTBETCTBEHHBIM 3a BEJICHUE
Jent. DTa npoueaypa BKIIOYAET:

e TIOAMIMBKY (TIEpEIUIET) Jena;

e YTOYHEHHUE HyMEpPAIUH JIMCTOB JICTIa;

e COCTaBJIeHHE JHCcTa-3aBepuTeis (mpuinoxerue Ne 8);

e cocTaBiicHHE (YyTOUHEHNE) BHYTPCHHEH OTIVICH;

e BHECCHHE YTOYHCHHI B PEKBH3UTHI JIMIICBON OOJIOXKKH eI,

5.2. Jlucr-3aBeputenp Jena JOJDKEH MOANKMCATh €ro COCTaBUTENb, IPU 3TOM JENaeTcs
pacinppoBKa JOJPKHOCTH M TIOJIITKUCH, TIPOCTABIISIETCS 1aTa. B mporecce MCnoib30BaHUs apXUBHBIX
JIOKYMEHTOB B JINCTE-3aBEPUTEIE JIETAIOTCS COOTBETCTBYIOIIUE OTMETKHU.

Ecnu meno mommuro 6€3 JIMCTa-3aBEPHUTEINS, TO €ro CICAYeT HAKJICUTh Ha BHYTPEHHIOIO CTOPOHY
00JIOKKH Jea.

5.3. C uenpio obecredeHnsi COXpaHHOCTH JIMYHBIX JI€]1 PEKOMEHIYeTCsI:

e O0BECIUHATH MHJIUBHIyAbHBIC TUYHBIC JIeIa YBOJECHHBIX PAOOTHUKOB B OJHY OOJIOXKKY
(0OBEeTMHEHHOE JIENI0) C TAKUM PAacyeToM, 4TOOBI 00BeM Jiena (ToMa) He npeBbiman 250
JTUCTOB (ITyTE€M CIIMBKH MAaTEPUAIIOB WHANBUIYAIBHBIX JIEN MO TOAaM YBOJbHEHU);

e pacmojarathb MaTepuasbl MHANBUAYAIbHBIX JIEN B Mpeaenax aena (Toma) B andaBUTHOM
nopsizike (Mo aMHuITbHO), OTIEIISISI MAaTEPHAIIBI, OTHOCSIIHECS K PA3HBIM HHIWBHTYyaTbHBIM
JieNiaM, YUCTHIM JIUCTOM OyMaru ¢ yka3aHueM Ha HeM (paMHITuu, IMEHU U OTYECTBa
COOTBETCTBYIOIIETO YBOJICHHOTO COTPY/IHHKA,

e CHa0XaTh KaxJa0€ 00BEIMHEHHOE J1eJI0 (TOM) BHYTPEHHEH OMUCHIO C TepeUrCIeHUEM
(haMuIHiA, UMEH ¥ OTYECTB U yKa3aHUEM HOMEPOB CTPAHHII, B TIPeIeax KOTOPBIX
PacToI0KEHBI COOTBETCTBYIOIINE JOKYMEHTBI.

5.4. Tlepenaya NWYHBIX JE€J1 B ApXUB OCYILECTBISETCS HE MO3/IHEE TPEX JIET MOCIIE 3aBEPIICHUS
WX B JICJIONIPOU3BOJICTBE B COOTBETCTBUU ¢ rpadukom.  [IpeaBaputenbHO  OTBETCTBEHHBIM
3a BEACHUE OCJI MPOBEPACTCA IMOJTHOTA W MNPABUIBHOCTH IMOATOTOBKH JIMYHBIX €I K IIE€pCaaydc.
BrisBiieHHBIE IPU TPOBEPKE HEIOCTATKHU YCTPAHSAIOTCS OTBETCTBEHHBIM 3a BeaeHue naen. [lepenaua
" IpUEM ITPOU3BOAATCS IO OIMUCHU C HpOCTaHOBKOﬁ OTMETOK O HAJIMYNU JINYHBIX JCJI.

5.5. Jluunblie nena paOOTHHWKOB, 3aKOHYEHHBIC IENIONMPOM3BOACTBOM 10 1 sHBapst 2003 rona,
xpansarcs 75 nert, nociae 1 suaBaps 2003 roga — 50 ner.



6. OTBeTCTBEHHOCTH padoToaaTesisi U padOTHUKA

6.1. PaOOTHHMKM WIKOJIBI OOS3aHBI CBOEBPEMEHHO IPEACTABIATH CBEJACHHUS 00 U3MEHEHHWH CBOMX
NEPCOHAJIBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTAaB JIUYHOTO JEJIa.

6.2. OTBeTCTBEHHBI 3a BeleHHE Jein pabOTHUKOB HECET JUCIUIUIMHAPHYIO W MHYIO
OTBETCTBEHHOCTh 3a pasriiallicHue KOH(DHICHIIMAIBHBIX CBEJICHHUH, COIEPKAIIUXCS B JIUYHBIX
JieNnax, U 3a UHbIE HapYIICHUS TOPsIIKa BEACHUS JTMYHBIX JIC]I.

7. IlpaBa padoroaare/isi 1 padOTHHKA

7.1. PaOOTHHMKH HIKOJIBI UMEIOT MPaBO:

e MOJy4YaTh MOJNHYIO HHPOpMaIUio 00 00paboTKe CBOMX MEPCOHATBHBIX TaHHBIX;

e TIOJIYYaTh JIOCTYIl K CBOMM NEPCOHAIBLHBIM JaHHBIM;

e MOJYYaTh KOIUU JOKYMEHTOB, XpaHALINXCS B TUYHOM JIEJIE;

e TpebOBaTh UCKITIOYCHHS WU MCIIPABJICHHSI HEBEPHBIX M HETIOIHBIX (MCKaXCHHBIX ) CBOMX
MEPCOHAIIbHBIX TAHHBIX.

7.2. PaboTonaTenb UMEET MPaBO:

e 00pabaThIBaTh MIEPCOHAIBHBIC TAHHBIC PAOOTHUKOB, B TOM YHCJIC U HA 3JIEKTPOHHBIX
HOCHUTEIIAX;

e 3ampammBaTrh OT paOOTHUKOB HMH(OPMAIIKIO, HEOOXOIUMYIO JJIsl BEACHUS JIMUHBIX JIETT
1 00pabOTKHU MIEPCOHABHBIX JAHHBIX.



