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«Illeropapekas cpe/fisisn mKoIa»
1. O6mue moJioKeHHs

1.1 Hacrosmmuil noKaJdbHBIA aKT OINpEAesseT MOPSAIOK BEACHHs, yUeTa U XPaHCHUS JIMIHBIX
jen paboTuukoB MyHUIMNATBHOTO OFODKETHOro  00me00pa3oBaTeIbHOIO  yUPEIKICHUS
«llerosapckas cpejHsist KOJIay (1anee — o0pa3oBaTelIbHas OpraHu3aIus).

1.2. Tlopsiiok paspaGotan B COOTBETCTBHM ¢ TpymoBbIM KoaekcoM PO, denepainbHbBIM
sakonoM  or 27.07.2006 No 152-®3 «O mnepcoHaTbHBIX MaHHBIX», METOANYECKUMU
pexomemtarsmu Pocapxusa, Ykaszom [Ipesunenta ot 30.05.2005 Ne 609 «O6 yTBepKAeHUH
[TosioskeHusl O MEPCOHAIBHBIX JIAHHBIX TOCYAapCTBEHHOIo —ciayxkamiero Poccuiickoin
Mejiepaii ¥ BEIACHHWH €r0 JIMYHOTO Jeja», KOJUIEKTUBHBIM JOIOBOPOM M YCTAaBOM
o0pazoBareIbHONW OpraHr3alHH.

2. ®opmMupoOBaHHE JJHYHBIX e/ pa00THUKOB

2.1. dopmupoBaHUe JMYHOTO Jefa padOTHHKA MPOU3BOAUTCA PaOOTHHKOM, HA3HAYCHHBIM
JMPEKTOPOM  00pa3oBaTe/ILHOW OpraHu3alyy (Jajee — OTBETCTBEHHBIM 3a BEIEHHUE Jel).
Jlrunoe Jiesio popMupyeTcs He T03/1Hee MITH pab0vYuX JHEH CO AHS 3aKJIIOYEHHUs TPYI0BOrO
JIOrOBOpa M TOJBKO TOCJE IMOJyueHuss OT paOOTHUKA corjacus Ha o0paboTKy ero
[IePCOHATBHBIX JIAHHBIX.

2.2 Ipwu nocryrienuu Ha paboTy pabOTHUK MPEIOCTaBISET (IPH HATMYKH):

e [ACHOPT WJIK MHOM JIOKYMEHT, Y/IOCTOBEPSIIOMINAN JTHUHOCTB;

o apToOuorpaduIo;

e 3asBIICHHE O IIpHEMe Ha padoTy;

e JIOKYMEHT, KOTOPBIH IOJTBEpPIKJIAeT PErucTpalvio B CHCTEME HHIUBUAYATIbHOTO
NepcoHn(GUIMPOBAHHOIO yUeTa, B TOM HHCIE B (OpME DJIEKTPOHHOTO JIOKYMEHTA,
And0 CTpaxoBOE CBU/IETEIILCTBO MOCYAAPCTBEHHOIO TIEHCMOHHOTO CTPaxXOBaHuUsI, 3a
MCKJIFOYEHHEM CIIyuaeB, KOr/1a TPy10BOH TOrOBOp 3aKII0YAETCsl BIICPBEIE,

e JIOKYMEHT BOMHCKOrO yueTa ([Is BOGHHOOOSI3aHHBIX JIMIL W JIMI] ITOIJIEKAIINX
MPA3BIBY);

e JIOKyMeHT 00 00pa3zoBaHUU;

°  aTTCCTAIMOHHBIN JINCT;

e CIpPaBKy O HalW4ud (OTCYTCTBMHM) CYIUMOCTH U (uUiaM) (akra YroJIOBHOTO
npeciIeOBAHUS,

o TPYJOBYIO KHHIKKY M (MJIM) CBEIEHHs O TPYMOBOH JIESITEIBHOCTH, KPOME CIIYYacB,
Korja paboOTHUK UPUHMMAETCd Ha paboTy BIEpBblE WIM Ha YCIOBHAX
COBMECTUTEIILCTRA,;



o MCIHUMHCKYIO KHHIKKY,

2.3. O6pasosareibHas opraHu3aliis 0QOpPMIIET:
o [IpHKa3 0 mpuemMe Ha paboTy (O epeMeIleHHH Ha prl“l;le JIOJDKHOCTH);
¢ TPYNOBOW-IOTOBOP B JBYX IK3ESMILIIPAX;
e JIOJKHOCTHYIO HHCTPYKIIHIO.

’

2.4. llepuuroe opopMIeHHE THIHOIO Aelia MpeayCcMaTpUBaeT: '
a) NPUCBOEHUE THYHOMY JIETy HOMepa COTJIACHO JKypHATy ydeTa JMYHBIX ey (IPUIOKCHHE
Neo 1); .
6) nmpocrasicHue Ha 00J10XKKe JTMUHOTO JIeNa CIEAYIOINX PEKBU3UTOB: HOMEP JTUYIHOTO Ae1a;
(amuiist HMst OTYECTBO PabOTHHKA B UMEHUTEIBHOM MaJIeXKe;
B) IOMEIIEHHEC JIOKYMEHTOB, TIO/UISKALIMX XPAaHEHHIO B COCTaBe JIMYHBIX Jel, B
XPOHOTOTHHECKOM HOPSJIKE:

¢ BHYTPEHHSS ONUCH JOKYMEHTOB JI€fIa;

o aHKETa;

e apToduorpadus;

e 3asBJCHHUE O IIpUEME Ha paboTy;

o I[IpHKA3 O mpreme Ha paboTy;

o JIOKYMEHT 00 00pa30BaHuH;

o JOKYMEHTBI O IMOBBIUIICHUN KRATH(PUKALUH.

o

S, Juerer JIOKYMEHTORB, MOMEIICHHBIX B JINYHOC ACJI0, IOAJICIKAT HyMCpallH.

o

.6. JIoxyMenTBI MOMEIIaioTCs B Marky-ckopocuruBaresb. [Ipy yBoapHEHNH paOOTHUKA AETI0
MPOIIMBACTCS HUTKAMM M CJ1aeTCsI B aPXUB.

2.7. BHyTpeHHSISI OIMUCH JIOKYMEHTOB, MMEIOLIMXCS B JHYHOM Ielie, JOJDKHA COIEp)KaTh
CBE/ICHMS O IOPSIIKOBBIX HOMEpPAxX, HAUMEHOBAHUSIX JOKYMEHTOB [I€J1a, KOJIMUYECTBE JIUCTOB,
Jarax BKJIIOUCHHS JIOKYMEHTOB B JIHUHOE IO W U3BSTHA M3 JeJa, a TaKKe KEM 3BT
JIOKYMCHT M 110 KaKOH IpHYKHE.

2.8. BHYTpeHHSS OITUCH COCTABIISACTCS Ha OT/ICIBHOM JIUCTE 0 YCTaHOBIEHHOH opme. JIUCTEI
BHYTPCHHCH OIIUCH HYMEPYIOTCS OTACIIBHO.

2.9, Tlpu nojaroroBke JIMUHBIX [IeJI K IIepelade Ha XpaHEHHe K BHYTPEHHEW OIHCH
COCTABJIACTCS! HTOrOBAsH 3aUCh, B KOTOPOH yKa3bIBaeTcs NU(paMu B MPOMHCHIO KOTHYECTBO
BK/IIOYEHHBIX B HEE JIOKYMEHTOB U KOJMYECTBO JTUCTOB JiejIa.

3. BeeHune JTHYHBIX /1)1 pa0OTHHKOB

3.1. Jlnunoe neno Benerest B TeYeHHE BCEro nepuojia paboTel paboTHHUKA 00pa3oBaTeIbLHON
OpraHu3anim,

3.2, Bepenune nnunoro aena paboTHMKA MpelycMaTpUBAeT MOMEIICHUE B JIEJI0 JIOKYMEHTOB,
o0pasytoumxes B rpouecce pabouei IesTelbHOCTH U UMEIOMIUX 3HAYCeHHE IS TPYHDOBBIX
OTHOIICHHI:

¢ KOIMW IPUKA30B 110 JUYHOMY COCTaBY, KOTOPBIE KAcaroTCs pabOTHHKA;

¢ KOIMH HOKYMEHTOB O IOBBILICHUN KBATH()UKAIHH;

*  MHBIC JIOKYMEHTHI.



(US)

3. B nuainie jieiia He momMenaroTes: JOKYMEHTBI, UMEIOIIUE BTOPOCTCIICHHOC 3Ha4YCHHUC.

3.4, O3HaKkOMJIEHHE C JEJIOM [IPOUCXOIUT UCKIIIOUUTCIBHO B KaOWHEeTe OTBETCTBEHHOI'O 3a
BEIACHHUE CIT U B @F(LHPI/ICyTCTBI/IH. 3aHp€HIa€TCSI BBIHOC JI€J1a ﬁS xaOuHeTA.

3.5. Boigaua Konuil JIOKYMEHTOB W3 JIHYHOTO JieJa IMPOM3BOIKUTCS IO JIMYHOMY 3asdBJICHHUIO
paGoTHHKA 1 C paspelleHus JUpeKTopa. Kommu JOKyMEHTOB ‘I0JKHBI OBITH 3aBEPEHBI M
npejlocTanicHbl pabOTHHKY B TEUEHUE TPEX JHEH €O JHS MOAAH 3asABICHH.

3.6. B neigx obecrieyenyss KOHTPOJISL 32 COXPAHHOCTBIO M aKTyaJlbHOCTBIO JIMYHBIX ACT B
00pd30BaTebHON OpraHu3aluy €KEro/IHO IPOU3BOAUTCS POBEPKA HX HATMIHS ¥ COCTOSHA.

4. XpaHeHue u y4eT JUYHBIX JeJ paloTHUKOB

4.1 Xpanenue W yueT JIMYHBIX e pabOTHHKOB —00pasoBaTelbHOH — OpraHM3allkH
OpraHm3yloTes ¢ 1ENbio OBICTPOro MOMCKA JHYHBIX JeN, 00eCHeUeH)s X COXPaHHOCTH M
KOH(QUACHIIMAILHOCTH  CBCJICHHM, COIEPKAIMXCs B JOKYMEHTaX JIMYHBIX 7€, OT
HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

4.2, Jluansie aena pabOTHUKOB XPAHATCS y OTBETCTBEHHOIO 3a BEJICHHUE JEJI B CIIEHHATbHOM
METAJLTHYCCKOM celide.

4.3, JlocTyn K JIMUHBIM Jie/iamM pabOTHHKOB HMEIOT TOJBKO OTBETCTBEHHBIH 33 BEJCHHUE JIE U
aupekTop  00pasoBaresbHOM  OpraHu3anuu Tu00 ero 3aMeCTHTENH IPH  HCIOJIHCHWH
ofs3annocTell MpeKTopa 00pazoBaTe/IbHON OpraHu3aluu.

4.4, CucTeMaTH3aIys JTHYHBIX e)1 paOOTHUKOB TPOU3BOIUTCS B aJI(PaBUTHOM IIOPSIIKE.
5. O¢gopmJreHe JIHYHBIX /ieJI pA0OTHHKOB Nepe/l cAaved B apxXus

5.1. Odopwiienne JTUYHBIX e JUl TepeJadd B apXHB IPOU3BOUTCS OTBETCTBEHHBIM 32
BeJcHME JIeiI. DTa NpoLeaypa BKIIIOYAET:

¢ TIOJILIKBKY (IIEperieT) Aea;

o  YTOUHECHHE HyMEpalluH JHCTOB JIENa;

¢ COCTaBJEHHE IMCTa-3aBepuTels (Ipuiokenne Ne 2);

¢ cocraslicHue (yToUHEHHE) BHYTPEHHEH OIUCH;

s BHECEHHE YTOUHCHUN B PEKBH3UTHI JIMIIEBOH OOJIOKKH JIEIIa.

5.2. Jluer ~ 3aBepuTelh Jielia JOJKEH NOANMCATh €ro COCTABUTEIIb, IPH 3TOM JEIaeTCs
pacuinpoBKa JIOJDKHOCTH ¥ ITOAIMCH, IPOCTaBjdeTcs jaaTta. B mpoiiecce HCIOIb30BaHUS
APXMUBHBIX JIOKYMEHTOB B JINCTE-3aBEPHUTEIIE AETAOTCA COOTBETCTBYIOIINE OTMETKH.

Fenu Jjieno nomunto 0e3 JucTa-3aBepUTeNs, TO €ro CIeAyeT HAaKJIEUTh Ha BHYTPEHHIOIO
cTopony 00JI0KKH Jea.

5.3, C neabio odecneyeHns COXPaHHOCTH JIMYHBIX JEJ1 PEKOMEHTYSTCSI:

o 00LEMHATL WHAMBHAYATbHBIC JTUYHBIC Jeda YBOJCHHBIX pPaOOTHUKOB B OJHY
0610%KKy (00BEIMHEHHOE JIeI0) C TAKUM pacdeToM, 4To0bsl 00BeM Jena (ToMa) He
ripepbitnan 250 nMeToB (MyTeM CIIABKM MAaTEpHANOB HWHIMBUAYAIBHBIX €N I10
rojiaM YBOJBLHEHUS);



o pacriojarath Marepuaibl HHAMBUAYaJIbHBIX M€ B Hpelenax jena (Toma) B
andaBuTHOM Nopsiike (110haMUIbHO), 0TI MATEPUabl, OTHOCAIINECS K PA3HBIM
MHJBH/IYQTBHBIM JIeJIaM, YUCTBIM JIMCTOM OyMaru ¢ ykasaHueM Ha HeM (aMulliy,
MMEHH W OTYECTBA COOTBETCTBYIOLIETO YBOJIEHHOIO CQTPYIHUKA,;

o cHabxarh K@KI0e 00heIMHEHHOE [1€J10 (TOM) BHYTPEHHEH OIUCHIO C IEPEYUCIICHUEM
(pamumii, KMEH M OTYECTB M YKA3aHHEM HOMEPOB CTpaHMIl, B IpeaesiaX KOTOPBIX
PACITOJIOKEHBI COOTBETCTBYIOIIHUE TOKYMEHTBI. :

5.4, Tlepeaya JIMUHBIX JIE/ B apXHUB OCYUIECTBIIAECTCs HE MTO3HEE TPEX JIET HOCJIC 3aBEPIICHHS

WX B JICJIONPOU3BOJICTBE B COOTBETCTBUU ¢ rpadukom. [IpenBapuTeslbHO OTBETCTBEHHBIM 32

BCJACHUE JIC/T TIPOBEPSIETCS MTOJTHOTA M IIPABHIIBHOCTL IOATOTOBKH JHMYHBIX JENI K Iepenaye.

BrisiiieHHbBIC TIPH TIPOBEPKE HEJOCTATKH YCTPAHSAIOTCS OTBCTCTBEHHBIM 3a BEICHHE IEI.

[lepeyiana u npuem HpPOHU3BOIATCS 1O ONUCH ¢ IMPOCTAHOBKON OTMETOK O HAJIMYHH JIMYHBIX

JET.

5.5. Jluunnie jera paGOTHUKOB, 3aKOHYCHHBIE JEIONPOoU3BoAcTBOM 10 1 sHBaps 2003 roxa,
xpassirest 75 net, nocae 1 susapst 2003 roga — 50 jer.

6. OTBeTcTBEHHOCTH padoToaaTesss 1 padoTHHKA

6.1. Palornuku 00pazoBaTeIBHOMN- OpraHu3aniy 00s3aHbl CBOEBPEMEHHO IIPEACTaBIISTH
cre/ieHmg 00 M3MEHEHHH CROMX MePCOHAIBHBIX JAHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOTO JeiIa.

6.2, OTBETCTBEHHBIM 32 BEJCHUE Jel pPabOTHUKOB HECET JUCHUIUIMHAPDHYIO W HHYIO
OTBCTCTBEHHOCTE 3a pasriarieHue KOH(UIEHIHaTbHBIX CBEICHUH, COAEPXKAIINUXCS B JINUHBIX
JIeNIax. ¥ 38 WHBIC HAPYIIICHMS TOPs/IKa BEJACHUS JINUHBIX JE.

7. lIlpaBa paGoToaaTe/si 4 paloOTHUKA

7.1. Pabotnuku 00pa3oBaTeabHOM OpraHu3aliy UMEIOT [1PaBo:
e 110JIy4aTh 110JIHYIO HHpopMalmio 00 00padoTke CBOMX 11EPCOHAIIBHBIX JaHHBIX;
e [I0OJIYUaTh JIOCTYIl K CBOWM NEPCOHAIBHBIM JIAHHBIM;
e [10JIyUaTh KONUHK JOKYMEHTOB, XPaHSIIMXCS B JINYHOM JIEJIE;
o TpeOOBaTh MCKIIOYCHUS WIIM MCIPABJICHUS HEBEPHBIX M HEIOJHBIX (MCKa’KEHHBIX)
CBOUX IICPCOHAIBHBIX JAHHBIX.  :&

7.2, PaboTonaresb UMEET NpaBo:
»  00palbarbiBaTh NepPCoOHAIbHbIE JJaHHbIE PAOOTHHUKOB, B TOM UHCIIE M HA DJIEKTPOHHBIX
HOCHTEIISX;
o 3alpalmuBaTh 0T pabOTHUKOB MH(pOPMAIMIO, HEOOXOAUMYIO IS BEJCHHUS JTHYHLIX
Jier1 v 06paboTKy NepCcoOHaTbHBIX JaHHBIX.
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