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Be/ICHHsl JIMYHBIX JeJ1 pa00THHKOB
MYHHUIHNAILHOrO 610KeTHOr0 06meodpa3oBaTeIbHOIO YUpeKIeH s
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Pecny0amxu Taraperan

1. O0mue moJroxeHus

1.1 Hacrosiuii JOKanbHBIH aKT OIpenenseT MOPSOOK BEeAEHHs, ydeTa W XpaHEeHHS JIHYHBIX
Acn  pabOTHHKOB MYHHIHIIAIBHOrO OIOKETHOrO 00meoOpa3oBaTeIbHOTO  YUPEKACHHSA
«Cpennsis obmeobpaszoparenbHas mkona Nel6 ¢ yriiyOJIeHHBIM H3yYeHHEM OTHEJIBHBIX
npeameroB» HmkxHekamckoro MyHuimnansHoro paiiona Pecnybmuxu Tartapcran (manee —
00pasoBaresibHas OpraHu3alys).

1.2. Tlopsmox paspaboTaH B COOTBETCTBHH ¢ TpymoBeiM KouaekcoMm P®, ®DenepaibHbiM
sakonom ot 27.07.2006 Ne 152-@3 «O mnepcoHaNBHBIX [JaHHBIX», METOJHYECKHMH
pexomennanusamu PocapxuBa, Ykazom [Ipesunenta ot 30.05.2005 Ne 609 «O6 yTBepaxaeHHH
Ilonoxkenus o mNepcOHANBHBIX MNaHHBIX TOCYAApCTBEHHOro ciyxamero Poccuiickoi
Qegepal ¥ BeJIEHHH €ro JIHYHOrO JeNia), KOJUIEKTHBHEIM JIOTOBOPOM H YCTaBOM
00pa30BaTENbHOH OpraHUu3alliH.

2. @opMHpOBaAHHE JHYHBIX €]l pA00THHKOB

2.1. ®opMupoBaHHE THYHOTO JieNa pabOTHHKA IPOU3BOAUTCS CHENMAIHCTOM II0 IIEPCOHAIY.
JInunoe neno ¢popmupyercs He mo3nHee IATH pabodux JHEH CO IHA 3aKIIOYEHHS TPYAOBOTO
J0TOBOpa M TONBKO TIOCTe TONydeHHs OT paboTHHKA cornacHs Ha o00paboTKy ero
NEePCOHATLHBIX JaHHBIX.

2.2. TIpu TIOCTYTLIEHHH Ha paGoTy paGOTHHK TIPEAOCTABIIAET (IPH HAIHYHH):
* [acopT WM MHOH JOKYMEHT, y,uocmnepmomnn JTMYHOCTB;

+ aptobuorpaduo;
+ 3asBJICHHE O IpHeMe Ha paboTy;



* JOKYMEHT. KOTODBIH MOATBEPXIAET PETHCTPALMIO B CHCTEME HHIABHIYAILHOTO
NEPCOHH(DHIIMPOBAHHOTO y4eTa, B TOM YHCIE B opme snexrponnoro noxymenTa,
7100 CTPaxoBOE CBHIETENLCTBO IOCYAAPCTBEHHOTO IEHCHOHHOIO CTpaxOBaHHs, 3a
HCKJIFOYCHHEM CITy4aeB, KOT/ia TPYA0BOH JI0rOBOp 3aKII0YAETCS BICPBbIE;

*  HJICHTH)UKAIHOHHbIH HOMED HATOTOILIATE/BIIHKA;

* /IOKYMCHT BOMHCKOTO y4eTa (Ul BOEHHOOOS3aHHBIX THIT);

*  JIOKyMeHT 06 o6pa30BanuH; '

*  aTTeCTAalHOHHBIH JHCT (TipH HaJHYHH);

* CHpaBKy O HamMyu¥ (OTCYTCTBHH) CYAMMOCTH H (HIIH) dakra yromosHOro
[PECIeIOBAHHS;

* TPYHOBYIO KHHKY H (HJIH) CBENCHHS O TPYHOBOM JCATEIHHOCTH, KpOME CIIy4aes,
KOrja pabOTHMK NpHHAMaeTcs Ha paboTy BIIEPBHIE MM Ha YCIOBHAX
COBMECTHTEIBCTBA, ‘

*  MEJHIMHCKYIO KHHXKKY;

* CBHJIETEJILCTBO O Opake;

* CBHJETEJIBCTBO O POXKICHUH AETel.
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- O6pasoBarenbHas opraHu3anus oopmIIseT:

>

TIpHka3 o IipeMe Ha paboTy (0 mepeMeleHH: Ha ApyrHe JOJDKHOCTH);
TPY/IOBOH IOrOBOP B JIBYX 9K3eMILIApaX;
*  JIOJDKHOCTHYIO HHCTPYKIIHIO.

"

2.4. llepeuunoe obopmieHHe THYHOrO nena IpeIyCMaTPHBAET:
a) PUCBOCHUE JTHYHOMY Aely HOMEPA COIIIACHO XKyPHALY yueTa THIHEIX e

0) mpocrapieHHe Ha 0OIOXKKE IHYHOTO ena CIEMYIOIIHX PEKBH3MTOB: HHJEKC jaena (B
COOTBETCTBHH ¢  HOMEHKIATypod Jen  olpa3oBaTerbHOM OpraHu3alMH), TIOJHOoe
HauMEHOBaHHEe 00pa3oBaTEeNbHON OpraHM3allHK; HOMEp IHYHOIO Jena; (amuius uMs
OTYECTBO pabOTHHKA B WMEHHTEILHOM MANEXKe, HaThl — roJ Hayajga H ToJ OKOHYAHMSI
BEJICHHA JIENIa; KOJHYECTBO JIACTOB; CPOK XPaHEHHS,

B) IIOMELICHHE JOKYMEHTOB, NOOJIEKAIUX XpaHEHHID B COCTaB€ JIHYHBIX ACl, B
XPOHOJOTHYECKOM TopsJKe: Y

* DHYTPEHHSS ONHCH JOKYMEHTOB e,

JMCT C OTMETKaMH 00 O03HaKOMJIEHHH PaGOTHHKA C NEPCOHANLHBIMH JIAHHBIMH H3

JIMYHOTrO JIeNia;

* JIHCT C OTMETKaMHM O Pe3ysbTaTax eXeroJHOH IPOBEPKH COCTOSHUS JTHYHOTO JIEa;

* JIMYHBIH JIMCTOK 110 Y4eTy KaapoB MM aHKeTa;

¢ asToOuorpadus;

* 3asBJIEHHE O NIPHEMeE Ha pabory;

* 1IpHKa3 0 IpHeMe Ha paboTy;

*  JIO/DKHOCTHAs HHCTPYKIIMS;

*  TPY/IOBOH IOTOBOP;

* JOrOBOp O MOJHOH MAaTepHaIbHOM OTBETCTBEHHOCTH (ecmd pabOTHHK —
MaTepHallbHO OTBETCTBEHHOE JIHIIO).




=.3. JIHCTEI TOKYMEHTOE, NOMEILIEHHBIX B IMYHOE ACII0, IIOJITIeKAT HyMEpaIlHH.

2.6. /loxyMeHTHI moMeLaTes B HanKy-ckopocmusarenb. [Ipu yBonsHenun pabotHuka neno
MPOLIHBACTCA HUTKAMH M CIIAETCS B aPXHB.

2.7. BHyTpeHHSIS ONHChH JOKYMEHTOB, MMCIOIIUXCS. B JIMYHOM Jiele, NOIDKHA COIEpIKaTh
CECACHIA O HOPANKOBEIX HOMEpPAX, HAMMEHOBAHUSAX JOKYMEHTOB JIeNa, KOJHUeCTRe JHCTOB,
flaTax BKIIOYEHHS JIOKYMEHTOB B JIMYHOE A€NO H H3BATHS H3 JieNa, a TaKkkKe KEM H3BAT
AOKYMEIIT H IIC KaKoif pHIIHe.

2.8, BuHyTpeHHsIs ONIHCH COCTABJIAeTCS Ha OTACIPHOM JIMCTE II0 YCTAHOBJIEHHOH (opme.
JTucTel BHyTpenneit onncu HYMEPYIOTCS OTIEIBHO.

2.9. Tlp NOATOTOBKE NHYHBEIX nex K nepenade Ha XpaHEHHE K BHYTpPeHHelM omucu
COCTABIIAETCS MTOrOBAs 3AIIHCh, B KOTOPOH yKa3EIBaeTCS LH(pPaMH | IIPOIKCHIO KOJIHYECTRO
BEJTIIOUCHHBIX B HEC IOKYMEHTOB M KOJIMYECTRO JIHCTOB JIE]Ia.

3. Benenne THUHBIX xen paboTHHKOB

5.1, Jluunoe meno Bemercs B TedeHHe BCEro nepuosia paboTel paboTHHKA 06pa3oBaTenLHOlM
OpraHu3alHH.

3.2. Benenme nuuiicro jena paboTHHKA IIpEAyCMaTPHBACT NIOMEIIEHHE B €10 JOKYMEHTOBR,
o0pasyiolmmxea B npouecce paboyeil JesTeIbHOCTH H HMEIOIIMX 3HAYEHHE [UIS TPYAOBbLIX
OTHOIICHHIA:

* JIOUOJIHCHHE K THYHOMY JIUCTKY IO yYETY KaJIpOB;

* /IONOJHATENBHBIE COTTIANICHUS K TPYIOBOMY JIOTOBOPY;

*  KOIIMH ITPHKA30B IO IMYHOMY COCTaBY, KOTOPBIE KacaroTcs paboTHHKA;

® OT3BIBBI IOJUKHOCTHBIX JIHIL O pabOTHHKE;

* KOIHH JOKYMEHTOB O IOBBIIIEHUH KBATH()HUKAIMH;

* KOIMH CepTH(HKATOB, TPAMOT;

¢ JHHCT — 3aBEPUTEINb JIeNa (COCTABIIAIOT IIPH C/1ade JIMIHOTO JIEfIa B apXHB);

*  UHbIE JOKYMEHTEL
3.3. B nuunrie pena He NOMCIHIAKOTCA TOKYMEHTEI, MMEIOIIHE BTOPOCTEIIEHHOE 3HAYCHHE.
Taxue noxymentel xpamsres B ormensHom meme Ne 4-09 «JIOKYMEHTBI, He BOIIEIIIHE B
COCTEB JIHYHBIX JEN».

3.4, PalOTHHK 3HAKOMHATCS C JIMYHBIM J€IOM B TEUCHHE Tpex paboumx IHe# ¢ Jarel
HOIYHEId OTBCTCTRCHEHBIM 3a BeJICHHE JIeN 3asBJIEHHS C Ipock6oii 06 o3Hakomiaenun. 06
1C1928TCA OTMETKA B JIMCTE O3HAKOMIICHHUS paO0THHKA C JIMYHBIM JEJIOM.

3.5, OznakoMnenue c JIEJIOM IIPOHMCXOJIHT MCKIIOYUTEILHO B KaOHHETE OTBETCTBEHHOTO 3a
BEICHHE JICJI H B €re [IPHUCYTCTBHH. 3anpemae1:ca BBIHOC JIefla U3 KaOHHeTa.

3.6. Brinaua xomnmii JOKYMEHTOB H3 JTHYHOIO JIeJIa MPOHU3BOIUTCH IIO JHYHOMY 3asBJICHHIO

padoTHIMa 1 ¢ paspelleHus MupekTopa. KOIMH JOKYMEHTOB JOIKHEI GBITH 3aBEpEHBI U

npeioct nnentl paJOTHHKY B TeYEHHe TpexX JAHel co JHS oJauH 3asBIIeHHUs.




3.7. H3baTHE OTHENBHBIX AOKYMCHTOB H3 JHYHOIO J€ja NPOH3BOIHTCH C paspelieHus
AMPEKTOpa 00pa30BaTENEHOM OpraHH3alHH C© O(OpMIIEHHEM COOTBETCTBYIOIIEH 3almHCH B
rpade «ITpumeyanuey BHYTpEHHEH omucu. IIpH BpeMeHHOM H3BATHH IOKYMEHTa Ha ero
MECTO (MCXKAY JHCTAMH COCEJHHX JIOKYMEHTOB) BKIAAbIBACTCH CIIpaBKa-3aMECTHTENb C
YRA3AHUCM JIaThl M IPHYHH H3BATHS C IOIIHCHIO JTHIIA, BLLIABIIErO JIOKYMEHT, H ITOAMHCHIO
-1, [IOJIyYHBIIETO €r0 BO BPEMEHHOE I10.JIb30BaHKE.

4. Xpanenne u yder IHYHBIX 1€ paGOTHHKOB

4.1 XpameHne ® yuyer mHWuUHBIX gen pabOTHHKOB  0Gpa3oBATEeNLHON OpraHU3AIMH
OPraHM3YIOTCH C HEIBIO GBICTPOrO MOMCKA JHYHBIX /e, 0OECIICYeHHsS HX COXPaHHOCTH H
KOH()M/IEHIIHAIBHOCTH ~ CBECHHI, COICpXAINUXCs B JOKyMEHTaX JHYHBIX Jel. OT
HECAHKIIHOHMPOBAHHOI'O JIOCTYIIA.

4.2, Jluunsie nena paGoTHUKOB XPaHATCH y CIEHHATHCTA IO IIEPCOHATY HITH OTBETCTBEHHOIO
38 BEICHE JIEN B ClICIHAIBHOM METaJLTHIECKOM ceifde.

+.3. JlocTyn K JHYHBIM TenaM paGOTHHKOB MMEIOT TONBKO CMEHHAKCT IO IEPCOHATY HIIH
OTBETCTBEHHBIH 3a BEfEHHE Il H JUPEKTOp 0GpAa30BaATENbHOMN OpraHusaiuu aubo ero
SaMECTHTEII IIPY HCTIOJHEHHH 00s3aHHOCTeH AUpeKTopa 06pa3oBaTebHOi OpraHu3aI|H.

4.4. CucreMaru3amus JHYHEIX I PabOTHHKOB IPOH3BOIHUTCH B AI(aBHTHOM MIOPSKE.
5. Ogopmirenne THYHBIX g€ paGoTHHKOB nepes caavei B apxuB

5.1. OdopmiieHHe JIHYHBIX e Ui [e€peavyu B apXUB MPOH3BOIUTCS OTBETCTBEHHBIM 34
BeJICHHE JIe]l. DTa IPoIeaypa BKIIOYAET:

* UIOAUHBKY (Iepemnier) gena;

* YTOYHEHHE HyMEpallHH JIHCTOB JejIa;

*  COCTABJICHHE JIMCTA-3aBEPHTENIS;

*  COCTaBJieHHe (yTOYHEHHE) BHYTPEHHEH OIUCH;

* LHCCCHHE YTOUHEHHH B PEKBH3UTHI JIMLEBOH 06JI0XKKH JIela.
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. JIuer — 3aBEPHTENL Jejla HOJDKEH MNOJINHCATh ero COCTaBHUTEIIb, IIPH 3TOM [E/lacTCs
II Ifii DOBKa JOJXHOCTH U IIONIHCH, IIpOCTABIISIETCA JaTa. B IIporecce HMCIIOJIbL30BaHHA
PXHBHLIX NTOKYMEHTOB B JIICTE-3aBEPUTEINE NEIAt0TCS COOTBETCTBYIOIIHE OTMETKH.
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Ecae neno mommuro 6e3 JIMCTa-3aBEPUTEJIS, TO €ro CIIEIYeT HAKIECHTh HA BHYTPEHHIOKO
CTCpOHY 00JI0XKKH Jiena.

3.5, C ueasio obecneyeHus COXPAaHHOCTH JIMYHBIX O] PEKOMEHIYyEeTCs:

th HHHRBIJIYANBHBIC JINYHBIE JieNla YBOJCHHBIX pabOTHHKOB B OJHY

10Ky (00BEAHMHEHHOE JIENO) C TAKHM pacyeToM, 9Tobbl 06BeM aena (ToMa) He
-pesniman 250 McToB (IyTeM CIIMBKH MATEPHATOB MHIMBHAYANBHBIX AET IO
T01aM VBOJIBHEHHS);

*  CA4lnogaraTh MaTepHalbkl HMHIMBHAyadbHBIX Jel B Mpefenax Jena (ToMa) B
“1QABHTHOM TopsnKe (moGaMHIBHO), OTHeNss MaTepHalbl, OTHOCSLIHECS K
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COHBIM HEIHBHIYATEHBIM J€7aM. YHCTBIM JHCTOM GyMard ¢ yKa3aHHeM Ha HeM
: {CHH M OTHECTBa COOTBETCTBYIOLIErO YBOIEHHOTO COTPYAHHKA;
#aTk  Kaw1oe oObelAMHEHHOE 1eno  (ToM) BHYTPEHHEH OMHCEI0 ¢
GHCACHHEM (aMMIMH, MMEH H OTYeCTB H YKa3aHHeM HOMEPOB CTpaHHIl. B
FeAsiax KOTOPBIX PacrolIOKeHbl COOTBETCTBYIOLIME JOKYMEHTEL

cpclada JHYHBIX el B apXHB OCYH.ICCTBJIHGTC}I HC MO3OHEE Tpex IJIeT Iocie

:::u.mm HX B JCIONPOM3BOJICTBE B COOTBETCTBHH C TIpadhHKOM. IIpensaputensho

HHATHCTOM II0 [ICPCOHATY HJIH OTBETCTBEHHBIM 3a BCICHHE nen IIPOBEPSACTCS IIOJTHOTA H
-6 NOAIOTOBKH JIMYHEIX [el K nepenayqe. BBISIBJ'ICHHBIC IIpH TPOBEPKE
-147EH YCTPaHAIOTCA OTBETCTBEHHBIM 3a BEACHHE [ElI. Hepe,aaqa H TpHEM
SECAATCA IO OIIHCH ¢ HpOCTﬁHOBKOH OTMETOK O HAJTUHYHH JTHYHBIX JA€CII.

] T'=:'Hme Jiena pabOTHHKOB, 3aKOHYEHHBIE AenonpousBoacTBOM 10 1 sHBaps 2003 ropa,
aatea 75 met, nocne 1 suaps 2003 roga — 50 er.

3. OTeercrBennocTs paboronarens u paboTHHKA
THEKH 00pajoBaTeNbHOM OpraHM3alMH O0GS3aHbI CBOCBPEMEHHO MIPECTABIIATE

111 00 M3MEHEHHH CBOHX IEPCOHAITBHEIX JaHHBIX, BKJIIOYEHHBIX B COCTAB JIMUHOI'O

OT1BeTcTBEeHHBIH 3d4 BCICHUE [€En paGOTHHKOB HECET MUCHUMNIMHApHYIO H HHYIO
BETCTBEHHOCTH 3a pa3rnameHHe KOH(lJI/I,ZICHI.IHa.HBHBIX CBEIECHHH, COIEPIKAIINXCHd B JHYHBIX

7. Ilpasa pa6oroaarens u paboTHuka
rHHE 00pasoBaTeNbHOM OpraHA3alul HMEIOT IIPABO:

" 7UYHaTE H0HYIo HHGOpMaIHio 06 06paboTke CBOMX IEPCOHANBHBIX TAHHBIX,

* TO.)HaTh JOCTYI K CBOMM IIE€PCOHAJIBHBIM JAHHBIM:,

*  0AYHaTh KOIKH IOKYMEHTOB, XPaHAIIHXCS B IMYHOM JIENe;

* <00BaTh MCKIIOYEHHs HIIH UCTIPABJICHHS HEBEPHBIX H HEIOJIHBIX (MCKaKEHHBIX )
©OHX [I€PCOHATBHEIX JaHHBIX.

[0JaTelib HMEET IpPaBo:
= 00pabaThiBaTE I€PCOHANBHBIE JaHHBIE pabOTHHKOB, B TOM 4YMCIe H Ha
3. ICKTPOHHBIX HOCHTEISX,

: {IpAalllHBaTE OT p36OTHHKOB HH(l)OpMaIIHIO, HCO6XO,E[HMYIO JAId BEACHHS JIUYHBIX
=i "p 00TKH IIEPCOHAIBHBIX NaHHBIX.

MoanucaHo undpoBon NOANUCHIO:

CopokunHa EKaTepuHa copokuna Exatepunia
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