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Ilonoxenne o TTOpsi/IKe BeleHHsI IMYHBIX el PAGOTHHKOR
no MAOY «Cpenusis 0011e06pa3oBaTeNLHAS MIKOa Nely»
ropoaa Hypaar PecnyGuuicn TaTtapcran

1. O6mue nmososkenus

I.1 Hacrosimee monoxenue OIPEHCTIAET IMOPANOK BENCHHUS JTHUHELX Jien
[IEaroroB ¥ COTPYIHWKOB B MYHUIIAIIANBHOM  00I1e06pa3oBaTelibHoM
Yapexnenuu «Cpemmss ob1ieobpasoBarensras ko Nel» ropona Hyprart
Pecny6auky Tatapcran (manee — Illkona).

1.2. Jlnunoe meno pa6oruxa — COBOKYITHOCTE JOKYMEHTOB IIepCOHANBHOTO
ydeTa, comepKaliux CBeIeHns o paboTHUKeE U ero TpynoBoii NESATENBHOCTH,

1.3. Ilonoxenue paspaboTaHo B cooTBeTCTBHH c TK, ®enepanbupm
3aKoHOM oT 27.07.2006 Ne 152 «O ICPCOHATBHBIX NAHHEIXY», MeTomuyeckumy
beKOMeHTanusiMu PocapxuBa, Vkasom Ilpesunenta ot 30.05.2005 No 609 «O6
yIBepxkaeHun Ilonoxenus o [IEPCOHAIEHBIX  TaHHEBIX rOCYIapCTBEHHOI0
ciyxaiuero  Poccuifckoit Denepanu  u  Benenmu  ero JIMYHOIO  [emay,
KOJUIEKTHBHBIM IOTOBOPOM M yCTaBoOM MYHHMIHUIIaNEHOTO 00Ie06pa3oBaTeIbHOro
Yapexnenus «Cpemmss 0011e06pasoBaTenshas  mkoma Nel» ropoma Hypnar
Pecnybnuku Tarapcran

2. ®opMHUpoBaHHe THYHLIX AeJl pabOTHUKOB

2.1. ®opmupoBaHue TUUHOrO Aena pabOTHHKA MyHHIUIATHEHOIO
001ieo6paszoBaTensHOro yapexaenus «Cpennss obuieobpasosarensuas LIKOJIa
Nel» ropona Hypnar Pecrry6muxy Tarapcran TonsK0 Moce IIOTTyYEHUS OT
paboTHUKa cornacus Ha 00paboTKy ero mepcoHasHEx JTaHHEIX.

2.2, Ilpu nocrymienunm ma paboty corpymmuk Ipenocrasisier (mpu
HaJlu4Yum):

— IaCllopT UM MHOH OKyMeHT, YAOCTOBEPSAIOLIMH THYHOCTE,

— aBToOHMorpaduro;

~ S@IBJICHHE O TIpHeMe Ha pabory;

— CTPaXOBO€ CBHIETENECTBO IEHCHOHHOO CTPaxOBaHMS;

— MICHTU(DUKALNOHHDL HOMED HaloTonIaTeNbIHKa;
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— JIOKYMEHT BOWHCKOrO y4eTa (sl BOCHHOOOM3aHHBIX JIULL);

— IOKYMEHT 00 00pa3oBaHHH;

— aTTeCTAlMOHHBIH JIUCT;

— CrpaBKy O Hanu4uu (OTCYTCTBUM) CYJMUMOCTH (unn) QaxTa yrojoBHOIO
rpecyie0BaHHs;

— TPYAOBYIO KHHUIKKY;

— MEJIMITMHCKYIO KHHIKKY;

— CBUJIETEJLCTBO O Opake;

— CBUIETENLCTBO O POKAECHUH JIETEH.

2.3. PaGoronaresb opopmIIseT:

I

nuunyto kaprouky Ne T-2;

— npuKa3 o npueme Ha paboTy (0 nepeMellcHnm Ha Ipyrue JIOJIZKHOCTH);

— TPYJZIOBOH JIOrOBOP B JIBYX dK3eMILIApax;

— IOJDKHOCTHYIO UHCTPYKLIHIO.

2.4, Iepsuunoe opopMiIeHHE JIMYHOro Aeja NpejlycMaTprBacT:

a) NpUCBOEHHME JIMHHOMY JeNy HOMepa COrjacHo KypHaly ydeTa JIMHHbIX
nern;

6) mpocTapieHne Ha OOJIOXKKE JIMIHOro Jella CJIEAYIOWMX DPEKBUIMTOB.
WHIeKe Jena (B COOTBETCTBMH C HOMEHKIATypoW Jel ILIKOJIbI); TIOJIHOE
HAUMEHOBAHUE 11IKOJIbL, HOMEP JIMYHOIO Jiedla; (hamuiivs UMs OTHECTBO paboTHHKA
B UMEHMTENBHOM [a[e/kKe, 1aThl — I'0J Hadaja W ol OKOHUaHWA BCIACHWUA NE]a,
CPOK XpaHEHMUS,

B) MOMeILeHHE NOKYMEHTOB, MOANEKAIIUX XPaHEHHIO B COCTaBE JIMHHBIX
J1e71, B XPOHOJIOTHYECKOM MOPsIIKE:

— BHYTPCHHSS ONKUCh JOKYMEHTOB Jiefa;

— JIMYHBIN JINCTOK 0 YUYETY KaJApOB HUJIM aHKETa,

— aBrobuorpadus;

— JIOKYMEHT 00 00pa3oBaHuH;

— BBINHCKA W3 pUKA3a O pHeMe Ha paboTy;

— TPYIOBOH J10I0BOD;

— JIOTOBOp O TMOJIHOW MaTepHajibHONW OTBETCTBEHHOCTH (ecnu pabOTHUK —
MaTepuasbHO OTBETCTBECHHOC JIUIO0);

— cornacue Ha 00paboTKy repcoHalbHbIX NaHHBLIX.

2.5. Jluerhl  JIOKYMEHTOB, [IOMELUEHHBIX B JIAYHOE JIeJIo, TNOAJIeXaT
HyMepaLuH.

2.6. JIOKyMEHTBI MOMELLIAOTCs B ManKy-CKOPOCIIHBATEb. [Tpu yBONBHEHNH
pabOTHMKA MPOLIMBAIOTCSA HUTKAMHU 1 CAIOTCA B apXUB.

2.7. BuyTpentisisi ONHCh JOKYMEHTOB, HMEIOLIMXCS B JIMMHOM Jele, 0JDKHA
coJepuKaTh CBEAEHHS O MOPSIKOBbIX HOMEpaX, HAaUMEHOBAHMAX JIOKYMEHTOB JIela,
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KOJIMUECTBE JIMCTOB, JaTaxX BKIIOUEHHS JOKYMEHTOB B JIMYHOE N€J10 W U3BATUA U3
Nena, a TaK)Ke KeM M3bAT JIOKYMEHT U 110 KaKOH MpHHHHE.

0.8. BuyTpeHHsis ONKCb COCTABAsETCs HA  OTACALHOM JIMCTE  TO
ycTaHoBIeHHOH (hopme. JIMCThI BHYTPEHHEH OTHMCH HYMEPYIOTCA OTJIIEJILHO.

2.9. Tlpy NMOAroTOBKE JIMUHBIX [IeJl K Iepeaie Ha XpaHEHHE K BHYTpEHHEH
OMWCH COCTABISIETCSI WTOrOBas 3aMnCh, B KOTOPOH YKa3bIBaCTCs nuppaMu H
[POMUCHIO KOJTHUYECTBO BKJIOUEHHBIX B HEE JIOKYMEHTOB M KOJIMHECTBO JTUCTOB
nena.

3. Beaenue jinunbIX el pA0OTHHKOB

3.1. JluuHoe fejo BeieTcss B TEUEHWE BCEro nepuoja paboThl KakI0ro
negarora v corpyaHuka IIkoel.

3.2. JlanbHeiinee BeleHWe JIMUHOTO jlena paboTHHKa rpelycMaTpuBaet
[oMellieHie B JENo  JIOKYMEHTOBR, oOpasyloliuxcs B Ipoiecce paboueii
HeATeNLHOCTH U UMEIOILIMX 3HaueHHe JUist TPYA0BbIX OTHOLLEHHH:

— JIOTIOJIHEHHE K JINYHOMY JINCTKY MO YUETYy KaapOB;

— NOMOJIHUTEJILHBIC COrTalleHUs K TPYJI0OBOMY JIOTOBOPY;

— KOTIMH TIPUKA30B [0 JINYHOMY COCTaBy, KOTOPbLIE KacaroTcs paOOTHHKA,

— OT3bIBBI JIOJKHOCTHBIX JIHLL O pabOTHUKE;

— KOMWH JOKYMEHTOB O MOBBILLIEHHH KBATU(QHKALHH;

— JIUCT — 3aBEPUTENIb Jiefia (COCTaBISIIOT MpK CAaqe JINIHOTO JieNa B apXuB);

— UHBIE JIOKYMEHTHI.

3.3. Bbiaua Konwuil JIOKYMEHTOB M3 JIHYHOIO Jiejla MPOU3BOAMTCA 1O
JIUYHOMY 3asiBJIEHHIO pabOTHUKA W C pa3pelleHus 1MpeKTopa. Komnun noKyMeHTOB
NOJKHBI OBITb 3aBEpeHbl M MPEoCTaBleHbl padOTHUKY B TEUEHHE Tpex JIHEN CO
JIHSL TTOJla4v K 3asBIICHKS.

3.4. U3bsartve OTACHBbHBLIX JOKYMEHTOB M3 JIMYHOrO Jeja MPOU3BOAMTCA C
pazpetnenus aupexropa llkoner ¢ odopmieniem COOTBETCTBYIOLLEH 3arucu B
rpade «IIpumedarue» BHyTpeHHel onucu. [lpy BpeMEHHOM M3BATHM NOKyMEHTA
Ha ero MecTo (MeXILy JTHCTAMH COCEJHHMX JIOKYMEHTOB) BKIIA/(LIBAETCS CrpaBKa-
3aMecTHTeND ¢ yKasaHueM 1aThl M TPUYWH U3BSITHS C MOAMUCHIO JIMLA, BbIAABIIETO
JOKYMEHNT, U MOJIITHCHIO JIMIA, MOJIYy4HBIIET0 €ro BO BPEMEHHOE MOJIL30BAHHE.

4. Xpanenue H yueT JUUHBIX JeJl PAOOTHHKOB
4.1 XpaHeHue W yueT JIMYHLIX Jiesl [1€1aroroB v COTPYIHHKOB [IIxoJibI
ODraHM3YIOTCS € 11@NbI0  OBLICTPOro TOMCKa JIMYHBIX NI, obecrieueHuss HX
COXPAHHOCTH M KOH(QHUIACHLMAIILHOCTH CBELACHHMI, CONEPKALLMXCA B JOKYMEHTAX
MY HBIX €)1, OT HeCaHKIIMOHUPOBAHHOTO A0CTYIA.
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49 Jlyudble nefa pabOTHHKOB, AOJKHOCTHBIE HHCTPYKINH XpaHsATCS B
crelManbHoM MeTtaniuueckom cerde. JluHbIe KapTOHKH Mo yHUQHULHPOBAHHOM
dopme No T-2 xpansaTcst OTACTBHO.

4.3. TpynoBble KHKKH, MEAULMHCKAC KHUIKKH XpaHaTcs B ceide.

4.4, JocTyn K NUYHBIM J€JIaM pabOTHHKOB HMEIOT JAUPEKTOP LIKOJb,
saMecTHTelb AupekTopa 1o YP, cexperapb.

4.5. Cucremarusalus JIMYHBIX  JI€JI pabOTHMKOB  MPOU3BOAMTCA B
andasuTHOM IOPSIIKE.

5. Opopmaenue JHUHBIX €] paGoOTHHKOB Mepen caayveil B apXuB

5.1. Ogopmierie NHYHBIX Jle]l Juis nepeiaii B apXyB MPOW3BOANTCSH
cekpeTapeM. DTa Mpolleilypa BKIoHAeT:

— MOJLIMBKY (MepernJeT) aeia,

— yTOYHEHHE HyMepallH JIMCTOB ACIA;

— COCTaBJIEHUE JHCTA-3aBEPUTEIS,

_ cocTtapiienne (yTouHeHre) BHYTPEHHEH ONHCH;

— BHeceHME YTOUHEHHH B PEKBH3UTHI JMLEBOI 00JI0KKH 1eJia.

5.2, JI¥cT — 3aBepuTelb Jefa JODKeH MOANHUCATh €ro COCTaBUTENb, MPH
yToM fenaetcs paciiidpoBka MOJDKHOCTH W TMONMHUCH, npocTagsisieTcs jaata. B
rpollecce MCroJb30BaHks apXUBHbIX JIOKYMEHTOB B JIMCTE-3aBEpUTE/Ie ACaroTCs
COOTBETCTBYIONIHE OTMCTKH.

Eciu zieo TOAILMTO 6e3 JucTa-3aBepyTelis, TO ero Cleiyet HaKJIEUTb Ha
BHYTPEHHIOIO CTOPOHY OOJIOKKY [ea.

5 3. C 11enblo obeciiedetins CoXpanHoCTH JIMHHBIX ACT peKOMEHTyeTcs:

OB BE HHSTL WHIIMBHILYAIbHBIE JTHHHbBIE J1eNa yBOJICHHbIX COTPYAHHKOB B
ojtHy 06J107KKY (00BCAMHCHHOE JCJI0) € TaKWM pacyeTom, 4yToObLl 00BEM Jejia
(toma) He mpesblan 250 TUCTOB (ryTeMm CIIMBKM MaTepyanoB MHAWBUIYaJIbHLIX
JIelT 110 TOJIaM YBOJIBHEHHUS ),

— pacrioJiaraTh MaTepuabl HHAWBUAYaIbHbIX ACT B npenesax jena (Toma) B
anpaBuTHOM TOPSIIKE (nogaMuiibH0), OTAeNds MaTepualbl, OTHOCSILLIMECST K
pa3HbIM HHAMBUIYAILHBIM €aM, HHCTHIM nuctoM Oymaru ¢ ykasaHWeM Ha HEM
(hbaMHIIMK, IMEHH 1 OTHECTBA COOTBETCTBYIOLICTO YBOJIEHHOI'O COTPY IHUKA;

_ cuabokaTh Kaxkaoe obbeaMHeHHOE 1eno (TOM) BHYTPEHHEH OIMHUCBIO C
repeumcieHen (paMuiinii, UMEH n OTHCCTR 1 yKazaHHeM HOMEPOB CTpaHHll, B
fipejleiax KoTophIX paciiojiomKeHbl COOTBETCTBYIOLLHE JIOKYMEHTBI.

5.4. Tlepenaya NU4YHBIX €] B apXyB OCYILIECTBIIAETCS He MO3/1Hee TPEeX JIET
rocsje 3aBepllieHUst WX B JIGJIONPOM3BOACTBEE B COOTBETCTBMU € TPapUKOM.
[TpeiBapHTelibHO CEKPETAPEM MPOBCPACTCA MoJHOTa M MPaBHIIbLHOCTh MOATOTOBKH

UYHBIX JIeJl K repeaave. BrigBiieHHbIEe TIPH ITPOBEPKE HEeJL0CTaTKH }/CTpaHﬂlOTCSI
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cekperapeM. llepemaua u mpweM NPOM3BOMATCA MO OMMCH G IIPOCTAaHOBKOM
OTMETOK O HaJIMYMH JINYHBIX Jell.

5.5. Jluuneie pema PabOTHHKOB, 3aKOHYEHHEIE JEJIOIPOU3BOACTBOM 10 1
suBapst 2003 roza, xpaunsres 75 xer, mocne 1 sHBaps 2003 roxa — 50 net. JTnunsie
Aclla UpeKTopa, riaaBHOro Oyxranrepa IIIKONEI HMEIOT MOCTOSHHE CpOK
XpaHEeHHUS.

6. OTBeTCTBEHHOCTL paGoTogaTe s U paboTHuKA
6.1. Tlemaroru u corpymuuky I1TKONBI 06SI3aHE! CBOCBPEMEHHO MPELCTABISITE
CBEJICHUS 00 M3MEHEHUH CBOMX IIEPCOHATBHBIX JaHHBIX, BKIIFOYEHHBIX B COCTAB
JHYHOTO JIejIa.
6.2. PaboTomarens obecreunBaer:
— COXPaHHOCTB JINYHBIX JIe]l pabOTHHKOB;,
— KOH(HAECHLIMATBFHOCTh CBE/CHUH, CONEPXKAIMXCA B JHUYHBIX Jejax
PabOTHUKOB.

7. IIpaBa paGoToxaTess u paGoTHHKA
7.1. Ilenaroru u cotpymauku [IIKOIbI TMEIOT [IpaBo:
— TONyHaTh IOJHYI0 HMH(OpMAIMIO 06 06paGoTKE CBOMX IIEPCOHATBHEIX
JIAHHBIX; '
— [TOJIyHaTh NOCTYII K CBOUM IEPCOHATLHBIM JJAHHBIM;
— HOJTyHaTh KOIMK NOKYMEHTOB, XPAHAIIUXCSA B THIHOM [(EJIE;
— TpeboBaTh WCKIIOUEHMS MU UCIPABICHUS HEBEPHBIX W  HEIOJHBIX
(MCKa>KEHHBIX) CBOMX MEPCOHATBHBIX TAHHELX.
7.2. Paboronarens umeer I1paBo:
— 00pabaTeIBaTh MEpCOHANBHBIE NAHHBIE pabOTHHKOB, B TOM 4YHCIle W Ha
SJIEKTPOHHBIX HOCHUTEIIAX;
— 3alpalliiBaTe OT PabOTHHKOB HHGOPMALHIO, HEOOXOIUMYIO IS BeIeHus
JINYHBIX €N ¥ 00pabOTKY [EePCOHATbHbIX TAHHBIX.



