


— IOKyMEHT BOMHCKOTO y4eTa (1J11 BOEHHOOOSI3aHHBIX JIULL ),

— IOKyMEHT 00 00pa3oBaHuy;

— aTTECTALMOHHBIN JIUCT,

— CIIPaBKy O HATMYKMH (OTCYTCTBHMH) CYJMMOCTH U (WiH) (akTa yroJOBHOTO
npecnea0BaHus,

— TPYIOBYIO KHUXKKY;,

— MEIMLIMHCKYIO KHUAXKKY

— CBUJETENBCTBO 0 Opake;

— CBUJICTENBCTBO O POKIACHUH JIETEM.

2.3. PabGotonarens 0opopMITSET:

— JINYHYKO KapTouky Ne T-2;

— MPUKA3 O IpUEME Ha padboTy (O MEPEMEIICHUN HA APYTHE TOJDKHOCTH);

— TPYAOBO JOTOBOP B IBYX SK3EMILISPAX;

— OJKHOCTHYHO MHCTPYKIUIO.

2.4. TlepernuHoe OPOPMIICHHE JTUYHOTO JIENA MPEAYCMATPUBACT:

a) MPUCBOCHHUE JIMYHOMY JI€TY HOMEPA COMIACHO KypHAIy Yy4yeTa JTUYHBIX
e,

0) mpocTaBicHHE Ha OOJIOKKE JIMYHOTO JeNia CICAYIOIHUX PEKBU3UTOB:
WHACKC nena (B COOTBETCTBMM C HOMEHKIJIATYPOW €N  IIKOJIbI), TOJIHOE
HAUMEHOBAHUE LIKOJBI;, HOMED JIMYHOTO fena; (paMuiius uMsi OTYECTBO PaOOTHHKA
B UMCHHUTEIBHOM MAACKE, AAThl — FOJ Havaja W TOJ OKOHYAHWs BEACHHUS CTa;
CPOK XPaHEHHS,

B) MOMEMICHUE NOKYMEHTOB, MOJUIC)KAIIAX XPAHCHUIO B COCTABE JIMYHBIX
J€JT, B XPOHOJIOTHYECKOM MOPSAKE:

— BHYTPEHHSIS OMTUCh JOKYMEHTOB €A,

— JIMYHBIA JIACTOK MO YUYETY KAJPOB UM AHKETA,

— aBToOuorpadus;

— IOKyMEHT 00 00pa3oBaHuy;

— BBINKACKA U3 MPUKa3a 0 MpUeMe Ha padboTy;,

— TPYAOBO# OTOBOD;

— JOTOBOP O MOJIHOM MaTepuaJbHONH OTBETCTBEHHOCTH (€CIM PabOTHUK —
MaTepUATBHO OTBETCTBEHHOE JIMLO ),

— coryacue Ha 00padOTKy MEPCOHATBHBIX JAHHBIX.

2.5. JIMCcTbl NOKYMEHTOB, NOMEIIEHHBIX B JIMYHOE JEJO0, TMOJJIEKAT
HYMEpaLuu.

2.6. JIOKyMEHTBI IOMELIAKOTCS B MANKy-CKOpocIMBarenb. [Ilpu yBoIbBHEHAN
pabOTHHKA MPOIINBAOTCI HUTKAMHU W CIAKOTCS B apXHUB.

2.7. BHYTpEHHsIs ONUCh JOKYMEHTOB, UMEIOLIUXCS B IMYHOM JEJIE, TOJHKHA
COJIEPKATh CBEACHMS O MOPSIAKOBBIX HOMEPAX, HANMEHOBAHUSAX JOKYMEHTOB JIETa,
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KOJIMYECTBE JIMCTOB, 1aTax BKJIIOUEHUS JOKYMEHTOB B JIMYHOE JEJIO U U3BATUS U3
JIENIA, & TAK)KE KEM U3BAT JOKYMEHT U 110 KaKOH IPUYMHE.

2.8. BHyTpeHHSiE ONUCh COCTABJISAETCA HA OTACIBHOM JIMCTE  TIO0
YCTAHOBJICHHOH (hopMme. JIMCTHI BHYTPEHHEHR OMUCU HYMEPYIOTCS OTACIBHO.

2.9. 1Ipn NOArOTOBKE JIMUHBIX €N K NEPENAYe HA XPAHCHUE K BHYTPECHHEH
OMKCU COCTABJIICTCS WTOTOBAs 3alucCh, B KOTOPOH yKa3blBacTCs wuppamu u
MPOIUCHI KOJIMYECTBO BKIIFOYEHHBIX B HEE NOKYMEHTOB M KOJIMYECTBO JIMCTOB
Jena.

3. Benenue JIM4HBIX A€/l pa0OTHUKOB

3.1. JluyHOE JN€N0 BEAETCS B TEUYCHHME BCEro mnepuoaa padoThl KaKIOTro
nejarora v cotpy iHuka LIkomel.

3.2. JlanbHelimee BEACHUE JIMYHOTO Jena pabOTHUKA MPEIyCMATPUBAET
MOMENICHUE B JEJIO JOKYMEHTOB, OOpa3yromuxcs B mpouecce padoueit
JEATENBHOCTHA Y UMEIOIINX 3HAYEHUE I TPYAOBBIX OTHOLLICHU:

— JIOTIOJIHEHHE K JINYHOMY JIMCTKY IO YYETY KaJApPOB;

— JIOTIOJIHATEIIBHBIE COTJIAIIECHUS K TPYAOBOMY AOTOBOPY;

— KOMHUH NPUKA30B MO JIMYHOMY COCTABY, KOTOPBIE KacatoTcsl pa0OTHHKA,

— OT3BIBbI JJOJDKHOCTHBIX JIAL O pAOOTHHKE;

— KOMHUH JOKYMEHTOB O TOBBILIEHUH KBATA(PHUKALINH;

— JINCT — 3aBEPUTEIIH JIe1a (COCTABISOT IPU CAAYE JIMYHOTO JIENA B aPXUB);

— VHBIE TOKYMEHTBI.

3.3. Bplmaya KOmMil JOKYMEHTOB W3 JIMYHOIO JENa MPOU3BOAUTCS T10
JUYHOMY 3asBJICHUIO paOOTHHUKA U C paspenieHus Aupekropa. Kommm nokyMeHToB
JOJOKHBI OBITh 3aBEPEHBI W MPEAOCTABICHBI PAOOTHUKY B TEYCHHUE TPEX AHEH CO
JTHS TIOJTaYU 3asIBJICHUSI.

3.4. V3psaTHE OTHENBHBIX NOKYMEHTOB M3 JIMYHOIO JENa MPOU3BOIAUTCS C
pazpemeHus aupektopa IlIkonbl ¢ 0pOpMIICHHEM COOTBETCTBYIOIICH 3amucu B
rpade «IIpumeuanmne» BHyTpeHHEH onucH. [Ipn BpEMEHHOM M3BATUU JOKYMEHTA
HA €ro MECTO (MEXIY JINCTAMU COCETHHMX JAOKYMEHTOB) BKJIAABIBACTCS CIPABKA-
3aMECTUTEND C YKA3aHUEM JIaThl U IPAYUH U3BIATHS C TTOANKUCHIO JIULA, BBIIABIIETO
JOKYMEHT, A MOANMMUCHIO JIULA, MOJTYYMBILIETO €r0 BO BPEMEHHOE NIOJIb30BAHUE.

4. XpaHeHue U y4eT JUYHBIX eI pA0OTHUKOB
4.1 XpaHeHHE M Y4Y€T JIMYHBIX JEN MEJAroroB M COTPYIHUKOB IIIKOIBI
OPraHM3YKTCA C LENbI0 OBICTPOrO MOMCKA JIMYHBIX JACN, OOECHECUEHHsS WX
COXPAHHOCTH ¥ KOH(PHICHUMATBHOCTH CBEICHWH, COACPKAIIMXCS B JOKYMEHTAaX
JIMYHBIX JIET1, OT HECAHKLIMOHUPOBAHHOTO AOCTYIA.



4.2, Jlnunble nena pabOTHUKOB, MOJDKHOCTHBIE MHCTPYKIIMM XPAHATCS B
CHELMATIBHOM METAINTMYECKOM ceiide. JIMuHble KapTOUKK MO YHU(PULIMPOBAHHOM
(dopme Ne T-2 XpaHsATCS OTACIBHO.

4.3. Tpy1oBbIC KHWYKKH, MEAUIIMHCKIE KHI)KKH XPAHSTCA B ceh(e.

4.4. JlocTyn K JINYHBIM Jej1aM PAOOTHUKOB UMEIOT TUPEKTOP IIKOJBI,
3aMECTUTEND TUPEKTOpa o YP, cexkperaps.

4.5. Cucrematuzanusi JHMYHBIX 11 paOOTHUKOB MPOU3BOJUTCA B
aI(paBUTHOM MOPSIKE.

5. Ogpopmiienue TUYHBIX JeJ1 pA0OTHUKOB Nepea caaveii B apxus

5.1. OdopmiicHUE NHYHBIX AeNl Ui NEPEJAaYd B apXUB MPOU3BOAUTCS
CEeKpeTapeM. OTa MpoLEeIypa BKIIFOYAET:

— MOJIIMBKY (TEPEIJIET) ACTa,;

— YTOUYHEHUE HYMEPALIAX JIUCTOB ACTA,;

— COCTABJICHHE JIMCTA-3ABEPUTEIIS,

— cOCTaBJIcHHE (YTOYHEHUE) BHYTPEHHEH OMKCH,

— BHECCHHME YTOUHEHHH B PEKBU3UTHI JIMLEBOM OOJIOKKH JIEna.

5.2. Jluct — 3aBepuTenb Jeia JOJDKEH MOANMCATH €r0 COCTABHUTENb, MPH
3TOM JENAETCA paclM(ppoBKA JOKHOCTH M MOMAMWCH, MPOCTABIsAETCS jAara. B
IPOLECCE MUCMOIB30BAHUS APXHUBHBIX JOKYMEHTOB B JIMCTE-3ABEPUTENE ACIIAOTCS
COOTBETCTBYIOIIUE OTMETKH.

Ecnu neno moammTo 0€3 MCTa-3aBEPUTENS, TO €0 CICAYET HAKIEUTh Ha
BHYTPEHHIOK CTOPOHY OOJIOKKH JEIa.

5.3. C uenbto o0ecneveHrs COXPaHHOCTH JIMYHBIX JIET PEKOMEH Ty ETCS:

— 00BEIUHATh MHIUBUAYAJIbHBIC JTMYHBIE JIEJIa YBOJIEHHBIX COTPYJHUKOB B
0JIHy OOJIO)KKY (OOBEIMHEHHOE JEN0) C TAaKMM PacyeToM, 4ToOBl 00BEM Jeia
(Toma) He mpeBbiiai 250 TUCTOB (MyTEM CUIMBKH MAaTE€PUATIOB MHAMBUIYATbHBIX
JIEJ TIO TOJIaM YBOJIGHEHHS ),

— pacrnosiaraTb MaTepranbl THAMBUAYAIBHBIX JET B MPEAeiax aena (ToMa) B
andaBuTHOM TOPsAKE (MOPaMUIBLHO), OTIENSS MATepUajibl, OTHOCSUIMECST K
Pa3HbIM MHIMBUAYAIbHBIM JIEJIaM, YUCTBHIM JIUCTOM OyMaru ¢ yKa3aHueM Ha HEM
(amMuIIK, IMEHHA U OTYECTBA COOTBETCTBYIOLIETO YBOJIEHHOTO COTPYIHUKA,

— CHa0kaTh KaXnoe OOBEAMHECHHOE ACNO (TOM) BHYTPEHHEH OMKMCHIO C
NEPEUUCIICHUEM (PaMUTUi, IMEH M OTUYECTB M YKA3aHWEM HOMEPOB CTPAHMIL, B
npenenax KOTOPbIX PacnoIOKEHbI COOTBETCTBYIOIIME JOKYMEHTHI.

5.4. Tlepenaya JIMYHBIX ACI B APXUB OCYLIECTBIISIETCSA HE MO3/IHEE TPEX JIET
NOCNIE 3aBEpPUICHUS HMX B JEJIONPOM3BOJACTBE B COOTBETCTBUM C TIpadukoM.
[TpeABapuTENBHO CEKPETAPEM MPOBEPSETCS MOJHOTA U MPABUIIBHOCTh TOATOTOBKH
JUYHBIX JI€N K nepeaade. BrIABIECHHBIC MPU MPOBEPKE HEAOCTATKH YCTPAHSIOTCS
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cexkperapeMm. Ilepemaya W npueM NPOU3BOIATCSA [0 OMUCH € IPOCTAHOBKOM
OTMETOK O HAJIMYUM JINYHBIX JIEI.

5.5. JIuuneie Aena pabOTHUKOB, 3aKOHYEHHBIE JETIOMPOU3BOICTBOM 10 1
suBaps 2003 roxa, xpanstcs 75 net, nocne 1 suBaps 2003 roga — 50 ner. JInunbie
Jena JMpeKTopa, MiaBHOro Oyxrantepa [IIkombl WMEOT NOCTOSHHBIA CPOK
XPaHEHUS.

6. OTBeTCTBEHHOCTH padoToAaTe/Isi U pA0OTHUKA
6.1. Ileparoru u cotpyanuku LlIkomel 00s3aHBI CBOCBPEMEHHO MPEACTABIISTH
CBEACHHS 00 NU3MEHEHUH CBOMX MEPCOHATIBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTAB
JUYHOTO JIENa.
6.2. Pabotonarens o0ecnieunBact:
— COXPaHHOCTb JIMYHBIX €T PA0OTHUKOB;
— KOH(MICHIMATBHOCTh CBEACHWH, COJIEP)KALIMXCA B JIMYHBIX Jellax
pabOTHUKOB.

7. IlpaBa pabdoroaaresss 1 palOTHHKA
7.1. Ilenaroru u cotpyaauku LLIkosbI UMEIOT NTPABO:
— Toayyarb MOJNHYH HHpopManui 00 00pabOTKe CBOMX MEPCOHATBHBIX
JAHHBIX;
— MOJy4aTb JOCTYN K CBOMM MEPCOHAIBHBIM JAHHBIM;
— MOJIy4aTh KOMUW JOKYMEHTOB, XPaHSIINXCS B JIMYHOM JIEJIE,
— TpeOOBaTh MCKIIOUYCHUS WM WCHPABICHUS HEBEPHBIX M HEMOJHBIX
(MCKa)KEHHBIX ) CBOUX MEPCOHATbHBIX JAHHBIX.
7.2. PaboToaarenb UMEET MpaBo:
— o0OpabaTeiBaTh NEPCOHAIBHBIE JAaHHBIC PAOOTHUKOB, B TOM YHWCJIE W Ha
ANEKTPOHHBIX HOCUTEIISX;
— 3anpanmBarb OT paOOTHUKOB WH(MOPMAIMIO, HEOOXOAUMYIO IJi BEACHUS
JIMYHBIX AeTT 1 00pa0OTKH MEPCOHATBHBIX TAHHBIX.



