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NOJOKEHUE e

O NOPAAKE O®OPMJIEHUS
U BEJAEHUS JIMYHBIX JIEJI
PABOTHUKOB YYPEXK/JIEHUWS

1. O0uHe noJjoKeHus

I. Hacrosimee mosoKeHue Onpeaessier MOpsSIOK BeJACHHsS JIMYHBIX Jejd pabOTHHKOB B
["ocysapcTBeHHOM — OIO/LKETHOM  yupexiaeHun  «PecriyOiiMkaHcKas — CIIOPTHBHAs — [IKOJA
OJUMITMHCKOTO pesepsa 1o J1310,10» (jlanee - YupexIeHue).

I.1. JInunoe j1es10 paboTHHKA - COBOKYITHOCTD JIOKYMEHTOB IIEPCOHAIBHOIO YU€Ta, COACpIKalHX
CBe/IeHHs 0 pabOTHHKE U €0 TPYJA0BOH JeATEIbHOCTH.

1.2. [Tosnoxkenue paspaborano B coorercTBun ¢ TK, dejepanbupim 3akoHoMm ot 27.07.2006 Ne
152 «O nepcoHaAbHBIX JaHHBIX», MeTOJNUeCKUMH pekoMeHaanusaMn PocapxuBa, Ykazom
ITpesmaenra ot 30.05.2005 Ne 609 «OO6 yreepxkaenuu [losiokeHuss 0 NEpCOHANBHBIX JAHHBIX
rocyaapcTBeHHoro ciayxauero Poccuiickoit ®enepaumy M BEJCHHUH €ro JIMYHOIO Jiesan,
KOJLICKTHBHBIM JIOTOBOPOM H YCTABOM Y UpEiKICHUS.

2. @opMHpPOBaAHHE JHYHBIX JeJ1 pA0OTHHKOB.

2.1. dopmupoBaHHe JUYHOrO jesia pabOTHHKA IPOU3BOJMTCSA HHCIEKTOPOM [0 Kajpam
(JICTONPOU3BOIUTENIEM) HE T103/1Hee MATH padouuX JHEH CO JIHA 3aKII04YeHHs TPY0BOro JI0roBopa
M TOJILKO TI0C/IE 1oTy4eHus 0T paboTHHKa corlacks Ha 00paboTKy €ro MmepcoHalbHbIX JaHHbIX.
2.2. Ilpu noctyruieHnu Ha paboty pabOTHHK NPEAOCTABIACT (IIPH HATHIHH):
- IACNIOPT WM MHOI1 JIOKYMEHT, Y10CTOBEPSIOIHI JIHYHOCTD;
- apToOHOrpaduIo;
- 3asBJICHHE O IpUEeMe Ha padoTy:
- CTPAaxOBOE CBHAETEIBCTBO IIEHCHOHHOTO CTPaXOBaHUs;
- HACHTHOUKALIMOHHBII HOMEP HaIOrorIaTe/IbIHKa;
- JIOKYMEHT BOMHCKOIO y4era (JUis BOCHHOOOA3aHHBIX JIHIL);
- JJIOKYMEHT 00 00pa3oBaHuu:

aTTeCTAllMOHHBIN JIHCT;

CIPaBKy O HAIMYMH (OTCYTCTBUM) CYAMMOCTH H (MH) (aKTa YyroJI0BHOI'O MPEC/IeI0BaHU

TPYAOBYIO KHHIKKY:

MEMITMHCKY0 KHHKKY WM CBEJICHHA O TPYA0BOH JICATEIBHOCTH;

CBU/ICTENILCTBO O Opake:

- CBHJICTEIBCTBO O POJK/ICHHHU JCTEH.
2.3. PaGoronarens opopmiser:




- TpYIOBOI JOTOBOp B IABYX 3K3eMILISIPaXx;
-IOJDKHOCTHYIO HHCTPYKIIHIO.
2.4. Ilepeuunoe odopMIIeHHE THIHOTO JIea IIpeycMaTpHBaeT:
a) IIPHCBOCHIE JTIYHOMY JIe]ly HOMepa COTTIaCHO KypHaily ydera jmaHbIX gel ([Ipmmoxernne Nel);
0) mpocTaBieHIe Ha 00JI0JKKE JTIIHOTO J[ef1a CIeIYIONNX PeKBH3HTOB:
* HHZIEKC Jena (B COOTBETCTBHH C HOMEHKIATYPOH JieN Y Upek/IeHIs);
* IOJTHOE€ HaMEHOBaHHE YUPEKIeHUS;

* HOMep JINYHOTO JleNa;

* aMmHs IMS 0THIecTBO pabOTHHKA B HMEHHTETIHFHOM I IeKe;
* TaTHI - TOJ] HavyaJla U IOl OKOHYAHHS BeJIeHHUs JIelIa;
* KOJIMYeCTBO JIHCTOB;
* CPOK XpaHEHHS;
B) MOMeNIeHHEe JOKYMEHTOB, IO JIeKallNX XpaHeHHIO B COCTaBe JIHYHBIX JIe)I, B XPOHOJIOTHYEeCKOM
TopsIJIKe:
- BHYTpEHHSS OIHCH JJOKYMEHTOB JIelIa;
- IIICT ¢ OTMETKaMH 00 03HAKOMJICHHH paOOTHIKA C IITIHBIM JISJIOM;
- IICT ¢ OTMETKaMH O pe3yJbTaTaX eKeTOoJHOI IPOBEepKH COCTOSHUS JIMYHOIO Jela;
- ITYHBIN JINCTOK II0 YUeTy KaJpoB WIN aHKeTa;

aBTOOHOT padus;
- 3asIBIIEHIIE O IIpHeMe Ha paboTy;
IIpHKa3 0 IpHeMe Ha paboty;

JIOTOBOP O TIOJNHOH MaTepHaIbHOH OTBETCTBEHHOCTH (ecol pabOTHHK - MaTepHaIbHO
OTBETCTBEHHOE JIHII0); - XapaKTepPHCTHKU H peKOMeHIaTelIbHbIe MTHChMa;
- cortacHe Ha 00paboTKy ITepcOHaIbHBIX JaHHBIX.
- corJIacHe Ha pacIpocTpaHeHHe IepCOHAIBHBIX JaHHBIX.
2.5. JIncTeI JOKYMEHTOB, IIOMEIIeHHBIX B IUYHOE J1eJI0, IO JIeKaT HyMepallii.
2.6. JlokyMeHTHI IOMeNIaroTcsl B Manky. 1Ipn yBolpHeHNH paOOTHHKA IPONIMBAIOTCS HHTKAMH U
CIAIOTCSI B apXHB.
2.7. BHyTpeHH:s ONHCh JOKYMEHTOB, HMEIOIUXCS B JINYHOM Jielle, T0JIKHA COIep:KaTh CBEIeHHS O
MOPSIIKOBBIX HOMepaxX, HAHMEHOBAaHHUAX JOKYMEHTOB Jiea, KOJIHIeCTBe JIHCTOB, JaTaX BKIIOUCHHS
JOKYMEHTOB B JINYHOE J1eJI0 H H3BSTHS U3 Jlella, a TakKe KeM H3BAT JOKyMEHT U 110 KaKoH IpHYHHE.
2.8. BHyTpeHHSs OmHCH COCTaBISEeTCS Ha OTAEIHFHOM JIHCTE IO YCTaHOBIEHHOIl ¢opme. JIncThr
BHYTpEHHEI OIIICH HyMepYyIOTCs OTJENIBHO.
2.9. Ilpn moAroToBKe JIHYHBIX Jel1 K Iepeade Ha XpaHeHHe K BHYTpeHHeil ONICH COCTaBISIeTCS
HTOTOBAas 3allliCh, B KOTOPOH yKa3bIBaeTcs MI(paMH U IPOIICHI0 KOIHYECTBO BKIIOUSHHBIX B Hee
JIOKYMEHTOB U KOJINYECTBO JINCTOB Jefa.

3. BeneHHe JJHYHBIX JeJ1 PAa0OTHHKOB
3.1. JInuHOe neno BeaeTcs B TeUESHHE BCEro MepHoa paboThl KaXKI0To paboTHHKA.
3.2. JlanpHelimee BeacHHE IHYHOrO Jena pabOTHHKA IpedycMaTpHBaeT IIOMENICHHE B [elI0
JOKYMEHTOB, OOpa3yronimxcs B Ipolecce pabodell AeSTeNTbHOCTH H HMEIONNX 3HAUCHHE [UIS
TPYIOBBIX OTHOIIEHMI:
- IOTIOJIHEeHHE K JINYHOMY JINCTKY IO y4eTy KaJIpoB;
- KOIIHH NIPHKA30B 10 JTHIYHOMY COCTaBY, KOTOphIe KacaroTcsl paOOTHHKA;
- OT3BIBBI JOJDKHOCTHBIX JIHII O paOOTHIKE;
- KOIINH JOKYMEHTOB O IOBBIIIEHNN KBATH(IKAIIIH;
- KOIIHH cepTH(]HKATOB, TPaMoT;
- JIICT - 3aBEPUTENH Jieda (COCTaBISIOT IIPH ciade THIHOro faena B apxuB) (IIpumoxenneNe?);
- HHBIE TOKyMEHTBHI.



3.3. B koHIle kaneHnapHoro roja u He nosanee 30 gekaOps Bce paOOTHHKH YUpeKISHUS IPOXOIIT
O3HAKOMJICHHE C JIMYHBIMH AenaMu. OO 5TOM JertaeTcs OTMETKA B JINCTE O3HAKOMIIEHHST pabOTHHKA
C JIMYHBIM JIEJIOM.

3.4. O3HaKOMJIEHHE C JIeJIOM IIPOMCXOANT HUCKIFOYNTENIFHO B KaOMHeTe MHCIEeKTopa Mo KajpaM U B
ero MPUCYTCTBHIH. 3alpeniaeTcs BEIHOC Jiea U3 KaOHHeTa.

3.5. Bbeigaua kommil AOKYMEHTOB W3 JIHYHOTO Jela MPOH3BOJUTCS IO JHIHOMY 3asBIICHHIO
paboTHHKa W C pa3pemieHHs aupekropa. Kommm JOKYMEHTOB IOJKHBI OBITH 3aBEpPeHBl M
MIpeIOCTaBIeHbl paOOTHHKY B TeUEHHEe TPeX JHeH cO JTHS MTOIavH 3asBICHHS.

3.6. 13psATHE OTACNBHBIX JOKYMEHTOB H3 JIHYHOTO Jella IPOH3BOIAUTCS C pa3pelleHNs AHpeKTopa
Vupexnenust ¢ oopmieHHeM COOTBeTCTBYIomiel 3amucu B rpade «lIpumeuanne» BHyTpeHHeMH
omicu. llpm BpeMeHHOM H3BSATHH [JOKYMEHTa Ha €ro MecTo (MeXIy IIHCTaMH COCEIHHX
JIOKYMEHTOB) BKJIaJIBIBA€TCS CIIPaBKa-JIUPEKTOP C YKa3aHHEM JaThl U IIPHYIH HIbATHS C IIOIIICHIO
JIHIIA, BBIABIIETO JJOKYMEHT, U MOMAINICHIO JINIIA, IIOIYIHUBIIETr0 ero BO BpeMEeHHOe IOIb30BaHIe.
3.7. B mensx obecneueHHs KOHTPOJIS 3a COXPAHHOCTHIO M aKTYaJIbHOCTHIO IJIMYHBIX JIeNl B
Vupexaennu exeronHo (He mosnHee | kBaprana roja, cIeQyroNIero 3a OTYETHBIM) IPOH3BOIUTCS
MpoBepKa HX HATIIHS I COCTOSHIS.

3.8. ExxeroiHyro IpoBepKy COCTOSIHIS JTHYHBIX Jell Ha IpeJIMeT COXPaHHOCTH BKIIFOUSHHBIX B HETO
JIOKYMEHTOB MPOBOJUT CIIEIIHAIBHO co3/laHHas Komuccusa. O mpoBeIeHHBIX IIPOBEpKax JeraeTcs
OTMETKa B JIHCTE€ O pe3yibTaraxX eKeroJHOIl IPOBEpKH COCTOSHHS W HAIWINI JIHIHOTO Jela
(mprnoxernne Ne 5) m cocTaBisgeTcss akT. Pe3ynbTaThl MPOBEpKH JIHYHBIX Jiell B 00sS3aTebHOM
MOpsIAIKe JOBOISTCS 0 JUpPeKTopa YUpeKIeHUs .

4. XpaHeHHe H Y4eT JHYHBIX 1eJ1 pA0OTHHKOB
4.1 XpaHeHne U y4eT JUYHBIX Jied PaOOTHHKOB YUpekJISHHS OPTaHH3YIOTCS C IeIbI0 OBICTPOTO
MONCKA JHYHBIX Jiell, oOecrmedeHMs HX COXPAaHHOCTH H KOHQPUICHITHAILHOCTH CBEICHHIT,
coJlepKalINXcsl B JOKYMEHTaX JIMIHBIX JIel, 0T HeCaHKIIHOHUPOBAHHOIO JIOCTYIIA.
4.2. Jluunple nena pabOTHUKOB, TOJDKHOCTHBIE HHCTPYKITHH XPaHATCS Y HHCIIEKTOpa M0 KajJpaM 10
KaJpaM B CIIeIIHAJIbHOM MeTauindeckoM cefide. JInunbie kKapTouku mo yHHGHUIIPOBAaHHOH dopMe
Ne T-2 xpansTces oTA€IBHO.
4.3. TpynoBsie kHIDKKH (TIpu BejieHnH coriacHo ¢T.66. TK P®), MeaumuHcKkiue KHIDKKH XPaHSTCS B
ceiide y HHCIIEKTOPA 10 KaJpaM.
4.4. JlocTyn K JHYHBIM JeJaM paOOTHHKOB HMEIOT TOJIBKO HHCIEKTOp IO KajpaMm H THPEKTOp
Vupexaenns (imbo 3aMecTHTeNH JUpeKTopa IPH HUCHOIHEHHH oOs3aHHOCTEH IHpeKTopa
VupexaeHus).
4.5. CucreMarn3anus JHYHBIX JIe] paOOTHHKOB MPOU3BOIUTCS B aI)aBUTHOM MOPSIIKE.

5. OdopmiieHne TNIHBIX TeI pA0OTHHKOB Mepejl caauel B apXuB
5.1. OdopmieHne THYHBIX Jell [V Iepeadd B apXHB IPOHU3BOIUTCS HHCIIEKTOPOM II0 KajpaM. JTa
Ipolefypa BKIIOUaeT:
- IOMIMIUBKY (TIeperieT) fena;
- YTOUHEeHHe HyMepallii JIHCTOB J1ela;
- COCTaBJICHHE JINCTa-3aBepUTEII;
- cocTaBleHNe (YyTOUHEeHIe) BHy TPeHHeI! OIICH;
- BHECEHIE YTOUYHCHHH B PeKBU3UTHI JIMIIEBOI OOJIOKKH Jela.

5.2. Jlmer - 3aBepuTenh Jela OOJDKEH IOIIHCATh €ro COCTaBUTENb, IIPH 3TOM JelaeTrcs
pacmngpoBKa JOIDKHOCTH U IOIHCH, IIPOCTaBIISIeTCs JaTa. B mpomecce HCIoIb30BaHIS apXHBHBIX
JOKYMEHTOB B JIHCTe-3aBEepHTeIIe JIeIal0TCsl COOTBETCTBYIOIINE OTMeTKH. Ecin ferno mommuTo 6e3
JICTa-3aBEPHUTENSI, TO €ro clieyeT HaKIeHTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH Jena.

5.3. C menpro obecrieYeHNsI COXPAHHOCTH JIMIHBIX JIe)I PeKOMEeHIYeTC s :



- O0OBemUHATH, WHIUBHUIyallbHBIE IHYHBIE Jella YBOJCHHBIX pPAaOOTHHKOB B OJHY OOJIOXKKY
(oOBeuHEHHOE JIe70) ¢ TaKHM pacyeToM, YTOObI 00beM jena (Toma) He mpeBbiman 250 miIcToB
(TryTeM CIIMBKH MaTepHaIOB HHANBIIYAIBHBIX JIE] IO TOJIaM YBOJIbHEHH );

- pacrmoJiaraTh MaTepHalbl HHANBHAYAIBHBIX Jel B Mpejenax jena (ToMa) B a)aBUTHOM MOPSIIKE
(modaMuIIbHO), OTAENSAS MaTepHalbl, OTHOCSIINECS K PasHbBIM HHIANBHIAYaIbHBIM JIeJaM, YHCTHIM
JTHCTOM OyMaru ¢ ykasaHHeM Ha HeM (paMIUTHH, IMEHH H OTYECTBA COOTBETCTBYIONIETO YBOJIEHHOTO
COTPYIHHKA;

- cHaOxkaTh Kaxk/ioe 00beIMHEHHOE Jel0o (TOM) BHYTPEHHEe OMICHIO C IMepednciIeHneM (aMIImii,
IMEH W OTYeCTB U VyKa3aHHeM HOMEpPOB CTIpaHHI], B IIpeJelaX KOTOPBIX pPacCMOI0KEHBI
COOTBETCTBYIOMINE JOKYMEHTEI.

5.4. Ilepenata THYHBIX el B ApXUB OCYIISCTBISIETCS He MO3/Hee TpeX JeT MOocIe 3aBepIICHIsSI HX B
JIeJIONPOU3BOJICTBE B COOTBETCTBHH ¢ TrpadukoM. [IpenBapuTenbHO HHCHEKTOp MO Kajpam
MpoBepsieTcs MOTHOTa U MPaBIWIBHOCTD MMOATOTOBKH JHYHBIX el K Nepejaade. BrisiBieHHBIE TIpH
MpoBepKe HeIOCTaTKH yCTPAHSIOTCS HHCIIEKTOpoM mo Kaapam. Ilepenaua m mpueM mpon3BOASTCS
IO OIIHCH C IIPOCTAHOBKOII OTMETOK O HAINYNH JTHIHBIX Jell.

5.5. JIuwanere nmema paOOTHHKOB, 3aKOHUEHHBIE JIeJONpoH3BOACTBOM 10 1 sBapst 2003 rona,
xpansaTes 75 net, nocine 1 saBapst 2003 roga - 50 net. JImuHoe Aen0 aupekTopa YupexaeHHeM HMeeT
IIOCTOSIHHBIII CPOK XpaHEeHHs.

6. OTBeTCTBEHHOCTH paboToaaTe sl H pa0OTHHKA
6.1. PabotHukn YupexaeHus o0s3aHBI CBOEBPEMEHHO MPEICTABIATH CBEICHUS 00 H3MEHEHUN
CBOHX TE€PCOHAIBHBIX JaHHBIX, BKIIOUEHHBIX B COCTaB JIHYHOTO Jefa.
6.2. PaboTtonaTtens obecrieunBaeT:
- COXPaHHOCTD JIMYHBIX J1e] paOOTHHKOB;
- KOHQUIEHITHATBHOCTD CBEICHII, COMEPIKAIIIXCS B JIMIHBIX JeTaX paOOTHHKOB.

7. IIpaBa padoTogaTeiss H padOTHHKA
7.1. PaGoTHnKH YupeKaeHHUs HMEIT IpaBo:
- IONTyYaTh MOITHYO HHpOpMAIo 006 00paboTke CBOMX MepCOHATbHBIX JaHHBIX;
- IOTyYJaTh JOCTYI K CBOUM IIepCOHAIFHBIM JaHHBIM;
- IOTyYJaTh KOIHNH JOKYMEHTOB, XPaHSIIIXCS B JTMYHOM JIeIe;
- TpeOOBaTh HCKITFOUEHNS IUIH HCIPABIICHIS HEBEPHBIX H HEIIOTHBIX (HCKa)KeHHBIX) CBOMX
MIepCOHABHBIX JaHHBIX.
7.2. PaboTomaTens UMeeT IpaBo:
- 0OpabaTeIBaTh IepCcOHANBHBIE TaHHBIE pa0OTHHKOB, B TOM MHCIIE H Ha 3JIeKTPOHHBIX HOCHTEIIIX;
- 3aMpamnBaTh OT PAOOTHHKOB MH(POPMAIIIFO, He0OXOIIMYIO IS BeAeHHS THYHBIX J1e] 1
00pabOTKN MepCOHANBHBIX JaHHBIX.



IIpuno;xenne Nel

IlNocynmapcTBeHHOE O1OXKETHOE YUpEXKISHUE
«PecnrybrmikaHcKasi CIIOPTUBHAS IITKOJIA OIMMIHNICKOTO pe3epBa o A3I0/10%

VYTBEPXIEHO
Hupextrop I'BY «PCIIIOP
110 J3K040»
« » 20 1.
KYPHAIJI
YYUYETA JIMYHBIX JIEJ
Hauat
« _» 20 .
OKkoHueH
«_» 20 r.
JlaTa 11 HOMEp
TIpHKa3a
JloIKHOCTE Hata 1 Homep (pacmopsiKeHNA)
damMumig, CTpyKTypHOE TIpHKa3a
Taben | (mpodeccus, 0 TIPeKpaIIeHIIIT
Hata M, B rofpasie (pacmopsKeHIIT) IIpimve
Ne BHBIH | CHEIHAIBHO (pacTopsxeHm)
obopMIEeHH | orgecTBO 0 IIpHeMe qaHie
o HOMEp CTB) TPYIOBOTO
s IIMMHOTO | paboTHIIKA JIeHIE paboTHIIKa Ha
Jieiia paboTHIKa 6 JIOTOBOpA C
PR paboTHIIKOM
(yBOTIBHEHHH)
1 2 3 4 5 6 7 8 9




IIpuno:xenne Ne2

JIMCT-3ABEPUTEJIb JIEJIA Ne

B pgene moamnTo u IIPOHYMEPOBAHO JIICTOB,

(mm1cpan 11 IPOMIICEIO)

B TOM HHCIIE!

JINTEPHBIE HOMEDPA JIHCTOB 2

MIpOTyIIeHHbIe HOMepa JIICTOB

+ IICTOB BHYIPEI{HGI“I OITICH

OcoOeHHOCTH (PH3IMYECKOro COCTOSHUA H (pOpPMIIPOBAHUS J1e1a Homepa
THCTOB
1 2

Hrucnexkmop no kadpam

(moxmics) (pacmigpoBKa IOIIIICH)

JlaTa




