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IMTOJIOKEHUE

0 NOPsLIKE BEACHIS JHUHLIX AC MeJAroriueckux padoruuKon
H COTPYMHIKOB
1. Ob6myre moJsioskcHusl.
1. Hacrosimee 1onoxerne onpeenser nopsaok BeACHHs JIMIHBIX e TIEAaroroB 1 COTPYJIHHKOB B
HOUY «I'mvnasng umenn mutpononmra [iatona (Jlesuntua)y (nanee — ['mmHazns).
1.1, Jlnwnoe neno paborimnka — COBOKYHHOCTH JOKYMEHTOR TIEPCOHATBHOIO yuera. COJIEPIKALTNX
CBEJICHUSL O padOTHHUKE U CrO TPYIOBOH ACHTCALIOCTH,
1.2. Tlonosxenue paszpaGorano B coorsercrsuu ¢ TK, deaepanbhbiv 3akonom ot 27.07.2006 Ne 152
«O nepcoHaNbHbIX AHHBIX», METOAMUECKUMU PEKOMEH AALLSIMH Pocapxuga, Ykazom Ipesunenta
ot 30.05.2005 Ne 609 «O6 yrsepxkaenuu TTonoimken s 0 NEpCOHANbHBIX JAHHBIX rOCYJapCTBEHIIONO
ciyxkauero Poceuiickolt Desiepaliuil ¥ BEACHNH €ro JTHYHOTO JeNa». KOMIEKTHBHBIM ZIIOTOBOPOM H
YCTaBoOM Y UperKIeHHsl.
2. dopMupoBalHe THYHLIX Ael pabOTHHKOB.
2.1. ®opmupoBanKe JHUHOrO fefia padoTHHKA MPOH3BOMITCA COTPYMAHEKOM OTACHA KQJIPOB He
MO3/IHEE TATH PAOOUNX JIHEH CO JHS 3AKITIOUEHHST TPYAOBOTO JOTOBOPA W TOJIBKO TTOCIE 10y UeH s
OT paboTHHKA coryiacks Ha 06paboTKy ero MepcoHabHEIX JaHHbIX.
2. Ipw mocTynyienns Ha paGoTy coTpy MK npejocTasser (1ipi HAJIMUHM):
— acnopT WITH HHOH JIOKYMEHT, YJOCTOBEPSIONIA JIMUHOCT!
— asToduorpauio;
— 3aBJICHHUE O [IPHEME Ha PaboTy:
— CTPaxoBoe CBMACTCILCTBO FOCYNAPCTBEHHOrO MEUCHOHHOTO CTPAXOBALMS MM YBEAOMICHHE O
PETUCTPALMN B CHCTEME MHANMBUAYANIBHOTO (I€PCOHUPUUMPOBAHHOI0) yuera, popma AJJU-PEL;
— UACHTUPUKALMOHHBIA BOMEDP HAIOrONIIATEbIUIMKA,
— JOKYMCHT BOHHCKOIO yueTa (A5l BOCHHOOOS3aHHbIX JHL);
— IOKYMEHT 00 0OpazoBaliui;
— ATTECTALMOHHLIN JIHCT;
— CHPABKY O HAMHUMH (OTCYTCTBUH) CYAMMOCTH U (MIIH) (JaKTa yrol0BHOTO NIPECIea0BaINS:;
- CTIPABKH U3 TICHXO0- W HAPKOJUCTTAHCEPA,
— TPYAOBYIO KHWKKY WJIH CBENEHUS O TPYAOBOW HESTENHHOCTH,
— MEJMLIHHCKYIO KHIKKY;
— CBWJIETENBCTRO 0 Opake (MpH HeOOX0,11MMOCTH):
— CBHACTENILCTBO O POMACHNH JCTCH (11PH 11OOXOMMOCTH ).
2.3. Paboronarens ohopmasier;



— mruHyo kaptouky No T-2, Ha OCHOBaHWHM TIPe0CTaBIEHHBIX JOKYMEHTOB (11.2.2);

— MpHKa3 o rnpuemMe Ha paboTty (0 TiepeMellleHnH Ha ApyTHe NOJKHOCTH);

— TPYZOBOH JTOTOBOP B IBYX 3K3EMILIApAX;

~ IOJDKHOCTHYIO HHCTPYKIIHIO.

2.4. lleppuuHoe oopMiIEHUE TUYHOIO Aela IPEAyCMaTPUBAET:

a) IPUCBOCHUE TMUHOMY JIEY HOMEpA COIJIACHO XypHally y4eTa JIMYHBIX Nell;

6) noMelleH1e JOKYMEHTOB, MMOJJIEKalUX XPAHEHUIO B COCTABE JIMYHBIX [EJI, B XPOHOJIOI HUECKOM
MOpSAKE:

— BHYTPEHHsA ONHCh [JOKYMEHTOB A€Na;

— cornacue Ha 06paboTKy MepcoHaIbHBIX JaHHBIX.

— 3asBJICHHE O IIpHeMe Ha paboTy;

— TIpUKa3 o rpueme Ha paboTy;

— TPYAOBOH JIOFOBOP;

—IOTOJHUTENILHBIE COTJIAIlIeH s K TPYJIOBOMY JIOTOBOPY;

—JIOTOBOpP O TIOJIHOW MarepHalbHOH OTBETCTBEHHOCTH (eci pabOTHHK — MAaTEPHaNIbHO
OTBETCTBEHHOE JIULIO);

— aBTOoOHOrpadus;

— CrpaBKa 0 HANUYKUK(OTCYTCTBUU) CYAUMOCTH U UK (paKTa yroJIOBHOIO IIPEC/IeIOBAHMU;

- CIIPABKHU U3 ICUXO- X HAPKOAMCIIAHCEPa,

— JIMYHad KapTouka paboTHHKa 2.

2.5. JIOKyMeHTBI [TOMELIAIOTCs B TaNKy-CKOPOCIIMBATENb WK NAaIKy ¢ ¢dainamu. [lpa yBoasHeHHH
paboTHHKA MPOILIUBAIOTCS HUTKAMHU U CHAIOTCSI B apXHUB.

2.6. BHyTpeHHsIsl ONKMCh TOKYMEHTOB, UMEIOIIUXCS B IMYHOM JeJie, NOJDKHA COAEPKATH CBEAEHUS O
JaTax 3aKJIIOUeHUs JOKYMEHTOB, a Tak)Ke 00 U3bITHUSI JOKYMEHTA U3 [eNa, KeM U3BIT JOKYMEHT U I10
KaKO¥ MPHUIMHE, W O BHOCUMBIX W3MEHEHUSIX.

3. Begenue JMYHBIX AeJI pa0OTHUKOB

3.1. JInynoe neno BeneTcs B TeUeHHE BCEro nepuoja paboTel KaXIOro rejarora U COTpyaHWKa
['uMHa3WH.

3.2. [ManpHeliniee BeJieHHE JIMYHOrO Jesia pabOTHMKA IPELyCMAaTPUBAET IIOMELUEHHE B JIEJ10
JIOKYMEHTOB, 00pa3ylolIUXCcs B Mpouecce paboueit JIESTENBHOCTH M UMCIOLIMX 3HA4yeHHE s
TPYAOBbIX OTHOUICHUH:

— JIOMOJIHUTE/bHbIE COTTIALEHUs K TPYOBOMY AOTOBOPY;

— KOIIUY IIPUKA30B 0 JIMUHOMY COCTaBY, KOTOpbIE KacaioTcs pabOTHUKA;

— aKTbl HApyIUEeHUH U T. M. JOKYMEHTHI.

3.3. O3HaKOMJIEHHE C JICJIOM ITPOMUCXOAUT HUCIITIOUUTEALHO B KabUHEeTe COTpyAHHKA OTAENA KaaApoB
W B €ro MPUCYTCTBUH. 3alpeliaeTcs] BLIHOC eNa U3 KabuHeTa.

3.4. Bplmaya KONMH JOKYMEHTOB H3 JIMUHOIO Jieja IPOU3BOLUTCS TIO JIMYHOMY 3asBJICHHUIO
pabOTHHMKa ™ C paspellleHds adpektopa. KolvM JIOKYMEHTOB JIOJDKHBI OBITH 3aBEPEHBI M
npenocTasiieHbl pabOTHUKY B TEUEHHE TPeX AHEH co IHS MOAAYM 3asBICHNUA.



3.5. V3bsiTHE OTAENBHBIX JIOKYMEHTOB M3 JIMUHOTO JeNa TIPOU3BOIUTCS ¢ PaspelIeHus JIHpeKkTopa
['mmMHa3un ¢ ohopMITeHHEM COOTBETCTBYIOLIEH 3aruck B Tpade «IIpuMeyanne» BHYTPEHHEN OTTHCH.
[Tp BpeMEHHOM M3BATHH QOKYMEHTA HA €ro MecTO (MEeNIy JIHCTAMH COCEIHWX NOKYMEHTOB)
BKJIAAIbIBAETCS CIIPABKA-3aMECTUTENb C YKA3aHUEM AaThl M NPUYHH U3LATHSA ¢ [OANKUCHLIO JMLA,
BBIJIABIIEr0 JOKYMEHT, U MOAIIMCHEO JIULA, IOJYYUBIIETO €r0 BO BPEMEHHOE MOJIb30BaHUE.

3.6. B nenax obecneueHust KOHTPOJIS 38 COXPAHHOCTBIO M aKTYalbHOCTBIO JIMUHbIX Aed B ['uMuasuu
exerofno (e nosanee | xBaprana rona, cleayIolIero 3a OTYETHBIM) ITPOH3BOUTCSA MPOBEPKA UX
HAJIMYHS U COCTOSIHUSL.

4. Xpadenne n yUeT JHUHBIX e/ paloTHHKOB

4.1 Xpanenue M ydeT JIMUHBIX JACJ] IIEAArOroB U COTPYAHUKOB [ MMHA3HU OPTaHK3YIOTCS € LETLIO
OLICTPOTO MOUCKA JIMYHBIX AN, 00eCIeYeH s UX COXPAHHOCTH U KOH(PUIEHIHANLHOCTH CREICHHU,
COJIEPKAIUXCSI B NIOKYMEHTAX JTMYHBIX JIE]T, OT HECAaHKLIIMOHUPOBAHHOIO IOCTYTIA.

4.2. JInunple nesia pabOTHHKOB XPaHSTCS B KAOWHETE COTPYIHWKA OT/IENA KaapoB.

4.3. TpynoBele KHHIKKH ¥ MEIHLIHHCKHE KHIKKH XPAHSITCS B cef(e y aupekTopa ['MMHazHu.

4.4. loctyn k nuunbivM e71aM paboOTHHKOB HMEIOT AMpeKkTop I HMHAZHH 1 COTPYAHNK OT/ENA KapOB.
4.5. CucremaTu3aLust TUYHbIX e PAabOTHUKOB MPOU3BOANTCS B al(paBUTHOM MOPSIIKE.

5. OdopmiieHne THYHBIX J1e] pPaGOTHHKOB LIepe/l caaueil B apXuB

5.1. OdopmieHune NMUHBIX €] JUIS IEPEefati B apXUB NPOU3BOIMTCS 3aBEAYIOLMM, DTa NpoLeaypa
BKJIIOYAET:

— TOJIMBKY (TIeperieT) Aela;

— YTOYHEHUE HyMepaluu THCTOB Jea;

— COCTaBJICHHE JIUCTA-3aBEPHTENISI;

— ¢cocTaBlieHue (YTOUHEHUE) BHYTPEIIICH OMHCH;

—~ BHECEHUE YTOUHCHUH B PEKBH3UTHI TUIIEBOH OON0KKH Aea.

5.2, Jluer — 3aBepuTens jlena HOMKEH MOANHCATb r0 COCTABHTENTh, TIPU 3TOM JIEJIAETCS paCUIH(pOBKa
HOJDKHOCTH M TTOAMHMCH, TPOCTABIISIETCS 1aTa. B npouecce NCMoNTb30BaHUS apXHUBHBIX JIOKYMEHTOB B
JIMCTE-3aBEPUTENIE NCTAFOTCS COOTBETCTBYIOUINE OTMETKH,

Ecnn meso noymmto 6e3 nucra-3aBeputess, TO ero cliejlyeT HaKJIeWTh Ha BHYTPEHHIOIO CTOPOHY
00JI0KKHU Jiea.

5.3. Ilepenada AMUYHBIX A€ B apXUB OPOM3BOAATCS MO ONMCH C NPOCTAHOBKON OTMETOK O HaIHUUM
JAUYHBIX JI€1.

5.5. JInunpie aena paboTHUKOB, 3aKOHUYECHHbIE IETONPOU3B0ACTBOM 10 1 suBaps 2003 roga, xpausres
75 net, nocne 1 suBaps 2003 roxa — 50 net. JInunoe neno aupextopa ['MMHA3HKM UMEET IOCTOSHIbIH
CPOK XpaHEeHHUsL.

6. OTBercTBEHHOCTL padoToaaresst 1 padoTHIKS

6.1. llemarory u coTpynHHKM [MMHa3duu 00s3aHBl CBOEBPEMEHHO HPEACTABIATL CBEICHHS 00
HU3MEHEHHH CBOWX MEPCOHAIBHBIX JaHHBIX, BKITFOUEHHBIX B COCTAB JIMYHOTO jleJia.

6.2. Paboronarens obecrieunBaet:

— COXPAHHOCTB JINYHBIX JIeNT pAOOTHWKOB;

— KOHQMAEHUHATBHOCTD CBEICHHH, COMEPIKAIIMNCS B IMTHBIX [eJ1aX paGOTHHKOB.

7. Ilpasa paGoroaaresst n paGoTHHKA

7.1. Ilenaroru u cotTpyaHuKu [ UMHA3MM UMEIOT NPABO:

— [0J1y4aTh NOAHYI0 MH(OopManuIo 00 06paboTKe CBOMX NEPCOHANLHBIX AAHHBIX;

— [ONYyYaTh AOCTYI K CBOMM NMEPCOHANbHBLIM JAHHbIM;

— IOTY4aTh KOMKUK AOKYMEHTOB, XPAHSIIUXCS B IMYHOM JEJIE;

—TpeOOBaTh HCKIIOUEHHS MM MCIPABIEHUsT HEBEPHLIX H HEMOJNHBIX (HCKAKEHHDLIX) CBOHX
NEPCOHANIBHBIX TaHHBIX.

7.2. PaboronaTens uMeeT paso:

- O6pa6aTI>IBaTI> [NepCOHAJILILIC AAalIHBIE 13[16OTHI/IKOB, B TOM 'HCIIC U Ha SJEKTPOHHLIX HOCHTENAX,



—3anpammBaTh OT pabOTHHKOB HH(OPMALKIO, HEOOXOIMMYEO JUTS BEIEHHS JTHUHBIX &) M 00paBoTkH
MEPCOHANBHBIX AHHBIX.



