MyHuuMnansHoe 06Leobpa3oBaTe/ilbHOE YUpeXxaeHue
« HavanbHas wkona - aeTckuii cag Ne 24 « CONHbILLIKO»
TyTaeBCKOro MyHULUMNAIbHOIO painoHa

MPVHATO YTBEPY/JEHO

06LwMMm cobpaHneM paboTHUKOB Np1KasoMm gupekTopa
Ne 1068/01-08

(nmpotokon ot 29.09.2020 Ne 29) ot 01.10.2020

Mopsagok
BeAeHUS NINYHbIX feN paboTHUKOB
MyHUUMNansHOro 06Le06pa3oBaTe/IbHOro yupexxaeHus
« HavyanbHaa wwKona - geTckuin cag No 24 « CONHbILLKO»
TyTaeBCKOro MyHULMNAIbHOrO painoHa

1. O6wwme NonoXeHNs

11 HacToswwmii noKanbHbIA aKT onpeaenseT NOpPsAoK BeAEHNS, YUeTa U XpaHeHUS INYHbIX
Jen paboTHNKOB MyHMUMNaIbHOT0 06LLe06pa3oBaTe/ibHOr0 yupexaeHus « HavanbHas
LLKONa - AeTcKuiA can Ne 24 « CoNHbILWKO» TYTaeBCKOro MyHULMNanLHOIo paitoHa

(panee - obpasoBaTenibHas opraHu3auus).

12. TMopsgok paspaboTaH B COOTBETCTBUM C TPYAOBbIM KogekcoMm P®, depaepanbHbIM
3aKoHOM 0T 27.07.2006 Ne 152-®3 «O nepcoHasibHbIX AaHHbIX», MeToanyecknmm
pekoMeHgaumsaMmn Pocapxmea. YkasoM 1[pesungeHTa ot 30.05.2005 Ne 609 «O6 yTBEpXAeHNM
MonoXKeHUs 0 NepCoOHa/IbHbIX AaHHbIX FOCYAapPCTBEHHOIO CyXallero Poccuiickoi
depfepauym 1 BEAEHUN €ro IMYHOIO [eNa», KONNEKTUBHbLIM JO0r0BOPOM M YCTaBOM
06pa3oBaTe/IbHOM OpraHun3auuu.

2. dopmMupoBaHMe NMNYHbIX fen PaboTHUKOB

2.1. dopmMMpoBaHMe NMYHOIO AieNa paboTHUKA NPOM3BOAMTCS PAaGOTHUKOM, HasHAUeHHbIM
AVIPEKTOPOM 06pa3oBaTe/ibHO opraHm3aLmi (fanee - OTBETCTBEHHbIN 3a BefieHVe fien)

JInuHoe feno opmmpyeTcs He No3fHee NATY PabouMx AHEW CO [HS 3aKMHUEHMs
TPYA0BOro [0roBOpa M TONbKO MOC/e MOMyYeHrs OT paboTHMKA cornacus Ha 06paboTKy ero

NepCoHa/1bHbIX AaHHbIX



2.2. Mpw nocTynnieHnn Ha paboTy PaboTHMK NpeaocTaBnsieT (NPY HaIMUKK):

* NacnopT WM UHON [LOKYMEHT, YA0CTOBEPSAIOLLMIA NINYHOCTD;

* aBTOGMOrpauio;

* 3asB/MEHMe O NpreMe Ha paboTy;

* [IOKYMEHT, KOTOPbIA NOATBEPXKAAET PErMCTPaLuio B CUCTEME UHAMBUAYAIbHOIO
NepcoOHNMULIMPOBAHHOIO Y4eTa, B TOM YuC/ie B (hOpMe 3M1EKTPOHHOI0 AOKYMEHTa,
6O CTPaxoBOe CBMAETENbCTBO rOCYAAPCTBEHHOMO MEHCMOHHOIO CTPaxoBaHus, 3a
NCK/TIOYEHNEM C/ly4yaeB, KOrja TPYA0BOIN [AOroBOp 3aK/N04aeTCs BrEPBbIE;

*  WAEHTU(UKALMOHHBIA HOMeP HaNoronnaTenbLUMKa,;

* [IOKYMEHT BOMHCKOIO yyeTa (411 BOEHHO00653aHHbIX /I1LL);

* [I0KYMeHT 06 06pa3oBaHuu;

* aTTeCTaUMOHHbIN JIACT;

* CMpaBKy O HanM4yum (OTCYTCTBUM) CYAMMOCTU W (MNK) hakTa YrosioBHOro
npecnefoBaHns;

* TPYAOBYH KHWXKY U (UNK) CBEAEHUA O TPYLOBOW [AeATeIbHOCTU, KPOMe Cy4aes,
Korga paboTHUK MPUHUMAETCA Ha paboTy BrepBble UM Ha YCNOBUSAX
COBMECTUTE/bCTBA;

*  MEULMHCKYIO KHIKKY;

* CBMWAETENLCTBO O Opake;

* CBWUAETENLCTBO O POXAEHUU [ETeN.

2.3. ObpasosaTenibHas opraHu3aums ohopmnseT:

* MpuWKa3s 0 Npreme Ha paboTy (0 NepeMeLLeHUN Ha Apyrue AOMKHOCTK);
 TPYZAOBOIi JOrOBOP B [IBYX 3K3eMMN/IAPax;
* [I0/HKHOCTHYH MHCTPYKLMIO.

2.4. MNepBMYHOE O(hOPM/IEHNE NIMYHOTO [eNa NpefycMaTpUBaET:

a) MPUCBOEHNE NTMYHOMY [ieNly HOMepa COrnacHoO XXypHay ydeTta NNYHbIX aen (NpunoxXxeHue
Ne 1);

0) npocTasfieHVe Ha 06/10XKKe NMYHOrO fena (npunoxeHue Ne 2) crefyroLmx PeKBU3NTOB:
MHAEKC fena (B COOTBETCTBMM C HOMEHKNATYPOWA fen 06pa3oBaTe/ibHON opraHu3aumn);
MO/IHOE HaMMeHOBaHWe 06pa3oBaTe/lbHOM OpraHn3alu: HOMEP IMYHOTO Aena; amuins Ums
0TYECTBO PabOTHMKA B VIMEHM TENIbHOM MafeXxe; AaTbl - Fof Havana v rog OKOHYaHus
BeAeHWs feNa; KOMIMYECTBO JIMCTOB; CPOK XPaHeHUs:;

B) NOMELLEHVe OKYMEHTOB, NMOA/IEXALLMX XPAHEHMIO B COCTaBe NINYHbIX AeN, B
XPOHOMOrMYECKOM MOPSIKE:

* BHYTPEHHSAA ONUCb AOKYMEHTOB fena (npunoxkeHve Ne 3);

* JIACT C OTMeTKaMu 06 03HaKOM/IEHUM PabOoTHMKa C NePCOHAIbHBIMU AaHHbIMU U3
nuyHoro aena (npunoxkeHue Ne 4);

* JIACT C OTMETKaMM 0 pe3sy/ibTaTax eXerofHon NpoBEPKM COCTOSHUS JINYHOIO Aena
(npunoxeHune Ne 5);

* JINYHbIA NINCTOK MO YYeTy KafpoB WM aHKeTa (MpunoxeHusi Ne 6 n Ne 7);



* aBTOGMOrpadus;

* 3asB/IEHME O NpUeme Ha paboTy;

* MpUKa3 0 Npueme Ha pabory;

* [O/MKHOCTHaA MHCTPYKLMS;

e TPYy[OBOI AOroBOp;

* [0roBOp O NOJSIHONM MaTepuanbHON OTBETCTBEHHOCTU (eC/M PabOTHUK -
maTepuasibHO OTBETCTBEHHOE /INLLD);

* XapaKTEPUCTUKM N peKOMeHAATEeNbHbIE MUCbMA;

2.5. JINCTbI JOKYMEHTOB, MOMELLEHHbIX B IMYHOE AeN0, NoANexaT HyMepaLmu.

2.6. [JOKyMeHTbI NOMELLATCS B ManKy-CKoOpocLUmBaTesb. Mpu YBONbHEHUW paboTHUKA Aeno
MPOLUMBAETCS HUTKaMK 1 CAAETCS B apXUB.

2.7. BHYTPEHHSIS ONWCb JJOKYMEHTOB, NMEIOLLMXCS B IMYHOM [ieNe, JO/MKHA COAePXKaTh
CBEAIEHUS! O NMOPSAKOBbIX HOMepax, HaMeHOBaHWSX JOKYMEHTOB fleNa, KOMNYeCcTBe NCTOB,
[aTax BKOUEHUS! JOKYMEHTOB B IMYHOE [IENI0 U U3bATUS U3 [ieNa, a TakKe KEM U3bST
[OKYMEHT 1 M0 KaKOI MpuUmHe.

2.8. BHYTpPEHHSS OMKUCb COCTABNISETCA Ha OTAEMbHOM NUCTe MO YCTaHOB/EHHON (hopMe.
JINCTbI BHYTPEHHEN onuncy HyMepytTCst OTAE/NBHO.

2.9. IMpn NOAroTOBKE NIMYHLIX AN K Nepeaade Ha XpaHeHWe K BHYTPEHHEN onvicu
COCTaB/ISIETCA UTOr0OBas 3amnucb, B KOTOPOI YKa3blBaeTCA LppamMu 1 NPOMNMUCLI0 KOJIMYECTBO
BK/IOYEHHbIX B HEe JOKYMEHTOB M KOMMYECTBO NIUCTOB AeNa.

3. BepgeHue NUYHbIX aen paboTHUKOB

3.1. /lnuHoe [1eN0 BEAETCS B TeUEHMe BCETO Neproaa paboTbl paboTHMKA 06Pa30BaTe/lbHOV
opraHmsaLum.

3.2. BefigHve NMYHOro Aena paboTHMKa NpeaycMaTpmBaeT NOMELLEHME B AEN0 AOKYMEHTOB,
06pa3yroLLMXCa B NpoLecce paboyelt AeATeNbHOCTU Y UMEIOLLMX 3HAYeHWe ANst TPYA0BbIX
OTHOLLIEHWA:

e [I0MONIHEHME K IMYHOMY ICTKY MO YUETY KafpOB;
* [IOMOMHUTENbHbIE COrNALLEHUs K TPY/0BOMY [JOr0BOpY;

 KOMWM NPKKA30B MO /INYHOMY COCTaBY, KOTOPbIE KacatoTCs PaBOTHUKA;

*  OT3bIBbl JOMKHOCTHbIX UL, O PAGOTHUKE;

e KOMUM [JOKYMEHTOB O MOBbILLEHUN KBA/IM(PMKALIUN;

* KOMWUU CepPTU(MKATOB, FPamoT;

* JINCT - 3aBepuTeNb Aena (COCTaBNAOT NPY CAaye MYHOTO [ena B apXuB);
*  VHble OKYMEHTHI.

3.3. B/IMuHble iena He NMOMELLLAOTCA JOKYMEHTbI, MMEIOLLIME BTOPOCTENEHHOE 3HAUYEHME.
Takue JOKYMEeHTbI XPaHATCA B OTAENbHOM Aefie «[JOKYMeHTbI, He BOLLIeJLLIME B COCTaB
NINYHBIX Jen».



3.4. PabOTHMK 3HAKOMUTCS C IMYHLIM [IENIOM B TEUYEHWE TPex paboumx fHel ¢ AaTbl
MOMTyYeHNst OTBETCTBEHHbLIM 3a BEEHWE AeN 3asB/EHNS C NPOCb60i 06 03HaKoMIeHUK. O6
3TOM fieNlaeTcst 0TMETKA B INCTE 03HAKOM/EHUS PabOTHMKA C INYHBIM [1€/10M.

3.5. O3HaKOM/IeHUe C [1e/IOM NPOUCXOANT UCKNIOUNUTENBHO B KAOMHETE OTBETCTBEHHOIO 3a
BeAieHMe IEN W B €ro NPUCYTCTBUW. 3anpeLlaeTcs BbIHOC [ena U3 KabuHeTa.

3.6. Bblgaua Konuii JOKYMEHTOB 13 IMYHOIO AeNia NPOU3BOAUTCS MO NMYHOMY 3asiBIEHUIO
PabOTHMKA 1 C paspeLleHmns avpekTopa. Konuu AoKYMEHTOB [O/MKHbI ObiTb 3aBEPEHbI
MpeaocTaB/ieHbl PA6OTHUKY B TEUEHWE TPEX AHEN CO AHS Mojaun 3asBeHus.

3.7. N3bATre OTAENbHBIX JOKYMEHTOB M3 IMYHOIO [ieNa NpPoM3BOANTCA C paspeLleHus
AVPEKTOpa 06pa3oBaTe/lbHON OpraH13aLmMy ¢ OOPMIEHEM COOTBETCTBYIOLLEN 3anich B
rpace «MprmedaHve» BHYTPeHHen onucy. Mpy BpEMEHHOM M3bATUAM JOKYMEHTa Ha ero
MecCTo (MeX/y NUCTaMU COCEeAHMX [IOKYMEHTOB) BK/afbIBAeTCs CrpaBKa-3aMecTUTENb C
YKa3aHMEM AaTbl U MPUYUH M3bSTUS C MOANMCHIO ML, BbIAABLUETO JOKYMEHT, U NOANMCHIO
nmua, NonyYMBLLETO ero BO BPEMEHHOE MO/b30BaHNe.

3.8. B Lensix o6ecreyeHnst KOHTPO/S 32 COXPAHHOCTbIO U aKTyallbHOCTbIO IMUHBIX AEN B
06pa3oBaTe/IbHOIN OpraHM3aLMm eXXerogHo NPOM3BOAUTCS NPOBEPKA UX HANUMS U
COCTOSIHUA.

3.9. ExxerogHyto NpoBepKYy COCTOSHUSA TMYHBIX A€M Ha NPeaMeT COXPaHHOCTU BKIHOUEHHbIX
B HEro [JOKYMEHTOB MPOBOAMT CneuuanbHO co3faHHas Kommceus. O npoBeAgHHbIX
MpOBEpKax AenaeTcs OTMETKA B /INCTE O pe3ynbTaTax eXerofgHoin NpPoOBEPKN COCTOSIHMSA 1
HanmMuma nnyHoro gena (npunoxxeHvie Ne 5) 1 cocTaBnsieTcst akT. Pe3ynbTaTbl NPOBEPKU
NNYHBIX Aen B 06513aTeNbHOM MOPSIAKE A0BOAATCA [0 AMPEKTOpa 06pa3oBaTe/IbHOM
opraHu3auum.

4. XpaHeHWe 1 yYeT JIMYHbIX feN paboTHUKOB

4.1 XpaHeHue 1 YYeT NNYHbIX aeN paboTHUMKOB 06pa3oBaTe/lbHOM OpraHM3aLmm
OPraHM3yHTCs C Liebio ObICTPOrO MOUCKA MMYHBIX eN. 0GECTIEUEHNSI NX COXPAHHOCTY 1
KOH(MAEHLMAIBHOCTY CBEAEHUIA, COlePXKaLLMXCA B AOKYMEHTaX /IYHbIX [efN. OT
HEeCaHKLIMOHMPOBAHHOIO OCTYNa.

4.2. InyHble aena paboTHNKOB XPaHATCS Yy OTBETCTBEHHOIO 3a BefleHWe fefl B CreyuaibHOM
LUKady.

4.3. [locTyn K IMYHbIM Aenam paboTHMKOB UMEKOT TO/IbKO OTBETCTBEHHbIN 3a BeAeHWeE Aen U
AVpeKTop 06pa3oBaTelbHON OpraHm13aLmMi 160 ero 3aMecTUTENN NPU UCTIONHEHWN
0653aHHOCTEN AupeKTopa 06pa3oBaTe/lbHOM OpraHu3aLuu.

4.4, CI/ICTEMaTI/I3aLl|I/IFI NINYHbIX gen pa60THVIKOB nponsBoanTCA B aJ'I(*)aBI/ITHOM nopAaake.
B T B L K.l 11| i

5. OdopmeHe NMNYHbIX Aen paboTHUKOB MNepes caaYver B apxus

5.1. OdhopmneHve NMYHbIX AeN A1S Nepeaadn B apXmB NPOM3BOANTCS OTBETCTBEHHbLIM 3a
BefleHVe Aen. 3Ta Npoueaypa BKIYaeT:



* MOALWWVBKY (Mepenser) Aena;

* YTOYHEHWE HyMepauun NINCTOB feng;

* COCTaB/leHNe NnucTa-3aBepuTens (NpunoxxeHue Ne 8);

e COCTaBfeHMe (YTOUHEHWNE) BHYTPEHHEN OnuUcCK;

e BHECEHVe YTOUHEHWIA B PEKBM3UTbI NMLIEBOI 06NOXKKW Aena.

5.2. JIncT - 3aBepuTe/b [eNa A0MKeH NOANMCaTh ero COCTaBUTE b, NPU 3TOM [e/NaeTcs
pacLMdpoBKa JOMKHOCTW 1 NOANMCY, NPOCTaBNsSeTCs AaTa. B npoLiecce MCMonb30BaHuMs
apPXUBHbIX JOKYMEHTOB B /INCTE-3aBEpPUTENE ENAOTCSA COOTBETCTBYHOLLIME OTMETKMN.

Ecnn neno noawmTo 6e3 NUcTa-3aBepurenst. To ero CnefyeT HakneuTb Ha BHYTPEHHIO
CTOPOHY 06MOXKM [ena.

5.3. C uenbto obecrneveHns COXpaHHOCTU NINYHbIX AeN PpeKOMeHAYeTCS:

e 00bEAMHATb MHAMBUAYANbHbLIE NMYHbIE AeNa YBOMEHHbIX PAOOTHUKOB B OAHY
0610)KKy (06beAMHEHHOE AEN0) C TaKMM pacyeToM, YToObl 06beM Aena (ToMa) He
npe.bilan 250 NMCToB (NyTeM CLUMBKX MaTepuasioB UHAMBUAYa/bHbLIX AN Mo
rogam yBO/bHEeHUS);

e pacnonaraTb MaTepuanbl UHANBUAYa/bHLIX [eN B nNpeaenax aena (toma) B
anPaBUTHOM nopsagke (noamuibHO), OTAENAA MaTepuasibl, OTHOCALLMECH K
pasHbIM VHAVMBUAYIbHLIM AenaM, YNCTbIM IMCTOM Bymarn ¢ yKasaHVem Ha Hem
(hamMnIMKn, MEHN 1 OTHeCTBA COOTBETCTBYIOLLErO YBOMIEHHOIO COTPYAHUKA;

e CHabXaTb KaKa0e 06befMHEHHOE Aen0 (TOM) BHYTPEHHEN OMUCHIO C
nepeyncrneHmem haMmuania, UMeH 1 OTHECTB M YKa3aH1MeM HOMEPOB CTpaHuL, B
npefenax KOTOpbIX PacrosioKeHbl COOTBETCTBYHOLLMNE AOKYMEHTHI.

5.4. Mepefaya MMUHbIX €N B apX1B OCYLLIECTBASETCS He Mo3aHee TPeX NeT Nocne
3aBEPLUEHUsI UX B [€NIONPOU3BOACTBE B COOTBETCTBUM C rpadmkoM. MpeaBapuTesibHO
OTBETCTBEHHbIM 3a BEfIeHVe fIeN MPOBEPSETC NOMHOTA U NPABU/LHOCTb MOATOTOBKM NINYHbIX
[en K nepefaye. BbisiBNEHHbIE NPU MPOBEPKE HEAOCTATKM YCTPAHSKOTCS OTBETCTBEHHbIM 3a
BefeHve fien. Mepefaya 1 NpueM NpPoMsBOAATCA MO ONUCK C MPOCTaHOBKO OTMETOK 0
Ha/IMYMN INYHBIX Jer.

5.5. JlnuHble gena paboTHMKOB, 3aKOHUYEHHbIE Aenonpon3BoacTBoM A0 1sHBaps 2003 rofa,
XpaHaTca 75 net, nocne 1 aHBapa 2003 roga - 50 net.

6. OTBETCTBEHHOCTb paboTodaTeNnn u paboTHMKa
6.1. PaboTHMKM 06pa30BaTe/IbHOM OpraHmn3auum 06s3aHbl CBOEBPEMEHHO MPeACTaBNATh
cBefieHNs 06 M3MEHEHUIN CBOUX MEPCOHa/bHbIX JaHHbIX, BK/IOUYEHHbIX B COCTaB /IMHYHOIO
Jena.
6.2. OTBETCTBEHHbI 3a BefeHWe fen paboTHUKOB HeceT AUCUUMIMHAPHYIO U UHYHO
OTBETCTBEHHOCTb 3a pasr/fialleHne KOHPUAEHUMabHbIX CBEAEHWI, COAEPXKALLMXCS B IMYHbIX
[lenax, v 3a VHble HapyLleHns nopsaaKa BefeHWUs NMNYHbIX [en.

7. MNpaBa paboTogaTens u paboTHUKa

7.1. PaBoTHUKI 06pa30BaTeNlbHOl OpraHu3aLuy MMeT MNpaBo:



* MOMyYaTb MOMHYH MHDOPMaLMIO 06 06pabOTKE CBOMX MEPCOHANbHbIX AaHHbIX;

* nonyYaTb JOCTYN K CBOMM NePCOHaNbHbIM [JaHHbIM;

* OMyYaTb KOMWUM JOKYMEHTOB, XPaHSLLMXCA B TIMYHOM [ENe;

e TpeboBaTb UCKNHOUEHMSI UM UCNPABNEHNSI HEBEPHBIX M HEMOMHbIX (MCKaXKEHHBIX)
CBOMX MEPCOHa/bHbIX AaHHbIX.

7.2. PaboTopgatenb MMeeT Mpaso:

* 06pabatbiBaTb NEpPCOHabHbIE AaHHblEe PAOOTHMKOB, B TOM YKC/IE U Ha
3NEKTPOHHbIX HOCUTENSIX;

¢ -3aMpaLlmBaTb OT PAGOTHMKOB MHOPMALIMIO, HEOOXOAUMYIO AN BEAEHWS NINYHbIX
[en 1 06paboTKN NePCOHa/IbHbIX AaHHbIX.



