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IOJO)XKEHUE

O NOPAJAKE BEAEHUS JIMYHBIX JAEJ TIEJATOI'OB 1
COTPYJIHUKOB HIKOJIbI

f

L.OBIIUE ITOJIOKEHUS

1.1  Hacrosimee [lonoxeHue oOmnpeaenseéT IOPSNOK BENEHHS JMYHBIX Jel1 INeJarorop u
cOTpyAHUKOB IIIK0nbL

1.2 ITosnoxenue pa3paGoTaHo B COOTBETCTBUH ¢ Ykaszom [Ipesuaenta Poccuiickoit denepanuu
or 30.05.2005 r. Ne 609 « OO yrBepxacHuu [loiokeHHs O NEPCOHATBHBIX NAHHBIX
rocyaapcTBeHHoro ciyxamero Poccuiickodt ®enepamyu ¥ BeleHUH €ro JHYHOIO J€Nay;
OepiepanbHbiM 3ak0HOM 0T 27.07.04 Ne79 — O3 «O rocynapcTBeHHON TIpakIaHCKOM ciryxkbe
Poccuiickoit ®enepannn»; TpymossiM koaekcoM P®; KosekTHBHBIM JOroBOpoM; YCTaBOM
IlIkonsl.

1.3 Benenue JM4HBIX €] IEIAaroroB U COTPYAHUKOB Bo3JiaraeTes Ha cekperaps [LIKousl.

II. HIOPATOK ®OPMUPOBAHNSA JIMYHBIX JEJ COTPY THUKOB

2.1 ®opmHpoBaHHE IHYHOTO jella HENaroroB M COTPYAHUKOB [IKOIBI  MPOM3BOAMTCH
HEIIOCPEJICTBEHHO 1ocie npuema B OV mwiu 1epeBoja NMeNaroroB H COTPYAHHKOB H3 JPYroro
00pa3oBaTEIbHOTO YUPEKACHHUS.

2.2 B cOOTBETCTBHHU ¢ HOPMATHBHBIMHK JOKYMEHTAMH B JIMUHBIE JeJIa [IEAarOTOB H COTPY/AHHKOB
[lIxoel BKIABIBAIOTCS CIEAYIOMIUE TOKYMEHTEI:

ITeoazoz npeoocmasnsnem:

— 3asBleHHE O IIpHeMe Ha pabory;

— Asro6uorpaguro;

— Komnuio nacnopTa uim HHOTO JOKYMEHTA, YIOCTOBEPSIOLIETO THYHOCTE),
— Konwro ¢TpaxoBoro cBUAETENLCTBA IEHCHOHHOTO CTPAXOBAHMS;



Konuro uAeHTHPUKAIMOHHOTO HOMEpa HAIOTOILIATENbINNKA,

Komuu nokymMeHTOB 06 06pa3oBaHuH;

Konuu JOKYMEHTOB O KBaTH()UKAIUY HIIH HAJIMYMU CHIEIHATIBHBIX 3HAHHM;
TpynoByIO KHHXKKY;

Komuu 10KyMEHTOB BOMHCKOTO y4deTa (/11 BOSHHOOOS3aHHBIX JIKIL)
Konuio cBUAETENBCTBA 0 Opake;

Kormnuio CBUIETEIHCTBA O POXKIECHUH JETEN;

XapaKTepUCTUKH, PEKOMEHIATEBHBIC TUChMa, OTHOIIEHHS (€CIIM €CTh B HATMYHH);
3asgBICHUE O TIEPEBOJIE;

MenuITMHCKYIO KHUXKY;

Konuu 10KyMEHTOB 0 Harpa)kKICHUH;

KOMHIO ATTeCTALMOHHOTO IUCTA [TOCTeHEH aTTeCTAIIHH;

Crpasky, nonTBepmna}ofuym OTCYTCTBHE CyIUMOCTH.

Cornacue (nucpMeHHoe) paboTHHKA Ha 00pabOoTKY IEPCOHANBHBIX TAHHBIX.

Compyonux OY npedocmasnnem:

3asgBieHue 0 MpHeMe Ha padoTy;

Konmio nacmnopra Wik UHOTO JJOKYMEHTA, YAOCTOBEPSIOIIErO JTUYHOCTD;
Komnuio ¢cTpaxoBOro CBUAETENHLCTBA IEHCHOHHOTO CTPAXOBaAHUS;
Konuro uaeHTH(GUKAIIMOHHOTO HOMEPaA HAOTOILIATEIbIIMKA;
TpyaoByrO KHHXKKY; .

Konuu JOKYMEHTOB BOMHCKOTO y4eTa (718 BOCHHOOOA3aHHBIX JIUII)
Komnuro cBUIeTENbCTBA O OpaKe;

Konuio CBUIETENBCTBA O POXKIACHUHN JAETEH;

MenuurHCKYO KHHXKKY,

CrpaBky, MOATBEPXKAAIOLLYIO OTCYTCTBHE CYTUMOCTH.

Cornacue (nucsMeHHoe) paboTHHKA Ha 00paboTKy NEPCOHATBHEIX JaHHBIX.

Pabomooamens ogpopmnsem:

TPYAOBOM TOTOBOP B JIBYX 3K3EMILIAPOB;

TIPHKa3 O IIpHeMe Ha paboTy (O MepeMeIleHHU Ha APYTHE JOIDKHOCTH);
mgHyIo KapTouky Ne T-2;

JIOJKHOCTHYIO MHCTPYKIIMIO B IBYX 9K3€MILIAPAX;

Pabomooamens 3nakomum:

2.3. C nesnbio obecreueHus HaaIexaniel COXpaHHOCTH JTMYHOIO JIeNa IIeJaroroB U COTPYHHKOB
[Ikonel # yaoOCTBa B OOpalleHWH ¢ HUM IIpH GOPMHMPOBAaHMM IOKYMEHTH! ITOMEIIAIOTCS B
OTACNBHYIO Tanky. JIHYHOMY ey NpHCBaWBaeTCs YYCTHBIM HOMEP W 3aBOIUTCS KHHUIA y4eTa

C HOPMATHUBHO — MTPABOBBIMHU 0KyMeHTaMH IIKobl;
¢ JOJDKHOCTHOM MHCTPYKIIUEH,
¢ )KYPHAJIOM pErMcTpaliy TPYIOBBIX JONOBOPOB IO POCIIUCH;

[POBOAUT BBOJHBIA HHCTPYKTaX, HHCTPYKTaX II0 OXpaHe TpyJa, HHCTPYKTaK 1O

IIPOTHBONOXAPHOH 6€30IMacHOCTH

JIMYHBIX ACII.



2.4 JIoKyMEHTBI ,XPaHSLIHECS OTHEIBHO:
- TPYAOBbIC KHHKKH, MEJULUHCKHE KHIDKKH XPaHATCS OTAENLHO B cetipe KabUHEeTa MUpeKTOpA.

-/I0JDKHOCTHBIC MHCTPYKIIMH XPAHATCS B OTAEILHOMN IamKe.

Iy h

-TPYJNOBOH JI0TOBOP, TOMOTHHUTEIBHBIE COMNAMICHHS XPAHATCS B OT1eIbHON HANKe

2.5. Obs3arenbHOl SBISIETCS BHYTPCHHSSL ONMMCh JOKYMCHTOB, HMEIOIINXCS B JIMYHOM JIEe.

ITI. ITOPSATOK BEJAEHUSI
JUYHBIX TEJ IEJATOTOB Y COTPYIHUKOB .

3.1 Jluunoe meno memaroros u coTpymHukoB  LIIKGIbI BENIETCS B TE€YEHHE BCErO MEpHOJa
paboThI KaXI0T0 megarora u cotpyauuka B llkore.

3.2 Benenwe nuHOTO N€i1a IPEyCMaTPUBAET:

=g HOMCH_IGHHG JOKYMCHTOB, [IOJJIEKAIINX XPaHCHHUK) B COCTaBe JIMYHBIX [JE€J, B
XPOHOJIOTHYECKOM IOpsiKe,

- E)KGFO,Z[HYIO IIPOBEPKY COCTOSHHSA JIMUHOTO JleNia [ICJaroroB 1 COTPYAHUKOBR Ha npeamMer
COXPaHHOCTH BKJIFOUYEHHBIX B HEr'O JAOKYMECHTOB U CBOEBPEMCHHOE 3aIlOJTHCHHUE.

f

3.3 JIMCTEL 1OKYMEHTOB, HOAMKMTHIX B IHYHOE A0, mojexar HyMepanuu. CBeneHus o6 3Tux
AOKYMCHTaX, BKIIFOYdst HyMEPAIMIO CTPAHHIL, B NIPEICIIaX KOTOPBIX OHH PacilookeHb! B IATHOM
Jene.

3.4. TpynoBBIE KHUKKH, MEIULMHCKHE KHIKKY XPaHSATCA OTAEIBHO B CeHhe AUPEKTOPA LIKOJIEL,

3.5, JIOMmKXHOCTHBIE HHCTPYKIHH XPpaHATCS B OTAENbHOM manke QY.

IV.TIOPSAIOK YUYETA U XPAHEHMUSI
JIMYHBIX JEJ NNEJAIOTOB U COTPYOIHUKOB

4.1 XpaHeHHe U y4eT JUYHBIX €] NeJaroroB u COTpyHHUKOB [1IKOJIBI OpPraHu3yIOTCS ¢ HEbIo
OBICTPOro ¥ Ge30MUGOYHOrO MOUCKA JHUHBIX Aell, OOECIEYeH ST UX COXPAHHOCTH, a TAaKKe
obecneyeHust KOHQUACHIHATLHOCTH CBELCHHH, CONCPHKAIIMXCA B JOKYMEHTAX JTHUHBIX J€, OT
HECAHKIMOHUPOBAHHOTO JOCTYIIA:-

4.2. JInunpie nena COTPYIHUKOB XPAHATCS B Kanueasapun LUIxons.

4.3. JlocTyn K TMYHBIM feaM Tearoros u COTPYAHUKOB HMMEIOT TOJBKO mupektop I1Ikosier u
CEKpeTaph.

4.4. Cucremarusanus NHYHBIX AeT NEIAroros COTpyAHUKOB  Illkonbl mpousBoxuresi B
an(aBUTHOM MOPSAKE.

4.5. Jluumble nena memaroros u COTPYAHUKOB OV, HMEIOLUIHX TIOCyIapCTBEHHBIE 3BaHUs,
IPCMHUH, HATPajIbl, yUCHBIC CTENCHH M 3BAHUS, XPAHSTCS TIOCTOSIHHO, & OCTAJIbHBIX COTPYIHHKOB
— 75 neT ¢ roma yBONBHEHHS pabOTHHKa (B COOTBETCTBHH ¢ Ilepeunem THIIOBBIX
YHPABJICHYCCKHX IOKYMEHTOB, yTBEPXICHHBIM Pocapxusom 6 okTsa6ps 2000 roxa).



V. NOPAAOK BbBIJAYM JIMYHBIX JEJI
BO BPEMEHHOE ITOJIb30OBAHHUE

5.1 Beinaga nu4HBEIX Jen (OTAENBHBIX JOKYMEHTOB B COCTaBE JIHUHOTO J€Nd) BO BPEMEHHOE
[I0JIB30BAaHKE IIPOU3BOAUTCSA ¢ paspelneHust nupextopa HIkosbl.

5.2 Pabora (03HaKOMIICHHE) C JIMYHBIMH JIeJaMU NIEJaroroB W COTPYIHHKOB IIPOU3BOJMTCS B
kabuHEeTe cexpeTapsi, a BpeMs paboThl OrpaHUYUBACTCS MpedeaMH OJHOro pabouero ads. B
KOHIIe pabo4ero qHs ceKperapb 00si3aH YOEAMTHCS B TOM, YTO BCE JIMYHBIE J€Ia, BhIIAHHBIE BO
BPEMEHHOE I10JIb30BAHUE, BO3BPAILICHLI HA MECTO XPAHEHHUS M €CTh JIH HEeOOXOAMMOCTH MJIs
IPUHATHS MEP K UX BO3BPAIIEHHUIO HITH PO3BICKY.

5.3 @axT BBJAUM JIMYHOTO Jefa GUKCUPYETCs B KOHTPOJILHOM XKYypHaJIE.

VI. OTBETCTBEHHOCTb

6.1 Ilegarorn u cotpyauuku Illkosibl  00s3aHBI CBOEBPEMEHHO MPEICTABIATH CEKPETAPIO
CBEZIeHHs 00 U3MEHEHHUH B IEPCOHATBHBIX JAaHHBIX, BKIIIOUEHHBIX B COCTAB JIMYHOTO JejIa.

6.2 Pabortonarens o0ecneunBacT;

— COXPaHHOCTB JIMYHBIX JIEN [1€/Iar0T0B U COTPY/IHUKOB ;
f
—  KOHQUICHUHMATBHOCTH CBEACHHH, COMEPKAIIUXCA B JIMYHBIX JE€NaX MEJaroroB H
cOTpyIHUKOB [1IKOJIBI.

VII. IIPABA

7.1 Jlna obecriedeHus 3aIUTHI MEPCOHATBHBIX MAHHLIX, KOTOPHIE XPAHATCS B JIMYHBIX JEJIaX
nearoros U coTpyaHUKoB  Hlkounsl,

neoazozu u compyonuxku Ilkonst umeiom npaeo:

— MOJYYHTh IIOJHYIO MHGQOPMAIMIO O CBOMX MEPCOHAIBHBIX JAaHHBIX H 00paboTKe THX
JAHHBIX

— TOJY4YUTh CBOOOHBIN JOCTYI K CBOMM IIEPCOHAILHBIM JTaHHBIM;

— TMOIYYUTH KOIMWH, XPAHSALIKECS B JINYHOM el U cojepxalliie NMepCcoHaTbHBIC JaHHEIE,

— TpeboBaTh WMCKIIOYEHMs HJIM HCIIPABICHHWs HEBEPHBIX MM HEIOJHBIX II€PCOHANBHbIX
JAHHBIX.

pabomoodamens umeem npago:

- O6pa6aTI)IBaTI: HEPCOHAIBHBIC JITAHHBIC NEAArOroB U COTPYAHHKOB OY, B TOM HHUCJIC U
Ha SJICKTPOHHBIX HOCUTEIISX,

3aPOCHUTEH OT MEJAroroB U COTPYTHUKOB OV BCIO HEOOXOJUMYIO HH(OPMALIHIO.



