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1. O0mume moJ1okeHus

1.1. HacTosmuii TOKadbHBIA aKT ONMpeAesseT MOPSAOK BEeeHUs, ydeTa U XpaHEHUS JIMYHBIX
nen  pabOTHUKOB ~ MYHHMIIMIAIBHOTO  OIOJDKETHOTO  YUPEXKICHUSI  JIOMOJIHUTEITHEHOTO
obpazoBanus «Illkona uckycceTBy (nanee — YupexaeHue).

1.2. Tlopsimox pa3zpaboTaH B COOTBETCTBHH ¢ TpymoBbeIM Konekcom PD, dexepanbHbIM
3akoHOM oT 27.07.2006 Ne 152-®3 «O mnepcoHalbHBIX [AaHHBIX», MeTOAUYECKUMU
pexomenmanusmu Pocapxusa, Ykazom [Ipesuaenra ot 30.05.2005 Ne 609 «O0 yTBepKacHUH
[TonoxkeHHss O TEPCOHANBHBIX JaHHBIX TOCYIapCTBEHHOIO Ciyamiero Poccuiickoit
@denepanii ¥ BEJACHWHM €r0 JIMYHOTO Jelia», KOJUICKTUBHBIM JOTOBOPOM H YCTaBOM
Yupexaenus.

2. @opMHpOBaHHe JHYHBIX /ieJ] pA0OTHHUKOB

2.1. ®opMHpoBaHUE JIMYHOTO JieNa pabOTHUKA MPOM3BOIUTCS PabOTHHUKOM, Ha3HAYEHHBIM
IUpeKTopoM YupexaeHus (majgee — OTBETCTBEHHBIM 3a BemeHue gei). JluuHoe nemno
¢dbopmupyeTcs He Mo3AHee MATH pabouMux JAHEH CO JTHS 3aKIOYEHHUs TPYIOBOIO JOrOBOpa U
TOJIBKO I10CJIE TTOJIy4€HUs OT paOOTHHKA COrIacusl Ha 00pabOTKy ero NepCOHaIbHbBIX JAHHBIX.

2.2. Ilpu nocTymieHHH Ha paboTy pabOTHHK MPEIOCTABISIET (IPU HATMYHH):

e IaCHOPT WM MHOU JOKYMEHT, YAOCTOBEPSIOIIUIl TNYHOCTE,

e aBTOOHMOTrpaduIo;

e 3asBIIEHHE O NpHEeMe Ha paloTy;

e JIOKYMCHT, KOTOpI)II\/II MOATBEPKAACT PETUCTPALIUIO B CUCTEME HHANBUAYAJIBHOT'O
NEepCOHU(UITUPOBAHHOTO YU€Ta, B TOM YUCIIE B (hOpME IJIEKTPOHHOTO TOKYMEHTA,



100 CTPaxOBOE CBUETEIBCTBO TOCYIAPCTBEHHOT'O TICHCHOHHOTO CTPaXOBaHUsl, 32
UCKIIIOYEHUEM CITy4aeB, KOr/ia TPYIOBOM JTOTOBOP 3aKJIF0YAETCS BIICPBBIC;

e UACHTH()UKAIIMOHHBI HOMEP HAJIOTOILIATEIBINNKA,;

e JIOKYMEHT BOMHCKOTO y4eTa (17151 BOCHHOOOS3aHHbIX JIUII);

e JIOKyMEHT 00 00pazoBaHuy;

e ATTECTAIMOHHBIH JIKCT;

e CIIPaBKY 0 HAIMYKMK (OTCYTCTBHH) CYAMMOCTH U (MiH) aKTa yroJOBHOTO
HpeciieIOBaHMUS;

e TPYIOBYIO KHMXKY ¥ (HJIH) CBEJICHUS O TPYAOBOMU JCATECIBHOCTH, KPOME CITy4acB,
KOT/1a paOOTHUK TIPUHUMAETCS Ha pabOTy BIIEPBbIC MU Ha YCIOBUAX
COBMECTHUTEIIbCTBA,

e MEIUIIMHCKYIO KHHUXKKY;

e CBHUJICTEIBLCTBO O Opake;

e CBHUJIETEIBCTBO O POXKICHUU JCTEH.

2.3. YupexaeHue opopMIsier:

e TMpHKa3 0 IpueMe Ha paboTy (0 MepeMeNICHUH Ha IPYTUE TOJKHOCTH);
e TPYIOBOM JOTOBOP B ABYX IK3EMIUISIPAX;
e JIOJHKHOCTHYIO MHCTPYKIIHIO.

2.4. IlepBuyHoe 0(opMIICHUE TUIHOTO JeIIa TPETyCMaTPHUBALT:

a) MPUCBOCHHUE JINYHOMY JIEITy HOMEpa COTJIACHO JKYPHATY ydeTa JIMYHBIX e (IPHI0KCHUE
Ne 1);

0) mpocTraBjieHne Ha 00JI0XKKe JTUIHOTO Jena (mpuoxerne Ne 2) Cleayronmx peKBU3UTOB:
WHJIEKC Jiena (B COOTBETCTBHM C HOMEHKIIATYPO# /671 00pa30BaTeIbHOM OpraHU3aIliHg);
MOJIHOE HANMEHOBAHUE 00Pa30BaTEIHbHON OpTaHU3AI[UH; HOMEP JTUIHOTO Jelia; (aMUITHS UMS
OTYeCTBO PabOTHHKA B UMEHUTEILHOM MaJIeXe; TaThl — FOJl Hadajia U roJ OKOHYaHUS
BEJICHUS JIeJIa; KOJMIECTBO JINCTOB; CPOK XpaHEHUS,

B) NMOMCIICHHUE JOKYMCHTOB, IMOJJICKAIINX XPAaHCHHUIO B COCTAaBC JIMYHBIX JICJI, B
XPOHOJIOTHYECKOM MOPAIKE:

e BHYTPEHHSISI OMKCH JOKYMEHTOB Jieia (mpuiokerue Ne 3);

e JIUCT C OTMETKaMH 00 03HAKOMIICHUH PaOOTHHKA C IEPCOHAIBHBIMU IAHHBIMH U3
au4HOTo nena (mpunoxenue Ne 4);

e JIUCT C OTMETKAMH O PE3yJbTaTaX €KEroJHOM MPOBEPKU COCTOSHHUS JIHYHOTO JIesia
(mpunoxenue Ne 5);

e JIMYHBII JIUCTOK IO yYETy KaJpoB win ankeTa (mpunoskenust Ne 6 u Ne 7);

e aBTOOMOTrpadus;

e 3asBJEHUE O IIpHUEME Ha PadoTy;

e TpHKa3 O IpHeMe Ha paboTy;

e JIOJDKHOCTHAsI HHCTPYKITHS;

e TPYAOBOW IOTOBOD;

e JIOTOBOP O MOJHOI MaTepHalIbHOW OTBETCTBEHHOCTH (€CTIH PaOOTHHK —
MaTepralibHO OTBETCTBEHHOE JIUIIO);

e XapaKTePHUCTHUKU U PEKOMEH/IaTeIbHBIC TUChMA.

2.5. JIucThl JOKyMEHTOB, TOMEIIECHHBIX B IMYHOE JIEJI0, IOIEKAT HyMEPalnH.



2.6. JIoKyMEHTBI TOMEIIAIOTCS B MAINKY-CKOPOCIINBaTeNb. [Ipu yBobHEHNH paOOTHUKA J1€10
MPOIIMBACTCS HUTKAMH U CIIACTCS B apPXUB.

2.7. BHyTpeHHss ONUCh TOKYMEHTOB, UMEIOLIUXCS B JINYHOM JIeJIe, IOJKHA COJepKaTh
CBEJICHUS O MOPSAIKOBBIX HOMEPAX, HAMMEHOBAHUAX JOKYMEHTOB JieJa, KOJIMYECTBE JIMCTOB,
JaTax BKIJIIOUEHUS TOKYMEHTOB B JIMYHOE JIEJI0 U U3BATHS U3 I€]a, a TAKKE KEM U3BAT
JOKYMEHT U 110 KaKO! IIPUYHHE.

2.8. BHyTpeHHss ONUCh COCTABIISETCS Ha OT/AEIBHOM JIUCTE [0 YCTAaHOBICHHOH (opme.
JIucTel BHYTPEHHEH OIIUMCU HYMEPYIOTCS OTHENBHO.

2.9. IIpu moaroToBKe JIMYHBIX JIeT K TIepeade Ha XpaHCHUE K BHYTPEHHEH OMmucH
COCTaBJISICTCSI UTOTOBAsI 3aMKCh, B KOTOPOM yKa3bIBaeTCs HU(PPaMU U IPOMUCHIO KOJIUYECTBO
BKJIFOUEHHBIX B HEE JJOKYMEHTOB M KOJIMYECTBO JIMCTOB JIENA.

3. Benenue JUYHBIX J1eJ1 pA0OTHUKOB
3.1. JIuuHoe neno BeACTCS B TEUYCHUE BCETO MEPHo/Ia paboThl paOOTHUKA YUPEKICHHUS.

3.2. Benenue nuyHoro fena paboTHHKA MpeyCMaTpPUBAET MOMEIIEHUE B JENI0 IOKYMEHTOB,
00pa3yromuxcs B porecce pabodeii NesITeIIbHOCTH U UMEIOIIUX 3HAUCHUE JIJIST TPYIOBBIX
OTHOIIIEHUMN

e JIOTIOJHEHUE K JUYHOMY JIMCTKY IO Y4ETY KaJIpOB,;

e JIOIOJIHUTEJNIbHBIE COTJIAIIEHUS K TPYJOBOMY JI0TOBODY;

e KONHH NPUKA30B I10 JUYHOMY COCTaBY, KOTOPbIE KacaloTcs paOOTHHKA,

e OT3BIBbI JIOJUKHOCTHBIX JIUI[ O PAOOTHHKE;

e KOMNHM JOKYMEHTOB O MOBBILICHUH KBATH(PUKAIIH;

e KOIUM cepTU(UKATOB, IPaMOT;

e JIMCT — 3aBEPUTEIb JieNa (COCTABISIOT MIPHU ClIaue JIMYHOTO JIeNia B apXUB);
e VHBIE JOKYMEHTBHI.

3.3. B nuyHble 1ena He MOMEeIalTCs JOKYMEHThI, UMEIOIHEe BTOPOCTEIIEHHOE 3HAaUCHHE.
Takue moxymeHTsl XpaHsaTcs B oTAeabHOM jeie Ne 05-10 «JlokyMeHTBI, He BOIIEIIINE B
COCTAaB JIMYHBIX JEI.

3.4. PaGOTHHMK 3HAKOMUTCS C JINYHBIM JIEJIOM B TEUEHUE TpeX pabouMX JHEH ¢ AaThl
MIOJIy4Y€HHUs1 OTBETCTBEHHBIM 3a BEJICHUE JIeJT 3asBJIEHUs ¢ IPOchOoi 00 o3HakomieHuu. O0
3TOM JIEIAaeTCsl OTMETKA B JINCTE O3HAKOMIICHUS] paOOTHHKA C JINYHBIM JICJIOM.

3.5. O3HakoMITeHHE C JIETIOM TTPOUCXOIUT UCKITIOUYUTEIIEHO B KAOMHETE OTBETCTBEHHOTO 32
BEJICHUE I U B €ro MPUCYTCTBHUH. 3ampeliaeTcs BIHOC Jelia U3 KaOuHeTa.

3.6. Brimaua konuit JOKYMEHTOB U3 TUYHOTO Jieia TPOU3BOAUTCS MO TUYHOMY 3asIBICHUIO
pabOTHHKA U C pa3pemieHus nupekTopa. Komuu 10KyMEeHTOB JOJKHBI OBITh 3aBEPEHBI U
MpPeIOCTaBlIeHbl PpAOOTHUKY B T€UEHUE TPEX THEH CO THS MOJa4YU 3asBICHHUS.

3.7. 3bsiTHE OTHETBHBIX TOKYMEHTOB U3 JJMYHOTO Jiea MPOU3BOIUTCS C pa3pelICHUS
IUpeKTopa YupexaeHus ¢ opopMIIEHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«IIpumeuanue» BHyTpeHHeH onucH. [Ipu BpeMEHHOM U3BSITHH TOKYMEHTA Ha €ro MECTO



(MC)KI[y JJUCTaMHu COCCIHUX ,Z[OKyMCHTOB) BKJIaABIBACTCA CIIPABKA-3aMCCTUTCIIb C YKA3aHHUECM
AaThl U IIPUYHH U3BATHUA C IIOAIIHUCHIO JIMIA, BEIAABIICTO JOKYMEHT, U IIOAIMCHIO JIMIIA,
MOJIYYMBLICTO €0 BO BPEMCHHOC IMOJIb30OBAHUC.

3.8. B nesisix odecneyeHuss KOHTPOJISI 32 COXPAHHOCTBIO M AKTYAJIBHOCTHIO TMYHBIX €]
B YUpesK/JIeHUH €:KeroHO NPOU3BOAUTCH MPOBEPKA UX HAJIMYHSA U COCTOSTHUA.

3.9. EsxeroiHyro mpoBepKy COCTOSIHHS JTMYHBIX JIENl Ha MIPEIMET COXPAHHOCTH BKIFOUEHHBIX
B HETO JIOKYMEHTOB ITPOBOJIUT CIIELUAIIBHO co3aHHas KoMuccus. O MpoBeAEHHBIX
IIPOBEPKAX JEJIAETCS OTMETKA B JIMCTE O pe3yibTaTax €KEeroJHON IIPOBEPKU COCTOSHUS U
HaTM4us JUgHoro faena (npuioskerne Ne 5) u cocrapisieTcs akT. Pe3yabTaThl MpoBEpKH
JIMYHBIX JIeJ B 0053aTEIIbHOM MOPSAKE TOBOASTCS /10 TUPEKTOpa Y UpexKAeHUsI.

4. XpaHeHue U y4eT JUYHBIX el pa00THHKOB

4.1 XpaHeHue 1 y4eT JIUYHBIX JieJl paOOTHUKOB YUpexk/I€HUs OPraHU3yIOTCS C LEIbI0
OBICTPOI0 OMCKA JINYHBIX €], 00eCIIeUeHHsI UX COXPAHHOCTU M KOH(PUAECHINATLHOCTH
CBEICHUM, COJIEpKaINXCs B JOKYMEHTaX JIMYHBIX 1€, OT HECAaHKIIMOHUPOBAHHOIO JJOCTYIIA.

4.2. Jluynble nena pabOTHUKOB XPAHSTCS Y OTBETCTBEHHOTO 32 BEJICHHE JIE] B CIICHUATIBHOM
METaJUIMYEeCKOM ceiide.

4.3. ocTyn K JINYHBIM JieflaM paOOTHUKOB UMEIOT TOJIBKO OTBETCTBEHHBIH 32 BEJICHHE €T U
TUPEKTOP YUpexKIAeHHs TUO0 ero 3aMeCTUTENU IPU UCIIOTHEHUH 0053aHHOCTEN JUPEKTOpa
Yupexaenus.

4.4. Cucremaru3anus JIMYHbIX Je] paOOTHUKOB NPOU3BOIUTCS B aJI()aBUTHOM HOPSIJIKE.
5. OdopMmiieHne TUYHBIX eI pa0OTHHKOB Nepe] caaveil B apXuB

5.1. OdopmiieHne TUYHBIX A€ A7 Mepeaadd B apXUB MPOU3BOJUTCS OTBETCTBEHHBIM 32
BEJICHUE JIeN1. DTa MpoLeaypa BKIOYaeT:

e mOMIUBKY (MEperuieT) aena;

e YTOYHEHHE HyMEPAIMH JINCTOB JIEIIa;

e COCTaBJICHHUE JIHCTa-3aBepuTes (mpuaoxenue Ne 8);

e cocraBieHne (yTOYHEHHE) BHYTPEHHEN OIHCH;

e BHECEHHE YTOYHEHHUI B PEKBU3HTHI JIUIICBOI OOJI0KKH Jea.

5.2. Jluct — 3aBepuTenb Aela J0JKEH MOMUCaTh €T0 COCTABUTENb, IPU ATOM JeNaeTCs
pacippoBKa JOJPKHOCTH U TIOJIIKMCH, TIPOCTABIISIETCS 1aTa. B mporecce MCmoib30BaHUs

APXUBHBIX TOKYMCHTOB B JIMCTC-3aBECPUTECJIC ACIIAOTCA COOTBCTCTBYIOIINEC OTMCTKHU.

Ecnu neno mogmmuro 6e3 aucTa-3aBepuTeNs, TO €ro CIeyeT HaKIeUTh Ha BHYTPEHHIOO
CTOPOHY OOJIOKKH JieTia.

5.3.C OCIIBIO obecreueHust COXPaHHOCTH JIUYHBIX JICJI PCKOMCHOYCTCH.

e O00BEIMHSATH HHAWBUAYATbHbIEC THYHbIC J€j1a YBOJCHHBIX PAOOTHUKOB B OHY
005105kKy (00BEAMHEHHOE JIEI0) C TAKKUM pacueToM, 4TOOBI 00beM jeia (ToMa) He



npessian 250 JIMCToB (yTeM CITUBKU MaTepHaIOB WHIUBHIYAILHBIX JEI 110
rojiaM YBOJIbHEHHUSI);

e pacroJiarathb MaTepHasbl MHIMBUAYAIbHBIX JIC] B IIpeeiax aeia (ToMa) B
anaBuTHOM TIOpsiaKe (MohaMUIBHO), OTACIISAS MaTEePHAIIbl, OTHOCSIIIHECS K
Pa3HbIM MHAUBUAYAJIbHBIM ACJIaM, YUCTBIM JIMCTOM 6YMaFI/I C YKa3aHHMEM Ha HEM
(baMuIIMK, UMEHH M OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPY/IHUKA;

e CcHAOXaTh KaXKI0€ 00BEAMHEHHOE /110 (TOM) BHYTPEHHEH OMHCHIO C
nepeyrciacHieM (haMIIHiA, IMEH U OTYECTB U YKa3aHHEM HOMEPOB CTPAHHUII, B
npezenax KOTOPbIX PAClOI0XKEHBI COOTBETCTBYIOIINE JOKYMEHTHI.

5.4. Ilepenaya TUYHBIX /1€ B apXUB OCYLIECTBIISIETCS HE NIO3AHEE TPEX JIET IOCTIE
3aBepUICHUS] UX B IEJIONPOU3BOICTBE B COOTBETCTBUU C rpadukom. [IpenBaputensHo
OTBETCTBEHHBIM 32 BEJICHUE JI€J]1 IPOBEPSIETCS IOJIHOTA U NIPABUIIBHOCTD IOJATOTOBKH JIMYHBIX
JIell K nepeniaye. BolsBIeHHBIC TPU MPOBEPKE HEJOCTATKU YCTPAHSIIOTCS OTBETCTBEHHBIM 32
BeneHue nen. [lepenaya u npuem npous3BOAATCA MO OIUCH C IPOCTAHOBKOM OTMETOK O
HAJIMYUU JIUYHBIX JIe].

5.5. JInunblie nena pabOTHUKOB, 3aKOHYCHHEIE J1enonpon3BoacTBoM 110 1 saBaps 2003 rona,
xpansaTcs 75 ner, nmocie 1 suBaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH padoToAaTe s U PaGOTHUKA

6.1. PaboTHHKYM YupekaeHus 00s3aHbI CBOSBPEMEHHO MPEICTABIATH CBEICHUS 00
M3MEHEHUU CBOMX MEPCOHAIBHBIX JaHHBIX, BKIFOUEHHBIX B COCTaB JIMYHOTO JIejIa.

6.2. OTBETCTBEHHLIH 3a BCACHUC OCJI pa6OTHI/IKOB HECCT JUCHUIINIMHAPDHYIO U HHYIO
OTBCTCTBCHHOCTH 3a pa3rjlalliCcHUEC KOH(l)I/II[GHIII/IaJ'II)HI)IX CBeI[eHHfI, COACPIKAMUXCA B ITUIHBIX
ACJIaX, U 3a UHBIC HAPYIICHUA MTOPpAAKa BEACHUS JINYHBIX OCII.

7. IlpaBa padoToaare/isi U paGOTHHKA
7.1. PaboTHHKHM 00pa30BaTeIbHON OpraHu3aIiid UMEIOT MPaBo:

e TIOJIyYaTh MOJHYIO HH(DOpMaIHo 00 00paboTKe CBOMX MEPCOHAIBHBIX JaHHBIX;

e TIOJIy4aTh JIOCTYN K CBOUM MEPCOHAIbHBIM JaHHBIM,;

e TIOJIy4aTh KOMUHU JOKYMEHTOB, XPAHSIINXCS B JINYHOM JIETIE;

e TpeOOBaTh UCKIIOUYCHHS UIIA UCIIPABICHUS HEBEPHBIX U HEMOIHBIX (MCKaKCHHBIX )
CBOUX TEPCOHATBHBIX JAHHBIX.

7.2. PaboTonarens UMeeT MpaBo:

e 00pabaThIBaTh MEPCOHAIBLHBIE JaHHBIE PAOOTHUKOB, B TOM YHCIIE U HA
ANEKTPOHHBIX HOCHTEIISIX;

e 3ampamuBaTh OT paOOTHUKOB MH(POPMAIINIO, HEOOXOJUMYIO JUUIsl BEACHHS TMUHBIX
nenn 1 00paboTKU NePCOHANIbHBIX JaHHBIX.



