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ITo10:xeHME O NMOpPsAAKE BEACHUA JUYHBIX H€JI paﬁoTHI/IKOB

1. OOmme moJIo:KeHHUs

1.1 Hactosiiiee mosioxkeHHe OmpenesseT MOPSA0K BEACHUS JIMYHBIX JIeN MearoroB u
corpyaaukoB B MKJIOV nerckuii can «Hebypamkay» n.I1Iuepckuit

1.2. JluaHoe neno pabOTHHKA — COBOKYMHOCTh JOKYMEHTOB MEPCOHAIBHOTO Y4YeTa,
COJIEpIKaIIUX CBEICHHS O PaOOTHUKE M €T0 TPYIOBOM JACATEITLHOCTH.

1.3. Tlomoxxenue paszpaborano B coorBerctBuu ¢ TK, dDenepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHaIbHBIX JaHHBIX», MeToandeckumMu pekomeHaanusmu Pocapxusa,
VYxazom IIpesunenta ot 30.05.2005 Ne 609 «OO6 yrtBepxkaenuu [lonoxxkeHHsT 0 MEPCOHATBHBIX
JTAHHBIX TOCYIApCTBEHHOTO ciy»aiero Poccuiickoi denepaiu U BEACHUH €r0 JJUYHOTO JIeJIay,
KOJUIEKTUBHBIM JOTOBOPOM U ycTaBoM IIIKOmbI.

2. ®opMuUpOBaHHE JMYHBIX €]l PpA00OTHUKOB

2.1. ®opMupoBaHuEe JUYHOTO Jiejla PaOOTHUKA MPOM3BOIUTCS CEKpeTapeM He TOo37Hee
IATH pabo4Mx JHEW CO JHS 3aKJIIOYEHHs TPYZOBOTO JOrOBOpa M TOJBKO IMOCIE MOJIYYECHHUS OT
paboTHHKA coTyiacus Ha 00pabOTKy €Tro MEPCOHANBHBIX JTAHHBIX.

2.2. Ilpu mocTyIuIeHnU Ha paboTy COTPYIHHK MPEIOCTABIACT (U HATUYUH):

— HacTHOPT UM UHOM TOKYMEHT, yI0CTOBEPSIOIIUI TNYHOCTE;

— aBTOOMOTpaduIo;

— 3asBJIEHUE O MIPHEME Ha paboTy;

— CTPaxoBOE CBHUJIETENLCTBO IECHCHOHHOTO CTPAaXOBaHUS;

— UICHTU(UKAIIMOHHBIA HOMEp HAJIOTOIUIATENbIINKA;

— IOKyMEHT BOMHCKOTO yueTa (111 BOGHHOOOS3aHHBIX JIHI);

— IOKyMEHT 00 00pa3oBaHNH;

— aTTeCTAIlMOHHBIN JIUCT;

— CHOpaBKy O HaMMuud (OTCYTCTBHHM) CYIUMOCTH U (WiaM) ¢akTa YroJoBHOTO
npecaeI0BaHus;

— TPYAOBYIO KHUXKKY;

— MEIWIMHCKYIO KHIXKKY;

— CBUJICTENLCTBO O Opake;

— CBHJICTEIILCTBO O POXKICHUH JETEH.

2.3. Pabotonarens opopmIseT:

— IM4yHy10 KapTouky Ne T-2;

— IpUKa3 o MpreMe Ha padoTy (0 mepeMelIeHUH Ha APYTHe J0KHOCTH);

— TPYJOBOH JTOTOBOP B JBYX K3EMILISAPAX;

— JIOJ>KHOCTHYIO UHCTPYKIIHIO.



2.4. TlepuuHoe oopMIICHHE JIMYHOTO Jela MpeycMaTpUBacT:

a) TPUCBOCHHE JIMYHOMY JIeTy HOMEpa COTJIACHO JKypHaly ydeTa JIMYHBIX JeJ
(mpunoxkerne Ne 1);

0) mpocTtaBieHHEe Ha OOJOXKE JHUYHOrO Jnena (mpuiokeHue Ne 2) criemyronmx
PEKBU3HTOB: HWHIEKC Jela (B COOTBETCTBUM C HOMeHkmatypor gen JIOY); momHoe
HaumeHoBanue JIOY; HoMep mmuyHOro nena; GaMuiauss UMS OTY4EeCTBO pPabOTHHKA B
MMEHUTEJIbHOM MaJie’kKe; AaThl — TOJ Hayala W TOJ OKOHYAHMS BEJEHHUS Jela; KOJIUYECTBO
JIUCTOB; CPOK XPAHEHHUS ;

B) TMOMEUICHHE JOKYMEHTOB, MOJUICKAIIMX XPAaHEHUI0 B COCTaBE JMYHBIX Jel, B
XPOHOJIOTUYECKOM IOPSJIKE:

— BHYTPEHHSIS ONUCH JOKYMEHTOB Jiena (mpuiiokenue Ne 3);

— JIUCT C OTMETKaMH 00 03HAKOMJICHUU paOOTHHKA C JIMYHBIM JeJIoM (mpusioxenue Ne 4);

— JIUCT C OTMETKaMHU O pe3yJbTaTax €KeroJHOH MPOBEPKU COCTOSHHUSA JIMYHOTO Jefia
(npunoxenue Ne 5);

— JIMYHBIN JIUCTOK I10 yYETy KaJIpoB WK aHKeTa (mpuiioxxkenust Ne 6 u Ne 7);

— aBTOOMOTpadus;

— 3asBJIEHUE O MIPHEME Ha paboTy;

— IpUKa3 o IpueMe Ha paboTy;

— JOJ>KHOCTHASI HHCTPYKIINS,

— TPYZOBOH 10I0OBOpP;

— JIOTOBOpP O MOJHON MaTepHallbHOM OTBETCTBEHHOCTH (€CIH pabOTHHUK — MaTepHaIbHO
OTBETCTBEHHOE JIUIIO);

— XapaKTepUCTUKHN U PEKOMEH/IaTeIbHbIE MHChMA;

— corylacie Ha 00paboOTKy MEepPCOHAIBHBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, TOMEMIEHHBIX B JUYHOE JEJI0, MOJJIEkKAT HyMEpaliH.

2.6. JIokyMeHTBI MTOMEIAIOTCS B MaNKy-cKopociuBaTenb. [Ipu yBonbHeHHH paOOTHUKA
MPOLIMBAIOTCS HUTKAMU U CIal0TCS B apXUB.

2.7. BHYTpeHHsIS ONUCHh IOKYMEHTOB, UMEIOLIUXCS B JJUYHOM JIeJie, JOJIKHA COJIepkKaTh
CBEJICHUS O TMOPSAKOBBIX HOMEpPax, HAUMEHOBAHMSIX JOKYMEHTOB J€Na, KOJIWYECTBE JIHCTOB,
JlaTax BKIIIOUYEHMSI JOKYMEHTOB B JIMUHOE JICJIO U U3BATHS U3 JeNa, a TAKXKE KEM U3BIT JOKYMEHT
U 110 KaKOW MPUYHUHE.

2.8. BHyTpeHHSIs ONMUCH COCTaBISAETCS HAa OTACIBLHOM JIUCTE TIO YCTaHOBIEHHOU (opme.
JIucThl BHYTpPEHHEN OMUCH HYMEPYIOTCSI OTAEIBHO.

2.9. Ilpu moAroToBKe JMYHBIX J€Nl K Iepefaye Ha XpaHEHUE K BHYTPEHHEH omucu
COCTaBJISIETCS UTOTOBAsl 3alllCh, B KOTOPOM yKa3bpIBaeTcad LU(PpaMu U MPOMUCHIO KOJIUYECTBO
BKJIFOUEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JINCTOB JI€Ia.

2. Benenme THYHBIX e pa0OTHHKOB

3.1. JIugaHoe meno BemeTcs B TEUCHHE BCETO Ieprojaa paboThl KaXIOTO Mejarora
corpynnuka MK/I0Y

3.2. JlanbHeiiee BeICHHUE JIMYHOTO Jeina pabOTHHKA MPEAyCMAaTPUBAET IMOMEIICHUE B
JIEJI0 TOKYMEHTOB, 00pa3yroMuXcsi B Iporecce padoueil NesSTENHbHOCTH U UMEIONINX 3HAYCHUE
JUTSL TPYIOBBIX OTHOILIEHUI:

— IOMOJIHEHHE K JINYHOMY JIUCTKY I10 YYETY KaJIpOB;

— JIOTIOJIHUTENIbHBIE COTJIALIeHUsI K TPYI0BOMY JAOTOBOPY;

— KOTIMH MPUKA30B 0 TUIHOMY COCTaBY, KOTOPBIE KacaroTcsi pabOTHUKA;

— OT3BIBbI JIOJDKHOCTHBIX JIUI O paOOTHUKE;

— KOIIMKU JOKYMCHTOB O IMOBBIICHUN KBaHI/I(bI/IKaLII/II/I;

— KOTIMH CePTU(PHUKATOB, IPAMOT;

— JINCT — 3aBEPUTEIH JIeJa (COCTABIAIOT IIPU CAA4e JIUYHOTO JIE€a B apXUB);

— UHbIE JOKYMEHTHI.



3.3. B 1nuHbIe Aea HE MOMEIIAI0TCs TOKYMEHThI, UMEIOIME BTOPOCTEIIEHHOE 3HAUEHUE
U cpok xpaHeHuss meHee 10 yneT BkIOUMTENbHO. Takue TOKYMEHTBI XPAHSTCS B OTAEIBHOM
Hapsae Ne 4-09 «/lokyMeHTbI, HE BOIIEAIINE B COCTAB JIMYHBIX JEI».

3.4. B koune kaneHmapHoro roma u He mo3gHee 30 mekabps Bce paborHuku JIOY
MPOXOAAT O3HAKOMJICHHE C JWYHBIMH JenamMu. OO0 95TOM JenmaeTcss OTMETKa B JIMCTE
03HAKOMJICHUS PAO0OTHHKA C TIUYHBIM JICTIOM.

3.5. O3HaKOMIICHHE C JICJIOM MTPOUCXONUT UCKITIOUUTEIIPHO B KAOMHETE CEKpeTaps U B €ro
MPUCYTCTBUU. 3aNpeIaeTcs BRIHOC Jieja U3 KaOuHeTa.

3.6. Bblgaya KOMWil JIOKYMEHTOB U3 JIMYHOTO JieJla MPOU3BOAUTCSA IO JIMYHOMY
3asBICHUIO pabOTHHKA W C paspenieHuss aupekTopa. Komuu TOKyMEHTOB JOJKHBI OBITh
3aBEPEHBI U MPEAOCTABIICHBI PAOOTHUKY B TEUEHHUE TPEX JHEH CO JTHS MMOJAAYH 3asBICHUSI.

3.7. U3baTHe OTAENbHBIX JOKYMEHTOB M3 JIMYHOTO JeJia MPOU3BOJUTCS C Pa3pEIICHUS
3aBenytonieii MKJIOY ¢ odopmienuem cooTBercTBYyMOmeH 3anmucu B rpade «IIpumedanuey
BHyTpeHHel onucu. [Ipy BpeMEHHOM H3BATUU JIOKYMEHTA Ha €ro MecTo (MEXAy JIMCTaMHU
COCETHMX JIOKYMEHTOB) BKJIAQJBIBAETCS CIPAaBKa-3aMECTHTENIb C YKa3aHWEM JaThl U TPUYWH
U3BSTUS C MOJIUCHIO JIWIA, BBIAABIIETO JOKYMEHT, U MOJAMKCHIO JIMIIA, MMOJTYYUBILIETO €ro BO
BPEMEHHOE T0JIb30BaHUE.

3.8. B nemnsix obecniedeHrst KOHTPOJIS 32 COXPAHHOCTHIO U aKTyaJIbHOCTBIO JTMUHBIX JIeT B
[lIkone exeromno (He mo3gHee | KBapTama roja, CIASAYIOIIETO 3a OTYETHBIM) MPOM3BOIUTCS
MPOBEPKA UX HAIUYHUS U COCTOSTHUSL.

3.9. ExeroaHyr TpOBEpPKY COCTOSHMS JIMYHBIX JI€J1 Ha TMPEeIMET COXPAaHHOCTH
BKJIIOYEHHBIX B HETO JOKYMEHTOB IMPOBOJUT CHEIUATBHO cO3/1aHHas kKoMmuccus. O MpoBeIEHHBIX
MPOBEPKAX JIENAETCS OTMETKAa B JIUCTE O pE3yJibTaTax €KEerOJAHOW IPOBEPKH COCTOSHUS H
HaJU4us JUYHOTO jAena (npuioxenue Ne 5) u coctaBisieTcs: akT. Pe3ynbTaThl IPOBEPKH JIMUYHBIX
Jie B 00s3aTEILHOM MOPSAKE JOBOAATCS J10 3aBEAYIONICH IETCKOTO cajia

3. XpaHeHHUe M y4yeT JUYHBIX e/l pA00THUKOB

4.1 XpaHeHue M ydeT JMYHBIX JA€Jl NMeAaroroB u corpyaHukoB JIOY opraHusyroTcs C
LEJIBI0 OBICTPOrO MOUCKA JIMYHBIX /€], 00ECIeUeHHs] UX COXPAHHOCTH U KOH(DUIEHIINATBHOCTH
CBEJICHUH, colep KaluXcs B JOKYMEHTaX JUYHBIX J€Jl, OT HECAHKLIMOHUPOBAHHOIO JOCTYTIA.

4.2. JInyHble nena pabOTHHUKOB, TOJKHOCTHBIE MHCTPYKLMH XpaHITCA Yy CEKpeTaps B
CHeNHaTbHOM MeTaundeckoM cerde. JImunple kKapTouku 1o yHuduiposanHoi popme Ne T-2
XPpaHATCA OTAEIBHO.

4.3. TpynoBble KHIKKM, MEIWIMHCKHE KHIKKH XpaHATCA B ceide 3aBemyromen
MKJ0VY

4.4. Jloctyn K JUYHBIM JieslaM paOOTHUKOB MMEIOT TOJBKO CEKpeTaph M 3aBelyrolas
MKJIOY nu6o 3aMecTUTETN AUPEKTOpa P UCTIOTHEHUH 00sI3aHHOCTEN 3aBEAYIOIICH

4.5. CucremaTu3anus JUYHBIX 77 paOOTHUKOB IPOU3BOIUTCS B al(haBUTHOM MOPSIJIKE.

4. O¢opmieHne JUYHBIX /1es1 pa0OTHUKOB Iepe cAaveil B apxuB

5.1. Odopmienne TUYHBIX AN JJIs TEpeaadyd B apXWB IPOU3BOAMTCS CEKpeTapem
[Ikomnel. DTa npoueaypa BKIOYALT:

— MO/IIMIUBKY (TIEperIeT) Iena;

— YTOYHEHHE HyMEpaluH JUCTOB J1eN1a;

— COCTaBJICHUE JIHCTa-3aBepuTes (npunoxenue Ne §);

— cocTaBiieHUE (YTOYHEHHE) BHYTPEHHEHN ONHCH;

— BHECEHHUE YTOUYHEHUI B PEKBU3UTHI JIMLIEBON OOJIOKKHU Jea.

5.2. JIuct — 3aBepHUTENb JieNa JOHKEH MOANMHUCATh €r0 COCTABUTEINb, IIPU 3TOM JIEIAeTCs
pacumm@poBKa TOJDKHOCTH U TOAMKCH, TMPOCTaBiseTcs Jata. B mpoiiecce HCIOIb30BaHUS
apXMBHBIX JOKYMEHTOB B JICTE-3aBEPUTEIIC ACTAIOTCS COOTBETCTBYIOIIUE OTMETKH.

Ecnu neno nmommmro 0e3 nucTa-3aBEepUTENs, TO €ro CleAyeT HaKJIeUTh Ha BHYTPEHHIOO
CTOPOHY OOJIOXKKH JIena.



5.3. C nenpio obecnieueHus: COXpaHHOCTH JTUYHBIX JIe]T PEKOMEHTyeTCS:

— OOBeOWHATh WHIWBUIYalbHBIC IUYHBIC Jella YBOJEHHBIX COTPYIHHUKOB B OJHY
00J10)kKy (0OBEIMHEHHOE NIeJI0) ¢ TaKUM pacueToM, 4ToObl 00BeM jelia (ToMa) He TMPEBBIIIal
250 nucToB (IMyTeM CHIMBKHA MAaTEpUaIOB MHANBUIYAJBHBIX /1€ IO TOAaM YBOJIbHEHU);

— pacrosiaraTh MaTepuabl HHIWBUIYaJIbHBIX /1€ B Mpejenax jaena (Toma) B ajadaBUTHOM
nopsinke (mohaMuIbHO), OTHENSISI MaTepuaibl, OTHOCAIIUECS K pPa3HbIM HHIUBUAYaIbHBIM
JenaM, YHUCTBIM JIMCTOM Oymaru ¢ yKa3aHueM Ha HeM ¢GaMWwiud, MMEHM M OT4YecTBa
COOTBETCTBYIOIIIETO YBOJIEHHOTO COTPYIHUKA,

— CHa0XaTh KaxJ10e 00BEIMHEHHOE JeJ0 (TOM) BHYTPEHHEH OMHUCHIO C TIEPEUUCICHUEM
(haMuIHii, IMEH M OTYECTB U YKa3aHUEM HOMEPOB CTPAHUII, B TIPEIeiaX KOTOPBIX PACTIOIOKEHBI
COOTBETCTBYIOIINE JOKYMEHTBI.

5.4. Tlepenavya NTUYHBIX e B apXWB OCYIIECTBISETCS HE MO3JHEE TpPEX JIeT MOCIe
3aBepLICHUs] WX B JEJONPOM3BOJACTBE B COOTBETCTBUUM ¢ TpadukoM. IIpeaBapurenbHO
CEKpeTapeM IMpPOBEPsETCS IMOJHOTA W MPABWIBHOCTh TOJATOTOBKM JHUYHBIX JIe7 K Tepenade.
BoisiBneHHBIE TIpU TPOBEPKE HENOCTATKH YCTpaHAIOTCS cekperapeMm. llepemaua u mpuem
MIPOU3BOISATCS TIO OTMHMCH C MTPOCTAHOBKOW OTMETOK O HAJMYUU JIMYHBIX JIE]I.

5.5. JInunpie nena paOOTHUKOB, 3aKOHYEHHBIC NIETOMPOM3BOACTBOM 10 1 stHBaps 2003
roja, xpaunsarcs 75 ner, nocne 1 auBaps 2003 rona — 50 ser. JInunble nena [upeKkTopa, rI1aBHOIO
oyxranrepa MKJIOY uMeroT mocTOSHHBINA CPOK XpaHEHUS.

5. OTBeTCTBEHHOCTH padoToaaTessi U pAa0OTHUKA
6.1. Ilenaroru u cotpyanuku JJOY 00s3aHBI CBOEBPEMEHHO NPEACTABIATH CBEICHHS 00
MU3MEHEHHH CBOMX MEPCOHAIBHBIX JaHHBIX, BKIIOUEHHBIX B COCTAaB JIMYHOTO JEJIa.
6.2. PaboTtonarens obecrieunBacT:
— COXPaHHOCTb JIMYHBIX JI€J1 PAOOTHUKOB;
— KOH(UACHIMAIBHOCTD CBEICHUH, COAEPKAIIUXCS B IMYHBIX JIeJaX paOOTHHUKOB.

6. IlpaBa paGoroaare/isi 1 pabOTHHKA
7.1. llenaroru u cotpynnuku JJOY umeroT npaso:
— MOJyYaTh MOJHYIO HH(POpMaIKio 00 00paboTKe CBOMX MEPCOHATBHBIX JaHHBIX;
— MOJTy4aTh TOCTYT K CBOMM MIEPCOHAIBHBIM JIaHHBIM;
— TOJTy4YaTh KOMHUU JOKYMEHTOB, XPAHSIIUXCS B INYHOM JIEJIe;
— TpeOOBaTh MCKIIOYCHHS WJIM MCIIPABIICHHSI HEBEPHBIX W HETIOJHBIX (MCKAKEHHBIX) CBOMX
MEePCOHATBHBIX TAHHBIX.
7.2. PaboTonaTens UMEET MPaBo:
— oOpabaThiBaTh MEpPCOHANBHBIC JaHHBIE PAOOTHHKOB, B TOM YHCJIE M Ha DSJICKTPOHHBIX
HOCHUTEIISIX;
— 3ampamnmBaTh OT paOOTHUKOB MH(OPMAIHNIO, HEOOXOAUMYIO /ISl BEIEHUSI JTUYHBIX Tl U
00pabOTKM NMEPCOHANIBHBIX JIAHHBIX.
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