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MMOJIOKEHHUE
O NNOPAJAKE BEAEHUSA JTUYHBIX JEJI PABOTHUKOB

1.06mmue nos1oKeHus

1.1.Hacrosimee Ilomokenue ornpejensieT HOPANOK BeJeHHs JIMYHBIX JIEJ II€Jaroros  u
corpymankos MKJIOY «Jlerckuii cax Ne 73» r.o. Hanpuuk (nanee — JIOVY).

1.2.JInunoe aeno pabOTHUKA — COBOKYITHOCTh JJOKYMEHTOB MIEPCOHATBHOTO y4eTa, COACPIKAIIHNX
cBeJleHus 0 pabOTHUKE U €ro TPYIOBOH J1€ATEIbHOCTH.

1.3.ITonoxenne pa3paboTaHo B COOTBETCTBHH ¢ Tpy0BBIM KosiekcoM Poccuiickoit dejepaiu,
denepanbhbiM 3akoHoM oT 27.07.2006 r. Ne 152

«O TepcoHANbHBIX JIAHHBIX», MeTOJMYeCKHMH peKoMeHjausamu  PocapxuBa, YKasoMm
Ipesunenta P® or 30.05.2005 r. Ne 609 «O6 yreepkaenuu Iloyoienus 0 NMepCOHAILHBIX
JAaHHBIX FOCYIapCTBEHHOTO ciyskamero Poceniickoit deepannu 1 BeICHUH €ro TUYHOIO JIe1an,
KOJUIEKTHBHBIM JIOroBopoM U ycrasom JIOV.

2. ®opmMupoBaHue JHYHBIX 1€ padOTHHKOB

2.1. ®opmupoBanue IHUHOro jena pabOTHHKA NPOU3BOAMTCS Jenonpoussogutenem OV ne

nos3jHee nATH pabouyMX JHEH CO JHS 3aK/IIOYeHHs TPYJOBOrO JIOrOBOpa W TOJIBKO IOCIE

NoJIydeHus: oT pabOTHHKA corylacks Ha 00paboTKy ero nepcoHaabHbIX JaHHBIX.

2.2.J1e70NpOM3BOIUTENL TIpOBepsieT y pabOTHHUKA TP TIOCTYIUIEHHMH Ha paboTy HAIH4He

JIOKYMEHTOB, npeaycMoTpeHHbIx ctatbeit 65 TK PD, B Tom uncie:

® [IACTIOPT MJIH MHOM JIOKYMEHT, YI0CTOBEPSIOLIHH JTHYHOCTh;

® 3asBJICHHE O NIpHEMe Ha paboTy;

® JIOKYMEHT, KOTOPBIH  MOJATBEPHJIACT  PErHCTPAalMIO B  CHCTeMe  HMHAHBHIYaJIbHOTO
nepcoHHUIMPOBAHHOIO y4eTa, B TOM 4HCIe B (popMe 5JeKTPOHHOrO MOKYMEeHTa, JIHOOo
CTPaxOBOE CBHJETENILCTBO I'OCYAAPCTBEHHOIO NMEHCHOHHOIO CTPaXOBaHMS, 3a MCKIOYCHHEM
cilydaes, KOT/ia TPY/IOBOH JIOIOBOP 3aKJII04aeTCs BIIEPBEIE;

® i/IeHTH(UKAIIMOHHBIH HOMEP HAJIOrOILIaTe IbIIHKA,

® JIOKYMEHT BOMHCKOTO yueTa (111 BOCHHOOOA3aHHbIX JIHIL);

® TOKyMeHT 00 oOpa3oBaHuH;

® TOKYMEHT O KBATM(HKALMH WK [IPOXOXKISHHH KyPCOB HOBBILICHHS KBATH (UKL}

® CIIPABKy O HAJIMYHH (OTCYTCTBUH) CYJAMMOCTH M (MJIH) (aKTa yroJoBHOIO IPECIe10BaHus;

® CIIPABKH OT HAPKOJIOTa ¥ [ICUXHATPA;

® CIIPaBKa O ICHXHATPHUYECKOM OCBHIETEIBCTBOBAHUY;

® TPY/IOBYIO KHHIKKY;

® ME/IMIIHHCKYIO KHHIKKY;

® CBH/ICTENILCTBO O Opake WM U3MEHEHHH (haMuIIHH.
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2.3.le1onpousBoauTe/ib oopmisier:

o THuHYIO KapTouky No T-2;

e IpriKa3 o IMpueMe Ha paboTy (0 nepeMeleHHH Ha JpYyTryue JOJKHOCTH);

® TPYI0BOM JOTOBOP B JIBYX JK3EMILIApAx;

® JOJDKHOCTHYIO MHCTPYKITUIO;

e KypHaJIBI 00  O3HAKOMJICHMHM paOOTHHUKA C JIOKQJIbHBIMHU aKTaMmH, JOKYMEHTaMH IO
OXpaHe TpyJa.

2.4.1lepBuuHoe o(popMIeHHE JTUIHOIO /1A IIPeIyCMATPHUBACT:

a) IPUCBOCHHKE JINYHOMY JIeTy HOMEpa COIVIACHO JKYPHAITY ydeTa JIMUHBIX A€ (Ipuioxkenue 1);

0) mpocTaBieHHe Ha 00JI0XKKE JTMYHOTO Jiesia (MIPUIoKeHHe 1) ClIeyIoluX peKBU3UTOB: HHJICKC

nena (B cooTBeTcTBUU ¢ HOMeHKiIarypoit JIOY); nmonnoe Haumenosanue JIOY; HOMEp JIMYHOTO

nena; paMuIIHsl, IMsI, OTYECTBO paOOTHHKA B UMEHHUTEIBHOM IIaJIEKE; JAThl — I'0Jl Havyajia ¥ rojl

OKOHYAHHUs BEACHHSI JIeJ1a; KOJTHMUECTBO JIUCTOB; CPOK XPAHEHUS;

B) IIOMEIIEHHE JOKyMEHTOB, IIOJUICKAIIMX XPAaHEHHIO B COCTaBe JIMYHBIX Jel. B

XPOHOJIOTUYECKOM HOPSIKE:

® BHYTPEHHSISI OITUCH JIOKYMEHTOB JieJia (IIPUIIOKEHHE 2);

® JICT ¢ OTMETKAMH 00 03HAKOMIICHHH Pa0OTHHKA C JITYHBIM JEJIOM (IIpUIoKeHue 3);

e TuyHas kapTouka T-2;

e 3asIBJICHUE O ITpHEMe Ha paboTy;

e [IpuKa3 o preMe Ha pabory;

® JIOJDKHOCTHAs! HHCTPYKIIHS;

® TPYIOBOM JIOTOBOP U JAOIOJIHUTEJIbHBIE COIIALICHHS K HEMY,

® JOrOBOpP O IIOJIHOM MAaTepUAIbHOW OTBETCTBEHHOCTH (eciu pabOTHHK — MaTepUalibHO
OTBETCTBEHHOE JIUIIO);

e cortacue Ha 00paboTKy IMepCOHAIbHBIX JaHHBIX;

e CIIpaBKa 0 HATMYHUHU (OTCYTCTBUH) CyJUMOCTH U (M) (paKTa yroJoBHOIO NPECIIEN0BAHM;

e CIIPaBKHU OT HAPKOJIOra U IICUXUATPA;

e CIIpaBKa O IICUXUATPHUECKOM OCBUETEILCTBOBAHHUH;

® JIOKYMEHTBI O pe3yJibTaTax aTTeCTAluy | IPOXOXKICHUH KypPCOB IOBBIIICHUS KBAIU(DUKALUY;

® KOIIMH MTPUKA30B 110 JIMYHOMY COCTaBY, KOTOpbIE KacaroTcs paOOTHHKA,

2.5. JIuCThI JOKYMEHTOB, MOMEIIEHHBIX B JITYHOE JIEJ10, IOJIeKAT HyMepaluu.

2.6. JIoKyMeHTBI TIOMEIIAIOTCS B MamKy-ckopocummBarenab. [Ipu  yBosbHeHuH paboTHHKA

IPOIIUBAIOTCS HUTKAMU M CJIAIOTCS B apXUB.

2.7. BHYTpeHHSII ONHUCH JIOKYMEHTOB, HMEIOIIMXCS B JIMYHOM JIeJle, JIOJDKHA COJEPIKaTh

CBEJICHUSI O TIOPSAKOBBIX HOMEpax, HAaUMEHOBAaHUSX JOKYMEHTOB Jella, KOJUYECTBA JIUCTOB,

Jarax BKJIFOYEHHUS JOKYMEHTOB B JINYHOE JIEJI0 U U3BSTHS U3 JIeJla, a TAK)KE KEM U3BAT JOKYMEHT

U 10 KaKOW IpUYHHE.

2.8. BHYTpEeHHSISI OMUCH COCTABIJISICTCS Ha OT/AEIBEHOM JIHCTE 10 yCTAaHOBIEHHOH (opme. JIMCTEI

BHYTPEHHEH OIUCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpu mOArOTOBKE JIMYHBIX JIeJI K [e€peladue Ha XPaHEHUE K BHYTPEHHEH OIMCH COCTABJISICTCS

MTOrOBas 3alliCh, B KOTOPOM yKa3bIBaeTCsl HU(PPaMU U IPONUCHIO KOJIMYECTBO BKIIIOYEHHBIX B

Hee JJOKYMEHTOB U KOJIMYECTBO JIMCTOB JIEJIa.

3. Benenue JTHYHBIX /1e)1 pA0OTHUKOB

3.1. JIuunoe €10 BeJeTCsl B TEUEHHE BCEro Iepuoia paboThl KaXJ0ro nejarora ¥ COTpyAHUKA
JOV.

3.2. JlanbHeliee BeJeHHE JUYHOTO Jea pabOTHUKA IpeAycMaTpUBaeT IOMENICHHE B JCJI0
JIOKYMEHTOB, 00pa3yIoIIuXcsi B Iporecce pabouel JeaTebHOCTH ¥ UMEIOIINX 3HAUCHUE JUIs
TPYIOBBIX OTHOLICHHMN:

® JIOTIOJIHUTEIbHBIE COTJIAIIICHUS K TPYAOBOMY JOIOBODY;

® KOIIMH IIPUKA30B 110 JIAYHOMY COCTaBY, KOTOPbIE KacaroTcs pabOTHHKA,



e JTUCT-3aBEPUTENIH JieNIa (COCTABIISIIOT IIPHU ¢/lade JIMYHOT'O JeJia B apXUB), (IIPHIIOKEHHUE 4);

® HHBIE JJOKYMEHTBIL.

3.3 B nuuHble f€ia HE MOMEIIAIOTCS JOKYMEHTBI, UIMEIOIINE BTOPOCTEIIEHHOE 3HAYEHUE M CPOK
xpanenusi Menee 10 jieT BKIIOYATENBHO. Takue JOKyMEHTBI XpaHATCS B OTJAEIbHOM Hapsje Ne
(mo momenkatrype JI0VY) «JloKkyMeHTBI, HE BOLIEIIINE B COCTAB JINUHBIX JCID).

3.4. B xonue KajneHmapHoro rojga u He noszaxee 30 nexalbps Bce pabornuku JIOY npoxosst
O3HAKOMJICHHME C JIMYHBIMH jaenamMu. OO STOM Jenaercs OTMETKa B JIMCTE O3HAKOMIICHUS
paboTHHKA C IMYHBIM JEJIOM.

3.5. O3HAaKOMJIEHHE € JIEJIOM I[POMCXOJUT MCKIIOUUTENIHO B KaOMHETE JICJIONPOU3BOAUTENS U
sapeayromero JIOY u B ero mpucyTCTBHM. 3ampelnaercs BEIHOC Jesa u3 Kabunera.

3.6. Beijaya KOmuii JOKYMEHTOB W3 JIMUHOIO Jejia IPOU3BOAMTCS IO JIMYHOMY 3asBJICHUIO
paGoTHMKa Ha wuMs 3aBedyromero. Kommu JIOKyMEHTOB JIOJDKHBI OBITh 3aBEPEHbI U
IPeI0CTaBIeHBl PAOOTHUKY B TEUEHHE TpeX PabOYMX JHEH CO [HS ITOIaYH 3asiBJICHHS.

3.7. U3bsaTue OTIACIBHBIX JJAOKYMEHTOB U3 JIMYHOIO J€Jla IIPOM3BOMUTCS C PpasperieHuUs
sapenyromero JIOY ¢ ogopmienuem cootBercTByromel 3amucu B rpade «lIpumeuanuer
BHYTpeHHe# onucu. [Ipd BpeMEHHOM M3BATHH JOKYMEHTa Ha €ro MeCTO (MEeXIy JHCTaMu
COCEIIHUX JIOKYMEHTOB) BKJIQJBIBACTCSI CIIPABKA-3aMECTUTENL C yKa3aHHeM Jarhl U IPUYUH
U3BSITHS ¢ IOIKCHIO JIMIA, BBIAABIIETO JOKYMEHT, M MOJAINMUCKHIO JIMIA, ITOJYYHBIIErO €ro BO
BPEMEHHOE T10JIb30BAHHUE.

3.8. B nemsix obecreueHus KOHTPOJIs 38 COXPAHHOCTBIO W aKTyaJbHOCTBIO JHYHBIX Jen B JIOY
exeroquo (He TMo3aHee 1-ro Ksapraja roja, CIEAYIONIEro 3a OTYETHBIM) HPOH3BOJIHTCS
MPOBEpKa UX HAJTUYHUS U COCTOSHUSL.

3.9. Exeroanyio mpoBepKy COCTOSHHS JMUHBIX J€J Ha IPEJAMET COXPAHHOCTH BKJIIOYEHHBIX B
HEro JOKYMEHTOB IIPOBOJUT CIELUAIBHO CO3JaHHAs KOMUCCHS IpUKa3oM 3aseaytomiero JJ0Y.
O npoBeJEHHBIX MPOBEPKaX IeNaeTcss OTMETKA B JIACTE O PEe3yJbTaTaX €XKeroAHOH MPOBEPKH
COCTOSIHUS M HAJIMYHS JIMYHOTO JeJIa U COCTABIISIETCS akT. Pe3yapTaThl IPOBEPKU JIMYHBIX JIE] B
00s13aTeILHOM MOPSIIKE TOBOASATCS 10 3aBeaytomiero JJOY.

3.10. JIuma, OTBETCTBEHHBbIC 3a BEICHHWE M XPAHEHHE JIMYHBIX JEJI MOIYT IIPUBJICKAThCS B
COOTBETCTBUHM C 3aKOHOJATEIbCTBOM Poccuiickoit Denepanuu K JUCHUILIIMHAPHON W HHOM
OTBETCTBEHHOCTH 34 pasrjamieHde KOHQHICHIMAIbHOM HHGOpPMALUKM W CBEJICHU.
Cozepyxaluxcss B yKa3aHHBIX JIMYHBIX JelaX, a Takke 3a MHbIE HAPYLIEHUS TOPsIKa BE/ICHUS
JIMYHBIX JIEJT IeJaroros u corpyauukoB JIOY, ycranoBneHHOro HactosmuM Ionoxenuem.

4. XpaHeHue v y4eT JHYHBIX €1 pA00THHKOB

4.1. XpaHeHue W ydeT JHYHBIX JIeJ MeJaroroB u coTpyaHukoB J{OY opranusyriorcs ¢ HEb0
OBICTPOrO TMOWCKA JIMYHBIX Jel, O0ECHEeYeHHs HX COXPAHHOCTH M KOH(HICHIMAILHOCTH
CBEIEHHH, COJIEPIKAIINXCS B TOKYMEHTAX JIMYHBIX €], OT HECAHKIIMOHMPOBAHHOTO JIOCTYIA.

4.2 Jlnunble nena pabOTHUKOB XpaHsTes y 3aBeayroiero JIOY B cnenuaabHOM METAIINYECKOM
ceiipe mm mkady, 3aKpbIBAIOLIEMCS HA KIIFOY.

4.3, TpyoBbie KHIDKKH, MEIUIIMHCKIE KHIKKH XpaHsTes B cefide 3apemyromero JOY.

4.4, JlocTyn K JIMYHBIM JieJlaM pabOTHUKOB UMEIOT TOJBKO JEIOIPOM3BOAUTENDL U 3aBCIYIONIHNI
60 3aMECTUTEIIH 3aBE/IYIOIIErO IPH MCIOIHEHHU o0s3aHHOCTeH 3aBeytomero JJOV.

4.5. CucreMaTu3alus JIMYHBIX Je71 paOOTHHKOB IIPOU3BOAUTCS B andaBuTHOM Hopske. Bexercs
yueT JINYHBIX JIe]l B )KypHaile (IIPUII0KEHHUE S).

5. Odopmienne JTHIHBIX AeJl paOOTHHKOB Iepe/ caaveil B apxus

5.1. OdopmieHre JUYHBIX Je] Ul Iepellauyd B apXWB MPOU3BOIUTCS AEJIONPOU3BOAUTE/IEM

JIOVY. Dta nponeaypa BKJIIOYAET:

® [IOJIMCTHBIA MPOCMOTP JOKYMEHTOB Jeja (Ha MPEeJMET MCKIIOYCHHs JOKYMEHTOB BPEMEHHbIX
(10 10 J1eT BKIIIOUATENEHO) CPOKOB XPAHEHHSI, HE MOJUIEKAIHX apXMBHOMY XPAHEHHIO);

® [10/IIIUBKY (IIEpeIUIET) Aea;

® YyTOYHEHUE HyMEPAIMHU JIMCTOB JIENIa;



® COCTaBJICHHUE JIUCTA-3aBEpUTEIS (IPHIIOKEHUE 4);

e cocTaBiieHHe (YTOYHEHUE UITH [IEPECOCTABICHUE) BHYTPEHHEHN OIHCH;

® BHECEHHE YTOUHEHHI B PEKBU3UTHI 00JI0XKKH Jea.

5.2. B nensax obecreueHus: COXpaHHOCTH JINYHBIX 1] PEKOMEH Iy eTCs:

¢ 0OBEIMHATh HMHIUBH/yalbHbIE JIMYHBIE JIela YBOJICHHBIX COTPYIHHMKOB B OJHY OOJIOXKKY
(0OBeIMHEHHOE JICJI0) ¢ TAKUM pacdeToM, 4ToOBl 00BeM Jera (ToMa) He npesbimai 250 TucToB
(MyTeM CIIMBKH MaTepHAaIOB MHIMBHUIYaJIbHBIX €I 110 I0JlaM YBOJILHEHHS);

e pacrojiaraTh Marepuaibl WHAMBUIYATbHBIX €N B Ipejenax Jena (roma) B andaBuTHOM
nopsiike (mMopaMuIIbHO), OTIENSAS MaTepHasbl, OTHOCAIIMECS K Pa3sHbIM HHIMBHIYaJIbHBIM
JenaM, YUCTBIM JIMCTOM Oymar# ¢ yka3aHHeM Ha HeM (aMWIMH, MMEHH U OTYecTBa
COOTBETCTBYIOIIETO YBOJIEHHOTO COTPY/IHUKA;

e cHAOXKATh Kakaoe OOBEIUHEHHOE JeJI0 (TOM) BHYTPEHHEH OIMCBIO C IEPCUUCICHHEM
(GamMuuii, ¥MEH M OTYEeCTB M YKa3aHHEM HOMEPOB CTPAaHHUI[, B IMpe/enax KOTOPbIX
PAaCIIOJI0KEHBI COOTBETCTBYIOLHUE JOKYMEHTEI.

5.3. Tlepenaya JIMYHBIX JIe] B apXUB OCYILECTBIISETCS HE MMO3/HEE TPEX JICT MOCIe 3aBePILCHUS -

UX B JIEJONPOU3BOJICTBE B COOTBETCTBHHU ¢ rpadukoM. ITpeaBaputenbHo Aen0npon3BOAUTEICM

IIPOBEPSAIOTCS MOJHOTA U PABHIBHOCTD OArOTOBKH JMYHBIX JIEN K Hepeade. BoisiBieHHbIC IPHU

IPOBEPKE HEIOCTATKH YCTPAHSIOTCS JeJonpou3BoaureneM. llepenada u nmpuemM IMpOU3BOISATCS

I10 OIKCH C MTPOCTAHOBKOM OTMETOK O HAJIMYUU JIMYHBIX JEI.

5.4. JInunble nena paGOTHHKOB, 3aKOHYEHHBIC IEIOHNPOM3BOJACTBOM 10 1 suBaps 2003 roxa,

xpansitest 75 ner, nocine 1 suBaps 2003 roma — 50 ner. Jluynpie pena aaMHHHCTPATHBHO-

YIPABJIIIOIIETO MePCOHAIAa UMEIOT IIOCTOSIHHBIA CPOK XpaHEHHSL.

6. OTBercTBEHHOCTH padoTogaTe/st H paboTHHKA

6.1. Ilemarorn m coTpynnuku JIOY 006s3aHbl CBOEBPEMEHHO IIPEJCTABIATH CBeJCHUS 00
U3MEHEHUH CBOUX MEPCOHATBHBIX JAHHBIX, BKJIIOYEHHBIX B COCTAB JINYHOTO JIeJIa.

6.2. PaGoTonaTens oOecrieunBaeT:

® COXPAHHOCTH JIMYHBIX JIeJl pA0OTHHKOB;

® KOH(HUIEHIIUATBHOCT CBEACHUH, COJEPIKAIIMXCS B IMYHBIX JI€/IaX pabOTHUKOB.

7. lIpaBa paGoroaareiisi H palOTHUKA

7.1. Ileparoru u corpyanuku JJOY umeror npaso:

® [10JIy4aTh MOJHYIO HHpOopMaIHio 00 00paboTKe CBOMX MEPCOHANIBLHBIX JAHHBIX

® [10JIy4YaTh JOCTYI K CBOMM I1€PCOHATIBHBIM JIaHHBIM;

® [10JIy4aTh KONUHU JJOKYMEHTOB, XPaHSIIUXCS B IMYHOM JIEIIE;

® Tpe6OBaThH UCKITIOUCHHS WIA HCHPABICHUS  HEBEPHBIX H HETIOJIHBIX
(MCKa)XEHHBIX ) CBOUX [IEPCOHATBHBIX JaHHBIX.

7.2. PaGoToaTe/ib HMeEET NPaBoO:

® 00pabaTbiBaTh [EPCOHANBHBIE JAaHHBIE PAOOTHUKOB, B TOM 4YHCJIE W Ha OJICKTPOHHBIX
HOCHUTEJISIX;

e zampammMBaTh OT paboTHHKA HH(OpPMAIMIO, HEOOXOAMMYIO Ul BEICHHs JIMYHBIX JIeJ1 M
00pabOTKH NMEPCOHATBHBIX JaHHBIX.
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