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1. OGime nosoxenuns

[. HacTosiiee nojaomenme onpeaessier HopsaaoK BeAeH s TMYHbIX Ae Nefaroros
N COTPYAHMKOB B MyHHUMNAILHOM GI0/KETHOM A0LIKOJbHOM 06pa3oBaTeibHOM
yupexennn «/lerckmnit cai kom6unuposannoro suza Ne 1 um. Kpymnckoi» c.
Kpacnorsapueitcxoe (nanee — Yupexaenue).

[ 1. JInunoe peno paborHuKa — COBOKYNHOCTb JOKYMEHTOB II€pCOHA/IbLHOIO yqe'ra
COACPKALINX CBEACHMS O pabOTHMKE U ero TPYA0BOM /e TeIbHOCTH.,

1.2, Ionoxenne pazpaborano B coorserctBuu ¢ TK, DenepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepconaiibHbIX AaHHbIX», MeToau4YecKumMu
pexomenanmsmu Pocapxusa, Yiasom ITpesunenta ot 30.05.2005 Ne 609 «O6
yraepaaennn Ilosoxenns o nepconanbHbIX AaHHbIX I'OCY 1apCTBEHHOTO
cuyxauero Poceutickoit denepauuy v BeAEHUH €ro JIHYHOIo Aenay,
KOJIIEKTHBHBLIM JJOrOBOPOM M yCTABOM Y UpexIeHHsI.

2. GopMupoBAHHE JHUHBIX e/ pabOTHHKOB.

2.1. GopMupoBaHKe JIMYHOro Aena paboTHUKA IIPOU3BOAUTCS CIICLUAIMCTOM I10
KQpaM He Mo3[Hee AT pabounx AHEH O JHs 3aKII0YeHHs TPYA0BOr0 JIOTOBOpa
H TONBKO IIOCJIe MOSyU€eH st OT paGOTHHKA COTNIachs Ha 06paboTKy ero
NepCOHANBHBIX AaHHBIX.

2.2, Ilpu moctyruienuyu Ha paboTy COTpYIHUK npenocraBJmeT (l‘[pH HAJIMYHH):
— [aCMOPT MK HHOM JOKYMEHT, YAOCTOBEPSIOLIUHA THIHOCTB; ‘
— aprobuorpaduio;

— 3asBJIEHUE O [IpUeMe Ha paboTy;

— CTPaxOBO€ CBUAETENIBCTBO [IEHCHOHHOIO CTpaXOBaHUs;

— HIeHTH()UKALMOHHBIM HOMEp HalIOroriaTesbIIrKa;

— IOKYMEHT BOMHCKOr'0 y4yeTa (111 BOGHHOOOA3aHHBIX L),

— IOKyMeHT 006 00pa30BaHuy;

— aTTeCTallMOHHBIN JIUCT;

— CIIpaBKy O HalM4uH (OTCYTCTBUH) CYIMMOCTH U (MJIH) paKTa yroJoBHOrO
npecieoBaHus; \ .
— TPYAOBYIO KHHXKKY;

— MEJULIMHCKYIO KHHXKKY,;

— CBUIETENLCTBO O Opaxe;

— CBHUIETEILCTBO O POXKACHUU AETEH.

2.3, Pa6oromatens 0popMIIseT:

— IMYHYIO KapTo4Ky Ne T-2;
— npuKa3 o Ipueme Ha paboty (0 nepeMelleHuy Ha JPYTrue JOJDKHOCTH);
— TPYOBO# JOrOBOP B ABYX dK3EMILIIpPax;

— OJIDKHOCTHYIO HHCTPYKLIMIO.
2.4. [TeppuyHOE OPOPMIIEHHE TIUYHOTO Jiena MpeJyCcMaTpUBaeT:

a) IPUCBOEHME JINYHOMY Jlelly HOMepa COIIacHO JKypHally yueTa JHYHBIX JAe;
6) npocraBiieHne Ha 00JI0XKKe JIMYHOrO ZeNa CIeAYIOINX PEKBU3HTOB:

e uHjeKc Jea (B COOTBETCTBMH C HOMEHKIATYPOH el YUupexaeHus);




e [10JIHOE HAUMEHOBaHHUE YIPEXKACHHS;
e HOMeED JIMYHOTO JIEa;

* haMIUTHS UM OTYeCTBO pPabOTHHKA B HMEHHTEIBHOM ITafIeXe;

e IaThl — rOJ Hadaja U ol OKOHYaHUs BECHUA JeIa;

® KOJIHY€ECTBO JIUCTOB;

® CPOK XPaHEHHS,

B) IIOMELIEHHE JOKYMEHTOB, ITOUIEXXaI[IX XPaHEHHUIO B COCTAaBE JIMUHEIX Jell, B
XPOHOJIOTHYECKOM MOPSAKE:

— BHYTPEHHss OIIMCH JOKYMEHTOB Jea;

— JIUCT C OTMETKaMHU 00 03HAKOMJIEHHH pabOTHHKA C JTMYHBIM JEJIOM,;

— JIUCT C OTMETKaMH O pe3yJibTaTaX €XXeroJHOH IPOBEPKH COCTOSHHS THYHOTO
zena;

— JINYHBIX JIUCTOK I10 YYeTy KaIpOB MIJIA aHKETa,

— aBrobuorpadus;

— 3asBJICHHE O IpHeMe Ha paboTy;

— IIpHKa3 O IpueMe Ha paboTy; ‘

— ZIOTOBOP O ITOJTHOM MaTepHANBHON OTBETCTBEHHOCTH (eCJIH pabOTHHK —
MaTepUalbHO OTBETCTBEHHOE JIUIIO);

— XapaKTEepUCTUKU U PeKOMEHaTeIbHbIE IMCEMa,;

— corjiacue Ha 06paboTKy EpCOHANBHBIX JaHHBIX. ‘

2.5. JIACTE! IOKYMEHTOB, IOMEIIEHHBIX B JTHYHOE JEIO, nozmemaT HyMepaImH.
2.6. JIOKyMEHTEI IOMEIIAIOTCS B MAIKY-CKOpOCIIMBaTENb. IIpH YBOJIBHEHUH |
pabOTHHKa IIPOIIMBAIOTCS HUTKAaMH U CHAIOTCSA B apXUB.

2.7. BHyTpeHH:s OIKCH JOKyMEHTOB, UMEIOIMXCS B IMIHOM JeNe, JOJDKHA -
colepKaTh CBEEHHS O OPSIKOBBIX HOMEPaX, HAMMEHOBAHUAX JOKYMEHTOB JIETIa,
KOJIMYECTBE JIUCTOB, JaTaX BKIIOYESHUS JOKYMEHTOB B JIMYHOE NIEI0 U U3BITUS U3
nena, a TakKe KeM U3BST JOKYMEHT U [0 KaKOH pHIHHe.

2.8. BHYTpEHHSS OIIMCH COCTABIIAETCS Ha OTAENBHOM JIMCTE IO yCTaHOBJIeHHOI/I
dopme. JIUCTHI BHYTPEHHEN OIUCH HYMEPYIOTCS OTAEIBHO.

2.9. TIpu IIOATOTOBKeE TMYHBIX AeJ K Ieperiade Ha XpaHeHHe K BHYTPEHHeH OIHCH

COCTABJIETCS UTOTOBAS 3aIlHCh, B KOTOPOH YKa3bIBAeTCs LU(PaMH U IPOIKCHIO
KONMYECTBO BKIFOYEHHBIX B Hee JOKYMEHTOB Y KOJIMIECTBO JIUCTOB [NIa.

3. BegeHue JHYHBIX g€l pa0OTHHKOB

3.1. JIndHOe meso BeeTcs B TeYeHHE BCEro nepruoa paboTel KaX/JI0ro nejarora u
COTpYZHUKA YUPEXISHHUS. : ‘

3.2. lanpHeHee BeleHUe JUYHOTO Aena pa60THPIKa IpeayCMaTpuBaeT
TIOMEILEHHE B IENI0 JOKYMEHTOB, 00pa3yIoIiXcs B mpouecce pabogei
JeSTENBHOCTH ¥ UMEIOIMX 3HAUEHME Il TPYAOBBIX OTHOILIEHUM:

— JOTIOJIHEHUE K JIMYHOMY JIMCTKY I10 y4eTY KaJpOB,;

— KOIIMH MPUKA30B I10 JINYHOMY COCTaBY, KOTOPEIE KacaloTCsl pabOTHHUKa;

— OT3BIBBI JIOJDKHOCTHEIX JIUI] O paOOTHUKE;
— KOITMU JOKYMEHTOB O ITOBBIIIEHUH KBaIH(UKALH,




— KOITHHU CePTUDHKATOB, FPaMOT;

— JIACT — 3aBEPUTEIIb Jiena (COCTABIISIOT IIPH CIaYe THYHOTO Neja B apXuB);
— UHBIE JOKYMEHTEI.

3.3. B KOHLIe KaJleHAapHOTO rofia M He mo3agee 30 nekabpst Bce pabOTHUKH
YUPEXKACHUS IPOXOAAT 03HAKOMIEHHUE C JIHYHBIMH feamu. O6 3TOM JeaeTcs
OTMETKA B JINCTE O3HAKOMIIEHHMsI paOOTHHKA C JTIHYHBIM JEJIOM.

3.4. O3HaKOMJIEHHE C /eJI0M MPOMCXOANT HCKIIOYHTEIBHO B KaGHHETe
CIICLMATUCTA IT0 KaapaM U B €ro NPHCYTCTBUH. 3alpelaeTcs BEIHOC efa U3
KabuHeTa.

3.5. Beinaga KONuUi TOKYMEHTOB U3 JIMYHOTO fena IIPOU3BOJUTCS 10 IXIHOMY
3a5BIICHUIO PAOOTHHKA U C pa3pelleHHs 3aBe/IyIolIero. Komuy T0KyMeHTOB
JOJDKHBI OBITH 3aBEPEHBI U IPELOCTABIEHE! PAGOTHHKY B TeYSHHE Tpex AHEH co
AHS IOIAaYH 3asBJICHUS. ’
3.6. I3bsTHE OTHENBHBIX JOKYMEHTOB U3 JIMYHOTO AeNa IPOM3BOIUTCS C
PaspeIICHUS 3aBSYIOIIETro Y UpeKAeHus ¢ 0QOPMIICHHEM COOTBETCTBYIOLIEH
3anucy B rpade «IIpuMedanue» BHyTpeHHel onucu. [Ipy BpeMEHHOM H3BATHH
AOOKYMEHTa Ha €ro MeCTO (MEX Iy JIMCTAMHU COCEHUX JOKYMEHTOB) BKJIabIBAETCS
CIIPaBKa-3aMECTHUTEIIb C YKa3aHUEM JAThl U IIPHYUH U3BATHS C IOAMKCEIO JINIIA,
BBIZIABILIETO JOKYMEHT, M IMOAIKCHIO JIULIA, II0JIyYUBLIETO €0 BO BpEMEHHOE
NI0JIb30BaHHUE.

3.7. B nensax obecrieyeHUs: KOHTPOJIS 32 COXPaHHOCTBIO M aKTyalbHOCTBIO
JIUYHBIX JIeNl B YYpexXACHUH exeronHo (He no3znHee I kBaprana rona, Clieayromero
32 OTYETHBIM) IPOU3BOAUTCS IPOBEPKA MX HAIMYHUA ¥ COCTOSHUA. .. . .. .

3.8. ExXeroqHyIo MpOBEPKY COCTOSHUS JIMYHBIX A€l Ha IPeMeT COXPaHHOCTH
BKJIFOYEHHEIX B HETO JOKYMEHTOB IIPOBOJAUT CIIEIMATIBHO co3iaHHas koMuccus. O
IPOBEIEHHBIX IPOBEPKaX JEIAETCS OTMETKA B JIUCTE O PE3YNIbTAaTaX €XKEroTHON
IIPOBEPKH COCTOSIHUSA U HAIMYHUs JIMYHOTO eJia U COCTaBIAETCs akT. Pe3ynbraTel

IIPOBEPKHM JIMYHbIX [eN B 0043aTeIHOM MOPSKE TOBOIATCA JI0 3aBEyIOMIEro
YapexxaeHuEM. -

4. XpaHeHHe H y4eT JIHYHbIX eJl pa0OTHUKOB

4.1 XpaHeHHe U y4eT JUIHBIX [iell IefaroroB ¥ COTPYAHHKOB YypexneHus
OpraHU3yIOTCS C LENIBIO OBICTPOrO IMOKMCKA JIMYHBIX Je]], 00ecIIedeH st uX
COXpaHHOCTH U KOHQUIEHIHATBHOCTH CBEICHHH, COIEPKAIUUXCS B JOKyMEHTaX
JIMYHBIX JeJl, OT HECaHKIIMOHUPOBAHHOI'O OCTYTa.

4.2. JIpuusble gena pabOTHUKOB, NOJDKHOCTHbIE MHCTPYKIHH XPaHSITCS Y.
CIIeIMaIMCTa 110 KapaM B CrieLlHalbHOM MeTaJlIHYeCKOM ceiide. JIuanble
kapTouky 1o yHuduuuposanHoi gopme Ne T-2 xpanarcs OTACIBHO.
4.3. TpyHOBble KHHKKH, MEJAULIMHCKHIE KHIDKKH XPAHATCS B cefide y cnenuanucra
110 KaJpaM.

4.4. Toctyn K JIMYHBIM J1€]1aM paGOTHUKOB MMEIOT TOJIBKO CIIELUAIIMCT IO KaJpam
¥ 3aBe/lyIOIHHA YUPEKACHHA (1u60 3aMeCTHTeNH 3aBeAYIOLIEro Mpu HCTIONHEHHH
06s3aHHOCTe! 3aBeAYIOIIEro YupexKieHus).




4.5. CHcTeMaTU3alys JHYHBIX e paGOTHMKOB IPOU3BOAUTCS B al()aBUTHOM
NOpsSAKE.

5. Odgopmienne JUYHBIX €] paGOTHHKOB mepe] cAa4Yed B apXMB

5.1. OdopMrneHue TUUHBIX AeN )i Nepeayd B apXUB IPOU3BOIUTCSA
CrieLlMaJIMCTOM IO KaipaM. DTa NMpoLeaypa BKIIOYaeT:

— MONMIMBKY (TIepeIuieT) aena;

— YTOYHEHHUE HyMepalldy JUCTOB Jela;

— COCTaBJIEHUE JIUCTa-3aBEPUTEIIS;

— cocTaBlieHUe (YTOYHEHHE) BHYTPEHHEH OMNCH;

— BHECCHHE YTOYHEHHUH B pEKBU3HUTHI JIULIEBOM 00JIOKKH Jea.

5.2. JIucT — 3aBepuUTENb AeNa J0/DKEH ITONUCATh er0 COCTaBUTENb, IIPH 3TOM
Ienaercs paciudpoBKa JODKHOCTH ¥ IIOAIIKCH, IPOCTABIIAeTCs AaTa. B mponecce
HCIIONB30BaHUs apXUBHBIX JOKYMEHTOB B JIUCTE-3aBEPUTEIIC ACTIar0TCA
COOTBETCTBYIOLIYE OTMETKH. Bciu 1emno noamuTo 6e3 IucTa-3aBepuTelis, TO €ro
clie[lyeT HaKJIEUTh Ha BHYTPEHHIOI CTOPOHY OOJIOXKKH Jeia. ‘

5.3. C nensro obecreyeHHs COXPaHHOCTH JIMYHEIX JI€]I peKOMeH,U;yeTCﬂ
— 0OBEIUHATS MHAUBHY AJIbHBIE JIMUHBIE AeJla YBOJIEHHBIX COTPYAHUKOB B OJHY
06710XKy (00BEIUHEHHOE JIE]I0) ¢ TAKAM PacdeToM, YToOsl 06BeM ena (ToMa) He
npeBsIian 250 TUcToB (IyTeM CIIMBKM MaTepHajioB HHIUBUIYAJIBHBIX I 11O
rojam yBom,HeHwI)

— pacrojiaraTb MaTepHaisl HHAMBAIYalIbHbIX el B IpeJiesax aena (Toma) B

angaBUTHOM HOPsiaKe (IT0GaMUIBHO), OTAEISS MaTepPUaIbl, OTHOCAIIMECS K
Pa3sHBIM MHIMBHIYalbHBIM [e/1aM, YUCTEIM JIHCTOM OyMaru ¢ ykasaHHeM Ha HEM
(haMIUTAH, IMEHH H OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPY/IHHKA;

— cHabXaTh KaXkmoe 00beUHEHHOE 10 (TOM) BHYTPEHHEHN OIIHMCHIO C
nepequcienneM $GaMIIHi, IMEH B OTYeCTB U yKa3aHHeM HOMEPOB C’I’paHI/IIJ;,
TpejieNiax KOTOPBIX PAacIOI0KEHB! COOTBETCTBYIONIHE TOKYMEHTBI. .
5.4. Ilepenada JIMYHBIX J€J B apXUB OCYILIECTBILIETCS HE MO3JHEE TPEX JIET IOCIIe
3aBepIIEHHs UX B JI€JIONPOU3BOJICTBE B COOTBETCTBHH C rpaduKOM.
[IpeBapUTEIBHO CIIELUATHCTOM II0 Ka/paM IIPOBEPSETCA NOJIHOTA U
IIPaBIJIHOCTD IIOATOTOBKH JIYHBIX JIEN K MIepefiate. Br1siBI€HHBIE IPU IPOBEpPKE
HeIOCTATKH YCTPaHIOTCS CIIEIHUATUCTOM 110 Kazpam. [Iepenaya u puem
NPOU3BOAATCA 10 ONHCH C IPOCTaHOBKOM OTMETOK O HAJIMYMH JIMYHBIX JEl.

5.5. JInyHble Aeja pabOTHUKOB, 3aKOHYEHHEIE IEIONPOU3BOACTBOM 10 1 AHBaps
2003 ropa, XpaHaTcs 75 ner, mocie 1 sHBaps 2003 roza — 50 net. Jlugnoe meino
3aBeyloIero YUpexkieHueM UMeeT IOCTOSHHBIN CPOK XPaHEHHS.

6. OTBeTcTBEeHHOCTH padoToaaTe/ss H pa0OTHHKA

6.1. [legarory ¥ COTPYIHUKU YupexjeHus 00s3aHbl CBOEBPEMEHHO IIPEACTABIIATh
cBeneHns 06 U3MEHEHHH CBOUX IEePCOHANbHBIX MaHHBIX, BKIIOYEHHBIX B COCTaB
JIMYHOTO JeJia.

6.2, Paboronareib obecrieunBaer:




— COXPAHHOCTD JIMYHBIX Je/1 pAGOTHHKOB;
— KOHOUIEHUMANBHOCTD CBENIGHUH, COAEPKALLNXCS B TMUHBIX AeaX paOOTHHKOB.

7. IlpaBa paGoToaaTens H paGoTHHKA

7.1. Tlenaroru u coTpyHUKHM YupexaeH s UMEIOT IIPaBo:

— N0J1y4aTh NOJHYI0 HHOPMaLHUIo 06 06paboTKe CBOMX MEPCOHATBHBIX JIaHHBIX
— MOJIy4aTh JOCTYI K CBOMM IEePCOHATBHBIM JAHHBIM;

— NOJTy4aTh KOMMH NOKYMEHTOB, XPAHSLIMXCS B IUYHOM JETIE;

— TpeBOBaTh MCKIIIOYEHHUS WY HCTIPABIEHUS HEBEPHBIX H HETIOMHBIX
(MCKa)KEHHBIX) CBOUX MEPCOHABHBIX JAHHBIX.

7.2, PaboTonarenpb umeer npaso:

— 00pabaTkIBaTh NepCOHaBHbIE NAaHHbBIE paGOTHHKOB, B TOM YHC/IE H HA
ANIEKTPOHHBIX HOCUTETISIX;

— 3alpalliiBaTh OT pabOTHUKOB HH(POPMALHIO, HEOOXOAHUMYIO IJIs BEAECHHUS
JIMYHBIX €)1 U 00paboTKH NepCOHAaNbHBIX NaHHBIX.




