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1. O01mme moJ10KeHUuo

1.1 Hacrosumii JIoKanbHBIA aKT ONpPENENsieT MOPSIOK BEIEHUS, yUeTa U XPaHEHUsI INUHBIX
nen  paboTHUKOB MyYHHIMIANBHOTO  OIO/PKETHOTO  JOIIKOJIBHOTO — 00pa30BaTEbHOTO
yuapexaenus «Jlerckuii cay «Oronex» (nanee — oOpa3oBaTesibHasi OPraHu3aIusl).

1.2. Tlopsmox pa3paboTaH B COOTBETCTBUH C TpymoBeIM Kojaekcom PD, dexepanbHbIM
3akoHOM o1 27.07.2006 No 152-®3 «O mepcoHaIbHBIX JMaHHBIX», METOINICCKUMU
pexomenpanusmu Pocapxusa, Ykazom [Ipesunenta ot 30.05.2005 Ne 609 «O06 yrBepxaeHUN
[lonoxxeHnss O NEPCOHANBHBIX JAaHHBIX T'OCYJApCTBEHHOIO Ciyxamero Poccuiickon
Qdenepanii ¥ BEACHUM €r0 JIMYHOTO JIela», KOJUIGKTUBHBIM JIOTOBOPOM M YCTaBOM
00pa3oBaTebHON OpraHU3aIUH.

2. @opMUpOBaHMe JHYHBIX /ieJ] pA00OTHUKOB

2.1. ®opmupoBaHUE JUYHOTO JAeia pabOTHHWKA MPOM3BOIUTCS PAOOTHHUKOM, Ha3HAYEHHBIM
JMPEKTOPOM 00pa30BaTeIbHOW OpraHu3anuu (ajnee — OTBETCTBCHHBIA 3a BEJICHHE [IE).
JInunoe neno GopmupyeTcs He Mo3/IHee MATH pabodMX AHEW CO JHS 3aKII0YEHUS TPYAO0BOIO
JIOTOBOpPa H TOJIBKO TIOCJE TOJydeHUsT OT pabOTHHWKA corjacusi Ha o00paboTKy ero
MIEPCOHATBHBIX JaHHBIX

2.2. Tlpu mocTyruieHU: Ha paboTy pabOTHUK MpenocTaBiisieT (MPH HATHYUH):

e MACMOPT WM UHOM JOKYMEHT, YIOCTOBEPSIOIINI TMIHOCTb;

e aBTOOHMOTpaduIo;

e 3asBJICHUE O NMpPUEME Ha padoTy;

e JIOKYMEHT, KOTOPBIA TMOATBEP)KIAET PETUCTPALUIO B CHUCTEME HWHIMBHIYabHOTO
MePCOHU(PHUIUPOBAHHOTO yYeTa, B TOM YHCIIE B (popMe IEKTPOHHOTO JTOKYMEHTA,
1100 CTPaXOBOE CBHICTEIBLCTBO FOCYJAAPCTBEHHOTO MEHCHOHHOTO CTPaxOBaHUs, 3a
MCKJIIOYEHUEM CITy4aeB, KOT/a TPYAOBOU JOTOBOP 3aKJII0YACTCS BIICPBBIE;

e uACHTH()UKAIIMOHHBIH HOMEP HAJIOTOIJIATEIIbIINKA,

e JIOKYMEHT BOMHCKOTO y4eTa (/11 BOCHHOOOSI3aHHBIX JIUIL);

e JOKyMEHT 00 00pa3oBaHUH,

e ATTECTAIMOHHBIH JIHCT;

e CIOpaBKy O Hamuuuk (OTCYTCTBHM) CyauMOCTH W (wiau) (akTa YroJOBHOTO
pecIieI0BaHuUS;

e TPYIOBYIO KHIKKY W (HJIH) CBEICHHS O TPYAOBOH AEATEIBHOCTH, KPOME CITy4aes,
KOrJa pab0OTHUK NpPUHUMAeTCs Ha paboOTy BIEpBble WM Ha  YCIOBHUAX
COBMECTHUTEJIbCTRA,

e MEIUIIMHCKYIO KHHKKY;

e CBHUJICTEIBLCTBO O Opake;

e CBHUJIETEIBCTBO O POKICHUH JICTEH.

2.3. O6pa3zoBaTenbHas opranuzanus oGopmIIser:
e TIpHKa3 O IpHeMe Ha paboTy (0 MmepeMelIeHHH Ha IPYTUe JODKHOCTH);
e TPYAOBOH JIOTOBOP B JIBYX IK3EMILISPAX;

® JIOJZKHOCTHYIO MHCTPYKIIHIO.

2.4. IlepsuuHoe oopMiIeHHE IMYHOTO JIeNIa TPeayCcMaTpUBaeT:



a) MPUCBOCHUE JIMYHOMY JICITy HOMEPA COTJIACHO JKYPHAIy ydeTa JMYHBIX el (IMPHI0KEHHEe
Ne 1);

0) npocraBiieHHe Ha OOJIOXKKE JHYHOro jena (mpuiiokeHue Ne 2) clieylonmx peKBU3UTOB:
MHJCKC Jena (B COOTBETCTBHM C HOMEHKIATYpOH aen o0pa3oBaTelIbHOW OpraHM3aINM);
MOJIHOC HAMMEHOBaHKHE 00Pa30BaTEIILHON OpraHu3aliy; HOMEP JIMYHOTO Jeia; (PaMUIIns UMsI
OTYECTBO pa6OTHI/IKa B MMCHHUTCIIBHOM IIAACXKE;, OaTbl — I0J Hadyajla W roJ OKOHYAHUS
BEJICHUSI JIeT1a; KOJIMYECTBO JINCTOB; CPOK XPAHCHUS,

B) IMOMCIICHHUE OOKYMCHTOB, IIOJJICKAIIUX XPAaHCHHUIO B COCTAaB€ JIMYHBIX A€, B
XPOHOJIOTHYECCKOM HOPAIKE:

BHYTPEHHSISI OTUCH TOKYMEHTOB jena (mpusoxenue Ne 3);

e JIUCT C OTMETKaMH 00 O3HAKOMJIEHHM PAaOOTHHKA C MEPCOHAIbHBIMU JaHHBIMH U3
aryHoro nena (npunoxenue Ne 4);

e JIUCT C OTMETKAMU O PE3y/bTaTax €KEroJHON MPOBEPKU COCTOSHUS JIMYHOTO Jeia
(mpusoxxenue Ne 5);

e JIMYHBIH JIUCTOK IO YUETY KaJIpoB Wi aHKeTa (mpunoskeHust Ne 6 u Ne 7);

e aBToOumorpadus;

e 3asBJICHUE O MpUEME Ha padoTy;

e TIpHUKa3 O IpHeMe Ha padoTy;

e JIOJDKHOCTHAsI MHCTPYKLIUS;

e TpPYIOBOM JOrOBOP;

e JIOTOBOp O TIOJIHOW MAaTepUAIIbHOW OTBETCTBEHHOCTH (eciu pabOTHUK —
MaTepuaIbHO OTBETCTBEHHOE JIUIIO);

¢ XapaKTCPUCTUKU U PEKOMEHATEIIBHBIC IUCHMA;

o <..>

2.5. JIuCThl JOKyMEHTOB, MOMEIIEHHBIX B JIMYHOE JIEJI0, MOJICKAT HyMEPAIIUH.

2.6. JIokyMeHTBI IOMEIIAI0TCS B MaNKy-cKopocuinBaTesns. [Ipu yBoabHeHHH paOOTHUKA J1EJ10
MIPOLIMBACTCS HUTKAMH U CIA€TCS B ApXUB.

2.7. BHyTpeHHSS ONHCHh JOKYMEHTOB, MMCIOIIMXCS B JIMYHOM Jieje, JOJDKHA COJepKaTh
CBEJICHUS O TOPSIIKOBBIX HOMEPAX, HAMMEHOBAHHUAX JJOKYMEHTOB Jiejla, KOJIMYECTBE JINCTOB,
JaTax BKJIIOYCHHUS JOKYMEHTOB B JIMYHOE JEJIO W U3BATHS W3 JIeNa, a TaKKE KEM H3BAT
JOKYMEHT U TI0 KaKOH MpUYKHE.

2.8. BHYTpeHHHH OIIMCh COCTABJICTCA Ha OTACIBHOM JHCTC IIO YCTaHOBHeHHOﬁ (bopMe.
JIucTel BHy’TpeHHeﬁ OIIMCH HYMCPYIOTCA OTACIILHO.

2.9. HpI/I INOArOTOBKC JIMYHBIX MOCJI K IIEpCaadc Ha XpPaHCHUC K BHYTpeHHeﬁ OIIHMCH
COCTaBJIACTCA UTOroBasd 3aIllMCh, B KOTOpOﬁ YKa3bIBACTCA I_II/I(1)paMI/I H IIPOIUCBIO KOJIUYCCTBO
BKIJIFOYCHHBIX B HEC JOKYMCHTOB U KOJIMYCCTBO JIMCTOB ACJIa.

3. Benenne TUYHBIX J1eJ1 pa0OTHUKOB

3.1. JIluunoe ACJIO BCACTCA B TCYCHHUE BCCI'0 IICPpUOAa pa6OTBI pa6OTHI/IKa 06pa30BaTeJ'IBHOI7I
OpraHu3anuu.

3.2. Benenune nuuHOTO N1ena paboTHUKA IPEeTyCMAaTPUBAET TIOMEIICHHE B JIENI0 JOKYMEHTOB,
oOpa3yrmuxcs B mpolecce pabodeit NesTeNbHOCTH 1 UMEIOIUX 3HAY€HUE TS TPYIOBBIX
OTHOIIIEHWI:



e JIOTIOJIHEHHUE K JTUYHOMY JIUCTKY 10 y4ETy KaJapOB;

e JIOTIOJIHUTENBHBIE COTTIAIICHHS K TPYAOBOMY JI0TOBODY;

e KOIIMU MPHUKA30B 10 IMYHOMY COCTaBY, KOTOPBIE KacaroTcs pabOTHHUKA,

e OT3BIBHI JIOJDKHOCTHBIX JIUI O PAOOTHUKE;

e KOIUU JIOKyMEHTOB O MOBBIIICHUH KBAIN(DUKAIIH;

e KOIUU CePTU(UKATOB, IPAMOT;

e JINCT — 3aBEPUTENIH JeNa (COCTABISIIOT IIPU CAave JIMYHOTO JIela B apXUB);
e HHBIC JOKYMEHTHI.

3.3. B iinunbIe AeNa HE MOMENIA0TCS IOKYMEHThI, UIMEIOIHE BTOPOCTEIICHHOE 3HAUYCHHE.
Takue TOKyMeHTHI XpaHATCs B OTAeIbHOM jieiie Ne 4-09 «/[okyMeHThI, He BOIICIIINE B
COCTaB JINYHBIX JEI.

3.4.PabOTHUK 3HAKOMUTCS C JIMIHBIM JICJIOM B TEUCHHUE TPEX pabOUnX THEH C aTh
MIOJIy4Y€HUsI OTBETCTBEHHBIM 3a BEJICHHE JIEJ 3asIBJIIEHUs ¢ IPOCchOoi 00 o3HakomiieHuu. O0
ATOM JIETIAeTCsl OTMETKA B JINCTE 03HAKOMJICHUS paOOTHHUKA C JIMUYHBIM JICJIOM.

3.5. O3HaKkoMIIEHHE C /IeTIOM TPOUCXOANT UCKITIOUUTEIFHO B KAOMHETE OTBETCTBEHHOTO 32
BEJICHUE JIe M B €70 MIPUCYTCTBUH. 3aIPENIacTCs BBIHOC Jiejia U3 KaOuHeTa.

3.6. Brijaua konuii JOKYMEHTOB M3 JIMIHOTO JieJia IIPOU3BOIUTCS 0 JINYHOMY 3asIBIICHHIO
paboOTHHKA U C pa3penieHus Jupektopa. Konuu 10KyMEeHTOB TOJDKHBI OBITh 3aBEPEHBI U
MPEAO0CTaBJICHBl PAOOTHUKY B TEUCHUE TPEX AHEH CO JHS MOJaud 3asBIICHUS.

3.7. I3bsiTHE OTAEIBHBIX TOKYMEHTOB U3 JIMYHOTO Jieja MPOU3BOAUTCSA C Pa3peLICHUS
JIMpEKTOpa 00pazoBaTeIbHON OpraHu3aly ¢ 0pOPMIIEHHEM COOTBETCTBYIOIIEH 3alliCH B
rpade «[Ipumeuanue» BHyTpeHHeH onucH. [Ipu BpeMEHHOM U3BITHH TOKYMEHTa Ha €ro
MecTo (MEXTy JTUCTaAMU COCETHUX JJOKYMEHTOB) BKJIA/IBIBACTCS CIPaBKa-3aMECTUTENh C
yKa3aHUEM JaThl U IPUYMH U3BSITHS C MOANKCHIO JIMIIA, BHIAABIIET0 JOKYMEHT, U MOANUCHIO
JIUIA, TIOJIYYUBILEro €ro BO BPEMEHHOE MOJIb30BaHHUE.

3.8.B Oesax oOecrieyeHus KOHTPOJIA 3a COXPAaHHOCTBIO U dAKTYAJIbHOCTBIO JIMYHBIX JICJI B
O6pa3OBaTeJIBHOI>'I opraHusalun €KXEroaHo IMpOU3BOAUTCA IIPOBCPKa UX HAINYUSA U
COCTOsAHUA.

3.9. ExxerofHyto mpoBepKy COCTOSIHHS JIMYHBIX JIEJI HA IPEIMET COXPAHHOCTH BKIIFOUEHHBIX
B HETO JJOKYMEHTOB MPOBOJIUT CHELMAIBHO co3JaHHas koMuccus. O mpoBeIeHHbIX
MIPOBEPKaX JIENAaeTCss OTMETKA B JIUCTE O Pe3y/IbTaTaxX €KeroHOM MPOBEPKH COCTOSIHUS U
HAJIMYUS JTUYHOTO jena (mputoskenue Ne 5) u coctaBiseTcs akT. Pe3ynbraTel MpoOBEpKU
JUYHBIX JIe]l B 00s13aTEIbHOM TMOPSAKE TOBOJATCS A0 AUPEKTOpa 0Opa3oBaTeIbHOM
OpraHu3aIiy.

4. XpaHeHue U y4eT JIMYHBIX /JieJl pA00THUKOB

41 XpaHeHHMe M Yy4YeT JIMYHBIX Jiell PAOOTHUKOB OOpa3oBaTeIbHOM OpraHu3alluM
OPraHU3yIOTCS C IIeNBI0 OBICTPOrO MOMCKA JMYHBIX Je], 00ecleYeHus] UX COXPAaHHOCTH U
KOHOQHUIECHIIMATBHOCTH  CBEJCHUH, COJEp)KalluXcs B JOKYMEHTax JIMYHBIX JIeN, OT
HECaHKLMOHUPOBAHHOIO JIOCTYTIA.

4.2. JInunble nena pabOTHUKOB XPAHATCS Y OTBETCTBEHHOTO 3a BEACHHUE JIeT B CICIUATBHOM
METaJTHYeCKOM ceiide.



4.3. JlocTyn K JIMYHBIM JieflaM paOOTHHUKOB UMEIOT TOJBKO OTBETCTBEHHBIN 3a BEICHUE €T U
IUPEKTOp 00pa3oBaTeNIbHOW OpraHU3alUK JU00 ero 3aMeCTHTENU TPH HCIOJHCHHH
00s13aHHOCTEH TUpEeKTOpa 00pa30BaTEIBHOM OpraHU3aIUH.

4.4. Cucremaru3anus JIMYHBIX €71 paOOTHUKOB IPOU3BOIUTCA B al(paBUTHOM THOPSIIKE.
5. OdopMieHne JUYHBIX e PA0OTHUKOB MepeN cAavyeid B apXuB

5.1. Odopmienne NUYHBIX AEN JJIS TEepelayd B apXuB MPOU3BOAMTCS OTBETCTBEHHBIM 3a
BEJICHUE JIe]1. DTa MpOoLEeaypa BKIKOYAET:

e MOMIIUBKY (TIEperuieT) aena;

e YTOYHEHHE HyMEPALMH JINCTOB JIENa,;

e COCTaBJICHHE JHCTa-3aBeputens (nmpuioxenue Ne 8);

e cocraBlicHHE (YTOUHCHHE) BHYTPCHHEH OMUCH;

e BHECEHHE YTOYHEHHH B pEKBU3UTHI JIUIIEBON OOJI0KKHU Jea.

5.2. Jluct — 3aBepuTeNb Jelia JOJDKEH MOJIUCATh €r0 COCTaBUTENb, MPU ITOM JCNAeTCs
pacmudpoBKa JOHKHOCTH W TOJIWCH, MPOCTABISETCS jJara. B mpoliecce MCHOJIb30BaHUS
ApPXUBHBIX JIOKYMEHTOB B JINCTE-3aBEPUTEIIC JICTAIOTCS COOTBETCTBYIOIINE OTMETKHU.

Ecmm nmeno mommmro 6e3 nucTa-3aBEpUTENs, TO €ro CjlelyeT HaKJIeHTh Ha BHYTPEHHIOKO
CTOPOHY OOJIOKKH JIeTa.

5.3. C uenpro obecnieueHus: COXpaHHOCTH JIMYHBIX JE]T PEKOMEHIYeTCSI:

e OOBENUHATH WMHAWBHIyaJbHBIC JINYHBIC Jella YBOJEHHBIX PAOOTHUKOB B OJHY
007105kKy (00BeAMHEHHOE EI0) C TAKUM pacueToM, uToObl 00beM jeia (ToMa) He
npesbiman 250 gucToB (IMyTeM CHIMBKM MAaTepHAIOB HHIWBUIYATBHBIX €T IO
roJilaM yBOJIbHEHH);

e pacrojiaraTh MaTepHalbl HHIMBHIyaIbHBIX JeJd B Tpeneinax jena (Toma) B
angaBuTHOM mopsiake (Mo(MaMUIIbHO), OTHENAA Marepuajbl, OTHOCSIIHECS K
Pa3HBIM WHIMBHAYAILHBIM JIelIaM, YHCTHIM JMCTOM OyMard ¢ yKa3aHHeM Ha HeM
(baMuUIIK, IMEHH M OTYECTBA COOTBETCTBYIOIIETO YBOJIEHHOTO COTPY/IHHKA;

e CcHaOXaTh Kakjoe OObeAMHEHHOE Jieo (TOM) BHYTPEHHEH  OIHCHIO  C
nepeyrciiecHneM (GaMuInii, UMEH ¥ OTYECTB M yKa3aHHMEM HOMEPOB CTPaHHUII, B
npejesiax KOTOPIX PaciioioKeHbl COOTBETCTBYIOIIHE JOKYMEHTHI.

5.4. Hepez[aqa JIMYHBIX J€JI B apXuB OCYHICCTBIIACTCA HE IIO3JHEC TpPEX JICT IIOCIIC
3aBCPHICHHUA HX B JCJIOIMPOU3BOACTBC B COOTBCTCTBHHU C l"pa(bI/IKOM. HpCI[BapI/ITeJ'IBHO
OTBCTCTBCHHBIM 3a BCACHUC ACJI IIPOBCPACTCS IMOJIHOTA U ITPABUJIIBHOCTD IIOATOTOBKHU JIMYHBIX
ACJI K 1Iepcaaqc. BrisBiaenHbIe IIpUu MPOBCPKE HEAOCTATKU YCTPAHAIOTCA OTBCTCTBCHHBIM 3a
BCACHUC JOCII. Hepez[aqa H IIPpUEM IIPOU3ZBOIATCA II0 OIMMCH C HpOCTaHOBKOﬁ OTMCTOK O
HaJIn4uy JIMYHBIX ACII.

5.5. Jluunblie nena paOOTHUKOB, 3aKOHUEHHBIE Jenomnpon3BoacTBoM a0 1 suaBaps 2003 rona,
xpaustcs 75 net, nocne 1 suBapst 2003 rona — 50 ner.

6. OTBeTCTBEHHOCTH padoToaaTe/isi H padOTHUKA
6.1. PaGoTHuku 00pa30BaTeNbHOM OpraHu3alMu O0s3aHbl CBOEBPEMEHHO IPEACTaBIATH

CBCACHUA 00 M3MEHEHHH CBOMX NEPCOHAJIBHBIX MNAHHBIX, BKJIKOYCHHBIX B COCTAaB JIMYHOTO
Acia.



6.2. OTBEeTCTBEHHBI 3a BEACHHE Je PAOOTHUKOB HECET IUCHUIUIMHAPHYI0 U HHYIO
OTBETCTBEHHOCThH 32 pa3riiallicHHe KOH(DHUICHITMAILHBIX CBEJICHUH, COCPKAIIUXCS B JTMIHBIX
Jienax, v 3a MHble HapYLIEHUs IOPSAAKA BEACHUS JIMYHBIX JICIL.

7. IlpaBa paGoTonare/isi 1 pabOTHUKA
7.1. PaboTHHKHM 00pa30BaTEeIbHON OpraHU3allii UMEIOT IPaBo:

e TIOJIy4YaTh MOJIHYIO HH(pOpMAIIO 00 00paboTKe CBOMX MEPCOHAIBHBIX JTAHHBIX;

e IIOJIy4aTh JOCTYN K CBOUM IIEPCOHAIBHBIM JITAaHHBIM;

e II0JIy4aTh KOIIMU JOKYMEHTOB, XPaHALIUXCS B JIMYHOM JIEJIE;

e TpeOOBaTh MCKIFOYCHHUS WIIM UCIPABIICHUS HEBEPHBIX U HEMOJHBIX (MCKAKCHHBIX)
CBOUX IIEPCOHAJIBHBIX JaHHBIX.

7.2. PaboTomaTenns ©MeeT Mpaso:

e 0O0OpabaThiBaTh TEPCOHAJIbHBIC JaHHBIE pPAOOTHUKOB, B TOM 4YHCIe U Ha
AMIEKTPOHHBIX HOCUTEIISX;

e 3ampamuBaTh OT PaOOTHUKOB WMH(MOPMAIKIO, HEOOXOIUMYIO JJISI BEJICHUS JIMUHBIX
nen 1 00pabOTKU MePCOHANIBHBIX JAHHBIX.



