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1.2. JIuunoe nen0 pabOTHUKA — COBOKYITHOCTD JOKYMEHTOB [TEPEOHAILHOTO yUueTa,
COJIepKAILMX CBEICHUS O paOOTHHUKE U €r0 TPYIOBOM 1€ATEIbHOCTH.

1.3. [Tonoxenue pazpadborano B coorBercTBUU ¢ TK, denepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O mnepcoHalbHBIX HaHHBIX», METOIUUYECKUMH PEKOMEHIAIUSIMU
Pocapxusa, Ykazom [Ipesunenta ot 30.05.2005 Ne 609 «O06 yrBepxkaenuu [lonoxenus o
NEPCOHANBHBIX JIaHHBIX TOCYAApCTBEHHOro ciyxamiero Poccuiickoir ®exnepauuu u
BEJICHUH €T0 JINYHOTO Jieay, yctaBoM LIIkosmsi.

2. @opMupoBaHHe JUYHBIX JeJI PA00THUKOB

2.1. ®opMupoBaHHE JTUYHOIO Jeja pabOTHUKA IPOU3ZBOJUTCS CEKPETapeM He
no3JHee MATH paboduXx AHEHN CO IHA 3aKII0YEHHs] TPYJOBOTO JIOTOBOPA U TOJBKO IOCIE
MOJIYy4YEHHUS OT pabOTHHKA coriacus Ha 00paboOTKY ero NepCOHANIbHBIX IaHHBIX.

2.2. Ilpu mocTyIieHUH Ha paboTy COTPYIHUK MPEAOCTABISAET (MIPU HATUYUH):

— MacOPT UM UHOW TOKYMEHT, YAOCTOBEPSIIOUINI TNYHOCTD;

— aBTOOMOTpaduIo;

— 3as1BJIEHUE O MIpUEME Ha padoTy;

— IOKYMEHT, KOTOPBII MOATBEPKAAET PETUCTPALMIO B CUCTEME MHIAUBUIYAJIBHOTO
NepCOHN(ULIMPOBAHHOTO Yy4yeTa, B TOM 4HcIe B (QOpME 3JIEKTPOHHOTO JOKYMEHTa,
100 CTPaxoBOE
CBUJIETENICTBO roCy/1apCTBEHHOTO MIEHCUOHHOTO CTpaxoBaHMs, 3a
UCKJIIOYEHUEM CIIy4aeB, Korja
TPYZAOBOW JJOTOBOP 3aKJIFOYAETCS BIIEPBBHIE;

— UICHTU(DUKAITMOHHBI HOMEP HAJIOTOIJIATENbIINKA,

— IOKYMEHT BOMHCKOT0 y4eTa (Jisl BOeHHOOOs3aHHBIX JIMIL);

— TIOKyMEHT 00 00pa30oBaHu;

— aTTeCTaIlMOHHBIN JIUCT;

— CNpaBKy O HalIM4uU (OTCYTCTBHM) CYIMMOCTH U (WiK) (akTa yrojloBHOTO
npecie0BaHus;

— TPYZIOBYIO KHUXKKY;

— MEIMLIMHCKYIO KHUXKKY;

— CBUJIETEILCTBO O Opake;

— CBUJICTENILCTBO O POXKIACHUU JIETEH.

2.3. PaGoronarens opopmiser:

— IMYHY10 KapTouky Ne T-2;

— MpUKa3 o MpuemMe Ha paboTy (0 MepeMelleHNU Ha APyrue J0HKHOCTH);

— TPYZOBOH JI0rOBOP B JIBYX 3K3EMILISAPAX;

— IOJKHOCTHYIO MHCTPYKIUIO.



2.4. llepBuuHOe 0popMIIEHUE JIMYHOTO JIeja IPeyCMaTPUBAET:

a) IPHUCBOEHUE JINYHOMY JIeJy HOMEpA COIVIACHO XKypHaly y4yeTa JUYHBIX JAell
(mpunosxenue Ne 1);

0) mpocTraBieHHE Ha OOJIOKKe JHMYHOro nena (mpuiiokeHue Ne 2) criemyromiux
PEKBU3UTOB: HMHJEKC JAeja (B COOTBETCTBUM C HOMEHKJIATYpOM Jesl IIKOJbl); IOJIHOE
HAaUMEHOBAHHUE IIKOJIbI; HOMEp JIMYHOrO Jena; (paMuiaus UMs OTYECTBO PaOOTHHKA B
MMEHUTEIBHOM NaJIeKe; JaThl — IO/l Hayasla U roJl OKOHYaHUs BEJEHUS Jella; KOJIMYECTBO
JIMCTOB; CPOK XpaHEHHUS ;

B) NMOMEUIEHUE JOKYMEHTOB, MOJUIEKAIIMX XPAaHEHUIO B COCTaBE JIMYHBIX JIET, B
XPOHOJIOTUYECKOM TOPSIKE:

— BHYTPEHHSIS1 OIIKCh JIOKYMEHTOB Jiena (mpuioxeHue Ne 3);

— JIUCT € OTMETKaMH OO0 O3HAKOMJIEHMM paOOTHHKA C JIMYHBIM JEJIOM
(mpuoxenue Ne 4);

— JIUCT C OTMETKaMHU O pe3y/lbTaTax €XEeTrOJAHOW MPOBEPKH COCTOSIHUS JIMYHOTO
nena (mputosxenue Ne 5);

— JINYHBIN JTUCTOK 10 y4eTy KaJpoB WK aHkeTa (nmpuiiosxkenust Ne 6 u Ne 7);

— aBToOMoOTrpadus;

— 3asBJICHUE O IIpUeMe Ha paboTy;

— MpHUKa3 o IpreMe Ha paboTy;

— JIOJKHOCTHAsI MHCTPYKLUS;

— TPYZAOBOM J10I0OBOpP;

— JIOTOBOp O TIOJIHOM MaTepualibHOM OTBETCTBEHHOCTH (eciu paOOTHHUK —
MaTepUaJIbHO OTBETCTBEHHOE JIUILIO);

— XapaKTEepUCTUKU U PEKOMEHaTelIbHbIE TUChMa;

— corjacue Ha 00pabOTKy NepCOHAIbHBIX JaHHBIX.

2.5. JIncTel TOKYyMEHTOB, TIOMEIIEHHBIX B JINYHOE JEJI0, MOJIEkKAT HyMepaluu.

2.6. JIOKyMEHTbl NOMEIIAIOTCA B NANKy-cKopocummBarenb. Ilpum yBosbHEHUUM
paboOTHUKA MPOILIMBAIOTCS HUTKAMU U CIIAIOTCS B ApXUB.

2.7. BHYTpEHHs1 ONUCh JOKYMEHTOB, MMEIOUIMXCA B JUYHOM Jele, AOJDKHA
coJlepKaTh CBEACHHUS O MOPSAIKOBBIX HOMEpax, HAaMMEHOBAHMSIX JOKYMEHTOB Jela,
KOJIMYECTBE JIMCTOB, JJaTaX BKIIOYEHHUS JOKYMEHTOB B JUYHOE JI€JI0 U U3BATUA U3 JIeNa, a
TaK)K€ KEM U3bST JOKYMEHT U 10 KAKOW IPUYHHE.

2.8. BHYTpeHHs1 ONUChH COCTaBISETCA HA OTJEIBHOM JIMCTE MO YCTAHOBIEHHOU
dbopwme. JIucThl BHYTpEHHEH OMTUCH HYMEPYIOTCS OTACIBHO.

2.9. Ilpu moAroTOBKE JUYHBIX JIEJ K Mepe/ladye Ha XpaHEHUE K BHYTPEHHEN onucu
COCTaBJISIETCS MTOTOBasi 3allUCh, B KOTOPOW YKas3bIBaeTCs IM(PpaMu U MPOMUCHIO
KOJIMYECTBO BKJIIOUEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIEa.

3. Benenue JUYHBIX e/l pA0OTHUKOB

3.1. JImuHOE neno BeneTcs B TEUEHHE BCETO Mepruoja paboThl KaKI0ro meaarora u
cotpynnuka [Ikonbl.

3.2. JlanpHeililiee BeIEHHE JMYHOTO Jeja pabOTHUKA MPEeayCMaTPUBACT
MOMEIIIEHHE B IO JOKYMEHTOB, 00pa3yloluxcs B Mpolecce pabouei JesTeNbHOCTH U
HMMEIOIIUX 3HAYEHUE JISI TPYJOBBIX OTHOIICHUA:

— JIOTIOJIHEHUE K JIMYHOMY JINCTKY O YYETY KaJIpOB;

— JOTIOJIHUTEBHBIE COTJIAIEHUS K TPYAOBOMY JOTOBOPY;

— KOTIMH MPHUKA30B 10 JTHYHOMY COCTaBY, KOTOPBIE KacaloTcs pabOTHUKA;

— OT3BIBBI JIOJDKHOCTHBIX JIUI] O PAOOTHUKE;



— KOIMUU JJOKYMEHTOB O TIOBBIIICHUH KBAUTH(PUKAIIIY;

— KOTIMH CepTU(PUKATOB, TPAMOT;

— JIUCT — 3aBEPUTEIIH Jieia (COCTABIISIOT MPU CJjade JIMYHOTO Jiejia B apXUB);

— WHbBIC TOKYMEHTHI.

3.3. B juuHbIe nella HE MOMEIIAKTCS JOKYMEHTBI, UMEIOIINE BTOPOCTEIIEHHOE
3HAYEHUE U CPOK XpaHeHus MeHee 10 jieT BKItounTenbHO. Takue TOKYMEHTHI XPaHATCS B
otaenbHOM Hapsae Ne 4-09 «/lokyMeHTBI, HE BOIIEAIINE B COCTAB JIUYHBIX JIEID).

3.4. B xoHIe KaJeHIapHOro roja u He mosnHee 30 aexalOpsi Bce pabOTHUKH
[Ixonbl MPOXOASAT O3HAKOMJICHHE C JUYHBIMHU Aenamu. OO0 3TOM jAenaercss OTMETKa B
JIUCTE 03HAKOMJICHUS paOOTHHUKA C IMYHBIM JICJIOM.

3.5. O3HaKOMJICHHE C JCJIOM ITPOUCXOAUT UCKITIOYUTEIHLHO B KAaOMHETE CeKpeTapsI
¥ B €ro MPUCYTCTBHH. 3alperiaeTcs BIHOC Jeia u3 KaOuHeTa.

3.6. Bpijaua Konmui JOKYMEHTOB W3 JIMYHOTO JI€JIa TPOU3BOJMUTCS MO JUYHOMY
3asBJICHUIO paOOTHUKA U C pa3pelieHus: qupekropa. Konuu T0OKyMEHTOB JTOJKHBI OBITh
3aBEPEHBI U MPEOCTABICHBI pA0OTHUKY B TEUEHHUE TPEX JTHEH CO JTHS MOJa4H 3asBIICHHS.

3.7. U3bATHE OTHEIBHBIX JOKYMEHTOB W3 JMYHOTO [€Jla MPOU3BOAUTCA C
paspemienus aupexktopa Ikonbl ¢ opopmieHreM COOTBETCTBYIOIIEH 3amucu B Tpade
«ITpumeuanue» BHyTpeHHEH omucu. [Ipu BpeMeHHOM U3BSITUU JOKYMEHTa Ha €r0 MECTO
(MeXITy JHMCTaMH COCEIHHUX JIOKYMEHTOB) BKJIQJBIBACTCS CIpPaBKa-3aMECTUTEIb C
yKa3aHWEM JaTbl WM MPUYUH U3BATHA C TOJNUCHIO JIMIIA, BBIJABIIETO JOKYMEHT, U
MOAMUCKIO JIUIIA, TTOJIYYUBIIIETO €T0 BO BPEMEHHOE TOJIb30BaHUE.

3.8. B menmsax obecniedeHus KOHTPOJIS 32 COXPAHHOCTBIO M aKTYaJlbHOCTBHIO JIMYHBIX
nen B Ilkome exeromno (He mo3aHee | kBapranma roja, CIEAYIOMIETO 32 OTYETHBIM)
MIPOU3BOUTCS MTPOBEPKA UX HATHMYHS U COCTOSIHHUS.

3.9. Exerognyioo NpOBEPKY COCTOSHUS JIMYHBIX J€Jd Ha MPEAMET COXPaHHOCTH
BKJIIOUCHHBIX B HEro JOKYMEHTOB IPOBOJUT CIEHHAIBHO CcO3JaHHass Komuccus. O
MPOBEACHHBIX TPOBEPKAX JelaeTcssi OTMETKa B JIUCTE O pe3yibTaTax €KeroJaHOou
MPOBEPKU COCTOSTHUSL U HAIMYUS JTUYHOTO jena (npunoxeHue Ne 5) u cocTaBisieTcsl akT.
Pe3ynbraThl MPOBEPKH JIMYHBIX JIe] B 00S3aTEILHOM IOPSIKE TOBOIATCSA 0 JTUPEKTOpa
IIxombL.

4. XpaHeHue M y4eT JUYHBIX J1eJ1 pa00THHUKOB

4.1 XpaHeHue W ydeT JMYHBIX JEJI MEeJaroroB M coTpyAHUKOB IIIkombl
OpPraHU3yIOTCS € LIETbI0 OBICTPOTO MOUCKA JUYHBIX /1€, 00ECIEeYeHHs] UX COXPAHHOCTH U
KOH(UIEHIIMAIBHOCTH CBEJIEHUH, COJEpKAIUXCS B JIOKYMEHTax JIMYHBIX Jell, OT
HECAaHKIMOHUPOBAHHOT'O JOCTYIIA.

4.2. JIuunple nena pabOTHUKOB, JOJKHOCTHBIE MHCTPYKLIUU XPAHSTCS Y CEKpeTaps
B CIELMAJIBHOM MeTajindeckoM ceide. JInuHble KapTOUyku MO YHU(PUUIUPOBAHHON
dbopme Ne T-2 xpaHsITCS OTICIBHO.

4.3. TpynoBble KHUXKH, MEAMIIMHCKHE KHUXKH XpaHATCS B ceiide aupexropa
ITxosmsI.

4.4. locTyn K TUYHBIM JieJlaM paOOTHUKOB UMEIOT TOJIBKO CEKpeTapb U JUPEKTOP
HIkonbl OO 3aMecTUTENU AUPEKTOpa MPU HUCIOIHEHWU OOS3aHHOCTEH IHPEKTOpa
IIxosmsI.

4.5. CucreMaruzanus JIMYHBIX Jell paOOTHUKOB MPOU3BOAMUTCS B an(aBUTHOM
HOPSIAKE.

5. O¢gopmiieHne JTHYHBIX JeJl pA0OTHMKOB Iepe] claveil B apXuB
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5.1. OdopmieHue TUYHBIX AeJ IS Mepefadynd B apXUB MPOU3BOJUTCS CEKpeTapeM
[xosnbl. DTa mpoleaypa BKIIOYAET:

— MOJIIIMBKY (TIEperieT) Aena;

— YTOUHEHHE HyMepalluu JUCTOB JIeNa;

— cOCTaBJICHHUE JMcTa-3aBepuTess (npunokenue Ne 8);

— cocTaByieHUE (YTOYHEHUE) BHYTPEHHEHN OMUCH;

— BHECEHHE YTOUHEHUI B PEKBU3UTHI JTUIIEBON OOJIOKKHU Jena.

5.2. Jluct — 3aBepuTeNb Jelia AOHKEH MOANMHMCATh €ro COCTABUTENb, MPU ITOM
JenaeTcsl paciim(ppoBKa JOJDKHOCTA W TMOJIHUCH, MPOCTaBIsieTcss nata. B mporiecce
WCIIOJIb30BaHMUSl ~ apXWUBHBIX  JOKYMEHTOB B  JIUCTE-3aBEpUTEIE  JENIAl0TCs
COOTBETCTBYIOLIUE OTMETKH.

Ecnu neno mommmro Oe3 nucTa-3aBepUTENs, TO €ro CleAyeT HaKJIEeUTh Ha
BHYTPEHHIOIO CTOPOHY OOJIOKKH Jelia.

5.3. C uenpro obecriedeHnst COXpAaHHOCTH JTMYHBIX JI€] PEKOMEHTyETCS:

— 00BEUHATh WHIUBUYaTbHbIC JIMYHBIEC JIe7Ia YBOJEHHBIX COTPYIHUKOB B OJIHY
00710kKy (0OBEIMHEHHOE [1€JI0) C TaKMM pacdyeToM, 4ToObl 00beM Jnena (ToMa) He
npeBbiman 250 TUCTOB (ITyTeM CIIMBKHA MAaTEpPHAIOB WHIMBUAYATBHBIX JEJ IO TOJIaM
YBOJILHEHUS);

— pacmojarath Marepuanbl WHIWBUIYaITbHBIX JIeJ B Mpeiaenax jena (Toma) B
andaBuTHOM Topsnke (modaMHIBbHO), OTACNSS MaTepuajbl, OTHOCSIIHECS K Pa3HbIM
WHIAVNBUAYAJIbHBIM JIeJIaM, YHCTBIM JIUCTOM OyMaru C yKa3aHHeM Ha HeM (ammiuwy,
UMEHU ¥ OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOT'O COTPYAHUKA;

— cHa0XaTh KaxJaoe OOBEIUHEHHOE Jei0 (TOM) BHYTPEHHEH OINHCBhIO C
nepevrcieHrnemM (pamMuianil, IMEH U OTYECTB M yKa3aHWEM HOMEPOB CTpaHUII, B Mpeaesiax
KOTOPBIX PACTIOIOKEHBI COOTBETCTBYIOIINE JJOKYMEHTHI.

5.4. llepenaya JTUYHBIX JENl B apXUB OCYIIECTBISIETCS] HE MO3/IHEE TPEX JIET TOocie
3aBEpIICHUS] X B JEIONPOU3BOACTBE B COOTBETCTBUHU ¢ TpadukoMm. [IpenBapurenbHo
CEeKpeTapeM TMPOBEPSACTCS TOJHOTA W TPABWIBHOCTH IOATOTOBKM JIMYHBIX JIET K
nepenaye. BoisiBiIeHHBIE TP MPOBEPKE HEAOCTATKU YCTPAHSIOTCS cekpeTapeM. [lepemnaua
U TIPUEM TTPOU3BOJIATCS 10 OIHUCH C TIPOCTAHOBKON OTMETOK O HAJTUYHUH JTUYHBIX JIEI.

5.5. Jluunsie aena paOOTHUKOB, 3aKOHYEHHBIE JIETOMPOU3BOACTBOM J10 | stHBaps
2003 roma, xpansitcs 75 net, nmocie 1 suBaps 2003 roma — 50 mer. Jluunbie aena
TUpeKTopa, rinaBHoro Oyxranrepa [1Ikoasl UMEIOT MOCTOSIHHBIN CPOK XpaHEHHUSI.

6. OTBeTCTBEHHOCTH padoToaaTesiss U padOTHUKA
6.1. Ilemarorm u corpynuuku Ilkonbl 00s3aHBI CBOEBPEMEHHO MPEACTABISATH
CBENICHUs] 00 WM3MEHEHMHM CBOUX IEPCOHATBHBIX JAHHBIX, BKJIIOYEHHBIX B COCTaB
JUYHOTO JIeTa.
6.2. PaboTomarens obecrieunBacT:
— COXPAHHOCTb JIMYHBIX JIeJ1 pAaOOTHUKOB;
— KOH(HUICHIINATBLHOCTh CBEJICHUM, COACPKAIINUXCS B IMYHBIX JieJaX paOOTHUKOB.

7. IlpaBa padoroaaressi ¥ padOTHHKA
7.1. Ilegaroru u corpyaauku [1Ikomasr uMeroT mpaso:
— TOJTy4aTh TIOJIHYIO HHpOpMaIHo 00 00paboTKe CBOMX MEPCOHABHBIX JaHHBIX;
— MOJIy4YaTh AOCTYI K CBOMM NEPCOHAIbHBIM JIaHHBIM;
— MOJIy4aTh KOMUU JOKYMEHTOB, XPAHSIIINXCS B JIUYHOM JIEJIE;
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— TpeOOBaTh MCKIIIOUEHHUS WJIM UCIIPABJICHHUS HEBEPHBIX U HEMOJIHBIX (MCKaKEHHBIX)
CBOUX MEPCOHAJIbHBIX JaHHBIX.

7.2. PaboToaTens UMEET MPaBo:

— oOpabaTbiBaTh TNeEpCOHAJbHBIE JaHHBIE pAaOOTHHUKOB, B TOM 4YHCIE€ W Ha
AIIEKTPOHHBIX HOCUTEJISX;

— 3ampalmBaTh OT PAaOOTHUKOB MH(POPMAINIO, HEOOXOIUMYIO JJISl BEICHUS JTUYHBIX
nen 1 00paboTKU MepCOHANBHBIX JaHHBIX.



