
Ilopnqorc
BeAeHr,rq JIuqHbIx 4e.n pa6oTHrrKoB,_ ,.,r, ... .

1. O6rque roroxeHaq
1.1 Hacroqulufi loxanrusrft aKT orrpeAenrer noprAoK BeleHr.{.f, , yqerarr xpaHeH7.s rr4r{Hbrx
4el pa6orruxoe (.qanee - o6pa:oBarerbHaq opraHr{3aur4s).
1.2. llopraolc pa-:pa6oraH B coorBercrBr.ru c Tpy4oarrM KoAeKcoM PO, @e4epaJrbHbrM
3axoHoM or 27.07.2006 Ns 152-A3 <O uepcona,rrbHlx AaHHbx)), MeroAu.re.nrr"
peKoMeHAar\uflMn Pocapxrea, Yxa3our flpesz4eHra or 30.05.2005 Ns 609 (06 yrBepx(Aegvr.r
floloNenu{ o [epcoHaJlbHbrx AaHHbx rocyAapcrBeHuoro cnyxarqero poccuficr<oft
@eAepaquz I'I BeAeHnI4 ero r'4qHoro AeJIa), KoJIneKT[BHbrM AofoBopoM r4 ycraBoM
o6pasouarelrnofi opraHr.r3arluu.

2.r.
JIFIHoe aeno Qopuupyercs B TeqeHwr 7 rcrefi co AHq 3aKJrroqeHr.rq rpyroBoro AoroBopa u
TOJIEKo nocJle [onyqeHl'It or pa6ornzKa cornaclz x ua o6pa6orKy ero rrepcoHanbHbD( AaHHbrx.
2.2. rrpu ro cryrrneH un Ha pa6ory pa6 ornur rpeAocraBnxer (upa ua,'uiuu) :r rracrropr uru ulnoit AoKyrueHT, yAOCTOBepffoqufi nuqHocrb;

. aBro6HorpaSnro;

. 3€urBreHr{e o npueMe na pa6ory;
r loKl&I€Hr, roroprri rIoATBep)I(Aaer pefl{crpaukr}o B cr.rcreMe v11rrBv1yanbHoro

nepconu(pvqupoBaHHofo yr{era, B ToM r{rrcne n $oprvre 3neKTpoHHOfO AoKyt!{eHTa,
rul6o crpaxoBoe cBI{AereJIbcrBo rocyAapcrBeHHofo neHcr{oHHofo crpaxoB a1vrg,3a
r.rcKnrorreHr.reM cnr{aeB, KO f,4a rpyao no fi AoroB op 3aKrroqaerc, BnepBbre ;o zAeHTrr$lrKarlr{oHHbrfi nouep HanorolJrarenbrrlr,rKa;

o [oK]MeHT BOr{HCKOTO r{eTa (ll.a eoennoo6.flgaHHrrx Jrr,ru);
o loKlMgnr o6 o6pasonauzu;
. arrecraquonnrrfin[cr;

' crpaBKy o HaJrurrluvI (orcyrcrnura) cy4ralrocrn u (vrtu) (farra yronoBHoro
npecne4orianLrs;

' rpyAoByro KHt4xKy u (uttu) cBeAeHLIt o rpy4onoft lerreJrbHocrr4, KpoMe cJryqaeB,
KOrAa pa6ofirux npr4HzMaercr ua pa6ory BrrepBbre vJrlr Ha ycnoBvrx
COBMECTI4TENbCTBA;

r MOArrrIvHCKyrOKHr4XKy;
. cBuIeTeJrbcTBo o 6par<e;
. CBVAeTeJTbCTBO O pOXAeHr,ru AeTefi.

2.3 . O6pazoBareJrbHaf, opraHn3arlzl o Qopvnrer :

. npr{Ka3 o rrpkreMe Ha pa6ory (o nepervreueHprhr HaApyfr.re .uolxnocrz);. rpyAoBoft 4ororop B AByx sK3eMrrnrpax;
o IOJDKHOCTH)'IO r4HCTpyKrIr4ro.

2.4 . flepvnuno e o S opMJreHrl e nr4 qHoro .4ena rp eAycM arpLr Baer :

a.) [plicBoeHlze JrIrt{HoMy Aeny HoMepa corJracHo xypHany frera JrvrrHbx 4en (npunoxeH[g
Is l):

fIPIIH-f,TO:
O6rqur\a co6pauuenr pa6ornnron

2. (D opruupoBaHrre JrnrrHbrx le;r p a6orHr.rKoB



6) upocraureHr.re Ha o6loNre Jrr4qHoro 4era (npunoxeHr{e Nl2) cleayrcql4x peKBIl3I4roB:

LrHAeKc Aena (B coorBercrBr4rr c HoMeHKnarypoft Aen o6pa3oBarenbHoft opraHI'r3aIII4r4);

noJrHoe HauMeHoBaHr.re o6pa3oeareruHofi opfaHI,I3aIII{I4; HoMep ruqHoro 4ena; (farurrzrvsrrM.fl

oTqecrBo pa6oilruxa B I,IMeHI,IreJIbHoM IIaAeXe; AaTbI - roA HarIaJIa 14 roA OKoHqaHr4q

BeAeHfiq Aena; KonlrqecrBo nI4CTOB; CpOK XpaHeHI4q;

n) floueulenue AOKyMeHTOB, noAnexaulr4x xpaHeHIIIO B COCTaBe JII'IaIHbIX A€JI' B

xpoHoJlof llqecKoM nop{AKe :

- corJlacl4e na o6pa6orKy nepcoHaJlbHbrx AaHHbrx;

- Korrr4rr AoKyMeHToe o6 o6pasoBaHl4l4, noATBepXAaIolqI4e xealu(pHxaUlllo pa6oTHI'IKa;

- cnpaBKy o Hzurl4r{t4u (orcyrcreral4) cyAnMocrl4;

- rpyloeoft AoroBop (er:euulrp pa6oroAarenq);

- KoIII4I0 npplKa3a o npl4eMe Ha pa6ory;
- cornaueHl{e o Hepa3rJIaIIIeH pI I4 xOn 4t vr lenUu a,lrs oft un S oprvraUlru ;

-AoroBop o Marepl{anlnofi oreercrBeHHocrl4 I{ T. A'

B nepuo4 pa6oTbr Aeno nonorHqroT: aTTeCTaTIUOHHbIe JIITCTbI, XapaKTepr4cTvrKvt (OT3bIBLI O

pa6ore);
- KoIIuu Ao Kyt\4 eHToB o rlo B bIIIreHI4I4 KBaJII4 $uxaurau ;

- Korrr4r4 npldKa3oB o nepeMelqeHLl:a, nooqpeHl4rx, O6trnneHHblx B3rIoKaHI'I{X;

- rononHr4TeJlbHble cofJIaIneHI,Ifl K TpyAoBoMy Aof oBopy;

-AOK1AAH6Ie u ClyNe6HbIe 3aIIuCKu, O[bqCHegr4s., aKTEI, yBe.4oMneHvflIt' p.p'

flpu yno:6HeHr4r4 B Aeno rroArrrr,rBarorcfl 3atBJIeHvre vr Kortuq [pl4Ka3a o6 ynolHrenuu.

2,5.IIugrst AoKyMeHToB, IIOM9IIIeHHrIx B III.IHOg A9JIO, IIOAJIeXaT HyMepaIIUr,r'

2.6. ,{oxyvreHrbr noMerqarorcs B rr.rrrHoe 4eno pa6orHI,IKa. llpu ynonrHeHr4l{ pa6orHl{Ka Aeno

lpolxl4BaeTcq HUTKaMU vr cI.aeTcfl B apxl{B.

2],BuyrpeHHqt OIII4Cb AOKyM9HTOB, HMeIOlUuxCt B IIIr{HOM AeJIe' Aon}crra COAepxaTb

cBeAeHr{rr o [opqAKOBbrX HOMepax, HaT4MeHOBAH]1lflX AOKyMeHTOB AeJIa, KOJII',f{eCTBe JILICTOB'

AaTax BKJIIOTIeHI4{ AOKyMeHTOB B JIIITIHOe Aeno I4 u3bflTly|fl v3 AeIIa, a TaKXe KeM U3bqT

t lit#':r[ffi"ino#.: H:ffi 
" 

er c q H a o rA e rrb H o M t 14 c r e n o y cr aH o B n e H H o fi Q opu e.

Jlucrut BHyrpeHHeft onucu HyMepyrcrcq orAerbHo.

2,9.IIpu IISAT6TOBK9 JIut{HbIx Aen K nepeAar{e Ha xpaHeHl4e K BHyTpeHnefi ouzcu

cocraBrsercq urofoBaq 3arrrrcb, B Koropofi yKa:blBaerct IIt4OpaMI4 I'I [ponucbro KoJrI'FIecrBo

BKJIIoqeHHbxBHeeAoKyMeHToBI4KonI,FIecTBoJIIIcToBAeJIa.
3. Belenne JILITTHrIX AeJr' pa6orHI{KoB

3.1. Jlaqnoe Aeno BeAercq B TeqeHr{e Bcero repl{oAa pa6orbr pa6ornzra o6pasonarenbHoft

opfaHI43aIILII4.

3,2. BeaeHr.re nqrrHoro Aena pa6orHr4Ka npeAycMaTpl{BaeT rloMerqeHne B AenO AOKyM9HTOB,

O6pa:yroUHxc.[ B Ilpoqecce pa6c.{eiL AeflTeJIbHocTV11. I'IMeIoqI4x 3HaIIeHI4e Ant TpyAOBbIX

ornoureHrafi:
o AOIIOJIHeHIe K nI4r{HOMy nI4CTKy IIO yrleTy KaApOB;

o [OIIOJIHI{TeJIbHbIO corJIalxeHI4s K TpyAoBoMy AOroBopy;
. Korr{r,r npr4Ka3oB rro Jrr4qHoMy cocraBy, Koropble Kacarorc.f, pa6orHl4Ka;

. OT3bIBbI AOJIXHOCTHbIX JII4U O PA6OTHUTE;

. KOTIILI AOK)4\4CHTOB O TIOBbIIIICHI4I4 KBAII4STT<AUUU;

. KOTI4U CeprI4oIZKaroB, fpaMor',

. turcr - 3aBepr4Tenb Aena (cocraelnror [pI4 cAaa{e rur{Hofo Aena B apxuB);

. I'IHbIC AOKYMEHTbI.

3.3" B JrI4r{HbIe Aena He rloMelrlarorcq AoKyMeHTbI

llacnopr;
CHZIIC;



I4HH;
Boesnuft 6uner;
CnuaerelrcrBo o 3aKJIIoqeHI4I4 Ir pacropxeH?Ilr 6paxa;

Csfi.[eremcrBo o po)KAeHITI'I pe6eHra;

CeflAererrcrBo o rrepeMeHe I{MeHIr

3.4.Pa6orHr4K 3HaKOM tl'tcfl. cJILIqHbIM AenoMc AaTbI llonyqeHfltr OTBeTCTBeHHbIM 3a BeAeHIIe

AeJr 3aflBJre T{I{fl cupocr6oii o6 osHaroN{JIeHI{U' 06 grorvr AeJIaeTcs oTMeTKa B JII4cTe

o3HaKoMilenran pa6ornl{Ka c JIrrqHbIM AeJIoM'

3.5. OsHaxoMJIeHI4e c AenoM npol4cxoAl{T ucKrror{I4TeJlbHo e ra6unere orBercrBeHHoro 3a

BeAeHue Aen 14 
" "ro-.frrayrar""". 

3anperuaercf BbTHOC AenalB ra6nnera'

3.6. Bbllaqa rourrf AOKyMeHTOu ta n"u"oro Aena [poI{3BOAI'ITcs IIO nIIqHOMy 3asBIeHI',Irc

pa6oruuraHcpa3peueHl4'3aBeAy}ouefo.KonuuAoKyMeHToBAonXHbI6snrsanepeHblI{
ilpeAocTaBneustpa6orHl4KyBTeI{eHI4e.unyx4rreftcoAHqIIoAal{u3aqB'IeHuq.
3,J,wz.sxtueoTAenE,HbIXAoKyMeHToBpI3JII4gHofoAenanpoI{3BoAI4Tc'cpa3peuleHuq
3aBeAynuero o6pa:onarelruofi OpraHl,3aurau c osoprnlJleHl{eM coorBeT.TByrorueit 3anI4CI4 B

rpase<flptzueuarr".uuny'p."".fton'.u.|IpuBpeMeHHoM||3TflT|1'lAoKyMeHTaHaero
MecTo(ueNaYIII4CTaMI4coceAHl{x4on1-.n'oe)nt<lalrtnaeTcqcilpaBKa-3aMecTI{TeJIbc
yKa3aHI.{eMAaTbII4npI4qI4Hu3,JflTllg'cnoAIIlIcbIoJIIIqa'BbIAaBlueIoAoKyMeHT,I,IIIoAIII4cbIo

JrI4Ua, [onr{IrBucfo efo Bo BpeMeHHOe rIoJIb3OBaHI4e'

3.8:Buenqxo6ecne.{eHl4qKoHTponq3acoxpaHHocTblo14aKTyanbHocTbloII4I{HbIXAeJIB
o6pa:onare:rsnoft OpfaHr43arrr4r4 elr(eroAHo npor,r3Bol.vr'tcfl IIpoBepKa vxHaJrr4-{flfl!r

;T;ffi:;Hyro npoBepKy cocroqHr4, rrr4rrHbrx Aerr Ha rrpeAMer coxpaH'ocr'4 BKrIoqeHHbrx

BHefoAoKyMeHToBnpoBoAI,ITcIIeuIIaJIbHoco3AaHHaf,KoMllcc|4r.onpoeeAeHHbIX
rrpoBepKax AelaeTcq oTMeTKa B JII4cTe o pe3ynbTaTax ex(efoAHoft npoeeprl4 cocTosHl4s I4

Ha;rtrrrrflJlllt{Horo .ue:ra (npu:roxeHl{e Ns S) u cocraBJlf,ercq aKT' Pesylrraru [poBepKlr

irrrqHbrx Aen B o6qsarejlsHoM nopsAKe AOBOAsTcq Ao 3aBeAyIOIUefo o6pasonare:$noft

opfaHI43aullI4.
4. XpaHeHHe H yqer JrIlqHbIx qe"r pa6orHrrl(oB

4.1 XpaueHI'Ie 14 yr{er JlI4aIHbIx 'qtn pu6olHI'IKoB o6pa:onarelrHofi opraHI{3alIIrI4

opfaHr{3yroTcq 0 IIeIbIO 6r,rcrporo noI4CKa JII4qHbIX Ae:r' o6ecneqeHl4q IIX COXpaHHOCTI',I I4

r<ouQra,4erruIIaJIbHocTI,Icne,uerruft,coAepxauuxcflBAoKyMeHTaxJII,IIIHbIXAeII'oT

il:HXflrff"iffi:;ff;JX? a'nrQsy ornerbrneHHofo 3a BeAeHr4e Aen B ra6r'I'ere

i:iT:.iff"Jil:l:; AenaM pa6ornuxoB r4Meror rorrbKo orBercrBeHt'tirzaBeAe'rre Aen

Aeno[poIi3BoAI4TeJIbo6pasonarelrrroftopfaHll3auuutllt6oelo3aMecTI4TenI,Iilpl4
14crroJrHeHI{u o6s:annocrefi aenoupo"t"o'u"terrr o6pa:oearerrHofi opraHr{3aIIrilI'

4.4. CraCrervr ATyr3Ar\trfliII,Ir{HbIX 4en pa6Orru4KOB IIpOI43BOAI{TC' e aloanuTroM IIOptAKe'

5.oQopm.rreHl{eJIIIqHbIxAeJIpa6orrrunoBlrepeAcAa.reiiBapxIIB
5'1.oQopru,,.'".II4qHbIXAenAngnepeAalluBapxl4BIIpoIl3BoAlITcgoTBeTcTBeHHbIM3a
BeAeHI{e Ael. 3ra npoqeAypa. BKrloqaer;

. iloArluBrcy (nepen:rer) 'uena;
o ]roqHeHl4e HyMepaIII4I',I nl4cTOB Aena;

o coer&BJIeHI4e IILICra-3aBepIITeJIr (npunoNeuue Nl 8);

o cocr&BJleHrze (yrouneHrae) BHyrpeHHe il' orru.cu; 
-

oBHeCOHI4.yto""t"'ftepereusl4TbliII'IIIeBofto6loNtcvAe;flA',
5,2.I|ucr-3aBepuTenbAenaAOJI)KeHIIoAnI4caTbelococTaBIITeJIb,[pI.IsToMAelaeTcq
paC[rnfppO"Oa IOI*"OCTI4 14 IIoAfII4clI, npOCTaBnqeTC-f, AaTa' B npOUeCCe IICTIOJIS3OBAHLIfr

apxr4BHErx AOKyMeHTOB B JrrrcTe-3 U"aprtina AenaIOTCt co oTBeTCTByIoqI4e oTMeTKII'



EclIa 4ero noAIxI4To 6es rucra-3aBeplrrenr, To efo cneAyer HaKJrer4Tb Ha BHyrpeHHroro
cropoHy o6:roxxra Aera.
5.3. C qenbro o6ecneqeHr4q coxpaHHocrr4 rr4r{Hbx Aen pexoMeHAyercr:

. o6teAuHflTb LrHAvIBvIAyanbHbre Jrur{Hbre Aena yBoneHnbrx pa6ornuroB B oAHy
o6:roNr<y (o6:se4r,rneHHoe 4e:ro) c rarr4M pacrreroM, qro6rr o6rervr,uena (roua) ne
npeBbllxan 250 nucroe (uyreu crxr4Bxrz Marepr4anoB rruruBu1yiurbHbfx AeJr rro
roAaM yeolrHeHnr);

o p?cnoJrararb Marepr{aJrbr r,rHAr4BrlAyiurbHbrx Aen B rrpeAenax Aena (ToMa) B

an S aeurno M nopqAKe (no S alru:nHo ), orgel qfl, Mar eprrurbr, orHo crIquec.s K
pa3HbIM LrnrvrBnryanbHbrM AeJraM, r{t4crbrM Jrr{croM 6ywaru c yKa3aHr4eM Ha HeM
,$attuttuu,I4MeHI,I rI orqecrBa coorBercrByrorlero yBoneHHoro corpy.4HrrKa;

. cHa6)Karb KaxAoe o6re4uuenHoe Aeno (rorrn) BHyrpeHHefi ouucrro c
nepequcnenzelt tfaltzrtHfi, uvreu r4 orqecrB vr yKa3aHtreM HoMepoB crpaHr,rrl B
npeAenax KoTopF,rx pacIIoxo)KeHr,r cooTBeTcTByrorque IoKyMeHTbr.

5.4. llepeaar{a rur{HbIX Aen B apxl4B ocyuecrBnrercs Aenonpor.r3BoAareneM rrocne
3aBepIIreHLIflvrxB lenonporr3BoAcrBe B coorBercrBprr,r c rpa(fraxonr. llpeanaplrrenbHo
OTBeTCTBeHHbIM 3a BeAeHLre Aen npoBepflercs. [onHoTa kr npaBrrnbHocTb rroAfoToBKr4 Jrr4rrHbx

Aen K [epelar{e" Br'r.f,ereHHble npu npoBepKe HeAocrarKr{ ycrpaHsrorcr orBercrBeHHbrM 3a
BeAeHI4e Aen. llepe4a'c'av [pr4eM rrporz3BoA{Tc.fl [o ollucu c [pocTaHosxoft orN,rerox o
HAJfi1,III/II/I JITIqHbX .[C JI,

5,5, Ilnqnue AeJIa pa6oruuroB, 3aKoHrreHHbre Aenolpolr3BorcrBoM 4o 1 xneapx2003 rola,
xpaHf,rcs 75 rrer, nocne I lnnapx 2003 roaa- 50 ner.

6. OreercrBeHHocrr, pa6oro4arers v pa6ornuna
6. 1 . Pa6orHzru o 6pa:oearemHofi opraHli3arl uu 06 nzasst cBoeBpeMeHHo npeAcraBJrrrb
cBeAeHI4q O6 nslteneH]1^rr cBor4x rrepcoHanbHbrx ,4aHHbx, BKJrrorreHHbrx B cocTaB JII,Ir{Horo

.{ena.
6.2. OreercrseHHrrfi 3a,BeAeHrre 1er pa6ornuKoB Hecer rr,rcur4rrnrrHapH)'ro vr lr:n;irrc
orBercrBeHHocrb 3a pa3fnailreirlre rou$vAeHurrarrbHbx cBeAeHzft, co4epxaqzxcr B JrvqHsrx

Aejrax, rr 3a LIHbIe HapylxeHr4q nopflAKa BeAeH[q IHTTHbIX .4eI.

7. Ilpana pa6orogareJrrr u pa6orHlrxa
7. L Pa6 ornuxn o6pa: oearemHoft opraHr.r3auuu vMeror npaBo :

. roryr{arb nonHy}o ran(fopvraquro o6 o6paQoil<e cBorrx nepcoHanbHbrx AaHHbrx;

. TIOJIYqATb AOCTYII K CBOI{M NCPCOHANbHbIM IAHHbIM;

. IIOIYI{ATb KOIII4I4 AOK}TIVICHTOB, XPAH'IIII4XC,tr B JII,IqHOM AENE;

. Tpe6oBarb I{cKJrror{9Hufl prrrv zclpaBneHr4fl HeBepHbx I,I HerroJrHbrx (zcxaNennrrx)
cBorlx nepconalrHbrx AaHHbx.

7 .2. Pa6oroAarenb r4Meer npaBo:
. o6pa6arbrBarb nepcoHanbHbre AaHHbre pa6orHr,rKoB, B ToM .qvcre Lr Ha

3neKTpoHHbrx Ho cr4Tenrx ;

. 3allpalllHBarb or pa60rHzxon uH$opMarlt\ro, neo6xoAurrllTo .4ns BeAeHr4f, Jrr{qHbrx

Aen v o6pa6orxz nepcoHanbHbrx ,[aHHbrx.


		2021-11-24T12:10:09+0300
	Гришина Мария Евгеньевна




