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BeJIeHUs] INYHBIX el pabOoTHHKOB

1. O6une nostoxenust
1.1 Hacrosiumit ToKaTbHBI akT ONpeaenser mopsuox BEICHHUS, Y4eTa 1 XPaHEHHUS JINIHBIX
Aen paboOTHHKOB (nasiee — 06pazoBaTeNbHas OpraHu3aIns).
1.2. Tlopsinok pa3paGoTaH B COOTBETCTBHHE C Tpynosemv konexcom P®, denepanpasm
3aKOHOM oT 27.07.2006 No 152-®3 «O nepcoHanbHEIX JaHHBIX), MeToIMUeCKAMY
pekomennanusamMu Pocapxuba, Ykaszom Ipesngenta ot 30.05.2005 Ne 609 «O6 YTBEPXKICHUH
Ionoxenns o mepcoHaIbHBIX TAHHEIX FOCYAapPCTBEHHOTO ciyxamero Poceuiickoit
Gefepanyy ¥ BEICHUH €T0 TMYHOTO eNa», KOJUTEKTHBHBIM JIOTOBOPOM H yCTaBOM
00pa3oBaTeNbHON OPraHU3aLUH.

' 2. ®opMupOBaHHE JIHYHBIX 1€ PAGOTHHKOB

2.1.
JInunoe neno hopmupyetcs B Teuernn 7 nHElH co AHT 3AKIHOUCHHS TPYIOBOTO IOTOBOpA U
TOJIEKO TIOCIIE MOy 9eHHS OT pabOTHHKA COTJTacHs Ha 06paboTKy €ro IMepCoOHANLHEIX aHHBIX.
2.2. Tlpn nocTynieHnn Ha paboTy paGoTHHK [IpeNOCTABIISAET (IPH HAUIHH):

* MAacmoOpT WIIK MHOH TOKYMEHT, yIOCTOBEPIOMINY THIHOCTE,

e asTobHOrpaduio;

* 3asBICHHE O NIpHEeMe Ha paboTy;

* JOKYMEHT, KOTOPbIH MOATBEPAKAAET PETHCTPALIHIO B CHCTEME HHIHBHIYAIBHOTO
NIEPCOHM(ULIUPOBAHHOTO YUETa, B TOM YHCIE B HOPME NEKTPOHHOTO JIOKYMEHTAa,
00 CTPaxOBOE CBHAETEIBCTBO FOCYAAPCTBEHHOTO IEHCHOHHOTO CTpaxoBaHHs, 3a
HCKIJIIOUCHHUEM CITYHaeB, KOTJa TPYA0BOH JIOTOBOP 3aKIIIOYAETCS BIIEPBHIE,

* HICHTHQWKANHOHHBIA HOMED HANOTOIIATEIbIIHKA,

* JOKYMEHT BOMHCKOTO y4eTa (Il BOSHHOOON3aHHBIX JIHIT);

* NIOKYMEHT 00 00pa3oBanuu;

* ATTECTAIlMOHHBIN JIUCT;

* CNpPaBKy O HAIMYMK (OTCYTCTBUM) CYANMOCTH M (MH) haKTa YrOIOBHOTO
HPECIIEIOBAHNU;

* TPYIOBYIO KHWXXKY U (MJIH) CBEACHHS O TPYIOBOM ACSTENBHOCTH, KPOME CIIyUacE,
KoT/1a pabOTHUK IPHHUMAETCs Ha paGoTy BIEPBBIE HITH HA YCIOBHSX
COBMECTHTEIELCTBA,

* MEAMIUHCKYIO KHIKKY;

* CBHJIETEIBCTBO O Opake;

* CBHJCTEIIBCTBO O POXKICHWH JIETEH.

2.3. ObpaszosarenbHas OpraHusanns ohopmIIseT:

* TpHKa3 O IpHeMe Ha paboTy (0 MepeMeieH HH Ha ApyTHe JOMMKHOCTH);

* TPYJOBO# IOTOBOP B IBYX 3K3CMILIAPAX;

* JOJDKHOCTHYIO HHCTPYKI[UIO.

2.4. Tlepsranoe ohopMiIeHHE JIMIHOTO NeTa IIpeIycMaTpUBaCT:
a) MPUCBOEHHE JINYHOMY JIE]Ty HOMEPA COTIIACHO XKypHaITy y4eTa JINYHBIX Nl (TIPUI0KEHHE
Ne 1);



6) IPOCTABJIEHHE Ha OBIIOKKE JTUIHOTO Aenia (MPUITOKEHUE Ne 2) creayromux peKBH3UTOB:
HHIEKC Aeia (B COOTBETCTBHH ¢ HOMEHKIATYpOil et 00pa3oBaTelbHOR OpTaHU3AIHH);
[OJTHOE HaNMEHOBAHUE 0GPa30BATETBHON OPraHH3alliy; HOMEP JTUYHOTO Jea; paMHIus uMs
0TUEeCTBO paGOTHHMKA B MMEHHUTEIBHOM MajIeXKe; JaThl — FOJl Hajald i TOA OKOHYaHUA
BeJICHUS [eJ1a; KOJIMYCCTBO JINCTOB; CPOK XpaHEHUST;
B) [loMmemeHue MOKYMEHTOB, TMOJUIEKAIMX XPAHCHUIO B COCTABC JMYHBIX JCI, B
XPOHOJIOTUIECKOM MOPSIIKE:
- corlacue Ha 00paboTKy MepCOHANbHBIX NaHHBIX;
- KOTIMH JIOKyMEHTOB 00 00pa3oBaHwy, MOATBEPKIAIOIINC KBaTH(HUKAIAIO PAOOTHHKA;
- CIIPaBKy O HAIMIKH (OTCYTCTBHHU) CYAUMOCTH;
- TpyNOBO JOTOBOP (PK3eMILISAp paboTonaressi);
- KOTIMIO MIPUKa3a O TIpueMe Ha padoTy;
- COTNAIIEHHE O HepasTJIacHIN KoH(HACHINATBHON HHpOpMaLy;
-ZIOTOBOP O MaTepHalbHOI OTBETCTBEHHOCTH H T. XL
B mepros paGoThl AEIO HOMNOTHSAIOT: aTTCCTAlIMOHHBIC JIMCThI, XapaKTePUCTHKH (OT3BIBHI O
pabote);
- KOTIME JOKYMEHTOB O MOBBIIICHUH KBATM()HKAY,
- KOTIAA TIPHKA30B O MEPEMELICHHH, TOOMPEHMSX, OOBIBICHHBIX B3bICKAHISX;
- IOTIOJTHUTENBHBIE COTIAICHUS K TPYAOBOMY JOT0OBOPY,
-JIOKJTA/(HEIE U CIIy:KeOHBIC 3aUCKU, OOBSICHEHNS, aKTHI, YBEIOMIICHHS 1 JD.
[Ipy yBONBHEHMH B JEJIO HOAMINBAIOTCS 3asBICHAC W KOTIUS [IPHUKa3a 00 YBOJIbHEHHH.
2.5. JIUCTBI JOKYMEHTOB, TOMEMIEHHBIX B JIHYHOE AEIIO, NOAJICXKAT HyMCPallUH,
2.6. JIOKyMEHTHI TIOMEIAOTCS B JINTHOE JIEI0 PabOTHHKA. 1IpH yBONEHCHIH paOoTHHUKA €0
IPOIIWBACTCS HUTKAMHK M CIACTCSl B apXUB.
2.7. BHYTpeHHSs OIKCH JOKYMEHTOB, IMEIOLIMXCS B JIAYHOM JIENS, NOIDKHA COACPKATH
CBEJICHYS O TTOPSIKOBBIX HOMEpax, HAMMEHOBAHUSX TOKYMEHTOB JIeTa, KOIMYCeCTBE JIMCTOB,
JaTaxX BKIIOUCHMS JIOKYMEHTOB B JTMUHOE JCIO W U3BSTHS U3 €A, & TAKKE KEM HU3BAT
JOKYMCHT ¥ TIO KaKOH MpUYWHE.
2.8. BHyTpeHHSIs OIIKCh COCTABACTCS Ha OTACTBHOM JIUCTE 110 yCTAHOBJICHHOH dopMe.
JIMCTBI BHYTPCHHEH OIIUCH HYMEPYIOTCS! OTAENBHO.
2.9. Tlpy TOArOTOBKE JIMYHBIX I K IIepeade Ha XPaHCHHE K BHYTpEHHEH OMUCH
COCTABJISIETCS MTOrOBAs 3allich, B KOTOPOM yKa3bIBaeTCsa UMGpaMHu U IIPONIUCEHIO KOJIMICCTBO
BKJIFOUCHHBIX B HEE JOKYMEHTOB H KOJIMYECTBO JINCTOB ACTIA.
3. Benenue JUYHBIX €T pa00THHKOB

3.1. JInuHoe 160 BeleTes B TeUeHHe BCEro Tieprosa paboTs! paboTHHKa 00pa3soBaTebHOH
OpraHu3aluH.
3.2. Benenue TMUHOTO A€Na pabOTHUKA IPEAyCMaTPUBACT OMEILICHAC B ICNI0 TOKYMCHTOB,
06pasyrommxcs B polecce paboueli AesTENbHOCTH M MMEIOLIMX 3HAUCHHIE JUIA TPYIOBBIX
OTHOIICHUI:

e JIOTOJIHEHHC K JTMYHOMY JIUCTKY IO yIETY KaZpOB;

e JOMONHUTEILHBIC COTIIAIICHUS K TPYAOBOMY HOTOBOPY;

e  KOTIMH TIPFIKA30B TIO TUMHOMY COCTaBY, KOTOPBIE KACAKOTCst pabOTHUKA;

e OT3BIBBI JOJDKHOCTHBIX JIUIl O pabOTHHKE]

o KOITWH JOKYMEHTOB O MOBBIIICHNH KBAIMPUKALHH;

o KOIIMM CEPTU(PUKATOB, IPAMOT;

o JIMCT — 3@BEPUTEIIb JIeTia (COCTaBIsIOT [IPH C/1ade JIMYHOTO Jiena B apXxuB);

e HHBIC JOKYMEHTEL.
3.3. B nuunble nena He MOMEIIAatOTCs JOKYMEHTBI
[TacmiopT;
CHUIJIC;



MHH,;
BoeHHbIl OUIET,
CBHIETENBCTBO O 3AKITFOHEHIH U PaCTOPIKCHIH Opaka,
CRIIETETHCTBO O POKICHHH PEOCHKA;
CBHIETEIBCTBO O TIEPEMEHE HMCHU
3.4 PaGOTHUK 3HAKOMHTCS C JIMYHBIM JEIOMC JaThl [T0JIyHEHHs OTBETCTBCHHBIM 32 BE/ICHIC
JeJ 3asIBIICHHs. ¢ POCBOOH 06 osuaxomernn. O0 ITOM ACHACTCA OTMETKA B JTUCTE
03HAKOMJIEHNS pabOTHHKA C JIMTHBIM ACTIOM.
3.5. O3HAKOMJICHHE C JeJIOM IPOUCXOMUT JICKJIFOUNTENHHO B KaOMHETE OTBETCTBEHHOTO 38
BeJIeHUE NS ¥ B €T0 NPUCYTCTBHAM. 3amnpenaeTcs BEIHOC Aeia 13 KabuHeTa.
3 6. BpUlaua KOTMi TOKYMEHTOB 3 JTUHOTO JeJia [IPOM3BOLUTCS TIO JIMIHOMY 3aBICHIIO
pabOTHHMKA W ¢ Pa3peIICHA sapeyrouero. Konuu 10KyMEHTOB JIOJI’KHBI OBITH 3aBCPEHBL U
1Ipe10CTaBIIeHb! PAOOTHUKY B TEHCHHC JBYX JIHEH CO JHS MOt K 3adBJICHI.
3 7. U3paTHeE OTACTBHBIX JIOKYMEHTOB M3 JIATHOTO JieiTa TIPOM3BOIATCS C PaspeIicHus
3aBEIYIOIIETO 06pa3oBaTEIbHON OPTaHu3aliH opopMIIEHUEM COOTBETCTBYIOILEH 3alHCH B
rpade «lIpumedaHuey pHyTpeHHeH onuCc. [1pn BpeMCHHOM M3BATAU JOKYMEHTA Ha €r0
MeCTO (MEXIY JIMCTaMK COCCIHMX JOKYMEHTOB) BKIa/IBIBACTCA CIIpaBKa-3aMECTUTEND C
yKa3aHueM NaThl ¥ MPHIAH HIBATH € [TOAMMCHIO TG, BBIIABIIETO JIOKYMEHT, U [IOITHCBIO
JTE1Ia, TIOJTYUMBIIETO €0 BO BPEMEHHOC NIOJIb30BAHUE.
3.8’ B 1ensix obecrieueHust KOHTPOIA 38 COXPaHHOCTHIO M aKTyaJIbHOCTBIO JWYHBIX JEN B
06pa30BaTeBLHOM OpraHu3alii €3KErOHO TPOM3BOIATCS IPOBEPKA HX HAJIHTHA u
COCTOSTHHSL.
3.9, Eyxero/IHyIO POBEPKY COCTOSHMS JIMIHBIX JeJl Ha [PeIMET COXPAHHOCTH BKIFOYCHHBIX
B HETO JIOKYMEHTOB MPOBOUT CICIHATIBHO cozannasi komuccus. O TpOBSIICHHBIX
[[POBEPKAX AETAETCs OTMETKA B JIHCTC 0 pe3ynbrarax e5KEerOHOM IPOBEPKH COCTOSHMUA U
HATMYHS JITYHOTO Aesia (MPHIToXKCHNC Ne 5) u cocTaBseTcs aKT. Pe3ynbTaThl MPOBEPKH
MUHBIX 1N B 00A3aTEIBHOM TOPSJIKE T0BOIATCH 710 3aBEIlyIOIIETO 06pa30BaTENbHOM
OpraHu3alun.
4. XpaneHue 1 yueT JHUHBIX €] padoTHUKOB
4.1 XpaneHue 1 yH4eT NUIHBIX [ pabOTHHKOB 06pa3oBaTeIbHON OpraHu3allii
OPraHu3yIOTCs ¢ MENTBIO GHICTPOTO TIOMCKA TMYHBIX NET, oBecredeHns WX COXpPaHHOCTH 1
KOH(QHICHIMATBHOCTH CBEICHNI, COJIEPKAIIUXCS B OKYMCHTaX JUYHBIX eI, OT
HECAHKIIMOHHPOBAHHOTO HOCTYyTIA.
47, Jlnqaple 1eia pabOTHUKOB XPaHATCA Y OTBETCTBEHHOTO 3a BEJICHUC JIe] B KaOUHETS
JEOTIPON3BOTUTEIS.
4.3, JlocTyn K JINUHBIM JIe]IaM paGOTHHKOB IMEIOT TONBKO OTBETCTBEHHBIH 3@ BECHHS JCIT U
JESOTIPOH3BOIUTEND 06pa3oBaTEIBHON OpraHu3alti 160 €ro 3aMeCTUTENH P
ACToHEeHNH 00M3aHHOCTEH IETOTIPOU3BOUTCILA 06pa3oBaTeNIbHOM OpraH3aliy.
4.4, CucTeMaTH3alus JINIHBIX ICIT paGOTHHKOB [POM3BOAUTC B andaBUTHOM TOPAIIKE.
5. OdopmieHne JHITHBIX J€]T paGOTHHKOB MEPEX caveil B apXHB

5.1. OdopmiicHHE IUIHBIX AST 1A Jlepe/iaui B apXUB IPOU3BOAUTCA OTBETCTBEHHBIM 34
BeeHMe €)1, DTa MpoLeypa BIIouacT:

o TIOJIVBKY (IICPETIET) AETTa;

o yTOUHEHHE HyMEpalyi JIHCTOB Jena;

e COCTABJICHHE JIUCTA-3aBCPUTEIIA (TIpUIIOKEHUE Ne 8); :

« cocrapneHne (YTOUHEHHC) BHYTPCHHEH OITUCH;

o BHECEHHC YTOUHCHHI B DEKBH3HTH JuieBod 00I0XKKH ACTIa.
5.2, JIucT — 3aBepUTEIIb JeNa T0JKEH [1OJITACATH ETO COCTABUTENh, TIPH STOM JenacTes
pactrdpoBKa JOJKHOCTH 1 [OITHCH, IPOCTABJISIETCS faTa. B mporecce HCIOIb30BAHIA
ApXUBHEIX JTOKYMEHTOB B JIACTE-3aBEpUTEIIe ASIatoTCA COOTBETCTBYIOLIHE OTMETKH.



Ecin meno moaumuto 6€3 aucTa-3aBEPUTENS, TO €0 CIISAYET HAKJICUTh Ha BHYTPEHHIOK
CTOPOHY ODJIOXKKH JIena.
5.3. C nenslo obecneueHns: COXpAaHHOCTH JIMYHBIX JIC]T PEKOMEH Iy ETCS:

o O0OBEIMHATL HHANBHIYAJIbHBIE JINUHBIE 1€JIa YBOJIICHHBIX PAOOTHHUKOB B OTHY
00110kKy (06beIMHEHHOE A€TI0) C TAKUM PacdeToM, YTOOB! 06beM jiena (TomMa) He
npeBplman 250 JIUCTOB (IyTeM CIIMBKY MaTCPHAIIOB HHANBHAYATBHBIX [EJT 110
roJlaM yBOJIBHEHHS);

* pacmojaraTb MaTepHallbl MHANBHAyalbHBIX JeT B lipeesiax Jeia (ToMa) B
anpaBUTHOM TOPSIIKE (M0QaMHUIBHO), OTAENSS MATEPUAIIBLI, OTHOCSIIUECS K
PasHBIM MHAWBUIYAIBHBIM JeJIaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHHeM Ha HEM
(pamMuIIH, HIMEHN N OTYECTBA COOTBETCTBYIOIIErO YBOIEHHOTO COTPYAHHUKA;

o CHa0XaTh Kaxnoe 0OBETMHEHHOE JIEJT0 (TOM) BHYTPEHHEN OMUCHIO ¢
NepeunciicHneM QaMmInii, UMEH U OTYECTB M YKa3aHHEM HOMEPOB CTPAHHIL, B
npeaeiaX KOTOPEIX PaclloIOKeHbl COOTBETCTBYIOIINE TOKYMEHTHI.

5.4. Ilepeaua MUYHBIX €7 B apXUB OCYIIECTBISETCS ASIONPOU3BOUTEIEM TIOCIIE
38BCPIICHUS UX B JEJIONIPON3BOJICTBE B COOTBETCTBUM ¢ TpadukoM. IIpensapurensHo
OTBETCTBEHHBIM 32 BCJICHHUE JIEJI TPOBEPSICTCS MTOJIHOTA U TPABUIBHOCTE IIOATOTOBKHI JIMYHEBIX
A€l K nepenaye. BRISBICHHBIE 1P TPOBEPKE HENOCTATKH YCTPAHSIOTCS OTBETCTBEHHBIM 3a
BeleHue Jelt. [lepenaya u mpuem mpou3BOISITCS M0 OMUCH € MTPOCTAHOBKOM OTMETOK O
HafTUYIUH JTUIHBIX 1.
5.5, Jluunsle nena pabOTHUKOB, 3aKOHYCHHBIE JEOIPOM3BOACTBOM 10 1 stuBaps 2003 roxa,
xpansarcs 75 net, nocne 1 ssaBaps 2003 roma — 50 ner.

6. OTBeTCTBEHHOCTH padoToaaTe/ish U PAa0OTHHKA
6.1. PaboTHuKN 00pa3oBaTeIbHON OpraHu3aIy 00sI3aHbl CBOEBPEMEHHO [IPEACTABIIATS
CBEICHUsE 00 M3MEHEHMH CBOVIX TIEPCOHAIBHBIX JJAHHBIX, BKIIOUCHHBIX B COCTAB JINYHOTO
Jea.
6.2. OTBETCTBCHHBIH 3a BeJieHUe e PaOOTHIKOB HECET NUCIHUILITHHAPHYIO U HHYIO
OTBETCTBEHHOCTE 33 PasIIalleHHe KOHPUICHIIMATBHBIX CBEJICHUH, COIEpKAIUXCS B IHYHBIX
Jiej1ax, U 332 UHBIE HapyIIEeHHs 1IOpsIKa BeACHHS TUYHBIX JET.

7. lIpaBa paGoToaareJiss u padOTHHKA
7.1. PaGoTHUKH 00pa3oBaTeIbHOM OpraHU3aliy HMEIOT TIPaBO:
¢ II0Jy4YaTb MOJHYIO HH(pOpManuio 06 06paloTKe CBOUX MEPCOHANBHBIX TAHHBIX;
e [IOJy4aTh JOCTYII K CBOMM ICPCOHANBHBIM JaHHBIM;
e [I0Jy4aTh KOIIUU JOKYMEHTOB, XPaHSIIIUXCS B JIMYHOM JIETIE;
e TpeOOBATH UCKIIIOYEHUS HJIM UCIIPABIICHUS] HEBEPHBIX U HEITOJHBIX (MCKaKEHHBIX )
CBOMX IT€PCOHAIBHBIX JTaHHBIX.
7.2. PaboTonarens uMeeT 1paBo:
» 00pabaThIBaTh MEPCOHAIBLHBIE JaHHBIC PAOOTHUKOB, B TOM YHCIIC U HA
AIIEKTPOHHBIX HOCHTEISIX;
e 3ampamuBaTh OT pabOTHIKOB HHGOPMAIIHIO, HEOOXOAUMYIO JUTS BEACHUS JIMIHBIX
7en 1 00paboTKH TEPCOHATBHBIX JaHHBIX.
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