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1. O0mue moJI0KeHH

1. HacTosiimee IIOJIO)KEHHE OIPpEJENSeT IOPSIOK BEIEHHS M XPAHCHHS JIMTHBIX JICJI
[Ie[aroTOB M COTPYIHMKOB B MYHHIHIIATGHOM OMOIDKETHOM JOIIKOJILHOM o6pa3oBaTeabHOM
yupexnennn «3Bé3noukay cena BummHo baxducapaickoro paitona Pecry6umku Kpeim (nanee
— YupexaeHue).

1.1. JIuuHoe Jeno paGoTHHKA — COBOKYITHOCTh JOKYMEHTOB IIEPCOHAIBHOTO yHETa,
coslepyKalMX CBeJEHUs O paOOTHUKE U €r0 TPYAOBOH JISATEIbHOCTH.

1.2. Tlonoxenue paspabortano B coorsercTeuu ¢ TK, denepanbHbM 3aKOHOM OT
27.07.2006 Ne 152 «O TIepCOHANBHBIX MAAHHBIX», METOMHYECKUMH pPEKOMEHIAUHAMHU
PocapxuBa, Ilpmkazom ot 16.11.2017 Ne 2909"O BHeceHHH W3MEHEHHH B MPHKA3
MHuHHCTEPCTBA 00Pa30BaAHMS, HAYKH U MOJOIEXKH PECIyOInKH Kpsm ot 07.06.2017 Ne 1481"
(MHCTPYKIIMS TIO BEICHUIO IETOBOH JokyMeHTanuu B OO Pecny6nuxu Kpeim)

2. ®opMHpOBaHHE JUYHBIX 1]l pA00THUKOB.

2.1. ®opMuUpOBaHHE IHYHOTO MeNa pabOTHHKA MPOU3BOJUTCS OTBETCTBEHHBIM 32
BeJCHHE JMUYHLIX el pabOTHHKOB HE IO3[HEe IATH paboumX MHEH CO IHS 3aKIIFOYCHHs
TPYZOBOTO JOTOBOPA ¥ TOJNBKO TOCHE MOMydeHHs! OT PabOTHHKA COTJIacus Ha 00paboTKy ero
[EePCOHAIBHBIX JaHHBIX.

2.2. [IpH MOCTYIIeHHH Ha paboTy COTPYIHHK IPENOCTaBNAeT (MPU HAHIHK):

— IACTIOPT WJIM WHOM JOKYMEHT, yIOCTOBEPSIOIIUH IHIHOCTD;

— aBTOOHOrpaduIo;

— 3asiBJICHHE O IIpHeMe Ha paboTy;

— CTpaxoBO€ CBUIETEIBCTBO NEHCHOHHOIO CTPAaXOBaHH;

— UAEHTH()UKAMOHHBIN HOMEP HaJIOTOIlIaTEIbINNKA;

— JIOKyMEHT BOMHCKOTO yueTa (ZJisl BOEHHOOOS3aHHBIX JIUIL);

— IOKyMeHT 00 00pa3oBaHuH;

— aTTeCTallMOHHBIN JIUCT,

— CIIPaBKY O HAaNMYHH (OTCYTCTBUM) CYIUMOCTH ¥ (k) (aKTa yroJoBHOTO
Tpeciie0BaHus;

— TPYZIOBYIO KHIDKKY;

— MEIMLIMHCKYIO KHUXKKY;

— CBHETENLCTBO 0 Opake;

— CBUJIETEIECTBO O POXKIECHUH JIETEH.

2.3. PaGoTtonarens ohopmIIET:

— nuunyto kapTouky Ne T-2;

— IpHUKa3s o npueMe Ha paboTy (0 MepeMelleHuH Ha Ipyrue JIOJDKHOCTH);

— TPYZOBOM JOTOBOP B JABYX IK3EMILISPaX;

— JIOJDKHOCTHYIO UHCTPYKIIHIO.

2.4. Tlepuunoe o(hOopMIIEHHE JIMYHOTO Jejia IpeTyCMaTpuBacT:
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a) IPUCBOEHUE JTMYHOMY JI€JTy HOMEpPA COTJIACHO JKypHaja y4eTa JUYHbIX

ACI;

0) mpocTaBieHnEe Ha 00JI0KKE TUMYHOTO Jeja CISTYIOIINX PEKBU3UTOB!

e HHJEKC Jena (B COOTBETCTBUM C HOMEHKIIATYpOH Jies1 YupexkieHus);

e II0JIHOE HAMMEHOBAHUE YUPEXKICHUS;

e HOMED JUYHOIO JIeNIa;

e (ammIus UM OTUYECTBO paOOTHHKA B UMEHHUTEIBHOM MAJEKe, aTa POKICHHS,

JOJIKHOCTB;

B) IIOMEIIEHUE IOKYMEHTOB, IOJUIEKAIIUX XPAHEHHUIO B COCTaBE JINYHBIX JIEN, B
XPOHOJIOTUYECKOM TOPSIJIKE:

ONKCh JOKYMEHTOB;

JIN4HBIN JTUCTOK IO YYETY KaJIpOB;

aBToouorpadus;

coryiacue Ha 00pabOTKy MEePCOHANBHBIX JAHHBIX;

TPYAOBOM JOTOBOP

3asiBJIEHUE O MpUeMe Ha padoTy

MIpHKa3 o0 puemMe Ha paboTy

JOKYMEHTBI, OITBEP K IAIOLIUE MPOXOKIEHIE KYPCOBON NEPENOATOTOBKH;

crpaBka 00 OTCYTCTBUU CYTUMOCTH U (MJIM) aKTa yroJIOBHOTO Ipece10BaHus

2.5. JIucThl TOKYMEHTOB, IOMEIIEHHBIX B JINUYHOE JIENO0, TOAJIEkKAT HyMEPALlUH.

2.6. JIokyMeHTBl TNOMELIAIOTCS B KAapTOHHyIO mnanky. [Ipu yBoibHEeHHMM pabOTHHKA
MIPOLIMBAIOTCS HUTKAMU U CIIAIOTCS B apXUB.

2.7. BHyTpeHHSI OMUCh TOKYMEHTOB, UMEIOIIUXCS B JIMYHOM JIEJie, JOJDKHA COJIEPKATh
CBEICHHS O IMOPSIAKOBBIX HOMEPAX, HAUMEHOBAHUAX IOKYMEHTOB J€Ja, KOJHYECTBE JIMCTOB,
JaTax BKJIIOYEHUS JOKYMEHTOB B JIMYHOC JEIO W HU3BATHA M3 JEJIa, a TAKKE KEM H3BAT
JOKYMEHT U 10 KaKOW IPUYHUHE.

2.8. BHyTpeHHss ONTUCh COCTABIISETCS HA OTICIBLHOM JINCTE 10 YCTAHOBJIEHHOM (hopMe.
JIucThl BHYTpEHHEW ONMCH HYMEPYIOTCSI OTACIIBHO.

2.9. Ilpy nmoAroToBKE JHYHBIX A€ K TEepeAadye Ha XpaHEHHE K BHYTPEHHEW OMUCH
COCTaBJISIETCSl UTOTOBAsl 3allMCh, B KOTOPOM YKa3bIBaeTCs LMU(pamMH U MPOMUCHIO KOJIUYECTBO
BKJIFOUEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JIUCTOB JIEa.

3. Benenue JIUYHBIX J1eJ1 pA0OTHUKOB

3.1. JIuuHoe nenmo BemeTcs B TEUEHHWE BCEro IMepuojaa paboThl KaXAOro Iejarora H
COTPYIHHKA YUPEKICHUSI.

3.2. JlanbHeliee BeIeHUE JIMYHOTO Jeia paOOTHHUKA MPeTycMaTpPUBAET MOMEIICHHUE B
JIeNI0 TOKYMEHTOB, 00Opa3yomuxcst B Ipolecce paboyeil e TeIbHOCTH U UMEIOLIUX 3HAUCHUE
JUIS TPYAOBBIX OTHOILIICHUI:

— JIOTIOJIHEHUE K JINYHOMY JIUCTKY 10 yUeTy KaJpoB;

— KOIIMH MPUKA30B IO JTUYHOMY COCTaBY, KOTOPbIE KacaroTcsl pabOTHHUKA;

— OT3bIBBI JIOJDKHOCTHBIX JIUI] O pAOOTHHKE;

— KOTIIMH JIOKyMEHTOB O MOBBIIECHUH KBaTH(PHUKAIIY;

— KOTIMH cepTU(HUKATOB, TPAMOT;

— JIUCT — 3aBEPUTEIIb Jiena (COCTABISIOT MPU Cavye JUYHOTO JIeJia B apXUB);

— UHBIE IOKYMEHTHI.

3.3. Bpimaua KomMii JOKYMEHTOB M3 JMYHOIO JieJa MPOU3BOJUTCA MO JIMYHOMY
3asiBJICHUI0 pabOTHHKA M C paspelieHus 3aBenyromiero. Komuu JOKYMEHTOB MOJKHBI OBITH
3aBepEeHbI U MPEI0CTABICHBI PpAOOTHUKY B TEUCHHE TPEX JHEU CO JIHS MOIa4H 3asBICHHUSL.

3.4. U3batue OoTAENbHBIX JOKYMEHTOB M3 JIMYHOTO Jejia MPOU3BOAMUTCS C pa3perieHHs
3aBeNyIOMIero  YUpexaAeHus ¢ o(opMIeHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«IIpumeuanue» BHyTpeHHeW omucu. [Ipy BpeMEHHOM H3BATUU JOKYMEHTA Ha €ro MECTO
(MexTy TUCTaMH COCETHHX JOKYMEHTOB) BKIIAIBIBACTCS CIIpaBKa-3aMECTUTENh C yKa3aHUEM



JIaThl W TPHUYUH U3BATHS C TOJANUCHIO JIMIA, BBIIABIIETO JOKYMEHT, W IMOJMHUCHIO JIHIIA,
MOJIYYUBILIEr0 €r0 BO BPEMEHHOE I0JIb30BaHHUE.

3.5. B nemsix obecrieyeHuss KOHTPOJIS 32 COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIMUHBIX JICIT B
Vupexaenun exerogHo (He mo3gHee | kBaprasa roja, CIEAYIOLIETO 3a OTYETHBIM)
MIPOU3BOIUTCS MPOBEPKA UX HATUYMS U COCTOSHUSL.

4. XpaHeHHe U y4eT JUYHBIX Je]1 pa00THMKOB

4.1 XpaHeHue U YyuyeT IJIMYHBIX JIeJ MEJaroroB M COTPYIHUKOB YUpexaAeHUS
OpPraHu3yIOTCSl C IENBI0 OBICTPOrO IMOWCKA JUYHBIX JIeN, OOECIIEYeHUsI WX COXPAHHOCTH M
KOHOQUICHIIMATBHOCTH  CBEIEHHH, COJIEpXKAIuXCsi B JOKYMEHTax JIMYHBIX JeN, OT
HECaHKLMOHUPOBAHHOTO JIOCTYTIA.

4.2. JIuunsle nena paOOTHUKOB XPaHATCS y OTBETCTBEHHOTO 3a BEACHUE JIMYHBIX JEN B
CHEIHAIbHO OTBEJEHHOM MecTe. JIODKHOCTHBIE MHCTPYKLIMH XpaHATCS Yy 3aBEAYIOLIETO.
JInuHbIe KapTOUKH 10 YHUPUIMPOBAaHHOM Gopme Ne T-2 xpaHsTCS OTAECTBHO.

4.3. TpynoBble KHWXKKH, XpaHATcs B celide y 3aBenyromero. MeaUIMHCKHE KHUKKU — B
KaOMHETe Y MEIMIIUHCKOMN CECTPBI

4.4. locTyn K JIUYHBIM JieJaM paOOTHUKOB MMEIOT TOJIBKO OTBETCTBEHHBIN 3a BEJIEHUE
JUYHBIX e U 3aBeayronuil Yupexaenust (Jin0o 3aMeCcTUTENN 3aBeAYIOIIero MPU UCIOJIHEHUN
00s13aHHOCTEH 3aBEIYIONIETO Y UPEKICHHUS ).

5. OdopmiieHue JTUYHBIX e/l PpA00OTHUKOB Mepe caadueil B apXuB

5.1. Oopmiienne TUYHBIX JIeN ISl Iepeadl B apXUB MPOU3BOIUTCS
JeIONIPOU3BOUTENIEM WM CHEUAIMCTOM IO KaJpam.

DTa npoleaypa BKIIOYaeT:

— MOAIIUBKY (TIEPEIUIeT) aena;

— YTOUHEHHUE HyMepaluu JUCTOB JIeJa;

— COCTaBJICHHE JIUCTa-3aBEPUTEIIS;

— cocTaBjieHUE (YTOUYHEHNE) BHYTPEHHEH OIHCH;

— BHECEHHUE YTOYHEHHI B pEKBU3UTHI JIULIEBON OOIOKKHU Jena.

5.2. Jluct — 3aBepuTENb Jeia JOJDKEH MOAMKNCATh €r0 COCTABUTENb, IIPU ITOM JIeNIaeTCs
pacmudpoBKka JOLKHOCTH M TOJINKCH, MPOCTaBsieTcss jAara. B mpoliecce MCHONB30BaHUs
apXUBHBIX JJOKYMEHTOB B JINCTE-3aBEPHUTEIIE JICTAIOTCSI COOTBETCTBYIOIINE OTMETKH.

Ecnu neno moamumTo 6e3 JMcTa-3aBepUTENsl, TO €ro ClelyeT HaKJIeUTh Ha BHYTPEHHIOK
CTOpPOHY OOJIOKKH JAena.

5.3. C uenpio obecnieueHrs COXPAaHHOCTH JIMYHBIX JIEJT PEKOMEHIYETCS:

— O0OBeNMHATh WHAMBHUAYyaJbHbIE JUYHBIC JieJa YBOJECHHBIX COTPYJHUKOB B OJIHY
007105KKy (0OBbEIMHEHHOE JIeI0) C TaKUM pacueToM, 4YToObl 00beM Jiena (TomMa) HE MPEBBIIIAT
250 nucToB (IyTeM CHIMBKUA MaTepUaIoB WHIMBUAYAIbHBIX A€ M0 r0/1aM YBOJIbHEHHUS);

— pacmojaratb MaTepualibl WHAMBHAYaJbHBIX [l B IMpeaenax jena (Toma) B
andaBuTHOM TOpsAaKe (MO (aMHUIBHO), OTHENSAS MaTepUalbl, OTHOCAIIUMECS K pPa3HBIM
WHIUBUAYAIBHBIM JI€IaM, YUCThIM JIUCTOM OyMaru ¢ yka3aHueM Ha HeM (aMWIUU, UMEHU U
OTUYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPYHUKA;

— cHabXaTh Kax70e 00beMHEHHOE /110 (TOM) BHYTPEHHEW OMUCHIO C MEepeUnciieHueM
dbamunuii, MMEH W OTYECTB M YyKa3aHHEM HOMEpPOB CTPaHHIl, B IMpeaeraax KOTOPBIX
PacIoyNoXeHbl COOTBETCTBYIOLINE JOKYMEHTHI.

5.4. Tlepenaua NUYHBIX J€1 B apXWUB OCYILIECTBISIETCS HE MO3JHEE TpeX JIeT TOcie
3aBepUIeHUS] MX B JCJIONPOU3BOACTBE B COOTBETCTBMM C rpadukom. [IpenBaputenbHo
CHEIHMATMCTOM IO KaJpaM MPOBEPsETCs MOJTHOTA M MPaBUILHOCTh MOATOTOBKH JTHUYHBIX AEN K
nepenave. BBISBICHHBIE MPHU MPOBEPKE HETOCTATKH YCTPAHSIOTCS CIEIHUATMCTOM MO Kajpam.
[lepenava u mprieM MPOU3BOJAATCS MO OMUCH C TPOCTAHOBKOW OTMETOK O HAJIMYMH JIMYHBIX JET.

5.5. Jluunbie nena paOOTHUKOB, 3aKOHYEHHBIE JEJIOMPOM3BOJICTBOM mocie 1 sHBaps
2003 rona — xpansres 50 ner. JlnuHoe neno 3aBenyroniero YupexJeHHeM UMEEeT MOCTOSHHBIN
CPOK XpaHEHHUSI.



6. OTBeTCTBEHHOCTH padoToAaTe/si H paGOTHUKA
6.1. Ilemarorn M COTPYOHHMKH YUpeXKICHUS OO05M3aHBl CBOEBPEMEHHO IPEICTABISATH
CBe/IeHUs 00 U3MEHEHHH CBOMX MEPCOHABHBIX JAHHBIX, BKIIOUEHHBIX B COCTAaB JIMYHOTO JIETa.
6.2. Paboronarens obecrieunBaer:
— COXPaHHOCTb JIMYHBIX €]l pA0OTHUKOB;
— KOH(HUICHINATBHOCTD CBEICHHH, COJIEPKALTNXCS B IMYHBIX JIeTax paOOTHUKOB.

7. IIlpaBa paGoroaareys u padoTHHKA

7.1. Ilenaroru ¥ COTpYIHUKHU YUpEKIECHUS UMEIOT IPaBo:

— TOJIy4aTh MOJIHYI0 HHPOpMAIHIO 00 00paboTKe CBOMX IMEPCOHATBHBIX JaHHBIX;

— TOJTy4aTh JIOCTYI K CBOMM MEPCOHAIBHBIM JTAHHBIM;

— TOJTy4aTh KOTIMHU JIOKYMEHTOB, XPAaHSAIINXCS B INIHOM JIETIE;

— TpeOOBaTh UCKITFOUEHUS WJIM NCIPABIICHHUS HEBEPHBIX U HETIOJHBIX (MCKa)KEHHBIX) CBOMX
MIEPCOHATBHBIX JaHHBIX.

7.2. PaboTomaTens UMEET TIPaBo:

— 00pabaThIBaTh IEPCOHANBHBIC JJAHHBIE PAOOTHUKOB, B TOM YHCJIE U HA DIIEKTPOHHBIX
HOCHTEJISIX;

— 3ampalmBaTh OT pAOOTHUKOB HHPOPMAIINIO, HEOOXOAUMYIO JUTS BEICHHS JTMYHBIX JIeTT U
00pabOTKH MEPCOHATILHBIX TAHHBIX.



