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NOJOKEHHE
O TIOPH,IKE BE/IEHHS THYHBIX AEJ PABOTHHKOB
MYTIHIHMIATBHOTO RHOTKETHOTO AOMKOILIION0
OBPA3ZOBATEJLHOI'OQ ¥UPKKIEHNA CIETCKHH CAJL «AJIBIE
TAPYCA» CEJIA NECYAHOE BAXUHCAPARCKOT'O PAHOLIA
PECHYbLJIHKH KP'BIM

1, Ofpe mossomennHs

1. HEcToHWes NONOE@HRAC QIPEIEIALT LOPINOK BELENNA JNHULIX AC nenanan A
COTPYHMIIHROR ¥ MYIOIMTIENLION KL LAETHOM DLKONEHON OOPaZRLT EALHOM y4PEKACHAN
QIC eAmse napyery clleeianoe baxuucapafcka paiosi PecmyGrmat Kpriv {pazee -
VupemgeHne).

Tuunoe meno pabOTHIKL  COBOKYIHOCTE AOKYMEHNTOR NEPCOHBABHOIO YHCTiL,
CODEP RN CBGLHI O PAllaTUAKE K CrD CPYAORYI HEATEIRHUCIEL.

1.2 TlosokcHne paipabusand B COUILETCTRI © TK, MesepaikHbik 3aKQHM OT
27072006 Ne 152 «0) tepeOH@IbILIX HHILED, MeroIuHcckimE - PEKGHERTET|HA NS
Pocapxusa, Yxawm [Ipesnena ot 30 052005 Ne 609 «OG yreepwaeimnn TTooxesana o
HECOBATRHBIX JAHHRIX {OCYMACIUSHHONY LAVEANIGD Pocemiickoll Penepauty W Beselnt
E10 IHHROLO TEA, KONACKTIENLN TOTOHOPOM 1 Y EiaB0M VupeaeHna.

2 QopMIPABANTIC THHILIK TCT PADOTEHKOH.

2 . hopMUPOBAHNE HHULOTO Hicd pataTIIHEE NPOILIBOTHTEH  OTBCTETHELITEIM
BEAEHHE NHMIBE Atn PABOTHHKOL HEO NDLIUEE mATYH padoMux JUeH Lo QI 3RI0UeHHd
TRYAOROIO AOFOBOPA N THILKO [OCAC NOTYTICHIA o PaboTHHIE COrIECHA Hi abpadorry ero
HEPCOHANBHLIN TAEHRIN

2.2, Tlpwn nocTynneins \a PadaTy COTPYAUHK NPLIOCTEBAAC (1pH HaHHE):

— ACTIOPT MM WIOH 0Ky MEHT, YOCIOBEPAKNUMH THHHOC TS

- asTotmorafHi;

JEAH.ICIHE O TPHEME HE PrOuLY,

- GTPEXDIOE CRA;IEI EJIBCTAI NEHCHOHHIN  CTRAXOBEITEL,

— PENTIPIKANMOITEBIA HOMED HESOUOUAATCN R

— JIDKYMEHT AIICKOTO YHER {27F BOEHTIOODASANILIX An),

]
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— JTOKyMEHT 00 00pa3oBaHuH;

— aTTEeCTaIMOHHBIN JIUCT;

— CIIPaBKy O HAJIMYUH (OTCYTCTBHH) CYAUMOCTH M (MiIH) (aKTa yroJOBHOTO
MIPECIIeIOBAHNUS;

— TPYIOBYIO KHIDKKY;

— MEIUIIMHCKYIO KHIKKY;

— CBHJIETEJILCTBO O Opakxe;

— CBHJICTEIILCTBO O POKJICHUH JCTEH.

2.3. PaGoronatens odopmirsier:

— IMYHYI0 KapTouky Ne T-2;

— TIpUKa3 o IpueMe Ha padoTy (0 mepeMenIeHn: Ha APYTrue TOJDKHOCTH);

— TPYZOBOH JIOTOBOP B JIBYX IK3EMIUISIpax;

— TOJDKHOCTHYIO HHCTPYKIIHIO.

2.4. IlepeuuHoe 0¢popMIIEHHE JTUYHOTO Jieja peayCcMaTpUBAET:

a) MIPUCBOCHHE JINYHOMY JIeTy HOMEpa COTJIACHO JKypHaJla ydeTa JTHIHBIX

ACI;
0) mpocTaBieHle Ha 00JI0KKe JIUYHOTO JIeNa CIEeTyIOINX PEKBU3UTOB!

e HHJEKC Jena (B COOTBETCTBUU C HOMEHKIIATYpPOU JieN YUpexIeHus);

e TIOJHOE HAMMEHOBAHUE YUPEIKIACHUS;

e HOMEp JIUYHOTO JIeNIa;

e (ammIMs UM OTYECTBO paOOTHHKA B UMEHHUTEIBHOM MAJekKe, 1aTa POXKICHUS,
JIOJKHOCTB;

e JaThl — roJl HaYaJla ¥ roJi OKOHYaHUsI BEJICHUS A€eNa;

e  KOJIMYECTBO JIUCTOB;

e CPOK XpaHEHUS;

B) IIOMEILIEHUE JOKYMEHTOB, MTOJIEKAINX XPAHEHHIO B COCTABE JIMYHBIX JIe1, B
XPOHOJIOTUYECKOM MOPSIIIKE:

— BHYTPEHHSISI OITUCh JOKYMEHTOB JIENa;

— JIMYHBIN JIMCTOK 110 Y4eTy KaJpOB WM AHKETA;

— aBTOOMOTpadus;

— 3asBJICHUE O IIpUeMe Ha paboTy;

— MpUKa3 O IIpueMe Ha paboTy;

— JIOTOBOP O MOJIHOW MaTepUabHOW OTBETCTBEHHOCTH (€C/IH PaOOTHUK — MaTepUAIIbHO
OTBETCTBEHHOE JIUILIO);

— XapaKTEePUCTHKU U PEKOMEHATeNbHbIE TUCbMA;

— corjlacue Ha 00pa0OTKy MepCOHAIbHBIX IaHHbIX;

- CIIpaBKy 00 OTCYTCTBMM CYJUMOCTH U (M) (paKTa YTOJIOBHOIO IPECiIe0BAHUS

2.5. JIucThl JOKYMEHTOB, IOMELICHHBIX B JINYHOE JEJI0, TOJJIeKAT HyMepaIiHy.

2.6. JlokyMeHTbl TIOMEUIaloTCs B MalKy-cKopociuBatenb. Ilpu  yBonbHeHUM
paOOTHHKA MIPOILNBAIOTCS HUTKAMU U CAAIOTCS B apXUB.

2.7. BHyTpeHHss OUCh JOKYMEHTOB, UMEIOIINXCS B INYHOM JIelie, IOJDKHA COJIepKaTh
CBEJICHUS O MOPSAIKOBBIX HOMEpaX, HAUMEHOBAHUAX JIOKYMEHTOB JIeNla, KOJIMYECTBE JIUCTOB,
JaTax BKJIIOYEHHUS JIOKYMEHTOB B JIMYHOE JIEJI0 M U3BATHS U3 JIeNa, a TaKkKe KeM H3bAT
JOKYMEHT U 10 KaKoi MpUYHHE.

2.8. BHyTpeHHss onMCh COCTaBIISETCS Ha OTJEIBLHOM JIUCTE M0 YCTAaHOBICHHOH (opme.
JIMcThl BHYTpEHHEH OMUCH HyMEPYIOTCS OTAEIBHO.

2.9. Ilpu moAroTOBKE JUYHBIX JeN K Iepeladye Ha XpaHEHHWE K BHYTPEHHEW OIMUCH
COCTaBJISIETCS] UTOTOBAsI 3aMUCh, B KOTOPOIl yka3bIBaeTCsl LU(paMU U MPOMUCHIO KOJTMYECTBO
BKJIFOYEHHBIX B HE€ JOKYMEHTOB U KOJMYECTBO JIUCTOB JeTa.

3. BeneHue JIMYHBIX el pA0OTHUKOB



3.1. JluuHOoe neno BeAeTcst B TEUCHHE BCEro Nepuoja paboThl KaKIOro IMefarora u
COTPYIHHKA YUPEKICHUS.

3.2. lanbHelinee BeGHUE JTUYHOTO JAeja padOTHUKA MPETyCMaTpUBACT IMOMEIICHHE B
7Ie7I0 JOKyMEHTOB, 00pa3yoLMXcs B Ipoliecce padodell AesTeIbHOCTU U UMEIOLINX 3HaUCHUE
IUTSL TPYOBBIX OTHOIIICHUIA:

— JIOTIOJTHEHUE K JJMYHOMY JIUCTKY 10 Y4€Ty KaJIpOB;

— KOTIMY TIPUKA30B T10 JITYHOMY COCTaBY, KOTOPBIE KacatoTCsl paOOTHHUKA;

— OT3BIBBI JIOJDKHOCTHBIX JIUI] O Pa0OTHHKE;

— KOTIMHU JIOKYMEHTOB O MOBBIIICHUH KBAIM(UKAIIIH;

— KOTIMU CePTH(HUKATOB, IPAMOT;

— JIUCT — 3aBEPUTENb JAeia (COCTABIAIOT NIPH C1a4e JINYHOTO JIeNia B ApXUB);

— MHBIE JOKYMEHTHI.

3.3. Bpimaua komnwii JTOKYMEHTOB W3 JIMYHOTO JIeJIa TMPOW3BOAUTCS MO JUYHOMY
3asBIICHUIO PaOOTHUKA M C pa3pemieHus 3aBeiylomero. Komuu ITOKYMEHTOB JOJIKHBI OBITh
3aBEpEHBI U MPEIOCTaBICHB PA0OTHUKY B TEUECHHE TPEX THEH CO JTHS 10a4YH 3asBICHHSL.

3.4. N3psiTHE OTACTBHBIX JOKYMEHTOB W3 JIMYHOTO JIeJIa TIPOU3BOIUTCS C Pa3pelICHHUs
3aBEAYIOMETO YUpeKAeHUS C OQOpPMIICHHEM COOTBETCTBYIONIEH 3ammcu B Tpade
«[Ipumeuanne» BHyTpeHHEH omucH. [Ipy BpeMEHHOM H3BATHH JOKYMEHTAa Ha €ro MECTO
(MeXIy JTMCTaMU COCETHUX NOKYMEHTOB) BKJIQ/IBIBACTCS CIIPaBKa-3aMECTHUTENb C yKa3aHHEM
JIaThl W TPUYMH U3BSATHS C TOJIHCHIO JIMIA, BBIIABIIETO JOKYMEHT, W TOJIHUCHIO JIMIIA,
MOJIYYUBIIIETO €T0 BO BPEMEHHOE TI0JIb30BaHHUE.

3.5. B nensix obecnieueHs] KOHTPOJIS 32 COXPAHHOCTHIO M aKTYalIbHOCTBIO JTMYHBIX JIEIT
B YUpexJIeHUM €XerojaHo (He mno3nHee | kBaprasa roja, CJIEIyIOLIEr0 3a OTYETHBIM)
IIPOU3BOIUTCS NMPOBEPKA UX HATMYMS U COCTOSHUSL.

4. XpaHeHue U yUeT JHYHBIX JIeJ1 pA0OTHUKOB

4.1 XpaHeHME W Yy4Ye€T JMYHBIX JIeJ1 TMEJaroroB W COTPYAHUKOB YUpEKICHUS
OpPraHMU3yIOTCS C IIeJIbI0 OBICTPOTO IMOMCKA JUYHBIX e, 00eCleyeHUs] UX COXPAaHHOCTH U
KOH(UIEHIIMAIBHOCTH CBEACHUN, COJAEpXKAUIMXCS B JIOKYMEHTAaX JHMYHBIX [el, OT
HECaHKIMOHUPOBAHHOTO JIOCTYIIA.

4.2. Jlnunple aena paOOTHUKOB XPaHATCS Y OTBETCTBEHHOTO 3a BEJICHUE JIUYHBIX JIeJl B
CHeIHaIbHO OTBEJACHHOM MecTe. J(OJKHOCTHBIE WHCTPYKUMHU XPaHITCS Y 3aBEAYIOLIETO.
JInynabie KapTOUKHU 1O YHUDUIIPOoBaHHOU (popme No T-2 XpaHATCS OTACIBHO.

4.3. TpynoBble KHIKKH, XpaHaTcs B cedide y 3aBenyromero. MeIuuHCKAe KHIDKKA —
B KaOWHETE Y MEIUIIUHCKOU CECTPhI

4.4. JlocTyl K TUYHBIM JiejilaM paOOTHUKOB UMEIOT TOJILKO OTBETCTBEHHBIH 32 BEJICHUE
JUYHBIX Il W 3aBeAyIolHMi YupexxaeHus (JIu00 3aMecTUTENH 3aBeAYIOIIero Ipu
WCIIOJIHEHUU 0053aHHOCTEH 3aBEIYIOIIETO Y UPEKACHUS).

4.5. Cucremaru3anus JHYHBIX el pa0OTHUKOB MPOU3BOJIUTCS B an(aBUTHOM

MOPSIKE.

5. O¢gopmileHHe TNYHBIX /IeJ1 PA0OTHHKOB Iepejl c1aveil B apXuB

5.1. OdopmiteHre TUUHBIX A€ VIS TepeJaud B apXUB MIPOM3BOIUTCS CHEIMATNCTOM
10 KaJipam.
Ora npoueaypa BKIIOUYAET:

— MOAIIUBKY (TIepernieT) Jena;

— YTOUHEHUE HyMEPALIUHU JIMCTOB JENa;

— COCTaBJICHHE JIMCTa-3aBEPUTEIIS;

— cocTaBlieHHE (YTOUHEHHUE) BHYTPEHHEH OIUCH;

— BHECEHUE YTOUHEHUI B PEKBU3UTHI JIUIIEBON OOJIOKKH JeTa.



5.2. Jluct — 3aBepuTensb A€a J0KEH MOANNCATh €70 COCTABUTENb, IIPH 3TOM JENIAETCs
pacmmgpoBKa JOJDKHOCTH W TOAINHKCH, MPOCTABIsAETCS Jara. B mpoliecce MCHOIb30BaHUS
apXMBHBIX JJOKYMEHTOB B JICTE-3aBEPHUTEIIE ACTAIOTCS COOTBETCTBYIOIINE OTMETKH.

Ecnu neno noamuTo 6e3 TucTa-3aBepuTes, TO €ro CleayeT HAKJIEUTh Ha BHYTPEHHIOKO
CTOPOHY OOJIOXKKH JIeNa.

5.3. C nenbio o0ecriedeHns: COXPaHHOCTH JTMYHBIX JIE]T PEKOMEH/TYeTCs:

— OOBEOMHATHh MHIUBUAYaJIbHBIC JIMYHBIC Jefla YBOJCHHBIX COTPYIHHKOB B OJHY
00110KKy (00BETMHEHHOE /IeI0) C TAKUM pPacyeToM, 4ToObl 00beM Jiena (ToMa) He TpEeBbIIIall
250 sucToB (IyTeM CHIMBKUA MaTepUaIoB MHIUBUAYAJIBbHBIX J€J 110 F0/1aM YBOJIbHEHMUS);

— pacroyiarath MaTepuallbl HHIUBUAYAJIbHBIX JE1 B TIpenenax naena (Toma) B
andpaBuTHOM mopsiake (Mo (aMHIIBHO), OTHEJSIST MaTepuaibl, OTHOCSIIHECS K pPa3HbIM
WHMBHUIYAIBHBIM JIeJlaM, YHCTBIM JIUCTOM OyMaru ¢ yka3aHWeM Ha HeM (paMuiInd, IMEHU H
OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPY/THUKA;

— cHa0XaTh KaxJ0€ 00bETMHEHHOE JIe710 (TOM) BHYTPEHHEH OTMUCHIO C TIEPEUNCIICHUEM
dbamunuii, UMEH W OTYECTB M YKa3aHWEM HOMEpPOB CTpaHMIl, B THpelesaX KOTOPBIX
PacIoI0KEHBI COOTBETCTBYIOIINE JOKYMEHTHI.

5.4. Tlepenaya TUYHBIX JI€1 B apXUB OCYIIECTBISAETCS HE IMO3AHEE TPEX JET IMOCIe
3aBepIIEHUS] MX B JICNIOTIPOM3BOJCTBE B COOTBETCTBUH ¢ TpadukoM. l[IpemaBapurensHO
CTIEIMAIICTOM IO KaJIpaM MPOBEPSIETCs MOTHOTA M MPABMIIBHOCTh TOJTOTOBKH JIMUHBIX JIENT K
nepeqaye. BeisiBIIEHHBIE TPH TIPOBEPKE HEJOCTATKH YCTPAHSIOTCS CHEIHATICTOM IO Kaapam.
[lepenaya w mpuemM MPOU3BOAATCS MO OMUCH C MPOCTAHOBKOW OTMETOK O HAJMUUH JIMIHBIX
Jell.

5.5. JIuunbie nena paOOTHUKOB, 3aKOHUEHHBIE JIEJIOTIPOU3BOACTBOM A0 1 sHBaps 2003
roga, xpausarcs 75 ner, nocine 1 suBaps 2003 roma — 50 ner. JImuHOE N1€10 3aBEAYIONIETO
YupexaeHneM uMeeT MOCTOSIHHBIN CPOK XpaHEHUS.

6. OTBeTCTBEHHOCTh PadoToaaTeN sl 1 PA0OTHUKA

6.1. Ilemarorn W COTPYTHUKH YUpEKIACHHUS OOS3aHBI CBOCBPEMEHHO IIPEICTABIIATH
CBEJICHHS 00 M3MECHEHUHU CBOMX IEPCOHAIBHBIX JAHHBIX, BKIIFOUCHHBIX B COCTAB JIAYHOT'O
Jiena.

6.2. PabGoTonarens 00ecIieynBacT:

— COXPAaHHOCTb JIMYHBIX Je]1 PAOOTHUKOB;

— KOH(QUICHIIMATBHOCTh CBEACHUM, COJICPIKAIIMXCS B JIMYHBIX JIeaX paOOTHUKOB.

7. IlpaBa pa6oToaareysi 1 padoTHUKA

7.1. [lenaroru U COTPYIHUKH Y UPEKICHHUS UMEIOT IPABO:

— MOJIy4YaTh MOJIHYI0 HHPOpMAIHIO 00 00pabOTKE CBOMX IMEPCOHATBHBIX JaHHBIX;

— MOJIy4aTh JIOCTYI K CBOMM MEPCOHATIBHBIM JJAHHBIM;

— TONy4aTh KOTIUU JOKYMEHTOB, XPaHSIINXCS B JTJUYHOM JIEIIE;

— TpeboBaTh UCKIIOYEHUS WU UCTIPABICHUS HEBEPHBIX U HETIOIHBIX (MCKaKEHHBIX)
CBOUX MEPCOHANBHBIX JAHHBIX.

7.2. PaboTonaTens UMEET MpaBo:

— 00pabaThIBaTh NMEepPCOHAIbHBIE JaAHHBIE pAOOTHHUKOB, B TOM YHCIIE U HA DJIEKTPOHHBIX
HOCHTEIISX;

— 3alpamruBaTh 0T pabOTHUKOB HHPOPMAIIHIO, HEOOXOTUMYIO 7Sl BEACHUS TUYHBIX JEIT
1 00pabOTKH ePCOHANBHBIX JaHHBIX.
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