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Ilopsaook
6€0CHUs TUYHBIX 0e]l PADOMHUKOB
T'ocyoapcmeennozo 6100>cemno2o oouieo0pazo0eamenbHozo yuperHcoeHus
cpeoneil odouieodpazosamensHoll wikoavl Ne 484

1. O6mume moJrokeHus

1.1 Hacrosmu#i JIOKJIbHBINA aKT OMPEICIISeT MOPSIOK BECHHUS, yIeTa U XPaHEHHSI JIMIHBIX
nen paboTHUKOB ["ocyaapcTBEHHOT0 00PKETHOTO 00111€00pa30BaTEILHOTO YUPEKACHUS
cpenHeii 00meoopasoBatenbHOM miKoibl Ne 484 (nanee — oOpa3oBarenbHas OpraHU3aIns).

1.2. Tlopsimox pa3zpabotan B coorBeTcTBHU ¢ TpynoBbM kogekcoMm PD, denepanbHbiM
3akoHOM OT 27.07.2006 Ne 152-D3 «O nepcoHaIBHBIX JAHHBIX», METOANYECKUMU
pexomennanusmu Pocapxusa, Yka3zom [Ipesunenta ot 30.05.2005 Ne 609 «O06 yrBepKacHUH
[TonoxkeHus o MepCOHATBHBIX JaHHBIX TOCYIaPCTBEHHOIO ciyXkatiero Poccuiickoit
denepanyu U BECHUH €0 JJUYHOTO JIeJIa», yCTaBOM 00pa30BaTeILHOM OpraHu3aIliy.

2. @opMUpOBaHHe JIUYHBIX /ieJ] pA0OTHHKOB

2.1. ®opMupoBaHUE TUIHOTO Jefia pAOOTHHUKA MPOU3BOANUTCS pAOOTHUKOM, Ha3HAYCHHBIM
AUPEKTOPOM 00pa30BaTeNIbHOM OpraHu3anuu (1anee — OTBETCTBEHHBIN 3a BEJICHUE JIE)

JInuHoe n1eno GopMHUpyeTCs He O3/IHEE MATH pabounX THEH CO JHS 3aKJIIOYEHUS TPYIOBOIO
JIOTOBOPA M TOJIBKO IOCIIE MOIy4eHHUs OT pabOTHHUKA Coryiacus Ha 00paboTKy ero
MEPCOHANBHBIX TAaHHBIX.

2.2. Ilpu nocTyIuieHUH Ha paboTy pabOTHHK MPEIOCTABISICT (IPU HATMYKH):

e TaCHOPT WJIM WHOU JOKYMEHT, YIOCTOBEPSIONINI TNIHOCTE;

e aBTOOHMOTrpaduIo;

e 3asBJICHHUE O MpHUEMe Ha paboTy;

e JIOKYMEHT, KOTOPBIi MOATBEPKAAET PErUCTPALIUIO B CUCTEME WHANBHIYaTIbHOTO
NEepCOHU(UITUPOBAHHOTO YU€Ta, B TOM YUCIIE B (hOpME IJIEKTPOHHOTO IOKYMEHTA,
1100 CTPaxOBOE CBUETEIHCTBO IOCYIapCTBEHHOT'O IEHCHOHHOTO CTPAXOBaHU, 32
UCKJTIOUEHHEM CIIy4aeB, KOT/Ia TPYIOBOM JI0TOBOP 3aKJII0UAECTCS BIIEPBHIE;

e HICHTU()UKAMOHHBIA HOMEp HAJIOTOTIATEIIBINKA,

e JIOKyMEHT BOMHCKOTO y4eTa (7151 BOCHHOOOs3aHHBIX JIUII);

e JIOKyMEHT 00 00pazoBaHuu;



e ATTECTAL[MOHHBIN JIUCT,

e CIPaBKy O HAWYKMK (OTCYTCTBHMH) CYAMMOCTH U (1K) dakTa yroJIOBHOIO
IpeCIIeIOBaHUS;

e TPYIOBYIO KHMXKY ¥ (HJIH) CBEICHUS O TPYIAOBOMU JCATEIBHOCTH, KPOME CITy4acB,
Korja pabOTHUK IPUHUMAETCS Ha paboTy BIIEPBbIE HIIH HA YCIOBUAX
COBMECTHUTEIIbCTBA,;

e MECIUIMHCKYIO KHHUXKKY,

e CBHJIETEIHCTBO O Opake;

e CBHJIETEIBCTBO O POKICHUH JCTEH.

2.3. Ob6pa3zoBarenbHas opraHu3anys ohopmIIseT:

e IMPHUKa3 0 IpueMe Ha paboTy (0 mepeMeIeH!H Ha IPYTrHe J0JKHOCTH);
e TPYIOBOM JOTOBOP B ABYX 3K3EMILISIPAX;
e JOJDKHOCTHYIO HHCTPYKLHIO.

2.4. TlepBuuHoe oopmIleHHE JIUYHOTO JIeNa MpeyCcMaTpUBaeT:

a) MPUCBOCHHUE JINYHOMY JIEITy HOMEpa COTJIACHO JKYPHATY ydeTa JIMUHBIX e (IPHI0KCHUE
Ne 1);

0) mpocTaBjeHne Ha 00JI0KKe JTUIHOTO jAeia (nmpuaoxenue Ne 2) claeayonmx peKBU3UTOB:
UHJIEKC Jieia (B COOTBETCTBHH C HOMEHKIIATYPOii Jiel1 00pa30BaTeIbHOM OpraHU3alig);
MOJIHOE HAUMEHOBAaHUE 00pa30BaTEIbHON OpraHU3aIK; HOMEP JTUYHOTO Aena; haMuIus UM
0T4YeCTBO pabOTHHKA B UMEHUTEIILHOM MaJIXKe; JaThl — IO/l Hadasa ¥ roJi OKOHYaHHUS
BEJICHUS JIeJIa; KOJIMYECTBO JINCTOB; CPOK XpaHEHUS,

B) MNOMCIICHNUEC JOKYMCHTOB, ITOJJICKAIIINX XPAHCHUIO B COCTABC JIMYHBIX JICJI, B
XPOHOJIOTUYECCKOM IIOPSIKE:

e BHYTPCHHsIS OIKCh IOKYMEHTOB Jiena (npuinoxeHue Ne 3);

e JIUCT C OTMETKaMHU 00 O3HAKOMJIEHUU PaOOTHHKA C IEPCOHAIBHBIMU IaHHBIMH U3
au4HOTo nena (mpunoxenue Ne 4);

e JIUCT C OTMETKAaMU O pe3yJbTaTax €XeroJHOIN MPOBEPKH COCTOSHUS JIUYHOTO Jieja
(mpunosxerne Ne 5);

e JIMYHBIH JIUCTOK TI0 YUETY KaJpoB WiH aHkeTa (mpunoskeHus Ne 6 u Ne 7);

e aproOuorpadus;

e 3asiBJICHHE O MpHUEeMe Ha pabdoTy;

e IIpHKa3 O IpueMe Ha paboTy;

e JIOJKHOCTHAs HHCTPYKLUS;

e TpPYyAOBOU JOTOBOD;

e JIOTOBOP O MOJHOI MaTepHaIbHOW OTBETCTBEHHOCTH (€CTIH PAOOTHHK —
MaTepualibHO OTBETCTBEHHOE JIUIIO);

e XapaKTEepHUCTUKH U PEKOMEHJIaTeNIbHbIE MHChMA;

2.5. JIucTel JOKYMEHTOB, MTOMEIIEHHBIX B JIMYHOE JENO0, MOJIekKAT HyMEPAIIUH.

2.6. I[OKYMCHTBI MOMCIIAKOTCA B MAINIKY-CKOPOCIINBATCIIb. HpI/I YBOJIbHCHHUU pa60THI/IKa AC€II0
IMpOIMBACTCA HUTKaMU U CAACTCA B apXHUB.



2.7. BHYTpeHHsIsI OMUCH TOKYMEHTOB, UMEIOIINXCS B TMYHOM JIeNIe, JOKHA COIePIKATh
CBEJICHHUS O MOPSAIKOBBIX HOMEPAX, HAMMEHOBAHUAX JIOKYMEHTOB JIeJIa, KOJTUYECTBE JIUCTOB,
JlaTax BKJIIOYECHUS JOKYMEHTOB B JIMYHOE JIEJIO U U3BATUS U3 JI€Ja, a TAKKE KEM U3BAT
JIOKYMEHT M TI0 KaKO IPUYHHE.

2.8. BHyTpeHHss ONUCh COCTABIISETCA HAa OT/AEIBHOM JIMCTE [0 YCTAaHOBIEHHOH (opme.
JIucTel BHYTPEHHEN OIIMCU HYMEPYIOTCS OTHENBHO.

2.9. IIpu noaroToBKe JIMYHBIX JIE] K Mepeaayue Ha XpaHeHUe K BHYTPEHHEH oMucu
COCTABIISICTCSI UTOTOBAS 3aMUCh, B KOTOPOM YKa3bIBaeTCs U(PPaMHU U MIPONHCHIO KOJIMYECTBO
BKJIFOYEHHBIX B HEE€ JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIENa.

3. BeneHue JTHYHBIX J1eJ1 PA0OTHUKOB

3.1. JIuuHoe neno BeAeTCS B TEYCHHUE BCETO MEepHo/1a paboThl pabOTHUKA 00pa30BaTEIIbHOM
OpraHH3aIlHH.

3.2. Benenue nuyHoro fena paboTHHKA MpeyCMaTpPUBAET MOMEIIEHUE B €TI0 IOKYMEHTOB,
00pa3yromuxcs B mporecce pabodeii NesITeIbHOCTH U UMEIOIUX 3HAUCHUE JIJIST TPYIOBBIX
OTHOIIIEHUMN

e JIONOJIHEHHE K JTMYHOMY JIMCTKY 110 YUYETYy KaJpOB,;

e JIOIOJIHUTEIIbHBIE COTJIAIIEHUS K TPYJOBOMY JI0TOBODY;

e KOIIMM MPHUKA30B 10 JUYHOMY COCTaBY, KOTOpbIE KacatoTcs pabOTHHUKA,

e OT3bIBbI JIOJDKHOCTHBIX JIUI O pAOOTHUKE;

e KOIIUH JIOKyMEHTOB O IOBBIIIEHUH KBAJIU(UKALIH;

e KONHH CEPTU(PHUKATOB, FPAMOT;

e JIUCT — 3aBEPUTEJIb Jena (COCTABIISIOT IPH CIaue JIMYHOTO JIeNia B apXUB);
e UHbIE JIOKYMEHTBHI.

3.3. B nuyHble 1ena He MOMEeIalTCs JOKYMEHThI, UMEIOIE BTOPOCTEIIEHHOE 3HAUCHHE.
Takue moxyMeHTBI XpaHATcs B oTAebHOM jeie Ne 4-09 «/[okyMeHTHI, He BOIIIE/IIIHE B
COCTAaB JINYHBIX JEI.

3.4.PabOTHUK 3HAKOMHUTCS C JIMYHBIM JIEJIOM B T€UEHHUE TpeX pabOUMX JHEH ¢ AaThl
MIOJIy4Y€HHUsI OTBETCTBEHHBIM 3a BEICHUE JIeJT 3asBJIEHUs ¢ IPOchOoi 00 o3HakomeHuu. OO
9TOM JIEJ1aeTCsl OTMETKA B JINCTE O3HAKOMIICHUS] pa0OTHHKA C JINYHBIM JICJIOM.

3.5. O3HakoMIIeHHUE C JIEJIOM POUCXOIUT UCKIIOYUTENFHO B KAOMHETE OTBETCTBEHHOTO 32
BEJICHUE I U B €r0 MPUCYTCTBUU. 3aIpeliaeTcs BRIHOC Jejia U3 KaOuHeTa.

3.6. Brimaua konuit JOKYMEHTOB U3 TUYHOTO JieNia MPOU3BOAUTCS MO TUYHOMY 3asIBICHUIO
pabOTHHKA U C pa3pemieHus nupekTopa. Ko 10KyMeHTOB JJOJKHBI OBITh 3aBEPEHBI U
MpeIOCTaBlIeHbl PpAOOTHUKY B T€UEHUE TPEX THEH CO JTHS MOJa4Yu 3asBICHHUS.

3.7. 3bsiTHE OTACIBHBIX JOKYMEHTOB U3 JINYHOTO JIEJ1a IPOU3BOIUTCS C pa3pelIeHHs
JIUPEKTOpa 00pa30BaTEIbHON OPraHU3ALNH ¢ 0(OPMIICHHEM COOTBETCTBYIONIEH 3aIiCH B
rpade «lIpumeuanue» BHyTpeHHel onucu. [Ipu BpeMEeHHOM U3bATUU TOKYMEHTA Ha €T0
MecTo (MeXIy JIUCTAMHU COCEIHUX JOKYMEHTOB) BKJIaIbIBACTCS CITPABKA-3aMECTHTEINb C



YKa3aHHUEM JaThl U MIPUYUH UIBATHA C IIOAINUCHIO JIMNI[A, BBIAABIICTO JOKYMCHT, U MMOAINKNCHEIO
JMna, IOJIYYUMBHIETO €0 BO BpEMEHHOC IT0JIB30BaHUCE.

3.8. B nensix obecnieueHust KOHTPOJISA 32 COXPAHHOCTBIO U AKTyaJIbHOCTBIO JIMUHBIX JIE]1 B
00pa3oBaTeNbHON OPTaHU3AIMH €KETOTHO IPOU3BOIUTCS MTPOBEPKA UX HAIWYHS U
COCTOSIHUS.

3.9. ExeroaHyto mpoBepKy COCTOSIHUS TUYHBIX JIE]T HA TPEMET COXPAaHHOCTH BKIFOUECHHBIX
B HETO JIOKYMEHTOB ITPOBOJIUT CIIELUAIIBHO co3aHHas KoMuccus. O MpoBeAEHHBIX
MPOBEPKAX JICNAETCS OTMETKA B JIUCTE O PE3yJIbTaTaX €KEroHOU MPOBEPKU COCTOSHUS U
HaM4us JugHoro faena (npuioskerne Ne 5) u cocrapisierTcs akT. Pe3ysabTaThl MpoBEpKH
JIMYHBIX JIeJ B 0053aTEIbHOM MOPSI/IKE JOBOAATCS 10 TUPEKTOpa 00pa3oBaTeIbHOM
OpraHu3alyu.

4. XpaHeHue H y4eT JUYHBIX /1eJ1 PAOOTHHKOB

4.1 XpaHeHue U y4eT JUYHBIX [l paOOTHUKOB 00pa30BaTEIbHON OpraHU3aliu
OPTraHHU3YIOTCA C IENIbI0 OBICTPOTO IMOUCKA JTMYHBIX eI, 00SCIICUeHUS MX COXPAHHOCTH H
KOH(UISHIIMATBHOCTH CBEJICHUH, COIePKAIIUXCS B IOKYMEHTAX JIMYHBIX JIe], OT
HECaHKIIMOHUPOBAHHOTO JIOCTYTIA.

4.2. Jluynble nena pabOTHUKOB XPAHSTCS Y OTBETCTBEHHOTO 32 BEJICHHE JIe] B CIICHUATIBHOM
METaJUIMYEeCKOM ceiide.

4.3. 1ocTyn K JINYHBIM JieflaM paOOTHUKOB UMEIOT TOJIBKO OTBETCTBEHHBIH 3a BEJICHHE €T U
IUPEKTOp 00pa3zoBaTeIbHON OpraHu3alyu JMO0 ero 3aMeCTUTEIH MIPU UCIIOTHEHUU
00513aHHOCTEH TUpeKTopa 00pa3oBaTeIbHON OpraHU3aIlny.

4.4. Cucrematuzanus JIMYHbIX Je] paOOTHUKOB IPOU3BOIUTCA B aJI()aBUTHOM HOPSIZIKE.
5. OdopMmiieHne TUYHBIX el pa0OTHHKOB Nepe] caaveil B apxXuB

5.1. OdopmiieHne TUYHBIX A€M A7 Mepeaadd B apXUB MPOU3BOJUTCS OTBETCTBEHHBIM 32
BEJICHUE JIeN. DTa MpoLeaypa BKIOYaeT:

e mOMIUBKY (MEperuieT) aena;

e YTOYHEHHE HyMEPAIMH JINCTOB JIEIIa;

e COCTaBJICHHUE JIHCcTa-3aBeputes (nmpuaoxenue Ne 8);

e cocraBieHne (yTOYHEHHE) BHYTPEHHEN OIHCH;

e BHECEHHE YTOYHEHHUI B PEKBU3HTHI JIUIICBOI OOJI0KKH JIea.

5.2. Jluct — 3aBepuTensb Aena J0JKEH MOAMUCaTh €r0 COCTaBUTENb, IPU ATOM AeNaeTcs
pacidpoBKa JOJPKHOCTH M TIOJIIMCH, TIPOCTABIISIETCS 1aTa. B mporecce MCmoib30BaHUs

APXUBHBIX TOKYMCHTOB B JIMCTC-3aBECPUTCIIC ACIIAOTCA COOTBCTCTBYIOIINEC OTMCTKHU.

Ecnu neno moammuro 6e3 aucTa-3aBepuTeNs, TO €ro CIeIyeT HaKIEUTh Ha BHYTPEHHIOO
CTOPOHY OOJIOKKH JieTia.

53.C OCIIBIO obecreueHust COXPaHHOCTH JIUYHBIX JIC]I PCKOMCHAYCTCH.



e O00BEIMHSATH HHAWBUIYATbHbIC THYHBIC J€j1a YBOJCHHBIX pAOOTHUKOB B OHY
005105kKy (00BEAMHEHHOE JIEI0) C TAKUM PacueToM, 4TOOBI 00beM jeia (ToMa) He
npessitran 250 UcToB (yTeM CITUBKH MaTEPHAIOB HHINBHIYAILHBIX JEI 110
rojiaM yBOJIbHEHHS);

e pacroyiarath MaTepHasbl HHIMBUIYaJbHBIX JEJ B Ipeaenax aeia (toma) B
anaBUTHOM TIOpsIKe (MOpaMUIIBHO), OTIEISISE MaTEPHAIIbI, OTHOCSIIHECS K
Pa3HbIM MHIUBHIYAIbHBIM JIEJIaM, YUCTHIM JTHCTOM OyMard ¢ yKa3aHueM Ha HEM
(haMHITHK, HMEHU U OTYECTBA COOTBETCTBYIOIIETO YBOJIEHHOTO COTPY/IHHKA,;

e CHAOXaTh KaXKI0€ 00BEAMHEHHOE /110 (TOM) BHYTPEHHEH OMKUCHIO C
riepevrciicHieM (haMUITUiA, IMEH M OTYECTB M yKa3aHHEM HOMEPOB CTPAHHII, B
npejienax KOTOPhIX Pacio0KeHbl COOTBETCTBYIOIME JOKYMCHTHI.

5.4. Ilepenaya TMYHBIX JI€]1 B apXUB OCYLIECTBIISIETCS HE NIO3/AHEE TPEX JIET IOCTE
3aBepUICHUS] UX B JICJIONPOU3BOJICTBE B COOTBETCTBUU C rpadukom. [IpenBaputensHo
OTBETCTBEHHBIM 32 BEJICHUE JI€J]1 IPOBEPSIETCS TOJIHOTA U NIPABUIIBHOCTD IOJATOTOBKH JIMYHBIX
JIell K nepeniaye. BolsBIeHHBIC ITPU MPOBEPKE HEJOCTATKU YCTPAHSIOTCS OTBETCTBEHHBIM 32
BeneHue nen. [lepenaya u npuem npousBOAATCA MO OIUCH C IPOCTAHOBKOM OTMETOK O
HAJIMYUU JIUYHBIX J1e.

5.5. JInunblie nena pabOTHUKOB, 3aKOHYCHHEIC J1enonpon3BoacTBoM 110 1 saBaps 2003 rona,
xpansTcs 75 ner, nmocie 1 suBaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH padoToAaTe/ s U PaGOTHUKA

6.1. PaGoTHHKH 00pa30BaTEIbHON OpraHU3alUH 00sI3aHBI CBOEBPEMEHHO TPEACTABIATh
CBeJleHUs 00 N3MEHEHHH CBOMX MEPCOHAIBHBIX JJAHHBIX, BKJIOYEHHBIX B COCTAB JINYHOTO
nena.

6.2. OTBeTCTBEHHBIH 32 BeJICHHE JeTl pAOOTHUKOB HECET IUCIHUILTMHAPHYIO U HHYIO
OTBETCTBEHHOCTH 3a pa3IiiallleHne KOH(PUIEHIIMAIbHBIX CBEJICHHUH, COepKALIUXCS B IMYHBIX
JieNax, U 32 UHbIC HapYLIEHUs MOPSAKA BECHUS JTUYHBIX JEIL.

7. IlpaBa padoToaare/isi U paGOTHHKA
7.1. PaGoTHMKM 00pa30BaTEIbHOM OpraHU3alui UMEIOT MPaBo:

e TIOJIy4YaTh MOJIHYIO HH(pOpMaLHIO 00 00pabOTKe CBOMX MEPCOHABHBIX TAaHHBIX;

e IIOJIy4aTh JOCTYIN K CBOMM IIEPCOHAIBHBIM JaHHBIM,;

e II0JIy4aThb KOIUU JOKYMEHTOB, XPaHALIUXCS B JINYHOM JICIIE;

e TpeOOBaTh UCKIIOUYCHHS WM HUCIPABICHNUS HEBEPHBIX M HETMONHBIX (MCKaKCHHBIX )
CBOUX IIEPCOHAIBHBIX JaHHBIX.

7.2. PaboTonarens UMeeET MpaBo:

e 00pabaThIBaTh MEpPCOHATIBHBIC TaHHBIE PAOOTHUKOB, B TOM YHCJIC U Ha
AJIIEKTPOHHBIX HOCUTEISIX;

e 3ampamuBaTh OT PAOOTHUKOB MHPOPMAIIUIO, HEOOXOIUMYIO JJISl BEJICHUS TUIHBIX
nen 1 00paboTKU MEPCOHANBHBIX JTaHHBIX.
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