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IIpunoxenue 1
K mpukasy ot 14.01.2022r. Ne 2

[Tonioxkenne 0 NOpsAKe BeaeHHS AHUYHDLIX e paGOTHUKOB MyHHUHIIAILHOIO

OropkeTHOro yupexaenus «Llentpaaniopannas 6ubanoTeuHas cucrema
Auxoii-MapTaHoBckoro MyHHUHNAALHOIO paiioHay

1. OC1He nos10xeHHs

1. Hacrosiiee momoxenue onpenenser MopsioK BeleHHs JHYHBIX Aen
coTpyAHHKOB B MBY «IIBC Auxoii-MapTaHOBCKOrO MyHHLHIATBHOTO paioHa»

(nanee - YupexaeHue).

1.1. JlnyHoe neno paGoTHHKa - COBOKYIHOCTb JOKYMEHTOB IEPCOHANBHOIO
y4€Ta, COAEPIKAILMX CBENEHHs O pabOTHUKE U €ro TPYAOBOM J€ATEIbHOCTH.

1.2. TTonoxenue pazpaborano B coorsetcTBuu ¢ TK, DenepaabHEIM 3aKOHOM
or 27.07.2006 Ne 152 «O mepcOHANBHEIX OaHHBIX», MeTOIHYeCKUMH
pexoMenanusamu Pocapxusa, Ykazom Ilpesunenta ot 30.05.2005 Ne 609 «O6
yTBepXKAeHUH IIoNOXKEHHA O MEepCOHAIBHBIX JaHHBIX TOCYJapCTBEHHOIO
cayxamero Poccuiickoii @enepauuM M BEJCHMH €ro JIMYHOTO Jea»,
KOJUIEKTHBHBIM JJOTOBOPOM H YCTaBOM Y4pexAeHHH.

2. ®opMHpOBaHHe JIHYHBIX el pA0OTHHKOB.

2.1. ®opmupoBaHHE NUYHOTrO fena pabOTHUKA MPOU3BOAMTCS METOMAMCTOM
MBO He mo3aHee nATH pabounx IHEH CO NHA 3aKIIOYEHHUS TPYAOBOrO IOroBopa
TONBKO MOCJIE MOMy4YeHHs 0T pabOTHHKA cornacus Ha 06paGoTKy ero nepcoHaIbHBIX
JaHHBIX.

2.2. IIpu mocTyieHuH Ha paboTy COTpYIHHMK NpeNoCTaBiIsieT (TIPH HAJTHYHH):
- NIaCMOPT MJIM MHOU JOKYMEHT, YAOCTOBEPSIONIMNA TUYHOCTD; - aBTOOHOrpadHio; -
3agBIE€HHE O INpHeMe Ha paboTy; - CTPaXxoBOE€ CBMAETENLCTBO MEHCHOHHOIO
CTpaxoBaHMA;, - HACHTU(QUKALHOHHBIM HOMEP HAJOrOIIATENbLINKA; - HOKYMEHT
BOMHCKOro yyera (A BO€HHOOOS3aHHBIX JIMII); - JOKYMEHT 00 obpa3oBaHMH; -
aTTECTALMOHHBIH JIMCT; - CIpPaBKy O HAIWYMHU (OTCYTCTBHH) CYAMMOCTH U (HIIH)
(pakTa yroj0BHOro Npeciel0BaHus; - TPYAOBYIO KHHKKY; - MEIHLIMHCKYIO KHHXKKY;
- CBUJETENILCTBO O Opake; - CBUAETENBCTBO O POXIEHHUH JETEH.

2.3. Pa6oronarens 0GopMIIseT:
- nuyHy1o KapTouky Ne T-2;

- mpHKa3 0 MPHEME Ha paboTy (0 MepeMELEHHH Ha APYTHe AOJDKHOCTH);



- Tpy/AOBOH JIOTOBOP B IBYX 3K3eMILIAPAX;
-JIOMDKHOCTHYIO HHCTPYKLHIO.
2.4. IlepBuyHOe ohopmIIeHHe TUUHOrO [eMa NPeyCMaTPHBAET:
a) IPMCBOEHHE JIHYHOMY Jiely HoMepa COIIaCHO XypHaly y4eTa IMYHBIX JeN;
6) npocTaBiieHHe Ha 06JI0XKe NTMYHOro AeNa CleyIOLHX PEKBU3UTOB
* IOJIHOE HAUMEHOBaHUE YUpEKIeHHS;
* (paMuUIIHA UMS OTYECTBO paGOTHKMKA B UMEHUTENIBLHOM MaJexe;
* JIaThl - TOJl HaYaJla ¥ rofi OKOHYaHHA BEAEHHs JIena;
B) MIOMeELIIEHHE I0OKYMEHTOB, NOAJIEKALIMX XPAHEHHIO B COCTaBe JIMYHBIX [EN, B
XPOHOJIOTHYECKOM MOpSIKE:
- BHYTPEHHSS ONKCH JOKYMEHTOB J€]1a;
- IPHUKa3 O IIpueMe Ha paborTy;
- IMYHBIA JIMCTOK MO Y4eTy KaJpoB WM aHKeTa;
- aprobuorpadus;
- 3asiBJICHHE O IIpUeMe Ha paboTy;

- IOroBOp O TOJHOM MaTepHAIbHOM OTBETCTBEHHOCTH (€CnM paGoTHHK -
MaTepUaIbHO

OTBETCTBEHHOE JIULIO);
- XapaKTEPUCTHKH H PEKOMEHATeNbHbIe NIHChMa;

- coracue Ha 00paboTKy NEPCOHATBHBIX NAHHBIX.

2.5. JIucTel OOKYMEHTOB, INOMELIEHHBIX B JIMYHOE J€JI0, MOAJIeXaT
HyMepallHH.
2.6. JIoKyMeHTBI IIOMELIAIOTCA B MANKy-CKOpociuyuBaTelb. [Ipi yBoJIbHEHHH

paGoTHMKA MPOLUMBAIOTCS HUTKAMH U CIAIOTCS B apXUB.

2.7. BHyTpeHHSs ONHUCh JOKYMEHTOB, HMEIOIMXCSA B INYHOM JEIE, J0/DKHA
CofepKaTh CBEAEHHA O TIOPSIKOBBIX HOMEpPaX, HAUMEHOBAHHUAX I0KYMEHTOB /e,
KOJIMYECTBE JIMCTOB, AaTaX BKJIIOYEHHUS NOKYMEHTOB B JIMYHOE JIEJIO U U3BATHUS M3
JieNa, a TaKoKe KeM M3bAT JOKYMEHT M [0 Kakoi MpUYHHe.

2.8. BHyTpeHHAs ONHMCh COCTaBISE€TCs Ha OTJAENBHOM JIUCTE IO

YCTaHOBJIEHHO# opMe.

JIMCTEI BHYTpEHHEH OMUCH HYMEPYIOTCS OTAENIBHO.



2.9. Ilpu NoroToBKke NuyHbIX Aen K Mepeaaye Ha XpaHeHme K BHYTpEHHeH
OIMUCH

COCTABJIACTCS HTOrOBas 3anuck, B KOTOPO# yka3biBaeTCs LM(paMu 1 NPOMHCHIO

KOTMYECTBO BKIIIOYCHHBIX B HEee JOKYMEHTOB M KOJIMYECTBO JIMCTOB AENa.
3. Benenne auunpix aes paGoTHnkoB

3.1. JInuHoe neno Bemercs B Teuemue Bcero nepuosa paboThl Kaxaoro
COTPYHHMKA YUpexIaeHus.

3.2. [lanbHeiiiuee Bemenue nuyHOro nena paboTHHKA MpexycMaTpUBaeT
TIOMCILICHHE B LI€I0 [OKYMEHTOB, OOpa3ylolIMXCA B mpouecce paboueit
ACATCIPHOCTU U MMEIOIIMX 3Ha4eHHe IJIsl TPYAOBBIX OTHOILLIEHMIA:

- IONIONIHEHHE K TMYHOMY JIMCTKY [0 YYETY KafpOB;
- KOITHH NIPHKa30B MO JUYHOMY COCTaBY, KOTOPEIE KacaloTcs pabOTHHKA,;

- OT3BIBBI JOJDKHOCTHBIX JIML O pabOTHHKE; - KOMUH JOKyMEHTOB O MOBHIIIEHHH
KBaJIMPHKALINH;

- KOIIMH CepTU(UKATOB, rPaMoT;

- JIUCT - 3aBepHUTENb Jela (COCTABIAIOT PH Claye JWYHOTO JeNla B apXHUB);

- HHBIC NOKYMCHTBI.

3.3. B KoHue kaleHaapHOro roaa u He nosgHee 30 nekabps Bce paboTHHKH
YupexneHus NpOXOAAT O3HAKOMIIEHHME C JIMYHBIMH aenamu. O6 3ToM nenaercs
OTMETKA B JINCTE 03HAKOMJIEHHs pabOTHHKA C JIMYHBIM IEJIOM.

3.4. O3HakoMJIEHHE C OEIOM MPOUCXOAUT MCKIIOYMTENBHO B KaOWHeTe
METOZMCTA U B €0 MPUCYTCTBHY. 3aNpemiaercs BEIHOC Aena U3 KaOuHeTa.

3.5. Bbigaya Konuii MOKYMEHTOB M3 JIMYHOIO Jefia NPOU3BOAMTCH IO
NIMYHOMY 3asBJICHHIO pabOTHHKA U C pa3pelleHHs AupekTopa. Komuu JoKyMeHTOB
JOJDKHEI GBITh 3aBEPEHBI H IIPEIOCTaBIIEHbl pAOOTHHKY B TEUEHHE TPeX JHEH CO JHA
Moja4y 3asBICHH.

3.6. H3psaTHE OTHAENBHBIX JOKYMEHTOB M3 JIMYHOIO JeNa MPOM3BOJHMTCA C
paspelieHHs AUpPeKTOpa YUpexaeHus ¢ 0pOpPMIEHHEM COOTBETCTBYIOLIEH 3alHCH
B rpade «[IpumedaHuey» BHyTpeHHel onmucH. IIpy BpeMEHHOM H3bBATHM JOKYMEHTa
Ha ero MecTo (MeXUIy JIMCTaMH COCEIHHX JOKYMEHTOB) BKIAIBIBAETCS CIIpaBKa-
IMpeKTOp C yKa3aHHeM JaThl M TIPHYUH H3BATHS C TIOMNKCHIO JIMIA, BHIAABLIETO
OKYMEHT, 1 MOAIHCHIO LA, MOMYHBIIEr0 €ro BO BpEMEHHOE MOJb30BaHHE.



3.7. B nensix o6ecneuenns KOHTPOJIS 32 COXPAHHOCTBIO U aKTyaJIbHOCTHIO
IHYHBIX A€M B YupekaeHUH exeronno (He nosaHee | KBapTana roaa, cie/yoLLero
33 OTYETHBIM) IPOM3BOAMTCS NPOBEpKA X HANMYMSA M COCTOSHHS.

3.8. Excero/iHy1o nposepky cocTosiHus THYHBIX e Ha MpeAMET COXPaHHOCTH
BKJIIOYCHHBIX B HErO IOKyMEHTOB MPOBOAMT CrieLMaIbHO co3faHHas Komuccus. O
MPOBEACHHBIX MPOBEpPKAX JejiaeTcss OTMETKA B JIUCTE O pe3yJIbTaTaX eXerofHoi
MpOBEPKH COCTOAHUA W HATMYMA NTUYHOTO Aena (npunoxeHue Ne 5) u cocrasnsercs

akT. Pe3yJIbTaThl MpoBepky MuuHBIX nen B 0653aTENEHOM MOPAAKE AOBOAATCS O
JupeKTopa YupexaeHuewm.

4. XpaHeHue H yueT JHUYHBIX Je/1 paGOTHHKOB

4.1 XpaHeHue U y4eT TMUHBIX Jie] COTPYAHUKOB Y UPeXKAEHUS OpTaHU3yOTCS
C LEeNbI0 OBICTPOro NOMCKAa NHMYHBIX [ejl, obecredyeHHs HX COXPaHHOCTH H
KOHGUAEHUMATBHOCTH CBEJEHHUH, ColepKauXcsl B JOKyMEHTaX JMYHBIX [€l, OT
HECaHKIMOHUPOBAHHOTO JOCTYIIA.

4.2. JInyHple nena paGOTHHMKOB, JO/DKHOCTHBIE MHCTPYKLIMM XpaHATCA Y
METOJUCTAa B CHELHAIBLHOM MeTajiddeckoM ceiide. JIuyHble KapTOYKH IIO
yHUGHUIMpOoBaHHO# PopMe Ne T-2 xpaHsTCS OTAENBHO.

4.3. TpymoBble KHWXXKH, MEIULUHCKHE KHIXKH XpaHATCS B ceiide y
METOJJUCTA.

4.4, JlocTyn K JNUYHBIM J€laM PabOTHMKOB MMEIOT TOJBKO METONUCT H
mupekTop YupexaeHHs (J1u00 3aMeCTHTENH NMPEKTOpa MpH HCIONHEHHH

06A3aHHOCTEH JUpEeKTOpa YUpeKACHuUS).

4.5. CucTeMaTH3aLys JIMYHBIX €] pabOTHHKOB IPOU3BOAMTCA B ai()aBUTHOM

HIOpsIKe.

5. Odopmiienne JHIHBIX €1 pabOTHHKOB mepen caaveii B apxuB

5.1. OdopmieHHE JIMYHBIX J€N A/ Nepefjadd B apXuB IPOH3BOAUTCS

METOIUCTOM.
Sra npoleAypa BKII0YaeT:
- TIOAILIMBKY (mepemuieT) fena;

- yTouHEHKe HyMepaliH JIUCTOB J€ENa;



- COCTaBJIEHUE JIPICTa-3aBepHTe s
?

- COCTaBJIEHHE (yroqneune) BHYTpeHHE# OMucy;
- BHECEHHE YTOYHEHN}f g PEKBU3UTHI TULIEBOH 00/10%KHU nena.

5.2. Jlucr - 3aBepurens, nesa JOJKEeH MOANHKCAThb €ro COCTaBUTEb, MIPH 3TOM
Jief1aeTcs paclikppoBka AOIKHOCTH M NOANKCH, NPOCTaBNsAeTcs AaTta. B mpouecce
MCTIONIB30BAHUA  8DXUBHBIX  IOKyMEHTOB B JHCcTe-3aBepuTee  JealoTcA
COOTBETCTBYIOLHE OTMeTKM. Ecnu neno momwmto Ges JIMCTa-3aBepuUTENs, TO €ro
cleRy€eT HalIEUTDb Ha BHYTPEHHIO CTOpPOHY 06I0XKKH Aena.

5.3. C uensio obecrieyenus COXPaHHOCTH JTMYHBIX A€ PEKOMEHAYETCH:

- 00BeAHHATE HMHIMBUIYallbHBIe JIMYHBIE J€j1a YBOJEHHBIX COTPYJHHUKOB B
onHy 000XKy (06beuHenHoe JIETI0) C TaKUM pacyeToM, 4Tobbl 00beM aena (Toma)

He npeBbllan 250 1ucToB (MyTem cimBKY MaTepuajoB MHIUBUAYaTbHBIX €] 10
roziaM yBOJIbHEHHS );

- pacliojlaraTe MaTepHaibl HHAWBUAYANBHEIX €] B Mpefienax aena (Toma) B
anaBUTHOM TOpsIKe (modamuneHo), ornenss MaTepualbl, OTHOCAIIMECS K
pa3HBIM MHIHUBHIYaNbHBIM [€j1aM, YUCTHIM JIACTOM OyMaru C yKa3aHHEM Ha HEM
(aMHIINHK, IMEHHU ¥ OTYECTBA COOTBETCTBYIOIIEr0 YBONEHHOTO COTPYIHHKA;

- cHabXaTb Kaxaoe OOBeJUHEHHOe Jelo (TOM) BHYTpeHHeEH ONHCBHIO C
TNepevrCIIeHHeM (aMHINH, HMEH M OTYECTB U yKa3aHHEM HOMEPOB CTPAHHII, B
npejenax KOTOPEIX PacloNokKeHbI COOTBETCTBYIOIINE JOKYMEHTEI.

5.4. Ilepenaya MMYHBIX [ie1 B apXUB OCYLIECTBISAETCS HE TMO3AHEE TPEX JIET
nocjie 3aBepLIEHHs HX B JENONPOM3BOACTBE B COOTBETCTBHU C IpPad)UKOM.
[IpeaBapuTEILHO METOAKCTOM NPOBEPAETCS MTOJTHOTA U MPABUIIBHOCTE IOATOTOBKH
JAYHBIX JeN K Tepefaye. BrlaBieHHBIE NpH NMPOBEpKe HEOCTATKH YCTPaHSAIOTCS
metoaucToM [lepeaya 1 npyueM IPOM3BOISATCA 110 OLMCH C IPOCTAHOBKOM OTMETOK

0 HAJIMYUH JTHYHBIX OCIL.

5.5. JInuuble nena paOOTHHUKOB, 3aKOHYEHHBIE NENONMPOM3BOACTBOM A0 1
suBaps 2003 roaa, xpaHsaTca 75 net, nocne 1 suBaps 2003 roga - 50 ner.

6. OTBeTCTBEHHOCTh paboTOAaTE /1 U Pa0OTHHKA

6.1. CoTpyIHHUKHM YHpeXAeHHs 00A3aHbl CBOEBDEMEHHO MpECTABIIATE
CBeJIeHHs 06 M3MEHEHUH CBOMX MEPCOHANBHBIX NaHHBIX, BKIIOYEHHBIX B COCTaB

JUYHOrO Jena.

6.2. Paboroaareib o0ecrieYynBaeT:



paHHOCT" JIMYHBIX Jesl pabOTHHUKOB;
- coX

Kompmeuuﬂaﬂbﬂocn CBeNEHUH, COHEPXKALIMXCA B JIMYHBIX enax

Pa60TH"K°B'

7. [IpaBa paGoroaare/isi M paGoTHuKa

7.1. COTpy AHHUKH YupexaeHUs: UMeIOT NpaBo:

_ pony4aTh MONHYIO HH(pOpMAIHIO 06 00paboTke CBOMX MEPCOHAIBHBIX

ﬂaHHbIX;
- 10JTy4aTh AOCTYTI K CBOUM MEPCOHAIBHBIM JaHHBIM;

- molry4aTh KOIIMH JOKYMEHTOB, XpaHAIIHUXCS B THYHOM A€CJIE,

Tpe6OBaTh MCKIIIOYEHHMs WM HCHPABICHHS HEBEPHBIX H HEMOJNHBIX
(ncanKeHme)
CBOHX IIEPCOHAJIBHBIX JAHHBIX.

7.2. PaGoToaaTenb UMEET IIpaBo:

- 06pabaTeIBaTh MEepCOHAJIbHBIE JaHHBEIE PAaOOTHHUKOB, B TOM YHCJIE H Ha
3MEKTPOHHBIX

HOCHUTCIIAX,

- 3ampalmuBaTh OT paGOTHHKOB MHGOpPMALMIO, HEOOXOAUMYIO AJIs BeACHHS
JIMYHEBIX e]T

1 00paboTKH IepCOHAIBHBIX JaHHBIX.
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