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1. O6uue no10:xeHUA
1.1 Hacrosimuii JTOKanbHBIA aKT OMPENeNseT MOPSAIOK BEACHUS, ydeTa U XPAHCHHS JIMYHBIX JEI
paboTHUKOB MYHUITMTIAIBHOTO OFO/IKETHOTO JIOMIKOIHHOTO 00pa30BaTEILHOTO YUPEKICHUS
nerckuii cang Ne8 «Mumytkay (nanee — JJOVY).
2. @opMupoOBaHNe JUYHBIX JieJ1 pAOOTHHKOB

2.1. ®opMHupOBaHUE JIMYHOTO JieNla pPabOTHUKA MPOU3ZBOAMTCS pPaOOTHUKOM, HAa3HAYCHHBIM
JUPEKTOpOM 0Opa3oBaTeNbHOM OpraHu3aluu (Jajgee — OTBETCTBEHHBIN 3a BeneHue nein). Jlnunoe
neno (opMupyercs He MO3AHEE MATH PAabOYMX JTHEH cOo JTHS 3aKJIIOYSHHS TPYJOBOTO JOTOBOpA U
TOJIBKO IOCJIE IOJyYEHUsI OT pabOTHHKA COTJlacusi Ha 00pabOTKy €ro NepCoOHaIbHBIX JaHHBIX.
2.2. Ilpu nocrymniueHuu Ha paboTy pabOTHHUK MIPETOCTABIIAET (U HAIUYKH):

® TACIOPT WJIM HHOH IOKYMEHT, YAOCTOBEPSIOMINN IMIHOCTB;

e aproOHorpaduio;

e 3agBJICHHE O MpUEMe Ha paboTy;

® JOKYMEHT, KOTOPBIH TOATBEPKIACT PETUCTPALMI0O B CHCTEME HHIMBHIYAIBHOTO
MEepCOHU(ULIMPOBAHHOIO YydeTa, B TOM uHcia€ B (OpPME DIIEKTPOHHOTO JIOKYMEHTa,
00 CTPaxOBO€ CBHJIETENBCTBO TOCYJAPCTBEHHOTO IEHCHOHHOTO CTPAaxXOBaHMS, 3a
HCKJTIOYEHHEM CITy4daeB, KOTJla TPYI0BOM TOTOBOP 3aKIIOYAETCs BIIEPBHIE;
UACHTU(DUKAIIMOHHBI HOMEP HAJIOTOTUIATENbIINKA,
JOKYMEHT BOMHCKOTO y4yeTa (/17151 BOGHHOOOS3aHHbIX JIMII);
JOKYMEHT 00 0Opa3oBaHuH;
aTTeCTAIIMOHHBIN JIHCT;
CIPaBKy O HAIMYMHU (OTCYTCTBUU) CYIUMOCTH U (WIH) (paKTa yroJIOBHOTO MPECIICIOBAHMS;
TPYAOBYIO KHIKKY M (WMJIM) CBEICHHSI O TPYAOBOM NEATEIBHOCTH, KPOME CIy4aeB, KOTAa
pabOTHUK MPUHUMAETCS HA pabOTy BIIEPBbIC MM HA YCIOBUSAX COBMECTUTENBCTBA;

® MEIUIMHCKYIO KHUXKKY;

® CBHUJETEIBCTBO O Opake;

®  CBHJICTEJIBCTBO O POXKICHHUH JETEH.
2.3. 10Y odopmisier:

e [IpHUKa3 0 MpueMe Ha paboTy (0 MepeMeIleHn Ha Jpyrue JOHKHOCTH);

e TPYIOBOM JJOTOBOP B JIBYX IK3EMILISpAx;

® JIOJDKHOCTHYIO HHCTPYKIIHIO.
2.4. Ilepeuunoe oopMIICHHE JIMYHOTO JIeJIa MPEyCMaTPUBACT:
a) IPUCBOCHUE JIMYHOMY JIe]Ty HOMEpa COTJIACHO KypHATY ydeTa JUUHbIX e (mputoxerue Ne 1);
0) mpoctaBiieHne Ha 00JI0KKE JIMYHOTO Jena (mpuioxkeHue Ne 2) creayronmx peKBU3UTOB: HHICKC
nena (B cooTBeTcTBUU ¢ HOMeHKIaTypoil aen JI0VY); nonHoe naumenosanue JJOY; Homep TUYHOTO
nena; ¢haMuius UMs OTYECTBO PaOOTHHKA B MMEHUTEIBHOM MaJeXke; JaThl — rOJl Hadajga W roj
OKOHYAHUS BEACHUS JIeNIa; KOJIMYECTBO JIUCTOB; CPOK XPAHEHUS;
B) IOMEIIEHNE JOKYMEHTOB, MOJUICKAIINX XPAaHEHUIO B COCTABE JIMYHBIX JIE]I, B XPOHOJIOTUYECKOM
MOPSIIIKE:

® BHYTPCHHSS OMKCH JOKYMEHTOB Jiena (mpuioxkenue Ne 3);

® JIMCT C OTMETKaMHU 00 03HAKOMJIEHUH pabOTHHKA C MEPCOHAIBHBIMU JaHHBIMU U3 JINYHOTO

nena (npunoxenune Ne 4);
® JIMCT C OTMETKAMHU O pe3yJlbTaTaX €XEeroJHOi IPOBEPKH COCTOSHUS JUYHOTO Jerna
(mpusnoxenue Ne 5);

e TPYIOBOH AOTOBOD;

e  XapaKTepUCTHKH U PEKOMEHJATeIbHbIE HNChMA;
2.5. JIucThl TOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE JIENI0, MOJIekKaT HyMepaluu.
2.6. JlokyMeHThl TOMEIIAIOTCS B HanKy-cKopociuBarenb. Ilpu yBonbHEHUM pabOTHHKA JEINO0
MPOIIKMBAETCS HUTKAMH U CIAeTCS B ApPXMB.
2.7. BHyTpeHH:s ONUCh JOKYMEHTOB, HMEIOIINXCS B JIMYHOM JIeJe, JOJDKHA COJIep KaTh CBEACHUS O
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MOPSIIKOBBIX HOMEpaX, HAUMEHOBAHUSX JTOKYMEHTOB JI€J1a, KOJMYECTBE JINCTOB, JaTax BKIIOUEHUS
JOKYMEHTOB B JINYHOE JEJO0 U U3bATUSA U3 JeNla, a TAaKKEe KEM HU3BbAT JOKYMEHT U 10 Kakoi
IIPUYMHE.
2.8. BHYTpeHHsIsI ONUCH COCTABIIAETCS HAa OTAEIBHOM JIUCTE IO YCTaHOBJIEHHOH (opme. JIMCTHI
BHYTPEHHEH ONKUCH HYMEPYIOTCS OTAEIBHO.
2.9. Ilpn moAroToBKe JIMYHBIX A€ K Iepejaue Ha XpaHEHHE K BHYTPEHHEW ONMCHU COCTaBIISIETCS
WTOTOBAas 3aIKCh, B KOTOPOH yKa3bIBaeTCs MU(PpPaMU U MPOIHUCHI0 KOJTHMYECTBO BKIIOUYEHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIEA.

3. Benenne JTUYHBIX /1eJ1 pa0OTHUKOB

3.1. JIuuHOe nerno BeaeTcs B TeUSHHE BCETo nepuoa padoTsl pabotHuka J10Y.
3.2. Benenue nu4HOrO nena paOOTHUKA TMPETyCMATPUBACT TOMEIICHHE B JIEJIO JTOKYMEHTOB,
oOpasyromuxcsi B Tmpolecce paboyeil AESITENIbHOCTH W HMEIOIIMX 3HAUYE€HHUE [UISl TPYAOBBIX
OTHOIIICHUH:

e JIOIIOJIHEHHE K JIMYHOMY JIUCTKY II0 YYETY KaJpOB;

e  JIONOJIHUTEIBHBIE COTIIALIEHUs K TPYAOBOMY JOTOBODY;

o OT3bIBHI TOJIDKHOCTHBIX JIUIL O pa6OTHI/IK€;

° KOIITNn )IOKYMQHTOB O MMOBBIINICHUN KBaJ'H/I(i)I/IKaHI/II/I;

e KOMHH CePTU(PHUKATOB, [PAMOT;

° HHBIC )IOKYMeHTI)I.
3.3. B nmmuHBIe Aena HE TIOMENIAIOTCS JIOKYMEHTHI, HMEIONUE BTOPOCTEIICHHOE 3HAUYCHUE. Takue
JOKYMEHTBI XpaHsATcs B oTaeabHOM neite Ne 03-07 «J/lokyMeHTBI, He BOIIE/IINE B COCTAB JTMYHBIX
e,
3.4.Pab0OTHUK 3HAKOMHTCS C JUYHBIM JIEJIOM B T€UCHHE TpeX pabOUYMX JHEW C JaThl MOJTYYCHHS
OTBETCTBEHHBIM 3a BEJICHUE JEJ 3asBJICHUS C Mpoch0oil 00 o3HakomiieHuu. OO 3TOM JenaeTcs
OTMETKA B JINCTE O3HAKOMJICHHUSI PAaOOTHUKA C TUYHBIM JIETIOM.
3.5. O3HaKOMJICHHUE C JICTIOM MPOUCXOIUT UCKITIOUNTEIHLHO B KAOMHETE OTBETCTBEHHOTO 32 BEJICHUE
JIeJT ¥ B €70 TIPUCYTCTBUU. 3alpeIiaeTcs BHIHOC JIela U3 KaOMHeTa.
3.6. Bblmaua Komui JOKYMEHTOB W3 JIMYHOTO Jiela MPOU3BOJUTCA IO JIMYHOMY 3asIBICHHIO
paboOTHMKAa W C pa3penieHus 3aBeaymero. Komuu TOKYMEHTOB OJDKHBI OBITh 3aBEPEHBI M
MPEAO0CTaBJICHBI PAOOTHUKY B TEYCHUE TPEX AHEH CO JTHS MOJAYU 3asBIICHUS.
3.7. W3bATHE  OTHOENBHBIX  JOKYMEHTOB  HM3  JUYHOTO  Jejia  IPOU3BOAMTCS  C
paspemenus 3aBeayromero JIOY ¢ odopmieHueM COOTBETCTBYIOMIEH 3amucu B Tpade
«IIpumeuanue» BHyTpeHHEH ommcH. [Ipy BpeMEHHOM HM3BATHU JOKYMEHTA Ha €ro MecTo (MEeXITy
JUCTaMHU COCEIHUX JOKYMEHTOB) BKJIAIBIBACTCS CIIPaBKa-3aMECTHTENIb C YKa3aHHEM JaThl H
MIPUYMH U3BSATUS C TOJAMUCKHIO JIMIIA, BBIIABIIETO JOKYMEHT, M MOANUCHIO JIMIA, TIOTYYHBIIETO €ro
BO BPEMEHHOE I10JIb30BaHUE.
3.8. B menax obOecrneueHuss KOHTPOJIS 32 COXPAHHOCTHIO U AKTYallbHOCTBHIO JIMYHBIX M€l B
00pa3zoBaTeIbHON OpraHU3aIMK €KETOHO MPOU3BOIUTCS IIPOBEPKA MX HATUYHS M COCTOSHUS.
3.9. Exxeroinyto mpoBepKy COCTOSIHUSI JIMYHBIX A€ Ha MPEeAMET COXPAaHHOCTU BKIIFOUEHHBIX B HETO
JOKYMEHTOB MPOBOJIUT CIEIUAIBHO co3JaHHas koMuccus. O MpoBEACHHBIX MPOBEPKAxX JENaeTcs
OTMETKAa B JIUCTE€ O pe3yibTaTax €XeroJHOW MPOBEPKHU COCTOSHUS M HATUYMS JIUYHOTO Jena
(mpusnoxenrie Ne 5) W cOCTaBisieTCsl akT. Pe3ynbTaThl MPOBEPKH JHMUYHBIX T B 00A3aTEIHHOM
NopsiAKe JoBOATCA 110 3aBeaytoiero JJOVY.

4. XpaHeHHe H Y4YeT JJUYHBIX JieJ] pA0OTHUKOB

4.1 XpaHeHHe W y4eT JUYHBIX Jien paboTHUKOB JIOY OpraHu3yroTCs ¢ LENbI0 OBICTPOTO MOMCKA
JIMYHBIX JIe]I, 00ECTICUeHHsI UX COXPAHHOCTH U KOH(MUICHIIMAIBLHOCTH CBEIACHUH, COJIEPKAIIUXCS B
JOKYMEHTaX JIMYHBIX JIeJI, OT HECAHKITHOHUPOBAHHOTO JIOCTYTIA.

4.2. Jluunbie nena pabOOTHHUKOB XPAHATCS Y OTBETCTBEHHOTO 3a BEJICHHE JIE B CICIUATLHOM
METaJTUYECKOM ceiide.

4.3. JlocTyn K JIMYHBIM JejiaM pPaOOTHUKOB HMMEIOT TOJBKO OTBETCTBCHHBIM 3a BEICHHE JIE
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u 3apenyromuii JIOY nmubo ero 3aMecTuTeNM py UCTIOJTHEHUH 00s13aHHOCTel 3aBenyromiero JJOY.
4.4. Cucremaru3anus JIMYHBIX /1€ paOOTHUKOB MPOU3BOJUTCS B aJI()aBUTHOM TOPSIKE.
5. OdopmieHnne JINYHBIX e/l pA0OTHUKOB Iepe] caayveil B apXuB

5.1. OdopmiteHne JIMYHBIX JEI JJIs TIepeadd B apXUB MPOU3BOIUTCS OTBETCTBEHHBIM 32 BEIICHUE
nen. DTa mpoueaypa BKII0YaeT:

e IOJIIMBKY (TIEpeIuieT) Aena;

e COCTaBJICHHE JIUCTa-3aBepuTess (mpuioxenue Ne7);

5.2. Jluct — 3aBepuTenb Jena JOJDKEH IMOJIMKCATh €ro COCTaBHTENb, INPH 3TOM JICIAeTCS
pacmudpoBKa JOJDKHOCTH W TIOANMCH, TPOCTAaBIseTCS Jara. B mporecce WCHOIb30BaHUSA
apXWBHBIX JIOKYMEHTOB B JICTE-3aBEPUTEIIC JICTAIOTCSI COOTBETCTBYIONINE OTMETKH.

Ecmu neno moammro 6e3 JMcTa-3aBepUTENs, TO €ro CIeAyeT HAKIEUTh Ha BHYTPEHHIOID CTOPOHY
00JI0KKH Jena.

5.3. C uenbto o0ecrieueHus: COXpaHHOCTH JIMYHBIX Je]l PEKOMEHTyeTCs:

e O00BENMHATHh MHAMBHUAYaAJIbHbIE JIMYHBIE J€Ja YBOJICHHBIX PAOOTHUKOB B OJHY OOJOXKKY
(oOBeIMHEHHOE [1eNI0) ¢ TaKUM pacueToM, 4ToObl 00beM Jnena (Toma) He mpesbiman 250
JIUCTOB (HYTeM CIOMBKU MAaTCpraJIOB HHANBUAYAJIBHBIX JCII ITO IroJjaM YBOJ'II)HGHI/ISI);

e CHaOXaTh KaxJ0€ OOBEIWHEHHOE MeNI0 (TOM) BHYTPEHHEH OIMMCHIO C TMEPEUUCICHHEM
dbamuinii, ©UMEH M OTYECTB M YKa3aHMEM HOMEpPOB CTpaHHUIl, B IMpejaeraax KOTOPBIX
PacIioI0KEHBI COOTBETCTBYIONINE TOKYMEHTHI.

5.4. [lepenaya TUYHBIX A€ B apXHUB OCYIIECTBISIETCS HE TIO3[JHEE TPEX JIET MOCIIE 3aBEPIICHHS UX B
JIETIOTIPOU3BOICTBE B COOTBETCTBUH € TpadukoM. [IpeBapuTeIbHO OTBETCTBEHHBIM 33 BEJCHUE JIET
IMPOBEPACTCA IOJHOTA W MPABUJIBHOCTE NOATOTOBKH JIMYHBIX ACI K IEpeaaqc. Brigasiennrnie npu
MIPOBEPKE HENOCTAaTKU YCTPAHSIOTCS OTBETCTBEHHBIM 3a BeneHue gen. llepemaua u mpuem
MIPOU3BOJIATCS MO OTHMCH C IPOCTAHOBKOW OTMETOK O HaJIMUUU JIMYHBIX JIEI.

6. OTBETCTBEHHOCTH padoToaaTessi U pa0OTHUKA

6.1. PaboTHukm 0Opa3oBaTeIbHON OpraHu3aIii 00s13aHbI CBOEBPEMEHHO IMPECTABIATh CBEICHHS
00 M3MEHEHNHU CBOMX NEPCOHABHBIX JaHHBIX, BKIIIOYEHHBIX B COCTaB JIMYHOTO JIeNa.
6.2. OTBEeTCTBCHHBIM 3a BeACHUE Jel pPaObOTHUKOB HECET JUCHHMIUIMHAPHYID W HWHYIO
OTBETCTBEHHOCTh 3a pasrjiallieHhe KOH(MUICHIMATbHBIX CBEIACHMM, COJEPIKALIUXCA B JIMYHBIX
JieNiax, U 3a MHbIe HApYIICHUS MOPSAKA BEJACHUS JIUYHBIX JICI.

7. IlIpaBa padoToaare/isi 1 paOOTHHKA

7.1. Pabotarku OY UMEIOT IIpaBo:
e TOJy4YaTh MOJHYIO HHPOpMaLKI0 00 06paboTKe CBOMX MEPCOHAIBHBIX JAHHBIX;
e TOJYyYaTh JOCTYH K CBOMM IE€PCOHATIBHBIM JaHHBIM;
e MOJYyYaTh KOMUU JOKYMEHTOB, XPAHSIIUXCS B JTMUYHOM JIEIIE;
e TpebOBaTh HUCKIIOYEHUS WM UCHPABICHUS HEBEPHBIX M HEMOJHBIX (MCKAKEHHBIX) CBOUX
MePCOHATBHBIX JAHHBIX.
7.2. PaboTomaTenps KMEET IIPaBo:
e 00pabaThiBaTh MEPCOHANbHBIE JaHHBIE PAOOTHHKOB, B TOM YHCJIE€ W Ha DSJIEKTPOHHBIX
HOCUTEJNSX;
e 3ampamuBaTh OT PAOOTHUKOB MHGPOPMAIUIO, HEOOXOAUMYIO JUIsl BEACHUS JTUYHBIX TN U
00pabOTKM NePCOHANBHBIX JaHHBIX.
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