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1.2, Jluveoe neno paloTHWKA — COBOKYIHOCTh NOKYMEHTOB TEPCOHATLHOTO YueTa,

COUCP/AKAIHUX CBC/ICHHS O pll60THI/IKL’ H Cro TPYJIOBOH ACATCILHOCTH.

1.3. Honoxenne paspaGorano B coorsercrsun ¢ TK, ®degepaibHEIM 3aKOHOM OT

27.07.2006 Ne 152 «O nepcoOHaTBHBIX JaHHbIXY, MeTo/MYecKuMH pexoveraumsivu Pocapxisa,

Yxaszom Ilpesunenta ot 30.05.2005 Ne 609 «O6 yrsepkuaenun [100KeHHs 0 TIePCOHATBHBIX
AQHHBIX FOCYHAPCTBEHHOIO Ciyukaiero Poceuiickoit Deaepannm u BeleHnH €ro THUHOTO Jenan,

KOJUICKTHBHBIM Z10roBopoM 1 ¥Yetasom JJOV.

i 2. DOPMHPOBAHNE JITUHBIX JIe/I paGOTHHKOB

2.1, q)O[)MHpOBuHHC JMYHOTO Jiena pa6U'I'HHK'd [IPOUBBOAHTCSA HC ITO3IHEE 1I8TH pa60tmx

AHEI CO JHS 3AKTIOYMEHHs TPYAOBOTO JOroBOPA H TOJNBKO TOC/]E MOJIYYEHHsS OT

\ cornacust Ha 06paboTKy €ro NMepCoHabHBIX JTAHHbIX,
2.2. Ilpu moctynnenuu Ha paGoty paboTHUK TPEIOCTABISET (IIPH HANMUMH):
_ — NACHOPT WIIK HHOM JIOKYMEHT, YIOCTOBEPSIONHH IHIHOCTE;
- — aTobnorpadmio;
~ 3asBICHNE O MpHeMe Ha paboTy;
— CTPAXOBOE CBHMCTENIBCTBO IEHCHOHHOIO CTPAXOBAHUS,
— WICHTHOUKAIIHOHHBIA HOMEP HANOTOTIIATE ILIIHKA;
— NOKYMEHT BOMHCKOI0 yuera (JUIsi BOSHHOOOS3aHHBIX JHI);
— JIOKYMeHT 00 00pa3oBaHu;
— ATTeCTALMOHHbIN JIHCT (BRITHCKY U3 NIPHKA3a 00 aTTeCTALHHN);
~CHPABKY O HAQINYMK  (OTCYTCTBMH) CyHMMOCTH M (M) (axrta
Tpecrie/loBanus;
~ TPYAOBYIO KHHKKY;
— MEAMUMHCKYIO KHHIKKY:
~ CBUAETENBCTBO 0 Opaxe:
— CBHIETEIBLCTBO O POKACHHH JICTCH.
2.3. Paboromaresns odopmiseT:
— TMYHY10 KapTouky Ne T-2;
— HPHKA3 O 1pueMe Ha paboTy (0 NepeMeIeHHH Ha IPYTHE JIOTKHOCTH);
— TPYZIOBOH JIOTOBOP B ABYX 9K3EMILISPAX;
~ JOJDKHOCTHYIO HHCTPYKIIHIO.
2.4. Hepsuanoe 0QopMIICHHE JINTHOTO A€/d [IPENLYCMATPHBAET:
a) IPHCBOCHHE JINYHOMY JIeJTy HOMEpA COrTACHO JKyPHAY Y4eTa THYHBIX JIe
0) npocrasiieHne Ha 0610KKE JIMYHOIO JleNa CASAYIONINX PEKBH3ATOR:

paboTHHKa

YIOJIOBHOTO




UHJIEKC Jiena (B COOTBETCTBUM ¢ HOMEHKJIATypol 1en JleTckoro cazia ); MojIHO€ HauMEHOBAaHUE
Jlerckoro cajga; HOMEp JMYHOTO Jena; GaMHUIIUs UM OTYECTBO PaOOTHHUKA; AaThl — IO/ Havaja u
roJl OKOHYaHMS BEICHHUS J€J1a; KOJIMYECTBO JUCTOB; IPUMEYAHUE |

B) IIOMEIIEHUE JOKYMEHTOB, IOJUIEKAIIMX XPAHEHUIO B COCTAaBE JIMYHBIX JI€l, B
XPOHOJIOTUYECKOM MOPSAIKE:

— BHYTPEHHSIS OIIUCH IOKYMEHTOB JIE€JIa;

— JIUCT € OTMETKaMH 00 03HAKOMJIEHUH paOOTHUKA C IMYHBIM JEJIOM;

— JINYHBIN JIUCTOK IO YYETY KaJIpoB,;

- aHKETa;

— aBrobmorpadus;

— 3as1BJIGHUE O TpHeMe Ha padorTy;

— BBIIIMCKA U3 IIpHKa3a O IpueMe Ha padorTy;

— JIOJDKHOCTHAsL HHCTPYKLUS;

— TPYZOBOM IOTOBOD;

- CIIpaBKa O HAJIMYUU (OTCYTCTBUU) CYAUMOCTH;

— JIOTOBOp O IOJIHOW MaTepUanbHOM OTBETCTBEHHOCTH (€ciu pabOTHUK — MaTepHUaIbHO
OTBETCTBEHHOE JIUIIO);

— corjacue Ha 00pabOTKy MEePCOHAIBHBIX TaHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEILIEHHBIX B JIMYHOE €10, TOJIekKAT HyMEpPaLlUH.

2.6. JIokyMeHTBI IOMELIAl0TCs B ManKy-ckopocimuBaTensb. [Ipu yBonpHEHMH paboOTHHKA
IIPOLIMBAIOTCS HUTKAMU U CAIOTCS B apXUB.

2.7. BHyTpeHHss ONUCh JOKYMEHTOB, UMEIOUIUXCSA B JIMYHOM J€J€, JOJDKHA COAEpXKAaTh
CBEICHMSI O TOPSIKOBBIX HOMEpPAX, HAUMEHOBAHUAX JIOKYMEHTOB Ji€jla, KOJUYECTBE JIUCTOB,
JlaTax BKJIFOYEHUS JOKYMEHTOB B JINUHOE JIEJIO U U3BATHS U3 A€JIa, a TAKKE KEM U3bAT JOKYMEHT
Y 110 KaKOW ITPUYMHE.

2.8. BHyTpeHHss ONUCh COCTABISIETCS HA OTIEJILHOM JIUCTE 10 YCTAaHOBJIEHHOM (opme.
JIucThl BHYTPEHHEN OMUCH HYMEPYIOTCS OTAEIIBHO.

2.9. Ilpn noaroroBke JWYHBIX €N K IEpelade Ha XPaHEHUWE K BHYTPEHHEH OIMCH
COCTaBJISIETCSl UTOrOBasi 3alliCh, B KOTOPOH yKa3bplBaeTcd LU(paMu U MPOIMHUCHIO KOJIUYECTBO
BKJIIOUEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JINCTOB JIENa.

3. Benenue TUUHBIX /1€ paOOTHUKOB

3.1. JlnuHOe nmeno BeAeTCs B TEUEHHE BCEro MNepuojia paboThl KaXIOTO Ieaarora u
corpynnuka JIOY .

3.2. JlanbHeliiee BeeHUE JMYHOTO Jiena pabOTHHKA MpeaycMaTpuBaeT MOMEIICHHE B
JIeNI0 JIOKYMEHTOB, 00pa3yloluxcsi B mpoliecce pabodel NesTeIbHOCTH M UMEIOIUX 3HaYCHHe
JUTSL TPYJIOBBIX OTHOIICHHHA:

— JIOTIOJIHEHHE K JMYHOMY JIMCTKY I10 Y4ETy KaJpOB;

— JIOTIOJTHUTEINILHBIE COTTIAIIEHHS K TPYZAOBOMY JIOTOBOPY;

— KOIIUY MPHUKA30B 110 JTUYHOMY COCTaBY, KOTOpbIE KacatoTcs paOOTHHUKA,;

— KOITMHU IOKyMEHTOB O MTOBBIIIICHUH KBATN(UKAIIH;

— JIUCT — 3aBEpPUTENb JieNa (COCTABISAIOT MPH cJaue JIMYHOTO JIeNIa B apXHB);

— WHBIE IOKYMEHTHI.

3.3. B nuuHble Aena He MOMENAITCs JOKYMEHThI, MMEIOIIe BTOPOCTENIEHHOE 3HAUeHUE
U CpoK xpaHeHHss MeHee 10 yieT BKIOUMTENBbHO. Takwe NOKYMEHTHI XPaHSATCS B OTACITHHOM
Hapade «/[okymenmol, He gouteouiue 8 COCMas TUYHbLIX 0ely.

3.4. B konye kanenoaprozo 2o0a u e nozonee 30 dexabps Bce paboTHHKY JleTckoro cama
IPOXOAAT O3HAKOMJIEHHWE C JIMYHbIMH Jenamud. OO 3ToM jenaercss OTMETKa B JIMCTE
03HAKOMJICHHUSI PA0OOTHHKA C JINYHBIM JIEIIOM.

3.5. O3HaKOMIIEHHE C JAETIOM IPOUCXOIUT UCKIIOUUTENBHO 8 Kabuneme 3a6edyrouezo U B
€ro MPUCYTCTBUH. 3alperiaeTcsi BRIHOC Jiejia U3 KaOnHeTa.
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3.6. Bblgaua Komuii JOKYMEHTOB M3 JIMYHOIO Je€jla IPOU3BOAUTCA IO JIMYHOMY
3asBJICHHI0O PabOTHHWKAa W C pa3pemieHHs 3aBeayromero. Komuu JTOKyMEHTOB JOJKHBI OBITh
3aBCPCHBI U ITPEAOCTABJICHBI pa6OTHI/IKy B TCUCHHUC TPCX HHGI\/JI CO AHA IMoga4u 3asiBJICHUS.

3.7. U3bsiTHE OTHENBHBIX JHOKYMEHTOB M3 JIMYHOTO JIeNia TPOM3BOIUTCS C Pa3pelICHUs
3aBenytomiero JIOY ¢ odopmienueM cooTBercTByMOmeH 3amucu B rpade «lIpumedanuer
BHyTpeHHEH omucH. [Ipy BpeMEHHOM H3BATHU JOKYMEHTa Ha €ro Mecrto (MeXIy JIHCTaMu
COCETHUX JIOKYMEHTOB) BKJIAJILIBACTCS CIPAaBKa-3aMECTHTENh C YKa3aHHEM JaThl U MPUYUH
U3BSATHS C TOJAINUCHIO JIUIA, BBIJABIIEIO JTOKYMEHT, U IMOJAINUCHIO JIUIA, MOJIYYUBIIETO €r0 BO
BpPEMEHHOE T0JIb30BaHNUE.

3.8. B memnsax obecnieueHusi KOHTPOJIS 32 COXPAHHOCTBIO M aKTyallbHOCTBIO JIMYHBIX JCT B
HOVY exeronno (He mo3aHee | kBapranma rojaa, CIEIyIOIIETO 3a OTYETHBIM) MPOU3BOJUTCA
NPOBEPKA UX HAINYHS U COCTOSTHHSL.

3.9. ExeroaHyrw MNpOBEPKY COCTOSHHS JIMYHBIX JIeJ Ha MpPeIMET COXPaHHOCTHU
BKITIOYCHHBIX B HETO JOKYMEHTOB IPOBOJIUT CIICIUATBHO CO3/JaHHast Komuccusi. O MPOBEICHHBIX
MPOBEPKax JEJIaeTCs OTMETKA B JIMCTE O PEe3yNbTarax eXeroJHON MPOBEPKU COCTOSIHHUS U
HAJIMYMS JIMYHOTO JieJla M COCTaBISCTCS aKT. Pe3yiabTaThl NPOBEPKU JIMYHBIX JIed B
00s13aTeIbHOM MOPSAKE TOBOASATCS /10 3aBenyromero Jlerckoro cana.

4. XpaHeHHE U yUET JIMYHBIX JIeT paOOTHUKOB

4.1 XpaHeHue U y4yeT JUYHBIX JeJ menaroroB u cotpyanukoB 1OV opranusyrorcs c
[EJIbI0 OBICTPOTO IMOUCKA JIMYHBIX JIeJ, 00CCIICUCHHSI UX COXPAHHOCTH U KOH(HICHIIMATLHOCTH
CBEICHHI, COJIepKaIINXCS B JOKYMEHTAX JTUYHBIX JIe]l, OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

4.2. Jlnuynbie nena paOOTHUKOB, JOJKHOCTHBIC MHCTPYKIIMU XPAHATCSA Y 3aBEIYIOIIETO
JOYV.

4.3. TpynoBbIe KHUKKH XPAHITCS OTIEIBHO Y 3aBeaytomero /JOV.

4.4. JlocTyn K TMYHBIM JieJiaM paOOTHHKOB UMEIOT TOJIbKO 3aBeaytomiuii JOV.
00 UCTIONHSIONMIMN 00s13aHHOCTH TIPH UCTIOJTHEHUU 00s3aHHOCTEeH 3aBeaytomiero JJ0Y.

4.5. Cucremaruzaiys JTUYHBIX JIe] paOOTHHUKOB MPOU3BOAUTCS B aIpaBUTHOM MOPSIKE.

5. Opopmienne TUYHBIX Jes paOOTHUKOB Mepe]] caueii B apXuB.

5.1. Odopmnenue JIUYHBIX nen TUISt nepenadu B apXuB.
Orta npoueaypa BKIOYaeT:

— MOJIIMBKY (NIEPEeTIeT) Jea;

— YTOYHEHHUE HyMepaliy JUCTOB JeNa;

— COCTaBJICHUE JINCTa-3aBEPUTEIS

— cocTaBJieHHe (YTOYHEHUE) BHYTPEHHEH OIUCH;

— BHECEHHE YTOUHEHUI B PEKBU3UTHI JIMIICBON OOJIOKKH JIeTIa.

5.2. JIuct — 3aBepuTeNb JleNa JOKEH MOANUCATh €r0 COCTAaBUTENb, MPU 3TOM JIENIaeTCs
pacmmdpoBKa IODKHOCTH W TOIIKCH, NPOCTaBIsieTCss Jara. B mporecce HMCIONIb30BaHUS
apXUBHBIX JJOKYMEHTOB B JIMCTE-3aBEPUTEIIE I€TA0TCS COOTBETCTBYIOLINE OTMETKH.

Ecnu neno mommmro Ge3 ImcTa-3aBepUTENs, TO €T0 CIEAYeT HaKJIEUTh Ha BHYTPEHHIOIO
CTOPOHY OOJIOKKH Jena.

5.3. C uenbio obecrieyeHrs COXPaHHOCTH JIMYHBIX JIeT PEKOMEHAYETCS:

— 00BeAMHATH UHIUBUAYaJIbHbIE INYHBIE JIEJIa YBOJIEHHBIX COTPYIHHKOB B OJIHY OOJ0XKKY
(0ObeIMHEHHOE JIETI0) C TAKUM pacueToM, 4ToObl 00beM jena (ToMa) He mpeBbliman 250 TucToB
(myTeM CIIMBKM MaTepHalioB MHAMBUIYATbHBIX A€ 110 r0JlaM YBOJIbHEHHUS);

— cHa0XaTh KaxkJ0€ 00bEeIMHEHHOE /1eJ0 (TOM) BHYTPEHHEH OMUCHIO C MepedyHrCcIeHUEM
(bamMuuii, UMEH ¥ OTYECTB M YKa3aHHEM HOMEpPOB CTPAHMUII, B MpeJiesiaX KOTOPHIX PACIOIOKEHbI
COOTBETCTBYIOIIHE TOKYMEHTHI.

5.4. Tlepenaya JMUYHBIX J1€]1 B apXUB OCYILIECTBISETCS HE IMO3JHEE TpeX JET Iocie
3aBEpIICHUsI WX B JICJIONPOHM3BOJICTBE B COOTBETCTBUM ¢ rpadukoMm. [IpenBapurenpHO
3aBEYIOLUIMM MPOBEPsETCs MOJHOTAa M MPAaBUIBHOCTh MOATOTOBKM JIMYHBIX JeNl K Iepeaadye.



BrisiBnenHble mpu MpPOBEpPKE HEIOCTAaTKU YCTpaHsoTcs 3aBeayromuM. llepenaya u mpuem
MIPOM3BOIATCS IO OMKCH C TPOCTAHOBKOM OTMETOK O HAJIMYWU JTMYHBIX JIETI.

5.5. JInunbpie nena paOOTHUKOB, 3aKOHYEHHBIC JEIOMPOU3BOACTBOM 10 | stHBaps 2003
roaa, xpauarcs 75 ner, nocine 1 suBapss 2003 roma — 50 ner. Jluunble nena 3aBeayrOILIETO
JeTckoro cajja UMEIOT MOCTOSTHHBIN CPOK XpaHEHUSI.

6. OTBETCTBEHHOCTDH paboToaTesns U pabOTHUKA
6.1. Ilegaroru u corpyauuku JJOY 00s13aHBI CBOEBPEMEHHO MPECTABIATh CBEICHUS 00
W3MEHEHUU CBOUX MEPCOHAIBHBIX JAHHBIX, BKJIIFOUEHHBIX B COCTAB JIMYHOTO JIeTa.
6.2. PaGoromarenp o0ecIieynBacT:
— COXPAaHHOCTH JIUYHBIX JIe]T PAOOTHUKOB;
— KOH(DHICHIIMAIbHOCTD CBEJICHUH, COIEPKAIIMXCS B JIMYHBIX JIeJaX paOOTHUKOB.

7. IIpaBa paboronarens u paOOTHHKA
7.1. Ilenaroru u corpyanuku JIOY nmeror npaso:
— IOJTy4aTh MOJHYI0 HH(OpMaIKI0 06 00paboTKe CBOMX MEPCOHATBHBIX JAHHBIX;
— MOJIy4aTh JIOCTYII K CBOMM IIEPCOHAIBHBIM JIaHHBIM;
— MOJTy4YaTh KOMMH JOKYMEHTOB, XPAHSIIUXCS B TUYHOM JIETIE;
— TpeboBaTh MCKIIOYCHUS WJIM HUCIPABICHUS HEBEPHBIX W HEMOJHBIX (MCKaXCHHBIX) CBOMX
MEPCOHAIBHBIX JaHHBIX.
7.2. PaboTonaTenb UMEET MPaBO:
— o0pabaTbiBaTh NEpCOHAIbHBIE TaHHbIE PAOOTHUKOB, B TOM YHWCIE€ W Ha AJIEKTPOHHBIX
HOCHUTEIISIX;
— 3ampairBarth OT PaOOTHUKOB WHGOpPMAIMIO, HEOOXOJUMYIO JUIsl BEACHUS JUYHBIX Tl U
00pabOTKH EPCOHATBHBIX JAHHBIX.
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