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0 NOPSUIKE BEACHHS JTHUHBIX /161 PaboTHHKOB MyHHIHNAALHOTO GI0/KETHOTO
JIOMKOALHOT0 00pazoBaTeabHOTo yupexienusn «/lercknii can Ne 12 «byparuno»
obmepassusaomero suia» r. Hypaar Peenybinkn Taraperan

1. Obmme nojomenns

1.1. Hacrosimee nojokeHHe ONpPEACseT NMOPAJIOK BEACHHS JIHYHBIX e/l 1e1aroros H
COTPYAHUKOB B MYHHIMIAILHOM OIO/UKCTHOM JOLIKOJIBHOM 00pasoBaTe/IbHOM YUPEKICHHH
«Jlerckuit can No 12 «byparuno» obiuepassusaioniero suaa» r. Hypaar Pecnybanku Taraperan
(nanee — YupexaeHue).

1.2. Jluuhoe jaen0 pabOTHHKA — COBOKYNHOCTL JIOKYMEHTOB [I@PCOHAIBHOIO y4era,
COJICPKAIINX CBEACHHS O PaDOTHHKE U Cro TPY/I0BOH JCATCILHOCTH.

1.3. Ilonoxkenue paspaborano B cOOTBETCTBHH ¢ TpyaoBhiM Kojekcom, DenepanbHbim
zakonoM o1 27.07.2006 Ne 152 «O nepcoHaIbHbIX JIaHHBIX», MeTOAHYCCKIMH PEKOMEHIalHAMH
Pocapxupa, Yxasom [lpesuaenta or 30.05.2005 Ne 609 «O6 yrsepxacnun [lonomenus o
[EPCOHATBHBIX JAHHBIX TOCYIAPCTBEHHOrO ¢yxauero Poccuiickoi Mejiepailiit 1 BEACHHH Cro
JWYHOTO JIeNay, KOJIEKTHBHBIM JIOFOBOPOM M YCTABOM Y YpCiK/ICHHS,

2. MopmupoBaHHe JHYHBIX e Pal0THHKOB

2.1. MopmupoBale AHYHOrO jea pabOTHHKA MPOU3BOMTCS 3ABCAYIOUHM Y 4pek ieHus
HE TOo3/Hee NATH pabounX AHel O JHS 3aKIIOUYCHHS TPYAOBOrO JIOIOBOpPa M TOJILKO HOCIC
110JYYeHHs 0T pabOTHHKA COIacHs Ha 00paboTKy €ro NEPCOHANLHBIX TAHHBIX.

2.2. Ilpu noctymienuy Ha paboTy COTPYHMK NpEaocTaBser (NpH HATHYHH):

—  [ACMOPT MM HHOH JOKYMEHT, YA0CTOBEPAIOUIHH JIHYHOCTD,

— asroOuorpaduio;

—  3asBlicHHE O npueme Ha padboTy:

—  CTPaxOBOE CBHICTEILCTBO IEHCHOHHOIO CTPAXOBAHHSE,

~  WJICHTHQHKAIMOHHBIH HOMEDP HANOTONIATeLIIHKA;

—  JIOKYMEHT BOMHCKOIO y4era (/151 BOCHHOOOs3aHHBIX JIHIL);

~  JoxyMenT 06 00pasoBaHuK;

—  arTecTalMOHHbIN THCT:

~  CHPAaBKY O HaaHuuu (OTCYTCTBHH) CYIAWMOCTH M (HiH) (hakra yYroJoBHOIO
pecne0BaHus;

—  TPYAOBYIO KHHKKY:

—  MEJIMUMHCKYK) KHHKKY:

—  CBMJCTENBLCTBO O Opake:

—  CBHJETENLCTBO O POKACHHH JICTE.

2.3. Paboronarens opopmiser:



— JM4HyIo0 KapTouky Ne T-2;
— IpHUKa3 o npreMe Ha padoTy (0 epeMelleHUH Ha ApYyrue JOHKHOCTH);
— TPYJOBOM JIOTOBOP B JBYX 3K3EMILIAPAX;
— JI0JDKHOCTHYIO MHCTPYKIUIO.
2.4. llepBuuHoe ohopMIIEHHE TUYHOTO JieJa IPeyCMaTPUBALT:

a) IPUCBOEHUE JINYHOMY JI€Tly HOMEpa COIVIACHO XKypHaly y4eTa JINYHbIX Je,

0) mpocTaBiieHHE Ha O0JIO0XKKE JIMYHOTO JIeNa CIEAYIOIUX PEKBU3UTOB: MHAEKC Jena (B
COOTBETCTBUM C HOMEHKJIATYpOH aAen YupexIeHHs); INOJHOE HAauMEHOBaHHE YUpEKIACHUS;
HOMEp JIMYHOTIO JIeNa; AAaThl — I'OJ] Hayaja U roJl OKOHYaHUs BEICHUS Jieja; KOJIUYECTBO JINCTOB;
CPOK XpaHEHUs;

B) IIOMELIECHUE JIOKYMEHTOB, IOJUIEKAIIMX XPAaHEHUI0 B COCTABE JIMYHBIX JI€J1, B
XPOHOJIOTUYECKOM MOPSIKE:

— BHYTPEHHSS OIKUCh JOKYMEHTOB JIENIa,;

— JIMYHBIHI JIUCTOK MO yYETY KaJpOB;

— aHKerTa;

— aBToOHoOTrpadus;

— BBIIKCKA U3 IPHUKa3a o IpUeMe Ha padoTy;

— 3asBJICHUE O IIpUEME Ha padoTy;

— corJylacue Ha 00paboTKy MEepCOHAIBHBIX JaHHBIX.

— TpYZlOBOH J0TOBOp;

— J0roBOp O IIOJHOW MaTepHaJbHOM OTBETCTBEHHOCTU (eciau pabOTHHUK —
MaTepHallbHO OTBETCTBEHHOE JIUIIO);

— CIpaBKa O HauUM4uM (OTCYTCTBMM) CyIUMOCTH U (mwin) (akra yroJoBHOTO
IIPECIIEJOBAHUS,

— XapaKTepUCTUKU U PEKOMEHJATeIbHbIE IUChMa;

— JIUCT C OTMETKaMH 00 03HAKOMJICHUH PAOOTHHKA C JIMYHBIM JIEJIOM,;

— JHMCT C OTMETKaMH O pe3yJibTaTaX €XEroAHOW IMPOBEPKH COCTOSHHUSA JHUYHOTO
nena.

2.5. JIokyMeHTbI MOMEIAIOTCS B ManKy-cKopocunBareib. [Ipy yBodbHeHHH paOOTHUKA
JUCTBl JOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE JEJI0, MOJJIekKaT HyMepaluH, MpOIINBAIOTCS
HUTKaMU U CIIAIOTCS B apXUB.

2.6. BHyTpeHHSS ONHCh JOKYMEHTOB, HMEIOUINXCS B JINYHOM JIeNe, JOJDKHA CONEPKaTh
CBEICHMSI O TOPSAKOBBIX HOMEpPAX, HAUMEHOBAHMAX JIOKYMEHTOB J€jla, KOJUYECTBE JIUCTOB,
JaTax BKJIFOUEHUS JOKYMEHTOB B JINUYHOE JIEJI0 M U3BATHS U3 JIeJIa, a TAK)KE KEM U3BAT JTOKYMEHT
Y TI0 KaKOW IIPUYUHE.

2.7. BHYTpeHHSIsI ONIMCHh COCTABJISIETCSl HA OT/ACIBHOM JIUCTE 10 YCTaHOBJIEHHOW (hopme.
JIucThl BHYTpEHHEN ONIUCH HYMEPYIOTCS OTIENBHO.

2.8. Ilpu moaroToBKe JIMYHBIX el K Iepeqade Ha XpaHEeHHWe K BHYTPEHHEH OmucH
COCTaBJISIETCSI UTOTOBAsi 3aliCh, B KOTOPOH yKa3bIBaeTCs LHU(pamMu U MPOMHCHIO KOJIMYECTBO
BKJIFOUEHHBIX B HEE€ JOKYMEHTOB M KOJMYECTBO JIUCTOB JieNa.

3. BeneHnue JIMYHBIX /ieJ1 pA0OTHHKOB

3.1. JIuyHoe nmeno BemeTcss B TEYEHHE BCEro mepuoja paboThl KaKJIOro Memarora u
COTpYJIHUKA YUpEeKIEHUS.

3.2. JlanbHeililee BeAeHHE JUYHOTO Jejia pabOTHHKA MpeaycMaTpUBAeT MOMEIIEHUE B
JIeNI0 JIOKYMEHTOB, 00pa3yloluxcsi B mpoliecce pabodeld IesSTeNbHOCTH U UMEIOIUX 3HaueHHe
JUISL TPYZOBBIX OTHOILLIEHHI:

— JIOIIOJIHEHUE K JINYHOMY JIUCTKY I10 YYETY KaJpOB;

—  JIOIIOJIHUTENBHBIE COTJIALIEHMSI K TPYIOBOMY 10T OBODY;

—  KOIIMM NMPHUKA30B 10 JTUYHOMY COCTaBY, KOTOpbIE KacaroTcs pabOTHUKA;
—  OT3BIBBI IOJDKHOCTHBIX JIUL O PAOOTHHKE;
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— KONHUH IOKYMEHTOB O MOBBIIIECHUH KBATH(PUKAIIUH;

— Komuu cepTU(UKaTOB, IPAMOT;

— JIMCT — 3aBepUTeb Jieia (COCTaBISAIOT IPU cjaue JUYHOTO Jieja B apXUB);
— UHbIE JOKYMEHTHI.

3.3. B nuuHbIe Aeia HE MOMENIAIOTCS JOKYMEHTBI, UMEIOINE BTOPOCTENIEHHOE 3HAUCHHE
U Ccpok XpaHeHusi meHee 10 yer BKIIOUMTENbHO. Takue JOKYMEHTBHI XpaHSTCS B OTICIbHOM
MECTE.

3.4. B koH1e kaneHaapHoro rojaa u He no3aHee 30 gekaOpsi Bce pabOTHUKU Y UpexKACHUS
MpPOXOAST O3HAKOMIIGHHE C JUYHBIMH jeiamu. OO0 3TOM Jemaercss OTMETKa B JIUCTE
03HAKOMJICHHUS PaOOTHHKA C JIMYHBIM JIETIOM.

3.5. O3HaKOMIICHHE C JIJIOM MPOUCXOIUT UCKITIOUUTEIHHO B KAOMHETE 3aBEAYIONIETO U B
€ro NpUCYTCTBHHU. 3arpeniaeTcs BEIHOC Aelia U3 KaOuHeTa.

3.6. Bpimaua komuil JOKYMEHTOB U3 JIMYHOIO Jejia MPOU3BOAUTCS IO JIMYHOMY
3asgBJICHUI0 pAaOOTHUKAa W C pa3pelieHus 3aBenyromiero. Komuu TOKyMEHTOB JOJDKHBI OBITh
3aBEpEHBI U MPEAOCTABIICHB PAOOTHUKY B TEYCHUE TPEX JHEH CO THS MOJAud 3asBJICHUS.

3.7. U3bsiTHe OTHENbHBIX JIOKYMEHTOB M3 JIMYHOTO JeJia MPOU3BOAUTCS C pa3pellieHust
3aBeAYIONICTO YUpeKIACHHS ¢ 0()OPMIICHIEM COOTBETCTBYIOIICH 3amucu B rpade «[Ipumeyanne»
BHyTpeHHell omucu. [Ipy BpeMEHHOM H3BATHH JOKYMEHTa Ha €ro MecTo (MEXIy ITUCTaMH
COCEIHMX JIOKYMEHTOB) BKJIQJbIBACTCS CIIPaBKa-3aMECTUTENIb C YKa3aHUEM JaThl U MPUYUH
U3BATUS C MOAMKCHIO JIUIA, BBIAABIIETO JOKYMEHT, M MOAMKCHIO JUIA, MOJYYUBIIETO €ro BO
BPEMEHHOE TOJIb30BaHUE.

3.8. B nensax obecnieueHus: KOHTPOJIS 32 COXPAHHOCTHIO U aKTYyaJIbHOCTBIO JIMYHBIX JIET B
YupexxneHun exerongHo (He mosgHee | kBaprama ToAa, CHEAYIOLIETO 3a OTYETHBIM)
MIPOU3BOUTCS TPOBEPKA UX HATUYHS M COCTOSTHUS.

3.9. ExeromHyi TMpOBEpPKY COCTOSHHUSA JIMYHBIX [l Ha MpeIMeT COXPaHHOCTH
BKJIFOYEHHBIX B HETO JIOKYMEHTOB MPOBOJIMT CIICIIHAIBHO CO3/1aHHast KoMuccusi. O MpoBEACHHBIX
MIPOBEPKaxX JeJIaeTCsi OTMETKAa B JIUCTE O pe3ylbTaTax €XeroJHON MPOBEPKU COCTOSHUS U
HaJUYMs JIMYHOTO JieJla M COCTaBJSETCs akT. Pe3ynpTaThl TPOBEPKH JIMYHBIX JET B
0053aTeNTFHOM MOPSIIKE TOBOSATCS 10 3aBEAYIOIIETO Y UpEexkKICHNUS.

4. XpaHeHHe U y4eT JUYHBIX €] pAGOTHHKOB

4.1 XpaHeHue U yd4eT IUYHBIX JIe1 TMEJaroroB M COTPYIHUKOB YUpeKIACHUS
OpPTaHU3YIOTCS C IENbI0 OBICTPOrO IMOWCKA JUYHBIX JIeJ, OOCCIEUYEHHS HMX COXPAaHHOCTH U
KOH(MUICHIIMATFHOCTA  CBEICHHM, COAEpXKAIIMXCS B JOKYMEHTaX JIMYHBIX JeN, OT
HECAaHKITMOHHUPOBAHHOTO JIOCTYTIA.

4.2. Jlnynple nena paOOTHUKOB, AOJKHOCTHBIE MHCTPYKIIMH XPaHSATCS B CIEHUaIbHOM
mkady. JInunple kKapTouku 1o yHupuurpoBanHoil popme Ne T-2 xpaHATCS OTIENBHO.

4.3. TpynoBble KHIDKKH XPaHATCS B ceiide, METUIIMHCKUE KHUKKHU B 3aKPBITOM IIKady B
MEUIIMHCKOM KaOMHETE.

4.4. JlocTyn K TUYHBIM JIeJlaM paOOTHUKOB UMEIOT 3aBEAYIOIIUN YUpeKAeHHsI, CTapIIHii
BOCITUTATENb.

4.5. Cucremaru3aiys JTUIHBIX [T paOOTHUKOB MPOU3BOAUTCS B AIPaBUTHOM MOPSIIKE.

5. OdopmieHne JUYHBIX /1e]1 pA0OOTHUKOB Tepej cAaveil B apXuB
5.1. OdopmiieHrne TUYHBIX AeN Ui Mepeladdl B apXUB MPOU3BOJIUTCS 3aBEIYIOIIUM
VYupexnenus. ITa npoueaypa BKIKOYAET:
— NOJIWMBKY (NEpemieT) Aena;
— YTOYHEHHE HyMepalluu JINCTOB JIeNa;
— COCTaBJIEHUE JINCTa-3aBEPUTEIIS;
— cocrapiieHue (yTOUYHEHHE) BHYTPEHHEH OINCH;
— BHECEHHWE YTOYHEHUU B PEKBU3UTHI JIMIICBON OOJIOXKKH JieTa.



5.2. Jluct — 3aBepuTelb Aenia A0JKEH MOAMUCATh €r0 COCTABUTENb, MPU ATOM JEIaeTCA
pacmupoBKa JOHKHOCTH W TOANMCH, IPOCTaBIsSETCs JjJara. B mporecce MCHOIb30BaHUS
ApPXHMBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIC JICTAIOTCS COOTBETCTBYIOIINE OTMETKHU.

Ecmu neno mommmro 6e3 mucTa-3aBEpUTENs], TO €r0 CISAYET HAKICUTh HA BHYTPEHHIOKO
CTOPOHY OOJIOXKKH JiejIa.

5.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMUHBIX JIEJI PEKOMEH/TyeTCS:

O00BEAMHATh MHAWBUIYaAJIbHBIE JIMYHBIC JIEJIa YBOJCHHBIX COTPYAHHKOB B OIHY
00J105KKYy (00BETMHEHHOE JIETI0) C TAKUM PacueToOM, YTOOBI 00BEM Jiena (ToMa) He
npesbiman 250 JUCTOB (IyTEM CIIMBKM MAaTE€pUAIOB MHIAUBUAYAIBHBIX JIEN I10
rojiaM yBOJIbHEHHUS);

pacmoriaraTh MaTepHualbl WHAMBHIYAJIBHBIX N1 B Mpeaenax jgena (Toma) B
andaBuTHOM TOpsAAKe (MOPAMHUIBHO), OTHCNSAS MaTepuaibl, OTHOCSIIUECST K
pa3HbIM UHIUBUAYAIbHBIM JI€JIaM, YUCTHIM JIMCTOM OyMaru ¢ yka3aHueM Ha HeM
(haMuIHH, UMEHU ¥ OTYECTBA COOTBETCTBYIOIIETO YBOJIEHHOTO COTPY/IHUKA,
cHaOXaTh Kaxaoe OOBeAMHEHHOE [eno (TOM) BHYTPEHHEM OMNHChIO C
nepevucienueM (aMuinii, UMEH M OTYECTB M yKa3aHHEM HOMEPOB CTPaHUII, B
rpejieax KOTOPBIX PaCIOIOKEHBI COOTBETCTBYIOINIUE IOKYMEHTEHI.

5.4. Tlepenaua JIMYHBIX J€Jd B apXWUB OCYILECTBISETCS HE MO3JHEE TPEeX JIeT Mocie
3aBEpIICHUS] WX B JICJONPOU3ZBOJACTBE B COOTBETCTBUM C Tpaduxom. IIpenBaputensHO
3aBeNIyIOIIMM POBEPSIETCS MOJIHOTA U MPaBUJIBHOCTh MOATOTOBKH JIMYHBIX JIel K Iepenade.
BrisiBnenHbie nmpu MpOBEpPKE HENOCTATKH YCTpaHSAIOTCS 3aBeAyrommm. llepemaua u mpuem
MIPOM3BOIATCS IO ONKCH C TPOCTAHOBKOM OTMETOK O HAJIMYWU JTMYHBIX JIC]I.

5.5. JIuunbie nena pabGOTHUKOB, 3aKOHYEHHBIE JIEIONPON3BOJACTBOM 10 1 stuBaps 2003
rona, xpaunsarca 75 ner, nocine 1 suBaps 2003 roga — 50 ner. JIuunble nena 3aBeqyHOLIErO
XpaHsATCs B OT/IeNIe 00pa30BaHUS M UMEIOT MTOCTOSIHHBIM CPOK XPaHECHHUS.

6. OTBeTCTBEHHOCTH PadoToAaTENSA M PA0OTHUKA

6.1. [lemaroru u COTpYTHUKN Y UPEIKIACHHS 00S3aHBI CBOCBPEMEHHO TIPECTABIIATH CBEICHUS
00 M3MEHEHUHU CBOMX MEPCOHANBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTaB JINYHOTO JIEJa.
6.2. PaboTomarens 00ecIIeunBacT:

COXPAHHOCTD JIMYHBIX OCJI pa60THI/IKOB;
KOH(I)I/I,Z[CHI_II/IEUIBHOCTL CBG,Z[GHPIIZ, COACPKAUXCA B JIMYHBIX ACJIAX pa6OTHI/IKOB.

7. IlpaBa pabdotoaare/isi 1 pAa0OTHUKA

7.1. Ilenaroru ¥ COTpYIHUKHU YUpEXKIEHUS UMEIOT IPaBo:

MoJTy4aTh MOJIHYIO HH(pOopMaInio 06 00paboTKe CBOMX NMEPCOHANTBHBIX JAHHBIX;
MOJTy4aTh JTOCTYH K CBOUM MEPCOHAIbHBIM JJaHHBIM;
MOJTy4aTh KOMUU JOKYMEHTOB, XPAHSIINXCS B JINYHOM JIETIE;

TpeOOBaTh MCKIIIOUEHUS! WM UCIIPABJICHUS HEBEPHBIX M HEMOJHBIX (MCKaXKEHHbIX)

CBOHMX IICPCOHAIBHBIX JaHHBIX.

7.2. PaboToaarens uMeeT NpaBo:

O6pa6aTI)IBaTB MEPCOHATIBHBIC TAHHBIC pa60THI/IKOB, B TOM YHUCJIC U HA DJICKTPOHHBIX
HOCHUTEIISX;

3ampammuBaTh OT pabOTHUKOB HH(OPMAINIO, HEOOXOIUMYIO I BEACHUS JIMYHBIX
Jien 1 00pabOTKH MEePCOHATBHBIX JaHHBIX.
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