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1. O0mme moJ1oKeHus

1.1 HacTosiiuii JOKanbHBIM aKT OMpeaessieT MOPSI0K BEJICHUS, yueTa U XPaHEHUS JIMYHBIX eI
pabOTHUKOB MYHUIIUMIIATBHOTO OIO/DKETHOTO  00IIe00pa3oBaTeabHOr0 yupexaeHus «Jluuei
Nelum. A.C. Tlymkunay (nanee — Jlumeii).

1.2. Tlopsimok pa3zpaboTaH B COOTBETCTBUU C TpynoBbIM KojiekcoM PP, PenepanbHbIM 3aKOHOM

or 27.07.2006 Ne 152-®3 «O mnepcoHaNbHBIX IaHHBIX», METOIUYECKUMU PEKOMEHAAIUSIMU

PocapxuBa, Ykazom IIpesuaenta ot 30.05.2005 Ne 609 «O6 yrBepxkacHuu IlonoxkeHus o

MePCOHANIBHBIX JaHHBIX TOCYJIAPCTBEHHOTO ciyaiero Poccuiickoit denepanuu U BeJICHUN €T0

JUYHOTO JIeTIay, KOJUICKTUBHEIM JIOTOBOPOM M YCTaBOM 00pa30BaTelIbHON OpraHU3alllu.

2. @opmupoBaHue JUYHBIX €] PA0OTHUKOB

2.1. ®opmupoBaHHE JMYHOTO jeia pabOTHHKA MPOU3BOAUTCS PAaOOTHUKOM, Ha3HAUYCHHBIM
nupexktopom Jlunes. Jluunoe neno Qopmupyercss He mo3gHee NATH pabOYMX JHEW CO JTHS
3aKJIIOYEHUsI TPYAOBOIO JIOTOBOpPA M TOJBKO IOCHE MOJIY4YEHHs OT pabOTHHKA corjacus Ha
00paboTKy ero NepCcoHaNbHbBIX JAHHBIX.

2.2. Ilpu nocrymnieHuu Ha paboTy paOOTHHUK ITPEIOCTABISAET

(Ipu HATTMYUH):

e TACHOPT WJIM MHOU JIOKYMEHT, YIOCTOBEPSIOLINIA JINYHOCTD;

e aBrobuorpaduio;

e 3asBIIEHHE O IpHEME Ha padoTy;

e JIOKYMEHT, KOTOpBIA TMOATBEP)KJAET PEruCTPaLUI0 B CUCTEME HHIUBUAYaIBbHOIO
NepCOHU(UIIUPOBAHHOTO y4yeTa, B TOM 4Hcle B (opMe 3JIEeKTPOHHOIO JOKYMEHTa,
100 CTPaxoBOE CBHJIETEIBCTBO T'OCYJAPCTBEHHOTO MEHCHOHHOTO CTPaXOBaHHSA, 32
WCKJTFOUYEHUEM CITy4aeB, KOT/Ia TPYIOBOM JIOTOBOP 3aKJIFOUAETCS BIIEPBEIC;

e UJCHTU(UKAMOHHBIA HOMEp HAJOrOILUIATEeNbIIHNKA,

e JIOKYMEHT BOMHCKOI'O y4eTa (/Ui BOCHHOOOsI3aHHBIX JIMI);

e JIOKyMEHT 00 00pa3oBaHuUU;

e  ATTECTAIIMOHHBIN JINCT;

e CHOpaBKY O HaIM4uu (OTCYTCTBHH) CYAMMOCTH U (Win) ¢aKTa YroJOBHOTO
MIPECIeI0BAHNUS;

e TPYAOBYIO KHWXKY U (MJIN) CBENIEHUSI O TPYAOBOM IEATEIILHOCTH, KPOME CITydaeB, KOT/1a
pabOTHUK MpUHUMAETCSI Ha pabOoTy BIIEPBBIE HITH HA YCIOBUSX COBMECTUTEILCTBA,

e  MEIMIMHCKYIO KHUXKKY;

e CBUJETENHCTBO O Opake;

e CBHUACTCILBCTBO O POXIACHUN neTeﬁ.


https://vip.1obraz.ru/#/document/99/901807664/ZA00MEE2NQ/
https://vip.1obraz.ru/#/document/99/901990046/
https://vip.1obraz.ru/#/document/99/901990046/
https://vip.1obraz.ru/#/document/99/901935218/
https://vip.1obraz.ru/#/document/118/52078/

2.3. O6pazoBaTenbpHas opraHu3amnusi opopmIseT:

e MpHUKa3 O IpHeMe Ha padoTy (0 MepeMeIIeHNH Ha IPYTHe TOJKHOCTH);
e TPYIOBOI JOTOBOP B ABYX IK3EMIUISIPAX;
e  JIOJDKHOCTHYIO MHCTPYKIIHIO.

2.4. IlepBuynoe oopMIIEHUE JTUYHOTO Jeia PETyCMaTPUBALT:
a) IPUCBOCHUE JINYHOMY JI€JTy HOMEpa COIVIACHO JKypHAIly y4eTa JIMYHbIX Jell;

0) mpocTaBiieHWE HA OOJOXKE JWYHOrO Jejia CICIYIOIIMX PEKBU3WUTOB: HWHACKC Jena (B
COOTBETCTBUU C HOMEHKJIaTypoil pen Jluiles); TOTHOE HAMMEHOBaHHWE O0pa30BaTEIHLHOU
OpraHu3ali; HOMEp JIMYHOrO Jeia; ¢amMumiusg UMs OTYECTBO PAOOTHHKA B HMMEHUTEIBHOM

nmagcxKe; 1aTbl — o Hadajla U 1ol OKOHYaHUA BEACHUS 1€J1a; KOJIUYCCTBO JIMCTOB; CPOK XPAHCHUSA,

B) MNOMCICHNUE OJOKYMCHTOB, IIOJIC)KAIIUX XPAHCHUIO B COCTaBC JIMYHBIX JICJI, B

XPOHOJIOTHUYCCKOM ITOPAOKE:

e BHYTPEHHSIS ONUCH JOKYMEHTOB JI€JIa;

e JIUCT C OTMETKaMHM 00 O3HAKOMJIEHUM pPAa0OTHUKA C MEPCOHAIBHBIMHU JaHHBIMU W3
JIMYHOTO JIeN1a;

e JIMCT C OTMETKAMHM O PE3YJIbTaTaX €XKEroJJHON IPOBEPKHU COCTOSHUS JTUYHOIO JIENa;

e JIMYHBIN JIUCTOK IO YYETY KaJIpOB MM AHKETA;

e aBTOoOMOrpadus;

e 3asBIJIEHHE O IIpHEMe Ha padoTy;

e IIpHKa3 O pueMe Ha paboTy;

e  JIOJDKHOCTHAs HHCTPYKLUS;

e TPYAOBOI IOTOBOD;

e JIOTOBOp O MOJHON MaTepuanbHOM OTBETCTBEHHOCTH (€ciau pabOTHUK — MaTepUAIbHO
OTBETCTBEHHOE JIUIIO);

e XapaKTEpHUCTUKU U PEKOMEHJATeNbHbIE MHChMA.

2.5. JIuctel JAOKYMCHTOB, IOMECIICHHBIX B JIMYHOC ACJI0, IMOAJIC)KAT HyMCpaIluu.

2.6. JIokyMeHTBI MOMEIIAIOTCS B MANKy-CKOpocIIuBaTeab. [Ipu yBoinbHEHUU pabOTHHUKA AEII0

MMPOMMBACTCA HUTKaMU U CAACTCA B apXUB.

2.7. BHYTpeHHSISI OIMUCHb NOKYMCHTOB, UMCIOIIUXCA B JIMYHOM JICJIC, TOJIZKHA COACPIKATHL CBCACHUS
0 MNOPAAKOBBIX HOMCPAX, HAUMCHOBAHHUAX JOKYMCHTOB J€JId, KOJMYCCTBC JIUCTOB, HdaTax
BKJIFOUCHUS TOKYMCHTOB B JIMYHOC ACJIO U U3BATUA U3 JI€JIa, a TAKKC KEM U3BAT JOKYMCHT U I10

KAaKOM MpHUYNHE.



2.8. BHYTpeHHSIs ONUCh COCTABIISIETCS HA OT/ICIBLHOM JIMCTE MO YCTaHOBJICHHOUW (opme. JIMCThI

BHYTPEHHEN OIUCU HYMEPYIOTCS OTIENbHO.

2.9. HpI/I IMOATOTOBKE JIMYHBIX JCII K IEPEAadY€ Ha XPaHCHUC K BHYTpeHHefI OIIMCH COCTaBJIACTCA
HUTOroBasd 3aIiucChb, B KOTOpOﬁ YKa3bIBacTCsA I_[I/I(bpaMI/I U IIPOMNHUCHIO KOJTMYECTBO BKIIIOYCHHBIX B HEC

JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIEJa.
3. Benenue JUYHBIX J1eJ1 PA0OTHUKOB
3.1. JIugHOE N1es1o BeeTcs B TeUEHUE BCEro mnepuoja padborsl padoTauka Jlumest.

3.2. Benenne nuuHOro Aeia paOOTHUKA MPEAyCMaTpUBaeT MOMEIICHHUE B JIEJIO JOKYMEHTOB,
oOpasyromuxcs B Tpoliecce pabodeid ACATEIHPHOCTH W HMMEIONIUMX 3HAYEHUE IS TPYAOBBIX

OTHOIIEHWIA:

e JIONOJHEHHE K JIMYHOMY JIUCTKY 10 Y4YETY KaJpoB;

e  JIONIOJHUTENbHBIE COTJIAIICHUS K TPYIOBOMY TIOTOBOPY;

e  KOIMHU MPUKA30B MO JUYHOMY COCTaBY, KOTOPhIE KacaroTcsi pabOTHHUKA;

e OT3BIBBI JIOJDKHOCTHBIX JIMI] O PpAOOTHHUKE;

e KOIMHH JOKYMEHTOB O MOBBIIICHUH KBAIU(DUKAIINH;

e KOMWHU CEPTUDPUKATOB, TPAMOT;

e JIUCT — 3aBEpPUTEIIb JeIa (COCTABISIOT IPU CAaue JIUYHOTO JIea B apXUB);

e  UHBIC JIOKYMEHTHI.
3.4. PaGOTHHK 3HAKOMUTCS C JIMYHBIM JIETIOM B T€UEHHE TPeX pabodux JHEH ¢ AaThl MONTy4eHUs
OTBETCTBEHHBIM 3a BEJICHHUE /T 3asBIEHUS ¢ MPochOoit 00 o3HakomieHuu. OO 3TOM AenaeTcs

OTMETKA B JIMCTC O3HAKOMIJICHHUA pa6OTHI/IKa C JIMYHBIM ACJIIOM.

3.5. O3HakoMIIeHHE C JACJIOM TIPOUCXOAUT HCKIHOYHUTCIBHO B KaOMHETe OTBETCTBCHHOI'O 3a

BCACHHUC €I U B €0 NIPUCYTCTBUH. 3anpeu1aeTCﬁ BBIHOC J€J1a U3 KaOuHeTa.

3.6. Br,maqa KOITHI JOKYMCHTOB H3 JIMYHOI'O0 ACJIa NPOU3BOAUTCSA II0 JIMYHOMY 3asABJICHUIO
pa6OTHI/IKa U C pa3pClICHUA OUPCKTOpA. Konun JAOKYMCHTOB JOJI?KHBI OBITh 3aBCPCHBI U

MPEaAOCTaBJICHBI pa6OTHI/IKy B TCHCHHUC TPCX JHEW Co AHS II01a4H 3asiBIICHUS.

3.7. U3paTue oTaeNbHBIX JOKYMEHTOB U3 JIMYHOTO JieJia POU3BOAUTCS C pa3pelIeHUs TUpeKTopa
Jluues ¢ odopmIIeHHEM COOTBETCTBYIOIIEH 3anucH B rpade «[Ipumedanue» BHYTpEHHEH OMUCH.
[Tpu BpeMEHHOM HM3BATHU JTIOKYMEHTA Ha €ro MECTO (MEeXIy JIMCTAaMH COCEIHUX JOKYMEHTOB)
BKJIQJIbIBAETCSl CIIPABKa-3aMECTUTENb C YKa3aHUEM J1aThl U MPUYUH U3BATHS C MOAMKUCHIO JIUIIA,

BbIIABHICTO JOKYMCHT, U IMOAINKCHIO JIMLA, IMTOJTYYHUBIIETO €0 BO BPpEMCHHOC IMOJIB30BAHUC.



3.8. B mensx obecnedeHUs] KOHTPOJS 3a COXPAHHOCTHIO M aKTYyaJIbHOCTHIO JIMYHBIX JI€NT B

.HI/ILIGG CIKCTOAHO IMMPOU3BOAUTCA IIPOBEPKA UX HAJINUYHA U COCTOAHUSA.

3.9. E)I(GFO,I[HyIO IMPOBEPKY COCTOSAHUA JIUYHBIX ACT HAa NPEAMET COXPAaHHOCTH BKIIOYCHHBIX B
HEro AJOKYMCHTOB ITPOBOAUT CHICHHAJIBHO CO3JaHHas KOMUCCHA. O IMPOBCACHHBIX IIPOBEPKAX
ACJIaCTCA OTMCTKA B JIMCTC O pE3yJibTaTax €XKEroqHOM IMPOBCPKU COCTOSAHHNA U HAJTUYHA JIMIHOTO
Jcjia U COCTAaBJIACTCA aKT. P€3y.HbTaTBI IMPOBCPKU JIMYHBIX JCJI B 00513aTEIIbHOM opsAaKe

JIOBOAATCS 10 1upekTopa Jlumes.
4. XpaHeHue

U y4eT JIMYHBIX e/l pA0OTHHKOB
4.1 XpaHeHue 1 y4eT JIMYHBIX Je]l paOOTHUKOB JIUIles: OpraHu3yroTCs C LeIbI0 OBICTPOro MOUCKa
JUYHBIX JIeJ, 00CCIICYCHUS X COXPAHHOCTU U KOH(UICHITNAIIEHOCTH CBEICHUH, COJIEPIKAIIIIXCS

B IOKYMCHTAX JIMYHBIX ACJI, OT HCCAHKIIMOHHUPOBAHHOI'O AOCTYIIA.

4.2. JIngHble JAcjia pa6OTHI/IKOB XpaHATCA 'y OTBCTCTBCHHOI'O 3a BEACHHC MACJI B CIICIUAJIbBHOM

METAJITNIECKOM cefide.

4.3. HOCTYH K JWYHBIM JOCJ1aM pa6OTHI/IKOB HMEIOT TOJBKO OTBETCTBEHHBLINM 3a BEACHUE el

u nupekrop Jlunes 1ubo ero 3aMecTUTeN! IPU UCTIOIHEHUH 00s3aHHOCTel nupekTopa Jlumes.
4.4. Cucremarn3anus JJMIHBIX €7 paOOTHUKOB MIPOU3BOAUTCS B al(paBUTHOM MOPSIJIKE.
5. O¢dopmiieHHe JIMYHBIX JeJI PA00THHKOB Nepe] ciave B apXuB

5.1. OdopmieHune TUUHBIX A€ I Iepeiad B apXUB IMPOU3BOAUTCS OTBETCTBEHHBIM 3a BEJICHUE

JCII. OTta nponcaypa BKIIHO4acT:

e TOJIIUBKY (TIEPEIUIET) Jena;

e YTOYHEHUE HYMEpPAIIMH JIHCTOB JIJIa;

e  COCTaBJICHUE JIUCTA-3aBEPUTEIS,

e cocTaBieHue (YyTOUHEHNE) BHYTPEHHEW OMICH;

e BHECEHME YTOUHEHMUH B PEKBU3UTHI JINLIEBON OOJIOXKKH Jena.
5.2. Jluct — 3aBepuTens Jena JO0DKEH MOJIMHCAaTh €r0 COCTaBHTEIb, NPH ITOM JIEIaeTCs
pacuiidpoBKa JOHKHOCTH W TMOAMHCH, TMPOCTaBIseTcs Aarta. B mpollecce UCHOIb30BaHUs

APXUBHLIX TOKYMCHTOB B JIMCTC-3aBCPUTCIIC ACIAOTCA COOTBCTCTBYIOIIINEC OTMCTKHU.

Ecnu neno noammTo 6e3 ncTa-3aBepuTes, TO €ro cieyeT HaKJIeUTh Ha BHYTPEHHIOK CTOPOHY

00JIOKKH aelia.

5.3. C uenpio obecriedeHnst COXpaHHOCTH JIMYHBIX JI€] PEKOMEHIYeTCsI:



e 00BEIMHATH HHAMBHyaTbHBIC THYHBIC JIE)Ia YBOJICHHBIX PAOOTHUKOB B OJIHY OOJIOKKY
(0OBEeIMHEHHOE JIeTI0) C TAKUM PacdeToM, 4ToObI 00beM Jiena (ToMa) He mpeBbIman 250
JTUCTOB (ITyTE€M CIIIMBKU MATEPUAIIOB WHANBUIYAIBHBIX JIEJ MO T0JIaM YBOJIHHEHUS);

e pacroJyiaraTh MaTepualibl MHANBUAYAIBHBIX JEJ B TIpeiesax feina (ToMa) B ajapaBUTHOM
nopsiake  (modamMHIBHO), OTAESAS  MaTepHalibl, OTHOCSINMECS K  pa3HbIM
WHIVUBUIYAIBHBIM JIeJlaM, YUCTBIM JINCTOM Oymaru ¢ yka3aHUeM Ha HeM (aMUIHH,
MMEHU ¥ OTYECTBA COOTBETCTBYIOIIETO YBOJIECHHOTO COTPY/IHHKA;

e CHaAOXaTh KakJ0€ 00BEAUHEHHOE 110 (TOM) BHYTPEHHEH ONMHUCHIO C TIEPEUHUCICHUEM
dbamuuii, IMEH U OTYECTB M YKa3aHHEM HOMEpPOB CTpaHMII, B IMpEleinax KOTOPBIX
PaCTOI0KEHBI COOTBETCTBYIOIINE JOKYMEHTBI.

5.4. Ilepenava TUYHBIX A€ B aQpXHUB OCYIIECTBIIACTCS HE MO3THEE TPEX JIET MOCIIE 3aBEPIICHUS HX
B JICJIONIPOM3BOJICTBE B COOTBETCTBUU ¢ TpadukoM. [IpenBapuTeibHO OTBETCTBEHHBIM 32 BEJCHHUE
JIeJT TIPOBEPSIETCS MOJTHOTA U MPABHILHOCTH TOJTOTOBKHY JIMYHBIX ] K Tiepenave. BoIsBIeHHbIC
IIPH TIPOBEPKE HEJIOCTATKU YCTPAHSIOTCS OTBETCTBEHHBIM 3a BeacHHe nei. [lepemava u npuem

MMPOU3BOIAATCH IO OITUCH C HpOCTaHOBKOfI OTMETOK O HaJIMYHH JIMYHBIX ACII.

5.5. Jlnunble nena paOOTHUKOB, 3aKOHUEHHBIC JEIONPOU3BOACTBOM mocie 1 saBaps 2003roma

xpandares — 50 ner.
6. OTBeTCTBEHHOCTH padoToaarTess U padOTHUKA

6.1. PaborHuku Jlumest 00s13aHBl CBOEBPEMEHHO TPE/ICTABIATH CBEACHUSI 00 M3MEHEHHH CBOMX

NEPCOHATIBbHBIX TAHHBIX, BKIIFOUCHHBIX B COCTAB JIMYHOTO ACa.

6.2. OTBETCTBEHHBIN 3a BCACHUC OCJI pa6OTHI/IKOB HECCT JUCHUIINIMHAPDHYIO W HHYIO
OTBCTCTBCHHOCTL 3a pasrjialliCHUC KOH(i)I/I)IGHIII/I&HBHBIX CBCI[GHI/IIjl, COZACPKAIIMXCA B JIMYHBIX

JCJIax, U 3a MHBIC HAPYUICHUA MTOpSAAKa BEACHU S JIMYHBIX ACII.

7. lIpaBa paGoroaare/isi 1 padoTHUKA
7.1. PaboTHukH Jluuies UMerOT MpaBo:

e MOJy4YaTh MOJHYIO HHPOpMaIUio 00 00pabOTKe CBOMX MEPCOHANBHBIX JaHHBIX;

e II0JIy4aTbh JOCTYII K CBOMM IIEPCOHAIBHBIM JAHHBIM;

e II0JIy4aThb KOIIUU JOKYMEHTOB, XPAHAIIUXCS B JINYHOM JIEIIE;

e TpebOBaTh HCKIIOYEHHS] WM HMCHPABICHHUS HEBEPHBIX U HEMOIHBIX (MCKaXKEHHbIX)
CBOUX MEPCOHAIBHBIX JAHHBIX.

7.2. PaboTtonarens UMeeT MpaBo:



o0OpabaTeIBaTh MEPCOHATIbHBIE JaHHbIE PAOOTHUKOB, B TOM YMCIIE U Ha 3JIEKTPOHHBIX
HOCHUTEJIAX;
3ampanmBarh OT PAOOTHUKOB MHPOPMAITUIO, HEOOXOIUMYIO JIUIsI BEACHHUSI JIMYHBIX JCIT

n 06pa6OTKI/I MNEPCOHAJIbHBIX JTaHHbIX.
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