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ITOJIO’KEHUE
0 NMopsiAKe BeJleHUs JIMYHBIX el padoTHUKOB MAOY «Jluneii Ne29»

1. O01mme moJ10KeHus

1.1 Hacrosiee moiokeHHe OIpenessieT MOPSAIOK BEACHHs JHMYHBIX e TelIaroroB u
COTPYAHUKOB B MYHHUIIMITAJILHOM aBTOHOMHOM o00I11e00pa3oBaTebHOM yupexaeHuun «Jlunein
Ne29y (manee — Jluneit).

1.2. JluuHoe neno pabOTHHKA — COBOKYNHOCTH JIOKYMEHTOB IEPCOHAJIBHOIO Y4YeTa,
COJIeprKalINX CBEJCHHS O PAOOTHHUKE U €r0 TPYAOBOH JEATEeIbHOCTH.

1.3. Tlonmoxxenme paszpadborano B coorBerctBuM ¢ TK, denepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHalIbHBIX JJAHHBIX», MeToanyeckuMu pekomeHaanusmu Pocapxusa,
KOJUIEKTUBHBIM 10r0BOpoM U YcraBoM MAOY «Jluneit Ne29».

2. @opMupoBaHue JUYHBIX €] PA0OTHUKOB

2.1. ®opmupoBaHHE JTUYHOTO Jeja pabOTHUKA MPOU3BOJIUTCS CEKPETapeM HE IMO3/HEe
IATH pabouMx JHEH CO JTHS 3aKIIOYEHHUsS TPYIOBOIO JOTOBOPA U TOJBKO MOCHE MOTYyYEHHUS OT
paboTHUKa coriacus Ha 00pabOTKy €ro NepCOHANbHBIX JaHHBIX.

2.2. IIpu nocTyrieHnu Ha paboTy COTPYJHHUK MPEAOCTABIAET (IPU HATTMYUH):

— MacnopT UM UHOHM TOKYMEHT, yJIOCTOBEPSIOUINI TNYHOCTB;

— aBToOHorpaduio;

— 3asBJICHHUE O IIpUeMe Ha paboTy;

— JIOKyMEHT, KOTOpBIA TOATBEP)KIAECT PETUCTPALMI0 B CHUCTEME WHIUBUAYaJIbHOIO
NepCOHU(UIMPOBAHHOIO y4yeTa, B TOM uuciae B (OpMe DIEKTPOHHOIO JIOKYMEHTa,
a100 CTPaxoBOE€  CBHJETEIBCTBO  T'OCYJAapCTBEHHOIO  IMEHCHMOHHOTO  CTPaXxOBaHWs,  3a
HCKJIIOYEHHEM CIIy4yaeB, Korja TpyJI0BOH JOTOBOP 3aKJIIOYAETCsl BIIEPBEIE;

— UJICHTU()UKALMOHHBIA HOMEP HAJIOTOIIATEIbIINKA;

— IOKYMEHT BOMHCKOTI'O yueTa (i BOEHHOOOS3aHHBIX JIMIL);

— IOKYMEHT 00 00pa30BaHNH,

— aTTeCTAMOHHBIN JIUCT;

— CHpaBKy O HaJIWyuM (OTCYTCTBUH) CyauMocTd U (win) ¢akra YrojloBHOTO
IpecieI0BaHus;

— TPYJOBYIO KHUXKY;

— MEJUIIMHCKYIO KHIDKKY;

— CBUJIETEILCTBO O Opake;

— CBUJIETEJILCTBO O POKIEHUM JIETEM.

2.3. PaboTtonaTenb opopMIIsIeT:



— MUYHYI0 KapTouky Ne T-2;

— IIpUKa3 O IpueMe Ha paboTy (0 MmepeMeIIeHnH Ha JPYTHe TOKHOCTH);

— TPYZI0BOM TOTOBOP B ABYX 3K3EMILISAPAX;

— JIOJDKHOCTHYIO MHCTPYKIUIO.

2.4. llepBuuHoe o(hopMIIEHHE TUIHOTO JIeJIa MPETyCMaTPUBALT:

a) IPUCBOCHUE JIMYHOMY [€Jly HOMEpa COIVIACHO JKypHaly Ydera JIMYHBIX Jel
(mpunosxenne Ne 1);

0) mpocTaBicHHE Ha OOJOKKE JHMYHOrO Jeia (mpuiokeHue Ne 2) clemyromux
PEKBU3UTOB: MHJAEKC Jeila (B COOTBETCTBUM C HOMEHKJIATYpOM [l WIKOJIbI); IIOJHOE
HalMEHOBAHME WIKOJbl; HOMEp JIMYHOro Jena; (aMuwiusg MM OTYECTBO pabOTHHKA B
MMEHUTENIBHOM MaJIeXKe; NaThl — roJ Hadaja M roJl OKOHYAHUS BEJCHUS Jiejla; KOJIUYECTBO
JMCTOB; CPOK XPaHEHHUS ;

B) IIOMELICHUE JIOKYMEHTOB, IIOJUIEKAIIMX XPAHEHUI0 B COCTAaBE JMYHBIX [€], B
XPOHOJIOTUYECKOM MOPSIKE:

— BHYTPEHHSISI OIUCH IOKYMEHTOB Jiena (rmpuioxenue Ne 3);

— JIUCT C OTMETKaMH 00 03HAKOMJICHHHU Pa0OTHHUKA C JIMYHBIM JiesioM (npuiioxeHue Ne 4);

— JIUCT C OTMETKaMHM O pPEe3yJbTaTaxX €KEroAHOW NMPOBEPKH COCTOSHUS JUYHOIO Jelna
(mpunosxerne Ne 5);

— JINYHBIN JIUCTOK O YYeTy KaJpoB UM aHkeTa (rpuiioxeHust Ne 6 u Ne 7);

— aBToOHorpadus;

— 3asBJICHHUE O IIpUeMe Ha padoTy;

— MIpUKa3 0 IpUeMe Ha paboTy;

— JIOJDKHOCTHASI UHCTPYKILINS;

— TPYAOBOM JOrOBOP;

— JIOTOBOP O TOJIHOM MaTepUaJbHOM OTBETCTBEHHOCTHU (€Ciii pabOTHUK — MaTepHUaIbHO
OTBETCTBEHHOE JIUIIO);

— XapaKTEepPUCTUKH U PEKOMEH/IaTeIbHbIE [THChMA;

— corjacue Ha 00paboTKy MepCOHAIBHBIX TAaHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEIIEHHBIX B JIUYHOE J€J10, TOJIekKAT HyMEpPaLlUH.

2.6. JIokyMeHTbI MOMEIAIOTCS B HaNKy-cKopocuuBareib. [Ipu yBogbHEeHUH paOOTHUKA
MPOUIMBAIOTCS HUTKAMU U CAIOTCS B apXUB.

2.7. BHyTpeHHsIsI ONUCh JOKYMEHTOB, MMEIOLIUXCS B JINYHOM JIeNe, JOJDKHA COepKaTh
CBEICHMSI O TOPSAKOBBIX HOMEpPAxX, HAMMEHOBAHUSX JOKYMEHTOB J€la, KOJUYECTBE JIMCTOB,
JlaTax BKJIIOUEHUS IOKYMEHTOB B JIMYHOE JI€JI0 M U3BATHUS U3 JIefa, a TAK)KE KeM U3bST JOKYMEHT
Y 110 KaKOW ITPUYMHE.

2.8. BHyTpeHH:s ONUCHh COCTABISETCA HA OTAEIBHOM JIUCTE MO YCTAaHOBJIEHHOH (opme.
JIucTel BHyTpEHHEN ONUCH HYMEPYIOTCS OTAENBHO.

2.9. Tlpn moAroToBKE JHUYHBIX JIeJI K Iepelaye Ha XpaHEHHWE K BHYTPEHHEH OINUCH
COCTaBJISIETCSl UTOrOBasl 3allUCh, B KOTOPOM yKa3bpIBaeTcs LU(paMu U MPOMUCHIO KOJIHMYECTBO
BKJIIOYEHHBIX B HE€ JIOKyMEHTOB U KOJMUYECTBO JINCTOB JeIa.

3. BeieHne JIMYHBIX /1eJ1 pA0OTHUKOB

3.1. Jlmunoe nemo BemeTcs B TEUYEHHE BCEro IepHojAa pabOThl KakJIOro Ieaarora M
cotpynHuka Jlumes.

3.2. JlanbHeililee BeJeHHE JMYHOTO Jejia pabOTHHKA NMpEeaycMaTpUBaeT MOMEIIEHUE B
JIeNI0 JIOKYMEHTOB, 00pa3yloluxcsi B mpoliecce pabodel IesITeIbHOCTH U UMEIOIIUX 3HaueHHe
JUISl TPYAOBBIX OTHOLIEHUM:

— JIONIOJIHEHUE K JINYHOMY JIMCTKY 10 YYETY KaJpOB;

— JOTIOJIHUTEIIbHBIE COIIALICHUS K TPYAOBOMY JOTOBOPY;

— KOITUY MPHUKA30B 10 JTUYHOMY COCTaBY, KOTOpbIE KacaroTcs pabOTHHUKA,;

— OT3BIBbI JOJDKHOCTHBIX JIUIL O pa6OTHI/IKe;

— KOITUY JIOKYyMEHTOB O MOBBIIIEHUH KBaJIU (UKL,



— KOIIUHU CepTU(PUKATOB, TPAMOT;

— JINCT — 3aBEPUTEIIb JieNa (COCTABISAIOT MPHU CAaYe JUIHOTO JIeia B apXUB);

— UHBIC IOKYMEHTHI.

3.3. B nuuHbIC Aema HE MOMENIAIOTCS JOKYMEHTHI, HMEIONINE BTOPOCTEIICHHOE 3HAYCHHE
U Cpok XpaHeHusi MeHee 10 JieT BKIIIOUUTENbHO. Takue JOKYMEHTBHI XPaHSTCS B OTAEIbHOM
Hapsze Ne 4-09 «JlokyMeHTbI, HE BOIIEIINE B COCTaB JUYHBIX JICID».

3.4. PabOTHUK 3HAKOMHTCS C JUYHBIM JEJIOM B TEYCHHE TpeX pabodmx THEH C JaThl
MOJIYYCHHUST KaJpOBBIM PAOOTHUKOM 3asBJICHHS C TPOch0oil 00 o3HakomsieHuu. OO0 3TOM
JIEJTaeTCsl OTMETKA B JIMCTE 03HAKOMJICHHS pAaOOTHUKA C IMIHBIM JICTIOM.

3.5. O3HaKOMIICHHE C JIeJTIOM IIPOUCXOJIUT UCKITFOYUTEIIBHO B KAOMHETE CEKpEeTapsi U B €ro
MPHUCYTCTBHUH. 3ampeniacTcs BBIHOC Jelia U3 KaOuHeTa.

3.6. Bpimaua komuid JOKYMEHTOB U3 JIMYHOTO JeJia TPOU3BOAUTCS IO JIMYHOMY
3aSBJICHUIO PaOOTHUKA W C pa3pelieHus] aupekTopa. Komuu TOKyMEHTOB JOJDKHBI OBITh
3aBEPEHBI U MIPEJIOCTABIICHBI pA0OTHUKY B TEUCHHE TPEX JHEH CO JHS MOIaYu 3asIBICHHUS.

3.7. U3paTue OTACIBbHBIX JOKYMEHTOB W3 JIMYHOTO JeJia MPOU3BOJUTCS C pa3pelieHUs
nupektopa Jlumes ¢ odopmiieHHeM COOTBETCTBYMOIIECH 3amucku B Tpade «lIpumedanuey
BHyTpeHHeH omucu. [Ipy BpeMEHHOM H3BATHU JOKYMEHTa Ha €ro MeCTo (MEXIy JHCTaMu
COCETHUX JOKYMEHTOB) BKJIAJIbIBA€TCS CIpPaBKa-3aMECTHTENb C YKa3aHHEM JAaThbl U MPUYUH
U3BITHS C MOJIUCHIO JIMIA, BBIIABIIETO JOKYMEHT, W MOAMKCHIO JIHUIA, MMOJTYYUBIIETO €ro BO
BPEMEHHOE T10JIb30BaHUE.

3.8. B nensx obecnieueHuss KOHTPOJIS 32 COXPAHHOCTHIO U aKTyaJIbHOCTBIO JIMYHBIX JIET B
Jlunee exeromHo (He mo3nHee | kBaprama roga, CIEIYIOIIETO 33 OTYETHBIM) MPOU3BOIAUTCS
MPOBEPKA UX HATTMYUS U COCTOSHUS.

3.9. ExeromHyi TMpOBEpPKY COCTOSHHUSA JIMYHBIX [l Ha MpeIMeT COXPaHHOCTH
BKJIFOYEHHBIX B HETO JIOKYMEHTOB MPOBOJIMT CIICIUAIBHO CO3/1aHHast KoMuccusi. O MpoBeACHHBIX
MPOBEPKaxX JeJIaeTCsi OTMETKAa B JIUCTE O pe3yibTaTax €XeroJHOW IMPOBEPKH COCTOSHUS U
HaJIMYus JUYHOTrOo Aena (mpuioxkeHue Ne 5) u cocrapisieTcst akT. Pe3ynbraTsl IpoOBEpKU JIMUHBIX
Jie B 00s13aTEIIBHOM MOPSAKE JOBOJATCS 10 TUpeKTopa Jluies.

4. XpaHeHue U y4eT JHYHBIX /ieJ1 pa0OTHHUKOB

4.1 XpaHeHue M y4eT JUYHBIX /I MeIaroroB M COTPpYAHUKOB Jluies opraHu3yloTcs C
LEJIBI0 OBICTPOrO MOMCKA JIMYHBIX /1€, 00eCcIeyeHNs X COXPAaHHOCTH U KOH(UACHIUAIBHOCTH
CBEJICHUH, COJIEPKAIIMXCS B JOKYMEHTAaX JIMYHBIX JI€]1, OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

4.2. Jlnunble nena paOOTHUKOB, MOJKHOCTHBIE MHCTPYKIIMHM XPaHATCS Yy CEKperaps B
CHeNHaTbHOM MeTaJuTndeckoM ceiide. JImunple kKapTouku 1o yHupumupoBanuoi gopme Ne T-2
XPaHATCA OTAEIBHO.

4.3. TpynoBble KHUKKH, MEAUIIMHCKIE KHIKKH XpaHATcs B ceiipe aupexropa Jluies.

4.4. loctyn K JUYHBIM JielaM paOOTHUKOB UMEIOT TOJIBKO CeKpeTaphb U AupekTop Jluues
100 3aMEeCTUTENN AUPEKTOPa IPU UCTIOJHEHUH 00513aHHOCTEN JUPEKTOpa

4.5. Cucremaruzaiys JTUYHBIX [ paOOTHUKOB MPOU3BOAUTCS B aIPaBUTHOM MOPSIKE.

5. O¢opmieHnne JJMYHBIX JeJl pA0OTHUKOB Iepe] ciaved B apXuB

5.1. OdopmiteHue TUYHBIX e I IEpeaadl B apXUB IPOU3BOIUTCS ceKpeTapem Jlumes.
Orta npoueaypa BKIIOYaeT:

— MOJIIMBKY (NIEPETIeT) Jea;

— YTOYHEHHE HyMepaliy JUCTOB JIeNa;

— COCTaBJICHHE JINCTa-3aBepuTens (mpuioxerue Ne 8);

— cocTaBJieHHe (YTOUHEHNE) BHYTPEHHEHN OIUCH;

— BHECEHHE YTOUYHEHUN B PEKBU3HTHI JIUIIEBOM OOJIOXKKH JieTa.

5.2. JIuct — 3aBepHTENb JleNa JOKEH MOANUCATh €r0 COCTAaBUTENb, MPU 3TOM JENIAeTCs
pacmu@poBKa JODKHOCTH M TIOINKCH, NPOCTaBIsIeTCs Aara. B mporecce HMCMoIb30BaHUS
apXMBHBIX JJOKYMEHTOB B JIMCTE-3aBEPUTEJIE I€TAI0TCA COOTBETCTBYIOLINE OTMETKH.



Ecnmu neno moammro 6e3 mUCTa-3aBEpUTENs], TO €r0 CIEAYeT HAKICUTh HA BHYTPEHHIOKO
CTOPOHY OOJIOXKKH JIeIa.

5.3. C nenpto obecrieyeHnst COXPaHHOCTH JIMUHBIX JIEJI PEKOMEHTyeTCs:

— OOBEAMHATh WHIUBUIYyalbHbIE JMYHBIE Ji€la YBOJCHHBIX COTPYAHHUKOB B OJHY
00710%kKy (0OBEAMHEHHOE JIEJI0) C TaKHM pacueToM, 4ToObl 00beM nena (ToMa) He MPEeBBIIIa
250 nucToB (ITyTeM CIIMBKU MaTepUaioB HHAMBUAYAIbHBIX JIEJ MO r0JIaM YBOJIbHEHHUS);

— pacroyiarath MaTepHalibl HHIUBUYaTbHBIX 1€ B Tpeeliax jaea (ToMa) B ajapaBUTHOM
nopsake (modaMuibHO), OTAENAS MaTepualbl, OTHOCSIIMECS K Pa3HbIM WHIUBUAYAIbHBIM
JeJIlaM, YUCTBIM JIMCTOM OyMard ¢ yKa3aHHeM Ha HeM (aMuiuu, WMEHH € OTYeCTBa
COOTBETCTBYIOILIETO YBOJIEHHOTO COTPYIHUKA;

— cHaOXkaTh Kaxaoe O0BEIMHEHHOE JIeTI0 (TOM) BHYTPEHHEH OMUCHIO C MEePEUHCICHHEM
dbamMunnii, IMEH U OTYECTB U YKa3aHUEM HOMEPOB CTPAHHUII, B MPeeaX KOTOPHIX PaCIOI0KEHBI
COOTBETCTBYIOIINE JIOKYMEHTBHI.

5.4. Tlepegaua JAMYHBIX 1€ B apXWUB OCYILIECTBJSETCS HE MO3AHEE TpeX JIeT Mocie
3aBepUICHUS] WX B JICTIONPOM3BOJACTBE B COOTBEeTCTBUU C TpadukoMm. [IpenBapurenpHO
CEKpeTapeM IMpPOBEpsIeTCS IMOJHOTAa M MPaBWJIBHOCTh IOJTOTOBKM JUYHBIX J€J K Iepeaaye.
BrisiBnenHbie mpu MPOBEpPKE HENOCTAaTKU YCTpaHsSIOTCs cekperapeMm. llepemaua u mnpuem
MPOU3BOJIATCS MO OMUCHU C POCTAHOBKONH OTMETOK O HATMYUU JIMYHBIX JIE.

5.5. JIuunbie nena paOOTHUKOB, 3aKOHYEHHBIE JIEJIONMPOU3BOACTBOM 10 1 stuBaps 2003
roaa, xpausarcsa 75 net, nocie 1 suBaps 2003 roga — 50 ser. JIuuHble nena qupeKkTopa, riIaBHOTO
Oyxranrepa l1Ikoibl UMEIOT MOCTOSIHHBIN CPOK XpaHEHHUSI.

6. OTBeTCTBEHHOCTH PadoToAaTe/ s U PAGOTHHKA
6.1. Ilemaroru u coTpynHuku Jlunes oOsi3aHBI CBOSBPEMEHHO MPEACTABISITh CBEACHUS 00
W3MEHCHUHU CBOMX NEPCOHAIBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTAB JIMYHOTO JIENa.
6.2. Paboronarens o0ecrieynBacT:
— COXPAHHOCTb JIMYHBIX JIeJT PAOOTHHKOB;
— KOH(GHUACHIIMAIBLHOCTD CBEJACHHIM, COJICPIKAIIMXCS B JIMUHBIX JIeJIaX pAOOTHHUKOB.

7. IllpaBa padoronaresisi 1 padOTHHKA
7.1. [legaroru u cotpyaHuku Jluies UMeIOT MpaBo:
— MOJIy4aTh MOJIHYIO HH(popMaIHio 06 00paboTKe CBOUX MEPCOHAIBHBIX JaHHbIX;
— TOJIy4aTh JIOCTYII K CBOMM NIEPCOHAIBHBIM JTAaHHBIM;
— TONTy4YaTh KOMMH JOKYMEHTOB, XPAHSIIIUXCS B INYHOM JIETIe;
— TpeboBaTh MCKIIOUCHHS WJIM WCIIPABIICHHS] HEBEPHBIX M HEMOJHBIX (MCKA)KEHHBIX) CBOMX
MEPCOHAIBHBIX JaHHBIX.
7.2. PaboTonaTenb UMEET MPaBo:
— 00pabareiBaTh NEepCOHANbHbIE JaHHblE PaOOTHHUKOB, B TOM YHCIE U Ha 3JIEKTPOHHBIX
HOCHUTEIISIX;
— 3ampamnmBaTh OT paOOTHUKOB MH(OPMAIMIO, HEOOXOIUMYIO 7Sl BEAEHUS JTUYHBIX JIel U
00pabOTKH MEPCOHATBHBIX JAHHBIX.



