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1. OBIHE MOJIOKEHUSI

1.1. Hactosimee ITonoxeHue onpenesser MOpAAoK BEACHHA H XpaHers JTUNTHBIX
JeN MemaroroB W COTPYAHMKOB MyHHIMIATILHOTO GIOUKETHOTO JOLIKOJIBHOIO
00pa30BATEIILHOIO yUPEKIEHNS netckwii caj  00lepa3BUBAIOIICTO BHAA Ne9
«CONHBILLKO» MyHHUIUTATBHOTO 00pa3soBaHus ropoi-KypopT [enenmKuk (nanee
MBJIOY) na ocHosanuu Tpynosoro Konekca Poccwuiickoit ®eneparun ot 30
nexabps 2001r. Ne 197-03 (B pegaknuu oT 16 mexabps 2019r), 3akonom PO ot 27
wionst 2006 roma Ne 152-@3 «O mnepcoHanbHbIX AaHHBIX», HA OCHOBAHUH TIEPEHHH
THIIOBBIX yIIPaBIeHYECKNX TOKYMEHTOB.

1.2. JIuussie aena oGOPMIISIOTCS Ha BCEX COTPYAHHUKOB MBJOYVY.

1.3. Hacrtosimee Ilomo)KxeHHe yTBEpXKHaeTcst  3aBe/ylOLIAM MBAOY u
gBIseTcss O0A3aTeNbHBIM JUIS BCEX KaTeropuid Mefarornveckux H JIpyrux
corpyauukos MBJIOVY.

1.4. Benenne JMUHBIX pen mexaroros u corpyanukos MBJIOY Bosiaraercs Ha
sasenyromero MbJIOY.

1.5. He nonyckaercs BeAeHHE HECKOIBKHX JHYHBIX M€ pabOTHHKOB, 32
MCKITFOUEHMeM, eciTi PabOTHIK MPHHAT MO BHYTPEHHEMY COBMECTUTCIBCTBY .

2. HOPSIIOK ®OPMUPOBAHUS JIMUHBIX AEJ
NMEJATOroB 1 COTPYJJHUKOB

2.1. OdopmneHne INYHBIX 167l OCYIIECTBISACTCA B TCHCHHC 5 nueilt O IHA NpHeMa
paboTHHMKa Ha paboTy.
2.2. @opMupOBaHHE JMYHOTO J€na Meaaroros H corpyauukos MBJIOY
ITPOM3BOUTCS HETIOCPEICTBEHHO MOCIIe PHEMa B MB/IOY.
2.3. Ipu mocTyIuIeHHH Ha paboTy rpa IaHuH MPEICTaBIACT:

- TMYHOE 3asBJIeHHE, COOCTBEHHOPYYHO HAIIMCAHHOC,

- TOKYMEHT, YA0CTOBEPSIOILHI JIHIHOCTD;

- TPY/IOBYIO KHWKKY;

- IOKyMeHT 00 00pa30BaHuH;

- CAHHUTAPHYIO KHHIKKY]

- CITPaBKY O HAJMYUH (OTCYTCTBHHM) CyTUMOCTH 13 MB/;

- eceunerensctea MHH, CHUIIC;

- poeHHbIH 6meT ( 71 BOGHHOOOA3aHHBIX 1 JIHI], MOJIEKALIAX TIPU3LIBY Ha
BOEHHYIO CILyKO0Y);

- CBUJIETENIBCTBA O POIKICHHH, MACTIOPTa HECOBEPIICHHOJIETHAX neTew;

- CBUJIETEIBCTBA O 3aKJIIOUEHUH (pacTopkeHHH) Opaxa;

- KCEepOKOIHUs TPYAOBOil KHUKKH, SCIIH pabGOTHHK MPHHSAT 110 BHELIHEMY
COBMECTHUTEIBCTBY;

- MEIMLMHCKOE 3aK/II0UEHUE O COCTOSHUH 3/[0pOBBSI(MEAUIIHHCKAsA KHIKKA);

- UHbIE JOKYMEHTBI, KOTOPbIE JOJKHBL GBITH MIpeIbsiBIeHbl PADOTHUKOM C y4CTOM
crnenubuK padoThl;

- Ipyrye LOKYMEHTBI, [IPeyCMOTPEHHBIC denepanbHBIM 3aKOHOLATENBCTBOM.



2.4 Bampemiaercs MOMy4aTh, 00padaThIBaTh H npuodmaTh K JIMYHOMY ey
paGoTHIKA He yCTAHOBICHHBIE (eNepabHEIMA 3aKOHAMHU TEPCOHATLHLIC NAHHLIC
0 ero MOMHTHYUECKHX, PEeNIMIMO3HBIX M WHBIX YOSKICHHAX, YaCTHOM JKU3HH,
YJleHCTBE B OOILIECTBEHHBIX OOBEMUHEHHUAX, B TOM HHCJIC B npogecCHOHANBHEIX
coro3ax.

2.5. Ceenenns, coaepkalgecs B JIMYHOM JIEJNC pabOTHHKA, ABJAIOTCSH
KOH(W/ICHLHATILHBIMH.

2.6. C menplo ofecreduenns HayIexaileil COXpaHHOCTH JIMTHOTO JIe/a COTPYAHMKA
1 yro6eTBa B 0OpalleHny ¢ HAM Npd (OpPMHPOBAHHH HOKYMEHThI MOMEINAIOTCS: B
OTJIEJIEHYIO TaTKy.

2.7. Ha 06n0KKE JTHUYHOTO JENa OTPaKAloTCs CIEeAyIONIie PEeKBWU3HUTEL: JIMYHOE
neno Ne, (COrIacHO JKypHaly PerMCTpalliy JINYHBIX JIeNl TIeIaroros H COTPYAHUKOB
JI0Y), @O coTpyaHHKa, HOIKHOCTb, HOMEp M Jara TPyAOBOro A0rosopa,
TafeNbHbIil HOMEP COTPYAHHUKA.

2.5. JIOKyMeHTbl B JIMYHOM Jlefie MeIaroroB H COTPYAHHKOB JOVY pacnonararorcs
B CJIeyIOLLEM NOpsIKe:

1) onuch JIOKYMEHTOB, UMEIOMIUXCSl B JINUHOM JIEIIC;

2) muuHOe sasiBIECHIE O pHeMe Ha paboTy;

3) TPy 10501 JOTOBOP (KOHTPAKT);

4) BBITIHCK K3 IPHKa3a O [IPUEME HA pabory;

5) muuHAA KapTOYKa paboTHUKA, YHHQHUIMPOBAHHAS dopma Ne T-2;

6) cornaciic paboTHIKa Ha 00pabOTKy MepCOHANBHBIX TaHHbIX;

7) AUYHBLIL JIMCTOK MO YUeTY KaJpoB;

8) aBT0oGI0! padits, HAIHCAHHAsA CODCTBEHHOPYIHO;

9) cripaBka O HAIUYHK (OTCYTCTBHH) CYZAMMOCTH U3 MB/JI;

10)xomisi /lokyMenToB 00 00pa3oBaHuHY;

11) morusop o MaTepHaIbHOH OTBETCTBEHHOCTHU(JISI MATEPHAIBbHO-OTBETCTBCHHBIX
nan);

12) HHbic 1OKYMEHTBI, KOTOpBIE IOJIKHBI GBITH TpENbsBICHb PAaOOTHUKOM ¢
y4eToM Cilc (KA paboTEI;

~13) mprKa:bl O Ha3HAYEHUSX, MEPEBO/AX, YBOJIbHEHNH,

14) mOKy:Me@HTBI O IPOXOXKICHHH paGOTHUKOM aTTeCTaluy, cobeceloBaHus,
MOBBILLEL 11 KBAJIH(HUKALIIH.

2.6. Tuunas kaprouka T-2 ohopMIsSeTcs u XpaHHTCA OTAEIBHO OT JTUHHOTO AETd.
Tpy0Bbic HHUKKM XPaHATCs OTAENIBHO B ceiige y 3asexyromero JIOVY.

2.7, Kayoioe JH4HOE eo pabOTHHKA CONEPIKUT TUTYJBHBIH JIMCT C yKasaHHEM
ero (Gamiijiiif, HMCHH, 0TYeCTBa U 3aHMAaeMOii JIOIDKHOCTH (IO/KHOCTEH).

2.8. Tloc.ic TITYIBHOTO JIUCTA B JMYHOE IENO BKJIIOYACTCS BHYTPEHHMS OIHCH
JOKyMeH 103, HMEIOWUXCs B JIMYHOM [ene, paGorHHKa. BHyTpeHHSS ONHUChH
NOKYMEH 103 COJCP/KMT CBEACHHA O MOPAAKOBBIX HOMEPAX JIOKYMEHTOB, HX
HAHMCHO 3 [MsIX, JaTax | HHbIe CBE/ICHHA.

2.9. C 11c.1,10 oOeciedeHus Haexael COXpaHHOCTH JINYHOTO N1e1a [1eJaroroB 1
corpyauuios JOY m ymobersa B obpaleHu ¢ HuM, TpH (HOPMUPOBAHUH
JOKYMEHT 1: [TOMELIAIOTCs! B OT/IENBHYIO TarKy.



3. HOPSJOK BEAEHUWSI IMYHBIX JEJI
NEJATOIroB 1 COTPYJHHUKOB
3.1. B nansueiiineM B JMYHOE JAEJIO NEeJaroroB M corpyaHukoB MBJIOY

BKJIHOYARKOTCS L
- TIpUKasbl WM BBIMHCKH H3 MpHKa30B O HasHa4Y€HHH, 00B060){{116HHH HIIHA

mepeMereH iy 1Mo JOJIKHOCTH;

- JIOKYMCITBHI 00 HMTOrax arTecTaluy (3asBJIeHHEe, aTTEeCTALMOHHBIM JIMCT;
IPUKA3bl 110 KCEPOKOIIMU IIPUKA30B IO MTOraM aTTeCTalldM HJIH BBIIHCKA H3
npuKasa);

- IUCT MO UPEeHUH U B3bICKAHUH;

- KCEpPOKUMHH MOYEeTHBIX IPaMOT M ONarofapCTBEHHBIX ITHCEM, 3aBEPEHHBIE
MeYaTLiO Il (I0JNHCEI0 OTBETCTBEHHOTO JIMLIA;

- KCepOKu(IHI JOKYMENTOB O MOBHIIIEHUH KBaJTH(PUKALMH, O TNeperoaroToBKe,
3aBEPEHHLIC I€YA1BIO U [IOAIIMCHI0 OTBETCTBEHHOI'O JIMLIA;

- KCEPOKOIMHUU JOKYMEHTOB 00 M3MEHEHUHM AaHKETHBIX OnorpaduuecKuxX JaHHBIX
(HanpuMep . Komusl CBUJETENBCTBA 0 Opake, U3MEHeHUH (PaMUIuK U T.11.).

3.2. JInunoe jeno nepnaroroB u cotpyanukos MBJIOY Benercss B TeueHnue Bcero
nepioaa paloTbl KaxkAOro Memarora ¥ COTPyOHUKA B 00pazoBaTeIbHOM
VUPEKACH | H.

3.3. Beneriie AH4HOTO aena npenycMaTpHBaeT:

- NOMeElC HHe JOKYMEHTOB, MOMISKAIIUX XPAHEHUIO B COCTaBe JHUYHBIX J€], B
XPOLOJIOr 1 [CCKOM TOPALIKE;

- @IKCIO1HYIO LIPOBEPKY COCTOSHHS JIMYHOIO [ejia NMeJaroroB M COTPYIHMKOB
MB/IOY 1ta nOpeamMer COXpaHHOCTM BK/IIOYEHHBIX B HEr0 JOKYMEHTOB H
CBOCBPEMC | HOE 3alIONHEHHE.

3.4. Jloky eHTBI B JIUYHOM Jelle MOJJeXaT OMUCH, KOTopas XpaHHTCsA B COCTaBe
JUYHOIO J1Jia.

+ HHOPSIIOK YYETA U XPAHEHMUSI JIMYHBIX AEJI
IHIEJATOTI'OB 1 COTPYJHHUKOB MBJIOY

4., XpaHeHue W ydeT JHYHBIX Jiell paboTHUKOB JIOY opranusyiorcs ¢
‘HeNblo OLicTporo W 0e30MmHuOOYHOr0 TMOMCKA JIMYHBIX JIes, OOecledeHHus HX
coxpaHHo. i, a rtawke oOecneueHuss KOHQUACHLUMATBHOCTH  CBEJIEHHIA,

cojieprKall Xcs B JOKYMEHTax JIMYHBIX [, OT HECAHKLUOHUPOBAHHOIO JOCTYIa
K HUM.

4.2, Jluunsle Jjena paboTHHKOB XpaHsatcs B cedipe JIOY wumm B
3amupalon °Mcs ikady, a BHYTPH - 10 HanpasicHHIO paboTsl (Iegarorudeckue
paGorHiK: ., y4cO110-BCIIOMOraTeIbHBIH MepcoHal, 00C/ Iy KUBAIOIINH IepcoHal).

Jlocryr k muuiiniv feiam paGoTHHKOB JIOY HMEroT TOJBKO:
- 3aseyic wni JI0Y;
- crapuii Bocnurartens JOY;
- IeNnorpou3BOAUTEIb.

4.0 Cucremarnsalus JIMYHBIX JeJl pabOTHUKOB TPOU3BOAMTCS B
andasitio M HOPIAKS B K&KIOM OTAETBHOM OJIOKe IO HaIpaBlIEHHIO PabOTEI
CTP) KTYPLiOMY MOAPa3/ie/eHHIO.



4.4,

rocyapel
XpaHaTcea
YBOJIbHEHI

JNHYiible Jlena mnemarorob H coTtpyaHukos MBJIOY, umeronmx
\CHHbIC 3BaHHWs, [pPEMHH, Harpaibl, y4YeHble CTEIIeHH W 3BaHWus,
JOCTOSIHHO, @ OCTaJIbHBIX COTPYIHHUKOB — 75 muui 50 yier ¢ ropa
[ paboTHHMKa (B COOTBETCTBHH C IEPEYHEM THIIOBBIX YMPaBJIEHYECKHX

IOKYMEHTOB).
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. COop 1 BHECEHHE B JIMYHBIE IeNa nefaroros u corpynxukos MBJI0Y
O YACTHOH JKH3HHU, IMOJUTHYECKOH W PENIMTHO3HOW NpPHHAICKHOCTH
.

Jnunioe Jleno MosKeT ObITh BBIJAHO B CIEAYIOIINX CIIydasix:
SAHMIO PAOOTHIKA U1 0O3HaKoMIleHus (0e3 mpaBa BeIHOCA);

CTBEHHO PYKOBOIHWTEIIO VI O3HAKOMJICHHS ¢ MaTepHallaMd JIHYHOIO

MM JIOKYMEHTOB, XpaHAIUXCS B IHYHOM Jiefie, IPOU3BOIUTCS TOJIEKO
Oro paspetueHus paboOTHHKA.

5. HOPAOOK BBIJAYH JIMYHBIX AEJI
BO BPEMEHHOE INIOJIb30BAHUE
1 JIMYHBIX Jed (OTHeNbHBIX JOKYMEHTOB B COCTaBe JIMYHOIO Jena) BO

OOb50BAHNC NPOU3BOAMTCS C paspelicHusi 3asenyromero OY mo

ado1 HHKA.

(03HAKOMJIEHHUE) ¢ JIMYHBIMH JIeJIaMH TeHaroroB U coTpyaHukoB OV
rest B 3aannu JJOY B npucyterBum 3aBeayrouero. B konue paGodero
VIOLHE  10/KeH yOeHMTBCA B TOM, YTO BCE JIMYHBIE JeJia WU
~ JTIMELIX JI€71, BhIJaHHBIE BO BpEMEHHOE MOJIb30BaHNe, BO3BpallleHb! Ha

SHUSL 1 €CTh JiM HeOOXOAUMOCTD /I MPUHSITHS Mep K UX BO3BpALEHHUIO

6. OTBETCTBEHHOCTHB
coTpyaaukn MBJOY o0sA3aHbl NpeACcTaBisATh 3aBeAyrolieMy
ICHCHIM B TIEPCOHANBHBIX J@HHBIX, BKJIIOYEHHBIX B COCTaB

OUH |
0 H
1a.
OLIIT oOecrieuynBaeT:

T JIMUHBIX Jled1 neaaroroB U cotpyaaukos MBIOVY;

I IHHATLHOCTD CBCﬂ.eIIHf'I, COACPXALIUXCs B JJUYHBIX OCax IIeaaroroB U

B MBIOY.

7. TIPABA
Jeciicielifa 3alluThl MepCOHaNbHBIX HAaHHBIX, KOTOpBIE XpaHATCA B
dax nejaroros U corpyanukoB MBJIOVY, meparorm M COTpyAHHKH
{0
L 1I0211VI0 HH(OPMALHIO O CBOMX MEePCOHANBHBIX JaHHBIX H 00paboTKe

by

» CBOOOJIHBIN JIOCTYN K CBOMM II€PCOHAJIbHBIM JaHHBIM;



[b KOTIHH, XpaHsllHecs B JHUYUHOM Jelle U colepikallue nmepCcoHalbHbIC

JaH!

= C3aThL  HMCKIIOYUEHHS WM MHCOpaBlICHHA HEeBEPHBIX HJIH HEINOJIHBIX
mepc HBIX JAHHBIX.
7.2 sGecredenis 3alUTLl EPCOHATBHBIX IAHHBIX, KOTOPBIE XPaHATCHd B
UYL \ax nenaroros i corpyauukos MBJIOY, paGoroznaTelh HMEST IIPaBo:
- ol IBaLL [lepCOHANbHbIE JaHHBIE NEJaroroB U COTPYTHHKOB MBJIOY, B
TOM Ha DIEKTPOHHBIX HOCUTEISX;

- 2 urL, or nemaroroB U cotpynHukoB JIOY Bclo  HeoOXomuMyro

HHPO o HIO.
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