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[Tpunsro VTBepxaaro

Ha ofmem coGpanuu TpyaoBoro - 3aBenyromuii MBJIOY
komtektuBa MBJZIOY L * StlacTouKay
«Jlerckmii cax Ne 1 «JlacTouxay TR
npotokon Ne £/

OT «&{f » M,,QO{_&

MHOJIOXKXEHHUE
0 NopsiiKe BeeHHsI, y4eTa H XpPaHeHHs JHYHBIX JeJl pa00OTHHKOB.
«ercknii cag Ne 1 «JlacToukay

1.OBIIIUE TTOJIOXKXEHU A ,
1.1.Hacrosimee ITonoxenue onpenensieT NOpsI0K BeISHUS JIMYHBIX e
pabotHukoB MBJIOY«/letckuit cag Nel «Jlactoukay c.Mmxoi-FOpT
1.2.Ilonoxenue pa3paboTaHO B COOTBETCTBHH C:

TpynoBemM kogekcom PO;

KomnextuBHbM gorosopom J10VY;

Ycrasom JIOY.
1.3. Benenune nuunsbIx nen pabotaukoB JIOY obecrnieynBaeT 3aBeAyIOIIUIL.

2. TIOPAJOK ®OPMIMPOBAHUVA JIMYHBIX JJEJI PABOTHHKOB
2.10opMHpOBaHHE JIMYHOIO Jiena pabOTHUKOB IPOM3BOMUTCS HEMOCPEICTBEHHO
nocie mpuema B JI0Y.

2.2.JInunoe geno pabotHuka JJOY dopmupyeTcs B ClieAyroIIeM MOpsIKe:
-AHKeTa;

-JIngnas xaprouka Ne T-2;

-3asiBiieHHe O IprieMe Ha paboTy .

-CnpaBka 0 Hanu4yuu (OTCYTCTBHH) CYAMMOCTH U (WiH) (akTa YroJOBHOTO
IpPECIEeNOBaHMsA JHOO O TIPEKpallleHHH YTrOJIOBHOTO IPECIefOBaHUS IO
peabunuTupyromuM ocHoBaHusIM u3 OB/I;

-ABTOOHOTpadus;

-3asBIICHHE O COIVIaCHH Ha 00paboTKy IepCOHANBHBIX NaHHBIX Pa0OTHHKA;

-Konus nacropra

WA MHOTO TOKYMEHTa, YIOCTOBEPSIOIIET0 THIHOCTS;

-Komus cTpaxoBoro cBuaeTensCTBa IEHCHOHHOTO CTPaXOBaHHS;

-Konus unenTHOUKAIIMOHHOTO HOMepa
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HaJIOTOILIaTeINbIINKS;

-Konnu noxymentos 06 o6pazoBanuy;

-Komuu noxymMeHTOB 0 KBamuGUKaIWK WM HAIAYUK CIIEIHAIBHBIX 3HAHUHN (TIpH
HaJIAYHN);

-Konnu noxymMeHTOB BOMHCKOTO y4eTa (st BOEHHOOOS3aHHBIX JIHIY);

-Komus cBunerenscTsa o 6pake (IpH HATUMYKK);

-Komnus cBunerenscTBa 0 poXxXaeHUH aeTel (P HATHUKH);

-JIOKyMEeHT 0 MeIULIMHCKOM OCBHAETEIECTBOBAHUH (TIPU HAJTUYHH);

-Komun 1oxyMeHTOB 0 HarpaxaeHuH (Ipu HaJINYUK ),

-Konuu arrecTanmoHHbIX TUCTOB (MPH HATHYHH);

-IIpuka3 o npueme Ha paboTy;

-JIOJDKHOCTHAsT MHCTPYKUHUS (IOJDKHOCTHBIE MHCTPYKLIMHM C MOMEHTa Ha3HAYCHHS
Ha BCE€ JIOJDKHOCTH);

-Tpynosoii fmoroBop (C TOCHEAYIONMM  BKIIOYEHHEM  JOIOJHUTEIBHBIX
COIVIALIEHUH K TPyZOBOMY IOTOBODY);

-3asiBJIEHUE O IIEPEBOJE Ha HHYIO JOJDKHOCTH (IIPH HAIWYHH ),

-IIpuka3 o nepeBojie Ha UHYIO JOJKHOCTG (TIPH HAJTUYIHH ).

2.3.C pensro obecrieueHus HauIeXallell COXpaHHOCTH JHMYHBIX [l PabOTHHKOB
JOV u ynobctBa B o0paiieHuu ¢ HUMH, IIpyu GOPMUPOBAHUH BCE

JOKYMEHTBI IIOMEIIAI0TCS B OTEIBHYIO MaIlKy.

JIvyHOMYy Jenly HpUCBaWBaeTCsl YUYeTHBIH HOMEpP M BHOCHTCS B KHHUTY ydeTa
JMYHBIX Jell.

2.4. Kaxxnoe mu4HOE [1€710 pabOTHUKA COAEPIKUT TUTYJIBHEIHN JIUCT C yKa3aHHEM €ro
(bamMuny, UMeHH, OTYECTBA M 3aHUMAeMOH TOJDKHOCTH (OJIKHOCTEH).

2.5. Ilocne TUTYIBHOTO JIKCTA B TUYHOE JIET0 BKIIFOYAETCS

BHYTPEHHA OIMCh JOKYMEHTOB, UMEIOIIUXCS B IUYHOM Jelie, pabOTHHKA.
BHyTpeHHS OIIMCh TOKYMEHTOB CONEPKUT CBEIIEHUS O TIOPSAKOBEIX HOMEpax
JNOKYMEHTOB, UX UHIEKCaX, HANMEHOBAHUSX, AaTaX ¥ WHEBIE CBEICHHS.

3.IIOPAOK BEAEHV A JIMUYHBIX JIEJI PABOTHHKOB

3.1. JIuunoe neno pabotHuka JIOY Bemercss B TeYeHUE BCErO IMepuoga pabOTHI
Ka)xgoro paboTHUKA.

3.2. Benenuve MMYHOTO Jeiia IpeyCMaTPUBAET:

3.2.1.BximoueHne TOKyMEHTOB B COCTaB JIMYHOIO JIejia B

XpOHOJIOTHYECKOM IIOpsAAKe C COOMIofeHneM Tmopsaka (QOpMUPOBaHUS IO
OIIpENEICHHOMY BBILIE IEPEYHIO JOKYMEHTOB;

3.2.2. ExXeMecs4HyI0 MPOBEPKY COCTOSIHUS JIMYHOTO JieNa KaXIoro paboTHUKa Ha
IIpeMET COXPAaHHOCTU M BKIIIOYEHMS B HEro BCeX HEOOXOAMMBIX JTOKYMEHTOB U
CBOEBPEMEHHOT'O UX 3aIlOJTHEHUS.

3.3. JIMCTBI AOKYMEHTOB, NOIIIUTHIX B IMYHOE JIENI0, ITOAJIEXKAT HyMEPaIlHH.

4 IIOPAIOK YUETA 1 XPAHEHW S JIMUHBIX JEJI PABOTHHUKOB

4.1. XpaHeHue U y4eT IUYHBIX Jel paboTHHKoB JJOY

OPTraHM3yIOTCS C LEIbI0 OBICTPOro XU 0e30mHMOOYHOrO IOWCKa JIMYHBIX [el,
obecredeHnss UX COXPAHHOCTH, a TaKXe oOOecledeHHs KOH(PUIECHIUAILHOCTH
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CBEJICHHUH, COZlepXKaIIUXCS B JOKyMEHTaxX JIMYHBIX Ienl, oT
HECAaHKI[MOHUPOBAHHOTO JIOCTYyIIa K HUM.

4.2. CucreMaTtuzanusl JIMYHBIX A€l PaOOTHUKOB IPOH3BOAUTCS B al(aBHUTHOM
IOpSAAKE B KaXIOM OTIEIHFHOM OJIOKE IO HAIPaBJIICHUIO pabOThl U CTPYKTYPHOMY
[IOIpa3IEJIEHUIO. »

4.3. JIuunble nena paOOTHUKOB XpaHATCS 75 JIET € TOAa YBOJBbHEHHS pabOTHHKA.

5. IIOPAOOK BBIJAYUN JIMUHBIX JIEJI PABOTHHUKOB

BO BPEMEHHOE ITOJIb3OBAHUE

5.1. Beimaua nu4YHBIX A€ (OTAENBHBIX JOKYMEHTOB B COCTaBe JUYHOTO Jiefia) BO
BPEMEHHOE I0JIb30BaHUE

IIPOU3BOJUTCS C pa3pelieHus 3aBeayroirero JOVY.

5.2. B xoH11e pabouero qHs 3aBeAyOMNA 0053aH

yOequThCs B TOM, YTO BCE JIMYHBIC [1ej1a, BEIaHHEIE BO

BPEMEHHOE I[IOJIb30BAaHWE, BO3BpAIllEHBl Ha MECTO XpaHEHUuss M €CTh JIU
HEoOX0IUMOCTD ISl IPUHSATHUS MEpP K MX BO3BPAIIEHUIO WU PO3BICKY.

5.3 @akT BBIAAYU IUYHOTO Jea GUKCUPYETCsl B KOHTPOJIBHOM XXypHae.

6. OTBETCTBEHHOCTb

6.1. Bce pabotauku JIOVY 006s3aHEI CBOEBPEMEHHO IPEICTaBIATh 3aBEAyIOLIEMY
CBeeHHs 00 H3MEHEHWH B IIEPCOHANBHBIX [aHHBIX, BKIIOYEHHBIX B COCTaB
JIMYHOTO Jena.

6.2.PaboTonaTens obecrieunBaeT:

-COXpaHHOCTb JUYHBIX e pabotHuKoB /I0Y;

-KOH(UISHIUATIBHOCTh CBEIEHUH, COlepKAIUXCSI B TMYHBIX JieJaX paOOTHUKOB.

7. IIPABA

7.1. ns obecriedeHus 3alIUTHl IEPCOHATBHBIX HaHHBIX, UMEIOUIUXCS B JIMYHBIX
nenax, Bce pabotauku JIOY umeroT mpaso:

-[I0JTy4JaTh IOJIHYIO MH(POPMAIMIO O CBOMX MEPCOHAIBHBIX MaHHBIX M 00paboTKe
3THX JAHHBIX;

-TI0JTy4aTh CBOOOIHBIN JOCTYII K CBOMM IIEPCOHATBHBIM JaHHBIM;

-IOTy4YaTh KONHMHM JOKYMEHTOB, XPAaHSIIMXCS B JIMYHOM JeJie U COJepIKaIue
IepCOHAIbHEIE TaHHEIE; '

-TpebOBaTh WCKIIOYEHUS WIH WCIPaBICHUS HE BEPHBIX WM HEMOIHbBIX
IIePCOHAIBHBIX TaHHBIX.

7.2. [lomkonbHOE 00pa3oBaTeIbHOE YUpeKIeHHe KaKk paboToIaTe b UMeeT IpaBo:
- oOpabaTbIBaTh II€pCOHAIbHbIE JaHHBIE pPaOOTHHUKOB, B TOM YHCIE U Ha
ANIEKTPOHHBIX HOCUTEIISX;

-3anpamuBaTh oT pabotHHKOB JIOY Bcro HE0OX0oAMMYIO HH(OPMAIHIO,
CBSI3aHHYIO C UX TPYZOBOHU JESTENTbHOCTEHIO





