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1.1. Hacrosmee NOMOKEHUE YCTAHABIMBACT TNOPANOK BEACHUS JIMYHBIX JEI
pyKOBOAMTENEH 00pa3oBarenpHbIX OpraHu3anuii Hypinarckoro MyHMIMNATBHOTO paioHa
PecnyOGnuku Tarapcras.

1.2. JInunoe aemo paGOTHUKA - COBOKYMHOCTh JTOKYMEHTOB MEPCOHAIBHOIO yUETa,
COJIEPIKALIMX CBEACHHS O PAOOTHUKE U €TI0 TPYIOBOM AEATEIBHOCTH.

1.3. Ionoxenne pazpabotano B cootBeTcTBAU ¢ TpyaoBeiM Kogekcom PecnyOnmku
Tarapcran, @eaepaibHbIM 3aKOHOM OT 27.07.2006 No 152 «O nepCOHANbHBIX JAHHBIX» U
Ykazom IIpesupenta ot 30.05.2005 Ne 609 «OOG yreepxkacHun Ilonoxenus o
MEPCOHAIBHBIX JAHHBIX TOCYAAPCTBEHHOrO ciykamero Poccuiickoil denepaunu u
BEJICHUU €TI0 JJUYHOTO JIENA.

2. ®opMupOBaHHE JUYHBIX [1€JI COTPYIHUKOB.

2.1. dopmupoBaHHE JUYHOrO Jena pabOTHUKA TMPOUZBOJAUTCS CHEHUATUCTOM
KaJpoBOi Cy>kObl HE MO3AHEE MNATH paboyuMx AHEH CO JHS 3aKIIOYECHUS TPYAOBOTO
JIOTOBOPA M TOJIBKO TIOCJE TMOJY4YEHUss OT paOOTHHUKA corjiacus Ha 0O0OpalOTKy €ro
NEPCOHATIBHBIX JAHHBIX.

2.2. Ilpu noctymnenun Ha paboTy pabOTHUK MPEIOCTABISET (MPH HATUYHH ).

— MacnopT WIKA UHOU JOKYMEHT, YAOCTOBEPSIIOIINI INYHOCTD;

— apToOHorpaduto;

— 3asBJICHHUE O MpUEME Ha paboTy;

— CTPax0OBOE CBUIETENBCTBO IEHCHOHHOTO CTPAaXOBaHUS,

— UICHTU(DUKAIMOHHBIH HOMEP HAJIOTOTIATENbIINKA,

— IOKYMEHT BOMHCKOTO y4eTa (IJ11 BOEHHOOOS3aHHBIX JIULL),

— IOKyMEHT 00 00pa3oBaHuy;

— aTTECTALMOHHBIN JIUCT,

— CHOpaBKy O HaJIW4YMM (OTCYTCTBHM) CYAMMOCTH W (MiH) (akTa YroJIOBHOTO
PECIEAOBAHUS,

— TPYJOBYIO KHUKKY;

— MEJMIIMHCKYHO KHIKKY;

— CBUJIETENBCTBO 0 Opake;

— CBUJIETENBCTBO O POKACHUH JETEH.

- oTorpadunm 3*4

2.3. Paboronarenb 0(hOpMITSIET:

— JINYHYIO KapTouky Ne T-2;

— MpHKa3 0 MpUeMe Ha padoTy (0 MepPEeMELICHUHN Ha APYTHE TOKHOCTH);

— TPYJOBO# TOTOBOP B JABYX IK3EMILISPaX;

— OJKHOCTHYEO HHCTPYKIIHIO.

2.4. TlepuuHoe 0(OpMIICHUE JTMYHOTO JIENTA MPEY CMATPUBACT:

a) MPUCBOCHHUE JINYHOMY JETTy HOMEPA COMIACHO JKyPHAJY yYeTa JIMYHBIX JET;

0) mpocTaBiIeHHE HA O0JIOKKE JIMYHOTO JIENA CAEAYOIMX PEKBU3UTOB. HHICKC JIENA
(B COOTBETCTBMM C HOMEHKJIATYpOif), MOJHOE HAUMEHOBAHWE OpraHU3aluu; HOMEP
JIMYHOTO Jiena; paMuans UMsi OTYECTBO PaOOTHUKA B UMEHUTEIILHOM MaJeXKe; 1aThl — roj
Hayvaja ¥ roJi OKOHYAHU s BEACHUS JIENa;, KOJIMUYECTBO JIMCTOB, CPOK XPAHEHUS;

B) MOMEIICHUE JOKYMEHTOB, MOJIEKALIIMX XPAHEHUIO B COCTABE JIMYHBIX JIEN, B
XPOHOJIOTUYECKOM TOPSIIKE:



— BHYTPEHHSISI OMTUCH JOKYMEHTOB JIENA;

—JIACT C OTMETKaMU 00 O3HAKOMJICHUM Pa0OTHHUKA C JIMYHBIM JEITOM;

— JIACT C OTMETKAaMM O PE3yJbTarax €XKErOJHOW INMPOBEPKHA COCTOSIHHS JIMYHOTO
Jena;

— JIMYHBIH JINCTOK MO YYETY KAAPOB MU AQHKETA,

— aBroOuorpadus;

— 3asBJICHUE O MPUEME Ha paboTy;

— MPUKa3 0 IpUeMe Ha padoTy;

— IOJIPKHOCTHAS! MHCTPYKIMS,

— TPYAOBO# JOTOBOD;

—J0rOBOpP O TIOJIHOM MaTepHaJbHOW OTBETCTBEHHOCTH (€Cii  PAadOTHUK —
MaTEPUATILHO OTBETCTBEHHOE JIALIO);

— XapaKTEPUCTUKN U PEKOMEHAATENbHBIC TUCHMA,

— coryacue Ha 00padOTKy MEPCOHANBHBIX JAHHBIX.

2.5. JIncThl JOKYMEHTOB, MOMEIIECHHBIX B JIAYHOE JEJI0, MOMIEKAT HyMEPALUH.

2.6. JIOKyMEHTBI TOMEINAKOTCA B MAINKy-CKOpPOCIIMBATenb. [Ipu yBOJIbHEHWHU
pabOTHHKA MPOLINBAKOTCS HUTKAMHU W CAAKOTCS B APXHUB.

2.7. BHYTpEHHsSsT ONKUCH JOKYMEHTOB, MMEKIIMXCA B JMYHOM Jele, JOJDKHA
COJIEP)KaTh CBEACHHMS O TOPAIKOBBIX HOMEPAX, HAUMEHOBAHMSIX [JOKYMEHTOB JEia,
KOJIMYECTBE JIMCTOB, JATaX BKJIKOYCHHS JOKYMEHTOB B JJMYHOE JENI0 U U3bATUS U3 AETA,
TaK)KE KEM U3BAT JOKYMEHT M MO KAKOH MPUYHHE.

2.8. BHYTpEHHsIsl ONKCH COCTABIIACTCS HA OTACIBHOM JIMCTE IO YCTAHOBIIEHHOMN
(opme. JIMCTBI BHYTPEHHER OMMCH HYMEPYIOTCS OTACIBHO.

2.9. Tlpn moAroTOBKE NUYHBIX JIEN K MEPENaYe HA XPAHCHUE K BHYTPECHHEH OMHMCH
COCTaBIISIETCS MTOTOBas 3alKcCh, B KOTOPOM yKa3biBacTcs LuppaMu M MPOMHUCHIO
KOJIMYECTBO BKJIFOYEHHBIX B HEEC IOKYMEHTOB M KOJIMYECTBO JIMCTOB AEIIA.

3. Beaenue JTUYHBIX e/ pA0OTHUKOB.

3.1. JlnyHO€ nEen0 BEAETCS B TEUYEHUE BCEro Mepuojaa padoThl PYKOBOJIUTENCH
00pa3oBaTENbHBIX OPraHU3ALMNA.

3.2. JlanbHeliee BeICHUE JTUYHOTO Jiejia padOTHUKA MPEIyCMaTPUBAET MOMEIICHUE
B JICJIO JOKYMEHTOB, 0Opa3yIoIIMXCs B Mpoiecce paboyeil NeATEIbHOCTH W UMEHOIIMX
3HAUYECHUE JIJISl TPYJAOBBIX OTHOIICHUIA:

— JIONOJIHEHHE K JINYHOMY JIMCTKY MO YY€TY KaJIPOB;

— JIONOJIHATEJILHBIE COMJIAIEHUS K TPYJ0BOMY JIOTOBOPY;

— KOMWY MPUKA30B IO JINYHOMY COCTaBYy, KOTOPBIC KacaroTCsl paOOTHHKA,

— OT3BIBBI JOJIKHOCTHBIX JIUI O PAOOTHHKE;

— KOMWU JOKYMEHTOB O MOBBINIEHUYU KBAM(PUKAIIAN;

— KOMNU CEPTUPHUKATOB, IPaAMOT;

— JIUCT — 3aBEPUTEIND JieJia (COCTABIISIFOT TPH CIAY€E JIMYHOTO JIeIa B apXUB ),

— UHBIC JOKYMEHTHI.

3.3. B nuuHbIE J€na HE MOMENIAIOTCS JOKYMEHTBI, MMECIOIIME BTOPOCTENEHHOE
3HAUYCHHUE U CPOK XpaHeHUs MeHee 10 JieT BKIIFOUUTENbHO. Takue JOKYMEHThI XPaHATCS B
otacbHOM Hapsae Ne 4-09 «JIOKyMEHTBI, HE BOIIEAIINE B COCTAB JIMUHBIX JIEID).



3.4. B xoHue KajleHaapHOoro roja u He mosgHee 30 nexaOps Bce paOOTHUKH
MPOXOAIT O3HAKOMJIEHHWE C JUYHBIMHA jAenaMu. OO0 3TOM JENaeTcsi OTMETKA B JIUCTE
O3HAKOMJIEHUSI paOOTHUKA C TUYHBIM JIEJIOM.

3.5. O3HaKOMJIEHHUE C ACJIOM TPOUCXOINAT UCKITFOUATEILHO B KAOMHETE CHEIUANCTA
KaJIpOBOM CITy>KObI M B €10 MPUCYTCTBUMU. 3aMPEIIAETCs BBIHOC JIEa U3 KaOWHETA.

3.6. Bpiiaua konuid JOKYMEHTOB M3 JIMYHOIO JEjia MPOW3BOJUTCS MO JIMYHOMY
3asBJICHUI0 PAOOTHHKA W C PA3pelICHUs] PyKOBOAWTENS. Komuu JOKYMEHTOB JOJIKHBI
OBITh 3aBEPEHBI U MPEJOCTABJICHBl PAOOTHUKY B TECUEHUE TPEX THEH €O JAHS MOJA4Yu
3asIBJICHUSL.

3.7. U3bsiTHE OTACHbHBIX JOKYMEHTOB W3 JIMYHOINO JI€ja MPOU3BOJAUTCS C
pa3pelicHusl PYKOBOAUTENS C OQOPMJIEHUEM COOTBETCTBYIOIICH 3amucu B rpade
«[Ipumevanue» BHYTpeHHEH omucH. [Ipu BpeMEHHOM HM3BATHU JOKYMEHTA HA €r0 MECTO
(MEXITy JUCTAMU COCETHUX JOKYMEHTOB) BKJIQJBIBAETCS CHPABKA-3aMECTUTEL C
yKa3aHUEM JlaThl W TMPUYUH HU3BIATHS C TOANUCHIO JIMIA, BBIJABIICTO JAOKYMEHT, W
MOAMUCHIO JIWIIA, MOJYYUBLIETO €M0 BO BPEMEHHOE MOJIb30BAHME.

3.8. B nensix obecrnedeHnst KOHTPOJIS 32 COXPAHHOCTBIO U aKTYalbHOCTBIO JIMYHBIX
JIEN ©KEeroJHo (He mo3aHee | kBaprana roja, CICAyHOUEro 3a OTYCTHBIM) MTPOU3BOAUTCS
MPOBEPKA UX HAJTMYHS U COCTOSHUSI.

3.9. EXeroaHyw MOPOBEPKY COCTOSHUS JIMYHBIX €1 HA MOPEIAMET COXPAHHOCTH
BKJIFOYCHHBIX B HEr0 JOKYMEHTOB MMPOBOJUT CHELNUAIBHO co3laHHas kKomuccus. O
MPOBEJACHHBIX MTPOBEPKAX JIEIAETCS OTMETKA B JIMCTE O PE3YyJIbTarax €KEroHON MPOBEPKH
COCTOSIHUSI M HAJTMYMS TMYHOTO JIENa U COCTABJISIETCS aKT. Pe3ysbTarhl MPOBEPKU JIMUHBIX
JIEN B 00513aT€IbHOM TOPSJIKE TOBOAATCS 10 PYKOBOUTENS.

4. XpaHeHHe U YUYeT JIMYHBIX /1eJ1 pA0OTHUKOB.

4.1 XpaHeHue M y4eT JUYHBIX Je]l PAOOTHUKOB OPraHU3yIOTCS C LENb OBICTPOTO
NOUCKA JIMYHBIX ACJ, 00E€CIEYEHHs] UX COXPAHHOCTH M KOH(DHMICHIMATILHOCTH CBEJCHUH,
COEPKAIIMXCSA B TOKYMEHTAX JIMYHBIX JEJI, OT HECAHKIMOHUPOBAHHOIO JOCTYIIA.

4.2, Jlnynele pgena PAOOTHHUKOB, JOKHOCTHBIE WHCTPYKLIMM XPaHATCS Y
CHenuaaucTa KaJpoOBOM CHY>KObl B CHCIHUAIBHOM METAUIMYECKOM ceilde. JlnuHbie
KapTOUYKH 10 YHUPUIMPOBAHHOU (popme No T-2 XpaHsTCs OTACIBHO.

4.3. TpynoBble KHWXKH, MEAWLIMHCKHE KHWKKH XPaHATCA B celipe cnenmanmcra
KaJPOBO# CITy>KOBI.

4.4, Jloctyn K JIMYHBIM JejiaM PaOOTHUKOB MMEKOT TOJIBKO CHENUAIMCTA KAaAPOBOA
CiIy>kObl M HAYaJIBHHUK OTAeNIa 00pa3zoBaHus McnomHuTenbHOro komurera Hypnatckoro
MYHHLIMNAIBHOTO paiiona PecnyOnuku Tarapcras.

4.5. Cucremaruzanus JIAYHBIX AcsT PAOOTHUKOB MPOM3BOAWUTCA B al(hpaBUTHOM
MOPSIZIKE.

5. Odopmiienue TUYHBIX JeJ1 Epea caaveii B apxus
5.1. OdopmieHre JnUYHBIX JAeT JUIs TNEpeJaud B apXuB  MPOM3BOAMTCS

CMEMATMCTOM KaAPOBOH CITy>KObI. DTa MpoLe1ypa BKIHOYAET:
— MOIWMBKY (TIEPEIUIET) ACTa,;



— YTOUYHEHUE HYMEPALAU JIUCTOB JETA,;

— COCTABJICHHE JINCTA-3aBEPUTEIIS,

— COCTaBJICHHE (YTOUHEHUE) BHYTPEHHEH OIHCH,

— BHECCHHUE YTOYHCHUN B PEKBU3HTHI JIMLEBOM OOJIOKKH JIENa.

5.2. Jlucr — 3aBepuTens Jena AOMKEH MOANMCATh €r0 COCTABUTENb, MPH 3TOM
JenaeTcs pacmm@poBKka JOJDKHOCTH M TOANMMCH, MPOCTaBisercs Aara. B mpouecce
WCIOJIb30BaHUSI ADXUBHBIX JTOKYMEHTOB B JIMCTE-3aBEPUTENE IETAKOTCS COOTBETCTBYOIINE
OTMETKH.

Ecim npeno mommmro 06€3 JMCTa-3aBEPUTENS, TO €ro CIEAYEeT HAKIEUTh Ha
BHYTPEHHIOKO CTOPOHY OOJIOKKH JEIa.

5.3. C uenbro o0ecnevyeHns COXPAaHHOCTH JTUYHBIX JIEJT PEKOMEHIYETCS:

— OOBEIMHATD WHAWBHIYAIbHBIC JMYHBIE JI€NAa YBOJEHHBIX PAa0OTHUKOB B OJHY
00JIO’KKY (OOBEIMHEHHOE JENN0) C TaKMM pacyeToM, 4roObl 00beM Jena (ToMa) He
npebiasl 250 nUCTOB (MyTEM CIIMBKM MATE€pUAIOB WHIMBUAYAIBHBIX JEJNT MO TOAaM
YBOJILHEHUS ),

— pacnoJlaraTb Marepuaiibl MHIMBUAYAIbHBIX JET B NOpeleiax Jaena (Toma) B
andaBuTHOM TOpsaKe (MOYaMUIIBHO), OTAEHAS MaTEPUAIbl, OTHOCSIIUECS K Pa3HBIM
WHAUBUAYAIBHBIM JE7IaM, YACTBIM JIACTOM OyMaru ¢ yka3aHueM Ha HeM (paMIIiu, UMEHH
Y OTYECTBA COOTBETCTBYIOLIETO YBOJICHHOTO COTPY/IHUKA,

— cHa0XKaTh Kaxa0€ OOBCIAMHEHHOE JEJI0 (TOM) BHYTPEHHEH OIMUCBIO C
NEPEUNCIICHAEM (DaMUIIHA, UMEH M OTYECTB M YKA3aHUEM HOMEPOB CTPAHMLL, B MPEACIIax
KOTOPBIX PACMOJIOKEHBI COOTBETCTBYIOIIUE TOKYMEHTHI.

5.4. llepenava NTUYHBIX AC]I B APXHB OCYIIECTBISIETCS HE MO3JHEE TPEX JIET MOCIE
3aBEPIICHUS MX B JEJIONPOM3BOJACTBE B COOTBETCTBMM C rpaduxom. [IpeaBapurenbHO
CHELMATMCTOM KaApPOBOM CITy>KObl MPOBEPSETCS MOJHOTA W MPABUIBHOCTH MOATOTOBKH
JUYHBIX A€ K Tmepenave. BbuISBIECHHBICE TpPHU TPOBEPKE HEOOCTATKA YCTPAHSIOTCS
CHELMATMCTOM KaapoBOil ciyxObl. llepemaya w mpueM OPOU3BOAATCS IO OMHMCH C
OPOCTAHOBKOWH OTMETOK O HAJTMUMM JIMYHBIX JCTT.

5.5. JluuHble nena PyKOBOAMTENEH OOpa3oBATENbHBIX OpPraHM3alMii HMMEIOT
NOCTOSIHHBINA CPOK XPAHEHUSI.

6. OTBeTCTBEHHOCTH paboToAaTe/ A H PA0OTHHKA

6.1. PaGoTHrKM 00s3aHBI CBOEBPEMEHHO MPEACTABIIATH CBEICHUS 00 N3MEHEHUN CBOMX
NEPCOHAIBHBIX JAHHBIX, BKIIFOYEHHBIX B COCTAB JIMYHOIO ACTA.

6.2. PaboTonarens o0ecneunBacT:

— COXPAHHOCTb JIMYHBIX Ae]T PAOOTHHUKOB;

— KOHPUACHIMATBHOCT CBEJACHUM, COAEPIKAIMXCS B JINYHBIX JIeTaX PaOOTHHKOB.

7. IlpaBa padoroaaresss 1 palOTHHKA

7.1. PaOOTHHUKYM UMEIOT MPABO:

— MOJTy4YaTh MOJHYIO HHpOpMaIHIO 00 00padOTKE CBOMX MEPCOHAIBHBIX TAHHBIX;

— MOJTy4YaTh JOCTYI K CBOMM MEPCOHAIBHBIM JTAHHBIM;

— MOJTy4aTh KOMUH JTOKYMEHTOB, XPAHSALIUXCS B JINUHOM JIETIE;

— TpeOOBaTh WUCKIIFOUCHHS WJIM MCIPABJICHUS HEBEPHBIX U HEMOJIHBIX (MCKAXKEHHBIX)
CBOMX MEPCOHAIBHBIX JAHHBIX.



7.2. PaboToaaresib UMEET MPaBo:
— oOpabarbIBaTh MEPCOHANBHBIE JaHHBIC PAOOTHUKOB, B TOM YMCJIE M HA DJCKTPOHHBIX

HOCHUTEIISIX;
— 3anpammBarh OT paOOTHUKOB WH(OPMAIKIO0, HEOOXOAUMYIO JJisi BEIACHUS JIMUHBIX

Jen U 00padOTKN NEPCOHATIBHBIX JAHHBIX.



