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BC/ICHU S JIMYHBIX /Ie] pa0OTHHKOB
My ILHOI0 G10/KCTHOr0 001e06pa30BaATEHLHOI0 YU CA/ICHHS
epe;teii 00meodpazoBaTeIbHON MKOIBI ¢.IiHr-Xem

1. O6mue noJroxenus

Hactosiui o niblii akT OUpe)CIseT NOPSJIOK BCICHHS, YICTa W XPAIICHHS JIMIHBIX
A padoTHIKOB  MyHHIMIAILHOIO  BI0JPKETHOrO 06111e00pa30BATCILHOIO  YYPCHK(CHIS
CPCJUICH  001ICOOpa30BaTCILION  mMKOJIBl  ¢.Dmur-Xem  (asce obpazoBarcibuas

()p]‘ﬁHM',{alUlﬂ).

1.2, llopsyiox paspaboran B coorsercrsru ¢ TpyjioBeiM xojickcom PD, dejrepansiniv
sakoroM o1 27.07.2006 Ne 152-®P3 «O 1epCOHANBHBIX JAHHBIX», MCTOJMYCCKUMY
pekomeranusvn Pocapxusa, Ykasom lpesunenra or 30.05.2005 Ne 609 «O6 yriepxicuun
Hogokenust 0 1epconaibuplX  JIANHBIX  TOCYIAPCTBEHHOTO  CIIYXKANEro  Poccuickoi
Bcicpatmy M BC/ICHUM CIO JIMYHOIO  Jiella), KOJUICKTUBHBIM JIOIOBOPOM M yCTaBoM
00pa3zoBATCILHON Oprain3aluu.

2. ®opmupoBanne JAIHBIX eI padOTHUKOB

2.1. GopMupOBAHKC JIHUITONO JciIa PabOTHIKA IPOU3BOHUTCS PAOOTHHKOM, Ha3HAYCHILIM
JIPCKTOPOM 00pa3oBatC:bHOM Opramu3auy (ajJee — OTBETCTBEHHBIA 32 BCJICHUC JICI).
Jluanoc jieiio opyupyeres He 103)1HCe ISITH pabodrX JIHCH CO IS 3aKIOUCHIS TPYIIOBOIO
JIO10BOPA M TOLILKO HOCIC HOXIYHCHHS 0T paboTHHKA corllacusi Ha 06paboTKy cro
HEPCOHATHLHBIN [ [@HHLIN

2.2 Hpn nocty e na padoTy paboTHUK UPCIOCTaBiseT (P HAIAYHN):

o LIACHOPT MM MHOH JIOKYMCITT, YJIOCTOBCPSIONTEE JIHIHOCTE;

o agrobuorpadguio;

o 3ASBJICHUC O LIPUCMC HA paboTy;

e JIOKYMCHT, KOTOPBIH 110][TBCPIKIIACT PCTHCTPAIMIO B CHCTCMC I IHBH)(YAIBIIOI0
LICPCONUBUITMPOBAHHOIO yUCTd, B TOM YHCTIe B QOPME 3ICKTPOHHOIO JIOKYMCHTA,
;MO0 CTPAXOBOC CBUJICTCIBCTBO I'OCYAPCTBEHHOr0 IEHCHOHIION0 CTPAXOBANHS, 32
HCIGHOUCHHCM CIIy4dCB, KOIj[a TPYJIOBOHM JIOTOBOP 3aKIII0YaCTCsl BIICPBBIC;



e WACHTH(UKAIIMOHHBII HOMEP HAJIOTOILIATEIIBIINKA,

e JIOKYMEHT BOMHCKOTO y4eTa (Jiisi BOCHHOOOS3aHHbBIX JIHII);

e JIOKyMEHT 00 00pa30BaHuUH;

e aTTECTAIIMOHHBIN JINCT,

e CIpaBKy O HaIW4UH (OTCYTCTBUU) CyAUMOCTH U (1in) akra yroJlOBHOTO
MpecIieIOBaHNUS;

e TPYAOBYIO KHIKKY M (WJIN) CBEJCHHS O TPYAOBOM JICITEIBHOCTH, KPOME CITydacs,
KOTJ]a pa0OTHHUK PUHUMACTCSI Ha PabOTy BIICPBBIC WIIM HA YCIOBHSIX
COBMECTHUTEJIbCTBA,;

e MEIHMIIMHCKYIO KHIKKY;,

e CBHJIETEILCTBO O Opake;

e CBUJICTEIBCTBO O POXKICHUU JICTEH.

2.3. O6pa3oBaTenbHAasE Opranu3anus o(GopMIIseT:

e TMpHUKa3 0 mpueMe Ha paboTy (0 MepeMenIeHUH Ha PYrue J0JDKHOCTH);
e TpPYIOBOH JOTOBOP B ABYX IK3EMILIAPAX;
¢ JIOJDKHOCTHYIO MHCTPYKLIHIO.

2.4. TleperuHoe oopMIIeHHE IMIHOTO JIENIa TIPeayCMaTpHUBaeT:

a) IPUCBOEHKE JTMYHOMY JIENTy HOMEPA COTIACHO KYPHAIY YUETa IMUHBIX e (IpUI0KEHHe
Ne 1);

0) pocTaBcHHE Ha 00JI0XKKE IMIHOTO Jeia (mpruaoxerue Ne 2) clieayroImnuX peKBU3HTOB:
UHJEKC Jiena (B COOTBETCTBHH C HOMEHKIIATYPOH Jies1 00pa30oBaTelIbHOM OpraHu3aIliim);
MOJIHOE HANMEHOBAaHUE 00pa30BaTe/IbHOM OpraHu3aiK; HOMEpP JHYHOTO Jeia; (haMUITHsT HMsI
OTYECTBO PabOTHHKA B MIMCHUTEILHOM IMAJICKE; AaThl — O/l HaYajIa M Il OKOHYAHHUS
BEJICHHUA JIe/Ia; KOJMYECTBO JINCTOB; CPOK XPaHEHHMS;

B) IMOMEIICHUE JOKYMCHTOB, IOJICKAIINX XPAaHCHUIO B COCTaBE JIMYHBIX JICII, B
XPOHOJIOTHYECKOM HOPAOKE.

e BHYTPEHHSS ONMUCH JOKYMEHTOB jena (mpusoxenue Ne 3);

e JIMCT C OTMETKaMH 00 03HAKOMJICHHH PabOTHHKA C IEPCOHATBLHBIMH JAHHBIMH U3
augHoro naena (nputoxenue Ne 4);

e JIMCT C OTMETKAaMH O pe3yJibTaTax eKEroHON MPOBEPKH COCTOSHHS JIMIHOTO Jeia
(mpusoxxenue Ne 5);

e JIMYHBIH JIUCTOK MO YYETY KaapoB MK aHkeTa (rmpunoskerust Ne 6 u Ne 7);

e aBTOOHMOrpadmusi;

e 3asBJICHHE O MMpHEME Ha paboTy;

e MPUKa3 0 IpUeMe Ha paboTy;

e JIOJDKHOCTHASI MHCTPYKITHS;

e TPYAOBOM JOTOBOpP;

e JIOTOBOP O MOJHOM MaTepHaIbHOW OTBETCTBEHHOCTH (€CITH PAaOOTHHUK —
MaTepHUaIbHO OTBETCTBEHHOE JIHIIO);

e XapaKTEPUCTHKU U PEKOMEH/IATEIbHbIE MTHChMA;

o <..>

2.5. JIucThl JOKYMEHTOB, IOMEIIECHHBIX B JJUYHOE JIEI0, MOAJIeKAT HyMepaIiu.



2.6. JIokyMeHTBI IOMEIIAIOTCS B MMANKY-CKOPOCIIUBATeNb. [Ipy yBoIbHEHNH paOOTHUKA AEIIO0
MIPOIITUBACTCS HUTKAMU U CIACTCS B APXUB.

2.7. BHyTpeHHss OUCh JOKYMEHTOB, UMEIOIIUXCS B JIMYHOM JIeNe, JOJDKHA COIEPKATh
CBEJICHUS O NOPSIKOBBIX HOMEPAX, HAMMEHOBAHUX JOKYMEHTOB JI€JIa, KOJIMYECTBE JINCTOB,
JlaTax BKJIIOYEHUS JOKYMEHTOB B JIMYHOE JIEJI0 U U3BATHS U3 JI€J1a, & TAKKE KEM U3BAT
JOKYMEHT U 10 KaKOW IIPUYMHE.

2.8. BHyTpeHHSISI OITUCH COCTABIISIETCS HA OT/ACIBLHOM JIUCTE M0 YCTAHOBIICHHOU (hopMme.
JIuCTBI BHYTPEHHEN ONIMCU HYMEPYIOTCS OTIENBHO.

2.9. [Ipu moaroToBKeE JIMYHBIX J€T K TIepeiavue Ha XpaHEHHE K BHYTPEHHEH ONUCH
COCTaBJISIETCS UTOTOBAs 3aMKCh, B KOTOPOH yKa3bIBaeTCs HUPpPaMU U IPOMHUCHIO KOJIUYECTBO
BKJIFOYEHHBIX B HEE IOKYMEHTOB M KOJIMYECTBO JIMCTOB JIETIA.

3. Beienue JINYHBIX /ieJ pA0OTHUKOB

3.1. JInurOE A€o BeNeTCs B TeUEHUE BCETO Meprojia padoThl pabOTHHUKA 00pa30BaTEIbHOM
OpraHH3aIIH.

3.2. Benenune muuHOTO JIea pabOTHUKA IPEIyCMaTPUBACT TIOMEIICHHE B JICJIO JJOKYMEHTOB,
00pa3yromuxcs B mporecce pabodeit eI TeTbHOCTH U UMEIOIINX 3HAUYEHUE JUTSI TPYIOBBIX
OTHOILEHUM:

e JIONOJIHEHUE K JINYHOMY JIUCTKY I10 Y4YETY KaJpoB;

e JIONOJIHUTEINIbHBIE COTJIAIIEHUS K TPYJOBOMY JI0TOBODY;

e KOIMH MPHUKA30B I10 JIUYHOMY COCTaBY, KOTOphIE KacaloTcs pabOTHUKA,;

e OT3bIBBI JIOJDKHOCTHBIX JIUI] O paOOTHUKE;

e KOIMH JOKYMEHTOB O MOBBIIICHUH KBATU(PUKAIUY,

e KONHUH CEPTHU(PHUKATOB, FPaMOT;

e JIMCT — 3aBEPHUTEIIb Jiesia (COCTABIIAIOT MPH ClIaue JIMYHOTO JIejia B apXHB);
e UHbBIE JOKYMEHTHI.

3.3. B nmuuHbIC Ne1a HE TOMEIIAI0TCS IOKYMEHThI, HMEIOIHE BTOPOCTEIIEHHOE 3HAUCHHE.
Takue nokymeHTHI XpaHsaTcs B oTaebHOM jere Ne 4-09 «/lokyMeHThI, He BOIIE/IIINE B
COCTaB JUYHBIX JEID».

3.4.Pab0oTHUK 3HAKOMUTCS C JTUYHBIM JICJIOM B TEUCHHUE TPEX paboUYMX JHEH C JaThl
MOJIy4eHUsI OTBETCTBEHHBIM 3a BEJICHHE JIEJN 3asiBJIICHUs ¢ IPOChO0i 00 o3HakomiieHuu. OO
ATOM JIEJIAETCsl OTMETKA B JINCTE 03HAKOMIICHUS paOOTHHKA C JIMYHBIM JICJIOM.

3.5. O3HakoMIIEHHE C ACJIOM ITPOUCXOIUT UCKITHOYUTCIILHO B KaOMHETE OTBETCTBEHHOIO 3a
BCIACHUC ICT U B €TO IIPUCYTCTBHUU. 3anpemaeT05{ BBIHOC J€J1a U3 KaOMHeTa.

3.6. Brimaua konmii JOKYMCHTOB U3 JIMYHOI'O J€JIa TPOU3BOJUTCA 110 TUYHOMY 3asIBJICHUIO
pa6OTHI/IKa " C pa3pCHICHUA JUPCKTOpPA. Konun JAOKYMCHTOB JOJI’KHBI OBITH 3aBCpPCHBI U
MpEAOCTABJICHBI paGOTHI/IKy B TCUCHHUC TPECX JHEeH co IHS MoJayd 3asBJICHUS.

3.7. U3bsatue OTACJIbHBIX JOKYMCHTOB U3 JINYHOTO JCJIa ITPOU3BOJUTCA C PA3pCHICHUA
AUPCKTOpa O6pa3OBaTCHLHOﬁ opraHusanuvu ¢ O(I)OpM.HeHI/IeM COOTBCTCTBYIOH_ICﬁ 3allicCu B



rpade «lIpumedanue» BHyTpeHHeH onuch. [Ipu BpeMEeHHOM U3BATHN JOKYMEHTA Ha €ro
MecTo (MEX/Ty JIMCTAMU COCEJHUX JJOKYMEHTOB) BKJIQJIBIBACTCS CIIPaBKa-3aMECTUTEIh C
YKa3aHMEM JaThl U IPUYMH U3BATHS C IIOAIUCHIO JMLA, BBIJABILIETO JOKYMEHT, U ITOANKCHIO
JIMLA, ITOJIYUBILIErO €ro BO BPEMEHHOE II0JIb30BAHHUE.

3.8. B nemsax obecnedeHuss KOHTPOJIS 32 COXPAHHOCTBIO U aKTYaJIbHOCTBIO JIMUHBIX JIENT B
00pa3oBaTeNIbHON OpraHu3alii €KEroTHO TPOU3BOIUTCS IIPOBEPKA UX HATTMYHS U
COCTOSTHHSL.

3.9. ExxeroHyto mpoBepKy COCTOSHHSI JIMYHBIX JICJT HA TIPEIMET COXPAHHOCTH BKIIFOUEHHBIX
B HCT'O JOKYMCHTOB IIPOBOJUT CIICIHUAJIBHO CO3aHHAsA KOMUCCHS. O MPOBCACHHBIX
MPOBEPKAX JIEJIAETCsl OTMETKA B JINCTE O pe3yiibTaTaX €KeroHOU MPOBEPKU COCTOSIHHS U
HAJIMYMUS TUYHOTO Jiena (mputoskenne Ne 5) u cocraBisieTcs akT. Pe3ynbraTel mpoBepKu
JUYHBIX JIe]T B 0053aTEIbHOM MOPSAKE JOBOJISATCS IO TUPEKTOPa 00pa3oBaTeIbHOM
OpraHu3aIuy.

4. XpaHeHue U y4eT JIMYHBIX e/l pA0OTHUKOB

4.1 XpaHeHue U y4eT JUYHBIX Jiel paOOTHUKOB 00pa30BaTeIbHON OpraHU3aluu
OpPraHMU3YIOTCS € LENbI0 OBICTPOTO MOUCKA JIMYHBIX A€, 00eCIeueHUsI UX COXPAaHHOCTH U
KOH(UIEHIIMATBHOCTH CBEJIEHUH, COAepKAIUXCS B TOKYMEHTaX JJUYHBIX 1€, OT
HECaHKIIMOHUPOBAHHOIO JIOCTYTIA.

4.2. Jlnunbie 1ena pabOTHUKOB XPaHATCS Y OTBETCTBEHHOTO 3a BEACHHUE JIe B CHCIUAITBHOM
METaJUTHYECKOM ceiide.

4.3. JlocTyn K JIMYHBIM JielaM pabOTHUKOB UMEIOT TOJILKO OTBETCTBEHHBIN 3a BEACHUE JIe] U
TUPEKTOP 00pa3oBaTeIbHON OpraHU3aIiy MO0 €ro 3aMeCTUTENHU PU UCTIOTHEHUH
00s3aHHOCTEH TUpeKTopa 00pa3oBaTeIbHOM OpraHU3aIiu.

4.4. CucremaTu3anus JIUYHBIX JIe]1 paOOTHUKOB IPOU3BOIUTCS B ai(haBUTHOM TOPSIIIKE.
5. OdopMieHne JUYHBIX e PAOOTHUKOB IepeN cAavyeid B apXuB

5.1. OdbopmieHHE IMYHBIX JCIT IS TIEpPeiadd B apXUB MPOU3BOJAUTCS OTBETCTBEHHBIM 32
BeJICHUE JIeN. DTa MpoLeaypa BKIYaeT:

e MOMIHUBKY (TEpeIuieT) Aena;

e YTOYHEHHE HyMEPAIMH JINCTOB JIEJa,;

e cocraplieHME JucTa-3aBepurents (npuaoxenune Ne 8);

e cocraBiicHHe (YTOUYHEHHE) BHYTPEHHEH OIHUCH;

e BHECEHHE YTOYHECHUH B PEKBH3HTHI JIUICBOI 0OJI0KKH Jea.

5.2. Jluct — 3aBCPUTCIIb ACJIa JOJLKCH NMOAINCATh €0 COCTABUTCIIb, ITPU 3TOM ACIIACTCA
pacmn(prBKa JAOJDKHOCTHU U IOAIINCH, ITIPOCTABJIACTCA AaTa. B nmponecce UCroJIb30BaHUA
APXHUBHBIX JOKYMCHTOB B JIMCTC-3aBCPUTCIIC ACIA0OTCA COOTBCTCTBYIOIINEC OTMETKHU.

Ecnu neno noammro 6e3 mucTa-3aBepuUTes, TO €ro CIeAyeT HaKIeUTh Ha BHYTPEHHIOO
CTOpPOHY OOJIOKKH Jena.



5.3. C uenbto obecrieyeHust COXPaHHOCTH JINYHBIX JIeJT PEKOMEHIYeTCs:

e 00BEIMHATH MHAWBUIYaIbHbIE JTMYHBIE J€1a YBOJCHHBIX pAOOTHUKOB B OJIHY
00110%kKy (00BbEAMHEHHOE /I€JI0) C TAKUM pacueToM, uToObl 00beM jeia (Toma) He
npessiian 250 aucToB (MyTeM CINHBKHA MaTepHaiOB WHIMBHYaIbHBIX JE [0
roJ[aM YBOJIbHEHHS);

e pacmoJiarath MaTepPHAIIbl HHANBHUIYAIbHBIX JIEJ B TIpeaesax aena (Toma) B
angaBUTHOM TIOpsiIKe (M0(paMUIIBHO), OTACIISISE MaTEPHAIIbI, OTHOCSIIHECS K
Pa3HBIM WHAMBHUIYAILHBIM JIE€JIaM, YUCTBIM JIHCTOM OyMaru ¢ yKa3aHHeM Ha HEM
(baMuITiK, IMEHH M OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPY/IHUKA,;

e CHaOXaTh KaXkI0€ 00bEAUHEHHOE 10 (TOM) BHYTPEHHEH OMHUCHIO C
nepeynciieHreM (GaMuIni, IMEH U OTYECTB U YKa3aHHEM HOMEPOB CTPAHHII, B
npejesiax KOTOPBIX PACIIONOKEHBI COOTBETCTBYIOIIHE JOKYMEHTHI.

5.4. Tlepenaya TUYHBIX JIE]1 B apXUB OCYLIECTBIISIETCS HE MO3HEE TPEX JIET MOCIe
3aBepUICHUS UX B JEJIONPOU3BOICTBE B COOTBETCTBUU ¢ rpadukom. [IpeaBapurensHo
OTBETCTBEHHBIM 32 BEJCHUE JIEJI IPOBEPSIETCS MOTHOTA U MPABUIBHOCTh MOATOTOBKU JIMYHBIX
JielT K repeniade. BolsBIeHHBIE TP MMPOBEPKE HEJOCTATKU YCTPAHSIIOTCSI OTBETCTBEHHBIM 32
BeneHue nen. [lepenaya u npuemM Npou3BOASTCA MO OMUCH C MPOCTAHOBKOM OTMETOK O
HaJIMYUU JTAYHBIX JIE.

5.5. JInunble nena pabOTHUKOB, 3aKOHYCHHBIE JIeTI0pon3BoicTBOM Jio 1 saBaps 2003 rona,
xpansarcs 75 ner, nocne 1 saBaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH padoToaaTeisi H padOTHUKA

6.1. PaGoTHrKM 00pa3oBaTeIbHON OpraHu3aIii 00s3aHbl CBOCBPEMEHHO MPECTABIATh
CBe/IeHUS 00 M3MEHEHUH CBOMX TEPCOHAIBHBIX TAHHBIX, BKIFOYCHHBIX B COCTAB JIMYHOTO
nena.

6.2. OTBETCTBEHHBIN 3a BEJACHHUE JIe]1 pAOOTHUKOB HECeT MTUCIHUIIMHAPHYIO M HHYIO
OTBETCTBEHHOCTbH 3a pasriaiicHiue KOH(UIESHIINATbHBIX CBEICHUM, COACPKAITUXCS B TMIHBIX
JieNax, U 3a UHbIC HAPYIICHUS MOPSAKA BEICHUS JTUYHBIX JIC]I.

7. lIpaBa pa6oTonaresisi 1 padOoTHUKA
7.1. PaGoTHHKH 00pa30BaTEIbHON OpPraHu3aIii UMEIOT MPaBo.

e [I0JIy4aThb IOJIHYIO I/IH(I)OpMaI_[I/IIO 00 06pa60TKe CBOMX IEPCOHAIBHBIX JAHHBIX,

e MI0JIy4yaTh JOCTYH K CBOMM IEPCOHAIBHBIM JTAaHHBIM,

e [I0JIy4aTh KOIMHU JOKYMECHTOB, XpaHsIIUXCs B JINYHOM JOCIIE,

. Tpe6OBaTI> HCKITFOUCHUS NN UCIIPABJICHUA HCBCPHBIX U HCIIOJIHBIX (I/ICKa)KeHHBIX)
CBOUX IICPCOHAJIBHBIX TaHHBIX.

7.2. PaboTomaTens uMeeT Mpaso:

. O6pa6aTLIBaTL NEpCOHAIILHBIC TaHHBIC pa6OTHI/IKOB, B TOM YHCJIC 1 HA
3JICKTPOHHBIX HOCUTEIIAX,



e 3ampaimmrBaTh OT PAaOOTHUKOB MH(OPMAIIHIO, HEOOXOIUMYIO /ISl BEACHHS INIHBIX
nen 1 00pabOTKH MePCOHATBHBIX JaHHBIX.



