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floroxeHue
o rropflAKe BeAeHrrfl JrrrqHbrx AeJr pa6oTH[KoB

1. O6rrlrle rroJroxeurrfl
1.1 Hacr:osulee noJIo)KeHI{e onpeAeJrrer rroprAoK Berennfl. Jrr.rqHr,rx AeJr rreAaroroB u
corpyAHI,IKon n MB,{OV <,{etcxufi ca.q <Oprenorl c. 9racreutxoe> (4alee - lercxufr ca;;-).

7.2. Jlurtmoe AeJro pa6oruuxa - coBoKy[Hocrb AoKyMeHToB nepcouaJrbHoro yr{era, coAepr(atrlr4x
cBeAeHlrfl o pa6oruuKe rr eto r:py,uonofi ,qerreJrbHocrr.r.
1.3. IlonoNeHr{e pa3pa6orano B coorBercrBvru c TK, (DeaepirJrbHbrM 3aKoHoM or 21.07.2006 }l'e
I52 KO flepcoHanbHblx AaHHnx>>, MeroAuqecrraMr{ peKoMeHLarJuflMLt Pocapxuna, Yra3olr
flpesugeura ot 30.05.2005 Ns 609 <06 yrnep)KAeHura floroxenus o repcoHaJrbHbrx AaHHbx
rocyAapcrBeHuoro cnyxarrlero Pocczftcrofi Oe4epaquu u BeAeHr,ru ero Jrr4rrHoro .{eJra)),
KonneKTLIBHhIM AoroBopoM I{ ycraBoM MBAOy <,(ercnuft cag <OpneHoK)) c. rlucrenrxoe>.

2. (DopvrnpoBaurre flurrHbrx ge.n pa6orHrrKoB
2.1. OopuupoBaHl,Ie JILIqHoro 4ena pa6orHr,rKa rrpou3BoAr.rrcs He [o3AHee naru pa6ovux 4ueft
co AHs 3aKJrrorreur{, TpyAoBoro AoroBopa r,r roJrbro rrocJre fioflyr{eHr.r, o:r pa6oruuKa cotJracfls
ua o6pa6orry ero [epcoHaJrbHbrx AaHHbrx.
2.2. flpu rocryrneHvru Ha pa6ory corpyAHr,rK rpeAocraBnrer (npu ualuuuu):
- nacnopr ulu uruofi, AoKyMeHT, y.4ocroBepsrcrqrfi rr.rqHocrb;

- anro6uorpa(pnro;

- 3arBJreHr.re o npI,IeMe Ha pa6ory;

- cTpaxo Bo e cBil AeTeJIbCTBO rroHCr,IOHHOrO CTpaXOB AHVfl,; .

- u4enrraSr,rKarlprouHbrfi uouep HaJrotorrJrareJrbrrlr.rKa;

- roKyMeHT BorrHcKoro yqera (gnx eoeunoo6xgaunux nuq);
- AoKyMeHr o6 o6pasoBaHuv;

- arrecrarluonsrrft Jrlrcr;

-cnpaBKy o Hutvtquu (orcyrctnuu) cy4raivloctu u (utru) (laxra yroJroBHoro rpecJreAotarurtx;
- rpyAoBylo KHr{xKy;

- MeAr{qr.rHcKyro KHr{xKy;
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- cBr.rAereJlbcrBo o 6paKe;

- cBI4AeTeJIbcrBo o pox(AeHI4I{ Aerefi.
2.3. Pa6oroAarenb o$oPrralxer:

- nr{qHylo KaprorIKY J\b T-2;

- nprrKa3 o rpr4eMe Ha pa6ory (o nepenaeqe]P^:ail HaApyfl4e 4olxtuocru);

- rpygonofi AoroBop B AByx gK3eMrlnflpax;

- AOJIII(HOcrHyIO [IHCTpyKUI4IO.

2. 4 . llepwtunoe o Q opM JIeHI{e rHtlHolo Aena npeAycM arpLIB aer :

a) npucnoeHrle Jrr.rrrHoMy Aeny HoMepa corJracHo xypHany yrreTa nI{qHbIx AeJI;

6) npocraureHr.re na o6lox<r<e JrlrqHoro 4era (upr.uoll(eHlle Nll) cleayioul4x peKBI43I'IroB:

,rlln" gena (n coorBercrBr4r,r c HoMeHxrarypofi ael AOY); rIoJIHoe HaI'IMeHoBanue [OY;
HoMep JrrrqHoro Aena; $attulut I4Mfl orr{ecrno pa6oruuKa B IIMeHI{TeJIEHoM naAe)I(e; Aarbl - loA

rraqaJra 14 l-oA oKoHtIaHI4fl BeAeHI{S Aena; K0JII4r{eCTBO nI4CTOB; CpOK XpaHeHI4fl;

n) nOtterqeHple Ao(yMeHTOB, nOAneXaIqpIx xpaHeHI'IIO B COcTaBe JII4r{HIIX AeJI, B

xpoHonorflqecKoM IIOpaAKe :

BHyrpeHHrIq otlucb AoI(yMeHToB Aena (npulorxeuue J\o 2);

3aflBJIeHI4e o npl4eMe Ha Pa6orY;
anro6uorpa$ut;
KonLIq np[IKa3a o flppleMe uapa5ory;
corJlacue na o6pa6orKy rlepcoHaJlbHblx AaHHbIx ;

rr4qHafl KaprorlKa Nl T-2;
rpy.uonofi AoroBop;
AoKyMeHT o6 o6Pasonar:,z,u;

AotoBop o nolnofi uarepualrHofi orBercrBeHHocrl4 (ecnu pa6oruux - MarepI'IaJIbHo

orBercrBeHuoe nuqo);
cnpaBKy o Hzururrr{H (orcyrcrrura) cyaunocru u (uttu) Saxra ylonoBHolo [pecneAoBa[I4fl

Jrllcr c orMerKaMr4 o pe3ynbrarax eNeroAsoft ilpoBepxl{ cocroflHufl JII'IrIHOlo Aena

(npuroxeuue Ns 3);

.nlrcr c orMerKaMH o6 osHaxoNa re1r4t4 pa6oruura c Jrr,rqHbIM AenoM (npulox<eHue Nl 4).

2.5.IIucrtI IoKytvIeHToB, IIoMslIIeHHbIx B ltur{Hoe AeJIo, noAJIex(aT HyMepaqua'

2.6. [oxl,rrgHTLI tIoMelllaroTc.f, B naflKy-cxopoclxliBaTenr' flpu yB3JIF'HeHHa pa6oruuxa

npouHBaroTcfl HI{TKaMu u cAarcTCS B apXI'lB.

2.7.BnytpeHHf.g O11IIcb AOKyMSHT6B, HMeIoIII{xc, B IurIHoM AeJIe, AOnXHa CoAep}I(aTb

cBeAeHr4fl o [oprAKOBbrX HOMepax, Har.rMeHOBaHI4f,X AOKyMeHTOB AeJIa, KoJIIrqecTBe rIucToB'

AaTax BKITOT{eHUq AOKyMeHTOB B Jrr,IqHOe Aeno I,I Ll3'.:E.flTl1lfl. V3 le[ra' a TaKx(e KeM I436qT AOKyMeHT

u uo xaxofi npuquHe.
2.8. Buyrp e1Hflfl,oflrrcb cocraBJrflercs Ha orAenbHoM rII'Icre rlo ycraHosreHHofi rfopvre. Ilucrsl

Br{yrpeHHefi ouucu HyMepylorc, orAeJIbHo.

2.g.lIpuIIoAroToBKe JIIITIHIIx Aen K flepeAaqe Ha xpaHeHue K BHyTpeHnefi onucu cocraBlqeTcq

r,rrotoBa, 3a[r.rcb, n xoropofi yKa3brBaercx qu(rpaun u flporrflcblo KoJII4qecrBo BKnIoLIeHHbIx B

Hee AoKyMeHTOB I,I KOJII'IqecrBo JII{CTOB IeJIa.

3.1. Jluquoe Aeno

AOv.

3. BeAesue rutlHblx AeJI pa6orHllKoB

BeAeTcf, B TeqeHLIe BCefO llep1ao.qa pa6o:rg KaxAOro fleAarola u coTpyAHI4Ka

3.2. flarr.,lc,eftruee BeAeHI'Ie rl'IqHoro Aena

AoI(yMeHToB, o6pa3ylotqlIxcfl B rrpol\ecce

TpyAoBbIx oruoruenufi:

- AO rronHI4TeJIbHbIe coI'JIaIrIeH I4q K Tpy,4OBOMy AOTOBOpy ;

- Konu14 [pI4Ka3oB tlo [pIr{HoMy cocTaBy, KoTOpbIe KaCaIoTcfl pa6o:ruura;

- KotI[IH AoKyMeHToB o [oBbIIIreHI'II'I KBaJl]lQuxaquu;

- KonIrIa ceprn$uxaron;

pa6orHuKa rlpeAycMarpplBaer noMeIrIeHIae B Aeno

pa6oueft AeflTeJlbHoc"tu u IrMeIouIHx 3HaqeHI4e r,n'l
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- JTI4CT - 3aBepI,ITeJIb AeJIa (COCTaUmOT [pI,I CAar{e JII,I.IHOIO Aeila B apxran);

- r,rHbre AoKyMeHTbI.
3.3. Brrla.ra Konl,rfi AoKyMeHToB r,r3 rurrHoto .{ena [poI43BoAI'ITcg no n[r{HoMy 3a.flBreHl4lo

pa6orHr,rKa r,r c pa3perrreHr{s 3aBe.{yrcqero. Ko[IlI{ AoKyMeHToB AoJIxGbI 6bITb 3aBepeHbl I'I

npeAoCTaBJIeHbI pa6oTHuKy B TeqeHLIe Tpex AHefi co AH, IIOAaqI'I 3aflB1eHufl.

3.4. LIz.tstue orAenbHbrx AoKyMeHToB r43 JILIqHoro Aena npoll3BoAl4Tcfl c pa3peureHl'iq

3aBeAyroqero AOy c oq)opMneHr4eM coorBercrByloueft 3ailvcLt B rpa$e <IlpuueuaHae>

BHyrpeHHefi. ortucu. IIpu npeueHHoM pr3:.lflTkrkt AoKyMeHTa Ha ero Mecro (rvreN4y JIflcraMI4

coceAHr.rx AoKyMeHTor) rrla4rrBaercs cilpaBKa-3aMecrllTeJlb c yKa3aHI{eM Aarbl u npI4qI'IH

ug:r,fl^tug. c lloAnr,Icbro JII4rIa, BbrAaBlrrero AoKyMeHT, 14 IIOAIII4CbIO JII4Ua, IIonyql',IBllieIo elo Bo

BpeMeHHOe IIOnb3OBaHlre.

:.S. g UeJrsx o6ecueqegp1g KoHTporflsa coxpaHHocrblo I4 aKTyaJllHocrblo JIH.IHLIX Aen n IOY
ex(eroAHo (ue uos4uee I rnapralaropLa, cneAyloqero 3a ortrernurra) npol{3BoAI'ITc{ [poBepKa lrx

IfaJTI'IqUfl I,I CO CTO.fl HI4'.

3.6. ExreroAHyro [poBepKy cocTorHr{.tr rurlHblx ,4en Ha [pe.(MeT coxpaHHocTI'I BKJIIoqeHHbIx B

Hero AoKyMeHToB rrpoBoAr.rr cnequaJrbHo co3AaHHa{ KoMplccux. O [poBeAeHHbIx [poBepKax

AeJraerc, orMerKa B Jrlrcre o pe3ynbrarax exeroAHofi uponepKl4 cocroaHlflfl u HaJil4qlz, JIpIr{Holo

Aena v cocraBrqerc.fl ar(T. Pesylmaru npoBepl(Ia JIHqHbIx Aen B o6qsareruHoM nopnAl(e

AoBoAflrc.s Ao 3aBeAyloiqero AOV.

4. Xpauexrue tr yqer JrlrrrHblx ge.rr pa6orHI{KoB

4.1 XpaHeuue Ia yqer Jrr{r{Hr,rx Aen neAaroroB I4 corpyAHpIKoB oplaHa3y}orcrl c rlenEIo 6rtcrporo

nol{c6a rrdqHbrx Aen, o6ecne.reHr.rs t4x coxpaHHocrll Lt t<oHtpra4euql4aJlE,Hocrl4 cseAeHufi,

coAepxaur,1lxcs.B AOKyMeHTaX Jrr,rrrHbrx.ueJI, oT HeoaHKIII,IOHIIpOBaHI{OrO AOCTyna.

4.2.Tpylosbre Kurrlr(Kr{, MeAr.rqr.rHcKr,re KHu)I(KII xpaHrrc.f, n cefi$e 3aBeAyloqero IOY.
4.3. ,{ocryrr K Jrr{rrHbrM AenaM pa6ornuroB LIMe}or 3aBe4ylotqufi z Aelonpol{3BoAlrrelr lu6o
3aMecTLITeJII{ 3aBeAylox{ero rrpu I4cIIoJIHeHLIu o6gsauuocrefi sane4yrorqefi AOy.
4.4. CucreMarv3apfl rgr{Hbrx 4el pa6oruprKoB npou3BoALITc, n a-n$anu:ruoM roprlAKe'

5. O$opu"rreHrre JrrrrrHr,rx AeJr pa6oTHHKOB rrepeA cAaqefi B apxHB

5.l.OSoprvrJreHr.re JrlrqHbrx Aen AJrfl fiepeAaqu B apxI,IB rIpoI43BoAI,ITcf, Aenonpol{3BoAHTeleu. 3ra
nporleAypa BKJIIoqaer:

- noArrraBKy (nepeuner) 4ela;
- yToqHeHLIe HyMepauI4I4 JII,ICToB ilena;

- cocraBJIeHI{e JILIcra-3aBepI'ITenfl (npunorrenue Nb 4);

- cocraBJlenne (yrouuenne) BHyrpeHHe fi, ottucu;

- BHeceHI{e yrouuenuft B peKBI43LITrI nurleBofi o6loNxu Aela.
5.2. IIVc.r- 3aBepr{Tenb AeJra Aon}r(eH noAll4caTb ero cocTaBLITeJIb, tIpI4 3ToM AeJIaeTcs

paculu(ppoBpa Aomr(Hocrr.r fl rroArrlrcfi, npocraBrsercs Aata. B flpouecce I4clorb3oBaHuq

apxI,IBHbX AOKyMeHTOB B Jrr,ICTe-3aBepLITene AenaloTc, cooTBeTcTByIOUile OTMeTKI4.

Eclu Aelo rroArrrr4To 6eg lucra-3aBepl,rrens, To ero cneAyer HaKJIeI4Tb Ha BHyrpeHHIoIo cropoHy

o6noxxra,qena.
5.3. C qenblo o6ecneqeullfl coxpaHHocrl4 JII4tIHbIx Aen peKoMeHAyerc,:

- o6r,e4rau frTb krHpLrBr,rAyzurbHbre JrprrrHbre Aena yBoneHHblx corpyAHEKoB B oAHy o6:toxtxy

(o6regraneHHoe AeJro) c raruu pacqeroM, qro6u o6:reu 4ena (roua) ue npensnran 250 JIpIcroB

(ny'rerrr oIIIIaBKI{ MaTepl{anoB I{HAl,IBI4AyanbHbIx Aen tro loAaM yaonsueuux);

- pacnojratarb MaTepkrutbr t4HIkrBuLyaJrbHbIx Aen B rlpeAeJlax lena (rorraa) a anSaBHTHoM

rroprAKe (no$alrulsno), orAenm Marepraanbl, orHoc.sull4ecq K pa3HbIM LtHLtrBIdLyanbHbIlvI

AeJraM, qr4crbrM JII4croM 6yuaru c yKa3aHI4eM Ha HeM $atutultuu, I'IMeHL LT orrlecrBa

cooTBeTcTByIOqero yBoneHHol-o coTpyAH[IKa;



- cHa6xarb KaxAoe o6re.qunennoe Aeno (rou) nnyrpeuHefi orplcblo c nepeqI4cJIeHI'IeM

Qauu"tuft, r,rMeH r,r orqecrB pr yKasaHr4eM HOMepOB CTpaHLIq, B rlpeAenax Koropblx pacloJlolKeHbl

coorBercTBylouue AoKyMeHTbI.
5.4. Ilepeaaila rI,IqHbIx Aen B apxl{B ocyqecrBnrercfl
r4x B AeJIorIpoI,I3Bo.{crBe B coorBercrB}ru c rpa(luxoru.

rrpaBr,rnbHocTb rIoAloToBKI,I JIIITIHbIX Aen K nepeAatle.

ycrpaHflIorc.fi Aenonpol{3BoA[ITeneM. flepega'ra n

rrpo craHoBro fi' orru ero K o HanI4rIt4 I'I JII{r{HbIx .4eJ1.

xpaHsrcfl 50 ner. Jlu'{ulte5.5. Iluquue Aena pa6oruzr<oB, 3aKOHqeHHbre AenOlpoE3BoACTBOM,

Aena 3aBeAylonrero AOy I'IMeIor rlocrorHHltfi cpox xpaueHllfl'

6 | rreAaroru pr 
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cBeAeHr4s o6

pr3MeHeHr4r,r cBorax [epcoHaJrbHbrx AaHHbIX, BKJIIOqeHHbIX B COCTaB JIpILIHOIO AeIa.

6.2. P aloroAareJlb o6ecuequsaer:

- coxpaHHocrb nplrlHbrx gel pa6ornl4KoB;

- r<Ou(fz4eHIII,IaJIbHocTb cBeAeHI,{fi, co4epxalq[xcs B JII{qHbIx Aenax pa6o:ruuxon'

' 7.-Ilpana pa6oroAareJrfl I{ pa6orunrca

7.1. Ileaarorl4 I4 corpyAHI'IKra IOY I4MeIor npaBo:

- [oryqarb ronHyro unQopruaqurc o6 o6pa6orxe cBoLIx repcoHanbHblx AaHHbIx;

- nonyqaTb AocTyrI K oBOI,IM [epcoHanbHblM AaHHbIM;
_IOIYIIATbKOIIUI,IAOKYMEHTOB,XPAHflIIIUXCflBJIPIIIHOMAENE;

-rpe6bearb r{cKJrrorr eHLrfl urru HcnpaBneHl4fl HeBepHbIx 14 HerIoJIHbIx (ucraxceHnux) cnoux

rrepcoHaJlbHblx AaHH6Ix.
7 .2. P a6oroAareJlb I,IMeer [PaBo :

-o6pa6arrrnarr flepcoHiurbHbre AaHHbre pa6oruuxor, B ToM rrI{cJIe v Ha sneKTpoHHbx

HOCI,ITEJI.'IX;

- 3anparrruBarb or pa6otruror un(popnaaqrlro, ueo6xoAnuylo AJIfl BeAeHHfl rI4rIHbIx len ,r

o6pa6otru nepcoHtlllbHblx AaHHbIx.

He [o3AHee Tpex JIer IIOCne 3aBepIxeHHrI

flpe4napureJlbHo tlpoBeprlerc, tIoJIHora I4

BrrqsreuHble npu [poBepre HeAocrarKI'I

lpr4eM rIpoLl3BOA.[TCs IIO OTII4CpI c
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JII,ICT-3AB EPI,ITE JIb AE JIA J\&

B gele rroArxlaTo r{ [poHyMepoBauo
B TOM IIT4CIE:

Jrr{TepHbre HoMepa JrLrcToB

JII4CTOB

lpolyqeHHhre HoMepa JrLrcToB

* rzcroe BHyrpeHHefi ouucu

Irlucuexrop rro KaApaM
(noanucr) (pacu r.t (rpo a r<a noa n ncu )
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Oco6eunocrz Susuvecxoro cocro flH:afl
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