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1.1. Hacrosmee ITonoxkeHue ompezessieT MOPSALOK BeJeHUSI U XpPaHeHWs JIMUHBIX e/l [eJaroros u
cotpygHukoB MBJIOY Bs3bma- bpsHckui getckuii caj «ComnHbIKo» BsiseMckoro pabioHa
CMmorneHckol obsacti Ha ocHoBaHuud TK P® ot 30 mekabpst 2001r. Ne197-®d3 (B pemakiuu ot 30
ntoHs 2006r., Ha ocHOBaHWU [lepeyHsi TUTIOBBIX yIpaB/eHUeCKUX [JOKYMEHTOB.

1.2 JInuHble fena opOpPMIISIOTCS Ha BCeX COTPYAHMKOB JOY.

1.3. Hacrosiiziee nonoxxeHue yTBep»k/JaeTcst TIpyUKa3oM 3aBefytoilero JOY u siBrsieTcsi 06s13aTebHbIM
JI/1s1 BCeX KaTeropuu reJjarornuyeckrx U pyrux corpysHukoB JOY.

1.4. BejleHue TMUHBIX Jie/1 eAaroroB U coTpyAHUKoB JIOY Bo3snaraetcs Ha 3aBegyroiero J10Y.

1.5. He monyckaeTcst Be[ieH1e HECKOJIBKUX JIMUHBIX e/ paOOTHUKOB, 3a UCK/TFOUeHUeM, eC/Ti PaOOTHUK
TIPUHAT I10 BHYyTPEHHEMY COBMeCTUTE/IbCTBY.

2. Ilopajok opMupoBaHus TMYHBIX /eI 1eJaroroB U COTPYAHUKOB.

2.1. OdopmieHre MUYHBIX e/l OCYIIEeCTB/ISIETCS B TeueHWe 5 AHeW co JHS rpuema pabOTHHMKA Ha
paborty.

2.2. ®opMUpOBaHUe JIMYHOIO JeJia MefaroroB U COTpyAHUKoB JJOY TNpOU3BOAUTCS HENOCPeACTBEeHHO
nocne npuema B JJOY wunu rnepeBofa IefaroroB WU COTPYAHUKOB W3 JIPyroro oOpa3oBaTebHOTO
yUpeXxX/eHusl.

2.3. Tlpu nocTyruieHU Ha paboTy TpakJjaHUH Tpe/iCTaBIIsIeT:

2.3.1. JInuHOe 3asiB/IeHHe, HAITMCAHHOE COOCTBEHHOPYYHO.

2.3.2. AHkera.

2.3.3. Komnug nacrnopra Wiv MHOrO JOKYMEHTa, YO0CTOBEePSIOLero JMYHOCTE.

2.3.4. TpyJOBYIO KHUXKY.

2.3.5. lokymeHT 06 06pa3oBaHMy.

2.3.6. MeJULIMHCKYIO KHUKKY.

2.3.7. CripaBKy O Ha/IMUUU CYSUMOCTU WIA OTCYTCTBUM CcyaumocTtu u3 OB/I.

2.3.8. [Ipyrue 1OKYMeHTHI, Ipe/lycMOTpeHHble PefiepaibHbIM 3aKOHO/aTeTbCTBOM.

2.4. JIluuHOMY [eny TpPUCBauBaeTCsi HOMep, COIJIACHO >KypHaly ydeTa JIMUHBIX [ie/1 Te[aroroB u
corpyanukos [1OY.
2.4.1. Ha 0670Ke JIMUHOTO Jiejla OTPa)KaroTCsl CJie/lyloliye peKBU3UTHL: JUYHoe feno Ne COrjacHO
KHUTY perucTpaLvy JIMYHBIX ZieJl [1ejaroros U corpyAHukos J10Y.
2.5. JloKyMeHTbl B JIMYHOM Jlejie MeJaroroB M cotpyfHukoB [10Y pacrnonaratorcsi B C/ieAyroleM
NopsifiKe:
1) omMch AOKYMEHTOB, UMEIOIIMXCSl B TMYHOM JleJTe;
2) JINYHBINA JIMCTOK T10 YUeTy KaJpoB C (poTorpadueii (3anomHseTcsi pabOTHUKOM);
3) fomoHeHue K IMUHOMY JIMCTKY TI0 YueTy Ka/IpoB (/lasee 3amo/iHseTcsi paboTojaTtenem);
4) aHKeTa, IPUHATOTO Ha paboTy;
5) IMUHOe 3asiB/ieHHe O TipreMe Ha paboTy, HarrMcaHHOe COOCTBeHHOPYYHO;
6) mpuKka3s o rpuemMe Ha paboTy;
7) cornacve paboTHHMKA B MMCbMEHHOM BU/ie Ha 00paboTKy repCcoHabHbIX JaHHBIX;
8) Kcepokormnus NacrnopTa;
9) aBrobOuorpadusi paboTHMKa, HamMcaHHas OT DYKH, B TIPOM3BOJILHOW ¢opMe U cojieprKaliast
noZpo6HOe U3/I0)KeHHe OCHOBHBIX MOMEHTOB €T0 >KU3HU U [IeSITeTbHOCTH;
10) kcepokornusi (Mu) JokyMeHTa (0B) 06 ob6pa3oBaHuY;
11) kcepoKorusi CTPaxOBOI0 CBU/ETe/bCTBA MeHCUOHHOTro cTpaxoBaHusi (CHUJIC)
12) kcepokomnus uAeHTH(UKALIMOHHOT0 HoMepa Hanorornarenbiyka (MHH)
13) Kcepokomusi CBU/IeTeNTLCTBA O Opake (TIpY HAJTUUUWH);
14) kcepokormnusi CBUETE/LCTBA O POXKAEHUU JieTeld (TIpU Halluuum);
15) XapakTepucTUKHU, peKOMeHAaTeTbHble TTMchbMa (TIPU HaJTMunn);




16) kcepokomnusi BoeHHOro 6Ounera (ctp. 1,2,4,8,11,13,14 assi BOeHHOOOS13aHHBIX U JIML], TIO/|/IEXKAII[AX
MpU3bIBY Ha BOEHHYIO CITYKO0Y);

17) Konuu aTTecTaliMOHHBIX JIUCTOB (TIPU HAJTMUUN);

18) KonuM JOKyMEHTOB O HarpakKAeHUH(IIpy HaIuurK);

19) cripaBKa 0 HaJIMUWK CYAUMOCTH WK 00 OTCYTCTBUU cyauMocty u3 OB/I;

20) KCepoKOMusi TPYI0BOM KHMXKKH, eC/Id pabOTHUK MPUHSAT TI0 BHEIIIHEMY COBMECTUTe/bCTBY;

21) 3¢ deKTHBHBIM KOHTPAKT (TPY0BOM AOrOoBOP) C MOC/EAYIOIIMM BKIHOUEHUEM [OTMOJTHUTE/NbHBIX
cornaileHuii;

22) [O/DKHOCTHAsE WHCTPYKUUSL  (IO/DKHOCTHBIE WHCTPYKLMM C MOMeHTa Ha3HaueHHs Ha BCe
JIOJDKHOCTH )

23) mpuKasbl 0 Ha3HAUeHUsIX, TlepeBO/laX, YBOJIbHEHWHU U [IPyroe C MPUIOKeHUeM JIMUHbIX 3asiBIeHrN
(pu HaNMKMYKUK);

20) [OKYyMEHTBI O TPOXOXAEeHWM pabOTHUKOM aTTecTaluy, cobece/0OBaHMs, TIOBBIIIEHUS
KBa/IM(pUKaLy;

16) vHBIe AOKYMEHTbI, KOTOpPbIe AO/DKHBI ObITH TIPeAbsB/IeHbl PAaOOTHUKOM C yUeTOM CIeL[U(UKU
paboThL.

2.6. C uenbio obecrieueHust HaJyIeXallel COXpaHHOCTH JIMYHOTO JieJia TieJJaroroB U COTPYAHUKOB [JOY
1 yao0cTBa B o0OpallieHny ¢ HUM MpU OPMUPOBAHUM JJOKYMEHTHI ITOMELal0TCsl B OT/e/IbHYIO TarkKy.
2.7. Tpy[ioBble KHWKKH XpaHATCS OTZe/bHO B celide y 3aBeaytroieit MBIOY.

3. IlopsiaoK Be/ieHNs TUYHBIX /ie/1 IearoroB U COTPYAHUKOB

3.1. B panbHeliieM B TMUHOE Jle/10 1ejaroroB U COTpyAHUKOB JJOY BK/IHOUAOTCS:

- TpWKa3bl WIM BBITHUCKA W3 TPUKA30B O Ha3HaueHWH, OCBOOOXKIEHWM WM TepeMelleHrH 10
JOJDKHOCTY;

- TOKyMeHThl 00 WTOrax arrectaru (3asiBlieHWe, aTTeCTAl[MOHHBIN JIMCT; TIPUKa3bl WA KCEPOKOITUH
MPUKa30B T10 UTOraM aTTeCTal[uy WY BbINKMCKA U3 MIPHKa3a);

- JIACT TIOOL[PEHUM U B3bICKaHWUM;

- KCEepOKOIHMU TIOYeTHBbIX I'paMOT U 0JiarolapCTBeHHBIX TMCEM, 3aBepPeHHble IeYaTbi0 U TOJIMUCHIO
OTBETCTBEHHOTO JINLIA;

- KCePOKOIMHU JOKYMEHTOB O MOBBIIIIEHWH KBaTU(PUKaLMK, O epenojroToBKe, 3aBepeHHble MeuaThio U
MO/ITUCHI0 OTBETCTBEHHOT'O JIMLI;

- KCEepOKOIUH JI0KyMeHTOB 00 M3MeHeHUM aHKeTHBbIX Ouorpauueckux JaHHBIX (HarpyuMep: KOIMus
CBHJETeNbCTBA O Opake, M3MeHeHNH (HaMUINH U T. 1.).

3.2. JluuHoe fiesio mejaroroB U coTpyAHuKoB JJOY BefeTcst B TeueHHe BCEro Iepuofa paboTsl
Ka)X/|OT0 Teflarora ¥ COTPyJHUKAa B 00pa30BaTebHOM yUpPeXKIEeHUH.

3.3. Bezenue MuHOro fiesa rnpejycMaTpyBaeT:

- TOMellleHHe JI0KyMEHTOB, MOJJieXalljuX XpaHeHHI0 B COCTaBe JIMUHBIX Jie/l, B XPOHOJIOTMUeCKOM
TOpsIJIKE;

- eXero/lHyl0 NpOBEepKy COCTOSIHUSI JIMYHOTO Jefa IeAaroroB U coTpyAaHukoB [10OY Ha mnpeamer
COXPAHHOCTH BK/IFOUEHHBIX B HETO JJOKYMEHTOB U CBOEBPEMEHHOE 3arl0/THEHUE;

- JIMCTBI JOKYMEHTOB, MOAIIMTHIX B JIMYHOE J1e/10 , OZJ1e)KaT HyMUPAaLUH.

3.4. [ToKyMeHTBbI B TMUHOM /Jiefie M0//1eXXaT OMUCH, KOTOpasi XpaHUTCS B COCTaBe JIMYHOTO Zlefa.

4. ITopsoK yueTa M XpaHeHHMs JIMYHBIX /ieJ1 [1eJJaroroB U COTpyAHUKOB /1OY.

4.1. XpaHeHue U y4YeT JIMUHBIX e/ MefaroroB U CcoTpyAHUKOB [JOY opraHusyroTCs C Le/blo
ObicTporo U 6e301IMO0YHOr0 TOMCKA JIMYHBIX [ef, obecriedeHHs] MX COXPAHHOCTH, a TakKke
obecrieueHnsi KOHQUIEHI[MATBHOCTH CBeJleHWH, COZAEp)KALUXCs B JOKYMEHTaxX JIMUHBIX [e, OT
HeCaHKLMOHUPOBAaHHOI'O [JOCTYyIIA:

- JIuuHble fena TMeJaroroB W COTPYAHUKOB XPaHSATCS B ceiipe B Mamke, a BHYTPU Malku — IO
andasury.




- MocTyn K MUUHBIM Jies1laM 1efjaroros U cotpyfaHukos [JOY wumeror Tosnbko 3aBepyrommn JOY. -
JInuHble fena meparoroB M coTpygHUKOB [10Y, UMelIIMX ToOCyJapCTBeHHble 3BaHUs, MPEMUH,
Harpazibl, yueHble CTeIleHW U 3BaHUs, XPaHATCS IOCTOSIHHO, a OCTa/IbHBIX COTPYJHUKOB — 75 JIeT C rofia
yBOJIbHeHHs1 pabOTHUKA (B COOTBETCTBUM C [lepeuHeM THUIIOBBIX yTpaB/ieHUYeCKHUX JJOKYMEHTOB).

4.2. B yvuHble fefa He [JO/DKHBI BXOAWTH JOKYMEHTbI BTOPOCTEIIEHHOI'O XapakTepa, HMeroLue
BpeMeHHbIe (10 10 y1eT BKIH0UYUTeTbHO) CPOKW XpaHeHUs.

4.3. CopepkaHve JMYHBIX Jlell paHee TIPUHATHIX PaOOTHHMKOB MOXKET He COOTBETCTBOBAThH II. 2.5.

Hacrosiilero ITosoxeHus1, Tak Kak KOMITIEKTaL[Usi JINYHBIX fie1 He Obuia mpefycMoTpeHa defiepaibHbIM
3aKOHO/IaTe/IbCTBOM.
4.4. 3aBenyroluii, MpuHUMasi OT pabOTHHWKA KCEPOKOIWH [JOKYMEHTOB, JIMUHBINA JIMCTOK T0 yueTy
KaJIpOB, [O/DKEH MPOBEPUTH IIOJIHOTY €ro 3aro/HeHWs U JOCTOBEPHOCTb YKa3aHHBIX CBeJleHUM B
COOTBETCTBUM C Ipe/bsB/IEHHbIMYA OPUTHMHAaTaMU JJOKYMEHTOB U C/ie/laTh COOTBETCTBYIOIIYIO 3alMCh B
aHkKere.

4.5. Cbop 1 BHeceHHe B JIMUHbIE JieJia MefaroroB U cOTpyAHUkoB JJOY cBefeHUI O YaCTHOM »KU3HMU,
TIOJINTUYECKOW Y PeJTMTMO3HOU NTPUHA/IIEXKHOCTH 3arpeiiaeTcs.

4.6. JInuHoe /iesio MOXKeT ObITh BbIIaHO B CJIEAYIOIIUX C/Tyyasix:
= 10 TpeboBaHMIO pabOTHHKA [I7IsT 03HAKOMJIeHUs (6e3 TIpaBa BbIHOCA);

Herocpe/CTBEHHO PYKOBOJUTEJIIO /11 03HAaKOMJ/IEHHsI C MaTepuajiaMy JTMYHOTO Jlela;
4.7. CHATHe KOIIUM [JOKYMEHTOB, XPaHALMXCS B JINYHOM Jiejie, IPOU3BOJUTCS TOJIBKO C MMUCbMEHHOI0
pa3peiiieHus1 pabOTHHKa.
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5. IlopsAAoK BbIJauM IMUYHBIX /ie/I BO BpeMeHHOe M0/Ib30BaHue

5.1. Bpigaua /UuHBIX fAen (OTHeNbHBIX [JOKYMEHTOB B COCTaBe JIMYHOTO [iejla) BO BpPEMEHHOe
M0JIb30BaHWe  TIPOM3BOJUTCS C pa3spellleHdsi 3aBefyroijero JJOY mo 3asiBneHuto paboTHuKa. 5.2.
PaboTa (03HaKOMJ/IEHHE) C JIMYHBIMU JIeJlaMH T1e[JaroroB M COTPYHUKOB [JOY MpOU3BOAUTCS B 3/1aHUM
JIOLIKOJIEHOTO 00pa30BaTeibHOTO yupexk/leHus B MPUCYTCTBUU 3aBeytolero. B KoHie pabouero iHs
3aBe/lyIoMid 00si3aH  y0eAuThCs B TOM, UTO BCe JIMUHBIE [iejla WA [JOKYMEHTHI W3 JIMUHBIX e,
BbIZIaHHbIE BO BpeMeHHOe T10/Ib30BaHKe, BO3BPallleHbl HA MECTO XpaHeHWs W eCTh i1 HeobXoJuMOoCThb
JUISL TIPUHATHSA Mep K UX BO3BPALL|eHUI0 UIU PO3bICKY.

6. OTBeTCTBEHHOCTH

6.1. Tlemaroru u cotpyaHuky JJOY o00si3aHbl CBOEBPEMEHHO TIPe/ICTaB/SITh 3aBeJYIOIeMY CBeJleHUs
00 M3MeHeHUH B IePCOHATBHBIX JJAHHBIX, BKTFOUEHHBIX B COCTaB JINYHOTO [IeJia.

6.2. PabGotogaTesb (3aBeytomiuii) obecrieurBaerT:

= COXPaHHOCTH JIMYHBIX JieJT [1eJJaroroB U coTpyAHUKOB [10Y;

KOH(U/IeHLIMaTbHOCTb CBeJleHUM, CO/lepKallliXxCsl B JIMUHBIX JleflaX Te/laroroB W COTPY/AHUKOB
noy.

7. IlpaBa

7.1. [na obecrieyeHusi 3alUThl TMEPCOHA/BHBIX [AHHBIX, KOTOPbIE XPaHATCSA B JIMYHBIX [e1ax
refiaroroB U coTpygHuKoB JOY, nejarory u cotpygHuku JOY uMeroT rpago:

= MOJIyuuTh TIOJHYIO UH(POPMAILIHIO O CBOUX IMEPCOHA/TBHBIX JAHHBIX U 00pab0TKe 3THX /IaHHBIX;
TIOJTYYUTh CBOOO/IHBIN IOCTYT K CBOMM I€PCOHATbHBIM /JaHHbIM;

TMOJ/IyUXTh KOTIMU, XPaHSIIUeCs B JTMUHOM Jlejie U COojleprKalliie TepCcoHasbHble 1aHHbIe.

TpeboBaTh WCK/IHOUEHUs] WM MCIpaB/IeHUs] HeBEPHBIX WM HETOJIHBIX ePCOHATBHBIX JAaHHBIX
paboTozarens UMeeT TpaBo:

= o6pabaTbiBaThb  TlepCOHa/bHbIE JaHHBbIE TeJaroroB W coTpygHukoB [10Y, B TOM uuc/ie U Ha
3/IEKTPOHHBIX HOCUTEJISIX;

= 3arpocuTh OT TejaroroB U coTpygHUKoB 10Y Bcio HeoO6X0quMyr0 HH(POPMALIUIO.
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