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1. O6mmue noJI0KEeHHS

1.1.  Hacrosmee [TonoxeHnue onpenenseT OpsSI0K BEISHHS U XPAHEHHS
JIMYHBIX /e pabOTHUKOB MyHHULIAIIATFHOTO aBTOHOMHOTO IOIIKOJIBHOIO
yupexnenus «/lerckuii cag Ne 11» (nanee Ilonoxenue).

1.2. TIlonoxeHue pa3paboTaHO C LETBIO perIaMeHTANH PAabOTEI ¢ IMUHBIMU
nenaMy pabOTHHUKOB, OTIpeessieT MOPAI0K (OPMUPOBAHHS, BEACHNUS,
XPaHEHHUs ¥ TPOBEPKH TUUHBIX Je] paboTHHKOB MAJIOY.

1.3. Ilonmoxenwue sBnsercs MokaibHbIM akToM MAJIOY, yTBepxpaeTcs
npuka3om 3asenyromero MAJIOV.

1.4. Jluunsle nena ohopMistroTes Ha Bcex pabotHukoB MAJIOVY, aBisrorcs
00513aTeNBEHBIM JOKYMEHTaMU U BXOIST B HOMEHKJIATYPY Jell.

1.5. Bepnenue nuunsix nen paboraukoB MAJIOY Boznaraercs Ha
3aBeIyIOILETO.

1.6. He nomyckaercs BeneHHe HECKOJIBKUX JTMIHBIX JIel pabOTHHKA, 34
UCKITIOUEHHUEM, eclid pabOTHUK IPUHST 110 BHYTPEHHEMY
COBMECTHUTENLCTRY.

1.7. TlonoxeHnue pa3pabOTaHO B COOTBETCTBUU C:

e VYxkasom [Ipesunenta Poccuiickoit @enepanuu ot 30.05.2005 r. Ne 609
«O0 yTBepx)aeHuu [lomokeHus 0 MepCoOHANBHBIX TaHHBIX
rocyJapCTBEHHOrO ciaysxariero Poccutickoit @enepaliuul U BEISHUN €r0
BEJIEHUH €ro JIMYHOIO Jlefiay;

e ®denepanbHbM 3aK0HOM OT 27.07.2006 Ne 152-03 «O nepcoHaIbHBIX
JTAHHBIXY,;

e Tpynosem konexcoMm Poccuiickoit Denepanny;

e KomnexktuBHbIM norosopoM MAJIOY Ne 11;

e VYcraom MAJZIOVY Ne 11.

2. Ilopsigok popmMupoBaHHs JHYHBIX AeJl pA0OTHHKOB

2.1. OdopmieHne TUUHBIX 1€ OCYIIECTBIAETCS B TeUeHHe 3 JHEH CO THS
nmpueMa paboTHUKA Ha paboTy.

2.2. JIuuHOMY Aeiy IpUCBauBaeTCs HOMEP, cornacHo JKypHally ydeTa JIUYHBIX
nen paboraukoB MAJIOY Ne 11.

2.3. Ha obmoxxke THYHOTO N1ejia OTPaXKaIOTCsI CIAEAYIOIINE PEKBU3UTHI: JIMUHOE
neno Ne cornmacHo XKypHaia peructpaliy JUYHBIX el paboTHUKOB
MAJIOV Ne 11.

2.4. JloxymeHTHI B tuaHOM neite pabotarkoB MAJIOY pacmonararorcs B
ClIeIyFOIIEM TIOpSIKe:

e Omuch JOKyMEHTOB, UMEIOLLIUXCS B JINUHOM JIETIE;

e JluuHoe 3asBIIEHHE O IIpUeMe Ha padoTy;

e AHKeTa, IPUHSATOTO Ha paboTy;



e Asrobuorpadus paboTHHKA B IIPOU3BOJIBLHON HOpMe 1 cofepIKalas
IIOIPOOHOE U3JI0KEHUE OCHOBHBIX MOMEHTOB JXU3HH U JeATeTFHOCTH
paboTHUKa,

e Komusa nokymenta 06 00pa3oBaHuy;

e Komnus BoexnHoro 6unera (ctp. 1,2,3,11,13,14) 111 BOeHHOOOS3aHHBIX 1
JIWII, TIOAJIEXKAIIMX [IPU3BIBY Ha BOCHHYIO CITyKOY;

e CrpaBKa 0 HAJIMYUU CyTUMOCTH HJIH 00 OTCYTCTBHH CYIUMOCTH;

e Cornacue paOoTHHKa Ha 00pabOTKY NepCOHATBHBIX JaHHBIX;

e [Ipuxa3 o mpueme Ha paborTy;

e TpymnoBo# JOroBOp, ZOMONHUATENbHBIE COTIIANIEHHUS K HEMY;

e JIOMXKHOCTHAs MHCTPYKITHS;

e Komuu JOKYMEHTOB O HarpaxiaeHuH,;

e XapaKTepUCTUKU, pEKOMEHIaTeIbHBIC ITUChbMa (ECIIH €CTh);

e Komuu aTTecTallMOHHEIX JINCTOB.

2.5. C mensro obecrieueHus HaUIeKalled COXpaHHOCTH JINYHOTO el U
yZno6cTBa B 00pallleHuy ¢ HUM IpH (GOPMUPOBAHUH [OKYMEHTEI
IIOMEIIAI0TCs B OTACIBHYIO TaIKy.

2.6. TpynoBble KHIKKU XpaHITCS OTIENBHO B KaOWHETE 3aBEAYIOIIETO;

3. Ilopsaaok BeleHHs JTUYHBIX Aesa paGoTHnkoB MAJIOY

3.1. B nansHe# B nuuHOe nesno padotauKoB MA IOV BKIIIOUaroTces:

® IIPUKa3bl WX BBIIUCKH U3 IPUKA30B O HA3HAYEHUH, OCBOOOXKIEHUH HIIH
IEpEeMEIICHUH 10 TOJDKHOCTH;

® JOKyMEHTHI 00 UTOTax aTTeCTalllH (3asBICHIE, aTTeCTAllHOHHEIMN JIHNCT;
IIpUKa3bl WA KCEPOKOIUHU IIPUKA30B 10 UTOTaM aTTEeCTAIMH KJIH BBIIIMCKA
U3 IIpUKa3a);

® JIUCT MOOIIPEHUN U B3LICKaHUH;

® KOIIHMH [TOYETHBIX IPaMoT U 6JIarogapCTBEHHBIX TTHCEM, 3aBEPEHHEBIE
[IeYaThiO U IMOJIUCHI0 OTBETCTBEHHOTO JINIIA;

® KOIIMM JOKYMEHTOB O IIOBBILICHUH KBaTHU(PHUKAINH, O IIEPETIOIIOTOBKE,
3aBEPEHHBIE II€YaThI0 U MMOAIIUCHI0 OTBETCTBEHHOTO JIUIIA;

3.2. Jlu4HOoe meno pabOTHUKOB BEIETCS B TE€USHHE BCETO MTEPHO/Ia pPaboThI B
MAJZIOY.

3.3. BeneHue TUYHOTO JeTa IpeayCMaTpHUBaeT:

- IOMELIEHUE TOKyMEHTOB, TIOIJIEXKAIIIX XPaHEHHIO B COCTABE JIMYHBIX
TieJl, B XpOHOJIOTHIECKOM TTOPSIIKE;

- €XKETOQHYIO IIPOBEPKY COCTOSIHUS JIMYHOTO Jena pabotaukoB MBJIOVY na
IIpeIMET COXPaHHOCTH BKJIFOYCHHBIX B HETO JOKYMEHTOB U
CBOEBpPEMEHHOE 3aII0JTHEHHE.

3.4. JloKyMeHTHI B THYHOM JieJie TIOJJIeKAT OIIUCH, KOTOPast XPaHUTCS B
cocTaBe JINYHOTO JieIa.



4. Tlopsizok y4eTa H XpaHEHHS JIHYHBIX /JIeJl pAGOTHHKOB.

4.1.

4.2.

4.3.

4.4.

4.5.

4.6.

4.7.

XpaHeHue ¥ ydeT TMIHBIX Jel paboTHrKOB MAJIOY oprasmsyrorcs ¢
€TI0 OBICTPOro U 6e30IMO0YHOr0 TOUCKA JTHYHBIX JeT, 00eCIeueHns uxX
COXPaHHOCTH, a TaKXKe 00eCIedeHNs KOHDUICHIIMAILHOCTH CBEICHHIH,
COIePIKAIUXCs B IOKYMEHTAX JIMYHBIX A€, OT HECAHKIIHOHMPOBAHHOTO
IOCTyTIa:

TIYHEIE Jie/la XpaHATCs B KaOMHETe 3aBelyIOIIero B Markax, a BHyTPH
IaIIOK — IO aJi(haBUTY;

JOCTYII K TMYHBIM JieJlaM paOOTHUKOB MMEIOT TOJIBKO 3aBeIyIOIIHM
MAJIOY;

JIAYHBIE JieTIa pabOTHUKOB, HMEIOIIUX FOCYAapCTBEHHbIE 3BAHUSI, [IPEMHH,
Harpalel, yY€HHBIE CTEIICHU U 3BaHUSI, XPAHATCS IIOCTOSHHO, 4 OCTAIBHBIX
— 75 5eT ¢ rofa yBonbHEHHS paboTHHKA (B COOTBETCTBHH ¢ [lepeunem
TUIIOBBIX YIIPABIEHYECKUX JOKYMEHTOB).

B nu4nble nena He OMKHBI BXOJUTH JOKYMEHTHI BTOPOCTENEHHOIO
XapakTepa, UMeIoIIre BpeMeHHbIe (10 10 JIeT BKIIIOYUTENHHO) CPOKH
XpaHeHUS.

ConepxaHue INYHBIX JIe] paHee MPUHATHIX paOOTHUKOB MOXKET HE
COOTBETCTBOBATH II. 2.4. HacTosero [logoxkeHus, Tak KaK KOMIIIEKTALHS
JHUYHBIX Ael He Oblia pexycMoTpeHa QenepalbHbIM 3aKOHOAATEIBECTBOM.
3aBeIyIOUWH, TPHHUMAs OT PaOOTHUKA KOIMK JOKYMEHTOB, TMYHBIN
JIMCTOK II0 y4eTy KaJpOB, JOJDKEH IMPOBEPUTH MOJHOTY €ro 3aloIHeHHs U
JOCTOBEPHOCTD YKa3aHHBIX CBEJCHUN B COOTBETCTBHH C MPEAbSIBICHHBIMU
OpPUI'MHAJIAMHU JOKYMEHTOB U CIeaTh COOTBETCTBYIOIIYIO 3aIIMCh B aHKETE.
C6op u BHeceHHe B TUYHBIE Jiejia paOOTHUKOB CBEIEHHM 0 4acTHOM
YKM3HM, TIOJIUTHYECKON U PEITUTHO3HON IIPUHAICKHOCTH 3alpeIacTCs.,
JIn4HOE [es10 MOXKET BBIIAHO B CICOYIOIIMX CITyYasx:

110 TpPeOOBAHUIO PabOTHUKA [l O3HAKOMIIeHHs (6e3 IpaBa BEIHOCA);
HEIOCPELICTBEHHO PYKOBOIUTEIIO JIsl O3HAKOMIIEHHS C MaTepHalaMu
JUYHOTO JIeNa;

CusaTre Konui TOKYMEHTOB, XPaHSIIIUXCS B THYHOM JIeJTe, IIPOU3BOIUTCS
TOJIBKO C MUCBMEHHOT'O pa3pelleHus paboTHHKA.

5. HOleIOK BbIIa9H JIHYHBIX 1€J1 BO BPEMECHHO€ INOJIb30BaAHHE

5.1

3.2.

Brimaya mu4gHBIX fen (OTAENBHBIX JOKYMEHTOB B COCTaBE JIMUHOTO Jeja)
BO BPEMEHHOE II0/Ib30BaHKe IIPOU3BOIUTCS C Pa3peLIeHNUS 3aBe Iy IOLIErO
MAJIOY 1no 3asBneHn0 pabOTHHKA.

Pabota (03HaKOMIIEHNE) C INYHBIMHU AeTaMU pabOTHHUKOB IIPOU3BOIMUTCS B
s3paanu MAJIOY B npucyTcTBuu 3aBenyromiero. B koHie pabodero nus
3aBelyromuii 00s13aH yOeIUTHCS B TOM, YTO BCE JIMYHEIE [€jIa WU
JOKYMEHTBI U3 INYHBIX J1eTl, BEIJaHHbIE BO BPEMEHHOE IT0JIL30BaHHUE,



BO3BpAIlIEHBI HA MECTO XPaHEHUs U €CTh JIM HE0OXOUMOCTD IS TPUHSITHS
Mep K UX BO3BPAIIEHUIO HJIA PO3BICKY.

6. OTBETCTBEHHOCTD

6.1.

6.2.

Pa6otamkr MAJIOY 006s13aHbl CBOEBPEMEHHO IIPEIOCTABISITh
3aBe/IyIOIIEMY CBEJICHUS O U3MEHEHUSIX B IIEPCOHAIBHBIX IaHHBIX,
BKJIFOYEHHBIX B COCTaB JIMYHOTO JeJIa.

3aBeyrouuii o0ecreunBaeT:

CoxpaHHOCTE TUUHEIX Aen paboTHUKOB MAJIOY;
KonduneHmaibHOCTh U CBEIEHUH, COEepKAINXCS B IMYHBIX JIe/1aX
pabotaukoB MAJIOY.

7. llpaBa

7.1.

st obecrieueHus 3alUThl IEPCOHAIBHBIX JaHHBIX, KOTOPBIE XPAaHITCS B
JUYHBIX Aenax paborHrkoB MAJIOY,

DpabomHUKU UMeOm Npaso:

[ToyuuTs MOTHYO HHPOPMAIIUIO O CBOUX II€PCOHATIBHBIX JaHHBIX U
00paboTKe 3TUX NaHHBIX;

[ToryuuTs cCBOOOAHBIN AOCTYI K CBOUM II€PCOHAIIBHBIM JaHHBIM;
[ToTy9uTh KOTINH, XpaHSIIXECs B JIMYHOM JeJIe U COoIepXKallne
TIepcoHaIbHbIE JaHHBIE;

TpebGoBaTh UCKITFOUESHMUSI, MU UCTIPABIEHNUS HEBEPHBIX WU HETIOIHBIX
MEPCOHAIBHBIX TaHHBIX

pabomoodamens umeem npaso

O6pabateiBaTh epcoHaIbHEIE NaHHble paboTHUKOB MAJIOVY, B TOM uncie
M Ha 3JIEKTPOHHBIX HOCUTEJIX;

e 3ampocuts oT padoTHHKOB MAJIOY BCIo HE0O6X0IUMYI0 HH(POPMALILIO.

8. Cpok aeiicTBus

8.1.

8.2.

[TonoxxeHue neHCTBYeT ¢ MOMEHTA MTOAIIMCAHUS 10 €ro OTMEHBI. BHeceHne
U3MeHeHul 1 gononHeHnd B [lolojkeHne OCyIIECTBIISIETC IPUKA30M
3aBEIYIONIETO.

[TonoxeHue MOMIEKUT 00sI3aTETLHOMY pa3MeIleHHI0 Ha 0ULIHaTEHOM
caiite MAJIOY.
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