£

Paccmotpeno Ha o6mem cobpanue paGoTHHKOB
Ot «£% » o7 20/%r
IpoTokon Ne 5

}f}ﬁepmam R

[EHC HCTBUE MPUKA30M 3aBEIYIOLIEro
MB10O¥-«Merckuii cax Ne 6 «CoNHBIIIKOY T.
Hypnar PeCny6muku Tatapctan»

Or«d¥» 247

BeesieHo B

20% 1 Ne AT

ITono:xenne o MOopsAaKe BEACHHSA JHYHBIX €] COTPYJAHHKOB

MynununansHoro 610/keTHOro JOMKOALHOTO 00pa3oBaTeabHOro yupexienns «erckmii

caj Ne6 «Connpimko» r. Hypaar PecnyGiuxn TaTaperan»

r.Hypmnar , 2019 rox

[



Ilonoxenue 0 nopsKe BeCHNUs INYHBIX Je] PaGOTHAKOB
MynunmnansHoro 610KeTHOTO JOLIKONIEHOTO 06Pa3oBATENHHOTO yupexaenus «JleTckuii can
Ne 6 «Conusnmko» r. Hypmar Pecniy6imukn Tatapcrany

1. OO0mue moJioskeHus

1.1. Hacrosimee momoxeHue OIpeleNseT MOPSHOK BENEHHMS JIMYHBIX e IeJaroros H
COTPYIHHKOB MyHununamsHoro OI0/KETHOTO JOLIKOJIBHOTO 00pa3oBaTeNbHOTO
yapexaenusi«Jlerckuii cax Ne6 «Connbinkoy» r. Hypnar Pecny6nuku Tarapcrany
(manmee — MBJIOY).
1.2.JTnaro0e meno paGoTHHKA — COBOKYIHOCT JJOKYMEHTOB IEPCOHAJIBHOIO Y4€Ta, COASPKALIHX
CBE/ICHHA 0 pabOTHHKE U €ro TPYAOBOM JAeSTENFHOCTH.,
1.3. Ilonoxenue paspaboraro B cooteercTBHE ¢ TK, DeepanbHEIM 3aK0HOM 0T 27.07.2006r. No
152 «O nepcoHaNBHBIX AAHHEIX», MeTOIHYECKUMH pexomenaumamu Pocapxupa, Ykazom
Ipesunenra or 30.05.2005 Ne 609 «O6 yrBepxaennu [lomoxerus o NEPCOHANBHBIX JAHHEIX
rOCynapcTBEHHOro cuyxaiiero Poccuiickod Demepanyvu M BeneHHH €ro JIMYHOTO aena,
KOJIIEKTHBHBIM JI0roBopoM u Ycragom JIOV.

2, ®opMHupOBAHHE JTAYHDIX /IeJ PAGOTHHKOB.
2.1. ®opmupoBaHHe JMIHOTO Jeina paGOTHHKA OCYIIECTBISIETCS B TeUeHHMe 5 mmeif co mHS
mpreMa pabOTHHKA Ha pPaboOTy M TONBKO IOCNTE MONY4EHHS OT paboTHHMKa corJiacHs Ha
00paboTKy €ro MepCOHANBHEIX JAHHEIX.
2.2. Tlpu mocTynuienns Ha paGoOTy COTPYIHMK IIPENOCTABIIAET (mpu HaH9HK):
- IACTIOPT MJIH HHOU JIOKYMEHT, YIOCTOBEPSIONINIT INYHOCTS,
- aBTOOHOrpadHIo;
- 3ajBJICHUE O IPHEME Ha paboTy;
- CTPaXxOBO€ CBUACTE/IECTBO IIEHCHOHHOTO CTPaXOBaHHS,;
- HIeHTH(UKAIHOHHBI HOMEP HAJOTOMIATEbIIHKA,
- IOKYMEHT BOMHCKOTO y4eTa (/1j11 BOeHHOOOA3aHHBIX JIHIY);
- JOKYMEHT 00 o6pa3oBaHuH;
— aTTECTAlMOHHBIN JIHUCT;
—CIIPaBKY O HAIMYHHA (OTCYTCTBHH) CYAUMOCTH M (MIIH) (hakTa YroIOBHOTO [PECiIeA0BAHHS;
— TPYJAOBYIO KHIDKKY;
— METULIHHCKYIO KHIKKY;
— CBHJIETEIBLCTBO O Opake;
— CBUJIETCILCTBO O POXKICHUH JIETE.
2.3. Pabotomarens odopmiser:
— IHYHYIO KapTodky No T-2;
— NIPHKa3 0 NpHeMe Ha paboTy (0 HepeMeIeHHH Ha IPYTHE JA0DKHOCTH);
— TPYZOBOH JJOrOBOP B IBYX 3K3EMILIAPAX;
— JOJKHOCTHYIO HHCTPYKI[HIO,
2.4. Ilepsrunoe 0QOpMICHHE IHYHOTO JIENa IIPEIyCMATPHBALT:
a) NPHCBOCHHE JIMYHOMY J€y HOMEpA COIVIACHO JKYPHATY y4era JMYHBIX Jel (mpunoxkeHue
Nel);
0) mpocrasienne Ha 0GI0XKKE JIMIHOTO AENa CIEAYIOIIIX PEKBH3ATOR:
HHJIEKC JieN1a (B COOTBETCTBHM ¢ HOMeHKatypoii nen MBJIOY);
nonHoe HauMeHoBanue MbBJIOV; Homep mmmunoro nena;
(amus MM 0TUECTBO PaGOTHHKA B IMEHHTEIBHOM TIAJIEXKE;



A4ThL — 'Ol HaYaya i TOX OKOHYaHHS BENEHHS [Ie/1a; KOIHIECTRO NIHUCTOB; CPOK XpaHEHHS.

B) IOMEIIEHHE JOKYMEHTOR, NOUISKAMNX XPAaHEHHIO B COCTABE  JIMYHEIX Jen, B
XPOHOJIOTHYECKOM IOPSIIKE:

— BHYTPCHHSI OIIUCH JIOKYMEHTOB Jiena (Mpuiioxenne Ne 2);

— JIUCT C OTMETKaMH 00 03HAKOMIICHHH PAGOTHHUKA C JTHIHbIM JIEJIOM;

— JIMYHBIH JIICTOK 110 y4YeTy KaJpoB HiH aHKeTa (mpunosxxenns Ne 3,4);

— aBToOHOrpadus;

— 3asIBIICHHE O IpHEME Ha paboTy;

— IIPEKa3 O IIpHeMe Ha paboTy;

- IOKyMeHT 00 o0pa3oBaHum;

— TPYJOBO# JIOTOROD;

— XapaKTCPUCTHKU 1 PeKOMEH/IaTelbHbIE IHChMa,

2.5. JIHCTEI IOKYMEHTOR, IIOMEITEHHELX B JIATHOE NIENI0, IIOJIEKAT HYMEPALlHH.

2.6. JIOKyMEHTHI TOMEmATCH B TanKy-ckopocimusatens. Ilpu yBosmbHeHHH paGoTHuKa
TIPOIIMBAIOTCSA HUTKAME H CHAIOTCS B apXHB.

2.7. BHyTpeHHSs ommmch AOKYMEHTOB, HMEIOMMXCS B JIHYHOM JIeNe, J0JDKHA coiepxarh
CBENICHHS O NOPANKOBBIX HOMEPAX, HAMMEHOBAHHSX AOKYMCHTOB JieJid, KOJIMIECTBE JHCTOB,
AlaTax BKIFOYEHHA IOKYMEHTOB B JIFYHOE EJI0 M U3BSITHS K3 A€, & TAKXKE KEM H3BAT JOKYMEHT
H I10 KaKO# NIpHIHHE,

2.8. BuyTpeHHss omHCh cocTapiseTcs Ha OTACIILHOM JIMCTE IIO YCTAHOBIEHHOM (hopme. JIicTh
BHYTPEHHEH OIUCH HYMEPYIOTCS OTAEIbHO.

2.9. Tlpu IOArOTOBKE IHUHEIX 7TE K n€peliade Ha XpaHeHHE K BHYTPEHHEN OIHCH COCTARIISLETCS
HTOTOBast 3aIlHCh, B KOTOPOH yKashIBaeTcs MH(ppaMu u IPOITICEI0 KOIHYECTBO BKIIIOYEHHBIX B
HEE IOKYMEHTOB M KOJIMYECTBO JIUCTOB JE/Ia.

3. Bexenune muuHbIX e padoTHHKOB

3.1. Jluamoe neno Benercs B TedeHHe Beero TIEpHO/a pabOTHI KAXIOTO MEAArora M COTPYNHUKA
JOY.

3.2. JlansHeiiulee BeneHHe MHYHOrO fiena pabOTHHKA MIPEIyCMAaTPHBAECT TOMEIICHHE B Jierno
JOKYMEHTOB, 00pasyroImuxcs B IPOLEcce paboyelt NEATENEHOCTH M HMEIONMX 3HAYCHHE JUTSt
TPYMOBBIX OTHOIIECHHIA:

— AOTIOJIHCHHUE K JINYHOMY JIHCTKY II0 YYETY KaJpOB;

— AOTIOTHUTE/IHEIE COTJIAINEHAS K TPYAOBOMY JIOTOBODY;

— KOIHH IPUKa30B 110 THIHOMY COCTaBY, KOTOPBIE KACAIOTCS paboTHUKa;

— JIACT — 3aBEPUTENB JIelTa (COCTABIIAIOT IIPH C/laue JIMYHOTO JIeJIa B apxwuB);

— HHBIE JOKYMEHTEI.

3.3. B nuuHEIe jlea He MOMEIATCs AOKYMCHTEL, HMCIOII{E BTOPOCTENIEHHOE 3HAYEHHE H CPOK
XpaneHus MeHee 10 ner BxmountensHo. Takue JOKYMEHTBI XpaHATCA B OTAETBHOM (aiine.

3.4. Bee pabotruku MBJIOV HIPOXOJLAT O3HAKOMIIEHHE C JIMYHBIMH JAenamu. O6 3ToM jenaercs
OTMETKA B JINCTE 03HAKOMIIEHHS. PAOOTHHKA C JIMUHBIM JCJIOM.

3.5. OsHakomienme ¢ menom TPOUCXOIUT HCKNIOYATENBHO B NPHCYTCTBHH COTPYIHHKA,
3anpemaeTcs BHIHOC Jelia U3 KaOHHeTa.

3.6. Brigaua xomwmit AOKYMECHTOB M3 JIHYHOIO J€la MPOM3BOJUTCA IO JIHYHOMY 3asBIIEHHUIO
palOTHHKA M C paspemeHus 3aBefiyrouied. Konmuu 10KyMEHTOB IOMKHEI GHITH 3aBEPEHBI H
[PEI0CTABIEHbl PAGOTHAKY B T€ICHHE TPeX AHEH CO IHA [0JIa4H 3asBJICHHUI.



3.7. V3pATHe OTHENBHEIX MOKYMEHTOB W3 JIMYHOTO JENa TPOM3BOAMTCS C pa3pemeHns
sasenyromeli MBJIOY ¢ odopmienuem cootercrByromeil 3amucu B rpade «IIpuMedanuen
BHYTpeHHEH omucH. [Ipy BpemMeHHOM H3BATHH NOKYMEHTA HA €ro MecTo (MEXAY JIHCTAMH
COCEMHUX NOKYMCHTOB) BKIIA[BIBAETCS CIIPABKA-3aMECTHTENb ¢ YKA3aHWEM JaTHl H IPHYHH
H3BATHA C TOMMHKCHIO JIMIA, BBIAABIIETO JOKYMEHT, M NOJIHUCHIO JIMIA, TOJYYHBIIETO €0 BO
BPEMEHHOE II0JIL30BaHHE.

4. XpaHeHuHe H y4eT JIMIHBIX e/l pA0OTHHKOB

4.1 XpaHenue 4 y4er JIMYHBIX /€N IIEJaroros u coTpyauukor MBIOY OPraHU3yITCA C IENBI0
OBICTPOTO MOMCKA JMYHBIX JeN, OOECHEYEHHS HX COXDAHHOCTH H KOH(MICHIMATEHOCTH
CBE/ICHUH, CONEPXKAIIMXCA B NOKYMEHTAX JTIMIHEIX JIe]l, OT HECAHKIIMOHMPOBAHHOTO JOCTYIIA.

4.2. Jluanple nena paGOTHHMKOB, IOJDKHOCTHEIE WHCTPYKIMM XDAHATCS B CIELHATBHOM
METaTHIeckoM ceiide. JInunpie kaproukdw mo yHubumumposanHoit dopme Ne T-2 XpaHsaTcs
OTZHENBHO.

4.3. Tpynosbie KHUKKH, ME/IMIIMHCKHIE KHIKKH XpaHATcs B celide MBIIOV.

4.4. JlocTyn K TMYHBIM JieiaM pabOTHHKOB HMEET TOMBKO 3aReYIOIIAs .

4.5. CucreMaTn3alys THIHBIX 1€ paGOTHAKOB IPOH3BOAUTCS B AIDaBHTHOM HIOPAJIKE.

5. Odropmirenne JTHYHBIX A€l pAGOTHHKOB nepes caayeii B apXus

5.1. OdopmieHne NUYHEIX Oel UL TEpefadd B apXHB IIPOM3BOJUTCS 3aBenyromeii. Dr1a
IIpoLeypa BKIIIOYAET:

— MOALIMBKY (IIepeInieT) Jiela;

— YTOYHEHHE HyMepanuH JACTOB Jela;

— COCTaBJICHHE JINCTA-3aBEPHTEIS |

— COCTaBlicHHE (YTOUHEHNE) BHYTPEHHEH OIIUCH;

— BHECEHHE YTOYHEHHH B PEKBH3UTEI INLEBOH 00JIOKKH Aena.

5.2. Jlucr— 3aBepUTeNb JeNa JOJDKEH MOMIHCATh €r0 COCTABHTED, IIpH 3TOM Jenaercs
paciA(poBKa JOIKHOCTH M IIOAIHCH, NPOCTABNseTcs JaTa. B mpouecce HCMONB30BAHUSA
ApXMBHBIX IOKYMEHTOB B JIMCTE-3aBEPHUTENIE NENAIOTCS COOTBETCTBYIONINE OTMETKH.

Eciu perto mojimmro Ge3 nmucra-3aBepHTENs, TO €ro ClIEAyeT HAKIEHTh Ha BHYTPEHHIO CTOPOHY
00II0XKKH Jiena.

5.3. C uenbro obecniedeHHs: COXPAHHOCTH JIMYHBIX JET PEKOMEHIYETCSL:

— OOBEIMHATH HHMBH/IyalbHBIC JHYHbIE €A YBOJNEHHBIX COTPYIHHKOB B OZIHY 06I103KKy
(o6beuHeHHOE IEN0) ¢ TAKMM PacueToM, 9To6H 06BeM nena (Toma) He npessinan 250 aucToB
(IryTem CLUMBKH MaTepHajIOB HHAMBHAYAIBHBIX [IET II0 TOJIAM YBOJIBHEHHS);

— pacmonaraTe MaTepHalibl HHIMBHIyAIBHBIX [T B Ipejenax nema (ToMa) B andaBATHOM
nopsiike (moaMHIIBHO), OTHAENAS MAaTepHaibl, OTHOCALIMECS K pasHBEIM HHAHBHIYATEHBIM
JenaM, YACTBIM JIMCTOM OyMarum ¢ ykazaHHeM Ha HeM (aMHINM, MMEHH M OTYecTBa
COOTBETCTBYIOIIENO YBOJICHHOTO COTPYIHUKA,;

— CHabXaTb Kaxnoe OOLEIMHEHHOE Heno (TOM) BHYTpEHHEH ONHCHI0 C NEpPedHCIEeHHEM
(haMuIHH, IMEH U OTYECTB M yKa3aHHeM HOMEPOB CTPAHHII, B MPEACIaX KOTOPHIX PACIIOIOKEHbL
COOTBETCTBYIOIIHE JOKYMEHTEL.

5.4. ITepesava TMYHBIX JIE] B APXHB OCYLIECTBISETCA HE MO3JIHEE TPEX JIET IOCHE 3aBePIIEHHS
HX B JICIONIPOM3BOJICTBE B COOTBETCTBHUH ¢ rpaduxoM. IIpenrapurensHo mpoBepsercs MOIHOTA
4 IIPaBUJIBHOCTE NMOATOTOBKH JIMYHBIX JIEN K Nepenade. BrisBiieHHbIE IPU TPOBEPKE HEAOCTATKH
YCTpaHsioTCs 3aBeAyloileid. Ilepenaya m nmpueM HpOM3BOASATCS MO OMMCH € HPOCTAHOBKOM
OTMETOK O HAIMYUH JIMYHEBIX JE]L.



5.5. Jlugnsle Jena pabOTHHKOB, 3aKOHYCHHEIE ACTIONPOU3BOACTBOM 10 1 sHBaps 2003 ropa,
xpa=sTes 75 net, nociue 1 susaps 2003 roxa — 50 yer.

5. OTBeTCTBEHHOCTD PaGOTOAATENS M PAGOTHHKA

5.1. Ilenaroru u cotpyauuxku MBJIOY o6s3anb! CBOCBPEMEHHO MPEACTABIATE CBEACHHUS 06
FSMCHCHHH CBOHX NIEPCOHATIBHEIX NaHHBIX, BKIIOYSHHBIX B COCTAB JIHYHOTO Je]Ia.

5.2. PaBoTonarens obecrneunBacr:

— COXPaHHOCTS JIMYHEIX /167 pabOTHHKOB;

— EOHQHICHUHANBHOCTb CBEJEHH, CONEPIKAUXCS B INIHBIX Jenax paboTHHKOB.

7. Ilpasa paboTomarens u paboTHHKa

7.1. Tlenaroru u cotpynuuka MBJIOY umeror IIpaBo:

— [OIyHaTh MONHYI0 HHPOPMAIHIO 06 06paboTKe CROMX NIEPCOHANBHEBIX JAHHBIX;

— HOIyHaTh JOCTYH K CBOUM HEPCOHAILHBIM JAHHEIM;

— HOIyHaTh KOIMH JOKYMEHTOB, XPaHAIUXCS B IMTHOM JeJIe;

— TpedOBaTh MCKJIIOYCHHS WA HCIPABICHUS HCBEPHBIX H HEMOJHBIX (MCKaXKEHHEBIX) CBOMX
NSPCOHAIBHEIX JAHHBIX.

7.2. PaBoTonaresns uMeeT mpago:

— 00pabaTEIBaTh IEpPCOHANBHBIE NAHHEBIE pabOTHHKOB, B TOM uYHCIe H Ha SJIEKTPOHHBIX
HOCHTEILIX;

— 3alpanmuBaTh OT pabOTHHKOB HH(pOPMAIHIO, HEOOXOMUMYIO U1 BEJEHHS JIHYHBIX Je] H
00paboTKU NepPCOHANBHEIX JAHHBIX.

8.Cpoxk zeiicTBus.

8.1. IosoKeHHe HEeHCTBYET ¢ MOMEHTA TOTHCAHUS JI0 €ro OTMeHBI. BHecenne maMeHeHwit
Jomnonxenn# B ITooxkenue ocymecTBIseTCS IPHKazoM 3aBeYIOME,

8.2. ITooKeHHE OTEIKHT 00513aTEIEHOMY pa3MeIeH IO Ha OHUIMATEHOM CaliTe yapexIeHHs.

* AT

IIpunoxenne Ne 1
K IOJIOXKCHHUIO O TIOPsI/IKe BEAEHHS JIHIHEIX JIe] pabOTHHKOB

(HaMMEHOBaHHE OPraHHU3AIIH)

KYPHAJ
YUYETA JIMYHBIX JEJ
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