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(nporokon Ne 3 or 30.12.2020)

TIMOJOXKEHHUE
0 MOpsiIKe BeJeHHs] JTHYHBIX [eJ1 MeJaroros H COTPYAHHKOB
MOY «Manuaumuackasa COI

1. OBIIHME [MOJIOKEHUS

1.1. Hacrosmee Ilonoxenue onpeeisier HMOPANOK BEASHHS M XPAHEHMs JIMUHBIX €] IEJaroroB M
COTPYOHUKOB 00pa3oBaTeJbHOro yupexiaeHus (gamee OVY) Ha OCHOBaHMM TPYAOBOrO KoOJeKca
Poccuiickoit ®eaepanuu ot 30 nexabpst 2001 r. Ne 197-®3 (B pemaxuum ot 30 mions 2006 r), Ykaza
[Ipesunenta Poccuitckoif ®enepauun ot 30.05.2005 r. Ne 609 «OG yreepikaenun IlonoskeHus o
IEPCOHAIBHBIX JaHHBEIX IOCYJApCTBEHHOro ciyxkamero Poccuiickoii ®enepanuu H BEJICHHH ero
au4Horo nena», @enepanbHpiM 3akoHOM OT 27.07.04 Ne 79 — @3 «O rocynapcTBeHHOM IpaIaHCKOH
ciyx6e Pocentickoit Penepannuy», KOUIEKTHBHBIM norosopoM OV, VcTaBoM IIKOMEL

1.2. Jluunbie nena oopMIISIOTCS Ha BCeX cOTpyAHUKOB OV,

1.3. Hacrosmee [lonoxxenue yrepkmaercs mupekropoM OY W sBiseTcs 06A3aTeNBHBIM JUIS BCex
KaTeropHi MeJarornuyeckux 1 Apyrux coTpyanukos OV,

1.4. Benenue JIMYHBIX 1eJ EAAroroB U corpyanukos OY Bosnaraetcs Ha gupekTopa QY.

1.5. He nonyckaercs BeleHHe HECKOJLKUX JIMYHBIX [eJl pabOTHHKOB, 32 MCK/IIOYEHHEM, €ClIM pabOTHHK
IPHHAT 10 BHYTPEHHEMY COBMECTHTEILCTRY.

2. MIOPAAOK ®OPMHPOBAHUSA JIUYHBIX JIEJ IIEJAT'OI'OB U COTPYJJHHUKOB

2.1. OdopmreHHe IMYHEIX €] OCYLIECTBISETCS B TedeHue 5 uell co aHs npueMa paboTHHKA Ha paGoTy.
2.2, QopmHpOBaHHE JMYHOIO JeJid IeJaroroB M COTpYAHHKOB OV NpOM3BOIMTCS HEMOCPEICTBEHHO
nocne npuema B OV wuiM mnepeBoga TNeJaroroB W COTPYAHHKOB M3 JPYroro oGpasoBaTelbHOro
YUpexKIeHUs.

2.3. Tlpu nocTynieHHH Ha paboTy TpakJIaHUH [IPeICTaBIAET:

2.3.1. 10KyMEHT, yOCTOBEPAOIIHH JIHUHOCTE;

2.3.2. TPYNOBYIO KHHKKY;

2.3.3. noxymenT 06 o6pasoBanuy;

2.3.4. caHUTapHYIO KHUIXKKY;

2.3.5. cripaBKy 0 HAIHYHH (OTCYTCTBHH) CYyIUMOCTH U3 MBJI;

2.3.6. ceuzerenscreo MHH;

2.3.7. ceunerenscteo CHUIIC;



2.3.8. CBHIETEIBCTBA O POKIACHUN HECOBEPIICHHOJIETHUX JIETEH;

2.3.9. CBUACTENHCTBO O 3aKIIOYCHUH (PAaCTOPIKEHUH) Opaka;

2.3.10. BoeHHBIIi OmIeT (17151 BOGHHOOOS3aHHBIX U JIUII, TIOJIeKAINX IPU3BIBY HA BOCHHYIO CITYKO0Y);
2.3.11. mpukassl 0 HA3HAYCHUSAX, IEPEBOJIAX, YBOIHLHEHUH;

2.3.12. TOKyMEHTHI O MIPOXOKIEHUU PaOOTHUKOM aTTECTALIUHU, TTOBBIIICHNUS KBAIU(DUKAIUY;

2.3.13. TOKyMEHTHI O HarpaxJICHUY;

2.3.14. npyrue 1OKyMEeHTHI, IpeycMOTpeHHbIe DesiepalibHbIM 3aKOHOIATEILCTBOM.

2.4. JIluuHOMY Jeiny NIpHUCBAMBAETCSI HOMEp, COIVIACHO KYpHAJly y4eTa JIMYHBIX JeJ IEJaroroB H
coTpynHukoB OVY.

2.4.1. Ha 00yI0)KKEe JTUYHOTO Jela OTPAKAIOTCS CIICAYIONIUE PEKBU3HTHL: JHYHOE 1eno Ne, (coriiacHo
JKypHALy PETrUCTpallMy JUYHBIX JIeJ NeAaroroB U coTpyaHukoB OV), ®UO corpyaHuka, TOIKHOCTS,
HOMED U J1aTa TPYAOBOTO JOTOBOPA, TAOEIBbHBI HOMEDP COTPYAHHUKA.

2.5. B nuuHOe neno nenaroroB u corpyaHukoB OY nomeriaercs:

1) onuch TOKYMEHTOB, UMEIOIIUXCS B INYHOM JIEJIE;

2) BBINKCKA U3 TIPUKa3a O IpHeMe Ha padoTy;

3) nmuuHas kapTouka paboTHUKa, yaudunupoBanHas Gopma Ne T-2;

4) cornacue paboTHHKA Ha 00pabOTKY MEPCOHAIBHBIX JaHHbIX;

5) Kcepokomus nacnopTa;

6) xcepokornus (M1) JokyMeHTa (0B) 00 00pa3oBaHNH;

7) xcepokonus ceunetrensctsa CHUIC;

8) kcepokomus BoeHHoro Owuneta (ctp.1,2,4,11,13,14 st BOGHHOOOS3aHHBIX M JUI, TMOJUICKAIINX
IIPU3BIBY Ha BOEHHYIO CITYKO0Y);

9) cipaBka 0 Hanu4uu (OTCYTCTBUH) cyaumocta u3 MB/L;

10) kcepokomnust TPYAOBOM KHUKKH, €CITU PAOOTHUK MPUHSAT 110 BHEITHEMY COBMECTHUTEIIbCTBY;

11) uHBIE TOKYMEHTHI, KOTOPHIE TOJKHBI OBITH IPEIBABICHBI PAOOTHHUKOM C yYETOM CIeU(UKHA PabOThI;
12) npukassl 0 Ha3HAUEHUSX, [IEPEBOJAX, YBOIbHEHHH;

13) TOKyMEHTHI O IPOXOKIACHUN PAOOTHUKOM aTTECTAINH, COOECEI0BaHUS, TTOBBIIICHHS KBATH(PUKAIIUH.
2.6. C nenpto obecrieueHus] HaJIeKaIel COXpPaHHOCTH JIMYHOTO JieJia MeJaroroB U coTpyaHukoB OV u
yno0cTBa B 0OpalieHUH ¢ HUM, PU (OPMUPOBAHUU JTOKYMEHTHI IIOMEIIAIOTCS B OTJCIBHYIO TATKY.

2.7. TpynoBble KHUXKKH XpaHATCS OTIENBbHO B ceiide B Oyxranrepuu OY.

3. HOPAAOK BEAEHUS JIMYHBIX JAEJ MIEJAT'OI'OB U COTPYJIHUKOB

3.1. B nanpHeiiem B INYHOE AEJIO MEIAroroB U coTpyaHUKOB OV BKIIIOYAIOTCS:

3.1.1. mpuka3pl WIM BBIMACKK W3 TPHKA30B O HA3HAYCHUH, OCBOOOXKICHUM HJIU IEPEMEIICHUH TI0
JTOJIKHOCTH;

3.1.2. toKyMeHTBI 00 UTOTaX aTTeCTAIINH,

3.1.3. IUCT NOOIIPEHUH U B3bICKAHUI;

3.1.4. KCepoKOMHUH MOYETHBIX I'PaMOT U OJaroJapCTBEHHBIX MUCEM, 3aBEPEHHBIC MEYaThI0 U MOANUCHIO
OTBETCTBEHHOTO JIUIIA;

3.1.5. KcepoKONMU TOKYMEHTOB O MOBBIIIEHUU KBAIU(UKAINK, O MIEPENOIIrOTOBKE, 3aBEPEHHbIE NIEYaThIO
Y TIOJIITUCHIO0 OTBETCTBEHHOTO JIUIIA;

3.1.6. xcepokonMu TOKYMEHTOB 00 M3MEHEHUH aHKETHBIX OMorpaduuecKux JaHHBIX (HAIpUMEpP: KOMUs
CBUJIETEIILCTBA O Opake, U3MEHEHUN (DaMWJIHH U T.1T.).

3.2. JIuuHoe nmeno meaaroroB U coTpynHUkKoB OV BeneTcss B TEUEHHE BCETO Meproja pabdoThl KaxKIOTro
neJarora U COTPyAHUKA B 00pa30BaTEILHOM YUPEIKICHUH.

3.3. Beaenue nuyHOTO J1€71a IpeyCMaTPUBAECT:

3.3.1. momenieHNEe TOKYMEHTOB, MOJJICKAIINX XPAHCHUIO B COCTABE JIMYHBIX JI€JI, B XPOHOJOTUYECKOM
MOPSAIKE;

3.3.2. eXeroiHylo MNPOBEPKY COCTOSIHUS JIMYHOTO Jejia TeaaroroB u corpyaHukoB OV Ha mpenMer
COXPaHHOCTH BKJIIOYEHHBIX B HET'O JJOKYMEHTOB U CBOEBPEMEHHOE 3aIOJIHEHUE.

3.4. IOKyMEHTBI B TUYHOM JIEJIC TIOJIeKAT OITUCH, KOTOpast XPaHUTCS B COCTABE JIMYHOTO Jea.

4. NIOPAAOK YUYETA U XPAHEHUSA JIMYHBIX JEJ IIEJAT'OTI'OB 1 COTPYJIHUKOB OY



4.1. XpaHeHUE IWYHBIX [ TEeAaroroB u coTpymaHukoB OV opraHu3yeTcss ¢ LeIbl0 OBICTPOro M
0€301M00YHOT0 TTOUCKA JIMYHBIX /1€, OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA:

4.1.1. nTuuHBIE €A NEeAaroroB U COTPYIHUKOB XpaHATCS 10 andaBuTy;

4.1.2. nocTyn K JUYHBIM JejiaM MeAaroroB u corpyaHukoB OY ummeer pykoBogutens OV, paboTHHKH
OyXrajuTepuu, CeKpeTapb yueOHOH yacTu;

4.1.3. auuHbBle nena NeAaroroB M coTpyaHukoB OV, mMeroluX rocylJapCTBEHHbIE 3BaHUS, MPEMHH,
Harpajpl, ydeHble CTEIIEHU U 3BaHUs, XPaHATCSA MOCTOSHHO, @ OCTAJIbHBIX COTPYAHHUKOB — 75 JIET ¢ rozaa
YBOJIBHEHUS paOOTHHKA (B COOTBETCTBHH C TIEPEYHEM THIIOBBIX YIIPABICHYECKUX TOKYMEHTOB).

4.2. B nuuHble fAena He JOJKHBI BXOAMTH JOKYMEHTHl BTOPOCTEIIEHHOIO XapakTepa, HMEIoIne
BpeMeHHbIE (10 10 eT BKIYUTEIbHO) CPOKU XPAaHEHHUS.

4.3. PykoBoauTenb, IPUHUMAs OT paOOTHUKA KCEPOKOIUHN JJOKYMEHTOB, JUUHYIO KAPTOUKY COTPYAHMKA,
JOJDKEH TPOBEPHUTH MOJTHOTY €T0 3alOJIHEHUS U JIOCTOBEPHOCTh YKa3aHHBIX CBEJCHHI B COOTBETCTBHH C
IpEeIbsSIBICHHBIMU OPUTMHATAMHU IOKyMEHTOB.

4.4. COop u BHeceHUE B JIMYHbIE Jie]a IEeNaroroB W coTpyaHuUkoB OY cBeAeHHI O 4acTHOM XKM3HH,
HOJUTUYECKON U PETUTMO3HON MPUHAIEKHOCTH 3alPeIaeTCs.

4.5. JInuHoe 1e10 MOXKET OBITh BBIJIAHO B CIEAYIOUINX CIIydasiX:

4.5.1. mo TpeboBaHMIO pabOTHUKA JJIs1 0O3HAKOMJIEHUs (O€3 IpaBa BEIHOCA);

4.5.2. HEMOCPEICTBEHHO PYKOBOIUTEIIO /ISl O3HAKOMIICHUSI ¢ MaTepUallaMH JIMYHOTO JIeTIa;

4.6. CHATHE KONMH JOKYMEHTOB, XpaHSIIUXCA B JIMYHOM JeJie, MPOU3BOJUTCS TOJBKO C MUCbMEHHOTO
pasperneHus paboTHHUKA.

5. HOPAAOK BbIJAYU JIMYHBIX JEJ BO BPEMEHHOE INIOJIb3OBAHUE

5.1. Beigaua nu4HbIX Jen (OTAeIbHBIX TOKYMEHTOB B COCTAaBE JIMYHOTO JIeJa) BO BPEMEHHOE MOJIb30BaHUE
MPOU3BOAUTCS C pazpernieHus pykoBoautess OV 1o 3asBiaeHuio paboTHHKA.

5.2. Paborta (03HaKOMIIEHHE) C JIMYHBIMU JI€JaMH TIe1aroroB U COTpYAHUKOB OY MPOU3BOIUTCS B 3TaHUH
OV B npucyTCTBUU PyKOBOAUTEINA. B KOHIIE pabodero AHS pyKOBOJAUTENb JNOHKEH yOCIUTHCS B TOM, UYTO
BC€ JIMYHBIE JIeJa WU JOKYMEHTHI JIMUHBIX €], BbIIAHHBIE BO BPEMEHHOE I0JIb30BaHKE, BO3BPAIICHBI Ha
MECTO XpaHECHHUSI B €CTh JIU HEOOXOIUMOCT ISl PUHSATHS MEP K MX BO3BPAIIICHHUIO HJIA PO3BICKY.

6. OTBETCTBEHHOCTbDb

6.1. Ilemarorn u cotpyauuku OY 00s3aHbI MPEACTABIATh PYKOBOJUTENIO CBEJIEHHS 00 M3MEHEHUHU B
MEPCOHAIBHBIX JJAHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOTO JIeJIa.

6.2. PykoBomuTenb obecrneunBaer:

6.2.1. COXpaHHOCTb JIMYHBIX JI€J] NEAATOr0OB U COTPYAHUKOB OY;

6.2.2. KOHPHUIEHIINATBHOCTD CBEJICHUMN, COIEPIKAIIIMXCS B JIMYHBIX JIeJIaX MEeIaroroB U cOTpyaHuKoB OY.

7. IPABA

7.1. Ins oGecnieyeHus 3alUThl IEPCOHATIBHBIX TAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX JIeNIaX MearoroB 1
cotpyanukoB OY, negaroru U COTpyJHUKH UMEIOT MPaBo:

7.1.1. NOAYYHUTH MOJHYIO HHPOPMAIIUIO O CBOUX MEPCOHANIBHBIX JAHHBIX U 00pa0OTKE 3THUX JTaHHBIX;
7.1.2. momy4uTh CBOOOIHBIN JOCTYH K CBOMM IEPCOHAILHBIM JIaHHBIM;

7.1.3. NOAYYUTH KOMUH, XPAHSIIKUECS B JUUYHOM JIEJI€ U COJIeprKall[ie MePCOHAIbHbIE TaHHBIE;

7.1.4. Tpe6OBaTh UCKIIIOYCHUS WII UCTIPABIICHUS] HEBEPHBIX MJIM HETIOJHBIX MEPCOHAIBHBIX JTaHHBIX.

7.2. Ins oGecnieueHus 3alIUThI IEPCOHATBHBIX TaHHBIX, KOTOPBIE XPAHSTCS B JIMYHBIX JI€NIaX Me1aroroB 1
corpyanukoB OY, paboTogaTens HIMEET MPaBo:

7.2.1. oOpabaThiBaTh MEPCOHAIBHBIC JaHHBIE MEAaroroB u coTpyaHukoB OV, B ToM uyucie Ha
AIEKTPOHHBIX HOCUTEIIAX;

7.1.2. 3anpOCUTH OT MEIaroroB U COTPYAHUKOB OV BCIO HEOOXOAMMYIO HH(POPMAIIHIO.



