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1.OBIIUE MMOJIOKEHUSA

1.1. Hacrosiiee IlonoxxeHnue onpeaenseT NopsiAoK BEACHUS U XpaHEHHUs JIMYHBIX JEJT [1eJaroroB U
COTPYIHUKOB MYHHUIIUIIAJIHLHOTO OI0/KETHOTO JIOIIKOJILHOTO 00pa3oBaTeIbHOTO yupexkaeHus «Jletckuit cam Ne
324 npucmortpa u o3aoposienus» (nanee MbJIOY) na ocHoBanuu Tpy10Boro kojekca Poccuiickoit deneparuun
ot 30 mexabps 2001r. Ne 197-®3 (B penakiuu ot 30 urons 2006r),ykaza [Ipe3suaenrta Poccuiickoit deneparuu
0130.05.20051. Ne 609 «O06 yrBepkaeHuu [lonoxeHns 0 nepcoOHaNbHbIX JAHHBIX FOCYIapCTBEHHOIO CIIYXKAalllero
Poccuiickoii denepanyu U BeI€HUU €ro JIUYHOTO Jiena», denepanbHbiM 3aKOHOM 0T 27.07.04 Ne79 — @3 «O
rOCy/IapCTBEHHOW TpaxxIaHCcKol ciryx0e Poccuiickoii Deneparumy; KOJUIGKTHBHBIM JOTOBOPOM; Y CTAaBOM
MBJIOVY, Ha ocHOBaHMU TIepEYHS TUIOBBIX YIIPABICHUYECKUX JTOKYMEHTOB.

1.2. JIuunbie nena opopMIIIOTCS Ha BceX coTpyaHukoB MB/IOY.

1.3. Hacrosimee Ilonmoxxenue yrBepxkmaercs 3aBenyromuM MBJIOY u sBrnsercs 00s3aTENBHBIM JIJISL BCEX
KaTeropuil megarornyeckux u Apyrux corpyaaukos MbJ10Y.

1.4. Benenue nuuHbIX aen nenaroros u corpyaaukoB MBJIOY Bosnaraercs Ha 3aBenyromero MB/10VY.

1.5. He nomyckaeTcsi BeleHUE HECKOJIBbKUX JIMYHBIX JIeJl paOOTHUKOB, 32 UCKIIOYCHHEM, €ClTU PAOOTHUK MPUHST
110 BHYTPEHHEMY COBMECTUTENBCTBY.

2. IOPAAOK ®OPMHUPOBAHUS JIMYHBIX JEJ MEJATOI'OB U COTPYIHUKOB

2.1. OdopmiteHre JTHYHBIX JIeT OCYIIECTBISICTCS B TCUCHHE S5 THEH co JHS MprueMa pabOTHHKA Ha paboTy.

2.2. ®opMHupoOBaHKE JIUYHOIO Jiesa nefaroroB U corpyannkos MB/IOY npousBoauTcss HEMOCPEACTBEHHO MOCIIEe
npuema B MBJIOY unu nepeBoia reaaroroB ¥ COTPYAHUKOB U3 IPYroro o0pa3oBaTeIbHOTO YUPEKIACHHUS.

2.3. IIpu nocTyIuieHuu Ha paboTy IpakJaHUH [IPEICTABIISACT:

2.3.1. nuyHOE 3asiBIeHNE, COOCTBEHHOPYYHO HAITMCAHHOE;

2.3.1. TOKyMEHT, yIOCTOBEPSIFOUIUI JIMYHOCTB;

2.3.3. Tpy1OBYIO KHUXKKY;

2.3.4. nokymMeHT 00 00pa3oBaHUU;

2.3.5. cCaHUTapHYIO KHIXKKY;

2.3.6. cipaBKy O HaJIM4MHU (OTCYTCTBUHM) cyauMocTu u3 MBJ;

2.3.7. npyrue 10KyMEHTHI, peaycMOTpeHHbIe DeiepalibHbIM 3aKOHOIaTEIbCTBOM.

2.4. JInuHOMY JleNly MpUCBAUBAETCs HOMEp, COIJIACHO JKypHAJly ydeTa JIMYHBIX JIeJl MeJaroroB U COTPYAHUKOB
MBJIOY.

2.4.1. Ha 00Ji0KKe JIMYHOTO Jieia OTPaXKAITCs CICAYIOIINEe PEKBU3UTHI: JHuYHOe 1eiio Ne, (CorimacHo sKypHaly
PErUuCTpaIiK JTMYHBIX AN meaaroros u cotpyaaukoB MBJIOY), ®UO cotpyaHuKa, JOKHOCTh, HOMEp U Jata
TPYAOBOI'0 JOrOBOpPa, TAOENbHBIN HOMEP COTPYTHUKA.

2.5. JIOKyMEeHTHI B JINYHOM JIeJie TIeJaroroB U cotpyaHukoB MBJIOVY pacnonaratoTcs B ciieAyIOLIEM MOPSAKE:
OITUCH TOKyMEHTOB, HMEIOIINXCS B INTHOM JIEIE;

1) nuyHOeE 3asBNEHUE O IpUeMe Ha padoTy;

2) TpyIOBO# TOTOBOP (KOHTPAKT);

3) BBINIKCKA U3 MPHKa3a O pueMe Ha paboTy;

4) aHkera;

5) aBroOuorpadus;

6) muuHas KapTouka paboTHUKA, yHH(pHUIMpoBaHHas hopma Ne T-2;

7) cornacue pabOTHHKA Ha 00pabOTKY NMEepPCOHATBHBIX TaHHBIX;

8) MoMKHOCTHASE MHCTPYKIHS PaOOTHUKA;

9) kcepokoIus MacIopTa;

10) kcepoxomnus (Mu) TOKyMeHTa (0B) 00 00pa3oBaHWH;

11) kcepoxonus ceunetrensctsa MHH, CHUJIC;

12) kcepokonust BoenHoro Owmiera (ctp.1,2,4,11,13,14 mist BOeHHOOOS3aHHBIX W JIHIIL, TTOJISKAIINX TTPU3BIBY Ha
BOCHHYIO CIIYXk0Y);

13) kcepokonust CBUACTENHECTB O POXKICHHH, TTACTTIOPTOB HECOBEPIICHHOJIETHHX JICTEH;

14) xcepokomnus CBUAETENIBCTBA O 3aKII0UEHUH (PACTOPKEHUH) Opaka,;



15) cnipaBka o Hanmuuuu (OTCYTCTBUHU) CynuMocTy u3 MBJ;
16) xcepokomnus TPyI0BON KHMKKH, €CITH paOOTHHUK MPHHAT 0 BHEIIHEMY COBMECTUTENIBCTBY;

17) npukassl 0 Ha3HAYEHUAX, IEPEBOJAX, YBOJIbHEHUH,
18) NOKyMEHTBI O IPOXOXKIEHUH PaOOTHUKOM aTTeCTalH, COOECE]0BaHus, TOBBIIICHUS KBaTU(DUKALUK.

2.6. C nenpro obecriedeHusl HaJIekKAIICH COXPaHHOCTH JIMYHOTO Jieia rmenaroroB u cotpyaaukos MBJIOY u
yno0cTBa B 0OpaIieHny ¢ HUM, pu (OPMUPOBAHUN JOKYMEHTHI TOMEIIAIOTCS B OTJEIBHYIO MATKY.
2.7. TpynoBbie KHUKKH XPAHITCS OTIEIBHO B ceiide y 3aBenyromniero MBJIOVY.

3. MOPAAOK BEAEHU S JIMYHBIX JAEJ IIEJATOI'OB U COTPYIHUKOB

3.1. B nanpHe#meM B IMYHOE J€10 negaroroB u corpyanukoB MBJIOY BkitouaroTcs:

3.1.1. mpuKa3bl WIK BBITUCKU U3 MPUKA30B O HA3HAYEHUH, OCBOOOXKICHUH UJIH MTEPEMEIIEHUH 10 TOJDKHOCTH;
3.1.2. nokymeHThl 00 HTOrax arrecTaiuu (3asBlieHUE, ATTECTAlMOHHBIA JIUCT; MPUKa3bl WU KCEPOKOIHH
IIPUKA30B 110 UTOTaM aTTECTAl[M1 WU BBIIHCKA U3 IIPUKaA3a);

3.1.3. IMCT NOOILIPEHUI U B3bICKAHUIA;

3.1.4. KCepOKONUH TOYETHBIX TI'PaMOT W OJIATOAAPCTBEHHBIX MHCEM, 3aBEPEHHBbIC I€YaTbi0 M TOJIHCHIO
OTBETCTBEHHOTO JIUIIA;

3.1.5. Kcepokonuu JOKYMEHTOB O IOBBIIIEHUU KBaJIW(UKAIMM, O MEPENOArOTOBKE, 3aBEPEHHBIE ME€YaThl0 U
MOJIMUCKHI0 OTBETCTBEHHOT'O JIUIIA;

3.1.6. KCepoKOmWu TOKYMEHTOB 00 W3MEHEHHHM AaHKETHBIX OHOTrpadMYecKuX MaHHBIX (HAIpuUMep: KOs
CBHJICTEILCTBA O Opake, U3MEHEHNUU (DaMIIIUK U T.1.).

3.2. JIuunoe neno menaroroB u cotpynuukoB MBJ/IOY Bexercss B TedeHHe Bcero mneprona padbOThHl KaXKI0To
neaarora ¥ COTpyAHUKa B 00pa30BaTeIbHOM yUPEKICHUH.

3.3. Benenue nuyHOro Jenia npeycMaTpuBaeT:

3.3.1. moMerieHue JOKYMEHTOB, MOAJICKAIIUX XPAHSHUIO B COCTaBE TUYHBIX JIE], B XPOHOJIOTUYECKOM MOPSIKE;
3.3.2. eXerogHyr MNPOBEPKY COCTOSHUS JUYHOrO Jena rnemaroroB u corpyanukoB MBJIOY nHa mnpeamer
COXPAHHOCTH BKJIFOYEHHBIX B HETO JOKYMEHTOB U CBOEBPEMEHHOE 3all0JHEHHE.

3.4. IoKyMEeHTBI B IMYHOM JIeJI€ MOAJIekKAT OMUCH, KOTOpasi XpaHUTCS B COCTaBE JINYHOTO JIEa.

4. MOPAJOK YYETA U XPAHEHUS JIMUHBIX JEJ HEJATOT'OB U COTPYAHUKOB MB10Y

4.1. XpaHeHue NMYHBIX Jen neaaroroB u cotpyanukoB MBJIOY opranusyercs c 1enbi0 ObICTpOro u
0€301IMO0YHOT0 MTOMCKA JIMYHBIX JIE]1, OT HECAHKIIMOHUPOBAHHOTO JIOCTYyMA:

4.1.1. nuuHBIe eNa NeAaroroB U COTPYAHUKOB XpaHsTCs B cei(e B manke, a BHYTPH MaMKH — 10 alnQaBuTy;
4.1.2. nocTyn K JTUYHBIM JieJaMm negaroros u corpyaaukoB MbJIOY umeer Tonpko 3aBenyromuit MBJIOY;

4.1.3. nuuHble nena meaaroroB U cotpyaHukoB MBJIOVY, umeromux rocynapcTBEHHbIE 3BaHUS, IPEMUU,
Harpajbl, y4eHble CTETICHU W 3BaHUS, XPAHITCS TMOCTOSHHO, & OCTAJIBHBIX COTPYAHUKOB — 75 JIET ¢ rojaa
YBOJIbHEHUS pa0OTHHKA (B COOTBETCTBUU C IMEPEUHEM THUIIOBBIX YIPABIEHYECKUX TOKYMEHTOB).

4.2. B nuuHble neNa He JIOJDKHBI BXOJUTh JOKYMEHTHI BTOPOCTEIIEHHOTO XapaKTepa, UMEIOIINEe BpEMEHHbIE (110
10 s1eT BKIIFOUNTENBHO) CPOKH XPAHEHHUS.

4.3. 3aBenyromnuii, puHUMAas OT PAOOTHHKA KCEPOKOIHMH JIOKYMEHTOB, TUYHYIO KapTOUKY COTPYIHHKA, JOIKEH
MPOBEPUTHh TMOJHOTY €ro 3alojdHEHUss W JOCTOBEPHOCTh YKA3aHHBIX CBEICHHM B COOTBETCTBUHM C
MPETbSBICHHBIMA OPUTHHAJIAMU JJOKYMEHTOB.

4.4, Coop u BHeceHHE B JIMYHBIC JAeNla menaroroB U corpynHukoB MBJIOY cBeneHuil 0 4acTHOHM JKU3HH,
MOJUTUYECKON U PEIMTUO3HON MPUHAIEKHOCTH 3alpeIaeTCsl.

4.5. JIugHOe AeN0 MOXKET OBITh BBIIAHO B CIEAYIOIIUX CIyJasx:

4.5.1. mo TpeboBanmIo pabOTHUKA JIJIsi O3HAKOMJIEHHUS (0e3 MmpaBa BEIHOCA),

4.5.2. HENOCPEACTBEHHO PYKOBOIUTEINIO JIJIsl O3HAKOMIICHHS ¢ MaTepHUaIaMu JIMYHOTO JIeNa;

4.6. CHATHEC KONHMHA JOKYMEHTOB, XPaHSIIUXCS B JIMYHOM JIeJe, MPOU3BOTUTCS TOJBKO C ITMCHBMEHHOTO
paszpelnieHus: pabOTHHUKA.

5. MOPAAOK BbIJAYH JIMYHBIX AEJ BO BPEMEHHOE ITOJIb3OBAHHUE
5.1. Beimaya au4gHBIX Aen (OTAENBbHBIX JOKYMEHTOB B COCTaBe JIMYHOTO JieJia) BO BPEMEHHOE IOJIh30BaHHE
MPOU3BOIUTCS C paspernieHus 3aBeayromniero MbJIOY mno 3asBnennto paboTHUKA.



5.2. Pabora (03HaKOMJIEHHE) C TUYHBIMH JIeJIaMH TeaaroroB u corpyaHukoB MBJIOY npou3BoauTcst B 31aHUN
MBJIOY B npucyTcTBUH 3aBenyromniero. B konie pabodero AHs 3aBeyIONUI TOMKEH yOSIUTHCS B TOM, YTO BCE
JIMYHBIE Jeja WIK JOKYMEHTHI JIMYHBIX 1€, BBIAAHHBIE BO BPEMEHHOE MOJIb30BaHUE, BO3BPAIIEHbl HA MECTO
XPaHEHUs U €CTh JTM HEOOXOAUMOCTH JIJISl IPUHSATHUS MEP K UX BO3BPAIEHUIO WIIA PO3BICKY.

6. OTBETCTBEHHOCTbD

6.1. Ilenaroru u corpynuuku MBJIOY 00s3aHbl MpeACTaBIATh 3aBEAYIOLUIEMY CBEICHHS 00 M3MEHEHHH B
NIEPCOHAIBHBIX JaHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOTO J€Na.

6.2. 3aBenyromnmii 00ecIeYnBacT:

6.2.1. COXpaHHOCTb JIMYHBIX J€]1 NeAaroroB u cotpyauukos Mb/10V;

6.2.2. KOHPHUICHIIMATHLHOCTh CBEACHUH, COIEPKAIIMXCS B TMYHBIX JleflaX efaroroB u corpyaankos MBJIOY.

7. TIPABA

7.1. ns oOecrniedeHus 3alIWTHl MMEPCOHATBHBIX TAHHBIX, KOTOPBIC XPAHATCS B JIMYHBIX JIEaX IEJaroroB u
corpynurkoB Mb/IOY, nexaroru u cOTpyIHUKUA UMEIOT MPABO:

7.1.1. TOMy4YUTH MOTHYIO HH(DOPMAIIHIO O CBOUX MIEPCOHATBHBIX JAHHBIX U 00Pa0OTKE 3TUX JTaHHBIX;

7.1.2. MOMY4YUTH CBOOOHBIN TOCTYIT K CBOMM TEPCOHATBLHBIM JJaHHBIM;

7.1.3. MOMYYUTh KOIIUU, XPAHSIIHECS B TMYHOM JICJIC U COJICPIKAIINE IIEPCOHABHBIC TAHHBIC;

7.1.4. TpeboOBaTh UCKITIOUEHHUS UM UCITPABJICHUS HEBEPHBIX MJIM HETIOJIHBIX MTEPCOHAIBHBIX JTaHHBIX.

7.2. Ins obecnieyeHUs] 3alIUThl MEPCOHAIBHBIX TAaHHBIX, KOTOPHIE XPAaHATCSA B JIMYHBIX JENIax IEJIaroroB M
corpyaaukoB MBJIOY, paboronarens uMeeT rpaso:

7.2.1. o6pabaThIBaTh NMEepCOHANIbHBIC JaHHBIE Mefaroro u coTpyanukos MBJIOY, B ToM uuciie Ha 3JIEKTPOHHBIX
HOCHUTEIIAX;

7.1.2. 3anpocuTth OT nexaroros u corpynuukoB MB/IOVY Bcro HeoOxoaumyro nHpopmanuio.



OIINCH

AOKYMCHTOB, UMCIOIIUXCA B JINYHOM JCJIC

HanmenoBanmne JOKYMCHTaA

Jlata BKIIOUEHUS
JIOKYMEHTA B
JUYHOE
JIeJ10

Komn-Bo
JINCTOB

Jlata

U3BbATUA
JOKYMCHTA

Kem
HN3BAT
JIOKYMEHT

JIMYHOC 3asBJICHUC O IIPUECMC HA pa60Ty

N

TPYAOBOM 10rOBOP (KOHTPAKT)

BBIMMMCKA W3 TMpHUKa3a O IpUEeME Ha
paboty

AHKeTa

ABtobuorpadus

JTUYHAS KapTo4Ka paboTHUKA,
yauduipoBanHas popma Ne T-2

cormacue paboOTHHKa Ha 0O0paboTKy
NePCOHAIIBHBIX JIaHHBIX;

JOJDKHOCTHAs! MHCTPYKIIUS paOOTHHKA

KCCPOKOIIMA I1aCIIOPTa,

10

Kcepokonusi(uu) JTOoKymeHTa(oB) 00
o0pa3oBaHUH;

11

Kcepokonus — cuaerensctsa  MHH,
CHWIC;

12

KCEpPOKOIHUS BOCHHOT'O ounera
(ctp.1,2,4,11,13,14 TSt
BOCHHOOOS3aHHBIX u JIUIL,
MOJIJISKANTUX TPHU3BIBY HAa BOCHHYIO
cnyx0y);

13

KCCPOKOITUA CBHUICTCIBCTB (6]
POXIEHUH, MacropTOB
HECOBEPIICHHOJIETHUX JCTEH;

14

KCEpOKOMUs CBUJIETEIHCTBA 0
3aKITI0OYEHUH (PacTOPKEHHUH) Opaka;

15

cCopaBKa O Haluyuu (OTCYTCTBHH)
cynumoctu u3 MBJI;

16

KCEPOKOIHUS TPYAOBOW KHHXKKH, €CIIU
pabOTHUK TPUHAT 1O BHEUIHEMY
COBMECTUTEIBLCTBY;

17

MpUKa3bl O HA3HAYEHUAX, IEPEBOJAX,
YBOJIbHEHU U

18

JTIOKYMEHTBI 0 TIPOXOKJICHHUH
paboTHUKOM aTTeCTallUH,
cobecemoBaHus, [IOBBIIICHNS
KBaJTH(DUKAITIH
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