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MMOJIO’KEHUE
0 mops/Ke BeJeHHs JTHYHBIX el paboTHHKOB MBYJ10 «I1BP»

1. O6mue MoJI0XKeHHS]

1.1. Hactosmee monoxernre MBYJIO «LIBP» bantacuHckoro MyHHUMIATbHOTO paiiona PT (nanee
- 1IBP) pa3pa6oTaHo B COOTBETCTBHHM C 3aKOHAMH W WHBIMM HOPMATHBHBIMH TIpaBOBBIMH aKTaMH
Poccuiickoil ®enepaunu, cyowekra Poccuiickoidl (ezepali, OpraHoB MECTHOr0 CaMOYIpaBJCHUA,
VcTaBoM yUpexKIACHHS.

1.2. Jludnbie gena paGOTHUKOB yYPEXkACHHA OTHOCATCA K KaJpOBBIM OKyMEHTaM, oopmasroTes
¥ BeIyTCS JIMLOM, OTBETCTBEHHBIM 3a paboTy ¢ KaApOBBIMH I0KyMEHTaMH.

1.3. JludgHoe meno TpencTaBiseT coboH COBOKYIHOCTh JOKYMEHTOB, COAEpKaIIHX Hauboree
TOJIHBIE CBEJIEHUs O pabOTHHKE U €ro TPYIOBOM AeATETbHOCTH.

1.4. Jnaroe eno ohpopmIIseTcst ociie U3AaHus MpHKasa o pHeMe pabOTHHKa Ha pabory.

1.5. Jluunsie nena oGopMISIOTCS Ha BCEX MITATHBIX PaOOTHUKOB YUPEXKICHHUS.

2. Ilopsaok opopMIeHHs JHIHOIO Aej1a

2.1. JIoKyMeHTBI, KOTOpble KacaroTcss paboTHHKA, B XPOHOJIOTHYECKOM MMOPS/KE MOAHNBAIOTCA B
CreUHaIbHYIO TanKy - JIAYHOE 1€JI0.

2.2. Ha 0610%Ke JMYHOTO Jea YKa3biBaeTcs MOJHOCTBIO (aMWIHA, UM, OTYECTBO pabOTHHKA,
JaTa Havaja BeJEHHs JIMYHOrO Jesa, HOMEHKIATYPHBIH CPOK XpaHEeHHs Aena.

2.3. B ouuHble Jefa He BHOCATCSA: CBEIEHWSA M JIOKYMEHTBI, HE IpEeXyCMOTPEHHBIC
3aKOHOAATEILCTBOM.

2.4. JluuHble HeNa MEPBOHAYAIBHO BKIIOYAKOT JOKYMEHThI, QUKCHpYIONIME MpHEM Ha paboTy, a
BIIOCJIEACTBHH - BCE OCHOBHBIE JOKYMEHTHI, BO3HMKAIONIME B TMEPHON TPYAOBOH JeATElTBHOCTH
paboTHHKa.

2.5. Tlpu opopMIeHHH THYHOTO JIe/1a JOKYMEHTBI pacriolaraloTcs B ClIeAyIoIeM NopsaaKe:

- BHYTPEHHSS OIKCh JOKYMEHTOB JIENa;

-3asBJIEHHE O NIPUEME;

- BBIMIKCKA U3 TIPHKa3a O IPUEME;

- aHKeTa;

- aBTOOHOTpadus;

- corjlacue Ha 00paboTKy NepcoOHAIBHBIX JaHHBIX:

- KOITMK JJOKYMEHTOB 06 06pa3oBaHuH;

- JOKYMEHTBI aTTeCTALMH (IS TIe]l. pabOTHHKOB). ‘

-TpydOBBIE IOTOBOPA;

-JIOTIOJTHUTENIBHBIE COTJIALIEHHUS.

3. Ilopsaaok BeeHHs JHIHOIO J€e/1a
3.1. Bce KOMMM JOKYMEHTOB, BKJIIOYaeMbIX B JIMYHOE Jen0 paboTHHMKa (KpOME 3aBEPeHHbIX

HOTapHaJTBHO), 3aBEPSIOTCS TEYaThIO YUPEXKICHHS M MOANUCHI0 PabOTHHKA, OTBETCTBEHHOIO 32 BEAEHHUE
JMYHOTO JIeJa;

3.2. B nuuHele gena paGOTHUKOB HE BKJIFOYAKOTCS JOKYMEHTBI BTOPOCTENEHHOrO 3HAYCHHS,
MMeroIMe BpeMeHHbIH (10 10 JeT BKIIOYMTENBHO) CPOK XpaHeHHs (CTpaBKM C MeECTa XKHMTE/bCTBA,
CTIPaBKHM O COCTOSIHUM 3[0POBbs, BTOPIE 3K3eMILIAPBI 10OKYMEHTOB U T.IL).

4. Tlopsaok odopM.IeHHs T0KYMEHTOB
4.1. BHYTpeHHss ONMUCH JOKYMEHTOB, BXOJAIIas B JIMYHOE JEN0, I0JDKHA CONEpXKATh CBEACHUS O

MOpSAAKOBOM HOMEpE NOKYMCHTa, HAauMEHOBAHHWU JOKYMEHTA, JaT€ BKJIIOYECHHA JOKYMEHTa B JIMYHOC
JI€J10, KOJIMYECTBE JIUCTOB, 1aTe U3BATUA JOKYMEHTA, O TOM KEM HU3BAT JOKYMEHT U I10 KaKoM MpUYHUHE.
4.2, BHyTpeHHﬂﬂ OMMKACH 3arlOJIHAETCA W TOAMUCHIBAETCS JTALIOM, OTBETCTBEHHBIM 3a BCICHHC

JIMYHBIX OEJT .



4.3. BHyTpeHHSs OIHCh COCTABJISETCS Ha OTAEIBHOM JIUCTE 0 YCTAaHOBJIEHHOH opMme.

4.4. AHkeTa 3anojIHSeTCS OT PYyKH CaMMM pabOTHHKOM MpH MOCTyIUIeHHH Ha paborty. C mpaBoi
CTOpOHBI 6J1aHKa NpokJienBaeTcs pororpadus.

4.5. Tlpu 3anoJHEHWH ITWYHOTO JIUCTKA HCHONB3YIOTCS CIEXYIOIIUE IOKYMEHTHI: IIacriopr,
TpyAOBas KHHKKA, BOEHHBIA OWIIeT, JOKyMEHT 06 006pa3oBaHWM (IUILIOM, YAOCTOBEPEHHE, CEPTU(HKAT,
CBHIETEIBCTBO, aTTECTAT), aTTECTALIMOHHBIE JOKYMEHTBI U JIp.

4.6. Tlpu 3anmomHeHuu rpads! «BeimonHsemas paborta ¢ Hadana TpyA0BOH AEATENIbHOCTH (BKIHOYas
y4eObl B BBICIIMX M CPEINHHMX CIELHaTbHBIX y4eOHBIX 3aBeeHHSIX, BOEHHYIO ciyxOy, paboty mo
COBMECTHTEJNIBCTBY)» MCIIONIB3YIOTCS CBENEHHUS 0 paboTe, Kak MpaBUIIO, OTPaXKEHHBIE B TPYI0BOH KHIKKE.
Croma BHOCATCS W CBEIEHHUS O TepepbiBaX B paboTe B CBA3M ¢ y4yeOHOH, 60E3HBIO, HAXOXKIEHUEM Ha
WKIWBEHUH U T.1. Eciiu paboTHHUK B OZJHOM M TOM ke OpraHW3alliy 3aHUMaJl B pa3Hble MIePHOIbI BDEMEHH
pa3nuYHBIE TOJDKHOCTH, TO CIIEyeT YKa3blBaTh, ¢ KAKOTO M TI0 Kakoe BpeMs OH paboTan (Mecsll M Tox
BCTYTUIEHHS M YXO/a) B KaKOH JO/DKHOCTH.

4.7. PaboTHMK, OTBETCTBEHHBIH 3a BeleHHE JIMYHBIX JeJl, IPUHUMAs OT MOCTYTAKOIIEero Ha paboTy
aHKeTy, JO/DKEH TNPOBEPUTH MOJHOTY €ro 3aloIHEHWS W TPaBWIBHOCTH YKa3aHHBIX CBEIEHHH B
COOTBETCTBHUM C NPEABABIECHHBIMH JOKYMEHTaMH MW TMpenynpeauTb paboTHHKa O HEOOXOAMMOCTH
coobmarte 0060 BCeX MOCIEAYIOUIMX W3MEHEHHAX YKa3aHHbBIX JaHHBIX. PaOOTHHK JO/KEH pacrucaTthes B
XypHaJle 0 03HaKOMJIEHHH C JIMYHBIM JIEJIOM.

5. Ilopsiaok XpaHeHHS JHYHBIX [

5.1. JInunple nena MOTYT BhIJaBaThCS BO BPEMEHHOE IONB30BaHWE PAaOOTHHKY, AOJKHOCTHBIM
JIMLIAM, KPYT KOTOPBIX OTPEeNSeTCs pPyKOBOIUTENIEM YUPEKICHHS.

5.3. Tlpu pabore ¢ NWUYHBIM [€I0M, BEIJAHHBIM BO BPEMEHHOE TIOJb30BAHHE, 3alpeliaeTcs
NPOU3BOIUTE KaKHe - JIMOO WCIIpaBlIeHHs B paHee CHAENIaHHBIE 3allMCH, W3BJEKaTh W3 JIMYHOTO JIela,
UMeroleecs TaM JOKYMEHTBl HWIIM TIOMELIaTh HOBbIE, pasrjlallaTh CBEAEHHS, COIep)Kalluecs B
JIOKYMEHTax Jefa.

5.4. Tlpwu u3BNeYeHUH KaKHX-THOO JOKYMEHTOB M3 JMYHOTO Jefia MO YKa3aHWIO BHILIECTOSLIEN
OpraHW3allM¥ MIIM YIOJIHOMOYEHHBIX OpPraHOB BO BHYTPEHHEH OIMMCH OCTABIIAETCS COOTBETCTBYOIIAS
3aMHCh.

5.5. Jluynple nena XpaHATCS B CHEUHaNbHBIX ceiidax (mwkadax) Kak JOKYMEHTHI CTPOTOM
OTYETHOCTH.

6. ITopsiiok MOATOTOBKH H Ca4YH JTHYHBIX €1 B apDXHB

6.1. Jluunele mena oTHOCATCS K JOKYMEHTaM BpeMeHHoro (cBbiie 10 JIeT) cpoka XpaHEHHS H
TIOZIJIEXAT XPAaHEHHUIO B TEYEHHE 75 JIeT.

6.2. JlnuHbple Aena yBONEHHEIX PaGOTHHKOB OGOPMISIOTCS B COOTBETCTBMH ¢ TpeGOBaHUAMM
apXUBHBIX OPraHOB U XPaHATCH B apXMBE.

7. 3aK/II09HTEIbHbIE MOJI0KEHHS

7.1. Jlng TpaBUIBHOM TPYNIUPOBKH M ydeTa IOKYMEHTOB IO KaapOBOMY J€JONpPOM3BOICTBY
JWYHBIE Jlesla BKITIOYATCA B HOMEHKIIATYpy JIe/]l yUPEXKIASHHUS MO OTAETbHBIM MOPSAIKOBBIM HOMEPOM.



