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B JIIITIHOM .4eJIe, OTHOC_flTC_g K

rIMeIor orpaHr{qeHHrrfr Aocryn vr

l''ls

floloxenue
o ropsAKe BeAeHHq u xpaueHr.rq JruqHbrx 4en padorHnKoB

1. O6ruue rroJrolr(eHur

1.1. Hacrorlqee ronox<eHne o [opflAKe Be.qeHr4fl, v xpaHeHnfl JurrrHbrx

Aen pa6oruuron paspa6orauo B rlen.f,x ynopflAor{eHufl Lr crrcreMarr43ar\vrr4

cee4euzfr o pa6orHl,IKax 14 orlpeAertxer rtopqAoK BeAeHkrfl, vr xpaHennfl nr,rrrHbrx Aen

pa6oruuron MyHI4III4naJIbHoro 6rc4xerHoro AorxKoJrbHoro o6pasonareJrbHoro

yqpexAeHur <[ercxuft can Ns229> ropoAcKoro oKpyra Cavapa (aanee

MBAOy).

t.2. Jfta.rHoe Aeno pa6oruura - ocHoBHofi 4oxyueHT nepcoHaJrbHoro

cBeAeHrr.f, o pa6orHuxe MB{OV u ero

2 . | . lTpu ro crynne Huu Ha p a6 ory pa6 orHux rrpeAo craBJrrer (upa uatmuwvr)'.

rrac[opr uttu uuofr. AoKyMeHT, yAocroBepxrorqrafi nlrqHocrb ;

3a.f,BJreHr4e o npkreMe ua pa6ory;

2. flopnqorc QopmupoBaHuq rurrHbrx ge"n pa6orHr{KoB

AoKyMeHT, r<oroptrfi noITBep)KAaer perucTpaur{ro cllcTeMe

vrHtrLrBpr[yaJlbHoro nepcoHzQr{qlrpoBaHHoro )aqera, B ToM rrprcle B $oprrae
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3neKTpoHHOFO AOKyMeHT A, nv6ocTpaxoBoe cBI4AeTeJIbCTBO rocyAapcTBeHHOfO

freHcuoHHof O CTpaX OBA:Hvl'. ) 3a I'ICKJIIOTIeHLIeM CJIyIaeB, KOfAa TpyAOBOfi AOroBOp

3aKJIrOqaeTc-s BnepBbre ;

I4AeHTI4oI4KaIII4oHHbIfi uovrep HaJIo|oIIJIaTeJI6I]IuKa;

AOKyMeHT BOIIHCKO|O yrlera (Anq eoeHnoo6qgaHsrtx nuq)'

AoKYMeHT o6 o6PasoBanLrv;

arre cralruonnrtfi nl4cr ;

crrpaBKy o Harr4r{rra (orcyrcrnura) cyAprMocTu u (ut:|/.) $axra yronoBHoro

llpecneAoBaHI,Ifl,;

TpyAoByIo KHI4)ffiy u (utv) cBeAeHI4t o rpyAoBofi AesreJlbHocrl{' KpoMe

cJryr{aeB, KorAa pa6olr1tx [pI{HI4MaeTcfl' Ha pa6ory BIIepBbIe r41rvr Ha ycnoBl4fiX

COBMCCTI4TCJIbCTBA;

MeAI4UI4HCKyro KHI4)I(Ky ;

cBl{AererlbcrBo o 6Par<e;

cBuAereJlbcrBo o poxAeHuu getefi"

2.2. Iru,r*oe Aeno pa6orurar<a Sopuupyercfl B rer{eH}re 2 pa6ounx Aneta co

AHq3aKIlroqeHl{f,TpyAoBofoAofoBopa14ToJIbKoIIocJIenonyqeHufoTpaooTHI4Ka

coulacu.s na o6pa6orKy ero rlepcoHaJlbHbrx AaHHrIX'

pa6ornur o6sgan cBoeBpeMeHHo npeAcraBJl-f,Tb e MEfoY cee4enus' o6

II3MeHeHIII,IBIIepcoHaJIbHbIXAaHHbIX,BKJIIoIIeHHbIXBI4XII4IIHOeAeno.

2'3.IIepnuIIHoeoQopurreHl4eII4I{HofoAeJIaIIpeAycMaTpI4BaeT:

1) upraceoeHl4e [I4r{HOMy Aeny HoMepa cofJIaCHO )rypHany yqeTa IUrIHbIX

4en (npra11oxenue \ls 1). Honrep JII4IIHO;O Aena npocTaBJIfl'eTcfl' Ha BHyrpennefi

orlHcr4 AOKyMeHTOB, HaxoAqlqvxas. B II4TIHOM Aene' Jlucrm nI4r{HOfo Aena

HyMepyrcTct; npocTaBlseTcq I4HAeKc Aena B cooTBeTcTBI4I4 c HoMeHKnarypofi 4e:r

o 5p ason are JIbHofr opraHl{3 arJvrvr;

3) novreureHl4e AQKyMeHTOB, IIOAJIeIKaIIIIX xpaHeHLIIO B CocTaBe II4r{H6IX

AeJI, B XpoHonofur{ecKoM nopsAKe'

2.4. B ru'{urte AeJIa pa6orHr'rxoB BKJlrcqarorc'fl cneAylouue AoKyMeHTbI:



rrvqHafl, KaprorrKa Qopnarr T-2;

rpyaonoft AoroBop c pa6orurEKoM;

AOIO JIHHTeJrbHbre C OfJIarueHr.It K TpyAOBOMy .4Of O BOpy ;

cnpaBKa o Harvrqvn (orcyrcreuz) cyAr4Mocru u (urru) Qaxra yroJloBHoro

npecneAoBa}lr4s.;

3 arBJr eHrre p a6otruKa o corJr aauu ua o6p a6orKy nep coH€uIbHbIX AaHHrIX ;

, rnrrHoe 3arBJreHr,re o npr4eMe na pa60ry;

Konz.f, npr{Ka3a o [pr{eMe na pa6ory;

Kon rr-s cBr,r.4 ere JI b crBa o np oxo N( p.e:nvrv xyp coe ofi no Aroro BKrr ;

KOnHI{ arrecraIII4oHHbIX JII4 CTOB;

Ko r r4r4 rrp z K a3 o B o npkl c B o eHVu x nan z $ ux aIJVpr;

Korrr4r4 Ao KyMeHToB o rlooqp eHvru p a6 ornuron ;

AoroBop o nonuoft MareplraJrtsoft orBercrBeHHocrl4 (ecnz pa6oruzx -
Marepr4anbHo orBercrBeHHoe nuqo);

Apyfr4e AoKyMeHTbr, orpaxarcqr4e pe3ynbTaTbl npaKTHr{ecxofi

Ae-srerbHocrr{ pa6orHHxa B rlepvoA pa6orrr n MBIOV.

2.5. Cocraer.f,ercs BHyrpeHH-sr orprcb .qoKyMeHToB, HaxoA{Irlr4xcs. B

.rrr4r{HoM Aene paSoruzxa.

BHyrpeuuxr orrr4cb AoKyMeHToB, r4Merorql4xc-s B JII4r{HoM Ae.lre, AonxHa

coAeplr(aTb cBeAeHr4_f, o noprAKoBbrx HoMepax, HazMeHoBaHvrflx AoKyMeHToB AeJIa,

KOIUqeCTBe JII{CTOB, npI'IMerraHI4e.

Buyrpennflfl orrveb cocraBr.serc.f, Ha orAeJrbHoM JII{cre no ycraHoereHHofi

Qopri,re (nprzloNeurae J\b 2). Jlucrbr BHyrpeHnefi onucv HyMepyrcrc-a orAeJIbHo.

2.6. llpu noAroroBKe nrrqHbrx Aen K nepeAar{e Ha xpaHeHule K BHyrpenriefi

orrLreLr cocraBJrflerc.rr rrroroBar 3arrr4cb, B r<oropofi yKa3blBaerc.tr qraSpavru vr

ilpo[Ilcblo KoJIIIqecTBO BKJTTOqeHHbIX B Hee AOKyMeHTOB I4 KOrHr{eCTBO JII4CTOB

.[eJra.
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3. IlopnaoK BeAeHr{fl Jrr{qHbrx AeJr pa6oruurcon

3.1 . JIu'{Hoe Aeno BeAerc{ B TerreHlre Bcero nepr4oAa pa6orrr. Be4euze

HecKoJrbKHX Jrr4qHbrx Aen Ha oAHoro pa6oruzKa He AonycKaerc_fl.

Be4eHze JII,ITTHrIX Aen pa6orHzxoe Bo3raraerc-s Ha AeJronpor43BoAr4Ten.rr

MBAOy.

3.2. BeaeHI4e rllqHoro Aena pa6orHrzr<a npeAycMarpr.rBaer noMerrleHrze B

Aeno AoKyMeHToB, o6pasyroqr4xcfl B npoqecce pa6ouefi Ae-srenbHocrr4 Lr

r4Melo uJr4x 3 HarreHue Altx rpyAoBbrx orHouteuzfi :

AO rroJrHr.rreJrbHbre c o fJrarueHas K TpyAoBoMy Aof o Bopy ;

Konrrl4 rIpkIKa3oB rro JII4rrHoMy cocraBy, Koropbre Kacarorcx pa6orHr4Ka;

or3brBbr Aon)KHocrHbrx nr4rl o pa6orHzxe;

Korrr{H AoKyMeHTo B o IroBbrrrreHr{r4 xealuQzx aIJvru;

Kolrzr4 ceprrzQvrxaroB, rpaMor;

JIHcr- 3aBepllTenb AeJIa (cocrannxlor npr{ cAaqe Jrr4qHoro Aena e apxzn);

r4Hbre AoKyMeHTbr.

3.3. CSop I{ BHeceHI{e B [uIrIHoe Aeno pa6orHuxa cBeAeHuit o.{acrnofr

)r<r43Hlr, floJll4Trrrlecxofi v pe]ilnlvo3Hofi llpr4HaAne)KHocrr4 3alpeu{aerc-s.

3.4. Pa6orHZK 3HaKoMrrrc-fl co cBorrM JrrrrrHbrM AenoM He pe)Ke oAHoro pa3a

B roA.

Marepvraru JIIrrIHofo Aena Moryr 6rrm npeAocraBJreHbr pa6ornury Ha

o3HaKoMJIeHr{e ro ero npocr6e. OsHarouJreHr{e pa6orHzxa c Jrr4rrHbrM AeJroM

npoI43BOAL[rCfl B npI4CyTCTBUpI JILLIJA, OTBeTCTBeHHOfO 3a BeAeHI,Ie IZr{HbIX Aen

pa6oruzr<on MEIOV.

3.5. Coaep)KaHl4e JIHTTHrIX 4en pa6orHr,rKoB, paHee [plrH.rrrbrx Ha pa6ory n

MEAOy, Mo)Ker He coorBercrBoBarb nyHKry 2.4 uacro-flrrlero lloloxenz-a, B

cBfl3tr c I43MeHHBrrrI,IMuc.l no3AHee rpe6onaHuflMu 3aKoHolareJrbcrBa Poccufrcxofi

@e4epaqrau.

3.6. ENero.uHo [poBoAI4Tct rrpoBepKa cocro.f,Hvrfl rrvrlr:aofo Aena pa6orHr.rxon

Ha [peAMeT cOXpaHHocTA V aKTyaJIbHOCTLI I4MeIOUII4XC' B Aene AoKyMeHToB.
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flpoeepr<y ripoBoAr{T Jrzrlo, orBercrBeHHoe 3a BeAeHr{e JrurrHbrx ,uen, c

cocraBrTeHr'r eM coorBercrByroulefr cnpanxu.

3'6. flpu yBoJIbHeHuu pa6otHvrKa B Jrr4qHoe Aeno BKJraAbrBaerc.rr Korr4s

rIpI4Ka3a o6 yBonbHeHI4I4 Lr3 MEAOy u JrzrrHoe 3a.rrBreHr4e pa6oruzr<a o6

yBonbHeHuu' Ha JII4cre BHyrpeHHefi. onucu AoKyMeHToB, HaxoA flrrJ:zxcfl B Jrr4r{FroM

Aerle, BHocI4Tc{ 3aBepI{TeJIbHa-fl HaAnI{cb o6 oKoHrraHZI4 JIZrrHofo Aena Lr

Korl4rrecTBe BKnroqeHHbIX AoKyMeHToB. 3anepzre lrb:aafl HaAnI{cb frolrtr cbrBaerc-f,

Jrr{rIoM, OTBeTCTBeHHbTM 3a BeAeHI{e Jlr4rlHbrx .uel.

4. Xpaneuue Jrr{rrHbrx AeJr pa6oruurcon

XpaHenue rr4r{Hbrx Aen pa6orHuron MEAoy opraHr,r3yerc.f, c

Ilenbro ooec|IerreHlrt ux coxpaHHocrI4, o6ecne-{eHu.f, r<ouQz4eHur4aJrbHocrr4

cee4eunfr' XpaH-slqpIx)fl B II4r{HbIX AeJIaX, a TaKxe Anfl 6ttcrporo ro1acKa

uuQoprvtar\vv o pa6oruzre, Heo6xo Euwroir rnfl peankrcarJuv ero rpyAoBbrx rpaB,

4,2. Jlz.rHrre Aena pa6orHzron MEAoy xpaH_src.{ B xa6zuere

Aenonpoa3BoAr{TeJr.s B clerlr4aJrbHo orBeAeHHolr rur<a$y.

4.3. rrz.rnrre Aena pa6orHzron MBAoy xpaHrrc, orAenbHo or
Jrr{r{Hbrx Aen yBoneHHbrx pa6orHuxon.

4.4. MEtrOy o6ecrequeaer coxpaHHocrb rr4rrHbrx 4eri pa6orHr4KoB,

rcoHQz4euuzanbHocrb 14 Hepa3rJlalrleHr{e cne4eHuft, coAep)Karql{xc;l B Jrr4rrHoM

Aene. [ocryn K rII4rrHbIM AenaM pa6oruuxon MB{OY uveer roJrbKo aaee4yroqafi

MBAoy, 3aMecrrrrenb 3aBeAyroqero MEAoy r4 Aenonpor{3BoAr4renb.

Brtgava JIHTTHIIX Aen vnu orAenbHbrx AoKyMeHToB Lr3 :arrx Bo BpeMeHHoe

rroJIb3oBaHrre npou3BoAI4TC.s nO ycrHoMy pa3perrreHr{ro 3aBeAyroqero MB{ov.
Bpertax pa6oru orpaHurrl4Baerc-f, npeAeJraMr4 oAHoro pa6ouero 4Hx. (Dar<T BbrAaqr4

:ruqHoro lena Quxcupyercx B Jrr4cre BbrAarru JrrrrrHbrx Aen pa6orunxon.

{enoupoz3BotrIzreJlb KoHTponHpyeT Bo3Bpar Jrrzr{Hbrx AeJr B KoHue pa6o.rero 4u-r.

A1
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llpn pa6ore c JIHr{HIIM AeJIoM, BbrAaHHbrM AJrr o3HaKoMJreHvrs, pa6orulrx He

BlpaBe rurlHo rIpoI43BoAI4Tb rar<ve-nz6o r4cnpaBneHkIrI B paHee cAeJIaHHbrx

3afII{C.gX, BHOCZTb B HetO HOBbIe 3anVCU.

5. O$opvrneHrre Jrr{rrHbrx qe"rr pa6orHrrKoB rrepeA cAaqefi B apxr.rB

5.1. OSopuneHze JII{rrHbIX Aen Anr nepeAaqr{ B apxr,rB rrpor43BoAyrrcfl

Aenorpou3BoArzreJreu MEIOY. 3ra nporleAypa BKJrroqaer:

noArurrBKy (nepenne:r) lena;

yToqHeHr,re HyMeparluu nrrcToB Aena;

co craBJrenrze (yrovnenv e) BHyrpeHH efi. onucw;

BHeceHr4e yror{HeHr4fi n pexez3r4Tbr ruuesoft o6loxlcz Aena.

5.2. 3asepuTeJrbHafl :na4rrvcb noAnr4cbrBaercr Jrr.rrroM, orBercrBeHHbrM 3a

BeAeHr4e Jrrrr{Hbrx 4en pa6orHr4KoB, npr4 groM Aenaerc-s pacrur,rQpoBKa AoJr)KHocrr4

14 rroAnr4cr{, npocraBJrfleres. Aara. B ilpoqecce r4cnoJrb3oBaHns. apxzBHbrx

AOKyMeHTOB AenarcTcr COOTBeTCTByrOqr4e OTMeTKr4.

llp" cAaqe rl{r{Horo Aena yBoneHHoro pa6orHzxa B apxr4B B Aeno

BKJraAbrBaerc,s o6roxxa <Apxr4BHoe Aeno yBoJreHHoro pa6orHr4Ka)) (upuro>xenze

Js3) co cneAyroqr{Mz peKBvr3vr'rav.r: rroJruoe Har4MeHoBaHVe MBAOV; HoMep

Jrr4rrHoro Aena; Savtanur urM-s orrrecreo pa6orHr4Ka B rrMeHurreJrbHoM rraAe)r(e;

ra'ra v npur{L.rHbr yBonbHeHvrfl; peKBLr3r4Tbr rrprrKa3a o6 yeonrHeHvru; Aarbr JlrrtrHoro

Aena (.oe HarraJra h roA oKoHrraHu-rr BeAeHr{q 4ena); HoMep JrurrrHoro Aena;

KoJlrrqecrBo Jrr4cToB ; cpoK xpaHeHll.rr.

5.3. Jftz.rHrre Aena pa6oruzroB, 3aKoHqeHHbre Aenonpou3BoAcrBoM Ao i
qHBaps 2003 roAa, xpaHrrc-fl'75 rrer, roclre 1 xuaapa 2003 roAa- 50 ner.

6. Ilpana pa6orogareJrq u pa6orHurca

6.1. {nx o6ecner{eHr4-f, o6pa6orr<n Lr 3arrJvrrbr nepcoHa[bHbrx AaHHbrx

pa6oruuroe, xpaH-sruprxc{ B nurrHbrx AeJrax, pa6oro:are-rrb (MEIOD enpane



3AIPAIIIABAT' Y PA6OTHI4KOB HCO6XOAI4MYIO LIHOOPMAIIZF, HCO6XOTI4MYrc ENflBHeceHI'I-s B rLIrIHoe Aeno; o6pa6atrtBarb nepcoHaJrbHbre raHHbre pa6orHuKoB BcoorBercrBtrkl c 4eficrnyroq'IM 3aKoHoAareJIbcrBoM o 3arIII4Te [epcoHaJrbHbrx
AaHHbrx v noKanbHbrMa HopMarr4BHbrMr4 aKTaMa MEtrOy.

6.2. pa6oruzxz MB{OV eupane:

[onyr{arb nonHyro zHsopuaqzio o6 o6pa6orr<e cBor4x
AaHHbrX;

nonyqaTb AOCTyII K CBOZM nepcoHanbHbrM AaHHbrM;
nonyrrarb KorII,a AoKyMeHToB, xpaH-f,[Iuxc-s B rI4rIHoM Aene;
3HaKOMI4TbC' c MaTepaan aMI4 II[I:g{Hofo Aena;
nonyql4Tb Korrlzz Aor(yMeHToB, xpaHrqLrxcr B JrLrqHoM reJre:
TpeooBarb I4cnpaBneHr4t HeBepHbIX krrru acKDKeHH'rx frepcoHanbHbrx

AaHH'IX rl4rrHofo AeJra' vlru HcKIftorreHI4-{ AoKyMeHToB rr3 rur{Hofo .qerla.

7 ' orsercrBe'Hocrb pa60ro4areJrfl u pa60ruuxa

7 '1' Pa6orHr4Krr MEAoy o6-flsaHrr cBoeBpeMeHHo rrpeAcraBrrrrb cBeA eHuflo6 us^aeu eHr4Lr cBoux nepcoHanbH'rx AaHHbrx, BKnrcqeHH'rx B cocraB JlrrqHofo
Aena.

7 '2' orcercrBeHHbrfi aa ne4eHr4e JrLrqHbrx Aen pa6orHzxon ME{ov uecer
nuc\uilnuH ap Hyrc u u]Hyro oTB ercTB eHHo cTb 3 a p a3 rna[reHkr e xonsz4 enqv anbHbrxcee4euzfi' coAepxaqr4xc-rr B Jrr4qHbrx AeJrax, u 3a r4H6re HapyrxeH Lrfl nopflaKa

BC TEHI4 N JII.II{HbIX NCN.

Cor,raconaHo
c nrr6opubrM opraHoM

:r -e! 1r4_r{H 
o fi np o S c oros Ho fi op raHr_r3 arIV r

Hj?l ,,4. rcxufr 
"ry xnzig"- .. "li"r.o.flp elcelarenr str6opHofo op.u"unep oit rypo$corosnofi opraHr43aur4r{

/O.C. Haro.reesa./

IepcoHilJrbHbrx
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MyHraqurraJrbHoe 6ro4xernoe AoruKoJrbgoe o6paronaTeJrbHoe

yrrper(AeHue <<{ercrcufi cau Ne22g>> ropoqc^oro oKpyra carvrapa
I'IHAexc Aena 3-10

flplrrtoxernle Ne 3
r Ifo.norxeuf,rc o tropsrre BeAeEf,fl

f, xpaueuf,s Jrf,qusrx Aen pa6ornnrcon

paoorHuKa

APXUBHOE AEJro J\tb

TTJIIIqHOe A€.,-IO f BO.rI€HHOfO

(Qarvruwrx,

[ar a u [pr{r4na yB onbHenr.r.,r

rzM.f, , orr{ecTBo yBoneHuo.o pa6o.Haxaf

Pexer4:zrrr [praKa3a o6 ynolrnenuu

[ara nzvnoro nena

Horr,rep nur{Hofo nena

Ko:ru.recreo JIr4cToB B,[ene

Cpor xpan eHprfl 1ena _ 7 5 ner.


