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1.06mue nosomxenns
I.1. Hacrosiuee ITosioxkenne onpejensier nopsaoK BeACHHS 1 XpaHEeHHS JIMYHEIX JIell
ne/iaroros U coTpy IHUKOB [BAQY «/[leTckuit caa c.n IKkaxKeBo «JlacToukay (manee —
AOY) na ocnosanun TK P® ot 30 nexabps 20011, Ne197-D3 (B pemakiuu oT
30 wionst 2006r., na octosanuu [lepeyuns TUoBbLIX YIPAaBJICHYECKUX IOKYMEHTOB,

(§9]

1.2. Jlnvnble xesia 0hOPMIISIIOTCS Ha BCeX COTPYXHHKOR HOY,
[.3. Hacrosiiee nosoxkenue yTBepxkaaetcs npukasom saseayrouiero JIOY u sasnsercs
00sI3aTesbHbIM JULSL BCEX KATeropuii elarornueckux u IpyTrux cotpyiHuKoB JIOVY.

J

1.4, Benenve JHMYHBIX JeJl TI€NaroroB u cotpyauukos JIOY Boznaraercs Ha
3aBeayrouero J[OV,

I.5. He nomyckaercst BeneHHe HECKOIBKUX JTHYHBIX e/ pabOTHUKOB, 3a MCKIIOUEHUEM,
C¢Clin pabOTHUK MPHHSIT 110 BHYTPEHHEMY COBMECTUTE/ILCTRBY.

2. Tlopsaok hOpMHPOBAHMS JIMYHBIX A€/l IEATOI0B H COTPY/IHHKOB

2.1. Odopmiienne JIMYHBIX 1] OCYHIECTBISCTCS B TCUCHHUE S el co THs npuemMa
padoTHuKa Ha paboty.

2.2. PopmMHpPOBaHHUE JIMUHOTO JelIa Ie/IAroroB i coTpyaHuKkos JOY POU3BOANTCS
HCIOCPEACTBeHHO Mocue ripuema B JIOY nim nepesosia efaroros u COTPYAHHKOB U3
Apyroro 00pazoBaTeIbHOIO YUpeiIeHHS.

2.3. Ilpu noctyniennu Ha paboTy IrpakiaHuH MIpeJCTaBIIsIeT:

2.3.1. Kaprouky dopmbl T-9, 3anonnennyio COOCTBEHHOPYUHO.

2.3.2. Jluunoe 3asBienne, HAMUCAHHOE COOCTBEHHOPYUHO.

2.3.3. JIOKYMEHT, y10CTOBEPSIOUHI THIHOCTS,

2.3.4. TpylloByI0 KHHKKY.

2.3.5. JloxymenT 06 o6pazoBanuu.

2.3.6. CaHuTapHyIO KHUIKKY.

2.3.7. CnpasKy 0 HaJIMMHH UK OTCYTCTBHH CYIHMOCTH U3 WL MB/I.

2.3.8. Jlpyrue 10KyMEHTBI, [Ipe/lycMOTPEHHbIE DejiepanbHbIM 3aKOHONATEIBCTRBOM.
2.4, Jlnuxomy jiesry npucBanBaeTcs HoMep, COrTacHo KYPHaJY y4eTa JTHYHBIX JIell

[ie/1aroros U coTpyaaukos JIOV,

2.4.1. Ha 06107Ke THYHOTO Jiefia OTPaXKaloTCs! CIIEAYIOIIHNE PEKBHU3UTLI: IMYHOE Jiesio No
COTVIACHO KHUIM PErHCTPalMy JIMUHBIX el IIeJaroroB U coTpyaaukos JIOV,

2.5. JIoKyMEHTBI B IMYHOM Jielie Me/IaroroB 1 coTpyauuKos JIOY pacrosararoTcs mo
CIICIYIONICH OIUCH:

) ankera;

2) asrobuorpadusi paboTHHKA, HATTMCAHHAS OT PYKH, B IPOU3BOIILHON (hopme U
Coleprramias noApodHoOe H3I0KEHHE OCHOBHBIX MOMEHTOB €TI0 JKH3HH U ACATENbHOCTH!
3) KCEpOKOINHS I1acriopra;



4) JnMuHOe 3aABICHHE O IpueMe Ha pabory;

5) npunsTOro Ha pabory;

0) Komust BOEHHOIo GMileTa WK yIOCTOBEpeHus oduiepa;

7) konwusa noxkymenrta o6 00pa3oBaHuMu;

8) KONUS MEAUIIMHCKOTO IMOJIHCA;

9) Konus npuxasa 0 Ha3HAYCHUHU;

10) xonus ceunerensctea MHH;

11) xomus CHHUJIC;

12) xonust Tpy10BOH KHWKKH (OPUTHHAI XPAHHTCS OT/IeIHHO)

13) cnpaBka 0 cocTaBe CeMbM;

14) cripaBka 0 HAMYMK MM 00 OTCYTCTBHU cyaumocTu u3 M1 MBJI;

15) goto - 2 wurr.

[6) Kornus CBMJIETENILCTBA O 3aKII0YeHHH OpaKa;

I'7) KOmUM CBU/IETENILCTB O POKIACHUH JCTEH;

I8) Tpysnosoi jlorosop (3 eKTHBHBIH KOHTPAKT)

19) cornacue paGornuka B IMCbMEHHOM BHIEe Ha 00paboTKy epcoHabHbIX U
OMOMETPUUCCKHX JIAHHBIX;

20) MHbIC HOKYMEHTBI, KOTOPbIE JAOJKHEI GBITH MPEABABICHBI PAOOTHUKOM C YHETOM
cretnGuKn paboTsl.

2.6. C uenblo obecrneyeHHs HaaIexxaleH COXPaHHOCTH JIMYHOTO JIeJIa TIeIaroros v
corpyanukos JOVY u ypobersa B o6palieHun ¢ HUM [py (JOPMUPOBAHUE JOKYMEHTHI
[IOMELIAIOTCA B OTACABHYIO MallKYy.

2.7. "Tpy/loBble KHHKKH XpaHsITCs OT/IebHO B ceiide B kabuHeTe JEJIONPOU3BOIUTENS
JOY.

3. HOpﬂlelC Be/1€HHHA JIHYHBIX JCJ Ne/1aroroB " COTPYAHHUKOB

3.1. B naneueiiinem B iMuHOE €10 NEAAroros u coTpyaunkos JJOY BKIOYAROTCS:

- IIPUKA3bl MTH BBIMHUCKH M3 IPUKA30B O HA3HAYCHHH, OCBOOOIKICHUH UIIH TIEpeMeLleHUH
110 JIOJKHOCTH;

- JIOKyMeHTbI 00 HTOraxX aTTeCTallnM (3asiBlIeHHe, aTTeCTALNOHHBIH JIMCT; IPUKA3BI HITH
KCECPOKOINMH NPUKA30B MO HTOI'AM aTTCCTAllMK WIIM BLITUCKA U3 TPHKA3a);

- JIMCT IMOOMUIPEHUH U B3bICKAHHI;

= KCEPOKOIIMH IIOUETHBIX I'PAMOT M OJIaroZiapcTBeHHbIX [HCEM, 3aBEpEHHBIE NMEYaThiO W
[OAIHCBIO OTBETCTBEHHOIO JIUIIA;

- KCEPOKOMHH JIOKYMEHTOB O MOBBIIICHUN KBATU(UKAIIMHI, O MIEPEIIOATOTOBKE,
3ABEPEHHBIC MTCYATHIO W MOJIIMCHIO OTBETCTBEHHOIO JIMLIA;

- KCEPOKOMHH A0KYMCHTOB 00 U3MEHEHUN aHKeTHBIX OHOrpapuueckux JaHHbIX
(HarpuMep: KOnus CBUjleTenbeTBa 0 Gpake, H3MEHeHHH paMuiIK U T. 1.).

3.2, JIM4HOE [€/10 NeNaroros  COTPYHNKOB BE/ETCS B TedeHHe BCEro TepHoia padoTol



Kazl0ro neparora u corpy/iHuka s JJOV.

3.3. Benenwne nuunoro nena npejycMaTprUBaeT:;

- MOMCHICHHE NOKYMEHTOB, [O/UIEKAIMX XPAHCHHIO B COCTABE JUYHBIX e, B
XPOHOJIOI'HYECKOM MOPSIIKE;

- CHKCIOMHYIO NPOBEPKY COCTOSIHHS JIMYHOTO fAelia MEeJaroros u COTpyAHUKOB JIOY Ha
HPCAMET COXPAHHOCTH BKIIFOYEHHBIX B HEIO JIOKYMEHTOB U CBOEBPEMEHHOE 3aI0JIHEHHUE,
3.4. JlokyMeHTBl B IIMYHOM Jejie HOJUICHkKAT OIMCH, KOTOpass XpaHHUTCS B COCTaRe
JIMYHOTO Jlera.

4. Tlopsagok yuera u Xpanenust IHIHBIX Aes1 ne1aroros u corpyanukos [0V

4.1. Xpanenue u yder NUUHBIX NN HeTaroros u corpyanukos JIOY opranusyiores ¢
LLeJIBIO OBICTPOro U 6e301HE0YHOr0 HoKHCKA JIMYHBIX JeJ1, 00eCreYeHus: ux COXPaHHOCTH,
a raie obecreveHus KOH(UACHIMATLHOCTH CBEJICHHH, CO/IEpIKAIMXCS B JOKYMEHTaxX
IMHHBIX JICJT, OT HECAHKLIMOHUPOBAHHOIO JIOCTYTA:

- Jlnunslie nena nenaroros u COTPYAHMKOB XpaHATCs B celide B nankax:

- Jloctyn K nM4HBIM  Zenam  Mefaroros  u cotpyannkoB JIOY wumeror Toibko
saBedyionwit IOY u cnenmanucet no kagpawm;

- Jluunele jena rnenaroros u COTPyAHHKOB JIOY, UMEIOIINX rocy1apcTBeHHBIC 3BaHUs,
UPEMUH, Harpajbl, y4eHble CTETIeHW M 3BaHWUS, XPaHATCSA MOCTOSTHHO, & OCTAJBLHBIX
COTPYAHUKOB - 75 JeT ¢ roja yBOJbHEHHS] paboTHUKa (B COOTRETCTBUM C [Tepeunem
THIIOBBIX yIPABICHYECKHX TOKYMEHTOB).

4.2. B anunble fena He NOMKHBI BXOAMTEL JIOKYMEHTBI BTOPOCTENEHHOrO XapakTepa,
MMEIOLINE BpeMeHHBIe (10 10 et BKIIOYUTENBHO) CPOKH XpaHEeHUsI.

4.3. Conepxane NUYHBIX o7 patee NpUHATLIX PAdDOTHUKOB MOYKET HE COOTBETCTBOBATE
n. 2.5, wHacrosiiero Ilonoykenus, Tax Kak KOMINICKTAllM JIHYHBIX JIel He Obula
lpelyemorpena MenepanbHbIM 3aK0HOATEILCTBOM.

4.4. 3apenyiommii, npuxnmas ot paboTniKka KCepoKONHu JAOKYMEHTOB, JIMYHBIH JTUCTOK
MO YHETY KalpoB, JMOIKEH IIPOBEPHTH IIOMHOTY €r0 3amojHEHHS U JIOCTOBEPHOCTh
YKa3aHHBIX CBEICHUI B COOTBETCTBHH € TIPe/IbSIBICHHBIMH OPUTHHAJIAMH JOKYMEHTOB.
4.5. COop u BHecenue B JuuHBIE nena neaaroros v corpyaHukos J[OV ceenennit o
HACTHOH KHU3HH, MOTHTHUYECKOH U PENUTHO3HOM [IPHHAUICIKHOCTH 3aripelaercs.

4.6. Jlnunoe sie10 MoKeT GBITH BBUIAHO B CJIC/IYIOLIUX ClTyqasX:

- 110 TpeOOBanIO PaGOTHHKA VIS 03HAKOMITCHHS (Ge3 mpasa BbIHOCA);

- HEHOCPEACTBEHHO PYKOBOAUTEIIO JUIsSl O3HAKOMIIEHUS C MaTepralaMH JIMYHOTO JeJ1a;

4.7. Cuarue Korui ACKYMEHTOB, XpaHsIIUXCA B JIMYHOM Jele, [IPOU3BOJMTCH TOIBKO C

MHCBEMEHHOI'O paspericHus paﬁo'rmma.

5. Tlopsu1ok BBIIAYK JIHYHBIX 161 BO BpEeMEHHOE IMOJIL30BAHUE

o.1. Bblnaua muuHbix gen (oTaenbHbIX JIOKYMCHTOB B COCTaBe JIMYHOTO jena) BO



BPEMCHHOE  MOJTb30BAHME MPOU3BOJAMTCH paspelienns  sasenymwouiero JIOY o
3asiBJIeHN0 paboTHHKa.

5.2. Pabora (O3HAKOMJIEHHE) C JIMYHBIMH Jeiamuy ICA4roro u cotpynnukos JIOVY
[IPOU3BOJUTCS B 3aHUHW JIOLIKOJILHOIO obpasoBaressHOTO YUPEIKIACHUS B MPUCYTCTBUH
saBenytomero. B konme paGouero AHs OTBETCTBEHHEL 34 XpaHEHHe W y4YeT JIHYHbIX J[el]
obsi3aH yOeuThCS B TOM, 4TO Boe JIMYHBIC JIe]la MM JOKYMEHTBI M3 JIHMYHEIX Jien,
BBIIAHHBIC BO BpeMEHHOE II0JIL30BaHHE, BO3BPALLCHBI HA MECTO XPAHEHWSI W eCTh JiM
HEOOXO0/IMMOCTD JUIS IPHHSATHS MEp K HX BO3BPAILCHHUIO HJTH PO3BICKY.

6. OrBererBeHHOCTE

6.1. Ilemaroru wu COTpyauuku  JIOY  ob6s3anpr CBOCBPEMEHHO  MPEJCTaBIISTE
3aBE/lyIOIIeMY CBEICHHS 00 W3MEHEHUH B HCPCOHAILHBIX JAHHBIX, BKIIOYEHHBIX B COCTAR
JUYHOrO n1ena.

6.2. PaGortonaresnn (3aBenylommii) obecrieunpaer:

= COXPAHHOCTb JIMYHBIX /€1 [1eJaroroB K corpyauukoB JIOV;

- KOH(M/ICHUHATBHOCTE CBE/ICHMH, COACPKALIMXCA B JUYHBIX Je/ax Me1aroroB u
corpyanukos JIOV.

7. Ilpasa

7.1, s obecrievernst 3ammrer TMICPCOHATBHBIX JIAHHBIX, KOTOPBIE XPAHSTCS B THUHLIX
ACNIax nenaroros u corpyaukos JOVY, nenaroru u corpyunuin JI0Y umeror npago: -
MOJIYHHTh MOJIHYIO HHOOPMALIHIO O CBOMX HIEPCOHANILHBIX JIAaHHBIX H 00paboTKe HTHX
JIAHHBIX;

- HOJIY1HTH CBOOO/IHBIH IOCTYIT K CBOHM MEPCOHANLHBIM JaHHbIM:

- TOJIYUHTL KOIKM, XPaHSILIMECs B IMYHOM Jlee | CO/ACpIKallne nepcoHanbHble TaHHEIe,

= TpedoBaTh HCKIKOUEHMS HIIH UCT] PABIICHIS HEBEPHbIX UIIM HETIONHBIX [IEPCOHATBHDIX
JAHHBIX.

Paboronarens uveer npaso:

~ 00pabaTeIBaTh NePCOHANBHBIC AAHHELE fiejaroros u cotpyanukos J[OV, B ToMm yucie i
Ha JJICKTPOHHBIX HOCHTEJISIX;

- 3AIPOCHTL OT 11e/1aroroB u cotpyauukos JIOY seio HeoOXonuMYyO HH(OpMaLHIO,



