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AAMHUHHCTPATUBHO-YIIPABJICHYCCKOI'0O U I1ENATrOINYICCKOro II€pCoHala B MB(

COIII Nes.
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ydeTa, qOJIepKalluX CBeAeHUs O paOOTHUKE U €r0 TPYLOBOX AEATEILHOCTH.

1

3akoHOM OT 27.07.2006 Ne 152 «O mepcoHaNbHBIX HaHHBIX», Metogudel)
pexomenarusamu PocapxuBa, Ykazom [Ipesumenta or 30.05.2005 Ne 609
yrBepkjeHnn [lojmoXkeHuss O IEepPCOHANBHBIX JaHHBIX TOCYNAapCTBE!
cryxamero Poccutickort @Demepaurd W BEAEHUU €ro  JIAYHOIO [
KOJUICKTABHBIM JOTOBOPOM U ycraBoM [1IkoIsl.
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O IOPSAAKE BEACHUS JTUIHBIX CJT aAIMUHUCTPATUBHO-YIIPABJICHYCCKOT'O H
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1. O0uue moJ1oKeHus
1 Hacrosiee moaoKeHue OnpeaessaeT IOPAA0K BEIEHUS IUIHBIX JIEf]

2. JIuunHoe HCJI0 pa6OTHHKa — COBOKYIIHOCTE JOKYMECHTOB IICPCOHAJY
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2. @opmupoBaHUe JUYHBIX el pa00THHKOB
1. @opmupoBaHWEe JIUYHOTO  Jeja  pabOTHUKA  IIPOU3B

2JIay,

JIATCS

[MCTOM IT0 KaJpaMm He IO3JHee MSTHU padodux JIHEH co JAHS 3aKiIH
IO JIOTOBOpPa M TOJBKO IIOCHIE IIOJIY4YEHHUsI OT pabOTHHKA coriady
'Ky €r0 IEePCOHAIBHBIX JaHHBIX.

2. Ilpu mnocrymieHun Ha padOTy COTPYAHHK IIPENOCTABISLET
1):

[1aCIIOPT UJIA UHOU JOKYMEHT, YIOCTOBEPSIOIIUMI JUYHOCTD;
ABTOOUOrpaduIo;

3asIBJICHUE O IIpUeMe Ha padoTy;

CTPaxOBOE CBUIETEIHCTBO IIEHCUOHHOIO CTPaxOBaHus;

paeH TuUKAIMOHHBIN HOMEP HallOrOMIaTelNbIUKa,;

TOKYMEHT BOMHCKOTO y4eTa (/IS BOCHHOOOS3aHHBIX JIHI);
MOKyMeHT 00 00pa3oBaHuY;

ATTECTAIMOHHBIN JIVCT;

CIpaBKy O HAJIWYIUHU (OTCYTCTBHHU) CYAUMOCTH U (WIIK) (pakTa yroiid
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[OBaHUS;
TPYZIOBYIO KHMXKKY;

MEIULIMHCKYIO KHIDKKY;
CBHJIETEIIECTBO O Opake;
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CBUJIETEIHCTBO O POKJICHUU JETEH.
3. PabGotomaTens opopmisieT:
MTAYHYIO KapTouky Ne T-2;

[prKa3 o mpueme Ha paboTy (0 MepeMeleHUU Ha APYTUe TODKHOCTH
TPyAOBOM JOTOBOP B IBYX HK3EMILIIPAX.
4.PaboTomareis 3HAKOMUT:

C HOPMaTUBHO-IIPABOBEIMU JOKYMEHTAMHU IIIKOJIBL;
C TOJDKHOCTHOM MHCTPYKIMEH;

MIPOBOJUT BBOJHBIA WHCTPYKTaX, HHCTPYKTaX II0 OXpaHe |
(T TI0 MMPOTUBOIIOXapPHON O€30I1aCHOCTH

5. IlepBudrHOE 0OQOPMIICHHE TUIHOTO JieJa [IPEayCMaTPUBACT:
IIPUCBOCHUE JTIMYHOMY JI€Jly HOMEpa COIVIACHO JKypHalLy ydeTa JI

IIPpOCTAaBJIICHUE Ha O00JIOXKKE JINIHOIO Jcja CIICAYIOIIHUX PCKBHU
HAaMMCHOBAHHMEC IIKOJIBI, HOMCP JIMYHOTO ACJIA; (i)aMI/IJII/Iﬂ numMsia OT
1Ka B MMCHHTCIIFHOM ITaACXKE, AAaThl Ha4aIa BEACHUS AC€JIa; CPOK XPaHHi
IIOMEIIEHUE MNOKYMCHTOB, IOJICKAIIUX XPAHCHHUIO B COCTaBE JI

BHYTPEHHSIS OITUCH JOKYMCHTOB JIeTIa,;
ITUYHBIA JINCTOK IO yYETy KaJpOB HIIM aHKETa;

ABTOOUMOTpadus;

BasIBJIEHUE O IIpUeMe Ha paboTy;

BEITTMCKA U3 TIpHKa3a o MpueMe Ha padoTy;

rPYJI0BOM JOTOBOD;

KOITUSI  MEJWIIMHCKOI'O 3aKITIOYSHHUsST O pe3yJbTaTax IIpe/iBapute
HCKOI'O OCMOTpa

CIpaBKa O HAIUYUU (OTCYTCTBUHU) CYJUMOCTH U (MiIH) (akTa yroiu
[OBAHUS,

6. JIMCTBI JIOKYMEHTOB, IIOMCIICHHLEIX B JIMYHOE J€J0, IIO
892028

7. JIOKyMEHTBI TTIOMEIIAIOTCS B MTaNKy-CKOPOCIIMBATEh. [Ipy yBONIBH
1Ka MPOITUBAIOTCS HUTKAMU U CJIAIOTCS B apXUB.
8. BHYTpeHHSA ONUCH TOKYMEHTOB, MMEIOIIUXCS B IUIHOM JIese, /i)
ATH CBEJICHUS O TTOPSIKOBBIX HOMEpaX, HANMEHOBAHUSIX JOKYMEHTOH
PTBE JINCTOB, JaTaX BKIFOYCHUS JIOKYMEHTOB B TUYHOC JEJNO U U3bB
raKkyKe KeM U3BSIT JOKYMEHT ¥ 110 KaKOH IMpudnHe.

9. BuyrpeHHsis OmUCh COCTABISETCS Ha OTHAEIBHOM JIUCT
JTeHHOU Gopme. JIUCTHI BHYTPEHHEN OTIMCH HYMEPYIOTCS OTAENIBHO.
10. Ilpu moAroToOBKE JUYHBIX J€]1 K IIepe/lade Ha XpaHEeHHUE K BHYT
COCTaBJISIETCS. MTOrOBasl 3alllCh, B KOTOPOM yKasbIBaeTcs IUQP
HI0 KOJIMYECTBO BKJIFOYEHHEBIX B Hee JOKYMEHTOB U KOJIUYECTBO
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3. Begenue JTHYHBIX e pa0OTHHKOB

CTPAaTUBHO-YIIPABJICHYCCKOT'O U IICAArOTM9ICCKOr0 II€pCcoHaia HIxon

HOCTH U UMCIOIIUX 3HAUYCHUC IJIA TPYAOBBIX OTHOIIIECHUM;
ATTCCTAIMOHHBIC JIUCTHI,

ITPOTOKOJIBI aTTCCTAllUH,

JAOIIOJIHUTEJIBHBIC COTJIAIICHUS K TPYJOBOMY JJOTIOBOPY;,

KOIIMK  JOKYMCHTOB O IIOBBIIICHHHU KBaJII/I(bI/IKaLH/H/I, O6y

KOIIUSI TPYTOBOM KHUKKH.

1. Jluynoe pemo Bemercs B TEUYEHHE BCEro Iepuojia [ADOTE

2. [Janbneliee BefieHWE IMYHOrO jena pabOTHHKA IIpeaycMaTpiBact
IIOMEIgHNE B JEN0 JOKyMEHTOB, oOpa3yromuxcs B Imporecce il

oyen

BBIMUCKY U3 IPUKA30B II0 JIMYHOMY COCTaBy, KOTOpPBIC KaddioTcs
paboTHMKE;

HUH,

3. B JIMYHBIC  OCJla HC  IIOMCIIAOTCA  OJOKYMCHTBLI, HMGHMIINC
BTOPOCTCIICHHOC 3HAYCHNE U CPOK XPaHCHUS MEHEC 10 JeT BKIIOYHUTEIHHO.

3|4. Bplmada Komuil JOKYMEHTOB U3 JIMIHOTO Jiella MPOU3BOIUTLH II0
JIMYHOMY 3asIBJICHUIO pabOTHUKA U C paspelreHus qupexropa. Komuu ToKyM@HTOB
JOJDKHBI OBITH 3aBEPEHBI U IPEJIOCTABICHBI PAaOOTHUKY B TCUCHUE TPEX JHIEHA CO
JUHSI I0Jla9¥ 3asIBIICHUSL.

3]5. H3psiTHe OTHENBHBIX JOKYMEHTOB U3 JIMYHOI'O Oeia MPOU3IBOIMICS C
paspeuieHus aupekropa IIlkoner ¢ oQopMileHHEM COOTBETCTBYIOIIEH 3arfiic B
rpade «Ilpumeuanuey BHyTpeHHEH orucu. [Ipw BpeMEHHOM H3BSTHUU JOKYMEHTA

Ha €ro Mecro (MC)KI[y JUCTaMH COCEIHUX IIOK}/MGHTOB) BKIIaABIBACTCA CIIpBKA-

3aMECTH

JOKYMEHT, U IIOAIIUCHIO JINIA, ITOJYYUBILIETrO €ro BO BPEMEHHOE T0JIh30BaHN
6. B mensx obecrnedeHuss KOHTPOJS 38 COXPAHHOCTHIO U aKTyallbHETHIO
nen B IlIxone exeromgHo (He mo3xHee | xBaprana roja, CICIYIOIIRIO 3a
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TCJIb C YKA3aHUCM JAaThI U [TPUHYYH U3BATHA C IIOAIIMCEIO JINIA, BbIAA

11ETO

IM) [IPOU3BOJUTCS IIPOBEPKA UX HAUIHUYIHUA U COCTOSAHUS.

4. XpaHeHHe U y4eT JUYHBIX JeJ pad0OTHHKOB

1 Xpanenue u yder JIMYHBIX JeNl aJIMUHUCTPATUBHO-YIPABICHUEC
yecKoro nepconana IIKonsl OpraHU3yIOTCS C IEIBI0 OBICTPOro

Iel, obeclieYeHns] X COXPAaHHOCTH U KOH(MUICHIIMATHHOCTH CBEL
AIIXCST B JOKYMEHTAX JIMYHBIX J€JI, OT HECAHKIIMOHUPOBAHHOIO JIOC
2. JludHble nena paOOTHUKOB XPAHSATCS Yy CICIHAUCTA I10 Kaj
[LHOM MeTaJUIM4ecKoM ceiide. JInunble KapTOUYKU 110 YHUGDUIIUPOB
No T-2 XpaHATCS OTHEIBHO B KaOMHETE CIelUalluCTa IO Kaapam.
3. TpynoBble KHIDKKM XpaHsSICSd Yy CIENHallucTa I10 Kaip
[HOM Me1aJUIM4ecKoM cerde.
4. JlocTyll K JUYHBIM JieslaM paOOTHUKOB MUMEIOT TOJBKO CITEIIHaIK(

u jpupexrop Ilxomer ynbo 3aMecTUTeNn AUPEKTOpa IIPU HCIIOJI
ocTer nupexropa KOs,

{

"HOM TIOPSIIKE.

ro u
HCKa
HIM,
ma.

IM B
THOU

T IIO
PHU U

5. Cucremarus anysa  JIHYHBIX — Oell pa6OTHI/IKOB IIPOU3BOIUTIM B
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5. OdopmiieHue JTUYHBIX el pA00THUKOB Iepe/ caa4deil B apx
1. Odopmienne TUYHBIX J€J JUIS IIEpeladyd B apXUB IIPOU3BJ

MOAIIUBKY (TIEPEIIeT) Iena;

YTOUHEHUE HyMepaliy JUCTOB JeT1a;

COCTABJICHUE JIUCTA-3aBEPUTEIIS;

cocTaBlieHue (YTOYHCHUE) BHYTPCHHEH OTUCH;

BHECEHUE YTOYHECHUY B PEKBU3UTBI JTUIEBOYM OOJIOXKKH Jea.
2. Jluct — 3aBepuTenh Aena JIOJKEH IOAIUCATL €ro COCTABUTEN)
eIIaeTCsl paciin(poBKa JODKHOCTA W IOJMMUCH, MPOCTABISETCS [T
€ WCIOJB30BAHUS apXUBHBIX JOKYMEHTOB B JIHCTE-3aBEPUTEIE JI€
CTBYIOIINE OTMETKHU.

010KKy (OOBEMHEHHOE JIeNI0) C TaKuM pacdyeToM, 4ToObl 00Be
He mpeBbIman 250 gucToB (IIyreM CIIMBKM MaTEpPUAIIOB UHIUBHUYA
"0JlaM YBOJIBHEHUS);

pacrojyiaraTb MaTepUaTbl HHAUBHIYIEHEIX I B IIpeaenax aena (T
rHOM Topsiike (modaMmIbHO), OTHENSST MaTePHabl, OTHOCSIIIIHE
WHIVBUIYATBHBIM JIeJIaM, YMACTHIM JIUCTOM OyMaru ¢ yka3zaHUEM H
Y, UMEHU U 0TYECTBa COOTBETCTBYIONIETO YBOJIEHHOTO COTPYIHHUKA,;
CHa0KaTh Kaxjgoe OOBEIUHEHHOE JeNo (TOM) BHYTPEHHEN Omu
sieHueM (GaMuITUd, UMEH M OTYeCTB M yKa3aHHEeM HOMEpPOB crpatl
IX KOTOPBIX PACIIOJIOKEHEBI COOTBETCTBYIOIINE JJOKYMEHTEI.
4. Ilepemaya JTUYHBIX JIe] B apXUB OCYIIECTBISIETCS HE IO3AHEE TP
BABEPIIECHUS] HX B JISJIOIPOU3BOJICTBE B COOTBETCTBUM C Tpadyi
PUTEIIEHO CeKpeTapeM MPOBEPsIeTCs MOJTHOTA U IIPABHIIBHOCTE ITOAT(]
JieN K mepejade. BhISBICHHBIE IIPU [IPOBEPKE HELOCTATKU yCTpa
peMm. Ilepemawa u mnpueM NPOM3BOASITCS IO ONKCH C IIpocra
K 0 HAJIMYU U JTUYHBIX JIE]L.

S. Jluunble gena pabOTHUKOB, 3aKOHYEHHEIE JEIOIPOU3BO/ICTBO
2003 rogma, xpansrtcs 75 net, nocie 1 ssaapst 2003 roga — 50 Jer.

6. OTBeTCTBEHHOCTHL padoToaaTessi H pabOTHUKA
1. AIMUHHCTpPAaTHBHO-yIIPABJIEHUYECKUNA U IIEJArOTMYECKUAN IIef|(
a6l 00s3aHBI CBOEBPEMEHHO IIPEACTaBIIITh CBEICHUs 00 H3MeH
X TIEPCOHATBHBIX JIAHHBIX, BKJIIOUCHHBIX B COCTaB JIMUHOTO JIelIa.
2. Paboronarens o0ecrieumnBaeT:
COXPaHHOCTB JUYHBIX J1e]1 pabOTHUKOB;
KOH(MUCHIINATBEHOCTE CBEICHUMN, COJEPXKAIMXCS B JIMYHBIX ||
THUKOB.
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CJIK ACJIO ITOAIIHUTO Oe3 JIMCTa-3aBEPUTEIISA, TO €ro CICAYECT HAKJICHIL Ha

{THHOO CTOPOHY 00JIOKKH Jela.

3.C IICJIBIO obecreueHus COXPAaHHOCTH JIMYHBIX JICJI PEKOMECHAYETC
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[Tk @B UMEIOT TTPABO:

JaHHDBIX,

(MCKROKEHHBIX) CBOMX MEPCOHATBHBIX JIAHHBIX.
2. Paboronarens uMmeeT npasgo:

7

QJICKTPOHHBIX HOCHUTCIIAX;

JIMYHBIX J1e71 1 00pabOTKY MEePCOHANBHBIX TAHHBIX.

7. IlpaBa paGoroaareiiss 1 pab0OTHHKA
l. AIMHHHUCTPaTUBHO-YIIPABIEHUYECKMA U IIENarorMUeCKWi Iiej

I0JIy4aTh IONHYI0 HHpopMaiuio o0 o0padoTke CBOUX MepCOHAl]
10JIy9aTh JOCTYI K CBOMM II€PCOHANILHBIM JaHHBIM,

II0JIy9aTh KOIIUU JJOKYMEHTOB, XPAHSIIUXCS B JIMYHOM JIEIie;
TpeOOBaTh WCKIIIOUCHUS WM WCIPABICHUS HEBEPHBIX U HET

O6pa6aTLIBaTL [IEPCOHAJIbHBIC HAaHHBLIC pa60‘l'HI/IKOB, B TOM YHCIJI{

3alpalnBaTh 0T PabOTHUKOB UHPOPMALIUIO, HEOOXOUMYIO IS Bl
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