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[MOJIOKEHHUE
O INOPSAJAKE BEJAEHHUS JIUYHBIX JIEJ COTPY/IHUKOB

1. O0mue NoJIOKeHH

1.1. Hactosiiee IlosoxxeHue omnpenenser MNOPSAAOK BeAEHUS JIMYHBIX JeJI
COTPYAHUKOB YUPEKICHUS.
1.2. TlonoxeHnue pa3pabOTaHO C LEIbI0 perjiaMeHTaluu padoThl € JIMYHBIMHU
JeJlaMi COTPYAHHUKOB YUPEXIEHHUS U B COOTBETCTBUH C:

— TpynoBsiM KOzeKcoM POD;

— KoOJIeKTUBHBIM JOTOBOPOM;

— YCTaBOM y4peKICHUs.
1.3. Hacrosimee nosioxeHue ytBepxkaaercs npukazoM 1no I'bY CnopTkoMiuiekc
«Omumnuick» (mamee — YypexJIeHue) U SBISETCS 00s3aTeNbHBIM I BCEX
KaTETOPUU COTPYIHUKOB YUPEKACHUS.
1.4. JIluunele nena COTpYOAHUKOB BeAET COKLUMAIUCT I10 KaJgpaM Y upexxJeHus.

= HOpHﬂOK (hO[!MHpOBaHHH JJUYHBIX 1€/1 COTPYIHHKOB

Pl DopMUpOBaHHUE JIAYHOTO nena COTPYAHHUKOB [IPOU3BOJUTCS
HEIIOCPEACTBEHHO IIOCJIE€ IIpueMa Ha padoTy WM IIepeBOJa COTPYAHHUKOB W3
APYTOro YUYpeKACHHUSI.

2.2.B COOTBeTCTBMH C HOPMATHMBHBIMH [JOKYMEHTAaMH B JIMUHBIE Jela
COTPYAHHUKOB BKJIAABIBAIOTCS CIEAYIOIINE TOKYMEHTHI:

COTpYOHUKH:
— 3asBJIEHHE O IpHeMe Ha padoTy;
— Komnus nacnopra uinyM HHOro JOKYMEHTA, YIOCTOBEPSIOIIETO JUYHOCTD;
— Komnust ctpaxoBoro cBUIETENBCTBA IMEHCHOHHOI'O CTPAaXOBAHMUS,
— Konus naentudukalliOHHOr0 HOMEpa HaJIOTOIIaTeIbIINKa;
— Konus gokymeHToB 00 00pa3oBaHUH;
— CrpaBka 00 OTCYTCTBHH CYJIUMOCTH;
— Komnus nokymeHTa 00 yCTaHOBKM Ha BOSHHBIN YUéT;
— corjiacue Ha 00paboTKy MepCOHAbHBIX JTaHHBIX

Paboronarens odopmiisieT:
— TPYAOBOM IOTOBOP B ABYX 3K3eMILISIPaXx;
— TIpHKa3 0 IpueMe Ha paboTy (0 mepeMelleHUH Ha ApyTrue JOJDKHOCTH);
— JIMYHYIO KapTo4yky NeT-2;
— JIOJDKHOCTHYIO MHCTPYKLHIO B IBYX 3K3eMILIsIpax;

PaboTomaresip 3HAKOMMUT:
— C HOPMaTHUBHO — [IPAaBOBBIMU JOKYMEHTAMH YUPEKICHMUS;




— C IOJDKHOCTHOM MHCTPYKIIHEH;
— C XKYPHAJIOM PEruCTpali TPYAOBBIX JOTOBOPOB MO/ POCITHCE;
— MPOBOAMT BBOJHBIM MHCTPYKTaX, MHCTPYKTaX II0 OXpaHe Tpyja,
HHCTPYKTaX 10 IPOTUBOIOXKAPHOM 0€301acHOCTH
2.3. C upensro o0ecnedeHUss HaIeXallell COXpPaHHOCTH JIMYHOIO Jela

COTPYAHHUKOB H ynoOcCTBa B OOpallleHWH C HUM IpH (GOPMHPOBAHHH JTOKYMEHTEI
[TOMEIIAIOTCSI B OTAEJIBHYIO IAIKY.

2.4. TpyioBble KHUXKKH XPaHSTCS OT/ENIBHO B celde.

3. llopsaok BeieHHs JIHYHBIX €] COTPYAHHKOB YYPEKICHHsI

3.1. JluuHOe 1es10 COTPYAHMKOB yUPEKICHHUS BEIETCS B TEYEHHE BCETO MEPUOA
padOThI KaXIO0r0 COTPYAHHKA B YUPEKIECHHUH.
3.2. Beenue IMYHOTO [efa MpeayCcMaTpHUBaET:

— HNOMCHICHHUC NJOKYMCHTOB, IIOJJICKAIINX XPAaHCHUIKD B COCTABE€ JIUYHBIX IEJI,
B XPOHOJIOTHYECKOM ITOPSAIKE;

— CXKCTOAHYIO IIPOBEPKY COCTOSAHHUS JIMYHOI'O IeJia COTPYAHHUKOB Ha MPEIAMET

COXPaHHOCTH BKJIFOUCHHBIX B HEro JOJOKYMEHTOB H CBOCBPCMCHHOC
3aIIOJIHCEHHUC.

3.3. JIOKyMeHTBI B JINYHOM JeJie MOJJIeXKAaT OMUCH, KOTOpas XPaHUTCS B COCTABE
JIMYHOTIO Jea.

4. Ilopsinok yyera H XpaHeHHUsI JINYHbIX J1eJ1 COTPYAHHKOB Y4YpeK/IeHHS

4.1. XpaHeHHe U y4eT JIMYHBIX JIeJl COTPYAHHKOB yUPEKIEHHS OPraHU3YIOTCS C
eapl0 OBICTpOro u 0e30mMO0YHOrO IMOMCKA JIMYHBIX e, OOecredeHHs HX
COXpaHHOCTH, a Takke ol0ecneyeHUs] KOHOHIASHIMAIBHOCTH CBEICHUM,
COAepXKAIUXCS B JOKYMEHTAaX JIMYHBIX J€JI, OT HECAaHKIIHOHUPOBAHHOTO JOCTYIIA:
— JIMYHBIC JleJla COTPYIHHMKOB XpaHATCA B celde yupexaeHHs, a BHYTPH — 110
CTPYKTYPHBIM [IOApPa3IeICHUSIM (OTAeIaM).
— JOCTYIl K JIMYHBIM JeJaM COTPYIHHMKOB UMEIOT CIIEI[HATUCT II0 Kaapam,
IJIaBHEIN OyXranTep U JUPEKTOp YUpeKIeHHUs .
— JIAYHBIC J1eJIa COTPYIHHUKOB, UMEIOIINUX [IPEMHUU, Harpaabl, Y4eHbIE CTEIIEHH
1 3BaHUs, XPAHITCS ITIOCTOSIHHO, @ OCTAJIbHBIX COTPYIHUKOB — 75 JIeT ¢ roja
YBOJIIEHEHHsI paOOTHHKAa (B COOTBETCTBHM ¢ IlepeyHeM THUIIOBBIX
YIPaBJIEHYECKUX JOKYMEHTOB).

S. IlopAaoK BbLIa4H JHYHBIX €]l BO BPEMEHHOE M0/1b30BaHHe

5>.1. Beimavya nu4uHBIX Aes (OTAENBHBIX JOKYMEHTOB B COCTABE JIMUHOIO 7ena) BO

BPEMEHHOE I10JIb30BaHNEC IIPOM3BOAMUTCS C pa3pelleHUs] JUPEKTOpa I10 3asiBIIEHHUIO
COTPYAHHUKA YUPEKIEHUS.

5.2. Pabora (03HaKOMJIEHUE) C JINYHBIMH JeJIaMH COTPYIHHUKOB IPOU3BOIUTCS B
IPUEMHOHN nUpeKkTopa. B KoHue paGodero nHs CHEUHANTHMCT IO KaapaM o0s3aH
yOeIUTECS B TOM, UTO BCE JIMYHBIE JiejIa, BBIJaHHbIE BO BPEMEHHOE T0JIb30BaHUE,




ot I T 2.

BO3Bpalll€Hbl HA MECTO XpaHCHHUA H CCTh JIH HBOGXOHHMOCTB JJIA IIPHUHATHUA MCP K
HX BO3BpalI€CHHUIO UJIK PO3BICKY.

6. OTBEeTCTBEHHOCTH

6.1. CoTpyaHUKHU Y YpeKIECHHUS 00s13aHbl CBOEBPEMEHHO [IPEACTaBIATh
CIIELIMAIMCTY IO KagpaM CBeIeHHs OO0 U3MEHEHHMH B MEePCOHAIbHBIX NaHHBIX,
BKJIFOYEHHBIX B COCTaB JIMYHOTIO JIea.
6.2. Paboronarens 00ecrieyuBaeT:
— COXPaHHOCTH JIUYHBIX JIe]l COTPYAHUKOB Y UpEeXKAEHHUS,
— KOH(MHIEHIMAJIbHOCTh CBEIEHWH, COAEpXKAIUMXCSA B JIAYHBIX JeJlaX
COTPYAHHUKOB.

7. IlpaBa

7.1. Jlus oOecmeudeHHs 3alllUThl MEPCOHAIBHBIX OaHHBIX, KOTOPBIC XPaHATCA B
JIAYHBIX Je/1aX COTPYIAHUKOB YUpEKISHUS,

COTDYJIHHUKHA UMEIOT ITPABO:
— MOJYYMTH IIOJIHYK0 HMHGOpPMAIMIO O CBOMX MEPCOHAJIBHBIX [aHHBIX H
00paboOTKe 3TUX JAHHBIX;
— TIOJYYHUTH CBOOOIHBIM JOCTYN K CBOMM IIE€PCOHAIBHBIM JTaHHBIM;
— TOJIYYHTHh KOITMH, XpaHSIIWECs B JHUYHOM JeJIe M COICpXKallue
MePCOHAJIbHBIE JaHHBIE,
— TpebOBaTh HCKIIOUYEHHUS WM HCHPABICHUS HEBEPHBIX HIIM HEIOIHBIX
MIePCOHAJIbHBIX JTaHHBIX
paboToaaresib UMEET IIPaBo:
— o0OpabarbiBaTh MEPCOHAJIbHBIE JAaHHbIE COTPYIAHHKOB YUYPEXKICHUS, B TOM
YHCJIe U Ha 3JICKTPOHHBIX HOCUTEIISIX;
— 3AIPOCHUTH OT COTPYJIHHUKOB BCIO HEOOXOIUMYIO HH(POPMALIHIO.




