MyHUIHMNIAJIbHOE OIKETHOE YUPeKACHHE
NOMOJHHTEJIBLHOI0 00pa3oBaHudA

«JleTcKO-I0HOIIEeCKAasl CIIOPTHBHAA IIKO0Ja» I. CoBeTcKa

MOJIOKEHUE
O ®OPMHUPOBAHUHU BEJIEHUU 1 XPAHEHUU
JIMYHBIX JIEJ PABOTHUKOB

1. O0mue moJIoKEeHHUS

1.1 Hacrosiee Ilonoxenue onpenensetr nopsigoK oPOpMIIeHUs, BEACHUs, XPAaHEHUS U
[epeJadd Ha apXUBHOE XpaHEHHE JIMYHBIX JeJ1 PaOdOTHHKOB 00pa3zoBaTE/IbHOM
OpraHU3alMnu.

1.2 Tlopsimox oopmieHus, BeJeHHUS, XpPAaHEHHS WU MepeJadyd Ha apXMBHOE XPAHEHHUE
JIAYHBIX JeJ1 pPaOOTHUKOB ONPEHACISAETCS B COOTBETCTBUM C HOPMATUBHBIMU
[IpaBOBBIMH aKTaMM B cdepe oO0pa3oBaHHs, a TaKXe€ HMHBIMH HOPMAaTUBHBIMU
IPaBOBBIMHU aKTaMHU:

» OenepanibHbIM 3aKOHOM OT 27.07.2006 r. N152-D3 «O mnepcoHaNbHbIX AAHHBIXY;
* | loctranosnenueM | IpaButenscTBa Poccurickoun Oenepanuu ot 15.09.2008 r. N 687
«O0 yrBepxkaeHuu llojioxeHuss 00 OCOOEHHOCTSIX OOpPaOOTKU MEPCOHATBbHBIX
JTAHHBIX, OCYIIECTBJISIEMOM 0€3 UCIOJIB30BaHUS CPEACTB aBTOMATH3 AN
DenepanbHbiM 3aKkOHOM OT 22.10.2004 roma N 125-®3 «O0 apXMBHOM Jej€ B
Poccunickon ®Denepaunun» (¢ wusmenenusmu ot 04.12.2006 r., 01.12.2007 r.,
13.05.2008 r.);

*OCHOBHBIMU [paBUJiaMHd paOOTBl BEAOMCTBEHHBIX apXHBOB, YTBEPXKIAEHHbIC
npukazom | naBapxua CCCP ot 05.09.1985 roga No 263;

*OCHOBHBIMHU IIpaBUJIaMHU pabOTBI apXHWBOB OpraHu3alui, 0J00peHHbIE pelIeHHEM
Kosneruu Pocapxua ot 06.02.2002 roaa;

] ocynapctBeHHbIM  ctaHgaptoMm [ OCT P 6.30-2003 «YHupuuupoBaHHas
CUCTeMa JOKYMEHTAallUH.  YHHU(pUUUPOBAHHAs CHCTEMa OpraHU3aluOHHO-
pacriopsiAMTE/IbHOM  JOKyYMEHTalMu. TpeboBaHMs K OMOPMIIEHHIO HOKYMEHTOBY,
[IPUHATBIM U BBEIEHHBIM B JEUCTBUE MMOCTAaHOBJIEHHEM | occtangapra Poccurckou

Genepauuu ot 03.03.2003 roga No 65-cT;
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*TpynoBeiM Kogekcom Poccuiickon denepanu;
*YCcTaBOM 00pa30oBaTE/IbHOM OPraHU3aLHH.

1.3. Jlna uenei Hacrtosmero IlooXeHuss UCMOJB3YIOTCS CJIIEAYIOIIMEe OCHOBHBIE
[TOHSITHS:

1.3.1. Jluu"oe pgeno paboTHMKa (Jajee -JIMYHOE [eJI0) -CrpyINIHpOBaHHas H
oopMJIeHHAs] B COOTBETCTBHUM C YCTAHOBJIEHHBIMU TPEOOBAaHUSIMH COBOKYITHOCTb
TOKYMEHTOB II€PCOHAJIBHOrO Yy4é€Ta, COAepKallluX HauOoJee MMOJHbIE CBEACHHS O
pabOOTHHUKE U €ro TPYAOBOU AEATEIILHOCTH;

1.3.2. OdopMiieHHEe JTUYHOIO AeJia -rpynIupoBaHrue JOKYMEHTOB B JIMYHOE [I€]I0, a
TaK)Ke MOJATrOTOBKA JIMYHOIO JeJia K BEAEHUIO U XPaHEHUIO;

1.3.3. Benenue TMYHOrO Jena -KOMIIJIEKC MEPOIIPUSITHM 10 MPUOOILIEHHUIO JOKYMEHTOB,
MOoJJIeKalllMX XPaHEHUWID B COCTaBE JIMYHOIO J[iejla; U3BATHIO JOKYMEHTOB,
HaJOOHOCTh B KOTOPBIX MHHOBaJIa; BHECEHUIO 3allMC€d B COOTBETCTBYMOIIME
y4€THbIe (DOPMbI; MEPUOAMYECKAS MPOBEPKA HAJIWYHUS JOKYMEHTOB M COCTOSHUS
JIMYHOTO Aea;

1.3.4. O6opoT JIHYHBIX Jejd -ABMXKEHUE JIMYHBIX JAes1 BHYTpu OOpa3oBaresibHOM
OpraHu3alidM, CBA3aHHOE C MX BblJlaYe€ BO BPEMEHHOE MOJIb30BaHHE JIMLIAM,
MMEIOIIUM JOCTYII K JIMYHBIM JiejlaM paOOTHUKOB;

1.3.5. XpaHeHHe JMYHOro Jejla -pa3MelleHre JIMYHOro Jejla B  YCJIOBHSX,
obecrieunBaroIIMX €ro 3allMTy OT IOPYHd M YTpaTbl ¢ MOMEHTa O(MOPMJIEHHUS [0
repeauv Ha apXUBHOE XPAHEHUE;

1.3.6. ApXHMBHO€ XpaHEHHUE JIMYHOIO JieJia -pa3MelleHrue JUYHOro Jejia B YCIOBHUSIX,
o0ecCneuynBarIMX €ro 3alUTy OT IMOPYU M YTparhl, HA YCTAHOBJIEHHBIU CPOK
nepeauu B apXuB;

1.3.7. YTpara JHUYHOrO JeJjia -BbIXOJl JIMYHOIO Jiejla M3 BJIAACHHUS OTBETCTBEHHOIO
JIMIa B CBSI3U C MPOTUBOIIPABHBIMM JICUCTBUSIMH TPETHUX JIML (XUILIEHHE, HHOE),
O00CTOSITENNbCTBAMU TIPUPOJHOIO, TEXHOTE€HHOr0 M HHOrO0 xapakrtepa (CTUXHUHHOE
O€/ICTBHE, I0XKAp M HHOE), YTEepEeM, a TAKXKE IMOBPEXKJIECHUE WJIM NPUBEIACHUE B
HErOQHOCTh JOKYMEHTOB JIMYHOTO Jeia.

1.4. JIluyHOEe meno SBISETCS AOKYMEHTOM pPaOOTHHMKA, U BeAEHHE €ro 00sA3aTejbHO.

1.5. HMudbopmanusi, coaepxalasicss B JMYHOM Jejle paOOTHHUKA, OTHOCHUTCS K
[MepPCOHATIBHBIM JaHHBIM M HE MOXET MepeaaBaThCsl TPEThbHUM JIMLAM 0€3 €ero
COTJlacHsl, 3a UCKJIFOUEHHEM CJIy4YaeB, MPEayCMOTPEHHBIX 3aKOHOAATEIbCTBOM.

2. llopsiaok opopMiieHUs TMYHBIX 1€/

2.1. dopmupoBaHue, BEICHUE U XPAHEHUE JIMYHBIX A€ PaOOTHUKOB OCYLIECTBIISACT
YIIOJITHOMOYEHHBIN CIIELHAJIMCT OpraHU3aLUH.

2.2. JInunoe neno paboTHHUKa GOPMHUPYETC
*T10CJIE 3aKII0ueHust TpymoBoro qorosopa (KOHTPaKkTa);
ertocyie u3nanus [Ipukasa o npuéMe Ha paboTy (Ha3HAYEHUM HA JOJHKHOCTE);

*[IPU HAJWYUMU  [PEABAPUTEIBHOIO  MEIMIIMHCKOrO  ocMoTpa (O(OpPMIIEHHON
MEIKHUXKH );

*IIpH IIpeaocTaBieHun CnpaBKU 00 OTCYTCTBUM CYAUMOCTH;3
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eriociie  odopMiieHUss paOOTHUKOM  MPEABAPUTENIBLHOIO 3asiBJIEHUS-COIJIacHs
cyOBbeKkTa Ha 00padOTKY NEPCOHAIBHBIX TAHHBIX;

efIocJIie  3arojiHeHus1  Jlucrta  O3HAKOMIJIEHWs € JIOK&JBHBIMH  aKTaMH
00pa30BaTEILHOU OpraHU3alnH.

2.3. C uenpto odbecneueHus: HaIexalleld COXpaHHOCTH U ISl y100CTBa B OOpalleHHH
C HAMH IIpA (POPMUPOBAHUM JIOKYMEHTBI JIMYHOTO JieJla KaXXJ0ro pabOTHUKA
MOMEMIAKOTCS B OTAEJIBHYIO NAIKY-CKOPOCUINBATEb.

2.4. Ha TUTYJIBHOM JIUCTE JINYHOTO [€eJia YKa3bIBAETCS:

*HAaMMEHOBaHUE OpraHu3aluu-padoToaaress,

*UHJIEKC JIeJIa,

*3aroJI0OBOK JIMUHOIO JIENA,

*(haMUJIKS, UMS, OTYECTBO Pa0OTHHUKA B UMEHUTEJIBHOM I1aJIEXKE,
*flaTa KOMILUIEKTOBAHUSA JIMYHOIO J€j1a

2.5. JInunoe peno paboTHHUKaA BeASTCS B TEUYEHHE BCEro nepudoja e€ro padoThl B
00pa3oBaTEIbHON OpraHU3alUN.

3. CocTaB JIHYHOIO JeJ1a

3.1. CocTtaB JIMYHOTO Jejia paOOTHUKA:
*BHYTPEHHSIS OITUCH;
JIu4Has KapTouka (popma T-2);
*KOIHS I1acIoOpTa;
*xonust MHH (cBuaeTensCcTBO 0 MOCTAHOBKE HA YYET B HAJIOTOBOM OPraHe);
*KOMHUSI CTPAXOBOT'O CBU/IETEJILCTBA;
*KOIMUHU JJIOKYMEHTOB 00 00pa30BaHUM; .
*CIIpaBKa M3 OpPraHOB BHYTPEHHUX €1 00 OTCYTCTBHMH CYJIHMMOCTH, (PaKTax
YTOJIOBHOTO IIpeceq0BaHUs;
*KOITHUSI JOKYMEHTOB O MOBBIIIEHUU KBAITU(MPHUKALIMM, aTTECTALMH, IEPENOArOTOBKE;
*BBINTMCKA U3 IPUKa3a O NpuéMe Ha paboTy (Ha3HAYEeHUHU Ha JOJKHOCTD);
*KOINUU JJOKYMEHTOB O POXIEHUHM peOeHKa, macropT(Iiocie ucnojHeHus 14 ner);
*KOIUHM JOKYMEHTOB O Opake/pa3Bojie;
*KOITHU JOKYMEHTOB 00 aTTecTauuMU(IPpUCBOCHUN KBaJIU(UKALMOHHON KaTErOpHH );
*KOMUSI TPYAOBOW KHWXKKHW W BKJIQIbllla K HeW (a1 paOOTHUKOB, MPUHATHIX Ha
padOoTy IO COBMECTUTEJILCTBY );
*KOMHUS JOKYMEHTAa BOMHCKOrO y4é€ra (a8 BOEHHOOOSA3aHHBIX W JIMII,
1O UIeXKALIUX [TPU3bIBY HA BOCHHYIO CITYKOY);
scorjiacue pabOTHHUKA Ha 00pabOTKY €ro nepcoHaIbBHBIX TaHHBIX;

3.2. B mpouecce BeneHHs JTHYHOTO Jiejla B HEro MOTYT BKJIIOYAIOTCS JOKYMEHTHI,
XapakTEepU3YIOILHUE NEJIOBbIE U JIUYHbBIE KaueCcTBa paOOTHHKA:
*XaPAKTEPUCTUKH;
| I[pyuka3el (BBIIUCKU W3 TPUKA30B) O TMEpeBOje, YBOJbHEHWH, IOOLIPEHUU WU
HarpaxJA€H1Uu, U3MEHEHUU (haMUJIHH, U T.II.;

*YBEJOMJIEHUSI 00 W3MEHEHUM YCJIOBUM TpyaoBoro mgoroBopa II0 HHHIIMATUBE
padoToaaTens;



*3a5BJICHUS paOOTHHKA 00 W3MEHEHUHU AaHKETHO-OMOrpa@UyeCKHX JaHHBIX C
yKa3zaHueM JaHHbIX CBUIAETENIbCTBA O 3aKJIKYEHUMHM Opaka HIM O PacCTOPKEHUHU
Opaka, NacCnOPTHBIX JAHHBIX U JAPYIroe;
*JOKYMEHTBI, IIOC/IIY)XUBIIME OCHOBaHUAMU K Ilpukazy o mnOpekpalieHuu
(pactopxeHuu ) Tpy1oBOro 10roBopa;
*iHbI€  JIOKYMEHTBI, MNPEAYCMOTPEHHBIE  3aKOHOJATEJILCTBOM  POCCHHCKOHU
Oepepauyu.

3.3. B J1M4HOE J1€710 HE BKJIKOYAKOTCH:
|lpuka3el 0 TpegocCTaBI€HHMM  OTIYCKOB, HaJOXEHMHU  JUCLHUIUIMHAPHBIX
B3bICKAHUHU (3a MCKIIOUYEHHUEM CJIy4yaeB YBOJIbHEHHMS pPaOOTHHMKA B Ka4eCTBE MEpPhI
NUCLUATIIMHAPHOI'O B3BICKAHUSA );
*CIIpaBKH O MECTE KUTEJIbCTBA, COCTABe CEMbH, pa3Mepe 3apabOTHOM IIIATHI;
*IpyrUe€ JOKYMEHTHl (CHpaBKH, MOOKJIaJHble W OOBSICHUTENIbHbIE 3allMCKHU,
3a8BJICHUsI, KOMaHIUPOBOYHBIE YIOCTOBEPEHUSA U Ip.), UMEIOIIHE CPOK XPaHCHUS
10 10 et BKJIUYHUTENBHO.

4. Padora ¢ UYHBIMH JeJIaAMH

4.1. Pabora ¢ nu4HBIMU [efaMu pabOTHHUKOB COCTOHMT M3 KOMIUIEKCA MEPOIPHUSITHHN
*I10 MMPHUOOIICHHUIO JOKYMEHTOB, ITOJIEKAIUX XPAaHEHHUIO B COCTABE JIMYHOIO J€J1a;
*U3BSATHIO JOKYMEHTOB, HAJOOHOCTh B KOTOPBIX MHHOBAJIA;

*BHECEHHIO 3alICEU B COOTBETCTBYIOLINE YYETHBIE (POPMBI;
*TICPUOJUYECKOU IPOBEPKE HAITUYMS JOKYMEHTOB U COCTOSHHS JIUYHOTO JIeIa.
4.2. PaboTa ¢ TMYHBIMU AellaMi pa0OTHUKOB OCYIIECTBIISETCS ¢ MOMEHTa O(POPMIIEHHS

JIMYHOTO AeJla U IMPOJ0JDKAETCsl [0 MOMEHTa Iepelayd ero Ha apXMBHOE XpaHEeHHE.
4.3. Benenue UUHBIX gen pabOTHUKOB:

4.3.1. Benenue nu4HOTO N1ena MpeaycMaTPHUBAET:
*pasMElICHHE NOKYMEHTOB, IMOMJIEKAIUUMX XPAaHEHHWIO B COCTABE JIMYHOI'O [eJia B
XPOHOJIOTUYECKOM MOPSIJIKE;
*€KETOAHYIO TIPOBEPKY COCTOSIHUS JIMYHBIX e pabOTHHMKOB 00pa3oBaTEIbHOU
OpraHv3alMi, Ha MNPEAMET COXPAHHOCTU BKJIIOYEHHBIX B HHX JIOKYMEHTOB WU
CBOEBPEMEHHOE HUX IOIOJTHEHHE.

4.3.2. Ecnmu ¢pamuins paboTHHKA IMociie O(OPMIIEHUS JIMYHOTO Jejia U3MEHSIACh,
TO CTapas (paMuIIMs 3aKIII0YaeTCsl B CKOOKH, a HOBAst 3aIlIMChIBAETCS PSIOM.

4.4. XpaHeHHe JTUYHBIX A& PaOOTHUKOB:

4.4.1. XpaneHue M yd4é€T JMUYHBIX JeJ pabOTHHKOB 00pa30BaTEIbHOW OpPraHU3aALUH
OPraHu3yeTCsl C LEeNbl0 OBICTPOr0 M 0€30IIHOO0YHOr0 MOUCKA JIMYHBIX Jell,
o0ecreYeHns UX COXPAaHHOCTH, a Takxke obecredeHuss KOHMUIEHIIUATbHOCTH
CBEJEHUU, coAepXKaIIUXCH B JOKYMEHTax JIMYHBIX eI, OT
HECAaHKLIMUOHUPOBAHHOI'O JIOCTYTIA.

4.4.2. JlocTynm K JHMYHBIM JenaM pabOTHUKOB HMEET OIPEAeeHHbI KPYL JIULL:
* IUPEKTOP 00pa30BaATEBHON OpraHU3aIiK;

*YIIOJJHOMOYEHHBIN CIEL[UAIHCT;
*IJIaBHBIN Oyxranirep;



4.4.3. 3aBeplieHHMe JIMYHOTO Jejla B JEJONPOU3BOJACTBE OCYLIECTBISACTCS IOCIIE
rnpekpaienus (pacropykerus) TpyaoBoro noroBopa (KOHTpakTa) ¢ paOOTHHKOM.

4.5. O060pOT JTUYHBIX AeJl paOOTHUKOB:

4.5.1. Jluunble gena paOOTHHUKOB MOTYT BBIAABaThbCS BO BPEMEHHOE ITOJIb30BAHHUE
paOOTHHUKaAM 00pa30BaTe/IbHOM OpraHu3aliid I[pPHA BBIMOJHEHHU HMH  CBOHX
cIy)keOHBIX  Oo0si3aHHOCTEeM JIMOO CTOPOHHUM  OpraHu3alMsaM B TOPSIKE,
YCTAHOBJIEHHOM 3aKOHOJATEJILCTBOM.

4.5.2. B nuuHOM Jelie, BbIJJAHHOM BO BPEMEHHOE I[I0JIb30BaHHE, 3alpellacTCs
IPOU3BOJMUTh KakWe-Iu0O0 MCIpaBIC€HUS U U3BJIEKATb H3 HETO OT/JEJIbHBIC
NOKYMEHTBI JIUOO BKJIHOUATh HOBBIE.

4.5.3. Pabora (03HaKOMJIEHHE) C JOKYMEHTaMHM JIMYHbIX A€l paOOTHUKOB [TPOU3BOAUTCS
B KaOWHeTe oOpraHu3alid, BpeMs paldOThl OrpaHUYUBAETCS IpeaesiaMd OJHOIO
paboyero aHa. B koHie pabodero MHS YMOJHOMOYEHHBIM CHELHAIMCT O0s3aH
yOeIUThCS B TOM, YTO BCE JIMYHBIE JeJia, BbIJAHHbIE BO BPEMEHHOE I10JIb30BaHHE,
BO3BpAlLICHbI B MECTO XPaHEHUA.

S. [lopsiaok nepeaayu Ha apXHBHOE XPaHEHHE

5.1. IloaroroBka JTMYHOrO Jeja K repeaye Ha apXUBHOE XpaHEHHUeE:

5.1.1. OdopmieHue JUYHBIX A€JI YBOJIEHHBIX PAaOOTHUKOB MpU Iepefaye B apXHB
OCYILECTBJISIETCS B COOTBETCTBUM C TPEOOBAHUAMM 3aKOHOAATEIILCTBA.

5.1.2. TlogroroBka JWYHBIX J€J YBOJIEHHBIX paOOTHHKOB K Mepeaadye Ha apXUBHOE
XpaHEHHE OCYIIECTBISETCS CHELUAJIMCTOM MO KaapaM 00pa3oBaTesIbHOU
OpraHU3allvH.

5.1.3. Ilepen nepenayeli MTUYHBIX J€J1 YBOJEHHBIX PA0OOTHUKOB Ha apXUBHOE XPaHEHUE
[IPOU3BOJUTCS JOMOJHUTEIbHAS CUCTeMaTu3auus  (rpylnmndpoBKa) JIOKYMEHTOB
BHYTPpHA JIUYHOTO naena. /g 3Toro MOKYMEHTBI, HakaIlJIMBarolmuecss B Ipolecce
BEJICHUS, pPaCOpee/silOTCs B JIMYHOM J€JI€ B XPOHOJIOTMYECKOM MOPSIKE,
OOpPaTHOMTOMY, KOTOPBIM CJOXHJICI B TEKYIIEM JEJOIPOU3BOIACTBE (CBEPXY -
pacriojlaraeTcs CcaMblii paHHHM JOKYMEHT, B KOHLE -CaMblil TMO3JHUK).
MeTannudeckne CKperuieHUs (CKOObI, CKPEITKH ) U3 TIOKYMEHTOB YIAJISFOTCS.

>.1.4. lloaroroBka JIWYHBIX Je€JI K Iepeladye Ha apXMUBHOE XpaHEHHE BKIIHOYAET B
ce0s1 HyMepal1IO JUCTOB, COCTABJIEHUE BHYTPEHHEU OMUCHU JIMYHOIO eJja, JIUCTa-
3aBEPUTEIISl, BHECEHHE HEOOXOIMMBIX YTOYHEHUH B PEKBU3UTHI OOJIOXKKHU
(YTOUHEHME KpalHHMX AaT JieJia).

5.1.5. Bce nucThl IM4HOro Aeina (Kpome JIHUCTa-3aBepUTENIsl) HYMEPYIOTCS apaOCKUMU
Hd(ppamMyd BaJOBOW (MOPSAKOBOW) HyMepallMed B IPAaBOM BEPXHEM YIUIy JIUCTa
[IPOCTBIM KapaHIalloM.

5.1.6. JInuHble Aena yBOJEHHBIX PA0OTHHUKOB (POPMHPYIOTCS U CUCTEMATU3HUPYIOTCS
1o aj(haBUTy (PaMHUJIIUH.

5.2. CocTaBjicHHE BHYTPEHHEW OMUCH JIMYHOTO Jieia:

5:2.1. BHyTpeHHSIs OIMCh TMYHOIO AeJia COCTABJISIeTCS Ha OTIAEJIbHOM JIMCTE (JIUCTaX)
[0 YCTAHOBJIEHHOHW (QOopMe, B KOTOPOM YKa3bIBAIOTCS CBEICHHUS O MOPSAIKOBBIX



HOMepax JOKYMEHTOB Jiejia, 3aroJioBKax U HOMepax JIUCTOB Jejla, Ha KOTOPBIX
PacCIIOJOXKEH KaXIbl JOKYMEHT M MOJIIUBAETCS I10 OKOHYAHUU JeIa.

5.2.2. JInCcThl BHYTPEHHENW OMUCU HYMEPYIOTCS OTIAEIILHO.

5.2.3. BHYTpeHHsI® OIUCh TOAMNUCHIBACTCSI €€ COCTaBUTEJIEM C YKa3zaHUEM
pacIIn(MPOBKU MOANKCH, JOJKHOCTHA U JAThl COCTABJICHUS OIUCH.

5.3. CocraBiieHUE IMCTA-3aBEPUTEIIA:

5.3.1. B KoHLEe KaXOoro aeja MnomMmemaeTrcs OJIaHK JHCTa-3aBEPHUTENIA.

5.3.2. JlucTt-3aBeputenp Aejia COCTABISAETCS HA OTIEJIbHOM JIMCTE I10 YCTAHOBJIEHHOM
dbopmMe, B KOTOpOM yKa3zpiBaeTcs UuppaMu U  [PONUCBIO KOJIUYECTBO
[MPOHYMEPOBAHHBIX JUCTOB Ji€jla U OTAEJIBHO, Yepe3 3HaK «1» (ILIK0C) KOJIUYECTBO
JIICTOB BHYTPEHHEH OIIUCH.

5.3.3. Jlucr-3aBepuUTeb HE HYMEPYETCH.

5.3.4. JIucT-3aBepUTEND MOANMCHIBAETCS €TI0 COCTABUTENIEM C YKa3aHHUEM paciiu(ppOBKHU
MOAMNKUCH, JOJXKHOCTH U JAaThl COCTABJICHUS.

5.4. OdopmieHne 00J0XKKH (TUTYJILHOIO JIUCTA) JUYHOTO JIeja:

5.4.1. Kaxxnoe n1uyHOe 1€eJ10 NOAIIMBAETCI UHAMBUAYAJIBHO. JJOKYMEHTHI MOAIMBAKOTCS
MPOYHBIMHU O€elbIMM HHTKAaMHW Ha 4YeThIpe IIPOKOJa B TBEPAYIO OOJIOKKY W3
KapTOHA C YYETOM BO3MOXXHOCTHU CBOOOJHOIO YTEHUS TEKCTA BCEX JJOKYMEHTOB.

5.4.2.0010XKa TMYHOTO JeJila YBOJICHHOI0 paOOTHUKA COCTABISAETCI U OPOPMIISIETCS
10 YCTAHOBJIEHHOH (hopMe:

*[I0JIHOE HAUMEHOBaHHE 00pa30BaATEIIbHOU OpPraHU3alluu;

*HAUMEHOBAHHME J€J1a;

*(haMuJIHsl, UMsl, OTYECTBO;

*KpalHHE AaThl AeJia: Jarta KOMIUIEKTOBAHUS JJUYHOrO AeJa (JaTa nmpukasza 0 npuéme
Ha paboTy (HA3HAYEHUM Ha JOJDKHOCTH)) M JaTrTa OKOHYAHUS KOMILIEKTOBAHMS
JIMYHOrO Jena (mara rmnpukasza o0 YyBOJIBHEHWH (MpeKpalleHUH (pacTOPXKEHUH)
TPYZAOBOI'O JOTOBOpa (KOHTPAKTA));

*CPOK XPaHEHHUS -« 75 JIeT»;

*KOJIMYECTBO I[IPOHYMEPOBAHHBIX B [I€JIe JIUCTOB (IIPOCTABISICTCS C JIUCTA-
3aBEPUTEIIS )

. 5.4.3.00510kKa (TATYJBHBIA JIUCT) JUYHOIO Jejla HaOupaeTcs Ha KOMIILIOTEpE U
pacrneyaTrbiBaeTCs Ha IPUHTEPE.

d.5. llepenaya nuyHBIX O€1 B apXUB:

5.5.1. Jluunble pena yBOJIEHHBIX paOOTHUKOB IIOAJIeXKAT TIepejadye B apXuB
00pa30BaTEJLHON OpraHU3aliH 110 OITUCH.

5.6. XpaHEeHHUe JIMYHBIX JeJ1 YBOJICHHBIX pPAOOTHHKOB B apXHUBE:

5.0.1. JluuHbple nena ¥ NOMEUIEHHBIE B HMX AOKYMEHTBI JOJKHBI XPaHUTHCS B
YCIOBHUSX, OOECIEeUYMBAIOIINX KX COXPAHHOCTh U  NPeAOXPaHSIOIUX  OT
[MOBPEXIEHUHN, BPEAHBIX BO3AEUCTBUM OKPYXKAIOIIEH Cpelbl (MbLUIA U COJHEYHOIO
CBETA).

5.0.2. JInyHble nena yBOJEHHBIX PA0OOTHUKOB OTHOCATCS K JOKYMEHTAM BPEMEHHOIO
(cBeie 10 jsieT) cpoka xpaHEHUSs U IMOJJIEKAT XPaHEHUIO B apXUBe YUpeKaeHUs 75
JIET C MOMEHTA YBOJIBHEHUS COTPYAHUKA U3 00pa3z0BaTEIbHOM OpraHU3aLUH.



6. OTBeTCTBEHHOCTH CTOPOH

6.1. IIpaBa u 00s3aHHOCTH paDOTHUKOB 00pa3oBaTEILHON OpraHUu3aIliu.

6.1.1. PaborHuku o0Opa3oBaTejbHOM OpraHu3alyMu 00s3aHbl CBOEBPEMEHHO
IPEJCTABISATh CBEACHUS 00 U3SMEHEHUM CBOMX MEPCOHAIbHBIX TaHHBIX, BKIFOYCHHBIX
B COCTaB JIMYHOI'O JeIa.

6.1.2. Jlns oOecrieyeHus 3alIUThI IEPCOHAIBHBIX JaHHBIX, KOTOPbIE XPAaHATCS B JIMYHBIX
nenax, pa0OTHUKK 00pa30BaTeIbHOM OpraHU3aluyd UMEIOT IIPaBo
*IIOJIY4YUTH CBOOOHBIM JOCTYI K CBOUM NEPCOHAIBHBIM JaHHBIM;
°IIOJIYYUTh KOIMHM JOKYMEHTOB, XPAHAIIUXCA B JHAYHOM J€jiIe U COIAeprKallux
epCOHAaJbHbIE IaHHbIE PAOOTHUKA;
eTpeOOBATh MCKJIFOUEHHUS WJIM  UCIIPABJIEHUSI HEBEPHBIX, WU  HETIOJHBIX
MEePCOHAJIbHBIX JAHHBIX CBOEI0 JIMYHOTO JIeJ1a

6.1.3. PaOOTHHKH, YIIOJJHOMOYEHHEIE HA BEJACHHE JIMYHBIX [EJI, UMEIOIIHE NOCTYI K
JIMYHBIM Ji€JlaM, MOTYT IIPUBJIEKATHCS B COOTBETCTBHU C 3aKOHOJAATEIHCTBOM
Poccurickon ®Denepaudd K AUCUHUAIIIMHAPHOW W HWHOM OTBETCTBEHHOCTH 34
pasrjalleHue KOH(PHUIACHIHUAIbHBIX CBEICHUK, COAECPXKALLUXCS B JIMYHBIX Aejax, a
Tak)k€ 3a MHbIE HapylUIeHWs MOpsjKa BeIEHUsS JIMYHBIX Jel1 pabdOTHUKOB,
YCTAHOBJIEHHOTO JIEMCTBYIOIIMM 3aKOHOAATEIbCTBOM Poccurckon denepanuu.

0.2. IIpaBa 1 00s13aHHOCTH 00PA30BATEILHONW OPraHU3aALUH:

6.2.1. YupexnaeHue o0ecrieunBaeT:
*[IPUOOIIEHHE JOKYMEHTOB K JIMYHBIM JieJIaM paOOTHHUKOB,;
*COXPAaHHOCTD JIMYHBIX AeJ1 PAOOTHHUKOB;

*KOH(OUICHIIUAIBHOCTh CBEACHUM, COAEpIKALLIMXCS B TUYHBIX Aejlax paOOTHHUKOB.
0.2.2. O0Opa3oBaresibHasi OpraHu3alys UMEET IPaBo:

*00pabaTsIBaTh NePCOHAIbHbIE JaHHbIE pA0OTHUMKOB 00pa30BaTe/IbHONM OpraHU3alluH,
B TOM YHCJIE€ HA 3JICKTPOHHBIX HOCUTEJISAX;

*3aMIpalliiBaTh OT PAOOTHUKOB O0OpPA30BATEILHOM OpPraHU3allMid BCHO HEOOXOIUMYIO
UH(OpMaIHIO.

6.3. llpu yBOJIbHEHUM WKW II€peBOJie PAOOTHHKA, OTBETCTBEHHOI'O 3a VYYET M
COXPAaHHOCThH JIMYHBIX J€]1 paO0OTHUKOB, MMEIOIIMECS JIMYHbIE Jejia IepeIaroTcCs
BHOBb HA3HAYEHHOMY paO0OTHUKY MO aKTy HOpuUéma-repenaydyu JUYHBIX JIe]l.

7. 3aKJII0YHUTE/IbHbBIC MOJIOYKEeHUSH

/.1.  Hacrosamee Ilonoxenue yrBepxmaercs Jlupekropom o0pa3oBaTe/ibHOM
OpraHu3aly U JEHUCTBYET 10 €0 OTMEHHI.

/.2. BHeceHue U3MEHEHHUM U JOTNOJHEHUM B HacTosee | lomoxkenne ocyiiecTBasgeTCs
MyTEM HW3JaHUA COOTBETCTBYrOLIEro Illpukaza pgupekropa o00Opa3oBaTeIbHOM
OpraHu3aluu, JU00 NyTEM YTBEPKACHHUS IMMPUKA30M T€KCTa BHOCUMbBIX U3MEHEHUH U

nornoyiHeHu!. |lpu HeoOxomumocTu [lonoxenne Moxer ObITh YTBEPXKIEHO B HOBOW
peaaKIAH.



