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Ioso:xenne
0 MOPsI/IKe BEICHHUs! TIMIHBIX /IeJ1 eIar0roB U COTPYAHHKOB

1.06mue nmoJokenus
1.1. Hacrosuee ITonokeHue onpesensieT HOpsaoK BeJeHHS 1 XPaHEHUs JIMYHBIX [E] [ENAroroB
H  COTpYIHUKOB  MYHMLHUIAILHOTO  aBTOHOMHOTO  06pasoBATENBHOrO  YUpEsKICHUS
AOTONMHUTENbHOrO  00pasosanus TamGosekoro Ilemtpa merckoro TBOpuecTBa ¢. TamGoBKa,
Awmypcekoit obnactu (nanee — MAOYJIO TLT) ua ocHoarmu TK PO or 30 nexabps 2001r.
Ne197-@3 (B penaxumu ot 30 mronst 2006r., Ha OCHOBAHUK [Tepeuns THIOBBIX yIpaBIeHUECKHX
JIOKyMEHTOB).

1.2 Jlnunble sena oopMIIsIoTCst Ha BCEX COTPYIHUKOB MAOVJO TUAT.

1.3. Hacrosiiee nonmoxenue spisercs oGs3aTebHbIM IS BCEX KaTeropuil Mefaroruveckux u
JApyrux cotpyanukos MAOY 1O TILIT.

1.4. Benmenwe IHMYHBIX JeN [EIAroroB corpyauukoB MBY JIO IIJIT Bozmaraercss Ha
JICJTOIPOU3BOIUTEIIS. .

1.5. He nomyckaeTcsi BejleHHe HECKONBKHX JIMUHBIX Je PabOTHHKOB, 3a UCKIIFOYCHHEM, €CITH
PaGOTHUK PUHSAT MO BHYTPEHHEMY COBMECTHTEIIBCTBY.

2. Iopsi1ok hOPMHPOBAHHS! IMYHBIX € TIEAATOr0B 1 COTPY/THHKOB
2.1. OpopMITeHHE IUYHBIX JIe] OCYIIECTBISIETCS B TeUeHHE 5 IHEH co 1HA mpuema paGoTHHKA Ha
paboty.

2.2, ®opMUpPOBaHKE JIMYHOTO Je/ia NeAaroroB u corpynarko MAOYJIO TIT nmpoussoautes
HernocpenctsenHo nocsie npuema 8 MAOYJIO TUAT unm neperoga nenaroros u COTPYIHUKOB
13 JIPyroro 00pasoBaTebHOTO yuUpexkIeHHus.

2.3. Ilpu noctynieHuy Ha paGoTy rpaskIaHHH [IPEJCTABIISIET:
2.3.1. JIuunoe 3asBNEHHE, HATHCAHHOE COOCTBEHHOPYYHO.
2.3.2. JIOKyMeHT, y10CTOBEPSIOIIHH INTHOCTD,

2.3.3. TpymoBYIO KHUKKY.

2.3.4. JlokymeHT 06 06pa3oBaHuu.

2.3.5. CaHUTapHYIO KHUKKY.



2.3.6. CripaBKy 0 HATHYHH CyIHEMOCTH WJIH OTCYTCTBHH CyuMocTH 13 MBI
2.3.7. JIpyrue TOKYMEHTbI, IIpeiycMOTpeHHbIe DenepatbHEIM 3aKOHOIATEIbCTBOM.

2.4. JlnuHomy Jiety TPUCBAHBACTCS HOMEP, COMMACHO JKYPHATY Y4YeTa JHUHBIX JeJ [eJaroroB n
corpyanukos MAOY 1O TLJIT.

2.4.1. Ha 00n0XKe JHYHOrO fema OTPAXKAIOTCA CIIEAYIOIIHE DPEKBM3MTHL JIHUYHOE meio No
COTJIACHO KHUI'H PETHCTPALMHU JUYHBIX J€J1 IEAaroroB 1 corpyarrnkos MAOY IO TILT.

2.5. JIoKyMEHTBI B IMYHOM JIeJIe TIearoros u coTpyaHuKoB JIOY pacronaraiores B ClieayiomeM
MOpsLIKE:

1) onuch JOKYMEHTOB, HMCIOLIMXCA B JTIHUHOM JIETIE;

2) IMYHBIH JIMCTOK 1O YUeTy Kaapos ¢ GpoTorpadueit (3amonnseTcss paboOTHHKOM);

3) monoHenye K TMYHOMY JTHCTKY II0 y4eTy KaJpoB (Halee 3amoiuseTcs paboToaaTenem);
4) IM4HOE 3asBJICHHE O TpUeMe Ha paboTy;

5) npuKa3 o mpueme Ha paboty;

6) cornacue paboTHHKa Ha 00paGOTKY NEPCOHANBHBIX JAHHBIX;

7) KCepOKOIHS acropTa;

8) asroGuorpadus paboTHHKA, HANMCAHHas OT PyKH, B LPOM3BOJIBLHOH (opMe U cojepiarias
110pOOHOE U3JI0XKEHHE OCHOBHBIX MOMEHTOB €I'0 JKM3HHU U JeSTeTbHOCTH,

9) kcepoxommst (1n) JokymeHTa (0B) 06 06pa3zoBaHuL;
10) kcepoxonust ceunerenscrea MHH, CHUJIC;

11) xkcepoxomust BoeHHoro Gumera (crp. 1,2,4,8,11,13,14 119 BOGHHOOOS3AHHBIX W JIHIL,
O/JICKAIIHX IIPU3BIBY Ha BOCHHYIO CITYKO0Y);

12) cipaBKa 0 HaJIMUMK CYIMMOCTH HilH 00 OTCYTCTBUH CyauMocTd 13 MBJI;
13) kcepoKonHs TPYIOBOM KHUIKKH, €CITM PAGOTHUK [PHHST 10 BHELUHEMY COBMECTHTENECTBY;

14) uHbIE IOKYMEHTBI, KOTOPbIE JOKHEI OBITH IPEABSBICHB PAGOTHAKOM € YYETOM CIEeHH(BUKH
paboTer;

15) npukasbl 0 Ha3HAYEHUSX, 1€PEBO/IAX, YBOJILHEHUH | [IP.;

16) JOKYMEHTBbI O MPOXOXKNEHHH PAOOTHHKOM arTeCTAallid, COOECETOBAHMS, IIOBBIIICHHS
KBaJTH(DHKALIH.

2.6. C uenbro obecrieueHus HaIeKaIIe! COXPAHHOCTH JIMYHOTO Jelia MEaroroB U COTPY/IHUKOB
MAOYJO THAT wu ynoberpa B obpameHns ¢ HEM 0pu  (HOPMHUPOBAHMH JOKYMEHTBI
MOMEIIAIOTCST B OT/IE/IbHYIO MArKYy.

2.7. TpynoBble KHMKKH XPaHSITCSl OTACABHO B Celihe y AUPEKTOpa HIKOJIBL.



3. Iopsinok BeaeHHs: IMYHBIX eI EAATOTOB H COTPYAHHKOB
3.1. B nanpueltinem B THYHOE €710 NI€ATOTOB U COTPYIHHKOB MAOVY/JIO TUAT Bximouarorcs:

® [pPHKA3bl UJIK BBITMCKH U3 MPHKA30B O HA3HAYEHHH, OCBOOOXKICHUN HITH TIEpEMEIIeHUH 110
JIO/DKHOCTH;

® JIOKyMEHTBI 00 HTOrax aTTecTaluu (3asBJCHHE, aTTECTAlMOHHBIH IHCT; NPHKA3bl MK
KCEPOKOIUH IIPHKA30B 110 UTOraM aTTECTALMH KK BBIIHCKA U3 TIPUKA3a);

¢  KCEpOKONHH TOKYMEHTOB O MOBBILICHUN KBATH(DUKAINH, O IIEPENOATOTOBKE, 3aBepEeHHbIC
[1€4aThiO U MOAMHUCEI0 OTBETCTBEHHOTO JIMIIA;

®  KCEpPOKONHH 0KYMEHTOB 00 H3MEHEHHH aHKETHBIX OMOrpaHuecKuX TaHHBIX (HAIPHMED:
KOITHsl CBHJICTE/ILCTBA O OpaKe, M3MEHEHHH (aMUJIMU U T. 11.).

3.2. Jluunoe meno menaroroB M corpyaHukoB MAOYJIO THAT Benmercst B TedeHHe Bcero
Ieproia paboThl KaXI0r0 Nefarora i CoTpyIHUKA.

3.3. Benenue nmuunOro gera npemycMarpuBaet:

® TIOMEMICHME JIOKYMEHTOB, [O/IEXKAIIMX XPAaHCHHIO B  COCTaBE JIMYHBIX Jel, B
XPOHOJIOTHUECKOM MOPSIIKE;

® CHKCTOAHYIO MPOBEPKY COCTOSIHMS JIMYHOTO JieJa IeJaroroB W cotpyauukos MBY JIO
AT Ha mpesvMer COXpaHHOCTH BKJIOYEHHBIX B HETO JOKYMEHTOB H CBOEBPEMEHHOE
3aIl0JIHEHHE.

3.4. ﬂOKyMCHTbI B JIMYHOM JICJI€ TTOJIICXKAT OMUCH, KOTOpast XpaHUTCS B COCTABE JIMYHOTO JEJIa.

4. ITopsitok yueTa u XpaHeHust JTHYHBIX €1 1€AAT0T0B H cOTpyAHNKoB MAOYIO TUAT
4.1. XpaseHue u yder TMUHBIX Je/1 TIEaroros 1 coTpyanukos MAOYJIO TLYIT OpraHU3YIOTCsI
C Lesiblo ObICTPOro M Ge30MIHbOYHOr0 MoMCKa JTHYHBIX ACN, 06ECIeUeHHs HX COXPaHHOCTH, a
TaKoKe 00eCTedeHns KOH(GH/IEHIMATEHOCTH CBEACHNH, COMIEPKAIUXCA B JTOKYMEHTAX JHUHBIX
JIel1, OT HECAHKIIMOHMPOBAHHOTO AOCTYIIA:

¢ JInunpie nena MeIaroroB M COTPYAHMKOB XPAHATCS B TIAIKE, 4 BHYTPH AIKH — 110 andasury.
e JlocTynm K JIMYHBEIM J€jaM II€aroroB corpynaukoB MAOYJIO TUAT uMEIOT TOJIBKO
JIENIONPOU3BOTUTENE U HPEKTOP.

o Jluunple jiena mearoros u cotpyannkos MAOYJIO TLIT, umerormux rocy/JapCTBEHHBIE
3BaHMA, [PEMHH, HArpajibl, YYeHble CTENEHH U 3BaHHS, XPAHATCS MOCTOSHHO, & OCTAJIBHBIX
COTPY/IHUKOB — 75 JIeT ¢ rojia yBOJIbHEHHs paGOTHHKA (B COOTBETCTBUH ¢ IIepedHeM THIOBBIX
YIPaBJIEHYECKHUX JOKYMEHTOB).

4.2.B nmunHbie hena He JOIDKHBI BXOIMTH JOKYMEHTBI BTOPOCTENICHHOTO XapaKTepa, HMEIOIIHe
BpeMeHHbIe (10 10 J1eT BKIIOUMTEIBHO) CPOKH XPaHEHHS.

4.3.Cozteprkanue IMUHBIX JIe)l paHee MPHASTHIX PaGOTHUKOB MOXKET HE COOTBETCTBOBATH M. 2.5.
Hacrosimiero llonoykenus, Tak Kak KOMIUIEKTALMS JTHYHBIX JeJ He Oblia IpeJlycMOTpeHa
DenepanbHBIM 3a8KOHOATENLCTBOM.

4.4.Jlenonpousso/uTeNs, IPHHAMAs OT PAGOTHHKA KCEPOKOMHH JOKYMEHTOB, TUUHETH JIHCTOK 110
YHeTy KalpoB, JOJDKEH TPOBEPHTH IMONHOTY €ro 3aloNHEHHS M JOCTOBEPHOCThH YKA3aHHEIX
CBENICHUH B COOTBCTCTBUM C TPEABABICHHBIME ODHTHHAIAME JOKYMEHTOB M  CIENaTh
COOTBETCTBYIOLIYIO 3alIUCh B aHKETE.

4.5.CO0p n BHeCCHHE B JHUHBIE JeJa [eIaroroB u corpyaaukoB MAOY IO TLUIT ceeneHuit o
YaCTHOM 'KM3HH, IOIUTHIECKOH H PETHIHO3HOM IIPUHAIEKHOCTH 3aIIPeIacTCsl.

4.6.JInunoe n1eno MoskeT GbITH BBLIAHO B CIIEMYIOIMX CIIydasx:



i 1o TpeGoBaHMIO PaGOTHHKA JUIs O3HAKOMIIEHHS (€3 IpaBa BEIHOCA);

4.7.CHATHE KOMHMH JOKYMEHTOB, XPAHSIIMXCS B JIMYHOM Ji€J€, IIPOM3BOJMTCA TOJBKO C
[IHCBMECHHOTO pa3pelleHus paboTHHKA.

5. Tlopsi10K BbIIAYH JHYHBIX €] BO BpeMEHHOE 10JIb30BAHHE
5.1. Beyiaua JinuHbIX Jiesl (OTACTBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO fIeja) BO BPEMEHHOE
[0JIb30BaHUE TPOU3BOAMTCS ¢ paspeweHus aupekropa MAOVYJO TLAT mno 3assnenuio
paboTHUKA.

5.2. PaGora (03HAKOMIICHHE) C JIMYHBIMU JielaMH Tefaroros u cotpyauukos MAOYIO TLAT
npoussoautes B saannn MAOVYIO TLAT B npucyTcTBHM aupekTopa. B xonne pabouero aHs
JUpeKTOp 00s3aH yYOEIUTHCS B TOM, YTO BCE JIMYHBIC JIEIa WM JOKYMEHTHI U3 JIMYHBIX JEI,
BBIAHHBIE BO BPEMEHHOE IIOJIb30BAHKME, BO3BpAlLlEHbl HAa MECTO XPaHEHHS U €CThb JIU
HEOOXOIMMOCTH JJIsI IPUHSTHUS MEP K UX BO3BPAILEHHIO HJIM PO3BICKY.

6. OTBeTCTBEHHOCTH
6.1. Ileoaeoeu u compyonuxu MAOYJJO TLAT oOs3aHEl CBOEBPEMEHHO IIPEACTABIIATH
JENOTIPOM3BOIUTENIO CBEACHHUS 00 H3MEHECHHH B MEPCOHAIBHBIX JAHHBIX, BKIIOYEHHBIX B COCTaB
JIMYHOTO JIeIa.
6.2. Jlupexmop 00ecIeunBaET:
{i COXPaHHOCTB JIMYHBIX JeJ Hexaroros u corpynankos MAOY IO TLT;

i KOH(l)I/IZ[eHLlPIaIIBHOCTI) CBC}ICHHI’I, COACPXKAIUAXCA B JIMIHBIX Jiejiax neaaroroB U COTpPyAHHUKOB
MAOY/JIO TI|IT.

7. IlpaBa
7.1. Jlna obecrieueHus 3alliThl MEPCOHATBHBIX JAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX Jejax
nezaroros u cotpyauukoB MAOYJ10 TLAT,

neoaezozu U cOmpyOHUKY UMEIOM Npagso:

e IOJIy4MTh MOJHYI0O MH()OPMAIMIO O CBOMX MEPCOHATBHBIX NAaHHBIX M 00paboTKe 3THX
JI@HHBIX;

®  [I0JYYHTDH CBOOO/IHBIN JIOCTYI K CBOUM NEPCOHAIBHBIM JaHHBIM;

®  MOJIYYUTH KOMHH, XpaHSIIHECs B JIHYHOM JeIe U COAEPIKALIUE IE€PCOHAIBHBIE JAHHBIC.

e TpeboBaTh - HCK/IIOYCHHS WK HCIPaBJICHUS HEBEPHBIX  WJIM  HEIMOJIHBIX
MEPCOHAIBHBIX JaHHBIX

pabomooamens umeem npago:

e oOpabGarhiBaTh IepCOHANbHBIE JaHHBIE Neaaroros u cotpyaankos MAOVYIO TLIT, B
TOM YHCJIE U Ha JIEKTPOHHBIX HOCUTENISX;

e sampocuTh OT neparoros u corpynnukoB MAOYJIO TLAT Beio HeoOXoaumyro
HH(pOpMALHIO.



