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TIOJIOxtEHI,IE

o rroP.flAKE BEAEHplfl, JII4TIHbIX AEJI COTPyAHI{KOB

1 .OEITIEE IOJIOX{BHTTE
1.1. Hacrosqee llo.uoNeuue orpeAeJrfler nopflAoK Be,[eHHs rurlHblx Aen pa6orHllxon MBIOY
<JLrcrnsucrufi Aercxufi caA> (aanee - AOy)'
1.2. floroNeuue pa:pa6oraHo B coorBercrBrll{ c:

- TpyaonrrM KoAeKcou P(D;

- KomrerruBHblM AoroBopoM AOY;
- 3arosou P(D ot 27 utotts,2006 roAa }le 152-O3 <O uepcoltaJlbHbx AaHHbIx).

1.3. Beaeulre Jrr.rqHbrx 4en pa6o:ruuxon .{OY o6ecuequsaer AeJIonpoH3BoAHTeJIb.

2. O OPMI{POBAHT,IE JII{qHbIX AEJI PAE OTTTUKOB

2.1 . @oprraupoBaHr4e Jrl,tr{Horo gela pa6orHr4Ka npoH3BoAHTcfl AeJIorlpoH3BoAI'treneM He rlo3AHee

nrru pa6ouux AHeft co Arur 3aKJtorteHuf, TpyAoBoro AotoBopa 14 ToJIbKo nocne noryr{eHHfl or
pa6orHnxa coruracr.Iff Ha o6pa6orKy ero nepcoHanbHblx AaHHbIx.

2.2.llpu rocrynJreHr.ru ua pa6ory corpyAHHK rrpeAocTaBnxer (npu nanuuuu):

- [acnopr unu uttoi,t AoKyMeHT, y.[ocroBeprrculrafi nl4r{Hocrb;

- 3asBJreHHe o [pueMe na pa6ory;

- arpaxoBoe cBHAeTenbcTBo neHcl4oHHolo cTpaxoBaHuq;

- u4e Hru fi rarauuo uHrt fi HoMep HaJIolo nJlaren buIIzKa;

- AoKyMeHT BoHHcKoro yr{era (4la noeHuoo6ssaHHltx nuq);

- AoKyMeHT o6 o6pasonatrla;

- arrecralr,uouHtt fi I dcr;

- crpaBKy o HaJILttIHH (o'rcyrcreun) cyAlrr*rocrlr ;

- rpyAoBylo KHHx(Ky;

- MeAr4r.II4HCKylO KHI,IXKy;

- cBnAereJIbcrBo o 6pare;

- cBr.rAerenbcrBo o poxAeHnu Aerefi.
2.3.,{eronpoH3BoAHreJIs oQopltnaer:

- nurrHyto Kapror{Ky Ns T-2;

- rprzKa3 o rIpHeMe r-ra pa6ory (o neperr,reuleHuv Ha Apyrue lolNuocru);
- rpy.lonofi AoroBop B AByx sK3eMrnrpax;

- AOnxHOCTHyro nHcrpyKlrulo.
2.4. lLepowuoe ofl oprtuleHlle JI HtIHoro Aena npeAycMarpuBaer:

a) npucaoeuue nLIt{HoMy Aeny HoMepa cornacHo xypHany yqeTa JILIqHbIx Aen;

6) npocraueHHe Ha o6loNrce JII4qHoro Aena cJleAylou[x peKBI43pIToB:

- r4HAeKc lena (s coorBercrBl4u c HoMeHxna'rypofi 4en Vupex.qenrzs);

- rrorrHoe HaHMeHoBaHHe yqpe)I(AeHI'IS;

- HOMep rr4qHoro Aera;
- Sar'.rulraa HMfl orqecroo pa6orunKa B I4MeHI'lreJIbHoM naAexe;

- AaTbl - I-oA Harlana H roA oKoHqaHH, BeAeHu, AeJIa;



- cpoK xpaHeHr4r;

e) nortaeuleuue AoKyMeHToB, uoAJIex(auIUx xpaHeHuro B cocraBe JIHqHbrx AeJI, B xpoHonorurrecKoM
noprAKe:

- BHyTpeHHrfl Orrr4cb AoKyMeHToB Aena;

- Jrucr c orMerKaMH o6 osHaxoMJreHr.ru pa6ornuxa c JIH.IHrTM AeJIoM (flpranoNeulze J\b2);

- Jrucr c orMerKaMV o pe3ynbrarax exerogHofi nponepKr4 cocroqHr,tr Jrur{Horo Aena (flpzloxeHue
lll!3);

- 3arBJreHHe o npr4eMe ua pa6ory;

- rrpHKa3 o rrpueMe Ha pa6ory (rconur, 3aBepeHHa, pyKoBoAnTeneu);

- AoroBop o nolnofi Marepr4anbHofi oreercrBeHHocru (ecnu pa6orHr,rK - Marepr4aJrbHo

orBercrBeHuoe laqo);
- conJracHe ua o6pa6orry nepcoHaJrbHbrx AaHHbIx.
2.5.'JIucrrr AoKyMeHToB, noMeIueHHbrx B rnr{Hoe AeJIo, noAJlexar HyMepa\vvr.
2.6. floxyr',teHrbr noMeularorcq B nanKy-cKopocruHBarenr. flpn yBonbHeHLIn pa6orHnxa
[porxr4Ba]oTc, HHTKaMH H CAaTOTC' B apXHB.

2.7. BayrpeHHs, orrHcb AoKyMeHroB, HMeroulaxcs B Jrr,rr{HoM AeJre, Aon}KHa coAepxarb cBeAeHHfl o

ItopflAKoBbrx HoMepax, HaI4MeHoBaHVqx AoKyMeHToB AeJra, K0JIr,tqecTBe JrlrcToB, AaTax BKJIroqeHhf

AOKyMeHTOB B Jrr4rrHoe AenO H kt3'.bflTptfl U3 Aer,a, a TaKXe KeM h3tflT AOKyMeHT n nO raXOfi [pLrqHHe.

2.8. BHyrpeHHu onucb cocraBJrrercfl Ha orAeirbHoM JIIicre no ycraHoBresuofi Soprrae
(flp r.rn oNeuue J\b I ). Jlncru auyrpe HHefi onuc u HyM epylorc, orAeJIbHo.

2,9, tlpu rroAroroBKe JrnqHbrx Aen K rrepeAaqe Ha xpaHeHue K BHyrpeHHeit onwcu cocraBJrflerct
HToroBaq 3arrucb, s xoropofi yKa3brBaerca rluQpartara 14 nponacrlo KoJrrzqearBo BKJr]or{eHHbrx B Hee

AOKyMeHTOB H KOrr4qeCTBO JTHCTOB Aena.

3. IIOpflIOK BEAEHT4f, Jrr,trIHbIX AEJI PAEOTHIrKOB

3. L Jluquoe gero pa6orur,rrca ,{OY BeAercfl B re.reHue Bcero nepuoAa pa6orsl Kax(Aoro pa6oruurca.

3.2. BeAeuue JrHqHoro Aena [peAycMarpHBaer: BKJuoqeHHe AoKyMeHToB B cocraB JrnrrHoro Aera B

xpoHororHrrecKoM rrops,qKe c co6lroAeHneM noprAKa SoplrrzpoaaHHs rro o[peAeneHHoMy Bbrue
IIeperrHlo AoKyMeHToB;
3.3. B KoHrre KaneHAapHoro roAa H He no3AHee 30 aer<a6p, Bce pa6orunrcn ,{OY uoryr
o3HaKoMJreHHe c JrHrrHbrMa AeJraMr4. 06 srorra Aenaercfl orMerKa B Jrhcre o3HaKoMJreuur pa6orHurca c

IHtIHbIM ACNOM.

3.4. OsnaxoMireHue c AeJroM [poucxoAHT r4cKrror{HreJrbHo e xa6HHere cneuuaJracra rro KaApaM H B

ero npficyrcrBLtH.3anpeulaerc.f, BbrHoc Aena H3 ra6uHera,
3.5, Brua.{a rconuft Ao(yMeHToB H3 Jrnr{Horo Aena npoH3BoAHTc, no nuqHoMy 3a.,rBJreHH}o

pa6orHurca u c pa3peueHnfl 3aBeAylourero. Konun AoKyMeHToB AoJrxHbr 6rrrr :anepeHbr H

npeAocraBneuu pa6orur4Ky B TeqeHr4e rpex Anefi co AH, noAar{u 3arBneHur.
3.6. B qenqx o6ecne.{euu, KoHTponr 3a coxpaHHocrbro H aKTyaJrbHocrbro JrHr{Hbrx aen s AOY
exeroAHo (ne nosAHee I rcnaprara roAa, cJreAyrouero 3a orr{erHrru) npoasnog*urcfl [poBepKa r,rx

HAJl.VLlI4fl H COCTO'HHfl.

3.7. ExeroAHyro [poBepKy cocroflHLlfl r.vtqHbtx AeJr Ha npeAMer coxpaHHocrr4 BKr]oqeHHbrx B Hero

AoKyMeHToB rrpoBoAr4T c[erIHaJrbHo co3AaHHa, KoMr.rccHfl. O npooe4eHHbrx npoBepKax AeJraerc,
orMerKa B Jrucre o pe3yJrbrarax exeroAuofi nporepKr,r cocrorHnfl v Hailwlr4, Jrr4qHoro AeJra
(npunoNeHue J\b 3) a cocraBrqercfl aKT. Pe:ylmaru [poBepKH JrurrHbrx Aer s o6qsareJrbHoM

noprAKe AoBoAflTcs Ao 3aBeAyroqero AOY.

4. rropf,IoK yTIETA [I XPAHEHLIfl. JTVIJIHbTX AEJr PAEOTHT{KOB
4.1. Xpaueuue r4 yqer rr4r{Hbrx Aen pa6orHraron IOY opranu3y]orcfl c ueJrbrc 6ucrporo u
6esotuta6o.rHofo IIoHcKa JIpIrrHbx Aer, o6ecueqeHr,rs Hx coxpaHHocrl{, a raxxe o6ecneqeHzq
xon(ba.uenqlraJrbHocrr.r cae4euufi, coAepxarqr4xcf, B AoKyMeHTax Jrr.rrrHbx AeJr, or
HecaHKrIr4oHHpoBaHHOrO AOCTyna K HrrM.
4.2, Jluqurre Aela pa6orHHKoB xpaHsrcq a cefi{e ,{OY r.rnu B 3annpa}orlertacr ruxaQy, a BHyrpH - rro
HarrpaBJreHHrc pa6orsr (negarornvecKue pa6orHNrcu, yve6uo-acnoMorareJrbHsrfi nepcoHa.u,

o6c,ryx<u narcrqufi nepcoHan).



Tpygoatre KHuxKH, MeAHuHHcKrae KHuxKH xpaHflTc, o cefiQe y 3aBeAytou-telo orAeJIbHo.

Jluqssre KapToqKLI no ynraQuqnpoaauHofi <poprrae Ne T-2 xpaHrTc, oTAeJIbHo.

4.3. ,{ocryn K fir,rr{HbrM AeJraM pa6oruuxor I4Me}or roJIbKo 3aBeAy}ouufi, 4elonpoH3BoAHTe,'Ib (lra6o

3aMecrnreJrb 3aBeAyrouero tto BMP npu HcnoJIHeHHH o6r3aHHocreil 3aBeAyrcqero AOy).

[ocryn K MeAHITHHcKHM KHHxKaM HMeer MeAHIrHHcKas cecrpa.

4.4, Jlu,trture Aena pa6orHr4KoB, 3aKoHr{eHHbIe AeJIo[potI3BoAcrBou lo I flHBapfl' 2003 roaa,

xpaHflTcrr 75 ler, nocJre I rnnapa 2003 ro.ua - 50 ner. JIu.{Hoe Aeno 3aBeAyroulero ,{OY tzueer

nocrorHHblfi cpotc xpaHeHHr.

Jlrz.ruas KaproqKa xpaHurcfl 75 le'r.

5. OTBETC TBEHHO CTb PAB OTOAATEJTfl I',I PAE OTHIIKA
5.1.'Ilegarorr4 r.r corpyAuurcu Yupex(AeHrzfl o6ssaHst cBoeBpeMeHHo [peAcraBJlrrb ceeAeHHq o6

u3MeHeHHr4 cBOHX nepcoHanbHbtx AaHHbrx, BKJItOqeHHbIX B COCTaB IHTIHOTo AeIa.

5.2. Pa6oroAareJlb o6ecneqHsaer:

- coxpaHHocrb JII4tIHbIx gel pa6orHuron;

- roH$Ia4euqHaJIbHocTb cse4euufi, coAepxaulnxc, B II4r{Hblx AeJIax pa6orunxor.

6. TIPABA PAEOTOAATEJTfl II PAEOTHIIKA
6.1.Ileaaroru u corpyAHHKI'I Yupexleuuq HMeIor npaBo:

- ronyqaTb nonHyro nn$oprnlaUr.*o o6 o6pa6oTKe cBoux [epcoHalbHblx AaHHbIx;
_ NONYI{ATb AOCTYN K CBOHM TICPCOHANbHbIM AAHHbIM;

- nonyqarb KoTIHLI AOKyMeHTOB, XpaHslquxcrl B II'Ir{HOM AeJIe;

- ,pa6orurb hcKrrorreH ufl vrrrv HcnpaBJreHHfl HeBepHbIx H HertoJIHbIx (ucxaxeuHltx) caoux

IIepcoHanbHbIx .u,aHHblx.

6,2, P a6oroAareJl[, ItMeer npaBo:

- o6pa6artrBarb nepcoHirJrbHbre AaHHbre pa6oruuxon, B ToM LrHc.IIe H Ha gneKTpoHHblx HocHreJlflx;

- 3a[paur4Barb or pa6o.ruuroa nHsopuaqlro, ueo6xoAhMyto Ans BeAeHl4fl JII4ttHbIx Aen H

o6pa6orrcr.r fl epcoHanbHblx AaHHbIx.


