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TIOJIOTTEHI4E
o rropqAKe BeAeHrrfl JrnrrHbrx AeJr pa6orHnrcon

1. O6rune rroJrorcenrrfl

1 . 1 . Hacro.f,Illee rono)KeHne paspa6oraHo B coorBer crBuu c (De4epanbHbrM

3aKoHoM J\b 2n-A3 or 29.12.2012 (06 o6pa.ronanuu B Poccuficrofi
@e4epaqun>, @e4epanrHbrM 3aKoHoM or 27.07.2006 roAa Ns 152 (O
nepcoHarlbHblx AaHHbrD), HopMaMz Tpy4onoro KoAercaP@, KoJrJreKTLrBHbrM

AoroBopoM yqpexAeHlrf, Lr HopMaMr,r 4eftcruyroqero rpyAoBoro
3aKoHo.rlarenrcrsa P(D.

7.2. Hacroglqee noJIolI(eHLIe olpeAeJrrer [opf,AoK BeAeHr{f, kr xpaHenur
rLtrIHhIx Aen pa6orHzrcon yqpex{AeHzs Ha ocHoBaHrrr{ Tpy4onoro KoAeKca
Poccufi crofi @ e4ep arJkrkr.

1.3. JIFrHbre AeJra oQopvrnxrorcr Ha Bcex pa6ornzroB yqpe)KAela:afl..

1.4. Hacrosqee rroJrox(eHkre yrBepxqaercr rpr{Ka3oM Ar.IpeKTopa
yrrpexAeH Lrfl n flBrrflercs o6ssareJrbHbrM Am Bcex pa6oruuroe.

1.5. BeAenze JII{qHrIX Aen pa6ornzroe yqpe)KAeHr4lr Bo3Jraraerc.f, Ha
clequuurkrcTa rro KaApaM.

2. Ilopr4orc QoprvrupoBaHrrfl rrrrHbrx AeJr pa6ornnrcon
2.1. OtfopMJIeHLIe Ill.IHrIX Aen ocyqecrBJr.f,ercr creqr4aJrLtcroM rro KaApaM

B rerreHrre 5 (uxrz) Anefi co AHr rpr4eMa pa6ornzra na pa6ory.
2.2. @opnanpoBaHlle rlarrHoro AeJra pa6ornura npou3BoAvrrcfl,

Herrocp eAcTBeHHo rrocJre npr{eMa B yqpexAeHu e
2 .3 . IIpu ro crynne Hkrvr Ha p a6 ory pa6 orruErc rp eAo craBJrr er :

2.3 . I. .{oryrraeHT, yAocroBepsrcqlrfi nu.rHocrr.
2.3.2. Tpy4onyro KHI{xKy unu cnpaBKy rro Qoprrae CTA-P, ecJrr{ pa6oruzr

orKa3aJlct or 6yuaxnofi rpy4osofi KHLrx(Kr{.' Irlcrffo.reHkle - coBMecrurenrLr n
pa6oururr4, Koropbre BrrepBbre rrocryrrarcr Ha pa6ory

2.3.3. ,{oryruenr, roropufi noArBepxAaer perucrparlraro B cr4creMe
vrHAr4BuIyaJIbHo ro n ep c o nnQ 14 rlup o B aHHo ro yqera rrJrlr KaproqKy CIJJ''I,JJ;C .

2.3.4. Cupanrcy o'laur4.tuv (orcyrcrnzu) cyAlrMocrkr u (unn) Qaxra
yfoJroBHofo upecJreAoBaEufl, BbrAaHrryrc coorBercrByroullrM opfaHoM
rrpaBorrop.rrAKa.

2.3 .5 . lI,qeurzQ[Karlr{oHHufi nouep H€lrrororrJrareJrbrrlr{Ka.

2.3 .6.,{orynaenr o6 o6paa oBankrr4.

2.3.7. r{oryrraeHr o 3aKJrrcyeukrur 6para (np" neo6xo4zrrlocrz)

,33,orr.onund



2.4. B coorBeTCTBUVr C HOpMaTUBHbTMTI AOKyMeHTaMTI B IUTIHbIe AeJIa

p a6 OTHLIKoB BKJIaAbIBarorcf, aneAyloqlle AoI(yMeHTbr :

1) nnyrpeHnflfl. orrkTcb AoKyMeHToB JILTTIHoTo Aena;

2) trntuaxKaproqKa pa6otrzra (Dopnaa J\b T-2;

3) nu.ilruft nucrorc IIo yrreTy KaApoB Lr AOIIOIHeHTIe K nLITIHOMy JI]ICTKy IIO

y.Iery KaApoB uo neo6xoArlMocrll;- 
4)'cnpaaKa o HaJrr{uzvr (orcyrcrnuu) cyA}IMocru u (unu) Qaxra yronoBHoro

lpecneAoBaHLIfl9 BbIAaHI{yrc cooTBeTcTByIouI}IM OpraHoM IlpaBollopflAKa

(opurnnal);
5) aero6uorpa$ur Pa6oruzra;
6) cornacue pa6orHuKa B rrr4cbMeHHoM BuAe na o6pa6orKy rlepcoHuulbHblx

AaHHbIX;
7) yBeAoMneHlre o repexoAe Ha 3JreKTpOHHbIe TpyAoBbIe KHI4XKI{ rrpr4

neo6xoAuMocrkl;
8) nuunoe 3€rf,BJreHr{e pa6ornuKa o ilpueMe Ha pa6ory (rconux);

9) 4orcyrr,reHrbl o6 o6pasoBaHvrvr (rouIEu);

lb) cnraaereJrbcrBo o 3aKrrorr e1vu 6para, Korlut (npz neo6xoAun'rocrz);

1 1) aonxHocrHas LIHcrpyKIIur (rouur);
12) rpyaosofi Aoronop (oPnrzual);
13) upuras o npreMe na pa6ory (rionux);

Z.i.3atpeulaercf, iloJryrrarb, o6pa6arblBarb z upuo6ularb K [I'IrIHoMy AeJry

pa6ornzra He

ycTaHoBJIeHHbIe QegepanrHblMrl 3aKoHaMI{ rrepcoH€lJlbHble AaHHbIe o ero

tIorI{T[qecKr.IX, peJllrr[o3Hbrx I,I rrHbIX y6eNgenkr1x,qacrnofi xngnll' rIJIeHcrBe B

o6uecrseHHbrx o6reArane:nkrflx, B ToM rrr{cJle e upoSeccI4oHulJlbHblx colo3ax.

2.6. CseAeHI,Ls, CoAepXaIIII4ect B JILIIIHoM AeJIe pa6ornrara, IBJLIIOTCI

rouQ Ia4euqu€uIbHbIMLI.

2.7. C rleJrbrc o6ec eqeHur HaAnexarqefi coxpaHHocrll rllqHoro Aena

pa6oruura MEIOY IPP-AC cr. Cenepcrofi u yAo6crna n o6paIrIeHI/M c HI{M

up z Q oprr,r np oBaHvIu A oKyM e HrbI IIoM e IIIaIoTc.f, B oTA e JIbHyIo [aIIKy'

2.8. Tpy4onrre KHLDKKI4 xpaH.f,rct orAeJIbHo n cefiQe'

3. Ilopn.qoK BeAeHns r[rIHbIx AeJr pa6orHurcon

3.1.B rpoqecce pa6orsl K Jrr{rrHoMy AeJry npuo6ulatorcx:

. ,4OnOrHeHkIe K nLTqHOMy JIIICTKy IIO y'IeTy KaApoB ycTaHoBnenHofi

Qopurt;
o [oK]MeHrbI o [poxoxqe14u npoQeccuonaluroft repenoAroToBK]I I4

KypcoB noBbllrreH u5. KBaJfi4tpI'rxaqun ;

o KOfrrr[ pacnop{Ar{TeJrbHbrx AoKyMeHTOe O6 ycTaHoBn envru pa6ornuravt

Karefopl{n;
o KOIII1ILI peurennfi o IIooIqpeIc^vrLII|I HalpaxAeHLIu;

o KOIIIII4 AOKyMeHTOB O nepeBoAe Ha Apyryrc AoJIXHOCTb LI yBonbHeHI{I{;

. .[o[o[HLrTeJIbHbIe coIJIaIIIeHI4t K TpyAOBOMy AOTOBOpy;



. Korruu 3HaqlrMbrx npooeccuoHulllbHblx lpaMoT, AI4IIJIOMOB U

6naro4apnocrefi.
3.2. Iluquoe Aeno pa6ornnra yqpexAeHvrfl. BeAerct B rerIeHLIe Bcero replloAa

pa6orrr.
3.3. Bce AoKyMeHTbr JrrrqHoro Aena rroMeularorc.rl B rlarrlg/, Ha Koropoll

rrpocraBJrf,erc.n rpLrcsoeHHrrfi efi uopa4rosrrft HoMep (rol).fIoA erunr HoMepoM

JrlrqHoe AeJro perucTprrpyeTcf, B xypHaJre yqeTa JII4TIHbIX Aen paooTHprKoB.

3.4. ,{orcyueHrrr, upuo6qeHHble K rklqHoMy Aeny pa6orHura,
6poulopyrorc.f,, crpaHprrlbr rryMepyrorcr, K rLttIHoMy AeJry [prlJlaraerct
BHyrpeHHr.f, orrr4cb. Brryrpennfls. onucb cocraBJlflercs. Ha orAeJIbHoM JILIcre no
ycraHoBJlennofi Qoprrae.

3.5. flpu rroAroroBKe JruqHbrx Aen K repeAaqe Ha xpaHenue B apxLIB B KoHIIe

AeJra noArrrr4Baercs. Jrvrcr-3aBeplrreJrb, B KoropoM yK€L3blBarorcr quSpaMvr v
upo[]rcbro Koll{qecTBo Jrr.rcToB B Aene LI KOJILIqeCTBO JIIICTOB BllyTpennefi ollucu.

4. IlopnaoK BbrAarI[ rurlHblx AeJr Bo BpeMeHHoe rloJrb3oBaHrle

4.I. JIu.rHoe Aeno pa6ornurca Moxer 6rtm BbIAaHo Bo BpeMeHHoe

rroJrb3oBaHrre pa6oruury Ha ocHoBaHrrkl efo guBlrelavrg., cocraBJleHuoro B

rrporr3BoJrrnofi Qopue.
4.2.fIpupa6ore c Jrr{qHbrM AeJroM, BbTAaHHbIM Bo BpeMeHHoe rIoJIb3oBaHI{e,

3arrpeqaerc.fl [pou3BoAlrrb KaKkre-Jrrr6o zcupaBJIeHLIs, BHocLITb HoBbIe gailLrcvl.

r43BJreKarb AoKyMeHTbr, ptrrJraruarb coAep)Kalqnecs B HeM rouSu4eHIILI€IIIbHbIe

CBe.IIeHLIS.

5. OrnercrBeHHocru pa6orHlrKoB
5.1. Pa6ornprrul o6.ssaHrr cBoeBpeMeHHo rlpeAcraBJlf,rb cBeAeHLIt o6

I{3MeHeHI{I{ nepCOH€uIbHbIX AaHHbrX, BKIIOqeHHbIX B COCTaB JITIqHOTO Aena.

5 .2. [upeKrop yqpe)KAeHus. o6ecnequBaer:
a

a

coxpaHHocTb JILIIIHbIX AeJI paoOTHLIKOB;

rconQn4eullll€lJlbHocrb ceeAeHllfi, coAepx(alquxct B rI4qHbIX AeJI€x

pa6 oruuroB yrlp exA elaufl

5.3. Cuequalucr ro KaApaM Hecer AL1clqlzriln14Hapllyrc u lIIryrc
orBercrBeHHocrb 3a pa3rJrarrreHue roHQu4eHqLIaJIbHbrx cne4enufr,

coAeplKarqr4xcs, B JrlrrrHbrx AeJrax, u 3a I4HbIe HapylneHvfl, nopflAKa BeAeHI{rI

ILIIIHbIX AEI.

6. Ilpana pa6ornuKoB I{ pa6oro4arerq
6.I. [Jtr o6ecne.reHr,u 3arrlurbr nepcoHaJrbHblx AaHHIIX, Koropble xpanflTcs.

B JrkrqHbIX AeJIax pa6oruuru I4MeIor npaBo:
. IIOJIYqOTb TIOJIHYIO UTTQOPTTAAIIZrc O CBOLIX UEPCOH€TJIbHbIX AAHHbIX T4

o6pa6orre orLIX AaHHbIx;
o IIOJIYq€ITb AOCTYU K CBOI4M TIEPCOHZUbHbIM AAHHbIM;



. IloJryqarb Korrrrkr, xpaHsrq[ec.f, B rLIqHoM AeJIe vr coAepkaque
rrepcoH€lJlbHble AaHHbIe.

6.2. P a6oroAareJlb LIMeer upaBo :

o rpe6oBaTb LrcKnroqeHnf, unn vcnpaBJIeHI/u HeBepHbIX I4JILI HeIIOJIHbTX

CBE.IIEHI{I4

. o6palarblBarb uepcoHanbHble AaHHbIe pa6ornuroB yrlpexqeHvIn, B ToM
qlrcJre Ha gJreKTpoHHbrx HoclrreJrrx, nocJle 3arorHeHn.g pa6orHl,rKaMu

saflBrqHklt- c orJI acus H a o 6p a6 o rKy rlep c o H €IJIbHbIX AaHHbIX ;

o 3&rrp€l[rl{BaTb y pa6oTHuKoB yrlpexAeHnf, Bcro Heo6xoAuMylo

rr H 0 opM arl Lrro, AIIL o cy uI e crB ITeHLTA TpyAo B ofi Aesre JI bH o crkT.

7. IlopnqoK yrlera Ir xpaHeHuq rurlHblx AeJr

7.1. IIu.rybre AeJra pa6orHr,rKoB xpaHrrrc.g y c[eIII{€lJIrIcra Iro KaApaM KaK

AoKyMeHTbr crporofi or-rerHocrlr. ExeroAno upoBoAkrrcfl rlpoBepKa HaJrr4qLrA kr

cocTof,Hr4f, IzqHbIx .{eI.
7.2.IIuqHbIe Aena pa6orHLIKoB xpaHtrcr n alQanI4rHoM [optAKe.
7 .3. IIu\nbre Aena pa6olHuroB yqpexAeHur xpaHtrcf, orAeJIbHo or JIIaqHbIx

Aen yBoJreHHbrx paoorHl4KoB.

7.4.TpygoBbre KHu)KKLI xpaHtrcf, orAenbHo n cefiQe.

7.5. ,{ocryn K JII{qHIIM AenaM pa6orHlaxon I{MeIor roJIbKo JII{qa,

oup eAeJreHHbre IIprlKa3 oM AI,Ip eKropa yqpex(A elJufl..

7.6. JILr.rHrre AeJra pa6otrzroB xpaH.grcs 50 ner c roAa yBoJIbHeHI4t

pa6ornura.

8. 3aruroqrlTeJrbnble rloJro)KeHrlfl

8.1. Hacroflrrlee nonoxeHze Bcryrraer B cLIJIy c MoMeHTa ero yrBepxAeHl4t
ra 4eficrnyer 6eccpoqHo Ao trpr4nflTkrs, HoBoro rloJloxeHu.r.


