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1.OBIIUE MMOJOKEHUSA

1.1 Hacrosmee [TonoxxeHue o mopsiake GoOpMUPOBaHsI, BEACHUS, XPAaHCHU U

MPOBEPKH JIMYHBIX JIEJ [EIaroroB U MHBIX COTPYIHHUKOB (nanee- IonoxxeHue)

MYHHIMIATBHOTO Ka3¢HHOTO JONTKOIBHOTO 00pa30BaTeIbHOTO YHPeKACHHUS

nerckuii can Ne20(manee MKJIOV nmetckuii canNe20) onperenseT BeICHHE

JIMYHBIX )T TIelaroroB i MHbIX cotpyanukoB MKJIOY netckuii canNe20.

1.2 Tlonoxenue pa3pabOTaHO B COOTBETCTBHH C:

e Vkaszom Ilpesunenra Poccuiickoii denepalun ot 30.05.2005 . Ne 609 « O06
yTBepKJAeHWH [lONOXKEHUs O [EePCOHANBHBIX JAHHBIX TOCYAapCTBEHHOTO
cyxamtero Poccuiickoit @efiepalliyl ¥ BEACHUH €T0 JIMTHOTO AeJIay;

o ®ecnmepanbHeIM 3akoHOM 0T 27.07.04 Ne79 — @3 «O rocymapcTBEHHOU
rpakIaHcKoi ciryx0e Pocculickon Denepannin;

e TpynoBbiM KosiekcoM PD;

e KOJIEKTUBHBIM JOTOBOPOM;

e VYcrasom JIOY

1.3. Jluunsle geaa opOpMIISIOTCs Ha BeeX coTpyanukos JJOY.

1.4. Berenne TUYHBIX A€J IIE1aroroB U COTPYAHUKOB JCTCKOroO caja BO3JIAracTCa

Ha 3asenyrontero MKJIOVY nerckuit canNe20 .

1.5. Hacrosimee Ilonoxenue yTepxmaercst 3aBemytomum JIOY u sBisercs

00s3aTeNNBHBIM TSI BCEX KATETOpHWi MeNarorMuyeckux M ApYyTrHX COTPYyHAHHKOB

JOY.

1.6. He pomyckaercs BejleHHE HECKONBKHX IHYHBIX el DPabOTHUKOB, 3a

HCKITFOUEHHEM, eclid pabOTHHK MIPUHSAT 10 BHYTPEHHEMY COBMECTHUTEIILCTBY.

2. MOPSIIOK ®OPMUPOBAHUS JUYHBIX JEJ COTPYJHHUKOB

2.1 ®opMupoBaHKe JTHYHOIO aeja MEeNaroroB M MHLIX COTPYAHHMKOB MKJIOY
netckuil canNe20 MpPOW3BOAMTCS HEIOCPENCTBEHHO IOCIE IpueMa B MK0OY
nerckuii caaNe20 WM MepeBoAa IENaroroB W COTPYAHHKOB U3 JIpyroro
00pa30BaTeIbHOIO YUPEKICHHUS.

2.2. B COOTBETCTBHMHM C HOPMATUBHBIMH JOKYMEHTaMHU B JIMYHbIC JI€j1a IeAaroros 1
uHpIX corpynHukoB  MKJIOV  nerckui caaNo2(0 BKJIAIBIBAIOTCSL CJIEAYIOIINE
JOKYMEHTBI:

[Temaror yupexaeHus NpeIoCTaBIseT:

- 3agBJeHHe O ITpUeMe Ha padboTy;

- CrpaBka 0 Hadu4uu (OTCYTCTBUM) CYAMMOCTH M (WMJIH) dakTa YrojaoBHOIO
npecienoBaHust MO0 O  IPEKpAllleHWH YTOJOBHOIO  MpECieoBaHuA  TI0
peadUIUTHPYIOLIUM OCHOBaHHUSM;

- ABTOOHOTpa(HIO;

- 3asBlieHKe O COMTACHH Ha 00pabOTKy MEPCOHATBHBIX JaHHBIX PaO0OTHHKA;

- JlaHHBIE MACIIOpTa WIIK HHOTO JOKYMEHTA, YIOCTOBEPAIOILETO JIMTHOCTD,

- Konmro ¢TpaxoBoro cBUJETENLCTBA IEHCHOHHOTO CTPaXOBaHHS,

- Konuro naeHTHOUKAIIMOHHOTO HOMEpa HaJIOToTIaTe/IbIINKa,




- Konnu noxymeHTOB 00 00pa30BaHMH;
- KOmHMH JOKYMEHTOB O KBATM(HMKALUK MM HAIMUMK CHIELMaIbHBIX 3HAHUH(IPH
HaJTU9HHN );
- Komuy JOKyMEHTOB BOMHCKOTO ydeTa (JUls BOGHHOOOS3aHHBIX JIHIL);
- Konus cBueTebCcTBa O Opake (MPU HATMYHHN), €CIIA AUIIOM 00 00pa3oBaHMHU
COIEPKUT JI€BUYBIO (DaMUIIUIO;
- Komuto CBUAETENBCTBA O POXKICHUU JeTel ( IpH HaJIM9HH) ;
-MeauIMHCKYIO0 KHHXKKY,
- XapaKkTepuCTHKH, PeKOMEHIaTeNbHbIe MHChMa (€CIH eCTh B HaJINYUN);
- Konuu TOKYMEHTOB O HAarpaXIeHUH ( TP HAIMYKH) ;
- Konwu aTTecTarioHHbIX TUCTOB ( U HAIUYUH) ;
- Tlpuka3s o mpueme Ha padoTy;
- JIOMKHOCTHAS MHCTPYKIHS (JOKHOCTHBIE HHCTPYKIIMU C MOMEHTA Ha3HAICHHA
Ha BCe JTOHKHOCTH);
- TpynoBoit 10roBop (¢ MOC/IeYOIIUM BKIOYEHHEM JONOTHUTEIbHBIX
COrJIallleHnuH K TPyI0BOMY JJOTOBODY);
- 3asiBiICHHE O MePeBOJIe Ha HHYIO JOKHOCTD (IIPH HAJIMYHN);
- Tlpuka3 0 nepeBojie Ha HHYIO JOIDKHOCTD (ITPH HATUYHH).
- TpynoByro KHHXKKY,
COTpYIHUK YUYPEeKJIEHUs NPEIOCTaBIsCT:
- 3asBJIeHKE O IMpHeMe Ha padoTy;
- CrpaBka o Halu4uu (OTCYTCTBHM) CYIMMOCTH H (W) (paKra yronoBHOIO
npeciaenoBaHus JHOO0 O TMPEKPalleHWHd  YrOJIOBHOTO — IIPECHIEN0oBaHus  TI0
peadUITUTHPYIOLIUM OCHOBAHHMSIM,
- 3asBIIEHNE O COTNIACHU Ha 00pabOTKY MePCOHANBHBIX JaHHBIX Pa0OTHHKA;
- JlaHHBIE MAcIopTa WA HHOTO JOKYMEHTA, YIOCTOBEPSIIOILErO JTUIHOCTD;
- Konuro cTpaxoBOro CBHAETENbCTBA IEHCHOHHOTO CTPAaXOBAHNUA,
- Konuro naeHTH(GHUKAIMOHHOIO HOMEpa HaJloTOMIaTe bIINKa;
- Komnuu 10KyMeHTOB 00 00pa30BaHuH,
- Komnuy JOKYMEHTOB O KBaIM(MMKAIMA MK HAIAIAM CHENUATbHBIX 3HAHHI(IIPH
HaJIMYKH);
- Konuyu JOKyMEHTOB BOMHCKOIO y4eTa (JUlsi BOGHHOOOSA3aHHbIX JIUIL);
- Kormus cBHAETENBCTBA 0 Opake (IPU HATMYKH), €CIIN JUIIOM 00 00pa3oBaHNH
COJIEP)KUT JIEBUYBIO (PaMHUIIUIO;
- Konuro cBHIETENBCTBA O POKIAEHHUHN IeTel ( IPU HaJIM4KK)
-MenuUMHCKYIO KHIXKY;
- Tlpuka3 o mpueme Ha paboTy;
- JIOMXHOCTHAS MHCTPYKIHS (JOMKHOCTHBIE HHCTPYKIIMK C MOMEHTA Ha3HAYCHHUS
Ha BCE JOHKHOCTH);
- TpyaoBoit 10roBop (¢ MOCIeYOIUM BKIFOYEHHEM J0MNOTHUTE/IbHBIX
COIVIAIIEHHUH K TPYIOBOMY JOTOBODY);
- TpynoByrO KHUXKKY;
Pabotonarens obopMIseT:
e TPYIOBOI TOTOBOP B ABYX K3E€MILISPOB;

a Thuran n Threne oa hahoTtv (0 TeneMernTe il Ha THVIHe HOJ’[)KHOCTI/I)Z




e UuHYO KapTouky NeT-2;
e JO/DKHOCTHYIO MHCTPYKLIMIO B JBYX DK3EMIUISIPAX;
Paboronarens 3HAKOMHT:
e C HOPMATHBHO — IIPAaBOBBIMH JOKYMEHTAMHU JOIIKOJIBHOIO YUPEKIACHHUA,
® C JOJDKHOCTHOM MHCTPYKLUEH;
® CKypHAJIOM PerucTpaliy TPYAOBLIX JOTOBOPOB IO POCIIHCH;

 TIPOBOJAUT BBOIHBIN MHCTPYKTaX, HHCTPYKTAX [0 OXpaHe TPyAa,
WHCTPYKTaX IO MPOTHBOINOXKAPHON 0€30IIaCHOCTH U HHBIMU
y4peauTeIbHBIMA TOKYMEHTaMH B COOTBETCTBUH C TPYyA0BBIM KOJEKCOM
Poccuiickoit ®enepauni.

2.3. OGs3aTeIbHON ABISETCS BHYTPEHHSS OIIUCh JOKYMEHTOB, UMCIOIINXCS B
JUYHOM JIeJie

3. IOPAAOK BEAEHUS JIMYHBIX JTEJI
IMEJATOI'OB U COTPYAHHUKOB.

3.1 Jlnunoe neno nemaroros u corpyaaukoB MKJIOY nerckuii canNe20 Benetcs
B TE€UEHHE BCErO Meproaa paboThl KaXA0ro Mearora ¥ COTpyaHHUKa.

3.2. Benenue nuuHOroO aeja npeaycMaTpUBAET: BKIIIOYEHHE JTOKYMEHTOB B
COCTAaB JIMYHOI'O JIejIa B XPOHOJOTHYECKOM MOPsIKe C COOTIONEHHEM ITOPsIIKa
(hopMHUPOBaHUS 110 OMPEIEICHHOMY BBIIIIE [TIEPEYHIO JOKYMEHTOB,;

-Exxeronnyro mpoBepKy COCTOSIHMS JIMYHOIO JieJla MeJaroroB ¥ COTPYIHUKOB Ha
npeaMeT COXPaHHOCTH BKJIFOUEHHBIX B HEIO0 JOKYMEHTOB W CBOCBPEMEHHOE
3aroJHeHHeE.

3.3. C uensto obecrniedueHusl HaJjIeKalleld COXpaHHOCTH JIMYHOTO Aeja Ie1aroros
¥ COTPYIHHKOB H y100CTBa B 00OpallleHUH C HAM IIpH (POPMHUPOBAHHUHN JTOKYMEHTBI
MOMEIIA0TCS B OTACIBHYIO MAIKy, COAEPIKaILyO TUTYJIbHBINA JTUCT ¢ yKa3aHUEeM
haMuIHK, IMEHH, OTUYECTBA U 3aHUMaeMON JOJDKHOCTH, BHYTPEHHIOIO OIKCH
JTOKYMEHTOB, COJIEPKAIlyl0 CBE€JEHUS O HAUMEHOBAHUH JIOKYMEHTOB, MMEHOLIMXCS
B JIMYHOM JIeJie TIeJlarora Uil HHOTO COTPYAHUKA U IIPOIIHBAIOTCS.

3.4. JIiCThl JOKYyMEHTOB, IMOAIIUTHIX B INYHOE AENIO0 , MOAJIeXKAIIEMY
apXWBHU3AIMH, HYMEPYIOTCSI.

3.5. JInuHOe J1eJ10 PeTUCTPUPYETCs B )KypHAJIE «YUeTa JIUYHBIX AeT.

3.6. TpynoBble KHIKKH, MEIUIIMHCKIE KHIDKKH XPaHSATCS OTAENIBHO B ceide.

3.7. JIO/KHOCTHBIE MHCTPYKIIUH XpaHsaTcst B otaenbpHol nanke MK/IOY nerckuit
canx No20 .

3.8. TpymoBoit JOroBop XpaHUTCs B THYHOM zese corpynanuka MKJIOY netckuii
canNe20 .



4. TIOPSITIOK YYETA U XPAHEHUS JTUYHBIX AEJ
MEJATOIOB 1 UHBIX COTPYAHUKOB

4.1 XpaHeHHe W y4yeT JIMYHBIX JIeJI MIeIaroroB U COTPYAHUKOB MKJIOVY nerckun
canNe20 opraHusyroTCsl ¢ Lenbo OBICTPOro M 0e30MIHO0YHOr0 MOKMCKA JTHYHBIX
e, obecredeHnst UX COXPAaHHOCTH, a Takxke obecreueHus KOH(UIEHIATbHOCTH
CBEJIEHUH, CONEPIKAIIMXCS B TOKYMEHTaX JUYHBIX J€J, OT HECAHKIIHOHUPOBAHHOTO
JOCTyIa:

4.2 TpymoBble KHM)KKH, MEAULIMHCKUE KHIKKU XPAHITCS OTAEIBHO B ceride.
4.3.TpynoBsle XpaHaTcs B mudHOM Jene corpynanka MKJIOY netckuit cagNe20 .
4.4. JloMKHOCTHEIE HHCTPYKILIUU XPAHTCA B OTAEIBHON Marke , COrIacHO
Homenknarype aen MKJIOY merckuii canNe20 .

4.5.JInuHble qena COTPYIHMKOB XPAHSTCS Y 3aBeyrollero cerde.

4.6. JlocTym K JHYHBIM JejaM II€JaroroB W COTPYAHUKOB HMEIOT TOJIBKO
3aBeyIOILMI ¥ JIUIa ONpe/ieNIeHHbIe TPUKA30M 3aBeIyOIIeH.

4.7. CucteMaruszalys JUYHBIX JeJl TIeJaroroB U COTPYAHHUKOB IPOU3BOAUTCS B
an(aBUTHOM TMOPSIIKE.

4.8. KOHTpONb 3a COCTOSIHMEM JIMYHBIX [EN IeJaroroB M MHBIX PabOTHHKOB
MKJIOY netckuit cagNe20 ocymectBisieTcs 3aBefyromei JOV.

4.9. TlpoBepka JMYHBIX M€l MEIAroroB U WHbBIX padoTHHkoB MKJIOY perckui
canNe20 ocyliecTBIseTcs B KOHIE TEKyIIero rofa. B HeoOXOAMMBIX Clydasx
BHEIJIAHOBO , ONIEPaTUBHO.

4.10. JluyHele pneja MENaroroB U COTPYAHHMKOB, HMEIOIIMX TOCYIapCTBEHHBIC
3BaHKs, [IPEMHH, HArpajbl, yueHble CTENEHHU W 3BaHHUs, XPaHATCS MOCTOAHHO, a
OCTaIbHBIX COTPYAHUKOB — 75 JIeT ¢ Tofa yBOJIbHEHHsI paOOTHHKA.

5. MOPSAOK BBIJIAYM JTUYHbIX AEJ BO BPEMEHHOE
MOJb30BAHUE IMEJATOTAM U UHBIX COTPYJHUKAM

5.1 Bbiada Ju4HBIX Aen (OTIAeNbHBIX JOKYMEHTOB B COCTaBe JIMYHOIO Jeja) BO
BpEMEHHOE I10JIb30BaHHe MPOU3BOIMTCS C paspeleHus 3apeayromero J1OV.

5.2 Pabora (03HaKoMmJIeHHWE) C JIMYHBIMM JElaMH [1€JaroroB U COTPYAHUKOB
NPOM3BOAMTCS B KaOWHETEe PYKOBOAWTENs, a BpeMsi paboThl OTpaHW4MBaeTCs
npeelaMu OJHOTO pabouero AHs. B koHIle pabodero aHs JMIO, OTBETCTBEHHOE 3a
BellEHHME W yUeT JIMYHBIX JIeNl 00s3aHO yOeIuThCs B TOM, YTO BCE JIMUYHBIE A€,
BBIJIaHHBIE BO BPEMEHHOE I0JIb30BaHKE, BO3BPALLEHBI Ha MECTO XPAaHEHUS U €CTh
JI1 HEOOXOAUMOCTH JJISI PUHATHS Mep K UX BO3BPAIIEHUIO UIIH PO3BICKY.

5.3 ®akr BBIJAYM JIMYHOIO Jeita GUKCUPYETCsl B KOHTPOJIbHOM Ky pHaJe.

6. OTBETCTBEHHOCTD

6.1 Tlemarorm u  wuHble corpyaHukd MKJIOY netckuit canNe20 o00s3aHbI
CBOEBPEMEHHO MPEJICTABIATh PYKOBOAMTEIIO CBeAeHHS 00 M3MEHCHHH B



6.2 PaGotomaresib 00ECIIeUNBaLT:

- COXPAaHHOCTb JIMYHBIX A€ Melaroros U WHBIX COTPYIHHKOB MKJIOY nerckui
canNe20;

- KOH(®HUICHIUATLHOCTD CBeJICHHIA, COZIepIKAIMXCsl B JIMYHBIX JI€NIax Ne1aroros H
pEbIX coTpynHukos MKJIOY netckui caaNe20.

7. ITIPABA

7.1. Jlns obecrieveHns 3alIMTHl MEPCOHATBHBIX JaHHBIX, KOTOpBIE XpaHITCSA B
MYHBIX Tefax efaroroB ¥ COTPYIHHMKOB, EJArord u COTPYAHNKM MKJIOY Ne20
MMEIOT I1PaBo:
e TlonyunTh MONHYIO HH(OPMALMIO O CBOMX MepCOHaJbHBIX JIAHHBIX H
00paboTKe STHX TaHHBIX;
o TlonyuuTh cBOGONHBIA AOCTYI K CBOMUM IEPCOHATBHBIM JIaHHBIM;
e T[lonyunTh KONHMH, XpaHsipecs B  JIMTHOM JCJIC U cojaepXKaliue
nepCoHaIbHbIE TaHHbIE.
o TpeGoBarh HCKIHOUEHHS WM  HCIPaBICHAL HEBEPHBIX HIIM HEMOJIHBIX
TIepCOHAJIBHBIX JIaHHBIX.
7.2. PaboTomaresib UMEET IIPaBo:
e (6pabaThiBaTh MEPCOHAIbHBIEC JAHHBIC MEJAroros 1 WHBIX COTPYIAHHKOB
MKJIOVY nerckuit canNe20 , B TOM YHCJIE ¥ HA IEKTPOHHBIX HOCUTEIISIX;
e 3ampocuTh OT MENAroroB ¥ COTPYAHHKOB BCHO HeoOX0IUMYIO HH(POPMAIIHIO.



~ TIpoHyMepOBaHO
} IPOTIIHYPOBAHO

SEJIEHO neqagbfo
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