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IMOJIOKEHUE
O nopsiike BeleHUS THIHBIX [1eJ1 COTPYTHHKOB

1. O0mme MOJI0KEHUSA
1.1. HacTosmee moJioXeHHe pa3paboTaHO B COOTBETCTBUM ¢ HOpMam# TpyIoBOro KoJeKca PO,
JIOKATHPHBIMA aKTaMH MYHUIIUMAIGHOTO JOIIKOIBHOTO 00pa3oBaTebHOr0 YIPEKACHNA NETCKUAN
can Ne38 Mockosckoro paiiona Camkr-IlerepGypra (manee JOVY), KOJIIEKTUBHBIM JTOTOBOPOM
yUpeXIeHus U HOPMaMH IEHCTBYIOMIEro TPyAOBOT0 3aKOHOAATEIIECTBA PO®.
1.2. Hacrosimee IIOJNOXKEHHE OIpene/sier MOpAJOK BeIACHHs M XpaHCHHS JHYHBIX [CT
corpynuukoB JIOY Ha ocHOBaHMH TpyIOBOTO KOAEKCA Poccuiickoit @enepanun.
1.3. JIuunsle nena o(hOPMITIIOTCS Ha BCEX COTPYIHUKOB OPraHU3aliH.
1.4. HacTosmee IOJIOKEHUE YTBEPXKIAETCI IPUKA3OM 3aBEAYIOMICTO JIOY u saBisercs
06s3aTeIBFHBIM U1 Beex coTpynHuKoB JJOV.
1.5. Benenue MTHYHBIX A€ COTPYAHIKOB OpraHMU3alliK BO3/1aracTcs Ha 3aBeAyIOIICTO.
1.6. He momyckaeTcsl BelieHHE HECKOJBKUX JIMYHBIX [€] PaDOTHHKOB, 33 MCKIIOUCHUCM ECIIH
pabOTHUK NIPUHAT 110 BHYTPEHHEMY COBMECTHTETILCTBY.

2. IMopsnox ¢popMHPOBAHKS JTHYHBIX /1eJI COTPYTHHKOB
2.1. OdopmIteHHE TUIHBIX e OCYIIECTBIAETCS 3aBEIYIOIMM B TCICHHC 5 (msiTn) [HEH CO OHSA
IpHeMa COTpyIHHKA Ha paboTy.
2.2. ®OpMUPOBAHNKE JTMYHOTO Jela COTPYIHUKA POM3BOAUTCSA HEOCPEACTBEHHO MOCIE IIpreMa
B J1OYV.
2.3. Ipy mocTyIIeHUH Ha paboTy COTPYAHUK IMPEJCTABIIACT:
2.3.1. JIOKyMEHT, yZOCTOBEPSIOMIUM TUIHOCT.
2.3.2. TpynoByrO KHHUXKKY.
2.3.3. JToxymeHT 00 00pa3oBaHMH.
2.3.4. CnpaBKy O HaJIMYKH CyJUMOCTH UK OTCYTCTBUM CYZUMOCTH M3 MB/IL.
2.3.5. JIpyrre HOKyMeHTbL, IPeAyCMOTPEHHbIE heepatbHbIM 3aKOHOAATeICTBOM.
2.4. JToKyMeHTHI B JTMaHOM fele cotTpyanuka OV pacmonaraioTes B CACAYIOMIEM MOPSIKE:
1) onmch TOKYMEHTOB, IMEIOIIUXCS B JIMTHOM JIEIE;
2) JTWYHBIH JIUCTOK IO YYETY KaapoB;
3) momoJiHEeHHE K JIMYHOMY JIUCTKY IO Y4eTY Ka/pOB;
4) aHKeTa COTPYIHHUKA, IPUHATOTO Ha paboTy;
5) MU4HOE 3asIBIICHUE O TIPHEME Ha padoTy;
6) TpyIOBOH JOrOBOD;
7) mpuKas o IpreMe Ha paboTy;
8) cornacue COTpyIHHKA B IMCEMEHHOM BUTE Ha 00pabOTKY nepcoHaIbHEIX IAHHBIX;
9) aBTobmorpadus pabOTHHKA, HAIMCAHHASL OT PYKH B IpOM3BOJIbHON (GopMe U conepiKarias
110/IpO6HOE M3JI0KEHIE OCHOBHBIX MOMEHTOB €T0 JKU3HHU U ICATEILHOCTH;
10) kcepoxorwst JOKyMeHTa 00 06pa3oBaHUY;
14) cipaBKa O HAIMYHE CyAHMMOCTH KK 00 OTCYTCTBUM CyAMMOCTH M3 MB/I;
15) KCepOKOTIHS TPYAOBOM KHIDKKH, ECIIM PAOOTHHUK MPUHAT IO BHCITHEMY COBMECTHUTENBCTBY,;
16) UHBIE MOKYMEHTEI, KOTOPHIE JOJDKHBI OBITH MPEIBABIEHBI COTPYAHUKOM C yHCTOM
crierubuKa paboTel;
17) mpukassl 0 Ha3HAUEHHSX, TIEPEBOJAX, YBOJILHECHIH 1 JIP.;
18) MOKyMEHTHI O IPOXOXIEHHHM PabOTHHKOM AaTTECTalluH, cobeceoBaHusl, IIOBBILIICHUS
KB (HUKALUH.
2.5. 3ampemaercs OTyd4aTh, oOpabarhiBaTh U IpHOOIATE K JHYHOMY [eNy PabOTHHKA He
yCTaHOBJEHHBIE (e/lepalbHEIME 3aKOHAMH HEPCOHANBHBIC NAHHBIC O CI0 O THYECKUX,
PENUTHO3HBIX ¥ HWHBIX yOCKOCHIAX, YACTHOH JKH3HH, THICHCTBE B OOINEeCTREHHBIX
06beqUHEHHSIK, B TOM YHCIIE B IPO()ECCHOHAIBHBIX COI03aX.
2.6. CaeficHys, coAepIkamuecs B IAUHOM Jejie PaDOTHUKA, SABISIOTCS KOH(HICHIMATbHBIMH.
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2.7. C nenuio ofecmeuenua mamrexaniell COXPAHHOCTH JIHYHOTO Jiela COTPYyIHHKA JIOY u
ynoGcTBa B oOpaiieHuy ¢ HEM HpH (OPMHPOBAHME JOKYMEHTHI NOMCIIAIOTCA B OTACILHYIO
TIATKYy.

2.8. JInuHBIe fesa XpaHsaTcs oTaeibto 8 coiide JJOY.

3, IMopsaok BeaeHUs JIHIHBIX €1 COTPYAHHKOB
3.1. B mpornecce paGoThI K THYHOMY A€y IPHOOIIAroTCs:
J ZIOTIOJTHEHHE K aHKETE YCTAHOBICHHON (QOPMEL;
° JOKYMEHTHI O IPOX0XKICHUH HCIIBITAHUS, €CIIH TaKOBOE YCTaHABIIMBATIOCh;
o aTTeCTaIlOHHBIE JIUCTEI,
° KOIIMHK PEIeHUH O IOOIPEHUH U HArpaKICHUH;
° KOIMY JUIVIOMOB M CBHIETEILCTB O IOMYYEHHOM IOTONHMTENHHOM O00pa3sOBaHHH,

IIPOXOYIEHHY TOBBIIEHAs KBaM(bUKauy (IIEPEmoArOTOBKH), MPUCYKICHAN YUCHOH CTENEHU
U IIPUCBOCHUH yUEHOTO 3BaHMS,

° KOIIMM JOKYMEHTOB O IIepeBO/IE Ha APYT'YIO IOJDKHOCTh B YBOJIBHCHUH;

° TTOTIOJTHUTEILHEIE COTJIANIEHUS K TPYZAOBOMY IOTOBOPY;

3.2. JIngnoe neno cotpynuukoB JIOY Benercs B TeUeHHE BCErO MEPHOA paboTEl COTPYAHUKA.
3.3. Bce NOKYMEHTH JMYHOTO Jefa I[OMEIAoTCs B TAlKy, Ha KOTOPOH MPOCTaBIICTCS
IIPYCBOEHHEIA eil MOPSAKOBEIA HOMeEp (ko). [Tox 3THM HOMEPOM JIMYHOS ACNO0 PErMCTPUpyCICs
B )KypHaJIe y4eTa JIMYHBIX Jel.

3.4. JIOKyMEHTEI, TPHOGIIEHHBE K JHYHOMY Jeny paboTHHKa, OpOIIIOPYIOTCH, CTPAHHIIEL
HyMEPYIOTCSI, K JIMYHOMY JIelly IIPHJIAracTcs BHYTPEHHSS OIMCh. BHYTpeHHSS OIHUCH
COCTABIISIETCS Ha OTIEIBHOM JIHCTE II0 YCTAaHOBICHHOH (opMe.

3.5. IIpu IOATOTOBKE JIMYHEIX AeN K Iepeiade Ha XpaHEHHE B apXUB B KOHIIE JC/Ia IOIIHBACTC
JTUCT-3aBEPUTEND, B KOTOPOM YKa3bIBAIOTCA NU(PaM¥ ¥ IIPOIHCHIO KOJHIECTBO JICTOB B JENC 1
KOJIMYECTBO JIMCTOB BHYTPEHHEN OIIMCH.

4. HOpﬂIIOK BbIJAYH JIHYHBIX J1€JI BO BpEMEHHO0€ MoJIb30BaHHE
4.1, JImunoe memno pa6OTHI/IKa MOJKET OBITH BRIJAHO BO BPEMEHHOC IIOJIL30BaHHE COTPYAHUKY Ha
OCHOBAHHHU €T0 3asIBJICHUS, COCTABJICHHOTO B HpOPIBBOJIBHOfI (bopMe.
4.2. HpI/I pa60Te C JIMYHBIM JEJIOM, BBIIAHHBIM BO BPEMEHHOC IIOJIB30BaHHUE, 3arpernacTcsd
IIPOU3BOIUTH Kakue-Iu00 HUCIIpaBJICHUs, BHOCUTH HOBEIC 3alucy, WU3BJICKAaTh OOKYMEHTEI,
pasriamarh COACPKaIIuecs B HEM KOH(l)H,I[eHHI/IaJIBHBIG CBCICHHA.

5. OTBETCTBEHHOCTH PA0OTHHKOB
5.1. Pab6orauku JIOY 00s3aHBl CBOEBPEMEHHO IPEACTaBIATH CBEACHU 00 M3MEHEHHH
IepCOHABHBIX JAHHBIX, BKIIFOYEHHEIX B COCTaB JIMIHOTO JIETa.
5.2. 3aBemyromnuii 00eCIIeYNBAET:
° COXPaHHOCTD JIMYHBIX JIe] paOOTHUKOB;
° KOH(HICHIMATLHOCTS CBE/IEHHH, CONEPXKAIIMXCS B IMTHBIX JIelaX PaOOTHHKOB A0V
HeceT AMCLHILIMHAPHYIO M HHYIO OTBETCTBEHHOCTb 32 Pa3riiallleHHe KOH(QHACHIIMaNbHbIX CBEICHUH,
coAepaKalluxcs B JIMUHBIX ACIAX, 4 32 MHbIe HApYLICHHUS MTOpAIKa BeOECHU JIMYHBIX OCII.

6. IIpasa pa6oTHHKOB M paboToxaTess
6.1. Jlnsa obecredeHys 3allUThl IEPCOHATBHEIX JAHHBIX, KOTOPHIE XPAHITCSA B JIMIHBIX NE/Iax
pabotaukoB IOV, pabOTHUKK UMEIOT IIPaBO:

° I0JIy4aTh MOJIHYI0 HHGOPMAIUIO O CBOHX NEPCOHANBHBIX JAHHBIX H 00paboTke 3THX
IaHHBIX;

o [OJIy4aTh JOCTYI K CBOMM IIEPCOHANBHBIM JaHHEIM;

® ImoJy4darb KOIIHH, XPaHAIMHCCA B JIMYHOM J€JIC H CoAcpKalue HepCOHaJIBHBIe JaHHBIC,

° Tpe6OBaTh WCKIIOUEHHS WIM HMCIPABIEHUS HEBEPHBIX MM HETONHBIX NEPCOHATBHBIX
TaHHBIX.
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£.2. PaGoTomaTrent uMeeT TIPARO:

° 06pabaTEIBaTh EpCOHANbHBIC TaHHBIE paboTHUKOB JIOY, B TOM YHCIIE Ha SICKTPOHHBIX
HOCHTENAX, TOCTe 3amoJHEHHS COTPYIHEKAME  3asBICHHS-COITacHs Ha  00paboTKy
[IEPCOHAJIbHbIX NAHHbIX;

° 3ampamuBarh y pabotaukos JIOY BCro HEOOXO0IMMYIO HH(bOPMAIIO, HEOOXOIUMYIO s
OCYIIECTBIICHUS TPYIOBOH NEATEIBHOCTH.

i Iopsinok y4era ¥ XpaHEHHs JIMIHBIX 1€JI
7.1. Jluuueie Oena paGOTHHKOB XpaHATCs y pykoBomuTens JIOY, Kak INOKyMEHTEI CTPOTOH
OTYETHOCTH. BEIKErofHO MPOBOIUTCS IPOBEPKA HANMYMS H COCTOAHMS JIMYHBIX Iel. DakT
poBepku QUKCHpyeTCs B HOIOIHEHHUHN K aHKETE.
7.2. Jluunsle neila paGOTHHKOB XPAHATCS B HAJEKHO 3alMpaeMoM IMKady, B KOTOPOM JHYHBIE
JIeNia pacroJiararoTcs B al(aBUTHOM MOPSJIKE.
7.3. JIuuHble Aena paOOTHUKOB YUPEXACHHUS XPAHATCA OTACIBHO OT JIMYHBIX NEJT YBOJICHHBIX
COTPYAHHUKOB.
7.4. JlocTynm K JMYHBIM AeflaM PabOTHHKOB MMEIOT TOJIBKO JIMIA, OTIPE/CTICHHBIC IPHKA30M
JOY.

7.5. Jlnunsle nena corpynuukos IOV xpaHaTca 75 J€T ¢ rofa yBOJIbHEHHSA paboTHHUKA.

8. 3aKJII0YHTE/IbLHBIE OJ0XKEHUA
8.1. Hacrosmee IOJOXEHHE BCTYMAeT B CHIIy C MOMCHTa €ro YTBEPXKICHHS U JIeHCTBYET
0ecCpOYHO 10 IPUHATHS HOBOTO MOJIOKEHHUS.

[IOKYMEHT MOAMWCAH 3NEKTPOHHOM MOAMWCHIO

roCYAAPCTBEHHOE BHO/DKETHOE [1OLLIKOJIbHOE OBPA3OBATE/IbHOE 04.06.26 16:34 (MSK) CepTudukat 5E9C59BA1D0A55EB11711A556B98C8F1
YYPEXXAEHUE AETCKUU CAl N2 38 MOCKOBCKOIO PAMOHA
CAHKT-NMETEPBYPIA, [paHuubiH AHHa ®efnopoBHa, 3aBeayoLmin




