Ilonoxxenne

0 BeJleHHH JIMYHbIX JeJ1 pa00THHKOB

MyBunHnaabHOr0 aBTOHOMHOIO YUPEeKIeHHS JOMOTHHTEILHOr0 oopa3oBanun «Bukynosckuii LlenTp
TBOPYECTBA)»

1. O0mue moJio:keHUs

1.1 HacTosmmii JIOKaTbHBIN aKT OIpeaesseT MOPSIOK BeISHNUS, YUeTa i XpaHEeH s JIMIHBIX e
paboTHHKOB MyHHIIUIIATBHOTO aBTOHOMHOT'O yupexnenus «Bukymosckuit [{enTp TBOpuecTBay (nanee —

[enTp).

1.2. ITopsimok pa3paboraH B cooTBeTCTBHYE ¢ TpynoBsM Komekcom PD, @enepansusiM 3akoHOM OT 27.07.2006
Ne 152-®3 «O nepcoHaTbHBIX JaHHBIX», MeToMuYeCKHMHE pekoMeHanmmsmu Pocapxusa, YkasoMm [Ipe3uaeHTa
ot 30.05.2005 Ne 609 «O6 yrBepxnerun [1ooxeHuUs 0 MEPCOHATBHBIX JAHHBIX TOCYIAPCTBEHHOTO
ciyxaiero Poccuiickoit @enepanun U BEICHUH €r0 JIMYHOTO JIENIa», KOJUIEKTHBHEIM JOTOBOPOM H YCTaBOM
00pa3oBaTebHOM OpraHU3aIry.

2. ®opMupoOBaHHeE JHYHBIX €] Pa6OTHHKOB

2.1. ®opMHupOBaHHE JIMIHOTO Jeia pabOTHUKA IIPOU3BOAUTCS paOOTHHKOM, Ha3HAYEHHBIM JAPEKTOPOM
Ientpa (manee — OTBETCTBEHHEIH 3a BelieHue Jen). Jluunoe nemno GopMEUpYeTCs He MO3HEE MSTH

paboumx qHEH CO AHS 3aKIIOYEHHS TPYAOBOTO JOTOBOPA M TOJBKO MOCIE IMOIyYEHHUs OT pabOTHHUKA COTTIACHS
Ha 00paboTKy €ro mepCoHaIbHBIX JAHHBIX

2.2. Ilpu nocrymnnenun Ha paboTy paGOTHHK MPEIOCTABIIAET

(1pu HaNMWYWR):

e IIaCIOPT MJIM HHOM NOKYMEHT, yIOCTOBEPSIONINM INYHOCTE,

e aBToOumorpadwuio;

e 3asgBIIEHHE O IIpHeMe Ha paborTy;

* JIOKyMEHT, KOTOPBI IIOATBEPKIAET PETUCTPALIHIO B CHCTEME HHAUBUIYATBHOTO HEPCOHU(PHUIIHPOBAHHOTO
ydeTa, B TOM 4HclIe B popMe 3JIEKTPOHHOTO JOKYMEHTA, JIH0OO CTPaXOBOE CBUIETEILCTBO
rOCy/IapCTBEHHOT'O IEHCHOHHOTO CTPaxOBaHMUsI, 3a HCKIIIOUEHHEM CIIydaeB, KOTIa TPYAOBOM JOrOBOD
3aKJIFOYaeTCs BIIEPBEIE;

e HACHTH)UKAWMOHHEIN HOMEDP HAOrOILIATE IBIHKA;

e JIOKYMEHT BOMHCKOIO y4deTa (111 BOEHHOOOS3aHHbIX JIHIY);

e JIOKyMeHT 00 00pa3oBaHuUw;

®  aTTECTAIlMOHHBIA JIUCT;

e CIPaBKY O HAIMYMHU (OTCYTCTBHH) CYAMMOCTH ¥ (WIK) (aKTa yroJIOBHOIO IIPECIIET0BAHMS;

e TPYIOBYIO KHMXKKY H (MIIH) CBEICHHS O TPYJIOBOM JAEATEIFHOCTH, KPOME CIIy4aes, KOraa pabOTHUK
IIPUHUMAETCS Ha paboTy BIIEPBbIE WM Ha YCJIOBUAX COBMECTUTELCTRA,

¢ MEIUIMHCKYIO KHHXKY;

e CBHUJETENLCTBO O Opake;

* CBHIETENHCTBO O POXKICHHUHM JICTEMH.

2.3. Lentp odopmiser:

e IpHKa3 O IpUeEMe Ha paboTy (0 mepeMeIeHHH Ha IPYyTHe JODKHOCTH);
e TPYZOBOH JAOTOBOP B ABYX IK3EMILLAPAX;
e JIOJDKHOCTHYIO HHCTPYKIIMIO.




2.4. Ilepuunoe oopMIIEHHE IMYHOTO Jea IPEeIyCMaTPUBAET

a) IPHUCBOCHHE JIMYHOMY eIy HOMepa COTJIACHO XypHAJTy ydeTa JTHIHBIX JEIT;

6) mpocTaBiieHHE Ha 00JI0XKKe JTMYHOTO JieJia CIeAYIOIMHX PEKBH3UTOB: HHIEKC Jieia (B COOTBETCTBUH C
HOMEHKJIATYpO# Jiest 00pa3oBaTelbHOM OpraHu3alliy); II0JIHOe HanMeHoBaHue [[eHTpa; HOMep JIHYHOTO JeNa;
(baMuHst ©MsI OTIECTBO paOOTHHKA B MMEHHTEILHOM MaJIeXke; JaThl — FOJl Ha9ajla U TOJl OKOHYAHHUS BEICHUS
Jieia; KOJIMYECTBO JINCTOB; CPOK XpaHEHHS;

B) IIOMEIIEHUE NTOKYMECHTOB, IIOJJICKAIUX XPAHCHUIO B COCTABE JIMYHBIX ACJI, B XPOHOJIOTHYECKOM ITOPIIKE.

e BHYTPEHHSS OINCH JOKYMEHTOB JIeJa.

e JIHCT C OTMETKaMH 00 03HAaKOMJICHHH pabOTHHKA C IIEPCOHAIBHBIMY JaHHBIMU U3 JIMYHOTO AETa.

e JIMYHBIM JIUCTOK IO YUYETY KaJPOB WK aHKETA.

e aBTOOMOrpadus;

e 3asBIICHHUE O IpueMe Ha paboTy;

e IIpHKa3 O pueme Ha paboTy;

e  JTOJDKHOCTHAsI MHCTPYKITHS;

e TpPYIOBOH AOTOBOD;

e JIOTOBOD O IOJHOH MaTepHaIbHON OTBETCTBEHHOCTH (€CIH pabOTHHUK — MAaTEpUAIIEHO OTBETCTBEHHOE
JIUIIO);

e XapaKTEPUCTHUKH U PEKOMEHIATeNIbHBIE IIICEMa;

2.5. JIucTel TOKYMEHTOB, IOMEIIEHHBIX B JITYHOE JAENO0, OUIEXKAT HyMEpPAI[HH.

2.6. JIOKyMEHTHI IOMEMIAIOTCS B TAIIKY-CKOPOCIIUBATENb. IIpH YBOIbHEHHH pabOTHUKA IEJIO MPOIIABAETCS
HUTKaMH U CIAETCS B apXUB.

o BH}’TpeHHSDI OIMUCh JOKYMEHTOB, HMEIOIMUXCA B JIMYHOM IEJIE, MOJDKHA COAEPKATh CBCACHHUS O
IIOPSIAKOBBIX HOMEPAX, HAUMCHOBAaHHUAX JOKYMCHTOB JI€jIa, KOJIMYECTBE JIUCTOB, JAaTaX BKIKOYCHUS
AOKYMCHTOB B JINTHOE NCJI0 U U3BATHUS U3 JI€]Ia, a TAKXKE KEM U3BAT JOKYMCHT H II0 Kakou IIpUYIHAHE.

2.8. BHyTpeHHSI OIIMCH COCTABIISLETCS HA OTAEIFHOM JIACTE 0 YCTAHOBIEHHOM GopMe. JIUCTHI BHYTPEHHER
OIMCH HYMEPYIOTCS OTAEIBHO.

2.9 HpH IIOATOTOBKE JIMYHBIX [EJI K I€PEaavYC Ha XpaHCHHUE K BHYTpeHHeﬁ OITMCH COCTaBJISICTCA UTOI'OBast

3aIIuCh, B KOTOpOﬁ YKa3bIBacTCsA III/I(l)paMI/I H IIPOITACHIO KOJIMYECTBO BKIIFOYCHHBIX B HEC JOKYMECHTOB U
KOJIMYECTBO JIUCTOB JiCJia.

3. Benenune JUYHBIX €1 paOOTHHKOB
3.1. JImunoe meno BeneTcs B TEUSHHUE BCETO Meproa paboTel paboTHuKa B LleHTpe.

a2 Benenne muaHOrO Acia pa60THI/IKa IIpeayCcMaTpuBacT NIOMEUICHUAEC B NC€JI0 JOKYMECHTOB, 06pa3y10nmxc;1 B
mporecce pa60qel>‘1 ACATCIIBHOCTH U UMCIOIUX 3HAYCHHUEC JIJISI TPYAOBBIX OTHOIIICHHUH:

e JIONOJIHEHHE K JITYHOMY JIMCTKY II0 Y4ETy KaJIpoB;

e JIONMOJIHATENBLHBIE COIIAIIECHHS K TPYAOBOMY IOTOBOPY;

* KOIIMH MPHKA30B II0 JIMYHOMY COCTaBYy, KOTOPHIE KacaloTCs pabOTHHUKA;

®  OT3BIBHI JIOJDKHOCTHBIX JIAI O paOOTHHUKE;

* KOIMH JOKYMEHTOB O ITOBBIIICHIH KBATH()UKAITHH;

¢ KOIMH CEPTH(UKATOB, TPAMOT;

e JIACT — 3aBEPHUTEIL JIeIa (COCTaBIAIOT IIPH C/Iade JIMYHOTO JeNa B apXUB);

e HHBIE JOKYMEHTEI.

3.3. B nuuHbIE [ena He IOMEIIaroTCs JOKYMEHTEI, HMEOIIIE BTOPOCTENEHHOE 3HaYeHre. Takue JOKyMEHTEI
XpaHaTcsd B oTAeNEHOM Aene Ne 4-09 «JlokyMeHTEI, He BOIIEAIIHAE B COCTAB JTHYHEIX .

3.4.Pab0OTHHK 3HAKOMHUTCS C JTUYHBIM JIEJIOM 8 TEUEHHUE Tpex pabouux JHeH ¢ NaThl HOTYICHHUS
OTBETCTBEHHEIM 32 BEICHUE JIEIT 3asIBICHUS C IPOCchOoii 06 o3HakoMiieHuH. O6 5TOM JenaeTcs OTMETKA B



1CTC O3HAKOMIJICHHUA paGOTHI/IKa C IHYHBIM JCJIIOM.

3.5. O3HaKOMIIEHHE C JEJIOM IIPOMCXOMUT HCKITFOYUTENHHO B KaOHMHETE OTBETCTBEHHOI'O 32 BEICHUE €N U B
€ro IPHUCYTCTBHH. 3alpemaeTcs BEIHOC Jea U3 KabuHeTa.

3.6. Beimaua xomuit JOKYMEHTOB U3 JIMYHOT'O Jea IPOU3BOAUTCS 110 JINYHOMY 3asIBJIICHHIO paGOTHHKa uc
paspemcHuss JTUPEKTOPA. Komun JOKYMEHTOB JOJDXHbBI OBITH 3aBCPEHBI ¥ TPEAOCTABIICHBL pa60THI/IKy B
TCYCHHUE TPEX JHEH CO IHS MOJa4d 3asBICHUS.

3.7. N3psATHE OTAETBHBIX JOKYMEHTOB U3 JIMYHOIO Jeja IIPOU3BOJIMUTCS C

paspeleHns JUPEKTOpa 06pa3oBaTeIbHOM opranu3anyy ¢ 0GOpMICHHEM COOTBETCTBYIOMEH 3amucu B rpade
«IIpuMedanne» BHYTpeHHeH omucH. [Ipy BpeMEHHOM M3BSTHH JOKYMEHTA Ha €70 MECTO (MEXIY JIACTaMU
COCEIHUX JOKYMEHTOB) BKIIQBIBAETCS CIIPaBKa-3aMECTHTEIb C YKa3aHUEM JaThl U IPUINH U3BSITHS C
IOJIMCHIO JIUIA, BEIIABIIETO JOKYMEHT, ¥ IOIUCHIO JIMIA, TOIYYHBIIETO €I0 BO BPEMEHHOE ITOJIb30BaHHUE.

3.8. B mensx o6ecrnedeHns KOHTPOJIS 32 COXPAHHOCTHIO U aKTyalbHOCTBIO IMYHEIX J€] B 06pa3oBaTebHON
OpraHU3alUH €XKETOAHO IPOU3BOJUTCS IIPOBEPKA UX HAIMYMS U COCTOSHHSL.

3.9. ExerofHyro mpoBepKY COCTOSHHUS JIMIHBIX eI Ha IPeIMeT COXPaHHOCTH BKIIOYCHHBIX B HETO
JOKYMEHTOB IIPOBOHT CIIEIHATIBHO co31anHas koMmuccus. O MpoBeIEHHBIX IPOBEPKAX AEIACTCS OTMETKA B
JICTE O pe3yJIbTaTax €XKEeTOJHON MPOBEPKU COCTOSIHHS U HATMYHS JTMIHOTO JIENa H COCTABIIACTCS aKT.
Pe3ynbTaTsl IPOBEPKH JIMYHEIX €] B 00S3aTENEHOM IOPSIIKE JOBOJITCS 10 TUPEKTOpa 06pa3oBaTeIbHON
OpraHHM3aldH.

4. XpaHeHue ¥ y4eT JHYHBIX el pa00THHKOB

4.1 XpaHeHHe ¥ y4eT IMYHEIX A€l paboTHUKOB LIeHTpa OpraHu3yroTCs ¢ IeIbio OBICTPOrO MOMCKA JIMIHBIX
Iiell, 00ecmedYeHns UX COXPAHHOCTH M KOHGHUACHIIMAEHOCTH CBEICHUM, COJEPKAIMUXCA B JOKYMEHTaX
JUYHBIX JIe]l, OT HECAHKIMOHUPOBAHHOI'O JOCTYIIA.

4.2. Jlnanbie fena pabOTHAKOB XPAHSATCS Y AUPEKTOPA B CIENHATEHOM METALTHIECKOM CeHde.

4.3. locTyn K TMYHBEIM AejiaM pabOTHAKOB HMEIOT TOIBKO OTBETCTBEHHEIN 33 BEICHHE JIEIT
u mupektop Llentpa, 1160 ero 3aMecTHTEIH IPX UCIIOHEHUH 00s3aHHOCTeR qupekTopa LlenTpa.

4.4, CucreMaTH3anus IHYHBIX A6 paOOTHMKOB IPOKW3BOAUTCS B aI()aBUTHOM HMOPSJIKE.
5. OdopmireHne JHIHBIX eI paOOTHHKOB Nepe/ cAadeH B apxuB

5.1. OdopMIIeHHE TMYHBIX eI IS IEPEIadl B apXUB IPOU3BOAUTCS OTBETCTBEHHEIM 32 BEJIEHHE [T JTa
IpoLeaypa BKIIOYaeT:

HNOMINMBKY (IIEPEILIET) Aea;

yTOYHEHHE HyMepalliy JIUCTOB JIeNa,;

COCTaBIICHHE JINCTa-3aBEPUTENS);

cocTaBlieHHe (YyTOYHEHNE) BHYTPEHHEH OIHCH;

BHECEHHE YTOUHEHHUM B PEKBH3UTHI IUIIEBOH OOI0KKH A€Na.

5.2. JIuct — 3aBepUTEINH JeNa NOJDKEH IOIIUCATE €r0 COCTABUTENh, IIPH 3TOM JIeTIaeTCs pacimuppoBKa
JOJDKHOCTH ¥ TIOMIKCH, MPOCTAaBJISIETCS 1aTa. B mporecce UCIIONb30BaHMs apXUBHBIX JOKYMEHTOB B JIUCTE-
3aBEpUTENIE ENAI0TCS COOTBETCTBYIOIUE OTMETKH.

Ecma pemo mommuto 6e3 JIACTa-3aBEPHUTEIS, TO €0 CICAYET HAKJICUTh Ha BHYTPECHHIOIO CTOPOHY 00JI0XKKH
Jcia.

5.3. C nenbto obecredeHus: COXPaHHOCTH JIMYHBIX J€]1 PEKOMEHIYETCS:

00BEIMHATS MHMBAyaIbHEIE IMYHEIE [€]1a YBOJICHHBIX Pa0OTHHKOB B OHY 00TI0XKKY (00beqMHEHHOS
JIENIO) C TAKAM pacdeToM, 4ToObI 06beM Aeia (ToMa) He IpeBbimral 250 THCTOB (ITyTeM CLIIHBKY
MaTepHaiOB MHIWBUAYATBHBIX JEN II0 FOaM yBOJIBHEHHS);

pacIoaraTk MaTepUailbl HHIMBAYAIbHBIX el B Ipeenax aena (TomMa) B an(aBUTHOM HOPSIKe
(modaMHUIIBHO), OTAEINSISE MaTEPHAIIBI, OTHOCSIIUECS K Pa3HBIM HHIUBHIYAIbHBIM J€]IaM, YUCTBIM JTHCTOM



-

OyMaru ¢ yKa3aHdeM Ha HeM (haMUIuy, HIMEHH H OTYECTBA COOTBETCTBYIOMIETO YBOIEHHOTO COTPY IHHKA,

e CcHa6XKATh KAXI0€ 00BEIMHEHHOE AeTI0 (TOM) BHYTPEHHEN ONMHCHIO C IepedrclIeHneM haMuui, AMCH 1

OTYECTB U yKa3aHWEM HOMEPOB CTPAHHUII, B IIpeieNaX KOTOPBIX PaCIOJI0KEHbI COOTBETCTBYIOLIHC
JIOKYMEHTEL.

5.4. Tlepenaya TMYHBIX J€] B apXUB OCYIIECTBIAETCS HE MO3/IHEE TPEX JIET IOCTIE 3aBEPLICHUS X B

JIENIOTIPOM3BOJICTBE B COOTBETCTBHHE C rpadmkoM. [IpenBapuTebHO OTBETCTBEHHBIM 3a BEACHHUE [ICIT

IIpOBepAETCS MOMHOTA ¥ IPABAIIBHOCTD IIOATOTOBKY JIMUHBIX JIEN K Iepesiade. BEIIBIeHHbIC TPH POBEPKES

HEJOCTAaTKH yCTPAHSIOTCSA OTBETCTBEHHBIM 3a BeieHMe Jel. [lepesiada U mpreM IMPOU3BOAATCS IO OIMCH C

IIPOCTAHOBKOM OTMETOK O HAJIMYUH JIHYHEIX JEI.

5.5. JIngHble fena paGOTHHKOB, 3aKOHYEHHBIE IeIONPON3BOACTBOM Jio 1 suBapst 2003 roxa, XpaHATCs 75 ner,
mocye 1 saBaps 2003 roxa — 50 et.

6. OTBeTCTBEHHOCTH padoTonares H padoTHHKA

6.1. PaGoTauku LleHTpa 06s3aHEI CBOEBPEMEHHO [PEICTABIIATE CBEICHHS 00 H3MEHEHHH CBOUX
IIEPCOHAIGHBIX JaHHBIX, BKIIOUYEHHBIX B COCTAB JINYHOT'O JeTa.

6.2. OTBETCTBEHHLIHN 3a BeJIeHHE [l paOOTHUKOB HECET NUCIHUILUIMHAPHYIO ¥ HHYIO OTBETCTBEHHOCTH 32
pasriamenue KOH(GHICHIMAIBHEIX CBEICHHH, CONEPKAIINXCs B IMYHBIX JIENaX, ¥ 38 HHBIC HAPYIICHHS
MOPsIIKAa BEAECHUS JTUYHBIX JIEL.

7. IlpaBa paGoToaaTe/is H pa0lOoTHHKA

7.1. PaGoTHUKH 00pa30BaTEIbHOM OpraHu3aiiyi KMEIOT IIPaBo:

e IIOJyYaTh HOJHYIO HH(PopManuio 06 06paboTKe CBOMX MEPCOHANBHBIX NaHHBIX;

e IIOJy4YaTh JOCTYI K CBOMM IEPCOHAILHBIM JaHHBIM;

e IIOJIy4aTh KOIWHM JOKYMEHTOB, XPAHAIIMXCS B IAIHOM JIEIE;

e TpeGOBATH MCKIIOYEHHMS MM HCIPABIECHHS HEBEPHBIX H HETIONHBIX (MCKaXEHHBIX) CBOUX NEPCOHATBHBIX

JAHHBIX.
7.2. PaboToaTens UMeEET IIpaBo:

o 00pabarsBaTh HEPCOHATBHEIE JaHHBIE pAOOTHUKOB, B TOM YHCIIC M HA JJICKTPOHHBIX HOCHTEILX;
e  3ampaIIMBaTh OT PaGOTHHUKOB HHMOPMAILHIO, HEOOXOMUMYIO [T BEJICHHUs TMYHBIX AeN ¥ 00paboTKH

NEPCOHAIBHBIX JaHHBIX.




