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IMOJIOKEHHE

0 IOPSIKE BEICHUS ¥ XPaHEHUS JIMIHBIX JeJT
pa6otarkoB MBJIOY «Mosauka» c.11. «Ceno Xypb6ay»

1. O6mue noI0KEeHU.

1.1. Hacrosiee MOJIOKEHHE O TOpSAAKE BeleHWs JUYHBIX Jel paborHukos MBJIOY
«Mozavka» OIpesenser Mopsaok GopMUPOBaHHUs, YIETa U XPaHEHUS, BBIIAYH JIMIHBIX
Jel BO BpEMEHHOE TONb30BaHHE, a TAKKe NpaBa M OTBETCTBEHHOCTh PaOOTHHUKOB
MBJIOVY u pykoBoauTelnsi 06pa3oBaTeIbHON OpraHu3alru.

1.2.Hacrosimee Ilonoxenue paspaborano B cooTBeTcTBUM ¢ DemepaabHbIM 3aKOHOM OT
22 oxrsiGps 2004 rona Nel25-@3 «O6 apxuBHOM nene B Poccuiickoit (eneparmm.
Ipukazom MunkynsTypsl P® or 25.08.2010 r. Ne558 «O6 yrBepxnennn «Ilepeuns
TUTIOBBIX YIPABIEHYECKUX apXUBHBIX JOKYMEHTOB, OOpasyIOIMXCs B Ipolecce
JIeSITENIbHOCTH TOCY/IAPCTBEHHBIX OpPraHoOB, OPraHOB MECTHOTO CaMOYINPAaBJCHHA H
OpraHu3alluii, C yKazaHheM CpoKoB xpaHeHus», DenepanbHpiM 3akonoM Nel52-@3 or
27.07.2006r. «O mnepcoHaNbHBIX IaHHBIX» B penaknuu oT 31 mexabps 2017 rona,
®enepansupiM  3akoHOM  Nel49-03  or  27.07.2006 r. «O6 uHpOpManmH,
MHPOPMALMOHHBIX TEXHONOTHSIX M O 3amuTe HMHQOpMamuuw» B penakuud oT 18
mapta2019 r., TpynossiM Konekcom Poccuiickoit @enepanyu, YCTaBOM JOLIKOIBHOIO
obpaszoBaTelibHOr0 yupexaeHus, Ilonoxenuem «O 3alquTe NEPCOHANBHBIX NAHHBIX
MBJIOY «Mos3aukay c.i. «Cena Xypba».

1.3.B  cocraBienuun  ydreHo  IlomoxkeHrme 00  OCOOGHHOCTAX  0OpabOTKU
MEPCOHAIBHBIX JTAaHHBIX, OCYLLECTBIISIEMOM 6e3 UCIIOJI30BaHUs CpEeICTB
aBTOMAaTH3aLUH, yrBepkaeHHoe I[locranoBnenuem IlpaButensctBa Poccuiickoi
®enepanun Ne 1119 or 01.11.2012 r. 1.4.Hacrosmee Ilonoxenue o mopsiike BeIeHUs
nmuunelx Jen paboraukoB MBJIOY «Mo3sauka» pa3paboTaHO € IIENBIO perjaMeHTaluu
pabotThl ¢ auuHBIMA Jenamu coTpyanukoB MBJIOY «Mo3zauka» (nanee -MBJIOVY)

1.5. Benenne ymunbiX nen pabornukoB MBJIOY Bosmaraercs Ha
VIIOJIHOMOYEHHOTO  3a BeIEeHHe [EeJONPOU3BOACTBA MO JIMYHOMY  COCTaBY;



HAa3HAYCHHOI'O0 IMPHUKA30M PYKOBOIHTCIIA 06p&30BaTCJ'II>HOFO YUPCIKACHUSA.

2. Ilopsinok popMupoBaHUSA JUYHBIX JeJ1 PAOOTHMKOB
2.1. Tlpu mpueme Ha pabOTy Ha Kaxaoro pabOTHHKA TOIIKOJIBHOIO
00pa3oBaTEILHOTO YUPEKACHUSI 3aBOIUTCS JIMYHOE JIEO.
2.2.B COOTBETCTBHMU ¢ HOPMATHBHO IPABOBBIMHU JOKYMEHTaMHU B JIUYHBIC JeIia
pabotHukoB MBJIOY BKiIabIBaIOTCS CIEAYIONINE JOKYMEHTHI:

[l 3asgBieHHE O IpUEME HA

pabory;
corjacue Ha 00pabOTKy MEPCOHABHBIX JaHHBIX;

COIJIalICHUEC O HEPA3rIalllCHUU IICPCOHAJIbHBIX TAHHBIX;
JIMYHBIN JINCTOK I10 YUCTY KaapOB,

kapTouka Gopmsl T-2;
JOJKHOCTHAS

N O B O A B B B

UHCTPYKIIHS;

] TpymoBOM AOTOBOD;

] xomuu IOKYMEHTOB 00 00pa30BaHUU;

[ Kxomuu JIOKYMEHTOB O MpO(ecCHOHATBHON NepenoaroroBke (s
negarornyeckux paboTHUKOB);

(] KOmHMM JOKYMEHTOB O MOBBINICHUU KBATM(UKAIUK (115 TIeIarOrn4eCKux

pPabOTHUKOB);

] KOmWU TOKYMEHTOB 00 aTTEeCTAI[UH MEJarOrMueCKuX PabOTHUKOB;

[l BBIIMCKM M3 NPUKA30B IO JUYHOMY COCTaBy (0 mpHeMme, MepeBoje,
OTYHCIJICHUH, BOCCTAHOBJICHUH ) PAOOTHUKOB MJIH MIPUKA3HI;

[]  BBINMCKHU U3 MPUKA30B 00 U3MEHEHUHM NEPCOHAIBHBIX JAHHBIX ((haMuiIny,
NACHOPTHBIX JIAHHBIX U JIP.) WM MPUKA3BI;

] BBINUCKHU (KOMHUHU) U3 TOKYMEHTOB O MPHUCBOEHUM MOYETHBIX 3BAHUMN, YICHON
CTETIEHU, HarPaXKJACHUN TOCYJapCTBEHHBIMU HarpaJaMu;

]

KOIIMHW HarpaaHbIX JIMCTOB,

(1 cnpaBka 0 HAIMYKU U (WJIH) OTCYTCTBHH CYIUMOCTH;
[l ngpyrue JOKYMEHTBI, HaxOXJECHHE KOTOPbIX B JIMYHOM Jiene Oyzder

MIPU3HAHO 11eJIeCO00Ppa3HBIM;
[l omuch TOKYMEHTOB.

2.3. B nmuHBIC J1ega HE IOMEINAIOTCSA CIPAaBKU O COCTOSHHHM 3JI0POBBS,
MIPUKa3bl O KOMaHAMPOBKAX, 3asBJICHUS 00 OTIyCKaX W JIPYTUe BTOPOCTCTICHHBIC
JTIOKYMEHTHI.
2.4. C uenpto oOecredyeHusl HaAJIeKalled COXPAaHHOCTU JUYHBIX Jed PabOTHUKOB
MBJIOY u ynobctBa obOpaiieHus ¢ HUMH TIpH (HOPMUPOBAHUHU KaXJA0€ JIMYHOE JEJI0
MOMEIIAETCS B OTACIBHYIO MAIKY.



2.5. Bce MOKyMEHTBHI JIMYHOTO Jeja MOJIIMBAIOTCA B 00JIOKKY oOpaslia,
ycranoBieHHoro B MBJIOY, Ha 005105kKe TOTKHBI ObITh (paMUIIHsl, UMsI, OTYECTBO
COTpY/IHHKA.

2.6. JluuHOMY nenmy NMpUCBAaWBAaETCS HOMEP, KOTOPHIH (DUKCHpPYETCS B JKypHAle ydera
JUYHBIX 1ed. Homep nmuyHOTO Aena COTPYIHHMKA JETCKOTO caja IMPOCTaBIsETCS B
BEPXHEM JICBOM YTy OOJIOKKH JIeJIa WIIA TTOCepeIuHE.

2.7.B nmuuHOM Jelne npukienBaercs Gororpadus paborHuka (0e3 roJoBHOr0 yoopa)
dbopmara 3x4.

2.8. JluuHoe peno paOOTHUKA BEACTCS B TEUCHHE BCEro IEpuojaa padOThI
Kaxxjaoro corpyanuka B MBJIOYV.

2.9.JInunble nena paGOTHUKOB XPaHATCS B JIOMIKOJIBHOM 00pa3oBaTeIbHOM
YUpEKIEHUN Ha BeCh mepuoj ero Haxoxaeuus B MBJIOY.

3.Ilopsinok BegeHUA JUYHBIX el padoTHukoB MBJ/IOY
3.1.JImanoe geno paborHuka B MBJIOVY Bemercss B TeUeHHE BCETO MEpPHOJA €TO
npeObIBaHUSl B JIOIMIKOJILHOM 00Pa30BaTEIbHOM YUPEXKICHUU.
3.2.Benenne muuHOTO J1e7a pabOTHHUKA
npelycMaTpUBaeT:
1 odopmiieHre U XpaHEHHUE JTUYHBIX JIET;
[] CBOEBpEMEHHOE BHECEHHE N3MCHCHHUH,
JIOTIOJTHCHMH;
[] exeromHas TIPOBEpPKa COCTOSIHWSI JIMYHBIX JIEI
pabotHukoB MBJIOY Ha nmpeamer
COXPaHHOCTH BKIIFOUEHHBIX B HETO JIOKYMEHTOB.
3.3. B guunom nenme pabornuka MBJIOY Benercs BHYTpEeHHSS OINKCH, KyJa
3aHOCSTCS HAMMEHOBAHUS BCEX TMOIIMTHIX JOKYMEHTOB, JaTa WX BKIIOUCHHUS B
7eJI0, KOJMYECTBO JINCTOB, a TaKKe Jara W3BbATUS JOKYMEHTa U3 Jela ¢
yKa3aHWEeM JIMIla, W3BSIBUBIIETO JOKYMEHT, W TPHUYMHY WU3BATHA. B ciydae
BPEMEHHOTO M3BATHS JOKYMEHTa BMECTO HEr0 BKJIAQABIBACTCS JIUCT-3aMEHUTEIb.
W3baTe  MOKYMEHTOB W3 JUYHOTO JieJla TMPOW3BOJUTCS HUCKIIOYUTEIBHO C
paspeuienus 3aBeaytoniero MB/IOYVY.
3.4. Bce MOKyMeHTHI, MOCTYMAMOIINE B JMYHOE €0, PACIOaraioTcs B
XPOHOJIOTUYECKOM TIOPSIJIKE.
3.5. He pmomyckaeTcss BKIIOYaTh B JIMYHOE JIETIO JIOKYMEHTBHI BTOPOCTEIIEHHOTO
3Ha4YCHMs, UMeromue BpeMeHHble (M0 10 er) cpoku XpaHCHHs, Hampumep,
CIPaBKM C MECTa )KUTEIbCTBA, O COCTOSIHUU 37I0POBBS, O CEMEMHOM MOJIOKEHUU.
3.6. JINCTBI TOKYMEHTOB, MOAIIUTHIX B Tn4uHOE Aeno pabornuka MBJIOY, nymepyrores.
3.6. JIMYHBIA JIUCTOK MO Y4YeTy KaJapoB SBISETCS OCHOBHBIM JOKYMEHTOM JIMYHOTO
Jena, TPEeJCTaBISIONUMM cOo00il mMepeueHb BOMPOCOB O Ouorpaduueckux JIaHHBIX



COTpYIHMKA, €ro oOpa3oBaHMHU, BBINOJHIEMOW paboTe ¢ Hayajga TpPYAOBOU
JESITEIbHOCTH, CEMEHHOM MOJIO0KEHUHU, MECTE MPOMMUCKHU WM MPOKUBAHUS U T.11.
JIMYHBI JUCTOK MO YYeTy KaapoB 3amlojHSAeTCs paOOTHHUKOM CaMOCTOATEIbHO
npu opopmieHuu npueMa Ha padoty B MBJIOY u conepxkut dhoTtorpaduio corpyaHuka
4X6 cMm..

3.7. Ilpu 3amoJHEHUU JTUYHOTO JIUCTKA MO yYETy KaapoB paOOTHHK JOJKCH 3aIOJIHATH
BCce €€ rpadpl, HAa BCE BOMPOCHl JaBaTh TMOJHBIE OTBETHl, HE JIOMYCKATh
UCIIPaBIEHUM WM 3a4epKUBAHMM, TMPOYEPKOB WIM TOMApPOK, B  CTPOTOM
COOTBETCTBUU C 3alUCSAMH, KOTOPBIE COJAEpPKATCA B €ro JUYHBIX JIOKYMEHTax.
OTtpunatenbHble OTBETHI Ha BOMPOCHI B Trpadax JUYHOTO JIMCTKA MO y4eTy KaJpoB
3alMCHIBAIOTCS 0€3 MOBTOpPEHHS Bompoca (HE MMEI, HE BIQJICIO M T.J.).

[Tpu 3anonnenuun rpada «OOpa3zoBaHuE» CIEIYET MPUMEHSIThH CICAYIONINE
GbOpMyIHPOBKH B 3aBUCUMOCTHU OT TOTO, KaKOW JOKYMEHT UMEETCs Y pabOTHUKA!

3.8. B rpade «CemeiiHoe MONIOKEHUE» MEPEUUCIAIOTCS BCE WICHBI CEMbH PabOOTHUKA
MBJIOY ¢ ykazaHueM cTeneHu pojAcCTBa (OTEl, MaTh, MYX, JK€Ha, CbIH, 109b, POJHbBIC
OpaT ® cecTpa), Jajee INCPEUYHMCIAIOTCS OJM3KUE POJCTBCHHHKH, IPOKHUBAIOIINE
COBMECTHO C Pa0OTHHKOM. YKa3bIBalOTCS (pamMuiusi, ©Ms, OTYECTBO U JlaTa POXKIACHUS
KaXKJIOTO 4YJIeHa CEMbH.

3.9.B rpade «Brmomasemas pabora ¢ Hadaja TPYIAOBOW  JACSITCILHOCTH»
OTpa)xaroTcs CBeJieHus O paboTe B CTPOTOM COOTBETCTBHHM C 3aMUCSMU B TPYIOBOM
KHIDKKE, BKJIIOYasl y4yeOy B BBICIIMX U CPEIHUX CHEIUANBHBIX y4EOHBIX 3aBEICHUSX,
BOCHHYIO CIy)kOy, paboTy MO COBMECTUTENbCTBY. [lpu 3amoidHEHWMH J@HHOTO
MyHKTa YYPEKJEHUE, OpraHu3aluio, IPEeANnpUuiaTie HE0OXOAUMO HMMEHOBAaTh TakK, Kak
OHM Ha3bIBAJIUCh B CBOE BpeMs, BOCHHYIO CIYXOy 3aluChiBaTh C YyKa3aHUEM
JIOJDKHOCTH. B TpymoByl JeATeNbHOCTH HE BKJIIOYAETCS Bpemsi yueObl B
o0mieo0pa3oBaTeIbHBIX  IMIKOJAaX, MPO(MECCHOHATBHO-TEXHUYECKUX U JIPYTHX
NPUPABHEHHBIX K HHUM Yy4eOHBIX 3aBeACHHSIX. Bce 3ammcu TpPOU3BOJSATCS B
XpOHOJIOTUYECKOM mopsiake. B pazmene «Brimonmnsemas paboTa» HyKHO 3allOJHSTH
uH(pOpMaIMIO, HaYMHAs C MOCJEIHEr0 MecTa paboThl, B 0OPaTHOM XPOHOJIOTHYECKOM
MOPSIJIKE.

3.10. JIm4HBIN JUCTOK TO Y4YeTy KaJpOB MOMAIMHMCHIBACTCS JIMIIOM, MPUHAMAEeMbIM Ha
pabory, u nenonpousBoautenemM MBJIOY mnocne cBepku CBeneHHM, 3aHECEHHBIX B
JUYHBIA JIUCTOK IO YY€Ty KaJIpoB, C COOTBETCTBYIOIIMMH JOKYMEHTAMU U 3aBEPSICTCS
MOJAMUCHIO.

3.11. ABrobuorpadus — JOKYMEHT, COJEp)KAlllMii ONUCaHUE B
XPOHOJIOTUYECKON MOCJEeI0BATEIbHOCTH OCHOBHBIX 93TaloOB JKU3HU U JIEATEIbHOCTH
npuaumaemoro B MBJIOY pabGotHuka.  ABTtoOumorpadust  cocTaBisieTcs B
NPOU3BOJILHOM (opme, 0e3 MOMapoK U MCHPABICHHII.

3.12.0cHOBHBIE MOMEHTHI, KOTOPBIE JOJIKHBI OBITH OCBEIICHBI B



aBToOMOTpaduu:
[ damuius, UMs, OTUECTBO;

] 4gucio, Mecll, ro poXKICHHUS,
[1 momyuenue oOpasoBanus (rae, Korja, B KakMX Y4YCOHBIX 3aBEACHHAX, II0

KaKOH CIeIUAIbHOCTH);
] Bpems Hauana TPyIOBOH NEATEIbHOCTH;
[l mpUYMHBI IEpeXoja Ha IPYroe MecTO
paboThI;

] OTHOIlIEHHE K BOMHCKOW 00513aHHOCTH;

] Hamu4ue MpaBUTENbCTBEHHBIX HATPaJl, MOOUIPECHHUIA;

] cBemeHHs O CEMEMHOM MOJOKEHUN U OMU3KHUX POJICTBEHHUKAX;

1 mata coctaBneHUs aBTOOHOrpaduu 1 IUIHAS TTOAHICH COCTABISIEMOTO.
3.13. ABrtoOuorpadusi, cocraBineHHas npu npueme B MBJAOY, He mnomiexur
KOppekTupoBke. I[Ipu HEOOXOAMMOCTH BHECEHUS W3MEHEHHUH, JOMOJIHEHUN, OHHU
buKcupyloTcs Ha OTACTBPHOM JIHCTE, TOAMHUCHIBAIOTCS pPAOOTHUKOM C YKa3aHHEM
JaThl M NOpUOOIIAIOTCA K MEepBUYHOM aBroOworpaguu. B ciydyae Oonbmmx
W3MEHEHMI Ouorpapuyeckux JTaHHBIX pPAa0OTHHKA OT HETO MOXKET ObITh 3aTpeOoBaHa
oOHOBJIEHHAs1 aBTOOMOTpadus.
3.14. ABToGuorpadus He 3aBepseTcs noanucsaMu 3apeayromero MBJIOY nin neyarsio.
3.15.Konnu moxymeHTOoB 00 oOpa3oBaHMM (TIEPENOATOTOBKE, MOBBIIICHUN
KBaTM()HUKALIMU) 3aBEPSIFOTCS JIMYHON TTOANHUCKHIO TIOCIIE CBEPKH UX C TIOJTUHHUKAMU
JOKYMEHTOB.
3.16. V3meHenust B JMUYHBIN JTUCTOK MO Y4YETy KaapOB BHOCSTCS B JIOMOJHEHUE K
JUYHOMY JIMCTKY TIO YYETY KaJpOB.
3.17. Jluynas xkaproyka pabotuHuka (popma T-2) sBugeTcs YHUPHUIMPOBAHHON
dbopMoH, 3amoiHseTCs JEJIONPOU3BOAMTENEM, Ha JIML, NPUHATHIX Ha pPaboTy, Ha
OCHOBaHUM TMpHKa3a (pacropsbkeHus) o npueme Ha pabory (popma T-1 wmmm T-la)
HAa OCHOBAHWU. TMpHKaza O MpHEeMe Ha paloTy, MacmopTa WM HMHOTO JOKYMEHTa,
YIIOCTOBEPSIIOIIET0 JIMYHOCTh; TPYAOBON KHMKKH MM JOKYMEHTA, IMOJTBEPKIAOLIETO
TPYAOBOM CTaX; CTPAaxOBOI'O CBHJIETEIHCTBA TOCYAAPCTBEHHOIO  MEHCHOHHOTO
CTpaxOBaHMS, JOKYMEHTOB BOMHCKOTO Yyuye€Ta — JJis1 BOGHHOOOS3aHHBIX U JIHII,
MOJUICKAIMX MPHU3BIBY; JOKyMeHTa 00 o0pa3oBaHWM; O KBUIM(PUKAIMHU; WIU
HaJU4YUKM  CHCIUAIbHBIX 3HAHUW TIPU TIOCTYIUIEHMH Ha padboTy, TpeOyrollyro
CIIEIMAJIBHBIX 3HAHUM WJIM CHEHUAJbHOW TMOATOTOBKHM, a TaKXKe CBEICHUM,
COOOLIEHHBIX O ce0e paboTHUKOM. B oOTHenbHBIX ciay4asx Cc y4eToM crenupuku
paboThl B COOTBETCTBUM C  JICHCTBYIOIIMM  3aKOHOJATENbCTBOM  Poccuiickoil
denepanuu MOKET npeaycMaTpUBaThCA HEOOXOIMMOCTh IPeIbIBICHUS
JOTIOJTHUTEIHBIX TOKYMEHTOB.
3.18. Ilpu 3amonHeHun 1.5 «3HaHME HWHOCTPAHHOIO SI3bIKAa» YKa3bIBAETCS CTEINCHb



3HAHUS SI3bIKA; «BJAJCI0 CBOOOIHO», «YHUTAD W MOTYy OOBACHUTHCS», YHTAI U
TIEPEBOXKY CO CIOBApEM», KHE BIIAJICIO».

3.19. Crax pabOTBhl pacCYMTHIBACTCS HAa OCHOBAaHWH 3alUCEH B TPYIOBOW KHIDKKE U
(M7M) UHBIX MOATBEPKAAIOIIUX JOKYMEHTOB COOTBETCTBYIOIIMM CTaX PabOThI

3.20. B pazgene «IIpuem Ha paboTy, mepeBOAbl Ha JPYryl0 paboTy» C Kaxaon
3allUChI0, BHOCHMOW HAa OCHOBAaHMHM TpUKa3a (pacloOpsDKEHHs) aIMHHHUCTPAIIHS
o0s3aHa 03HAKOMUTH PAOOTHHKA IO/ PACIHCKY B Ipade 6 Gopm.

3.21. B paznene «OTmyck» BeJeTcs Y4eT BCEX BHIOB OTITYCKOB, MPEOCTABISIEMBIX B
TIepro]T pabOTHI B OpTraHU3AIUH.

3.22. Paznen «JlomosHUTENbHBIE CBEACHUS» 3aIllOJIHAETCS AJIS MOJIHOTHI y4era
CBEJCHUN O COTPYJHHUKAX, O0ydarolMXCs B yUeOHBIX 3aBEICHUAX, yUeTa padOTarOIMIHX
WHBAJIUJIOB H .

3.23. JluyHoe nmenmo BemeTCsl Ha MPOTSHKEHUHM BCEH TPYNOBOM JEATENbHOCTU
pabotauka MBJIOYVY.

3.24. Jlenonpou3BOUTENb MPUHUMAET OT MPUHUMAEMOI0 Ha paboTy pabOTHHKA
JTOKYMEHTHI, IPOBEPSIET MX TMOJNHOTY 3aMOJHEHUS U MPaBUIHHOCTh
yKa3bIBa€MbIX CBEJIEHUH B COOTBETCTBHUHM C MPEIBIBIIEMbIMU UM JOKYMEHTAMH.
3.25. JIokyMeHTHI B JMYHOM Jelie MOAJEKAT OMUCH, KOTOpas XpaHUTCS B COCTaBe
JUYHOTO Jiea.

4. Buecenue U3MEHEHHUH B JIUYHBIE JeJ1a
4.1. I3MeHeHUs B JIMYHOE JIEJI0 BHOCITCS B COOTBETCTBHUH C JACIONPOU3BOICTBOM
MBJIOY.

4.2. U3meHenus, BHOCHUMBIE B JIMYHOE J€J0, JOJDKHBI  OBITH

NOJATBEPKIEHBI COOTBETCTBYIOIUMH TOKYMEHTAMHM.
4.3. V3menuBmiasics (wiu HeBepHas) MHGOpPMAIMS 3a4E€PKHBACTCS TOPHU30HTAIBHO
OJTHOM uepToM, a CBEpPXY YKa3bIBaeTCs HOBasl.

4.3. Bce n3MeHEHHUs1 BHOCATCS CO CCHUIKOM Ha JJOKYMEHTHI (CBUAETEIBCTBO O Opake,
pa3Bojie, IEpeMEHEe MecTa >KUTENbCTBA, CMEHE (amMminu, 00 YCTaHOBICHHH
OTLIOBCTBA U APYTUX JOKYMEHTOB).

5. llopsinok y4eTa M XpaHEHUs JIMYHBIX e pAa0OTHMKOB

5.1. Xpanenue u yuer JuyHbBIX Jnen paborHukoB MBIOVY nerckumii cag NelO
OpraHusyercss ¢ 1Ielbl0  o0ecrneueHust  HUX ~ COXPaHHOCTH,  oOecreuyeHUs
KOH(UACHIMANBHOCTH  CBEJCHH, COJAEP)KAIIMXCS B JOKYMEHTaxX JHMYHBIX J€d, OT
HECAHKLIMOHUPOBAHHOTO JOCTYyIA.

5.2. JluyHble nena, B KOTOPBIX XpaHATCS NEPCOHAJIbHBIE JaHHbIE PAaOOTHUKOB
MBJOY, gaBasitoTcss JOKyMEHTaMHM « /{11 BHYTPEHHETO MOJb30BAHUS».

5.3. JInunsle Aena paOOTHUKOB PacHojaraioTcs B MOPSAIKE UX HOMEpaM Jubo B



an(aBUTHOM MOPSTIKE.

5.4.Ilocne yBonbHeHust pabotHuka MBJIOY B nuyHOe  nmeno  BHOCSTCS
COOTBETCTBYIOILIME JJOKYMEHTHI (3as1BJICHUE O PACTOPKEHUH TPYJOBOTO AOrOBOpa, KOMUS
NpUKa3a O PacTOPKEHUU TPYJOBOTO JOTOBOPA), COCTABISCTCS OKOHYATENIBHAS OIIHCH,
camo JINYHOE J1e710 OPOPMIISIETCS U NTepeAaeTcs sl XpaHEHHUSL.

5.5.JIuunble 7ena yBOJNEHHBIX pAaOOTHUKOB XxpaHsitcs B apxuBe MBJOY B
aipaBUTHOM TIOPSIJIKE

5.3. Jluuynbie nena paOOTHUKOB XPaHATCS B HEAOCTYIHOM JUIsi TOCTOPOHHUX JIUIL
mecte. JlocTym K JMYHBIM JelaM paO0OTHUKOB JOIIKOJBHOTO 00pa3oBaTEIbHOIO
YUPEXKJICHNS UMEIOT JIMLA, YTBEPKICHHBIE IPUKA30M PYKOBOAUTEIIS.

6. Ilopsinok BbIIAYM JHYHBIX /e BO BpeMeHHOe IMO0Jb30BaHUE H 110
OKOHYAaHUM 00pa30BaTeIbHbIX OTHOIIECHUI

6.1. Bolgaua nuyHbBIX Jed (OTAEIbHBIX JOKYMEHTOB B COCTaBe€ JIMYHOTO Jena
pabOTHHKA) BO BPEMECHHOE TOJIb30BAaHUE IPOU3BOIUTCS C Pa3peIICHHs PYKOBOIUTEIS
MBJIOY nHa ocHoBaHuu 3asiBieHus pabotHuka MBJIOVY.

6.2. PabGora (o3HaKOMJIeHHE) C JIMYHBIMH JejdaMud  coTpyaHukoB MBJIOY
NPOU3BOAMTCA B KaOHWHETe JenonpousBoauTens wuinu pykosoaurens MBJIOY. B
KOHIIE pabouero AHS OTBETCTBEHHOE JHIIO 00s3aHO YOeauThCS B TOM, YTO BCE
JWYHBIC Jie7ia, BBIJIAaHHBIE BO BPEMEHHOE IOJIb30BAHKE, BO3BpPAILICHBI HA MECTO M B
MOJIHOM O0BEME.

6.3. Komuccus, HaznauenHas mpukazoM pykoogutenss MB/IOVY, ne menee ogHoro pasza
B TOA B TMPHUCYTCTBUM YHOJHOMOUYEHHOTO JIMIIA 3HAKOMHUTCS C WHOpMAIUE,
Haxojdleiicss B jene pabOTHHKA, A NOJJAEpKaHMUA JUYHOTO Jejia B aKTyaJbHOM
cocTtostHUM. OJIMH U3 YWIEHOB KOMUCCUU CBOEH TMOJNUCHIO  YAOCTOBEpSET JaHHBIN
dbakT Ha JHCTE O3HAKOMJICHUS.

6.4.YneHpl KOMHCCUU IO OKOHYAHUIO IPOBEPKHU COCTABIIAIOT aKT, OTPaXKaroIIni
pe3ynbTaThl MPOBEPKH.

6.5. Jluunble Aena Mo 3ampocy BBIAAIOTCS MPABOOXPAHUTEIBHBIM JHOO
KOHTPOJIMPYIOIUM OpraHaM.

7. OTBETCTBEHHOCTD

7.1. Paborauku MBJIOY  o00s3aHBl JMYHO CBOEBPEMEHHO  MPEICTABISATH
OTBETCTBEHHOMY JIMIy 3a BEACHHE JIMYHBIX JeJI CBEIEHUS 00 W3MEHEHUU B
CBOMX ITEPCOHATILHBIX JaHHBIX.

7.2.PaboTtonarens oOecneurMBaeT COXPAHHOCTh JUYHBIX Jienl paboTHUKOB MBJIOY u
KOH(OUICHIIMAIBHOCTh CBEJCHUM, COJEpKAIIMXCAd B JIMYHBIX JieJlaX COTPYJIHUKOB
JIOIIIKOJIBHOT'O 00Pa30BaTEIbHOIO YUPEIKICHHUS.



8. IIpaBa
8.1. JIns obecniedyeHnst 3aIUTHl TIEPCOHANBHBIX TaHHBIX, KOTOPBHIC XPAHATCS B JTUIHBIX
nemnax paboraukoB MBJIOY nerckuii can, paOOTHUK UMEET MPaBo:
] mostygaTh HH(OPMAIIUIO O CBOMX MEPCOHATBHBIX TaHHBIX U 00pabOTKe ATUX
JIAaHHBIX
[J  moaydaTs JOCTYH K CBOMM MEPCOHAIBHBIM JJAHHBIM;
[J  moaydarh KOMUH, XpaHSILIAECS B JIMYHOM JI€JI€ U COJIEPKAINE TEPCOHATIbHbBIC
JTaHHBIC;
[J TpeGoBaTh MCKIIOYCHHUS WM WCIPABICHUS HEBEPHBIX MM HEIMOJHBIX
MEPCOHATBHBIX
JIAaHHBIX
8.2. PaboTtonmarenp mMeeT mpaso:
] oOpabaThiBaTh EepCOHANIBHBIC JaHHbIE pabdoTHHKOB MB/IOY, B ToM yucie u Ha
AJIEKTPOHHBIX HOCUTEIIAX;
] 3ampocuTh OT paOOTHUKOB BCIO HEOOXOAUMYIO HH(POpMAIIHIO.

9. 3akuII0uMTe/IbHBIEC MOJIOKEHUS

9.1. Hactosmee Ilonoxkenne o TOpsAAKE BeIACHUSA JIUYHBIX pabOTHUKOB
ABJISIETCS HOpMAaTUBHBIM akToM MBJIOY.

9.2. Bce wu3MeHeHUs W [ONOJIHEHUS, BHOCUMBbIE B Hacrosimee llonoxenue,
opopMmisitOTCS B NHCbMEHHOM  (opmMe B COOTBETCTBUM  JIEHCTBYIOIIUM

3aKOHOJAaTeNILCTBOM Poccuiickon denepanumn.
9.3. Tlonmoxenme  Bcrymaer B cuay ¢ 30.08.2023 roma w mnpuHUMaeTcs Ha

HEOIPEJENCHHbIA CPOK M JACHUCTBYET A0 3aMEHbl HOBBIM. M3MEHEHUS H
normoiaHeHusT K [1o0XeHn0 MPUHUMAIOTCS B MOPSIIKE, PETyCMOTPEHHOM 11.9.2.
HacTosmero IlonoxeHus.

9.4. Tlocne npunsatus ganHoro IlonoxeHus (MM W3MEHEHHH W JOTIOJHCHHM
OT/ETbHBIX MMYHKTOB M Pa3/eJIOB) B HOBOM peAaKIMU MPEAbIAYIIas peIaKius
ABTOMATUYECKU YTPAUYMBAET CUITY.



