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I. OBIIUE IOJIOKEHHUS

1.1. Hacrosmee [lonoxenue onpeaenser NOpsSAOK BEAEHUS JTUYHBIX €I MeIaroroB u
coTpyaHukoB OOIIeCTBa ¢ OTpaHUYCHHOM O0TBeTCTBEeHHOCThIO «Ilmanera-/IT» (nanee - LlenTp).

1.2. TlonoxxeHue pa3pabOTaHO B COOTBETCTBHUHU C:

[] VYkazom IIpesunenta Poccuiickoit eaepanmu ot 30.05.2005 1. Ne 609«O06
yTBepkaeHuH [107105keHHS O TIePCOHANIBHBIX TAHHBIX TOCYIAPCTBEHHOTO CITY)KaIEro
Poccuiickoit denepaiuy 1 BEICHUHU €ro JIMYHOTO JIeJ1ay;

[] ®enepanbHbIM 3aKOHOM OT 27.07.2006 Nel52-®3 "O nepcoHaNbHBIX TaHHBIX"

[ | TpynoBbiM KogekcoM PD;

| VYcrasom Llenrpa.

1.3 Ha nui, npuHATHIX Ha pabouyre JOKHOCTH, OTHOCSIIIHECS K 00CITY)KHBAIOIIEMY

NepcoHally, JTUYHbIE Jiena He BeayTces (oopmiisercs TOIbKO JIMYHAas KapTouka padoTHuKaA . Ne
T-2).

l. OTBETCTBEHHBIM 3a BCACHHUEC KaApOBOro ACIOIIPOU3BOACTBA, BEACHUC U XPAHCHUEC

JIMYHBIX J1eJ1 paOOTHUKOB sBIsieTcs AupekTop LlenTpa.
1. MMOPAJOK ®OPMUPOBAHUS JINYHBIX AEJ COTPYJHUKOB

2.1. Jluunoe nmeno paborHmka LleHTpa odopmisercss mocie W3JaHUsS PACHOPSHKEHUS
(mpukasa) o ero Ha3HaYeHUH Ha JOJHKHOCTD.

2.2. llpm TtpynoycrpoiictBe B LleHTp pabOTHHKH TPEIOCTABISAIOT —CIEAYIOIIHNE
JOKYMEHTHI:

Ilegaror npenocTaBiser:

[ 3asBIeHUE O IpUeMe Ha paboTy;

] CrpaBky o Hamuuuud (OTCYTCTBHHM) CYAUMOCTH M (WiaM) (pakTa YroJoBHOTO
npecieoBaHusl JM00 O MPEKpaLIeHUH YTOJIOBHOI'O IpECceOBaHUs MO PeadMINTUPYIOIUM
OCHOBAHHUSM, BBIJAHHYIO B IOpsAAKE M MO (opMe, KOTOpbIE yCTaHABIMBAIOTCS (enepaabHbIM
OpraHOM HCIOJIHUTENIbHON BIIACTH;

m  Konwuro nacnopTa uim MHOTO TOKyMEHTa, yJJOCTOBEPSIOIIErO JINYHOCTD;

m  Konwuro cTpaxoBoro cBUJIETEILCTBA 005A3aTEIILHOTO IEHCUOHHOTO CTPaXOBAHUS;

m  Konwuio cBuaerenbcTBa O MOCTaHOBKE (PM3MUECKOTO JIMIA Ha Y4YEeT B HAJOrOBOM
OpraHe 10 MeCTY KUTENbCTBA Ha Tepputopun Poccniickoit denepanuu;

| Komnus canutapHON KHUKKH;

] OpuruHan 1 KOnuM T0KyMEHTOB 00 00pa3oBaHUH;

] OpurvHall ¥ KOMUU JIOKYMEHTOB O KBaJIU(UKAIIMU WU HAJTUYUHM CIEIUATbHBIX
3HAHH;

] TpynoByr0 KHMKKY €CJTH HE TI0 COBMECTUTEILCTBY;

[ OpurrHal 1 KOIUU JOKYMEHTOB BOMHCKOTO y4eTa (IJisi BOCHHOOOS3aHHBIX
L),

u yI[OCTOBCpeHI/ISI 0 IIPOXOXKACHUU KYPCOB, 3KCIICPTHBIC 3aKIIFOYCHHA.

CoTpyaHUK IPEAOCTaBIISET:

m  3asBIeHUE 0 mpueMe Ha paboTy;

] CrpaBky o0 Hanuuuud (OTCYTCTBHH) CYAUMOCTH M (uiaM) (akTa YroJoBHOTO
mpecieoBaHuss MO0 O TPEKpaIleHHH YroJlOBHOTO MPECcleOBaHUs MO PeadHIUTUPYIOUUM
OCHOBaHHSM, BBUIAHHYIO B TOpPSJAKE W O (GopMe, KOTOPBIC YCTAaHABIHMBAOTCS (efepaTbHbIM
OpPTaHOM UCTIOJTHUTEIILHOM BJIACTH;

] Komuio macrmopra wiM HHOTO JOKYMEHTA, yJIOCTOBEPSIONIETro JTHYHOCTH; Koo
JIIOKyMeHTa 00 00pa3oBaHUU;
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Komnuio cTpaxoBoro cBUETENHCTBA IEHCUOHHOTO CTPaXOBAHUS;
Konuto naeHTndukaionHoro HoMepa HajaoronjaaTeabIInKa;
TpylnoBYyIO KHUXKKY;

Komuu 10KyMEHTOB BOMHCKOTO y4eTa (i1 BOCHHOOOSI3aHHBIX JIUIY)

[Tpu npueme paboTHHKa paboTonaTeNh OHOPMIIIET:

TPYIOBOH JIOTOBOP B IBYX IK3EMILISAPAX;

MpUKa3 O HA3HAYCHUHU Ha JOJDKHOCTB;

JTUYHYI0 KapTouky NeT-2;

JOJDKHOCTHYIO HHCTPYKIIHIO;

MHCTPYKIIMIO IO OXpaHe TPyJa U TeXHUKE O€30I1aCHOCTH Ha paboyeM MecTe;
BHOCHUT 3aIHCh B TPYJAOBYIO KHH)KKY paOOTHHKA.

2.3. Pabotonarenb 3HAKOMUT:

] ¢ YcraBom, IpyruMu JIOKaIbHBIMU akTamu LleHTpa;

] C JOJDKHOCTHOW MHCTPYKIIMEH M MPOBOAUT BBOJHBIM HHCTPYKTAX, MEPBUYHBIN
MHCTPYKTaX 10 OXpaHe TPyAa, HHCTPYKTAXK M0 MPOTHUBOMOKAPHOH 0€301MaCHOCTH.

2.4. OOs3aTenbHOM ABISETCS BHYTPEHHSS OMUCH TIOKYMEHTOB, UMEIOIIUXCS B JINYHOM
nene.

2.5. Tlpu nocrynnenun Ha paboty B LlenTp odopmisercs nuunas kaprouka PaboTHuka
d. Ne T-2, xoropass XpaHUTCS B OTIEIBHOW KApTOTEKE M TMPHOOINACTCS K JHUYHOMY JAETy
PaboTHMKa TPy pacTOpKEHUU TPYIOBOTO IOTOBOPA.

1. TMTOPAAOK BEJAEHUS JIMYHBIX AEJ IIEJATOI'OB U COTPYJHUKOB

3.1 JIuyHOE AETO MeaaroroB M COTPYIHUKOB BEIETCS B TEUEHUE BCETO MEPHOa pabOTHI
Ka)XXJIOTO MeAarora u COTPyAHUKA.

3.2 BepaeHwue JTUYHOTO Jiea MPEayCMaTPUBACT:

[ | [Tomenienne JOKYMEHTOB, MOJJICKAIMX XPAHEHHUIO B COCTABE JMYHBIX €I, B
XPOHOJIOTUYECKOM TTOPSIIKE:
3asBIICHHE;
JMYHBIN JINCTOK IO YYETY KaJpOB;
auyHas kapTouka ¢. Ne T-2;
ClpaBKa O HaJIWYUM (OTCYTCTBUH) CYAMMOCTH M (WiM) (akra yrosoBHOTrO
npecieoBaHusl JM00 O MPEKpaLIeHUH YTOJIOBHOIO MpecieloBaHHus MO0 PeadHIINTHPYIOIUM
OCHOBAHMSAM, BBIJAHHYIO B MOpsAKE M MO (opMe, KOTOpbIe yCTAaHABIMBAIOTCS (erepaabHbIM
OpraHOM HCIOJHUTENIBHON BIACTH;

- JOKYMCHTBI O IIOBBIIICHHUN KBaHI/I(l)I/IKaHI/IOHHOFO YpPOBH:: aTTCCTaIII/IOHHblf/'I JIUCT,
yIIOCTOBEPEHHE O MPOXO0KIECHUH KYPCOB, SKCIIEPTHOE 3aKITIOYCHHUE;

- KOIUU JIOKYMEHTOB 00 00pa3oBaHuUu;

- KOIus IpHKasza o IpueMe Ha pabory;

- KOIludg MmacropTa (CTpaHI/IHBI C NCPCOHAJIBHBIMH AOAaHHBIMU O MECTC PErucTpanuvu,
CEMEIHOM MOJIOKEHUN );
BOCHHBIN OMJIET (17151 BOGHHOOOS3aHHBIX JIHI);
KOIHSI CTPaXxOBOT'0 CBUETENbCTBA IEHCHOHHOTO CTPAaXOBaHMUS;

- KOMHA UICHTHU(PHUKAIIMOHHOTO HOMepa HaJIOrOIUIaTelNbIINKa;

- KOIUHM JTIOKYMEHTOB O HarpaxJIeHUHU ToCy/lapCTBEHHBIMU Harpajgamu, MpUCBOECHUH
MOYETHBIX 3BaHUM, IPUCYXKAECHUHU IOCY1apCTBEHHBIX NPEMUH (€CIIM TaKOBBIE UMEIOTCH);

- KOIIUU pacropsbkeHui (Mpuka3oB) o nepeBoge PaboTHMKAa Ha MHYIO JTOJKHOCTb, O
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BPEMEHHOM 3aMEICHUH UM WHOM JOJKHOCTH.

- KOMIMM PpEIICHUH O BKIIOYEeHWHM PaboTHHMKAa B KaJApOBBIM pe3epB, a Takke 00
UCKJTFOUEHHH €ro M3 KaJIpOBOTO pe3epBa (€CiIM TaAKOBBIC HMEIOTCS).

- KOIHS pacnopspKeHus (IIpHUKas3a) 0 pacTOP)KEHUH TPYAOBOTO 0roBopa ¢ PaboTHUKOM.

3.3. JIOKyMeHTBI, NPUOOIICHHBIE K JUYHOMY Jneny PabGoTHuka, OpomropyroTcs, K
JMYHOMY JIEJTy TIPUIIATal0TCsl JOMOJHEHHE W ONUCh. JIMCTHI TOKYMEHTOB, MOAIIUTHIX B JIMYHOE
JIeIT0, TIOJIekKAT HyMEpaIlny.

3.4. B nuuHOE A€o0 HE BKIIOYAIOTCS JOKYMEHTBI, HIMCIOIINE BTOPOCTEIICHHOE 3HAYCHHE
(0 mpenoCTaBICHWM OTITYCKA, CIPABKH C MECTa J>KHTEIbCTBA, O IKWIMIIHBIX YCIOBUSX,
YePHOBUKHU JOKYMEHTOB U T.II.).

IV. TOPSIIOK YUYETA M XPAHEHUS JINUHBIX JIEJI IIEJJATOTOB U
COTPY/JHUKOB

4.1. B o6s3annoctu lleHTpa, Kak HOPUIMYECKOrO JIMIIA, OCYIIECTBISIONIEIO BEICHHE
JUYHBIX 7es1 PAOOTHUKOB, BXOIUT:

- [IpuoOmenne MOKYMEHTOB, yKa3aHHbIX B pasnene Il nacrosimero IlomoskeHus, K
JUYHBIM Jier1aM PaGOTHHUKOB.

- OOGecniedyeHre COXPAHHOCTH JIMIHBIX JIe)T PaOOTHHUKOB.

- OGecrieueHre KOHPUACHIIMATHLHOCTA CBEJICHUHM, COICPKAIIMUXCS B JIMYHBIX JCiaX, B
COOTBETCTBUU C (enepalbHBIMU 33aKOHAMH, WHBIMH HOPMATHBHBIMU IIPAaBOBBIMH aKTaMH
Poccniickoit denepanuu, a TaKkKe B COOTBETCTBUU € HACTOAIMM [lonoxxenuem.

- O3nakomyenne PaGoTHMKa ¢ JOKyMEHTaMU CBOETrO JHMYHOTO Jelia IO Mpockoe
PabGoTHHKa M BO BCeX HWHBIX CilydYasX, MPEAYCMOTPEHHBIX 3aKOHOAATEILCTBOM Poccuiickoit
®enepanuu.

4.2. XpaHeHHe U y4YeT JIMYHBIX JIeJl TIearoroB U COTPYAHUKOB OPraHU3YIOTCS C IIEIbIO
ObICTPOro M 0e30MHUO0YHOr0 MOUCKA JIMYHBIX [eN, O0eCreueHuss UX COXPAHHOCTH, a TakKke
oOecrieueHns KOH(PUIEHIIMAIBHOCTH CBEJICHUH, COAEPKAIIMXCS B JOKYMEHTaX JIMYHBIX €N, OT
HECAHKIIMOHUPOBAHHOIO JIOCTYIIA.

JlocTyn K TWYHBIM JI€JaM MEeIaroroB U COTPYJIHUKOB UMEIOT TOJIBKO TUPEKTOP.

CuctemaTu3anus JUYHBIX JE] M€1aroroB U COTPYAHUKOB TPOU3BOAUTCS B aJIpaBUTHOM
MOPSIZIKE.

JInuHble nena negaroroB U COTPYAHUKOB XPAHATCA 75 JIET € roAa yBOJIbHEHHUS
paboTHHKA.

4.3. Kornu JOKYMEHTOB BOMHCKOTO yueTa (JUIsi BOGHHOOOS3aHHBIX U JIHII, ITOJIeKAIINX
NpU3bIBY Ha BOEGHHYIO CIYKOy) XpaHsTcs B OTIENbHOM KapTOTEKE, IPeayCMOTPEHHON
MeTtoauueckuMU _pEKOMEHJAMAMU 110 BEACHMIO BOMHCKOIO y4yeTra B opraHusauusx. llpm
pPacTOPKEHUHU TPYAOBOTO JOrOBOpa KOMHMH JOKYMEHTOB U3bIMAIOTCS U3 KapTOTEKU U CAAOTCS HA
apXMBHOE XpaHEHHEe B cocTaBe JUYHOro aena PaboTHuka.

4.4. ExerolHyt IMpOBEPKY COCTOSHUS JIMYHOTO Jeja IEeAaroroB M COTPYAHUKOB Ha
IIPEIMET COXPAaHHOCTH, BKJIIOUEHHBIX B HETr0 JOKYMEHTOB U CBOEBPEMEHHOE 3aIl0JIHEHUE
npoBoauT aupektop Llentpa.

4.5. TpynoBble KHIKKH U CAaHUTapHbIE KHIKKHM XPAHATCS OTIENBHO B ceilde
JUpPEKTOpa.

4.6. I[OJ'DKHOCTHBIC HHCTPYKIIMU MW HUHCTPYKHOHUU II0 OXpaHE TpyJda XpaHATCA B
OTACIBHBIX ITaIlKaX B HCHTpa.
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V. MMOPAAOK BbIJIAYM JIMYHBIX JIEJI BO BPEMEHHOE I1OJIb30OBAHHUE
5.1 PaGoTHUK MMeeT MpaBo Ha 03HAKOMJICHHE C MaTE€pUaIaMi CBOETO JINYHOTO

Jena.

5.2. Bplgaua JAWYHBIX JeN (OTHAENBHBIX JOKYMEHTOB B COCTaBe JIMYHOTO Jeja) BO
BPEMEHHOE TIOJIb30BAHUE MPOU3BOAMUTCS C pa3pelieHus Jaupekropa. Bpems paboTb
OrpaHUYMBAETCS IpeesaMu oJHOro padouero nHs. B koHue paGouero s aupekTop 00s3aH
y0eauThCcss B TOM, YTO BCE JIMYHBIE [JI€J1a, BbIIAHHBIE BO BPEMEHHOE I10JIb30BAHNE, BO3BPAILEHbI
Ha MECTO XPaHEHMs U €CTh JIM HEOOXOAMMOCTb AJIS MPUHATHA MEP K UX BO3BPAILEHUIO MU
PO3BICKY.

VI. OTBETCTBEHHOCTD
6.1. ITlemarorm ¥ COTPpYAHHKH OOsI3aHBI CBOCBPEMEHHO IPEACTABIATh CBEACHUS 00
M3MEHEHUU B MIEPCOHANIBHBIX JIaHHBIX, BKIIOYEHHBIX B COCTaB JIMYHOTO JIea.

6.2. Paboroparens oOecrieunBaer:

| COXPAHHOCTB JIMYHBIX JI€]1 [I€1aroroB U COTPYAHUKOB;
| KOH(HICHIIMATIHLHOCTh CBEJICHHUH, CONEPKAIUXCA B JIMYHBIX JIEJaxX IeIaroroB u
COTPYAHHUKOB.

6.3. Jluma, oTBEeTCTBEHHBIC 32 BEJCHHE M XpaHEHHE JIMYHBIX /€1 PaOOTHHKOB, MOTYT
IIPUBJIEKATBCSIT B COOTBETCTBUM C  3aKOHomareinbCcTBOM  Poccmiickonn ®enepanum K
JTUCIUTUTMHAPHON M MHOW OTBETCTBEHHOCTH 3a pasrilalleHne KOH(UACHIMATbHBIX CBEICHHIA,
COZIepKAIIMXCS B YKa3aHHBIX JIMYHBIX JI€JaX, @ TAK)KE€ 3a MHbIC HAPYLICHHs NOPSAAKA BEACHUS
JUYHBIX Jes1 PaOOTHUKOB, yCTaHOBIEHHOT0 HacTosAMUM [losoxxeHneM.

Vil. IIPABA
7.1. lns obecrieueHust 3aUThl IEPCOHANBHBIX JaHHBIX, KOTOPHIE XPAHATCS B IMYHBIX
Jiernax MejaroroB ¥ COTpyIHUKOB,

neaaroru 1 COTpyaHuKHU UMCHOT ITpaBoO:

[ MOJIYYUTH TMOJIHYI0 MH(GOPMAIUIO O CBOMX MEPCOHANBHBIX NAaHHBIX U 00pabOTKe
9TUX JAHHBIX;

[ MIOJIYYUTh JOCTYII K CBOMM IEPCOHAIBHBIM JaHHBIM;

[ MOJYYUTh KOMHH, XPAHSAIIMECS B JIMYHOM JIeJie U COJEpIKAIlUe MEPCOHATbHBIE
JaHHEBIE.

[ TpeOoBaTh WCKJIIOYEHHS WM HWCIPABIEHUS HEBEPHBIX, WM  HEMOJIHBIX
MEPCOHAJIbHBIX JaHHBIX.

paboToaTenb UMeeT MpaBo:

u O6pa6aTBIBaTB MNEPCOHAIBHBIC NAHHBIC IIEAArOroB 1 COTpYAHUKOB, B TOM YUCJIC U
Ha 3JICKTPOHHBIX HOCUTCIIAX,
u 3aIIpoOCUThb OT N€AaroroB 1 COTpyAHUKOB BCHO HCO6XOI[I/IMYIO I/IH(I)OpMaI_[I/IIO.



