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1. Odrune rroJro)KeHrrs

I .1. Hacroxrqee [oJIoxeHLIe olpeAenter rroprAoK BeAeHLrr Jrr4qHbrx Aen corpyAHr,rKoB B

MyHI{IIu[€rnbHoM Ka3eHHoM AorrrKonbHoM o6pa3oBarenbHoM yqpexleHr.rz <[ercrnit cal,
J\b 46) (4anee AOY).

1.2. IIu'rrroe Aeno pa6orHLIKa - coBoKy[Hocrb AoKyMeHToB nepcoHanbHoro yqera, coAepxarqflx
cBeAeHlrJ{ o pa6orHure u ero rpyAoBofi AerreJrbHocrr.r.

1.3. lIonoNeHL.Ie pa3pa6orano B coorBercrBlra c (De4epalrnbrM 3aKoHorr,r Jt 273-03 or 29.12.2012r.
<06 o6pa.:oBaHI,II4 s PO) c r.r3MeHeHprrMr.r or 08.12.2020r., Oe4eparbHErM 3aKoHoM or 27.07.2006}le 152
<O uepconaJlbHblx AaHHIIX) B peAaKrlurr ot 08.12.2020r.,llpuna:ou @e4epaJrbHoro apxr.rBHoro areHrcrBa
or 23.12.2009r.Ilb 76 <06 yrnepxAeHLII4 Mero4zuecKlrx peKoMeHAarlufi no paspa6orKe r{Hcrpyxqufi no
Aenonpokt3BoAcrBy n Qe4epa,rbHbrx opraHax lrcnonHr.rrelrnoft BJracrrr), Yragou flpe:u4enra or
30.05.2005 l,le 609 (06 yrBepx(AeHr{r flonoxeHzs o repcoHanbHbrx .4aHHbrx rocy.qapcrBeHHoro
cny)KarleroPoccuficxofi Oe4epaquv vt BeAeHr.rr{ efo nrrqHoro AeJra)) B peAaKrlr,ru or 23.07.2019r.,
Tpygonrna Kolercou P@, KonreKTr.rBHbrM AoroBopoM a YcraeoN,r,{ercroro ca4a.

1.4. Hacroxqee lloroxeHl{e yrBep}KAaercr 3aBeAyroqr,rM MKAOy, cornacyerc{ c rpeAceAareJreM
nepnzvHofi upoScorosnofi opraHzsalluefi MKAOy, u BBoArrcr npr.rKrroM noyqpelqeHrro.

2. 1. @ optr[poBaHrre Jrr.rrrHbrx AeJr corpyAHrrKoB

2.2. @opwruIpoBaHue JILIqHoro Aena corpy,4Hr,rKa rrpou3Bo.qr4Tc{ Jrr4rIoM, orBercrBeHHbrM3aKaApoBoe
renonpoll3BoAcrBo He rIo3AHee nmu pa6oqux Anefi co AHr 3aKnroqeHr.r.f, TpyAoBoro AofoBopa pr roJrbKo
IIocJIe ilonyqeHrlr or pa6ornuKa corJracrdx ua o6pa6orKy ero rrepcoHtrnbHbrx AaHHbx.

2.3 . trpu locryrrneH kra Ha pa6ory corpyAHr4K rrpeAocraBrrer (npz nasrutuu):

- [acnopr ulu urtoit AoKyMeHT, yAocroBepsroqufi rlrtrHocrB;

- asro6uorpa$uro;

- 3arBJreHlre o rpr4eMe Ha pa6ory (He o6rsarelrno);
- AoKyMeHT, xoropufi rloATBepxlaer perl{crpauurc B cr.rcreMe v].F^lir4Br4[yurbHoro

nepcouu(fraqllpoBaHHoro yqera, B ToM trr4cne n $oprrae gneKTpoHHoro AoKyMenra, rua6o crpaxoBoe
I

YTBEPXNAIO



cBI'IAereJIbcrBo rocyAapcrBeHHoro IIeHcr{oHHoro crpzxoBaHr,rfl, 3a ucKrroqeHr4eM cJryqaeB, KorAa
TpyAoBoft AoroBop 3aKrroqaercs BlepBbre;

- r-rAeHTr,r(brrKarlr4oHHbrfi nonaep HaJrorolnareJrbrrlr,rKa;

- AoKyMeHT Bor{HcKoro frera (4na noeHHoo6sgaHHrx nIarl);

- AoKyMeHr o6 o6pasoBaHr.rlr;

- arrecrarluonnrnl iltrcr1,

- crlpaBKy o Huruarvv (orcyrctrzz) cy4rauocruu(unu) Qaxra yronoBHoro rpecJreAoBaHvfl;

- rpyAoByro KHlrxKy;

- MeAlrrlr{HcKyro KH}rxKy;

- cBuAerenbcrBo o 6pane;

- cBr.rAeTenbcTBo o pox,{eH}rr,r lereft.
2.4. P a6oroAaren6 oSopulrer:
- nrrqH)'ro KaprorrKy J\b T-2;

- npuKtr| o rp?reMe napa6ory (o uepeueqenuvrHaApyrrre 4olxnocru);
- rpyAoBofi 4oronop B AByx gK3eMrrnrpax;

- AODKHOCTHyTO r,rHcTpyKrlr.rrc ;

- xypHanbl o6 ognarouJleHrlu pa6ourura c noKzlJrbHbrMr{ aKT€tMr{, AoKyMeHTaMr{ rro oxpaHe rpy,qa.
2. 5. flepnuvnoe oQopMJreurre Jrr,rrrHoro Aena [peAycMarpr.rBaer :

- npvcBoeHlle JILIqHoMy AeJIy HoMepa corJracuo xypHarry frera JrrrqHbx 4en(Ilpunoxenr4e N t);
- rlpocraBneHl4e na o6noxre JruqHoro 4ena (flpunoxeHrre J',lb 2) cneayrorqr4xpeKBr{3r,rroB (uu4erc 4ena(n coorBercrBlln c HoMeHKnarypofi Aen MKIOy <.{ercrrfi caa N46>, rroJrHoe HauMeHoBaHr.re

yqpexAeHl'I.t{, HoMep nnqHofo 4ela, Sarraralwtfr,vlMfl, ofiecrBo pa6orxrara B ilMeHr,rrenbHoM rraAe)r(e, Aarbr -
roA Haqana II roA oKoHqaHI,It BeAeHLr.f, AeJIa, KOJrr4qeCTBO JII{CTOB, CpOr Xpanenux);

- fIoMeIrIeHlIe AOKyMeHTOB, fIOAJIeXaTTII{X XpaHeHr,rlo B cocTaBe JII,rrrHbIX AeJI, B XpOHOnOT[qeCKOM
nop:[AKe (nnyrpeuHfl.fl. orrncb AoKyN{eHToB AeJIa (IlpnnoxeHre Ns 3); nucr c orMerKaMz o6 ognaroMJreHrzr4
pa6ornura c rI{qHhIM AenoM (flprnloxenze J\b 6); nncr c orMerKaM}r o pe3ynbrarax exeroAHofi rrpoBepKrr
cocro{Hll-f, nl'IuHoro 4ena (Ilpznox(eH}Ie N Z); nrrHrrfi JI}IcroK rro frery Kar{poB }rJrr{ agKera (llpranoxenue
No 4); anro6raorpa$ut;3tulBJreHne o rprreMe ua pa6ory; npr.rKa3 o rrplreMe ua pa6ory; rpyao"oft AoroBop
o nolnofi Marep[anbnoft ornercrBeHHocru (ecru pa6ornnr - Marepr{zrnbHo orBercrBeHHoe nuqo);
xapaKTepI'IcrtIKlI 14 peKoMeHAareJrbubre rrrrcbMa; cofnacue ua o6pa6orry [epcoHanbHbx 4anHrur).

2.6. ITncruAoKyMeHToB, tIoMeIrIeHHbrx B JrlrqHoe AeJro, rroAne)Kar HweparlLtr4.
2.7. [oxyueutrr rloMelrlilrorct B flanKy-cKopocm]rBareJrb. llpu yBonbHeHr{r{ pa6ornzra

IIpOTI{BaIOTC{ HLITKtMI,I Ilt CA{IIOTCf B apxI,IB.
2.8. BnyrpeHHqt orrLtcb AoKyMeHToB, rlMeroqr{xcr B Jrr.rrrHoM AeJre, Aonxua coAepxarb cBeAeHr4s o

IIopsAKoBbIx HoMepax, nar,rMenosaHl{f,x AoKyMeHTOB AeJra, KoJrI,IqecTBe JrltcroB, Aarax BKJrroqeHrrt
AoKyMeHToB B JII'IqHoe Aeno I4 n3t'grkrflvr3 Aena, a raKxe KeM r{3b.rr AoK)rMeHT, r,r uo xaxoft ttpr4rrr{He.

2.9. BuyryeHHflt orl{cb cocraBJrtercs.HaorAeJIbHoM Jrr{cre rro ycraHoBnennofi Qoprrae(IlpLrJrox(eHr4e
Ilb 3). Jlzcrrr BHyrpeHHeit onucuuryepyrorcr orAenbuo.

2.10'llpra roAroroBKe ruqHhD( Aen K flepeAaqe Ha xpaHeHr,re K BHyrpenHeft orucu cocraBr.f,erct
I4ToroBtuI 3arlLtcb' n roropofi ylca3brBaercr qz$pa-rrall t4 rlpottficblo Konr4rlecrBo BKJIIorreHHbrx B Hee
AOKyMeHTOB LI KOII,IqeCTBO JII,ICTOB .Uena.

2. Begenue Jrrrrrnrrx Ae.rr corpyAHrrKoB

3.1. Jlz'ruoe Aeilo BeAerct B TerreHr.re Bcero [epvoAa pa6omr Kax,qoro corpyAHrdKa MKIOy
<lercxrafi ca4 Ne46>.

3.2. [a'r"neftlree BeAeHue JII,IrrHoro Aelra corpyAHr.rKa rrpeAycMarpr4Baer noMerrleHr4e B Aeno
AoKyMeHTon, o6pasytoql{xc.f, B rlpoqecce pa6ouefi AerrenbHocra u }rMerorlux 3HaqeHr4e Anr rpyAoBbD(
otroureurft:

- AorronHeHr.re K nuqHoMy nilcTKy rro r{eTy KaApoB;

- Korruu npr{KiBoB rro Jrr,rrrHoMy cocraBy, Koropbre Kacarorc.fi pa6otruxa;



- or3brBbr AoJrxHocrHbD( nplq o paooTHI,IKe;

- KorIIII,I AoKyN{eHToB o [oBbrIleHI'I]r KBaJIrIQnraquu;

- Korrrru ceprz(pmaroB, fpilMor;

- Jrr.rcr 3aBepLrTenb AeJIa (cocrannarot IIpI,I c.qaqe

(flpunoNenze J\b 5);

- LIHbIe AOKyI\(eHTbI.

JrrlqHoro .4ena B apxI,IB)

3.3. B KoHue KzrneHAapHoro roAa lr He rro3,uree 30 4era6px Bce corpyAnuru MMOY npoxo4xr
O3HaKOMJreHI,re C JrrlrrHbrMr4 .UeJraMLL 06 erOnr AenaeTct OTMeTKa B JIpICTe O3HaKOMJIenux pa6Ofiu'IKa C

Jrr,rrrHhrM AenoM (llpnnoNenue J\lo 6).

3.4. OsHaxoMJreHrle c AenoM rrporrcxoAllT rIcKJIIoqureJIbHo s ra6ruIere 3aBeAyrouefo H B ero
lpuc)'rcrBur.r. 3aupeqaerct BbIHoc AeJIa I,I3 rca6lrnera.

3.5. Brraa.ra xonnfi AoKyMeHToB rr3 Jrr,rrHoro Aena [poLI3BoALITct rlo rztlHoMy 3atBJIeHVro

corpyAHr,rKa la c pa3perrreHrlr 3aBeAyrorqero. Kouuu AoKyMeHToB AonxHbI 6rrrr 3aBepeHbl 14

IIpeAocTaBJIeHbI pa6orurary B TerIeHI,Ie rpex 4neft co AHt rroAaq]I3af,BJIeHI,If.

3.6.I4ssswre orAenbHbD( Aor(yrvreHToB Ir3 rr{rrHoro Aena ilpoLt3BoALITct c pa3perlrenl,It 3aBeA}'Iouero
MKAOy <,{ercrufi ca,q }1b46> c otfoprvrneHr.IeM coorBercrByrorqefi sanilcr4 n rpa(pe

<flpuueuanlre) BHyrpennefi ouucu. flpu BpeMeHHoM vr3TflTvrt AoKyI\{eHTa Ha ero Mecro (uex4y JILIcrilMrI

coceAHr.rx AoKyMeHTon) nrnagrrBaercr c[paBKa-3uMecrllTeJrb c yKuBaHkIeM Aarbl u rrpratluH vI3tflTvIfl. c

rroAnl,rcbro Jrr{rla, Bbl.4aBrrrero AoKyMeHT, VI IIOAnI4CbIO IM\A, ilOI) II4BIlefO efo BO BpeMeHHoe

IIOJIb3OBAHI4E.

3.7 . g ueJrrx o6ecne.renufl KoHTpoJrf, 3a coxpaHHocrblo I4 aKryanbHocrblo rrqHbIX AenB MKIOy
ex(efoAHo (ue nos4uee I xnaprana roAa, cJreAyrouero 3a orrretrnr,r) [poI,I3BoArITc.f, [poBepKa I{x l;.aJwrrrnfl

I{ COCTO'HI,If,.

3.8. ENeroAH).ro [poBepKy cocrorHlrr JrrrqHbD( Aen Ha rrpeAMer coxpaHHocrll BKJIIoqeHHbfx B Hero

AoKyMeHToB npoBoAr{T cleq[aJrbHo co3AaHHtM KoMrrccr{r. O nponeAeHHbrx rlpoBepKax Aenaerct orMerKa

B Jrr,rcre o pe3ynbrarax ex(ero.unoft nponepKlrcocrotHvrfl. vr :oaJr4-ltvrt nplqHoro 4ena (npranoxeHl,Ie Jlll 7) u
cocraBJurercr aKT. Pesynsrarrr npoBepKlr JrI,IuHbrx AeJI n o6sgareJrbHoM noptAKe AoBoAsrct Ao

3aBeAyroqero MMOV <,{ercruft caa Ns46) }I uMeer uoctosHHuft cpoK xpaHeHut.

3. Xpanen[e lr yqer JrrrqHblx AeJr corpyAHrrKoB

4.1. XpaneHr,re rl yqer nrqHbrx Aen corpyAHr4Kos MMOY opFaHu3ylorct c qenbrc 6rrcrporo nol4cKa

Jrr.rqHbx 4en, o6ecueqeHus ux coxpiurHocrrt u ron(fu4eHlll4anbHocrll cBeAenrafi, co4epxalqvxc{ B

AOKyMeHTaX r}IrIHbIx AeJr, OT HeCaHKIII,IOHUpOBaHHOTO AOCTyrIa.

4.2. IIu'tsse Aena pa6ornuron, AoJDKHocrHbre r{HcrpyKllull xpantrct y 3aBeAyloqefo B

c[eqLraJrbHoM MeraJrJrr{qecKoM ceftrfe. Jhn.rHsre KaproqKl{ uo ynr,l(fraqnpoeannofi (foprrle

Ile T-2 xpaHrrcs orAeJrbHo.

4.3. TpyaoBbre KHlrxKLr, MeAr{rIrHcK}re KH}rxKI,I xpaHtrcx n cefi(pe y 3aBeAyloqefo.

4.4. fiocryrr K Jrr.FrHbrM AenaM pa6ornuxoB ]rMeror orBercrBeHnrrft uo KaApaM, sane4yrorqufi
MKAOy (nu6o 3aMecrkrreJrr 3aBeA)'rouero rpu ucrIoJIHeHI{[ o6ssauHocrefisane4l'rorqero).

4.5. CvcreMaru3arlr4r Jrr,rqubrx 4en pa6orul4KoB rIpolI3BoAI4Tc.f, n an$annrHoM rloptAKe.

4. OSopnrJreHrre JrnrrHbrx AeJr corpyArrrrKoB rrepeA cAa.reft B apxrrB

5.1. O$opMJreHr.re JrlrqHbrx Aen AJrr nepeAaql{ B apxI,IB npo}I3BoALITcs orBercrBeHHbIM rlo KaApaM.

3ra npoqeAypa BKrroqaer:

- noAurlrBxy (nepenner) aena;

- )TorrHeHr,re HyMeparIuI,I JrrrcroB Aena)

- cocTutBJIeHI,Ie JlrrcTa-3aBepfiTeJlt;

- cocraBJrenue (yro.meuze) BnyrpeHHeit onucu;



- BHeceHr,re ),TorrueHIaft n pernnsr{Tbr Jrr.rueBofi o6noNr<kr Aena.
5.2. IIucr - 3aBeprlTenb Aena Aonxeu rlo.qrrr{carb ero cocraBr{TeJrb, nprr gToM Aenaerct

pacnru(fpoBKa Aonxuocrl{ rI TIoATILIcI{, npocraBJrrercr Aara. B npoqecce ucrroJrb3 oBalvrfl.
apxv BHbD( AoKyMeHTOB B JII{CTe-3aBeprITene AeJIaTOTCT COOTBeTCTByTOqUe OTMeTKLT.

Ecnra 4ero noAIITLITo 6eg ruacta-3aBepurens, To efo cneAyer HaKJrer,rrb Ha BHyrpeHuroro
cropoHy o6noxra 4ena.

5.3. C qenbro o6ecue.reHur coxpaHHocrlr nr{rtrrbrx Aen peKoMeHAyercr:

- o6re4IanflTb krH[LrBrIAyanBHbIe JII{rIHbIe Aena yBoneHHbrx corpyAHr.rKoB B oAHy o6noxry
(o6re4unennoe 4eno) c raKI,IM pacqeroM, .uo6rr o6reu 4ena (roua) He [peBbrrrrut25} Jrr4croB
(nyrervr c[r.rBKr{ Marepr{anoB [HAr4Br{AyanbHbrx Aen rro roA{lM ynonurenux);

- pac[oJlararb Marep[aJlbl I{HAI4BrIAyanbHbrx Aen B rrpeAenax 4ena (rolra) n an([anzrrrorr.r
noptAKe (no $arrar.rnlno), or4entf MareptraJrb\ orHocrrquecr K pa3HbrM r.rHlr4BLrAyirnbHbrM

AeJI€u\{, qucrblM JI}IcroM 6yuaru c yKa3aHI,IeM Ha HeM $atv.unuu, LTMeHV v orqecrBa
cooTBeTcTByrorqefo yBoneHHoro coTpyAHr,rKa;

- cna6xarb KaxAoe o6te4r.rnenHoe Aeno (rorrr) BHyrpeHHeft ouucrro c [epequcneHr.reM
Qauu;rrafi, I4MeH rI orqecrB vpa3arrueM HoMepoB crpaHr.rq, B rrpeAenax Koropbrx pacnonoxeHhr
cooTBeTcTByrouue AoKyMeHTbr.

5.4. llepeaaqa JILIITHIIX Aen B apxLIB ocyrqecrBnf,ercr He [o3AHee rpex ner nocJre
3aBepIIIeHLIt Ilx B AenolpoI43BOACTBe B cOoTBeTcTBI,Iu c rpaSzxorra. llpe4napureJrbHo
orBercTBeHHbIM rIO Ka,qpaM rrpoBeprercr rroJIHoTa u npaBllnbHocrb [oAroroBKI,I JII,IqHbTX Aen K
flepeAaqe. BrrsnreHuble rlpla rlpoBepKe HeAocrarKr.r ycrpanrrorcr orBercrBeHHbrM rro KaApaM.
llepe4ava pI flp]reM rlpol,I3BoAtrcq rro onl{cl,r c npocraHosxofi orMeroK o Hiururrr4r4 Jrr,rqHbrx AeJr.

5.5. Jluqnble AeJIa pa6ornuroB, 3aKourreHHbre Aenonpor43BoAcrBoM 4o 1 nrnaps 2003
roAa, xpaHsrcsT5 JIer, rIocJIe I xHnapr 2003 roaa - 50 ner. Jhaqnoe reno 3aBeAyroqero rrMeer
rlocrorHHbrfi cpor< xpaHeHLrr.

5. OrnergrBeHHocrb pa6orogarefls n pa6ornnrca

6.1. CorpyaHr{Klr MKIOy o6sgaHH cBoeBpeMeHHo npeAcraBrurrb
cBeAeHI,It o6nguenennl4cBoLIXIlepcoHirn6HbrxAaHHhD(,BKJrIo\reHHbrxB

cocTaB nllqHofo.4ena.

6.2. P a6oro.uareJrb o6ecnequsaer:

- coxpaHHocrb JrI,IrrHbx 4el pa6orur4KoB;

- ron$ugeHlluaJlbHocrb cBeAeHufi, co4epNarquxcr B Jrr4qHbrx Aenax pa6orHzron.

6. Ilpana pa6oroqarerq r pa6ornnrca

7.1. CorpygHur<u MK,{OY <.{ercr<uir cag}'.lb46) rrMeror npaBo:

- [onfrarb rIonH].Io ran(fopnraqzrc o6 o6pa6orrce cBot4x [epcoHirnbHbD( AaHHbrx;

- nonyqaTb AocTyn K cBor4M rrepcoHallbHblM AaHHbIM;

- [OnyqaTb KOIII,II.I AOK]'I\{eHTOB, XpaHrrq[xor B JruqHOM AeJre;

- rpe6onarb I,IcKrloqelrrus. vrv t4crlpaBneHr{r HeBepHbIx lr HenoJrHbx (racraxeHuux)
cBoI{X [epcoHaJrbHblx,4zlIIHbIX.

7.2. Pa6otoAarenb r.rMeer rrpaBo:

- obpa6arblBarb rlepcouilnbHble AaHHbIe pa6orrrr.rroB, B ToM qr,rcre kr Ha gneKTpouHbrx
HOCLITeISX;

- 3arlpalrll{Barb oT pa6orHlaron ran(fopnraqzro, neo6xoAr.rMyro AJUr BeAeHr.rr nl,IqHbrx Aen
o6pa6orr<n [epcoHanbHbrx AaHHbrx.
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