MyH1UMNanbHoe BHMKETHOE
[IOLLIKO/IbHOE 06pa3oBaTe/lbHoe
yupexaeHve JeTCKUIA caj
KOM6UHMpOoBaHHOro Brnaa Ne 9
nocesika ropoAckoro tuna Agunckoro
MO CeepcKuii painoH

MONOXEHWE
0 NnopsgKe BeAeHNA N XpaHeHNS NNYHbIX [eN COTPYAHMKOB
MBAOY AC KB Ne 9 nrt. AQunckoro

1.06uKe rnonoXXeHus.

1.1. HacToswee MNofoxeHne 0 NopsaaKe BeAeHUSA U XPaHEHUA NIMYHbLIX Aen (gjanee
[MonoxkeHne) paspaboTaHO B COOTBETCTBMM C TpyaoBbiM Kogekcom ot 30
fekabpsa 2001 r. Ne 197-d3, ctatbamu 337 1 343 «a», «6» [epeyHs TUMOBbIX
ynpaB/ieHYeCKMX [OKYMEHTOB, 00pa3ytoLmMXca B AeATeNbHOCTW OpraHn3aLnii,
C YKa3aHMeM CpPOKOB XpaHeHWs, YTBEPXAEHHOI0 pyKOBOACTBOM PeepasibHOM
apxXMBHOI cny>6bl Poccum 06.10.2000r.

1.2. JIn4yHOe [eno COTPYLHUKA YUPEXAEHUS - OCHOBHOW LOKYMEHT NepcoHabHOro
yuyeTa, B KOTOPOM XpaHATCA Haubosiee NosiHble CBefeHUA O COTPYLHUKE N ero
CNY>Ke6HOW feaTenbHOCTW.

1.3. JInuHble fena oPopPMIAOTCA Ha Negarornyecknx paboTHUKOB U MeAULMHCKNIA
nepcoHarn.

1.4. He gonyckaeTcs BefeHMe HECKObKUX INYHbIX Aefl COTPYLAHMKA.

1.5.0praHunsauma paboTbl, BeAeHWe W XpPaHeHMEe JINYHbIX AeNl COTPYLHUKOB
OCYLLECTBNSETCA CNy)XbaMu, Ha KOTOpble BO3/I0OXeHa paboTa no BeAeHWuto
KaJpoBOro Aenonpous3BoACTBa.

2.MopAagoK 0hopPMIEHNA NTNYHBIX Aen.
2.1. OhopMneHue IMYHBIX [en OCYLLEeCTBNASETCA B TeUeHWe 5 fHein co AHA npuema
paboTHMKa Ha paboTy.
2.2. Mpwn noctynseHnn Ha paboTy B 06pasoBaTesibHOE YupeXAeHwe rpaxkKaaHuH
npeacTaBNsAeT:
2.2.1. nn4Hoe 3asBneHne
2.2.2. BOKYMEHT, YA0CTOBEPSOLWMIA NMYHOCTb
2.2.3.TPYAOBYIO KHDKKY
2.2.4. [OKYMeHTbl 06 06pa3oBaHUN
2.2.5.4pyruve NOKYMEHTHI, npeagyCcMOTPEHHbIe defepasibHbIM
3aKOHO4aTeNIbCTBOM
2.3. JlnyHoMy feny npucBanBaeTCcs HOMepP, COracHO XXYpHany y4yeTa IMUHbIX Aer.
2.3.1. Ha 06/105kKe NINYHOTr0 Aefa 0TPaXKalTCA CefyoLLne PeKBU3NTI:
- MO/MIHOE Ha3BaHMe 06pa30oBaTeIbHOM0 YUYpPerK4eHUs
- JINYHoe peno Ne
- (hamunnng, Vs, 0TYeCTBO B UMEHUTE/IbHOM Nafexe
- paTbl (rog Havasa v OKOHYaHuA fena)



- CPOK XpaHeHus
2.3.2. Ha o6opoTe 06/10)KKA /IMYHOTO fJena npuKIenBaeTcs KOHBEPT, B
KOTOPbIV BKNaAblBaeTCA KOHTPO/IbHAsA KapToyKa
- B KOHTPO/IbHOM KapTO4Ke YKa3blBaeTCs Korga M KOMY BblgaeTcs
NINYHOE [eN0.noAnuUcb Nnua, noslyymBLLErO [eno, AaTa BO3BpalleHUs
NIMYHOrO fena.
2.4. [10KyMeHTbI B IMYHOM [iefie pacnosiaratoTcs B C/iefyroLem nopsamke:
1) onucb JOKYMEHTOB, UMEKOLLMXCHA B IMYHOM fAene
2) [LONOMHEeHMe K IMYHOMY NINCTKY MO YYeTy Kaapos
3) NINYHbIA NUCTOK MO yYeTy Kaapos ¢ hoTorpaguein pasmepom 4 x 6
4) NUCT NOOLPEHNIA N B3bICKaHWIA
5) aBTO6UMOrpagus paboTHMKA, HanMcaHHas OT PYKW, B NPOU3BO/ILHON (hopmMe
N cofepxawias noApobHOe N3M0XKEHNE OCHOBHbLIX MOMEHTOB €r0 XXWU3HU U
[eaTefIbHOCTH,
6) KonuMuM [OKYMEeHTOB 06 06pa3oBaHWW, 3aBepeHHble MOAMUCHI0 PaboTHMKA
KaZlpoBOW CNYXO0bl 1 MevatbHo.
7) NYHOe 3asBfieHME O NpremMe Ha paboTy
8) TpyzLoBoOi LOroBop
9) npukas o npueme Ha paboTty
10) [LO/MKHOCTHAaA MHCTPYKLUMSA

3.IopAfoK BegeHUA NMNYHbIX fen.

3.1. B ganbHeliem B IMYHOE A€N0 BKIHOYAKOTCS:

1) npeAcTaBneHns, 3aK/OYEHMA O  Has3HayeHUKW, OCBOOOXKAEHUM UK
nepemMeLL.eHnn No AO/HKHOCTU U KONUK NPUKa30B.

2) AOKYMeHTbl 06 atTecTaluu, XapakTepuCcTUKKM, 0T3bIBbl O pabOTHMKE

3) Konun pacnopsanTeNibHbIX [LOKYMEHTOB O HarpaxaeHun, MoOoLLpeHNN,
KOMUW AOKYMEHTOB O MOBbILUEHUN KBa/IMMKaL MK, O NePENnOAroTOBKE.

4) KOnun [OOKYMEHTOB 00 MW3MEHEHWU aHKeTHO-buorpauyeckmx [AaHHbIX
(Hanpumep: Konua cBuaeTeNbCTBa 0 bpake, U3MEHEHUN (DamMUInn 1 T.4.)

3.2. B nnuHble gena He AO/HKHbI BXOAUTL AOKYMEHTbLI BTOPOCTENEHHOIO 3Ha4YeHUs,
nmeroLme BpemeHHble (40 10 neT BKNKOUYMTENbHO) CPOKM
XpaHeHus.

3.3. Bce [OKyMeHTHI, nocTynalwoLwine B NNYHOE AeNno, AO/MKHbI pacnonaraTbcs B
XPOHO/I0TMYECKOM MNOpPALKeE.

3.4. BHYTpEHHAA ONUCb JOKYMEHTOB, UMEIOLNXCA B IMYHOM [Jene, coAepKallas
CBefleHMA O NOPAAKOBLIX HOMepax [AOKYMEHTOB fena, daTax, 3arosioBKax
3aBepseTCs neyvartblo U NOANUCHI0 PaboTHMKA KafpOoBOM CyXObl

3.5. Pab0OTHMK, OTBETCTBEHHbIN 3a BeAeHWE KaapoBOro [enonpon3BOACTBA,
NpMHMMas OT paboTHWKA MNMYHBLIA NUCTOK MO Yy4yeTy KaApoB [AO0/KeH
NPOBEPUTL MOMHOTY €ro 3anofHEHNS 1 NPaBUIbHOCTb YKa3aHHbIX CBEAEHWIA
B COOTBETCTBUM C  MNPEAbAB/MEHHbIMW  [OKYMeHTamu WU chenatb
COOTBETCTBYHOLLYIO 3amnucChb.

3.6. CO60p 1 BHECEHWE B /IMYHbIE [1e/1a CBEIEHWIA O YACTHOW XMU3HW, NONUTUYECKON
W PESIMTMO3HON NPUHAAIEXHOCTI 3anpeLlaeTcs.



3.7. JIn4yHoe feno MOXeT 6bITb BblAaHO B CNeAYIOWMUX CyYasX:
a) no TpeboBaHUIO paboTHMKA ANA 03HaKOMIeHUs (6e3 npasa BbIHOCA)
6) HemocpeACTBEHHOMY PYKOBOAWTENO [N1S O3HAKOMJ/IEHMS C MaTepuanamu
[iena nof pacrnucky B KOHTPO/IbHON KapTOUKe.
CHATME KOMWIA C [OKYMEHTOB, XPaHAWMXCA B NMYHOM f[efne MPOM3BOAUTCA
TONbKO C NMMCbMEHHOTO paspeLleHns paboTHMKa.

4. TlopAafoK XpaHeHUs NUYHbIX gen.

4.1. JInuHble [ena XpaHATCA B CreyuanbHO 000pYAOBaHHbIX METaIMYECKUX
LIKaax, KOTOpbIe OMeYaTbIBAKTCS.

4.2. B cnydyae yBOMbHEHMSA pabOTHMKA Ha OCHOBaHWW NpuKasa 06 YBOSbHEHUU
NMPOBOAUTCA 3KCNEpTU3a LUEHHOCTU AOKYMEHTOB B /IMYHOM pfefnie. [JOKYMEHTbI
CUCTEMATU3MPYIOTCS NO CXeme, yYKasaHHOW n.2.4. B KOHUe gena pacnonaraetcs
NINCT-3aBEPUTENb.

[leno npowmBaeTcs, UCTbl HYMEPYKOTCA B NPaBOM BEpPXHEM Yray apabckumm
unMdpaMmm NPOCTbIM KapaHZallom. 3aTem BHOCATCA W3MEHEHUS BO BHYTPEHHIOH
onucb W 3anofiHAeTCA /NINCT-3aBepuTenb. B nncTe-3aBepuTenie  yKasbiBaeTcs
KO/INYEeCTBO /IMCTOB B fiefle, B TOM YMC/e KOIMYECTBO /INCTOB BHYTPEHHEN OMUCHK.
NncT-3aBepuTent NOAMUCHIBAETCS PabOTHUKOM KapOoBOM CNyXObl, OPOPMUBLIUM
aeno. Loodopmnserca 06n0xkKa gena (BbIHOCUTCA AaTa YBOMIbHEHMSA, KOIMYECTBO
NINCTOB U CPOK XpaHeHus). JInyHble aena yBOMEHHbIX COTPYAHWUKOB B angaBUTHOM
NnopsAAKe BKHOYAKOTCA B CAATOUYHYIO OMUCHL U MepefaroTcd B apxuB. [JOKYMEHTbI
XpaHATCA B apxuBe B TeUeHune 75 neT.



