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[. O6urHe rtoro)KeHHq
1.1. Hacro.sulee IIoJIoxeHI4e onpeAenrer nopqAoK BeAeHr4q JruqHbrx Aen rreAaroroB 14

corpyAHrrKon n MBIOV r. Kepvz PK <[ercxuft caA ]lb 60 <Pa4yra> (4anee - MBAOy).
1.2. Jlu'ruoe Aeno pa6orunxa - coBoKyrrHocrb AoKyMeHToB nepcoHanbHofo yqera,

coAepxaqux cBeAeHux o pa6orHr4Ke r4 ero rpyaonofi AesreJrbHocrr4.
1.3. lloloxeuue paspa6oraHo B coorBercrBr4r4 c TK, @e4epalr,usrl,r 3aKoHoM or

21 .07 .2006 Is 152 ((O repcoHanbHbrx AaHHbrx)), Mero4uvecKr4Mr4 peKoMeHA arrkrlMu
Pocapxuna, Yxa:olr llpe:ra4enra or 30.05.2005 l\b 609 <06 yrnepxAeHr4r4 lloroxeuuq o
nepcoHanbHblx AaHHIIX rocyAapcrBeHHoro cnyxaqero Poccuficxofi Oe4epaqra vr A BereHlatr
efo Jrrrr{Horo AeJra)), KoJrrreKTr4BHbrM AoroBopoM r4 ycraBoM MBAOy.

2. (DoprvrupoBaH r{e Jl H rr Hbrx ge.n paborHrr KoB
2.1. Ooptr,tuponaHlae JII4tIHoro Aena pa6orHura nporr38oAt4Tcr Aenonpor43BoAr4TeJreM ne
no3AHee nnu pa6or{I4x Iseil co AHt 3aKrroqeHuq rpyAoBofo AoroBopa 14 ToJrbKo rrocne
[onyr{eHilr or pa6orHl4Ka cofracl4q na o6pa6orKy ero nepcoHanbHbrx AaHHbrx.
2.2. llpu nocrynJleHl4 LI na pa6ory corpyAHr{K npeAocraBnrer (npu uarnvuu):
- tracflopr vtrpr vsofi AoKyMeHT, yAocroBepmorqufi nr4r{Hocrb;
- asro614orpa$nro;
- 3aqBreHr4e o flpv eMe Ha pa6ory;
- cTpaxoBoe cBr4AeTeJrbcTBo rreHcrl oHHofo cTpaxoBaHus;
- 14AeHTr4QurcaurzoHuuii uotrep Hanoronnarenbrqr4Ka;
- AoKyMeHT Bor4HcKofo yr{era (4lr noenHoo6qgaHusrx nrau);
- AoKyMeHr o6 o6paronauuu:
- arrecrarluoHssrfr nr4cr;
- crlpaBKy o Halrveun (orcyrcrnun) cylurvrocrr,r u (ulu) $arra yroJtoBHoro npecneA oBaHilr;
- rpyloByro KHr4xKy;

- MeAHUT4HCKyTO KHrlXKy;



- cBHAeTeJrbc'rBo o opaKe:

- cBr4AeTeJrbcTBo o po)KAeHlI14 AeTefr.
2.3. Pa6oroAarenr o$oprr.rrqer:
- nnrrHyro Kapror{Ky Ns T-2;
- rrpr4Ka3 o rrpr4eMe na pa6ory (o nepeverrleHr{H Ha Apyrr4e 4onNuocrn);
- rpyAoBofi 4oronop B nByx 3K3eMnnrrpax;

- AOn)KHOCTHyTO r,rHCTpyr(ur4IO.

a) noMeuleHze xonuft AoKyMeHToB, noAnexaulr4x xpaHeHr,to B cocraBe Jrr4r{Hbrx Aen, B

xpoHonofr4r{ecKoM IIopqAKe :

- BHyTpeHHqq oIIr4cb AoKyMeHToB Aena;
- Itr4,uHas. KaproqKa pa6orH14Ka;

- luquEIfr JII4croK r4nt4 aHKera;

- asro6uorpat|ur;
- 3aqBreHr4e o npr4eMe Ha pa6ory;
- AoKyMeHr o6 o6pa:oeanuz;
- arrecrarlraoHHslfr ntlcr;
- yAocToBepeHufl o ilpoxoxAeHH14 KypcoB;

- rpyAoBofr 4oronop:.
- AoroBop o no,rsofr uarepnarruofi orBercrBeHHocrr4 (ec:ru pa6orunx - MareplranbHo
orBercrBeHuoe rnqo);
- xapaKTepr4cTt4KK u peKoM eHlaTenbHbr e n r.r cbMa;

- cofJracr4e Ha o6pa6orKy nepcoHaJrbHbrx AaHHbrx.

, 2.6. [oxyrr,reurbl rloMeulaForcq B rIanKy-cKopocrxnBarenb. llpa yno,rbHeH]rz cAa]orcq B apxr4B.

2.7. Buyrpeuurr orucb AoKyMeHToB, I4Meroullrxcfl B JrLr qHoM AeJre, AonxHa coAepxarb
cBeAeHI4q O HaHMeHOBAHIjflX AOKyMeHTOB AeIrA, KOJIUqeCTBe JTIICTOB, AaTaX BKIIOT{eHI4q

AOKyMeHTOB B JII4ttHOe AenO A l43t'fl'r.lr'fl. n3 Aelta, a TaKXe KeM I,I3'btT AOKyMeHT IZ nO XarcOfi

IIpI4r{I4He.

2.8. BuyrpeHn s,s, onvrcb cocraBJnerc.f, Ha orAenbr{oM Jrr{cre.

2.9. llp, rloAroroBKe JllrrrHbrx Aen K nepeAar{e Ha xpaHeHrie K eHyrpeHueft olr4cr4

cocraBrqercf, I4ToroBas 3arrvcb, B Koropoil yxa:unaercfl qraSpanan r4 [porrr4cbro Korr4r{ecrBo

BKJITOqCHHbIX B HCE AOKYMEHTOB I4 KOJII4I{CCTBO JII4CTOB ACNA.

3. BeAeHr.re JrrrqHbtx ge;l pa6orHHKoB
3. I . JIn.{Hoe reno BeAercs B TeqeHHe Bcero rrep}roAa pa6oru KaxAoro rreAarofa A

corpyAH14Ka MBIOY.
3.2. .{a:rsHefiuree BeAeHue rl4t{Horo 4ena pa6orHr4Ka lpeAycMarpuBaer rroMeuleHr4e B Aeno

AoKyMeHTon, o6pa:yrcilruxct B Irpoqecce pa6ovefi AeflTerbHocrv vt r.{Mercrlr4x 3HaqeHile AJrq

TpyAoBblx orHoureHnil:
- AOrronHr4TerbHbre cofJraureHrq K rpyAoBoMy AofoBopy;
- or3brBbr AonxHocrHbrx JrHrt o pa6ornnre:
- Korr1414 AoKyMeHToB o rroBbrlreH14r4 rna,rucpuxal1:a:r,;

- Konr4v cepruQur<aroB, fpaMor;
- r{Hbre AoKyMeHTbr.

3.3. B .nuqHr,re AeJIa He rloMelrlarorcr AoKyMeHTbr, r4Meloulr4e BTopocre[eHHoe 3HaqeHr4e 14

cpoK xpaHeHr4q MeHee 10 ,rer BKrror{ure;rbHo.
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3.4. BrtAa'{a xonufi AoKyMeHToB 143 rnr{Horo 4ena [por43BoAuTcq rro Jrr4r]HoMy 3aqBneHr4ro
pa6orHurca n c pa3petneH:afl. 3aBeAyrouero. Konur4 AoKyMeHToB Aonxutr 6srrt 3aBepeHbr 14

[peAocraBJIeHbI pa6oruraxy B Ter{eHI4e rpex 4neft co AHr [oAar{u 3aflBreH:Z^fl.

3.5. I4srsrue orAeJrbHbIX roKyMeHToB r43 Jrr4rrHofo Aena npor43BoAr4Tcq c pa3peueH14q
3aBelyrcuero MBIOY c ocpopMneHl4eM coorBercrnyroulefi 3ailvcl n rpaQe <llpnveuaHrae>>
BHyrpeHHert onucn. Ilpu npevellHoM vr3TflTtr4 AoKyMeHTa r-ra ero Mecro (mex4y Jrr4craMr.l

coceAHlIX AoKyMeH'ron) exla2lbiBaerct c[paBKa - 3aMecrr4Tenb c yKa3aHr4eM AarEr H [pr4rrr4H
u3TflTVrfl, C IIOIIIHCb]O JIHI-la, BbrAaBlrrefo AoKyMeHT, r4 rIOArr14cb]o JII4IIa, flonyqr4Blxefo efo Bo
BpeMeHHOe nonb3OB aHvre.

3.6. B qe:ux o6ecneqeul4t KoHTpoIrfl 3a coxpaHHocrbro r4 aKTyanbHocrblo Jrr.rqHbrx Aen B

MFAOy exeroAllo (He ro:4uee I xnapraJra roAa, cneAylouero 3a orqerHbrM) npousno rrrrcfl
IIpOBepKa VX HaJII4I{Idfl LI COCTOflHLTfl.

4. XpaHeHue H yr{er Jrnrf Hbrx 4el pa6orHuKoB
4.1 XpaueHvrev yqer nI4r{HbIX AeJI reAafofoB r4 corpyAHr.rxon MBI{OV opraur43y}orcr c ueJrbro
6slcrporo roI4cKa nI4rtHbIX AeJI, o6ecne.{eHzq HX coxpaHHocrr4 vr xon$ra4eurIr4aJIbHocrr{
cne4euufr, coAepxaql4xct B AoKyMeHTax Jrr4rrHbrx AeJr, or HecaHKrIr4oHr4poBaHHoro Aocryna.
4.2.Jlu'rHHe Aena pa6oruHxon, AonxlrocrHbre 14HcrpyKr-lllr{ xpaHqrcq y 3aBeAyrouero B

urxaQy, uMelouleMy 3aKpblrbtfr gocryn. Jluqsue KaprorrKr4 no yuuQlrunpoBaHHofi $opnre }le T-
2, a raKxe cnpaBKI4 o Hanhsr4rl (orcyrcrenu) cyAr,rMocrrr 14 (uttu) $axra yronoBHoro
npecneAoBaHur xpaHrrcr orAeJrbHo B ceilQe y pyKoBoAr4Terrfl.

4.3.TpyaoBble KHI,IxKI4 xpaHsrct y 3aBeAyloillero n cefrSe, uMeroueMy 3aKpbrrblfi 4ocryn,
MeAr4ur.r HcKr4 e KHlr xKr4 xpaHqrcq B MeAr4 rlr,r H cKoM rca6z uere.
4.4.[ocryn K JII4r{HIIM AenaM pa6oruuroB uMeror roJlbKo Aenonpor43BoAr4TeJrb,
orBercrBessuft 3a JII4tIHbIe Aena neAarofoB 14 corpyAHr4KoB, uasHa.reHHrrfi [pr4Ka3oM,
:aneAyrou1uil MBAOy lu6o 3aMec'rl4reJII,t 3aBeAyrouIero npu 14crronHeHur,r o6s:aHuocrefi
3aBeAyrouero MBIIOV.

5. O$oprvrJreHrre JrffrtHr,rx 4el pa6orH[KoB [epeA cAaqeft B apxnB
5.l.OSoprrlJIeHIre nuqHbIX Aen Anq fleperaqu B apxr4B npou3BoAr4Tcq Aeno[por43BoAureJ]eM.
3ra npoqeAypa BKnrcqaer:

- nonuHnry (nepenrer) Aela.
5.2.Jlucr - 3aBepnTenb Aena AonxeH noAnr4carb ero cocraBr4Terb, lpr4 3ToM Aeraercq
pacuru$poBKa AonxHocrl4 u nollrll4ct{, ilpocraBJrsercr Aara. B ttpoUecce r4cronb3oBaHh.fl
apxuBHbIX AoKyMeHTOB B JI14CTe-3aBepHTene AenarcTcr coorBeTcrByrouu e oTMeTKu.
Eclu Aeno noAIxI4To 6es JII4cra-3aBeplITer'rr, To ero cneAyer HaKJler,rrb Ha BHyrpeHHroro
cropoHy o6.noxrn Aena.

5.3. C uenblo o6ecne.{eHr.ir coxpaHHocrl{ Jtr4r{Hbrx Aen peKoMeHAyercq :

- o6lelt4Hf,Tb. vHll4BvrlyalbHbre Jrr4r{Hbre Aena yBoneHHbrx corpyAHr4KoB B oAHy o6noNxy
(o6le4uHeHHoe Aeno) c raxuvl pacqeroM, .{ro6br o6seu Aena (ToMa) ue npeBbrrxan 250 ,rHcroe
(nyrena c[rr4BKr,r MarepuanoB HHAr4Br4AyanbHbrx Aen rro foAaM ynonrueunr);
- pac[onafarE' MarepuanH vHIVBvrAyaJrbH[,rx Aen B rrpeAenax 4ela (rova) n an$aBrrrHoM
ilopqAKe (noQavra-rrruo).

5.4.IIu'mr'Ie Aena pa6oruuroB, xpaHflTcs 75 rer c foAa yBonbHeHr,{q pa6oruurca.
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6. OrnercrBeHHocrr pa6oroqarerq u pa6onrnrca
6.l.lleaaroru u corpyAHl{Ku MBIOY o6qsaHrr cBoeBpeMeHHo rrpeAcraBJrrrb csereHzq o6
I43MeHeHI4I4 CBOI4X nepcoHanbHbrx AaHHbrx, BKJIIOqeHHbTx B cocTaB rI4r{HOfO AeJra.
6.2.P aloro.qareJrb o6ecneqnsaer :

- coxpaHHocrb JruqHhrx gen pa6orHlrKoB;
- roHQuAeHIII4anbHocrb cBeAenuir, coAepxaqn xcr B nr.rr{Hbrx Aenax pa6oruuron..

7. Ilpaea pa6oroqarerc r.r pabornnrca
T.l.lleaaroru u corpyAHrlKrn MBIOY r,rMeror rrpaBo:
- nonyqarb nonHyro nnQoprraarlulo o6 o6pa6orKe cBor4x
- flonyqaTb AocTyn K cBordM nepcoHanbHbrM AaHHbrM;
- nonyqaTb Korrtrr4 AoKyMeHTOB, XpaHflUUXCfl, B Jrr.rr{HoM

- rpe6oearb r4cKJrroqeHr4r vnv vcnpaBJreHr4f, HeBepHbrx

rrepcoHanbHbrx AaHHbrx;

Aene;
14 HerroJrHux (ucxaNeHuux) cBor.rx

14 Ha 3neKTpoHHbrx

nepcoHanbHbrx AaHHbrx.
I .2.P a1oroAarenb r4Meer npaBo:
- o6pa6arbrBarb nepcoHanbHbre AaHHue pa6orHr4KoB, B ToM qvcJre

HOCI,ITEJI'X;

- 3anpanl4Barb or pa6oruuxon uu$opMaurzro, ueo6xoAlrMyro Anf, Be4eHr,rr nuqHbrx Aen
o6pa6orrcu nepcoHanbHbrx AaHHbrx.
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