MYHMLMNa/IbHOE GHOIKETHOE YUpeXxXaeHne KybTypbl ONbIMHCKONO CeNIbCKOro noceneHms
«ONbIrMHCKUIA CENbCKUIA JOM KY/NbTYpbI»
(MBYK OCI1 «OnbrnHckuii COK»)
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MPUNKAS3
20.05.20109. CT. ONbrnHCcKas Ne 49

06 yTBepxaeHuUn MonoxeHns
0 nopsaaKe BeLeHNS NTNYHBIX
nen paboTHMKOB

Pykosoacteyacb TK P®, ®degepanbHbiM 3akoHoM 0T 27.07.2006 Ne 152 «O
NepPCoHaNbHbIX [aHHbIX», MeToAnYecKMMM pekoMeHZauusamMm PocapxuBa, YKa3om
MpesngeHTa ot 30.05.2005 Ne 609 «O6 yTBepXAeHMU [MONOXKEHUS O MEPCOHaNbHbIX
[aHHbIX TOCYyfapCTBEHHOIO cnyxalero Poccuninckonn degepaumm 1 BeleHUN ero IMYHOT o
flena», KONNeKTUBHbIM AoroBopomM u yctaBom MBY K OCI «OnbruHckuin CAK»,-

MPNKA3BIBAIO:

1 YT1BepanTb MMonoxeHne o nopsake BeAeHUS NUYHbIX Aen paboTHMKoB MBYK OCII
«OnbruHckmii CAK» B COOTBETCTBUU C NPUNOXKeEHNEM 1 K npukasy.

2. Ha3HauMTb OTBETCTBEHHbLIM 3a BeAeHWEe /NNYHbIX [eN COTPYLHWKOB [upeKTopa
MycToWwKMHY NpnHy NMaBnoBHY.

3. Ha Bpemsi otnycka aupektopa MBYK OCI «OnbruHckuii CAK» BO3M0XUTb
OTBETCTBEHHOCTb 3a BeAeHMEe /NUYHbIX [eN COTPYAHMKOB Ha MeTogucTa KaybHOoro
yupexpgeHua E. H. KoHppaluosy.

4. naBHomy 6yxrantepy E.H. UymayeHKo pasmecTuTb MonoxeHne o Nopsike BeAeHUS
NUYHbIX fden paboTHukoB MBYK OCMMAnwTwceknii CAK» Ha oduumansHOM caiTe

yupexgeHus. *

5. KOHTpO/b 3a UCMOMTHEHNEM HPOSALWETO. TaBNst0 3a COOOMN.

AdwnpekTop

MBYK OCIM «OnbruHckunin CL, W.M. NMycTowkKnHa

C npukKa3om 03HaKOM/IeHa: yma4yeHko / ap, QS, 2.0(9
(pacwmdposka nognucu) (pata)

/E.H. KoHppatosa/

(pacwwmpoBka nognumcu) (pata)



MpunoxeHune 1
K npukasy ot 20.05.2019r. Ne 49

MonoxeHne o NopsgKe BeAeHUS NNYHbIX el pab0THUKOB MYyHULMNANbHOIO
OO KETHOI0 yupexaeHns KynbTypbl ONIbrMHCKOrO Ce/IbCKOr0 MnocesieHns
«ONbIMHCKUI CeNTbCKUIA JOM KY/bTYpbl»

1. O6uwme NoNoXKeHNSA

1. HacTosuiee nonoxeHue onpeaensieT NopsAoK BeAeHUS NNYHbIX AeNl COTPYAHUKOB B
MYHULMUNANIbHOM — OHODKETHOM  yupeXxAeHWn KynbTypbl ONbIMHCKOTO  CENbCKOro
noceneHnst «ONbrMHCKMn CenbCKuiA OM KynbTypbl (fanee - YupexaeHue).

1.1. JlnyHoe pAeno paboOTHUKA - COBOKYMHOCTb [OKYMEHTOB MNEpPCOHAanbHOro YyueTa,
coAepXallnx ceeaeHns 0 paboTHUKE 1 ero TpyA0BOW AEATENbHOCTH.

1.2. TlonoxeHne paspabotaHo B cooTeeTcTBMU C TK, ®defepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHanbHbIX AaHHbIX», MeTognyYecKUMU pekoMeHpaunamu
PocapxuBa, Yka3om lNpe3ngeHTta oT 30.05.2005 Ne 609 «O6 yTBepXAeHUN MON0XKEHNS O
NepcoHasibHbIX [aHHbIX TOCYyfapCTBEHHOro chnyxXawero Poccuiickoin ®epepaunn u
BEJEHWUW ero IMYHOro fena», KONNEKTUBHbLIM LOTOBOPOM M YCTaBOM YUpexaeHus.

2. PopmupoBaHuMe NUYHbIX fen paboTHUKOB.

2.1. ®opMUpOBaHMEe NNYHOIO Aena paboTHMKA NPOU3BOAMTCA CMeLManicToM no Kagpam
He No3aHee NATW Pabouymnx AHEN CO [HA 3aK/MUYEHUs TPYA0BOr0 A0roBOpa M TOMbKO Moc/e
MonyyeHUs oT paboTHMKA COrnacust Ha 06paboTKy ero NepcoHanbHbIX JaHHbIX.

2.2. Mpun nocTynaeHnn Ha paboTy COTPYAHUK NpefocTaBnsaeT (MpU Hannuumm): - nacnopt
WM MHOW [JOKYMEHT, YAOCTOBEPSAIOLWMIA NMYHOCTL; - aBTobGMoOrpaguio; - 3asBfieHue o
npueme Ha paboTy; - CTpaxoBOe CBUAETENbCTBO MEHCMOHHOrO CTpaxoBaHus; -
NOAEHTUDNKALNOHHBLIA HOMep HanoronnatenblWwuKa; - LOKYMEHT BOMHCKOro yyeta (4ns
BOEHHO00513aHHbIX NNL); - AOKYMeHT 006 06pa3oBaHWW; - aTTeCTaluWMOHHbIA ANUCT; -
crnpaBKy 0 Hanmuum (0TCYTCTBMM) CYAUMOCTM 1 (MNK) aKTa YyronoBHOro npecnefoBaHuns;
- TPYLOBYI KHWXKY; - MeAUUUHCKYK KHWXKY; - CBWUAeTeNbCTBO O Opake; -
CBMAETENLCTBO O POXKAEHUW AETEN.

2.3. PaboTopaTenb 0hopMNSET:
- JIMYHYK KapTouky Ne T-2;
- NpuKa3s o0 Npueme Ha paboTy (0 nepemeLlLeHNN Ha Apyrve JO/HKHOCTU);

- TPYAO0BOIi AOrOBOP B [IBYX 3K3EMMNAAPaXx;

-0O/MKHOCTHY WUHCTPYKLUIO.
2.4. TlepBMYHOE O(hOPMIIEHME NIMYHOTO Aena NpefyCcMaTpuBaeT:
a) NPUCBOEHME NIMYHOMY [ie/ly HOMepa COr/laCHO XXYpHasny yyeTta MYHbIX den,

6) npocTaBneHne Ha 0610XKKe IMYHOrO fAena CrefyrLwmx peKBn3nToB:



* MHAEKC aena (B COOTBETCTBUMN C HOMEHKNATYPOU AeN YUpexaeHns);
* M0JIHOE HaMMEHOBaHME YUpexaeHus;

* HOMEpP /INYHOrO fena;

* (hamunna Mms 0T4YeCTBO PabOTHMKA B MMEHUTENbHOM Mafexe;

e [aTbl - rof Hayana v roj OKOHYaHuA BefeHUA aena;

* KO/IMYECTBO /INCTOB;

* CPOK XpaHeHus;

B) TMNOMeLLeHNe [OKYMEHTOB, MoAnexawmx XpaHeHWO B COCTaBe /IMYHbIX f[eN, B
XPOHOMOrMYECKOM MOPSKE:

- BHYTPEHHSAA ONNCb AOKYMEHTOB Aena,;

- INCT C OTMeTKammn 06 03HaKOMNEHUU PabOTHMKA C IUYHLIM [e/0M;

- JINCT C OTMETKamm 0 pesysibTaTax eXerogHoin npoBepKn COCTOAHMSA NMYHOIO Aena,;
- JINYHbI/ NUCTOK MO Y4YeTy KagpoB UM aHKETa,;

- aBToOMOrpaus;

- 3asBNIEHME 0 Npueme Ha paboTy;

- MpUKa3 0 Npueme Ha paboTy;

- AOroBOp O MOSIHON MaTepuasnbHON OTBETCTBEHHOCTU (ecnn paboTHMK - MaTepuanbHO
OTBETCTBEHHOE NUL0);

- XapaKTepUCTUKN N PeKOMeHAaTeNlbHble NMNCbMa;
- cornacme Ha 06paboTKy NepPcoHasbHbIX AaHHbIX.
2.5. JInCcTbl LOKYMEHTOB, NOMELLEHHbIX B IMYHOE Ae/0, NOANEXAT HyMepaLuu.

2.6. [loKyMeHTbl NOMeLLalTCa B Manky-ckopoclumBatenb. [1pu yBONbHEHUM pabOTHUKA
NPOLUMBAKOTCS HATKAMW W CAAIOTCA B apXmB.

2.7. BHYTpPEHHAA ONWUCb [OKYMEHTOB, UMEKLMNXCS B IMYHOM [efe, [0/KHA COAEPXKaTb
CBefleHMs 0 MOPAAKOBbIX HOMepax, HaMMEHOBaHWUSAX [OKYMEHTOB fena, KOnM4yecTBe
NNCTOB, AaTaxX BK/HOYEHMUS AOKYMEHTOB B IMYHOE AEN0 W M3bATUS M3 feNa, a TakxKe KeM
N3bAT AOKYMEHT M MO KaKoi NpUUnHE.

2.8. BHYTpeHHsIsi ONUCb COCTaB/AETCA Ha OTAE/NbHOM JIMCTE MO YCTAaHOBMEHHON opme.
JINCTbI BHYTPEHHEl onucy HyMepytoTCst 0TeNbHO.

2.9. Mpu NOArOTOBKE NMYHLIX Aen K Mepejaye Ha XpaHeHWe K BHYTPEHHEN onucu
COCTaBNSIETCS WUTOroBas 3anucb, B KOTOPOW YKa3blBaeTca Uudpamyu M NPOMMUCHIO
KO/IMYECTBO BK/IKOYEHHbIX B HEEe JOKYMEHTOB M KOIMYECTBO MCTOB fena.

3. BepfeHue nNUHbIX Aen paboTHMKOB



3.1. JIn4yHoe pfeno BeAeTcs B TeYeHMe BCEro nepumofa paboTbl KaXAOro COTPyAHMKA
YupexageHus.

3.2. [lanbHeiillee BefeHWe NUYHOro fena paboTHMKA npegycmaTpuBaeT MOMeLLeHWe B
[leN0 AOKYMEHTOB, 06pasytolmxcsa B npouecce pabouyen [AeATENbHOCTM U MMEeHLWnX
3HauyeHne ANg TPY/A0BbIX OTHOLUEHWIA:

- AOMOMIHEHME K TMYHOMY NINCTKY MO y4eTy Kafpos;

- KOMWK NpuKa3oB Mo IMYHOMY COCTaBY, KOTOpble KacatoTcs paboTHUKA;
- 0T3bIBbl AO/MKHOCTHbIX 1L, 0 PAGOTHUKE;

- KOMWW AOKYMEHTOB O NOBbILLEHUW KBaNU(UKaLNN;

- KOMUU CepTU(UKATOB, FPamMorT;

NINCT - 3aBepuTenb Aena (CocTaBNAT NPU cade MMYHOTO Aena B apxuB);
- WHbIE OKYMEHTbI.

3.3. B KOHUe KaneHjapHoro roga v He nosgHee 30 aekabpsi Bce pabOTHUKKN YUpexaeHuns
NPOXOAAT O3HAKOM/IEHWE C NNYHbIMW fdenamn. O6 3TOM [efnaetcs OTMETKa B /MCTe
03HaKOMJIeHUA PaboTHMKA C TMUYHBLIM [e/0M.

3.4. O3HaKOM/IeHUe C [1e1I0M MPOUCXOANUT UCKIOUYNTENBHO B KabuHeTe creyuanucTa no
KagpaM 1 B €ro NpucyTCTBMM. 3anpeLiaeTcs BbIHOC fena M3 KabuHeTa.

3.5. Bblgaya Konuii 4OKYMEHTOB M3 IMYHOTO [ieNa NPOM3BOANTCS MO IMYHOMY 3asiBNIEHUNHO
paboTHMKA W C paspelleHns AupekTopa. Konun AOKYMEHTOB [LO/KHbl ObiTb 3aBepeHbl U
npefocTaBNeHbl PABOTHUKY B TeUEHMe TpexX AHel Co AHA Nofaun 3asBNeHus.

3.6. M3bATUE OTAENbHbLIX AOKYMEHTOB W3 IMYHOrO Aefna NpPoM3BOAMTCSA C paspelleHus
AVpeKTopa YupexaeHus ¢ OogopM/IeHMEM COOTBETCTBYHOLWE 3anucy B rpade
«pumeyaHune» BHYTPeHHel onucu. Mpu BPEMEHHOM U3bATUM [JOKYMEHTA Ha ero MecTo
(MeXxay nucTamy CoceHUX AOKYMEHTOB) BK/NaAblBAeTCs CpaBKa-AWPEKTOP C YKasaHUEM
[aTbl U NPUUYUH U3BATUS C MOAMNUCLIO NMLA, BbiAABLIEr0 AOKYMEHT, U NMOAMMUCLIO NKLaA,
MONTYUYMBLLErO €ro BO BPEMEHHOE MO/b30BaHMUE.

3.7. B uensix obecrneyeHnss KOHTPONS 3a COXPAHHOCTbIO M aKTYa/bHOCTbIO INYHBIX [N B
YupexaeHun exerofaHo (He nosaHee | KBapTana rofa, CnefyloLLIEro 3a OTYETHbIM)
MPOM3BOAMTCA NMPOBEPKA UX HAMNUMS N COCTOSIHUS.

3.8. EXerogHyt npoBepKy COCTOSIHUA JIMYHbIX [en Ha MNpeamMeT COXPaHHOCTM
BK/IIOYEHHbIX B HEro [OKYMEHTOB MPOBOAWT CheuuanbHO cosfaHHas Komuccus. O
NpoBe/fleHHbIX NPOBepKax AenaeTcs 0TMeTKa B IMCTe 0 pe3y/ibTaTax eXXerofiHoi npoBepKy
COCTOSIHMSI M Hannuusa nMYHoro aena (npunoxexHue Ne 5) n coctaBnsieTcs akT. Pe3ynbTathbl
MPOBEPKM NMNYHbIX fleN B 06513aTeNbHOM MOPsiAKe A0BOAATCS 0 ANPEKTOPA Y UpeXaeHNeM.

4. XpaHeHue N yyeT NNYHbIX e/l paboTHUKOB

4.1 XpaHeHue U y4yeT NINYHbIX [eN COTPYAHMKOB YUpexaeHuUs OpraHusyrTca C Lenbto
ObICTPOro NOMCKA NINYHBLIX Aen, obecrnevyeHns UX COXPaAHHOCTU U KOH(UAEHLNANBHOCTH
CBEAEHMI, cofepXawmxca B [OKYMeHTax /MYHbIX feN, OT HeCaHKLMOHWPOBAHHOIO
focTyna.



4.2. InyHble gena paboTHUKOB, AO/MKHOCTHbIE MHCTPYKLUUMN XPaHATCA y cneyuanncTa no
KaZpam B cneyuanbHOM MeTaninyeckom celie. JINUHble KapTOUYKM MO YHUPULMPOBAHHOW
(opme Ne T-2 XpaHATCS OTAENLHO.

4.3. TpynoBble KHUWXKW, MEAMLIVHCKME KHUXKW XpaHATCA B celide y cneumanucra no
Kapam.

4.4. OocTyn K NWYHbIM AenaM pPaboTHMKOB MMEKT TOMbKO CNeunanucT no Kagpam u
AVPEKTOP YupexaeHus (nMbo 3amecTUTEeNn AMPEKTOopa Npu UCNOMHEHUN 06S3aHHOCTEN
AVpPEKTOpa YupexaeHus).

4.5. Cuctematunsaumns NUYHbIX gen paboTHUKOB NPOU3BOAUTCA B ant)aBUTHOM MOPSAKE.
5. OdopmneHune NNYHBbIX fen paboTHUKOB Mepej chayvein B apxms

5.1. OchopM/IeHNE NUYHBIX AeN ANs Nepefayvt B apxuB NMPOW3BOAMTCA CMELMannMcToM Mo
Kazpam.

dTa npoueaypa BKAOYaET:

- noAwmnBky (nepennet) aena;

- YTOYHEHMEe HyMepauun NMCToB [ena,

- COCTaB/leHME NINCTa-3aBEPUTENS;

- cocTaBneHue (YTOUHEHWNe) BHYTPEHHeR onucu;

- BHECEHWe YTOYHEeHWUIA B PEKBU3NTbI NNLIEBOI 06N0XKK Aena.

5.2. JlucT - 3aBepuTenb fena LO/HKEeH nofgnucatb ero COCTaBUTENb, MPU 3TOM AenaeTcs
paclunppoBKa JO/MHKHOCTU 1 NOANMUCK, NPOCTaBAseTca AaTa. B npouecce ncnonb3oBaHUs
apXMBHbIX AOKYMEHTOB B NCTE-3aBEpUTENE AeNatoTcs COOTBETCTBYHOLME OTMETKN. Ecnn
Aeno noawnTo 6e3 NncTa-3aBepuTens, TO ero cneayeT HakNenTb Ha BHYTPEHHIOK CTOPOHY
0610XKKWN aena.

5.3. C Lenbio 06ecneyeHns CoXpaHHOCTY NIMUYHBIX IeN PeKOMEHQYeTCs:

- 00BbEANHATbL NHAMBMAYASIbHBIE NINYHbIE feNa YBONEHHbIX COTPYAHUKOB B OfHY 06/10XKKY
(06beanHEHHOE [eno) ¢ TakMMm pacyeToM, YTo6bl 06bem gena (Toma) He npesbiwan 250
nncToB (NyTeEM CLUMBKW MaTepuanosB MHAMBUAYaNbHbIX AeN M0 rogaM YBONbHEHUS);

- pacnonaraTb MaTepuanbl UHAUBUAYaNbHbIX Aen B npeaenax gena (Toma) B andaBUTHOM
nopsake (Mo haMunbHO), OTAENss MaTepuanbl, 0THOCALLMECS K PasHbIM UHANBUAYaNbHbLIM
[enam, YnucTbIM NIMCTOM 6ymMary ¢ ykasaHMeM Ha HeM (aMuAvMK, UMEHM U OTYecTBa
COOTBETCTBYHOLLETO YBOJIEHHOTO COTPYAHMKA;

- CHabxaTb Kaxjoe o6befMHeHHOe Aeno (ToM) BHYTPEHHEN OMUCbI C NepevyncrieHnem
hamMunnMii, MMeH N OTYEeCTB M YKasaHMEM HOMEPOB CTpaHuL, B npedenax KoOTOPbIX
PacnoioXXeHbl COOTBETCTBYOLWME AOKYMEHTHI.

5.4. Mepegaya NUYHbLIX A€N B apxuB OCYLLECTBASETCA He M03[Hee Tpex NeT nocne
3aBepLUEHNsT UX B [€N0MNPOM3BOACTBE B COOTBETCTBUM C rpadivkom. lMpeaBapuTesbHO
CMeymnannMcTom no Kaapam rnpoBepsieTcs MonHOTa U NPaBUIbHOCTb MOATOTOBKMU NIMYHbIX
Aen K nepefaye. BbisBNeHHble NpY NPOBEPKe HEAOCTATKM YCTPaHSATCA CNeymanucTom no



Kagpam. lNepegaya v npuem NpPon3BOAATCA MO ONUCK C I'IpOCTaHOBKOI\/'I OTMETOK O HJTU4YNK
JINYHbLIX Aen.

5.5. JlnuyHble gena paboTHMKOB, 3aKOHYEHHble Aenonpou3soacTBom Ao 1 aHBaps 2003
roga, xpaHarca 75 net, nocne 1 aHBapa 2003 roga - 50 net. J/InyHoe geno AMpekTopa
YupexaeHnem UMeeT NOCTOSAHHbIA CPOK XPaHEHUS.

6. OTBeTCTBEHHOCTb paboTogaTens U paboTHUKA

6.1. COTpyAHMKN YupexaeHus 06s3aHbl CBOEBPEMEHHO MPeACcTaBNsATb CBefeHMs 06
N3MEHEHWUMN CBOMX MePCOHaNbHbIX JaHHbIX, BK/OUYEHHbIX B COCTAaB NIMYHOTO fena.

6.2. PaboTomaTens obecneymBaer:

- COXPaHHOCTb JINYHbIX Aen paboTHUKOB;

- KOH(MAEHUMANbHOCTb CBEAEHWIA, COAEPXKALLMXCA B MMUHbIX Aenax paboTHMKOB.
7. lNpaBa pa6oTtogaTtenst n paboTHUKa

7.1. COTPYLHUKN YUpexaeHUa UMeloT Nnpa.o:

- nony4Yatb NOMHYK MHQOPMaLUN 06 06paboTKe CBOMX MEPCOHA/bHbIX AaHHbIX;

- nosilyyaTb JOCTYN K CBOMM MEPCOHaIbHbIM [aHHbIM;

- nofiyyaTb KONUU LOKYMEHTOB, XPaHALWMXCA B IMYHOM fefie;

- TpEﬁOBaTb NCKNKYEHNA NN ncnpaBneHna HEBEPHbLIX W HEMOJHbLIX (VICKa)KEHHbIX)
CBOUX NMePCOHa/IbHbIX AaHHbIX.

7.2. PaboTogaTenb MMeeT Npa.o:

- 006pabaTbiBaTb MepCcOHa/bHble AaHHble PAaOOTHUKOB, B TOM YMC/e U Ha 3NEKTPOHHbIX
HOoCUTENsaxX;

- 3anpaluuBaTb OT pabOTHMKOB MH(OPMALNID, HEOOXOAUMYIO AN BeAeHUS NUYHbIX [Aen
1N 06paboOTKN NEPCOHaNbHbIX JaHHbIX.



