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COI''TACOBAHO YTBEPXJIEHO

OO0mmMM cobpaHreM KOJIJISKTHBA npukazom MBY J10

MBY O «CHIIIP mo amanTHBHBIM BUIaM «CILTIP mo aganTUBHBIM BUIAM CIIOpTa

cnopra «[IPEOJOJIEHUE» r.Yensouncka «[MPEOJJOJIEHHUE» r.YensiOnncka

[Ipotokon ot «12» mapta 2025 . Ne 1 otT «12» mapta 2025 1. Ne 13
INOJIO’)KEHUE

0 JIMYHOM Jiejie padlOTHUKA
OO01Me noJI0KEHUI

1. Hacrosimee IlonokeHue perinaMeHTHpYET COCTaB M MOPSAOK BEIEHUS JMYHBIX el
paboOTHUKOB B MyHHMIIMNAIbHOM OIOPKETHOM YUPEXKJEHUU JIOTOJHUTEIBLHOT0 00pa3oBaHUs
«CrnopTUBHasi LIKOJIa MAapaJIMMIMHCKOTO pe3epBa MO aJanTHBHBIM  BHJAAM  CIOpTa
«ITPEOOJIEHUE» ropona Yensouucka (qanee — YapexacHue).

2. Benenme nMUHBIX €1 paOOTHUKOB OCYILECTBISETCS CIELUAIMCTOM 10 KaJpam
VYupexeHns.

3. Ilpu BeneHWM JTUYHBIX JeNT 0OecTieunBaeTcsl coOmoaeHne TpeboBanuii deneparbHOTO
3akoHa oT 27 utonisg 2006 r. Ne 152-D3 «O nepcoHAIBHBIX JTAHHBIX).

4. Paboronarenb ompenensieT JHI, YIMOJHOMOUYEHHBIX Ha OOpabOTKy NepCOHAIbHBIX
JAHHBIX PAOOTHUKOB M HECYIIMX OTBETCTBEHHOCTb B COOTBETCTBUU C 3aKOHOJATEIHbCTBOM
Poccuiickoit denepaiuu 3a HapyIIEHUE PEKUMA 3aIUTHI IEPCOHAIBHBIX TaHHBIX.

5. IlepconanbHble [AaHHbIE, BHECEHHbIE B JIMYHOE JEJI0 pabOTHHKA, OTHOCATCS K
CBEICHMUSIM KOH(DUICHIIMAIBHOTO XapakTepa, 3a UCKIIOYEHHEM CBEJCHHM, KOTOpble B
COOTBETCTBHUU C (eJIepaTbHBIMU 3aKOHAMHU MOTYT OBITh OTTyOJIMKOBAHBI.

6. V3meHeHue cocraBa JMYHOTO Jena, CHOPMUPOBAHHOTO [0 BCTYIUIEHHS B CHILY
Hactosiuero [lonoxxenus, He TomycKaeTcs.

7. PaboTHUK MMeeT MpaBO Ha 03HAKOMJICHHE C MaTepuaIaMH CBOETO JIUYHOTO JIeja.

8. JIuunsie nena pabOTHUKOB PErUCTPUPYIOTCA B KHUTe yueTa JIMYHBIX JIe.

CocTtaB JIUYHOTO Jciia

9. Ilpn mpueme Ha paboTy pabOTHHMKA 3aBOJUTCS JIMYHOE JEN0, B COCTaB KOTOPOTO
MPUOOIIAIOTCS:

- 3asBJICHHE O MpueMe Ha paboTy;

- 9K3EMIUTSIP TPYAOBOTO JOTOBOPA;

- mpuKa3 (pacnopsbkeHue) o mpueme paboTHHKA Ha paboTy (yHuduuuposanHas Gpopma No
T-1) unu xonus nMpuKas3a UM BBIIKUCKA U3 MPUKA3a;

- IMYHAas KapTouka paboTHHKa (yHH(DUIIHpOoBaHHas Gpopma Ne T-2);

- coryiacue (cornacusi) Ha 00paboOTKy MEePCOHATBHBIX IAHHBIX;

- CBEJCHUSA O TPYAOBOH JEATEIbHOCTH, MPENOCTaBIsieMble W3 HH(POPMAIMOHHBIX
pecypcos Ilencuonnoro ouaa Poccuiickoit deneparuuy;

- JINCT 03HAKOMJIEHUS C JIOKAJIbHBIMH HOPMATHBHBIMU aKTaMU;

- KOTIHSI TacMopTa WM UHOTO JOKYMEHTA, YAOCTOBEPSIOIIET0 TUIHOCTH;

- KOTIHSI TPYAOBOM KHUKKHU — JUIsI JTUI], TOCTYNAIOIINX HA Pa0OTY MO0 COBMECTUTEILCTBY;

- KOIUS JIOKYMEHTa, MOJTBEP)KJAIOIIEro PErHCTPalyio B CHCTEME WHIAMBHUIYAIBHOTO
(mepcoHN(pHUIMPOBAHHOIO) YUETa;

- KOIUSI CBUJIETEIHCTBA O MOCTAHOBKE (PU3MUYECKOIO JIMIA HAa y4eT B HAJIOTOBOM OpraHe
10 MECTY KUTEIbCTBA Ha Tepputopuu Poccuiickon ®@enepanny;



- KOIUHU JIOKYMEHTOB 00 oOpa3zoBaHumd W (WiIM) O KBAIM(PUKALMK WM HAIAYHA
CIICLMAJIbHBIX 3HAHMIA;

- CHpaBKa-NIOATBEpPKJICHHE U3 MpOopecCHOHATBFHON 00pa3oBaTeIbHON OpraHU3aly MU
o0pa3oBaTesIbHOW OpraHU3alMy BBICIIETO 00pa30BaHMs WM CKPUHIIOT ¢ caiita PocoOpHan3opa
0 TpOBEpKE IMOJJIMHHOCTH JHUIUIOMAa O CpexHeM NpodecCHOHAIBHOM WM O BBICHIEM
oOpa3oBaHuUM;

- chmpaBKka O Haauyuu (OTCYTCTBHH) CyIUMOCTH U (wiam) (akra YroJOBHOTO
npecieoBaHus 100 O HPEKpPalIeHUH YroJIOBHOTO IPECIEAOBAHUS 10 PEabUIUTHPYIOLIUM
OCHOBAHUSIM;

- KOTIMU CBUJIETENILCTB O PETUCTPALMU aKTOB I'PAXKJAHCKOTO COCTOSIHUS;

- KONMHUH PEIICHWA O HArpaXXJIECHUU TOCYIapCTBEHHBIMU U (WMJIM) BEIOMCTBEHHBIMU
Harpagamu Poccuiickoit @enepanuu.

10. K nuynomy peny paOOTHMKAa HOPHOOIIAIOTCS JOKYMEHTHI, IOATBEPKAAIONINE
MIPEIOCTABJIICHUE JOMOJHUTENbHBIX IpaB M COLUUAIbHBIX TapaHTHUHl B COOTBETCTBHM C
3aKkoHoJarenbcTBOM Poccuiickoit denepanuu, a Takke HHbIE JOKYMEHTBI, MPEIyCMOTPEHHbIE
(dbenepanbHBIMU 3aKOHAMU U UHBIMU HOPMAaTUBHBIMH akTaMu Poccuiickoit @enepamu.

11. B nu4HOE €510 HE BKIIOYAKOTCS TOKYMEHTBI, UMEIOIIME BTOPOCTENIEHHOE 3HAYEHUE
(0 mpenocTtaBleHUM OTIYCKa, CIPAaBKHM C MeCTa HKHUTEJIbCTBA, O JKWJIMIIHBIX YCIOBHUSX,
YEPHOBHUKHU JJOKYMEHTOB H T.I1.).

12. Tlpu moctyrieHuH Ha paboTy pabOTHUK KagpoBOM CIyXKObl O0QOpPMIISET JTUUYHYIO
KapTouky paboTHuka (yHudummpoBanHas ¢opma Ne T-2), xoTtopas XpaHHTCS B OTACIBHOU
KapTOTeKe U MPHOOIaeTcs K IMYHOMY Jie1y paOOTHHKA IPU PACTOPKEHUU TPYIOBOTO JI0TOBOPA.

13. JlommyckaeTcsi COCTaBJICHHE JIMYHOM KapTOUYKW paboTHUKA (yHU(UIIMpOBaHHAs (hopma
Neo T-2) ¢ ucnosnpb30BaHUEM CPEACTB aBTOMATHU3AIIH.

[Topsimok BeaeHUs TUYHOTO Jelia

14. JInunoe neno GopmupyeTcst B manky-ckopocumaaTenb popmara A4. Mcnonb3oBaHue
IUIACTUKOBBIX (PAlIIOB (T.H. «MYJIbTH(HOP» MU «KapMaH») He JOIyCKaeTCs.

15. B nu4HOE /€710 BKJICUBACTCS BHYTPEHHSSA OIUCH JOKYMEHTOB JITYHOTO JeJIa, KOTopas
MIEPBOHAYAIBHO 1€YAaTACTCs HA EPCOHAITBHOM KOMIIBIOTEPE, BIIOCIICJICTBUH 3aIIMCH BHOCATCS OT
PYKH.

16. Bce MCThI JIMYHOTO JIeNa, BKIIOYask MPHOOIIEHHBIC K HEMY JOKYMEHTBI, HyMEPYIOTCS
B XPOHOJIOTHYECKOM ITOPSIJIKE.

17. B niporiecce TpyA0BOM JACSITEILHOCTH B JIMUHOE JIEI0 PaOOTHHKA JT00ABIISIOTCS:

- IOTIOJIHUTEIILHBIE COTJIAIICHHS K TPYIOBOMY JIOTOBOPY;

- YBEIOMJICHUS pa0OTHHKOB 00 WU3MEHEHHUSX TPYAOBOTO JIOTOBOPA WJIM U3MEHCHHSX B
TPY/ZIOBOM 3aKOHOJIaTEIIbCTBE,

- KOITUY MPHUKa30B (PacropspKEHU) 0 IepeBoie padOTHUKA HA APYTYIO paboTy;

- KONUU JOKYMEHTOB 00 oOpa3oBaHuu u (WiIM) O KBadU(UKALUHU, MOATBEPKIAIOLINE
noJrydeHue o0pa3oBaHus B IPoIecce padOThI;

- MaTepualbl aTTeCTAIMOHHOW KOMUCCHUY;

- KOIUU MPHUKA30B (pacmopsbKeHU) 0 MOOMIPEeHUuH paboTHUKA, a TaKKe O HAJIOKEHUHU Ha
HEro JUCIHUILTHHAPHOTO B3bICKAHUS JI0 €r0 CHATHS U OTMEHBL;

- KOITUH JIOKYMEHTOB O Hayalle cIy)KeOHOM MPOBEPKH, O €€ pe3ylbTaTax, B TOM YHucie 00
OTCTpaHEHHH OT PaboTHI;

- JUIA TIeIarOTHYEeCKUX PAOOTHUKOB — KOTHMH PEUICHUS KOMHUCCHUU MO YPETyIUPOBAHUIO
CIIOPOB MEXy Y4aCTHHKaMU 00pa30BaTEIbHBIX OTHOIICHUN;

- KOTHMH JIOKYMEHTOB O TOCYJapCTBEHHBIX M BEJOMCTBEHHBIX Harpanax Poccuiickoit
denepanuu, MOIyYEHHBIX B IPOIECCE PAOOTHI.

18. BpemMeHHO BKJIAJIBIBAIOTCS B COCTaB JIMYHOTO Jejla MaTepHalbl, CBS3aHHBIE C
MOJIy4eHUEM PaOOTHUKOM JUCIUILIMHAPHOTO B3bICKAHMUSI.



19. B nuuHoe peno paOOTHHKA BHOCSTCS TaKXKe €ro MUCHMEHHBIC OOBSICHEHHS, €CIIU
Takue 0OBbSICHEHHS JaHbI UM TOCJIE O3HAKOMIICHHUS C JOKYMEHTAMHU CBOETO JINYHOTO JIENa.

20. Ilo moxymeHTaM, MCKJIIOYaeMbIM HM3 COCTaBa JIMYHOTO Jeia, AEJaeTcs OTMETKa BO
BHYTPEHHEH OMUCH JOKYMEHTOB JIMYHOTO JIeNa.

21. Jluunbie nena paOOTHUKOB XpaHATCS B cedde MM METAIMYECKOM 3allupacMoM

mKady.

YBonbHEHNE pabOTHUKA (PACTOPKEHHUE TPYAOBOTO JI0TOBOPA)

22. Ilpu yBOnbHEHUM pabOTHUKA (PAaCTOP>KEHUU TPYIOBOTO JIOTOBOpPA) B JIMYHOE JEIIO
pabOTHHKA, BHOCSITCS:

- JIOKYMEHTBI, MOCIYKUBIINE OCHOBAHUEM Ui YBOJIbHEHUS (PACTOPKEHUS TPYIOBOIO
JOrOBOpa) — 3asBJICHUE pAOOTHHMKA, COIIAIIEHHE O PACTOPKEHUH TPYAOBOIO JIOTOBOPA,
ITOBECTKA O MPHU3bIBE Ha BOCHHYIO CIIY’KOy U Jpyrue OCHOBAHHUS;

- mpuka3 (pacnopsbkeHHe) O NpeKpalleHHH (pacTOP>KEHUH) TPYIOBOTO JIOTOBOpPa C
paboTHukOoM (yBosibHeHHMH) (yHUuUuUpoBaHHas (opma Ne T-8) wim Komus mNpuKaza WU
BBINIMCKA U3 MTPUKa3a;

- KOTIMSI BBIJJAHHBIX PAOOTHUKY CBEIEHUM 0 TpynoBoH aesrenbHocTH (popma CT/-P);

- KOTIHSI CIIPAaBKH O CyMMe 3apa0oTKa 3a JiBa KaJeHJapHbIX rojia, MPeAIIECTBYIOIUX IOy
npekpaieHus: padoTel, cripaBky no ¢opme 2-HJIDJIL.

23. IIpoBepka KOMIUIEKTHOCTH M MPaBUIBLHOCTH O(OPMIIEHHUS JTUYHOTO Jieia pabOTHUKA
npoBoauTcst B TeueHue 10 paboumx AHEW €O [HS YBOJIbHEHHUS pPaOOTHHKA (pacTOpKEHHs
TPYZIOBOTO JIOTOBOPA).

3aKII0YUTEIbHBIC TOJI0XKESHUS

24. 3aKOHYEHHBIE JEJIONMPOU3BOJICTBOM JIMYHBIE J€ja MEPENAIOTCA B ApXUB Y UPEKICHUS
u xpanstes S0 ner.

25. Ilpu peopraHm3zanuu WIH JUKBUAANNHK YUPESKJACHHUS JIMYHBIC Jiena paOOTHUKOB
MepelaloTCsl ero MNpaBoONpPEeeMHUKY. B ciiydae OTCYTCTBUSI NHpaBOIPEEMHHUKA JIMYHBIC Jeia
PabOTHHUKOB TIEPEIAIOTCS HA XpaHEHUE B apXHUB ropoaa YensOnHcKa.

26. 3a HEeUCIOJIHCHUE WM HEHAJIeXKAIIHe MCIIOJHEHNE 00s13aHHOCTEH, YCTaHOBJICHHBIX
HacrosuM [looxenneM, pabOTHUKH YUPEKIACHHUS HECYT:

- JIUCHUIUIMHAPHYKD OTBETCTBEHHOCTh B COOTBETCTBUM C TpPyAOBBIM KOJEKCOM
Poccuniickoit @enepanuu;

- aJIMHUHHCTPAaTUBHYIO OTBETCTBEHHOCTb B cooTBeTcTBUU € Koxmekcom Poccuiickoit
Oenepanuu 00 aIMUHUCTPATUBHBIX IPABOHAPYILICHUSIX;

- UHYKO OTBETCTBEHHOCTb, IHPEIYCMOTPEHHYIO 3aKOHOJATEeNbCTBOM Poccuiickoit
Oenepanuu.



