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NONOXEH14E
o noPtAKE BEAEHUf,, ytlETA 14 XPAHEHVfl nUq.HblX AEn

PAEOTH 14 KOB MyH 14 qU nAn b HO l-O ytl PE)Kfl EHnn KvI| bryPbl
(UEHTPAI h3OBAH HAfl En En nOTEt{ HAfl CI4CTEMA COH KOBCKOTO

MyH 14 q14 nAn b H O rO OKPyI-A TB E PC KO I'l O EnACTl4 D

O6que nonoxeHltf, P

1.1. Hacronqee nofloxeHl'te paspa6oraHo B coorBercrBvlv c HopMaMn Tpygoaoro
KoAeKca PO, OegepaflbHoro 3aKoHa ot 22.10.2004 Ne 125 - 03 <<06 apxuBHoM Aene B

Poccnficrofi Oe4epaqr4r4>, Oe4epanuHoro 3aKoHa or 27.07.2006 Ns 152 - <D3 <O
nepcoHan bHbrx AaHHbrx>.
1.2. Haqont4ee flonoxenre ycraHaBrrBaer nopfiAoK BeAeHHe, yL{era n xpaHeHnn
flHLtHOTO Aefla pa60rHura MyHnqunaflbHoro yqpexAeHHf, tryflbrypbl
<lenrpanu3oBaHHan 6n6nuorel{Han chcreMa CoHroecroro MyHnqunarbHoro oKpyra
Teepcroft o6flacru>> (ganee - flilr{Hoe geno), a raoKe Qynrqnn orBercrBeHHoro 3a
BeAeHUe, yl{er u xpaHeHne flnlrHbrx Aen B MyHuqunanbHoM yqpexAeHult lryflbrypbl
<lenrpann3oBaHHaa 5u6nuoreqHan cncreMa CoHroecroro MyHuqhnarlbHoro oKpyra
Teepcroil o6nacru>>.
1.3. fluqHoe Aeno - ocHoaHofi AoKyMeHT nepcoHaflbHoro yqera, cogepxaulnft
Hau6onee nonHbte cBe4eHuf, o pa6ornnxe MyxuqnnanbHoro yLrpeXAeHVA Kyflbrypbl
<[eHrpanh3oBaHHan lnlnnoreqHan cilcreMa CoHroecroro MyHr4r.lhnaflbHoro oKpyra
Taepcroft o6nacru>> t ero cnyxe6Hofi ,qesrenbHocrr4. B nuqHoe Aeno BHocf,Tcf,

cBefleHils, cBf,3aHHbre c nocrynfleHheM Ha pa6ory n yBonbHeHheM. C6op t4 BHeceHne B

nt4r{Hoe ,qeno cee,qenuil o norul.lqecxofi u pennfuo3Hofi npuHaAflexHocru, o qacrnofi
xr43Hn pa6ornnra MyxnqrananbHoro yL{pexAeHt,tf, Kynbrypbt <L{enrpanu3oBaHHafl
6u6nuoreqHaf, cncreua ConxoBcKoro MyH,r-lnnaflbHoro oKpyra Tsepcroft o6nacrr>>
3anpeu-leHbr.
1.4.Cee4eunn, co4epxal4necn B nhLrHoM Aene, orHocf,Tcfl r ronSugenqnanunofi
unQopuaqnh, nMetor orpaHhqeHnutfi gocryn t4 pa3rnalueHnto He noAflexar.
1.5. flpu nocrynfleHuh rpaxAaHnHa Ha pa6ory B MynnqunaflbHoe yqpexAeHue
Kynbrypbl <Llenrpanu3oBaHHae 6u6nuotevHaF cucreMa CoHroecrofo MyH14qHnanbHoro

oKpyra Teepcrofi o6nactn>>, B nopeAKe nepeBo4a u3 Apyroro yqpexgeHl4e nuqHoe

Aeflo npnHilMaeTcg, a npu nepeBoAe B Apyroe yqpexAeHHe - nepeAaeTcf, no HoBoMy

Mecry pa6orur.
BeAeHne HecKolrbKr4x nulrHbrx ,qefl o4Horo pabornnra MynuqhnanbHoro yvpexAeHnf,
He AOnycKaeTcF.
H acron qee nonoxeH re yrBepxfl aercr n pu Ka3oM Ar4peKropa yqpe44 eHuA v F Brsercn
o6searenuHbrM AnF Bcex corpygHt4KoB.

2. Ilopn.qor QoptvtttpoBaHltf, nuqHbtx Aer corpy4HttKoB :

2.1. OQopMneHile nnqHblx Aen ocylqecrBflf,ercr flnpeKropoM B rel{eHile S(nnrn) Anefi
co AHf, npheMa corpygHr4Ka na pa6ory.
2.2. OopunpoeaHue .nuLtHoro Aefla corpy4HhKa npor43Bo4r4rcf, HenocpeAcrBeHHo
nocfle npneMa
2.3.l'lpu nocrynneHlzt"z' Ha pa6ory corpyiqHuK npe4craBnfier:
2.3.1 . fior<yuenr, y.qocroBepnnqrfi fl uqHocrb.
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2.3.2. Tpygoayro KHt4xKy nnn cnpaBKy no $opnae CT,q-P, ecnn corpyiqHnK orKa3arlcs or
6yrraaxnofi rpy4oeofi KHilxKt4. l4cxnpqenhe - coBMecrhrern r corpyAHr4Kr4, Koropbrx
BnepBbre nocrynaror Ha pa6ory
2.3.3. r[oryrueHr, roropurfi noATBepXAaer perilcrpaqnto B cr4creMe nHAuBuqyaflbHoro
nepcon r,r$r qr4poBaH Horo yqer a vnv Kaproq Ky C H 14IlC.

2.3.4. Cnpaery o Hannqnn cy4uMocrn tAnt orcyrcrBr4r,r cy4t4MocrtA v13 MB[.
2.3.5.,[pyrne .qoKyMeHTbr, npeflycMorpeHHbre QegepaflbHbrM 3aKoHo.qarerlbcrBoM.
2.4. florcyueHTbt B flt4ltHoM Aene corpy4Hr4Ka pacnonararorcfl B cne4yrorJ-leM nopf,.qKe:

1) onucu florryMeHToB, rMelou1t4xcg B flvtl{HoM Aene;
2) cornacue corpy4Ht4Ka B nncbMeHHoM Br4Ee Ha o6pa6orKy nepcoHaflbHbrx AaHHbrx;
3) o6cearenucreo o Hepa3rflaueHvu un$opuaqnn, co.qepxaulefi nepcoHarlbHbte

AaHHbre;
5) nr,rvHoe 3af,BneHne o npueMe xa pa6ory;
7) npuraa o npneMe na pa6ory; P

4) aurera corpyAHr4Ka, nphHeroro Ha pa6ory;
6) rpy4oaofi Aoroeop, e$$errueFtulil KoHrpaKr;
7) gonxHocrHan uHcrpyKqut;
8) cnpaara o Hafluqnr cygt4Mocru nnn o6 orcyrcrBrn cy4nuocrll 143 MBA;
9) uegnquHcKae cnpaBKa;
10) ranure AoKyMeHTbt, Koropbre AoflxHbr 6urru npegbcBneHbr corpy4Hr4KoM c yqeroM
cneqrSnrn pa6orur.
2.5. 3anpeqaercr noJryqarb, o6pa6arurBarb n npno6qarb K nuqHoMy Aeny pa6ornnra
He ycraHoBfieHHbte SegepanuHbrM14 3aKoHaMn nepcoHanbHbte AaHHbre o ero
noflhrt4qecKrx, perrnfuo3Hbtx A r,rHbrx y6e>64enrRx, vacrHofi xn3Hh, qneHcrBe B

o6r.qecraeHHbtx o6ue4uneHnflx, B ToM qncne a npoSecchoHanbHbtx cop3ax.
2.6. Cae4eHus, co4epxaulnecg B rnqHoM .qefle pa6otnura, FBrlf,torcf,
roHSra4eH Lluafl bHblM n.
2.7. C qenbp o6ecne.{eHnf, Ha4nexauleil coxpaHHocril nhqHoro Aefla corpy4HnKa u

yflo6crea B o6par4eHrara c HnM npu QopnltupoaaHnn AoKyMeHrbr noMeulaprcf, B

orAenbHyp nanKy.
2.8. TpygoBbre KHhxKr4 xpaHnrcf, or4eabHo, crporo, e cefi$e y AupeKropa.

3. flops.qoK BegeHltf, rl,tqHbtx Aen corpy4HttKoB
3.1.8 npoqecce pa6orut K nilqHoMy Aeny npno6qaorcn:
1) gononneHne K aHKere ycraHoBflennofi Sopvtut;
2) .qoKyrueHTbt o npoxoxgeHru ucnbrraHnf,, ecflu raKoBoe ycraHaBflnBanocb;
3) arrecrallnoHHbte fl ncrbt;
4) ronrn peureHuft o nooulpeHmt HarpaxAeHnh;
5) ronrara AnnnoMoB t4 cBnAerenbcrB o nonyLreHHoM AononHnreflbHona o6pasoBaHuvl,
npoxoxgeHnh noBbl.leHun reannQurat1'uu (nepenogroroaru), npucp(qexnn yvenofi
creneHr,l 14 npucBoeHnn yqeHofo 3BaHnF;
6) xonuu RolryMeHroB o nepeBoge Ha Apyryp AonxHocrb t4 yBonbHeHnn;

7) gononHurerbHble corflalueHnc K TpyAoBoMy AoroBopy;
Konhu 3HaLtnMbtx npo$eccraoHafl bHbrx rpaMor, Rilnfl oMoB n 6naroAapuocrefi .

8) nnure AoKyMeHTbr, He npol4Bopeqau{ue n:2.5 nacrof,qero flonoxenus
3.2. Iluyaoe Aeflo corpygHt4KoB opraHu3aq'nn BeAercF B TeqeHhe Bcero nepuo4a
paborur corpy.qHnKa.
3.3. Bce AoKyMeHTbt nilqHoro Aena noMeu{aprcfl B nanKy, Ha Koropofi npocraallserce
npnceoennurft eil nopngroautfi HoMep. flog eThM HoMepoM flhLlHoe Aeno
pefucrpr4pyeTcF B )rypHafle yqeTa fihqHblx Aen.
3.4. fioryrvreHTbl, nprao6rqenHbre K nnqHoMy Aeny pa6orxnra, 6poutopyprcf,, crpaHnqbl
HyMepylorcs, K nnL{HoMy Aeny nphflaraercr BHyrpeHHrF onncu. BuyrpeHHFF onncb
cocraBflFercf, Ha orAer'tbHoM flt4cre no ycraHoeneHHofi $opue.



3.5. flpr noAfoToBKe fluqHbtx Aefl K nepeAaqe Ha xpaHeHne B apxhB B KoHqe Aena
noAUJnBaeTcF r14cT-3aBepuTerb, B KoTopoM yKa3blBaPTcF qu$paruu u nponncbn
KOnuL{eCTBO Jl4CToB B Aene n KOnilqeCTBO fll,1CTOB BHyTpeHnefi OnrCn

4. flopngoK Bblgaqn tlyltlHblx Aen Bo BpeMeHHoe nonb3oBaHne
4.1. Ilr,r.{l-toe Aeflo pa6orHnKa Moxer 6urru BbLqaHo Bo BpeMeHHoe norlb3oBaHue

corpyiqHuKy Ha ocHoBaHnn ero 3afiBfleHnf,, cocTaBfleHHoro B npon3BonbHofi Sopue.
4.2. l-lpn pa6oTe c rhqHblM AeroM, BbrAaHHbrM BO BpeMeHHOe nonb3oBaHne,

3anpeqaercn npon3BoAr4Tb xaxne-nn6o hcnpaBneHHf,, BHocl4Tb HoBble 3anucr/,,

n3BneKarb AoKyMeHTbl, pa3rflauJarb co4epxauiuecF B HeM roH$uAenlluanbHble
cBe.qeHuF.

5. OreercrBeHHocru Pa6ornllKoB
5.1. Pa6orHrru o$seaHur cBoeBpeMeHHo npeAcraBfif,Tb cBegeHnf, o6 n3MeHeHl4l,l

nepcoHanbHblx RaHHblx, BlffiloqeHHblx B cocraB nuqHofo Aefla.
5.2. flr,rpexrop o6ecneqhBaerl *

coxpaHHocrb nhL{Hbtx Aen pa6orHl,lKoB;

roH4ugenq4afl bHocrb cBeAeH n ft , cogepxaul,txcf, B n hq H blx Aenax pa6oru uroB

5.3. flrapenrop HeceT Ancq,tnnnHapHylo n 4Hylo OTBeTCTBeHHOCTb 3a

pa3rnauenre roH$ugeHqhanbHbtx cee4eHuil, co4epxaulhxcfi B rl4qHblx Aeflax, r 3a

uHble HapyuJeHuf, nopf,AKa BeAeHuf, nhqHblx Aefl.
6. Ilpaea pa6ornnroe u pa6orogarerf,

6.1.[ns ooecneqeHnF 3au{}1Tbt nepcoHaflbHbrx AaHHblX, KOTOpble XpaHf,TCF B fll4l{Hblx

Reflax pa6orHt4Koe, pa6orHnKl4 rMePT npaBol
1) nonyvarb nonHyp ransopvraqhp o cBor,rx nepcoHar'tbHblx AaHHblx n o6pa6orKe ornx

AaHHbrx;
2) nonyvarb Aocryn K cBol4M nepcoHaflbHblM AaHHblM;
3)nonyvarb Konuh, xpaHgl4necfl B J]l,rLrHOM Aene U CoAepxau{l4e nepcoHaflbHble

AaHHble.
6.2. frnpeKrop uMeer npaBo:
1) racxnrovaTb unu ucnpaBnf,Tb HeBepHbre hIltl HenonHble nepcoHanbHble flaHHHe, B

TOM qhcne Ha SneKTpoHHblx Hocl4Teflgx, nocIle 3anonHeHnf, coTpyAHuKaMn 3agBfleHhF-

cornacun na o6pa6orKy nepcoHanbHblx AaHHblx;
2) 3anpaluuBarb y pa6ornuroe Boo neo6xognuyo nn$opnaaquo, neo6xogurvtyto

Anf, ocytqecrBneHilF TpygoBoft AenrenuHocrl4.
"7. flopngor yqera ll xpaHeHnf, flnqHblx Aetl

7.1. fln.{Fture Aefla pa6orHl,tKoB xpaHFTcF y fqnpeKTopa KaK Aol(yMeHTbl crporofi

OTqeTHOCTl,l. Exeroguo npoBoA14TCF npoBepKa Ha.n]4qilF n

cocrof,Ht4s rnqHbtx Aen. Oarr npoBepKlr Qnrcupyercn B AonoflHeHuu K aHKere.

7.2. IlnMyle Aefia pa6orHt4KoB xpaHnrcn, crporo, B cefi+e AnpeKropa, a an$aBnrHoM

nopf,AKe.
7.3. flrqHure Aefla pa6ornuroB yqpexAeHile xpaHgTcf, OTAenbHO OT tll,lqHblx Aen
yBoneH Hblx corpyAH14KoB.

I.+.tpy1oaute rcinxKu, MeAnquHcKue KHHXKH xpaHtlTcf, oTgenbHo e cefiSe'
7.5. fiocryn K flnLtHbtM Aer]aM pa6orxrxoa uMe]oT TonbKo flt4lla, onpeAefleHHble

nphKa3oM rqnpeKTopa
7.6. flraqnue Eefla corpygHt4KoB xpaHnrcaTS rer c roga yBonbHeHuf, pa6ornrra.

8. 3arnpqltrenbHbte notloxeH[n
8.1. Hacronulee nofioxeHue BcrynaeT B C]4fly C MOMeHTa efo yrBepxAeHug u

AeficrByer 6eccpovno Ao npnHflTl4s HoBoro nofloxeHuf,.


