[bookmark: _GoBack]Изучите представленный ниже материал и ответьте на вопросы:
1. На основании какого документа осуществляется правовое регулирование порядка и сроков хранения кадровых документов?
2. Дайте определение понятию «текущее хранение дел»
3. Пропишите порядок хранения  приказов по личному составу.
4. Какие документы по кадрам должны в обязательном порядке храниться в сейфах?
5. Пропишите порядок текущего хранения личных дел
6. Какие документы уничтожаются в конце рабочего дня?
7. Пропишите порядок режимы безопасного хранения документов.
8. Пропишите действия работника отдела кадров, если ему необходимо покинуть свой кабинет в течение рабочего дня.
9. Почему кадровые документы носят конфиденциальный характер?
10. Пропишите нормативную базу хранения кадровых документов.
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15.04.2020 Texnuueckue Npaiusia XpaHeHNs KaApoBOii JOKYMEHTALHH

Xpanenne W opopMIeHHe KaIpoBEIX IOKYMEHTOB B PO pernaMeHTHpyeTcs TaKHMH
'HOPMATHBHBIMH aKTaMH:

Tpyzosoii koeke PD;

npuiokenne k [locranosnenuio [ockomerata PO ot 05.01.2004 r. Ne 1

3aKOH O IIEPCOHAIBHBIX IaHHBIX OT 27.07.2006 1. Ne152;

3aKOH 06 apXMBHOM ziente ot 22.10.2004 r. Nol25-®3;

Va3 ITpesnnenta PO ot 04.04.2016 Nel51;

Koziekc 06 aIMHHHCTPATHBHBIX NpaBoHapymenusx (KoAIl Pd).

J118 10pHAHYECKOro O(OPMIIeHHs TPYAOBBIX OTHOLICHHH MeXAy paboToiaTesiem
HAHATHIMH COTPYAHMKAMH B OpPraHM3ALMAX HCIONB3YIOTCA KaZpOBbIe NOKYMEHTEL.
CocTapienie u BeJeHHe TaKoil JOKYMEHTAIMH FIBIACTCA OOA3aHHOCTSIO paGOTORATeNs;
HCKIIOUEHHEM SIBISIOTCS TONBKO HEKOTOPhle JIOKA/bHbIC HOPMATHBHBIE aKTHI JUl
IIpeANpHATHI, KOTOPbIE BIpaBe HX He CocTaBsTh (cr. 309.2 TK PD).

Kazposbie J10KyMeHTEI 0611aJialoT BBICOKOH COLMANbHOM 3HAYHMOCTBIO, TaK Kak
CIIYKAT JOKYMEHTAIbHbIM NOATBEpIKICHHEM TPYIOBOrO CTaa PAGOTHIKA, & TaKKe Mpas
PaGOTHHKA HA COLMATbHOE OfeCcreueHHe, HANPHMEP 1O CTAPOCTH H MHBATMAHOCTH. B
CBA3M C 5TUM GONBUIMHCTEO KaZpOBBIX AOKYMEHTOB HMEIOT [UTHTebHELA WIH NIOCTOSHHEL
CPOK XpAHEHNA W WCTIONB3YIOTCH B CTDABOMHBIX LEIAX MU OOPALICHHH TPAXIAH B
APXHBHBIE YUPEIHKICHHUS.

TiaBHON 3ajiaueil XpaHeHHs KajApOBOH JOKyMEHTAUWH B OPraHM3ALMU SBISETCS
OrpaHUueHUe  HECAHKUMOHMPOBAHHOTO HOCTYNAa K  JOKYMEHTaM, COACPKALINM
IMepCOHATBHEIE JAHHEIE PAOOTHAKOB, H 3(hdEKTHBHbIH HOUCK HEOOXOMMMOM HH(BOPMALHH.

TIpasoBoe pery;MpoBaHKE MOPAAKA H CPOKOB XPAHCHHS KAADOBBIX AOKYMCHTOB
oCyllleCTBIseToA Ha OCHOBe [lepeurs THIIOBBIX YIIPABIEHUECKHX apXHBHBIX JOKYMEHTOB,
00pasylomuXcs B MPOLECCe ASATENBHOCTH FOCY/AaPCTBEHHBIX OPraHOB, OPraHOB MECTHOrO
CaMOyNpaBIeHys M OpraHH3AUNH, C YKa3AHHEM CPOKOB X XPAHEHHS, YTBEPHICHHOTO
nprkasoM DejiepanbHOro apXuBHOTo arentersa ot 20.12.2019 r. N 236

T TeKyHIIM XpaHeHHeM [OHHMACTCS XpaHHHe H HCMIOMB3OBAHUE JIOKYMEHTOB ¢
MOMEHTa WX CO3ZAHHS W /IO Mepeaun fena, B KOTOPOM OHW CIpyIIHPOBAHBI, B apXHB.
Texylnee xpaHenue Jel OCYIIECTBISETCS [0 MecTy HX (opmiposaiis. Tekylee XpaHeHue
TAKKe JISTHTCA Ha:

- XpaHeHue JOKYMEHTOB B POLECCe HX HCTIONHEHNS;

- XpaHeHHe UCTIOTHEHHBIX IOKYMEHTOB.

JIoKyMEHTBI BO BpeMsi HX HMCIIONHEHUs HaXOJATCSA Y MCTIONHHTENs, KOTOPbIH XpaHUT
WX B CremuaTbHEIX mankax, Ha faHAbIX mamkax conepxarcs Haamuen "Ha nommncs”,
"Cpouno’ 1 Apyrue, a TaioKe (GamMuIns, HHULKATEL, TeledoH uernonanTens. Verontennse
JIOKYMEHTEI /OJUKHBI TMOJMIMBATECS W XPAHHTECA B JeNax B COOTBETCTBHH C
HOMEHKJIATY PO JIelT.

Texkyilee XpaHeHue J0KyMEHTOB O3Ha4aeT KX XpaHeHWe B MOJMHHHKaX. [losTomy B
KaZpoBBIX CIY)X0aX OpraHM3alliii BCe NPHKA3kl XDAaHATCA B MOMMHHUKaX. Komuu
NpHKa30B 10 JIMYHOMY COCTABy: O NpHeMe Ha paboTy, TOOMIPEHWAX, B3BICKAHHSX,

YBOJIbHEHHH M TaK Jajee - JONOJHUTENBHO NOMEIAIoTCsl [Uls XpaHEH!s! B IMUHbIe Jena

paGOTHHKOB.
PaceMOTpHM [TOPS/IOK OPraHH3aLNH TEKYIIEro XpAHEHHs! IHUHBIX AN

A —
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- NMUHBle fena B GMAKHOM BiIe XpaHATCA B [alkaX, KOTOpie HyMepyioT IO
CTPAHHMLAM 1 IPOLIHBAIOT;

- OBJOKH JIMYHBIX JIEN TAKOKe HyMepyloT, UM MPHCBAHBAIOT MOPS/IKOBBIH HOMEP
Jlena, COOTBETCTBYIONIHH 0BIIeMy KONHYeCTBY Jel;

- TeyIIeMy XPaHeHHIO B OT/Ie/Ie KaJIpOB OPraHH3aLHH TIO/UIEKAT HIHBIE Zea TONBKO
Ha paGoTAlOIMX COTPYAHHKOB. Ilocie YBOJIBHEHHA COTPYAHHKA ero IHYHOE JENo
W3BICKACTCS W3 NATKH 1 OOPMIAETC /Ut NIePEAIaul Ha APXHBHOE XpAHEHHe;

_ JIMuHble AeNa YBOMEHHBIX COTPYIHHKOB XPAHATCH B GpXHEE B IGABHTHOM [IOPSAKE.

Tekyliee XpaHeHHe KaipOBEIX JOKYMEHTOB, KAPTOTeK, KHHI ydeta 1 ApYIHX
OCYICTRIAETCA, KaK NPABIIIO, B NOMEUIEHHAX KAAPOBBIX CHYKG Opranusaitmi, KOTOpsre
HOMKHBI GBITH 0GOPYIOBAHE! CHENMATHHEIMH WKAGAMH W1 CeliamH, JATHpAIOIIMHCS 1
onevaTsiBalomuMHCs. KONMH HOMEHKIATYPEL fell, pasMelleHHbe Ha wKadax, a Ha
KOpeIIIKax 0BOYKEK e - HOMEpa Je/l B COOTBETCTBHM C HOMEHKIIATYpOH 06/ierdat noek
JIOKYMEHTOB.

B ceiie pykoBoamTens OTAeNa KaipOB MOKHBI XPAHHTBCS TPYJOBBIE KHMKKH
PAGOTHHKOB, MeHaTH, LITAMIH, GIAHKH JIOKYMEHTOB, KIiOdM OT miKahos (cefi(poB) A
XPaHEeHHs! JIOKYMEHTOB.

PaGoTHMKaM KazpoBoil CTyKGH! He PEKOMEH/IYeTCs pH J0GOi MPOZIOMKHTENBHOCTH
BBIXOZA U3 NOMEMICHMS OCTABJIATH KAKHE-THOO JOKYMEHTHI HIIH CITyKeGHBI 3amicH Ha
pabouem crore, a TakKe paboTAIOM KOMIBIOTEp. B KOHIe PaGodero JHs paGoTHHKH
KAZIpOBOI GGl MO/KHE! MOMECTHTH BCS MACCHBEI IOKYMEHTOB, HAXOMINIXCH B
NpOLLeCCe HX UCTIOMHENHs, B METAITHUECKHH 1Kad), 3AKPHITH €0 1 onedatats. Kmoun ot
LIKAOB CHIAIOTCA PYKOBOXHTENIO OTAGNA KaipoB [OX POCIHCH B COOTBETCTBYIOLIEM
KypHaTe.

UepHOBUKH 1 PeAAKLIHH IOKYMCHTOB, HCTIOPHEHHEIE GMIAHKH B KOHIE PaGOtero s
VHIHTORAIOTCH, JUTA STOTO MOKET NPUMCHATHCA CIIELMATBHA GyMaropesabHas MaLIuHa,
KoMMBIOTEpH! B KoHILe paG0tero A GIOKHPYIOTCA H OTKIIONAIOTCS OT CETH.

TexHONOTHs ~ XpaHEHWs] M yuera KajpoBOH JOKyMEHTAldH IpeAnojaraerT
oA3aTeNBHYI0 POCTICh PAOOTHHKOB, TIOATBEPKIAIMYIO TIONyHetHe Ha pyKi Komuit u
BBITIHCOK H3 HHX.

UroBhi  OBCCHIEHHT COXPAHHOCTS BAXHIX JOKYMEHTOB, B Ofjiere Kaipos
yCTaHABMBAeTCs PeskuM Ge30nacHoro xparenis. [lovelenye, B KOTOPOM XpaHATCA Jena,
HEOOXOIMMO 00pY/0BaTh CTICUUANLHBIMH 3AMMPAIOMMMHCS KadaMH I cefidamu.
Caumple HeHHBIE JOKYMEHTHI M NpEIMeTs! (TPYAOBEIE KHWKKH PaGOTHUKOB, GnaHKH
OpraHHM3AIH, [EYaTd W LITAMIEL, KIMOM OT mKadoB C KaJPOBOH MOKyMeHTaiiei)
JIOMKHBI HAXOJWTECA MCKTMOYUTENbHO B celfiax. Mecta i mpuema mnocerntenei
OT/E/ISIOT OT 30HEI XpaHEHHs JOKYMEHTOB, a BCe WCTIOpeHHbIe GnaHKH, YEpHOBHKH 1
BapHAHTH! MPHKA30B Mepej]l OKOHYaHHeM paGouero mHs yHMuTOKaiotcs: ITo oKoHuaHuH
Ka(I0r0 [el0NpPOU3BO/ICTBEHHOTO T0/1a OCYIIECTBIIAETCS SKCTIEPTH3 LIEHHOCTH KaJpOBBIX
JZIOKYMEHTOB, [0C/e KOTOPOH OHHM YHHUTOXAiOTcsi JHGO MepeflaloTes Ha apXMBHOE
XpaHeHHe.




