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NOJIOKEHUE

0 nopsiiKe BeJeHHUs JIHYHBIX JeJl COTPYAHHUKOB
MyHHIHNAIbHOE G107KeTHOE J0MKOILHOE 00pa3oBaTeJbHOE YUPEKICHHE
«Jlercknii can «Jlsiicam» ceaa Capabl A3HAKAEBCKOT0 MYHHUHTIATLHOTO paiiona
Pecny6aukn Taraperan

1.0BUIME IIOJIOKEHUST
1.1 Hacrosiee ITonoxeHne OnpeaenseT Hopaiok BeJIeHHUs! JIMUHBIX JIE]l COTPYAHUKOB JIETCKO-
ro cajia.
1.2 TlonoskeHue pa3padoTaHO B COOTBETCTBHH C:
o Vkasowm [Ipesuaenta Poccuitckol ®epnepauuu o1 30.05.2005 . Ne 609 « O6 yTBepKIACHUN
ToMoJKeH1s O IepCOHATBHBIX JAHHBIX TOCY1apCTBCHHOTO coyxamero Poceniickoit Penepaiun
1 BEJCHUH €0 JIHUHOTO JIeIan;
o TpyHOBBIM KOJEKCOM PO,
e KosiekTHBHBIM JOTOBOPOM MBJIOY «JleTckui can «JIsitcan» ¢. Capnpl A3HAKaeBCKOro
MYHHIAIIATBHOTO paioHa PT;
« VYcrasom JIOV.

2. MOPSIOK ®OPMUPOBAHUS JIMUHBIX JAEJI COTPYIHNKOB
2.1 ®opMmupoBaHUE JMIHOTO eI corpyanukos JIOY mpou3BoanTCA HENoCpPEICTBEHHO MOCIIC
npuema B JIOY uy nepesoia COTPYAHHUKOB U3 APYTOro 00pa3oBaTeNbHOrO YUPEKACHHA.
2.2 Tlpu MOCTYIUICHUH Ha paGoTy compyoHuK npedocmasniem (npu Haau4uu):
« [lacnopT WM MHON JOKYMEHT, YIOCTOBEPSIOLINH JTHIHOCTD;
o CrpaBKy 0 HaJIMYUK (OTCYTCTBUM) CYAUMOCTH H (wiw) (paKTa yroJoBHOTO MPECeA0BAHU
o JIOKyMEHT BOMHCKOTO y1eTa (st BOGHHOOOSI3aHHBIX JHL);
o JloxymenT 00 oOpa3zoBanun;
e TpynoByrO KHHKKY;
o 3asBieHue o npueme (WK 0 rnepeBo/ie) Ha padoTy:
o MeIUIMHCKYIO KHWKKY]
o Aprobuorpaduio;
o JIOKyMEHT 0 KBaTH(DUKALUHA (aTTEeCTAIMOHHbIH JINCT) WM HATHIHH crielanbHbIX 3HAHKI;
e V0CTOBEPEHHS O IIPOXONK/IEHHH KYPCOB. HKCIEPTHBIC 3aKITIOYCHHUSL.
« CrpaxoBoe cBUICTENLCTBO [IEHCHMOHHOTO CTPaxOBaAHMsL;
o MpentuduKaMOHHBIN HOMED HaJIOrOILIaTEJIbIIMKA;
o CaujeTenscTBO 0 Opake;
e CpHIETENLCTBO O POKIACHUH JCTEH;
o JloKyMEHTBHI O HArpOKICHHH 5
Pabomodamens oopmiaent:
« TPY/OBOIi IOTOBOP B ABYX 9K3EMILIAPAX;
o MpHKA3 O IIPHEME Ha paGoty (0 mepeMelIeHHH Ha IpYTHe JIOJIKHOCTH);
o uunyio kaprouky NeT-2;
e JIOJDKHOCTHYIO MHCTPYKIIHIO.



Padomooamens sHakomum:

e Ycrasom 1OV,

o C npaBUIaMM BHYTPEHHETO TPYIOBOTO PACHOPSAKA COTPYAHUKOB

e C JO/KHOCTHOH HHCTPYKIHUEH;

o TIpoBojuT BBOHBIN HHCTPYKTAX, MHCTPYKTXK MO OXpaHE Tpya, WHCTPYKTakK MO NPOTUBO-
HOKapHO# 0€30MacHOCTH.

3. IOPSIJOK BEAEHUWSI JIMYHBIX JIEJI NEJATIOIOB U COTPYJIHUKOB
3.1 JInunoe meno corpyanukoB JIOY BeleTcs B TEHEHUE BCCrO NEPHOAA paboThl KXKAOro COo-
TpYyIHUKA.
3.2 BejeHue JIMUHOTO JI€Na MPEayCMaTpruBacT:
3.2 1.ITomMelleHye JOKYMEHTOB, MOJIEXKALINX XPAHSHHIO B COCTABE JIMHBIX ST, B XPOHOJIOTH-
YeCKOM IOPsIZIKE:
- JIMYHBIHA JTUCTOK IO YUETY KaJApOB MM aHKETa;
- JIOTIOIHEHKE K JIMYHOMY JIUCTKY TI0 YUETY KaApoB;
- ABroGuorpadus;
- Koruu 1I0KyMeHTOB 00 00pa3oBaHum;
- KOmHK IOKyMEHTOB O NIOBBIIEHHH KBATI(QUKAIIMORHOrO yPOBHSL: aTTeCTallMOHHbIH JIUCT, yI0-
CTOBEPEHHE O MPOXOIKICHIHU KYPCOB;
O6s13aTebHON ABIAETCS BHYTPEHHSIS OMCH TOKYMEHTOB, HMEIOIIAXCS B JIMIHOM JICIC (mpuio-
sxenne No2) .
Konuu ocTalbHBIX JOKYMEHTOB COTPY/IHUKA XPAHATCS OTACIBHO.
3.2.2.EskeroHylo MpoBepKy COCTOSHUSL JIMYHOTO JIe/a COTPY/IHNKOB JIOY Ha mpeameT coXpaH-
HOCTH BK/TIOUEHHBIX B HEFO JIOKYMEHTOB M CBOCBPEMEHHOE 3aMOTHCHUC.
3.2.3.JIucTHI JOKYMEHTOB, IOMEINEHHBIX B JINYHOE JICJI0, IOATIEHAT HyMepaLuu.
3.2.4. TpynoBble KHIDKKM, MEMLMHCKHE KHUKKH XPaHATCsA OTACIBHO B celide 3aBeTyIOMIHH
3.2.5. JIO/IDKHOCTHBIE MHCTPYKIIMH XPAHSTCSA B oraenbHoi nanke JJOVY.

4.TIOPSI/IOK YYETA U XPAHEHMS JIMYHBIX JEJ COTPYJIHUKOB 10YV.
4.1 XpaHeHHE U YHET JIMIHBIX JEJ COTPYAHUKOB JIOV opranusyioTcs ¢ Lebio ObICTPOro 1 es-
OMIMBOYHOTrO OMCKA THIHBIX /eI, 00ecTeuen st HX COXPaHHOCTH, a TAKKE obecrieueHus KOH-
(UICHIMATEHOCTH CBEJIEHUH, COACPIKAIIMXCS B IOKYMEHTAX JIMYHBIX JIe]T, OT HECAHKI[MOHUPO-
BaHHOTO JOCTYIa:
o Tpy/OBbIEC KHIKKH, MEAUIIMHCKHE KHIDKKI XPaHATCS oT/enbHO B ceiide 3apenytommit JOY.
o JIOJKHOCTHBIC HHCTPYKLHM XPaHATCH B otaenbHoi namke JJOY.
e JIpuHble nea COTPYIAHHUKOB XPaHATCS sapeaytouuit JJOVY.
o JIOCTYTI K JINYHBIM JIeaM COTPY/IHUKOB HMECT TOILKO zaseaytotrit JJOVY.
o CucTeMaTH3aIMs JHUHEIX Je COTpYAHHKOB JIOY npon3BOnTCs B an(aBUTHOM MOPSsIZKE.
« Jnunsie genta corpyauukos JIOV, xpansrest 75 JIET € roja yBOIbHCHHA paboTHHUKA.

5.1OPSIIOK BHIIAYM JIMYHBIX IEJI BO BPEMEHHOE IMOJIb3OBAHUE
5.1 Bpimaua JMUHEIX Jel (OTJETbHBIX JIOKYMEHTOB B COCTaBe JHUHOIO Jiesia) BO BpeMEHHOe
[OIB30BAHUE MPOU3BOAUTCS C PA3PELICHHs sapenytouuit JJOY. Bpemsa paboTbl orpaHHuHBACT-
¢St pesieniaMi 0JIHOro pabouero JIHA. B koHle pabodero js 3aBeyroluii 00s3aHa yOeuThes
B TOM, UTO BCE JIMUHbIE €A, BhIIAHHBIC BO BPEMEHHOE MOJIL3OBARNE, BO3BPAIICHBI HA MECTO
XpaHEHHs ¥ €CTh JIi HEOOXOAUMOCTh /LA IPUHATHA MEP K X BO3BPALICHHIO UJIH PO3BICKY.

6. OTBETCTBEHHOCTb
6.1 Compyonuxu JIOY 00A3atbl CBOCBPEMEHHO MPEACTABIATE 3aBe/IyIONINi CcBeieHus 00 13-
MEHEHHH B [IEPCOHATBHBIX JAHHBIX, BKIIOUCHHBIX B COCTAB IMUHOTO ¢/
6.2 Pabomooamens 00eCTIeUnBaCT:
e COXPAHHOCTb JINIHBIX AT COTPY/IHHKOB J10V;



o KOH(UIEHUMATBHOCTE CBEJICHUH, CONEPIKALLMXCSI B THUHBIX JIENIaX COTPYHUKOB JOY.

7. IPABA
7.1 Jlns obecrieueHus 3alUThI IEPCOHATBHBIX JaHHbIX, KOTOPbIC XPAHATCS B IMYHBIX JIE/IaX €O~
tpynankos JIOV,
compyonuxu OV umeiom npagso.
o Tlonyunts MONHYIO HHGOPMALHIO O CBOMX MEPCOHATBHBIX JIAHHBIX W 00padOTKE STHX JaH-
HBIX;
o [loay4nTh JOCTYI K CBOMM IEPCOHAIBHBIM JaHHDIM;
o [l0oJyunTh KOIMK, XPAHSLIMECS B JTHIHOM JIEJIE ¥ COACPIKALIME TEPCOHATIBHbIC TAHHbIE.
o TpeBoBaTh MCKIIOYECHHS HJIM HCHPABJCHHA HEBEPHBIX HJIM HEMOJIHBIX NEPCOHATLHBIX JIaH-
HBIX
pabomooamens umeem npaso.
o OGpaGarhiBaTh TepCOHabHBIC JaHHbIe coTpyAHHKOB JIOY ¢ HX paspellenus, B TOM YuciIe 1
Ha 3JIEKTPOHHBIX HOCUTEJISX;
« Banpocuts oT cotpyannkos IOV Beio HeoGX0MMYIO HHPOPMALHIO.



MyHununanesHoe OIoIKeTHOe JI0LIKOIbHOe 00pa3oBaTebHOe yUpeKaeHue
«derckuii can «JIsiican» cena Capibl A3HAKaeBCKOro MyHHUIMIIAILHOTO paifoHa
Pecny6nuku Tarapcran
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JOKYMEHTOB, UMEIOLIUXCS B JIMYHOM JI€JIE

OIMMCh

No HaumenoBaHue JTOKyMeHTa JlaTa BKJIIO- Kon-Bo Jata n3psa- | Kem uzb-
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