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IloJ10:keHHeE O OPS/IKE BeICHHHA JIHYHBIX €] paﬁonmxon

1. OGmue NOJIOKEHUST

1.1 Hacrosimee TIOJOKEHHE OMpPEAENseT MOPSA0K BEICHHS JIMIHBIX JCI neaaroroB u
COTpPYIHHKOB B «/Jemckuii cad Ne24 c.Ezopruno (nanee — JleTckuii caj).

1.2. Jluunoe peno pabOTHWKA — COBOKYIHOCTH IOKYMEHTOB MepCOHAIBHOIO  y4era,
COZIepKAIUX CBEJCHHs O pabOTHHKE U €r0 TPY/OBO# JIEATENHHOCTH.

1.3. Tlonoxenue pa3paboTaHo B COOTBETCTBHH C TK, ®enepalbHBIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHANbHBIX JaHHBIX», MeTOM1eCKAMH pexomeHanusaMu Pocapxusa,
Vkaszom Ilpesunenta ot 30.05.2005 Ne 609 «06 yrBepxaenun IlonokeHns O MEPCOHATBHBIX
JAHHBIX TOCYIaPCTBEHHOTO CyXKamero Poccuickoi dejiepallii ¥ BEICHHH €r0 JIMIHOTO Jeay,
KOJUIEKTHBHBIM IOTOBOPOM H ycTaBoM Jlemcko2o caoa.

2. GOpMHpOBAHKE THYHBIX /i)l pAOOTHHKOB

2.1. GopMHpOBAHKE JMYHOTO JieNa paboTHHKA npouseooumcs  3ase0yiouull He noszonee
namu pabouux Oueil cO OHA 3AKIOYEHUR MPYO0E020 002060pa ¥ TOJBKO TOCHE MOJIYYEHUs OT
paGoTHUKa coriacks Ha 06paboTKy ero MepCOHATbHBIX IAHHBIX.

2.2. TIpH MOCTYIUICHHH Ha paboTy COTPYAHHMK MPEIOCTABIACT (Mpu HAIMYHH):

— [achopT WX HHOM JIOKYMEHT, YIOCTOBEPSIOIIMH JTIHIHOCTD;

— aBroOuorpadHIo;

— 3asiBIICHHME O TIpEeMe Ha paboTy;

— CTPAaxOBOE CBHAETENBCTBO [IEHCHOHHOTO CTPaXOBAHHUS;

— ueHTHUKALMOHHBIN HOMED HAJIOr OILIATEIbIIMKA,

— JIOKyMEHT BOHHCKOTO ydera (Ui BOEHHOOOS3aHHBIX JIHIL);

— I0KyMeHT 00 06pa3oBaHHH;

— aTTeCTAlHOHHbIN JIHCT;

— CHIpaBKy O HaJIW4HH (OTCYTCTBHM) CYyAUMOCTH H (umm) (dakTa YroJOBHOTO
npeciei0BaHus;

— TPYAOBYIO KHHKKY}

— MEIMIMHCKYIO KHUKKY:

— CBHJIETEJILCTBO O Opake;

— CBHZIETEIECTBO O POJKICHHH JETeH.

2.3. Pa6otozarens ohopMIIseT:

— muyHyto kapTouky Ne T-2;

— mpHKa3 o mpreMe Ha paboTy (0 MepeMEIEHHH Ha IPyTHe JIOJDKHOCTH);

— TPY/JIOBO# JOTOBOP B JIBYX SK3eMILIApaXx;

— JIOJDKHOCTHYIO HHCTPYKIIHIO.

2.4. Tepprunoe 0(hOPMIICHHE JTMYHOrO JIeNIa PEyCMaTpHBACT:

a) IPHCBOGHHE JTHYHOMY /ey HOMEpA COIIIaCHO XKypHAy ydeTa JIMIHEIX nen

6) mpocTaBieHne Ha 0GI0XKKe JIMYHOrO Jefia CIIE/YIOIHX PEKBAU3HTOB:



HHJIEKC ena (B COOTBETCTBHA C HoMenKaTypoit nen JleTckoro cana ); TIOHOE HAMMEHOBAHHCE
Jletckoro caja; HOMEp nwuHOro aena; amumus HMA oT4ecTBO pabOTHHKA B HAMEHHTEIBHOM
majexe; AaThl — TOA Hadana M rOl OKOHUYAHMS BEJCHAS NCTa; KOJMYECTBO JIHCTOB; CPOK
XpaHeHHUs ;

B) MOMEIIEHHe JOKYMCHTOB. [OJUTEXAIMX XPAHEHUIO B cocTaBe NMUHBIX J€l, B
XPOHOJIOTHYECKOM NopsZIKe:

— BHYTPEHHs OTHChH JIOKyMEHTOB JI€/1a

— JHCT C OTMETKaMH 00 03HAKOMIICHHH paboTHHUKA C JTHIHBIM JIeTIOM

_ JMCT C OTMETKaMH O pe3yJibTarax JKErOIHOM POBEPKH COCTORHHA JIAYHOTO JIENA |

— MuHBI TMCTOK 1O yHeTy KaapoB Wi aHKeTa

_ apro6uorpadus;

_ 3agBlIEHKE O IpHEME Ha paboty:

— mpuKa3 O MpUeMe Ha paboty:

— NOJDKHOCTHAS HHCTPYKIIHA

— TpYZIOBO# JIOTOBOP:

— JIOrOBOp O TOJHOH MaTeprabHOMI OTBETCTBEHHOCTH (€CIH paboOTHHK — MaTepHalbHO
OTBETCTBEHHOE JHII0):

— XapaKTepUCTHKH 1 peKoMeHaTeIbHBIC MHCHhMa;

_ cornacue Ha 00paboTKy [1epCOHANBHBIX aHHBIX.

2.5. JIuCTBI JIOKYMEHTOB, [HOMEIIEHHBIX B IMYHOE 1€]I0, nouiexaT HyMepauH.

2.6. JIOKyMEHTBI TIOMEIIAIOTCA B NanKy-cKopoCIMBaTelb. Tlpx yBOJIBHEHHH paboTHHKA
[IPOIIMBAIOTCS HATKAMU X CIAIOTCSL B APXHB.

2.7. BHyTpeHHsIsA OMUCH JIOKYMEHTOB, MMEIOIIMXCS B TWYHOM Jeje, AOJDKHA coziepKaTh
CBe/IeHHs O TOPS/IKOBBIX HOMEpAX, HAWMEHOBAHHSX JIOKYMEHTOB J€Ja, KOJMYecTBE JIUCTOB,
JiaTax BKJTIOUEHHS IOKyMCHTOB B MYHOE JeJI0 ¥ M3BATHS U3 Jena, a TaKKe KeM M3BAT JOKYMCHT
M 110 KaKOM MpUYHHE.

2.8. BHyTpeHHsA OIHChH cocTapisieTcs Ha OTJE/IbHOM HUCTe 110 yCTaHoaneHHoﬁ dopme.
JIucThl BHYTPEHHEH ONUCH HyMepYIOTCsi OTACTIBHO.

2.9. Tlpu MOAroTOBKE JIAYHBIX Jen K mepejade Ha XpaHCHHC K BHYTpEHHEH OIHCH
COCTABNISETCS MTOroBas 3amuch, B KOTOpOM YKa3pIBaeTCA updpaMu ¥ TPOTHCHIO KOJIMYECTBO
BKJTIOYEHHBIX B HEE IOKYMEHTOB 1 KOJIMYECTBO JIMCTOB JIeNa.

3. Benenue TMYHBIX ACT pabOTHHKOB
3.1. JluuHoe Aeno BeneTcs B TeueHWe BCEro rnepuona paboThl KaX/0ro nejarora H
cotpyaHuKa JleTckoro caia .

3.2. JlanpHeiiuee BEACHAE uuHOro Jiena paboTHHKA TIpejlycMaTpuBacT noMeIeHue B
71en0 JIOKyMEHTOB, 06pasyloNMXCs B MPOIECCe paGoueii feATENBHOCTH H MMEIOIIUX 3HAYCHHE
JUIS TPYAOBBIX OTHOILICHHH:

_ JIOTIOJIHEHHE K JTMIHOMY JIMCTKY [0 y4eTy KaJipoB;

— JIOTOJHATENbHBIE COTAMCHHS K TpYHOBOMY JIOTOBODPY:

_ KOMUHM TIPAKA30B 10 TAIHOMY cocTaBy, KOTOpbIE KacaroTCs pabOTHHKA;

— OT3BIBBI JIOJDKHOCTHBIX JIMIL O pabOTHHKE;

— KOIIMH JIOKYMEHTOB O MOBBIIICHHH kBanubHKALUH;

_ koruu cepTH(HUKATOB, IPaMOT;

— JIWCT — 3aBepHTeNb Aea (coCTaBNAIOT MPH CAA1E JIMYHOTO JIeNa B apXHB);

— WHBIE IOKYMEHTBL.

3.3. B nuuHble fea He NOMEMAloTeH JIOKYMEHTBI, HMEIOIIHE BTOPOCTENEHHOE 3HAUCHAC
W CPOK XpaHEHHs MCHEC 10 ner BkarounTenbHO. Takue JIOKYMEHTBI XpaHATCs B OT/IEIBHOM
napsoe «/Joxymenmol, He goweQuiue 8 cocmas MU4HbLX oen.

3.4. B koHYe KaneHOapHOo20 200a u ne nosonee 30 Oexabps Bce pabOTHUKH JleTckoro cana
IPOXOAAT O3HAKOMIICHHE ¢ JIMUHBIMH JICTIaMH. 06 »ToM Jenaercs OTMETKA B JIACTE
03HAKOMJICHHS pabOTHHKA C JIHIHBIM JIETIOM.



3.5. O3HAKOMJICHHE C JIEJIOM TIPOHCXOJHAT HCKITIOUATENBHO 6 Kabuneme 3aeedyiouje2o ¥ B
€ro NPHCYTCTBHH. 3aNpeiaeTcs BhHOC Jena U3 KaOMHeTa.

3.6. Bpigada KONHH JOKYMEHTOB H3 JMYHOTO fejla IPOU3BOMMTCH IO JTHYHOMY
3asBICHAIO PabOTHHKA M C Pa3pelicHAs sageyiomero. Komu JOKyMEHTOB JIOJKHBI OBITH
3aBepeHbI U TPEIOCTaBICHb pabOTHHKY B TEYCHHE TPEX JHel cO JIHS [TO/Iaui 3asABICHUA.

3.7. U3psTHE OT/JETBHBIX JOKYMEHTOB M3 JIHTHOTO Jiena TIPOM3BOJMTCS C paspellcHis
sapexytomero Jlerckoro cama C o(hopMIIEHAEM COOTBETCTBYIOIIEH 3alliCH B rpade
«ITprMedaHuey pHyTpenHeii onmcy. [Ipu BpeMEHHOM H3BATHH JOKYMEHTa Ha ero MecTo (Mexmy
JIMCTAMM COCEIHHX JOKYMEHTOB) BKJIAJBIBACTCS ClIpaBKa-3aMeCTHTeNb C YKa3aHHeM JaThl H
IIPHYMH M3BATHS C TOMITHCHIO JIHIA, BHUIABIIEr0 JOKYMEHT, H MOJIHCHIO JIMIE, MOJIy4HBIIETO
€ro BO BpEMEHHOE MOJIb30BaHHMe.

3.8. B nensix obecrnedeHusi KOHTPOIIS 3a COXPAHHOCTBHIO U aKTyaIbHOCTBIO JIMYHBIX JIET B
JleTckoM Cajly €KEroiHO (se mosamee | kmaprana roaa, cNeyIomero 3a OTYETHBIM)
[IPOM3BOJMTCS NIPOBEPKA UX HAHTH H COCTOSTHHSL.

3.9. EXeromHylo TNpOBEPKY COCTOSIHUS JHIHBIX Jen Ha TPEIMET COXPaHHOCTH
BK/TIOYEHHBIX B HETO JIOKYMEHTOB IPOBOJUT CIIeNMATBHO CO3/IaHHas KOMHCCH. O npoBeJIEHHBIX
npoBepKax JeNaeTcs OTMETKa B JIMCTC 0 pe3ynbTaTax €)KEroHOM TIPOBEPKH COCTOSHHA H
HATHYEs JIMYHOrO Jea M COCTaBjsercs aKT. Pe3ynbTaThl MPOBEPKH JIMYHBIX JICH B
06s3aTEHHOM ITOPSJIKE JIOBOJIATCS JIO 3aBE/YIOLIETO Jletckoro caja.

4, XpaHeHHe U y4eT JTHYHBIX 16T pabOTHHKOB

4.1 XpaueHue W y4eT THYHBIX 1€ [1eJIaroroB ¥ COTPYAHHKOB JIOY opranu3ylorcs ¢
IeBI0 GBICTPOrO TOKUCKA JIMYHBIX A, obecreueHns HX COXPaHHOCTH U KOH(pUICHIHATEHOCTH
CBeJIEHMIA, COZlepKANIMXCs B IOKYMEHTaX JIAYHBIX A€, OT HECAHKIMOHWPOBAHHOTO JIOCTYTIA.

4.2. Jlnguble aena pabOTHHKOB, JOJKHOCTHBIC HHCTPYKIHH XPAHAMCA Y 3a6edyloujezo B
CrIEIHaTbHOM METATHYECKOM ceiide. JIuunbie KApTOUKH 110 yHUQUIHEPOBAHHOH dopme Ne T-2
XpaHATCs OTAENBHO.

4.3. TpymoBble KHWXKKH, MEJHMIHHCKAC KHWKKM xpaHsTcs B cefidpe 3a6e0youe20
Jlemckozo caoa.

4.4. JlocTyn K JIAYHBIM J€/1aM paGOTHUKOB UMEIOT MONbKO sagedyrowuti Jlemcko20 caoa.
1ubo ucnoaHAIOWUtl 0BA3aHHOCMU NPU. UCNOTHERUU obszannocmeil 3aeedylowe2o0 Jlemckozo
caoa.

4.5. CucreMaTh3alys JJMIHBIX 1€ pabOTHHKOB IIPOM3BOAUTCA B angaBUTHOM MOPATIKE.

5. OopMIIEHHE JTHYHBIX JC]T paGOTHUKOB IEPE cauel B apXHB.
5:1. Odopmienne JIHYHBIX Jen s nepegayn B apXuB.
ta npoleaypa BKI0YaeT:
— MOMIMBKY (TIEpErieT) Aena;
— YTOYHEHHE HyMepalliu JTHCTOB A€
— cOCTaBJIEHHE JIUCTA-3aBEPHTEIS
_ cocTaBleHue (yTOYHEHHE) BHYTPEHHEHN OTHCH:
— BHECEHHE YTOUHEHHH B PEKBAU3UTHI JTAIEBOM 0OJI0KKH JeNa.

5.2. JIuCT — 3aBepHTENb Jela IOJUKEH MOJIHcaTh ero COCTaBUTEIIb, IIPH 3TOM JEJIACTCHA
pacmm(poBKa JOUKHOCTH H NOJMHCH, npocTaBAeTcs JaTa. B mporecce HCIOIb30BaHMA
apXHMBHBIX JIOKyMECHTOB B JIHCTE-3aBEPHTENIE ASNA0TCs COOTBETCTBYIOIIHME OTMETKH.

Ec/i e/0 TOAUMTO Ge3 IHCTa-3aBepUTeNs, T €ro ClleflyeT HAKJIEHTh HA BHYTPEHHIOIO
CTOpOHY OOJIOXKKH /€.

5.3. C 1enpio obecrieyeHns COXpPaHHOCTH JIMIHBIX JICI PEKOMEHIyeTCs:

— oGbeIMHAT HHIMBAIYaTbHbIE IMIHBIC JIC]1a YBOJIEHHBIX COTPY/IHHKOB B OZHY 06TI0KKY
(o6BeIMHEHHOE IENI0) C TAKHM pacteToM, 4T06BI 0O6BeM Jiena (ToMa) He MpeBbIal 250 nucToB
(TyTeM CIIMBKH MaTEpHAJIOB WHIXBH/YATBHBIX JIEIT [10 rofiaM YBOJIBHEHHS);



— pacmojiaraTh MaTepHalIbl HHAWBHAYaIbHBIX JIE] B IIpE/ieax aena (Toma) B angaBUTHOM
nopsake (modamMMIbHO), OTAENAS MaTepuaiibl, OTHOCKIIMECS K PasHBIM HHIMBH/yaJIbHbIM
JeNaM, YMCTBIM JIMCTOM OyMard ¢ ykasaHHeM Ha HeM (aMuiMd, MMEHM M OT4eCTBa
COOTBETCTBYIOIIETO YBOJIEHHOIO COTPY/IHAKA;

— cHabXkaTh Kaxaoe 00beMHEHHOE €0 (TOM) BHYTPEHHEH OIHCHIO C NMEPEYHCICHHEM
(amMuHif, IMEH ¥ OTYECTB H yKa3aHHEM HOMEPOB CTPAHHIL, B PEJIENIaX KOTOPBIX PacloyIoKeHR
COOTBETCTBYIOIIHE JOKYMEHTBI.

5.4. Tlepenaua JMYHBIX J€J B apXHB OCYIIECTBISETCS HE IO3JHEE TpeX JIET mocie
3aBepUICHHs HMX B JEJNONPOM3BOJACTBE B COOTBETCTBHH C TpaQuKOM. [TpexBapUTEIHEHO
3aBe/IyIONIMM MpPOBEPSETCS NOJHOTA W NPABHIBHOCTH IMOATOTOBKH JIMYHBIX €N K Iepenade.
BhisiBleHHBIE TIPH TPOBEPKE HEJOCTATKH ycTpaHsioTcs 3apenyiomuM. Ilepenaua u mpueM
TIPOM3BOAATCS 110 OIKMCH C IIPOCTAHOBKOH OTMETOK O HANWYHH JIHIHBIX JIEIL.

5.5. Jlnuble fena pabOTHMKOB, 3aKOHYEHHBIE JENONPOU3BOCTBOM A0 | sHBapA 2003
rona, xpansrces 75 ner, nocie | suBaps 2003 roxga — 50 ser. JluuHBIE J€a 3aBEAYIOLIETO
JIeTcKOoro cajia IMErOT IOCTOSHHBIH CPOK XpaHEeHHS.

6. OTBETCTBEHHOCTH paboToaTeNs U paboTHHKA
6.1. Tlemaroru u coTpyaHukd Jlerckoro cajaa o0s3aHbI CBOEBPEMEHHO IIPEJCTaBIATH
cBeZieHHs 00 M3MEHEHHH CBOMX [EPCOHATBHBIX JaHHBIX, BKIFOYEHHBIX B COCTAB JIMYHOIO Ae/Ia.
6.2. PaboTtonarens obecrneuynBaeT:
— COXPAHHOCTb JIMYHBIX JIe]1 PAGOTHHKOB;
— KOH(HIEHIMATEHOCTb CBE/ICHHH, COJIEPKAIIMXCS B IHYHBIX e1aX pabOTHHKOB.

7. IpaBa paboTonaress H pabOTHHKA
7.1. Ilenaroru u cOTpyAHHKH JIETCKOrO Cajia UMEIOT MpaBo:
— 110JTy4ath MOJHYIO HHpOpMaIuio 06 06paboTke CBOMX NEPCOHANBHBIX IaHHBIX;
— MOJTy4aTh AOCTYII K CBOMM NEPCOHAIBHBIM JIaHHbIM;
— [OJTyYaTh KOIMH JJOKYMEHTOB, XPaHAIIUXCS B JIAYHOM JIeIIe;
— TpeGoBaTh MCKTIOYEHWS MM HCTPABICHHS HEBEPHEIX M HEMOJNHBIX (MCK&KEHHBIX) CBOMX
MEPCOHATBHBIX JaHHbIX.
7.2. PaboTonarens MMeET IPaABo:
— o6pabarbiBaTh MEPCOHAIBHbIE JaHHbIE PAaGOTHHKOB, B TOM WYHCIE M HA OJICKTPOHHBIX
HOCHTEIAX;
— sanpammBaTh OT PabOTHHKOB HH(MOpMAIMIO, HEOOXOAUMYIO I BEJICHHA JMYHBIX JCI H
06pabOTKH IEPCOHANBHBIX JAHHBIX.



