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ITosi0:xeHne o NOpHAAKE BEICHHHA THYHBIX /1eJ1 paﬁo'mmcon

1. Obume monoxKeHus

1.1 Hacrosmee monoxeHue onpejenseT MOPSJOK BEJEHMs JHYHBIX €N NEeJaroroB
COTPYIHMKOB B «/Jemckuii cad Ne24 c. Ezopxuno (nanee — JleTckuit can).

1.2. Jluunoe neno paGOTHHKAa — COBOKYHNHOCTh [JOKYMEHTOB II€PCOHAIBHOTO y4YeTa,
COZIEpIKalMX CBEJICHHUs 0 pabOTHHUKE U €ro TPYIOBOH JESTEIbHOCTH.

1.3. Tlonmoxenue paspaborano B coorBercTBHM ¢ TK, ®emepalbHBIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHalbHBIX JaHHBIX», MeTOqHYECKHMH peKoMeHaausaMu Pocapxusa,
Vkasom Ilpesunenta ot 30.05.2005 Ne 609 «O6 yrBepxaenuu I[1o0kKeHHs O MEPCOHATBHBIX
JIaHHBIX FOCYapCTBEHHOrO ciyxkaiero Poccuiickoit denepauy 1 BEJEHHH €ro JITYHOTO Jeay,
KOJIJIEKTHBHBIM JIOTOBOPOM H YCTaBOM Jlemckozo cada.

2. ®opMUpOBaHHUE JTHYHBIX JIe] pabOTHHKOB

2.1. ®opMHpOBaHKE THYHOTO JeNa pabOTHHKA NPOU3B0OUMCS 3a6e0yIouuli He no3oHee
namu pabouux OHell cO OHA 3AKNIOYEHUs. MPYO0B020 002080paA W TONBKO IOCHE MOTYYEHHUS OT
paboTHHKa coryiacusi Ha 06paboTKy ero nepCcoHaAIbHBIX JaHHBIX.

2.2. IIpu noctymnienun Ha paboTy COTPYAHHK IPEIOCTABISET (IPH HATHYHH):

— IaCHOPT MM HHOM IOKYMEHT, yIOCTOBEPSIONIHM JTHYHOCTD;

— aBrobuorpaduio;

— 3asBIICHHE O IIpHeMe Ha paboTy:

— CTPaxoOBOE CBH/IETEILCTBO IEHCUOHHOTO CTPAaXOBaHHs;

— MJICHTH()UKAIIHOHHBIH HOMEP HAJIOTOIIJIATE bIINKA;

— IOKyMEHT BOMHCKOTO y4eTa (/11 BOGHHOOOS3aHHBIX JIHII);

— IoKyMeHT 06 06pa30BaHHH;

— aTTeCTAlHOHHBIH JIUCT;

— CIOpaBKy O HaIWYMH (OTCYTCTBHH) CYIMMOCTH M (MnH) (akTa YroloBHOIO
IpecieI0BaHus;

— TPYZIOBYIO KHHIKKY,

— ME/IMIMHCKYIO KHHKKY;

— CBHJIETEBLCTBO 0 Opake;

— CBHJIETEJIECTBO O POXKJICHHHU JIETEH.

2.3. Paborozmatens ohopmiseT:

— MUYHYIO KapTouky Ne T-2;

— [IPUKa3 0 prHeMe Ha paboTy (0 mepeMeleHnH Ha IpyTHe JOJKHOCTH);

— TPYZOBO# JIOTOBOP B IBYX 9K3EMILISPaX;

— JIOJDKHOCTHYIO HHCTPYKIIHIO.

2.4. TlepBuunoe 0(hopMIIEHHE JTHYHOTO JieJIa IpelyCMaTpHBAET:

a) IPUCBOCHHE JIMYHOMY JIeJIy HOMEpa COTJIACHO JKypHAILy yYeTa JHYHBIX JeI

6) npocraBieHne Ha 06JI0XKKE JIMYHOTO Jefa CIIEYIOMMX PEKBU3HTOB:



HHJEKC Jie1a (B COOTBETCTBHH C HOMEHKIATypo# zen JleTckoro cana ); IOJHOE HaUMEHOBAHHE
JleTckoro cazja; HOMEp JIAYHOTrO jena; GaMHIus MM OTYECTBO PabOTHMKA B MMEHHTEIHHOM
najexe; JaThl — roj Hadala W TOJ OKOHYaHHsA BEICHMS JIeja; KOJIMYECTBO JIMCTOB; CPOK
XpaHEHHS ;

B) TIOMEIEHHE JOKYMEHTOB, IMOIJIKAIIHX XPAaHEHHIO B COCTaBe JIMYHBIX [IeNl, B
XPOHOJIOTHYECKOM MOPSIKE:

— BHYTPEHHSA OIHCH JTOKYMEHTOB Jiesia

— JIUCT C OTMETKAaMHU 00 03HAKOMJICHHH pabOTHHKA C JIMYHBIM JIEJIOM

— JIMCT C OTMETKAMH O pe3yiibTaTax eXerofgHO! MPOBEPKH COCTOSHMS JIAYHOIO JeNia |

— JIMYHBIH JIACTOK IO y4eTy KaJpOB UIIH aHKEeTa

— aBTOOHOrpadHs;

— 3asBJICHHE O IpHeMe Ha paboTy;

— IpHKa3 0 mpHeMe Ha paboTy;

— JIOJDKHOCTHAS! HHCTPYKIIHSA;

— TPYAOBOM 10r0BOP;

— JIOTOBOP O TOJIHOM MaTepHabHON OTBETCTBEHHOCTH (€CIM pabOTHUK — MaTepHallbHO
OTBETCTBEHHOE JIUIIO);

— XapaKTEePUCTHKU U PEKOMEHJaTeIbHbIE THChMa;

— cornacue Ha 06paboTKy NepCOHATBHBIX JaHHbIX.

2.5. JIMCTBI JOKYMEHTOB, TIOMELIEHHBIX B JITYHOE JIEJI0, MOUIEKAT HyMEepalliH.

2.6. JIOKyMeHTHI NOMEMIAIOTCS B TAIKy-CKOpOCIIHBaTenb. [Ipi yBolbHEHHH pabOTHHKA
IPOIIMBAIOTCS HUTKAMHU U CAAIOTCS B apXHB.

2.7. BHyTpeHHsIs OIUCH JOKYMEHTOB, HMEIOIMXCS B JIMYHOM JIelie, 0JDKHA COAepKaTh
CBEJIEHHs O IMOPSAKOBBIX HOMEpax, HAUMEHOBAHHAX MIOKYMEHTOB JleNia, KOJIMYECTBE JIHCTOB,
JaTax BKIIOYEHHs JOKYMEHTOB B JIMYHOE JI€JI0 H H3BATHS U3 JIENIa, a TAK)KE KEM H3BIT JOKYMEHT
U 110 KaKOW NpUYMHE.

2.8. BHYTpeHHSS ONMUCh COCTABIAETCS HA OTAEIBHOM JIHCTE IO YCTAHOBJNEHHOH dopme.
JIMCTBI BHYTPEHHEH OIMCH HyMEPYIOTCS OTAEIIBHO.

2.9. Ilpu TMOArOTOBKE JHYHBIX e K Iepefadye Ha XpaHEHHe K BHYTPEHHCH OIHCH
COCTABIISIETCS. UTOTOBAs 3alMCh, B KOTOPOW yKa3blBaeTCs NH(paMHM M MPOIHCHIO KOIHYECTBO
BKJIIOYEHHBIX B Hee JIOKYMEHTOB M KOJIMYECTBO JIKCTOB Jela.

3. Benenue IHYHBIX €N pabOTHUKOB

3.1. JludHOoe neno BeleTcs B TEYEHHE BCero Iepuoia paboThl KaxI0ro menarora
coTpyanuka Jlerckoro cazna .

3.2. JlanbHeiimee BeJeHHE JMYHOTrO JeNa pabOTHHKA NpelyCMaTpPUBACT MOMEIICHHE B
ZIeN0 IOKYMEHTOB, 00pasylomuxcsi B mpolecce paboyeit IesTeNbHOCTH H UMEIOIIMX 3HA4YCHHE
JUISL TPYIOBBIX OTHOIIEHHUH:

— JIONOJTHEHHKE K JITYHOMY JIUCTKY 110 YYETY KaJpoB;

— JIOTIOJIHUTEIbHBIE COTMAIEHUs K TPYAOBOMY JIOrOBOPY;

— KOITHH TIPUKA30B IO JTHYHOMY COCTABY, KOTOPhIE KacaroTCs paboTHHKA;

— OT3BIBBI JJOJDKHOCTHBIX JIUIL O pabOTHHKE;

— KOIIMH JIOKYMEHTOB O [OBBIIICHHH KBATHHKALMH;

— KOIHH CepTH(HUKATOB, IPaMOT;

— JIACT — 3aBEPHTENTH JieNa (COCTABISIOT IIPH C/aue JIMYHOTO JIefia B apXHB);

— MHBIE IOKYMEHTBI.

3.3. B nuuHble A€na He MOMEMIAIOTCS JOKYMEHThI, HMEIOIIHE BTOPOCTENCHHOE 3HAYCHHE
M CpoK XxpaHeHHsi MeHee 10 JeT BKJIIOYHTENbHO. Takue JOKYMEHTBI XPaHATCS B OTACILHOM
napsoe «JJokymenmol, He 6owleOULUe 8 COCMAE IUYHBIX Oe/).

3.4. B kouye kanendapnozo 200a u ne nosonee 30 oexabps Bce pabotHukH JleTckoro cana
MPOXOAAT O3HAKOMJIEHHe C JHYHbIMH genamu. OO oToM JemaerTcs OTMETKa B JIMCTC
03HAKOMJIEHHUS pabOTHHKA C JIMYHBIM JIETIOM.



3.5. O3HAKOMJICHHE C J€0M IPOHCXOIHT HCKIIOYHTEIBHO ¢ xabuneme 3aeedyiowe2o 1 B
€ro IPHCYTCTBHH. 3aNpelaeTcs BHHOC Ae/1a H3 kabuHeTa.

3.6. Bpimaua KOmHil JOKYMEHTOB H3 JHMYHOrO Jeia MPOM3BOIUTCS 10 JHYHOMY
3asBJICHMIO PabOTHMKA H C PaspelicHHs 3aBE/yiOUICro. Komuu JOKYMEHTOB JOIDKHBI OBITH
3aBepeHbl ¥ PEOCTABIICHbI paGOTHHKY B T€YEHHE TPEX JIHEl co JIHs 0/1a4H 3asBJICHUSL.

3.7. VI3psTHE OTAENBHBIX NOKYMEHTOB M3 JIAYHOrO Jei1a IPOU3BOJMTCS C paspelleHns
saseqyromero Jlerckoro caga ¢ o(hOpMIIEHHEM COOTBETCTBYIOLIEH 3alkCH B rpade
«IIpuMeyaHne» BHYTPEHHEH OIHCH. T1px BpEeMEHHOM H3bATHH JIOKyMEHTa Ha €T0 MeCTO (MEeXIY
JHCTAMM COCEIHMX JOKyMEHTOB) BKIIAJbIBACTCH CrpaBKa-3aMeCTHTENb C yKa3aHWeM Jarhl H
TPHYMH M3BATHS C TOJIKCHIO JIML@, BAIIABIICIO JIOKyMEHT, ¥ TOITHCHIO JIHIA, TIOTYIHBIICTO
€ro BO BPEMEHHOE T0JIb30BAHHUE.

3.8. B nensx obecredenns KOHTPOIIs 3a COXPaHHOCTBIO 1 aKTYalbHOCTBIO JIMYHBIX €71 B
JlerckoM cajy exeroaHo (He mo3/HEe ] kpaprama Trojia, CIEIylolero 3a OTYETHBIM)
TIPOM3BOIMTCS MPOBEPKA HX HATHIHS 1 COCTOSTHHSL.

3.9. EeromHylo TNpOBEPKY COCTOSHHS JHYHBIX Jel1 Ha NpeAMET COXPAHHOCTH
BKJTIOYEHHBIX B HETO JOKYMEHTOB IIPOBOIHT CIEIUANBHO CO3AHHAA xomuccust. O MpoBEACHHBIX
IpoBepKax JeNaeTcs OTMETKa B JHCTE O pesysbTaTax eKerojHOH MpPOBEPKH COCTOSIHHS H
HaIW4Ms JIAYHOTO Jiejla M COCTaBjsfeTcs akKT. PesynbTaThl IIPOBEPKH JIMYHBIX JIET B
06s3aTeTLHOM MOPSIKE JOBOATCS JI0 3aBELYIOIIET0 Jlerckoro caja.

4, XpaHeHHE H y4eT TMIHBIX JIC] pabOTHHKOB

4.1 XpaHeHue W ydeT JIMYHBIX AN IE/Aroros u corpymuuxoB JIOY opranusyrorcd ¢
HeNBbI0 GBICTPOro MOMCKa JIMYHBIX JICIL, oGecrieuenns UX COXPAHHOCTH W KOH(QHICHIMANLHOCTH
CBeJICHH, COIEPIKALIUXCS B IOKYMEHTAX JIAHBIX A€, OT HECAHKIIMOHUPOBAHHOTO AOCTYMA.

4.2. JlnuHbIe feia paGOTHAKOB, JIODKHOCTHBIE HHCTPYKIHH xpanameay 3asedyloujezo B
CrielMaNTbHOM METaTHYecKoM cefde. JIugHble KapTOYKHA 110 yHUGULMPOBAHHON dopme Ne T-2
XpaHsATCs OT/ENBHO.

4.3. TpynoBble KHWXKKH, MEIUIHHCKHE KHWKKA XpaHstes B cefde 3a6edylouje2o
Jlemckozo caoa.

4.4. JlTocTym K JTHYHBIM JI€TIaM paGOTHHUKOB UMEIOT MONbKO saseoyowui [lemckozo caoa.
qubo ucnonnsiowui obazanHocmu npu ucnonnenuu obazannocmen sagedyouje2o Jlemckozo
caoa.

4.5. CucreMaTH3alys THIHBIX A paGOTHHKOB MPOM3BOIUTCA B ayipaBUTHOM MOPAZKE.

5. OhopMIICHHE JIHYHBIX JC] paGOTHUKOB T1Epe caueit B apxuB.

5:1. Odopmienne JTMYHBIX aen Juist nepeaadu B apXuB.
Dta npoleaypa BKIIOYacT:

— mouHBKY (MeperieT) aena;

— yTOYHEHHE HyMepaluH JUCTOB 1€/,

— COCTABJIEHHE JINCTA-3aBEPUTEIIA

_ cocrapiienue (yTOUHEHHE) BHYTPEHHEH OTHCH;

_ BHECEHHE YTOUHEHHUH B PEKBH3UTBI JIAIIEeBOM 00JI0KKH Jena.

5.2. JIuct — 3aBepuTesb Jela JOJDKEH MOAIHCaTh €ro COCTABUTEIIb, TIPH 3TOM JENACTCHA
pacmm$poBKa JOMKHOCTH H TOJITHCH, npoctasisercs jara. B mpomecce HCIIOJIb30BAHUA
apXMBHBIX JIOKYMEHTOB B JIACTE-3aBEPUTEIIC JIENAIOTCA COOTBETCTBYIONIME OTMETKH.

Ecii f1e710 TOMMHATO 6e3 TMCTa-3aBepuTeNs, TO €ro Cle/lyeT HaKJIEeUTh Ha BHYTPCHHIOIO
CTOpOHY OOJIOKKH JIENIa.

5.3. C nenpio obecredenus COXPaHHOCTH JIMHHBIX 11T PeKOMEHyeTCs:

— 06beMHATH MHIMBHIyaIbHbIE THYHbIC JIENa yBOJICHHBIX COTPY/IHMKOB B OJIHY OGIIOXKKY
(06BeMHEHHOE JIENO) C TAKAM PacteToOM, 4T06BI 06BEM Jena (ToMa) He MPEBhIal 250 nucToB
(IyTeM CIUMBKY MaTEpHATOB HH/HBHAYATbHEIX JeJ1 TI0 TO/IaM YBOJIBHEHHMS):



~ pacnojiarath MaTepHaibl HHAHBHIYalbHBIX €] B npenenax jena (Toma) B angaBHTHOM
nopsake (modaMuiIbHO), oTHENAS MAaTepHallbl, OTHOCAIIMECS K Da3HbIM HHJIUBHyaJIbHBIM
ACTaM, YHCTBIM JHCTOM OymMard ¢ ykasaHHeM Ha Hem (bamunun, uMenn u oruectsa
COOTBETCTBYIOIIEr0 YBOJIGHHOIO COTPYIHHKA;

— CHabXaTh Kax0e 06beIHHEeHHOE JIeN10 (TOM) BHYTPEHHEH OIMUCHIO ¢ MEPEYUCIICHHEM
(amummit, umen u otuecTs u YKa3aHHEM HOMEPOB CTPAaHMIL, B MpeJieax KOTOPBIX PacIoIoKeHs!
COOTBETCTBYIOIIHE JIOKYMEHTEI.

5.4. Tlepenada muuHBIX e B ApXHB OCYIIECTBIISETCS HE IO3JHEE TPeX JeT MOcie
3aBCPUICHHS. HX B JIENONPOH3BOACTBE B COOTBETCTBHH ¢ rpaduxom. IIpeasapurensHo
3aBCAYIOUIUM IIPOBEPSETCS MOJHOTA W TIPaBHJIBHOCTD MOATOTOBKH JIMYHBIX [ K nepezave.
BeisiBrennsie mpu TIPOBEPKE HENOCTATKH YCTPAHAIOTCS 3aBe/IyIOMIHM. [Tepenava u npuem
TIPOM3BOZIATCS [0 ONHCH C IPOCTAHOBKON OTMETOK O HATHYUH JIMYHBIX JEll.

5.5. Jluunsle nena paGOTHHKOB, 3aKOHUCHHBIC JIE/0NPOU3BOACTBOM A0 | sHBaps 2003
Tona, xpausrcs 75 ner, nocne 1 supaps 2003 roga — 50 ner. JIuunsie nena 3aBeJyIOIIEro
Jletckoro caza uMerOT mocTOSHHbI CPOK XpaHEeHHS.

6. OTBeTCTBEHHOCTH paboToznarens u paGoTHuka
6.1. Ilenaroru wu COTpyaHUKH JleTckoro cama o6s3aHb CBOEBPEMEHHO TIPECTaBIIATH
CBECHUA 00 H3MEHEHHH CBOMX NEPCOHATBHBIX AAHHBIX, BKIFOYEHHBIX B COCTAB JIMYHOTO /€A,
6.2. Paboroparens o6ecrieunpaer:
— COXPaHHOCTb JINYHBIX J1eT pabOTHHKOB;
— KOH(HIEHIIHATLHOCTS CBe/IeHHi, CONICPIKAIMXCS B JIAYHBIX JIelaX pabOTHHUKOB.

7. Ilpasa paGoTonartens u paboTHuka
7.1. Ilenaroru u COTpYIHUKH JIeTCKOro cana uMeroT 11paBo:
~ [0JIydaTh NOMHYI0 HHGOpPMAIHIO 06 06paGoTke CBOHX NIEPCOHAIBHBIX JAHHBIX;
— TOJIyHaTh I0CTyI K CBOMM NEPCOHANBHBIM JAHHBIM;
— [I0Ny4aTh KOIMHU JOKYMEHTOB, XPaHSIIMXCS B JIHUHOM ziene;
— TpeGoBaTh HCKIIOYEHHS HIIH HCIIPaB/ICHHs HEBEPHBIX W HEMONHBIX (MCKaKEHHBIX) CBOMX
NEPCOHAIBHBIX JIaHHBIX.
7.2. Paboronarens umeer 1IpaBo:
— 00palaTeiBaTh NeEpCOHANbHEIE JaHHbE pabOTHHKOB, B TOM umCie M Ha 3JIEKTPOHHBIX
HOCHTEJIsIX;
~ 3alpaliuBath OT paGOTHHKOB HH(bOpPMAaLHIO, HEOOXOMUMYIO JUISi Be[eHHs JMYHBIX el H
006paboTKH NepCoHaNbHBIX JAHHDIX,



