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MOPSIIOK N Lowionsests
BeAeHHA JIHYHBIX /IeJ1 pA0OTHHKOB
MAJNOY «/lerckuii cag Neld»

1. O0mne moJioKeHus

1.1 HacTodmuyi JIOKaJbHBIA aKT OIpeAeNseT NOpANOK BeIeHWs, yUeTa U XpaHEHHUS
nu4HeIX Aen pabotaukoB MAJIOY «/letckmit cag Ne 14» (nanee - JIOVY).

1.2. Ilopsnok pazpaboTaH B cooTBeTcTBUU ¢ TpymoBeiM Kofekcom PO, DenepaiibHbiM
3akoHOM OT 27.07.2006 No 152-®3 «O nepcoHAIBHBIX JAaHHBIX», MeTOIHYECKHMU
pexomenjanusaMu PocapxuBa, VYkazom Ilpesummenra ot 30.05.2005 Ne 609 «O6
yTBepxacHHH [looXeHus 0 NepCOHANBHBIX JAHHBIX I'OCYAAPCTBEHHOTO CITYXKAallero
Poccuiickoii @epepanuy U BeAEHUU €ro JJMIHOTO Jeiay

2. ®dopMupoBaHHe JHYHBIX JeJ padOTHHKOB

2.1. JInunoe peno ¢opMmHpyeTcs B Te9eHWH 2 JHEH co JHS 3aKIIOYeHHs] TPYIOBOIO
JIOTOBOpa M TOJBKO IOCIIE MOMy4YeHUs OT paOOTHHKA corliachs Ha oOpaboTKy ero
[IEPCOHAIBHBIX JIAHHBIX

2.2. Ilpm noctymienny Ha paboTy pabOTHUK NpeiocTaBiseT (TP HATHYMH):

* IACTOPT MM UHOH JOKYMEHT, yI0CTOBEPSIOIINM JINUHOCTh;

+ aBToOMOrpaduio;

- 3asBJIEHHE O MpUeMe Ha paboTy;

¢ JIOKYMEHT, KOTOpPBIM  MOJATBEPXKJAET  PErUCTpalMI0 B  CHCTEME
HWHJMBHyalbHOIO NEPCOHU(HUIIMPOBAHHOTO ydeTa, B TOM 4HCIe B (opme
3NEKTPOHHOTO TIOKYMEHTA, oo CTpaxoBOe CBUJIETEJICTBO
IOCYIApCTBEHHOI0 NEHCUOHHOIO CTPAXOBAaHMS, 32 MCKIIIOUECHUEM CIIydacs,
KOI'Zla TPYAOBOH JOTOBOP 3aKIIFOYAETCS BIIEPBHIE;

» WJIEHTH(UKAIIMOHHBIA HOMED HaJIOrOIIaTEBINNKa;

* JIOKYMEHT BOMHCKOI'O y4eTa (IUIsl BOSHHOOOS3aHHBIX JIHI);

+ JIOKYMEHT 00 0Opa3oBaHum;

* aTTECTAllMOHHBIN JIUCT;

* CHOPaBKY O HamM4Yuu (OTCYTCTBHH) CYAMMOCTH W (W) (hakTa YroJOBHOTO
[IpEeCiIeJOBAHUS;

« TPYIOBYIO KHWXKKY H (HJIH) CBEJIlEHHS O TPYHNOBOW IESTENBHOCTH, KpOMeE
Clly4aeB, KOT/ia pa0OTHHUK IpHHUMAaeTCs Ha paboTy BIiepBbIe WIH HA YCIIOBHIX
COBMECTHTEJIbCTBA;

* MEIUIIMHCKYIO KHIKKY;

+ CBHJIETENILCTBO O Opake.

2.3. O6pazoBaTenbHas OopraHu3anys opopMIIIeT:

 TIpHKa3 o Npueme Ha paboTy (o mepeMelnIeHuH Ha ApyTHe HOJDKHOCTH);

* TPYZOBOH IOrOBOP B ABYX 3K3EMILIsApax;

* JOIDKHOCTHYIO HHCTPYKITHIO.

2.4. TlepeuyHoe odopMIIEeHUE IMIHOTO JeNa MPeAyCMaTPHBAET:
a) NPUCBOCHHME JMYHOMY Jely HOMepa COINIACHO JKypHaly ydYeTa IHYHBIX eIl




(npunoxenwe Ne 1);
6) mpocrapieHue Ha OONOXKEe JHYHOrO fHena (HpwiokeHHe Ne 2) CIIELyIOLIMX
PEKBU3UTOB: HHJIEKC JIeJIa (B COOTBETCTBHH ¢ HOMEHKJIATYpPOM Jiel 00pa3oBaTenbHOM
OpraHW3alif), TOJHOC HaMMEHOBaHHE 00pa30BATENHLHON OpraHW3alid; HOMEp
JIMIHOTO Jiena; (GaMuIiksg HMs OTYECTBO pabOTHHKA B MMEHHMTENBLHOM TMAfIeKe, NATHI -
rOJl Hayalla ¥ roJi OKOHYaHUS BEJIEHHs JIe)Ia; KOIMYIECTBO JMCTOB; CPOK XPAHEHMUSI,
B) IIOMEIICHUE OKYMEHTOB, MOIIEXAIIUX XPAaHEHMIO B COCTAaBe JIMYHBIX JIEN, B
XPOHOJIOTUYECKOM MOPSIIKE:
* BHYTPEHHss OIKUCH JOKYMEHTOB Jlena (nmpunoxenue Ne 3);
* JIACT C OTMETKaMH 00 03HAKOMJICHWH paOOTHHKA ¢ MAaTEPHAIAMU JIMYHOTO Jieja
(npunoxerue Ne 4);
* JIACT C OTMETKAMH O DPE3YNbTaTaX €XKEroJHOW MPOBEPKH COCTOSHMS JIMYHOIO
aena (mpunoxenue Ne 5);
- aBTobHorpadus;
* 3agdBJICHHE O IpUeMe Ha padoTy;
* IPHKa3 o MpremMe Ha paboTy;
* TPYJOBOH JIOrOBOp;
* JOTOBOp O TIOJNHOM MaTEepHallbHOH OTBETCTBEHHOCTH (ecid pabOTHHK -
MaTEPHAIbHO OTBETCTBEHHOE TTHIIO);
* XapaKTePHCTHKH U peKOMEHIaTeIbHbIE MMACHMA;
2.5. JICTBI IOKYMEHTORB, IIOMELIEHHBIX B IMIHOE /€TI0, MOJIEKAT HyMEepALHH.
2.6. JIoKyMeHTBl TOMENIAIOTCS B TManky. llpu yBOINbHEHMH pa0OTHHKA Jel0
MPOIIKMBAETCS HUTKAMHU U CIAETCsl B APXUB.
2.7. BHyTpeHHsIs1 OKCh JOKYMEHTOB, IMEIOIAXCS B IMYHOM JIETIE, TOJDKHA COIEPKATH
CBEIICHMS O NOPSJIKOBBIX HOMEpax, HAUMEHOBAHMUSX JIOKYMEHTOB Jielid, KOJIIMYECTBE
JIACTOB.
2.8. BHyTpeHHss OIIMCh COCTABISIETCS Ha OT/AEIBHOM JIUCTE 110 YCTAHOBJIEHHON (hopMe.
JIvcTel BHyTpEHHEH OMMCH HYMEPYIOTCS. OTAEIBHO.
2.9. Ilpu moAroroBKe NHYHBIX AEN K Tepefade Ha XpaHEHHWE K BHYTPEHHEH OINMCH
COCTaBJIACTCsS. HTOrOBas 3alliCh, B KOTOPOM YKAa3bIBaeTcsi MUQPaMH U MPOIKCHEO
KOJTHYECTBO BKJIFOUECHHBIX B Hee JIOKYMEHTOB W KOJIMYECTBO JIUCTOB JCJIA.

3. Benenwue nu4HBIX Jien paGOTHHKOB

3.1. Jlmunoe Jeio0 BeneTcsi B TEUYEHHE BCEro neproga paboThl pabOTHHKA
00pazoBaTenbHON OpraHu3alin.
3.2. Begenne mm4HOro Jeiia paboTHHKA [IpelycMaTpuBaeT TMOMENIEHHE B Jell0
JIOKYMEHTOB, O0OpasyloIlUXCs B Mpollecce paboueil NesTeNbHOCTH W WMEIOIIHX
3HaYEHUE UL TPYAOBBIX OTHOIICHHMN:

* JIOTIOJIHEHHE K JINYHOMY JTHCTKY IO YYeTy KaapOB;

* JIONIOJHUTEJIbHBIC COTTIAIICHHUS K TPy IOBOMY JIOTOBODY;

* KOIMH NMPHUKA30B II0 JIMYHOMY COCTaBY, KOTOPhIE KacalOTCA pabOTHUKA;

* OT3BIBHI JJOJDKHOCTHBIX JIMI] O PAOOTHHKE;

* KOIHH JIOKYMEHTOB O [OBbIIICHHH KBATH(DHKAIMH;

* KOIIMH CepTH(HKATOB, TPAMOT;

* VHBIE JIJOKYMEHTHI.
3.3. PaOoTHHK 3HAKOMHUTCS C JIMYHBIM AEJOM B TeUEHHE Tpex pabouux AHEeH ¢ maThbl
[IOJIy4E€HHs] OTBETCTBEHHBIM 32 BEJIEHHE Jie)l 3asIBIICHUS C POCE00H 00 03HAKOMIICHHH.
OO0 >TOM JienaeTcs OTMETKA B JIACTE 03HAKOMIIEHH pabOTHHKA C THYHEIM EIOM.
3.4. O3HaKoMIIeHHE C IEJIOM IIPOMCXOUT HCKIIIOYUTENHHO B KAOMHETE OTBETCTBEHHOTO
3a BEJICHHUC IC)I U B €r0 MPUCYTCTBUU. 3allpeniaeTCs BRIHOC JieNa U3 KabmuHeTa.
3.5.Bpinaga KomuWit JOKYMEHTOB W3 JIMYHOrO Jjeja IIPOM3BOJUTCS 1O JTHYHOMY
3asIBJICHUIO PabOTHHKA U C pa3pemenus 3aBenytomero MAJIOY «Jletckuii cam Neldy.
Komuu JJ0KyMEHTOB TOIDKHBI OBITH 3aBEPEHBI U IIPENOCTABICHBI pAOOTHUKY B TEUEHHE




TPEX AHEN CO JAHS MOJGYH 3asiBIICHHUS.

3.6. U3pATHE OTHENBHBIX JOKYMEHTOB U3 JIMYHOTO Je/a MPOU3BOJUTCA C pa3pelleHHs
sapenyromero MAJIOY «Jlerckmit cag Neld» ¢ odopmieHmeMm COOTBETCTBYIOIIEH
samucu B rpade «llpumedanwe» BHyTpenmed onwmcu. llpwm BPEMEHHOM H3BITHHU
AOKYMEHTA Ha ero MecTo (MexIy IHMCTaAMH COCEIHHMX NOKYMEHTOB) BKIA/BIBAETCS
CIIpaBKa-3aMECTHUTENIb ¢ YKa3aHMEeM JarThl M IPHYMH H3BITUS C MOANUCHIO JIWIE,
BBIZABINCIO JOKYMEHT, M MOANHCBHIO JIMIA, MNONYYHMBIIETO €ro BO BpEMEHHOE
110JIb30BaHKE.

3.7. B nensix obecriedenus: KOHTPOJIA 32 COXPAHHOCTHIO U aKTyaJlbHOCTBIO JIWYHBIX JIe]T
B 00pa3oBaTeNbHOM OPraHM3allii €XETOTHO HPOH3BOUTCS MIPOBEPKA MX HAIWYIHSI H
COCTOSIHUA.

3.8. ExXeromHyio NpOBEPKY COCTOSHHS JIMYHBIX Jeid Ha TpeMeT COXPaHHOCTH
BKJIIOYCHHBIX B HEr0 NOKYMEHTOB IIPOBOJUT CIENHAILHO CO3MaHHAS KOMHccHs. O
IIPOBE/ICHHBIX MPOBEPKAX NENAeTCs OTMETKA B JIHCTE O pe3yNnbTaTaX eKeTOIHOMN
MPOBEPKU COCTOSHUS ¥ HANIMIHA TMYHOTO Jiena (npunoxenue Ne 5) 4 cocTaBisieTcs axT.
PesysnibTaThl TPOBepKH JHYHBIX [el B 00S3aTeNbHOM NOpsJIKE HOBOJATCS [0
3aBenyromero MAJIOV «Jlerckuit cag Nel4y.

4. Xpanenne u y4eT JHYHbIX Ae] paGOTHHKOB

4.1 XpaveHwe M yd9er IMYHBIX AeT PabOTHHUKOBE 00pa30BaTeIbHON OpraHW3aIiy
OPraHU3YFOTCs! C ENBIO OBICTPOrO MOKCKA IMYHBIX Ael, 00eceYeH s HX COXPAHHOCTH
¥ KOHOHIEHIMAILHOCTH CBE/ICHUMH, CONEPKAIMXCH B TOKYMEHTaX JIWUYHBIX JEeN, OT
HECaHKITHOHUPOBAHHOIO AOCTYIIA.

4.2. Jln4Hble Jiena pabOTHAKOB XPAHSATCS y OTBETCTBEHHOTO 33 BeNEHHE /e B mkady,
3aKPBIBAFOIANICS HA KIIFOY.

4.3. locTyn K THYHBIM feiaM paGOTHUKOB HMEIOT TONBKO OTBETCTBEHHEIN 34 BeJIeHUE
Aen u sasenyrommit MAJIOY «/lerckuit can Nel4» obpasoparesnbHOlM OpraHu3aluy
b0  3aMecTHTENh 3aBefyiomero no BMP npE WCHONHEHWH 00S3aHHOCTEH
3aBenayromero MAJIOV «Jlerckuii cag Nel4dy.

4.4. CucremMaTH3aLKs THIHBIX A€l PAOOTHUKOB MPOU3BOIUTCS B aj(paBUTHOM TIOPSIKE.

3. Odopmaenne JIHIHEBIX JeJ1 paGOTHAKOB mepe] caaveii B apxXuB

5.1. Odopmiienne TMYHBIX JEI IS EPEiadd B apPXUB POU3BOUTCS OTBETCTBEHHBIM
3a Be/IeHHE Jiell. DTa Mpolleypa BKIIOYAET:

* MOAIIMBKY (MIEperieT) jea;

* YTOYHEHHWE HyMepalliH JIMCTOB e,

* COCTaBIICHHE (yTOYHEHHE) BHYTPEHHEH OMUCH;

* BHECEHUC YTOYHEHHH B PEKBH3UTHI JIMLIEBOM OOJIOKKH Iema.

5.2. C uenblo o0ecrieYeHns COXPAaHHOCTH JIMIHBIX JeT PEKOMEH/IyeTCs:
* O0BEeMHATL MHAMBHYAIGHBIE THYHBIE JeNa YBOJIEHHBIX pabOTHUKOB B OHY
00I0XKKy (00BbETHHEHHOE /IEN0) C TAKKM PACYETOM, YTOOEI 00BeM Nela (Toma)
He npeBrIma 250 JUCTOB (Iy TeM CIIMBKY MAaTEPHATIOB WHIABULY ANBHBIX JE]T
I10 FO/IaM yBOJIEHEHHS ),
. pacronaraTe MaTepuasbl HHIUBHIY AIbHBIX €]l B Ipe/ienax aena (ToMa)
B aJI(paBHTHOM HOPsifIKe (H0GaMUIBHO), OTHENAA MaTePUAIIbl, OTHOCSIIHECS K
Pa3HRIM MHAWBHIYAILHBIM [iellaM, YMCThIM JIAICTOM OyMaru ¢ yKa3aHHeM Ha
HeM (GaMWwmu, HMEHH W OTYEeCTBA COOTBETCTBYIOLIETO YBOJIEHHOTO
COTPYIHHKA;

° CHabXaTh Kak/I0e OOBENHHEHHOE eNo (TOM) BHYTPEHHEH OIUCBLIO C
IICpEYMCIICHUEM QaMUIIMi, IMEH 1 OTYECTB M YKa3aHHEM HOMEPOB CTPAHHULI, B
IIpeaieIaX KOTOPhIX PACTIONOKEHBI COOTBETCTBYIONIHE NOKYMEHTEL.

5.3. Tlepenaga NMYHBIX Je]l B apXMB OCYIIECTBIGIETCS HE MO3IHEE Tpex JIeT TocIe




3aBCPIICHHUS WX B JICJIONPOU3BOJCTBE B COOTBETCTBUH C rpadukom. [IpeasapureiibHO
OTBETCTBEHHBIM 32 BEJIEHHE JIe)I IPOBEPAETCS MOJHOTA W HPABHILHOCTH MOArOTOBKH
JIMYHBIX JIeNl K nepenave. BBIABICHHbIC NPH TNPOBEPKE HENOCTATKHM yCTPAHSIOTCS
OTBETCTBCHHBIM 32 BelieHHe aen. llepemada uw mpuweM TPOM3BOAATCS 110 OMHUCH C
IIPOCTAHOBKOM OTMETOK O HAJIMYHY JINYHBIX el

5.4. Jlnansle fena pabOTHUKOB, 3aKOHYEHHBIE JIEIONPOU3BOJCTBOM 10 1 auBaps 2003
rojia, xpansarcs 75 net, nocne 1 ssaaps 2003 roga - 50 ner.

6. OTBeTCTBeHHOCTH paGoTojaresi 4 paboTHHKA

6.1. PaboTHuKE 00pa3oBaTeIbHON OpraHu3alyy 0053aHEl CBOEBPEMEHHO MPEICTABIISTE
CBelleHHs 00 HW3MEHEHHM CBOMX TEPCOHAIBHBIX JAHHBIX, BKIIOYEHHBIX B COCTAB
JTUYHOTO JIeTIa.

6.2. OTBEeTCTBEHHBIH 32 BeJleHHE Jel PabOTHHKOB HECET JMCIMILTMHAPHYIO H HHYIO
OTBETCTBEHHOCTD 3a pasrlalllcAne KOH(QH/ICHIHAIBHEIX CBEJCHHUM, CONEPKAIUXCSH B
NTUYHBIX JTeJIax, H 33 HHBIE HAPYILEHHsI MOPSAIKA BEICHMS JIMIHBIX [CI.

7. IlpaBa paGoTonaresisi H paboTHHKA

7.1. PaboTHwrKH 00pa3oBaTeNbHON OPraHM3alMy UMEIOT IPABO:
* TONY9aTh MOJIHYIO HHPOPMAIHIO 00 00paboTke CBOMX NEPCOHANBHBIX JaHHBIX,
* MOJIy4aTh JOCTYI K CBOUM NEPCOHATLHBIM JaHHBIM;
* TIOJyYaTh KOIIMHM JOKYMEHTOB, XPAHSIIUXCS B THIHOM JlelIe;
* TpeOOBaTh MCKIIOYCHHS WM WCIPABIEHUS HEBEPHBIX M  HEMONHBIX
(MCKa)KE€HHBIX) CBOMX MEPCOHANLHBIX JTaHHbIX.
7.2. PaboTosarens uMeeT Mpaso:
 00pabaThiBaTh NEPCOHANBHBIE JaHHBIE PAOOTHUKOB, B TOM YHCIE W Ha
SJIEKTPOHHBIX HOCHTEISX;
* 3anpalKMBaTh OT PAOOTHUKOB WHGOPMAIWIO, HEOOXONMMYIO OIS BeIeHHS
JIMYHBIX JIE]I ¥ 00pabOTKK MEPCOHANBHBIX TAHHBIX.




«etckuii cax Nel4y

AKYPHAJI

YUETA JIMYHBIX AEJT PABOTHHUKOB
MAJIOY «Jlerckuii cag Nel4y

Ilpunoxenune Ne 1
K MOPSJIKY BEINCHHUS JIMYHBIX JIe]T PAOOTHHKOB

MYHULUITAJIbHOEC aBTOHOMHOE JJOIIIKOJIBHOC 06]].[606}3&30B3T€HBH06 YUPEKICHHUE

n/m

GamMuans, EMA, 0TIeCTBO
(opu HaIM4YHH) paoTHHKA

Ne
JIM9HOIO
aeia

JlaTa

¢opmupoBanus
JIHYHOTO Iesa

Oxonganus
JIHYHOTO
meaa

JlarTa
nepexaqyn
B apXHB

Mognucs
O0TBETCTBEHHOI0
3a BeJJeHHe
JHYHOIO JeJia




HUnnexc nena

[Ipunoxenre Ne 2

K HOPAOKY BEOCHHA THIHBIX NEIT pa60THHKOB

JAEJIO Ne

MYHHUMIIAJIbH0E aBTOHOMHOE IOMIKOJbHOE 00Pa30BaTeILHOE

vupe:xaenue «Jlerckuii cag Neldy

(Ha3sBaHWE OPraHU3ALUK U CTPYKTYPHOTO I10Apa3ieIeHus)

JIMYHOE JIEJIO

TOM Ne

Jlara Hayana

Jlata okoHUYaHUS

Ha

XpaHUTh

Omnuce Ne /

Jleno Ne

(3aroyoBOK Jiena)

JIET

JIACTax




[Ipunoxenne Ne 3
K [IOPSANKY BEJIECHUS JIMIHBIX ] pabOTHHKOB

onuch J1u4Ho20 dena Ne

Neo HaumeHoBaHue AOKyMeHTa Kon-Bo Ne cTp npuMevaHue
INUCT-B




ITpunoxenne No 4
K MOPS/IKY BEI€HHs! THYHBIX JIeT paOOTHUKOB

JIMCT o3HaAKOMJUIeHHs
¢ MaTepuaJaMH JHYHOro gejaa Ne

(Davmmms, Umst, OTyecTBo)

Jdara
03HAKOMJICHHS

oanuce

Ilpumeuanue




0 Pe3yIbTATaxX eKeroJHOH NPOREPKH
COCTOSIHMA H HAJIHYHA JHTHOIO Jeja

DaMuUIUA UM OTUYECTRO

JomKHOCTE:
JIngnoe nmeno:

Ipunoxenne No 5

K IMOPAJKY BECIACHUSA JAYIHBIX ACTT paGOTHPIKOB

OTMETKA

JHara nposepku

®@. H. O. gnenoB
KOMHACCUH

ITogmicw qiienos
KOMHCCHH

Pesynprat npoBepxu




