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nerckmii cax Ne3 «bepe3kay
1. O61ue mos10:KeHus

1.1 HaCTO?IHII/Iﬁ JIOKaAJILHBIA aKT OIpeaAcCACT MOPAAOK BCACHUA, YUC€Ta U XPAHCHUA JIUYHBIX JCJI
pabOTHUKOB MYHHIIMIIATBHOTO JIOIIKOJIBHOTO 00pa30BaTENbHOTO YYPEXKICHHs IeTCKHi can Ne3
«bepeskay (manee — oOpa3oBarebHas OpraHU3aIus).

1.2. Tlopsimok pa3paboTaH B COOTBETCTBUH ¢ TpynoBeiM KozgekcoMm P®, denepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152-®3 «O mepcoHAIBHBIX JaHHBIX», METOIUYECKMMH PEKOMEHIAUSIMH, YKa3oM
[Ipesugenta ot 30.05.2005 Ne 609 «O6 yrBepxkaeHun I[loTOXKEHUS O TMEPCOHATBHBIX JTaHHBIX
rocyJapcTBeHHOro ciyxamero Poccuiickoit ®enepanuu W BEACHUHM €ro JIMYHOTO JIEJay,
KOJUIGKTHBHBIM JIOTOBOPOM M YCTaBOM 00pa30BaTEIbHON OpraHH3aIlIH.

2. @opMUpOBaHMe JUYHBIX /IeJ] PpA0OTHHUKOB

2.1. @opMupoBaHME JMYHOIO Jeia pPaOOTHUKA IPOU3BOAMUTCS pabOTHUKOM, Ha3HAYEHHBIM
3aBeyIoIIei 00pa3oBaTebHOIM OpraHnu3alyy (J1anee — OTBETCTBEHHBIN 32 BEICHUE JIET)

JlnuHoe npeno QopmupyeTcs HE MO3[Hee MNATH padouux JAHEW €O JAHS 3aKIIOYEHHs] TPYIOBOTO
JIOTOBOpa M TOJIBKO TOCHE TOJy4eHHs OT paOOTHHUKa corjiacus Ha oOpabOTKy ero mepcOHAIbHBIX
JTAHHBIX

2.2. Ilpu mocTyrmiieHun Ha paboTy paOOTHHK MPEAOCTaBIsIeT (MPH HATUYIHH):

e TIACTIOPT WJIM MHOM JOKYMEHT, YJOCTOBEPSIOIIN# TUIHOCTb;

e aBTOOHMOTrpaduIo;

e 3asBIICHHE O IPHEME Ha PaboTy;

e JIOKYMCHT, KOTOpBIﬁ MMOATBCPKIAACT PEruCTpannro B CHUCTEMC UHAWBUAYAJIbHOT'O
HEePCOHU(UIIMPOBAHHOTO y4eTa, B TOM 4YHCIe B (OpPME DICKTPOHHOIO JOKYMEHTA,
1160 CTPaXOBOE CBHIETEIBCTBO TOCYJAPCTBEHHOTO TIEHCHOHHOTO —CTPaxOBaHHs, 3a
UCKITFOUCHUEM CIIyYacB, KOTria TPYAOBOM JOrOBOP 3aKIIF0UACTCSI BIICPBHIC;

e UACHTU(DUKAITMOHHBIA HOMEDP HAJIOTOIIIATEIBIINKA,

e JIOKYMEHT BOMHCKOTO y4eTa (/Ui BOCHHOOOSI3aHHBIX JTHIL);

e JIOKyMEHT 00 00pazoBaHuu;

e ATTECTAIMOHHBIH JIKCT;

e CIPaBKy O HAMWYKMK (OTCYTCTBHH) CYAMMOCTH U (MiH) aKkTa yroJIOBHOIO IPECIICI0OBaHUS;

e TPYIOBYIO KHIKKY W (MJIHM) CBEICHHS O TPYNOBOH JIESATEIBHOCTH, KPOME CIy4aeB, KOIJa
pabOTHHK MPUHUMAETCS Ha PabOTy BIIEPBbIC WIIM HA YCIOBHIX COBMECTHTEIILCTBA;



¢ MEIULMHCKYIO KHUXKKY;
e CBHJICTEIHCTBO O OpaKe;
e CBHJICTEIBCTBO O POKICHHUH JETEH.

2.3. O6pazoBarenbHas opranu3anus opopmiIseT:

e MpHUKa3 0 MpUeMe Ha paboTy (0 mepeMeIIeHUH Ha IPYTHe J0JKHOCTH);
e TPYIOBOM JOTrOBOP B ABYX 3K3EMILISIPAX;
e JOJDKHOCTHYIO MHCTPYKLHIO.

2.4. IlepBuynHoe opopMIIEHUE TUIHOTO JeJIa IPETyCMaTPUBALT:
a) IPUCBOCHHUE JIMYHOMY JIeJy HOMEpa COTJIACHO XKypHAITy ydeTa JIMYHBIX fed (npunoxerue Ne 1);

0) mpocraBiieHHE Ha OOJIOKKE JTMYHOTO Jena (npuiiokenue Ne 2) clieayronmx pPeKBU3UTOB: MHICKC
nena (B COOTBETCTBMM C HOMEHKIATYpPOH Jeld 00pa3oBaTeIbHOW OpraHW3aldM); IOJHOE
HAaMEHOBaHHE OOpPa30BaTENIbHOW OpPraHM3alMM; HOMEp JIMYHOTO J1ena; (aMuwids UMS OTYECTBO
pabOTHHMKAa B HMMCHHUTENBHOM MaJeXke; JaTbl — TOJ Havala U TroJi OKOHYAHMsS BEICHUS JIela;
KOJIMYECTBO JIMCTOB; CPOK XPaHCHUS,

B) MOMEIICHHE JOKYMEHTOB, MOJUICKAIINX XPAHCHHUIO B COCTAaBE JMYHBIX JEJT, B XPOHOJIOTHYECKOM
MOPSJIKE:

e BHYTPEHHSISI ONUCH JOKYMEHTOB ziena (mpunoxerue Ne 3);

e JIUCT C OTMETKaMH 00 O3HAKOMJICHHH PaOOTHHKA C MEPCOHAIBHBIMU JaHHBIMU M3 JTMYHOTO
nena (mpuinoxenue Ne 4);

e JIMCT C OTMETKAMH O pe3y/lbTaTax eKEeroAHOW MPOBEPKU COCTOSHHS JHYHOIO Jena
(mpunoxenue Ne 5);

e JIMYHBII JIUCTOK IO y4eTy KaJpoB win ankeTa (mpunoskenust Ne 6 u Ne 7);

e aBTOOMOTrpadus;

e 3asBIICHUE O IPHEME Ha PadoTy;

e TIpHKa3 O IpHeMe Ha paboTy;

e JIOJDKHOCTHAsI HHCTPYKITHS;

e TPYIAOBOW JIOTOBOD;

e JIOTOBOP O TOJHON MaTepHalbHON OTBETCTBEHHOCTH (eciu pPabOTHHK — MaTepHalbHO
OTBETCTBEHHOE JIHIIO);

e XapaKTEPHUCTHUKH U PEKOMEHATeIbHBIC TUChMA;

2.5. JIucThl JOKYMEHTOB, IMTOMEIIEHHBIX B JIMYHOE JIEJI0, ITOJIeKAT HyMEPAIIHH.

2.6. I[OKYMCHTBI NMOMCINAKTCA B TMAIlIKy-CKOPOCHINBATCIIb. HpI/I YBOJIbHCHHUU pa60THI/IKa A0
MMpOoIMBACTCA HUTKaMU U CAACTCA B apXHB.

2.7. BHyTpeHHSS OMHUCHh JOKYMEHTOB, HMCIOIIUXCS B JTMYHOM Jelie, JODKHA COAepk aTh CBEIACHHUS O
MOPSAJKOBBIX HOMEpAX, HAUMEHOBAHMAX JOKYMEHTOB JI€J1a, KOJMYECTBE JIUCTOB, JATax BKIIOUYCHUS
JIOKYMEHTOB B JIMYHOE J€JI0 U U3BATHS U3 JIeJIa, a TAKKE KEM U3bIT JOKYMEHT H M0 KaKOW MPUYHHE.

2.8. BHyTpeHHss ONKCh COCTaBJISIETCS Ha OTIENBHOM JIUCTE MO YCTaHOBIIEHHOH (opme. JIucThl
BHYTpPEHHEH OMHUCH HyMEPYIOTCS OTAEIBHO.

2.9. Ilpu nmoaroToBKe JIMYHBIX J€JI K IMepeaade Ha XpaHeHHe K BHYTPEHHEW ONHCH COCTaBIsieTCA
UTOTrOBasl 3alKCh, B KOTOPOW YKasbIBaeTcs IU(paMH U MPOIMUCHI0 KOJMYECTBO BKIIOUEHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIENA.



3. BeeHne JIMYHBIX /1eJ1 pA0OTHUKOB

3.1. JluuHoe neno BeAETCSs B TEUEHHE BCEro mepuoja paboTel paboTHHKA 00pa3oBaTENbHON
OpraHu3aLuHu.

3.2. Bexenme nu4HOrO Jena pabOTHHKA TPEAyCMaTPHBACT IMOMEIICHHE B JEN0 JOKYMEHTOB,
oOpasyromuxcs B TIporecce paboyel JeATeIbHOCTH M HMMEIONMUX 3HAYeHHE IS TPYAOBBIX
OTHOIIIEHHUMN

e JIONOJHEHHE K JINYHOMY JIUCTKY 10 Y4eTy Ka/IpOB,;

e JIOTIOJIHUTENBHBIE COTTIAIICHHS K TPYAOBOMY JI0TOBOPY;

e KOIHH IPHKA30B 110 JUYHOMY COCTaBY, KOTOpBIE KacaloTcs pabOTHHKA,

e OT3BIBHI IOJDKHOCTHBIX JIUI] O PAOOTHHKE;

e KOIMH JIOKYMEHTOB O HOBBIIICHUH KBaTH(pUKaIHH,

e KOIUM cepTU(UKATOB, TPAMOT;

e JIUCT — 3aBEPUTEJIb JeNa (COCTABIISIOT IPH CIaue JIMYHOTO JIeNia B apXUB);
e HHBIC JOKYMECHTHIL.

3.3. B nuunbie AcIa HC HNOMCHIAKOTCA AOKYMCHTBI, MMCHOIIMEC BTOPOCTCIICHHOC 3HAYCHHC. Takwue
AOKYMCHTBI XpaHATCS B OTACIIbBHOM ICJIC (([[OKYMGHTBI, HC BOIICIIINEC B COCTAaB JIMYHBIX ACID).

3.4.Pa0OTHUK 3HAKOMHUTCSl C JIMYHBIM JIEJIOM B TEYCHUE TPeX pabO4Mx IHEH ¢ JaThl MOJYYCHHUS
OTBETCTBEHHBIM 3a BEJCHHUE [ 3asBJICHUs C MpochOoi 00 o3HakomsieHuu. OO0 3TOM Jenmaercs
OTMETKA B JIUCTE O3HAKOMJICHUS] pA0OTHHKA C JIMYHBIM JICIIOM.

3.5. O3nakomiieHue ¢ ACJIOM HNPOUCXOAUT UCKIHOYUTCIILHO B KaOWHETE OTBETCTBEHHOI'O 3a BCACHUC
ACII U B €T0 IIPUCYTCTBUU. 3anpemaeTCH BBIHOC J€J1a U3 KaOHHeTA.

3.6. BLII[a‘Ia KOITMH JAOKYMCHTOB U3 JIMYHOTI'O ACJIa ITPOU3BOAUTCA 110 JIMYHOMY 3asABJICHUIO pa6OTHI/IKa
H C paspClIiCHUA AUPCKTOPA. Komun JAOKYMCHTOB OOJIKHBI OBITH 3aBCPCHBI MU MPCAOCTABJICHBI
pa6OTHI/IKy B TCUCHHC TPECX I[Hefl CO AHA nmoagadu 3asaBJICHHA.

3.7. U3pATue OTAENbHBIX JOKYMEHTOB M3 JIMYHOTO Jeja MPOU3BOJUTCA C paspellieHus TUPEKTopa
00pa30oBaTeNbHON OpraHu3aly ¢ 0(pOpPMIIEHHEM COOTBETCTBYIOIIEH 3anucH B rpade «lIpumedanue»
BHYTpeHHel onwucH. [Ipy BpeMEHHOM U3BITHH JOKYMEHTa Ha ero MecTo (MEXIy JHCTaMH COCCTHHX
JIOKYMEHTOB) BKJIQJIBIBACTCS CIIPaBKa-3aMECTUTENb C YKa3aHUEM JIaThl U TIPHYUH U3BSTUS C MTOIITHCHIO
JIM1A, BBIAABIIErO JOKYMEHT, U MOANKCHIO JINLA, TOJTYYUBILIErO €ro BO BpEMEHHOE MOJIb30BaHUE.

3.8. B memax oOecrieuyeHWss KOHTPOJS 3a COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIMYHBIX JIeT B
00pa3oBaTeNbHON OPraHU3aIMH €KETOJHO IPOU3BOIUTCS MTPOBEPKA UX HATUYHS U COCTOSHUSI.

3.9. ExeronHyio npoBepKy COCTOSHUS JMYHBIX /€1 Ha MPEAMET COXPAHHOCTH BKIIOYEHHBIX B HETO
JOKYMEHTOB IPOBOJUT CIIEHMAIBHO CO3/aHHas Komuccusa. O NpPOBEIEHHBIX IPOBEPKAaX JeNaeTcs
OTMETKa B JIUCTE O pe3yjabTaTax €XEroJHOM IPOBEPKU COCTOSHUA W HAIWYUA JIMYHOTO Jeja
(mpunoxxenue Ne 5) u cocrasisiercst akT. Pe3ynbTaThl IPOBEPKH JTHMYHBIX JIEN B 00sI3aTEIIHOM TOPSIKE
JIOBOJIATCS 10 TUPEKTOpa 00pa3oBaTeIbHON OpraHU3alHH.

4. XpaHeHue U y4eT JUYHBIX el pa00THHKOB
4.1 XpaHeHwe W y4eT JIMYHBIX JeT pPaOOTHUKOB OOpa3oBaTEIbHOW OpraHU3aIMi OPTaHU3YIOTCS C

1[eNbI0 OBICTPOrO MOWCKA JUYHBIX JeN, OOECIeUeHUs MX COXPAHHOCTH U KOH(HIIEHIIUAIBHOCTH
CBEJICHUH, COJIEPKAIIMXCS B IOKYMEHTAaX JIMYHBIX JIeJ]1, OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA.



4.2. Jluunple nena paOOTHUKOB XPAHATCS y OTBETCTBEHHOI'O 3a BEJIEHHE el B CIEIHATbHOM
METAJITNYEeCKOM ceiide.

4.3. loctyn K JMYHBIM JeaM paOOTHUKOB HMEIOT TOJBKO OTBETCTBEHHBIM 3a BeleHHE Aen U
IUPEKTOp 00pa30BaTENbHOM OpraHu3alu JM00 €ro 3aMecTUTENM IPU HCIOJHEHMH OO0sS3aHHOCTEH
JTUPEKTOpa 00pa3oBaTEIbHON OpraHU3aliH.

4.4. Cucremarn3anus JIMYHBIX €7 paOOTHUKOB MPOU3BOIUTCA B aJI()aBUTHOM TOPSIZIKE.
5. OdopmiteHne JHYHBIX /1eJ1 pAOOTHUKOB Iepej caaueil B apxXuB

5.1. OdopmiteHne TUYHBIX e VIS Iepeaud B apXHUB TPOU3BOINUTCS OTBETCTBEHHBIM 32 BEJICHUE JICI.
Dta npoiieaypa BKIIOYACT:

e noOMIIUBKY (TMeperieT) aena,;

e YTOYHEHHE HyMEpalUH JUCTOB JEIa,

e cocTaBlieHHUE JHCTa-3aBepuTens (npuiokenue Ne 8);

e cocraBiicHue (YTOUHCHHUE) BHYTPEHHEH OMuUCH;

e BHECEHME YTOYHEHMH B PEKBU3UTHI JIULIEBON OOJI0KKHU Jea.

5.2. JIuct — 3aBCPUTCIIb ACJIa JOJDKCH ITOAINCATL €TI0 COCTABUTCIIb, IIPU 3TOM ACJIACTCA pacmncprBKa
AOJDKHOCTH WM IOANHMCH, MPOCTABIACTCA JaTa. B Mponecce MCIOJIb30BaHUA apXHWBHBIX JOKYMCHTOB B
JINCTEC-3aBCPUTECIIC ACIIA0OTCA COOTBETCTBYIOIINEC OTMCTKHU.

Ecnu nmemo moammrto Ge3 JIMCTa-3aBEPUTENs, TO €ro CIeAyeT HAKJICUTh Ha BHYTPEHHIOK CTOPOHY
00JIOKKH Jea.

5.3. C nenbto obecrieueHnst COXPaHHOCTH JIMYHBIX JI€T PEKOMEH/TyeTCs:

e 00BEAMHATh WHAMBUJYAJbHbIE JIMYHbIE JI€la YBOJEHHBIX PAOOTHMKOB B OJHY OOJOXKKY
(oObeqMHEHHOE JIe7I0) ¢ TaKMM pacdeToM, 4ToObl 00beM nena (Toma) He mpeBbiman 250
JUCTOB (IIyTEM CIIMBKH MAaTEpPHATIOB WHIMBHUIYATIbHBIX A€ M0 FOJaM YBOJILHEHUS);

e pacronarath MaTepHalbl WHAWBUAYAIbHBIX el B Tpenenax jaena (toma) B an)aBUTHOM
nopsiike (mohaMuIbHO), OTAENSAS MaTepuaibl, OTHOCSIINECS K Pa3HbIM HHAWBHIyaTbHBIM
JAcjiaM, YUCTBIM JIMCTOM 6YM211"I/I C YKazaHHMEM Ha HCM q)aMI/IJ'II/II/I, HUMCHHU U OT4YECTBa
COOTBETCTBYIOLIETO YBOJIEHHOI'O COTPY/IHUKA,

e CHaOXaTh KaxJI0e OOBEIMHEHHOE Jesi0 (TOM) BHYTPEHHEH ONUCHIO C IepedurcIeHHeM
damunuii, UMEH M OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUI], B IMpeaesiaXx KOTOPbIX
PACIIOJIOKEHBI COOTBECTCTBYIOIIUEC TOKYMCHTHEI.

5.4. Tlepenaua TUYHBIX €] B apXUB OCYIIECTBISACTCA HE MO3JHEE TPEX JIET MOCJe 3aBEpIICHUs UX B
JIEIONPOU3BOJICTBE B COOTBETCTBUU C TrpadukoM. [IpenBapuTensHO OTBETCTBEHHBIM 3a BEICHHUE e
MPOBEPSAETCS MOJTHOTAa M MPABWIBHOCTh TMOATOTOBKM JIMYHBIX J€JI K Tepenadye. BbIABIEHHbIE TPHU
IPOBEPKE HENOCTAaTKU YCTPAHSIIOTCS OTBETCTBEHHBIM 3a BefeHue Jen. llepegaua u  npuem
MPOU3BOIATCA 1O OMUCH C MPOCTAHOBKOW OTMETOK O HAJTMYMU JTUYHBIX JIET.

5.5. JInunsle nena pabOTHUKOB, 3aKOHUEHHBIE Jeionpou3BoacTBoM 110 1 suBapst 2003 roxa, xpaHsrces
75 ner, mocie 1 saBapst 2003 roma — 50 ner.

6. OTBeTCTBEHHOCTDH padoToaaTe st 1 Pa0OTHHKA

6.1. PaGoTHHKN 00pa3oBaTebHONM OpraHu3aIiuu 00s3aHbl CBOCBPEMEHHO MPECTABIISATh CBEICHHS 00
HU3MCHCHUHN CBOUX IMCPCOHAJIBHBIX TAHHBIX, BKIIFOUCHHBIX B COCTAB JIMYHOT'O ACJIA.



6.2. OTBETCTBEHHBIH 32 BeJleHUE Jell paOOTHUKOB HECET MUCIUIUIMHAPHYIO U MHYIO OTBETCTBEHHOCTH
3a pasriamieHue KOHQPHUICHIMAThHBIX CBEICHUW, COMEPKAIIMXCS B JUYHBIX JeJaX, U 3a HHBIC
HapyLICHUs MOPSIKA BEACHUS JINYHBIX JEII.

7. IIpaBa pa6oToaaresisi 1 padoTHUKA
7.1. PaGoTHHKHM 00pa3oBaTeIbHON OpraHu3aliid UMEIOT MPaBo:

e TIONYyYaTh MOJHYIO HH(MOPMALIHIO 00 00padOTKEe CBOMX MEPCOHATBHBIX TAHHBIX;

e TOJYyYaTh IOCTYI K CBOMM IEPCOHAIBHBIM JaHHBIM,;

e TOJIy4aTh KONUU JOKYMEHTOB, XPAHSAIIMXCS B JINYHOM JICTIC;

e TpeOOBaTh MCKJIIOYCHUS WM HCIPABICHUS HEBEPHBIX M HEMONHBIX (MCKaKEHHBIX) CBOUX
MEPCOHAIIbHBIX JIAHHBIX.

7.2. PaboTonarens UMeEET MpaBo:

e 00pabaTeiBaTh MEPCOHAIbHBIC JaHHBbIC PAOOTHHUKOB, B TOM YHCIC M Ha 3JCKTPOHHBIX
HOCHUTEIISX,

e 3ampaliMBaTh OT PaOOTHUKOB MH(MOPMAIIUIO, HEOOXOMUMYIO /ISl BEACHHS JHUYHBIX e U
00pabOTKH EPCOHATBHBIX JaHHBIX.
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