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IMoJioxkeHue o nopsiake opopmJIeHHs, BeIEHHS JTHYHBIX €I
COTPYAHUKOB
MIOBY uentpa pa3puTusi peGerka —aerckoro caga Ne86

1. OBIIHUE MMOJIOXKEHUS

1.1 Hacrosmmii JOKalbHBIA aKT OIpeAelsseT TMOpsAAOK BEICHHs, Yy4eTa H
XpaHeHHs TMYHBIX el  paboTHMKOB ~ MyHHLMNANBHOTO  JIOLIKOJBHOTO
06pa3oBaTeNnsHOro GIODKETHOTO yYpeXASHHA LEHTpa pasBUTHA peGeHka —
nerckoro caga Ne86 r.Coun (nanee-MJIOBY)

1.2. Tlopsmox paspaGoraH B COOTBETCTBHH C TpyZOBBIM KOICKCOM PO,
®denepabHBIM 3aKOHOM OT 27.07.2006 Ne 152-®3 «O nepcoHaIbHBIX JaHHBIX),
MeToaM4ecKMMH pekoMeHaauusiMa  Pocapxusa, Yka3oM [Ipesupenra oOT
30.05.2005 Ne 609 «O6 yrBepxaeHuu Ilonoxenus o MEPCOHANBHBIX NAHHBIX
roCyIapCTBEHHOIO CITy KaLlIero Poccuiickoi @enepanyuy ¥ BeICHUH €ro JIMYHOTO
JeN1a», KOJUIEKTUBHBIM JIOTOBOPOM M YCTaBOM 06pa30BaTelbHON OpraHu3alliy.

2. ®°OPMHAPOBAHME JUYHBIX AEJ COTPYTHUKOB

2.1.®opMupoBaHHE JIAYHOTO  J€na  COTPyAHHMKa (nanee  -pabOTHHK)

MPOU3BOIMUTCH pabGOTHMKOM, HA3HAYEHHBIM 3aBEAYIOLICH o6pazoBaTeIbHOM
opraHu3aluy (aaiee — OTBETCTBEHHBII 32 BEJIEHHE JIE)

JlugHoe mHeno (OpMHpPYeTCs He TO3AHee S paboyux MHEW Co JHA
3aK/TIOYEHHs] TPYIOBOTO J0TOBOpa M TOJBKO MOCIE MOMyHeHHS OT paboTHHKA
coryacus Ha 06paboTKy ero nepCcoHaIbHBIX NaHHBIX
2.2. ITpu nocTyIuieHHy Ha paboTy paboTHHK MPeJOoCTaBIseT (IpH HAJIUYHH):

« TACIOPT WIJIM MHOM JOKYMEHT, YI0CTOBEPSAIOLIHH INYHOCT;

« aBTOOMOrpadHIo;

« 3asBJEHHE O IIpUeMe Ha pabory;

« JIOKyMEHT, KOTOpBIi TMOATBEPXJAeT PErucTpauuio B CHUCTEME
MHIMBH/IyaIbHOTO TIEPCOHH(HUIMPOBAHHOTO y4eTa, B TOM HHCIIC B



(opMe 3NIEKTPOHHOTO JOKYyMEHTa, JIMOO CTPaXoBOE CBHAETENHCTBO

rocylapCTBEHHOTO [IEHCHOHHOT'O CTpaxoBaHus, 3a
MCKIIIOYEHUEM Clly4aeB, Korja TpyJOBOM J[OroBOp 3aKJIIOYaEeTCs
BIIEPBBIE;

 HIeHTUGHUKALMOHHEIA HOMEP HAJIOrOIIATEebIIHKA;

» JIOKYMEHT BOMHCKOIO y4eTa (111 BOeHHOOOS3aHHBIX JIKIY);

* JI0KyMeHT 006 00pa3oBaHHH;

e aTTECTAlLlMOHHBIN JIUCT;

* CIPaBKy O HAJIMYMH (OTCYTCTBHHM) CyJUMOCTH H (WK ) (haKTa yroJI0BHOIO
npeclieJOBaHus;

« TPYIAOBYIO KHMXKY Y (MJIM) CBEICHUS O TPYAOBOM HESATENBHOCTH, KPOME
Clly4aeB, Korjga paGoOTHHK NpHHMMaeTcss Ha paboTy BIIEpBEIE WIIA Ha
YCIIOBHSIX COBMECTHUTEIILCTBA;

¢ MEIULIMHCKYIO KHHKKY;

* CBHJIETENBCTBO O Opake;

¢ CBHUJETEIHCTBO O POXKICHHUH JEeTEH.

2.3. Obpa3oBarenibHas opraHu3anus oGopMIIseT:

« TIpHKa3 O MpHeMe Ha paboTy (0 nepeMenieHu: Ha Jpyrue JOKHOCTH);

« TPYZOBOH JOroBOp B ABYX 3K3eMIUIIpaXx;

 JIODKHOCTHYIO HHCTPYKLHIO.

2.4. IlepBuynoe oopmiieHHE JIHYHOIO /1eJIa NPeJyCMaTPHBAeT:

a) IPUCBOEHHE JIMYHOMY JIelly HOMepa COIJIaCHO XypHally y4eTa JTHYHbIX Je;
6) nmpocTaBieHre Ha 00JI0XKKe JTUYHOIO JieNa CIeAyIOIUX PeKBU3UTOB: UHIEKC
Jena (B COOTBETCTBMHM C HOMEHKJIATYpO# Aen 00pa30BaTeIbHOM OpraHu3alluu);
MOJIHOe HaWMMEHOBaHMe 00pa30BaTENbHON OpraHW3allMK; HOMEp JUYHOIO JeNa;
(haMHITHSI ©MS OTYECTBO pabOTHHKA B MUMEHUTEIBHOM NaZeXKe; JaThl — F0Jl HaYaa
¥ rojJl OKOHYaHUS BeIeHH JieJia; KOJIMYECTBO JIMCTOB; CPOK XpaHEHHMS,

B) NIOMeEILEHHEe JOKYMEHTOB, MOJIeXKAIUX XPaHEHHIO B COCTaBe JIMYHBIX /e, B
XPOHOJIOTHYECKOM MOPSAIKE:

« BHYTPEHHSS ONKCH JOKyMEHTOB fena (mpunoxenue Ne 3);

e JIMCT C OTMETKaMH 00 03HAaKOMJIEHHU pabOTHHKA C JIOKAJIbHBIMH aKTaMH;

e JIMYHBIA JIUCTOK 11O YUYETY KaJpOoB

s QaHKeTa;

« 3afdBIICHUE O NIpHeMe Ha pabory;

« TpHKa3 O mpueMe Ha paboTy;

e JOJDKHOCTHAsi HHCTPYKLIMS;

« TPYAOBO¥H JOrOBOpP H JIOI.COIIALLICHHS;

« JIOTOBOP O MOJHOM MaTepHalbHOW OTBETCTBEHHOCTH (€Ciu pabOTHHK —
MaTepHabHO OTBETCTBEHHOE JIHLIO);

« CIpaBKa O HECYJUMOCTH;

« JHWYHBIE 3ajABlICHHUS pPaOOTHHKA |

e aTTeCTAlHOHHBIE JIUCTHI, KOMHUS NPHKa3a O IPUCBOCHUH KBATM(UKALIHH;

2.5. JIACTBI JOKYMEHTOB, IOMELIEHHBIX B JIMYHOE €TI0, MOIeXKaT HyMEpalliH.
2.6. JIOKyMeHThl MOMELIAIOTCS B MNamKy-cKopocmmsarelb. IIpH yBONBHEHHH
paGoTHHKA J1eJI0 IPOLIMBAETCS HUTKaMH U CIAETCs B apXHB.




2.7. BHyTpeHHss ONMUCh JOKYMEHTOB, MMEIOIIMXCS B JIMYHOM Jele, NODKHA
COIep)KaTh CBENEHHs O IOPSAJKOBBIX HOMEpaxX, HAaMMEHOBAHHUSAX IOKYMEHTOB
Jena, KOJMYECTBE JIUCTOB, JlaTaX BKIIOYEHUS JOKYMEHTOB B JIMYHOE JIEJO W
U3BATHS U3 [IENa, & TAKIKE KEM U3BAT JOKYMEHT U [10 KaKOi MpUYHHE.
2.8. BHYTpeHHsIs OMUCh COCTaBIAETCSA HA OTAENBHOM JIUCTE 110 YCTAHOBIEHHOM
¢dopme. JIUCTEI BHYTpEeHHEH OIMUCH HYMEPYIOTCS OTAENBHO.
2.9. Ilpu noAroToBKe ITUYHBIX )1 K ITepe/iadye Ha XpaHeHHe K BHYTPEHHEMN OIUCH
COCTaBJISIETCS UTOrOBAasl 3allUCh, B KOTOPOH yKa3bIBaeTCsA LU(PPaMHU U IPOIUCKHIO
KOJIMYECTBO BKJIIOYEHHBIX B HEE€ JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIeJIa.
3. Benenue nu4HBIX e pabOTHUKOB
3.1. JluyHoe neno BeneTcs B TeYeHHE BCero mnepuoga paboTsl paGOTHUKA
00pa30BaTeIbHOM OpraHU3aLuu.
3.2. Benenue nu4HOro Aena pabOTHHKA MpeaycCMaTpUBaeT MOMEIIeHUEe B JIEJI0
JNOKYMEHTOB, 00pa3yIoLIMxcs B npolecce paboyei NesTeIbHOCTH M MMEIOINX
3HaY€HHUE JJIsl TPYAOBBIX OTHOILICHHM:

e JIOTIOJTHEHUE K TUYHOMY JIUCTKY I10 Y4YETy KaJIpOB;

 JIOTOJHUTENbHBIE COTIAlIeHUs K TPYJAOBOMY JOTrOBODY;

+ KOITMM MPHUKA30B MO JMYHOMY COCTaBYy, KOTOphIE KacaloTcs pabOTHHKA;

 OT3BIBbI IOJDKHOCTHBIX JIML O pabOTHHUKE;

+ KOIHHU JOKYMEHTOB O NMOBBILICHUU KBATU(DHUKALIUY;

+ KOMHH CepTU(HUKATOB, IPaMOT;

« JIACT —3aBEPUTEIH Jeia (COCTaBISIOT IIPH Cade JINYHOIO Aejia B apXHUB);

o Brimucka U3 npukasa o npeKpalieHuy TPy A0BOH JeATETbHOCTH.

» UHBIE JOKYMEHTHI.
3.3. B nuuHBIe Jella He MOMENIAI0TCA JOKYMEHTHI, HMEIOIIHE BTOPOCTENEHHOE
3HayeHue. Takue JOKyMEHThI XpaHaTcs B otaenbHoM aene Ne 4-09 «JlokyMeHTsI,
He BOIIEIINEe B COCTaB JIUYHBIX JEI.
3.4.PabOTHUK 3HAKOMHUTCS C JIMYHBIM JIJIOM B TeYEHHE TpexX paboyMx AHEi C
IaThl MOJTyYeHHs OTBETCTBEHHBIM 3a BelleHHe [Nl 3asBleHHs C Mpockbod 06
o3HakomiieHuH. O6 STOM JienaeTcs OTMETKA B JIMCTE 03HAKOMIIEHHS pabOTHHKA C
JIAYHBIM JIEJIOM.
3.5. O3HakOMJIEHHE C [elOM IPOMCXOJAMT HCKIIOYMTENbHO B KabuHeTe
OTBETCTBEHHOTO 3a BeJICHHME JI€JI ¥ B €r0 NPUCYTCTBUH. 3aNpelaeTcs BIHOC Ae1a
u3 Kkabunera.
3.6. Beijaya KOMUi JOKYMEHTOB M3 JIMYHOTO JieNia IIPOU3BOAMUTCS IO JTHYHOMY
3asIBIICHUIO pabOTHHKA U C pa3pellieHus AupekTopa. Konuu J0KyMEHTOB 10JKHBI
6BITH 3aBEpEeHBI M TPENOCTaBleHbl PaGOTHHKY B TEYEHHe TpeX JHEH CO AHs
Mo/Ia4vy 3asiBJICHUS.
3.7. U3bsTHE OTHENBHBIX JOKYMEHTOB W3 JIMYHOIO Jejla MPOM3BOAMTCH C
paspellieHHs. MpeKTopa 00pa3oBaTeNbHOW OpraHW3aluH C odhopMiIeHHEM
cooTBeTcTBYIolIeH 3amuck B rpade «IIpuMeyanue» BHYTPEHHEH OINMCH. [Tpu
BpEMEHHOM H3BATHA [OKYMEHTa Ha €ro MecTO (MEXIy JIMCTaMH COCeIHMX
JIOKyMEHTOB) BKJIa IbIBaeTCs CIIPaBKa-3aMECTHUTElb C yKa3aHHUEM AaThl ¥ PpHIHH
U3BATUS C TOAIMMCHIO JIMLA, BBIAABIIEro JOKYMEHT, W MOANMCHIO JHIa,
TIOJTyYHUBILIENO €10 BO BPEMEHHOE MOJIb30BaHHUE.



3.8. B uensx obecreyeHHss KOHTPOIS 328 COXPAHHOCTBIO M aKTYalbHOCTBHIO
NUYHBIX Jen B 00pa3oBaTeNbHONW OpraHW3aly €XKEroJHO IPOU3BOJHUTCS
MPOBEPKa UX HAIMYUSA U COCTOSHHUS.

3.9. ExerofiHyro npoBepKy COCTOSHHS JMYHBIX el Ha MpeIMeT COXPaHHOCTH
BKJIIOYEHHBIX B HETO JIOKYMEHTOB MMPOBOJMUT CIELHAIBEHO CO3/1aHHAs] KOMUCCHS.
O nmnpoBeneHHBIX TpoBepKax JejiaeTcsi OTMETKa B JIMCTE O pe3y/IbTarax
€KErOJIHOM NPOBEPKM COCTOSHHUS M HAIWYHs JIMYHOrO Jena (npuioxenne Ne 5)
U COCTaBIAETCA aKkT. Pe3ynbraThl NMpoBepKH JHYHBIX €I B 00sS3aTe€IbHOM
NOpsAIKe NOBOAATCS 10 JUPEKTOpa 06pa30BaTeIbHON OpraHU3aliHy.

4. XpaHeHHE U Y4eT JTMYHBIX [ie]1 paOOTHUKOB

4.1 XpaneHue U y4eT IMYHBIX feNl pabOTHUKOB 06pa30BaTEIbHOM OpraHu3aluy
OpPraHM3ylTCH C LENbl0 OBICTPOro IMOMCKA JIMYHBIX [ej, OOecredeHus HuX
COXPaHHOCTH M KOH(QH/ICHIIMATbHOCTH CBEIEHHH, COAEPKALUIMXCS B JOKYMEHTaX
JIUYHBIX JIeN, OT HECAaHKLIMOHHPOBAHHOTO JOCTYTIA.

4.2. JInunble nena paGOTHUKOB XPaHATCA Yy OTBETCTBEHHOIO 3a BEJIEHME el B
CIIELHAIbHOM METANINYECKOM ceitde.

4.3. JlocTyn K AMYHBIM JienaM paOOTHHKOB HMEIOT TOJBKO OTBETCTBEHHBIN 3a
BEJICHHE JIe]l M 3aBe[ylolMi o6pa3oBaTellbHOW OpraHu3aluu TUb0o ero
3aMECTUTENIM IIPU HCIIOJHEHUH 00s3aHHOCTEH 3aBe/yroleil 0Opa3oBaTeIbHOM
OpraHM3aliH.

4.4. Cucremaru3auus JTHYHBIX A€l pabOTHHUKOB MPOM3BOAUTCS B al(haBUTHOM
nopsIKe.

5. OdopmieHue TUIHBIX €)1 pabOTHUKOB Nepe] caavei B apXuB

5.1. OdopmieHue NHYHBIX Ael JUis Tepefiadyd B apXWB IPOU3BOAMUTCS
OTBETCTBEHHBIM 3a BEJIeHHE JIeJl. JTa Npoleaypa BKIIOYaeT:

« TMOJIIMBKY (Meperier) aena;

« YTOYHEHME HyMepalluH JIMCTOB JieNa;

» COCTaBJIEHHUE JIUCTA-3aBEPUTEIIS;

« cocTaBlieHUE (YTOYHEHHE) BHyTPEHHEH OIUCH;

+ BHECEHHWE YTOYHEHHH B PEKBU3HUTHI JIULIEBOX 00JIOKKH Jeia.

5.2. Jluct — 3aBepuTeNh JeNa JAO/KEH MOAMHUCATh €ro COCTABUTENb, IIPH 3TOM
Jenaercs pacimM(ppoBKa NODKHOCTH M TOAIMCH, IpocTaBisercs ngata. B
NpPOLIECCE UCTIONB30BAHMS aPXUBHBIX JOKYMEHTOB B JIMCTE-3aBEPUTEIIE NEIIAIOTCH
COOTBETCTBYIOIIIME OTMETKH.

Ecnu peno mommmto 6e3 JMCTa-3aBEpUTENsl, TO €ro ClelyeT HakJIeuTh Ha
BHYTPEHHIOIO CTOPOHY O0JIOXKKH JIeJa.

5.3. C uensto obecrieyeHHs: COXpaHHOCTHU JIMYHBIX JI€] PEKOMEHYEeTC !

+ 00BEAMHATH MHIMBHIYaIbHEIE JIMYHEIE [iea YBOJNEHHBIX PaOOTHUKOB B
oZHy 06710XKY (06BEIMHEHHOE AEN0) C TAKMM PacdeToM, 9T00bl 00beM
nena (roma) He mpebiman 250 JTUCTOB (IyTeM CIIMBKH MaTepHajlOB
WHIMBHIYaJbHEIX Je]I IT0 TO/laM yBOJIbHEHHS);

« pacronaraTh MaTepyallbl HHAMBUAYaNbHEIX JIe]l B peJenax Jena (Toma)
B andaBuTHOM rmopsake (modamMuiIBHO), OTAENSsS MaTepHallbl,
OTHOCSILMECS K pa3sHbIM WHAMBUAYAIBHBIM JellaM, YUCTBIM JIHCTOM



Oymarn c yka3aHHEM Ha HeM (amunuu, HMEHM M oTyecTBa
COOTBETCTBYIOILETO YBOJIEHHOTO COTPYAHHKA;

* CHabXaTh KaxJ0e OOBEAWHEHHOE JIENI0 (TOM) BHYTpeHHEH OMHCBHIO C
IepeYrCIeHHeM (HaMUInH, UMEH W OTYECTB M yKa3aHHEM HOMEpOB
CTPaHull, B Ipelenax KOTOPHIX PpAacHOOXKEeHbl COOTBETCTBYIOLIHE
JNOKYMEHTHI.

5.4. Tlepesaua TMYHBIX J1€J B aDXUB OCYILECTBIISETCS He MO3/IHEe TpEX JIET MOoCIIe
34BEPIICHHA KX B JICTIONPOM3BOACTBE B COOTBETCTBUM C TIpadhuKoM.
IlpenBapuTeNbHO OTBETCTBEHHBIM 3a BEJEHHE el MPOBEPSETCS TOJHOTA U
TNpaBUNILHOCTE IOArOTOBKM JIMYHBIX J€]l K mepenave. BeissneHHble mnpu
[TPOBEpKE HEJOCTATKU YCTPAHAIOTCS OTBETCTBEHHBIM 3a BefieHue el [lepenaua
1 TIPUEM TIPOU3BOJATCS I10 OMKCH C ITPOCTAHOBKOM OTMETOK O HAJIMYMM JTUYHBIX
Jen.

5.5. JInunble fena paGOTHHKOB, 3aKOHYEHHBIE JIENONPOU3BOACTBOM /10 | SIHBaps
2003 ropa, xpansarcs 75 net, nocie 1 sauBaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH paGoToaaTelns 1 paGOTHHKa

6.1. PaGoTtHuMkM 06pa3oBaTeNbHONW OpraHM3aUWM OGS3aHbI CBOEBPEMEHHO
NpEACTaBIATE CBEACHHA 00 W3MEHEHHM CBOMX II€PCOHANBHBIX JaHHBIX,
BKIIIOYEHHBIX B COCTaB JIMYHOTO JIEJIA.

6.2. OTBeTCTBEHHBIH 32 BeJeHHe Jiell PaGOTHUKOB HECET MMCLMILTHHAPHYIO U
HHYI0O OTBETCTBEHHOCTh 3a pasrjalleHHe KOH(HICHUHUANBHEIX CBEJCHUH,
COACpXKAIMXCA B JIMYHBIX JeNaX, d 3a MHble HapyLIEHWs MOpAJKa BeIEHHS
JIUYHBIX eIl

7. IlpaBa paboTonarens u paboTHHKa

7.1. PaboTHUKH 06pa3oBaTeIbHON OPraHU3alMi HMEIOT IPaBo:

+ NOJIyYaTh NOJIHYI0 WHGpOpManuio 06 06paboTke CBOMX NMEPCOHATBHBIX
JaHHBIX;

 TIIOJy4aTh JIOCTYI K CBOMM NEPCOHAIIBHBIM JaHHEIM;

» TIOJIy4aTh KOIUH JOKYMEHTOB, XPAHSAIIKUXCH B THYHOM JIEJIE;

« TpebOBaTh HMCKIIOYEHUS HWIIM HMCOPABIEHHS HEBEPHBIX M HEIOJHBIX
(MCKa)K€HHBIX) CBOMX MEPCOHAIBHBIX JaHHBIX.

7.2. PaboTtonarens uMeeT Npago:

« 06pabaTeIBaTh NEPCOHANBHBIE JaHHBIE paOOTHUKOB, B TOM YHUCJE M Ha
3JIEKTPOHHBIX HOCUTEJISX;

« 3ampammBaTh OT paboTHHKOB HHGpOpMaLKIO, HEOOXOOUMYIO IS
BEJCHUS JIMYHBIX J1eN1 U 06pabOTKU NepCoOHANbHBIX AaHHBIX.



