1. O0mue MoJI0XKEHUsI.

1.1. HacTosIIuii JOKAJTBHBIA aKT ONMPEeNseT MOPSIOK BEICHHS, yueTa 1 XpaHeHHs JTUYHBIX
nen pabotaukoB MAJIOY «JleTckuit can Ne 5» (maiee — J0VY).

1.2. Tlopsamok paszpaboTan B COOTBETCTBAM C TpynoBsmM KomekcoMm P®, denepaibHBIM
sakomoM oT 27.07.2006 Ne 152-@3 «O mepcoHATBHBIX NaHHBIX», MeToIn4YeCKUMH
pexomenamuamu Pocapxusa, Vxasom Ilpesumenta ot 30.05.2005 Ne 609 «OO6 yTBEpXKICHUH
TTo7I0KeH st O EPCOHANBHBIX JaHHBIX IOCY/IaPCTBEHHOTO ciyxamero Poccuiickoit Qenepanyiy
J1 BeJICHUHU €0 JIMYHOTO Je71a», KOJUICKTHBHBIM J0rOBOPOM H ycrasom JIOVY.

2 dopmupoBaHHe JHIHBIX 1€/ pabOTHHKOB.

21.  Jlmasoe meno GOPMUpPYETCs B TeUEHHH 2 JTHEH CO JIHS 3aKIHOICHHA TPYZOBOTO JOr0BOpa
1 TOJIBKO TOCJIE TIOMyYeHHUst OT pabOTHIKA COTJIacks Ha 06paboTKy ero nepcoHalbHbIX JAHHBIX.
2.2.  [Ilpu mocTyIUICHUH HA paGoTy pabOTHHK IPEJOCTaBIIIeT ( mpy HAJIMYUHK):

. [1aCTIOPT MK MHOM IOKYMEHT, YI0CTOBEPSIOIIH# THIHOCTD;

J aBTOOMOTpadHIO;

. 3agBJIeHHE O IpreMe Ha paboTy;

. JOKyMEHT, KOTODBIH TOXTBEPAKIACT PErHCTPalMio B CUCTEME WHIUBHYAIBHOTO

nepcOHU(HUIMPOBAHHOIO yUeTa, B TOM HHCIC B dopMe IEKTPOHHOTO JOKYMEHTA, 00
CTPaxoBOE CBHIETENLCTBO TIOCYAPCTBEHHOTO [EHCHOHHOTO CTPaxoBaHMs, 32 HCKIIOYCHUCM
clTydaes, KOTZa TPYIOBOH JOrOBOP 3aKIIOUACTCs BICPBEIC,

o WeHTA(GUKAIMOHHBIH HOMEP HAJIOrOMiaTe/bIIuKa,

o JIOKYMEHT BOMHCKOTO ydera (U1 BOCHHOOOSM3aHHBIX JIMIL);

o JIOKyMeHT 00 00pa3oBaHKy;

° aTTECTALMOHHBIN JIUCT,

o CIpaBKy O HaJIMuMH (OTCYTCTBHS) ~CYAMMOCTH | () daxra yroJoBHOIO
npecieI0BaHus;

o TPYIOBYIO KHIDKKY U (WJIH) CBEIICHHS O TPyIOBOM IEATETBHOCTH, KPOME CIly4acs, KOra
paGOTHHEK IPUHIMAETCS Ha pabOTy BIEPBBIC HIIH Ha YCIIOBUSIX COBMECTHTENIBCTBA;

o MEMIMHCKYIO KHIKKY

J CBHUJIETEBCTBO O OpaKe;

o CBHJIETEECTBO O POYKICHUH JIETEH.

2.3.  OGpa3oBaTeibHas OpraHu3alug oopmiser:

o mpuKa3 o npreMe Ha paboTy (0 MepeMeIeHnH Ha IpyTHe JIOJDKHOCTH);

o TPYI0BO JIOTOBOP B [IBYX 3K3EMILIIPAX;

o JIOJDKHOCTHYEO HHCTPYKIHIO.

2.4, Tlepuunoe opOPMICHHE JTMIHOTO JIENa IIPey CMaTpHBACT:

a) [IPUCBOEHUE JMYHOMY JIETy HOMEpa COTIaCHO XKypHATYy ydeTa JIMYHBIX A€ (IpuiokeHue Ne
1);

6) mpocraBieHHe Ha OOJIOXKKE JMYHOrO Jeja CIIEAyIOIKMX PEKBU3MTOB: HMHJICKC [ela (B
COOTBETCTBUM C HOMEHKJIATYPO# e 00pa3oBaTelbHOU OpraHuU3aliy); MOJHOe HAUMEHOBAHHUE
06pa30BaTeIbHOM OpPraHM3alliy; HOMEp JMYHOro ACd, bamMuIHs UMs OTYECTBO PAbOTHHKA B
AMEHHTEIBHOM IaJeKe; JAThl- TOJl Hadala i rojl OKOHYAHHs BEICHNS JIe/Ia; KOTHICCTBO JIUCTOB,;
CPOK XpaHEHHUS;

B) IIOMEIIEHHE JOKYMEHTOB, MOIEKAIMX XPAHCHHUIO B cocTaBe JIMYHBIX JIeJl, B
XPOHOJIOTHYECKOM TTOPSIKE:



. BHYTPEHHSISL OIIKCH JOKYMEHTOB Jela (IIPUJI0KECHHUE Ne 3);

o aproOuorpadus;

o 3asIBJICHHE O [IpHeMe Ha paboTy;

o TIpHKa3 0 mpremMe Ha paboTy;

@ JIOJKHOCTHASI HHCTPY KLU,

° TPYIAOBOM JOTOBOP;

o ZIOTOBOP O MOJIHOM MaTepHaIbHOM OTBETCTBEHHOCTH ( ecnu paGOTHHK — MaTepHAIBHOIO

OTBETCTBEHHOE JIUILIO);

° XapaKTePUCTHKH ¥ PEKOMEH/IATEIbHBIC IINCBMA;

2.5.  JIMCTBI JOKYMEHTOB, IIOMEIIEHHBIX B JINYHOE €TI0, IOTIeKAT HyMEPALHH.

2.6.  JIOKyMEHTBI IOMEIIAIOTCs B manKy. IIpu yBONBHECHHH pabOTHHUKA JIEJI0 MPOIIHBACTCA
HUTKAMH U CIA€TCsl B ApXUB.

2.7. BHyTpeHHSS OIUCH JIOKYMEHTOB, MMCIOIIUXCS B JIMYHOM JIEJE, JOJDKHA coziepXKaTh
CBEJEHHsS O MOPSIKOBBIX HOMEpax, HAMMCHOBAHMSAX JIOKYMEHTOB JICJIA, KOJIMHYCCIBE JICTOB,
JaTax BKIIOYCHHUS JOKYMEHTOB B JIHYHOE €TI0 ¥ U3BATHSA U3 [IC]a, a TAKKe KEM H3BST JIOKyMEHT
¥ 110 KaKO¥ IIpUYHHE.

2.8. BHyTpeHHsss OIMCH COCTaBJIseTCS Ha OTACIBHOM JHCTE TIO yCTAaHOBJICHHOH (opMme.
JIMCTHI BHY TPEHHEH OIKMCH HYMEPYIOTCS OTACIBHO.

2.9. TIlpum moAroToBKE IMYHBIX [eI K Tepefade Ha XpaHCHHE K BHYTpPEHHEH OIUCH
COCTABIISETCS HTOrOBas 3alliCh, B KOTOPOH yKa3blBaeTCs LU(ppaMH ¥ NPOMHUCHIO KOTHHYECTBO
BKJIFOYEHHBIX B HEE JTOKYMEHTOB U KOJIMYECTBO JIMCTOB ACJIa.

B Benenue JUYHBIX JieJl pA0OTHHKOB.
3.1.  JluuHoe JeNO BEIETCs B TEUeHHE BCEro IMeproja paboThl pabOTHHKA 00pa3oBaTeIbHOM
OpraHu3alyH.

3.2. Bejenue JUYHOrO Jejia paOOTHHMKA IIPEAycMaTpUBACT MMOMEIICHUE B JICTIO JIOKYMEHTOB,
o0pasyromuxcs B mporecce paboueii IeSITETbHOCTH W MMEIOIIMX 3HAYCHHUC UL TPYAOBBIX
OTHOIIIEHHI

. JIOTIOJTHEHHE K JINYHOMY JIUCTKY I10 Y4YETy KaJpoB;

. JOTIOJTHUTEIIBHBIE COTJIAIICHUS K TPY/I0BOMY IOTOBOPY;

o KOTIMH [IPUKA30B IO JIMYHOMY COCTABY, KOTOPBIE KAcCaioTCsi pab0OTHUKA;

o OT3BIBBI JOKHOCTHBIX JIAI O PAOOTHHUKE;

° KOIIMH JOKYMEHTOB O [OBBIIIECHHH KBaTH(PUKALIIH;

o KOIIUH CEPTH(HUKATOB, IPaMOT;

o JIHCT — 3aBepUTeNb Aeia ( COCTABILIOT IIPU Caye JIMIHOTO Aelia B apXUB);

o UHBIC TOKYMEHTBIL.

3.3. B nuuHble Jejia He MOMEINAIOTCSA JOKYMEHThI, HMEOLHe BTOPOCTEIICHHOE 3HAUCHME.

Taxoke JOKYMEHTBI XPAHsATCS B OTIETBHOM MallKe « T0KYMEHTBI, HE BOLICAIINE B COCTAB JIATHBIX
nem».

3.4. PaGOTHHK 3HAKOMHTBHCS C JIHUHBIM JEIOM B TeUeHHe TpeX pabouux AHEH, ¢ JaThl
TI0JTy9EeHHsl OTBETCTBEHHBIM 3a BEJICHHE JICJT 3asBJICHUSA C npocs60oii 06 o3HaxomneHnd. O6 9TOM
JeTaeTesi OTMETKA B JIMCTE O3HAKOMIICHHS PaOOTHHKA C JIMUHBIM JIEJIOM.

3.5. (O3HAaKOMIEHHE C IeJOM IPOUCXOJUT HCKIIOUMTENHHO B KaOMHETE OTBETCTBEHHOIO 3a
BeJIeHHe JIeSI M B €ro IIPUCYTCTBHH. 3alpeliaeTcst BRIHOC Jefa U3 KaOHHeTa.



3.6. Bblzaua KoOmmi JOKyMEHTOB H3 JIMYHOTO JeNia MPOU3BOIUTCA MO JIMIHOMY 3asIBJIICHUIO
paGoTHHKA U C Pa3peIlCHHUs 3aBEAYIOMICIo MAJIOY «Jletckuit cax Ne 5». Konuu T0KyMEHTOB
JIOJDKHBI OBITH 3aBEPEHBI M IIPEOCTABIICHbI paGOTHHKY B TEUEHHE TPeX NHEH €O MHS IMOAavH
3asIBIICHUS.

37.  V3pgTHE OTIEIBHBIX IOKYMEHTOB H3 JIMYHOTO Jejid MPOM3BOMUTCA C pa3pereHus
sasemytomero MAJIOY «/[letckuit can Ne 5» ¢ odopmieHHeM COOTBETCTBYIOLICH 3alKMCH B
rpade «[IpuMeuanue» BHYTPEHHEH OIUCH. ITpy BpeMEHHOM U3BATHU JOKYMEHTA Ha €r0 MECTO (
MEXIy JIUCTAMU COCETHMX JIOKYMEHTOB) BKJIAJBIBACTCS CIPABKA-3aMECTUTENb C yKasaHHCM
JaThl W TPUYMH W3BATHA C IOJIMCBHIO JIAL@, BBIIABIIETO JOKYMEHT, W IOJIHUCHIO JIHIA,
TIOJIyYHBIIETO €r0 BO BPEMEHHOE M0JIb30BAHMC.

38. B mensx obecredeHns KOHTPOJS 33 COXPAHHOCTBIO M AKTyalbHOCTBHIO JIATHBIX Jen B
00pa3oBaTeIbHOM OPraHM3alMK eXKETO/IHO MPOU3BOAUTECA IpoBepKa UX HAIUYKSI U COCTOSHUS.
3.9.  EjeroJHyIo IpOBEPKY COCTOSHHS JMIHBIX JCI Ha IPEIMET COXPAHHOCTH BKJIIOUYCHHBIX B
HEro JIOKYMEHTOB NPOBOJMT CIICHHATBHO CO3JAHHAS KOMHCCHAL. O mpoBeIEeHHBIX MPOBEPKaxX
neaeTcs OTMEeTKa B JIMCTE O pe3yJibTaTax €)KErOJHON IPOBEPKU COCTOSHUS U HATUYHS JIHTHOTO
nena ( mpmioxenme Ne 5) K COCTaBISCTCS  aKT. PesynbTaThl MPOBEPKH JIMYHBIX JET B
00s13aTeILHOM TIOPSIIKE JOBOAUTCS 10 3aBEIYIOLICTO MAJIOY «etckuit can Ne 5».

4. XpaHeHuHe U y4eT JHIHbIX Ae] PAOOTHHKOB.

4,1, XpaHeHue H yudeT JIMYHBIX AT paboTHUKOB ~00pa3oBaTe/bHOM —OpraHu3ariy
OpraHu3yeTcsl ¢ LENbI0 ObICTPOro TOUCKA JIMYHBIX JICI, obecrieyeHrss MX COXPAHHOCTU H
KOH(UIEHIMATBHOCTH ~ CBEJICHHH, ~COIEpXKAlmXes B - JNOKyMEHTaX JWYHBIX  Jed, OT
HECAHKI[MOHUPOBAHHOI'O JIOCTYTIA.

4.2. Jlumumble mena paGOTHUKOB XPAHSATCS Y OTBETCTBEHHOTO 32 BEJCHHUE JCN B CCIHAIBHOM
MeTaJuIndeckoM cerde.

4.3.  JlocTym K JIWYHBIM JelaM pabOTHHKOB HMEIOT TOJIBKO OTBETCTBEHHBIH 3a BEICHHE ] U
sagemyromuit MAJIOY  «Jletckuii  can Ne 5» 06pa3oBaTeNbHON OpraHM3anyy JHbo ero
3aMeCTHTeNb 3aBeylomero no YBP mpu MCIOJHECHAH obsizanHOCTeH 3aBenyromero MAJIOY
«Jlerckuii cag Ne S5».

4.4,  CucTeMaTH3aIys JAYHBIX Je]1 pAOOTHUKOB IPOU3BOAUTCS B a(paBUTHOM TIOPSIIIKE.

- OdopmiieHHe JIHIHBIX /16 PA00THHKOB Tepen caaveil B apXMB.

5.1.  OdopmieHde JHYHBIX JeN sl [epelaud B apXuB NMPOU3BOIATCI OTBETCTBEHHBIM 32
BeJeHUE JIe)l. DTa Ipoleypa BKIIOIacT:

. HOAIIMBKY (IIeperuieT) aena;

o yTOYHEHHE HyMepaluy JILCTOB J€a;

o cocTaBiienne (YTOUHEHHE) BHY TPEHHEH OTUCH;

o BHECEHHE YTOUHEHMH B PEKBU3HTBI TULEBOH 00I0KKH JEa.

52. Jluct — 3aBepuTeNb JeNa JODKEH MOMNKCATh €ro COCTABUTEN, NPH STOM ACIACTCA
pacmudpoBKa JODKHOCTH W MOJIKMCH, MPOCTABIACTCA Jara. B mporecce HCIOIb30BAHUS
APXUBHBIX JIOKYMEHTOB B JIHCTE-3aBEPUTEIE [€IIAIOTCS COOTBETCTBYIOMNE OTMETKH. Ecnu neno
IIOJIIIATO €3 JIMCTA-3aBEPHTENs, TO €ro CielyeT HaKJICHTh Ha BHYTPECHHIOIO CTOPOHY 00J10KKH
nena.

53. C mespio oOecreyeH st COXPaHHOCTH JIMYHBIX JI€J1 PEKOMEH/Ty €TCA.



o 00beUHATh MHIMBH/IYyaTbHBIE JIMYHBIE JIeJid YBOJECHHBIX PAaOOTHMKOB B OJHY OOJIOXKKY
(0GBbeIMHEHHOE JIEI0) ¢ TaKMUM pacdyeToM, 4ToObl 00beM fena (Tom) He mpeBbiman 250 IucToB
(IIyTeM CIIMBKYA MAaTe€pUaOB HHIMUBHIYATBHBIX 1€ IO TOJaM yBOJIbHEHU);

o pacrionaraTh MaTepuaibl HHIUBHAYAILHBIX €] B Ipesenax aena (ToMa) B andaBUTHOM
nopsiake (MOoGaMUIBHO), OTHAENSsS MAaTepUaibl, OTHOCALIMECS K Pa3HBIM HHIMBHIYaTbHBIM
JenaM, YHCTBIM JIHICTOM OyMard ¢ YyKa3aHHeM Ha HeM (aMWJIMHM, WMEHH T OTYeCTBa
COOTBETCTBYIOIIETO YBOJICHHOIO COTPY THHUKA,

. cHa0XaTh Kaxnoe 0oOBbEIUHEHHOE N0 (TOM) BHYTPEHHEH OIMCBHIO C INEPEUUCIICHHEM
daMuIIM, IMEHH OTYECTBA U yKa3aHUEM HOMEPOB CTPAHHUIL, B IIPE/e/IaX KOTOPBIX PACIIONOKEHbI
COOTBETCTBYIOIINE TOKYMEHTEL

5.4. Tlepemaya JMYHBIX Je1 B apXuB OCYMIECTBIIETCS HE IO3JHEES TPEX JIET IMOCKe
3aBeplICHHsS HX B JEJNONPOH3BOACTBE B COOTBETCTBMH C rpadukom. IIpeasaputensHO
OTBETCTBEHHBIM 3a BEJEHHE JI€JI IPOBEPSAETCS MOJHOTA U MPaBHIBHOCTD IOATOTOBKH JTMYHBIX
Jen K Tepefave. BhISBICHHbIC NPH MPOBEPKE HEJOCTATKH YCTPAHAIOTCA OTBETCTBEHHLIM 32
Begenue neil. Ilepesada U mpueM IPOU3BOATCS IO OMKUCHU C IPOCTAHOBKOH OTMETOK O HATMYHMH
JTMYHBIX JEJT.

5.5.  Jluunble mena paGOTHMKOB, 3aKOHUYEHHBIE JenonpousBoacTBoM 10 1 sueaps 2003 rona,
xpaHsTcs 75 net, nocne 1 suBaps 2003 roxa — 50 ser.

6. OTBeTCTBEHHOCTHL paboToaaTes s H padOTHHKA.

6.1. PaboTHHKM 006pa3oBaTENBHONW OpraHU3aluK O0A3aHBI CBOCBPEMEHHO MPENCTABIIATH
cBejieHHs 00 M3MEHEHUH CBOMX IEPCOHATBHBIX JaHHBIX, BKIIFOYEHHBIX B COCTAB JINYHOTO JIeJIa.
6.2.  OTBeTCTBEHHBIM 3a BeJeHHE [l paOOTHUKOB HECET IUCIUIUIMHAPHYIO W HHYIO
OTBETCTBEHHOCTh 3a pasrjalleHne KOH(GUICHIHAIbHBIX CBEICHHM, COACpKAIUMX B JIMYHBIX
nerax, ¥ 3a MHbIE HApyIICHUS TOPsIKa BEACH s JIMYHBIX JICI.

T IlpaBa paGoToaaTe/s 4 padoTHHKA.

7.1.  PaborHuku 00pa30BaTEIbHON OpraHU3alMKu KMEIOT IIPABO:

o OJIyYaTh MOJHYIO HH(OpMaIuio 06 06paboTke CBOUX MEPCOHATBHBIX JaHHBIX;

. I0JIy4aTh JOCTYI K CBOMM IE€PCOHAILHBIM JTaHHBIM;

© I10JIy4YaTh KOIUU JOKYMEHTOB, XPaHAIIUXCs B JINYHOM JIeJie;

© TpeGoBaTh HCKIFOUEHHS UM UCIIPABIICHHS HEBEPHBIX U HEMOJHBIX (MCKAKEHHBIX) CBOUX

MePCOHAILHBIX ITaHHBIX.
7.2. Paboromarens UMEET NpaBo:

o o6pabaThIBaTh MEPCOHAIBHBIC JaHHbIE PAOOTHMKOB, B TOM YHCJIC M Ha JJIEKTPOHHBIX
HOCHTEJISIX;
o 3ampanmBarh OT PaOOTHUKOB HH(OPMAIIHIO, HEOOXOAUMYIO /ISl BEACHUS JIMIHBIX ICTT 1

00paboTKU MEePCOHATBHBIX JaHHBIX.



[Mpuoxenue Ne 1
K TIOPSIIKY BEIEHMS! JINIHBIX /I pAOOTHHKOB

MyHHIHIAIEHOE aBTOHOMHOE JIOIIKOIBHOE 00611e00pa3oBaTeIbHOE YUPSIKACHUE
«Jlerckuit cag Ne 5»
(MAJIOY «JleTckuii caj No 5»)

JKYPHAJIL
VYETA JUYHBIX JIEJI PABOTHUKOB
MYHHIUITAIBHOTO aBTOHOMHOTI'O JIOIIKOJIBHOTO
00111e00pa30BaTENBLHOTO YUPESKACHHS «Jlerckuii cam Ne 5»

/1

No Jlara 3aBe/IcHUS Jlata 3aKpbITHS ®.1.0.
JMYHOTO JMYHOTO Jeia JMYHOTO JIea paboTHHKA

Jecjia




[Mpunoxenne Ne 2
K IIOPSIKY BEICHHUS JIMYHBIX 1] paGOTHUKOB

BHYTPEHHSIA OITMCh
JIOKYMEHTOB Jiejia No
Ne Ha3zpanwue Howmep
/1 JIOKYMEHTa CTpaHHIL Jeja
Hroro:

(KOITMYECTBO IOKYMEHTOB; KONUYECTBO JINCTOB)

PaboTHHK KapoBoii Ci1yKObI:

JOJDKHOCTh IMOAITUCH paCH.II/I(prBKa MOATIMCH

« » 20 roJ




