Myununnaasuoe 61oukernoe AOWROIBHOE 00pazoBaTe LHOE yUpeKRICHITE «/lerckuii can
Ne 425
(MBOY «/lerexnii caa Ne 42»)

[MPHUHATO YTBEPXJIEHO

o6um cobpannem paboTHHKOB 3asenyiomeii MBJIOY

MBJIIOY «Jlerckuii can No 42y «Jlerckui cax Ne 425 .
(npotokosn o124,/ £ Ne S ) T 4.7 7F No 77 Z//)

Moaoxenne o HOPSIKe BEACHUS JIHYHBIX 161 paboTunkos

1. O6mue nosomennsn

1.1 Hacrosiee nonoxenne ONPEICTACT MOPAIOK BCACHHA THUHLIX € MEJaroroB
corpyanuxos B MBZIOV «Jlerckuii can Ne 42 (1asnee — Yupexaenne),

1.2. Jlnunoe aeno paGoriuka — COBOKYIIHOCTb JIOKYMEHTOB MEPCOHATBHOIO yuera,
COLCPKALUX CBEACHHUSA O PAGOTHHKE H €ro TPYAOBOH JEHTENLHOCTH.

1.3. Tlonowenue paspaGorano s coorseTcTBHH ¢ TK. DemepansubiM 3akoHOM oT
27.07.2006 Ne 152 «O HEPCOHATLHBIX NaHHBIX», METOIHYeCKMMH peKOMeHaaIHsIMHU Pocapxmusa,
Ykasom llpesuaenra or 30.05.2005 Ne 609 «O06 yreepwaennn [losokenus o MEPCOHATBLHBIX
AAHHBIX IOCYAaPCTBEHHOrO cayskatero Poceuiickoii Dezepaunn 1 BEICHHH €ro AHYHOTO aenan,
KOUIEKTHBHBIM I0rOBOPOM H yCTaBoM YupexaeHus,

2. DopMupoBanme AHUHBIX 1o paGorunkos

2.1. ®opmuposanKe HYHOrO tena pabOTHHKA NPOM3BOAHTCA 3aBejyIomei He nosjHee
NATH pabouux el CO /HS 3aKTIoYeHns TPYAOBOTO 10roBOpPa W TONLKO MOC/E MONYHeHHS OT
paboTHHKa corsacus ua 00paboTKy €ro NepCoHANLHBIX JaHHbIX.

2.2, Tlpu noctynaeHun Ha paboty coTpyaHHK npeocTapisier (npy HanHYMm):

~ TACTIOPT Ml HHOM JIOKYMEHT, yI0CTOBEPSIOUMIT THIHOCT:

— aBToOHorpaduio;

— 3aABJICHHC O MIpHeMe Ha paboTy;

— CTPaxoBO¢ CBHIETEABCTBO NEHCHOHHOTO CTPaxOBaHus;

~ HACHTHHKALHOHHLI HoMep HATOTONIaTeAbIIHKA;

~ AOKYMEHT BOMHCKOI'O y4eTa (415 BOSHHOOOS3aHHEIX JHLL);

= JIOKyMeH1 00 oOpasoBanuu:

— ATTECTAUHOHHLI JTHCT;

~ CHPaBKY O HAIHYHH (OTCYTCTBHH) CyanmocTH u  (wam) dakta yronosHoro
lpecsie0BaHms;

= TPYAOBYIO KHHIKKY:;

— MEIHUHHCKYIO KHIKKY

= CBHICTEILCTRO 0 Gpaxe:;

— CBHACTENBCTBO O POWACHUH JeTeil.

2.3. PaBotonarens odopmuser:

— JIHYHYI0 KapTouky No T-2:

~ TIPHKA3 0 npHeme na paboTy (0 nepeMeleHny Ha JApYIue 10KHOCTH);

— TPYAOBOIi JIOrOBOP B ABYX IKIEMIIApax;

— AOIKHOCTHYIO HHCTDPYKIHIO.

2.4. llepsuunoe opopmaenne amanoro Jea NpeaycMaTpHBacT:

a) IPHCBOCHHE THYHOMY ACIY HOMEpa COrJIaCHO KYPHATY yYeTa THYHBIX Jen :

0) mpocrasieHue Ha 06M0KKe THIHOIO ACIA CACYIOIMX PEeKBH3HTOB: HHJICKC Jea (B
COOTBETCTBHH C HOMEHKIATYPOii e Yupexkiaenus): noimoe HAHMCHOBaHHE YUpeKIeHHs; HOMep
IHYHOrO Aena; GamMuius MMs 0TYECTBO paboTHMKa B HMCHHTEIbHOM nazeske; JaTel — roj Havana
H TOX OKOHYAHHS BEACHUS JI€/1a; KOIMYECTBO JIHCTOB: CPOK XpaHeHHs ;




B) TMOMEUIEHHE JIOKYMCHTORB. [O/UICKAINMX XPAHEHHIO B COCTABE JHYHBIX €/, B
XPOHOJOTHYCCKOM NOpPAAKE!

~ BHYTPEHHSAS ONUCh JOKYMEHTOB jiea

~ JIHCT C OTMETKAMH 00 03HAKOMICHHH palOTHHKA C JIMYHBIM J1€10M

= JIHCT € OTMETKAMH O PE3VIBLTATAX €KEr0AHOH NMPOBEPKH COCTOSHHS IMYHOIO jAena

— JIMYHBIA THCTOK 110 YHETY KaJApOB MK aHKeTa

— asroGunorpadims:

— jasBjeHne O npueMe Ha pabory:

— NIpHKa3 o npueMe Ha paboTy;

— JO/DKHOCTHAS HHCTPYKIHA:

~ TPYI0BOIf 10roBoOp:

— JIOFOBOP O MOJHOH MaTepHalibHON OTBETCTBEHHOCTH (€CAH pabOTHHK — MAaTepPHAIBHO
OTBETCTBEHHOE JIHILO):

— XapakTepPHCTHKH H PEKOMEHAATCIbHbIC MHCHMA;

— corsiacHe Ha o0paboTKy NMePCOHANBHBIX JaHHBIX.

2.5. JIMCThI IOKYMEHTOB, IIOMEILEHHBIX B IHYHOE JIeJ10, MO/UIeKAT HyMepaumn,

2.6. JIokyMeHTBI NOMEIAOTCH B nanky-ckopocumsarens(daitn). [Ipu yBoasHeHUH
pabOTHHKA NPOIIMBAIOTCH HUTKAMH M CAAKOTCA B APXHB,

2.7. BHYTpEHHAS ONKCH JOKYMEHTOB, HMEIOIIHXCA B AHYHOM JEC, JI0/KHA CONEPKATL
CBEJCHNA O NOPAAKOBLIX HOMEPAX, HAMMEHOBAHUAX JOKYMEHTOB J1e/1d, KOJIHYECTBE JTHCTOB, AaTax
BKJTIOYEHHS JOKYMEHTOB B JTHYHOE €10 M M3bATHS U3 J1e1a, 8 TAKKE KeM HIBAT JOKYMEHT M 10
KaKo# npuyune.

2.8. BuyTpeHHAS ONUCH COCTABISETCA HA OTACTBHOM JIHCTE 110 YCTAHOBICHHOMH (opme.
JIMCTEI BHYTPEHHEH ONHCH HYMEPYIOTCSH OTAEALHO.

2.9. Tlpn noAroTOBKE JMYHBIX /@ K lepelade Ha XPaHCHHE K BHYTPEHHEH OrnucH
COCTABIACTCH MTOrOBas 3alHCh, B KOTOPOH yKasbiBaeTca uMdpamMu M NPONUCHIO KOJHHUECTBO
BKJIIOYCHHBIX B HEE IOKYMEHTOB M KOJIHHECTBO JIHCTOB Jeia.

3. Beaenne anuHbIX 1ea paboTHnRoB

3.1. Jluynoe 1ei0 BeaeTCH B TEYEHME BCEro Nepuoia paboThl KakA0ro nejarora M
COTPYAHHKA YHupemaAcHH.

3.2. lanbueitiee BeACHHE AMHHOTO Jena paboTHHKA NPEAYCMATPHBACT MOMEIICHHE B
A€710 AOKYMEHTOB, 00pa3yolmxcs B ripouecce paboyeit 1eSTeIbHOCTH H HMEIOUIHX 3HA4YSHHE /18
TPY/I0BbIX OTHOIIECHMIA:

— JIONOJIHEHHE K THYHOMY JIMCTKY 110 YYETY KaApoB:

— IONIOJTHHTE IbHBIE COTALICHHS K TPY10BOMY J0T0BOPY:

— KOITHH MPHKA30B M0 JTHYHOMY COCTABY, KOTOPbIC KacaloTcs paboTHHKA:

— OT3bIBbI JIOJIZKHOCTHBIX JHL 0 paboTHHKE,

— KOIHH JIOKYMEHTOB O MOBLIIEHHH KBATHOHKALNH;

— KOIIHH cepTH(HKATOB, rpamoT;

— JIACT — 3ABEPHTE/Th AeNa (COCTABIAIOT MNP CAave THYHOIO JeNa B apXHB);

— HHBIE J1OKYMEHTBI,

3.3. B 7uunble €12 He NOMEIAIOTCR TOKYMEHTBI, HMEIONINE BIOPOCTENEHHOE 3HAYeHHe
H CpoK xpaneHus Metee 10 ner BKmounTenbto. Takue JOKYMEHTBI XPaHATCH OTACALHOY,

3.4. B KoHIe KasleHaapHOro rojia i He no3anee 30 nekabpsa Bee paboTHUKH YupeKIeHUs
TIPOXOAAT O3HAKOMJ/IEHHE C IHYHBIMA AenaMu. OO0 210M aenaeTcs OTMETKA B JIMCTE 03HAKOMIIEH U
pabOTHHKA C JIMYHBIM JCI0M,

3.5. O3HaKoM/ICHHE ¢ J€10M MPOHCXOAHT HCKIIOUYHTENLHO B KaDHHETe 3aBeayiouleii 1 B
€I0 NPUCYTCTBIY. 3anpeiaeTcs BLIHOC J1ela U3 kabuuera.

3.6. Boigaua Konuii JOKYMEHTOB W3 JIMHHOTO €18 NPOH3BOANTCA N0 AHYHOMY 3aABACHHIO
paboTHMKa W C paspeuieHHs 3asejyiouieil. Konuu IOKYMEHTOB 01KHbI ObITh 3aBEpeHbBI W
IPSIOCTABICHB! PA0OTHUKY B TEUSHHME TPEX JTHEH CO IHS HOAaYuN 3asBICHUS .



3.7. Usuatne oTaenbHbIx AOKYMEHTOB M3 JIHYHOIO JIe/1a [POH3BOAHTCH ¢ paspeuieHus
JaBeayiowei ¢ opopmiacHuem COOTBETCTBYIOWICH 3anucH B rpade «f Ipumenanne» BuyTpenneii
omHcH. Ilpn BpeMeHHOM H3LATHH AOKYMEHTA Ha €ro MecTo (MeKay aucramu COCEAHMX
AOKYMEHTOB) BK/IaJBIBACTCH CIPABKA-3aMECTHTEN, © YKa3aHHEM J1aThl W NPHYHH H3IBATHH C
HOMIHCLIO JHUA, BBLAABLIErO JOKYMEHT, H MOANHCLIO ATHUA, NOJNYYHBLIICTO €I0 BO BPEMEHHOC
N0.1630BaHKe.

3.8. B uensx obecneyenns KOHTPO/IS 33 COXPAHHOCTBIO M AKTYATBHOCTBIO THYHBIX aen B
Yupeskaenun exerommo (He no3anee | kBaprana roaa. CACAYIOUIETO 32 OTYETHLIM) IPOU3BOAHTCS
NPOBEPKa HX HAIMYHSA ¥ COCTOSHUS,

3.9. Exeroauyio IPOBEPKY COCTOSAHMA JIMYHBIX JAe)l Ha HPEAMET COXPaHHOCTH
BRIAIOYCHHBIX B HETO I0KYMEHTOB NPOBOAHT CHELHATLHO Co3lannas komuccHs. O nposeaeHubIX
[IPOBEPKaAXx Jenaercs OTMETKA B JIHCTE O PE3Y/IbTATaX eKEroaHOH NPOBEPKH COCTOAHMS U HATHUMS
ATHOTO K1en1a U cocTasseTcs akt. Pesyantars! MPOBEPKH THYHBIX J1e11 B 00S3aTeTbHOM NOpA/Ke
AOBOAATCA 10 3aBeayioei

4. Xpanenne u yuer anunpix aea paboTuukos

4.1 Xpanenue u yueT IM4HbIX A€/ Ne1Aroron i COTPYAHHKOB Y UPEKACHHS OPraHH3yIOTCs
€ LeAbI0 OBICTPOTO MOMCKA THYHLIX 1611, obecrieuenns HX COXPAHHOCTH | KOHQHMAeHIMATLHOCTH
CBEACHHH, CONCPARAUINXCH B IOKYMEHTAX THUHAIX ACIL. OT HECAHKIIHOHHPOBAHHOTO I0CTYNA,

4.2. Jluunbie nena padoTHHKOB, AOIKHOCTHBIC MHCTPYKUMM XpaHsTCS § 3ABCAVIONICH B
KabuHere. JInunbie KapTroukH no YRUBHUHPOBaHHOI (opme No T-2 XPAHATCH OTACABHO,

4.3. Tpyaosele KHHXKKH. MCAHIUHHCKHE KHMAKKM XpaHsites B ceitdpe 3aBenyromeii
Yupexienus.

4.4. JlocTyn K THYHBIM Jenam PabOTHHKOB HMEIOT TOBKO 3asenyiomas Yypexnenns nu6o
JAMECTHTEIIH NPH MCTIONIHEHUH 06S3annOCTel 3asenyrouen Yyupexaenns,

4.5. Cucremarusauns auunpix aen PabOTHHKOB NPOM3BOAKTCS B anpaBHTHOM nopsKe.

5. Odopmaenne anunnix qen padoTHHKOB nepen caaveii B apxus

5.1. Odopmaenne muynpix 1en g fIEPEAan B apXHB NPOH3IBOAHTCS 3aBenyiomel. Jra
npoleaypa BKIoyaer:

— HOLUIMBKY (niepener) aena;

~ YTOMHCHHE HYMEPALMK THCTOB Ae1a:

— COCTaBICHHE IMCTa-3aBePUTENS

~ COCTaB/ICHHE (YTOYHEHNE) BHYTPEHHEH OmmeH:

— BHECCHHC YTOUHCHHIT B PEKBUINTBI THUEBON 06103k aena.

5.2. Jluet - 3apeputens nena AODKEH MOAMMCATH ero COCTABHTE b, NpH TOM Aciaercs
Paclim(ppoBKa A0MKHOCTH M NOANHCH. fpocTasisercs nara. B npouecce uenonniosanus
SPXHBHBIX I0KYMEHTOB B THCTE-3aBEPHTEE 1e1a10TCS COOTBETCTBYIOIIME OTMETKH.

Ecim neno noammto Ges AIHCTA-3aBEPHTENA, TO €rO ClEYeT HAKTeHTD Ha BHYTPEHHIOK
CTOpoHY 0010KKH aena.

5.3. C uensio obecneyenus COXPaHHOCTH JHYHBIX JIe]l peKOMEHAYeTCs:

— OOBEAMHATL HHAMBHAYANBHBIE THYHBIC ACIIA YBONICHHBIX COTPYAHHKOB B OIHY 0010KKY
(o0beaunenHoe 1€710) ¢ TakHm pacteToM, 4ToOh 00beM Jena (ToMa) He npesbiuan 250 auctos
(myTem CumBKY MatepHaion HHIAHBHAYAILHBIX J1€1 110 FoAaM YBOIbHe NS ):

~ Pacnonarath MaTepHaibl HHAMBUAYATBHBIX 160 B Npeaenax nena (toma) B andasuTHOM
Aopaake (nogamMubHO), OTae55 MATEPHAITBL, OTHOCAILHECS K PA3HBIM HHIAHBHAYATHHBIM J1€1aM.
SHCTBIM JTHCTOM Gymard ¢ ykasanuem na nem (hamMuauK. HMEHH M oTuecTBa COOTBETCTBYIOLIErO
¥BOACHHOIO COTPY/IHMKA!

=~ CHabkKaTh Kak10e oOheMHEHHOE 1610 (TOM) BHYTPEHHEH ONHCHIO ¢ nepeuncIeHen
SEMHAH, HMCH H OTUCCTB U YKa3aHUEM HOMCPOB CTpaHHLL, B npeetax KOTOPBIX PaCHONOKECHBI
SOOTBETCTBYIOIUHE TOKYMEHTHI,



5.4. llepenava AMYHBIX /1€l B apXMB OCYIUECTBASETCH He MO3IHEE TpeX JIeT mocie
SSBCPUICHHA  MX B JICNIONPOM3BOACTBE B COOTBETCTBHH ¢ rpadukom. [Ipeasapurensho
SABSAVIOUICH MPOBEPACTCH NMOJHOTA M NPABHILHOCTD MOAFOTOBKH THYHBIX 18 K nepenave,
Busgsiennble npu 1poBepKe HeA0CTATKH yerpansitores. [lepesada u npuem npoussoastes no
OIHCH C NPOCTAHOBKOH OTMETOK O HATHYHH JINYHBIX JCI.

5.5. Jluunsie aena paGOTHHKOB, 3aKOHYEHHBIE Aenonpon3soacTBoM 10 | suBapa 2003
Foaa, xpausres 75 ser., nocne 1 susaps 2003 rosa — S0 ser.

6. OrBerersennocts paborosarean u pabornnka
6.1. [leaaroru u coTpyHHKH YupekiIeHHA 00S3aHbI CBOCBPEMEHHO I1PEICTAB/ISTH CBEACHUSA
00 H3MEHEHUH CBOMX NEPCOHATBHBIX AHHBIX, BKOUYEHHBIX B COCTAB JHYHOIO aena.
6.2. Pabotonarens oGecneunsaer:
— COXPAHHOCTD JMYHBIX Ae1 palOTHHKOB:
— KOHQHACHUMAILHOCTD CBEACHHUH, COMCPXKAIMXCS B THYHBIX AeaaX pabOTHHKOB.

7. lpasa paboroaareasn n paborunka
7.1. llenaroru n coTpyaHHKN YupesiicHns UMEIOT npapo:
= N0ayHath noaHy1o HHpopmaunio o6 06paboTke CBOHX NEPCOHANbHBIX AaHHbIX;
= N0Jy4aTh A0CTYI K CBOMM NEPCOHATBHBIM JIAHHBIM
— NOAY4aTh KOMHH AOKYMEHTOB, XPaHALLMXCA B JIHYHOM Jc¢je:

— TPGGOBaTb HCKTIOHECHHA WJIH UCIpaBIeHus HCBCPHBIX H HEMOJIHBIX (MCKaXKCHHBIX) CBOMX
HEPCOHANIBHBIX JIAHHBIX,

7.2. Paboronarens umeet npaso:

— OGpabatkiBath TePCOHAIbHbIE JaHHBIC PADOTHHKOB, B TOM YMCAe M Ha IIEKTPOHHBIX
HOCHTeJIsX;

~ Janpamusath 0T pabOTHHKOB MHAOPMALHMIO, HEOOXOMMMYIO [UIA BeJCHMS THUHBIX 161 H
00paboTKH NMePCOHATBHBIX JaHHBIX,
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