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IloJsoxkenue
0 NopsiiKe BeJCHHUsI JMYHBIX e/l pA0OTHHKOB

1. O6mme moJo2xeHust

1.1 Hacrosmee mojoXKeHHE OIpeReNseT TMOPSAOK BEJCHHS JHMYHBIX JeJT TeJaroro u
corpynuukoB B MBJIOY «Jlerckuii can «OpieHok» ¢. Uucrenbkoey (naiee — Jlerckuii ca).

1.2. Jlnanoe neno paboTHHKA — COBOKYITHOCTD JOKYMEHTOB [EPCOHAIILHOTO yUeTa, COAEPIKAIINX
CBEJICHHS O paDOTHHUKE U €r0 TPYHOBOU JCSATEIILHOCTH.

1.3. IMonoxenue pazpaborano B coorBercTBru ¢ TK, ®enepansubiM 3akoHOM 0T 27.07.2006 No
152 «O mepcoHanbHBIX NAHHBIX», MeTONMYECKUMH peKOMEeHaamusaMu PocapxuBa, Yxazom
[Ipesunenta ot 30.05.2005 Ne 609 «O6 yrBepkaeHun [1010XkKEHUS O MEPCOHATBHBIX JIAHHDBIX
rOCyIapCTBeHHOTO cirykaiiero Poccuiickolt ®exepanyvu W BEICHHH €ro JIMYHOTO Jejay,
KOJUICKTUBHBIM JT0roBopoM U yctaBoM MBJIOY «Jlerckuit can «OpiieHOK» ¢. UMCTEHBKOEY.

2. @opmMupoOBaHUe JIMYHBIX JeJI pAGOTHUKOB
2.1. ®opMuUpOBaHKE IMYHOTO Jiey1a PaOOTHHKA IPOM3BOUTCS HE MO3/IHEE MATH pabounx JAHEH
CO JIHS 3aKJIIOYCHUS TPYJAOBOTO JOrOBOPA M TOJBKO I0CIIE ITOJIyUYSHHs OT pabOTHHUKA COITIaCHs
Ha 00pabOTKy €ro MmepcoHaIbHBIX JAHHLIX.
2.2. Ilpu nocrynjieHuyd Ha paboTy COTPYAHUK [peJoCcTaBiisieT (P HAIMYNK):
— IACIIOPT MJIM UHOM JOKYMEHT, YJIOCTOBEPSIFOILIUI JTHYHOCTE,
— aproOuorpaduro;
— 3asBJICHUE O IIpUEME Ha paboTy;
— CTPAaxOBOE CBUJIETEIILCTBO IEHCHOHHOTO CTPAXOBAHHUS ;.
— WJIEHTU(HUKAITHOHHBIM HOMEp HAJIOrOTLIATE/IbIUKA;
— IOKYMEHT BOMHCKOTO y4eTa (JUIsl BOCHHOOOS3aHHBIX JIHII);
— IOKyMEHT 00 00pa3oBaHuu;
— aTTECTALMOHHBIN JIUCT;
—CIIPABKY O HaJIMYKMU (OTCYTCTBHH) CyJUMOCTH ¥ (MJiH) (paKTa yroJoBHOTO MPECIIeJOBAHNS;
— TPYJIOBYIO KHHXKKY;
— MEAMLUHCKYIO KHHUXKKY;



— CBHUJIETEIBCTBO O OpaKe;
— CBHJETENLCTBO O POXKACHUHM JIETEH.
2.3. Pa6orogarens opOpMIISET:
— nuunyio kaptouky Ne T-2;
— IIpHKa3 o IpreMe Ha paboTy (0 IepeMeleHHH Ha JIPYyrue JIOJKHOCTH);
— TpyOBOM JIOrOBOP B BYX 9K3EMILIAPAX;
— OJDKHOCTHYIO HHCTPYKITHIO.
2.4. Ilepsrunoe 0OpPMIIEHHE JIAYHOTO JIEJ1a IIPElyCMaTPUBACT:
a) IPUCBOEHHE JIMIHOMY JIeJly HOMEepa COITIACHO XKYPHAIY yueTa JTMIHbIX JICIT;
6) mpocTaBjieHHE Ha 0GJ0XKKE JIMIHOTO Jena (PUI0KEHUE Nel) cremyromux peKBH3UTOB:
MHJIEKC Jelia (B COOTBETCTBHE C HOMEHKIIATYPOH JelT JIOY); nonnoe Haumenosanue JIOY;
HOMEP JIYHOTO JeNa; (aMuIus UMs OTIECTBO PAOOTHUKA B MMEHUTCIBHOM TA/IENE; IAThI — IO
HauaJia ¥ 70/l OKOHYAHMs BEACHUS J1eJ1a; KOJMYECTBO JIUCTOB; CPOK XPAaHCHUT,
B) IIOMEIIEHHE TOKYMEHTOB, HOVIEKAIINX XPAHEHUIO B COCTABE JIMYHBIX JIEI, B
XPOHOJIOTHYECKOM IIOPSIIKE:
—  BHYTpCHHsIsS OTIHCH IOKYMEHTOB fienia (nprtoxerue No 2);
— 3asBJIEHHE O IIpHeMe Ha paboTy;
— aBTobuorpadus;
—  KOIWs IpUKa3a o preMe Ha paboTy;
—  coracue Ha 00pabOTKy NMEPCOHATIBHBIX JAHHBIX,
— nuunas kaprouka Ne T-2;
— TpYyIOBOM JIOTOBOD;
—  JIOKyMeHT 00 00pa3oBaHUH;
_  JIOrOBOp O IOJHOHM MaTephanbHON OTBETCTBEHHOCTH (€CiH pabOTHUK — MarepuagbHO
OTBETCTBEHHOE JIHIIO);
—  ChpaBKy O HaTWuuM (OTCYTCTBHH) CYJAMMOCTH U (WIIH) (akTa yroJlOBHOIO IpeCIIeOBaHHs
_ JHCT ¢ OTMETKAaMH O pe3yJbTaTaX €XKeroJHOW MPOBEPKH COCTOSHUS JIMYHOIrO Jicjia
(mputoxxerue Ne 3);
— IMCT ¢ OTMETKaMH 00 03HAKOMJICHHH PabOTHUKA C JIMYHBIM JIEJIOM (IIPUJIOKEHUE Ne 4).

2.5. JINCTBI JOKYMEHTOB, TIOMELIEHHBIX B JITYHOE JIEIO0, IIOICKAT HyMCPaLUH.

2.6. JIOKyMEHTBI TOMEIIAIOTCS B TTAIKY-CKOPOCIIMBATEIIB. [Ipu yBOJNIEHEHHH PaOOTHUKA
TIPOLIKMBAIOTCS HUTKAMU U CHAIOTCS B ApXHB.

2.7. BHYTpeHHSs ONUCH JOKYMEHTOB, IMEIOIIUXCS B JIMTHOM JIEIE, IOTKHA CONEPIaTh
CBEJIEHHSI O IOPSAIKOBBIX HOMEPaX, HAMMEHOBAHHSX JIOKYMEHTOB JI€)1a, KOJIMHECTBE JIMCTOB,
JaTax BKJIIOYCHHS JOKYMEHTOB B JIMUHOE JIEJIO U U3BSATHS U3 J€Na, a TAKKC KeM U3BAT TOKYMCHT
U I10 KaKOH IIpUYKHE.

2.8. BHyTpeHHSIsI OIIMCH COCTABJIAETCS Ha OTJCILHOM JIUCTE IO yCTaHOBJICHHOH (opme. JIncThI
BHYTPEHHEU OIUCU HYMEPYIOTCS OTIETILHO.

2.9. Ipu moArOTOBKE JMYHEIX JIET K [Iepeiaue Ha XpaHCHHE K BHYTPEHHEH OIIMCH COCTABIISCTCS
HTOrOBasl 3aIiCh, B KOTOPOM yKa3blBaeTCs (U(Ppamu U HPOMUCHIO KOJUYCCTBO BKIIIOUCHHbIX B
Hee JIOKYMEHTOB U KOJIMYECTBO JIUCTOB JICTIA.

3. Begenue JUYHBLIX e pa0OOTHHKOB
3.1. JIngHOE JeJo BEJeTcsl B TEUEHHE BCEro Iepuosia paboThl KaX/I0ro nejarora 1 CoTpy/iHuKa
JOV. :
3.2. JlanbHeifliee BeJHUE JIMYHOTO JIENa PAOOTHHMKA IPEIyCMATPUBACT MOMEIICHHUC B JIeJI0
JIOKYMEHTOB, 06pasyIoIIuXes B Ipouecce pabodeil JesTeIbHOCTH 1 HMCIOIIMX SHATCHHC JULSI
TPYOBBIX OTHOIICHUIA:
— JIOMOJHATEIBHBIE COTJIAIICHUS K TPYIOBOMY JIOTOBODY;
— KOTIUH TIPUKA30B II0 JIUUHOMY COCTaBY, KOTOPBIE KacaroTcs pabOTHHKA;
— KOIIMH HOKYMEHTOB O TOBBIIICHHH KBAJM(DUKALIIH;
— KOIIMHM CepTU(UKATOB;



— JIACT — 3aBEPUTEND Jela (COCTaBISIIOT [P cade JIMYHOIO JIENa B apXUB);

— WHBIE IOKYMEHTBIL.

3.3. Bpyiaua KONHH JOKYMEHTOB U3 JIMYHOIO JeJa IPOUW3BOJUTCS IIO JIMYHOMY 3asBJIICHHIO
paGoTHHEKA W ¢ paspelieHHs 3aBefyromiero. Komun JOKyMEHTOB JOJDKHBI OBITH 3aBEPEHBI U
IIpeIOCTaBIeHbl PAOOTHUKY B TEYEHHE TPEX JHEH CO MHA MOa4H 3asBICHUS.

3.4. V3paTtHe OTHEIBHLIX JOKYMEHTOB W3 JIMYHOIO Jiejia MPOM3BOAMTCSA C PaspeHICHU:
sageqytomero JIOY ¢ odopmieHdem coorsercTBylolleil sanucu B rpape «llpumeuanue»
BHyTpeHHe# onucd. IIpy BpeMEHHOM H3BATHHM JOKYMEHTa Ha €ro MeCTO (Mexnay IucTaMu
COCEJIHUX JIOKYMEHTOB) BKJIa[bIBACTCS CIPAaBKa-3aMECTUTENb C YKa3aHHEM Jarhl W IMPUIMH
U3BATHS C TOMAMKCHIO JIMIA, BBIIABIIETO JOKYMEHT, U IOAIMUCKHIO JIUIA, [TOJIYUYHUBILEro €ro BO
BPEMEHHOE [10JIb30BAHHE.

3.5. B memsx obecreveHusi KOHTPOJIS 33 COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIHUHBIX Jiesl B JIOY
exeroHo (He mo3aHee I KBapTaia roza, ceIylomero 3a OTICTHBIM) IPOU3BOAUTCA POBEPKA X
HAJIMYUST U COCTOSIHUS.

3.6. ExxeroiHyro mpoBEpPKY COCTOSIHHMS JIMYHBIX JIEJI Ha MPEIMET COXPAHHOCTH BKIIFOUCHHBIX B
HEro JIOKYMEHTOB IPOBOIMUT CIELHUATBHO cO3JaHHas komuccus. O MPOBEIEHHBIX IPOBEPKAX
JiefaeTesl OTMETKA B JIMCTE O pe3ysIbTaTax €KeroJHOM IMPOBEPKU COCTOSHHS U HAIWIHUS JIAIHOTO
Jefda W COCTABJISeTCS aKT. PesylnbTaThl IPOBEPKH JIMYHBIX JeJI B OOS3aTCIBHOM HOPAJIKE
noBogaTes 1o 3aeayromero JOVY.

4. Xpanenue u y4eT JUYHBIX e pAOOTHHKOB
4.1 XpaHeHve U ydeT JUYHBIX JIe] IEJaroroB i COTPYAHUKOB OPraHU3yIOTCs C LEJIBIO OBICTPOrO
[IOMCKA JIMYHBIX J€JI, OOECIeUEeHMs] MX COXPAHHOCTH M KOH(MJIEHIMAJILHOCTH CBEACHHMI,
COJIEPIKAIMXCSL B TOKYMEHTAX JIMYHBIX JIEN, OT HECAHKIMOHMPOBAHHOI'O JIOCTYIIA.
4.2. TpyoBble KHUKKH, MEULMHCKAC KHIIKKH XPAHATCS B Cei(e 3aBe1yI0mero JOY.
4.3. JTocTyH K JTMYHBIM JieiaM PaOOTHHKOB MMEFOT 3aBEIYIOIIIHA U JSTONPOU3BOUTEND 60
3aMECTUTEINH 3aBeyIOIIEro Py UCIoNHeHn: o0si3anHoCTeH 3apenyrowei JIOY.
4.4, CucreMaTH3AIMS JIMUHBIX JIe)I paOOTHUKOB MIPOU3BOIUTCS B aJI(haBUTHOM HOPSIJIKE.

5. OdopmiieHHe JTHYHBIX 1el PAGOTHUKOB Iepe/l ciavuel B ApXuB
5.1.0opMIiieHrE JTMYHBIX IJ JUIsl IEPeiaul B apXUB [POU3BOAUTCS JIEIONPOU3BOUTCIICM. Orta
poIielypa BKJIIOYAET:

— MOIIIUBKY (TIepeTyieT) Aena;

— YTOYHEHUE HyMEpaLluy JIMCTOB JIeJIa;

— cocTaBlIeHHE JucTa-3aBepurelis (prioxenue Ne 4);

— cocraplieHre (YTOYHEHUE) BHYTPEHHEN OIMCH;

— BHECEHHUE YTOUHEHH I B PeKBU3HUTHI JIMIEBOH 0OJIOKKH Jera.

5.2. Jluer — 3aBepuTeNb Jiefa JIOJDKEH IIOAMNMCATh €ro COCTAaBUTENb, HPU OTOM JACNacTCH
pacimudpoBKa JOJDKHOCTH U IOJIKCH, HPOCTaBiseTcs Jara. B mpomecce HCMOJb30BAHHS
ApPXUBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIE JSIAIOTCSI COOTBETCTBYIOMINE OTMETKH.

Ecyy Jei10 OIIUTO 0€3 IMCTa-3aBepHUTeNis, TO €ro CIEAYeT HAKJICUTh Ha BHYTPEHHIOIO CTOPOHY
00JIOXKKH Jieiia.

5.3. C memnpio oOeceueHus: COXPaHHOCTH JIMYHBIX €T PEKOMCHJIyeTCs:

— OOBEIMHATH WHAMBAIyaIbHbIE JTHYHbIC J€a YBOJICHHBIX COTPYAHHMKOB B OJHY OOJIOKKY
(06BbEIMHEHHOE JIEI0) C TAKUM PAacueToM, 4ToObI 00beM jiena (ToMa) He HpeBbIlIall 250 nucroB
(IyTeM CIIMBKU MaTepUasIoB WHMBU/yaIbHBIX JIeJL 110 TOJIaM YBOJIBHEHHS);

— pacronaraTh MaTepuaibl MHIMBUIYalbHBIX JIeN B Ipeienax jena (Toma) B apaBUTHOM
nopszke (MoQaMuIbHO), OTHENAS MaTEPUANbl, OTHOCSIIMECS K Pa3HbIM HMHIUBHIYalbHBIM
JeNaM, YECTHIM JIICTOM OyMmard ¢ yKasaHMeM Ha HeM (aMuidd, MMEHH W OTYeCTBa
COOTBETCTBYIOIIETO YBOJIEHHOI'O COTPY/(HHUKA,



— cHabXaTh Kaxjoe OObEOUHEHHOE Maei0o (TOM) BHYTPEHHEH OINHUCBIO C IEPEUHCIICHHEM
daMuIHif, IMEH U OTYECTB M YKa3aHMEM HOMEPOB CTPAHHIL, B IPEIENAX KOTOPHIX PACIIONOMKCHbI
COOTBETCTBYIOLIHE JOKYMEHTBL

5.4. Tlepenaya JUYHBIX J B apXUB OCYLICCTBILICTCS HE MO3JHEE TPEX JICT IOCIE 3aBCPIICHA
¥X B JICJIOIIPOU3BOJICTBE B COOTBETCTBUU € rpadukoM. [IpesBapuTeibHO MPOBEPSCTCs HOJIHOTA U
IPABHIIBHOCTh IIOJIrOTOBKH JIMYHEIX JIEN K Iepeade. BhIABICHHbIE NPU IPOBEPKE HEIOCTATKH
ycTpaHsioTcst  mesnonpousBoutenem. llepenada 1 TpueM MPOM3BOMSTCA IO ONMUCH €
IIPOCTAHOBKOW OTMETOK O HAJIMYHMHU JIMYHBIX JCII.

5.5. Jlnunble jena pabOTHUKOB, 3aKOHYCHHbIC JCTIONPOU3BOACTBOM, XPAHITCA 50 ner. Jlnunele
nena 3aseayromero JI0Y UMEIoT IOCTOSHHBIA CPOK XPaHCHHUS.

6. OTBeTCTBEHHOCTH padoTogaTe/st U padoTHHKA
6.1. Tlemaroru u corpyauuku JIOY 0043aHbl CBOCBPEMEHHO IIPEJCTABIATD CBEACHHS 00
M3MEHEHUH CBOMX NEPCOHANBHBIX JAHHBIX, BKJIIOYCHHBIX B COCTAB JIMYHOTO JEJIa.
6.2. PaboToarens 0OecIieYnBacT:
— COXPAHHOCTD JIMYHBIX JIe]T PAOOTHUKOB;
— KOH(UIEHIIUATBHOCT CBEJICHUH, COCPIKAIMXCA B JIMYHDIX AcIaX paOOTHUKOB.

7. IlpaBa padoTomaTessi u padOTHUKA
7.1. Tleparoru u corpyaauku JIOY UMEIOT MpaBo:
— MOJTyYaTh HOJIHYIO HHpOPMaLUIO 00 00paboTKe CBOMX NEPCOHATBHBIX AHHbIX;
— OJIy4aTh JIOCTYII K CBOUM IIEPCOHAIIBHBIM JIaHHBIM,
— [10JTy4aTh KOIUH JOKYMEHTOB, XPAHSLIUXCS B JIMTHOM JICIIC;
—Tpe6GoBaTh MCKIIOYCHHs HJIM HCIPABICHUS HEBEPHBIX M HCIIOTHBIX (MCKa)XEHHBIX) CBOMX
IIePCOHATIBHBIX JaHHBIX.
7.2. PaboToarenb UMEET MPaBo:
—o6pabaTeIBaTh MEPCOHANBHBIE JIAHHBIC PaOOTHMKOB, B TOM HYHCIC M Ha OJICKTPOHHBIX
HOCHUTEJISIX;
— 3ampalMBaTh OT PaOOTHHKOB HH(OPMALWMIO, HEOOXOMMMYIO JUIs BEACHHS JIMYHBIX JICI H
00pabOTKH IEPCOHATBHBIX JTaHHbBIX.



Wuaneke gena

[TpuioxeHue 1

Donjt Ne
Omnuch No
JTemo Ne

(HAMMEHOBAHKUE OPraHU3aLKMK U CTPYKTYPHOTO ToApa3ie/icHus)

JINYHOE JAEJIO Ne

(3aroJIoBOK JieJia)

Dou Neo
Onuce Ne
Jeno Ne

JlaTa nayana

JlaTa OKOHYAHUS

Ha ucTax
XPaHUTh et



BuyTpeHHsIsl OIMCH JTUYHOr0 AeJia

[Tpunoxenue 2
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NOURORERR Y

OrveTka 0 pe3yJbTaTax eKeroaHol NPOBEPKU COCTOTHUS M HAJMYHSI JIMYHOTO Aeja

“DawiEs UMS OTYECTBO:
_LOEHOCTD:

SEESHOC ICII0°

®. U. O. wienon IMoanucn wieHon PesyabrTar

a POBEPKH
Aata nposep KOMHCCHH KOMMCCHH NpoBEpKH




wme 3

MpunoxeHue 4

MBJIOY «Jletckuii can «OpiaeHok» cesio UncTeHbKoey

(HaMeHOBaHKE OpraHKU3al|H)

Jlucer

O3HAKOMJIEHHS ¢ JOKYMEHTaMHU JIMTHOTO JeJia Ne

CoTpyIHHUK:

(momxHocTh, O©.1.0.)

No Jarta IToxmuck | Pacmmndposka [Ipumevanue
11/11 | O3HAKOMJICHHUSI MO/ITTUCH




[Ipunoxenwue 5

JIUCT-3ABEPUTEJIb JEJIA Ne

B nene noAmmTo u npoHyMepoBaHo JUCTOB
B TOM YHCJIE:
JIMTEPHBIE HOMEPA JINCTOB

IIPOITYIICHHBIE HOMepa JIUCTOB

+ JINCTOB BHYyTpeHHeH omnucu

OcoO6eHHOCTH (PU3HUECKOrO COCTOSIHUS Homepa
U (GOpMHUPOBaHUS €A JUCTOB
1 2

HMHucnexTop mo xampam

(moamuce) (pacuu(poBKa MoAMUCH)
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