[IpuusTo YTBepkaeHo

Ha 3acenanuun [Ipukazam

I1e1arori4eckoro copeTa ot 02.09.2015r.

[Tporoxonom ot 01.09.2015r. Nel NeO/1-49/1
[TOJIOXXEHUE

O MOPsIIKE BeCHUS JUYHBIX JIeJl [eJaroros u
MBJIOY «/lerckuit cang No7 r. I'ynepmecy

1. OBILME TTOJIOXKEHU A
I.1 Hacrosmee Ilonoxenue onpenenser MOPSZIOK BEACHUS JTHYHBIX [EJ [1€4aroroB ¥
COTPYIHUKOB 00pa30BaATEIBHOTO YUPEKACHHUS;
1.2 Tlonoxenue pa3paboTaHo B COOTBETCTBHH C:

* VYkasom [lpesunenta Poccuiickoit ®@enepauuu ot 30.05.2005 r. Ne 609 « 06
yTBepKaeHUU [lonoxkeHus o nepcoHanbHBIX HAHHBIX rocyapcTBEHHOIO
ciayxatero Poccuiickoii ®@enepanum u BeJleHUU €ro JINYHOTO nena»,

® ®eaepainbHbM 3akoHOM 0T 27.07.04 -Ne79 — @3 «O rocCy/1apCTBEHHOM
rpaxxaanckoi ciyxoe Poccuiickoit ®eneparymy;

* Tpynoseim Kosekcom PO;
® KonnekTuBHbIM J0TOBOPOM:;

® VYerasom MBJIOV «Jletckuii cag N27 . I'ynepmec»
1.3 Benenne NMYHBIX [ MMEJAroroB M COTPYAHMKOB AETCKOTO €ajfa BO3IANASTCH Ha
sasenytomero MbJIOY «Jletckuit cazn r. I'ymepmecy.

2. TIOPAZIOK ®OPMHPOBAHMS JIMYHBLIX JIEJ COTPYJIHUKOB 2.1
QopMHpOBaHME  JIMYHOTO  JeNia  MEJaroroB M COTPYAHMKOB MPOU3BOUTCS
HETIOCPEACTBEHHO MOC/I€ NPHEMa B JOLIKOIBHOE YUPEXKACHHUE WU TIEPEBO/IA NIEAATOTOB U
COTPYAHHUKOB M3 IPYyroro 00pa3oBaTeIbHOTO YUPEKICHHUS.

2.2. B COOTBETCTBUM ¢ HOPMATHBHBIMM JOKYMEHTAMH B JIMYHBIE Aea [EIArOrOB U
COTPYAHHKOB TOMIKOILHOIO YUPEXKICHHUS BKIaABIBAIOTCSA ClIEYIOIKE TOKYMEHTHI:
[lenaror yupexIeHuUs IpeI0CTABIISET:

* 3assienue o npueme Ha paGoTy;

* Asrobuorpaduio;

Konmio nacriopra uian MHOro 10KyMeHTa, YIOCTOBEPSIOLIETO JIHYHOCTS,
Komnuro cTpaxoBoro cBuaeTe 1bCTBa IEHCHOHHOIO CTPaxOBaHHS,
Konuio naentuduraunonsoro Homepa HaJIOTOILIATE I bIIIAKA,

* Konuu goxymenTos 06 06pa3oBaHuu;

* Komuy 10KyMeHTOB 0 KBaTMGHUKALNK UM HATMYHH CHICIIMATBHBIX 3HAHMIL;



- TpynoByro KHHKKY;

- Kommuu MOKyMEHTOB BOMHCKOTO yueTa (17151 BOGHHOOOSI3aHHbIX JIHII)

- Komnuro ceunerenscTBa o Opake;

Konwuro cBunerenbeTBa 0 poXKaeHUH JeTel;

- XapakTepuCTHKH, PEKOMEH1aTe/IbHble THUChbMa (€C/iH €CTh B HAJTHUMH );
- 3asBIeHME O MepeBoIe;

-MeuUMHCKY IO KHHKKY;

- Konuu arrectaiiMoHHBIX JIMCTOB;

CoTpyaHuk YUYPEKIECHUSA MPEeAOCTaBIICT:

3asBieHue 0 npreme Ha paboTy;

Komnuro macrmopra uiM HHOro JOKYMEHTa, yAOCTOBEPSIOLIEr0 TMYHOCTS;
Komuro cTpaxoBoro cBuaerenbcTBa NEHCHOHHOTO CTPAXOBAHHUS;

Komuto naeHTHpUKaInoHHOr0 HOMepa HaJIOrOIUIATeNbILMKA;
TpynoByto KHHXKY;

Konuu 10KyMEeHTOB BOWHCKOTO yueTa (/18 BOGHHOOOSI3aHHbIX JIHIL)
Konuto cBuaeTenscTBa o Opake;

Konuio cBuaeTe1bCTBa 0 pOKIACHHH JETEH;

MenuuuHCKYI0 KHHKKY;

PaGoronarens odopmiser:

TPYIOBOH A0TOBOP B JIBYX IK3EMIUISIPOB;

MpHKa3 O MpreMe Ha padoTy (0 MepeMelIeHnH Ha APYTHe J0JKHOCTH );
JIMYHYIO KapTouky NeT-2;

JOJKHOCTHYIO HHCTPYKLHIO B IByX 3K3EMILISIpax;

PaboTronarenb 3HAKOMMUT:

C HOPMaTHBHO — [TPABOBBIMH JTOKYMEHTAMH JOLIKONBLHOIO YUPEKICHHUS;
C NOKHOCTHOM UHCTPYKLIHEH, :
C JKYPHAJIOM PETUCTPALMH TPYIOBBIX JOTOBOPOB MO POCIIHCE;

MPOBOJIMT BBOJHBIH MHCTPYKTaX, HHCTPYKTAK 10 OXpaHe Tpy[da, MHCTPYKTaxK
10 MPOTHBONOXKAPHOH Ge30MmacHOCTH

2.3C uempro oOecrieueHHs HaIeKamed COXPaHHOCTH JIMYHOIO Jena
MefaroroB M COTPYAHHKOB M ynobcTtBa B OOpallleHMH ¢ HHM [IpH
(OpMHPOBaHHH JOKYMEHTBI

MOMEIIAIOTCs B OTAENbHYIO Manky. JIM4HOMY Aeily NMpHCBaUBACTCS YUETHBIH HOMED
U 3aBOJIMTCS KHUIa Yy4YeTa JTMYHbBIX JIe]T.



3. TIOPAJOK BEAEHMA JIMYHBIX AEJI
[MEJATOT'OB 1 COTPYJHHKOB.
3.1 Jluunoe geno memaroroB u corpyaHukoB MBJIOY Benercs B TeueHHE BCEro
nepuoaa paboThl KQXIOTO Mejarora ¥ COTPYAHHUKA .
3.2 Benenue TUYHOTO Jeja MpeayCcMaTpriBaeT:

e [loMeleHHe JOKYMEHTOB, MOMUIEKAIIMX XPAHEHHIO B COCTaBe JIMYHBIX e, B
XPOHOJIOTHYECKOM IOPsIKE;

e EKerommyr mpoBepKy COCTOSHHS JHYHOIO [1€J1a MearoroB U COTPyJHUKOB Ha
MpefMeT COXPAHHOCTH BKJIIOUYEHHBIX B HEro MOKYMEHTOB H CBOEBPEMEHHOE
3aroHEeHMeE.

3.3 JIuCTBI [OKYMEHTOB, MOJAWMWTBIX B JIHYHOE €70, MOMIEXKAT HYMEPALHH.
CeenmeHust 00 3THX [JOKYMEHTax, BKIIOUas HYMEpPalWiO CTpaHull, B MNpenenaax
KOTOPBIX OHH PACIIONOKEHBI B INYHOM JIETIE.

4. TIOPAIOK YUETA YU XPAHEHWA JIMYHBLIX HEJI

I[MTEJATOIOB U COTPYIHHUKOB
4.1 XpaHeHMe M yueT JMYHBIX JeNn TemaroroB M corpynsukos MBJIOY
OpraEu3yloTcss ¢ Ueibio Obictporo M 6e30mmMOOYHOrO MOMCKa JHYHBIX 1€,
obecrieueHHss WX COXPAHHOCTH, a TakiKe oOecnedeHus KOHQHICHUHATbHOCTH
CBEJIEHHH, COMEepIKAIIMXCA B JOKYMEHTaX JIMYHBIX e, OT HeCAaHKUHOHHPOBAHHOI'O
J0CTymna:
4.2, JloeTym K JWYHBIM JeJaM [efaroroB M COTPYAHHKOB HMEIOT TOJIBKO
JIENONPOU3BOUTEND, 3aBEAYIOLIMHA ¥ CTapIINH BOCITUTATEIb.
4.3. CucreMaru3auds JUYHBLIX el IeJaroroB W COTPYAHHMKOB TPOM3BOAMTCA B
anaBUTHOM TOPSIAKE.
4.4. JInynple gena nefaroroB U COTPYAHHUKOB, HMEIOIIMX rOCYAapCTBEHHBIC 3BaAHUS,
MPeMHU, Harpajabl, y4eHbI€ CTEIIEHH M 3BaHUs, XPAHATCsS MOCTOSHHO, @ OCTANbHBIX
COTPYAHHKOB — 75 JIeT ¢ roia yBONbHEHHs paboTHHKa (B cooTBeTCTBUH C [lepeunem

THUIIOBEIX YIPABIEHYECKUX JIOKYMEHTOB, YTBep:KIeHHBIM PocapxuBom 6 OKTAOps
2000 roma)

5.TTIOPS /10K BBIJTAYM JIMUHBIX AEJI BO BPEMEHHOE I10JIb3OBAHHME
S.1Bbigaua nUuHbIX el (OTAEIbHBIX JOKYMEHTOB B COCTABE JIMYHOTO JIe/1a) BO
BpeMEHHOE MOb30BAHKE [POU3BOJUTCS C pa3pelleHus 3aBe/yOLLIero.

5.2 Pabora (o3HakoMJIeHHE) C JIMYHBIMH JleJlaMd [1€1aroroB M COTPYAHHUKOB
MpPOMU3BOAMTCS B KaOWHETe pyKOBOAWUTENs, a Bpems padoTbl OrpaHHYHUBACTCA
nmpenenaMi ogHoro padodero aHs. B KoHue pabouero Hs AelONPOH3BOAUTEINB
obs3aHa  yOelWTbCS B TOM, UTO BCe JMUHBIE Jeja, BbIJAHHbIE BO BpeMeHHOe
r0/b30BaHKe, BO3BPALIEHbl HA MECTO XPAHEHHUS M eCTh M HEOOXOAMMOCTH IS
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MPUHSTHS MEP K UX BO3BPAIIECHHIO MK PO3BICKY.
5.3 DaxT BBIIAYM JUYHOTO Jena PUKCUPYETCA B KOHTPOIBHOM KypHaJe.

6. OTBETCTBEHHOCTD
6.1 Tlemaroru u cOTpYAHUKH 00SI3aHBI CBOEBPEMEHHO [PENCTABIATH PYKOBOIUTEIO
cBe/leHUsl 00 M3MEHEHMHM B MEPCOHATBHBIX AaHHBIX, BKIIOYCHHBIX B COCTaB JIUYHOTO
aena.
6.2 PaGoromarens obecrneyrnBaeT:
COXPAHHOCTb JTMYHBIX €/ IEJAaroroB M COTPYAHMKOB OLIKOJBHOTO YYPEXICHHS;
KOHOUICHUMATBHOCTE CBEICHHI, COCpIKALIMXCA B JMUYHBIX [elaX Mefaroro M
COTPY/IHHUKOB.

7. [TIPABA

7.1. Jlas obecrieyeHns 3am(UThl [NEPCOHATBHBIX JaHHBIX, KOTOPBIC XPAHIATCA B JUUYHBIX
qenax MeJaroroB M COTPYAHMKOB, neparord u coTpyanukd MBJIOY «/lerckuii cax
r.I'yaepmec» UMEIOT MIPaBo:

* [ToyunTh NOJHYIO HHGOPMALMIO O CBOMX [EPCOHANIBHBIX JIaHHBIX 1 00paboTKe
STUX JAHHBIX;

® [Tonyuuts CBOOOAHBINA AOCTYI K CBOMM IEPCOHATIBHBIM JaHHbIM;

® [lonyuuTh KOTUHU, XpaHSLIUECs B JIMYHOM Jiejie U colepiKaliue
nepcoHalbHble JaHHbIE.

TP€GOBaTB HCKITFOUEHUS HIIA HUCIPaBJICHUA HEBEPHBIX HIIH HCITOIHBIX MCPCOHAJIBHBIX
JaHHBIX.

7.2. PaboTroaaTens UMeeT MpaBo:

® (O0pabaTpiBaTh MEPCOHATLHbIE JAHHBIE T1€1AaroroB U COTPY/JHUKOB, B TOM YUCIIE U Ha
JIEKTPOHHBIX HOCUTEIIAX;

® 3anpocuTh OT MEJArOroB i COTPYAHNKOB BCKO HEOOXOAMMYIO HH(OPMALHUIO.

[TpunsiTo Ha 061eM codpannn paboTHUKOB «01» centadpa 2015t. mpotkon Nel



