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MYHHUI[UNIAJIbHOE ABTOHOMHOE JIOIIKOJIbHOE 00pa3oBaTeibHOEe yUpesKIeHne
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MPUHSITO YTBEPKJIEHO

IPUKA30M 3aBEIYIOIIETO
00IKM coOpaHreM pabOTHUKOB p yio

MAJIOY Ne 301 H.U.EBTeeBoii

(mporoxon 10.01.2021 Ne 2) ot 11.09.2021 Ne 72

IMMopsinok
Be/IeHHs] IMYHBIX /IeJ1 pA0OTHMKOB
MYHHUI[MNIAJIbHOE ABTOHOMHOE JIOIIKOJIbHOE 00pa3oBaTeibHOEe YUpesKIeHune

ropojaa PocroBa-na-Jlony «lerckmii cag Ne 301»
1. O0mue mos1oxxeHUs

1.1 Hacrosmumii 10KaJIbHBIN aKT ONPENEIsET MOPSIOK BEACHUS, yUeTa U XpaHEHUsI INYHBIX
7e7T paOOTHUKOB MYHHUITUITAILHOTO @BTOHOMHOTO JIOIIKOJIBHOTO 00pa30BaTeIbHOTO
yupexxaenus ropoaa PocroBa-na-Jlony «/lerckuit cag Ne 301(nanee MAZIOY 301»

1.2. ITopsimok pa3paboTan B COOTBETCTBUH ¢ TpynoBbIM KojiekcoM PD, DenepaibHbIM
3akoHOM OT 27.07.2006 Ne 152-®3 «O nepcoHanbHbIX JaHHBIX», MeTOInYEeCKUMHU
pexomennanusmu Pocapxusa, Yka3zom [Ipesunenta ot 30.05.2005 Ne 609 «O6 yrBepkacHUH
[TonoxkeHus 0 nMepcoOHaANBHBIX JAHHBIX TOCYAAPCTBEHHOTO ciyskariero Poccuiickoit
cDG,EIGI)EI.I_[I/II/I " BCACHUU €TI0 JIMYHOTI'O [CJIa», KOJUICKTUBHBIM JOTOBOPOM U YCTABOM
o0pa30BaTeNbHOI OpraHu3aluu.



2. ®opMupoOBaHHeE JMYHBIX €]l pA00THUKOB

2.1. ®opmupoBaHKE TUIHOTO JAelia paOOTHHUKA MMPOU3BOAUTCS PAOOTHUKOM, HA3HAYCHHBIM
JTUPEKTOPOM 00pa30BaTEeIbHONW OpraHu3aIiy (J1ajee — OTBETCTBEHHBIN 3a BEJICHHE J1eT)

. JImanoe neno popMupyeTcs He MOo3IHee MATH pabodynX JHEU CO JHS 3aKITIOYCHHUS
TPYIOBOTO JJOTOBOPA U TOJIBKO MOCIIE MOTYISHHUSI OT paOOTHHKA Corjacus Ha 00paboTKy ero
NEPCOHAIBHBIX JAHHBIX

2.2. IIpu nocrymieHnu Ha paboTy pabOTHUK MPeoCTaBIAeT (MIPH HATUYHUH):

e TIACTIOPT WJIM MHOU JTOKYMEHT, YIOCTOBEPSIONIUI INYHOCTS;

e aBTOOMOTpadUIO;

e 3asBIIEHHUE O pHEeMe Ha padoTy;

e JIOKYMEHT, KOTOPBIH MOATBEPKAAET PETUCTPALIUIO B CUCTEME UHIUBUYaJIbHOTO
NePCOHUPUITUPOBAHHOTO YU€Ta, B TOM YHCIe B (OpMe IIEKTPOHHOTO JOKYMEHTA,
100 CTPaxoBOE CBUAETEIHCTBO FOCY/IaPCTBEHHOI'O IEHCHOHHOTO CTPAaXOBaHHUs, 32
UCKITIOYCHHEM CITy4aeB, KOTJa TPYI0BOM JOTOBOP 3aKIFOYAETCS BIIEPBEIC,

e HUJEHTU(UKALMOHHBIA HOMEP HAJIOTOIUIATENbIINKA;

e JIOKYMEHT BOMHCKOTO y4eTa (1Jis1 BOEHHOOOSI3aHHBIX JIUII);

e JIOKyMEHT 00 00pa3oBaHNH;

e aTTECTAIIMOHHBIM JIHUCT;

e CHPaBKy O HAJTMYUU (OTCYTCTBUU) CYTUMOCTHU U (WIK) PaKTa yroJIOBHOTO
Ipecie10BaHus;

e TPYIOBYIO KHUXKKY U (WJIN) CBEACHUS O TPYIOBOM IESATEILHOCTH, KPOME CITy4acs,
KOrzia paOOTHHUK MPUHUMAETCS Ha pabOoTy BIIEPBBIEC WIIM HA YCIOBHSIX
COBMECTHUTETIHCTBA;

e MEIUUHUHCKYIO KHUXKKY;

e CBHJICTEIBLCTBO O OpaKe;

e CBHJETEIHCTBO O POKICHUU JIeTEH.

2.3. O6pa3zoBaTenbpHast opraHu3ays oQopMIseT:

e TIpPHUKa3 O IpueMe Ha PaboTy (0 MepeMEeIIeHUH Ha IPyTUe JOKHOCTH);
e TPYIAOBOU JIOrOBOP B ABYX JK3EMILIAPaAX;
e JIOJDKHOCTHYIO MHCTPYKIIHIO.

2.4. llepBuuHoe ohopMIIEHHE JTUYHOTO JeIa TPeTyCMaTPUBALT:

a) IPUCBOEHUE JIMUHOMY J€Jly HOMEPA COIJIACHO JKypHAJy y4eTa JIMUHBIX A€l (IPUII0KEHHUE
Ne 1);

0) mpocTaBieHHE Ha 00JI0KKE JTIMYHOTO jAena (mprioxkeHue Ne 2) clieyronux peKBU3UTOB:
WHJIEKC Jienia (B COOTBETCTBUU C HOMEHKIIATYpOi Jies1 00pa30oBaTelIbHOM OpraHu3alim);
MOJTHOE HAMMEHOBaHWE 00pa30BaTEIbHON OpraHu3aIy; HOMEp JTHYHOTO Jieia; (haMuIns UMst
OTYECTBO paGOTHI/IKa B UMCHUTCIIPHOM IIaJCXKE, JaThl — I'OJ Ha4ajla U 1o OKOHYaHUuA
BEJICHUS JieTIa; KOJIMYECTBO JINCTOB; CPOK XPAHCHUS;

B) MIOMEIICHUE TOKYMEHTOB, MOAJIEKAIIUX XPAaHEHUIO B COCTABE JIUYHBIX /eI, B
XPOHOJIOTMYECKOM MOPSJIKE:



e BHYTPEHH:S ONUCH JOKYMEHTOB Jena (mpuioxxenue Ne 3);

e JIMCT C OTMETKaMU 00 03HAaKOMJIEHHH paOOTHUKA C IEPCOHAILHBIMU ITaHHBIMH U3
Tu4HOro nena (nmpuioxxerue Ne 4);

e JIUCT C OTMETKAMHU O Pe3yibTaTax €XXeroJHON MPOBEPKU COCTOSHUS JIMYHOTO Jelia
(mpunoxenue Ne 5);

e JIMYHBIN JIMCTOK 1O YYETY KaJpoB WM aHKeTa (mpuitoskeHust Ne 6 u Ne 7);

o aproOuorpadus;

e 3asBJIEHHUE O NIpUEMe Ha paldoTy;

e TMpHKa3 O IpUeMe Ha paboTy;

e JIOJUKHOCTHAsl HHCTPYKLUS;

e TPYHAOBOMU JIOrOBOD;

e JIOTOBOP O IOJIHOW MaTepHaIbHON OTBETCTBEHHOCTH (€CJIN PaOOTHUK —
MaTepHaIbHO OTBETCTBEHHOE JIUIIO);

e XapaKTEePUCTUKU U PEKOMEH/IATENIbHbIE TUCbMA;

o <..>.

2.5. JInuctel JOKYMCHTOB, IOMCIICHHLIX B JIMYHOC ACJI0, MOAJICIKAT HYMCpalluu.

2.6. JIOKyMEHTBI TTOMEMIAIOTCS B MANKy-CKOpOCHIuBaTeb. [Ipu yBonpHEHUN pabOTHHKA J1€T10
nNpomurBacTCAd HUTKaAMU U CAACTCA B apXHUB.

2.7. BHyTpeHHsIs ONUCh JOKYMEHTOB, UMEIOIINXCS B JINUHOM Jelie, JOJIKHA COJIepKaTh
CBEJICHUS O MOPSAJIKOBBIX HOMEPAX, HAMMEHOBAHUSX JOKYMEHTOB JI€J1a, KOJIMYECTBE JINCTOB,
JlaTax BKJIIOUYECHUS JOKYMEHTOB B JIMYHOE JICJIO U U3BATHS U3 JIET1a, @ TAKKE KEM 3BT
JOKYMEHT M MO KaKOH IPUYHHE.

2.8. BHyTpeHHsIS ONUCh COCTABISAETCS HA OT/ICIHHOM JIMCTE M0 YCTAaHOBIEHHOM (hopMme.
JIUCThI BHYTpEHHEN ONTUCH HYMEPYIOTCS OTAEIBHO.

2.9. Ilpu noAroTOBKE JIMYHBIX JIE] K Mepe/ladye Ha XPaHEHUE K BHYTPEHHEN ONUCH
COCTAaBIISICTCSI UTOTOBAS 3aMUCh, B KOTOPOH YKa3bIBaeTCs IU(PpaMu U MPOIHICHIO KOJTUYECTBO
BKJIFOUEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JIMCTOB JeNa.

3. Benenue JMYHBIX [1eJ1 pA0OTHUKOB

3.1. JIuyHOe 11e10 BeeTcs B TeUEHUE BCEro Meproa paboTsl paboTHHKa 00pa30BaTEIbHOM
OpraHHM3aIH.

3.2. Benenue 1U4HOTO Jiea paOOTHUKA MPEAyCMAaTPUBAET MMOMEIIEHUE B JIEI0 JOKYMEHTOB,
00pa3yrImuxcs B mporecce paboueii 1esITeIbHOCTH U UMEIOIUX 3HAUCHUE JITIS TPYIOBBIX
OTHOIIIEHUH:

e JIONOJHEHHE K JINYHOMY JINCTKY 110 YUeTy KaJIpoB;

e JIOTIOJIHUTENBHBIE COTTIAIICHHS K TPYAOBOMY JIOTOBOPY;

e KOIMH MPHKA30B 110 JIUYHOMY COCTaBY, KOTOpPBIE KacaloTcs pabOTHHKA;

e OT3BIBHI IOJUKHOCTHBIX JIUI] O PAOOTHHKE;

e KOIHHU TOKYMEHTOB O HOBBIIICHUH KBATH(DUKAIIH;

e KOIUU cepTU(UKATOB, TPAMOT;

e JIMCT — 3aBEPUTEIIH Jiesa (COCTABISIOT IPHU Cladue JIMYHOTO JIeNla B ApPXHB);
e UHBIEC JOKYMEHTHIL.



33 B JIMYHBIC J1€JIa HEC TOMCHIAOTCSA I[OKYMGHTLI, HNMCHOIIINEC BTOpOCTGHeHHOG 3HAUYCHUC.
Takue JOKyMEHTBI XpaHATCs B OTAeIbHOM jene Ne 4-09 «/[okyMeHThI, He BOIIEAIINE B
COCTaB JIMYHBIX OCII».

3.4.PabOTHUK 3HAKOMUTCS C TUYHBIM JIEJIOM B TEYCHHUE TPEX pabouuX THEH ¢ JaThl
MOJTyYEHUSI OTBETCTBEHHBIM 32 BEJICHHE JIeJ1 3asBJICHHS C MPOCK00i 00 o3HakoMeHuu. 00
3TOM JIeJIaeTCsl OTMETKA B JIMCTE 03HAKOMJICHHS paOOTHUKA C IMYHBIM JICTIOM.

3.5. O3HaKOMJICHHE C JIEJIOM MPOUCXOIUT UCKITIOUNTEIHLHO B KaOMHETE OTBETCTBEHHOTO 3a
BEJICHUE I U B €r0 MPUCYTCTBHUH. 3amperiaeTcs BEIHOC Jeia U3 KaOuHeTa.

3.6. Beiraua Konuii TOKYMEHTOB U3 JIMYHOTO JieJia TPOU3BOAUTCS IO TUYHOMY 3asIBICHUIO
paboTHUKA U C pa3pelieHus Aupekropa. Konuu 10KyMeHTOB AOTKHBI ObITh 3aBEPEHBI U
MPEIOCTaBIICHBI PAOOTHUKY B TEUECHUE TPEX THEH CO HS MOIa4YM 3asBICHHUSL.

3.7. 3bsiTHE OTAEIBHBIX JOKYMEHTOB U3 JIMYHOTO JIeja IPOU3BOIUTCS C pa3peIICHUs
3aBeJyIoLIero o0pa30BaTEIbHON OpraHu3aluy ¢ 0(pOPMIEHUEM COOTBETCTBYIOLIEH 3aMNCH B
rpade «lIpumedanuey BHyTpeHHel onucu. [Ipu BpeMEeHHOM U3bATUH TOKYMEHTA Ha €T0
MecTO (MEeX]y JUCTaMH COCETHUX JOKYMEHTOB) BKJIA/IbIBAETCS CIIPaBKa-3aMECTUTEIb C
YKa3aHUEM JaThl U IPUYUH U3BATHS C MOANKUCHIO JIULA, BBIIABILETO JOKYMEHT, U IOANKCHIO
JIM1A, TTOJIYYHBILIErO €ro BO BPEMEHHOE IT0JIb30BAHMUE.

3.8. B nensix obecnieueHust KOHTPOJIS 32 COXPAHHOCTBIO M aKTyaJIbHOCTHIO JIMUHBIX JIE] B
o0pa30BaTeNbHON OpraHu3aluy €XXEeroJHO MPOU3BOIUTCS IPOBEPKA UX HATUYUS U
COCTOSIHUSI.

3.9. Exxeroinyro npoBepKy COCTOSIHUS JIMUHBIX JIe] Ha MPEIMET COXPAHHOCTH BKIIFOUEHHBIX
B HEro JJOKYMEHTOB ITPOBOJUT CIIEMaIbHO co3aHHast koMuccus. O mpoBeIeHHbIX
MPOBEPKAX JIENAETCS OTMETKA B JIUCTE O Pe3ybTaTaX €KEeroJHON MPOBEPKU COCTOSHUS U
HaJIM4Us JTUYHOTO Jiena (mpuitoskenue Ne 5) u cocrapisieTcs akT. Pe3ynpTaThl mpoBepKU
JUYHBIX JIEJ B 00513aTEILHOM MOPSIIKE TOBOJISATCS JI0 3aBEAYIOMIEr0 00pa30BaTeIbHOM
OpraHu3aIHH.

4. XpaHeHue U y4eT JUYHBIX el pa00OTHHKOB
4.1 XpaHeHue U y4eT JUYHBIX JIe] pabOTHUKOB 00pa30BaTEIbHOM OpraHu3aluu
OPraHU3yITCA C LIEIbI0 OBICTPOro MOUCKA JIMYHBIX /1€]1, 00€CIIeUeHHs UX COXPAHHOCTH U
KOHq)I/II[eHI_[I/IaJIBHOCTI/I CBC,Z[GHI/IfI, COACPKAMUXCA B NIOKYMCHTAX JIMYHBIX ACJ, OT

HCCaAaHKIIUOHUPOBAHHOI'O JOCTYyIIA.

4.2. JInunble nena pabOTHUKOB XPAHSATCS Y OTBETCTBEHHOTO 33 BEJICHHE JIeN B CIICIIMATbHOM
METaJITNYEeCKOM ceiide.

4.3. JlocTyn K TUYHBIM JieiaM paOOTHUKOB UMEIOT TOJIbLKO OTBETCTBEHHBIN 32 BEJICHUE JIEN U
IUPEKTOp 00pa30oBaTeIbHON OpraHu3alyu JIMO0 ero 3aMeCTUTENH MTPH UCTIOTHEHUT
00s13aHHOCTEHN AUpeKTOpa 00pa30BaTEILHON OpraHU3aIIIH.

4.4. Cuctemarusanus JUYHBIX JIe]1 pAOOTHUKOB MPOU3BOAUTCS B aj(aBUTHOM IMOPSJIKE.

5. O¢gopmileHne JJUYHBIX 7€)1 PA0OTHUKOB Iepe c¢Aadeil B apXuB



5.1. OdopmiieHre TUUHBIX JIE] AJIS Iepelaui B apXHUB MPOU3BOAUTCS OTBETCTBEHHBIM 32
BEJICHHE JIeN. DTa mpoueaypa BKIYaeT:

e TIOAMIUBKY (TIEPEIUIET) Jea;

e YTOYHEHHUE HyMEepalllH JHUCTOB JIeNa;

e COCTaBJICHHE JIMCTa-3aBepuTes (mpuioxenue Ne 8);

e cocTaBiieHHE (YyTOUHEHNE) BHYTPEHHEN ONUCH;

e BHECEHHE YTOYHEHHI B PEKBU3UTHI JIUIIEBON OOJIOKKHU Jela.

5.2. JIuct — 3aBepuTenp Jea JOJKEH MOAMUCATh €r0 COCTABUTENb, PU ATOM JIETIAeTCs
pacimrdpoBKa JOIKHOCTH U MOAIKCH, MPOCTABIIsAETCS AaTa. B mporecce UCmnonb30BaHus
apXUBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIE JEIAIOTCS COOTBETCTBYIOIINE OTMETKH.

Ecmu ACJI0 IOAIINUTO 663 JINCTA-3aBCPUTECIIA, TO €TO CICAYCT HAKJICUTh Ha BHYTPCHHIOIO
CTOPOHY OOJIOXKKH JIeTa.

5.3. C uenpto oOecnieYeHus] COXPaHHOCTH JIMYHBIX JEJI PEKOMEHTyeTCSI:

e 00BEIUHATH UHAUBHUIYAIbHBIE TNYHBIE JIeTIa YBOJICHHBIX PAOOTHHKOB B OJHY
00J10KKY (00BETMHEHHOE JIEJI0) C TAKUM PacdeToM, YToObI 00beM Jena (TomMa) He
npesbiman 250 1ucToB (IIyT€M CIIMBKU MaTEpUaioB UHAUBUAYAIbHBIX /€T 110
roJiaM YBOJIbHEHHS);

e pacmojlaraTb MaTepHabl MHIUBUAYAIBHBIX JIEN B Mpeenax jena (ToMma) B
andaBUTHOM TIOpsiAKe (TOPaMUIBHO), OTACIISAS MaTepUaIbl, OTHOCSIIIHECS K
Pa3HBIM HHIMBUYaTbHBIM JIEJIaM, YHUCTHIM JIMCTOM OyMaru ¢ yKkasaHHeM Ha HEM
dbamMuIMy, UMEHU U 0TYECTBA COOTBETCTBYIOIIETO YBOJIEHHOTO COTPY/IHUKA,

e CHa0OXaTh KaXJ10€ 00bETMHEHHOE JIeTI0 (TOM) BHYTPEHHEH OIMHUCKIO C
nepeyucienreM paMuInii, UMEH U OTYECTB U yKa3aHHEM HOMEPOB CTPaHMII, B
npezenax KOTOPbIX PACHOI0KEHbI COOTBETCTBYIOIINE JOKYMEHTHI.

5.4. Ilepenayua TUUHBIX JI€7 B apXUB OCYIIECTBIISIETCS. HE TIO3JHEE TPEX JIET MOCIE
3aBepUICHHS] UX B JI€JIONPOU3BOJICTBE B COOTBETCTBUU C rpadukom. [IpenBaputensHo
OTBETCTBEHHBIM 32 BEJICHHE JIeJI IPOBEPSETCS MOTHOTA U MPABUILHOCTh MOATOTOBKHU JTMYHBIX
Jiel1 K nepeniaye. BolsiBIeHHBIE TPU TPOBEPKE HEJOCTATKU YCTPAHSIIOTCS OTBETCTBEHHBIM 32
Benenue nen. [lepenava v nmpueM Npou3BOASATCA MO OMKUCH C MPOCTAHOBKON OTMETOK O
HAJIMYUU JIUYHBIX J1e1.

5.5. JIuynble nena pabOTHUKOB, 3aKOHUEHHBIE J1eTONPOon3BOACTBOM /10 1 stHBaps 2003 roxa,
xpansarcs 75 net, nocne 1 aaBaps 2003 roma — 50 ner.

6. OTBeTCTBEHHOCTH padoToaaTe/isi U padOTHUKA

6.1. PaGoTHHKN 00pa30BaTebHON OpraHU3aIii 00s3aHbl CBOCBPEMEHHO MPEACTABISIThH
CBCIACHUA 06 N3MCHCHHUHN CBOUX IMCPCOHAJIBHBIX NAHHBIX, BKIIFOUCHHBIX B COCTAaB JINYHOT'O
nena.

6.2. OTBeTCTBEHHBIH 3a BeJICHHE Je] pAOOTHUKOB HECET TUCIHUILTMHAPHYIO U UHYIO
OTBETCTBEHHOCTH 3a pasIiialieHre KOH(QUACHIIMATbHBIX CBEACHHUH, COAEPKAIIMXCS B IMIHBIX
7enax, ¥ 3a HHbIe HapyIICHUS MOPsAKa BEJCHUS JTUYHBIX eIl



7. IlpaBa paGoToaareiss 1 padOTHHKA
7.1. PaboTHHKM 00pa30BaTeIbHON OpraHu3aIlii UMEIOT MPaBo:

e TIOJIYYaTh MOJHYIO HH(DOpMaIH0 00 00pabOTKE CBOMX MEPCOHAIBHBIX JAHHBIX;

e JIOJYYaThb JOCTYII K CBOUM IICPCOHATIBHBIM JaHHBIM,

e TIOJIyYaTh KOMTUU JJOKYMEHTOB, XPAHAIIMXCS B TUYHOM JIEIIC;

. Tp660BaTb HUCKIIIOYCHUA UJIW UCTIPABIICHUS HCBCPHBIX U HCIIOJIHBIX (I/ICKa)KCHHbIX)
CBOMX MEPCOHATBHBIX JTAHHBIX.

7.2. PaboTonaTens KMEET MPaBO:

e 00pabaThIBaTh MEPCOHAIBHBIEC JaHHBIE PAOOTHUKOB, B TOM YHUCIIE U HA
JJIEKTPOHHBIX HOCUTEIISX;

e 3ampamuBaTh OT paOOTHUKOB HH(POPMAINIO, HEOOXOAUMYIO JUIS BEACHUS JTHYHBIX
Jien 1 00pabOTKH NMePCOHANBHBIX JaHHBIX.
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