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1. OO01ue MoJI0KeH s

1.1. Hacrosiuuii JOKaJIbHBII aKT ONpeAeNsieT MOPSAIOK BeIeHUs, ydé€Ta U
XPaHEHHUs! JIMYHBIX JIe] pa0OTHUKOB MyHUIIMIIAILHOTO aTOHOMHOT'O JIOIIKOJIEHOTO
obpazoBatenbHOrO yupexaeHus [erckuit cag Ne26 «llouemyuka» TropoacKoro
okpyra ropoa Oktsa0pbsckuii PecriyOnuku bamkoprocTan (nanee — YupexaeHue)

1.2. Tlopsnok pa3paboTaH B COOTBETCTBUU C TpyaoBeIM KojaekcoM Pd,
®enepanbHbIM 3aKOHOM OT 27.07.2006 Nel52-03 «O mepcoHaNbHBIX JTaHHBIXY,
Meroanueckumu pekomeHaanussMu PocapxuBa, KOJUIEKTUBHBIM JIOTOBOPOM U
yctaBom MAJIOVY [erckuii cag No26

2. ®opMHUpOBaHUeE JUYHBIX e PA00THHKOB

2.1. ®opmupoBaHHWE JIUYHOrO Jieja pabOTHHKA MPOU3BOAUTCS PAOOTHUKOM,
Ha3HAYCHHBIM 3aBEIYIOIIUM Y UpeKIeHUS (aje OTBETCTBEHHBIN 3a BeICHUE JET).
JInunoe neno opmupyercs He MO3AHEE MATH pabouMX JHEW COJHS 3aKIIOUYCHUS
TPYJOBOTO JOrOBOpa M TOJIbKO TMOCIE TOJy4yeHHs OT pabOTHUKA corjacusi Ha
00pabOoTKy €ro nNepCoOHaNbHBIX JaHHBIX.

2.2. Tlpu mocTyrniaeHun Ha paboTy paOOTHUK MPEAOCTaBISACT (TIPU HATTUYHH ):

. HacTopT WM UHOM JOKYMEHT, YAOCTOBEPSIIOIINN JINYHOCTD;

. aBToOuorpaduro;

. 3asiBJICHUE O MIPHEME Ha paboTy;

. JOKYMEHT,  KOTOpPbI  MOATBEPXKIAET  PErucTpalud B  CUCTEME

UHAUBUAYaJbHOTO TEPCOHU(DUIIMPOBAHHOIO y4yeTa, B TOM uyucie B (dopme
UIEKTPOHHOI'O JOKYMEHTa, JINOO CTPaxoBOE CBHUIAETENBCTBO I'OCYNAPCTBEHHOIO
IIEHCUOHHOTI'O CTPAaXOBAaHMA, 3a UCKIIOYEHUEM CIIy4aeB, KOIAAa TPYAOBOM AOTOBOD

3aKJII0YaeTCs BIIEPBBIC;
. UJCHTU(DUKAIIMOHHBIM HOMEP HAJIOTOIJIaTEIbIIUKA;

. JIOKYMEHT BOMHCKOTO y4eTa (s BOCHHOOOSI3aHHBIX JIUII);

. JOKYMEHT 00 00pa30BaHNH;

. aTTECTALlMOHHBIN JIUCT;

. CIIpaBKy O HAIMYWU (OTCYTCTBUH) CYAUMOCTH U (Win) (haKTayrojJoBHOTO
pecie0BaHus;

. TPYJIOBYIO KHIDKKY W (MJIM) CBEACHUS O TPYIOBOH JCATEIBLHOCTU, KPOME

Clly4yaeB, Korja paOOTHUK NMPUHUMAETCAd Ha pabOTy BIEpPBbIE WM HA YCIOBHUSAX
COBMECTUTEIILCTBA;

. MEIULINHCKYIO KHUXKKY;
. CBUJIETEIILCTBO O OpaKe;

. CBUETEIBCTBO O POKJICHUU JIETEH.

2.3. YupexzaeHue opopmisieT:

. pHKa3 0 mpueme Ha padoTy (0 nmepeMenieHur Ha Apyrue J0KHOCTH);
. TPYAOBOI TIOTOBOP B IBYX SK3EMILISIPaX;

. JOJ>KHOCTHYIO HHCTPYKLUIO.

2.4. llepBuuHoe oopMIIEHUE JIMYHOTO JeJia TPe1yCMaTPUBAET:
a) MPUCBOEHUE JIMYHOMY JIeJy HOMEpA COTJIACHO KypHAly ydeTa JIMYHBIX el
(mpunioxenue Ne 1);



0) mpocTaBieHHE Ha OOJOXKKE JTUYHOTO nefia (mpuiokeHue Ne 2) ciemyrorniux
PEKBU3UTOB: MHJEKC JieNa (B COOTBETCTBUU C HOMEHKIIATYPOH JIe IETCKOTO cajia);
[0JIHOE HauMEHOBaHME 00pa30BaTEIbHON OpraHU3allHd; HOMEp JIMYHOTO [IeNa;
dbamMuIis UMt OTYECTBO paOOTHHKA B UMEHUTEIHLHOM IaJIeXKE; JaThl — FOJIHAYAja U
roJ1 OKOHYAHUS BEJICHUS JIeJ1a; KOJIMYECTBO JUCTOB; CPOK XPAHECHHUS;

B) INOMEIIICHHE JIOKYMEHTOB, IOJJICKAIINX XPAHCHUIO B COCTaBE JIMYHBIX JEJ, B
XPOHOJIOTUYECKOM TTOPSAIKE:

. BHYTPEHHSISI ONUCH IOKYMEHTOB Jiena (mpunoxenue Ne 3);

. JUCT C OTMETKaMu 00 O3HAKOMIIGHHM pab0OTHHKA C TEPCOHATBLHBIMU
JTAHHBIMU U3 JIMYHOTO Jeia (mpuioxenue Ne 4);

. JMCT C OTMETKAMH O PE3yJbTaTaxX €KEroJHOU MPOBEPKHU COCTOSHUSINIHOTO
nena (mpunoxenue Ne 5);

. JIMYHBIN JINCTOK IO YYETY KaJApOB WK aHkeTa (mpuiioxeHus Ne 6);

. aBroOuorpadus;

. 3asiBIICHUE O MIpHEME Ha paboTy;

. IpUKa3 0 IpueMe Ha padoTy;

. JOJKHOCTHASI HHCTPYKIIHS,

. TPYZIOBOM JOTOBOP;

. JIOTOBOP O TMOJHOW MaTepualbHOM OTBETCTBEHHOCTH (eciu pabOTHHUK —
MaTepUaIbHO OTBETCTBEHHOE JIUIIO);

. XapaKTePUCTUKH U PEKOMEHIaTeNIbHbIE MTIChMA;

2.5. JIucThl JOKYMEHTOB, IOMEUICHHBIX B JUYHOE JIEJI0, MOJIekKAT HyMEpalluu.
2.6. JIokyMeHThl TIOMEIIAIOTCS B ManKy-cKopocuimBarenb. [lpu yBoOJIbHEHUU
pabOTHHUKA JI€JI0 MPOIIUBAECTCS HUTKAMU U CHAETCS B apXUB.

2.7. BHYTpeHHSsI ONUCh JOKYMEHTOB, HUMEIOIIMXCA B JIMYHOM [ele, JOJDKHA
COZIEPKATh CBEACHUSA O NOPSAKOBBIX HOMEpax, HAUMEHOBAHUAX JTOKYMEHTOB/IENA,
KOJINYECTBE JIMCTOB, aTaX BKJIIOUYEHUs JTOKYMEHTOB B JIMYHOE JI€JI0 U U3BATUS U3
Jiena, a TAKKE KEM U3bAT TOKYMEHT U MO0 KaKOW MPUYHHE.

2.8. BHyTpeHHssI OMHMCHh COCTABISETCS HA OTIEIBHOM JIUCTE MO YCTAHOBJICHHOMN
¢dopme. JINCTHI BHYTPEHHEH OMUCHU HYMEPYIOTCS OTJIEIBHO.

2.9. Ilpu moaroToBKe JIMYHBIX eI K Mepeaade Ha XpaHEeHHe K BHYTPEHHEH omucu
COCTaBJISICTCSI UTOTOBAsl 3alCh, B KOTOPOW yKa3bIBaeTCs HMU(PpPaMU U MPOMUCHIO
KOJINYECTBO BKJIFOUEHHBIX B HEE JJOKYMEHTOB U KOJIMYECTBO JIUCTOBJIEIIA.

3. Benenne JUUHBIX J1e]1 pA0OTHUKOB

3.1. Jluunoe neno BemeTcs B TEUYCHHE BCEro Iepuoaa paboThl pabOTHUKA B
YupexaeHuu.

3.2. Benmenue nmuyHOTO jeiia paOOTHHKA MPETycCMATPUBACT MOMEIICHHUE B JIEJ0
JOKYMEHTOB, 00pa3yIOIMIUXCS B Mpoliecce pabodeil MesITSIHbHOCTH M HMEIOIINX
3Ha4YCHUE JUISI TPYJOBBIX OTHOIIICHUM:

. JOTOJIHEHUE K JUYHOMY JIUCTKY I10 YYETY KaJApPOB;
. JOTIOJTHUTEIIBHBIE COTJIALICHUS K TPYAOBOMY JOIOBOPY;
. KOIMU MIPUKA30B M0 JINYHOMY COCTaBYy, KOTOpbIE KacaloTcs paOOTHUKA;

U OT3bIBbI AO’)KHOCTHBIX JIHII O pa6OTHI/II(e;



U KOIIMK JOKYMCHTOB O ITOBBINICHUHU KBaJ'IH(bI/IKaI_II/II/I;

. KOIUU CEPTU(PUKATOB, TPAMOT;
. JIMCT — 3aBEPUTEIND JIeNa (COCTABIAIOT IIPU Cladye JUYHOTO JIeIa BapXUB);
. VHBIE JJOKYMEHTHI.

3.3. B nuuHBIC Aena HE TOMEMIAIOTCS JOKYMEHTHI, UMEIOIINE BTOPOCTETICHHOE
3HaueHue. Takue JOKyMEHTHI XpaHsaTcs B oTaeabHOM jerne Ne 4-09

«JIOKyMEHTBI, HE BOIIEIINE B COCTAB JIMYHBIX JCI.

3.4. PaGOTHMK 3HAKOMUTCS C JIMYHBIM JCIIOM B TEUECHHE TPEX PaOOUNX JTHEH C JaTh
MOJIyYeHUS] OTBETCTBEHHBIM 3a BEJCHHME JIeJ 3asdBICHUS C TMPOChOOH 00
o3HakoMJieHUU. OO0 3TOM Jenaercss OTMETKa B JIMCTE O3HAKOMJIEHUSI paOOTHHKAC
JUYHBIM JIETIOM.

3.5. O3HakomIIeHHE C [IeJIOM TIPOMCXOJUT MCKIIOYUTEIHPHO B KaOWHETE
OTBETCTBEHHOTO 32 BEJICHUE JEN U B €T0 IPUCYTCTBUHU. 3AMPEIIAECTCS BEIHOCAENA U3
KaOuHeTa.

3.6. Bpigaua komwmii JOKyYMEHTOB M3 JIMYHOTO JIeJla TMPOU3BOIUTCS IO JIMYHOMY
3asBJICHUI0 paOOTHHKA M C pa3pelleHus 3aBeayromero. Komuu JT0KYMEHTOB
JOJKHBI OBITh 3aBEPEHBI U MPEI0CTABIICHBI PAOOTHUKY B TEUCHHE TPEX JHEH COTHS
NOJAa4y 3asBJICHUSI.

3.7. U3partue OTAENbHBIX JOKYMEHTOB W3 JIMYHOTO JIeJia IPOU3BOAMUTCS C
paspenieHusl 3aBeAyIOlIero JETCKOro cajga ¢ OpOpMIIEHHUEM COOTBETCTBYIONICH
3anucu B rpade «lIpumeuyanue» BHyTpeHHeW onucu. [Ipy BpeMEHHOM HU3BATUU
JIOKYMEHTa Ha €ro MecTo (MEeXIy JINCTaMU COCEHUX JOKYMEHTOB) BKJIA/IbIBACTCS
CIIpaBKa-3aMECTUTENb C YKAa3aHHUEM JaTbl U MPUYUH U3BIATUS C MOJINUCHIO JHUIA,
BBIJIABIIETO JOKYMEHT, W TOAMMUCHIO JIUIA, TMOJYYUBIIETO €ro BO BPEMEHHOE
MOJIb30BAHUE.

3.8. B nensix obecriedeHUst KOHTPOJIS 32 COXPAHHOCTHIO U aKTYaIbHOCTHIOJIMYHBIX
Jen B 00pa3oBaTelIbHOM OpraHu3allMi €XKETOJHO IMPOU3BOAUTCS MPOBEpPKA HX
HAJUYUSl U COCTOSTHUS.

3.9. ExeroaHyroo mpoBEpKY COCTOSIHMS JUYHBIX JI€J Ha MPEIMET COXPAaHHOCTU
BKJIFOYEHHBIX B HETO JOKYMEHTOB MPOBOJIUT CIICIIMAIBHO CO3aHHAs KOMUCCHS.

O npoBeneHHBIX NPOBEpPKAX JIENAETCS OTMETKAa B JIMCTE O pe3ysibTaTax
€XKEroIHOM MPOBEPKHU COCTOSHUS W HaJW4us JIUYHOTO Jena (mpuioxenue Ne 5)u
COCTaBJIsSIeTCsl akT. Pe3ynbTaThl MPOBEPKU JTUYHBIX JIEJ B 00s13aTE€ILHOM MOPSAKE
JOBOJSTCS 10 3aBEAYIOLIETO JETCKOro caja.

4. XpaHeHHe U y4eT JUYHBIX /ieJ] pA0OTHUKOB

4.1 XpaHeHue M ydeT JIMYHBIX €1 PAOOTHUKOB YUpEKJACHUS OPraHU3YIOTCS C
HEeNbl0 OBICTPOrO TMOUCKA JIMYHBIX [N, OOECHEeYeHHMs] UX COXPAHHOCTU U
KOH()UJIEHIIMATBbHOCTH CBEJICHUM, COJAEPKAIMXCSA BJIOKYMEHTaX JUYHBIX JI€J], OT
HECAaHKIIMOHUPOBAHHOTO JOCTYIIA.

4.2. Jlnunble fena pabOTHUKOB XPAHITCS Y OTBETCTBEHHOTO 32 BEJICHUE JCII.

4.3. JlocTyn K JAHYHBIM JefaM paOOTHUKOB MMEIOT TOJHKO OTBETCTBEHHBIN 3a
BEJCHUE JeN U 3aBeAyIolui, Ju00 ero 3aMecTUTEeNd NpU HUCHOJHEHHUH
00s13aHHOCTEN 3aBEYIOMIETO Y UpexKACHUS.



4.4, Cucrtemaruzanus JTUYHBIX J€J PaOOTHUKOB MPOU3BOAMUTCS B aiaBUTHOM
HOpsIJIKE.

5. Odopmitenne JUYHBIX eI pA0OTHUKOB Nepea clavyel B apXuB

5.1. Odopmnenue JnUYHBIX JeJ Uil Tepeladyd B apXuB IMPOU3BOJIUTCS
OTBETCTBEHHBIM 32 BEJECHUE JIe. JTa NPOoLEaypa BKIIOYAECT:

. NOAIINBKY (TIEPETUIET) IeNa;

. YTOUHEHHUE HyMEPALIUU JTUCTOB J€EIIA;

. COCTaBJICHUE JINCTA-3aBEPUTEIIS;

. COCTaBJICHHE (YTOUYHEHUE) BHYTPEHHEW OIUCH;

. BHECCHUE YTOUYHEHUM B PEKBU3UTHI JIMIIEBON OOJIOKKH JIeTa.

5.2. Jluct — 3aBeputens Aena JODKEH MOAMKMCATh €r0 COCTABUTENb, MPU ITOM
aenaetcs pacmupoBKa TOMHKHOCTH U TOAMKCH, IPOCTaBIIeTCs faTa. B mpouecce
UCIIOJIb30BAHUSl ~ APXMBHBIX JIOKYMEHTOB B  JIUCTE-3aBEPUTENIE  JICTAIOTCS
COOTBETCTBYIOIINE OTMETKH.

Eciu npeno mommmto 6e3 JHMcTa-3aBepuTENs, TO €ro CleAyeT HaKJIeUTh Ha
BHYTPEHHIOIO CTOPOHY OOJI0XKKH Jena.

5.3. C nenbto oOecrieyeHus: COXPaHHOCTH JIMYHBIX JI€7T PEKOMEHTyeTCSI:

. Oo0BeMHATh WHAWNBUIyaJbHBIC JIMYHBIE JeJla YBOJEHHBIX PAaOOTHHUKOB B
0JIHY 00JIOKKY (00bETMHEHHOE JIENI0) C TAKKM PacYeToM, 4TOOBI 00bheM1esa (Toma)
He npebiman 250 TucToB (IMMyTEM CIIMBKU MAaTEPHUAIOB WHIMBUIYAIbHBIX JIEJ 10
roJilaM yBOJIbHEHHS);

. pacrojarate MaTepuaibl MHIUBUAYAIbHBIX €]l B Mpeaenax Aena (Toma) B
angaBUTHOM NOpsIKe (TOPaMUIBHO), OTAEIISAS MAaTEPUAITbI, OTHOCSAIIIUECS K PA3HBIM
UHAUBUAYAJTbHBIM JeJlaM, YUCTHIM JJUCTOM OyMaru ¢ yKa3aHhueM Ha HeM (paMuInH,
UMEHH U OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPYTHUKA;

. CHa0XaTh KaXJ0€ OObeAMHEHHOE JieJ10 (TOM) BHYTPEHHEH OIUCHIO C
nepedncieHneM (pamunii, UMEH M OTYECTB M YKa3aHHEM HOMEpPOB CTPAHUII, B
npejerax KOTOPBIX PACIIOI0KEeHBI COOTBETCTBYIOIINE JJOKYMCHTEHI.

5.4. Tlepenaya TUYHBIX JIe] B apXHUB OCYIIECTBIISIETCS HE MO3HEE TPEX JICTIIOCIE
3aBEpIICHUS WX B JICJIONPOW3BOJICTBE B COOTBETCTBHM C  Tpadurom.
[IpenBapuTeIbHO OTBETCTBEHHBIM 3a BEACHHC JIeNl IPOBEPSACTCS IIOTHOTA |
MPaBUIILHOCTH MOJATOTOBKH JIMYHBIX JIeN K Tiepeade. BrIsBIeHHBIC TIPU ITPOBEPKE
HEJOCTAaTKH YCTPAHSIOTCS OTBETCTBCHHBIM 3a BejeHWe nei. [lepemadam mpuem
MIPOU3BOMIATCS 11O OTHCH C MPOCTAHOBKON OTMETOK O HATMYUU JTUIHBIX JIEI.

5.5. Jluunbie nena paOOTHHUKOB, 3aKOHYCHHBIE JICIOMPOU3BOACTBOM J0 1 stHBaps
2003 roma, xpansrcs 75 net, nocie 1 suBapst 2003 roma — 50 ser.

6. OTBeTCTBEHHOCTH padoToaaTe/isi 1 pA00OTHUKA

6.1. PabotHuku YupexaeHus o0s3aHbl CBOCBPEMEHHOIPEICTABIISTh CBEICHHS 00
W3MECHCHHH CBOMX NIEPCOHANILHBIX JIAHHBIX, BKIIOYEHHBIX B COCTaB JIMYHOTO JICIa.

6.2. OTBeTCTBEHHBIH 3a BeJIeHUE JIe] PAOOTHUKOB HECET TUCITUTUTMHAPHYIO HUHYIO
OTBETCTBECHHOCTH 3a pa3rilalicHue KOH(OUICHIIMATBHBIX CBEICHHM, COACPIKALITUXCS



B JIMYHBIX JCJIaX, U 3a HHBIC HAPYHICHUS IMOPAAKAa BEACHUS JIUMYHBIX ACII.

1. IIpaBa paGoTonaresisi 1 paGOTHHKA

7.1. PaboTHHUKHU YUpeKACHHS UMEIOT TIPABO:

. noyiydaTh TMOJHYH0 HHpopmMaruio o0 o0paboTKe CBOMX IEPCOHABHBIX
JTAHHBIX;

. MOJTy4aTh JOCTYI K CBOMM NIEPCOHATBLHBIM JIAHHBIM;

. NIOJTy4aTh KOIUUA JOKYMEHTOB, XPaHSIINXCS B IMYHOM JIEJIC;

. TpeOOBaTh WCKIIOYCHHUS WM WCIPABICHUS HEBEPHBIX M HEMOJHBIX

(MCKa)KEHHBIX) CBOUX MEPCOHATBHBIX JIAHHBIX.
7.2. Paboromarenb uMeeT PaBo:

. 0o0pabaThIBaTh MEpPCOHATbHBIC TaHHBIE PAOOTHWKOB, B TOM YHWCJIC W Ha
AIIEKTPOHHBIX HOCUTEIAX;
. 3ampanmBaTh OT PaOOTHUKOB WH(MOPMAIUIO, HEOOXOIUMYIO IS BEACHUS

JUYHBIX ACT U 06pa6OTKPI IICPCOHAJIBHBIX JaHHBIX.

Detckuit Capg N2 26, MAZOY, XaueBa CBeTnaHa JIeoHMAOBHA
06.10.2021 08:52 (MSK), MpocTas noan1c




