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1.OBIIHE MOJIOXKEHUS

1.1 Hacrosimee [TonoxeHue onpeneiseT NOpsaoK BEACHH JUYHBIX AEJI IENaroroB ¥ COTPyAHMKOB
JIETCKOTO cajia.

1.2 TlonoxeHue pa3paboTaHO B COOTBETCTBHH C:

Vxasom ITpesunenta Poccuiickoi @enepanyy OT 30.05.2005 r. Ne 609 « O6 yTBepKIACHAH
[TonoKeHHs 0 MEPCOHATBHBIX JJAHHBIX FOCYIapPCTBCHHOTO cimyxarero Poccuickon Odenepaluy U
BEJICHUHM €T0 JINYHOI'O JIeNay; '

denepalbHBIM 3aKOHOM OT 08.07.2006r. Ne 152 — @3 «O nepcoHaNbHbIX JaHHBIX Poccuiickoi
denepanun»;

TpynoBBIM KOAEKCOM PO,

KomnextusasmM gorosopoM MOV

Verasom MOV Jlerckoro caaa.

1.3 Benenue IUYHBIX AET N€AAr OrOB ¥ COTPYJAHHUKOB BO3JIAr aeTcs Ha 3aBE€AYIOLIETO JETCKOro caja.

2. IOPSIIOK ®OPMHUPOBAHUA JMYHBIX JEJ COTPYIHHUKOB

2.1 dopMHEpOBaHHE THYHOTO JIeNa EJIaroroB u COTPYAHAKOB TIPOM3BOJMTCS HETIOCPEICTBEHHO MOCTIE
npuema B MOY MM NepeBO/ia NEIaroroB ¥ COTPY/MHAKOB H3 Apyroro 06pa3oBaTebHOr0 YIPEKACHH.

22 B COOTBETCTBHH ¢ HOPMATHBHBEIMHA JOKYMEHTaMH B JIMIHBIC I€/1a T¢/Iaroros M COTPYIHHKOB JIETCKOT
cajia BKJIAJBIBAIOTCS CIIEIYIOIIHE TOKYMEHTBI:

Bocnumamenbs 0emcko20 cada npeoocmasisiem.

3asBIIeHHE O IpHeMe Ha paboTy;

KOMHIO TIAcTIOPTa WM HHOTO JIOKYMEHTa, YI0CTOBEPSIOMIEro JIMIHOCTD;
KOMHMIO CTPaXx0OBOTO CBHIETEBCTBA IEHCHOHHOTO CTPAXOBAHMA,
Komuio HAeHTH(UKAIMOHHOr0 HOMepa HallOrOTLIATENbIIAKA;

CrpaBka 0 CyJMMOCTH (He CYAMMOCTH)

Konuu JOKyMeHTOB 06 06pa3oBaHHH;

Komuu ZOKYMEHTOB O KBaTH(GUKAIAH HIIH HATAIHH CIICIAATLHBIX 3HAHUH;
TpynoByIO KHHXKY,

Komuu JOKYMEHTOB BOMHCKOTO y4eTa (I BOEHHOOOS3aHHBIX JIHII)
Koo CBAIETENBCTBA 0 Gpake (Ipy CMeHe haMuIIiH);

MeauIuHCKYIO KHHXKY, ‘

Komuu JOKyMEHTOB O HarpaXICHUH;

Konuu aTTecTalMOHHbIX JIMCTOB;

V I0CTOBEPEHHS O POXOXKICHHA KYPCOB, IKCIIEPTHBIC 3AKIOCHHA.

Compyonuxu MOY [lemckozo caoa npeoocmaensiem:

3agBJieHHE O IpreMe Ha paboTy;
KOIMIO MacTIopTa MITH MHOTO JOKYMEHTa, YI0CTOBEPSIOMIEro JIHIHOCTD;
Konuio noxymenTa 06 o6pa3oBaHNH;



o Komuro CTpaxoBOro CBHJIETEJILCTBA ICHCHOHHOT'O CTpaxOBaHMI,

o Komuio HIICHTH(I)HK&HHOHHOI"O HOMEpa HaJIOrOIJIaTE/IbIIAKA, CnpaBKa 0 CyJUMOCTH (He CyAUMOCTH

CnpaBka 0 CyJMMOCTH (He CYIMMOCTH)

TpynoBYIO KHHXKY;

Konuu JOKYMEHTOB BOMHCKOTO ydeTa (1 BOEHHOOOSA3aHHBIX JIHII)
Komuio CBAIETETLCTBA 0 Gpake(TIpd cMeHe haMuIIun);
MeaUIUHCKYIO KHIKKY.

Pabomooamenv ogopmasem:

TPY/IOBOM JOTOBOP B [IBYX SK3EMILISPAX; :
npHKa3 o IpueMe Ha paboty (0 MepeMEIeHIH Ha JpYTue JIOJDKHOCTH);
maunyio kapTouky NeT-2;

coryiacue Ha 00paboTKy NEepCOHATBHBIX JTaHHBIX

e JIOJDKHOCTHYIO MHCTPYKIHIO;

Pabomooamenb 3HAKOMUM.

e VYcraBom MOV Jlerckoro caza ;
e C JOIDKHOCTHOM MHCTPYKIIHEH;

o IIpoBOIMT BBOAHBIH HHCTPYKTAX, HHCTPYKTaX MO OXpaHe Tpy/a, AHCTPYKTAX MO MPOTHBONOXKAPH

6e30macHOCTH.
7 3 O6s3aTeIbHOM SBISETCS BHYTPEHHSA OIHKCh JOKYMEHTOB, AMEIONIMXCA B JIMYHOM JETIE.
3. TOPSIIOK BEAEHUS JIMYHBIX JEJI NEJAT'OI'OB
M COTPYJHHUKOB MOY [lerckoro cana Ne 155 IlenTpanabHoro paiiona Boarorpaia

31 JImHOE HEJIO MeJaroroB M COTPYAHHKOB  BEJETCA B TEUEHAE BCEro MEPHO/A pabOThI KaXI0T0
mefarora ¥ COTpYyIHHKA.

3.2 BeeHue JIMYHOTO JA€ja IpeayCMaTpHBacT:

TMoMeleH#e TOKYMEHTOB, IOIEKAIIMX XPaHEHHIO B COCTABE JIATHBIX IS, B XpOHOJIOTHYECKOM
NOpsJIKe: ’

- Komus nprkasa o mpreMe Ha paGoTy;
* - BasBICHHE;
- JInuHas KapTo4Ka;

- Konuu 1oKymMeHTOB 06 06pa3oBaHuH,;

. ):[OKYMCHTBI O NOBHIIICHUHA KBaJ'[IfI(I)IfIKaIIPIOHHOI‘O YPOBHA: aTTeCTalMOHHBIN JIHCT, YIOCTOBEPEHHE C

IIPOXOXK/IEHUH KyPCOB, IKCIEPTHOE 3aKIIOUCHHC;
- Kornuu JOKyMEHTOB O HarpaXJICeHHH, MOOIIPEHHH;

-CripaBKa 0 CyAMMOCTH (He CYZAHMOCTH)



Kcepoxonuu:

e - macmopra (CTpaHHUIBI C IEPCOHATBHBIMY JAaHHBIMH O MECTE PETHCTpaLUH);
e - BOEHHBIH 6miIeT (U1 BOEHHOOOS3aHHBIX JIWIL);

e - CTPaxOBOTO CBHJETENIBCTBA;

e -VHH

o EsxeromHy:o mpoBepKY COCTOSHHS JIMIHOTO JI€Ja NeJ]aroro ¥ COTPYTHAKOB Ha MPEIMET
COXPaHHOCTH BKJIFOYEHHBIX B HETO JIOKYMEHTOB ¥ CBOCBPEMEHHOE 3allOTHEHHE.

o TpyIoBbIe KHHKKH, MEAIMHCKHE KHIKKH XPAHATCS OT/IENBHO B Cefi(e 3aBeIyIomero..

o JIOIDKHOCTHBIE HHCTPYKIMH XPAHATCS B OTAenbHOM nanke MOY.

4.TIOPSIIOK YYETA U XPAHEHUSI IMYHBIX IEJ IIEJATOI'OB K COTPYIHUKOB M(
JETCKOI'O CAJJA Ne 155

4.1 XpaHeHHE U y4eT JIMYHBIX JIeJI IEIaroroB M COTPYHUKOB OPTaHM3YIOTCS C LENBIO GBICTPOrO U
6e30MMU6OYHOr0 MOKCKA IMIHBIX JIe)T, 06ECTIEYEHHs] KX COXPAHHOCTH, a TaKXke 00eCedeH s
KOH(HISHIHATHOCTH CBEICHHHN, CONEPKAIIUXCS B JOKYMEHTAX JIMYHBIX JIENl, OT HECAHKIMOHHPOBAHHO

JOCTyTIa:

o TpymOBBIe KHHKKH, METUIMHCKHAE KHIKKH XPAHATCS OTAENBHO B Cere 3aBeIyromero.
o JIOIDKHOCTHBIE HHCTPYKIMH XpaHATCS B OTAeNbHOH manke OY.
o JIOCTYN K JIAYHBIM J€J1aM IIe/JaroroB ¥ COTPYAHHUKOB JETCKOIO Cajia MMEIOT TOJIBKO 3aBeAyIOLIH]

CucreMaTu3anys JIAYHBIX JI€JI I€JaroroB ¥ COTPyAHUKOB IIPOU3BOJHMTCS B aJ'I(I)a.BI/ITHOM IopsaK

e JIWyHBIE J€Na IEJArOTOB M COTPYAHUKOB , HMEIOIMX IOCYIapCTBEHHBIC 3BaHHU, IPEMHH, Harpaz
yUeHbIE CTETICHH | 3BAHHS, XPAHATCS 75 JIET C rojia yBO/IbHEH!s pabOTHHKA.

5.TIOPSIIOK BBIIAYH JIMYHBIX AEJ BO BPEMEHHOE I1OJIb30BAHHUE
5.1 Beinaua TMYHBIX Ael (OTAENBHBIX JOKYMEHTOB B COCTaBe JIMYHOTO JIeNla) BO BPEMEHHOE MO/Ib30BaHH
IIPOM3BOMTCSA C paspelnenus 3asenytomero MOY Jlerckoro cana. Bpems paboThl OrpaHUYUBACTCH
npenenamu ofHoro paGodero aus. B xone pabodero qHs 3aBeayromas obs3aHa yOeIUTHCSA B TOM, YTO
JIMYHBIE JeT1a, BHIIAaHHBIE BO BPDEMEHHOE M0JIb30BaHHE, BO3BPAIICHBI HA MECTO XpaHEHHS U €CTb JI
Heo6X0IMMOCTB sl IPUHATHSA MEP K MX BO3BPAIICHUIO HJTH PO3BICKY.

5.2. @aKT BHIAYM JIMYHOIO Jefia GUKCHPYETCsS B KOHTPOJILHOM XKypHae.
6. OTBETCTBEHHOCTb

6.1 ITedazo2u u compyOHuKu IETCKOTO cafia 006s3aHBEI CBOEBPEMEHHO NPE/ICTABIIATh 3aBEAYIOIIEH CBE
06 U3MEHEHHH B IEPCOHANBHBIX JaHHBIX, BKIIIOYEHHBIX B COCTaB JIMYHOIO J€a.
6.2 Pabomooamenv 06eCTIEYHBAET:
® COXPaHHOCTB JIMYHBIX JIE]I IEJJaroroB ¥ COTPYAHUKOB JIETCKOTO Caza;
e KOH(DHIEHIMATLHOCTH CBEJECHMI, COIEPKAMMUXCS B JIMYHBIX JIe/IaX e]aroroB ¥ COTPYAHHUKOB
JIETCKOTO Cajia.



7. IPABA

ik )I.l'[ﬂ obecriedeHus 3aIIUThl IEPCOHAIBHBIX TaHHBIX, KOTOPBIC XPaHATCA B JIAYHBIX Jejax NeaaroroB v
COTPYAHUKOB JIETCKOro cajaa,

nedazo2u u CompyoOHUKYU 0emcKo20 ¢aod umelom npaso:

o TlonyunTs MONHYIO HHGOPMALMIO O CBOMX NEPCOHANBHBIX JAHHBIX H 0GpaboTKe 3THX NaHHBIX;

o IlonyuuTs DOCTYI K CBOMM NEPCOHATBHBIM JaHHbIM;

o Ilony4uTh KONMMHM, XPAHSIIUECS B JHIHOM JIENI€ ¥ COACPIKAIIHC NepCOHAbHBIE JaHHBIE.

o TpeboBaTh HCKIIOYEHHs WIM HCHPABIECHHUS HEBCPHBIX MIH HEOJTHBIX EPCOHANBHBIX JaHHBIX

pabomooamens umeem npago:
« O6pabaTeiBaTh NEPCOHATBHEIC NAHHBIE NIEJArOrOB  COTPYIHHUKOB ACTCKOTO caja , B TOM YHCIIE ¥

Ha HJIEKTPOHHBIX HOCHTEIAX;
¢ 3ampoCHTH OT [IEJaroroB M COTPYIHHKOB IETCKOr0 caja BCIO Heo6X0AuMy0 HHOOPMALIHKIO.



BHYTPEHHSS1 OITUCh

JIOKYMEHTOB JINYHOTO Jena Ne

(Pamumis, MUms, OtyecTBO pabOTHHKA,I0DKHOCTE)

Ne Hnpexc Hara 3aroJioBOK JOKYMEHTOB, Homepa Hara IIpumeuanue
n/m | JIOKyMEHTa | JOKYMEHTa KpaTKoe coep/KaHue JIACTOB JeJ1a | BKJIIOYEHHH
JOKYMEHTa B
JIHYHOE 110
Uroro JIOKyMEHTO]
(umpamMu ¥ TIPOTTHCEIO)
KonuyecTBO IMCTOB BHYTPEHHEH OMUCH
(umpamMu ¥ IPOIHCHIO)
HHCIIEKTOp OTZIeNa KafpoB
(moammcs) (pacmudypoBKa NOAMMCH)

(nara)
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