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IHoaoxenue No52
0 NMOpsAAKe BeJCHUS JHYHBIX Jie]] Nearoros H COTPYAHUKOB

1. O0mme noJstoKeHus

1.1. Hacrosiee Ilonoxenue paspaboraHo B coorBercTBUM ¢ DejepanbHbIM
3aKOHOM OT 22 okTa0ps 2004 r. Ne125-03 «O6 apxuBHOM zene» (¢ U3MEHEHUSIMU
no cocrossuuto nHa 27 wona 2010 r.), TIlocranoBnenunem Ilpasutenscrsa
Poccuiickoi @enepanun ot 15.09.2008 r. Ne687 «O06 yrBepxaenun [lonoxenus 06
OCOOEHHOCTAX  O0OpabOTKM MEepPCOHATBHBIX JAHHBIX, OCYLIECTBISEMOH  6e3
HCIIOJIb30BaHMUsl CPENCTB aBTomMaTu3auun», MenepanbHbiM 3akoHOM ot 27.07.2006
r. Ne152-®3 «O nepcoHanbHBIX JIaHHBIXY.

1.3. KoHTpons 3a BeieHHEM JUYHBIX JeN MeJaroroB U COTPYAHMKOB BO3J1araeTcs
Ha JUPEKTOpa yUpeKIeHHS.

2. lopsinok GpopMHPOBAHHUS JIHYHBIX /1€ MEeJArOroB H COTPYAHHKOB

2.1. ®opmupoBaHue JIUYHOTO nena neaaroroB u COTPYIHUKOB
YUIpEkKACHHS TTPOU3BOJMTCS HEMOCPEACTBEHHO nociie npuema B OY unu nepesosa
MeJaroroB ¥ COTPYAHUKOB U3 IPYroro o0pa3oBaTeibHOTO YUPEKICHHUS.

2.2. B COOTBETCTBHHM C HOPMATHUBHbIMH JOKYMEHTAMH B JIMUHBIE [ela MIE1arOroB 1
COTPY/IHHKOB YUYPEXIAE€HHUS BKIIAJABIBAIOTCS CJISIYIOIINE JOKYMEHTbI:

Ileoazoe npedocmaensem:

« 3asBleHHUE O MpUeMe Ha paboTy;

o Aarobuorpadwuro;

« Konuro nacrnopra uim MHOTO JIOKYMEHTA, YA10CTOBEPSIOILETO TMUHOCTS;

« Komnuio cTpaxoBoro cBuAETeNbCTBA IEHCHOHHOTO CTPaXOBAHMUS;

« Konuo naeHTH(hUKaMOHHOTO HOMEpa HaJlOrorIaTeIbIiuKa;

« Konuu noxyMeHToB 00 06pazoBanuu;

« Konuu 10KyMeHTOB 0 KBAM(UKALMKA WA HATUUUN ClIEIIMabHBIX 3HAHWINA;

+ TpynoByrO KHUXKKY;

« Konun 10KyMeHTOB BOMHCKOTO yueTa (/i1 BOEHHOOOS3aHHbIX JTHI)

« Komnuto cBuaeTenscTBa 0 Opake;

« Komuro cBUaeTENBCTBA O POKICHUH AETEMH;
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« 3asBlIeHHE O NEePEeBOJIE;
o  MeauIMHCKYIO0 KHUXKKY;
« Komuu 10KyMeHTOB 0 HarpaXIeHWUH;
« Kormnuu arTecTaliliOHHBIX JHUCTOB;
e YI0CTOBEpPEHHs O MPOXOKIACHUH KyPCOB, SKCIIEPTHEIE 3aKJIFOYEHHUS,
« Coruacue Ha 00pabOTKy HEPCOHAIBHBIX JaHHBIX;
o CIPaBKy O HaJH4UU (OTCYTCTBUHU) CyIUMOCTH H (HJIH)
¢akTa yYroJOBHOTO IIpeciefoBaHHs IHOO O MpeKpalleHHH YrOoJIOBHOTO
npeclenoBaHus M0 peabUIUTHPYOIUM ocHOBaHUAM (cT. 65 TK PD).
Compyonux npeoocmasgnsiem: :
« 3asBjeHHE O pUeMe Ha paboTy;
« Komuro macmopra Wi HHOTO TOKYMEHTa, YOCTOBEPSIOIIErO JINYHOCTb;
« Komuio gfokymMeHTa 06 06pa3oBaHuy;
« Kommo cTpaXxoBOro CBUIETENLCTBA IIEHCMOHHOIO CTPaXOBaHMS;
« Konuro naeHTH(HUKAIIMOHHOTO HOMepa HaJIOTrOIUIaTe IbIINKa,
o TpynoByro KHHUXKY;
« Konmu 10KyMeHTOB BOMHCKOTO yueTa (/171 BOCHHOOOS3aHHBIX JIUII)
« Kommuro cBuaeTenscTBa 0 Opake;
o Komwro cBUIETENBCTBA O POKICHUU NETEMH;
« Cornacue Ha 00pabOTKy MEPCOHAIBHBIX JAHHBIX;
e  MeauIMHCKYIO KHUXKKY.
« CrpaBKy 0 HAJIUYUU WA OTCYTCTBHH CYIUMOCTH.
Pabomooamens ogopmasiem:
TPYZOBOM JOTOBOP B ABYX DK3EMILIAPAX;
IpHKa3 O IPUEME Ha paboTy (O repeMelieH!: Ha IpyTUe JOKHOCTH);
TUYHYI0 KapTouky NeT-2;
e JIOJDKHOCTHYIO UHCTPYKIHIO;
Pabomooamenwv 3nakomum:
o YCTaBOM y4YpeKIEHHS,
e C NOMKHOCTHON UHCTPYKILIHEH;
« [IpoBOIUT BBOAHBINM HHCTPYKTaXK, HHCTPYKTAX I10 OXpaHe Tpy1a, HHCTPYKTaX I10
IIPOTUBOIIOKAPHOM 6€30I1acHOCTH.
2.3 .O0s3aTeNnbHON SBISETCS BHYTPEHHSISI ONKWCH JOKYMEHTOB, HMEIOIIMXCS B
JIMYHOM JIENTe. 7

3. HOpﬂﬂOK BeeHHUud JIMYHBIX JeJI MeJaroros H COTpyaiHHKOB

3.1. JIuyHOe 1eno memaroroB M COTPYAHUKOB YUYPEXIECHHsS BEICTCA B TEUCHHUE
BCETO Iepruoa paboTsl KaKAOro Neaarora ¥ COTpyIHUKA.

3.2. Benenue TUYHOTO Jeja peaycMaTpruBaeT:

« [TomelneHne DOKYMEHTOB, MOAJEXKAIIUX XPaHEHUIO B COCTaBe JIMYHBIX J€1, B
XPOHOJIOTHYECKOM MOPSIIKE:

- 3asBIE€HUE;

- JIuynas kaprouka T-2;
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- ABToGHOrpadus;

- Konmuu noxyMeHTOB 00 00pa30BaHUY;

- Konust npukasa o mpreMe Ha paboTy;

- JIOKyMEHTBI O TIOBBIIIEHHH KBATA(DUKALUOHHOTO YPOBHS: aTTeCTALMOHHBIN JIHCT,
yJIOCTOBEPEHUE O

IIPOXOXIEHUU KYypPCOB, IKCIIEPTHOE 3aKIIFOUYEHHE;

- Konuu 10KyMEHTOB O HarpaXk[IeHUH, TOOLIPEHNH;

- Coracue Ha 00pabOTKY MePCOHATBHBIX JaHHBIX.

- CripaBKa 0 HAJIMYUU UM OTCYTCTBUHU CYJAUMOCTH.

e Kcepokomuu: - macmopra (CTpaHHMIBI C MEPCOHANBHBIMU JaHHBIMH, O MecTe
perucTpalun);

- BOEHHBIH OMIIeT (U1 BOCHHOOOS3aHHBIX JIMIL);

- CBUJIETEJILCTBO O Opake, pacTOp)KeHHH Opaka (eciy TaKoi UMeeTcs);

- CBUJIETEIHCTBA O POXKICHUH JIeTeH; ’

- CTPaxOBOT'0 CBHIIETEILCTBA;

- UHH.

« EXerogHyro mpoBEpKY COCTOSIHHS JMYHOTO JeJla IeJaroroB M COTPYAHHUKOB
yUPEXIEHUs] Ha MpeAMeT COXPAaHHOCTH BKJIIOYEHHBIX B HETO [OKYMEHTOB H
CBOEBPEMEHHOE 3aIl0JHEHHE.

o JIMCTBHI JOKYMEHTOB, MMOALIUTHIX B JIUYHOE JEJI0, IOIeXKAT HyMEpaluH.

o JIM4HOE J1€JI0 PETUCTPUPYETCS B XKypHaNe «Y4eT JTHYHBIX AEm»

« TpynoBble KHYIKKH, MEIUIMHCKHAEC KHI)KKM XPAHATCS OTHEIBHO y IMPEKTOpa
YUPEKICHHUS.

o JIOMKHOCTHBIE HHCTPYKLUH XpaHATCs B OTenbHOMU nanke OV.

4. Tlopsiiok y4eTa H XpaHEHHs JJHYHBIX JeJI IeJaroroB H COTPYAHHKOB

4.1. XpaHeHWe W yd4eT JIMYHBIX Je] IEeAaroroB M COTPYIAHHKOB YYpPEKIECHUS
OPraHu3yIOTCS C ILEeNbI0 OBICTPOro U 0e30IMO0YHOr0 IOWCKAa JIMYHBIX Jel,
obecriedeHUs] MX COXPAaHHOCTH, a Takke oOecredeHHs KOH(QHIEHIHMaTbHOCTH
CBEJIEHHUH, COJepXKaIMXCsl B IOKYMEHTaX JUYHBIX Je]l, OT HECAaHKIIMOHUPOBAHHOT'O
JOCTyTIa:

o TpymoBble KHIKKH, MEIUIMHCKUAE KHIKKH XPaHATCS OTAEIBHO Yy IHMPEKTOpa
YUpEXKIeHHUS.

o JIOJKHOCTHBIE HHCTPYKIIHH XpaHATCs B oTAenbHOU nanke OY.

o JluyHble IeMa COTPYIHUKOB XPAHATCS Yy JUPEKTOPA YUPEIKACHUS.

« JloCTyI K JTMYHBIM JeJlaM IIeJaroroB U COTPYIHUKOB YUPEKICHUST UMEIOT TOJIBKO
3aM. JiupeKkTopa no YBP, nupexTop yupexaeHus.

o CucremaTusanys JHYHBIX JeJ T[eJaroroB X COTPYAHHKOB YYPEKICHUs
IIPOM3BOIUTCS B aI()aBUTHOM IIOPSIIKE.

o JluuHple fOena [EeJaroroB WM COTPYAHHKOB  YUPEXKACHHS, HMCIOIIHUX
rocyapCTBEHHbIE 3BaHUS, IPEMUH, HArpajbl, yYeHbIE CTENICHNA U 3BaHUS, XPaHATCA
75 net ¢ roa yBOJbHEHUS paOOTHHUKA.

S, HOpﬂIlOK BbIJIa4YH JJHYHBIX J€JI BO BpEMEHHO€ MMOJIb30BaHHE
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5.1. Belgaua nuuHBIX A€l (OTIENBHBIX JOKYMEHTOB B COCTaBe JHYHOIO Ji€ja) BO
BPEMEHHOE I10JIb30BaHUE IIPOM3BOAUTCS C Pa3pelIeHHs] TUPEKTOpa YUYPeKIACHHS.
Bpemst pa®oTbl orpaHM4MBaeTCs TpejaeiaMH OJHOTO pabouero aHs. B KoHIe
pabodero AHS TUPEKTOp 00s3aH YOSAUThCS B TOM, YTO BCE JIHUYHBIE €1, BEIIaHHEIE
BO BpPEMEHHOE II0JIb30BaHHE, BO3BpAIllEHbl Ha MECTO XpPaHEHUS U eCTh JIH
HEoOX0IMMOCTh /IS IPUHATHUS Mep K UX BO3BPAIIEHUIO UIIH PO3BICKY.

5.2. @aKT BBIIaYM JIMYHOTO Jiesia QUKCUPYETCsl B KOHTPOIBHOM JKypHae.

6. OTBETCTBEHHOCTH

6.1. Ileoazocu u compyonuxu yapexaeHusi 00sS3aHbl CBOEBPEMEHHO TMPEACTABIATH
CBe/leHUs 00 U3MEHEHHUH B MIEPCOHATBHBIX JaHHBIX, BKIIFOYEHHBIX B COCTAB JTUYHOTO
aena. ~

6.2. Pabomooamens obecnieunBaeT:

e COXPaHHOCTBH JIMYHBIX [1€] I€JarOroB U COTPYIHUKOB YUPEKACHHUS;

o KOH(UIEHIMAIBHOCTh CBEJCHUMN, CONEPIKAIIUXCS B IMYHBIX JeIax MMeaaroroB u
COTPY/HHUKOB yUpeKICHHUS.

7. IIpaBa

7.1. Jlnst obecrieueHus 3alMTHI MEPCOHANBHBIX NAHHBIX, KOTOPBIE XPAHATCS B
JMYHBIX JeNlaX [1eJaroroB U COTPYIHUKOB YUPEKICHHS,

neoazozu U COmpyOHUKU YUpedrcOeHUs. UMerom npago:

« Ilomyuute monHy MH(OPMAIUIO O CBOUXIIEPCOHATBHBIX JaHHBIX B 00pabOTKe
3THX JaHHBIX; '

o Ilomy4uTs IOCTYH K CBOMM IEPCOHATBHBIM JaHHBIM;

o [lomyunTs KOIIMHU, XpaHALIMECS B JTUYHOM JeJie U COJIepIKallue IepCOHAIbHEIE
JaHHbIE.

o TpeboBaThb HCKIIOUEHUS WM HWCIPABICHHWS HEBEPHBIX WM HETOJIHBIX
IEPCOHANBHBIX NaHHBIX

pabomooamens umeem npago:

» OO6pabareiBaTh NEpPCOHANBHBIE JaHHBIE TE]ATOTOB U COTPYIHHKOB YUPEXKICHHUS,
B TOM YHCJIE€ ¥ Ha 3JIEKTPOHHBIX HOCUTEJISIX;

o 3ampocHTh OT MEJAroroB M COTPYJHUKOB YYPEXKIEHHS BCKO HEOOXOIMMYIO
UH(bOpMaITHIO.
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