3aBeAy}o|_|_|I|/||7| MKﬂOy MognucaHo undpoBoit noanUcsIo:

=) 3asepytowmin MKOY [letckunin cag
0.
ﬂeTCKMM can Nod6 Kunosa N246 Xunosa Wnra NcmavnosHa

HPHH G970 WHra UcmannosHa [lata: 2023.02.07 16:01:10 +03'00' YTBEP}KI[AIO

Ha O6mem cobpanuu pabOTHHKOB H.o. 3aBenyromero MKJIOV «Jletckuii cam Ne46»
[Mpotokon Nei or LS. 0R. 2027 r. Pee 084 UN. Kunosa
[Ipencenarens / Ipukasz Ne f/nzm A5 0% 2027 r.
COI'JIACOBAHO:

¢ IO MKJIOVY «detckuii can Ne 46»

[lpencenarens
3.3. Ulyryuiera
IIpoTokon Ne

OT «___ » 2027 r.

IMOJIOXKEHUE
0 opMHPOBAHHH JIMYHBIX /€] pA0OTHHKOB
MEKOOY «/lerckuii cax Ned6»

1. O6mue monoxkeHus

1.1. Hacrosimee monokeHHe ONpeReNseT NOPAAOK BENEHHA JHUHBIX A€l COTPYAHHKOB B
MYHUIUIIATHBHOM Ka3€HHOM JOLIKOJIBHOM 00pPa30BaTENbHOM YUpeKAeHuH «JleTckuif can
Ne 46» (manee 10Y).

1.2. Jluunoe neno paGOTHHKA - COBOKYNHOCTH JOKYMEHTOB IEPCOHATBHOTO ydeTa, collepKarux
CBCIEHUS O PaOOTHUKE U €TI0 TPYIOBOM A€ATEILHOCTH.

1.3. IonoxeHnue paspabotano B cootBeTcTBHE ¢ DesepansHbmM 3akoHOM Ne 273-03 ot 29.12.2012r.
«O6 obpasopanuu B PO» ¢ usmenenusmu ot 08.12.2020r., ®enepansHbM 3akoroM oT 27.07.2006 Ne 152
«O IepCOHANBHBIX TaHHBIXY B pefakmun oT 08.12.2020r., [Tpukasom DeepatbHOr0 apXUBHOTO Aar€HTCTBA
oT 23.12.2009r. Ne 76 «O6 yTBepxaeHn: MeToqMUeCcKuX peKOMEHaIuit 0 pa3paboTKe HHCTPYKIHIA MO
ACIONIPOU3BOACTBY B (elepalbHBIX OpPraHaX MCIONHUTEILHON BilacTW», Ykazom Ilpesujgedra oOT
30.05.2005 Ne 609 «O6 yrBepxaeHun IloNoXeHHS O NEPCOHATBHEIX NAHHEIX [OCYIApPCTBEHHOTO
cnyskamiero Poceuiickoif @enepaliii M BEIEHWH €ro JIMYHOrO JAeida» B pemakmuu oT 23.07.2019r.,
Tpynosemm Kogexcom P®, KosiexTuBHBIM 10roBopoM 1 YeraBoM J{eTckoro cana.

1.4. Hacrosimee Tlonosxenne yTBepXaaeTcs 3aBeIyIOHUM MKJIOV, cormacyetcs ¢ mpeacemaTeneMm
nepBrYHON mpodcoroznol oprarmsarnueit MKJIOY, U BBoasTCS PHKA30M HOYUPEKACHHIO.

2.1. ®opMupoBaHHe JUIHBIX J€JI COTPYIHUKOB

2.2. ®opmupoBanye JIMYHOTO Jena COTPYAHHKA IPOU3BOIMTCS JTMIIOM, OTBETCTBEHHbBIM3a KAIPOBOE
ACIONPOU3BOJICTBO HE IO3/IHEE MATH pabo4uX IAHEH CO JHs 3aKIIOUEHHs TPYAOBOTO IOTOBOPA M TOJIBKO
10CJIe MOTY4eHHUs OT pabOTHHKA COIIacHs Ha 00paboTKy ero nepcoHANbHAIX JaHHBIX.

2.3. Tlpu nocrymrenus Ha paboTy COTPYAHHUK MPENOCTABNAET (IPH HATHIHH):
— HACHOPT KUK MHOW JOKYMEHT, YAOCTOBEPSIOMUH JIHYHOCTE,

aBTOOMOTpaduIo;

3asiBJICHHE O MpUeMe Ha paboTy (He 00sI3aTeNbHO);

— NOKYMCHT,  KOTOPBIH  IOATBEPXKAACT  PETMCTPAllMI0 B CHCTEME  HMHIMBHIYAJILHOTO
NEePCOHHGULNPOBAHHOTO y4eTa, B TOM 4HCIe B (HOPMe DIEKTPOHHOTO JOKYMEHTa, OO CTPAXOBOE
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CBHJIETENICTBO TOCYAAPCTBEHHOTO IEHCHOHHOIO CTPAaXOBaHHSA, 3a HCKIKOYEHHEM CIy4aeB, KO
TPYIOBO# JOrOBOP 3aKITIOYAETCS BIIEPBLIE;

— HACHTU(OHUKAHOHHBIN HOMEP HAJIOTOIIATEILIINKA,

— IOKYMEHT BOMHCKOIO y4eTa (A7 BOCHHOOOS3aHHEIX JIUII);

— JMOKYMeHT 06 00pa3oBaHuH,

— aTTECTAI[MOHHBIHA JINCT;

— CIPaBKy O HAIWYMH (OTCYTCTBUM) CyIMMOCTH H (WIH) GaKTa yroJOBHOTO IPeCiIeI0BAHHS;
— TPYAOBYIO KHHXXKY;

— MCIUUHHCKYIO KHAXKY;

— CBHJIETEIBLCTBO O Opake;

— CBHIAETEILCTBO O POKIECHHH CTEH.

2.4. PaGoronarens 0pOpMIISIET:

I4YHYIO KapTouky Ne T-2;

TNpHKa3 o IpueMe Ha paboTy (0 nepeMenIeHUH Ha APYrue A0DKHOCTH);
TPYJIOBO# JOTOBOD B IBYX 3K3EeMILISIpaXx;

JO/KHOCTHYIO HHCTPYKITHIO;

— JKypHAJIbI 00 03HAKOMIJICHHU PabOTHHUKA C JIOKATLHBIMA aKTaMH, TJOKyMEHTAMH II0 OXPaHe TPyIa.
2.5. IlepudnHOE OGOPMIICHHE IMYHOTO JIeNIa IPELYCMATPHBACT:

— NIPHCBOCHUE IAYHOMY JIEIy HOMEpa COITIaCHO XypHary ydeTa THIHbIX ger(Ilpunoxenue Ne 1);

— HpOCTaBIeHHe Ha 00110 Ke Jm4HOTO nena (IIpunoxenne Ne 2) cie 1yl0muXpeKBH3HTOB (HHIEKC Iea
(B coorBercTBME ¢ HoOMenkiatypoil men MKJIOY «Jlerckuii can Ned6», moiHOE HAaMMEHOBAHHE
YUPEXKICHHSA, HOMED JIAYHOrO JIeNa, GaMusIns HMs OTYeCTBO pabOTHHKA B AMEHHTEIHLHOM IA/Ieke, 1aThl —
O]l Ha4aJla U TOX OKOHYAHHS BEACHHS [€)1a, KOJTUIECTBO JIHCTOB, CPOK XPaHEHM);

— TIOMCINEHUE NOKYMEHTOB, NMOAJICKAMNAX XPAHEHHIO B COCTABE JIMYHBIX JIEN, B XPOHOJIOTHUECKOM
HOpsA/Ke (BHYTPEHHSAS ONHCEH HOKyMeHTOB Aena (IIpunoxenue Ne 3); JIHCT ¢ OTMETKaMu 06 03HAKOMIICHHH
paboTHuKa ¢ muuHBM HenoM (IIpmnoxenue No 6); THCT ¢ OTMETKAMH O Pe3yIbTaTax exXeroHoM IIPOBEPKH
COCTOSIHHA T4HOTO Aena (IIpunoxenue Ne 7); TM9HBIH THCTOK 110 y4eTy Kafpos unn ankeTa (IIpunoxenue
Ne 4); asrobuorpadmus; 3asBienue o npuemMe Ha paboTy; IIPHKa3 0 pyueMe Ha paboTy; TPYIOBOM JOroBOP
O IIOJHOH MaTepHANbHOH OTBETCTBEHHOCTH (€CM PaGOTHMK — MAaTEpPHANEHO OTBETCTBEHHOE JIHIIO);
XapaKTePHCTAKU U PEKOMEHIATENbHBIE IUCHMA; COTTIaCHe Ha 06paboTKy HepCOHANBHEIX JAHHBIX).

2.6. JlucTel TOKYMEHTOB, IIOMEIIEHHBIX B THYHOE JIJI0, MOLIEXKAT HyMepaluu.

2.7. JIOKyMEHTBI IOMEINAIOTCS B  TANKY-CKOPOCIIHBATEIND. Ilpu yBonbHeHuH pabGoTHHKA
IPOIINBAIOTCA HUTKAMH U CIAIOTCS B apXUB.

2.8. BHyTpeHHSAS OIHCH JOKYMEHTOB, HMEIOIIMXCS B IAYHOM J€je, JOIDKHA coJiepXKaTh CBEIEHHUS O
HOPAJKOBBIX HOMEpAaX, HANMEHOBAHHAX HNOKYMEHTOB feja, KOJNHMYECTBE JIACTOB, JAaTAaX BKIIOYEHHS
AOKYMECHTOB B JIAYHOE JEJI0 U U3BATHS U3 [e)Ia, a TAKXKE KEM M3BAT JOKYMEHT, U 110 KaKOi MpHYHHE.

2.9. BHyTpeHHSs ONHCH COCTABIISETCA Ha OTAEILHOM JIACTE IO YCTAHOBIEHHOR ¢dopme(IIpunoxenne
Ne 3). Jlucter BHYTpeHHElH ONMUCH HyMEPYIOTCS OTAEIBHO.

2.10.TIpu mOATOTOBKE JNMYHBIX N K Mepenade Ha XpaHEHHE K BHYTPEHHEH ONMMCH COCTABIIAETCS
HTOTOBast 3alUCh, B KOTOPOH YKa3bIBACTCA IHM(PaMH U MPONUCHIO KOIMYECTBO BKIIIOYEHHBIX B Hee
JOKYMEHTOB H KOJIMYECTBO JIACTOB IENIA.

2. Benenue THYHEIX /161 COTPYAHUKOB

3.1. Jluunoe nemo BemeTcs B TeUeHME BCETrO neprofa paboThl Kaxnoro corpyaauka MKIOY
«Jlerckmit cag Nod6y.

3.2. HanbHeiliiee BefeHWE IHYHOTO JeNa COTpYAHHMKA IpEeNyCMaTpUBAET IIOMELIEHHUE B IEI0
JOKYMEHTOB, 00pa3yloImuxca B Mpoliecce pabodeil AeATeT-HOCTH U MMEIOIUX 3HAYECHHE IS TPYAOBBIX
OTHOIICHHUIA;

— JIOIOJIHEHHUE K JIMYHOMY JIUCTKY ITO YUYETY KaJ[POB;
— KONHWH IPUKA30B IO JIAYHOMY COCTaBY, KOTOPHIC KacaloTcs paboTHHKA;
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OT3BIBEI JOJDKHOCTHBIX JIUI] O paOOTHHKE;

KOIIMH JOKYMCHTOB O IMOBBIIICHUHN KBaJ'II/I(bI/IKaI.II/II/I;

— KOIIUY cepTU(HUKATOB, IPaMoT;
— IMCT — 3aBepuTens  fAena (COCTaBIIOT ~ IPH cJade JIMYHOTO  Jejla B apXWB)
(ITpunoxenue Ne 5);

— HHBIC JOKYMCHTEIL.

3.3. B koHle KaleHmapHOro roxa u He nosgHee 30 nexabps Bce corpyauukun MKJIOY mpoxonst
O3HAKOMJIEHHE ¢ NAYHBIMHA Aenamu. O6 3TOM IenaeTcs OTMETKa B JIMCTE O3HAKOMIIEHHsS paboTHHKA C
muuneiM aenoM (TIpunoxenue Ne 6).

3.4. O3HakoMIIeHHE C [EJIOM IPOMCXOMUT HUCKIIOYUTETHHO B KaOMHETE 3aBENYIOIIETO U B €ro
IPHCYTCTBHH. 3alIpeInaeTcs BEIHOC Jiella U3 KaOnHETa.

3.5. Beigaua KomMii JOKYMEHTOB W3 JHYHOTO J€ja IPOM3BOJUICSA IO JIMYHOMY 3asBICHUIO
COTPYIHMKA M C paspelneHusi 3aBemyromero. KomMH [OKYMEHTOB JO/DKHBI OBITh 3aBCPEHBI M
IpeI0CTaBIeHbl PAOOTHHUKY B TEYEHHE TPEX JHEH CO MHS MOJAYH 3asBIICHHUS.

3.6. UsbpsiTHE OTACIBHBIX JOKYMEHTOB M3 JITYHOTO JIeNa IIPOM3BOAKTCS C Pa3speIICHHUS 3aBEAYIOIIETO
MKJIOV «Jlerckuit can Ne46» ¢ odopmiIeHHEM COOTBETCTBYIOIIEH 3allUCH B rpade
«ITpumeyanue» BHyTpeHHeH omucu. [Ipd BpeMEHHOM H3BATHH JOKYMEHTA Ha €10 MECTO (MEXKITY TUCTaMH
COCEJIHUX JIOKYMEHTOB) BKJIAIBIBAETCS CIPaBKAa-3aMECTHTENL C YKa3aHWEM JaThl U NMPUYHH HU3BIATUS C
IIOJIUCHIO JIMLA, BBIIABIIEr0 MAOKYMEHT, W IONNHNCHIO JIMAIE, IIOJIYYMBIIETO €Tr0 BO BPEMEHHOE
MIOJIb30BaHME.

3.7. B uensx obecriedeHHs KOHTPOJA 38 COXPAaHHOCTHIO M aKTYalbHOCTHIO JIMIHBIX aens MKJIOY
exeroaHo (He nosauee I kBapTana roja, CleIyIoliero 3a OTYETHEIM) IPOU3BOMTCS MMPOBEPKA UX HATHUIMS
¥ COCTOSIHUSL.

3.8. Exeromayro mpoBepKY COCTOSIHYS JIMYHBIX e Ha MpeIMET COXPAaHHOCTH BKJIIOYCHHBIX B HETO
JOKYMEHTOB IIPOBOJMT CIIEMMATBEHO cOo3AaHHas KoMUCCHs. O MIPOBENECHHEIX MIPOBEPKAX JIEJIACTCsl OTMETKA
B JIHCTE O Pe3yIbTaTaX €XETOJHOM MPOBEPKUCOCTOSHUS M HATHYNS JTMYHOro fena (mpuitoxenue No 7) i
COCTaBIAETCA aKT. Pe3ynpTarhl MPOBEPKH JHMYHBIX el B O0A3aTENbHOM IOPSAKE HOBOISTCS 10
3aBeaytomero MKIIOV «Jletckuii cax Ne46» ¥ HMEET MOCTOSHHLIA CPOK XPaHCHMSL.

3. XpaHenue ¥ y9eT JHIHBIX e/l COTPYTHHKOB

4.1. XpaHeHHe U y49eT THIHBIX fen coTpyqHuKoB MKJIOY opraHu3yloTcs ¢ IeIbI0 OBICTPOro TIOUCKa
NMUYHBIX Je), 00ecIedeHns] UX COXPAHHOCTH W KOHQUAECHIWAIBHOCTH CBEICHHMM, COIEpPXKAIUXCS B
JOKYMEHTAaX JTMYHBIX JeJl, OT HECAaHKI[MOHUPOBAHHOI'O TOCTYIIA.

4.2. Jluunpie pgena paGOTHUKOB, HOJDKHOCTHbIE HHCTPYKIHMH XpPaHATCA Yy 3aBEAYIOIIEro B
CIIENAANBHOM METAIMIECKOM cetide. JIMurHble KapTOUKK 0 YHUGUIIMPOBAHHOM hopMme
Ne T-2 xpansiTcst OTAENBHO.

4.3. TpymoBble KHIKKM, MEQUITHHCKIE KHIDKKY XPaHATCA B ceiie y 3aBEAyIOIIETO.

4.4, Jloctyn K NOWYHBIM JeiaM paGOTHHKOB MMEIOT OTBETCTBEHHBIH IO KajpaM, 3aBedyIONIdil
MKJIOY (1160 3aMecTHTENH 3aBELYIOIIErO IPH UCTIONHEHNH 00S3aHHOCTEH3aBeIyIOIIETO).
4.5. CucremMaru3amys JMYHEIX €] paOOTHHKOB IPOU3BOIUTCS B aJI()aBUTHOM HOPSJIKE.

4. OdopMireHHe THUHBIX JeJ1 COTPYIHHKOB Iepe/i caaveil B apXuB

5.1. OdopMmiieHHEe THYHBIX e IS Mepeaadl B apXHB IPOM3BOJUTCA OTBETCTBEHHBIM IIO KapaM.
OTta npoueaypa BKIIOYaeT:

— TIOJIIWBKY (TIEperieT) ena;

YTOYHCHHEC HYMCpAalui JIJUCTOB A€JIa,

COCTaABJICHUC JINCTA-3aBCPUTCILAI;

cocTaByieHHE (YyTOYHEHHE ) BHYTPEHHEH OIHUCH;



-~ BHECEHHUE YTOYHEHUH B PEKBU3HTHI JIUIIEBOM 0OI0XKKH JIENAa.

5.2. JIucr — 3aBepuTelb ieNa AOJDKEH IOANKCATE €T0 COCTABUTENb, IIPH ITOM LENaeTCs
pacmudpoBka JODKHOCTH M TOMIKCH, NPOCTABIAETCS AaTa. B Ipoliecce MCIOIB30BaHHSA
ApXMBHBIX JJOKYMEHTOB B JINCTE-3aBEPUTENE NETAIOTCA COOTBETCTBYIOIIME OTMETKH.

Ecnmu neno moamuto 6e3 MMCTa-3aBEPUTEINS, TO €r0 CICAYET HAKIIEUTH Ha BHYTPEHHIO
CTOPOHY OOJIOKKH Aea.

5.3. C neinbio obecnieuenns COXPaHHOCTH TMYHBIX €] PEKOMEH/TyETCSL:

— OOBEMUHATH MHIUBHIyalbHEIE IHIHBIE JeNid YBOICHHBIX COTPYIHHUKOB B OJHY OOIOKKY
(0OBbeIMHEHHOE AEN0) C TAKHM PacueToM, 9To0bl 06beM fiena (ToMa) He IpeBbimal 250 TucToB
(IyTeM CIIMBKY MaTepHATIOB HHAMBHAYATBHEIX e 10 FOJaM YBOJILHEHMS);

— pacronarare MaTepualibl HHAXBHAYAIBHBIX el B Ipefenax Aeia (ToMa) B andaBUTHOM
nopsiike (1Mo (GaMHIBbHO), OTAENSS MATEPHANBL, OTHOCSIIMECS K PasHbIM HHIHBHIYaTbHBIM
AejgaM, YHCTBIM JIHMCTOM OyMard ¢ yKa3aHHeM Ha HeM (aMHIMH, MMEHH H OTYECTBA
COOTBETCTBYIOIIETO YBOJICHHOTO COTPYIHHKA;

— CHa0XaThb KaXJ0€ OOBEIMHEHHOE JeT0 (TOM) BHYTPEHHEH OMHCBIO C MEPEUHCIIECHHUEM
amunuii, IMEH 1 OTYECTB H yKa3aHHEM HOMEPOB CTPAHWII, B IIPEENaX KOTOPEIX PACIIONI0XEHB!
COOTBETCTBYIOIIAE TOKYMEHTHI.

5.4. llepenaya JIMYHBIX Ien B apXUB OCYIIECTBIAETCH HE MO3JHEE TPeX JIET IOCIE
3aBEPUICHHA HMX B IEIONPOM3BOACTBE B COOTBETCTBUH ¢ rpadukom. IIpensapurennHo
OTBETCTBCHHKIM I10 KaJpaM IIPOBEPSCTCS IIOJHOTA B MPABHILHOCTE IOATOTOBKY JTMYHBIX 1€ K
nepenaye. BeBIICHHBIE IPH TPOBEPKE HEAOCTATKH YCTPAHSIOTCS OTBETCTBEHHEIM IO KaApaM.
Iepenaua u npreM MPOU3BOALTCS O ONMUCH C MPOCTAHOBKOM OTMETOK O HAJIMYMH JINYHBIX JCIT.

5.5. Jlnunpie nena paGOTHHKOB, 3aKOHYEHHEIE IEIOTNPOU3BOACTBOM 0 1 suBaps 2003
rona, xpausatcs 75 yet, mocie 1 saBapa 2003 roga — 50 ner. JIuuHOe €0 3aBeMyIOIETO HMEET
MOCTOSHHBIA CPOK XpaHEHHUS.

5. OrBercrBenHoCTEL paGoTogaTes n paGoTHHKA

6.1. Corpynuuxku  MKJIOY  06si3aHbl  CBOEBPEMEHHO  IIPEACTaBIATH
CBEJICHHUS 0OM3MEHEHNH CBOMX MEPCOHATBHAIX JAHHBIX, BKIIOUYEHHBIX B
COCTaB JINYHOTO JeNIa.

6.2. PaboTomarenb o6ecreynBaeT:
— COXPaHHOCTb JIUYHBIX JIe)T paOOTHHKOB;
— KOHQUIICHIIHAIBHOCTH CBEICHH I, COMEPXKAIMXCS B THUHBIX eiax pabOTHHKOB.

6. IlpaBa paGoTonarens H pa6oTHHKA

7.1. Corpynuuxn MKIIOY «JleTckuii can Ned6y» HMEIOT IpaBo:
— TOJIyYaTh MOJHYI0 HHGOpMAITHIO 00 06paboTKe CBOMX NEPCOHATBHBIX JAHHBIX;
— TOIYYaTh JOCTYH K CBOMM IEPCOHABHBIM JaHHBIM;

— TI0IyYaTh KOIMYU JOKYMEHTOB, XPaHSIIUXCS B JINYHOM JEJIE;
TpeOOBaTh MCKIIOYCHUS MM HCIPABICHUS HEBEPHBIX M HEMOJHBIX (MCKAKCHHBIX)
CBOHX IIEPCOHATBHBIX JAHHBIX.
7.2. PaboTtonaTtens HMeeT NpaBo:

— 00pabaTbiBaTh NEPCOHANBHBIE JAHHBIE PAOOTHHKOB, B TOM YHCJIE U Ha 3EKTPOHHEIX
HOCUTEJIAX;

— 3ampainmMBarh OT pabOTHUKOB HHPOPMALHUIO, HEOOXOTUMYIO I BEACHHS JIMUHBIX €T
00pabOTKH MEPCOHANBHBIX JAHHBIX.
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