CornacoBaHo:
TIpencenarens mpoproMa
MBJIOY — a/c Ne 6 «TepeMoK»
o H.B.ToncromsToBa

//

Ilonoxenne
0 TOpSAKe BeJACHH s JIATHBIX €1 paGOTHHKOB
B MBJIOY — a/c Ne 6 «Tepemox»

1. O6He MOJI0KEeHAS

1.1 Hacrosimee MOJNOKEHHE OIpEJENSeT MOPANOK BEACHH JIIHEIX Ziel TearoroB u
COTPYIHHKOB B MYyHHIHMTIATHHOM GIO/DKETHOM IOTIKOJBHOM 00pa3OBaTe/IbHOM  yHIPEMH/ICHHH
Axcaiickoro paiiorHa LleHTpe pasBUTHA peGEHKa — JETCKOM cafe 1 KaTeropuy Ne 6 «Tepemox»
(manee MBJIOVY)

1.2. JImumoe peno pabOTHMKA — COBOKYIHOCTDH JIOKyMEHTOB IIEPCOHANBHOTO  yHeTa,
CONEpYKANMX CBEIEHUs O pAOOTHAKE H €T0 TPYIOBOH AEATENBHOCTH. ’

1.3. Tonoxenue pa3paboTaHO B COOTBETCTBHH C TK, ®enepaibHbIM 32KOHOM OT 27.07.2006
Ne 152 «O mepCOHaNBHBIX NaHHBIXY, MeTOoIMIECKIME PEKOMEH/IAIUIME Pocapxusa, YxkazoMm
[Ipe3unenrta OT 30.05.2005 Ne 609 «O6 yTBEpXKICHUU TlonoxkeHus O TEPCOHANBHBIX INAHHBIX
TOCYIApCTBEHHOTO  CITYXKAIIeTo Poccuifckoit Dejepanvii ¥ BEIEHAM €ro JIMHHOTO JEia,
KOJUTEKTHBHEIM forosopoM u ycrasom MBJIOY.

2. ®opMHEpOBaHHE JHTHBIX 1€ pabOTHHKOB

2.1. ®@opMupOBaHKE JTHIHOTO Jela pabOTHAKA TPOU3BOAUTCA CHELUATHCTOM IO KazpaMm
MBJIOY He mo3jHee IATH pabouux JHeH CO JIHs 3aKIIOTCHA TPYAOBOTO IOTOBOPA M TOJILKO IIOCIIE
IONydeHust OT pabOTHHKA COTJIACHA Ha 06pabOTKy €ro NepCOHANbHBIX TaHHBIX.

2.2. [Tpu moCTyIICHUHA Ha paboTy COTPY/HUK IPEIOCTABIACT:

— [ACIIOPT WK HHOM HOKYMEHT, YIOCTOBEPSIONUH THIHOCTH;

_ 3agBJeHUE O IpreMe Ha paboTy;

— IOKyMEHT, KOTOPBIH IOATBEPXIACT perHCTpAlAI0 B CHCTEME HHIMBUIYAIHHOIO
epCOHM(HIUPOBAHHOrO yIeTa, B TOM THCIC B dopme SIEKTPOHHOTO TOKYMEHTA, 60 CTPaxoBOe
CBHUJIETENHCTBO TOCYIapCTBEHHOTO ICHCHOHHOTO CTPaxOBaHY,

— pneHTH(UKAIMOHHEI! HOMEp HajlOrOILIATe/bIIIAKa,

— JIOKYMEHT BOMHCKOTO y4eTa (st BOSHHOOOSI3aHHBIX JTATY);

— noxyMeHT 06 06pa3oBaHuM;

— ATTECTAIMOHHBI JIMCT (TIPH HATMIHH)

— CIIPaBKYy O HAIHNIHH (OTCyTCTBHM) CYAMMOCTH K (wmm) daxTa yroJOBHOTO MPeCiefoBaHMA;

— TPYZOBYIO KHIDKKY; :

— MEIHUIMHCKYIO KHIXKKY;

— CBHIETENBCTBO O 3aKIIOYeHHH OpaKa;

— CBHJIETENIECTBO O POYKICHHH JCTEH.

2.3. PaboToaarens ohopMIIIeT:

— nuumyro kaproaky Ne T-2;

— IpHKa3 O [IpEeMe Ha paboTy (0 IepeMeIeHIH Ha APYTHE JOJDKHOCTH);

— TPYOBOH JOrOBOP B JIBYX SK3EMILIAPAX;

— JTIOJDKHOCTHYIO HHCTPYKITHIO.

2.4. Tleppuunoe ohOpMIICHHE IMIHOTO JIe1a IIpeyCMaTpHBACT:



a) IPHCBOEHHE IMTHOMY HEITy HOMEpa COTIIacHo JKYpHATY ydeTa THIHBIX [el (TPHUIIOKCHHE
Ne 1);

6) mOMeImeHHe JOKYMEHTOB, IOIEKAIHX XpaHEHWI0 B COCTaBE JMYHBIX JCI, B
XPOHOJIOTHYECKOM MOPANKE:

— BHYTPEHHSS OIHCH IOKYMEHTOB JIeia (mpmnoxerne Ne 2);

_ JHCT ¢ OTMETKaMyt 06 03HAKOMIICHHH PAOOTHUKA C JIMTHBIM JCTIOM (mpmwioxerne Ne 3);

— JIMYHBIH THCTOK IO YIETY KaIpoB (IPHIIOKEHIT Ne 4);

— cornacue Ha 00paboTKy MepCOHAIbHBIX HaHHbIX;

_ KOTIHS 3asBJICHHS O TIpHeMe Ha paboTy;

— KOITHsL [IPHKa3a O [[pHeMe Ha paboTy;

— TPyJOBO# OrOBOP;

— OIDKHOCTHAS HHCTPYKIA,

— JIOTOBOp O TOJHOM MaTepHalbHOH OTBETCTBEHHOCTH (ecnut PabOTHUK — MaTEPHUANBHO
OTBETCTBEHHOE JIAIIO).

2.5. JIOKyMEHTBI MOMEIAITCI B nanKy-ckopocumBarelns. [Ipy yBOIBHCHIH paboTHHKA
TIPOIIABAIOTCS HUTKAMK H CIIA0TCS B aPXHB.

2.6. BHYTpEHHSIs OIUCh COCTABILIETCS Ha OTACIBHOM JICTC [0 YCTaHOBICHHOH dopme.

3. Benenue JAYHBIX JeJ1 Pa0OTHHKOB

3.1. JImgHOE MeNo BEIeTcs B TEYECHHE BCETO IEPHOAA paGoTHl KaXIOro Iejarora M
corpynuuka MBJIOY.

3.2. JlanpHeimee BEICHUE IMIHOTO JAETa paboTHHKA TIPETyCMATPHBACT IIOMCIICHHC B ZIEJI0
JOKYMEHTOB, 00pasyroIEXcs B IPONECCe paGoueil NEATENBHOCTA M HMEIOIIMX 3HATCHUC JUIs
TPYMOBBIX OTHONMICHUH:

— JIOTIOJIHEHHNE K JIHIHOMY JIHCTKY 1O yHeTy KaJpoB,

— JIOTIONHUTEBHBIC COTNIAMEHHS K TPyAOBOMY JOTOBOPY;

— KOITHH JOKYMEHTOB O TMOBBIIICHUH KBauGbUKAIAH;

— KOIIMH CEPTU(UKATOB, IPaMOT;

— JIECT — 3aBEPHUTENH Jena (COCTABILIIOT Y Cae JIMIHOTO ACa B apXUB);

— WHBIE JOKYMEHTEL

3.3. B xonme KajJeHJApHOro roja X HE TO3JHEC 30 mexabpst Bce PabOTHHKU MBIOVY
IIPOXOMAT O3HAKOMIICHHE C JIMIHBIMH JICTIAMH. 06 5TOM menaeTcs OTMETKA B JINCTE O3HAKOMIICHUA
pabOTHHKA C JIMYHBIM JIETIOM.

3.4. O3HAKOMJIEHHE C JENOM HPOMCXOMUT HCKIOUUTEIRHO B KabWHETE CIIEIUANNCTa 10
KaJpaM ¥ B €0 IPHCYTCTBHH. 3anpemmaeTcs BEIHOC IeTIa U3 KaOWHETA.

3.5. Bpogaua KONHAH JOKYMEHTOB U3 JIAIHOIO JIena MpOou3BOANTC 110 JUYHOMY 3asIBJIEHUIO
paboTHHKA ¥ C PA3PELICHNs 3aBEYIOMEro MBJIOY. Komm# JOKyMEHTOB IOJDKHDI OBITH 3aBEPEHEL
¥ [IPeJOCTABNIEHB! PAGOTHHKY B TCUCHHE TPEX mHEH cO JHs IOAaYH 3aABICHHAL.

3.6. V3paTe OTHENBHBIX JOKyMEHTOB M3 JIMTHOrO Jieia IPOU3BOJUTCA C Pa3pElICHHS
saseyromero MBJIOY ¢ obopMIIEHHEM COOTBETCTBYyIOmEH 3amuck B Tpade «ITpuMedanue»
BHyTpeHHeil ommcd. Ilpd BpEMEHHOM H3BATHH JOKYMEHTa Ha €ro MecTo (MEXTy IHCTaMH
COCETHMX HOKYMEHTOB) BKJIA/IEIBACTCS CIIPABKA-3aMECTATEND C YKa3aHWEM JIaThl U IPHIUH U3BATHA
C NOMHCHIO JIHIA, BEUIABIIETO JOKYMEHT, H IOAMHCHIO JIAId, [OIy9UBLIETO €0 BO BPEMEHHOC
MOJIE30BAHHE.

4. XpaHneHHe H y9eT JIMTHBIX e paboTHHKOB
4.1 XpaHeHue U y4eT JIMIHBIX [IE] MCAAroros i corpynurkoe MBJIOY opraHusyioTcs €
LEeJpI0 OBICTPOTO IIOMCKA JIHIHBIX IC, o6ecIcucHNS WX COXPAHHOCTH ¥ KOH(GHICHIMATLHOCTH
CBeJICHHIL, COJIEPIKAIIIXCS B IOKYMEHTaX JIATHBIX 1T, OT HECAHKIIMOHUPOBAHHOTO JIOCTYyTA.



4.2. Jlggsie feia pabOTHUKOB, JOJDKHOCTHBIC HHCTPYKITAN XpaHATCS y CIEIHaucTa 110
KaJpaM B CTIELHATHHO OTBEAEHHOM /Ul STOTO MECTE. JIs9HEe KapTOdK¥ M0 YHHQHIMPOBAHHOH
dbopme Ne T-2 XpaHsITCSA OTAEIBHO.

4.3, TpymoBBle KHWKKHE XPAHSTCA B celidpe y 3aBeIyrOIIEro MBJI0Y, MEAUIHHCKIE KHIDKKY
XpaHATCS B MEAHIMHCKOM KaOHHETe B CIICTIHAIIBHO OTBEIEHHOM I 3TOT'O MECTE.

4.4, JToctyn K JIMIHBIM J€JaM pabOTHHKOB MMEIOT CIEIHANUCT 1O Kajpam H 3aBe yIoHH
MBJIOY w60 HCIOJHIIONIHH OBS3AaHHOCTH 3aBEJYIOIEro Ha BpeMs €ro OTCYTCTBHA.

4.5. CHCTeMATH3aIHS THIHBIX el paOOTHHKOB IPOU3BOIATCA B an(aBATHOM IIOPSIIKE.

5. OdopmieHne JATHBIX 1eJI pabGoTHAKOB mepe/l cAatveil B ApXAB

5.1. OdopmiieHre THYHBIX JET LI Iepeladn B apXHB [POM3BOIWUTCS CIIEIHATUCTOM IO
Kajpam. DTa Ipoueaypa BKII0IacT:

— TOMIIMBKY (TIepeIUieT) Aena;

— HyMepaIHio JILCTOB JETIa;

_ cocTaBJIeHHE JIHCTa-3aBepuTeld (TIPUIOKEHNES Ne 5);

— cocTaBlienue (YTOUHEHNE) BHYTPEHHEH OTTHCH.

5.2. JIucT — 3aBEpUTENh Jela IO/DKeH IOIIucaTh €ro COCTaBUTEINL, NTPU ITOM [EIacTCs
pacmmdpOBKa JIOJDKHOCTH M IHOATIHCH, IpoCTaBysteTcs. Jata. B mpomecce HCHONB3OBAHHUA
apXMBHBIX HOKYMEHTOB B JIUCTE-3aBEPUTEIE JEAI0TCA COOTBETCTBYIOMINE OTMETKH.

Ecimi eo NOANMTO (e3 JACTa-3aBEPUTENd, TO ero CeAyet HAaK/IEUTh Ha BHYTPEHHIOK
CTOPOHY OOJIOKKH ACTa.

5.3, JlugHble nena PabOTHEKOB, 3aKOHUYEHHbIE JIEIONPOU3BOACTEOM 10 1 saBaps 2003 rona,
XpaHsTes 75 1eT, mocie 1 smBaps 2003 roma — 50 yer. JIyugbie feiia 3aBefyIOmIero, rIaBHoro
oyxranrepa MBIOY umerot IIOCTOSHHEBIH CPOK XPaHEHU.

6. OTBeTCTBEHHOCTH paboToxaTes H pafoTHHKA
6.1. Tlegarors u cotpymuukd MBJIOY 00s3aHbl CBOCBPEMEHHO IpeCTaBNATs CBEACHAs 00
3MEHEHMH CBOUX TIEPCOHATBHBIX JAHHBIX, BKIOYCHHBIX B COCTAB JIATHOIO mena.
6.2. PaboTonarens 00ecnednBacT:
— COXPAHHOCTB JIMYHBIX /ie/t PaOOTHHKOB;
— kOH(HICHIMATLHOCTS CBE/EHIIH, COMEPXAIMXCA B JINTHBIX nenax pabOTHHKOB.

7. Tipasa paboToaTens B paboTHAKA
7.1. Tlenarors # corpyauuxka MBIOY mMeroT IIpaso:
— HOJTY9aTh HONHYIO HHOPMAIIHIO 06 06paboTKe CBOHX NEPCOHATBHBIX AHHBIX;
— [OJydYaTh JOCTYI K CBOUM [EPCOHAIBHBIM JAHHBIM,
— TIOJIydaTh KONHA JOKYMEHTOB, XPAHALIAKCA B JTHTHOM Iene;
— TpeGoBaTh HCKITIOWEHNs WM HCTPaBICHUS HEBEPHBEIX F HENONHBIX (MCKaXXEHHBIX) CBOMX
[EPCOHATBHBIX JIAHHBIX.
7.2, PaBoroaaTesib HMECT IIPaBo:
— obpabareiBaTh MEPCOHATBHBIC IAHHDIC paGOTHUKOB, B TOM 9HCIE H HA JICKTPOHHBIX
HOCHTEILAX;
— 3ampammBaTh OT PabOTHHKOB pHbOpMAIHIO, HEOOXOMMYIO ANA BENSHMS JIMIHBIX JCI U
06paloTKH NEPCOHATBHEIX TAHHBIX.
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BHYTPEHHsLI OITMCh
JNOKyMeHTOB fena Ne

ITpunoxerue Ne 2

o/

Haspanue JOKYMEHTa

KonugectBo
JINCTOB
nena

[Tpumedanne

Oloo|[jan|n|&|[wWido|—




®. 1. 0.

[Mpumoxenne Ne 3

JomxHOoCTE

Jlugnoe nesno Ne

JlaTa 03HAKOMJICHHS
paboTHAKA C JHYHBIM
JEJI0M

Hoanuch, paboTHAKA

OTMeTKH, IpAMEYaHHs],
3aMedaHus




TTpunoxenue Ne 4

JIMuHBIH IUCTOK TI0 YYETY KaJpoB

1. ®amunus

ma OT4ecTBO
2. ITon

3. ToL, 9HCIIO ¥ MECHL] POKACHISA

4, MecTo pOXKICHUS:

(cerno, AepeBHs, ropox, pation, 061acTh)

5. 'paxknancTBO

6. OGpasoBaHue

7. KakyM# WHOCTPaHHBIMY SA3bIKAMHM BJIA/ICETE

(4uTaeTe ¥ IEPEBOANTE CO CIOBAPEM, yuraeTe ¥ Moykete 0OBACHATECS, BIAIECTE ¢B060aHO)

8. Yuenas cTelleHb, yUEHOC 3BAHHC

CemelHoe TOJIOKEHNHE B MOMCHT 3af10JTHEHNA JIMIHOTO JINCTKA

(4neHBI CEMBH, C YKa3aHHEM BO3pacTa)
9. JlomMarmHu# aapec:

10. Tenedon:

11. O6s3yI0Ch CBOEBPEMEHHO H3BEMATD 060 Bcex H3IMeHEHHIX JaHHbIX, BKJIIOYEHHBIX B JIHYHBIH
JIECTOK M0 YUETY KapoB

« » 20 roaa




JIMCT-3ABEPUTEJIb

IIpmnoxenue Ne 5

nesa Ne
B nmene mponmTo u mpoHyMepoBaHO JIMCTOB.
(Crermmanmcer 1o (tonrmck) (pacmudpoBKa MOAIHCH)

Kazapam)

« » T.




MyHuianaabHoe GI0IKeTHOEe JOIIKOJILHOe 00pa30BaTe/ibHOE
yupe:kaeHne Akcaiickoro paiiona IlenTp passuTus pedeHka -
nerckuii cax 1 xareropuu Ne 6 «Tepemox»

JInunoe nemo No

BaHOB
NBan
NBaHOBHY

Jlata Hagana

Jata
OKOHYaHUS




