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1.OBIIIME ITIOJIOXKEHUSA

1.1 Hacrosmee ITonoxxenue onpezenser nopsnaox ohopMIeHHs U BEASHHS THUHBIX Jeil
IIEZIar0roB ¥ COTPYAHMKOB MyHHIUIIAIBHOIO aBTOHOMHOT'O JIOLIKOJIBHOIO 00pa30BaTeIbHOTO
yUIpexaeHus ropoackoro okpyra Kopoaes MockoBckoii o6mactu «JleTckuii caz
KoMOuHupoBaHHOro Buaa Ne 31 «Kpenbuny (nasee - Yapexaenue).

1.2 Tlonoxenue pazpaborano B coorBercTBuM ¢ Koncrurynueit PO, Tpynosoro xomekca PO,
JOpYTHX JEHCTBYIOIIMX HOPMAaTUBHO-NIPAaBOBBIX akTOB P® ¢ IENb0 CHCTEMATH3AIUH
HEOOXOMMMBIX MEPCOHANBHEIX M HCXOIHBIX YYETHBIX JOKYMEHTOB, XaPaKTEPH3YIOIIHUX TPYIOBYIO
JEATELHOCTh PAa0OTHHUKA B Y UPSIKICHHH.

1.3 Benenme nHYHBIX [N IENAroroB H COTPYIHHKOB MyHHIHIAILHOTO ABTOHOMHOTO
JOLIKOJIBHOTO  00pa30BaTeIbHOIO YUYPEXKACHHS TOpoackoro okpyra KopomeB MockoBcKoit
obnactu «JleTckuit cax komOuEIpoBaHHOTO Brga Ne 31 «Kpembiun» Bo3IaraeTcs Ha 3aBeIyIoIero
VYupexnenuem.

2. TIOPAJOK ®OPMHUPOBAHMUS JINUYHBIX AEJI

2.1 ®opMHupOBaHHE JTUYHOTO JeJIa [IEAArOroB U COTPYAHUKOB YUPEXKIECHHUS IIPOM3BOLHTCS
HETIOCPEICTBEHHO II0CJIE IPHEMa Ha paboTy B 00pa30BaTeNIbHOE YUPEKACHHUE.

2.2 B COOTBETCTBHH C HOPMaTHBHBIMH JOKYMEHTAMH B JIYHBIE [I€)IA NIEArOT0OB U COTPY/IHHKOB
YupeXIeHus BKIaIbIBAIOTCS CIECAYIOINE JOKYMEHTHI:

JInaHoe xesio megarora:

ABTtobuorpadus;

Amnkera ¢ ¢oro;

3asBJICHHUE O IpHEMe Ha paboTy;

Tpynosoii norosop;

Komnus npukasa o npueme Ha pabory;

Komus nacmopra uim HHOTO TOKYMEHTA, YAOCTOBEPSIOMIETO JIHYHOCTE;

Konuro cTpaxoBoro CBUAETENHCTBA ICHCHOHHOTO CTPAXOBAHHS;

Komnuro naenTHUKaOHHOT0 HOMepa HaIOTOILIATE bINMKA (TIPU HATHYUHK);

Konuu 1oxymeHTOB 06 06pa3zoBaHmy; 0 KBaTH()UKALMK WK HATMYMH CIIEIHATBHBIX 3HAHUIL;
Komuy 10KyMEHTOB O MOBBIIIEHHH KBATH(HKALNH;

Kormuu 10KyMEHTOB BOUHCKOTO y4eTa - 115l BOSHHOOOS3aHHBIX M JIALL, MOIEXKAIIMX IPU3EIBY HA
BOCHHYIO CIIy)k0y (TIpy HaJTH4KK);

Komnmro cBuznetenbeTBa 0 6pake, pa3oje (Mpy HAIHYHH);

Konuro cBuAeTENBCTBA O POXKICHHUHU AeTell (IIpH HATMYKK);

3asBIEHHE O TIEPEBOJIE;

Komuu noKxyMeHTOB 0 HarpakJIeHUH;

Konuu arrecTaninoHHBIX JIUCTOB;

Crpaeky 0 HanuIu# (OTCYTCTBHH) CyJUMOCTH ¥ (WiIH) (haKTa yroJoBHOTO IIPecie0BaHus JIHG0 0
IPEKPAIICHUH YTOJIOBHOTO IIPECIIEAOBAHUS 110 PeabMITHTHPYIOIIHAM OCHOBAHHUSM;

3asBieHUe 00 YBOJbLHCHHH,

Komnus npukasa 06 yBoNbHEHHH;

Komus TpymoBoit KHHXKH;

Cornacue 06 06paboTke MepCOHATBHEIX JAHHBIX.

JIngHoe xes1o coTpyaHUKA:

ABtobuorpadus;

Amnkera ¢ ¢oTo;

3asBieHHE O IpueMe Ha paboTy;

TpynoBoit morosop;

Komnus npukasa o mpueme Ha paboTy;

Konus nacnopTa uinm HHOTO TOKYMEHTa, yIOCTOBEPSIOIIErO TUIHOCTE;

Komnuio cTpaxoBoro cBUAETENHCTBA IEHCHOHHOTO CTPAXOBAHMS;

Konuro uaeHTHHKAIHOHHOrO HOMEpa HaJIOTOILIaTeNbIIUKA (P HATMYUH);




Komnnu 1okymeHTOB 06 00pa30BaHMy; O KBATH(HUKAIIMHE WM HATMYMH CIIELUAIBHBIX 3HAHUI;
Komuy 10KyMEHTOB BOMHCKOTO Y4Y€Ta - [Tl BOSHHOOOS3aHHBIX ¥ JIHLI, TOUIEXKAMKUX IPU3LIBY HA
BOCHHYIO CiIyX0y (TIpy HAJTHYHK);

Konmro cBuzeTenscTBa 0 6pake, pa3poje (Mpy HATHYHHK);

Kommro cBuaeTenseTBa 0 poXKACHUH AeTeld (TIPU HATMYIKK);

3asBICHUE O IIEPEBOJIE;

Komnun noxyMeHTOB 0 HarpakxJeHUH;

CrnpaBky 0 Hanu4yuH (OTCYTCTBHH) CYAUMOCTH ¥ (MJIH) (haKTa yroJOBHOIO IIPECIef0BaHMs THO0 O
IPEKPAIEHHH YTOJIOBHOIO MIPECIEAOBAHMUS 110 PEaOUIUTHPYIOIINM OCHOBAHHUSIM;

3asiBieHUE 00 YBOJILHEHHH;

Komnus npukasa o0 yBobHEHHUH;

Konus TpynoBoii KHIKKH;

Cornacue 00 06paboTke MepCOHATBHEIX JAHHBIX.

PaGorogarens (Yupexaenue) opopmisier:

TpynoBoii norosop B AByX 9K3eMILIIpax;

ITprka3s o mpueme Ha paboTy (0 epeBoe Ha APYTUe IOJKHOCTH);
JInunyro kapTouky NeT-2;

IIpuka3 06 yBoNbHEHWH;

BHyTpeHHIOI0 ONHUCH JOKYMEHTOB JIMYHOT'O JIeia

Paboronarens (Yupeskaenne) 3HAKOMHUT:

C HOPMaTHBHO - IIPaBOBBIMH JTOKYMEHTAMHU 00Pa30BaTEIbHOTO YUPEIKICHHUS,
C JOJDKHOCTHO! MHCTPYKIIHEH;

C IOJDKHOCTHBIMU O0SI3aHHOCTSIMH;

IPOBOJMT BBOAHBIA HHCTPYKTaX, IEPBUYHBIM MHCTPYKTaXX Ha pabodyeM MecCTe [0 OXpaHe TPYy.a,
HHCTPYKTaX II0 3JIEKTPOOE30NacHOCTH M IO MPOTHBOMOXXAPHOMW O€30IacCHOCTH, MO IOIIHCH
COTpYAHUKA.

2.3 C nenbio obecrieueHns HaIeKalIeH COXPaHHOCTH JINIHOTO €A MENAroroB ¥ COTPYJHAKOB
00pa30BaTEIBHOTO YUPEKISHHS H yI0OCTBA B OOpaIeHIH C HUM ITPH QOPMUPOBAHHH JOKYMEHTEI
MIOMEIIAIOTCS B OTAENBHYIO Manky. JITuHOMy Jielly IpHCBauBaeTCsl YIETHBIA HOMEP M 3aBOIAMUTCS
KHHT'A y4deTa JIMYHBIX JEl.

3. HOPAOOK BEAEHUSA JIMYHBIX JAEJI

3.1 JluyHoe meno meaaroroB M COTPYINHHKOB YUPEXACHHS BENETCS B TEUEHHE BCETO IEPHOAA
paboTHI KaXkI0TO Mearora U COTPYAHHUKA B 00pa30BaTeIbHOM YUPEIKIACHHH.

3.2 BezneHue nTUYHOrO Jena MpeIycMaTpPUBaET:

NOMEIICHHE JOKYMEHTOB, IOUIEKAIUX XPAHEHUIO B COCTaBE JIMYHBIX JeJI, B XPOHOJOTHIECKOM
HIOPSIZIKE;

©KETOHYIO TPOBEPKY COCTOSIHHUS JIMYHOIO J€a MENAroroB U COTPYAHUKOB YUpEKACHHS Ha
IpeIMET COXPAHHOCTH BKIIIOYEHHBIX B HETO IOKYMEHTOB M CBOEBPEMEHHOE 3aIl0JIHEHHE.

3.3 JlucTel MOKyMEHTOB, NOJIIUTEIX B JIHYHOE [ENO, MOmiexaT Hymepanuu. CocTaBiasercs
BHYTPEHHSS OIUCH JOKYMEHTOB, HAXOISIIUXCS B INYHOM JIEJIE.

4. TIOPAJOK YYETA U XPAHEHUS JIMYHBIX JTEJIL.

4.1 XpaHeHHE W y4YeT JMYHEIX J€J NEeJaroroB M COTPYIHHKOB YUpEXIECHHS OPraHH3yIOTCS C
LENBIO OBICTPOro ¥ 6€30IIMO0THOTr0 IOUCKA JIMYHBIX e, 00€CTIEUEH S HX COXPAHHOCTH, a TAKIKe
obecrnedeHns KOHQUISHINATEHOCTH CBEICHMUIM, CONEPKAIMUXCS B OKYMEHTAX JWYHBIX I, OT
HECaHKIMOHUPOBAHHOIO JOCTYyIIa:

JInynble nea XpaHATcs B KaOHHETe 3aBeAyIOINEro, B 3aKPEITOM IuKady, a BHYTpH - 110 aja(aBury,
Pa3JIoKECHHBIE OTAENBHO B BEPTUKAIBHBIX JIOTKAX [0 aJMUHHUCTPATHBHOMY, [ENArOTHYECKOMY H




BCIIOMOTaTEILHOMY IIE€PCOHATY.

JIOCTyI K JIMYHBIM JeTaM IIearoroB U COTPYIHHKOB YUPEXKICHHS MMEET TOMBKO 3aBEeYIOMUM
VYupexneHuem.

CucremaTi3alys TMIHBIX 7T IEAArOroB U COTPYIHHKOB IPOU3BONUTCS B asi(aBUTHOM MOPSIJIKE.
JluaHble nHema TeNaroroB W COTPYAHHKOB 0OPa3zOBATENBHOIO YUPEXKICHUS, HMEIOIIUX
TOCYNapCTBCHHBIC 3BAHUS, IPEMHH, Harpajibl, Y4€HbIE CTENICHA U 3BaHMUs, XPAHATCS IOCTOSHHO, a
OCTaIIBHBIX COTPYIHUKOB - 75 JIET C rofia yBOJIbHEHHS paboTHuKA. (B COOTBETCTBHH ¢ [lepeunem
THUIIOBBIX YIPABICHYCCKUX NOKYMEHTOB, YTBEPXKACHHBIM [IpuKa3soM MHUHHCTEPCTBOM KyJIBTYpHI

P® ot 25.08.2010 roma Ne558 1 cornacoBaHHEIi ¢ perneHneM uneHTpanbHoi JIIK npu Pocapxuse
ot 15.09.2009 rona)

3. HOPATOK BBIJJAYHM JINYHBIX JIEJI BO BPEMEHHOE
ITOJIb30BAHUE

5.1 Beiraua nuuHBIX fAen (OTAENBHBIX JOKYMEHTOB B COCTABE JHYHOTO JieNia) BO BPEMEHHOE
0JIb30BAHKE IIPOM3BOJUTCS C PA3PEIIEHHS 3aBEAYIOIIEr0 Y UpEKACHIEM.
5.2 Pabora (o3HaKoMmIieHHE) ¢ JMYHBIMH JENAMH TEJaroroB M COTPYIHUKOB Y UpexIeHHUs
IIPOU3BOMHUTCSA B KaOHHETe 3aBe/yromero. 3apeyomuil YapesxkienneM o6s13aH yoeauTses B TOM,
TO BCE JIMYHBIC /I€N1a, BRIIAHHBIE BO BPEMEHHOE MOJIb30BaHUE, BO3BPAIICHbI HA MECTO XPAHEHHS.
5.3 ®axT BbIaYU IMYHOTO fena pUKCHPyeTCs B KOHTPOIBHOM XypHaie.

6. OTBETCTBEHHOCTDb

6.1 Ilemarorm u coTpynHWKH YupeXIeHHS OOA3aHEBI CBOCBPEMEHHO IPENCTaBJIATH
3aBEIyIOIIEMy YUPEKICHHEM H3MEHEHHS B MEPCOHANBHBIX IAHHBIX, BKIIOYEHHBIX B COCTAB
JIMYHOTO JIena.

6.2 PaGoromatens (Yupexaenue) obecrneunBaer:

COXPaHHOCTb JIMYHBIX €] IIEAArOT0B U COTPYIHUKOB;

KOH(HICHIMANBHOCTD CBECHAUM, CONEPHKAIIIKCS B IMYHBIX EJIaX [EJaroroB u COTPYZIHHUKOB.

7. IIPABA

7.1 Jlnst obecriedenust 3alIUTHI [IEPCOHANBHBIX NAHHBIX, KOTOPHIC XPAHSATCA B JIMIHBIX IENaX
NIeIaroroB ¥ COTPYIHUKOB YUPEXKICHHUS:

Ilexaroru u coTpyaHHKH YdpeKIeHHs HMEIOT MPABO:

HOJTY9UTh MOJHYIO HH(OPMALHIO O CBOMX NEPCOHAIBHBIX JAHHBIX K 06pabOTKe STHX JAHHBIX;
TIOJIYYHTH CBOOOMHEIH JOCTYI K CBOKMM IIEPCOHATBHBIM JaHHBIM,

TIOTYHTh KOIIHH, XPAHSIIMECS B IMYHOM Iele ¥ COEpIKaIlte IEPCOHAIBHBIE JaHHEIE; TPEOOBATH
HCKIIIOYUCHHS I MCIIPABJICHUS HCBEPHBIX HITH HETIOJHBIX IEPCOHANBHBIX JaHHBIX.
PaboromaTens (Yupexnenue) umeer npaso:

ObpabatbiBaTh NEPCOHANBHBIE JAHHBIE MENATOTOB H COTPYAHHKOB, B TOM YHCIE H HA
9JIEKTPOHHBIX HOCHTEJIAX;

3anpocuTh OT MEAAroroB i COTPYIHUKOB YUPExkISHHS BCIO HEOOXO0AUMYIO HH(OPMALIKIO.
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