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IHOJIOKEHUE

0 NOpsiiKe BeAeHHsI JIHYHBIX /IeJI eJaroroB U COTPYAHHKOB
MAZIOY AC KB Ne 4 c1. CeBepekoii MO Cepepekuii paiion

1.LOBIIHUE IMOJIOKEHMUSI

1.1 Hacrosmee Ilonoxenue onpenenser NOPANIOK BENECHWsS JIMYHBIX el

[1e/1aroroB 1 COTPYHUKOB 00Pa30BaTeBHOIO YUPEKICHHUS;

1.2 TMonoxenue pa3paGoTaHo B COOTBETCTBHH C:

* VYkasom Ilpesunenra Poccuiickoit ®enepanmu or 30.05.2005 . Ne 609 « O6
yrBepxkaeHun [lonokeHHS © mNepcOHANBHBIX AaHHBIX roCyJapCTBEHHOTO
ciyxaruero Poccuniickoit @eepaliuu U BeIeHHH €ro THYHOTO neJay;

® OezepanpHbiM 3aK0HOM 0T 27.07.04 Ne79 — ®3 «O roCylapCTBEHHOI
TpaxIaHCKoii ciryx0e Poceniickoit ®eneparumy;

¢ Tpynoseim komexkcom P@;

* Ko/IeKTHBHEIM 10TOBOPOM;

e Yeraom MAJIOY JIC KB Ne 4 ct. Cesepckoit MO CeBepckuii paiion

1.3 BeneHne MM9YHBIX [e/1 MEAATOTOB M COTPYAHHKOB JETCKOIO Cana BO3NAraeTes

Aenonpoussoautens JOV.

2. IOPSIIOK ®OPMUPOBAHUSI IMYHBIX AEJI COTPYIHUKOB

2.1 ®opmHpOBaHWEe NHYHOTO [eNa MeJaroroB # COTPYAHHKOB TPOU3BOJIUTCS
HEIIOCPE/ICTBCHHO TMOCIE MNMpHEMA B JOLIKOJIBHOE YUpPeXKACHHE WM IepeBoja
[ICA1aroroB U COTPYAHHKOB U3 IPYToro 06pa3oBaTebHOI0 YIPEeKISHHS.

2.2. B COOTBETCTBHH ¢ HOPMATHBHBIMH JAOKYMEHTAaMH B JINYHBIE JIeJIa [1eJaroroB 1
COTPYAHNKOB TOMIKONLHOTO YHPEXK/ICHHS BKIIA/IbIBAIOTCS CIIEAYIOIIHME TOKYMEHTHI:
[lenaror yupexIeHus Npe1ocTaBiser:

- 3asiBiieHue O IpHeMe Ha pabory;

- ABrobuorpadmuro; _

- Konnto nacnopra niu unoro noxymenra, YAOCTOBEPSIOLIETO JTUYHOCTE;,

- Konmro crpaxoBoro cBuserenscTsa neHCHOHHOTO CTPaxOBaHUS;

- Konuio naenTHuKauoHHoro Homepa HaJIOTOTJIaTe IbIINKA;

- Kommnu noxymenToB 06 06pasoBannu;

- Komnu 10KyMeHTOB 0 KBaIHMUKAIINT HITH HATHYUY CIIEIHATBHBIX 3HAHMH;

- TpynoByro kHIKKY:;

- Komuu 10KyMeHTOB BOMHCKOTO yueTa (115 BOeHHOOBS3aHHBIX JIU1)

- Konuro cBuzmerenscTsa o Opake;

- Komuto cuzerensersa o poxkieHuu gereit;




- XapaKTepuCTHKH, PEKOMEH/IATETbHBIC TUChMA (€CITH €CTh B HATHYHN);
- 3asBJICHHE O TIEPEBOIE;

- MeIMIIMHCKOE OCBHIETETHCTBOBAHNUE;
-MeaUIMHCKYI0 KHHXKKY;

- Konun 10KyMeHTOB 0 HarpaxIeHuH;

- Konuu arrecTalinoHHBIX JIHCTOB;

- CIIPaBKy O HAJIHYUHU (OTCYTCTBHM) CYIUMOCTH.

CoTpyIHUK YyupexIeHHs NpPeNOCTABISET:

e 3asBjIeHHE O MpHEMe Ha pabory;
Konuto macmopra uiii HHOrO ZOKYMEHTa, y0CTOBEPSIOIIEr0 THIHOCTE,
Konuto cTpaxoBoro cBuzieTeIbCTBA TEHCHOHHOTO CTPAXOBAHMSL;
Konuio naenTupuKaimoHHOro HoMepa HaJIOTONIATe bIINKA,
Tpynosyro KHIKKY;
Kormmn 10xymMeHTOB BOMHCKOTO yuera (Uit BOEHHOOOS3aHHBIX JIAL)
Konuro cBuzetenscTsa o Gpake;
Komnuro cBuieTensCTBa 0 poXKIeHHH geTeil;
MenuuuHCKOe 0CBUIETEIECTBOBAHHE.
MenunMHCKyI0 KHHKKY;

Paboronarens odopmiiser:
® TPYAOBOH NIOTOBOP (KOHTPAKT) B BYX K3EMILIAPaX;
® TMpHKa3 o0 MpHeMe Ha paboty (O nepeMeIneHHH Ha APYTHE A0KHOCTH);
® JIMYHYIO KapTouKy NoT-2;
® JIO/DKHOCTHYIO HHCTPYKIIHIO B IBYX 9K3€MILISAPAX;

Paboronaresib 3HAKOMMT:
® C HOPMaTHBHO — IIPABOBBIMH IOKYMEHTaMH JOLIKOIBHOTO YYPEXK ICHUS,
® C JO/DKHOCTHOM MHCTPYKIIUEH;
® CIKypHaJIOM PEruCTPaldy TPYAOBBIX JOIOBOPOB [0 POCITHCE;
® [pOBOAMT BBOJHBIH MHCTPYKT&X, HHCTPYKT&X [0 OXpaHe TpyJa,
HHCTPYKTaX IO IIPOTHBOIIOXKAPHOHM 6€30MmacHoCTH

2.3 C uensio obecrieveHus HajuIexalie COXPaHHOCTH JIMYHOTO /e/a T1earoros
W COTPYTHUKOB 1 yA0OCTBa B 06pAIeHUH ¢ HUM NpH (pOPMHUPOBAHHH JIOKYMEHTBI
IOMCIIAIOTCS B OTAENBHYIO Tanky. JIM4HOMy neiy mprcBaWBaeTcs y4eTHSI
HOMED M 3aBOJUTCS KHUATA yYeTa JJUYHBIX JIEJ1.

3. MOPSAAOK BEAEHHUS JAYHBIX AEJ
IEJATOI'OB U COTPYAHHUKOB.
3.1 Jluunoe nmeno memaroroB u corpyamuxoB JIOY BemeTcs B TeueHHe BCero
neproaa paboTsl KaKJI0ro MeJjarora ¥ COTPYAHUKA .
3.2 Begenue TUYHOTIO eia MpeLycMaTpHUBaeT:

e [lomemenne AOKYMEHTOB, NOAJIEXKALIUX XPAaHEHHUIO B COCTaBe JIMYHBIX J€,



B XPOHOJIOTHYECKOM IOPSIKE;

* ExerogHyio nmpoBepKy COCTOSHHS TAYHOTO el [Helaroros i COTPYTHUKOB
Ha  IpPEAMET  COXPAHHOCTH BKIIOYEHHBIX B HErO JIOKYMEHTOB W
CBOEBPEMEHHOE 3all0IHEHHE.,

3.3 JIMcTBl JOKYMEHTOB, MOAUIATHIX B JIHYHOE A€]10, MOAJIEKAT HyMepaLHH.
Ceezienus 06 3TUX JOKyMEHTax, BKIIOYas HyMEpallMiO CTpaHWM, B INpejenax
KOTOPBIX OHU PACIIOJIOKEHBI B JIMYHOM . JIEJIE.

4. IIOPSIIOK YYETA U XPAHEHMSI JIMYHBIX AEJ

HEJATOI'OB U COTPYIHUKOB
4.1 XpaHeHHe ¥ ydYeT IMYHBIX jei MeaaroroB U coTpyaHukoB JIOVY
OPraHM3YIOTCH C LEeNbi0 OBICTPOro W 6e30MHGOYHON0 MOMCKA JIMUHEIX zen,
oOecrieYeHns HX COXPAHHOCTH, a Takke OGeCHedeHHs KOH(UICHIIHATBHOCTH
CBEJICHHH, COMIepKAILMXCS B JOKYMEHTAX JTMIHBIX JIel, OT HECaHKLIMOHUPOBAHHOIO
JocTyma:
JIn4Hble fena COTPYHMKOB XpaHSTCH B cefte, a BHyTpH — 110 andabury.
4.2. JlocTyn K IMYHBIM fenam MeNaroros u COTPYAHUKOB MMEIOT TOJBKO
ACJIONIPON3BOANTENb, 3aBEAYIOIIUI U CTAPILUE BOCIIUTATEb.
4.3. CucremarTH3auus NMYHBIX A€M MEJATOrOB U COTPYAHUKOB MPOU3BOJUTCS B
angaBUTHOM MOPSIJIKE.
4.4. JluvHble nena memaroroB u COTPYAHUKOB, HMEIOIINX TOCYJapCTBEHHbIE
3BaHMs, NPEMHH, HATPajibl, yYeHbIC CTENIEHH M 3BAHHS, XpaHsATCs MOCTOAHHO, a
OCTAJILHBIX COTPYHUKOB — 75 JIET € rojia yBO/IbHEHH s paGOTHHKA (B cooTBETCTBUM
¢ Ilepeunem THOBBIX ynpaBneHvecknx AOKYMEHTOB, YTBEPXKICHHBIM PocapxmBom
6 okTs6pst 2000 roxa)

S.IIOPS/IOK BBIJIAYM JIMYHBIX JAEJI BO BPEMEHHOE
INOJIb3OBAHUE

5.1  Bblnaua nmuuHbIX A6 (OTAETBHBIX AOKYMEHTOB B COCTaBe JINYHOTO Jiejia) BO
BPEMEHHOE MOJIb30BaHUE MPOM3BOIUTCS C pa3pelleHus JUpeKTOopa.

5.2 Pabora (o3HakoMmsIeHHE) ¢ JHYHBIMH AeTaMU TI€AaroroB M COTPYAHUKOB
TMPOH3BONINTCS. B KaOMHETE DYKOBOAMTENS, a BpeMms paboThl OrpaHHYUBaETCS
fpeeamu onHoro pabodyero aHa. B kowue pabouero mms J€JIOTIPOU3BOIUTEN b
obs3aHa y6eaMThCS B TOM, YTO BCE JIHUHBIC Jle]1a, BBIJAHHBIE BO BPEMEHHOE
M0/Ib30BAHKE, BO3BPAIIEHBl HA MECTO XPAaHEHHS M €CTh JIM HEOOGXOIUMOCTS JUTS
MPUHATHSA MEP K HX BO3BPALLIEHHIO HITH PO3BICKY.

5.3 ®aKT BBIIAYM JTUYHOIO e (hukcupyercs B KoHTpoNBHOM KypHale.

6. OTBETCTBEHHOCTbH
6.1 TIlemarorn wu COTPYAHHUKH  OOSI3aHBI  CBOEBPEMEHHO [IPEACTABIATh
PYKOBOZIUTEITIO CBE/ICHUSI 00 M3MEHEHHH B NEPCOHAIbHBIX JI@HHBIX, BKJIIOYEHHLIX B
COCTaB JIMYHOTO JIefa.
6.2 Paboromarens obecreunnaer:



COXPAaHHOCTD JIMYHBIX A€JI I1eJaroroB 1 COTPYAHHUKOB AOLIKOJIBHOIO YUPEIKIACHUA,
KOH(])HI[GHL[H&JIBHOCTB CBC,I[GHHﬁ, COACPIKAIMXCs B JIMYHBIX JejIax MMEeIaroroB M
COTPYOHHKOB.

6. ITPABA

7.1. Jlna obecnedeHus: 3aIlUTBl [EPCOHAILHBIX JAHHBIX, KOTO?)LIe XpaHiaTcs B
NUYHBIX JleJlaX MeJaroroB ¥ COTPYIHUKOB, IEIAarord corpyaHukd JIOY umeror
npaBo:
o Ilomyunts nonHyo MHOOPMALHIO O CBOMX MEPCOHATBHBIX JAHHBIX H
00paboTKe ITHX JaHHBIX;
* Tlony4nts cBOGOHBIIH TOCTYII K CBOMM IE€PCOHATBHBIM JAHHBIM;
o IlomyunTs KommM, XpaHsdllHecs B  JIMYHOM Jele W COZEp)KALue
[IePCOHAJIbHbIE TaHHBIE.
® TpebGoBarh HCKTIOUEHHS MIM MCHPABIECHUS HEBEPHBIX MM HETIONHBIX
NIEPCOHAJIBHBIX JTaHHBIX.
7.2. Paboronarens uMeeT npago:
* OGpabarbiBaTh MepcOHANbHBIE AaHHbIE MEJAIOrOB H COTPYAHHKOB, B TOM
YHCJIE U Ha JJIEKTPOHHBIX HOCUTEINX;

® 3ampoCUTh OT NEeJaroroB ¥ COTPYIHUKOB BCIO HEeoOX0UMYI0 HH(OPMALIHIO.



COXPAaHHOCTB JIMYHBIX A€JI I1eJaroroB 1 COTPYAHHUKOB AOLIKOJIBHOI'O YUPCIKIACHUA,
KOH(])H,E[GHL[H&HI:HOCTB CBC,I[BHHf‘I, COACPIKAIINXCs B JIUYHBIX J€jax MegaroroB u
COTPYOIHHKOB.

6. IIPABA

7.1. Jlns obecnedeHus 3alMThl [EPCOHAIBLHBIX AAHHEIX, I{OTO?)LIG XpaHiaTCs B
NUYHBIX JlellaX [MeJaroroB ¥ COTPYIHUKOB, I1Earord U corpyaHukd JIOY mmeror
npaBo:
e [llomyunts nomHylo HHOOPMALHIO O CBOMX MEPCOHATBHBIX JAHHBIX H
00paboTke 3THX JaHHBIX;
 Tlomy4uts cBOGOHEIH TOCTYII K CBOMM IEPCOHATBHBIM JAHHBIM;
o Ilomyunts Kommu, XpaHdllHecs B  JIMYHOM Jele M COHEpIKALLMe
[IepPCOHANIbHbIC TaHHbIE.
® TpeboBaTh WCKITIOYEHHS MIM WCHPABIEHUS HEBEPHBIX MM HETIONHBIX
NIEPCOHAJIBHBIX JTaHHBIX.
7.2. Paboronarens uMeeT 1pago:
* OOGpabarbiBaTh MepCOHANbHBIE JAaHHbIE MEJAIOTOB H COTPYAHHKOB, B TOM
YHCIIE H HA 3JIEKTPOHHBIX HOCUTEISX;
® 3ampocHUTh OT NEeJaroroB ¥ COTPYIHUKOB BCIO Heo0X0aUMYI0 HH(OPMALIHTO.



