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1.0OBIUE ITOJIOKEHUSA

1.1 Hacroswmee IlonoxxeHue onpenenser MOpsAOK BEICHHUs JIMYHBIX J€] NEAaroroB 1
COTPYZAHUKOB  MYHMIMIIQIBHOTO  OIOMKETHOrO  00LIe00pa3oBaTeIbHOIO  YUPEIKICHUS
«Kykmopckast cpennsiss mkona Ne3» Kykmopckoro MyHununaapHOro paiiona PecnyGnuku
Tarapcran (nanee — YupexaeHue).

1.2 Jluanoe npeno pabOTHUKA — COBOKYIHOCTHh JIOKYMEHTOB II€PCOHAIBHOTO Y4YeTa,
COJIEpKALINX CBEJIEHUS O paOOTHUKE U €ro TPYAOBOU JESTEIbHOCTH.

1.3 Tlonoxenue paspaborano B coorBercTBUM ¢ TK, ®DenepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHallbHBIX AaHHBIX», MeToAMYEeCKUMHU peKoMeHaausaMu Pocapxusa,
VYxazom Ilpesunenta PO ot 30.05.2005 Ne 609 «O6 yrBepxnenun [lonoxxeHus: o nepcoHaaIbHbIX
JaHHBIX TOCYJapCTBEHHOTO ciyxatero Poccuiickoit denepanny U BEIEHUU €ro JMYHOTO ACIIay,
KOJUIEKTUBHBIM JIOTOBOPOM M YCTaBOM Y UpEXKACHMUSL.

2. HOPAJOK ®OPMUPOBAHUS JINYHBIX JEJ COTPYJIHUKOB
2.1 ®opMupoBaHHME JHYHOTO Jeja TMeNaroroB M COTPYAHUKOB  YUpexJACHUS
IIPOU3BOJIUTCS HEMOCPEJICTBEHHO IIOC/Ie IpHEeMa Ha paboTy B YUpekJIeHUE WU IepeBoaa
MeJaroroB U COTPYAHUKOB U3 APYroro 00pa3oBaTEIbHOTO YUPEKICHHUS.

2.2 Ilpu nocrynneHuu Ha paboTy compyoHuK npedocmasiaem (Rpu HAIUYUU):

. [TacriopT Wi HHOM AOKYMEHT, yIOCTOBEPSIOIINN JTUYHOCTb;

. CrpaBky 0 HaIW4YUHM (OTCYTCTBHH) CYyIMMOCTH U (MJU) (pakTa yroJOBHOTO Mpe-
CJIEIOBaHMUS;

. JIOKyMEHT BOMHCKOTO yueTa (7151 BOGHHOOOS3aHHBIX JIHII);

. JlokyMeHT 00 00pa30oBaHNH;

. TpynoByro KHUXKKY;

. 3asiBiieHue o nmpuemMe (MU O MepeBojie) Ha paboTy;

. MeauuHCKY0 KHIKKY;

. ABTtobuorpaguio;

. JlokyMeHT o0 kBanudUKaIuK (aTTeCTallMOHHBIN JIUCT);

. VY aocroBepeHus 0 MPOXOKICHUHN KYypPCOB;

. CtpaxoBoe CBHUJIETENHCTBO IEHCHOHHOTO CTPaXOBaHUS;

. NnenTudukanmoHHbIi HOMEpP HaJIOrOMJIaTENbIINKA;

. CBuIEeTENHCTBO O OpaKe;

. CBHIETENBCTBO O POXKACHUU JIETEH;

. JIOKYMEHTBI O HarpaXK ACHHH.

Pabomooamens ohpopmnaem:

. TPYAOBOH JOTOBOP B IBYX IK3EMILISPAX;

. MIpHKa3 0 pueme Ha padoTy;

. TUYHYI0 KapTouky NoT-2.

Paboomooamens 3nakomum:

. ¢ YCcTaBOM YUpexIcHUs;

. ¢ JIOMKHOCTHON MHCTPYKIMEH;

. ¢ [IpaBunamu BHyTpEHHETO TPYJIOBOTO PACTIOPSIKA;

. ¢ [lonoxenuem 06 oruiare TpyAa U IPEMUPOBAHUH;

. ¢ KonnekTuBHBIM OTOBOPOM;

. ¢ [Tonoxenuem o mopsizike 00pabOTKX MEPCOHABHBIX TAHHBIX;

. MIPOBOJIUT BBOAHBIN HHCTPYKTAX, HHCTPYKTAX 110 OXpaHe TpyAa Ha pabodeM mecTe,

MHCTPYKTaX 110 MPOTHUBOIOKAPHOM 0€30MacCHOCTH, 110 AHTUTEPPOPUCTUUECKON 3aAIUIIIEHHOCTH.



3. IOPAAOK BEAEHUA JIMYHBIX AEJI IIEJATI'OI'OB 1 COTPYJIHUKOB

3.1 JInuyHoe neno menaroroB W COTPYAHUKOB YUpPEKICHHUS BENETCS B TEUEHUE BCETO
neproJia padboThl KaXJI0T0 Mearora u COTpyIHUKA.

3.2 ®opMupoBaHHUE JTUYHOTO JeNia PAOOTHUKA POU3BOJUTCSA paboToAaTeNIieM He MO3JHee
IATH pabOYMX THEH CO THS 3aKIIIOYEHUs TPYAOBOIO JOrOBOpa U TOJBKO IOCIE MOJYyYEHHs OT
paboTHHKA coryiacusi Ha 00pabOTKy €ro MepCOHANBHBIX JTaHHBIX.

3.3 JIMCTBI JOKYMEHTOB, IOMEIEHHBIX B JINYHOE AEJI0, OAJIEKAT HyMepaLiy.

3.4 JloxymeHTHl moMemiaioTcs B (ainoByro manky. Ilpu yBonbHeHHM pabOTHHMKa Bce
JIMCTBI U3 JIMYHOTO Jeja U3bIMatoTCs U3 (ailyloBOM Manky, IPOIIMBAIOTCS HUTKAMH U CAAIOTCA B
apXuB.

3.5 BHyTpeHHsAA OonMCh AOKYMEHTOB, MMEIOILIUXCS B JIUYHOM JI€Ne, NOJDKHA COAEPXKATh
CBEZICHUSI O IOPSAKOBBIX HOMEPAX, HAMMEHOBAHUSX IOKYMEHTOB JI€]1a, KOJINYECTBE JIMCTOB, JaTax
BKJIFOUEHUS IOKYMEHTOB B JIMYHOE J€JI0 U U3BATHS U3 €I, a TAKKE KEM U3BAT JOKYMEHT U 110
KaKoH IIpUYUHE.

3.6 BHyTpeHHsIsI onHCh COCTaBJISIETCS HAa OTIECJIBHOM JIMCTE IO YCTAHOBJIEHHOH (opme
(cornmacHo npuiioxxeHuto Nel). JIncTel BHyTpeHHEH ONKUCH HYMEPYIOTCS OTAEIBHO.

3.7 BeneHue nu4HOrO /iena NpexycMaTpuBaeT:

3.7.1. Ilomemienne  JOKYMEHTOB, IOJUIEKAIIMX XPAHEHUIO B COCTaBE JUYHBIX J€J, B
XPOHOJIOTUYECKOM HOPSIKE:

— Brimucka u3 npukasa o npueMe Ha padory;

— ABTobuorpadus;

— Konuu noxymenToB 00 o0pa3zoBaHuy;

— TpynoBoit norosop;

— Cornacue Ha 00pa0OTKY IEpCOHANBHBIX IaHHBIX;

- CrpaBka 0 Hanuuuu (OTCYTCTBUU) CYOUMOCTU U (M) (pakTa yroJOBHOTO TMpe-
CJIEJOBaHMS;

— Konuu 10kyMeHTOB 0 KBanM(pUKauU (JIOKYMEHTHI 110 aTTECTAllUN);

— Konuu 10KkyMeHTOB KypCcOB MOBBIILIEHUS KBATU(PUKALIUH;

— Konuu nocnenyromux npuka3oB M0 JUYHOMY COCTaBY, KOTOpPbIE KacalOTCsl paOOTHUKA;

— JlonoyHUTENbHBIE COTJIALIEHUS K TPYIOBOMY J0TOBOPY;

— Konuu nuHbIX TOKYMEHTOB COTPYIHUKA (ITPH HEOOXOAUMOCTH).

3.7.2. EXXeroHyl0  NPOBEPKY COCTOSHUS JIMYHOTO Jefia IMEeAaroroB M COTPYAHHUKOB
VYupexneHnus Ha IOpeaIMeT COXPAaHHOCTH BKIJIIOUEHHBIX B HEro JOKYMEHTOB U CBOEBPEMEHHOE
3all0JIHEHWEe, 10 pe3yjibTaTaM KOTOPOro BHOCHTCA 3amuch OO0 O3HAKOMJIEHMM (COTJIacHO
npuiiokeHns Ne2)

4.M1OPAJOK YYETA U XPAHEHUSA JINYHBIX AEJ IIEJATI'OI'OB U
COTPYJIHUKOB YUYPEXJIEHUSA
4.1 XpaHeHue U y4yeT JUYHBIX JeJl Ie1aroroB U COTPYAHUKOB Y UpexACHHUS OpPraHU3yIOTCS
C LEeNbI0 OBICTPOro M 0e30IMO0YHOr0 MOUCKA JIMYHBIX JIeN, 00ecleYeHusi UX COXPAaHHOCTH, a
TaKkke obecredeHns] KOH(PHUIECHIUATbHOCTU CBEACHUM, COJEp)KalINXCid B JIOKYMEHTaxX JIMYHBIX
JieJ1, OT HECAaHKLIMOHUPOBAHHOT'O JOCTYIIA:

. TpynoBble KHIKKH XpaHITCS OTAEIBHO B cefibe AupeKkTopa YupexaeHus;

. MenuiuHCcKIe KHUKKH XPaHATCS OT/IENbHO B ceiide TupeKTopa YUpeKaeHUs;

. JIOMKHOCTHBIE HWHCTPYKLIIMU XPaHATCA B OTIENbHOM TNamke Yy JAUPEKTopa
Yupexaenus.

. JInunple kapTouku paboTHUKOB (hopma NeT.2.) xpaHsTCS B OTAEIBHOM Mamke y
TUPEKTOpa YUpexaACHHUS.

. JlnyHOE NEeNmo KaKJ0ro COTPYAHUKOB XpPaHUTCS B (halIOBBIX IMAlKax B KaOWMHETE

TUPEKTOpa YUpexACHHUS.



. JIOCTyI K JIMYHBIM JIeJIaM [IEAaroroB U COTPYIHUKOB YUPEKAECHUS UMEIOT TOIBKO
CEKpETaph, TUPEKTOP YUPEKICHUS.

. CucremaTtu3anusi JUYHBIX JIeJ T[I€IaroroB M COTPYIHUKOB  YUPEKICHHS
MIPOU3BOIUTCS B ali()aBUTHOM TOPSIJIKE.
. JlnyHbIe nena MeaaroroB W COTPYAHHMKOB YUPEXKICHUsI, XpaHATCS 75 JeT ¢ roaa

YBOJIbHEHUS paOOTHHKA.
5.MOPAJJOK BbIJAYU JIMYHBIX AEJ BO BPEMEHHOE I1OJIb30BAHUE
5.1 Beitaua TU4HBIX Jed (OT/AENBHBIX JOKYMEHTOB B COCTAaBE JJMYHOTO JIej1a) BO BPEMEHHOE
MOJIb30BaHKE TPOU3BOJMUTCS C pa3pelieHus JupeKTopa Yupexaenus. Bpems paboTsl orpannyu-
BaeTcs MpeJiesiaMy OIHOTro padbouero aHs. B KoHIe pabodero qHs cekpeTapb 00s13aHa yOSAUTHCS B
TOM, YTO BCE€ JIMYHBIC JIeNla, BBIJAHHBIE BO BPEMEHHOE IOJH30BAHME, BO3BPAIICHHI Ha MECTO
XpaHEHUsS U €CTh JIM HEOOXOAMMOCTb JUISl IPHUHATHS MEP K UX BO3BPALICHUIO WIH PO3BICKY.

6. OTBETCTBEHHOCTD

6.1 Ilemarorm W COTPYAHMKH YUpEXKIACHUS O0S3aHBI CBOCBPEMEHHO IMPEACTABIATH
CEKpeTaplo cBeJeHUs 00 M3MEHEHUU B MEPCOHATBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTaB JTUYHOTO
Jena.

6.2 Pabdoromareinb 00eClicUUBAaET:

. COXPAHHOCTB JIUYHBIX JI€J] NIEJArOrOB U COTPYAHUKOB Y UPEXKICHUS,

. KOH(UIEHIIMATBHOCTh CBEACHHM, COAEPKAIIMXCS B JMYHBIX JelaX MeJaroroB u
COTPYJIHHUKOB Y UpEKICHUS.

.

7. IPABA

7.1. qnst obecrieuyeHUs 3alIUThl NEPCOHAIBHBIX JAHHBIX, KOTOPbIE XPAHATCA B JIMYHBIX
JieJIax IeJaroroB U COTPYAHUKOB Y UPEKICHUA,

MeJaroru U COTPYAHUKH Y UpexICHUS UMEIOT MPaBo:

. [TonyunTh MONHYIO MHPOPMAIUIO O CBOMX NEPCOHAIBHBIX JaHHBIX U 00paboTKe
9THX JaHHBIX;

. [TosnyuuTs AOCTYIN K CBOUM NEPCOHAIBHBIM JIaHHBIM;

. [TonyunTe KONMMHM, XpaHALIMECS B JIMYHOM JI€JI€ U COJAEPIKALIUE IEPCOHAIBHBIE
JTaHHbIE.

. TpeboBaTh UCKITIOUEHHSI WIIM UCIIPABICHNS HEBEPHBIX MM HEMOJIHBIX IEPCOHANb-

HBIX JTaHHBIX
pabGoToaartesib UMEET IPABO:
. OO0pabartbIBaTh MEPCOHAIBHBIC JIAHHBIE NIEAArOroB U COTPYAHUKOB YUPEKACHUS C
UX pa3pelieHus], B TOM YHCIIe U Ha SJEKTPOHHBIX HOCUTEIISX;
. 3anmpocuTh OT TMEAaroroB M COTPYAHHKOB YUPEKICHUS BCIO HEOOXOIMMYIO
HH(pOpMaIHIO.



Onuce JOKYMCEHTOB, UMCIOIIUXCA B ITUYHOM JCJIC

ITpunoxxenne Nel

n/n

HanmenoBanne JOKYMCHTa

Jara

BKJIFOUCHHUA
JOKYMCHTA B
JIUYHOC OCJ10

Komn-Bo
JINCTOB

ara

U3BATUA
JOKYMEHT
a

Kem n3nar
JOKYMEHT




JIMCT O3BHAKOMJIEHH A C JIMYHBIM JIEJIOM

ITpunosxenne Ne2

Ne Tloamuce Jara
1. C NUYHEBIM JIEJIOM 03HAKOMIICH
2. C NUYHEBIM JIEJIOM 03HAKOMIICH
3. C JIMYHBIM JI€JIOM O3HAKOMJIEH
4, C NUYHEBIM JIEJIOM 03HAKOMJICH
5. C JIMYHBIM JI€JIOM O3HAKOMJIEH
6. C NUYHEBIM JIEJIOM 03HAKOMIICH
7. C JIMYHBIM JI€JIOM O3HAKOMJIEH
8. C NUYHEBIM JIEJIOM 03HAKOMIICH
9. C NUYHEBIM JIEJIOM 03HAKOMIICH
10. C IMYHBIM OEJIOM O3HAKOMJIIEH
11. C NUYHBIM JIEJIOM O3HAKOMJICH
12. C IMYHBIM OEJIOM O3HAKOMJIEH
13. C NUYHBIM JIEJIOM O3HAKOMIJICH
14. C IMYHBIM OEJIOM O3HAKOMJIIEH
15. C IMYHBIM OEJIOM O3HAKOMJIIEH
16. C NUYHBIM JIEJIOM O3HAKOMIJICH
17. C INMYHBIM OEJIOM O3HAKOMJIIEH
18. C NUYHBIM JIEJIOM O3HAKOMIJICH
19. C IMYHBIM OEJIOM O3HAKOMJIIEH
20. C NUYHBIM JIEJIOM O3HAKOMIJICH
21. C NUYHBIM JIEJIOM 03HAKOMJICH
22. C JIUYHBIM I€JI0M O3HAKOMJIEH
23. C IMYHBIM JEJIOM O3HAKOMJIEH
24, C JIUYHBIM I€JI0M O3HAKOMJIEH
25. C IMYHBIM JEJIOM O3HAKOMJIICH
26. C JIUYHBIM I€J0M O3HAKOMJIEH
27. C IMYHBIM JEJIOM O3HAKOMJIICH
28. C IWMYHBIM JEJIOM O3HAKOMJIICH
29. C IUYHBIM €JI0M O3HAKOMJIEH
30. C JUYHBIM JIEI0M O3HAKOMIIEH
31. C JIUYHBIM I€JI0M O3HAKOMJIEH
32. C IWMYHBIM JEJIOM O3HAKOMJIICH
33. C IUYHBIM I€J0M O3HAKOMJIEH
34, C JIUYHBIM J1€70M O3HAKOMJIEH
35. C IMYHBIM JI€JTOM O3HAKOMJIEH
36. C JIUYHBIM 1€70M O3HAKOMJIEH
37. C IWYHBIM IEJIOM O3HAKOMJIIEH
38. C JIUYHBIM J1€70M O3HAKOMIJIEH
39. C IAYHBIM JEI0M O3HAKOMIIEH
40. C JIUYHBIM J1€70M O3HAKOMJIEH
41, C JIUYHBIM J1€70M O3HAKOMJIEH
42. C IWMYHBIM EJIOM O3HAKOMJIIEH
43, C JIUYHBIM 1€70M O3HAKOMJIEH




