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1.OBIIME MOJIOKEHUSA

1.1 Hacrosawmee IlonoxxeHue onpenenser MNOpsAIOK BEICHHUs JIMYHBIX J€] IEAaroroB 1
COTPYOHUKOB  MYHUILHUIIAIBHOTO  OIOUKETHOTO  OOIIe0Opa3oBaTeNbHOIO  YUPEKICHUS
«CarplmeBckas cpenHsisi obmeoopazoBaTenbHas mkojga CaOMHCKOr0 MyHHUIMIIAIBHOTO paiioHa
Pecniyomuku Tatapcran um. 111.3.3unnypoBay (nanee — YupexaeHue).

1.2 Jluanoe npeno pabOTHUKA — COBOKYITHOCTH JIOKYMEHTOB IEPCOHAIBHOTO Y4YeTa,
COJIEp>KalINX CBEACHHS O paOOTHUKE U €r0 TPYAOBOH JESITeIbHOCTH.

1.3 Tlonoxenue paspaborano B coorBercTBUM ¢ TK, ®DenepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHaJIbHBIX AaHHBIX», MEeTOAMYECKUMHU peKoMeHJauussMu PocapxuBa,
VYxazom Ilpesunenta PO ot 30.05.2005 Ne 609 «O6 yrBepxnenun I1onoxenus: o nepcoHamIbHBIX
JaHHBIX TOCYJApPCTBEHHOTO ciyxaiero Poccuiickoit denepanyu U BeIGHUU €ro JUYHOTO Jeiay,
KOJUIEKTUBHBIM JIOTOBOPOM M YCTaBOM Y UpEXKACHMUSL.

2. MOPAAOK ®OPMUPOBAHUSA JTNYHbBIX AEJI COTPYJIHUKOB
2.1 @®opMupoBaHME JUYHOIO Jejla I[eJaroroB U COTPYJHUKOB  YUpexIAeHUs
MIPOU3BOJIUTCS HEMOCPEICTBEHHO IOCIEe IMpHeMa Ha padoTy B YUpeKJIeHHE WM TepeBoja
MeJaroroB U COTPYAHUKOB U3 APYroro 00pa3oBaTEIbHOTO YUPEKICHHUS.
2.2 Ilpu nocryrmieHn” Ha paboTy compyOHUK npedocmasisiem (npu HAAUYUU):

. [Tacopt Wi MHOM TOKYMEHT, yIOCTOBEPAIOIINNA JIUYHOCTD;

. CropaBKy 0 Hamu4uu (OTCYTCTBUH) CYOUMOCTH W (WiH) (pakTa yroioBHOTO mpe-
ClJIeZIOBaHUS;

. JIOKyMEHT BOMHCKOTO y4eTa (IJ1si BOGHHOOOS3aHHBIX JINI);

. JlokyMeHT 006 00pa3oBaHuH;

. TpynoByrO KHUKKY;

. 3asBiieHue o mpreme (WK o mepeBojie) Ha paboTy;

. MenuIMHCKYI0 KHUKKY;

. ABTobuorpaguio;

. JIokyMeHT o0 kBasin(UKaIK (aTTECTAllMOHHBIN JIUCT);

. VY nocroBepeHus 0 NPOXOKIEHUH KypPCOB;

. CrpaxoBoe CBUJETENLCTBO IEHCUOHHOTO CTPaXOBaHUS;

. W neHTuduKaoHHbI HOMEp HaJOroIIaTeNbIINKa;

. CBuaeTensCcTBO 0 Opake;

. CBHIIETENBCTBO O POKACHUM JETEM;

. JIOKYMEHTBI O HarpaxJAeHHH.

Pabomooamensv opopmnsaem:

. TPYZIOBOH JOTOBOP B JIBYX K3EMILISIpAX;

. IpUKa3 o mpueme Ha padory;

. JTYHYIO KapTouky NoT-2.
Pabomooamens 3nakomum:

. ¢ YcTaBoM YUpexIaeHus;

. ¢ JIOMKHOCTHOM MHCTPYKIUEH;

. ¢ IIpaBunamu BHYTpEHHETO TPYAOBOIO PaCIOPSIIKA;

. c [Tonoxxennem 00 orare Tpyaa U MPEeMUPOBAHUH;

. ¢ KomiekTuBHBIM JOTOBOPOM;

. c [Tonoxxennem o nopsiake 06pabOTKH MEPCOHATBHBIX JaHHBIX;

. MIPOBOJMT BBOJHBIN HHCTPYKTAX, MHCTPYKTAX 110 OXpaHe TpyAa Ha paboueM MecTe,

HHCTPYKTAX I10 HpOTHBOHO)K&pHOfI 6630HaCHOCTI/I, Io aHTHTCppOpHCTHQCCKOﬁ 3allUIICHHOCTH.



3. IOPAJOK BEAEHUSA JIMYHBIX JEJI IEJATI'OI'OB 1 COTPYJHUKOB

3.1 JIuuHoe neno menaroroB U COTPYIHHUKOB YUPEKICHUS BEIETCS B TEYCHHUE BCETO
nepuoJia padboThl KaX10ro Mearora U COTpyIHUKa.

3.2 ®opMupoBaHHUE JTUYHOTO JeNia PAOOTHUKA POU3BOJUTCSA paboToAaTeNIieM He MO3JHee
IATH pabouyMX THEH cO THS 3aKIIIOYEHUs TPYAOBOIO JOrOBOpa M TOJBKO IOCIE MOIYYEHHUsS OT
paboTHHKA coryiacusi Ha 00pabOTKy €ro MepCOHANBHBIX JaHHBIX.

3.3 JIucThl JOKYMEHTOB, IOMEIIEHHBIX B JTMYHOE J€J10, IOAJIEKAT HyMEpalHH.

3.4 JIoKkyMeHTHI IIOMEMIAIOTCS B MANKy - CKOpocIMBarenb. [Ipu yBoabHEeHUH pabOTHHKA
BCE JIMCThI U3 JINYHOTO JIeJ1a U3bIMAOTCSI U3 CKOPOCIIMBATEINS HalKH, IPOIMIUBAIOTCS HUTKAMHU U
C/IAI0TCSl B apXUB.

3.5 BHyTpeHHss ONUCh JOKYMEHTOB, MMEIOUIMXCS B JIMYHOM JeJie, J0JDKHA COZEpKaTh
CBEZICHHUSI O IOPSAIKOBBIX HOMEPAX, HAMMEHOBAHMSIX JIOKYMEHTOB Jiej1a, KOJIMYECTBE JIMCTOB, 1aTax
BKJIFOYEHHUS IOKYMEHTOB B JIMYHOE JIEJIO U U3BATHUS U3 JIeNa, a TAK)KE KEM U3bST JTOKYMEHT U 110
KaKoOH! IPUYHHE.

3.6 BHyTpeHHsIsI onMCh COCTaBJISIETCS Ha OTIEJIBHOM JIMCTE IO YCTAaHOBJIEHHOH (opme
(cornmacHo npuiioxeHuto Nel). JIucTel BHYTpeHHEN ONKMCH HYMEPYIOTCS OTJEJIBHO.

3.7 BeneHue nUYHOrO /ie1a MpPexyCMaTpUBAaeT:

3.7.1. Ilomemienne  JOKYMEHTOB, IOJUIEKAIUX XPAHEHHUIO B COCTaBE JUYHBIX JIEJ, B
XPOHOJIOTUYECKOM TOPSTIKE:

e BHyTpeHHsIs ONUCH JOKYMEHTOB;
AHkerTa;
ABTrobuorpadus;
Konuu noxymentoB 00 o0pazoBaHuy;
3asBICHUECOTPYIHHUKA O IpUeMe Ha padoTy;
Konwus npukasa o npueme Ha padborty;
TpynoBoii 10roBop;
Cornacue Ha 00pabOTKY MEPCOHAIBHBIX TaHHBIX;
CnpaBka 0 Hanmuuuu (OTCYTCTBHM) CYAUMOCTH W (Wiu) (pakTa YroJOBHOTO TMpe-
CJIEI0OBaHUS;
Komuu moxymeHTOB 0 KBamupuKauu (JOKYMEHTHI TI0 aTTeCTalluN );
e Konuu J0KyMEHTOB KypCOB MOBBIIICHHS KBATU(UKALNH;
e Komuu mnocnenyromux MOPUKAa30B [0 JUYHOMY COCTaBy, KOTOpPBIE KacaroTCs
pabOTHUKA;
e JlomoiHUTENBHBIE COTIALLIEHUS K TPY0OBOMY JOTOBOPY;
e Komnuu nHBIX JOKYMEHTOB COTPYIHUKA (IPU HEOOXOIUMOCTH);
e JIucT 03HaKOMJICHUS JIMYHBIM JIETIOM;

3.7.2. Exeroguyro  TPOBEPKY COCTOSIHUSI JIMYHOTO Jeja IeIaroroB M COTPYAHHKOB
VYypexneHns Ha NPeIMET COXPAHHOCTH BKIIIOUEHHBIX B HETO JOKYMEHTOB U CBOEBPEMEHHOE
3aloJIHeHHWe, 10 pe3yjibTaTaM KOTOPOTO BHOCHTCS 3amuch 00 O3HAKOMJIEHHWH (COTJIACHO
npuioxeHus Ne2)

4.IIOPAJOK YUETA U XPAHEHMUSI INYHBIX JEJ ITIEJAT'OI'OB 1
COTPYJIHHUKOB YYPEXJIEHWSI
4.1 XpaHeHue U y4eT TUYHBIX JeJl MeIJarOrOB U COTPYAHUKOB Y UPEKACHUS OPTaHU3YIOTCSI
C TEJIBI0 OBICTPOTO W 0E30MMOOYHOTO TOWCKA JIMYHBIX 1], OOCCIICUeHHSI UX COXPAHHOCTH, a
Takke oOecredeHus KOH(DHUIESHIIMAIBHOCTH CBEICHUHN, COJAEPIKAIIMXCS B JOKYMEHTaX JTUYHBIX
JIeJT, OT HECAaHKITMOHHPOBAHHOTO JJOCTYIIA:

. TpynoBble KHMKKU XpaHITCs OTAEIBHO B celipe aupexTopa YupekaeHus;

. MeauuuHcKe KHIKKE XPaHATCS OTNIENbHO B ceiide nupexTopa YupeKIeHus;

. JIOJDKHOCTHBIE MHCTPYKLIMM XPAaHATCS B  OTHEIBHOM IHAlKe Yy JAUPEKTOpa
Yupexaenus.



. Jlnunasie kapTouku paboTHUKOB (hopma NeT.2.) XpaHSATCS B OTIAEIHHOW Marke y
JUPEKTOPA Y UPEKICHHUS.

. JIuuHOe €0 KaXAOro COTPYJHMKA XPAaHUTCS B IalKe CKOPOCIIMBATENIE B
KaOMHeTe TUpEeKTOpa YUpeKIeHHUs.

. JIOCTyIl K JIMYHBIM JIeJIaM [1€aroroB U COTPYIHUKOB YUPEKAECHUS UMEIOT TOJIBKO
3aMeCTUTENb JUPEKTOpa 110 y4eOHOH padoTe, AUPEKTOP Y UpexkIeHNUs.

. Cucrematuzanyst JIMYHBIX [l MEJaroroB U COTPYJHHUKOB  YUpEeXIEHUs
MIPOU3BOIUTCS B a(paBUTHOM MOPSIJIKE.

. JInuHble Aena MeJaroroB U COTPYAHUKOB YUpEXICHMs, XpaHATCS 75 JeT ¢ roaa

YBOJIbHEHUS paOOTHHKA.
5.NO0PAJJOK BbIJAYU JIMYHBIX AEJ BO BPEMEHHOE I1OJIb30BAHUE

5.1 Beiava TU4HBIX el (OTAENIbHBIX JOKYMEHTOB B COCTAaBE JJMYHOTO JIej1a) BO BPEMEHHOE
MOJIb30BaHKE TPOU3BOJMUTCS C pa3pelieHus JupeKTopa Yupexaenus. Bpems paboTsl orpaHuyu-
BaeTcs MpeAeiaaMu OIHOTro pabodero nHg. B xoHie pabodero AHS 3aMECTHUTENb JUPEKTOpa MO
yueOHoll paboTeols3aH yOemIuThCSI B TOM, YTO BCE JIMYHBIC JI€NIa, BBIIAHHBIE BO BPEMEHHOE
M0JIb30BaHKE, BO3BPAILICHBI HA MECTO XPAHEHHUS U €CTh JIK HEOOXOAUMOCTb JUIS IPUHATHS MEP K UX
BO3BPAILECHUIO WIIN PO3BICKY.

6. OTBETCTBEHHOCTbDb

6.1 Ileqarorn W COTPYAHMKH YUpexAeHUs O00sA3aHbl CBOEBPEMEHHO IPE/ICTaBIIATh
CEKpEeTaplo CBeACHUs 00 U3MEHEHUU B NEPCOHAIbHBIX JAHHBIX, BKIIOUEHHBIX B COCTaB JIMYHOIO
nena.

6.2 PabGoropartennb obecrieunBaeT:

. COXPAHHOCTb JIMYHBIX JI€J1 [1€1arOroB U COTPYIHUKOB Y UPEKICHMUS;

. KOH(UIEHIIMATBHOCTh CBEACHUM, COAEpkAIIMUXCS B JIMUHBIX Jielax MeJaroroB u
COTPYJHUKOB YUpEXKICHUS.

7. IPABA

7.1. Inst obecrieyeHus 3alUThl NEPCOHAIBHBIX JaHHBIX, KOTOPbIE XPAHATCA B JIMYHBIX
JieJIax MeJaroroB u COTPYJHUKOB Y UpEKIEHUS,

NeAaroru U COTPYAHUKH YUpeK/IeHUs UMEIOT IPaBo:

. [Tomy4yuTh MONHYI0O MHPOPMALMIO O CBOMX MEPCOHAJBHBIX JIAHHBIX M 00paboTKe
STHX JIaHHBIX;

. [TosydnTh AOCTYI K CBOUM NEPCOHAIBHBIM JIaHHBIM;

. [TonyunTh KONMMHU, XpaHSAILIUECS B JIMYHOM JIeJie U COJAEp)Kalllue MEepPCOHAIbHbBIE
JIaHHBIE.

. TpeboBaTh UCKIIOYEHHS WIIM UCIPABIECHUS HEBEPHBIX UJIM HETMOJIHBIX MEPCOHAIb-

HBIX JaHHBIX
padorogaresib UMEET MPABO:
. OO6pabaTbIBaTh NEPCOHAIBHBIE JAHHBIE IEJArOr0B U COTPYAHUKOB YUPEXKIECHUS C
HX PaspClICHusA, B TOM YHCJIC U HAa 3JICKTPOHHBIX HOCUTCIIAX
. 3anpocuTh OT MEAAaroroB M COTPYAHMKOB YUPEXKICHUS BCIO HEOOXOIMMYIO
nH(pOpPMALIHIO.



OHI/ICI),ZIOKYMeHTOB, HUMCIOIIMNXCA B IMYHOM JICJIC

(®.1.0.)
Ne | HaumeHoBaHuE TOKYMEHTA [ara Kon-Bo | JlaTa Kem
n/n BKJIIOYE- | JIMCTOB | U3BATUA U3BAT
HUS JOKYMEHTa | TOKYMEHT
JIOKYMEH- IIPUYMHA
Ta B
JMYHOE
Je110
1 | BHyTpeHH:s OnUCh JOKYMEHTOB
2 | AHkera
3 | ABTobuorpadus
4 | Konuu nokymeHToB 00 00pa3oBaHuu
5 | 3asBnenue pabOTHHKA O MpHEeMe Ha paboTy
6 | Komus npukasa o npueme Ha paboTy
7 | TpynoBoii 1orosop
8 | Cormacue Ha 00pabOTKy TEpCOHAIBHBIX
JTAHHBIX
9 |CopaBka 0  Hamuuuu  (OTCYTCTBHH)
CYIMMOCTH U (WiM) ¢akTa yroJoBHOTO Ipe-
CJICZIOBAaHUS
10 | Komuu JOKYMEHTOB O  KBalIH(HUKAIUU
(TOKYMEHTBI 110 aTTECTAIIH )
11 | Konuu [AOKYMEHTOB KypCOB IOBBILICHUS
KBaJTU(DUKAITIH
12 | Komnu  mociemyromux — MPHUKa3oB IO




JUYHOMY COCTaBYy, KOTOpPbIE KacaroTcs
paboTHUKA

13 | JonomHUTENbHBIE COTIAMICHHS K TPYIOBOMY
JIOTOBOPY

14 | Konuu MHBIX TOKYMEHTOB COTPYIHHUKA (TIPU
HEO0OXO0IMMOCTH)

15 | JIuct 03HaKOMIIEHUS JIUYHBIM JIEIOM




JIMCT O3BHAKOMJIEHH A C JIMYHBIM JIEJIOM

Ne TToamuce dUO Hara

1. C IUYHBIM IE€I0M
O03HAKOMJIEH

2. C IUYHBIM I€I0M
03HAKOMJIEH

3. C IUYHBIM I€I0M
03HAKOMJIEH

4, C IUYHBIM JEJIOM
O3HAKOMIJICH

5. C IUYHBIM JEJIOM
O3HAKOMJICH

6. C INMYHBIM OEJIOM
O3HAKOMJICH

7. C INMYHBIM OEJIOM
O3HAKOMJICH

8. C INYHBIM OEJIOM
O3HAKOMJICH

9. C INMYHBIM OEJIOM
O3HAKOMJICH

10. C INYHBIM OEJIOM
O3HAKOMJICH

11. C IUYHBIM JEI0M
03HAKOMJIEH

12. C IUYHBIM [EJIOM
03HAKOMJIEH

13. C IUYHBIM [EJIOM
03HAKOMJIEH

14. C IUYHBIM JEI0M
03HAKOMJIEH

15. C IUYHBIM [EJIOM
03HAKOMJIEH

16. C IUYHBIM [EJIOM
03HAKOMJIEH

17. C IUYHBIM JEI0M
O03HAKOMJIEH

18. | C nuyHbBIM OeIoM
O3HAKOMJIEH

19. | C nu4HBIM O€I0M
O3HAKOMJIEH

20. | C IUYHBIM IEIOM
O3HAKOMJIEH

21. | C IUYHBIM IEIOM
O3HAKOMJIEH

22. | C IUYHBIM IEJIOM
O3HAKOMJIEH

23. | C IUYHBIM IEIOM
O03HAKOMJICH

24. C IUYHBIM OEJIOM

O3HAKOMJICH




25.

C IUYHBIM JIEJI0M

O3HAKOMJICH

26. | C IMYHBIM IEJIOM
O3HAKOMIJICH

27. C IUYHBIM JEJIOM
O3HAKOMJICH

28. C IUYHBIM JEJIOM
O3HAKOMIJICH

29. | C IUYHBIM IEJIOM
O3HAKOMJIEH

30. | C IUYHBIM IEJIOM
O3HAKOMJIEH

31. | C IUYHBIM IEJIOM
O3HAKOMJIEH

32. | C IUYHBIM IEJIOM
O3HAKOMJIEH

33. | C IUYHBIM IEJIOM
O3HAKOMJIEH

34. C IWYHBIM OEIIOM
O3HAKOMJIEH

35. | C IUYHBIM IEJIOM
O3HAKOMJIEH

36. C INYHBIM OEJIOM
O3HAKOMJICH

37. | C ITUYHBIM IEIOM
O3HAKOMJICH

38. | C IUYHBIM IEIOM
O3HAKOMJICH

39. | C IUYHBIM IEIOM
O3HAKOMJIEH

40. | C IUYHBIM AEIOM
O3HAKOMJICH

41. | C IUYHBIM AEI0M
O3HAKOMJIEH

42. | C TU4YHBIM JEIOM
O3HAKOMIJICH

43. | C TU4YHBIM JEIOM

O3HAKOMJICH




