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ITonoxenue =
O TIOpSJIKE BEICHHUs JIMYHBIX JICJT NEarOruIeCKux
paGOTHUKOB H JPYTHX COTPYAHHKOB MyHHIUTIAIEHOTO OIOIKETHOT'O
JIOIIKOJIBHOr0 00pa30BaTEIbHOTO yUPECKICHUS «HMKHEKY3TYHUHHCKUH JETCKHUI caj»

MaMa[bIIICKOro MyHHIMNAIbHOTO paifona PecryGmku TatapeTan

1.OBIIME ITOJIOXKEHU A

1.1 Hacrosmee IlonoxxeHHe ompeneiseT MOPANOK BEJCHUsS JHYHBIX €N IeJaroros H
COTPY/AHHUKOB MYHHIMIIAJIEHOTO OI0KETHOTO 0611e006pazoBaTEILHOTO yUpexACHUs
MBJIOY -«HimKHeKy3ryHUHHCKII  eTcKui cagy — Mamansnuckoro MyHHIHMNATLHOTO paiiona
PecnyGmuku Taraperan (nanee — YUpeKIeHUE).

12 Jluuysoe neno paGOTHHKA — COBOKYHMHOCTH MIOKYMEHTOB I€PCOHAIBHOrO y4CTa,
COZIEpIKAIUX CBEEHHUsI O PaGOTHHKE U €ro TPYAOBOH NEATEIHLHOCTH.

1.3 Tlonoxenue pa3paboTaHO B COOTBETCTBHHU ¢ DesiepallbHbIM 3aKOHOM OT 29.12.2012r. Ne
273-®3 «O6 obpasopanuu B Poccuiickolt denepanun»; PenepatbHbIM 3aKOHOM OT 27.07.2006 Ne
152 «O mepcoHaNBHBIX JAHHBIX» B pemakuud oT 30 nexabps 2020 roma , MeTomMyYeCKUMH
pexomennausimu Pocapxupa, Ykazom Ilpesuzenra P® ot 30.05.2005 Ne 609 «O6 yTBEp)KICHUH
[ToN0XeHUs O MEPCOHATBHBIX JaHHBIX OCYJIapPCTBEHHOIO CIy>Kallero Poccuiickoit denepanuu 1
BEJICHUH €ro JIMYHOTO fAenay B penakuuu ot 23 mons 2019 roxa , Tpynosoi Konexcom Poccuiickoi
denepanun , KoNIEKTHBHBIM JIOTOBOPOM M yCTaBOM Y UPEXKICHHSL.

2. TIOPSIIOK ®OPMUPOBAHNSI JIMYHBIX JIEJI COTPY THUKOB
2.1 ®opMHPOBaHHE JMYHOTO J€/Ia NEJaroros 1 COTPYAHUKOB YUPEIKACHUS MPOH3BOAUTCS
HEMOCPEACTBEHHO TOcHe NpHeMa Ha paboTy B YUPEKICHHE WM IEpeBOja ME/aroros M
COTPYIHHKOB U3 IPYroro o6pa3oBaTebHOTO yUPEKACHHS.

2.2 Ilpu mocTymieHuy Ha paboTy compyoHuK npedocmasiaem (npu Hanuvuu):

. [1acropT MM HHOM JOKYMEHT, yJI0CTOBEPSIOIIMH JIAIHOCT;

. CrnpaBky O Hamu4ud (OTCYTCTBHUM) CYIAMMOCTH H (umu) ¢akra yroJOBHOTO IIpe-
ClleJOBaHUS;

. JIOKYMEHT BOMHCKOTO y4eTa (JUIsl BOCHHOOOsI3aHHBIX JIL);

. JloxymeHT 00 06pa3oBaHUH;

. TpynoByIO KHHXKKY;

. 3agsienne o mpueMe (WK 0 EPeBojIe) Ha paboTy;

. MeIUIMHCKYIO KHHXKY;

°- Astobuorpaduro;

. JloKyMeHT 0 KBauKalHH (aTTeCTAllMOHHBIA JIHCT);

. VY nocToBepeHHst O IPOX0XKACHHH KYPCOB;

. CTpaxoBoe CBHIETEILCTBO IIEHCHOHHOTO CTPaXOBaHHS;

. UnenTHHUKANMOHHBI HOMEP HATIOrOILIATE/IbIIMKA;

. CBHIETEIBCTBO O Opake;

. CBHIETENHCTBO O POXKICHHUH JETEH;

. JIOKyMEHTBI O HarpaXXJICHHH.

. CkopociuBareib



. TPYIOBOH JOTOBOP B JIBYX K3EMILISIpax;

. IpUKa3 o mpueme Ha padory;

. TUYHYIO0 KapTouky NeT-2.

Paboomooamens 3nakomum:

. ¢ YcraBoM YUpexkIeHUS;

. ¢ JIOJ>KHOCTHOM MHCTPYKIUEH;

. ¢ [IpaBunamu BHYTpEHHETO TPYIOBOI'O PACHOpsAKa;

. c [Tonoxxennem 00 orare Tpyaa U IPEMUPOBAHHH;

. ¢ KosiekTuBHBIM 10roBOpOM;

. c [Tonoxxennem o mopsiake 0OpabOTKH MEePCOHATBHBIX JaHHBIX;

. IIPOBOJIUT BBOAHBIM MHCTPYKTaXX, MHCTPYKTAX 110 OXpaHe Tpyda Ha pabouem MecTe,

MHCTPYKTaX I10 MPOTUBOIIOKAPHOI 0€301MacHOCTH, 110 aHTUTEPPOPUCTHUECKON 3aIIUIIICHHOCTH.

3. ITOPAJJOK BEJEHW A JIMYHBIX JEJI IIEJATOI'OB 1 COTPY/JHUKOB

3.1 JInuHoe [eno neaaroroB U COTPYIHUKOB Y UPEKICHUs BEIETCS B TEUEHUE BCETO IEpUOa
paloThI Ka)KJ0ro MeJarora U COTpyaHMKa.

3.2 ®opMUpOBaHUE JIMYHOTO Jiejla pabOTHHUKA MPOU3BOJIUTCS pabOTOAATENEM HE IO3/HEE
IATH pabo4MX JHEW cOo AHS 3aKIIOUEHUs TPYIOBOI'O JOTOBOPAa U TOJIBKO IOCIE MOJIYYEHUS OT
paOoTHHKa coryiacusi Ha 00pabOTKY €ro NepCOHANbHBIX JaHHBIX.

3.3 JIMCTBI JOKYMEHTOB, TIOMELICHHBIX B JUYHOE JEJI0, IIOJIEKAT HyMEpaluu.

3.4 JIoKyMeHTHI IOMELIA0TCs B MAIKY - ckopociuBaTelb. [Ipu yBonbHeHUN pabOTHUKA BCe
JIUCTBI U3 JIMYHOTO JIeJ1a U3bIMAIOTCS U3 CKOPOCIIMBATENIS MallKH, IPOIIUBAIOTCS HUTKAMH U CIAI0TCS
B apXUB.

3.5 BHyTpeHHss ONMCh JOKYMEHTOB, MMEIOUIMXCS B JMYHOM JI€J€, JOJDKHA COAEP/KATh
CBEICHHUS O MOPSIKOBBIX HOMEPAX, HAMMEHOBAHUIX JOKYMEHTOB JI€J1a, KOJIMYECTBE JIMCTOB, J1aTax
BKJIFOUEHUS JOKYMEHTOB B JINUHOE JIEJI0 U U3BATHS U3 JIeN1a, a TAKKE KEM U3bAT JIOKYMEHT U 110 KaKoi
IIPUYUHE.

3.6 BHyTpeHHSsII ONMHCh COCTaBISETCA HA OTACIBHOM JIHCTE IO YCTaHOBJICHHOW (opme
(cornacHo mpuioxkeHuto Nel). JIMcTel BHyTpeHHEN OMUCH HYMEPYIOTCS OTAEIBHO.

3.7 BeneHue TU4YHOrO J1€1a NMPeayCMaTPUBAET:

3.7.1. Ilomemienne  JOKYMEHTOB, MOAJIEKAIMX XPAHEHUIO B COCTaBE JIMYHBIX JIEJI, B XPO-
HOJIOTHYECKOM TOPSIKE:

e BHyTpeHHsIS ONUCH JOKYMEHTOB;
AHkera;
ABTtobuorpadus;
Konuu nokymeHntoB 00 o0pa3zoBaHuH;
3asBIeHUE COTPYAHHUKA O pUEeME Ha paboTy;
Konus npukasza o npueme Ha paborty;
TpynoBoii 10roBop;
Cornacue Ha 00pabOTKY MEPCOHAIBHBIX TaHHBIX;
CrpaBka 0 Haiuyuu (OTCYTCTBHM) CYAMMOCTH M (WiM) (akTa yrojloBHOTO Ipe-
CJIEI0OBaHMS;
Konuu nokymMeHTOB 0 KBaTHM(PHUKAIUHU (JOKYMEHTHI [10 aTTECTAINH);
Konuu n1okyMeHTOB KypcOB MOBBIIIEHUS KBaTU(PUKALIIN;
Konuu nocnenyromux npruka3os 10 JIMYHOMY COCTaBy, KOTOpbIE KacaloTcs pabOTHUKA;
JlononmHUTENBHBIE COMVIAIIEHNS K TPYAOBOMY J0TOBOPY;
Konuu uHBIX JOKYMEHTOB COTPYIHHUKA (ITPU HEOOXOAUMOCTH);
e JIucT 03HaKOMJIEHMS JINYHBIM JIETIOM;

3.7.2. ExxerogHyt0o  IPOBEpPKY COCTOSHHS JIMYHOIO [€Jla IIEaroroB U COTPYAHHKOB
VYuypexneHrus Ha TMpeAMET COXPAHHOCTH BKJIIOYEHHBIX B HETO0 JOKYMEHTOB M CBOEBPEMEHHOE
3aI0JIHEHHE, 110 PE3yJIbTaTaM KOTOPOTO BHOCUTCS 3alMCh 00 03HAKOMJICHHUH (COTJIACHO MPHIIOKEHUS

No2)



4.11IOPAJOK YUYETA U XPAHEHUSA JIMYHBIX JEJ HIEJAT'OI'OB U
COTPYJHHUKOB YUYPEXJIEHUA
4.1 XpaHeHue U y4yeT JIMYHBIX €]l IIEaroroB U COTPYAHUKOB YUPEKIECHHSI OPraHU3YIOTCS C
LEJIBI0 OBICTPOro M 6€301IMO0YHOr0 MOMCKA JIMYHBIX e, 00eCIeUueHHsI UX COXPAaHHOCTH, a TaKKe
obecriedeHrsT KOH(PUICHINATBHOCTA CBEICHHM, COAEP)KAIIMXCS B JOKYMEHTAaX JUYHBIX e, OT
HECAaHKIMOHUPOBAHHOIO JOCTYIIA:

. TpynoBbie KHIKKH XPAHITCS OTACIBHO B KAOWHETE 3aBEIYIOIIETO YUpEexkJICHUS,

. MenuuuHCKIEe KHIDKKH ~XPaHATCS  OTHCNIIbHO B KaOWHeETe 3aBEyIOIIETO
YupexneHus;

. JIOJDKHOCTHBIE MHCTPYKIIMM XPAHATCS B OTICIBHOW TIallKe Yy 3aBEAYIOIIETO
Yupexaenus.

. Jlnynbie kapTOuku paboTHUKOB (hopma NeT.2.) xpaHATCS B OTIEIBHOM IManke y
3aBEIYIOLLETO Y UpEKICHUSA.

. JInuHOE JeTI0 KaXI0TO COTPYIHUKA XPAHUTCS B MAIIKE CKOPOCIIMBATENE B KaOWHETEe
Yupexaenus.

. JIOCTyn K JIMYHBIM JIeJIaM IEJaroroB M COTPYAHUKOB YUPEXKICHHS UMEIOT TOJBKO
3aBEeNYIOMINIA YUpexKACHHUS.

. CucremaTuzandss JUYHBIX JIe TEAAaroroB H  COTPYAHHKOB  YUPEXKICHUS
MIPOU3BOUTCS B aI(paBUTHOM TOPSIJIKE.

. JIludHbIe Aena MeJaroroB W COTPYAHUKOB YUPEKACHHS, XpaHATCS 75 JeT ¢ roja

YBOJIbHCHUSI pa0OTHHKA.
5.H0PAJOK BbIIAYU JIMYHBIX JEJ BO BPEMEHHOE IIOJIb30BAHUE
5.1 Beiaua au4uHbIX A€ (OTAENbHBIX JOKYMEHTOB B COCTABE JIMUHOTO JI€J1a) BO BPEMEHHOE
I0JIb30BaHKE MPOU3BOJIUTCS C pa3pellieHus 3aBeyIomero Yupexiaenus. Bpems paGoTsl orpaHnyu-
BaeTCs MPEJISIIaMU OJTHOTO pabouero JHs. B koHIle pabouero qHs 3aBeAyromuii 00s3aH yOSIUTHCS B
TOM, YTO BC€ JUYHBIC JENia, BBIJAHHBIE BO BPEMEHHOE IMOJh30BaHHE, BO3BpAIEHbI HAa MECTO
XpaHCHUA U €CTh JIU HGO6XOI[I/IMOCTB JJId TIPUHATUA MCP K UX BO3BPAIICHHUIO UJIN PO3BICKY.

6. OTBETCTBEHHOCTD

6.1 Ilexaroru W COTPYAHUKH YUpeKIEHUS O00s3aHBl CBOEBPEMEHHO MPEAOCTaBIATh
3aBe]1y1-0HleI>i CBCIACHUS 06 N3MCHCHUU B HepCOHaJ'II)HI:IX JaHHBIX, BKIIFOUCHHBIX B COCTaB JIMYHOI'O
Jena.

6.2 PaboromareiL oOecrieunBacT:

. COXPAHHOCTH JIMYHBIX JIENT MEaroroB U COTPYAHUKOB Y UpeKICHUS;

hd KOHq)HI[GHHI/IaHI)HOCTB CBCI[GHI/II\/JI, conepmamnxca B JIMYHBIX J€JIaX II€eJaroroB "
COTPYTHUKOB YUPEXKICHUS.

7. IPABA
7.1. Inst obecrieueHus 3alUThl IEPCOHABHBIX JaHHBIX, KOTOPBIE XPAHITCS B TMYHBIX JE/Iax
[I€JJarOroB U COTPYIHUKOB Y UPEKICHUSA, UMEIOT IIPaBo:

. [TonyunTs OJIHYI0 HHPOPMAIIUIO O CBOMX MEPCOHATBHBIX JAHHBIX U 00pabOTKe ATHX
JTAaHHBIX;

. [TomyuuTs OCTYI K CBOUM MEPCOHATHHBIM JTAHHBIM;

. [lonyunTs KOMUHU, XpaHAIIMECS B JMYHOM JIeJie U COJepKalllie IepCOHAIbHBIC
JTAaHHBIE.

. TpeboBaTh UCKIIOUEHUS WA UCIIPABICHUS HEBEPHBIX MU HETIOIHBIX MEPCOHATBHBIX
JTAHHBIX

paboronarenb UMEET IPaBo:

. OO6pabatbIBaTh EPCOHANIBHBIE TaHHBIE IE1ar0rOB U COTPYAHUKOB YUPEKICHHS C UX
paspelieHusi, B TOM YHUCII€ U Ha 3JIEKTPOHHBIX HOCUTEISIX;

. 3anpocuTh OT TENaroroB M COTPYAHUKOB YUpEeXJIEHUS BCIO HEOOXOAUMYIO
H(pOpMALIHIO.



Onuch TOKYMEHTOB, HMEIONTUXCS B TMIHOM JIEJIE

(®.1.0.)
Ne | HaumeHoBaHuEe TOKYMEHTa [ara Kou-Bo | JlaTta KeM uzbsar
n/m BKJIOYE- | JIUCTOB | U3BSTHS JOKYMEHT
HUS JIOKYMEHTa
JIOKYMEH-
Ta B
JUYHOE
JIEJI0
1 | BHyTpeHHss onuch TOKYMEHTOB
2 | AHkera
3 | ABrobuorpadus
4 | Konuu nokymMeHTOB 00 00pa3oBaHuu
5 | 3asBnenue pabOTHHKA O IpHEMe Ha padoTy
6 | Komus npukasza o nmpueme Ha paboTy
7 | TpynoBoit 1oroop
8 | Cormacue Ha 00pabOTKy MeEepCOHATBHBIX
TAHHBIX
9 | CopaBka o  Hamuuuu  (OTCYTCTBHH)

CyIuMOCTH U (uiu) gaxTa yroJaoBHOIO Ipe-
CJIeZIOBAaHUS

10 | Komum  JOKYMEHTOB O  KBaH(HKAIUH
(ITOKyMEHTHI 10 aTTeCTaI1N)

11 | Konuu [AOKYMEHTOB KYypCOB HOBBILICHUS
KBaJTM(DUKAIIH

12 | Komun  mocnefyromux  OPUKa3oB IO
JUYHOMY COCTaBYy, KOTOpPBbIE KacaroTcs
paboTHHKA

13 | JlonomHUTENbHBIE COTTAIICHUS K TPYAOBOMY
JIOTOBOPY

14 | Konuu UHBIX TOKYMEHTOB COTPYAHMKA (IIPH
HEOOXOIMMOCTH)

15 | JIuct 03HaKOMIIEHUS JIUYHBIM JIEJIOM




JIMCT O3BHAKOMJIEHHMA C JIMYHBIM JIEJIOM

Ne IToanuck OdUO [ara

1. C IUYHBIM JEJIOM
O3HAKOMIJICH

2. C IUYHBIM JEJIOM
O3HAKOMJICH

3. C IUYHBIM JEJIOM
O3HAKOMIJICH

4, C IUYHBIM JEJIOM
O3HAKOMJICH

5. C IUYHBIM JI€JI0M
03HAKOMJIEH

6. C IUYHBIM I€I0M
03HAKOMJIEH

7. C IUYHBIM JEI0M
03HAKOMJIEH

8. C IUYHBIM JEI0M
03HAKOMJIEH

9. C IUYHBIM JEI0M
03HAKOMJIEH

10. | C nu4HBIM OeIoM
03HAKOMJIEH

11. C IUYHBIM JEI0M
03HAKOMJIEH

12. | C nuYHBIM J€I0M
O3HAKOMIJIEH

13. | C nuYHBIM J€I0M
O3HAKOMIJICH

14. | C nUYHBIM J€IOM
O3HAKOMJICH

15. | C nuYHBIM J€I0M
O3HAKOMIJICH

16. | C nUYHBIM JEIOM
O3HAKOMJICH

17. | C nUYHBIM J€I0OM

O3HAaKOMJICH




