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[Tonoxenne
0 TIOPAZIKE BEJIEHHS THUHBIX JIE/ [1€arorHIecKux
paGOTHHKOB H IPYTUX COTPYAHHKOB MyHHIUIAILHOIO GIOJUKETHOIO
JIOMIKOIBHOTO 00pa30BaTeNLHOTO yupexk/ienns «CTapoKyMasaHCKHil IeTCKHH cat »
MaMaIbIIICKOro MyHHIHNAIBHOTO paitona Pecny6anki Tataperan

1.OBIIME TMOJIOXXEHNUA

1.1 Hacrosmee [lonoxkeHnHe onpeesseT MOPAIOK BEICHHS JIMYHBIX Je/T TIEaroros u COTpYIHAKO]
MYHHIHTIATLHOTO GHOKETHOTO 00111e00pa3oBaTeIbHOT0 yHPEKACHHA MBJIOY «CrapokyMa3aHCKHI TeTCKHI
cany MaMaablIcKoro MyHHIENATLHOTO paitona PecnyGmiku Tataperan (najiee — YVIpekaCHHE).

1.2 Jluumoe jgemo pabOTHHKA — COBOKYITHOCTh JAOKYMEHTOB TEPCOHATLHOTO ydera. COMCpKaluL
cBeeHUs 0 pabOTHHUKE ¥ €ro TPYMOBO#H JIeATeIbHOCTH.

1.3 Tlonosenue pa3pabOTaHo B COOTBETCTBHU ¢ DefepalbHbIM 3aKOHOM OT 29.12.2012r. Ne 273-@!
«O6 obpazoannn B Poccuiickoit @Denepaunu»:  PerepaibHbM 3aKOHOM 0T 27.07.2006 Ne 152 «(
MepcOHATbHBIX JaHHBIX» B PEJaKIMH OT 30 mexabps 2020 roza . MeTOAMYECKHMH PEKOMEHIALHAMI
PocapxuBa, Ykazom [Ipesnnenta P® or 30.05.2005 Ne 609 «O6 yreepikaenun [TonoxeHus 0 MEPCOHATbHBL
JAHMHBIX FOCY/IAPCTBEHHOTO cyxatero Poceniickoit (Peepallii 1 BEICHHH €10 JIHYHOTO Jie/1a» B PE/ARIHAI O
23 moas 2019 roza . Tpynosoii Kogexcom Poceniickoit ®enepaiini . Ko11eKTHBHBIM JOTOBOPOM H YCTaBO!
YupexaeHus.

2. TIOPSIJTOK ®OPMUPOBAHU S JIMYHBIX JIEJT COTPYJIHMKOB
2.1 ®opmupoBaHHE JHYHOrO [ejla MeJaroros H COTPYIHUKOB Yupesxaenuss MPOU3BOINTC
HEMOCPEACTBEHHO MMOCTe IpHeMa Ha paboTy B Yupei/eHne WIH TCPCBOZa Meaaroros COTPY/IHUKOB #
Apyroro 06pa3oBaTeNbHOIO YUPEKICHHS.

2.2 Tlpu mocTyrieHuH Ha paboTy compyonuk npedocmasifem (npu HATUHUL):

. TTacriopT MM UHOM JIOKYMEHT, yI0CTOBEPSIOLIHE JINYHOCTD:
. CrnpaBKy 0 HaM4uK (OTCYTCTBAH) CYIAHMOCTH U (unn) akTa yrojgoBHOIO [IPEC/ICIOBAHUS,
. JIOKYMEHT BOMHCKOTO y4ueTa (1T BOeHHOOOS3aHHBIX JIUIL);

. JlokymenT 06 obpa3oBaHHH:

. Tpy10BYIO KHHIKKY

L 3astBIieHHE O TIPHEME (MU 0 TIepeBo/ie) Ha paboTy:

. MeauUHHCKYIO KHIKKY!

. AsTobuorpaguro;

. JIOKYMEHT 0 KBATH(HKAIH (aTTeCTallHOHHBIH JIHCT):

. V 10CTOBEPEHUS O MPOXOKIACHIH KYPCOB:

. CTpaxoBoe CBUAETENLCTBO MEHCHOHHOIO CTPAXOBAHUA,

. UnenTruKamoHHbIH HOMEP HaTOT OMIaTe/IbIIHIKA;

. CpueTenbCcTBO 0 Opake:

B CBHAETEILCTBO O POXKICHHH JIETEH;

. JIOKYMEHTHI O HarpakICHHH.

o CkopocimBareib
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. TPY/10BO# JOTOBOP B JIBYX IK3EMILIAPax:
. HpHKa3 O IpHeMe Ha paboTy;

. JTHYHYK KapTodky NeT-2.
Padomoeodamens sHakomum:

. ¢ YeraBoM YupexIeHus;

. ¢ JIomKHOCTHOM HHCTPYKLIHEH:

. ¢ [IpaBuaamyl BHYTPEHHETO TPY/10BOIO PacropsiiKa;

. ¢ ITonoxkenuem 00 omare TpyJa ¥ IPeMUPOBAHHUH;

. ¢ KonnekTHBHBIM JIOTOBOPOM:

. ¢ [TonoxenueMm o nopsijike 06paboTKH NEPCOHAIBHBIX JaHHBIX:

. NPOBOJMT BBOAHBLA HMHCTPYKTK, HHCTPYKTax [O OXpaHe Tpyja Ha padodeM Mec

RHCTPYKTAK 110 TIPOTHBOMOKAPHOI 0€30MacHOCTH, 110 aHTHTEPPOPUCTHYECKOI 3aIHIEHHOCTH.

3. TIOPSAJTOK BEAEHM JIMYHBIX AEJ ITEJATOI'OB U COTPY IHUKOB

3.1 JIugHOE /€10 I1eJaroToB U COTPYIHMKOB YUpeik/ieHHs BeJleTCsl B TeYeHNe BCero nepuo,ia padol
K2KTOTO TIelarora U COTPYIHHKA.

3.2 dopmupoBaHde JHYHOTO Jena pabOTHWKA TPOM3BOAMTCS paboTolaTeNeM He MO3AHEE IMf
pabouuX JHei Co s 3aKII0UeH s TPYA0BOrO 0roBopa i TOMBKO MOCTE MOTY4eHus OT padOTHHKA COrac:
z2 06paboTKy ero NepcoHaIbHbIX JaHHbIX.

3.3 JIMCTHI JOKYMEHTORB, [IOMELLEHHEIX B INYHOE JIEN0, MOUTeKaT HyMEpariu.

3.4 JIoKyMeHTBI IOMELIAKTCS B MATKY - CKOpocimipartesb. IIpi yBoibHeHHH paboTHHKA BCE IHCTBI
THYHOIO JIe1a U3BIMAKOTCs M3 CKOPOCIIMBATE MANKU, IPOIIHBAIOTCA HUTKAMH H C/1al0TCs B apXHB.

3.5 BHYTpeHHsS OTHCh JOKYMEHTOB, HMEIOIIMXCS B JIMYHOM Jefe. JIOJKHA COMCPKaTh CBEICHHA
NOPSJKOBBIX HOMEpaX. HAHMEHOBAHHAX [OKYMEHTOB Jela, KOJMYECTBE JIMCTOB, JaTaX BK/IIOUCH
JOKVMEHTOB B IMUHOE JI€J10 W U3bSTHS U3 JeN1a, a TAKKe KEM H3bAT JOKYMEHT U 110 KaKOH MpHIHHE.

3.6 BHYTpeHHSS ONMHMChH COCTABJISETCS Ha OTAETBHOM JIHCTE MO YCTaHOBIEHHON (opme (cormac
npusiokernio Nel). JIncTel BHYTPEHHEH OMACH HYMEPYIOTCA OTAETILHO.

3.7 Bemenue IMUHOrO Je/1a NpeiycMaTpUBaeT:

3.7.1. [loMemmenHe  AOKYMEHTOB., IOAIEXKAIMX XPaHEHHIO B cOCTaBe JIMYHBIX Jlel, B XP
HOJTOTHYECKOM MOPsIKE:

* BryTpeHHsq onuch J0KYMEHTOB!
e Ampkera;
e ApToOuorpadus;
o Konuu goxkymMeHTOB 00 00pa30BaHuu;
3asBacHUE COTPYAHUKA O TTpHEMe Ha paboTy:
Konus mpukasza o mpHeme Ha paboty;
Tpynosoii norosop;
Cornacue Ha 006pabOTKY MepCOHANbHBIX TAHHBIX!
CrnipaBka 0 Hanu4uu (OTCYTCTBHH) CYAMMOCTH U (MnH) (aKkTa yroJ0BHOrO MPecie 0Banus:
Kommy 1OKYMEeHTOB 0 KBaTH(hHKAIHH (JOKYMEHTHI 110 aTTeCTanm);
Konuy JI0KYMEHTOB KypcOB IOBBILIEHHS KBATH()UKALIMK]
Konuw moceyiomux MPHKA30B M0 JHIHOMY COCTaBY, KOTOPbIE KacaloTes paboTHHKA:
JloToIHHTEILHBIE COTTIAMIEHUS K TPYJOBOMY JIOTOBODPY,
o Konmm WHEIX JOKYMEHTOB COTPYAHUKA (TIPH HEOOXOUMOCTH):
e JlucT 03HAKOMJICHHS THYHBIM JI€JIOM;

3.7.2. ExkeromHy0  NPOBEPKY COCTOSHHS JHYHOTO /ieJIa [eIarOroB H COTPYHUKOB YUpekIeH A
MpeMET COXPAHHOCTH BKJIFOYEHHBIX B HEro JOKYMEHTOB W CBOCBPEMEHHOE 3allOJIHCHHUC, TIO Pe3yibTat:
KOTOPOr'0 BHOCHTCS 3alTHCh 00 03HAKOMIICHHH (COrNACHO MpHuokKeHus Ne2)

e @ e @

4.ITOPAIOK YUETA U XPAHEHUSI TUYHBIX JEJ INEJATIOTIOB 1
COTPYJTHHUKOB YUPEKJEHUAA
4.1 XpaHeHue M y4eT IMYHBIX JCJ M€]ATOr0B H COTPYIAHHUKOB YUpEKICHHS OPraHH3YIOTCA ¢ LE/IE
GBICTPOTO M 0e30IHMBOTHOr0 MOMCKA JHYHBIX fAell. 00eCTeueHHs MX COXPaHHOCTH, a TaKke obecrieveH



o — é
kondHICHUMATEHOCTH CBEICHHI, copepiKaluxces B AOKYMEHTax JMYHBIX ACT. OT HECAHKIHOHHPOBAHE
mocTyna

. Tpya0Bble KHHKKA XPaHATCA OT/CTEHO B crianmbHe TyMOOUKE 3aBelyIOMETO VuapexaeHus:

. Me THIHHCKHE KHIKKHA XPAaHATCA OTIC/IBHO B crianbie TyMOOUKe 3aBEYIOMIETO Vypexae!

. TloTAHOCTHbIE HHCTPYKI[UH XPaHATCA B OTNE/IBLHOM MAlKe y 3aBe/1yOLIEro VupexKaeHns.

. re1e KapTodkH paDOTHHKOB (popma NeT.2.) xpansTes B OTJIebHOM TarnKe y 3aBeayion
3 gD ICHHSR

. Nwasoe 1670 Kak/JI0T0 COTPYIHUKA XPAHUTCA B [TALIKE ckopocLIHBarene B CHalbHe TyMO(
W spea ICHHAS
| . TlocTy K THYHBIM Jie/1aM MeJaroros H COTPY/HUKOB YUPEKICHHA UMEIOT TOIBKO 3aBENYI0
Iy speacERS

. (poreMarHialys JTHYHBIX [eN MearoroB M COTPYAHHKOB YUpeXIeHUs MPOH3BOAMT
asdesmTHOM MOPAIKE.

. Twansie 7e1a 1earoros U COTpyHUKOB VypeKaeHUsl, XPaHATCs 75 ner ¢ roja yBOJIbH

, 3 TTOPSITOK BBIIAYH JUYHBIX JEJI BO BPEMEHHOE TOJIb30BAHHUE

’! 51 Bsiiaua JTHYHBIX Zen (OTACHBHBIX JOKyMEHTOB B cOCTaBe JIMYHOro jeia) BO BpeME
ssomam@e MPOW3BOIMTCA C PA3PEHICHAA 3aBCIYIOIEr0 Y UpeikJICHA. Bpems paboTsl OrpaHHHHB:
| npeacaamm oaHOTO padoHuero AHA. B konie pabodero 1usa japeyfoluil 00s3aH yOemuThCA B TOM. 211

je7a. BbLIAHHBIE BO BpCME‘HHDﬁ NOJIL30BAHUE, BO3Bpalll€Hbl Ha MECTO XpaHeHH:A H €CT

i LS . A

| MOCTS U1S IPHHATHS MEP K HX BO3BPAIICHUIO HIIH PO3BICKY.
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6. OTBETCTBEHHOCTb
41 Tle1arord | COTPYAHHKH YUPEKICHUSA 00g3aHBl CBOEBPEMEHHO MPENCTABIATE 3aBCIYIC
o6 H3MeHeHHH B MEPCOHANIBHBIX TAHHBIX, RIJTFOYEHHBIX B COCTAB JIMYHOrO Acja.

CBEACHHA

42 PabortoaaTedb 00eCCUNBACT:
. COXPaHHOCTh THIHBIX JIE] [IeIaroroB ¥ COTPYIHAKOB Y UPEeXKACHIA,

. KO-H('])HJ@HLIHBJ'[BHOCTB cBeJCHMH, coaepKaluxca B JIMHYHBIX JeJax IIc

1aroroB ¥ COTPYT

VypexacHHS.

7. MPABA
7 1. Jl1s obecredeHs 3alIAThI IEPCOHANbHBIX J@AHABIX, KOTOPBIE XPAHATCA B JIHIHBIX Jc/ax el

STPYTHHKOB YUPEKICHNUS, NMEIOT IpaBo:
CBOMX TIePCOHANBHBIX JIAHHBIX H 00paboTKe 3THX Jar

. TToay4HTh MOJIHYIO MHGOPMAITHIO O

. HOJ}"{HT]) ocTyll K CBOUM HEPCOH&"I]:HI:IM IaHnHBIM?

. [To:yIHTH KOIIMH, XPaHAUIHECS B JITTHOM JieNTe 1 coIepKallne NePCOHATBHBIC TARHDIC.

. TpeGoBaTh HCKIIHOYCHAS HIH yCTpaBneH sl HeBEPHBIX HIM HETIOTHBIX MepCOHANbHBIX Jat

paboToaTe/b UMEET IIPaBo:
¢ OGpabaTbiBaTh I1ePCOHANBHBIE JAHHBIC 1e1aroro

paspellieHHs, B TOM YHMC/IC U Ha 3ITEKTPOHHBIX HOCHTEIAX:
. 3anpocHTh OT MENIAroros U COTPYAHNKOB VupesKieHHs! BCIO He0OX0AMMYI0 uHpopMaIHK

B W COTPYAHHKOB Y UPC/KISHHA



Onuck JOKYMEHTOB. AMEIOUINXCA B THYHOM JIeTc

#

(®.1.0.)

Ne  HamveHoBaHHE JOKYMCHTa

Hara
BKITIOYE-
HUsA
JIOKyMEH-
Ta B
JAUYHOE
JIeJ1o

Kon-8o
JIUCTOB

Jata

H3BATHS
JIOKYMEHTa

KeMm u3pat
JIOKYMEHT

BuyTpeHHAS ONKCh NOKYMEHTOB

L EKCTS

AsTOOHOTpaQHA

L Konum 10KyMeHTOB 00 00pa3oBaHuy

5 | 3asmieHHe paGoOTHHKA O pueme Ha paboTy

5 Komus npHKasa o mpueMe Ha paGoty

[ py 1080H I0TOBOP

M IacHe

pa 00paboTKy IepcoHalbHBIX

9 Cppasxka 0  HaIA4HHA (OTCYTCTBHH)
cyammocTH 1 (Miu) ¢akTa yroJoBHOTO Ipe-
CA€N0BaHHA

0 Kommm  JOKYMEHTOB O  KBalMQuKauuu

( FOKYMCHTEL 10 aTTecTalyn)

Konue  TOKYMEHTOB KypCOB  MOBBILLCHHS
kBaTHOHKALMH

MpPHKA30B no
KacaroTca

Konux
THYHOMY
paboTHHKA

[OC/IeAYOINX
COCTaBY. KOTOpbIE

TlonoTHATeIbHBIC COMIAIICHUA K TPY1I0BOMY
J0TOBOPY

14 Konuu MHBIX JOKYMEHTOB COTpYAHHKA (ripr
1#e00X0IMMOCTH)

15 | JIucT 03HaKOM/ICHHA JIHIHEIM IETOM
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