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0 NopsiiKe BeeHUs JTHYHBIX JeJ
neAarorn4ecKHX pabOTHHKOB H APYTHX COTPYAHHKOB
MYHHUHNA/ILHOTO OI0/I3KETHOIO JOIIKOJILHOIO 00pa30BaTe/IbHOIO
yupexaenns «boabwemnnapekuii aerckuii cag «daaykn» CaGuHCKOro
MYHHIMNAJIbLHOIO paiioHa Pecny6nku TaTtaperan»

1.OBHIUE MMOJIOKEHUSA

I.1 Hacrosmee Ilosoikenne ompeenser MOpamoK BeCHHS JTHYHBIX JeJ NEIArOrOB U
COTPYIHHKOB  MYHHLHMIIIBHOTO  OIOJUKETHOTO  00IIe00pa3oBaTelbHOrO — YUpexkACHHs
«bonblIeNIMHApCKUI  IeTCKHH  can  «DILTyKH» CabUHCKOro MYyHHIHIIAILHOTO paifoHa
Pecry6imkn Taraperan (nanee — Vapesxaenue).

1.2 Jlnynoe neno pabGOTHHMKA — COBOKYNHOCTb JOKYMEHTOB [EPCOHAIBLHOIO  yYeTa,
COAEPKAIUX CBEJICHHS O paOOTHUKE U €r0 TPYIAOBOH JAEATETHHOCTH.

1.3 Ilonoxenne paspaborano B coorserctBun ¢ TK, @enepalibHBIM  3aKOHOM  OT
27.07.2006 Ne 152 «O nepcoHaTbHBIX AaHHBIXY», MeTOaMYeCKUMH peKomenganusaMu Pocapxusa,
Ykazom lIpesunenta P® ot 30.05.2005 Ne 609 «O6 yrBepxnennn [Tonoxenns o IIEPCOHAIIBHBIX
JAaHHBIX FOCYIapCTBEHHOTO cllysKaiero Poccuiickoit denepaiiiu v BeIeHHH €ro JIHYHOTO Jie)iay,
KOJUIEKTUBHBIM JIOTOBOPOM U YCTaBOM Y YpeKIEHUSI.

2. IOPANIOK ®OPMHUPOBAHUS JIMYHBIX JEJI COTPYJIHUKOB
2.1 ®opMHpOBaHHE JIMYHOTO JeJia IeJaroroB H  COTPYIHHKOB VYupexaeHus
[IPOU3BOJNTCS  HEIMOCPE/ICTBEHHO IIOCIE MHpHeMa Ha paboTy B Y4Upexk/IeHHE WM MepeBoia
[I€1aroroB U COTPYTHUKOB U3 IPYroro o0pa3oBaTeIbHOTO YUPEKISHHS.

2.2 Ilpu moctynnenuu Ha paboTy compyOnuk npedocmasisem (npu Hanuuuu):

. [laciopT uiiu HHOM TOKYMEHT, YI0CTOBEPSIOIIH THYHOCTD;

. CrpaBky 0 HamMYuM (OTCYTCTBHH) CYJAMMOCTH H (WIIH) (akTa yronoBHOro mpe-
CJI€I0BaHMUS;

. JIOKyMEHT BOMHCKOTO ydeTa (11 BOEHHOOOS3aHHbIX JIHL);

. JlokymeHT 06 06pa3oBanuu;

. TpynoByto xkHuXKKY;

. 3asBieHue O IpUeMe (MM O NepeBo/ie) Ha paboTy;

. MeIMIHHCKYI0 KHHKKY;

. ABTobuorpaduio;

. JIOKyMEHT 0 KBaNH(UKaLKMK (ATTeCTAMOHHBI JHCT);

. Y 10CcTOBEPEHHS O IPOXOXKICHHH KYPCOB;

e CTanOBOC CBUACTCIIBCTBO [ICHCUOHHOI'O CTpaxoBaHHs,



. HI[QHTHq)I/IKaHHOHHbIﬁ HOMep HaJloronnarenpmuka;

. Cuzerenserso o Opake;

. Ceuzerenserso o POXICHUH neTei;

. JokymenTHI 0 HarpaxieHuw,

Pabomooamens ohopmaaem:

. TPYZOBOH I0roBOp B BYX 9K3eMILIsIpax;

. 1pukas o npueme Ha pa6ory;

. JAHYHYIO KapTO4Ky NoT-2.

Pabomooamens SHaKomum:

. ¢ YcraBom Yupexxnenus;

. ¢ JlomkHOCTHOM HHCTPYKLHEH;

. ¢ IlpaBunamu BHYTPEHHET0 TpynoBoro pacropsizka;

. ¢ [Tonoxenuem 06 omare TPylia v mpemMupoBaHUwy;

. ¢ Komnexrusupm JAOTOBOPOM;

. ¢ [Tonoxenuem o TIOpsizike 00paboTKH mepcoHaTbHEIX JaHHEIX
. TPOBOXHT BBOAHBIH HHCTpyKTas, HHCTPYKTaK 10 OXpaHe Tpyia Ha pabouem mecre,

HHCTPYKTaxXx 110 HpOTHBOHO)KElpHOﬁ 6€3OHaCHOCTI/I, 1o aHTHTeppOpHCTquCKOﬁ 3aIMHAIIEHHOCTH.

3. IIOPSIIOK BEJAEHUS JIMYHBIX AEJ INEJAIOroB u COTPYJIHHUKOB

3.1 Jlnunoe neno memaroros g COTPYIHUKOB VYupexeHHs Benercs B TCYEHHE BCero
TICpHOMA pabOThI KaX /1010 enarora u COTPYJHHKA.

3.2 ®opmupoBanue myHOrO AeJ1a pabOTHHKA IPOU3BOIHTCS pabotonarenem He nosamee

3.6 BHyTpenHss omucn COCTABIICTCA HAa OTICILHOM JIHCTE 11O YCTAHOBJICHHOH hopme
(cornmacHo npunoxenuro Nel). JTucrer BHYTPCHHEH ONuCH HyMepytoTCs OT/ICJILHO.

3.7 Benenue nu4nOrO AleJia mpeayemaTpuBaer:

3.7.1. llomemenne AOKYMEHTOB, MOMJIEKAIIHX XPaHEHHUIO B COCTABE JTHYHBIX e, B

CIIEYIOLIEM IO JIKe:
* BHyTpennss onuch JIOKYMEHTOB;

AHKera;

ABTOGHOTrpadus;

Konun noxymenros 06 o0pazoBanuu;

3asBieHne COTpyaHUKA 0 IIpHeMe Ha pabory;

Komus npukasa o npueme na pabory;

Tpynosoii JI0roBOp;

Cornacue Ha 00paboTKy mepcoHanbHbIX JAHHBIX;

CrnpaBka 0 Hammymy (OTCYTCTBHM) cyammocTy u (nm1) dakra yromoszoro npe-

CIT€IOBaHHS;

Konuu noxymentos o KBAJIH(DUKAIMH (JOKYMEHTbI 10 aTTeCTalluu);

* Komun nokymeHTOB KypCcoB moBbmeHs KBaIM(pUKALUK;

* Komuu mocnenyrommx NMPHUKA30B M0 IIMYHOMY COCTAaBY, KOTOpBIE —KacaroTes
paboTHuKa;

¢ JIONOJHUTEIbHBIE COTNIAIEHHS K TPYIOBOMY JIOTOBODY:;
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*  Komnuu unpix AOKYMEHTOB COTpy iHuka (ripu HEeoOX0mmMocTH);
* Jluet osnakomenuy JHYHBIM J1e10M;

3.7.2. Esxeronnyro TIPOBEPKY  cocTosHus nmuunoro ACNIA NEAATOroB M coTpymHukog
Yupexnenns ma lIpeIMeT coxpaHHOCTH BKIIOYCHHBIX B HET0 JOKyMeHTOB j CBOCBPEMEHHOE
SallOJIHEHUE, 10 pesynpTaran KOToporo  BHocuTes sammcr of O3HAKOMIIEHHH (cornacho
TIpuiIoKeHus No2)

4.IIOPSIIOK YYETA U XPAHEHUS] JIMYHBIX AEJ IEJATOr OB 1
COTPYJHUKOB YUYPEXKIEHUSL
4.1 Xpaunenue u YHUCT JINYHBIX el Nefaroros COTPYIHHKOB YupexneHus OpraHu3yroTcs
C LCJIBIO OBICTpOro p Oesoumbounoro TIOHCKa JIMYHBIX e, obecrieyenus ux COXpaHHOCTH, a
Takxe obecnevenys KOH(HACHIHATBHOCTY CBCICHHH, colepxamuxcs p AOKYMEHTAX JIMUHBIX
ACJL, OT HECAHKLIMOHUPOBAHHOTO OCTyma:

. Tpynoseie KHHXKKH XPaHATCS OT/eNbHO B cerde 3aBeyIOIIEero quemaeﬂnﬂ;

. Memununckne kumkin XPaHATCS OTACIBHO B cefidhe 3aBEAYIOLIEro Yupesknenus

. HomxuoctHble HHCTPpYKLMM XpaHsiTcs g OTACTLHOH mamke y 3aBe/YIOIIero
Yupexennus.

. JInunsie kaprouxy paboTHuKoB (popma NeT.2.) xpansites s OTAE/ILHOH narnke vy
3aBenyromero Yupexnenus.

. JInunoe neno kaxnoro COTPYIHHKA XpaHHTCs B (ailnosoif narnke B kaOWHeTe
3aBeayrolero Yupexaenus.

. Joctyn k nuunbv eman IIEaroroB u coOTpyHHKOB YupexeHus umeror TommKo
3aBelyromui  Yupexnennus.

. Cucremarmsanus JHYHBIX  [Ie1  memarorop y COTPYNHUKOB  YupexxneHus
IPOU3BOUTCA B alipaBHTHOM HOpsIIKeE.

. JInunele nena nenarorop 1 COTPYNHMKOB YupexaeHus, XPaHATCS 75 jiet ¢ rona

YBOJIbHEHUS pabOTHHKA.

5. IOPAI0K BbIIAYH JINYHBIX AEJI BO BPEMEHHOE IMOJIb30OBAHUE
5.1 Bblnaua muunpix gen (OTIeNBbHBIX 10KYMeHTOR B COCTaBe JIMYHOTO JIef1a) BO BpeMeHHoe

JIMYHOTO JIena.
6.2 PaGotomarens obecrieynBaer:
. COXPaHHOCTB JIMYHBIX [€J1 [EeAroroB 1 COTPYIHHKOB Y4peskeHns;
. KOH(UIEHIHATbHOCTE CBCACHHUH, CONEPKAMIMXCS B JTHUHBIX JeNax MeJaroros u

COTPYAHHUKOB Yupex1enus.

7.1. Hﬂﬂ O6€CH€‘{€HI/IH 3alHThI HIEePCOHATBbHBIX HAaHHBIX, KOTOp&IE XPaHSTCA B JIMYHBIX
ACJIax neaaroroB U COTPYAHUKOB yqpe}KIIGHI/Iﬂ,
Ieaaroru u COTPYAHUKH quexc,aeHHﬂ HMEKOT [IpaBo:

. Homyunts nonnyro HHOpMaLMIO 0 cBOnX ICPCOHATILHBIX JaHHBIX M 06paboTke
3THX JJAHHBIX;
. Homyunts noctym k cBomm IEPCOHAIILHBIM JaHHBIM



¢ HOHy‘{HTB KoIuu, XpaHsinuecs B JIMYHOM fejie u CoAepkaliue NepCoOHaANIbHBIE

JIaHHEIe,
. TpeGosaTts HCKIIOYEeHHsI Ui McnpaieHus HCBEPHBIX HMJTH HEMOJIHbIX epPCoOHAab-

. Ob6pabarsisars TICpCOHATIbHbIE TaHHbIE [enaroros y COTPYAHHKOB Yupexnenus ¢

UX PaspelIeHus, B TOM Yuclle 1 Ha SJICKTPOHHBIX HOCHTEJISX;
. 3anpocuts 0T memarorop H COTpYIHHKOB VYupexcnenms gcro HeoOXoauMy10

UHpopmanmio,



Onuce HOKYMEHTOB, HMECIOIIHXCA B INYHOM AcCjie

(®.1.0.)
Ne | Hammenosanue JIOKYMEHTa Jara Kon-Bo | /lara Kem
n/m BKJIIOYE- | JIUCTOB | H3BATHS U3BST
HUS JOKYMEHTa | IOKYMEHT
JIOKYMEH-
Ta B
JUYHOE
JIETI0
1 | BuyrpenHsst onuce JIOKYMEHTOB
2 | Ankera
3 TXBTOGHorpa(bm
4 | Konuu 1okymeHTOB 06 00pazoBaHuu
5 | 3asBiieHue paboTHHKA O Ipueme Ha paboTy
6 | Konust mpukasa o npHemMe Ha paboTy
7 | TpynoBoii JOTOBOP
8 | Cornmacue wna 00paboTKy nepcoHaNbHBIX

JaHHBIX

9 |ChopaBka o0  manmumum (orcyTcTBUH)
CYAHMOCTH U (uiH) hakTa yroJoBHOIro npe-
CIIETOBaHHS

10 | Komun  nokymentos o KBaM(pUKaLUH
(IOKYMEHTBI 110 aTTECTAIl|H )

| ]
T
:

11 | Komur  moxymenToB KYPCOB IOBBIIIEHUS
KBaJIU(pHKALIUU

|

— -




il

Kacarorcs

IIPUKA30B

KOTOpbIe

CoCTaRy,

paboTHuKa

OTIOJTHHTEJIbHBIE COTIAIIEHNS K TPyIOBOMY
Konuu uubx nokymentos COTPYJHHKA (1pH
He00X0IMMOCTH)

5 | JIuCT 03HAKOMIICHUS JINYHBIM JIEJIOM



