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1.OBIIHUE ITOJIOKEHHASA
.1 Hacrosmee [TonoxeHne ompenenseT MOPSIOK BENECHUA JIMYHBIX [E IeHaroroB U
COTPYAHUKOB MYHHIIMIATILHOTO OIODKETHOTO 00IIe00pa3soBaTENbHOrO YUIPEKACHUST « »

CabuHCKOro MyHHIUIAIBHOTO paifona Pecry6nuku Tatapetad (nanee — Y4IpexIeHue).

1.2 Jlnunoe neno pabOTHMKA - COBOKYMHOCTh JOKYMEHTOB IT€PCOHAJIBHOTO YUeTa,
COACPIRALILIN CBE/ICHMS O Pa0OTHHKE U €ro TPYIOBOH AEATETBHOCTH.

|.3 Tlonoxenue paspaborano B coorBeTcTBuu ¢ TK, denepanpHblM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHanbHBIX JaHHBIX», MeTONUYeCKHIMH peKoMeHanusaMu Pocapxusa,
Ykasom Ipesunenta PO ot 30.05.2005 Ne 609 «O6 yrBepixaenuu [lonoxeHus 0 IEPCOHABHBIX
JaHHBIX FOCYIAapCTBEHHOr0 ciryxamero Poceuniickoli deneparius U BEICHUHU €I0 JITYHOTO JETIay,
KOMIEKTHBHBIM JIOTOBOPOM U YCTaBOM Y UPEXKIEHHS.

2. TOPSIJIOK ®OPMHUPOBAHUS JTUYHBIX JEJI COTPYIHUKOB
2.1 @opMHpOBAaHME JIMYHOTO [eja I[eJaroroB X  COTPYAHHKOB  YUPEKICHHA
NIPOM3BOAMTCS HEMOCPEICTBEHHO I[IOCIE IpreMa Ha paboTy B YUpeXACHHE HIHM IIEPEBOIA
1eJaroroB U COTPYIHUKOB H3 IPYroro 00pa3oBaTEIbHOIO YUPEKACHHUS.

2.2 TlpHu NOCTYIUIEHHH Ha PaboTy compyOHUK npedocmasnaem (npi HAAUUUL):

. [TacropT WJIM WHOH TOKYMEHT, YAOCTOBEPSIOIINY JTMIHOCTE;

o CripaBky 0 HanMuuy (OTCYTCTBHH) CYAMMOCTH M (MyH) (paKTa yroJOBHOTO IIpe-
CHe/LIOBAH AL

. JIoKyMEHT BOMHCKOTO yuera (IJ1s1 BOSHHOOOS3aHHBIX JIUIL);

. Joxyment 06 0O6pazoBaHuu;

. TpyaoBYIO KHHXKKY;

. 3asBrenHne o npueme (HIH 0 IepeBoie) Ha paboTy;

. MeIULUHCKYIO KHHKKY;

. ABToGuorpaduto;

. JlokyMeHT 0 KBamupHuKanuy (aTTeCTal[OHHEIH JIUCT);

. Y IOCTOBEPEHHUS O MPOXOXKIEHUH KYPCOB;

J CTpaxoBO€ CBUETENBCTBO IIEHCHOHHOTO CTPaXOBaHUS;

. M aeHTu()UKAMOHHEIH HOMEP HAJIOrOIIIATEbINHKA,

. CBHIETENBCTBO O Opake;

. CBH/ETENBCTBO O POIKAEHHH AETEH,

. JIOKYMEHTBI O HAarpaKICHHH.

Pabomooamens opopmnsaem:

. TPYI0BOH JOrOBOP B ABYX SK3EMILISIpax;

» [IpuKa3s o npuemMe Ha 1:)860'1‘}’;



¢ ¢ [Nonoxxennem 06 omJiare Tpyaa 1 IpEMHUPOBAHUH,

. ¢ Ko/meKTHBHBIM 10TOBOPOM;
. ¢ [Tonoxenuem o nopsiake 00pabOTKU NEPCOHATBHBIX TAHHBIX;
o IIPOBOAMT BBOJHBIH HHCTPYKTAXK, HHCTPYKTAXK I10 OXpaHe Tpy/a Ha paboueM MecTe,

HHCTPYKTAXK T10 MPOTHBOIOYKAPHOH 0€30MMacHOCTH, M0 aHTHTEPPOPUCTHUECKOH 3aIUIIEHHOCTH.

3. NOPAAOK BEAEHUS TMYHBIX JEJ ITEJAT'OI'OB 1 COTPYJHUKOB

-
repuo/a paboTbl Ka)Ka0ro Mejarora 4 COTpyIHHKA.

3.2 ®opMHpOBaHUE JIHYHOTO Jea pabOTHHKA IPOU3BOIUTCS paboToIaTeNIeM HE O3IHEE
nsaTH pabounx JHEH co OHS 3aKIFOYEHUs TPYZOBOTO NOTOBOpa M TOJIBKO IIOCIE MOJIYYEHHS OT
padoTHUKa cornacusi Ha 00paboTKy ero NepCcoOHAIbHBIX JaHHBIX.

3.3 JIMCTBI IOKYMEHTOB, TIOMEIIEHHBIX B JIMYHOE JEJI0, I0JIeKaT HyMEpalHH.

3.4 JloKyMeHThI OMELIAIOTCS B MANKY - CKOPOCIIMBATeNb. [Ipy yBONBHEHHH paOOTHHKA
BCE JTHMCTLI W3 JIMYHOIO JIeja U3BIMAIOTCSI M3CKOPOCIIMBATENS IAllKU, IIPOLIUBAIOTCS HUTKAMH H
Cat0TCsl B apXHB.

3.5 BHyTpeHHsS ONKMCh NOKYMEHTOB, UMEIOIIUXCS B JUYHOM JieJie, NOJDKHA CONEpXKaTh
CBeJICHHUS O MOPSIKOBBIX HOMEpax, HaMMEHOBaHHUSIX JOKYMEHTOB JI€)1a, KOJIMYECTBE JIUCTOB, TaTaX
BKJIIOUEHHS JJOKYMEHTOB B JIMTUHOE JeN0 U M3BATHS U3 JeJa, a TAaKXKe KeM HU3bIT JOKYMEHT H II0
KAKOH MpHUMHE.

3.6 BHyTpeHHsis OMUChH COCTAB/ISIETCS] Ha OTAEIBHOM JIMCTE 10 YCTAaHOBJIEHHOH (opme
(cornacHo mpunoskeHuto Nel). JIMCTEI BHYTpEHHEH ONUCH HYMEPYIOTCs OTHEIBHO.

3.7 BeneHne TUYHOTO AeNia NpeAyCMaTPHUBAET: '

3.7.1. Ilomemiene  MTOKYMEHTOB, MOMJIEKAIIUX XPAHEHUIO B COCTaBE JIMYHBIX HEN, B
XPOHOJIOTHUECKOM TOPSIAKE:

o BHYTpeHHss ONHCh TOKYMEHTOB;

o AHKeTa;

e AptoOuorpadus;

e Konuu noxymeHToB 00 00pa3zoBaHUH;

o 3asBlIeHHEeCOTpYIHHUKA O TpHeMe Ha padoTy;

o Komus npukasa o npueme Ha paboTy;

e Tpynosoitl norosop;

o (Cornacue Ha 00pabOTKy NMEPCOHANBHBIX NaHHBIX;

¢ (CrnpaBka O HaJIM4YUU (OTCYTCTBHH) CyIHMOCTH M (WIM) (pakTa yroJIOBHOTO IIpe-
ClIeIOBAHUS;

e Konuu JOKYMEHTOB O KBaJTH(pHUKAIUK (JOKYMEHTHI II0 aTTeCTallH);

e Komuu TOKYMEHTOB KypCOB IOBBIIIEHHUS KBATH(DUKALIHY;

o Komun mnocnemyromux MIPHKAa30B [0 JIMYHOMY COCTaBy, KOTOPBIE KacaroTCs
paboTHUKA,;

e JloronHuTesbHbIe COrNALIEHHS K TPYIOBOMY IOTOBOPY;

o  Koruu HHBIX JIOKYMEHTOB COTpYAHHUKA (TIPH HEOOXOIUMOCTH);

o JlucT 03HAKOMJICHHS JIMYHBIM JEJIOM;

3.7.2. ExxeromHy:0  MpPOBEPKY COCTOSHUS JIMYHOI'O [€Jjla IIE€JaroroB M COTPYIHHKOB
YupeskaeHns Ha MpeiMeT COXPAHHOCTH BKJIIOYEHHBIX B HETO JOKYMEHTOB H CBOEBDEMEHHOE
3QM0THEHHe, 110 Pe3ybTaTaM KOTOpPOro BHOCHTCS 3amUCh 00 O3HaKOMIJIEHHH (COTJIAaCHO
npuiioxkeHust Ne2 )

4 HOPSHJIOK YUETA U XPAHEHUS JTUYHBIX AEJ HEJATOI'OB U
COTPYJHHNKOB YUPEXIEHWA
4.1 XpaHeHHe U yUeT JTUYHBIX JIeJI IeAaroroB U COTPYIHUKOB Y UpEKACHUS OPraHU3yIOTCs
C 1eNbio ObIcTporo W 6e30mMUO0YHOro IMOMCKa JIMYHBIX Jel, 00eCledeHusT UX COXPaHHOCTH, a

3.1 JluuHoe meno TMemaroroB COTPYOHUKOB quenmeHHﬂ BEOCTCA B TCUCHHUEC BCCIO_



TaKyke odecreueHus [\'0H(1)H,ILCHLLH'&III)I-IOCTH CBE,E[EHI'IIL"I, CoOepKamuxcs B JOKYMEHTaX JIMYHBIX
Je 0T HeCAHKLMOHMPOBAHHOIO AOCTYIIA:

. Tpy10BbIE KHHKKM XPAHSTCS OTAETBHO B Cefi(e mupexTopa Y UpexkIeHus;

. MenuiiHCKIe KHIDKKH XPAHATCs OTAETBHO B cefie MupeKTopa Y UperaeHus;

. JIOJDKHOCTHBIE MHCTPYKUMH XpaHATCA B OTHENBHOM IMamke y MUpeKTopa
YypexaeHus.

. JInusble kapTouky pabotHukoB (popma NeT.2.) XpaHsATCS B OTACIBHOM IalKe y
AUPEKTOPa Y uperKaeHHsl. .

° JlngyrHoe €70 KaXJOro COTPYAHHKA XPaHHMTCA B IIalke CKOPOCHIMBATENIC B
kabuHeTe IHpeKTopa Y YperkaeHuUs.

° JIOCTYI K IMUHBIM JIeJIaM [Ie{aror0B K COTPYJHUKOB Y UPEKASHHS HMEIOT TOJIBKO
ceKpeTapb, JHPEKTOp Y YpeiKaeHHUS.

. CucTeMaTHsalusi JWYHBIX Jed IENaroroB ¥ COTPYIHHKOB YUPEKICHHA
POM3BOIUTCS B al(haBUTHOM MOPSIIKE.

. JIMuHblEe Jeja MEeJaroroB M COTPYAHUKOB YUpEXKIEHHUs, XpaHATes 75 JIeT ¢ roxa

YBOLHEHIS pabOTHHKA.
5. 1I0PSAIOK BbIIAYM JIMYHBIX JEJ BO BPEMEHHOE IIOJIb30BAHHUE
5.1 Belaaua TMYHBIX e (OTHETBHBIX JOKYMEHTOB B COCTABE IMTHOTO /ieNa) BO BPeMEHHOE
[07b30BAHUE TPOU3BOJHUTCA C PA3PEIIEHAs IUPEKTOpa YUpexaeHus. Bpems paboTbl Orpanu K-
BaeTCsl NpeieaMu OHOTO pabodero aHs. B KoHIe paGouero s cexperaph 00s3aH yOenuThCS B
TOM. YTO BCE JIMYHbIEC [eJa. BbIIaHHBEIE BO BPEMEHHOE IIOJB30BAHUE, BO3BPAIICHBI HA MECTO
NXPAHCHIS 1 eCTh JTH HEOOXOAMMOCTb ISl IPHHATHS MEP K HX BO3BPAIIEHHIO HIIA PO3BICKY.

6. OTBETCTBEHHOCTD

6.1 IMeparord M COTPYAHHKH YUPEXKIEHHsS OOA3aHBI CBOCBPEMEHHO MPEICTABILATH
cexpeTapro cBejieHus 00 M3MEHEHUH B NEPCOHATBHBIX JAHHbIX, BKIFOUCHHBIX B COCTAB JIMYHOT'O
Jena.

6.2 PaGoTomarenab 00eCIIEUNBAET:

. COXPAHHOCTb JIMYHBIX JIeJI [IEAroroB U COTPYAHMKOB Yupexnenus,

. KOH(MIEHIMATBFHOCTE CBEICHUH, CONEPIKAIIUXCS B JMYHBIX JCjax NeNaroros n
COTPYAHIKOB Y UpeKIACHHUSI.

7. IPABA

7.1. Jlns obecrevyerust 3allUThl IEPCOHANBHBIX JAHHBIX, KOTOPbIC XPaHATCAd B JIHYHBIX
Aeax nearoroB U COTPYJIHHUKOB Y UpEKICHHS,

[1eATOrH H COTPYAHUKH Y UpeKASHUS UMEIOT IIPaBo:

. [Tony4yuTh MOMHYIO MH(QOPMAIMIO O CBOUX IEPCOHAIBHBIX AAHHBIX H obpaboTke
ITHN AaHHDBbIX]

. [ToayduTh JOCTYI K CBOMM II€PCOHATBHBIM JaHHBIM;

. [ToMy4uTs KOIHH, XPAaHAIIMECS B JIMYHOM JEJl€ M CONEpPKAIINE NEPCOHATBHBIC
JaHHBIE.

. TpeGoBaTh HCKIIOUEHHS MIIM HCTIPABJICHUST HEBEPHBIX MM HETOJIHBIX IEpCOHAIIE-
HBLIX AadHHBIX

paboTonaTe/b UMEET MIPaBo:

. OGpabarsiBaTh NEPCOHANBHBIE TAHHBIC I€IarOr0B ¥ COTPYHUKOB Yupexnenus ¢
HX paspeLieHHsl, B TOM YKCIIE ¥ Ha SMCKTPOHHBIX HOCHTEILIX;

. 3anpocuTh OT TENAroroB M COTPYAHHKOB YUPEKICHHSA BCHO HE0OX0IUMYIO

1H(OPMAaLHIO.
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Omnuce JOKYMEHTOB, UMEIOMHNXCA B JIUYUHOM J[€JIC

(®.11.0.)

No | Hanmenosanme JIOKyMEHTa
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Ta B
JUYHOE
JIEJI0

Komn-Bo
JIUCTOB

Hara

HU3BATHUSL
JOKYMEHTa

Kem
H3BAT
JOKYMEHT _

BH)'TPGHI—MH OINUCb JOKYMEHTOB

AHKeTa

Aprobuorpadus

loojtol—

Komuu nokymMeHToB 00 00pasoBaHUN

T

SagpieHne paboTHUKA O IIpHeMe Ha paboTy

Konus npukasa o npuemMe Ha paboty

i

6_|

7 | Tpy/noBoH 10roBop

8 ’Cornacne Ha 00paboTKy IEePCOHATBHBIX

| ABHHBIX

g }(‘ﬂp{lBKﬁ 0 Hannuud  (OTCYTCTBHH)
| cysuMoCTH U (uiH) (aKTa yrojgoBHOTO Ipe-
ClIeIOBAHMUS

10 | Komuu  TOKYMEHTOB O
(JLOKYMEHTBI [10 aTTECTALIHH)

KBaTH(PUKALIH
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7. ]
Il | Komnun JOKYMEHTOB KypCOB IOBBIIICHH
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15 | JlucT 03HAKOMJICHUS JIMIHLIM eaoM
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JINCT O3HAKOMJIEHVA C JIMYHBIM JEJIOM

No [loanuce 0)5(0) Hata
1. C TUYHBIM ACNIOM
03HAKOMJIEH
2, C AMYHBIM O€70M
| 03HAKOMJIEH
3 {C IIYHBIM J18J10M

O3HaAKOMJICH

|
|
. ; C JIMYHBIM JEJIOM
; 03HAKOMJIEH
5. | C IHuHbIM Je10M
| osmaxomen
0. C JAHYHBIM OEI0M
03HAKOMJICH
7. C ITUYHBIM JEJIOM
03HaKOMJIEH
8. C NUYHBIM I€JI0M
| 03HAKOMJICH
9, | C JIMUHBIM [I€JI0M
03HAKOMJIEH
| 10. C NUYHBIM IEJI0OM
‘ 03HAKOMJIEH
11, C JMMYHBIM J1€TI0M
| O3HAKOMJICH
12, | C nuumbiM e 10M
| 02HAKOMJICH
5 8 C MMYHBIM OCJIOM
03HAaKOMJIEH
' 14. | C nu4HbBIM JeI0M
| 03HAKOMJIEH
15, C JIMYHBIM JEJIOM
| O3HAKOMIICH
16. | C Anunbi JeJIOM
03HAKOMJIEH
1 17. | C nTMYHBIM JIEJIOM
‘ 03HAKOMJIEH
18. C NMMYHBIM OEN0M
O3HAKOMJICH

19, C au4nbIvM Je10M
B ?AB'?!"_"“}Ef\_’fi‘c“ .
20). L C naibiM JETOM
03HAKOMIJIEH
' 21. | C AMYHBIM JENOM
{ 03HAKOMJIEH
| 22. C AUYHLIM ACJIOM
‘ 03HAKOMJIEH
' 230 1 C aruibIM JIeTTOM
. L O3HAKOMJICH
|24, C NMUYHBIM J€JIOM
03HAKOMJIEH




