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1.OBIMUE MOJIOKEHUSA

1.1 Hacrosawmee I[lonoxxeHue onpenenser NOpsAIOK BEICHHUs JIMYHBIX JI€] IEAaroroB 1
COTPYIHUKOB MYyHHMIIMNAIBLHOTO OOJKETHOIO JIOIMIKOJIBLHOTO O00pa30BaTEIbHOIO YUpEKICHUS
«CabuHckuil neTckuii cax oduiepa3zBuBatoniero Buga Ne 2 «OQmiryku» m.r.T. boratsie CaObrl
CabuHckoro MyHHIIMNAIBHOTO paiioHa Pecriyonuku Tatapcrany (nanee — YupexaeHue).

1.2 Jluanoe npeno pabOTHUKA — COBOKYIHOCTHh JIOKYMEHTOB II€PCOHAJIBHOTO Y4YeTa,
COJIep>KaIlINX CBEACHHsS O paOOTHUKE U €ro TPYAOBOIl 1eATeIbHOCTH.

1.3 Tlonoxenue paspaborano B coorBercTBUM ¢ TK, ®DenepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHaJIbHBIX AaHHBIX», MEeTOAMYECKUMHU peKoMeHJauussMu PocapxuBa,
VYxazom [Ipesunenta PO ot 30.05.2005 Ne 609 «O6 yrBepxknenun [lonoxxeHus: o nepcoHaaIbHBIX
JaHHBIX TOCYJApCTBEHHOTO ciyxaiiero Poccuiickoit @enepanuu 1 BEICHUN €T0 JTUYHOTO JENIay,
KOJUIEKTUBHBIM JIOTOBOPOM M YCTaBOM Y UpEXKACHMUSL.

2. IOPAJOK ®OPMUPOBAHMUS JIMYHBIX JEJ COTPYJIHUKOB
2.1 ®opMupoBaHHME JHYHOTO Jeja TMeNaroroB M COTPYAHUKOB  YUpexJACHUS
IIPOM3BOJUTCS HEMOCPEICTBEHHO IIOC/IE NpHeMa Ha paboTy B YUpexJIeHUE WU IepeBoia
MeJaroroB U COTPYAHUKOB U3 APYroro 00pa3oBaTEIbHOIO YUPEKICHHUS.

2.2 Ilpu nocrynneHuu Ha paboTy compyoHUK npedocmasiaem (Rpu HAIUYUU):
+ Ilacropt MM MHOM JOKYMEHT, yIOCTOBEPSIIOIIUN JIMYHOCTD;
* CmopaBky o Hanmuuuu (OTCYTCTBUH) CYAUMOCTH W (UiIH) (akTa yroloBHOTO Ipe-
CJIEIOBaHMS;
* JIOKyMEHT BOMHCKOTO y4eTa (1Ji1 BOEHHOOOS3aHHBIX JIUIL);
» Jlokyment 00 oOpazoBaHuH;
* TpynoByro KHHXKKY;
» 3asBieHue o npuemMe (WK O IepeBojie) Ha paboTy;
* MeauuuHCKYI0 KHUXKKY;
» ABroOuorpaduio;
» JloxymeHT o kBanu(puKauu (aTTeCTallMOHHBIH JIUCT);
*  VY7ocToBEpeHUS O MPOXOKAECHUU KYPCOB;
* CrpaxoBoe CBUIETENIBCTBO IEHCUOHHOIO CTPaxOBaHUS;
* HnentuduxanoHHBIA HOMEp HAJIOTOILIATENbIINKA;
» CBuueTenbcTBO 0 Opake;
» CBUIETENBCTBO O POKACHUU JIETEH;
* JIOKyMEHTBI 0 HarpaxJIeHUH.
Paboomooamens ohpopmnsaem:
* TPYIOBOM OTOBOP B ABYX IK3EMILIAPAX;
* TpUKa3 0 MpHeMe Ha paboTy;
e JUYHYIO KapTouky NeT-2.
Paboomooamens 3nakomum:
* ¢ YCTaBOM YUpexIcHUS;
* ¢ JIOMKHOCTHON MHCTPYKIMEH;
 c [IpaBunamMu BHYTPEHHETO TPYJOBOTO PACIIOPSIKa;
* c [lonoxenuem 06 orare Tpyaa U IPEMHUPOBAHUH;
* ¢ KonnexkTuBHBIM 10roBOpOM;
* ¢ [Tonoxenuem o mopsiike 00pabOTKH MEPCOHABHBIX TaHHBIX;
* TPOBOAMUT BBOJIHBIA MHCTPYKTaXK, MHCTPYKTaX IO OXpaHe TpyJaa Ha paboyeM MecTe,
MHCTPYKTaX [0 MPOTUBOMOXKAPHON O€30MacHOCTH, MO aHTUTEPPOPUCTHUECKOM
3alUIIEHHOCTH.



3. IOPAJOK BEAEHHUSA JIMYHBIX JEJ IEJATOI'OB 1 COTPYJIHUKOB

3.1 JIuuHoe neno menaroroB U COTPYIHHUKOB YUPEXKICHUS BEIETCS B TECYCHHUE BCETO
neproJia padboThl KaXJ10ro Mearora U COTpyIHUKA.

3.2 ®opMupoBaHHUE JTUYHOTO JeNia PAOOTHUKA IPOU3BOIUTCSA paboToAaTeNieM He MO3/JHee
IATH paboOYMX THEH CO THS 3aKJIIOYEHMs TPYIOBOTO JOrOBOpa M TOJIBKO IOCJE IOJIY4YEHHUS OT
paboTHHKA coryiacusi Ha 00pabOTKY €ro MepCOHANBHBIX JTaHHBIX.

3.3 JIuCTBI JOKYMEHTOB, IOMEIEHHBIX B JJMYHOE JI€J10, IOAJIEKAT HyMEpaLHH.

3.4 JIoKyMEeHTHI IOMEIAITCA B MaIlKy-CKOpoclinBareiab. [Ipu yBonbHEeHHH paOOTHHKA
BCE JIMCThI U3 JINYHOTO JIeJ1a U3bIMAIOTCS U3 MANKU-CKOPOCLIMBATENS, IPOIINBAIOTCS HUTKAMHU U
C/IAI0TCSI B apXMUB.

3.5 BHyTpeHHss ONUCh AOKYMEHTOB, MMEIOUIMXCS B JIMYHOM JeJie, J0JDKHA COZIEpKaTh
CBEICHHUSI O OPSIKOBBIX HOMEPAX, HAMMEHOBAHUSX JIOKYMEHTOB JI€]1a, KOJINYECTBE JIMCTOB, JaTax
BKJIFOYEHHUS IOKYMEHTOB B JIMYHOE JIEJIO U U3BATHUS U3 JIeNa, a TAK)KE KEM U3bST JTOKYMEHT U 110
KaKoOH! IPUYHHE.

3.6 BHyTpeHHsIs1 onMCh COCTaBJISIETCS Ha OTIEJIBHOM JIMCTE IO YCTAaHOBJIEHHOH (opme
(cornmacHo npuiioxeHuto Nel). JIncTel BHYTpeHHEH ONKUCH HYMEPYIOTCS OTAEIBHO.

3.7 BeneHue nu4yHOrO /iena NpeaycMaTpuBaeT:

3.7.1. IlomemieHne JTOKYMEHTOB, MOAJEXKAIIUX XPAHEHUIO B COCTaBE JIMYHBIX €I, B
CJIEAYIOIIEM HOPSIJIKE !
BuyTpeHHss onUCh T0KYMEHTOB;
AHkerTa;
ABtoOuorpadus;
Konuu nokymeHToB 06 06pazoBaHuy;
3asBIeHNE COTPYAHUKA O ITpHeMe Ha paboTy;
Konwus npukasa o npueme Ha padorty;
TpynoBoii 10rosop;
Cornacue Ha 00pabOTKY MEPCOHAIBHBIX TaHHBIX;
CnpaBka 0 Hanmuuuu (OTCYTCTBMM) CYIUMOCTH U (WiM) (akTa YrojJoBHOIO Ipe-
CJIeIOBaHMUS;
Konuu 1okymMeHTOB 0 KBaIM(UKALUH (JJOKYMEHTBI IO aTTECTAlMN);
e Konuu 10KyMEHTOB KypCOB HOBBIIIEHUS KBAJIU(UKAIUHY;
e Komuu mnocnenyromux IPUKa30B [0 JUYHOMY COCTaBy, KOTOpPBIE KacaroTCs
pabOTHUKA;
e JlomoiHUTENBHBIE COTIALLIEHUS K TPY0OBOMY JOTOBOPY;
e Komnuu uHBIX TOKYMEHTOB COTPYIHUKA (IPU HEOOXOIUMOCTH);
e JIucT 03HaKOMJIEHMS JINYHBIM JIETIOM;
3.7.2. ExxerogHyto MpOBEPKY COCTOSIHUS JIMYHOIO J€jla IEJaroroB U COTPYAHHUKOB
VYuypexaeHus Ha TMpeIMeT COXPAaHHOCTH BKJIIOYEHHBIX B HEro JOKYMEHTOB U
CBOEBPEMEHHOE 3allOJIHEHUE, I10 pe3yJbTaTaM KOTOPOro BHOCHUTCS 3alUCh 00
03HAKOMJIEHHUH (COTJIacHO MpriiokeHus Ne2)

4. MOPAAOK YUYETA U XPAHEHUSA JIMYHBIX AEJ ITEJATI'OI'OB U
COTPYJHUKOB YYPEXJIEHUA
4.1 XpaHeHue 1 y4eT JUYHBIX /1] [IEaroroB U COTPYIHUKOB Y UPEXKIACHNS OPTaHU3YIOTCS
C LeNbI0 OBICTPOro M 0e30IMO0YHOr0 MOUCKA JIMYHBIX JIeN, 00ecreYeHus UX COXPAaHHOCTH, a
Takke obecredeHHss KOH(PHUIESHIIMANIbHOCTH CBEIECHUHN, CONEpKalINXCAd B JOKYMEHTaxX JIMYHBIX
JIeJ1, OT HECAaHKLIMOHUPOBAHHOIO JJOCTYTIA:
* TpynoBbie KHWKKH XPaHATCS OTACIBHO B ceiihe pyKOBOAMUTENS Y UPESIKICHHUS;
¢ MenuuuHCKME ~ KHW)KKH,  3aKJIIOUEHUE  IPEIBApPUTEIBHOr0  (IEpUOINYECKOIO)
MEAMIIMHCKOTO OCMOTpa (00C/IeIoBaHMsI) XPAHATCS OTAEIBHO Y MEIUIIMHCKON CEeCTphI B
MEIUIIMHCKOM KaOMHETE;



* JIO/DKHOCTHBIE MHCTPYKITUU XPAHSITCS B OT/ICIBHOM MaNKe Y PYKOBOJIUTES Y UPEKICHUSI.

* Jluunble kapTouku paboTHMKOB (popma NeT.2.) xpaHaTcs B OTACTBHOW THamke Yy
PYKOBOJIUTENS Y UPEIKICHUS.

+ JIuuHOE IeN0 KAXKIOrOo COTPYAHHMKA XPAHUTCS B MAIKe-CKOpOCIIMBATENe B KaOWHETE
PYKOBOJIUTENSL Y UPEIKICHUS.

« JlocTynm K JIMYHBIM JeJiaM I[I€IarorOB U COTPYAHUKOB YUpPEXKICHHUS HMEIOT TOJIbKO
PYKOBOJIUTENb Y UPEIKICHUS.

» CucremaTuzanus JMYHBIX JIe] MEAaroroB U COTPYAHUKOB YUpEXKIACHUS MPOU3BOAUTCS B
andaBUTHOM ToOpsAaKe (OTHEIBHO JUIsl  TEJaroroB, MJIAIIIMX  BOCIHUTATEICH,
BCIIOMOTaTEIILHOTO MEPCOHANIA).

» JluuHble J1eN1a MeIaroroB U COTPYIHUKOB YupexaeHus, xpansarca S0 wim 75 net ¢ roaa
YBOJIbHEHUSI paOOTHHMKA (B COOTBETCTBMM €O cTarbei 22.1 denepanbHOro 3aKkoHa OT
22.10.2004 Ne 125-®3 B 3aBUCUMOCTH OT JJaThl OKOHYaHMS — Ttociie win 10 1 suBaps 2003
roja)

5. HOPAJOK BbIJJAYU JIMYHBIX AEJI BO BPEMEHHOE ITOJIb3OBAHUE
5.1 Beraua au4HbIX €7 (OTAENbHBIX JOKYMEHTOB B COCTAaBE JIMYHOTO JIE)Ia) BO BPEMEHHOE
MOJIb30BAaHUE TIPOM3BOAUTCS C pas3pelieHusi PYKOBOAUTENs YupexaeHus. Bpems paboTbl
OTrpaHUYUBAETCS MpeaeaMu OJHOro padouero aHs. B koHIle pabodero qHS pyKOBOIUTENb 00s3aH
yOEIUTHLCS B TOM, YTO BCE JTMYHBIC JIeJa, BEIIAHHBIC BO BPEMEHHOE TI0JIb30BAHUE, BO3BPAIIICHBI HA
MECTO XpaHEHUs U €CTh JIM HEOOXOAUMOCTb JUIsl IPUHATHS MEp K UX BO3BPAIICHHUIO HIIU PO3BICKY.

6. OTBETCTBEHHOCTD

6.1 Ilemarorm W COTPYAHMKH YUpeXJACHUS O0S3aHBI CBOCBPEMEHHO IMPEACTABIATH
PYKOBOJUTENO CBEACHUS OO0 W3MEHEHHWU B TEPCOHANBHBIX JAaHHBIX, BKIIOUEHHBIX B COCTaB
JINYHOTO JIeNa.

6.2 PabGoromartenb obOecrieunBaeT:

* COXpPaHHOCTb JIMYHBIX JEJ MEAAroroB U COTPYIHUKOB Y UPEKICHHUS;

* KOH(UICHIMATBFHOCTh CBEACHMI, COJCPXKAIIMXCS B JUYHBIX JellaX MeAaroroB Hu

COTPYJHUKOB Y UpEKICHUS.

7. IPABA
7.1. Inst obecrieyeHHs 3alIUTHl TEPCOHANBHBIX JaHHBIX, KOTOPbIE XPAHATCA B JIMYHBIX
JieNax MeJaroroB ¥ COTPYIHUKOB Y UpexKICHHUS,

MeJaroru U COTPYAHUKH YUpexKJICHUS UMEIOT MPaBo:

* [lomyuuTs mONHYI0 UHPOPMAILIUIO O CBOMX MEPCOHATBHBIX JAaHHBIX U 00pabOTKe ITHUX
JTAaHHBIX;

+ [lomyuuTs 7OCTYI K CBOUM MEPCOHATBHBIM JTAHHBIM;

* [loayuyuTs KONUHU, XpaHAILIKUEC B JUYHOM JIEJI€ U COAEPIKAIIUE EPCOHATbHBIE IaHHBIE.

* TpeboBaTh UCKIIOYCHHS WIIM MCIIPABJICHHUS HEBEPHBIX WM HETOJHBIX MEPCOHAIBHBIX
TAHHBIX

padoToaaresb UMEET MPaBo:

* OOpabaTbpIBaTh MEPCOHATBHBIC JAHHBIE TIEArOTOB M COTPYAHUKOB YUPEKIECHUS C UX
paspenieHus, B TOM YHCIIe U Ha DJIEKTPOHHBIX HOCUTEISIX;

* 3ampocuTh OT MEAArOroB U COTPYTHUKOB YUPEKICHHS BCIO HEOOX0IUMYI0 HH(OpMa-
U0,



[Tpunoxenue 1

0)11%(93 JOKYMCHTOB, UMCIOIINXCA B IMIYHOM ACJIC

(®.1.0.)
Ne | HaumeHoBanue nokyMeHTa [Hara Koun-Bo Hara Kem
n/m BKJIIOYCHHA | JTUCTOB | U3BATHA HU3BAT
AOKyMCHTa JOKYMEH | JOKYMEHT
B JIMYHOC Ta
0]
1 | BHyTpeHHss onKCh JOKYMEHTOB
2 | Aukera
3 | ABtobuorpadus
4 | Konuu gokymeHTOB 00 00pazoBaHuu
5 | BasBiieHHE COTPYJIHUKA O TPHEME Ha padoTy
6 | Konus npukasa o mpueme Ha paboTy
7 | TpynoBoii 1oroop
8 | Cormacue Ha 00pabOTKy TeEpCOHAIBHBIX
JTAaHHBIX
9 |CopaBka 0  Hanumuuu  (OTCYTCTBHH)
CYAMMOCTH U (W1H) ¢akTa yrojJoBHOTO Ipe-
CIICIOBAaHUS
10 | Komun  JIOKyMEHTOB O  KBaIM(UKAUU
(TOKyMEHTBHI 110 aTTeCTaLUN)
11 | Komun [1OKyMEHTOB KypCOB HOBBIIICHUS

KBaJIM(UKALIMU




12

Konmm  mociemyrommx  NpUKa3oB IO
JUYHOMY COCTaBy, KOTOpbIE KacaroTcs
paboTHHKA

13 | lomosHUTENBHBIE COTIIALICHUS K TPYAOBOMY
JIOTOBOPY

14 | Konuu uHBIX JOKYMEHTOB COTPYAHHUKA (TIpH
He00X0JIMMOCTH)

15 | JIucT 03HaKOMIIEHUS JIMYHBIM [EJIOM




JIMCT OBHAKOMJIEHMA C JIMYHBIM JIEJIOM

Ne IToanuck dUO [ara

1. | C mu4HBIM IeI0M
O3HaKOMJICH(a)

2. | C mu4HBIM JIe710M
O3HaKOMJICH(a)

3. | C muuHBIM J1e710M
O3HaKOMJICH(a)

4, | C InYHBIM OEJIOM
O3HaKOMJICH(a)

5. | C nuuHBIM Je710M
03HaKOMJICH(a)

6. | C IM4HBIM AEIOM
03HaKOMJICH(a)

7. | C IMYHBIM AEJIOM
03HaKOMJICH(a)

8. | C nmnuHBIM IEI0M
03HaKOMJICH(a)

9. | C 1MYHBIM IETIOM
03HaKOMJICH(a)

10. | C au4uHBIM AEI0M
03HaKOMJICH(a)

11. | C nauuHBIM IeI0M
03HAKOMJICH(a)

12. | C 1u4HBIM AEI0M
03HAKOMJICH(a)

13. | C Iu4YHBIM AEI0M
03HaKOMJICH(a)

14. | C au4HBIM AEI0M
03HaKOMJICH(a)

15. | C au4YHBIM AEI0M
03HaKOMJICH(a)

16. | C Iu4YHBIM AEIOM
03HaKOMJICH(a)

17. | C Iu4HBIM AEIOM
03HaKOMJICH(a)

18. | C auuHBIM AEIOM
03HaKOMJICH(a)

19. | C au4uHBIM AEIOM
03HaKOMJICH(a)

20. | C mMuHBIM IeI0oM
03HaKOMJIeH(a)

21. | C mMYHBIM IETI0M
o3HaKoMJIeH(a)

22. | C TUYHBIM JEJIOM
O3HaKOMJICH(a)

23. | C mu4HBIM JIe7I0M
O3HaKOMJICH(a)

24. | C mu4HBIM IeJI0M

O3HaKOMJICH(a)




25.

C IUYHBIM A€eJIOM

03HaKOMJICH(a)
26. | C 1MYHBIM IETI0M
03HaKOMJICH(a)
27. | C 1TMYHBIM IETIOM
03HaKOMJICH(a)
28. | C 1M4HBIM IETIOM
03HaKOMJICH(a)
29. | C 1MYHBIM IETI0M
03HaKOMJICH(a)
30. | C mn4HBIM IETIOM
03HaKOMJICH(a)
31. | C mu4HBIM JA€I0M
03HaKOMJICH(a)
32. | C ITU4HBIM AEJIOM
03HaKOMJICH(a)
33. | C IM4HBIM AEJI0M
03HaKOMJICH(a)
34. | C 1M4HBIM AEJIOM
03HaKOMJICH(a)
35. | C MMYHBIM J€I0M
03HaKOMJICH(a)
36. | C TU4HBIM AEJI0M
o3HaKoMJIeH(a)
37. | C TMYHBIM JIETI0M
03HaKOMJICH(a)
38. | C mMYHBIM IEI0M
03HAKOMJICH(a)
39. | C mMYHBIM IETIOM
03HAKOMJICH(a)
40. | C TMYHBIM EJIOM
03HAKOMJICH(a)
41. | C nTMYHBIM AEJIOM
03HAKOMJICH(a)
42. | C MMYHBIM IEJIOM
03HaKOMJIeH(a)
43. | C TUYHBIM JEJIOM
03HaKOMJIeH(a)
44. | C TMYHBIM AEJIOM
03HaKOMJIeH(a)
45, | C nMYHBIM IEJIOM
03HaKOMJICH(a)
46. | C TMYHBIM IEJIOM
03HaKOMJICH(a)
47. | C TMYHBIM EJIOM
03HaKOMJICH(a)
48. | C MTMYHBIM JEJIOM
03HaKOMJICH(a)
49. | C MTMYHBIM JEJIOM

03HaKOMJICH(a)




