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INOJIO)KEHUE
006 00paboTKe 1 3aMHTE NEPCOHATLHBIX AAHHBIX paboTHHKOB
MY HHUHIAIBHOTO OI0/KeTHOIO YUPeKACHUS A0MOMHHTEILHOTO obpa3zoBanus
«/loM AeTCKOro H IHOWIECKOro TYpH3Ma H IKCKYpCHiD»
MockoBcekoro paiiona r. Kazanu

1. O6mne nonoxenns

I.1. Hacrosimee Ionoxenune paspaGoTaHo B COOTBETCTBHH C:

- Konerutyuueii Poccniickoii ®enepanun,

- Tpynoseim konexcom Poccuiickoii ®eneparmn,

- MenepanbHpiM 3akoHOM oT 27.07.2006 Ne 149-03 «O6 HHpOpMaIInH,
HHQOPMAIIHOHHBIX TEXHONOTHSX H 3alMTe HHOPMALHIY,

- QejepanbHbiM 3aKkoHOM OT 27.07.2006 Ne 152-®3 «O NepCOHANIbHBIX
JAHHLIX»,

- Yxasom Ilpesunenta Poccuiickoit ®enepaunn or 06.03.1997 No 188 (B pexn.
or 23.09.2005) «OG6 yTBepkaeHHMH TepevHs CBeNEHMIi KOH(UASHUHATLHOrO
Xapakrepa»,

- hocranosnenuem Ilpasutenscrsa Poccwmiickoit ®enepaimu or 17.11.2007
Ne781  «O6 yrsepknenun IlonokeHus o6 obGecreyeHnu 6e3onacHocTH
HEPCOHWILHBIX  aHHBIX MpH KX 00paboTke B MH(OPMAIMOHHBIX CHCTEMax
NEPCOHANLHBIX JIAHHBIX»,

- liocraHosnennem Ilpasutenscrsa Poccuiickoit ®enepauun or 15.09.2008
No 687 «O06 yrsepxzaenun Ionoxenus 06 0co6eHHOCTSIX 00paboTKH nepcoHaNbHBIX
JQHILIX, OCYUIECTBIACMOM Ge3 HCII0b30BaHMs CPE/ICTB aBTOMATH3ALUMY,

- Yerasom MyHHUMDansHoro G10mKeTHOro YUPEXKACHHS ONOIHUTEIBHOrO
00pasosanus «/loM AETCKOro M IOHOMIECKOro TypH3Ma H 3KCKypcui» MOCKOBCKOro
paitona r. Kasauu (nanee — MBYJ10 «JUTIOTuD»)

[lonojkenne  ycraHaBiMBaeT nNOPSAOK nony4yeHusi, ydvera, o6paborkn,
HAKOIVICHWA M XpPaHEHHS JIOKYMEHTOB, COJEP)KalllMX CBEeEHHs, OTHECeHHBIE K
HEPCOHAILHBIM  IaHHbIM  paboTHukoB MBYJIO «JUTIOTuD». Tlox paboTHHKaMH
HO/APA3YMEBAIOTCS JIMLIA, 3aKIIOYHUBILHE TPY0BO# 10roBop ¢ MBY JIO « JUTIOTH».

1.2, Hens wnacrosmiero ITonowenus — 3ammra NMEepPCOHANBHBIX JIaHHBIX
pabornukos MBYJIO «JUIIOTuD» ot HECAaHKIIMOHMPOBAHHOIO  JI0CTYNa |



pasrnamenus. llepcoHanbHble AaHHBIE BCErAa SBISIIOTCS KOH(UICHIIMAIBHOM,
CTPOTO OXpaHseMoil nH(popMaIHE.

1.3. Jupexrop MBYJIO «JI/ITFOTud» obecrieunBaeT 3ammuTy MEPCOHATBHBIX
JTAaHHBIX PAOOTHHUKOB, COJCPXKAIIMXCS B JIMYHBIX JellaX, OT HEMPaBOMEPHOTO HX
UCIIOJIb30BaHUS WM yTPATHI.

1.4. Jupektop MBY IO «JJHOTud» onpenenser i, ynOoJIHOMOYEHHBIX HA
noyiyueHue, oOpabOTKy, XpaHEHue, IMepejadyy M J0oe Apyroe HCIoJb30BaHUE
MEPCOHANIBHBIX JJAHHBIX PAOOTHUKOB, COACPKAIINXCS B IMYHBIX JeJax.

1.5. Tlon mepcoHanbHBIMM JaHHBIMM PaOOTHUKA MOHUMAIOTCS CBEIEHUS O
dakTax, COOBITUAX U OOCTOSITENIbCTBAX >KU3HU, MO3BOJISIONIUE HUIECHTU(DUIIMPOBATH
€ro JIMYHOCTh W COJEpIKalIUecs B JMYHOM Jieje paboTHHMKA JUOO0 MOoJIexaliue
BKJIFOUEHUIO B JIMYHOE JIEJI0 B COOTBETCTBUM € HacTosuM [losoxxeHuem.

1.6. Ilpu nonydyeHuun, oOpaOOTKE, XpaHEHUU M IMepeAadye MEePCOHATbHBIX
JAHHBIX pPAaOOTHUKOB OTBETCTBEHHBIE JHIA O00S3aHBl COONIOAATH CIEAYIOIIHE
TpeOOBaHMUS:

1.6.1. O6paboTka nepcOHANBHBIX JAHHBIX PAOOTHHKA OCYIIECTBISCTCS B LETAX
oOecnieuenust coodmonenuss Koncruryuun Poccuiickoin @enepauuu, (enepaibHbIX
3aKOHOB, HHBIX HOPMAaTHBHBIX NpPaBOBbIX akToB Poccuiickon denepannu,
COJICUCTBHS B TPYAOYCTPONCTBE, MOBBIIICHUS KBaTU(UKAIINN, 00eCTICUSHUs TNIHON
0e30MmacHOCTH pabOTHUKA M YJIEHOB €r0 CEMbU, a TaKXKe B LEIAX OOecreueHus
COXPaHHOCTH TPHUHAIICKAIIETO €My HMYIIECTBA W MMYIIECTBA YUPEKICHUS MpU
UCIIOJTHEHUH UM JJOJDKHOCTHBIX 00513aHHOCTEH.

1.6.2. TlepcoHanbHbl€ MaHHBIE CIEAYyeT MOJy4aTh JUYHO y paboTHHKA. B
cillydyae BO3HHUKHOBEHHS HEOOXOJMMOCTH TOJYYEHHUS TEPCOHAIBHBIX JaHHBIX
paboOTHHKA y TPEThEH CTOPOHBI CIIEAYEeT M3BECTUTH 00 TOM pabOTHHMKA 3apaHee,
MOJIyYUTh €ro MHCbMEHHOE COrjjaCue€ MW COOOIIUTh pPabOTHUKY O UENsX,
MPEoiaraéMbIX HCTOUHUKAX M CIIOCO0aX MOJIyUYEHHUs IEPCOHANBHBIX JTaHHBIX.

1.6.3. 3ampemaercs moiydaTh, 00padaThIBaTh U MPUOOIIATH K JIMYHOMY ACITY
pabOTHHKAa HE YCTAaHOBJICHHbIE (peepaIbHBIMU 3aKOHAMH MEPCOHAIIbHBIE JaHHBIE O
€ro MOJUTHYECKHUX, PETMTHO3HBIX M MHBIX YOSKICHUAX, YACTHOU KU3HH, YJICHCTBE B
OOIIECTBEHHBIX 00bEIMHEHUSIX, B TOM YHCIIE B TPO(PECCHOHATBHBIX COI03aX.

1.7. IlepconanbHble TaHHBIC, BHECCHHBIE B JIMYHBIC JieJla paOOTHUKOB, MHBIC
CBEICHMS, COJEp)Kallhecss B JIMYHBIX JeJaX, OTHOCATCS K  CBEICHUSIM
KOH(DHUICHIIMATLHOTO XapakTepa B COOTBETCTBUU C DenepalibHbIM 3aKOHOM OT
29.12.2012  No273-®3 «O6 obOpazoBanun» B Poccuiickoit =~ ®Denepanuny,
denepabHBIM 3aKOHOM 00 «ApxuBHOM Jnene B Poccuiickoirt dexpeparum» OT
22.10.2004 Ne 125-®3, T'OCT P 7.0.97-2016 «Cucrema cTaHgapToB IO
uHdopmaruu, OUONHOTEYHOMY U  UW3JaTeIbCKOMy neny. Opranu3aluoHHO-
pacniopsiiuTenbHas JokymeHTalus. TpeOoBaHus K 0pOpMIEHUIO JOKYMEHTOB.

1.8. IlonoxxeHue 00s3aTENBHO K MPUMEHEHUIO JIUIIAMH, OTBETCTBEHHBIMHU 3a
dbopMupoBaHre, BEACHHWE M XPAaHCHHWE JIMYHBIX e pabOTHHUKOB, IMOJyYCHUE,
o0paboTKy, mepegady U J000€ JIPyroe HCIOJb30BaHUE IMEPCOHAIBHBIX JaHHBIX
pabOTHUKOB.



2. ®opMHUpOBaHUE JUYHBIX 1€

2.1. CocTaB 1OKYMEHTOB, BKJIIOUAEMbIX B JINYHOE JI€JI0 PAOOTHHKA, 3aBUCUT OT
JOJDKHOCTH, KOTOPYIO OH 3aHUMAaeT, U CHEIU(UKU ero CIy>KeOHOH JesITeIIbHOCTH.
[lepBoHawailbHO B JIMYHOE JEJI0 TPYNIUPYIOTCS JTOKYMEHTBI, OQOPMIISIONINE
mpoliecc mnpuemMa Ha pabOTy, a BIOCIEACTBUM — BCE€ OCHOBHBIE JOKYMEHTHI,
oTpaxarolue npouecc padboThl B YUPEKICHUU.

2.2. Ilpu nepBoHayanbHOM OGMOPMIICHHH JIMYHOTO Jefia pabOTHUKA B HETO
BKJIFOYAIOTCS CIEAYIONINE JOKYMEHTHI:

— JIMYHOE 3asBJICHHE JIMIA, MPETEHAYIOIIET0 Ha JOJKHOCTh B YUPEKIACHHUU
oOpa3oBaHus;

— aHKeTa YCTaHOBJICHHOUW ()OpPMBI;

— TPYJOBOM JOTOBODP;

— KOIMs MpHUKa3a o mpueMe Ha padoTy;

— KONHUU JIOKYMEHTOB, MOJATBEPKAAIOUIUX MpodeccroHalbHOe 00pa3oBaHueE,
MOBBIIIIEHNE KBaMU(UKAIIMY, HAJTMYUE YUECHON CTENEHU WIM YYEHOTO 3BaHUs (eciu
TaKOBBIE WM KOMUU JOKYMEHTOB, MOJITBEPKIAOITUX 3TH (PAKThI);

— chapaBka 00 OTCYTCTBUU CYJUMOCTH;

— KONHUU PEUIEHUN O Harpa)xKJEHUU rOCy/IapCTBEHHBIMU U BEAOMCTBEHHBIMU
Harpajam, T[PHUCBOCHUU TOYETHBIX M CHEHUAIBHBIX 3BaHUW, NPUCYKICHUU
roCyapCTBEHHBIX MPEMHM U.T.J. (€CIIU TAaKOBbIE UMEIOTCS);

— CIIpaBKa C OCHOBHOTO MecTa padOoThI (111 BHEIIHUX COBMECTUTENCH );

— 3asBJIEHHUE-corjacue Ha 00pabOTKy MEPCOHATBHBIX JaHHBIX;

—  BBINIMCKA U3 TIPHUKA3a O MPUCBOCHUH KBATM(UKAITMOHHON KaTETOPUH.

2.3. B nponiecce pa®oThl K TUIHOMY JIeTTy TPHOOIIAIOTCS:

— JIOKyMEHTBI, XapakTepu3ymolue npodeccuoHaabHbie, JEJIOBbIE U
JUYHOCTHBIE KaYeCTBa;

— KONHUU PEHICHUN O TOOIIPEHUH U HArPaXJICHUH,

— KONUU [JIUIUIOMOB M CBHUJETEIBCTB O JIOMOJHUTEIBHO MOJYYEHHOM
o0pa30BaHMUU, MPOXOXKJICHUMU TOBBIIEHUS KBaIMPUKAUUU (NIEPenoaroTOBKH),
MPUCYKICHUU YUCHOU CTENIEHU U MTPUCBOCHUH YUYEHOTO 3BAHMUS;

— BBIMKUCKA U3 MIPUKa3a 0 MPUCBOCHUU KBAIM(PUKAITMOHHON KaTerOpuH;

— KONHUHU JOKYMEHTOB O MEPEBOJIE HA JPYTYIO TOKHOCTH;

—  JIOTIOJTHUTEIbHBIE COTJIAIEHUS K TPYJIOBOMY JOTOBOPY;

— 3asBieHUE 00 YBOJILHCHHH,

— KONUs MPHUKa3a O PaCTOPKEHUU TPYJIOBOTO TOrOBOPA.

2.4. Bce MOKYMEHTHI JIMYHOTO Je€ja IMOMEIIAITCS B TMAalkKy, Ha KOTOPOil
MPOCTABISACTCS MPUCBOCHHBIN el MopsaakoBbld HoMmep (koxa). Ilox sTuM HOmMepom
JUYHOE J1eJI0 peructpupyetcs B JKypHalie yueTa JIMUYHbIX JEl.

2.5. loxymMeHTbI, TpUOOIIEHHbIE K JINYHOMY JieJly pabOTHHKA, OpOIIIOPYIOTCS,
CTpaHUIIbl HyMEPYIOTCS, K JIMYHOMY JCNy MPUJIaraeTcs BHYTPEHHSISI OTHUCH.

2.6. BHyTpeHHsIsl OUCh COCTABIISIETCS] HA OT/ACIILHOM JIMCTE.

2.7. BHYTpeHHsII ONHUCh JOKYMEHTOB COCTOUT W3 CBEICHUW O MOPSIKOBBIX
HOMEpax, HAMMEHOBAHUAX JIOKYMEHTOB Jiejla, KOJMYECTBE JIUCTOB, JaTaX BKIIOUCHUS
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JOKYMEHTOB B JINYHOE JIE€JI0 U U3BATHS U3 JI€J1a, a4 TAK)KE JAHHBIX O TOM, KEM U3BST
JOKYMEHT U II0 Kakou npuuuHe. [Ipn Hymepanuuy JIMCTOB Aena JUCThl BHYTPEHHEU
ONMCU HYMEPYIOTCA OTIAEIbHO. BHYTpEHHsII ONMCh 3amOJIHAETCA Cpasy K€ IpHU
3aBEJICHUH JINYHOI'O JIE€JIa, 3aTEM 3aIIMCH BHOCSTCS BO BHYTPEHHIOIO OIIHMCH IO MEPE
BJIO’KEHUS IOKYMEHTOB Ha MPOTSKEHUH BCEW TPYIAOBOM AEATEILHOCTH PaOOTHHKA.

3. [lopsigok 3amosiHeHNs aBTOOUOrpaduu, BKJIAOYAEMON B JTHYHOE 110
padoTHuKA

3.1. ABroOuorpagusi cocTaBisgeTcs COOCTBEHHOPYYHO TpakJaHUHOM. B
COJepKaHUU aBTOOMOrpaduu oTpakaroTcs: (paMuiIus, UMs, OTYECTBO I'pa)kJIaHUHA,
YHCII0, MECSILL, TOJI U MECTO POXKICHMSI, IOIYyYEHHOE 00pa3oBaHue (rae, Koraa, Kakas
CHELMAIBHOCTh M B KAKUX Y4YEOHBIX 3aBEICHHUAX), TPYAOBas JESATEIbHOCTD,
[OJlyYE€HUE JOMOJHUTEIBHOIO OOpa30BaHMs, OKOHYaHHE KypCOB IIOBBIIICHUS
KBaJIM(UKALMY, TMEPEenoAroTOBKa, M3MEHEHUs B Ouorpaduu U Jpyrue CBEACHMUS,
KOTOPBIE JKEJIaeT OCBETUTH B CBOCH aBTOOMOTpaduu MoCcTynarouyii Ha padoTy.

4. XpaHeHue JMYHBIX /1]
4.1. JInunble nena paOOTHUKOB XPAHATCA Y TUPEKTOPA WM OTBETCTBEHHOT'O 3a
KaJpOBOE JEIONPOU3BOIACTBO KAK JOKYMEHTBI CTPOTOM OTYETHOCTH.
4.2. ExxeronHo npoBOAUTCS NMPOBEPKA HATMYMS U COCTOSIHUS JIUYHBIX 1€
4.3. Jlns XpaHEHHUs JHWYHBIX Jell PaOOTHHUKOB HCIOJB3YIOTCS CEH(dbl, B
KOTOPBIX JIUYHBIE JI€JIa PACIIOIAratoTCs 110 IOPSAKY HOMEPOB.

5. ITopsiioK BbIIa4H JIUYHBIX JIeJI BO BpeMEHHOE M0JIb30BaHHe

5.1. Jluu"oe pgemno pabOTHHKA MOXET OBbITh BBIJAHO BO BPEMEHHOE
UCITOJIb30BAHUE JIOJDKHOCTHBIM JIMLIOM, KPYI KOTOPBIX OIPEAEISIETCS ITUPEKTOPOM
MBY 10 «IJFOTud» ¢ ycTaHOBIEHUEM CPOKA BPEMEHHOTO MOJIb30BAHUSI.

5.2. Ilpu paboTe ¢ JUYHBIM JI€JIOM, BBIIAHHBIM BO BPEMEHHOE IMOJIb30BaHUE,
3aMnpeniaeTcss MPOU3BOAUTh KaKHE-TUOO HCIpaBIEHUS, BHOCUTh HOBBIE 3allMCH,
U3BJICKATh JIOKYMEHTBI, pas3rjialmiaTh cOAepsKalecs B HEeM KOH(QUIEHIUATbHBIC
CBEJICHUSI.

5.3. PaboTHUK MMeEET MpaBO Ha O3HAKOMJIEHHE CO BCEMH MaTepuaiaMHu CBOETO
JMYHOTO Jena.

6. O0sI3aHHOCTH OTBETCTBEHHOI0 32 KaJPOBOe J1eJI0NPOU3BOACTBO 1O
BeJICHHUIO JUYHBIX JeJ1

6.1. B 00s3aHHOCTH OTBETCTBEHHOTO 3a KaJIpOBOE JICIONPOM3BOJICTBO,
OCYIIIECTBIISIONIETO BEICHUE JIMYHBIX JIeJT, BXOIUT:

— mpuoOIIeHne K JTUIHBIM JIeJIaM JTOKYMEHTOB;

— TMPOBEPKa IOJHOTHI 3alOJHEHUS M COOTBETCTBHUSI YKa3aHHBIX CBEICHUI
MIPEABSBISICMBIM ITPH TTOCTYIJICHUU TOKYMEHTAM;

— o0ecrieueHHEe COXPaHHOCTH M y4eTa JIMYHBIX JICT,

— ofecneuyeHre KOHPUACHIIMATBHOCTA CBEJCHUM, COJIEPKAITUXCS B JIMUHBIX
Jenax;

— 03HAaKOMJICHHE PAaOOTHHKOB C JJOKYMEHTAMHU WX JIMYHBIX JCII.



7. OTBETCTBEHHOCTh PA0OTHUKOB

7.1. JIuna, ynoJIJHOMOYEHHBIE HA MTOJyYeHUE, 00pabOTKy, XpaHEHHE, Iepe1avy
u J000€ Jpyroe UCIOIb30BaHUE TMEPCOHANBHBIX JIAHHBIX PAOOTHUKOB HECYT
OTBETCTBEHHOCTh B COOTBETCTBUHU C JIEUCTBYIOIIUM 3aKOHOIATENBCTBOM Poccuiickon
denepanuu 3a HAPYIIEHUE PEKUMA 3ALUATHI ATUX IMEPCOHATBHBIX JAHHBIX.

7.2. OTBETCTBEHHBIC JIMIlA, BUHOBHBIC B HAPYIICHUU HOPM, PETYIUPYIOIINX
nojyuyeHue, o0paboOTKy M Tmepeaady IepCOHAIbHBIX JaHHBIX JIPYroro pabOTHHUKA,
HECYT OTBETCTBEHHOCTb B COOTBETCTBHM C JCHCTBYIOIIMM 3aKOHOAATEIbCTBOM
Poccuiickon @enepanum.

7.3. OTBETCTBEHHBIC JIUIIA, YIOJHOMOYEHHBIC 32 BEACHUE U XPAHEHUE JTUYHBIX
JIeJI, B COOTBETCTBUM C JEHCTBYIOIIUM 3aKOHOAATENbCTBOM Poccuiickon denepanuu
MIPUBJICKAIOTCS K JAUCHUIUIMHAPDHOW M HMHOM OTBETCTBEHHOCTHU 3a pasriiallicHue
KOH(UIEHIIUAJIBHBIX CBEJACHUM, COAEPKAIMXCS B JIMUHBIX JelaX, a TaKkKe 3a UHbIC
HApYLICHHUS TIOPSJKA BEICHUS JIMYHBIX JEJ, YCTAHOBICHHOTO HACTOSIIEH
NHcTpykuuen.

8. IToaAroToBKa JUYHBIX JeJI K ApXUBHOMY XPaHEHUIO

8.1. 3akoHUEHHBIE B JEJIOMPOU3BOJACTBE JIUYHBIE Jefla PaOOTHUKOB
MOJTOTABJIMBAIOT K APXUBHOMY XPaHEHHUIO.

8.2. IloaroToBKa JHMYHBIX A€ K apXUBHOMY XPaHEHHUIO MpPEayCMaTpUBacT
MoJIHOE OPOPMIICHUE JIeTa:

— MOJIIMBKY WIH NEPETUIET JINYHOTO JIENa;

— HYMEPAIUIO JJUCTOB B JINYHOM JIEJIE;

— COCTaBJIEHUE BHYTPEHHEW OMUCH TOKYMEHTOB JIUYHOTO JIEIIA;

— COCTAaBJICHUE 3aBEPUTEIBHON HAAIUCH JTUYHOTO JeNa;

— ONHMCaHUE JIMYHOTO JeJia Ha 00JI0XKKE;

— METAJUIMYECKUE CKPEIUIeHHs (CKOOBI, CKPENKH, OyJaBKH) U3 JIMYHBIX JIEJ
IPEABAPUTETHLHO YIAISIOTCS.

8.3. CornacHO yCTaHOBJIEHHBIM TpPEOOBAaHUSIM JIMYHBIE Jena pPaObOTHUKOB
NOJIIMBAIOTCA B TBEPAYI0 OOJIOKKY M3 KapTOHA Ha YETbIpe IMPOKOoJIa WU
NEPEeIUIeTaloTCsl C YYEeTOM BO3MOXHOCTH CBOOOJHOIO UTEHHMSI TEKCTa BCEX
JIOKYMEHTOB, J1aT, BU3 U PE30JIIOMU HA HUX.

8.4. [logmuThie TUYHBIC Je/a YBOJEHHBIX PAOOTHUKOB IMEPEAOTCS B apXWB
YupexeHusl.

8.5. Cpok xpaHeHus JIUIHBIX Jei — 50 jerT.
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