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[Tonoxenue
0 TOpSAIKE BEJCHHS JTMYHBIX JET MeIaroruyeckKux
pabOTHUKOB ¥ JAPYTHX COTPYJIHHKOB MYHHIIMTIAIBHOIO OO IKETHOIO
JOLIKOILHOrO 00pa3oBaTeNbHOrO yupenkieHus «Bepxnecynbckuil 1eTcKui can »
Mamaplinckoro MyHuIMnaisHoro paifiona Pecnyonuxu Tataperan

1.OBHIME TTOJIOXKEHHA

1.I Hacrosmee [lonoxenue onpenensieT NOps0K BEeACHHS JTHYHBIX €T NEJaroroB U COTPYIHHKOB
MYHHLHIATEHOrO Ol0KeTHOro obuieodpasosatensHoro yupexaenus MBIOY-«BepxHecyHbCKHE JIeTCKHIT
caay MaMaIbpIIcKoro MyHHIMNANEHOTO paona Pecniybmuku Taraperan (natee — YupekieHue).

1.2 Jluunoe nemo pabOTHHKA — COBOKYMHOCTE JIOKYMEHTOB MEPCOHATBHOTO YUeTa, COAepiKalmx
CBeJICHHS 0 pabOTHHKE H ero TPYJI0BOH IeSTeNLHOCTH.

1.3 Tlonoxkenue pazpaborano B cooTBeTCTBHM ¢ PenepanbHbM 3akoHoM o1 29.12.2012r. Ne 273-03
«O06 obpasosanmu B Poccuiickoit ®emepanumn»; DenepanbHbiM 3akorom o1 27.07.2006 Ne 152 «O
NEePCOHATBHBIX JaHHBIX» B peaakuumu ot 30 mexabpst 2020 roga , MeToaHUECKMMH DPEKOMEHJIALHSIMU
Pocapxusa, Ykazom [Ipesunenra PO ot 30.05.2005 Ne 609 «O0 yrBeprkacuun [1o0KeHHs 0 TEPCOHATBHBIX
JIAHHBIX TOCYIapCTBEHHOTO cysKaiero Poceuniickoit Mesiepaliy U BEACHUH €0 JIHYHOTO JeJa» B PeJIakiliy OT
23 mona 2019 rona . Tpynosoit Koaexkcom Poccutickoit ®enepaunu , KonIeKTHBHEIM JOTOBOPOM H YCTABOM
Yupexaenus.

2. TIOPAIOK ®@OPMHUPOBAHWA JIMYHBIX JEJI COTPYIHUKOB
2.1 dopmupoBaHHE IHYHOTO Jela [Me[aroroB M COTPYJIHHKOB YUpEKICHHS MPOM3BOIUTCS
HEMOCPEICTBEHHO MOCIE IpHeMa Ha paboTy B YupemIeHHe WIM NMEpeBojd NMeJaroroB M COTPYAHHKOB W3
JIPYTOro 00pa30BaTeIbHOIO YUpesKIeHH .

2.2 llpu noCTYIUICHHHA HA paloTy COMPYOHIK npedocmagiaem (npu Haau4u):

. [lactopT WiM HHOH JIOKYMEHT, YIOCTOBEPSIIOLLHH JTHUHOCTE!
. CrpaBky 0 HaIHYKH (OTCYTCTBHH) CYIMMOCTH H (M/1H) (paKkTa YyroJIOBHOTO IpeCiie0BAHNS;
. JIOKYMEHT BOMHCKOTO yueTa (/T8 BOCHHOOOS3aHHEIX JTHIT);

. Hoxyment 06 o6pazoBaHuH;

. TpynoBYIO KHUKKY]

. 3asBlICHHE O TIpUeMe (MIIH 0 TIepeBojie) Ha paboTy;

. MeHTIMHCKYI0 KHHKKY;

. AsTobOuorpaduio;

. JIOKYMEHT 0 KBATH(HKAINY (aTTeCTAMOHHBIH JTHCT);

. VY iocToBepeHus 0 MPOXOKICHHH KYPCOB;

. CTpaxoBoe CBH/ETENBCTBO IEHCHOHHOTO CTPaXOBAHUSL;

. HrnenTHdHKAIMOHHBIA HOMEp HANOTOMIATENBIITHKA;

. CauzereibecTBO 0 Opake;

. CBHIETEILCTBO O POKICHAH JIETEH;

. JIoKyMEeHTBI O HarpaKIeHHH.

. Ckopocilimarels

Padomooamens ohopminaem:
. TPY/A0BOH TOTOBOP B ABYX IK3EMILIAPAX:



. TIpUKa3 O MpueMe Ha paboTy;

. JIMYHYIO KapTOuky NeT-2.

Pabomodamenn 3Hakomum:

. C YcraBoM YupexaeHus;

. ¢ JJO/DKHOCTHOU MHCTPYKLIMEH;

. ¢ ITpaBunamu BHyTpeHHero TPyZ0BOr0 pacIiopsi/iKa;

. ¢ TTonoxkenuem 06 oriiate Tpy/ja ¥ MPEMUPOBaHUM;

. ¢ KoniekTUBHBIM 10r0BOpPOM;

. ¢ TTonoxkeHuem o ropsiziKe 0OpabOTKH MEPCOHA/TLHBIX JJaHHBIX;

. MPOBOJIUT BBOJHBIM MHCTPYKTaX, WMHCTPYKTa)X TI0 OXpaHe TpyJa Ha pabouem MecTe,

WHCTPYKTaX I10 TTPOTHUBOIIO}KapHO# 6€3011acHOCTH, 10 aHTUTEPPOPUCTHUECKOH 3alUII[eHHOCTH.

3. [TOPAJOK BEJEHW A JIMYHBIX JEJI ITEJATOI'OB 1 COTPYJHUKOB

3.1 JInuHOe 710 TefaroroB M COTPYAHUKOB YUpeXJeHHUs Be/IeTCs B TeUeHHe BCero meprosia paboTbl
Ka)KJJ0ro Tejiarora ¥ COTpyHUKa.

3.2 ®opMupoBaHHE JIMUHOTO [esia pabOTHMKA IPOM3BOAUTCS paboTojaTesieM He TMO3JHee TISTH
pabouux JHei co AHs 3aK/IF0UeHUs TPYJOBOTO AOrOBOpa U TOJILKO T0C/Ie TIOMydeHusi 0T pabOTHHKA COT/Iacust
Ha 00pabOTKY ero nmepcoHa/lbHBIX JJAHHBIX.

3.3 JIUCTBI JOKyMEHTOB, TIOMELL|eHHbIX B JINYHOE /IeJ10, TI0//Ie)KaT HyMeparjiH.

3.4 JIOKyMeHTbI TIOMEII]afOTCs B TAMKy - CKOPOCIIMBaTe/ib. [Ipy yBO/IbHEHUH PaOOTHWKA BCE JIUCThI
Y3 JIMYHOTO /le/ia U3bIMAaloTCs U3 CKOPOCIIMBATE IS MarkKy, MPOIIXBAOTCSI HUTKAMU U CAAI0TCS B apXUB.

3.5 BHyTpeHHss OMHCh AOKYMEHTOB, UMEIOLIUXCS B JIMUHOM [iefie, JOJDKHA COJlep>KaTh CBeIeHUs O
MOPSIJKOBbIX HOMEpaxX, HauMEHOBAHUAX [JOKYMEHTOB [lefla, KOJIMYeCcTBe JIMCTOB, /[iaTaX BK/IIOUEHHSsI
JIOKYMEHTOB B JTMYHOE JIeJI0 U U3bATUS U3 Jleia, a TAK)Ke KeM U3bST JOKYMEHT U 10 KaKOW MpUUMHe.

3.6 BHyTpeHHSIs1 OMUChH COCTaB/SeTCs Ha OTZAE/NbHOM JIMCTe IO YCTaHOBJEHHOM ¢opMme (COraacHo
npunoKeHuto Nel). JIUCTbI BHyTPEHHEN OMUCH HyMEPYIOTCS OT[e/TbHO.

3.7 BepeHuve TUUHOrO Jiefia MpeAycMaTpHBaer:

3.7.1. IlomelljeHrie  JOKYMEHTOB, TOJJjIeXalUX XpaHeHUI0 B COCTaBe JIMUHBIX [Jel, B XpO-
HOJIOTUYECKOM TI0pSIJIKe:

® BHyTpeHHss OMUCH JOKYMEHTOB;
AHKeTa;
AsTobuorpadwus;
Kommuu nokymeHToB 06 06pa3oBaHuy;
3asiB/ieHe COTPY/JHMKA O TIpeMe Ha paboTy;
Konus ripukasa o npueMe Ha paboTy;
TpyznoBou forosop;
Cornacre Ha 06pabOTKy MepcoHa/bHBIX JaHHbIX;
CripaBKa 0 Hammuuy (OTCYTCTBUM) CYJUMOCTH U (WK) PaKTa yroJ0BHOTO Mpec/ieloBaHus;
Konuu 10KyMeHTOB 0 KBanU(PUKaK (JOKYMEHTHI 110 aTTeCTalun);
Konuu 10KyMeHTOB KypCOB TIOBBIIIIEHUs KBaTU(PUKaIUY;
Komuu noceyroiux NpruKa3oB 10 JIMYHOMY COCTaBY, KOTOpbIe KacatoTcst pabOTHUKA,;
[onomHuTeNbHBIE COTJIALLeHNUs K TPYA0BOMY JOTOBOPY;
Komuy uHBIX IOKYMEHTOB COTPY/JHUKA (TTpU HeOOXOIUMOCTH);
JIucT 03HAKOMJIEHUS TUYHBIM [1e/I0M;

3.7.2. ExXXerofHyt0  TPOBEPKY COCTOSIHUS JIMYHOTO [iefa Me/laroroB ¥ COTPY/AHHMKOB YUpeXXJeHUs Ha
rpeiMeT COXPAHHOCTHU BK/IFOYEHHBIX B Hero [JOKYMEHTOB M CBOEBPDEMeHHOe 3all0/IHeHue, 10 pe3y/ibTaTaM
KOTOPOT'O BHOCUTCSI 3aIiCh 00 03HAKOMJIeHUH (COT/IacHO MpusiokeHust Ne2)

4.T11I0PANOK YUETA U XPAHEHUWSA JIMUHBIX AEJITIEJATOI'OB 1
COTPYJHUKOB YUPEXJEHUSA
4.1 XpaHeHue W yueT JIMUYHBIX [eJ1 TIejaroroB U COTPYAHUKOB YUPEXKIEeHUsI OPraHU3yIOTCS C L[eJTbHO
ObicTporo u 6e30MMO0YHOTO TIOMCKA JIMYHBIX fiesl, 00ecrieueHus UX COXPAHHOCTH, a Tak)Ke obecrieueHWUs
KOH(MIEHIMaTbHOCTH CBeIeHUM, COePIKALUXCs B JOKYMEHTaxX JMUYHBLIX e/, OT HeCaHKI[AOHUPOBAHHOTO
JIOCTyTIa:
. Tpy/0Bble KHIKKH XPaHATCS OT/AE/NbHO B Clla/ibHe TyMOOUKe 3aBeyIOIero Y upeXKIeHus;



. MeUITMHCKHEe KHWKKK XPaHATCS OT/Ie/IbHO B CTIa/IbHE TYMOOUKe 3aBe/[yIOIETr0 Y UpeXxX/eHMS;

. Jlo/DKHOCTHBIE MHCTPYKLIMM XPAHSTCS B OT/e/bHOM Marke y 3aBeyIOLEero Y upexxeHusl.

. JInyHble KapTOUKK paboTHUKOB (popma NeT.2.) XpaHSTCS B OT/e/IbHOM TIaNKe y 3aBe/yIOLero
YupexxzgeHus.

. JInyHOe [1e/10 Ka’KAOT0 COTPYAHMKA XPAaHUTCS B TIAlKe CKOPOCIIMBaTesie B CrajbHe TyMOOUKe
Yupexxzgenus.

. Hoctynn K J/WYHBIM JejlaM [IelaroroB U COTPYAHUKOB YUpeX[eHUs UMeIOT TOJIbKO
3aBe[lyIOIIUN Y UYpex/IeHusl.

. Cucremarusals JIMYHBIX [e/1 Te[aroroB U COTPYAHUKOB YUupeX[eHus IIPOU3BOJUTCA B
angaBUTHOM MOPSKeE.

. JIvuHble [ena rejaroroB U COTPYAHUKOB YupexZeHus, XpaHaTCs 75 JieT C rofja yBOJIbHeHUs
paboTHHKa.

5.JIOPAAOK BbIJAYN JINMUHBIX JE/I BO BPEMEHHOE I1OJIb30OBAHUE
5.1 Beigaua auuHbBIX fAen (OTAeIbHBIX JOKYMEHTOB B COCTaBe JIMUHOTIO /Jieia) BO BpeMeHHOoe
T0JTb30BaHKe TIPOM3BOAUTCS C pa3pelleHust 3aBe[yHOLero YupexieHus. BpeMs paboThl orpaHUUMBaeTCs
npeziesiaMu ofHOTO pabouero AHs. B koHIje pabouero [gHs 3aBefyromuii 00si3aH yOeWUTHCS B TOM, UTO BCe
JIMYHbIe [lefla, BbIZIJAHHble BO BpeMEHHOe I10/1b30BaHHe, BO3BpallleHbl Ha MeCTO XpaHeHWs U eCTb JIU
HE0OXO/IMMOCTb JIJ1s TIPUHSATHSL Mep K UX BO3BPAIIIEHUIO WIH PO3BICKY.

6. OTBETCTBEHHOCTD
6.1 IMegaroru M COTPYAHHKH YUpeX/eHUs 00si3aHbl CBOEBPEMEHHO TMPE/ICTaB/IATh 3aBeAYHOIIEro
CBe/ieHus1 00 M3MeHeHUU B TIePCOHABbHBIX JIaHHBIX, BK/IFOUEHHBIX B COCTAB JIMUHOTO Zlefa.
6.2 PaboTojaTe/sb 00eCIIeurBaeT:

. COXPaHHOCTb JIMUHBIX [e/1 1elaroroB U COTPYAHUKOB Y UPEXK/|€HUS;
. KOH(W/eHIIMAIbHOCTb CBeZIeHU, COJeprKalluXcsl B IMUHBIX JleflaX MefaroroB U COTPYJHUKOB
YupexneHnus.
7. ITIPABA

7.1. [Ons obecrieueHWs] 3allUThl TIePCOHAJBHBIX [AHHBIX, KOTOpPble XPaHATCS B JIMUHBIX [iejiax
MeJjaroroB U COTPYAHUKOB Y UpeXXJeHUs, UMEIOT MpaBo:

. [MonyunTh TOMHYO UHPOPMALMIO O CBOUX MEPCOHAIBHBIX JaHHBIX U 00paboTKe 3THX JaHHbBIX;

. [TonyunTh JOCTYN K CBOMM MEPCOHA/IbHBIM JaHHBIM;

. [TosyunTh KONUH, XpaHSIIUECs B IMYHOM Jiejie U CoZiepKalljye TiepCOHa/IbHbIe [JaHHbIe.

. TpeboBaTh UCK/TFOUEHHS WK UCITIPAB/IEHUS] HEBEPHBIX WM HETTO/THBIX ITePCOHATBHBIX JaHHBIX
paboTojarenb UMeeT TIPaBo:

. OOpabaThiBaTh TEPCOHA/BHBIE [AaHHbIE TI€IarOrOB M COTPYAHUKOB YUDEXAEHUS C WX

paspeLleHusi, B TOM YHC/Ie U Ha 3/IeKTPOHHBIX HOCUTEJISIX;
. 3amnpoCHTh OT TIe/JarOTOB W COTPYZHUKOB YUpeKeHUsI BCE0 HeOOXO0MMY 0 HH(OpPMAIIHIO.



Onuch AOKYMEHTOB, MMEIOIINXCA B IMUHOM JieJjie

(©.1.0.)
Ne | HanmeHOBaHUe JOKyMeHTa Harta Kon-Bo | laTta Kem
/ BKJ/IIOUEe- | JIUCTOB | U3BSTHUS V3BAT
n HUS JIOKyMeHTa | JOKyMeHT
JIOKyMeH-
Ta B
JINYHOE
Jleno
1 | BHyTpeHHss ONUCh JOKYMEHTOB
2 | AHkerta
3 | ABrobuorpadus
4 | Koy goKyMeHTOB 00 00pa30BaHUH
5 | 3asiBneHue paboTHHKA O ripreMe Ha paboTy
6 | Korus mpukasa o rippeMe Ha paboty
7 | TpymoBo# fOroBOp
8 | Cornacue Ha 00pabOTKy MepCOHaTBHBIX
JIAHHBIX
9 |CnpaBka 0 Hammuud  (OTCYTCTBHUK)
CyJuUMOCTH U (Wm) (pakTa yronoBHOTO mpe-
C/1eJOBaHUS
10 | Ko  f0KymMeHTOB O KBanuduKaluu
(IOKYMEeHTHI 10 aTTeCcTalyn)
11 | Konuu [OKYMEHTOB KYpCOB IIOBBILLIEHUS
KBaJIM(pUKaLUU
12 | Konuu  mocjefyrommx — INPUKa3oB 110
JIMYHOMY COCTaBy, KOTOpble KacaroTCs
pabOTHHKA
13 | JomosHuTebHbIE COTJIallleHUsI K
TPYZOBOMY [IOTOBODY
14 | Komnuuy UHBIX JOKYMEHTOB COTpPY/HUKA (TIpH
HeoOX0AUMOCTH)
15 | JIucT 03HaKOMJ/IEHUS JIMYHBIM /1€JI0M




JINCT O3HAKOMJIEHMA C JIMYHBIM OEJIOM

No [Toanuch )%(0) Hara

1. C TAYHBIM [e/I0M
03HAKOMJIEH

2. C MMYHBIM ie/I0M
03HAKOMJIEH

3. C IMUHBIM [le/I0M
03HAKOMJIEH

4. C IMUHBIM [1e/I0M
03HAKOMJIEH

5. C IMUHBIM [le/I0M
03HaKOMJIeH

6. C IMUHBIM [le/I0M
03HaKOMJIeH

7. C IMUHBIM [leJI0M
03HaKOMJIEH

8. C IMUHBIM [1eJI0M
03HaKOMJIeH

9. C /IMYHBIM [1eJI0M
03HaKOMJIEH

10. | C MuyHBIM Jenom
03HaKOMJIEH

11. | C 1UuHBIM Jie/IoM
03HAKOMJIEH

12. | C 1UUHBIM Jie/IoM
03HAKOMJIEH

13. | C IM4HBIM Ae10M
03HAKOMJIEH

14. | C 1A4YHBIM Jie/TI0M
03HAKOMJIEH

15. | C MuyHBIM fesioM
03HAKOMJIEH

16. | C imuHBIM fjes10M
03HAKOMJIEH

17. | C MA4YHBIM Jje/IOM

03HAKOMJIEH
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