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O TOPSIIKE BEIIEHUS JINYHBIX I IIeAarOrHYeCKHX
PabOTHUKOB M JPYTHX COTPYAHMKOB MyHHIHIATEHOTO GIOIKETHOTO
JOIIKOJIBHOTO 00pa30BaTeIbHOTO YUPEeKACHUS «3IOPUHCKHI TETCKHUI caj »
Mawmazpickoro MyHHIMIANTBHOTO paiona Pecy6auku Tataperan

1.OBIIYE ITOJIOXXEHUA L
1.1 Hacrosimee IlonoxeHne onpeznensier mOpsIoK BeIEHHs JHUYHBIX IeJ MENAroroB U COTPYIHHKOB
MYHHIUMIIATBHOTO OIOKETHOro 06meobpasoBatenbHoro yupeskaenus MBJIOY «3opuHCKUH IeTcKuit cam»
Mawmazsickoro mysununansHoro paiiona Peciy6muku Tataperan (nanee — VYupexnenue).
1.2 Jlmynoe neno paGOTHHMKA — COBOKYNHOCTH IOKYMEHTOB NEPCOHATBHOTO y4eTa, CONEpIKALIHAX

CBEJICHHs O pabOTHHUKE U €r0 TPYAOBOU AEATEILHOCTH. :
1.3 Tlonoxenue paspaborano B coorercTBUM ¢ DenepaabHbIM 3aK0HOM OT 29.12.2012r. No 273-03
®enepanbHpiM 3ak0HOM 0T 27.07.2006 Ne 152 «O

»

«O6 obpasosannu B Poccuiickoit ®exeparum»;

IICPCOHANBHEIX NaHHBIX» B penakuuu ot 30 nexabpsa 2020 roma , MeToauueckuMu peKOMEHIANHAMH
Pocapxusa, Ykaszom [Ipesunenta P® ot 30.05.2005 Ne 609 «O6 yreepxaennu [lonoxenus o NIEPCOHAIBHBIX
AaHHBIX FOCY/IADCTBEHHOTO CITyXKarero Poccuiickoit Peiepantii i BEACHHH €ro JIMIHOTO J€Na)» B PeJAKIHU OT
23 mrons 2019 roga , Tpymosoit Konexkcom Poccuitckoit ®enepauun , KomieKTuBHBIM JIOTOBOPOM H yCTaBOM

VupexneHus.

2. TIOPAZTIOK ®OPMUPOBAHU S JIMYHBIX JIEJI COTPYIHMKOB ‘
2.1 QopMHpOBaHHE IMYHOTO Jeia I[ENAroroB M COTPYIHHKOB YUPEKIEHHS IIPOU3BOIAUTCS
HCIIOCPE/CTBEHHO M0C/Ie MpHeMa Ha paGoTy B YUpeXIeHHe HJIH [epeBOJa IEJaroroB M COTPYIHHKOB H3

Ipyroro o6pa3oBaTeIbHOrO yUPEKICHHUS.

2.2 llpu moctyrieHuu Ha paboTy compydHuk npedocmaensem (npu Hanuyuu):

. [lacmopT Wik MHOM TOKYMEHT, YA0CTOBEPSIOIIHIT INYHOCTH),
. CrpaBky 0 HamMuMK (OTCYTCTBHH) CyAMMOCTH H (WH) dakta YTOJIOBHOT'O IIPECIIEIOBAHUS;
. JIOKYMEHT BOMHCKOTO y4eTa (I BOCHHOOGS3aHHBIX JIHL);

. JlokyMeHT 06 06pa3oBaHuy;

. TpynoByto kHIKKY;

. 3asBiienue 0 MpHeMe (MK 0 epeBosie) Ha paboTy;

. MenunuHCKyI0 KHIKKY;

. ABrobuorpadurio;

. HokyMmeHT 0 kBaMuKanuu (aTTECTAUUOHHBIN JIHCT);

. VY I0CTOBEPEHNUS O IPOXOXKAEHUH KyPCOB;

. CrpaxoBoe CBUIETENLCTBO IEHCHOHHOTO CTPAXOBAHKS;

. W nenTuuKaOHHBIM HOMEDP HAJIOrOMIATEIbIIHKA;

. CBuzeTenscTBO 0 Opake;

. CBHIETENHCTBO O POXKIECHUH JETEH;

. JIOKyMEHTBI O HarpaKIEeHHH.

. CkopocumBareb



. TPYAOBO# JIOTOBOP B IBYX 9K3eMILTApAXx;

. IIpUKa3 0 mpueMe Ha paboTy;

. JHYHYIO KapTouky NeT-2.

Pabomooamens 3nakomum:

. ¢ YcTtaBoM YupexaeHus;

. ¢ JIoMmKHOCTHOM HHCTPYKIMEH; b

. ¢ IIpaBunamu BHYTpeHHETro TPYJOBOTO PacmopsIKa;

. ¢ [lonoxxennem o6 omtate Tpyna u IpeMHPOBAHHY;

. ¢ KonnekTuBHBIM OroBOpOM;

. ¢ ITonoxenneM o mopsiake 06padoOTKH MEPCOHANBHBIX JAHHBIX,
. NPOBOMMT BBOJHBI HMHCTPYKT&X, HHCTPYKTaX IO OXpaHe TpyAa Ha pabodeM MecTe,

HHCTPYKTaX 10 MPOTHBOIOXXapHOH 6€3011aCHOCTH, [0 aHTHTEPPOPHCTUUECKOH 3aIHIIEHHOCTH.

3. IOPSITOK BEAEHMSA JIMYHBIX JEJI [IEJATOI'OB 1 COTPY IHUKOB

3.1 JInyHoe neso menaroroB M COTPYIHHUKOB YUpPEKIEHHs BEAETCSA B TEUCHHE BCETO nepuona paboTsl
Ka)XJIOT0 IIeJarora ¥ COTpyJHHKA.

3.2 ®opmupoBaHHEe JMYHOrO Jeia pabOTHHKA MPOM3BOMMTCS pabOTOJATeNleM He MO3IHEe IATH
paboyuux JHEH CO MHA 3aKIIOUEHHs TPY0BOTO JIOTOBOPA H TOIBKO MOCIIE IOJTy4eHHs OT pabOTHHKA COTIIACHS
Ha 00paboTKy ero nepcoHalIbHEIX JAHHBIX.

3.3 JIMCTBI IOKYMEHTOB, IOMENICHHBIX B IMYHOE JIEN0, MOIEKAT HyMEpAaLUH.

3.4 JlokyMEHTBI IOMEINAIOTCS B MAIKY - CKOPOCLIMBATEND. [IpH yBOIbHEHHH paGOTHHKA BCE JIHCTHI U3
JITIHOTO JieJ1a M3BIMAIOTCA M3 CKOPOCIIHBATEIS MANKH, MPOIIHBAIOTCS HUTKAMY M CIAIOTCS B apXHB.

3.5 BHYTpeHHsS ONKMCH IOKYMEHTOB, HMEIOIUUXCS B JIMYHOM JIele, JOKHA COLePIKATh CBEAEHHS O
IIOPANKOBBIX HOMEpAaX, HAaUMEHOBAaHHAX JOKYMEHTOB Jeja, KOJHMYECTBE JIHCTOB, JAaTaX BKIIOUCHHS
AIOKYMCHTOB B JINYHOE NIEJI0 U U3BATUS U3 [IeJIa, & TAKXKE KEM M3BAT JOKYMEHT H 110 KAKOH IPHUYKHE.

3.6 BHyTpeHHss OMMCH COCTaBIIAETCA HA OTAENBHOM JIHCTE N0 YCTAHOBICHHOM (opMe (COrmacHo
npunoxeHuto Nel). JIUCTBI BHYTpeHHE# ONMMCH HYyMEPYIOTCS OTAEIBHO.

3.7 Bezenue MMYHOTO Jei1a mpexycMaTPHBAET:

3.7.1. Ilomemmenne  TOKyMEHTOB, NOJIEXAINX XPAaHEHHIO B COCTABE JHYHBIX Jen, B Xpo-
HOJIOTHYECKOM IOPSIIKE:

® BHYTpeHHS ONUCH JOKYMEHTOB;
AHKerTa;
ABTOOHOrpadus;
Konnu noxymenTos 06 o6pazoBanuu;
3asBiIeHHEe COTPYIHUKA O IIPHEME Ha paGoTy;
Komus npuxasa o npueme Ha pa6ory;
Tpynosoit morosop;
Cornacue Ha 06pabOTKy MEPCOHANBHBIX JAHHBIX;
Cripaska o HaU4HH (OTCYTCTBAM) CYAMMOCTH | (MiH) (akTta YTOJIOBHOTO IIPECIIEAOBAHUS;
Komuu noxymenTos o kBanmdukanuu (J0KyMEHTHI 10 aTTECTallUN ),
Komuu 1okyMeHTOB KypcOB NMOBBILIEHUS KBATH(GHKAIIAH;
Kormu nocnenyromux npukasos 1o TM4HOMY COCTaBY, KOTOPBIE KACAKOTCS paboTHHKaA,;
JlonoHUTe b HBIE COTTIAIICHHS K TPYHAOBOMY JOTOBODY:;
Komuu HHBIX TOKYMEHTOB COTpYHUKA (IPU HEOGXOIMMOCTH);
¢ Jluct 03HAKOMIJICHUS! JIMYHBIM JIEJIOM;

3.7.2. ExeroHyro  mpoBEpKy COCTOSHHS JIMIHOTO JIeNIa MEaroroB M COTPYIHHKOB VYupexneHus Ha
IIPCIMET COXPAHHOCTH BKJIIOYCHHBIX B HETO NOKYMCHTOB H CBOEBPEMEHHOE 3allOJIHEHHE, 10 pe3yabTaTaM
KOTOPOT0 BHOCHTCS 3aMUCh 00 03HAKOMJIEHUHU (COTIACHO MPUIIOKeHHs No2)

4.IIOPATOK YUETA U XPAHEHUSI JINMYHBIX JEJ IEJATOI'OB U
COTPYJIHUKOB YUYPEXJIEHUSA
4.1 XpaHenue U yd4eT JTHYHBIX JeJ MEaroroB M COTPYIHUKOB VupexkneHUs OpraHu3ylTCs ¢ IEbIO
ObICTPOro M 6e30IMHGOYHOr0 IMOMCKA JHYHBIX AEN, 0OECIeYeH s HX COXPaHHOCTH, @ TaKXe 00eCreuyeHus



B
HOUICHIMATLHOCTH CBECHHH, CONEPIKAIIMXCS B JOKYMEHTAX THUHBIX [eN, OT HECAHKIMOHHPOBAHHOTO
CTyma: &

. TpynoBele KHIKKH XpaHATCS OTAEIBHO B CIATBHE TYMOOYKE 3aBEIYIOLIEr0 YUpeKICHHS;

. MenvuuHCKHE KHIKKM XPaHATCS OTACIBHO B CIATbHE TyMOOUYKeE 3aBeyIOLIEro Y upesKAeHHS;

. JOIDKHOCTHBIE HHCTPYKIMH XPAHSTCS B OTAEBHOM mamKe Y 3aBEIYIOIIEro Y upexIeHusl.

. JIu4Hble KapTOUKK PaGOTHHKOB (dbopma NeT.2.) XxpaHsTCS B OTHENBHOM Manke y 3aBeAyIOLIEro
IpEKICHHUS. ; :

. JIn4Hoe ieno kaxaoro coTpynHMKA XpaHHTCS B Mamke CKOPOCIIMBATENIE B CHATbHE TyMOOYKe
IPEKICHHS.

. JlOCTyI K THYHBIM Je1aM TIe€JaroroB u COTPYAHUKOB YUPEKIEHHSA HMEIOT TOJIBKO 3aBeTyIOLHit
qPEIKACHHS.

. CucremaTH3alus JIMYHBIX 7€ IEJAaroroB H COTPYIHUKOB YUPEXKICHUS IPOM3BOJUTCS B
((paBUTHOM HOpsIKE.

. Jlnunble nena menaroroB M COTPYAHMKOB YupexIeHus, XpaHsATCs 75 JIET ¢ roga yBOJLHEHUS .
100THHKaA.

S.IIOPSITIOK BBIZAYH JIMYHBIX JEJ BO BPEMEHHOE I10JIL30BAHHE
5.1 Bbljaua JMYHBIX Jen (OTHENBHEIX NOKYMEHTOB B COCTABE JIMYHOTO Jejla) BO BPEMEHHOE
JIE3OBAHNE IPOM3BOMMUTCS € PA3pEIICHHs 3aBElYIOIEro YupeskaeHus. Bpems paGoTsr OrpaHHYUBAETCS
penenaMu oqHOro pabodero mHsA. B konue paGowero mms 3aBeAyIOLIMA 0053aH yOequThCs B TOM, YTO BCE
THBIC JIC1a, BBIJAHHBIC BO BPEMEHHOE IO/B30BAHME, BO3BPALICHBI HA MECTO XDAaHEHHS H ecTh JId
200XO0IMMOCTB T IPHHATHS MEP K MX BO3BPALICHUIO HITH PO3BICKY.

6. OTBETCTBEHHOCTDH
6.1 Ileparorn m corpyanukm YupexaeHus o0s3aHb CBOCBPEMEHHO IPEACTABIATh 3aBEAYIOLIErO
BEICHHS 00 U3MEHEHHH B IIEPCOHATBHBIX JaHHBIX, BKJIFOUEHHBIX B COCTAaB JIMYHOIO JeJIa.
6.2 PaboTogarennb oOecreynBaer:

. COXPaHHOCTb JIMYHBIX eI [IEaroroB ¥ COTPYAHUKOB Y UperIeHHUS;
. KOH(HICHIMAIBLHOCTD CBEICHHH, CONEPIKALIIXCS B IMIHBIX Je/Iax TIEIaroroB U COTPYAHUKOB
IpeKaeHus.
7. IIPABA

7.1. [lns1 oGecrieueHns 3aUThI HePCOHATBHBIX J@HHBIX, KOTOPEIE XPAHATCS B THYHEIX J€J1aX MeAaroros
[ COTPYZIHUKOB Y YPEKICHHS, HIMEIOT IIPaBO:

. ITosryunts nonHyr0 HHMOPMALKIO 0 CBOMX EPCOHATHHBIX JAHHBIX 1 00paboTKe 3THX JaHHBIX;

. ITosryquTs HOCTYI K CBOMM NepCOHANBHBIM JAHHBIM;

. HomyuuTs Kommu, XpaHsIuecs B IHYHOM AejIe 1 CoZlepIKalMe IEPCOHATbHBIE JaHHBIE,

. TpeGoBath uCKIFOUCHUS MM HCTIPABIIEHUS HEBEPHBIX UJIH HEIOIHBIX MEPCOHATIBHBIX JaHHBIX

paboToaareb UMeeT IpaBo:

. OGpabatbBaTh NEpCOHANTBHEIC JAaHHBIE MEJATOrOB 1 COTPYIHHMKOB YUpexIeHHs ¢ HX
Ja3peIIEHHS, B TOM YHCIIE H HA JNEKTPOHHBIX HOCHTEIISIX;

. 3aIpOCHTH OT IIENAroroB U COTPYIHUKOB Yupexaenus Bcio Heo6X0anMyIo HH(GOPMALHIO.

TGP




Omnuce AOKYMEHTOB, HMEIOIIUXCS B JINYHOM AcJie

(®.1.0.)
Ne | HaumenoBanue JOKyMEHTa Jlara Kon-Bo | Tata Kem usnar
n/m BKJIIIOYE- | JIUCTOB | U3BATHS JOKYMEHT
HHUS JOKyMEeHTa
JOKYMEH-
Ta B
- JIMYHOE
JIEJI0
1 | BHyTpennss onuce JIOKYMEHTOB
2 | Anxkera
3 | ABToGurOrpadus
4 | Konnu nokymeHToB 06 o0pa3zoBanuu
5 | 3asBnenue paboTHuKa O npueme Ha paboTy
6 | Konus npukasa o npueme Ha pabory
7| TpymoBoii 1orosop
8 | Cornacue mna 00paboTKy mMepcoHAIbHBIX
JTAHHBIX
9 | CnopaBka 0  HamHunm (orcyTcTBHM)
CYAUMOCTH ¥ (WJH) (haKTa yroloBHOTO mpe-
ClIeIOBaHHMS
10 | Konun  nokymentos o KBalTH(UKALUH
(ZOKYMEHTSI 110 aTTecTanuu)
11 | Komuu  moxymentos KYPCOB IIOBEIIIEHUS
KBATU(HKALUN
12 | Komuu [IOCNIEAYIOIUX  IPHUKA30B 110
JHYHOMY  COCTaBy, KOTOpBIE KacaroTcs
paboTHHKa
13 | lononuutensHble cormamenus x TPYZOBOMY
J0rOBOpY
14 | Konun nHBIX noxymeHTOB COTPYAHHKA (TIpH
HEO0XOIMMOCTH)
15 | Jluct o3HakoMIeHus MTHYHBM JIETIOM




JINCT O3HAKOMIJIEHUA C JINYHBIM JEJIOM

No IMoamuchk [0)4(0) JHata

1. C IHYHBIM JEJIOM
03HAKOMIJIEH .

2. C JTUYHBIM JI€JIOM
03HAKOMIJIEH

3k C NMMYHBIM JEJIOM
03HaKOMJIEH

4, C JIMYHBIM [IEJIOM N
03HaKOMIJIEH

3, C JIUYHBIM JEJI0OM
03HaAKOMIJIEH

6. C JIUYHBIM JEJI0M
03HaKOMIJIEH

% C JUYHBIM JI€JI0M
03HAKOMIJIEH

8. C NWYHBIM JI€JIOM
O03HAKOMIJIEH

9. C NMHYHEBIM JIEJIOM
03HaKOMIJIEH

10. | C nu4HBIM JEJIOM
O03HAKOMIJIEH

11. | C 1MYHEIM IEJIOM
03HAKOMIJIEH

12. | C MTMYHEIM JI€JIOM
03HAKOMIJIEH

13. | C IHYHBIM IEJIOM
03HAaKOMJICH

14. | C nM4HEIM J€jIoM
03HAKOMJIEH

15. | C nMYHEIM IejIoM
03HAKOMJIEH

16. | C MHYHEIM [IEJIOM
03HaKOMJIEH

17. | C nMYHEIM IejI0M

O3HAaKOMJICH




" CKpPCILUICHO Z

o P
~ TeHarsio 5 [ namid "y,

- 3aBenyrouwif

-AC sy
' &0 =

il v 0 2105002 2P

| ¥ e
/ S i



