ynpﬂBJICHl/le 06pa303amm U MOJIOAEKHOH MOJHTHKH

AAMUHHCTPAUKMH APXaPUHHCKOIN0 MYHULHIIAILHOI0 OKPYTa
MAY O «AT»

PacemoTpeno na
e IArOTMUYECKOM_COBETE

npotokonNe 5 ot L2l /’ AL Y.

MNOJOXKXEHHUE
O NOPsI/IKe BeJeHUs JIMYHbIX e/l IeJaroroB U COTPYAHIKOB
MAY [0 «AT» nrr. Apxapa ApXapHHCKOro paiona

1. OBIIIUE NOJIOKEHUS
I.1. Hacrosuee [lonoxkeHue onpenenser TNOPSAOK BEACHUS JHUYHBIX el
neaaroroB U COTPYAHUKOB.
[.2. TlonoxeHue pazpaboTaHo B COOTBETCTBUH C:
- Ykazom Ilpesuaenra Poccuiickoii Oepepauuu ot 30.05.2005 r. Ne 609 «O06
yTBepkAeHun llonoxkeHuss o0 MepcoHasbHBIX AAHHBIX [OCYIAPCTBEHHOIO
cnyxkaulero Poccuiickoli @enepaiivi U BeIeHUH €ro TUYHOTO Jeian;
- ®enepanbHbIM 3aK0HOM 0T 27. 07.04 r. Ne 79 @3 — «O rocynapceTseHHOI cnyxoe
B Pocculickoit @enepaunm»;
- TpynoBeiM Konexcom P®;
- Kontektusubim norosopom OV;
- YcraBom;
[.3. Benenune nUYHBIX Aen BO3JaraeTcs Ha AUPEKTOPA.

2. NIOPAAOK ®OPMUPOBAHUSA JINYHBIX AEJ COTPYIHUKOB
2.1. ®opmupoBaHue NUYHOrO fejia MeIaroroB MPOU3BOAUTCS HEMNOCPEACTBEHHO
nocie npuema B OV uiu mepeBoia MeAaroroB W COTPYAHWKOB U3 JPyroro
00pa30BaTENLHOTO YUPEKIEHHS!.

2.2. B COOTBETCTBUH C HOPMATHBHLIMM JOKYMEHTAMH B JIUHbIE Jejia feJaroron
BKJIQJIbIBAKOTCS CJIENYIOLINE NOKYMEHTBI:

- 3asBeHuUe O pueme Ha paboTy;

- ABTOOGUOrpad s COTpyAHKKA;

- Konust nacnopra unn nHoro 10kyMenTa, Y10CTOBEPSIOILErO THUHOCTE;

- Konuto crpaxoBoro cBueresnbeTsa neHCHOHHOrO CTPAXOBAHMS;

- Konuro nneHTH(UKALMOHHOrO- HOMepa HANOrOIIATEbILIHKA;

- Koy nokymenToB 06 06pazoBaHui;

- Konuu noxymeHTOB 0 KBasin(pUKALUK UM HATUYHH CTIELMATBHBIX 3HAHWIT;
- TpynoByto KHUKKY (KOMUIO — 7151 COBMecTUTENE );

- Konuu noxkyMeHTOB BOHHCKOIO yueTa (/171 BOeHHOOOS3aHHbIX JTHLL )
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- 3asABJICHUE O NEPEBOJIE;

- MeAuLMHCKYI0 KHUKKY (KOMUIO — /15l COBMECTUTENE );

- Konuu 10KyMeHTOB O HarpaKeHNH;

- Konuu arrectalnoHHbIX JIHCTOB;

- YA0CTOBEpEHHs O MPOXOKAEHUHI KYPCOB, SKCHEPTHBIE 3aKII0HeH!s.
CoTpyaHUK MpenocTaBiser:

o 3asBieHHe O rnpuemMe Ha paboTy:;

« Konuio nacnopra unu HHOro 10KyMeHTa, YAOCTOBEPSIIOLLErO TMUYHOCTD;
« Konuro nokymenTa 06 o6pa3oBaHuu;

o Komnuio cTpaxoBoro cBUETENLCTEA TEHCHOHHOIO CTPAXOBAH MU,

«  Konuo nieHntudukalunoHHOro HoMepa HalOronaaTeNbILUKA;

o Tpynosyr KHUKKY;

e Konuu 10KyMeHTOB BOHHCKOIO yueTa (1Jisi BOEHHOOOS3aHHbBIX JIHLI)

o MeIuLUHCKYIO KHUKKY.

Pabotonarens odopmsier:

TPYAOBOH JOrOBOP B ABYX dK3EMILIspax;

NnprKas o rnpueme Ha paboTy (0 nepeMenieHuy Ha APYTrue JOMKHOCTH );
JIUYHY10 KapTodky NoT-2;

e JIOJDKHOCTHYIO UHCTPYKLIMIO;

Paboronarens 3Hakomur c:

e YCTaBOM yUpexKIeHHUs,

e  IIOJDKHOCTHOW MHCTPYKLHUEH;

« [lpoBomuT BBOJHBII MHCTPYKTAXK, HHCTPYKTAK MO OXpaHe TPYya, HHCTPYKTAK
MO MPOTHBOMNOXKAPHONH 6e30nacHOCTH.

2.3 .O0s3aTeNbHON ABASIETCS BHYTPEHHSS ONUCh AOKYMEHTOB, MMEIOIMXCS B
JIMYHOM Jierne.

3. NOPANOK BEAEHUS JIMYHBIX JEJ NEJATOIOB
U COTPYIHUKOB
3.1 Jluanoe nemno negaroros M COTPYAHMKOB LUKOJBI BENETCS B TEUEHHE BCErO
neprosa paboThl KaxkKI0ro nejarora i COTPYIHUKA.
3.2 Benenue JIUUHOTO Jiena npeaycMaTpuBaeT:
o [Tomeimenue 1OKyMEHTOB, MOANEKALIMX XPAHEHNIO B COCTAaBE JUUHBIX [ell,
B XPOHOJIOTHYECKOM MOPSIAKE:
- 3asiBlieHHUE;
- JINYHBIN TUCTOK 110 y4eTy Kanpos.;
- JInunas xapTouka;
- ABrobuorpadus;
- Konnu nokymeHTos 06 06paszoBaHuy;
- Konust npukasa o npuieme Ha pa6ory;
- JIOKyMEeHTbI O MOBBILLEHHN KBaNHU(UKALMOHHOIO YPOBHS: ATTECTALMOHHBL
JCT, YIOCTOBEPEHUE O MPOXOIKAEHHH KyPCOB, SKCIIEPTHOE 3aKIHOUCHUE;
- Konuu nokymeHTOB 0 HarpaxkaeHun, NOOIPEHNH;
Kcepokonun: - nacropra (cTpaHMlbi ¢ MepCOHANbHBIMH [AHHBIMH O MECTe
pEerucTpanum);



- BOCHHbIN OuJIeT (11 BOCHHOOOS3aHHbBIX JIULL);

- CBUJIETEIbCTBO O Opake, pacTopykeHny Opaka (eciii Takoil uMeercs);

- CBUJIETENILCTBA O POXKACHUH AETEl;

~ CTPaxoBOro CBUJIETELCTBA;

- UHH

 EXKeroamytoo npoBepky COCTOSIHHS JIMMHOTO Jefa MeJaroroB ¥ COTPYIHUKOB
LIKOJIBI  HA TIPeAMET COXPAHHOCTH BKJIIOUEHHBIX B HEro JOKYMEHTOB W
CBOEBPEMEHHOE 3aroJIHEHHE.

e JIucTbl nOKyMeHTOB, MOAIIMTEIX B IMUHOE 16710, MOATIEKAT HYMEPALUHL.

o JluuHoe neno peructpupyercs B KypHaie «YueT JTUUHBIX [y

« Tpynosbie KHMKKM, MEIMLMHCKME KHWKKH XPaHITCS OTHENLHO B ceiide
nupekrtopa OV.

o JIOJKHOCTHBIE HHCTPYKIIMU XPaHATCS B OTAeNbHOM manke OV.

4.NTOPANOK YYETA Y XPAHEHUSA JIMYHBIX JEJI NEXATOIOB U
COTPYJIHHUKOB.

4.1 XpaHeHHe U yueT JIMYHBIX [N NeNaroros u COTPYAHUKOB OPTAHU3YIOTCS C
Lebi0 OBICTPOro u 6e30WMbOYHOr0 MOMCKa JIHUHBIX Jell, ofecredenus ux
COXPaHHOCTH, a Takke obOecriedyeHus KOHGUAEHIMAILHOCTH  CBEIECHMUIA,
COACPIKALIMXCS B TIOKYMEHTAX JIMYHBIX [eJl, OT HECAHKLIMOHUPOBAHHOIO HOCTYIIA:
o Tpy/noBble KHMXKKH, MEJMLIMHCKHE KHUKKM XPAHATCS OTHAENBHO B celipe
AUPEKTOPA.
o JIOMKHOCTHBIE MHCTPYKUMH XpaHSTCS B OTAeNbHOM nanke OY.

. Jliunble nena corpynHHKOB XpaHsaTes B celide.

o HocTynm K JMYHBIM [efiaM [eJaroroB M COTPYAHUKOB HMEIOT TOIBLKO
CEeKpeTapb, JTUPEKTOP.

° CucremaTtusalus NTUUHBIX [N NeJaroroB U COTPYAHHKOB NPOHU3BOAUTCS B
an(aBUTHOM TIOPSJIKe.

o JluvHble nena negaroroB M COTPYAHUKOB, MMEFOLUMX IOCYJAPCTBEHHLIE

3BaHUs, MPEeMUN, Harpanbl, YYEHbI€ CTCIIeHW U 3BaHUI, XPaHATCS 72 HBT & roga
YBOJIbHEHUSA pa6OTHI/IKa.

S.NOPANOK BbIIAYN JIMYHbIX JEJI
BO BPEMEHHOE MOJIb3OBAHUE

5.1 Bblgaua nuuHBIX Aen (OTHAENbHBIX JOKYMEHTOB B COCTABE JMUHOrO [ena) BO
BPEMEHHOE [OJIb30BaHHE TPOM3BOAUTCS C paspelleHus [upekTopa. Bpewms
PaboTbI OrpaHUuYKBAeTCs MpejenamMi ofHOro pabouero AHs. B koHue pabouero
AHS IUPEKTOp 00si3aH yOeAWTbCS B TOM, YTO BCE JIMYHBIE €2, BbIAAHHBIE BO
BPEMEHHOE TMOJIb30BaHUE, BO3BpAIEHbl Ha MECTO XpaHeHus W ecThb Jiu
HEOOXOIMMOCTh ISl TPHHSTHS MEP K UX BO3BPALLCHHIO HIIH PO3LICKY.

5.2. @aKT BbIIAUM TMYHOTO Aefia GUKCUPYeTCs B KOHTPOJILHOM JKypHAse.

6. OTBETCTBEHHOCTD
6.1 Ilenaroru u coTpyaHKHKH 00S3aHbI CBOEBPEMEHHO NPENCTABAATL CBEIEHUs 00
M3MEHEHWH B NEPCOHANIBHbLIX AAHHBIX, BKJIFOUEHHBIX B COCTAB JIMYHOIO [Iea.



6.2 Pabortonarens obecrieunBaeT:

e  COXPAHHOCTb JUYHBIX JIeJI [1earoroB U COTPYIHUKOB,;

o KOH(DHISHUMATBHOCTH CBENEHUM, COJepKalluXcs B  JHYHBIX  JeJiax
neJaroroB U COTPYJHUKOB.

7. IPABA
7.1. Ins obecriedyeHus: 3allMThl MEPCOHAJBHBIX JAHHBIX, KOTOpPbIE XPAHATCS B
JUYHBIX JleJlaX MMeJaroroB U COTPYIHUKOB.
nejaaroru U COTPYAHUKH UMEIOT TPaBo:
o [Tlonyunts nOAHYIO UHGOPMALMIO O CBOUX [E€PCOHANBHBIX JaHHBIX U
00paloTKe THUX JIaHHbIX;
o [loay4uTh JOCTYN K CBOUM MEPCOHANBHBIM JaHHBIM;
o [lonyuuts KOTINH, XpaHsimecs B JTUYHOM aeie
K CcoJepKalllie MepcoHalbHble JaHHBIE.
o TpeboBaTh WCKIIOUEHWS WAM WCOPABIEHHS HEBEPHBIX WK HEMOIHbIX
MepCOHAaNbHBIX JAHHbIX
paboTonaresib UMeEET NPaBo:
o O0pabaTbiBaTh [epcOHaNibHbIE JaHHBIC MEeAaroroB M COTPYAHUKOB, B TOM
YUCIIe U Ha JIEKTPOHHBIX HOCUTEIISIX;
s 3anpocuTh OT MeJaroroB M COTPYIHUKOB BCIO HEOOXOANMYIO HH(OPMALIHIO.



