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ITPABUJIA

BeACHHUS JHYHBIX JeJ COTPYAHUKOB

a. Jlynnososo



1. O0uMe moJI0KEeHUS

1.1. Hactosimue [ IpaBuiia onpenenstoT npaBuiia BEAESHUs JTUYHBIX A€ COTPYIHUKOB
MYHHUIXATAIEHOTO aBTOHOMHOIO JIOIIKOJIBHOIO 00pa3oBaTENbHOIO YYPEXKIECHUSA
«Jerckuit cam xomOuHupoBaHHOro Bunma Ne 28» n. JlynmonoBo (manee -
VYupexnenue).

1.2. IlpaBuia pa3paboTaHbl B COOTBETCTBHH C:

o ®enepanpHbIM 3akoHOM P® ot 27.07.2006 N2 152-®3 «O nepcoHalbHBIX
JAHHBIXY;

e TpynoBsiM KojiekcoMm PD;

e KonneKTUBHBIM JOTOBOPOM;

e YcTaBOM.
1.3. Benenue TUYHBIX e COTPYIHUKOB BO3JIaraeTcsl Ha AEIONPOU3BOIUTEIS.
1.4. ®opmupoBaHUE JUYHOI'O JleJla COTPYIHHKA YUpPEXKACHUS IPOU3BOLUTCS
HEMOCPEACTBEHHO IOCHIe ITpreMa B YUpexIeHue.
1.5. TTopsmok mpemocTaBieHus ¥ o(OpMIIEHHUS JOKYMEHTOB IIpH IpUeMe Ha paboTy
nponucad B MHCTpYKIMH 110 KaJpOBOMY JEJIONPOU3BOICTBY.

2. O0mMe mMoJI0KEeHH S

2.1 JIuuHOE 1eno COTPYAHUKOB YUpEXIECHHUS BEIAETCs B TEUEHHUE BCEro IepHoja
paboThI KaXIOT0 COTPYAHUKA.

2.2 BeﬂeHI/Ie JAUYHOTO J€jJa IpeaycMaTpuBacT IIOMEIIEHUE HOOKYMEHTOB,
IMoJJICXKAIMUX XPAHECHUIO B COCTABE JIMYHBIX J€JI, B XPOHOJOTUIECKOM IOPSAAKE:

CocTaB n1u4yHOro Jiena paboTHUKA

e BHyTpeHHsIS ONUCH JOKYMEHTOB.

e 3asBieHHE O IpueMe Ha paboTy;

e JIMYHBIH JIUCTOK IO YYETY KaJIpoB;

e ABtobuorpadwus;

e Cornacue Ha 00pabOTKy IEPCOHANBHBIX JaHHBIX COTPYAHUKA

e (0s53aTeaBCTBO O HEPA3TJIANICHUH [IEPCOHATBHBIX TaHHBIX;

e (0s53aTeTBCTBO 0 Hepas3rJallleHHd  CBENEHHU, COCTaBJISIOLIUX
KOMMEPUYECKYIO TalHy;

e Pacrnucka kaHauaara Ha JJOJDKHOCTD;

e JloroBop 0 YaCTMYHOM MHIWBUIYaJIBHON MaTeprualbHOW OTBETCTBEHHOCTH,

e CmpaBka 0 Halu4ud (OTCYTCTBUH) CYAMMOCTH U (WiM) (akTa yroJOBHOIO

peciieJOBaHus JIN0O O MPEeKpalleHUH yIOJIOBHOIO IIPECIIEIOBaHU;

XapaKkTepUCTHKH U peKOMEHIaTeNIbHbIe MUChMa (TIPY HAIUYHH);

Jlnanble 3asBIeHU pabOTHUKA;

Komust mpruKa3oB 110 THYHOMY COCTaBy, Kacarolluecs JaHHOTo pabOTHHKA,;

JIOKYMEHTHI 110 aTTeCTallHH;

JIOKYMEHTBI O MOBBIIIEHUH KBATH(PUKAIHOHHOTO YPOBHS: paclopsKeHus 00

YCTaHOBIIEHUH  KBAITM(PUKAIMOHHOW  KAaTerOpUH, YyAOCTOBEPEHHME O

TIOBBIIIEHUY KBaM(UKaLUK U Ap.



o JloOKyMeHTBI O HarpaxAeHWH, IOOLIPEHHUH, B3BICKAHUU, CHITHUU
JTUCIUTUIMHAPHOIO B3BICKAHNUS;

e ®otorpadus;
2.3.IlepeuncieHHsle JOKYMEHThI [TOMEIIAIOTCS B IAIKy-AeN0 (CKOPOCIIUBATEND),
COCTaBIISIETCSI BHYTPEHHSISI OIIUCH.
2.4.JIUCTBI JOKYMEHTOB, IOMEIIEHHBIX B INYHOE JIE]I0, IIOJIEXAT HyMepaluu.
2.5.JIM4HOE [0 PETHCTPHUPYETCS B KypHaie «YdeTa JINIHBIX Jem.
2.6. Koy JOKYMEHTOB, XPaHSIIMXCS B JIMYHOM Jele pabOTHHKA, 3aBEPAIOTCSA
CIIEIYIOMKUM 00pa3oM: IMPOCTaBISAETCS 3aBEpUTENbHAS HANIKCh «KOMHS BEPHAN;
JOJDKHOCTB JIMIA, 3aBEPUBILIETO KOMMIO; INYHAS [IOAIMCE; JaTa 3aBEPeHUS.

3. Ilopsiaok yyeTa H XpaHEHHs JHYHBIX JeJ

3.1 XpaHeHde W y4eT JUYHBIX el COTPYAHHUKOB YUPEXIEHHUS OPTraHU3YIOTCS C
eNbI0 OBICTPOro M 0e30mMO0YHOr0 IMOMCKa JIMYHBIX JAeN, OOECIeueHHs WX
COXPaHHOCTH, 4 TaKke oOecredyeHUS KOH(UAEHIUANBHOCTH  CBEIEHWH,
COZIepKAIUXCS B TOKyMEHTaX JIMYHBIX JIell, OT HECAHKLIMOHUPOBAHHOI'O JOCTyIa!

e TpynoBbie KHIKKH XPaHITCS OTHEIBHO B cerde.

e MenuIUHCKHE KHUKKM XPaHATCS B 3aKPBITOM IIKady, B IMOMEIICHUH IS
paboThl C TEepPCOHATBHBIMU JAaHHBIMU. OTBETCTBEHHBIH 110 BEICHHIO
MEIUITUHCKUX KHUKEK - TUPEKTOP Y UpEexKIACHHUS.

e JIuuHEBIE KAPTOYKH, TPYAOBEIE JOIOBOPHI, XPAHATCA B OTAEIBHBIX IalKaxX, B
TIOMEINEHUH Ui PabOTEl C MEePCOHANTBHBIMU AaHHBIMU. OTBETCTBEHHBIN:
IeJIONIPOU3BOIUTENb.

o JluyHble HeTa COTPYAHHUKOB XpaHATCS B IIOMEIIEHUH I PaboThl C
IIepCOHANBHBIMU TaHHBIMHA. OTBETCTBEHHBIH - IEIOIPOU3BOAUTENb.

e JlocTyn K JIMYHBIM JejaM COTPYJHHKOB Y4YpPEXIEHUS HMEIOT TOJBKO
JIUPEKTOp  YUpeXIeHHUs, 3aMeCTHTeId  JUPEKTOpa, pPYKOBOIUTEIb
CTPYKTYPHOIO MOApa3fieieHus], GyxranTepus, 3aBeIyIOLuii X031UCTBOM, CaM
pabOTHUK.

e CucreMaru3aiyus JIMYHBIX €]l COTPYIHUKOB YUpexXIeHUs IPOU3BOIUTCS IO
CIeIHaTH3aIiy pPabOTHl B YUPEXIECHUU.

3.2. Ilpu mpekpalleHuy TPYAOBOTO JOroBopa (YBOJNBHEHHH) COTPYIHMKA JIHYHOE
JIeNI0 TIepelaeTcs B apxXWB YUPeXAEHWs, BCe NOKyMEHTHI Jela ITOIIIMBAIOTCS,
COCTaBJISIeTCS. OKOHYATENbHAs BHYTPEHHSS OMUCH U JIMCT-3aBEPUTENh. XPAHUTCS B
OpraHM3alliy Ha CPOK, yCTAaHOBJIEHHBIH HOPMAaTUBHLIMU JIOKYMEHTaMU.

4. OTBETCTBEHHOCTH

4.1 Corpyauukd YUpexAeHHs 00s3aHbl CBOEBPEMEHHO  IPEICTaBIIATh
IENONPOM3BOIUTEIIO CBEIeHUs 00 M3MEHEHMHM B IIEPCOHAIBHBIX JAaHHBIX,
BKJIFOYEHHBIX B COCTaB JIUYHOTI'O JEJIA.
4.2. PaboTonaTesp oOecrieurnBaeT:

® COXPaHHOCTH JIMYHBIX JeJl COTPYIHUKOB Y UPEKICHHUS,



e KOH(UIEHIUAILHOCTh CBEAEHMH, COJepKalMXCs B JHMYHBIX Jejax
COTPYAHUKOB YUpEXKIECHUS.

5. IIpaBa

5.1. Jlns obecreueHus: 3alUTHl MEPCOHANBHBIX IaHHBIX, KOTOPBIE XPaHATCS B
JIMYHBIX JeNlaX COTPYAHUKOB YUpPEXKIECHHUS:
CoTpynHUKHU YUpeKXIeHUs UMEIOT IIPaBo:
e Ilony4uTh NONHYIO HH(GOPMAIMIO O CBOMX MEPCOHATBHBIX NaHHBIX U
00paboTKe ITUX JaHHBIX;
e [lomy4uTh JOCTYI K CBOUM IIEPCOHAIBHBIM JaHHBIM;
e Ilomy4uTh KOIMM, XpaHAIIHMeCs B JMYHOM Jele M ColepKalme
IIepCOHAJIbHBIE NAHHEIE.
e TpeGoBaTh WCKIIFOYCHWs HIM HCIpPAaBJIEHMs HEBEPHBIX, HIIA HEMOIHBIX
EPCOHATBHBIX JaHHBIX
PaGoronarens UMeEET NPaBo:
e OGpabaTeiBaTh MEPCOHANBHBIC JaHHbIE COTPYIAHUKOB YUPEXKEHHUS, B TOM
YKCIIE ¥ Ha 3JIEKTPOHHBIX HOCUTEIAX;
e 3ampoCHUTH OT COTPYIHUKOB YUPEKIEHHS BCIO HE0OXOMMYO HHGOPMAIIHIO.
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