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VTBEPIKIEHO IPHKA30M
ot 01.04.2014 r. Ne 49

TIOJIO’)KEHUE
0 mopsiAKe BeJeHHs! JHYHBIX Je1 pAGOTHHKOB

MyHHIMNAIEHOTO 0011e00pa30BaTeIHOr0 610/DKETHOTO YUPEKICHU
«bamxupcekuii muiei umenn Pamazana YMer6aeBa» ropoJICKOro okpyra
ropon Cubait Pecry6muku bankoprocran

1.0BIIME TOJIOKEHUS
1.1 Hacrosmee [TonoxeHue onpenenseT NOPSIOK BEACHUS THIHBIX [ paOOTHUKOB
MOBY bBamkupckuii Jiuneit
1.2 INonoxeHue pa3paboTaHO B COOTBETCTBHH C:
o ®enepanbHbIM 3aK0HOM Poccniickoit @eneparmu ot 27 mronst 2006 r. N 152-3 «O
NEPCOHAIBHBIX JAHHBIX);

o IlepeyHeM THIIOBBIX yNPaBIEHYECKUX apXUBHBIX JOKYMEHTOB,
00pasyronmxcs B MPOLECCe AeSTEIHOCTH roCy1apCTBEHHBIX OPIaHoOB,
OpraHoOB MECTHOTO CaMOYIIPaBIICHHUs ¥ OpTraHU3aIlHi,

C yKa3aHHEM CPOKOB XpaHeHus oT 25 aBrycra 2010 r. Ne 558

« TpynoBemM kogexcoM P®D;

1.3 Benenue nuuHbIX fen pabotHrkoB MOBY Bamkupekuit muneit (nanee OY) Bosinaraercs Ha
JIENONIPOU3BOJMTEISI WIIM MHCIIEKTOpa 110 Kazapam OY.

2. IOPATOK ®OPMHPOBAHUSI TUYHBIX JEJ COTPYIHUKOB
2.1. ®opMupOBaHUE JUYHOTO JeNa paGoTHUKOB OY MPOU3BOIUTCS HEMIOCPEACTBEHHO TOCIe
npuema B OY.
2.2. B cOOTBETCTBUH C HOPMATUBHBIMHU JOKYMEHTaMH JULS 3aBE/ICHHUS JINYHBIX [Ie]l PabOTHUKOB
OY 3anpammBaroTcs CIEAYOIINe JOKYMEHTHI:
e 3asBIICHHE O IpHEMe Ha paboTy WK [epeBoIe;
3asBieHne Ha 06paboOTKy IMEePCOHATBHBIX JAHHBIX;
ABto6uorpadus;
NAcTOpPT MM MHOI JOKYMEHT, YJOCTOBEPSIOIIHHI JINYHOCTD;
CTPaxoBOE CBHETEIbCTBO IIEHCHOHHOTO CTPaXOBAHNUS;
WHH;
JlokyMeHTEI 06 06pa3oBaHuy;
CripaBKa yroJIOBHOTO XapakTepa;
JIOKYMEHTSHI 0 KBaJIHM(HUKAIIMH WK HAJTHIAN CTISIUaIbHBIX 3HAHUIA;
TpynoBast KHIKKa;
JIOKyMEHTHI BOMHCKOTO y4eTa (Jjis1 BOSHHOOOS3aHHBIX JIUIL)
CBHIETENBCTBO 0 Opake;
CBHIETENIBCTBA O POXKICHUH JeTei;
MeaunuHCKasT KHIKKA;
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o JIOKyMEHTBI O HarpaskeHuH, OaHKu; e

o ATTECTALMOHHBIM IUCT] ;

o YI0CTOBEpEHHS O POXOKICHIH KypCOB, IKCTIEPTHBIE 3aKIIOUEHUS.
Yabomodamens 0POpMAALNL

+  TpYHOBO¥i IOrOBOP B AABYX HK3EMILIAPAX;

. mpuKa3 o Mpueme Ha paGory (o mepememeHmn Ha jipyrue JOJDKHOCTH)}

o JMYHYIO KapTOUKy NeT-2; i

«  JIOMKHOCTHYIO MHCTPYKIHIO; |
Yabomodamenb 3HAKOMUN pabomuuxa nod pocnuce CO0MEEMCMEYIoWUxX dICypHanax i KHUAX

. VcraBoMm JHues U APYTUMA OKAHHO-HOPMATHBHBIMHU AKTAMH;

+  TpymOBBIM AOrOBOPOM H JODKHOCTHON MHCTPYKIWEIT;

« IIpoBomut BBOJHBIN HHCTPYKTAK, MHCTPYKTAK TIO OXPaHe TPy Ad, MHCTPYKTaX 110
npomaonomapﬁoﬁ Ge3omacHocT ¥ T2

3. MOPSIIOK BEJEHNSL JIAYHBIX JAEJ PABOTHHKOB OY Bl

1 JIpusoe feso paboTHUKA 06pazoBaTeIBHOrO YUpEKASHI BEAETCA B TeueHHUE BCETO TISPH¢
aGoTHI. i
2 Bejenue AMUHOIO Aeia TIpe/lyCMaTPHBACT TOMeIIEHHE JOKYMEHTOB, TOJUTEKALIIX I
PHEHHUIO B COCTABC JUUHBIX ACT, B XPOHOJIOTHUCCKOM nopsiaKe: i

o JIMuHBIH JMCTOK 1O yUCTY KaaApoB 60 AHKETa,

o Jlnunas kaprouka T-2,

o Asrobuorpadus,

o 3asBreHye O NpUeMe Ha pabory,

o Cornacuc Ha 00paboTKy [1epCOHATBHBIX IAHHBIX,

o (CrpaBKa yrojoBHOro Xapaxrepa,

» TpynoBoii 10roBop 1 JOTIONHUTENBHBIE COTTALICHIA K HEMY,

o JlomKHOCTHAS HHCTPYKIMA,

o 3apepeHHaA KOMUS WK BHIIICKA W3 TPAKa3a O NPHEME 12 pabory, nepeaonax,:1

o 3aBepeHHas KoMt TpyA0BOi KHIDKKH, i
L]
L]

3apepeHHbIC KOTHMH JOKyMeHTOB 00 06pa3oBaHiy,
JIoKyMEHTBI O OBBIIICHUH KBATH(QUKAIMOHHOTO YPOBHSL:
ATTeCTAIMOHHBIH JIUCT,
3aBepEHHBIC KOTHUH ynocrosepelmﬁ 0 TIPOXOXK/ICHHH KyPCOB,
o 3apepCHHbIC KONUM JIOKYMEHTOB O Harpax/JCH1H, [OOLIPEHNH,
o BuyTpeHHss ONHUCH JOKyMEHTOB, MMEIOMIMXCA B JINUHOM JIeNE.
pu GopMHPOBAHIH JTugHOTO Jena JUis apXUuBHOTO XpaHEeHus BCE JIOKYMEHTBI B
JOHOJIOTMYECKOM TMOPSAKE HyMEpYIOTCs, pOLIMBAIOTCS 1 CKpETUIAIOTCS TeYaThIO.

3. B oT/ICbHBIX NATKaX XpaHATCL:

OTHH:

\criopTa (CTpaHHILb! © [1epCOHABHBIMU JAHHPIMI, 0 MecTe perncTpaim);
yeHHOro Gunera (Ui BOEHHOOOA3AHHBIX NI}

JneTensCTBa 0 OpaKe, pacTopiKeHnH Gpaxa (ecnu MMEETCs);
\MIeTeNbCTBA O POKACHUM nereit;

AXOBOrO CBUIETENBCTEA;

HH.
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4.JIOPSIIOK YUETA U XPAHEHM ST IMYHBIX AEJI
| pa6orHukos OY

eHHe H YUeT TMUHBIX JeN paGoTHUHKoB OY 0pranusyiores ¢ Lessio GLICTporo!
MIHEGOYHOTO MT0MCKA JIMYHBIX JIe)l, 00ECIIEYEH s UX COXPAaHHOCTH, & TAaKKe obecrien
}amemmanwocm CcBe/IeHM i, COMIEPKALIIXCA B AOKYMCHTAX JTMUHKIX /ICIT, OT |
IEKIIHOHHPOBAHHOrO JIOCTYTIA: il
i TpymoBble KHIDKKH, MEAMLMHCKHE KHIDKKI XPaHATCS OTACIBHO B ceiipe pyKOHO] urest
ov. i
| Jlrgmble fea COTPYAHMKOB XPAHSATCS XKEJICIHOM UM JEpeBSHHOM wwKady B OY:
| JlocTyn K JIMYHBIM JenaM paGoTHukoB OY HMEIOT TOJIBKO OTBETCTBEHHOE 32 Bem
AMYHBIX 1] JIMLO, pyKkoBoauTens OVY. {
CHCTeMaTH3allks JIMYHBIX JIe1 IIEJarOTHYECKOro ¥ TEXHMYECKOro nepconana O
IPOH3BOJIMTCS Pa3eIbHO M B al(paBUTHOM MOPSIKE. |
Juunsle aena pabotHuKoB OY XpaHsTest 75 JIET ¢ rofa yBOJIbHEHHS! pa60Tnm

S.TOPAJOK BBIJAYN JUYHBIX AEJ BO BPEMEHHOE ITOJIb30BA
Brinaua IHUHBIX e (OTACHBHBIX AOKYMEHTOB B COCTaBE JMYHOIO Jeia) BO |
BOBaHHC NPOM3BOMTCA C PA3pelIeHHs pyKopoautenst OY TONBKO caMuM pagd %1
IpAIONNM  OpraHaM 1o oduuMansHOMy 3anpocy.  Bpems paGoThI orpadpyuBaetcs
jelaMH 0ZHOrO paGouero Amust. B KOHIE paGouero jHs OTBETCTBEHHOE JIHLL
BITBCA B TOM, UTO BCE JTMUHBIC J1€]1a, BBIIAHHBIE BO BDEMEHHOE MOJIH30BAHIE, BO3BD
© XpaHEHHUS 1 €CTh T HeOGXOMOCTD /TSl IPUHATHS MEp K MX BO3BPAILEHHIO Wil

6. OTBETCTBEHHOCTbD e
1 HuHbIX

:BeJieHHs 00 M3MEHCHHMHU B IIEPCOHATBHBIX JaHHBIX, BKIIOYEHHBIX B COCTaB JIMYHO ‘? nena.
'\abomodamensv 0becreunBacT: I
COXPaHHOCTH JIMYHBIX e paboTHuKo OV
KOH(UICHIMAILHOCTD CBEJICHHIT, CONEPIKAIMXCSA B IMUHBIX JIENax pw60r1—1m<on
7. IPABA |

ompyonux OV umeem npaso: |
TToayyuTh MONHYIO MHPOPMALIMIO O CBOMX NEPCOHATBHBIX JAHHBIX U 06pa6OTK% TH
JIaHHBIX; »gi
[TomyyuTh JIOCTYIl K CBOMM NEPCOHATBHBIM JIaHbBIM; |
[TomyunTh KOMMK, XPAHSIIUECS B IMUHOM JIeje M COJIEPIKAIIIE NEPCOHATBHBIC nam{‘me
TpeGoBaTh UCKIIOYEHHS! WM UCTIPABICHUS HEBEPHDIX MJIM HETIONHBIX nepcouaﬁn TLIX
JTaHHBIX ‘

a6omodamens umeem npago.
OBpabaTsIBaTh NEPCOHANBHBIE IAHHBIE NEATOr0B ¥ COTPYIHUKOB JIULES, B TO
Ha 3JIEKTPOHHBIX HOCHTEAX;
3anparmmBath 0T paGoTHHKOB OY BCIO HEOOXOAUMYIO HHPOPMALIHIO.
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%70 Ha 001eM coOpaHny KOJUIEKTHBA
dKon  OT _ /7 A po/y, No A





