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«O BEJEHHMY JIMYHBIX JEJI COTPYIHUKOB»
TOCYIAPCTBEHHOI'O ABTOHOMHOI'O IIPO®ECCHOHAJIBHOI'O
OBPA30OBATEJILHOI'O YUPEXKIEHUS MYPMAHCKOM OBJACTH
«MYPMAHCKUII HHIY CTPUAJILHEBIN KOJLIEIK»
(TAIIOY MO «MHK»)

1.0BIIME ITIOJIOZKEHUA

1.1. Hactosmee Ilomoxxenme «O BeIeHWH IHUYHBIX IelI COTPYIHHUKOB
rOCYJapCTBEHHOTO  aBTOHOMHOTO  IpoQecCHOHANIBHOIO  00pa3oBaTelIbHOIo
yupexnenus Mypmanckoit obnacté «MypMaHCKUM HMHIYCTPUAIbHBIM KOJLIEIK
(mamee - ITonokeHHe) OmMpenmemseT MOPSIOK BENSHMS JMYHBIX el pabOTHHKOB
T'ATIOY MO «MUK» (manee - Komremx).

1.2. Hactostmmee IlomokeHue pa3paboTaHO B COOTBETCTBHM C 1pyHOBBIM
kojmekcoMm oT 30 gmexabps 2001 r. Ne 197-03, DenepanbHBIM 3aKOHOM OT
27.07.2006 1. Ne 152 «O mepcoHalbHBIX JaHHBIX», MeETOOUYECKUMHU
pexoMeHpanusMu Pocapxusa.

1.3. Hacrosmee IlomoxeHue pacnpocTpaHseT CBOE IOEHCTBHE Ha BCEX
pabotaukoB Komnemxa.

1.4. JIuanoe nmeno padorHuka Komremka - 3T0 COBOKYIHOCTH JOKYMEHTOB,
cozepKalmx Haubojee IONHBIE CBEOSHUSI O pPabOTHHKE U O €ro TPyAOBOU
JIeSITeTFHOCTH.

1.5. Opranmzanus pabotsl, oQopMIileHNe, BeJleHHe U XpaHeHue JTUYHBIX JIel
pabotaukoB Kominemxa ocymiecTBIseTCS Ha4dalbHUKOM OTHela KaApoB,
JETOIIPOU3BOIUTENIEM W/ WM CeIMaliucToOM 1o kaapam Komnemxka.

2. IOPAJOK ©OPMUPOBAHUA JIMYHBIX JEJI PABGOTHHUKOB

2.1. ®opMupoOBaHKE JIUYHOTO nena paboTHuKa Komnemxa Ipou3BOIUTCS B
Te4YeHHe 5 NHEH co AHA IpueMa paboTHHKA Ha paboTy B TOJIBKO IOCIE IOy IESHIS
OT paboTHHKA COTTacus Ha 00paboTKy ero nepCoHaIbHbIX JaHHBIX.



2.2. JInugoMy [elly IPHCBaBaeTCsi HOMED COINIACHO JXypHaTy ydeTa
muaHsIX nea corpyaaukos [ATIOY MO «MIMK».

Ha 06510%Ke TUYHOrO Jea OTPaXarTCs CIENYIOIHNE PEKBU3NUTHI:

- ronxHoe HauMeHoBaHue Koienxa;

- Ne muugoro gena;

- (baMuITHsL, ¥MsI, OTIECTBO PaOOTHHKA B MIMEHUTEIBHOM ITaJIeKe;

- ITOJKHOCTE;

- naTa Hadaja Iena;

- JaTa OKOHYaHUs Jea.

2.3. B nmnumrle gena paborHukoB Komnmemxa BKIaIBIBAOTCS CIETYROIINE
JOKYMEHTEI B XpOHOJIOTUYECKOM IIOPSIKE:

- CIIpaBka 00 OTCYTCTBUHU CyIHUMOCTH;

- 3agBIIEHUE O IIpreMe Ha paboTy;

- SK3EMILIIP TPYIOBOrO TOTOBOPA;

- SK3EMILIAPLI JOIOTHUTEIBHEIX COINAIeHUH K TPYI0BOMY TOTOBODY;

- IprKa3 o InpuweMe Ha paboTy (0 IepeMelleHHr Ha OpYIue
JIOJDKHOCTH);

- cornacue Ha 00paboTKy IEpCOHANBHEIX TaHHEIX;

- 3agBlIEHHE O HepasIalle iy KOHQUIeHINaTbHON HHQOPMAaLUHY - IIPU
HEeOOXOIUMOCTH;

- KOIIMH JOKYMEHTOB 00 00pa3oBaHNM, O KBAIM(QUKAIMY WM HalHIuK
CIIeIMATbHEIX 3HAHMH, €CIM IPeNOCTaBlIeHre TaHHEIX TOKYMEHTOB O0S3aTeNbHO
IUIS 3aHSTHS COOTBETCTBYIOIIEH JOIDKHOCTH,;

- KOIIMK JOKYMEHTOB O Harpa)XIIeHUH, ITOOLIPEHNH,

- BHYTPEHHSS ONHCEH JOKYMEHTOB, UMEIOIIUXCS B TUIHOM [eIe.

2.4. B Tedyenue TpyHOBOU MESTENLHOCTH JHUYHOE N0 PabOTHHMKA MOXET
IOIIOJIHATECS CIeNYIOIUMU JOKYMEHTaMH:

- yYBEIOMIICHAAMY 00 M3MEHEHWH YCIOBHH TPYNOBOTO NOrOBOpa IIO
HHUIAATABE paboTonaTels;

- KOIMAMHM IIPHKA30B O II€peBoJie Ha APYryro paboTy, O IOOIIPEeHHUH,
IPUMEHEHNH U CHATUY TUCHUIIMHAPHEIX B3bICKaHIN;

- KOIMUSMHU OOBSCHUTENBHEIX ¥ JOKIAIHBIX 3aIllCOK, 3adBIIEHUN
pabOTHUKA 110 Pa3IMYHBEIM BOIIPOCAM,

- MaTepuajaMi aTTecTalrii (€cid OHU NPOBOASTCS B OTHOIICHHM
paboTHUKA);

- JIOKYMEHTaMH, IIOCIY>XUBIIMMH OCHOBAaHHMEM K M3IaHHIO IIPHKa3a O
IpEKpaIeHuHt (PacTOPKEHNH) TPYAOBOIO IOTOBOPA;

- KOIIKeH IIprKa3a 0 IpeKpalleHuy TPYI0BOro JOr0BOPa;

- IpYTAMH JOKYMEHTaMH, CBSI3aHHBIME C paboTOH.

2.5. Tlpu 3aKpHITHH JMYHOTO Aena 00s3aTeNbHBIM SIBISETCS COCTABICHUE
BHYTPEHHEH OMUCH TOKYMEHTOB, MIMEIOIIUXCS B IMIHOM JETIE.

3. IOPSIIOK BEAEHUS JUYHBIX JEJI PAGOTHAKOB

3.1. JIruxoe nmeno paborHuKos Komemka BeleTcs B TEISHUE BCETO IIeproa
paboThl pabOTHHUKA.



3.2. Begenue JIWYHOTO Jena IpefyCMaTrpuBacT IIOMELIEHUE B KapTOHHYIO
ITaNKy-CKOPOCIIMBATEND JOKYMEHTOB, IIOIEXKAIIUX XPAHEHUIO B COCTABE JIMYHBIX
IleJI, B XpOHOJIOTHYECKOM IIOPSIKE COTTIacHO IMyHKTY 2.3 HacTosmero Ilomoxerus.

4. IIOPAIOK YUETA U XPAHEHIA JIMYHBIX JEJ PABOTHHUKOB

4.1. XpaHeHue ¥ y4eT JUYHBIX Aell paboTHuKoB Kosutemka opraau3yroTes ¢
nenpo OpicTporo ¥ 06e30mMO0YHOr0 MOWCKA JIHUYHBIX O, OOeCIIeUeHHs HX
COXPaHHOCTH, a Takxke obecreuyeHUs KOHOUICHIMAIBPHOCTA  CBEICHHH,
COZEpIKaIMXCs B JOKYMEHTaX JIMYHBIX €], OT HECAHKI[MOHUPOBAHHOTO JOCTYIIA!

- JUYHBIE [ela pabOTHHKOB XpaHATCA B KaOWHETe OTAela KaapoB
Komnnemxka;

- OOCTYIl K JMYHBIM JelaM paboTHUKOB Koilemka HMEIOT TOJIBKO
Ha4aJlbHUK OTZelNa KaJpoB W/MIHM CHEeIHUAIUCT 10 KaapaM, ACIONPOU3BOIUTEND U
nupextop Konnemxa;

- CHCTeMaTH3alysi JTUYHBIX JeN paboTHukoB Kotemxka mMpou3BOgUTCS
B ali()aBUTHOM IIOPSIKE.

5. IOPAAOK O®OPMJUIEHMA JIMYHBIX JTEJ YBOJEHHBIX PABOTHUKOB 1JIs
IIEPEJAYM HA XPAHEHHUE B APXIB KOJUIEKIA

5.1. Ilocne yBonmpHeHus paboTHuKa Kosremka THIHOE AETI0 M3LIMASTCA M3
CKOPOCIIKBATENA, IPOU3BOJUTCA NMPOBEPKA NOKYMEHTOB, UMEIOIIUXCSI B JUYHOM
Iese, Ha 11ellecoo0pa3HOCTh XPaHSHHUS.

5.2. JIOKyMEHTHI TUYHOTrO [IeJia, MOAJIeKaIie XPaHSHUIO B COOTBETCTBUH C
JIEHCTBYIOIMM 3aKOHOATeNbCTBOM Poccuiickoir ®@epepanuu, GopMHPYIOTCS B
XPOHOJIOTUYECKOM IIOPSAIKE B COOTBETICTBUM C IIyHKTamu 2.3, 2.4 HaCTOSIIETo
Tlonoxenus, mpou3BOAUTCS HyMepalus JIHMCTOB JHJIHOTO Iella M COCTaBIAeTCH
BHYTPEHHSA OIIUCh JOKYMEHTOB nu4Horo aena ([Ipmmnoxenue 1).

5.3. JInuHOE [eno IOoMeIlaeTcs B KapTOHHYIO OOJIOKKY, CIIHBaeTCd M
IIlepeaeTcsl Ha XpaHeHHe B apXUB 110 OIKCH.

6. OTBETCTBEHHOCTD

6.1. Paborauku Komnemxa o00s3aHBI CBOEBPEMEHHO IIPEICTABIATE
Ha4YaJbHUKY OTHENA KaIpOB, AEJOIPOU3BOIUTENIO /MK CIEIHATUCTY 10 Kaapam
Komnemxa cBeneHus o6 HM3MEHEHHWH B INCPCOHATBHBEIX IAHHEBIX, BKIIOYEHHEIX B
COCTaB JIMYHOTO Jela.

6.2. Paboronareis, B JIULE HavaJIbHUKa oTImena KaJIpOB,
IeIIONIPOU3BOAMTEIA U clienuanucTa o kaapam Komnemxka obecrieunBaet:

- COXPaHHOCTh JIUYHBIX Jell paboTHuKOB Komnemxa,

- KOH(QHUIEHINAIBbHOCTE CBENCHUH, COAEpXKAaIUuXCs B JIHYHBIX ellax
pabotruka Komnemxa.



7. IIPABA

7.1. JIng obecredeHus 3alUThl IePCOHANLHEIX JaHHBIX, KOTOPHIS XPaHATCA
B JJUYIHBIX JeNax:

7.1.1. pabotHuku Komnemxa UMEIOT IIpaBo:

- [OJNYYHUTH IONHYI0 HHGOPMAIHMIO O CBOMX IIEPCOHAIBHBIX NAaHHBIX U
00paboTKe 3TUX JaHHBIX;

- IIOJYYHUTH JOCTYI K CBOUM IIEPCOHANIBHEIM JaHHBIM;

- [OJIYYNUTh KOIWM, XpaHAIIHecs B JMYHOM [Jele M CoIepKallue
IIEpCOHANIBHBIE NAHHBIE;

- TpebOBaTh UCKIIIOYEHMS MM HCIPABIECHNA HEBEPHBIX WIIM HETIONHBIX
IIEPCOHATBHEIX TaHHBIX.

7.1.2. pabotonareins MMeeT IIPaBo:

- 06pabaTEIBaTh IIepCOHANbHEIE NaHHbIE paboTHIKOB Komtemka, B TOM
YpCiIe U Ha DJIEKTPOHHBIX HOCUTEIX;

- 3aIPOCHUTE OT paboTHUKOB Kostemka BCro HE0OX0IUMYI0 HH(QOPMALIVIO.
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