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HNOJIOKEHHUE

0 NOpAJKe BeXCHH:A JHYHBIX eI Npenojasareiel ¥ COTPYIHHKOB
YOV MO «Y49ebnniii HEHTP KOCMETOIOTHHA ¥ Texuoaornn CIIA
«buodoronnxar»

1. OBIIME ITOJIOXEHM S

1.1.Hacrosimee monoxenue onpeaenseT NOPsaoK BeACHHs M XPaHEeHUs IMIHBIX
Ae) npenonasarenei 1 corpyaHukoB YOV IO «YueGHblil eHTp KOCMETOIOIHH
u Tex"onoruu CITA «buodoronuxay.

1.2.ITopsanox pa3paboTad B COOTBETCTBUU:

° OenepanbHbM 3aK0HOM 0T 27 mois 2006r. Ne 152-03 «O nepcosaibabX
JAHHBIX;

o TpyaosbiM xonexcoM Poccriickoii ®exepanuy ot 30.12.2001r. Ne 197-®3 3
peaakuuu ot 30.06.2006r.;

o Ha ocHoBanuu [Tepewns THIIOBBIX YIIPaBNEHYECKHX JOKYMEHTOB.

1.3.Bepenne nuuHBIX e npenofasaresieil ¥ COTPYAHAKOB 00pa3oBaTebHOro
Y4YpexXIeHHs BO3/1araeTca Ha JUpeKTopa.

2. IOPSJIOK ®OPMUPOBAHUS JIMUHBIX JIEJI IIPEITOJABATEJIEM U
COTPYTHMKOB

2.1.0dopminenne MUYHBIX JeN OCYIIECTBIAETCS B TEYeHHE S5 JiHeH co aus IIpHeMa
paboTH¥Ka Ha paboTy.



2.2.®@opMHpOBaHHAE JHYHOTO JeNa NperogaBaTeNe ¥ COTpYAHAKOB

00pa30BaTENHLHOIO YUPEKASHNUS IPDON3BOIATCH HEIOCPEICTRBEHHO TIOCHe NpUeMa B
OY.

2.3.Ilpu nocTymeRn: Ha paboTy IpakKIaBHH NpeACTaBIAeT:
2.3.1.JIu4Hoe 3ajBIeHAe, HATHCAHHOE COOCTBEHHOPYYHO.
2.3.2.JIoXyMeHT, YAOCTOBEPIIONHH JIMIHOCTD.

2.3.3. TpyaoBy10 KHHXKKY.

2.3.4. loxymeHT 00 00pa3oBaHHH.

2.3.5. MequuMHCKYIO KHIKKY.

2.3.6.CpaBKy 0 HaTHIHU CYUMOCTH HAH OTCYTCTBHY cygumocTH u3 UL YMBJ{
P® no r. CeBacTonomo.

2.3.7.CtpaxoBoe CBHAETEILCTBO I'OCYAAPCTBEHHOTO IIEHCHOBHOI'O CTPaXOBaHHA.
2.3.8.JIpyrue nOKyMeHTHI, IpeaycMoTpeHHbIe DenepalbHbIM 3aKOHOAATEILCTBOM.
2.5.B 1M9H0e Jen0 COTPYAHMKSE IONIHBAIOTCA CACAYIOMIHE JOKYMEHTHI:

® ONHCh NOKYMEHTOB, HMEIOIMUXCA B IHYHOM JEIIE;

© JIWYHBIH JIECTOK 1O Y4eTy Kafpos ¢ poTorpadueit (3anoaaseTcs
pabOTHHKOM, ITOCTYTIAKOIMM Ha ITeNarormyeckie ¥ pyKOBOIsIIHE
JOMKHOCTH);

e JIHYHOE 3asiBJIeHHe O IpHeMe Ha paboTy;

® JOKHOCTHAA MHCTPYKIIHSA;

® SK3EMIUIAP TPYAOBOIO JOrOBOPA, a TAKXKE IKIEMIUIAPHI JOUOJIHMTENBHBIX
COTJIallleHHH K TPYZOBOMY JOTOBOPY, KOTOPEIMH OQOPMIAIOTCA H3IMEHEHHSA
¥ OUIOJHEHMS, BHECEHHBIC B TPYIOBOM JOrOBOP;

® KONMA NMPMKa3a O pueMe Ha paboTy;

e cornacue pabOTHHKA B MUCBMEHHOM GopMe Ha 00paboTKY NepCOHATBHBIX
JaHHBIX;

® KONMS NacnopTa H KOIUU CBUAETENBCTB O IOCYAAPCTBEHHOM PErUCTpallUU
aKTOB I'PaX/IaHCKOTO COCTOSHNS,

© KOIIHA JOKYMEHTOB O IPOdECCHOHATEHOM 00pa30BaHuy,
NpoeCCHORANBHOM NEPENOATOTOBKH, IOBBIMICHAN KBATH(QHUKAINH,
CTaXXHPOBKE;

® KOMNus CTPaxOBOT'O CBHUAETENHCTBA 00A3aTeIbHOT0 IEHCHOHHOTO
CTPaxXOBaHHUS;

® KOfiHA CBHASTENLCTBA O NOCTAHOBKE HA YYET B HAJIOIOBOM OpraHe
OU3AIECKOTO IAUA 110 MECTY JKUTENHCTBA Ha TeppuTopuu Poccuiickoit
Qenepanun;



® ChpaBKa O HATHYHMH CyMMOCTH WIH 00 OTCYTCTBHHM CyauMocTH u3 MBJI;

® KONHYW PEIICHHUH O HarpaXICHUM MOCY AApCTBEHHBIMH HAarpagaMH,
NIPUMCBOEHHMH NIOYETHBIX ¥ CNCHHANbLHBIX 3BAHMI;

° KONMHU NPHKa30B O NepeBoje paboTHHKA Ha APYIYIO pabory;

® aTTeCTAUMOHHLIM JHCT pabOTHHKA M OT3HIB 00 YPOBHE €0 3HaHHH, HABHIKOB
1 yMEeHHH (NpOodECCHOHAIBHOM YPOBHE);

© KOIMA NPUKa30B 00 YBOJIbHEHHH pabOTHHKA.

2.6.C nenpio obecneyenns HaUIeXKalel COXpaHHOCTH TMYHOTo Aena
npenojasatesied v corpyaaakos OV u ynobcTsa B 00panieHun ¢ HUM IpH
(GopMHpOBaHHH JOKYMEHTH! IOMCHIAIOTCSA B OTACHBHYIO HAlKy.

2.7.TpynoBsle KHIDKKM XPaHATCS OTAENBHO B cefide.

3.JIOPSIZIOK BEJEHMS JIMYHBIX JEJ ITPEITOJIABATEJIEU U
COTPY JHHMKOB

3.1.Jhranoe peno npenogasarens u corpynuuakos OV Bemercs B TedeHHE BCETO
nieproa paboThl KLKAOTo NPENoxaBaTeisi ¥ COTPY/AHHKA B 00pa3oBaTebHOM
YIpEXKICHAM.

3.2.B naneHeHIeM B JIMYHOE JEJIO Ipenoaasarenei u corpyauuxkos OV
BKJTIOYAFOTCS:

© IIPHKa3bl HJIF BHIIMMCKH U3 IIPUKA30B O Ha3HA4YEeHHH, OCBOOOKICHHH WM
IEPEMEIIECHHH 10 JOJDKHOCTH,

® JOKYMEHTHI 00 MTOrax arTecTalyy;

® KCEpOKONMHM NIOYETHHIX IPaMOT U ONarofiapCTBEHHBIX NMUCEM, 3aBEPEHHbIE
N€YaThIO ¥ NOANKCHIO OTBETCTBEHHOIO JIMIIA;

® KCEPOKONIMH JOKYMEHTOB O IIOBBIIICHHY KBATUGDUKALUH, O
IIEPENIOArOTOBKE, 3aBEPEHHbIE [1eYATHIO H ITOANHCHIO OTBETCTRBCHHOI'O JIMILIA;

® KCEPOKOIHH JOKYMEHTOB 00 H3MEHEHHH aHKETHBIX Ouorpaduyecknx
JaHHBIX (HaNpuMep: KONHA CBUAETENbCTBA O Opake, H3MeHEeHHH QaMIIHK 1
T.I.)

3.3.Benenue nuyHOrO Aena npexycMaTpHBacT:

® [IOMCIHCHHE JOKYMEHTOB, HOMICKAMKX XPAaHECHHIO B COCTaBE JIMYHbBIX Jel,
B XPOHOJIOTHYECKOM NOPSIKE;

® EXEerogHYyIO NPOBEPKY COCTOSHUS IMYHOIC JeNa npenoaasarenei u
COTPYAHHMKOB KOJLIE/KA Ha NIPEMET COXPAHHOCTH BKIIIOYEHHBIX B HET'O
JIOKYMEHTOB H CBOSBPEMCHHOE 32IIONTHEHNUE.

3.4.JIoOKyMeHTSI B JIMYHOM Jelie NOJITIeXaT ONUCH, KOTOpask XPaHUTCA B COCTABE
JIKYHOTO JeNIa.



4. TIOPAJOK YYETA U XPAHEHWS JIMYHBIX JEJ ITPEIIOJABATEJIEN U
COTPYJJHHUKOB

4.1.XpaHeHne U y9eT JMYHBIX el pernofasareNel i cotpyaankos OV

OpPraHM3yeTCs € UENbI0 OBICTPOro 1 06e30mMOOYHOr0 NOUCKA IMYHEIX JIET,
obecrieyenus MX COXPaHHOCTH, a TaKxke obecnedenus KOHDUAECHIMATLHOCTH
CBEIICHUH, COACPKAMIUXCS B JOKYMEHTAX JAIHBIX JeN, OT
HECAaHKIIMOHUPOBAHHOIO JOCTYIIA;

® UYHBIE Jejla COTPYAHHKOB XPaHATCA B ceiide (HIu B IIOTHO
3aKPhIBAIONIEMCH METAIHYIECCKOM IIKade) OTAENBHO OT APYTHX Jell.

® JIOCTYII K JIMYHBIM Jie/laM HpenojjaBaTelell ¥ COTPYIHHKOB UMEKOT TOIHKO
JIHIIa, OTIPE/ie/IeHHbIe IIPUKA30M JUPEKTOPA.

4.2 JIranHoe 18510 MOXKET OBITh BBIIAHO B CIEAYIOMMX CIydasaX:
- 10 TpebOoBaHUIO pabOTHHUKA M1 O3HaKoMIeHUA (6e3 pasa BeIHOCA);

= HENOCPEACTBCHHO DYKOBOJHTCIIO I O3HAKOMIICHHS C MaTepyajiaMU JIUIHOIO
HACJIa.

4.3.CrsTHe KOMMHH JOKYMEHTOR, XPaHAILIUXCS B IAYHOM Aee, I
IPeOCTaBICHAA CTOPOHHHEM OpPraHK3alMsIM, IPOU3BOIHTCA TONBKO C
[IHCPMEHHOTO pa3pemenus paboTHHKA.

5. IOPAZJOK BBIJAYM JIMYHLIX JIEJI BO BPEMEHHOE ITOJIb30BAHUE

5.1.Beiaava nu4HEIX gen (OTASNBHAIX JOKYMEHTOB B COCTaBe JIMYHOTO AENa) BO
BpEMEHHOE M0JIb30BaHye NPOU3BOAUTCA C paspemenns qupekropa OV no
3aABJICHHIO COTPYAHHKA.

5.2.Pabora (03HaKOMJICHHE) C JIMIHBIMH JeJIaMH NIperoiaBaTesieil # COTPY/THAKOB
OV npowussonuTcs B 35a8MH 00pa30BaTENLHOIO YIPEXKACHHS B IPUCYTCTBUH
OTBETCTBEHHOTO ClienuanucTa. B koHue paboyero aHs crielHaiucT obs3an
yOequTHCS B TOM, YTO BCE IMUHbIC JEIa HiIH JOKYMEHTH U3 THYHBIX Je,
BBbIJAHHBIC BO BPEMCHHOE [10JIb30BaHMEe, BO3BPALICHB! HA MECTO XpaHEHUs 1 eCTh
¥ HeOOXOMMOCTS 1A IPHHATHS MEDP K X BO3BPAMIEHHIO MM PO3BICKY.

6.OTBETCTBEHHOCTD

6.1.Ilpenogasaten ¥ COTPYAHUKH OOA3AHE! CBOSBPEMEHHO HPEICTABIATE
OTBETCTBEHHOMY CHEHUANMCTY CBENCHUA 00 H3MEHEHHH B MEPCOHANBHbIX JaHHBIX,
BKIIFOYEHHBIX B COCTAB JIMYHOIrO Jena.

6.2.Paboronarens obecriedauBaer:

® COXpaHHOCTB IAYHbIX JC] NIpernoAasarteiei u corpyauukos OV



® KOHOUIEHIHATEHOCTh CBEICHUMN, COACPKAMMXCA B INIHBIX Jenax
ppenojasareien 1 corpyaaukos QY.

7. IIPABA

7.1.lna obecrieseHHA 3alWTHI IEPCOHANBHBIX JaHHBIX, KOTOPhIE XpaHATCA B
JMYHBIX leNax npenojasarener u corpyauarxos OV, npenosasareny u
COTPYAHHKH UMEIOT IIPaBo:

e [lomyyuTs NONHYIO HHPOPMALHMIO O CBOUX NIEPCOHANBHBIX JAHHBIX H
00paboTKe ITHX JaHHBIX;

o [lomyunTs CBOOOMHBIH JOCTYII K CBOMM NEPCOHANBHBIM JaHHEIM;

o JJonyuynTs KONWH, XpaHAIMECSH B IAYHOM JEJIE ¥ COJIepXKalye
NePCOHANILHEIE JaHHEIE;

e TpeGoBaTh UCKITIOUEHHUS WITH HCIIPABICHUS HEBEPHBIX WITH HETIOIHBIX
MEePCOHANBHBIX TAHHBIX.

Paboroaarens umeeT npaBo:

e OO6pabareIBaTh IepCOHANBHEIE JAHHBIE NIperojaBaTeNeii ¥ COTPYIHUKOB
KOJUIEJDKA, B TOM YHCIE ¥ Ha YIEKTPOHHBIX HOCHTENAX;

e 3anpoCHUTEH OT NPeIoJiaBaTeNIeH U COTPYIHUKOB 00pa30BaTELHOIO
YIPEKICHHAS BCIO HEOOXOAHMYIO HHOOPMALHIO.



