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HOJ’IO)KCHI/IG O HepCOHaHBHI:IX JaHHBIX
1. O6niye ToONOXKEeHHs

1.1. Hacrosmee ITonoxenme ycraHaginuBacT NOPANOK MOAyUeHHs, yveTa, obpaGoTkwu,
HaKOHNIEH#S ¥ XPAHCHMS JNOKYMEHTOB, COASPXAMIMX CREACHMS, OTHECEHHBIE K HEPCOHAIBHLIM
JaHHBIM pabOTHUKOB TEXHHEKYMA.

1.2, Hene Hactosmero [lonoskenws - 3aiiMTa IEPCOHANBHBIX AAHHLIX PaGOTHHUKOB
TEXHHKYMa OT HECaHKI{MOHHPOBAHHOIC IOCTYIa M pasriatnenus. llepcoHaibHble HaHHBIE
BCETa ABJIIIOTCH KOHQHUASHIHANBHOH, CTPOro oxpasseMoi nHpopMantei.

1.3. OcroBanuem a4 paspadoTku Hacrosmiero Honoxenns aeagiorces: Kouncrurynua PO,
rn.14 Tpynoeoro xomexca P®, PDemepaneueit zaxon ot 27.07.2006 N 152-®3 "O
HCPCOHANBHBIX JaHHBIX", APYrue AcHCTRYIOINIE HOPMAaTHBHO-TIPABOBEIE aKTEl PO,

1.4. Hactosmee [losrosxkenne u u3MeHenns K HeMy yreepskaarores Jlapextopor I'BIIOY

«Heuenckuil HHAYCTPHANBHBIE TEXHUKYM>» H BROASTCS TIPUKA30M HO TCXUHUKYMY. Bee
pabOTHHKYN TEXHUKYMa JTOKHB! OBITH O3HAKOMIICHE! IO PACIIACKY ¢ AaHHbiM TToNoX)eHneM 1
HM3MEHEHHAMHA K HEMY.

1.5. JIomKHOCTH, OTRETCTRCHHEBIE 32 ¢OOp NEPCOHANLHBIX NAHHELIX, - pabOTHHKH OTHEIA
KaJpoE. ,

1.6. Jo/KIOCTH, OTBETCTBEHHEIE 32 00pabOTKY TEpPCOHANBHBIX JAHHBIX, - PACOTHHKH
OT/ENa KaapoB, pabOTHUKE OyXTanTepHH.

2. IlomsiTae mepconaibHBIX JAaHHBIX

2.1. TlepcoHanbHBIMH NaHHBIMM SBISETCS WHGOPMAIUS, OTHOCHINANACS K KOHKPSTHOMY
paboTHEKY, a TakkKe ceeieHHA O dakrtax, coOBITUAX H 00CTOATEHBCTRAX KHU3HH PaboTHUKA,
MO3BONKIONHE WACHTUPHIHEPOBATE €ro JIWYHOCTh, M BCHONb3yemas paloromaTeleM, B
HACTHOCTH, B IENAX BRIIOIHEH N TpebORanuH;

- TPYHAOBOTO 3aKOHOIATEILCTBA IIPH IpHEME Ha paboTy H 3aKIOUEHUH TPYHOBOTO
JIOTOROPA, B TIPOILICCCE TPYAOBEIX OTHOINEHHUH, IPH IIPeIOCTABICHMN TapaHTHH M KOMIIeHCAIHit;

- HAJIOTOBOTO 3aKOHOJATEIHCTRE B CBA3M ¢ HCUHHCISHHEM H VIUIATOH HaIOra Ha AOXOIb
dE3FIEeCKUX JIHIL, 4 TAKIKS SOHHOIO CONUANBHOTO HAIOTa;

- IIEHCHOHHOIO  3aXOHOJAIeiNbCIBEG  lIp¥  (HOPMHUPOBAHMH W [PEACTABICHHU
NEePCOHNPHIMPOBAHHLIX JAaHHEIX O Kau/AoM [IoJydarene JOXO[0B, YYHTBIBAGMBIX IIpH
HaYHCIICHHH CTPaxOBEIX BRHOCOB Ha 00i3aTeFHOE TEHCHOHHOE CTPax0Banye H o0eceUeHue;

- BANONHEHHd TePBUYHOM  CTATHECTUYECKON [AOKYMEHTAIIMH B COOTBETCTBHH  C
lHocranoemeruem ['ockomcrara Pocemm or 05.01.2004 Ne 1 "OO yreepxIoemam

YHEDUIHPORAHHEIX (OPM NEePBHIHON YUSTHON FOKYMEHTAIINH IO VIeTY TPYEA U €T0 OIiaThi”.



N T i s

2.2, TlepcoHajibHbIE MAHHBIC SABJISIOTCH CTPOrO KOH(QUICHIHAIBHBIMH, OGBS NUIA,

HONYYHBIIHE X HHM HOCTYy1I, 00s13aHE] XPpaHuTh 3TH JAaHHEBIE B TaﬁHe, 34 HCKIIOYICHHEM JaHHEBIX,

OTHOCATITMXCSL K CJSTYIONIAM KaTErOpHaM: )

~ 00e3MMUCHHEIEe [IEPCOHANBHBIE NaHHBIE - NaHHBIE, B OTHOIIEHHH KOTOPHIX HEBOIMOIKHO
OHPEAC/IUTE HX IPUHALIEKHOCTE KOHKPETHOMY (DH3HIECKOMY JIHLY;

- 00HIEAOCTYIIHEIE IEPCOHATLHBIE JIAMHBIC.

2.3. PexuM KOHQHICHHMANBEHOCTH IEPCOHANBLHBIX HAHHBIX CHMMACTCS B CIydasx
O0e3IMYHBAHMS WIH TI0 HCTEUSHHN COOTBETCTBYIOILErO CPOKA XPAHEHHS.

3. Hocurenu epCoHAILABIX TAHHBIX

3.1. Bymaxkusie HOCHTEMM IePCOHAIBHEBIX JIAHHBIX:

- TPYAOBas KHHXKKA;

- JKYPHATBI Y4eTa TPYAOBBIX KHUKEK;

- JKypHAaIl y9e€Ta KOMaHIHPOBOK;

- IACTKY HETPYHOCIOCOOHOCTH, .

- Marepualibl o yueTy pabouero BpeMenH;

- JIEYHas xaprouka T-2;

. - BXoadmas 4 HCXOZsas KOPPECTIOHAEHIINS BOEHKOMATa, CTPAXOBOMH KOMIAHHH, CIyKOBI
CyNeOHBIX TIPUCTABOR; ' '

- IPHKA3EI O AHYHOMY COCTaBY.

3.2. DNeKTpOHHEIC HOCHTEMH TIePCOHABHEIX NARHBIX - 6a3a TTAHHBIX II0 YYETY pabOTHHKOE.

3.3. IlepconanbHbic AaHHbBe HA GYMAKHBIX HOCHTEIAX XpaHqarcst B celide.

3.4. Ilpr wabope crenmanmcToB NOKYMEHTEI, HAXOIALMECT B paboTe ormena kajpos,
MOI'YT HAXOAMTECA Ha PabOuHX CTOMAX HI¥ B CIIENMANBHEIX IIATKAX TOIBKO B TEUCHHE pabotero
Ausi. o oxonyanum paGouero mus naumbie AMOKYMEHTHI JOMKHEL yOUPaTECsl B 3AHPAIOIHEcs
mxadsr. ‘ -

3.5. llepconansHele faHHBIE HA SJIEKTPOHHBIX HOCHTENAX 3allHINEHEI IIAPOTEM JOCTYIIA,
AOCTYIl K CHCUHANU3HPOBAHHON IIPOTPAMME OCYINECTBIIIETCS TOMBKO uepes JHMYHLIN TOCTyI -
IapOfib, NPABO Ha HCHOOJB30BAHHE IIEPCOHANBHBIX NAHHLIX HMEIOT TOIBKO padoTHEKH,
OTBETCTBEHHBIE 38 00PabOTKY NEPCOHATBHEIX HaHHBIX.

4. Muaroe meno padorauka

4.1. Jleunoe neno paborauka odopMugeTcs noce H3/1aHH IPHKa3a O ipueMe Ha paboTy.

4.2. Bee OKYMEHTHI, IOCTYTIAIONIHE B JIHYHOE IO, paconararorcsa B XpOHOIOTHYECKOM
nopsake. JIMCThE HOKYMEHTOR, MOANIMTHX B IHTHOe AEN0, HYMCPYIOTCSL,

4.3. Jlmugoe meio Beerca Ha NPOTSIKEHHH Boel TPYOOBOH MedaTreNbHOCTH paboTHHKA.
M3menenns, BHOCHMEBIE B JHYHOE NENO, MOMKHBEI GBITH NOATBEPIKIACHBI COOTBETCTBYIONHMH
JOKYMEHTAMH.

4.4. Hepeders MOKYMEHTOB, COMCPKAIHXCS B THUHOM CIE paGOTHHKa NPH mpHeMe Ha
pabory:

- KOTIHs CBHASTENLCTEA O Ipucsoenur MHE;

= KOIIHS CTPaxOBOTO NEHCHOHHOTO CBHISTEICTRA,

~ KOTINA BOCHHOI'0 OMJIeTa (Y BOCHHOOOA3aHEbIX);

- KOIHA TOKYMEHTOB 06 O0pa3’oBaHHMM (B TOM HUHCIC W MOHONHUTCIBHOIG o0pazoBanus,
ecIH pabOTHHK TIPELCTABIAET MX IPH NPHEME Ha paboty M 310 TpeGyeTcs IpH BHIIOIHEHHH
OIIPEJIeNeHHBIX TPYAOBBIX DYHKIHIA);

- KOIHA BOOUTEILCKOTO YAOCTOBEPEHHA M TOKYMCHTOB Ha MAIMHY, €CiIU 3TO Tpebyercs B
CB3I3M C BBINIOJTHEHHEM TPYA0BOH pyHKUHN paGoTHHKA; :

- MCAHIHHCKASN CIPABKa O IPOXOXKIEHHE METHULIHHCKOI'O OCMOTPA,

- TPYAOBOR JOTOBOD;

- ACKYMEHTEI O COCTABE CeMBH pabOTHHKA, HEOOXOANMEIS I HPef0CTaBICHM eMmy



TapaBTHii, CBI3aHHBIX C BBEMIOHEHHEM CeMEHHEBIX bﬁsfsanﬂocreﬁ;

- HIBIE TOKYMEHTH HEPCOHANBHOTO ydera, OTHOCHIINECS K IEPCOHATBHBIM TaHHBIM
pabotHuKa. '

- IOTOTHATEIILHBIE COIVIAIIICHHS;

- JAOKYMEHTBI © IIOBHINICHHH KBAH
CBH/STENBCTRA M T, );

- ZAOKYMCHTHI O COCTOSHHH 370D
HAIHW9HeM TaKHX IOKY.
KOMITCHC AL,

- HAOKYMEHTEI 0 GE€PeMEHHOCTH PaGOTHHILL i BO3
(oty, Apyrmm POJICTBCHHHMKAM) YCTAHOBICHHEEIX
KOMITeHcanmmii; g

- MHBIE JOKYMEHTHI ep
JaHHEBIX paboTHHKE.

5. Ilepeuens NEPCOHANBHEIX NAHHBIX, MO
AOCTYIIA ¥ pacIpoCTpaHeHUS. -

- avuas, MMy, OTHECTBO;

- HacCIioOpT: Cepus, HOMEP, /1aTa ¥ Mecto BEBIIAYM;

- poTorpadus YAOCTOBEPSIOMIAs THUHOCTE,

dbuxanuu  (mHMcEMenHbIE arTCCTAIHH, HUILTIOMEL,

OBbA AETE€H H Ipyrux Gamsxumx POACTBEHHUKOR, KOINa C
MEHTOB CBA3al0 NPEIOCTARICHHE PabOTHHKY Kakux nu6o rapaflTHit u

PacTe aeTel Mg mpenocrasicHus MaTepu
S4KOHOM yCIOBHE Tpyna, rapastuit i

COHAIIBHOrO Y4€Ta, oTHOCSIIECT K A3MEHCHUAIM IEePCOHANBHBIX

JCKANIHX 3aHIATe OT HecaHKHHOHﬁpOBaHHOFO

5. JJocTyin K mepeoHansHbIM HaHHBIM pabOTHHKA

5.1. Bayrpennuit OCTYI (moctyn BHYTPH TEXHHKYMA):
-~ PYKOEOZICTBO TCXHHUKYMA,
~ KapOBbIe paboTHAKH,

- PYKOBOJHTEIH CTPYKTYPHEIX TOApasaeleHuli mo HANPaB/ISHHIO JeSTENBIOCTH (IOCTYN K
JTHIHBIM TaHHBIM TOJIBKO PaGOTHHKOB CEOETo OAPAa3ICNeHH s );

- HOpH NEepeBole M3 OHHOro CTPYKTYPHOrO NOAPA3NETICHHUS B APYToe IOOCTYH K

KOHKPETHBIX (GhyHKI@ii;
- CaM pabOTHHK, HOCHTEL TAHHELX,

5.2. Buemumis Aoctyn. Maccossie notpebuteny HEPCOHATBHEIX IAHHEBIX BHE VUPEKIeHHT

- TOCYapCTBEHHBIE U HETOCY IapCTBEHHbIE bYHKIOHOHANHEIE CTPYKTYPLL:
~ HaJIOTOBBIE HHCIICKIIHE;

~ IPABCOX PAHUTETEHBIE OPraHbT;

- OpraHkl CTATHCTHKH, :

- CTPaxoBbIe areHTCTRa;

- BOCHKOMATEI;

- OPTaHbl COMHAIBHOTO CTPAXOBAHHUS;

- USHCHOHHEBIE (GOHEL;

- HOAPAINCTCHAS MyHUIUIANBHEIX OPTaHoB YIpaBIeHys.

5.3. Opyrue opraumzaumy. CeemeHus o paboraromesm paGoTHMKE Ve VBOIEHHOM

MOTYT OBITH 1IPE/10CTARICHE] APYTOM OPraHu3ailHe TOJIBKO C IMACLMEHHOr0 3anpoca Ha GiaaHke
OPTraHH3aliy ¢ NPUTIOKCHHUEM KOTHH 3asgBIeHNd paboTHHKA,
5.4. PONCTREHUHKH 1 YICHBI CeMeii:

- HCPCOHANBHEIE OaHOLIe pa60THPIKa MOI'YT OBITE IperoCcTaBacHLI POACTBECHHHUKAM WIIH
HJIEHaM €TI0 CeMbH TOJIBKO ¢ MHCEMEHHOTO pPaspenieHdst caMoro pa60THPIKa;

" B Cifydae passona GriBmras cynpyra (cyupyr) umeer npaso 00paTHThECS B yupexnenue ¢

HACEMEHHEIM 3aIIDOCOM O pazMepe 3apaboTHOH TIATED paboramka Ge3 ero cornacus (TK PD).



6. C6op u 06paborka IICPCOHANILHBIX MAHHEBIX pabOTHUKOR

6.1. PaGotHumk 0653231 HPEACTABIATE  paboOTONATENIO  KOMILIEKC MOCTOBEPHEBIX
AOKYMEHTUPOBAHHEIX €PCOHANLHBIX  JIAHHMIX, UEPEYCHE  KOTOPHIX YCTAHOBICH NAHHBIM
Ilonoxenuem, _

6.2. CroeBpemeHHO, B PasyMHBIH CPOK, HE HPEBBIMAROMUIE 3 pabouux e, paGoTHHK
00s13aH  JMYHO nIMbGO 9EpPE3  CBOEro 3aKOHHOTO TNPenCTABMTEIIS coobmars  paGorHuky,
OTBCTCTBCHHOMY 32 cOOp HH(GOPMANHH, 06 M3MeHeHMH CBOHX NCPCOHANBHBIX HaHHBIX JTHGO
TPCICTABUTS COOTBETCTBYIOLIHE JOKYMEHTEL. '

6.3. Ilpeycrasnenne paboTHHKOM TIOATOKHEIX NOKYMGHTOR HIIM JIOXKHBIX CBEICHUN rpu
HOCTYIICHUH Ha paboTy SIBAsSETCS OCHOBAHHEM 15l PACTOPKCHUA TPYNOBOTO JOTOBOPA.

6.4. PabOTHHK, OTBEeTCTBEHWEIH 33 cOop mubpopMariy, [OPH OONYYCeHHH NEPCOHAILHBIX
AAHHBIX UITH HONYYSHHE HIMCHEHHBIX HCPCOHAIIBHBIX JAHHBIX PAaOOTHUKA NOKCH:

- [IPOBCPUTE JIGCTOBEPHOCTH CECACHMIA, CBEPIA TAHHBIC, NIPEOCTABNCHHBIE PaBOTHHKOM, ¢
HMCIOIUMUCH y pabOTHEER HOKYMEHTAMME,

- CASIATE KOIMH NPEACTARICHHBIX HOKYMEHTOR;

- HOQIHUTE B AHTHOE ACF0 padoTHUKA;

- BHECTH COOTBETCIBYIOMMC H3IMEHEHNS B KaJ(POBBIE NOKYMEHTEL,

- HPH HCOOXOAHMMOCTH LOATOTOBHTL 1 TOAINCATE COOTBETCTBYIOITHE JIOKYMEHTDI, B
KOTOPBIX OTPasUTs COOTBSTCTRYIOIHAE H3MEHEeHWS,

- AOHCSCTH /10 CBElcHHS PabOTHHKOE, OTBETCTBCHHEIX 34 00paGoTKy NepcoOHANBHBIX
Ja8HHBIX, 00 M3MEHEHHSIX 3THX ;

6.5. Ecimy mepconaibmbie mamure paboTHHKa BO3MOXKHO NONYYATE TONBKO Y TpeThei
CTOPOHBL, TO PAOOTHHK OT/IE7a KAAPOB:

IOJIyYeHHe;
- HOJTy4aeT oT pabOTHHKS IHCENCHEOS COTZIacHe;
- 1P TTIO/IyCHHH COITIaCHA JCHAET 3aIpPOC H Hoxy4aeT HeoOXOIuMEIC NaHHbIe,

6.6. B ciyuac BHigBIcHES HCIPABOMCPHBIX NCHCTBEH ¢ IEpCOHANLHEIMH NAHHEIMH
paboTHHKA: ' ' '

baccinenosanus;

T CCIM B XOAC caymeDHOro . pacChaemoBaHms DOATBEPAMIICA (HaKkT HCHOIb3OBAHNS
HE/IOCTOBEPHBIX [EPCOHATMLHEIX > TO pPabOTHHK, OTBETCTBCHHBIH 34 IOIyYeHHE
NEPCOHAIGHBIX NAHHEBIX, 004238 YTOIHUTE NCpCOHANBHBIE TAaHHEIE, BHECTH COOTBETCTBYIOIIHE
USMEHCHHS U IIONPABKH B JOKYMEHTEI H CHSITE UX Giokupoganme; '

' ~ CCIHM B XONC CIYKEGHOTO PACCAEHOBAHMS BLISBIEH daxr HenpaBoMepHBIX meficTBHIi C
HCPCOHAIBHBIMY ~ JAHHEIMH, TO palOTHUK, OTBCTCTBEHHEBIH 3a 0OpaboOTKY NAHHBIX W

YHOTHOMOYCHHBLIM OpraHOM MO 3alluTe opaB CyOBEKTOB IE€pCOHATHHBIX AamHBIX, - TaKkke
YKasaHHBI oprasd. '



7. llepenava mepcoranpnx AAHHBIX paboTHUKA

7.1. Ilpu nepepayge EePCOHANBHBIX NAHHBIX paboTHHKA CIICNHANHUCTRI, OTBETCTREHHDIC 24
HOXYyICHEE # 00paboTKy mepcoHaILHEIX AAHHEIX, HJOIDKHEL COOITIONATE caenyromue Tpebopanus:

- HC CoOOIaTh MepcoHanbHble fanHLie paboTHuKa Tperseii Cropose 0e3 MHCHEMEHHOTro
COrmacus pabOTHHKA, 338 HCKIIOYeHHEM CAYHaeB, KOIda 9T0 HEOBXOMHMO B  Iieiax
HPEAYNPEXRACHNS YIPO3BI JKH3HH H 3A0pOBEIO pabOTHHKA, 4 TAKKe B CIyYasx, YCTaHOBICHHEIX
heneparsHeM 3aK0HOM;

- HE COOOLIATE MePCOHANBHEIC Namukle paboTHHKA B KOMMepueckmx nenssx 0es3 ero
NHCEMEHHOI'O COTTIACHS,

8. OtBercTRennoCTE 32 PasTiaieHue HaEpOpMary,
CBSI3AHHOH C NEPCOHANLHEIMU JAHHBIMI paborHuKa

8.1. Jluma, BHHOBHLIE B BApYIICHHH HOPM, PeryiupyIOinx Hoxy4eHne, o6padboTKy wu
3alIMTY NePCOHATHHBIX TaHHBIX paboTumka, HecyT TECIHITHHAPH VIO, aIMHHHCTPATHBHYFO,
IPAKIaHCKO-IIPABORYIO FAITH YPOJTIOBHYIO OTBETCTBEHHOCTH B COOTBETCTBHE' C benepansasVMu
3aKOHaMH.
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