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1. OBIIME ITOJIOKEHUSA

1.1. Hacrosmee IlonoxeHue omnpenenser NOPAAOK BEACHHUS JIMYHBIX 1€l
npogeccopcko-npenogaBaTeibCkoro cocraBa M COTPYAHUKOB YacTHOro yupexJaeHus
BbICIIero oopa3oBaHus «MITHCTUTYT TrOCyJapCTBEHHOTI'O aJIMUHUCTpUpoBaHus» (nanee - Y BO
«HT' A»).

1.2. ITonoxeHue pa3paboTaHO B COOTBETCTBUHU C:

. VYkazom Ilpesunenta Poccuiickoit ®enepauuu ot 30.05.2005 r. Ne 609 «O0
yTBepkaeHuu llomokeHuss O TEPCOHAIBHBIX JaHHBIX TOCYAAPCTBEHHOTO  CIYXKAlllero
Poccuiickoii @enepanyiil 1 BEJICHUU €ro JUYHOTO jAena»y C U3MEHEHUSIMU U JOTOJHEHUSIMH OT
23.10.2008 r, 01.07.2014 r., 23.07.2019 ., 06.10.2020 1., 11.03.2021 r;

° TpynoBbM KoJiekcoM PD;
° VYcerasom UY BO «UT'Aw.
13 Benenune wmuHBIX gen mpodeccopcKo-TPenoaaBaTeIbCKOTO  COCTaBa M

corpynaukoB UY BO «UTI'A» Boznaraercs Ha uHcniekTopa Ot1aena KaJapos.
2. IOPAJOK ®OPMUPOBAHUSA JIMYHbIX AEJ COTPYJHUKOB

2.1. ®opMmupoBaHME JIMYHOTO Jejla T[EJaroroB " COTPYAHHUKOB HPOU3BOJUTCS
HerocpeacTBeHHO mocine mnpuema B YUY BO «MT'A» wnmm mepeBoga mpodeccopcko-
IIPENoaBaTeNIbCKOr0 COCTaBa U COTPYAHUKOB U3 IPYrOro yUpeKIeHUS.

2.2. B COOTBeTCTBMM C HOPMATUBHBIMU JIOKyMEHTaMHU B JIMYHBIE Jiella
npodeccopcKko-mpenojgaBaTeIbckoro cocraBa u  coTpyauukoB 4YY BO  «UT'A»
BKJIa/IBIBAIOTCS CIEQYIOUINE JOKyMEHTHI: Ipodeccopcko-npenoaaparenbekuii cocrab Yy BO
«MI"A» mpeaocTaBaser:

- 3asBieHHE O IpUeMe Ha padoTy;

- AHKeTy;

- Komnuto nacnopra min MHOTO JOKYMEHTA, YJIOCTOBEPSIONIETO JMYHOCTD;

- Komnuto cTpaxoBoro cBUAETENbCTBA IEHCUOHHOIO CTPaXOBaHUS;

- Konuto naeHTHGUKanOHHOTO HOMEpa HalloTOIUIaTe bIINKa;

- Komuu 1okyMeHTOB 0 6a30BOM 00pa30BaHUM (C MPHIIOKCHHEM);

- Komuu noxkymMeHTOB 00 YydYeHBIX CTemeHAX M (WUIHU) YUYEHBIX 3BaHUAX, O
MOBBIIIEHUN  KBATH(UKALWK, TPOPECCHOHATHFHON MEPENnoJroTOBKE, IOATBEPKIAIOIINX
COOTBETCTBYIOIIMKA  YpOBEHb oOpa3oBanuss U (wiM) KBaduukamuio MpodheccopcKo-
IIPENO/aBaTEeNbCKOr0 COCTABA;

- CITUCOK OMyOJINKOBAaHHBIX paboT

- Komuu moxyMeHTOB 0 KBaTM(PUKAIUHA WU HATHYNN CIICIIUATbHBIX 3HAHUIH;

- coryiacue COTpyAHHKa Ha 00pabOTKy MEepCOHANBHBIX JaHHBIX;

- 2 otorpadum;

- I'paxaancko-mpaBoOBOi TOTOBOP (€C/IM HA YCIOBUSAX MOYACOBOM OTIATHI TPY/IA)

- Konuu 10KyMeHTOB BOMHCKOTO yueTa (/151 BOGHHOOOS3aHHBIX JIMIL)

- Komuto cBunerenscTBa o 6pake;

- XapaKTepuCTUKH, pEKOMEHJaTeIbHbIE MHChMa (€CIIU €CTh B HAIMUNN);

- MeauimHCcKoe OCBUIETEIbCTBOBAHNUE;

- CripaBKy OT IcUXHaTpa U HapKoJIOTa;

- Komnuu 10kyMeHTOB 0 HarpaxiaeHNH;

- Komnuu arrecTaiimoHHBIX JTUCTOB;

- JIOKYMEHTBI O TIPOBEJIEHUU KOHKYPCHOTO OTOOpa - MpUKa3 O MPOXOXKIECHUU IO
KOHKYpCY:

- CrpaBky 00 OTCYTCTBUU CYIUMOCTH




Cotpyanuk UY BO «MI"A» npenocTaBasier:

3asBIeHUE O TIpHUEME Ha padoTy;

Komnuto nacnopra niam MHOro JOKYMEHTA, yIOCTOBEPSIOIIEr0 JTUYHOCTH;

Konuto cTpaxoBoro cBUAETENbCTBA IEHCHOHHOTO CTPaXOBaHUS;

Konuto nieHTHPHUKAIIMOHHOTO HOMEpa HaJOrOIIaTebIINKa;

TpynoByIO KHUXKKY;

Konun 10KyMeHTOB BOMHCKOTO yueTa (11 BOCHHOOOS3aHHBIX JIUIY)

MeaunmHcKkoe 0CBUIETENIbCTBOBAHNUE.

PaGotonarens odopmiaser:

TPYJIOBOM JOTOBOP B JABYX AK3EMILIAPAX;

IpUKa3 o MpreMe Ha paboTy (0 MepeMelIeHn Ha IpyThe T0JKHOCTH);

JUYHYI0 KapTouky Ne T-2;

JOJIKHOCTHYIO MHCTPYKIHUIO;

PaboTtonaTens 3HaKOMMT:

C HOPMAaTHUBHO - ITpaBOBBIMU JoKyMeHTaMHu UY BO «UT'Ay;

C JOJDKHOCTHOM MHCTPYKIIMEH;

C )KYpPHAJIOM PETUCTPALMU TPYJOBBIX JOTOBOPOB IO POCIHCH;

MPOBOJIUT BBOJHBIA HHCTPYKTAX, HHCTPYKTaX IO OXpaHe TpyAa, HHCTPYKTAX 10

IPOTHBOIOXAPHONW 0€30MaCHOCTH

2.3.C uenbio obecrieyeHus: HaJJIeXkKallell COXpaHHOCTH JIMYHOTO Jiena MpogeccopcKo-
MIPENoAaBaTeIbCKOT0 COCTaBa U COTPYIHUKOB M yAO0OCTBa B OOpalleHMH C HHUM TIpU
GbopMHpPOBAHMM JIOKYMEHTHl [OMENIAIOTCSd B  OTAEIbHYN mamnky. Jluunomy neny
[IPUCBAUBAETCS YUETHBI HOMED U 3aBOJMUTCS KHUTA YUYETa JIMUHBIX €.

3. IOPAJOK BEAEHUA JIUYHbIX JEJ TPOPECCOPCKO-
HNPEITIOJABATEJBCKOI'O COCTABA U COTPY/IHUKOB

3.1. Jlmunoe neno mpodheccOpCKO-MPEnoaaBaTeIbCKOTO COCTaBa W COTPY/IHHUKOB
BEJIETCS B TE€UCHHUE BCETO MEpUoa pabOoThl KaXKI0TO COTPYIHUKA.

3.2. BeneHue JIMYHOTO Jiea IpelyCMaTpUBAECT:

[TomenieHnre OKYMEHTOB, MOMJIEKAIIMX XPAHEHUIO B COCTaBE JIMYHBIX [I€N, B
XPOHOJIOTUYECKOM TTOPSIIKE;

E>xeroHyt0 MpOBEPKY COCTOSIHHSI TUYHOTO Jeia MpodeccopcKo-npenoaaBaTeaIbCKoro
COCTaBa M COTPYJAHHUKOB Ha MPEAMET COXPAHHOCTU BKJIIOYEHHBIX B HETO IOKYMEHTOB U
CBOEBPEMEHHOE 3aI0JIHEHUE.

3.3. JIucThl JOKYMEHTOB, MOAIIUTHIX B JIMYHOE JIEJI0, MOIeKaT HyMepauuu. CBeaeHus
00 ATHX MTOKYMEHTaX, BKJIIOYas HyMEpallMio CTPAHMUII, B TIpe/ieiaX KOTOPBIX OHU PACIIONOKECHBI B
JINYHOM JIEJIE.

4. IOPAIOK YUYETA U XPAHEHUSA JIMYHBIX JAEJI
INEJAT'OI'OB 1 COTPYJIHUKOB

4.1. XpaHeHHE U YYeT JHUYHBIX JeJl COTPYAHUKOB OPTraHHU3YIOTCS C ILEJbI0
OBICTPOTO M 0€30IMO0YHOTO TOUCKA JIUIHBIX JI€JI, 00€CTIeUeHUS] X COXPAHHOCTH, a TaKXkKe
obecrieueHus KOH(DUACHIIMATLHOCTH CBEICHHH, COJIEpKAIINXCSI B JOKYMEHTAX JIMYHBIX JIE,
OT HECAHKITMOHUPOBAHHOTO JIOCTYTIA:

4.2. Jluunble nena COTPYAHUKOB XPaHATCS B ceiide, a BHYTpH - 1O andaBHTY.

4.3. JlocTyn K JUYHBIM JIeJlaM COTPYJTHUKOB UMEIOT TOJILKO HHCTIEKTOp OTHena Kaapos.

4.4. JluuHble nena COTPYAHUKOB, MMEIOIIMX TOCYJApCTBEHHbIE 3BaHMs, IMPEMUU,
Harpajpl, y9eHbIC CTCTICHH U 3BaHUS, XPAHITCS MOCTOSHHO, & OCTAIBHBIX COTPYAHUKOB - 75
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JIeT C Tojla YBOJbHEHUS pa0OTHHKA (B COOTBETCTBUU C [lepeduHeM THMOBBIX yHpaBIEHYECKUX
JIOKyMEHTOB, yTBepKIeHHBbIM PocapxuBom 6 okta6ps 2000 roga)

5. MHOPAAOK BBIIAYU JIMYHBIX JEJI BO BPEMEHHOE I1OJb30OBAHUE

5.1. Beigaua nuuHBIX Aed (OTACIBHBIX JOKYMEHTOB B COCTaBe JIMYHOTO J€Jia) BO
BPEMEHHOE T0Jb30BaHNE MPOU3BOAUTCS ¢ paspemieHus pekropa HY BO «UI'Ax.

52 PaGoTta (o3HakomieHHWE) C JUYHBIMU JeJaMH TEeJaroroB W COTPYIHUKOB
MPOU3BOJAUTCS B KabuHeTe pekropa uiu B OTaene KaapoB, a BpeMsl padOThl OTpaHUYMBASTCS
npeaesaMu ogHoTo padouero gHs. B xoHie padouero qust mHcnekTop OTnena kaapoB 00s3aHa
yOemuThCs B TOM, UYTO BCE IIMYHBIE Jela, BBIJAHHBIE BO BpPEMEHHOE IOJIb30BaHMUE,
BO3BpAIlICHBI HAa MECTO XpaHEHHWS W €CTh JU HEOOXOAMMOCTh IS TMPUHATHSI MEp K HUX
BO3BPAIICHUIO WU PO3BICKY.

53 ®axT BbAAUN JUYHOTO Jea PUKCUPYETCs] B KOHTPOIBHOM JKypHae.

6. OTBETCTBEHHOCTD

6.1 Bce corpyaHuku 00s13aHBI CBOEBPEMEHHO MPEJCTABISATH PYKOBOJUTEINIO
cBeJIcHUS 00 U3MEHEHUHU B MEPCOHANIBHBIX JaHHBIX, BKIIOUCHHBIX B COCTAB JINYHOTO JeNa.

6.2  Pabotomarens oOecrieunBaeT:

COXPaHHOCTh JMYHBIX Jed Bcex coTpyaHukoB UY BO «UI'A» koH(UIEHIHATBHOCTD
CBEJICHUM, COAEPIKAINXCS B JINUHBIX JIEaX.

7. IIPABA

7.1. Ins obecriedeHus 3alIUTHl MEPCOHAIBHBIX JaHHBIX, KOTOpBIE XpaHATCS B
JUYHBIX JeJax COTPYyAHUKOB, Bce coTpyaHuku UY BO «MI'A» umerot npaso:

[Tonyunuts monHy! HMHPOPMAIUI0 O CBOMX IMEPCOHAIBHBIX JaHHBIX U 00paboTke
3THUX JAHHBIX;

[Tonyuntsh cBOOOAHBIN JOCTYIT K CBOUM MEPCOHAIBHBIM JaHHBIM;

[lonyunts komuu, XpaHsIIMeCs B JIMYHOM JI€J€ U COJEpXkallue IEePCOHAIbHBIE
JaHHBIE.

TpeOoBaTh UCKIIOYEHUS UM UCIIPABICHUS HEBEPHBIX, WIIM HETIOJIHBIX MMEPCOHATBHBIX
JTAHHBIX.

7.2. PaboTonarens uMeeT MpaBo:

OOpabateiBaTh MepCOHANbHBIE JaHHBIE BCEX COTPYJAHHMKOB, B TOM 4YHCIE€ U Ha
AJIEKTPOHHBIX HOCUTEIISX;

3anpocuTh OT COTPYJHUKOB BCIO HEOOXOIUMYIO0 HHPOPMALIHUIO.
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