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Hacrosmee [lonoxenne onpenensier ocHOBHBIE TPeOOBAHUS K TOPSUIKY ITOIYUEHHS, XPAHSHHI.
HCIIOJIB30BAHMS U IIepeadH (J1anee - 00paboTke) nepcoHaNbHLIX TAHHBIX PA00THHKOB.

I. O0mne nosoxenus

[lepcoHanpHBIC NaHHBIC padOTHHKA - 9T0 HHPOpMaLKs, HeoOXoauMas paboTONATEIIIO B CBI3H C
TPYIOBBIMH OTHOIICHHUSMH U KACAKOIASNCS KOHKPETHOrO pabOTHHKA.

IlepconanpHble JaHHEBIE paOOTHHKA COAEPIKATCA B OCHOBHOM JOKYMEHTE NEPCOHANBHOIO y4eTa
Pa0OTHHUKOB - JINYHOM JieNie pa0OTHHKA.

JlruHOoe 18710 COCTOUT K3 CIIEAYIOMMX Pa3IeIOB:

1. AHKeTHO - OHOrpadHISCKHe H XapaKTePH3YIOIIAE MATEPHANE], K KOTOPBIM OTHOCATCS:

1.1. anxera;

1.2. aBrobuorpadus;

1.3. KOonIHH JOKyMEHTOB 00 00pa30BaHuH;

1.4. kaprouka Gopmel 12

1.5. pe3ynbTaTel MEOUOHHCKOIO OOCICNOBaHHA Ha NPEAMET TOJHOCTH K OCYIIECTBICHHIO
TPYIOBEIX 0083aHHOCTEH (11 paa JOKHOCTeH);

1.6. 3asBieHue pabOTHHKA O IpueMe Ha paboTy;

1.7. xonms IpHKa3a o IpueMe Ha palory;

1.8. TpyZ0BO# HOTOROP;

1.9. TOKyMEHTEI, CBA3aHHBIE C TIEPEBOJIOM M IepeMelIeHHeM paOOTHHKA (KOIHH IIPHKA30B,
3asBIeHHs pabOTHUKA U T.I1.);

1.10. BeomMCKM (KONHH) M3 NOKYMEHTOB O IPHCBOSHHH IIOYCTEBIX 3BAHHH, YUCHOH CTCICHH,
HarpakJICHHH F'OCYAapCTBEHHBIMU HArPaIaMH;

1.11. xou HArpaTHBIX JIHCTOB;

1.12. arrecTaniMOHHEBIE JTHUCTHI;

1.13. xonu® IPHUKa30B 0 MOOMIPEHMSIX, B3BICKAHUSX

1.14. xapaKTepHUCTHKH ¥ PEKOMCHIATEIILHBIE ITHCHMA;

1.15. 3agBneHue paboTHHKA 00 YBOIBHEHHH;

1.16. xonus npukaza 06 YBOIBHEHHH,

1.17. cnpapka 0 HaNH4IKH (OTCYTCTBHH) CYIHAMOCTH H (MIH) GhakTa yTOIOBHOTO IPECiIeJOBAHHL
60 0 NpeKpalleHuH YIOIOBHOIO IIPECIEN0BAHHA 110 PeabMIHTHPYIOIIAM OCHOBAHUSIM.

1.18. apyrue IOKyMEHTHI, HaxXOXJeHWe KOTODEIX B JIMYHOM Jele OyIeT MNpH3HAHO
nenecooOpa3HeIM;

2. JlomonHUTENbHbIE MATEPHAIIBL, K KOTOPBIM OTHOCSITCSL:

2.1. pacnucka  paborHMKa 00  O3HaKOMJIEHMM €  JOKYMCHTaMH  OpraHH3alluH,
YCTaHAB/INBAIOIIMMHU MOPAA0K 00padOTKH NMepcOHAIbHBIX JAaHHBIX PA0OTHHUKOB, & TaKKe O ero
npasax ¥ 00s3aHHOCTAX B 3TOH 00IacTH;

2.2, KapTOYKH y4eTa INOOIIPEHHUH B B3bICKAHHIH;

2.3. XapaKTEepHCTHKH C IIPEKHETO MeCTa PadOTHI;

2.4. bororpadun;

2.5. IONOJIHEHHE K JIMYHOMY JIENY;

2.6. Opyrae JOKYMEHTBI, HaxOXJEHHE KOTOPhIX B JHYHOM Jene OyHAeT IIPH3HAHO
LenecoodpasHBIM.

B muuHOe Meno paboTHHKA BKIKYASTCS TAKXKe OIMUCH BCEX JOKYMEHTOB, HAXO/SITHXCS B JIEIE.
II. Ilony4eHnne mepcoHATHLHBIX JAHHLIX PAa0OTHHKA

Ilomy4yenne, xpaneHwe, KOMOHMHWpPOBaHHE, Nepeladya WM Jro0oe [OpYroe HCIOIL30BAHME
NIEPCOHANBHBIX JAHHBIX pabOTHHKA MOMKET OCYIIECTBIATHCH MCKITIOYHTENRHO B IEIX
obecreuenns COOMONEHHA 3aKOHOB ¥ HHBIX HOPMATHBHBIX TIPABOBBIX aKTOB, COICHCTBHA
paGOTHHKaM\ B TPYZAOYCTPOHCTBE, 00YYSHNH U IPOJIBIKEHHH MO CIyx)0e, obecieyeHns JIHIHOM
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Oe30macHOCTH paOOTHHKOB, KOHTPONS KONMYECTBA M KAuecTBA BEIIONHAEMOH paboTEI M
o0ecrieueHns COXpPAaHHOCTH HMYIICCTBA.

Bce mepcosanpHBIE NaHHBIE pPaGOTHHMKA MOIYYAIOTCS YV HEro ¢amMoro. EciH LepCOHABHBIE
IaHHele padOTHHKA BO3MOMKHO [OIYYHTH TOJIBKO Y TPEThEH CTOPOHBI, TO PabOTHHK JOMKEH
OBITE yBeZOMIIEH 00 5TOM 3apaHee, H OT Hero JIO/UKHO ObITh IMONYYEHO MHCHMEHHOE COTNIACHE.
Paforonmarens noJpKeH cOOOMIMTH paboOTHHKY O TEmaX, NpenoaraeMbIXx HCTOYHHKAX U
crioco0ax MONy4YeHHs MEPCOHANBHEIX JAHHBIX, @ TAKKE O XapaKTepe MOIIEXKAIIAX MMOTYYESHUIO
IEPCOHANBHBIX JAaHHBIX H IIOCIEICTBUAX OTKaza pabOTHHKA JaTh MHCLMEHHOE COIVIACHE Ha MX
HOJIy4EHHE.

He nomyckxaercs mnomydeHme u 00pa0oTKa NEpPCOHATBHBIX HaHHBIX pa0OTHHKA O €ro
MIOJTHTHYECKUX, PETUTHO3HBIX M HHBIX YOCIKICHHUSX M YACTHOW JKH3HH, 4 TAIKE 0 €r0 YWICHCTBE B
OOINECTBEHHBIX OOBEAMHEHHMAX HIH €ro Hpo(COIO3HOM MEATENBHOCTH, 33 HCKIIOYCHHEM
CIIyYaeR, IPeIyCMOTPEHHBIX 3aKOHOAATEIECTBOM PP,

[Tpu mpumsTHN pemenuil OTHOCHTENLHO PadOTHUKA Ha OCHOBAHHMH €r0 IEPCOHAIBHEIX JaHHBIX
He JOIYCKaeTCs HCIONb30BAHME NAHHBIX, NOMYYEHHBIX MCKIIOYHTEIBHO B pe3yibTaTe HX
ABTOMATH3UPOBAaHHOM 00pabOTKH HIIH 3IEKTPOHHOTO IIOTyUCHHS.

B cnydasx, HeNOCpeICTBEHHO CBS3aHHEIX ¢ BOMPOCAMH TPYIOBEIX OTHOIIEHHH, B COOTBETCTBHHE
co cT. 24 Koncrutynun P® Bo3MOXKHO monyueHwe u 00pabOTKAa JAHHBIX O YACTHOH SKH3HH
pabOTHUKA TOJIBKO € €0 IMCBMEHHOT'O COTTIACHSL.

III. ®opmuporanue H BeJeHNE JIMTHLIX eI

JImanoe nemno pabotHrka GopMHEpyeTcs Hocle H3aHHA IPHKa3a O ero npreme Ha paboTy.
[leproBayanpHO B JHYHOE [AEN0 TPYNIHPYIOTCS NOKYMEHTBI, COIEPKAINHE IEPCOHATLHEIE
JaHHbIe padOTHHKA, B TIOPSAIKE, OTPAXKAIOIIEM [IpolLiece IpueMa Ha paboTy: KaipoBas CIpaBKa;
3agBlIeHHe pabOTHHKa O MpHeMe Ha padoTy; aHkera; aBToOuorpadus, XapakTepHCTHKA-
PEKOMEHIALMA; PpEe3yJbTal MEAMNHHCKOIO O0CIeNOBaHHS Ha TIPEIMET TOIHOCTH K
OCYLIECTBJICHHIO TPYAOBBIX 0043aHHOCTEH; KOMHMA IIpHKa3a O IpHeMe Ha paloTy; paciucka
paboTHHKa 00 O3HAKOMJIEHMH C JOKYMEHTaMH OpTaHH3allW¥, YCTAHABIHBAIOIIMMH IIODSIOK
00paboTKK IEePCOHANIBHBIX JaHHBIX PabOTHHKOB, & Takxke 00 ero npasax M 00A3aHHOCTAX B 3TOH
obnacTy; pacmucka pabOTHHKA 00 O3HAKOMJICHHH €ro ¢ JIOKAIBHEIMA HOPMATHBHBIMH aKTaMH
OpraHu3al¥y; NOIOIHEHHE K JTMYHOMY JeNNy; KapTouKa IOOIIPEeHHUH M B3BICKAHUH; CIpaBKa O
HAIHYHH (OTCYTCTBHH) CYAHUMOCTH M (wmm) ¢axra yroloBHOrO NpeCHegoBaHHs JHO0 O
IPCKPAINCHHH YTOJIOBHOTO IPECIEeNOBAHMA 0 PealMIHTHPYIOIINM OCHOBAHHAM, BHYTPEHHILI
OIIHCE.

Bee moxkymMeHTEI NIMYHOTO [efa MOIIIMBAIOTCS B OONOKKY 00pasiia, YCTAHOBICHHOIO B
OpraHM3aliK; Ha 00JI0MKKE TOKHBI OBITE (QaMHUIIHS, HMS, OTUECTBO PAabOTHHKA.

JluaHoMy neny IpHCBaHBaeTCs HOMED, KOTOPEHIH (GHKCHpyeTca B XKYpHATE ydera JHYHBIX JEll.
Homep I4HOTO J1ena IPOCTaRIsLeTCS B BEPXHEM JICBOM YITY 0OJIOKKH JI€a.

K xaxmomy nuumomy peny mnpuiaraercs Qororpadus pabotuuka (6e3 TONOBHOTO ydopa)
topmara 3X4. JIuCTEI JOKYMEHTOB, IOAIIUTEIX B TMYHOE JEN0, HYMEPYIOTCSL.

AHKeTa fBISICTCS OCHOBHBIM JOKYMEHTOM JIHYHOTO JeNa, IPESACTABIAIONHM cO00M nepedeHs
BOIIPOCOB 0 OHOTpaQMYecKHX JaHHBIX pa0OTHHKA, ero 0Opa30BaHMH, BEIIONHIEMOH paboTe ¢
HaYala TPYJOBOH NEATENbHOCTH, CEMEHHOM MONOXKEHHH, MECTE MPOTIHCKH HITH MPOXKUBAHUS U
T.I.. AHKETa 3aoHAeTCs PAOOTHHKOM CaAMOCTOATEIBHO IPH 0POPMIICHHH TIpHEMa Ha paboTy.
[Ipu 3anmonHeHnH aHKETH PaOOTHHK JOIDKEH 3allOJHATE Bee ee rpadbl, Ha BCE BOIPOCH! AaBaTh
IONHBIE OTBETHI, HE JONYCKaTh HCIPABICHHH WM 3a49€pKHBAHHUS, IIPOYEPKOB, MOMApOK, B
CTPOrOM COOTBETCTBHH C 3alMCAMH, KOTOpBIE COACPIKATCSs B €ro JIHIHBIX JOKYMEHTax.
OtTpHaTenbHbe OTBETH B rpadax aHKeTH! 3allHCHIBAIOTCS €3 MOBTOPEHES BOMpoca (HalpuMep,
"meru" - "He EMmero").

llpu samonmenun rpader "OOpasoBaHme” cleIyeT HPUMEHATH CleNyIOmEe (OPMYTHPOBKH:
"BpicInee"”, "HENOMHOE BEICIIee", "cpefHee crenuansioe’, "HEnomHoe cpeaaee”, B 3aBHCHMOCTH
OT TOTO, KaKQH HOKyMEHT UMEETCs y pabOTHHKA.



B rpage "Bmuxafimme poncTBeHHHKH" NePETHMCIISIOTCS BCe WICHHI COMEM paboTHHMKa C
YKA3aHHEM CTCIICHH POJICTBA (OTEI, MaTh, MY, JKCHA, CHIH, OYb, POHEIE Gpar u cecTpa), manee
NEPSIUCILAOTCA  ONIM3KAE PONCTBEHHHKH, NPOXHBAIONIHE COBMECTHO C paboTHHKOM.
YKasBIBAKOTCS QaMILIHS, HMS, OTIECTRO U 1aTa POXKICHHS KAKIOTO WICHA CEMBEL

B rpage "Bemonnsemasn pabora ¢ mauana Tpymopoit mestenprocTH" OTPaXKaroTCs CBENCHHUS O
PadoTe B CTPOrOM COOTBETCTBHH C 3AIUCAMH B TPYIOBOH KHIKKe. B TPYIOBYIO JIeSITEILHOCTE
HC BKOWACICA BpeMa y4eOH B  00meo0pas’oBaTeNBHEIX IIKONAX, IPO(ECCHOHATLHO-
TEXHMYCCKHX M OPYTUX NPUPABHCHHBIX K HIM y4eOHBIX 3aBeleHHAX. Bee 3aIicH Ipon3BoasTes
B XPOHOJIOTHYECKOM IIOPSIKE.

I1pu 3ar0NHEHIH AHKETEI HCIIOIB3YIOTCS. CITCAYIOLITHE JNOKYMEHTEL:

1. macmopr;

2. TpYJAOBas KHHXKKA,

3. BOEHHBI OHIIeT;

4. OKYMEHTEI 06 06pa3oBaHH;

5. JOKYMEHTEI O IPUCBOCHHE YUYEHOH CTeIleHH, YYEHOTO 3BaHH.

AHKeTa TOJMUCHIBACTCS JIANOM, [PHHAMAEMBIM HA paboTy, u 3aBEdyIOIMM NOCTE CREPKH
CBEJICHHH, 3aHECCHHBIX B AHKETY, C COOTBETCTRYIOIIAMHE JOKYMEHTAMH H 3aBepPACTCS [ICYATHIO.
Asro0norpadus -  moxymenr, CONEPXKAIMA  ONHCAHHE B XPOHOIOTHYECKOU
TOCTCAOBATEILHOCTH OCHOBHBIX STAllOB )KM3HH H JESTeNBHOCTH MPHHEMAEMOTO paboTHuKa.
ABTOOROrPadHA CoCTaBIIETCS B IPOU3BOIBHORN (opwme, 6e3 moMapok U HCpaBIEHAH.
OCHOBHEIE MOMEHTEL, KOTOPHIE JOJKHEL GBITH OCBEIICHB B asrobuorpaduu:

tbaMumHs, IMs, OTYECTBO;

THCITO, MECHILL ¥ TOJT POKICHHS,

nonydeHHoe oOpasoBaHWe (The, KOrZa, B KakMX yIeOHBIX 3aBEICHUSX, IO KAKOH
CIIELMATEHOCTH);

BpEeMS HaYana TpydOBO AeATebHOCTH,

IPHYHHBL IEPEX0/1a Ha APYTroe MeCTO PaGoTEL;

OTHOIICHHUE K BOMHCKOH 0043aHHOCTH, BOMHCKOE 3BAHHE,;

HaJIMIAE IPABUTETECTREHHEIX HArpas, TOOLIPEHH i,

CBEICHHS O CEMEHHOM IIOIOXEHUH H OJIH3KHX PONCTBEHHUKAX;

AlaTa COCTaBICHHsI aBTOOMOIpad iy W JIMYHAS TIOIHCH COCTABIISEMOTO.

ABTOOHOTpaQus, cocTaBieHHas IIPH IpHeMe Ha pabory, He HOMIEKHT KOPPEKTHPOBKE. ITpu
HEOOXOUMOCTH BHECEHHS M3MEHEHWH M TOTOJIHCHHH, OHH (HKCHPYIOTCS Ha OTHEILHOM
JUCTE, MOMNHKCHIBAIOTCS DAOOTHHKOM € YKa3aHHWEM IaThl o IpAOOIIAIOTCS K NEepBHYHOM
aproOmorpaduu. B ciyyae GONBIMUX M3MeHeHMI Omorpaduyeckux JaHHEIX paBOTHHKA OT Hero
MOXeT OBITh 3aTpefoBaHa OOHOBICHHAS aBTOOHOrpadus, MEpPBOHAYANLHYID IIPH ITOM
TIOMCIIAKOT B pa3/eNl IMYHOI'O Aena " JJOnoTHHTeNbHEIE MaTepHab!”.

ABToOHOTpadHs HE 3aBEPAETCA OMIACAMHE TOMKHOCTHEIX JIAI] HUIK IEYaTIMH.

Komnn noxymentos 06 o6pazoBanun 3aBCPAIOTCA 3aBEAYIOMMM IIOCTE CBEPKH HX C
HOJTHHHUKAMH JIOKYMEHTOB.

JlonosHenne K JHYHOMY Hexy - HOKYMEHT, B KOTOPOM (DHKCHPYIOTCS CBEIEHUS O
MEPEMEIIeHHH pabOTHHKA 10 paboTe (JaTa BCTYILIEHWS B JOJDKHOCTD H Jlata yxona ¢ Hee), C
yRa3aHMeM IPHMUHEL MepeMemenus ("HasHaueH ¢ HOHHIKEHAEM B aTTECTAIMOHHOM nopsaxe").
Jlomosienne K JIHMYHOMY Iely COCTABISETcS 3aBCAYIOMMM H HE HYXIAETCS B 3aBEpPeHHH
IOIIHCEIO TUOO TIeYaThIO.

B rpambHeHmeM Jumoe nxemo momomHgeTes HOKYMEHTAMH, BO3HHKAIOIIAMH B TIpoIecce
TPYIOBOH NESTEABHOCTH PabOTHHKA, K KOTOPO OTHOCSTCS:

aTTEeCTALUOHHEIE JIHCTEL,

KOIHH JOKYMEHTOB 00 YTBEPXIEHUH B IOJDKHOCTH,
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YIPO3bl W3HH H 3OOPOBRI0 padOTHHKA, a Takke B ClIydasX, YCTAHOBIICHHEIX
3aKOHOIAaTeTsCTEOM POD;

COOOIIATE EPCOHATLEEIS JaHHEIE Pa0OTHHKA B KOMMEPUECKHX LEIX 6€3 ero MHChMEHHOIO
COIJIACHS;

3ampamHBaTh EEOQOPMAIHIO 0 COCTOAHHH 3/10POBbs PAGOTHHKA, 38 HCKIIOUSHHEM TeX CBELCHHMI,
KOTODBIC OTHOCATCS K BOIIPOCY O BO3MOXKHOCTH BBIIOJHEHHS PAOOTHHKOM TPYLOBOH QYHKITHH.
JI0OCTyIl K TepCOHANBHBIM JaHHBIM DPaOOTHHKOB PAa3pelIaeTCs TONBKO  CIEIHAILHO
YOOTHOMOHCHHBIM JIMIAM, TIPH 3TOM YKa3aHHEIE JIMLA JOIDKHEI MMETh MPABO HONYYATh TOIBKO
T€ [EPCOHANBHBIE JAHHEIE PAOOTHHUKA, KOTOPhIe HEOOXOTMMBI JUISl BBITONHEHHS KOHKPETHBIX
(GyHKIHHA.

llpn  nepenate INepCOHANBHBIX — JAHHBIX  paGOTHHKA TPETHHM  JHLAM — HEOGXOIHMO
IPERYIPCKIATE HX O TOM, 9TO ITH JaHHBIC MOIYT OBITh HCIOJIB30BAHBI IHINE B LENSX, IUIS
KOTOPBIX OHH COOOIUCHBL, M TPeGOBATH OT ITHX JIHI IIOATBEPXKIIEHHS TOTO, YTO 3TO TPABHIIO
cobmoneno. Jluna, MONyYarloliHe NEPCOHANLHBIE NAHHEIC paGOTHHKA, 0OA3aHBI COBIIONATH
PEKUM CEKPETHOCTH (KOHDHACHIMATBHOCTH). CKiI0ueH e cocTanger 06MeH IepCOHAIBHEIMA
JAHHBEIMH PaOOTHHMKOR B MOPSIIKE, YCTAHOBIEHHOM 3aKOHOIATEIBCTBOM PO,

ITepenaya nepcoHanbHBIX HaHHBIX PafOTHHKA B IIPeeTaX OfHON OpraHA3anum OCYILECTBIIACTCA
B COOTBETCTBUM C JIOKAJIBHBIMH HOPMATUBHEIMH aKTAMHK JAHHON OPraHM3aIlyH.

Ilepesaya nepconanbHEIX JAHHEIX paGOTHEKA €ro MPE/ICTABMTEAM OCYIIECTRISETCS B TIOPSALKE,
YCTAQHOBIICHHOM B opraxusanuu. O0beM mepenaBaeMoil HHGOPMAIUMA OrPaHHYHBACTCS TOJBKO
TEMH II€PCOHANBHBIMH JNAHHBIMH DA0OTHHKA, KOTOpPHIE HEOOXONHMEI IS  BEIIOTHEHHS
YKa3aHHBIMH IIPEACTABATEISIME X (QYHKIHH.

[Tpunoxenue k IToyoxkenno o IIEPCOHANBHBIX JAHHBIX pabOTHHKA

Pacnucka
S, (®.1.0. paborHuKa)
(CTPYKTYpHOE IOfpasieNeHne, AOMKHOCTB), 03HakoMiuen ¢ "ITonoxeHmeM o [IEPCOHANBHEBIX
JAHHBIX padOTHHKA", NpaBa M 00S3aHHOCTH B OONACTH 3AIHTHL IEPCOHATHHBIX JAHHEIX MHE
Pa3bACHEHEI.

ey ) Iommice




