ABTOHOMHAR HEROMMEPUSCKAT OPral NN VTBEPAKIEHO
OOTNOTHATEIBHOT NPHPeCCHOHANLHOTO npuxazom ot 03.02. 20161, No 5-5
obpazonanud «LlenTp skonormeckoro

aYIHTA H MEHEKMEHTAN

HOJOKEHHE
0 3AHTE NEPCOHAILHBIX JAHHBIX PaloTHHKOR

1. OBLIHE MOJIMKEHH A

[.1. Hacrommee [lonomenne © 33mHTE NePCOMATHEHBIX JAHHEIX — paGOTHHEOR
ABTOHOMHOH ~ HEKDMMEPUECKOH  OPTaHM2aimMy  JOTONHHTENEHOrS  npodeccHONATEHOND
obpazoBaHHA  «LleHTp JKOMOTHYECKOrO ayiHTE M MCHEMEMEHTa» (JANEE MO TEKCTY -
«llonomennen) paspabiorano B cootsereTern ¢ Kowerwryuncit PO, Menepansuen 3akosomM o1
27072006 r. No 152-03 «0 nepcoHambHEN gsHHEDG, Tpynossm xogexcoM Poccuiickoli
Meneparuy, yeTAaBOM  ADTOHOMHON —HEKOMMEpHECKO OpraHM3ANMM  JONOIHHTENEHOTO
npodeccronansroro ofpasosanna «LlenTp MONOIHYECKOr AVIHTA H MENEIKMERTAY {HaTee TI0
TeRCTY — wOpraHsanEey ).

1.2. Tlom «TepeoHATLALIMG - maHHEMBy  peboTHHEZ NoMuMacres  mnopsai,
HeoDxonEMas UpPrasnsauin B cBA3H ¢ TPYAOBEIMH OTHOUICHHAME H KACAIOMIACH KOHKPETHOIG
paloranKa, B TOM YHCNE ero:

(PEMEITHR, HMR, OTHSCTED

rodl, MEcall, JATa H MECTO PO IcHHA

agpec

CCMEHHODE, COMHANBHOS, HMYIIECTECHHOE IVIECHHE

ofpasoBaHne

npopeccHs

JDXOIE

Apyras HEMOpMaLHa.

1.3, Tlon epafoTHRnoMy B [MoRokeHdM NORHMAETCH NHIO, COCTOALMEE B TPYOORBIX
OTHOMEHHAN ¢ Dpranusanmeit.

1.4. [Ton woomksocrasvy mamany B [lonomenny nonmMamTes palOTHHEY, COCTOAMHE
B TPYUCBEIX OTHOMEHHAX ¢ UpraHR3anuedl B aueiouMe mpaso Ha nonyueHne, obpadoricy,
mepefady B Opomecse paboThl MepeOHANLHEX JRHHLX (PYECBOIAUIMA COCTAB: JHPEKTOR H Ero
FAMECTHTE/b, MIABHRH OvxranTep, Oyxranrtep). OOf3AHHOCTE YEAIAHHEIX AONWCHOCTHRIN STHI
cofmanars [Nonowenne sakpenneda npakatom Ne 5-o ot 03.02.2006r.

1.5, [oa eTpeTeumy iuuasus & [lonokennn nonmmasores mobme aaua (paboTHREH,
WPRANYECKAS NMHLA, DNDKHOCTHEIE JHUA rOCYIApeTBSHHEIN OPTAHOE H OPraHOE MCCTHOTO
CAMOYIPABTEHHI, NpaBooXPaHHTETBHRLY DpPIaHRB), HE ARNMAMIIHECH CTOPOHDA
HHIMBHAVATEHOrO TRPYOOBOMD JOroBOpa, lakmouedsore ¢ Opramcammeff » omoe  ee
PYKOBOOHTENA (QHPEKTOPA) HIH HHBIX YICAHOMOUSHELIX JIHLL,

1.6, TIonokeARe  YOTAHABTHESET NOPRIoK O0O0pafioTEM NEpCOHANEHEIN  JAHHEIX
paloTHHKCE, HX Opapa ¥ obszanHocTs B OOMACTH JAMIATEL NEPCONATEHEIX JAHHEDK, NOPAIOK
Mepenaty ACPCOHANBHBIX AAHMEX 8 Oprasumssums B 33 €e Npeldelbl, OTHETCTEEHHOCTD
AOMACHOCTHRIX JTHIL 34 HapyieHse Hopw [ lonomenqs.

1.7, Ilpn mpreme ma palory (10 3EKMOMCHHI TPYAOROTO DOroBOPA) pRSOTHHE TOMDHEH
Oerte camekomies ¢ [losowensem mog pocnuce 8 JTwere osHagoMnenua (cm. [Ipaswna
BHYTPSHHErD TRYLOBOrD pacnopaixa, neficreyromume 8 Opralusanim).



2, COCTAB [MEPCOHAJTTBHELX, JAHHBIX

2.1. K nepcoramsioil gokyMerTanmy (copepRameil repeonankHmMe TANHEE) OTHOCHTCR
JOKYMEHTEL, KOTOPHE COIZEPMAT HHANBHAYANBHEIC NAHEEE O KOHEpCTHOM pabOTHHKE W
HEMOMBIYIOTCA JOMAHOCTHEMH THUAMH TPH HCOOMHEHAH CBORY J0MKHOCTHRIX 00S3aHE0CTe,

2.2, K HAM oTHOCETECR:

1} MOKYMEHTEL TPeNEARISEMEIE PN TPYA0YCTpOHCTeS Ha PaloTy B COOTRETCTRHN O CT,
65 Tpyaosoro kosekca Pd;

NACTICPT HAE HHOH JOKYMEHT, YIOCTOREPRIMNE THYHOCTE,

TRYAOBAR KHIKA,

CTPAXOROE CEHASTEILCTEO MOCY AAPCTEEHHOTD NEHCHOHNOM CTPAXORAHNA,

OOEYMEHTE BOHHCKOID YHETA — 1A BOSHHODDAIAHHBIN B THIL TI00NENRIY OPHIEBY.

noxymesT 00 oOpaIosaHMy, KBATHOHKALER HAH HATHYHN CIEMHATEHEX SHAHA — NpH
MOCTYINCHHH Ba paboTy, TPeGyIOMVIo CReIMuTLHEX SHAHKH HIH ceHaTsHol NoATOToRER),

HAMpARTEHKe Oy Hciihl JAHATOCTH

2} pearoMe, RApAKTEPHRCTHEN

3) peroMCHIATCIBHEIE THCEMA

4) copapkM, MONTEEPKIAIOIWHE Nepuofel paboTH Yy paboropareneii H o passep
sapafoTHOH nNaTE

5) HArpagHEE BOKYMEHTh

1) MTHCTEH HETPYIOCToCOGHOCTH

7) MERHLHHCKHE CTIPABKH

)  OpPramMIAUHOHHO-DECTODANMTENLHLIE IOKYMEHTH  (NPHEAIR, PACTOpAMEHN),
NOKANBHBIE HOPMATHEHEIE AKTEl, MEpPEYHHM, COACKH H HHLIE BHYTPEHHHE JOKYMEHTHI
CIprasusamg, CONepikalie NepCOHANEHEE JAHHEE PAOOTHHKOB ((aMANE0, 1M, 0TIeCTEO)

9} RORYMENTH, NOSTECRACOAIOUIME NPSANOJArAEMBIE W (DAKTHYECKW MONYMCHHBIE
paDOTHHKOM IeHEMHEIE CPLACTEA (OPHEAIEL 00 THYHOMY COCTABY O OpHeme Ha pabory, o
nepescte HA paboTy, O NOOUIPEHNH, PACHETHEIE THCTKH)

10} HEIRE NOKYMEHTEL, COASPIKANTIE NEPCOHANBHEIE CBEISHIA O PaBOTHIKAX,

3. OBASAHHOCTH JOIDAHOCTHRIX JTHAL]

3.1, Tlpn obpaboTke NepcOHANLHEIN JaHHEY paboTHHKA (DONYWeHHH, XDHHSHHH,
KOMOHHHPOBAHHE, Depemaye HiH modoM IpyroM HCNONRIOBAHAC MACPCOHANBNELX AAHHELX
paboTHHEE), OOMAHOCTHEE [MUA, KOTOPEIE HMEIOT K HHM JOCTYN M HCNOTRIYIOT NpH
HETMNTHEHHH AODKHOCTHER 00ATAHHOCTER, DomsHs cobMIoIaTs ClegyIomne TpeloRaHH;

[} obpaboTea nepcomannEEm  ganHeX  palOTHHMKA — MOMET  OCYIIECTEIATBCH
HCEMIOMHTENEHD B Uemax ofdecnedeHds cobMoIeH s 3aK0H0B i HHBIN HOPMATHRHEN NPaR0skiX
BKTOR, CONeHCTRHE paboTHHKAEM B TpynoycTpoHcTee, oDy<eHuH ¥ NpoBMmeRAN 00 crykbe,
obecneaennn  nHuncll  OezonmackocTd  pabOTHHKOB, KOHTPONS KOJHYECTSA M KAYECTEA
BEINONHAEMOA paboThl 1 00CcCneueHNE COXPAHHOCTE HMYLISCTRE,

2) BCe MepCOHATEHLE (AHKEE PAOOTHHKA CReAyeT NOMYUATE ¥ HEFD CaMoro,

Een nepeoHalbHble JadALIe pafoTHHKD BOIMOWHO NOAYYHTL TONBKG ¥y TpoTheH
CTOPOHEL, TO paboTHHE gommed OpiTh yeemomied of 3ToM 3apaHes (He NO3OHEE YeM 38 3
paoumy: nHE) 0 0T HEro JOMHHD ORITE DOMYYSHO THCEMEHHOE COMTACHE.

JdomwHOCTHEE THUA SonwHe! coobDumiTe pafOTHHKY © MeNEX, HpEanNGIATECMBIX
HCTOHHHIAX M CNOCo0ax NOIYIeHHS NEPCOHATEHBN JAHHED, & TAOKE 0 XAPAKTEPE NOMNERANHN
NONY4EHHID MEPCOHANRHAIX MAAHHBIX H OOCHENCTBHAX OTKA3Aa paDOTHHKA 0ATh NHCHMEHHOE
COTITACHE HA HX OOTYTIEHHE;

4) AOMHHOCTHEIE NHIA HE BApPABE NONY4aTh B 0DpalaTeBATE NEPCOHAIBHEN NAHHEE
PADOTHHES O &rd NONHTHYSCKHX, PETHTHOZHER H HHETK YOSIISHHAN H SacTHOH MHIHH;

[



3) NOUKHOCTHEIE MU He BOPARE MONYHATE H obpaldaThBATE NEPCOBANLHER JAHHEE
PADOTHEEA © ero uieHoTsé 8 oDWECTReHHBX OOBEIMHERHSX WoW ero  npodicornsHoi
ARATEMERGETH, 33 HCEMIOMERHEM CTY4aes, HeoDXOMMMBIX 1T PEUIEHA BONPOCE 06 YBONEHEHHR
PaBOTHHKOR [0 OCHOBAHHAM, MPEIYCMOTPEHHEM NyHKTaME 2, 3 B 5 wacmy nepeofi crarsu 81
Tpynosoro kogexca Pd;

) NpH NPHHATAN PEIMCHER, 3ATPArHBARIN HHTEPECH pabOTHHEKL, OOIKHOCTHLIE THILA
HE BOpaBe OCHOBMIBATECE BA NEPCOHANBHLIX NAHHEX PAOOTHHICA, MOMYICHHEN HCKMIOMHTEIEHO
B PESYALTATE HX ARTOMATHIHPOBAHHOH DOPADOTEH HIM IEKTPOHHOID NOAYYEHHI.

4. [IPABA PABOTHHEOB

4.1. PaboTHniy, OPEAOCTABKEBITHE IOTLEHOCTHEM THIAM [ePCOHATEIEE JAHHEIC, HMEIOT
Mpako HA!

cBoDOHE BecnmaTHEIE QOCTYT K CBOMM TEPCOHATBHEM TANHEIM, RETOUAT Npaea He
nonyueHHe komdid  moOod  sanucH, cogepscater NepCOHANBHBIE JaHHBE paGoTHHKE, 8
HCEMIMCHHEM CAYHALE, NPERYCMOTPEHREX GenepanbHEIM JaKaHOM,

ONpEIEICHEE CEOHX NPEICTABNTCNEH A8 AT CEONX NEPCONANRHBIY TAHMEIX:

TpeGorarne 00 HCKMOYEHHM HIH  HCOPIBNSHMH  NEBEPHEX  WIH  HeloTsX
NEPCOHANEHEIN  OAHHRX, & TAKKe [AHHEN, ©oOpaloTAHHEIX C© Hapymesnenm TpeGoBanuii
MEACTEYIOIIETD IaK0HONETEILCTRA:

HpH OTEASE DOMEHCCTHRIX JTHI ACEADYHTE HITH HENPEABHTE NEPLOHATEHEIE TEHHLIE
PASOTHHEH HMEWT NPAB0 MOJATE JASBNEHAC ARPeRTOpY OpraHusamuH o cHOEM HECOrECHH C
COOTRETCTBYIOMIHM 0OOCHOBAHHEM TAKOTO HECOIacH;

HEPCOHANBEERIC  OAHHBIE OUSHOMHOTO XAPAKTEpA (COOSpRAIOHEcH, HATpHMEp, B
NADAKTCPHCTHEE, ATTECTANMOHHOM JHCTE) palOTHMEH HMEOT NPARG NONOAHHTL SANENCHHEM,
BEIPEMAIMIHM €0 COBCTRERHYIO TOYKY SpPeHHA,

Tpedosanye of Hapewenny Opranusanneli Beex MHI, KOTOPHIM PaHes BEUH CoOBmCHE
HEBE[HHER HITH HEMOMHEE NEPCORANEHEIE NaHHEE pA0OTHHEDR, 000 BeeX NPOHIBEIEHHL B HIX
HCKMIOYEHHAX, HCNPABNCHHAX HIH JOMNOIHEHHAX,

ohWATCRAHAE B CYA MOOKX HenpasoMepHsx nedicTandd wiw GesneficTana Opragusatg

npH o0palboTke M SAIHTE KX NEPCOHANBHEIX JAHHEDX.
3, [IOPANOK CBOPA W TIEPEJAYM MTEPCOHAJIBHBIX JTAHHEIX

5.1, JdomHocTHEE THIA HMEKOT TPABO MAIYYATH TONBKOG TE NEPCOHANBHBIE NAHNLIE
palioTHHKE, KOTOPEIE HEOONOMHME! U1 BRNOTHEHHA KOHKPETHAIX TPYI0BMK (Y HIIHI,

3.2, [ommkHOCTHEE THIA He BIPABE 3alpEHBaTs HHOOPMALNIO 0 COCTONHAH INOPOBES
palioTHNEA, 38 HCKMOYEHHEM TeX CBCOCHHH, KOTOpBIE OTHOCRTCH K BONPOCY O BOIMOAHOCTH
BEIOMHERHA PaOOTHHEOM TPYI0B0H (yHKIHY (HATPHMED, TIPH PELICHHA BOTPOCA 0 MepeBofe
peCOTHHKA HA OpYTYI0 NOMKHOCTL (pafory) npH mamrHe MeJHLMHCKOrD SakTIOMEHEA,
ASIOWEre (CHOBAHHA [ONAMATE O HCBOSMOUKHOCTH BHIMOMHCHHA PabOTHHKOM TPYIDROH
PYHEWHH HE YCIOBHAX, IPETYCMOTPEHHEIX TPYAORHM IOrOBOPOM).

3.3, JolHOCTHRE NMHOE, OONYYAKHIHE NePCOHANLHLIE NAHHLIE paboTHREL, OGR3aHED
coBMOIATE pewHEM  CeKPSTHOCTH (keHmnennHansHoCTH).  JIAHHO® OONOWEHHE He
PACOPOCTPEHAETCA  HA  OOMEH NEPCOMANLHEIMH  JAHHBIMH  DalOTHHKOE B TOpAmKe,
YOTAHOBICHHOM (eepankHEIME JAKOHAMEH.

34, JlomnrHOCTHELE JINLA HE HMET npasa coolWaTs NEpCOHANLHER TAHHEE PafoTHHKA
TpeThel CTOpoHE Oed MNCBMEHHOMD COTNAcHS PafioTHMES, 38 HCIUIIOUEHHEN CTYYAEE, KOLLS 3T0
HEOBXOOHMMO B LEndy OpelynpesIcHHL YTPO3El HHIHH H 3O0OPOBRI0 pafOTHHEA, 4 TAKWE B
CAYHARX, YCTAHOBIEHHEIX (pefepansuemy 3aroHaMu {Tpyiaossin wozexcom PO, Hanorosem
konexcom PO, Qepeparsunmy 3zkoHaMe «O eraryes cvaed 8 Pocoriteroit Denepammns, w0
muannoeEy, @O0 denepaneroil  cnywbe OelsomacHocTme, «() nporyparype  Poccufickof
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Degepaiuns, «0 3ATHTE TPAB IOPHIHYCCRIN THIT W HEINBHIYATLHL NpeanpHEHMaTena npu
MPOBENCHHH COCYIAPCTBENHOTO HOHTPONA (Hamlopak W Op.), TpelyCMAaTpHESIOUMMH TTPane
ADUEHOCTHEIX /MU ROHTPOIMPYIOWHX M NPEBOOXPAHHTENBHBIX OPTAHOE 3ANpANIHBATE
paboTonaTenel B YCTAHOBTEHHOM NOPAMKE DOXYMEHTE, CONEKAITHE NEPCOHANBHBE JTaHNEE
palOTHHKE, - B HEAAX HCOONHEHHN BOITOMCHHEIN HA HHX fenepanbHEME  IAKOHAMH
ofmansocTed.

6. [IPABHIIA XPAHEHHA NOKYMEHTOB, COOEPHAITHX MEPCOHATLHEIE
JAHHBIE

6.1, JInmie fena o TpyA0BHE RHHAKH PaloTHHKOB XPAHETC B 3AKPBITE mrcadax,

6.2. JIN4HBIC [eN3 APEJOCTARMAIOTCH JHPEKTODOM, & B éro OTCYTCTBHE Ero
JAMCCTHTEIENM, B DACTIOPAMEHHE JOMKHOCTHRIX THIL AHIE B CISOYIONHY CAYYaNX;

BHECEHHA HIMEHCHHH, IOTIONHEHMH MO TPEJOCTARICHHID HIMEMEHWH, NoMoMHeHHNA
pafoTHHREOM;

HEQOXOAHMOCTH OPOPMIEHIE BAMPATHEX JOKYMEHTOB;

hOPMEPORAHER CTATHCTHUSCKHNX JRHHEIX,

NoATOTOBKH XApaAKTEpHCTHEH
H [IPH HATHYHE COOTBETCTRYIOMEH Pe30mOiUHN HperTopa Oprann3aiiys HIH erd SaMecTHTeNd
Ha cmykeDHOH sanHcke nponssonerol dopuer.

Jluunete gena polBpamawTca AHPEXTOPY B Tedenme 3 (Tpex) mmed ¢ MoMenTa Wx
NOMYY9eHHA.

6.3, Tpyhosse KHHAKH pafoTHHKOB MOTYT NpPENOCTABNATECA NHINE FABHOMY
Byxranrepy npH HeOOXOZHMOCTH TPOBCPKH AIHHEX O CTPAXOBOM CTANE pafoTHHKOE, ana
PEIIEHHA BONDOCOR O MPABHIRHOCTH HOHMCNCHHA M BRINATE! HOcoOHI No rocymapersesnHoMy
COLHATEHOMY CTPEXOBAHHIY H BHECEHHH HEOONOIHMEIN IaMHCEH.

1. OTBETCTBEHHOCTE 3A HAPYIUEHHE MTOITOAEHMS

HOoMEROCTHEIE THEA, BHHOBHEE B HADYINCHHH [loN0%EHHS, HECYT OTEETCTREHHOCTS B
COOTBCTCTEHH ¢ TpyaoseiM  komexcom P@, Kopekcom Pocemfickofi  Demepauns  of
AAMHARCTPETHEHBIX MPABOHAPYIIEHNAK, ¥ rOnoBHLM Kofekcom Poceriickoli Denepanmn.



