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MNOJIOKEHHUE
0 MOPSIAKE BeJeHHs JIMYHBIX /1eJI IIeAaroros # cOTPy/HUKOB

1.OBIIHUE NNOJIOKEHM 1
1.1 Hacrosmee ITonoxkeHne onpeaeiser NOpaA0K BEACH s JIMYHBIX JIe7 IIearoros 1 CoTpya-
HHUKOB IIKOJIBI.
1.2 TMonoxenue pazpaboTaHO B COOTBETCTBHH C:
o Vxazom Ipesunenta Poccuiickoit ®exepaiu or 30.05.2005 1. Ne 609 « O6 yTBEpiKICHHH
[ToJ107KeHMs O MEPCOHANBHBIX JAHHBIX TOCY/apCTBEHHOTO cllyzkaliero Poceniickoit deaepanuu
¥ BEJCHHHU €ro JUYHOT'O JIesay;
e TpymoBeM KoJiIckcoM PO,
o KomnexrusasM gorosopom MBOVY J10 «/lercko-1oH0mecKkuil eHTp ['pO3HEHCKOIO MyHHU-
HunaitsHoro paona» (nanee — JJIOLL);
o VYcrasom JIHOLL.

2. MOPSJIOK ®OPMUPOBAHMUSI JIMYHBIX JEJI COTPYIHHUKOB
2.1 ®opMupoBaHKE JUYHOTO JeNa neaaroros u corpyaunkos JIOL] npoussoauTes Henocpe/l-
cTBeHHO mocse prema B OY WM mepeBoia ejIaroros U COTPYAHNUKOB W3 Jpyroro odpaszosa-
TETBHOTO YUPEKICHHUSI.
2.2 Ilpu nocrymiennu Ha paboTy compyOHUK npedocmagiaem (npu HAIULUN):
o [lacropT WM MHOM JOKYMEHT, YIOCTOBEPSIOMMI INYHOCTD;
e Crpapky 0 Ha4uy (OTCYTCTBHH) CYIUMOCTH M (MnH) (akta yroJloBHOTO IPECiIe/I0BAHMS:
o JIOKyMEHT BOMHCKOI'O y4eTa (Juls BOCHHOOOS3aHHbIX JIHILL);
o JlokymeHT 00 00pa3zoBaHuu;
o TpynoByro KHHKKY;
o 3agsienue o npueMe (WIH O IEpeBo/ie) Ha padoTy;
o MenuInHCKYI0 KHHKKY;
* ABtoOuorpaduio;
o JloxymenT o xanmuduxkanuu (aTTeCTallMOHHEI JIMCT) WK HAIHYUY CIEIHATbHBIX 3HAHMH:
o  YI0CTOBEPEHUS O MIPOXOKACHHUH KYPCOB, SKCIICPTHEIE 3aKII0UCHIHSL.
» CrpaxoBoe CBHAETEIbCTBO IEHCHOHHOIO CTPAXOBAHUS;
o HMuentuduxalyMOHHEIH HOMEp HAJIOIrONJaTe/bIIMKa,;
o CBuIETEILCTBO O Opake;
o CBHJIETEIBECTBO O POKIACHUH JeTeil;
o JIOKyMEHTB! O Harpa)JAeHUH ;
Padomooamens odhopmasem:
» TPYZOBOH JOTOBOpP B ABYX IK3EMILIAPAX;
s [IpUKa3 0 npuemMe Ha paboTy (0 nmepeMeIeHnH Ha JIpyTHeE JIO/LKHOCTH);
o JIMYHYIO KapTouky NeT-2;



e JIODKHOCTHYK) HMHCTPYKIIHIO.

Pabomooamens 3HaKomum:

e YCTaBOM LIKOJIBL;

o C J0JBKHOCTHOH MHCTPYKIHEH;

o [IpoBoaUT BBOAHBIA HHCTPYKTAXK, HHCTPYKTAXK [10 OXpaHe TPy 1a, HHCTPYKTaXK MO IPOTHBO-
10YKapHO# 0e3011acHOCTH.

3. HOPAAOK BEAEHUWS JIMYHBIX AEJ IIEJAT'OTI'OB 1 COTPYJTHHUKOB
3.1 JInunoe neno negaroros u cotpyauukor /IOL] Bemercs B Teuenue Bcero nepuosa paboTE
KaKJI0T0 IIe/1arora 1 COTpPY/IHHKA.
3.2 Benenue MHYHOTO A€TIa IpeaycMaTpUBaeT:
3.2.1.IloMenieHue TOKYMEHTOB, [OJICIKAIIUX XPAHEHHIO B COCTABE JIMYHLIX JIe/I, B XPOHOJIOTH-
YEeCKOM IOpsIKe:
- JINYHEBIN TUCTOK 110 Y4eTy Ka/IpOB MIIK aHKETa;
- JlonoJiHeHHE K TMYHOMY JMCTKY 110 YYETY KaJapoB;
- ArproGuorpadus;
- Konuu noxymenton 06 oOpazosanuu;
- Konuu 10KyMeHTOB 0 NOBBINIEHNH KBAIH()UKAIMOHHOTO YPOBHS: aTTECTALIMOHHBIN JIUCT, Y/I0-
CTOBEPEHHE O MPOXOIK/IEHUH KYPCOB;
OOs3aTenbHOM SABISETCS BHYTPEHHSS OIIMChH JIOKYMEHTOB, HMEIOIIMXCS B JIMYHOM JIJIe.
Komuu ocrabHBIX JJOKYMEHTOB COTPYHUKA XPAHATCS OT/CIBHO.
3.2.2.Exeronnyo IpoBepKy COCTOSHMSL JIMYHOIO JieJia [eaaroros M corpyauukos J(IOL| na
Ipe/IMeT COXPaHHOCTH BK/IIOYEHHBIX B HEI'O JJOKYMEHTOB H CBOEBPEMEHHOE 3alI0IHEHHE.
3.2.3.JIncTBI JOKYMEHTOB, IOMEIIEHHEIX B THYHOE €0, O/UICIKAT HyMepallii.
3.2.4. Tpynoeble KHMKKHM, MEIHIHMHCKHE KHMKKH XDaHsATCs OTJEIBHO B ceiide aupexropa
JIOLI.

3.2.5. JIomKHOCTHBIE HHCTPYKIIHMY XPAHATCS B OT/IebHOM nanke OV,

4.IIOPATOK YYETA H XPAHEHUSI JIMYHBIX JIEJI IIEJIATOT'OB 1
COTPYJAHUKOB J{IOLI.

4.1 XpaHeHHue ¥ y4eT JIMYHBIX e [1eJIarorOB M COTPYAHUKOB LIKOJILI OPraHU3YIOTCA ¢ 1[EJbIO
OblcTporo u 0e301HO0YHOr0 NOKCKA JIMYHBIX JIel, 00eCIeYeHnsl HX COXPAHHOCTH, A TAKIKE
obecrieuenus KOHQHICHINATLHOCTH CBEACHHUI, COEPIKAIIMXCS B JIOKYMEHTAX JTHYHBIX e, OT
HECAHKIIMOHUPORAHHOTO JOCTYIIA:
o TpynoBble KHHKKH, MEMIIMHCKIE KHHKKH XPAHITCS OT/EILHO B celide mupextopa JIFOLL,
o JIOIKHOCTHBIE HHCTPYKITHH XpaHATCs B OT/1e/1bHO0il nanke OV,
» Jluunble nena coTpyAHHKOB XpaHsTes y cekperaps J[IOL.
o JlOCTyII K JINYHBIM JIe]IaM HEJIaroOroB i COTPY/IHUKOB LIKOJIBI MMEIOT TOIBKO CEKPETaph, JH-
PEKTOP LIKOJIBL.
o CucTemMaTH3aUMs THYHBIX eI IIe1ar0T0B M COTPY/AHUKOB LIKOILI TPOM3BOIMTCS B a(haBuT-
HOM IOpPSIAKE.

o Jlugnele nena nenaroros ¥ COTPYAHHMKOB IIKOJLI, XpaHaTcs 75 JIeT ¢ roja YBOJIBHEHUs pa-
OOTHHKA.

S.IOPAJTOK BBIJAYHM JIMYHBIX AEJ BO BPEMEHHOE I1OJIL30OBAHUE
5.1 Belaaya imunbIX Jen (OTACHBHBLIX JOKYMEHTOB B COCTAaBE JIMYHOIO jejia) BO BpPEMEHHOE
HOJIB30BAHKUC [IPOM3BOJMTCS € paspelleHus MPEKTopa MKOALL Bpems paGoTsl orpaHHunBaeT-
Csl npejesiamu onHoro pabodero aHs. B konue pabodero juusi cekperaps o0s3zana yOeuThes B
TOM, MTO BCC JIMYHBIC /1€/1a, BRIIAHHLIC BO BPEMCHHOE I10/Ib30BAHNE, BO3BPAILCHEI HA MECTO Xpa-
HCHHA U €CTh JIM HCOOXOAMMOCTD JUIsl IPHHATHS MEP K HX BO3BPALICHUIO HJIH PO3BICKY.

6. OTBETCTBEHHOCTb



6.1 HHedazozu u compyonuxu JIFOL] 0Bs3aHbI CBOCBPEMEHHO NIPEACTAB/IATE CEKPETAPIO CBE/IE-
HHs 00 H3MEHEHUH B IIEPCOHATBHBIX JTAaHHbIX, BKIIIOUEHHBIX B COCTAB JTMYHOTO JIe/a.

6.2 Pabomooamens oGecrieunBaer:

* COXPaHHOCTb JIMYHBIX JEII IIEJaroros ¥ cotpyanukos JIOLL;

* KOHQUIACHUHMATLHOCTH CBE/ICHUH, COACPIKAIIMXCS B JIMYHBIX JE/1aX T1E/Iar0TOB ¥ COTPY HH-
kor JIHOLI.

7. IIPABA
7.1 Jins obecrieyeHns 3alUThl IEPCOHATBHBIX TAHHBIX, KOTOPBIE XPAHSTCS B JIMYHBIX Je/Iax Ie-
JIaroros ¥ coTpyaHukos JHOL],
neoazoau u compyonuxu JJIOL] umeiom npaso:
o [lonyunts nonHYI0 HHOPMAIHIO O CBOMX IIEPCOHATBHBIX JAHHBIX M 00paboTKe ITHX JaH-
HBIX;
o [lomy4uTh JOCTYI K CBOMM MEPCOHAIBLHBIM AAHHBIM;
* [loayunts KONUM, XpAaHAIIHECS B JIMYHOM JIe/Ie H COZIEpIKAIIME TIePCOHAIbHbIC NaHHbIC.

» Tpebosarh MCKIIOUEHHS WM HCIPABICHHS HEBEPHBIX WM HEMOMHLIX IEPCOHANLHBIX JaH-
HBIX

pabomooamens umeem npago.

o OOpabarbIBaTh MEPCOHANLHBIE JAHHEIC TEAroros u cotpymukos JIOL] ¢ ux paspermenus,
B TOM YHCJIC B Ha 3JIEKTPOHHBIX HOCHTEJISX;

e 3anpocuTh OT Ieiaroros u cotpyauukos JIOL] sero neobxomuMyio HHPOPMALHIO.



