Herocynapcrennoe 00meo0pazoBaTe/ibHOE YaCTHOE YUpeEKIAeHNE
«Muvuasust umenn murponosura llaarona (Jlesmmuna)»

[TPUHTO
Ha 3aceJIaHMU [eIarorMYeckoro CoBeTa

1B ¢xTop I MMHA3UKM UMEHH
nporokon Ne £ or 3 aboswine 2015T. V% ]
74

noauta [lnarona (JleBmuna)
sz~ WV.H. Mensenena

ikas Ne 5~ ot 4 ,«g,ﬂzu;);ﬂOlSr.

ITousokenne
0 NODSIAKE BeAeHus JHYHBIX deJI 1eJaroroB H COTDVIHUKOB
HOYY «Mamuasusi umenn murponoaurta [lnarona (Jlesmmuna)»

1. O0mue MoJI0KeHHsI

1.1.  Hacrosuee Ilonoxenue omnpeneiser IMOpPsI0K BEACHUA JIUYHBIX ]I
Iearoros U coTpyauukos OV.
1.2. Tlonoxenwue pazpadoTaHoO B COOTBETCTBHUHU C:

e Vxasowm [Ipesunenra Poccuiickoii Mexepanuu oT 30.05.2005 r. Ne 609 « O0
yrBepxkaeHrr T1o0oKeHUss O INEePCOHANBHBIX JaHHBIX IOCYIapCTBEHHOIO
ciyxarero Poccuiickoit denepanny ¥ BICHUN €ro JHIHOTO Jeian;

o ®enepanpubiM 3akoHOM 0T 27.07.04 Ne79 - @3 «O rocynapcTBeHHOH
rpaxkaanckou cirysxoe Poccuiickoi Meepanuny;

e TpynoseiM kojieKcoM PdD;

e VYcrasom OV.
1.3. Bemenwe JnWYHBIX JI€JI IIearoroB W COTPYIHUKOB BO3JIAracTcs Ha

criequaJucra oracia Kaapos.

2. Mopsytok popmMupoBaHUs JHYHBIX JIeJI COTPYIHHKOB

2.1.  @opMupoBaHME JIMYHOTO Jiela  Iejaroros M cotpyanukos OV
IIPOM3BOIUTCSL HEITOCPEJICTBEHHO 1ocie npuema B OV uiM repeBojia Iearoros u
COTPYJHHUKOB U3 JIPyrOro 00pa3oBaTe/IbHOIO YUPEKICHNU,
2.2. B cooTBeTcTBHHM ¢ HOPMATHBHBIMU JIOKYMEHTAMU B JIMYHBIC Jiejia [1e1aroros
1 corpyaHukoB OV BKIIaABIBAIOTCA CIEAYIONIME JOKYMEHTHI:
Ileoazoz OY npedocmasnsnem:

e 3asgmiieHue o npueme Ha paboTy/ 3asgBiieHUE O IIEPEBO/IC;

e Komnuro macrnopTa Wi MHOTO JJOKYMEHTA, YAOCTOBEPSIONIEr0 JINIHOCTD,

e Kommio cTpaxoBOro CBUACTENbCTBA IEHCHOHHOTO CTPAaXOBAHUS;

e Komnuu jjokymMmeHTOB 00 00pa3oBaHuy,
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e Konuu JOKyMEHTOB 0 KBAIU(UKAIMA M HAIMYMK CHEIUAIbHBIX 3HAHUM;

e TpynoByro KHUXKY;

o Kommu 10KyMEHTOB BOMHCKOTO y4eTa (I BOGHHOOOA3aHHbIX JIHII)

e Komuio cBueTesbCcTBa 0 Opake;

e Komnuio cBUIETEIBCTBA O POXKACHUY JIETEN,

e Komuu JIOKyMEHTOB 0 HarpakJIeHUH,

e Komnuu aTTecTallMOHHBIX JIUCTOB;

e CrpaBK¥ U3 IICUXOHEBPOJIOTHYECKOI0 M HAPKOJIOTHYECKOT0 AUCIIAHCEPOB;

e CrpaBka 0 HatM4uK (OTCYTCTBHH) CYJUMOCTH M (uiu) (aKra yrojoBHOTO
peciesoBaHus MO0 O IIPEKpalleHuH YrOJOBHOIO IIPECICOBAHUS 110
PeadMIIUTUPYIOIUM OCHOBAHHSIM.

Compyonuxk OY npeoocmasnsem:

e 3assieHue o pueme Ha padory/ 3asBlieHUE O IEPEBO/IL;

e Konuio macropra Uik HHOTO JOKYMEHTa, Y/I0CTOBEPSIOIETO JIMUHOCTD;

e Komuio cTpaxoBOro CBUAETENLCTBA ICHCHOHHOIO CTPaXOBaHHMs;

e TpynoByro KHUXKKY,

e Konuu noxkymeHTOB 00 00pa3zoBanuy,

o Kormmu JOKyMEHTOB 0 KBaJU()UKALMN WIH HATMYUK CHEeIHUaTbHbIX 3HAHUM;

e Komuu 10KyMEHTOB BOMHCKOIO ydeTa (JUIs BOGHHOOOSA3aHHbIX JIHLL)

e Komuio cBHJIETEILCTBA O Opake;

e Konuio CBHIETEIHCTBA O POXKIECHUH JETEH,

e Kommu JIOKYMEHTOB O HaIpaXXJCHUU,

e CpaBKM U3 TICHXOHEBPOJIOTUYECKOr0 M HAPKOJOTMYSCKOT0 IUCIIaHCEPOB;

e Crpaska 0 HaaMuuu (OTCYTCTBHM) CyJIMMOCTH M (WiH) (akra yroJoBHOIO
rpeciie[oBaHusl MO0 O HNPEeKpalleHud YroJIOBHOIO NPECICAOBAHUSA I10
peadMIIUTUPYIOLIUM OCHOBAHUSIM.

Pabomooamenv ohopmisiem:

e TPYJOBOI JJOTOBOP B IBYX OK3EMILIAPAX;

e IIpHKa3 O Hpueme Ha paboty (0 epeMele ! Ha JIpYyTr1e J0JKHOCTH);

e JIMuHYIO Kaprouky NeT-2;

¢ JIOJDKHOCTHYIO HHCTPYKIUIO B JBYX DK3EMIUISIPAX;

Pabomooamens 3snakomum:

® C HOPMATHBHO - IPABOBBIMH JIOKYMEHTAMHU TMMHA3UH;

e C JIOJDKHOCTHOM MHCTPYKLUEH;

e [POBOAMT BBOJHBIM WHCTPYKTaXX, MHCTPYKTaX IO OXpaHe TPpy.a,
MHCTPYKTaX 110 IPOTHBOIIOKAPHOH O€30I1aCHOCTH MO/ POCIHC.
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2.3. Tlpu popMUpPOBAHUK JUYHOTO JejIa IeJaroroB U coTpyAHUKoB OY ¢ menbio
obecrieueHns HaJIeKallell COXpaHHOCTH ¥ y#oOcTBa oOpalleHust ¢ HHM,
JIOKYMEHTBI TIOMEIIAIOTCSl B OTJICNbHYIO MNarnKy. JIMd4HOMY aeiy NpUCBAUBACTCS
YYETHBIH HOMEp U 3aBOJAUTCS KHUI'A yueTa JIMIHBIX JIeIl.

3. Topsi10K BeJeHus! JUYHBIX /eI I1eJaroros u corpyanuxkos OY

3.1. Jluuynoe jeno memaroros u corpyaHukoB OV Bejercs B TEYCHHUE BCErO
reprojia paboThl Kayk0ro mejarora u corpyanuka B OY.
3.2.  Bepenue nu4HOTO J€sa npegycMaTpruBacT:

o [loMmenienue JOKYMEHTOB, IOJJIEKAIUX XPAHEHUIO B COCTABE JIMIHBIX JICIL,
B XpOHOJIOTHYECKOM ITOPSIJIKE;

e [KeroJHyIo MpOBEpKY COCTOSAHUS JTMYHOTO JIesIa [1e1aroros U COTPYTHUKOB
OV na npeamer COXPAHHOCTH BKIIOYEHHBIX B HETO JIOKYMCHTOB U
CBOCBPEMEHHOE 3aIl0JIHEHHUE.

3.3.  JIMCTBI JOKYMEHTOB, IOJIIUTBIX B JIMYHOE JI€J10, [T0JIJICKAT Hy MEPaIliH.
CaejieHust 00 HTHX JJOKYMEHTaX, BKJIIOYas HyMEpaluio CTpaHull, B Ipeeiax
KOTOPBIX OHH PACIIOI0KEHBI B INYHOM JieJIe, OTPaXKalOTCs BO BHYTPEHHEH OIIMCH.

4. IMopsiIoK y4eTa U XpaHeHust JHYHBIX /e 1earoros u
corpyanukos QY

4.1. XpasHeHwe ¥ ydeT JIMUHBIX JIeJI IIearoros H COTPYIHHKOB oy
OpraHu3yloTCsl C Lelblo ObICTPOro M 0e301M00YHOr0 IOUCKA JIMYHBIX JeJ,
obeclieyeHnss UX COXPAHHOCTH, a Takke oOecledeHus KOHQUIECHIHAIBHOCTH
CBEJICHUH, cojieprKaluxcs B JIOKYMEHTax JIMYHBIX ned, 0T
HECaHKIMOHUPOBAHHOI'O JIOCTYyIIA:

e Jluumple neia COTPYAHHUKOB Xpausitcs B cedde OV, a BHYIpH - IIO
andaBury.

e JlocTyn K JMYHBIM JI€JIaM [Iearoro U corpyaHukoB OY HMEIOT TOJIBKO
aupextop OV min 3aMecTUTENb JIMPEKTopa, CICLHUAIUCT 110 KalpaM.

e (CucreMaTH3aLMs JIUYHBIX e Ie1aroros U coTpyIHUKoB OV Mpou3BOJUTCS
B aj1()aBUTHOM IIOPSIJIKE.

e JIuymple Jiea Neaaroros U coTpyAHukoB OV, UMEIOIHUX roCcy1apCTBCHHbIC
3BaHMs, IIPEMHUH, Harpajpl, Yy4YeHble CTCICHU M 3BaHHUA, XPAHATCA
[IOCTOSIHHO, a OCTAJbHBLIX COTPYAHHMKOB - 75 JieT ¢ Toja YBOJIBHEHHS
pabornuka, (B coorBercrBuM ¢ llepedHemM THUIIOBBIX YIPABICHICCKUX
JIOKYMEHTOB, YTBepKIeHHbIM PocapxuBoM 6 okTs6pst 2000 roza).



S. HO[)SIIIOK BbIJAYH JUYHBIX JeJ1 BO BpeMEeHHO€ 110JIb30BAHUC

5.1. Boyaua Tu9HbIX g (OTAENBHBIX JIOKYMEHTOB B COCTABE JIMYHOIO J€Na) BO
BpeMeHHOe T10JIb30BaHKe [IPOU3BOUTCS ¢ paspemienus aupekropa OY.

5.2. Pabora (03HAKOMIIEHME) C JIMYHBIMH JIeJaMH IIeJlaroros u coTpyanukos OV
IPOM3BOIUTCS B KabHHeTe MUPeKTopa, a Bpems paboThl OrpaHMIMBACTCA
mpejenaMi OfHOro pabodero aHs. B komue paGodero JiHs AMpeKTop 0Os3aH
yOeUTLCS B TOM, YTO BCE JIMYHBIE JIelia, BhITAHHBIC BO BPEMEHHOE I10JIb30BaHKe,
BO3BpAlLEHbl Ha MECTO XPAHCHHUs U €CTh JIM HEOOXOMMOCTE JUISl IIPUHATHS MEp K
MX BO3BPAIICHHUIO UK PO3BLICKY.

5.3. DaxT BBLAAYM JIMYHOIO Jiesia GUKCHUPYETCs B KOHTPOJIbHOM XKypHaJIe.

6. OTBETCTBEHHOCTD

6.1. [Ileoacoeu u compyonuku OY 00s3aHbI CBOCBPEMEHHO IIPEJCTABIIAThH
cBefieHMsT 00 M3MEHEHMHM B IIEPCOHAJLHBIX JAAHHBLIX, BKIIIOYCHHLIX B COCTaB

JIMYHOTO JIeJIa.
6.2. Pabomooamenv 00ecIIeUnBaeT:

e COXPaHHOCTD JMYHBIX J€JI [IEaroros u coTpyAHuKoB OV;
o KOHQHICHIUAILHOCTL CBEJICHUH, COJCPKAIIMXCS B JIMYHBIX  Jlesax
1eJjaroroB u coTpyaHuKos OY.

7. IlpaBa

7.1. J{yis oOecriedenust 3aIUThl HePCOHAIBHBIX JaHHBIX, KOTOPbIe XPAHATCH B
JIMYHBIX JleIax [earoros u cotpyaHukos OV:
neoazozu u compyonuxu OV umerom npaeo:
e IlonyyuTh MOJHYIO HH(QOPMALMIO O CBOMX IEPCOHAIBHBIX JAHHBIX U
00paloTKe HTUX JaHHbIX;
e IlosyuynTh CBOOOHBIN OCTYII K CBOMM [I€PCOHAIBHBIM JAaHHbBIM;
e Ilonyuurh KOIHMM, XpaHSIIMecs B JIMYHOM Jlelle U COJEpKallue
TIepCOHANbHBIC JJaHHBIE.
e TpebGoBaThb HCKIIOYEHHs WIM HUCIPABJICHMs HEBEPHBIX WM HEIOJIHBIX
[IEPCOHABLHBIX JTAHHBIX
pabomoodamenv umeem npaso:
o OG6pabaTeIBaTh IIEPCOHANBHBIE TAHHBIC ITeIaroros u cotpyanukos OY, B
TOM YHCJIE U Ha SJIEKTPOHHBIX HOCUTEIAX;
e 3ampocuTh OT MENAroroB u coTpyaHUKOB OY BCI0 HEOOXOAUMYIO

MH(OpPMALHUIO.



