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[. O6rqze rroJroxeHr.rfl

1' 1' Hacrosrqee lIonoNeHI'Ie ycraHaBJluBaer [oprAoK BeAeHr.rr, rrera r,r xpa'eHrrfl rurr'oro
4ena pa6orHaKoB MEAOy }lb 89 (4anee flonoNeHrze).

l'2'Iru'moe Agno - ocnosHofi AoKyMeHT rlepcoHzrnbuoro yrrera, coAepxan\uit nar,r6onee
tIoJIHbIe cBeAeHI4s o pa6otnzxe {oV I4 ero cnyNe6Hofi AesrenbHocru. B rr4rrHoe AeJro Bgocrrc,
cBe.4eHr4.rr, cBr3aHHbre c uocry[[cHr{9M Ha pa60Ty I,I yBoJlbIIeI{I4eM.

I '3'cneleHu'[, coAepxaTrlI4ecf, B r[uHoM AeJre, orHocrrcr K ron(pz^enqna*noftzu$opnaaqvr4, r4Meror orpaHr4qegurrfi 4ocryn r4 pa3rJr4Trrenr4ro He rroAJrexar.
1.4. JIzqHoe Aeno BeAercr B reqeHr,re Bcero [epuora pa6orrr pa6ornzxa.l'5' llonoNeHve olpeAeJl.'er rloptAoK BeAeHr.r{ u xpaHe'r4r JrilqHbx Aen corpyAHzKoBlov ua ocHoBaHI4LI Tpy4onoro *o4enci Po, o3 }ls 152 or 2 27.07.2006 r. <o repcoHaJrbHbrx

AaHHbIX) (e 4eficrnyroI1efi pe4arquu), na ocHoBaHr4r4 ueper{Hr rrinoBbrx ylpaBneHqecKLrx
AOKyMeHTOB.

1'6' Beaenr're JII'IqH'IX Aen Bcex pa6ornnxoB Bo3Jraraercr Ha cleqrraJrvcra rro KaApaM.1'7' Hacrorrqee llonoxeHlae yrBepx.qaerc.fl [pr4Ka3oM 3aBeAyrorqero lov u flBrrflercs.o6rsalelrnbrM Inr corpyAHr4KoB AOy.

2. Ilopr4orc QopvrnpoBaHuq JrrrrrHbrx AeJr corpyAHr.rKoB

2'l' @opuI4poBaHl4c JILIqHoro Aena corpyAHnKa [oY upousnfir.rrcx HenocpeAcrBeHHonocJle rrpr4eMa n IOY LrJrr4 rrepeBoAa efo r.r3 Apyroro yrrpexAeHr{r;
2'2' B nl4q'oe Aeno BKnloqarorct AoKyMeHTbr, 3aKpe[Jrrroqr{e (paxru [ocryrrJreHr4,rpaxraHuHa Ha pa6ory n o6pa:onareJlbHoe rrpexAeHr4e, ypoBeHb npo(peccuogrrJrbHofoo6pa:onannx, $zxcupyroqze ypoBe'b ,qzcrlr{[nr4Hhr pa6ornlar<a, ra Apyrr.re AoKyMeHTbr,orpaxaroqr4 e pe3ynbrarbr rrpaKTr.r.{ecxofi AerreJrbHo crz.
2'3' B coorBercrBl4l, c HopMarI4BHbIMpr AoKyMeHTaMr.r B JrrrrrHoe Aeno corpyAHr{KaBKJIIOqAIOTC' CNEIYIOIII4E AOKYMEHTbI :

BHyTpeHHrtr orLtcb AoKyMeHToB Aena
o nzqHrrft JrrdcroK rro f{ery KaApoB
.3rurBJreHrre o npr4eMe ua pa6ory
o [pr,rKa3 o nplreMe ua pa6ory
o rpy4onoft AoroBop (c nocne4yrorru4M BKnroqeHzeM

rpyIoBoMy 4oronopy)
orpy4oBofi loroBop o uoanofi

MareprzanbHo orBercrBeHHoe nzqo)
uarepualrHofi orBercrBeHHocrr.r (ecnz pa6ornnr<

o x ap aKTep ucTuKu 14 p eK oM eH.4 aTe JrbHbre nr4 cbMa
o coruracue na o6pa6orKy rrepcoHarrbnbx ,rlagHbrx
. Korrrzr4 AoKyMeHTon o6 o6pasoBanuu:
o Korll{lt roKyMeHTon o xnalu$nKar\w uiltr Haurv.clwr cneqviurbnrx gnanufi:
' K.frr4r cBr4AerenbcrBa o npoxolK.4eHr.{r4 xypconoft noAforoBKl,r;
' Konr4r yAocroBeperrzr (cez4ere:*crna) o npoxox.qeHLrr' KypcoB,
o 3KCrIepTHbIe 3aKIIOTI eHufl.,
o KoIITZI{ a"TecTaIIr4OHHbIX nr4 cToB ;
o KoIrrIr4 IOKyMeHTOB O HarpalKAeHl,rr4;
o crlpaBKa o HaJII{tIzI^ (orcytcrnuu) cy4rEuo crr4 Lr (unu) (paxm yronoBuoro lpecneAo Ba'urs.,BbrAaHHOro cooTBercTByroqero opfaHoM rrpaBonoprAKa;
. AO JrXHO CTHa.rr 14 HCTpyKTIH.{ ;
. Korrut npr4Ka3a o6 ynollneuuz;
oApyrlle AoKyMeHTb.I, orpaxaloque pe3ynbrarbl rlpaKTllqecxoft AesrerbHocrr.r.

Pa6oroAarelr o$opulrer:
o rpy4onofi AoroBop e 2_x exser\.{[n{pax;

Ao[oJrHr4TeJrEHbx couaruenuft x



o npLrKa3 o rrpueMe Ha pa6oTy;
. JrzqHyro KapToqKy T_2.

Pa6oroAareJrb 3HaKoMur pa6orurzxou:
. AorxHocrnoft uHcrpyrquefi ;
o c JIoKaJrbHbIMr4 HOpMaTr4BHbrMr4 aKTaMr4;
orIpoBoA[IT 

-eeo.{Hrrfi 
I4HcrpyKTDI(, I4HcrpyKTax rro oxpaHe rpy1a, HHcrpyKTax 11onporr.rBonoNapuoft 6esonacHecru.

3. IlopsaoK BeAeHnq JrrrqHrrx AeJr corpyAHrrKoB

3.1. Ha Kalr(Aoro pa6ornurca 3aBoAt4rcr orAenbHa.s rarrKa (unz saftn).3'2' [or<yir'reHTbl B nnqHoe Aeno rloAlullBarorcr B xpoHoJrorr4rrecKoM rroprAKe rro Mepe ]rxrlocrynneHkrs, HaqvIHtuI c AoKyMeHToB o rIpI4eMe (sarnnenux, TpyAoBoro AoroBopa, [pprKa3a onpzevre) 14 3aKaHtu4Bas xonueft [przKa3a o6 ynolrHenzn.
3.3. Kax.qHit truc.t.4eJra HyMepyerc.,r.

' 3'4' B o.qzn roM rlo.4lrruBaror ne 6onee 250 rrucroe (u. 4.20 npaw{Jr opraHr43arJ.ru
xpaHeHrlt, KoMrIJIeKToBaHvIs-, y €ta v ucrloJlb3oBaulllr AoKyMeHTon Apxznnoro Qouia p(D, yrr.
rIpI4Ka3oM Munxynrryprr or 31.03'2015 }lb 526), ecrv AoKyMeHroB HaKonunocr 6omrue,
orKpbrBaror nosrrft roN{.

3'5. KaNarrfi nocrynaroqufi 4oryr'renr Qurcnpyror Bo BHyrpeH"Lfi on"r" 4"ou.3'6' caruu rena HyMepylorct v perl4crpr4pyrorcs B )KypHrure yqera rr.rqHbx Aenpa6ornuron.
3. 7. Beaenrre Jrr.rrrHoro Aena lpeAycMarpr.rBaer:
- exefo.4Hylo npoBepKy cocro{Hl4.u JILttrHOfo Aena corpyAHr4Ka yqpe}(Ae]H]g1s. Ha rrpeAMercoxpaHHocrl4 BKJIIogeHHbIx B Hero AoKyI!{eHToB, nononHeHr4 e vlwr. 3aMeHa (no uepeneo6xo4zl'tocrz) H.B'IMI4 AoKyMeHTztMLI; cBoeBpeMeHHoe 3arronHeHr4e AoKyr!{eHToB JrvqHoro Aena;- oro6paNeuue Bcex rzsryeHeuIaft B yqerHbrx AaHHbrx pa6ornrExa o6paeonareJrbHoro

yrrpexAeHr4x n Sopue T-2.

4' rropn4oK yqera [I xpaHeHrrfl JrlrrrHbrx AeJr corpyAHrr*oB yqpexAeHr.rfl

4'1 Jlu'r'rre rena pa6ornzxoB xpaHf,rcr Becb [epro4 ux pa6orbr B opfaHu3ar\kru. KorAacorpyAHI4K yBonbHserct, AeJIo 3aKpblBaror' He pauee, seM qepe3 oAt4H roA u He rro3AHee, qeMqepe3 Tpr'r foAa nocne 3aBeprrreHrr'. Aena ero lepeAaror B apxrrB Aoy.
4'2'o$opn'rnfls' Aero Ha xpaHeHI'I€, HyxHo: c.4enarb rrporrrdBKy r{nr4 [epenJrer B KaproHHyroo6loNxy n 4 uporoJla; [poHyMepoBarb JII4crbr ]r [puKpelr4Tb BHyrpeHHroro o,,vc6; cocraBrrrbnlrcr-3aBepI4TeJlb na 6laure, npeAcraBJIeHHoM HI4xe; o(poplrzrl o6roNr<y (TurynbHbrfi mEcr),yKa3aB ua nefi B ToM qucre Aary oKoH-ra:aLrs' relrav o6rqee KoJlrrqecrBo JrrrcroB c yqeroM Jrucra-

3aBepr4Tenr.

4'3 Xpanenue u yqer JIt4rrHbIX Aen corpyAHr.rKoB loY opraHLr3yrorcs c qenbro 6rrcrporo rz6egouru6oqHoro -''ot4cKa JIuqHbIX Aen; o6ecniqen nfl. ux coxpaHHoc rur, a raKxe o6ecne.reHvsxonszAegqrzaJlbHooTr{ cne4enzft, coAep}(arrllzxcr B AOK eHTaX JrlrqHbx [,,n, orHecaHKrIr,roHr.rpqBaHHOf O IOCTyrra:
- TpyAoBbIe KHLIXKLI, MeII4III{HCKr4e KHrrxKr,r xpaHrrcs orAeJrbHo n cefiQe Aoy;- rr.rrrHbre Aena corpyAHr.rroB xpaHrrc, B AOy.

4'4' [ocry'' K JII'IqH'IM AenaM corpyAHl4Kon [oY r4Meer cnequanrrcr no KaApaM vlrv nprrJoorBercrBeHHoe 3a BeAeHrre JrLr quhrx Aen, 3 aB eAyrourafi ,{Oy.4'5' cucrenaaru3ar\ns' n[uHbIX Aen corpyAur.inon [oY npor.r3BoArzTc{ n arQanrEruou
IropfiAKe.

4'6' CornacHo cr. 22.I zaxoHa <06 apxr.rBHoM Aerre) or 22.10.2004 Ns 125- (D3 AoKyMe'rbrno nuqHoMy cocraBy' 3aKoHqeHHbIe AeJlonpol'I3BoAcrBolra Ao 01.01.2003, xpaHrrcr 75 lei,rocJre01'01'2003 
- 50 rer' Ynzqroxl4Tb nl4'Hoe Aeno MoxHo roJrbKo ror.qa, KorAa cpoK xpaHeHr',zcreqer' JIz'{Hlte Aena pyKoBoAzrerefi xpaHrrcr 6eccpouuo (cr.445 llepevux pocapxrana).



5. IloprgoK o3HaKoMreHns pa6ornnrcon o6pasonareJrbHoro yqpexAeH[s c r[rrubrMr.r AeJraMrr

5.1. BrtAa.Ia JII4tIHbIx Aen (orAemnrrx AoKyMeHToB B cocraBe rr.rrruoro 4era) An;_
Q3HaKoMneHLIs npou3BoAl{Tct c pa3pelxeHr.r.rr 3aBe.4yroqero AOy, cleuraanucra rle KaApaM.
Marepuzutrr nuqHoro AeJra npeAocraBJr.rrrorcs Anfl o3HaKoMJreHrr{ TarcKe B r.rHbrx cJryir€ux,
rrpeAycMorpeHHbrx 3aKoHeAarenbcrBoM Poccufi crofi Oegepaquz;

5.2. Pa6ora (oanaxounenue) c rt4rrHbrMr.r AeJraMr4 corpyAnr4ron ,{OY rpor43BoAurc.rr B
sAaHuLr o6pa:onarenbHoro yqpexAeHrat B rrpr4cyrcrBnvr 3aBeAyroqero lOY vnv cilerJvraJrr.rcra no
Ka,4paM.

5,3. Kpyr nI4II, AorlycKaeMbrx x pa6ore c AoKyr!{eHTaMLr JrrrtrHrx AeJr corpyAHr,rKon ,{OY,
orpeAen.f, ercfl 3aBeAyrourrM IOY;

5.4. Ha JII,Iqo, noJlrrllBlrree rI4tIHoe Aeno Ant o3HaKoMneHr.Ig, Bo3Jraraerc . rlepcoHanbH4l
QTBeTCTBeHHOCTb 3a efo COXpaHHOCTb;

5.5. llpu pa6ore c nurrHbrM AeJroM, BbrAaHHbrM Ans e3HaKoMJreHr,rfl, 3alpeqaercs
npoI43BoAlITb KaKLIe-JIu6o ucnpauleHnt B paHee cAeJIaHHbrx 3anvc'Ix, BHocr{Tb B HefO HoBbIe
zanuiu,Il3BJleKarb I,I3 rl4qHoro AeJra, prMeroruuecr raM AoKyMeHTbr, r,In[ rroMerrlarb B Hero HoBbre,
a raKxe pa3rnarrlarb coAepxarqvect B uerra xonsuAeHrlpranbHbre cBeAeHr.rr.

- 6. OreercrneuHocrb 
r

6.1 Corpyanuxrz IOY o6.gganrr cBoeBpeMeHHo npeAcraBJrrrb cBeAeHrrr o6 zglvrenenvrvr B
IlepcoHanbHbx AaHHbx, BKJrrOqeHHbX B COCTaB nr,rrrHoro Aena;

6.2 P a6 orclarenb o6ecneqrsaer :

- coxpaHHocrb Jrr4qHbx AeJr corpy,4HlrKoB AOy;
- r<oH(fu4eulllliulbHocm cne4enufi, coAepxarqrdxc-s B Jrr.rrrHhrx Aenax corpyAHLtKon [OY.

7. Ilpana

7.I. fittt o6ecne.reHllt 3aIrII4TbI nepcoHanbHbx AaHHbrx, Koropbre xpaHrrcr B Jrr{arHbx
AeJIax, coTpyAHr4Kr4 r,rMeroT npaBo :

- [onyql4Tb rlonHylo zn(foprvraquro o cBorrx nepcoHanbHbrx AaHHbx r{ o6pa6orre srzx
AAHHbIX;

- noJrf{prrb ceo6oAurrfi Aocryrr K cBor4M nepcoHanbHbrM AaHHbrM;
- [OnyqI4Tb KOIII4LI, XpaHtIIIueCt B JII,IqHOM Aene II COAepXarrIue nepCOHUInbHbIe AaHHbIe.
- rpe6onarb I,IcKJIIoqeHLrs. r4Jrvr. [clpaBJreHr,rr HeBepHbrx r4Jrz HerroJrHbrx rrepcoHanbHbx

.IIAHHbIX

7 .2. P a6orcAarenb r.rMeer npaBo:
- o6pa6aurBarb rlepcoHaJlbHble AaHHbre corpyAHr4KoB, B ToM rrucre r,r Ha gJreKTpoHHbx

HOCLITEJI'X;

- 3arlpalrrllBarb or corpyAHI{KoB f{pe}KAeHr4fl Bcro neo6xo4zlryro un$oprvraqilrc.


