[MPUHATO
lle1arornuecKuM COBETOM
[lpotokoa Ne 7

ot «3b OE. AL

MOJIO’KEHUE

0 NMops/iKe BeJleHHs JHYHBIX /e NeJaroroB H COTPYAHHKOB
MKOY «1JIOAOBUTEHCKAS COLi»
1.OBIIHUE NMOJIOKEHUS

1.1 Hacrosee ITonoxkeHne onpeaenseT NOPsI0K BeJACHH THYHBIX JIE] I1€/1aroroB 1
COTPYJIHHKOB LIKOJIbL.

1.2 llonoxenue pa3paboTaHO B COOTBETCTBHH C:

o Vxaszowm Ilpesunenta Poccuiickoit @enepannu ot 30.05.2005 r. Ne 609 « O6
yvreepikaeHHH [T0T0kKeHns O 1epcoHaIbHBIX JaHHBIX FOCYAaPCTBEHHOTO CITY/KAIIEIO
Poccuiickoit Deaepaliuy U BEICHUHU €ro JIHYHOrO JIean.

o DejiepaibHbIM 3aK0HOM 0T 27.07.04 No79 — @3 «O rocy1apcTBEHHOH IPakKI@HCKOH
cayxOe Poccuiickoit @enepaniuny;

e TpynosbiM Koaekcom P@;

o KonnextuabiM 10roBopom OV

e YcTaBOM LIKOJIBL

1.3 BeeHue JTWYHBIX €1 [1e/1aroroB BO3/1araeTesi Ha JIHPEKTOpa HIKOMbI.
2. MOPAAOK ®OPMHUPOBAHMSA TUYHBIX IEJ COTPYIHUKOB

2.1 ®opMupoBaHHe JIMYHOIO jlelia Melaroros UIKOJIbl [POH3BONTCS HETIOCPEICTBEHHO NOC/E
npuema B OV wiin 1iepeBojia nearoroB 1 COTPYAHHKOB M3 IPYroro 00pasoBare/bHoro
VIPEIKIACHHUSI.

2.2 B COOTBETCTBHMM ¢ HOPMATHBHBIMH JA0KYMEHTAMH B JIMUHbIC JIC/1a ICAArOroB U COTPYIHHUKOB
HIKOJIbI BKJIA/ILIBAIOTCS CASLYIOUIME JOKYMEHThI:

[ledaeoe wiKkoiel npedocmasiaem:

e 3asBieHue 0 nmpueMe Ha padoTy.

e ABroOuorpaduio:

o Konwuwo nacrnopra uiy HHOTO JOKYMEHTA, YIAOCTOBEPSIOUIErO TUYHOCTh]
o Konuio cTpaxoBoro CBHACTEILCTBA NEHCHOHHOIO CTPAXOBaHUS!

o Konuio uaeHTH(HHKALIMOHHOI0 HOMEPA HaJIOrolJIaTe IbIIHKa:

o Konuu 1oKyMeHTOB 00 00pa30BaHuu:

o Konuu 10KyMeHTOB 0 KBATH(QUKAINH HIIH HATHYUH CIIEIHATLHbBIX 3HAHUA:
e TpyaoByiO KHHKKY:

o Konuu J0KyMEHTOB BOWHCKOTO yueTa (/171 BOCHHOOOS3aHHbBIX JHIL)

¢ Konuto caueresnbeTBa 0 OpaKe:

e Komnuio CBUIETEILCTBA O POK/IEHHH JIETEH:



e 3asiBICHKE O NEpeBo/Ie:

e MeIHUHHCKYIO KHHIKKY!

o Koruu JJIOKYMEHTOB 0 Harpa)ICHHH!

« Komnuu aTTecTallHOHHBIX JIHCTOB!

e V0CTOBEpEHHUS O TPOXOKIACHUH KYPCOB, IKCIIEPTHBIC 3aK/IIOYCHHS.

CompyOHUK WKOIbl npedocmagisem:

o 3asBieHHEe O mpueMe Ha padoTy:

e Komnuio nacnopra Wiy HHOTO JOKYMEHTA, YI0CTOBEPSIOLIEr0 TH4HOCTD!
e Konuto goxkymenTa 06 00pa3oBaHHH:

e Konuio cTpaxoBoro CBH/JAETENLCTBA ICHCHOHHOIO CTPAXOBAHHUS!

o Konwuio wieHTH(GHUKAIHOHHOTO HOMEPA HAJIOTOILIATE IbIHKA.

e TpynoBYIO KHHKKY:

o Konum J10KYMEHTOB BOMHCKOIO yyeTa (/1151 BOSHHOOOS3aHHBIX JIUIL)

o Konuio cBujieTennCTBa 0 Opake:

o Konuio cBHACTENLCTBA O POKACHHH JIETEH

e MeIUIHHCKYIO KHHKKY.

Pabomooamens ogopmisem:

TPY/IOBOH JIOTOBOP B [IBYX IK3€MILISPAX:

MpHKa3 0 npueme Ha paboTy (0 mepeMelleHUH Ha APYTrHe J0IKHOCTH):
nruHyRo KapTouxy NeT-2:

s JO/DKHOCTHYIO HHCTPYKLIHIO:

PU(F)H}HU(}HH?&TPJ SHAKOMUm.
e YCTaBOM UIKOJIBI:
e C JOJKHOCTHOM MHCTPYKIIMEH
e IIpoBojuT BBOAHBIN HHCTPYKTAK, HHCTPYKTAXK 110 OXpaHe Tpy/a. HHCTPYKTAXK M0
IPOTHBOMOKAPHON O€30MaCHOCTH.

3. MOPSUIOK BEJAEHMSI IMYHBIX JIEJI IEJATOIOB U COTPYAHHKOB

3.1 JInuHOE 7eJ10 Me1aroroB ¥ COTPYAHMUKOB INKOBl BEACTCH B TEHCHHE BCETO nepuoia
padOTHI KAXK/IOTO 1e1arora ¥ COTpyIHHKA.

3.2 BejieHue THYHOTO Jiena npelycMaTpuBaecT.

o [TomeleHne JOKYMEHTOB, 110UIeKallMX XPaHEeHHIO B COCTABE THHHBIX JICT. B
XPOHOJIOTHYECKOM TOPSTIKE:

- 3asBICHUE:

- JInunblii TUCTOK 110 YUETY KaapOB:

- ABroOuorpadus:

- Ilpuka3s o npueme Ha padoTy:

- Konuu 10KyMEHTOB 00 00pa3oBaHHH:

- Kormust niacriopTa (CTpaHHUIlbl ¢ ePCOHATBHBIMU TaHHBIMU H O MECTE perucTpanmm):

- Konus CTpaxoBoro CBHIETEILCTBRA:



- Konust UHH:

- Kormus BOGHHOTO Ouera (JU1s BOSHHOOOA3aHHBIX JIHIL):

- Konug CBUAETEILCTRA O Opake. pacTOpPKEHHH Opaka (ecu TaKo# HMEeTCs);
- Komnusi CBUIETEIBCTBA O POIKICHHH JIeTeH:

- Konuu I0KyMEHTOB 0 HarpakIeHHH. MOOLIPEHIH.

= ,H,OK)’MCHTH O IOBBILICHHUH KB&.."[HC])HK&L[HOHHOTO YPOBH:: aTTecTallMOHHbIN JTHCT,
V10CTOBEPEHHC 0 MPOXOXKICHHH KVPCOB, IKCIEPTHOES 3aKJIIOUYCHHE!

- TpynoBoii 10r0BOP:
- JluuHas KapToyKa:

4. TIOPSI/IOK YUETA U XPAHEHU JUYHBIX JEJ NEJATOIOB H
COTPY/JHUKOB HIKOJIbI

4.1. XpaHelmc U YYeT JIHYHBIX J1e]1 rnegaroroB U COTpyJAHUKOB HIKOJIbI Opl"dHH?»}"HJTCS{ C IRIBIO
Gb[CT}JOFO ¥ Oe301IMO0YHOr0 MoucKa JHYHBIX JIC]L oOecrieyeHUsl KX COXPAHHOCTH. a TAKKE
oOecrieueHHts KOHd}I/IﬂBHL{HﬁHLHOCTH CBEJICHHIA, COJICpKAIIHXCH B JOKYMEHTax JIMYHBIX JIEJL. OT
HECAHKITMOHWPOBAHHOTO JocTyna.

o Tpy/oBble KHUKKH, MEAULHHCKHE KHIKKH XpaHsiTCA OT/eBpHO B ceiide iupeKTopa
LITKOJIBL.
e JlO/KHOCTHBIE MHCTPYKIIHH XPaHATCH B otnenpHoi nanke OV.

o Jluynble Jea COTPYAHMKOB XpaHSTCA B Cefi(he MIKOIBL.

e  JIOCTYN K JMYHBIM JIeJIaM MeJaroros H COTPYAHMKOB HIKOJIL! HUMEIOT TOJIBKO JMPEKTOP
[LIKOJIBI ¥ CeKpeTaph (IpH HATHYIHHU).

e CHeTeMaTH3alus THYHbIX e NearoroB i COTPYAHHKOB MIKObI IPOU3BOLNTCA B
an(paBUTHOM TIOPSIJIKE.

o Jluumble Ae/ia earoroB i -COTPYIHMKOB IIKObL, HMEIOMIMX FOCY 1apCTBEHHbIC 3BAHUS.
[pEeMHH, HATPAIIbL, YEHbIC CTCTICHH W 3BAHHS, XPAHSTCA 75 et ¢ roja yBOJIbHEHHUS
paboTHHKA.

5. IOPSIAOK BbIIAYH JUYHBIX IEJ BO BPEMEHHOE TOJIb30OBAHUE

5. 1. Buuiaua AMuHbIX el (OTAeIbHBIX JOKYMEHTOB B COCTABE JTHHHOTO J€J1a) BO BPEMEHHOE
[10J1b30BAHME TIPOU3BOIUTCS AHPEKTOPOM IIKOJIBL HITH CEKPETAPEM (npu HanuuuK). Bpems
paGOoThI OrPaHHYMBACTCS TIPE/IETIaM# OHOTO padouero aHs. B koHIe paboyero JHs ANPEKTOP
00s3aH yOeMThCs B TOM, 9TO BCE THUHBIC 1€/1d. BhIIAHHDBIC BO BPEMEHHOE I10J1b30BaHHC,
BO3BpALIEHBI HA MECTO XPaHEHHs H €CTh JIH HEOOXOIMMOCTE AT IPUHSTHS MEP K HX
BO3BPALIEHHIO HIIH PO3BICKY.

59, aKT BUIAYN JIMUHOTO je71a (HKCHPYETCs B KOHTPOILHOM JKyPHAIIC.
6. OTBETCTBEHHOCTb

6.1 Iledaeoou u compyonuKY KOkl 0053aHbI CBOCBPEMEHHO [IPeACTABIATH BENCHHS 00
WAMCHEHMY B TIePCOHATBHBIX JAHHBIX, BKIIOUYEHHBIX B COCTAB JIHUHOIO Jena.

6.2 Pabomooame.ib 00eCIIeYnBacT:



e COXPAHHOCTH JIHYHBIX /€] ME1aroroB # COTPYJAHUKOB IIKOIIBL:
o KOH(DMISHIHMAILHOCTD CBE/ICHHH, COCPKALIMXCS B JIMUHBIX JIe/IaX [earoros H
COTPY/IHUKOB LIKOJIBL.

7. IPABA

il ,HIIH oOecreyeHus 3aUIATEI IIEPCOHAILHBIX TaHHBIX, KOTOPLIC XpaHATCs B JIMYHBIX Jenax
[1€/1aroroB 1 COTPYIHUKOB IMKO/IbI

neodazocu U ('().’??‘IJ/V{)HL‘KH UIKOIbL UMEIom HPAdeo.

e [lonyyuTs 1OAHYIO HHOOPMALIKIO O CBOKX NEPCOHATIBHBIX AaHHBIX H 00padoTKe ITHX
JIAHHBIX:

e TlosyunTh AOCTYII K CBOMM IE€PCOHATBHBIM JIaHHBIM:

o TloayuuTsb KOTMH. XPAHSAIIMECS B JTHUHOM JIEJI€ M CO/ICPIKAIIHe NCPCOHANBHDIC TAHHBIC.

o TpeGoBaTh WMCKIIOYEHHS WM HCTPABICHHS HEBEPHBIX MJIM HEMOIHBIX MEPCOHATLHBIX
JIaHHBIX

pabomodamens umeem npaso:
o OGpabarbiBaTh IIEPCOHANBHBIE JAHHBIC [1€/1ar0OTOB H COTPYIHUKOB LLIKOJIBL. B TOM 4HC.IC

W HA 3JIEKTPOHHBIX HOCHTEIIAX:
e 3anpocHTL OT NEJAroroB i COTPYIHUKOB MIKOIBI BCIO HEOOXOMMYIO uH(popMAIHIO.



