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COT'JIACOBAHO

IIpodcoro3nbiM KOMHTETOM R P

MBOY «COII Ned41 um Baruposa 3.P.,

e
—

ITos10:KeHHE 0 MOpsIAKE BeAeHHsI JIHYHBIX €] NMeAaroroB H

COTPYAHHKOB

MBOY «COILI Ne 41um Baruposa 3.P.»

1.006 e noozkens.

1.1 Hacrosuiee [Tonosxenne onpeesser NopsaoK BeACHHS IHYHBIX T Nelaroros 1
COTPYAHHKOB IIKOJIEL.

1.2 ITonoxenune paspaboTano B COOTBETCTBHH C:

«  Viazom ITpesusenta Poceuiickoii ®enepaunn ot 30.05.2005 r. Ne 609 « O6 yrsepxaeHuu
[TonoeHns 0 NEPCOHANBLHBIX JAHHBIX rOCY/lapeTBEHHOro cayxatero Poccuiickoit
depepaiuy M BEICHHH €0 JIMYHOTO JIeay;

+  OesepanbupiM 3akonoM ot 27.07.04 Ne79 — 3 «O rocynapersenHOil rpakaaHckoii ciyxoe
Poccuiickoii Deznepaunmy;



»  TpyAOBBIM KOJICKCOM Pd;
» KonnexktuHbM AoroBopom OV,
«  VYCcTaBOM IIKOJBI.

1.3 BeaeHHE TMYHBIX SIS NEAroros Bo3naractes Ha PEKTOpa MIKOJILI.
2. TTopsaok GopMUPOBATIIS AMUHBIX JIC/T COTPYAUIKOB,

2.1 <Dop.\mponamlc JHYHOTO JICna MeAAroron KoLl HPOH3BOJIHTCH HENOCPECTBCHHO MOCIIE
npneMa B OV nnun MCPEBOAA NMCAArOToB H COTPYMHKOB U3 IpYroro 06[){\'30“21’[01”»"01"0

}“{})C)KHCHHS[ .

2.2 B cOOTBETCTBHH C HOPMATHBHBIMH JIOKYMCHTaMH B JIMUHBIC Jie]ia [€/iaroros H COTPYJIHUKOB
IIKOJIBI BRIAABIBAOTCA CICAYIONHC NOKYMCHTDI:

[Temaror mKoabI MPEIOCTABIACT:

* 3asBICHHC O NpHEMe Ha paboTy;

* AsroOuorpadmuio;

*  Kommio macnopra uim HHOr0 TOKYMEHTa, YAOCTOBEPAIONIEro IHYHOCTh;
» Konmio CTpaXoBoro CBUACTENLCTBA MEHCHOHHOTO CTPaXOBaHHS;

*  Konnio naeHTHOHKAIMOHHOr0 HOMEpa HaJOTOIJIaTeNbIIHKA;

* Komun noxymenTos 06 o6pazosanuu;

» Konmu 10KyMeHTOB 0 KBaNH(HUKAUNH HIIH HATHYHH CTIEHHATBHBIX 3HAHHI;
* TpymoByIO KHMKKY;

* Komun 10KyMEeHTOB BOMHCKOrO yyeTa (U1 BOSHHOOOS3aHHBIX JIHI)

*  MeauuMHCKYI0 KHHXKY;

* Komnuu 10KyMEHTOB 0 HarpaxIeHHH;

» Konun aTrecTallHOHHBIX JMCTOB;

*  VYnocToBepeHHS O NPOXOXKAEHUH KYPCOB, SKCIIEPTHEIE 3AKIFOUYEHHS.

* Cmnpaska 06 OTCYTCTBHH CYANMOCTH.

» [lcuxuaTpH4ecKoe OCBUAECTENBCTBOBAHHE

COTpyZOHHK IIKOJBI IPEIOCTABISET:

= 3agBiIeHHE O IpHEMe Ha paboTy;

» Komnuro nacnopra WM HHOro JOKYMEHTA, YI0CTOBEPSIOMEro JHYHOCTE;
= Komnuro noxymMeHTa 06 obpa3oBanuy;

* Konuio CTpaxoBoro CBHAETENBCTBA IEHCHOHHOTO CTPAXOBAHH;

» Konuio HACHTH)HKAIMOHHOTO HOMEPa HANOrONIaTeNbIINKA;

* TpynoByIO KHHXKKY;

« Komnuu 10KyMeHTOB BOMHCKOrO yyera (11 BOCHHOOOSA3aHHBIX JIHLL)

« CnpaBka 00 OTCYTCTBUH CYUMOCTH.
« [lcuxuaTtpuyeckoe OCBUAECTENLCTBOBAHHE

= MeauuHHCKYIO KHUXKY.
PaGoropmarens odopmnser:
* TPYAOBO#H JIOTOBOP B JIBYX 3K3EMILIAPAX;

* IIpHKa3s o npueMe Ha paboty (0 nepeMenIeHuU Ha JIPyrue A0KHOCTH);
*  JIHYHYIO KapTouky NoT-2;



s JIOJDKHOCTHYIO HHCTPYKINIO;
PaGoTonarens 3HAKOMNT!
»  YeTasoM KoL
»  C nomxnoctnoit nnerpykineit;
*  TIpoBo/NT BBOANBIT HHCTPYKTAXK, HHCTPYKTAXK 110 OXpate Tpy/ia, HHCTPYKTaX 110
npoTHBONOXapHoii 6ezonacnoctn,
2.3 .00s3aTenbuoil ABASCTCS BHYTPCHNSAS OIHCH IOKYMCHTOB, HMCIONIHXCS B JIHUHOM Jiesie.

3. TopsoK BeACHHS JIMUIBIX JIeJT EAAT0T0B I COTPYANNKOB,

3.1 JInunoe 1IN0 NefaroroB W COTPYAHNKOB LIKOJALI BEIETCS B TCUEHHE BCCro MEpHOA paboTh!
Ka)KJ1010 1ejlarora H COTpY/IHHKA.

3.2 BesieHue THYHOTO JICa MPCAyCMaTpHBACT:

» [loMmemieHHE JOKYMCHTOB, NOJUICKALIIX XPAHCHHIO B COCTaBE JIMYHBIX nen, B
XPOHOJIOTHYECKOM TNOPSIKC:

- 3asBICHHC;

- JIM4HBIi JTMCTOK 11O YUCTY KaJIpOB;

- JInyHas KapTo4Ka;

- AsToGHOrpadus;

- Konn# 10KyMeHTOB 06 00pa3oBaHuy,

- Komnus npukasa o npueme Ha paborty;

- JIOKYMEHTEI O MOBBILIEHHH KBATH(HKAIMOHHOTO YPOBHS: aTTECTAlHOHHBIH JIHCT,
YIOCTOBEPEHHE O IIPOXOIKAEHHH KyPCOB, SKCIIEPTHOE 3aKIFOYCHHE;

- Konuu J0KYMEHTOB O HarpaXICHHH, TOOIIPEHHH,
- KcepoKomuu: - nacnopra (CTpaHHIBI C MEPCOHANBHBIMU IAHHBIMH O MECTE PErHCTpallHH);
- BOCHHBIH GuiIeT (1 BOGHHOOOS3aHHBIX JIHIT);
- CBUZIETENBCTBO 0 Opake, pacTopskeHHH Opaka (eci Takoil HMeeTcs);
- CBH/IETENILCTBA O POIKACHHH NETEH;
- CTPaxoBOro CBHJETENLCTBA;
- UHH
» Exeropuyio poBepKy COCTOSHHS JIMYHOrO JIeJa MEIaroroB H COTPYIHHKOB MIKOJIBI HA

NpeJIMEeT COXPAaHHOCTH BKIJIFOYEHHLIX B HEMO AOKYMCHTOB H CBOCBPCMEHHOC 3aI10JIHCHHE.
*  Jlucto JAOKYMEHTOB, ITOJAIIHTLIX B JIMYHOE 1€J10, IOJJIC)KaT HyMEpaIHH.



»  JTHUROE GO PEIMCTPHPYETCH B KYpHANE « YUCT JIHUIHBIX JIe/y
v TPYAOBBIC KHIKKH, MCAHIUHCKHE KIIHDKKH XPANATCA OTACABHO B celi(e upeKTopa HIKoIbL.
»  JIOMKIOCTHHIC HICTPYKIMHN XpansTes B oTaensnoit nanke OV,

4.1TopsioK yHCTA 1 XPANCHIS ANMIBIX /161 HEAATOT0B 1 COTPYAMHKOB MIKOJIBL.

4.1 Xpaucnnc H YUCT JIHUHBIX JICN 1TC/Iaroros 1 COTPY/AHNKOB HMIKOJIBI OpranH3yioTCs ¢ 11ebI0
OGricTporo M Ge30mmnbounoro noucka MHUHLIX nen, obecneuenus ux COXpaHHOCTH, a TAKIKC

oGecneycHs KOHOHACHIMANBLHOCTH CBEACHHIE, COACPKANIXCS B IOKYMEHTAX JIMYHBIX JIET, 0T
HCCAHKITHOHHPOBAHHOTO JIOCTYNA:

TpynOBBIC KHIKKH, MCIIMIMHCKNE KHIDKKH XPAHATCA OT/CABHO B ceiihe MPEKTOpa UIKOMEI.
JIOMKHOCTHBIC HHCTPYKIMH XpauaTes B OTACALHOi nanke OVY.

» JInyHbIC ICNA COTPYAHMKOB XpaHATCA B ceitde mKombL.

HOCTyﬂ K JIMYHBIM ACJIaM NCAAroroB H COTPYAHHKOB IIKOJILI HMEIOT TOJIBKO CCKpeTapb,
JHPEKTOP IIIKOJIBI.

CucreMaTH3aUMs IHUHBIX JC MEaroroB H COTPYAHNHKOB IIKOJIB! IPOH3BOJIHTCA B
andaBUTHOM NMOPSAKE.

JIMyHBIC IeNa eIaroros U COTPYIHHKOB IIKOJIbI, HMEIOIIHX rOCYy1apCTBEHHEIC 3BaHKA,

TIPEMHH, Harpazsl, y4eHBIC CTeNeH | 3BaHHA, XpaHATCs 75 JIET ¢ rofia YBOJIBHEHHS
paboTHHKA.

5.JTopsiaok BbIZAYH JHYHBIX e BO BpeMeHHOC

5.1 Beigaua nuuHEBIX 6N (OTAEIBHEIX ZOKYMEHTOR B COCTABE JIMYHOIO Jea) BO BPEMEHHOE
NOJIb30BaHHE TPOM3BOAMTCS C paspelueHns AupeKTopa Kosl. BpeMs paboTsl orpannyusaeTcs
npeznenamu oxHoro pabodero nus. B koHue paGodero oHs cekpeTaph 00s3ana yoeauThes B TOM,
YTO BCE JIMYHBIE J€N1a, BHIIAHHbIE BO BpEMEHHOE MMOJIb30BaHNEe, BO3BPALIEHE! HA MECTO XPaHEHHS
U €CTh JIH HeoOXOAMMOCTE JUIS IIPUHATHS MEP K UX BO3BPALIECHUIO HIIH PO3BICKY.

5.2. ®axT BeIIAuM JMYHOTO JeN1a PUKCHPYETCS B KOHTPOJIBHOM JKypHAJIE.
6. OTBCTCTBEHHOTH

6.1 Ilenaroru u COTpyAHUKH LIKOJBI 00SA3aHBEI CBOCBPEMEHHO MMPEICTABIAT

CEKpETapro CBEAICHUA 00 H3MEHEeHHH B NEpCOHAIBHBIX AAHHBIX, BKIIOYECHHBIX B COCTAB JIHYHOTO
acna.

6.2 Paboronarens obecrneyuBaer;

*  COXPAaHHOCTH JINYHBIX JIe] IIEeJarOrOB ¥ COTPYAHMKOB IIKOJIBI;
*  KOHQHIECHIHAIBHOCTH CBEJICHHIH, COIEPKALUXCS B IMYHBIX ACNaX NEaroros
COTPY/IHHKOB 1LIKOJIBI.

7. llpasa

7.1 Jing obecneyenus 3auThl NepCOHANbHBIX JAHHBIX, KOTOPBIE XPAHATCS B IMYHBIX JE1aX
11e/IaroroB ¥ COTPY/AHHKOB LIKOJBI,

NNEAaroru ¥ COTPYAHUKH LIKOJIBI HMCIOT IPABO:

HOJI)"!HTB MMOJIHYIO mubopmaumo 0 CBOHMX NEPCOHANBHLIX NAHHBIX H 06p360TKC OTHX



AOMITRING
. Ho.n,\“nm. JIOCTYT K CRONM IICPL‘OIIHH!‘"M\I MELIRAL

» Tlonyunts KOMMH, XPARSHIHECH B ANGHOM ACAC 1 COACHXATINE NEPCONAARNKIE tamtnte
N 4 NN ~ ~ " '
o TpeGonath MCKMOMCHIS NN NCTIPARACTNS HECRCPITRIX VAN HETONMRX NEPCONANRIRIY
AKX l

paloroaTens uMeeT npano:
»  OGpaGatThiBaTh NCPCONANLIKIC AANNKIC TICAATOTOR W COTPYNMKOR MIKOTHE, B TOM "iene i na

ANEKTPORNKIN HOCHTC/AN:
+ 3anpociTh OT NEAATOrOR 1 COTPYANMKOR KK RCIO HEOGXONMYIO HHpOpMAITTIO.



