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COTPYAHHKOB

1.OBIIHE MOJIOKEHUSA

1.1 Hactoswee ITonoxeHue onpee/sieT MOPA0K BEAEHHS THUHLIX Jle) nearoros "
COIPYAHIKOB 00PasoBATENRHOIO YIPEH ISHHA:

1.2 Tlonoxenne paspaboraHo B COOTBCTCTBUY C:
- Ykazom Tpesupenta Poceniickolt @emepauun ot 30.05.2005 r. Ne 609 «O6 ¥TBEPKICHHH
llonowkeHns 0 mepcoHANBHBIX MAHHBIX rocy1apCcTBEHHOTO  cayikamwero Poccuiickoii
Qe epalliii 1 BEACHHU ero JTHYHOTO Jenar;
- @enepanbHbiM 3aKOHOM 0T 27.07.04 No 79 — ®3 «O rOCYIapCTBEHHONH rpakIaHCKOH
cy#be Poccuiickoii ®eneparymny;
- Tpynoseim komekcom P®:;
- KonneKTuBHEIM ToTOBOpOM;
- ¥erasom MATIOV Ne 15

1.3. Begenue nuYHBIX ned Mesaroros u COTPYIHHUKOB JIETCKOTO Cald BO3NArdeTcd Ha
Aenonporssoantens MAJTOV.

2. MOPATOK ®OPMHUPOBAHUSA THUHBIX AEJ COTPYIHHKOB

2.1 ®opMupoBaHHe NWYHOIO JCNA [EJATOrOB W COIPYJHHKOB TIPOH3BOTHTCH
HETIOCPEACTRBENHO [10CTE TPHeMa B 00PA30BATENLHOC VUPEKICHIE.

2.2. B cOOTBETCTRHH ¢ HOPMATHUBHLIMH AOKYMEHTAMH B JIHYHLIC Jeld melaroron |
COTPY/IHHKOB  TOMIKO/ILHOTO  YUPCHKIEHHS BKIAILBAIOTCH  CHEAYIONTHE NOKYMEHTHI,
NPeNOCTARIEHHBIE TIEHATOIOM:

- 3adBlIEHHE O TIPHEME HA paboty;

- Komuio nacmopra ui1m HHOTO 0KyMeHTa, ¥IOCTOBRCPSIOLIETO THYHOCTE,
- Konuio ¢c1paxoBoro ¢BUAETEIbCTRE TIEHCHOHOTO CTPaxOBAHHA,

- Kouuo naenrudmkarmonnoro Homepa HANOroTIaTellLITHKA,

- Komuu noxymenTtos 06 0dpazoBaHuu:;

- KonuH J0KyMCHTOB 0 KBATH(OMKAITHN WM HATHYMH CTICIHATBITEIX SHAHWI;
- TpynoBYHO KHWKKY;

- Kolluu noKyMeHTOB BOMHCKOrO yuera (JUIf BOEHHOODA3AHHEIX T )

- Komnio ceunetenscrsa o Opake;

- Konuio ceHAeTeIRCTRA 0 powIenun feTeii;

- XapaKTepHCTHKM, PEKOMEH 1ATCIBHBIE MHChMA (ecrH ecrb B HAMHYMKH);
- MeoHInHCKOe OCBHACTCIBCTBORBAHIE;

- MenuIuHe Ky 10 KHHKKY;

- Konmiui gokymenTos o HATPAKISHHH

- Konuu atrecTaumonHEIx 1nctos;

- Coipasky o Hamuunm (OTCYTCTBHH) CYIMMOCTH.



CoTpyaAHHK yupexKaeHus MpesocTaBiserT:

- 3agB]Ienue 0 npueMe Ha paboTy;

- Konmio macnopra nin uHOro okymenta, YAOCTOBEPSAIOIIEI O THIHOCTE,
- Komuio cTpaxoBoro cBuieTeIbCTRa IEHCHOHHOIO CTPaxXOBaHMs;

- Komito unentudukarmonnoro nomepa HaNOToILIATETbIIMKA;

- Tpya0BYyI0 KHHKKY:;

- Komuu 10KkyMeHTOB BOMHCKOTO Y4eTa (17151 BOGHHOOBS3AHEIX JIAIT)
- Konmio csunerenscrna o Gpake;

- Konuio cpHieTeIbCTBA 0 POMKIEHIH AeTel:

- Meauumnckoe OCBHAETENLCTBOBAHME.,

- MeAMIHHCKYIO KHUKKY;

- CipaBKy 0 HaTHYUK (OTCYTCTRHH) CY/HMOCTH,

PaGoronarens opopmnser:

- Cornacue Ha 00paboTKy MepCONaIbHLIX TAHHBIX,

- TPYZI0BOIH JIOTOBOP B IBYX DK3EMILTAPOB;

- [IpHKa3 0 npueMe Ha paboty (o mepeMelenuu Ha Jpyrie AOTKHOCTH);
- TUHHYHO KapTouky Ne T-2;

- COracHe-0bA3aTeNLCTBO O HEPA3IIALICHHU NEPCOHATHHEIX TAHHbIX

- A0JIKHOCTHYIO HHCTPYKIIHIO B JIBYX 3K3CMILISPax;

Paboroxatens 3nakoMur:

- ¢ HOPMATHBHO — 1IPABOBBIMH JIOKYMEHTAMH JOTIKO/IBHOTO YUPCHKICHHS:

= C JOMKHOCTHOW HHCTPYKIIHEI;

- TPOBOAUT BBOAHKIH MHCTPYKTak, HHCTPYKTAX TO OXpaHe Tpy/a, HHCTPYKTaX IT0
[IPOTHBOIIOKAPHOH O€30MacHOCTH.

2.3. C uenpio ofecreyenus Hamiexamei COXPAHHOCTH JIMYHOTO JAeia MEJAroroB u
COTPYAHWKOB M yjnoGcTBa B oOpalieHuW ¢ HUM IpH bopmupoBaHUH  1OKYMEHTEL
HOMCIIAIOTCS B OTACMBHYIO nanky. JIMuHoMmy Jeiy mpucBaupaercs ydqerssiif HOMEp W
3aBOAMTCA KHUra yuera JINYHbIX JCIL.

3. MOPSITOK BEAEHU S JIMYHBIX AEJ
IMEJATOI'OB H COTPYJIHUKOB.

3.1 Jlnunoe 1e10 MeJaroroB M COTPYIHUKOB MAJIOV Benercs B TeucHHe Bcero
nepHoza paboTs! KaKI0ro Neaarora  COTPYANNKA.

3.2 BeaeHue aHMYHOrO Jena MpeLyCMAaTPUBACT  [IOMCINEHME JIOKYMEHTOB,
MOTICKANHX XPAHCHUIO B COCTABE JIMYHBIX A€, B XPOHOJIOIHYECKOM TOpsLAKE H
CACTOIRYIO TIPOBEPKY COCTOSHMA JIMYHOTO J€71a NeJaroros H COTPYIHWKOB Ha npeaMer
COXPAHHOCTH BKIIOUCHHEIX B HETO JIOKYMEHTOB M CBOEBPEMCHHOE 3aMOIHEHHE,

4. IOPSA1OK YYETA U XPAHEHUS JIMYHBIX JAEJ
IIEJATOI'OB 1 COTPYJIHUKOB
4.1 XpaHeHME W YyueT IHUHBIX Jel NEJaroroB COTpyInHUKOoB MAJIOY
OPTaHH3YIOTCA C LCTBIO OBICTPOro 1 0e30NG0YTHOrO MOUCKa MHYHEIX e, 00ECIICYCHHS UX
COXPAHHOCTH, a TaKke oOecreueHns KOHOUICHUMANLIOCTH CBCICHU, COIEpPKAUTXCA B
AOKYMEHTAX JTHYHBIX €1, OT HECAHKUHOHHPOBAHHOI'O 0CTYLI1A:
- -IMHHBIC €13 COTPYAHNKOB XPAHATCS B KaOHUHETE 3aBEYIONUIET0, 4 BHYTPY — Mo andasury.



4.2. JlocTyn K JHMYHBIM JeiaM TICHArOroR | COTPYJHHKOB HMEIOT TONBKO
ACIONPOH3BOANTCIIb, 3aBCIYIOLUMH, 3aMECTUTETb 3aBeaAyiomero mo AXY u CTapLuurii
BOCIIUTATEIIb.

4.3. Cucremarvsallis JAWYHEIX el TCIAIOrOB H COTPYIHHKOB MPOHU3BOJUUTCS B
a1DaBATHOM MTOPAIKE.

4.4, Jlnunsie mea nenaroros u COTPYIHMKOB, HMEIOMIIX I'OCYapPCTBEHHBIC 3BAHMS,
[PCMHH, HATpajbl, YYCHBIE CTCTICHH W 3BAHHA, XPAHATCS MOCTOSMHHO, 4 OCTAMBHEBIX
COTPYHHMKOB — 75 JIeT ¢ roja yBOTBHEHMS paborHWKa (B COOTBCTCTBUH C [lepeunem
THTOBBIX yTIDAB/ICHYCCKHX AOKYMEHTOB, YTBEPKIeHHBIM Pocapxusom 6 okrsGps 2000
roaa)

S.MTOPSIAOK BBLAAYH JIMYHBIX JIEJ BO BPEMEHHOE MOJ1b30BAHME

5.1 Boiiaua jnuneIx gen (OTZENbHBIX JOKYMEHTOB B COCTABE JIMYHOLO aena) BO
EPSMCHHOE 110/130BaHME MPOH3BOANTCA € PA3peNICHU 3aBCIYIOLLETO.

5.2 Pabora (03HaKOMJCHHE) C JHYHBIMM JCJAMM TICIATOIOB M COTPYANHKOB
[IDOMSBOAMTCS B KAOMHETC PYKOBOIHMTENH, @ BPeMs paGoTHl OrpanuuHBaeTCs npeleaMu
0aH0TO padouero NHA. B konme paGodero Aus AenONpoH3BOmHMTEIL 00A3aHA yOenuTbes B
TOM, HTO BCE THYHBIC €13, BbLIAHHEIE BO BPEMCHHOE MONB30BAHNE, BO3BPALICHE HA MECTO
XPancHNA U €CTE JIH HEOOXOMUMOCTS /U1 IIPUHATHS MEpP K WX BO3BPALICHHIO WM PO3BICKY.

6. OTBETCTBEHHOCTH
6.1 Tlexaroru w cOTpy AHWUKH 00s3aHET CBOEBPEMCHHO 1IPE/ICTABIATH PYKOBOIUTENIO
CBETICHHA 00 M3MEHEHUHU B TIEPCOHATHHEIX AaHHBIX, BKIIOYCHHBIX B COCTAB JIU4HOTO aena.
6.2 PaGoTonare:s obecneunsaeT:
- COXPAHHOCTB JIMYHBIX JIE]I [1€1aT0T0B H COTPYIHHKOB OIIKONLHOTO YUPEK ICHHS;
- KOHQHIECHIMATIBHOCTL CBELEHHIT, COLCpIKAIMHXCsl B JIHYHBIX JACTIaX MEJaroros
COTPYAHHKOB.

7. [IPABA

7.1. ns oOecrieyeHns 3aliuThl MEPCOHANBHBIX AANHEIX, KOTOPLIC XpaHATCS B
HHHBIX JICaX 11€1aroroB M COTPYAHHKOB, Tejarord u corpyanuku MAJIOY umeror
npaso:
- NOIYYHTh HOMHYIO MHQOPMAIMIO O CBOMX IIEPCOHATBHBIX JAaHHBIX M 00padoTke 3THX
AaHHEIX;
- MOY4HTE CBODOAHEIH JOCTYN K CBOMM IEPCOHANBHBIM TAHHbIM;
- HOIYH9HTE KONUM, XPaHANIMECH B THYHOM JICIIC H COAEPIKAIIHE 1IEPCOHANBHBIE TAHHBIE;
- TpefoBars MCKIOYEHHS HIH MCTPaBIeHuUs NCBEPHBIX WMIIH HENOIHBIX IE€pPCOHATBHBIX
A3HHBIX.

7.2. PaGoTonarenb uMeeT NpaBo:
- 00pabaTuiBaTe NEPCOHATBHBIE JAHHBIE [1EJATOTOB M COTPYAHUKOB, B TOM 4UCIE W Ha
3/IEKTPOHHLIX HOCHTEJIAX;
- 3aMpOCHTS OT MCIAroros ¥ COTPYAHMKOB BCIO HEOOXOTHMYIO HITOPMALIUIO.
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