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l.OSIIItrE TTOJTOXEHAfl
1.1 Hacrosuree lloroxenne olpeAeJr.f,er rroprAoK BeAenr,rr Jrnrrubrx AeJr neAaroroB vr

corpyAHHKoB MyHI{IIr{niUrbHoro oroAxeilroro AorrrKoJrLHoro o6pa:onareJrbHoro yqpexleHafl
<<LlleuopAaHcr<nfi Aercrrfi caa odruepa:nuBaxlr{ero enga J',lb 3 <Ca-rranar K}mepeD c. IlleuopAan
Ca6uncrcoro Mynr4rrr.rnaJrbnoro pafioua Pecny6rrnaa Tarapcrarn (ga;ree - Yupexaenr,re).

I.2 JIusHoe AeJro pa6orHuKa- coBoKytrHocrb AoKyMeHToB repcouaJrbnoro yqera, coAepn€rrllax
cneAeur,rff o pa6orunne u ero rpylosofi AeffTeJrbHocrr4.

1.3 flonoxenne paspa6o'rauo B coorBercrBau c TK, OenepamHbrM saKonov. or 27.07.2006 Ns
152 (O nepcoHaJlbnhrx Aanr{brx>, Mero4HqecKHMH peKoMeugaqrxmn Pocapxnea, Yxa3ou llpesaAeHra
PO or 30.05.2005 t\i: eOq <06 yrnepx(Aeurru llonoxeruu o repcoHairbnbrx AaHHbrx rocygapclneHgoro
cJry)rcalrlgro PoccNftcxofi (De4epaquu H BeAeHr4r,r ero JurqHoro ,UeJrD), KoJrJreKT?rBHbrM AoroBopoM r,r

ycraBoM YupeNAennx.
2. rroPflAoK oopMrrpoBAHufl Jr[rrHbrx AaJr coTpyAHaKoB

2.1 OopIrar.rponanue rlrqnoro AeJIa [eAaroroB r{ corpyAHrrxon Y.rpexaeHr,r;r npou3BoAnrc"f,
HenocpeAc?beiiiio rioerie iipl4eMa na p660fy 6 yqpexAeii'1.Le '/.nrt iiepeboAa neiiaFofoB 14 coipyAHHKoE r.r3

,{pyroro o6pa:onarelbnoro yqpexAeru{.
2.2 TIpu nocrynrrerlru ua pa6ory compydnux npedocmaannem (npu aanuvuu):
. llacflopr r{Jrr{ uHofi 4oryMeHT, yAocroBepfiorqafi nuunocu,
' Cnparry o HaJII,rqr{H (orcyrcrnrm) cy4unaocru u (rann) rfarcra yroJronnoro npe-

cneA0Barrr{fl;
. AorcyMeHT BoHHcKoro frera (.unr eoerrnoobssaulrbrx ruq);
. Aorcyrvrenr o6 oopasonaHnu;
. TpyroByro Kumltrcy,
. 3axnlreHue o npneMe (urnr o nepenoge) na pa6ory;

' Meguqlrr{Gryro Kr{r4t{ffiy;
. Anro6norpa$rarc;
. IoKyMeHr o rnarurQnrawu (arrecraur,rornrufi rncr);
" VAocroBepeulrfi o npoxox.{euulr KypcoB;
. CrpaxoBoecBr,rAererbcrBoneucr,roHHorocrpaxoBaHlrfl;
. I/4'enrn$uxaqnonstrfi HoMep HaJrororrJraTeJrLrr1nKa,
. CsraAereJrbcrlo o 6paxe;
. CnxgereJrbcrBo o polnAeHralr Aerefi;. AoxyMeuTbr o Harpa:KAeHHH.

Pafiomodameno ofiopwuem:
. TpyAosofi Aorondp n gnyx gKseMnirspax;
. npHKa3 o rppreMe na pa6ory (o neperraeureHrrr,r Ha ApyrHe 4ornruocru),. r{r{r{Hy}o Kapro"ncy Jt{bT-2.

Paflomo d amenb, io*ouu*,
r c Ycranou Vupexgeunx;
r cflomnuocrnoftuncrpyxuneft;
. c llpanunarar{ BuyrpeHuero rpyAoBoro pacnopr,qra;
. cKonnexrsnnrrMAoroBopoM,
. c floroxeruEeM o nopx.4xe o6pa6onaa nepconanbHbrx AaHHbrx;

' npoBoAHT snoAHHfi r{HcrpyKTax, I,tHcrpJrKTa}K rro oxpaHe rpyAa na pa6oveM Mecre,
HHcTpyKTDK no flporrlBonoxapuofi 6esonacnocrr4, no anTr4Teppopucrr,rtrecKofi sarqur{eHuocrr,r.
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3. nopflAor{ BEAEHXfl,JTETTHbD( AEn TTEAATOTOB tr COTPyATTtrKOB

3.1 JIrqHoe 1leno neAaroroB r4 corpyAufiKon YupexleHl;u BeAerct B TerIeHHe Bcero rrepHoAa

pa6oru KaxAoro neAarora H corpyAnnKa.
3.2 @oprvrnpoBaupre Jrr4trHoro 4ena pa6or:rnKa npol,I3Boqu'tcfl pa6oro,uareJleM He nosAnee ruITI4

pa6o.rr,rx Aneft co AHfl 3aKJrroqennfl Tpy,uoBoro AoroBopa 14 TonbKo nocJle rIoJIfIeHHJt or pa6orHnKa

cornacurr na o6pa6orrcy ero nepcontulbrrbtx AaHHbrx.

3.3 [oryrrreHTbr noMetqarorcfl B rranKy - cKopoctunBareJlb. llpu yro.nrHeHu]r pa6omruxa Bce

trHcTbr r,r3 JraqHoro AeJra a3brMaroTcfl Lr3 cKOpoCmHBaTeJIrI IraIIKIl, npoml{BaloTcs H}ITKaMH r{ CAAIOTCfl B

apxHB.
3.4 BuyrpegHrfl onncb AoKyMeHToB,llMerorqaxc{ B JIr,FnroM AeJIe, AoJDKHa coAepxcarb cBe,ueHns

O IIOPflAKOBbIX HOMEPAX, HAI,IMCHOBAI{HS( .IIOKYMEHTOB ACJIA, KOJIUIIECTBC JIHCTOB, AATAX BKTIOqEHHS

AoKyMeHToB B Jrr{rrHoe Aeno fi vr3'b'.i'ryrfi, pr3,qeJla, a ralfi(e KeM H3btr AoKyMeHT ra no rarofi npuquHe.

3.5 BuyrpeHHflfl onncb cocraBJu{ercr Ha orAertHoM Jr}Icre no ycrauoBnessofi t[oprue (cor.nacxo

npnroxenuto llbl). Jlucrs nuyrperurefi onnci{ HyMepynrc{ orgeilbuo.
3.6 Beaenne rutlnoro AeJIa rrpeAycMarpr{Baer:
3.6.l.lloueuesae AoKyMeHToB, noAJre)KarUrrx xpaneHpllo B cocraBo nl,r.rrrllx AeJI, B xpo-

HOIOTUqeCKOM nOptAKe:
o Bnyrpengtf, orlllcb AoxyMeHToB,
r Anxera;
r Anro6uorpaipax;
e KonlrN AoKyMermon o6 obpasoBaHI'IH;
o 3axsnenr{e corpyArrnxa o rppleMe Ha pa6ory;
r Konuc npr4Ka3a o npr4eMe na pa6ory;
o Cornacue Ha o6pa6orxy repcoHiulbublx AaHHblx;
r Cnpasxa o HaJrrlrmrl (orcyrcrenu) cyrurrrlocrl,I rr (mu) $arra yroJloBHoro rrpecJleAoBagut;

r Konun.{oKyMeHTor o xnaraSuKaUI{H (.Uolcyrtaenru no arrecraquu);
r Konprn AoKyMeHToB KypcoB noBblltreHlrfl xnann$nxarlru;
r Konur,r [ocJreAyroqsx upr4ra3oB no JIHtr]IoMy cocraBy, I(oropbre Kacarorcfl pa6on*ara;
r Konprrn HHbrx AoKyMeHmB corpyAnl,Irca (nplr seo6xoAunaocru);
r Jlprcro3HaKoMJreHntJII{qI'IrIM.[e.ltoM.

3.6.2. Exerolnyro npoBepKy cocro{H[rfl flr,rrrHofo AeJIa ne,4aroroB u corpy.{Hr{KoB

Yupex,Uewu Ha npenMer coxpaHHocrlr BK[roqeHHbrx B Hero AoKyMeHToB I,I cBoeBpeMeHHoe 3anoJIHeHHe,

no pe3yJrbraraM Koroporo Bnocurcr 3arrrrcb o6 ognaroumeHun (cornacno npnJroxennx Nb2)

4.trOPflAOK vtIETA U XPA}IEHIIfl JrIrqHbIX mn mAAroroB n
coTPvAHnKoB )4IPE}ItAEHtr,fl.

4.1 XpaHeHHe r{ yrrer rruHbrx AeJr neAaroroB l{ corpyAgnron YupexleHxfl opraHn3ylorcf, c
qeJrbro firtcrporo n 6esoug6oqHoro noucra JrfiqHbrx Aen, o6ecneqeHur ux coxpauHocrvl, a raltrrc
o6ecne'lenng ron$N,ueuunaJlbgpcru cnegeHnft, coAepx€ulrxcs B ,{oKyMeHTax JTH.IHrIX A0JI, or
Hecar{Krlr,roHr4poBaHHoro AocTyna :

- TpyAoBbre Klrnxffir.r xpaHirrcf or.qeJrbgo e cefi$e 3aBeAyroqero Yupexgeufifl,;
. Tpy,qosofi AoroBop, Ao[oJrurrreJrbghre corrauregus K TpyAoBoMy AoroBopy xpaHfiTcs B

orAenurofi nanKe y 3aBeAyloqero Y.rpexgeHl4s;
. MeAriltrrlHcKrae Krrr4xKH xpaurrrcfi orIeJIbHo y crapruefi ueAlaqnucrofr cecrpbl

Yxpexaeunx;
. Ao.nxuocrHbre r.rncrpfKrryru xpaHrrcs B orAeJrbnofi nanrce y 3aBe,uytoqero Yupexgenl{r{.
. Jluqnse Kaproqrn pa6ornunon ($oprraa llbT.2.) xpaHsrcfl n o:rAelnsoft nanKe y

3anelyrorqero VvpeNlerins.
. lIEqHoe ,{eJro Ka}KAoro corpyAHura xpaHr{Tcr B narrKe cKopoclul4Barene s xa6lfiIere

3aBe4yrouero Y'rpexlennt.
. flocryn K.JrHqHbrM AenaM neAaxoroB r-r corpy,(Hmon Yupex,{en}ul }IMeIor roJIbKo

,[eJro[pou3Bo4]rreJrb, 3aMecr]rreJrb 3aBeryrcrqero no yue6no-Bocnl{Tarelrnofi pa6ore, 3aMecrureJlb



3aBeAyloqero no aAMHHlrcrparHBHo-xo3sficrBeHHoft qacrE, crapma"fl MeAarlltHcKtur cecrp4
3aBeAyrouufr Yupexaenr,r{.

' CucreMarn3alllrfl JII{.IHrD(.qen rreAaroroB H corpy.$il,rKon Y.rpexgeHr{fl rlpo}r3Bo,q}ITc.fl B
a.n$annrnoM nopflAxe.

. Jfirqrrhre Aena rrgAaroroB fi corpyAnr,rKon YvpeNAgrtytfr, xpagrrcr 73 ner c roAa yBoJr6-
HeHHs pa6ornnrca.

s.trOPflAOK BbIAAqN JIAIIHbIX AEJI BO BPEMEHHOE trOJIbSOBAHTf,
5.1 Bsraaqa JIHqHhIx Aen (orlenrnhrx .qorq/MeHToB B cocrage Jrwfiroro aena) Bo BpeMeHHoe

norr3oBarlue npol,I3Bo,ql{rct c pa3perrreHu r 3aBeAyrouero YupexAennf;. Bperurr pa6oru orpagrrrnBasrsfl
npeAeilaMH oAHoro pa6ouero AHr. B KoHIIe pa6ouero nHs Aenonpolr3BoAlrreJrl odssarr y6e4nmcx B ToM,
qTo Bce JrI{tIHLIe AeJIa, BbIIaHHbIe BO BpeMeHHOe nOJrE3OBaHHe, BO3BpaIqeHbr Ha MecTo xpaHeHHfl H ecrb
ns neo6xoAr{Mocrb AJrfl npr,rHr{Tr{ff Mep K r4x Bo3BparqeHrrro lrJM po3hrcKy.

6. OTBETCTBEHHOCTb
6.1 lleAarorn u corpyrHnnu Vupexlenrr o6xeaun cBoeBp€MeHHo npe4craBJrfrb

AenoupoH3BoAI{TeJrIo, 3aMecrnTeJrro 3aBeAyrcrqero no yrebHo-nocfirrrareJrbHofi pa6ore, cre4engx o6
I{3MeHeHHII B nepCOHaJIbHbtx AaHHBTX, BKIIKtqeHHbrX B COCTaB Jrr,frIHOrO,{ena.

6.2 PadoroAarqnb o$ecne.IuBaer:. coxpanuocrb Jrr,FrHhrx Aen rre,{aroroB }r corpyAunxor Vupex4erurx;
' KoH$raaerrrllrarlHocrb cre4euufi, coAepr(alquxcr B JII{rrHbrx AeJrax rteAaroroB rl

corpyrHuKon Y.rpex4erru.

7. trPABA
7.1. Fdr,n o6ecneqegri-f, 3alq4Tbr IIepcoHIUrbHED( A{u{Hhrx, Korophre xparurcr B Jrr,rr{Hbrx AeJrax

ne,{aroroB r,r corpyAt}rroa YupexgeHnr,
rreAarorn rr corpylunrul Y"upeN4euln{ r{Meror npaBo:

' llorryql,ITb noJrl{yro nH$opMaqnrc o cBor,D( fiepcoxturbr{hrx IaHHrrx N o6pa6ome srr.rx
AAHHbDq

. floryqr,rrb Aocryfi K cBo]rM nepcouuurbnhrM AaHHbrM;

' Ilonyqurb KortHI,I, xparrflr]s,recr B JrlrquoM Aeire r{ coAep)Karque nepconaJrlHbre raar{Fre.
' Tpe6osarb ltcKrloqennfl I{JIH I{cnpaBJIeHIrt HeBeprrbrx trJru HerroJrulrx nepconaJrbubrx

NAIIHhD(
pa6orogarenb nMeer rrpaBo:

' O6pafiarhlBaTb rrepcoHaJlbHhle AaH]rbIe rreAaroroB H corpygH]rron Y.rpex4eHulr c r{x
pa3peueHl{r! B TOM tIHCJre H Ha Sner$poHHbrx Hocr,ITeJUX;

' 3anpocllTb or ne,uaroroB rI corpyArrl,Iron Yvpexgenr{r Bcro neo6xoSnrvryro rm([opuaqr.lro.
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JWICT O3F{AKOMJIEHI4' C JIHII}IbIM,MNOM

Nb Iloamrcr oHo Aara
t C raqlibitr.&eroM

osuaKoMren(a)
2, C maqnrru AeJroM

osgaroilfireH(a)
a3- C maqnurrl.rleiroM

osgaxoMnefl(a)
4. C mfiHlnr.iIeJIoM

osHaroNffreH(a)

5. C rulwruu.{eJroM
osgaro$ilreH{a)

6. C lllr.Ir{blrr{.rIeJIoM
osnaxoMneH(a)

7, C ffr.rnnttf AeJroM
osgaroMreu(a)

8. C nn.{Hbrlvr.IIeJI0M

o:sarorrtnen{a)
9. C ma.il{brN{ lIeJroM

osHaxorvffreH(a)

10. C nlr.rgnr,{.rIeJroM
ognarcorvrren(a)

lt C naqgrrru reJroM
osuarol{xeg(a)

12. C rmsHbrru AeJroM
ogsarowren(a)

13. C nr*rrrrra.iIeJroM
osHaxotvrneH{a)

14. C nlt.rnur{.{eJroM
ossaxounen{a)

15. C nnsrcrru AenoM
ognarouneH(a)

16. C m'rqHrrrvr reJroM
osHaKoM.ireE(a)

t7. C nnwrnlr.{eJroM
oruarouneH(a)

18. C rurqnuu.rIeJroM
osnaxorunes{a)

19. C nH.rHrrM.rIeJroM
ossarouleg(a)

20. C nn.rHbrM lIeJroM
oeHaroMneH(a)

2t. C nrwrnruAeJroM
OSHaxOl,fueH(a)

22. C nraquuna.uenou
ognaroulenIa)

23. C.nuqnuu lIeJroM

osHaKoMJres(a) ,


