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OE rrII4E rIO JI O}KE IIrtfl

1' 1' Hacrosrqee flolorreuue olpe.4enser nop-[AoK BeAeHr4q Jrr4qHbrx 4en pa6orHrzKoB
Myurzuuuan6Hofo 6ro4xe:ruoro AoIIrKoJIbHoro o6pasbnareJrbHoro yqpe)KAeHr4x <flercra it caro6qepasnrzBaroqero nu4a J\i033>> r. Honouo"no""n 14anee - oo).

1.2. llonoxreHlre pa3pa6orano B ooorBerc"rBLrv c:- Ytcagou llpesu4eura Poccrzficr<ofi @e4epaqzu or 30.05,2005 f. J\e 609 ( 06yrBep)I(AeHIzI4 lloro>Kenz-s o [epcoHanbHbrx AaHHLrx rocyAapcrBeHHofo cny)KaqeroPocczficxoft Oe4epaqLrr4 u Be1elrrr4 efo nr4qHoro Aena);- (De4epanr,HbrM 3aKoHoM or 27.07.04 }lb79 _ O3 <O rocylapcreeHHorz rpaxr4ancxofi
cryN6e Pocczficxoft @e4epaqran>;

- Tpy4onrrM Ko4eKcou p(D;

- KonnerruBHbrM 4oronoporr,r OO;
- Ycrasola OO.
1.3. Beaeur{e JrrzrrHbrx 4el pa6orHrar<on OO o6ecneqvsaer 3aBeIyrorqufi.

2. IIOP fl TO K O O P M I4P O B AH LI'I J|/I,q{LIbIX AE N P A E O T HI4K O B

2. 1 OopruupoBaHrze Jrr4qHoro
rrpr{eMa e OO.

IENA PAOOTHIIKOB IPOII3BOTITC' HENOCPCACTBCHHO NOCJIE

2.2. Ilu,ruoe Aeno pa6orHuxa IOV QopruupyeraflB oneAyrorqeM noprlKe:- Ilu,ltuafl, Kapror{Ka J\b T-2;
- 3assreHue o npneMe ua pa6ory;
- Anrera;
- Asro6uorpaQzr;
- Koluz roKyMeHron o6 o6pae oBaHvrrr;.
- Konuz AoKyMeHToB o IIOBsIIITeHITI,I KBilJrr4$znaquu vrlrv HaIrr4HW ctrerJuanr,Hr,rx sua1uil

(nprz Haluvuu);

atmtuu);
ry;
a, yAocToBep.f,Ioqefo JIIrrIHocTb;
crzoHHOfO CTpaxoBaHr4_f, ;- Konuro ra4euruszxarlr{oHHoro HoMepa HarororrJrarenbrrlrzKa;

6ory;
- zn(foprrlarlns o cyAuMocrrr;
- 3a.sereHrae o nepeBoAe Ha r{H}ro AoDr<rrocrb (npu uatmuuus;
- flpuxa: o repeBoAe Ha rrHyro .qonxHocrb (npu natuuuu).
- Cornacze na o6pa6orKy nepcoHanbHbrx AaHHbrx pa6ornura.
- Cnpanxa c Mecra )Kr4TeJrbcrBa o cocraBe ceMbrr.
- Tpy4onofi AoroBop.
- [onNHocrHa[ 14 HcrpyKr]v_s.
2'3' C IIeJI6IO o6ecneqeHlrt HaAner(arqefi coxpauHocrr4 Jrr4qHbrx 4er pa6ornur<on [Oy zy4o6crna B o6parrleuuu c HI4MIrt, rIpI. $opnruponaHra, Bce AoKyMeHTbr rroMerlarorc, B

oTAenbH)'ro [arrKy.
2'4' Kav<noe JIIrqHoe 4eno pa6orH'4Ka coAeplr(r4T rurylsnuft Jrrrcr c yKa3aHr4eM efo

s a.uttuu' r{MeHrz, orqecrB a v 3 aHr4M aeMofi 4onxru o cua (4onxru o crefi ) .2'5' llocne TI4TyJrbHoro JII4cra B JII{qHoe Aeno BKnroqaerc-f, BHyrpeHH[f, orrr4cb
AoKyMeHToB, llMeroqr4xc.f, B ruqHoM AeJre, pa6ornur<a.

Bnyrpeuuxs oIIt4cL AoKyMeHToB co.qep)ro4T cBeAeHr4.f, o Har.rMeHo BaHLrsxAoKyMeHToB.

3. NOP.'IAOK B EAE IIVIfl JII4 TIHbIX 
AE JI PAE O THI4K OB

3'1' JIu'rHoe Aeno pa6orHzxa [ov ne4ercs B TeqeHr4e Bcero rrepvora pa6oru Kanq4oro
pa6orHnr<a.

3.2. Be4enrre Jrr4qHofo Aena [peAycMarpvBaer:



-3-
3'2'1'Brcnro'eHl,e AoKyMeHToB B cocraB rr4rrHoro AeJra B xpoHonoraqec*oM ,,op.sAKe cco6nro4eHueM rlopsAKa sopn'rrzpo Ba'rrfl.fio onpeAeneHHoMy Bbrrrre nepeqHro Aor(yMeHToB;3'2'2' Fn<euecsqHylo [poBepKy cocroflHufl rrzqHofo Aena Ka)r(Aoro pa6orHrrKa Ha

xJ"ffihJffiffiXr"#"r,J."#"t'eHnn' B Hero Bcex 
'eo6xorun^rx AoKyMeHroB a

4.fIOPflAOK YqETA I4 XPAHEHVIflTI4IIHbIX AEJI PAFOTHI4KOB
4'1' Xpaue*r4e Lr yrrer nvr{HbIX A.JI pa6ornvxos oo oprar{r43yrorc, c qenEro 6rrcrporo z6esomz6oqHofo roI4cKa JII4qHErx 4en, o6ecneqeHrzr ux coxpaHHocrrz, a raK)r(e o6ecneqe'uxxousri4eHqlzaJrbHocrt4 cneleuzfi, coAep)Karri uxcfl-' B AoKyMer.rrax nuqHbrx ,Aen, orHecaHKrIrzoHrzpoBaHHO f o AOCTyna r( Hr4M.
4'2' Ilwauble AeJIa pa6oruzxoB xpaHtrcr y 3aBeAyrorqero. [ocry' K Jrr4rrHBrM AenaMpa6orHur<os OO alaeer roJr6Ko: _ 3aBeAyroqnfi OO;
4'3' cu,"eMarl{3all,,t JrI'IqHbIX 4en pa6orHrrKoB rrpor43BoArzrcrr n a,rQaeuruoM rropr.4Ke.4'4' Jru','usle AeJIa pa6orHzxoB xpaH{Tcr 75 netc roAa yBonr,'eHrzx pa6orHzxa.

5. IIOP.f,AOK BbIAATII4 JItrI-TIHbIX AEJI PAEOTHI4KOB BO BPEMEHHOE
fIOJIb3OBAI-II4B

5'1' Brrra'ra JI,.'HLIX 4en (or4enbHbrx AoKyMeHToB B cocraBe Jrr{qHoro 4ena) noBpeMeHHoe rIoJIr'3oBaHr4e [pord3Bo Akrrcs. c pa3perrreHrr-f, 3aBeAyrourero Aoy.5'2' Pa6ota (o:uaxot'aneHIze) c JrrzqHr,rMLr AenaMV pa6orHuxon oo npoa3BoAr4rc.fl Bxaounere 3aBeAyrorqefo, a BpeM-f, pa6o*r o.purr""rl;:;;"rnpenenaMr4 orHofo pa6ouero 4ux. BKoHI{e pa6ouero AHf, 3aBeAyrorquti o6s:aH ya"pr""r"'tot, r{To Bce JrI4qHbre Aena, Br>rrarrHbreBo BpeMeHHoe rIoJIb3oBaHI4e' Bo3BpaqeHLI Ha Mecro xpaHeHI4 fl n ecrr>lz Heo6xo4l4Mocrb An-sIlpr.rHrTu.s Mep K r4x Bo3BparIeHHlO vna po36rcKv.

6. OTBETCTBEHHOCTI,

' 6'1' Bce pa6oruzxa oo o6's:aH'r cBoeBpeMeHHo rrpeAcraBr.f,Tb 3aBeAyrorqeMy cBeAeHa.so6 asueueHrla B rrepcoHaJ,IbHlrx AaHH'IX, BIgIIoqeHHbrx B cocraB nvrrHofo Aena.6.2. P a6 orcAareJr,b o6ecne.rzsaer :

-coxpaHnocrb JrrrqHbrx 4el pa6orHnxon OO;
-r<oH$z4eurlr4iurbHocrr cne4enzft, 

"o4apruurrl 
vxcs. Bnr4rrHbrx nenax pa60rHzxon

7. fIPABA

u.. ouulrtr#l"""j""tj:;rtffi::T"t"t 
repcoHanbH'rx AaHHbrx, aMeroo.uxc.rr B rrr4r{Hbrx Aerrax,

- noryqarb 
''onHyo aHsopuaql4lo o cBol4x rlepcoHanb'brx AaHHbrx a o6pa6orKe grrzxAaHHbrx;

- nonyrraTb cso6oAHrtft AocTyrI K cBor,rM nepcoHanbHblM Aar{Hr,rM;

".0"""-"XJ#H"";:"' 
AoKyMeHroB, xpaH{Iquxcr B nr4qHoM rene 14 coAepxarrr4e

ourrn"r". 
rpe6onarr ucKrlorreHu s' hlrv I4cnpaBne'z-s HeBepHbrx zJrrr HerroJrHbrx ,,epcoHanbH'x

7.2. O.trct o6pasoeaHu_f, KaK pa6oro4areJrb r,rMeer rrpaBo:- oopa6arrrBarb rIepcoHaJIbHLIe AaHHbre pa6oruzroB, B ToM qzcJre 14 Ha 3neKTpoHrrbrxHOCI4TCN'X;

tor^"";;HX1ffifrror 
pa6oru'x,.re oo eclo Heo6xoAl4Myro r'rHgopuaqr4ro, cBrr3aHHyro c HX




