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r. oE UII4E rr o Jr onrElJrrfl

1.1 Hacroxrqee flolorxeHne oilpeAen-ser ltop-sAoK Be.4eHr4r rrr4rrHbrx Aerr neAarofoB H corpyAHHKoB

MEOY IIEuefi Ne 12.

1.2 floloxenue pa:pa6oraHo B coorBercrBura c Yxa:oiu flpe:rz4enra Poccufrcrcoi,t @e4epaqaa or
30.05.2005 r. Nb 609 ( 06 yrBepxqeHura floroxreHrrr o repcoHanbnbrx AaHHr,rx rocyAapcrBeHHoro

cnyxaqero Poccuftcxofi (De4epaqun v Be1.eHuv efo rnrrHofo Aena); (De4epanlubrM 3aKoHoM or
27.07.04 J\re79 - O3 (O rocyAapcrBessofi rpax(AaHcKoft cryx6e Poccraficrofi @e4epaquw>; TpyaoBr,rM

KoAeKcoM P@; KonneKrr{BHbrM AofoBopoM; Vcraeou Jluqes.

1.3 Be4eur.re rIztIHbIX ner neAaroroB r4 corpyAHHKoB Bo3Jraraercr Ha ceKperapfl Jluqes.

rr. IIoPflAoK oopMr4poBAHldn rfiIl{H.brx AEJr coTpyAHr4KoB

2.1 (Dopl,raponaHl{e JIHrIHoro AeJra rreAaforoB a corpyAHt'rxon Jluqeq npou3Boilurcfl Herrocpe.qcrBeHHo

nocJle ilplleMa e OY vIrr4 nepeBo4a [eAaforoB pr corpyAHr4KoB u3 Apyroro o6pa-:onareJrr,Hofo
yqpex(AeHus.

II ed uzoz np edo cmuennem:

3a-flsreHue o nprreMe Ha pa6ory;

Anxery;

Konuro lacnopra r4JrH rrHof o AoKyMeHTa, yAocroBep{rcqero rurrHocrE, ;

Konuro crpaxoBoro cBrlAerenbcrBa rreHcnoHHoro crpaxoBaHilq ;

Konuro u4euruSurauuoHHoro HoMepa HaJrororrJrarenbur4Ka;

KonIaN IoK).A4eHToe o6 o6pa^: oBaHkrvr:

Ko nurl AoKl"laeHTon o ne aru (f vrKa:gz.:u. v Jrrr Huru-u:r^r4 crreril4anbnbrx znauuiz;

Tpy4onyro KHr4xKy;

Konuu AoKyMeHToB Bor{HcKoro yqera (All noeHuoo6.s:anntx.nuq)

Konuro cBr4AereJrbcrna o 6paxe;

Kouuro cBr.rAerenbcrBa o polKAenmu gelefi,;

XapaxrepucrllKr4, peKoMeHnareJrbHble rIIzcEMa, orHoIrIeHI4t (ecnu ecrb B nam,.lruu);

3a.ssreuue o [epeBoAe;

Me4raquucKyro KHr4)KKy;

Konna AoKIMeHToB o Hafpax[eHvrkr;

Konuro arrecrarlaoHHofo nucra nocle4Heft arrecra{ur4 ;

Cnpan xy, n oATB ep)KAaro u{yio orcyrcrBu e cyAtiM o crr,r ;

Oororpa$uto 3*4.

Compyduux OY npedocmarilflem:

3a.ssreHue o npr4eMe Ha pa6ory;

Konarc racrropra r4JrI4 rzHoro AoKyMeHTa, yAocroBepfl roulero rur{Hocrb ;

Konuro crpaxoBoro cBraAereJrbcrBa neHcr4 oHHoro crpaxoBaHr4q ;

Konuro u4eHru$uxar{r4oHHoro HoMepa Ha,Tof orrJrarenbulr4Ka;

Tpy4oeyro KHr.rx(Ky;

Konuu AoKyMeHToB Bor4HcKofo yqera (A;ix noeHuoo6sgaHHlrx nxq)
Konaro cBr{Aerenbcrea o 6pane;



Konzro cBr4AereJrbcrBa o poxlenuu ge.refi;

MeAaqrzHcKyro KHr{}KKy;

C np anxy, n oATB eplnAaroqyrc orcyrcrBr4 e c yAr,rM o crr4 ;

@ororpa$nro 3*4.

Pa6omodumenb o fi op.,vnaern:

rpy4onoft AoroBop B IByx 3K3eMrnrpoB;

npr4Ka3 o rrpneMe Ha pa6ory (o nepeuerqeHvruHaApyrr4e 4onNHocru);
nr4r{Hyro KaprorrKy J\b T-2;

IonxcrocTHyio r{Hc'rpyKuHro B AByx 3K3 eMrrnflpax ;

Pa6omodumenb 3 HaKoMum:

c HopMarr4BHo - [paBoBbrMr4 AoKyMeHTaMu Jlwlex;
c AoJrxHocrnofi uscrpyr<qr,refi ;

c )r(ypHaJroM pefHcTparlr4rl TpyAoBbrx AoroBopoB noA rroAnr4cb;

rIpoBoAI4T nnogHrrft pIHcrpyKTalK, r4HcrpyKTa)r( uo oxpaHe rpyha, uHcrpyKTax IIo
rrporrrBorroxrapHofi 6esonacHocrz,

2'2. C qerlblo o6ecueqesu.s HaArexauefi coxpaHHocrr{ Jrr4r{Hofo Aena neAaroroB 14 corpyAHaxon lluqen
u ylo6crna n o6parqenr4u c :nvrv_ npr'r SopuupoBaHrra AoKyr\{eHTEr rroMerrlarorcr B orrenbHyrc narrKy.
JluvHouy Aeny [pprcBauBaercs. yuerusrfi HoMep 14 perurcrpr4pye'rs.f, B KHufe yr{era nr4r{Hbrx Aen,

2.4. O6szarelrnoft {Br{eTc.s BFIyrpeHHrr oil?rcb AoKyMeHToB, HMerouuxct B JrLrrrHoM Aene.

IIr" iloPflAoK BEAEHT4fl

JII4rrHbrX AEJr IIEAA|O|OB r{ COTPyAHT4KOB.

3.1 JIH'rHoe Aeno treAaroroB r4 corpyAHr,rKoB Jlnue.q BeAerc.rr B TerreHue Boero rrepnoAa pa6omr
Ka)r(Aofo neAarofa r4 corpyAHuKa B Jiuqee.

3.2 B coorBercrBl4a c HopMaTIIBHEIMI4 roKyMeHTaMr{ B rlr4r{Hbre Aena neAaforoB 14 corpyAHlrxon lluqe-a
BKnaAbrBaroTcr cneAylotrlr4e AoKyMeHTF,r B XpOHOnOn4rreCKOM [opqAKe :

JIz.{HrIff JII4croK ilo yr{ery KaApoB;

[onolueuue K Jrprr{HoMy nucrKy no yqery KaApoB;

3a.snreHrae;

Konus npr4Ka3a o nprleMe na pa6ory;

AHrera

Konnu AoKyMeHTon o6 o6pa^: oBaHLru;

[oxylreHru o rIoBbII[eHI4I4 KBaJlIa$uxaqraoHHoro ypoBHr: arrecrarlaonnrrfi Jrr4cr, yAocroBepeHrre
o [poxo]nAeHrrr4 KypcoB, sKcrrepTHoe 3aKIrrorreHue;

Kcepoxonzu:



Konun cBuAereJrbcrBa o polrqeHrru 4ereft;
Me4uqriucKyio KHr4)rffi y;

C np asry, rroATB eplnAaro uylo orc yrcrBr{ e cyAr{M o crr.{ ;

@ororpa$nrc 3*4.

Pa6omodamenb orpopwuem:

rpy4onofr AoroBop B AByx .oK3eMiln_spoB;

rrpr4Ka3 o flprreMe Ha pa6ory (o nepeueule*yrkrHaApyrr4e 4o:rxruocru);
nr4r{Hyro Kapror{Ky l\b T-2;

A0nxlrocTHyro HHcTpyKrIr4io B AByx 3K3eMrrnrpax;

P u 6 o mo d ameJt b 3 H u KqJvt am :

c HopMarHBHo - npaBoBbrMr{ AoKyMeHTaMu Jlut1es;

c AonlKHocrnoft uucrpyxquefi ;

c x{ypHanoM pefr4cTpa{Lrri TpyAoBr,rx AoroBopoB rroA noArrrlcb;

rIpoBoAI4T eno4Hsril I4HcrpyKTax, r4HcrpyKTalr( ro oxpaHe rpyAa, r,rHcrpyKTax rro
nporr4BorroNapuofi 6e:onacnocrn,

2.2. C qenblo o6ecneqeuu.tl HaAnexarqefi coxpaHHocrr4 JrrzrrHofo Aena rrenaroroB 14 oo'rpyAHuxon Jluqen
u yAo6crna n o6parqeuuLr c HvrM npra $opnrrlpoBaHrlu AoKyMeHTbr rroMerualorer B orAenr,Hylo uarKy.
Jluvuol,ty Aeny npucBatrBaercfl yuerunrfi HoMep rr perncrpnpyercfl B KHr,rfe yqera nur{Hbrx rer.
2,4. O6xzarelrsofi sBtltlerc.fl BHyrpeHHss orrr4cb AoKyMeHTo.ts, uMerurluxcq B m4LrHoM AeJre.

rrr" froPflAoK BEAEHT4T{

JlplrrHbrx AEn rrEAAforoB rr coTpyAHprKoB.

3.1 Jluqsoe Aeno neAaforoB I{ corpyAHrrKoB Jlraqex BeAerc;r B TerreHr4e Boero [epuoAa pa6oru
KaxAoro neAafofa 14 corpyAHr{Ka B Jlaqee.

3.2 B coorBercrBau c HopMaTLIBHIIMI4 AoKlMeHTaMpr B Jrr,rrrHr,re Aena rreAafofoB r4 corpyAHunon llnqex
BKnaAr,rBaioTcq cneAyroulHe AoKyMeHTbr B XpOHOnOf r4r{eCKOM n OprAKe :

Jiuqnufi JrrrcroK no yr{ery KaApoB;

[onolHeHrae K rr4r{HoMy nucrKy ilo yr{ery KaApoB;

3axueHne;

Konuq [pr4Ka3a o npr{eMe ua pa6ory;

AHxera

Konprpr AoKyMeHTon o6 o6pa: oBa:nzrrt

flor<yrvrenrsl o rIoBr,IlIeHI4I4 KBaJlIa$uxaqnonHoro ypoBH{: arrecrarlraoHnrrfi Jracr, yAocroBepeHr4e

o [poxoxAeHr{r4 KypcoB, 3K0rrepTHoe 3 aKnror{eFrr4e ;

Kcepoxonnx:



Konuro cBr.{AerenbcrBa o poxAeuura 4ereft;
MeAuquucKyro KHr4)rGy;

Cnp anxy, rr oATB eplKAaroulyrc orcyrcrBr4 e cyAr4M o crrr ;

OororpaQuro 3*4.

Pu 6o mod umenu o$op.u,tne m :

rpylonofi AoroBop B AByx sK3eMIInflpoB;

npl4Ka3 o rrprreMe ua paOory (o nepelaerqeHprv Ha Apyrrle gorNHocru);

nl4qHyro Kapror{Ky JtJb T-2;

AOrrxHocTHyro r.rHcTpyKrlHro B AByx 3K3eMnl_flpax;

Pufomodumenb 3HaKoMum:

c HopMarr{BHo - [paBoBbrMtr AoKyMeHTaMn IIuues.:

c AonxHocrHofi uHcrpyruuefi ;

c )I(ypHanoM pefr4cTparllrr4 TpyAoBbrx,4ofoBopoB noA noArrr4cb;

npoBoAI4T nno4Hr,rft r4HcrpyKTalK, r4HcrpyKTax rro oxpaHe rpyAa, plHcrpyKTax no

rrporr4BonoNapHofi 6egonacHocrrz.

2.2. C qenbro o6ecneqeHr{.rr HaAne}Karqeft coxpaHHocrr.r JraqHofo Aena neAafofoB 14 corpyAHuxoe Iluues
n yAo6crna n o6parqeHtrn e lc^LIM upra Soprr,rupoBaHr.rr4 AoK)rr\4eHTr,r noMeruarorcs B orlenbHylo nanKy.

IluuHouy Aeny rrplrcBavBae^rcfl. yueruufi HoMep 14 perr{crpr4pyercs B KHrrre yr{era rI4rIHbIX Aer.

2.4, OlqzaremHoft.f,Brqerc.fl BHyrpeHHflfl orrr{cb AoKyMeHToB, rrMelouruxc.fl B rr4qHoM Aene.

ur. IIoPflAoK BEAEHI4T{

Jrr4r{Hbrx AEJr IEAATOTOB r{ COTPyAHT{KOB.

3.1 lluqnoe Aeno rreAafofoB r4 corpyAHrrKoB Jluqes BeAercs B Ter{eHr.re Bcefo [eprzoAa pa6omr

KaxAoro neAafora n corpyAHuKa B liuqee.

3.2 B coorBercrBur4 c HopMarI4BHbrMr4 AoK)".{eHTaMr{ B JIHrrHbre Aena rreAaforoB r{ corpylHurcoe Jluueq

BKJIaIbIBaTOTCq CneAyiorqrre AoKyMeHTbr B xpoHoJrofr,rqecKoM rroprAKe :

Jlx.{Hsrfi Jrr4croK rto yqery KaApoB;

[onorueHue K Jrrzr{HoMy nr.rcrKy rro yqery KaIpoB;

3aqsreHze;

Konus rpr4Ka3a o rrpr4eMe ua pa6ory;

Aurera

Konuu AoKlMeHTon o6 o6pa^: oBaHupr

fioxyntenrrt o IIoBbIIrreHnuxnanu$r4Karlr{oHHofo ypoBHr: arrecrarluosnrrfi rrr4cr, yAocroBepeHr4e

o [poxo]I(AeHr{r4 KypcoB, 3KclepTHoe 3 aKJrror{eHr4e ;

Kceporconuv:



AOKyMeHTOB O HafpalKile}luLr, nooqpeHr4rr, B3brcKaHLILrr }Hfl'rr4kr Al4oqHnnrrHapHofo
B3bICKAHHg:

rTacnopra (crpanuqu c nepcoHanbHr,rMH AaHHbrMr4 O Mecre perucrpaqr.iu);

cBl4AerenbcrBa o 6parce, pacropxeHllr4 6paxa (ecnra raroft vnaeercl), (n cnyuae
BHeceHr4.s lzgueHenuft B TpyAoByro rcHnNrcy);

c[paBKrz o HaJrraqr4r.r (orcyrcrnraz) cyAzuocru;

AoKyMeHron o6 uHeanr{AHocrrz (npz ua,rrauuu).

cTpaxoBof o cBr4AeTeJrbcTBa;

14HH

3.3 Jlucrsr roKyMeHToB, rrorrr\lTbrx B rr4trHoe Aeno, [orne]r(ar HyMepaur4r.{.

IV.IIOPflAOK yTIETA tr{ XPAHEHVIfl

JII4TIHbIX AEJI IIEAA|O|OB I4 COTPyIHI4KOB
4'1 XpaHeuHe 14 yr{er rI4rrHbIX Aen rleAaroroB rr corpyAHrrKoe Jluqes opraHr43yrorcr c rleJrr,ro 6rrc,r.poro
vl 6egollll46o'ruoro IroHcKa JII4rrHbrx Agn, o6ecneqeHr,rs ux coxpaHHocrlz, a raKlge o6ecueqe'z.s
xonQuleuqlzaJlbHocrl{ cee4euafi, coAep}Karqaxcr B AoKyMeHTax rr4r{Hbrx Aen, or
HecaHKur{ oHHp OBaHH Of o AO cTyrr a :

Tpy4onofi AofoBop, AoKyMeHTbI o6 ugueseHrrr4 ycnonzft rpy4oBoro AofoBopa, cofraave Ha
o6pa6orrcy [epcoHanbHblx AaHHIIX, Korruu BoeHnbrx 6irreroe xpaH.src.s B orreJrr,Hofi nanxe Oy.

Tpy4oerre KHIIx{KH, MeAI4IIIrHcKr4e KHr4)rKr{ xpaHrrc{ orAenbHo n cefi$e Ar4peKTopa Jluueq.
IlraqHrre KaproqKu, ,uoJrlr(HocrHbre r,rHcrpyKrlhrr xpaH.srcr B or4elrgofi ranxe oy.
{ocryn K JII'{r{HIIM ,4eJraM lleAaforoB r.r corpyAHuxon Jluqex HMeror roJrbKo
AlrpeKrop JIHqeq.

Cucrenaaru3ar\ufl JIHTIHIIX Aen rreraforoB u corpyAHHKoB Jlnqes [pol{3BoArrrc.rr B
al$anuruoM rtopqAKe.

JIu'Iubre rena neAaforoB I4 corpyAHraxon Jluqex, r4Meroulux rocyAapcrBeHHbre 3BaHr4fl,
rIpeMI'Iu, HafpaAbl, yr{eHble creneHa Lr 3Ba:'].nfl, xpaH;lTct 7 5 Jrer c fo4a yBoJrF,HeHI4.r{
pa6ornrxa.

v. tlopflAoK BbIAATII,{ II4TIHbIX AEJI

BO BPEMEHHOE IIOJIT,3OBAHI4E

5 ' I Brraaqa rIHr{HbIX Ae:r (or4enbHblx AoKyMeHToB B cocraBe rlr4rrHofo ae"rra) BO tspcMeHHoe rroJIr,3oBaHHe
trpon3BoAprrcfl c pa3perrreHur Ar{peKTopa JIHrIe.{.

5'2 Pa6ora (osuarona:reuze) c JII4.IHbIMI4 AenaMI4 rreAaforoB H corpyrHrzKoB rrpon3BoAarcs e xa6zHere
ceKperap.tl, a BpeMt pa6orrt ofpaHurluBaerafl rrpeAenaMr4 oAHoro pa6ouero 4ux. B KoHrIe pa6ouero 4ua
ceKperapb o6.[saH y6e4Iarlcx B ToM, tITo Bce rl4rrHbre AeJra, Bbr,qaHHbre Bo BpeMeHHoe rroJrb3oBaHr4e,
Bo3BparIeHbI Ha Mecro xpaHeHlas I'I ecrb lu seo6xoAr{Mocrb Anq npr4Hsrr4q Mep K r,rx Bo3BpauIeHVro rrJlr.r
po3brcKy.

5.3 @axr BbrAar{a JrrrrrHofo 4ena $raxcupyercq B KoHTpoJrbHoM }r(ypHane.

ceKpeTapb,



VI. OTBETCTBEHHOCTb

6.1 llelarorl4 H corpyAHr{Krr Jluueg o6ssaHnr cBoeBpeMeHHo rrpeAcraBrrflTb ceKperapro cee4eHux o6

I43MeHeHI4I4 B rIepCOHaJrL,HbrX AaHHbrX, BKIIOT{eHHEIX B COCTaB trnqH0fo AeIa.

6.2 P a6orcrareJrb o6ecuequeaer:

coxpaHHocTb lrr4qHbix Aen neAaforoB r,r coTpyAHr{KoB ;

nou$u4enqr4aJrbHocrb cne4enufi, co.qepxaur4xcs B Jrr4rrHbrx Aenax rreAafofoB I{ corpyAHuKoB

JIuqe.s.

VII. IIPABA

7.l fllx o6ecue.{eHus 3aqrrrbl nepcoHanbHblx AaHHrIX, Koropbre xpaHflTcfl B Jlr4r{Hbrx Aenax [eAafofoB I4

corpyrHr4KoB JIHrleq

neduzozu u compydnaxu Jlu4ea urremm npa6o:

nonyqurb rlonnylo rzn$oplraunro o cBozx nepcoHanEHr,rx AaHHbrx H o6pa6orKe srl4x AaHHsIX;

nonyqlrrb ceo6oAur,rfi Aocryrr K cBoHM nepcoHaJrbHbrM AaHH6IM;

nonyr{r4Tb Korftru, xpaHquuecq B IHqHoM lene u coAepx(aruue [epcoHaJlbHble AaHHbIe;

rpe6onarr plcKnror{eHr4fl vlryr rrc[paBtreHr4{ HeBepHbrx r4JrH HerroJ]Hbrx rrepcoHanbHllx AaHHIIX.

pafomodamenb uileem npflso :

o6pa6arrmarr [epcoHanbHbre AaHHbre rreraroroB r4 corpyAHr4KoB OY, n roM qI4cJIe 14 Ha

3neKTpoHHbrx Hocr4TeJlrrx ;

3arrpocr4Tb or rreAafofoB r4 corpyAHrrKoB OY ncrc ueo6xo.4ul,ryro raHQoplraunrc.


