IlpuuATO HA MEACoBETE

Tporokon Ne 4 _ot4. Od A2

NMONOXEHUE
0 nopsAake BeAeHUA NUYHbIX Aen neaaroros u COTPYOHUKOB
MKOY MocTosckasi COLU umenu Cepres Kosnosa

1.0BLUME NONOXEHWUA

1.1 Hacrosiwee Monoxexve onpeaenseT Nopaaok BeASHNA MVYHbBIX Aen neaaroroB U COTPYAHUKOB ov.
1.2 MNonoxeHue paspaboTaHo B COOTBETCTBUK C.

e Ykasom MNpe3angerta Poccuiickoi denepayunn ot 30.05.2005 r. Ne 609 « OB yTeepxaeHuu
MonoxeHus o NepcoHanbHbiX AaHHbIX rocyAapCTBEHHOro cryxailuero Poccuitckoin Gegepauumn u
BEAEHUW Er0 NMYHOIO Aena,

e denepanbHbiM 3akoHom ot 27.07.04 Ne79 — ®3 «O rocyaapcTBEHHOM rpaXaaHCKoM cnyxbe
Poccuitckoi Pegepaunny,

e Tpyaosbim kogekcom P®;

e KonnekTusHbIM JOrOBOPOM,;

e Ycrasom OY.

2. NOPSINOK ®OPMUPOBAHUA NUYHBLIX AEN COTPYOHWKOB

2.1 ®GopmMMUpoBaHIie NUHHOro Aena Neaaroros W COTPYAHNKOB OY npou3BOAUTCS HEMOCPEACTBEHHO
nocne npuema 8 OY Ui nepeeoja NeAaroros U COTPYAHUKOB U3 apyroro obpasoeatenbHoro
yupexaeHus.

92 B COOTBETCTBUM C HOPMATUBHbLIMU AOKYMEHTaMV B NUYHbIE A€na Neaaroros 1 coTpyaHukoe OY
BKNaAbIBAIOTCA cneayowne AOKYMEHTbI

[Tedazoz QY npedocmasnsaem:

» 3assneHue o npueme Ha paboTy;

e AsTobBuorpaduio,

e Konwio nacnopTa unn MHOro AOKYMEeHTa, YAOCTOBEPAIOLEro NINHHOCTE,

¢ Konuio cTpaxoBoro CBUAETENLCTBA NEHCMOHHOO CTPAX0BaHNA,

e Konuvio naeHTUGUKaLMOHHOro HOMepa HanoronnaTenbLuvka,

e Konuu fokymerToB 06 06pasoBaHum,

e Kornuu JOKYMEHTOB O KBanupukauuu nunu Hanu4mn cneunanbHbIX 3HaHW;
e TpyaoBYH KHUNXKY,



Konuu fOKYMEHTOB BOMHCKOrO y4eTa (ANns BOEHHOOOA3aHHbIX nul)

Konuio ceuaeTenscraa o bpake;

Konwio cBuAETENLCTBA O POXKASHWUN ASTeil,

XapaKkTepucTuKN, peKOMeHAaTe bHbIE NUCbMa, OTHOLLEHUA (ECIM CTb B Hanu4um);
3asaBreHne o nepesoae;

MeOuuWHCKOe 0CBUAETENLCTBOBAHME;

Konuu BOKYMEHTOB O HarpaMaeHuu;

Konuu aTTecTaunoHHbIX NNCTOB

CompyodHuk OY npedocmasnsaem:

3asiBneHne o npueme Ha paborTy;

Konwio nacnopTa unv UHOro AOKYMEHTa, yA0CTOBepALLEro IMYHOCTb; /
Konuio cTpaxoBoro cBMAETeNbCTBa NEHCUOHHOMO CTPaxoBaHus, 4
Konwio maeHTugmKaunoHHOro Homepa HanoronnarenbLyuka;

TpYLROBYIO KHUKKY,

Konuu 4OKYMEHTOB BOMHCKOrO y4eTa (ANA BOEHHOOOA3aHHbIX NuL)

Konuio ceugeTenbcTea o Gpake;

Konuio cBuaeTenbcTea 0 poXAEHUH AeTei;

MeanumnHckoe OCBUAETENLCTBOBaHNE.

Pa6omodamens oghopmnsem:

TPY4OBOi AOroBOp B ABYX 3K3EMNIAPOE;

npukas o npueme Ha paboTy (0 NepemelleHnn Ha ApYyriue AOKHOCTH),
nuyHyro kapTouky NeT-2;

[LOMKHOCTHYIO UHCTPYKLUWIO B ABYX 3K3EMMNNAPOB;

Pabomodamenk 3HakoMum:

C HOpPMaTWBHO — NpasoBbIMK AokymeHTamn MKOY Moctosckas COLL umenn Cepres Kosnosa;

C OOMKHOCTHOW MHCTPYKLUMEN, '

C XypHanom perucrpauuvu TpyaoBbIX AOrOBOPOB NO POCNWCh;

NPOBOAUT BBOAHbIN MHCTPYKTAX, MHCTPYKTaXK NO OXpaHe TpyAa, MHCTPYKTaX No NPOTUBOMNOXKapHOK
GesonacHoCTH

2.3 C uenbto oBecneyerHns Haanexallen coxpaHHOCTH MTMYHOro Aena nejaroros U cotTpyaHukos OY u
yao6cTea B 06GpaLieHn © HAM npy PopMUpOBaHUM JOKYMEHTHI MOMELLAOTCA B OTAENbHYIO Nanky.
JInyHoMy feny npucBanBaeTCs y4eTHbId HOMEp U 3aBOAUTCA KHUMa yyeTa NMUYHbIX Aen.

3. NOPAOOK BEAEHWUA NUYHbIX OEN NEAAIOrOB U COTPYOHUKOB OY.

3.1 NlnyHoe geno neparoros v cotpyaHukoB OY BefeTcs B Te4eHue Bcero nepuoga paboTbl KaKaoro
negarora u cotpygHuka s OY.
3.2 BepgeHuve nuyHoro gena npefycMmaTpueaer.

MoMeLLeHne JOKYMEHTOR, NOANENALLUNX XPaHEHWIO B COCTaBE NUYHLIX AN, B XPOHOMOrMYeCcKoM
nopsake;



o  EXEroaHyIo NPOBEPKY COCTOSHUA NUYHOTO Aena Neaaroros coTpyaHukos OY Ha npeameT
COXPAHHOCTM BKIIOHEHHBIX B HEr0 AOKYMEHTOB ! CBOEBPEMEHHOE 3anoSHeHNe.

3.3 JIMCTbl AOKYMEHTOB, NMOAWMTBIX B NU4HOE AENO, noanexar Hymepaumu. CeepeHus 00 3TUX
[OKyMEHTaX, BKIIOYas HyMepauuio CTpaHul, B npeAenax KoTOpbIX OHW PacroNOXeHb! B MYHOM nene.

4.NOPSAANOK YYETA U XPAHEHWUA NWYHbIX OEN NEQATOros u COTPYOAHWKOB OY

4.1 XpaHeHne 1 y4eT NNYHbIX Aen Neparoros 1 coTpyaHukos OY OpraHuayloTcs C Lenbio BbiCTPOrO W
6e30LMBOMHOr0 MOUCKa MMYHBIX Aer, 06ecneyeHus ux COXpaHHOCTH, a Tawke obecneyeHns
KOH(DUAESHLMANBHOCTY CBEAEHNIA, COAEPKALUNXCH B [OKyMEHTaX NUYHbIX Aef, OT
HecaHKLMOHVPOBAHHOro JOCTyNa:

e JIMyHble gena COTPYAHWUKOB XPaHATCH B celicpe OY, @ BHYTPU — MO andasuTy.

e [locTyn K NW4HLIM A€nam neaaroros n coTpyaHukos OY MMEeIoT TONbKO APEKTOP QY unn
3aMecTuTENb AUPEKTOopa.

o CucTeMaTU3auus NudHbIX AeN Nejaroros v COTPYAHNKOB OY npon3eoaunTCs B andasuTHOM NOpAAKE.

e JlnuHble aena nenaroros U COTPYAHNKOB OY, MEOLAX rocyAapCTBEHHbIE 3BaHNA, NPEMUK,
Harpaabl, y4eHble CTeneHn U 38aHNs, XpaHATCA HOCTOSHHO, @ OCTanbHbIX COTPYAHUKOB — 75 NeT ¢
rofa yeonbHEHWUs paboTHNKA. (B cooTBETCTBUM C MNepeyHem TUNOBbIX ynpaBneHYecknx AOKYMEHTOB,
yTBEPHKAEHHBIM POCapXMBOM 6 okTabpsa 2000 roaa).

5.MOPSAAOK BbIAAYM NTUYHbIX AEN BO BPEMEHHOE MONb30BAHUE

5.1 Bbiaaya nuuHbIX Aen (0TAemNbHbIX AOKYMEHTOB B cocTage NWYHOro Aena) Bo BpeMeHHoe
foNb30BaHWe NPOU3BOAWNTCA C paspelueHns AUPeKTopa ov.
5.2 PaBoTa (03HakoMneHne) C N4HbIMU Aenamu neparoros W coTpyAHMkos OY Npon3BOANTCA B
kabuHeTe AMpeKTopa, a Bpems paboTsl OrpaHinBacTCs npeaenamu oaHoro patoyero AHs. B koHue
paboyero AHA AUPEKTOP oBsizaH yGeAUTBCA B TOM, YTO BCE NUYHbIE Aena, BblaHHbIe BO BpEMEHHOe
NoNb30BaHWe, BO3BPALLEHbl Ha MECTO XpaHeH!A 1 eCTb Nk HeoBX0AMMOCTb ANS MPUHATAA Mep K UX
BO3BPALLEHMIO UMK PO3bICKY. )
5.3 daKT BbIAAYM NUUHOrO Aena (UKCUpPYeTCA B KOHTPONIbHOM KypHane.

6. OTBETCTBEHHOCTb

6.1 Medazoau u compydHuku OY obs3aHbl CBOEBPEMEHHO npeAcTaBnATL CBEAEHWUA 06 nsameHeHwn B
nepcoHanbHbiX AaHHbIX, BKITIOYEHHbIX B COCTaB nu4Horo Aena.
6.2 PaGomodamens obecnevnsaet.

e  COXPaHHOCTb NWUYHbIX AN NEAAroros ! coTpyaHukos OY,
e  KOH(WAEHUWNanbHOCTb CBEAEHWIA, COAEPXALUNXCA B NUHHBIX Aenax negaroroe u coTpyaxukos OY.

7.NMPABA

7.1 [ns obecneyeHus 3almTbl NepcoHanbHbIX AAHHBIX, KOTOPbIE XPaHATCA B NUYHBIX Aenax neaaroros
v coTpyAHukos OY,
nedazozu u compyOHuku QY umetom npaso:



Ny

e [ony4uTb NOMHYK MHCPOPMALNIO O CBOUX nepcoHanbHbIX AaHHbIX U obpaboTke 3TUX AaHHbBIX;

o [MonyunTb CBOGOAHBIA AOCTYN K CBOMM NEPCOHAMNBHBIM OaHHbIM,

o [MonyynTb KOMWW, XpaHALUMECH B NIU4HOM AENE 1 copepxallyne nepcoHanbHbie AaHHbIe.

e TpeboBaTb WCKNIOYEHUA UNK UCMpaBneHusA HEBEPHbIX UMW HEMOMHbIX NePCoHaNbHbIX AAHHBIX

pabomodamesib umeem npaso.
e OGpabaTbiBaTb NepcoHanbHble AaHHbIe NeAaroros U coTpyaHukos OY, B TOM Yucne 1 Ha

3NEKTPOHHbBIX HOCUTENSAX;
e 3anpocuTb OT Negjaroros ¥ COTPYAHUKOB QY BCH HeoBX0AUMYI0 NHOPMALIIO.



