MyHununajabHoe Ka3éHHoe yupe:KIeHue J0NO0JHUTEIbHOro0 00pa3oBaHus
«JleTcko — HOomecKuil neHTp «OHnoHa

COI'JTACOBAHO 4 IIPUHSATO YTBEPXIAIO:
Ha NeJaroru4ecKom coBere JAupexrop JIOLl «OHuona»
JIOH «Onuona»
«_» 20 1. [JTroukan 10.B./
NMPOTOKOJ Ne oT 20 1. npuka3s Ne oT 20 T
HOJIOKEHUE

1.2.

2.2.

0 MOPpsi/IKe BeJdeHUsl JUYHBIX JeJ1 penoaaBartesieil U COTPYAHHKOB

MyHUIIUIIAJIBHOT0 Ka3¢HHOT0 YUpeK/AeHHUs T0NOJIHUTEJIbHOr0 00pa3oBaHust

«JleTcko — IOHOLIEeCKUl HeHTP «OHnoHA)

Obuwue nonoicenusn:

. Hacrosmee Ilonoxkenue omnpenensier TMOPSAIOK BEACHHUS JIMYHBIX — J€Il

MpenojiaBareyied M COTPYJHUKOB MYHULMNAIBHOIO KAa3€HHOTO YYPEXKICHUS
JIOTIOJIHUTEJILHOTO 00pa3oBaHusl «JleTcko — roHomeckuit ientp «OHuoHay (nanee
Llentp).

[TonoxxeHue pa3paboTaHO B COOTBETCTBHH C:

VYkazom Ilpesunenta Poccuiickoit ®@enepannu ot 30.05.2005 1. Ne 609 «O6
yTBepxkAcHUU [lOJOKEHUsT O TEepCOHANBbHBIX JaHHBIX TOCYAapCTBEHHOIO
ciyxamiero Poccuiickoit @enepannu U BEICHUU €0 JUYHOTO JIENIaY;
®enepanbubiM 3ak0oHOM 0T 27.07.2004 1. Ne 79 — @3 «O rocymapcTBEHHOU
rpaxkaanckou cinyxoe Poccuiickoit denepanniny;

TpynoBsiM konekcom PD;

KomnextuBubiM norosopom Llentpa;

YcraBoMm LlenTpa.

. Benenue nuuHbIX €N Bo3naraercs Ha aenonpousBoautens Llentpa.

Ilopsaoox ghopmupoeanus auunvix oen:

dopMHUpOBaHUE JTUYHOTO JA€ja MPOU3BOJIUTCS HEMOCPEACTBEHHO TMOCIIE TpUeMa B
LlenTp mnm mepeBojia MENaroroB W COTPYAHUKOB M3 JPYroil oOpa3zoBaTeIbHOM
OpraHU3alUU.

B cooTBeTcTBUM ¢ HOPMATUBHBIMHU JIOKYMEHTAMU B JIMYHBIE JieJla MEJaroroB U
COTpYIHUKOB LleHTpa BKIaAbIBAIOTCS CIAEAYIOIIUE JOKYMEHTHI:

IIpenooasamens Llenmpa npedocmasnsem:

3asBieHUE O TIpueMe Ha padoTy;

Kormmro macnopra wim HHOTO JOKYMEHTA, YAOCTOBEPSIOIIETO INYHOCTD;
Kormuro cTpaxoBoro CBUACTEIBCTBA ICHCMOHHOTO CTPaXOBaHMSI,
Koo nnenTudukannoHHOro HoMepa HaJIOTOTUIATEIIbIITNKA;



Konuu nokymentoB 06 oOpa3zoBaHuy;

Komuu m1okyMeHTOB 0 KBATH(PUKAIIIN W HATAIUH CTICIIUATBHBIX 3HAHMIA,
TpyIoBYIO KHUXKKY;

Konwu 10kyMeHTOB BOMHCKOTO y4eTa (I BOCHHOOOS3aHHBIX JIHII)
Komuto cBuaeTenscTBa o Opake;

Komuto cBUIETENHCTBA O POXKACHUN JCTEH;

3asiBJIEHHE O MEPEBO/IE;

MenuImHCKYI0 KHUXKKY;

Komuu 1oKyMeHTOB 0 HarpaXJACHNUH;

Komuu arTecTarmoHHBIX JIHCTOB;

VY 1oCTOBEpEHUS O IPOXOKICHUN KyPCOB, YKCIIEPTHBIE 3aKITFOUCHUSI.

1 pororpaduro 3x4 (mpu gocTkeHNN pabOTHUKOM Bo3pacta 45 net gororpadus
TIOJIJICKUT 3aMEHE).

Compyonuk Llenmpa npedocmasnsem:

3asBieHUE O IpueMe Ha padoTy;

Konuto macnopra uiu HHOro JOKYMEHTa, YAO0CTOBEPSIONIETO JUYHOCTD;
Konuto nokymenta 06 o6pa3oBaHuu;

Konwuto cTpaxoBOro cBUAETENBCTBA IEHCUOHHOTO CTPaXOBaHUS;
Komnuto nnenTudukannoHHOro HoMepa HaJlOrOIIaTeIbIITNKA;
TpyIoBYIO KHUKKY;

Konuu 10kyMeHTOB BOMHCKOTO y4eTa (/1711 BOCHHOOOS3aHHBIX JIUII)
Komurto cBugeTenbcTBa o Opake;

Konuto cBuaeTenbCTBa 0 POKICHUN JIETEW;

MenuImHCKY0 KHUXKKY:

1 dotorpaduro 3x4 (mpu fOCTHKEHUU PAaOOTHUKOM Bo3pacTa 45 et ¢poTtorpadus
MOJIJICIKUT 3aMEHE).

Pabomooamens oghopmnsiem:

TPYAOBOM J0rOBOP B JABYX IK3EMILISAPAX;

MpuKa3 0 mpueMe Ha padoTy (0 mepeMelIeHNH Ha IPYTUe T0HKHOCTH);
TMaHyIo KapTouky Ne T-2;

JOJKHOCTHYIO HHCTPYKIIHIO;

Pabomooamens snakomum c:

2.3.

YcraBowm LlenTpa;

JNOJKHOCTHOW MHCTPYKIIMEN;

UHBIMHU YUYPEIUTENbHBIMA JOKYMEHTAMHU B COOTBETCTBUU C TPYJOBBIM KOJEKCOM
Poccuiickont @enepanmm.

IIpoBOXT BBOJHBIN MHCTPYKTAXK, MHCTPYKTAX IO OXPaHE TPYya, MHCTPYKTAX IO
IPOTHUBOIIOKAPHON 0€30MacHOCTH

O0s3aTenbHON SABIAECTCS BHYTPEHHSS ONMKUCHh JOKYMEHTOB, UMEIOIINXCS B TUYHOM
Telie.



Ilopsaook eedenus auunplx oen:

JIuuHoe neno coTpyAaHUKOB LleHTpa BeneTcs B TEUEHUE BCETO Mepuoja padoOThI
Ka)KJI0T'0 TIe1arora U COTpyAHHUKA.

Benenne nu4yHOrO J1ena npeycMaTpyuBacT:

IlomenieHne NTOKYMEHTOB, NOMJIEKAIIMX XPAaHEHHIO B COCTaBE JIMYHBIX [€J, B
XPOHOJIOTHYECKOM TMOPSAKE:

3asiBICHUS;

Konuu npukasos;

JINYHBIN JIUCTOK IO YUYETY KaJIpOB;

JInuHas kapTouKa;

Konuu nokymeHToB 06 o0pa3zoBaHuy;

JIOKYMEHTBI O MOBBIIIEHUN KBAJIN()UKALIMOHHOTO YPOBHS: aTTECTAIllMOHHBIN JIUCT,
YIOCTOBEPEHHE O IIPOXOKIECHUN KYPCOB, SKCIIEPTHOE 3aKJIFOUYCHHE;

Komnu 1oKyMEHTOB O HarpaKJ€HUH, MOOIIPEHNN;

Kcepokomuu: - macnopra (CTpaHMIBl C NEPCOHAIBHBIMU JaHHBIMM O MECTE
pErucTpanun);

KOIHSI BOGHHOTO OujieTa (11si BOEHHOOOS3aHHBIX JIUIL);

KOIIHS CBUJIETENILCTBA O OpaKe, pacTOpKEHUHU Opaka (eciii TaKkoH UMeeTcs);
KOIKS CBUJIETENILCTBA O POXKACHUM JIETEH;

KOIIHS CTPAXOBOI'O CBUJIETENBCTBA;

konusa MHH

Exxerognyro mnpoBEpKYy COCTOSHMSI JIMYHOTO Jefla coTpyaHMkoB LleHTpa Ha
IPEIMET COXPAHHOCTH BKJIKOYEHHBIX B HEr0 JIOKYMEHTOB H CBOEBPEMEHHOE
3aI0JHEHUE.

TpynoBble KHWXKH, MEIUIUHCKAE KHUXKKHA XpaHATCA OTIENbHO B celde
nupekropa Llenrpa.

JIOJIKHOCTHBIE MHCTPYKIIMHU XpaHATCA B OTAeNbHOU nanke OY.

Ilopsaooxk yuema u Xxpanenus 1UYHBIX 0€1:

XpaHEHHE JIMYHBIX [J€J1 COTPYAHUKOB lleHTpa oOpraHm3yroTcs ¢ UEJbI0
o0OecrnevyeHns UX COXPAHHOCTH, KOH(PHUIEHIUAIBHOCTH CBEICHUMN, COJIEPIKALINXCS
B IOKYMEHTAaX JIMYHBIX J1€], OT HECAHKIIMOHUPOBAHHOI'O JOCTYIIA:

TpynoBble KHWXKH, MEIUIUHCKAE KHUKKH XpaHATCA OTIEIbHO B celde
nupekropa LlenTpa.

JIOJDKHOCTHBIE HHCTPYKIIMU XPAHATCS B OTAEIbHOM nanke Llenrpa.

JInyHble nena COTpYyIHUKOB XpaHATCs B cekperapuare LlenTpa.

JIoCcTynl K JIMYHBIM Ji€JIaM COTPYAHUKOB HMEIOT TOJIBKO JEIONPOU3BOAUTEIND,
nupekrop Llentpa.

CucremaTuzanusi JUYHBIX JI€1 COTPYJHUKOB IPOU3BOIUTCS B aji(aBUTHOM
HOPSIIKE.

JInunpie nena megaroroB W coTpyaHUKOB OV, MMEHONMX TOCyAapCTBEHHbBIC
3BaHUs, IPEMUH, HArpajbl, YUYEHbIE CTEIIEHU W 3BaHUSA, XPAHATCA MOCTOSHHO, a
OCTAJIbHBIX COTPYAHUKOB — 75 JeT ¢ rojga YBOJbHEHUS pPabOTHHKA (B
COOTBETCTBUM C IlepeyHeM TUNOBBIX YIIPABICHYECKHUX APXUBHBIX JOKYMEHTOB,
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7.

7.1.

oOpazyronuxcsi B Mpolecce JedaTeNbHOCTH opranusanuii (ytB. Ilpukazom
Munkynetypbl Poccun ot 25.08.2010 r. N 558).

Ilopsook evloauu 1uuHbBIX 0€1 60 BPEMEHHOE NONb30GAHUE:

Bbiaya nuuHbBIX Jen (OTACTBHBIX JOKYMEHTOB B COCTaBE JIMUHOTO JI€Jia) BO
BPEMEHHOE TI0JIb30BaHUE MPOU3BOJAMTCA C pasperieHus aupekropa lleHTpa.
Bpemst paGoThl OrpaHMuYMBacTCsS MpeaeiaMd OJHOTO pabodero nHsS. B KoHIe
pabouero JHS NEIOTPOU3BOIUTEIL 00s13aH yOSIUTHCS B TOM, YTO BCE JIMYHBIC
JelIa, BhIJIAaHHBIC BO BPEMEHHOE TI0JIh30BAaHUE, BO3BPAIIEHBI HA MECTO XpAaHCHUS U
€CTh JIU HEOOXOAMMOCTH JIJISl IPUHATHS MEP K HX BO3BPAILCHUIO UIIH PO3BICKY.

OmeemcmeeHHOCHIb:

Compyonuxu 1leHTpa 00s13aHBl CBOEBPEMEHHO MIPEACTAaBISATh B CEKpeTapuar
CBeZICHHSI 00 WM3MCHEHMHM B TEPCOHANBHBIX JaHHBIX, BKJIIOUYEHHBIX B COCTaB
JUYHOTO Jena.

. Pabomooamenb 00eCricUnBaET:

COXPAaHHOCTb JINYHBIX JIEJI [IE1arOroB U COTPYAHUKOB;
KOH(DUIEHIIMAIBHOCTh CBEJICHMM, COJIEpKAIIMUXCA B JIMYHBIX JI€daX MEJaroroB
COTPYZIHHUKOB.

Ilpasa:
Jiist oGecniedeHust 3aiuThl IEPCOHATBHBIX JAHHBIX, KOTOPHIE XPAHATCA B JIMUYHBIX
JieJIax Me1aroroB U COTPYIHUKOB,

neoazoau u compyonuxu Llenmpa umerom npago:

[Tony4uuTh MOJMHYIO UHPOPMAIIMIO O CBOUX MEPCOHANBHBIX JAHHBIX U 00padOTKe
ATUX JTaHHBIX;

[TonyuuTth 1OCTYI K CBOMM MEPCOHATBLHBIM JaHHBIM;

[Tonyunuth KOMUM, XPaHAIIMECS B JIUYHOM JIeJie U COAEprKallre NepCOHATbHBIC
JTAaHHBIE.

TpebGoBaTh UCKIIIOUECHUSI I UCTIPABICHUS HEBEPHBIX  WJIU HETOJIHBIX
NEPCOHAIBHBIX JAHHBIX

pabomooamenv umeem npaso.

OOpabaTeIBaTh MEPCOHABHBIE JaHHBIC ITEIarOTOB U COTPYAHUKOB L{eHTpa, B TOM
YHUCJIC U HA DJICKTPOHHBIX HOCUTENX;

3anpocuTh OT TMENaroroB W COTpyAHHKOB LleHTpa BCclO HEOOXOAMMYIO
uH(pOpMaITHIO.



