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0 MOpsi/IKe BeJeHHUsI THYHBIX 1eJ1 PA00THHKOB
MAJIOY «/lerckmii cag Ne 371 koMOHHHPOBAHHOIO BHAA»

1. O6mue mosoxenns.

1.1. Hacrosimas HMHCTPYKLHS YCTaHaBIMBaeT IOPsJ0K (OPMHPOBAHHSA, BEICHHUS M XpaHEHHS
muyHbIX Jie1 pabotHUkoB MAJIOVY «Jlerckuit can Ne 371 ».

1.2. UucTpyKuus pa3paboTaHa B COOTBETCTBHH C:

- Tpynosemm koaexcoM Poccuiickoit Peneparny,

- ®enepanbubM 3aKkoHOM N152-03 «O nepcoHanbHBIX JaHHBIX ),
- npukasoM MunkyneTyper PO ot 31.03.2015 Ne526,

- npuka3oM Pocapxusa ot 20.12.2019 Ne236.

1.3. PabGotonarens B nuie 3aBeayromei (ganee — zageayromuid) MAJIOY «/lerckuit cax Ne 371»
obecrieyBaeT 3alMTy MEePCOHATBHBIX IaHHBIX PaOOTHHMKOB, COAEPIKAIIMXCH B JMYHBIX Jeax, OT
HEIIPaBOMEPHOI0 UX MCIIOJIb30BAHUS WIH YTPAThI.

1.4. 3asenyrommit MAJIOY «Jlerckuit cag Ne 371» ompenensieT JMIL, YHNOJHOMOYEHHBIX Ha
noixydenue, 00paboTKy, XpaHeHue, repeiady U odoe Ipyroe UCIoIb30BaHNE EPCOHATBHBIX JaHHBIX
pabOTHUKOB, COJIePIKAIIUXCS B JINYHBIX JeJ1ax.

2. JIuuHoe aes10 padoTHHKA.

2.1. Jluunoe neno pabOTHHKAa — 3TO COBOKYIHOCTb JOKYMEHTOB, COJEpPXallMX CBEIEHHA O
paboTHuke u nepuose padotel B MAJIOV «[letckuit cag Ne 371 ».

2.2. Jluynoe neno paboTHuKa odopMisieTcs B TPEXIHEBHBI CPOK IOCIE HA3HAYEHMs €ro Ha
JIOJDKHOCTb.

2.3. Jluynoe neno paboTHUKA BeJeTCs OTBETCTBEHHLIM 3a KaJpOBOE JIEJ0NPOHM3BOJCTBO
paborauxoM MAJIOY «Jlerckuii cag Ne 371 ».

2.4. 3anpeuraercs nony4arb, oOpabaTblBaTh W I[pHOOIIATE K JIMYHOMY Jelly pabOTHHKa He
yCTAQHOBJIEHHBIE (heepabHBIMK 3aKOHAMH NMEPCOHATBHBIE JTAHHBIE O €0 MOJIMTHYECKHX, PEJIMTHO3HBIX
U UHBIX yOeXIeHHSAX, YACTHOH JKH3HH, WIEHCTBE B OOLIECTBEHHBIX OOBEIHHEHHAX, B TOM YHCJIE B
npodecCHOHATBHEBIX COH03aX.

2.5. CBepieHus, cojiepKaiinecs B IHYHOM Jiesie pabOTHHKA, SBISIOTCS KOH(GUIEHIHATBHBIMH.

2.6. JInunele neia opopMISIIOTCS Ha BeeX TaTHBIX paboTHUKOB MAJIOY «/[letckuii cag Ne 371y,

3. CocTaB 10KYMEHTOB, BKJIKYAaeMbIX B JIHYHOE /1€/10 pad0THHKA.

3.1. CoctaB JOKYMEHTOB, BKJIIOUAEMbIX B JIHYHOE J€JI0 pabOTHMKA, 3aBUCHT OT JAOKHOCTH,
KOTOPYIO OH 3aHHUMAET U CIIeHU(HUKHU €ro ciIyKeOHOH 1esATeIbHOCTH.

[lepBoHAYaILHO B JIMYHOE JEJI0 TPYNITHPYIOTCS JOKYMEHTHI, 0)OpMIISIOLINE NPOLECC NpHeMa Ha
paboTy, a BIOCIEICTBHU - BCe OCHOBHBIC JOKYMEHTBI, OTpaxkaromue npouecc pabotel B MAJIOY
«Jletckmii cag Ne 371».

3.2. [Ipu nepBoHavaIbHOM 0GOPMICHHH JIHYHOTO Jiej1a pabOTHHKA B HETO BKJIIOYAIOTCA CJIENYIOIIHE
NOKYMEHTBHI: _

1) ankeTa ycraHoBieHHOH (opmel ¢ hoTorpadueii;
2) aBrobuorpagus;
3) nu4HOe 3asABlIEHHE JIHIA, NpeTeHayomero Ha 1omkHocTh B MAJIOY «Jletckuit can Ne 371 »;



4) Tpy1oBO# AOTOBOP 0€3 MTOJPKHOCTHOW MHCTPYKIINH;
5) xomnus MpuKasa o mpuemMe Ha padboTy;
6) cripaBka 00 OTCYTCTBUH CYAMMOCTH;
7) MUChbMEHHOE coriacke Ha 00pabOTKy MEePCOHAIBHBIX JAHHBIX;
8) cornamienue o HepasrialleHNe MePCOHAIbHBIX TaHHBIX (7S TeX, Y KOTO €CTh JOMYCK K
MEPCOHAITBHBIM JIAHHBIM JIPYTHX);
9) xoruu JOKYMEHTOB 00 00pa3oBaHWU, OOYYCHHH, NTEPEeOOYICHUH, TOBBIIIICHUH KB (DHUKAITUN
(ecnu 0OyueHue mpoxoauio 3a cueT cpeacts MAJIOY «Jlerckuii cax Ne 371»);
10) komuu TOKYMEHTOB, MOATBEPKAAIONMINX KBATU(UKAIIMOHHYIO KaTEropHuio (aTTeCTalliOHHBIN
JIMCT) WU MPHUKa3 TMOATBEPKIAIOIIYIO KBAUTN(UKALMOHHYIO KATETOPHIO);
11) xomum pemieHW O HarpakJI€HWU TOCYIapCTBEHHBIMH W BEJOMCTBEHHBIMH HarpajamMu,
MIPUCBOCHUH MOYETHBIX U CIICIUATBHBIX 3BAHUM, IPUCYKJACHUN TOCYAAPCTBEHHBIX MMPEMHH U T.JI.
(ecyi TakOBBIC UMEIOTCS) (HA OCHOBAHUHU JTUYHOTO 3asIBJICHUS PAOOTHHKA);
12) cnpaBka c OCHOBHOIO MecTa pabOThl ¢ yka3aHueM rpaduka pabOThl, 3aBEpeHHAs KOIHs
TPYIOBOM KHIKKH (M1 COBMECTUTEICH);
13) noroBop 0 MaTrepuaIbHON OTBETCTBEHHOCTH (IJIs1 MATEPHATIHHO OTBETCTBEHHBIX JIHII);
14) 3asBnenue o BbIOOpPE POPMBI BEJICHHS TPYTIOBOM KHIKKH.

3.3. B mporecce pabOTHI K JIMYHOMY JIeTy MPHOOIIAFOTCS:
1) nononHeHue K aHKETEe YCTAaHOBIEHHOU (pOpMBI;
2) aTTeCTallMOHHBIC JINCTHI,
3) KoMK JOKYMEHTOB, OATBEPKAAIOIINX podeccrHoHaIbHOe 00pa3oBaHue (Ha OCHOBAHUU
JIMYHOTO 3asBJICHUS] paOOTHUKA)
4) KoUK JTOKYMEHTOB, MOJITBEPKIAIOLINX MOBBIIICHHE KBATU(PHUKAIIUN (HA OCHOBAHUU JINYHOTO
3asBICHUS paOOTHHUKA),
5) KoUK JOKYMEHTOB, MOATBEPKAAOIINX KBATU(PUKAIMOHHYIO KATErOPHIO (aTTeCTaI[MOHHBIH
JUCT WK TPUKa3 MOATBEPKAAIONIYI0 KBATH(PUKAIIMOHHYIO KATETOPHIO);
6) KOIUM pEelIeHH 0 HarPaXKICHUH FOCYIapCTBEHHBIMU U BEZJOMCTBEHHBIMH HarpajaamH,
MPUCBOCHUY TIOYETHBIX M CIICITUATBHBIX 3BAHHM, IPUCYKICHUU TOCYIaPCTBEHHBIX TPEMHMA U T.I.
(ecu TakoBBIE UMEIOTCS) (HA OCHOBAHUU JIMYHOTO 3asiBIICHUs PaOOTHHKA);
7) KoM TOKyMEHTOB O MEPEBO/IC Ha PYTYIO TOJKHOCTh U YBOJIbHEHHH;
8) IOTIOJIHUTENbHBIE COTTIAIlIEHHS] K TPYAOBOMY JIOTOBODY;
9) cpouHBIii TPYIOBOI TOTOBOP HA COTPYIHHUKA, 3a/ICHCTBOBAHO B OKa3aHUH TUIATHBIX YCIYT U
SBJISIOIIETOCS YJICHOM BPEMEHHOT'O TPYJ0BOTO KOJUIEKTUBA.
Ip. TOKYMEHTHI, 00pa3yroIIrecst BO BpeMs TPYI0BOH JEATEIILHOCTH paOOTHHKA.

3.4. Tlpu dbopMUpOBaHUU U BEACHHUU JMYHOTO JIeja MCIONb3YIOTCS KCEPOKOMUU JOKYMEHTOB MPHU

HaJINYHU MMPEABABICHHOI'O MOAJIMHHUKA JOKYMCHTA.

B CJIydac OTCYTCTBHA INOJJIMHHHKA pa60THI/IK AOJDKCH MPEACTABUTH HOTAPUAIIBHO 3aBCPCHHBIC

KOITMHU JOKYMCHTOB.

3.5. 3anpermiaercst XpaHUTh B JuuHOM Jene: konuu nacnopra, CHUJIC, UHH, cBuznerenscTBa 0

POXIEHUH, TIepeMeHe (aMIIINU, UMCHH, OTYECTBA, 3aKIIOYEHUH M PACTOP)KCHHM Opaka W BOCHHBIH
ouer.

4. Ilopsiiok 3ano/IHEHUsI AaHKeThbI, aBTO0OUOrpaduu, 10N0JTHEHUsI K aHKeTe,
BKJII0YaeMbIX B JIMYHOE €10 PA0OTHUKA.
4.1 Ilopsook 3anonnenuss omoenibHblx epag) aHKkemai.

4.1.1. Amnkera 3amonHseTcs paOOTHUKOM COOCTBEHHOpPYYHO. B aHkeTe He JommyckaroTcs
COKpalIeHHs, TPOYEPKH, UCIIpaBiieHUs. B aHkeTy BkiienBaeTcs pororpadusi paboTHHKa pa3MepoM
30x40 mm.

4.1.2. Tlpu 3amoNHEHUN aHKEThl MCIOJB3YIOTCS CIEAYIOUIUE JTOKYMEHTBI: MacropT, TpyroBas
KHUXKKA, BOGHHBIH OMIIET, OKyMEHTHl 00 00pa3oBaHHMU (AMIUIOM, CBHJETENBCTBO, aTTECTaT,
YIOCTOBEPEHUE), TOKYMEHTHI, MOATBEPKIAIOIINE YUEHYIO CTeNeHb (y4eHOe 3BaHHe) U Jpyrue
JTOKYMEHTHI.

4.1.3. Ha Bce BOmpoCHl aHKEThl PaOOTHUK JOJDKEH JJaBaTh IIOJHBIE OTBETHI B CTPOTOM
COOTBETCTBMM C TEMH 3alHUCSIMH, KOTOpBIE COAEPXKATCS B €ro JIMYHBIX JOKYMEHTaX,
OTpHILIATENIbHBIE OTBETHI B rpad)aX aHKeThbl 0€3 MOBTOPEHMS BOIIpoca (HapuMep: YuéHasi CTeNeHb —



HE UMEIO).

4.1.4. B rpade «oOpazoBaHHE» TOKHBI IPUMEHATHCS ClIeAyIONe (OPMYITHUPOBKHU: «BBICLIEEY, «
HEMOJHOE BBICIIEE», «CpeAHee NPo(ecCHOHANIBHOE», «CPENHEE», B 3aBUCUMOCTH OT TOTO, KaKOH
JOKyMEHT 00 oOpa3zoBaHuu umeercs. Ecim paOOTHUK 3aKOHYHMII HECKOJIBKO KYpPCOB BBICLIETO
yueOHOr0o 3aBeJICHHUs, BBIHYKJIEH ObUI IpepBaTh 00ydeHHE WIM 00ydaeTcsl B JaHHOE BPEMs, TO
3aMHCHIBAETCS, CKOJIBKO KYPCOB OH 3aKOHYMJI WJIM HA KAKOM Kypce o0yJaeTcsl.

CotpynHuku, oOydarouiuecs WIM OOydaBIIMECS B CPEIHMX NPOPECCHOHATIBHBIX Y4EOHBIX
3aBEJICHUAX (TEXHUKYMBI, KOJIJICKH), HO HE OKOHYMBIIHNE MX, JOJDKHBI OBITH OTHECEHBI K JIULAM,
HMEIOIINM cpefHee (IMoJHOe 00IIee) WM HEMoJIHOoe cpeHee (OCHOBHOE o01ee) oOpa3oBaHue, B
3aBUCUMOCTH OT TOT0, Kakoe€ OHHM HMMEIH O0pa30BaHME B MOMEHT IOCTYIUICHHS B CpeIHEe
npodeccuoHalIbHOEe ydeOHOe 3aBe/ieHHe, K JMIlaM, HMEIOMUM cpeaHee (moyiHoe oO1ee)
o0Opa3oBaHHe, OTHOCATCS PAOOTHUKHM, 3aKOHYMBIIME CPEIHHME INKOJbI, IIKOJBI C Y4eOHBIM
U3yuyeHHeM Kakoro — iubo mnpeamera, Juues, IMMHa3zuu. Jlns pabOTHMKOB, OKOHUYUBIINX
npoeCCUOHATPHO-TEXHUUECKUE y4YuiIuIa (Wwid o0pa3oBaTelbHBIE YUYPEKACHUS, K HHUM
IIpUpaBHEHHBIE),  yKa3biBaeTcs  mpodeccuss u  paspsaa.  Jlumam, He  MMEIOIIMM
poheCCHOHATTBHO-TEXHMYECKOTO (HaYaJIbHOTO MPO(EeCCHOHATBFHOT0) 00pa3oBaHus, mpodeccus
yKa3bIBAa€TCsI 110 ONBITY PAOOTHI.

OxoHuYMBILIKE TPU Kypca BBICIIMX (MM MPUPABHEHHBIX K HUM) yU4EOHBIX 3aBEIEHUN OTHOCATCA K
JIMIIaM C HENOJHBIM BBICIIUM 0Opa3oBaHueM. "CrennaibHOCTh 0 AUIIIIOMY" 3aIl0JIHAETCS TOJIBKO
Ha CIEMUAIMCTOB C BBICIIMM M CPEIHUM CIICHUAIBHBIM OOpa3oBaHMeM. B 3Toil crpoke
YKa3bIBAa€TCsl CIIEUAIbHOCTD, MOTY4YE€HHAas! 10 OKOHYAHUU BBICHIETO WM CPETHETO CIIEUATIBbHOTO
yuebHoro 3aBefeHus. CrenUalbHOCTh MO OOpPa30BAHUIO 3aIMCHIBACTCS TOJIBKO HA OCHOBAHUH
JUIIIOMA.

4.1.5. B rpade «bpuu 1 3a TpaHULIei» yKa3bIBACTCS MOJHOE HAMMEHOBAHHUE CTPAHBI, TOJ] M LIEJh
npeObiBanus (Harpumep: ['epmanus -2005 - Typnoesaka).

4.1.6. B rpade «Bamm 6au3kne poICTBEHHUKN» NEPEUUCISIOTCS BCE WICHBI CEMBH C yKa3aHHEM
CTEIEeHH POJCTBA (POJUTENH, CYIIPYTH, IETH, a TAK)KE OpaThsl U CECTPHI) IPU 3TOM YKa3bIBACTCS X
(bamuTus, UMs1, OTIECTBO, J1aTa POXKIACHUS, MECTO PAOOTHI, TOIKHOCTD.

4.1.7. B rpade «Brinonnsemas pabota ¢ Hadaia TPYAOBOH AEATEIbHOCTH» OTPAXKAIOTCS CBEJICHUS
0 paboTe B COOTBETCTBHM C 3allUCSIMH B TPYIOBOH KHWKKe. Ecnmu TpymoBas InesTeNbHOCTh
Hayanack ¢ 00y4eHHUs: B TOM WJIM HHOM y4yeOHOM 3aBEJI€HUM, TO ITOT NMEPHOA TaKXKe OTMEYaeTcs B
nanHo# rpade. Croga BHOCSATCS U CBEJEHUS O MepephiBax B padoTe B CBsI3U ¢ yu&0oii, O0JIE3HbIO,
HaXOXXJICHUAM Ha KIUBEHUH M TOMY MOAOOHOE (HampuMmep: «He paboTaiy», «HaXOAWJCs Ha
TIEHCUW», «HAXOJWIICA Ha WKIUBEHUM», «Oonemn»). Kpome Toro, ecnu ciayxamuid 3aHUMAT
pa3uyHbIe JOKHOCTH, TO CIEAyeT yKa3blBaThb BpeMsl MpPeOBbIBaHUS Ha KaKJOW NOJKHOCTU. B
TPYAOBYIO JIESITENFHOCTh HE 3alMCBhIBaETCS BpeMsi y4€Obl B 00IIe00pa3oBaTENbHBIX IIIKOJIAX,
npopeCCHOHATbHO-TEXHUUECKUX ~ YYWJIMIIAX M K HUM TPUPaBHEHHBIX (CYBOPOBCKHE,
HAaXMMOBCKHE, BOCHHbIE YUHIUINA U T.1.). [Ipy mpoxoxkaeHnn ciyx0sl B BoopyXE€HHBIX CHiIax
yKa3bIBaeTCsl JOJDKHOCTh, HOMEP BOMHCKOM YacTH (yUpekAeHus) U B KakOM OKpyre OHa
HaXO/WJIach, B cliydae Mepexoja U3 OJHOW BOMHCKOW YacTH B IPYTYIO - HOMEpa 3TUX 4YacTed |
JaThl IEpexo/ia ¢ yKa3aHUEM aJI[pecoB MECT CIy»KObI 3a rocneanue 15 mer.

TpynoBast AesITeTPHOCTD 3aIUCHIBACTCS CTPOTO B XPOHOJIOTHYECKOM TIOPSIJIKE.

4.1.8. B rpade «/lomomHUTENbHBIE CBEIEHUSI» MOTYT YKa3bIBaTbCA CBEICHHMS O HarpakICHUU
opaenamu, menamsaimu CCCP, Poccuiickoit ®@enepanuu, WHOCTPAHHBIX TOCYJApCTB, a TaKkKe
npucBoeHnu no4€THbIX 38aHUN CCCP, PCOCP, nHbBIX COIO3HBIX TOCYAAPCTB, a TAK)KE IPUCBOCHUH
nou€tHbIX 3BaHUN CCCP, PCDOCP, nnbix coto3ubix rocynapcts Poccuiickoit @enepanuu. 3anucu
MIPOU3BOJIATCS HA OCHOBAHUH OPJICHCKUX KHUXKEK, YIOCTOBEPEHHH K Me/lalsiM, YKa30B M IPUKA30B
0 HaTrpPaKICHUH, TIOOIPEHHH.

4.1.9. B rpadpe «OTHOIIEHHE K BOMHCKOM OOS3aHHOCTHM M BOMHCKOE 3BaHUE)» YKas3bIBaeTcCs
OTHOIIIEHWE Pa0OTHHKA K BOWHCKON OOS3aHHOCTH (HampuMmep: BOCHHOOOS3aHHBIW(as), Manop
3araca, Cep KaHT 3amaca).

JIn1o, OTBETCTBEHHOE 3a KaJpOBOE JEJIONPOU3BOJCTBO 003aHO IPOBEPATH NIPH IpUEME Ha paboTy
y TpaxzaH, NpeObIBAIOIIMX B 3arace, BOCHHBbIC OWJIETHI (BpEMEHHBIC YIOCTOBEPEHHUS B3aMEH
BOCHHBIX OWJIETOB), @ y TpaXkJaH, IOJUIeXkKalX MPU3bIBY Ha BOCHHYIO CIYyXKO0y, YOCTOBEPEHHUS
rpakJaH, MoJJIeKaIIUX MPHU3bIBY, YCTAHOBUTb, CTOUT JIM TpakJaHUH(Ka), IPUHUMAEMbIi(as1) Ha
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paboTy Ha BOMHCKOM yuéte. B ciiydae oTCyTcTBUS B BOGHHOM OMJIETE OTMETKHU O ITOCTAaHOBKE Ha
BOMHCKUU y4€T (ecniu OH (OHA) SBISETCS BOEHHOOOS3aHHBIM (0if) HEOOXOAMMO HANpPaBUTh
rpakaaHrHa(Ky) B pallOHHBIA BOSHHBINH KOMHUCCapHaT.
4.1.10. B rpade «/lomamnamii aapec u HoMep TenedoHa» He0OXOAMMO YKa3aTh IMOYTOBBIA HHJIEKC.
Ecnu agpec nponucky u Npo>kKMBaHUs HE COBMAJIA0T, TO yKa3bIBalOTCsS 00a ajipeca.
4.1.11. B rpade «IlacnopT mnm JTOKYMEHT, €ro 3aMEHSIOIINI» CIeAyeT yKa3blBaTh €ro HOMEp,
CEepHI0, KOT/1a U KEM BbIJIaH.
4.1.12. AHKeTa MOAKUCHIBACTCS U 3aBEPSCTCS:
- TUIIOM, TIOCTYTAIOIIKUM Ha paboTy;
- OTBETCTBEHHBIM 3a KajpoBoe jaenonpou3BoactB0 MAJIOY «/lerckuit cag Ne 371» nevarsio u
JaToM, Mociie TOro Kak OyleT MpoBepeHa IOJHOTa M MPABUIBHOCTH 3allOJHEHUS AHKETHl B
COOTBETCTBHUH C TPEABSBICHHBIMUA JOKYMEHTAMH.
4.2. Ilopsook 3anonuenus asmoouozpaghuu.
ABTtoOuorpagusi CoCcTaBiIsIeTCs B NPOHU3BOJIBHON (hopMe COOCTBEHHOPYYHO TpaKAaHWHOM. B
coJiep>KaHuu aBToOMOrpadguu oTpaxaroTcs: haMuiIns, UMs, OTYECTBO TpakIaHUHA, YUCIIO, MECHIII,
roJl U MECTO POKICHMUS, IOJy4YeHHOE 00pa3oBaHue (TAe, KOT1a, Kakas CIeHUaIbHOCTh U B KaKUX
y4eOHBIX 3aBEJEHUSX), TPYAOBas NEATEIbHOCTh, MOJyYEHHE JIOMOJHUTEIHLHOTO 00pa3oBaHMUS,
OKOHYaHHE KYpPCOB TOBBIIICHUS KBATH(UKALIMK, MEPENOAroTOBKa, M3MEHEHHS B Oworpaguu u
JpyTue CBEJCHMUs, KOTOPhIE KeJIaeT OCBETUTh B CBOEH aBTOOHOrpaduu mocrynaromuii Ha padoTy.
4.3. Jlononnenue x aHkeme 3allONHACTCS OTBETCTBEHHBIM 3a KaJpOBOE JIEIONPOHM3BOJICTBO B
npouecce paboOThl MpPU HEOOXOAMMOCTH BHECEHHUS B JIMYHOE JENO0 CBEACHHH 00 H3MEHEHHSIX B
poecCHOHATLHOM JISATEIILHOCTH paOOTHUKA.
43.1. B mepBoMm paznene (QUKCHUPYIOTCS CBEIEHHUS O IMEpeBOJaX Ha JPYrHe OJKHOCTU
(mepemelieHus C yKa3aHMEM JaT BCTYIUIEHMSI B JOJDKHOCTb U yXOJa C HEE) CO CChUIKOM Ha
JOKYMEHTBI O Ha3HAUYEHUH, TIEPEBO/IC, YBOJIbHEHHH.
4.3.2. Bo BTOpOM paszjerne OTpakatoTcsl JaHHbBIE O MPO(ECCHOHATBHON AeITeTbHOCTH paOOTHHUKA
(MOAroTOBKa, MEPENOArOTOBKA W TMOBBIINIEHHWE KBATHM(PHUKAIUK, HArpakIeHUE OpJeHAMH U
MeJalsiM{, TNPUCBOCHHE YYEHOM CTENEeHHM, YYEHOrO0 M IIOYETHOTO 3BaHUs, IpeObIBaHUE 3a
rpaHuIIed, HAJIOKEHNUE U CHATHE B3bICKAHUM, N3MEHEHUS JPYTUX YYETHBIX JaHHBIX paOOTHHKA).
Bce BHOCHMBIE H3MEHEHUS IOJDKHBI OBITH TOTBEPIKICHBI COOTBETCTBYIOIIUMH IOKYMEHTAMHU.
OO0s3aTenbHBIM PEKBU3UTOM JIOMOJIHEHUS K aHKETe SBJISIIOTCA OTMETKHM O MPOBEIEHUHM IPOBEPOK
HaJIMYUS U COCTOSTHUS JINYHBIX €7, OTMeTKa 10JKHA OBITh CIIEAYIOLIEro CONEPKAHUS: «JIMYHOE JIENI0
IIPOBEPEHO», JlaTa, MOAMUCH IPOBEPSIEMOro IOMEIIAOTCS Ha OOpaTHOM CTOpOHE JUCTa Mocie
3aHECEHHBIX CBEJICHUM.
4.4. Bce TOKYMEHTBI JIMYHOTO Jiejia MOMELIAI0TCs B MaNKy — CKOPOCIINBATEb.
Bce n1oKkyMeHTHI B Marke JOJKHBI PACIIONaraTbCsl B MPSIMOM XPOHOJIOTUYECKOM MOPSIJIKE.
4.5. [lna XpaHEHUs JIMYHBIX J1e] paOOTHUKOB MCIIONB3YIOTCS CEH(Bl MM HAEKHO 3alMpaeMble U
OTeYaThIBaeMbIe MIKA]HI.

5. BHyTpeHHss ONMCh JOKYMEHTOB, COJEP/KAIMXCS B THYHOM JieJie.

5.1. JlokyMeHTBI, NpHOOIIEHHbIE K JUYHOMY Jeldy pabOTHUKAa Teped caadeil B apXwuBs,
OpOLIIOPYIOTCS, JIMCTHI HYMEpYIOTCS apaOCKUMH IM(pamMu YepHbIM TIpadUTHBIM KapaHAalloM B
MIPaBOM HUXKHEM YIJy, K TUYHOMY JIeJTy MpUjlaraeTcsi BHyTPEHHSS OIHUCh.

5.2. BHyTpeHHSIsI OUCh COCTABIISIETCS Ha OTACIIBHOM JIUCTE 10 YCTaHOBJICHHOH (opme (mprutoxkeHue 1).

6. [Topsinok BbIIa4M JUYHBIX /IeJ1 BO BpeMeHHOe M0/1b30BaHKe.

6.1. Jluunoe neno paOOTHHKA MOXKET OBITh BBIIAHO BO BPEMEHHOE MOJIb30BaHUE JOHKHOCTHBIM
JUIaM, KPYT KOTOPBIX ONpeeNsieTcs 3aBeyIolIel C yCTaHOBICHHEM CPOKa BPEMEHHOTI'O MOJIb30BaHUSI.

[Tpu paboTe ¢ TUYHBIM J1€JIOM, BBIIAaHHBIM BO BPEMEHHOE TMOJIb30BaHUE, 3aMpeliaeTcs MPOu3BOIUTh
Kakue-Tu00 WCTIpABJICHHS, BHOCHTh HOBBIC 3allMCH, W3BIEKaTh JOKYMEHTHI, pa3TianiaTh
coJiep>KaIrirecs B HeM KOH(UICHIIHATbHBIE CBEICHUSI.

[Ipn m3BICUYEHHHM KaKUX-TUOO JTOKYMEHTOB W3 JIMYHOTO Jiejia JIMI0, OTBETCTBEHHOE 3a BEJCHUE
JUYHBIX JIeJT, 00sS3aHO CIeaTh BO BHYTPEHHEH OMUCH COOTBETCTBYIONIYIO 3AITHUCh.
6.2. Jlnsg KOHTpOJIS 32 CBOEBPEMEHHBIM BO3BPATOM BBIJAHHBIX WJIM BBICIAHHBIX JJISi O3HAKOMIICHHS
JUYHBIX JIeJ WIH TPEJOTBPAIICHUS MX YTPaThl MOXET HCIOJIB30BAThCS KOHTPOJIbHAS KapTO4Ka,
KOTOpasi 3amoJiHseTCsl Ha Kaxjaoe neno. B Hell yka3piBaeTcs HOMEp JIMYHOTO jefa, (haMuius, ums,
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OTYECTBO Pa0OTHMKA, HA KOTOPOrO OHA 3aBECHA, JaTa BbIJA4M JIMYHOTO Jella, KOMY OHO BBIJAHO,
pacmucka B MOJIYYEHHUH, HOMEp CIIYXeOHOTO TeredoHa JIMIa, MOJYYHBILIEro JeJI0 U JlaTa BO3Bpara
nena.

6.3. Ilpm BoO3BpaTe pena TIIATENBHO TPOBEPSETCS COXPAHHOCTh JOKYMEHTOB, OTCYTCTBHE
MOBPEXKACHUM, BKIIIOUEHUS B JI€J0 APYTUX JOKYMEHTOB HJIM MOJIMEHBI JOKyMeHTOB. [IpocMoTtp nena
IIPOU3BOJUTCS B IPUCYTCTBUM PYKOBOAMTENS yupexaeHus. Ilepenaua nuuHbIX 1€ 3aBe1ytolien uepes
CeKpeTapsi WM JApYruxX JIMI He Jomyckaercs. Jlpyrue pyKOBOIWTENW TMOApPA3EICHU MOTYT
3HAKOMUTHCA C JIMYHBIMM JI€JIaMU TOJYUHEHHBIX MM COTPYJHUKOB. O3HaKoMmJIeHHUE C JAejlaMu
OCYILIECTBIISICTCS. B TOMELICHUH, TJe HAXOIATCSA JIMYHBIE Jena (B MPUEMHON 3aBedylolled Moj
HabmroeHneM pabOTHHKA, OTBETCTBEHHOI'O 32 COXPAHHOCTh M BEJCHME JIMYHBIX jaei1. Bpems paboTbl
(03HaKOMIIEHUS) TOJDKHO OTPAaHMYMBATHCSA IpeeIaMUu OJHOTO pabouero aHs. PakT 03HAKOMIICHUS
(buKcupyercsi B KOHTPOJIBHOM KapTOUKe JTMYHOTO JAeTa.

6.4. Jluunoe neno pabOTHHKA HE BbIAAECTCA HA pyKU PaOOTHHUKY BO BPEMEHHOE MOJIb30BaHHE.

6.5. Bblgaua nauuHbBIX A€ (OTAENBHBIX JOKYMEHTOB B COCTaBE€ JIMYHOIO Jiela) BO BPEMEHHOE
M0JIb30BAHUE JPYTUM OpraHu3alusaM (y4peskKIeHUSIM) MPOU3BOAUTCA C pa3pelIeHUs 3aBeayrolel Ha
OCHOBAaHMU HaJJIeKaMM 00pazoM odopmieHHOTo 3ampoca. O BbIIaue J1ena COCTaBISAETCS aKT, OJUH
U3 DK3EMIUISIPOB KOTOPOrO TMEpeAaercs BMECTe C JelioM (JOKYMEHTOM) MPEeICTaBUTEIIO
3arpamivBaroIleld CTOPOHBI, a BTOPOM 3K3EMIUISP XPaHUTCS B JIeNax OpraHU3aluu 10 BO3BpAalllEHUs
nena (IOKyMeHTa) B MECTO XpaHEHHUSI.

W3batue oTnenbHBIX TOKYMEHTOB U3 JIMYHOIO JI€JIa MIPOU3BOIUTCS C pa3pelleHus 3aBeaAyIoUei ¢
odopmiieHneM cooTBeTcTBYIOIEH 3amucu B rpade «lIpumedanue» BHyTpeHHeW omnucu. [Ipu
BPEMEHHOM U3BSATHH JOKYMEHTA Ha €r0 MECTO (MEKTy JINCTAMU COCETHUX JOKYMEHTOB) BKJIa/IbIBAETCS
CIpaBKa-3aMEeCTHTENb (KapTa-3aMEeCTUTENh) C YKA3aHUEM JIaThl U MIPUYUH U3BSITHS C POCIHUCHIO JIUILIA,
BBI/IABILIETO JOKYMEHT, U POCIIKCHIO JIUIA, TOJIyYHUBILEr0 €r0 BO BPEMEHHOE 10JIb30BAHHUE.

7. IlopsAAI0K 03HAKOMJIEHHS C JTHYHBIM JeJ10M Pa0OTHHKA.

PaboTHHUK MMeeT paBo Ha 03HAKOMJICHHE CO BCEMH MaTepHallaMH U3 CBOETO JJMYHOTO JeTa.

7.1. O3HakomJieHHE PaOOTHUKA C JOKYMEHTAaMH CBOEro JMYHOIrO Jeja MPOBOAMTCA MO MpochOe
camMoro paboTHHUKA.

7.2. PaBOTHUK CaMOCTOSTENILHO B NMHUCBMEHHOH (opme pelaer BONPOC Meperayd KoMy-Iu0o
CBEJIEHUH O cebe 3a MCKIIOYEHHEM CIydaeB, MPEIyCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccuiickoi
denepanuu.

7.3. @aKkT O03HAKOMJICHHS C JIMYHBIM JEeJIOM pabOTHHKA YIOCTOBEPSETCS JMYHOW MOJIMHCHIO
COTPY/IHUKA B JINCTE O3HAKOMJIEHUS C JIMYHBIM JIEJIOM C YKa3aHHUEM JIaThl O3HAKOMJICHUSI.

7.4. PaboTHUK 00513aH cooOLIaTh OTBETCTBEHHOMY 3a KaJpOBOE JIEJIONPOU3BOICTBO 00 M3MEHEHUU
TeX WM UHBIX EPCOHATBHBIX JaHHBIX.

7.5. PaboTHUK MMEET MpaBO Ha MOJy4YeHHE KOMHUH JII0OO0ro JTOKYMEHTA, COAEpIKAllerocs B €ro
JMYHOM [ieJie, Ha OCHOBAaHUM NMHCBMEHHOIO 3asBJICHUs Ha MMs 3aBeayrouled. Komum nokymeHTOB
JOJDKHBI OBITH 3aBEpEHBI HaJUIekKAIUM 00pa3oM M TPEIOCTABIATHCS PaOOTHUKY OE3BO3ME3IHO B
TEUYEHHUE TPeX JHEH CO JIHS MOAAYH 3asiBICHHUS.

8. ITopsAa0OK MOATOTOBKH M CAA4YH JUYHBIX [1eJI B apXHB.
8.1. Jluunble nena OTHOCATCSA K JIOKyMEHTaM BpeMeHHOro (cBbimie 10 jeT) cpoka XpaHeHHsS H
MoJyIeXxart XpaHeHnto B TeueHune 50-75 net co aHs yBOJTbHEHHS PaOOTHUKA.
8.2. Jluunble Jena YBOJIEHHBIX PAaOOTHUKOB O(OPMIISIOTCS B COOTBETCTBMU C HACTOSILIEH
WHCTPYKIIMEH ¥ XPaHATCS B apXUBE aJ(aBUTHOM MOPSIKE.
8.3. [IpenapxuBHas MOArOTOBKA JTMYHBIX /1€ BKIIOUAET JBE MPOLEAYPhl: OPOPMIICHUS U OIHCAHUS
Jell.
8.4. Odopmitenue nen npeaycMaTpuBaeT:
- TeperpynmupoBKy JOKYMEHTOB B TNPSIMOW JIOTMYECKOW TOCIEIOBATEIBHOCTH (€CIH TaKoBas
HE00XO0AUMOCTh UMEETCS);
- U3BATHE JOKYMEHTOB BPEMEHHOTO CpOKa XpaHeHUs (HaJoOHOCTh, B KOTOPBIX MHHOBAJIA);
- HyMEpaluio JHCTOB B Jeie (MPOU3BOIUTCS MPOCTHIM IpU(eTbHBIM KapaHAalloM B BEpXHEM
IIPaBOM YTJIy JIUCTA), HOMEPYIOTCS HE CTPAHHULIBL, @ JIUCT;
- COCTaBJICHUE 3aBEPUTEIILHON HA/AMTUCH JIeNa,
- MOJIIMBKY Jena (B 0OJOXKY Ha 3 MPOKOJa, MPEABAPUTEIBHO YAAIMB BCE METAUIMYECKHE
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32)KHMbI, CKOOBI, CKPEIIKH C JJOKyMEHTOB);
- BHECCHHE HEOOXOIMMBIX YTOUHEHUH B PEKBU3UTHI OOJIOKKH JeNa.

K BHyTpeHHeW ONHCH COCTaBJISICTCSI MTOTOBas 3alKCh, B KOTOPOW YyKa3bIBaeTcs IudpamMu u
MPONKCHIO KOJIMYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIEa.

8.5. Ilpu omnucu B JHCTe-3aBEpUTENIC OTPAKACTCS UCTUHHOE (PU3NYECKOE COCTOSIHHME JIMYHOTO Jela
Ha MOMEHT €ro MpeJapXUBHON MOATOTOBKU. B ToKyMeHTe yKa3bIBaeTCs:

= HOMEp JUYHOTO JIena,

» uH(popManys 00 UMEIOIUXCs B HEM JIHCTaX (KOJIMYECTBO),

= uHpOpPMAIMSI O COCTOSHUU OTIEIbHBIX JIOKYMEHTOB WM HMX KOIMUH, BIOXEHHBIX B JIEJIO

(HampuMep, UMEIOIUICS TOKYMEHT 3aKJIeeH, Ha/IOpBaH, yTpadeH).

8.6. Jluct-3aBepuTeNb CIYKHUT ISl yUeTa KOJIMUYECTBA JIMCTOB B Jiesie U (PUKCAUU 0COOEHHOCTEH X
HyMEpaluy, TJIe YKa3bIBaeTcs HU(pPaMu U MPONHUCHIO0 KOJIMUECTBO MPOHYMEPOBAHHBIX JIUCTOB JIea U
OTJENBHO, Yepe3 3HaK «+» (IUII0C) KOJIMYECTBO JIMCTOB BHYTPEHHEH OMUCH. 3aBepUTeabHas HAIUCh
MOJINMCHIBACTCSA €€ COCTAaBUTENEM C YKa3aHWEM paciu(ppoOBKU TOAMHUCH, TODKHOCTH M JaThl
COCTaBJICHUS U MOAIINBACTCS K ACIy.

3ampemaercss BHIHOCUTh 3aBEPUTEIbHYIO HAJMHCh HA OOJIOKKY Jlefla WIM YUCTBIA 000pOT JmcTa
MOCIIEHETO IOKYMEHTA.

8.7. OdopmiieHne nen Uisi Tepefadyd B apXHWB OCYIIECTBISETCS B TOAY, CICIYIOIIMM 3a
JIeNIONPOU3BOJICTBEHHBIM B T€UEHUE BCETO ro/Ia.

9. O6s13aHHOCTH OTBETCTBEHHOT'0 32 KA/IPOBOE /1eJ10MPOU3BOJACTBO
10 BeJIeHUIO JUYHBIX J1eJ padoTHukoB MAJIOY
9.1. B 00s13aHHOCTH OTBETCTBEHHOT'O 32 KaJIPOBOE JICJIOMPOU3BOJICTBO, OCYIIECTRIISIFOIICTO BEICHUE
JIMYHBIX JI€]1, BXOIHUT:
- IPHOOIIEHUE K JTMYHBIM JeJIaM IOKYMEHTOB, IEPEUYNCIICHHBIX B ITYHKTaX 3.2 4aCTH 3 U B ITyHKTaX
5.1 u 5.2 yactu 5 Hacrosmeit MUacTpykiuy;
- IPOBEPKA MOJTHOTHI 3aMOJTHEHUSI AHKETHI U COOTBETCTBHS YKa3aHHBIX CBEJICHUM, TPEABIBIISIEMbIM
NP MOCTYIUICHUH JOKYMEHTaM (IMacropT, TPyIoBask KHMXKKA, BOCHHBIN OWJIET, JOKYMEHTHI 00
oOpa3zoBaHuM (AUIUIOM, YIOCTOBEPEHUE, CBUICTEIBCTBO, aTTeCTaT), JOKYMEHTHl Briciiei
attectaiinoHHoi komuccuu (BAK) o mpucyxneHun ydeHO#l CTeNeHH U MPUCBOCHHHU YYEHOTO
3BaHUsA (IUIUIOM, aTTECTAT, U JPYTHE);
- 3aBEPEHUE aHKETHI;
- obecrieyeHrue COXpaHHOCTH U y4€Ta JTUYHBIX JCT;
- obecrieyeHre KOH(PUIEHITMATBHOCTH CBEJICHUH, COEPKAIUXCSI B IMYHBIX JIeax;
- O3HaKOMJICHHE paOOTHUKOB C JJOKYMEHTaMH UX JIMYHBIX JIEJI;
- U3BSITHE JJOKYMEHTOB, HJOOHOCTh B KOTOPHIX MUHOBAJIA.
- MpelapXUBHAs TOATOTOBKA JIUYHBIX JIETT;
- lepejaya B apXuB.
9.2. JInunble nena pabOTHUKOB XPAHATCS Y PYKOBOJUTEIS HIIM OTBETCTBEHHOTO 32 KaJAPOBOEC
JIEJIONPOU3BO/ICTBO KaK IOKYMEHTBI CTPOTOM OTYETHOCTH.
9.3. B mensax obecrmedeHus KOHTPOJS 3a COXPAHHOCTHIO JIMYHBIX JEJT €XKETOJHO TMPOBOJUTCS
MPOBEPKA HATUYUS U COCTOSTHUE JTUYHBIX JIETT.
9.4. OTBeTCTBEHHBIC 32 KAJIPOBOE JCIOMPOU3BOCTBO, YITOJIHOMOUYCHHBIC HA BEJACHHE W XpaHCHUE
JUYHBIX €], HECYT NUCHUTIIMHAPHYIO U HHYIO OTBETCTBEHHOCTH 32 pas3rialleHrne KOH(PHIeHIIUATbHBIX
CBEJICHUH, COJIEPKAIIMXCS B IMYHBIX JIeax, U 32 WHbIC HAPYIICHUS TOPSIKA BEICHHS JIMUYHBIX JIE.

10. 3ak/I0YuTeAbHDbIE TOJI0KEHU.

10.1. ins mpaBUIBHOW TPYNIHPOBKH W y4eTa JTOKYMEHTOB IO KaJPOBOMY JIEIOMPOM3BOICTBY
JIMYHBIE JIeJ1a BKIFOYAIOTCS B HOMEHKJIATYPY A€ MO OTJEIbHBIM MOPSAKOBBIM HOMEPOM (KOZOM).



[Tpunoxxenune Ne 1
K TOPSIIKY BEJIEHUS JTMYHBIX JIe)T paOOTHUKOB

Onuceh
JTOKYMEHTOB, UMEIOIIHUXCS B JINYHOM Jiejie
®.N.0.
JHata KeMm uspar

NO H BKIIFOUYCHUA Komnuect L[aTa U3BATHUA JAOKYMCHT

- aUMCHOBAHUC HOKyMeHTa JOKYMCHTa B BO JIUCTOB JOKYMCHTa U 110 KaKou

pA(SA) (0] TMPpUINHC
1. | JIuunas kaprouka
2. | Onuch
3. | Auketa
4. | ABtroGuorpadus
5. | Konusa nurioma
6. | Komus kypcoB NOBbIIIEHUS KBATHU(PUKAIIMH
7. | ATTecTallMOHHBIN JUCT
8. | 3agBnenue o nmpuéme Ha pabOTy
9. | Komnus npukasa o npuéme Ha padoTy
10. | TpymoBoii oroBop
11. | CpaBka 00 OTCYTCTBUU CyJIUMOCTH
12 3asBneHue-corjacue Ha oopaboTKy
" | mepcoHaIbHBIX TAHHBIX
13.
14,
15.
16.
Jlnmanoe aeno chopMHUpPOBAHO:  « » 20 T

HOI[HI/ICB Juna, OTBETCTBCHHOI'O 3a KaAPpOBOC ACIIOIIPOU3BOACTBO!




