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(1] ﬂOpﬁHKC BCORCHHMS JHYHBIX JoJ paﬁonmxos

MAHOY «ercxuii can Ne 308»

v 1. O6une noJoKeHUS.

1.1. Hacrostmast HECTPYKUMS YCTAHABINBACT MOPS/I0K (GOPMHPOBaHNS, BEACHUS U XPAaHEHUS
augHbIX gen paboraukos MAJTOVY «derckuit can Ne 308».

1.2. MucTpyKums pa3paboTana B COOTBETCTBHH C:

- TpynoBem xonexcom Poccuiickoit enepauny,

- @enepanbHbiM 3aKk0HOM N152-D3 «O nepcoHanbHBIX JaHHBIX»,

- npukazom Munkyiasrypet PO ot 31.03.2015 Ne526,

- npukazom Pocapxnsa ot 20.12.2019 Ne236.

1.3. PaGoromarens B nuie 3apepyouied (nanee — sapenyomuil) MAJTIOVY «Herckuit cag Ne
308» ofecnieynBaer 3aUUTy IEPCOHANBHBIX HAHHBIX PaOOTHUKOB, CONEPKALUIMXCSE B JMYHBIX
Jienax, OT HelPaBOMEPHOro HX UCIIONB30BAHUS HITH YTPaThl.

1.4. 3asenyromuit MAJIOVY «[ercxuit cax No 308» onpenenser juil, YIOIHOMOYECHHBIX HA
nosyueHue, o6paboTKy, xpaHeHue, nepesaydy 1 moboe APYroe UCIONL30BAHNE NEPCOHANBHBIX
JAHHBIX pabOTHUKOB, CONEPIKANNIXCS B TUUHBIX JENax.

2. Jhmunoe gesio paboTHHKA.

2.1. Jinynoe meno paBOTHNKA — 3TO COBOKYMHOCTH HOKYMEHTOB, CONEPKAUIMX CBEACHUA O

paGoTruxe u neprone paborer 8 MAJIOY «Jlerckuit cax Ne 308».

2.2. JInunoe neno paboTHHKA OPOPMIAETCS B TPEXAHEBHBII CPOK IIOC/IC HA3HAYEHUS €ro Ha
| JIOJDKHOCTb.

2.3. Jluunoe xeno paboTHHKZ BEHSTCH OTBETCTBEHHBIM 34 KaAPOBOE JENONPOH3BOLCTBO

pabotanxom MAJIOY «lerckuii cag Ne 308».

2.4. 3anpemaercs nojaydars, obpabareBath U npHobaTe K JNYHOMY Aely paboTHuKa HE

YCTAHOBNCHHBIE (QelepalibHbiMi 3aKOHAMH I1€PCOHANbHbBIC JAHHBIE O €ro TOJNTHYCCKUX,

PENUTHO3HBIX M HHBIX yOeKACHUSX, UYACTHOH OSKH3HH, wWiIEHCTBE B  OOILECTBEHHBIX

00BeITHRHHSAX, B TOM HHCJIC B IPOMEcCOHalbHBIX COI03aX.

2.5. Ceepenus, COAEPIKALTNECA B THYHOM Jeie pabOTHHKA, SBISIOTCA KOH(QHASHINATBHBIMA.

2.6. Jluunsie gena oGOpMISIIOTCs Ha Beex wratHbiX pabornuxos MAZIOY «[erckuit cax Ne

308».

3. Cocras HOKYMECHTOB, BRUIIOMACMbBIX B JIMMHOE AeJi0 paﬁ(rmmca.
3.1. Cocras JOKYMEHTOB, BKIIIOUACMBIX B JIMUHOC JACNO pa60Tmn<a, 3aBHCHT OT HOJDKHOCTH,
KOTOPYIO OH 3aHUMACT U CHSL{H(I)IIKH €ero CII_V}KQ()HOE JCSITCHIBHOCTH.

JNeKTPOHHbIN A0OKYMeHT nepegaH vyepes onepatopa 340 3A0 "TakcHeT" INH, 30 okt 2023 16:55:28 MCK
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[lepBoHayagbHO B JUYHOE JEJIO TPYIIUPYIOTCS JOKYMEHTHI, 0(popMIIsIOIINE Mpolecc TpuemMa
Ha paboTy, a BIOCJIEACTBHH - BCE OCHOBHBIC JOKYMEHTHI, OTpa)karolue mpouecc padoThl B
MAJOY «/lerckuii cam Ne 308».
3.2. Tlpu mepBoHayanbHOM OGOPMIIEHHWH JIMYHOTO Jiejla pabOTHHMKAa B HETr0 BKIIIOYAIOTCS
CIIETYIOIIHE JOKYMEHTHI:
1) ankera ycraHoBieHHOU popmbl ¢ poTorpadueii;
2) nuyHOE 3asBIICHHUE IUIA, TIPEeTeHAYIoero Ha AokHOCTh B MAJIOY «Jletckuit cag Ne
308»;
3) Tpy10BO# AOTOBOP O3 JOHKHOCTHON MHCTPYKITHH;
4) komus TIpUKa3a O MpueMe Ha paboTy;
5) cripaBka 00 OTCYTCTBHU CYJIUMOCTH;
6) muchbMEHHOE coTyiacue Ha 00pabOTKy NEPCOHATBHBIX JAHHBIX;
7) cornainieHue O HepasrjalleHHe NEePCOHAIbHBIX NAaHHBIX (71 T€X, Y KOro €CTh JIOMYCK K
IIEPCOHAIBHBIM JTaHHBIM JIPYTHX);
8) KomMW ITOKYMEHTOB, IOATBEPXKAAIONINX TpodeccrnoHaibHOe 00pa3oBaHUM, OOyYEHHH,
nepeoO0y4YeHnH, MOBBIIIEHUN KBaJIU(UKAIUK (€Ciau OO0ydeHHE MPOXOAUIIO 3a CUET CPEJICTB
MAJIOY «/lerckuii cax Ne 308»);
9) KOIIUU JIOKYMEHTOB, MOJATBEPKAAOIINX KBaJIN(PUKATUOHHYIO KaTETOpHIO
(aTTecTanMOHHBIN JIUCT) WM MPHUKA3 MOATBEPXKAAIONIYI0 KBATN(PUKAIIMOHHYIO KaTErOPHIO);
10) xomuM pemieHuii 0 HarpakJIeHWH TOCYJIapCTBEHHBIMH M BEJIOMCTBEHHBIMU HarpajaaMH,
MMPUCBOCHUM TTOYETHBIX U CIEIHAIBHBIX 3BaHUM, NMIPUCYKISHUN TOCY/IapCTBEHHBIX MPEMHI U
T.J1. (€CJIM TaKOBBIE UMEIOTCS) (Ha OCHOBAHUHU JIMYHOIO 3asiBJICHUS] pa0OTHHUKA);
11) cnpaBka ¢ OCHOBHOrO MecTa pabOThl C yKa3aHHEeM rpaduka paO®OThl, 3aBEpEeHHasl KOIHS
TPYAOBOM KHUXKKHU (JJ151 COBMECTHUTEIICH);
12) mororop 0 MaTepruaIbHON OTBETCTBEHHOCTHU (JJIs1 MaTEpUaIbHO OTBETCTBEHHBIX JIUII);
13) 3asBiieHne 0 BbIOOpE (OPMBI BEJICHUS TPYAOBOM KHUKKH.
3.3. B npoiiecce paboThI K TUYHOMY ATy MPUOOIIAFOTCS:
1) nonosHeHne K aHKeTe YCTaHOBJIECHHOUN (OpMBI;
2) aTTecTalMOHHBIE JIUCTHI;
3) KOIMMHM TOKYMEHTOB, MOATBEPKIAOINX TTpodeccuoHarbHoe 00pa3oBaHue (Ha OCHOBAaHHUH
JIMIHOTO 3asIBJICHUS] paOOTHUKA)
4) xomuW JIOKYMEHTOB, MOATBEPKIAAIOIINUX TOBBIINICHUE KBadu(pHUKAIMKA (HAa OCHOBaHHWH
JIMYHOTO 3asiBJICHUS] paOOTHUKA),
5) KOIIUU JIOKYMEHTOB, MOJATBEPIKAAIOIINX KBaJIN(PUKATHOHHYIO KaTETOpHIO
(aTTecTarMOHHBIN JIMCT WIIM IPUKA3 IMOITBEPKAAIONIYI0 KBATH(PUKAIITMOHHYIO KaTETOPHIO);
6) KOmWH pElIeHWH O HarpaXJACHWH TOCYIapCTBEHHBIMH M BEJOMCTBEHHBIMU Harpajamu,
MMPUCBOCHUM TTOYETHBIX M CIIEIHAIBHBIX 3BaHUH, TIPUCYKISHUN TOCYIapCTBEHHBIX MPEMHI U
T.J1. (€CJIM TaKOBBIE UMEIOTCS) (Ha OCHOBAHUHU JIMYHOIO 3asIBJICHUS] pa0OTHHUKA);
7) KOMU TOKYMEHTOB O MEPEBOJIE HA APYTYIO JOJDKHOCTh U YBOJIbHEHUU;
8) NONOIHUTENBHBIE COIVIALIEHUS K TPYJIOBOMY JI0rOBOpPY;
9) cpouHbIli TPYJIOBOH IOrOBOp Ha COTPYAHUKA, 3aJ€HCTBOBAHHOIO B OKAa3aHUHU IUIATHBIX
YCIIYT U SIBIISIFOIIETOCS WIEHOM BPEMEHHOTO TPYIOBOTO KOJUIEKTHBA.
JIp. TOKYMEHTBI, 00pa3yIolIruecs: BO BpeMs TPYJIOBOH JIESTEIIbHOCTH PaOOTHHKA.
3.3. Ilpu ¢popMUpPOBAaHUM M BEACHUHU JIMYHOTO Jejia UCHOJb3YIOTCS KCEPOKOMUU JOKYMEHTOB
NP HAJTMYUU NPEABABISHHOTO NOJINHHUKA JOKyMEHTA.

B cmydae oTcyTcTBHS MOJIMHHWKA PAaOOTHUK JOJDKEH IPEJICTAaBUTHh HOTapHAIBHO
3aBEpPEHHBIC KO JOKYMEHTOB.
3.4. 3amnperiaeTcs XpaHuTh B TUYHOM jene: konuu nacnopta, CHUJIC, MHH, cBuneTrenscTBa
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0 POXKICHUH, TIepeMeHe (aMWINK, UMEHH, OTUYECTBa, 3aKIIOYECHHH W PacTOpKeHWH Opaka
U BOCHHBIA OUJIET.

4. ITopsaaoOK 3alI0JITHEHUSI AHKEThI,

JIOTIOJIHEHUS K aHKeTe, BKJIIYaeMbIX B JIMYHOE [1eJ10 pa00THHKA.
4.1 Iopsooxk 3anonHenusi OmoearbHuIX epagh anKemai.
4.1.1. Ankera 3amojHsAETCS pPaOOTHUKOM COOCTBEHHOPYYHO. B aHKeTe He IOIyCKaroTCs
COKpallleHUsI, TPOYEPKH, HCIpaBlicHHWs. B aHkeTy BkieuBaercs ¢ororpadus padoTHUKA
pasmepom 30x40 mm.
4.1.2. Ilpu 3an0IHEHUN aHKEThl UCTIOJIB3YIOTCS CIEAYIOIIME JOKYMEHTHI: acnopT, TPyaoBas
KHM)KKa, BOGHHBIH OWJIET, IOKYMEHTHI 00 oOpa3oBaHUU (IWIUIOM, CBUAETEIHLCTBO, aTTECTaT,
YIOCTOBEPEHUE), JOKYMEHTBI, ITOATBEPKAAIOIINE YUEHYIO CTEIIEHb (YUEHOE 3BaHUE) U Jpyrue
JIOKYMEHTHI.
4.1.3. Ha Bce BOmpoChl aHKETHI PaOOTHUK JOJHKCH J1aBaTh IIOJIHBICE OTBETHI B CTPOTOM
COOTBETCTBHM C TEMH 3alHCSIMH, KOTOPBIE COIEpXKATCs B €ro JIMYHBIX JOKYMEHTaXx,
OoTpHUlIaTeNIbHbIE OTBETHI B rpadax aHKeTbl Oe3 MOBTOpEHHUs Bolpoca (Hampumep: YuéHas
CTENIEHb — HE UMEIO).
4.1.4. B rpade «oOpazoBaHMe» [OHKHBI NPUMEHSTHCS Cleayrounme (popMyJIHpPOBKH:
«BBICIIIEE», «HETIOJIHOE BBICIIEE», «CpeHee MPO(EeCcCHOHATIBHOEY, «CPEeAHEee», B 3aBUCUMOCTH
OT TOTO, KaKoH JIOKYMEHT 00 oOpa3oBaHMU mMeeTcs. Eciu paOOTHUK 3aKOHYMII HECKOJBKO
KypPCOB BBICHIETO Y4eOHOTO 3aBEJICHMS, BBIHYXJAEH ObUI MpepBaTh 0O0yuyeHHE WK 00ydaeTcs B
JTaHHO€ BpeMs, TO 3alMCBIBAETCS, CKOJIBKO KYpCOB OH 3aKOHYMJI WJIM Ha KakoOM Kypce
oOyuaeTcs.
Cotpynauku, oOywaromiuecs Wian oOydaBIIMECS B CpPEIHMX HPOECCHOHAIBHBIX yYEOHBIX
3aBEJICHUAX (TEXHUKYMBI, KOJUJIC/DKH), HO HE OKOHYMBIIME WX, JOJDKHBI OBITH OTHECEHBI K
JIUIIaM, UMEIONMM cpeaHee (MoJHOe oO0Iee) WM HEMoJIHOe cpeaHee (OCHOBHOE oOImee)
oOpa3oBaHHe, B 3aBUCHUMOCTH OT TOr0O, KakKO€ OHHU HMEIU OOpa3oBaHWE B MOMEHT
MOCTYIUICHUSI B CpefHee IpodecCHoHaIbHOEe y4YeOHOe 3aBeJIeHHe, K JIMIaM, WMEIOIIUM
cpenHee (momHoe oOmIee) oOpa3zoBaHUE, OTHOCATCS PaOOTHUKH, 3aKOHUMBIIHE CpPEIHHE
IIKOJIBI, IIKOJBI C y4eOHBIM HM3YYE€HHEM KakKoro — Ju0o mpenmMera, Juiesi, rTuMHaszuu. Jliis
pabOTHUKOB, OKOHYMBIINX MPO(ECCHOHATBHO-TEXHUYECKHE yUuunia (M o0pa3oBaTeIbHbIC
YUpeXKJIeHUs, K HUM IIpUpaBHEHHbIC), yKa3blBaeTcsa Impodeccuss u paspsan. Jlumam, He
HMEIOLIUM NpoQeCcCUOHAITBHO-TEXHUUYECKOTO (HavaIbHOTO NpodecCuOHAIBLHOIO)
oOpazoBaHusl, TpodeccHst yKa3bIBaeTCs 1O OIBITY pabOTHI.
OxoHuMBIIME TpPU Kypca BBICIINX (MW TOPUPABHEHHBIX K HUM) YYeOHBIX 3aBeJICHUM
OTHOCSITCSI K JIMIIaM C HEMOJHBIM BBICIIMM oOOpa3oBaHueM. "CHnenuajabHOCTh MO JHUIIIOMY"
3aIIOJIHSAETCSI TOJIBKO Ha CHEHHAJIHNCTOB C BBICIIMM U CPEIHUM CIIEIUATBHBIM 00pa30BaHUEM.
B 3T0#f cTpOoKe yKa3bIBaeTcs CHEUUATIbHOCTh, IOJYyYEHHas IO OKOHYAHUHM BBICIIErO WU
CpelHero cmeuuajgbHoro yuyeOHoro 3aBedeHMs. CneuuasbHOCTh IO  0Opa30BaHUIO
3aIMCHIBACTCS TOJIBKO HA OCHOBAaHHUU JIUTLIIOMA.
4.1.5. B rpade «bbutn m 3a TpaHUIEH» YKa3bIBaeTCs MOJTHOE HAMMECHOBAHUE CTPaHBI, TOJ U
uenb npedsiBanus (Hanpumep: I'epmanus -2005 - Typroesika).
4.1.6. B rpade «Bamm Oau3kue pOACTBEHHUKH» IEPEUHCISIOTCS BCE UWIEHBI CEMbU C
yKa3aHUEM CTEIIeHU POACTBA (POIMTENH, CYNIPYTH, AETH, a TAKXXe OpaThsi U CECTPHI) IPU STOM
yKa3bpIBaeTCs UX (paMuius, UMsl, OTYECTBO, JaTa POKACHUS, MECTO PaOOThI, TOJIKHOCTb.
4.1.7. B rpade «Bwmonnsemass paboTa ¢ Hadajga TPYAOBOU IESITEIBHOCTH» OTPAKAIOTCS
CBEJIcHUs O paboTe B COOTBETCTBMHM C 3allUCSIMH B TPyAOBOW KHIKKe. Ecimm TpymoBas
JIeSITeNIbHOCTh Hayajgach ¢ OOy4YeHUs] B TOM WJIM MHOM Y4eOHOM 3aBEJCHHH, TO 3TOT MEPUO]I
Tak)ke oTMeudaeTcss B JaHHOM rpade. Croma BHOCSTCS M CBEASHMSI O IepepbiBax B pabore B
CBsI3M ¢ y4€00ii, 00JIe3HBIO, HAXOXKIACHUSM Ha WXKIUBEHUH M TOMY MOJOOHOE (HalpuMep: «He
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paboTan», «HaXOIWJICS Ha TEHCHW», «HAXOMWICA Ha WXIUBEHHN», «0omem»). Kpome Toro,
€CIIM CITY KaIllui 3aHUMaJl pa3JIMIHbIE TOJDKHOCTH, TO CJIEAYET YKa3bIBaTh BpeMsl MPeOBIBaHUS
Ha KaXJOW JOHKHOCTH. B TpynoBylO [esTENbHOCTh HE 3alMChIBaeTCsl BpeMs yu€Obl B
0011e00pa3oBaTebHbIX IMIKOJAX, NPO(ECCHOHATBHO-TEXHUYECKUX YUYWIMIIAX W K HHAM
MPUpPaBHEHHBIX (CyBOPOBCKHE, HAXMMOBCKHE, BOCHHbIE yUWJIMIIa U T.1.). [Ipu npoxoxaenun
cayO0bl B BOOpYXEHHBIX CHJIaX YKa3bIBaeTCsl JOJDKHOCTh, HOMEpP BOWHCKOM 4YacTH
(yupexaeHus) 1 B KaKOM OKpyre OHa HaxOAWJIach, B CIydae Mepexojia W3 OJIHOW BOMHCKOM
YacTH B JIPYTYIO - HOMEpa dTUX YacTed M JIaThl Iepexoa ¢ yKa3aHUEeM aJpecoOB MECT CITyKObI
3a mocijaenuue 15 maet.

TpynoBasi 1€ TeIbHOCTD 3alIUCBIBAETCS] CTPOr0 B XPOHOJIOTHYECKOM MOPSIIKE.

4.1.8. B rpade «JlomomHuTEeNbHBIE CBEICHUSD MOTYT YKa3bIBaThCSl CBEJACHHUS O Harpa)XIeHUHU
opaeHamu, menainsmu CCCP, Poccuiickoit denepanuy, HHOCTPAHHBIX IOCYAapCcTB, a TaKXke
npucBoeHnn nou€THRIX 3BaHuM CCCP, PCOCP, uHBIX COIO3HBIX TOCYJAAapCTB, a TaKXe
npucBoennn nou€THeIx 3BaHuit CCCP, PCOCP, uHBIX COIO3HBIX rocyaapcTB Poccuiickoit
denepaunu. 3anucu NPOU3BOJSITCS HAa OCHOBAHMM OPACHCKUX KHHMXKEK, YIOCTOBEPEHUH K
MedajsM, yKa30B U MPUKA30B O HATPaXKJACHUH, MMOOILIPEHUH.

4.1.9. B rpade «OTHOmIEHHE K BOMHCKOW OOS3aHHOCTH W BOMHCKOE 3BAaHWE» yKa3bIBACTCS
OTHOIIIEHWE paOOTHHKA K BOMHCKOU 00S3aHHOCTH (HAIpUMeEp: BOCHHOOOsS3aHHBIN(as1), Maiiop
3araca, Cep>KaHT 3araca).

JIno, OTBETCTBEHHOE 3a KaJApOBOE JEJIOMPOU3BOACTBO 0053aHO MPOBEPSTH MPHU MpuUEéME Ha
paboTy y rpaxkaaH, OpeObIBaOIIUX B 3arace, BOGHHbIE OMJIEThl (BPEMEHHBIE YJI0CTOBEPEHUS
B3aMEH BOCHHBIX OWJIETOB), a y TpaKJaH ,MOJJIeKAIUX NPHU3bIBY Ha BOCHHYIO CIIyOy,
YIIOCTOBEPECHUS TpakJaH, IMOJJICKAIINX TPU3BIBY, YCTAaHOBUTH, CTOHUT JIM Tpa)KJTaHWH(KA),
pUHUMaeMbIii(as) Ha paboTy Ha BOMHCKOM y4ére. B ciydae OTCYyTCTBHS B BOEHHOM OHWIIETE
OTMETKHU O MOCTAaHOBKE Ha BOMHCKUU y4€T (eciu OH(OHA) SIBISETCS BOSHHOOOS3aHHBIM (0if)
HE0O0XO0AMMO HAIlPABUTh I'pakJlaHWHA(KY) B pallOHHBI BOCHHBIH KOMHCCApHAT.

4.1.10. B rpade «lomamuuii aapec u HoMmep TenedoHa» HEOOXOIUMO yKa3aTh IMOYTOBBIN
nHaekc. Ecim agpec nponucku U MpOKUBaHUS HE COBIAJAIOT, TO YKa3bIBAlOTCA 00a ajgpeca.
4.1.11. B rpade «IlacnopT uin JOKyMEHT, €ro 3aMEHSIIOIIUID CIeyeT yKa3blBaTh €r0 HOMEP,
CepHIo, KOrJia U KEM BBIJAaH.

4.1.12. AHKeTa TTOIMMCHIBACTCS U 3aBEPSIETCS:

- JIMLIOM, TIOCTYHAOLIUM Ha paboTy;

- OTBETCTBEHHBIM 3a KaJpoBoe aenonpoussoactso MAJIOY «/lerckuii caxg Ne 308» neuarsro
M 1aTOM, MOCJEe TOrO KaK OyJeT MpoBEepeHa MOJIHOTA W MPAaBUIBHOCTH 3allOJTHCHUS aHKETHI B
COOTBETCTBUH C MPEAbIBICHHBIMUA JOKYMEHTaMH.

4.2. Jlononnenue k anxkeme 3alOIHSIETCS OTBETCTBEHHBIM 3a KaJpOBOE JEJIONMPOU3BOJACTBO B
npoiecce padoThl IPU HEOOXOIMMOCTH BHECEHUS B JIMYHOE JEJI0 CBEICHUHM 00 U3MEHEHUSIX B
Npo¢eCCUOHAIBHON AeATENbHOCTH PaOOTHHUKA.

4.2.1. B mepBom pazaene (PUKCUPYIOTCS CBEICHHUS O IEepeBOJaxX Ha ApPyTrHe TOHKHOCTH
(TTepemenieHnst ¢ yKa3aHUEM JaT BCTYIUICHHS B JOJDKHOCTh M yXOJa C HEe) CO CCHUIKON Ha
JIOKyMEHTBI O Ha3HAaYEHUH, NIEPEBO/JIC, YBOJIbHEHUHU.

4.2.2. Bo BTOpOM pazjaeiic OTpaXkaloTcs JaHHble O NOpPO(EecCUOHABHOW AeATEIHbHOCTH
paboTHHKa (MOATOTOBKA, IEPENOATOTOBKAa M TOBBIIICHHE KBaJU(UKAIUM, HArpakJacHHE
OpAE€HAMHU M MEIAISIMM, IPHCBOCHUE YYEHOH CTENEHM, YYEHOI0 M IIOYETHOI'O 3BaHMA,
npeObIBaHNE 3a TPaHMICH, HAJIOKEHUE W CHATHUE B3BICKAHUH, U3MEHEHUs JIPYTUX YYETHBIX
JIAHHBIX PaOOTHHKA).

Bce BHOcuMBIE W3MEHEHHUs JOJDKHBI  OBITh  NOATBEPXKIEHBI  COOTBETCTBYIOLIUMU
JIOKyMEHTaMHU.

OO6s3aTeTbHBIM PEKBU3UTOM JIOTIOJTHEHHUSI K AaHKETE SBIISTFOTCS OTMETKH O TIPOBEICHHUU
MMPOBEPOK HAJWYMSI W COCTOSIHUS JIMYHBIX Jeid. OTMeTka JobKHAa OBITh CIEIYIOIIEro
COZIEp)KaHUs: «JIMYHOE [I€JI0 MPOBEPEHO», JaTa, MOAINHCH MPOBEPSIEMOTO MOMENIAIOTCS Ha
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00paTHOIl CTOPOHE JIMCTA ITOCII€ 3aHECEHHBIX CBEJICHUHN.
4.4. Bce MOKyMEHTHI JIUYHOTO Jejla IMMOMEMIAIOTCS B KaPTOHHYIO TManKy — CKOPOCIINBATENb.
TUTYIBHBINA JTUCT TUIHOTO Jiea 0(OPMIISIETCS B COOTBETCTBHUU (IIpunoxenne 1).
Ecimm  dammnus  pabGoTHHKa mocie opopmieHHs JUYHOTO Jejla U3MEHsUIach, TO

crapasi paMuiIns 3aKJIFOYaeTCs B CKOOKH, a HOBasl 3alMChIBAeTCs Ha/l HEH.

Bce nokyMeHThI B Tamke JOJDKHBI pacloyiaraTbCs B NPSIMOM  XPOHOJIOTHMYECKOM
TOpPsIJIKE.

[Tocne yBonpHeHUs: pabOTHHMKA W OCBOOOJWBIINICS HOMEp INPHUCBAWBACTCS BHOBD
MPUHATOMY PaOOTHHUKY.
4.5. Jlns XpaHeHUs JIMYHBIX Je] paOOTHUKOB HCIIOJIB3YIOTCS Ce(bl NN HAJIE)KHO
3arMpaeMble U OneYaThIBaeMbIe IKa(BbI.

S. BHYyTpeHHAs OIIMCHh JOKYMEHTOB, COAEPKAILMXCHA B TMYHOM JeJIe.
5.1. JlokyMeHTbI, ONpHOOIICHHbIE K JUYHOMY Jely paOOTHMKA Mepel cladeil B apXuB,
OpOUIIOPYIOTCS, JUCTHI HyMEPYIOTCS apaOCKuMu 1udpamMu 4YepHbIM rpaUTHBIM KapaHIalioM
B IPAaBOM HM)KHEM YTy, K JINYHOMY JI€JTy MPUIAraeTcsi BHYTPEHHSISI OIUCh.
5.2. BHyTpeHHssI OIKCh COCTaBISIETCA Ha OTAECIBHOM JIMCTE IO YCTAHOBJIEHHOH ¢opme
(Tipusosxenne 2).

6. IlopsinoK BBIIAYH JHYHBIX JeJI BO BpEMEHHOe M0JIb30BaHue.
6.1. Jlmynoe pneno pabOTHHMKA MOXKET OBITh BBIJAHO BO BPEMEHHOE II0Jb30BaHHUE
JIOJDKHOCTHBIM JIMIIaM, KPYI' KOTOPBIX ONpPENEesIeTCsl 3aBEAYIOIIEell YCTAaHOBJIEHHEM CpOKa
BPEMEHHOT'O MOJIb30BAHMS.

[Ipu paGoTre ¢ TUYHBIM JIEJIOM, BBIIAHHBIM BO BPEMEHHOE IMOJIb30BAHUE, 3aIPEIIaeTCs
MMPOU3BOJAUTH KAaKHUE-JTUOO HCIPABIICHUS, BHOCHUTh HOBBIC 3alMCH, WU3BJIEKATh TOKYMEHTHI,
pasriamark cojep Kalrecs B HeM KOH(PHUIeHIIHAIbHbIE CBEACHUS.

[Ipu n3BI€YEHNN KAaKUX-THOO0 TOKYMEHTOB U3 JIMYHOIO JieJla JINI0, OTBETCTBEHHOE 3a BEJCHHUE
JINYHBIX JIeJ1, 00s13aHO c/enaTh BO BHYTPEHHEH OMMCH COOTBETCTBYIOIIYIO 3aITHCh.

6.2. JImd KOHTpPOJISI 3a CBOEBPEMEHHBIM BO3BPAaTOM BBIJIAHHBIX WM BBICIAHHBIX IS
O3HAKOMJICHUSI JIMYHBIX JeJ WIM MNPeJOTBPAIICHUS] HX YTpaTbl MOKET HCIOJIb30BaThCS
KOHTPOJIbHAsl KapTO4YKa, KOTOpasl 3allOJHSIETCS Ha KaXaoe Aeno. B Hell ykas3blBaeTcsi HOMEp
JIMYHOTO Aena, paMuius, UMs, OTYECTBO paOOTHHKA, HA KOTOPOTO OHA 3aBE/ICHA, JaTa BbIJAauu
JIMYHOT'O [1eJ1a, KOMY OHO BBIJAHO, paclHucKa B MOJIYyYEHHH, HOMEp Ciyx)eOHoro TenedoHa
JIMNIA, MMOJIYYHBIIETO JIEJIO U JaTa BO3Bpara Aeja.

6.3. Ilpu BO3BpaTe Aena TIIATEIBHO IPOBEPSIETCS COXPAHHOCTh JOKYMEHTOB, OTCYTCTBHE
MOBPEXJEHUIN, BKIIOUYEHUS B JE€JIO0 JAPYTHUX JOKYMEHTOB WJIH IOAMEHBl JOKYMEHTOB.
IIpocmoTp nmena OpoM3BOAUTCS B HNPUCYTCTBUU PYKOBOAWUTENA YyupexaeHus. llepenaua
JIMYHBIX JeJ1 3aBeAyIOoLIed 4Yepe3 cekperaps WIM Apyrux Jull He naomnyckaercs. [pyrue
PYKOBOJMUTENN MOApa3AEIeHUN MOTYT 3HAKOMHUTBHCS C JIMYHBIMHU JIeJIaMH ITOJYWHEHHBIX UM
COTpYIHUKOB. O3HAaKOMJIEHHE C JeJlaMU OCYIIECTBIISIESTCSI B IOMEIIEHUH, II€ HaXOIATCS
JIMYHBIE Jena (B MPUEMHOHN 3aBeAyrolle moja HalIroaeHneM pabOTHHKa, OTBETCTBEHHOTO 3a
COXpPaHHOCTh ¥ BEJCHWE JIMYHBIX Jell. Bpems palboTel (O3HAKOMIJICHHS) JIOJDKHO
OrpaHUYMBATHCS MpeAesiaMu OJHOTOo padodero aHs. PakT O3HAKOMIIEHUS (PUKCHUPYETCS B
KOHTPOJIBHOW KapTOYKe JIMYHOTO JAea.

6.4. JIuunoe neno pabOTHHKA HE BBIIACTCS HA PYKH PaOOTHUKY BO BPEMEHHOE MOJIb30BAHUE.
6.5. Beigaua nmuuHBIX A€ (OTAEIbHBIX JOKYMEHTOB B COCTaBE JIMYHOIO Jiejia) BO BPEMEHHOE
MOJIb30BaHUE JPYTUM Opra"Hu3aiusM (YUpeKIACHHUSIM) TPOU3BOJAUTCS C pa3pelieHus
3aBeayIOIIEed Ha OCHOBAaHHUM HaJJIeXalluM oopa3zoM odopmiieHHOro 3amnpoca. O Bbllaue Jena
COCTaBJISIETCSl aKT, OJMH U3 DJK3EMIUIIPOB KOTOPOro IIepedaeTcsi BMECTe C JIeJIOM
(MIOKyMEHTOM) MPEACTABUTENIO 3alpallliBaIONIEi CTOPOHBI, @ BTOPOM IK3EMIUISIP XpaHUTCS B
JleJlax OpraHu3alvy J10 BO3BPAILCHU Jiea (JOKYMEHTa) B MECTO XpaHEHHUS.
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N3bATHE OTHENBbHBIX JOKYMEHTOB W3 JIMYHOTO JeJla MPOU3BOJAUTCS C pa3perieHus
3aBefytomeid ¢ odopMIeHHEM COOTBeTCTBylomiell 3amucu B rpade «lIpumeyanue»
BHyTpeHHeHd onucu. [Ipy BpeMEHHOM HU3BATUM AOKYMEHTa Ha €ro MecTo (MEXAy JIMCTaMU
COCEJHMX JIOKyMEHTOB) BKJIAJbIBA€TCs CIpaBKa-3aMECTUTENb (KapTa-3aMEeCTUTENb) C
yKa3aHUEeM JaThl U NPUYHUH U3BSATHS C POCIHCHIO JIMIA, BBIJABIIErO JOKYMEHT, U POCIHCHIO
JIMLA, TOJIyYHUBIIEr0 €r0 BO BPEMEHHOE IT0JIb30BaHHUE.

7. IlopsiioK 03HAKOMJICHM S € JIMYHBIM /1€JI0M Pa0OTHUKA.

PaGoTHHK nMeeT paBo Ha O3HAKOMJIEHHE CO BCEMHU MaTepHajaMu U3 CBOEro JUYHOTO
zena.
7.1. O3HakomiileHME pa0OTHHKA C JIOKyMEHTaMH CBOETO JIMYHOTO JeJla TPOBOJUTCS TIO
npocbbe camoro paboTHHKA.
7.2. PaGOTHUK CaMOCTOSITEJIbHO B MMCbMEHHOW (popMe pemiaeT BOIPOC Mepeadyr KOMY-ITH00
CBeJlecHMI O ce0e 3a MCKIIOYEHHEM CIIy4aeB, IIPEIyCMOTPEHHBIX 3aKOHOJATEIIbCTBOM
Poccuiickoit @enepaium.
7.3. ®@aKT 03HAKOMJIEHHUS C JIMYHBIM JIeJIOM paOOTHHKA YJIOCTOBEPSIETCS JUYHON MOIIHCHIO
COTpYJIHHKAa B JIUCTE O3HAKOMIICHUSI C JIMYHBIM JEJI0M, MPUKPEIUICHHBIM K JIEBOW BEpXHEH
BHYTPEHHEH CTOpOHE OOJIOKKH JIMYHOTO JeJa, C YKa3aHUEeM JaThl O3HAKOMJICHHSI.
7.4. PaGoTHUK 00s3aH CcOOOIIaTh OTBETCTBEHHOMY 3a KaJpOBOE€ JEJIOMPOM3BOJICTBO 00
W3MEHEHUHU TeX WJIU UHBIX NIePCOHAIIBHBIX JaHHBIX.
7.5. PaGOTHUK MMeEeT NpaBO Ha MOJyYEHHUE KOIIUM JIFOOOro TOKYMEHTA, COJAEpIKaIIerocs B €ro
JIMYHOM JieJle, Ha OCHOBAaHMU IIMCBMEHHOIO 3asBJIE€HMsA Ha uMsA 3aBedyromieid. Komnum
JIOKyMEHTOB JIOJDKHBI OBITH 3aBEPEHBI HAJICKAIIUM 00pa30oM U MPEIOCTABIATHCS PAOOTHUKY
0e3BO3ME3THO B TEUCHHE TPEX MHEH CO JTHS IMOTa4YH 3asBICHUS.

8. Ilopsi10K NOATOTOBKHU M CAA4YM JUYHBIX JeJ B APXHUB.
8.1. JInunabIe fena OTHOCATCS K JJOKYMEHTaM BpeMeHHOTO (cBhime 10 jet) cpoka XpaHEeHHUsS U
IOUIeKAT XpaHeHuto B TeueHue S5S0-75 et co qHs yBOJIbHEHHS paOOTHUKA.
8.2. JluyHple Aena YBOJICHHBIX PAOOTHHKOB O(OPMISIOTCS B COOTBETCTBHU C HACTOSIIEH
WHCTPYKIHUEH U XPAHATCS B apXMBE alipaBUTHOM TIOPSIIAKE.
8.3. IlpenapxuBHas MOArOTOBKA JMYHBIX JIeJI BKJIIOYAET JABE IpoOLEaypbl: OQOpMIIECHHUS U
OIUCAHMUS JeJl.
8.4. Opopmruenue e npeaycMaTprUBacT:
- TIEPETPYNIHUPOBKY JIOKYMEHTOB B TIPSIMOU JIOTUYECKOH ITOCIIEIOBATEILHOCTH (€CIIH TaKoBast
HE0O0XOAUMOCTh UMEETCH);
- U3BATHE IOKYMEHTOB BPEMEHHOT'O CpoKa XpaHeHus (HaJl0OHOCTh, B KOTOPBIX MUHOBAJIA);
- HyMepaluio JINCTOB B jene (MPOU3BOINUTCS MPOCTHIM IpU(ETbHBIM KapaHJalloM B BEpXHEM
MPaBOM YTIIy JINCTA), HOMEPYIOTCSI HE CTPaHMIbI, a JIUCT;
- COCTaBJICHUE 3aBEPUTEIIbHOMN HAJITUCH Jea;
- MOJIIMUBKY Jeja (B OOJOXKKY Ha 3 MPOKOJIa, MPEABAPUTEIBRHO YIAJINB BCE METALUIMUYECKHUE
3a)KUMBbI, CKOOBI, CKPEIIKU C JOKYMEHTOB);
- BHECEHHE HEOOXOAMMBIX YTOUYHEHUH B PEKBU3UTHI O0JI0KKH JeTa.

K BHyTpeHHEW omnMcH COCTaBISE€TCS HWTOroBas 3allUCh, B KOTOPOH YyKa3bIBaeTcCs
uudpaMi U MPOIMHUCHIO KOJIMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIMCTOB
Jena.

8.5. Ilpu omucH B JIUCTE-3aBEPUTENIE OTPAKACTCSI UICTUHHOE (PU3MYECKOE COCTOSIHHUE JIMYHOIO

JleJla HA MOMEHT €ro NpeaapXuBHOM MOATOTOBKHU. B 1OKyMeHTe yKa3bIBaeTCs:

= HOMEp JUYHOIO Jena,

=  uH(opManys 00 UMEIOMMXCS B HEM JIMCTaX (KOJIHMYECTBO),

= wmHpOpMAIHS O COCTOSIHHUU OTHEIBHBIX JTOKYMEHTOB WJIM WX KOIIHUM, BIIO)KEHHBIX B JIEJIO
(HampuMep, UMEIOIIUICS TOKYMEHT 3aKJICCH, HaJlOpBaH, YTpadeH).
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8.6. Jlucr-3aBepuTenp CIy)KUT UISI y4deTa KOJMYECTBAa JIMCTOB B Jelie W (pukcamuu
OCOOCHHOCTEHl WX HyMepallu, TAe YKa3blBaeTcs NHPpaMH W TMPOMUCHI0 KOJIHMYECTBO
MMPOHYMEPOBAaHHBIX JHUCTOB JieJla U OTAECIBHO, Yepe3 3HaK «+» (IJII0C) KOJIUYECTBO JIMCTOB
BHYTpPEHHEH omucH. 3aBepuUTeNIbHAsI HAAMUCH MOJAMMCHIBAETCSI €€ COCTaBUTENEM C yKa3aHUEM
pacppoOBKUA NOAIKUCH, TOIKHOCTH U 1aThl COCTaBJICHUS U MOJAINBAETCA K JICITY.
3amnpemiaercsi BBIHOCUTH 3aBEPUTEIBHYIO HAIINUCh Ha OOJIOKKY Jeja WM YHUCTHIN
000pOT JMCTa MOCIEAHEr0 TOKYMEHTA.
8.7. Odopmienue nen s nepeavyd B apXHUB OCYIIECTBISIETCS B TONYy, CIEIYIOIIUM 3a
JIeJIOTIPOU3BOJACTBEHHBIM B T€UEHHUE BCETO I'OJ1a.

9. O0513aHHOCTH OTBETCTBECHHOI'0 32 KaIPOBOE 1eJIONPONU3BOACTBO
10 BeJleHMI0 JUYHBIX J1eJ paboTtHukoB MAJIOY.

9.1. B 00s3aHHOCTH OTBETCTBEHHOIO 3a KaJpOBOE JEJIONPOU3BOJICTBO, OCYIIECTBIISIOIIETO
BEJICHUE JINYHBIX €], BXOJHUT:
- IpUOOIIEHNE K JIMYHBIM JieJlaM JOKYMEHTOB, NEPEUHCICHHBIX B MyHKTax 3.2 yactu 3 U B
nyHkTax 5.1 u 5.2 gactu 5 Hacrosieit MacTpykmy;
- TIpOBEpKa IIOJHOTHI 3alOJIHEHUSI AaHKEThl M COOTBETCTBUS YKa3aHHBIX CBEJCHMH,
MPEeABSBISIEMBIM TPU TOCTYIJICHHH ITOKyMEHTaM (TactopT, TPyAOBash KHIKKA, BOCHHBIN
OmJteT, MOKyYMEHTHI 00 00pa3oBaHWM (IHMIUIOM, YJIOCTOBEPEHHE, CBHACTEIIHCTBO, aTTECTaT),
IoKyMeHThI Bricieit arrectaunonnoit komuccuu (BAK) o npucyxaeHun y4eHoi cTeneHu U
MMPUCBOCHUM YUYEHOT'0 3BaHUs (AUILJIOM, aTTECTAT, U APYTHE);
- 3aBEpEHUE aHKETBHI;
- obecrneyeHue COXPaHHOCTH U y4yeTa JIMYHBIX JET;
- obecnieueHne KOH(PUICHIIMATFHOCTH CBEJICHUN, COACPKAIINXCS B JUYHBIX JIeax;
- O3HAaKOMJICHHE paOOTHUKOB C JOKYMEHTAMH UX JIMYHBIX JE;
- U3BATHE IOKYMEHTOB, HaJIOOHOCTh B KOTOPBIX MUHOBAJIA.
- TIpelapXUBHasl NOATOTOBKA JIMYHBIX AET;
- IIepeaya B apXxuB.
9.2. JInuHble nena pabOTHUKOB XPAHATCS Yy PYKOBOIUTENS WIIM OTBETCTBEHHOTI'O 32 KaJIpOBOE
JISJIONPOU3BOJICTBO KaK JOKYMEHTBI CTPOTOM OTYETHOCTH.
9.3. B nensix oOecriedeHrsI KOHTPOJIS 32 COXPAHHOCTHIO JIMYHBIX JIEJT €KETOJHO MPOBOJIUTCS
MPOBEpPKa HAJIMYMUSA U COCTOSIHUE JIMYHBIX Aejl. PaKT NpoBEepKH (GUKCUPYETCSI B COOTBETCTBUU
¢ (Mpuaoxenne 3), a BBISIBJICHHBIE B X0J1€ IPOBEPKU HEAOCTATKU (PUKCUPYIOTCS B aKTE, KOTOPBIH
IocJie YTBep KACHUS MpeaceaaTesIeM IPOBEPOYHON KOMUCCHU MPEICTaBIISIETCS 3aBETyIOIICH.
9.4. OTBeTcTBEHHBIE 3a KaJpPOBOE JEJIONMPOU3BOJICTBO, YIHOJIHOMOYECHHBIE Ha BEJICHHE U
XpaHEHHUE JINYHBIX JeJl, HECYT NUCUMIUIMHAPHYIO U MHYIO OTBETCTBEHHOCTH 3a pasTJIallleHHe
KOH(HUICHIIMATBHBIX CBEICHUM, COAEpKAIIUXCS B JIMYHBIX Jejax, U 3a UHbIe HapyIICHHS
MOpsiAKa BEACHUS JINYHBIX JE.

10. 3akyr04uTeIbHBIC MOJIOKCHHS.
10.1. {nsa nmpaBUIIbHOM T'PYHIIUPOBKHU U ydeTa JOKYMEHTOB IO KaAPOBOMY JEJIONPOU3BOACTBY
JIMYHBIE JI€JIa BKJIIOYAIOTCA B HOMEHKJIATYpPY [J€JI MOJ OTACIbHBIM IOPAAKOBBIM HOMEpPOM
(komom).
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Mpuaoxenue Ne 1
K IOPAAKY BSCACHUSA JIUYIHBIX ACJI pa6OTHI/IKOB

(Ha3BaHME OpraHU3ALNN)

JUYHOE JIEJIO

(bamunmst, uMst, OTYECTBO PaOOTHHUKA)

JlaTa Hauama

Jlata okOHYaHUS
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K MOPSIJIKY BEJACHUS JIMYHBIX JIeJ1 pAOOTHUKOB

Onuch 10KYMEHTOB JIMYHOIO faesjia Ne

IIpunoxenue Ne 2

Jlara BKIIFOUeHUS Koi-Bo JlaTta u3bsITHS Kem uzbsar
Ne HaumeHoBaHue 10KyMeHTa JIOKYMEHTA B JIMYHOE JILCTOB JIOKyMEHTa JIOKYMEHT U
1,10 J1eJ10 IpHYHHA

JNeKTPOHHbIN A0OKYMeHT nepegaH vyepes onepatopa 340 3A0 "TakcHeT" INH, 30 okt 2023 16:55:28 MCK
NpoeHTnodunkatop gokymeHTa 82e044fa-0363-44c1-a34a-65e2e639f8b5
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Tpunoxenne Ne 3
K IMMOPAAKY BEACHUS JIMYHBIX JCIT pa6OTHI/IKOB

OTMETKA
O PE3YJIbTATAX IIPOBEPKH COCTOSIHUA U HAJIMYHUA JTHYHOI'O JEJIA

daMuiusi, UMs1, 0TYECTBO:
JI0/IKHOCTD:

JIuunoe xesio Ne

JlaTta npoBepkn DUO 4i1eHOB KOMHCCHH Hoanucu 4wienos PesyabTaT nposepku
KOMHCCHH

Jluanoe  gemo  Ne
COOTBETCTBYET
TpeGOBaHUSIM
3aKOHOJ/IaTeNIbCTBA u
TOJIOKEHUIO BEJICHUS
JIMYHBIX 1€l PabOTHHKOB
MAJIOY...........

OTNPABUTENDL

MYHUUMMANBHOE ABTOHOMHOE
J0LKO/IbHOE OEPA30BATE/IbHOE
YUYPEXOEHWE "OETCKMNW CAA Ne 308

BNAAENEL CEPTUDUKATA
bagyptavHoBa Ny3enb PawunToBHa

AO0/IKHOCTH
3aBegyoLnin

CEPTUDUKAT noaAnuCAH

00AB9873BA3534947ADC992EE8B0D1217  30.10.2023 16:55:13 MCK
2B

noannucb BEPHA
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