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1. O01He MoJI0KEeHUS

1.1. Hacrosimiast MHCTPYKIMS yCTaHABIMBAET NOPSAIOK (POPMHUPOBAHUS, BEACHUS U
XpaHEeHHsI TUYHBIX Aen paboTHIKOB MAOY «IIporumuaszus Ne 360».

1.2. UacTpyKIus pa3paboTaHa B COOTBETCTBUH C:
- TpynoBeiM koziekcoMm Poccurickoit @enepanuu,
- ®enepanbabiM 3aK0HOM N152-03 «O nepcoHaNbHBIX TaHHBIX,
- npukazoM MuHkyIbTYpbl P® ot 31.03.2015 Ne526,
- npuka3zoM Pocapxusa ot 20.12.2019 No236.

1.3. Paboronateins B nuile Aupektopa (nanee — qupekrop) MAOY «IIporumuasust
Ne 360» obecreumBaeT 3aIUTy MEPCOHATBHBIX JAHHBIX PAOOTHUKOB, COJEPIKAIIUXCS B
JIMYHBIX JIeJ1aX, OT HEMPaBOMEPHOTO UX HCIIOIb30BAHUS WIH YTPATHI.

1.4, Hupextrop MAOY «lIporumuasus Ne 360» omnpenenser nwuil,
YIOJHOMOYEHHBIX Ha MOJydeHue, oOpaboTKy, XpaHEHUe, Nepefady U Jo0oe Jpyroe
HCIIOJIb30BaHKE MTEPCOHANBHBIX JAaHHBIX pAOOTHUKOB, COACPKAIIMUXCS B JTMYHBIX JENaX.

2. JInyHOe [1eJ10 padoOTHUKA

2.1. JluuHoe nmeno pabOTHHMKA — 3TO COBOKYIMHOCTHh JOKYMEHTOB, COJEPIKaIINX
cBeaeHus o paborauke u nepuoge padorst B MAOY «Ilporumuazus  Ne 360».

2.2. Jluynoe neno paboTHUKAa OGOPMISETCS B TPEXJHEBHBIM CPOK TOCTE
HA3HAYEHUS €T0 Ha JIOJDKHOCTD.

2.3. JluuHoe gemo paOOTHUKA BENETCS OTBETCTBEHHBIM 32  KaJlPOBOC
nenonpousBoactBo paborankom MAOY «IIporumnaazust Ne 360.

2.4. 3ampemaercs Moy4aTrh, 0OpabaThiBaTh M MPUOOIIATH K JUYHOMY JAENy
paboOTHUKA HE YCTAaHOBJICHHBIE (heepaTbHBIMM 3aKOHAMU MEPCOHAIBHBIC JIAHHBIC O €ro
MOJIMTUYECKUX, PEIIUTHO3HBIX M HHBIX YOEKIEHUSX, YAaCTHOW KU3HU, UJICHCTBE B
0OIIECTBEHHBIX OOBEANHEHHSIX, B TOM YUCIIE B MPOPECCUOHATBLHBIX COI03aX.

2.5. Csenenus, cojaepxamuecss B JUYHOM Jiene paOOTHUKA, SBISIOTCA
KOH(UICHITHATbHBIMHU.

2.6. Jluunble menma oGOPMISIOTCS Ha BCEX INTATHBIX padoTHHkoB MAQOY
«IIporumuaszus Ne 360».

3. CocTaB 10KYMEHTOB, BKJIKYAeMbIX B JINYHOE 1€J10 PA0OTHUKA.

3.1. CocTtaB JOKYMEHTOB, BKJIIOYaeMbIX B JINYHOE /€TI0 PabOTHUKA, 3aBUCUT OT
JOJDKHOCTH, KOTOPYIO OH 3aHMMAET U CIIEHU(PUKU €T0 CIy>KEOHOH e TeIbHOCTH.
[lepBoHaYaIbHO B JMYHOE AENO TPYMIUPYIOTCS JOKYMEHTHI, O(OPMIISIONINE MPOIece
npreMa Ha padoTy, a BIOCJIEICTBUH - BCE OCHOBHBIE JOKYMEHTHI, OTPAKAIOIIUE TPOIIecC
pabotsl B MAOY «lIporumuaszus Ne 360».

3.2. Ilpu mnepBoHayanbHOM OGOPMIIEHUH JIMYHOTO Jiena pabOTHHKA B HETO
BKITIOYAFOTCSI CIICIYIOIINE JOKYMEHTHI:

1) ankera ycraHoBieHHOU opmbl ¢ hoTorpadueii;

2) aBTOOHMOTpadus;

3) MTUYHOE 3asBJICHUE JIMIIA, PETCHIYIOMIEro Ha T0KHOCTE B MAQOY «IIporumuasus Ne
360%;

4) TpynoBOii OroBop 0€3 JOIKHOCTHOM WHCTPYKIINY;

5) konust MpHKasa o mpuemMe Ha padoTy;



6) cripaBka 00 OTCYTCTBHH CYAHMOCTH;
7) MHCBMEHHOE Ccoriacke Ha 00pabOTKY MepPCOHATBHBIX JaHHBIX;
8) cornamnieHue o HepasrIalieHUue MEPCOHATBHBIX TAHHBIX (IS TEX, Y KOTO €CTh JOMYCK K
MEPCOHATBHBIM JaHHBIM JPYTHX);
9) komuM JOKYMEHTOB 00 00pa3oBaHHMH, OOyYCHHH, IEepeOOyUYEeHUH, TOBBIIICHUU
kBannukanuu (ecau odydeHnue npoxoauio 3a cuet cpeacts MAOY «IIporumuasust No
360»);
10) KkomuM JOKYMEHTOB, TIOATBEPXKAAIONIMX  KBATH(PHUKAIMOHHYIO  KAaTErOPHUIO
(aTTecTallMOHHBIA JIUCT) WM [PUKa3 MOJATBEPXKIAMONIYI0  KBaTH(DUKAIMOHHYIO
KaTErOPHIO);
11) Komuu pelIeHu i 0 HarpaXkICHIUH TOCYJapCTBEHHBIMU M BEJIOMCTBCHHBIMH HarpaiaMu,
NPUCBOCHUU TOYETHBIX W CIEUUAJIbHBIX 3BaHUM, NPUCYXKACHUU TOCYIAPCTBEHHBIX
npeMuii u T.JA. (€CJIM TaKOBbIE UMEIOTCS) (Ha OCHOBAHUH JIMYHOTO 3asiBJICHUS paOOTHHKA);
12) cnpaBka ¢ OCHOBHOTO MecTa pabOThI C yKazaHweM Tpaduka paboThI, 3aBEpPCHHAS
KOMUS TPYAOBON KHIKKH (JJIsl COBMECTUTENIEH);
13) 3asBieHre 0 MOCTAHOBKE HA TUTAHUE,
14) noroBop 0 MaTepuaIbHON OTBETCTBEHHOCTH (IJI1 MAaTEPHATIEHO OTBETCTBEHHBIX JIUIY);
15) 3asBneHue o BbIOOpE GOPMBI BEACHUS TPYIOBOM KHIKKH.

3.3. B mporiecce paboThl K TUIHOMY JIeTy MPUOOIIAFOTCS:
1) nomonHeHNne K aHKETE YCTAaHOBJICHHON (OPMBI,
2) aTTeCTAllMOHHBIC JTUCTHI;
3) KOImMU JOKYMEHTOB, TIOATBEPXKIAIOMUX TpodecCHoHAIbHOe oOpa3oBaHue (Ha
OCHOBAaHUH JIMYHOTO 3asBICHUS PaOOTHUKA)
4) KONUU TOKYMEHTOB, MOJATBEPIKIAIONINX MOBBIIICHNE KBAIM(UKAINKA (HAa OCHOBAHHH
JUYHOTO 3asBJICHUS paOOTHHUKA),
5) xomMM JOKYMEHTOB, TOJTBEPKIAMOIINX  KBATM(DUKAIMOHHYIO  KAaTETOPHIO
(aTTecTalMOHHBIA  JIUCT WM TPUKA3 MOATBEPKIAIONIYI0  KBaJU(UKAIMOHHYIO
KaTerOpHIO);
6) KoMUY pelIeHnid 0 HarPaXKICHUH TOCYIapCTBEHHBIMH M B€JJIOMCTBEHHBIMU Harpajamu,
NPUCBOCHUU TOYETHBIX W CICUUATbHBIX 3BaHUM, MPHUCYXKICHUH TOCYIAPCTBEHHBIX
npemMuii ¥ T.J. (€CITU TaKOBbIE UMEIOTCS) (Ha OCHOBaHUM JIMYHOTO 3asIBJICHUS paOOTHHUKA);
7) KoY TOKYMEHTOB O MIEPEBOJIC Ha APYTYIO TOJDKHOCTh M YBOJIbHEHHH;
8) MOMOJIHUTENBHBIC COTTIAIICHUS K TPYI0BOMY JIOTOBODPY;
9) cpouHBIli TPYAOBOW JOTOBOP Ha COTPYJAHHKA, 3aJ€HCTBOBAHO B OKA3aHHMH ILJIATHBIX
YCIIYT U SIBJISIIOIIETOCs YIEHOM BPEMEHHOTO TPYI0BOTO KOJJIEKTHUBA.
Jp. 1oKyMeHTHI, 00pa3yromuecs: BO BpeMsl TPYAOBOH 1€ATeIbHOCTH pabOTHHKA.

3.4. Ilpu dopMupoBaHUM W BEIECHUU JIMYHOTO JI€Ja HUCIONB3YIOTCS KCEPOKOITHH
JIOKYMEHTOB TIPH HAJIMYUH MPEBSIBICHHOTO MOJIMHHUKA TJOKYMCHTA.

B cimyuae oTCyTCTBHS MOATMHHMKA PAOOTHHUK JOJDKEH MPEACTaBUTh HOTApHUAIHHO
3aBepEHHBIC KOIUU JJOKYMEHTOB.

3.5. 3anpemiaerca XpaHuTh B JUYHOM jene: konuu macrnopra, CHWUJIC, MHH,
CBUJICTEIBCTBA O POXKACHUHU, TEpeMEHe (aMIINU, WMEHH, OTYECTBA, 3aKIIOYCHHUU
U pacTOp>KeHUH Opaka ¥ BOCHHBIN OUJIeT.

4. Ilopsaok 3aM10JIHEHUSI AHKeThbI, aBTOOMOrpaguu, 10NO0JHEHUS K aHKeTe,
BKJIIOYAEMBIX B JIHYHOE J1eJI0 pAa00THUKA.

4.1 Tlopsitok 3anIOTHEHHS OTIEIbHBIX Tpad) aHKETHI.



4.1.1. Amukera 3amnonHseTcsi pPaOOTHUKOM COOCTBEHHOpPYYHO. B aHkere He
JIOITyCKAIOTCs COKpALeHUs], IPOYEPKH, UCTIpaBiieHus. B aHkeTy BkienBaercs Gpororpadus
pabotHuka pazmepom 30x40 mm.

4.1.2. Ilpu 3an10JIHEHUN aHKETHI UCIOJIB3YIOTCA CIAEAYIOIINE JOKYMEHTHI: aclopT,
TPyAOBass KHUXXKA, BOEHHBIH OWiIeT, JOKYMeHThl 00 o00pa3oBaHUU (JIUIUIOM,
CBUJIETENbCTBO, ATTECTAT, YJOCTOBEPEHHUE), JTOKYMEHTHI, IOATBEPIKAAIOLINE YUYEHYIO
CTENEHb (YUEHOE 3BaHHE) U APYTUE JOKYMEHTBHI.

4.1.3. Ha Bce Bompochl aHKEThl PabOTHHUK JOJDKEH [aBaTh IIOJHBIE OTBETHI B
CTPOTOM COOTBETCTBUHM C TEMHU 3allUCAMHU, KOTOPBIE COJEP)KAaTCs B €ro JIMYHbBIX
JOKYMEHTax, OTpULATEIbHbIE OTBETHl B Trpadax aHKETbl 0e3 MOBTOPEHMsI BOIpoca
(Hanmpumep: YuéHasi CTENEHb — HE UMEIO).

414, B rpade «oOpazoBaHue» JOKHBI TMPUMEHSTHCS  CICAYIOIIHE

(GOpMYIMPOBKHU: «BBICIIEE», «HEMOJHOE BBICIIEE», «CpeaHee MPOo(pEeCCHOHAIBHOEY,
«cpefiHee», B 3aBUCHUMOCTU OT TOTO, Kakoil TOKyMeHT o0 oOpa3oBaHuu mmeercs. Ecnu
paOOTHHK 3aKOHYMJI HECKOJBKO KYypCOB BBICIIETO Y4E€OHOTO 3aBEJICHUS, BHIHYX/IECH ObLI
npepBaTh oOyueHHe WIN 00yJaeTcs B JaHHOE BPEeMsl, TO 3alMChIBACTCS, CKOJIBKO KypCOB
OH 3aKOHYMJI WJIK Ha KaKOM Kypce o0yJaeTcsl.
CoTpyanuku, o0yJaromuecs Wik 00y4aBUIMeCs B CPEIHUX MPOPECCUOHATBHBIX YUEOHBIX
3aBEJICHUSIX (TEXHUKYMBbI, KOJUIE/KH), HO HE OKOHUYMBILINE UX, JOJDKHBI ObITH OTHECEHBI K
JMIaM, UMEIOIUM cpeiHee (TIoJIHOoe 0o0lee) Wik HEMOoJIHOoe cpeiHee (OCHOBHOE ob1iee)
oOpa3oBaHue, B 3aBUCHUMOCTH OT TOr0, KakO€ OHHM HMeEIH 00pa3oBaHHE B MOMEHT
HOCTYIUICHUSI B CpeAiHee MpodeccuoHallbHOE yuyeOHOe 3aBelleHHe, K JIMLAM, UMEIOLINM
cpenHee (mosiHoe oOriee) oOpa3oBaHUE, OTHOCITCA PAOOTHUKHU, 3aKOHUYUBIIHNE CPEIHHE
IIKOJIbI, IIKOJBI C Y4€OHBIM U3yUYE€HHUEM KaKoTo — JIM0O0 mpeameTa, nuues, ruMHasuu. Jis
pabOTHUKOB,  OKOHYMBLIMX  NpO(EecCHOHANbHO-TEXHUYECKHE  yuwiuia  (Wiu
o0Opa3oBaTeNbHbIC YUPEXKJEHHUS, K HUM IPUPABHEHHBIE), YKa3bIBaeTcs Mpodeccus u
paszpsn. Jlunam, He UMeroImuM IPopEeCCHOHATIBHO

-TEXHUYECKOTO (Ha4yaJabHOTO MpOoQeCcCHOHATBLHOT0) 00pa3oBaHusa, mpodeccus

yKa3bIBaeTcs MO ONBITY paboTHI.
OxoHUMBIINE TPU Kypca BBICIIMX (MJIM NPUPABHEHHBIX K HUM) Y4eOHBIX 3aBEICHUM
OTHOCSITCS K JIMI]aM C HETIOJHBIM BBICIIMM OOpa3zoBaHueM. "CrenuaibHOCTh MO JUIIIoMY"
3aMoJHSAETCS TOJIbKO Ha CHEIUAJUCTOB C BBICIIUM W CPEJHUM CHEUATbHBIM
oOpa3oBaHueM. B 3Toi#l cTpoke yka3pIBaeTCsl CHEHAIBHOCTD, MOTYYeHHAs 110 OKOHYaHUU
BBICILIETO WJIM CPEIHEro CHeluaJbHOro y4yeOHoro 3aBefeHus. CHenuaabHOCTh IO
00pa30BaHUIO 3aMKMCHIBAETCS TOJBKO HA OCHOBAHUHU JUILIOMA.

4.1.5. B rpade «bpumm 5mu 3a rpaHUIEi» yKa3bIBAeTCS MOJHOE HAUMEHOBAHHE
CTpaHbl, TOA U 11enb npedbiBanus (Hanpumep: I'epmanus -2005 - Typnoesnka).

4.1.6. B rpade «Bammm 6:113kue poACTBEHHUKI MEPEUUCIIIIOTCS BCE YWICHBI CEMbH
C YKa3aHUEM CTENEeHH POJICTBA (POAUTEINH, CYNIPYTH, I€TH, a TAKXKE OpaThs U CECTPHI) MPU
ITOM yKa3blBaeTcs MX (aMuius, UMsA, OTUECTBO, JaTa POKICHHS, MECTO PpadOTHI,
JOJIKHOCTb.

4.1.7. B rpade «Brimonnsemas pabora ¢ Hayana TPYAOBOM JESTEIBHOCTH
OTpa)KaroTCsl CBEJIEHUS O pabOTe B COOTBETCTBHMHM C 3alMCSIMH B TPYIOBOM KHMXKKeE. Eciu
TPYAOBas IEATEIBHOCTh Hadajaach C 0Oy4eHUsI B TOM HJIM HHOM y4eOHOM 3aBeIeHUH, TO
ATOT TEPUOJ] TaKkKe oTMedaercss B JaHHOU rpade. Croa BHOCATCS W CBEIACHUS O
nepepriBax B paboTe B CBA3H C Y4E00M, 60JI€3HbI0, HAXOXKICHUSIM Ha WKIUBEHUU U TOMY
nogo0HOe (HampuMep: «He paboTam», «HAXOOWICA Ha TEHCHUW», «HAXOAMWJCS Ha
WOKIIMBEHUN», «Oonem»). Kpome Toro, ecinu ciyskarmii 3aHUMal pa3IndHbIe JOKHOCTH,
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TO CIIEAyeT YyKa3blBaThb BpeMs NpeObIBaHUS Ha KaXIOW MODKHOCTH. B TpymoByio
NESITENIbHOCTh HE 3amluchiBaeTcsd BpeMsi y4d€Obl B 00I1e00pa3oBaTeNIbHBIX IIKOJaX,
po(heCCHOHATBHO-TEXHHUECKUX YUYWIHMINAX M K HUM TPHUPABHEHHBIX (CYBOPOBCKHE,
HaXMMOBCKHE, BOCHHBIE yUmiIHIIa u T.1.). [Ipu mpoxoxxaennn ciyx0sl B BoopykEHHBIX
CUJIaX YKa3bIBaeTCs JI0JDKHOCTH, HOMEP BOMHCKOM YacTu (YUpEkKICHHS) U B KAKOM OKpYTe
OHA HaXOJIWJIach, B ClIy4ae Mmepexoja U3 0OJHOM BOMHCKOM YacTu B IPYTYIO - HOMEpa 3THX
yacTel U JaThl IEPEX0/1a ¢ YKa3aHUEM aJPeCOB MECT CIIYKObI 3a ocyieqHue 15 ner.
TpynoBast 1esTeIbHOCTD 3aMUCHIBAETCS CTPOTO B XPOHOJIOTHUECKOM MOPSJIKE.

4.1.8. B rpade «JlomonHuTENbHbIE CBEACHUSI» MOTYT YKa3bIBaThCS CBEICHUS O
HarpaxjaeHnun opnaenamu, menanamu CCCP, Poccuiickoit ®denepanvu, MHOCTPAHHBIX
rocyjapcTs, a takxe npucBoeHuu nmou€tHbix 3BaHuil CCCP, PCOCP, uHBIX COIO3HBIX
rocyJiapcTB, a Takxke npucBoeHuM Nod€THBIX 3BaHUU CCCP, PCOCP, MHBIX COIHO3HBIX
rocynapctB Poccuiickoit denepanuu. 3anucu Npou3BOASITCS HA OCHOBAaHUM OPJCHCKUX
KHUKEK, YIOCTOBEPEHHI K MEJAJIsIM, YKa30B U IPUKA30B O HATPaXKICHUH, TOOIIPEHUH.

4.1.9. B rpade «OTHOIIEHHE K BOWHCKOW OOSI3aHHOCTH M BOMHCKOE 3BaHUE

YKa3blBa€TCsS OTHOIIEHHE pPAaOOTHHMKA K BOWHCKOW 00S3aHHOCTH  (Hampumep:
BOEHHOOOsI3aHHBIN(as1), Malop 3amaca, Cep>KaHT 3araca).
JInmo, OTBETCTBEHHOE 3a KaJIpOBOE JEIONPOU3BOJCTBO 0053aHO MPOBEPSTH NMPU NpUEME
Ha paboTy y rpaxknaH, npeObIBalOIMX B 3amace, BOCHHbIE OWIETHl (BpEeMEHHbBIC
YIIOCTOBEPEHUS B3aMEH BOEHHBIX OWJIETOB), a y TpaxK[aH, MOAJIEXAIIUX MPU3BIBY Ha
BOCHHYIO CITYXOY, yIOCTOBEPEHHUS TPAKIaH, TMOICKAIIUX PU3BIBY, YCTAHOBUTH, CTOUT
JM TpaxaaHWH(Ka), MpUHHMaeMblii(as) Ha paboTy Ha BOWMHCKOM Yyuére. B cmydae
OTCYTCTBUSI B BOEHHOM OMJIeTe OTMETKH O MOCTAaHOBKE Ha BOMHCKUN YYET (eciu oH(OHA)
ABJIIETCA BOGHHOOOSA3aHHBIM (0}) HEOOXOJMMO HAaNPAaBUTh I'paxAaHUHA(KY) B pPallOHHBIH
BOCHHBII KOMHUCCApHUaT.

4.1.10. B rpade «Jlomamuuit aapec u Homep TenedoHa» HEOOXOTUMO YKa3aTh
MOYTOBBINA UHACKC. Eciu agpec mponucku U MPOKUBaHUS HE COBIAJIAIOT, TO YKa3bIBAIOTCS
00a anpeca.

4.1.11. B rpade «IlaciopT uim JOKyMEHT, €r0 3aMEHSIOIINI CIeIyeT yKa3bIBaTh
ero HoMep, CepHIo, KOT/a U K€M BBbIJaH.

4.1.12. Ankera noANUCHIBAETCS U 3aBEPSAETCH:

- TUI[OM, MTOCTYTIAIOIUM Ha paboTy;

- OTBETCTBEHHBIM 3a KaapoBoe paenonpousBojnctB0 MAOVY «lIporumuazuss Ne 360»
nevyaTbl0 M JIaTOM, MOCJe TOro Kak OyaeT MpoBepeHa IOJHOTa WU MPaBUIHLHOCTH
3arOJTHCHUS AaHKETHI B COOTBETCTBHUH C MPEABSIBICHHBIMU JJOKYMEHTAMHU.

4.2. Tlopsaok 3anojiHeHus aBToOnorpadum.

4.2.1. ABtobOuorpadus cOCTaBISETCS B MPOU3BOIBHONU (popMe COOCTBEHHOPYUYHO
rpaxIaHUHOM. B coneprkaHuu aBTOOHOTpaduu OTpakaroTcs: GaMWIns, UMs, OTUYECTBO
rpa)<IaHMHA, YUCIIO, MECAL, ToJl U MECTO POXKICHHS, MoJyueHHOoe oOpa3oBaHue (TIe,
KOTJ1a, KaKasl CTIICIMAIbHOCTh U B KAKUX YU4E€OHBIX 3aBEJCHUSX ), TPYIOBas IEATEIHHOCTD,
MOJIYYCHHUE  JOTIOJTHHUTEIILHOTO  00pa3oBaHMs, OKOHYaHHE KYpCOB  IOBBIIICHUS
KBaJTM(UKAINH, IEPETIOATOTOBKA, H3MEHEHHUs B OMoTpaduul U APyrue CBEICHUS, KOTOPBIC
JKeJlaeT OCBETHUTh B CBOCH aBTOOMOTpaduy MOCTYNAIOMINNA Ha padoTy.

4.3. JlomomHeHWE K AaHKETE 3aIOJIHACTCS OTBETCTBEHHBIM 3a KaJIpOBOE
JIEJIONPOU3BOJICTBO B Mpolecce paboThl MpU HEOOXOAMMOCTH BHECEHMsS B JIMYHOE JIEJI0
CBEJICHUH 00 U3MEHEHUAX B POo(dhecCHOHAIBHON AESITeIbHOCTH pabOTHHKA.

4.3.1. B mepBom pazgene (UKCHPYIOTCS CBEACHHSA O TEpeBOJaX Ha JApyrue
JOJDKHOCTH (TIEpEMEIeHus C yKa3aHUEM JIaT BCTYIUICHHUS B JOJDKHOCTD U YXO7a ¢ Hee) CO
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CCBUIKOHM Ha IOKYMEHTBI O HA3HAYEHHH, [IEPEBOJIE, YBOJIbHEHUU.

4.3.2. Bo BTOpoM pa3zjienie OTpaXkaroTCs JaHHbIE O MPO(PECCHOHATIBHON 1€ATENbHOCTH
paboTHUKa (ITOArOTOBKA, MEPENOATrOTOBKA U MOBBIIIEHUE KBAIW(DHUKALIMU, HATPaXKICHUE
OpJ€HaMH M MEAANSIMHU, PUCBOCHHE YYEHOW CTENEHHU, YYEHOTO M IMOYETHOrO 3BaHUA,
npeObIBaHUE 3a IPAHULICH, HAJIO)KEHUE U CHATHE B3bICKAaHUN, U3MEHEHMSI APYTUX YUETHBIX
JTAaHHBIX PAa0OTHUKA).

Bce BHOcUMBIE HW3MEHEHHS JOJDKHBI OBITh IMOATBEPKIAEHBI COOTBETCTBYIOLIMMU
JOKYMEHTAMH.

OO0s13aTeNPHBIM PEKBU3UTOM JOIMOJIHEHUS K AQHKETE SIBISIOTCS OTMETKH O IPOBEACHUU
IPOBEPOK HAJIWYUS U COCTOSIHUS JIMYHBIX JAell. OTMeTKa JO0MKHA OBITh CIEAYIOLIErO
COJEPKAHMSL: «WIMYHOE JIEJI0 IIPOBEPEHO», 1aTa, IOANNCH IPOBEPSIEMOr0 NOMEIAKOTCS Ha
00paTHOM CTOPOHE JIMCTA MOCIIE 3aHECEHHBIX CBEJICHUI.

4.4. Bce MOKYMEHTHI JIMYHOTO Jejia MOMEIAIOTCS B HanKy — CKOPOCIIUBATEb.
TUTYIBHBIN THCT JIMYHOTO Jeia 0hOPMIIETCS B COOTBETCTBHU (puitoskeHue 1).

Ecimu ¢amwinga paGoTHHKa nocie oGopMIEHHS JUYHOTO Jella U3MEHSIAach, TO
cTapas pamMuIus 3aKI04YaeTcss B CKOOKH, a HOBas 3allMChIBAETCS HaJl HEil.

Bce nokyMeHTHI B mamke JOJKHBI pacroyiaraThCsl B MPSIMOM XPOHOJOTHYECKOM
HOpSJIKE.

[Tocne yBonpHEHMs pabOTHHKA U OCBOOOJUBIIMICS HOMEpP NPHCBAUBAETCS BHOBb
HOPUHATOMY paOOTHUKY.

4.5. JIns XpaHeHUs IMYHBIX J1e]1 paOOTHUKOB HCIIOJIb3YIOTCS CEM(BI UITU HAIEKHO
3alupaeMble U orevyaTbIBacMble IKaA]HI.

5. BHyTpeHHSsIsl OIUCH JOKYMEHTOB, COAEPKAIUXCS B JIUIHOM JIej1e

5.1. JIokyMeHThI, MPUOOIIEHHbIE K JIMYHOMY JeNy pabOoTHHKA Tepesn caavei B
apxuB, OPOUTIOPYIOTCS, JIUCTHI HYMEPYIOTCS apaOCKUMU IU(PPaMH YePHBIM TpadUTHBIM
KapaH/IalloM B IPAaBOM HIDKHEM YTy, K JUYHOMY JIeTy MPUIaracTcsl BHYTPEHHSS OIUCH.

5.2. BHyTpeHHss OMHCh COCTABISIETCS HA OTAEIBHOM JIUCTE TIO0 YCTAaHOBIICHHOM
dopme (punoxenue 2).

6. HOpﬂIlOR BbBIJAYH JIMYHBIX 1€J1 BO BPCMECHHOC MMOJIB30BAHUEC

6.1. Jluunoe nemno paboTHUKA MOXET OBITH BBIAHO BO BPEMEHHOE IOJIh30BAHUE
JOJKHOCTHBIM JIUIIAaM, KPYT KOTOPBIX OMPEICAETCS TUPEKTOPOM YCTAHOBJICHHEM CPOKa
BPEMEHHOTO MOJIh30BAHUS.

[Ipu pabotre ¢ NWUYHBIM JEJIOM, BBJIAHHBIM BO BPEMEHHOE TOJIh30BaHUE,
3anpeniacTcs MPOU3BOJIUTh KaKUE-TMOO0 UCTIPABIICHUS, BHOCHTh HOBBIC 3aITMCH, H3BJICKATh
JIOKYMEHTBI, pasrijaiiaTh coepiKainuecs B HeM KOH(UICHITUATbHBIC CBEJICHUSI.

[Tpn u3BIEUYEHUH KAKWUX-TMOO JOKYMEHTOB W3 JIMYHOTO Jieja JIMIIO0, OTBETCTBEHHOE 3a
BEJICHUE JIMYHBIX JIeJ, 00s3aHO clielaTh BO BHYTPEHHEH OINHMCH COOTBETCTBYIOIIYIO
3aIUCh.

6.2. Jlns KOHTpOJS 32 CBOEBPEMEHHBIM BO3BPATOM BBIJIAHHBIX WJIM BBICIIAHHBIX
JUTSL O3HAKOMJICHHSI JTMYHBIX JEJT HJIM MPE0OTBPAICHHS UX YTPAThI MOXKET UCTIOIB30BaAThCS
KOHTpPOJIbHAS KapTOYKa, KOTOpas 3arojHSAETCS Ha KakIoe jAelio. B Hel yka3bIBaeTCs
HOMEp JIMYHOTO Jena, paMuiIus, uMs, OTYECTBO pabOTHHKA, HA KOTOPOTO OHA 3aBEJCHA,
JaTa BbIAYM JIMYHOTO Jefla, KOMY OHO BBIJIAHO, paclucKa B IOJYYCHHH, HOMEpP
ciry)eOHoro TenedoHa IuIa, MOTyYUBIIETO JIENI0 U JaTa BO3BpaTa Jeja.



6.3. Tlpu BoO3BpaTe jena TIIATEILHO MPOBEPSETCS COXPAHHOCTh JOKYMEHTOB,
OTCYTCTBUE TNOBPEXKICHUH, BKIOYEHHUS B JAEJIO JAPYTUX JOKYMEHTOB WM MOJMEHbI
JTOKyMeHTOB. [IpocMoTp Aena npou3BoAUTCS B IPUCYTCTBUU PYKOBOJUTENS YUPEIKICHUS.
[lepenava AMYHBIX J1€NT IUPEKTOPY UEpe3 CEKpeTaps WIM APYTUX JUIl HE JOMYCKAETCs.
Jlpyrre pyKOBOOUTENM TMOAPA3JICICHU MOTYT 3HAKOMUTHCA C JIMYHBIMU JeJIaMU
NOMYMHEHHBIX KM COTPYOHUKOB. O3HaKOMJIEHHE C J€JlaMH OCYIIECTBISETCA B
MOMEIICHUH, T HAXOAATCS JUYHbIC JeNa (B MPUEMHON TUpEeKTopa Moj HaOIoAeHUuEM
paboTHUKA, OTBETCTBEHHOTO 3a COXPAaHHOCTh M BeJIEHHE JHMYHBIX Jeid. Bpems paGoTsl
(03HaKOMJIEHUS) JIOJDKHO OTPaHMYMBATHCS TMpeAesiaMd OJHOTO pabouero mHs. Dakr
03HaKOMJICHHS] (PUKCUPYETCS B KOHTPOJIBHON KapTOUYKE JUYHOTO JIeJia.

6.4. Jluunoe neno pabOTHHWKA HE BBIIACTCS HA PYKH PAOOTHUKY BO BPEMEHHOE
MOJIb30BaHHUE.

6.5. Beinaua nuuHBIX e (OTIeIbHBIX JOKYMEHTOB B COCTABE JIMYHOTO JieJa) BO
BPEMEHHOE TIOJIb30BAHUE JAPYTUM OpTraHU3alusaM (YUPEKICHUSIM) TMPOU3BOJIUTCA C
pa3pelieHus AMPEKTopa Ha OCHOBAaHUH HaJUIeKaluM 006pazoM oopmiieHHoro 3anpoca. O
BbIJIaue JIeJia COCTaBISIETCS aKT, OJIMH U3 DK3EMIUIIPOB KOTOPOTO IMEpeaaeTcs BMECTE C
JeJIoM (JIOKYMEHTOM) MPEACTABUTEINIO 3aIPAIIMBAIOIIEH CTOPOHBI, & BTOPOM AK3EMILIAP
XpaHUTCS B JieiaX OpraHu3alluy 10 BO3BpaIlleHUs Jieia (JOKyMEeHTa) B MECTO XPaHEHUS.

W3baTue OTAeNbHBIX JOKYMEHTOB U3 JIMYHOTO JIeda MPOU3BOAUTCS C Pa3pEIICHHUS
TUpeKTopa ¢ OQOpMIICHHEM COOTBETCTBYIomIed 3amucu B rpade «IIpumeuanue»
BHyTpeHHel onucu. [Ipu BpeMeHHOM U3BSITHH TOKYMEHTa Ha €r0 MECTO (MEXy JINCTaMHU
COCEIIHUX JOKYMEHTOB) BKJIAJBIBACTCS CIPaBKa-3aMECTUTENh (KapTa-3aMECTHTENb) C
yYKa3aHWEeM JaThl W TPUYUH HU3IBATUS C TOJMUCHIO JIUIA, BBIAABIIETO JTOKYMEHT, U
POCIIUCHIO JINIIA, MOTYYHBILIETO €r0 BO BpEMEHHOE MOJIb30BAHHUE.

7. IlopsiIoK 03HAKOMJIEHHS € JIMYHBIM J1€JIOM Pa0OTHHKA

PaGoTHUK HMMeeT MpaBO Ha O3HAKOMJIEHHME CO BCEMU MaTepuajaMu U3 CBOETO
JMYHOTO Jea.

7.1. O3HakoMIIeHHE paOOTHUKA C JOKYMEHTAMHU CBOETO JIMYHOTO JeJ1a POBOUTCS
1o npocb0e caMoro paboOTHHKA.

7.2. PaOOTHUK CaMOCTOSTENILHO B MHUChbMEHHOM (hopMe peliaeT BOMpOoC Mepeaadn
KOMYy-TH0O cBeAeHHH o0 ce0e 3a HCKIIOYEHHEM CIIy4aeB, IPeayCMOTPEHHBIX
3aKOHOAaTeNIbCTBOM Poccuiickoit denepanuu.

7.3. @aKT 03HAKOMJICHHUS C JIMYHBIM JIeJIOM pa0OTHHKA YIOCTOBEPSIETCS JIMYHOU
HNOJIUCHIO COTPYJHUKA B JINCTE€ O3HAKOMJIEHHUS C JMYHBIM JEJIOM, IPHUKPEIUIEHHBIM K
JICBOW BEpXHEH BHYTPEHHEH CTOpPOHE OOJIOKKH JIMYHOTO JeNia, C yKa3aHWeM JaThl
03HAKOMJICHHS.

7.4. PaboTHUK 00513aH COO0IIaTh OTBETCTBEHHOMY 3a KaJIpOBOE JEJIONPOU3BOJICTBO
00 M3MEHEHNH TeX WJIM UHBIX IEPCOHAIBHBIX TaHHBIX.

7.5. PabOTHMK HMeEeT NpaBO Ha IMOJYYEHHE KONUHU JII00Oro JIOKyMEHTa,
coJieprKalllerocs B €ro JIMYHOM Jiele, Ha OCHOBaHUM MHCbMEHHOTO 3asBICHUS Ha UMS
nupektopa. Komum JOKYMEHTOB JOJDKHBI OBITh 3aBEpEHBl HAUICKAIIMM 00pa3oM U
NPEOCTaBIAThCS PAaOOTHUKY O€3BO3ME3HO B TEUEHHE TpeX IHEH co IHSA mojadu
3asIBJIICHMUSI.

8. IlopsiA0OK MOATOTOBKM M CAa4¥ JUYHBIX JIeJl B apXUB

8.1. JInunble Aena OTHOCATCS K JOKyMEHTaM BpeMeHHOTo (cBbime 10 yer) cpoka
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XpaHEHHsI U TIOJUIeKAT XpaHeHuto B TeueHue 50-75 ner co qHs yBOJIbHEHUS paOOTHHKA.
8.2. JluuHple nena YBOJCHHBIX PAOOTHHKOB O(OPMIISIOTCS B COOTBETCTBUHU C
HACTOSIICH MHCTPYKIMEH U XPaHITCA B apXuBe aI(paBUTHOM MOPSIKE.

8.3. IlpemapxuBHasi MOArOTOBKA JHWYHBIX J€J BKIIOYAET JBE MPOIEIYPHI:

oopMIICHHS U OTICAHUS JCIT.

8.4. OdopmiieHHe eI MpeaycMaTpUBAET:

- TEPEeTpYNIUPOBKY JOKYMEHTOB B TPSMOW JIOTUYECKOH MOCIEeNOBAaTEILHOCTH (€Cin
TaKOBasi HEOOXOIUMOCTh UMEETCS);

- U3BSITHE IOKYMEHTOB BPEMEHHOTO CpOKa XpaHeHHs (HaT0OHOCTh, B KOTOPBIX MHHOBAJIA);
- HyMEpaluio JHCTOB B Jeie (MPOU3BOIUTCS MPOCTHIM TPUGEIBHBIM KapaHJalmioM B
BEPXHEM MPABOM YTy JINCTA), HOMEPYIOTCS HE CTPAHUIIBI, a JIHCT;

- COCTaBJICHHE 3aBEPUTEIILHOW HAIIMKCH JeTa,

- IOAIIUBKY Jiena (B 00JI0KKY Ha 3 IPOKOJIa, TIPEIBAPUTEIIHHO YIaJIHB BCE METAILTUICCKHE
32)KHMBI, CKOOBI, CKPEIIKHU C JJOKYMEHTOB);

- BHECEHHE HEOOXOJUMBIX YTOUYHCHHUN B PEKBU3UTHI 00JI0XKKH JIea.

K BHyTpeHHE# ONMUCH COCTAaBJIIETCS WUTOTOBasl 3alKCh, B KOTOPOW YyKa3bIBACTCS
muppaMd ¥ TPONHCHI0 KOJUYECTBO BKJIIOYCHHBIX B HEE JOKYMEHTOB W KOJIWYECTBO
JIMCTOB JIeNa.

8.5. I1pu omucH B JIMCTE-3aBEPUTEINIC OTPAKACTCS HICTUHHOE (PU3UIECKOE COCTOSTHHUE
JIMYHOTO JIeJia HA MOMEHT €ro TpeJapXUBHOM MOJATOTOBKH. B JOKyMEHTE yKa3bIBacTCs:
= HOMED JHYHOTO JIENa,
=  uHQOpMaNU 00 UMCIOIIUXCS B HEM JIHCTaX (KOJUYECTBO),

»  MH(QOPMAIHUS O COCTOSTHUH OTICIBHBIX IOKYMEHTOB MJIM UX KOTIHA, BJIOXCHHBIX B JICIIO
(HarmpuMep, UMEIOITUIICS TOKYMEHT 3aKJIeeH, HaIOpBaH, yTpayueH).

8.6. JlucT-3aBepuTenb CIYy)KUT I ydeTa KOJUIECTBA JTUCTOB B JeNe U (UKCAITUH
0COOCHHOCTEH MX HyMepaluM, TJie yKa3blBaeTcs LU(PpPaMU U MPOMHUCHIO KOJIHMYECTBO
NPOHYMEPOBAHHBIX JIUCTOB J€NIa U OTJIENIBHO, Yepe3 3HAK «+» (IUII0C) KOJINYECTBO JIUCTOB
BHYTPEHHEH OIMCH. 3aBEpUTENIbHAs HAANKMCH IOANUCHIBACTCA €€ COCTABUTENIEM C
yKa3zaHUEM paclIu(ppOBKH MOIIUCH, TOJKHOCTH U JIaThl COCTABJICHUS U MOAIIUBACTCS K
Teny.

3amnpemniaeTcsi BRIHOCUTH 3aBEPUTENBHYIO HAMUCh HA OOJIOKKY JeJia WiIH YUCTHIH
000pOT JHCTa TIOCIETHETO TOKYMEHTA.

8.7. Oopmienue aen i nepeiadul B apXUB OCYLIECTBIISETCS B FOJTy, CISAYIOIINM
3a JIeJIOTIPOU3BO/ICTBEHHBIM B T€YCHHE BCETO TO/A.

9. O0s13aHHOCTH OTBETCTBEHHOI'0 32 KaJapoBo€ T€JIONMPOU3ZBOACTBO 110 BEACHUIO
JIMYHBIX /1€J1 paﬁoTHI/lKOB

9.1. B 00s3aHHOCTH OTBETCTBEHHOIO 3a KaJpoBO€ JeJIONPOU3BOJICTBO,
OCYILECTBIIAIOLIET0 BEACHUE IUYHBIX €], BXOJIUT:
- IpUOOIIEHNE K JIMYHBIM JIeJIaM TOKYMEHTOB, IEPEUHCICHHBIX B MyHKTaX 3.2 4aCcTH 3 U B
nyHkTax 5.1 u 5.2 yactu 5 Hacrosei MHCcTpyKImny;
- IPOBEpPKa IIOJHOTHI 3allOJHEHUS AHKETbl M COOTBETCTBUS YKA3aHHBIX CBEICHUH,
IPEIbABISEMBIM IIPHU MOCTYIJIEHUU JOKYMEHTaM (MaclopT, TPyAOBask KHUKKA, BOCHHBIN
owuet, JTOKyMEHTBI 00 00pa30BaHUM (IUILIOM, YIOCTOBEPEHHE, CBUICTEIILCTBO, aTTECTAT),
TOKyMeHThl Briciielt arrectanimonHod komuccuu (BAK) o mpucyxiaeHuu ydeHOU
CTENEHU U IPUCBOEHUM YUEHOIO 3BaHUs (AUIJIOM, aTTECTaT, U JPYTHE);
- 3aBE€PCHUE AHKETBHI;



- obecrieueHre COXPAHHOCTH U y4eTa JINYHBIX JIeT;

- obecrieueHne KOHQUICHIIMAIBHOCTH CBEACHU, COACPKAIIMUXCS B TUYHBIX JIeJaxX;
- O3HaKOMJICHUE PAOOTHUKOB C JOKYMEHTAMU UX JTUYHBIX JEII;

- U3BSATHE JOKYMEHTOB, HAJJOOHOCTh B KOTOPHIX MHUHOBAJIA.

- IpeJapXUBHAas MOArOTOBKA JIMYHBIX JIETT;

- Iepeaya B apXuB.

9.2. Jlnunble aena paOOTHUKOB XPAHATCS y PYKOBOJIUTENSI WIIH OTBETCTBEHHOTO 32
KaJIpOBOE JIEJIONIPOU3BOJCTBO KAK JOKYMEHThI CTPOTOM OTYETHOCTH.

9.3. B nensx obecrieueHus: KOHTPOJISI 32 COXPAHHOCTBIO JIMYHBIX JI€N €XKETOJHO
MIPOBOJIUTCSI MPOBEPKA HATUYHS U COCTOSIHUE JTUYHBIX Aesl. DakT mpoBepku HUKCUPYETCs
B COOTBETCTBUM C (IpHJIOXKEHHWEM 3), a BBISIBICHHBIE B XOJI€ MPOBEPKH HEAOCTATKHU
buKcUpYIOTCS B aKTe, KOTOPBIM TOCIe YTBEPXKACHHS TMpeaceaaTesieM ITPOBEPOUYHOM
KOMHUCCHH TPE/ICTABISIETCS JUPEKTOPY.

9.4. OTBeTCTBCHHBIC 3a KaJPOBOE JEJIOMPOU3BOJCTBO, YIIOJHOMOYCHHBIE Ha
BEJICHUE U XPAaHEHHE JIMYHBIX JeJI, HECYT NUCUHUIUIMHAPHYIO U UHYIO OTBETCTBEHHOCTbD 32
pasrianieHue KoH(puIeHIIMaIbHBIX CBEICHUH, COACPKAIIMXCS B TMYHBIX JeJaX, U 32 MHbIC
HapyIICHUs] TOPSAIKA BEJCHUS TUYHBIX JEI.

10. 3aki0unTeIbHBIE MOJI0KEHHS
10.1. Jlns mpaBWIBHOM TPYNNHPOBKM H ydeTa JOKYMEHTOB TIO KaJgpOBOMY

JIEJIONPOU3BOJICTBY JIMYHBIE JIEJIa BKIIOYAIOTCA B HOMEHKJIATYPY J€N TMOJ OTAEIbHBIM
MOPSITKOBEIM HOMEPOM (KOJIOM).



Onuce Ne
Jeno Ne
Nnnekc nena

[Tpunoxenne Ne 1
K HOPSAKY BEJICHUS JIMUHBIX /1€
pabOTHHUKOB

(Ha3BaHWE OpraHU3AIUN)

JIMYHOE JAEJIO

Jlata Hayana

(baMumnus, uMsi, OTYECTBO PaOOTHUKA)

Jlata okOH4YaHUs

Ha JICTaxX
XpaHUTH Jer

Omuch Ne
Jemno Ne
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[Tpunoxenne Ne 2

K IIOPpAAKY BCACHUS JIMUHBIX JICJI

pabOTHHUKOB

BHYTPEHHS A OIIUCH

JAOKYMEHTOB J1eJjia Ne

Ne HNupexce Hara Ha3zBanue Homepa | Ilpumevyanue
n/n AOKYMEHTAa | JOKYMEHTa | JOKyMeHTa JIUCTOB
aesa
Hroro:
KOJINYECTBO JINCTOB BHYTPEHHEN OIUCHU
Creuuanuct mno Kaapam: MOJITHUCH pacmmdpoBka

IHoAIInucCH

«

»

20

roJI
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[Tpunoxenne Ne 3
K TIOPSIAKY BEJICHHS JIMYHBIX JICJT
pabOTHHUKOB

OTMETKA
O PE3VYJIBTATAX ITPOBEPKHU COCTOSHUA U HAJINYNSA JIMYHOT'O AEJIA

Damusnsi, UMsl, 0TYECTBO:
Jlo13KHOCTD:

JInuHoe geo Ne

Jara npoBepku ®UO yjeHOB KOMHCCHH IMopnucu 4jieHoB PesyabTaT nnpoBepku
KOMHCCHH

Jlmunoe  memo  Ne
COOTBETCTBYET
TpeOOBaHUAM
3aKOHOJATEIbCTBA u
MIOJIOKEHHIO BEJICHUS
JUYHBIX NIl pabOTHUKOB
MAOY...........
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