MyHHUMIaIbHOe 00KETHOE I0IIKO0JIbHOE o0pa3oBaTe/ibHOE YupeKIeHue
«Jlercknii cag Ne 254 xkoMOMHHPOBAHHOT0 BUAA»
Hoso-CaBuHoBcKoro paiiona r. Kazaun
(MBJIOY «Jletckuit cax Ne 254»)

Y1BepKaar
A\ 3aBenyrouas
Ciciy can Ne 254»
\ Iepdusnosa

Monoxkenne Ne X7 . 7
0 TOpSIAKe BeJeHHsl IMYHbIX /1eJ1 PAG0OTHHKOB
MBJ10Y «/lerckuii cax Ne 254 KOMOMHMPOBAHHOI0 BUAa»
: 1. OGwme no0KeHus1.
1.1. HacTosias HHCTPYKUMS YCTAHABIMBACT NOPANOK (POPMHPOBAHUA, BEJICHHA M XPAHCHH
nuuHbIX gen pabotaukoB MBJIOY «Jletckmit cax Ne 254».
1.2. UncTpyKims pa3paboTaHa B COOTBETCTBHH C:
- Tpynosbim koekcom Poccuiickoi denepan,
- ®enepanbhbiM 3ak0HOM N152-03 «O nepcoHaIbHBIX JAHHBIX),
- npuka3oM MunkysTypet PO ot 31.03.2015 Ne526,
- npukaszom Pocapxusa ot 20.12.2019 Ne236.
1.3. Paboronatens B muue 3aBeayromeii (1anee — 3asenyrommit) MBJIOY «Jlerckuii can Ne
254y 0becreuuBACT 3AIMTY NEPCOHANBHBIX JAHHBIX PAOOTHHKOB, CONEPKALIHXCA B JTHIHBIX
jienax, OT HEMPaBOMEPHOTO MX MCIONIb30BAHUSA HIIM YTPATHL.
1.4. 3asepyromuit MBJIOY «/letckmii cam Ne 254» onpenenseT NHIl, YNOTHOMOYEHHBIX Ha
nosyuenue, 06paboTKy, XpaHeHHe, repeady H 000 APYroe HCMob30BAHHE NEPCOHANTHHBIX
JIAHHBIX PAOOTHUKOB, COAEPHKALIMXCA B IMYHBIX J€NaX.
2. JIuynoe ae10 paboTHHKA.
2.1. Jluunoe neno pabOTHHKA — 3TO COBOKYNHOCTH AOKYMEHTOB, COACPXKALIMX CBEACHHA O
paGotruke u nepuoze pabotsr B MBJIOY «Jlerciuit cam Ne 254».
2.2. JluuHoe 1eso paboTHUKA o(pOPMILETCS B TPEXTHEBHbIA CPOK MOCIE HA3HAUCHHS €ro Ha
JIOJDKHOCTb.
2.3. Jluunoe jeno pabOTHHKA BEIETCS OTBETCTBEHHBIM 33 KaJPOBOC /CJIONPOH3BOACTBO
paboruukom MBJIOY «Jletckuit cax Ne 254».
2.4. 3anpemaetcs moJy4arh, 00pabaThIBaTh M NMPHOOIATH K JIHYHOMY A€y pabOTHHKA HE
YCTAHOBJICHHBIE (De/IepabHBIMM 3aKOHAMHM TEPCOHAJBHBIC JAHHBIE O €ro MOJMTHYCCKHX,
PEMIHO3HBIX M MHBIX yOEKIEHWAX, HACTHOM IKH3HM, WIEHCTBE B OOMICCTBEHHBIX
00beIMHEHHAX, B TOM YKCIIE B MPOJeCCHOHATBHBIX COK03aX.
2.5. CBeeHus, COAEPIKALIMECS B THIHOM JieNe paOOTHHKA, ABIAIOTCA KOH(HACHIHAIbHBIMH.
2.6. Jluunbie fena opopmisoTes Ha Beex mTatHbx pabotrukoB MBJIOY «Jlerckuit can No
254».
3. CocTaB 10KyMEHTOB, BK/JII0YAEMbIX B JINUHOE €10 pa00THHKA.
3.1. CocTas IOKyMEHTOB, BK/IOYAEMBIX B JIMYHOE €0 PAOOTHHKA, 3aBHCHT OT JOJKHOCTH,
KOTOPYIO OH 3aHHMAET U CTIELH(UKH ero CIyKeOHOU JeATEIbHOCTH.
TlepBoHAYAILHO B TMYHOE JIENO IPYIIHPYIOTCS OKYMEHTBI, OQOPMIIONIHNE NPOLECC PUEMa
Ha paoTy, A BIOCNEJICTBHH - BCE OCHOBHBIE NOKYMEHTBI, OTPAKAIONIME MPOLECC padOThI B
MBJIOVY «Jlerckuit cam No 254».
3.2. Ilpu nepBoHauanmbHOM O(OPMJIEHHH JMYHOTO JeNa PabOTHMKA B HErO BKIIOYAIOTCSH
CJIE/IYOLIME IOKYMEHTBI:
1) ankeTa ycTaHOBJIEHHOM (opMsI ¢ hoTorpaduei;



2) aBToOuorpadus;
3) Tu4YHOE 3asABJICHHE JINIIA, TPETEHAYIONMIETO Ha T0KHOCTh B MBJIOY «Jlerckuii cag Ne 254,
4) Tpyn0BO#i OrOBOp 0€3 JOIKHOCTHOW HHCTPYKIIUHY;
5) komus mpuKasa o nmpueMe Ha padoTy;
6) cripaBka 00 OTCYTCTBHHU CYJAMMOCTH;
7) MIChbMEHHOE corjiacke Ha 00pabOTKy MEPCOHATIBHBIX JTaHHBIX;
8) cornarnieHue o HepasrialeHHe MePCOHATBHBIX JaHHBIX (IS TE€X, Y KOTO €CTh JOMYCK K
NEPCOHANTBHBIM JaHHBIM JAPYTHX);
9) xommM JOKYyMEHTOB 00 o0Opa3oBaHWH, OOYYCHHH, TNEPeOOYYCHUH, TOBBIIICHUH
KBaJUUKaIUH (eciii 00ydeHne mpoxoamio 3a cueT cpeacts MBIOY «Jlerckuii cag Ne 254%);
10) komuu  JOKYMEHTOB,  MOJATBEPKIAIOMIMX  KBAIU(UKAIMOHHYI0  KAaTETOPHIO
(arTecTallMOHHBIH JMCT) WK MPUKA3 MOATBEPIKIAIOIIYIO KBATU(PHKAIIMOHHYIO KaTErOpHIO);
11) xomuU pelIeHUu# O HArpaXKJACHHHM TOCYIAPCTBCHHBIMU W BEJIOMCTBEHHBIMH HAarpajaaMu,
MIPUCBOCHUHU MOYETHBIX U CIIEHUANIBHBIX 3BAHUH, MPUCYKIECHUU TOCYJAPCTBEHHBIX MPEMUN U
T.J. (€CJIM TaKOBbIE UMEIOTCS) (Ha OCHOBAHUH JIMYHOTO 3asBJICHUS paOOTHHKA);
12) cnipaBka ¢ OCHOBHOTO MecTa paboThl ¢ ykazaHueM rpaduka paboThl, 3aBEpeHHAs KOMUS
TPYIOBOM KHIDKKH (151 COBMECTUTENIEH);
13) 3asiBieHHE O MOCTAaHOBKE HA TTUTaHMUCE,
14) noroBop 0 MaTepuaIbHON OTBETCTBEHHOCTH (JJI1 MAaTepUAILHO OTBETCTBEHHBIX JIUIL);
15) 3asBneHue 0 BEIOOpPE POPMBI BEICHUS TPYJOBOM KHIKKH.
3.3. B mporecce paboTHl K TMYHOMY JIETy TPUOOIIAFOTCS:
1) nomoyiHeHNE K aHKETe YCTAaHOBJICHHON (OPMBHI,
2) aTTecTalluOHHBIC JIUCTHI;
3) Komuu JOKYMEHTOB, TIOJATBEPKIAIONINX MPodeccuoHaabHOe 00pa3oBaHue (Ha OCHOBAHUU
JIMYHOTO 3asIBJICHUs paOOTHHUKA)
4) xomMHM JOKYMCHTOB, IOJATBEP)KIAIONIMX TIOBBINICHHNEC KBATU(UKAIUU (Ha OCHOBaHHUH
JUYHOTO 3asiBICHUS paOOTHHUKA),
5) KoUK JOKYMEHTOB, MOATBEPKAAIONINX KBATH(UKAIIMOHHYIO KaTErOpHIO (aTTeCTaI[HOHHBIH
JUCT WK TIPHUKA3 TOATBEPKIAIONYI0 KBATN()UKAIMOHHYIO KaTETOPHUIO);
6) Komuu peneHnit 0 HarpaXJAeHUH rOCYJapCTBEHHBIMU U B€JIOMCTBEHHBIMU Harpajamu,
MIPUCBOCHUHU NMOYETHBIX U CIICIIMAIBHBIX 3BaHUHN, IPUCYKICHUN TOCYIapCTBEHHBIX TPEMUN U
T.J1. (€clii TaKOBbIE UMEIOTCS) (Ha OCHOBAHUM JIMYHOT'O 3asIBICHUS paOOTHHUKA);
7) KOIIMM IOKYMEHTOB O MEPEBOJIE HA APYTYIO JOJKHOCTh U YBOJbHEHUH;
8) OTOTHUTENbHBIEC COTJIAIEHUs K TPYA0BOMY JOTOBOPY;
9) cpouHbIii TPYAOBO# TOTOBOP HA COTPYIHHUKA, 3a/ICHCTBOBAHO B OKa3aHHWH IIATHBIX YCIYT U
SIBJISIFOLLIETOCS YJIEHOM BPEMEHHOI'O TPYAOBOTO KOJJIEKTHBA.
Ip. JOKYMEHTHI, 00pa3yIomuecs BO BpeMs TPYIOBOH JESITEIbHOCTH paOOTHHUKA.
3.3. Ilpu dhopMupoBaHUYU U BEICHUU JTUYHOTO JEJIa UCTIOIB3YIOTCA KCEPOKOMHHU JOKYMEHTOB
MIPU HAJTMYHH MPEIBIBICHHOTO MOJIMHHNKA JOKYMEHTA.

B cnyuae orcyTcTBUS TOIMHHHKA PAOOTHHK JODKEH MPEICTaBUTh HOTAPHAIBHO
3aBEpPEHHBIE KOMUU JOKYMEHTOB.
3.4. 3ampeniaeTcs XpaHUTh B TUYHOM Jene: konuu nacnopta, CHUJIC, UHH, cBunerenscTBa
0 POXKIEHUH, TIepeMeHe (aMUINKM, UMEHH, OTYECTBA, 3aKIIOYCHHHM U PACTOPKEHHMU Opaka
Y BOCHHBIN OMJICT.
4. Tlopsiaok 3aM0JIHEHUS AHKEThI, aBTOOHOTrpaduu, J0N0JTHEHUS K aHKeTe, BKIKYaeMbIX

B JINYHOE J1eJI0 pA00THHUKA.

4.1 Ilopsook 3anoneHus OomoenbHbiX epagh ankemol.
4.1.1. Aukera 3amonHsieTcsi paOOTHHUKOM COOCTBEHHOPYYHO. B aHkeTre He aomyckarTcs
COKpallleHus, MPOYEpKH, HUcIpaBieHus. B ankery BkiienBaercs ¢oTorpadus paboTHUKA
pazmepom 30x40 mm.
4.1.2. Tlpu 3an0JIHEHUU aHKEThl UCIIOJIB3YIOTCS CIIEYIOIINE JOKYMEHTHI: AcClopT, TPYA0Bast



KHUKKa, BOGHHBIM OMJIET, TOKYMEHTbl 00 00pa3oBaHUM (IMIUIOM, CBUIETEILCTBO, aTTECTAT,
yIOCTOBEPEHNUE), TOKYMEHTBI, TOATBEPKJAOLINE YUCHYIO CTENeHb (YU€HOE 3BaHHUE) U Ipyrue
JOKYMEHTBI.

4.1.3. Ha Bce BOmpochl aHKEThl PaOOTHUK JOJDKEH /JaBaTh TOJHBIE OTBETHI B CTPOTOM
COOTBETCTBUU C TEMM 3alHUCSIMH, KOTOPHIE COJEP)KAaTCsi B €ro JHMYHBIX JOKYMEHTaXx,
OTpHLIaTeNIbHBIE OTBETHl B rpadax aHKeTbl 0e3 MOBTOpPEHHs Bompoca (Hampumep: Yu€Has
CTETICHb — HE UMEIO).

414. B rpade «obOpa3oBaHHE» JODKHBI MPUMEHATHCS cleayromue G(opMyIUpOBKH:
«BBICIIIEE», « HEIIOJIHOE BBICILIEEY, «CPEeIHEE MPOPECCUOHAIBHOEY, «CPEIHEE», B 3aBUCUMOCTHU
OT TOro, Kakol JOKyMeHT 00 oOpa3zoBaHuu umeetcs. Ecian paOOTHHK 3aKOHYMII HECKOJIBKO
KYPCOB BBICILIEI'O YYEOHOI'O 3aBEJ€HUS, BEIHYKJEH ObLI MIpepBaTh OOyUYEHHUE UM 00yYaeTcs B
JAaHHOE BpeMs, TO 3alMChIBAETCS, CKOJIBKO KypCOB OH 3aKOHYWJI WJIM Ha KakoM Kypce
oOydJaeTcs.

Cotpyanuku, oOydamomuecs WM oOydaBIIMECS B CPEJHUX MPOPECCHOHATIBHBIX Y4E€OHBIX
3aBeJICHUSX (TEXHUKYMBI, KOJIJIEIKH), HO HE OKOHUMBILIUE X, JOJKHBI OBITh OTHECEHBI K
JUIaM, UMEIOUIMM cpeaHee (mojHoe oOlnee) WM HEMOJIHOE cpeaHee (OCHOBHOE oOlee)
oOpa3oBaHue, B 3aBUCUMOCTH OT TOT'0, KAKO€ OHU UMEJIN 00pa30BaHUE B MOMEHT MOCTYIICHUS
B cpelHee NMpoQeccHoHaIbHOEe Yy4eOHOe 3aBelieHue, K JIMIaM, UMEIoLUM cpenHee (ToJHOoe
o0miee) oOpa3oBaHUE, OTHOCATCS PAaOOTHUKH, 3aKOHUMBLIME CpEIHHUE ILIKOJbI, ILIKOJBI C
yuyeOHbIM M3y4YeHMEM Kakoro — Jju0o mpenMera, juies, TMMHa3uu. J{ias paOOTHHUKOB,
OKOHYHMBIIUX MPO(ECCHOHATbHO-TEXHUUECKNE YUHIUIIa (MM 00pa30BaTebHbIE YUPEKIACHMUS,
K HHUM [pHUpaBHEHHBIE), YKa3blBaeTcs mpodeccus U paspsa. JlumaMm, He HMEOMUM
po¢heCCHOHAIBHO

-TEXHUUYECKOTO (Ha4yaIbHOTO MPpodeCCUOHATBLHOI0) 00pa3oBaHusi, Mpodeccusi yKa3bIBaeTCs Mo
OTIBITY PabOTHI.

OKOHUHMBIINME TPU Kypca BBICHINX (UM IPUPABHEHHBIX K HUM) YUeOHBIX 3aBe/IEHUI OTHOCSATCS
K JINIIaM C HEMOJIHBIM BBICIIUM oOpa3zoBaHueM. "CIenHaTbHOCTD 1O JUIIIOMY" 3amOJIHICTCS
TOJIKO Ha CIELHUATNCTOB C BHICUIMM M CPETHUM CIEIUMaIbHBIM 00pa3oBaHueM. B 3Toil cTpoke
YKa3bIBa€TCs CHEHUAJIBbHOCTh, IIOJY4YEHHAass 10 OKOHYAaHUU BBICIIErO0 WJIA CPEIHEro
CreMaIbHOro yueoHoro 3aBesneHus. CrieuaibHOCTb 110 00pa30BaHMIO 3aMUCHIBAETCS TOJIBKO
Ha OCHOBaHUU AUIIOMA.

4.1.5. B rpade «bbuin nm 3a rpaHuiiei» yka3blBaeTcs MOJIHOE HAUMEHOBAHUE CTpaHbl, TOJ U
uenb npedsiBanus (Harmpumep: ['epmanus -2005 - Typrioeska).

4.1.6. B rpade «Bamm Onuskue pPOJACTBEHHUKH» IMEPEUUCISIOTCS BCE WICHBI CEMBU C
yKa3aHHEM CTETEeHH POACTBA (POAMUTENH, CYNPYTH, JIE€TH, a TaKkKe OpaThsd U CECTPHI) MPU ITOM
yKa3bIBaeTcs UX (HaMuimsi, uMsi, OTYECTBO, JaTa POXKACHUSA, MECTO PAOOTHI, TOJKHOCTb.

4.1.7. B rpade «Brimomusemas pabora ¢ Hauyana TPYIAOBOH AEATEIBHOCTH» OTPaKaloTCs
CBeJIeHUsI O palboTe B COOTBETCTBUU C 3alUCSMU B TPYyHOBOM KHWxkKe. Eciam Tpynosas
JIeSITEIbHOCTh Hadyallach ¢ OOy4YeHUs] B TOM WJIM MHOM Y4eOHOM 3aBEJIEHUH, TO 3TOT MEPUOJ
TaKXKe oTMevaeTcs B JaHHOH rpade. Cro/1a BHOCSATCS U CBEACHUS O IEepephIBax B paboTe B CBA3U
c yu€0oil, 00JIe3HPIO, HAXOXKACHUAM Ha WXKAUBCHUH U TOMY MOJOOHOE (HampuMep: «He
paboTany, «HaxXoIWJICS Ha TEHCHHM», «HAXOJIWJICS Ha W)XIUBEHHM», «Oonen»). Kpome Toro,
€CIIM CITYKaIlluil 3aHUMaJI pa3iInyHbIe TOJKHOCTH, TO CIEAYET YKa3bIBaTh BPeMs MPEObIBaHUS
Ha KaXJIOW JODKHOCTH. B TpyHOBYIO A€ATENbHOCTh HE 3alMCBIBAECTCS BpeMs y4EOBl B
o01reo0pa3oBaTeNbHBIX IIKOJAaX, NPO(ecCHOHANbHO-TEXHUUECKUX YUMWJIMINAX W K HUM
MPUPABHEHHBIX (CYBOPOBCKUE, HAXMMOBCKHE, BOGHHBIC YUMUIUIIA U T.1.). [Ipn npoxoxnenun
ciny:)kObl B BOOpyXEHHBIX cHIIaX YKa3bIBae€TCs JOJDKHOCTh, HOMEpP BOWMHCKOM 4YacTu
(yupexxJieHus) 1 B KaKOM OKpYre OHa HaXxoJAWjach, B Cllydae Iepexoja U3 OJHON BOMHCKOMN
YacTH B IPYTYIO - HOMEpa 3TUX YacTel U 1aThl IEpexXo/ia ¢ YKa3aHUEM aJIpecoB MECT CIIYKOBbI 3a
nocinennue 15 ner.

TpynoBas 1esTeabHOCTb 3alUCIBAETCSA CTPOTO B XPOHOJIOTMYECKOM IMOPSIJIKE.



4.1.8. B rpade «/lonomHuTeNbHbIE CBEICHUS» MOTYT YKa3bIBaThCSA CBEJCHUS O HarpakJIeHUU
opaenamu, Menainamu CCCP, Poccuiickoit deaepanuy, MHOCTPAHHBIX TOCYJIApCTB, a TAKKE
npucBoeHun mNou€THbIX 3BaHUU CCCP, PCOCP, uHBIX COI0O3HBIX TOCYIapCTB, a TaKke
npucBoeHun nou€THbIX 3BaHUN CCCP, PCOCP, unbIX COI0O3HBIX rocynapcts Poccuiickoit
Oenepanuu. 3anucu MPOU3BOASTCS HA OCHOBAHMHM OPJEHCKUX KHIKEK, YIOCTOBEPEHUU K
MeAalisiM, YKa30B U MIPUKA30B O HarpaKJICHUH, MOOIIPEHUH.

4.1.9. B rpade «OTHOImIEHNE K BOMHCKON OO0S3aHHOCTH M BOMHCKOE 3BAaHHE» YyKa3bIBACTCS
OTHOIIIEHHE Pa0OTHHKA K BOMHCKOW 00s13aHHOCTU (HampuMep: BOEHHOOOsI3aHHbBIN(as1), Maiop
3armaca, Cep>KaHT 3araca).

JIn1o, OTBETCTBEHHOE 3a KaJpOBOE AEJIONPOU3BOJICTBO O0S3aHO MPOBEPSTH MPHU MPUEME HA
paboTy y rpaxkaaH, NpeObIBalOLINX B 3amace, BOCHHbIE OMJIETHI (BPEMEHHbBIE YIOCTOBEPEHHUS
B3aMEH BOCHHBIX OWJIETOB), a y TpaxKJaH ,MOJIeKAIIUX MPHU3bIBY Ha BOCHHYIO CIIYXOY,
yIIOCTOBEPEHHUS Tpak[aH, MOJJICKAIIUX MPU3BIBY, YCTAaHOBUTH, CTOUT JIM TpakJaHUH(Ka),
IpUHUMaeMblii(as) Ha paboTy Ha BOMHCKOM yuére. B ciydae oTCyTCTBUS B BOEHHOM OuMJIETE
OTMETKH O TIOCTAaHOBKE Ha BOMHCKHUH Y4€T (ecnu OH(OHA) SIBISIETCS BOCHHOOOS3aHHBIM (0i1)
He0OXO0IMMO HANpPaBUTh IPAKIAHUHA(KY) B palOHHBIA BOCHHBIM KOMUCCAPHAT.

4.1.10. B rpade «Jlomammuii agpec u HOMep TenedoHa» HEOOXOAMMO yKa3aTh MOYTOBBIH
uHaeKkc. Ecnu aapec mponucky U MpOKUBaHUS HE COBIAAAIOT, TO YKa3bIBalOTCA 00a ajpeca.
4.1.11. B rpade «IlacmopT uiam JOKyMEHT, €ro 3aMEHSIONMNNY CIeayeT YKa3blBaTh €ro HOMep,
CEpHUI0, KOT/Ia U KEM BBIJIaH.

4.1.12. AnkeTa MOANKCHIBACTCS U 3aBEPSIETCA:

- TUIIOM, TTOCTYTIAIONIUM Ha paboTy;

- OTBETCTBEHHBIM 3a KaipoBoe jaenonpon3BoactBo MBJIOVY «Jletckmii cax Ne 254y neuatbio u
JaTOM, TMOCJE TOro Kak OyJeT MpOBEpEeHa IMOJHOTA W MPaBUIBHOCTH 3alOJHEHHUS aHKEThl B
COOTBETCTBUU C MPEAbSIBICHHBIMU JOKYMEHTAMH.

4.2. Ilopsook 3anonnenus asmoouozpagpuu.

4, 2.1. AmrtoOmorpadms cocTaBiIseTcsl B IPOM3BOJIBLHONH (opMe COOCTBEHHOPYYHO
rpaxaaHuHOM. B coaepkanun aBToOMorpaduu oOTpaxaroTcs: (aMuius, UMs, OTYECTBO
TpaXIaHWHA, YUCIIO, MECSAIl, TOJ U MECTO POXKICHHS, MOJyuyeHHOe oOpa3oBaHue (Te, Korja,
Kakasi CIeIMaIbHOCTh U B KAKUX YU4E€OHBIX 3aBEJICHUSX), TPYIOBas JACSITEIbHOCTD, MMOJIYYCHHE
JOTIOTHUTENLHOTO  00pa3oBaHUsl, OKOHYAHME KYpPCOB TIIOBBIMICHHUS  KBadu(UKAIUU,
MepenoaroToBKa, M3MEHEHus1 B Ouorpaduu u Ipyrue CBeeHUs, KOTOpPhIE KeJlaeT OCBETUTDH B
CBOE aBTOOMOrpaduu MOCTYNAIOIINI Ha paboTy.

4.3. Jlononnenue Kk ankeme 3amOJHSETCS OTBETCTBEHHBIM 32 KaJpPOBOE ACIOMPOU3BOJICTBO B
nporuecce padboThl IpU HEOOXOJUMOCTH BHECEHUS B JINYHOE JIENIO CBEJCHUU 00 U3MEHEHUSX B
npodeccuoHanbHON AeSTENHHOCTH PaOOTHHKA.

4.3.1. B mepBoM pazzuene (QUKCHUPYIOTCS CBEIEHHUS O TEpeBOJax Ha JPYyrue IOJHKHOCTU
(mepemMenieHus ¢ ykazaHUEM JaT BCTYIUICHHS B JIOJDKHOCTh M YXOJla C HEE) CO CCBhUIKOM Ha
JIOKYMEHTBI O Ha3HaY€HUH, IEPEBOJIC, YBOJIbHEHHH.

4.3.2. Bo BTOpOM pa3ziene OTpaKaloTCs JaHHbIE O NPOPECCHOHANBHON AeATeIbHOCTH
paboTHuKka (TOATOTOBKA, MEPEMOJATOTOBKA W TIOBBINICHUE KBaTU(UKAINK, HArpaXKicHUE
OpJeHaMH W MeNajsiMU, TMPUCBOCHUE YYEHOW CTENEeHM, YYEHOTrO W TMOYETHOrO 3BaHMS,
npeObIBaHUE 33 TPAHMIICH, HAJIOKEHWE W CHATHE B3BICKAHWM, M3MEHEHUS JIPYTUX YYETHBIX
JTaHHBIX Pa0OTHHUKA).

Bce BHOCHMBIE M3MEHEHUS JOJIKHBI OBITH TTOATBEPKICHBI COOTBETCTBYIOIIUMH TOKYMEHTAMH.
OO0s3aTeNbHBIM PEKBU3UTOM JIOTIOJTHEHUS K aHKETe SBJSIOTCS OTMETKH O TIPOBEACHUU
MPOBEPOK HAMWYMsI W COCTOSIHUSA JIMYHBIX Jein. OTMeTka JoJDKHA OBITh CIEAYOIIEro
COJIEpPIKAHUS: «JIMYHOE JIeJ0 MPOBEPEHO», JaTa, MOJNUCH MPOBEPSEMOro MOMEIAITCS Ha
00paTHON CTOPOHE JIUCTA MOCJE 3aHECEHHBIX CBEACHHIA.

4.4. Bce TOKYMEHTHI JIMYHOTO Jejia MOMELIAI0TCS B KAPTOHHYIO ManKy — CKOPOCIIMBATEIb.
TUTYJIBHBIH JUCT JTMYHOTO Jesia 0POPMIISIETCS B COOTBETCTBUH (IpruiokeHue 1).



Bce nokyMeHThl B mamke JODKHBI PacroyiaraThCsi B IMPSMOM  XPOHOJIOTHYECKOM
HOpsIIIKE.

[Tocne yBoibHEHHST paOOTHMKA M OCBOOOJAMBIIMNCA HOMEpP IPHUCBAUBAETCS BHOBD
MPUHATOMY paOOTHHKY.

4.5. JInst xpaHeHUsI TUYHBIX J1e)1 paOOTHUKOB UCTOIB3YIOTCS Cei(bl MU HAJIEKHO 3alUpacMble
U OlevyaThiBaeMble MKaQbI.

S. BHyTpeHHSsIsl OUCH JOKYMEHTOB, CO/IEePKAIUXCS B TUYHOM JeJie.
5.1. JlokymeHThl, MpuOOIIEHHBIE K JUYHOMY Jely pabOoTHHKa TMepela cladeil B apXus,
OpOIIIOPYIOTCS, TUCTHI HyMEPYIOTCS apabcKuMu niupaMu YepHbIM rpadUTHRIM KapaHAaIioM B
MIPaBOM HUKHEM YTIIY, K TUYHOMY JIeTy MPUIIAraeTCsi BHYTPEHHSSI OIKCh.
5.2. BHYTpeHHsSI ONUCH COCTABJISIETCS HA OTACIBHOM JIUCTE IO YCTaHOBJIEHHON ¢dopme
(mpumoskenue 2).

6. [lopsinok BbIIa4YH JIUYHBIX /IeJ]1 BO BpeMeHHOe M0JIb30BaHue.

6.1. JImanoe neno pabOTHHKA MOXET OBITh BBIJJAHO BO BPEMEHHOE ITOJIh30BAHUE TIOJDKHOCTHBIM
JTUIAM, KPYT KOTOPBIX OIpeNesieTCsl 3aBeAyIOlel YCTaHOBJICHHMEM CpPOKa BPEMEHHOTO
MOJIb30BAHMUS.

[Ipu pabote ¢ TUYHBIM AEJIOM, BBIJAHHBIM BO BPEMEHHOE IMOJIh30BaHUE, 3aMpEHIaeTCs
MPOU3BOJUTh KaKue-I10O0 HCHPABJICHUS, BHOCHUTH HOBBIE 3aIlMCH, HM3BIEKATh JOKYMEHTHI,
pasriamarh CoJiepKaluecss B HeM KOH(QUICHITUAIbHbIE CBEICHHUS.

[Ipu u3BIEUEHUN KAKUX-TMOO TOKYMEHTOB U3 JIUYHOTO JIeja JIUI0, OTBETCTBEHHOE 32 BEACHHE
JUYHBIX JIeN, 00513aHO clIeJIaTh BO BHYTPEHHEH OMUCH COOTBETCTBYIOIIYIO 3aITUCh.

6.2. Jlms KOHTpoJisI 32 CBOEBPEMEHHBIM BO3BPATOM BBIJIAHHBIX WM BBICIAHHBIX IS
O3HAKOMJICHMSI JIMYHBIX JeNl WM TPEJOTBPAIIECHUS HMX YTpaThl MOXET HCIOIb30BaThCS
KOHTpOJIbHAsI KapTOuKa, KOTOpas 3aIloJIHIETCS Ha KaxJoe neno. B Hel yka3biBaeTcsi HOMEp
JUYHOTO fAea, paMuius, UMs, OTYECTBO PaOOTHHKA, HA KOTOPOTO OHA 3aBE/ICHA, 1aTa BhIIaun
JUYHOTO JieJla, KOMY OHO BBIJIAHO, PACTIMCKA B TIONy4YE€HUHU, HOMED CIIy)KeOHOro TenedoHa Iulia,
MOJIYYUBIILIETO JIETIO U J1aTa BO3BpaTa Jea.

6.3. Ilpu Bo3Bpare nena THIATEIBHO MPOBEPSIETCS COXPAHHOCTH JIOKYMEHTOB, OTCYTCTBHUE
MOBPEXKACHUH, BKIIFOUCHHS B JI€JI0 IPYTUX IOKYMEHTOB WUJIM MOJIMEHBI JOKYMEHTOB. [IpocMoTp
Jena MPOU3BOJUTCA B MPUCYTCTBUM PYKOBOAMUTENS YyupexaeHus. [lepegaua AUUHBIX J1e7
3aBEYIOIIEH dYepe3 CeKpeTaps WIM JIPYyTUx JUIl He Jomyckaercs. J[pyrue pykoBOIUTEIH
MOAPA3ACICHU MOTYT 3HAKOMHUTBLCA C JIMYHBIMH JCJIaMH MOAYMHEHHBIX UM COTPYIHHUKOB.
O3HakoMJIeHHE C JIeJJaMU OCYLIECTBIISIETCS B MOMELIEHUH, T/I€ HAXOAATCs JMYHble nena ( B
MIPUEMHON 3aBeNyIONIeH 1Moj] HaOMoAeHHeM pabOTHUKA, OTBETCTBEHHOTO 332 COXPAHHOCTh H
BEJICHHUE JIMYHBIX Jie7. Bpems paboThl (03HAKOMIICHHUS) TOJDKHO OTPAaHUYMBATHLCS MpEAeIaMu
onHOTO paboyero qus. DakT 03HAKOMIICHUS (PUKCHPYETCS] B KOHTPOJIBHON KapTOYKE JTMYHOTO
nena.

6.4. Jluunoe aeno pabOTHHUKA HE BBIAACTCS HA PYKU PaOOTHUKY BO BpEMEHHOE MOJIb30BaHUE.
6.5. Beijaya TUUHBIX e (OTAETbHBIX JTOKYMEHTOB B COCTaBe JUYHOTO JieJia) BO BPEMEHHOE
MOJIb30BaHWE JAPYrUM OpraHu3auusM (y4pexxJIEHUsSM) MPOU3BOAUTCS C pa3pelIeHUs
3aBeIyIONIEH Ha OCHOBAHHMH HaJUIekKaIM o0pa3oM odopmieHHOTo 3amnpoca. O BeIgade jaerna
COCTaBJISIETCS aKT, OJIMH U3 DK3EMIUISIPOB KOTOPOTO MEPEeIaeTCs BMECTE C JETIOM (JJOKYMEHTOM)
MPEACTABUTENIO0 3alpalliBaiolled CTOPOHBI, a BTOPOM OHK3EMIUISIP XPAHUTCA B JieNax
OpraHu3aluy A0 BO3BpalIeHUs Jena (IOKYMEHTa) B MECTO XPaHEHHUS.

N3bsTHe OTHenbHBIX JOKYMEHTOB M3 JIMYHOTO Jiefla TMPOU3BOAMTCS C pa3pericHus
3aBeyroIIel ¢ 0hOpMIICHHEM COOTBETCTBYIOIIEH 3anucu B rpade «[Ipumeuanney BHyTpeHHEH
onucu. [Ipu BpeMEHHOM HU3BITUM JOKYMEHTa Ha €ro MecTo (MEeXAy JIMCTaMH COCEIHUX
JIOKYMEHTOB) BKJIAJIbIBAETCS CIIpaBKa-3aMECTUTENb (KapTa-3aMEeCTUTENb) C YKa3aHUEM JaThl U
IPUYUH U3BSTHS C POCIUCHIO JIMIA, BHIAABIIETO JOKYMEHT, U POCIUCHIO JIHIA, TOTYyYUBILIETO
€ro BO BpPEMEHHOE IOJIb30BaHUE.



7. Ilopsiiok 03HAKOMJIEHHS C JIMYHBIM /1eJI0M Pa0OTHHKA.

PaGoTHHK MMeeT IpaBo Ha 03HAKOMJIEHUE CO BCEMH MaTepUalaMU U3 CBOETO JIMYHOTO
nena.

7.1. O3HaKkomIiIeHHE PAOOTHUKA C TOKYMEHTaAMH CBOEIO JIMYHOTO JIeJIa MPOBOAUTCA O MPOchle
camoro pabOTHHKA.
7.2. PabOTHHK CaMOCTOSITEIFHO B MUCAMEHHOW (DOopMe pelraeT BOMpoc Nepeaadyn KoOMy-Iu0o
CBEIEHU O celde 3a MCKIYEHHEM CIIy4aeB, NPEIyCMOTPEHHBIX 3aKOHOAATEIbCTBOM
Poccuiickoit @enepanum.
7.3. dakT 03HAKOMJIEHMS C JIMYHBIM JEJIOM pa0OTHUKA YAOCTOBEPSETCS JIMYHOW MOAMHMCHIO
COTPYAHHKA B JIUCTE O3HAKOMIICHHUS C JIMYHBIM JIE€JIOM, MPUKPEIUVICHHBIM K JICBOW BEpXHEU
BHYTPEHHEW CTOPOHE OOJIOKKHU JIMYHOTO JeJa, C YKa3aHUEM JaThl O3HAKOMIICHHMS.
7.4. PaGoTHMK 00s3aH coOOIIaTh OTBETCTBEHHOMY 3a KaJpOBOE JEJIONPOM3BOJICTBO 00
MU3MEHEHHUH TeX WJIM UHBIX MEPCOHATbHBIX JaHHbIX.
7.5. PabOTHUK MMEET IPABO HA MOJYyYEHUE KOMHHU JIF0OOT0 TOKYMEHTA, COJIEPKAILErocs B €ro
JUYHOM JieJie, Ha OCHOBAaHMM ITMCBMEHHOIO 3asBICHHs Ha uMs 3aBeaytomei. Komuwu
JOKYMEHTOB JIOJKHBI OBITh 3aBEpEHBl HAJUISKAIMM 00Pa30M M MPEIOCTaBIATHCS PaOOTHUKY
0€3B0O3ME3/IHO B TEUEHUE TPEX AHEH CO JHS MOJAuU 3asIBICHHUS.

8. Ilops/10K MOATOTOBKM M CAAYM JUYHBIX [IeJl B apXUB.
8.1. JInunble fena OTHOCATCS K JOKYMEHTaM BpeMeHHoro (cBbiiie 10 jeT) cpoka XpaHeHHs U
noJyIeKaT XpaHeHuto B TeueHue 50-75 yier co AHs yBOJbHEHHs paObOTHHKA.
8.2. JluuHble nena yBOJEHHBIX PAaOOTHHKOB OQOPMIIIOTCS B COOTBETCTBHU C HACTOSIIEH
MHCTPYKIHMEH U XpaHIATCs B apXuBe aji(haBUTHOM IMOPSIKE.
8.3. IlpenapxuBHas MOATOTOBKA JHMYHBIX J€J BKIIOYAET JIBE MPOLEAYpbl: OGOpPMICHUS U
OMMCAHUS JIe.
8.4. OdopmiieHHE e MPeyCMaTPUBACT:
- IIEPErpyNIHUPOBKY JOKYMEHTOB B MPSMOM JIOTMYECKOM MOCIEA0BATEIBHOCTH (€CIU TaKoBast
HE0OXOJIMMOCTh UMEETCH);
- U3BATHE TOKYMEHTOB BPEMEHHOTO CPOKa XpaHeHUs (HaZOOHOCTh, B KOTOPBIX MHHOBAJIA);
- HyMEpall1IO JIUCTOB B Jiejie (IPOU3BOIUTCS MPOCTHIM IpU(eIbHBIM KapaHAalloM B BEpXHEM
MIPABOM YTy JIUCTA), HOMEPYIOTCSI HE CTPAHULIBI, & JIUCT;
- COCTaBJICHHE 3aBEPUTENILHON HAAMKCH JIeNa;
- TONIIMBKY Jiena (B 00JIOKKY Ha 3 MPOKOJIA, MPEABAPUTENBHO YAAJIUB BCE METAJUIMUECKHE
32)KMMBI, CKOOBI, CKPEIIKH C JJOKYMEHTOB);
- BHECEHHE HEOOXOIUMBIX YTOUYHEHUN B PEKBU3UTHI O0JI0KKH JIeTIa.

K BHyTpeHHEN ONMCH COCTaBISECTCS MTOrOBas 3alldCh, B KOTOPOW YKa3bIBACTCA
muppaMyd U NPONHUCHIO KOJIWYECTBO BKJIIOUYEHHBIX B HEe JOKYMEHTOB M KOJMYECTBO JIHCTOB
nena.

8.5. [Ipu omucu B nucTe-3aBepUTENEC OTPAXKAETCS UCTUHHOE (PU3NYECKOE COCTOSIHUE JTUYHOTO

JieJila Ha MOMEHT €ro MpeAapXUBHOM MOATOTOBKU. B JOKyMeHTe yKa3bIBaeTCs:

= HOMEp JUYHOTO JIeNa,

=  uHpOpManug 00 UMEIOIINXCS B HEM JIHCTaxX (KOJIUYECTBO),

=  WHPOpPMAIHA O COCTOSHUU OTACIBHBIX TOKYMEHTOB WMJIM HMX KOIHMU, BJIOXCHHBIX B JIEJIO

(HampuMep, UMEIOIINKCS TOKYMEHT 3aKJI€EH, HaJOPBaH, YTPAYEH).

8.6. Jlucr-3aBeputenb CIYXKHT s ydeTa KOJWYECTBa JIMUCTOB B Jele M (UKCAUU

0COOCGHHOCTEH WX HyMepaluH, TIe YyKa3blBaeTcs NU(paMu W TPOMUCHI0 KOJIUYECTBO

MIPOHYMEPOBAHHBIX JIUCTOB JieJla M OTIENbHO, Yepe3 3HaK «+» (III0C) KOJIMYECTBO JIMCTOB

BHYTPEHHEW OMMCH. 3aBEpHUTEIbHAS HAAMKUCH MOANUCHIBAETCS €€ COCTABUTENEM C YKa3aHHEM

paciuppoBKU MOANUCH, JOJDKHOCTH U AAThl COCTABJICHUS U MOIINBAETCS K AETY.
3anpemaeTcsi BBIHOCUTh 3aBEPUTENIbHYIO HAJANUCh HA OOJIOKKY [Jejla WU YHCTHIN

000pOT JIHMCTa TOCIETHETO TOKYMEHTA.

8.7. Odopmnenue aen sl Mepelaydl B apXWB OCYIIECTBISETCS B TOAY, CICIYIONIUM 32



JIeJIONPOU3BOJICTBEHHBIM B TEUEHHE BCETO TOAa.
9. O05A3aHHOCTH OTBETCTBEHHOI'0 32 Ka/IPOBOeE /1eJIONPOU3BOACTBO M0 BeIEHUIO JIMYHBIX
nea pabornuxkoB MAJIOY
9.1. B 00s13aHHOCTH OTBETCTBEHHOTO 32 KaJpPOBOE IEIIOMPOHM3BOJICTBO, OCYIIECCTBIISIOIIETO

BEJICHUE JINYHBIX JI€JI, BXOJUT:
- IpuoOIIeHNEe K JIMYHBIM JieJaM JOKYMEHTOB, EPEYHCICHHbIX B IyHKTax 3.2 4acTH 3 U B
nyHkTax 5.1 u 5.2 yactu 5 Hacrosme MHCcTpyKuy;
- TpOBEpKa TIIOJHOTHI 3allOJIHEHUS AHKEThl M COOTBETCTBUSl YKa3aHHBIX CBEJCHMI,
OpeIbsBIAEMbIM IPU TMOCTYIUIEHUH JOKyMEHTaM (IaclopT, TPyHOBash KHMXKKA, BOEHHBIN
OueT, TOKyMEHThI 00 00pa3oBaHHM (JUILUIOM, YIOCTOBEPEHHE, CBHICTECILCTBO, aTTECTaT),
NOKyMeHThI Bricuieii arrecranunonnoil komuccuu (BAK) o nmpucyxxaenun ydyeHoW cTeneHu U
IPUCBOCHUU YYEHOTO 3BaHUA (IUILJIOM, aTTeCTaT, U IpYyTrHe);
- 3aBepeHHE aHKETHI,
- obecrieueHre COXPaHHOCTU U y4YeTa JIMYHBIX JIET;
- obecrieueHne KOH(PUIEHIINATBHOCTU CBEICHUH, COAEPIKALINXCS B JIMUHBIX JIEax;
- 03HAKOMJIEHUE PAaOOTHUKOB C JOKYMEHTAMH UX JIMYHBIX €T,
- U3BATHE TOKYMEHTOB, HAJJOOHOCTh B KOTOPBIX MUHOBAJIA.
- IpeAapX1BHas MOATOTOBKA JIMYHBIX JIET;
- Iepeiaya B apXuB.
9.2. JInunsble aena pabOTHUKOB XPAHATCS Yy PYKOBOJIUTEISI UM OTBETCTBEHHOTO 3a KaJIpOBOE
JIEJIONPOU3BOJICTBO KaK TOKYMEHTBI CTPOrOi OTUETHOCTH.
9.3. B nensax obecriedeHuss KOHTPOJIA 32 COXPAHHOCTBIO JIMYHBIX JI€] €XKETOJHO MPOBOAUTCS
MPOBEpKa HAJIMUMUSA U COCTOSHUE JIMYHBIX €. PakT NpoBepKH (PUKCUPYETCS B COOTBETCTBUU C
(npusnoxxeHueM 3), a BBISBIEHHBIE B XOJI€ NMPOBEPKU HEJOCTATKH (DUKCUPYIOTCS B aKTe,
KOTOpBIM TOCNIe YTBEpXKACHUS NpelceaaTesieM MPOBEPOYHOM KOMHUCCUU MPEACTABIAETCA
3aBEAYyIOIICH.
9.4. OtBeTcTBEHHBIE 3a KaJpOBOE JEJIOMPOM3BOJICTBO, YIOJIHOMOUYEHHBbIE Ha BEACHUE U
XpaHEHUE JMYHBIX 1], HECYT AUCLMIUIMHAPHYIO U MHYIO OTBETCTBEHHOCTh 3a pasriiallleHue
KOH(HUICHIIMAIBHBIX CBEACHUH, COAEP)KALIMXCS B JIMYHBIX JIelax, U 3a MHbIC HapYIICHUS
MOPAJIKA BEICHUS JTUYHBIX JIE.

10. 3aka0unTEIBHBIE OJT0KEHHS.
10.1. ing npaBUIbHOM TPYNIUPOBKHU U y4eTa JOKYMEHTOB IO KaJpOBOMY JAEIONPOU3BOICTBY
JUYHBIE JleJa BKJIIOYAKOTCS B HOMEHKIIATYpy JEJ IOJA OTAEIbHBIM IMOPSIKOBBIM HOMEPOM
(komom).



[Tpunoxxenne Ne 1
K TIOPSAKY BEJICHHSI INYHBIX JIe]T pAOOTHUKOB

(Ha3BaHUE OpraHU3aIUN)

JIMYHOE JAEJIO Ne

Hauano

OKOHYaHUS

Ha JIUCTax

XpaHuTh JeT



[Tpunoxxerue Ne 2

K IMOpAAKY BCACHUS JIMUHBIX ICJI pa6OTHI/IKOB

BHYTPEHHSA OIIUCH

AOKYMEHTOB J1€J1a Ne

Ne Nupexc Hara Ha3zBanue Homepa IIpumeuanue
n/n AOKYMEHTA | JOKYMEHTa | [JOKYMEHTa | JIMCTOB jJeJia
Hroro:

KOJINYECTBO JIUCTOB BHyTpCHHCﬁ OIIMCHU

CHGHI/IEU'II/ICT 10 Kaapam:

«

»

20

IIOAIINCH

oI

pacm@poBKa MOAMUCH




[Tpunoxxerune Ne 3
K TIOPSAKY BEJICHHSI INYHBIX JIe]T pAOOTHUKOB

OTMETKA
O PE3YJIBTATAX NPOBEPKU COCTOSHUA U HAJIMYUSA JIMYHOI'O JEJIA

®damuniaus, UM, OTUYECTBO:
JlOJI5KHOCTD:

JInuHoe ge1o Ne

Jara npoBepku ®UO 41eHOB KOMHCCHH Hoanucu yienos Pe3yabTaT npoBepku
KOMHCCHH
JInunoe JIETI0 Ne
COOTBETCTBYET
TpeOOBaHUIM
3aKOHOJIAaTEIbCTBA "
MIOJIOKEHUIO BEJICHUSA

JIMYHBIX €T pa6OTHI/IKOB




