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MAJIOY «Jlerckuii cag Ne 292 KOMGHHHPOBAHHOIO BHIA»
1. O6mmue MoJI0KEHHS.
1.1. HacToslmas MHCTPYKIMS yCTAQHABIMUBAeT MOPANOK (GOPMHUPOBAHUSA, BEACHUA U XPaHEHUS
nuuHEIX Aen pabotaukoB MAJIOY «Jlerckuii cam Ne 292».
1.2. UncTpykius pa3paboTraHa B COOTBETCTBHH C:
- TpynoBeiM koaekcoM Poccuiickoi ®enepanum,
- ®enepanbHbIM 3aKOHOM N152-03 «O nepcoHalbHBIX JaHHBIXY,
- npuka3oM MunkyasTypsl P® ot 31.03.2015 Ne526,
- mpukazoM Pocapxusa ot 20.12.2019 Ne236.
1.3. PaGorozarens B iuue 3aBemyromeit (ganee — 3aBexywommit) MAJIOY «Jletckuii cam Ne
292» o6ecreunBaeT 3allUTy MEPCOHANBHBIX JaHHBIX PaOOTHHMKOB, COAEPKAIIUXCA B JIMYHBIX
JenaxX, OT HEMPaBOMEPHOI0 UX UCTIONb30BaHUS MU YTPATHI.
1.4. 3aenyrommit MAJIOY «Jlerckuit cag Ne 292» ompezenser Jul, yIOJIHOMOYEHHBIX Ha
nony4yenue, o6paboTKy, XpaHeHue, Iepeady H Ir60e Jpyroe UCIoIb30BaHHE MEPCOHANBHBIX
JaHHBIX paOOTHUKOB, COIEPKAIIUXCS B JIMYHBIX JIE/ax.
2. JInuHoe Ae10 paboTHHKA.
2.1. JIuyHoe neno pabGoTHMKA — 3TO COBOKYIHOCTh JHOKYMEHTOB, COAEPKAIlMX CBEACHUA O
pa6otHuke u nepuozie pa6otel B MAJIOV «Jlerckuit cax Ne 292».
2.2. JInunoe neno paGoTHHKa opopMIIsEeTCS B TPEXAHEBHEIM CPOK IOCIEC Ha3HAYEHMA €TO Ha
JOJDKHOCTb.
2.3. JIuyHoe naeno pabOTHMKa BENETCS OTBETCTBEHHBIM 3a KaapOBOE IEJIO INPOU3BOACTBA
pa6otarkoM MAJIOY «Jletckuii cam Ne 292».
2.4. 3ampemaercs Mojiy4aTs, 06pabaTbiBaTh W NPHOOIIATH K JMYHOMY Jeily pabOTHHKa He
yCTaHOBJIEHHbIE (eNepalbHBIME 3aKOHaMM IE€PCOHAIbHBIC NaHHBIE O €ro IOIMTHYECCKHX,
PEIMTHO3HBIX M MHBIX YyGEXIEHHSX, YACTHOM HKM3HM, UIEHCTBE B OOLIECTBEHHBIX
00bEeIMHEHUAX, B TOM YUCIIEB IPOGECCHOHAIBHEBIX CO03aX.
2.5. CBeZieHUs, COJEPKAIMECS B JIMYHOM Jielie pabOTHHKA, ABIAIOTCS KOHHUICHIINATBHBIMHU.
2.6. Jluunsie fena ohopMISIOTCS Ha Beex mTatHbIx pabotaukoB MAJIOV «Jletckuii can Ne
292».
3. CocTaB I0KyMEHTOB, BKJIIOYaeMbIX B JIHYHOE [1€JI0 paboTHHKA.

3.1. CocTaB JOKYMEHTOB, BKIIOYaE€MBIX B JINYHOE /€10 PabOTHUKA, 32BUCUT OT JOJLKHOCTH,
KOTOPYIO OH 3aHMMAeT U CHeIUbUKH ero CIyKeOHOM IeSITeTbHOCTH.
ITepBOHAYAIBHO B JIMYHOE [0 IPYIIHPYIOTCS JOKYMEHTHI, 0GOPMIISIOIIME IPOLIECC MpUeMa
Ha paboTy, a BIIOC/IEACTBUY - BCE OCHOBHBIE JOKYMEHTBI, OTPXKAIOIIUE MPOLECC paboThl B
MAJIOY «Jletckuii cag Ne 292».
3.2. Tlpu nepBoHayanbHOM OGOPMIICHHH JHYHOro Jena paGOTHHKAa B HEro BKIIOYAKOTCA
ClIEAYIOIMIUE TOKYMEHTHI:
1) aHKeTa yCTaHOBJIEHHOM (HOpMEI ¢ hoTorpadueii;



2) aBrobuorpadus;
3)IMYHOE 3asdBICHHE JIMIIA, NPETEHAYIOMEro Ha HoukHOCTh B MAJIOY «Jletckuit cam Ne
292y,
4)TpynoBoi 1oroBop 6e3 JOKHOCTHOM MHCTPYKLIMH,
5)npuka3 o npueMe Ha paboTty;
6)cnpaBka 006 OTCYTCTBUHU CYJUMOCTH;
7)IUCBMEHHOE coriacue Ha 06paboTKy NepCOHaNbHBIX JaHHBIX;
8)cornaiieHse 0 HepasrjalleHHe MEepCOHATBHBIX AAHHBIX (VI T€X, Y KOro €CTh AOMYCK K
NIEpPCOHAIILHBIM JaHHBIM JPYTHUX);
9) komuM [JOKYyMEHTOB 006 oOpa3oBaHuy, OOy4eHHH, MEpeOOYUYEHUH, TMOBBIIICHUN
kBanupukanuu (ecnmu obyuenue mpoxomuno 3a cyer cpeactB MAJIOY «/lerckuii cam Ne
292»);
10)xonuu JIOKYMEHTOB, MMOATBEPKAAOIIUX KBJTH(PUKALIMOHHYIO KaTErOpHUIo
(aTTecTalMOHHBIN JTMCT) UK MPHUKa3, MOATBEPIKJAIOIIHMH KBATU(PHUKALIMOHHYIO KaTETOPHIO;
11) xomuu pelieHWt 0 HArpakJCHUW TOCyJapCTBEHHBIMM M BEIOMCTBCHHBIMU Harpajamw,
NPUCBOEHUM MTOYETHBIX ¥ CHIEMATBHBIX 3BaHHM, IPUCYKIECHUH TOCYIapCTBEHHBIX IPEMHH U
T.1. (€C/IM TaKOBBIE UMEIOTCA) (HAa OCHOBAaHUH JIMYHOTO 3asBIEHUA pPabOTHHKA);
12) crpaBKa ¢ OCHOBHOIO MecTa paboThl ¢ yKa3aHHEM rpaduka paboTsl, 3aBepeHHas KOIHA
TPYAOBOM KHIKKH (IJ11 COBMECTUTEIIEH);
13) 3asgBiI€HUE O IOCTAHOBKE Ha [TUTAHHUE;
14) JOroBOp 0 MaTepHAIBLHON OTBETCTBEHHOCTH (111 MATEPUATBHO OTBETCTBEHHBIX JIUIL);
15) 3asgBnenue o BeIOOpe GOpPMEI BEICHUS TPYAOBOM KHIKKH.
3.3. B mpormecce paGoTH K INYHOMY JETy NpUOOIIAIOTCS:
1) mormosHEHHE K aHKETe YCTaHOBIEHHOW HOPMBIL;
2) aTTeCTallMOHHBIE JIUCTHI;
3)KONUM JOKYMEHTOB, IOATBEPKIAIOMUX PodecCHOHaTbHOe 00pa3oBaHUE (Ha OCHOBaHHMH
JMYHOTO 3asBJICHUS pabOTHHKA)
4) KONMM JOKYMEHTOB, IOATBEPXKIAIOMIMX IOBHINECHHE KBalM(UKanuM (HA OCHOBaHHUH
JIMYHOTO 3asBJIEHUS pabOTHUKA),
5) KomMM  JOKyMEHTOB,  MOATBEP)KAAIOIUX  KBAIM(PUKALMOHHYIO  KaTerOpHio
(aTTeCTALHOHHbIM JIMCT MM PUKa3, MOATBEPIKAAIOLIHH KBATH(HUKAIMOHHYIO KaTErOPHIO);
6) KONMM pEIIeHHN O HarpaXICHWH IOCYJapCTBEHHBIMH M BEJOMCTBCHHBIMHM Harpaiamu,
IIPHCBOCHMHM TIOUETHBIX U CIIELMANBHBIX 3BaHUM, IPUCYKIECHUH IOCYIapCTBEHHBIX MPEMUH U
T.71. (€CIIM TaKOBBIE UMEIOTCS) (HAa OCHOBAHHMHM JIMYHOTO 3asABJIE€HUA PaOOTHUKA);
7) KOIIMHM JOKYMEHTOB O IIEPEBOJE Ha JPYIyIO JODKHOCTh U YBOJIBHCHUH,
8) IOMOJIHHUTEIBHBIE COTIIAIIEHHS K TPYIOBOMY JIOTOBODY;
9) CpOUHBIi TPYAOBOM JOTOBOP Ha COTPYJHHMKA, 3a/IEWCTBOBAHO B OKa3aHHMH IUIATHBIX yCIIYT U
ABJIAIOLIETOCH YJIEHOM BPEMEHHOIO TPYJOBOI'O KOJIJIEKTHBA.
JIp. JOKYMEHTEI, 06pa3syroIIMecs BO BpeMs TPYIOBO#H JIeATENbHOCTH pabOTHHKA.
3.3. IIpu HOPMHUPOBAHUM U BEAECHUH JIMYHOIO J€j1a MCTIOIb3YIOTCA KCEPOKOMUH TOKYMCHTOB
NPy HATHYUH PEABABICHHOIO IOMIMHHAKA JOKYMEHTA.

B ciydae OTCYTCTBHMS NOIMHHHKA PaGOTHHMK IOJDKEH NPEICTaBUTh HOTapHalbHO
3aBEPEHHBIE KOIIUU JOKYMEHTOB.
3.4. 3anpemaercs XpaHUTh B JIMYHOM JieJie: KOIMH NacIopTa, CHUIJIC, UHH, cBuaerenscTBa
0 pOXKIEHHMH, TepeMeHe (GaMWINM, WMEHH, OTYECTBA, 3aKIIOUCHMH W PaCTOPKCHHH Opaka
¥ BOCHHBIHN OHIIET.

4.ITopsioK 3aM0JHEHHS aHKEThI, aBTOOHOrpaguy, T10NMOTHEHHS K aHKeTe,
BKJIIOYAEMBbIX B JIHYHOE 1eJ10 pabOTHHKA.

4.1 Iopsook 3anonHeHus OmoenbHbiX 2pagh) aHkemoi.
4.1.1. Anxera 3amonHsercs paGOTHMKOM COGCTBEHHOpYYHO. B aHKeTe HE IOITyCKaroTCA
COKpallleHHs, NPOYEPKY, HCIpaBIcHUA. B aHKeTy BKICHBACTCA dororpadus paboTHHKA



pazmepom 30x40 mm.

4.1.2. Ilpu 3aroTHEHUH aHKETBI UCIIOJIB3YIOTCA CIIEAYIOIIUE JOKYMEHTHI: IIacIlopT, TPY/A0Bas
KHH)KKA, BOGHHBIH OWJIET, TOKyMEHTH 06 00pa3oBaHMHU (OUIUIOM, CBHUAETEIBCTBO, aTTECTAT,
yIIOCTOBEPEHHE), TOKYMEHTHI, ITOATBEPXKAAIONINE YUYSHYIO CTENEHb (YYE€HOE 3BaHKUE) U IPyTHe
JOKYMEHTBI.

4.1.3. Ha Bce BONpOCHl aHKEThl PabOTHUK [O/DKEH [aBaTh IIOJHBIE OTBETHI B CTPOIOM
COOTBETCTBMM C TEMH 3alMCAMH, KOTOpPBIE COAEP)KATCI B €ro JHMYHBIX JOKYMEHTax,
OTpHUIIaTeNIbHBIE OTBETHI B rpadax aHKeThl 0e3 HMOBTOpEHHs BOIpoca (HampuMmep: Y4yéHas
CTETEeHb — HEe UMEI0).

4.14. B rpadpe «obpa3oBaHME» [IODKHBI TIPUMEHATHCA ClEAYIOIIUE (GOPMYIUPOBKH:
«BBICIIIEEY», « HETIONIHOE BBICILIEE), «CpelHee MPOGECCUOHATBHOE, «CPETHEE», B 3aBUCHMOCTH
OT TOr0, KaKoi JOKyMeHT 06 oOpa3oBaHuu mMeeTcs. Ecinu paGOTHUK 3aKOHYHMII HECKOJIBKO
KYPCOB BBICIIIETO y4eOHOTO 3aBeIeH s, BRIHYXIEH ObLT pepBaTh 00yuyeHue Win 00ydaercs B
JAHHOE BpPEMs, TO 3alUCHIBAETCS, CKOJBKO KypCOB OH 3aKOHUMJ MM Ha KakoOM Kypce
obyuaercs.

CorpyaHuky, o0ydaroluecs Wid oOydaBiuecs B CPeOHUX MPOGECCHOHAIBHBIX Y4EOHBIX
3aBeICHUAX (TEXHUKYMBI, KOJUIE/DKH), HO HE OKOHYMBIIUE WX, JOIDKHBI OBITH OTHECEHBI K
JMIaM, UMEIOIUM cpeaHee (TMOJMHOE OOlee) WM HEMONHOe cpeiHee (OCHOBHOE oblee)
obpa3oBaHHe, B 3aBUCUMOCTH OT TOT'0,KaKoe€ OHU UMeNIH 00pa3oBaHHE B MOMEHT ITOCTYILICHHS
B cpelHee NpodecCHOHANBHOE yuyeOHOe 3aBeleHHe, K JIHIaM, UMEIOLMM cpeaHee (TI0IHOe
obmee) obOpa3oBaHHE, OTHOCATCS pabOTHMKH, 3aKOHUMBIIHE CPEOHHME IIKOJIBI, MIKOIBI C
y4eOHBIM M3y4EHHEM Kakoro —nubo mpeaMera, Juies, T'MMHa3uu. Jlad paGOTHHUKOB,
OKOHYMBIIMX  MNPO(ECCHOHATbHO-TEXHHYECKHEe  ydymiauma (Mg oOpasoBaTellbHEIE
yupexIeHHs, K HHM [pHpaBHEHHEIE), yKa3bBaeTcs npodeccus M paspan. Jluumam, He
HMMEIOIIUM po(eCCHOHATTBHO-TEXHUYECKOT0 (HayaapHOIO po¢heCCUOHATIBHOTO)
o6pa3oBaHusl, MPOHECCHs YKa3bIBaeTCs 110 ONBITY pabOoTHI.

OKOHUYMBIIME TpPH Kypca BBICIIMX (WM NPUPABHEHHBIX K HUM) Yy4eOHBIX 3aBEICHUN
OTHOCSATCS K JIMLAM C HEMOJHLIM BHICHIAM oOpa3zoBanueM. "CHenualtbHOCTh 10 JUILIOMY"
3aMOJHAETCS TOJABKO Ha CIIENMAIMCTOB C BBHICUIAM M CPEJHUM CIIELUATIBHBIM 00pa30BaHHEM.
B »Toif CTpoKe yKa3bsIBaeTCs CIEIMATBHOCTh, ITONYYEHHAs M0 OKOHYAHWHM BBICHIETO WM
CpelHEro creunuanbHoro yuebHoro 3aBeneHus. CHENMATbHOCTE MO 0Opa3OBaHMIO
3alIMCHIBAETCS TOJIHKO HA OCHOBAaHUU AMILIOMA.

4.1.5. B rpade «bbutH 1M 3a rpaHULEH» yKa3hIBAa€TCA ITOJIHOC HAUMEHOBAHHWE CTPAHBI, IO U
uenb npebriBanus (HanpuMep: ['epmanus-2005-Typroeska).

4.1.6.B rpabe «Bamu 61u3KMe pPOACTBEHHHKH» IIEPEUMCIIAIOTCA BCE WICHBI CEMBU C
YKa3aHHEM CTEINeHH POACTBa (POAMTENH, CyIPYTH, JETH, a TakkKe OpaTha U CECTPHI) IIPU STOM
YKa3bIBaeTCs MX (paMUITHsS, UM, OTYECTBO, JaTa POXKAEHHU, MECTO pabOThI, JOJKHOCT.

4.1.7. B rpade «BoumomHsemas pabora ¢ Hayajla TPYIOBOH NEATENBHOCTH» OTPaXKarOTCA
cBeeHMs O paboTe B COOTBETCTBHMM C 3alMCIMM B TPyIOBOM KHmbKKe. Ecmu Tpynosas
JEeATeIbHOCTh Hayauach ¢ 0O0y4eHHs B TOM WJIM MHOM y4eOHOM 3aBEIE€HHMH, TO 3TOT NEPHOA
TaKKe oTMedaeTcs B JaHHOH rpade. CroJa BHOCATCS M CBEIEHHS O IepephiBax B pabore B
CBS3H C y4&60ii, 601€3HBI0, HAXOXKIECHUSAM Ha WKIMBEHUM M TOMY MOJOOHOE (HanmpuMep: «He
pa6oTan», «HaxXOMWJICA Ha TMEHCHM», «HAXOAWICH Ha IDKIMBEHHM», «bonem»). Kpome Toro,
CIM CITyKAIlHMi 3aHMMAl PasIM4HBIE JOKHOCTH, TO CEAYeT yKa3biBaTh BPEMs [PeObIBaHHS
Ha K&KIOM HOIDKHOCTH. B TPYNOBYIO J€ATENbHOCTh HE 3allMCHIBAeTCA BpeMs y4€OBI B
00111€06pa30BaTebHbIX IIKONAX, MPO(ECCHOHANBHO-TEXHUYECKUX YYWIMIIAX H K HUM
TIpUpPaBHEHHBIX (CyBOPOBCKHE, HAXMMOBCKHE, BOCHHBIE yUWIuIIa U T.A.). IIpy npoxoxaeHnn
ciyx66l B BOOpDYXEHHBIX CHIaX YKa3biBaeTCA JODKHOCTb, HOMEpD BOMHCKOH 4YacTH
(yupeskIeHHs) ¥ B KAKOM OKpyre OHa HaxOJMIach, B Cllydae NEPEXOfia U3 OJHOU BOMHCKOM
YacTH B JPYIyI0- HOMepa 3THX 4YacTell M JaThl Iepexofia ¢ yKa3aHUEM aJipeCcOB MECT CITyKOBI
3a rocienHue 15 ner.



TpynoBas AeSAT€TBHOCTD 3alIUCBIBAETCSA CTPOTrO B XPOHOJIOTHYECKOM ITOPSIKE.

4.1.8. B rpade «JlonmoTHUTENbHEIE CBEIEHUS» MOTYT YKa3bIBaTbCsA CBEJICHHSA O Harpa1€HUH
opaenamu, Menansmu CCCP, Poccuiickoit ®enepalui, MHOCTPAHHBIX IOCYAapCTB, a TaKke
npucBoenur MmMouéTHRIX 3BaHUNM CCCP, PCOCP, uHBIX COIO3HBEIX TOCYyJapCTB, a TaKke
npucBoennr 1MouyétHeX 3BaHui# CCCP, PCOCP, uHBIX COIO3HBIX rocyaapcts Poccuiickoi
denepanyu. 3anMcH MPOU3BOIATCA Ha OCHOBAaHMM OPACHCKMX KHIDKEK, YIOCTOBEPCHHH K
MeJaIsaM, YKa30B U IIPUKA30B O HArPaKIECHUHU, IIOOIPEHHUH.

4.1.9. B rpade «OTHOImEHHE K BOMHCKOW OOS3aHHOCTH M BOMHCKOE 3BaHHE» YKa3bIBa€TCH
OTHOLIEHHE PaGOTHUKA K BOMHCKOW OOSI3aHHOCTH (HampuMep: BOCHHOOOS3aHHBIN(as), Maiop
3amaca, Cep)KaHT 3araca).

JIMIo, OTBETCTBEHHOE 3a KaJpOBOE AEJONMPOU3BOACTBO 00SA3aHO IPOBEPATH NpPU MpHEME HA
paboTy y rpaxaaH, NpeObIBaIOMIKX B 3amace, BOCHHbIE OUIIETHl (BPEMEHHEBIE yIOCTOBEPEHUS
B3aMEH BOEHHBIX OWJETOB), a y Tpak[aH, IONIEXAIUX NpPU3bIBY HAa BOECHHYIO CIIyXOy,
YIOCTOBEPEHUs TpaK[aH, MOMIEKAIIMX NPU3BIBY, YCTAaHOBUTH,CTOMT JIM TPakIaHUH(Ka),
TIpMHMMAaeMEIH(ad) Ha paGoTy Ha BOMHCKOM yuéTe. B cilydae OTCYTCTBMA B BOEHHOM GOuiere
OTMETKH O MOCTaHOBKE Ha BOMHCKHMI YUér (eciu OH(OHA) SBIAETCA BOCHHOOOA3aHHBIM (O¥H)
HE0OX0IMMO HANpaBUTh 'pakJaHuHa(Ky) B palfOHHEIN BOEHHEIM KOMHCCapHar.

4.1.10. B rpade «JlomammHuii agpec ¥ HoMep TenedoHa» HEOOXOAMMO yKasaTh MOYTOBHIN
uHekc. Eciy agpec NponucKy ¥ IPOXKMBAHKA He COBIAJAIOT, TO yKa3bIBalOTCA 00a ajipeca.
4.1.11. B rpage «ITacmopT uiu AOKYMEHT, €0 3aMEHSIONIMA» ClIEAyeT yKa3plBaTh €r0 HOMED,
CEepHIO, KOI1a M KEM BBIJIaH.

4.1.12. AHkera NOANMCHIBAECTCA U 3aBEPIECTCA:

- JIUIIOM, TIOCTYTAIONIUM Ha paboTy;

- OTBETCTBEHHBIM 3a KaJpoBoe jenonpoussoactso MAJIOV «Jlerckuii can Ne 292» mnedatsio
Y JIaTOM, IOCjIe TOro Kak OyJIeT MmpoBepeHa MOJHOTa U NPaBUIIBHOCTE 3aIIOJIHEHUSI aHKETHI B
COOTBETCTBHH C NIPEIBABICHHBIMHU JOKYMEHTAMH.

4.2. Ilopsook 3anonxenus aemobuozpaghuu.

4. 2.1. Apro6uorpa¢us COCTaBIAETCS B HPOU3BOIBHOH (opMe COGCTBEHHOPYYHO
rpaxkJaHMHOM. B comepxanuu aBroOuorpadpuu oTpaxaroTcsa: (aMuiMsA, UM, OTYECTBO
TpaXJaHWHA, YHCIIO, MECALL, TOJ ¥ MECTO POXKIEHHs, NOMydyeHHoe obpasoBanue (rae, Korua,
Kakas CIIEMaJbHOCTh U B KaKMX Y4eOHBIX 3aBEICHHUAX), TPYAOBas IEATEIbHOCTD, NIOTy4YECHHE
JOTIONHATENBHOTO ~ OOpa30oBaHMA, OKOHYAHME KypCOB IIOBBIIIEHMSA  KBaTM(UKAIWM,
TIEPENIOATOTOBKA, U3MEHEHHs B 6Morpaduu U Apyrue CBEICHUs, KOTOPBIC XKEIA€T OCBETUTD B
CBOe# aBTOOMOrpaduK MOCTyNaromuit Ha paboTy.

4.3. lononnenue x ankeme 3alOMHAETCS OTBETCTBEHHBIM 3a KaJpOBOE ACIONPOU3BOACTBO B
npolecce paGoThl P HEOGXOIUMOCTH BHECEHHS B JIMYHOE JIENO CBEAECHUM 00 N3MEHEHUSX B
npo¢eCCHOHAIBHOM NeATeTbHOCTU pabOTHHKA.

43.1. B nepBom pasnene (PUKCHPYIOTCS CBEAEHHMs O MEPeBOAaX Ha JAPYTUe IODKHOCTH
(mepeMeleHus ¢ YKa3aHWEM JaT BCTYIUICHHS B JODKHOCTh M yXOJa C Hee) CO CCBUIKOH Ha
JOKYMEHTBI O HA3HAUYEHUH, IIEPEBOJIE, YBOJIbHEHUH.

43.2. Bo BTOpOM pa3sjieiie OTpakaioTCs HaHHbIE O MPOGECCHOHATBHON eATETbHOCTH
paGoTHHKa (TIOATOTOBKA, MEPENOATOTOBKAa M TMOBHIIEHME KBATM(UKALMM, HarpaxIcHUE
OpI€HaMHd H MeJAISIMH, IPHUCBOECHHUE YYEHOW CTEMEHH, YYEHOro M IIOYETHOro 3BaHMi,
npe6biBaHKEe 3a TPaHHULEH, HATOKEHHE U CHATHE B3bICKAHWHM, U3MEHEHMA NPYIUX yYETHBIX
JAHHBIX pabOTHHUKA).

Bce BHOCMMBIE HW3MEHEHHS JODKHBI OBITH  IOATBEPXKIEHBI  COOTBETCTBYIOIIUMH
JOKYMEHTaMH.

O6s3aTeNbHBIM PEKBH3UTOM [IOTOJHEHUA K aHKETe SBIAIOTCA OTMETKM O TPOBCACHHH
POBEPOK HATMYMS M COCTOSHHMA JMYHBIX fen. OTMeTka [OJDKHA OBITh  CIIETYIOLIEro
COJEpKAHUsA: «IMYHOE NENO MPOBEPEHO», NaTa, MOAINMKMCH MPOBEPAEMOrO MOMEIIAIOTCA Ha
0GpaTHOM CTOPOHE JIKCTA I10CIIE 3aHECEHHBIX CBEICHUH.



4.4. Bce DOKYMEHTBI JIMYHOIO Ji€jla MOMENIAIOTCS B KapTOHHYIO ManKy— CKOPOCIIMBATEb.
TUTyIBHBIN JTHCT THYHOTO AeNa 0OPMISETCS B COOTBETCTBHH (MpHJIOKeHHE 1).

Eciu  damunus  paboTHHKa mocie 0QOpMIIEHHS JIUYHOIO Jej1a U3MEHSIAcCh, TO
crapas haMUIIUs 3aKTI0YaeTcs B CKOOKH, a HOBas 3allUChIBAETCS Hall HEM.

Bce OOKyMeHTHI B Mamke JODKHBI paclosiaraTbCsi B IPSAMOM  XPOHOJOTHYECKOM
NOpsAKeE.

ITocne yBoabHeHHs pabGOTHMKA U OCBOOOJMBIIMICA HOMED IIPUCBAaHUBACTCA BHOBb
NPUHATOMY pabOTHHUKY.

4.5. Jlna XpaHeHHS JIMYHBIX Jell pabOTHUKOB MCHONB3YIOTCS CEeWGbBI HIM HaIEXHO
3alUpaeMble M OTeYaThIBaeMbIe MIKa(EI.

5. BHyTpeHHASl ONHCh I0KYMEHTOB, COJEPKALUMXCH B THYHOM JeJie.
5.1. JIoKyMeHTHI, NPHOOIIEHHEIE K JIUYHOMY Jely paGOTHHMKa IIE€pea Caadei B apXuB,
GPOLIIOPYIOTCS, IUCTE HyMEPYIOTCS apabckuMu udpaMy 4epHBIM rpaQUTHEIM KapaHJauioM
B TIPABOM HIDKHEM YTy, K IMYHOMY JI€Nly NIPUIIAraeTcs BHYTPCHHSAS OMMKCH.
5.2. BHyTpeHHss ONKMCh COCTABJISETCS Ha OTIENBHOM JIUCTE IO YCTAHOBIEHHOH (opme
(npuioxeHue 2).

6. ITopaxoK BhIAAYH JTHYHBIX €] BO BpEMEHHOE M0JIb30BaHHeE.

6.1. JluyHoe peno paboOTHMKa MOXET OBITH BBIIAHO BO BPEMEHHOE IMOJB30BaHUE
JOJDKHOCTHBEIM JIMIIaM, KPYr KOTOPBIX OIpENEeNseTcs 3aBeAyOollel yCTaHOBIEHHEM CpOKa
BPEMEHHOT'O MOJIb30BaHU.

[Tpu paGoTe ¢ TMYHBIM IETOM, BBIIAHHBIM BO BPEMEHHOE IMOJIB30BAHUE, 3alpeINacTCsa
NPOU3BOIUTh KaKue-TUOO HCIpaBICHUS, BHOCHTh HOBBIE 3allMCH, HM3BIEKaTh JOKYMEHTHI,
pasriiamaTh CoJepikaliuecs B HeM KOHQHUICHIUAIbHbBIE CBEICHHUS.

ITpu U3BJICYCHUN KaKUX-THOO JOKYMEHTOB U3 JINYHOIO JIEJIa JIUIIO0, OTBETCTBEHHOE 3a BEJICHUE
JIMYHBIX JIell, 0053aHO ClIeNIaTh BO BHYTPEHHEN OIKUCH COOTBETCTBYIOIIYIO 3aIIUCh.

6.2. Jlns KOHTpOJIA 3a CBOEBPEMEHHBIM BO3BPaTOM BBHIJIAHHBIX HJIM BBICTAHHBIX JUIA
O3HAKOMJIEHUS JHYHEIX JeJl WIA TNPEJOTBpAIlCHU HMX YTPaThl MOXET MCIOIb30BaThCA
KOHTpOJIbHAs KapTOuKa, KOTOpas 3aIlloJIHAeTCs Ha KaxJaoe Jaeo. B Hel yka3plBaeTCs HOMEP
JIMYHOTO Jiefa, haMUIHs, MM, OTYECTBO pabOTHMKA, Ha KOTOPOI'O OHA 3aBE/ICHA, JaTa BeIIaYH
JIMYHOTO JIe1a, KOMY OHO BBIIAHO, PaclMCKa B IIONY4YEHHH, HOMEp CIIyxeOHoro tenepona
JIWIIa, OJYYMBIIETO JI€JI0 U laTa BO3Bpara Jeja.

6.3. Ilpu BO3BpaTe nena THIATEIHHO NPOBEPAETCA COXPAHHOCTh JOKYMEHTOB, OTCYTCTBHE
NOBPEXKAEHNUM, BKIIOYEHHS B [JEI0 APYTMX [JOKYMEHTOB WM TOJMEHBI JOKYMEHTOB.
[IpocMOTp Jena NPOM3BOAMTCA B NPHUCYTCTBHH DPYKOBOAMTENs YyupexaeHus. llepenada
JUYHBIX Jel 3aBefyIollel 4Yepe3 ceKperaps WIM APYTHMX JHMII He pomyckaercs. Jlpyrue
PYKOBOJUTENH TOIpa3eIeHH MOTYT 3HAKOMUTHCA C JIMYHBIMHM J€laMy MOAYMHEHHBIX UM
coTpyaHUKOB. O3HaKOMIIEHHE C JeTaMH OCYIIECTBIAETCS B TOMEIICHHHM, TI€ HAXONSATCS
nu4HBlE Aena (B IPUEMHOMN 3aBeyrolneil moa HabmoJeHreM pabOTHHKA, OTBETCTBEHHOTO 32
COXpPaHHOCTh M BEJ€HME JIMYHBIX [Jel. Bpems paGoThl (03HAKOMIEHMS) JOJKHO
OrpaHHYMBATECA TPEJENaMd OJHOro paGodero jaHs. PakT O3HAKOMIECHUs (HUKCHPYETCH B
KOHTPOJIbHOM KapTOYKe JIMYHOIO Jea.

6.4. JInunoe 1en0 pabOTHUKA HE BRIIAETCS HAa PyKH PaGOTHUKY BO BPEMEHHOE I0JIb30BaHHE.
6.5. Brigaua JTUYHBIX A€ (OTAETBHBIX JOKYMEHTOB B COCTaBE JMYHOIO Jiela) BO BPEMEHHOE
MO/NB30BaHME JPYIMM OpraHu3aiusaM (y4peKJCHHMAM) MPOU3BOAMTICA C pPa3peIICHUS
3aBe/yIOIIel Ha OCHOBAHMH HayiekaluM o6pa3oM opopmiienHoro 3amnpoca. O Belade aena
COCTaBJIAETCd AaKT, OOWH M3 SK3EMIUIIPOB KOTOPOro TMeperaeTcs BMECTE C JACIOM
(HOKyMEHTOM) TIPEICTABUTEINIO 3alpaIlMBAIONIEH CTOPOHEI, @ BTOPOH SK3EMIUIAP XPaHUTCS B
JlenlaxX OpTaHM3aliK JO BO3BpAINEHHU Jie/a (TOKyMEHTa) B MECTO XPaHEHHUS.

W3biATHE OTAENBHBIX JOKYMEHTOB W3 JIMYHOIO Jejia MPOU3BOAUTCA C PaspeIICHUA
saBefylomell ¢ oQpopMIEHMEM CcOOTBeTCTByIomel 3amucu B rpade «lIpuMedanue»
BHyTpeHHe# omucu. [Ipy BpEMEHHOM HU3BATHM JOKYMEHTa Ha €ro MecTo (MexXay JUCTaMH



COCEIHHMX JOKYMEHTOB) BKJIQABIBAETCS CIpaBKa-3aMECTUTENb (KapTa-3aMECTUTENh) C
yKa3aHWeM JaThl U MPUYWH U3BATHS C POCIMCHIO JIHIIA, BBIAABIIETO JOKYMEHT, H POCIHUCHIO
JIUIIA, TTOJYYUBIIETO €T0 BO BPEMEHHOE M10/Ib30BAHHUE.

7. Ilopsaaok 03HAKOMJIEHHS € JTHYHBIM /1eJIOM paOOTHHKA.

PaGoOTHHK UMeEET MPaBO Ha O3HAKOMJICHHE CO BCEMHU MaTepHallaMd M3 CBOETrO JIMYHOTO
nena.

7.1. O3nakomiieHHMe pabOTHHKa € JOKyMEHTaMM CBOEro JHYHOIO Jejla IIPOBOJUTCA IO
npocsbe caMmoro paboTHHUKA.
7.2. PaGOTHMK caMOCTOATENBHO B MIMCEMEHHOM (pOpMe pelaeT BOIPOC Mepeaadyu KoMy-ITH60
CBelleHH O cebe 3a MCKIIOYEHHEM CIy4yaeB, IPENYCMOTPEHHBIX 3aKOHOAATEIhCTBOM
Poccuiickoit ®enepanuu.
7.3. ®akT 03HAKOMJICHHS C JIMYHBIM JeJ0oM pabOTHHKA YAOCTOBEPAETCH JUYHOM MOIIMMCHIO
COTpY/JHHKA B JIMCTE€ O3HAKOMJICHHS C JIMYHBIM [IEIOM, IPHKPEIUIEHHBIM K JIEBOM BEpXHEH
BHYTpPEHHEH CTOpOHE 00JI0KKM JTUYHOTO [€N1a, C YKa3aHUEM JaThl O3HAKOMJICHHSI.
7.4. Pa6oTHHK 06s3aH CcOOOIIaTh OTBETCTBEHHOMY 3a KaIpOBOE MIEIONPOHM3BOACTBO 00
HU3MEHEHUH Te€X WIW UHBIX IEPCOHANBHBIX JaHHBIX.
7.5. PabOTHHMK MMEET MpaBo Ha MOJy4YEeHHE KOMHU JTI000ro JOKyMEHTa, COAEPKAIIErocs B €ro
JAMYHOM Jelie, Ha OCHOBaHMHM IIMCBMEHHOTO 3asBIE€HWS Ha HUMsA 3aBedyromed. Komuu
JIOKYMEHTOB JIOJKHEI GBITh 3aBEPEHBI HAUIEKAIIMM 00pa3oM U IPEeJOCTaBIATECA PaOOTHUKY
0e3B03ME3THO B TEUECHUE TPEX JHEH CO JHA I10Ja4M 3asBJICHHUS.

8. IlopsiioK MOATOTOBKH H CIa4H JHYHBIX JeJ1 B APXHB.
8.1.JIudHBle J€1a OTHOCATCS K JOKYMEHTaM BpeMeHHoro (cBeimie 10 jieT) cpoka XpaHeHHs U
TOJJIEKAT XpaHEHHIO B TeueHue 50-75 et co IHA YBOIBHEHUs pabOTHHKA.
8.2.JInyHBle fena YBOJEHHBIX PaGOTHHMKOB O(GOPMISIOTCA B COOTBETCTBHH C HACTOSIIEH
UHCTPYKIIHMEH U XpaHATCS B apXUBeE ajhaBUTHOM IIOPSIKE.
8.3.IlpenapxuBHas TOArOTOBKA JMYHBIX [€J BKIIOYAET ABE IIPOLEXYphl: OQOpMICHUS H
OIUCaHUA Jell.
8.4.0¢opMieHue Aein npeaycMaTpUBaeT:
- TIeperpyNNUpPOBKY TOKYMEHTOB B MPSIMO# JIOTHYECKOM MOCNEN0BATENBHOCTH (€CIH TaKoBas
He0OXOIUMOCTh UMEETCS);
- U3BATHE JOKYMEHTOB BPEMEHHOTO CPOKa XpaHeHus (HaJoOHOCTh, B KOTOPBIX MUHOBAIIA);
- HyMEpAIIMIO JIACTOB B Jieiie (IPOU3BOJUTCS MPOCTHIM rpUGENBHEIM KapaHJaIloM B BEPXHEM
IPaBOM YIJIy JIUCTa), HOMEPYIOTCS HE CTPAHMIIBL, & JIUCT;
- COCTaBJICHUE 3aBEPUTEIILHON HAJIIMCH JIENa;
- MOAIMBKY Jena (B 0OJOXKY Ha 3 NIpOKoja, NPEeIBAapUTEIBHO YAAIUB BCC METANIMYECKUC
3a)KHUMBI, CKOOBI, CKPETIKH C JOKyMEHTOB);
- BHECEHUE HEOOXOAUMBIX YTOYHEHUM B PEKBU3UTHI 00JI0KKH J€TIa.

K BHyTpeHHeH ONKMCHM COCTaBJISETCS HMTOTOBas 3aluCh, B KOTOPOH YKa3hIBaeTCA
uudpaMu ¥ IPOMKMCHIO KOJMYECTBO BKIIOYEHHEIX B HEE JOKYMEHTOB M KOJIWYECTBO JIUCTOB
nena.
8.5.Ipu omuCH B JIMCTe-3aBEPHUTENIE OTPAXKAETCS MCTUHHOE GU3MYECKOE COCTOSHUE JIMYHOIO
Jie71a Ha MOMEHT €r0 IpeIapXHUBHOM MOATOTOBKU. B TOKyMeHTe yKa3hIBacTCA:

. HOMeEp JTMYHOTIO Jeja,

. MHbopManKsa 06 UMEOIIUXCS B HEM JIMCTaX (KOIMYECTBO),

. MH(bOPMAaIHs O COCTOSHHMM OTAEIBHBIX JOKYMEHTOB MIIM MX KOIHUH, BIOXKEHHBIX B JE/I0
(HaTmpEMep, MMEIONIHICS TOKYMEHT 3aK/IeeH, HalOpBaH, yTpaueH).

8.6.JIucT-3aBEpUTENb CIYy)KUT g ydeTa KOJM4YecTBa JIMCTOB B Jele H ¢bukcanuu

0COOEHHOCTe WX HyMepaluW, TIle yKa3blBaeTcs HMppaMd U IPONHMCBIO KOJIUYECTBO

POHYMEPOBAHHEIX JIACTOB JeNla M OTAEIBHO, 4epe3 3HaK «+» (INIFOC) KOIUIECTBO JIMCTOB

BHYTPEHHEH ONUCH. 3aBepUTENbHAs HAANUCh MMOANKMCHIBACTCSA €€ COCTABUTENIEM C yKa3aHHCM

paciudpOBKH MOIIUCH, JOKHOCTH M JaThl COCTaBICHUAHN MOAIIMBACTCS K JCITY.



Fa

3ampelnaeTcss BHIHOCUTH 3aBEPUTENBHYI0 HAANUCh Ha OOJOXKKY J[€jJa MIM YHUCTHIH
000pOT J1MCTa OCIEAHETO JOKYMEHTA.
8.7. Odopmienue nen AnaA nepeadyd B apXUB OCYLIECTBIAETCS B IOy, CIEAYIOIIUM 3a
JE€JIOTIPOU3BOICTBEHHBIM B TEYEHUE BCETO rOJ1a.

9. O653aHHOCTH OTBETCTBEHHOI'0 32 KaJipOBOeE AeJIONPOH3BOACTBO 10 BEACHHIO
JIMYHBIX Aej paboTrHukoB MAJIOY
9.1. B 0053aHHOCTH OTBETCTBEHHOI'O 3a KaJpOBOE IEJIONPOU3BOACTBO, OCYIIECTBIIAIOLIETO
BEJICHUE JIMYHBIX JI€JI, BXOAMUT:
- npuOOIIeHne K JUYHBIM JejlaM JTOKYMEHTOB, IIEpEYUCIIEHHBIX BIIyHKTaxX 3.249acTd 3 U B
nyHkTax 5.1 u 5.2 yactu 5 Hacrosmen UHCTpyKIuu;
- TpoBepKa IIOJHOTHI 3allOJIHEHUS aHKEThl M COOTBETCTBHMA YKa3aHHBIX CBEICHUH,
NPEIbSABISEMBIM TPU IOCTYIUIEHHU JOKyMEHTaM (IaclopT, TpyAoBas KHWKKA, BOCHHBIN
OuneT, TOKYMEHTHI 06 00pa3oBaHMHU (IHUILIOM, YIOCTOBEPEHHE, CBHIETENHCTBO, aTTECTAT),
JOKyMeHTHI Beiciei atrecrannonHoi komuccuu (BAK) o mpucyxaeHuy y4eHO#H CTENEeHH U
NIPUCBOEHUH YUYEHOT'O 3BaHUS (IUIUIOM, aTTeCTaT, U APYTHUE);
- 3aBepEHUE AHKETHI;
- obecrnieueHre COXpaHHOCTH M y4eTa JUYHBIX JEIl;
- obecrieyeHre KOH(GUIEHIIMATFHOCTH CBEICHUMN, COAECPKALIUXCS B IUYHBIX J€ax,
- 03HaKOMJIEHHE paOOTHHUKOB C JOKyMEHTaMH UX JIMYHBIX JEIT;
- U3BATHE JOKYMEHTOB, HaJOOHOCTh B KOTOPhIX MUHOBAJIA.
- IpelapXyUBHas MMOATOTOBKA JIMYHEBIX JIET;
- lepeiaya B apXUB.
9.2. JInuneie nenna paOOTHUKOB XPaHATCS Y pyKOBOIUTEINS MIIM OTBETCTBEHHOIO 3a KaJpOBOE
JIEJIONIPOU3BOACTBO KaK JOKYMEHTHI CTPOrOM OTYETHOCTH.
9.3. B nensax obecrieueHUss KOHTPOJIA 32 COXPAHHOCTBIO JIMYHBIX JE€J €XKEroAHO MPOBOAUTCS
IPOBEPKA HAJIMYUA ¥ COCTOSHHE JIMYHBIX JAel. PaKkT NpoBepKH QUKCUPYETCS B COOTBETCTBUU
¢ (npmiioxkeHndeM 3), a BEIABJEHHBIE B XOJ€ NMPOBEPKU HENOCTATKUM GHKCHPYIOTCA B aKTe,
KOTOPBIA TOCIe YTBEPXKICHUS IpelIceJaTeleM IPOBEPOYHON KOMHUCCHM IPEACTaBIACTCA
3aBEYIOLLIEN.
9.4. OTBETCTBEHHBIE 3a KaJpPOBOE MAEIONPOM3BOJACTBO, YIOJHOMOYECHHbIE Ha BEIACHHUE H
XpaHEHHe JIMYHBIX JIe]l, HECYT MUCLUIUIMHAPDHYIO M MHYIO OTBETCTBEHHOCTH 3a pa3IiIallIEHHEe
KOH(MICHIIMAIBHEIX CBEICHUH, COAEPKALIMXCA B JMYHBIX JellaX, U 32 MHBIC HapyIICHUA
nopsaaKa B€ACHUA TUIHBIX ACII.
10. 3ak0YHTeIbHbIE MOJIOXKEHHS.

10.1. lns nmpaBUIbHOM IPYNIIMPOBKY M ydeTa JOKYMEHTOB II0 KaApOBOMY JEJIONPOU3BOJACTBY
JUYHEBIE JIeJla BKIIOYAIOTCH B HOMEHKJIATYpy [€J] IOJ OTACIBHBIM MOPSIKOBBIM HOMEPOM
(kogoM).



Wunexc nena

[Tpunoxenue Nel
K TOPAIKY BEICHUS JIMYHBIX J1e]1 paGOTHUKOB

Ormuchk Ne
Jeno Ne

(Ha3BaHME OpraHU3AalUH)

JIMYHOE JAEJIO

JlaTta Hayana

(pamumus, ©Ms, OTIECTBO pabOTHHKA)

Jlata okOHYaHUs

Ha JUcTax
XpaHUTH Jer

Onuce Ne
Jlemo Ne



