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0 nopsijike BeAeHHsl JHYHBIX /el pabOTHHKOB
MAIOY «/lerckuii cag Ne 337 koMOHHHPOBAHHOI0 BHAAY

1. O0uue nox0KeHUs.
1.1. Hacrosimas MHCTPYKUHS VCTAHABINUBACT MOPAI0K (POPMUPOBAHIS, BEICHHS U XPAHEHHs
ananelx Jaen padotaukoB MAJIOY «[lercknii cax Ne 337».
1.2. MHcTpyKuums pa3paborada B COOTBETCTBIH C:
- Tpynosem konexcom Poccniickoii @eneparun,
- OenepanbHbIM 3aK0HOM N152-03 «O nepCoHaIbHBIX JIAHHBIX,
- ipuKkasoM MunkyasTypsl PO o1 31.03.2015 Ne526,
- npukazom Pocapxusa ot 20.12.2019 Ne236.
1.3. PaBotoaatens B auuUe 3aBeiytomeii (taiee — 3aseayouuiil) MAJIOY «Jlerckuii can No
337» obecrnieunBaer 3alMuTy HePCOHATBLHBIX 1AHHLIX PA0OTHHKOB, COACPIKALIIMXCS B JIMYHBIX
Jie1ax, OT HEMPAaBOMCPHOTO HUX HCIIOAb30BAHIA HIH YTPATDI.
1.4. 3aseayroumit MAJZIOY «/lerckuit cax Ne 337» ompe/eiser Jiul, YIOTHOMOYEHHLIX Ha
rnoJjiyuenue. 00padoTKy, XpaHeHie, nepeaady 1 ito0doe Apyroe HCIoIb30BaHHE [IEPCOHAILHBIX
JAHHBIX pa0OTHUKOB, COLEPIKAlLNXC B IMYHBIX Ae/1ax.

2. JluuHoe ge10 padboTHHRA.
2.1. JInunoe aei1o padoTHHKA 9TO COBOKVITHOCTE JOKYMEHTOB, CO/IEp/KaAlLIX CBEJCHHS O
pabotHuke 1 nepuone padornl B MAJZIOVY «/letckuii cag Ne 337».
2.2. JInunoe nes10 paloTHHKA O(GOPMISETCs B TPEXAHCBHBIH CPOK MOC/IE Ha3HAYCHHA €ro Ha
JOJIZKHOCTD.
2.3, Jluynoe nej10 padOTHHKA BEACTCsl OTBEICTBEHHBIM 3a KaapoBOe ACJIOIPOH3BOACTBO
padorankom MAJIOVY «JleTckuit cag Ne 337».
2.4, 3ampemaetes nonydarh, oOpadareiBars 1 11pHo0ATL K JIHUHOMY ey pabOTHHKA He
VCTAHOBICHHBIE (eaepaibHbiMil 3aKOHAMI [ICPCOHAILHLIC AaHHBIC O €ro MOJIHTHYECKHUX,
PEAUIMO3HBIX M MHBIX  YOCHICHMSIX, 4aCIHOll JKH3HM, 4YJIEHCTBE B  OOIIECTBEHHBIX
00beIMHEHHAX, B TOM YHCIE B [IPOMECCHOHAILHBIN COI03aX.
2.5. Cpejtenns, coepsKalfecs B IMUHOM Jeie padOTHHKA, ABIAIOTCA KOHQUICHITHATLHBIMU.
2.6. Jlnunpte aena oopmisiiores Ha Beex mwraTHpix padotnikoB MAJIOY «Jlerckuii cam Ne
137,

3. CocTaB JOKYMEHTOB, BKIH4ACMbIX B JIHYHOE /1e/10 palOTHHKA.
3.1. CocraB JIOKYMEHTOB, BKJIIOUACMBIX B JHUHOE J1eJ10 paOOTHHKA, 3aBHCUT OT J10JUKHOCTH,
KOTOPYIO OH 3aHHMAET U crell(PUKH €ro Cay:KeOHOIT IeATeIBHOCTH.



[TepBOHAYATHEHO B IMUHOE AEJIO IPYIIHPYIOTCH JIOKYMCHTLL. 0 OPMIISIFOLIIE MPOLIECC TIPHEMA
Ha paboTy., @ BIOCAEACTBHH - BCC OCHOBHDBIC [LOKYMCHTBL. OTPaKalolHe NpoLece padoThl B
MAJIOY «lerckuii can Ne 337»,

3.2.1lpy mepBOHAYATBHOM O(OPMICHHH [IHYHOTO JIe/la pa0oTHHKA B HEro BKIHOYAIOTCA
CJIEIYIONTHE TOKYMEHTEL:

1) ankera yeraHoBiIeHHOH dopmel ¢ GoTorpadueit;

2) aprobuorpadus:

3) nuceMeHHoe coracne Ha 00padoTKY NepcoHaIbHBIX TaHHbBIX:

4) cnpaBka 00 OTCYTCTBHH CY UIMOCTH,

3) AuuHOE 3aABACHUE JHIA, IPCTCHAYIOUCTO Ha A0JIKHOCTE B MAJZIOY;

4) Tpyaosoit 1orozop 0€3 A0KHOCTHOH MHCTPYKIIHIL

5) Komus IIpHKaza o npueMe Ha padoTy;

6) KO JOKYMEHTOB, NOATBEP/KIAIOIINN NPOPECCHOHATIBHOE o0pazoBaHHe;

7) KoOmuu TOKYMEHTOB, IO/ 1TBEPIKAAIOILIN KBIN(HUKALIIOHHYIO KaTEeropHio  (TpHKa3
[IOATBEPIKAAOLLYIO KBATHPHUKALLIOHHYIO Kalel OPHIO ).

§) crpaBKa ¢ OCHOBHOTO Mectd padoThbl ¢ VKa3aHHEM rpapuka paboTHI, 3aBEPEHHAs KOs
TPy A0BOIl KHHKKM (15l BHEUTHIX COBMECTHTCCH):

9)  corjaiieHie 0 HepasrianieHie NepCoHATBHbIX JaHHBIX (MUl TEX, y KOTO eCTh JOMYCK K
MepcOHATBHBIM JIAHHBIM JIPYTHX):

10) 70roBOp O MATEPHAIBHOI OTBETCTBEHHOCTH (1A MATEPHATEHO OTBCTCTBEHHBIX JINLL):

) JIOMOJHEHHE K aHKETe YCTaHoBICHHOT OopMbL

) 3asBJIeHHE O BKIIOYEHHE B JIYHOE A€J10 PYIHX TOKYMEHTOB,

) KOMMs IpHKa3a O rnepeBojie pabOTHHKA Ha IPYTYIO paboty:

) JOMOJIHUTENLHBIC COMVIALCHI K TPYIOBOMY AOTOBOPY:

) YBEIAOMIICHMUSI.

3.1, U181 COTPYAHMKOB YyIaCTBYIOIIMX B OKA3AHIH IVIATHBIX JOIOTHITC/IBHBIX yCIYT.

- JI0rOBOp Hopsaa (TpyA0BOe COITAIIEHIC )

3.3.2. 114 COTPYAHUKOB JIOMO/HHTEIBHOE COMIAIICHNE O COBMCIICHHH NOJKHOCTEI:

- JOTIOJIHUTEIHLHOE COrIallieH e K TPYA0BOMY J1I0I0BOPY O COBMEILCHIN JONKHOCTEH

3.4. [pu GopMUPOBAHUH U BeIEHUH JHYHOTO Je/ia HCTI0NB3YIOTCA KCEPOKOINH JIOKYMEHTOB
[IPH HATHYHUH TPEIBSIBICHHOTO MOUTHHHHKA 10KYMEHTa.

B ciiydae oTCYTCTBIS TOUTHHHIKE paGOTHHK J10/ZKEH NPECTABHTE HOTAPHATEHO 3aBepeHHbIe
KOMHH JIOKYMCHTOB

3.5. anpelaercs XpaHuTh B JIHUHOM JICTC:

Ko nactnopra. CHIJIC, MHH. cpuaeTensctsa 0 posyKIeHui, NEPEMEHE daMuiIny, NMEHH,
OTHUCCTBA, 3AKTIOUEHHE H PACTOP:KEHNH Opaka I BOSHHBIH OWIeT, yJI0CTOBEPEHHA KypCOB
IIOBBILICHHS KBATH(PHKALIHH.

4. TopsA0K 3aN0JHEHHSI AHKETHL, ABTOOHOrpaguiL, T10MOAHENNS K alRETE,
BKJIIOYAEMbBIX B JiH4YHOE 1e10 padoTHHKA.
4.1 Mopsdok 3anoaneHust OMOE.1bHbIX ePAGs dHKCNTbL.
4.1.1. Anxera sanojHsercs paGOTHIHKOM COOCTBEHHOPYUHO. B ankeTe HE IOIYCKAKOTCH
COKpallleHHs, TPOUSPKH, HCHPABICHNsS. B ankeTy BKICHBACTCA (ororpadus paboTHHKA
pazmepom 30x40 mm.
4.1.2. Tlpu 3anoNHeHNH aHKeTLl HCTIONB3YIOTCS CISAYIONNe JOKYMEHTBI: TACIIOpT, TpYLOBas



KHUIKKA, BOCHHBIH OMIter, JOKYMEHTHI 00 o0pa3oBaHuu (IUILJIOM, CBHAETEILCTBO, aTTCCTaT,
yI0CTOBEpEHHE), JOKYMEHTEI, TTOATBEPKAAIOLIIE YUCHYIO CTeNeHb (YIEeHOE 3BaHNC) 1 IpyIie
JTIOKYMEHTBI.

4.1.3. Ha Bce Bornpocbl aHKeThl pabOTHUK [OJUKEH [1aBaTh TOJTHBIE OTBETHI B CTPOIOM
COOTBCTCTBUH C TEMH 3alucaMi, KOTOpBLIC COAEpIKATCs B €ro JIMYHBIX JOKYMEHTax.
OTpHLATEIbHbIE OTBETH B Ipa(pax AHKETL! O3 MOBTOPEHHs Bolpoca (Hampumep: YugHas
CTEMNEHL — HE HMELO ).

4.14. B rpade «obGpazoBaHue» JOMKHbI IPHMEHATLCS CIHEAYIOLIHE (GOPMYIHPOBKM:
«BBICIICE», « HEMIOJHOE BBICUICE, «CpellHEee NPOPECCHOHAIBHOE, «CPEIHEe», B 3aBUCHMOCTH
OT TOr0, KaKoil ZJokyMeHT 06 oOpazoBannu umeercs. Ecin pabOTHHK 3aKOHUHII HECKOJBKO
KYPCOB BBICIIErO y4eOHOr0 3aBe[CHIs, BRIHYK/1eH ObLT PEPBATh 00y YeHHe HIH oOyuaetcs B
JAHHOE BpEMs, TO 3ANMCBIBACTCA, CKOILKO KYPCOB OH 3aKOHYMI MM HA KakoMm Kypce
o0yuaeres.

CoTpyauuky, oOyvaroriecst nin 00y4aBIIuecs B CPEAHNN MPOYECCHOHATBHBIX yueOHBIX
3aBeICHIAX (TEXHHKYMbI, KOIELKH), HO He OKOHYHBIIHE HX, JOJGKHBL ObITh OTHECEHbI K
THLAM, HMCIONMM cpeHee (roaHoe o0Liee) MIH HENOIHOC CpejHee (OCHOBHOE oOwuee)
00pa3oBaHie, B 3aBUCHMOCTH OT TOr0, KAKOE OHH NMEJIH 00pa30BaHHue B MOMEHT HOCTYILICHITS
B cpeqHee npodeccHoHanbHoe yueOHOe 3aBejIcHHe, K JIMIaM, HMEIOLMM cpejiHee (MoaHoe
obuiee) oOpaszoBaHue, OTHOCHTCH PadOTHHKN. 3AKOHYHBIINC CPEJHHME [IKOJbL, HIKOJBL €
vueOHbIM H3YUYCHHEM KaKOI'o aubo npeavera, auuest, ruMHasum. Jiis pabOTHHKOB,
OKOHUHBLINX  NPO(ECCHOHL ILHO-TEeXHU CCKkie  yuuana  (nan oBpasoBare/ibHblc
yupe:kAeHus. K HHUM TPHUPABHCHHBIC), YKasblacTesl mpodeccus H - paspsi. Jluuam, He
HMEIOLMM [PO(hEecCHOHAILEHO

“TEeXHITUECKOr0 (HAYaIbHOr0 NpodecCHOHATBHOr0) 00pa3soBanis, MpopeccHs yKasplBacTes o
onbITy padoThL.

OKOHUMBLIIE TPH KYPEa BBLICLLHX (WIH MPUPABHCHHLIX K HNM) y4eOHbIX 3aBeJICHUI OTHOCATCS
K JIMLAM ¢ HEMOMHBIM BhICLIMM o0pasoBatiem. "CreunaibHOCTb M0 JAUMIOMY" 3aMOIHACTC:
TOABKO Ha CTICIUAINCTOB ¢ BBICIIIM U CPeANUM CHICIHAILHBIM 00pazoBanueM. B oToit cTpoke
YKa3bIBACTCSl  CHELUAIBHOCTL, I[IOJAYYEHHAs [0 OKOHYaHMM  BLICIICIO MM CPCIHErO
CIENUATBLHOro yueOHoro 3ape/etus. CrennaabHOCTh 10 00pa3oBaHiIo 3aMHUCHBACTCS TOTLKO
Ha OCHOBAHWH JUIUIOMA.

4.1.5. B rpade «bputn a1 3a rpasuiei» ykaspipaeTes MOIHOC HAMMCHOBAHNUE CTPaHbl, TOA H
uenb npedpipanns (Hampumep: | epmanus 2005 - TypHOE3/IKA).

4.1.6. B rpade «Bamu Ounsiie POACIBCHIIKIY HEPEHHC/IAIOTCA BCC HWICHBI CEMBH C
yKa3aHHEM CTEICHN POACTBA (PO/UITCIIM, Cy Py [H. JCTH. @ TaKKe OpaThbst 1 CECTPLI) IIPH 3TOM
YKA3bIBACTCA UX (PAMIITHSL, UMsl, OTYECTBO, JATA POKACHUS, MECTO PadOTHI, JOJLKHOCTD.

4.1.7. B rpade «BpimomHsemas paboTa ¢ Hadana TPYAOBOIH JACATENLHOCTHY OTPAKAIOTCA
cBejeHusl O padoTe B COOTBETCTBHM € 3arlicsiMH B TPYA0BOH KHiKkke. Ecin Tpynosas
AEATe/ILHOCTD HAYAIACH ¢ O0VUCHHS B TOM MM HHOM yueOHOM 3aBE/IEHHH, TO 3TOT MEPHOI
Takke oT™MeuaeTes B AaHHol rpade. Cloza BHOCSTCS 1 CBeACHNA O mepepeiBax B padore B
CBA3M ¢ YUE00il, GONE3HBI0. HAXO/KACHHAM Ha HATHBCHHI U TOMY 110100HO0€ (HaIpUMEp: «He
paGoTasy», «HAXOMMICA HA MELCHID), «HAXOULICH HA UWAKAMBCHUID, «Oojen»). Kpome Toro,
CCJIH CITYIKAIIHIT 3aHUMAN Pa3/IHUHbIE JOJIKHOCTH, TO ClIeyeT YKa3LIBATh BPEMS npeObIBaHMHs
HAa KOKIAOIl JIOJUKHOCTH. B TPYZOBYIO NeSTENbHOCTH HE 3aIuchiBaeTcs Bpemst ydulOsl B
00L1e00Pa30BATEIBHBIX  IHKO/IAX. IIPOPECCHOHATLHO-TEXHHUCCKUX  YIHIHIIAX U K HHM
NPHPABHEHHBIX (CYBOPOBCKHE. HAXHMOBCKIC, BOCHHbIC Yuiniia i T.4.). ITpu npoxosacHni
caykObl B BOOPYIKEHHBIX CHJIAX  YKQ3BIBACTCH 10ZKHOCTH,  HOMEP BOMHCKOIl uacTH
(YUpEkJACHMS) M B KAKOM OKPYI'C OHA HAXO/LIIACh, B C/yUiC 1ICPeXoia U3 OAHOM BOUHCKOI
YacTi B APYTYIO - HOMEPa HTUX wacTell M athl 1ICPeX0/1a ¢ YKa3aneM aJpecoB MECT CITyKObI



3a rocieaHue 15 nert.

TpyaoBast AeSTEIBHOCTE 3AMMCHIBACTCS CTPOrO B XPOHOIOTHYCCKOM HOPAAKE.

4.1.8. B rpade «JIOMOMHNTENLHBIC CBEJICHHS» MOIYT YKa3bIBATHCA CBEIACHIA O HarpazK/JIeHHH
opaenamu, meaatsamn CCCP, Pocceniickoii Melepatnn, HHOCTPAHHBIX TOCYAAPETE. 4 TaKKe
npriceoennn nouétHeX 3Banuii CCCP, PCOCP. UHBIX COIO3HBIX IOCYAApCTB, a TaKKe
npucsoeHnn 11o4éTHeIX 3pannii CCCP, PCOCP. MHBIX COIO3HLIX rocyaapcTs Poccuiickoi
denepanun, 3anucy OPOM3BO/LITCA HA OCHOBAHIN OPJACHCKHX KHITKCK, yIIOCTOBEPEHHH K
Me A LIM, YKA30B H TIPUKA30B O HATPAKACHLUH, HOOWPCHHH.

4.1.9. B rpade «OrHowenne K BOUHCKOI 00A3aHHOCTH H BOMHCKOE 3BAHIC YKa3bIBACTCs
oTHOLICHNE PabOTHIKA K BOMHCKOH 00s3aHHOCTH (HalpHMEp: BOoeHnHo00s3aHHbI(ad), Maiop
3amaca, CepyKanT 3anaca).

JIHLO. OTBETCTBEHHOE 33 KaJAPOBOE JENOMPON3BOACTBO 00513aHO NPOBEPATE TIPH npuéme Ha
paGoTy y rpaiiaH, IpeOBIBAIOLIIN B 3aM1ace. BOCHHDIC OMJIETHI (BpEMEHHDIE YTOCTOBEPEHHS
R3AMEH BOEHNLIX OMJIETOB), @ Y Tpaskaan .JOANeKallUX TPHU3bIBY Ha BOCHHYIO cnyKOy.
yA0CTOBEPEHUs TPAK/IAH, MO/UISKALIIX NPH3LIBY, YCTAHOBUTE, CTOMT JIH rpaskjaHuH(Ka),
npHHUMaeMbiii(as) Ha paboTy Ha BOMHCKOM VUETE. B ciyuae oTcyTCTBIA B BoeHHoM Ouiere
OTMETKH O IIOCTAHOBKE HA BOMHCKHIT Yu€r (ec/i OH(OHA) ABIACTCA BOeHHOOOS3aHHbIM (Oi1)
HEOOXO/ MO HATIPABUTE MParKAaHAHA(KY ) B PallOHHDBIH BOCHHBII KOMHUCCAapHarT.

4.1.10. B rpade «/lomamHuit ajpec 1 HOMCP Teseona» HeOOXOMMMO YKa3aTh MOYTOBDLI
nnzexe. Ecan agpec mponucK i NPO:KUBAHMS HE COBIAIAIOT, TO YKA3bIBAIOTCA o0a azxpeca.
4.1.11. B rpage «[Tacnopt uin 10Ky MCHT. €10 SAMEHSIOIHITY CIeIyeT YKa3biBaTh €10 HOMED,
CCPHIO, KOIA M KEM BBIJAM.

4.1.12. AHKCTA IHOAIHCHIBACTCS 1 3aBEPACTCI:

- JIMLIOM, TIOCTYIIAIOIUM Ha padoTy;

- OTBETCTBEHHBIM 3@ KaJPOBOE AC/10MPOU3BOACTBO MAJIOY «Jlerckuii cag Ne 337» 1e4arsro
U ATOI, MOC/E TOro Kak GyacT NpOBepeHa MoJHOTA i IPABH/ILHOCTD 3aM0MTHEHIS aHKETDLI B
COOTBETCTBHH C [PEIDLABICHHLIMH JOKYMEHTAMIL.

4.2, [lopaodox 3anonHerus aemoouoepaguiL,

42.1. Asrobuorpadus cocrasasercs B NPOIM3BOJIBHON Gopme  cOOCTBEHHOPYUHO
rpakianuioM. B conepixaniin agroGnorpaguu oTpakaloTes: (GaMmIL, MM, OTHECTBO
rpaykIaHuHA, YMCII0, MECALL IO/l 1 MECTO POK/ICHI, TIOJIYHEHHOC obpazosanue (rue, Koraa,
KaKas CreNNaTbHOCTh U B KAKIX YUeOHBIX 3aBEIEHHSX), TPYA0BAs ACATENIBHOCTD, HOTYICHIC
JOMNOJAHNUTENLHOrO  00pa3oBatiis,  OKOHUAHIC  KYPCOB  IOBLILICHHA KBaTH(UKALTHH.
[eperno/roToBKa, U3MeHeHns & Onorpadui i Apyrue CBCACHN, KOTOPDIC JKeIacT OCBETHTL B
cBoeii aproGHorpaduu NOCTYMOIA Ha padOTy.

4.3, JJonoanenue Kk auKkene 3afoiHIETCs OTBETCTBEHHBIM 30 KaIpOBOE ACTONPOU3IBOACTEO B
rpotecce padoThbl IPH HEOOXOMOCTH BHECCHIA B JIHIUHOC €10 CBCACHINT 00 U3MEHEHUAX B
npodecCHOHAILHOMN ACATENLHOCTH paboTHHKA.

43.1. B mepsoM pasjene (QUKCHPYIOTCs CBEJACHHsA O TepeBOAaX Ha APYTHe TOTKHOCTH
(lepeMelierns ¢ YKa3aHHEM JIal BCTYIUICHNA B JI0/UKHOCTE H yXO/1a € Hee) co CCBUIKOH Ha
JOKYMCHTBI 0 HA3HAUCHHH, 1IePCBOAC, YBOJILHCHHIL

4.3.2. Bo BTOpoM paszaele OlpaKatorcs: /1aHHBIC O npodeccHonanbHOoi  ASATENbHOCTH
paboTHIKA (110ArOTOBKA, NEPCHOANOTOBKA I TOBBILCHHC KBanM(QUKAIMH, HarpamIcHue
OpJeHaMH M MEJANMH, IIPHCBOCHHE YUYEHOH CTCICHH, yuCHOro H MOYEeTHOTO 3BaHM:L,
npeObIBaHIE 3a IPAHUICH, HAJ0/KEHHE M CHATHC B3LICKAHMIT, N3MEHEHUS OPYIUX YYETHBIX
JIaHHBIX padOTHHKA).

Bee  BHOCHMBIE  M3MEHEHHS  JOMKHBL  ObITh  NOATBEPIKICHBI  COOTBETCTBYIOUIMH
JOKYMCHTaMH,

OGs13aTe/bHBIM PEKBH3HTOM IONOMHCHI K AHKETC SBIAIOTCA OTMETRM O MPOBCACHHH



[IPOBEPOK HAIMMHSL M COCTOANMA JIHYHBIX /e, OTMETKa 10JKHA OBITh CIIEQYIOMICTO
COJICPIRAHHA «IMYHOC JENO [IPOBEPEHO», data, MOIIUCH HPOBEPAEMOIO IOMCIIAIOTCS HA
00paTHOl CTOPOHE JIHCTA 10C/Ie 3aHECCHHbIX CBEICHHIT.
4.4. Bee 1OKyMEHTBI JIMYHOTO J€/1a [OMEINAIoTes B MKy - CKOpOCHIMBATENb. TUTYIBHBII
JIUCT JINYHOTO Jena 0QOopMIIAETCsl B COOTBETCTBHM (IpuiioskeHne 1),
Homep, 3a KOTOPBIM yuTeHO THYHOC Je]N0 MO KHUTe (KYPHALY) ydeTa JTHUHBIX JIe.
[IPOCTABIACTCSH B BEPXHEM IIPUBOM VIV 00/10KK1 1e1a.
O0107KKa INUHOTO Aea paboTiiKa 0pOPMILCTCs CeAYIOHM oOpaszom:
- Ha 00JI0KKE THYHOIrO €A B BCPXHEM MPABOM YIUIY YKa3bIBAETCS HHIEKC Jea.
B cepeanne nmicra mo uentpy:
- TIOJIHOCTBIO HAHMEHOBAHHE VUPEIKISHMS,
- HOMEp JIHYHOrO Jiefa,
- [OJIHOCTBIO (PaMIUTHS. UMSI, OTUYCCTBO paboTHIHKA
- JlaTa Hadaia aejia. 10JGKHA COOTBETCTBOBATL Jare nprema paboTHHKa HA paboTy (YMeio u
FOJ A0JKHBI OBITE 0003HAYEH LI LL(PAMI, a MECHLL CTOBAMH)
- JlaTa OKOHYaHHA, JOKHA COOTBETCTBOBATH JATE €r0 YBOJbHEHHS (YHCIIO U IO JTOJKHEI
OBITH 0003HAUEHB! HH(PAMIL, & MECAL CJIOBAMH)
- KOJ-BO JIHCTOB yKa3bIBACTCS 1OC/IE 3aKPLITHS J[ef1a (PH YBOJILHEHHH )
- CPOK XpaHCHUS JIHYHOTO JIel1d
- HOMEp OIHCcH
- HOMCp Aena (101 5STHM HOMCPOM JIHYHOE J1e/10 peructpupyerest B JKypHane yueta JHuHbIX
ACL, B KOTOPBIX HPCIYCMATPHBAKOTCS  CICAYIOMINE IPa(bl: MOPSIKOBBIH HOMEp Jena.
(ayuins, UMA. 0TYeCTBO PadoTHIIKA, JaTa 3aBEACHUS THUHOIO JeTa, 1aTa 3aKpLITHS JIeJia,
MPHYMHA 3aKPLITHS H MECTO XPAHCHU).
Ecin pavmnia paborunka nocne o(GopMICHNS JIITYHONO Aeia U3MEHANACh, TO crapas
(hammug 3aKT104aeTCs B CKOOKI, @ HOBAS 3aHCHIBACTCS Hal Hell.
Bee 0Ky MEHTDI B IANKE /10/17KHBL PACHIOIATATBCS B IIPAMOM XPOHOIOTHYUECKOM HOPsIIKE.
IMocne yBonbHeHus paGoTHHKA €ro NHYHOE €10 M3BACKASTCS M3 JAHHOH MANKIL 1
OCBOOOAMBLIMIICA HOMEP TIPUCBANBACTCS BHOBB [IPHHATOMY pabOTHHKY.
4.5, Jlast XpaHeHHs JIMYHBIX el palOTHHKOB MCIIOML3YIOTCS cefipbl MM HAlIEKHO
3aIlpacMble U OIICYATHIBAEMBbIC IIKADDI.

S. BuyTpenusia onuch J0KYMEHTOR, COACPARAINXCS B JJHUHOM J1eJie.
5.1, JIOKYMEHTBI, MPHOOIUEHILIC K JIHYHOMY Ac1y paboTHHKA [epejl caadeil B apxuB.
OpOHIIOPYIOTCS. AHCTBI HYMEPYIOTCS apadeKiiM i HH(pari 4epHLIM TPadUTHBIM KapaHalioM
B TIPABOM HIUKHCM YIITY, K JTHUHOMY JIC/IY HPHIAraeTes BHYTPEHHSIS! OIUCE.
2. BHYTpeHHsSl OMUCH COCTABINCTCS i OT/1CABHOM JIHCTE T10 VCTAHOBJIEHHOI1 (dopme
(IIpujIoKEeHHE 2).

o
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3. Buytpennas onucn odopyiseTes eaeay o 00pazom:
HOMCP 1O HOPSUIKY  (LOKYMEHTbl  PAcliOJIOAKCHbl B XPOHOJIOTHYECKOM  HOpSJIKE,

HAUMCHOBAHNE KK/IOT0 OTACILHOIO AOKYMCHTA CTOUT B OT/1eBHOL CTpoOKe).

- HHIACKC JOKYMCHTA COCTOHT H3 HOPSAJAKOBOIO HOMEpPA JOKyMeHTa M HHAEKca Aeta Tio
HOMEHKIIAType el

- Jlata JIOKyMeHTa (/1aTa COOTBETCTBYET jare, KOr/d JOKVMEHT MMOALIMIN B JEJI0 WJIH ero
3BT )

- HazBaHHE JOKYMEHTa



- HOMeEpa JHCTOB Aena
- LPHMCHAHHE, YKA3BIBACTCS OPHIHHAT ML KOUS AOKYMCHTa nipuitoikena. Eciu qokyment
H3bIMACTCA, TO YKa3bIBAIOTCS JIAHHBIE O TOM, KEM H3LAT AOKYMEHT U 10 KaKOI IpHYHHe,

~ Y SAKPBITBIX €I MOCIEAHNM TOKYMEHTOM SIBIISIETCH BCEria npuKa3 o0 yBOJIbLHEHHH

- HPH CHate B apXUB HTOIrOBOE KOTHYECTBO JOKYMEHTOB I JIHCTOR (LIPOTIHCHIBACTCS YHCIOM I
TIPOIHCEIO )

- KOJHYCCTBO JIMCTOB BHYTPEHICH OMHCH

- CCJH IeN0 B apXMBeE. TO B KOHIIC ONUCH CTOHT MOMTHCE padoTHHKA, KOTOPLII ee COCTaBHIT 1
AaTa OKOHYAHMST COCTABIACHHS O111ICH

6. [lopaNoOK BbIIAYH THYHBIX 161 BO BPEMEHHOC NMOJIb30BAHHE.

0.1. Jluunoe aeno pabdoTHuKka MOKeT ObITh BLITAHO BO BPEMCHHOE TI0JIL30BAHME
AOJLZKHOCTHBIM JTHLAM, KPYT KOTOPLIX OLPCNCIACTCA 3aBCAYIONIEH VCTAHOBIEHHEM CpoKa
BPCMCHHOI'O [10;1b30BAHMSL,

lpn paGote ¢ nuunniv aeiom. BBLLGHHBIM BO BDEMEHHOC [0/Ib30BAHIE, 3aMPeriacTcs
MPOH3BOAHTE KaKHEe-TH00 HCHPABIEHHS, BHOCHTD HOBLIC 3aIMCH. H3BJIEKATH TOKYMEHTHI,
PASLIALIATE CONEPIKALLMECS B HeM KOHMDUIEHIHATLHBIE CBEIeHISL.
[Ipu n3Bnevennn xaknx-mico AOKYMEHTOB 13 JINUHOTO Jef1a JIMIO, OTBETCTBEHHOE 3a Be/ICHIIe
JHYHBIX J1e]T, 0043aH0 CAeNaTh BO BHYTPEHHEI OIHCH COOTBETCTBYIONLYIO 3aIINCh.
6.2, st KoHTpons 3a CBOCBPEMEHHLIM  BO3BPATOM BBIAAHHBIX MM  BBICIAHHBIX Jil B}
OMAKOMJICHHS JIMYHBIX €] M TPEJOTBPAILCHHUS HX VIPAaTbl MOMKET HCMOJIb30BATLCS
ROHTPOIILHAS KAPTOYKA, KOTOP:s 3aMOMHACTCS HA KAk I0e Jeno. B ueil ykaseiBaercs HOMEDP
JMYHOLO Jei1a, paMuIns, UMs. 0TUeCTBO paOOTHIKA, HA KOTOPOro OHa 3aB¢J/ICHA, JaTa BhIIaun
THMHOTO Jie/la. KOMY OHO BBLIAHO. pachucka B Oy 9eHHIL, HOMEp city:KeOHOro Tejedona
‘LA, TIOMTYYHBLICTO JEJI0 1 1aTa BO3BpATa jeJa.
6.3. llpu Bo3Bpate meia TIATENLHO HPOBCPACTCA COXPAHHOCTD MOKYMEHTOB, OTCYTCTBHE
NOBPEI/ICHUI, BIKIIOYEHHS B J(e/10 APYTHN JIOKYMCHTOB  IVIH  TIOAMCHBI  JTOKYMEHTOB.
Ilpocmotp nena [IPOU3BOANTICH B NPHCYICTRBUH  PYKOBOITEILS yupexuaenus. Ilepemaua
JMYHBIX e 3aBejyloweit yepes CCRPCLaps iim APYrux JiML HE JIOYyCKaeTcs. Hpyrue
PYKOBOMUTENH NOAPA3ACHCHHIT MOTYT 3HAKOMHTLCSH C JHUMBIMI JeJIAMH ITOJYUHEHHBIX HM
COTPY/IHUKOB. O3HAKOMIIEHHE ¢ [eamu OCYILCCTBIICTCSL B TOMEILICHHUM, [[€ HAXOJITCs
‘LTHHBIC Jema (B mpHeMHOI 3aBeyiomeii o nadioeHueM paboTHHKA, OTBETCTBEHHOIO 3a
COXPaHHOCTb W BCIEHME JIMYHBIX Jer). Bpemst  paGotnl (O3HAKOMJIEHHS)  JOJIKHO
OIPAHHYHBATLCA NpeaeaMu O1HOTIO padoucro aus. Dakr o3HAKOMICHIS GuKcupyeres B
KOHTPOJILHO KapTOUKe JTUYHOIO 1el1a.
6.4. Jluunoe aeno paGotHuKa He BbLIACTCS 1A Py KM pabOTHHKY BO BPEMEHHOE MOb30BAHIE,
6.5. Botaua anunpix gen (OTAC/BHBIX JOKYMCHTOB B COCTABE THUHOLO Jle1a) BO BPEMEHHOE
HOIL30BAHHE  JPYIHM  Opratisaiism (YUPCKICHUAM) MPOUSBOANTCH paspeueHms
3ABCAYIOLICH HA OCHOBAHMH HAICHKALITIM 0bpasom odhopmMIeHHOrO 3anpoca. O Belgaue feira
COCTABJIACTCA  aKT, OAMH W3 HK3EMINLIPOR KOTOpPOTO  [IepelaeTcss BMECTE € JelIOM
(AOKYMEHTOM) NpeACTaBUTETIO SUHPALIMBAIOLICH CTOPOHBI, @ BTOPOIi JK3CMILIAD XPaHUTCS B
ACIAX OPTaHN3aLHH /10 BO3BPALICHHS JIe1a (JIOKYMEHTA) B MECTO XpaHeHHS.

Mspatue oraenbubix AOKYMEHTOB 13 JIMYHOIO J€/Ia TPOU3BOMNTCH C paspeuieHus
saBeayiomeil ¢ oopmiennen coorBercrsyiomell  samien B rpade  «lIpumeuanney
BHYTpeHHel ommen. Tlpu BpeveHHOM H3LATHN AOKYMEHTA Ha €ro MecTo (MEKIy JcTamu
COCCAHHX  TOKYMEHTOB) BK.JIABIBACTCS CIPABKA-3aMECTUTE/Ib  (KapTa-3aMEeCTUTENh) ¢
YRA3AHACM NaThl M HPHYMH U3LATHA ¢ POCINCLIO JTHIA. BLLIABIICIO TOKYMEHT, H POCIHCLIO
THLA. HOTYYHBLIETO €I'0 BO BPEMEHHOE MOAbL30BARIIE,



7. Iopsaok 03HAROMJICHHS ¢ JIHYHBIM Ae/10M paGoTHHKA.

PaboTHHK MMeeT npaBo 1a 03HAKOMACHIE CO BCCMI MaTepHalaMH U3 CBOET0 THYHOIO
nena.
7.1. Osnakomjienne paboTHHKA ¢ AOKYMCHTUMH CBOEro JHYHOrO 1eia IIPOBOHTCS 110
npocnde camoro padoTHHKa.
7.2, PabOTHHK caMOCTOSITENLHO B IIHCBMEHHOL (popme pelraer Borpoc mnepesaun Komy-auto
CBEEHHH 0 cebe 3a MCKIIOUEHHEM CJIydyaes, [IPEAYCMOTPEHIBIX 3aKOHOAATCIILCTBOM
Poccuiickoit @exepanun.
7.3. DakT O3HAKOMJIEHHS C JIHYHBIM J€10M PaGOTHHKA VAOCTOBEPSAETCs JIMUHOM TTO/INUCHIO
COTPYAHUKA B JIUCTE O3HAKOMJICHUS € JIMYHbIM JIETOM, NPUKPCIICHHBIM K JIEBON BepxHeii
BHYTPEHHEIT CTOPOHE 000K JAHYHOTO /14, ¢ VKA3AHHEeM JaThl O3HAKOMITCHIIL.
7.4. Pabornuk o6s3an cooGmarn OTBCTCTBCHHOMY 3a KaJ[pOBOE JIEJIONPOU3BOJACTBO 00
H3MCHCHHH TEX WJIH MHBIX [I€PCOHATbHBIX J(AHHBIX.
7.5. PaboTHHK HMERT IpaBo Ha NoJyHeHHe KOMui JI000ro JIOKYMEHTA, COIECPIKALLErOCS B €ro
MITHHOM - ZIC7IC. HA OCHOBAHMIT MHCBMEHHOTO 3aiBICHHS Ha HMs 3asexayiomeil. Kommm
AOKYMCHTOB J10JIACHBI OBITE 3aBCPCHBI HA/LICIKUL M 00PA30M 1 [1Pe10CTABISTHCS paboTHHKY
OE3BO3ME3/1HO B TEUCHHE TPEX UHCH CO M 10,1041 3asBIIe s,

8. IIopsAOK M0ArOTOBKH 1 ¢/ 41 JIHMHBIX /1e/]l B APXHB.
8.1. Jlnunnie e1a OTHOCATCS K JOKYMEHTAM BPEMEHHOTO (cBbiure 10 JIET) CPOKA XpaHEHHs U
[TOANCHAT XPAHCHUIO B TedyeHKe 50-75 JIeT ¢o AHS YBOJIbHEHHUS paOOTHHKA.
8.2, JInunble xeira yBONEHHBIX paGOTHHKOB O(OPMISIOTCS B COOTBETCTBUM ¢ HACTOSIIEN
HHCTPYKUHEH 1 XPAHATCs B apXHBe aAQaBi oM HOpPsLIKE.
8.3. TlpenapxuBHas MOATOTOBKA JIMYHBIX A¢/ BKTIOUAST JIBE NPOLEAYPEL: OPOPMICHHS U
OIUCAHUS J1eJ1.
8.4. Oopmnenue e npeaycMaTpuBaeT;
- HEPCIPYIIIHPOBKY AOKYMEHTOB B IMPSIMOM JIOTHYECKOIT OC/IeI0BATEILHOCTH (€CIH TAKOBAs
HEOOXOJUMOCTH HMEETCS);
- H3BATHC JOKYMCHTOB BPEMCHHOI'O CPOKa XpaHceHis (Ha100HOCTh, B KOTOPBIX MUHOBAA):
- HYMCPALHIO JHCTOB B JIENIC (HPOM3BOAMTCS IPOCTLIM IPH(ETBHBIM KAPAHIALIOM B BepXHEM
[IPABOM YTJIy JIHCTA), HOMEPYIOTCsE He CTpaiuilbl, a JIHCT;
- COCTAB/ICHUE 3aBEPHUTEIBLHON 1 LILHCH J1e1a;
- HOALNBKY Jea (B 00I0KKY Ha 3 MPOKOJIA. [IPEIBAPHTENLHO YIATHB BCE METaIIHUECKIC
3KUMBL, CKOOBI, CKPEIKH € IOKYMEHTOB);
- BHCCCHHE HCOOXOAMMBIX YTOUHCHUI B pEKBU3HUTBI 00T0KKH A€,

K BuyTpenneil omicu coctasiagercs nrorosas 3amich. B KOTOPOIl yKa3nIBaeTCs
HHPPaMH 1 IIPOITHCHI0 KOIMUCCTBO BKAIOYCHHLIX B Hee JOKYMCHTOB M KOJIHWYECTBO JIHCTOB
aena.

8.5. [1pn orcn B micre-3aBepirielie OTPaKaeTes HCTHHHOE pH3HUYECKOE COCTOSHHE JINUHOIO

AC1A HA MOMCHT €TO LPEAapXHBHOH OJIFOTOBKH. B TOKYMEHTE yKa3bIBACTCS:

= HOMEp JHYHOIO Jieja.

*  HHQOPMAIA 00 UMEIOLINNXCS B HEM JHCTAX (KOJIMYECTRO).

*  MHOOPMALMA O COCTOSHIN OTAETBHBIX J10KYMCHTOB M MX KOIHIL. BIOKEHHbIX B NEJ10
(HAUPUMEP. NMEFOLLMIICS 0KV MEHT 3aK/1¢CH, HA0PBAH, VTPAYeH ).

8.6. Jlner-zapepurens CHyKUT VIS yuera  KOAMUECTBA JIICTOB B AeNe U (pukcanmn

OCOOCHHOCTCTT MX  HyMepaluiit. 1ie ykasbipacres wiudpamu NPOMNHCBIO  KOIHYECTBO

HPOHYMCPOBAHHBIX JIHCTOB JC/Ia M OTACILHO. UePe3 3HAK «t» (IU110¢) KOIHYECTBO JIHCTOB

BHY'TPCHHEI! OIMICH. 3aBepuTe ibHAS HAAMICE MOTIHCHIBASTCS C& COCTABHTEIEM C yKazaHuem

pacindpoBKI MOAMUCH, T0KHOCTH H AaThl COCTABACHMS 1 TTOIIHBAETCS K ZeIy.



3alpeniaeTes BEIHOCHTE 3aBEPUTETBHYIO NATHCE HA 00JI0KKY J€J1a MITH YHCTEI 060poT
JIHCTd MOCTICAHETO JIOKYMEHTA.
8.7. Odopmmenne fen s nepegaun B APXHB OCYLIECTB/LICTCS B IOAY. CJCIVIOUINM 34
JICIOIPOH3BOJCTBEHHBIM B TEUEHIE BCEro roia.

9. O0A3aHHOCTH OTBETCTBEHHOTO 32 KRazipoBoe 1eJT0NPOH3BOACTBO MO BEACHHUIO JIHYHBIX
aenx padoruuros MAJJOY

9.1. B 00s3aHHOCTH OTBETCTBCHIIONO 32 KA/IPOBOE ACIONPOU3BO/ICTBO, OCYIIECTBISIONIETO

BCIACHHE THYHDBIX JEJ, BXOIUT:

- IIPHODLICHHE K JIMUHBIM Je/1aM JOKYMCIITOB, MCPCUMCICHHBIX B IIYHKTax 3.2 yacTl 3 U B

IyHKTax 3.1 u 5.2 yacTu 5 Hacrosmeii HMucrpyrimn;

- !POBEPKA  TIOIHOTBI  3aNOJHCHHS  AHKETHl ¥ COOTBETCTBMS YKA3aHHBIX CBEICHMIL.

MPEABLABIACMBIM TIPH TOCTYILICHUH JOKYMEHTAM ([IaCIOpT, TPYLoBas KHHIKKA, BOCHHEII

Omzer, nokymMeHThl 00 obpasoBamnu (ZNMIIOM. YOCTOBEPEHHE, CBUJETEILCTBO, aTrecrar),

AOKYMCHTBI Bpicueif arrecraiinoHHoM KOMUCCHN (BAK) o npucy:xienun yueHoii crenenn i

MPUCBOCHIN YICHOTO 3BAHMUSI (UMITIOM, QTTECTAT. U APYTHE):

- 3aBEPEHUE AHKETHI;

- obecrneyen e COXPAHHOCTH H YUSTA THUHBIX 1/

- obecrnieyenne KOHPUACHIIATLHOCTH CBEICHIT. COJICPIKAIINXCS B IMYHBIX Jelax;

- O3HAKOMJIEHHE paldOTHHKOB ¢ JAOKYMEHTAMM HX JTHUHBIX I/

H3BATHC JOKYMEHTOB, HANOOHOCTDL B KOTOPBIX MITHOBAJIA.

- NPC/lapXuBHAs IOATOTOBKA THUHLIX JIE:

- [IepeJlaya B apxuB.

9.2, Jlnunple ena paboOTHUKOE XpaHsTes Y PYROBOAITEISL I OTBETCTBEHHOTO 38 KaAPOBOE

ACIONPOU3BOACTBO Kak JOKYMCHTEBI CTPOI Oif OTYETHOCTH.

9.3. B nesax oGecnieuenus KOHIPOJIA 38 COXPAHHOCTLIO THYHBIX A1 €KEer0THO [IPOBO/THTCS

HPOBEPKA HATHYMS H COCTOAHHE JIMUHBIX /(Ci1. DAKT npoBepku GUKCHPYETCS B COOTBETCTBHH C

(IpuioxkenemM 3), a BLIABACHILIC B XOJ€ MPOBEPKH HEJA0CTATKH (DUKCHPYIOTCS B aKTe,

KOTOPBLL MOCHE YTBEPIAKACHIS lIpeceaTeney MPOBEPOUHOH KOMHCCHH MPeACTABIISETCS]

3ABC/IVIOUIEH.

9.4. OrBercTBeHHble 3a KajApopoe HCJIONIPON3BOICTBO, VIIOJHOMOUCHHEIE HA BEJCHHE H

XPAHCHHC JITHHBIX eI, HECYT JMCLMILIHHAPHYIO U HIYIO OTBETCTBEHHOCTD 3a pasriamenue

KOHOHACHIHAILHBIX CBEICHHIL. COACPIKALLMNCS B JIMUHBIX [Ie/IaX, U 32 MHBIE HAPYUICHIs

[IOpsA/IKa BEACHUS JIMTHBIX JIE]I.

10. 3armounrenbuble MOI0KeHHS,
10.1. J11s npaBniabLHOI rpy o sKkn o YHUCTA LORYMCHTOB 1O KaPOBOMY J€/I0MPON3BOICTRY
JHTHBIC J€1a BKIIOHAIOTC B HOMEHKTATYPY e MAJIOY 1101 oTie/bHbIM MOPSIIKOBBLIM
HOMEpOM (KOJ0M).
10.2. Cpox seitetsus [Tonouenst 10 3aMelbl HOBDIM.
10.3. Vupexnenue obecrneunsaer AOCTYIHOCTHL U OTKPBITOCTL HMH(YOPMAIITH  I1yTeM
pasmenienns  Hacrosuero IMomoskenus na oQHIMAALHOM caiiTe JeTCKOro cama B CeTH
HHtrepHer edu.tatar.r



Hpunoxenne Ne |
K HOPSAKY BeACHUs TUYHBIX [e] paGOTHHKOB

Omnncp No
Hemno Ne
Wnneke nema

(Ha3BaHue Opratu3anim)

JHYHOE AEJIO

(panvmnus, ums, oruectso paboTnuka)

Jlata nauasa

MaTa oxonuauus

Ha JHUCTAaX
XpaHHUTh JIeT

Onucek No
Jeno No



[Tpunoskenne Ne 2

K TTOPAAKY BCIACHUS JIMUYHBIX O€IT paGOTH[IKOB

BHYTPEHHSISI OIIIUCh

JIOKYMEHTOB /iej1a No

r No Hupexc Mdata Haszsanue Homepa IIpaumeuanue
n/n AOKYMEHTA | JOKYMEHTa | JOKYMEHNTa | JIHCTOB jeja
i
I
| S
[ | - |
|
| —| - — -
| - =
I |
Hroro:

«

»

KOJHYCCTBO JIHCTOB BH}"TpeI!HCIUI OITHCH

Crernainet no Kaapa:

HOOMHCE

o

pacin@poBKa MOANHCH



[punoskenne No 3
K IOPSAKY BECHHMS JIMYHBIX Je paGOTHHKOR

OTMETKA
O PE3YJIbTATAX [IPOBEPKH COCTOSIHUST 1 HAJTHY ST JIMYHOTI' O JEJIA

Damunns, UM, 0TYECTBO:
Jonknocrn:

Juanoe gejo No

Hata nposepku D®HO uiienor komMucenn [Moanucn wienos Pesyabrat nposepin
KOMHCCHHU

Juynoe  peno Ne
COOTBETCTBYET

TpeboBanuam

3aKOHOATeNLCTRA "
MOJIOKEHUIO BEJEHHS
JIMUHBIX Jlen paboTHHKOB
N MAJIOV..........




