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COT'JIACOBAHO

C npo)cOr03HBIM KOMHTETOM
MAJIOY «Jletcknit can Ne 405»

MyHHIHNAILHOE ABTOHOMHOE I0MIK0/IbHOE 00PA30BATENLHOC Y IPEAICHHE
«JLerckmii cag Ne 405 KOMOHHHPOBAHHOTO BI/IA ¢ TATAPCKUM SI3LIKOM BOCIHTAHHS 1 00yaeHHsD)
Hoso-Casunosekoro paitona r. Kazann
(MAJIOV «Jlerckmii cax Ne 405»)

L)

[IpoTokosn 64 ?«f’ 1420 2 . V45

Mosomxenne - 7.
0 MOpSIIKEe BEJICHHSI JIHYHBIX /1eJ1 pa00THHKOB
1. O0mme noyoKenusi.
|1, Hacrosimast MECTPYKIMA YCTaHABIMBACT HOPAAOK (OPMUPOBAHUS, BEACHUS 1 XpaHEHHA
sunbix sien padoruukoB MAJIOY «Jlercknit cajt Ne 405».
1.2, Mnerpyxims n2naboTaia B COOTBETCTBHHE C:
- Tpyossim Koziekcom Poceuiickoit dejepariu,
- OesiepasbibiM 3akoHOM N152-03 «O nepcoHaIbHBIX JIAHHBIX,
- mpukazoM Munkysstyps PO or 31.03.2015 Ne526,
- npukasom Pocapxusa ot 20.12.2019 Ne236.
1.3. PaGorojaten B Jiie 3aBeylomiel (jaee — 3aBejtyionmii) MAJIOY «/letckuit cag Ne
405y 00eCIICUMBACT 3AIUTY TIEPCOHANBHBIX JAHHBIX PAOOTHUKOB, COACPIKAIMMUXCS B JIMIHBIX
JIeNIAX, OT HENPABOMEPHOTO X HCIIOJIB30BAHUS WK YTPATBI.
1.4. 3asexytonmit MAJIOY «Jlerckuii can Ne 405» onpejeser Jull, YHOMHOMOUCHHBIX Ha
nostyuerue, 00paboTKy, XpaHeHne, repeiady u Jiodoe Apyroe NCrob30BaHie NEPCOHANILHBIX
JIAHHBIX PAOOTHUKOB, COJCPIKALIUXCS B JIMUHBIX JICTIaX.
2. Jluunoe j1es10 padoTHHKA.
2.1. JInunoe je10 pabOTHUKA — 9TO COBOKYIHOCTh JIOKYMEHTOB, COJCPIKAUIUX CBC/ACHHA O
paGoruke u nepuoje padorst B MAJIOY «Jlerckuii call No 405».
2.2, Jlnumoe jeno paboTHuKa 0QOPMIISETCs B TPEX/IHEBHBIH CPOK HOCIC HA3HAUCHUA CTO Ha
JIOJKHOCTD.
2.3. Jluusoe jeno pabOTHHKA BEJIETCA OTBETCTBEHHBIM 3a KaJpOBOC JICJIONPOH3BOACTBO
paGoruukom MAJIOY «/[letckuii cax Ne 405».
2.4. Sanpemaercs noinydars, o6padaThiBaTh U HPHOOMIATL K JIHYHOMY JCILy paboTHHKA HE
YCTAHOBJICHHBIE (DE/ICPAILHBIMH 3aKOHAMH TIEPCOHAIBHBIC JIAHHbIC O €ro HONUTHICCKHX,
PEMIMO3HBIX W MHBIX  yOeNICHUAX, HacTHOH IKU3HM, WICHCTBC B 001IeCTBEHHBIX
00BE/IMHEHISX, B TOM YHCIE B MPO(ECCHOHATBHBIX COK03aX.
2.5. CoeJieHus, CoepIaIIIecs B JIMUHOM Jeie PabOTHHKA, ABJIAIOTCS KOH(HICHINATLHEIMH.
2.6. Jlnumbie s1e71a 0QOPMIAIOTCS Ha BCEX WITATHBIX padOTHHKOB MAJIOY «Jlerckuit cax Ne
405».
3. CocTaB 10KYMEHTOB, BKJIIOYAEMBIX B JIHUHOE /1¢/10 padoTHHKA.

3.1. Coctas JOKYMEHTOB, BKJIIOYACMBIX B JIMYHOE JIe/0 padOTHHKA, 3aBUCAT OT JOJKHOCTH,
KOTOPYIO OH 3aHMMAET 1 CHELMPUKU €ro CiryKeOHOM JeATEIbHOCTH,
[TepBoHAYAIEHO B JIMUHOE JIEJIO IPYIITUPYIOTCS JIOKYMCHTEI, 0 OpMIISIOLIE MPOILIECC NpHeMa
Ha paboTy, @ BIIOC/IEJCTBUU - BCE OCHOBHBIC JIOKYMCHTDI, OTPAKaIOIIME IPOLECC paboTHl B
MAJIOY «Jlerckuii cax Ne 405».
3.2. Ilpu mepsoHayaIbHOM O(QOPMICHUH JIMYHOIO Jiejia pabOTHHKA B HEr0 BKIOYAIOTCH
CIIEIyIOIUE J0OKYMEHTBIL:




1) aakeTa ycTaHoBJICHHOU (opMbI ¢ (poTorpadueii,
2) aBroOmorpadus;
3) TU4YHOE 3asABICHHE JIUIA, IIPETEHIYIOMIEro Ha JoKHOCTE B MA IOV «Jletckuii cam Ne 405y,
4) TpynoBO#i JOroBOp 03 JOIKHOCTHON WHCTPYKIINY;
5) konus npuKasza o npueMe Ha padory;
6) cripaBka 00 OTCYTCTBHHU CYAMMOCTH;
7) MUCBMEHHOE COTJIache Ha 00pabOTKY MEPCOHATBHBIX TaHHBIX;
8) cornamenue o0 Hepas3rialeHHe MePCOHATBHBIX JAHHBIX (IS TeX, Y KOTO €CTh JOMYCK K
MEePCOHATBHBIM JJAHHBIM JIPYTHX);
9)konuu  JOKYMEHTOB 00 oOpa3oBaHMH, OOYYCHHUH, TEPCOOYYCHUHU, TOBBIIICHUN
kBasupuKaIuu (ecim o0yueHue npoxoauio 3a cuet cpeacts MAJIOY «Jlerckuii caa Ne 405»);
10)xonuu JIOKYMEHTOB, MOJITBEPIKTAFOTIINX KBIU(PUKAITMOHHYIO KaTeropuIo
(aTTecTallMOHHBIH JIMCT) WM PUKa3 MOATBEPKIAAIONIYI0 KBATH(PHKAIIMOHHYIO KATETOPHIO);
11) xomuu peHIeHHH O HArpaXkJACHHUH TOCYJapCTBEHHBIMH W BEJIOMCTBEHHBIMH HarpajaaMu,
MPUCBOCHHUH MOYETHBIX U CHEIUATbHBIX 3BAaHUM, MPUCYKIECHUU TOCYJapCTBEHHBIX MPEMUN U
T.J. (€CJIM TaKOBBIE UMEIOTCsI) (HAa OCHOBAaHUU JINYHOTO 3asBJICHUS] paOOTHHKA);
12) crpaBka ¢ OCHOBHOTO MecTa paboThl C yKazaHHeM rpaduka paOoThl, 3aBEpeHHAs] KOMUs
TPYJIOBOM KHYXKKHU (IJ1s1 COBMECTUTENEH);
14) noroBop 0 MaTepuaIbHOM OTBETCTBEHHOCTH (ISl MATEPHAIILHO OTBETCTBEHHBIX JIUIL);
15) 3astBnenue o BeiOOpe GOpMBI BEACHHS TPYAOBOM KHIDKKH. (XPAaHUTCS OTIEIHHO)
3.3. B mporiecce paboThl K TUYHOMY ATy MPHOOIIAIOTCS:
1) nonosiHeHNE K aHKETE YCTAHOBIEHHON ()OPMBI;
2) aTTecTallIOHHbIE JIMCTHI,
3) KomuK JOKYMEHTOB, MOATBEPIKIAIONINX MPOdeCCHOHATbHOE 00pa3oBaHue (Ha OCHOBAaHUH
JIMYHOTO 3asiBJIEHUs] PaOOTHUKA)
4)konMH JOKYMEHTOB, IOJITBEPXKIAIONIMX IOBBIIICHUES KBaTU(pUKANUU (Ha OCHOBaHUH
JUYHOTO 3asBJICHUSI paOOTHHUKA),
5) KOIMUHU TOKYMEHTOB, MOATBEPKAAIONINX KBATH(DUKAIMOHHYIO KAaTErOpHIO (aTTeCTallMOHHBIN
JIMCT WJIH MIPUKA3 MOITBEPIKIAIOIIYIO KBATH(DUKAITMOHHYIO KaTETOPHIO);
6) KOIMU peleHni 0 HarpaXXJAeHUHN rOCYAapCTBEHHBIMU U BEJJIOMCTBEHHBIMU Harpajamu,
MPUCBOCHHUH MMOYETHBIX U CIIEUATbHBIX 3BAaHUM, NIPUCYKIEHUU TOCYIaPCTBEHHBIX IPEMUI U
T.J1. (€CTIM TaKOBBbIE UMEIOTCS) (Ha OCHOBAHUM JIMYHOTO 3asIBJIICHUS paOOTHHKA);
7) KoMK AOKYMEHTOB O MEPEeBO/Ie Ha APYTYIO JOJKHOCTh U YBOJIbHEHUH;
8) AOIOJIHUTENbHBIE COTJIAIIEHNS K TPYIOBOMY JJOTOBOPY;
9) cpoYHBIil TPYIOBOM TOTOBOP HAa COTPYAHUKA, 3a/ICHCTBOBAHO B OKA3aHUH TUIATHBIX YCIYT U
ABJIAIOIIETOCS YJIEHOM BPEMEHHOI'O TPYI0BOTO KOJJIEKTHBA.
Ip. AOKYMEHTBI, 00pa3yrolrecs BO BpeMs TPYAOBOH €SI TeIbHOCTH paOOTHHUKA.
3.3. Ilpu dhopMupoBaHUU U BEJACHHUH JIMYHOTO JI€JIa UCTIOIB3YIOTCS KCEPOKOIUH JIOKYMEHTOB
MIPU HATTUYHUH NPEABSIBICHHOTO MOIJTMHHUKA JJOKYMEHTA.

B crmydae oTcyTcTBHSI MOANMHHUKA PAOOTHUK JOJDKEH MPEICTaBUTh HOTApUATBHO
3aBEPEHHBIE KOMUU JOKYMEHTOB.

4. IlopaA0K 3aMI0JTHEHUSI AHKeTbI, ABTOOMOrpaduu, 10M0JIHEHUS K aHKeTe,
BKJIIOYAEMbIX B JIHYHOE 1eJI0 pA0OTHUKA.

4.1 Ilopsaoox 3anonneHuss 0moenibHblx epag ankemol.
4.1.1. Ankera 3amonHsieTCsl paOOTHUKOM COOCTBEHHOpPY4YHO. B aHKeTe He JOmycKaroTCs
COKpallleHus, MPOYEPKHU, HUcHpaBieHus. B aHkery BkiemBaercsa ¢otorpadus paboTHHKA
pazmepoM 30x40 mm.
4.1.2. [Ipu 3an0JHEHUN aHKETHI UCTIONB3YIOTCS CIEAYIOIINE JOKYMEHTHI: MacopT, TPYA0Bas
KHUKKA, BOCHHBIN OWJIET, TOKYMEHTHI 00 00pa3oBaHMM (IUIIJIOM, CBHJETEIbLCTBO, aTTECTaT,
YIOCTOBEPEHHUE), JOKYMEHTBI, IOATBEPKAAIOIINE YIEHYIO CTENEHb (YIEHOE 3BAHKE) U IPYTHE
JOKYMEHTBI.
4.1.3. Ha Bce Bompochl aHKeThl PaOOTHUK JOJDKEH JaBaTh IOJHBIE OTBETHl B CTPOIOM
COOTBETCTBUU C TEMHU 3alUCAMU, KOTOpbIE COJEp)KaTcd B €ro JUYHBIX JOKYMEHTaXx,



OTpHIIaTeNIbHbIE OTBEThI B rpadax aHKeThl 0e3 MOBTOpPEHHs Bompoca (Hampumep: YuéHas
CTETeHb — HE UMEIO).

414. B rpade «obpazoBaHHE» JODKHBI TPUMEHATHCS CleAyromue (GopMyIHpPOBKHU:
«BBICHIEEY, «HEMOJIHOE BBICIIEE), «CpeaHEee MPO(PECCHOHATBHOEY, «CPEIHEE», B 3aBUCUMOCTHU
OT TOro, Kakoil JOKyMEeHT 00 oOpazoBaHuu mMmeeTcsi. Eciu paGOTHHUK 3aKOHYHII HECKOJIBKO
KYPCOB BBICIIIETO Y4€OHOTO 3aBE/ICHUS, BRIHY)K/ICH OBLI MpepBaTh OOYUYCHUE UM 00y4daeTcs B
JAHHOE BpEMs, TO 3aIMCHIBACTCS, CKOJIBKO KYPCOB OH 3aKOHYMJ WJIM HAa KaKOM Kypce
oOydJaeTcsl.

Cotpynuuku, oOywarommecs wid oOydaBHIMECS B CpPeIHUX IMPO(ecCHOHATIBHBIX YU4EOHBIX
3aBeJICHUAX (TEXHUKYMBI, KOJIJIEI)KH), HO HE OKOHYHUBIIWE WX, JODKHBI OBITh OTHECEHBI K
JTUIaM, UMEIOIMHUM cpeaHee (MoJIHOe oOIlee) WM HEMOJHOE cpeaHee (OCHOBHOE oOiiee)
o0pa3oBaHuE, B 3aBUCUMOCTH OT TOT'0, KAKO€ OHM UMEJIH 00pa30BaHNE B MOMEHT IMOCTYIUICHUS
B cpenHee npodeccruoHaabHOE y4eOHOE 3aBelieHUE, K JIMIaM, UMEIOUUM cpeaHee (TOoJIHoe
oOmiee) oOpa3oBaHME, OTHOCSATCS PAOOTHUKH, 3aKOHUHMBIIME CPEAHHME IIKOJbI, IIKOJBI C
y4eOHBIM H3YYEHHEM KaKOro — JHOO0 Tmpeamera, jauies, TuMHa3uu. s paGOTHUKOB,
OKOHUYHUBIIUX MPo(eccHoHaATbHO-TEXHUYECKUE Yaruia (nim 00pa3oBaTeabHbIC YUPEKICHUS,
K HUM TpUpPaBHEHHBIE), yKa3bIBaeTcs Tmpodeccus U paspsan. Jluiam, HEe HMEIOIUM
po¢eCCHOHAIBHO

-TEeXHUYECKOro (HauaJbHOro MpodeccruoHaIbHOro) o0pazoBanus, npodeccus yka3blBaeTcs Mo
OTIBITY paOOTHI.

OKOHYMBIIHME TPHU Kypca BhICIIUX (MJIM IPUPABHEHHBIX K HUM) Y4EOHBIX 3aBEJICHUN OTHOCSTCS
K JIUIIAM C HEMOJIHBIM BBICIIUM OOpa3oBaHueM. "CrenuanbHOCTh MO AUIUIOMY' 3aroIHsIeTCs
TOJIKO Ha CIEIHUAJIMCTOB C BBICHIUM U CPEHUM CIelMalbHbIM 00pa3oBaHueM. B 3Toi cTpoke
YKa3bIBACTCAd CHEUUAIbHOCTh, TMOJY4YEHHAs II0 OKOHYAaHUU BBICIIETO0 WM CPEIHEro
cHenuanbHOro yueOHoro 3aBefeHus. CriennanbHOCTh IO 00Pa30BaHUIO 3aITUCHIBACTCS TOJIBKO
Ha OCHOBaHUU JUILIOMA.

4.1.5. B rpade «bpimn 11 3a rpaHuLeil» yKa3pIBa€TCsA MOJHOE HAMMEHOBAHUE CTPAHBI, TOJ
1ens npedsiBanus (Hanpumep: ['epmanus -2005 - Typrioesnka).

4.1.6. B rpade «Bamm Onm3kue pPOACTBEHHUKH» NEPEUYHCISIOTCS BCE WIECHBI CEMbBU C
YKa3aHHEM CTETeHH POJACTBa (POAUTENH, CYIIPYTH, IETH, a TaKXKe OpaThs U CECTPHI) MPU STOM
yKa3bIBaeTCA UX (paMUIIMsL, UMsI, OTUECTBO, 1aTa POKIACHUS, MECTO pabOThI, TOTKHOCTb.

4.1.7. B rpade «BrmonHsiemas pabora ¢ Hayaia TPYIOBOH NEATEIHLHOCTH» OTPaXaroTCs
CBEIICHHs O paboTe B COOTBETCTBMU C 3alHMCSIMU B TPYIOBOM KHmkke. Ecnu TpymoBas
JeSTEIIbHOCTh HAadaJlach ¢ OOy4EHUsS] B TOM WMJIM WHOM y4eOHOM 3aBEJECHUU, TO ITOT MEPUOJ
Tak)ke oTMevaeTcs B 1aHHOM rpade. Cro1a BHOCSTCS U CBEJIEHHUS O IepepbIBax B paboTe B CBS3U
c y4€0oii, 00JIe3HPIO, HAXOXKACHUAM HA WXJAUBCHUHM W TOMY NOJOO0HOE (HAampuMep: «He
paboTany, «HaxoIWJCs Ha MEHCHH», «HAXOIWICS Ha WXKIUBEHHM», «Ooiyen»). Kpome Toro,
€CJIM CITYXKallui 3aHUMAJl pa3JIMYHbIE IOJDKHOCTHU, TO CIEAYET YKa3bIBaTh BPeMs IPEObIBAaHUS
Ha KaXKJIOW MOJKHOCTU. B TpymoBYyIO JesSTENBHOCTh HE 3allUChIBAETCS Bpemsi y4éObl B
001Ie00pa3oBaTeNIbHBIX MIKOJAaX, NPO(HECCHOHANTBHO-TEXHHUYECKNX YUMIUINAX W K HHAM
MPUPABHEHHBIX (CYBOPOBCKHE, HAXUMOBCKHE, BOCHHBIC yUWiHINa U T.1.). [Ipu npoxoxxaeHuu
cinyxObl B BoOpyXEHHBIX CHIaX YKa3bIBaeTCs JOJKHOCTb, HOMEpP BOMHCKOM YacTu
(yupexxzieHus1) 1 B KaKOM OKpyre OHa HaxoJWJiach, B Clydyae Mepexoia M3 OJHOW BOMHCKOU
YacTH B IPYT'yIO - HOMEPA 3TUX YACTEH U 1aThl IEPEX0/ia C YKa3aHUEM a/IpECOB MECT CITY>KObI 3a
nocieaHue 15 ner.

TpynoBas nesiTeNbHOCTD 3aMUCHIBAETCS CTPOT'O B XPOHOJIOTMUECKOM MOPSJIKE.

4.1.8. B rpade «/lomomHUTENBEHBIE CBEICHUS» MOTYT YKa3bIBAThCS CBEJCHUS O HArpakJICHUN
opnenamu, menanamu CCCP, Poccuiickoit deaepanu, HHOCTPAHHBIX TOCYJIApCTB, a TAKkKe
npucBoeHun mouétHbIX 3BaHUU CCCP, PCO®CP, MHBIX COIO3HBIX TOCYJIApCTB, a TaKXKe
npucBoeHun nov€THbIX 3BaHUl CCCP, PCOCP, uHbIX COI0O3HBIX rocynapcTB Poccuiickoii
depepanuu. 3anucu MPOU3BOIATCS HAa OCHOBAHHHM OPJEHCKUX KHUXKEK, yIOCTOBEPEHUU K
MeJaJIsSIM, YKa30B U IPUKA30B O HArPaKJIEHUH, TIOOIIPEHUH.

4.1.9. B rpade «OTHOIIEHNE K BOMHCKOM OOS3aHHOCTH M BOMHCKOE 3BAHME)» YyKa3bIBAaeTCS



OTHOIIIEHHWE Pa0OTHHKA K BOMHCKOW 00sI3aHHOCTU (HampuMep: BOEHHOOOs3aHHbIH(as1), Maiop
3araca, CepKaHT 3araca).
JIumo, OTBETCTBEHHOE 3a KaJpPOBOE JEIOMPOU3BOJICTBO O0S3aHO MPOBEPSTH MPH MPUEME Ha
paboTy y rpakaaH, MpeObIBAIOIINX B 3allace, BOCHHBIC OMIIETH (BPEMEHHBIC YIOCTOBEPEHUS
B3aMEH BOEHHBIX OWJIETOB), a Yy Tpax/JaH ,[OJUIeXAllUX MPU3bIBY HAa BOEHHYIO CIyXOY,
YIIOCTOBEPEHUS Tpa)KIaH, TOJUICKAMNX MPHU3BIBY, YCTAaHOBHTH, CTOWT JH TpakJaHWH(Ka),
NpUHUMaeMbIii(as) Ha paboTy Ha BOMHCKOM y4ére. B ciydae oTcyTcTBHS B BOEHHOM Ouiere
OTMETKH O TOCTAaHOBKE Ha BOMHCKMM Yy4€T (eciu OH(OHA) SIBJIIETCS BOCHHOOOS3aHHBIM (OH)
HE00X0IMMO HAIPaBUTh IPAXKAAHUHA(KY) B pallOHHBIN BOEHHBIN KOMHUCCApHaT.
4.1.10. B rpade «/lomamnuii agpec u HoMmep TeiePpoHa» HEOOXOAUMO YKa3aTh MOUYTOBBIM
uHaekc. Eciu agpec mponucky U MpoXKUBaHUS HE COBIAAAIOT, TO YKa3bIBatOTCs 00a ajapeca.
4.1.11. B rpade «IlacriopT wim JOKYMEHT, €ro 3aMEeHSIOIIHI» CIASAYeT yKa3blBaTh €ro HOMeEp,
CepuI0, KOTJa U KEM BBIJIaH.
4.1.12. AHKeTa MOANMCHIBACTCS U 3aBEPSACTCS
- JIMIIOM, TOCTYTAIOLUM Ha paboTy;
- OTBETCTBEHHBIM 3a KaJipoBoe nenonpon3BoiacTBo MAJIOVY «Jlerckuii can Ne 405» mevaTsio u
JaTOM, Mocje TOro Kak OyAeT MpOBEpeHa MOJIHOTa U MPaBUIILHOCTH 3aMOJIHEHHUS aHKEThI B
COOTBETCTBUU C MPEIbSIBICHHBIMHU TOKYMEHTAMH.
4.2. Ilopsodok 3anonnenus asmoduocpaguu.
4. 2.1. Amrobuorpadus cocraBiseTcs B MPOU3BOJIBLHON (opMe COOCTBEHHOPYIHO
rpaxaaHuHoM. B conepkanuu aBTroOuorpaduu OTpakaroTcs: (QamMuius, HUMs, OTYECTBO
rpakIaHuHa, YUCIIO0, MECSI, TOJl U MECTO POKICHHS, MOTydeHHOe oOpa3oBaHue (Tae, Korna,
KaKasi CHEeIMAIbHOCTh U B KaKUX y4eOHBIX 3aBE/ICHUSX), TPYAOBas EATEIbHOCTD, MOTYUeHHE
JOTOTHUTENIFHOTO ~ 00pa3oBaHMs, OKOHYAaHHWE KYpPCOB  TOBBIIICHUS  KBaJH(PUKAIIH,
NEPEeroroToBKa, M3MEHEHUs B Ouorpaduu U Apyrue CBEIACHUs, KOTOPbIE KEeJaeT OCBETUTH B
cBOel aBToOMOrpaduu MOCTyNarIIUi Ha padoTy.
4.3. lononnenue x ankeme 3amONHSAETCS OTBETCTBEHHBIM 3a KaIpOBOE JEIOMPOM3BOICTBO B
nporecce paboThl MpU HEOOXOAUMOCTH BHECEHUS B JIMYHOE JIENIO CBEJIEHUU 00 M3MEHEHHUSX B
pohecCHOHANTBHOMN AESITEILHOCTH pAaOOTHHUKA.
4.3.1. B nepBoM paznene (PUKCUPYIOTCS CBEJIEHHS O MepeBofax Ha Jpyrue IJOJHKHOCTU
(mepemMenieHusl ¢ ykazaHUEM JIaT BCTYIUIEHHS B JOJKHOCTh M YXOJla C HEE) CO CChUIKOM Ha
JOKYMEHTHI O Ha3HAUY€HUH, IEPEBOJIE, YBOJIbHEHHH.
4.3.2. Bo BTOpOM pa3zieie OTpakaloTCs JaHHbIE O MTPOPECCHOHAIBHON AEATEIbHOCTH
paboTHuKa (TIOATOTOBKA, MEPEMOATOTOBKA W TOBBINICHWE KBaIM(UKAIIUKM, HArpaKIcHUE
OpA€HAMH W MeJajsiMU, MPUCBOCHUE YUYEHOM CTEMEHH, YYEHOro M MOYETHOIO 3BaHUf,
npeObIBaHNE 3a TPAaHUICH, HAJOKEHHE W CHATHE B3BICKAHWN, M3MEHEHHS OPYTUX YYETHBIX
JTAHHBIX pAaOOTHHKA).
Bce BHOCHMBIE H3MEHEHUS JODKHBI OBITH MTOATBEPKICHBI COOTBETCTBYIOIIMMHU JOKYMEHTAMHU.
OO0s3aTeNbHBIM PEKBU3UTOM JIOTIONHEHHSI K AaHKETe SIBIISIOTCS OTMETKM O IMPOBEICHUU
MPOBEPOK HAJMUYWS W COCTOSHHS JMYHBIX ned. OTMeTka JohKHa OBITh CJIEIYIOIIETO
COZICPKAHMS: IMYHOE JIEJI0 MPOBEPEHO», JaTa, MOAMHMCH MPOBEPSIEMOro MOMELIAITCS Ha
o0paTHOI CTOPOHE JIKCTA MOCIIe 3aHECEHHBIX CBEJCHUM.
4.4. Bce JOKYMEHTBI JINYHOTO JIeJia MOMEIIAIOTCS B MaIKy — CKOpocuBaresab. Ha TutynpHOM
JIUCTE JTUYHOIO JIeJIa MPOCTABIISAECTCS HOMED .

Ecim  ¢amumnus  paGoTHuKa mocie opOpMIICHHS JUYHOTO  Jefla U3MEHsIACh, TO
cTapas (haMuITus 3aKJII0YaeTcs B CKOOKH, a HOBasl 3allMChIBAETCS Ha/l HEH.

Bce nokyMeHTHI B Marke JOKHBI pacToiaraThCsl B MPSIMOM XPOHOJIOTUYECKOM MOPSIIKE.

[Tocrne yBonbHEHHS pPaOOTHUKA M OCBOOOJTUBIIHUICS HOMEpP MPHUCBAUBAETCS BHOBD
MPUHITOMY paOOTHHUKY.
4.5. JInst XpaHEeHUsI TUYHBIX JEJT PA0OTHUKOB HCTIOIB3YIOTCS CEH(BI WITH HAZIC)KHO 3aliipacMbie
Y OTleYaThIBACMbIC IIKA(HI.
5. BHyTpeHHSIsl ONUCH JOKYMEHTOB, COAEPKALUMXCSH B TUYHOM JieJie.

5.1. JlokymMeHThl, MpUOOLIEHHBIE K JUYHOMY JeNy paOOTHHKA IMepesa caayeldl B apXWuB,



OpOLLIIOPYIOTCS, TUCTHI HyMEPYIOTCS apaOCKUMU LIMPpaMu UepHBIM rpadUTHBIM KapaHIallloM B
MIPaBOM HUXKHEM YTIIy, K JUYHOMY JIe1y MpUjaraeTcsi BHyTPEHHSS OIUCH.
5.2. BHyTpeHHSSI ONMHCHh COCTaBJSIETCS HAa OTAEIBHOM JIMCTE IO YCTaHOBIEHHOW (opme
(mpunoxenue 2).

6. Ilopsiok BbIIa4H JUYHBIX /1]l BO BpeMeHHOe M0JIb30BaHue.
6.1. Jluaroe meno paboTHHKA MOXKET OBITh BBIJIAHO BO BPEMEHHOE TI0JI30BAHUE JOKHOCTHBIM
JMIaM, Kpyr KOTODPBIX OIpPENEseTCs 3aBEAYIOLIEH YCTAaHOBJIEHHEM CpPOKa BPEMEHHOIO
MOJIb30BAHMUSL.

[Tpu paboTte ¢ TMYHBIM JI€TIOM, BBIJAHHBIM BO BPEMEHHOE IOJIH30BAHUE, 3aIPEIIaeTCs
MPOU3BOJIUTh KaKHe-TMOO HCIpPaBJICHUs,, BHOCUTh HOBbIE 3allMCH, H3BJEKAaTh JOKYMEHTHI,
pasriamaTh coJepKalecss B HeM KOH(QUICHIIMAIbHbIE CBEACHHUS.

[Tpu u3BNEUEHNH KAKUX-TUOO JOKYMEHTOB U3 JJMYHOTO JIeJia JIMI0, OTBETCTBEHHOE 32 BEJICHUE
JMYHBIX JIe]1, 00s13aHO clIeNaTh BO BHYTPEHHEW ONMUCU COOTBETCTBYIOILYIO 3aMHUCh.

6.2. Jlms KOHTpOJIsl 32 CBOECBPEMEHHBIM BO3BPAaTOM BBIJAHHBIX WU BBICIAHHBIX IS
O3HAKOMJICHMSI JIMYHBIX JeJl WJIM MPEeJOTBPALEHUS HMX YTPATbl MOXET MCIOJIb30BATHCS
KOHTpOJIbHAsI KapTOuKa, KOTOpasi 3alOJIHSIETCS Ha KaxKJoe Jeno. B Hell yka3biBaeTcsi HoMep
JUYHOTO fena, (GaMuius, UMsi, OTYECTBO pabOTHHKA, HA KOTOPOTO OHA 3aBE/ICHA, JjaTa BbIIauu
JUYHOTO JIea, KOMY OHO BBIJIAHO, PACIIMCKa B TIOJTYyYEHUH, HOMED CITy>)keOHOTO0 TenedoHa JIuIla,
MOJIYYMBIILIETO JIEJIO U 1aTa BO3BpaTa Jea.

6.3. [Ipu Bo3BpaTe nena TIIATEIHHO MPOBEPSETCS COXPAHHOCTh JTOKYMEHTOB, OTCYTCTBHE
MOBPEKCHU M, BKIIOYECHHSI B JIEJI0 IPYTUX TOKYMEHTOB WM MOJIMEHBI IOKyMeHTOB. [IpocMoTp
Jiesla TPOM3BOAMTCS B INPUCYTCTBUM PYKOBOAMTENS yupexieHus. llepenaua JIMYHBIX Jen
3aBEAYIOLIEH 4Yepe3 CeKpeTaps WIM JpYrux JuL He jaonyckaercs. Jlpyrue pykoBoguTenu
MOJIpa3JeeHUi MOTYT 3HAKOMUTHCA C JIMYHBIMH JI€JIaMU MOAYUHEHHBIX UM COTPYIHUKOB.
O3HakoMJIeHHE C JIeJlaMU OCYIIECTBIISIETCS B MOMEIICHUH, TJIe HaXOMASATCs JIMYHBbIE Nena (B
MpUEMHON 3aBellylollel 1moja HaOogaeHneM pabOTHHKA, OTBETCTBEHHOTO 3a COXPAaHHOCTh U
BEJICHUE JIMYHBIX Aesl. Bpemst paboThl (03HAKOMIIEHUS) AOJKHO OTPaHUYMBATHCS MpPEeTaMU
ofHOrO padouero AHs. PakT 03HAKOMIICHUS (PUKCUPYETCS B KOHTPOJIbHOM KapTOUYKE JIMYHOTO
nena.

6.4. JIuuHoe neno pabOTHHKA HE BBIAETCS Ha PYKU paOOTHHUKY BO BPEMEHHOE MOJIb30BaHUE.
6.5. Beimaya TMuHBIX 1€ (OTAETBHBIX IOKYMEHTOB B COCTAaBE JIMYHOTO Jejia) BO BPEMEHHOE
MOJIb30BAHKWE JIPYTUM  OpraHu3aiusaM (YUpeKIeHUSIM) TPOU3ZBOJUTCS C pa3pelieHus
3aBeAyIOLIEH Ha OCHOBAHMM Hajuiexalum odpazoM odopmiieHHoro 3ampoca. O Bblgaue gena
COCTaBJISIETCS aKT, OAMH U3 SK3EMIUIIPOB KOTOPOrO NEPENAETCS BMECTE C JEJIOM (JIOKYMEHTOM)
MPEICTABUTENIO 3allpallliBaloONIeii CTOPOHBI, a BTOPOM DSK3EMIUIAP XpaHUTCS B Jenax
opraHu3aluu J0 BO3BpalleHus Jena (TOKYMEHTa) B MECTO XPaHEHHUS.

N3bsTHe OTIAENbHBIX JOKYMEHTOB M3 JIMYHOIO Jieja MPOU3BOJIUTCSA C pa3pelieHust
3aBeyronel ¢ ohOpMIICHHEM COOTBETCTBYIOIIEH 3anucH B rpade «IIpumedanuey» BHyTpeHHEN
ornucu. [Ipu BpeMEHHOM H3BATUU JOKYMEHTa Ha €ro MecTo (MEXIy JMCTAaMHU COCEIHUX
JIOKYMEHTOB) BKJIAJIbIBAETCS CIIpaBKa-3aMECTUTEIb (KapTa-3aMECTUTENb) C YKa3aHUEM JaThl U
MIPUYUH U3BATUA C POCIUCHIO JIHUIA, BHIABIIETO JOKYMEHT, U POCIHCHIO JIMIIA, MOJYYHUBIIETO
€ro BO BpEMEHHOE MOJIb30BaHUE.

7. IlopsAoK 03HAKOMJICHHS C JIUYHBIM /1€JI0M PAa0OTHHKA.

PaGoTHUK MMeeT MpaBo Ha 03HAKOMJIEHUE CO BCEMU MaTepHallaMy U3 CBOET0 JUYHOTO
nena.

7.1. O3HakomiIeHHe pabOTHUKA C IOKYMEHTaMH CBOETO JIMYHOTO Jieia MPOBOAUTCS IO Mpochle
caMoro pabOTHHKa.

7.2. PaOOTHHK CaMOCTOSITEJIbHO B TUCbMEHHOM (popMe pemraeT BOmpoc nepeaadyr KoMy-Iudo
CBEJEHUI O cebe 3a UCKIIOYEHHEM CIIydaeB, MPEAyCMOTPEHHBIX 3aKOHOJATEIbCTBOM
Poccuiickoit denepannu.

7.3. @akT 03HAKOMJICHMSI C JIMYHBIM JEJIOM pabOTHUKA YIOCTOBEPSAETCS JIMYHOM MOANHUCHIO
COTPpYAHHUKA B JINCTE O3HAKOMIICHMS C JIMUYHBIM JI€JIOM, MPUKPEIJIEHHBIM K JIEBOM BEpXHEH
BHYTPEHHEW CTOPOHE 00JIOKKH JIMYHOTO JIefia, C YKa3aHUEM JIaThl O3HAKOMIICHHS.



7.4. PaboTHMK 00s3aH cOOOIIATh OTBETCTBEHHOMY 3a KaJpOBOE JEIOIPOM3BOACTBO 00
W3MEHEHHUH T€X UM UHBIX IEPCOHABHBIX JAHHBIX.
7.5. PaOOTHHK UMeeT MpaBo Ha MOJIyY€HUE KOIUH JIF00OOro TOKYMEHTA, COIEPXKAIerocst B €ro
JUYHOM JieJie, Ha OCHOBaHMM NHUCBMEHHOrO 3asdBJICHHUS Ha HMs 3aBenyromiei. Komuwu
JOKYMEHTOB JIOJDKHBI OBITh 3aBEpEHbl HAJUIEkKAIIUM 00pa3oM U IPEOCTaBIATbCS PAOOTHUKY
0€3B0O3ME3/1HO B TEUEHHE TPEX AHEH CO JHS MOAAYU 3asIBICHHUSL.

8. IlopsiioK MOATOTOBKH M CAAYH JUYHBIX JeJl B apXUB.
8.1. JInunble 1ena OTHOCATCS K IOKyMEHTaM BpeMeHHOro (cBbinie 10 jieT) cpoka XpaHeHus U
noJyIeXxaT XpaHeHuto B TeueHue 50-75 et co AHA yBOJbHEHHs pabOTHHKA.
8.2. JluunHble Aena yBOJEHHBIX PAOOTHUKOB O(OPMIISIIOTCS B COOTBETCTBUU C HACTOSILEH
MHCTPYKLMEN U XpaHATCS B apXUBe aJI(paBUTHOM HOPSIKE.
8.3. [IpenapxuBHas MOATrOTOBKA JIMYHBIX [l BKJIIOYAET JIBE IPOLENYpbl: OPOPMIICHUS U
OIMHCAHUS JIe.
8.4. Odopmiienue nen npeaycMaTpUBacT:
- NIEPErpyNIUPOBKY JTOKYMEHTOB B MPSAMOIl JIOTHYECKOM MOCIEI0BATENbHOCTH (€CIN TaKOBas
HEOOXOIMMOCTh UMEETCH ),
- U3bATHE TOKYMEHTOB BPEMEHHOI'O CPOKa XpaHeHHUs (HaJoOOHOCTh, B KOTOPbIX MUHOBAJA);
- HyMEpaLHIO JIUCTOB B Jieje (MPOU3BOJUTCS MPOCTHIM IpU(EIbHBIM KapaHJalioM B BEpPXHEM
IIPaBOM YTJ1y JIMCTA), HOMEPYIOTCS] HE CTPAaHUIBI, a JIUCT;
- COCTaBJICHHUE 3aBEPUTEIILHON HAAMKUCHU JENa;
- MOAIIMBKY Jena (B 00JIOKKY Ha 3 MPOKOJa, MPeABApUTENIbHO yJAIUB BCE METAIIIMYECKUE
3a)KMMBI, CKOOBI, CKPEIIKH C JIOKYMEHTOB);
- BHECEHUE HEOOXOMMBIX YTOUYHEHHH B PEKBU3UTHI OOJI0KKH JIeTIa.

K BHyTpeHHEN ONHMCH COCTaBISAETCS HWTOrOBas 3alUCh, B KOTOPOM YKa3bIBaeTCs
nudpaMyd U IPONHUCHIO KOJIUYECTBO BKIIIOUYEHHBIX B HEE JOKYMEHTOB M KOJUYECTBO JIMCTOB
aena.

8.5. [Ipu omucu B mUCTE-3aBEPHUTENIEC OTPAKAECTCA UCTUHHOE (PU3UYECKOE COCTOSHUE JIMYHOTO
7ieJla HA MOMEHT €ro NpelapXruBHOM MOATrOTOBKU. B 1oKkyMeHTe yka3bIBaeTCs:
= HOMEp JIMYHOTO JIeNa,
= uHpOpMaIHA 00 UMEIOITUXCS B HEM JUCTaX (KOJIWYECTBO),
= uH(pOpPMALMS O COCTOSSHUU OTHENbHBIX JOKYMEHTOB WJIM UX KOINWH, BJIOKEHHBIX B JIEJO
(HarpuMep, UMEIOLIUICS TOKYMEHT 3aKJIeeH, HaJlopBaH, yTpadeH).
8.6. Jlucr-3aBepuTenb CIYKHT I y4eTa KOJMYECTBA JIUCTOB B Jelie U (UKCAHUH
0coOEHHOCTEH WX HyMepaluH, TIJe YyKa3blBaeTcs LU(paMH U TPOIMHUCHI0 KOJINYECTBO
IPOHYMEPOBAHHBIX JIMCTOB JIeJIa U OTAENIbHO, Yepe3 3HaK «T» (IUIFOC) KOJIMYECTBO JIUCTOB
BHYTPEHHEW ONMCH. 3aBEpUTENIbHAS HAJANUCh MOJINUCHIBAETCS €€ COCTABUTENIEM C yKa3aHUEM
pacinppoBKH MOIMUCH, JOJDKHOCTH U AAThl COCTABJIEHUS U MOAIINBACTCS K JETYy.
3anpemaercsi BHIHOCUTH 3aBEPUTENBHYI0 HAANUCh Ha OOJOXKKY JAeNla WIM YHUCTBINA
000pOT JIKMCTA MOCIETHETO TOKYMEHTA.
8.7. Odopmnenne nem IS Mepenadydl B apXWB OCYIIECTBISACTCS B TOAY, CIEIYIONUM 3a
JIEJIONPOU3BOJICTBEHHBIM B TEUEHHUE BCETO IO/,
9. O0s13aHHOCTH OTBETCTBEHHOI0 32 KA/IPOBOE 1eJ10MPOU3BOICTBO MO BEAEHUIO JIUYHBIX
ey padorHukoB MAJIOY
9.1. B 00s13aHHOCTH OTBETCTBEHHOI'O 3a KaJIpOBOE AEIONPOU3BOJCTBO, OCYILECTBIISIOIIETO
BEJICHUE JIMYHBIX J€JI, BXOJUT:
- NpUOOIIEHNE K JMYHBIM JI€JaM JOKYMEHTOB, NEPEUUCICHHBIX B MyHKTaxX 3.2 4acTu 3 U B
nyHkTax 5.1 u 5.2 yactu 5 Hacrosueit UHcTpykimny;
- TMpOBEpKa TIIOJHOTHI 3allOJIHEHUS] AHKEThl M COOTBETCTBUS YKa3aHHBIX CBEJCHUII,
NPEIbABIAEMbIM MPU TOCTYIUIEHUH JOKYMEHTaM (MacropT, TPyAOBas KHH)KKA, BOEHHBIM
OuneT, TOKyMEHThI 00 0Opa3oBaHWM (JMILIOM, yIOCTOBEPCHHE, CBHJIICTEILCTBO, aTTECTaT),
IOKyMeHThl Bricielt arrectanmonHoi komuccun (BAK) o nmpucyxxnenun ydeHoil cteneHu u
MIPUCBOCHUH YUEHOTO 3BaHUS (AUIIOM, aTTECTaT, U APYTrHUE);
- 3aBE€pPEHHE aHKETHI;



- obecreueHne COXpaHHOCTU U yueTa JIMYHBIX JIe;
- obecrieueHre KOH(MUIECHITMATHHOCTH CBEICHUH, COACPKAIIMXCS B IUIHBIX JIEaxX;
- O3HAKOMJICHHE PAaOOTHHUKOB C JOKYMEHTAMH UX JIMYHBIX JICIT;
- I3BSITHE IOKYMEHTOB, HAJJOOHOCTh B KOTOPBIX MHHOBAJIA.
- MpeapXuBHAas IMOJTOTOBKA JIMYHBIX JICIT;
- Iepeiaya B apXuB.
9.2. JInunbie nemna pabOTHUKOB XPAHSATCS Y PYKOBOJUTENS WIIM OTBETCTBEHHOTO 32 KaJIpOBOE
JICJIONPOU3BOJICTBO KaK JJOKYMEHTBI CTPOTON OTYETHOCTH.
9.3. B nensix obecrnieueHuss KOHTPOJISL 32 COXPAHHOCTBIO JTUYHBIX JIeNT €KEr0JTHO MPOBOJIUTCS
MIPOBEPKA HAJTMYHSI U COCTOSTHUE JIMYHBIX Jiesl. DakT mpoBepKu GUKCUPYETCS B COOTBETCTBHH C
(mpunoxxeHueM 3), a BBISBICHHBIC B XOJI¢ NMPOBEPKH HEJIOCTATKH (UKCHPYIOTCS B aKTe,
KOTOPBI TIOCIIe YTBEPXKICHHS IMpejceaaTe]IeM IPOBEPOUYHONH KOMHUCCHH IPEACTABISAETCS
3aBEAYIONIEH.
9.4. OtTBeTCTBEHHBIC 3a KaJApOBOE JEJIOMPOM3BOJCTBO, YIOJTHOMOYEHHBIC HAa BEJCHUE H
XpaHEHWE JIMYHBIX I, HECYT JAUCIHMIUIMHAPHYIO ¥ MHYIO OTBETCTBCHHOCTH 3a pasrJalllcHHUe
KOH(MUIEHITUATBHBIX CBEJICHUN, COJIEPXKAIUXCS B JIMYHBIX JIeJaX, M 32 WHbIC HAPYIICHUS
MOPSI/IKA BEICHUS JTUYHBIX JICIT.

10. 3akar0ounTeIbLHBIE MOJ0KEHHS.
10.1. JInsg mpaBuIbHOM TPYIIUPOBKH M y4eTa JOKYMEHTOB IO KaJpPOBOMY JIEJIONPOU3BOACTBY
JUYHBIE JIeJla BKJIIOYAIOTCS B HOMEHKIIATYPY JACN TMOJ OTISIBHBIM MOPSIKOBEIM HOMEPOM
(komom).

OIINCH

JOKYMCHTOB, UMCIOIIHUXCS B IMIYHOM ACJIC

IL.IL.

aTa BKJIIOYCHHS aTa
A Kon-Bo A

OKYMCHTa B JIMYHOE U3BATUA .
HaunmenoBanue JAOKYMCHTA JOKY! THCTOB KaKoil IpHIHHe

JIEI10 JIOKYMEHTA

Kem uzbsr JOKYMEHT U IO
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