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MNPUHSATO

[lemaroruyecKumM COBETOM
MAJIOY «Jletckuii cag Ne 388y
Iporokon ot 05.032021r. Ne

TMosoxkenne o NopsaKe BeAEHHs .rqule aed paﬁoTHmcoﬂ
MAJIOY «/lerckuii cax Ne 388 kKoMOHHHPOBAHHOTO nm{a»
1. O6mue noJroxKeHNs e

1.1. Hacrosimasi MHCTPYKIMSI YCTAHABIMBACT MOPSA0K HOPMUPOBAHH, BEICHHS H XPAHEHUS JIMYHBIX
nen pa6otaukoB MAJIOY «Jlerckuii caa Ne 388».
1.2. UHcTpykums pazpaboTaHa B COOTBETCTBHH C:
- TpynoBsM koziekcoM Poccuiickoit ®ezepaiuy,
- ®epepanbabiM 3aKk0HOM N152-D3 «O nepcoHalIbHBIX JaHHBIX)».
- ipukazoM MunkyasTypsl PO ot 31.03.2015 Ne526,
- npukazom Pocapxuga ot 20.12.2019 Ne236.
1.3. PaGoronarens B JMIe 3aBeaytoniel (mamee — 3asesytoimas) MAJIOY «Jlerckuit cag Ne 388»
(manee- JIOY) obecrneynBaeT 3aUTy HEPCOHATBHBIX JaHHbIX PAOOTHUKOB, COJICPKALILMXCS B JTMYHBIX
Jenax, OT HEMPABOMEPHOI0 UX MCIIOIb30BAHUS HIIH YTPAThI.
1.4. 3aBeaytomas JIOY onpesensieT ull, yIOJHOMOYCHHBIX Ha NOJlydyeHHe, 00paboTKy, XpaHEeHHe,
nepejady M Jo00€ Apyroe HCMoIb30BaHHE IEPCOHANbHBIX JTaHHBIX PAOOTHUKOB, COJCPKAIIUXCA B
JTHYHBIX Jenax.
2. JIn4Hoe 1e10 paboTHHKA
2.1. JInynoe neno paGoTHHUKA — 3TO COBOKYITHOCTb JIOKY M€/ [OF. COTEPKAIMX CBEIEHHs O paOOTHHKE
u nepuoze padbotsl B JIOV.
2.2. Jluunoe neno paborHuka O(OpMISETCs B TPEXJHEBHBIH CPOK MOC/IE HA3HAYEHHS €ro Ha
JIOIDKHOCTb.
2.3. Jlnunoe aeno pa6omm<a BEJIETCS OTBETCTBEHHBIM 3@ KaJIpOBOE JEIOTPOU3BOICTBO pabOTHHKOM
J0V.
2.4. 3anpemaercs nomyuaTh, 0OpabatelBaTe d NpHOGIIATL K JTHYEOMY Jely pabOTHHKA He
yCTaHOBJIEHHBIE (e/lepalbHBIMU 3aKOHAMH TTEPCOHATBHBIE TAHHEIE O €T0 NIOJIUTHIECKHX, PETUTHO3HBIX
H HHBIX yOEKICHMSX. YACTHOM JKH3HHM, WICHCTBE B OOMECTBEHHBIX OOBEJMHEHNUSX, B TOM YHCIE B
IpO(ECCHOHANBHBIX COIO3AX.
2.5. CBefieHH s, CO/IepIKalHECs B JIMYHOM Jie/ie pabOTHHKA, SBISIOTCS KOHQUIEHIIHATbHBIMH.
2.6. JIuunkle aena ohopMIISIOTCS Ha BCeX mTaTHbIX paboTHuKkos JIOY.
3. CocTaB IOKYMEHTOB, BKJII0YAEMbIX B JJHYHOE 1€/10 pAa00THHKA
3.1. CocTaB JOKYMEHTOB, BKJIFOUAEMBIX B JIMUHOE 71€7I0 pabOTHHKA, 3aBHCHT OT JIOJKHOCTH, KOTOPYIO
OH 3aHHUMAET U Crietn(puku ero cnyxetHoi 1esTeTbHOCTH.
IlepBOHAYANBHO B JIMYHOE AEJI0 [PYIIMPYIOTCS MOKYMeH b 0hOpMILIOIME Npolece npueMa Ha
paboTy, a BIOC/IE/ICTRIM - BCE OCHOBHbIE JIOKYMEHTBI, OTpaskaroiiue npouecc padors: & JI0OV.
3.2. Tpu nepBoHayaibHOM OGOPMICHHH JTHYHOTO Jiesia PadOTHHKA B HETO BKJIFOYAKOTCS CIIEYIOmue
JTIOKYMEHTBI:
1) ankera ycTanosieHHOU (hopmbl ¢ hoTorpadueii;
2) aBroOuorpadus;
3) TMYHOE 3aABIICHHUE U8, IPETEH,VIOMIero Ha A0KHOCTs B JLOV
4) TpyOBO# 1OTOBOD:
5) Komus mpuKasa o nipueme Ha padony;
6) cripaBka 00 OTCYTCTBUM CYJIMMOCTH:
7) muCbMEHHOE corliaciic Ha 00paboTKy MepCOHaIbHBIX JAaHHBIX;
8) corameHde O Hepasrlianiehhe ePCOHANBHBIX JaHibplX (Ul TeX. y KOro ecTb JOHYCK K
[IEPCOHATBHBIM JIAHHBIM JIPYIUX )}
9) KOIHMH TOKYMEHTOE 00 00pasoraniii, 06yUeHn A, 1epeoiyue = e, MOBLILICHUH KBATH()HKALMY;
10) KONMHUH JOKYMEHTOB, 110ITBEPKAAII X KBAIU(UKAIMONHYIC KaTeTOPHIO (aTTeCTalHOHHBIH JKCT)
WITH TIPUKa3 MOITBEPIKIAIOILYIO KBATU(DHKAIMOHHYIO KAaTETOpHio);
11) Komuu pemenyii 0 HarnaKICHUK FOCYIAPCTBEHHBIMK W BEJIOMCTBECHHbIMH HAT PaLldMH, IPUCBOCHHH
MOYETHBIX M CIIEIHalibHbiX 3BAINHA, HPUCYRKICHHH TOCYIAPCTRCHHBIX NPeMKil U 1)1 (€CIH TaKOBbIE



UMEIOTCS);
12) cripaBka ¢ OCHOBHOTO MecTa paboThI ¢ yKazaHueM rpaduka paboTsl, 3aBepeHHast KOMHUs TPYAOBOM
KHWKKHU (711 COBMECTUTETIEH );
13) 3asBIEeHNE O NOCTAHOBKE Ha MUTAHUE,
14) noroBop 0 MaTepHanIbHOI OTBETCTBEHHOCTH (ISl MATEPHAIbHO OTBETCTBEHHBIX JIUIT);
15) 3asBnenue o BeIOOpe GOPMBI BeIeHUS TPYAOBON KHUKKH.
3.3. B mporiecce paboThl K IUYHOMY ATy TPHUOOIIAIOTCS
1) nonoiHEeHue K aHKEeTe YCTAaHOBJICHHOU (DOPMBI;
2) aTTecTallMOHHbIE JIUCTHI;
3) KOMuH JOKYMEHTOB, MOATBEPIKAAIONINX MPOdeCCHOHaNbHOE 00pa3oBaHue (Ha OCHOBAHUH JIUYHOTO
3asBICHHUS PaOOTHUKA)
4) KomMHM JOKYMEHTOB, IMOATBEPXKAAIOIIMX MOBBIIICHHE KBaJU(UKAUUKW (HA OCHOBAHUU JUYHOTO
3asBICHUS pabOTHUKA),
5) KoUK TOKyMEHTOB, MOJATBEPKIAIOIIUX KBATU(PUKALNOHHYIO KAaTErOpuio (aTTeCTAallMOHHBIN JHUCT
WJIH TIPUKA3 MOATBEPKAAIONIYI0 KBATU(PUKAIIMOHHYIO KaTEeTOPHIO);
6) KOIIUM PElICHU 0 HarpaXACHUH rOCY1apCTBEHHBIMU U BEJIOMCTBEHHBIMU Harpajamu, MpUCBOCHUU
MOYETHBIX U CIIEIHAIBHBIX 3BAaHUH, IPUCYKICHUN TOCYAAPCTBEHHBIX PEMH U T.J. (€CITU TaKOBBIC
MMEIOTCS) (Ha OCHOBAHUH JIMYHOTO 3asBJICHUS PAOOTHHKA);
7) KOTIMM TOKyMEHTOB O MEPEBO/IC Ha JPYTYIO TOJKHOCTh U YBOJIbHEHHH,
8) IONOTHUTENbHBIE COTTIAIICHUS K TPYJIOBOMY JIOTOBOPY;
Jlpyrue JOKyMEHTHI, 00pa3yrolecs BO BpeMsl TPYAOBOM NesTeTbHOCTH pabOTHHKA.
3.3. Ilpu GopmMupoBaHUU U BEACHUHU JUYHOTO JeJia UCHOIB3YIOTCS KCEPOKOMHUH AOKYMEHTOB MpHU
HAIMYAH TIPEIBSBICHHOTO TOJIMHHUKA TOKyMEHTa. B ciydae OTCyTCTBHS MOJUIMHHUKA PaOOTHUK
JOJKEH MPEICTaBUTh HOTapHAlIbHO 3aBEPEHHbBIE KOIMH JOKYMEHTOB.
3.4. 3ampemiaercss XpaHWTh B JUYHOM jene: komuu mnacnopra, CHUJIC, MHH, cBunerenscTBa
0 POXKICHHH, TIepeMeHe (aMIIUU, UMEHH, OTYECTBA, 3aKJIIOUEHUU U PACTOPKEHUH Opaka U BOSHHBIN
ourer.

4. Ilopsiiok 3an0/IHEHUsI AHKETbI, aBTO0OUOrpaduu, 10N0JTHEHUS K aHKeTe,

BKJIIOYaeMbIX B JIHYHOE €10 pa00THHKA

4.1. TlopsaoK 3aMOTHEHNS OTJENBHBIX Ipad) aHKETHI.
4.1.1. AHkera 3amoJiHseTcsi pabOTHUKOM COOCTBEHHOPYUYHO. B aHKeTe He JOomycKaloTcsl COKpalleHus,
NIpOYEpKH, cIpaBieHus. B ankery BkienBaetcs (otorpadus padotaruka pazmepoM 30x40 mm.
4.1.2. Tlpu 3aNI0JTHEHUH aHKETHI HCIIOJIB3YIOTCS CISIYIOIINE TOKYMEHTBI: TACTIOPT, TPYI0Bast KHIKKA,
BOCHHBIM OWIeT, TOKyMEHThl 00 00pa3oBaHUM (IMILJIOM, CBHJIETENBCTBO, aTTECTAT, YJOCTOBEPEHHUE),
JTOKYMEHTBI, TOJTBEPIKIAIOIINE YUCHYIO CTENIeHb (yU4eHOe 3BaHKEe) U IPYTHe TOKYMEHTHI.
4.1.3. Ha Bce BonpocChl aHKEThl paOOTHUK JTOJDKEH JaBaTh MOJIHBIE OTBETHI B CTPOI'OM COOTBETCTBUU C
TEMH 3aIUCSIMH, KOTOPBIE COJIEPIKATCS B €0 JIMYHBIX JOKYMEHTaX, OTPHUIIATEIbHBIE OTBETHI B rpadax
aHKeThI 0e3 MOBTOPEHHsI BOIpoca (HalpuMep: yu€Hasi CTeleHb — HE UMEIO).
4.14. B rpade «oOpazoBaHuEe» TOJDKHBI MPUMEHSTHCS CIAEAYIOMNE (POPMYIUPOBKH: «BBICIIEE», «
HETOJHOE BBICIIEE», «CPeHee MPOPecCHOHATBHOE», «CPEAHEE», B 3aBUCUMOCTH OT TOTO, KaKOH
JTOKYMEHT 00 00pa3oBaHuU nMeetcs. Ecim pabOTHUK 3aKOHYHIT HECKOJIBKO KYPCOB BBICIIIETO Y4€OHOTO
3aBeJICHNs, BBIHYXK/EH ObLI MpepBaTh 00OydeHHEe WiId oOydyaeTcs B JaHHOE BpeMsi, TO 3alMChIBaeTCH,
CKOJIbKO KYPCOB OH 3aKOHUYMJI WJIM Ha KAKOM Kypce 00ydaeTcs.
CotpynHukH, odyuaronyecs Wi o0yJyaBIInecs B CpeAHUX NMPO(PecCHOHANBHBIX y4eOHBIX 3aBEICHUSIX
(TEeXHUKYMBI, KOJUICIKH), HO HE OKOHYMBIINE WX, JOJDKHBI OBITh OTHECEHBI K JIMIAM, MMEIOIIUM
cpeanee (MoHOE 001Iee) WIM HENOJIHOE cpeiHee (OCHOBHOE 0ob11iee) 00pa3oBaHue, B 3aBUCUMOCTH OT
TOT0, KAaKO€ OHHM MMENH 00pa30BaHUe B MOMEHT MOCTYIUICHHS B cpefHee mpodeccuoHabHOe yaeOHOe
3aBeJieHHe, K JIMLAM, MMEIOIIMM cpeaHee (MonHoe obmiee) oOpa3oBaHUE, OTHOCSATCS pPabOTHHKH,
3aKOHYMBIIHE CPETHUE IIKOJBI, MIKOJBI C YIeOHBIM H3ydeHHEM Kakoro — JHOO0 MpenMeTa, JIHIes,
ruMHa3uu. J{ng paGOTHUKOB, OKOHYMBIIMX NPOQECCHOHATBHO-TEXHUUYECKHE yumiumia (Wim
oOpa3oBaTenbHBIC YUPESKICHUS, K HUM ITPUPABHEHHBIC), yKa3bIBaeTCs podeccus u pa3psi. Jlumam, He
UMEIOIIUM  MPO(ECCHOHABHO -TEXHUYECKOTo (HayalbHOro MpodeccHoHaNIbHOro) o0pa3oBaHus,
npodeccrst yKa3bIBaeTCs IO OMBITY PaOOTHI.
OKOHYMBIIKE TPU Kypca BHICIIUX (MM MPUPABHEHHBIX K HUM) YUE€OHBIX 3aBE/IEHUI OTHOCSATCS K JIUIAM
C HEMOJIHBIM BbICIIUM OOpa3oBaHueM. "CHenuaabHOCTh IO AWIUIOMY" 3aIOJIHSIETCS TOJBKO Ha



CIELIMAIUCTOB C BBICIIMM U CPEIHHMM CIEIHalbHBIM OoOpa3oBaHueM. B 3Toil cTpoke ykasbiBaeTcs
CMELUANBbHOCTh, MOJMYYCHHAs MO0 OKOHYAHMHM BBICIIETO WJIM CPEIHEro CHEeUHATbHOrO0 Yy4eOHOro
3aBefieHHs. CrenuaabHOCTh 110 00Pa30BAHUIO 3aIUCHIBACTCS TOJIBKO HA OCHOBAaHUH JTUIIOMA.

4.1.5. B rpade «bbun nu 3a rpaHUIei» yKa3bIBaeTCs MOJHOE HAUMEHOBAHUE CTPAHBI, TOJl U IIETh
npeobiBanus (Hanpumep: I'epmanms -2005 - Typrnoesaka).

4.1.6. B rpade «Bamm Omu3Kkue pPOJCTBEHHUKW» IEPEUUCISIOTCS BCE YICHBI CEMbHU C YKa3aHUEM
CTENEeHHU POJICTBA (POAUTENH, CYNPYIH, JETH, a TaKKe OpaThbs U CECTPBI) IPU ITOM YKa3bIBaeTCs UX
(bamMunmsi, UMs, OTYECTBO, AaTa POKIACHUS, MECTO PabOTHI, TOIKHOCTD.

4.1.7. B rpade «Brpinonnsemas pabota ¢ Hayajga TPYAOBOW AEATEIBHOCTH» OTPAXKAIOTCS CBEJCHUS O
paboTe B COOTBETCTBUM C 3alIUCSIMM B TPYIOBON KHMXKKe. Eciiu TpynoBas JesTenbHOCTh Hadaiach
00y4eHHs B TOM HJIM UHOM y4eOHOM 3aBelIeHHH, TO 3TOT MEPHOJ TAK)KE OTMEYAeTCs B IaHHOU rpade.
Crozia BHOCATCS U CBEJCHMsSI O IepepblBax B paboTe B CBA3M ¢ yuéOoil, 60s1€3HbI0, HAX0XKJICHUSIM Ha
VWOKIIMBEHUH U TOMY NOJ00HOE (HampuMep: «He padoTany, «HaXOIWIICS Ha MEHCHNY», «HAXOIWICS Ha
VOKJIMBEHUW», «Ooien»). Kpome Toro, ecinu ciyxaluii 3aHuMai pa3iuyHble JODKHOCTH, TO CIENyeT
yKa3bIBaTh BpeMsl IPeObIBaHMS Ha KaXJI0W JTOJDKHOCTH. B TpyIOBYIO ESTENBHOCTh HE 3alMCHIBACTCS
BpeMs yu€Obl B 00111€00pa30BaTeNbHBIX IKOJIAX, IPOPECCHOHANBHO-TEXHUUECKUX YUMIIUIIAX U K HUM
MPUPABHEHHBIX (CYBOPOBCKHE, HAXUMOBCKHE, BOCHHBIC YUWINIIA U T.1.). [Ipr MpoxoxaeHun ciryKObI
B BoopyXEHHBIX cuilaX yKa3blBaeTCsl JOHKHOCTb, HOMEP BOMHCKOM 4acTH (YUpexXJeHHs) U B KaKOM
OKpyre OHa HAaXOJWJIach, B Cllydae Nepexojaa M3 OJHOW BOMHCKOM YacTH B JPYT'YIO - HOMEpa ITHUX
yacTeil M JaThl Mepexoja ¢ yKa3aHHUEM aJpecoB MeCT CiIykObl 3a mocineanue 15 ner. TpynoBas
JESITeTbHOCTD 3alMCBIBACTCS CTPOTO B XPOHOJIOTHYECKOM TOPSIIIKE.

4.1.8. B rpade «/lonoaHuUTENbHbIE CBEICHHS» MOTYT YKa3bIBaTbCSl CBEIEHHUS O HarpaxaeHUuu
opaenamu, MepansmMu CCCP, Poccuiickoit ®epepanuu, HHOCTPAHHBIX TOCYJapCTB, a TaKkKe
npucBoeHnr nouy€tHeiX 3BaHuii CCCP, PCOCP, uHBIX COIO3HBIX T'OCYAApPCTB, a TAK)KE MPUCBOCHUHU
nou€tHbIx 3BaHUNH CCCP, PCOCP, unbix cow3ubix rocynapctB Poccuiickoit ®denepannu. 3amucu
IIPOU3BOJIATCS HA OCHOBAHUU OPJCHCKHMX KHIKEK, YIOCTOBEPEHUI K MeJallsiM, YKa3oB U MPUKA30B O
HarpaxJICHUH, TIOOLPEHUH.

4.1.9. B rpade «OTHOLIEHHE K BOMHCKON 00513aHHOCTH U BOMHCKOE 3BaHHE» YKa3bIBAa€TCsl OTHOLLICHHE
paboOTHUKAa K BOMHCKOM OOS3aHHOCTH (HaIpuMep: BOCHHOOOs3aHHBIN(as), Malop 3amaca, Cep)KaHT
3amaca).

JIuio, OTBETCTBEHHOE 32 KaJPOBOE JICIOMPOU3BOJICTBO OOS3aHO MPOBEPSTH MPH MpHEME HA
paloTy y rpakaaH, IpeObIBAIOIIMX B 3aace, BOGHHbIE OUJIEThl (BpeMEHHbIE YAOCTOBEPEHUS B3aMEH
BOCHHBIX OWJIETOB), a y TpaXIaH ,MOJUICKAIIUX IMPHU3BIBY HAa BOCHHYIO CIYXOy, yIOCTOBEpEHUS
rpaxJaH, MOMJEXKAIIUX IMPHU3BIBY, YCTAHOBUTb, CTOMT JIM TpakJAaHUH(Ka), MPUHHUMAaeMblii(as) Ha
paboTy Ha BOMHCKOM yd4ére. B cimyyae OTCYTCTBHS B BOCHHOM OHMIIETE OTMETKH O MOCTAHOBKE Ha
BOMHCKUH yu€T (ecnu OH(OHA) SABISAETCS BOEHHOOOSI3aHHBIM (0i) HEOOXOIUMO HAMpaBUTh
rpaxaaHnHa(Ky) B pallOHHBII BOEHHBIN KOMUCCapHar.

4.1.10. B rpade «lomamnuii anpec 1 Homep TesnedoHa» He00X0AUMO yKa3aThk OUTOBbIN nHAEKe. Ecnu
aJipec MPONHCKH U TPOKUBAHMSI HE COBIA/IAIOT, TO YKA3bIBAIOTCS 00a aapeca.

4.1.11. B rpade «I[lacnopT uiau TOKyMEHT, €ro 3aMEHSIOMINN» CelyeT yKa3bIBaTh €ro HOMEp, CEpHUI0,
KOTJIa ¥ KEM BBIJIaH.

4.1.12. AHKeTa MOAMKCHIBAETCS U 3aBEPSETCS:

- JINIIOM, TTOCTYTIAIONINM Ha paboTy;

- OTBETCTBEHHBIM 3a KajipoBoe jeinornpou3BoacTtBo JIOY mewarbio U gaToil, mocie Toro kak Oyner
MpOBEpeHa MOJHOTA W TPABHIBHOCTH 3aIllOJHEHUST aHKETHI B COOTBETCTBUU C IPEIbSBICHHBIMU
JOKYMEHTaMH.

4.2. Tlopsaok 3anoiaHeHus aBToonorpaduu.

4. 2.1. ABroOuorpadusi coctaBisieTcss B MPOU3BOJIbHON (popMe cOOCTBEHHOPYUHO TpaskaaHWHOM. B
coJiepKaHuU aBTOOMOrpaduu OTpaKaOTCs: (HaMUIIKS, UMsI, OTIYECTBO TPakIaHNHA, YHCIIO, MECSII, TO
U MECTO PO’KICHUS, MOTyueHHOe 00pa3oBaHue (T/ie, KOT/1a, Kakasl CHEelMalbHOCTh U B KaKUX Y4EOHBIX
3aBEJICHUAX), TPYJAOBas MAEATENBHOCTb, TOJIYYEHHE OMOJHUTEIHFHOTO OO0pa3oBaHMs, OKOHYAHWE
KypCOB MOBBIIIEHUS KBATU(UKAINH, IEPEIOATOTOBKA, U3MEHEHUs B OMorpaduu U Ipyrue CBEACHHUS,
KOTOPBIE KEJIAeT OCBETUTH B CBOEH aBTOOMOTpaduu MmocTymnaronmi Ha padoTy.

4.3. JlomoHeHNEe K aHKETe 3aIroJIHAETCS] OTBETCTBEHHBIM 32 KaJpOBOE JIEIONPOU3BO/ICTBO B IpoIiecce
paboThl mTpU HEOOXOAMMOCTH BHECEHHMs] B JIMYHOE JEJIO CBEACHMHM 00 M3MEHEHUSX B



po¢eCCUOHATBHON IeATETHFHOCTH PaOOTHHKA.
4.3.1. B nepBoM pazzene GUKCUPYIOTCS CBEJCHUS O IEPEBOIaX Ha IPYTHUe JOIDKHOCTHU (IepeMEIEHHS C
yKa3aHHMEM JaT BCTYIUICHHs B JOJDKHOCTb M yXOJa C Hee) CO CChUIKOW Ha JOKYMEHThI O Ha3HAUECHUH,
[IEpPEBO/IE, YBOJIIBHEHHUH.
4.3.2. Bo BTOpOM paszene OTpa)kaloTcs JaHHbIE O MPO(PECCHOHAIBHON IEATEIHLHOCTH PAaOOTHHKA
(moAroToBKa, MEPENOAroTOBKA U MOBBIIICHHE KBATH(UKALINY, HATPAKICHUE OpJIeHAMU U MEAasIMHU,
MIPUCBOCHUE YYEHOU CTENEHH, YICHOTO U IOYETHOTrO 3BaHus, MpeObIBaHUE 3a TPaHUILIeH, HATOKEHHUE U
CHSITHE B3bICKAHUHN, N3MEHEHUS IPYTUX YUYETHBIX JAHHBIX PA0OTHHKA).
Bce BHOCHMBIE U3MEHEHUS JOKHBI OBITh MOATBEPKACHBI COOTBETCTBYIOIUMU JTOKYMEHTAMH.
4.4. Bce JOKYMEHTBI JINYHOTO JieJia TOMEIIAI0TCS B KAPTOHHYIO MAaIKy — CKOPOCIIUBATENb. TUTYIbHBIN
JICT JIMYHOTO Jieia OPOPMIISICTCS B COOTBETCTBUHM (IpuiioxkeHue 1). Ecnu bamunms
paboTHuKa mociie OpOpMIICHUS JTUYHOTO  JeJla U3MEHsUIach, TO cTapas (pamMuiius 3aKiIio4aeTcs B
CKOOKH, a HOBasl 3allMChIBaeTCs HaJl HeW. Bce 1OKyMEHTHI B IalKe JOJKHBI pacrnojaraTteCsi B IpIMOM
xpoHosoruyeckoM mopsiake. Ilocne yBoiabHeHMST paOOTHMKA W OCBOOOJMBIIUKCA HOMEP
MIPUCBAUBACTCS BHOBb IPHUHATOMY PaOOTHHKY.
4.5. JIns XpaHeHUs JUYHBIX AeNl PaOOTHHKOB HCIONB3YIOTCS CeW(Pbl MM HAJEKHO 3alupacMble U
OIeYaThIBa€MbIC MIKA]HI.
5. BuyTpeHHsIsI ONIMCh JOKYMEHTOB, COJIeP:KAIMXCS B THYHOM JIeJie.
5.1. JIokyMeHTbI, TPUOOIIEHHBIE K TMYHOMY JIeTy paOOTHUKA MEpe]] CAadei B apXuB, OpOIIIOPYIOTCS,
JTUCTBI HyMEPYIOTCS apabCKUMU [U(PpaMU YePHBIM IPaGUTHBIM KapaHIAIIOM B IPABOM HUYKHEM YTIIY,
K JJMYHOMY JIeJly PUJIaraeTcsi BHyTPEHHSS OIUCh.
5.2. BHyTpeHHSIsI OITUCh COCTABIIACTCS HA OTACIBLHOM JIUCTE 110 YCTAHOBICHHOM GopMme (IMPUITOKeHHE
2).
6. [Topsigok BbIIA4Y U JIMYHBIX €1 BO BpeMeHHOoe N0JIb30BaHue.
6.1. JInunoe neno paboTHUKA MOKET OBITh BBIZIAHO BO BPEMEHHOE MOJIb30BAHHE JIOJKHOCTHBIM JIHIIAM,
KpYT KOTOPBIX OIpeAeseTcs 3aBeAYIOIIEH YCTaHOBIEHUEM CPOKa BPEMEHHOT'O MOJIb30BaHUA.

[Ipu paGoTe ¢ JUYHBIM [€JOM, BBIJAHHBIM BO BPEMEHHOE I10JIb30BAHME, 3aIpEeLIacTCs
MIPOU3BOJIUTH KaKUe-TUO0 UCIPABIIEHHUS, BHOCUTH HOBBIE 3aIllMCH, U3BIIEKATh IOKYMEHTHI, pa3riamiaTh
coJieprKaliyecs B HeM KOH(UICHIIMAIbHbIE CBECHUS.

6.2. Jlns KOHTPOJIS 32 CBOEBPEMEHHBIM BO3BPAaTOM BBIIAHHBIX WMJIM BBICIIAHHBIX JUIS O3HAKOMJICHHS
JUYHBIX JI€J WIM NPEJOTBPAIICHHUS HMX YTPaThl MOXKET HCIOJIb30BaTbCsl KOHTPOJIbHAs KapTouka,
KOTOpasl 3aloJIHseTCs Ha KaxkJoe Jeno. B Hell ykasbiBaeTcs HOMep JIMYHOrO jeina, ¢pamMuiIus, ums,
0TYECTBO PabOTHMKA, HA KOTOPOIrO OHA 3aBEJEHA, JaTa BbIJA4YM JIMYHOTO JeJ1a, KOMY OHO BBIJAHO,
pacrucka B MOJy4eHHUH, HOMEp CIIy)kKeOHOro teinedoHa jiMia, MOJy4YUBILEro JeJI0 U JaTa BO3BpaTa
nena.

6.3. Ilpu Bo3BpaTe Jena TIIATEIBHO TMPOBEPSETCI COXPAHHOCTb JOKYMEHTOB, OTCYTCTBUE
MOBPEXKICHUM, BKIIIOUEHUS B JIEJO JAPYTUX JOKYMEHTOB WJIM MOJAMEHBI JOKyMeHTOB. IIpocMotp nena
MIPOU3BOIUTCS B IPUCYTCTBUU PYKOBOAUTENS yupexaeHus. [lepenaua mMuHbIX el 3aBeyroLei yepes
CeKpeTapsi WM JApYyruxX JIMI He Jomyckaercs. Jlpyrue pyKOBOIAWTENW TMOApPA3AEICHU MOryT
3HaKOMHUTbCA C JIMYHBIMM JIeJaMU TIOJAYMHEHHBIX UM COTPYAHHMKOB. O3HakOMIIEHHE C JelaMH
OCYILIECTBIISIETCSI B TIOMELIECHUM, TJ€ HAXOIATCA JIMYHBIE Jena (B IPUEMHOH 3aBeAyrolell mon
HabmtoeHneM pabOTHUKA, OTBETCTBEHHOI'O 32 COXPAHHOCTh M BEJCHUE JUYHBIX Jien. Bpems paboTbl
(03HaKOMJIEHUS) JTOJDKHO OTPaHMUYMBATHCS NpeNeaMu OJHOTO padouero aHg. PakT 03HAKOMIIEHUS
¢bukcupyercsi B KOHTPOJIBbHOM KapTOUKe JTMYHOTO JAea.

6.4. Jluunoe neno paboOTHHKA HE BBIAACTCS HA pYKHA PaOOTHHKY BO BPEMEHHOE ITOJTh30BaHHE.

6.5. Bpimaua auuHbBIX €1 (OTAENBHBIX JIOKYMEHTOB B COCTaBe JIMYHOIO Jieda) BO BPEMEHHOE
MI0JIb30BAHKE JPYTUM OpraHu3alusaM (YUpeKIeHUSIM) MPOU3BOAMUTCA C pa3pelleHus 3aBe/yloleld Ha
OCHOBAHMU HaJJIeXalIMM 00pazoM odopmieHHOTro 3ampoca. O Bblaue Jiena coCTaBIsAeTCs akT, OJUH
U3 DK3EMIUIIPOB KOTOPOrO TMepelaercs BMecTe C JeloM  (JOKYMEHTOM) MpEeICTaBUTEIIO
3aIpalInBaroIleil CTOPOHBI, & BTOPOH 3K3EMIUISP XPAaHUTCS B JieflaX OpraHM3alyu JI0 BO3BpAIEHUS
nena (TOKyMEeHTa) B MECTO XpaHEHHUSI.

N3parne oTaenbHBIX JOKYMEHTOB U3 JIMYHOIO €A MPOU3BOAUTCS C pa3pelIeHHsI 3aBEAYIOLIEH
¢ odopmiieHneM cooTBeTcTByoIel 3anucu B rpade «IIpumeuanue» BHyTpeHHed omnmcu. [Ipu
BPEMEHHOM M3bSATUU JOKYMEHTA Ha €ro MeCTO (MEX/y JTUCTaMHU COCEAHUX JOKYMEHTOB) BKJIAIbIBACTCS



CIpaBKa-3aMEeCTHUTENb (KapTa-3aMEeCTUTENh) C YKA3aHUEM JIaThl U MIPUUMH U3BITHSI C POCIIUCHIO JIULIA,
BBIJIABIIIETO JOKYMEHT, U POCIIKCHIO JIUIIA, MTOJYYHBIIErO €r0 BO BPEMEHHOE MOJIb30BAHMUE.
7. IlopsiAoK 03HAKOMJIEHHUSI C JIMYHBIM /1€JI0M PAa0OTHHKA.
PaboTHHK MMeeT MpaBo Ha 03HAKOMJICHHE CO BCEMH MaTepHallaMH U3 CBOETO JIMYHOTO JeTa.
7.1. O3nakomiieHue pabOTHUKA C JOKYMEHTAMHU CBOETO JIMYHOTO JieJia IPOBOAUTCS IO IPOCKOE caMoro
paboTHUKA.
7.2. PaGOTHHK CaMOCTOSITEIFHO B TUCbMEHHOW (hOpME peIIaeT BOIPOoC Nepeaaun KoMy-JIu00 CBeACHUI
0 ce0e 3a UCKIII0YEHUEM CITy4aeB, IPEeIyCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccuiickoit denepanuu.
7.3. ®akT O03HAKOMJICHHMSI C JIMYHBIM JIeJIOM pabOTHUKA YAOCTOBEpSETCS JUYHON MOAMHCHIO
COTPYJIHHUKA B JINCTE O3HAKOMIICHUS C JIMYHBIM JIEJIOM, IPUKPEIJICHHBIM K JIEBOI BepXHEil BHYTpEeHHEH
CTOpOHE OOJI0KKH JIMYHOTO JIeNIa, C YKa3aHUEM JIaThl 03HAKOMJICHUSI.
7.4. PaboTHHK 00513aH cOO0IIaTh OTBETCTBEHHOMY 3a KaJIpOBOE AEIONPOU3BOACTBO 00 U3BMEHEHUH TeX
WJIM WHBIX TIEPCOHATBHBIX JTaHHBIX.
7.5. PaboTHHUK UMeeT MpaBo Ha MOJIyYeHHE KOMUH JIF000T0 JOKYMEHTA, COJEPIKAIIETOCs B €r0 INYHOM
7ierie, Ha OCHOBAHUM MMMCHbMEHHOTO 3as1BJICHUS Ha UMs 3aBeaytomield. Konuu 10KyMeHTOB 10JIKHBI OBITh
3aBepeHbl HAJUJIeKAIIMM 00pa3oM U MPeJOCTaBIATHCS PaOOTHUKY 0€3BO3ME3HO B TEUEHHUE TpeX JHEH
CO JIHS TIOJIa4M 3asIBJICHUSI.
8. IlopsiAoK MOATOTOBKH M Ca4H JMYHBIX €] B APXHB.
8.1. JImunbie AeNa OTHOCATCS K IOKyMEHTaM BpeMeHHOTO (cBbimie 10 jieT) cpoka XpaHEHUs U TOJIekKAT
XpaHeHuto B TeueHue 50-75 yet co AHS yBOJIbHEHUS pabOTHHKA.
8.2. JInuHble Aena yBOJICHHBIX pAOOTHUKOB O()OPMIISIFOTCS B COOTBETCTBHH C HACTOSIICH HHCTPYKIIUEH
U XpaHsATCS B apXUBeE.
8.3. IIpu omucu B JHCTE-3aBEPUTENIE OTPAKACTCSA HCTUHHOE (PU3NIECKOE COCTOSHUE JIMYHOTO Jeiia Ha
MOMEHT €ro MpeapXrUBHOI MOJArOTOBKU. B 1oOKyMeHTe yKka3bIBaeTCs:
-HOMeEp JINYHOTO JIeJIa;
-uHpopMaIus 00 UMEIOIIHUXCS B HEM JINCTaxX (KOJIUYECTBO);
-HHQPOPMAIUSI O COCTOSIHHH OTICIBHBIX JOKYMEHTOB HJIM MX KOTIHM, BJIOXCHHBIX B JJIO (HAIIpUMeED,
MMEIOIIUICS TOKYMEHT 3aKJIEeH, HaIOpBaH, yTPaueH).
9. O0513aHHOCTH OTBETCTBEHHOI'0 32 Ka/JIPOBOeE /1eJIONPOU3BOICTBO
10 BeJIeHUI0 JIUYHBIX J1eJ pA0OTHUKOB
9.1. B 00s13aHHOCTH OTBETCTBEHHOTO 3a KaJpPOBOE JEIIOMPOU3BOJCTBO, OCYIIECTBIISIONIETO BEICHUE
JUYHBIX JIE], BXOTUT:
- IpUOOIIeHNE K TUYHBIM JIeJIaM JOKYMEHTOB, IEPEUYHCIICHHBIX B IyHKTaxX 3.2 4acTh 3 U B MyHKTax 5.1
u 5.2 yactu 5 Hactosueit MucTpykumu;
- IPOBEPKA IMOJTHOTHI 3aIMOJTHEHUST aHKETHI 1 COOTBETCTBUS YKa3aHHBIX CBEJICHUH, TPEIbABISIEMBIM TIPH
MOCTYIUICHUHU IOKyMEHTaM (MacropT, TPYAOBas KHUYKKA, BOCHHBIN OUJIET, TIOKYyMEHTHI 00 00pa3oBaHUU
(IumiaoM, yIOCTOBEpPEHHE, CBUJIETENILCTBO, aTTecTaT), JIOKYMEHTbl Briciiell aTrrecTalimoOHHON
komuccuu (BAK) o mpucyxaennn yueHO! CTeTIeH! U MPUCBOCHUH YUE€HOTO 3BaHMsI (IUIIJIOM, aTTecTar,
H IpyTHe);
- 3aBEpeHUE aHKETHI;
- obecrieueHre COXpaHHOCTH M y4eTa JIMYHBIX JEIT;
- obecrieueHre KOH(PUICHITUATBHOCTH CBEJICHUH, COIEPIKAIUXCSI B IMYHBIX JIeax;
- 03HAKOMJICHHE Pa0OTHHUKOB C JIOKYMEHTaMH WX JJMYHBIX eI,
- U3BSITHE JOKYMEHTOB, HJOOHOCTh B KOTOPHIX MUHOBAJIA.
- lepeiada B apXuB.
9.2. Jluunble nena paOOTHUKOB XPaHATCS y PYKOBOJUTENS] WJIM OTBETCTBEHHOTO 3a KaJpOBOE
JETTOTIPOU3BOCTBO KaK JIOKyMEHTBI CTPOTOH OTYETHOCTH.
9.3. OTBeTCTBEHHBIE 3a KaJpOBOE JEIONPOU3BOACTBO, YIMOJIHOMOYEHHbIE HA BEJIEHHE M XpaHEHHE
JIUYHBIX JIeJT, HECYT TUCIUTIIMHAPHYIO U HHYIO OTBETCTBEHHOCTD 32 pasriiameHne KOH(QUICHITHATEHBIX
CBEICHMIA, COJIEPKAINXCS B JTUUHBIX JeNlaX, U 32 UHbIe HAPYIICHUS TOPSIKA BEACHUS TUYHBIX JIEI.
9.4. JInst mpaBUIIBHOM TPYNIIMPOBKHU U y4eTa JOKYMEHTOB MO KaJPOBOMY JIEIOTPOU3BOJICTBY JTHUHBIC
JieNia BKIIFOYAIOTCSl B HOMEHKIIATYPY JIeN MO OTACIbHBIM MOPSIKOBEIM HOMEPOM (KOJIOM).
10. 3akJII0YuTEILHBIE MOJI0KEHUS

4.1. Hacrosimee [lonoxkeHune BcTymaeT B JEHCTBHE C MOMEHTA YTBEPKICHHUS M HM3JaHUS TMPHKa3a

pykoBoautens JJOY.



4.2. V3meHeHuss W JomnojgHEeHHs B Hactosimee IloyiokeHne TPUHUMAIOTCS B COOTBETCTBUHU C
I[€I>'ICTBYIOIJ_IHM 3aKOHOOAATCIIBCTBOM.
4.3. Hacrosimee [lonoxxeHue 1elCTBYET 10 IPUHATUS HOBOT'O MTOJIOKEHHUS.



[Tpunoxenue Ne 1
K MOPSAKY BEACHUS JINYHBIX Je] pabOTHUKOB

Omuce Ne
Heno Ne
Wunexc nena

(Ha3BaHME OPraHU3AIINH )

JIMYHOE JEJIO

(pamunmst, uMs1, 0TYECTBO paOOTHHKA)

Jara Hauana

Jlata okoHUaHUs

Ha JIMCTaX
XpaHuThb Jer

Ommce No
Hemo Ne



BHYTPEHHJA OIINCH

AOKYMEHTOB JI¢JIa Ne

[Tpunoxenue No 2

K MOPSAKY BEACHUS JINYHBIX Je] pabOTHUKOB

Ne Nupexc Hara Ha3Banue Homepa Mpumeyanue
n/n JOKYMEHTAa JOKYMEHTa JOKYMEHTa JIMCTOB J1eJia
Hroro:

KOJIMYECTBO JINCTOB BHYTPEHHEHN OIHCH

Cnenuanuct no Kajapam:

«

»

20

MOIMNNCH

roJ

pacimudpoBKa NOAMUCH




OTMETKA

[Tpunoxenue Ne 3

K MOPSAKY BEACHUS JINYHBIX Je] pabOTHUKOB

O PE3VJIBTATAX ITPOBEPKHU COCTOSAHUA U HAJINYU A JIMYHOI'O AEJIA

damuiusi, UMsl, 0TYECTBO:
JloskHOCTD:

JInunoe gesio Ne

JdaTa npoBepku ®UO wieHoB
KOMUCCHU

IMoanmucu 4ienoB
KOMHCCHH

Pe3yabTaT npoBepku

JInynoe pemo Ne
COOTBETCTBYET
TpeOOBaHUSAM
3aKOHOAATEIhCTBA U
MOJIOKEHUIO BEJCHUS
JTUYIHBIX nen
pabOTHHKOB




