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MynuuunaabHoe aBTOHOMHOE J0LIKO/JIbHOE 00pa3oBaTe/IbHOe YupesaIeHHe
«Jlerckuii cax Ne 384 KOMGHHHPOBAHHOIO BHI2»
Hoso-CaBuno o‘ﬁ;p\aﬁo a r. Kazann
(MAJIOY cllercicuit cax Ne 384»)
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O6mum cobparueM paGOTHHKOB

MAJIOV «Jletckuit can Ne384»
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Monoxenne Ne ~
0 NMopsiiKe BeJeHHsl JIHYHBIX J1eJ] pa00THHKOB
MAJOY «/lercknii cax Ne 384 KoMGHHHPOBAHHOIO BHAA»
1. O6mue noJ10KeHHS.
1.1. Hacrosimast MHCTPYKIMS yCTaHABIMBACT MOPSIOK GOPMUPOBAHUS, BEJCHHS U XPAHEHMUS
J4HEIX fien paboTHUKOB MAJIOY «Jletckmit canx Ne 384».
1.2. MucTpykims paspaborana B COOTBETCTBUHU C:
- Tpynoseim kozexkcom Poccniickoit ®eneparuu,
- ®enepanbabM 3aKOHOM N152-D3 «O nepcoHaIbHBIX JAHHBIXY,
- npuKa3oM MuHKyasTypsl PO ot 31.03.2015 Ne526,
- npukazoM Pocapxusa ot 20.12.2019 Ne236.
1.3. PaGorozatens B nunesasenyiomeit (nanee — 3apexyromuit) MAJIOV «Jlerckuii cax Ne
384» obecrieunBaeT 3alUTy NEPCOHATBHBIX AAHHBIX PAGOTHUKOB, COIEPIKAIIMXCS B JIHIHBIX
Jienax, OT HEMPaBOMEPHOIO UX MCIIOIb30BAHUS HUIIH YTPATEL.
1.4. 3aenyromuitMAJIOY «Jlerckuit cay Ne 384» ompenesser uil, YNOTHOMOYEHHBIX HA
nony4enue, 06paboTKy, XpaHeHHe, Tepesiady U 060 APYyroe UCIoIb30BAHHIE NEPCOHATBHBIX
JIaHHBIX Pa0OTHUKOB, COAEPIKAIMXCS B JMIHBIX JEIaX.
2. JIn4Hoe €10 paGOTHHKA.
2.1. Jlngnoe neno paGOTHHKa — 3TO COBOKYIHOCTH JOKYMEHTOB,COJIEPIKAIIMX CBEACHHS O
pabornuke u niepuoze paborst B MAJIOV «Jlerckuit cam Ne 384».
2.2. Jlnanoe meno paGoTHHKa OpOPMILETCS B TPEX/IHEBHBIN CPOK MOC/IE HAa3HAYEHHMS €ro Ha
JIOJKHOCTb.
2.3. Jluunoe neno paGoOTHHKA BeNETCS OTBETCTBEHHBIM 3a KajpOBOE/IETONPOM3BOICTBO
pabotarkom MAJIOY «Jletckuii cag Ne 384».
2.4. 3anpemaercs nomy4ars, oGpabaTsBaTh U NPHOGIIATH K JIMYHOMY Jely paGOTHHKA He
YCTaHOB/ICHHbIE (e/iepabHBIMH 3aKOHAMH IEPCOHANBHBIE JaHHBIE O €ro IOJUTHYECKHX,
PEIUTHO3HBIX M HMHBIX YOEXKICHHAX, 4YaCTHOM JKHU3HM, UIEHCTBE B OOIIECTBEHHBIX
00beIMHEHUSX, B TOM YHCIIEB IPOGECCHOHATBHEIX COI03aX.
2.5. Cepennsl, COepIKAIIUECS B THIHOM Jiejie paGOTHHKA, SBJSIOTCAKOHMDHICHIMATBHBIMH.
2.6. JInunbie gena opopMIIAIOTCS Ha BeeX mTaTHbix pabotaukoB MAJIOV «Jlerckuii cam Ne
384».
3. CocTaB 10KYMEHTOB, BK/II09aeMbIX B JIHUHOE /1€J10 paGoTHHKA.

3.1. CocraB JI0OKyMEHTOB, BKJIKOYAEMBIX B JIMYHOE /€10 pabOTHHKA, 3aBUCHT OT JOKHOCTH,
KOTOPYIO OH 3aHMMAETH CHEI(UKH ero Ciry)KeOHOM AeTeTbHOCTH.
IlepBoHa4AIBHO B INYHOE AETO IPYIIHPYIOTCS JOKYMEHTEL, 0)OPMIIIONIHNE POIIECC MpHeMa
Ha paloTy, a BIOCJIEJICTBUHU - BCE OCHOBHBIE JOKYMEHTEI, OTP@KAIOMMe Mmpomecc paGoTsl B
MAJIOY «Jletckuii can Ne 384y,
3.2. Tlpu nepBoHayambHOM OGOPMICHHH JIHMYHOrO fejia paGOTHMKA B HEr0 BKIIKOYAOTCS
CIIEAYIOLTHE TOKYMEHTBI:
1) ankeTa ycTaHOBICHHOU HOPMEI ¢ dororpadueit;
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2) aBTobHorpadus;
3)nuuHoe 3asBJICHUE JTUIA, IPETEHAYIOIEero Ha 1ookHOCTh B MAJIOY «/Jletckuii cam Ne 384»;
4)TpynoBo# T0roBOp 0€3 JOJKHOCTHON HHCTPYKIINY;
S)Komus MpHKasa o IpueMe Ha padoTy;
6)crnipaBka 00 OTCYTCTBHH CYJIUMOCTH;
7)IIUCEMEHHOE COTJIache Ha 00pabOTKy MEePCOHANBHBIX TAHHBIX;
8)cornameHue o HepasrallCHUH TEPCOHATBHBIX TAHHBIX (VIS TEX, Y KOTO €CTh JIOMYCK K
MEPCOHATBHBIM JAaHHBIM JPYTHX);
9) xonuum JA0KyMeHTOB 00 oOpa3oBaHuM, OOy4YeHUHM, MEpeOOyYEHUH, MOBBIIICHUU
kBanuuKaIuu (eciu o0yueHne npoxoauio 3a cuet cpeacts MAJIOVY «/letckwuit cam Ne 384»);
10)komuu JOKYMEHTOB, MOJITBEPKIAIOLINX KBaJIN(PUKAITMOHHYIO KaTEeTrOpuUIo
(arTecTalOHHBII JHCT)UITU MPUKA3 IMOITBEPKIAIOILY0 KBATU(PHKAIIMOHHYIO KATETOPHUIO);
11) xomuu pelIeHUil O HArpa){JICHUH TOCYJAPCTBEHHBIMH U BEJIOMCTBEHHBIMH HarpajiaMu,
MIPUCBOCHHUH TMOYCTHBIX M CIICIUATIBHBIX 3BAHUMN, IPHUCYXKICHUN TOCYJAAPCTBEHHBIX MPEMUIN H
T.A. (€CJIM TaKOBbIE UMEIOTCS) (Ha OCHOBAHUH JIMYHOTO 3asIBJICHUS paOOTHHUKA);
12) cpaBka ¢ OCHOBHOT'O MecTa padOThI;
13) noroBop 0 MaTepHaTHHON OTBETCTBEHHOCTH
14) 3asBnenue o BeIOOpe HOpMBI BeICHUS TPYAOBON KHUKKU.
3.3. B mporecce padoThl K TUYHOMY JIeTy MPUOOIIAIOTCS:
1) nomosiHeHHE K aHKETe YCTaHOBJIEHHON (DOPMBI,
2)KOIUH TOKYMEHTOB, MOJTBEPIKIAFONIUX PO eCCHOHATbHOE 00pa3oBaHue (Ha OCHOBAaHUU
JUYHOTO 3asBJICHUS paOOTHUKA)
3) KOmMHM JOKYMEHTOB, IOJITBEPXKIAIOIINX MOBBIIMICHHE KBaTU(pUKAlMU (Ha OCHOBaHHH
JUYHOTO 3asBJICHUS PaOOTHUKA),
4) KONUHU TOKYMEHTOB, MMOATBEPKIAOIINX KBATH()UKAIMOHHYIO KaTETOPHIO (aTTeCTallMOHHBIN
JIMCT WK MPHKA3 MOATBEPIKAAIOIIYI0 KBATU(UKAIIMOHHYIO KATErOPHIO);
5) KOIUU PELIeHUH 0 HarpaXXJACHUH roCyJapCTBEHHBIMU U BEJOMCTBEHHBIMU Harpajami,
PUCBOCHUHU MOYETHBIX U CIIEUATbHBIX 3BaHUN, TPUCYKACHUN FOCYAAPCTBEHHBIX MTPEMUI U
T.J. (€CJIM TaKOBbIE UMEIOTCA) (HAa OCHOBAHUU JINYHOTO 3asIBJICHUS] pa0OTHHKA);
6) Konmuu TOKYMEHTOB O MEPEeBO/IEC Ha APYTYIO JOKHOCTh U YBOJILHEHUH;
/) AOMIOJIHUTEIbHBIE COTJIAICHUS K TPYJAOBOMY JIOTOBOPY;
3.3. Ilpu bopmupoBaHUU U BEIACHUH JIMYHOTO J€JIa UCIOJIb3YIOTCS KCEPOKOIUU JTOKYMEHTOB
P HAJTUYUU NPEABSIBICHHOTO MOIMHHUKA JOKYMEHTA.

B cnyuae orcyTcTBUS TOMIMHHHKA PaOOTHUK JOKEH MPEACTaBUTh HOTApPHAIBHO
3aBEPEHHBIC KOMUH JIOKyMEHTOB.
3.4. 3amnpenaeTcs XpaHUTh B JIMYHOM Jeie: konuu nacnopra, CHUJIC, MHH, cBuaeTenscTBa
0 POKICHUH, TiepeMeHe (aMUINM, UMEHHU, OTYECTBA, 3aKIIOYCHHHM W PAacCTOpPXKEHHHU Opaka
Y BOCHHBII OWIIET.
4.11opsiioK 3aM0THEHUSI AHKETbI, aBTOOMOrpaduu, J0MOJTHEHHS K aHKeTe, BKIIYaeMbIX

B JIMYHOE J1€eJI0 PA0OTHHUKA.

4.1 Ilopsadox 3anonnenus 0MOenbHbIX 2pag) aHkemol.
4.1.1. AHnkera 3amojHsieTcsi paOOTHHKOM COOCTBEHHOPYYHO. B aHkeTe He AOMyCKaroTCs
COKpaIlleHus, MPOYEpKH, HchpaBieHus. B aHkery BkieuBaeTcs (ortorpadusi pabOTHUKA
pazmepoM 30x40 mm.
4.1.2. Ilpu 3an0JHEHUU AHKETHI MCIOJIB3YIOTCS CIEIYIOIINE TOKYMEHTHI: IaCIOPT, TPyA0Bas
KHIDKKA, BOCHHBIA OWUJIET, TOKYMEHTHI 00 00pa3oBaHWU (IIUIIJIOM, CBUJIETEIBCTBO, aTTeCTarT,
YAOCTOBEPEHUE), JOKYMEHTHI, OATBEPKAAIOIINE YUEHYIO CTENEHb (YUEHOE 3BaHUE) U JIpyTHe
JOKYMEHTHI.
4.1.3. Ha Bce Bompochl aHKeThl PAOOTHHK JOKEH JaBaTh IOJHBIE OTBETHI B CTPOTOM
COOTBETCTBUM C TEMM 3alHUCSIMH,KOTOPBIE COJEPKAaTCi B €ro JIMYHBIX JOKYMEHTax,
OTpUIIATENIbHBIE OTBETHl B Tpadax aHKeThl Oe3 MOBTOPEHHUs Bompoca (Hampumep:YuéHas



CTETICHb — HE UMEIO).

414. B rpade «oOpa3oBaHHE» JODKHBI MPUMEHATHCS cleayiomue (OpMyJIUPOBKH:
«BBICLIEE, « HETIOJIHOE BBICIIEE), «CPEAHEE MPOPECCHOHATBHOE», CPEAHEE», B 3aBUCUMOCTHU
OT TOr0, KaKoil TOKyMEHT 00 oOpa3zoBaHMU uMeeTcs. Ecium paOOTHHUK 3aKOHYMI HECKOJIBKO
KYPCOB BBICILIETO YYEOHOI'O 3aBEJIEHHS, BBIHYKIEH ObLI IIpepBaTh 00y4YeHHUE WM 00y4YaeTcs B
JAHHOE BpeMs, TO 3alMCHIBAETCSA, CKOJBKO KYpPCOB OH 3aKOHYWJI WM Ha KakoM Kypce
oOyyJaeTcsi.

Cotpyanuku,o0ydaromuecs UM oOydaBIIMECS B CPEIHUX MNPOPECCHOHATBHBIX Y4EeOHBIX
3aBEJICHUSIX (TEXHUKYMBLKOJUICI)KM), HO HE OKOHYHMBIIWE HWX,JOJDKHBI OBITh OTHECEHBI K
JTUIaM,UMEIOIIUM cpefiHee (ToJIHOe 00Iee) WIM HEMoJIHOe cpeaHee (OCHOBHOE oOiiee)
o0Opa3oBaHue, B 3aBUCUMOCTH OT TOI'0,KaKOE€ OHU UMEJIN 00pa30BaHUE B MOMEHT MOCTYIUICHUS
B cpelaHee MpodeccHoHaIbHOE Y4yeOHOE 3aBEJCHHE,K JHUIaM,MMEIOIINM cpenHee (IOJIHOe
oOmree) obOpa3oBaHUE, OTHOCSTCA PAOOTHUKM, 3aKOHUYMBIIHME CPEIHUE IIKOJBI, IIKOJBI C
y4eOHBIM M3yuy€HHUEM Kakoro —Jjaubo mpeaMera, juies, TUMHa3uu. Jns paOOTHHUKOB,
OKOHYHMBIIUX NMPOQECCHOHATbHO-TEXHUYECKHE YUrauiia (Ui 00pa3oBaTeIbHbIe YUpEKICHUS,
K HHUM T[pUpaBHEHHbIE), YyKa3biBaeTcsi mpodeccus u paspsa. Jlunam, He HMeEOMUM
npodeccuoHanbHO-TEXHUUECKOr0  (HayalbHOro  IpodeccHOHaNbHOrO)  0Opa3oBaHMS,
npodeccus yka3blBaeTcs Mo OMbITY pabOThI.

OKOHUYHMBIIIHE TPH Kypca BBICIINX (MU MPUPABHEHHBIX K HUM) YY€OHBIX 3aBEJACHUN OTHOCSTCS
K JIUI[aM C HEMOJHBIM BbICHIMM oOpa3zoBaHueM. "CrenuanbHOCTh MO AUIIIOMY'" 3amoJHsAETCs
TOJIBKO Ha CIIELIMAJIUCTOB C BHICUIUM U CPETHUM CIelUalIbHBIM 00pa3oBaHueM. B 3Toii cTpoke
YKa3bIBAETCS CHEIUAIbHOCTh, TOJy4YeHHass IO OKOHYAHWU BBICIIETO WM CPEIHEro
CHelalbHOro y4eOHoro 3aBefieHus. CriennaabHOCTh M0 00pa30BaHUIO 3aIIMCHIBAETCS TOJIBKO
Ha OCHOBaHUU JUIIOMA.

4.1.5. B rpade «bbuin nu 3a rpaHunein» ykasbplBaeTcs MOJTHOE HAMMEHOBAHUE CTPAHBI, TOJ U
e npedpiBanus (Hanpumep: I'epmanusi-2005-Typroes3aka).

4.1.6.B rpade «Baru 61u3kue poACTBEHHUKNY MEPEUUCTISIOTCS BCE YWICHBI CEMbU C YKa3aHUEM
CTENEeHH POJCTBA (POIUTENH,CYNIPYTH,IETH, a TAK)Ke OpaThsi U CECTPBI) IPU STOM YKa3bIBAETCS
ux (pamunus, uMs, OTYECTBO, JIaTa POXKICHUS, MECTO PAOOTHI, TOKHOCTb.

4.1.7. B rpade «BrmonHsemas paboTra ¢ Hadaja TPYJIOBOH IEATEIBLHOCTH» OTPAKAIOTCS
CBEJEHUSI O paboTe B COOTBETCTBUM C 3alHCSIMH B TPYyNOBOM kHIbkke. Ecnm TpynoBas
JIeSITEIbHOCTh Hayaslach ¢ O0Oy4eHUs B TOM WM WHOM y4eOHOM 3aBEJICHUH, TO 3TOT MEPUOJ
TaKke oTMevaeTcs B JaHHOU rpade. Crofa BHOCSTCS U CBEICHUS O TIEpephIBaxX B pabOTE B CBA3H
c yuéOoi, OONE3HbIO,HAXOXKICHUSM Ha WXIUBEHUU W TOMY MOJOOHOE (HAmpuMmep: «HE
paboTamy, «HaXOAWJICS Ha TIEHCUM», «HAXOAWJICS Ha WXAUBEHUN», «Oonem»). Kpome Ttoro,
€CJIN CITY>KaIllUi 3aHUMAaJT pa3InyHbIe TOJKHOCTH, TO CIIEAYeT YKa3blBaTh BpeMsl MpeObIBaHUS
Ha KaXIOW MOJKHOCTU. B TpymOBYIO NesSTENbHOCTh HE 3alUCHIBACTCS BpeMsi y4€Obl B
0011e00pa30BaTENbHBIX IIKOJAX, MPO(PECCHOHANBHO-TEXHHUYECKHX VYUYMIUIIAX U K HHUM
MIPUPABHEHHBIX (CYBOPOBCKHE, HAXMMOBCKHE, BOGHHBIC YUMIIUIIA U T.A.). [Ipu mpoxoxaeHun
ciy>)kOp1 B BOOpyX€HHBIX CHJIaX YKa3bIBae€TCS JOJDKHOCTb, HOMEP BOMHCKOM 4YacTu
(YupexxaeHus) 1 B KaKOM OKpyre OHa HaXoAWjach, B Cllydae Mepexojia U3 OJHOM BOMHCKOM
YacTHU B JIPyT'yI0- HOMepa 3TUX YacTel U IaThl Iepexo/1a C yKa3aHUEM apecoB MECT CITy>KObI 3a
nocieauue 15 ner.

TpynoBas 1eATenbHOCTD 3alMCBHIBAETCA CTPOrO B XPOHOJIOTUYECKOM IMOPSIZIKE.

4.1.8. B rpade «/lononHuTeNbHBIE CBEACHUS» MOTYT YKa3bIBaThCs CBEACHUS O HarpakKICHUU
opaenamu, Meganaimu CCCP, Poccuiickoit denepannn, HTHOCTPAHHBIX FOCYJAapCTB, a TAKXKE
npucBoeHnn mNou€THBIX 3BaHUM CCCP, PCOCP, uHBIX COIO3HBIX TOCYJIAapCTB, a TaKXKe
npucBoeHun no4€THeIX 3BaHUN CCCP, PCOCP, unbIX coro3HbIX rocynapcts Poccuiickoit
@enepanuu. 3anucu MPOU3BOAATCS HAa OCHOBAaHMHM OPICHCKUX KHUXKEK, YJIOCTOBEPEHHU K
MeaasM, YKa30B U MPUKA30B O HArPaXKICHUH, TOOIIPEHHUH.

4.1.9. B rpade «OTHOmEHNE K BOMHCKON OOS3aHHOCTH M BOMHCKOE 3BaHHME» YKa3bIBAETCS



OTHOIIIEHHE PaOOTHUKA K BOMHCKOW OOS3aHHOCTH (HAMpHUMEpP: BOCHHOOOS3aHHbBIN(as1), Maiiop
3araca, CepKaHT 3araca).
JIn1o, OTBETCTBEHHOE 3a KaJpPOBOE JEIONPOU3BOJICTBO O053aHO MPOBEPATH NMPHU MPUEME Ha
paboTy y rpaxkiaH, NpeObIBalOIIMX B 3amace, BOCHHbIE OMJIETHl (BPEMEHHBIE yA0CTOBEPEHUS
B3aMEH BOEHHBIX OWJIETOB), a y Tpa)aaH ,OJUIekKAIIMX IPU3bIBY HAa BOEHHYIO CIYyXKOYy,
YAOCTOBEPEHUS TpaxkJIaH, MOAJEKAIUX NPHU3BIBY, YCTAHOBUTb, CTOUT JH Tpa)kJIaHUH(Ka),
NpUHUMaeMbli(as) Ha paboTy Ha BOMHCKOM yué€re. B ciiydyae oTCyTCTBUSI B BOEHHOM Oumiere
OTMETKHA O TOCTAaHOBKE HAa BOMHCKUN Y4Y€T (eciiu OH(OHA) SBJISIETCS BOCHHOOOS3aHHBIM (Oi1)
HE0OXO0IMMO HaNpaBUTh IpakJaHUHA(KY) B pallOHHBIN BOEHHBI KOMHUCCApHAT.
4.1.10. B rpade «/lomammumii agpec u HOMep TenedoHa» HEOOXOAMMO YKa3aTh MOYTOBBIN
unaekc.Ecnu agpec mponucku U MpoKMBAaHUS HE COBNAAAIOT, TO YKa3bIBatoTCcs 00a aapeca.
4.1.11. B rpade «IlacmopT wmnm AOKYMEHT,er0 3aMEHSIOUIUID ClEeIyeT yKa3blBaTh €ro
HOMEp,CEPHI0, KOTJja U KEM BBIJIaH.
4.1.12. AnkeTa NOJNUCHIBAETCS U 3aBEPSIETC:
- JINIIOM, TTOCTYTAIOIIUM Ha paboTy;
- OTBETCTBEHHBIM 3a KajpoBoe nenonpou3BoactBo MAJIOVY «/lerckuit cag Ne 384»neuarpio u
JaTOM, TOce TOro Kak OyJeT MpoBEpeHa MOJHOTAa M MPAaBWILHOCThH 3aIllOJIHEHUS aHKETHI B
COOTBETCTBUHU C NPEIbIBICHHBIMU JOKYMEHTAMH.
4.2. I[lopsook 3anonnenus asmoduospaguu.
4, 2.1. Asrtobuorpadusi cocTaBiseTcss B MPOU3BOJLHONH ¢GopMe COOCTBEHHOPYUYHO
rpaxaaHuHoM. B conepkanuu aBToOuorpaduu oOTpaxaroTcs: (QamMuwius, HUMs, OTYECTBO
rpaXKJIaHUHA, YUCIIO, MECSALl, TOJ U MECTO POXKACHHUS, MOJTyYeHHOEe OOpa3oBaHue (rAe, Koraa,
Kakasl CIIeMaIbHOCTh U B KaKUX y4eOHBIX 3aBEICHUSX), TPYA0Bas JACATEIbHOCTb, MOJIyYSHHE
JIOTIOJIHUTENILHOTO ~ 00pa30BaHus, OKOHYaHHE KypCOB TOBBIIICHUS  KBaJlU(UKAIIH,
NEPEnoAroToBKa, U3MEHEHUsI B Ouorpaduu M Ipyrue CBeleHUs, KOTOPhIE KeJlaeT OCBETUTH B
cBOel aBTOOMOTpaduu MOCTYMAOIINI Ha paboTYy.
4.3. /lononnenue Kk amkeme 3amOJHSETCS OTBETCTBEHHBIM 3a KaJpOBOE JEJIIONPOU3BOJCTBO B
nporecce paboThl MpU HEOOXOAUMOCTH BHECEHHSI B JINYHOE JIEJIO CBEJICHUU 00 N3MEHEHUSX B
npodecCHuOHAIbHOMN AESITebHOCTH paOOTHHKA.
4.3.1. B mepBoM pazzaene (PUKCHUPYIOTCS CBEIEHUS O TEPEeBOJAX Ha JIPYTUe JOJKHOCTH
(mepeMernieHus: ¢ ykazaHUEM JIaT BCTYIUICHHUS B JOJKHOCTh U YXOJla C HEe) CO CCBhUIKOM Ha
JOKYMEHTBI O Ha3HaYEHUH, IEPEBO/IC, YBOIbHEHHH.
4.3.2. Bo BTOpOM pazjiene OTpa)kaloTCs JaHHbIE O MPOQPECCHOHATIBLHOU AESTeNIbHOCTH
paboTHuKa (MOATOTOBKA, IMEPENOArOTOBKAW TIOBBIICHUE KBaIU(UKALUU, HArpaKICHHE
OpJCHAMH W MeEJajsiMU, TMPUCBOCHUE YYCHOW CTENEeHHM, YYEHOTO W TOYETHOr'O 3BaHMS,
npeObIBaHUE 3a TPAHUIICH,HAIO)KEHUE W CHSTHE B3BICKAHHM, M3MEHEHUS APYTUX YUYETHBIX
JTAHHBIX PAaOOTHHKA).
Bce BHOCHMBIE H3MEHEHUS JOKHBI OBITh TOATBEPKIEHBI COOTBETCTBYIOIIMMHU JJOKYMEHTAMHU.
OO0s13aTeIbHBIM PEKBU3UTOM JIOTIOJIHEHHUS K AaHKETe SBJIAIOTCS OTMETKH O TPOBEACHUU
NPOBEPOK HAJIMYUS U COCTOSHUS JMYHBIX Jjed. OTMmeTka [10/kKHAa OBITh CIEeIyIOIIETOo
COJIEP/KaHUsA: WIMYHOE JIeJ0 IPOBEPEHO», AaTa, MOJAINUCH IPOBEPSEMOI0 IMOMEINAIOTCS Ha
0o0paTHOI CTOpOHE JIMCTA TOCJIC 3aHECEHHBIX CBEACHUI.
4.4. Bce TOKYMEHTBI JMYHOTO JIejia MOMEIIAIOTCS B TAIIKy— CKOPOCIIMBATENb. TUTYJIBHBIN JIUCT
JUYHOTO Jiesia opopmIIsieTCsl B COOTBETCTBUU (TIprutoskeHue 1).
Ecm  dammmms  pabGoTHuKa mocie odopMIIEHUS JIMYHOTO  Jiea M3MEHsUIach,

TO cTapas (paMuius 3aKitoyaeTcs B CKOOKH, a HOBasl 3alMChIBAeTCs HaJl HEH.

Bce nOKyMeHTHI B mamke [JOJDKHBI pacroyiaraTbCsi B NPSIMOM XPOHOJIOTMYECKOM
MOPSJIKE.

[locne yBombHeHUsT paOOTHWKA W OCBOOOAMBILIMICS HOMEp INPHCBAMBACTCA BHOBH
MPUHATOMY PaOOTHUKY.
4.5. JIns XpaHeHUs JIMYHBIX JIe]1 pAOOTHUKOB UCIOJIB3YIOTCS CEeH(bl UM HAJIEKHO 3aIIUpaEMble



U OlleyaThIBaeMbl€ IIKa(bI.

5. BHyTpeHHSISl OIUCH JOKYMEHTOB, CO/IeP/KALIUXCS B JUYHOM JeJie.
5.1. JloKyMeHTbI, NpUOOIIEHHBIE K JUYHOMY Jely paOOTHHKA Iepea cladeil B apXwus,
OpOILIOPYIOTCS, TUCTHI HYMEPYIOTCS apaOCKMMU IU(PpaMy YepHBIM IpaUTHBIM KapaHAalloM B
MIPaBOM HMKHEM YTy, K JIMYHOMY JI€Ty NPUJIAraeTcsi BHYTPEHHSIS OIHUCH.
5.2. BHYTpeHHs ONUCh COCTAaBISETCS Ha OTACIBHOM JIUCTE IO YCTAaHOBJIEHHOH ¢opme
(mpunmoxenue 2).

6. Ilopsiaok BbIIAYM JTUYHBIX eI BO BpeMEeHHOe N0J1b30BaHHe.

6.1. JImaHoe neno paboOTHHKA MOXKET OBITh BBIJAHO BO BPEMEHHOE TOJIb30BaHNE JIOJDKHOCTHBIM
JTUIaM, KpYyr KOTODPBIX OIpenessieTcsl 3aBeAyIoLIed YCTaHOBJIEHHEM CpOKa BPEMEHHOTO
MOJIb30BAHMSI.

[Ipu paboTte ¢ AMYHBIM JEJIOM, BBIJAHHBIM BO BPEMEHHOE MOJb30BaHUE, 3alpeniaeTcs
MPOU3BOJIUTh KaKHe-TMOO HCIpaBiICHUS, BHOCUTh HOBBIE 3allMCH, W3BJIEKaThb JOKYMEHTBI,
pasriamaTh coJepKaluecss B HeM KOH(UIeHI[MAIbHbIE CBEJCHUS.

[Ipu u3BNEUEHUN KaKUX-TMOO JOKYMEHTOB U3 JIMYHOIO JIENa U0, OTBETCTBEHHOE 32 BEICHHE
JUYHBIX JIe], 00s13aHO cJieaTh BO BHYTPEHHEH OMMCU COOTBETCTBYIOLIYIO 3aIUCh.

6.2. Jlng KOHTpOJS 3a CBOEBPEMEHHBIM BO3BPAaTOM BBIAAHHBIX WJIM BBICIAHHBIX IS
O3HAaKOMJICHHS JIMYHBIX JeNl WIA NPEeIOTBPALIEHUS HMX YTpaTbl MOXKET HCIOJIb30BATHCA
KOHTpPOJIbHAs KapTouka, KOTOpas 3aloJIHAETCA Ha KaxKaoe Jieno. B Hell yka3pIBaeTcsi HOMEp
JUYHOTO Jena, pamMuiins, uMs, 0TYeCTBO pabOTHUKA, HA KOTOPOTO OHA 3aBe/CHA, J1aTa BblIayu
JUYHOTO JieJia, KOMY OHO BbIJIaHO, paclycKa B OJy4YE€HUH, HOMEp CiIykeOHoro TenedoHa nuna,
MOJIYYMBILIETO JIEJIO U JAaTa BO3Bpara Jena.

6.3. Ilpu Bo3Bpare Jena THIATENLHO MPOBEPSIETCSI COXPAHHOCTH JOKYMEHTOB, OTCYTCTBHE
NOBPEXKICHH, BKIIFOUECHHUS B JI€JI0 IPYTUX TOKYMEHTOB WA IOJMEHBI JOKYyMEHTOB. IIpocmoTp
JieJia MIPOU3BOJUTCA B NPHUCYTCTBUM PYKOBOAMTEINA yupexkaeHud. Ilepemada nuUHBIX Jen
3aBENYIOIIEH 4Yepe3 ceKkperaps WM JPYrux JUll He Jaomnmyckaercsd. Jpyrue pykoBOauTEIn
NOJIPa3/IeICHUd MOTYT 3HAKOMMTBCS C JIMYHBIMU JEJIaMH IMOJAYMHEHHBIX UM COTPYJIHHUKOB.
O3HakOMJIEHHE C JIeJlaMH OCYIIECTBIISIETCS B MOMEUIEHUH,I/Ie HAXOJATCS JIM4YHbIe nena ( B
IpUEMHOM 3aBefyrollel moja HabmoeHneM pabOTHHKA, OTBETCTBEHHOTO 3a COXPAaHHOCTh U
BeJICHUE JINYHBIX JeT. Bpems paboThl (03HAKOMJICHHS) TOJDKHO OTPaHUYUBATHCA MpeaesiaMu
oJHOTO paboyero qHs. DakT O3HAKOMIIEHUSI (PUKCUPYETCS] B KOHTPOJILHON KapTOUYKe JIMYHOTO
nena.

6.4. Jluunoe neno paboTHHKA HE BBIJACTCS Ha PYKU paOOTHHUKY BO BPEMEHHOE MOJIb30BaHUE.
6.5. Beinaya nu4HBIX e (OTAENbHBIX JTOKYMEHTOB B COCTaBe JUYHOTO Jelia) BO BPEMEHHOE
MOJIb30BaHWE JPYTUM OpraHu3anusM (YUpEeKICHHSM) TPOU3BOJUTCS C pa3pelICHHUs
3aBeIyIONIel Ha OCHOBaHMM HaJUIekKaluM oopazom odopmiieHHoro 3ampoca. O Beiade aena
COCTaBIIACTCA aKT, OJJUH U3 IK3EMIUISIPOB KOTOPOTO MEPEAAETCA BMECTE C JIETIOM (JIOKYMEHTOM)
MPEACTABUTEIIO0 3alpalllMBaOIE CTOPOHBL, @ BTOPOM DSK3EMIUISIP XPAHUTCS B JeNax
OpraHu3aly A0 BO3BpalIEHUs Jena (JIOKyMEHTa) B MECTO XPaHEHUS.

N3paTne OTAenbHBIX JOKYMEHTOB M3 JIMYHOIO Jieda IPOU3BOJIUTCSA C Pa3pelleHUus
3aBeayronieit ¢ opopMIICHHEM COOTBETCTBYIOMIEH 3anucu B rpade «lIpumeuanue)» BHyTpeHHEH
onucu. [Ipn BpeMEHHOM H3BATUM [IOKyMEHTAa Ha €ro MecTO (MEXIy JINCTaMH COCEIHMX
JIOKYMEHTOB) BKJIQJIbIBAETCSl CIIpaBKa-3aMECTUTEINb (KapTa-3aMECTUTENh) C YKa3aHUEM JIaThl U
IIPUYMH U3BATHUS C MOANKCHIO JUIA, BBIIABIIET0 JOKYMEHT, U MOJIMUCHIO JINLA, [TOJYYHBILIETO
€ro BO BPEMEHHOE I10JIb30BAHHUE.

/. IlopsinoKk 03HAKOMJICHHS C JIUYHBIM 1€J10M Pa0OTHHKA.

PaboTHuK MMeeT mpaBo Ha O3HAKOMJIEHHE CO BCEMH MaTepHajiaMHi U3 CBOETO JINYHOTO
nena.

7.1. O3HakoMiIeHHE paOOTHHKA C JOKYMEHTaMHU CBOETO JIMYHOTO JIeja MIPOBOAUTCS 10 MPOCchoe
camoro pabOTHHUKA.



7.2. PaOOTHHK CaMOCTOSITEIHFHO B MMMCBMEHHOUW (pOpMe pernaeT BOIpoc Mepenadn KoMy-ITu0o
CBEIEHMII 0 ce0e 3a HCKIIOYEHHEM CIIy4aeB, MPEIyCMOTPEHHBIX 3aKOHOAATEIbCTBOM
Poccuiickoit @enepanun.
7.3. ®aKkT 03HAKOMJICHHS C JMYHBIM JIEJIOM PaOOTHHKA YAOCTOBEPSETCS JTMYHOU MOAMUCHIO
COTPY/IHUKA B JINCTE O3HAKOMJIEHUS C JIMYHBIM JIEJIOM C YKa3aHUEM J1aThl 03HAKOMJICHUSI.
7.4. PabotHuK o00s3aH CcOOOIIaTh OTBETCTBEHHOMY 3a KaJpOBOE JEIOMPOU3BOACTBO 00
M3MEHEHHUHU T€X WM UHBIX NEPCOHATbHBIX JIaHHBIX.
7.5. PabOTHHK UMeeT MpaBo Ha MOJyYeHHUE KOMUHU JIF00O0Tr0 JOKYMEHTA, COJIEPKalIerocs B €ro
JUYHOM JieJie, Ha OCHOBaHMM NHCbMEHHOrO 3asBJIEHHWA Ha uMs 3asenytouieil. Kommu
JOKYMEHTOB JOJKHBI ObITh 3aBEPEHBI HaAJIeXKallUM 00pa3oM U MPeIOoCTaBIAThCS paOOTHUKY
0€3B0O3ME3/IHO B TEUEHUE TPEX JHEH CO AHS MOAauu 3asBICHHUS.

8. [lopsinoK MOATOTOBKY U CAAa4¥ JMYHBIX /IeJl B APXUB.
8.1.JIuunble nena oTHOCATCS K JIOKyMEHTaM BpeMeHHOro (cBeimie 10 jeT) cpoka XpaHeHHs U
MOJJIeXKAT XpaHEeHUI0 B TeueHue 50-75 JeT co 1Hs yBOJIbHEHHs pa0OTHHUKA.
8.2.JIuuHble ena YBOJEHHBIX PAOOTHUKOB O(QOPMIISIIOTCS B COOTBETCTBUU C HACTOSIIEH
MHCTPYKLMEH U XpaHSITCS B apXUBe al(paBUTHOM MOPSJIKE.
8.3.IlpenapxuBHasi MOATOTOBKA JUYHBIX JEJI BKJIKOYAET JBE MpOIeaAypbl: odGopMieHUS U
OMMCAHUS JIe.
8.4.0dopmnenue nen npearycMaTpuBaeT:
- MEePErpyNnMnupoOBKY JOKYMEHTOB B MPSMOM JIOTUYECKOU MOCIIEI0BATEIBHOCTH (€C/IU TaKOBas
HEOOXOIMMOCTh UMEETCS);
- U3bATHE TOKYMEHTOB BPEMEHHOI'O CPOKa XpaHeHUsl (HaJJOOHOCTh, B KOTOPBIX MUHOBAJIA);
- HyMepalHuIo JIMUCTOB B jeje (IPOU3BOAUTCS MPOCTHIM IpU(EIbHBIM KapaHAAIOM B BEPXHEM
IPaBOM YIJIy JIUCTA), HOMEPYIOTCS] HE CTPAHULIBI, & JIUCT;
- COCTaBJICHUE 3aBEPUTEIILHOM HAKCH JIeNa,;
- NOJIIMBKY Jena (B 00N0XKKY Ha 3 IPOKOJIA, MPEIBAPUTEIbHO YAAIUB BCE METAUINYECKHE
3a)KUMBI, CKOOBI, CKPEITKH C JOKYMEHTOB);
- BHECEHUE HEOOXOUMBIX YTOUYHEHHH B PEKBU3UTHI OOJI0XKKH JI€a.

K BHyTpeHHell omucu cOCTaBIsi€TCSI WUTOroBasl 3alMCh, B KOTOPOH YKa3bIBaeTCS
uppaMu U NPONHCHIO KOJIWYECTBO BKJIIOUYEHHBIX B HE€ JOKYMEHTOB M KOJMYECTBO JINCTOB
nena.
8.5.1lpu omnucu B nHCTe-3aBEPUTENIE OTPAKACTCS UCTUHHOE (PU3HUECKOE COCTOSHUE JIMYHOTO
7ieJla HA MOMEHT €ro NpeAapXUBHOM MOATOTOBKU. B TOKyMeHTe yKa3bIBaeTcs:
= HOMEp JIMYHOTO JIea,
=  uHpopManus 006 UMEIOIUXCS B HEM JIMCTax (KOJIUYECTBO),
=  yHpOpMalMI O COCTOSIHUU OTIENIBHBIX JOKYMEHTOB WJIM MX KOMNHH, BJIOXEHHBIX B JEJO

(HarpuMep, UMEIOLIUIICS TOKYMEHT 3aKJIeeH, Ha/IOpBaH, yTpayueH).

8.6.JIucT-3aBepuTenp CIy>KUT JUIs ydeTa KOJIMYEeCTBa JIMCTOB B Jieie M (hUKcauuu

0cOOEHHOCTEH HX HyMepaluH, TIJie YyKa3blBaeTcs NIHU(paMHd U TPONHUCHIO KOJIMYECTBO

IIPOHYMEPOBAHHBIX JIMCTOB JI€Ja U OTIENBHO, Yepe3 3HaK «+» (IUII0C) KOJIMYECTBO JIMCTOB

BHYTPEHHEW OnuUCH. 3aBEpUTENIbHAS HAJNUCh MOJNUCHIBAECTCS €€ COCTABUTENIEM C yKa3aHHUEM

paciupoBKH MOANUCH, TOIHKHOCTH U AAaThl COCTABICHUS U MOIINBACTCS K JICIy.
3ampenaeTcsi BHIHOCUTH 3aBEPUTENBbHYIO HAANMUCh Ha OOJIOKKY JieJla WM YHUCTHIH

000pOT JIMCTa TOCIETHETO TOKYMEHTA.

8.7. Odopmiuenue nen Uil mepefaddl B apXHMB OCYILECTBISIETCS B TOMY, CIEIYIOLIIUM 32

JIEJIONPOU3BOJICTBEHHBIM B TEUEHHUE BCETO I0/1a.

9. O0s3aHHOCTH OTBETCTBEHHOI'0 32 KA/IPOBOe /1eJIONPOU3BOACTBO MOBEIEHUI0 JHYHBIX
aea padorauxkos MAJIOY

9.1. B 00s3aHHOCTH OTBETCTBEHHOT'O 3a KaJpPOBOE EIIOMPOU3BOJICTBO,0CYIIECTBIISIONIETO

BEJICHUE JINYHBIX €], BXOJIUT:

- MpuOOIIeHNEe K JUYHBIM JejaM JOKyMEHTOB, MEPEUYHCICHHBIX BIYHKTaX 3.29acTH 3 W B



nyHkTax 5.1 u 5.2 yactu 5 Hacrosameit Uucrpykuuy;
- TpOBEpKa TIOJHOTHI 3allOJIHEHHUS AaHKETbl W COOTBETCTBUSA  YKa3aHHBIXCBEJCHUH,
MPENBSABISAEMBIM TPU TOCTYIUIEHUH JOKYMEHTaM (MacmopT, TPyAoBas KHUXKKA, BOEHHBIM
Ouser, JOKyMEHThI 00 0Opa3oBaHHMM (JUIUIOM, YJAOCTOBEPEHHE, CBHACTEIBCTBO, aTTECTaT),
JNOKyMeHThl Bricieli arrecraunonHoil komuccnu (BAK) o npucyxaeHun ydeHol cTeneHu u
MPUCBOCHUH YUEHOI'O 3BaHUS (IUILJIOM, aTTECTAT, U APYTHUE);
- 3aBEpPEHHE AHKETHI;
- obecrieueHne COXPaHHOCTU U y4yeTa JIMYHBIX JIe;
- obecnieueHne KOH(UICHIIMAIBHOCTH CBECHUH, COAEepKAIINXCS BINYHBIX J€Jax;
- O3HaKOMJIeHUE PaOOTHUKOB C TIOKYMEHTaMH UX JIUYHBIX JIET;
- U3bSITHE TIOKYMEHTOB, HAJOOHOCTh B KOTOPBIX MUHOBAJIA.
- IpeJjapXUBHAas MOATOTOBKA JINYHBIX JIET;
- Iepejiaya B apXuB.
9.2. JInuynsle fena paOOTHUKOB XPAHATCSA Y PYKOBOJUTEINS WM OTBETCTBEHHOT'O 32 KaJpOBOE
JIEJIONPOU3BOJICTBO KaK JOKYMEHTBI CTPOrOi OTUETHOCTH.
9.3. B nensx obecrieueHusi KOHTPOJISA 32 COXPAHHOCTBIO JIMYHBIX JIEJT €KErOHO MPOBOJUTCS
MPOBEpPKa HATTMYMS U COCTOSIHUE JTMYHBIX Aesl. DakT npoBepku (PUKCUPYETCSI B COOTBETCTBUU C
(npusnoxxeHueM 3), a BBIABICHHBIE B XOJI€ NPOBEPKH HENOCTATKH (DPUKCHPYIOTCS B aKTe,
KOTOpBIM TOCNie YTBEpXKACHUS NpelceaaTresieM MNPOBEPOYHOM KOMHUCCHUHM MPEACTaBIIACTCS
3aBEYHOLICH.
9.4. OtBeTcTBEHHbIE 3a KaJpOBOE JIEJOMPOU3BOJACTBO, YIOJHOMOYEHHBbIE HAa BEJCHUE U
XpaHEHUE JTUYHBIX JIeJ], HECYT TUCUUIUIMHAPHYIO U MHYIO0 OTBETCTBEHHOCTb 3a pasrialleHHe
KOH(GUICHIIMABHBIX CBEJIEHUM, COJEpKAIIMXCs B JIMYHBIX JIENaX, M 3a MHbIE HApPYyIICHUS
NOpsJIKA BEJICHUS JIMYHBIX eIl

10. 3ak/04uTeIbHBIE T0JI0KEHHS.
10.1. [nst mpaBUJIBHOM TPYNIUPOBKHU U y4€Ta TIOKYMEHTOB 10 KaJpOBOMY JI€JIONPOU3BOACTBY
JUYHBIE Jlella BKJIIOYAIOTCS B HOMEHKJIATYpYy e MOJA OTHAEIbHBIM MOPSJIKOBHIM HOMEPOM
(komom).



K MOPSIZIKY BEJICHUSI JIMYHBIX JIe] paOOTHUKOB

HNunexc nena

ITpunoxxenne Nel

Omucp Ne.
Jleno Ne

(Ha3BaHUE OpraHU3aIUN)

JIMYHOE AEJIO

Jlata Hayana

(bamMunus, UMs1, OTYECTBO PAOOTHHKA)

JlaTta OKOHYaHHUS

Ha JIACTaX

XpaHUTh JeT

Omucek Ne
Jleno Ne



K MOPSIIKY BEJIEHUS JIMYHBIX Je]1 paOOTHUKOB

BHYTPEHHS S OIIUCH

JOKYMEHTOB Jiejia Ne

IIpunosxxenne Ne2

Ne HNupexc Hara HaszBanmue Homepa IIpumeyanue
n/n JOKYMEHTAa | [OKYMEHTa | JOKYMeHTa | JINCTOB Jiesa
Hroro:

KOJINYCCTBO JIMCTOB BHYTpCHHCﬁ OIMNCHU

Cnenuanuct o Kaapam:

«

»

20

MOJITHCH

roa

pacmu@poBKa MOAMHCH




IIpunoxxenne Ne3
K MOPSIIKY BEJIEHUS JIMYHBIX Je]1 paOOTHUKOB

OTMETKA
O PE3YJIBTATAX NIPOBEPKU COCTOSHUA U HAJIMYUSA JIMYHOI'O AEJIA

damMujus, UMs, 0TYECTBO:
JloIKHOCTD:

JInunoe mero Ne

Jara npoBepkn ®UO 4wieHOB KOMHUCCHHT IMopnucu yieHoB PesynbTaT npoBepku
KOMHCCHH
Jlnqnoe  memo  Ne
COOTBETCTBYET
TpeOOBaHUSIM
3aKOHOJIATENbCTBA u
TIOJTOKEHUIO BEJCHUS

JIMYHBIX €I pa60THI/IKOB




