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NHCTpyKUMS
0 NopsAAKe BefeHUS NUYHbIX AeN paboTHUKOB
MALOY «[eTcknii cag Ne 61 KOMOMHMPOBAHHOIO BUaa»
1. O6LLUMEe MNONOXKEHMS.
1.1. HacToAwaa MHCTPYKLMS yCTaHaBMBaeT NOPAAOK (POPMUMPOBaAHUA, BEAEHUA U XpPaHeHWs
NNYHbIX aen pabotHnkos MALOY «[eTckuin cag Ne 61».
1.2. IHCTpYyKLMs pa3paboTaHa B COOTBETCTBUN C:
- Tpy#oBbIM KofieKcom Poccuinickor degepauun,
- ®epepasibHbIM, 3aKOHOM.N 152-03 «O nepcoHanbHbIe JaHHbIX.»,
- NpuKa3oM MuHKynbTypbl P® oT 31.03.2015 Ne526,
- NpuKasom Pocapxuma o1 20.12.2019 Ne236.
1.3. PaboTogartenb B nuLe 3aBefytoLeit (ganee - 3asegytowmin) MALOY «[eTckuid cag Ne61»
obecreynBaeT 3aWmUTy NepcoHaIbHbIX AaHHbIX PAGOTHUKOB, COAEPXKaLMXCA B IMYHbIX Aenax,
OT HenpaBoOMepPHOro MX UCMO/b30BaHUA UK YTPaTbI.
1.4. 3asegyrowmin MALOY «[etckuid cag Ne 61» onpefenser nvy, YNOIHOMOYEHHbIX Ha
nonyyeHne, 06paboTKy, XpaHeHWe, nepegadvy v 1t060e Apyroe 1Cnosb3oBaHne NepCcoHasIbHbIX
[aHHbIX PabOTHNKOB, COAEPXKALMXCA B IMYHbIX Aenax.
2. JlnyHoe geno paboTHMKa.
2.1. JInuHoe aeno paboTHMKA — 3TO COBOKYMHOCTb [OKYMEHTOB, COAepXKalimX CBEAEeHUs O
paboTHUKe 1 nepuofe pabotel B MALAOY «eTcKuin cag No 61».
2.2. JInuHoe [eno paboTHMKA OhOPMASETCH B TPEXAHEBHbLIN CPOK MOC/e Ha3HAYeHWUs ero Ha
LO/MKHOCTb.
2.3. JInyHoe pfeno paboTHMKA BefeTCs OTBETCTBEHHbIM 3a KajpoBOe [e/onpou3BOACTBO
paboTHUKOM MALOY «[eTckuii cag Ne 61».
2.4. 3anpellaeTca nonyyartb, obpabaTbiBaTh M NpMobLaTb K NIMYHOMY feny paboTHMKa He
yCTaHOB/IEHHbIe (PefepasibHbIMU 3aKOHaMW MepCcoHasIbHble AaHHble O ero MNOUTUYECKMX,
PENIUTNO3HBIX W WHbIX YOEXAEHUAX, YaCTHOW XKM3HW, YNEeHCTBe B  0OLLECTBEHHbIX
06beaVHEHNSAX, B TOM YKC/E B NPOMECCUOHAbHBIX COHO3aX.
2.5. CsefleHns, cofiepXXalymecs B IMYHOM fefle PaboTHUKA, SABNAOTCA KOH(DUAEHUMAIbHBIMA.
2.6. JInuHble gena ohopMISKOTCA Ha BCeX LWTATHbIX paboTHUKOB MALOY «JleTckunin cag Ne
61».
3. CocTaB JOKYMEHTOB, BK/IHOYAEMbIX B JIMYHOE [e/10 paboTHUKA.
3.1. CocTaB AOKYMEHTOB, BK/IHOYaEMbIX B IMYHOE Aen0 paboTHUKA, 3aBUCUT OT [LO/HKHOCTM,
KOTOPYHO OH 3aHUMaET 1 CNeumgunKn ero cny>kebHom fesTeNbHOCTH.
MepBOHaYa/IbHO B INYHOE Ae/0 TPYNNUPYHOTCA AOKYMEHTbI, OhopMAOLLMe NPOLLece npremMa
Ha paboTy, a BMOCMeACTBMM - BCE OCHOBHblEe [OKYMEHTbI, OTpaxarouiue npouecc paboTtbl B
MALOY «JleTckuii cag Ne 61».
3.2. Mpn nepBoHa4Ya/lbHOM O(OPMIEHUN NNYHOTO Aena PaboTHMKA B Hero BK/IKOYaKOTCA
crepyrowme JOKYMEHTbI:
1) aHKeTa yCTaHOBNEHHOWN (hopMbl C (hoTorpadneit;



) aBTO6GMOrpacus;

) IMYHOE 3asB/fIeHNe LA, NPeTeHAYOLWero Ha 4o/mkHocTb B MALOY «[eTckuin cag Ne 61»;
) TPYA0BOI [0roBop 6e3 A0MKHOCTHON UHCTPYKLUN;

) KOnus npukasa o npueme Ha pabory;

OcnpaBka 06 OTCYTCTBUW CyAMMOCTMH;

") NUCbMEHHOE corfiacue Ha 06paboTKy NepcoHasbHbIX AaHHbIX;

[) cornawweHmne o HepasrnatleHve NepcoHabHbIX AaHHbIX (415 TEX, Y KOro eCTb AOMYCK K
repCoHa/IbHbIM AaHHbIM 4PYTuX);

?) KOMMM [OKYMEHTOB 006 06pa3oBaHuW, 0O6yYeHWW, MepeobyyeHnn, MOBbILLEHNM
KBa/MmKaumm (ecnm 0bydeHme npoxoamno 3a cyet cpeacts MALOY «[etckuid cag Ne 61»);
10) KomMuM  [OKYMEHTOB, MOATBEPXKAAIOWNX  KBUIMPUKALMOHHYKD  KaTeropuio
(aTTecTaumMOoHHbIA NNCT) UK NPUKa3 NOATBEPXKAAOLLYHO KBUM(DUKALMOHHYIO KaTErOpuio);

1) Konuu pelleHWin O HarpaXgeHWn rocyfapCTBEHHbIMU M BELOMCTBEHHBIMU Harpafamu,
MPUCBOEHMMN MOYETHLIX U CMeuuanbHbIX 3BaHWI, NMPUCY>KAEHUN TOCYAAPCTBEHHbIX MPEMUIA U
T.4. (eCnv TakoBble MMeOTCS) (HA OCHOBaHWM IMYHOTO 3aB/1IEHNA PabOTHNKA);

12) cnpaBKa C OCHOBHOI0 MecTa paboTbl C YKa3aHMeM rpauka paboTbl, 3aBepeHHas Kornus
TPYZAO0BOIN KHWXKM (4151 COBMECTUTENEN);

13) 3asB/1eHMEe O MOCTaHOBKE Ha MUTaHWe;

14) porosop 0 MaTepUabHON OTBETCTBEHHOCTU (4/11 MaTepua/ibHO OTBETCTBEHHbIX /NLL);

15) 3asBneHve 0 Bbibope (hopMbl BEAEHNA TPYLOBON KHVXKKU.

3.3. B npouecce paboTbl K IMYHOMY Aefly NprobLLatoTCs:

1) LJONO/THEHNE K aHKETe YCTaHOBMEHHOW (POPMbI;

2) aTTeCTaUMOHHbIE NINCTLI;

3) Konuu AOKYMEHTOB, MOATBEPXKAAOLLMX NPodeccMoHanbHOe 0bpa3oBaHue (Ha OCHOBaHU
JMYHOT O 3asB/1IEHNS PabOTHUKA)

4) KOnUW [OKYMEHTOB, MOATBEPXAAloLWMX MOBbILLEHNe KBaM(pmMKauum (Ha OCHOBaHUK
NMYHOT O 3aAB/IEHNA PabOTHUKA),

5) Konuu JOKYMEHTOB, NOATBEPXAAOLUMX KBA/IM(IMKALMOHHYHO KaTeroputo (aTrTecTauoHHbIN
NINCT U NPUKA3 MOATBEPXKAAIOLLYI0 KBUIMPUKALMOHHYHO KaTeropuio);

6) KONuW peLLeHnin 0 HarpaXXaeHMn rocyaapCTBEHHbIMI M BELOMCTBEHHbIMW Harpafamu,
MPUCBOEHMMN MOYETHBIX U CNeLnanbHbIX 3BaHWI, NPUCYXAEHUN FOCYAaPCTBEHHBIX NPEMUIA 1
T.4. (EC/M TakoBble MMeTCA) (Ha OCHOBAHMM IMYHOTO 3asB/1IEHNSA PabOTHUKA);

7) KOMuun LOKYMEHTOB O MePeBOAe Ha APYryH AO/MKHOCTb U YBO/SIbHEHWM,

8) fono/HUTEIbHbIE COr/alleHns K TpyL0BOMY [OroBopy;

9) CpPOYHbIN TPYL0BOI LOrOBOP Ha COTPYAHUKA, 33[eMCTBOBAHO B OKa3aHWW NIATHbIX YCAYT U
ABNAIOLLErocA Y1eHOM BPEMEHHOIo TPYLOBOro KOMMeKTuBa.

Ap. LOKYMEHTbI, 06pa3ytoLLmecs BO BpeMs TPYA0BOM AesTeNlbHOCTM paboTHMKA.

3.3. Mpu hopMmpoBaHMM N BELEHUW NIMYHOTO [efia UCMOJb3YHTCA KCEPOKOMUU AOKYMEHTOB
Npy HAIMYUKU NPeSbABIEHHONO NOAJ/IMHHKKA JOKYMEHTA.

B cnyyae oOTCyTCTBMS MOA/IMHHMKA PabOTHMK [O/MDKEH NPeACTaBUTb HOTapuasibHO

3aBepeHHbIe KONUn JOKYMEHTOB.

3.4. 3anpellaeTca XpaHUTb B IMYHOM fAene: konuwu nacnopta, CHWJIC, HH, cBuaeTenscTea
0 POXKAEHUW, MNepemeHe (aMuInM, MMEHW, OTYeCTBa, 3aK/IIOUYEHUN W PacTOPXKEHUW Opaka
1 BOEHHbIV GU/eT.

4. Tlopsgok 3anosiHeHNA aHKeTbl, aBTobuorpagmm, LONO/THEHNA K aHKETe, BK/THOHaeMbIX

B /INYHOE fe/10 PaboTHUKA.

4.1 T1opsAfOK 3aMn0NHEHNA OTAe/bHbIX rpad) aHKeTbl.

4.1.1. AHKeTa 3anofiHaeTcs paboTHMKOM COBCTBEHHOPYYHO. B aHKeTe He AonyckatoTcs
COKpaLleHunsi, MpoYepKn, WcnpasfeHns. B aHKeTy Bk/emBaeTca oTorpagms paboTHMKA

pasmepom 30x40 mm.
4.1.2. Npn 3anonHeHMM aHKEeTbl UCMNO/b3YHOTCA CheaytoLme 4OKYMeHTbl: MacnopT, TpyLoBas



3rMKKa. BOEHHbIA OUNET, AOKYMEHTbI 06 06pa3oBaHMKM (AWMIOM, CBUAETENbLCTBO, aTTecTar,
W/I0CTOBEPEHME). JOKYMEHTbI, NOATBEPXKAAIOLLME YUHEHYIO CTeneHb (Y4eHoe 3BaHueE) 1 Apyrue
[OKYMEHTB!.

U.3. Ha Bce Bonpocbl aHKeTbl PabOTHUK [O/MKEH AaBaTb MOJHble OTBETbI B CTPOrOM
COOTBETCTBMM C TEMW 3anucaMK, KOTOpble COLEPXaTca B €ro JIMYHbIX [JOKYMEHTax,
oTpuuaTtesibHble OTBETblI B rpadax aHKeTbl 6e3 MOBTOpPeHMs Bonpoca (Hanpuwvep: YuyéHas
CTEeNeHb - He UMED).

414. B rpaje «obpazoBaHMe» [OMKHbI MNPUMEHATLCA Ccriefytowme  (HopMyIMPOBKK:
«BbICLLUEE», « HEMOJIHOE BbICLLEE», «CPeAHee NPOMECCUOHAIbHOEY», «CpefHee», B 3aBUCMMOCTY
OT TOro, Kakon [OKyMeHT 06 o6pa3oBaHuM MMmeeTcs. Ecnm paboTHMK 3aKOHUMN HECKO/bKO
KypCOB BbICLLUEr0 Y4ebOHOro 3aBefleHns, BbIHYX/eH Obln npepeaTb 06yyeHMe v obyyaeTcs B
[AaHHOE BpPeMs, TO 3anuCbIBAeTCH, CKOMIbKO KYPCOB OH 3aKOHYM/T WM Ha KakoM Kypce
06y4aeTcs.

CoTpyAHUKK, obyvaroLimecs uam oby4daBLUMECA B CpefHWX MPOECCUOHaIbHBIX YUYebHbIX
3aBefleHNAX (TEXHUKYMbI, KOMMeMKN), HO He OKOHUMBLUME WX, LO/MKHbI ObITb OTHECEHbI K
nmuaMm, UMerolwmM cpefHee (nonHoe o6LLee) WAM HenonHoe cpefHee (OCHOBHOe 0OLLee)
06pasoBaHue, B 3aBUCUMOCTM OT TOr0, Kakoe OHW MMeSIn 06pa30BaHme B MOMEHT MOCTYM/IeHMS
B CpefHee npodeccmoHasibHoe y4yebHOe 3aBefieHue, K fmuam, Umerowmm cpegHee (NosiHoe
obLee) 0b6pa3oBaHMe, OTHOCATCA PabOTHMKW, 3aKOHUMBLUME CPEeAHME LUKO/bI, LWKO/Mbl C
y4yebHbIM M3y4YeHMeM Kakoro - vbo npegmeTa, nuues, rMMHasuui. [nsa paboTHMKOB,
OKOHYMBLLMX NPOJeCcCUOHaNIbHO-TEXHUYECKME yunamwa (Uim obpasoBaTesibHble YUpexXaeHus,
K HUM MpuUpaBHeHHbIE), YKasblBaeTca npodeccns U paspsag. Jlmuam, He  MMeoLwmm
npodeccnoHanbHO

-TEXHMYECKOro (Ha4yalbHOro NPoeccnoHaIbHOr0) 06pa3oBaHmMs, NPoOQeccns ykasblBaeTcs Mo
OnbITy paboTbl.

OKOHuUMBLUME TPU Kypca BbICLUMX (U MPUPaBHEHHbIX K HAM) YYeOHbIX 3aBefeHNIA OTHOCATCS
K IMLam C HeNo/HbIM BbICLLUMM 06pa3oBaHveM. "CnelnanbHOCTb Mo AuniIoMy™ 3arnofHAeTca
TONbKO Ha CMEeLMaICTOB C BbICLLUUM U CPeAHMM CrelmanibHbIM 06pa3oBaHyeM. B aToi cTpoke
yKa3bIlBaeTCA CneumasbHOCTb, MOMyYeHHasds MO0 OKOHYaHWW BbICLLUEro WM  CPeaHero
crneymnanbHOro yyebHoro 3asegeHuns. CreypanbHOCTb MO0 06pa30BaHUIO 3anNmUChIBAeTCA TObKO
Ha OCHOBaHWW aunnoma.

4.1.5. B rpae «bblfiv Nn 3a rpaHnLEn» yKasblBaeTCA NOHOE HaMeHOBaHWE CTPaHbl, rof u
Lenb npebbiBaHus (Hanpumep: MepmaHusa -2005 - Typnoesaka).

4.1.6. B rpae «Bawu 65113Kue POACTBEHHUKU» MNEPEUUCNAIOTCA BCE U/IEHbl CEMbU C
yKazaHveM CTeneHu poAcTBa (poaguTenn, cynpyru, LeTu, a Takke 6patbsd U CECTPbI) NPy 3TOM
yKa3sbIBaeTCA UX (haMuns, UM, OTYECTBO, aTa POXKAEHWNS, MECTO PaboTbl, AOMKHOCTb.

4.1.7. B rpage «BbinonHsemas paboTa C Hadana TPYAOBOW AESATENbHOCTU» OTPaXKatoTCs
cBefeHMss 0 paboTe B COOTBETCTBMM C 3anmMcAMU B TPYAOBOM KHWKKe. Ecnn Tpyposas
[eATeNIbHOCTb Havasacb C 06yYeHUss B TOM WM UHOM Yy4eOHOM 3aBefleHUW, TO 3TOT Nepuos
TaKXXe 0TMeYaeTcs B laHHOI rpade. Crofia BHOCATCA M CBeieHWs O MepepbiBax B paboTe B CBA3N
C yu4é60in, 60/1E3HbI0, HAXOXAEHWUSM Ha WXAMBEHUM W TOMY MOJOGHOEe (Hanpumep: «He
paboTa», «HaXOAW/CA Ha MEHCUU», «HAXOAW/ICA Ha WKAVBEHWUW», «bonen»). Kpome TOro,
eCNM CNyXXKaWnii 3aHUMas pasfindHble LO/MKHOCTU, TO CedyeT yKasbliBaTb BpeMs npebbiBaHuA
Ha KaXAoiM [O/MKHOCTU. B Tpy#oByr [AeATeNbHOCTb He 3arucbiBAaeTCHd BpeMs Y4ébbl B
06Le06pa3oBaTelbHbIX LWKOMAaX, MPOGECCUOHANIBHO-TEXHUYECKMX YUMAULLEAX W K HUM
NpUpaBHeHHbIX (CYBOPOBCKME, HAXMMOBCKME, BOEHHbIE yuniuwia v T.4.). FNpy npoxoxaeHnm
CnyXbbl B BOOPYXEHHbIX CWNax YKasblBaeTCs [AO/MKHOCTb, HOMEP BOWHCKON 4acTu
(yupexxgeHns) 1 B KaKOM OKpyre oHa Haxogunacb, B Cny4vae nepexofa w3 O4HOW BOWHCKOM
4acTu B APYryt0 - HOMepa 3TUX YacTei 1 AaTtbl Nepexoa C ykazaH1MeM afijpecoB MeCT Cy>K0bl 3a

nocnegHve 15 net.
TpypoBasa feATeNbHOCTb 3annCbIBaeTCA CTPOro B XPOHO/IOTMYECKOM MOPALKe.



4.1.8. B rpae «[JononHUTENbHbIE CBEAEHWA» MOMYT YKasblBaTbCA CBEAEHWA O HarpaxaeHuu
opaeHamn, meganamu CCCP. Poccuiickoit ®efepauyn, UHOCTPaHHbIX rOCYyAapCTB, a Takke
NpUCBOEHUN MOYETHbIX 3BaHUM CCCP. PC®CP, WHbIX COH3HbIX rOCYAapcTB, a TakXke
NpMcBOeHUN MOYETHbIX 3BaHWA CCCP, PC®CP, MHbIX COH3HbIX rocyfapcTs PoccuincKoi
Pefepauymn. 3anmcy MPOU3BOAATCA Ha OCHOBAHWW OPAEHCKUX KHWDKEK, YAOCTOBEPEHWUA K
MefanaM, YKa3oB 1 NPUKa3oB 0 HarpaXkaeHuu, NooLpeHnN.

4.1.9. B rpae «OTHOLWEHME K BOMHCKON 06A3aHHOCTU WM BOWHCKOE 3BaHWE» YKa3blBaeTcs
OTHOLLEeHMe paboTHMKA K BOMHCKOW 0683aHHOCTM (HanpuMep: BOEHHOO00s3aHHbI(ast), maiiop
3anaca, Cep>kaHT 3arnaca).

o, OTBETCTBEHHOE 3a KaApOBOE [eN0MNpou3BOACTBO 00653aHO MPOBEPATH NpY NpuémMe Ha
paboTy y rpaxgaH, npebbiBatowyx B 3anace, BOEHHble GUIETbI (BPEMEHHbIE YA0CTOBEPEHNS
B3aMeH BOEHHbIX OWMETOB), a Yy rpaxjaH ,NOAJeXalumx Mpu3biBy Ha BOEHHYH CyXOy,
YOOCTOBEPEHNA TpaxiaH, nogsiexawinmx npusbiey, YCTaHOBWUTb, CTOUT NN TPaXAaHUH(Ka),
nprHMMaeMblii(ad) Ha paboTy Ha BOMHCKOM y4yéTe. B cnyyae OTCYTCTBUA B BOEHHOM OuneTe
OTMETKM O MOCTAaHOBKE Ha BOMHCKMIA YYET (ecnin oH(OHA) ABNAETCSA BOEHHOO6s3aHHbIM (Oi1)
Heob6X0AMMO HanpasnTb rpaxaaHMHa(Ky) B pallOHHbIN BOEHHbI KOMMCCapuaT.

4.1.10. B rpae «[omawHuiA agpec U HOMep TeneoHa» HeOO6XOAMMO YKas3aTb MOYTOBLIN
nHAekc. Ecnv agpec nponmncky 1 NpoXmneaHMa He COBNaJatoT, TO yKasbiBatoTcs 06a aapeca.
4.1.11. B rpage «IMacnopt nnv OKYMEHT, ero 3aMeHsoLWMiA» crefyeT yKasblBaTb ero HoMep,
Cepuio, Korga v Kem BbliaaH.

4.1.12. AHKeTa NOANUCHLIBAETCA N 3aBEPSETCA:

- IMLOM, NOCTynaloLWwmum Ha paboTy;

- 3aBegytowern MALOY «[etckuii cag Ne 61» nmeyatbto M [atou, nocse Toro Kak Oyget
NpoBepeHa NosIHOTa U NPaBUIbLHOCTL 3aMo/IHEHNA aHKeTbl B COOTBETCTBUM C NPEeAbABIEHHLIMA
NOKYMEHTaMW.

4.2. T1opsf0oK 3ano/HeHNs aBTobuorpadum.

4. 2.1. ABTOoOMOrpaua CcoCTaBnseTcs B MPOU3BO/LHON (hopMe COBCTBEHHOPYYHO
rpaxgaHvHoM. B cofepxaHum aBTobuorpatmn oTpaxaroTcs: (amunms, Ums, OT4YECTBO
rpaxgaHuHa, Y1cno, Mecsl, rof v MecTo poXKAeHWs, nosyyveHHoe obpasoBaHue (rae, Korpa,
Kakasi CrneynasbHOCTb M B KaKMX y4ebHbIX 3aBefeHUAX), TPyAoBast AeaTelbHOCTb, MoslyyYeHue
[ONONHUTENILHOTO  00pa30BaHWs, OKOHYaHWe  KypCOB  MOBbIWEHMS  KBaJM(MKaumu,
MepenoaroToBka, U3MeHeHUs B Buorpagum n apyrve CBefeHns, KOTopble XKefaeT OCBETUTL B
CBOei aBTobMOrpagum NOCTynaroLLmMin Ha paboTy.

4.3. lononHeHne K aHKeTe 3arnosiHAeTCA OTBETCTBEHHLIM 3a KapOBOe [e/0npou3BOACTBO B
npouecce paboTbl NpPY HEOOXOAMMOCTIN BHECEHWUSA B NINYHOE [ef10 CBefeHUM 00 N3MEHEHUSX B
MPOGECCUOHAIBHON AeATeNIbHOCTU PaboTHUKA.

4.3.1. B nepBoMm pasgene (UKCUPYKOTCA CBeAeHMA O MNepeBofax Ha Apyruve A0/MKHOCTU
(nepemeLLeHNa ¢ yKasaHMeM fat BCTYMN/IEHUA B AO/MKHOCTb U yXO[a C Hee) CO CCbIIKOW Ha
[LOKYMEHTbI 0 Ha3HauyeHWW, NepeBoje, YBOIbHEHUN.

4.3.2. Bo BTOpPOM pasgenie OTPaXawTcAa [aHHble O MPOMECCUOHaIbHON [eAaTeNlbHOCTU
paboTHMKa (NOArOTOBKA, MepernoAroTOoBKa W MOBbILEHWE KBa/IMUKaLMKM, HarpaxaeHue
opfeHaMn 1 MefansMu, MPUCBOEHWE YYEHOW CTeMeHW, Y4YeHOro M MOYETHOro 3BaHMS,
npebbiBaHWe 3a rpaHULEn, HaIOKEHNE W CHATUE B3bICKaHWA, U3MEHEHUS APYrUX YYeTHbIX
[aHHbIX paboTHUKA).

Bce BHOCKMMbIE M3MEHEHUSA JOMKHBI ObITb NOATBEPXK/AEHbI COOTBETCTBYHOLLMMU AOKYMEHTAMU.
Ob6s3aTeNlbHbIM  PEKBM3NUTOM [OMO/IHEHMS K aHKeTe SABMSKOTCA OTMETKM O NpOBefeHUM
MPOBEPOK HaIMYMA W COCTOSAHUSA NNYHBLIX Aen. OTMeTKa A0/KHA ObiTb  CreAyroLero
COflepXKaHna: «INYHOe [eNn0 MPOBepeHO», faTa, MOAMUCHL MPOBEPSEeMOro MoMeLLaoTca Ha
06paTHOW CTOPOHE NINCTa NOC/Ie 3aHECEHHBIX CBEAEHWIA.

4.4, Bce [OKYMEHTbI /MYHOrO Aefia MOMELLAOTCA B KaPTOHHYIO Marnky - CKOPOCLUMBATESb.
TWUTYNbHBIA NNCT NIMYHOTO Aenia oPOPMIISETCH B COOTBETCTBUM (MPUIOXKeHNe 1).



Ecnm  damunma paboTHMKA Mocie OOpMIEHMS NUYHOTO  Aena WU3MEeHANach,
TO CTapas haMuins 3aKkni4vaeTcs B CKOOKW, a HOBas 3arucbIiBAeTCS Haf, Heil.

Bce [OKyMeHTbl B Manke [AO/MKHbI pacrofiaratbCid B MPAMOM  XPOHO/OMMYECKOM
nopsaKe.

Mocne yBONIbHEHMSI PabOTHMKA M OCBOGOAMBLUMIACA HOMEP MNPUCBaMBAETCS BHOBb
MPUHATOMY PabOTHUKY.

- 5. 1519 XpaHeHWs NNYHbIX Aen paboTHUKOB MCMOMb3YHTCA CENMbI UM HALEXHO 3anunpaemMble
1 oneYaTbiBaeMble LLKabI.

5. BHYTpPeHHSASA ONuUcb JOKYMEHTOB, COAePXKALLUXCA B IMYHOM [efe.
5.1. JJOKyMeHTbl, MNPUOGLLEHHbIE K NIMYHOMY Aeny paboTHUKA Mepes Chadveil B apxus,
OPOLLOPYIOTCH, IMCTbI HYMEPYHOTCA apabCKUMKM LmgpaMmn YepHbIM rpaiMTHLIM KapaHAallom B
MPaBOM HWXHEM YTy, K IMYHOMY Aeny NpunaraeTca BHYTPEHHAS OMuCh.
5.2. BHYTpeHHsAs ONUCb COCTaBMAETCA Ha OTAE/IbHOM JINCTE MO YCTAaHOB/EHHOW hopme
NPUIoXKeHUe 2).

6. MopsagoK BbIgayuM MNYHBIX e BO BpeMeHHOe Mosib30BaHue.

6 1 JInuHoe feno paboTHMKA MOXKET ObITb BblAaHO BO BPEMEHHOE MO/b30BaHMe AOMKHOCTHLIM
TuMam. Kpyr KOTOPbIX OnpefensieTca 3aBefytollein YCTaHOB/IEHMEM CPOKa BPEMEHHOro
M0/1b30BaHWS.

Mpy paboTe € NNYHLIM [e/I0M, BbiJaHHbIM BO BPEMEHHOE M0JIb30BaHue, 3anpeLyaeTcs
MPON3BOAUTL Kakue-Mbo WCNpaBfieHUs, BHOCUTb HOBble 3anucu, W3BNeKaTb [OKYMEHTHI,
pasrfawarb cofepyalimeca B HeM KOH(hUAeHUNaIbHbIE CBELEHMS.

Mpy M3BNEYEHNN KaKUX-NO0 AOKYMEHTOB M3 IMYHOIO fena MU0, OTBETCTBEHHOE 3a BefeHue
NNYHBIX Aen, 0643aH0 caenaTb BO BHYTPEHHEN ONMCK COOTBETCTBYIOLLYHO 3aryChb.

6.2. [na KOHTPONA 3a CBOEBPEMEHHbIM BO3BPATOM BbIJAHHLIX WM BbIC/AHHBIX 1A
O3HAaKOM/IEHUSA JIMYHBIX Aen WAW NPefoTBpalleHns KX yTpaTbl MOXET WCMO0/b30BaThCA
KOHTPONbHAsA KapTouKa, KOTOpas 3arnosiHAETCA Ha Kaxk[oe feno. B Held yKasblBaeTcs HOMep
NMYHOTO fena, haMuamns, Uvs, 0TYeCTBO paboTHUKA, Ha KOTOPOro OHa 3aBefieHa, faTa Bblgayun
NMYHOTO Jena, KoMy OHO BblfaHO, Pacrmncka B noay4eHnn, HoMep cy>kebHoro TeseoHa nnua,
MoJTyYMBLLIErO A€o U AaTta Bo3Bpara fena.

6.3. Mpy BO3Bpate fAena TLlaTe/IbHO MNPOBEPSAETCH COXPAHHOCTb [OKYMEHTOB, OTCYTCTBUE
MOBPEXAEHWIA, BK/IKOUYEHWS B 4e/10 APYTrUX AOKYMEHTOB WX NOAMEHbI AOKYMEHTOB. MpocMoTp
[iena npou3BoAUTCA B MPUCYTCTBUM PYKOBOAMTENA yupexzeHus. [lepegayva NMYHbIX fAen
3aBeflyloLLIen Yepe3 CekpeTaps WM ApYrux NnL, He AonyckaeTtcd. [pyrve pyKoBOAWUTENN
noApasfenieHniA MOryT 3HaKOMWUTBLCA C JIMYHbIMW AeNnaMn MOAYMHEHHBIX UM COTPYAHUKOB.
O3HakoM/IeEHMe C [enaMu OCYLLECTBMIAETCA B MOMELLEHUW, TAe HaxXOoAAaTcA Nn4yHble aena ( B
NMPYEMHOIN 3aBefytoLeil nog HabnogeHeM pPaboTHMKA, OTBETCTBEHHOMO 3a COXPaHHOCTb U
BefleHMe NMNYHbIX den. Bpemsa paboTbl (03HAKOMMIEHUSA) AO/MHKHO OrpaHNYMBaTbCs npeaenamu
OAHOro paboyero gHA. PakT 03HAKOMJIEHUSA (DUKCUPYETCA B KOHTPO/IbHON KapTOUKe JIMYHOIOo
aena.

? - JInuHoe feno paboTHUKA He BbILAeTCA Ha PYKMN pabOTHUKY BO BPeMEHHOEe M0Jb30BaHue.
6.5. Bblgaya nnuHbIX gen (OTAe/bHbIX LOKYMEHTOB B COCTaBe /IMYHOMO fefia) BO BPeMeHHOe
Mosib30BaHWe  ApPYrMMm  opraHusaumam  (YUpeXxxgeHusiM) Mpou3BOAUTCH C  paspeLleHus
3aBeflytoLLeil Ha OCHOBAHMN Haexallimm 0bpa3omM ogopmieHHOro 3anpoca. O Bblhave gena
NOCTaB/AETCA aKT. OAVH M3 3K3eMMAPOB KOTOPOro nepeiaeTcs BMeCTe C 4e/IOM (LOKYMEHTOM)
NPeLCTaBUTENIO  3anpallMBatoOLLEeil CTOPOHbI, @ BTOPOW 3K3EMMAAP XPaHUTCH B Aenax
opraHusaymu o Bo3BpalleHus aena (LJOKYMeHTa) B MECTO XpaHEHWs.

N3bATME OTAENbHbIX [OKYMEHTOB M3 JIMYHOIO [ena MNpOM3BOAMTCA C paspeLueHus
3aBeflytoLLei ¢ 0hopMIeHMeM COOTBETCTBYHOLLEN 3anucK B rpade «lIMpumedaHme» BHYTPeHHEN
onuch. Mpn BPeMEHHOM M3bATUU [LOKYMEHTa Ha ero Mecto (Mexay /uctamu COCefHUX
[OKYMEHTOB) BK/ablBaeTCs CripaBKa-3aMecTuTenb (KapTa-3aMecTuTe/lb) C YKasaHueM [aTbl U



MPUYMH U3BATUA C POCMUCLIO NNLA, BbIAABLUEr0 AOKYMEHT, U POCMUCLIO 1L, NOYYMBLLETO
ero BO BPeMeHHOE Mo/1b30BaHue.
7. TMopsfoK 03HAKOM/IEHUS € JINYHBIM eN10M paboTHUKA.

Pab0THUK UMeET NpaBo Ha 03HaKOMJIEHWE CO BCEMM MaTepuasiaMin 13 CBOEr0 JIMYHOIO
fena.

7.1. O3HaKomsieHVe paboTHMKa C JOKYMEHTaMu CBOEro SIMYHOIO Aena NpoBoaUTCS Nno npockbe
camoro paboTHUMKa.
" 2. PabOTHMK CaMOCTOATENbHO B MMCbMEHHOW (hOpMe peLLaeT BONpoC nepedayn KoMy-nm6o
CBefeHW O cebe 3a WCK/OYEHMEM ClyyaeB, NPeAyCMOTPEHHbIX 3aKOHOAATE/IbCTBOM
Poccuiickort degepaumn.
~3. ®aKT 03HaKOM/IEHUS C NINYHBLIM [e/IoM pPaboTHMKA YAOCTOBEPSETCA SIMUHON MOAMUCHIO
COTPYAHUKA B JINCTE O3HAKOM/IEHUS C JIMYHBIM [E/I0M, MPUKPENIEHHbIM K IEBOA BEPXHEM
BHYTPEHHEN CTOPOHE 06/10KKM IMYHOIO AeNa, C yKazaH1eM AaTbl O3HAKOM/IEHUS.
“4. PaboTHMK 006s3aH coobLlaTb OTBETCTBEHHOMY 3a KajpoBOe [e/onpov3BOACTBO 06
N3MEHEHNN TEX UMW NHBLIX NEPCOHa/IbHBIX AaHHbIX.
".5. PabOTHMK MMeeT npaBo Ha MoslydeHne Konmm noboro JoKyMeHTa, CoepKallerocs B ero
NMYHOM [efle, Ha OCHOBaHWM MUCbMEHHOrO 3asBfieHVMs Ha MMSA 3aBefylollein. Konuu
[JOKYMEHTOB [0/1KHbI ObITb 3aBepeHbl HaAnexawmnm o6pasom 1 npefocTaBnsTbCA paboTHUKY
6e3B03Me3/1HO B TeUYeHVe TPeX AHEN Co AHA nofayuv 3asB/eHus.

8. lNopAnoK NOAroTOBKU U cAayuun NNYHbLIX [eN B apXUB.
8.1. JInyHble fena OTHOCATCA K [JOKYMeHTaM BpeMeHHOro (csbiwwe 10 f1eT) cpoka XpaHeHus u
nognexar XpaHeHnto B TedeHne 50-75 neT co AHSA YBO/IbHEHMS pabOTHUKa.
8.2. JInuHble fena yBONEHHbIX PabOTHMKOB OGOPMAAKOTCA B COOTBETCTBUM C HACTOALLENA
WHCTPYKLMEN 1 XPaHATCA B apXmBe aipaBUTHOM MOPSIAKE.
8.3. lNpepapxvBHasa MNOArOTOBKa /IMYHbLIX [ef1 BK/KOYaeT [Be Mpouedypbl: OPOpMIeHUs ”
onucaHua fen.
8.4. OthopmrneHme aen npeaycmaTpuBaerT:
- NeperpynnupoBKYy [OKYMEHTOB B NPSMON /IOMMYECKO nocnefoBaTe/IbHOCTH (C/M TakoBas
Heob6X04MMOCTb UMeeTCA);
- N3bATUE [OKYMEHTOB BPEMEHHOIO CPOKa XpaHeHUs (Hago6HOCTb, B KOTOPbLIX MUHOBA/IA);
- HyMepaumio MCTOB B fene (NPoM3BOAUTCA NPOCTLIM rpUthesibHbIM KapaHalloM B BEPXHEM
MpaBoM Yr/y iNCTa), HOMEPYIOTCS He CTpaHuLbl, a JIUCT;
- COCTaB/IeHVe 3aBepUTeNbHON HaanueK aena;
- NMOAWWMBKY Aena (B 06NMOXKY Ha 3 MpokKona, NpeABapuTeNibHO YAasvB BCe MEeTa/IIMYecKme
32KMMbI, CKOObI, CKPENKN ¢ JOKYMEHTOB);
- BHECEHMe HEOOXOAMMbIX YTOUYHEHWI B PEKBM3UTLI 00/1I0)KKWN fena.

K BHYTpeHHei onucy CcocTaBNseTca WTOroBas 3anucb, B KOTOPOW YKasblBaeTcs
unppamMy 1 MPOMUCHLI0 KOIMYECTBO BK/IHOYEHHbIX B Hee AOKYMEHTOB W KOJIMYECTBO /INCTOB
fena.

8.5. Mpu onuncy B NUCTe-3aBepuTesNie OTPXKAETCA UCTUHHOE (PU3NYECKOEe COCTOAHUE NINYHOTO

[ieNna Ha MOMEHT ero npejapXvmBHOM NOArOTOBKW. B JOKYMeHTE yKa3blBaeTCs:

B HOMep /IMYHOro Jena,

«  WHopMaums 06 NMEIOLLMXCA B HEM NUCTax (KOIMYECTBO),

* MH(opMaLMA O COCTOAHUWN OTAENbHbIX AOKYMEHTOB WM MX KOMWIA, BIOXKEHHBLIX B eSO

(Hanpumep, MMEIOLLMIACA LOKYMEHT 3aK/1eeH, HaflopBaH, yTpayeH).

8.6. Jluct-3aBeputenb CAYXWT [A1A Yy4yeTa KOAMYecTBa /SIUCTOB B fene U (pukcauum

O0COGEHHOCTEN WX HyMepauuu, TrfAe YyKasblBaeTcAa uugpamMyv UM MNPONUCBI0  KOIMYECTBO

MPOHYMepOoBaHHbIX /INCTOB fena U OTAeNbHO, Yepe3 3HaK «+» (N/C) KOMMYeCcTBO SINCTOB

BHYTPEHHEN onucun. 3aBepuTenbHas HaANUCb NOAMUCHLIBAETCS ee COCTaBUTENEM C YKa3aHMEM

pacLUMMPOBKM NOANNCK, JO/HKHOCTU N AaTbl COCTAB/IEHUS U NOALLIMBAETCA K feny.
3anpelLaeTca BbIHOCUTb 3aBEPUTENbHYIO HAAMUCh Ha O06/I0XKKY fena WM YUCTbIN



360pOT N1cTa NocnefHero AoKyMeHTa.
B7. OgopmneHvie gen Ansa nepefayn B apxXmB OCYLLECTB/IAETCA B rogy, Cnefyrowum 3a
[leNonpon3BOACTBEHHbLIM B TeUeHWe BCero rofa.
9. O653aHHOCTN OTBETCTBEHHOIO 3a KafpoBOe fe/I0NPOM3BOACTBO MO BeAEHUIO JIMYHbIX
aen pabotHnkos MALOY

9.1. B 006513aHHOCT OTBETCTBEHHOr0 3a KaflpOBOE [e/I0Npon3BOACTBO, OCYLLECTBAAIOLLErO
BeeHVe NNYHbIX [N, BXOOWUT:
- NpuobLleHre K NNYHBbIM AenaM AOKYMEHTOB, MepeyncneHHbIX B MyHKTax 3.2 yactn 3 1 B
rmaHerax 5.1 n 5.2 yactu 5 HacToswwen VIHCTpyKumu;
- MpoBepKa MOSIHOTbI 3anofIHEHUS aHKEeTbl W COOTBETCTBUS YKa3aHHbIX CBefeHUMN,
NpegbaBisieMbIM MPU NOCTYN/EHUN AOKYMeHTaMm (MacnopT, TPyAoBas KHVDKKA, BOEHHbIN
ounet, [OKyMeHTbl 06 06pa3oBaHuV (AMNIOM, YAOCTOBEPEHWE, CBWUAETENIbCTBO, aTTecTar),
[NOKYMeHTbI BbicLleld aTTecTayMoHHON komucenmn (BAK) 0 Npucy)XAeHUW YUHeHOW CTerneHn U
MPUCBOEHUN YYeHOro 3BaHus (AMNIoM, atTecTar, v apyrue);
- 3aBepeHnE aHKeThI;
- 0becneyveHme COXPaHHOCTU U yYeTa IMYHBIX Aen;
- obecreyeHne KOH(MMAEHUMANBHOCTN CBELEHWI, COAEPXKALMXCA B NINYHBIX Aenax;
- 03HaKOM/IeHWEe PabOTHWNKOB C JOKYMEHTaMM UX INYHbIX OeNT;
- U3bATUE AOKYMEHTOB, HaO6HOCTb B KOTOPbIX MUHOBA/A.
- NpeaapxuBHas NOAroTOBKaA /IMYHLIX [en;
- Nnepefaya B apxms.
9.2. JInyHble fena paboOTHNKOB XPaHATCA Y PYKOBOAMTENS UM OTBETCTBEHHOIO 3a KapoBOe
[eN0NPON3BOACTBO Kak AOKYMEHTbI CTPOrOi OTHETHOCTM.
9.3. B uensx obecneyeHnss KOHTPONSA 3a COXPAHHOCTBLIO JINYHBLIX [eN eXEerofHo MpoBOAUTCA
MPOoBepKa HA/IMYNA U COCTOAHME IMYHBIX Aen. PakT NpoBepKy (PUKCUMPYETCA B COOTBETCTBUY C
(npunoxeHnem 3), a BbIsIB/IEHHbIE B XO4e MPOBEPKM HedoCTaTKU (JUKCUMPYHOTCA B aKTe,
KOTOpbIA Mnocne YTBEPXKAeHMs npefcefaTenieM MPOBEPOYHON KOMMUCCUM MpeLCTaBseTcs
3aBe/lyHoLLIEN.
9.4. OTBeTCTBEHHble 33 KaJpOBOe AeNonpov3BOACTBO, YMOSHOMOYEHHbIE Ha BeAeHVe W’
XpaHeHne NNYHbIX fen, HecyT AUCUUNINHAPHYKO WU MHYHO OTBETCTBEHHOCTb 3a pasrialleHune
KOH(hMAEHUMAIbHLIX CBEAEHWUIA, COAEPXKaLLUMXCA B JIMYHbIX fefaX, U 3a WHble HapyLleHWs
nopsaka BegeHns NMNYHbLIX Aen.

10. 3akynTeNbHbIE NOMOXKEHNS.
10.1. Ana npaBubHON rPynNNMPOBKKU M y4yeTa OKYMEHTOB N0 KaApoBOMY [1€/10MNpon3BOACTBY
NINYHble [ena BK/IOYAKTCA B HOMEHKNaTypy [en nof OTAe/NbHbIM MOPSAAKOBLIM HOMEpPOM
<K0oAoMm).



MNpunoxeHune Ne 1
K MOPAAKY BefeHMs IMUHBIX e paboTHMKOB

Onuncb Ne
Oeno Ne _
| iHpeke pena

(HasBaHwue opraHm3sawmm)

NNYHOE AENO

(chamnnus, ums, 0TYECTBO PabOTHMKA)

[Jata Havana
JaTta oKoHYaHuA
Ha NIMcTax

XpaHnTb net

Onunck Ne
Jeno Ne



Ne
n/n

nToro:

MpunoxeHune Ne 2
K MOPAAKY BefeHWs IMYHBIX e/ pab0THMKOB

BHYTPEHHAA OMNNCb

[OKYMeHTOB fiesia No

NHpeke Jata Ha3saHue Homepa [NpnmevaHue
JOKYMEHTa  [OKYMeHTa  AOKyMeHTa JIACTOB Jena

<0TeyecTBO /INCTOB BHyTpeHHeI7I onuncu

CneumanncT no Kaapam: noanuch pacLUMpoBKa NOANNUCH

»

20 rop



MpunoxkeHme Ne 3
K MOPAAKY BeAeHWs IMYHBIX e/l pab0THMKOB

OTMETKA
O PE3YJIBTATAX MPOBEPKO! COCTOAHUNA N HATMYINA JTMYHOI O JENA

damuang, NMs, 0OTHECTBO:
JO/MKHOCTB:

JlnyHoe geno Ne

[arta MPOBEPKN PUO uneHoB KomMMUCCUN Mognucy yneHos Pe3ynbTaT nNpoBepku
KOMunccumn
JlnyHoe neno Ne
COOTBeTCTBYeT
Tpeb6oBaHNAM
3aKoHofaTenbCcTBA n
NONOXEHUIO BefleHuns

NNYHbBIX aen paﬁOTHVIKOB



MpoHYyMEpOBaHO, NPOLUHYPOBaHO
1 CKPENNIEHO NeyvaTbio

(paclmhpoBka nognucu)

\



