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0 MOpsiiKe BEACHHs JIMYHBIX /ie/1 paGOTHHKOB
MAJOY «/dercknii cag Ne 380 KOMOMHHPOBAHHOIO BH/IA»
1. O6mue nonoxenus.
I.1. Hactosmas unctpykims yeranasinsaer HOPSIOK (POPMUPOBAHMS, BEJACHUS U XpaHEHHS
JIYHBIX Jie1 pabotHnkoB MAJIOY «Jlerckuii cajg No 380y,
1.2. Unetpykims paspaGorana B coOTBETCTBUM ¢
- TpynoBeim kosekcom Poceuiickoii Deeparnn,
- QesepaibHbivM 3akoHoM N152-B3 «O NEPCOHAILHBIX JIAHHBIX Y.
- IpHKa3soM Munky:istypsl PO or 31.03.2015 Ne526.
- ipuKasom Pocapxusa ot 20.12.2019 Ne236.
1.3. Paboroxarens B nume 3aBeaytomedt (jasiee — saseyrommit) MAJIOY «/letckuii cax Ne
380» oGecneunBaet 3a1UTy MEPCOHATBHBIX AAHIILIX PAOOTHUKOB, COJICPIKAIIUXCSA B JTMYHBIX
ACJIax, OT HEHPaBOMEPHOT0 UX UCTIONB30BAHHS M YTPATBL.
1.4. 3asenyrommit MAJIOY «/lerckuii cag No 380y OlpeaeIsieT JIMIL, YIOJHOMOYEHHBIX Ha
nosy4enue, 06paboTKy. XpaHeHHe, nepejiady u 1o6oe ApYTo€ UCIIO/IB30BaHUE TIEPCOHAIBHBIX
AQHHBIX PAOOTHHUKOB, COACPIKAIIMXCA B JIMUHBIX JC/IAX.
: 2. JluuHoe aeq10 paboTHHKA.
2.1. JIn4noe aeno paGoTHMKA — 3TO COBOKYIIHOCTL JIOKYMEHTOB, COJCPIKAIMX CBEACHHS O
paboTHHMKe U niepuo/ic paGoThl B MAJIOY «Jlerckuii cag Ne 380y.
2.2. JInynoe nieno paGorHuka OpopmIISeTCs B TPEX/ ¢ BBl CPOK I10C/Ie HA3HAYEHHs ero Ha
JIOJDKHOCTD.
2.3. Jlnunoe sieno paGoTHMKA BeETCA OTBETCTBEHHBIM 3a KaJIpOBOE JIEJIONPOU3BO/ICTBO
padoraukom MAJIOY «Jletckuii cag Ne 380y .
2.4. 3anpemaercs nonyyars, oOpabareiBath 1 npuoGuEaTh K JMYHOMY Jlelly pabOTHHKA He
YCTAHOB/ICHHBIC (De/ICpaibHBIME 3aKOHAMHU TICPCOHAIbIbIE AaHHBIE O ero MOJIMTUYECKUX,
PCIMTHO3HBIX M HMHBIX yOeXKJIEHMSX. 4YacTHOH KH3HM, ueHCTBe B 00I11eCTBEHHBIX
OOBEIMHEHUSAX. B TOM YHC/IE B POGECCHOHATBHBIX COK3aX.
2.5. CBeleHusl, cojiepkalinecs: B IMUHOM JIelie paboTHIKa, ABISIOTCA KOHBUICHIMATBHBIMH.
2.6. Jluunbie jesta 0hOPMISIOTCS HA BCEX HITATHRIX paboraukoB MAJIOVY «/letckuit cag No
380».
3. CocTaB 10KyMeHTOB, BK/IIOYAEMBIX B JTHYHOE 1610 paboTHHKA.

3.1. CocTaB 0KYMEHTOB. BKIIOYAEMBIX B IHUHOE J1C/10 paboTHUKA, 3aBUCHT OT JOJKHOCTH,
KOTOpYIO OH 3aHMMACT M CHCUMPUKH €ro C/1yKeOHOI J(eaTebHOCTH,
[lepBonauainbho B 1MvHOE j1€/10 FPYTIUPYIOTCS IOKYMEHTBL, 0OPMIISIOLIIE TIPoLiece IpHeMa
Ha paboTy, a BIOCJICACTBUM - BCE OCHOBHBIC AOKYMCHTBI, OTpakarolme 1poiece paboTsl B
MAJIOV «Jlerckuit cag Ne 380.
3.2. Tlpu nepBoHavaIBLHOM O(OPMICHHH JIHYHOTO Jie/la paGOTHUKA B HEro BKIOYAIOTCS
CIICAYIOIIHE AOKYMEHTDI: .
1) ankera ycraHoBIACHHOI (opmbl ¢ pororpadueii:



2) aBToOuorpadusi;
3) auuHOe 3asBJICHHE JIUIA, IPETCHIYIOIEro Ha 10KHOCTE B MAJIOVY «Jletckwmii cam Ne 380,
4) Tpyn0BO#i OrOBOp 0€3 JOIKHOCTHOW HHCTPYKIIUHY;
5) komus mpuKasa o nmpueMe Ha padboTy;
6) cripaBka 00 OTCYTCTBHHU CYJAMMOCTH;
7) MHCBMEHHOE COoTJIache Ha 00pabOTKY MepPCOHATBHBIX JaHHBIX;
8) cornarnieHue o HepasrianeH|e MePCOHATBHBIX JaHHBIX (IS T€X, Y KOTO €CTh JOMYCK K
MEPCOHATIBHBIM JJAHHBIM PYTHUX);
9) xommu JOKyMEHTOB 00 o0Opa3oBaHWHM, OOYYCHHH, TEPEOOYUYCHHH, TOBBIIICHUH
kBanuukauu (ecim o0ydeHue mpoxoauwio 3a cuet cpencts MAJIOVY «Jlerckuit cax Ne 380»);
10) komuM  JOKYMECHTOB,  MOJTBEPKIAIOMIMX  KBAJU(PUKAIMOHHYIO  KaTETOPHIO
(arTecTallMOHHBIH JIMCT) WK MPUKa3 MOATBEPIKIAIOIIYIO KBATU(PHKAIIMOHHYIO KaTErOPHIO);
11) xomuU pelIeHU# O HArpaXKJACHHHM TOCYIAPCTBCHHBIMU W BEJIOMCTBEHHBIMH HarpajaaMu,
MPUCBOCHHUH TTOYETHBIX W CHEIHAIBHBIX 3BAHUH, MPUCYKICHUU TOCYIaPCTBEHHBIX IPEMHI U
T.J. (€CJIM TaKOBbIE UMEIOTCs) (Ha OCHOBAHUH JIMYHOTO 3asBJICHUS paOOTHHKA);
12) cnipaBka ¢ OCHOBHOTO MecTa paboThl ¢ ykazaHueM rpaduka paboThl, 3aBEpeHHAs KOMUS
TPYIOBOM KHIKKHU (VIS COBMECTUTENEH);
13) 3asiBieHHE O MOCTAHOBKE HA TUTaHMUCE,
14) noroBop 0 MaTepuaIbHONH OTBETCTBEHHOCTH (/11 MATEPHAIbLHO OTBETCTBEHHBIX JIUIY);
15) 3asBneHue o BEIOOpE GOPMBI BEICHUS TPYTOBOM KHIKKH.
3.3. B mporecce paboTHl K TMYHOMY JIETy TPUOOIIAFOTCS:
1) nomoyiHeHHE K aHKEeTe YCTAaHOBJICHHON (OPMBHI,
2) aTTeCTallMOHHBIC JTUCTHI;
3) KomuU JOKYMEHTOB, TIOJATBEPKIAIONIUX MPOodhecCHoHanbHOe 00pa3oBaHue (Ha OCHOBAaHHU
JIMYHOTO 3asBJIEHUS PaOOTHUKA)
4) xomMHM JOKYMCHTOB, IOJATBEP)KIAIONIMX IOBBINICHHUEC KBATU(UKAIUKU (Ha OCHOBaHHUH
JUYHOTO 3asBJICHUS paOOTHHUKA),
5) KoUK AOKYMEHTOB, MOATBEPKAAIONINX KBATH(UKAIIMOHHYIO KATETOPHUIO (aTTeCTallMOHHBIN
JMCT WIK TIPHUKA3 TOATBEPKIAIONTYI0 KBATN()UKAIMOHHYIO KaTETOPHUIO);
6) Konuu peleHuit 0 HarpaXACHUH rOCYJapCTBEHHBIMU U B€JJIOMCTBEHHBIMU Harpajamu,
MIPUCBOCHUHU MOYETHBIX U CIICIMAIBHBIX 3BaHUM, IPUCYKICHUN TOCYIapCTBEHHBIX TPEMUN U
T.A. (€CJIM TaKOBbIE€ UMEIOTCS) (Ha OCHOBaHUH JINYHOTO 3asiBJICHUS paOOTHHKA);
7) KoMK TOKYMEHTOB O MEPEBOJIE HA APYTYIO JOJIKHOCTh U YBOJbHEHUH;
8) JOMOJHUTEIbHBIE COTJIAIIEHUS K TPYA0BOMY JOTOBOPY;
9) cpouHBIii TPYAOBO TOTOBOP HA COTPYIHHKA, 3aICHCTBOBAHO B OKa3aHHUH IUIATHBIX YCIYT U
SIBJISIFOLLIETOCS YJIEHOM BPEMEHHOT'O TPYAOBOTO KOJJIEKTUBA.
1p. JOKYMEHTBI, 00pa3yIoImuecs BO BpeMs TPYIOBOH JESITEIbHOCTH paOOTHHUKA.
3.3. Ilpu dhopMupoBaHUYU U BEICHUU JTUYHOTO JEJIa UCTIOIB3YIOTCA KCEPOKOMUHU JOKYMEHTOB
MIPU HATMYHUH MPEIBABICHHOTO MOJIMHHUKA TOKYMEHTA.

B cnyuae orcyTcTBUS TOUIMHHHKA PAOOTHHUK JODKEH MPEICTaBUTh HOTApPHAIBHO
3aBEpPEHHBIE KOMUU JOKYMEHTOB.
3.4. 3ampeniaeTcs XpaHUTh B TUYHOM Jene: konuu nacnopta, CHUJIC, UHH, cBunerenbcTBa
0 POKIEHUH, TIepeMeHe (GaMUINKM, UMEHH, OTYECTBA, 3aKIIOYCHHHM U PACTOpKEHHMU Opaka
Y BOCHHBIN OHJIET.
4. Ilopsaaok 3aM0JITHEHUS] AHKETbI, aBTOOMOrpaduu, 10NM0JHEHUS K aHKeTe, BKJII0YAeMbIX

B JINYHOE J1eJI0 pA00THHUKA.

4.1 Ilopsook 3anoneHus omoenbHbiX epag ankemol.
4.1.1. Aukera 3amnojHsieTcsi paOOTHHUKOM COOCTBEHHOPYYHO. B aHkeTe He AOIMyCKaroTCs
COKpallleHus, MPOYEpKH, HUcIpaBieHus. B aHkery BkiienBaercs ¢oTorpadus paboTHUKA
pazmepom 30x40 mm.
4.1.2. Tlpu 3an0JIHEHUU aHKEThl UCIIOJIB3YIOTCS CIIEYIOIINE JOKYMEHTHI: AaClopT, TPYA0Bast



KHUKKa, BOGHHBII OMJIET, JOKYMEHTbl 00 00pa30BaHUU (AMILJIOM, CBHJETENIBCTBO, ATTECTAT,
YIOCTOBEPEHNUE), TOKYMEHTBI, TOATBEP)KAOLINE YUCHYIO CTENeHb (yU€HOE 3BaHUE) U Ipyrue
JOKYMEHTHI.

4.1.3. Ha Bce BOmpoCchl aHKEThl PaOOTHUK JOJDKEH /JaBaTh TOJHBIE OTBETHI B CTPOTOM
COOTBETCTBUU C TEMM 3alUCSIMH, KOTOPHIE COJEP)KAaTCs B €ro JHMYHBIX JOKYMEHTaXx,
OTpHLIaTeNIbHbIE OTBETHl B rpadax aHKeThl 0e3 MOBTOpPEeHMs Bompoca (Hampumep: Yu€Has
CTETICHb — HE UMEIO).

414. B rpade «obOpazoBaHHE» JODKHBI MPUMEHATHCS cleayromue G(opMyIUpOBKH:
«BBICILIEE», « HEIIOJIHOE BBICILIEEY, «CpeIHEe NPOPECCUOHAIBHOEY, «CPEIHEE», B 3aBUCUMOCTHU
OT TOro, Kako JOKyMeHT 00 oOpa3zoBaHuu umeetcs. Ecian paOOTHHK 3aKOHYMII HECKOJIBKO
KYPCOB BBICILIET'O YYEOHOIO 3aBEI€HUS, BEIHYKJEH ObLI IIpepBaTh OOy4YE€HHE UM 00y4YaeTcs B
JAHHOE BpeMs, TO 3alMChIBACTCS, CKOJBKO KypCOB OH 3aKOHYWJI WJIM Ha KakoM Kypce
oOydJaeTcs.

Cotpyanuku, oOydaromuecs UM OOydaBIIMECS B CPEJHUX NPO(ECCHOHATBHBIX Y4EOHBIX
3aBEeJICHUSIX (TEXHUKYMBI, KOJJICIKH), HO HE OKOHUMBILIME X, JOJKHBI OBITh OTHECEHBI K
JMIaM, UMEIOUIMM cpeaHee (mojHoe oOlnee) WM HEMOJIHOE cpeaHee (OCHOBHOE oOlee)
oOpa3oBaHue, B 3aBUCUMOCTH OT TOT'0, KAKOE€ OHM UMEJIN 00pa30BaHNE B MOMEHT MOCTYIICHUS
B cpeiHee NnpodeccHoHaIbHOEe Yy4eOHOe 3aBelieHue, K JIMIaM, UMEIoIUM cpenHee (ToJHoe
obmiee) oOpa3oBaHUE, OTHOCATCS PAaOOTHUKH, 3aKOHUMBLIME CpEIHHUE ILIKOJbI, LIKOJBI C
y4yeOHbIM H3y4eHMEM Kakoro — Jju0o mpenMera, juues, TMMHa3ud. J{ias paOOTHHUKOB,
OKOHYHMBIIUX MPOQECCHOHATBLHO-TEXHUUECKHE YUHInIIa (MM 00pa3oBaTelbHbIe YUPEKICHMUS,
K HHUM I[pUpaBHEHHbIE), YKa3bIBaeTcs mpodeccus U paspsa. JlumaMm, He HMEOMUM
po¢eCCUOHAIBHO

-TEXHUUYECKOTO (Ha4aIbHOTO MpodeCcCUOHaIBLHOI0) 00pa3oBaHusi, mpodeccusi ykazbiBaeTcs 1o
OTBITY PabOTHI.

OKOHUUMBIIME TPU Kypca BBICHINX (UM IPUPABHEHHBIX K HUM) YUeOHBIX 3aBe/IEHUI OTHOCSATCS
K JINIIaM C HETOJIHBIM BBICIIUM OOpa3zoBaHueM. "CIenHalbHOCTD IO JUIIIOMY" 3arOJIHICTCS
TOJIBKO Ha CIIELUAJIUCTOB C BBICILIUM U CPEJIHUM CIlelMaIbHbIM 0Opa3oBaHueM. B 3Toit cTpoke
YKa3blBAE€TCA CHEUUAIbHOCTh, IOJYyYEHHAas IO OKOHYAHWU BBICIIENO WJIM CPEIHETO
CrelMaiIbHOro yueoHoro 3aBeneHus. CrieuaibHOCTD 110 00pa30BaHMIO 3aMUCHIBAETCS TOJIBKO
Ha OCHOBaHUU AUIIOMA.

4.1.5. B rpade «bbuin 11 3a rpaHuiiei» yka3blBaeTcs MOJIHOE HAUMEHOBAHUE CTPaHbl, TOJ U
uenb npedbiBanus (Harpumep: ['epmanust -2005 - Typrioeska).

4.1.6. B rpade «Bamm Onuskue pPOJACTBEHHUKH» IMEPEUUCISIOTCS BCE WICHBI CEMBU C
yYKa3aHHEM CTETEeHH POACTBA (POAMUTENH, CYNPYTH, IE€TH, a TaKkKe OpaThsd U CECTPHI) MPU ITOM
yKa3bIBaeTcs uxX (paMuiusi, UMsi, OTYECTBO, JaTa POXKACHUS, MECTO pAOOThI, TOJKHOCTb.

4.1.7. B rpade «Brimonmusemas pabora ¢ Hauyana TPYIAOBOH AEATEIBHOCTH» OTPaKaloTCA
CBEJIeHUsI O padoTe B COOTBETCTBUU C 3alUCSAMU B TPYyHOBOM KkHWXKe. Eciam TpynoBas
JIeSITEIbHOCTh Havyajlach ¢ O0y4YeHHUs B TOM WJIM MHOM Y4eOHOM 3aBEACHHH, TO ATOT MEPUOJ]
TaKXke oTMevaeTcs B JaHHOH rpade. Cro/1a BHOCSATCS U CBEACHHUS O IepephIBax B paboTe B CBA3U
c yué0oil, 00JIe3HPIO, HAXOXKACHUAM Ha WXXAUBCHHH U TOMY MOJOOHOE (HampuMep: «He
paboTany, «HaxoIWJICsS Ha TMEHCUM», «HAXOJIWJICS Ha WXXIUBEHHW», «Oonen»). Kpome Toro,
€CIIM CITYKaIlluil 3aHUMaJl pa3iINyHbIe TOJKHOCTH, TO CIEAYeT YKa3bIBaTh BpeMs MPeObIBaHUS
Ha KaXJIOW JODKHOCTH. B TpyHOBYyIO N€ATENbHOCTh HE 3alMCBIBACTCS BpeMs ydEObl B
o0ureo0pa3oBaTeNbHbIX IIKOJAaX, NPO(ecCHOHANbHO-TEXHUUECKUX YUWJIMINAX U K HUM
MIPUPABHEHHBIX (CYBOPOBCKHE, HAXMMOBCKHE, BOGHHbIE yuuiaumia u T.4.). [Ipu npoxoxaeHuu
ciy’)kObl B BOOpyXEHHBIX cHIIaX YKa3bIBae€TCs JODKHOCTh, HOMEpP BOMHCKOM 4YacTu
(yupexxJieHus1) 1 B KaKOM OKpyre OHa HaXxoJujach, B Cllydae Iepexojia U3 OJHOM BOMHCKOM
YacTH B IPYTYIO - HOMEpa 3TUX YacTel U IaThl IEPeX0/ia ¢ YKa3aHUEM aJIpecOB MECT CIIYKOBbI 3a
nocnennue 15 ner.

TpynoBas nesTeabHOCTb 3alMCHIBAETCS CTPOTO B XPOHOJIOTMYECKOM IMOPSIJIKE.



4.1.8. B rpade «/lonomHuTeNbHBIE CBEICHUS» MOTYT YKa3bIBaThCA CBEJCHUS O HarpakJIeHUU
opaenamu, Menainsamu CCCP, Poccuiickoit denepariuy, MHOCTPAHHBIX TOCYAApCTB, a TaKKe
npucBoeHud nou€THbiX 3BaHUU CCCP, PCOCP, uHBIX COIO3HBIX TOCYIapCTB, a TaKke
npucBoeHun nou€THbIX 3BaHUN CCCP, PCOCP, unbIX COI0O3HBIX rocynapcts Poccuiickoit
Oenepanuu. 3anucu MPOU3BOASATCS HA OCHOBAHHM OPJIEHCKUX KHUKEK, YIOCTOBEPEHUH K
MeJalIIM, YKa30B U MPUKA30B O HArpakJIeHWH, TOOIIPEHHUU.

4.1.9. B rpade «OTHOImIEHNE K BOMHCKON OO0S3aHHOCTH M BOMHCKOE 3BAaHHE» YKa3bIBACTCS
OTHOIIIEHWE Pa0OTHHKA K BOMHCKOW 00s13aHHOCTU (HampuMep: BOEHHOOOsI3aHHbBIN(as1), Maiop
3araca, Cep>KaHT 3araca).

JIuno, OTBETCTBEHHOE 3a KAJpOBOE JEJIONPOU3BOACTBO O05A3aHO MPOBEPATH NMPHU NMpUEME Ha
paboTy y rpaxkiaaH, NpeObIBalOLINX B 3amace, BOCHHbIE OMIIETHI (BPEMEHHbBIE YIOCTOBEPEHHUS
B3aMEH BOCHHBIX OWJIETOB), a y Tpa)xaaH ,MOJUIekKAIIMX IMPHU3BIBY HAa BOEHHYIO CIYXKOY,
yIIOCTOBEPEHHUS TPaKJaH, MOJJICKAIIUX MPU3BIBY, YCTAHOBUTH, CTOUT JIM TpakJaHUH(Ka),
pUHUMaeMblii(as) Ha pabOTy Ha BOMHCKOM yuére. B ciydae oTCyTCTBUS B BOEHHOM OuMJIETE
OTMETKH O TIOCTAaHOBKE Ha BOMHCKMN Y4€T (eciu OH(OHA) SIBISIETCS BOSHHOOOS3aHHBIM (0i1)
He0OXO0IMMO HANpPaBUTh IPAKIAHUHA(KY) B paOHHBIN BOCHHBIM KOMHUCCApHUAT.

4.1.10. B rpade «Jlomammuii agpec u HOMep TenedoHa» HEOOXOAMMO yKa3aTh MOYTOBBIH
uHAeKkc. Ecnu aapec mponucky U MpOKUBaHUS HE COBIAAAIOT, TO YKa3bIBalOTCA 00a ajpeca.
4.1.11. B rpade «IlacmopT uiam JOKyMEHT, €ro 3aMEHSIONMNN» CIEAyeT YKa3bIBaTh €ro HOMED,
CEpHUI0, KOT/Ia U KEM BBIJIaH.

4.1.12. AnkeTa MOANKCHIBACTCS U 3aBEPSICTCA:

- TUIIOM, TTOCTYTIAIOIIUM Ha padoTy;

- OTBETCTBEHHBIM 3a KaJipoBoe Aenonpous3BocTBO MAJIOY «Jlerckuii can Ne 380» neyaTbio 1
JaTOM, MOCJEe TOro Kak Oy[eT MpOBEpEeHa IMOJHOTA W MPaBUIBHOCTH 3alOJHEHUS aHKEThl B
COOTBETCTBUU C MPEAbSIBICHHBIMU JOKYMEHTAMH.

4.2. Ilopsook 3anonnenus asmoouozpagpuu.

4, 2.1. AmrtoOmorpadmst coCTaBiIseTcs B IPOM3BOJIBLHOH (opMe COOCTBEHHOPYUYHO
rpaxaaHiHoOM. B conepkanuu aBToOuorpaduu oTpaxaroTcs: ¢GaMuius, HUMs, OTYECTBO
TpaXKIaHWHA, YUCIIO, MECSAIl, TOJ U MECTO POXKICHHS, MOJyuyeHHOe oOpa3oBaHue (Te, Korja,
Kakas CIeIMaTIbHOCTh U B KAKUX YU4E€OHBIX 3aBEJICHUSX), TPYIOBas JACSITEIbHOCTD, MTOJIYYCHHE
JOTIOTHUTENILHOTO  00pa3oBaHMUs, OKOHYAaHME KYpPCOB TOBBIMICHUS  KBadu(UKAIUU,
NEepernoaroToBKa, M3MEeHEeHus1 B Ouorpaduu u Ipyrue CBeIeHUs, KOTOPhIE KEJIaeT OCBETUTH B
CBOE aBTOOMOrpaduu MOCTYNAIOIIHNI Ha paboTy.

4.3. Jlononnenue Kk ankeme 3amOJHSIETCS OTBETCTBEHHBIM 32 KaJpPOBOE ACIOMPOU3BOJICTBO B
npouecce padoThl IpU HEOOXOJUMOCTH BHECEHUS B JIMYHOE JIENIO CBEJIEHUU 00 M3MEHEHHUSX B
npodeccuoHanbHON A TEBPHOCTH paOOTHHKA.

4.3.1. B mepBoM pazzuene (QUKCHUPYIOTCS CBEIEHHUS O TEepeBOJax Ha JPYrue IJOJHKHOCTU
(mepemMenieHus ¢ ykazaHUEM JaT BCTYIUICHUSI B JIOJDKHOCTh M YXOJla C HEE) CO CChUIKOM Ha
JOKYMEHTBI O Ha3HaY€HUH, IePEBOJIC, YBOIbHEHHH.

4.3.2. Bo BTOpOM pa3ziene OTpaKaloTCs JaHHbIE O NPOPECCHOHANBHON AeATEIbHOCTH
paboTHuKa (TIOATOTOBKA, MEPEMOATOTOBKA W TIOBBINICHUE KBaTU(UKAIMK, HArpaXXiacHHUE
OpAeHaMH W MeJajsiMU, TMPUCBOCHUE YYEHOW CTENEeHHM, YYEHOTrO W TMOYETHOrO 3BaHMS,
npeObIBaHUE 33 TPAHMIICH, HAJOKEHWE W CHATHE B3BICKAHWM, M3MEHEHHUS JIPYTUX YYETHBIX
JAHHBIX PaOOTHUKA).

Bce BHOCUMBIE M3MEHEHUS JOJIKHBI OBITh TOATBEP)KICHBI COOTBETCTBYIOIUMH TOKYMEHTAMHU.
OO0s3aTeNbHBIM PEKBU3UTOM JIOMIOJIHEHUS K aHKETe SBJISIIOTCS OTMETKH O TMPOBEICHUM
MPOBEPOK HAMUYMsI W COCTOSHUSA JIMYHBIX Jen. OTMeTka JoJDKHA OBITh CIEAYOIIEro
COJIEpPIKaHUS: «JIMYHOE JIeJ0 MPOBEPEHO», JaTa, MOJNUCH MPOBEPSEMOro MOMEIATCS Ha
0oOpaTHOM CTOPOHE JIUCTA MOCJIEe 3aHECEHHBIX CBEIACHHUIA.

4.4. Bce MOKYMEHTHI JIMYHOTO Jejia MOMELIAI0TCS B KAPTOHHYIO ManKy — CKOPOCIIMBATEIb.
TUTYJIBHBIH JUCT JTMYHOTO Jeia 0)OPMIISETCS B COOTBETCTBUHM (IpruioskeHue 1).



Ecim  ¢amwius  paOoTHHKA mociae oQOpMIIEHHUS JUYHOTO  Jiejla U3MEHsUIach,
TO cTapas (haMuIIKs 3aKJII0OYaeTCs B CKOOKH, a HOBasl 3alMChIBaeTCs HaJ HEH.

Bce n0KyMeHThl B mamke JOJDKHBI pacrojiaratbCsi B MNPSIMOM XPOHOJIOTHYECKOM
MOPSJIKE.

[locne yBosibHEHUS paOOTHUKA U OCBOOOAMBILUICS HOMEpP IPHCBAMBAECTCS BHOBB
HIPUHATOMY PaOOTHUKY.

4.5. JInst XpaHeHHsI TMYHBIX JeJ1 pAOOTHUKOB UCHOIB3YIOTCS CEH(BI MU HAJIEAKHO 3aIIUPAEMBbIe
U Olle4aThIBaeMble MIKa)BbI.

S. BHyTpeHHSIsI OMUCHh JOKYMEHTOB, CO/IePKAIIUXCH B TUYHOM JeJIe.
5.1. JlokymMeHThl, NpUOOLIEHHbIE K JIMYHOMY Jely pabOTHHKa Mepesn cladeil B apXus,
OpOILIOPYIOTCS, IUCTHI HYMEPYIOTCS apaOCKUMU LIU(PpaMu YepHBIM IpaUTHBIM KapaHAaIlIoM B
IIPaBOM HMKHEM Y1y, K JUUHOMY /€1y IpUjIaraeTcsi BHYTPEHHSS ONKCh.
5.2. BHyTpeHHssI ONHUCh COCTaBISETCS HAa OTICJIBHOM JIUCTE€ IO YCTAHOBJIEHHOW (opme
(mpunoxxenue 2).

6. Ilopsanok BbIIaYM JUYHBIX €]l BO BpeMeHHOe M0JIb30BaHMe.

6.1. JIuunoe n1eno pabOTHUKA MOXKET ObITh BBIIAHO BO BPEMEHHOE M0JIb30BAHUE T0JKHOCTHBIM
JUIaM, KpYr KOTOPBIX OIpeNessieTcsl 3aBeAYIOLIeH YCTaHOBJIEHHMEM CpOKa BPEMEHHOTO
MOJI30BAHMUS.

[Tpu paGote ¢ TUYHBIM JEJIOM, BBIIAaHHBIM BO BPEMEHHOE IMOJb30BaHHE, 3aMPEIIaeTCs
MPOU3BONTh KaKUe-TUOO HCHpPAaBICHMS, BHOCUTh HOBBIE 3aIMCH, WU3BJIEKATh JIOKYMEHTHI,
pasriamaTh coJepKaluecs B HeM KOH(UIEHIIUAIbHbIE CBEICHMUS.

[Tpu n3BNEYEHNN KaKUX-TMOO JOKYMEHTOB U3 JINYHOT'O Jiejia JIMI0, OTBETCTBEHHOE 32 BEJCHUE
JIMYHBIX J1e]1, 0053aHO Cc/ieiaTh BO BHYTPEHHEH OMMCU COOTBETCTBYIOIILYIO 3aIUCh.

6.2. JIns KOHTpoOJsi 3a CBOEBPEMEHHBIM BO3BPaTOM BBIJAHHBIX WM BBICIAHHBIX IS
O3HAKOMJICHMSI JIMYHBIX JeJl WM NPEeJOTBPALLEHUS HMX YTpaTbl MOXKET HCIOJIb30BaThCS
KOHTpPOJIbHAs KapTOuKa, KOTOpas 3aloJIHAETCS Ha KaXJoe J1e10. B Hel ykaspIBaeTCsl HOMEp
JIMYHOTO Jiena, (aMuIns, UMsi, OTYECTBO pabOTHUKA, HA KOTOPOT'O OHA 3aBE/ICHA, /1aTa BbIIa4yH
JIMYHOIO JIeia, KOMY OHO BBIJJaHO, PaCIMCKa B IIOJIy4€HUH, HOMEp CIIykeOHOro TenedoHa mua,
MOJIYYMBILIETO JIEJIO U 1aTa BO3Bpara Jea.

6.3. IIpu BO3BpaTe nena TIIATEIBHO MPOBEPSETCS COXPAHHOCTh IOKYMEHTOB, OTCYTCTBUE
MOBPEKIECHUH, BKIIOUEHHS B JIEJIO IPYTUX JOKYMEHTOB WM MTOJAMEHbI JOKyMeHTOB. [IpocmoTp
JieNila POM3BOAUTCS B MPUCYTCTBUM PYKOBOJUTENS yupexiaeHus. llepenada JIHWYHBIX e
3aBEYIOLIEH 4Yepe3 CeKperaps WIM JpYrux JUI He jAonyckaercs. Jlpyrue pyKoOBOIUTENH
MOJIpa3JIeeHUi MOTYT 3HAKOMUTBHCS C JIMUYHBIMHM JA€JIaMU NOAYMHEHHBIX UM COTPYAHHKOB.
O3HakoMJIEHUE C JIeJlaMU OCYILECTBISETCS B MOMEIICHUH, /i€ HaXOASATCS JU4YHble nena ( B
NPUEMHON 3aBeyrollel 1moja HalOaoJeHneM paOOTHHKA, OTBETCTBEHHOTO 332 COXPAaHHOCTh U
BEJICHUE JINYHBIX JAell. Bpems paGoThl (03HAKOMIIEHHUS) AOHKHO OTPaHUYMBATHCS MPEAEIaAMU
oJHOro paboyero qHs. PakT 03HAKOMIICHUS (PUKCUPYETCSI B KOHTPOJIBHOM KapTOUKe JTUYHOTO
aena.

6.4. JInuunoe aeno pabOTHHUKA HE BBIJAETCS HA PyKU paOOTHUKY BO BPEMEHHOE MOJIb30BaHUE.
6.5. Britaya muuHBIX A€ (OTAENBbHBIX TOKYMEHTOB B COCTAaBE JUYHOIO J€JIa) BO BPEMEHHOE
MOJIb30BAHWE JIPYTUM OpraHu3auusM (YUpEeKICHUSIM) TPOU3BOJUTCS C pa3pelieHUs
3aBeyIOIIeH Ha OCHOBaHMM HaJJIeXaluM oOpa3oM odopmieHHoro 3anpoca. O Bbiaye aena
COCTaBJISIETCS aKT, OJUH U3 SK3EMIUIIPOB KOTOPOTO MEPEAAETCS BMECTE C JI€JIOM (JIOKYMEHTOM)
MPEICTAaBUTENIO 3allpalllMBaloONel CTOPOHBI, a BTOPOM SK3EMIUISIp XpaHUTCA B Jenax
OpraHM3aluy 10 BO3BpAIIeHUS Jiea (IOKyMEHTa) B MECTO XpaHEHUSI.

N3baTve OTAENbHBIX JOKYMEHTOB M3 JIMYHOIO Jieda MPOU3BOJAUTCA C pPa3pellIeHUs
3aBeayrolel ¢ ohopMICHHEM COOTBETCTBYIOIIEH 3anucH B rpade «IIpumedanue» BHyTpeHHEN
ornucu. Ilpu BpeMEHHOM H3BATHHM JOKYMEHTa Ha €ro MecTo (MEeXAy JIMCTaMU COCEIHMX
JIOKYMEHTOB) BKJIAJIbIBAETCS CIIPaBKa-3aMECTUTEIb (KapTa-3aMECTUTENb) C YKa3aHUEM JaThl U



MPUYMH U3BATUS C POCIUCHIO JIMLA, BHIJABLIETO TIOKYMEHT, U POCIUCHIO JTUI[A, OJIYUYUBILETO
€ro BO BpPE€MEHHOE TO0JIb30BaHHUE.
7. Ilopsiiok 03HAKOMJIEHHS C JIMYHBIM /1eJI0M Pa0OTHUKA.

PaboTHUK MMeeT mpaBo Ha 03HAKOMIIEHHE CO BCEMH MaTepUalaMy U3 CBOETO JTMIHOTO
nena.

7.1. O3HakomiieHHe pabOTHUKA C TOKYMEHTaMH CBOETO JIMYHOTO JieJia MPOBOAUTCSA IO MPpochle
caMoro pabOTHHUKA.
7.2. PaOOTHUK CaMOCTOSITEILHO B MUCBMEHHOM popMe peraeT BOMpoC Mepeaayr KoMy-JIn0o
CBeZleHHM o0 ce0e 3a MCKIYEHHEM ClIy4aeB, NpPeIyCMOTPEHHBIX 3aKOHOAATEIbCTBOM
Poccuiickoit @enepanuu.
7.3. ®aKkT 03HAKOMJICHHSI C JIMYHBIM JEJIOM PaOOTHUKA yJOCTOBEPSETCS JTUYHOW MOIMUCHIO
COTpPYJIHUKA B JINCTE€ O3HAKOMJICHHUS C JIMYHBIM JI€JIOM, NMPUKPEIUICHHBIM K JIEBOM BEpXHEU
BHYTpPEHHEU CTOPOHE OOJIOKKHU JTMYHOTO Jiefia, C YKa3aHUEM JaThl O3HAKOMJICHHS.
7.4. PaboTHMK 00s3aH COOOIIaTh OTBETCTBEHHOMY 3a KaJpOBOE JIEJIOMPOU3BOACTBO 00
W3MEHEHHUH TeX WM UHBIX IEPCOHATBHBIX JTaHHBIX.
7.5. PabOTHHK UMeEET MpaBo Ha MOJyUYEeHHE KOMHH JIF0OOTO TOKYMEHTA, COJIEPKAIErocs B ero
JUYHOM JeJie, Ha OCHOBAaHMM IMCHPMEHHOTO 3asBICHHUS HAa WMs 3aBeayromei. Komwwm
JOKYMEHTOB JIOJDKHBI OBITh 3aBEpEHBI HAIUICKAIIMM 00pa30M M MPEI0CTABIATHCS PaOOTHHUKY
0€3B0O3ME3/IHO B TEUCHUE TPEX AHEH CO JHS MMOJauu 3asiBICHHUS.

8. Ilopsi/10K MOATOTOBKH M CAA4H JUYHBIX 1€/l B apXUB.
8.1. JInynple nema OTHOCATCS K JOKYMEHTaM BpeMeHHOro (cBbimie 10 JeT) cpoka XpaHeHHS U
MoJJIeXKaT XpaHeHuto B Teuenue 50-75 et co AHS yBOJIbHEHUS paOOTHHUKA.
8.2. Jluunble Aena yBOJEHHBIX PAOOTHHKOB O(GOPMIISIIOTCS B COOTBETCTBUU C HACTOSIIEH
WHCTPYKIMEH U XPaHITCS B apXuBe ai(haBUTHOM TOPSIKE.
8.3. IlpemapxuBHas MOATOTOBKA JHYHBIX JEJ BKIIOYACT JBE MPOLEAYPH: OGOpPMIICHHS H
OTMCaHUS JIe.
8.4. Odopmienue nen npeaycMaTpuBaeT:
- IEPETPYNIHUPOBKY JOKYMEHTOB B MPSIMOM JIOTHYECKOW TOCTIETOBATEILHOCTH (€CITM TaKoBast
HEOOXOUMOCTh UMEETCS);
- U3BATHUE IOKYMEHTOB BPEMEHHOT'O CPOKa XpaHEeHHs! (HaJOOHOCTh, B KOTOPBIX MUHOBAJA);
- HyMEpaIrIo JIUCTOB B Jiejie (TIPOU3BOIUTCS MPOCTHIM IpU(eTHHBIM KapaHAalIOM B BEpXHEM
MPaBOM YTIIy JIUCTA), HOMEPYIOTCSI HE CTPAHUIIBI, a JIUCT;
- COCTaBJICHHE 3aBEPUTEIILHON HAAIMNCH JIeTIa,;
- TIOJIIMBKY Jiena (B OOJIOKKY Ha 3 MPOKOJa, MPeABApUTENIbHO yaIUB BCE METAIIIMYECKHUE
3a)KHMBI, CKOOBI, CKPEIIKH C JJOKYMEHTOB);
- BHECEHHE HEOOXOIUMBIX YTOUYHEHUN B PEKBU3UTHI O0JI0KKH JIeTIa.

K BHyTpeHHEN ONMCH COCTaBIAETCA WMTOrOBas 3aluCh, B KOTOPOM YKa3bIBaeTCs
muppaMyd U TPONHCHI0 KOJIMYECTBO BKIIFOUYEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JIHCTOB
nena.

8.5. Ilpu omucu B nHcTe-3aBEpHUTENIE OTPAKACTCA UCTUHHOE (PU3NIECKOE COCTOSHUE JIMYHOTO

7iefia Ha MOMEHT €T0 NMPeAapXrUBHOM MOATOTOBKU. B ToKyMeHTe yKa3bIBaeTCs:

= HOMEp JUYHOTO JIeNa,

=  uHpOpManug 00 UMEIOIINXCS B HEM JIHCTaxX (KOJIUYECTBO),

=  HHPOpPMALUA O COCTOSHUHU OTAEIBHBIX TOKYMEHTOB WM WX KOIMHMH, BIOKEHHBIX B JEJIO

(HampuMep, UMEIOITUIICS TOKYMEHT 3aKJICCH, HaIOpBaH, yTpaueH).

8.6. Jlucr-3aBepuTenb CIYXKHT I ydeTa KOJIWYECTBa JIUCTOB B Jele W (UKCAIUU

0coOEHHOCTEH HX HyMepaluH, TJe YKa3blBaeTcs LU(paMH U TPOMUCHI0 KOJIUYECTBO

MIPOHYMEPOBAHHBIX JIUCTOB JieJla U OTIENbHO, Yepe3 3HaK «+» (IUI0C) KOJIMYECTBO JIMCTOB

BHYTpPEHHEW OMKCH. 3aBepUTeNIbHAsL HAIAMUCh MOIUCHIBACTCS €€ COCTABUTENIEM C yKa3aHUEM

pacmuppOBKH MOAMUCH, TOIHKHOCTH U AAThl COCTABICHUS U MOIINBACTCS K JETY.
3ampenaeTcsi BHIHOCHTH 3aBEPHUTEIBHYIO HAIMUCh HA OOJOXKKY Jeila WU YHCTHIHA



000pOT JIMCTa OCIEAHETO TOKYMEHTA.
8.7. Odopmiuenue aen [uisl mepeJayd B apXUB OCYILECTBISETCS B TOAY, CIEIYIOUIUM 3a
JEJTONPON3BOICTBEHHBIM B TEUEHHE BCETO TOJIA.
9. O06s13aHHOCTH OTBETCTBEHHOI'0 32 KA/IPOBOE /1eJIONPON3BOACTBO MO BeIEHUI0 JTUYHBIX
aesa padornuxkoB MAJIOY
9.1. B 00s3aHHOCTH OTBETCTBEHHOTO 32 KaJpOBOE JEJIOMPOU3BOJICTBO, OCYIIECTBIISIONIETO
BEJICHUE JIMYHBIX JI€JI, BXOJIUT:
- IPUOOIIEHNE K JTUYHBIM JieJlaM JIOKYMEHTOB, NIEPEUUCIICHHBIX B MyHKTaX 3.2 4acTH 3 U B
nyHkTax 5.1 u 5.2 vactu 5 HacTosme MHCTpyKINY;
- TMPOBEPKA TMOJHOTHI 3alOJHEHUS AHKEThl M COOTBETCTBUS YKA3aHHBIX CBEJCHHH,
MPEABSIBIASEMbIM TIPU TMOCTYIJICHUH JOKyMEHTaM ([acmopT, TPYyJoBas KHUXKA, BOCHHBIN
Ouser, JOKyMEHThl 00 00pa3oBaHWU (JUILUIOM, YIAOCTOBEPEHHUE, CBHICTEIBCTBO, aTTECTAT),
TOKyMeHTHI Bricmiedt arrectarmonroi komuccuu (BAK) o mpucyxIeHun y4eHOl CTeTleHU U
MPUCBOCHUU YUEHOTO 3BaHUs (AUIUIOM, aTTECTaT, U APYTrue);
- 3aBEPEHUE AHKETHI;
- obecrieueHre COXPaHHOCTH U y4deTa JINYHBIX JIeT;
- obecrieueHre KOHPUACHIINATLHOCTH CBEICHUM, COAEPKAIIUXCS B JIMUHBIX JIeax;
- O3HaKOMJIEHHE PAOOTHUKOB C JOKYMEHTAMH UX JTUYHBIX JCI;
- U3BSITHE IOKYMEHTOB, HAJJOOHOCTh B KOTOPBHIX MUHOBAJIA.
- IpelapX1BHAas MOArOTOBKA JIMYHBIX JIEJT;
- mepeaaya B apXuB.
9.2. JInynsle Aena paOOTHUKOB XPAHATCS Y PYKOBOJUTENS WIIK OTBETCTBEHHOTO 32 KaJpOBOE
JEIONPOU3BOJICTBO KaK TOKYMEHTHI CTPOrOil OTYETHOCTH.
9.3. B nemsix oGecrieueHusi KOHTPOJS 32 COXPAHHOCTHIO JIMYHBIX €T €XKEroTHO MPOBOJAUTCS
MIPOBEPKA HAJTUYHS U COCTOSIHHUE TUYHBIX Je]. DakT nmpoBepku GUKCUPYETCS] B COOTBETCTBUU C
(npunoxxeHueM 3), a BBISBIECHHBIE B XOJI€ NMPOBEPKU HEJOCTATKH (DUKCHPYIOTCS B aKTe,
KOTOPBIM TIOCJIE YTBEPXKACHUS IMPEICENATENEM MPOBEPOYHOM KOMHUCCUU NPEACTABISIETCA
3aBEIYIONIEH.
9.4. OTBeTCTBEHHBIE 3a KaJIpOBOE JEJIOMPOU3BOJACTBO, YIOJHOMOYCHHBICE HA BEJICHUE U
XpaHEHUE JUYHBIX €], HECYT AUCLHUIUIMHAPHYIO U MHYIO OTBETCTBEHHOCTDH 3a pasrialleHue
KOH(PUACHITMATBHBIX CBEACHUM, COJAEpKAIIMXCS B JIMYHBIX JieJlaX, U 3a WHbIC HAPYIICHUS
MOpsJIKa BEICHUS JIUYHBIX JEI.
10. 3ak/0unTeIbHBbIE MOJI0KEHUS.
10.1. lna mpaBUIbHOM TPYNIUPOBKH U y4eTa JOKYMEHTOB IO KaJpOBOMY JEJIOMPOU3BOJICTBY
JIMYHBIC JieJa BKJIKOYAIOTCS B HOMEHKJIATypy Ae€d MOJA OTAEIbHBIM MOPSAKOBBIM HOMEPOM
(xomom).



[Tpunoxxerue Ne 1
K TIOPSAKY BEJICHHSI INYHBIX JIe]T pAOOTHUKOB

Omnuce Ne
JHeno Ne
Wuanekc nena

(Ha3BaHUWE OpraHU3AINH)

JIMYHOE AEJIO

(bamumust, ©Ms, OTYECTBO pabOTHHUKA)

Jlata Hauana

Jlata okoH4YaHUs

Ha JIMNCTaxX
XpaHUTH JeT

Ormuce Ne
Jlemno Ne



[Tpunoxxerue Ne 2

K IMOpAAKY BCACHUS JIMUHBIX ICJI pa6OTHI/IKOB

BHYTPEHHSA OIIUCH

AOKYMEHTOB J1€J1a Ne

Ne Nupexc Hara Ha3zBanue Homepa IIpumeuanue
n/n AOKYMEHTA | JOKYMEHTa | [JOKYMEHTa | JIMCTOB jJeJia
Hroro:

KOJINYECTBO JIUCTOB BHYTpeHHCﬁ OIIMCHU

CHGIII/IEU'II/ICT 10 Kaapam:

«

»

20

IIOAIINCH

roJI

pacm@poBKa MOAMUCH




[Tpunoxxerune Ne 3
K TIOPSAKY BEJICHHSI INYHBIX JIe]T pAOOTHUKOB

OTMETKA
O PE3YJIBTATAX NPOBEPKU COCTOSHUA U HAJIMYUSA JIMYHOI'O JEJIA

®damuius, UM, OTUYECTBO:
JloI5KHOCTD:

JInuHoe gej1o Ne

Jara npoBepku ®UO 41eHOB KOMHCCHHU Hoanucu yienos Pe3yabTaT npoBepku
KOMHCCHH
Jlnunoe  pgeno Ne
COOTBETCTBYET
TpeOOBaHUAM
3aKOHOJIaTENIbCTBA "
MOJIOKEHUIO BEJICHUS

JIMYHBIX €I pa6OTHI/IKOB




