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TIOJIOXEHI,IE
o IIopqAKe BeAeHI|q JrrrrrH[,rx ge.n pa6orrurKoB yqper(AeHHq

1. O6urrae rroJroxeHnq

1.1. Hacrosulee nono)Keuue MEY .{O <IJenrp AercKoro rBopqecrBa <fararrura> Kyrcuopcrcoro

MyHr4r1ananbHoro pafioHa PT (4a.rree - YupexaeHrae) pa:pa6orano B coorBercrBr4rr c 3aKoHaMU Lr rrHRIl'lpr

HopMarr{BHbrMt4 rrpaBoBbrMr4 aKTaMz Poccuficrcofi @elepaquu, cy6rexra Poccufictofi Oegepaquu, opraHoB

MecrHofo caMoynpaBneuzr, YcraeoM y{pe)K.qeHur.
1.2. JIzqHue 4era pa6orHHKoB yqpe)KAeHprr orHocrrrcs K KaApoBbrM AoKyMeHraM, oSopu,lrorcr u

BeA)rcr ,rrarloM, orBercrBeHHblM 3a pa6ory c KaApoBbrMrr AoK)A/reHTaMr4.
1.3. Jluqsoe Aeno fipeAcraBJrfler co6ofi coBoKyrrHocrb AoKyMeHToB, coAepxaruux uav6oJlee noJIHbIe

cBeAeHu.fl o pa6oruune 14 ero rpyAosofi AerreJrbHocrll.
1.4. Jluqsoe 4eno o$oplrrsercq [ocJre v3AaHlaA [p]rK:Ba o [prreMe pa6oruuxa na pa6ory.
1.5. Jlnqnsre 4era oQopurqrorcq Ha Bcex rrrrarHbrx pa6orHnrcon yqpexAeHnq.

2. Ilopngorc oQopvuenufl rrqHoro AeJa
2.1. loxyrvreHTbr, Koropbre Kacalorcr pa6orHr,rKa, B xpoHoJroruqecKoM noptAKe rloAlxllBalorcq B

cneunanbHyro nanKy - IurrHoe AeIo.
2.2.Ha o6loxre JruqHoro Aena yKinbrBaercr rroJrHocrbro Saunln.r, I4M{, orqecrno pa6oruuKa, Aara

Frar{€Lla BeAeHV.fl JrrrqHoro AeJra, HoMeHx,rarypuuft cpoK xpaHeHvrfl. !.ena.
2.3. B Jrl4qHbre Aena He BHocsrc{ cBeAeHVr r.r AoK}MeHTbr, He npeAycMorpeHHbre 3aKoHoAarenbcrBoM.
2.4. IluqHbre Aena [epBoHaqzrJrbHo BKJrroqaror AoKyMenrrr, Snxcnpy]oqfie rIpI4eM na pa6ory, a

Bnoc.rreAcrBal4 - Bce ocHoBHbre AoKyMeHTF,r, Bo3HlrKalourve B fiepuoA rpyAonofi AeflTeJIbHocru pa6ornnrca.

2.5.llpu oQopvr,reHzlr rnqHoro Aena AoKyMeHTbr pacflorararorcq B c,'reAy]oueM IropJ{AKe:

- BlryTpeHHqr onzQb AoKyMeHToB Aena;
-3a.rrBJreHue o [pr{eMe;
- BbrnHcKa H3 rrpr4Ka3a o nprreMe;

- AHKETA;

- arro6uorpaQnr;
- corJracae ua o6pa6orxy flepcoHanbHbrx AaHHbrx;
- KorrLtil AoK)a.{eHToB o6 o6pasoeannz;
- AoKyMelrrbr arrecrauvu (lttt ne4. pa6ornnrcoe).
-rpyAoBble AorcBopa;
-AOnOnHrareJrbHbre corna[IeHHfl

3. Ilopn4ox BeAeHrlq JrrrqHoro AeJra
3.1. Bce Korrprr4 AoKyMeHToB, BrurloqaeMbrx B ,[zsHoe Aeno pa6oruaxa (rcpoue 3aBepeHHbIX

HoraplruurbHo), :anep.*orcq rerrarbro yqpexAeHr4fl rr noAnlrcbro pa6orHnxa, orBercrBeHHoro 3a BeAeHI{e

NVqHOIO.IIEJ]A:

3.2. B,qur{Hbre Aela pa6orH}rKoB He BK;rroqa}orcq AoKyMeHTbr BTopocrerreHHoro 3HarIeHHfl, I{Me}otune

apeveuuufi (ao 10 Jrer BxJtoq[relrHo) cpoK xpaHeHnr (cnpanxz c Mecra )Kr{TeJTbcrBa, crrpaBKl4 o cocroqHl4n

3AopoBbfl, BTopbre 3K3eMilrqpbr AoKyMeHToe n r.n.).

4. Ilopn4orc oQopn'rnenns AoKyMeHToB
4.1. BrryrpeHHrq orvcb AoKlMeHToB, BxoArruar B Jrptr{Hoe AeJro, AonxHa coAepxarb cBeAeHVtr o

nopq.AKoBoM HoMepe AoKyMeHTa, HanMeHoBaHHI.I AOKyMeHTa, AaTe BKJTrOqeHlrJr AoKyMeHTa B JIItr{HOe AeJIO,

KONI'IqECTBC JILICTOB, AUIE V31c.flTVIg AOK}A,{EHTA, O TOM KCM II3b'T AOKYMCHT N NO XAXOft TIPHI{I,IHC.

4.2.BnyrpeHH{s orrncb 3arroJrHgercr n noArrucbrBaercfl Jrr4uoM, orBercrBeHHbIM 3a BeAeHIle JIITqHbIX

Aen .

4.3. BuyrpeHHrr orrueb cocraBJ'rrercq Ha orAenbHoM JrHcre no ycraHoBneunofi Qoprr,le.



4.4. Anrcera 3a[onHrercq or pyKr.r caMr4M pa6oruuxorr.l rrpr4 nocrynrrelanu ua pa6ory. C npanofi cropoHbl
6;ratra npoK;rerrBaercr SororpaQur.

4.5. flpu 3arroJrHeHhr4 Jurr{Hol-o JrlrcrKa r{cnorrr,3y}orcq cneAy}orur.Je AoKyMeHTbt: nacnopr, TpyAoBas

KHH)KKa, goeHFrtril 6ute7 AoKyMeHT o6 o6pasoaaHnu (Aun,'roM, yAocroBepeHlle, cepruQraxal cBvAereJlbcrBo,

arrecrar), arrecrallvoHHbre AoKyMeHTbr H Ap.
4.6. tlpu 3arroJrHeHlru rpaQu <Bsrnolusenrar pa6ora c Harlana rpyaoeoil AeflTenbHocru (nxrouar

yre6sr B Bbrcrrrux n cpeAHr.rx crerlnuurbHbrx yre6nrx 3aBeAeHI4rx, BoeHHyro c,'ryx6y, pa6ory ro
coBMecrureltcrny)> uclonb3yrorcr cBeAeHu{ o pa6ore, KaK rrpaBr.rno, orpDKeHHbIe B TpyAoBofi rcsuxxe. CroAa

BHoc;rrc.q v cBeAeHr4f, o nepepbrBax e pa6ore B cBs3H c yue6Hoft, 6o:re:Hrro, Haxo)KAeHI4eM Ha nx.unBeHrtr Lr

r.l, Eclz pa6oruux e o4nofi u rofi )Ke opraHr,r3a\vrvr 3aHvrMuur B pa3Hble neplroAbl BpeMeHIr pa3,rIHrIHbIe

AoJrx(Hocrlr, To cJreAyer yKa3brBarb, c KaKor-o 14 rro KaKoe BpeMr on pa6oral (rr,recrq H roA BcryfilreHvfl a lxo4a)
e rcaxofi.IIoJDKHocrur.

4.7. Pa6orur,rK, orBercreeHHrrfi 3a BeAeHr,re JlprqHbrx Aen, npr{Hl4Mag or rlocrylarcuefo Ha pa6ory

aHKery, AonxeH npoBepnTb lonHory efo 3ar]oJrHeHlz.s, A tpaBrrJrbHocrb yKa3aHHbIX ceeAeHafr B coorBercrBl{u c

npeAbrBneHHbrMr{ AoKyMeHTaMa H rrpeAyilpeAurb pa6orHzxa o ueo6xoAnMocr}r coo6rqaru o6o Bcex

rrocneAyrcrurrx tr3MeHeHlrsx yKa3aHHbrx AaHHbrx. Pa6ornun AoJrxeH pacnrrcarbcg B x(ypHane o o3HaKoMIreHtata

C InrlHF,IM .IIenOM.

5. Ilopngox xpaHeHuq JrlrrlHr,rx AeJl
5.1. nuqntre Aena MoryT BbrAaBarbcrr Bo BpeMeHHoe rroJrb3oBauze pa6orHl{Ky, AoDIGocrHbIM JIZuaM,

Kpyf Koropbrx onpeAenflercs pyKoBoAureneM yrlpex,4eHvt.
5.3. flpH pa6ore c ,'II4r{HbrM AeJroM, BbrAaHHbrM Bo BpeMeHHoe [oJrb3oBaHne, 3alrperlaercl [pou3BoAurb

KaKhe - ,lu6o ltclpaBneHr{q B paHee cAeJraHHbre 3arr4crr, H3BJreKarb z3 rnqHoro Ae,[a, uMe]ouleecfl TaM

.loKyMeHTbr rrJrz r]oMeuaTb HoBbre, pa3fna[aTb cBeAeHgq, coAep)Kauuecq B AoK]T\4eHTax AeJIa.

5.4. flpu H3Brer{eHHr4 rcaxux-:rpr6o AoKyMeHToB rr3 rzqHor-o Aena rro yKa3aHH]o elturecrosrlefr
opraHrr3arlxv vnn ynorruoMoqeHHbrx opfaHoB Bo Blr),TpeHseir otucu ocraBnflercfl coorBercrByloqaq 3alrucb.

5.5. IluqHure Aena xpaHflTcfl B cfleqzuutlHsx cefiQax (uxaQax) KaK AoKyMeHrrr crporofr orqerHocrll

6. Iloprgox noAroroBKlr LI cAaqn JrIrqHbIx AeJr B apxl{B
6.1 . JluqHlre AeJ'ra orHocqrcq K AoKyMeHTaM BpeMeHHoro (cerrure l0 ,'rer) cpoKa xpaHeHI4q H noAJlelKar

xpaHeHzlo B TeqeHVe 'J 5 ner.
6.2. Ilu'mt;e Aena yBoneHurx pa6otrzxoe oSoprvurrrorcfl B coorBercrnuu c rpe6oBaHkrsMvr apxt4BHbIX

opraHoB u xpaHqTcr B apxrrBe.

7. 3an,rroqnreJrbHble fioflo?KeHrlq
7.1 . llx npawrlrHofi rpyrrnltpoBKr v yqera AoKyMeHToB no KaApoBoMy Aeno[pol[BoAcrBy JI]ItIHEIe

Iexa BKJllOYaTcs B HOM€HTIaTyPY Ae,r yqpex(AeHl4q IIOA oTAenbHbIM nOpqAKOBbIM HoMepOM.
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