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0 HOpAAKe BeAeHNA JIUIHBIX /€1 pAOOTHHKOB yUpeKICHHSA
1. O6mue moI0KEHHUST

1.1. Hacrosuiee nonokenvie MBY JIO  «lfentp merckoro TBopuectBa «[ amakrukay Kykmopcekoro
MyHULUTanbpHoro padiona PT (nanee — YupexaeHue) pa3padoTaHO B COOTBETCTBHH ¢ 3aKOHAMH W HHBIMH
HOPMAaTUBHBIMH TMPaBOBLIMH akTamu Poccuiicko Denepanyu, cyobekta Poccuiickolt Denepalinu, opraHoB
MECTHOTO CaMOYTIPaBJIEHHs, YCTaBOM YUPEKACHHS.

1.2, Jlu4nsie nena paBOTHHUKOB YUPEKICHHS OTHOCATCS K KaJPOBBIM [IOKYMEHTaM, OQOPMIIAIOTCS |
BEAYTCS JIMLIOM, OTBETCTBEHHBIM 3a paboTy ¢ KaAPOBBIMH JOKYMEHTAMH.

1.3. JInuHoe meNto mpeactaBiserT coboi COBOKYNMHOCTh AOKYMEHTOB, COACPKAIINX HAHOOJIee NOJIHbIE
CBeZleHUS O paOOTHHKE U €ro TPYIOBOH AeATENbHOCTH.

1.4. JluaHoe aeno odopmiisieTcs 11ocsie U3AaHus MpHKasa o npHeMe paboTHHKa Ha padoTy.

1.5. Jluunsie gena ohopMIISFOTCS Ha BCEX IITATHBIX PA0OTHUKOB yUPEKACHHS.

2. llopsigok odopmiieHHd THUHOTO Jeia

2.1. JIoKkyMeHTBI, KOTOpble KacaroTcs paOOTHHKA, B XPOHOJIOTMYCCKOM MOPAAKE IONUIMBAIOTCA B
CHELMAJIbHYIO TAMNKY — JIMYHOE AENO0.

2.2. Ha 06noxKe JTHYHOTO Je/ia YKa3bIBAETCS MOTHOCTHIO GaMHIKs, UMS, OTYeCTBO pabOTHHKA, JaTa
HaJaia BeACHHS JINIHOTO Jiefla, HOMEHKJIaTYPHBIM CPOK XpaHeHHs [ena.

2.3. B nu4HbIe Aesia He BHOCATCS CBEAEHHS M IOKYMEHTBI, HE TIPelyCMOTPEHHBIE 3aKOHOIATENBCTBOM.

2.4. JlugHble Hena MEpBOHAYAIbHO BKITHOYAIOT TOKYMEHTHI, (DMKCHpYIOIWEe MpueM Ha paboty, a
BMNOCEICTBHN — BCE OCHOBHBIE JOKYMEHTB!, BOSHHKAIOIIKE B MEPHOI TPYAOBOH JIeATeTBHOCTH pabOTHHKA.

2.5. Ilpu odopmiteHHH TUYHOTO Jiea AOKYMEHTB! PacrioaraioTcs B CleyFoLIeM TIOPSAKE:

- BHYTPEHHSAS ONNCH TOKYMEHTOB JeJa;

-3asBJIEHHE O NIPHEME;

- BBITINCKA M3 MPHKA3a O MPHEME;

- aHKeTa;

- aBroOmOrpadus;

- coracue Ha 00paboTKy TIepCOHATTLHBIX JaHHBIX;

- KOTIMM JOKYMEHTOB 00 00pa3oBaHNH;

- JJOKyMEHTBI aTTecTalny (as1s rnea. paboTHUKOB).

-TPYOOBbIE JOTOBOPA;

-JIOTIOJJHUTE/IbHBIE COIVIAINEHUS. ,

3. Ilopsiaok BeaeHHS JTHYHOTO A€/1a

3.1. Bce komwWu JOKYMEHTOB, BKIIOYaeMBIX B JIHYHOE [AeN0 paboTHHKA (KpPOME 3aBEPEHHBIX
HOTapHajbHO), 3aBEPSIOTCS TMEYaThl0 YUPEXKACHHS W TOMNHCHIO PabOTHHKA, OTBETCTBEHHOIO 3a BEIEHUE
JIUYHOTO JAeNa;

3.2. B svyHele gena pabOTHUKOB He BKIIIOYAIOTCS JOKYMEHTBI BTOPOCTENIEHHOTO 3HAYEHUs, HMEOLIHE
BpeMeHHBbIH (10 10 JeT BKIIOUNTENTEHO) CPOK XpaHeHHMs (CIPaBKH C MECTa JKUTEIbCTBA, CIIPABKU O COCTOAHHH
300POBbsl, BTOPBIC IK3EMIUISIPLI JOKYMEHTOB U T.M.).

4. Ilopsigok odopmiiennst JOKYMEHTOB
4.1. BuyTpeHHss onvch JOKYMEHTOB, BXOAINas B JIMYHOE [ENI0, AODKHA COAEPXKATh CBEACHHS O
TOPSIAKOBOM HOMEpe [JOKyMEHTa, HaMMEHOBAaHHM JIOKYMEHTa, JaTe BKIIOYEHHA JOKYMEHTa B JIMUHOE JIENO,
KOJIMYECTBE JIUCTOB, JJaTe UIBIATHS JOKYMEHTa, O TOM KeM W3bAT JOKYMEHT M [T0 KaKOH MPUYHHE,
4.2. BHyTpeHHss OITUCH 3aIMOJTHSICTCS W TIOATUCHIBACTCA JIMIIOM, OTBETCTBEHHLIM 33 BEJAECHHE JIMUHBIX
JIE .
4.3. BHyTpeHHSss OMUCH COCTABIAETCS HAa OTACIIbHOM JIUCTE 10 YCTaHOBIEHHOH (opme.



4.4. AHKeTa 3a0IHAETCS OT PYKH CAMHM PabOTHHUKOM TIPH MOCTYIUIEHNH Ha padoty. C npaBoii CTOPOHbI
OnaHka TiporstenBaeTcsi poTorpagus.

4.5. Tlpu 3anoJHEHHH JTUYHOTO JIUCTKA HCTIONB3YIOTCS CIEAYIOIME JOKYMEHTbI: TIacMopT, TPy1oBas
KHIKKA, BOGHHBIN OWJIET, JOKYMEHT 06 00pa3oBaHiK (IUIUIOM, YAOCTOBEpEHHE, CEpTU(HKAT, CBHIETENBCTBO,
arTecTar), aTTeCTallHOHHBIE JOKYMEHTBI H JIp.

4.6. Tpu 3anonnenun rpadsl «BoimonHsemas paborta ¢ Hadana TPYAOBOH AEATENBHOCTH (BKITHOUAS
y4eObl B BBICIIMX W CPEIHHX CIHELHAlbHbIX Y4YeOHBIX 3aBe/leHHUsX, BOCHHYIO Ciayxby, pabory mo
COBMECTHUTENLCTBY )» UCTIONB3YHOTCS CBEIEHHUS 0 paboTe, Kak MPABHIIO, OTPAXKEHHBIE B TPYA0BOH KHIKKe. Crozia
BHOCATCS M CBEJCHHA O TIepephiBaX B paboTe B CBA3H ¢ YUcOHOH, 00J1€3HB0, HAXOXKACHUEM Ha WXKIHMBCHHU H
T.0. Eciu paboTHHK B OJHONW W TOH JKe OpraHM3alliM 3aHHMajl B PasHble MEPHOIBI BPEMEHU pasH4YHble
JOMKHOCTH, TO CJIEAyeT YKa3bIBaTh, C KAKOTO M MO KAKOE BPEMs OH paboTait (Mecsll ¥ TOfl BCTYIUIEHUS U yX0/a)
B Kaxkoi JOMKHOCTH.

4.7. PaGOTHUK, OTBETCTBEHHBIN 3a BEACHHE JIMUHBIX [eN, MPHUHUMAs OT MOCTYTAOLIEro Ha paboTy
AHKETY, JIOJDKEH MPOBEPHTH MOJHOTY ero 3aTlloTHEHHA W MPABUIBHOCTH YKA3aHHBIX CBEAEHHH B COOTBETCTBUH C
NpeNbIBICHHBIMU JOKYMEHTAMH W TIpeAyIpeanTs pabOTHHKA O HEOOXOAMMOCTH coobmarh 000 BCex
MOCNIEAYIONINX U3MEHEHMIX YKa3aHHBIX JaHHBIX. PabOTHHK JOMKEH pacrucaThes B XKypHalle O O3HaKOMIIEHHUH
C JIMYHBIM JIEJIOM.

5. Ilopsagok XpaHeHHH TUYHBIX 1€

5.1. JluuHble fena MOTYT BbIAABATHCS BO BPEMEHHOE TOJTb30BaHNE pabOTHHKY, NOJLUKHOCTHBIM JTHIAM,
KpYyT KOTOPBIX OTIpeaessieTcs PYKOBOUTENIEM YUPEKICHHUS.

5.3. [Ipu pabore ¢ TUIHBIM JeNIOM, BBIAAHHBIM BO BPEMEHHOE MOJTb30BAHHE, 3ATTPELIAETCS TPOU3BOAUTD
Kakie — AubO0 WCIpaBleHHWsA B paHee cJefTaHHbIe 3alHiCH, H3BJIeKaTb W3 JMYHOIO Jeja, MMEIOMIeecs Tam
JOKYMEHTB! UITH TIOMELLATE HOBBIE, pasriallaTh CBEHEHNS, CoAepKaIHecd B JOKYMEHTAXx JeJa.

5.4, Tlpy W3BJI€YESHWH KAaKWX-THOO MOKYMEHTOB W3 JIMYHOTO JeNla MO YKAa3aHHIO BbILIECTOSAIICH
OpraHu3allH HUITH YIOJTHOMOUYEHHBIX OPraHOB BO BHYTPEHHEH OIMUCH OCTaBJIIETCS COOTBETCTBYIOILAS 3AMHUCh.

5.5. Jluunble nena XpaHaTcs B crieUHabHbIX celidax (wkadax) Kak JOKYMEHTbI CTPOTOH OTYETHOCTH.

6. Tlopsigok NOArOTOBKH H CAAYH JHYHBIX 1€/ B APXHB

6.1. JInunble jienia OTHOCATCH K JOKYMEHTaM BpeMeHHOTO (cBeile 10 eT) cpoka XpaHeHHs H Mojyiexar
XPaHEHHIO B TeUcHHUE 75 feT.

6.2. JlnuHbre gesta yBoeHHBIX pabOTHHKOB O(OPMIIIOTCS B COOTBETCTBUM ¢ TPeOOBAHHAMH apXHBHBIX
OpraHOB W XPaHATCS B apXHBE.

7. 3aka0YNTeIbHBIC 0JI0KeHHUs]

7.1. Jlng npaBUABHOM IPYNIUPOBKK W y4eTa AOKYMEHTOB MO KaJpoBOMY AEIONPOU3BOACTBY JTHYHBIC

7iena BKIJIIOYATCS B HOMEHKIIATYpy A€ YUPEXKIAESHUS TI0A OTAETBHBIM MOPSIKOBbIM HOMEPOM.
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