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1.00mue no1oKeHust

1.1.HacTosimas MHCTPYKIHS YCTaHaBJIMBaeT NOPSANOK (OPMHUPOBAHMS, BEACHUS H
XpaHeHusT JUYHBIX Jen pabotHukoB MBJIOY «Jlerckmit cag Ne 117
KoMOuHHpoBaHHOTO BUAay (nanee-MbZIOY).

1.2. UscTpyKums paspaboTaHa B COOTBETCTBHMM C KOHCTUTymHeill Poccuiickon
Qenepanuu, TpymoBeiM kopexkcoM Poccuiickoit ®enepanuu, @eaepalibHBIM
3akoHOM Nel52-@3 «O mepcoHalbHBIX AaHHBIX», NPHKa3oM MHUHKYJIETYpEl PO
ot 31.03.2015 Ne 526, npukazom Pocapxusa ot 20.12.2019 3 236.

1.3.Pabotomarens B julle 3aBeayromei (nanee-3asenyromuii) MBJIOVY obecneunBaer
3alIUTy ePCOHAIBHBIX IaHHBIX paOOTHHUKOB, COAEPIKAIMXCS B IMYHBIX JAelax, OT
HENPABOMEPHOTO MX UCTIOJIB30BAHMS MM YTPAThL

1.4.3agenyromuit MBJIOY ompepenger vy, yNOJHOMOYEHHBIX Ha IOJIyYECHHE,
00paboTKy, XpaHeHHUE, IIepeaady U J00e Apyroe UCIONb30BaHUE IEPCOHATBHBIX
JaHHBIX Pa0OTHUKOB, COOEPKAIIUXCS B IMIHBIX Jeax.

2. JInvHoe aeJsio paboTHHKA

2.1 JludHoe peno pabOTHMKA — 3TO COBOKYNHOCTh IOKYMEHTOB COIEpXalluxX
cBefeHus 0 paboTHUKe U niepuoze padotsl B MBJIOY.

2.2 JInuHoe neno paboTHHKA O0(OPMIIAETCS B TPEXJHEBHBIN CPOK MOCe HAa3HAYCHUS
€ro Ha JOJDKHOCTb.

2.3. JInunoe neno pabOTHHKA BENETCS OTBETCTBEHHBIM 33 KaJpOBOE IIPOM3BOICTBO
pabotaukom MBJIOY.

2.4. 3ampemmaercs moiy4arh, oOpabGaTeiBaTh ¥ MPHOOIIATE K JIHYHOMY eIy
paboTHHKA He YCTaHOBJICHHBIE (peflepaJbHBIMHA 3aKOHAMH [I€PCOHAIbHBIE JaHHBIE O
€ro MOJIUTHYECKUX, PEIUTHO3HBIX U UHBIX YOeXKIEHUIX, YECTHOH )KHU3HHU, WICHCTBE B
00IeCTBEHHBIX O0bEUHEHHSX, B TOM 4YHCie B IpodeccHOHaNbHBIX COI03aX.

2.5 Csepmenus, cojepxamuecs B JHYHOM Jene pabOTHHKA, SBIAIOTCS
KOHGMIEeHIaTbHEIMU.

2.6.JIuunble nena oGopMISIIOTCS Ha BeeX MTaTHBIX paboTHHKOB MBJIOY.



3. Cocras AOKYMEHTOB, BRIIYaCMbIX B IHYHOE €0 paGOTHHKa

3.1. CocraB JIOKyMEHTOB, BKIKYaeMBIX B JIUYHOE JEN0 pabOTHHKA, 3aBHUCHUT OT
JOJKHOCTH, KOTOPYIO OH 3aHMMaeT M CHeIU(pHUKU ero CIyxeOHOH NesATelbHOCTH.
ITepBOoHaYANBEHO B JIMTHOE AEIIO TPYIIITUPYIOTCSA JOKYMEHTHI, 0(OpMIIAIONIHE IIPOoIiece
npuemMa Ha paboTy, a BIIOCJIENCTBHU - BCE OCHOBHEIE JTOKYMEHTEHI, OTPaXKaroIlue
npouecc padotel B MBJIOV.

3.2. Ilpm mnepBoHauanbHOM OGOPMIEHHHM JHYHOIO Jejila paboTHHKa B HEro
BKJIIOYAIOTCS CIICAYIOLINE JOKYMEHTHI:

1) aHKeTa yCTaHOBIIEHHOH (hOPMET;

2) aBTOOHOTpadus;

3) nuceMeHHOoe corviacke Ha 00paboTKy NepcoHaNbHBIX JaHHBIX;

4) cripaBKka 00 OTCYTCTBHH CyIHMOCTH;

5) nu4yHOe 3agBIICHHUE JIUIIA, TIPETEHAYIONIETO Ha HohkHOCTE B MBJIOY;

6) TpynoBoii oroBop 6e3 TOKHOCTHON MHCTPYKLHH,

7) xomus npuKasa o mpueMe Ha pabory;

8) 3asBIIeHHE O BKJIIOYEHHH B JIMYHOE JIEJI0 IPYTHX TOKYMEHTOB;

9) komum NOKYMEHTOB, IOATBEP)KAAIOIIMX IpodeccHoHaIbHOEe oOpasoBaHMe (Ha
OCHOBaHWY JINYHOTO 3asBICHUS PaOOTHHKA)

10) xonuH KOKYMEHTOB, MOATBEPKAAIOIIUX KBATU(PHUKALMOHHYIO KaTeropuio (MpuKa3
MOATBEPK/IAIOIIYI0 KBATH(PUKAIIMOHHYIO KaTETOPHIO);

11) cnpaBka ¢ oCHOBHOro MecTa paboThl ¢ ykazaHueM rpaduka paboTbl, 3aBepeHHas
KOIIHS TPYAOBOM KHIDKKY (U1 BHEIIHUX COBMECTHUTENEH );

12) cornamenue 0 HepasrylalieHWe NMEPCOHAIBHBIX NAaHHBIX (JUIA TeX, Y KOro ecTh
JOIIyCK K IEPCOHAIBHBIM JaHHBIM JPYIHX);

13) moroBop 0 MaTepHalbHOW OTBETCTBEHHOCTH (HJIsi MaTepHUaIbHO OTBETCTBEHHBIX
),

3.3. B mpouecce paboThl K TMYHOMY JIeIy IIPHOOIIArOTC:

1) nononHeHKe K aHKETe YCTAaHOBIEHHON (POPMEL;

2) 3asBJICHUE O BKJIIOYCHHE B JINTHOE JEJI0 APYTUX JOKYMEHTOB;

3) xonuM HIOKYMEHTOB, ITOATBEpXKIAIONIMX mpodeccHoHanbHOe oOpasoBaHue (Ha
OCHOBaHUH JIUYHOTO 3asiBIIEHUS pabOTHHKA)

4) xonuy JOKYMEHTOB, IOATBEPXKIAIONMIMX KBATU(HUKAIMOHHYIO KaTeropuio (IIpUKa3
MOATBEPXKAAIOMIYIO KBATH(PHUKAIMOHHYIO KaTErOPHIO);

5) xonus npukasa o nepeBojie paboTHHKA HA APYTyi0 paboTy;

6) IomOJIHUTENbHBIE COTJIAIIEHHS K TPY0OBOMY AOTOBOPY;

7) yBemOMJICHUSL.

3.3.1. 1ns COTPYAHUKOB YYacCTBYIOIIMX B OKa3aHUH IUIATHBIX JOMOJIHUTEIBHBIX YCIYT
u sipnsomuecs yieHamu BTK:

1) cpouHBIil TPYIOBOM AOrOBOP;

3.3. Ilpu ¢dopMupoBaHMM ¥ BEICHHU JHUYHOTO Jeja HCIOJB3YIOTCS KCEPOKOIIMU
JNOKYMEHTOB, 3aB€PEHHBIE IOANKCHI0 PYKOBOIUTEINS MPH HANUYHUU NPEIbIBICHHOTO
IOJUIMHHUKA JOKyMeHTa. B ciaydae OTCYTCTBUS MOAJNMHHHKA PabOTHUK HOJDKEH
MPeACTaBUTh HOTapHAJIBLHO 3aBEPeHHBIe KOIIHH JOKYMEHTOB.

3.4. 3anpemaercs xpaHuTh B juuHOM nene: Komwm nacmopra, CHUJIC, MHH,
CBHIETENIECTBA O POXKIEHUH, IepeMeHe haMming, 3 UMEHH, OTYECTBA, 3aK/IIOYEHUH U



pacTopkeHur Opaka W BOEHHBIA OWIIET, YZOCTOBEpEHHS KypCOB IIOBEHIIICHUS
KBaJTMHUKALIH

4. TlopsiAoK 3aM0THEHHS] AHKEThl, ABTOOHOr paduu, JON0JHeHUS K aHKeTe,
BKJIIOYAEMBIX B JIHYHOE 1€J10 paboTHHKA

4.1 Ilopsdok 3anonnenus 0moenvHuIx 2pag) ankemul.
4.1.1. AmHkera 3amoiHseTcs paboTHMKOM coOcTBeHHOpyYHO. B aHkere He
JOIyCKAIOTCS COKpAalleHHs, IpoYepKH, HCHpaBieHus. B aHKeTy BKieHBaeTcCs
dbororpadus pabotHuka pazmepoM 30x40 Mm.
4.1.2. Ilpu 3amonHEHWM aHKETHI HCIOJBL3YIOTCS CIeAYIOLINe AOKYMEHTHI: IacloprT,
TPyZIOBass KHWDKKA, BOEHHBIH Owmier, HOKyMeHTH 00 00pa3oBaHuM (IUILIIOM,
CBUAETENBCTBO, aTTECTAT, YAOCTOBEPEHHE), JOKYMEHTHI, IIOATBEPHKIAIOIIHE YISHYIO
CTeneHb (Y4eHOe 3BaHue) U APYTUe JOKYMEHTEI.
4.1.3. Ha Bce BOTIPOCHI aHKETBl paOOTHHK HOJDKEH JaBaTh MOJHBIE OTBETHI B CTPOTOM
COOTBETCTBHH C TEMH 3aIHCSIMH, KOTOPEIE COJIEPXKATCA B €ro JIMIHBIX JOKYMEHTaX,
OTpHIaTeNbHEIE OTBETHI B Tpadax aHKeThl Oe3 MOBTOpPEHHs BoIpoca (HaIpuMep:
YuéHas cTeneHs — He HMEIO).
4.1.4. B rpade «obpasoBaHHe» JOJKHBI NPUMEHSThCA CleLyromue GopMyITHPOBKH:
«BBICIIIEE», «HEIOJIHOE BBICIIEE», «cpegHee HpodecCHOHATBHOE», «CpelHee», B
3aBHCHMOCTH OT TOrO, KakoW JOKyMeHT 00 oOpazoBaHum mmeercs. Eciu paboTHHK
3aKOHYMJI HECKOJIBKO KYpPCOB BBICIIEr0 Y4eOHOro 3aBelECHMs, BBIHYXAEH ObLI
npepsath o0ydeHue wid oOydaeTcs B JaHHOE BpeMs, TO 3allMCHIBAE€TCSA, CKOJIbKO
KypPCOB OH 3aKOHYMJI HJIM HA KaKOM Kypce o0yJaeTcs.
Cotpynuuky, oOydaromuecs WIH o0ydaBIIMeCSd B CPEOHHX IPOoQecCHOHATBHBIX
y4eOHBIX 3aBelleHUSX (TEXHHKYMEI, KOJUIEI)XH), HO HE OKOHYHBIIUE WX, JIOJIKHBI
OBITH OTHECEHBl K JIMUAM, MMEIOIIMM cpenHee (TMonHOoe oOLiee) WM HEMOJHOE
cpenHee (0OcCHOBHOe o0uee) oOpa3oBaHue, B 3aBUCHMOCTH OT TOr0, KAKOe OHH MMEJH
o0pa3oBaHre B MOMEHT IIOCTYIUIEHHS B CpeAHee IpodeccroHanNbHOe Yy4deOHOe
3aBe/leHue, K JiMlaM, UMeIoLUM cpenHee (rojHoe o0mee) obpazoBaHue, OTHOCATCA
pabOTHUKHY, 3aKOHYMBIINE CPEeIHUE IIKOJIBI, IIKOJIBI ¢ YIeOHBIM H3yUYeHHEM KaKoOTo —
mbo  mpeaMmera, Jidues, TraMHasud.  Jnga  paGOTHMKOB,  OKOHYMBIIKX
Ipo(eCCHOHAIBHO-TEXHUYECKUE Yurinina (Wiy oOpa3oBarebHbIE YYPEKIEHHS, K
HUM IIpUpaBHEHHEBIE), yKa3biBaeTcs mpodeccus u paspsan. Jluiam, He HMMEIIUM
IpOo(ECCHOHATBHO-TEXHUYECKOTO (HAaYaJbHOrO IMpodecCHOHANBHOr0) obpa3oBaHus,
npodeccrs YKa3bsIBaeTCH 110 OIBITY PaboTEL.
OxoHYMBIUME TPH Kypca BHICHIHUX (WM NMPUPAaBHEHHBIX K HUM) y4eOHBIX 3aBelleHUH
OTHOCATCA K JIMLIAM C HEMOJHBIM BbICIIMM oOpa3oBaHueM. "CHneluanbHOCTh I10
JUIUIOMY" 3alloJIHAETCA TOJNBKO Ha CHEHHAJUCTOB C BBICIOMM H  CPEeOHUM
CHelHaNbHEIM o00pazoBaHuMeM. B 3Toil CTpoke YyKa3bIBaeTCS CIEIHATBHOCTb,
[Oy4YeHHAss MO0 OKOHYAHWW BBICIIET0 WM CpPEJAHEro CIEelHalbHOro y4eOHOro
3aBefeHUA. CrenuaibHOCTh M0 00pa30BaHUIO 3aIMKCHIBAETCS TOJHKO Ha OCHOBAHHHU
OUILIOMA.
4.1.5. B rpade «Bpliam 1 32 rpaHULEi» yKa3bIBaeTCs [10JIHOC HAUMEHOBAHHE CTPAHBI,
roj u uens npedeiBanus (Hanpumep: I'epmanus -2005 - Typmoesnka).
4.1.6. B rpade «Bammu 611u3Kk1e pOACTBEHHUKHY ITEPEUHCIISIOTCS BCE WICHBI CEMBH C
yKa3aHHeM CTeleHU poacTBa (pOOUTeNH, CyNpyrH, JETH, a Takke OpaThs U CECTPHI)



IPU 3TOM YKa3bIBaeTcs UX (paMuIus, UMs, OTYECTBO, 1aTa pOKIAeHHsI, MecTO paboThl,
IOJDKHOCTb.

4,1.7. B rpade «BrmonHsemas pabora ¢ Hadajga TpyAOBOH AEATEIBHOCTI
OTpaXKaloOTCs CBeJeHHUsI 0 paboTe B COOTBETCTBUHU C 3alUCSIMU B TPYAOBOM KHIKKE.
Ecnu TpymoBas IesTENbHOCTh Hayajach ¢ OOyd4eHHS B TOM HJIH HHOM y4eOHOM
3aBeICHUH, TO 3TOT MEPHUOJ TakKe OTMedaeTcs B naHHoM rpade. Croma BHOCATCS U
CBEICHHS O IepepbiBax B pabore B cBs3M ¢ y4&6oif, O0NEe3HBIO, HAXO0XKICHUSIM Ha
IDKIMBEHUH U TOMY IOZ0OHOe (HampuMep: «He paboTam», «HaxoAHics Ha IEHCHM»,
«HaXOAWICS Ha MIXAUBEHUW», «Oonen»). Kpome Toro, ecnu cimyxamuil 3aHuMan
pasNuYHBIE JOJDKHOCTH, TO CJEOyeT YKa3blBaTh BpeMs MNpeObIBaHHWSA Ha KaKIou
JOJDKHOCTH. B TpyZOBYIO J[edTeNbHOCTh HE 3allUChIBaeTcsi BpeMs Y4y€Obl B
001eo06pa3oBaTeNIbHBIX IIKOJNAX, MPO(eCCHOHANBHO-TEXHHYECKUX YYWIMINAX U K
HUM IPUpaBHEHHBIX (CYBOPOBCKHE, HAaXMMOBCKHE, BOCHHBIe yumiuma u T.1.). Ilpu
NPOXOXIEHUH CIyX065 B BoOpyXEHHBIX cHIIaX yKa3bIBaeTCi IOJDKHOCTh, HOMEp
BOMHCKOM wacTH (y4YpexJieHHS) M B KaKOM OKpyre OHa HaXOAWiach, B Cllydae
repexona M3 OJHOM BOMHCKOM YacTH B APYIyl0 - HOMEpa JTHX 4YacTed U JaThl
Iepexoja ¢ yKazaHHEM aApecoB MecT CiyxObl 3a mocimemnume 15 ser. TpymoBas
NesATeNbHOCTh 3alIUCHIBAETCS CTPOrO B XPOHOIOTHYECKOM TOPSIZIKE.

4.1.8. B rpadpe «/lononHuTenbHble CBENEHHUA» MOIYT YKa3bIBaThCH CBEIEHHSA O
HarpaxxaeHuu opaeHamu, MegansmMu CCCP, Poccuiickoii @epepanuu, HHOCTPaHHBIX
rocy1apcTB, a Takke npucBoeHuy nod€THeIX 3BaHuil CCCP, PCOCP, HHBIX COIO3HBIX
rocyJapcTB, a Takxe npucBoeHnr noueTHeIX 3BaHuil CCCP, PCOCP, UHBIX COIO3HBIX
rocygapctB  Poccuiickoit @enepanuu. 3amdcd IIPOM3BOASTCS Ha OCHOBaHUHU
OPAECHCKUX KHIKEK, YAOCTOBEPEHUHN K MEAAJSIM, YKa30B M IPUKA30B O HArpaKICHUH,
IIOOLPEHNH.

4.19. B rpade «OtHOolIeHHEe K BOHMHCKOH OOS3aHHOCTH M BOHMHCKOE 3BaHHE»
YKa3bIBaeTCsl OTHOIIEHHE pab0OTHHKA K BOHHCKOM 00s3aHHOCTH (Hampumep:
BOEHHOOOSA3aHHbI(ad), Maiiop 3amaca, cepkaHT 3amaca). JIMIo, OTBETCTBEHHOE 34
KaJpoBOe JeNONPOU3BOACTBO 0053aHO MPOBEPATH MPH NpUEME Ha paboTy y rpakiaH,
npeObIBAIOIIMX B 3amace, BOGHHbIe OwieTsl (BpeMeHHbIE YIOCTOBEpEHMS B3aMeH
BOCHHBIX OMIIETOB), a y Tpax<IaH ,[IOJUIeXKAIMUX TPH3BIBY HAa BOCHHYIO CIYXOY,
YAOCTOBEpEHHUS TIpax[aH, MOJIeXAIMUX TMPU3bIBY, YCTaHOBHUTb, CTOHT JIH
rpaxianvH(ka), NpuHUMaeMsblii(as) Ha paboTy Ha BOMHCKOM yuére. B ciyuae
OTCYTCTBHS B BOGHHOM OHJIETE OTMETKM O MOCTAaHOBKE Ha BOHMHCKHH y4&€T (eciu
oH(oHa) sABIAETCS BOEHHOOOs13aHHBIM (0if) HEOOXOAMMO HAIpPaBUTH IpakaaHUHA(KY)
B palioHHBII BOEHHBIN KOMHCCapHarT.

4.1.10. B rpade «Jomamuuii ampec ¥ HoMep TenepoHa» HEOOXOMUMO YKAa3aTh
IIOYTOBBI HMHAEKC. EciM agpec NpONMCKM M MPOKUBAHHSA HE COBNAJAIOT, TO
ykasbIBaroTcs 06a aapeca.

4.1.11. B rpade «IlacnopT v JOKyYMEHT, €ro 3aMEeHSIOIUN» CIeAyeT YKa3bIBaTh €ro
HOMeEp, CepHI0, KOIra U KeM BBIJaH.

4.1.12. AHKeTa NOATIMCBHIBAETCS U 3aBepseTCs: - TUIOM, [TOCTYTIAIOIUM Ha paboTy; -
OTBETCTBEHHBIM 32 KaJpoBoe Aenonpoussojacrso MB/IOY neuarsio u jfartoif, mocie
TOr0 Kak OyneT NpoBepeHa IOJHOTA W NPaBUIBHOCTH 3allOHEHHS aHKETHl B 5
COOTBETCTBHH C IIPEAbABICHHBIMU JOKYyMEHTAMH.

4.2. Ilopaoox 3anonnenus aemobuozpaguu.



4.2.1. AptoOmorpacdusi COCTaBISeTCS B IPOU3BOJBHON GopMe COOCTBEHHOPYYHO
rpaxnaHuHoM. B coxepxanuu aproOuorpaguu oTpaxaroTcs: (QaMunus, HMs,
OTYECTBO TpaxKJaHMHA, HHCIO, MECSN, ToJ M MeECTO POXKACHHUS, IOIy4EeHHOE
oOpasoBanue (rie, Korja, Kakas CIENHalbHOCTh U B KaKUX y4eOHBIX 3aBe/IeHHSX),
TPYyAOBas HEATENbHOCTh, IIONyYEHHE IOMOIHUTEILHOro o0pa3oBaHUfA, OKOHYAHKE
KYPCOB TIOBBIIIECHUSA KBAIH(UKAINH, TEPEIOArOTOBKa, M3MEHEHUs B Omorpaduu u
JpYyTUe CBeIEeHUS, KOTOPEIE KENAeT OCBETUTE B CBOE aBTOOHOrpadiy MOCTYIAIOIIHi
Ha pabory.

4.3. [ononwenue «k ankeme 3alONHSAETCS OTBETCTBEHHBIM 3a KaJpOBOE
IIeJIONIPOM3BOJCTBO B IIporecce pabOTHl IpH HEOOXOAMMOCTH BHECEHHS B JIMYHOE
Jiello CBeleHUK 00 H3MEHEHMSX B IPO(ECCHOHAIBHOH IESTeIbHOCTH PabOTHHKA.
43.1. B nepBoM paszmene (GUKCHPYIOTCA CBEOSHHS O II€peBOJaxX Ha HApYyrue
NOJDKHOCTH (IIepeMeIeHus ¢ yKa3zaHHeM JaT BCTYIUIGHHS B JOJDKHOCTh M yXoZa C
HEe) CO CCHUIKOM Ha JOKYMEHTHI O Ha3HaYeHHH, TIEpPeBOie, YBOJIbHEHUH.

4.3.2. Bo BTOpOM pa3zziene OTpakaroTcs JaHHBIE O MPO(eCCHOHANBHOM NeITeIEHOCTH
paboTHHMKa (TIOArOTOBKA, IEPENOArOTOBKA M  IIOBBIICHHE KBaJU(HKALUH,
HarpakKI€HUEe OpJcHaMH W MEOalsIMH, NPUCBOCHHE YYCHOW CTENEHH, YUCHOTO H
IIOYETHOr0 3BaHWs, IpeObIBaHWE 32 TPaHHUIECH, HAOXXEHWE U CHATHE B3BICKaHHIH,
M3MEHEHUsl APYrMX YYeTHBIX HOaHHbIX paboTHHKa). Bce BHOCHMEBIE H3MEHEHUS
JOJDKHBI OBITh IOATBEPXKAEHBI COOTBETCTBYIOIIMMH AOKyMeHTaMu. OOs3aTelbHBIM
PEKBU3UTOM JIOTIOJIHEHUS K aHKETe SBJISIOTCA OTMETKH O IPOBENCHUH IPOBEPOK
HaJlM4Msg M COCTOSHUS JHYHBIX Jen. OrTMmeTka JomkHAa OBITH CIEXYIOIIETO
COJIEPXKaHUA: (IMYHOE JeJ0 IPOBEPEHO», Jara, MNOANUCH IPOBEPIEMOro
IIOMelaoTcs Ha 06paTHO# CTOpPOHE JIMCTA MTOCTIe 3aHECEHHBIX CBEICHMIA.

4.4. Bce NOKYMEHTHl JMYHOTO JeNla IOMEINAIOTCSl B IAaKy — CKOPOCIIMBATENb.
TutyneHslil JTUCT TUYHOrO Aena OQOPMIILETCS B COOTBETCTBHHM C YCTAHOBIIEHHO
dopmoii. Homep, 3a KOTOPHIM YYTEHO NHUYHOE [elI0 MO KHHre (KypHalLy) ydera
JUYHBIX JAEJ, MPOCTaBISICTCS B BEPXHEM IpaBoM yriay oOnoxkkd zpena. O6oxka
JIMYHOTO Aena paboTHIKa 0pOpMIISETCS CIEAYIOMUM 00pa3oM:

- Ha 00JI0)KKe JIMYHOrO Jieia B BepXHEM IIPaBOM YITIy yKa3blBaeTcs MHIAEKC Jena. B
cepeIyHe JIUCTa 110 LeHTPY:

- IOJIHOCTBIO HAMMEHOBAHHE YUPEKICHUS,

- HOMEp JIMYHOTO Jiena,

- IOTHOCTHI0 (haMUITHS, UMS, OTYECTBO PAOOTHHKA

- JlaTa Hayaja Jeja, JOJDKHA COOTBETCTBOBAThH JjaTe mpHeMma paOoTHMKAa Ha paboTy
(4rcno U ro AOMKHEI OBITE 0003HAYEHBI UPPAMK, & MECHL] CIIOBAaMH)

- JaTa OKOHYAaHHSA, NOJDKHA COOTBETCTBOBATH JaTe€ €ro YBOJBHEHHs (YHCIO U Tof
JIOJDKHEL OBITE 0003HaUEHBI HU(ppaMy, a MeCSL CIIOBAMH)

- KOJI-BO JILCTOB YKa3BIBAa€TCsI TIOCIIE 3aKPITHS Aena (IIpH YBOJIbHEHUH )

- CPOK XpaHEHHUS JIMYHOTO Jesa

- HOMep omucu - HoMmep Aena (TOoA 3THM HOMEPOM JIMYHOE JENI0 PErHCTPUPYETCS B
XypHane y4yeTa IUYHBIX e, B KOTOPHIX MPEeXyCMAaTpPHUBAIOTCS CISNYIOIUE rpadbl:
IOPSOKOBEI 6 HOMep nAena, GpaMuwius, UM, OTYECTBO PabOTHHKA, JaTa 3aBeleHHs
JIMYHOTO JAena, AaTa 3aKpBITUS [ela, IPUYHHA 3aKPEITHS U MECTO XPAHEHUS).

Ecmu pamunus paboTHHKa 1ocie 0pOpMICHHS JIHIHOTO Jea U3MEHIach, TO cTapast
bamMuIus 3aK1I04aeTcs B CKOOKH, a HOBasi 3alMCHIBAETCS Hal HEl.



Bce MOKyMEHTHI B Iamke MOJDKHBI PaclonarareCs B IPSIMOM XPOHOJIOIHYECKOM
HOpSAAKE.

ITocne yBonbHEHUsS paGOTHHKA €ro JHYHOE NEN0 H3BJIEKAeTCs U3 NaHHOM MankKH, H
0CBOOO/IMBIIHIICS HOMED IIPHCBAMBAETCS BHOBb IPHHATOMY PabOTHHKY.

4.5. Jlns XpaHeHHS NHYHBIX IeJ pabOTHUKOB HCIOJB3YIOTCS CEH(BI MIH HaEXKHO
3aIMpaeMBle U OIeYaThIBaeMble IIKa(LI.

5. BHyTpeHHSs ONNCH JOKYMEHTOB, COAEPKALIUXCS B THIHOM AeJie

5.1. JlokyMeHTEI, IIpHOOIIEHHbIE K TUIHOMY JeTy paOOTHMKA Nepex chajeil B apXuB,
GPOLIIOPYIOTCS, JUCTHl HyMepyHOTCs apalGCKumu LudpamMu HepHbIM TIPadUTHBIM
KapaHJalioM B MPaBOM HIDKHEM YIUy, K JHYHOMY HENy NPUIaraeTcd BHYTPEHHA
OIHCE.

5.2. BHYTpeHHAs ONHChH COCTABJSAETCS HA OTAENBHOM JIMCTE 10 YCTaHOBJICHHOH
dbopme.

5.3. BHyTpeHHss omuch 0hOpMILSETCS CIELYIOIKM 00pasoM:

- HOMEp IO TOPAAKY (DOKYMEHTHI PACIONIOXEHbI B XPOHOJOTMYECKOM IOpANKE,
HAMMEHOBaHUE KaXIOro OT/EeIRHOr0 JOKyMEHTa CTOUT B OTIEIBHON CTPOKE).

- HHJIEKC JOKYMEHTa COCTOUT U3 IOPAAKOBOr0 HOMepa JOKyMEHTa 1 HHJIEKCa /ieNa 10
HOMEHKIIaType Iel

-JaTa JOKyMeHTa (Iara COOTBETCTBYET AaTe, KOraa JOKyMEHT NMOXIIMIH B JeNI0 HIIH
ero U3bSIIN)

- Ha3BaHUE JOKYMEHTa

- HOMEpa JIUCTOB JieNa

- IpYMeYaHKe, yKa3bIBAeTCs OPUIHHAI WM KOIUs JOKYMEHTa IPUIIOXKeHa.

Ecy JOKyMEHT M3bIMaeTcsl, TO YKa3bIBalOTCS JAHHBIE O TOM, K€M U3BAT NOKYMEHT H
10 KaKOH NMpUYMNHE.

- y 3aKPHITHIX [€] MOCIEIHAM JOKYMEHTOM SIBIISETCS BCET/Aa prKa3 00 YBOILHCHHH -
IIpH Claue B apXHB MTOTOBOE KOIHYECTBO JOKYMEHTOB M JIMCTOB (IIPOIMMCHIBAETCS
YHCJIOM H IIPOITUCKIO)

- KOJIMYECTBO JINCTOB BHYTPEHHEH OIMCH

- eClA JIeJI0 B apXMBe, TO B KOHIIE OIHUCH CTOMT IIOJAIMMCH pabOTHHKA, KOTOPBIA ee
COCTaBHJI M JaTa OKOHYAHHS COCTABIICHHUS OIIUCH

6. HOpﬂIlOK BbIZAYH JIMYHLIX J1eJ1 BO BpEMEHHOE IM0JIb30BaAHHE

6.1. Jluunoe meno paboTHHKa MOXET OBITH BBIAAHO BO BPEMEHHOE II0Nb30BaHME
HO/DKHOCTHBIM JIMLIAM, Kpyr KOTODHIX ompezensercs 3asefyromeir MbIAOY
YCTaHOBIIEHMEM CpPOKa BPeMEeHHOro mojb3oBaHud. [lpu paboTe ¢ JMYHBIM JEIIOM,
BBIJIAHHBEIM BO BpPEMEHHOE IIOJIb30BaHME, 3alPeIiaeTCs NPOU3BOAUTH Kakue-Iu00
UCIIPABJIEHNs, BHOCHTH HOBBIE 3allUCH, H3BJIEKaThb [OKYMEHTBI, pasriamarb
coiepKallrecss B HeM KoHGUIEeHIHANbHbIE cBeqeHIA. [Ipn n3BIedeHun KaKHUX-TH00
JIOKYMEHTOB U3 JIMYHOTO Jeja JIMIO, OTBETCTBEHHOE 33 BEIE€HHE JHMYHBIX IE,
00513aHO ClIeNaTh BO BHYTPEHHEH OIKCH COOTBETCTBYIOIIYIO 3aMKCh.

6.2. JIng KOHTPOJS 32 CBOEBPEMEHHBIM BO3BPATOM BHIAAHHBIX WIIM BBICTaHHBIX IJISA
O3HAKOMJIEHHS JHMYHBIX JIeJI WIA T[PedOTBpallleHus MX YTpaThl  MOXET
JICTIONB30BaThCS KOHTPOJLHAS KApTOUKa, KOTOpas 3aloNHAETCA Ha Kaxjoe neno. B



Hell yKasbIBaeTCs HOMEp JMYHOrOo jAena, (amuius, UMs, OTYECTBO pabOTHMKaA, Ha
KOTOPOro OHA 3aBE/I€Ha, JaTa BBIAAYM JTUYHOIO J€Na, KOMY OHO BbIIaHO, pacIicKa B
TIOJTy9IeHIH, HOMep CcIryxe6Horo TenaedoHa IuLa, IoTyYHBILIETO AEI0 U 1aTa BO3BpaTa
Jena.

6.3. Ilpm BoO3BpaTe Jena TINATENbHO IPOBEPACTCS COXPAHHOCTH IOKYMEHTOB,
OTCYTCTBHE TOBPEXKACHUH, BKIIOYEHHUS B JEN0 IPYTMX JOKYMEHTOB MIM ITOJMEHEI
nokymeHToB. IIpocMoTp Aena TPOM3BOAUTCS B INPUCYTCTBHM PYKOBOIMTENS
yupexnenus. [lepenada NTU4HBIX A€J 3aBEAYOLIEH Yepe3 CeKpeTaps WK APYTHX JIHI]
He jomyckaercs. Jpyrue pyKOBOOUTENM NOApa3feNeHHil MOIYT 3HAaKOMHTBCA C
JTMYHBIMA JeJlaMH TIOAYMHEHHBIX MM COTpyAHHKOB. (O3HakoMileHME C [elaMu
OCYIIECTBISIETCS B IIOMEINEHWH, IJe HaxOAATCs JIMYHBIE Jeina (B IPUEMHOMH
zapeayomeii MBJIOY Nell7) mox HaGmomeHueM pabOTHHMKA, OTBETCTBEHHOTO 3a
COXpaHHOCTh M BeJCHHE JIMYHBIX Jell. Bpems paboTel (03HAKOMIEHHS) IOJDKHO
OrpaHWYHMBATECA IpeaeinaMH oxHoro pabodero pHA. PakT 03HAKOMICHHSA
duxcupyercsi B KOHTPOIBHOM KapTO4Ke JMYHOTO Aela.

6.4. Jlnunoe geno paboOTHHWKA He BBIJAETCS Ha PYKH pabOOTHHKY BO BpEMEHHOE
II0JIb30BaHUE.

6.5. Brijaua nuuHBIX Aen (OTAENBHBIX JOKyMEHTOB B COCTaBE JIMYHOTO Jeja) BO
BPEMEHHOE I10/Ib30BaHUE APYTHM OpraHH3anuaM (YUpeXxIeHHsM) IPOU3BOIHUTCI C
paspemienus 3aBexyromed MBJIOY Ha oOCHOBaHHMM HaaJeKaluM o00Opa3zoM
odopmiienHoro 3ampoca. O BelIade AeNa COCTaBISAETCS aKT, OJWH M3 3K3EMILIAPOB
KOTOPOrO IepelaeTcsi BMecTe C JelnoM (JIOKyMEHTOM) IpPEACTaBUTEIIO
3anpaiuBaiollell CTOPOHEI, 2 BTOPOH SK3EMILISpP XPaHUTCA B J€IaX OpraHu3alyy 10
BO3BpalleHUs Jena (JOKyMeHTa) B MeCTO XpaHeHus. M3baTHe OTAEeNbHEIX
JOKYMEHTOB M3 JITYHOTO JieJia IPOM3BOAMTCS C paspemenus 3asenyromeir MBJIOVY ¢
odopMIIeHHEM COOTBETCTBYIOIIEeH 3amucu B rpade «lIpumevanue» BHyTpEHHEH
omucu. IIpy BpeMEHHOM WH3BATUH NOKYMEHTa Ha €ro MecTo (MeXAy JIMCTaMM
COCENHUX JOKYMEHTOB) BKJIAIBIBACTCS CIIPaBKa-3aMeCTUTENb (KapTa-3aMECTHUTENB) C
yKa3aHWeM [aThl ¥ NPUYMH M3BATHA C POCHMCBHIO JHILA, BBIAABIIETO JOKYMEHT, W
POCIHCHIO JINIIA, OIYYUBIIET0 €ro BO BPEMEHHOE M10JIb30BaHHE.

7. IlopsigoK 03HAKOMJIEHHSI ¢ IMYHBIM J1eJIOM padOTHHKA.

PaGoTHHK MMeeT MpaBo Ha 03HAKOMIJIEHHE CO BCEMH MaTepHallaMi M3 CBOETO JINYHOTO
nena.

7.1. O3nakomiieHHe pabOTHHKA € JOKYMEHTaMH CBOET0 JINYHOTO Jie/a IPOBOJUTCS 110
npocsbe camoro paboTHHKA.

7.2. PaGoTHMK CaMOCTOSTEILHO B IMMCBMEHHOH (popMe pemaeT BOIPOC Iepeladu
KOMY-THOO CcBelieHMii O cebe 3a MCKIIOYEHHEM CIIy4aeB, IIPEIyCMOTPEHHBIX
3akoHOaTenscTBOM Poccuiickoil @enepanu.

7.3. ®akT 03HAKOMIEHHS C JIHYHBIM JIeJIOM pabOoTHMKA YIOCTOBEPSETCS IHYHOH
IOJMKCHI0 COTPYXHUKA B JINCTE O3HAKOMIICHHUS C IMYHBIM JAEJIOM, IIPUKPEIUIEHHBIM K
8 J1eBOi BepxHEil BHYTPEHHEH CTOpOHE OOJIOXKH JMYHOrO Jella, C yKa3aHHEM JaThl
O3HAKOMIICHHS.

7.4. PaGoTHUK 00s3aH cO0OOIATh OTBETCTBEHHOMY 3a KaJpOBOE IEIIONPOHM3BOACTBO
00 M3MEHEHWH TeX WIH WHBIX IIePCOHAIBHBIX JaHHBIX.



7.5. PaboTHMK HMeeT INpaBO Ha IMOIy4YeHHE KOIMM JIIOOOro JOKYMEHTa,
COJIepIKaIllerocs B ero JIMYHOM Jee, HA OCHOBaHUM MUCEMEHHOI0 3asiBICHHS Ha UM
sapexyromert MBZIOY. Komuu DOKyMEHTOB JOMKHEI OBITH 3aBEPEHBI HAAJIEXKAIIM
00pazoM U mpefocTaBIATECA PaboTHUKY 0€3B03ME3THO B TeUeHHe TpeX NHed co AHA
[I0Ja4H 3asBJICHHUSL.

8. HOpﬂL[OK MOATOTOBKH M CAAYH JJHYHBIX J€J1 B apXHB

8.1. JIluunble Jena OTHOCATCS K JOKyMeHTaM BpemeHHoro (cBeime 10 yer) cpoka
XpaHEHUs M TOMJICKAT XpaHeHHI0 B TeueHue 50-75 jeTr co AHA YBOJBHEHHSA
paboTHuKa.

8.2. JluuHble pOena YBOJEHHBIX pPabOTHHUKOB OGOPMIIAIOTCA B COOTBETCTBHH C
HacTosIeH HMHCTpykiued u xpaHarcs B apxuBe MBJIOY Ne 117 B andaButHOM
HOpSIIKe.

8.3. IlpenapxuBHas MOArOTOBKA JIMYHBIX JeJl BKIIOYaeT JBEe IPOLEAYpHI:
o¢opMIEHHIST U OMHUCAHKS JEll.

8.4. OdopmiieHne en npegycMaTpHBAET:

- [IEPErpyINUPOBKY JOKYMEHTOB B IPAMOM JIOTUYECKOH MOCIEN0BATEILHOCTH (€Cin
TaKoBasi HEOOXOAUMOCTh UMEETCH);

- WU3BATHE NOKYMEHTOB BpPEMEHHOI'O CpOKa XpaHeHHUs (HaZoOHOCTb, B KOTOPBIX
MHHOBAJIa);

- HyMepall{IO JIUCTOB B Jielie;

- COCTaBIICHUE 3aBEPUTENILHON HANNCH JeNa;

- moAmuBKy zena (B oOloxKy Ha 3 mpokona, NpeIBapUTeNbHO YAANUB Bce
METAJIIINYECKHE 3aKHUMBI, CKOOBI, CKPENKH ¢ JOKYMEHTOB);

- BHeCeHHe HeOOXOAMMEIX YTOYHEHHI B PEKBU3HTHI OOJIOXKKH JIea.

K BHyTpeHHell OIMCH COCTaBJISETCS WTOrOBas 3alllcCh, B KOTOPOH yKa3bIBaeTcs
nudpamMu U TMPONHMCHI0 KOJIMYECTBO BKIIOYCHHBIX B HE€ NTOKYMEHTOB M KOJIHYECTBO
JIMICTOB JieJia.

8.5. Ilpu ommcu B UCTe-3aBEepHUTENE OTPAXKAETCS UCTHHHOE (U3IUUECKOE COCTOSHUE
NUMYHOTO Jejla Ha MOMEHT €ro IpeJapXWBHONM TIOATOTOBKH. B mokymeHTe
yKa3bIBaeTCs:

- HOMEp JIMYHOTIO Jiena,

- uHbOopManusa 00 UMEIIIHUXCA B HEM JIHCTaX (KOJHYECTRO),

- uH(OPMAaLUA O COCTOSHHUU OTACIBHBIX JOKYMEHTOB HJIM MX KOIIMH, BIOXKEHHBIX B
neno (HarmpuMep, MMEIIIHICS JOKYMEHT 3aKjieeH, HaZOpBaH, yTpaJueH).

8.6. JInucr-3aBepUTENh CIYXKUT M y4eTa KOJIMYECTBA JIMCTOB B Aelie U (UKCALUU
0COOCHHOCTEH UX HyMepalluH, rie ykasbiBaeTcs uppaMu U MPOMHCHI0 KOJIHYECTBO
IIPOHYMEPOBAHHBIX JIACTOB JIeNia M OTHENbHO, Yepe3 3HaK «+» (IUTI0C) KOMHMYECTBO
JIMCTOB BHYTPEHHEH OIKCH.

3aBepuTeNnbHas HAIIUCh IOANUCHIBAETCS €€ COCTaBUTeNeM ¢ yKa3zaHUeM
pacIA(pPOBKH MOANNCH, AODKHOCTH M JaThl COCTaBICHHUS M IONIIMBACTCS K ACIY.
3anpemaercss BHIHOCUTh 3aBEPUTENbHYIO HAAMUCh Ha OOJIOXKKY Hena WM YUCTHIN
000pOT JHCTA MTOCIETHETO JOKYMEHTA.

8.7. OdopmiieHne aen IS MepeAadd B apXUB OCYIIECTBISETCS B TOAY, CICAYIOLIAM
3a JIeJIONIPOM3BOACTBEHHEIM B TEUECHHE BCETO rojia.



9. O0s13aHHOCTH OTBETCTBEHHOI0 32 Ka/IpOBOE [AeJIONPOU3BOACTBO M0 BeJCHHIO
JHYHBIX AeJ paboTHukoB MBIOY

9.1. B o006sM3aHHOCTH OTBETCTBEHHOI'O 32 KaJpOBO€ JEJONPOM3BOJCTBO,
OCYIIECTBILIOIIETO BEACHNUE JIUYHBIX A€, BXOJIHUT:

- NIpHOOINEHUE K JIMYHBIM JieJIaM JOKYMEHTOB, NIEPEYMCICHHBIX B IyHKTax 3.2 4acTH
3 1 B myHKTax 5.1 1 5.2 dactu 5 Hacrosel MHCTpyKIuy;

- IpOBEpKa IOJHOTHl 3aIOJHEHHS AHKETBI M COOTBETCTBUS YKa3aHHBIX CBEACHUH,
NpeabiBIAeMbIM IPH IOCTYIUIEHHH JIOKyMeHTaM (IacmopT, TPYZOBas KHUKKa,
BOCHHBIM Omjer, IOKyMeHTHI 00 oOpa3oBaHuH (OMIUIOM, YIOCTOBEPEHHE,
CBUETENILCTBO, aTTECTAT), IOKyMEeHTHI Briciieii arrectaiinonHoi komuccuu (BAK) o
IPUCYKACHUY YYEHOU CTENeHU U NMPUCBOCHUM YYE€HOIO 3BaHMA (JUILIOM, aTTeCTaT, U
ApyTHe);

- 3aBEpPEHHE aHKETHI;

- obecnieyeHe COXpaHHOCTH U y4eTa JUIHBIX JelT;

- obecneueHue KOHQUOCHIMATLHOCTH CBEIEHUH, COEPIKAINUXCA B JIMYHBIX Aelax;

- O3HaKOMJIeHHE paOOTHUKOB C IOKyMEHTaMH UX JIMYHBIX AT,

- U3BSTHE JOKYMEHTOB, HaJOOHOCTh B KOTOPBIX MUHOBAJIA.

- IpeapXuBHAas MOATOTOBKA JIMIHBIX JEIT;

- iepeaya B apXuB.

9.2. JInunele nena paOOTHUKOB XPaHATCS y PYKOBOOUTENS MM OTBETCTBCHHOIO 3a
KaJ[pOBOE JIETIONPOU3BO/ICTBO KaK JOKYMEHTBI CTPOTrOM OTYETHOCTH.

9.3. B nemix obecneyeHuss KOHTPOJNSA 3a COXPAHHOCTBIO NUYHBIX fen B MBIOY
€XErOAHO IIPOBOAUTCS IIPOBEPKa HAJIMYUA M COCTOSHHE TUYHBIX Ael. PakT NpoBepKH
¢uKcUpyeTcs B COOTBETCTBUM, 2 BBISBICHHBIE B XOJI€ IIPOBEPKH HEIOCTATKU
(UKCUPYIOTCS B aKTe, KOTOPbI IOCie yTBEpXKACHUS IIpeacedaTesieM MPOBEPOYHOM
KOMHCCHUH IIpeAcTaBigeTcs 3apenyromieit MbJIOV.

9.4. OTBeTCTBEHHEIE 3a KaZpOBOE NENONPOU3BOJCTBO, YIOTHOMOYCHHEIC HA BeACHHUE
U XpaHEHHE JUYHBIX [IeJl, HECYT NUCIMIUIMHAPHYI0 U HHYIO OTBETCTBEHHOCTH 32
pasriamenye KOHQUICHIMAIbHBIX CBEICHUN, CONEpKAIKXCS B JIMYHBIX Aenax, U 3a
VHBIC HapyIIeHHs MTOpsIKa BeJEeHHUS JIMIHBIX Je.

10. 3aka0YnTeNbHbIE MOJ0MKEHHS

10.1. Jing npaBUNbHOM TIpynmupoBKM M Yy4eTa JOKYMEHTOB TII0 KaJpOBOMY
JEeJIONIPOU3BOACTBY JIMYHBIE Jiela BKIIIOYAIOTCS B HOMEHKIaTypy jaen MBJIOY mon
OTIENbHEIM IOPSIKOBEIM HOMEPOM (KOZOM).

10.2. Cpoxk netictBus [lonoxxenus qo 3aMeHbI HOBBIM.

10.3. Yupexnenue obecreduBaeT NOCTYIIHOCTh H OTKPBITOCTh MH(OpPMAIMH ITyTeEM
pasmermeHus Hacrosero ITonoxxenus Ha opUIMATEHOM CaiiTe IETCKOro caja B CETH
uHTepHeT edu.tatar.ru.



