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Hogso-CaBunoBckoro paiiona r. Kazanu

1. O6mme mookenus

1.1. Hactosmas unCTpyKIHS ycTaHABIMBAET TIOPSANOK (OPMUPOBAHNSI, BENCHUS U XPAHCHHS JIATHBIX
nen pabotankoB MBJIOY «Jlerckuit cax Ne 12.
1.2. VincTpyKIus paspaboTaHa B COOTBETCTBHH C:
- TpynoBeM kozekcom Poccuiickoit Denepanuy,
- OenepanbHBM 3aKk0HOM N152-33 «O IICPCOHAIIBHBIX TaHHEIXY,
- IpAKa3oM MuskynsTyps! PO ot 31.03.2015 Ne526,
- mpuka3oM Pocapxusa ot 20.12.2019 Ne236.
1.3. PabGoronarens B mme 3aBefyromero (nanee — sasexyromuit) MBIJOY «Jlerckmit can Ne 12»
00eCrieunBaeT 3alUTy MEPCOHATBHBIX IAHHBIX PaGOTHHKOB, CONEpXAIIUXCS B JMYHBIX A€NIaX, OT
HEIIPABOMEPHOr'0 WX UCTIONb30BAHUS UM YTPATHL.
1.4. 3apenyromuit MBIIOY «Jletckuit cax No 12y OIpE/IEIIACT JINILI, YIIOJHOMOYECHHBIX Ha MOJIyYeHHE,
00paboTKy, XpaHeHHMe, Tepemady u oGoe ApYroe HCIIOJNB30BAHUE IEPCOHAIBHBIX NAaHHEBIX
PabOTHHKOB, COLEPIKATTUXCS B JINYHBIX JIe/IaX.
2. JIu4Hoe 10 paGoTHHKA.

2.1. Jlnunoe neno paGOTHIKA — 3TO COBOKYIHOCT AOKYMEHTOB, COAEPIKALINX CBEACHHUS O PaGOTHUKE
u niepuone paborsl B MBJIOY «Jletckuit cax No 12y. ;
2.2, Jlugnoe neno paGoTHuKa 0hOpMIISIETCS, B TPEXHHEBHBIM CPOK IOCTE HA3HAYCHHS ero Ha
JOJDKHOCTb.
2.3. Jlndroe ieno paGOTHUKA BENETCS OTBETCTREHHDIM 3a KaJZ[poBO€ JEJIONPOMU3BOACTBO PAGOTHIKOM
MBJIOY «[letckuit cax Ne 12.
2.4. 3anpemaercs monyuars, o6paGaTsBaTh H IpHoOIIATE K JIAYHOMY Jely paGOTHHKA He
YCTaHOBIICHHEIE (he/lepaTbHbIMH 3aKOHAMHA TIEPCOHABHBIEC JAHHBIE O €70 HOTUTHIECKUX, PETUTHOZHBIX
¥ MHBIX YOCXKIEHHUAX, JaCTHOM JKU3HM, WICHCTBE B OBIIECTBEHHbIX OOBE/IMHEHHSX, B TOM YHCIE B
IPO(ECCHOHATIHHEIX COI03aX. : L e
2.5. CpezieHus, COZEPIKAIIUECS B JTAIHOM JIE]Ie paboTHUKa, ABISFOTCS KOH(DU/ICHIMAIEHEIMH.
2.6. Jlnunsle fena 0pOPMIIOTCS HA BCEX NITATHBIX pabotaukoB MBJIOY «Jlerckuii caxg Ne 12.

3. CocraB 10KyMeHTOB, BKII0YAEMbIX B JIHIHOE €10 paboTHuKA.
3.1. Cocras IOKyMEHTOB, BKITFOYAEMBIX B JHYHOE JE]0 PabOTHHKA, 3aBHCHT OT JOJDKHOCTH, KOTOPYIO
OH 32HAMACT U CIENU(BHKH €ro CIIyKeOHOH JIeATeNbHOCTH,
[lepBoHaYaIbHO B JNHYHOE A€NO TPYIIHPYIOTCS AOKYMEHTBI, 0GOpMIISIOIIUE IPOLECC MpHeMa Ha
paboTy, a BIIOCIENCTBHY - BCE OCHOBHBIC AOKYMEHTBI, OTpaxkaromue npouecc paborsr B MBIIOY
«Jlerckumit cax Ne 12y,
3.2. Ilpy mepBOHAYATEHOM O(GOPMIICHHN IUIHOTO NIeNia paboTHHKA B HETO BKIIFOYAIOTCS CIEAYIOIIHS
JOKYMEHTHI: :
1) ankera ycraHoBieHHO#M opMEL ¢ dotorpadueii;
2) aBroGHOrpaus;
3) nM4HOE 3asIBIIEHHE JHIA, IpeTeryiomero Ha RookHocTh B MBJIOV «Jlerckmit cag Ne 12»;
4) TpyIOBO# HOroBOp 6€3 JOKHOCTHOI HMHCTPYKIHH; :
5) KOst mpuKa3za o IIpreMe Ha paGoTy;



6) cripaBKa 00 OTCYTCTBUHU CYIUMOCTH;
7) MUCbMEHHOE coriache Ha 00pabOTKy MEepCOHANBHBIX JaHHBIX;
8) cornarnieHue o Hepas3IJialleHHe MePCOHANbHBIX TAHHBIX (715 T€X, Y KOTO €CTh JOMYCK K NEPCOHAIBHBIM
JAHHBIM JIPYTHX);
9) xomuM TOKYMEHTOB 00 00Opa3oBaHWH, OOY4YCHHH, MEPEOOYUCHHUH, MOBBIICHUN KBaTU(UKanuu (eciu
obyuenue mpoxoauio 3a cuet cpeacts MBIIOY «Jlerckwuit camg Ne 12y);
10) xonuu TOKYMEHTOB, MOATBEPKIAIONINX KBATM(DUKAIIMOHHYIO KaTErOpUIO (aTTECTAllMOHHBIN JIUCT) UITU
MPHUKA3 TOITBEPKIAIONTYI0 KBATH(PUKAITMOHHYIO KaTETOPHIO);
11) konuu pemeHui 0 HarpaKIeHUH TOCYJapCTBEHHBIMU U BEAOMCTBEHHBIMHM HarpajaMiu, MPUCBOCHUU
MOYETHBIX U CHEIHAJbHBIX 3BaHUM, NMPUCYXIACHUH TOCYAAPCTBEHHBIX MpeMHH U T.OI. (€CITU TaKOBBIC
UMEIOTCA) (Ha OCHOBAHUU JIMYHOTO 3asiBIICHUS paOOTHHKA);
12) crpaBka ¢ OCHOBHOIO MecTa paloThl C yKa3aHUeM rpaduka paboThl, 3aBepeHHas KOMHUS TPYIOBOM
KHIDKKY (1711 COBMECTUTENEN );
13) 3asBieHME O MOCTAaHOBKE HA MMUTAHUE;
14) noroBop 0 MaTepuagIbHON OTBETCTBEHHOCTH (111 MAaTEPHUAIIBHO OTBETCTBEHHBIX JIUII);
15) 3asBienue o BeiOOpe GOpMBbI BeJIEHUS TPYAOBON KHUKKH.
3.3. B mporiecce pabOTHI K TMYHOMY JEITy MPHUOOIIAFOTCS:
1) nomonHeHue K aHKeTe YCTAaHOBIEHHOU (POpMBI;
2) aTTeCTaIlMOHHBIC JINCTHI;
3) KoUK JOKYMEHTOB, MOATBEPKAAOIINX MPOdecCHoHaIbHOe 00pa3oBaHne (Ha OCHOBAHUH JIMYHOTO
3asiBJIEHUs paOOTHHUKA)
4) KOnuU JOKYMEHTOB, MTOATBEPKIAIOIIUX MMOBBIIIEHUE KB (DUKAINK (HA OCHOBAHUU JIMYHOTO 3asBICHUS
paboTHUKA),
5) Konu# TOKyMEHTOB, MOATBEPKAAOIINX KBATU(PUKAIMOHHYIO KATErOPHIO (aTTeCTAIlMOHHBIN JTUCT UITU
MPHUKA3 TIOITBEPKTAIONTYI0 KBATH(PUKAITMOHHYIO KaTETOPHIO);
6) KOMUH PEIICHUN O Harpa)XXICHUU TOCYIapCTBEHHBIMU U BEJJIOMCTBEHHBIMU Harpajamu, MPUCBOCHUU
MOYETHBIX ¥ CIICIUATBHBIX 3BAaHUH, IPUCYKICHUN TOCYIaPCTBECHHBIX MPEMUH | T.J. (€CIIM TAKOBBIC
UMEIOTCS) (Ha OCHOBAaHUU JINYHOTO 3asiBIICHUS PAOOTHHKA);
7) KOIMK TOKYMEHTOB O MEPEBOJIE HAa IPYTYIO JOJKHOCTh U YBOJIbHEHUH
8) MOMOTHUTENbHBIE COTTIAIICHUS K TPYAOBOMY TOTOBOPY;
9) cpouHBIi TPYIOBOI TOTOBOP HA COTPYAHUKA, 33/ICHCTBOBAHO B OKa3aHUU IJIATHBIX YCIYT U
ABJISIFOLIETOCS WIEHOM BPEMEHHOT'O TPYIOBOI'O KOJIJIEKTHUBA.
Jp. JOKYMEHTBI, 00pa3yoluecs BO BpeMs TPYJAOBOH AESITEIbHOCTH paOOTHHKA.
3.3. IIpu dhopMupoBaHuu U BEJCHUH JTUYHOTO Jeia UCTIOIB3YIOTCS KCEPOKOMUU JOKYMEHTOB MPU HATUYUU
MIPEABSIBICHHOTO MOJTMHHUKA TOKYMEHTA.

B cinydae oTcyTCTBHUS MOAMMHHUKA PAOOTHHUK JIOJKEH MPEICTAaBUTh HOTApPHAILHO 3aBEPEHHBIC
KOITUU JIOKYMEHTOB.
3.4. 3anperniaercs XpaHuTh B TWYHOM fene: konuu nacnopra, CHUJIC, UHH, cBuaerenscTBa 0 pokIeHUH,
nepeMeHe paMuINK, UMEHH, OTYECTBA, 3aKJIFOUEHIHN U PACTOP)KEHUU Opaka v BOCHHBIN OUJIET.

4. lops10K 3aM0JIHEHUS] AHKEThI, aBTOOMOrpadguu, 10MoJTHeHHS K aHKeTe, BKJIIOYAEeMbIX B JIHYHOE
JeJ10 pa00THHKA.

4.1 Ilopsook 3anonHenuss 0moenbHbIX 2pag anHKemol.
4.1.1. Anxera 3anonssercs paOOTHHUKOM COOCTBEHHOpPYYHO. B aHKeTe He NOMyCKaroTCsl COKpalleHus,
poYepKH, uctpapieHus. B ankety BkienBaercs ¢potorpadus padotHuka pazmepom 30x40 mm.
4.1.2. Tlpu 3amoHEHWN AHKETHI WCIOJIB3YIOTCS CIEAYIONIUE JOKYMEHTHI: MAaclopT, TPYAOBas KHIKKA,
BOCHHBI OWJIET, JOKYMEHTHl 00 00pa3oBaHWUU (IUIUIOM, CBHUJETEILCTBO, aTTECTaT, YAOCTOBEpEHUE),
JIOKYMEHTBI, TOATBEPKIA0IIUE YIEHYIO CTENIEeHb (YU€HOE 3BaHUE) U JPYTUe JOKYMEHTHI.
4.1.3. Ha Bce BOIIPOCHI aHKETHI pA0OOTHUK JOJKEH JaBaTh MOJTHBIE OTBETHI B CTPOTOM COOTBETCTBUH C TEMU
3aMUCAMHU, KOTOPBIE COAEPKATCS B €r0 JIMYHBIX JOKYMEHTaX, OTpUIATeNIbHbIE OTBETHI B rpadax aHkeTsl 03
IIOBTOPEHMSI BOIIpoca (HarmpuMmep: YuéHasi CTENIEHb — HE UMEIO).
4.14. B rpade «obpa3zoBaHHE» ODKHBI MPUMEHATHCS CIACAYIOMINE (POPMYITHPOBKHU: «BBICIIEEY, «
HETIOJTHOE BEICIIIEE), «cpeaHee MpodeccrnoHalbHOeY, «CPEeIHEee», B 3aBUCUMOCTH OT TOTO, KAKOM JOKYMEHT
00 oOpazoBanuu umeercs. Ecim paboTHUK 3aKOHYMII HECKOJIBKO KYPCOB BBICIIIETO y4€OHOTO 3aBEACHUS,
BBIHYXJICH ObLT IpepBaTh 00YYCHHE WM 00y4JaeTcsi B JaHHOE BPEMsI, TO 3aMTUCHIBACTCS, CKOJIBLKO KYPCOB OH
3aKOHYMJI WJIM Ha KaKOM Kypce o0ydaeTcsl.



CoTrpynHuku, oOydaromuecss Wi oO0ydaBIIMECS B CPEIHHMX NPO(ECCHOHATBHBIX YUE€OHBIX 3aBEACHHSX
(TeXHUKYMBI, KOJJIEKH ), HO HE OKOHYMBILNE UX, JOJDKHBI OBITH OTHECEHBI K JIMIIaM, UMEIOIIUM CpEe/IHEee
(momHOE 001IIee) UM HEeToJIHOE cpeaHee (0CHOBHOE o0IIee) 00pa3oBaHue, B 3aBUCUMOCTH OT TOTO, KaKoe
OHU MMeNu 00pa3oBaHME B MOMEHT MOCTYIUICHHS B Cpe/iHee NMpodeccHoHaIbHOe yuyeOHoe 3aBe/ieHue, K
JMLIaM, UMEIOIUM cpeiHee (TMoHoe ob1ee) o0pa3oBaHHUe, OTHOCITCA paOOTHUKHU, 3aKOHUMBLINE CPETHUE
IIKOJIBI, IIKOJBI C Y4eOHBIM M3y4eHHEM KaKoro — Ju0o0 mpeaMera, Juuesi, TMMHa3uu. Jist paGOTHUKOB,
OKOHYMBIIUX MPO(EeCCUOHATBHO-TEXHUUECKUE YyJYWInia (WIn oOpa3oBaTelIbHbIE YUPEXkKACHUS, K HUM
IIPUPABHEHHBIE), YKa3bIBAETCs npodeccus u pasps. JIunam, HE HUMEIOLIUM
poeCCHOHAIBHO-TEXHUYECKOT0  (Ha4aJlbHOTO  Mpo()eCCHOHAIBHOTO)  oOpa3oBaHus, mpodeccus
yKa3bIBAETCs 110 ONBITY PAOOTHI.

OKOHYMBIIKE TPHU Kypca BBICIIMX (WM IPUPABHEHHBIX K HUM) yY€OHBIX 3aBEJIEHUN OTHOCATCS K JIULIAM C
HETOJIHBIM BbICHIMM 00pa3zoBaHueM. "CrenuaabHOCTb 0 AUIUIOMY" 3alI0JIHAETCS TOJIBKO Ha CIIEUATUCTOB
C BBICHIMM M CpPEIHHM CIIEHUAIBHBIM 00pa3oBaHMeM. B 3Toil CTpOKe YKa3bIBaeTCs CIEHUAIBHOCTB,
IOJIy4EeHHAasi 10 OKOHYaHHUM BBICILIETO WM CPEJHETO ClIeUaTIbHOr0 yueOHoro 3aBefeHus. CrenuanbHOCTh
110 00pa30BaHUIO 3AMKMCHIBACTCS TOJIHKO HA OCHOBAaHHUH JHUILIIOMA.

4.1.5. B rpade «bpumn nu 3a rpaHuueil» yKa3blBaeTCs IOJIHOE HAaUMEHOBAaHHE CTpaHbl, IoJ M LEjb
npeOsiBanms (Hanpumep: ['epmanus -2005 - Typrnoesaka).

4.1.6. B rpade «Bamu Gn1u3Kue poACTBEHHUKI MEPEUUCIISIOTCS BCE YJICHBI CEMbH C YKa3aHUEM CTEHCHU
poacTBa (pOAMTENH, CYNIPYTH, JETH, a TAK)KE OpaThs U CECTPHI) MPU ITOM YKa3bIBaeTcs UX (paMums, ums,
OTYECTBO, J]aTa POXKICHUSI, MECTO pabOThI, JOKHOCTb.

4.1.7. B rpade «Brmonasiemast paboTa ¢ Hauana TpyI0BOH JeSITEIbHOCTI» OTPAKAIOTCS CBEACHUS O paboTe
B COOTBETCTBHHM C 3alUCAMHU B TPYAOBOW KHMXKKe. Eciu TpymoBas nesTeNbHOCTh Hayajgach ¢ 00y4eHus B
TOM WJIM HHOM y4eOHOM 3aBEJICHHUH, TO ITOT IEPHO/I TAK)KE OTMeuaeTcs B tanHou rpade. Cromga BHOCATCS U
CBEJIEHUS O IepepblBaXx B paboTe B CBs3U ¢ yu€Ooil, O0Ie3HbI0, HAXOXKACHUSAM Ha WXKIUBEHUU U TOMY
noI00HOe (HarpuMep: «He padoTall», «HAXOMHUJIICS Ha IMEHCHUN», «HAXOMUJIICS Ha VKIUBEHUN», «O0Iem).
Kpome Toro, eciu cimyammuii 3aHMMa pa3indHble JOKHOCTH, TO CIIEYeT YKa3bIBaTh BpeMsl IPeObIBaHUS
Ha Ka&XJIOW JODKHOCTU. B  TpyaoByIO JeATeNbHOCTh HE 3allUChiBaeTCs BpeMs y4yéObl B
00111e00pa30BaTeNIbHBIX LIKOJAX, MPO()ECCHOHATIBHO-TEXHUYECKUX YUYWINIIAX U K HUM IMPHUPaBHEHHBIX
(cyBOpOBCKHE, HAXMMOBCKHE, BOCHHbIE Y4MIuIIa U T.1.). [Ipu npoxoxnenun ciayx6sl B BoopykE€HHBIX
CHJIaX YKa3bIBACTCs JOJKHOCTh, HOMEP BOMHCKOM YacTH (yUpexKAeHHUs) U B KAKOM OKpYTe OHa HaXOAMJIach,
B Cly4ae repexojia M3 OJHON BOMHCKOW 4acTH B JIpPYI'yl0 - HOMEpa 3THUX 4YacTell M JaThl mepexoja C
yKa3aHHEM a/IpecoB MECT CIIyKObI 3a mocieanue 15 ner.

TpynoBas nesTeNbHOCTD 3aMCHIBAETCS] CTPOTO B XPOHOJIOTMUECKOM TOPSAKE.

4.1.8. B rpade «/lonmonHuTenbHble CBEICHUS» MOTYT YKa3bIBaTbCs CBEIECHUS O HarpaKACHUU OpJIEHAMH,
menansimu CCCP, Poccuiickoit ®@enepanyiv, THOCTPAHHBIX FOCYIapCTB, a TaKKe MPUCBOCHUH MOYETHBIX
3BaHuil CCCP, PCOCP, HHBIX COIO3HBIX TOCYAapcTB, a Takke npucBoeHuW mouye€THbX 3BaHud CCCP,
PCOCP, unbix coro3Hbix rocynapcts Poccuiickoii denepanuu. 3anucu MpPOU3BOASITCS HAa OCHOBaHHUU
OpPICHCKUX KHMKEK, YIOCTOBEPEHHM K MeasIM, YKa30B U IIPUKA30B O HArpa)kJIEHUH, IOOIPEHHUH.

4.1.9. B rpade «OTHOMIEHNE K BOMHCKOW OOS3aHHOCTH M BOMHCKOE 3BaHHE» YKa3bIBAETCS OTHOIICHHE
pabOTHHKA K BOMHCKOM 00513aHHOCTH (HalpruMep: BOGHHOOOs13aHHbIH(as1), Maiiop 3armaca, cepaHT 3araca).
JInmo, OTBETCTBEHHOE 3a KaJpOBOE JAEJONPOM3BOACTBO 00s3aHO MPOBEPSTH MpU NMpuEMe Ha paboTy y
rpaxJaH, NpeObIBalOIMX B 3amace, BOCHHBIE OWJIETHI (BpEMEHHBbIE YIOCTOBEPEHMsI B3aMEH BOEHHBIX
OwieToB), a y TpaxJaH ,MOJUIeKAlIMX NPU3bIBY HAa BOEHHYIO CIYXOy, YIOCTOBEpPEHMs TpaKIaH,
HOJUIeXKAIUX PU3BbIBY, YCTAHOBUTH, CTOUT JIM IPpa)IaHUH(Ka), IpUHUMaeMblii(as) Ha paboTy Ha BOWHCKOM
yuére. B ciydae oTcyTcTBHSA B BOGHHOM OMJIETE OTMETKH O IMOCTAaHOBKE HAa BOMHCKUM yu&€T (eciu oH(OHA)
SBIISICTCS BOEHHOOOS3aHHBIM (01) HEOOXOJMMO HampaBUTh TpaXKJaHUHA(KY) B pallOHHBIH BOEHHBIH
KOMUccapuar.

4.1.10. B rpade «lomamnuii agpec 1 Homep TenedoHay HEOOXOAUMO yKazaTh MOYTOBBIA MHIEKC. Eciu
ajipec MPONMCKHU U IIPOKUBAHUS HE COBIIAAIOT, TO YKa3bIBatoTca 00a ajgpeca.

4.1.11. B rpade «IlacnopT uiim JOKYMEHT, €r0 3aMEHSIOIIHIT» CIIEAYET YKa3bIBaTh €ro HOMEp, CEPHI0, KOTIa
U K€M BbIJIaH.

4.1.12. AuKeTa MOANKUCHIBACTCS U 3aBEPSCTCS:

- JIMLIOM, IIOCTYMAIOUIUM Ha paboTy;

- OTBETCTBEHHBIM 3a KaJipoBoe nenomnpou3BoactBo MBJIOV «Jlerckuii cag Ne 12» neuaTsio u 1aToM, nocie
TOrO Kak OyleT MNpoBepeHa IOJHOTAa W MPaBWIBHOCTh 3allOJIHEHUS aHKEThl B COOTBETCTBUHU C



PeIbIBICHHBIMU JOKYMEHTAMH.
4.2. Ilopsook 3anonnenus agmoduozpaghuu.
4. 2.1. ABroGuorpadusi cOCTaBisieTCs B IPOHM3BOJIBHON (GopMe COOCTBEHHOPYYHO TpakAaHMHOM. B
COJIep’)KaHUU aBTOOMOTpaduu OTpakaroTCs: (aMuIIvs, UMs, OTYECTBO T'pa)KTaHWHA, YUCIIO, MECSII, TOJ U
MECTO POXKJIEHUs, MOITy4eHHOe oOpa3oBaHue (TAe, KOrja, Kakas CIeNHaJIbHOCTh M B KaKUX Y4eOHBIX
3aBEJICHUAX), TPYJAOBas NEATEIHHOCTh, TOMYyYCHUE JTOTIOJHUTEIHLHOTO 00pa30BaHUs, OKOHYAHUE KYpPCOB
MOBBILICHUS KBaJU(pUKAIMU, MEPErnoJroToBKa, U3MEHEHUsI B Ouorpaduu u Apyrue CBEACHUS, KOTOpHIE
JKEJIaeT OCBETUTH B CBOCH aBTOOHMOrpaduy MOCTyNaroMuii Ha padoTy.
4.3. Jlononnenue Kk ankeme 3amlOJIHSETCS OTBETCTBEHHBIM 3a KaJpOBOE JEJIONPOU3BOJACTBO B IpOLiecce
paboThl MpH HEOOXOAMMOCTH BHECEHMSI B JINYHOE JIEJI0 CBEJICHUU 00 M3MEHEHUSX B MpodeccHoHalbHOMI
JESATEIILHOCTH paOOTHHKA.
4.3.1. B niepBoM pasjene GUKCUPYIOTCS CBEJACHHS O MEPeBOJaXx Ha JAPYTHe OJDKHOCTH (IIepeMeIeHus ¢
yKa3aHUEM JaT BCTYIUICHHUS B JIOJDKHOCTh M yXOJla C HEE) CO CChUIKOM Ha JIOKYMEHTHI O Ha3HAYCHUH,
NEepEeBO/IC, YBOJIbHEHUU.
4.3.2. Bo BTOpOM pasznene OTPaXKATCS JaHHbIE O NPOPECCHOHATBHONW ICATEILHOCTH pPabOTHHKA
(MoAroTOBKa, MEPENnoJroTOBKA M TMOBBLIINICHHWE KBATH()HUKAIMH, HArpakJeHUE OpJACHAMU U MEIAJsIMH,
MPUCBOCHUE YUCHOW CTCIICHH, YYSHOTO W TIOYETHOTO 3BaHMsI, MPEObIBAaHUE 3a T'paHUICH, HAIOKCHHUE U
CHSITUE B3bICKAHUI, U3MEHEHHUSI IPYTHX YYETHBIX TaHHBIX PAOOTHHKA).
Bce BHOCUMBIC U3MEHEHUS JOIKHBI OBITh MOATBEPKICHBI COOTBETCTBYIOIIUMHU JOKYMEHTAMH.
O0s13aTeNbHBIM PEKBU3UTOM JIOMOIHEHUS K aHKETE SIBJISIOTCS OTMETKHU O MPOBEACHUN IPOBEPOK HATTMYUS U
COCTOSTHUS JIMYHBIX Jell. OTMeTKa JTOJDKHA OBITh CIICAYIOIIETO COACPIKAHUS: JTMYHOE IO TIPOBEPCHOY,
JaTa, MOAMNKCH TPOBEPSIEMOro MOMEIIAI0TCA Ha OOPaTHON CTOPOHE JIMCTA MOCTIe 3aHECEHHBIX CBEJICHUI.
4.4. Bce TOKyMEHTBI JTUYHOTO JIEJIa TIOMEIIAIOTCS B KaPTOHHYIO MANKy — CKOPOCIIMBATENb. TUTYIbHBINA
JIMCT JTMYHOTO Jiesia 0(OPMIISIETCS B COOTBETCTBUHM (MpHritokeHue 1).

Ecim  damwmmms  pabGotHuKa mociie ohOpMIICHUS JIMIHOTO  JeJla M3MEHsJIach, TO CTapas
dbamunus 3aKIr04aeTcs B CKOOKH, a HOBas 3allMChIBACTCS HaJ HEH.

Bce mokyMeHTHI B IMarke JTOJDKHBI PACIIONaraThCs B MPSMOM XPOHOJIOTHYECKOM TOPSJIKE.

[Tocne yBonmpHeHUS pabOTHHKA W OCBOOOJMBIIUICS HOMEp MPHUCBAUBAETCS BHOBBH MPHHITOMY
pabOTHUKY.

4.5. JIns XpaHeHHsI TUYHBIX [T paOOTHUKOB HCTIONB3YIOTCS cel(bl MM HAIEKHO 3alupaeMble U
orevyaThlBaeMble IIKa(]BbI.

5. BuyTpeHHsisl oniCh TOKYMEHTOB, CO/IEP:KAIIMXCS B JIMYHOM JieJie.
5.1. JlokymMeHTbI, NpUOOLICHHBIE K JIMYHOMY Jiedy paOOTHHKa Mepel cAauell B apXuB, OpOIIIOPYHOTCH,
JUCTBl HyMEPYIOTCA apaOCKUMU MU(PpaMy YepHBIM IpaUTHBIM KapaHIAIIOM B MPaBOM HIKHEM YTIY, K
JTUYHOMY JICITy MPUIIaraeTcsl BHYTPSHHSS OIHUCH.
5.2. BHYTpeHHss OMKCh COCTABIISIETCS Ha OTJCIBHOM JICTE 10 YCTAaHOBJICHHOM (hopme (mpuitoskeHue 2).

6. [TopsiTok BBIIAYH JUYHBIX €1 BO BpeMeHHOE NM0JIb30BaHUe.

6.1. JIuuHoe neno paboTHUKA MOKET ObITh BBIIAHO BO BPEMEHHOE MOJIH30BAHKE TOJKHOCTHBIM JIMIAM, KPYT
KOTOPBIX OIPEICIASTCS 3aBEAYIONIEH YCTaHOBICHHEM CPOKAa BPEMEHHOTO MOJIb30BAHMUS.

[Tpu paboTe ¢ TUYHBIM JIEIOM, BBIJAHHBIM BO BpEMEHHOE IMOJIb30BaHKE, 3aMPEIIaeTCs IPOU3BOIUTh
KaKHe-TM00 MCIIPaBJICHHS, BHOCUTh HOBBIC 3aIMCH, H3BJICKATh JOKYMEHTBI, pa3riiamiaTh COJep Kaliuecs B
HEM KOH(HUICHIIMATHHBIE CBEICHUS.

[Tpw n3BIEUCHUN KAaKUX-JTNOO JJOKYMEHTOB M3 JIAYHOTO JIEJIa JINIIO, OTBETCTBEHHOE 32 BEICHUE JIMIHBIX T,
00s13aHO cIeNaTh BO BHYTPEHHEH OMHUCH COOTBETCTBYIOIIYIO 3aIHUCh.

6.2. Jlis KOHTpOJsS 3a CBOCBPEMEHHBIM BO3BPATOM BBIJJAHHBIX WJIM BBICIIAHHBIX JUISI O3HAKOMIICHHS
JUYHBIX JIENl WM MPEAOTBPAIEHUSI UX YTPAThl MOXKET HUCIIOJIh30BATHCS KOHTPOJIbHAS KapTOUuKa, KOTOpas
3aMOJTHACTCS Ha Kaxaoe Jeno. B Hell yka3bBaeTcss HOMEpP JUYHOTO jena, (aMuiivs, UMs, OTYECTBO
paboTHMKA, HA KOTOPOTO OHA 3aBElCHA, JaTa BbIJA4M JIMYHOTO Jelia, KOMY OHO BBIJIAHO, PACIHUCKa B
MOJIy4YE€HUH, HOMEP CIy)eOHOro TenedoHa Iuia, MoTyYUBILIEro JAesi0 U JaTa Bo3BparTa Jena.

6.3. IIpu BO3BpaTe nena THIATENLHO MPOBEPSIETCS COXPAHHOCTh JOKYMEHTOB, OTCYTCTBUE TTOBPEKICHHIA,
BKJIIOUEHUS B JIEJI0 OPYTMX JOKYMEHTOB WJIM MOAMEHBI JOKyMeHTOB. [IpocMoTp aena mpou3BoAuTCS B
NPHUCYTCTBUH PYKOBOAMUTENS yupeknaeHus. [lepemaua TUYHBIX JeN 3aBEAYIOIICH depe3 CeKperaps WUiu
OpYTUX JIMII HE AomyckaeTcs. [Ipyrue pyKoBOIUTENW MOAPA3AEICHUA MOTYT 3HAKOMHUTBCS C JIUYHBIMU
JeJIaMy TIOAYMHEHHBIX UM COTPYIHUKOB. O3HAKOMIIEHUE C JellaMU OCYIIECTBIISICTCS B TIOMEUICHHUH, TJIe
HaXOJATCs JIMYHbIE JAea ( B MPUEMHON 3aBenyromiei moj HaOIoaeHrneM paboTHUKA, OTBETCTBEHHOTO 3a



COXPaHHOCTh M BEJCHUE JIMYHBIX Jed. BpeMms paboThl (0O3HAKOMIIEHUS) IOJKHO OTPAHWYHMBATHCS
npezenamMu ogHoro padouero qHs. @aKkT 03HaKOMIIEHUS (PUKCUPYETCs B KOHTPOJIBHOM KapTOUKe JIUYHOTO
nena.
6.4. JlnaHoe neno pabOTHHKA HE BBIAACTCS HA pYKU PAOOTHHUKY BO BPEMEHHOE MOJTh30BAHHE.
6.5. Bbiiaya nuuHbIX 1€ (OTAEIbHBIX JOKYMEHTOB B COCTABE JIMYHOIO JI€J1a) BO BPEMEHHOE 110JIb30BaHUE
JpYT'MM OpraHu3aiusaM (y4peKJIEHUsIM) IPOU3BOJAUTCA C pa3pelleHus 3aBeAyIOLIel Ha OCHOBaHUU
Ha/IekaIuM oopa3oM opopmiieHHOro 3amnpoca. O Bblade Jejla COCTaBIAETCS aKT, OAMH U3 SK3EMILISIPOB
KOTOpPOro IMepeAacTcs BMECTE C JeJIOM (JOKYMEHTOM) IpPEICTAaBUTENIO 3allpallliBaloOLIEd CTOPOHBI, a
BTOPOH 3K3EMILIAP XPAaHUTCS B JleJIaX OPraHU3allK 10 BO3BpAIlleHus Jeiia (JOKYMEHTa) B MECTO XpPaHEHHUS.

N3bsiTHE OTIENBHBIX JOKYMEHTOB U3 JIMYHOIO Jeja MPOU3BOAMUTCS C pa3pelleHUs 3aBeyIoLel ¢
oopmieHreM COOTBETCTBYIOLIEH 3anucu B rpade «[Ipumeuanue» BHyTpeHHel ommcu. [Ipu BpemMeHHOM
U3BATUM JIOKyMEHTa Ha €ro Mecro (MeXAy JHCTaMH COCEIHMX JOKYMEHTOB) BKJIAJbIBAETCS
CIIPaBKa-3aMECTUTENb (KapTa-3aMECTUTENIb) C YKA3aHWEM JaThl M IPUYUH U3BATHUA C POCHUCHIO JIMIIA,
BBIJIaBIIIETO JIOKYMEHT, ¥ POCIMCHIO JIMLIA, IOJIyYUBLIETO €r0 BO BPEMEHHOE M0JIb30BaHUE.

7. Ilopsinok 03HAKOMJIEHHS € JIUYHBIM /1eJIOM Pa0OTHHKA.

PaboTHHMK MMeeT NpaBo Ha 03HAKOMJIEHHE CO BCEMH MaTepUallaMHi U3 CBOETO JIMYHOTO Jea.
7.1. O3HakomyeHHE pabOTHUKA C JTOKyMEHTAMH CBOETO JIMYHOTO JeNia MPOBOIUTCS IO MPOChOE camoro
pabOTHHKA.
7.2. PabOTHUK CaMOCTOSITEIILHO B MUCbMEHHOW (hopMe pelraeT BOMpOC Mepeiayn KOMY-TH00 CBEACHHMA O
ce0e 3a UCKIIIOYEHUEM CITy4yaeB, IPeJyCMOTPEHHBIX 3aKOHOaTenbcTBOM Poccuiickoit denepannu.
7.3. @aKT 03HAKOMJICHHUS C JTMYHBIM JIeJIOM PAOOTHHKA YAOCTOBEPSIETCS JIMYHOU MOAMUCHIO COTPYIHUKA B
JMCTE 03HAKOMIICHUS € JINYHBIM JIEJIOM, IPUKPEIIIEHHBIM K JICBOW BEpXHEW BHYTPEHHEH CTOPOHE 00JI0KKH
JMYHOTO JIeJIa, C YKa3aHUEM J1aThl 03HAKOMJICHHUSI.
7.4. PabGoTHHK 0053aH cOO0OIIaTh OTBETCTBEHHOMY 32 Ka/IpOBOE JIJIONPOU3BOJCTBO 00 U3MEHEHHUH TeX WU
MHBIX [IEPCOHATBHBIX JAHHBIX.
7.5. PaboTHUK MMeeT NpaBo Ha MOJTY4YEHHE KOITUH JIF0OOTO TOKYMEHTa, COAEPIKALIET0Cs B €ro JMYHOM JIelE,
Ha OCHOBAHMHU MMCbMEHHOT'O 3asBJICHMSI Ha UMs 3aBeyroliel. Konnu 10kyMeHTOB 10KHBI OBbITh 3aBEPEHBI
Ha/IIeKaIluM 00pa3oM U IPeoCTaBIATHCS paOOTHUKY 0€3B03ME3/THO B T€UEHHE TpeX JHEH CO JAHS NoJauu
3asIBJICHHUS.

8. IlopsAI0K NOATOTOBKH M CAAYH JMYHBIX /IeJl B apXUB.

8.1. Jlnunple pena OTHOCITCS K JOKyYMEHTaM BpeMeHHOTo (cBbimie 10 JeT) cpoka XpaHSHHS W IOJISKAT
XpaHeHU1o B TeueHue 50-75 neT co JHsS yBOJIbHEHUS PaOOTHUKA.
8.2. JInuHble nena yBOJCHHBIX paOOTHUKOB O(OPMIISIFOTCS B COOTBETCTBHH C HACTOSIIEH WHCTPYKIHEH H
XpaHATCS B apXHUBe al(paBUTHOM MOPSKE.
8.3. [IpenapxuBHAast MOATOTOBKA JIMYHBIX A€ BKIIIOUAET JBE MPOLEAYPHI: O(OPMIICHHS M OTIMCAHUS JIET.
8.4. Odopmiienue nienn npeaycMaTpuBaeT:
- NEeperpynnupoBKY JTOKYMEHTOB B IMpsIMOW JIOTMUECKOH IOCII€JOBATEIbHOCTH (€Cclu TaKoBas
HE00X0/IMMOCTh UMEETCS);
- U3bSATHE JOKYMEHTOB BPEMEHHOT0 CpoKa XpaHeHUsl (HaZ0OHOCTh, B KOTOPBIX MUHOBANA);
- HyMEpaLUIO JIUCTOB B JieJie (IPOM3BOAUTCS MPOCTHIM IpU(eTbHBIM KapaH/IaIlIoM B BEPXHEM IPaBOM YTy
JUCTA), HOMEPYIOTCS HE CTPAHUIIBL, a JIUCT;
- COCTaBJIEHUE 3aBEPUTEILHON HAIINCH JIENA;
- TIOAMIUBKY Jieia (B 00JI0KKY Ha 3 TPOKOJIa, TPEIBAPUTEILHO YAAIHB BCE METAIUTMYECKHE 32)KUMBI, CKOOBI,
CKPEIKH C JOKyMEHTOB);
- BHECEHUE HEOOXOUMBIX YTOUHEHUH B pEKBU3UTHI 00JI0KKH Jea.

K BHyTpeHHe#l omMcu cOCTaBJsIeTCS MTOroBas 3alluCh, B KOTOPOHl yka3bIBaeTcs LUppaMu U
MPOMHUCKHIO0 KOJIMYECTBO BKIIOYEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JIMCTOB Jea.
8.5. [Ipu ommcu B JHcTe-3aBepUTENE OTPAXKAETCs MCTHMHHOE (DPU3MYECKOE COCTOSHUE JIMYHOTO JieNa Ha
MOMEHT €r0 IPeAAPXUBHON MOJrOTOBKU. B T0KyMeHTe yKka3bIBaeTcs:
* HOMEp JMYHOIO /€A,
*  uHboOpMaIHs 00 UMEIOIUXCS B HEM JTUCTaX (KOJUYECTBO),
* uHpOpMALUA O COCTOSHUM OTAEIBHBIX JOKYMEHTOB HJIM UX KOMHI, BIOKEHHBIX B JIeNIO (Hampumep,

MMEIOIIUICS TOKYMEHT 3aKJIeeH, HaJlOpBaH, yTPadeH).

8.6. JlucT-3aBepUTENb CIYXUT Ui ydeTa KOJIMYEecTBa JIMCTOB B Jele M (pukcaruum 0coOEeHHOCTEH X
HyMepaluy, Te yKa3blBaeTcsl HU(PpaMU U MPONHUCHIO KOJIMYECTBO MPOHYMEPOBAHHBIX JHMCTOB JAeia U



OTJENIBHO, Yepe3 3HaK «+» (IUII0C) KOJMYECTBO JINCTOB BHYTPEHHEH omMcu. 3aBepuTeNbHas HaANUCh
MOJIHCHIBACTCS €€ COCTABUTEIIEM C YKa3aHUEM PacIIM(BPOBKHU MOAMHUCH, JODKHOCTH U JAThI COCTaBJICHUS U
HOJIINBAETCS K JeTy.

3ampemnaercsi BHIHOCUTh 3aBEPUTEIBHYIO HAAMUCH HAa OOJIOXKKY Jeja WIM YUCTBI 000pOT JHUCTa
HOCJIETHEr0 JOKYMEHTA.
8.7. Odopminenue pnen i nepeAayd B apXUB OCYIIECTBISICTCS B IOy, CIEAYIOIIMM 32
JIeJIONIPOU3BOICTBEHHBIM B TEUEHHE BCETO rofia.

9. O0513aHHOCTH OTBETCTBEHHOI'0 32 Ka/JIPOBOeE /1eJIONPOU3BOICTBO MO BeIEHUIO TUYHBIX e
padoraukos MbIOY
9.1. B 00s3aHHOCTH OTBETCTBEHHOI'O 3a KaJpOBOE [EJIONPOU3BOJCTBO, OCYLIECTBISIOIIEIO BeAECHUE
JIMYHBIX J€J1, BXOJUT:
- IpUOOIIEHUE K TUYHBIM JIeJIaM JIOKYMEHTOB, IIEPEUNCICHHBIX B ITYHKTaX 3.2 YacTH 3 U B MyHKTax 5.1 n 5.2
yacTu 5 Hacrosauen Mucrtpykuuu;
- MPOBEPKa IOJIHOTHI 3alI0JHEHUS aHKEThl U COOTBETCTBMS YKA3aHHBIX CBEICHHM, NMPEIbABISIEMbIM MPU
NOCTYIUIGHUU JOKYMEHTaM (IacropT, TPyAOBas KHIDKKA, BOCHHBIM OWJIET, JOKYMEHTHI 00 00pa3oBaHUU
(IUmIoM, yJOCTOBEPEHME, CBUIECTEILCTBO, aTTECTaT), JOKYMEHThI BhICiIel aTrTecTalMOHHOW KOMHCCHUU
(BAK) o npucyxeHnn y4eHO! CTENEHH U IPUCBOEHUHU YYEHOTO 3BaHUs (IUIUIOM, aTTEeCTaT, U APYyrue);
- 3aBEpPEHUE aHKETHI,
- oOecrieyeHre COXpPaHHOCTU U Y4€Ta JIUYHBIX JET;
- o0ecrieueHre KOH(PUICHIIMAIbHOCTH CBEACHUH, COJIepKAIUXCs B IMYHBIX Je1axX;
- 03HaKOMJIEHHE PaOOTHUKOB C JOKYMEHTaMU UX JIMYHBIX JIEI;
- U3BATHE JOKYMEHTOB, HaJJOOHOCTh B KOTOPBIX MUHOBAJA.
- IpelapXUBHasl MOATOTOBKA JIMYHBIX JIEJT;
- Iepeiaya B apXuB.
9.2. JInynple nena pabOTHUKOB XPAHATCS y PYKOBOIUTENS MM OTBETCTBEHHOTO 32 KaJpOBOE
JIEJIONPOU3BOJCTBO KAK JIOKYMEHTHI CTPOTOM OTYETHOCTH.
9.3. B nensx obecriedeHus] KOHTPOJIS 32 COXPAHHOCTHIO JIMUHBIX JIEJI €XKEroJHO MPOBOJAUTCS MpPOBEpKa
HaAJIMYMS U COCTOSTHHE JTUYHBIX Aes. DakT npoBepku (PUKCUPYETCs B COOTBETCTBHUHU C (IIPUIIOKEHHEM 3), a
BBISIBJICHHBIE B XOJI€ MNPOBEPKU HEIOCTATKH (PUKCUPYIOTCS B aKTe, KOTOPBIM TIOCIE YTBEPKACHUS
IpeJceAATENEM IPOBEPOYHON KOMUCCHH ITPEICTABIISAETCS 3aBEAYIOLIEH.
9.4. OTBeTCTBEHHBIE 32 KaIPOBOE JIEIONPOU3BOJICTBO, YIIOJTHOMOUYSHHBIE HAa BEJICHUE U XPAaHCHHUE JIMIHBIX
Jiell, HeCyT JUCHMIUIMHAPHYIO U UHYIO OTBETCTBEHHOCTD 3a pasrjiallieHue KOH(pUICHIMAIbHBIX CBEJCHUH,
coJiepKaliXcs B JIMYHBIX J€JlaX, U 32 UHbIE HApYIICHUS MTOPSJIKAa BECHUS JINYHBIX /€.
10. 3ak0uuTeNbHBIE MOJI0KEHUS.

10.1. 171t mpaBUIIBHOM IPYMITUPOBKY B y4eTa JJOKYMEHTOB TI0 KaJIPOBOMY JIEIIONPOU3BOJICTBY JIMUHBIC JIe]Ta
BKJIIOYAIOTCSL B HOMEHKJIATYPY /€] MO/ OTJEIbHBIM MOPSAKOBEIM HOMEPOM (KOJIOM).

[Mpunoxenne Ne 1
K MOPSJIKY BEJIEHUS JTUYHBIX JIe paOOTHUKOB



[Tpunoxxenue Ne 2
K TIOPSIAKY BEJICHHSI IMYHBIX JIe7T pAOOTHUKOB



OITACD Ne

AOKYMCHTOB, UMCIOIINXCA B IMYHOM ACJIC

D.1.0.)
JlaTa
Ne BEJIOTCHIL Kon-Bo Hara Kem u3baT nokymenr,
HaumeHnoBanue JOKYMCHTa JOKyMEHTa U3BATUSL
ILII. JINCTOB TNpUYrHA U3BATHA
B JIMYHOC JOKYMCHTa
JEII0
1. | Ankera
2. | AstoGuorpadus
3. | JInuHoe 3asBICHUE O ITpUEMe Ha paboTy
4. | TpynoBoii moroBop
5. | Komms nmpukasza o mpueme Ha paboTy
Kommn JOKYMEHTOB, MOATBEPKIAFOIIIX
npodeccrnoHaIbHOE oOpa3zoBaHwe, MIOBBIIIICHHUE
KBann(UKanuy, HATHINE YUCHOH CTEHNECHH WIIH YYEHOTO
6. | 3BaHMA (eciM TakOBBIE WM KONUHM JOKYMEHTOB,
MOATBEPXKAAIOINX 3TH (PAKTBI), KONMHH JIOKYMEHTOB
MPOXOXJCHUSI KYpCOB  TOBBIIMICHHS  KBaJH(UKALUU
(mepenoAroToBKH)
Komuu penienuii 0 HarpaxJIeHUH TOCYAApPCTBEHHBIMH U
7 | BENIOMCTBEHHBIMH HArpajaMH, NPUCBOCHUH MOYETHHIX H
" | cneuManbHBIX 3BaHU, MPHCYXKAESHUU TOCYIapCTBEHHBIX
npeMui 1.T.J1. (€CIIM TaKOBbIE UMEIOTCS)
8. | CmpaBka 00 OTCYTCTBUH CYAMMOCTH
9 CrmpaBka ¢  OCHOBHOTO  MecTta  paboTel (s
" | coBMecTHTeEH)
10. | Cormnacue Ha 00pabOTKY NMEPCOHATIBHBIX JTAHHBIX
11. | JomoiHeHHE K aHKETE
12 JIOKyMeHTbI O TPOXOXKICHUU HCIIBITAHHS, €CJIM TaKoe
" | yCTaHOBHJIOCH
13. | ATTecTanvoOHHBIE JIUCTHI
14. | Komuu pereHuii 0 MOOUIPEHNH U HaTpakICHUN
15. | Kormuu 10KyMEHTOB O IepeBo/ie Ha APYTYIO JOIKHOCTh
16. | JlononHUTENBEHOE COTIAIICHHE K TPYIOBOMY JIOTOBOPY
17. | 3asBneHue 00 yBOJIbHEHUN
18. | Konus npukasza o pacTop»KeHHH TPYAOBOTO JI0OrOBOpa
Tloamuce Jara « »




