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0 NOpsi/IKe BeeHHsI THYHBIX JeJ1 pAa00THHKOB
MBAOY «/lercknii cax Noe 87 KOMOHHHPOBAHHOI0 BHAA»
1. O6mmue moJiosKkeHus.
1.1. Hacrosiiee mosnoxenue ycTaHaB/IMBAeT NOPSIOK (OPMUPOBAHHS, BEACHHS M XPAHEHHS JTHIHBIX
nen pabotaukoB MBJIOV «Jlerckuii cag N 87».
1.2. Ilonoxxenne paszpaboTaHa B COOTBETCTBHH C:
- TpynosemM xonexcom Poccuiickoit ®@enepanum,
- ®enepanbHbM 3aK0HOM N152-D3 «O 1nepcoHaNbHBIX JaHHBIXY,
- mpuKa3oM MuHKyIeTYpsl P® o1 31.03.2015 Ne526,
- npukasoM Pocapxusa o1 20.12.2019 Ne236. ,
1.3. PaGoronarens B nmne 3aBenyromeit (qanee — sasemyrommuit) MBIIOY «Jlerckumii cagx Ne 87
obecrieyrBaeT 3alUTY MEPCOHANBHBIX NAHHBIX PAGOTHHKOB, COAEPIKAIIMXCS B JHYHBIX J€aX, OT
HEIPABOMEPHOI'0 UX MCIIOJIb30BAHUS UIIH YTPATEL
1.4. 3aenyrommiit MBJIOV «Jlerckuii cax Ne  87» onpeenser IMII, YIOIHOMOYEHHBIX Ha IIOJIy4EHHUE,
00paboTKy, XpaHeHHe, mepemady M Ji000e IPYyroe HCIOIb30BAHHE MEPCOHANBHBIX JAHHBIX
PabOTHHKOB, COAEPXKALIUXCS B IMYHBIX JENaX.
2. JInunoe neso paboTHHKA.
2.1. JluqHoe neno paGoOTHHKA — 3TO COBOKYITHOCTb JJOKYMEHTOB, COZEPKAIIUX CBEICHHS O PaGOTHHKE
1 nepuojie pabotsl B MBIIOY «Jlerckuii cag No  87».
2.2, Jlnynoe neno paGoTHHKA O(GOPMISETCS B TPEXIHEBHBIM CPOK IIOCIe Ha3HAYEHHs €ro Ha
JIOJDKHOCTb.
2.3. JInuHoe zeno pabOTHHKA BEAETCS OTBETCTBEHHBIM 3a KaJpOBOE JENONPOH3BOJICTBO PAGOTHHKOM
MBJIOY «Jlerckmit cam Ne  87».
2.4. 3ampemaercsi mony4ath, oOpabaThiBaTh M NpHOOIATH K JIMYHOMY Jely pabOTHHKA He
YCTaHOBJIEHHbIE (elepabHBIMH 3aKOHAMH [IEPCOHABHBIE JAHHBIE O €r0 MOTUTHYECKUX, PETHTHO3HBIX
M HHBIX YOEXAEHHSX, YAaCTHOH JXM3HH, YWICHCTBE B OOIIECTBEHHHIX OOBEAMHEHHUSX, B TOM YHC]IE B
Ipo(eCCHOHATBHBIX COK03aX.
2.5. Cezenyst, conepamuecst B JIMIHOM Jesie paGOTHHKA, SBJISIOTCA KOH(HICHIHATbHBIMH.
2.6. Jlnunsle nena ohOpMIISIOTCS Ha BeeX ITaTHBIX pabotarkoB MBIIOY «Jlerckuii camx Ne 87».
3. CocTaB 10KYMEHTOB, BKJII0YAeMBbIX B JIHYHOE 1€10 paGoTHHKA.
3.1. Coctas NOKYMEHTOB, BKJIIOYAEMBIX B JIMYHOE 110 PaGOTHHKA, 3aBHCHT OT JOJDKHOCTH, KOTOPYIO
OH 3aHHMMaeT H cenu(UKH ero ciy)eOHOM JesSTeIbHOCTH.




[lepBoHayanbHO B JIMYHOE JEJNO TPYNIUPYIOTCS AOKYMEHTHI, O(OPMIISIONIME MPOLECC MpueMa Ha
paboTy, a BIIOCIEICTBUU - BCE OCHOBHBIC JIOKYMEHTHI, OTpakaromue mporecc padotst B MBJIOY
«erckmii camg Ne 87».
3.2. Ilpu nepBoHaYaIbHOM O(OPMIIEHUH JIMYHOTO JieiNa PaOOTHUKA B HETO BKIIOYAIOTCS CIICAYIOIINE
JOKYMEHTHI:
1) ankera yctanoBiIeHHOH GopMel ¢ poTorpaduei;
2) aBTroOHorpadus;
3) IM4HOE 3asIBIICHHE JIUIIA, IPETEH IyIoNEero Ha goJbkHocTh B MBJIOY «Jletckuii cam Ne 87»;
4) TpynoBoii 10oroBop 0e3 10JHKHOCTHOW MHCTPYKLUU;
5) konus MprKasza o0 IpueMe Ha pabory;
6) cupaBka 00 OTCYTCTBUU CYyTUMOCTH;
7) MUCBMEHHOE coriacke Ha 00paboOTKY MEePCOHATBHBIX JAHHBIX;
8) cornameHue o HepasrialleHue NePCOHATBHBIX JaHHBIX (IS T€X, Y KOTO €CTh JOIMYCK K
MEPCOHATBHBIM JIAHHBIM JIPYTHX);
9) xonuu T0OKyMEHTOB 00 00pa3oBaHuU, 00y4YeHNH, Iepe0OyueHUH, TOBBILIEHNN KBATU(PUKAUH (€CIIH
oOyuenne poxoauio 3a cuet cpeacts MBJIOY «/lerckuii cag Ne  87»);
10) KoMK JOKYMEHTOB, MOATBEPIKAAIOIINX KBATH(DUKAIIMOHHYIO KaTETOPHUIO (aTTECTAMOHHBIH JIHCT)
WM TIPUKA3 TTOATBEPKIAIONIYI0 KBATH(PHUKAIIMOHHYIO KAaTETOPHIO);
11) xomu peneHuii 0 HarpakICHUN TOCYJApCTBEHHBIMHU U BEJIOMCTBEHHBIMU HarpaiaMu, IPUCBOCHUH
MOYETHBIX W CHEIHATIbHBIX 3BaHUU, MPUCYKICHUH TOCYIApPCTBEHHBIX NMPEMHA U T.A. (€CITH TaKOBHIC
uMeroTcsl) (Ha OCHOBAHUU JIMYHOTO 3asiBICHUSI paOOTHUKA);
12) cipaBka ¢ OCHOBHOTO MecTa pabOThI C ykazaHueM Trpaduka paboThl, 3aBEpeHHAs] KOIUS TPYI0BOH
KHWKKH (I COBMECTUTEEH);
13) 3asiBNIeHNE O TOCTAaHOBKE Ha MUTAHUE,
14) noroBop 0 MaTepHAIILHONW OTBETCTBEHHOCTH (JIJ1s1 MaTepUAIbHO OTBETCTBEHHBIX JIHII);
15) 3asBnenne o BeIOOpE GOPMBI BEJICHUS TPYIOBON KHUKKH.
3.3. B mporiecce paboThl K JUYHOMY JICNTY TPUOOIIAIOTCS:
1) momoJIHeHHE K aHKETE YCTAaHOBICHHOU (POPMBI;
2) aTTeCTallMOHHBIE JIUCTHI;
3)Konuu JOKYMEHTOB, TIOATBEPKIAIONINX MpodeccuoHambHOe 00pa3oBaHne (Ha OCHOBAHUH JTUYHOTO
3asBJICHUS PAOOTHHKA)
4) xomuM JOKYMEHTOB, MOATBEPXAAIOLIMX MOBBIIICHHE KBaJU(UKAUKU (HA OCHOBAHUU JIMYHOTO
3asBJICHUS PAOOTHHKA),
5) KoM TOKyMEHTOB, MOATBEPKAAOIINX KBATH(PUKAIMOHHYIO KaTErOpHUIO (aTTeCTAI[MOHHBIN JTUCT
WM TMPUKa3 MOATBEPKAAIONIYIO KBATH(PUKATMOHHYIO KATETOPHUIO);
6) KONUU pEelIeHH 0 HArPaXXACHUU TOCYIapCTBEHHBIMU U BEJIOMCTBEHHBIMU HarpajaMu, MPUCBOCHUHN
MOYETHBIX U CIICUATIBHBIX 3BaHUH, IPUCYKIEHUU TOCYJAPCTBEHHBIX IPEMHU U T.J. (€CIIU TaKOBbBIE
MMEIOTCS1) (Ha OCHOBAHWHU JIMYHOTO 3asBJICHUS PAaOOTHHKA);
7) KONUU TOKYMEHTOB O MEPEBOJIC HA IPYT'YIO JOJKHOCTh U YBOJIbHEHUU
8) HOMOJIHUTENBHBIE COTTIAIICHUS K TPYAOBOMY JJOTOBOPY;
9) cpouHBIii TPYAOBOM JOTOBOP HA COTPYAHUKA, 33ICHCTBOBAHO B OKA3aHHUHU IJIATHBIX YCIIYT
SIBJISIOIIETOCS YICHOM BPEMEHHOTO TPYJOBOTO KOJUIEKTHBA.
1p. TOKYMEHTHI, 00pa3yroluecs BO BpeMs TPYJAOBOH 1eSTeNTbHOCTH pabOTHHKA.
3.3. IIpu ¢opMHpOBaHUMU M BEAEHUM JIMYHOTO JeNa UCHOJIb3YIOTCA KCEPOKONUHU JTOKYMEHTOB IpHU
HAJIMYUU TPEIbSIBICHHOTO MOUIMHHAKA TOKYMEHTA.
B cnydae oTcyTcTBHS MOATMHHUKA paOOTHUK JIOJDKEH MPEICTaBUTh HOTAPHAILHO 3aBEPEHHBIE

KOIUH JOKYMEHTOB.
3.4. 3ampemiaeTcsi XpaHUTh B JUYHOM jnene: kommu macropra, CHUJIC, MHH, cBunmerenbcTBa
0 POXJIEHUH, TlepeMeHe (paMHUINN, UMEHH, OTYECTBA, 3aKJIIOYEHUN U PAaCTOPKEHUU Opaka U BOCHHBIN
ouner.

4. Tlops10K 3aM0JIHEHUS] AHKETbI, aBTOOMOrpaduu, I0NMOJHEHHS K aHKeTe, BKIIOYaeMbIX B

JIMYHOE J1eJI0 pAa0OTHHKA

4.1 Ilopsook 3anonnenuss 0moenbHvix 2pag) aHkemol.



4.1.1. Aukera 3amnonssercs pabOTHUKOM COOCTBEHHOPYYHO. B aHkeTe He JOMyCKalOTCsl COKpAIIEeHus,
poYepKH, UcnpasieHus. B ankery BkiienBaercs hotorpadus pabotauka pasmepoM 30x40 mm.

4.1.2. I1pu 3aroaHEHUN aHKETHI UCIIOIb3YIOTCS CIEAYIOIINE JOKYMEHTHI: MACOPT, TPYA0Bask KHIKKA,
BOCHHBIN OWJIET, TOKYMEHTBHI 00 00pa3oBaHUM (IMILIOM, CBHJIETEIBCTBO, aTTECTAT, YIOCTOBEPCHHE),
JOKYMEHTBI, IOATBEPKIAI0IIUE YUEHYIO CTENEHb (YUEHOE 3BaHUE) U JPYTUe JOKYMEHTBHI.

4.1.3. Ha Bce BOIIPOCHI aHKEThl paOOTHHUK JIOJDKEH JaBaTh MOJIHBIE OTBETHI B CTPOTOM COOTBETCTBUU C
TEMH 3aIUCSIMH, KOTOPBIE COJIEPIKATCS B €ro JMYHBIX JOKYMEHTaX, OTPUIATEIbHBIE OTBETHI B Tpadax
aHKeThl 0e3 MOBTOPEHUS Bompoca (HarpuMep: Y4EHas CTeTeHb — HE UMEI0).

4.1.4. B rpade «obOpa3oBaHue» IOJDKHBI MPUMEHATHCS CIEAyone (HOPMYITHPOBKU: «BBICHIEE», «
HETIOJIHOE BBICIIEE», «CpelHee NPO(ECCHOHATBHOEY, «CPEIHEE», B 3aBHCUMOCTH OT TOTO, KaKOM
JOKYMEHT 00 00pazoBaHuu uMmeercs. Eciiu pabOTHUK 3aKOHYMII HECKOJIBKO KYPCOB BBICIIETO y4EOHOTO
3aBe/IeHUs, BBIHY)K/IEH ObL1 MpepBaTh 0OyueHUe WM 00ydaeTcsi B JaHHOE BpEMs, TO 3allMChIBAETCH,
CKOJIBKO KYpCOB OH 3aKOHYMJI MJIM Ha KAaKOM Kypce o0yJaercs.

Cotpyanuku, o0yJaromuecs Uiu oOydaBIIneCs B CPeIHUX MPO(HEeCCHOHABHBIX YUEOHBIX 3aBEACHUSIX
(TEeXHUKYMBI, KOJUIC/DKH), HO HE OKOHYMBIIHNE WX, NOJDKHBI OBITh OTHECEHBI K JIMIIAM, WMEIOIINM
cpenHee (moaHOE 00IIIee) WM HETIOJHOE cpenHee (0CHOBHOE 00I1iee) oOpa3oBaHUe, B 3aBUCUMOCTH OT
TOT0, KaKO€ OHU UMENH 00pa30BaHrEe B MOMEHT MOCTYIIJICHUS B cpe/iHee MpodeccuoHanbHoe yueOHoe
3aBe/IcHUE, K JIMIIaM, MMEIOUIUM cpeaHee (mojHoe oOmiee) oOpa3oBaHHE, OTHOCSTCS PaOOTHHKH,
3aKOHUMBUINE CPEIHUE IIKOJbI, LIKOJIBI ¢ Y4eOHBIM H3Y4Y€HHEM Kakoro —imbo mpeameTa, JHIes,
rumMHaszuu. Jlns  paOOTHHMKOB, OKOHUMBIIMX Hpo(deccHoHalbHO-TEXHUUYECKHWE yuwiuia (wim
oOpa3oBaTelibHbIE YUPEKICHUSI, K HUM NPUPABHEHHBIE), YKa3bIiBaeTcs npodeccus u paspan. Jlunam, e
HMMEIOLUM IpodeCCHOHATBHO

-TEXHUYECKOro (HauaibHOTro Mpo(ecCHOHaIbHOr0) 00pa3oBaHus, MpoQecchs yKa3bIBaeTCsl MO OMBITY
paboTEHI.

OxoHYMBILIKE TP Kypca BBICIINX (UM IPUPABHEHHBIX K HUM) Y4€OHBIX 3aBEACHUN OTHOCSTCS K JTUI[aM
C HEMOJHBIM BbICIIUM OOpa3oBaHueM. "CHenuaabHOCTh IO AMIUIOMY' 3amoJIHSIETCS TOJBKO Ha
CHEIHAIMCTOB C BBICIIMM M CPEJHHM CHEIHalbHBIM oOpa3oBaHueM. B 3Toi cTpoke ykasbpiBaeTcs
CHEIHaIbHOCTh, TMOJY4YeHHass MO OKOHYaHWM BBICIIET0 WM CPEIHEro CIeUUalbHOro yueOHOTro
3aBeneHus. CrienuanabHOCTh 10 00pPa30BaHUIO 3aIIMCHIBAETCS TOJBKO HA OCHOBAHUU AMUILIOMA.

4.1.5.B rpade «bbutn M 3a rpaHHICi» yKa3bIBaeTCs MOJHOC HaMMEHOBAHHWE CTPaHbBI, TOJ U IEIb
npeObiBanus (Hanpumep: ['epmanus-2005-Typrioesnka).

4.1.6.B rpade «Bamm Oau3kue pOJCTBEHHUKH» IEPEUUCIISIIOTCS BCE UICHBI CEMbH C YKa3aHUEM
CTEeNEeHU POJACTBA (POIOUTENH, CYIPYTH, JETH, a TakKe OpaTbs U CECTPBI) MPHU 3TOM YKa3bIBACTCA UX
dbamuus, UMs, OTYECTBO, JaTa POKIACHUS, MECTO PaOOThI, TOJKHOCTb.

4.1.7.B rpade «BrinonHsemas paboTa ¢ Havajga TPYIOBOH AESITEILHOCTU» OTPAXKAIOTCS CBEACHUS O
paboTe B COOTBETCTBUU C 3alKCSIMH B TPYIOBOW KHIKKe. Eciu TpyaoBasi 1esTenbHOCTh Hayandach ¢
oOyueHusi B TOM WUJIM MHOM Y4eOHOM 3aBEJICHHH, TO 3TOT MEPHOJ] TaK)Ke OTMEYaeTcs B JaHHOU rpade.
Crozla BHOCSITCSL M CBEJICHHS O TIepephiBax B padoTe B CBS3H ¢ yu€0oii, 00JIE3HBIO, HAX0XKACHUSAM Ha
WKJIUBEHUH U TOMY N0JI00HOE (Hampumep: «He padoTal», «HaXOAWJICS Ha MEHCUM», «HAXOJUIICS Ha
WKAUBEHUN», «00sem»). Kpome Toro, ecnu ciykauuil 3aHUMaN pa3inyHble JOJDKHOCTH, TO CIIEAYeT
yKa3bIBaTh BpeMs MpeObIBaHUS Ha KaxXJA0H JOHKHOCTU. B TpynoByIO NesITENbHOCTh HE 3aHChIBACTCS
BpeMsi y4€0bl B 00111€00pa30BaTENbHBIX MIKOJIaX, TPO(HEeCCHOHATFHO-TEXHUYECKUX YUMINIIAX U K HUM
IIPUPaBHEHHBIX (CYBOPOBCKHE, HAXMMOBCKHE, BOGHHBIE YUMIIUINA U T.1.). [Ipy mpoxoxxaeHnn ciy:x0bl
B BoOpyXEHHBIX cuax yka3blBaeTCsl TOJKHOCTb, HOMEP BOMHCKOM YacTH (YUpEXJCHHs) U B KaKOM
OKpyre OHa HaXOUJIach, B CIIyyae Iepexoa U3 0THOM BOMHCKON YacTH B APYI'YIO- HOMEpa 3THX YacTeil
U J1aThl NIEpeXo/a ¢ yKa3aHUEM aJpecoB MECT CIIyKObI 3a nocienHue 15 jer.

TpynoBas nesATENIBHOCTD 3aMCBIBAETCS CTPOTO B XPOHOJIOIMYECKOM HOPSIKE.

4.1.8. B rpade «/lonmomHHUTENbHBIE CBEIEHHUs» MOTYT YKa3bIBaTbCs CBEIEHHUS O HarpaxaeHUH
opaeHamu, MenansmMu CCCP, Poccuiickoit ®epepanuy, HMHOCTPAHHBIX TOCYJapCTB, a TaKXkKe
npucBoeHnd no4€THBIX 3BaHUil CCCP, PCOCP, nHBIX COIO3HBIX IOCYIapCTB, a TAKK€ IPUCBOCHUU
nouy€tHbIx 3BaHUd CCCP, PCOCP, unbix coro3Hbix rocynapctB Poccuiickoit ®@enepanun. 3anucu
MIPOU3BOIATCS HA OCHOBAHUU OPJCHCKMX KHIDKEK, YAOCTOBEPEHUH K MeJalisiM, yKa30B U MPUKA30B O
HarpaxJIeHUH, MOOLIPEHUH.



4.1.9. B rpade «OTHOIIEHHE K BOMHCKON 0053aHHOCTH ¥ BOMHCKOE 3BaHUE) YKA3bIBACTCS OTHOIICHUE
paboTHUKAa K BOMHCKOW OOS3aHHOCTH (HAlpUMeEp: BOCHHOOOS3aHHBIN(ast), Malop 3amaca, CepiKaHT
3armaca).
JIn1o, OTBETCTBEHHOE 32 KaJpOBOE AEJOMPOU3BOJICTBO 005S3aHO MPOBEPATH MPU MPUEME HA PadOTy y
rpaxkJiad, NMpeObIBAIONINX B 3arlace, BOCHHbIE OMJICTHI (BPEMEHHBIC YIOCTOBEPEHHUSI B3aMEH BOCHHBIX
OWUJIeTOB), a y TpaKAaH ,NOJUICKAIINX NPHU3BIBY HA BOCHHYIO CIYXOy, yJOCTOBEpEHHs TpakKIaH,
MOJJIeKAIMX MPU3BbIBY, YCTAHOBHUTH, CTOMT JIM Tpa)kJaHuH(Ka), MpUHUMaeMblii(as) Ha paboOTy Ha
BOMHCKOM y4ére. B cirydae oTCyTcTBHS B BOGHHOM OMJIETE OTMETKH O IMOCTAaHOBKE Ha BOMHCKHM YU&T
(ectu oH(oHA) SBIISETCS BOCGHHOOOSA3aHHBIM (0¥) HEOOXOJWMO HAIMPAaBUTh TpaKIaHUHA(KY) B
paliiOHHBIN BOCHHBIA KOMHCCAPHUAT.
4.1.10. B rpade «/lomamrnuii aapec 1 Homep TenedoHay HeoOX0AUMO yKa3aTh MOYTOBBIN nHAEKC. Ecim
aJipec MPOMUCKH 1 TPOKMBAHUS HE COBIAIAIOT, TO YKa3bIBAOTCS 00a anpeca.
4.1.11. B rpade «IlaciopT miim TOKYMEHT, €ro 3aMEHSIOIUI» ClIeyeT yKa3bIlBaTh €ro HOMEp, CEPHIO,
KOTJIa ¥ KEM BBIJIaH.
4.1.12. AHKeTa MONKICHIBACTCS U 3aBEPSICTCS:
- JINLIOM, MIOCTYTAIOIIKUM Ha paloTy;
- OTBETCTBEHHBIM 3a KajpoBoe aenonpou3BoiacTBo0 MBJIOY «/lerckuii can Ne 87»meuarbio u 1aToi,
MocIie TOTO Kak OyJeT MpOBEpeHa IMOJHOTA U MPaBWIILHOCTh 3aIMOJTHEHHUS aHKEThI B COOTBETCTBHUU C
MIPEIbSIBICHHBIMH IOKYMEHTAMHU.
4.2. Ilopsook 3anonnenus asmoodouozpagpuu.
4. 2.1. ABrobuorpadusi cocTaBisieTcss B IPOU3BOJIBHON (popMe cOOCTBEHHOPYYHO TpakJaHWHOM. B
COJIepKaHUU aBTOOHOTpapHH OTPAKAIOTCS: (PaMIIIHS, UM, OTIECTBO TPakIaHMHA, YHCIIO, MECSI], TOJ
¥ MECTO PO’KJICHHUS, TIOTydeHHOe 0Opa3oBaHue (T/ie, KOTaa, Kakasi CIelHaIbHOCTh U B KaKUX Y4EOHBIX
3aBEJICHHUSAX), TPYJOBas JESATEIbHOCTh, MOJYYCHHE JOTIOJHUTEILHOTO OOpa30BaHUs, OKOHUYAHHE
KypCOB HOBBIIICHHS KBAIM(UKAIINK, TIEPENOAr0TOBKA, U3MEHEHHS B Ororpaduu U Jpyrue cBeleHus,
KOTOPBIE KeTaeT OCBETUTh B CBOCH aBTOOMOTpaduu mocTynaronuii Ha padboTy.
4.3. [ononnenue k ankeme 3amoJIHSAETCS] OTBETCTBEHHBIM 3a KaJ[pOBOE JEIONPOU3BOACTBO B Ipoliecce
paboThl TpH HEOOXOJAUMOCTH BHECEHHMs] B JIMYHOE JEJI0 CBEICHUHM 00 W3MCHEHHUSIX B
npoheCcCHOHANTBHOU JIEATETLHOCTH paOOTHHUKA.
4.3.1. B mepBoMm pazzene GUKCUPYIOTCS CBEJICHUS O TIEPEBOIaX HA APYrye JOHKHOCTH (TIEpEeMEIESHUS C
yKa3aHHUEM JaT BCTYIUICHUS B JOJDKHOCTH M YXOJa C HEe) CO CChUIKOW Ha JOKYMEHTHI O Ha3HA4Y€HUH,
MepeBo/ie, yBOJIbHEHUH.
4.3.2. Bo BTOpOM pazjenie OTpaxaroTcs JaHHbIE O MPO(ECCHOHATBHON NEATEIHbHOCTH PAaOOTHHUKA
(moaroToBKa, MEPENOAroTOBKA U MOBBIIICHNE KBATU(PUKALIMU, HATPAKICHHE OpJeHAMH U MeIallsiMHu,
MIPUCBOCHUE YUEHOH CTENEHH, YIEHOTO U MTOYETHOr0 3BaHus, MpeObIBaHNE 3a IPAHULIECH, HATIOKEHHE U
CHSITHE B3bICKaHUI, U3MEHEHUSI IPYTUX YYETHBIX TAaHHBIX paOOTHHKA).
Bce BHOCHMBIE M3MEHEHUS JOKHBI OBITh MOATBEPKIEHBI COOTBETCTBYIOIIUMHU JOKYMEHTaMHU.
OO0s13aTeNIbHBIM PEKBU3UTOM JIOTIOJTHEHHS] K AHKETE SBJISIOTCS OTMETKH O MPOBEACHHUU IMPOBEPOK
HAJIMYUS U COCTOSHUS JTUYHBIX Aen. OTMeTKa J0KHA OBITh CIEIYIOIIEr0 COACPKAHUS: «TMUYHOE JIETI0
MPOBEpPEHO», JaTa, MOJNHCh MPOBEPSEMOro MOMENIAIOTCA Ha OOpaTHON CTOpOHE JHCTa IOCIHe
3aHECEHHBIX CBEIACHUIA.
4.4. Bce TOKyMEHTBI JINYHOTO JIeJIa MOMEIIAIOTCS B KAPTOHHYIO MaNKy— CKOPOCIIUBATENb. TUTYIbHBIH
JIMCT JIMYHOTO Jiena 0hopMIIsIeTCs B COOTBETCTBHU (mpuiioxkeHue 1).
Eciun bamunus paboTHuKa mocie oGOpMIIEHHsS JUYHOTO  Jiela M3MEHsUach, TO

cTrapast (paMuiIMs 3aKJI0YaeTCcsl B CKOOKH, a HOBasl 3alIUChIBAETCS HAJ HEll.

Bce 1okyMeHTHI B Hanke JOJDKHBI PacIioflaraThCsl B MPSIMOM XPOHOJIOTMUECKOM HOPSIZIKE.

ITocne yBonbHEHUs: paOOTHUKA U OCBOOOUBIIMICS HOMEP NMPUCBAMBAETCS BHOBb NPUHIATOMY
pabOTHHUKY.
4.5. ]I XpaHeHus! JINYHBIX /1€ pa0OTHUKOB MCTIONB3YIOTCS CEH(BI MM HAJAEKHO 3alIUpaeMbIe U
oreyaTbIBaeMble MIKaQbI.

5. BHYTpeHHssl ONUCh JOKYMEHTOB, COAePKAIMXCH B JJHYHOM [ej1e

5.1. JIokyMeHTbI, TPUOOIIEHHBIE K TUYHOMY JIey paOOTHUKA Mepe]] ciauell B apXuB, OpOILIOPYIOTCS,
JMCThI HyMEPYIOTCS apaObCKUMHU IU(ppaMHU YepPHBIM I'paUTHBIM KapaHaIlloM B IIPAaBOM HI)KHEM YTy,
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K JTUYHOMY JIeTTy MPUIIAraeTCcsl BHYTPCHHSIS OTIHCh.
5.2. BHyTpeHHss1 ONMKUCh COCTABIIACTCS HA OTACIBHOM JIUCTE MO YCTAHOBICHHOU (hopme(mpuiioxkeHne
2).

6. IlopsaoK BbIIAYHU JUYHBIX €1 BO BpeMEHHOE MO0JIb30BaHHe
6.1. JImaHOE N1esio pabOTHUKA MOKET OBITh BBIJJAHO BO BPEMEHHOE TI0JIB30BAHUE JIOJDKHOCTHBIM JIUIAM,
KpPYT KOTOPBIX OIMPEACISICTCS 3aBEAYIONIEH YCTAaHOBICHUEM CPOKa BPEMEHHOTO TI0JIb30BaHU .

[Ipu paGoTe ¢ JMYHBIM JIEJOM, BBIJAHHBIM BO BPEMCHHOE II0JIb30BAHME, 3aIpPerIacTCs
MIPOU3BOJIUTH KaKUE-JTMOO UCIIPABJICHUS, BHOCUTHh HOBBIC 3aITMCH, U3BJICKATh JIOKYMEHTHI, Pa3TiialliaTh
coJiepKaniuecs: B HeM KOH(MICHIINATLHBIC CBEIICHHMS.

[Tpu u3BIICUECHUH KAKUX-THOO TOKYMEHTOB M3 JTUYHOTO JIEJIa JIUIIO0, OTBETCTBCHHOE 32 BEJICHHUE JIMUHBIX
nen, 00s13aHO c/ieIaTh BO BHYTPEHHEH OMUCU COOTBETCTBYIOIIYIO 3aITHCh.

6.2. Jlns KOHTPOJIS 3a CBOEBPEMEHHBIM BO3BPATOM BBIJAHHBIX WJIM BBICIIAHHBIX JUISI O3HAKOMIICHHS
JUYHBIX JIeJ WM TPEIOTBPAIICHHUS WX YTPAThl MOXKET HCIIOJIh30BAThCS KOHTPOJIBHAS KapTOdYKa,
KOTOpas 3amoJIHSIETCs Ha Kaxjaoe neno. B Hell ykaspIBaeTcsi HOMEp JIMYHOTO jefa, paMuius, umsl,
OTYECTBO pPabOTHHKA, HA KOTOPOTO OHA 3aBEJCHA, JaTa BbIJAYHM JMYHOTO Jiela, KOMY OHO BBIJAHO,
pacmucka B IOJIyYCHUH, HOMEpP CIIy’)KeOHOTo TejedoHa JIHIa, IMOJYYUBIIEro JeJ0 W JlaTa BO3Bpara
nena.

6.3. Ilpm BO3Bpare jena THIATEIHHO MPOBEPSETCS COXPAHHOCTH JOKYMEHTOB, OTCYTCTBHE
MTOBPEKICHHH, BKIIFOUEHUS B JICJIO JAPYrUX JOKYMEHTOB WM TOJMEHBI JOKyMeHTOB. [IpocMoTp aena
MIPOU3BOJIUTCS B TPUCYTCTBUH PYKOBOJIUTENS yapexkacHus. [lepenada JIMIHBIX JIS)T 3aBEIyOIeH depes
CeKpeTapss WM JAPYruX JIMI[ He JomycKaercs. Jlpyrue pyKOBOJIUTENN TOJPA3ICICHHA MOTYT
3HAKOMHUTBCS C JUYHBIMH JIeJIaMHA TIOJYHHCHHBIX MM COTPYIHUKOB. O3HaKOMIICHHWE C JellaMu
OCYILIECTBIISICTCS B TIOMEIICHWH, TJ¢ HAXOIATCS JIMYHBIC Jena ( B NMPUEMHOH 3aBEAYIOIICH O]
HaO0JI0/ICHUEM pa0OTHUKA, OTBETCTBEHHOTO 32 COXPAHHOCTh W BEJICHUE JIMYHBIX Jiei. Bpems paGoThsI
(03HaKOMJIEHUS) JIOJDKHO OTPaHMYMBATHCS MpeleiaMyd OJHOTO padbodero nHA. PakT O03HAKOMIICHUS
(bukcupyercss B KOHTPOJIbHON KapTOUKeE JIMYHOTO JeNa.

6.4. JIuanoe aeno pabOTHUKA HE BBIACTCS HA PYKU PAaOOTHHUKY BO BPEMEHHOE T0JIb30BaHUE.

6.5. Bplmaua nuyHBIX 7Aed (OTHENbHBIX JOKYMEHTOB B COCTaBE JIMYHOTO Jiela) BO BpPEMEHHOE
MOJIb30BAHKUE JIPYTUM OpraHu3alusaM (y4pekIeHHUSM) MPOU3BOAUTCS C pa3pellieHus 3aBeayrolel Ha
OCHOBAaHUU HaJyIekaIuM o0pa3oM opopMiieHHOTO 3ampoca. O BblAaye Jesia COCTaBIsAETCs akT, OJUH
U3 DK3EMIUIIPOB KOTOPOrO TepefaeTcs BMeCTe C JelIOM (JOKYMEHTOM) HPEICTaBUTEIIO
3anpannBaroieil CTOPOHBI, a BTOPOM 3K3EMIUISIP XPaHUTCSA B JellaX OpraHU3ali A0 BO3BPALLCHUS
nena (TOKyMeHTa) B MECTO XpaHEHUSI.

W3batue oTenbHBIX JOKYMEHTOB U3 JIMYHOTO Jieia MPOU3BOAUTCS C pa3pelieHUs 3aBe1yrolen
c odopmieHneM cooTBeTcTByomel 3amucu B rpade «l[Ipumeuanue» BHyTpeHnHed omwmcu. [lpu
BPEMEHHOM U3bATHH JOKYMEHTA Ha €ro MeCTO (MEXy JINCTAMU COCETHUX JOKYMEHTOB) BKJIa/IbIBACTCS
CIpaBKa-3aMeCTHTENb (KapTa-3aMeCTUTElNb) C YKa3aHUEM JIaThl U MIPUYUH U3BITHS C POCIHUCHIO JIUIIA,
BBIJABIIIETO JOKYMEHT, M POCIIUCHIO JIUIA, MOJIYYUBILIETO €ro BO BpPEMEHHOE 0JIb30BaHHUE.

7. IlopsiIoK 03HAKOMJIEHUSI € JTUYHBIM /1eJI0M Pa0O0THHKA

PaGoTHHK MMeeT IpaBO Ha O3HAKOMIICHHE CO BCEMH MaTepHallaMy U3 CBOETO JIUYHOTO JeTa.
7.1. O3HakomiieHuE pabOTHUKA C TOKYMEHTAaMHU CBOETO JIMYHOTO JIeJia IPOBOAUTCS MO IPOCKOE caMoro
paboTHHKA.

7.2. PaOOTHHK CaMOCTOSITENHHO B MUCEMEHHOM (hopMe perraeT BOmpoc nepeiayr KoMy-ITudo cBeIeHUN
0 cebe 3a UCKIIIOUEHUEM CIIydaeB, MPeIyCMOTPEHHBIX 3aKOHOAaTeIbCcTBOM Poccuiickoit denepanuu.
7.3. ®akT O03HAKOMJIEHHS C JHUYHBIM JeIOM pabOTHUKA YAOCTOBEpPSAETCS IJWYHOW TMOAMKUCHIO
COTPYJHHKA B JINCTE O3HAKOMIICHUS C TUYHBIM JIEJIOM, TPUKPETIJICHHBIM K JIEBOM BEpXHEH BHYTpEeHHEH
CTOpPOHE 00JI0KKH JTUYHOTO Jiefia, C YKa3aHUEM JIaThl 03HAKOMIICHHSI.

7.4. PaboTHHK 00513aH cO0O0IIAaTh OTBETCTBEHHOMY 32 KaJIpOBOE JEIONPOU3BOACTBO 00 M3MEHEHUH TeX
WJIM WHBIX TIEPCOHANBHBIX TaHHBIX.

7.5. PaGoTHUK UMeEET MpaBo Ha MOJyuYeHUE KOMUU JIF000TO JOKYMEHTA, COJEPIKAIIETOCs B €r0 INYHOM
Jienie, Ha OCHOBAaHUH MTMCEMEHHOTO 3as1BIICHUS Ha M3l 3aBeAytomiei. Komuu ToKyMeHTOB JOJKHBI ObITh
3aBepeHbl HA/IJICKAITUM 00pPa30M U MPEAOCTaBIATHCS paOOTHUKY O€3BO3ME3/IHO B TEUCHHE TPEX THEH
CO JTHS TIOJJa4U 3asIBJICHUSI.



8. Ilops/10K MOATOTOBKM M CAA4YH JIMYHBIX JIeJ1 B ApPXHUB

8.1.JInuHble 1ema OTHOCATCS K JOKYMEHTaM BpeMeHHOTO (cBbimie 10 eT) cpoka XpaHeHus v MO yIexkar
xpaHeHuto B TeueHue 50 jet co IHs yBObHEHHS pabOTHUKA.
8.2.JInunble Aena yBOJCHHBIX PAOOTHUKOB O(OPMIISIOTCS B COOTBETCTBUH C HACTOAIICH WHCTPYKIUEH
U XpaHATCS B apXuBe aJi()aBUTHOM HOPSIJIKE.
8.3.IIpenapxuBHAas MOArOTOBKA JTUYHBIX JIE BKJIIOYAET JIBE MPOLEAYPHL: OPOPMIICHHS U ONIHCAHUS JIEIT.
8.4.0dopmieHne A6 IpeycMaTpPUBACT:
- TMEperpynmnupoBKy JOKYMEHTOB B HPSIMOM JIOTMUECKON IOCIEI0BAaTENbHOCTH (€CiIM TaKoBas
HEOO0X0IMMOCTh UMEETCH);
- U3bSITHE JOKYMEHTOB BPEMEHHOT'O CpPOKa XpaHEeHUsI (HaJOOHOCTb, B KOTOPBIX MHUHOBAJA);
- HyMEpaluIO JUCTOB B Jiese (IPOU3BOAUTCS MPOCTHIM IPUPETBHBIM KApaHAALIOM B HI)KHEM IIPaBOM
YIJIy JIMCTa), HOMEPYIOTCS HE CTPaHULIb, & JIUCT;
- COCTaBJICHHUE 3aBEPUTENIbHON HAANUCHU JIeNa,
- TIOJIIMBKY Jeria (B 00JI0KKY Ha 3 MPOKOJIA, PEABAPUTEIHHO YIAIUB BCE METATHUECKUE 3aKUMBI,
CKOOBI, CKPETIKU C TJOKYMEHTOB);
- BHECEHHME HEOOXOJUMBIX YTOUHEHUN B PEKBU3UTHI 00JIOKKH Jiena.

K BHyTpeHHel onucu cocTaBisieTCsl UTOTOBasi 3alKcCh, B KOTOPOW yKa3bIBaeTcsl Ludpamu u
MIPOIKCHIO KOJIMYECTBO BKIKOYEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JIMCTOB JeNa.
8.5.11pu ommcu B nmcTe-3aBepUTENie OTPAXKAETCS UCTHHHOE (PU3UIECKOE COCTOSIHHE JIMYHOTO Jeja Ha
MOMEHT €ro MpelapXUBHOM MOArOTOBKHU. B 1oKyMeHTe yKka3bIBaeTcs:
* HOMEp JMYHOTO Jea,
* uHpopmanus 00 UMEIOIKXCS B HEM JIHCTax (KOJIUYECTBO),
* uH(OpMAaIKS O COCTOSIHUU OTJIENbHBIX JOKYMEHTOB WM UX KOIHIi, BIOKEHHBIX B JI€J10 (Harpumep,

MMEIOLIUICS JOKYMEHT 3aKJIeeH, HaJIOpBaH, yTpaueH).

8.6.JIucT-3aBepuTENh CIYKHUT JUIsl ydeTa KOJIMYECTBA JIUCTOB B Jiee W (PUKCAIMu 0COOCHHOCTEH HX
HyMEpaluy, I71e yKa3blBaeTcsl LU(paMy U IPOMUCHI0 KOJUYECTBO MPOHYMEPOBAHHBIX JIUCTOB J€ja U
OTJIEJIBHO, Yepe3 3HaK «+» (IUIF0C) KOJIMYECTBO JUCTOB BHYTPEHHEH onmucH. 3aBepUTeNbHAs HAIINCh
MOJIUCHIBACTCA €€ COCTABUTENIEM C YKa3aHUEM paciiM(poOBKU TMOIMHUCH, JOJDKHOCTH M JIaThl
COCTaBJICHUS U MOJIIMBAETCS K JIEITY.

3ampeniaeTcsi BBIHOCUTh 3aBEPUTEIbHYIO HAANUCh Ha O0JIOKKY Jiela MM YUCThI 000pOT JIHcTa
MIOCJIE/IHET0 IOKYMEHTA.
8.7. Odopmienune paen aa8 nepefadyd B apxXUB OCYIIECTBISIETCS B TOMY, CIEAYIOIIMM 3a
JIeTIOTIPON3BOACTBEHHBIM B TEUCHHE BCETO rojia.

9. O053aHHOCTH OTBETCTBEHHOI'0 32 KaJPOBoe 1eJIONPOU3BOICTBO NNOBEACHUIO JIMYHBIX e
padoraukoB JOY

9.1. B 00s3aHHOCTH OTBETCTBEHHOI'O 3a KaJpOBOE JAEIONPOU3BOACTBO, OCYLIECTBISIOIIEIO BEACHUE
JIMYHBIX JIeJ1, BXOMT:
- IPHOOILEHNE K JIUYHBIM JIeJaM JOKYMEHTOB, [IEPEUYHUCIICHHBIX B MyHKTaX 3.24acTu 3 U B MyHKTax 5.1
u 5.2 yactu 5 Hactosme MucTpykuuu;
- IPOBEPKA MOJHOTHI 3aMI0JIHEHHS AaHKEThI U COOTBETCTBUS YKA3aHHBIX CBEICHUMN, IPEIbSABISIEMbIM IIPU
MOCTYIUIEHUHU TIOKYMEHTaM (IIacropT, TPy10Basi KHUXKKA, BOSHHBIN OMIIET, JOKyMEHTHI 00 00pa3oBaHUU
(IuruioM, yIOCTOBEpEHHE, CBHUJAETENILCTBO, AaTTecTar), JOKYMEHThl Bricuiell aTTecTalMOHHOM
komuccuu (BAK) o npucyxieHun ydeHol CTeneHu U MPUCBOSHUH YUE€HOTO 3BaHUs (JIMIUIOM, aTTecTar,
¥ [IpyrHe);
- 3aBEPECHUE AHKETHI;
- obecrieueHre COXPaHHOCTH M ydeTa JIMYHBIX Je]T;
- obecnieueHre KOH(GHUIESHIIMAIBLHOCTH CBEICHUH, COAEPIKAIIMXCS B IMYHBIX JIeNIax;
- 03HAKOMJICHHE PAOOTHUKOB C JOKYMEHTAMU UX JIUYHBIX JE;
- U3BATHE JOKYMEHTOB, HaJIOOHOCTh B KOTOPbIX MUHOBAJIA.
- IpeAapXyUBHasl MOATOTOBKA JIMYHBIX JEJT;
- Iepeiaya B apXuB.
9.2. JIuunsle /ien1a paOOTHUKOB XPAHATCSA Y PYKOBOJIUTEN S MIIM OTBETCTBEHHOTO 3a KaJJpOBOE
JIEIONIPOU3BOJCTBO KAaK JIOKYMEHTBI CTPOTOil OTYETHOCTH.



9.3. B nensax obecrnieueHus KOHTPOJIS 32 COXPAaHHOCTBIO JIMYHBIX /IS €KETOJHO MTPOBOIUTCS MTPOBEPKA

HAJIMYHS ¥ COCTOSIHUE JIMYHBIX J1es1. DakT mpoBEpKU PUKCUPYETCS B COOTBETCTBUU C (TIPUIIOKEHUEM 3),

a BBISBJIICHHBIC B XOJ€ MPOBEPKU HEJOCTATKH (DUKCHPYIOTCS B aKT€, KOTOPBIH IMOCIE yTBEPKACHUS

mpeceaaTesIeM IpOBEPOYHON KOMUCCHH MPEACTABISETCS 3aBEIyIOIICH.

9.4. OTBeTCTBEHHBIC 3a KaapOBOE ACIONPOM3BOJICTBO, YIIOJHOMOYCHHBIE HA BEJICHUE W XpaHEHUE

JIMYHBIX ACI, HecyT ,HI/ICLII/IHJ'II/IHapHYIO nu I/IHYIO OTBCTCTBCHHOCTH 3a pa3FJIaH_IeHI/Ie KOH(i)I/IIIGHLII/IaJIBHBIX

CBGH@HHﬁ, coaepmamnxca B JIMYHBIX ACJIaX, U 3a UHBIC Hap}/'HIGHI/Ifl Hopazu(a BCIACHUS JINYHBIX OCJI.
10. 3akarounTeIbLHBIE MOJ0KEHU

10.1. [Ins mpaBUIBHOM TPYNIIUPOBKH U y4eTa JOKYMEHTOB 110 KaJAPOBOMY JEIONPOU3BOICTBY JIMYHBIC

Jieia BKITFOYAIOTCS B HOMEHKJIATYPY JeJT IO OTACIBHBIM MOPSIKOBEIM HOMEPOM

[Tpunoxxenue Ne 1
K IIOPSJIKY BE/IEHUS JIMUHBIX J1€71 paOOTHUKOB

Ommep Ne.
Jemo Ne
Hunekc nena

(Ha3BaHUME OpraHU3aIINN)

JIMYHOE JEJIO

(bamumnus, UMs, 0TYECTBO PaOOTHHUKA)

JlaTa Hayaja

JlaTta OKOHYaHMS

Ha JIAcTax
XpaHUThb Ier

Omuch Ne
Hemo Ne



ITpunoxxenue Ne 2
K TIOPSAKY BEJICHHSI IMYHBIX JIe]I paOOTHUKOB

BHYTPEHHSS OIIUNCH

JOKYMEHTOB J1ej1a Ne

Ne HNuaexc Hara Ha3Banue 10KymeHTa Homepa | Ilpumeuyanue
n/n AOKYMEH | JOKYMEHTa JINCTOB
Ta aena
Hroro:

KOJIMYCCTBO JIMCTOB BHYTpeHHeﬁ OIMNCHU

CHeL[I/IaJ'II/ICT o KaJgpam: noAnucCh

«

»

20 ron

pacimm@poBKa MOAMUCH

ITpunosxenne Ne 3
K TIOPSAKY BEJICHHSI JIMUHBIX JIeJl paOOTHUKOB




OTMETKA
O PE3VYJIBTATAX ITPOBEPKH COCTOAHUA U HAJIMYUA TUYHOI'O JEJIA

daMuIuA, UMsl, OTYECTBO:
JloJI5KHOCTD:

JInunoe geno Ne

[arta npoBepku ®UO uneHos IHoanucu 4yjieHoB PesyabTaTr nnpoBepku
KOMHUCCHH KOMHUCCHH
JImuynoe pemo Ne
COOTBETCTBYET
TpeOOBaHUSIM

3aKOHOJATEIbCTBA U
MOJIOKCHHUIO BEJICHUS
JINMYHBIX i) 4
PabOTHHUKOB




