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0 MopsiAKe BeAeHHs JIHYHBIX JeJ1 paGOTHHKOB
MAJIOY «Jlercknii cag Nel70»

1. O6mHe NoI0KEHHS.

1.1. HacTosmas HMHCTpYKLHS yCTaHaBIMBAaeT IMOPSNOK (OPMHUPOBaHHs, BEIEHHS H
XpaHeHus TH4HbIX fen pabotHuKkoB MAJIOY «Jlerckuii cag Nel70».
1.2. UHcTpykius pa3paboTaHa B COOTBETCTBHH C:
- Tpynosemm konekcom Poccuiickoit @eneparuu,
- ®enepanbHbIM 3ak0HOM N152-@3 «O nepcoHaNbHBIX JaHHBIXY,
- pH¥Ka3oM MunkyneTypsl P® ot 31.03.2015 Ne526,
- npuka3oM Pocapxusa ot 20.12.2019 Ne236.
1.3. Paboronarens B nuue 3aBenywoluei (manee — 3asenyromuit) MAJIOV «JleTckuii
can  Nel70»  ofecreunBaeT 3alMTy MEPCOHANBHBIX JAHHBIX pabOTHHKOB,
COAEPXKAIIMXCA B IMYHBIX [iefIaX, OT HEMPaBOMEPHOI0 MX MCIIOIB30BaHUA MIIH YTPATHL.
1.4. 3apenyromuit MAJIOY «Jlerckuii cag Nel70» onpezenser Juil, yIOJIHOMOYEHHBIX
Ha noiy4yeHue, o6paboTKy, XpaHeHHe, mNepefadyy W Jiro6oe ApPYyroe HCIOIb30BaHUE
NEePCOHANIBHBIX JJaHHBIX PaOOTHUKOB, COEPIKAIIUXCS B INYHEBIX JeaX.

2. JInyHoe aeJio paGoTHHKA.
2.1. Jluynoe neno paGOTHHKA — 3TO COBOKYNHOCTh JOKYMEHTOB, COJEPXKaIlhX
CBelIeHHs 0 paboTHHKe U nepuoze pabotsl B MAJIOY «Jletckuit cax Nel70».
2.2. Jluunoe nmeno paGoTHHKa oGOPMIAETCS B TPEXTHEBHBIA CPOK NOC/E HA3HAYEHHS
€ro Ha JJOJDKHOCTb.
2.3. Jlnanoe neno paGoTHHMKA BENETCS OTBETCTBEHHBIM 32 KaJIpOBOE JENIONPOU3BOJICTBO
paboTtHkoM MAJIOV «Jletckuii cam Nel70».
2.4. 3anpemnaercs nomy4ats, 06pabaThiBaTh ¥ MPUOBIIATE K IHIHOMY ey paGoTHHKA
HE YCTaHOBJIECHHBIE (eNepalbHBIMA 3aKOHAMH II€pCOHANbHBIE JaHHBIE O €ro
NIOJIATHYECKUX, PEIMTHO3HBIX M MHBIX YOEeXIEHHAX, YaCTHOM >KM3HM, YJIECHCTBE B
O6ILECTBEHHBIX 06BEJUHEHHSAX, B TOM YHCIIE B PO(ECCHOHATBHBIX COK3aX.
2.5. CsenmeHus, conepxamuecs B JHYHOM Jelie paboTHHKa, ABIAIOTCH
KOHQUIEHIHATIBHEIMH.

2.6. Jlnunsle mena opOPMIISIOTCS Ha BCEX LITATHBIX pabotaukoB MAJIOY «JleTckwuii
cam Nel170y.

3. CocraB 10KyMEHTOB, BKJII0YaEMBbIX B JIAYHOE JeJI0 paGOTHHKA.
3.1. CocraB HOKyMEHTOB, BKIIOYaEMBIX B JIMYHOE J1ENO paGOTHHMKA, 3ABHCHT OT
AOJDKHOCTH, KOTOPYIO OH 3aHUMAET M CIIELU(UKH ero Ciry:keGHOM AesTeNbHOCTH.



[lepBoHaYaJIbHO B JTUYHOE JENO TPYNIUPYIOTCS TOKYMEHTBI, OQOPMIISIONINE MPOLECC
npuemMa Ha paboTy, a BIIOCJIEACTBUM — BCE OCHOBHBIE JOKYMEHTBI, OTpa)karollue
nporiecc pabotel B MAJIOV «/lerckuii cam Nel70.

3.2. [Ipu nepBoHaYaILHOM O(POPMIICHUU JTUYHOTO Jieja pabOTHUKA B HETO BKIIFOYAIOTCS
CJIeIyIOLIUe JOKYMEHTHI:

1) ankeTra ycTaHOBIIeHHOU (popMEbI ¢ hoTorpadueit;

2) aBrobuorpadms;

3) nuyHOE 3asiBJICHUE JUIIa, TPeTEeHyIoero Ha 10mkHOCTE B MAJIOVY «JleTckuii can
Nel70w;

4) Tpy10BO# 1OrOBOp 0€3 NOHKHOCTHOM MHCTPYKIIHH;

5) xomnus npukasa o npueme Ha padory;

6) cpaBKa 00 OTCYTCTBUU CYJTUMOCTH;

7) TUCBMEHHOE coryiacue Ha 00pabOTKy MEePCOHANbHBIX JaHHBIX;

8) cornaiieHue o Hepas3rialleHue NepCOHANbHBIX JAaHHBIX (JIJIS1 TEX, Y KOTO €CTh J0IMYCK
K [IEPCOHAIBHBIM JaHHBIM JIPYTHUX);

9) komuu JOKYMEHTOB 00 oOpa3oBaHuHM, OOYyYEHHH, TEpeoOYydYCHUU, MOBBIICHUU
KBaMukanuu (ecim odyueHue npoxoamwio 3a cueT cpenctsB MAJIOY «Jletckuii can
Nel70%);

10) xomuu JOKYMEHTOB, MOATBEPKIAIOIMIUX KBAIM(PUKAIMOHHYIO KaTEropuIo
(aTTecTallMOHHBIA JIUCT) WM TIPUKA3 MOATBEPKAAIONIYI0 KBATU(PUKAITMOHHYIO
KAaTEropuIo);

11) xomuu pemeHuii O HarpaKI€HUU TOCYJapCTBEHHBIMU M BEIOMCTBEHHBIMU
HarpajgaMy, TPUCBOCHWW TOYETHBIX W CICHHAIBHBIX 3BaHUH, MPUCYKICHUU
roCyAapCTBEHHBIX NPEMHUI U T.O. (€CIM TaKOBbIE UMEIOTCS) (Ha OCHOBAHHMM JIMYHOTO
3asiBJI€HUS paOOTHHUKA);

12) crpaBka ¢ OCHOBHOTO MecTa pabOThl ¢ yka3zaHHeM rpaduka paboThl, 3aBepeHHas
KOIIUS TPYJIOBOM KHUKKH (7151 COBMECTHUTEIICH);

13) 3asBiieHHE O TOCTAHOBKE Ha MUTAHHUE;

14) noroBop 0 MaTepuaIbHON OTBETCTBEHHOCTH (JIJI1 MaTepUaIbHO OTBETCTBEHHBIX
JIUL);

15) 3agBienue o BbIOOpE OPMBI BEICHUS TPYIOBOM KHUKKH.

3.3. B mporiecce padoTHl K IUYHOMY JICITY IPHOOIIAIOTCS

1) nononHeHue K aHKeTe YCTaHOBJIEHHOU (POpPMBI;

2) aTTeCcTallMOHHbBIC JIUCTHI,

3) Komuu JAOKYMEHTOB, NOATBEpKAarouux mpodeccuoHaabHoe oOpazoBaHue (Ha
OCHOBAaHHH JINYHOTO 3asBJICHUs] pAOOTHHKA)

4) KOIMH JOKYMEHTOB, TTOATBEPIKIAIOIINX TIOBBIIIEHNE KBATH(HUKAIIMK (HA OCHOBAHUHU
JIUYHOTO 3asiBJICHUs] paOOTHHUKA),

5) Komuu JIOKYMEHTOB, TMOATBEPXKIAIOMIUX KBATU(PUKAIMOHHYIO  KATETOPUIO
(aTTecTalMOHHBIN  JUCT WIM TPUKA3 TOJATBEPKAAONIYI0  KBaTU(UKAITMOHHYIO
KaTEropuio);

6) KOMMM PEIICHWA O HArPaXJACHUH TOCYJIapCTBEHHBIMU U BEJOMCTBEHHBIMHU
HarpajaMu, TPUCBOCHWW TOYETHBIX W CHCHHAIBHBIX 3BaHUHN, MPUCYKICHUU
roCyJIapCTBEHHBIX MPEeMHUIl U T.A. (€CM TaKOBble UMEIOTCS) (HA OCHOBAaHHUM JIMYHOTO
3asiBJICHUS] paOOTHHUKA);

7) KoUK JOKYMEHTOB O MEPEBOJIE HA IPYTYIO TOHKHOCTD U YBOJIbHEHHH;

8) IOMONHUTEIbHBIE COTJAIICHUS] K TPYJOBOMY JOTOBOPY;



9) cpouHBIil TPYIOBOM JOTOBOP HA COTPYIHMKA, 33JICHCTBOBAHO B OKa3aHUHU IJIATHBIX
YCIIYT U SBJISIIOUIETOCS YWIEHOM BPEMEHHOI'O TPYI0OBOTO KOJJIEKTHBA.
Ip. JOKYMEHTBI, 00pa3yroluecs BO BpeMs TPYI0BOM IeSITeIbHOCTH pabOTHHUKA.
3.3. Ilpu QopMupoBaHMM ¥ BEACHUM JUYHOTO JieJla MCIOJB3YIOTCS KCEPOKOIHUU
JOKYMEHTOB MPHY HAJTUYUU NMPEAbSIBICHHOTO MOJUIMHHUKA JOKYMEHTA.
B ciydae orcyTcTBUS MNOJJIMHHUKA PAOOTHHUK JOJDKEH MPEACTaBUTh HOTapHUAIBLHO
3aBEPEHHBIC KOIUU JOKYMEHTOB.
3.4. 3ampemiaerca XpaHUTh B JIMYHOM jene: konuu mnacnopra, CHWJIC, MHH,
CBUJICTEIBCTBA O POXKICHUHU, TIEpeMeHe (amMuimy, WMEHHU, OTYECTBA, 3aKIIOYCHUU
Y pacTOp>KeHUU Opaka U BOCHHBIN OMJIET.

4. [TopsiioK 3aMI0JIHEHUSI AaHKEThI, aBTOOUOTpadum, 10NMOJTHEHHS K aHKeTe,

BKJIIOYAEeMbIX B JINYHOE /1€JI0 pAaOOTHHKA.

4.1 Ilopsook 3anonneHus 0moeibHbIX 2pagd anKemoi.
4.1.1. Aunkera 3amnosHsieTcsi pabOTHUKOM COOCTBEHHOPYYHO. B aHKeTe He JA0IMmyCKaroTCs
COKpallleHUsI, IPOYEepKH, UcipaBieHus. B ankery BkienBaercs gororpadus paboTHUKA
pazmepom 30x40 MM.
4.1.2. Tlpn 3amoJHEHUU AHKETHl HUCIOJIB3YIOTCS CIEIYIONIUE TOKYMEHTHI: MacIopT,
Tpy/lOBasg KHHUXKKA, BOCHHBIH OWJIET, JOKyMEHTHI 00 o00pa3oBaHuU (AUILIOM,
CBUJIETEIBCTBO, aTTECTAT, YIAOCTOBEPEHHUE), HOKYMEHTHI, MOATBEPKIAIONINE YUCHYIO
CTeneHb (YU4eHOE 3BaHNE) U APYTHE TOKYMEHTHI.
4.1.3. Ha Bce BOmpoChl aHKEThl PaOOTHUK JOJDKEH JaBaTh MOJIHBIE OTBETHI B CTPOIOM
COOTBETCTBHHM C TEMH 3alHCSIMH, KOTOPBIC COJAEPKATCS B €r0 JMYHBIX JTOKYMEHTax,
oTpUIlaTeIbHbIE OTBETHl B rpadax aHKEeThl 0€3 MOBTOPEHHS BOMpoca (HampuMmep:
VYuénas cTeneHb — HE UMEI0).
4.1.4. B rpade «oOpa3zoBaHuEe» JOKHBI MPUMEHATHCA CIEAYIONINE (POPMYITHPOBKHU:
«BBICIIIEE», «HETIOJHOE BBICIICE», «CpeaHee MPOPECCHOHAIBHOE», «CpEaHEe», B
3aBUCUMOCTH OT TOTO, Kakoi JOKyMEeHT 00 oOpazoBanuu umeercs. Ecim paboTHUK
3aKOHYMJI HECKOJIBKO KYPCOB BBICIIETO y4€OHOTO 3aBE/ICHHUS, BRIHYXCH ObLIT MpEepBaTh
oOydeHre win 00y4aeTcss B JJAHHOE BPEMs, TO 3alHMCBIBACTCS, CKOJIBKO KYypCOB OH
3aKOHYMJI WJIM Ha KaKOM Kypce 00ydaeTcs.
Cotpynuuku, oOydaromuecss Wik oO0ydaBimidecs B CPEAHHX MPOGECCHOHATBHBIX
y4eOHBIX 3aBEJCHUSX (TEXHUKYMBI, KOJUICI)KH), HO HE OKOHYMBIIINE UX, JIOJKHBI OBITh
OTHECEHBbl K JIMIIaM, MMEIIINM cpenHee (MoJHoe O00Ilee) WM HEMOJIHOE CpeaHee
(ocHoBHOE o001Iee) oOpa3oBaHuE, B 3aBUCMMOCTU OT TOr0, Kakoe OHHU HWMEIHU
oOpa3oBaHME€ B MOMEHT IOCTYIUJIEHUS B cpeaHee MNpodecCHoHaNbHOE Yy4uyeOHOe
3aBeJIcHUE, K JIUIaM, UMEIOIIUM cpenHee (mosHoe oO1iee) oOpa3oBaHUE, OTHOCSATCS
paObOTHUKH, 3aKOHYMBIINE CPEIHUE IIKOJIBI, IIKOJIBI ¢ YICOHBIM M3yYCHHEM KaKOTO —
b0 mpenMeTa, Juies, TAMHa3u|. [ paOOTHUKOB, OKOHUMBIINX MPOGECCHOHATBHO-
TeXHUYCCKHE ydnauiia (Wi oOpa3oBaTEIIbHBIC YUPESKICHHS, K HUM MPUPABHEHHBIC),
yKazpiBaeTcsi mpodeccus W pazpsa. Jlumam, He wumerommM  npodeccuoHaIbHO-
TEXHUYECKOTO  (HauajJbHOro  IpodeCcCHOHAIbHOr0)  oOpa3oBaHus, mpodeccus
YKa3bIBACTCS TIO OMBITY PaOOTHI.
OxoHYMBIHE TPU Kypca BBHICHIUX (WM MPUPABHEHHBIX K HUM) YYCOHBIX 3aBEICHHM
OTHOCATCS K JHI[AM C HEMOJIHBIM BBICIIMM oOpa3zoBanueM. '"CHeruanbHOCTh 10
JTUTUIOMY" 3aIOJTHSETCS TOIBKO Ha CIEIIMAIIUCTOB C BBICIINM U CPEIHUM CIICIIMATIBHBIM
oOpazoBaHueM. B 93TOH CTpoke yKa3bIBaeTCAd CHEHUAIBHOCTh, TMOJy4YeHHas I10
OKOHYAHWHM  BBICIIETO WM CPEIHEr0  CHCIUAIBHOTO  y4eOHOTO  3aBEACHUS.



CrneuranbHOCTh MO OOpa30BaHMIO 3aMKCHIBAETCA TOJIBKO HA OCHOBAHUM JMILIOMA.
4.1.5. B rpade «bbui 51 3a rpaHuiiei» yka3bIBaeTCs MOJHOE HAMMEHOBAHUE CTPAHBI,
ron W 1enab npeObiBanus (Hampumep: ITepmanms - 2005 - Ttypmoesnka).
4.1.6. B rpade «Bamm 6nu3KkHe pOACTBEHHUKH» TEPEUUCISIOTCS BCE YJIEHBI CEMbH C
yKa3aHUEM CTEIEHU POJCTBA (POIUTENH, CYNPYTH, IETH, a TAKXKe OpaThsi U CECTPHI) MPU
ATOM YyKa3bIBaeTcsi MX (aMuius, UMs, OTYECTBO, JaTa POXKICHUS, MECTO padoThI,
JOJIKHOCTb.

4.1.7. B rpade «Brimonnasemas paboTta ¢ Hayana TPyJO0BOU ASSITEIbHOCTH» OTPAKAIOTCA
CBeJIcHUs 0 paboTe B COOTBETCTBUHU C 3aIUCSAMU B TPyAOBOW KHWXKe. Eciau TpynoBas
JeSITeIbHOCTh Hayanach ¢ OOyYeHHs B TOM WJIM MHOM y4eOHOM 3aBEJACHHU, TO STOT
NepHUo TakKe OTMedaeTcsi B JaHHOU rpade. Crona BHOCITCS U CBEJICHUS O MepephIBax
B paboTe B CBS3U ¢ yu&Ooii, 601€3HbI0, HAXO0XKJACHUAM Ha WKIUBEHUU U TOMY TOJJ00HOE
(Hampumep: «He paboTam», «HAXOMWJICS Ha TMEHCUW», «HAXOAWJICS Ha WKIUBEHUN,
«0onen»). KpoMe Toro, ecinu cinyxaiuid 3aHUMal pa3IuyHble JOJKHOCTH, TO CIEIyeT
yKa3bIBaTh BpeMs MpeObIBaHUS HA KAXKJIOW JIOJDKHOCTH. B TpyZ0ByIO NEsTENBHOCTD HE
3anuchIBaeTCsl BpeMsi y4€Obl B 001e00pa30BaTeNbHBIX LIKOJIAX, MPOPECCHOHATBHO-
TEXHUUYECKUX YUYWIMIIAX M K HHUM IPUPaBHEHHBIX (CYBOPOBCKHME, HAaXMMOBCKHE,
BOCHHbIE yumiuina u T.4.). Ilpu mpoxoxaeHun ciayxOsl B BoopyXEHHBIX cuiax
yKa3bIBA€TCs JOJKHOCTh, HOMEP BOMHCKON 4acTH (YUpeK/I€HHUs) U B KAKOM OKpyTre OHa
HaxoJIWJIach, B Cllyyae Mepexojia U3 OJHOM BOMHCKOM YacTH B APYIYIO - HOMEpa 3THX
YyacTeil U AaThl MEPexo/ia C yYKa3aHUEM aJIpecoB MECT CIYXKObI 3a mocienHue 15 mer.
TpyaoBasi neATENTbHOCTh 3alMCHIBAETCA CTPOrO B  XPOHOJOTHMYECKOM MOPSIKE.
4.1.8. B rpade «/lonomHuTENbHBIE CBEAEHUS» MOIYT YKa3bIBaThCA CBEACHUS O
HarpaxnaeHuu opaeHamu, menamamu CCCP, Poccuiickorn @enepanyn, MHOCTPaHHBIX
rocyaapcTB, a Takxe npucBoeHu Mo4YETHBIX 3BaHuil CCCP, PCOCP, uHbIX COIO3HBIX
rocyaapcTB, a Takxe nmpucBoeHn MoYETHBIX 3BaHUNM CCCP, PCDOCP, uHBIX COIO3HBIX
rocyaapctB Poccuiickoit @eaepanuu. 3anucyu TPOU3BOAATCS HA OCHOBAHUM OPACHCKUX
KHIKEK, YIOCTOBEPEHUM K MEJAJIsIM, YKa30B U IIPUKA30B O HArPAKIEHUH, [TOOIIPEHUY.
4.1.9. B rpade «OtHomIeHME K BOMHCKOM OOS3aHHOCTH W BOMHCKOE 3BaHHE
yKa3bIBaeTCs OTHOIIEHHE pPaO0OTHMKA K BOMHCKOW O0OS3aHHOCTH (HampuMmep:
BOEHHOOOS3aHHBIN(ast), Maiiop 3amaca, CepKaHT 3amaca).
JIu10, OTBETCTBEHHOE 3a KaJIpOBOE JEIONPOU3BOACTBO 003aHO MPOBEPATH MpU MpUEME
Ha paboTy y TIpaxiaH, NpeObIBAlOUIMX B 3amace, BOCHHbIE OWIETbl (BpPEMEHHbBIE
YAOCTOBEPEHUSI B3aMEH BOEHHBIX OWIIETOB), a y Tpa)aaH, MOJJIeXAllUX NPHU3bIBY Ha
BOEHHYIO CIIy’)KOy, YAOCTOBEpPEHUs TpaxJaH, MNOJJIEKAIIUX IPU3bIBY, YCTAHOBUTD,
CTOMT JIM TpaKAaHUH(Ka), MpUHUMAaEMbIii(as) Ha pabOTy Ha BOMHCKOM yuére. B ciyuae
OTCYTCTBHUS B BOEHHOM OMJIETE OTMETKM O MOCTAaHOBKE HAa BOMHCKHHN Y4Y€T (eciu
OH(OHA) SBISETCA BOCHHOOOS3aHHBIM (O) HEOOXOAMMO HANMPABUTh IPAXITAHUHA(KY) B
pPaliOHHBIN BOCHHBIN KOMUCCApUar.

4.1.10. B rpade «Jlomamnuuii agpec u Homep TenedoHA» HEOOXOAMMO YyKas3aTh
IOYTOBBIA MWHAEKC. Ecnu aznpec mNpONMCKM W NPOKWUBAHMS HE COBOANAIOT, TO
yKa3bIBaloTcs 00a ajapeca.

4.1.11. B rpade «IlacnopT uiam JOKyMEHT, €r0 3aMEHSIOUIHID) ClIeyeT yKa3blBaTh €ro
HOMED, CEPUIO0, KOI'/1a U KEM BBIJIaH.

4.1.12. AHKeTa OANMCHIBAETCS U 3aBEPSCTCS:

- JIMLIOM, TTIOCTYTAIOIIUM Ha paboTy;



- OTBETCTBEHHBIM 3a KaJipoBoe aenornpou3BojgctBo MAJIOY «Jlerckuit camg Nel70»
nevyaTbl0 M JaTOM, MOCJE€ TOro Kak OyJeT MpoBepeHa MOJHOTa M MPaBUIBHOCTH
3aMOJHEHUSI AaHKEThl B COOTBETCTBUM C NMPEAbSIBICHHBIMU IOKYMEHTAMHU.
4.2. llopsoox 3anonnenus agmoouozpaguu.
4. 2.1. AroOmorpadus cocTaBisieTcsi B MPOU3BOJIBHON (opmMe COOCTBEHHOPYUHO
rpaxxaanuHoM. B copeprxanuun aBroOuorpadun otpaxkarorcs: (pamuins, uMs, OTYECTBO
rpa)XJIaHrHa, YUCIIO, MECSI, TOJ U MECTO POXKICHHs, MOJyuyeHHOe oOpa3oBaHue (Tae,
KOrJa, Kakas CHEIUaJIbHOCTh M B KAaKUX YYEOHBIX 3aBEJEHUSX), TpyJdoBas
NEATENbHOCTh, TMOJYyYEeHHE JOMOJHUTEILHOIO O0pa30BaHUs, OKOHYAaHUE KYpPCOB
MOBBINICHNUST KBaTU(UKAIINK, TEPENOATrOTOBKA, M3MEHEHUs B Oworpaduu w apyrue
CBEJICHUS, KOTOPHIC JKEJaeT OCBETHUTh B CBOCH aBTOOWMOTpadwy IMOCTyMAaronuii Ha
pabory.
4.3. Jlononnenue «k  anmkeme  3allOJIHSIETCA  OTBETCTBEHHBIM 33  KaJpOBOE
JIEJIOMPOU3BOCTBO B Ipoliecce paboThl MPU HEOOXOAMMOCTH BHECEHHSI B JIMYHOE JIEIIO
CBeJIeHUU 00 M3MEHEHUSX B MPO(DeCCUOHATBHOM EeATeTbHOCTH pa0OTHHKA.
4.3.1. B nepBoM pazzerne GUKCUPYIOTCS CBEICHHS O MEPEBOJIaX HA JPYTrUe JTOJDKHOCTU
(mepemMeliieHus ¢ yKa3aHUeM JaT BCTYIUICHUS B JOHKHOCTD M yXOJa C Hee) CO CChUIKOM
Ha JOKYMEHTBI O Ha3HAYEHUU, IEPEBOJE, YBOJIbHEHUMU.
4.3.2. Bo BTOpOM pazzenie oTpaxaroTcs JaHHBIE O MPOPECCUOHAIBHON AESITEIBHOCTH
paboTHUKA (MOArOTOBKA, MEPEMOrOTOBKA U MOBBINICHUE KBATU(PUKAIIMY, HATPAXKICHUE
OpJICHaMH U MeJalsiMU, MPUCBOCHUE YUYEHOM CTENEHHU, YUYEHOTO M MOYETHOTO 3BaHMUS,
npeObIBAaHUE 3a TPAHUIICH, HAJOKEHUE W CHSITUE B3bICKAHUM, M3MEHEHUS JPYTrUx
YYETHBIX JJAHHBIX paOOTHUKA).
Bce BHOCHMMBICE U3MEHEHHsI JIODKHBI OBITh TOATBEPKACHBI COOTBETCTBYIOIIUMH
JIOKYMEHTaMH.
OO0s3aTeIBLHBIM PEKBU3UTOM JIOMOJHEHUSI K AHKETE SIBJISAIOTCS OTMETKH O MPOBEIACHUU
MPOBEPOK HAIUYHUS U COCTOSTHUS JUYHBIX jaesl. OTMeTKa JO0JhKHA OBITh CIEAYIOIIETO
COJICPKAHUS: «IMYHOE JIEJIO MPOBEPEHO», AaTa, MOANUCH MPOBEPSIEMOT0O MOMEIIAOTCS
Ha 00paTHOM CTOPOHE JIUCTA TOCIIE 3aHECEHHBIX CBEICHHIA.
4.4. Bce [OKYMEHTHl JIMYHOTO JieJla TMOMEIIAIOTCS B KAapTOHHYHO TMAamkKy —
CKOPOCIIUBATENb. THUTYIBbHBIA JUCT JUYHOTO Jelia o(GopmisieTcss B COOTBETCTBHH
(mpunoxxenwue 1).

Ecin  damunmus paboTHuKa nociae oQpopMIIEHUS JIUYHOTO Jejla U3MEHSIACh, TO
cTapasi paMuIIMs 3aKJII0YAETCs B CKOOKH, @ HOBAsI 3alTMChIBAETCS HAJ HEMl.

Bce nokyMeHTHl B marke JOJDKHBI PacrioiarathCsi B MPSMOM XPOHOJOTHYECKOM
MOPSIIKE.

[Tocne yBonbHEHMST paOOTHHKA M OCBOOOJIMBIIMIICS HOMEpP MPUCBAUBACTCS BHOBb
MPUHATOMY PaOOTHUKY.
4.5. Jlniga XpaHeHus! JIMYHBIX 7€)1 pAOOTHUKOB MCIIOIB3YIOTCS CEU(BI MU HAIEKHO
3amrpaeMble U ONeUaThIBAEMBIC IIIKA(BI.

5. BHyTpeHHsIsl ONMCh JOKYMEHTOB, COJEPKAMMXCSH B JINYHOM JIeJie.

5.1. JIokyMeHTbI, IPHOOIIEHHBIE K JIMYHOMY JIeTTy pabOTHUKA TEpel cllaueii B apXuB,
OpOIIIOPYIOTCS, JIMCTBI HYMEpYIOTCS apabckumu tudpamMu YepHbIM TpadUTHBIM
KapaHJallloM B MPAaBOM HWKHEM Yriy, K JIMYHOMY JIeJly MpUJIaraeTcsi BHYTPEHHSS
OTIHCb.
5.2. BHyTpeHHSsI ONUCHh COCTABISETCA Ha OTACIIHBHOM JIUCTE MO YCTAaHOBJIEHHOU dopme
(npunoxxenue 2).



6. [lopsioK BbIIAYM JTUYHBIX /IeJ1 BO BpeMeHHOe MO0JIb30BaHMe.
6.1. JluuHoe neno pabOTHHKA MOXKET OBITh BBIJAHO BO BPEMEHHOE MOJb30BAHME
JOJKHOCTHBIM JIUI[AM, KPYT KOTOPBIX OMNPENENSeTCs 3aBEAYIOIIeH YCTaHOBIECHUEM
CpOKa BPEMEHHOTO MOJIb30BAHMUS.

[Ipu pabotre C JHUYHBIM [I€JIOM, BBIJAHHBIM BO BPEMEHHOE IOJIb30BAHUE,
3anpemaeTcss MNPOU3BOAUTh KaKUe-TUOO HCIpaBieHUs, BHOCUTh HOBBIE 3aIlUCH,
W3BJICKATh JIOKYMEHTHI, pasrjiamiaTh COJAEpXKaluecs B HEM KOH(UICHIIMATbHBIE
CBEJICHUSL.

[Ipu wu3BACYCHWHM KAKWX-THOO JOKYMEHTOB W3 JIMYHOTO Jeja JIHIIO,
OTBETCTBEHHOE 3a BEJICHWEC JIMYHBIX e, 0053aHO clejaTh BO BHYTPEHHEH OMHUCH
COOTBETCTBYIOILYIO 3aMuCh.
6.2. Jlns KOHTpOJISI 32 CBOCBPEMEHHBIM BO3BPATOM BBIJAHHBIX WM BBICIAHHBIX IS
03HAKOMJICHUS JIMYHBIX JIeJl WK MPEIOTBPAIIEHUS UX YTPAThl MOXKET UCIOIb30BaThCS
KOHTPOJIbHAsI KapTO4Ka, KOTOpas 3arofiHsAETCS Ha Kaxjoe jaeno. B Hel ykasbiBaeTcs
HOMEp JIMYHOTO Jena, (haMuiivs, UMsl, OTYECTBO pabOTHUKA, HA KOTOPOT'O OHA 3aBeficHa,
JaTa BbIJAYU JIMYHOTO JEja, KOMY OHO BBIJAHO, pacnucka B IMOJIYYEHHH, HOMEP
ciyxebHoro TenedoHa uila, MoTyYUBIIEro Jej0 U AaTa Bo3BpaTa Jiena.

6.3. Ilpu BO3BpaTe [ejla TIIATENBHO MPOBEPSAETCS COXPAHHOCTh JOKYMEHTOB,
OTCYTCTBUE MOBPEXKICHUI, BKIIOYEHUS B JIEJIO JIPYTUX JTOKYMEHTOB WJIM TMOJMEHBI
TOKyMeHTOB. [IpocMoTp Jena MNPOU3BBOAMTCS B TMPUCYTCTBUU  PYKOBOJUTEIS
yupexaenus. [lepenaya TMUHBIX 7€ 3aBEAYIONICH Yepe3 cekpeTapsi WK APYTruX JIUIl He
nomnyckaercs. Jlpyrue pyKoBOAUTENN MOAPA3ACICHUNA MOTYT 3HAKOMUTBHCS C JIMUHBIMU
JieJaMy TOJYMHEHHBIX UM COTPYIHHUKOB. O3HAKOMJICHUE C JIeJIaMU OCYIIECTBIISCTCS B
MOMEIIEHUH, TJI€ HaXOAATCA JIMYHble Jena (B TMPUEMHOM 3aBeAyloliel 1o
HaOI0/IeHHEM pabOTHHUKA, OTBETCTBEHHOTO 3a COXPAHHOCTh M BEJCHUE JIUYHBIX JEI.
Bpewmst paboThl (03HaKOMIIEHUS) TOJDKHO OMPAaHUYMBATHCS MIPEAeIiaMu OJJHOTO paboyero
nuHsi. DakT o3HAKOMIIEHUST (DUKCUPYETCS B KOHTPOJIBHON KapTOUKE JIMYHOTO JIeNa.

6.4. Jluunoe neno paOOTHWUKA HE BBIJAETCA HA PYKH PaOOTHUKY BO BPEMEHHOE
MOJIb30BaHUE.

6.5. Bblgaya JUYHBIX J€n (OTAEIbHBIX JOKYMEHTOB B COCTaBe€ JIMYHOIO Jejia) BO
BPEMEHHOE TM0JIb30BaHUE JPYTUM OpraHu3anusMm (yUpekICHUSIM) TPOU3BOJIUTCS C
paspenieHusl 3aBeylolleil Ha OCHOBAaHMM HaJIeKaluM 00pa3oM 0GOpPMIEHHOTO
3anpoca. O Bblgaye Je€Ja COCTABISACTCA aKT, OJAMH M3 DK3EMIUISIPOB KOTOPOTO
nepesaeTcss BMECTEe C  JIeJIOM  (JIOKYMEHTOM) TMPEACTaBUTENI0  3alpalinBaroliei
CTOPOHBI, @ BTOPOU IK3EMILUISIp XpaHUTCS B JieJlaX OpraHu3aluu 10 BO3BpalleHUs Jieia
(I1OKyMeHTa) B MECTO XpaHEHHUSI.

N3bsiTHE OTAETBHBIX JOKYMEHTOB U3 JTUYHOTO JIeia MPOU3BOUTCS C pa3pelieHus
3aBeaytomed ¢ odopMieHHEeM COOTBETCTBYolel 3amucu B rpade «llpumeuanue»
BHYTpeHHEW omucu. [Ipy BpeMEHHOM H3BATUM JIOKYMEHTAa Ha €ro MecTo (MEeXIy
JUCTaMH COCEJIHUX JIOKYMEHTOB) BKJIQJIBIBACTCSl CIpPaBKa-3aMECTUTENb (KapTa-
3aMECTUTEIIb) C YKa3aHUEM JaThbl U MPUYUH HU3BATHUS C POCIUCHIO JIMIIA, BHIAABIIETO
JOKYMEHT, U POCIUCHIO JINIA, HOJYYUBIIET0 €r0 BO BPEMEHHOE MOJIb30BaHUE.

7. IlopsiioK 03HAKOMJICHUS C JIMYHBIM /IeJIOM PA0OTHUKA.

PaGoTHUK MMeeT paBO Ha 03HAKOMJICHHE CO BCEMU MaTepUalaMH U3 CBOETO
JUYHOTO JIeNa.

7.1. O3HakomyieHHE PaOOTHUKA C TOKYMEHTAMHU CBOEIO JIMYHOTO JieJla MPOBOIUTCS I10
npocb0e caMoro paboTHHUKA.



7.2. PaOOTHHK CaMOCTOSITEIbHO B MUCbMEHHOM (hopMe peliaeT BOIpocC nepeayu KoMy -
mmbo  cBeleHM O cebe 32 UCKIIOYEHHEM  CIyyaeB, MPEIyCMOTPEHHBIX
3aKOHOJATENBCTBOM Poccurickon denepanuu.
7.3. ®dakT O3HAKOMIIEHHUSI C JIMYHBIM JI€JOM pabOTHUKA YIOCTOBEPSIETCS JIMYHOM
NOANMUCHIO COTPY/IHHMKA B JINCTE O3HAKOMJIEHUS C JIMYHBIM JI€JIOM, IPHUKPEIJIEHHBIM K
JIEBOM BEpXHEH BHYTpPEHHEH CTOpOHE OOJIOKKM JIMYHOTO JeNla, ¢ YKa3aHUEM JaThl
03HAaKOMJICHUSI.
7.4. PaboTHHUK 00s3aH COOOIATh OTBETCTBEHHOMY 3a KaJpOBOE JCIOMPOU3BOICTBO 00
M3MEHEHUU TEX WJIM UHBIX MEPCOHAIBHBIX JaHHBIX.
7.5. PaGoTHHK MMeeT MpaBO Ha MOJyYeHUE KOMHUH JIF0OOTO JOKYMEHTA, COACPKAIIETocs
B €r0 JINYHOM JIeJi€, HAa OCHOBAHWHM NMUCHBMEHHOI'O 3asBJICHHMS Ha MMS 3aBEIyHOLIECH.
Kormuu  nmokyMeHTOB  JOKHBI  OBITh  3aBEpPEHBI  HAJICKAMUM  00pa3oM |
MPEOCTABIATECA PAOOTHUKY O€3BO3ME3HO B TEUYCHHME TpEeX JIHEH cO AHS MOoJadu
3asIBJICHUS.

8. Ilopsimok mMNOArOTOBKH W CAA4YH JIMYHBIX JeJ B  apXWB.
8.1. Jluunble nena OTHOCATCA K JOKYMEHTaM BpeMeHHoro (cseime 10 jeT) cpoka
XpaHEHUs U MOJJIeKAT XpaHEeHUIo B TeueHue 50-75 neT co JHS yBOJbHEHUS paOOTHHKA.
8.2. JluuHble gena yBOJIEHHBIX paOOTHUKOB OQOPMIISIIOTCS B COOTBETCTBHH C
HACTOALLIEH MHCTPYKIMEH U XpaHATCS B apXUBE B aji()aBUTHOM IOPSIZIKE.
8.3. [IpegapxuBHasi MOArOTOBKA JIMYHBIX JI€JT BKIIIOYAET JBE MPOLEIYpPbl: OPOpMIICHUS
Y OMHCAHUS JIE]T.
8.4. OdopmieHue nen npeaycMaTpuBaeT:
- NEPEerpynmnupoBKY JOKYMEHTOB B MpPSIMOM JIOTMYECKOH IOCIEI0BATEIBLHOCTH (€Cin
TaKoBasi HEOOXOIUMOCTh UMEETCH);
- U3BSITUE TOKYMEHTOB BPEMEHHOI'O CPOKa XpaHeHUs (HaJOOHOCTh, B KOTOPBIX
MUHOBAaJA);
- HyMepaluIO JIUCTOB B Jiee (MPOU3BOAUTCS MPOCTHIM IpU(ENbHBIM KapaHIalloM B
BEPXHEM IPABOM YTJIy JINCTA), HOMEPYIOTCS HE CTPAHMIIBL, & JIUCT;
- COCTaBJICHUE 3aBEPUTEIBLHON HAINUCH JEIA;
- MOAWIMBKY Jena (B 0OJOXKYy Ha 3 TMpokoJsia, NPEIBAPUTEIBHO YAAIUB BCE
METAJTTNYECKUE 3aKUMBbI, CKOOBI, CKPETIKHU C IOKYMEHTOB);
- BHECEHUE HEOOXOAUMBIX YTOUHEHHUM B PEKBU3UTHI OOJI0KKH JAena.

K BHyTpeHHEN OMMCHU COCTaBJISETCS UTOrOBasi 3alUCh, B KOTOPOW YKa3bIBAETCA
uudpaMd ¥ MPONMKCHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO
JIUCTOB JIeNa.

8.5. Ilpu omucu B nHCTe-3aBEpUTENIC OTPAKAETCS MCTUHHOE (PU3UIECKOE COCTOSIHHE

JUYHOTO JIeJla HAa MOMEHT €ro NMpeAapXMBHOM MOATOTOBKHU. B JOKyMeHTe yKa3bIBaeTCs:

» HOMED JIMYHOIO JIeNa,

» uH(popmanus 006 UMerIKXcs B HEM JIMCTax (KOJIUYECTBO),

» uHpOpMAIUS O COCTOSSHUM OTAENBHBIX JOKYMEHTOB MJIM WX KOIUMH, BIOXKEHHBIX B
Jeno (Hanpumep, UMEIOIINANCS TOKYMEHT 3aKJIEEH, HaJJOpPBaH, YTPAYEH).

8.6. JIucT-3aBepuTeNb CIYXKHUT ISl ydeTa KOJMYECTBa JIMCTOB B Jejie M (PUKCAUU

O0COOCHHOCTEN HMX HyMepaluu, I1e yKa3bIBaeTcsi HuppamMu U MPOMHUCHIO KOJIUYECTBO

IIPOHYMEPOBAHHBIX JHUCTOB JI€Jla U OTIEIBHO, Yepe3 3HaK «T» (IUI0C) KOJIMYECTBO

JIMCTOB BHYTPEHHEHN ONUCHU. 3aBEpUTEIbHAS HAANKUCH MOANKUCHIBAETCS €€ COCTABUTEIEM

C yKa3zaHHeM paciiu(pOBKU MOANUCH, TOHKHOCTU U JaThl COCTaBICHUS U MOIIMBAETCS

K JIeTy.



3anpenaeTcss BHIHOCUTh 3aBEPUTEIbHYIO HAAMUCh HA OOJIOKKY Jieia WA YUCTHIN
000pOT JKCTa MOCTAEAHETO TOKYMEHTA.
8.7. OdopmiieHue aen A nepeiadyu B apXUB OCYIIECTBISIETCS B TOJY, CIEAYIOLIUM 32
NEIONPOU3BOACTBEHHBIM B TEUEHUE BCETO TOJIA.
9. O0513aHHOCTH OTBETCTBEHHOI0 32 KAIPOBOE JeJIONPOU3BOACTBO 10 BeJIeHUIO
JIMYHBIX J1eJ1 padoTankoB MAJIOY
9.1. B 00s3aHHOCTM  OTBETCTBEHHOI'O  3a  KaJpOBOE  JEJIOMPOU3BOJICTBO,
OCYILIECTBIISIIOIIETO BEJICHUE JIMYHBIX /1], BXOJUT:
- IPUOOIIEHUE K JIMYHBIM JIeJlaM IOKYMEHTOB, MIEPEYUCIICHHBIX B IMMyHKTaX 3.2 yacTu 3
U B ImyHKTax 5.1 u 5.2 vactu 5 Hacrosmen MHcTpyKimuy;
- MpOBEpKa MOJHOTHI 3alOJIHEHHUS AHKEThl U COOTBETCTBUSA YKA3aHHBIX CBEICHUM,
NPEABSIBISIEMBIM TIPU TOCTYIUICHUH JOKyMEHTaM (macmopT, TPYyAOBasi KHUXKKA,
BOCHHBI  OWier, MJOKYMEHTB 00 oOpa3oBaHuM (OUIUIOM, YAOCTOBEPCHHE,
CBUJIETEIBCTBO, aTTeCTaT), NTOKyMeHThl Briciieil atrectanmonHoin komuccuu (BAK) o
NPUCYXKICHUU YYEHOW CTETEHM M MPUCBOCHUM YUYEHOTO 3BaHUA (JIUILIOM, aTTecTarT,
Apyrue);
- 3aBEPEHHE aHKETHI;
- o0ecrieueHre COXPaHHOCTH U YUeTa JINYHBIX JIE;
- obecrnieueHre KOHPUACHIIMAIBHOCTH CBEJICHUM, COJIEP KAIUXCS B TUYHBIX JIeTIaxX;
- O3HAKOMJICHHE paOOTHUKOB C IOKYMEHTAMU UX JTUYHBIX JET;
- U3BATHUE IOKYMEHTOB, HAJJOOHOCTh B KOTOPHIX MUHOBAJIA.
- peJlapX1UBHAs OAITOTOBKA JIMYHBIX JIEI;
- Iepeiaya B apXuB.
9.2. JInynble ena pabOTHUKOB XPAHITCS Y PYKOBOJIUTENS WIIM OTBETCTBEHHOIO 3a
KaJpOBOE JEJIONPOU3BOACTBO KaK JOKYMEHTHI CTPOTON OTUETHOCTH.
9.3. B mensx oOecreueHHUs KOHTPOJS 3a COXPAHHOCTBIO JIMYHBIX JI€JI €KEroJHO
MPOBOAUTCS TMPOBEPKA HAIMYMUS W COCTOSIHUE JIMYHBIX JAen. PakT mNpoBEpKH
(buUKCUpyeTCs B COOTBETCTBHH C (TPUIIOKEHHEM 3), a BBISBIICHHBIE B XOJI€ MPOBEPKHU
HEJIOCTaTKU (PUKCUPYIOTCS B aKTe, KOTOPBIM TOCIE YTBEPXKIACHHS IMpejacenareIemM
MIPOBEPOYHON KOMUCCUH MPEICTABIISIETCS 3aBEIYIOILIEH.
9.4. OTBETCTBEHHBIE 32 KaJPOBOE AEJIONPOU3BOICTBO, YIIOJTHOMOUYECHHbBIE HA BEJICHUE U
XpaHEHUE JUYHBIX JEJd, HECYT AUCHUUIUIMHAPHYIO W HHYK) OTBETCTBEHHOCThH 3a
pasriaiieHue KOH(UICHIIMATbHBIX CBEIEHUN, COJAEpKaIIUXCs B JUYHBIX JIeJlax, U 3a
VHbIE HAPYIICHUS MOPSAKA BEACHUS TUYHBIX JEJI.
10. 3ak/I09UTENbHBIE MMOJT0KEHUS.
10.1. JIns mnpaBWIBHOW TPYNIUPOBKM M y4e€Ta JOKYMEHTOB II0 KaJApPOBOMY
JIEJONPOU3BOACTBY JIMUHBIC JIeJIa BKJIIOUYAIOTCS B HOMEHKJIATYPY JIe7 MOJI OTACJIbHBIM
MOPSAKOBBIM HOMEPOM (KOJIOM).



Hupexc nena

[Tpunoxenune Ne 1
K MOPSAKY BEJACHUS JIMYHBIX Je1 pAOOTHUKOB

Ormmce Ne
Heno Ne

(Ha3BaHME OPraHU3aLIN)

JIMYHOE JAEJIO

Jlata Havana

(pamumnms, UMs1, OTYECTBO paOOTHHKA)

Jlata okoHYaHMS

Ha JIACTax
XpaHUTh JeT

Onuce Ne
Jleno Ne



BHYTPEHHSAA OIINCH

AOKYMEHTOB a€Jia Ne

[Tpunoxenue Ne 2

K IMOpAAKY BEACHUSA JIMYHBIX JCJI pa6OTHI/IKOB

Ne HNupexce Mara Ha3Banue Homepa | IIpumeyanue
n/n JOKYMEHTA | JOKYMEHTA | JOKYMEHTAa JIUCTOB
AeJia
Hroro:

KOJINYECTBO JIMCTOB BHYTPEHHEHN ONKMCHU

Cnenuanuct 1o Kaapam:

«

»

20

MMOJIHNCH

rona

pacmppoBKa MOAMUCH




[Tpunoxenue Ne 3
K MOPSAKY BEJACHUS JIMUHBIX JIe] paOOTHUKOB

OTMETKA
O PE3YJIbTATAX IPOBEPKH COCTOAHUSA U HAJINUUA
JIMHHOTI'O AEJIA
damuins, UMs, 0TYECTBO:
JloJKHOCTD:
JInanoe gesno Ne
JlaTa npoBepku DOUO 4veHoB Hoanucu 4ieHoB PesyabTar
KOMMCCHH KOMMCCUH NPOBEPKU
JImuHOoE JeJ10
No
COOTBETCTBYET
TpeOOBaHUSIM
3aKOHOJIaTENbCTBA
u MTOJIOKEHUIO

BEJICHUS  JIMYHBIX
nen  paOOTHHKOB




