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IMonoxenueNe ‘zf /
O nopsake BeJeHHs JUYHBIX Je]1 pabOTHHKOB
MAJIOY «/lerckuii cag Ne 109 xkomOHEMPOBAHHOI0 BHIA2»

1. O0mmue noJioKeHH.
1.1. Hacrosimass HHCTPYKIIMSA yCTaHABIMBaeT NMOPSAA0K GOPMUPOBAHHSA, BSICHUS M XpaHEHUA
muuneix gen pabotaukoB MAJIOY «[lerckuii cax Ne 109» .
1.2. Uncrpykuus pa3paboTaHa B COOTBETCTBHH C:
- Tpynoseim koaekcoM Poccuiickoii @enepanun,
- ®enepayibHBIM 3aKOHOM Nel52-@3 «O nepcoHalIBHBIX JAHHBIX,
- mpuka3oM MuHKYIbTypE PO oT 31.03.2015 Ne526,
- npukazoM PocapxuBa ot 20.12.2019 Ne236.
1.3. Pa6oTonarens B jmie 3apenywouieit (namee — 3asenyronmit) MAJIOY «JleTckuii cag Ne
109» obecrieyrBaeT 3alIUTy MEPCOHATHHBIX JaHHBIX PA0OTHUKOB, CONEPKAIMUXCS B JIMYHBIX
Nejiax, OT HeIPaBOMEPHOTO WX MCTIOIB30BAHNUS UM YTPATHL
1.4. 3asenvionmit MAJIOY «Jlerckuii cag Ne 109» omnpenesnsder jun, yIOJTHOMOYEHHBIX Ha
nmojayueHue, oO0OpabOTKy, XpaHeHuWe, IiepeJauy u Jroboe Jpyroe UCII0JIb30BaHUE
NIEPCOHAIBHBIX JaHHBIX pa0OTHUKOB, COAEPKANINXCS B IMYHBIX A€Tax.
2. JInyHoe feno paboTHHKA.
2.1. JluuHoe neno paboOTHMKa — COBOKYIHOCTh JOKYMEHTOB, COIEp)KallHX CBEICHHUA O
paboTHHKe W iepuoae padotel B MAJIOV «Jletckuii cag Ne 109».
2.2 Jlnauoe neno pabotHHKa oopMIsSeTcs B TPEXIHEBHBIH CPOK IIOC/IE HasHAUEHHs €ro Ha
TOMKHOCTB.
2.3. Jluunoe neno pabOTHMKA BEOETCS COOTBETCTBEHHBIM 3a KaJApOBOE IEJIONPOH3BOJICTBO
paGotHukom MAJIOY «Jletckmit cag Ne 109».
2.4, 3anpeinaercs monydars, oOpabaTeiBaTh M MPHOOMIATE K JMYHOMY AETy pabOTHHMKA He
YCTaHOBIEHHBIE (EACpalbHBIMU 3aKOHAMU TIEPCOHAIBHEIE JAHHEIE O €r0 ITOJHTHYECKHX,
PEMTHO3HBIX W WHBIX YOEXKICHMSX, YACTHOM IKM3HH, UYIEHCTBE B OOIICCTBEHHBIX
00bEeIUHEHHUSX, B TOM YUC/IE B IPOPECCHOHATIBHBIX CO03aX.
2.5. Crezienns, cofepKaIiye B IMIHOM Jelie paOOTHHUKA, ABIAIOTCA KOHQUICHIMAIbHBIMH.

2.6. JInunpie nena ohopMISIOTCS Ha BeeX IMTaTHBIX paboTHukoB MAJIOY «Jlerckuii cam Ne
109».

3. CocTan JOKYMEHTOB, BKJIIYa€MbIX B JIHYHOC O€J10 paﬁo'nmlca.



4. TlopsaoK 320/ 1HeHHS] aHKeThI, aBTO0HOrpaduH, K0MOJHEHHS K AHKETe,

BK/JIK4YaeMbIX B JIHYHOE 1€J10 paﬁon{m«a.
4.1 ITopsadok 3anonHeHus omoensHbIX 2pag anKemol.

4.1.1. Angera 3anoiHsercs paGoTHMKOM COOCTBEHHOpPYYHO. B aHKeTe He IONyCKarOTCA
COKpallleHHsl. NPOYEpPKH, HCTpapieHMs. B aHkery BKieuBaerca ¢otorpapus paboTHuKa
pa3mepoM 30x40 mm.

4.1.2. TTpu 3aI0JIHEHUU aHKEThl UCTIONB3YIOTCS CIIEAYIOHE JOKYMEHTHI: IacnopT, TPyAoBas
KHIDKKA. BOGHHEIN OuMIeT, JOKyMeHTs 00 00pa3oBaHUM (AMILIOM, CBHIETEIBCTBO, aTTECTAT,
VIOCTOBEPEHHE), TOKYMEHTEI, IIONTBEPHKAAIOIUE YICHYIO CTENEHb (YY4EHOe 3BaHNE) U IpYTHE
JOKYMEHTEL.

4.1.3. Ha Bce BONpOCH aHKeThl paOOTHUK AODKEH [aBaTh IIOJHEIE OTBETHl B CTPOroM
COOTBETCTBHM C TEeMM 3aliCiIMM, KOTOpHIE COJAEPKAaTcsi B €ro JHMYHBIX JOKYMEHTaX,
OTpHIIATEIFHEIE OTBETH B rpadax aHkeThl 0e3 TMOBTOpEHHs Bompoca (HampuMep: Yu€Has
CTEIeHb — HE UMEI).

4.1.4. B rpade «oOpazoBaHHE» [OKHBI NPUMEHATHCA ClEAyIOIMUe (HOPMYITUPOBKH:
«BBICILEE», « HEIOIHOE BRICIIEEY, «CpeIHEE NMPOGECCHOHAIBHOEY, «CPEIHEE, B 3aBUCMMOCTH
OT TOTO. KaKoil JoKyMeHT 00 oOpazoBaHud mMeeTcs. Ecim paboTHHK 3aKOHYMI HECKOJBKO
KVDPCOB BhICHIEro yueGHOro 3aBeJieHs, BRIHYKACH ObLT IpepBaTh 00ydeHre WK 00yJaeTcs B
JaHHOE BpeMs, TO 3allFCHIBAETCH, CKOJBKO KypCOB OH 3aKOHYWJI HIM Ha KaKoM Kypce
o0ygaeTcs.

Corpyanuku, ofydaronivecs Wiv oOydaBIIMecs B CPEAHHX NPO(ECCHOHANBHBIX yYeOHBIX
3aBe/ieHnsX (TEXHUKYMBI, KOJUICMDKH), HO HE OKOHYMBIIME HX, JOJKHBEI OBITH OTHECEHHI K
JMIIaM, HMEOLIMM cpeiHee (mosiHoe oflnee) WIH HENoJMHOe cpeaHee (OCHOBHOE oOfIiee)
o0pa3oBaHue, B 3aBUCUMOCTH OT TOTO, KAKOE OHH MMenH 00pa3oBaHue B MOMEHT ITOCTYILICHHS
B cpenHee npodeccHOHANBHOE yueOHOe 3aBeleHHe, K JIMIaM, MMEIomUM cpeadee (IIOIHOe
o0miee) oOpa3oBaHue, OTHOCHTCS pabOTHHUKHM, 3aKOHUMBIIME CPEJHHE IIKOJBI, IIKOJBI C
vueOHBIM M3yYeHHEM Kakoro — Jubo mpeaMera, jules, ruMHa3ud. i paGOTHMKOB,
OKOHYHBIIHX MMPOPECCHOHATBHO-TEXHUYECKHE YUWIHINA (HIH 00pa30BaTEIbHBIEC YUPEKACHHU,
K HMM TPUpaBHEHHBIE), yKa3wiBaeTcs mpodeccHs u paspaa. Jlunam, He HMEOIHUM
npodeccuoHaNbHO

~TEXHHYECKOTO (HaYaIbHOro NpodecCHOHATBHOT0) 00pa3oBaHus, MpodeccHs yKa3pIBaeTCs 110
OMBITY pabOTHI.

OKOHUMBILIKE TPH Kypca BHICIINX (MM IPUPABHEHHBIX K HUM) YYeOHBIX 3aBE€CHUN OTHOCATCA
K JIALaM C HETMOMHBIM BhICHIMM oOpa3oBaHueM. "CHenuaibHOCTh O JUINIOMY" 3alOIHIETCS
TOJBKO Ha CHELMAJIMCTOB ¢ BEICIIAM ¥ CPEIHUM CIEIIHATBHEIM 00pasoBaHueM. B 3Toif cTpoke
VKa3bIBAETCH CHCIHMAIBHOCTh, IIOJIy4eHHAas [0 OKOHYAHMM BBICIIETO0 WM CPEIHEro
crienuanbHoro yue6Horo 3apeaenus. CrennaIsHOCTh 10 00pa30oBaHUIO 3alIUCHIBAETCS TOIBKO
Ha OCHOBaHMHM AUILIOMA.

4.1.5. B rpade «bbuiy M 3a rpaHulieil» yKa3bIBaeTCs MOTHOE HAMMCHOBAHUE CTPAHBI, I'OJl H
11ens npedbiBanusd (Hanpumep: ['epmanus -2005 - Typnoesaka).

4.1.6. B rpadpe «Bamm Gnu3kue pOJCTBEHHUKH» MEPEUUCIAIOTCA BCE WIECHBI CEMBH C
VKa3aHHEM CTEMeHM POACTBA (pOIUTENH, CYIPYTH, AE€TH, a Takke OpaThs U CECTPHI) NPU 3TOM
VKa3b6IBACTCA UX (paMUJIH, HMS, OTUECTBO, IaTa POXKIACHUS, MECTO pabOTEL, JOJDKHOCTB.

4.1.7. B rpade «BrimonHsemas pabora ¢ Hadana TPYJOBOH AEATENBHOCTH» OTPaXKarOTCH
cBeleHHs O paboTe B COOTBETCTBHM C 3alMCAMU B TPYAOBOH KHIKKe. Eciu Tpynosas
1eSTENBHOCTE Havyanach ¢ OOY4eHUS B TOM WM MHOM y4eOHOM 3aBEJEHHMH, TO 3TOT IEPHO
raKyKe oTMevaercs B JaHHo# rpade. Crojja BHOCATCS U CBEJIEHHS O IIepephIBax B paboTe B CBA3H
¢ vu&doH, O0Ie3HBIO, HAXOXKIEHUAM Ha IKIMBEHMM U ToMy IofoOHoe (Hampumep: «HE
paborany, «HaXOAWICs Ha MEHCHW», «HAXOMWICS Ha WKIMBEHHW», «Oomem»). Kpome Toro,
€C/IM CITY’Kallyi 3aHUMall pasjinyHble JODKHOCTH, TO CIEAYeT YKa3hIBaTh BpeMs NpeOhIBaHUS
Ha KoM JNOMKHOCTH. B TpymoByIO ACATEIBHOCTE HE 3alMCHIBAETCA BpeMsA Y4EOHI B




Smeo0pa30BaTeIsHBIX  IIKOIAX. NPOQEeCcCHOHAIBHO-TEXHHYECKMX YYHIHIIAX M K HHM
"VBODOBCKHE. HAXHMOBCKHE, BOCHHBIC YUIWIHING U T.1.). [Ipu npoxoxaeHuu
P CHIaX VEa3hIBaeTCA JODKHOCTh, HOMEP BOMHCKOM YacTH
H B KaKOM oxp}re OHa Hax0IWI1ack, B ClIy4ae Iepexoja M3 OTHOM BOMHCKOH
TeH ¥ JaThl [IEPeX0/a ¢ YKa3aHHEM aJIpeCcoB MECT CHy}Kﬁbl 3a
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=STCIBHOCTE 3aMHCHIBASTCA CTPOrO B XPOHOIOTHIECKOM MOPSIKE.

be :Loto THHTEIBHEIE CBEISHHS» MOIYVT VKa3hIBATHCH CBEJEHHS O HarpaKICHHH

wetatasvu CCCP. Poccuiickoii @eaepalliy, HHOCTPaHHBIX I'OCYJapCTB, a TaKKe

nougtueix 3Baamii CCCP. PCOCP. HHBIX COIO3HBIX TOCYJapCTB, @ TAKXKeE

mi nouétHex 3BaHuii CCCP. PCOCP, unpix coros3Hsix rocyaapcrs Poccutickoii

_ 3amicH TPOM3BOISTCS HAa OCHOBAaHUM OPJCHCKUX KHWDKEK, YIOCTOBEpEHMH K
c127%M. VKa30B U MPHUKa30B O HarpakICHUH, MOOLIPEHHUH.

419. B r:acbe «OTHOIIEHHE K BOMHCKOH OOA3aHHOCTH M BOMHCKOE 3BaHHE» YKa3BIBAcTCA
rsomenne pabOTHHKA K BOMHCKON 00S3aHHOCTH (HampuMep: BOCHHOOOA3aHHBIN(as), Makop

J2Maca. CepXaHT 3amaca).

M0, OTBETCTBEHHOE 3a KaJpOBOE JEJIONPOM3BOACTBO 005S3aHO IIPOBEPATH IpU NpuéMe Ha

pafoTy v rpaiiaH, npeOBIBAIONIUX B 3alace, BOCHHbIC OMIETH (BpEMEHHEBIE YIOCTOBEPEHMUS

232McH BOCHHBIX OWIETOB), a y TpakAaH ,MOIUICHKAIIMX NPH3LIBY Ha BOCHHYIO CIyxOy,

L IOCTOBEPEHHS TpaK[aH, NMOUIEXKAIUX MPHU3BIBY, YCTAHOBUTH, CTOUT JM TIpaKAaHUH(Ka),

npuHnvaemslii(as) Ha paboTy Ha BOMHCKOM yuéte. B cilyuae OTCYTCTBHS B BOEHHOM Ouiere
JTMETEH O IIOCTAHOBKE Ha BOMHCKHE Y4€T (eciu OH(OHA) SBIAETCA BOCHHOOOM3aHHBIM (Oif)

HEO Emrmo HaNpaBUTh FpakJaHuHa(Ky) B paliOHHEBIN BOSHHBIH KOMUCCApUAT.

- . B rpade «Jlomamnuii aapec u Homep TenedoHa» HEOOXOAMMO YKa3aTh IOYTOBBIHA

nsaexc. Ecan aapec MPONMMCKH W MPOXKUBAHUS HE COBIIA/IAOT, TO YKa3bIBAOTCA 00a ajpeca.

<.1.11. B rpade «[Tacnopt win JOKYMEHT, €r0 3aMEHSIONINID) ClieayeT YKa3blBaTh €10 HOMED,

;éf‘li}O KOTJa ¥ KeM BBIJaH.

+.1.12. Aukera NOANMUCHIBAECTCA U 3aBepAeTC:

- MII0M, IOCTYMAIOUIMM Ha paboTy;

- OTBETCTBEHHBIM 3a KaJipoBoe aenornpou3Boactso MAJIOV «Jlerckuit can Ne 109» neyatsio u

1aToif, Tocae TOro Kak OyJeT MpoBepeHa MOJHOTAa U NPaBUIFHOCTH 3aIIOJHEHWS AHKETHI B

COOTBETCTBMH C NPEIBABICHHBIMU JOKYMEHTaMH.

<. 2. Ilopsodoxk 3anonnenus asmobuozpaguil.

4. 2.1. Asrobuorpadus cocraBisiercs B IPOM3BOIBHON GopMe COOCTBEHHOPYYHO

rpakIaHuHOM. B conepxanHum aBTOOHOrpadHH OTpakaroTcs: (paMuiusg, WMs, OTYECTBO

rpaxkIaHMHA, YHUCIIO, MECHII, TOJl M MECTO POKIEHHS, NOoIydeHHOe oOpa3oBanue (rae, Korma,

KaKas CIICHUaJIBHOCTh U B KaKUX y4eOHBIX 3aBEICHHAX), TPYAOBas ACATEIBHOCTD, IIOMyUYECHHE

JOTIOTHUTENFHOrO  00pa3oBaHWMs, OKOHYaHHE KYPCOB TIIOBBIMIEHUSA  KBaTHU(HMKAIWH,

[EPEeIoIrOTOBKA, U3MEHEHUs B Ouorpad@uu ¥ IpVIHE CBEIEHUS, KOTOPHIC KEIAeT OCBETUTH B

cBOcit aBTOOMOrpaduu MOCTyNAKIMit Ha padoTy.

4.3. [Jononnenue k amnkeme 3aIOIHIETCS OTBETCTBEHHBIM 3a KaJpOBOE ACJIONPOU3BOACTBO B

rnpouecce paboThl IpH HEOOXOAMMOCTH BHECEHHS B THYHOE J€J10 CBEIEHHH 00 M3MEHEHUAX B

11poecCHOHAIBHOM AeATeTFHOCTH pa0OTHHKA.

+3.1. B nepsoM pasgene GUKCUPYIOTCS CBEISHHS O NEpPEBOJAX Ha APYTHE MODKHOCTH

(repeMeIeHHs ¢ yKa3aHHeM JaT BCTYILUICHHS B JODKHOCTh H VXOJAa ¢ HEE) CO CCBUIKOH Ha

JOKYMEHTHI O HA3HAYCHHUH, IEPEBOIEC, YBOIBHCHHH.

+.3.2. Bo BTOpOM pasjene OTpa)arwTCs IJaHHEIE O NPO(ECCHOHANBHON MeSTEIBLHOCTH

paboTHMKa (IOArOTOBKA, IIEPENOArOTOBKa H IOBBINCHHE KBaTU(HKALHM, HarpaxIcHHE

OpIeHAMM M MeENAJAMH, IPHCBOCHUE YUYEHOH CTENeHHW, YYCHOr0 M ITOYETHOI'O 3BaHM,

npedbIBAHKME 33 IPAHMLIECH, HATOKECHHE H CHATHE B3LICKAHWH, U3MEHEHHS IPYTUX YUETHBIX
JaHHBIX pabOTHHKA).




2 e JOKVME -IMHHOTO Je12 NOMEMIAFTCA B KapTOHHYIO MAalKy — CKOPOCIIHBATEI.
TN I5HLIH 1H 712 0QOPMISETCA B COOTBETCTBUH (IIPUIOKEHHE 1).
paboTHHKa mocTe ohOpMICHHS JUYHOTO  jenia H3MEHIACh,
~TEPE% OAMILTHA 32K TH0YACTCH B CKOOKH. a HOBAs 3alMCHIBACTCS HAJ( HElf.
8¢c IJOKYMEHTHl B TalKe IOTKHE DPacloONaraTeCs B IPSIMOM XpPOHOJOTHYECKOM

JoIS YBOIBHCHHS paOOTHHKA M OCBOGOJHMBIIMIICS HOMEp IIPHCBAUBACTCS BHOBB
PHHESTOMY pa0OTHHKY.
T 1% NPAHCHMA IMYHBIX 1€ pabOTHUKOB UCTIONB3YIOTCA CeHMBI MITH HATIEXKHO 3anMpacMele
ncHaTsiBaeMble IIKaQHL.

\
|

S. BHYTpeHHSSl ONHCH JOKYMEHTOB, COJEePKAMMXCH B JTHIHOM neJie.
~LOKYMEHTBI, NPHOOILEHHBIE K JIMYHOMY Aely paboOTHHKA Tiepex cpavedl B apxus,
FHEOPYEOTCAL STHCTBI HYMEPYIOTCS apaOCKuMu HU(paMy YePHBIM rpaHTHEIM KapaHaaIioM B
(TES0M HIDEHCM YT, K JIMYHOMY Jeily NPHIAraeTCsl BHyTPEHHSS OIUCH.
S~ BHYIpeHHSS ONIMCH COCTA4BIAETCS HA OTACALHOM JIMCTE IO YCTaHOBIIEHHOH dopme
OpHIOKEeHHE 2).

6. ITopsinok BuIIAYH JTHYHBIX e/ BO BPEeMEHHOE NoJIb30BaHHE.

5.1, JIngnoe 16710 pabOTHUKA MOXKET GBITh BEIIAHO BO BPEMEHHOE NOJIB30BAHHE JOMKHOCTHLIM
~ILAM. KpYT KOTOPBHIX OIIpEAeNseTcs 3aBelyIollel yCTAHOBICHHEM CpOKa BPEMEHHOI'O
101b30BaHud.

lipu paboTe ¢ TUYHBIM [€70M, BELIAHHEIM BO BPEMEHHOE IMOJI30BaHUE, 3alpEINAeTCs
TpPOH3BOAUTh Kakue-TH0O WCTIPaBICHHSA, BHOCHTH HOBEIE 3allACH, M3BJIEKATh JTOKYMEHTHI,
PAsr1aliaTh COAEpIKALIMECS B HEM KOH(UIEHIIMAILHEIE CBEICHHIS.
[Ipu u3BIeyenny Kakux-mm6o AOKYMCHTOB U3 JIHYHOI'O Jejia JIMI0, OTBETCTBEHHOE 34 BEACHME
-HMHHBIX 8], 003aHO CIeNaTh BO BHYTPEHHEH OHCH COOTBETCTBYIOLIYIO 3aIIHCh.
6.2. Jlna KOHTpons 3a CBOCBPCMEHHBIM BO3BPaTOM BHIIAHHBIX WM BBICAAHHBEIX JUIS
O3HAKOMJICHMS JIMYHBIX JE1 WIH HPEIOTBPAIICHHS HX YIpaTbl MOXET HCIOJIL30BATHCS
ROHTpOI/IbHAS KapTOYKa, KOTOpas 3alONHIETCS Ha Kakaoe aelo. B Heii YKa3bIBa€TCsl HOMEp
THYHOTO [eiia, GaMHIns, UM, OTYECTRO paboTHHKA, Ha KOTOPOTO OHa 3aBeJICHA, AaTa BELIaYd
-IM9HOTO Jie/1a, KOMY OHO BBIJIaHO, PacIIHCKa B MOTVIeHHUH, HOMED ciyxe0HOro TenedoHa Ima,
HOTY4YHBIIIETO JIEJIO U laTa BO3BpATa €.
6.3. TIpu BO3BpaTe Heia TIATEIHHO TIPOBEPACTCSA COXPAHHOCTH JOKYMEHTOB, OTCYTCTBHE
TOBPEXACHUH, BKIIOYEHHS B €0 APYIUX AOKYMEHTOB HJIH II0JMEHbI I0KyMeHTOoB. [Ipocmotp
de7a TIPOM3BOAMTCSA B NPUCYTCTBHH PYKOBOIHTEIS vapexaenus. Ilepemaua nugHBIX gen
3aBE/YIOLIEH 4epes Cekperaps WiM APYIHX JHI He Aomyckaercs. JIpyrue pykoBoguTenn
[0IpasAeaCHUH MOTYT 3HAKOMUTBECS C JHYHBIMH TeTaMH IOAYHMHECHHBIX MM COTPYIHHKOB.
O3HaKkoMIIeHHE C JelaMu OCYMIECTB/IACTCS B NOMEIICHHH, T7le HAXOMATCS JIMYHbIE Neja (B
[IPHEMHOH 3aBenyroineii 1moj HabIoIeHHeM pabOTHHKA, OTBETCTBEHHOI'O 3a COXPAaHHOCTh H
BEACHHE IMYHBIX Jie)l. Bpems paGoThl (03HaKOMICHNS) JOKHO OTPaHUYHBATECA TIPEAEIaMU
0IHOrO padouero qus. GakT 03HAKOMICHHS OHKCHPYETCS B KOHTPOIHHOM KapTO4YKe JTUIHOTO
aena.
6.4. Jluunoe meno pabOTHHKA He BEIIASTCS HA PYKH pabOTHHKY BO BPEMEHHOE I0JIB30BaHHE.
6.5. Beiaua IuuHBIX e (OTHENBHBIX TOKYMEHTOB B COCTABE JIMUHOIO Jiella) BO BPEMEHHOE
MOIb30BaHUE JPYTMM OpPraHU3aIusaM (VUDSKICHHAM) TIPOM3BOAMTCH C paspeuieHus




HH HallexammM odpasoM odopmieHHoro 3ampoca. O BEIaue gena

AHE U3 3K3SMILIZPOB KOTOPOT0 NIEPEAACTCA BMECTE C JETIOM (JIOKYMEHTOM)

CIATaBHTC. THO EEHPLEHB&’-OZHQE""I CTOpPOHBL. a BTOPOﬁ 3K3€MH.”[$IP XpaHuTrcd B Oclax
PISSNSAINN 10 BO3BPAlCHHs 1€71a (I0KYMEHTa) B MECTO XpaHEHHS.

OTISTBHBIX JOKYMCHTOB M3 JIHYHOIO I€71a NPOM3BOIMTCH C pa3pelIeHUs

SSCIsomel ¢ 0DOPMICHHEM COOTBETCTBYIOMISH 3amucH B rpade «[IpuMeyaHne» BHYTPEHHEH

DWSMH M3LETHA C POCIIHCHIO JTHIIA. BEIAABIIETO AJOKVMEHT, H POCIIHCEIO JIMIIA, IIOJIYYMBIIETO
ST0 BO BPCMCHHOS IOJIB30BaHHE.

7. Ilopsiiok 03HAKOM.IEHHS C JIMYHBIM /1eJIOM paGoTHHKA.
Pa00THIK MMeeT IPaBo Ha 03HAKOMIJICHHE CO BCEMH MATEPHAIAME U3 CBOETO JHYHOTO

- Usmaxomienne paboTHUKA € JOKYMEHTAMH CBOETO JIMYHOTO Je/a IIPOBOZMTCA I10 ITPOChOe
Caworo padoTHHKA.

~ P200THHK CaMOCTOSTENRHO B MUCKMEHHON GopMe pelaeT Bompoc nepenayu KoMy-imbo
cEcacEmiE 0 cebe 33 WCKIIOYEHWEM CIIydYaeB, IPENYCMOTPEHHEIX 3aKOHOJATETHCTBOM
comiickoi @exepalym.
5. ©axT 03HaKOMJIEHHS C JIMYHEIM JEJIOM paGoTHHKA YIAOCTOBEPACTCA JTMYHOM TOAIIHUCHIO
- FISHHEZ B JIMCTC O3HAKOMJICHWS C JIMYHBIM [EJOM, NPUKPEIUICHHBIM K JIEBOH BepxHeit
S TpeHHCH CTOPOHE 00JI0KKH JIMYHOTO JIENa, ¢ YKa3aHUEM JATH 03HAKOMJICHUSL.
"+ PaboTHHK 06s13aH COOOIIATH OTBETCTBEHHOMY 3a KaJIpOBOC JI€JIONPOU3BOACTBO 00
MEHCHHH TeX WIM MHBIX IEPCOHATBHBIX JAHHBIX.
5. PaboTHHK MMECT NPaBO HA MOIyYeHHE KON T060ro MIOKYMEHTa, COAEPKALIECIOCA B €TO
IHHOM JC7e, Ha OCHOBaHMM IIMCPMEHHOTO 3asBIEHHA Ha UMs 3aBedyromeil. Komwuu
“OKYMCHTOB JI0JIKHBI OBITE 3aBEPEHBI Ha/TEKalliM 00pa3oM M NPENOCTABIATECS paboTHUKY

J€3BO3ME3IHO B TeUEeHHe TpeX JAHEH CO OHS MMOJaYH 3as9BICHHIS.

8. Ilopsaaok NOATOTOBKH H CAAYH JTHYHBIX JeJI B apxHB.
8.1. Jlnuneie ena OTHOCATCS K IOKYMEHTAM BPEMEHHOTO (cBrimie 10 eT) cpoka XpaHeHHd U
TOICKAT XPAHCHHMIO B TeweHue 50-75 1eT co 1HS YBOIBHEHHS pabOTHHKA.
2.2, JluuHBle Hema YBOJEHHBIX PaGOTHHKOB 0(QOpMISIOTCS B COOTBETCTBHH € HACTOSIIEH
HHCTPYKIMEH U XpaHSITCA B apXUBe aI()aBHTHOM IOPSIKE.
8.3. llpenapxvBHas MOATOTOBKA JMYHBIX €T BKIHOYACT IBE IpoUenypel: ohopMIIEHHS 1
OIIHCAHUA .
8.4. Odopwmiienue Jien npeaycMaTpHUBaeT:
[ICPEIPYNIIMPOBKY NOKYMEHTOB B IIPSMOIi JTOTHYSCKOH MOCISI0BATENBHOCTH (€C/IH TaKoBas
HEOOXO0AUMOCTh HMEETCA);
- HISBATHE IOKyMCHTOB BDEMCHHOTO CPOKa XPaHEeHNS (Ha106HOCTh, B KOTOPEIX MHHOBAIA);
- HYMCpALHIO JIUCTOB B Jieie (IPOM3BOANTCS MPOCTEIM IPHOEIEHEIM KAPAHIAIIOM B BEPXHEM
TIPAaBOM YTJIy JIMCTa), HOMEPYIOTCS He CTPaHHIIEL. a THCT:
- COCTaBICHNE 3aBEPUTEIBHOM HAIMHCH 1e1a;
- MOMMKMBKY zena (B 00MOXKKY Ha 3 NPOKOIa. MpeIBapHTEIbHO YOAJIMB BCE METALTHYECKUE
32JKUMBI, CKOOBI, CKPEIIKH C JJOKYMEHTOB):
- BHECEHHE HEOOXOIMMBIX YTOUHCHMIT B PEKBH3HTH OOI0KKH Je/Ia.

K BHyTpenHell ommcm cocTaBisfercs wrorosas 3allMCh, B KOTOPOM YyKa3bIBaeTcs
LH(pPaMK ¥ TIPONUCHI0 KOIMYECTBO BKTIOUESHHEIX B Hee JIOKYMEHTOB M KOJIMYECTBO JIHCTOB
aena.

8.5. Ilpu omucu B nucte-3aBepuTene OTPa&acTICs HCTHHHOE (QU3HYECKOE COCTOSHHE JTHYHOIO
-C-1a Ha MOMEHT ero [PEapXUBHOI MOIroToBKH. B 10KYMEHTe yKa3HBaETCA:




£p AMYHOIO e,
sbopMamis 00 HMEIOLIHXCA B HEM JTUCTaX (KOIHYECTBO),
« welopwanns 0 COCTOSHHH OTISTBHEIX TOKYMEHTOB MM HMX KOMMMH, BIOXKEHHBIX B JAETO
LopEMeEp. HMEIOIIHFICA JOKYMEHT 3aKIeeH, HaJOpBaH, yTpadeH).

CT-3aBepHTENb CAVKHT I8 ydY€Ta KOJIHMYECTBa JIMCTOB B Jele H  (HUKcaruu
cemocTell MX  HYMEpalMH, T€ YKasbiBaeTcs IUGpaMH ¥ TPOIHCHI) KOIHYECTBO
SPOBaHHBIX JIMCTOB Je71a M OTAEIBHO, Uepe3 3HaK «+» (IUII0C) KOJIHMYECTBO JIHMCTOB

DEHECH OIMHCH. 3aB€pI/ITEJ'[BHaSI HaAIIKuCh MOAIMHUCHIBACTCA €€ COCTABUTEIIEM € YKasaHHEM
oo _ T OEEM MOOIMMCH, JOIKHOCTH U JAaThI COCTABIICHUA U ITOANIMBACTCA K OCITY.
ETINCTTIA

JZTDCIIACTCAd BBIHOCHTE 3aBCPHICIIBHYIO HAAIIMCH Ha 06H0)KKY Jiella WIHM YHMCTHIH
DT THICTE MTOCICAHCTO JOKYMCEHTA.
_OTMIICHHS el mis nepeaaddl B apxXHB OCYLICCTBIACTCA B roay, CICAYOIIUM 3a

— TR Ty

-7 0T DO HEZEOICTBCHHBIM B TCUYCHHMC BCCIO I'ojid.

9. O6a3aHHOCTH 0TBETCTBEHHOI0 32 KaAPOBOe AeJ0NPOH3BOACTBO
M0 BeICHHUIO JMYHBIX e paboTHukoB MAIOY

5 0022aHHOCTH OTBETCTBEHHOTO 3a KaJpOBOE IEIOMPOM3BOICTBO, OCYLIECTBIIAIOLIETO
W& ICHENE THWYHEBIX JIEN, BXOIUT:

SiieHHe K JUYHBIM JeaM JIOKYMEHTOB, NIEPEYMCICHHBIX B IyHKTaxX 3.2 4acTu 3 U B
ETax 5 1 1 5.2 yactu 5 HacTosmiel MHCTpyKUMH;
- o .53;‘1\8. IOJIHOTHl 3allOJIHEHUS AaHKETBl U COOTBETCTBUS YKAa3aHHBIX CBEICHUH,
“B1SeMBIM TIPU [OCTYIUIEHWH JOKyMEHTaM (TaclopT, TPYyHOBas KHIDKKA, BOCHHEIM
7eT. JOKYMEHTHI 00 o0pa3oBaHMM (IWUIUIOM. VIOCTOBEPEHHE, CBHAETEIBECTBO, aTTECTAT),
s meHTHl Brlcnel aTTecTalluOHHOM KOMUCCHH (BAK) ) npﬂcymnemm y4EeHOH cTeneHu U

n'

- 3aB¢ p eHHE aHI{eTBI

- oOecTIeueHHE COXPAHHOCTH M yUeTa JTUYHBIX Je7:

»GecriedeHne KOH(GHUACHIMAILHOCTH CBEICHHI, COIEP/KAIMMXCS B JIMYHEIX JIeNax;
)3HAKOMIICHHE Pa0OTHHUKOB C IOKYMEHTaMH HX THYHEIX Jel;

H3IBbATHE JOKYMEHTOB, Ha/IOOHOCTh B KOTODBIX MHHOBAIA.

rpeJapXuBHAs MOATOTOBKA JIMYHBIX JIET:

- Iepeaya B apXHUB.

2. JInunble nena paGOTHUKOB XPaHATCS ¥ PYKOBOINTE IS HIH OTBETCTBEHHOI'O 32 KaJIpOBOE

J€7I0IIPOU3BOJICTBO KaK JJOKYMEHTHI CTPOTOif OTUETHOCTH.

9.3. B nemsx obecrieyeHUs] KOHTPOJIS 32 COXPAHHOCTBIO JTHYHEIX JIEN €XKEeroJHO MPOBOIUTCS
IPOBEPKA HAJIMYUA U COCTOSHUE JTHYHEIX 1e1. DaxT npoBepKH QHKCHPYETCH B COOTBETCTBHH C
NpWIOKEHHeM 3), a BBIABJICHHBIE B XOI€ TPOBEDKH HEIOCTATKH (UKCHPYIOTCS B aKTe,

KOTOPBIM TOCHE YTBEPXKAECHHSA MpeiceIaTeIeM NPOBEPOYHON KOMHCCHM IPENCTaBIAETCS
3aBEIYIOLIEH.

9.4, OTBeTCTBEHHBIE 3a KaJpPOBOE IEIOMPOM3BOICTBO. YIOJHOMOYECHHBIE HA BEJACHHE U
XPaHEHUE JIMYHBIX JIe]l, HECYT NUCLMILTHHAPHVIO H HHVIO OTBETCTBEHHOCTH 3a pa3riialllcHUE
XOHQUIEHIUAIBHBIX CBEJCHUH, colepxalluxcs B IMYHBIX Je/aX, U 33 MHBIE HapyIICHHS
NOpsAaKa BEAECHHS JIMYHBIX JE.

(]

10. 3aKI0YHTE. ILHBIE MOJI0KEeHHS.
10.1. ing npaBHIbHOM IPYNIIAPOBKH H VHETa JOKYMEHTOB 110 KaJPOBOMY AEIONPOM3BOICTBY

JUYHBIE JeNla BKIIOYAlOTC B HOMEHKIATVPY J€1 MOI OTASIBHEIM ITOPAAKOBEIM HOMEPOM
KOZIOM).




