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Y Ionoxenne
0 NOPsIIKE BeJCHHSI JIMYHbBIX /11 pabOTHHKOB
MBJOY «/lerckuii cag Ne 54 KOMOMHHPOBAHHOIO BHAA
¢ TATAPCKHM SI3LIKOM BOCIIHTAHHS H 00yYeHHs»
1. O6mue nosoxkenns.
1.1. Hacrostmas MHCTpyKums ycTaHapIMBaeT nopsiok (opMupoBaHus, BeAeHUS M XpaHEHUs
JTH4HBIX fen pabotHukoB MBJ1OY «Jlerckmii can No 54y,
* 1.2, MHctpykums paspaGoTana B COOTBETCTBHI C:
- Tpynossim konexcom Poccuiickoii ®enepanyu,
- OenepanbHbiM 3akoHOM N152-03 «O MEPCOHANBHBIX JAAHHBIX»,
- ipuKasoM MunkyasTypsi PO or 31.03.2015 No526,
- npukasom Pocapxua ot 20.12.2019 No236.
1.3. PaGotosarens B fiuiie 3aBeayionero (manee — 3apenyiommii) MBJ1OY «Jletckuii can
Ne 54» obecnieunBaeT 3alUTy MEPCOHANBHBIX JAHHBIX PabOTHHUKOB, COACPKAUMXCS B JIHYHBIX
AC1aX, OT HEMPABOMEPHOI'0 X HCIOAB30BAHMSA MM YTPATHL.
1.4. 3asenyiomuit MBJIOY «Jlerckuii cax No 54 ONMpeaeIdaeT JHll, YNOJHOMOYEHHBIX Ha
nosyyeHue, odpaboTKy, XpaHeHHe, nepeaauy H moboe APYroe HCIOJIb30BAHUE NEPCOHATBLHBIX
AaHHBIX pabOTHHKOB, COAEPIKAIINXCS B THUHBIX Je/1aX.
2. JInunoe xeno padoruuka.
2.1. Jluynoe neno paGoTHHKa — 3T0 COBOKYITHOCTh JOKYMEHTOB, COAEPIKALIMX CBEACHHUS O
paborhuke u nepuose paborsi B MBJIOY «Jletckuii can Ne 54y,
2.2. Jlnynoe aeno paborHuka oopmiasercs B TpexaHeBHEII CPOK MOC/IC HA3HAYCHUS €ro Ha
JIOJDKHOCTB.
2.3. Jluunoe neno paGOTHHKA BeJETCS OTBETCTBEHHBIM 3a KaJpoBOE EI0MPOU3BOICTBO
paborunkom MBIIOY «Jletckuii cam Ne 54y.
2.4. 3anpelaercs nosyvars, o0OpabaTeiBaTh U npuobLuaTh K JAUYHOMY zeny paboTHuKa He
YCTAHOB/ICHHBIC (helepalbHbIMH 3aKOHAMM TEPCOHABHbIE JAHHBIE O €ro HOJUTHYECKHX,
PCIHTHOSHRIX M MHBIX YOCKICHHAX, YaCTHOH JKM3HM, WICHCTBE B  OOLICCTBEHHLIX
OOBETHHEHHAX, B TOM YHC/IE B IPODECCHOHATBHBIX COIO3aX.
2.5. Ceestenns, coaepKaLmecs B TUYHOM Jeiie padoTHHKA, ABJIAIOTCH KOHPUACHIHATBHBIMH,
2.6. Jlnunnie nena oGopMIAIOTCS HAa BCeX LITATHBIX paboruukos MBJIOY «Jlerckuii can
No54»




3. CocTaB IOKYMEHTOB, BRJAKYAEMbIX B JIHYHOE 1€/10 padOTHHKA.

3.1. CocraB JOKYMEHTOB, BKJIIOYAEMBIX B JIMYHOE €10 pabOTHHKA, 3aBUCHT OT JO/KHOCTH,
KOTOPYIO OH 3aHMMAeT U crieliHKH ero caykeOHOH AeITeIbHOCTH.
ITepBOHAYAIBHO B JIMUHOE JIe0 TPYNIHUPYIOTCS JOKYMEHThI, 0(QOPMISIOLINE NIpoLece npuemMa
Ha paGoTy, a BMOCJIENCTBHM - BCE OCHOBHbIE JOKYMEHTBI, OTpakaioluue npouecc paboThl B
MBJIOY «/lerckuii cag Ne 54».
3.2. Tlpu nepBoHAYaJIbHOM OGOPMICHHM THYHOro Jeja pabOTHUKA B HEro BKIHOYAKOTCH
CCAYIOIINE NJOKYMEHTBI:
1) ankera ycraHOB/IeHHOH GopMBl ¢ (oTorpadueii:
2) aprobuorpadus;
3) aMyHOE 3asABJICHHE UL, NpeTeHayioLero Ha 10/ukHocTh B MBJIOY «Jletckuii can Ne 54»;
4) TpynoBoit gorosop 6e3 J0KHOCTHON HHCTPYKIMH;
5) Komus npvKasa o npuemMe Ha padbory:
6) cnipaBka 00 OTCYTCTBHH CYJAMMOCTH;
7) nucbMeHHOoe coryiacHe Ha 00paboTKy nepcoHalbHBIX AaHHBIX;
8) cornamenue 0 HepasrialieHHe NePCOHAILHBIX AaHHBIX (JU1S TEX, Y KOro eCTh JA0MYCK K
MEPCOHANBHBIM JAHHBIM APYIHX);
O)konuu  pokyMeHTOB 00 oOpazopaHuu, oOy4yeHHMH, TMepeoOy4YeHHH, TOBBILIEHHH
KkBanukauuu (ecam oOyuenue npoxoamio 3a cuet cpeacrs MBJIOY «Jlerckuit can Ne 54»);
10)konuun JOKYMEHTOB, MOATBEPAK AKX KBaJIM(UKALMOHHYIO KaTeropuo
(aTrTecTaUMOHHbBIA JUCT) WIIH NIPHKA3 NOATBEPIKAAIOLLYI0 KBATHOHUKALIMOHHYIO KaTeropHIo);
11) konuy pelieHuii 0 HarpakICHHHU rOCYAApCTBEHHBIMM M BEIOMCTBEHHBIMH Harpajamu,
MPHUCBOCHUH MOYETHBIX M CHCHHAIBHBIX 3BAHHU, PHCYKACHUHN rOCYAapCTBEHHBIX MPeMHil U
T.J1. (€C/IM TAaKOBBIE HMEIOTCA) (Ha OCHOBAHHMM JIMYHOTO 3asiBIeHUS pabOTHHKA);
12) cnpaBka ¢ OCHOBHOro Mecra paborbl ¢ ykazaHueMm rpaduxa paborsl, 3aBepeHHas KOMUs
TPYAOBOM KHWKKH (U1 COBMECTHTENEH );
14) goroBop 0 MaTepHaAIBLHON OTBETCTBEHHOCTH (U1 MaTepHaIbHO OTBETCTBEHHBIX JIML);
15) 3asBaenue o BeiGope GOpMbI BeJACHUS TPYAOBON KHHKKH (XPAHUTCS OT/AENBHO)
3.3. B npouecce paboThl K JIHUHOMY Je1y npuoliaroTes:
1) fonosiHeHHEe K aHKeTe YCTaHOBIEHHON (OpMbI:
2) aTTeCTalMOHHBIC JIMCTHI;
3) KOnHMM JIOKYMEHTOB, MOATBEPKAAIOIIUX NpodeccnonanbHoe oOpazoBanue (Ha OCHOBAHUH
JIMYHOTO 3asBJIeHHs paboTHHKA)
4)KONMUM  AOKYMEHTOB, NMOATBEPKAAIOLIMX TMOBBIIEHHe KBalu(HUKaUuMK (Ha OCHOBAHHH
JMYHOIO 3asB/ieHus paboTHHKA),
5) KOIMH JIOKYMEHTOB, MNOATBEPKAAIOINX KBATH(PUKAIIMOHHYIO KaTeroOpuio (aTTecTallHOHHbIH
JIHCT WK NPHKAa3 MOATBEPKAAIOUIYIO KBAIHPUKAIIHOHHYIO KATErOpHIo);
6) KOnuM penIeHnit 0 Harpak/JeHUH rocy1apCTBEHHBIMH M BEIOMCTBEHHBIMH HAIPa1aMH,
NPHCBOCHHUH MOYETHBIX U CHICUHAIBHBIX 3BAHHH, TPUCYKACHHH rOCyJapCTBEHHBIX MPEMHA 1
T.1. (€C/IM TaKOBBIC UMEIOTCA) (Ha OCHOBAHMH JIMYHOTO 3asBIeHUs pabOTHHKA);
7) KOTMM OKYMEHTOB O MepeBoie Ha APYIyIO A0KHOCTh ¥ YBOJIBHEHUH;
8) ZI0NOMHHUTE/bHBIE COIVIALIEHHS K TPY/0BOMY J0TOBOPY;
9) cpouHbIii TPY10BO# A0rOBOP Ha COTPYAHHKA, 3aAeHCTBOBAHO B OKA3aHUHM [UIATHBIX YCJIYT U
ABJAIONUIETOCS YICHOM BPEMEHHOI'O TPYA0BOr0 KOJUICKTHBA.
Ap. ZOKYMEHTHI, 00pasyiouirecs BO BpeMs TPY/10BO#H AATENBHOCTH paGOTHHKA.
3.3. Ilpu $hopMUpOBaHHH ¥ BEACHUH JHYHOIO J€]a MCMONB3YIOTCH KCEPOKOIMH JOKYMEHTOB
TPH HAJTUYUM TIPEBABICHHOIO MOVIMHHUKA JOKYMEHTA.

B ciyyae orcyTcTBHMS NMOMIMHHHKA PaGOTHMK JIOMKEH TMPEACTABUTH HOTAPHUAIBHO
3aBEPEHHbIE KOTIHH JIOKYMEHTOB.



4. TlopsAoK 3aM0JHEHUSI AHKETbI, aBTOOHOrpaduu, 10N0JHEHHS K AHKeTe,
BK/I0YAEMBIX B JIHYHOE /1eJ10 PA00THHKA.

4.1 ITopsdox 3anonHeHus OMOenbHbIX 2Pag) ankemyl.
4.1.1. Anxkera 3anonusercsd paboTHHKOM cOOCTBEHHOpPYYHO. B aHkere HE J0NYCKAIOTCs
COKpallleHys, MPOYepKH, HCnpasieHus. B aHKeTy BKICHBaCTCH ¢otorpadus paboTHHKA
pa3mepoM 30x40 mm.
4.1.2. INpu 3an0IHEHUN aHKETHI HCHOAb3YIOTCA CACAYIOUME JOKYMEHTBL: NIacropT, TpyAoBas
KHIDKKA, BOCHHBIH Onier, 1oKkyMeHTsl 00 0OpasoBaHuM (AMIUIOM, CBHAETEIBCTBO, aTTECTaT,
YAOCTOBEPEHHE), I0KYMEHTBI, [OATBEPIKAAIOLIHE YUCHYIO CTeleHb (YUeHoe 3BaHHe) U Apyrue
JAOKYMCHTBHI.
4.1.3. Ha Bce BOMpOCH aHKeThl pabOTHMK JOJUKEH JaBaTh MOJIHBIE OTBETHI B CTPOroM
COOTBETCTBHM C TEMH 3alMCAMH, KOTOpble coJepiKarcs B €ro JIMYHBIX JOKYMEHTax,
OTpHIaTeNbHbIE OTBETHl B rpadax aHKeThl Ge3 MOBTOPeHMA Bompoca (Hanpumep: Yuénas
CTENeHb — HE HMEI0).
414. B rpape «obpasoBanue» AOKHbI NPHMEHATLCA CACAYIOLIHE (QOPMYIMPOBKHU:
«BBICIIEE», KHEMOIHOE BBICLIEE», «CpeHee MPOPECCHOHAIBHOE), «CPEIHEE», B 3aBUCUMOCTH
OT TOro, Kakoii JokyMeHT 00 oOpazoBaHuu umeercs. Ecan paGOTHHK 3aKOHYMII HECKONBKO
KYPCOB BBICIIEro y4eGHOr0 3aBeJIcHUs, BEIHY K/IeH ObL1 npepBaTh 00yueHue uin obyyaercs B
JaHHOE BpeMs, TO 3alMCHIBACTCS, CKOABKO KYpCOB OH 3aKOHYMJ WM Ha KakoM Kypce
obyuaercs.
Cotpyanuky, ofywaiommecs Wi o0ydaBuiecs B CpeAHMX NPOPECCHOHAIBHBIX Y4eOHBIX
3aBefleHUAX (TEXHHKYMbI, KOUIEKH), HO He OKOHYMBIUME HX, JOJDKHBI ObITb OTHECEHBI K
AWLAM, MMEIOMMM cpeanee (moaHoe ofuiee) Wi HemojHoe cpeaHee (OCHOBHOE obiuee)
o0pa3zoBaHue, B 3aBUCHMOCTH OT TOr0, KaKoe OHH MMeJIH 00pa3oBaHue B MOMEHT MOCTYI/ICHHA
B cpeanee npodeccHoHaNIbHOE YueOHOe 3aBefieHHe, K JIMLAM, HMEIOmMM cpejHee (MoqHoe
obmee) oOpazoBaHHe, OTHOCATCA PabOTHUKH, 3aKOHYMBIIME CPEAHME LIKOJBI, WIKOIBI ¢
yueOHBIM HM3yyeHHeM Kakoro — inbo mpeamera, nuues, rumHasud. Jlns paGOTHHKOB,
OKOHYHMBLIMX NPOGECCHOHATBHO-TEXHHYECKHE YUMIHia (MM 00pa3oBaTe/bHble YUPeKICHNUS,
K HHM [pUMpaBHEHHbIE), YKasbiBaeTcs mnpodeccus M paspsaa. Jlnuam, He HMEIOINM
npodeccHoHalbHO
~TEXHHYECKOro (HayaapHOro npodeccuoHalbHoro) obpasoBanus, npoQeccus yKaspiBaeTes 110
onsiTy paboThI.
OKOHYHMBIIKE TPY Kypca BRICIIMX (MM IPUPABHEHHBIX K HUM) YUeOHBIX 3aBEACHHH OTHOCATCS
K JHIEM ¢ HeMoJAHBIM BhicLIMM oOpasoBanueM. "CnenHaIbHOCTh MO AUIUIOMY" 3aII0JHACTCA
TOJBKO Ha CHELHAIMCTOB C BHICIIMM M CPEHHUM clielnaibHbIM oOpaszoBanueM. B 310i cTpoke
YKa3BIBAETCA CHELHMAIbHOCTB, [ONYYEHHas [0 OKOHYAHMHM BBICIIEr0 WIH CpPEIHero
crnieuHanbHOro yuyebHoro 3asenenus. CneunanbHoCTh 110 00pa3oBaHUIO 3alMCBIBACTCSA TONBKO
Ha OCHOBaHHM JAMILIOMA.
4.1.5. B rpade «bpuin 11 3a rpaHMLei» yKaspiBaeTcs MOJHOE HAMMEHOBAHHME CTPaHLbI, roj U
uenb npedeiBanud (Hanpumep: ['epmanng -20035 - Typrnoesaxa).
4.16. B rpape «Bamm Oauskue pOACTBEHHMKH» MEPEUHCIAIOTCA BCE WICHBI CEMBH C
VKa3aHHEM CTENEHH POJACTBA (POAMTENIH, CYNPYIH, JeTH, a Takke OpaTha U CECTPhI) MPU HTOM
yKassBaeTcs X GpaMuwins, MM, OTYECTBO, AaTa POXKACHHUS, MECTO pabOThl, AOKHOCTb.
4.1.7. B rpadpe «Brmonusemas pabora ¢ Hayasa TPY/JAOBOI JEATENBHOCTH» OTPAKAIOTCH
cBeleHus 0 paboTe B COOTBETCTBUM C 3alUCiMU B TPyAoBo# Kuwkke. Ecaum Tpynosas
AeATeNbHOCTh Havanach ¢ oOy4eHHss B TOM MM MHOM y4eOHOM 3aBEJICHHMH, TO 3TOT NEPHOI
TaKKe OTMevaeTcs B JaHHoi rpade. Cioa BHOCATCA M CBE/ICHHS O NEpephIBax B paboTe B CBA3H
¢ yu&0oif, Gone3HbIO, HAXONKICHMAM Ha IKIMBEHHH M TOMY Nojo0HOE (HanpuMmep: «He
pabotany, «HaXOAWICA Ha MEHCHMW», «HAXOAWICSH Ha WXKAUBEeHHH», «Oosen»). Kpome Toro,
€CITH CITYIKALIMIT 3aHUMAJT Pa3IMYHBIEe JOJKHOCTH, TO CJIEAYeT YKa3biBaTh BpeMs NnpebbiBaHus
HAa KaxIaol ao/mkHocTH. B TDVIOBVIO NeSTENBHOCTE HE 3alUCBIBACTCS BheMs vueéOnl B



00meodpasoBaTe/IbHBIX WIKOMAX, MPO(PECCHOHAIBHO-TEXHHYECKHX YYMIMLIAX M K HHM
IPUPABHEHHBIX (CYBOPOBCKHE, HAXMMOBCKHE, BOCHHBIE YYWIHLIa U T.1.). [Ipu npoxoxaenun
caymOsl B BoOpyKEHHBIX CHJIaX YKa3bIBaeTcs J[OUKHOCTh, HOMEpP BOMHCKOH 4acTH
(VSPEeRIACHHS) U B KAKOM OKpYre OHa HaXOAWIach, B Clydyae rnepexoja U3 OJHON BOHHCKOM
SACTH B APYTYIO - HOMEpa 3THX YacTell 1 JaThl Nepexo/1a ¢ yKazaHueM aipecoB MeCT CIIykO0u 3a
mocaeanne 15 ner.

Tpyao8as JeATENBHOCTD 3alUCHIBACTCS CTPOTO B XPOHOJIOTHYECKOM MOPSIIKE.

<.1.8. B rpade «/lonoaHuTENbHbIE CBEACHHA» MOI'YT YKa3bIBAThCS CBEACHHA O HArPaKACHUN
opacsamu, meaansmMu CCCP, Poccuiickolt ®enepaiy, HHOCTPaHHBIX TOCYJApCTB, @ TAKAKE
npucsoeHHH No4Y€THRIX 3BaHuit CCCP, PCOCP, MHbIX COIO3HBIX TOCYAapCTB, @ TaKKe
npucsoeHrd NoY€THBIX 3BaHui CCCP, PCOCP, unpIX cOW03HBIX rocyaapcers Poccuiickod
Deaepauuu. 3anHucH TPOM3BOJASTCS HA OCHOBAHHM OPJIECHCKMX KHMKEK, YIOCTOBEpeHHil K
MEIATAM, YKa30B M PUKA30B O HarpaKIEHHHU, HOOLIPEHHH.

4.1.9. B rpade «OTHOIICHHE K BOMHCKON 00A3aHHOCTH M BOMHCKOE 3BaHHME» YKa3bIBAacTCH
OTHOmeHHe pabOTHUKA K BOMHCKOH 00s3aHHOCTH (HanmpuMmep: BoeHHOOOs3aHHBbIN(as), Maiiop
3anaca, Cep/KaHT 3anaca).

JlH10, OTBETCTBEHHOE 32 KAAPOBOE JENONPOU3BOJCTBO O0S3aHO MPOBEPATH NPH NpHEME Ha
paboty y rpaxiaH, npebbBaloMKX B 3anace, BOCHHBIE OW/IETE (BPEMEHHBIE YA0CTOBEPEHNS
B3aMCH BOCHHBIX OMJIETOB), a y rpakjaH ,MOIEKALUMX [PHU3BIBY HA BOCHHYIO CIykOY,
YAOCTOBEPEHMA TPAKLAH, MOJICKAIMX NPU3BIBY, YCTAHOBHTH, CTOMT JIM IPaKAaHHH(Ka),
npuHEMaeMblii(ad) Ha paboTy Ha BOMHCKOM yuére. B ciyuae OTCYTCTBHS B BOGHHOM Guiere
OTMETKH O MOCTAHOBKE HA BOMHCKHUH YUET (ecam oH(OHA) ABIAETCS BOEHHOOOS3aHHBIM (0if)
HEOOXOAMMO HANPABHTH IPAKIAHUHA(KY) B paifOHHBIN BOEHHBIH KOMYCCapHaT.

4.1.10. B rpade «/lomammmit anpec u Homep TeaedoHa» HEOOXOAMMO YKA3aTh TOYTOBEIFH
uHIeke. Eciu agpec nponucky ¥ NpoXKHBAHMA He COBIAJAIOT, TO YKa3biBAIOTCA 00a ajpeca.
4.1.11. B rpage «ITacnopt uiu JOKYMEHT, €ro 3aMEHSIOIMI» Cle1yeT YKa3biBaTh €ro HOMep,
CEPHIO, KOT/1a U KEM BBIJIaH.

4.1.12. AHKeTa NOANMUCHIBAECTCS U 3aBEPAETCS:

- JIHLIOM, MOCTYNAKOUIMM Ha padoTy;

- OTBETCTBEHHBIM 3a KaapoBoe Jenonpou3soactso MBJIOVY «Jlerckuii cax Ne 54» nevarsio
AaToH, mocie TOro Kaxk Oy/aeT mpoBepeHa MONHOTA M IPABMIBHOCT 3allOJIHEHHS AHKETH B
COOTBETCTBUM C NPEABABICHHLIMH JIOKYMEHTAMHU.

4.2. llopaoox 3anoanenus aemobuozpagpuu.

4. 2.1. Asrobuorpadus coctaBisercss B NPOM3BOABHONH  (opme COOCTBEHHOPYYHO
fpasaanuHOM. B cozepxanuu aBroGuorpadmm orpakalorcs: (GaMuIMs, HMA, OTYECTBO
FPRAIAHNHA, YHCII0, MECALL, O/l M MECTO pOXKAEHUA, MOTyYeHHOoe obpaszoBanue (rae, Korja,
KaKas CHCLHATBHOCTD U B KaKUX YYEOHBIX 3aBEICHHAX), TPYAOBas ACATENbHOCTD, MOTYUCHHE
AONOAHUTEIBHOTO  00pasoBaHMs, OKOHYAHME KYPCOB  IMOBBIIEHHA  KBAIM(pHKALHH,
ISPENOATOTOBKA, M3MCHEHUS B OHOrpaduu U Apyrue cBeJeHns, KOTOPhIE JKENACT OCBETUTH B
csoeii asTo0HOrpaduu noctynaroumii Ha padory.

<3 donoaxerue Kk anxeme 3anojHACTCS OTBETCTBEHHBIM 3a KaJpoBOE JAEIONPOU3BOACTBO B
Apouecce paboTsl NpH HEOOXOJUMOCTH BHECEHHS B IHUHOE J€JI0 CBEACHUH 00 M3MEHEHHAX B
DPODECCHOHATLHOMN JeATeNLHOCTH paboTHHKA.

43.1. B nepeoM pasgene (QUKCHPYIOTCA CBEACHHS O NIEPEBOAX Ha Jpyrue JOKHOCTH
(MEPEMCUICHNA C YKA3aHUEM JIaT BCTYIUICHHS B JI0JUKHOCTh M YXOJa C Hee) CO CCBLIKOMN Ha
JOKYMEHTE O HA3HAYCHUH, NIEPEBOJE, YBOJILHEHUH.

432 Bo BTOPOM pasjene OTPaXaloTCs JaHHBIE © NpO(QeCCHOHAIBHON JeSTETbHOCTH
pafotsEsxa (MOATOTOBKA, NEPENOJArOTOBKA M IMOBBIIICHHE KBATM(QHUKALUM, HarpaxiaeHue
OPISHIME M MCIANAMM, TNPUCBOCHME YYEHOH CTENEeHH, YYEHOro M IOYETHOro 3BAHHA,
npeOssanue 3a rpaHuLel, HAJOKEHUE M CHATHE B3BICKAHHIL, U3MEHEHMS JAPYTHX YYETHBIX

JaHHEIX paOoTHHKA).
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Bce BHOCMMBIE M3MEHEHHS A0/KHBI OBITh MOATBEPIKACHB! COOTBETCTBYIOLIMMH TOKYMCHTAMHU.
OO6s3aTebHBIM  PEKBH3UTOM JIONMOJHEHMSI K aHKeTe SBIAIOTCA OTMETKH O MPOBEACHHH
MPOBEPOK HATMYMs M COCTOSAHMA JMYHBIX Jjeld. OTMeTKa J10/KHA ObITh CIEAYIOLIErO
COMICPXKAHMS: IHYHOE JeN0 TPOBEPEHO», JaTa, NMOANKCH NMPOBEPAEMOro MOMELIAIOTCA Ha
0OpaTHOI CTOPOHE JIMCTa NMOC/IE 3aHECEHHbBIX CBECHHH.
4.4. Bee JOKYMEHTBI JTMYHOTO Jiesla MOMEIIAITCs B Nanky — CKOpOCIINBATe1b. Ha turyisHOM
JINCTE JIMYHOTO JIef1a MPOCTaB/IAeTCs HOMED.

Ecan  ¢amuins  paboTHHKa nocie oQOpMICHHS JHYHOrO  JIeja M3MEHAIACh, TO
crapas paMHIHS 3aKTI0YAeTCs B CKOOKH, @ HOBAA 3aNMChIBACTCS HAl HEMl.

Bce 10KyMEHTHI B MAIKE 0/KHBI PACTIoNaratbCs B IPAMOM XPOHOIOMHYCCKOM NOPSAIKE.

[Tocne yBoibHeHHMs pabOTHHKa M OCBOOOAMBUIMICH HOMEp TNpPHCBAWBAETCA BHOBb
NPHUHATOMY pabOTHHKY.

4.5. JIns XpaHeHus JTMIHBIX el paGOTHUKOB UCTIONB3YIOTCA CEH(BI MM HA/ICKHO 3alIMpaeMble
M oneuarbiBaeMble mKadol.

5. BHyTpeHHSIS ONIHCh I0KYMEHTOB, COAEP/RALUNXCH B JIHYHOM Jee.
5.1. JIoKyMeHTBl, NpHOOLIEHHBIE K JIMYHOMY Jieny pabOTHMKA Mepej cjaueld B apXuB,
GPOIIIOPYIOTCS, IMCTI HyMepyIOTCs apabekuMu tnppaMu YepHBIM rpa@UTHBIM KapaH1auiom B
NPaBOM HHJKHEM YIJIy, K IMYHOMY JIeJly NIPUIAraeTCsi BHYTPECHHIA OIHCh.
5.2. BHyTIpeHHAs ONMCH COCTABISETCS Ha OT/CJABHOM JIMCTE MO YCTAHOBICHHOH (opme
(npunoxkeHue 2).

6. Ilopsi10K BLIAAYH JHYHBIX /1e]1 BO BpeMeHHOe NoJib30BaHue.

6.1. JInunoe neno paGoTHUKA MOKET ObITH BBIIAHO BO BPEMEHHOE [0JIb30BaHHE JI0IKHOCTHBIM
JIMI@M, KPYr KOTOPBIX OINpENe/AeTcs 3aBeIylONIeH YCTAaHOBJICHHEM CpOKa BPEMEHHOIO
NO/b30BaHHA.

[Ipu paGoTe ¢ THYHBIM JE/IOM, BBIJIAHHBIM BO BPEMEHHOE [10/1b30BaHHUE, 3aMpeIlacTcs
IPOM3BOANTE Kakue-mubo MCMpaBieHus, BHOCHTb HOBbIE 3allMCH, HM3BIEKATh JOKYMCHTBI,
pasriamarh cojepKalHecs B HeM KOHQHIEHIIHATbHBIC CBEICHHS.

I1pu u3BIEYEHHH KaKHX-THO0 JOKYMEHTOB M3 JIMYHOIO jeJla JIHLO, OTBETCTBEHHOE 34 BEICHHE
JIMYHBIX 1€/, 0053aH0 Cc/ie/IaTh BO BHYTPCHHEH OMUCH COOTBETCTBYIONIYIO 3a11HCh.

6.2. Jlis KOHTPOJSA 3a CBOEBPEMEHHBIM BO3BPAaTOM BBIJAAHHBIX WM BBRICTAHHBIX U1
O3HAKOMJIEHHS JIMUHBIX JeJl WIH MPEJOTBPAlICHHS HX YTpPaTbl MOKET HCII0JIb30BaTHCA
KOHTPOJIbHAsA KapTO4Ka, KOTOpas 3aloJHAeTCA Ha Kakaoe Ae10. B Heil ykasbiBaeTcs HOMEp
JIMYHOTO Jiei1a, hamMuius, UM, OTYECTBO pabOTHHKA, Ha KOTOPOI'o OHa 3aBE/ICHA, JlaTa BblIAuH
JIMYHOTO Jie1a, KOMY OHO BBIIAHO, PACIIHCKA B [IOJIYUeHHH, HOMep cayskeOHoro Tejedona una,
NOJYYHBLLEro JEJI0 ¥ JaTa BO3BpaTa jea.

6.3. Ilpn Bo3BpaTe jAena TINATENBHO IPOBEPAETCS COXPAHHOCTHL JAOKYMEHTOB, OTCYTCTBHE
TIOBPEKACHHUH, BIJIFOYEHHS B €10 APYTHX JOKYMEHTOB WM HOAMEHbI I0KyMEHTOB. [Ipocmotp
Jesna MPOM3BOJAMTCS B TMPHCYTCTBHM pyKOBOAMTENA yupexkaenus. Ilepeaaya JMuHbIX Jen
3aBe/yIONICH uepe3 cekperaps WIH APYIMX JMIl He Jomnyckaercs. JIpyrue pyKOBOAMTEIH
nojpasaejeHHi MOTYT 3HAKOMMTBCA € JIMYHBIMHM JIEJIaMH TIOJYHHEHHBIX MM COTPYAHHKOB.
O3HaKoMJIEHHE ¢ J€JaMH OCYLIECTBIISAETCS B MOMEIUCHMH, T/I¢ HaXOJATCs JIMUHbIE jena (B
NpUeMHOI 3aBeayromeil noa HabmoaenueM paboTHHKA, OTBETCTBEHHOIO 3@ COXPAHHOCTH M
BeJIeHHE JTMYHBIX Jei. Bpems paGors! (03HAKOMIIEHHS) AO/KHO OrpaHHYHMBATHCS NpeeiaMu
oaHoro pabouero aHsA. PakT 03HAKOMICHHA QUKCHPYETCS B KOHTPOJIBHON KapTOYKE JIHYHOIO
aena.

6.4. Jluunoe jesno paboTHUKA HE BhIIAETCA Ha pYKH pabOTHHKY BO BPEMEHHOE 110J1b30BaHHUE.
6.5. Beijiaua auuHBIX Jea (OTAENBHBIX JOKYMEHTOB B COCTABE JHYHOIO Je/la) BO BPEMEHHOE
NOJIB30BAHUE JPYTUM  OPraHM3aluaM  (YUPEKJACHHAM) MPOM3BOJMTCA C  paspelieHus
3aBe/ylolIeii Ha OCHOBaHHMHM Hauiexalum o0pasoM opopmieHHoro 3anpoca. O Bbijaue jena
COCTABJIAETCA KT, OJIMH U3 3K3EMILUIAPOB KOTOPOTrO MEPEAACTCs BMECTE C AC/IOM (JIOKYMEHTOM)




MpeICTABATENIO 3anpalinBalolleii CTOpPOHBI, a BTOPOM 9JK3eMIUIsp XpaHWUTCA B Jenax
OpPraHu3aluy /10 BO3BPAIICHUA fena (IOKyMEHTa) B MECTO XPaHCHH.

M3bsiTHe OTACBHBIX AOKYMEHTOB W3 JIMYHOTO /ejia MPOM3BOAMTCA C paspellcHUA
3apeiylouieii ¢ ohopMICHHEM COOTBETCTBYIONIEH 3aricH B rpade «lIpumedanne» BHYTpPEHHEH
omucy. IIpu BpeMEHHOM H3IBATHH JOKYMEHTa Ha €ro MECTO (MeXy JIMCTaMHM COCEIHMX
JIOKYMEHTOB) BK/Ia/IbIBACTCS CIIPaBKa-3aMecTHTENb (kapTa-3aMecTHTEIb) C yKa3aHHEM JaThl H
MPHYMH U3BATHS C POCTIMCHIO JIHLIA, BBUIABLICTO JOKYMEHT, H POCIIHCHIO JINLIA, MOTYYHBLIErO
€ro BO BPEMEHHOE MM0/1b30BaHHUE.

7. Iopsa0K 03HAKOMJIEHHS] € JIHYHBIM 1€/10M paboTHHKA.

PaGOTHUK MMEET MPABO HA 03HAKOMJICHHE CO BCEMH MaTepHaIaMi U3 CBOCTO JIMYHOTO
nena.

7.1. O3naKoMmieHiEe pabOTHUKA C TOKYMEHTAMH CBOETO JIMYHOTO Jie/1a IPOBOAUTCA 1O npoceoe
camoro paboTHHKA.
7.2. PaGOTHHK CaMOCTOATEIBLHO B ITMCBMEHHON (hopMe pelaeT BONpOC nepeiatin KOMY-THO0
cBeneHMit 0 cefe 3a MCKIIOUEHHEM CIyyaes, MpPEAYCMOTPEHHBIX 3aKOHOAATEILCTBOM
Poccuiickoit @eaepanmu.
7.3. MakT 03HAKOMJICHMS C JHYHBIM JesloM pabOTHHKA yJOCTOBEPACTCH JAUYHOM NOANMCHIO
COTPYIHMKA B JIHCTE O3HAKOMJICHHMS C JHYHBIM J€JIOM, MPHKPCIVICHHBIM K JIEBOM BEpXHEH
BHYTpEHHEH CTOPOHE 00/10KKH JIHYHOTO JIe/1a, ¢ yKa3aHHEM NaThl O3HAKOM/ICHHA.
7.4. PaGoTHMK 00s3aH COOOIATH OTBETCTBEHHOMY 3@ KajpoBOE JAEJONpPOU3BOJACTBO 00
W3MEHEHUH TeX WM MHBIX NMEPCOHANBHBIX JaHHBIX.
7.5. PaGOTHHK MMeeT MpaBso Ha MoJydeHHe KONuH J000ro J0KyMEHTa, COACPAKALICrocs B €ro
JMYHOM Jiejie, Ha OCHOBAaHMM IHMCBbMEHHOI'O 3aABJCHUSA Ha HMA zageqyiomeit. Konun
JIOKYMEHTOB JI0JUKHBI OBITh 3aBEPEHbI HAUICIKALMM 00pa3oM ¥ MpeI0CTaBIATECS pabOTHHKY
Ge3B03Me3/IHO B TEUEHHE TpeX AHEH CO JIHA NMoAa4YH 3asdBICHHA.

8. IMopsaA0K NOATOTOBKH M CAAYH JIHYHBIX eI B APXHB.
8.1. JIuumbie ea OTHOCATCS K AOKYMEHTaM BpeMeHHOro (cbiure 10 jeT) cpoka XpaHEHHA 1
OUTeXKAT XpaHeHHto B TedeHue 50-75 aeT co JiHs yBONbHEHHS paboTHHKA.
8.2. Jlnunble jena YBOJECHHBIX PabOTHHKOB O(QOPMISAIOTCA B COOTBETCTBHH C HacTosLeH
MHCTPYKLMEH 1 XPaHATCS B apXHUBe alI(PaBUTHOM HOPSAIKE.
8.3. Ipea apXuBHas IMOArOTOBKA JIMYHBIX JEJl BKIIOYAET JBE MPOLCIYPHI: oopmiienus u
OMUCaHUsA JAei.
8.4. OdopmieHue e npeaycMaTpHBacT:
- MeperpynnupoBKY JOKYMEHTOB B NPAMOIi JIOTHYECKO#H MOC/IeA0BaTE/ILHOCTH (ecsn TakoBas
HE0OXOAMMOCTH UMEETCS );
- U3bATHE IOKYMEHTOB BPEMEHHOTO CPOKa XpaHenus (Ha00HOCTh, B KOTOPBIX MHHOBaNA);
- HyMEPALMIO JIUCTOB B Je/ie (IIPOH3BOMTCS NPOCTBIM FPHDE/IBHBIM KapaHaloM B BEPXHEM
MpaBOM YIUIy JIMCTA), HOMEPYIOTCS HE CTPAHHILbI, & JINCT]
- COCTaBJICHUE 3aBEPUTEILHON HAAMUCH Je/1a;
- MOAWMBKY jena (B 00JOKKY Ha 3 MpOKoIa, NMPeABApUTEILHO YAAINB BCE METALIMICCKHC
32KHMBI, CKOOBI, CKPEIIKH C TOKYMEHTOB);
- BHECEHHE HEOOXOMMBIX YTOUHEHHIT B PEKBH3UTEI 00JI0XKKH Jiena.

K BHyTpeHHell OIMHCH COCTAB/SETCS WTOrOBas 3alich, B KOTOPOH YKa3bIBAacTCA
nudpaMu ¥ MPOIKCHIO KOIHYECTBO BKIIOYEHHBIX B HEE JIOKYMEHTOB M KOJTMYECTBO JHCTOB
aena.

8.5. IIpu ONMCH B TMCTe-3aBEpUTE/e OTPAKACTCA UCTHHHOE (PU3UUCCKOE COCTOAHUE JTHIHOrO

JeJla Ha MOMEHT €ro NpeaapXuBHOi MOAroTOBKH. B T0KYMEHTE yKa3bIBAacTCA:

= HOMEp JUYHOIOo Jeja,

«  uHboOpMaLHA 00 UMEIOIINXCSA B HEM JIMCTaX (KONMUEeCTBO),

«  uHPOPMALMA O COCTOSHHHM OT/JE/BHBIX JOKYMEHTOB MM MX KONMH, BIOKCHHBIX B ICI0
(HATINWMED. UMEIOMIMIICH TOKVMEHT 3aK/IeeH, HaJopBaH, YTpayeH).




8.6. Jlucr-3aBepuTeNb CIAYKUT JUIA YdYeTa KOJAMYECTBA JIMCTOB B JAene H bukcanuu
ocobeHHOCTell WX HyMepaluu, rje YykaspiBaercs uuppamu H MPOIMCHIO KOJIHUYECTBO
TPOHYMEPOBAHHBIX JIMCTOB Jieja U OTAENBHO, Yepe3 3HaK «+» (IUIOC) KOJIMYECTBO JHCTOB
BHyTpeHHell onucH. 3aBepHTeTbHas HaAMUCh OIMCHIBACTCS €€ COCTABUTENEM C YKa3aHHEM
paciu(POBKH MOANNCH, JAOKHOCTH U JaThl COCTABICHHA U NOAMHNBACTCA K Y.
3anpemniaeTcs BBIHOCHTL 3aBEPUTEIBbHYI0 HAANMCh Ha OOMOKKY JAeia WIM YHCThI
00OpOT JINCTA TMOCEAHEro J0KYMEHTA.
8.7. Odopmienue aen i Mepejayd B apXuB OCYIIECTBISETCS B roOjy, CICAYIOLHMM 3a
JETIONPON3BOICTBEHHBIM B TEUEHHE BCEro roja.

9. O053aHHOCTH OTBETCTBEHHOTI0 34 KA/IPOBOE 1eJI0NPOH3BOACTBO M0 BeJACHHIO THYHBIX
aen pabornukos MBAOY

9.1. B 00s3aHHOCTH OTBETCTBEHHOI'0 3a KajJpOBOE JEIONPOU3BOJICTBO, OCYILECTBIIAIOLICTO
BEJICHHE JIMYHBIX JIE), BXOJUT:
- npuoGIIeHHe K JIMYHBIM JeNaM JOKYMEHTOB, NePeUHCIEHHbIX B NMyHKTax 3.2 yacti 3 U B
nmyHkTax 5.1 u 5.2 wacty 5 Hacrogumel MucTpykumu;
- OpoBepKa [ONHOTHI 3AMOJHEHHS AaHKeThl M COOTBETCTBHMS YKa3aHHBIX CBEICHMIA,
NpeabABISEMbIM NPH TOCTYIVIEHUH JOKYMEHTaMm (Macropr, TpyJoBas KHHKKA, BOCHHBIH
Guiter, JOKyMeHTEl 00 o0pa3oBaHMM (AMIUIOM, YIOCTOBEpEHHE, CBMETENbCTBO, ATTECTar),
JIOKyMeHTHl Bricuiedi arrectatmonHoii komuccnu (BAK) o npucyxaeHun y4eHon CTeneH! H
NPUCBOEHMH YYEHOr0 3BaHUA (JMILIOM, aTTeCTar, u JApyrue);
- 3aBepeHHE aHKEThI;
- oDecrieyeH e COXPAHHOCTH H y4YeTa JHYHBIX Je;
- obecreyeHre KOHGHUACHIMAILHOCTH CBEJICHHI, CoAepKaliuXCs B IMYHBIX JIesax;
- O3HaKOMJIeHHEe pabOTHUKOB € JOKYMEHTAMU HX JIMYHBIX JI€1;
- U3BATHE JOKYMEHTOB, HaIOOHOCTH B KOTOPBIX MUHOBAJIA.
- TIpeIapXMBHasi MOArOTOBKA JIWYHBIX J€T;
- Iepe/iaya B apXuB.
9.2. Jlnunpie nena pabOTHHKOB XPaHATCA Y PYKOBOAUTENS WK OTBETCTBEHHOIO 3a KaJIpoBOe
JEJIOTIPOM3BOJICTBO KAK AOKYMEHTHI CTPOrOi OTYETHOCTH.
9.3. B nenax obecneyeHnsi KOHTPO/IS 3a COXPAHHOCTBIO JIMYHBIX J€] €KEroJHO NMPOBOJNTCH
MPOBEPKa HATMYHS ¥ COCTOSIHHE JIMUHBIX e/, DaKT NpoBepKu (PUKCHPYETCS B COOTBETCTBHH C
(mpwioxkeHueM 3), a BBIABICHHLIE B XOJ€ IPOBEPKH HEJOCTAaTKH (PUKCHPYIOTCS B aKTe,
KOTOPHIH TOCTAE YTBEP/KACHHA NpejceaaTeeM MPOBEPOYHOH KOMHCCHM IMPEACTaBIACTCA
3aBeAYIOLIEH.
9.4. OTBETCTBEHHBIC 3a KaJAPOBOE JICIONPOM3BOACTBO, YIOJIHOMOYEHHBIC Ha BEJCHHE H
XpaHeHHe JMYHBIX A€/, HECYT JAUCLMIUVIMHAPHYIO W HHYIO OTBETCTBEHHOCTH 3a pasrjalleHue
KOH(pHUICHIMATBHBIX CBEICHHIH, COAECPKALUMXCA B JMYHBIX Je/ax, M 3a MHbIC HapylICHUS
MOpPS/IKa BEACHUS TUYHBIX JI€1.

10. 3aka04YHTEeIbHbBIE M10JI0KeHHS.
10.1. Jna npaBuabHOM rpynMNUPOBKH H yueTa JOKYMEHTOB I10 KaJpoBOMY JEI0MNpPON3BO/ICTBY
JMUHBIE Je/la BKIIOYAKOTCS B HOMEHKJIATYPY e NOJA OTAEAbHBIM TMOPSAKOBBEIM HOMEPOM
(koaoM).



OIT1Cb

JOKYMEHTOB, UMEIOLIHUXCA B JIHYHOM aene

JlaTa BRAOREHIA Kon-so KoM #3aT J0KyMesT & 00
HaumeHoBaHHe J0KYMEHTa AOKYMEHTA B JIHUHOS HIBATHA a
KYM ACno Mn AOKYMEHTA
JIu4yHoe Aeno cOpMHPOBAHO
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