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1. O01mme moJI0KeHu .

1.1. Hacrosimiee Ilosio)keHne o0 TOpsiAKe BeleHWsl JHYHBIX JeJ PadOTHUKOB
TOCYJapCTBEHHOTO OIOKETHOTO yupexaeHus: «LIeHTp cOmpoBOXACHUS IETEH-CUPOT U ACTEH,
OCTaBIIUXCS O€3 MOTeUYeHHsS poauTeneiny MuHUCTEpCTBa MpocBelieHus 1 Hayku KabapauHo-
bankapckoit PecnyOnmmku (mamee — IlonmoskeHue) NpUHUMAIOTCS OONIMMU  COOpaHHUSMU
PabOTHHKOB TOCYAapCTBEHHOTO OFODKETHOTO yupekaeHus «LIeHTp compoBOXICHHS eTei-
CHUPOT M JIeTel, OCTaBIIMXCS Oe3 TMOIMeueHUs] poAuTeNei» MMHHHCTEpCTBa MPOCBEIICHHUS |
Hayku KabGapmuno-bankapckoit Pecriyonuku (manee - LleHTp) u yTBepkmaeTcs TUPEKTOPOM
LlenTpa.

1.2. Hacrosimee IloJio:kenne pa3padboTano Ha OCHOBAHNH:

o ®denepanbHoro 3akoHa ot 29.12.2012 Ne 273-®@3 «0O06 obpazoBanuu B Poccuiickoii
®enepanun» ¢ u3MeHeHussMu ot 24 mapta 2021 ronaa;

o ®denepanbHoro 3akoHa oT 27.07.2006 Ne 152 «O mepcoHalbHBIX JAHHBIX» B PEIAKIIUU
ot 30 gexabps 2020 roxa;

e [lpukaza ®denepanbHOro apxuBHOro areHtcTBa oT 23 nmekadbps 2009 roma Ne 76 «O06
YTBEPXKICHUH  METOAMYeCKHX  PEKOMEHJAMi 1Mo  pa3paboTKe  HMHCTPYKIUH  TI0
JICJIONIPON3BOJICTBY B (heZIepalIbHBIX OpraHaxX MCIOJHUTEIBHON BIIACTHY |

e Vkaza IlIpesunmenta ot 30.05.2005 Ne 609 «O6 yrBepxkaenun IlomoxxkeHus o
MEPCOHAJIBHBIX JaHHBIX FOCYJApCTBEHHOro ciyxaiiero Poccuiickon ®denepauuu U BEJICHUU
€ro JUYHOro Aena» B pegakuuu ot 23 utons 2019 rona;

e Tpynosoro Koaekca Poccuiickoin denepanuuy;

e KomrektusHoro norosopa Llenrpa;

e VYcrasa llenTpa.



1.3. TlonoxeHue ompejenseT MOPSIOK BEACHUS JHYHBIX Jen paborHukoB [leHTpa,
onpenenseT nopaaok GopMUPOBaHUs, yueTa U XpaHEHUS, BbIIaYu JIMYHBIX JIEJI BO BPEMEHHOE
MOJIb30BaHKE, a TAK)KE OTBETCTBEHHOCTh, ITpaBa pabOTHUKOB U AupekTopa LleHntpa.

1.4. TlonoxxeHue yTBepKIaeTcsi mpuka3oM aupektopa LleHTpa u sBisieTcs 00s13aTeNbHBIM IS
BceX Kareropuil pabotuukos LleHTpa.

1.5. Benenue nuunbIx Aen pabotHukoB LleHTpa Bo3maraercs Ha fokyMeHToBeaa LlenTpa.

1.6. JluuHOoe neio — OCHOBHOW JOKYMEHT TEPCOHAIBHOTO ydYeTa, COJACp)KaIuii Hambojee
MoJIHbIE cBeAeHUsI O paboTHuke LleHTpa M ero TpynoBoil aedarenpHOoCcTH. B nuyHOe Aeno
BHOCSITCSI CBEJICHUS, CBSI3aHHBIC C MOCTYIUICHUEM Ha pabOTy M YBOJILHEHHEM.

1.7. Csenmenus, cojaepxamnigecs B JHYHOM Jelie, OTHOCATCS K KOH(UIECHIIUATbHON
vH(popManuu, UMEIOT OTPAaHUYEHHBIN JOCTYI U Pa3MIAICHUIO HE MOJIekKAT.

1.8. JIuunoe Aeno BeneTcs B TEUCHHUE BCEro Mepruoaa paboTsl pabOTHHKA.

1.9. Benenue HeCKOJIBKUX JIMUHBIX JIeTT OHOTO paboTHUKa LleHTpa He momyckaercs.

2. ITopsinok popMupoBaHus JJUYHBIX e padoTHHKOB [lenTpa

2.1. ®opmupoBaHue JIUYHOTO Jefa pabOTHUKOB lleHTpa MpOM3BOIUTCS HEMOCPEICTBEHHO
nociie mpuema B LleHTp.
2.2. B cooTBEeTCTBHMU C HOPMATHUBHBIMHU JOKYMEHTAaMU B JIMYHBIC Jeja paboTHMKOB lleHTpa
BKJIQ/IBIBAFOTCS CIAEAYIOIINE JOKYMEHTBI:
[ nenaroros:

e 3asBJICHUE O MpHEeMe Ha PaboTy;

® 3asBJICHUE O COTJIAaCUU Ha 00pabOTKY MEePCOHAIBHBIX JAHHBIX MEarora;

e chnpaBka O Haduuud (OTCYTCTBUM) CYAMMOCTH W (uiau) ¢akra YroJoBHOTO
npecie0BaHts, BBIJAHHOTO COOTBETCTBYIOIIMM OPTraHOM MPABOMOPSIKA;

e aBToOmorpadwus;

® KOMMWS MACTIOPTA UJIM UHOTO JIOKYMEHTA, YAOCTOBEPSAIOIIETO TUYHOCTE;

® KOIMSI CTPAXOBOI'O CBHUJIETEIHCTBA IEHCHOHHOTO CTPAaXOBaHMUS;
KONUS UACHTU(PUKAITMOHHOTO HOMEPA HAJIOTOTUIATENIbITUKA;
KOIUS JOKYMEHTa BOMHCKOTO yueTa (JIJIs1 BOCHHOOOSI3aHHBIX );
KOIHS CBUJIETENILCTBA O 3aKIII0UEHUU Opaka (IIpy HAJIMYHH);
KOIUS CBUJETENILCTBA O POXKICHUU AeTel (MPU HATMYHH);
KOIUU JIOKYMEHTOB 00 00pa30BaHNH;

® KOMWH JOKYMEHTOB O KBAIM(PHUKAIMU WIM HAJIWYHE CIENHUATbHBIX 3HAHUN (mpu
HaJIN4IuN),

® KOIHH aTTECTAIMOHHBIX JINCTOB (TIPU HAIHYHUN);

® KOMWH JIOKYMEHTOB O HarpakJieHuu (Mpy HATHYUN);

® XapaKTEPHUCTHUKH, pEeKOMEHAaTeNbHbIC MIchbMa (MIPU HAIUYHUH);

® TMpuKa3 O MpueMe Ha paboTy;
MIPUKAa3 O MEPEBO/Ie Ha UHYIO JIOJKHOCTD (IIPU HAIUYHH);

® JIOJDKHOCTHAsi MHCTPYKIUA (JOKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HA4eHUs Ha BCE
JIOJKHOCTH);

® TpPYIOBOI JOroBOp (C MOCIEAYIOUIUM BKIIOYEHHEM JOMOJHUTEIbHBIX COTJAIICHUN K
TPYAOBOMY JOTOBOPY);

® TPYIOBYIO KHHXKY;

® MEIUIMHCKYIO KHUXKY.
J1st paOOTHHUKOB:

e 3asgBJICHUE O MpUEMe Ha paldoTy;

e 3asBJICHUE O COTJIACUU Ha 00pabOTKY MEePCOHATBHBIX JAHHBIX MEIarora;




e chmpaBKa O HaduM4uu (OTCYTCTBHM) CYAMMOCTH U (uiau) (akra YroJOBHOIO
IIpecIeIOBaHMs, BBIJAHHOTO COOTBETCTBYIOIIMM OPraHOM IPABOIOPSIKA;
e apToOuorpadus;
KOIUS aCMOpTa WM MHOTO JJOKYMEHTA, yI0CTOBEPSIOLIEr0 JUYHOCTB;
KOIUSI CTPAXOBOT'0 CBUETENHCTBA IEHCUOHHOIO CTPAXOBAHUS;
KOIUS UACHTU(PUKALMOHHOTO HOMEpPA HAJIOTOIUIATENbIINKA;
KOIUS JOKYMEHTa BOMHCKOTO yueTa (/17151 BOEHHOOOSI3aHHBIX );
KOIHUSI CBUJIETENHCTBA O 3aKJIFOUEHUHU Opaka (Ipy HAJIUYHH);
KOIHUSI CBUJIETENBCTBA O POKACHUHM JieTel (IpU HAIUYUN);
KOIIUU JOKYMEHTOB 00 00pa3oBaHUU;
KOIUU JOKYMEHTOB O HarpaKJAeHUH (IIpH HAJIUYHUH);
XapaKTepUCTUKU, pEKOMEHIaTeIbHbIe MUChMa (IIPU HAJTUYHH);
MpUKa3 o0 mpueMe Ha padoTy;
MIPUKa3 O MEePEeBOJIe HA UHYIO JOJHKHOCTD (TIPU HAIMYUN);
JOJKHOCTHASI MHCTPYKUMS (JOHDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAaYeHUs Ha Bce
JOJKHOCTH);
® TpyAOBOH AOroBOp (C MOCHEAYIOIIUM BKIIOYEHHEM JOTOJHUTENbHBIX COINIAIEHUN K
TPYJIOBOMY JIOTOBOPY);
® TPYAOBYIO KHUXKKY;
® MEIUIUHCKYIO KHIXKY.
PaGotonarens opopmiser:
® TpPYJOBOH IOrOBOP B IBYX K3EMILISApax;
e [IpHKa3 O IpUeMe Ha paboTy (0 NepeMeIIeHnn Ha JpyTue JOJKHOCTH);
e JHuHYO KapTouky Ne T-2;
® JIOJDKHOCTHYIO MHCTPYKIIMIO B JIBYX 9K3E€MIUISIPaXx.
PaGoTosiaTenb 3HaKOMMUT:
e C HOPMAaTUBHO-TIPAaBOBBIMU JOKyMeHTamMHM Imkojibl (YcrtaBoM, KosuiekTuBHBIM
noroopom, [IpaBuiaMu Tpyn0BOro pacrnopsika u Ap. JOKaJIbHbBIMUA aKTaMu);
® C JIOJDKHOCTHOW MHCTPYKIIMEW;
® [IPOBOAMUT BBOAHBIM HHCTPYKTaX, MHCTPYKTaX [0 OXpaHe TpyJa, MHCTPYKTaX IO
IPOTHBOIIOKAPHOI 0€30MaCHOCTH.
2.4. IlepuuHoe opopMIIeHUE JINYHOTO Jieja NPeyCMaTPUBAET:
® [IPUCBOEHUE JIMYHOMY JIedy HOMEpa COINIACHO JKypHaly YyueTa JHYHBIX JIe]d
(mpunoxenue 1);
® [IpOCTaBJICHUE Ha 00JIOKKE JIMYHOTO Jena (nmpuinoxenue Ne 2) ciaenyromux peKBU3UTOB:
MHJIEKC Jena (B COOTBETCTBUHM C HOMEHKIATYpPOMl Jen o0meoOpa3oBaTeabHOW OpraHu3aluu;
MIOJTHOE€ HaUMEHOBAaHUE 00111e00pa30BaTEIbHOM OpraHn3alui; HOMEp JIMYHOTO Jiena; haMuins
UMl OTYECTBO pabOTHHKA B MMEHHUTEIBHOM MaJeXke; JaThl — roJl Hayajla M roJi OKOHYaHUS
BEJICHU JIeJ1a; KOJIMYECTBO JIMCTOB; CPOK XpaHEHMUS;
® [IOMEUICHUE JOKYMEHTOB, IOAJEXKAIIUX XPAaHEHHWIO B COCTAaBE JIMYHBIX JEJ, B
XPOHOJIOTUYECKOM MOPSAKE:
» BHYTPCHHSIS ONUCH JJOKYMEHTOB Jieia (mpuioxenue Ne 3);
» JUYHBINA JJUCTOK TI0 YUETy KaapoB (mpuiiokenus Ne 6);
» 3asBJICHUE O IpUeMe Ha padoTy;
» TpUKa3 o IpueMe Ha padoTy;
» TpPyJIOBOH JIOTOBOD;
» IOTOBOP O TOJHOM MaTepUalbHOW OTBETCTBEHHOCTH (€C/I PaOOTHHUK — MaTepUaIIbHO
OTBETCTBEHHOE JIUIIO);




» XapaKTEPUCTHUKHU ¥ PEKOMEHATEIbHbIC TIChMA;

» coryiacue Ha 00pabOTKy MepCOHATBHBIX JTaHHBIX.
2.5. JIuCThl TOKYMEHTOB, MOMENIEHHBIX B JINYHOE JET0, MOJIEKAT HyMEPALUH.
2.6. C 1enpro obecrieueHust HaUIekKalle COXpaHHOCTH JTIMYHOTO Jiesia paboTHUKOB LleHTpa u
ya00cTBa B OOpallleHUH ¢ HUM MpU (POPMHUPOBAHUU, TOKYMEHTHI IMOMEIIAIOTCS B OTJEIBHYIO
nanky. [Ipu yBoapHEeHHH paOOTHHKA MPOIIMBAIOTCS HUTKAMH U CIAIOTCSl B apXUB.
2.7. BHYTpeHHS1 ONHUCH AOKYMEHTOB, UMEIOIIMXCSA B JIMYHOM JEJ€, JOJDKHA COJEPkKATh
CBEJICHUSA O MOPSAKOBBIX HOMEpax, HAMMEHOBAHUSAX JOKYMEHTOB JI€NIa, KOJMYECTBE JIMCTOB,
IaTax BKIIOYEHUS JOKYMEHTOB B JIMYHOE JEJIO M U3BSATHA U3 JIENIa, a TAKXKE KEM H3bAT
JOKYMEHT U T10 KaKOW MPUYHHE.
2.8. BHyTpeHHsIs ONKCh COCTABIISIETCS] HA OTAEIBHOM JIUCTE 10 YCTaHOBJIEHHOU (hopme. JIucTsl
BHYTPEHHEW OMKUCU HYMEPYIOTCS OTAEIBHO.
2.9. Ilpm nOAroTOBKE JIMYHBIX JEJI K IIepefadye Ha XpPaHEHWE K BHYTPEHHEW ONMCHU
COCTaBJISICTCS UTOTOBas 3allKCh, B KOTOPOM yKa3bIBaeTcs U(paMu U MPOMKUCHI0 KOJIMYECTBO
BKJIFOUEHHBIX B HEE IOKYMEHTOB M KOJIUYECTBO JIUCTOB JEJa.

3. Ilopsinok BexeHust JIUYHBIX e padoTHNKOB LleHTpa

3.1. Jluunoe neno paboTHukoB LleHTpa BeaeTcs B T€UEHUE BCETO Mepuoja padOThl Ka)I0To
pabotnuka llentpa.
3.2. JanbHeiiliee BeJeHUE JIUYHOTO Jeia paboTHUKOB LleHTpa npeaycmaTpuBaeT MoMelIeHre
B JIeJI0O JOKYMEHTOB, OOpa3yIolUXCs B TIpoliecce paboueld JesATeTbHOCTH W UMEIOIIHNX
3HAUYEHME /ISl TPYIOBBIX OTHOLIECHUN:

® JIONOJHEHUE K IMYHOMY JIUCTKY I10 YYETY KaJIpOB;

® JIONOJHUTENbHBIE COMVIAIICHHS K TPYA0BOMY JOTOBOPY;

® KOIIMHU MPHUKA30B M0 JUYHOMY COCTaBY, KOTOPBIE KacalOTCs MEAAaroroB U COTPYAHUKOB
o011eo0pa3oBaTeIbHON OpraHU3aIUY;

® OT3bIBBl JOJUKHOCTHBIX JIMII O TeAarore M COTPYAHHKE 00I1eo0pa3oBaTeIbHOM
OpraHu3aluy;

® KOIMWH JIOKYMEHTOB O TOBBIIIEHUU KBaJM(DUKAIINH;

® KOMWH CepTU(PUKATOB, IPAMOT;

® JIMCT — 3aBEPUTEIIb Jiesia (COCTABIIAIOT MPU C/Iadye JIMYHOTO JIeNia B apXUB);

® UHBIE JOKYMEHTBHL.
3.3. B nensx obecrieyeHHsi KOHTPOJSL 32 COXPAHHOCTBIO U aKTyallbHOCTBIO JIMYHBIX [N B
Lentpe exeromno (He mo3aHee | kBapTana roja, CIEIYIOIIETO 32 OTYETHBIM) MPOU3BOJIUTCS
MIPOBEPKA UX HAJTUYUS U COCTOSHHUS.
3.4. ExeroaHyto IpoBEpPKY COCTOSIHHSI TUYHBIX el Ha MPeIMET COXPaHHOCTH BKJIIIOUEHHBIX B
HEro JOKYMEHTOB MPOBOJUT CIIELHAIBHO co3qaHHas komuccus. O MpoBEIEHHBIX MPOBEPKAX
JieaeTcsl OTMETKa B JIUCTE O pe3yJibTaTax €MXEeroJHOM MPOBEPKH COCTOSHUS U HaIU4Us
nuyHoro aena (mpuioxeHue Ne 5) u coctaBnsgercst akT. Pe3yiabTaTel MIPOBEPKU JTUYHBIX € B
00s13aTeNTbHOM TOPSIKE JOBOJSTCS 10 aupektopa LlenTpa.

4. Tlopsiaok y4éTa U XpaHeHUs JUYHBIX JieJ1 padoTHUKOB LlenTpa.

4.1. XpaHeHue U y4ueT JUYHBIX Jiesl paOboTHUKOB LleHTpa opraHusyroTcs ¢ 1eIblo OBICTPOTO H
0€30mMO0YHOr0 MOMCKA JMYHBIX JeN, 00eCreueHs] UX COXPAaHHOCTH, a TaKkkKe 00ecredeHus
KOH(HUICHIIMAIBHOCTA CBEACHUH, COAEPXKAIIMXCS B JOKYMEHTax JIMYHBIX JIeJd, OT
HECAaHKLIMOHUPOBAHHOI'O JOCTYTA.

4.2. JInanple nena pabOTHUKOB XpaHsTcs B ceiide Llentpa.

4.3. TpynoBble 1 MEAUIIMHCKHAE KHUKKH XPAHATCS OTICIBHO B celide.



4.4. JlocTyn K JIMYHBIM Jie7aM paOOTHUKOB L{eHTpa UMEIOT TOJIBKO JOKYMEHTOBE, CEKpETaph
yueOHOM wactu, gupekrop LleHTpa nub0 3amecTUTENH MAUPEKTOpa NPH HCHOJHEHUU
o0s:3aHHOCTEN nupekTopa LlenTpa.

4.5. Cucremarusauusi JUYHBIX Jed1 paboTHHUKOB lleHTpa mnpousBoauTcs B aja(paBUTHOM
MOPSJIKE.

4.6. Jluunple nenma paboTHUKOB LleHTpa, WMEIOMMX TOCYJapCTBEHHBIC 3BaHHS, MPEMUM,
Harpajpl, yueHble CTEIICHU U 3BaHUS, XPAHATCS IOCTOSHHO, a OCTAJIbHBIX pAOOTHUKOB — 75 JIET
C TroJa yBOJbHEHHUs pabOTHUKA (B COOTBETCTBUHM C [lepeuHeM THUIOBBIX YIpaBlIEHYECKUX
JIOKYMEHTOB).

5. HOpﬂZlOR BbBIIAYM JIMYHBIX A€J1 BO BPDEMEHHOC MM0JIB30BaHUE.

5.1. Beigaya nuaHbIX Aen (OTASNBHBIX JTOKYMEHTOB B COCTaBE JIMYHOTO JieJia) BO BPEMEHHOE
MOJIb30BaHWE TPOUZBOAMUTCS C paspernieHus aupektopa lleHTpa mo 3asBieHUI0 paOOTHUKA
[entpa.

5.2. PabGota (03HaKOMJIEHHE) C JHMYHBIMH JejaamMu paboTHUKOB lleHTpa mnpowusBoauTcs B
MpUEMHOMN aupekTopa. B koHIle pabodero JHS JOKYMEHTOBE] HWJIM CEKpeTapb y4eOHOUM dacTu
00s13aH yOeauThCS B TOM, YTO BCE JIMYHBIC JieJia, BBIJAHHBIE BO BPEMEHHOE TOJIb30BaHUE,
BO3BpAlllcHhI Ha MECTO XPAaHEHUS U €CTh JIM HEOOXOAUMOCTh JUIsl TPHUHATHS MEp K HUX
BO3BPAILICHUIO WJIH PO3BICKY.

5.3. ®akT BBIAYM JIMYHOTO Jiena GUKCUPYETCS B KOHTPOJIBLHOM KypHaJe.

5.4. U3batve OTACIBbHBIX JOKYMEHTOB W3 JIMYHOTO Jiefla TPOU3BOAUTCS C pa3perieHus
mupektopa lleHTpa ¢ odopmiieHHeM COOTBETCTBYIomlel 3amucu B Tpade «llpumeuanuer»
BHyTpeHHel omucH. [Ipy BpeMEHHOM H3BIATHH JOKYMEHTAa Ha €ro MecTo (MEeXIy JHCTaMH
COCEIHMX JIOKYMEHTOB) BKJIaJIbIBAC€TCS CIIPaBKa-3aMECTHTENIb C yKa3aHUEM JaThl U MPUYUH
U3bATHS C TMOANUCHIO JIMIIA, BBIAABIIETO JOKYMEHT, U MOJIKCHIO JIUIA, TOJTYUYUBIIETO €ro BO
BPEMEHHOE IOJIb30BAaHMUE.

6. OdopmiteHue JTUYHBIX JIe] epe caaveil B apXuB

6.1. OdopmieHre NUYHBIX AeN s Mepefadyd B apXuB MPOU3BOJIUTCS JOKYMEHTOBEIOM
LenTpa. Ota npouenypa BKIIOYALT:

® TIOAIIMBKY (TIEpEIIeT) Jena;

yTOYHEHHE HyMepalliu JIMCTOB JIeNa;

COCTaBIICHHUE JHCTa-3aBepuTes (mpuioxxenue Ne §);

cocrtaBiieHre (YTOUHEHHE) BHYTPEHHEN OTHCH;

BHECEHHE YTOUYHEHUI B PEKBU3UTHI JINLIEBON OOJIOKKH Jela.

6.2. Jlucr-3aBepuTenp Jena JOKEH TMOAMHCATh €ro COCTaBUTENb, MPH STOM JelaeTcs
pacmm@poBKa JODKHOCTH W TOAIKCH, MPOCTaBIAeTcS aara. B mporiecce MCHONb30BaHUs
ApPXUBHBIX JIOKYMEHTOB B JIUCTE-3aBEPUTENIEC JIENAIOTCS COOTBETCTBYIOIME OTMETKH. Eciu
JIeNI0 TMOIIUTO Oe3 JIMCTa-3aBepUTeNsl, TO €ro CleAyeT HAKJIEUTh Ha BHYTPEHHIOI CTOPOHY
00JIOKKH Jiena.

6.3. C nenpro obecrneueHus COXpaHHOCTHU JIMYHBIX JIe]T PEKOMEHTyeTCSI:

e O0BEIUHATH WHIWBUIYAbHBIE JIMYHBIC JieJla YBOJIGHHBIX COTPYAHHKOB B OJHY
00710KKy (00BbEIMHEHHOE JIEJI0) C TAKHM PacdyeToM, 4TOObl 00beM Jiena (ToMa) He MpEeBhIIIal
250 aucToB (IMyTeM CIIMBKH MAaTEPUANIOB WHIMBUIYAIbHBIX JIE] MO0 r0JlaM YBOJbHEHHUS);

e pacroJyiaraTh MaTEpHUabl HHIWBHUIyIbHBIX JIe B Tpe/eax aena (Toma) B aiaBUTHOM
nopsnke (rmodaMuiIbHO), OTAETSSE MaTepPUaNbl, OTHOCSIIMECS K Pa3HbIM WHAWBUIYATbHBIM
JeNiaM, YHCTBIM JINCTOM OyMarum ¢ yKa3aHWeM Ha HeM (aMuiIuu, UMEHH H OTYecTBa
COOTBETCTBYIOIIETO YBOJIEHHOTO paboTHUKa [leHTpa,;



e cHaOXaTh KaXJ0€ OOBEIUHEHHOE /€TI0 (TOM) BHYTPEHHEH ONMUCHIO C NEPEUUCICHHEM
dbaMuIMii, WMEH W OTYECTB W YKa3aHHEM HOMEpPOB CTpPaHUI, B TIpeleinax KOTOPBIX
PacIONI0KEHbI COOTBETCTBYIOIINE JOKYMEHTEI.

6.4. [lepenavya TUYHBIX AET B apXUB OCYIIECTBISIETCS HE MO3AHEE TPEX JIET MOCIE 3aBEPIICHUS
UX B JCIONPOU3BOJCTBE B COOTBETCTBUMU C Trpadukom. I[IpenBapurenbHO cekperapem,
CIEIUAIMCTOM I10 KaJipaM MPOBEPSIETCS MOJHOTA U MPABWILHOCTH MOATOTOBKH JTUYHBIX JCIT K
nepenade. BeIsIBICHHBIE TPU TPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKPETapeM, CIIeHATHCTOM
no xazapam. [lepenaya u mpreM MpOU3BOIATCS MO OMUCH C MTPOCTAHOBKON OTMETOK O HAJTMYUHU
JUYHBIX JIEI.

6.5. Jlnunple mena pabotHukoB lleHTpa, 3akOHYECHHBIE JTOKyMeHTOBeaAoM a0 1 sHBaps 2003
roga, xpanarcs 75 mer, nocne 1 suBaps 2003 roma — 50 ner. JImuHble aena IuUpeKTopa,
riaBHOTO Oyxrantepa LleHTpa IMeroT MOCTOSTHHBIN CPOK XpaHEHUS.

7. OTBEeTCTBEHHOCTH

7.1. PaGotuuku IleHTpa o00s3aHBI CBOEBPEMEHHO TMPEJCTABIATH JOKYMEHTOBEAY WU
CeKpeTapro y4eOHON 4acTH CBEeJICHHS 00 N3MEHEHHUH B MEPCOHANIBHBIX JAHHBIX, BKIIOYCHHBIX B
COCTaB JUYHOTIO JeAa.
7.2. PaboTomareiib 00eCIeunBacT:

® COXPaHHOCTh JUYHBIX JeJl paboTHUKOB LleHTpa;

® KOH(DUICHIMAIBHOCTH CBEJICHUMN, COACPIKANTUXCS B IMYHBIX JeTaX paOOTHUKOB.

8. IIpaBa paGoronarens u padorHuka Llenrpa

8.1. Jlms oOecrieyeHus 3alUThI IEPCOHATBHBIX JAHHBIX, KOTOPBIC XPaHATCS B JUYHBIX Jieiax
paboTHukoB LleHTpa, paOOTHUKK UMEIOT TIPABO:

® [OJYYUTH MOJHYIO MH(OPMAIMIO O CBOMX IEPCOHAILHBIX JIAHHBIX M 00pabOTKE ATHX
JAHHBIX;

® [OJYYUTH CBOOOIHBIN JOCTYI K CBOMM IEPCOHAIBHBIM JTaHHBIM;

® [OJYYUTh KOIUU JIOKYMEHTOB, XpaHSAIIMECSd B JIMYHOM JieJe M  COJCpIKaIlHe
NIEpPCOHAIbHBIC JaHHBIC.

e TpeOOBaTh MCKIIIOUYCHUS WM MCIPABICHUS HEBEPHBIX M HEIMOJIHBIX IMEPCOHATBHBIX
JAHHBIX.
8.2. PaboTomarens UMeeT MpaBo:

e 00pabaThiBaTh INEpPCOHANIbHBIC JaHHbIC pPAaOOTHHKOB IleHTpa, B TOM Yucie M Ha
AJIEKTPOHHBIX HOCHUTEIAX;

® 3aIpOCUTh OT pabOTHHMKOB lleHTpa BCIO HEOOXOAMMYIO HH(DOPMAIMIO JUIS BEACHHS
JUYHBIX JIe] B 00paOOTKH IMEPCOHATBHBIX JaHHBIX.

9. 3akII0YNTEeIbHbIC MOJOXKECHUA

9.1. Bce u3mMeHeHUs M JIOTIOJTHEHUS, BHOCHMBIE B Hacrosiee [lonoxenne, odopMisioTcs B
MUCBMEHHON (opMe B COOTBETCTBUHU JIEHCTBYIOIIMM 3aKOHOJATENILCTBOM Poccuiickoit
Denepaunu.

9.2. Tlocne mpunsTHus IlonoxxkeHus (MMM M3MEHEHUW W JIOTIOHEHHWHA OTICNIBHBIX IMYHKTOB U
pa3zieNoB) B HOBOM peAaKlMU MPEbIIyIIas peAakius aBTOMaTHYECKU YTPAuUBaeT CUITY.



KypHan yuera TU4HBIX 1€

ITpunoxenune Nel

K TOJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IOCJI pa6OTHI/IKOB

Ne Hata @ammms, | Tabens- | Jomxaocts | CTpyKTYyp- Hatan Hatan ITpumeya-
/ oopmure- UM, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HUSI JMYHOTO | OTYECTBO HOMeEp cus, nozipasie- npuKasza npuKasza
nena nearora u Crenuaib- JIeHUe (pacmops- (pacmops-
COTpYJHUKA HOCTb) JKEHHS) O JKEHHS) O
nearora u npueme npeKparie-
COTpYIHUKA nearora u HHUA
coTpynHuKa | (pacropixe-
Ha paboty HHN)
TPYOBOT'O
JIOrOBOpA C
NearoroM u
COTPYJHHKOM
(yBOnbHE-
HUN)
2 3 4 5) 6 7 8 9




Donx Ne

Omuce Ne

Hemo Ne

Wunexc nena

O010KKa JIMYHOTO [el1a

ITpunoxenne Ne2
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeNT paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHMe 00pa30BaTENbHON OpraHU3aIMN)

Jara nauama

JlaTta OKOHYaHMS

Ha JIIcTax
XpaHUThb Ier
dounpg Ne
Omuce Ne

Hemo Ne

(3aroJyioBOK jiea)



BHYTPEHHSA S OITNUCh
JIOKYMEHTOB ziesia Ne

ITpunoxenne Ne3
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

Ne NHuneke Hara HasBanue Howmep [Ipumeyanus
n/m JOKYMEHTa JOKYMEHTa JOKyMEHTa JUCTOB
Jena
Hroro: JNOKYMEHTOB

(trpamu 1 IPOMHCHIO)

KonndecTBo TMCTOB BHYTPEHHEN OMUCH

(udpamu ¥ IPOHHCHIO)

OTBETCTBEHHBIH 3a
KaJIpOBBIN yYeT:

(moamnuce)
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®.1.0.

ITpunoxenne N4
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeNT paOOTHUKOB

JOIKHOCTD

JIngnoe nemo Ne

I[aTa O3HAaKOMIJICHHA 1I€aarora
" COTpYAHHKA C JIMYHBIM
JCII0M

Tloanuce emarora u
COTpYIHUKA

OTMeTKH, MPUMEUaHUS,
3aMeYaHus




ITpunoxenne NoS5
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

OTMeTKa 0 pe3yJibTaTax e;KeroJHoi NPOBEePKH COCTOSIHUA
U HAJTHYMSA JTUYHOT0 JeJia

®.1.0.

JOIKHOCTB

JIngnoe nemo Ne

Jlata npoBepku ®.1.0. uneHos [Toanucy 4ieHoB Pesynprar npoBepku
KOMHCCUU KOMUCCUU




1. ®amunus

[Mpunoxxenne Ne6

K TOJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IOCJI pa6OTHI/IKOB

JINYHBIN JTUCTOK MO Y4eTy KA/JpPOB

Nms

OT4ecTBO

2. Ilon

3. l'on, yucio u Mecsl poxACHUS

4. Mecto poxaeHUs

5. I'paxnancTBO

(ceno, nepeBHst, ropojl, pailoH, 00JIacTb)

6. Ob6pazoBanue

HazBanmne
y4eOHOTO
3aBEJCHUS U €T0
MECTOHAXO0XKJICHUE

®DaKkynbTeT
W
OTJIeJICHHE

TI'on
MOCTYTUICHUS

TI'on
OKOHYAHUS
WM yX0/1a

Ecnu ue
OKOHYUJI, TO
C KaKoro

Kypca yIen

Kakyro
CHEIUAIBHOCTh
MOJIy4ni B
pe3ynbTaTe
OKOHYaHUS
y4eOHOTO
3aBe/IeHus,
yKka3atb No
JTUIIOMA WIIN
YIOCTOBEPEHUS

7. Kaknmu HHOCTPAHHBIMU A3bIKAMH BJIAACCTC

8. Yuenas CTCIICHb, YUICHOC 3BAHUC

9. Kakue nmeere HayyHble TPY/bl U H300pETCHUS

(uuTaere U MEPEBOTUTE CO CIOBAPEM, UUTACTE U MOXKETE OOBSICHITHCS, BlIaJIeeTe CBOOOTHO)

10. BeimonHsiemas paGoTa ¢ Hadaja TPYAOBOH JIEeATEIbHOCTH (BKIIOYasi ydeOy B BBICIIUX U CPEIHUX
CMEeLUANbHBIX YUeOHBIX 3aBEJICHUSX, BOCHHYIO CIY>KO0Y U paboTy 10 COBMECTUTENILCTRY)




Mecsu u rog JIOMKHOCTB € yKa3aHUEM YUPEXKICHUS, MectoHaxoxk1eHUE

MOCTYILICHUS yxoJia OpraHu3aluy, NpeanpusThs, a TAaKKe YUpeKACHHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aluu,
PEANPUSTHS

11. IIpeOriBanme 3a rpanuliei (padboTa, cayxeOHass KOMaHIUPOBKA, TIOC3/Ka C JICIeTaliuei )

Mecsu u rog B xaxoii ctpane Llens mpeObIBanMs 3a
C KaKoro 10 KaKoe rpaHuuen
BPEMEHU BpeMsl

12. YuacTtue B BBIOOPHBIX OpraHax

MecTto BbIOOpHOTO HazBanwue Bsi6opHOTOo | B KadecTBe koro I'on
opraHa opraHa BbIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeeTe npaBUTEIILCTBEHHBIE HATPaIbl

Kornma u keM HarpaxaeH

14. OtHOLIEHNE K BOMHCKAM O0S3aHHOCTSAM U BOUHCKOE 3BaHUE

CocraB Pon Botick
(KOMaHHBIH, TOJIMTUYECKUI, aIMUHUCTPATUBHBIA, TEXHUYECKUU U T. 11.)

15. CeMeliHOE MOJIOKEHNE B MOMEHT 3aIIOJIHEHHUS JUYHOI'O JIUCTKA

(4NeHBbI CEMBH, C YKa3aHUEM BO3PACTa)

16. lomamuuii anpec

17. Ob6s3yt0ch CBOEBPEMEHHO M3BEIIATh 000 BCEX M3MEHEHUSX JIaHHBIX, BKIIOUYEHHBIX B JTUYHBII
JIMCTOK IO YYETY KaJIpOB.

« » 202  ronma




ITpunoxenue Ne7
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

AHKETA

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxxgancTBO (€Ciii U3MEHSIU, TO YKaXKHTE,
KOI'/Ia U TI0 KaKOW MpUUYUHE)

2. OOpa3zoBanue, yd4eHas CTeNeHb (Korjga |
Kakue ydeOHbIe 3aBeJICHUS] OKOHYWIHM, HOMEpa
qurioMoB). CreruanbHOCTh U KBadU(UKAIUs
0 JAUTIOMY

3. KaKI/IMI/I I/IHOCTpaHHBIMI/I A3BIKAMH U A3bIKAMH
HapoJ0oB Poccuiickoit denepaiuy BiIaieeTe U B
Kakol  cremeHH  (YMTaeTe U MOJXKETE
O0OBSCHATHCS, BIaZeeTe CBOOOIHO)

4. BeimosiHsiemast paboTa ¢ Hadaia TPyJOBOM JAESITEIbHOCTH (BKJIIOUYasi BOCHHYIO CIIY’KOYy U paboTy 1o
COBMECTHUTEIILCTBY)

Mecsan u rong JIOKHOCTB € yKa3aHUEM yUpEexKICHUS, MecToHaX0KICHHUE
MOCTYTIICHUS yxojaa OpraHu3aIuy, MPEIPHUITHS, a TAKKE YUpeXKACHHS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
MIPEATPUSITHS

5. Bamm 6n1u3kue poJCTBEHHUKH (JK€HA, MK, OTEIl, MaTh, OpaThsi, CECTPHI)

CreneHb damMuans, UM, I'on Mecto paboThl, Anpec mecTa
pOACTBa OTYECTBO POXKICHHS JIOHKHOCTH JKUTEIIbCTBA

6. Jlomanrauit agpec u Homep TenedoHa

7. [lacnopT WM JOKYMEHT, €r0 3aMEHSIOIIUN

(HOMeEp, cepHsi, KEM U KOTJia BbIIaH)
8. Z[OHOJ'IHI/ITCJ'H)HBIC CBCACHUSA, KOTOPBIC Br1 xxenmaete COO6H_[I/ITB 0 cebe

10. Ha xakoil ypoBeHb 3apiuiatel Bel paccuntsiBaere?

« » 202  ronma

(IOJDKHOCTh OTBETCTBEHHOT'O 32 KaJ{POBBIN yueT) (moanuce) (pacumdpoBKa OAITUCH)



JIMCT-3ABEPUTEJIb

mesia Ne

B nene npomuto u npoHyMeEPOBaHO

ITpunoxenne Ne8
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIeNT paOOTHUKOB

JIUCTOB

(uudpamu U IPOIKCHIO)

c No o Ne , B TOM YHCJIE:
JTUTEpHBIE HOMEpa JIUCTOB
MPOMYIIEHHBIE HOMEpa JIUCTOB
+ TMCTOB BHYTPEHHEH OmMUCH JIUCTOB
Oco0eHHOCTH (PU3HUECKOTO COCTOSIHUS U Howmepa microB
dhopmupoBaHus Aena
OTBETCTBEHHBIN 3a
KaJIpOBBIN y4eT
(moamucek) (pacmmppoBKa HOANUCH)

« » 202 ronma
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