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MHCTPYKLUWA
0 NopsafKe popMuUpoBaHUA, BeLeHUSA
N XpaHeHUA NUYHbIX aen paboTHuMkoB MITTMY po nepefgavyn B apXuB
YHuBepcuTteTa

1. OBWME MONOXEHNA

1.1. [laHHbIA AOKYMEHT SIBNSETCA NOKa/SbHbIM HOpPMaTuMBHbIM akTom ®IrBOY BIO
«[epMCKUin TocyfapCTBEHHbIA TyMaHWTapHO-Medarornyecknini yHmeepcutet» (MITMY) n
yCTaHaB/MBaeT efuHble TpeboBaHUS K (POPMUPOBAHUIO, BEAEHUIO U XPaHEHUIO NINYHBLIX Aen
paboTHukos MICMAY.

12,  «WHCTpyKUMsa 0 nopsgke (OPMUPOBaHUA, BEAEHUA W XPaHEHUA NINUHBIX Aen
paboTtHnkoB TITMY a0 nepegaun B apxvMB YHMBepcuTeTa» (nanee WHCTpyKUMA)
pa3paboTaHa B COOTBETCTBUM C 3aKOHAMW, HOPMAaTMUBHbLIMMW MPaBOBbIMW akTaMu POCCUIACKO
defepaynn 1 noKanbHbIMWU HOpMaTUBHbIMW akTamu MITTY:

- ®epepanbHbiM 3akKoHOM «O BbiCLIEM 06pa3oBaHUM B Poccuiickoin Pegepaunmn» ot
29.12.12 1. Ne273-93;

- ®epepanbHbiM 3aKOHOM «O nepcoHanbHbIX AaHHbIX» 0T 27.07.2006 r. Ne 152-93;

- MocTtaHoBneHnem Mpasutenbctea P® oT 15.09.2008 r. Ne 687 «O6 yTBEPXAEHUN
MonoxeHns 06 0CO6EHHOCTAX 06paboOTKM MNepcoHaNbHbIX AaHHbIX 63 KMCNO0Ab30BaHMUSA
CpefCcTB aBTOMaTU3aLNNY;

- TpygnoBbiM Kogekcom Poccuitickoin degepauuu;

- Mprkasom MuHucTepcTBa KynbTypbl Poccuninickoii degepaumnmn «O6 yTBepXAeHUN
npasun opraHM3aLum XxpaHeHns, KOMMAEKTOBaHUSA, Y4&Ta 1 UCNO/Mb30BaAHUSA LOKYMEHTOB
apxXmMBHOro ¢oHaa Poccuiickol ®efepaymm v 4pyrux apxXmMBHbIX JOKYMEHTOB B opraHax
rocyfapCcTBeHHOM BlaCTU, OpraHax MecTHOro camoynpaB/ieHUs ¥ OpraHu3auunax» ot
31.03.2015 r. Ne 526;

- OCHOBHbIMY NpaBunamu paboTbl apXMBOB U opraHu3aumnii, 2002 r.,

-FOCT P 6.30-2003. YHuuymnpoBaHHas cuctema opraHusayMoHHo-
pacnopsagMTe/ibHON AOKYMeHTaLnu;

- Yctasom MIrriy;

- NHcTpyKumeli no genonpounssoactey Mrrrny, 2010r.; «

- VIHCTpyKuMeid no noAroToBKe W nepefade NUYHbIX [en B apXuB YHMBepcuteTa
2018 r.

1.3. JlnyHble pena BeAyTCA Ha PYKOBOAALWMX, Hay4yHO-Megarornyeckmx
paboTHMKoB, cneumnanuctos MITTY. Ha paboTHWKOB, B OTHOLWIEHWN KOTOPbIX MpU
npuemMe Ha paboTy He npeabABAAOTCA TpeboBaHUA K o6pas3oBaHWUIO, KBanupukayum,
HanM4YU CcneunanbHbIX 3HAHWUW  WMAWM cCneuuanbHOW MOAFOTOBKWU, NINYHbIE fAefla He
ohopMnsArTCA.

14. ®dopmupoBaHue, BefeHMe U ONepaTUBHOE XPaHeHWe JIMYHbIX [en
OCYLLeCTB/AET yNnpaBneHne KagpoB yHuUBepcuTeTa (CneymnanncT no Kagpam).



2. COCTAB AOKYMEHTOB JINYHOI O AENA

2/1. NlnuHoe peno paboTHUKa GOpMMPYeTCsa MNocne 3aKN4yeHus TPyAaoBOro
porosopa (KOHTpakTa) M u3faHWs npukKasa o0 npueme Ha paboTy (Ha3HaAYeHUM Ha
[O/MKHOCTD).

2.2. Tlpn ¢opmMupoBaHNUM NNYHOIO fAena B HEro BK/AWYaKTCA  chnegykouine
OOKYMEHTHI:

- IMYHbBIA NUCTOK NO y4yeTy KaApoB;

- Konmuu [JOKymMeHTOB 06 o06pa3oBaHWMW, MOBbIWEHUN  KBanupukaumm,
nepenoAroToBKe, HA/IMYUN YYEHON CTeneHn n (Uan) yYeHOro 3BaHuA;

- 3adaBneHne 0 npueme Ha paboTy;

- Konusa (BbIMMCKA) NMpuKasa o npuemMe Ha paboTy (HasHaYeHWM Ha LOSKHOCTL);

- pestome (NpU HanNU4un).

2.3. B npouecce BefeHUA JIMYHOTO fefa B HEro BKAKYAKTCA [AOKYMEHTHI,
XapakTepusytowjue AenoBble, Hay4Hble U INYHbIE Ka4ecTBa paboTHMKA:

- LOMONHEHWE K IMYHOMY NINCTKY MO Y4YeTy Kagpos (Npu Hanuuum);

- 3aaBNeHna paboTHUKA O MepeBOfe, YBO/IbHEHUW, UHbIe AOKYMEHTbI, MOCNYXUBLLINE
OCHOBaHWeM AN11 NepeBoja, YBONbHEHUSA pabOTHUKE;

- Konuu (BbIMUCKW) MPUKA30B O NepeBoje, YBO/IbHEHWN;

- 3aABNE€HWS W BbIMUCKW W3 MPUKA30B O NPEeLOCTaBNEHUN [EKPeTHOro OTMYCKa,
oTnycka no yxoay 3a pebeHkom o 1,5 u go 3 ner;

-KOMuUKN (BBIMUCKN) TMPUKA30B W [OKYMEHTOB 006 W3MeHeHun damunanm (UMeHu,
0TYeCcTBa), NPUCBOEHNN KBANN(MUKALUOHHbLIX KaTeropuii, y4eHbIX CTENeHEW, YYEHbIX 3BaHUi
nT.n.,

- KOMWW [JOKYMEHTOB O MOBBIWEHUN KBain(uKauum, nepernojrotoBke, CTaXUPOBKE
(aunnom, yAoCTOBEpPeHWe, CBUAETENbCTBO W Mp.), MpefcTaBisfieMble paboTHMKaAMK B
ynpas/ieHne KafjpoB B TeYeHNe Hefenun CO AHA OKOHYaHMA 00yuyeHus.

- KOMWW [OKYMEHTOB O NMPUCBOEHUAX PabOTHUKY MOYETHBIX U Ap. 3BAHWUA;

- aTTecTauuOHHble [AOKYMEHTbl COTPYAHWKOB W3 4yucna afAMUHUCTPaTUBHO-
ynpaBaeH4Yeckoro n y4ebHo-BCNOMOraTelbHOro nepcoHana;

- WHble XapakTepusytoume paboTHUKa JOKYMEHTbI (MPU Hannuum).

2.4. B nn4HOe aena Hay4yHO - Meaarornyeckoro paboTHMKa, Npolleawwero npoueaypy
KOHKYPCHOro otbopa, AOMO/IHUTENIbHO BK/IHOYAOTCA CEYHOLME JOKYMEHTbI:

- 3asB/IeHNe Ha yyacTme B KOHKYPCHOM OTO60pe Ha 3aMelleHne BaKaHTHOW JO/MKHOCTMK;

- BbIMUCKA M3 NPOTOKONA 3acefaHunsa Kadeapsl;

- BbINWCKa W3 nNpoToKona 3acepaHus CoseTa (hakynbTetTa (B cnyvae  u3bpaHua
npeTeHAeHTa Ha npenojaBaTeflbCKy AOMKHOCTL PaKynbTETCKOW Kadeapbl);

- BbIMWCKA U3 NPOTOKO/a 3acefjaHNs Y YeHOro coseTa YHUBEPCUTETA;

- 0T4yeT 0 paborTe;

- CMWUCOK Hay4HbIX TPYAOB YCTAHOB/IEHHOro obpasua 3a Nnepuoj, NpejLlecTBYHOLLNiA
KOHKYpPCHOMY 0T6opYy;

- 3K3eMnnsap TPyAoBOro gorosopa (KOHTpakTa);

- XapakTepucTuka (Mpu Hannuuw).

B copmupoBaHHOe nnMYHOE [en0 AOKYMEHTbl BK/HOYAKTCA B XPOHO/IOrMYECKOM
nocnepoBaTelbHOCTH.

2.5. B fnyHoe peno He BKAHOYAKOTCA KOMWUW [OKYMEHTOB, COAepXaHWe KOTOopbIX

HOCUT BPEMEHHbI XapakTtep:

- 0 MpefocTaB/eHNN 0YepefHbIX, JONONHUTENbHBIX OTMYCKOB;

- 0 HanoXeHUuW AUCLUNAUHAPHBLIX B3bICKAHWIA (3a WCKAKOYEHMEM  CllyvaeB
YBO/IbHEHNS pabOTHMKA B KauecTBe Mepbl AUCLMUMIMHAPHOIO B3bICKaHWUSA);

- 006 ycTaHOBNEHUN Haf6aBOK K JO/HKHOCTHOMY OKNajy, BbinaaTte npeMuii u T.0.;

3. TPEBOBAHNA K COCTABJEHVIO N O®OPMNEHWIO
OJOKYMEHTOB JINYHOIO AENTA



3.1. JIMYHbIA NUCTOK MO YYeTy KafpoB MOAMUCLIBAETCA PAbOTHUKOM C YKa3zaHUEM
AaTbl 3an0NHeHNs. VI3MeHeHUs U JONONHEHUS B IMYHBIA NMCTOK MO YYEeTy KajpoB Moc/e ero
3ano/IHEHNSA He BHOCATCA.

3.2. B fONOMHEHUM K NIMYHOMY JIMCTKY MO Y4YeTy KafpOB OTPaXarTCA [aHHble O
paboTe M W3MEHEeHUS B YYeTHbIX CBELEeHMAX O PaboTHUKe mocne 3anosIHeHUS JINYHOTO
JINCTKA MO0 Y4YeTy KaApos.

3.3. Konuu pgokymeHTOoB 06 006pasoBaHuMM, MNOBbIWEHUW KBaNUpUKauum u
nepenogroTtoske (arrectar, AUMNAOM, CBUAETENbCTBO W AP.), BK/IHOYAEMbIE B JIMYHOE [EN0,
[O/KHbI 6bITb 3aBEPEHBI COTPYAHUKOM YNpaB/ieHns KaLpos.

4. YYET, XPAHEHWE, NCMNOJIbSOBAHWE N MEPEOAYA NTNYHBLIX AENT B
APXVB

4.1. JOKYMEHTbI IMYHOrO fena NoMeLLaloTcA B OTAENbHYIO Nanky-CKOpPOCLUNBaTE b.
Ha 06/10>kKe TMYHOTO0 AieNna yKa3blBaTCA:

- HaMMeHOBaHMWe BY3a, CTPYKTYPHOro nojpasfefieHus;

-3aro/fIOBOK NMYHOro Agena (pamMunms, UMs, OTYECTBO PabOTHUKA B MMEHUTE/IbHOM
nagexe);

- [aTa Hayana BefieHua NMYHOro faena.

Ecnn damunma paboTHMKA nocne OopOpMIEHUS NIMYHOTO [Aena W3MeHanacb, TO
cTapas (paMunms 3aknyaeTcs B CKOOKM, a HOBas 3anucbiBaeTCa Haf Heil.

4.2. Bce LOKYMEHTbI IMYHOIO Aena B nepuoj paboTbl KPensaTca B CKOPOCLUMBATENE Ha
METaNIMYeCKOM AepxKaTene.

4.3. lnuHble fena XpaHATCA B ynpas/ieHUN Kafpos B and)aBUTHOM MOPsALKe OTAENbHO
Mo KaTeropusm npogeccopcKo-npenofasaTeslbCKOro coctasa v NPoYMxX COTPYLHMKOB.

Ycnoeus XxXpaHeHWa JNIAYHBIX [en OO/MKHbl obecneumBaTb WX  COXPaHHOCTb OT
XULLEHUA, NOPUN, YHUUTOXEHUA MO0 HeCaHKLMOHNMPOBAHHOTO UCMO/b30BAHUA.

4.4. NnyHble gena paboTHMKOB NOANEXAT CTPOromy y4yety. [1pu yBONbHEHUMN WU
nepesofe paboTHUKaA, OTBETCTBEHHOrO 3a YYeT M COXPAHHOCTb JIMYHbLIX [eN, UMeroLinecs
NNYHble fena nepejaroTca ApYroMmy paboTHUKY MO akTy npuema-nepegayu gen.

45. Bce wucnpaBneHwWsi, BHECEHHble B [AOKYMEHTbl JIMYHOr0 pfena paboTHUKA
YHMBEPCUTETA, AO/KHbI ObiTb 3aBepeHbl MOAMWUCHLIO COTPYAHWMKA WM MevaTbio ynpas/ieHUs
KafpoB.

4.6. JInyHble fena MOryT BblfaBaTbCa A1 O03HAKOMJ/IEHUSA PEKTOPY, MPOpeKTopam,
Haya/bHUKY OTAena nNpaBoBOro obecrneyvyeHns v paboTHWKY, HA KOTOPOro 3aBefleHO JINYHOe
aeno.

PykoBoguTenam nogpasfefieHnidi NNYHble fena Ha  NOAYMHEHHbIX PaboTHWUKOB
BbIJal0TCA BO BPEMEHHOE NO0J/Ib30BaHNe C MMCbMEHHOr0 pa3peLleHns peKkropa.

Mpn paboTe C NMYHBIM [efioM, BblJaHHbIM A1 03HaKOM/IEHMA,  3anpeLyaercs
NMPou3BOAUTL KakKue-nnbo WUCNpaBNeHWUA B paHee CcAeflaHHbIX 3aMuUCAX, BHOCUTb B HErO
HOBble 3amnucu, W3BNeKaTb W3 JIMYHOTO fJena, MMerwmecs B HEM [OKYMEHTbl 1160
NMoMeLlaTb HOBbIE M pasrnawarb cofepXallnecs B HEM NepcoHanbHbIe faHHbIe.

4.7. NInyHble gena yBONeHHbIX u3 MITTY paboTHUKOB noAanexar MNOMHOMY
OPOpMNEHUID ¥ nepefavye Ha XpaHeHWe B apxXvMB YHWBEPCMTETa B COOTBETCTBUM C
«V/IHCTpYKUMeid no noAroToBke W nepejaye fJen nNo JIMYHOMY COCTaBy B apXuB
YHuBepcuteTa».





