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0 NMOpPsAAKE BEACHUA JIHYHBIX JI1€J1 paﬁoTHl/lKOB

1. O0mue MoJ10KeHUA

1.1. Hacrosimee Ilomoxkenue pa3paboTaHo B COOTBETCTBUU ¢ DeaepabHBIM
3akoHOM OT 29 nekabpst 2012 roma Ne 273-d3 «OO6 o6pazoBanum B Poccuiickoi
deneparuny» ¢ uameHenussMu ot 4 aBrycra 2026 rona [1], denepanbHbiM 3aKOHOM OT 27
utoiis 2006 roma Ne 152-®3 «O mepcoHaIbHBIX JAaHHBIX» ¢ U3MEHEHUSAMH OT 24 HIOHS
2025 roma [2], denepanbhbiM 3akoHOM OT 22 OkTsi0pst 2004 roma Ne 125-d3 «O6
apxuBHOM Jene B Poccuiickoit @enepanumn» ¢ usmenenusmMu ot 13 gexabps 2024 roga
[3], Tlpukaszom DenepanpHOro apxuBHoro areHtcTBa Poccuiickoit ®eneparuu ot 31
utong 2023 roma Ne 77 «O6 yrBepxaeHuu I[lpaBunm opraHuzanuv XpaHCHUS,
KOMILIEKTOBAHUS, YY€Ta U UCIIOJb30BaHUS TOKYMEHTOB ApxuBHoro ¢oHaa Poccuiickoit
denepanuu U IPYruX ApXUBHBIX JTOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax, OpraHax
MECTHOTO caMmoyIpaBiieHus U opranuzanusx» [4], [Ipukazom denepaibHOro apXUBHOTO
arenTctBa Poccutickoit @enepanuu ot 24 nexadps 2020 roga Ne 199 «O06 yTBepxIeHUH
MeTtoaudyeckux peKOMEHAAIui 1Mo pa3pab0TKe MHCTPYKIIMK IO JEJIOTPOU3BOJIACTBY B
rOCyJlapCTBCHHBIX OpraHax, OpraHax MECTHOro camoympasieHus» [5], Ilpukazom
denepanbHOTO apXuBHOTO arentcTBa Poccuiickoit @enepamuu ot 20 gexadps 2019 roga
Ne 236 «O06 yrBepknenun [lepednsi TUIMOBBIX YIPaBICHYECKUX apXUBHBIX JOKYMEHTOB,
o0Opa3ylomuxcsi B TMPOIECCEe JEATENbHOCTH TOCYIAapCTBEHHBIX OPTraHOB, OpPraHOB
MECTHOTO CaMOYIIPAaBJICHHUS W OpraHHM3alliii, C yKa3aHUEM CPOKOB HMX XpaHeHUs» [6],
TpynoBeim konekcom Poccuiickoit ®enepanuu  [7], KoJUIGKTHBHBIM JIOTOBOPOM,
Ycraom MBOY «COII Ne 1 c. Anxan-Kama» (manee — mkona, o61meoopa3oBaTenbHast
opraHuzanus).

1.2. lannoe Ilonoxenue ompenemnsieT MOPSIOK BEACHUS JIMYHBIX /e PaOOTHUKOB,
omnpenenseT MopsaoK (GopMUpoBaHUs, BEJICHHS, y4yeTa, XPaHEHHS U MCIOJIb30BaHUS
JUYHBIX  JIe1  paOOTHUKOB  0OIE0Opa3oBaTEIbHOM  OpraHu3aluud, a  Takke
OTBETCTBEHHOCTb, IIPaBa U 005I3aHHOCTH PAOOTHUKOB U JUPEKTOPA IIKOJIBI.



1.3. Hacrosimee — Ilonmoxkenue ~ yTBepKmaeTrcs  NPUKA30M  AUPEKTOpA
00111e00pa30BaTeIbHON OpraHU3alUuM U SIBISETCA 00s3aTENbHBIM I BCEX COTPYAHUKOB
IITKOJIBI.

1.4. Benenne MUYHBIX €] COTPYAHUKOB IIKOJIBI BO3JAracTCs Ha CIEHHUAINACTA IO
KaJpaMm o011e00pa3oBaTeIbHON OpraHu3aIuy.

1.5. JIuunoe neno paOOTHHKA MPEACTaBISIET COOOMl COBOKYIHOCTh JOKYMEHTOB,
COJIepKalllUX CBEACHUS O paOOTHUKE M €ro TPYAOBOM  JCATEIbHOCTH B
o011e00pa3oBaTesbHON OpraHu3aiuy, GopMUPYEMYyI0 U BEAYIIyrocs paboTojaTesieM B
HEeIsSX KaJpoBOTO yueTa, JOKYMEHTHPOBAHUS TPYIOBBIX OTHOIIEHUM M apXUBHOTO
XpaHECHUS.

1.6. Cenenusi, coneprKangecss B JUYHOM J€Jie, OTHOCSATCS K KOH(PUIECHIIUATBHOM
uH(OpMaINK, UMEIOT OTPAHUYCHHBIN JOCTYI U pa3rialleHUuIO HEe TOIJIekKaT.

1.7. Paboromatenr obecmeynBaeT CoOOJOJICHHE TpeOOBaHUN 10  3alluTe
NEePCOHANBHBIX JIAHHBIX COTPYIHHUKOB 00IIc0Opa3oBaTeIbHON OpraHu3aIuu, HX
Oe3omacHol 00paboTKe U XPaHCHHUIO.

1.8. OOGpabGoTka mMepCcOHANbHBIX JaHHBIX COTPYAHUKOB OCYILECTBISETCS TpHU
HaJIMYUU OCHOBAHUM, MPEAYCMOTPEHHBIX 3aKOHOAATENBLCTBOM Poccuiickoin denepanum.
Cornmacue corpynHuka odopmisieTcs TOJIbKO B cilydasX, Korjma oOpaboTka
NEPCOHAJIBHBIX JAHHBIX HE MOXKET OCYIIECTBISATHCS HAa MHOM 3aKOHHOM OCHOBAHMWM.
Cornmacue odopmisieTrcss OTACIBHO OT HMHBIX TOJMUCHIBAEMBIX  COTPYAHHUKOM
JIOKYMEHTOB.

1.9. JIuuHoe nemno BeAeTCs B TEUSHHUE BCETO Mepruojia paboThl COTPYIHUKA.

1.10. Ha kaxpaoro coTpyAHUKa BEAETCS OJHO JHUYHOE JE€J0 HE3aBUCUMO OT
KOJMYECTBa 3aHMMAEMBIX WM JIOJDKHOCTEH B JaHHOW 00meoOpa3oBaTeIbHOM
OpraHu3aIuu.

1.11. Benenue IMYHBIX [I€J1 COTPYJHMKOB MOXET OCYIIECTBIAThCA KaK Ha
OyMa)XHOM HOCHUTENE, TaK M B DJIEKTPOHHOM BHJE B CIydasxXx M TOpPSIKE,
NPEeIYyCMOTPEHHBIX 3aKOHOAATEIbCTBOM Poccuiickonn ®deaepanuid ©  JIOKaJIbHBIMHU
HOPMAaTUBHBIMU aKTaMH 00I1e00pa30BaTEILHON OpraHu3aIny.

1.12. Ilpu wucnonbp3oBaHWM HH(POPMAIMOHHBIX CHUCTEM TEPCOHAIBHBIX JAaHHBIX
paboTromarens MPUHUMAET HEOOXOIUMBIE MTPABOBBIC, OPTAHU3AIMOHHBIC  TEXHUUYECKHE
Mepbl MO O00OecneYeHut0 O€e30MaCHOCTU TMEePCOHANbHBIX JaHHBIX COTPYIHUKOB B
COOTBETCTBUHM C TpeOOBaHUAMHU 3aKOHOAaTeNbcTBA Poccuiickoit deneparumu.

2. lopsnok (popMUPOBAHUSA JTUYHBIX JI€JI COTPYIHHKOB

2.1. ®opmupoBaHHe JHYHOTO Jiela COTPyAHHKAa 0O0meo0pa3oBaTeIbHOM
OpraHu3aluy MPOU3BOIUTCS HEMIOCPEACTBEHHO MOCJE TpUeMa ero Ha paboTy B IIKOIY.

2.2. B nu4HOE 11e710 COTpYyAHUKA 001Ie00pa30BaTEIbHON OPTaHU3aAIUN BKITFOYAOTCS
TOJIKO JOKYMEHTBI, HEOOXOJIUMbIe Il O(QOpMIICHHS], MU3MEHEHUS U MpPEeKpalleHUs



TPYIOBBIX OTHOIICHHUM, HMCHOJHEHUS O00s3aHHOCTEeH paboromaTesnss U COONIOACHUS
YCTAHOBJICHHBIX CPOKOB XPAHECHUS:

* BHYTPEHHSSI ONKCh JOKYMEHTOB JIeNa;

* IMYHBINA JTUCTOK MO YYETYy KaJapoB (MPU €ro UCIOIb30BAaHUU B OPTaHU3AIINHN );

* 3asIBJICHUE O TIpUEMe Ha paboTy;

* corjiacue COTpyJHHMKa Ha OOpa0OTKYy TMEpPCOHANBHBIX JaHHBIX — TOJBKO B
Cly4asix, Korja o0paboTka HE MOKET OCYIIECTBISATHCS HAa MHOM MPEAYyCMOTPEHHOM
3aKOHO/IATEIbCTBOM OCHOBAHUU,

* ClIpaBKa O HAJIMYMHM WM OTCYTCTBUM CYIUMOCTU U (WUiu) (akTa YroJOBHOTO
npecienoBaHuss MO0 O TMPEKpalleHUH  YroJIOBHOTO  MpecieOBaHUS IO
PeabUIUTUPYIOITUM OCHOBAHUSIM;
KOIIUU JIOKYMEHTOB 00 00pa30BaHuM;

* KOIUU aTTECTAIMOHHBIX JTUCTOB (IIPU HAJTUYUN);

* KOITUM JIOKYMEHTOB O MOBBIIICHUH KBATM(PUKAIIUY (TTPU HATTUYIHH);

* IpUKa3 O mpreMe Ha paboTy (B ciayyae ero u3aaHus padoTogaTesieM);

* IPUKa3bl, CBA3aHHBIE C TPYJIOBOH JACATEILHOCTHIO;

* TOJDKHOCTHAS MHCTPYKIUSA (IOJDKHOCTHBIC HHCTPYKIIMK ¢ MOMEHTA Ha3HAYCHUS Ha
BCE JOJIKHOCTH );

* TPYAOBOI JIOTOBOP (C MOCIEAYIONUUM BKIFOYEHUEM JOTOTHUTENIbHBIX COrIAlIeHUN
K TPYJOBOMY JIOTOBODPY);

* IOTOBOP O TIOJHOM MaTepuaibHOM OTBETCTBEHHOCTH (I MaTepHalbHO
OTBETCTBEHHBIX JIUII);

* 3asBJICHHE 00 yBOJBHEHUH, MPHUKA3 00 yBOJHHEHUH, JOKYMEHTHI O MPEKpPAIlCeHUN
MaTepuaibHON OTBETCTBEHHOCTHU (IIPU YBOJILHEHUH );

* TUCT-3aBEPUTEIIH Jies1a (0OpMIISETCS MPHU clave Jeia B apXuB);

* KOITUHM JIOKYMEHTOB O TPYAOBOM JesATeabHOCTH (TIpu HeoOXoaumMocTh). OpuruHai
TPYJOBOM KHIKKH (TIpU €€ BEICHMH Ha OyMa)KHOM HOCHUTENIC) XPaHUTCS OTICIBHO B
MOPSAKE, YCTAHOBJICHHOM 3aKOHOIATENLCTBOM Poccuiickoit denepanum.

Opurunan TpyJaoBOM KHUXXKH, €CJIM OHA BEJETCA Ha OYMa)KHOM HOCHTEIE, JINYHast
MEIUIMHCKAs] KHUXKA U JOKYMEHTBI, COJIEpXkAIIUe CBEICHHUS O COCTOSHHUM 30POBbSI
COTPYIHUKA, YYUTHIBAIOTCS M XPAHATCS OTAEIHHO OT JIMYHOTO Jeia C COOI0JeHUEM
TpeOOBaHMH K 3aIIUTE MEPCOHAIBHBIX JIAHHBIX.

2.3. Ilpu 3axar04eHuH TPYJOBOTO JOTOBOPA COTPYIHUK MPEABSIBISIET JOKYMEHTHI,
npeaycMoTpeHHble ctatbed 65 TpymoBoro koaekca Poccuiickoin denepanuu, a TakkKe
WHBIE JOKyMEHTHI TOIBKO B CIy4asix, MPSMO YCTAaHOBJICHHBIX (DeepaibHbIMU 3aKOHAMH,
ykazamu IIpesunenra Poccuiickoit denepannu win nocraHoBieHusMu lIpaBurenscTBa
Poccuiickoit @enepanum.

IIpu nocmynienuu na pabomy compyoHuK npeovseiiem OpuSuHanbl Caeo0yiouux

Q0KYMeHmo8 0/ ceepku [7, cmamus 65]:




* IACMOPT WJIK UHOUW TOKYMEHT, YJIOCTOBEPSIOIIHI JIMYHOCTD;

* TPYJIOBYIO KHIUKKY U (WJIM) CBEICHUSI O TPYJIOBOM JEATENbHOCTHU, 38 UCKIIFOUCHUEM
CJIy4aeB, €CJIM TPYIOBOU IOTOBOP 3aKJIIOUAETCS BIIEPBbIC;

* TOKYMEHT, TOJATBEPXKJAIOIIUN PETUCTPALIMI0 B CHUCTEME WHIUBUYATBLHOTO
(nepcoHnpUIHUPOBAHHOT0) YUYETa, B TOM YHCIIE B JOPME INEKTPOHHOTO JOKYMEHTA;

* JOKyMEHT BOUHCKOTIO yd4eTa — JUJIS BOCHHOOOS3aHHBIX W JIMI], TOJJIEkKAIUX
MPU3bIBY Ha BOGHHYIO CITYKO0Y;

* TOKyMEeHT 00 oOpa3oBaHuu U (WJIKM) O KBaTU(PUKAIIMY JTMOO HATMUUU CIICIIMATBHBIX
3HAHUW — TpHU TOCTYIUIEHUH Ha pPadoTy, TpeOyIOIlyl0 CHEelUalbHBIX 3HAHUN WU
CIEeUAJIbHON MOJTOTOBKY;

* CIIPaBKy O HaJIMYUU WJIK OTCYTCTBUU CYAUMOCTH U (WiH) ¢akTa YroJOBHOTO
mpecienoBaHuss MO0 O TMPEKpalleHUH  YroJIOBHOTO  MpecieIOBaHUS IO
PEabUIUTUPYIOIIUM OCHOBAHUSAM — B CIIy4asX, MPEeIyCMOTPEHHBIX 3aKOHOAATEIILCTBOM
Poccuiickoit @enepanuu;

*MHbIE JIOKYMEHTBI — TOJIbKO B CIydasX, TMpsAMO TNPEIyCMOTPEHHBIX
3aKOHOAAaTeILCTBOM Poccuiickon denepamnuu.

NnenTudukaimoHHBI HOMEP HAJIOTOIIATEbIINKA, CBUIETEILCTBO O 3aKIIOUCHUU
Opaka W CBUJETEIbCTBA O POXICHUU JI€Ted TMPEAOCTABISIOTCS COTPYAHHUKOM
T00OpOBOJBLHO, KOTJA ATO HEOOXOIMMO IS TPEJOCTABICHUS HAJOTOBBIX BBIYETOB,
NocOOuM, TapaHTUN WIM JIBFOT, U HE OTHOCATCS K 00s3aTeIbHBIM JIOKYMEHTaM IpHU
3aKJIIOYEHHUH TPYAOBOTO JOTOBOPA.

Pabomoodamenv ogpopmnsem:

* TPYJIOBOM JJOTOBOP B JBYX 3K3EMILISAPAX;

* IpUKa3 o mpuemMe Ha paboty (B cilydae ero uzgaHus padboToaaresieM);

* IpUKa3bl, CBA3aHHBICE C TPYJOBOM JEATEIBHOCThIO (O TMEpPEBOJE HA HWHYIO
JNOJKHOCTh, BPEMEHHOM 3aMEIICHUH, MOOLIPEHUSX, IUCLHUILUIMHAPHBIX B3BICKAHUSX,
MPEIOCTaBICHUU OTIYCKOB 1O yXOAYy 3a peOeHKOM W 0€3 COXpaHeHus 3apaboTHOU
TJ1aThI);

* IMYHYIO KapTOYKY COTPYJHHUKA MO CAaMOCTOATEIHHO YTBEPKIAEHHOU (popme nmmdo
ucrnoyb3yetr yHubpunupoBanuyo dopmy Ne T-2 (nuunHas xkapTouyka, €CiaM OHA BEJETCH,
XpaHUTCS OTACIBHO OT JUYHOTO Aena) ([Ipuroscenus Ne §);

* TOHKHOCTHYIO MHCTPYKITMIO B JIBYX DK3EMIUIIPAaX — €CJIM OHA OOPMIIIETCS Kak
OTAEJBbHBINA TOKYMEHT.

Jlo moammcanusi TPYAOBOTO JIOTOBOpa paboTodaTellb 3HAKOMHUT COTPYIHHUKA TIOJ
pocriuchk ¢ YcrtaBoM, lIpaBriiamym BHYTPEHHETO TPYIAOBOIO PACHOPSAIKA, TOJKHOCTHOU
WHCTPYKLUHEN, WHBIMH JIOKQIbHBIMM HOPMATUBHBIMH aKTaMH, HEMNOCPEIACTBEHHO
CBSI3aHHBIMU C €T0 TPYAOBOM JAEATENBHOCTBIO, KOJUIEKTUBHBIM JOTOBOPOM. |7, CTaThs 68]

PabGoronarens opraHu3yeT MpoOBEJCHUE MHCTPYKTAKEW M MHBIX BUIOB OOYy4YEHUS,
00s13aTeNbHBIX JUJIS COTPYIHHMKAa C Y4Y€TOM 3aHUMaeMOM JOJKHOCTH U XapakTepa



BBINIOJIHSAAEMOM padoThl, B MOPSAKE M CPOKH, YCTAHOBJICHHBIE 3aKOHOAATEIHLCTBOM
Poccuiickoit @enepauuu.

2.4. B cnayyae HCNONB30BAaHUS DJIEKTPOHHBIX TPYAOBBIX KHHMXKEK, JTOKYMEHTHI,
MOATBEPXKAAIOUIME TPYIOBYIO JIEATEIBHOCTh COTPYAHHMKA 00IIe00pa3oBaTENbHON
OpraHu3aluu, BEAYTCA B 3JIEKTPOHHOM BHJIE B COOTBETCTBHM CO cTaTber 66.1 Tpynosoro
konekca Poccuniickoit @enepanuu. [lopanok ydyera, XpaHeHUS U AOCTYIA K SIEKTPOHHBIM
TPYJOBBIM KHHM)KKaM YCTaHABIMBAETCS HOPMATUBHBIMU AaKTaMH, peEryJUpyIOIIMMU
AIEKTPOHHOE JIEJIONPOU3BOJICTBO.

2.5. IlepBuuHoe oopMiIeHUE JIMYHOTO JieJia PETYyCMaTPUBAET:

* IPUCBOCHHUE JIMYHOMY JI€1y HOMEpa COIVIACHO JKypHaly ydeTa JIMYHBIX el
(IIpunoosicenue Ne 1);

* opopMIIeHHE OOJIOKKU JIMYHOTO Jelia, KoTopas (hopMUpPYyeTCs B COOTBETCTBUU C
TpeOoBanusaMu npukaza PocapxuBa ot 31.07.2023 Ne 77; mpocTaBieHue Ha OOJIOKKE
muuHoro nena (Ilpunoowcenue Ne 2) clenylolIMX PpPEKBU3UTOB: HMHAEGKC 1ena (B
COOTBETCTBUM C HOMEHKJIATYpPOM JIeJ IIKOJIbI); TIOJHOE U COKPAIICHHOC HAUMEHOBAaHUE
o011eo0pazoBaTeIbHON OpraHU3allid M €€ HEMOCPEICTBEHHAs] MOJIYUHEHHOCTh; HOMED
JUYHOTO Jienia; GpamMuiusi, uMs, 0T4eCTBO (IIPU HAJIUYHMH) COTPYIHUKA B UMCHHTEIBHOM
najiexe; AaThl — roJl Hayaja v roji OKOHYaHUs BeleHus jaena (B opmaTe — 4uciio, 3aTeM
MECSIl U TOJA, YACTIO M Toj o003HauarTcs apaOCKUMH IudpamMu, Ha3BaHUE Mecsa —
IPOIHUCHIO); KOJIMYECTBO JINCTOB; CPOK XPAHEHUS;

* TOMENICHHE TOKYMEHTOB, IMOUICKAIIUX XPAHEHUIO B COCTAaBE JIMYHBIX JEJN, B
XPOHOJIOTUYECKOM TMOPSIIKE IO Mepe MOCTYIICHUS:

* BHYTPEHHSS ONMHUCH JOKYMEHTOB aena (I1punoscenue Ne 3);

* JIMYHBIN JIUCTOK MO YYETy KaApoB (MpHU €ro HCIOIb30BAHWU B OpPraHU3AIINH)
(IIpunoosicenus Ne 6);

* 3asBJICHHE O IIpHEME Ha padoTy;

* corjacue Ha 00pabOTKy MEPCOHATBHBIX JAaHHBIX — B CIIydasX, Korja oopaboTka
MEPCOHANBHBIX JaHHBIX HE MOXET OCYIIECTBISITHCS HAa HMHOM NPEIYCMOTPEHHOM
3aKOHOJaTesbcTBOM Poccuniickoit denepann OCHOBAHUY,

e cIpaBKa O Hamuyuu (OTCYTCTBUH) CyauMocTH u (wiH) (akTa YroJoBHOTO
mpeciieoBaHuss MO0 O  TPEKPAlleHWd  YroJOBHOTO  MPECIENOBAaHUA  TI0
pPeadMIIUTUPYIOIINM OCHOBAHHUSIM,

* KONWH JOKYMEHTOB 00 00pa30BaHUU;

* KOITMU aTTECTAIMOHHBIX JINCTOB (TIPH HAJTMYUN);

* KOMNWH JOKYMEHTOB O MOBBIIIEHUU KBaTU(UKALMK (IPU HAIUYUH);

* TIpHKa3 o mpreMe Ha paboty (B ciiydae ero u3gaHus paboToIaTeIIeM);

* JIOJKHOCTHASI HHCTPYKITHUS;

* TPYyAOBOM JIOTOBOP;



* JIOTOBOP O TIOJHOM MaTepualibHONM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepuaabHO OTBETCTBEHHOE JIUIIO);

* KOMNHH JOKYMEHTOB O TPYAOBOH JEATEIBHOCTHU (TP HEOOXOAMMOCTH).

2.6. JIUCTBI TOKYMEHTOB, MOMEIICHHBIX B JIMYHOE JIEJIO, MOJICKAT HyMEpalluH.

2.7. C uenpto obecrieyeHus: HaAJIeKaIle COXPAaHHOCTHU JIMYHOTO JieJia COTPYTHUKOB
o011eo0pa3oBaTeibHONM  OpraHuM3alMid W yA0OCTBa B OOpalieHUH C HHUM TpH
GopMuUpOBaHUU JOKYMEHTHI TOMEHIAIOTCS B OTAENbHYIO mamnky. Ilocie mpexpaiieHus
TPYAOBOTO JIOTOBOpA JIMYHOE JEN0 COTPYAHUKA OPOPMIIAETCS ISl apXUBHOTO XpaHEHUS
B COOTBETCTBHUU € TpeOoBaHUsMU npukasza Pocapxusa ot 31.07.2023 Ne 77 u nepenaercs
Ha XpaHEHHUE B apXUB B YCTAHOBJICHHOM TIOPSIJIKE.

2.8. BHyTpeHHsis1 omHMCh JOKYMEHTOB, WMEIOUIUXCA B JIMYHOM JeNe, JOJDKHA
COJIEp)KaTh CBEACHHS O TOPSAKOBBIX HOMEpaX, HAaMMEHOBAaHHUSAX JIOKYMEHTOB JIefa,
KOJINYECTBE JINCTOB, JIaTaX BKIFOUEHUS JOKYMEHTOB B JIMYHOE JIEJI0 U U3BATHUS U3 JIeNa, a
TaK)Ke KEM M3BAT JOKYMEHT U 10 KaKOW MPUYHMHE.

2.9. BHyTpeHHssI ONMHCHh COCTaBIISIETCS Ha OTACIHHOM JIMCTE TIO YCTAHOBJICHHOMN
dopme. JIMCTBHI BHYTpEHHEH ONMUCH HYMEPYIOTCSI OTJEIBHO.

2.10. IIpu moAroToBKE JMYHBIX JIeJ K Mepenade Ha XpaHeHHWE K BHYTPEHHEH OMUCH
COCTaBIIIETCSA MTOTOBasi 3alUCh, B KOTOPOW YKa3pIBaeTcs LHUPpaMH U MPOMHUCHIO
KOJIMYECTBO BKJIFOUEHHBIX B HEE€ JIOKYMEHTOB U KOJIMYECTBO JIMCTOB Jea.

3. Ilopsinok BegeHUS JUYHBIX JeJI COTPYIHHUKOB 00111e00pa3oBaTeIbHOM
OpraHu3auuu
3.1. Jluy"oe meno coTpyAHUKOB 0OIIe00pa30BaTEIBLHON OpraHW3AIMKN BEIETCA B
TEUYEHHE BCETO Meproa paboThl KAKIOTO COTPYIHHUKA B LIKOJIE.
3.2. JlanpHelniee BeJICHHWE JIMYHOTO JieJla COTPYAHMKA 00I11eo0pa3oBaTeIbHON

Opra"Hmi3alii TIpeaAyYCMAaTPpHUBACT HNOMCIICHUEC B JACJIO0 AOKYMCHTOB, O6D&3VIOHII/IXCH B

oponccce pa60qel?1 JICATSIILHOCTU Y UMEIOIIUX 3HAYCHHUE JJISI TPYJIOBBIX OTHOIIICHMM

* JIOTIOJTHEHHE K JIMYHOMY JIUCTKY 10 YYETY KaJpOB;

* JIOTIOJTHUTEIIbHBIE COTJIAIICHUS K TPYJ0BOMY JIOTOBOPY;

* KOITUU TIPUKA30B T10 JINYHOMY COCTaBY, KOTOPBIE KACAIOTCS COTPYAHUKOB IIKOJIBI;

ecorjacue Ha O00pabOTKy TEpPCOHANBHBIX JAaHHBIX (MPH HEOOXOAMMOCTU
oopMIICHUS HOBOTO COTJIACHS B CIIy4asX, MPETyCMOTPECHHBIX 3aKOHOIATEIHCTBOM
Poccuiickoit denepanyn);

* XapaKTePUCTHUKH;

* KOITUU aTTECTAIIMOHHBIX JINCTOB,;

* KOITUU JTOKYMEHTOB O TIOBBIIIICHUY KBAIU(DUKAIINN;

* TOKYMEHTHI O PO ECCUOHATIBHBIX TOCTIKCHUSIX COTPYIHUKA;

* JINCT-3aBEPUTEIB Jiena (COCTABIISIIOT MIPH C/Iadue JTUYHOTO JIeNia B ApXHB);



*MHbIE  JIOKYMEHTBI, IIPEAYCMOTPEHHBIE  3aKOHOAATEILCTBOM  Poccuiickoit
@enepaunu MO0 HEOOXOAMMBIE JJISI JOKYMEHTHUPOBAHMS TPYIOBBIX OTHOIICHHH C
KOHKPETHBIM COTPYIHUKOM.

3.3. B nemnsix obecrneueHrs KOHTPOJIS 32 COXPAHHOCTBIO U aKTyaJIbHOCTBIO JIMYHBIX
nen B o0mieoOpa3oBaTeIbHOM OpraHu3aluu eXeroaHo (He mosaHee | kBaprana roja,
CJIEIYIOIIETO 32 OTYETHBIM ) IIPOU3BOJIUTCA NMPOBEPKA UX HATTUYUS U COCTOSHUS.

3.4 ExerogHas nmpoBepKa COCTOSHMSI U HAIMYHUSA JIMYHBIX €1 IPOBOIAUTCS JHUIIOM,
OTBETCTBEHHBIM 3a KaJpOBOE JEJIONPOU3BOJCTBO, JHOO KOMHUCCHEH, Ha3HAYEHHOU
npukazoM aupekTopa. O NpoBENEHHBIX MPOBEpKaxX JeNaeTcss OTMETKa B JIUCTE O
pe3ysibTaTax €XEeroJHON MPOBEPKU COCTOSIHUS W Hajduuus JuyHoro aena (Ilpunoswcenue
MNe 5) u cocraBnsercst akT. Pe3ynbTaTsl NPOBEPKU JIMYHBIX €]l B 005S3aT€ILHOM MOPSJIKE
JOBOJSATCA IO TUPEKTOPA IIKOJIBI.

3.5. VI3mMeHeHune nepcoHaJbHBIX JAHHBIX COTPYIHUKA IIKOJIBl OCYLIECTBISETCS Ha
OCHOBAaHMM  MPEJCTABICHHBIX  COTPYAHUKOM  JOKYMEHTOB,  IOATBEPKIAIOIINX
COOTBETCTBYIOILIIME U3MEHEHMUSI.

4. Ilopsinok y4éTa U XpaHeHUsl JUYHBIX /IeJ1 COTPYAHUKOB

4.1. XpaHeHue M YYeT JIMYHBIX JIel COTPYIHUKOB 0O0IIe00pa3oBaTeIbHOM
OpraHu3alliy OPraHU3yIOTCS C IEJIbI0 OBICTPOro M OE30MIMO0YHOr0 MOUCKA JTUYHBIX e,
oOecrieueHusl UX COXPAaHHOCTH, a TaKKe oOecreueHns] KOHPUACHIIMAIBHOCTH CBECHUH,
COJIEpKaIUXCS B IOKYMEHTaX JIMYHBIX JI€JI, OT HECAHKIIMOHUPOBAHHOTO JI0CTYIIA.

4.2. JluuHple Jnena COTPYAHUKOB XpaHsTcs B ceiipe (3amupaemom mikady)
o0mreoOpazoBaTeIbHON OpraHu3alii, pacroyiaras WX Ha TOJKE B BEPTUKAIBHOM
MOJIOKEHNHU, KOPELIKAMU HApYXKY.

4.3. TpynoBbie KHUKKH, BEJCHHE KOTOPBIX MPOAOHKAETCS HA OyMa>kKHOM HOCHUTEJIE,
¥ HEBOCTPEOOBAHHBIEC TPYIOBbIC KHUKKH YUYUTBHIBAIOTCS U XPAHATCS OTACIBHO B cerde.

4.4. JluyHble MEAUIMHCKUE KHUKKU YUYWUTBIBAIOTCS W XPAHITCS OTAEJIBHO OT
JUYHBIX JIeJI C OTPAHUYEHUEM JIOCTYIA K COJIEPHKAITUMCS B HUX CBEJECHUSM O 3J0POBbE.

4.5. Jloctynm K JWYHBIM JeiaM MPEJOCTaBISE€TCd TOJBKO YHOJIHOMOYEHHBIM
COTPyIHHUKAM, KOTOPHIM O00pabOTKa COOTBETCTBYIOIIMX MEPCOHATBHBIX JaHHBIX
HeoOXoIUMa JJII UCIOJHEHUS JOJKHOCTHBIX OOS3aHHOCTEM M KOTOpBIE OMYIIEHBI K
TakolH 00paboTKe MpUKa3oM JUpEeKTopa IMmKoJIbl. OO0BEM JOCTyNma OTPaHUYUBACTCS
CBEJICHUSIMH, HEOOXOIMMBIMHU JJIsI BBIMIOJTHEHUSI KOHKPETHBIX TPYIOBBIX (DYHKITHIA.

4.6. Cucremarusamusi JUYHBIX JIe1 COTPYAHHKOB  00IIe00pa3oBaTEIbHON
OpraHu3aliy MPOU3BOAUTCS B aI(paBUTHOM TIOPSIKE.

4.7. Jluunble nena paOOTHUKOB 00111€00pa30BaTENbHON OpraHu3aliy, 3aKOHYCHHBIE
nenonpou3BoAcTBOM 10 1 sHBaps 2003 roma, XpaHarcs 75 J€T; 3aKOHYCHHBIC
nenonpousBoactBoM mnociie 1 suBaps 2003 roma — 50 ner, ecnm MHOM CPOK HE



YCTAHOBJICH 3aKOHOAATEIhCTBOM U IlepeduHeM THUMOBBIX YIPABICHUECKUX apXUBHBIX
JTOKYMEHTOB [6, myHKT 445].

4.8. OTnenbHble JTUYHBIE J€Nla COTPYAHUKOB 00II€00pa30BaTEIbHOM OpraHU3aINU
MOCJI€ HUCTEYEHHUs YCTAHOBJIEHHOTO CPOKa WX XpaHEHUs MOTYT OBbITh OTOOpaHbl Ha
MIOCTOSTHHOE XpaHECHUE.

4.9. Ilpu oOpaboTKe MEPCOHANBHBIX JAHHBIX COTPYIHUKOB 00IIe00pa3zoBaTeIbHAS
opraHuzanus oOecrneuynBaeT COOJIIOICHHE TNPUHLMUIIOB 3aKOHHOCTH, CIPAaBEIIMBOCTH,
OrpaHUYeHUs IieJie o0pabOTKH, MUHMMHU3AIMU o0beMma oOpabaThIBa€MbIX JaHHBIX U
OTpaHUYEHUS CPOKOB XPAHECHHUS IEPCOHAIBHBIX JIAHHBIX.

S. Ilopsaaok BbIIa4M JMYHBIX €] BO BpeMEHHOE M0/1b30BaHue, 03HAKOMJICHHUE

¢ JMYHBIM J1€JIOM

5.1. Opurunan JUYHOTO Jea COTPYIHUKY Ha pyKd He mepenaerca. O3HaKOMIICHHE
COTPpYJHHKA CO CBOMM JIMYHBIM [IEJIOM OCYIIECTBISCTCS B TMPUCYTCTBUHU JIMIIA,
OTBETCTBEHHOTO 32 KaJ[POBOE JEIOMPOU3BOJICTBO.

5.2. CoTpyaHUK HMEET IpPaBO 3HAKOMHUTHCS CO CBOUM JIMYHBIM JICJIOM, JIEJIaTh
BBITUCKU W TIOJy4YaTh HQWICKAIIMM 00pa3oM 3aBEepeHHbIE KOMHUH JIOKYMEHTOB,
collepKallluX €ro TNepCcOoHAJIbHBIE JlaHHbIE, B TOPSIKE U CPOKH, YCTaHOBIICHHbBIE
3akoHOJaTeNbcTBOM Poccuiickoit deneparuu, 6€3 mpeaocTaBiIeHUsI eMy MepCOHATbHBIX
JAHHBIX TPETHUX JIMII.

5.3. Konuu J0OKYMEHTOB, CBSA3aHHBIX C paOOTOW, BBIAAIOTCA IO MUCBMEHHOMY
3asBJICHUIO COTPYIHUKA HE TI03JHEe TpeX pabodux aHel [7, yacth 1 cratbu 62].

5.4. CoTpyTHUK UMEET IIPaBO Ha MOJyuyeHHe HHGOPMAIIUH, Kacarolencss 00padboTku
€ro NMepCOHANBHBIX JAHHBIX, B TCUCHHUE JNECATH paboumx gAHeH [2, yacTth 3 crathu 14].
VYka3aHHBII CPOK MOXET OBITH MPOJJIEH HE Ooyiee YeM Ha MATh pabouyux IHEH mpu
HAIPaBJICHUH COTPYAHUKY MOTHUBHPOBAHHOTO VYBEJOMIICHHUS C YKa3aHUEM MPUYUH
MPOIJICHUS.

5.5. JIuuHble nena MOTYT IepelaBaThCsi BO BPEMEHHOE CIy:KEOHOE MOJIb30BAaHHE
TOJILKO COTPYIHUKAM 0O0IIe00pa30BaTeIbHON OpPTraHU3alMK, YIIOJHOMOYEHHBIM Ha
00pabOTKy COOTBETCTBYIONIUX TMEPCOHATBHBIX JAHHBIX, B MpeaeliaX HX JIOJDKHOCTHBIX
oOs3anHOCTE. PaboTa ¢ NMYHBIMHU JAellaMH OCYIIECTBISAECTCS B MOMEIICHUH KaJApOBOMN
cmyxObl 0e3 TpaBa BBIHOCA 3a Tpeneibl oO0meoOpa3oBaTenbHOW opranu3anuu. [lo
OKOHYAaHUU paboyvero JIHs Bce NMepeJaHHbIe TUYHBIE Jea JOJKHBI ObITh BO3BpAILEHbI HA
MECTO XpaHECHHUSI.

5.6. [Ilepemaua mmuyHOTO JE€7Ma BO BPEMEHHOE CIY)KEOHOE TMOJH30BaHUE
YIOJIHOMOYEHHOMY COTPYJHHUKY U €r0 BO3BpAT (PUKCHUPYIOTCS B KOHTPOJIBHOM KypHalie
C yKa3aHHEeM JaThbl, (paMuIuu, MMEHHU, OTYECTBAa U JOJKHOCTH IMOJydaTelss, UeTu
nepeaym, BpEMEHU BO3BpaTa U MOJIUCH MOTydaTels.



5.7. W3bsATHE OTAENBbHBIX JOKYMEHTOB W3 JIMYHOIO Ji€Ja MPOU3BOAMUTCS C
paspenieHuss IUPEKTopa MIKOJIbl ¢ O0(OPMIIEHHEM COOTBETCTBYIOIIEW 3amucH B rpade
«IIpumeuanue» BHyTpeHHEH onucu. [Ipu BpeMEHHOM HU3BATHH JOKYMEHTA Ha €r0 MECTO
BKJIQJIBIBAETCSl CHPAaBKa-3aMECTUTEb C YKa3aHUEM JaThl U MPUYUHBI U3BATUSA, a TAKKE
MOJANKMCEH JUIA, BBIJABIIETO JOKYMEHT, W JIUIA, MOJIYYMBUIETO €ro BO BPEMEHHOE
CIIy>Ke0HO€e TOJIb30BaHUE.

5.8. O3HakoMJIEHHE TPETbUX JHI[ C JIOKYMEHTaMHU JIMYHOTO Jejia JIOMyCKaeTcs
TOJIBKO B CIIy4asiX, IPEAyCMOTPEHHBIX 3aKOHOAATENLCTBOM Poccuiickoit denepanuu.

6. OdopmiieHHe TUYHBIX JAeJI Mepe] caaueil B apXUB

6.1. Odopmienue nUYHBIX Jed Uil Tepedayd B apXuB  MPOU3BOJUTCS

CHEIUAIMCTOM MO KajapaM o01ieo0pa3oBaTeNbHOW OpraHM3alui. JTa Mpolieaypa

OPOBOAMUTCS B TMOJHOM COOTBETCTBUHU C TpeOoBaHWsMH npukaza PocapxuBa or
31.07.2023 Ne 77 u BKJIIOYaET B ceO4:
* nomuMBKYy (rieperuiet) nena (OaHa mamnka He MOXKET cojepkarb Oosee 250 nucToB

npu mupuHe Kopemika He Oosnee 4 cm. Eciam nokymeHTOB Ooibiiie, TO OQOPMISIOT
HECKOJIbKO TOMOB (YacTtei));

* YTOYHCHUE HyMepanuu JucToB jena (Bce TUCThI, KpoMe JKcTa ¢ 3aBEpUTEIIbHOM
HAAMKUCHIO U YUCTHIX JUCTOB, HYMEPYIOT apaOCKUMH HU(PpPaMH B MPABOM BEPXHEM YIIIy
JUCTA);

* COCTaBJICHHE JUCTa-3aBeputens ([Ipunoscenue Ne 9);

s coctaBineHue (yrouHenue) BHyTpeHHer ommcu (KomwuecTBo JIMCTOB  BO
BHYTPEHHEH OMKMCH YKa3bIBAIOT B JINCTE-3aBEPUTEIIC);

* BHCCCHME YTOYHCHHI B PEKBU3HUTHI JHIEBOi 00g0xkku gema (Ha o6moxkke
YKa3bIBAIOT MOJHOE M COKpAIIEHHOE (B CKOOKAxX) HaMMEHOBaHHE 00Ie00pa3oBaTeILHON
OpraHu3allid, HaMMEHOBAaHHWE CTPYKTYPHOTO MOApa3jieiieHus (MpU HATUYUH), WHICKC
Jena MO0 HOMEHKJIAType e, HOMEp Toma (YacTu), 3arojoBOK Jiesia (Toma, 4acTu),
KpailHhe naaThl jAena (ToMa, 4acTH), KOJHWYECTBO JHUCTOB B Jeie (TOME, 4acTH), CpPOK
XpaHCHUS Jieia, ApXUBHBIN mudp nena).

6.2. JIuct-3aBepuTens Jena COCTABISETCS Ha OTACIBHOM JIUCTE, TIOMUCHIBAETCS €ro
COCTaBUTEIIEM, MOJAIIMBAETCS (BKJIeUBaeTcs) B neno [4, nyHkt 53]. B nucre-3aBeputene
mudpaMy ¥ MPOMHUCHIO YKA3bIBAETCS KOJIMYECTBO JINCTOB B JIAHHOM J€JI€, OTMEYAIOTCS
OCOOEHHOCTH OTJIETBHBIX JOKYMEHTOB (uepTexku, ¢otorpaduu, PUCYHKH U Ap.) U
(U3MUECKOTO COCTOSHUSA JTOKYMEHTOB (ITIOMapKd, HEepa3OOpUYMBBIN TEKCT, MOPBAaHHBIE
muctel 1 ap.) [5, [punoxenue 20]. B mporecce MCIONb30BaHUs apXUBHBIX JJOKYMEHTOB
B JIMCTE-3aBEPUTEIIE JENAIOTCS COOTBETCTBYIOIIME OTMETKU. Ecnmu nmeno mommmro 6e3
JUCTa-3aBEPUTENS, TO €0 CIEAYET HAKICUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOXKKH Jea.

6.3. JImunble Aena mojyIekar MOTHOMY OGOPMIICHHIO M OMHMCAHHIO (BKIFOUCHHUIO B
ormuck aen) [4, mynkr 48]. IlpenBapuTenbHO JUIIOM, OTBETCTBEHHBIM 3a KaJpOBOE
JIEJOMPOU3BOICTBO, MTPOBEPSETCA MOJHOTA U MPABUIBHOCTH MOJTOTOBKU JIMUHBIX AEd K



nepenavye. BpIsIBIeHHbIE TpH  MPOBEPKE  HEAOCTAaTKH  YCTPAHAIOTCS  JIUIIOM,
OTBETCTBEHHBIM 3a KaJpOBOE MAENOMpPOM3BOACTBO. llepenada NUYHBIX AT B apXWB
oopmisieTcss akTOM TpHUeMa-Tiepeadll apXUBHBIX JOKYMEHTOB M COOTBETCTBYIOLICH
3aMUChIO0 B YUYETHBIX (hopMax apxuBa 00111e00pa30BaTeIbHON OpraHU3aIlNH.

6.4. Tlepenada IUYHBIX A€ B apXUB OCYIIECTBISIETCS B CPOKH, YCTaHOBJICHHBIC
apXWBHBIMU TIPaBUJIaMH, HO HE paHee YeM Yepe3 OJUH IOl U He MO3/JHEe YeM depe3 Tpu
roja nocjie 3aBepuieHus aena [4, yacte 1 mynkra 47].

6.5. Ilocne mepepauu JIMYHOTO JieJa B apXMB BHECEHHE M3MEHEHHUH B JJOKYMEHTbI
Jena  HE  JOMycKaeTcs, 3a  HCKIIUEHHWEM  CIIy4aeB,  MPEIyCMOTPEHHBIX
3akoHO/MaTenbcTBOM Poccuiickoit denepanin w TpaBWIaMU apXHUBHOTO XpaHEHUS
JOKYMEHTOB.

7. OTBEeTCTBEHHOCTH
7.1. CotpyaHuku 001Ie00pa30BaTeIbHON OpraHu3alui O00S3aHBl CBOCBPEMECHHO
COOOIIaTh JIMIY, OTBETCTBEHHOMY 3a KaJpoOBOE JEIONPOM3BOACTBO, 00 H3MEHCHUU
NIEPCOHATBHBIX JaHHBIX, HECOOXOIUMBIX JIJISI UCITOJIHCHHS TPYI0BOTO 3aKOHOJIaTEIIBCTBA U
BEJICHUS KaJIPOBOTO y4eTa.
7.2. PaboToaTesib 00€CIIEYNBAET:

* COXpPaHHOCTb JIUYHBIX JIeJI COTPYAHUKOB 00111€00pa30BaTeIbHON OpraHU3allnu;

* KOH(UECHIIMATHFHOCTh CBEICHHM, COAEPKALTUXCS B IMYHBIX JIEIaX COTPYIHUKOB.

7.3.  OTBeTCTBEHHBI 3a BeAEHUWE JIMYHBIX JIeJ  COTPYJHUKOB  HECET
TUCIUIUIMHAPHYI0O ¥ HMHYI0 OTBETCTBEHHOCTh 3a pasIiiallleHue KOH(GUIECHIIMATbHBIX
CBEJICHUH, COJIEPKAIIUXCS B JMYHBIX JIeJaX, U 3a MHbIC HAPYIICHUS TOPSIKa BEACHUS
JUYHBIX JIETT.

8. IlpaBa paborToaartesisi 1 pabOTHUKA

8.1. Jlms oOecrieyeHus: 3allUTHI MEPCOHANBHBIX JIAHHBIX, KOTOPBIE XpaHITCS B
JUYHBIX JIeJaX COTPYAHUKOB 00IIe00pa30BaTeIbHON OpraHU3aIlui, COTPYTHUKH TITKOJIBI
UMEIOT TIpaBo [7, cratbs 89]:

* IOJIYYUTh TMOJTHYIO MH(POPMAIIUIO O CBOUX MEPCOHANBHBIX JTAHHBIX U 00pabOTKe
3TUX JaHHBIX;

* IOJIY9UTh CBOOOIHBIN JOCTYI K CBOUM MEPCOHAIBHBIM JTaHHBIM;

* [IOJIyYUTh KOMHHM JOKYMEHTOB, XPAHSAIIMECA B JIMYHOM [I€JIE M COJEpIKALINE
MIEPCOHAJIBHBIE JJAHHBIC;

* TpeOOBaTh UCKITFOYCHUS WM MCTIPABIICHUSI HEBEPHBIX U HETIOJHBIX MEPCOHATBHBIX
JAHHBIX;

* TpeOOBaTh 00 W3BEIICHUU padOTOAATENIeM BCEX JHIl, KOTOPbIM paHee ObUIH
COOOIIEHbl HEBEPHbIC WM  HEMOJHbIE MEPCOHAIbHBIE JIAHHBbIE  COTPYIHUKOB
00111e00pa30BaTeIbHON OpraHu3aii, 000 BCEX MPOU3BEIACHHBIX B HUX HCKIIOYEHUSX,
WCHPABJICHUSIX WIN JOTIOJHEHHUSX;
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* TpeOOBaTh OT paboTojaTeNis YTOYHEHHS CBOMX NEPCOHAIBHBIX MAHHBIX, HX
OJIOKMPOBAHUSI WU YHUYTOXKEHHUS B Cllydae, €CJIM TEPCOHAJIbHBIC JTaHHBIC SIBISIOTCS
HEMOJIHBIMM, YCTapEBIIMMHU, HETOUHBIMHU, HE3aKOHHO IMOJYYEHHBIMU WU HE SIBISIOTCS
HEOOXOMUMBIMU  JUISl  3asiBJICHHOM 1menu  o0paboTKM, a Takke MPUHUMATh
MPEyCMOTPEHHBIE 3aKOHOM MEPBI MO 3aLIUTE CBOUX MpaB [2, yacTh 1 ctaThu 14].

8.2. PaGoTronaTenp uMeeT mpaso:

* 00pabaTbiBaTh MEPCOHANbHBIE JIAHHBIE COTPYAHHMKOB 0011€00pa30BaTeIbHON
OpraHu3allyy, B TOM YKCJIE U Ha 3JIEKTPOHHBIX HOCUTEIISX;

* 3ampanmBaTh y COTPYIHUKOB NEPCOHAJbHBIE JaHHBIE M JIOKYMEHTBHI TOJBKO B
o0beMe, HeOOXOAMMOM ISl MCIOJIHEHUs TPeOOBaHUM 3aKOHOJATENbCTBA, TPYIOBOTO
JIOTOBOpa M pealu3allii TMpaB M 00s3aHHOCTEH paboroaarens, NOpU HAIUYUAU
PEelyCMOTPEHHOTO 3aKOHOM OCHOBaHHSI.

9. 3aKJII0YNTEJdbHbIE M0JI0KEHUS

9.1. Hacrosimee I[lonoxkeHue sBISETCS JIOKAIHHBIM HOPMATUBHBIM aKTOM IIIKOJIBI,
npuHuMmaetrcsi Ha OOmem coOpaHuu paOOTHUKOB, COTJACOBBIBAETCS C BBHIOOPHBIM
podcor03HBIM OpraHoM (TTPOQCOIO3HBIM KOMHUTETOM) U YTBEpKIaeTcs (JIUOO BBOIUTCS
B JIEHCTBHE) MPUKA30M JTUPEKTOpa 0011e00pa3oBaTeIbHON OpraHu3aIum.

9.2. Bce wu3MeHEHHS W JIONIOJIHEHUS, BHOCHUMBIE B Hacrtosmee Ilonoxkenue,
obpopMIISIFOTCSI B THCbMEHHOW  (QopMe B COOTBETCTBHM C  JICUCTBYIOIIUM
3aKOHOAATeIbCTBOM Poccuiickon denepamnuu.

9.3. TlosmoxeHWe TPUHUMAETCS HA HEOMPEACICHHbIM Cpok. HM3MmeHeHus wu
nonojHeHHsT K IlojokeHWI0O TPUHUMAIOTCA B TOpsJAKe, mpeaycMorpeHHoMm 1. 9.1
Hacrosmiero [lonoxkenus.

9.4. Tlocne mpunstus IlonoxkeHus (WM U3MEHEHUM W JIONOJHEHUH OTIEIbHBIX
NyHKTOB W Pa3/ieJIOB) B HOBOW peAaKIUMU MpeabIAylias peaakius aBTOMATUYECKU
yTpayuBaeT CUIy.
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ITpunoxenune Nel
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX J1e]T paOOTHUKOB

Kyphnan yuera TU4HBIX A€

No Hara Oamunus, | Tabens- | JlomkHOoCcTh | CTPYKTYp- Harta u Jara u [Ipumeua-
n/ oopmurte- UM, HBIN (mpodec- HOE HOMeEp HOMEp HUE
I | HUSI JMYHOTO | OTYECTBO HOMeEp cus, nozipasie- npuKasza npuKasza
nena COTpYAHHUKA Crenuaib- JIeHUe (pacmops- (pacmops-
HOCTB) JKEHUST) O JKEHUSI) O
COTpYIHUKA npuemMe npeKparie-
COTpYIHHKA HHUH
Ha paboTy (pacTopke-
HUH)
TPYOBOT'O
JIOroBOpa C
COTPYJHHKOM
(yBOnbHE-
HUN)
1 2 3 4 B 6 7 8 9
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Donx Ne

Omuce Ne

Hemo Ne

Wunexc nena

O010KKa JIMYHOTO ela

ITpunoxenne Ne2
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX J1e]T paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHMe 00pa30BaTENbHON OpraHU3aIMN)

Jara nauama

JlaTta OKOHYaHMS

Ha JIIcTax
XpaHUTh Ier
dounpg Ne
Omuce Ne
Hemo Ne

(3aroJIoBOK j1ej1a)
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ITpunoxenne Ne3
K TIOJIOXKECHUIO O TTOPSIIIKE BEJCHUS
JIMYHBIX J1e]T paOOTHUKOB

BHYTPEHHSAS OITNUCH
JIOKYMEHTOB Jsiesia Ne

Ne | PerucrpannonHslii [Hara 3aroyoBoK Homepa [Ipumeuanus
n/m Ne noxymenrta JOKYMEHTA JIOKYMEHTA JIMCTOB
Jena
1 2 3 4 5 6
Hroro: JTIOKYMEHTOB

(undpamu ¥ IPONUCHIO)

KonndecTBo TMCTOB BHYTPEHHEN OMUCH JUI.
(udpamu 1 IPOHHCHIO)

OTBETCTBEHHBIH 3a
KaJpOBBI y4eT

(moamnuck) (pacmmppoBKa MOIIHCH)

« » 202 roma
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®.1.0.

ITpunoxenne N4
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeNT paOOTHUKOB

JOIKHOCTD

JIngnoe gemo Ne

Jlata o3HaKOMJIEHUS
COTpYyAHHKA C JIMYHBIM ACJIOM

[Toanuce coTpynHuka

OTMeTKH, MPUMEUYaHUs,
3aMeYaHus
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ITpunoxenne NoS5
K TIOJIOXKECHUIO O TTOPSIIIKE BEJCHUS
JIMYHBIX J1e]T paOOTHUKOB

OTMeTKa 0 pe3yJIbTaTaxX eKeroHOH NPOBEPKU COCTOSTHUS
U HAJIMYMS JTUYHOTO /Ie1a

®.1.0.

JOIKHOCTD

JIngnoe gemo Ne

JlaTa mpoBepku ®.1.0. uneHos [Toanucy 4ieHoB Pesynprar npoepku
KOMHCCUU KOMUCCUU

16



1. ®amunus

ITpunoxenne Ne6

K OJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IOECJI pa6OTHI/IKOB

JINYHBIN JTUCTOK 0 Y4eTy KA/JpPOB

Nms

OT4ecTBO

2. Ilon

3. l'on, yucno u Mecsl poxACHUS

4. MecTo poXIeHHS

5. I'paxnancTBO

(ceno, pepeBHsl, ropoji, pailoH, 00JIacTb)

6. Ob6pazoBanue

HazBanmne
y4eOHOTO
3aBEJCHUS U €T0
MECTOHAXO0XKJIECHUE

®DaKkynbTeT
W
OT/ICJICHHE

TI'on
MOCTYTUICHUS

TI'on
OKOHYaHUS
W yX0/1a

Ecnu ue
OKOHYHIJI, TO C
KaKoTO Kypca

yien

Kakyro
CHEIUAIBHOCTh
MOJIy4ns B
pe3yabpTaTe
OKOHYaHUS
y4eOHOTO
3aBe/IeHus,
yKka3zatb No
JTUILIOMA WIIN
YIOCTOBEPEHUS

7. Kaknmu HHOCTPAHHBIMU A3bIKAMH BJIAACCTC

8. Yuenas CTCIICHb, YICHOC 3BAHUC

9. Kakue nmeere HayyHble TPY/bl U H300pETCHUS

(‘II/ITS.CTG 1 IEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOXKETE 06’I>XCH$ITI)C$[, BJIAICCTC CBOGOHHO)

10. Beimonnsemass pabota ¢ Hayajga TPYIOBOW JEATEIBHOCTH (BKJIIOYasi yuyeOy B BBICIIMX U CPETHHX

CIICuaJIbHBIX y‘-IC6HBIX 3aBCJACHUAX, BOCHHYIO CJ'Iy>K6y n paGOTy o COBMCCTI/ITGHBCTBY)
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Mecsu u rog JIOMKHOCTB € yKa3aHUEM YUPEXKICHUS, MectoHaxox1eH1E

MOCTYILICHUS yxoJia OpraHu3aluy, NPeanpusIThs, a TAaKKe YUpeKACHHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aluu,
PEANPUITHS

11. IIpeOriBanwme 3a rpanulieii (padboTa, cayxeOHass KOMaHIUPOBKA, TIOE3/Ka C JICJIeTaliuei )

Mecsu u rog B xaxoii ctpane Llens mpeObIiBaHMS 32
C KaKoro 10 KaKoe rpaHuuen
BPEMEHU BpeMsl

12. YuacTtue B BBIOOPHBIX Opranax

MecTto BbIOOpPHOTO Hazpanue Bei6opHoro | B kxaudectBe Koro l'on
oprasa oprasa BbIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeeTe npaBUTEIILCTBEHHBIE HATPaAJIbl

Kornma u keM HarpaxaeH

14. OTHOLIEHNE K BOMHCKHUM O0S3aHHOCTSIM M BOMHCKO€E 3BaHHE

CocraB Pon Botick
(KOMaHHBIH, TOJIMTUYECKUI, aIMUHUCTPATUBHBINA, TEXHUYECKUU U T. [1.)

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

(4NeHBI CEMBH, C YKa3aHUEM BO3pAcTa)

16. lomamuuii anapec

17. OO6s3yroch CBOEBPEMEHHO H3BEIIaTh 000 BCEX H3MEHEHHUAX ITaHHBIX, BKIIOYEHHBIX B JIMYHBIH
JIMCTOK IO YYETY KaJIpOB.

« » 202  ronma
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AHKETA

ITpunoxenune Ne7
K TIOJIOXKECHUIO O TTOPSIIIKE BEJCHUS
JIMYHBIX J1e]T paOOTHUKOB

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxxgancTBO (€Ciii U3MEHSUIU, TO YKaXKHTE,
KOI'/Ia U TI0 KaKOW MpUYUHE)

2. OOpa3zoBanue, yueHas CTeNeHb (Korjga u
Kakue ydeOHbIe 3aBeJICHUSI OKOHYWIHM, HOMEpa
qurioMoB). CreruanbHOCTh U KBadU(UKAIUS
0 JAUTUIOMY

3. KaKI/IMI/I I/IHOCTpaHHBIMI/I A3BIKAMH U SA3bIKAMH
HapoJ0oB Poccuiickoit denepaiuuy BiIaieeTe U B
Kakol  cremeHH  (YMTaeTe U MOJXKETE
O0OBSCHATHCS, BIIaZIeeTe CBOOOIHO)

4. BeimonHsiemas paboTa ¢ Hayana TPYJAOBOW JESATENbHOCTH (BKIIIOYasi BOEHHYIO CIyXO0y U paloTy Io

COBMECTUTEIIHLCTBY)
Mecsan u rog JIOKHOCTB € yKa3aHUEM yUpexKICHUS, MecToHaX0KICHHUE
MOCTYIUICHUS yxoJa OpraHU3aIUK, IPEANPHUATHS, a TAKXKe YapeXKACHHS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
PEPUSITUS

5. Bamm 6n1m3kue poJCTBEHHUKH (JK€HA, MK, OTEIl, MaTh, OpaThsi, CECTPHI)

CreneHb damuans, UM, I'on

POACTBA OTYECTBO POXKACHUA

MecTo paboThl,
JIOJDKHOCTh

Anpec mecTa
JKUTENLCTBA

6. Jlomanrauii anpec u Homep TenedoHa

7. [lacnopT Wi JOKYMEHT, €ro 3aMEHSIOIINN

(HOMep, cepHsi, KEM U KOTJa BbIIaH)

8. JlononHuTENBHBIE CBENIEHHS, KOTOPbIe Bbl jxenaere cooOmuTs 0 cede

10. Ha xakoil ypoBeHb 3apiuiatel Bsl paccunTsiBaeTe?

« » 202  ronma

(OIDKHOCTH OTBETCTBEHHOT'O 32 KaJPOBBIH yueT)

(moamuce)
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ITpunoxenne Ne§

K OJIOKCHUIO O TOPAAKE BEACHUS JIMYHBIX ST pa6OTHI/IKOB
Yuudunuposanuas popma Ne T-2

Kon
®opma mo OKY/J[ | 0301002
o OKIIO
(HaMMEHOBaHHE OPraHU3ALIIN )
N Bupn pabotsr
. | Wnenrtnduxarmonnsrii | Homep crpaxoBoro cBue- ITon
Mara cocras-| TaGenbHBII Anga-| Xapaxrep (ocHOBHas, IO .
HOMEpP HaJIOromuiaTejib- |TEJIbCTBA roCyJ1apCTBEHHOI'O (My)KCKOPI,
JICHUA HOMEDP BUT pa6OTI;I COBMCCTHUTCIIb- o
IuKa NEHCUOHHOI'O CTpaxoBaHUsL )KGHCKI/II/I)
CTBY)
JINMUHAS KAPTOYKA
padoTHuKA
I. OBLLIME CBEJAEHUS
TpynoBoit norosop HOMEp
JlaTa
1. ®amumnust Nwms Ot4ecTBO
Kon
2. Jlata poxxaeHust
(1eHsb, Mecsii, Toj)
3. Mecto poxaeHus o OKATO
4. I'pa>xx1aHCTBO no OKNH
5. 3HaHWE HHOCTPAHHOTO SI3bIKA no OKNH
(HaMMEHOBaHUE) (cTemneHb 3HAHUA)
mo OKNH
6. O0pazoBaHue no OKMH
(cpenree (moHOE) OblIIee, HAYAIBHOE MPOdECCHOHATBHOE, CpeiHee MPOodhecCHOHaTbHOE, BRICIICE MTPO(ECCHOHATBHOE)
HaumenoBanue oOpazoBartensHoOro yupexxaenust | JlokymeHT 06 00pa3oBaHuM, O KBATU(H- Ton
Kalli¥ WIM HAIWYUY CIICIUAIBHBIX 3HAHUN |  OKOHYaHHSA
HaNMEHOBaHHUE cepust HOMED
Kpanudukanus mo 1oKkyMmeHTy 00 00pa3oBaHUH Hanpasnenue win cnenuanbHOCTh IO JOKYMEHTY
Koz mo OKCO
HaumenoBanue oOpazoBatensHOro yupexxaenust | JlokymeHT 06 00pa3oBaHuM, O KBATU(H- T'on
KaIli¥ VTN HAJIMYUH CICIHATBHBIX 3HAHUH | OKOHYAHUS
HAaNMEHOBAHHE cepust HOMED
Kpanudukanus no J0KkyMeHTy 00 00pa3oBaHUM Hanpasnenue win cnenuanbHOCTh IO JOKYMEHTY
Koz mo OKCO
[ocneBy30BCcKOE IpodeccnoHaTbHOE 00pa30oBaHNE Kox mo OKHMH
(acniupaHTypa, a(bIOHKTYPa, JOKTOPAHTYpa)
HanmenoBanne 00pazoBaTeIBHOTO, JokymeHT 00 00pa3oBaHuH, lon
HAYYHOTO YUPESKICHUS HOMED, AaTa BBIJAYH OKOHYAHUS
Hanpasnenne win cnenuanbHOCTh IO JOKYMEHTY
Kon mo OKCO
Kon
7. IIpodeccus
pog 1o OKTIJITP
(ocroras) no OKIIATP
(npyras)
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2-s ctpanuna Gpopmsr Ne T-2

8. Crax pabotsI (110 cocTOsTHAIO HAa ? 20 r.):

OOmmit JHen MeECsALEB JeT

HenpepriBHbrit JHen MeECsLEB JeT

Jaronmii mpaBo Ha HaAO0ABKY 32 BEICIYTY JIET TTHEH MECSIIEB Jer

JHen MeECSLEB JeT

9. Cocrosinue B Opake Kog mo OKNH \:|
10. CocTaB cembu:

Crenens poacTBa

. damunusi, UMs, OTYECTBO Ton poxxaenns
(Onmxaiime poCTBEHHUKH)
1 2 3

11. ITacmopt: ~ Ne Jara Bp11aun “ ” I.

Brinan

(HauMEHOBaHME OpraHa, BbIIABILETrO MaCcIopT)

12. Anmpec mMecTa JKUTEIBCTBA:

IlouTOBBIN UHIEKC

ITo macniopry

IlouToBBIN UHIEKC

dakTnuecKkuit

Jlata perucTpaiuu 1o MecTy KUTEIbCTBA

Homep tenedona

Il. CBEJEHHS O BOMHCKOM YYETE

1. Kareropwus 3amaca

6. HanmeHoBaHue BOEHHOIO
KOMHCCapHaTa Mo MECTY KHUTEeIbCTBA

2. Bounckoe 3BaHue

3. Cocras (po¢mib)

7. CocToHUT Ha BOMHCKOM YUeTe:

4. TTomuoe xomoBoe 006o3HaueHne BYC

a) obmeM (HoMep KOMaHBI, TAPTHH)

5. Kareropust roTHOCTH K BOGHHOHU CITyKO€

0) crierMabHOM

PaboTHHNK KAIPOBOii CTy:KOBI

8.

(OTMeTKa O CHATHHU C BOMHCKOT' O yqua)

(OIKHOCTB)

Padornux

(IMYHAS TOATIUCH)

113 ER] 20 r.

(JTMYHAS TOJINHUCB) (pacumdpoBKa MOANKCH)



3-1 ctpanuna ¢popmsr Ne T-2

I1l. TIPUEM HA PABOTY
W NEPEBOJbI HA IPYTYIO PABOTY
JInunas
Tapudnas
JomkHOCTS (CTIenManbHOCTD, TIOATINCH
CrpykTypHOE craBKa (OKJIax),
Hara npodeccus), pa3psin, Kiacc OcHoBaHue BJIaJIeTIblIA
Tofipas/ielieHue Ha/i0aBKa, N
(xareropust) KBaIU(pHUKALIIH 5 TPYAOBOH
PYO- KHIDKKH
1 2 3 4 5 6
IV. ATTECTALIUA
Hlata Pemenne komuccuu Jloicyment (npotoxkon) OcHoBaHHe
aTTecTaluu HOMeEp Jara
1 2 3 4 5
V. HOBBIIIEHUE KBAJIU®UKALIUU
Harta Bu HaunmenoBanue JlokyMeHT
A 00pa3oBaTENIFHOTO (ynocroBepeHue, CBUIETENHCTBO)
Hayala | OKOHYAHWs | TIOBBIIICHUS eHICHIA, MECTO €r0 s OcHoBaHue
oOyuenust | oOydeHus | KBaIH(HUKALUHU yip ’ HaMMEHOBaHUE P, Jarta
HAaXOXKICHUS HOMeEp
1 2 3 4 5 6 7 8
VI. IPO®ECCUHOHAJIBHASA NEPENNOATOTOBKA
Harta CrienmaiasHOCTh HoxymenT
(IMIIIIOM, CBHIIETEIHCTBO)
(mampaBiieHue, OcHoBaHUe
Hayaja OKOHYaHUS
npodeccus) HaNMEHOBaHUE HOMED JlaTa
NepPenoArOTOBKH | [IEPEOATOTOBKH
1 2 3 4 5 6 7




4-51 ctpanuna ¢popmst Ne T-2

VIl. HATPAJBI (1IOOIIPEHNS), TIOYETHBIE 3BAHUA

HanmeHnoBanwue Harpap! (TIOOIIPECHNS) Jlokyment
HAaMMEHOBAaHHE HOMEp Jiata
1 2 3 4
VIll. OTIIYCK
Bu otmmycka (exeroaHbIi, yaeOHBIH, ITepuon paboThI Konuuectso Jara
0e3 coxpaHeHHsI 3apabOTHOM TUIATHI KaJleHIapHBIX OcHoBaHue
c o N Hayajla | OKOHYaHUS
U JIp.) JIHEH oTImycKa
1 2 3 4 5 6 7
IX. COHUAJIBHBIE JbI'OTHbI,
HA KOTOpble pa00THUK HMeeT NPAaBO B COOTBETCTBHU € 3aKOHOAATEIbCTBOM
HaunmenoBaHue JbrOTHI JoKymeHT OcHoBaHue
HOMEp JlaTa BBIIAYHN
1 2 3 4
X. JOINOJHUTEJBbHBIE CBEAEHUSA
XI. OcHoBaHue npeKpaleHust
TPYAOBOI0 10r0BOpPa (YBOJILHEHUS)
Hara yBonmbHEeHUST ” 20 T
[puka3 (pacnopsbxerne) Ne or“ 7 20 r.
PaGoTHuk KaapoBoii cayxKObI
(TOIKHOCTB) (JIMYHAS TOJINHUCB) (pacumdpoBKa MONMCH)
Padornuk

(IMYHAS TOATUCH)



ITpunoxenne Ne9
K TIOJIOXKEHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIe]T paOOTHUKOB

JIUCT-3ABEPUTEJIb
nesa Ne

B nene IMPOIIKXTO U TPOHYMCPOBAHO JIMCTOB
(uudpamu U IPOIKCHIO)

c No o Ne , B TOM YHCJIE:
JIMTEpPHBIE HOMEpPA JINCTOB
IIPOIMYIIECHHBIE HOMEPA JIMCTOB
+ IMCTOB BHYTPEHHEN ONHCH

OcoOeHHOCTH (PU3HUECKOTO COCTOSIHUS U Howmepa micros
(hopmupoBaHus Aena

1 2

OTBETCTBEHHBI 3a
KaJIpOBBIN y4eT

(moamnuce) (pacumppoBKa MOIIHCH)

« » 202  ronma
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