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TIHCTPYKIIIIq
O noprgrce $oplrupoBaHr{fl, BeAeHuq r{ xpaHeHrre

JrrrqHbrx Aer pa6orHrrKoB

IJTABA 1. OErU[rE ITOJTOXEIJI/JT
1. I4ncrpyrqut o nopqAKe QopuuponaHur, BeAeHVfl, n xpaneHufl. rrvrLrHbrx AeJr pa6oruuror

(Aalee - I4Hcrpyrqur) ycranaBnlrBaer noprAoK $opuuponaHuq, BeAeHTus u xpaHeHur Jrr4r{Hbrx AeJr
pa6ornuroB Ha npeAilpvlflTLrflx, B yqpe)(AeHilflx vI opmHn3auurx Krrprurgcxofi Pecny6nzrH Bcex

Ooprur co6creeHHocrr (4anee-Opranusaqzax). floroxeuur uacrorulefi l4ncrpyxtluu He
pacnpocrpaHtlorct Ha noptAoK $opuuponaHzr, BeAeHrar u xpaHeHr4r JrrdrrH6rx Aen
focyAapcrEeHHblx L MyHvtllUnanbHbrx cnylKarrlt4x, BoeHHOCny)KarIHX, yqaquxcr yvpexgeHr,rfi
o6pasorannx.

2. JlllqHoe Aeno- gro coBoKynHocrb AoKyMeHToB coAepxarqnx uau6oree rroJrHoe cBeAeHr4e o
pa6oruuxe' B ToM ql,Icre u eno rpyaoeofi Ae.f,TenbHocrn; npoSeccuoHturbHbrx, AeJroBbrx 14 Jrr.rqHbrx
KaqecrBax, a rarcKe coAepx(auvx aHKerHo - 6uorpa$uqecrue AaHHbre pa6oruura.

3. B coorsercrBnr c aakoHoM Ksrpruscxofi Pecny6nuru <O HaquonamHoM apxrrBnorvr QoH4e
Krtprslscrofi Pecny6nllKl4) opraHtsa\va o6ssaHsr Becrra AoKyMeHTbr no JrrrqHoMy cocraBy B rlenrx
o6ecneqeHvs,TrpaB H 3aKoHHbIx I,IHTepecoB rpaxAaH. [oryvreHTsr no nl4qgoMy cocraBy, B ToM rrr4cre
JIIMHbIe 4ena pa6orHrrKoB, BXoAtr B cocraB HaquoualrHoro apxuBHofo Son4a Kupruscrcofi
Pecny6nurn.

4. JIu'IHrte AeJIa BeAyrct Ha pyxoBoAr4Terefi u cneunanr4croB, IrHxeHepHo-TexHuqecKHX H
HafIHbIX pa6otHlzxoB, a raKxe MareplranbHo orBercrBeHHbrx ntru He 3aBr4cr,rMo or roro, pa6oraer
pa6ornnr s AaHHoft opraHl{3aquu no ocHoBHoMy Mecry pa6oru Hrru flBrs,ercff coBMecrraTeJreM.
npHIrf,T JII'I oH pa6ory Ha HeolpeAe.neunufi cpoK r4npr no cpoqHoMy rpyAoBoMy AoroBopy.

Ha pa6ornllKoB, B orHoIIreHLIH Koropbrx npll flpueMe Ha pa6ory ne npeAtrBnflrcTct
rpe6onaunx r o6pasonaHl,Ilo, xnaln0urarfvtu, Harr4rrktro cneunanbHbrx zsa:riuit r.rJrn cnellualruofi
troAroroBKr,r, Jrr,rrrHbre Aena He o tp oprrumorcx.

5. Jlrqsue Aena yrrt4TblBalorct KaK AoKyMeHru <<,{nr cryxe6noro nonb3oBaHHfl>>. CaegeHar,
coAepxalquect B JIrrqHoM Aene tBJlterc.fl rouQu4euqrraJrbHbrMr.r tr vMeror ofpaHLrr{eHnoi aocryl. 3a
pa3rnarlreHHe AaHHbIx ceeAelrufi pa6orHuxrz KaApoBbrx clyx6, a rarcKe rrvr\a) [Merorrlge Aocryn
nI{qHoMy AenY, flpl'IBneKalorct K Allcqr4nnr.rHapHofr orsercreeHHocrz. .{ocryn K Jrr4qHbrM ,rlenaM AJrt
O3HAKOMJIEHI,Irc I,IMEIOT:

- pyKoBoAr.rTelb opraHv3arJJrpr u ero 3aMecTtrrenu;
- pyKoBoAkrrelru crpyKTypHbIX no4pas4eneuufr opraHusaqufi ((c Jrr,rrrHbrMra Aenau:a cBor.x
noAqI,IHeHHbIX));

- rocyAapcTBeHHble OpraHbI, y[onHoMorreHHbre Ha npoBeAeHr,re ilpoBepoK KaAponrx clyx6
opranusaqufr;
- pa6orHur, Ha Koropofo3aBeAeHo Jrr,rqHoe Aeno.

6. @opvrnpoBaHl4e, BeAeHpIt H BeAeHI4e o[eparrlBHoe xpaHeHue Jrr.rrrHbrx Aen ocyqecrBJrqer KaApoBat
cnyN6 a opraHr43 arlnfr (cneqnarucr rro KagpaN,r).

7. Kourpolr 3a oQopulenuerrl v xpaHeHHeM Jrr.rr{Hbrx Aen Bo3Jraraerc fl, Ha pyKoBorr.rrens
opraHr,r3arluu.

[JIABA2. COCTAB AOKyMEHTOB JIIITTHOTO AEJIA
Jluqnoe 4elo pa6orHuxa Qoprvrupyercr rrocJre 3aKJrrorreHr4r rpyAoBoro AoroBopa (xonrpama) ra

v34aHus' paclopsAl{TeJlbHofo AoKyMeHTa (npuxa:a, pac[opflKeHur, pe[reHvr, flocranoueHux)
o fiprreMe (HasHauenue, nepeBora) Ha pa6ory.
IIpu Soprr,rzponaHzr..I JIIrqHofo .4eJIa AoKyrueHTbr BKJrroqaercr B Hero s cneryrcuefi
NOCNE.IIOBATCJIbHOCTI4 :

- 3aflBJreHlre o npkreMe Ha pa6ory;

8.

9.



- JrlrqHbrr4 nr,rcToK [o yqeTy KaApoB;
- aBro6r,rorpa$zr (pesronre) ;

- KonuHAoKyMeHTon o6 o6pasoBaHvIv, noBbrrueHHn rcealuSnKa\vrr4, nepenoAroroBKn;
- KOnUn AOKyMeHTa yAOCTOBeprrcuIero nHr{Hocrb;
- Konur yAocroBepeHnr coquansuofi sauluru;
- Korlktt AoKyMeHTa BoLIHcKoro yqera (Anr noeunoo6sganuux u nuu noAnexaqtrx K nprr3brBy Ha
BoeHHyro cryx6y);
- KonHfl AoKyMeHTa yAocroBepnoulzfi $axr nepeir,reuu Qaunnuu (npu ueo6xo4uiraocru);
- KOnHr (nunucra) pacroprAnrenbHoro AoKyMeHTa ( npurasa, pacnopqxeHr-Ir,
perxeHr,rs, nocraHoBneuun), o npr4eMe (uasuaueunu, [epeBoAe) ua pa6ory.

10. IIpu $opnar4poBanupr JII{trHbIX Aen orAenbHbrx Kareropufi pa6orHr.rKoB B Hr,rx AononHr4TenbHo
BKJrKlqaeTcr cJreAyroqr4e AoKyMeHTbr :

- rpy.torofr AoroBop (ronrpaxr);
- Korrur arra o6 us6pauuu Ha Aonxuocrb;
- KonI,It arra o6 us6panuu no KoHKypcy Ha 3aMerrleHr4r Ha BaKaHTHofi Aolxuoc.tr4 Anr, HayqHbrx
pa6ornuroB I,I npenoAasarerefi Bhrcrrrr4x yue6nux gaseAeHufi, trpoureAtuvx KoHKypcrufi or6op
Ha 3aMerrleHur BaKaHTHbrx AoJDKHocrefi ;

- KoIIurl (nunucra) pelxeHrrs y.rpegurenefi o Ha3HarreHnu Ha AoJrxHocrb pyKoBoAHTent
opraHr,r3arlulr;

-AoroBop o MarepvanrHofi otsercrBeHHocru (4nx vrarepnanbHo- orBercrBeHnux nnq);
- cyAebuoe peilreHl4e o 3aKJlloqeHr.rr.r rpyAoBoro ,4oroBopa, HanpaBneHr,re na pa6ory (cnyx6oft
3aH.srocrl'I Im MonoAbIX cneq[anr4croB nocJre oKoHqaHr.rr rocyAapcrBeHHbrx yve6uux
aane4eunfi).

11. B npoqecce BeAeHI,It JII{tIHofo AeJIa B Hefo BKJrroqarorcr AoKyMeHTbr, xapaKTep}r3yrorque
AeJIoBbIer o6IqectnenHo-[oJlt4TaqecKr.re, HafrHble u JII,ITIHbIe KaqecrBa pa6ornura:

- AOIIOIHeHHe K nr,rqHoMy nr,rcTKy no yqeTy KaApoB,
- xapaKTepr4cTr,rKr,II,I aTTecTarlnoHHbre JrrrcTLr,
- crrprcKu HayqHbrx rpyAoB u raso6pereuufi;
- Kotluu.4HnJIoMoB, yAocroBepeuuir,ceprvrpnxaroB o rroBbnrreHnu KBaJrHSuxauuu;
- Konl{u AoKyI\{eHToB o noolllpeHuflx u HaJIaraeMbIx ua pa6orHHKa B3brcKaH4flx;
- 3?J.BIreHva pa6orHzra o nepeBoAe, yBoJrbHeHuul npegcraBJreHr.rr Ha noBbrrrrelle vrLr noHnxeHqe

B AOIXHOCTI,I, HHbIe AOKyI!{eHTbI rI HeAyxr,rBIxI,Ie ocHoBaHI,IeM I.nfr rrepeBoAa, yBonbHeHr{.rr
pa6ornura;

- KonI,Iu (nslnucru) pac[opflAl4TeJlbHbrx AoKyMeHTon (npur<a:oB, pacropflxeuufr, peueuufr,
IIocraHoBJleuuft) o [epeBoAe, yBonbHeHl4a Harpa]KAeHHn, npHcBoeHv14 rnallr$uxaugoHHbrx
rareropuff, pa3prAoB, ssalau:ir r,t r.rr.

12. B nu.rHoe AeJro He BKrroqarorcr:

- 3iurBJreHvr pa6orHura 14 KoIIuu AoKyl!(eHToB o [peAocraBJreHr,rr4 ornycKoB;
- cnpaBKr.r o Mecre xr,rreJrbcrBa, cocraBe ceMbrr, pa3Mepe sapa6ornofi rrJrarbr.

13. tlpu I'I3MeHeHrILI aHrerHo-6uorpaSuvecKr,rx raHHbx pa6orurrK B TeqeHVe oAHoro Mecrqa
un(poprraupyer KaApoByIo cnyx6y c npeAcraBJreHr.reM rroAJrr.rHHHKoB AoKyMeHToB,
cBl'IAereJrbcrByroq[x o6 I,I3MeHeHuu aHKerHo- 6uorpa(fra.recKr4x IaHHbrx, lu6o vtx Konufi,
3aBepeHHblx HorapllanbHo. Cse,4eHlag o6 r43MeHeHr.rflx B aHKerHo -6zorpaSnqecKr.rx .qaHHbrx
pa6ornura u ero clyxe6Horra noJroxeHur.r 3aHocrrc.s B nvqHoe AeJro ronbKo npr4 Harvquvr
coorBercrBytoqt4x AoKyMeHToB, KoropbreAoJrxHbr 6urs npe4craBJreHbr KaApoByro cnyx6y.

Ha ocHosaHl,In [peAcraBJIeHHbIX AoKyMeHToB KaApoBofi cnyN6ofi BHocrrc.q r,r3MeHeHur B

[I,I9Hoe AeJIo. Buecenze usl{eHeullfi Ha ocHoBaHur4 ycrHbrx noscneuufi pa6orHzra He AonycKaercr.



TJIABA3. TPEEOBAIIITfl K COCTABJIEHI4IO
14 ooopMJrEHpIIo AOr{yMEHTOB JII{qHO|O AEIA

14. JIU'IHoe 3aqBneHLIe pa6oruuxa, KaK rrpaBuJro, flHrrrercq or pyKH B npon3BonbHorra $oprrae. B
3atBneHHH yKa3blBaercfl aApecar (.Uolxnocrb rzHrrrluansr, Qauulur pyKoBoAvrrers, opraHuaaquu),
aBTop ((parvrr'rnur I,IMI orrlecrBo npuHnMaeMoro na pa6ory), efo lacnoprHbre AaHHbre, aApec (rraecro
perncrpaqzu), HoMep releQona, HaI4MeHoBaHr4e AoKyMeHTa (:arnneuue), TeKcr, B KoropoM
yKa3blBaercfl, Ha KaKyIo AonxGocrb (no raxofi npo$eccur.r u realu$uxaqau), B KaKoe crpyKTypHoe
loApasAeneHl4e aBTop 3aflBreHilt. trpocr.rr npHHrrb (nepenecru) ero ua pa6ory), rloArrr4cb, Aara.

3axwenus, o rrpneMe, IIepeBoAe, yBonbHeHr4rz oQoprr,rnrrorcr Ha craHAaprHoM JrLrcre 6yuaru
Qoprraara A4 ntm rpaQapernou 6lalrre.

15. JIuqHufi nnctorc no yqery KaApoB (flpunoxenue 1) sanorHrercr rrocrynarcquM Ha pa6ory
co6crnesnopytlHo B oAHoM gK3eMnnrpe 6es [oMapoK H HclpaBnennfi sa ocHoBaHr4r, flacflopra,
BoeHHoro 6uneta, rpy4oeofi KHLIXKLI, AoKyMeHTon o6 o6pasoBaHar4 rr LtHbrx JrurrrHbrx roKyMeHToB.
flonnora u npaBl4JlbHocrb 3anoJIHeHHr Jrr{qHoro JrHcrKa npoBeprrorcr pa6oruuxou xa4poeofi
clyx6u (cneqzalncroM no xa4parr,r), roropufi cBeprer coorBercrBue 3afluceit, cAenaHHbrx B

Jrr4qHoM JIrdcTKe, c 3afIucfrMu B AOKyI!{eHTax.
flpu :anonHenkru JII'IqHoro JILIcTKa no yr{ery KaApoB co6rrcAarorcr cneAyrorque rpe6o BaHv$.:

)

- Ha Bce Bonpocbl JII'IqHoro JII,IcrKa no yqery KaApos AoJrxHbr 6urs Aanu HcrrepnbrBaroq[e orBerbr;

- He Ao[yCKaercr flpoqepqr.rBauue rpa$; B cnyqae orp]rrlareJrbHoro orBera
yKa3blBaeTcff: ((He HMeIO)), ((He yqacTBoBaJr)) I{ T.fr.,
- $auutmn, vIM,g, orrrecrBo nl,Iruyrct noJlHocrbro B r,rMeHHTeJrbHoM naAexe Hanpur'rep: KoeHrogoe
A6,4ycarap Manzrorzu;
- qHcJIo, Mectq u roA po)KAeHLIS yKa3bIBaIoTct cJloBecHo-qn$ponrru cnoco6ou. Hanpzu ep: 23
uox6pr 1964 roaa.

- Mecro poxAeHI'It yKa3blBaerct B coorBercrBl,rH c aAMuHr4CTparr.IBHo- Teppr.rropr,rulJrbHbrM AeJreHHeM
Ha MoMeHr poxAenr,rr. Hanpurvrep: Kupru:crar CCp,rop. Opynse;
- n rpaQe <fpaxAaHcrBo)) yKa3blBaerct Ha3BaHr,re crpaHbr (Krrprrrscr<ar Pecny6nurca);
- n rpaQe <O6paaonaHl4e)) yKa3blBaercfl: ((cpeAHee)), <npo$eccuoHaJrbHo- TexHr4qecKoe)), ((cpeAHee

cueqplanbHoe)), ((BbIClllee> ;

- ecJII'I yre6Hoe 3aBeAeHrIe He oKoHrreHo, yKa3blBaercr, cKoJIbKoKypcoB oKoHrrprJr prrrr4 c KaKoro Kypca
yIIIeJI' Ant OKOH[II4BIIIUX He[OnHyIO CpeAHIOIO IXKOny yKa3blBaeTct, CKOJIbKO KJIaCCOB OKOHT{r{1:
HalIMeHoBaHrI.ff BbrcIIrHX I{ cpeAHLrx cneql,ranbuux y.re6Hbrx 3aBeAeHufi nuinyr;c, nonHocrbro;
- n rpaQe <<Karue I,IMeere HayqHble rpyAbr rE z:o6perelvrfr>> nepeqncnrlorcr ory6rgKoBaHHbre
HayqHble rpyAbl c yKuBaHHeM BbIXoAHbrx AaHHbrx 3anareHToBaHHbre uso6perenus nu6o Aenaerct
3anucb : ((crrr4coK HayqHbrx rpyao s (uso6p ereurafi ) upunar aer c fl>> ;

- n rpatfe <Tpy,uonar AetrenbHocrb)) orpaxaercfl, rpeAbrAyruar rpyAoBafl AerrenbHocrb, a raKxe
nepepblBbl' cBt3aHHbIe c yve6ofi, 6oresHrlo Lr r.rl. Ec.rrlr pa6orHur s oIHofi u rofi xe opraHr{3ar\vtu
3aHI'IMaJI B pil3Hble fiepuo,{bl BpeMeHH pa3nr.rrrHble .qoJI)KHOCTr,r, TO yKa3brBaercfl) c KaKoro u Iro KaKoe
BpeMJr ou pa6oran s Kax4ofi AoJrxHocrrr;
- n rpaQe <Ceuefinoe rIoJIoxeHHe> yKa3blBalorcq AaHHbre Ha MoMeHT Kr,rr4xHcr4MH Jrr4qHoro JrrcrKa:
(xonocr (ue sauyxeu)>, <<NeHar (rauyxenr)>> parnegeH (pa:negeua)>, <u4oneq (n4ona);
- n rpaQe <<Mecro xI,ITeJIbcrBa)) yKa3blBalorcff aApec npotrncKr, $arrnvecruft atpec fipoxhBaHgr r,r

rere$ou.
Ha nn'IuHfi nlrcroK rto yqery KaApon HaKreuBaercr SoroxaprorrKanpr4HuMaeMoro ua pa6ory,
JlnqnsIfi nplcroK no yqery KanpoB rroAnr.rcbrBaercr cocraBr.rrerreM c yKa3aHr.{eM Aarbr



3arroJrHeHlrq. I4gN,reHeHr.rr Lr AononHeHr,rr s nuqHrrfi Jrr,rcroK rto yrrery Ka,qpoB flocJre ero 3anonHeHr4t

He BHOCTTCT.

B AononneHLII,I K JrHqHoMy nucrKy no yqery KaApoB orpalxalorcr IaHHbre o pa6vf4 vl

I,I3MeHeHItt B yrlerHblx cBeAeHr,rrx o pa6orHr,rKe fiocne 3a[oJrHeHr,rr JruqHoro JnrcrKa Ho yqery r(aApoB

(flpnroxenue2).
16. Anro6zorpa$ut - AoKyMeHT, coAepxaqufi xparroe n3no)KeHr4e ocHoBHbrx 3TanoB )Kt4sHH t4

AetrenbHocrl4 er'o aBTopa B xpoHonorr4qecKoM noprAKe. Cocraertrercr pa6orHhKoM caMocrorrenbHo
B npov3BoJlruofi Qopue Ha JII,Icre 6yuaru Soprtaara A'4. B anro6uorpa$nu orpa)Kalorcr cneAyrorque

cBeAeHVr:..

- Qa*vfirv:fl, LIMI, orrlecrBo;
- AaTaH MeCTO pOX(AeHur;

- nonyqeHHoe o6pasonauue (r4e, KorAar.r B KaKrax yre6nux 3aBeAeHr4rx o6yuancr);
- TpyAoBarAerrenbHocrb;

- rpo$eccm;
- o6urecrBeHHar pa6ora, yqacrr4e n nrr6opHux opraHax;

- ornorrrenue r eoeHHofi cnyx6e r{ BoHHcKoe 3BaHr{e;

- HrrJrv'rve flpaBkrrenlcrBeHHbrx n .4pyrlrx HarpaA u nooqpenufi;
- cBeAeHr,rf, o ceuefiuotvr nono)KeHl4tr, coBMecTHo npo)KlrBaroqux

poAcTBeHHHKax.

Anro6uorpa$nx nognucblBaercr cocraBr4TeneM c yKa3aHr4eM Aarbr (flpznoxenue3),
17. Konuu AoKyIueHToB, BKJlroqaeMbre B rr.rrrHoe AeJro, AoJrxHhr 6urn sanepeHbr B ycraHoBneHHoM

rroprAKe.

IJIABA4. @OPMIIPOBAH}IE. YIIET II
OIIEPATI,IBHOE XPAHE HI,IE JII,IIIHbIX AEI

18. llptz $opuupoBaHl,In nrlqHoro Aena AoKyMeHTbr noArrrr,rBarorcr B cKopocururBareJrb B

nopt.{Ke, yKa3aHHoM B [yHKTe 9, cuuzy BBepx. B npouecce BeAeHr.rr Jrr.rr{Horo Aena roKyMeHTbr
BKJIIorIarcTct B Hero B xpoHonoraqecrofi [ocneAoBarer6Hocrr{,

19. Ha o6noxKe JILItIHoTo AeJIa (yKurblBarorcr 3afoJronox (Jluuuoe AeJro, $avulut, Lrwfl,

orqecrBo pa6oruuxa B IIMeHLITeJIbHoM na4exe), perucrparlr4ounufi r4HIeKc Aena cornacHo xypHany
(ruure) yrrera rutrHbrx Ae[.

Ecriu $arr,rHlux pa6orullKa nocJle o$oprr,rneHur Jrr,rr{Horo Aena r43MeHrJrocb, To crapar Qauvtnut
3aKJlrcrlaercs n cro6rn, a HoBafl 3anl,IcbrBaercr uag Hefr.

20. flocle o$oprvureHllfi JIrItIHoro Aena Ha ero AoKyMeHTbr cocraBrqercr BHyrpeHHrr orulcb
(flpranoxeuue 4)- Ona co4ep)KI4T cBeAeHr4.rr o Ha3BaHr.rrx AoKyMeHToB, BKJrroqeHHbrx B AeJro,

AaTax BKJIIOqeHfit AOKyMeHTOB B Jlr.rrrHoe AeJIO, KOJTHLTeCTBe JII4CTOB BKJrrOqeHHbrX.qOKyMeHTOB,

B npoqecce BeAeHLIfl JILIqHoro Aena Bo BHyrpeHHeit onucu orpaxaercr BKJrror{eHr4e B Jrr4qHoe

Aeno HoBbIX AoKyMeHros. I4stgrue AoKyMeHToB rr3 Jrr.rrrHofo .qeJra, 3aMeHa rroAnHHHraKoB KortHqMH
orpaxarorct Bo BHyrpeuuei onncu n rpaSe <flpuue.rauze>.
21. JlnqssIe AeJIa pa6oruuxoB rroAirexar crporoMy yrrery. I.ls yqera v o6ecneqesus
coxpaHHocrl,I JII,ITIHIIX AeJI BeAercs xrypHan (rnnra) yqera rr,rrrHbrx 4en (llpr,r.rroNeHze 5).
22. Pyxono4urenb opfaHpl3arryM rrpr.rKa3oM He pexe oAHoro pa3a B nrrb Jrer Ha3Haqaer KoMHccHlo
tro rlpoBepKe HaJII4qufl, vI coc"toflHlrt JILrr{Hbrx Aen. @axr rponeprcu $rarcnpyercr B AononHenvrpr K

JruqHoMy nr4cTKy no rreTy KaApoB.

flpu nurueHHLI HeAocrarKoB n o$opuneHr,rr{, BeAeHvH u xpaHeHr,rr.r Jrr4qHbrx AeJr KoMrzccut
cocraBJlfler aKT, npeAcraerseMufi Ha yrBepxreHr4e pyKoBoAlrrenro opraHrl3arlr4rr.
23. JIn'm:ue Aena pa6oraroqfix corpyAHr.rKoBxpaH.rrrcs B KaApoeofi cnyN6e orremso or rpyrux ren
B cnequaJlbnux ruxa$axvrvt cefiSax B r.r3onr.rpoBaHHbrx noMeuleHr{rx (xa6uuerax, ofleqarbrBaeMbrx
nocJle oKoHqaHI,It pa6oru. JIu.IHrIe Aena pacnoJrararorcr Ha noJIKax B BepruKanbHoM rroJroxeHnH rro



noprAKy HoMepoB nn6o B alSarntroM noprAKe.
24. IIpu yBonbHeHnvt vIIrvI nepeBoAe pa6ornura, orBercrBeHHoro 3a yqer 14 coxpaHHocrb Jrr,rr{Hbrx

AeJI, IrMelo[ruect JILItIHbIe Aena [epeAa]orcr ApyroMy pa6orurzxy tro aKTy rrpHeMa-nepeAar{H Aen.

IJIABAs. IEPEAAIIAJII4IIHbIX AEn B APXI4B OPIAHI43AIIIU

25. flpu yeonrHeHl,Iu pa6oruurca ero flr,rrrHoe Aeno rroAne)Kr.rr rrepeAaqe B apxnB opfaHr43aur.rLt.

26. B coornercrBnv c neperlHeN4 Tuuoerrx ylpaBneHqecKr{x AoKyMeHTon, o6pasyroulprxcr B

AetreJIbHocrI,I y.rpex4ennfi, opraHusaqufi, npe4npuxrnfi c yKa3aHr.reM cpoKoB xpaHeHr4r,
yrBep)KAeHHbIM IIocraHoBneHI4eM flpaeuremcrea Kuprugcrofi Pecny6nuxu or 31 aexa6ps 2010
roAa Ns 346, rruuuste AeJIa pyKoBoAl,ITelefi y.rpexgeuuit, qneHoB pyKoBoArruux, [crroJrHnreJrbHbrx,
KoHTponLHbIx opraHoB yqpexAeuuit; pa6orHlrKoB, rrMeroulux rocyAapcrBe HHbre u HHbre 3laHr4s,,
npeMHu, HafpaAbl, yqeHble cre[eHn v 3BaHhA XpaHrrcr nocrorHHo; nuqHbte Aena ocranbHbrx
rareropnfi pa6oururoB xpaHrrcr 7 5 rcr MHHyc Bo3pacrpa6orunxa.
27. o$oprunenue JrIrqHbIX Aen rpu nepeAaqe B apxr.rB opraHr43aur4r.r ocyqecrBn fl,ercfl B

coorBercrBrtll c rpe6oeauttsv^u Tunonofi I{HcrpyKUr{H no Aenonpou3BoAcrBy e Kupruscroil
Pecny6nure B cneAyroilIeM roprAKe;
- Bce AoKyt![eHTbI JIIatIHofo AeJra B coorBercrBur,r c BHyrpenHeft onucbro nepeKnaALlBa]orct B

xpoHoJloruqecKoM noptAKe cBepxy BHr43, To ecrb or 6olee paHHero AoKyMeHTa r 6olee no3AHeMy;
- Bce JILIcrbI, KpoMe JILICToB 3aBepr,rrenbHofi ua4nracu r,r BHyrpesHefi onHcr4 HyMepyrorct apa6crcuuu
qu$parur'r sanoeofi HyMepaqllefi n npanou BepxHeM yrJry He 3aAeBar reKcra AoKyMeHToB, rrpocrbrM
KapaH.qaruoM vrrrvt HyMepaTopoM ;

- JIHcrbI Bl{yrpeHHeit onucu HyMepyerct orAenbno. K nHyrpenuefi onncu cocraBJrrercr HrofoBzur
3a[Hcb, n xotopofi yKa3blBaercx qu$parrau pr npouHcbro KoJruqecrBo BKJrroqeHHbrx B Hee IoKyMeHToB.
BnyrpeHn-ax onncb floAnl,IcblBaercr ee cocraBr{TeJreM c yKa3aHrreM pacuru$poera floArrr.rcu,

AonxHocrl4 I'I Aarbl cocraBneHHfl, orrvav. BnyrpeHHrt onvcb pacfionafaercr B HaqaJre nlrr{Horo Aena;
- cocraBJlterct 3aBepLITeJIbHat HaAnHcb Aera. 3aeepnTenbHar HaAnr4cb cocraBnrercs, Ha orAenbHoM
JIHcre-3aBepI,ITene Aena. B 3aBepplTenbuofi uaAnncu qra$parr,rrd r,r lponr4cbro yKa3brBaercr KoJruqecrBo
JII{croB B .qaHHoM AeJIe, KoJIHqecrBo JIHcroB nHyrpenHefi onl4cr4. 3anepzrelruar HaAnrrcb
IroAtII,IcbIBaerct ee cocraBI,ITeJIeM c yKa3aHI,IeM paclxl4Qponxz noAnr,Icrd, ronxHocrt4 I{ Aarbr
cocTaBneHl4f I,I pacnoJlafaeTcr B KoHUe AeJra;

- AoKyMeHTbI, cocraBntloql4e AeJro, noArxrrBarorcfl. Ha 3-4 nporona B TBep.uyro o6loxKy vnv
[epenJleralorct c yqeroM Bo3MoxHocrr.r ceo6oAHoro qreHr.rfl TeKcra Bcex roKyMeHToB. llpu
noAforoBKe Aen K [oAIrIHBre (nepenneryr MerurJrJrr.rqecKue cKpenneHr,rr (cro6u, crcpenrcu) u:
AOKyMeHTOB yAaJrfl rOTCfi ;

- JII,IqHbIe AeJIa yBoneHHbIX pa6oruuxoB, rIoAJIe)KaIIIHe nocroflHHoMy xpaH'enurc, BHoc.rITct s roAosofr
pa3IeJI onucl{ AeJI rlocrotHHoro xpaHeHur, coorBercrByoqufi roAy ysorbHeHr,r.fl pa6orHnxa;
JII,IqHhIe AeJIa yBoJIeHHbIx pa6orHunoB, IloAJrexarrlr4e AoJrroBpeMeHHoMy xpaHeHuro, BHocrrcs B

OnLICb AeJI nO nurIHOMy COCTaBy nO IOAy yBonbHeHut LI CI4cTeMaTH3I{pyIoTCr no alQayury Sav'uttui't;
- Ha o6noxre Aena yKa3blBarorc.u HaLrMeHoBaHue yqpe)KAeHr,rq n crpyKTypHoro noApa3Aen eHvts.,

3aroJIoBoK (JIu.rHoe AeJIo, $auutut, uut, orqecrBo yBoJreHHoro pa6oruuxa B vMeHr4TeJrbHoM

nagexe), xpafiHne Aarbl AeJIa (4atu npr.rKa3oB o rrppreMe Ha pa6ory r4 yBonbHeHuu), roluqecrBo
JII,IcroB B coorBercrBrvt c 3aBepr4TemHofr HaAnr,rcbro, cpoK xpaHenvtfl,, apxunurrfi uru$p lena
(cocrolm u3 HoMepa QoH4a, HoMepa oilvcvt r.r HoMepa Aena tro onncz).
28. Onucpt Aen opraHusatluit, tBJltlouruxc.s r4croqHr.rKaMr.r KoMnJreKToBaHVfl rocyAapcrBeHHbrx
apxlrBoB, yrBepxAalorct gKcreprHo-nponepovHofi uero4ravecrofi rcouzccueil (3nMK)
I'ocyAapcrBeuHoro apxuBa no Mepe Heo6xoAnuocrlr, Ho He pexe oAHoro pa3a B rrrrb ner.

f JIAB A 6. IIE pEAArrA JIUq H bIX A E Jr rr p r4 p E O p f AH r43 Arlprpr vr



JI I4K BI4AAIIIII4 O pf AH I4 3 A UI,I I4
29. flpu peopranvsa\wt opraHu3aIIpII4 JrvqHbre Aena repeAarorcr e o6pa6oraHHoM BHAe rro

orlucu [paBonpeeMHuKy no aKTy rrpraeMa-lepeAar{u.

30. flpu nuxeuAaq:avr opraHl,I3arlur,r JrnrrHbre AeJra nepeAarorcq n o6pa6oraHHoM BnAe no oflprcH

B apxlrB nsturectorlqefi opraHI{3aIIHr,r, a ilpvr ero orcyrcrBnr,r B coorBercreyrculr,rfi
rocyAapcrBenuui apxhB.

TJIABAT. IEPEAAIIA JII,{IIHbIX AEJI
B f OCYAAPCTBEHHbIII APXI4B

31. B, coorsercrBr4vr c 3aronou Kupruscrcofi Pecny6nurz <<O HaquouarsHoM apxHBHoM

$o"le Krfpruscrofi Pecny6ru,IKI,D) AoKyMeHTbr rro Jrr,rquoMy cocraBy, B ToM qncne nrlqHbre Aera
pa6oururoB xpaHtrct B apxl4Be opraHl43arluu 75 ner. B rocyAapcrBeHHbre apxr.rBbr rr,rrrHbre Aera
lepeAaloTcfl rrpu Jrr4KBuAaIJvrpr opraHr{3arlzn B orcyJtcrBue BHrxecrorrqefr oprauzsaquu. flo
AOfOBOpy C rOCyAapcrBeHHbIM apXI4BOM AonycKaercr nepeAarra AoKyMeHToB rro nHqHOMy cocraBy
B ToM qI,IcJIe JIVqHbIX Aen pa6orHptKoB, orAeficTByloqfix opraHr,r3arlufi sa nlarsofi ocHoBe npH
orcyrcrnuft ueo6xoAnubrx ycnoBr{ it Als xpaHeHrdr.

32. flepe4 nepe4avefi Ha rocyAapcrBeHHoe xpaHeHlre na o6roxre JrprqHofo ,qeJra nvrxerct
H:BBaHr4e f OCyAapCTBeHHOf O ApxkrBa.

33. Jluqnue Aena nepeAalorct n o6pa6oraHHoM Br,rAe ro onncrM Aen, yrBepxAeHHbrM OttMK
FOCyAapCTBeHHOf O apxr4Ba.

34. flpuerr,r Jrr,rqHbrx Aen
flpr{eMa-IIepeAaqr,r.

Ha rocyAapcrBeHHoe xpaHeHrae o$opvrlrercr aKToM

NI4IIHbIIZ JII,ICTOK

l. @auutux
HMf,

2. Ec.nu uguesxnu $aturunvtro, HMt r4JrH OTqeCTBO, TO yKaXHTe KOrAa I{ nO

rarofi npur{r4He

3. flon 4. HNclo, Mecru H roA pox(AeHr.rs

5.Mecro poxAeHr,rt

o6racrs, pecny6nura) 6. HaqnonzrJrbHocrb
(celo, AepeBHfl, ropoA, pailoH,

7.

oTqecTBo

fpaxgaucrro
8.

O6pa:onaHue

HagsaHue
v.{e6Horo

@arylrrer
wil4

fo.q
IIocTynne

foa
OKOHqAHH.'I

Ecr,u
OKOHI{}IJI. TO C

Kaxyro cnerlnrrnbHocrb
noJryqun B pe3ynbTaTe



3aBeaeHHr H ero
MECTOHAXOX.IIEHI,IE

OTIENEHI{E HUfl HnH yxoAa KaKOTO Kypca
yIxen

OKOHIIAHI,I' YqE6HOTO
3aB e AeHIafl , yKmi arb .llb

AHNJIOMA HJII4

YAOCTOBODCHH'

9.3Hanue focyAapcrBeHHoro t3blra: BJraAero cno6o4Ho, lrrory o6rrcHnTbcr, He BnaAelo (HyxHoe
no4uepxHyrt)

10. Karuuu r.rHocrpaHHbrM' r3brKaMH r,r r3brKaMu HapolJn,CHl BnaAeere

('r[Taere I{ nepeBoAI,ITe co cnoBapeM, ql{Taere I,I Moxere o6rscH.flrrcfl, BJraAeere

""oOoaro)
I l. VqeHas creneHb, yqeHoe 3BaHr,re

(rcorga npucBoeHbr, HoMepa gunlouon)
l2.Kaxue r{Meere HayqHhre rpyarr u nso6perenur

Br,rr nosrrueHr.rr
xraru$uraquu

Mecro rIoBbrIueHI,It
rcnanr,r(puxaquu(n rou

15. Pa6ora uo coBMecrr,rreJrbcrBy

Mecsq u roA HanraeHosaHue yqpexAeHrr.fl ,

opraHr,Barlur4, flpeArrpu flTvrs, a
raKxe Mr,rHucrepcrna (re4oucrea),
ero MecToHaXoX.IIeHrre

3auHraaeMaq

.IIOJIXHOCTbflocryurenur IIocTylJreHr{Jr



16. Crax pa6orrr: HenpephlBHblfi 

- 

rer, o6qufi Jrer, B ToM rrucre: no cnequanbHocrr,r
Jrer' Ha rocyAapcrBessofi cryx6e _ Jrer, B qacrHbrx crpyKTypax _ Jrer.

18. Yqacrne u rrr6opax opraHax

19. Karue r{Meere rocyAapcrBeuHrre H Apyme HarpaAbr

Korga H qeM HarpaxAeHbr

lT.flpe6ura*ve 3a rpaHuqefi (pa6om, yue6a, cnyxe6Har KoMaHAr.rpoBKa, rroe3AKa c Aeleraqneil)

' Mec.flq r,r roA B xaxofi crpaHe (ens npe6rrBa*lafl sa rpaHnuefi
C raroro
BDCMEHI{

Ha raxoe
BDCM'

MecrouaxoxAeur,re opr.aHa HassaHr.re opr.aHa B ra.Iecrse roro
ns6paH

foa
uz6pauux erI6rnHq

20. Lrueere Jrlr AunJroMaru'rec*uir paHr, KJraccHsrfi .{uH vrlru uHbre c[euuzurbHbre 3BaHn,

21. OrnorueHr{e K BotrHcxofi o6rsanHocrn: BoHHcKoe 3BaHHe



roAHocTb K BOeHHOfi Cnyx6e
BOeHHO-yqeTHar cnequanbHocTb

HAHMEHOBAHHE BOEHKOMATA NO MCCTY XHTENbCTBA

22.ceueit,oe nonoxeHr,re B MoMeHT 3anoJrHeHHr rrrr{Horo JrHcrKa

B.qoBeu,BAOBa

Barun 6rusrr,re poAcrBeHHHKr,r : x(eHa,

XeHar, :auyNeM, xoJrocr, He 3aMyxeM.

Myx, orell, uarr,6parrr, cecrpbr H Aeru:

23. flacnopr: ceput Ns Keu nugan 14 Aara Bbrnaqu

Q awvtnut, I,tMt, orqecrBo MecroxnreJrbcrBo

24. lotaamnnfi a4pec:

TeneQoH

JIuqHas no.rlnvcb
.{ara sanonHeHr{t

Pa6ornur, 3anonH.rrrcqr.rfi nu.rHHfi JrrrcroK, o6.ssaH o Bcex [ocJreAyrorrl,x
pa6oru AJrr BHeceHr{r orr,rx l,rgueHesnft B ero nrrqHoe Aeno.

rl3MeueHrr{x coo6ulatrno Mecrv



ABTOEI{OIPAOl{fl

@ av'urut, I,IM.I, orqecrBo

Auro6uorpaQua cocrauf,ercr B npor,r3BonbHoil Soprvre, co6crgeHHopyr{Ho, 6es nouapox l't

HcfipaBneHufi , c o6rsareJlbHblM ocBeIIIeHueM cJIeAyrcIqHM BonpocoB :

l. laran Mecro poll(AeHl4t.

2. KorAa, B KaKnx yue6Hux 3aBeAeHlrrx yqnrucb, KaKoe noJlyqunu o6pasoBaHl'Ie H cnellHulnbHocrb.

3. Tpy.uonar.aeareJlbHocrb.

4. Orsouresue r soeHHofi cnyx6e pI BoI'IHcKoe 3BaHI'Ie'

5. Karyro BrITIoJIHIJIII o6qecteeHHyrc pa6ory,naluu I'IHTepecbI.

6. Kparrue cBeAeHI,It o ceMbe,poAl4TeJltx, 6rusrnx (6parrr, cecrpu).



[ara
loAnr,rcb

Qav'unus

AOIIOnHEHT4E
K JII{IIHOMy JII4CTKy IIO yqETy KAnpoB

Vus Or.{ecreo

,{auHue o IIOCJIE 3ANOJIHEHH' JII4TIHOTO JII4CTKA

.{onxnocrr (c yrasarueu
HAUMCHOBAHH'

yqpexAeEHr, opraHH3arlxl,I,

tlvrclo, Mectq, roA Ha3HaqeHvlg'
us6pauut, [epeBoAa

Pacnopa1urelrsufi
AOKyMeHT



2.[auuue o6 HsN,IeHeHI4qx B yqerHbrx cBeAeHr.r.flx o pa6ornuxe rocJre 3arroJrHeHr.rt

JII4I{HOTO JII,ICTKA

(B 4annorra pa3Aene npopl3BoAsrct orMerKu o6 ugueueHHrx B cneAyroqr4x yqerHbrx
cBeAeHHtX: HafpaXAeHI,Ie [paBnreJrbcrBeHHbrMr,r v BeAoMcrBeHHbrMH HATpAAAM]1)
npI4cBoeHI,Ie yqeHbIX, BollHcKrrx, [oqerHblx ssanuit u yqeHbrx ctenenefi, o6pasonauue,
3HaHI4e t3bl B COCTaBe

2.3.3anucu o n I,IC KJIACCHbIX TIHHOB

2. I . 3anucu Harp ax(AeH r{r,r, rrp HcB o eHVv 3Ba*vrfi (cren en e fi
r{uclo, MectII, foA
HafpaxAeH vfl,, rrpyrcBo eHIdA

HauMeHoeaHr{e HarpaAbr, [ptrcBoeHr.re
yr{eHoro, Bol4HcKoro, roqeTHofo

geanuir

OcHosaHne ganvcLl

2.2 Ceeleerurr o flaBbrrrreHr,rr.r KBaJTH KaIII4II, aT'recTallll Ll
tlucJto, Mectq, roA Peurenue KoMr4cctrn

(xnann(furaquonHoil,
arrecrauptoHHofi

OcHoeaHr,re 3anucqr

PeureHue KoMr4ccr.pr OcnosaHr,Ie 3anucvl

2.4 3anucu o6 usrvreHeHvflx Br4Hbrx yqeTHbrx cBeAeHrzrx o pa6ornnxe
Xapaxrep r.r3MeHeHufl OcnonaHze garrkrcu



flara $auurrr4fl, u rroAnucb pa6orHuxa KaApoBofi cnyx6u

BHyrpeHHflfl orrrrcb AoKyMeHToB JrrrrrHoro AeJra

wIvlfl5 HMfl VI OTr{eCTBO
Hal,rrraeHoeaHHe,]oK\rreHTa

[-Ipuuevauue



Koruqecreo Jrr,rcroB BHyrpeHHe it onucu

(quQpar'aa u nponucrro)
HazueHoBaHHe Aonxmocru JIlIqa, 3arroJrHr{Brrrero BHyrpeHHro}o onprcb PaculrQponra
AOKyMeHTOB Aena no,ruLrcH

KHufa) qeTa JrHqHbIx IeJr
Qav.unua, I4I{II. orqecrBo Jara [ocraHoBKr{ Ha


