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L. OGmwue nonowennsn -

.1 Hacrosmmii nokansmsii dKT OTIpeensAeT nopsiok BCACHHA, Y4eTa W XPaHEHHS AHYHBIX nen
PABOTHHKOE  MYHHUMOATBHOFO KA3CHHOID  JOMWKONBHOMO oOpasoBarensHoro YUpPEKICHHA
«lercxuii can «lonconmymery (nanee — oDpazoparenshas Opranuzanus),

1.2. Topsiok paspaGoTan B COOTBETCTBUN ¢ TpyIoBLIM Kotekcom P, DesepansHBIM 3aK0HOM 0T
27.07.2006 Ne  152-93  «O ICPCOHANBHEIX  MaHHBIXY, MeToanveckum PEKOMEHTALIHAM IT
Pocapxusa, Ykazom [lpesusenta ot 30.05.2005 Ne 609 «O6 YTeepikaenun [Monowkenna o
ITEPCOHATEHRIX. JAHHBIX FOCYIAPCTREHHOTO chymamero Poceuitckoii Denepamnn u pegenim ero
AMHHOTO Jlenan, KOMICKTHBHEIM JOrOBOPOM I YCTaBoM 0Bpa3oBaTenLHOI opranusami.

2. DOPMUPOBANTE ANTHBLIX 1 paboTunkon

2.1, Mopuuposanne anuHoro Aeia  pabOTHHKA [POH3IBONHTCH paboOTHHKOM, Ha3HAYEHHLIM
3ABCAYIOUINM 00pa30BaATEIBHO Oprasusauny (nanee — oTBeTCTRCHHEIN 2a Benenue men) Juumoe

nen0 (OpMUPYETCH He Mo3aHee 1T padotux anel ¢o AHA 3AKMIOYCHMS TPYIOBOrO JCroBOpa M
TOMBKO MOCAE NOIyUeHI 0T paGoTHIEK: corfiacua Ha 00paboTky ero NEPCOHATRHEIX JAHNILIX,

2.2 Ipu noctynaeHnn na padoTy paboTHHK NpeocTapsier (1pH HasmHym):
* NacmopT Wi nHOil JoKyMenT, YAOCTOREPAOUINIT AHYHOCTD:

» GeTOOnOTpadmio:
* SWIBICHHE O mpHEME Ha padoTy:



o JIOKYMEHT, KOTOPEIH nonTEEpIKAAST PErHcTpauuio B cHCTEME  WHIMBHIYaNLHOTO
repCOHiHIIPOBAHHOTO yuera, B TOM HACIC B (popme NEKTPOHHOTO AOKYMEHTH,
AMG0 CTPAXOBOE  CBHCTEIBCTRO rocy1apcTBeHHOTO [ICHCHOHEOTO CTpaxopanusd. 3d
HCKIITOUEHHEM CIyHacs, Kord Tpy A0BOH IOrOBOP 3aK/II04ASTCA BNEPBBIE:

o uneHTHOUKATHOHHEI HOMED HANOTOIIATENBIIHKA,

« JIOKYMEHT BOMHCKOTO yHeTa (717151 BOSHHOOOAIAHHBIX ML),

e JIOKYMEHT 00 0Dpa3OBaHMiL.:

e ATTECTANMONHBI THCT .

« COPABKY O HAJHUHA (OTCYTCTRIH ) CYARMOCTH H (nam) axTa yroJoeHoro mpecieAoBaHns

o TPVIOBYIO KHHAEKY H (1n) cBeACHUA O TpyAOBOH NEATENLHOCTH, KpOME cyHaes. KOra
pabOTHHK NPHHIMACTCA Ha pa0oTy BHEpPBLIC WM HA YCIIOBHMAX COBMECTUTENLCTRA

e METHIMHCKYIO KHHKKYS

. CBHACTENLCTAO O Opaxe,

e CEIJIETENLETED O POIKACHHH netei.

2.3, OdpazopaTe/ibHad oprafnzaius ohopMiieT:

e TPHKA3 O NPHEME H pabory (0 riepemeleH Ha ApyTre JOMAKHOCTH);
« TpyHOBOH AOTOBOP B ABYX IKICMIIAPAX]
e JOMKHOCTHYIO HHCTPY KILHIO.

2.4, [epriuHoe oHOPMACHIS AMUHOTO J1e7a Npey CMaTpHBacT:

a) NPUCBOEHHE JIHTHOMY ACTY HOMEpa COrNACHO Y PpHAIY YHeTa SIMUHEBIX T (TPHAOKEHHE Ne 1)
-

§) MPOCTABACHHE HA o 103KKe TIMHOTO ena (MpUIoKeHHe No 2) cileaylouuX peKBH3HTOB: I HIEKC

nena (B COOTRCTCTBHM € HOMEHKIATYPOl  Ae oGpazoBaTeNHIOI oprafizauum); NoaHoe

HAUMEHOBANNE obpasosaTenbHOI opranu3alnd; HOMED MUHOTO Aena; (pamiHa UMA OTHECTEO

paGoTHMKA B MMCHHTEIBHOM najgeKe; naTbl — TOL Hauama M. rojl OKOHUAHHA BEASHHS NCid:

KOMHHMECTRO THCTOB; CPOK XPaHCHITA.

B) MOMEHICHUE JIOKYMEHTOB. MOUIEHKAIIHX XPAHEHHIO B COCTABE NHMHBIX 17, B XPOHOJIOTHHECKOM
NOPAIKES:

e BHYTPEHHAR ONHCH MOKYMEHTOB IC]id (MpUACKEHHE No3)

« _jHCT ¢ OTMETKaMH 00 O3HAKOMIICHHN PADOTHHKA © [epCOHabHbIMH TAHHBIMH W3 JIMMHOLO
nena (npuaoIKeHHe Ne 4).

e JMCT ¢ OoTMEeTKaMMu 0 pesyibTarTax eskerO/IHOM NPOBEPKH COCTOAHHA AMYHOTO Aend
(mpHIOIKEHHE Mo 5Y, !

o uHBI THCTOK N0 Y4ETY KaApos i (1 aHKeTa (MpHAOKEHHA NeGuNeT7);

o asro0uorpad;

. 3adBACHIE O TIPHEME Ha paGoTy:

e [PHKA3 O APHEME HA paboTy:

o NOMEHOCTHAR HHCTPYKIHH,

s TPYZOBOJE AOTOBOP;

. JIOTOBOP O NOJHO MATEPHATEHON oTeeTCTBEHHOCTIL (€Can paboTHHE — MaTepuantbHo

OTRETCTEEHHOE JHILO)

XApAKTEPHCTHKH H PEKOMEHAATENBHEIE TINCHMA;

2.5, JlucTel A0KYMEHTOR. noMelleHHbIX B JIHHHOE IO, NoMJIEKAT HyMEpalni.
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2.6. JlokyMEHTBI MOMELIAIOTC B MAanKy-CKOPOCHIHBATE b, [pn yBOABHEHHH pafoTHUKE €10
APOTIHBACTCH HUTKAMI 1 cnaercs B apxXuB.

2.7. BHyYTpeHHAL onHch JOKYMEHTOB. HMEIONMINXCH B JIHYHOM JEIE, IMOJKHA CONEPHATE CcRencHNA O
MOPAIKOBLIN HOMEpPaX, HanMEHOBAHHAX JOKYMCHTOB nena, KOIHYecTeS MHCTOB, TATax BRIHOHCHIR
JIOKYMEHTOR B JIHYHOES e0 1 H3BATHA W3 Jena, 4 TAaKme KeM HALAT JOKYMEHT H [10 KawoH MpHIHHE,

2.8, BuvipeHnas OmNHChH COCTARMACTCS HA OTHCBHOM JIMCTE NO yCTAHOBICHHOT dropme. JIHCTHI
RHYTREHHCH OMICH HYMEpyIoTed OTARNBLHO,

2.9, Tlpy NOATOTOBKE JWHHEIN ACT K nepesiade Ha xpateHue K BHYTPEHHEH OMHCH COCTAB/IACTCH
HTOrOBAA 3AMNHCH, B KOTOPOIl YEA3LIBACTO!A iipamu 1 NPOMHCEIO KOAMYECTBO BKIOUSHHEIX B HEC
TOKYMEHTOB 1 KOTHYCCTBO NACTOB JIe7a.

3. Begenne JHUHBIX A8 PAoTHHROB

3.1, Jlyupoe fAen0 BejeTcs B TEUSHHE peero nepuoaa padoThl paboTHHKA oOpa3oBaTeIBHOI
oprasn3amnit. .

3.2, Benende NUUIHOrO Jena paboTHHKA npenycMaTpiBacT noMeleHHe B Ael0 JIOKYMEHTOB.
OOpAsYIOINNCH B TPOLECCE paGoueit jeATenbHOCTH T UMEIOLIMX 3HAUEHHE JIH TPYAOBBIX
OTHOINEHMIT:

. ONOTHEHNE K JHHHOMY JHCTKY N0 YHETY KapoB;

. OTOJHITENBIRIE COPNALICHHA K TPYAOBOMY JAOTOBOPY:

«  KONIH NPHKA30B MO JHYHOMY COCTABY, KOTOPHIE KACAKTEA PADOTHHKA;

¢  OT3LIBEL JAOMKHOCTHBIN ML O padoTHHKE; '*

« KOMNHUHE NOKYMEHTOR O NOBBILICHHH KBATHKALMIE,

o KON CEPTH(HKATOR, TPAMOT, .

o THCT — 3aBepHTEND Jena (COCTARMAIOT NpH cnaue AHHHOrO JAeNa B apXHB);
e HHBIC AOKYMEHTHL

3.3, B auusHbie jlena He MoMeulaeTed JOKYMEHTEI, HMEIOULIE BTOPOCTENEHHOE 3HAYCHHUE. Taxue
JOKYMEHTBI XPaHATCA B OTACABHOM nene Ne 4-09 «JlokyMeHTBL, HE BOINEIIHE B COCTAB JHUHBIX
O,

3.4.PaBOTHHE SHAKOMATCA € JIHHHBIM JICIOM p TeueHue Tpex pabounx sHelt ¢ narel nojyHeHHA
OTECTCTRCHIBIM 33 BEJICHHE [IEN 3adABACHNA ¢ npochfoii 00 O3HAKOMJICHHH. Q0 2TOM JlenaeTces
OTMETKA B INCTE O3IHAKOMICHNA p:;’l.ﬁDTHH}{E ¢ IRHHBIM JIEIOM.

1.5, O3naKoMJIEHHE C JICTIOM NPOHCXOAMT HCKTIOUHTENLHO B KAOHHETE OTBETCTBEHHOIO 3@ BEACHHC

flen 1 B ero MPHCYTCTBIN, 3anpeLiacTes BBLIHOC fiea 13 KaDuHeTa,

3.6, Briaua xomui [OKyMEHTOB 113 AUYHOrO Jlena ApPOM3BOANTEH N0 AHUHOMY 3aABICHNIO
paGoTHHKA H ¢ pa3pellicHid asesytomero, Kommu AOKYMEHTOR J1OJKHBI ObITE 3aBepeHBl |
pe0CTABICHEL palOTHHKY B TEUSHHC TPEX Heil co JIHA NOJAAUH 3 BICHIL '

3.7, Wabarne OTACNLHBIX JOKYMCHTOB W3 MUYHOTO JAelia  TpoN3BOANTCA. € paspeicH
PYKOBOANTEA L‘!ﬁpu.?-ﬂBaTﬁJlbl[Dﬁ Oprasn3aLig ¢ opopMIEHHEM CcOOTBETCTRYRONIEH 3aicH B rpade
¢l Ipymeyannes BHYTPEHHEH Onicil. [Tpi BpEMEHHOM HIBLATHH [OKYMCHTa Ha €ro Mecto (mesLy



JHCTAaMKI COCCIHHX JJ.CIT('}"MEI-ITDB} BEETANBIBASTCHA CHPABKA-3aMECTHTENE € YKa3aHucM HdTBl B
HPHYHH H3LATHA C NOANHCHIO JIHLE, BEIIABLIETO AOKYMEHT, H MOANHCEIO JIHLE, NOTYHHBILETO ero
BO BPCMCHHOS NOAL3OBAHIS, 2

3.8, B uensx obecrnedeHis KOHTPOJIS 32 COXPAHHOCTBIO M AKTYanbHOCTBIO JMYHBIX JCIT B
oBpazosaTe/bHOl OPraHu3aLii EKErOAHO NPOU3BOANTCA IPOBEPKA HX HATHIHA 1 COCTOAHM.

3.9, EskeroaHyio NpoBepKy COCTOSHHA JTHYHBIN J€1 Ha IpeiMeT COXPAHHOCTH BRJIIOUEHHBIX B HETO
JOKYMEHTOB NPOBOANT CHEMHANLHO COo3jlannas KoMuceus. O NpoBEASHHBIX MPOBEPKAX ACIACTCH
OTMETKA B JINCTE O PE3y/ILTATAX ENEroJHOH TPOBEPKH COCTOAHWA M HAJTHYHA MIHHOTO JAcd
{npraokenne Ne 5) W cocrapifeTcd akt. PeaynbTarhl NPOBEPKH JINHHEIX 1€ B 00s3aTeIEHOM

MOpPAJIKE OBOAATCA 10 3aBeayomero 00paszoBaTeIbHOil Oprani3aiii. [
4. Xpaueune i yHeT JUHbIX [1e] pajoTHHROB
4.1 Xpancnue  yuer JMYHBIX jesl paGoTHHKOB 00pasoBaTeNLHON OPraHM3alliil Oprann3yioTes ¢
e bl0 OBICTPOTO MONCKA JTHYHBIX Jief, O0ECHeHeHHs HX COXPaHHOCTH H KOH(DHICHITHATEHOCTH
CEeNeHHl, COLEMKANINXCH B TOKYMEHTAX JTHYH BIX €0, OT HECAHKUHOHHPOBAHHOTO HOCTY .
4.2, Jlnudpie fena palOTHHKOB XpaHATCH Y OTBETCTBEHHOTO 3@ BEACHHE JCT B CHCUHATLHOM
METAATHYECKOM cefife,
4.3. Jlocryn K OuyHeIM AenaM pabOTHHKOB HMCIOT TOJBKO OTBETCTBEHHKIN 22 BeneHHe Jen H
sapeavionil  oOpasopaTe]bHON  OpraHu3alin o  ero  3aMeCTHTENH  NpH  HCNOMHCHMH
00A3aHHOCTEN 3ABEAYIOLLETO o0pa3oBaTeNbHONH OPrani3aliH.
4.4, CHeTeMATH3AIIS JIHYHBIX el paboTHIKOB TPOH3BOAUTCS B an(aBHTHOM MOPAIKE. [
5. Odropyuieniie JHUHBIX 1CH PABOTHIHKOB nepea caaveil B apxmue

5.1. OdopMaene THUHEIX JEM U MEpeiaun B apXnue NPOM3BOANTCA OTBETCTBEHHLIM 34 BeJIeHNE
e, D71a npoLe/y pa BKIIKOYacT:

« [OIUHBKY (nepenner) aena:

o  VTOMHCHHE HYMEPALL 1 HCTOR JOEJa,

« COcTABjCHIe TucTa-3aBepHTens (npuaoxenne Ne 8);

s COCTARJICHHE (YTOYHEHHE) BHYTPEH Hell omucH;

e BHECCHHE YTOUHEHHI B PEKBU3HTHL IHLEBOH o0NOKKH gena.
5.2, Jmer— JapcpaTenh  Acna JIONAEH  NOAMHCAThL Cro COCTABHTCIb, npH  3T0M JenacTeH
paciiipoBKa JOJGKHOCTH 1 TOAINICH, NPOCTABIACTCA AaTa. B npouecce HENOJIB30BaHNA APXHBHBIX
AOKYMEHTOR B JIHCTE-3ABEPUTENE OCIAlOTCH COOTRETCTEYIOUIHE OTMETKH. i

Een 1em10 HoMIHTo 663 JICTA-3aBepHTENs, TO Ero CEIYET HAKICHTh HA BHY TPEHHIOID CTOPORY
DONOAKKH S,

3.3, C yensio 00eCneueHns COXPAHHOCTH JIMUHBIX e/ PEKOMEHILY CTCA:
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e OBBEAUHATL WHIMBUIYANLHBIC JTUYHBIC €18 YBONCHHBIX pabOTHAKOB B OIHY ODIOWKKY
(0GBEAMHEHHOE JIE0) ¢ TAKHM PACYETOM, YTOOR obnLeM zena (Toma) He mpesbiman 250
JIMCTOB (ITYTeM CIIHBKA MATEPHAIOB HHAHBIAYAIBHEIX ACT MO roj1aM YBOJIBHEHNUHA )

¢ PACHOAATATH MATEPHAIBI HHIMBHAYANBHBIX JCT B NPEjEnax aAena (toma) B andaenTHOM
nopazKe (MoQaMHABHO), OTAENAA MATEPHAITBL, OTHOCHUICCS K PasHBIM HHJIHBHIY ATEHEIM
jeqaM. YUCTEIM AHCTOM GyMarn ¢ ykasammeMm Ha Hem (hamumny, MMEHn H OTHECTBA
COOTBETCTBYIOWIErO YEONEHHOTQ COTPYAHIKA!

. CcHAGWATD Kajiloe OOLEAMHEHHOE €0 (ToM) BHYTpeHHEl ONHCHIO ¢ MEpeHUHC/CHACM
pammnii, MMEH W OTHECTB M YKa3aHHEM HOMEPOB CTpaHnd, B npefenax KOTOPBIX
PacmoNOsKEHbL! COOTBETCTRY IOLIIE JOKYMEHTBL.

5.4. Tlepeiava JIHYHEIX JI€N B apXHB OCYLIECTBIACTCS HE NO3AHEE TPEX JCT OCHE 3aBePUICHIA HX B
NEONPOIIBOACTES B COOTBETCTRHNI € rpaduiom. [Ipe/BapHTENLHO OTBETCTREHHEIM 33 BEASHIE J1CT
NpOBEPAETCA NOJHOTA M NPABH/IBHOCTE MOATOTOBKH JIYHEIX G K nepeiatc. BhigBIEHHEIE TIPH
NpoBepKE HENOCTATKH YCTPAHAIOTCS OTBETCTBEHHBIM 33 BEIACHHC el [lepenava W OpHEM
MPONABOLATCS 110 OMHCH € NPOCTAHOBKON OTMETOK O HAHMHH THHHAIX ACIL.

5.5. Jluunble gena paboOTHUKOBR, 3AKOHYSHHBIE JICNONPOH3BOACTEOM 10 | snsaps 2003 roza,
xpangres 75 net, nocae 1 ansapa 2003 roaa — 50 ser.

6. Orperersennocts padoTopareas i padoTHIKA

6.1, PaGotnukn obpa3oBaTe/lbnoil oprafnsallun 00A3aHE] CBOSBPEMEHHO MPEACTABAATE CBCICHIA
00 HIMEHCHIH CBOWX NEPCOHANBHBIX JAHHLIX, BKIOYEHHBIX B COCTAB JTHUHOTO S/,

- s Lo =

6.2. OrpercToennblii 3a peienue e pabOTHHKOB — HECET JIMCUMIIMHAPHYIO M HHYIO
OTEETCTBEHHOCTS 33 PAsTNALICHHE KOH(DHUISHUHANLHBIX CBENCHHH, COLSPIKAUMXCA B JHIMHBIN
AeAX. 1 33 MHBIE HAPYIICHHA OPAIKA BEASHUA TIMYUHBIX 1E].

7. Mpasa padoTogaTe/s n paboTHIK:
7.1. PaGorunkn o0pazoBaTebioii Opranusauii HMET NPaBo.

o [OJYHATH NOAHYIO HHpOPMALHIO 00 00padoTKe CBOMX NEPCOHATBHBIX JaHHBIX,

o MOIVYATE JTOCTYIT K CBOHM MEPCOHATLHBIM JIAHHBIM,

o [OAYHATE KOTIHH JAOKYMEHTOB, XPAHALNXCS B THHMHOM ACIC,

o TpeOORATL HCKMOHYEHNS WL HCHPABICHHA HEBEPHEIX H HENMOMHBIX (MCKAMKEHHBIX) CBOHX
MEPCOHATLHBIN JAHHBIX,

7.2, PaGoTO/aTenb HMEET NMPago: i

« oOpabarblBaTh NEPCOHANLHBIC AAHHBIC palOTHHKOR, B TOM HHCIE M HA EKTPOHHEBIX
HOCHTEIAN;
e sanpAmMBATE OT PAGOTHHKOB HH(POPMAILIIO, HEOOXOAHMYIO [UIA BEASHHA AHYHBIN Ac 1
_ 00paBoTii nepeoHabHBIX JaHHBIX.
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