MYHULIUTAIBHOE OI0/PKETHOE 0011e00pa30BaTEIbHOE YUPEIKICHHUE
«Cpennsist obmeoopazoBatenpHas mkoa Ne 5 umern Cepres BuktopoBuda
BesiorsinHCKOTr 0O parioHa»

VTBEPXXIEHO:
TTPUHATO: Jupexrop MBOY COIII Ne 5
0.10. 3psiruna

NEAArOrHYECCKHM COBETOM
MBOY COII Ne 5
nporoxoin Ne 1 or 30.08.2022 r.

IHoaoxxeHnue

0 MOPsIAKE BEJACHUSA JUYHBIX J1eJ1 pA0OTHHKOB
MBOVY COII Ne 5

1. O6me noJio:xkeHus

1.1. Hacrosimee IlomoxkeHnne o TOpsiAKE BEACHUS JHMYHBIX €1 PAOOTHUKOB OpraHU3aIlH,
OCYIIECTBISIIONMIEH 00pa3oBaTeNbHYIO JIEATEILHOCTh, pa3pad0OTaHO B COOTBETCTBUU C
OenepanbHbiM  3akoHOM Ne  273-®3 ot 29.12.2012 «OO6 o6pazoBanuu B Poccuiickoit
denepanun» ¢ usmeHenusmMu Ha 30 gexabps 2021 roga, dexepanbHbiM 3akoHOM OT 27.07.2006
No 152 «O nepcoHaIbHBIX TAaHHBIX» C U3MEHEHUsIMU Ha 2 utois 2021 roga, Yka3zom IIpesunenta
or 30.05.2005 Ne 609 «O6 yrBepxkacHuu [lomokeHHsT O TIEPCOHATBHBIX JIAHHBIX
rocynapctseHHoro ciyxamiero Poccuiickoii ®denepaui M BEACHUU €ro JMYHOTO JEjay,
Tpynossim Koaexcom Poccuiickoit @enepannu, KosusiekTuBHBIM 10roBOpoM, Ycraom MBOY
COII Ne 5

1.2. Hannoe IlonoxeHue ompeneiseT MOPSAOK BEACHHS JIMYHBIX JIeJ TEAaroroB M HMHBIX
COTPYJHHKOB U PaOOTHHKOB IIKOJIBI, OMPEIEISIET NOPSAI0K (POpMUPOBAHUS, yueTa U XpaHCHHUSI,
BBIJIAYH JIMYHBIX JIE] BO BPEMEHHOE IT0JIb30BaHNE, & TAK)KE OTBETCTBEHHOCTD, IpaBa PaOOTHUKOB
U TUPEKTOpa 00pa30BaTEIIbHOM OpPraHU3aIuy.

1.3. Hacrosimee IlonoskeHne yTBepKaaeTcsl IPUKA30M IO IIKOJIE U ABJISICTCS 00s3aTEIbHBIM IS
BCEX KaTerOpHii MeAArornyecKux U APYrux COTPYAHUKOB IIKOJIBI.

1.4. BeageHue TUYHBIX Je]l MEJAroroB U COTPYTHUKOB LIKOJIBI BO3JIAraeTcsl Ha CIEUANINCTa IO
KaJpaM OpraHu3allii, OCYLIECTBIISIIONICH 00pa30BaTeNbHYIO IEATEIbHOCTb.

1.5. JluyHoe neno — OCHOBHOW JOKYMEHT MEpCOHAIBHOTO Y4YeTa, CoJAepKaluii Hamboee
MIOJIHBIE CBEJCHUS 0 PaOOTHHKE 00pa30BaTEIbHOI OpraHU3aIlui U €0 TPYIOBOM NESTENIbHOCTH.
B nu4HOeE 1e710 BHOCSTCS CBE/IEHUS, CBSI3aHHBIE C OCTYINIEHHEM Ha padOTy U YBOJIbHEHUEM.

1.6. CBenenusi, coepikaluecs: B IMYHOM JieNie, OTHOCATCS K KOHGUACHIINAaTbHOU HH(popManuu,
MMEIOT OTPaHUYEHHBINA JOCTYH U PA3IJIalICHUIO HE MOJIEekKaT.

1.7. JIngHOe feno BeaeTcs B TeUEHUE BCero nepuoaa paboTsl pabOTHHUKA.

1.8. Benenue HECKONBKUX JIMYHBIX JENI OJHOTO PabOTHHKA 0Opa30BaTENbHOM OpraHHU3alluK He
JIOITYCKaeTCHsl.

2. llopsinok (popMHUPOBAHNS JTHYHBIX €] COTPYAHUKOB

2.1. ®opMmupOoBaHHE JHMYHOIO Jeja IMEeJaroroB M COTPYJHHMKOB 00IIe00pa3oBaTeIbHOM
OpraHu3alui TPOU3BOJMUTCS HEMOCPEIACTBEHHO IIOocie TNpueMa B 00meo0pa3oBaTeNbHYIO
OpraHu3allMi0 WIM TepeBOJa IeJaroroB M COTPYAHUKOB M3 JApYyroid o0pa3oBaTelbHOM
OpraHu3aluy.

IMpuxas or 30.08.2022 r.
Or 01-08/375



2.2. B cCOOTBETCTBUU C HOPMAaTUBHBIMU JJOKyMEHTaMU B JIMYHBIE J€JIa IIEAArOroB U COTPYAHUKOB
OpraHu3alliy, OCYLIECTBISIONIEH 00pa30BaTENbHYIO NEeSITEIbHOCTD, BKIAJABIBAIOTCS CIEIYIOIINE
JOKYMEHTBI:
Jlnsa neoazozos:
* 3asgBJICHME O IpueMe Ha padoTy;
*  3asgBJIEHME O COrJacuM Ha 00pabOTKY EPCOHAIBHBIX IaHHBIX M1€]1arora;
* cHopaBKa O Haduyuud (OTCYTCTBHM) cyauMocTd M (wind) (akra yroJoBHOIO
IIpeciieIOBAHUSI, BbI/IAHHOTO COOTBETCTBYIOIIMM OPraHOM IPaBOIOPSIKA;
* aBToOMoOrpadus;
*  KOMMS NacnopTa WK UHOTO JOKYMEHTA, Y0CTOBEPSIOLIErO JUYHOCTb;
*  KOIHMS CTPAXxOBOT'O CBUAETEILCTBA IEHCUOHHOTO CTPAaXOBaHMSI;
*  KOMNHUS UAECHTU(UKAIMOHHOTO HOMEpa HAJIOTOILIATENIbIINKA;
*  KOMNMUS JOKYMEHTA BOMHCKOTO yueTa (/1151 BOEHHOOOS3aHHBIX);
*  KOIMSI CBUJETENHCTBA O 3aKIIIOUEHUH Opaka (Mpu HaTUYuK);
*  KOMMS CBUAETEILCTBA O POKJICHUU JieTel (IIpU HATUYKH);
*  KOIHMHU JOKYMEHTOB 00 00pa30BaHNY;
* KONUHM JOKYMEHTOB O KBAJTU(HUKAIMH WM HAIMYHE CHENHATbHBIX 3HaHWK (TIpH
HaJIUYHHN);
*  KOIMHU aTTECTALlMOHHBIX JIUCTOB (TIPH HAJIMYUH);
*  KOINHHU AOKYMEHTOB O HarpaxAeHUU (IIpU HAINYHN);
*  XapaKTepUCTHUKH, PEKOMEHIaTeIbHbIE MMChMa (TIPH HATUYWH);
* TIpHKa3 0 IpHeMe Ha paboTy;
* IIpHUKa3 O MEePEBOJIe Ha UHYIO JOKHOCTH (ITPHU HAIMYUN);
*  JOJDKHOCTHAsl MHCTPYKIHMA (AOJKHOCTHBIE MHCTPYKIIMHM C MOMEHTA Ha3HAUYEHUs Ha BCeE
JOJKHOCTH);
*  TPYIOBOH AOroBOp (C MOCIEAYIOIUM BKJIIOUEHHEM JONOJHHUTEIbHBIX COIVIAIIEHUH K
TPYZOBOMY JIOTOBOPY);
*  TPYIOBYIO KHUXKKY;
*  MEAULUHCKYIO KHIXKKY.
s pabomuuxos:
* 3asABJICHME O IIpUEME Ha paboTy;
*  3asABJICHME O COIJIaCHM Ha 00pabOTKY NEPCOHATIBHBIX JAHHBIX M1€1Arora;
* chopaBkKa O Haumuyud (OTCYTCTBHHM) CyaAuMOCTH W (wiM) (¢dakra YroJIOBHOTO
IIpecIeJ0BaHUs, BIJAHHOTO COOTBETCTBYIOIIMM OPraHOM IPaBOMOPSIKA;
* aBtoOuorpadus;
*  KOIMS acropTa WK UHOTO TOKYMEHTA, YJ0CTOBEPSIOIIEr0 JINYHOCTS;
*  KOIMS CTPAaXOBOTO CBUJIETENILCTBA IEHCUOHHOTO CTPAXOBAHMS;
*  KOIUS UAECHTU(PHKALMOHHOTO HOMEpa HAJIOTOIJIaTeIIbIINKA;
*  KOIMS JOKYMEHTa BOMHCKOI'O yueTa (/Ui BOEHHOOOS3aHHBIX);
*  KOIMS CBUJETENIbCTBA O 3aKJIIOYEHUHU Opaka (IIpy HAJIHMYUH);
*  KOIUS CBUJAETENILCTBA O POXKACHUU JIeTe! (IPU HAJIMYUK);
*  KOIHMH JOKYMEHTOB 00 00pa3oBaHUU;
*  KONMH JOKYMEHTOB O HarpaXJeHUH (IIpH HATUYUH);
*  XapaKkTepUCTUKH, PEKOMEHIaTeIbHbIe MUChbMa (TIPH HATMYUH);
* IpHUKa3 0 MpueMe Ha padoTy;
* NPUKa3 O NMEePEeBOJE HA UHYIO JOJKHOCTD (TP HAJIMUYKH);
*  JIOJDKHOCTHAsi MHCTPYKIMS (AOJKHOCTHBIE MHCTPYKIIMHM ¢ MOMEHTA Ha3HAuYEHUs Ha BCe
JIOJDKHOCTH);
*  TPYIOBOH JOTOBOp (C MOCIEAYIOIIUM BKIIOUEHHEM JOMOJHHUTEIbHBIX COTJIAIIEHUH K
TPYZIOBOMY JIOTOBODY);
*  TPYIOBYIO KHIXKY;
*  MEAUILUHCKYIO KHIKKY.



Pabomooamenv opopmnsem:

*  TPYIOBOM JOrOBOP B JIBYX 3K3EMILIAPAX;

* TpUKa3 O MpHeMe Ha paboTy (0 MepeMelIeHUN Ha IPYTHUe JOJDKHOCTN);

*  JuuHyro KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKIIHIO B JIBYX 3K3EMIUIApaXx.

Pabomooamenv 3snaxomum:

* C HOPMATUBHO-TIPABOBBIMH  JOKyMeHTamu mkoibl  (YcraBom, KomnektuBHBIM
noroBopoM, [IpaBuiaMu Tpy10BOTo pacnopsika u Jp. JOKaJIbHbBIMU aKTaMH);

*  C JIOJDKHOCTHOM MHCTPYKIIUEH;

* TPOBOJUT BBOAHBIA HMHCTPYKTaXX, MHCTPYKT@X [0 OXpaHE TPyAd, HHCTPYKTAXK II0
IIPOTUBOMOXKAPHOM 0€3011aCHOCTH.

2.4. TlepBruuHoe oopmiieHUE JINYHOTO Jeia IpeayCMaTpUBaeT:

* [PUCBOEHME JUYHOMY JI€Iy HOMEpa COTJIACHO KYpHaJly ydeTa JIMYHBIX JieN (IPUSIOKEHHE
Ne 1);

* IpOCTaBJIEHUE Ha OOJI0XKKE JIMYHOTO jena (mpuiokeHne Ne 2) cieqyromux peKBU3UTOB:
WHJEKC Jjena (B COOTBETCTBHM C HOMEHKJIATypol Jen  oOmieoOpa3oBaTeabHOM
OpraHM3aliy; I[O0JHOE€ HaWMEHOBaHHE O00I1e00pa30BaTeNbHON OpraHu3ali; HOMEp
JUYHOTO Jiena; GaMIITUs UMsI OTYECTBO PaOOTHUKA B UMEHHUTEIIBHOM IAJekKe; TAThl — IO
Hayaja ¥ roJi OKOHYaHUS BEJCHHUS JIes1a; KOJMUYECTBO JIUCTOB; CPOK XPAaHEHHUS;

* T[IOMENIEHHE JOKYMEHTOB, MOJJIeKAIIUX XPAaHEHHWI0O B COCTaBe JIMYHBIX JeJ, B
XPOHOJIOTUYECKOM TOPSIJIKE:

BHYTPEHHSS1 OMKUCh JOKYMEHTOB Jiena (nmpusoxenue Ne 3);

JIMYHBIN JTUCTOK IO yueTy KaJpoB (mpuiioxxeHus Ne 6);

3asiBJICHHE O TpHeMe Ha padoTy;

MpUKa3 O mprueMe Ha padoTy;

TPYIOBOU JOTOBOD;

JIOTOBOP O TIOJIHOM MarepuaabHOM OTBETCTBEHHOCTH (ecnu pabOTHUK —
MaTepHaIbHO OTBETCTBEHHOE JIMIIO);

XapaKTEPUCTUKHU U PEKOMEH IaTelIbHbIE TUChMA,

corjacue Ha 00pabOTKy NepCOHAIBHBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEIIEHHBIX B JITYHOE JIEJI0, MOJIeKAT HyMEpalHH.

2.6. C nenpro obecriedeHus HaAIexKaleld COXpaHHOCTH JIMYHOTO Jefla eIaroroB U COTPYAHUKOB
0011e00pa3oBaTEIbHON OpraHu3aid M YA00CTBa B OOpalleHHMH ¢ HUM IpH (HOPMHPOBAHUU
JOKYMEHTBI MOMEIAI0TCA B OTHENbHYIO manky. [Ipu yBoigbHEHMH pabOTHHKA IMPOUIMBAIOTCS
HUTKaMU U C/IAIOTCS B apXUB.

2.7. BHYTpeHHSsI ONMUCh JOKYMEHTOB, HMMEIOIIMXCS B JUYHOM Jejie, JOJDKHA COJepiKaTh
CBEICHUSI O TMOPSAKOBBIX HOMEpPAxX, HAUMEHOBAHUAX JTOKYMEHTOB JeJia, KOJUYECTBE JIHCTOB,
JaTax BKIIOYEHHS JOKYMEHTOB B JINYHOE JIEJIO U U3BATHS U3 JeTa, a TAKKE KeM U3bAT JOKYMEHT
Y TI0 KaKOH MpUYKHE.

2.8. BHyTpeHHsIsl OMUCh COCTABISAETCS HA OTACIBLHOM JIUCTE MO YCTaHOBIIEHHOU (opme. JIUCTbI
BHYTPEHHEH OMUCH HyMEPYIOTCS OTAEIBHO.

2.9. Ilpu moAroToBKe JIMYHBIX JIe] K Iepeiade Ha XpaHEHUe K BHYTPEHHEH OMUCH COCTaBIIsAETCS
UTOTrOBas 3allCh, B KOTOPOHM yKa3bIBaeTca LU(pamMH M MPOMUCHI0 KOJIUYECTBO BKIIOUEHHBIX B
Hee JOKYMEHTOB U KOJIMYECTBO JIUCTOB JIENA.

YVV VVVVVY

3. Tlopsinoxk BegeHWsl JHMYHBIX JeJ TEAaroroB W COTPYAHHKOB OpPraHU3aluu,
OCYIECTBJISIONIEH 00pa30BaTe/IbHYIO 1eATETbHOCTD

3.1. JluuHoe neno meaaroroB M COTPYAHHKOB OOIIE00pa3oBaTENbHON OpraHU3alluk BEACTCS B
TEUCHHWE BCEro IMepuojia paboThl KaXIOro Ieaarora M COTPyIHHKAa B 0O0IIe0Opa3oBaTeNbHOM
OpraHu3alH.



3.2. JlanbHeiliee BeAeHUE JUYHOTO JeNia TIEIAaroroB U COTPYIHUKOB 0O0IIe00pa3oBaTelbHON
OpraHu3aliuy NPeayCMaTpPUBAET IMOMEIICHHE B JIEI0 JOKYMEHTOB, 00pa3yIOIUXCs B MPOLEcce
paboueii 1esTeNbHOCTH U UMEIOIIUX 3HAYCHUE /ISl TPYAOBBIX OTHOLICHUH:
*  JIONOJIHEHHE K TUYHOMY JIUCTKY IO YUYETY KaJIpOB;
*  JIONOJIHUTEIBHEIE COTJIALIECHUS K TPYAOBOMY JOTOBODY;
® KOIIMU IIPUKA30B IO JIMYHOMY COCTAaBY, KOTOPLIC KACAIOTCA MCAAaroroB 1 COTpyaAHUKOB
0011e00pa30BaTeNbHON OpraHnu3aluig;
* OT3BIBB JIOJDKHOCTHBIX JIMII O TIeJarore © COTPYJHUKE 00Ieo0pa3oBaTeIbHON
OpraHH3aluy;
® KOIIMU JOKYMCHTOB O ITOBBIIICHUHA KBaJII/I(l)I/IKaIII/II/I;
*  KOINHHU cCepTU(UKATOB, TPaMOT;
* JIMCT — 3aBEPUTEIIb JieNa (COCTABISIOT MPH CAa4e JTMIHOTO JIENIa B APXUB);
® HWHBIC TOKYMCHTHEI.
3.3. B menax oOecnedyeHHs KOHTPOJIA 3a COXPAHHOCTbIO U AaKTYaJbHOCTBIO JIMYHBIX /€T B

00111€00pa30BaTENIbHON OpraHu3aluy exeroaHo (He mo3aHee | kBaprana roga, Cleayromero 3a
OTUYETHBIM) IPOU3BOAUTCS IPOBEPKA UX HATUYUUS U COCTOSHUS.

3.4. ExeroaHyro NpOBEPKY COCTOSHUS JIMYHBIX JI€JT HA MPEIMET COXPAHHOCTH BKJIFOYEHHBIX B
HEro JOKYMCHTOB IHPOBOJUT CICHHUAJIBHO CO3AaHHAsA KOMHUCCHS. O MMPOBEACHHBIX ITPOBCpPKax
JIeNTaeTCsl OTMETKA B JIUCTE O Pe3yJIbTaTaX €XKEroJHON MPOBEPKU COCTOSIHUS W HATUIHSI JIMIHOTO
nena (mpwioxkeHue Ne 5) um cocraBisiercss akT. Pe3ynbraThl HpOBEPKM JUYHBIX JIe1 B
00s13aTeTLHOM TIOPSIKE TOBOJISITCS JI0 JUPEKTOPpa 00111e00pa30BaTeIbHON OpraHu3aIiy.

4. Ilopsinok y4éTa M XpaHeHUs] JHMYHBIX e MeIAroroB U COTPYJIHMKOB OpPraHM3alUM,
OCYIIEeCTBJISIOIE 00pa30BaTe/IbHYIO AeSITeJIbHOCTD.

4.1. XpaHeHue 1 y4eT JUYHBIX JeJ MeIaroroB U COTPYJHUKOB OPraHU3aIMH, OCYIIECTBIISIONIEH
00pa3zoBaTeNbHYIO JACATEIHHOCTh, OPTaHU3YIOTCS C IEIbI0 OBICTPOTO M 0E30MHUO0YHOTO MMOUCKA
JUYHBIX JeJ, OOecleyeHus] WX COXPAHHOCTH, a Takke oOecrneueHus KOH(PHUIAECHIUATbHOCTH
CBEICHMI, COIEPIKALUXCS B JOKYMEHTaX JUYHBIX JeJ, OT HECAaHKIIMOHUPOBAHHOT'O JOCTYTIA.

4.2. JInvyHbIe AeNIa COTPYIHUKOB XpaHATCS B ceide 00meoopa3oBaTeIbHON OpraHu3aliy.

4.3. TpynoBble M1 MEIUIIMHCKUE KHIDKKH XPaHATCS OTACIBHO B ceide.

4.4. JlocTyn K JUYHBIM JIeJlaM IEJJaroroB U COTPYIHHKOB 0011e00pa3oBaTebHO OpraHu3aluu
UMEIOT TOJBKO CEKpeTaph, CHEHUAINUCT IO KaapaMm, AUPEKTOp 001eoOpa3oBaTeIbHON
opraHuzanuu Ju00 3aMECTUTENM JAUPEKTOpa MpPH HUCHOJHEHUH OOA3aHHOCTEH IJUpeKTopa
0011e00pa3oBaTeIbHOM OpraHU3aIUH.

4.5. Cucrematuzanus JUYHBIX Jell TMEAaroroB W COTPYIHUKOB 0011e00pa3oBaTeNbHOM
OpraHu3aIiy MPOU3BOJUTCS B aJI()aBUTHOM MOPSIKE.

4.6. JIuunple J1ena MegaroroB U COTPYIHUKOB 0011e00pa30BaTEIbHON OpraHu3aluy, UMEIOIINX
rocy/lapCTBEHHbIE 3BaHUs, IPEMUU, HATPAJIbl, YUCHbIE CTEIICHH W 3BaHUS, XPaHATCS MOCTOSHHO,
a OCTaJbHBIX COTPYIHUKOB — 75 JEeT ¢ roJa yBOJbHEHHUS pPaOOTHUKA (B COOTBETCTBUH C
[lepeuynemM THUMOBBIX YIIPABICHUYECKUX JOKYMEHTOB).

S. Ilopsaok BbIIa4 1 JIMYHBIX €1 BO BpEMEHHOE 110JIb30BaHNe

5.1. Bbiaya nuuHBIX €1 (OTAETBHBIX JOKYMEHTOB B COCTaBe JMYHOIO J€Jia) BO BPEMEHHOE
MI0JIb30BaHKME TPOU3BOJIUTCS C pa3pelIeHus TUpeKTopa 001eo0pa3oBaTeaIbHON OpraHu3aluu 1o
3asBJICHUIO COTPYAHNKA OPTaHU3alliH, OCYILECTBIIAIONIEH 00pa30BaTENbHYIO NESITEIbHOCTD.

5.2. PabGorta (03HaKOMJIeHHWE) C JIMYHBIMM JIelaMd  TearoroB W COTPYAHUKOB
00111e00pa30BaTeNbHOM OpraHU3aluy MIPOU3BOJUTCS B IPHEMHOM upekTopa. B koHie pabouero
JIHS CeKpeTapb WM CHELUANUCT M0 KajpaM o0si3aHa yOequTbCs B TOM, YTO BCE JIMUHBIE JIENa,



BBIJJAHHBIE BO BPEMEHHOE II0JIb30BAHUE, BO3BpAllCHbl HAa MECTO XpaHEHUS U €CTb JIH
HEO0XOAUMOCTD JJIsl IPUHSTUS MEP K MX BO3BPALICHUIO WM PO3BICKY.

5.3. @axT BbIJIa4M JIMYHOTO Jiea (PUKCUPYETCS] B KOHTPOJIBHOM JKypHAJIe.

5.4. U3bsrve OTAENBHBIX JOKYMEHTOB M3 JIMYHOIO J€ja IIPOU3BOJUTCS C pa3pelieHus
IUPEKTOpa 00IIe00pa30BaTeNIbHON OpraHu3auu ¢ 0(OPMIICHHEM COOTBETCTBYIOIICH 3alucH B
rpade «lIpumeuanue» BHyTpeHHEH onucH. [Ipn BpeMEHHOM H3BATHUHU JIOKYMEHTA Ha €r0 MECTO
(MEeXly NHCTaMU COCEIHUX JOKYMEHTOB) BKJIAJbIBAETCSl CIIPABKA-3aMECTUTENb C YKa3aHUEM
JaThl M IPUYHH U3BATUA C TNOJIUCHIO JIMIQA, BBIJABIIETO JOKYMEHT, M IOJIMCHIO JIMIA,
IIOJIYUBIIETO €r0 BO BDEMEHHOE 0JIb30BAHHUE.

6. OopmiieHne TUYHBIX J1eJI Ilepejl cAaveil B apXuB
6.1. OgopmiieHre TUYHBIX A€ Ui Mepeaadn B apXUB MTPOU3BOJUTCS CHEIIHATMCTOM IO Kaapam
o011eo0pa3oBaTeabHON OpraHu3auy. JTa MpoLeaypa BKIIOYAET:

*  MOJIIMBKY (IIEperieT) JieNna;

*  YTOYHEHHE HyMepaluH JIUCTOB JIeNa;

*  COCTaBJICHME JIUCTa-3aBepuTens (npuioxenue Ne 8);

* cocTaBiieHHE (YTOUHEHHE) BHYTPEHHEH OMKCH;

* BHECEHHE YTOUHEHUH B PEKBU3UTHI JIMLIEBOM OOJI0KKH JIena.

6.2. Jlucr-3aBeputens jena JOJDKEH MOANUCATh €ro COCTaBUTENb, IMPU 3TOM JIeJaeTcs
pacmudpoBKka MOJDKHOCTH M TOJNUCH, NpOCTaBiseTcs nata. B mporecce ucnoib30BaHUs
apXMBHBIX JOKYMEHTOB B JIUCTE-3aBEPUTENE JIETAt0TCSl COOTBETCTBYIOIINE OTMETKU. Ecnu nerno
MOAIIUTO O€3 JINCTa-3aBEPUTENs, TO €ro CIeAyeT HAKIEUTh Ha BHYTPEHHIOI CTOPOHY OOJI0KKH
aena.

6.3. C nenpio obecreueHus: COXpaHHOCTH JINYHBIX /11 PEKOMEHTYeTCs:

* 00BEIMHATH UHAMBUIYAJIbHBIE JINYHBIE JIEJIa YBOJEHHBIX COTPYJHUKOB B OJJHY OOJIOKKY
(oObeuHEHHOE /IeTI0) ¢ TAKUM pacyeToM, 4ToObl 00BheM fena (Toma) He TpeBbiman 250
JMCTOB (ITyTEM CIIMBKU MaT€pHAJIOB WHANBUIYAJIbHBIX JIEJ IO FOJaM YBOJIBHEHUS);

* pacrmoJiaratb MaTepuaibl MHIUBUAYAJIbHBIX A€ B Mpejenax jena (Toma) B ajl()aBUTHOM
nopsake  (mogamMmiIbHO),  OTHENsAs ~ Marepuasibl, OTHOCALIMECS K  Pa3HbIM
UHAWBUIYAJIIbHBIM JleJlaM, YHUCTBIM JIMCTOM OyMaru ¢ yka3aHMEM Ha HeM (GaMWIIuH,
UMEHHM M OTYeCTBAa COOTBETCTBYIOILIEIO YBOJEHHOIO IIefarora M COTpYAHHUKa
o01meo0pa3oBaTenbHOI OpraHu3aLuy;

* cHa0XaTh Kaxa0e OObEJUHEHHOE JeJI0 (TOM) BHYTPEHHEH OIUCBhIO C MEepPEeUUCIIEHUEM
Gdamunuii, UMEH M OTYECTB M YKa3aHHEM HOMEPOB CTPAHHUI], B Ipejenax KOTOPbIX
PacIoyoKeHbl COOTBETCTBYIOLINE JOKYMEHTHI.

6.4. Ilepenaya TUYHBIX /11 B apXUB OCYIIECTBISIETCS HE MO3JHEE TPeX JET HOCIe 3aBEpLICHUS
UX B JICJONPOU3BOJACTBE B COOTBETCTBMM C TrpadukoMm. IlpenBaputensHo cekpeTapem,
CIELUAIUCTOM II0 KajJjpaM IpPOBEpsieTCs MOJHOTA M MPAaBUIBHOCTh MOATOTOBKU JUYHBIX JIEN K
nepenaye. BplsBieHHBIE NPH MPOBEPKE HEIOCTATKU YCTPAHSAIOTCS CEKpeTapeM, CIELHaTUCTOM
no kazapam. Ilepegaya u npueM MpoU3BOAATCS MO OMMUCH C MPOCTAHOBKON OTMETOK O HAJIMYUH
JIMYHBIX JIEI.

6.5. Jluunele Jena TeNaroroB M COTPYIHHUKOB 00IIe00pa3oBaTeIbHON OpraHu3ali,
3aKOHUYEHHBIE JIeonpon3BoAcTBOM 10 | sHBapsa 2003 roxa, xpanarcsa 75 net, nocie 1 sHBaps
2003 roma — 50 ner. JIuuyHble Jena AUPEKTOpPA, IJIaBHOro Oyxrainrepa oOiieoOpa3oBaTelbHOM
OpraHu3alui UMEIOT MOCTOSHHBIN CPOK XpaHEHUSI.

7. OTBETCTBEHHOCTD

7.1. Tlegaroru U COTPYAHUKH OO0IIE0Opa30BATENBHON OpraHu3alu 00sS3aHBI CBOEBPEMEHHO
MPEJICTaBIATh CEKpeTapi0 WM CIEHUAINCTy 1O KaJapaMm CBeAeHUs 00 W3MEHEHHH B
MEePCOHANBbHBIX TAHHBIX, BKJIIOUYEHHBIX B COCTAB JJUYHOIO JIeNa.



7.2. PaboTonaTens 0OecrienBacT:
* COXpPaHHOCTb JIMYHBIX JE€JI1 IEeJaroroB M COTPYIHUKOB  00I1€00pa30BaTesIbHOM
OpraHu3aluy;
® KOH(i)I/IZ[eHI_[I/IaJIbHOCTB CBeI[eHI/II;'I, COACpIKAIIUXCA B JIMYHBIX J[JCJaxX IMCAaroroB M
COTPYJHHUKOB.

8. IIpaBa paboroaaress u paboTHHUKA
8.1. Ilns obecrieueHs 3alIUTHI MEPCOHATBHBIX NAHHBIX, KOTOPHIC XPAHATCS B JIMYHBIX JACNax
MeJaroroB U COTPYIHUKOB O0OII€00pa30BaTEIHLHON OpraHu3aluM, MEAaroru M COTPYAHHKHU
MBOY COIII Ne 5 umeroT npaBo:
* TIOJIYYUTH TIOJIHYIO MH(OPMAIMIO O CBOUX MEPCOHATBHBIX NAHHBIX M 00pabOTKE ITUX
JTAHHBIX;
*  TIOJIYYUTH CBOOOJHBIN JOCTYI K CBOMM MEPCOHAILHBIM JIaHHBIM;
* TIOJIyYUTH KOMHUHU JOKYMEHTOB, XpaHSIIHECS B JIMYHOM JeJI€ U COJEeprKalue
TepCOHANbHBIC TAaHHBIE.
* TpeOoBaTh WCKIIOUEHUS WU WCIPABJICHHUS HEBEPHBIX U HEIMOJHBIX IMEPCOHATBHBIX

JTAHHBIX.
8.2. PaboTonaTenp nMeeT mpago:
* o0OpabarbIBaTh MePCOHATbHBIC JaHHbIE [I€JaroroB u COTPYTHUKOB

00111€00pa30BaTEIHFHON OPraHU3aIlui, B TOM YUCJIE M Ha SJICKTPOHHBIX HOCHTEIIAX;

* 3anpocUTh OT MEJaroroB M COTPYAHUKOB 001Ie00pa3oBaTeNbHON OpraHU3ali BCHO
HEeoOXouMy0 HWHGOPMAIIUIO I BEACHUS JIMYHBIX JeT M 00paOOTKH TEPCOHATBHBIX
JTAHHBIX.

9. 3ak04HTe/IbHbIE MOJI0KEHHUS

9.1. Hacrosimee [lonoxenue o mopsiike BEACHUS JIUIHBIX JIe7T PAOOTHUKOB SIBIISIETCS JIOKAJIbHBIM
HOPMAaTUBHBIM aKTOM, MpuHUMaeTcs Ha [lemarornueckoM coBeTe HIKOJIBI M yTBepkaaeTcs (11bo
BBOJIUTCS B JIelicTBHUE) nprka3zom aupekropa MbBOY COII Ne 5

9.2. Bce u3MeHeHUs U JIOTNOJHEHMs, BHOCHMbIE B HacTosuiee [lonoxenue, opopmisiorcs B
MUCbMEHHOW ¢GOopMEe B COOTBETCTBHHM JCHCTBYIOIIMM 3aKOHOJATEIBCTBOM Poccuiickoit
denepaliuu.

9.3. IlonoxeHne o mopsIKe BeaeHUs JUYHBIX nei padoTHukoB MbOY COI Ne 5 mpuHumaertcst
Ha HeoNpe/eNIeHHbINH cpok. M3Menenus u gonosiHeHus K [1og0XKeHUI0 MPUHUMAIOTCS B TIOPSJIKE,
npeaycMoTpeHHoM 1.9.1. nactosuiero [lonoxenus.

9.4. Tlocne nmpunsitusi IlonoxxeHus (MM U3MEHEHUN M JOMONHEHUN OTIENbHBIX IMYHKTOB H
pa3enoB) B HOBOHM peqaKiuy IpeablIylias peJakiys aBTOMAaTUYECKU YTPAauYUBaET CHITY.



ITpunoxxenne Nel
K II0JIO’KEHUIO O TIOPSJIKE BEACHUS

JIMYHBIX JIe]T PaOOTHUKOB
JKypnai ydyera nu4HbIX e

Ne| MHara | ®amunus, | TabGen | Homxnoc | Crpykty | [arau Harau [Tpumeu
odopmi M, b- HBII Tb p-HoOE HOMED HOMED a- Hue
m/ | e-HUSA | oTdyecTBO | HOMep | (mpodec- | mompasm | TpuKaza MpUKasa
Il | TUYHOTO | TieAarora cus, e-nenue | (pacmops- | (pacropsi-
Jena u crienuanb KEHUS) 0 | IKEHHS) O
COTpYIHU -HOCTb) IpueMe | IpeKparie-
Ka nejarora nejarora HUH
u u (pactopxe-
COTpYyJIHU COTpYyIHU HUM)
Ka Ka Ha TPYZIOBOTO
paboty | moroBopac
MIeIaroroM
n
COTPYIHUK
oM
(yBOJIBHE-
HUM)
1 2 3 4 5 6 7 8 9




®oHp Ne

Onucb Ne

Wunexkc nena

O0510Ka JIMYHOTO JIeI1a

ITpunoxxenne Ne2
K TIOJIOKEHUIO O MOPSIKE BEICHUS
JIMYHBIX JIe]T PaOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHKE 00pa30BaTEILHON OpraHU3aluN)

JlaTta Hayaja

JlaTa OKOHYaHMS

Ha JIMCTaxX
XpaHUThb JeT
doHa Ne

Onucb Neo

(3aroJIOBOK Jienia)



ITpunoxxenne Ne3
K TIOJIOXKEHUIO O MOPSIKE BEICHUS
JIMYHBIX JIe7T PaOOTHUKOB

BHYTPEHHAA OIMCh
JIOKYMEHTOB Jiena Ne

Ne WNHunexe [Hara HasBanue Howmep [Ipumevanus
/o JOKyMEHTa JOKyMEHTa JOKyMEHTa JIUCTOB
Jena
Uroro: JTOKYMEHTOB

(rmudpamMu ¥ IPOTHCHIO)

KonndecTBO TMCTOB BHYTPEHHEN OMUCH

OTBETCTBEHHBIH 32
KaJIpOBBII yYerT:

(mudpamMu ¥ MPOTIHCHIO)

« »

(moammck)

202 ronma




©.1N.0.

[Tpunoxxenue No4
K MOJIOKEHUIO O MOPSIAKE BEACHUS
JUYHBIX Je]l PaOOTHUKOB

JomxHOCTh

JInganoe nexo Ne

llaTa O3HAaKOMIJICHHA 1ni€garora
" COTPYAHHKA C ITUIYHBIM
JCIIOM

Tlomnuce nenarora u
COTpYAHUKA

OTMeTKH, TPUMEUYaHHs,
3aMeUYaHMs




ITpunoxxenue Ne5
K II0JIO’KEHUIO O TIOPSAKE BEACHUS
JIMYHBIX JIe]T PaOOTHUKOB

OTtMmeTKAa 0 pe3yjbTaTax eXKeroaHoi MMPOBEPKU COCTOSAHUSA
H HAJIAYHUA JUITHOTO0 JejJa

©.1N.0.

JomxHOCTh

JInganoe neixo Ne

JaTta npoBepku @®.1.0. uneHos IToanucy 4neHoB Pesynprat nposepku
KOMHUCCHU KOMHUCCHU




ITpunoxxenne Ne6
K TIOJIOKEHUIO O MOPSIKE BEICHUS
JIMYHBIX JIe]T PaOOTHUKOB

JIMYHBIN JIUCTOK 10 y4eTy KaJpoB

1. amunus

Nms
OT4ecTBO

2. Ilon

3. Tl'onx, uncno u Mecs1 poxKACHUS

4. Mecto poxeHus

(ceno, nepeBHs1, TOpo, paiioH, 001acTh)

5. I'paxxnanctBO

6. ObpazoBanue

Haspanune ®daKynabTeT TI'on TI'on Ecnu ue Kakyto
y4eOHOTO WA MOCTYIUICHUSI | OKOHYaHHS OKOHYMJI, | CHEIHAILHOCTh
3aBEJCHHS U €r0 OTJCIICHUE WJIM yXO0Jla | TO C KaKOTO MTOJTYYHII B
MECTOHAXO0XKIECHUE Kypca pe3ynbTare
yIen OKOHYaHUSA
y4eOHOTO
3aBeIeHu,
ykazatb No
JIHAIIIOMA WIN
YI0CTOBEPEHUS

7. Kakumu HHOCTpPAHHBIMU A3bIKaMH
BJIaACCTC
(‘II/ITaeTC U IICPEBOAUTE CO CIIOBAPEM, YUTACTC U MOKCTC O6’[>$ICH$ITLC$I, BJIaaCCTC CBOGOI[HO)

8. Yuenas CTCIICHb, YYCHOC 3BAHUC

9. Kakue nmeere HayyHble TPY/Ibl U H300pETEHUS

10. BeimonHsgemas paboTa ¢ Hayajga TPYJOBOHM JEATENbHOCTH (BKJIOYas yueOy B BBICIIUX U
CpPeAHUX CHEeIMaJbHBIX Y4eOHBIX 3aBEJEHMAX, BOCHHYIO CIyx0y u pabory 110
COBMECTHUTEIHCTBY)

Mecsi u rong I[OJ'I)KHOCTL C YKa3zaHHUEM YUYPCKIACHUA, MecToHax0XSHUE

MOCTYIJICHUA ‘ yxoga OopraHu3aluu, NpCAInpudaTrUa, a TaAaKXKC YUpCIKACHU,




MUHUCTEPCTBA (BEIOMCTBA)

OpraHu3aiuu,
MIPEANPUATUS

11. I[IpeObiBanue 3a rpanuiei (padora, cayxebHass KOMaHIUPOBKA, TIOE3/KA C JIeJIeraiueii)

Mecsu u ron B kaxoii ctpane Lens npebbiBaHus 32
C KaKoro 10 KaKoe rpaHuLEen
BpEMEHU BpeMs
12. YyacTtue B BBIOOPHBIX OpraHax
MecTto BbIOOpHOTO HasBanwue Bei6opHoro | B xadectBe Koro I'on

oprasa

opraHa

BbIOpaH

n30paHust | BBIOBITHS

13. Kakne nMmeere npaBUTEIbCTBEHHBIE HAIPAIb

Kornma u keM HarpaxaeH

14. OTHOIIEHNE K BOMHCKAM OOSI3aHHOCTSAM U BOMHCKOE 3BaHUE

CocraB

Pon Botick

(KOMaHTHBIH, TOJIUTUYECKHH, aIMUHACTPATUBHBIN, TEXHUYECKUHN H T. 11.)

15. CemMeiiHOE TTOJIOKEHNE B MOMEHT 3aIIOJIHEHUS JIMYHOTO JIMCTKA

16. lomanrauii aapec

(4neHbl ceMbH, C YKa3aHHEM BO3pacTa)

17. O6${3y10CL CBOCBPEMCHHO HU3BCIIATH 000 BCeX U3MEHEHUIX JaHHBIX, BKIIFOUCHHBIX B JIMYHBINA

JIMCTOK II0 YYUCTY KaJpOB.

« »

202 ronma




ITpunoxxenne Ne7

K ITOJIOKCHHIO O MOPAAKE BEACHUA
JIMYHBIX OS] pa6OTHI/IKOB

AHKETA

damvuus

Nmsa

OT4ecTBO

Jara poxeHus

1. 'paxknancTBO (€CIM U3MEHSIN, TO YKaXUTe, KOTaa
Y 110 KaKOW MpUYMHE)

2. OOpa3oBaHue, yueHas CTENeHb (Korja M Kakue
y4ueOHbIE 3aBEJICHUS OKOHYWIM, HOMEpPA IUIIOMOB).
CrieninanbHOCTh M KBATU(DUKALIHS [0 TUTUIOMY

3. Kakumm WHOCTpaHHBIMH SI3BIKAMU U SI3BIKAMH
Hapo 0B Poccuiickoit Denepanuu BIaJgeeTe U B KaKOH
CTeneHu (YUTAeTe W MOXKETE OOBSICHATHCS, BIIAJCETE
CBOOOTHO)

4. BeimonHsemas paboTa ¢ Hauana TPYAOBOW AEATEIbHOCTU (BKJIHOYAs BOECHHYIO CIYXOy U

paboTy MO0 COBMECTHUTEIILCTBY)

Mecsan u ron JIOKHOCTB € YKa3aHUEM YUPEKICHUS,

MOCTYTUICHHS yxoJia OpraHu3aIuy, PEANPHUITHS, a TAKXKe
MUHHCTEPCTBA (BEIOMCTBA)

MecToHaxoXacHIE
YUPEKICHUS,
OpraHu3aIny,
TIPEANPUATHS

5. Bamm 61m3kue poACTBEHHUKH (JKE€HA, MYX, OTEIl, MaTh, OpaThsl, CECTPHI)

CreneHb damMunus, UM, I'oxg Mecto paboThl, Anpec mecta

poJIcTBa OTYECTBO POXKACHUS JOJDKHOCTD KHUTEIbCTBA
6. Jomantuuit azpec u HOMEp TenedoHa
7. ITaciopt wim JOKYMEHT, €TO 3aMEH SO

(HOMED, cepHsl, KEM U KOT/Ia BBIJaH)
8. JlomonHUTENbHBIE CBEICHHUS, KOTOPbIe BhI xkenaere cooOHIMTh 0 cede
« » 202__ rona
(MOMXHOCTH OTBETCTBEHHOTO 32 KaJIPOBHIH y4eT) (moamuce)

(pacumgppoBKa HOAMHUCH)




ITpunosxenne Ne8
K TIOJIOKEHUIO O MOPSIKE BEICHUS
JIMYHBIX JIe]T PaOOTHUKOB

JIMCT-3ABEPUTEJIb

B nene npomuto u npoHyMeEpPOBaHO
JIMCTOB

(umndpamu
U TIPOIHCHIO)
c Ne o Ne , B TOM YHCIIE:
JTUTEpHBIE HOMEpa JIVICTOB
MPONyIIeHHBIE HOMepa JIFICTOB
+ JMCTOB BHYTPEHHEH OIMMUCH JIFCTOB
Oco0eHnHoCcTH (PU3NYECKOTO COCTOSIHUS U Howmepa nucros
(dhopmupoBaHus ena
OTBETCTBEHHBIN 32
KaJpOBBIM y4eT
(moamuck)

(pacmudpoBKa momucH)

« » 202 roma
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