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IoJ0:k€HHE

0 MOPsIIKE BeleHUsl JIMYHBIX JeJ pA00THUKOB
MBOY COHI Ne 5

1. O0uue mos10:xkeHUs

1.1. Hacrosiee IlonoxkeHue o mOpsiAKe BEIEHUS JIMYHBIX el pabOTHUKOB OpraHu3allvy,
OCYIIECTBIISIfOIEH  00pa3oBaTeNbHYIO JAESITeNbHOCTh, pa3paboTaHO B  COOTBETCTBUU C
OenepanbHbiM  3akoHOM Ne 273-®3 ot 29.12.2012 «OO6 o6pazoBanuu B Poccuiickoit
®denepanun» ¢ n3meHeHussMu Ha 30 gexadpst 2021 roga, denepanbHbiM 3akoHOM OT 27.07.2006
No 152 «O nepcoHanbHBIX AaHHBIX» ¢ U3MeHeHUsIMU Ha 2 utois 2021 roga, Yka3zom [Ipesunenra
or 30.05.2005 Ne 609 «O6 yrBepxkaenuu IlojgoxkeHUS O TEPCOHAIBHBIX JIAaHHBIX
rOCyIapCTBEHHOro ciyxamero Poccuiickon @enepauuv ¥ BEICHUM €ro JIMYHOIO JIEJiay,
TpynoBeim Konexcom Poccuiickoit denepannu, KomiektuBHbIM 1oroBopoM, ¥Ycrtasom MbOY
COHI Ne 5

1.2. Jlannoe IlonoxkeHue ompenenser MOPSAOK BEACHUS JHMYHBIX JEN TEeJaroroB M HHBIX
COTPYTHUKOB U PaOOTHUKOB IIKOJIBI, OTIPEICIIICT MOPSAIOK (OPMUPOBAHUS, YUeTa U XPAHCHUS,
BBIJIA4M JIMYHBIX JIE] BO BPEMEHHOE IMOJIb30BAHKE, & TAK)KE OTBETCTBEHHOCTD, IMPaBa pAOOTHUKOB
U JUPEKTOpa 00pa30BaTEIbHONW OpraHu3aIliy.

1.3. Hacrosimiee I[lonoxenue yTBepk1aeTcs MpUKa30M IO IIKOJIE U SBISETCS 00s3aTeIbHBIM IS
BCEX KAaTETOPUM MEeIarornyecKuX U APYruX COTPYIHUKOB IIKOJIBI.

1.4. Benenve TUYHBIX J€JT MEIarOTOB U COTPYAHUKOB IIKOJIBI BO3JIaraeTcs Ha CreluaIucTa o
KaJpaM OpraHU3alliu, OCYIIECTBISIONIEH 00pa30BaTeNbHYIO 1€ITeIbHOCTb.

1.5. Jluunoe meno — OCHOBHOHM JOKYMEHT IEpPCOHAJIBHOTO Y4YeTa, COJepKaluii Hauboiee
TIOJIHBIE CBEJICHUS O paOOTHUKE 00pa30BaTEIbLHON OpraHu3allii U €ro TPYIOBOM JIeATEIbHOCTH.
B nuuHOe n1eno BHOCSTCS CBENIEHUS, CBSI3aHHBIE C TIOCTYINIEHHEM Ha paboTy U yBOJIbHEHUEM.

1.6. CBenenus, coqepskamiyecs B JMYHOM JeJie, OTHOCSTCS K KOH(PHIEHIMaIbHON HH(pOpMaluy,
MMEIOT OFPAHUYEHHBIN JOCTYH U Pa3TJIalIEHUIO HE MOJIEKAaT.

1.7. JIuunoe neno BeAeTCs B TEYCHUE BCETO MEepro/1a paboThl paOOTHUKA.

1.8. Benenne HECKONbKHX JTUYHBIX JIeT OJHOTO pabOTHHKA 0Opa30BaTENbHON OpraHH3aIlii He
JIOTTyCKaeTCsl.

2. Ilopsinok (popMupOBaHUS JMYHBIX A€ COTPYAHHUKOB

2.1. dopMmupoBaHHE JMYHOIO Je€jia TNeNaroroB M COTPYAHUKOB 00IIe00pa3oBaTeNIbHON
OpraHu3allii TPOU3BOAMTCS HEMOCPEJACTBEHHO IIOcie MpHeMa B 0011e00pa3oBaTeIbHYIO
OpraHu3allMi0 WIM TEepeBOAa IEJaroroB M COTPYAHUKOB U3 JIpyroil oOpa3oBaTelbHOM
OpraHu3aluu.

2.2. B cOOTBETCTBUM C HOPMATUBHBIMU JOKYMEHTaMH B JINUHBIE JI€J1a IEAATOTOB U COTPYIHUKOB
OpraHu3aliK, OCYLIECTBISIONIEH 00pa30BaTENbHYIO JEATEIbHOCTD, BKIAJIBIBAIOTCS CIEIyIONIUe
JIOKYMEHTBI:

s nedazo2o8:




3asBIIEHUE O MIpHEME Ha paboTy;

3asBJICHHE O COTJIACUU Ha 00pabOTKY NMEePCOHAIBHBIX TaHHBIX ME1arora;

crpaBKa O HaIWyud (OTCYTCTBHHM) CYOUMOCTH W (wiam) ¢akra YrojlOBHOTO
IPecieI0BaHuUs, BEIIAHHOTO COOTBETCTBYIOIUM OPraHOM IPAaBOIOPSIKA;
aBToOMoOrpadus;

KOTHSI TACTIOPTa MJIM HHOTO JOKYMEHTA, YIOCTOBEPSIIOIIETO JINYHOCTD;

KOIUS CTPAXOBOI'0 CBUAETEIHCTBA IEHCUOHHOTO CTPAXOBaHUS;

KONHSI UACHTU(PHUKAITMOHHOTO HOMEpPA HAJIOTOILIATEIbIINKA;

KOMUS JOKYMEHTa BOMHCKOTO y4eTa (i1 BOEHHOOOSI3aHHBIX );

KOIUS CBUAETEILCTBA O 3aKJII0OUEHUH Opaka (Ipy HATMYHUH);

KOIUS CBUAETEILCTBA O POXKICHUU AeTel (Tpy HAIUYKH);

KOIHH JOKYMEHTOB 00 00pa3oBaHuy;

KONUU JIOKYMEHTOB O KBaJU(UKALMK WIM HaIU4Yhe CHEIHaIbHBIX 3HAaHUN (IIpH
HaJIUYHH);

KOIUU aTTEeCTAI[MOHHBIX JIUCTOB (MIPU HATUYHH);

KOIIUU JIOKYMEHTOB O HarpaXAeHUU (IIpU HAIUYUK);

XapaKTepUCTUKHU, peKOMEH1aTeIbHbIe TUChMa (IIPU HAJTUYUN );

MpHUKa3 o IpueMe Ha padoTy;

MPHUKA3 O MePeBO/Ie Ha UHYIO JOJDKHOCTD (IIPH HAJTUYHHN);

JOJDKHOCTHASI MHCTPYKIUS (TOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTAa Ha3HAueHHs Ha BCeE
JIOJDKHOCTH );

TPYZOBOW JOTOBOp (C MOCIEAYIOUIMM BKJIFOUYCHHEM JIOTIOJHUTEIBHBIX COTJAIICHUNA K
TPYJIOBOMY JIOTOBODY);

TPYJIOBYIO KHIKKY;

MEAUIIMHCKYIO KHIDKKY.

s pabomuuros:

3asiBJICHUE O NpUeMe Ha palboTy;

3asBJICHHE O COTJIACUU Ha 00pabOTKY NMEepPCOHAIBHBIX JaHHBIX Me1arora;

copaBKa O Hajauuuu (OTCYTCTBHM) cyaumMoctd U (win) ¢akra yrojloBHOTO
IIPECIIEN0BAaHNS, BBIJAHHOTO COOTBETCTBYIOLIMM OPraHOM NPaBOIOPSAKA,
aBroOuorpadus;

KON NaclopTa WK UHOTO TOKYMEHTA, yIOCTOBEPSIOUIETO JINYHOCTD;

KOIUS CTPAXOBOI'0 CBUAETEIHCTBA IEHCUOHHOTO CTPAXOBAaHMUS;

KOMUS UACHTU(PHUKAIIMOHHOTO HOMEpa HAJIOTOILIaTEeNbIINKA;

KOIUS JOKYMEHTa BOMHCKOT'O yueTa (11 BOEHHOOOS3aHHBIX );

KOIMSI CBUIETENBCTBA O 3aKI0YEHUH Opaka (Ipy HAJIHYUK);

KOIUS CBUAETEILCTBA O POXKIACHUU AeTel (TIpy HAJINYKH);

KOIHHU JJOKYMEHTOB 00 00pa3oBaHuy;

KOIUU JIOKYMEHTOB O HarpaXaAeHU! (IIpU HAIUYUK);

XapaKTEePUCTHKH, PEKOMEH1aTeNIbHbIE MHCbMa (TIPH HAIUYHHN);

MpUKa3 o puemMe Ha pabdoTy;

IpUKa3 O MepeBoie Ha MHYIO TOJHKHOCTD (TIPU HAJIMYUH);

JOJIKHOCTHAS! MHCTPYKLHUS (JOJKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAuY€HHs Ha BCE
JIOJIKHOCTH);

TPYAOBOM JOTOBOp (C MOCHEAYIOUIMM BKJIIOYEHHEM JOMOJIHUTEIbHBIX COTJIAIEHUH K
TPYZIOBOMY JIOTOBOPY);

TPYJOBYIO KHIXKKY;

MEANIMHCKYIO KHUXKKY.

Pabomooamenv ogpopmnsem:

TPY/ZOBOM JOTOBOP B IBYX IK3EMILIAPAX;
IpUKa3 o mprueMe Ha padoTy (0 mepeMelieHu  Ha ApyTrue JOKHOCTH);
JTYHYIO KapTouky Ne T-2;



*  JIOJDKHOCTHYIO MHCTPYKIIMIO B JIBYX K3EMILIApax.
Pabomooamens 3nakomum:

* C HOPMaTHBHO-NIPaBOBBIMM JOKyMeHTamMu wkoibsl (YcraBoMm, KoiekTUBHBIM
norosopoM, ITpaBuiiaMu Tpy0BOTo pacnopska u Ap. JIOKaIbHbIMU aKTaMH);

* ¢ JOJDKHOCTHOM MHCTPYKIIUEH;

* [POBOJIUT BBOJHBIM HHCTPYKTaX, MHCTPYKTaXX IO OXpaHE TpyJa, HHCTPYKTAX I10
IPOTUBOIOXKAPHON OE30IaCHOCTH.

2.4. IlepBuynoe ohopMIIEHUE JTUIHOTO JeJIa PETyCMaTPUBALT:

* [IPUCBOECHME JUYHOMY JEJly HOMEPA COTJACHO KYpHAIly YUeTa JUUHBIX Jel (IPUII0KEHUE
Ne 1);

* MPOCTaBIIEHUE HA OOJIOXKKE JIMYHOTO Jena (mpuiokeHue No 2) cleayronmx peKBU3UTOB:
UHJAEKC Jena (B COOTBETCTBMM C HOMEHKIATYpodl Jen  o0meoOpa3oBaTesbHOM
OpraHu3aliy; II0JIHOE HAaMMEHOBaHHE OO0IIe00pa30BaTENbHON OpraHu3aluu; HOMEp
JMYHOTO Jien1a; paMUiIis UMsl OTYECTBO paOOTHHUKA B UMEHUTEIIBHOM IAJEXKe; 1aThl — FOJ
Hayaja 1 roJl OKOHYaHUs BEICHUS JIeJ1a; KOJIMYECTBO JUCTOB; CPOK XPaHEHHUS;

* [IOMEUICHHE JIOKYMEHTOB, IOJIEKAIMX XPAaHEHUI0O B COCTaBEe JIMYHBIX JeJ, B
XPOHOJIOTUYECKOM IOPSAIKE:

BHYTPEHHSS ONUCH IOKYMEHTOB Jiena (npuinoxenue Ne 3);

JUYHBIA JTUCTOK TIO YUETY KaJpoB (mpuitoskeHust Ne 6);

3asBJICHHUE O IpUEMe Ha paboTy;

MpHUKa3 o IpueMe Ha padoTy;

TPYIOBOH IOI0OBOP;

JIOTOBOp O TMOJHOM MarepuaibHON OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepuaIbHO OTBETCTBEHHOE JIULIO);

XapaKTEePUCTUKHU U PEKOMEHIaTeIbHbIE TUChMa;

coryiacie Ha 00paboTKy MEePCOHATBHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE AEJI0, MOAJIEKAT HyMEepaIuHy.

2.6. C nenpto obecrieyeHus HallIexalieil COXpaHHOCTH JIMYHOTO Jiejla IeJaroroB U COTPYIHUKOB
o0uieo0pa3oBaTeIbHON OpraHU3alMi U yJo0CTBa B OOpaleHUH C HUM INpU (POPMHUPOBAHUU
JIOKYMEHTBHI MOMELIAIOTCA B OTAENbHYIO manky. Ilpu yBonbHeHMHM paOOTHHMKA MPOLIMBAIOTCS
HUTKaMU U CJIAIOTCS B apXUB.

2.7. BHYTpeHHsIsI ONUCh JOKYMEHTOB, HMMEIOIIMXCS B JIMYHOM JieNe, JOJDKHA COJEep’KaTh
CBEICHMSI O TOPSAKOBBIX HOMEpPAX, HAUMEHOBAHUSAX JIOKYMEHTOB Ji€jla, KOJUYECTBE JIUCTOB,
JaTax BKJIIOUEHUS JJOKYMEHTOB B JINYHOE JIEJI0 M U3BATHS U3 JeJa, a TAK)KE KEM U3bIT JOKYMEHT
Y 110 KaKOW ITPUYMHE.

2.8. BHYTpEHHSIS ONHUCH COCTABISIETCS HA OTACIHHOM JIMCTE MO YCTAaHOBIEHHON (opme. JIncTh
BHYTpPEHHEN OMUCU HYMEPYIOTCS OTJIENbHO.

2.9. IIpu NOArOTOBKE JUYHBIX /i€ K Mepeaaue Ha XpaHEeHUE K BHYTPEHHEH OMMCH COCTaBIISETCS
UTOTOBas 3aIllUCh, B KOTOPOW yKa3bIBaeTCs LU(PpPaMU U MPOMHCHIO KOJIMUYECTBO BKIIOUYEHHBIX B
Hee JIOKYMEHTOB U KOJIMYECTBO JINCTOB J€Na.

VV VVVVVY

3. Ilopsinox BeaeHusi JIMYHBIX [JeJI IMeAaroroB M COTPYIHMKOB OpPraHU3aluu,
ocylecTBIs0IIeil 00pa3oBaTeIbHYIO 1eATEILHOCTD
3.1. JIuuHOE AEN0 MeJaroroB W COTPYIHUKOB 00IIe00pa30BaTeNbHON OpraHu3alui BeIeTCs B
TEUYEHUE BCEro mepuoja padoThl KaKJOro IMejarora M COTPyAHUKa B 00IIeoOpa3oBaTebHON
OpraHM3aIiHy.
3.2. JlanpHeilmee BeAeHUE JUYHOTO JieNa IMEAaroroB M COTPYAHUKOB 00IIe00pa3zoBaTenbHOM
OpraHu3aly NpeaycMaTpUBaeT MOMENIEHHE B JeJI0 JOKYMEHTOB, 00pa3yoluxcs B Mpoiecce
paboueii JesTeIbHOCTH U UMEIOUINX 3HaYeHHE JIsl TPYIOBBIX OTHOILIEHUH:

*  JIOTNOJHEHHE K JTUYHOMY JIUCTKY IO YUYETy KaJpOB;



*  JIOTIOJIHUTENBHBIC COTJIALICHUS K TPYIOBOMY JIOTOBOPY;
° KOIIMU IIPUKA30B IO JIMYHOMY COCTaBYy, KOTOPBIC KACAIOTCA MCAAaroroB U COTPYAHHUKOB
00111e00pa3oBaTeNIbHON OpraHU3alny;
* OT3BIBBI JIOJDKHOCTHBIX JIMI[ O TIEAarore W COTPYIHUKE OO0IIeo0pa3oBaTeIbHON
OpraHH3aLuy;
® KOIIMKU JOKYMCHTOB O ITOBLIIICHUHA KBaJ'II/I(I)I/IKaI_[I/II/I;
*  KOIHUU CEePTHU(PHUKATOB, TPAMOT;
*  JIMCT — 3aBEpUTEIIb Jieia (COCTABIAIOT IPU C/1ade JTMYHOTO JeJia B apXUB);
*  HHBIC JOKYMCHTHI.
3.3. B memsx obecneueHHs] KOHTPOJS 32 COXPAHHOCTBIO M aKTYaJbHOCTBIO JIMYHBIX I B
00111e00pa30BaTEeNHLHOI OpraHU3aly eKeroJHO (He mo3aHee | kBaprana roja, CleAyroONmero 3a
OTYETHBIM) TIPOU3BOIUTCS POBEPKA UX HATTMYHS U COCTOSHUSL.
3.4. ExxerogHyto NpOBEPKY COCTOSHUS JIMYHBIX JIeJI HA MPEAMET COXPAHHOCTH BKIIIOYEHHBIX B
HEro JOKYMEHTOB IPOBOJMT CHENUAIBHO CO3JaHHas KoMmuccusa. O IPOBEICHHBIX NPOBEPKAX
JIeTIaeTcsl OTMETKA B JINCTE O Pe3yJIbTaTax €KeroJHON MPOBEPKH COCTOSHUS M HATWYHS JTUYHOTO
nena (npwiokenne No 5) M cocTaBisieTcss akT. Pe3ynbTaThl MPOBEPKH JIMYHBIX el B
00s13aTeIbHOM HOPSIIKE TOBOIATCS A0 TUPEKTOPa 001Ie00pa3oBaTeIbHON OpraHU3aluy.

4. Tlopsigok y4uyéTra M XpaHeHHsl JUYHBIX JeJl MeJaroroB U COTPYJIHUKOB OpPraHU3alMM,
OCyHIeCTBJIAIOIIEH 00pa30BaTEeIbHYIO AeSITeIbHOCTD.

4.1. XpaHeHue U y4eT JIMYHBIX JIe] NeAaroroB U COTPYIHUKOB OpPraHU3allU, OCYIIECTBIISIOMIEH
00pa30BaTeIbHYIO IEATEIHLHOCTh, OPTAHU3YIOTCS C LEIBI0 OBICTPOrO M 0E30MMO0YHOTO IMOUCKA
JUYHBIX €7, OOECIeYeHUsT MX COXPAaHHOCTH, a TaKkKe obecredeHus KOHQHUICHIHATbHOCTH
CBEJICHUH, COJIEpKAIUXCS B IOKYMEHTaX JIMYHBIX J€Jl, OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2. JInuyHble Aena COTPYAHUKOB XpaHsTCcs B cefipe o011e00pa3oBaTeaIbHON OpraHu3aim.

4.3. TpynoBbie U METUIIMHCKUE KHIKKU XPAHATCA OT/ACIBHO B cerde.

4.4, Jloctyn K TUYHBIM JIeJlaM TI€aroroB U COTPYIHUKOB 00IIe00pa3oBaTeIbHON OpraHu3aIiu
UMEIOT TOJIBKO CEKpeTapb, CIEUMaIUCT IO KajapaMm, AUPEKTOp o00I11eo0pa3oBaTeIbHON
OpraHu3alii JIM0O 3aMECTHTENH TUPEKTOpa NpPU HCIOJHEHWH OO0S3aHHOCTEH JHpeKTopa
0011eo0pa3oBaTeabHON OpraHu3aluy.

4.5. CucremaTuzanusi JHMYHBIX JeJ NEAaroroB M COTPYAHMKOB 0OIIe00pa3oBaTeIbHON
OpTaHHU3aINH MPOU3BOIUTCS B AJI(PABUTHOM TIOPSIIKE.

4.6. JIuunble nena neaaroroB U COTPYIHUKOB 00IE00pa30BaTeNbHON OpraHU3aliy, UMEIOIINX
roCy/apCTBEHHbBIC 3BaHUs, IPEMUH, HATPAJbl, YICHbIE CTENICHH U 3BaHUS, XPAHITCS TTOCTOSHHO,
a OCTaJbHBIX COTPYIHUKOB — 75 JET ¢ rojaa yBOJbHEHHS pabOTHUKA (B COOTBETCTBUHU C
[TepeyHem TUMOBBIX yNPABICHUYECKUX JOKYMEHTOB).

S. Ilopsinok BbIIA4YH JIMYHBIX €] BO BpEMEHHOE N0JIb30BaHHE

5.1. Beimaua JU4HBIX Jen (OTIENbHBIX JOKYMEHTOB B COCTaBe JIMYHOTO Jefla) BO BPEMEHHOE
MOJIb30BaHKE MPOU3BOANUTCS € pa3pelieHus AUPEKTopa 0011eo0pa3oBaTeIbHOW OpraHu3aluy 1Mo
3asBJICHUIO COTPYJHHKA OpraHU3alli, OCYIIECTBIISIOMIEH 00pa30BaTeIbHYIO AEATEIbHOCTb.

5.2. Pabora (o3HakOMJIeHME) C JIMYHBIMH JlelaMH  TE€JaroroB ¥  COTPYAHUKOB
o011eo0pa3oBaTeIbHON OpraHNU3aluy IPOU3BOIUTCS B IPUEMHOI nupekTopa. B koH1e pabouero
JTHSL CeKpeTaph WM CHEeHaTUCT Mo KaapaM oOs3aHa yOeauTbcs B TOM, YTO BCE JIMUHBIE Jena,
BbIIaHHbIE BO BpPEMEHHOE I10JIb30BAHHWE, BO3BpAILEHbl HAa MECTO XpaHEHUs MU €eCThb JIU
HEO0OXOIUMOCTD IS IPUHSTHS MEP K MX BO3BPAIICHUIO MU PO3BICKY.

5.3. ®@axT BbIIaYM JIUYHOTO Jesia GUKCUPYETCs B KOHTPOJIBHOM JKypHaJe.

5.4. U3bATHE OTIOENBHBIX JOKYMEHTOB M3 JMYHOIO JEJNa IPOU3BOAUTCS C pa3peuieHUs
TUpeKTOpa o0IIe00pa3oBaTebHON OpraHu3auu ¢ 0OPMIICHHEM COOTBETCTBYIOIICH 3alucH B



rpade «IIpumeyanue» BHyTpeHHeH onucH. [Ipyn BpeMEeHHOM H3BSATUU JOKYMEHTa Ha €ro MecTo
(MeXy JHMCTaMH COCEIHUX JOKYMEHTOB) BKJIAQJIBIBAECTCS CIIPAaBKa-3aMECTHUTENIb C YKa3aHUEM
JaThl M TPUYUH M3BATUS C TOJNUCHIO JIMIA, BBIJABIIETO JIOKYMEHT, WU MOJIUCHIO JIUIIA,
IIOJIyYMBIIETO €70 BO BPEMEHHOE I10JIb30BaHUE.

6. O¢opMiieHHe JIMYHBIX JeJI NIepe] cravei B apXuB
6.1. OdopmieHne TUYHBIX 1€ ISl TIepelayi B apXUB MPOU3ZBOAMUTCS CHEIMAIMCTOM I10 KaJpam
0011e00pa3oBaTeIbHON OpraHu3al. JTa POoLEaypa BKIKYAET:

*  TOJAIIMBKY (NEperuieT) Aena;

* yTOYHEHHE HyMepalluu JIMCTOB JeNa;

*  COCTaBJIEHHUE JIMCTa-3aBepuTess (npuioxxenue Ne 8);

* cocraBieHue (yTOUHEHHE) BHYTPEHHEH onucH;

* BHECCHHE YTOYHEHUHU B PEKBHU3HTHI JHIIEBOM OOJIOKKH Jena.

6.2. Jlucr-3aBeputenb Jena JOJDKEH IOANMUCATh €ro COCTaBUTENb, IPU 3TOM JEIaeTcs
pacm@poBKa JODKHOCTH M TOINMCH, NPOCTaBiseTcs Jara. B mpolecce HCIONb30BaHUS
apXUBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIEAI0TCs COOTBETCTBYIOIIME OTMeTKU. Ecnu neno
HOIINTO O€3 JKcTa-3aBepuUTelis, TO €ro ClelyeT HaKJIeUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKU
Jena.

6.3. C nenpio o0ecriedeHns COXpaHHOCTH JIMUHBIX JIEJT PEKOMEHTYeTCs:

*  00BeNUHATH MHAWBUIYAIBHBIC JINYHBIC J€Ia YBOJICHHBIX COTPYAHUKOB B OJIHY OOJIOXKKY
(0OBeAMHEHHOE JIeJI0) C TAKUM pacueToM, 4ToObl 00beM Jena (Toma) He mpeBbiman 250
JUCTOB (ITyTEM CUIMBKH MAaTEPHUAIOB MHIAWBUAYAIBHBIX JIEJ MO TOaM YBOJIBHEHUS);

* pacrnojaraTh MaTepuaibl MHIUBUAYaJIbHBIX €l B Ipejesax Jena (TomMa) B an(aBUTHOM
nopsiake  (modamMuiIbHO),  OTAENSAS ~ MaTepHalibl,  OTHOCSIIMECS K  Pa3HbBIM
UH/IUBUYAJIbHBIM JIeJlaM, YUCTBIM JINCTOM OyMaru ¢ yka3aHMEM Ha HeM (paMuIIMH,
UMEHH W OTYECTBA COOTBETCTBYIOIIETO YBOJEHHOTO Tenarora W COTPYIHHKA
o011e00pa30BaTebHON OpraHnu3aluy;

* CHa0XaTb KaXJ10€ OO0BbEIMHEHHOE J1eJ0 (TOM) BHYTPEHHEH OMNMCHIO C MEepEeUHCIECHUEM
damMunuii, UMMEH M OTYECTB M YyKa3aHHEM HOMEpPOB CTpaHMIl, B Mpeienax KOTOPBIX
PacIIoI0KEeHBI COOTBETCTBYIOIINE IOKYMEHTHI.

6.4. Ilepenaya AMUHBIX JI€]1 B apXMB OCYILECTBIIAETCS HE MO3JIHEE TPEX JIET MOCIe 3aBepIIeHUs
UX B JEJONpPOU3BOJACTBE B COOTBETCTBUM ¢ rpadukom. IlpeaBaputenbHO cekpeTapem,
CHELHATUCTOM I10 KaJpaM MpPOBEpsAETCs] MOJHOTa U MPAaBUIBHOCTh MOATOTOBKU JMYHBIX /€T K
nepenaye. BrligBIeHHbIE MPU MPOBEPKE HEIOCTATKH YCTPAHSIOTCS CEKPETapeM, CIEHUATUCTOM
no kaapaM. Ilepenaya u mpuemM NpoU3BOIATCS MO OMUCH C MPOCTAHOBKOW OTMETOK O HAJM4UU
JUYHBIX JIEI.

6.5. JIuyHble fena TeNaroroB M COTPYAHMKOB 0O0IIe00pa3oBaTelbHON OpraHu3aluy,
3aKOHUYEHHBIE Jenonpon3BoAcTBoM 10 | sHBapa 2003 roxa, xpanarcsa 75 net, nocie 1 saHBaps
2003 roma — 50 ner. Jluunble Aena qupekTopa, INIaBHOrO Oyxrajatepa o0meoO0pa3oBaTeIbHON
OpraHu3aIlii UMEIOT MIOCTOSTHHBIN CPOK XPaHCHHUS.

7. OTBETCTBEHHOCTh
7.1. Tlegarorm u COTpYAHUKH OOIIE00pa30BaTEIbHON OpraHMU3aIlid O0sS3aHBI CBOCBPEMEHHO
MPEJICTABISITh CEKpeTapi0 WM CIEIUAINCTY 10 KajapaM CBEJACHHS 00 W3MEHEHUH B
MIEPCOHATBHBIX JaHHBIX, BKIIFOUEHHBIX B COCTAB JIAYHOTO JIeja.
7.2. PaboTomarens 00ecIieynBacT:
* COXPaHHOCTh JIMYHBIX JeJ TIEJAaroroB W COTPYAHHKOB OO0IIe0Opa3oBaTeIbHON
OpraHu3aIny;
*  KOH(HJIECHIIUAITBHOCTh CBEICHUU, COJEPKAIMXCA B JMYHBIX JIelIaxX IIEJaroroB |
COTPYIHUKOB.



8. [IpaBa paGoroaareiss 1 padOTHHKA
8.1. lna oOecnieyeHus 3alUThl IEPCOHAIBHBIX JaHHBIX, KOTOPbIE XPAaHATCS B JIMYHBIX J€ax
MEaroroB M COTPYIHUKOB 00IIe00pa3oBaTeIbHON OpraHW3aIuy, MENarord M COTPYJHUKU
MBOY COLI Ne 5 umeroT npaBo:
*  MOJYYHTh MOJHYIO HH()OPMAIMIO O CBOUX MEPCOHANBHBIX JAHHBIX M 00pa0OTKE 3THUX
JAHHBIX;
*  TOJYYHUTH CBOOOJHBIN JOCTYN K CBOMM IEPCOHAIBHBIM JIAHHBIM;
* TMOJY4YUTh KOIHUHU JIOKYMEHTOB, XpaHsIlhecs B JIMYHOM Jelie U COJAepKallue
NEPCOHAIBHBIC JAHHBIC.
* TpebOBaTh MCKIIOUEHHUS WM MCIPABICHHUS HEBEPHBIX U HEIOJHBIX IEPCOHAIBHBIX

JTAHHBIX.
8.2. Paboromarens nuMeeT mpaso:
* 0o0OpabarbIBaTh MePCOHAIIbHBIC JTaHHbIE [I€JaroroB u COTPYHHUKOB

00111€00pa30BaTEeIbHON OpraHu3alii, B TOM YUCJIE U Ha SJICKTPOHHBIX HOCUTEIIAX;

* 3alpOCUTh OT IENAroroB M COTPYIHUKOB 0OIICOOpa3oBaTEbHON OpraHU3aliU BCIO
HEOOXOUMYI0 WH(GOPMAIIUIO IS BEICHUS JIMYHBIX AN U O00pabOTKU TMEepPCOHATBHBIX
JTAHHBIX.

9. 3ak/I09UTeIbHbIE MOJI0KEHUS

9.1. Hacrosiee Ilonoskenue o mopsiike BEACHUS JTMYHBIX Je]T PAOOTHUKOB SBISIETCS JIOKATBHBIM
HOPMATHUBHBIM aKTOM, MpHHUMAaeTcs Ha [lemarormueckoM coBeTe MIKOIBI U yTBEp)KAaeTcs (JIubo
BBOJIUTCSA B JielicTBHE) Npuka3zom aupekropa MBOY COILLL Ne 5

9.2. Bce m3MeHEeHUsT W JIOTIOJNHEHUS, BHOCUMBIE B Hacrtosimee [lomoskenue, odhopMisiroTcs B
NUCbMEHHOW (opMe B COOTBETCTBUM JIEMCTBYIOILMM 3aKOHOJAATENLCTBOM Poccuiickoit
®enepanuu.

9.3. IlonoxxeHue o mopsiike BeeHHs! JUUHbIX Jen pabotHukoB MBOY COII Ne 5 npunumaercs
Ha HeonpeAeaeHHbIH cpok. M3MeHnenus u nonosnHeHus K [TonoxkeHno NpuHUMAIOTCs B OPSIJIKE,
npexycMoTpeHHoM 11.9.1. Hacrosmiero [lonoxenus.

9.4. Tlocne npunsatus I[lonoxxeHust (WM M3MEHEHUH M JIOTOJHEHWH OTIENBHBIX IYHKTOB M
pa3ziesoB) B HOBOW peJaKkIK MpeablyIias peJakius aBTOMaTHYECKH yTPauuBaeT CUITY.



Kypnai ydyera nu4HbIX A€l

[Tpunoxenue Nel
K MOJIOKEHHIO O MOPSIKE BEICHUS

JIUYHBIX OCJI paGOTHI/IKOB

Ne| [Jara | ®amunus, | Taben | Homknoc | Ctpykry | Marau [Hara n [Ipumeu
odopmi ums, b- HBIU Th p-HOE HOMED HOMED a- HUe
n/ | e-HHUS | oT4ecTBO | HOMep | (mpodec- | moapasnm | mpuKasza MpuKasa
I | JIMYHOTO | Iejarora cusl, e-nienne | (pacnops- | (pacrmops-
neiaa u crenuaib KEHUS) O KEHUS) O
COTpYIHU -HOCTb) npueMe | IMpekparie-
Ka nejarora nejarora HUU
u u (pacropixe-
COTpYIHU COTpYIHU HUN)
Ka Ka Ha TPYAOBOTO
paboTy | moroBopac
neaaroromMm
u
COTPYIHUK
oM
(yBOJIBHE-
HUHN)
1 2 3 4 5 6 7 8 9




doHpa Ne

Onuncb Neo

Nunexc nena

O0J10KKa JIMYHOTO JIej1a

[Tpunoxenue No2
K MOJIOKEHHIO O MOPSIKE BEICHUS
JIUMYHBIX OCJI paGOTHI/IKOB

JIMYHOE JEJIO Ne

(Ha3zBaHMe 0Opa30BaTEILHON OpraHU3AIINHN )

JlaTa Hayama

Jlata okoHUaHUs

Ha JIMCTax
XpaHUTh aer
®doHg Ne

Onuncb Neo

(3aroJIoBOK jerna)



[Tpunoxxenne Ne3
K MTOJIOKEHHIO O TOPSIKE BEICHUS
JIUYHBIX OCJI paGOTHI/IKOB

BHYTPEHHAA OITMCh
JIOKYMEHTOB fena Ne

No Nunexc Hara HaszBanue Homep [Ipumevanus
n/m JIOKyMEHTa JOKYMEHTa JIOKyMEHTa JUCTOB
nena
Utoro: JIOKYMEHTOB

KonunuectBo nuctoB BHyTpeHHeﬁ OIIMCHU

(mudpaMu ¥ IPOITHUCHIO)

OTBETCTBEHHEBIN 3a
KaJIpOBBIN YYeT:

(undpamu 1 MPOINUCHIO)

« »

(moamuce)

202 roma




©.1N.0.

[Tpunoxenune Ned
K TTOJIOKECHHIO O TIOPSIKE BEACHUS
JIUMYHBIX OCJI paGOTHI/IKOB

JIOKHOCTh

JInunoe gemno Ne

JlaTra o3HAKOMIICHHS I1e1arora
U COTPYJIHUKA C INYHBIM
JIEJIIOM

IMoamucek nemarora u
COTpYJIHUKA

OTMeTKH, MpUMEYaHus,
3aMeYaHus




[Tpunoxenue No5
K MOJIOKEHHIO O MOPSIKE BEICHUS
JIUMYHBIX OCJI paGOTHI/IKOB

OTtMeTKAa 0 pe3dyJjbTaTax €KeroTHoM MMPOBEPKHU COCTOSAHUSA
U HAJIWYIHUA JUTHOTO0 JeJ1a

©.1N.0.

JIOMKHOCTH

JInunoe gemo Ne

[ara nposepku ®.1.0. unenon IToanucu vieHoB Pesynbrar nposepku
KOMUCCHUH KOMHCCHUH




[Tpunoxenue Neb
K MOJIOKEHHIO O MOPSIKE BEICHUS
JIUMYHBIX OCJI paGOTHI/IKOB

JIMYHBIA JIUCTOK IO y4YeTy KaJApoB

1. damumtms

4098
OT14ecTBO

2. Ilox

3. T'ox, 4KCIIO U MECSII] POKICHUS

4. MecTo poxJIeHUS

(cemo, nepeBHsI, rOpo, paiioH, 001acTh)

5. I'paxxgaHcTBO

6. O6pazoBanue

Hasanne daxynbTeT l'on I'on Ecnu ne Kakyro

yueOHOro WIH IIOCTYIUICHUs | OKOHYaHUsA | OKOHYMWJ, | CHELUAJIbHOCTh
3aBENICHUA U €0 OTJEJICHHE WIHA YXOAa | TO C KaKOTrOo IIOJIy4HU] B
MECTOHAXO0XKICHHUE Kypca pe3yJnbTare
yuesa OKOHYaHUS
yueOHOro
3aBeJCHU,
yKa3aTb Ne

JUIUIOMA WIN
YIIOCTOBEPEHUS

7. Kakumu HWHOCTPAaHHBIMH A3bIKAMU
BJIaACCTC
(‘-II/ITaeTe " IepeBOAUTE CO CJIOBAPEM, UNTACTC U MOKCTEC O6’b}ICH${TBC}I, BJIaACCTC CBO6OI[HO)

8. Y4eHas CTeneHb, yYEHOE 3BaHHE

9. Kakue nmeere Hay4yHbI€ TPYIbl U U300pETEHUS

10. BommonHsiemass paboTa ¢ Hayajia TPYIOBOM AESITENBbHOCTU (BKJIIOYas y4eOy B BBICIIUX U
CpPEIHUX  CIEUUANbHBIX Y4e€OHBIX 3aBEJCHHSIX, BOCHHYIO CiIyx0y u paboTy 110
COBMECTUTEIBCTBY)

Mecsi u rog I[OJ'I)KHOCTB C YKA3aHUCM YUPCIKICHUA, MecToHaX0XASHIE

MOCTYIIJIICHU ‘ yxoaa OopraHu3alu, MPpCANpUATUA, a TAKKC YUYpCKIACHUA,




MUHHCTEPCTBA (BEIOMCTBA)

OpraHu3aluy,
MpEAIPUATUS

11. TIpeOriBanue 3a rpanulieit (padbota, cayxeOHass KOMaHIUPOBKA, TTOE3KA C JIeJIeTaIlei )

Mecsn u ron B kakoii ctpane Llens mpeObIBaHUS 32
C KaKoro 10 KaKoe rpaHuuen
BPEMEHU BpeMs
12. YyacTue B BBIOOPHBIX OpraHax
MecTo BBIOOPHOTO Ha3zBanue Bei6opHoro | B xadecte xoro l'on
oprasa oprasa BbIOpaH u30paHusi | BBIOBITHS

13. Kakue nuMeete npaBUTEIbCTBEHHBIE HArPaIbl

Koraa u keM HarpaxiaeH

14. OTHOLIEHNE K BOMHCKUM 00S13aHHOCTSM H BOMHCKOE 3BaHHUE

Cocras

Pon Boiick

15. CeMelHOE TIOJIOKEHINE B MOMEHT 3aIIOJIHEHUS JIMYHOTO JIUCTKA

(KOMaHIHBIN, TOJIMTUYECKUH, aIMUHUCTPATUBHBINA, TEXHUUYECKUH U T. 11.)

(41eHBI CEMbH, C YKa3aHUEM BO3PACTa)

16. JlomamrHuii agpec

17. O6s13y10Ch CBOEBPEMEHHO U3BEMIATh 000 BCEX M3MEHEHMSIX JIAHHBIX, BKIIOUYEHHBIX B JIMYHBIN
JIUCTOK IO YYETY KaJpOB.

« »

202  roma




[Tpunoxenue No7

K ITOJIOKCHUIO O TOPAAKEC BEACHU A
JIUYHBIX OCJI paGOTHI/IKOB

AHKETA

damunusa

4098

OT4ecTBO

Hara poxaeHus

1. I'paxxnancTBO (€CnIM MU3MEHSUIN, TO YKAXKHUTE, KOTa
Y 110 KaKOW IIPUYNHE)

2. OOpa3oBaHHe, ydeHasi CTCNECHb (KOTrJa U Kakue
y4ueOHbIE 3aBEJICHUS] OKOHYWJIM, HOMEpa UILJIOMOB).
CrienanbHOCTh U KBATHU(PHUKAINS 1O JUIIIIOMY

3. KakuMu WHOCTpaHHBIMU SI3BIKAMH U  SI3BIKAMH
HapoaoB Poccuiickoiit @enepanuu BIageeTe U B KAKOU
CTeNeHH (YUTAEeTe U MOXKETe OOBSICHITHCS, BIAICETe
CBOOO/THO)

4. BemmonHseMas paboTa C Hadala TPYAOBOH IESATEIbHOCTH (BKIIOYAs
paboTy 10 COBMECTUTENILCTBY)

BOCHHYIO CIIYXO0y U

Mecsi u o [[OJ'I)KHOCTB C YKA3aHUCM YUPCIKIACHUA,

MOCTYIIJICHUA yxoaga OpraHu3alu, MpCAIpuATHA, a TAKKC

MHUHHCTEPCTBA (BEIOMCTBA)

MecronaxoxaeHue
YUpEKIACHUA,
OpraHu3anuy,
MPEANPUATHS

5. Bamm Onu3kue poJCTBEHHUKH (3K€HA, MY, OTell, MaTh, OpaThsi, CECTPHI)

Crenenn damMuius, UM, l'on Mecto paboThl, Anpec mecta

pojacTBa OTYECTBO POXKIIEHUS JOJKHOCTD JKUTEJILCTBA
6. Jomaruanit azpec 51 HOMED Tenedona
7. IlacnopT WM TOKYMEHT, €r0 3aMEHSIOIINI

(HOMED, cepusi, KEM M KOT/1a BBIJaH)
8. JlomoTHUTENbHBIC CBEJIEHUS, KOTOphIe BBl xKemaere cooOuuTh 0 cebe
« » 202  ropa
(IOMKHOCTD OTBETCTBEHHOTO 32 KAJPOBBIA yUET) (moamumce)

(pacumgpoBKa MOIMHUCH)




[Tpunoxenue No§
K MOJIOKEHHIO O MOPSIKE BEICHUS
JIUMYHBIX OCJI paGOTHI/IKOB

JIMCT-3ABEPUTEJIb

B nene npomnto u npoHymMepoBaHO

JINCTOB

(undppamu
Y TIPOIHCHIO)
¢ Ne mo Ne , B TOM YHCJIE:
JIUTEpHBIC HOMEpa JINCTOB
MPOIYLIEHHbIE HOMEpa JINCTOB
+ IMCTOB BHYTPEHHEHN ONMUCH JINCTOB
OcobeHHOCTH (PU3UYECKOTO COCTOSTHUS U Howmepa nucros
dhopmupoBaHus nea
OTBETCTBEHHBIN 3a
KaJIpOBBIM y4eT
(moamuce)

(pactumupoBKa MOITUCH)

« » 202  roma
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