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1. O01HMe mMoJI0KEeHUu

1.1 Hacrosmuii JOKaabHBIA akT ONpeesIseT NOPAAOK BEICHUS, yueTa U XpaHEHUs JUYHBIX JeT
pabOTHUKOB MYHUIUMIAIBHOTO OIOKETHOTO JOMIKOJIBHOTO 00pa30BaTENBbHOTO YUPEKIACHUS
IlenTp pasButus pebenka — nerckuit camg NoS «Mwup gercrtBa» (mamee — oOpa3oBaTeibHAs
opraHu3arus).

1.2. Tlopsinok pa3paboTaH B cOOTBETCTBUU C TpyaoBbIM KojiekcoM P®, denepanbHbIM 3aKOHOM
ot 27.07.2006 Ne 152-®3 «O nepcoHanbHBIX JaHHBIX», Ipuka3oM Pocapxua ot 31.07.2023 Ne
77 «O6 yrBepxnaenun IlpaBuwii opraHu3zaluM XpaHEHHs, KOMIUIEKTOBAHMsS, Yy4yeTa H
UCI0JIb30BaHUs TOKyMEHTOB ApxuBHoro (onaa Poccuiickoit @enepanyu 1 ApYyrux apXuBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIpaBJlCHUS U
OpraHu3aIusaX», KOJUIEKTUBHBIM JJOTOBOPOM U YCTaBOM 00pa30BaTeNbHON OpraHU3aliy.

2. ®opMupoBaHNe JUYHBIX /1€ PA0OTHUKOB

2.1. ®opmupoBaHHE JIUYHOTO Jejia pabOTHHKA TMPOU3BOJTUTCS PAOOTHUKOM, HA3HAYEHHBIM
pyKOBOJIUTENIEM 00pa3oBaTeIbHONM OpraHu3aluu (Jajee — OTBETCTBEHHBIM 3a BeIeHHUE Ien).
JImaHoe nmeno (GopMHpyeTcs He TO3/IHEee MATH pabovMXx THEW CO IHS 3aKIIOUYCHHS TPYHIOBOTO
JIOTOBOpa, HO HE paHee MOJYYCHHS OT paOOTHHKA COTJIacHs Ha 0O0pabOTKy €ro MmepcoHaTbHBIX
TTAHHBIX.
2.2. llepBruHOe 0(hopMIIEHHE TUIHOTO JeTia MPETyCMaTPUBACT:
a) MPUCBOCHUE JIMYHOMY JIeJy HOMEpa COIJIACHO >KypHaly MHBEHTapHOIO y4eTa JIMYHBIX Jell
COTPYIHHKOB,
0) odopmieHue OOJOXKKH JUYHOTO Jena, KoTtopas (OPMHUPYETCS B COOTBETCTBHH C
TpeboBanusamu npukasa PocapxuBa ot 31.07.2023 Ne 77. B 000Ky BHOCAT CICIYIOIIHE
PEKBU3UTHI: HHJEKC Jena (B COOTBETCTBMM C HOMEHKJIATypoll Jen o0pa3oBaTelbHOM
OpraHu3aliK); NOJHOE HAaMMEHOBaHHE 00pa30BaTENIbHON OpraHu3alyy; HOMEp JMYHOTO JIeNa;
dbamMuIs UM OTYECTBO PaOOTHHKA B WMMEHUTENBHOM Majexe; AaTbl — rOoJl Hayala U ToJ
OKOHYAHUS BEACHUS JIeNIa; KOJIMYECTBO JIUCTOB; CPOK XPAHEHUS;
B) IIOMEUIeHHE JOKYMEHTOB, TMOJJIEKAlIMX XPaHEHHWI0O B COCTAaBe JIMYHBIX Jell, B
XPOHOJIOTHYECKOM TMOPSJIKE:

e BHYTPEHHSSI ONHUCh JOKYMEHTOB Jena, KoTopas (opMupyeTcss B COOTBETCTBUU C

TpeboBaHusMu npukasza Pocapxusa ot 31.07.2023 Ne 77;

e JIMYHBIN JUCTOK IO YYETYy KaJPOB WJIM aHKETa,

e 3asBIICHUE O IpHEME Ha padoTy;

e KOMMS MPHUKa3a 0 MpueMe Ha paboTy;

e KOMUS JIOJDKHOCTHOM MHCTPYKIINH;

e TPYAOBOH IOr0OBOpP;

e JIOTOBOP O MOJIHOW MaTepUalbHOW OTBETCTBEHHOCTH (€CiM pabOTHUK — MaTepHajJbHO

OTBETCTBEHHOE JIMIIO);

e XapaKTEPUCTUKU U PEKOMEHJATeNbHbIE MHChMa;

e corjacue Ha 00pabOTKY MePCOHAIBHBIX TaHHBIX;

e JUCT 00 O3HAKOMJICHUHU PAOOTHHKA C JINYHBIM JICJIOM.
2.3. JIucThl JOKYMEHTOB, IOMEUICHHBIX B JINYHOE JEJI0, TOJJIeKAT HyMEepaIiH.



2.4. JIoKyMeHTBHI TMOMEMIAIOTCS B IMaIKy-CKopocimBarenb. [Ipu yBonbHeHUM pabOTHHKA JeEIo
MIPOIIMBAETCS HUTKAMU U C/IAETCS B apXUB 00pa30BaTeIbHON OpraHU3ally.

2.5. BHyTpeHHss ONUCh JOKYMEHTOB J€la JOJDKHAa COJEpXaThb CBEICHHUS O HOPSIKOBBIX
HOMEpax, HaUMEHOBAHUAX JOKYMEHTOB JI€Jla, KOJMYECTBE JIUCTOB, JaTax BKIIOYEHUS
JOKYMEHTOB B JIMYHOE JI€J0 M U3BATUS U3 JeNla, a TAKKE KEM HU3BAT JOKYMEHT M 10 KaKOou
IIPUYKHE.

2.6. BHyTpeHHsIsl OMCh COCTABIIAETCS HA OTAEIBHOM JIUCTE IO YCTAaHOBJIEHHON (opme. JIucTsl
BHYTPEHHEH ONKUCH HYMEPYIOTCS OTEIBHO.

2.7. Ilpu noAroToBKE JIMYHBIX /I K Mepefade Ha XpaHEHWEe K BHYTPEHHEH OMUCHU COCTABIIAETCS
UTOrOBAsi 3alMCh, B KOTOPOM yKa3bIBaeTcsl MUPpPaMU U MPOMKUCHIO KOJIMYECTBO BKIFOUYECHHBIX B
Hee JOKYMEHTOB U KOJIMUYECTBO JIMCTOB JIENA.

3. Benenne JTUYHBIX /1eJ1 pa0OTHUKOB

3.1. JluuHoe neno BelneTcs B TE€YEHHME BCEro Iepuojia padboTel paboTHHKA 00pa30oBaTENIbLHOMN
OpraHu3aIuH.
3.2. Beagenue nuyHOTO Nena paOOTHHUKA MPEAyCMATPUBACT MOMEIICHUE B JEJIO JOKYMEHTOB,
o0Opasyromuxcsi B Mpolecce paboueld ACITEIHPHOCTH M HWMEIONIMX 3HAY€HWE I TPYAOBBIX
OTHOIIIEHUI:

e JIOTIIOJIHEHME K JIMYHOMY JIUCTKY II0 YYETY KaJApOB;

e JIONOJIHUTEINIbHBIE COTJIAIICHUS K TPYAOBOMY JJOTOBODY;

e KOIMH MPHUKA30B [0 JUYHOMY COCTaBY, KOTOPbIE KacaloTcsi paOOTHHKA;

e OT3bIBBI IOJKHOCTHBIX JIUIL O PAOOTHUKE;

e KOIMH JJOKYMEHTOB O MOBBIIICHUH KBATH(PUKAIIIH;

e KONHUH CEPTHU(PHUKATOB, PAMOT;

e JIUCT — 3aBepUTEINb JieN1a (COCTABISAIOT MIPH Caue JIMYHOTO Jieia B apXUB);

e UHbBIE JOKYMEHTHI.
3.3. B nnuHble ena He MOMEeNIaloTCsl JOKYMEHThI, UMEIOIe BTOPOCTENICHHOE 3HaueHue. Takue
JOKYMEHTBI XpaHATCS OTAEIbHO, Kak «/[OKyMEeHTHI, HE BOLIEAIINE B COCTAB JIMUHBIX JIEI».
3.4. PaGoTHUK 3HAaKOMUTCS C JIMYHBIM JIEJIOM B T€YEHHUE TpeX padouux JHEH ¢ JaThl MOTYyYESHUS
OTBETCTBEHHBIM 3a BEJICHUE JIeJ 3asBJICHUSI ¢ MpochOoi 00 o3Hakomienuu. 06 3ToM JenaeTcs
OTMETKA B JIUCTE 03HAKOMJICHUS paOOTHHUKA C TUYHBIM JICTIOM.
3.5. O3HakOMJICHHE C JIeJIOM MPOUCXOJIUT HUCKIIOUUTEIHHO B KaOMHETE OTBETCTBEHHOIO 3a
BEJICHUE I U B €r0 MPUCYTCTBHUHU. 3ampeniaeTcs BEIHOC Jeia U3 KaOuHeTa.
3.6. Bpimaua komuid AOKYMEHTOB M3 JIMYHOTO Jejia MPOM3BOAUTCSA IO JUYHOMY 3asiBICHUIO
paboTHUKAa U C pazpeuieHUs aupekTopa. Kommu HOKYyMEHTOB HOJDKHBI OBITH 3aBEpEHBI U
IpeJOCTaBIeHbl pA0OTHUKY B TEUEHHE TPEX JTHEH CO JIHS MM0Ja4M 3asBICHHS.
3.7. V3paTue OTAENbHBIX JOKYMEHTOB M3 JIMYHOIO JieJla IPOU3BOAMTCA C pa3pelieHus
IUpeKTopa 00pa30BaTeIbHONW OpraHu3aluu ¢ OPOPMIICHMEM COOTBETCTBYIOIIEH 3alucH B rpade
«I[Tpumeuanue» BHyTpeHHEN onucu. [Ipu BpeMEHHOM U3BATUH JOKYMEHTa Ha €0 MeCTO (MeXay
JUCTAMH COCEIHUX TOKYMEHTOB) BKJIQJBIBAETCS CIpaBKa-3aMECTUTENh C YKa3aHUEM JaThl U
IPUYUH U3BATUS C MOJIUCHIO JIMIA, BBIJABIIET0 JOKYMEHT, M HOJMHMCHIO JIUIA, MOJIYYHBIIETO
€ro BO BPEMEHHOE M0JIb30BaHUE.
3.8. B mensx obecrieueHUs] KOHTPOJS 3a COXPAHHOCTbIO M aKTYaJbHOCTBIO JIMUHBIX Il B
00pa3oBaTeIbHON OpraHU3aIUH €XKET0THO TPOU3BOIUTCS POBEPKA UX HAIWYMS U COCTOSHHUSL.



3.9. Exero/iHyto NpoBEpPKY COCTOSIHUS JIMUHBIX €Nl Ha MPEAMET COXPAaHHOCTH BKJIIOYEHHBIX B
HEro JIOKYMEHTOB IPOBOJHT CHEHUAIBLHO CO3JaHHas Komuccus. O IPOBEICHHBIX MPOBEPKax
JeaeTcs OTMETKA O Pe3yJbTaTaxX eXKeroHOW MPOBEPKU COCTOSHUS JIMYHBIX JICT U COCTABIISETCS
aKT. PC?;y.]IBTaTI)I IMMPOBCPKH JIMYHBIX OCJI B 00s13aTEILHOM MOpAAKE AOBOIATCA OO0 AUPCKTOpPA
00pa3oBaTebHON OpraHU3aIHH.

4. XpaHeHue M y4eT JMYHBIX /1e]1 PA0OTHUKOB

4.1. XpaHeHue 1 y4eT JIMYHBIX Aesl pabOTHUKOB 00pa30BaTEIbHON OpPraHU3alliyd OPraHU3yIOTCS
C IEJIbI0 OBICTPOTO IMOUCKA JIMYHBIX JIeJ, 00SCIICUSHUS X COXPAHHOCTH ¥ KOH(PHICHITUATBHOCTH
CBEJICHHIA, COJICPIKANTUXCS B JOKYMEHTaX JIMYHBIX JeJl, OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

4.2. Jluuneie nena paOOTHWKOB XPAHATCS y OTBETCTBEHHOTO 3a BEJCHHUE JICN B CHCIMATHLHOM
METaJUTHYECKOM ceiide.

4.3. JlocTyln K JWYHBIM JejilaM paOOTHUKOB MMEIOT TOJIBKO OTBETCTBEHHBINM 3a BEJICHWE JIeT U
JUPEKTOp  00pa3oBaTeNbHOM  OpraHM3aluy JIMOO €ro 3aMeCTUTENM IpPU  HCIOIHEHUU
00s13aHHOCTEHN TUPEeKTOpa 00pa30BaTEILHON OpraHU3AIIHH.

4.4. CucremarH3anys JAIHBIX )T pAOOTHUKOB MPOU3BOJINUTCS B AI(aBUTHOM TOPSIIKE.

5. OgopmireHue JUYHBIX €)1 PA0OTHUKOB Iepe caaveil B apxuB

5.1. Odopmiienne AUYHBIX 1T Ui Tepeladyd B apXUB TPOU3BOJUTCS OTBETCTBEHHBIM 3a
BeJICHUE JIeN1. DTa MpoLeaypa BKIIOYAET:

e TOAIMMUBKY (TIEPEIUIET) Jena;

e YTOUHEHHUE HyMepallUuu JHUCTOB JeNa;

e COCTaBJIEHME JIMCTa-3aBEPUTENs, KOTOpbIM (opMHpyeTcsi B  COOTBETCTBUU C
TpeboBaHusMU pukasza Pocapxusa ot 31.07.2023 Ne 77;
cocTaBjicHUE (YTOUHECHHE) BHYTPEHHEH OIHCH;

e BHECEHHE YTOYHEHHH B PEKBU3UTHI JIUIIEBON OOJI0KKH Aena.
5.2. Jluct — 3aBepuTeNnb Jiena JOJDKEH MOANHUCATh €ro COCTaBUTENb, MPU STOM JeJaeTcs
pacmudpoBKa MOJDKHOCTH M TOJIMNKCH, IMPOCTaBIseTcss Jara. B mpolecce HCHOIb30BaHUs
apXUBHBIX JJOKYMEHTOB B JIUCTE-3aBEPUTEIIE JICTAIOTCSI COOTBETCTBYIOIINE OTMETKH.
Ecnu neno moamuto 6e3 aucTa-3aBepUTENsl, TO €ro CIeAyeT HAKJICUTh Ha BHYTPEHHIOI CTOPOHY
00JIOKKHU Aeda.
5.3. C uenbio obecnieueHrs COXPAaHHOCTH JIMYHBIX JIEJT PEKOMEHIYETCS:

e O00BEAMHATH WHAMBUIYAILHBIC JIMYHBIC JIE]Ia YBOJICHHBIX PAOOTHUKOB B OJIHY OOJIOKKY
(oObeTuHEHHOE JIEN0) C TAKMM pacdeToM, 4ToObl 00beM Jena (ToMa) He mpeBbimai 250
JUCTOB (ITyTEM CITUBKU MaTEPHAJIOB WHAWBUIYAILHBIX JIE] 11O TOJ]aM YBOJIBHEHUS),

e pacmoJiaraThb MaTepHalbl HHANBUAYAIBHBIX JEN B Ipeaenax nena (Toma) B andaBUTHOM
nopsinke  (modaMuiIbHO),  OTAENsAss  MaTepuaibl, OTHOCSIIMECS K  Pa3sHbIM
WHIUBUAYAIbHBIM JellaM, YHUCTBIM JIMCTOM OyMaru C yka3aHHeM Ha HeM (aMuIuy,
MMEHHU M 0TYECTBA COOTBETCTBYIOIIETO YBOJIEHHOTO COTPYIHUKA;

e CcHa0OXaTh Kaxaoe oOBEAMHEHHOE JeJ0 (TOM) BHYTPEHHEH OMHCHIO C MEPEeYUCICHHUEM
dbamMunnii, IMEH W OTYECTB M yKa3aHUEM HOMEpPOB CTPaHMI], B Mpelenax KOTOPBIX
PacToIOKEHBI COOTBETCTBYIONINE JOKYMEHTHI.

5.4. Tlepenaua TUYHBIX TNl B apXUB OCYIIECTBISETCA HE MO3/HEE TPEX JIET MOCJe 3aBEpIICHUS
WX B JEIONPOM3BOACTBE B COOTBETCTBUHM ¢ rpadukom. [IpenBapuTenbHO OTBETCTBEHHBIM 3a



BCACHHUC MCJI IMPOBCPACTCA IMOJIHOTA W NPABHIIBHOCTH HOATOTOBKU JMYHBIX €I K IICpcaayc.
BrisiBieHHBIE IIpU NIPOBEpPKE HENOCTAaTKU YCTPAHSAIOTCS OTBETCTBEHHBIM 3a BEACHHE JEIl.
Hepe;[aqa " OpUCM MMPOU3BOJAATCA 110 OITHUCH C HpOCTaHOBKOfI OTMCTOK O HaJIM4YHHU JIMYHBIX ACII.
5.5. Jluunsie nena paOOTHHKOB, 3aKOHYEHHBIE Aesonpou3BoAcTBoM 10 1 sHBaps 2003 rona,
xpanstcs 75 nert, nocine 1 suBapst 2003 rona — 50 ner.

6. OTBeTCTBEHHOCTH PadoToaTe sl H PA0OOTHHKA

6.1. PaboTHmkm 00pa30BaTeNbHOW OpraHM3ali OOS3aHBI CBOCBPEMEHHO IPENICTABISTH
CBe/IeHUS 00 N3MEHEHHH CBOMX IEPCOHAIBHBIX TaHHBIX, BKIFOYEHHBIX B COCTAB JIMYHOTO JIEIIA.
6.2. OTBeTcTBEHHBIH 3a BeAeHUE [l PaOOTHUKOB HECET JUCLUIUIMHAPHYI0O U HUHYIO
OTBETCTBEHHOCTH 3a pasrjialieHue KOH(UIACHIIMATBHBIX CBEICHHH, COJEPKAIIUXCS B JIMUHBIX
7enax, ¥ 3a MHbIC HAPYIICHUS TIOPS/IKA BEJCHUS JIMIHBIX JIE]I.

7. IlpaBa paGoToaare/isi 1 padoTHUKA

7.1. PaboTHHKN 00pa30BaTeIbHON OpraHU3aIMi UMEIOT TIPABO:
e TIOJYYaTh IMOJTHYIO HH(POPMAIHIO 00 00paboTKe CBOMX MEPCOHAIBHBIX JaHHBIX;
e TIOJIYy4YaTh JOCTYII K CBOUM IIECPCOHATIBHBIM JaHHBIM;
e JIOJIy4aThb KOIMMH JOKYMCHTOB, XpaHAIIUXCA B TUYHOM aeIe,
[ Tpe6OBaTB HCKIIIOYCHUA W UCITPABJIICHHUA HCBCPHBIX U HEITOJIHBIX (I/ICKEDKCHHI)IX) CBOUX
MIEPCOHATBHBIX JaHHBIX.
7.2. PaboTomaTens HMEET TIPaBo:
e 00pabaThIBaTh MEPCOHATBHBIC JTaHHbIC PAOOTHWKOB, B TOM YHCIIC W Ha AJIEKTPOHHBIX
HOCHTEJISIX;
e 3ampamuBaTh OT PAOOTHUKOB MH(POPMAIINIO, HEOOXOAUMYIO /ISl BEJICHUS JINYHBIX JIENT U
00pabOTKN MEPCOHAIILHBIX JIAHHBIX.
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