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MNOPAJOK
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1. O01Iue moI0:KeHNus

1.1 Hacrosimuuii JIoKaabHBIA aKT ONpeaesieT NOpsAA0K BEIEHUS, yueTa U XpaHEHUs JIMYHbIX Jel pa-
00THUKOB MyHHUIIMIIAIBHOTO OI0PKETHOTI0 00111€00pa30BaTesibHOro yupexaeHus «babuHckas cpeqHss
obmeobpa3oBaTenbHas KO (fajgee — 00pa3oBaTesIbHAast OpraHU3aLus).

1.2. ITopsimok pa3paboTaH B COOTBETCTBUU C TpynoBbIM KojiekcoM PD, denepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152-®3 «O mepcoHalbHBIX AaHHBIX», IpuKazoM Pocapxusa ot 31.07.2023 Ne 77 «O0
yTBepkaeHun [IpaBui opranuzanum XpaHeHHsl, KOMIIJIEKTOBAHUS, y4eTa U MCIIOJIb30BaHUs JOKYMEH-
ToB ApxuBHOro ¢onna Poccuiickoir @enepanuu U Ipyrux apXMBHBIX JOKYMEHTOB B TOCYJapCTBEH-
HBIX OpraHax, OpraHax MECTHOI'O CaMOYIPAaBJIECHMs U OpPraHU3aLUAX», KOJUIEKTUBHBIM JI0TOBOPOM U
ycTaBOM 00pa30BaTeIbHON OpraHU3al|HU.

2. ®opMupOBaHHE JIMYHBIX JeJI PA00THUKOB

2.1. ®opmupoBaHHe JUYHOTO Jejia pabOTHUKA MPOU3BOAUTCS PaOOTHUKOM, Ha3HAUYEHHBIM PYKOBO-
auTeraeM o0pa3oBaTeNbHOM OpraHM3aluu (Jlanee — OTBETCTBEHHBIN 3a BeaeHue nen). JInyHoe naeno
(dbopMupyeTcst He TI03/IHEe AT pabouMX THEH co THS 3aKII04YEeHUs TPYJOBOrO IOTOBOpa, HO HE paHee
MOJTy4eHHUsl OT pabOTHHKA coriacusi Ha 00pabOTKy ero nepcoHaJbHBIX JaHHBIX.

2.2. IlepBuvHoe opopMIIEHHE JTMYHOTO AeTia MPeyCMaTPUBAECT:

a) MPUCBOCHUE JINYHOMY JIeTTy HOMEpa COIJIACHO JKypHaly y4eTa JIMYHbIX Aen (mpuioxenue Ne 1);

0) odopmieHre OOJIOKKHU JIMYHOTO Jiena, Kotopas (GopMmupyeTrcs B COOTBETCTBUU C TpeOOBaHMSI-
Mmu npukaza Pocapxusa ot 31.07.2023 Ne 77. B 00105kKy BHOCAT CIEYIOLME PEKBU3UTHI: HHIEKC Je-
na (B COOTBETCTBUU C HOMEHKJIATYpPOU /€Nl 00pa30oBaTeIbHOM OpraHU3allin); MOJHOE HAMMEHOBAHUE
00pa3oBaTeNbHON OpraHU3alMK; HOMEP JIMYHOTO Jeia; paMuiIus UMsl OTYECTBO pabOTHHKA B UMEHHU-
TEJIBHOM TaJIeKe; 1aThl — roJl Hayajla U roJl OKOHYaHUS BEJIEHUS Jielia; KOJMYECTBO JIMCTOB; CPOK Xpa-
HEHMS;

B) TIOMEUICHHE TOKYMEHTOB, MOJUIEKAIINX XPAHEHUIO B COCTAaBE JIMUHBIX /I, B XPOHOJIOTMYECKOM
MOpAJIKE:

e BHYTPEHHSS ONHUCH JOKYMEHTOB Jieja, KOTopas popMHUpyeTcs B COOTBETCTBUH C TPEOOBAaHUSIMU
npukasa Pocapxusa ot 31.07.2023 Ne 77;

e JIUCT C OTMETKaMU 00 O3HaKOMJIEHUU pabOTHHKA C NMEPCOHATbHBIMU JTJAHHBIMU U3 JTMYHOTO Jie-
na (npunoxxenue Ne 2);

e JIUCT C OTMETKaMH O pe3yJIbTaTax €XEeroAHON MPOBEPKU COCTOSHUS JIMYHOTO Jiena (IpHIIoKe-
Hue Ne 3);

e JIMYHBIN JIUCTOK MO yUeTy KaJpoB (mpuiiokenue Ne 4);

e corjacue Ha 00pabOTKY MEPCOHAIBHBIX TaHHBIX;

e 3asBJICHHUE O NIpHEME Ha padoTy;

e KOIUS NMPHUKa3a 0 IpueMe Ha padoTy;

e KOIUS TO0JKHOCTHOM MHCTPYKIIMH;

e TPYHAOBOMU IOrOBOD;



e JIOTOBOP O TOJIHOM MaTepHaIbHON OTBETCTBEHHOCTH (€CIM pabOTHHK — MaTepHajbHO OTBET-
CTBEHHOE JIUIIO);

e PpE3ynbTaThl IPEABAPUTEIBHOIO MEAUIIMHCKOTO OCMOTPA;

e pe3yJbTaThl ICUXUATPHUUECKUX OCBUAETEIbCTBOBAHUMN (€CiIM PaOOTHUK BBIIOJIHSIET OTAEIbHbIE
BU/JIbI JIESITENILHOCTH;
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2.3. JIucThl JOKYMEHTOB, IOMEILIEHHBIX B JIMYHOE JIEJI0, TOAJIeKAT HyMEpaLUu.

2.4. JIoKyMeHThI MOMEIIAIOTCS B NankKy-ckopocuubarenb. [Ipy yBogpHeHHH paOOTHUKA AEJIO IMpo-
[IMBAETCS] HUTKAMU M CIAETCS B apXUB 00pa30BaTEIbHON OpraHU3aIIH.

2.5. BHyTpeHH:s ONUCh JOKYMEHTOB Jieja JOJDKHA COAEpXkKaTh CBEICHMS O MOPSAAKOBBIX HOMEpax,
HaVMEHOBAHMAX JOKYMEHTOB JIeJla, KOJIUYECTBE JIMCTOB, JaTaX BKIKOYEHUS JOKYMEHTOB B JINYHOE JiE-
JIO Y U3BATUSA U3 JEJIa, 4 TAKKE KEM U3BAT JOKYMEHT U 110 KaKOW ITPUYNHE.

2.6. BHYTpeHHsII OIUCHh COCTABJISIETCS HAa OTAEIBHOM JIUCTE 10 YCTaHOBJIEHHOU (opme. JIUCThI
BHYTPEHHEH OINCU HYMEPYIOTCS OTAEIBHO.

2.7. Ilpu noAroTOBKE JIMYHBIX J€J K IIepe/lade Ha XpaHEHUE K BHYTPEHHEHN OIUCU COCTaBIISETCS UTO-
roBas 3aluch, B KOTOPOIl yka3plBaeTcsl HU(ppaMu U HPONUCHI0 KOJMUYECTBO BKIIOUEHHBIX B HEE JTOKY-
MEHTOB U KOJIMYECTBO JINCTOB JIENa.

3. Beaenne TM4YHBIX J1eJ1 pa0OTHHKOB

3.1. JInuHoe n1eno BeAeTCs B TEUYEHHUE BCEro Meprojaa paboTsl pabOTHHKA 00pa30BaTebHOM OpraHu-
3a1uu.

3.2. Benenue nuuHoro jena pabOTHHKA MpeaycMaTpUBaeT MOMEIEHUE B /€0 JOKYMEHTOB, 0Opa-
3YIOLIUXCA B ITpoliecce pabouel 1eATeIbHOCTH U UMEIOINX 3HAYE€HUE JJIsl TPYAOBbIX OTHOLIEHUN:

e JIOIIOJHEHME K JINYHOMY JIUCTKY I10 YUETY KaJpOB;

e JIOTIOJIHUTENBHBIE COTJIALIEHUS K TPYIOBOMY JI0IOBOPY;

e KOIIMM NPHUKA30B I10 JINYHOMY COCTaBY, KOTOpPbIE KacaloTcsi pabOTHHKA (O IepeBoje, nepeme-
LICHUH, POTALlMM, COBMEIIEHUH, COBMECTUTEILCTBE, YBOJIBHEHNH, OILIATE TPYAd, aTTECTAlUH,
NOBBIIEHUN  KBaJU(HUKAIUU, TOOLIPEHUH, HarpaxaeHuH, o0 M3MEHEHHM aHKETHO-
Ouorpaduuecknux JaHHbBIX, OTIYCKAX M0 yXO1y 3a peOeHKOM, OTIIyckax 0e3 COXpaHEHHus 3apa-
OOTHOI MIaThl);

e OT3bIBBI JIOJDKHOCTHBIX JIMI O paOOTHHUKE;

e coriacusi Ha 00pabOTKY MEePCOHAIBHBIX IaHHBIX;

e XapaKTEPHUCTHKU U PEKOMEHAATEIIbHBIC TNCHMA;

e aTTECTAl[MOHHBIE JIUCTHI;

e PE3YJIBTATHI NEPUOJINYECKUX MEJUIIMHCKUX OCMOTPOB;

e pe3yabTaThl ICUXUATPHUUECKUX OCBUAETENbCTBOBAHUMN (€CiM paOOTHUK BBIIOJIHSIET OT/AEIbHbIE
BU/JIbI JICSITENILHOCTH;

e yBeIOMIIEHHs 00 U3MEHEHHH YCIOBUI TPYJOBOIO I0rOBOPA;

e KOMNHH OOBSICHUTENbHBIX 3aMHCOK, 3asBJIEHUN pabOTHHKA;

e MaTepuaJlbl aTTeCcTalMH (€CIU paOOTHUK MOAJIEKUT MIPOXOXKICHHUIO ATTECTAIUH);

e JIUCT — 3aBEpPUTEID JieNa (COCTABISAIOT PU CAaue JUYHOTO JIea B apXUB);

e UHBIE IOKYMEHTHI.

3.3. B nuuHbIe Aena He MOMEIIAKTCS JOKYMEHTHI, UMEIOINE BTOPOCTENIEHHOE 3HaueHue. Takue 1o-
KYMEHTBI XpaHATcs B oTAesbHOM zene Ne 4-09 «/{okyMeHTHI, HE BOIIEIIINE B COCTAB JIMYHBIX JIEI.

3.4. PaGOTHUK 3HAKOMUTCS C JIMYHBIM JIEJIOM B T€UEHHE TpeX pabouux JHEH ¢ JaThl MOJy4YeHUs OT-
BETCTBEHHBIM 32 BEJICHUE JIeT 3asIBJIICHUS C MPOChO0it 00 o3HakomiieHUH. O0 3TOM jenaeTcs OTMETKa B
JIUCTE 03HAKOMJICHHS paOOTHUKA C INYHBIM JIETIOM.

3.5. O3HaKOMJIEHHE C JIeJIOM MPOUCXOAUT UCKIIOUYUTEIBHO B KaOWHETe OTBETCTBEHHOTO 32 BeJICHHE
JIeJ1 ¥ B €ro MPUCYTCTBUU. 3alpeliaeTcsl BEIHOC Jieia U3 KaOMHeTa.

3.6. Boinaua komnuit JOKyMEHTOB U3 JIMYHOTO JIeJ1a MPOU3BOAUTCS 1O JTUYHOMY 3asiBIICHUIO PAaOOTHU-
Ka U ¢ paspelieHus aupekropa. Konun qOKyMEHTOB JOJIKHBI OBITh 3aBEpEHBI U IPEAOCTABIEHBI pa-
OOTHHMKY B TEUCHHE TPEX JHEH CO JHS M01a4M 3asBICHHUS.

3.7. U3pATHE OTACIBHBIX NOKYMEHTOB M3 JIMYHOIO J€ja MPOU3BOIUTCS C PA3PELICHUS TUPEKTOPA
o0pa3oBaTeNbHON OpraHu3alK ¢ 0POpPMIICHHEM COOTBETCTBYIONIEH 3anucu B rpade «[Ipumeuanuer»
BHyTpeHHEH onucH. [Ipy BpeMEHHOM M3BATUHM JTOKYMEHTa Ha €ro MecTo (MEeXIy JMCTaMH COCEHUX
JOKYMEHTOB) BKJIa/IbIBAETCS CIPAaBKa-3aMECTUTENb C YKa3aHUEM AAThl M IIPUUUH U3BATHUS C OJIIUCHIO
JIMLA, BBIAABILIErO JOKYMEHT, U IMOANHKCHIO JIMIA, TOJIYYHUBILErO €ro BO BPEMEHHOE ITOJIb30BAHHUE.



3.8. B mensax obecriedeHrs KOHTPOJIS 32 COXPAHHOCTBIO U aKTYAJIbHOCTBIO JIMYHBIX JIe]1 B 00pa3oBa-
TEIbHOU OpraHU3aIMK €KEroqHO MPOU3BOJUTCS MPOBEPKA UX HATTUYMS U COCTOSTHUSI.

3.9. Exeroanyio MpoBEepKY COCTOSIHHS JIMYHBIX JIe] HA MPEIMET COXPAHHOCTH BKJIFOYCHHBIX B HETO
JOKYMEHTOB MPOBOJUT CHEIHAIbHO co3/laHHas komuccus. O MpoBeIeHHBIX MPOBEPKax JenaeTcs OT-
METKa B JINCTE O PE3y/IbTaTaxX €KEroJAHOi MPOBEPKH COCTOSHHUS M HAJIMYUS JIMYHOTO Jena (Mpuiioxe-
Hue Ne 3) u cocraBisiercs akT. Pe3yabTaTsl MPOBEPKU JTMYHBIX J€J B 0053aTEIBHOM MOPSAIKE JOBOIST-
csl 10 IMpEeKTopa 00pa3oBaTeIbHOM OpraHu3aluy.

4. XpaHeHue U y4eT JMYHBIX /1eJ]1 pA0OTHUKOB

4.1 XpaHneHue M ydyeT JMYHBIX /€71 PaOOTHUKOB 00pa3oBaTEIbHON OpraHM3allld OPTaHU3YIOTCS C
LEeIbI0 OBICTPOrO MOKCKA JIMYHBIX JeJl, 00eCIEeUeHUs UX COXPAHHOCTH M KOH(PUACHIUATBHOCTH CBEIe-
HUH, COIACPKAIIUXCS B TIOKYMEHTAX JIMYHBIX JIe], OT HECAHKIITMOHUPOBAHHOTO JIOCTYTIA.

4.2. JIuunele ena paOOTHUKOB XPAHATCSA Y OTBETCTBEHHOTO 3a BEJICHUE Jie]l B CleHaIbHOM MeTal-
JTUYECKOM ceiide.

4.3. JlocTym K JIMYHBIM JieJaM paOOTHUKOB UMEIOT TOJIBKO OTBETCTBEHHBIN 3a BEJCHHE /1€ U AUPEK-
TOp 00pa3oBaTEIbHON OpraHU3aIy JIMOO €T0 3aMECTUTEIIN MPU UCTIOTTHEHUH 00S3aHHOCTEH AUPEKTO-
pa oO0pa3oBaTeabHON OpraHU3aIIH.

4.4. Cucremaru3anys JTUIHBIX €] pAOOTHUKOB MPOU3BOAUTCS B aI(paBUTHOM MOPSIKE.

5. Odopmiienne JUYHBIX /e pAOOTHUKOB Tepe/ cAavyeil B apXuB

5.1. OdopmieHue TUYHBIX A€ Ui Mepeayd B apXUB MPOU3BOAUTCS OTBETCTBEHHBIM 32 BEICHHE
nent. DTa nmpoueaypa BKIIOYAET:

e TOJIIMBKY (IEpPEIIeT) Aena;

e YTOYHEHHWE HyMEepalllH JHCTOB JIEIa;

e COCTaBJICHHE JUCTa-3aBEPUTENsSI, KOTOPHIH (OpMUPYETCS B COOTBETCTBUU C TpeOOBAHHUSIMHU
npukasa Pocapxusa ot 31.07.2023 Ne 77;

e cocTaBiieHHE (YyTOUHEHNE) BHYTPEHHEH OMICH;

e BHECEHHE YTOUYHEHHH B PEKBU3UTHI JINIIEBOW OOJIOKKH JeNa.

5.2. Jluct — 3aBeputens Aena JOJKEeH MOAMUCATh €r0 COCTaBUTENb, IPHU 3TOM JeNaeTcs paciuudpoBKa
JOJDKHOCTH M TIOATIHCH, TPOCTABIISIETCS 1aTa. B mporecce MCIoNb30BaHUs apXUBHBIX JOKYMEHTOB B
JIMCTEe-3aBEPUTENIE JIENAI0TCs COOTBETCTBYIONME OTMETKU. Eciu feno noammro 6e3 iucTa-3aBepuTers,
TO €ro cJeayeT HaKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH Jiena.

5.3. C uenbio obecreueHns: COXpPaHHOCTH JIMYHBIX JIeT PEKOMEHIYETCSI:

e 00BEAMHATH WHIUBUAYAJTbHBIC JINYHBIC JIeJIa YBOJICHHBIX PAaOOTHUKOB B OJIHY OOJOXKKY (00B-
€IMHEHHOE JIEJI0) C TaKUM pacdyeToM, 4ToObl 00beM jena (Toma) He mpeBbiman 250 nuctoB
(TryTeM CITUBKY MAaTEPHAJIOB WHINBUTyaTbHBIX JIET 110 TOJaM YBOJLHEHUS);

e pacmoiaraTb MaTepualbl WHIWBUIYaTbHBIX JIeN B Mpejenax jaena (Toma) B andaBUTHOM IIO-
psanke (mohaMUIBHO), OTACISAS MaTepHUajbl, OTHOCSIINECS K Pa3HbIM HHIUBUIYaTbHBIM Jc-
JaM, YUCTBIM JTUCTOM OyMardu ¢ ykasaHHeM Ha HeM (DaMHUIIUH, UMEHU M OTYECTBA COOTBET-
CTBYIOILIETO YBOJIEHHOTO COTPY/IHUKA,

e CcHaOXaThb KaxJ0e 0O0beAMHEHHOE JIeN0 (TOM) BHYTPEHHEH ONHUCKHIO ¢ MepedyHciIeHneM (amu-
JIMiA, IMEH W OTYECTB W yKa3aHHEM HOMEPOB CTPAHUI], B IMpeleiax KOTOPBIX PaCIIOI0KEHBI
COOTBETCTBYIOIINE TOKYMEHTHI.

5.4. Ilepenaya TUYHBIX J€N B apXUB OCYILIECTBIISIETCS HE MO3JHEE TPEX JIET MOCIE 3aBEPIICHUS UX B
JIEIONPOU3BOJICTBE B COOTBETCTBUU C TpadukoM. [IpenBapuTenbHO OTBETCTBEHHBIM 3a BEICHHUE el
MIPOBEPSIETCS MOJIHOTA U MPABUIIBHOCTH IMOATOTOBKH JIMYHBIX JIeN K mepeaade. BeIaBIeHHBIC PU MPO-
BEepKE HEJAOCTAaTKU yCTPAHSIOTCS OTBETCTBEHHBIM 3a BeAeHHe nein. [lepenadya u mpuem ImpoU3BOISTCS
IO OTIMCH C MTPOCTAHOBKOW OTMETOK O HAJIMYUH JIMUHBIX JIEIT.

5.5. JInunble nena pabOTHUKOB, 3aKOHYCHHBIE AETOMPON3BOACTBOM 10 1 siHBapst 2003 rona, XpaHsT-
csa 75 ner, nocine 1 suBaps 2003 roma — 50 ser.

6. OTBeTcTBEHHOCTH padoToaaTe/ss 1 pa0OTHHKA
6.1. PaGoTHUKM 00Opa3oBaTEIHbHOM OpPraHU3aIluu O0s3aHBI CBOEBPEMEHHO MPECTABIISATh CBEICHUS
00 M3MEHEHUHU CBOMX TMEPCOHAIBHBIX JaHHBIX, BKIFOUYECHHBIX B COCTAaB JINYHOTO JIENA.

6.2. OTBETCTBEHHBIM 3a BEACHHUE e paOOTHUKOB HECET NUCIHUIUIMHAPHYIO M MHYIO OTBETCTBCH-
HOCThH 32 pasrialieHrue KOH(UIEHIIMAIBHBIX CBEICHUH, COACPKAIIMUXCS B JTUYHBIX JENax, U 3a WHBIC
HapYLICHUS MOPSJIKAa BEJCHUS JINYHBIX JIE.

7. lIpaBa paGoroaaresisi 1 pabOTHHKA

7.1. PaboTHHKHM 00pa3oBaTeIbHON OpraHU3aIMA UMEIOT IIPABO:



e TIONYyYaTh MONHYIO HH(POPMAIIHI0 00 00pabOTKE CBOMX MEPCOHATBHBIX JIAHHBIX;

e TOJYyYaTh IOCTYH K CBOMM IEPCOHAIBHBIM JaHHBIM;

e TIONYyYaTh KOMHUH JOKYMEHTOB, XPAHSIIUXCS B TUIHOM JIETIC;

e TpeOOBaTh UCKIIOYCHUS WJIM MCIPABIICHUSI HEBEPHBIX M HEMOJIHBIX (MCKa)KEHHBIX) CBOUX IEp-
COHAJIbHBIX JIAHHBIX.

7.2. PabGoTonaTenb UMEET MPaBo:

e 00pabaThIBaTh MEPCOHATBHBIC JAHHBIE PA0OOTHUKOB, B TOM YHCIIC M HA JJICKTPOHHBIX HOCHUTE-
J8IX;

e 3ampamuBaTh OT PAOOTHUKOB MH(OPMAIINIO, HEOOXOIUMYIO JIUISl BECHUS JTMYHBIX NI U o0pa-
OOTKH MEePCOHANbHBIX TAaHHBIX.
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