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MMOPAJTOK
Be/leHHsl JIMYHBIX /1eJ1 PA0OTHHKOB

1. O61mue moJioxKeHU
1.1 Hacrosmuii JOKaJbHBI aKT oONpeAenseT MOPANOK BEICHMs, ydeTa M XPaHCHMs JIMYHBIX JIei
paboTHHKOB MyHHIMIIATBHOTO OFOKETHOTO 001IeoOpa3oBarenbHOr0 yupexaeHus «Maiiprymnckas CIL
Ne 2 um. A. A. KagsipoBay (nanee — oOpa3oBareiabHasi OpraHu3aius).
1.2. Ilopsnok pa3paboTraH B COOTBETCTBUM C TpynoBbIM KojekcoMm PD, denepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152-®3 «O mepcoHaNbHBIX TaHHBIX», mpukazoMm PocapxuBa ot 31.07.2023 Ne 77 «O06
yrBepKAeHuH [IpaBui opraHu3anuy XpaHeHUs, KOMILUIEKTOBAHUS, YU€Ta U UCIOJIb30BaHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit deaepauuu M APYyrux apXUBHBIX JOKYMEHTOB B TIOCYAAapCTBEHHBIX
OpraHax, OpraHax MECTHOIO CaMOYIIPaBJICHUsI U OpraHU3alUsaX», KOJJIEKTUBHBIM JIOTOBOPOM U YCTaBOM
00pa3oBaTeNbHONU OpraHU3aIIH.
2. ®opMupoBaHHe JHYHBIX 1]l PA0OTHUKOB
2.1. dopMmupoBaHHE JHMYHOIO Jeia pabOTHUKA TMPOU3BOAMUTCS paOOTHUKOM, Ha3HAUYEHHBIM
pyKoBoaUTENEM 00pa30BaTeNbHON OpraHu3anuu (J1ajgee — OTBETCTBEHHBIH 3a BejeHue aen). JIlnunoe aeno
dbopmupyeTcs He Mo3Hee MATH pabouux JHEW co JHS 3aKIFYEHUs TPYIOBOI'O JIOTOBOPA, HO HE paHee
MOJIy4eHUs1 OT pabOTHHKA COriacusi Ha 00pabOTKY ero NepCoOHaIbHBIX JaHHBIX.
2.2. IlepBuyHoe odopMiIeHHE TUYHOTO Jieia peyCMaTprBaeT:
a) MPUCBOEHUE JIMYHOMY JIeJTy HOMEpPa COIIaCHO JKypHAJy ydeTa JIMYHBIX Aen (npuioxenue Ne 1);
06) odopmieHue OOJOXKKM JIMYHOTO  Jena, KoTopas (GOpMHpYyeTcss B  COOTBETCTBUM  C
TpeboBaHusMu npukaza Pocapxusa ot 31.07.2023 Ne 77. B 0010%KYy BHOCAT CIEAYIOIINE PEKBU3UTHI:
UHJAEKC Jena (B COOTBETCTBMM C HOMEHKJIATypoil nen oOpa3oBaTelbHOM OpraHu3alyu); HOJIHOE
HauMEHOBaHME O00pa30BaTeNbHON OpraHu3aliy; HOMEp JHUYHOIO Jena; (QaMuius HUMS OTYECTBO
paOOTHHKA B MMEHUTEIFHOM MaJIeXe; AaThl — roJl Hayajla U roji OKOHYaHHs BEJCHHUS Jeja; KOJIMYECTBO
JIMCTOB; CPOK XpaHEHHUS;
B) NOMEILIEHUE JOKYMEHTOB, MOAJIEKAIIUX XPAHEHHWIO B COCTaBE JIMYHBIX JEJI, B XPOHOJOTMYECKOM
MOpsAJIKE:

e BHYTPEHHsISI ONUCH JOKYMEHTOB JieNla, KOTopast (JOpMHUPYETCsl B COOTBETCTBUU C TPEOOBAHHUSIMHU

npukasa Pocapxusa ot 31.07.2023 Ne 77;
e JIUCT C OTMETKaMHU 00 O3HAKOMJIEHUH PAOOTHHKA C MEPCOHAIBHBIMU JAHHBIMU U3 JIUYHOTO JIeNa
(mpunoxenue Ne 2);

e JIMYHBIN JIUCTOK IO YUETY KaJApoB WK aHKeTa (mpuioxenus Ne 4 u Ne 5);

e 3asBJICHHE O MpUeMe Ha paboTy;

e KOIUS NMPHUKa3a 0 IpUeMe Ha paboTy;

e KOMMUS JIOJDKHOCTHOM MHCTPYKIINH;



e TPYIOBOW IOTOBOD;
e JIOTOBOP O TIOJHOH MaTepHajIbHOH OTBETCTBEHHOCTH (eciau pabOTHUK — MaTepUAIbHO
OTBETCTBEHHOE JINIIO);

e XapaKTEPUCTUKU U PEKOMEHJATEIbHbIE TMChMA.
2.3. JIncThl JOKYMEHTOB, IOMEILEHHBIX B JIMYHOE JEJI0, TOAJIEkKAT HyMEPaLuH.
2.4. JlokyMeHTBHl TIOMELIAIOTCS B NAaNKy-ckopocumuBarenb. [Ipy yBonbHEHMM pabOTHHKA JAEI0
IIPOIIMBAETCSI HUTKAMM U CIAeTCs B apXUB 00pa30BaTeIbHOIN OpraHu3aluy.
2.5. BHyTpeHHs ONUCh JTOKYMEHTOB Jiela JOJDKHA COAEpPkKaThb CBEICHUS O IOPSAJIKOBBIX HOMEPAX,
HAaUMEHOBAHMSX JOKYMEHTOB Jiejla, KOJUYECTBE JIMCTOB, AaTaxX BKIIOYEHUS JOKYMEHTOB B JUYHOE JIE€JIO0 U
U3BATUA U3 JI€J1a, @ TAK)KE KEM U3BAT JOKYMEHT U 110 KaKO! IPUYMHE.
2.6. BHyTpeHHSS ONHCh COCTaBISETCSA Ha OTIACIBHOM JIMCTE IO YCTaHOBJIEHHOW ¢opme. JIucTol
BHYTPEHHEH OINUCU HYMEPYIOTCS OTAEIBHO.
2.7. Ilpy noAroToBKE JMYHBIX €)1 K [Iepelade Ha XpaHEHUE K BHYTPEHHEHN OIMCU COCTaBIISETCS] UTOrOBast
3aIlUCh, B KOTOPOH yKa3bIBaeTcs LHU(paMH U MPONUCHI0 KOJUYECTBO BKIKOYEHHBIX B HEE JOKYMEHTOB U
KOJIMYECTBO JIMCTOB JIEJA.
3. Beaenue JUYHBIX J1eJ1 PAOOTHUKOB
3.1. JIuyHOe n1eno BeneTcs B TeYEHUE BCEro neproja padboTsl paboTHHKa 00pa30BaTeIbHON OpraHU3aIig.
3.2. BexpeHnue nauuyHOro jena pabOTHUKA IpelycMaTpUBaeT IIOMELIEHHE B JeJI0 JOKYMEHTOB,
00pa3yrommxcsi B mporecce padoveid AesiTeIbHOCTH U IMEIOIIMX 3HAYeHUE JUIS TPYIOBBIX OTHOIICHHI:
JUYHOMY JIMCTKY 10 Y4€Ty KaJpOB;

e JIOIOJIHUTEJIbHBIE COTJIAIIECHUS K TPYJOBOMY JI0OTOBOPY;

e KOIIUM MPHUKA30B 10 JUYHOMY COCTaBY, KOTOPbIE KacatoTCsl paOOTHHKA;

e KOITUH JIOKyMEHTOB O TIOBBIIICHUH KBAJTU(UKAIIHN;

e KOIIUM cepTU(UKATOB, IPaAMOT;
3.3. B nuuHble Aena HE MOMEINAIOTCA JIOKYMEHTbHI, MMEIOIIME BTOPOCTENEHHOE 3HaueHue. Takue
JOKYMEHTBI XPaHATCA B OTIEIBHOM Jieiie «/{OKyMEHTBI, He BOIIEIINE B COCTAB JIMYHBIX JEI».
3.4. PaOOTHUK 3HAKOMHUTCS C JIMYHBIM JIJIOM B TEUEHHE TpeX padouymMx IHEW C JaThl TOITY4YEHUS
OTBETCTBEHHBIM 3a BeJICHHUE JIeJ 3asBJIEHUS C Mpocb0oi 00 o3HakomiieHUH. O6 3TOM JienaeTcs OTMETKA B
JIUCTE 03HAKOMJIEHHSI paOOTHUKA C JINYHBIM JIEJIOM.
3.5. O3HaKoMIIEHHE C AEJIOM IPOUCXOIUT UCKIIOUNUTEIBHO B KaAOMHETEe OTBETCTBEHHOIO 3a BEJICHUE AET U
B €r0 IPUCYTCTBUHU. 3alpeliaeTcs BHIHOC Jeila U3 KaOuHeTa.
3.6. Bpiiaua konuii TOKyMEHTOB U3 JIMYHOT'O Jieja IPOU3BOAUTCS 110 JINYHOMY 3asiBJICHUIO paOOTHHKA U C
pazpemieHust qupektopa. Konum JOKYMEHTOB JOJKHBI OBITH 3aBEPEHbI M MPEIOCTAaBIEHBl paOOTHUKY B
TE€YEHHE TPEX AHEU CO THS MOJauM 3asiBICHHUS.
3.7. U3barue OTHOENbHBIX JOKYMEHTOB W3 JIMYHOIO J€ja TMPOMU3BOAUTCSA C pa3pellieHus AUPEKTopa
o0pa3zoBaTeNbHON OpraHu3anuu ¢ oopMIEHHEM COOTBETCTBYMOIEH 3amucu B rpade «lIpumedanuer
BHyTpeHHel onucu. [Ipy BpeMEHHOM H3BATUM JOKYMEHTa Ha €ro MeCTO (MEXIy JIMCTaMU COCEIHUX
JOKYMEHTOB) BKJIAJbIBA€TCSl CIIPAaBKa-3aMECTUTENb C YKA3aHHWEM JIaThl U MPUYUH U3BSTHUS C MOANUCHIO
JIMIa, BBIAABIIETO JOKYMEHT, U MOANKCHIO JIUIA, TOJYYHUBILEr0 €ro BO BPEMEHHOE 0JIb30BaHHUE.
3.8. B memsx oOecrneyeHus KOHTPOJIS 3a COXPAaHHOCTBIO M aKTYaJIbHOCTBIO JIMYHBIX Jel B
o0pa30BaTeNbHON OpraHu3aluy €XKeroIHO MPOU3BOIUTCS MPOBEPKA UX HAIUYUSI U COCTOSHUS.
3.9. ExeronHyro NpOBEPKY COCTOSIHMS JUYHBIX A€ HAa IPEIMET COXPAaHHOCTU BKIIOYEHHBIX B HETO
JOKYMEHTOB TPOBOJUT CHELMATBHO co3JaHHasi Komuccus. O MpPOBEACHHBIX MPOBEpPKAxX JIeNaeTcs
OTMETKAa B JIUCTE O pe3ylbTaTax €KErogHOW IPOBEPKM COCTOSHHUA M HAIUYMs JIMYHOIO Jella
(npunoxenue Ne 3) u cocraBisercs akT. Pe3ynabTaTsl IpOBEPKU JMYHBIX €]l B 00513aTEIbHOM MOPSIKE
JIOBOJIATCS 10 TUPEKTOpa 0Opa3oBaTeIbHOIN OpraHu3aluu.
4. XpaHeHue M y4eT JMYHBIX /IeJ] pA0OTHUKOB
4.1 XpaHeHue U y4eT JUYHBIX JieJl paOOTHUKOB 00pa30BaTeIbHON OpraHU3allui OPTraHU3YIOTCS C LENbIO
OBICTPOTO TOHMCKA JIMYHBIX e, OOeCHeueHuss UX COXPAHHOCTH W KOH(UIEHIMAIbHOCTH CBEACHUH,
COJIEpIKAIMXCS B JOKYMEHTaX JMYHBIX A€Jl, OT HECAHKI[MOHUPOBAHHOT'O JOCTYTIA.
4.2. Jluynble paena pPaOOTHHUKOB XpaHITCS Yy OTBETCTBEHHOTO 3a BEICHHE [ B CIELHUaIbHOM
METaJTTNYEeCKOM ceiide.



4.3. JlocTyn K JTUYHBIM JiejJaM paOOTHUKOB UMEIOT TOJBKO OTBETCTBEHHBIN 3a BEACHHUE JIEN U JUPEKTOP
00pa3oBaTeNbHON OpraHU3alMK JU00 €ro 3aMeCTUTENM IPU MCIOJHEHWH OOS3aHHOCTEH IHpEeKTopa
o0pa30BaTeNbHON OpraHu3aluy.

4.4. Cucrematn3anus JIMYHBIX €71 paOOTHUKOB MPOU3BOJUTCS B asi()aBUTHOM TOPSIIIKE.

5. O¢gopmileHne JIUYHBIX JeJ1 PA0OTHUKOB Iepe ciaveil B apXuB

5.1. Odopmienue TUYHBIX AEN JJS Mepeiayd B apXUB MPOU3BOAMUTCS OTBETCTBEHHBIM 3a BEJCHHE JIEIl.
Orta npoleaypa BKIIOYAET:

e TOJIIMBKY (IEPEIJIET) Aea;

e YTOUHEHHUE HyMEpalluu JUCTOB JeNa;

e COCTaBJICHHME JHCTa-3aBEpUTEINISL, KOTOPBIA (HOpPMUPYETCS B COOTBETCTBHHM C TpPeOOBAHHUSIMU
npukasa Pocapxusa ot 31.07.2023 Ne 77,

e cocTaBieHHE (YyTOUHEHNE) BHYTPEHHEH OMHCH;

e BHECEHHE YTOUYHEHHI B PEKBU3UTHI JINIIEBOW OOJIOXKKH JeNa.

5.2. Jluct — 3aBepuTenb JAeNia JOJKEH MOANUCATh €ro COCTAaBUTENb, IIPU 3TOM JIENaeTcsl pacmu@poBKa
JOJDKHOCTH M TOJIHUCH, MPOCTABIISICTCS JAara. B mpolecce HCMob30BaHHUsS apXHMBHBIX JTOKYMEHTOB B
JUCTE-3aBepUTEIIE JEJIal0TCS COOTBETCTBYIOIINE OTMETKH.

Ecmu nemo mommmrto 6e3 nmcTa-3aBepUTENs, TO €ro CieAyeT HAKJIeHTh Ha BHYTPEHHIOIO CTOPOHY
00JIOXKKH Aera.

5.3. C uenpio obecreyeHusi COXpaHHOCTHU JIMYHBIX J1€] PEKOMEHAYETCS:

e O00BENUMHATh WHIUBUAYATbHBIC JHYHBIE Je€Ja YBOJEHHBIX pPAOOTHUKOB B OJHY OOJIOXKKY
(0OBEeIMHEHHOE JICJI0) C TAKUM PacdeToM, 4TOObI 00beM jeina (ToMa) He mpeBbiman 250 TucToB
(myTeM CIIMBKHM MaTEepHalOB HHIWBUYaIbHBIX €T 110 TOAaM YBOJIbHEHUS);

e pacmoyiarath MaTepHallbl MHIUBUAYAJIbHBIX JIe] B Tpeaenax jena (Toma) B aj(aBHUTHOM
nopsake (modaMuiIbHO), OTHENSAS MaTepHallbl, OTHOCALIMECS K Pa3HbIM WHIAWUBUAYAIbHBIM
JenaM, YHUCTBIM JIUCTOM Oymard ¢ yKa3aHHeM Ha HeM (QaMHINH, UMEHH M OT4YecTBa
COOTBETCTBYIOILIETO YBOJIEHHOTO COTPYIHUKA;

e CcHaOXaTh KaXI0e 00BbETMHEHHOE €TI0 (TOM) BHYTPEHHEH OMHCHIO C MepeUYrCIeHUEM (haMIITHii,
UMEH U OTYECTB M YKa3aHHMEM HOMEPOB CTpPaHHUIl, B Mpelenax KOTOPBIX PACIOJIOKEHbI
COOTBETCTBYIOINE TOKYMEHTHI.

5.4. Tlepenaua IUYHBIX JIe] B apXHUB OCYILECTBISETCS HE MO3JHEE TPEX JET IOCNe 3aBEepIICHHs] UX B
JeTOTIPOM3BOJICTBE B COOTBETCTBHM C rpadukom. [IpenBapuTenbHO OTBETCTBEHHBIM 3a BEICHHE JAET
IIPOBEPSAETCsl MOJHOTa U MPAaBUIBHOCTh MOATOTOBKM JIMYHBIX 1€l K Iepenaue. BbIsBICHHbIE NpU
MIPOBEPKE HEIOCTATKH YCTPAHSIOTCS OTBETCTBEHHBIM 3a BeleHUe nen. [lepenada u mpuemM mpou3BOISATCS
10 ONMCH C MIPOCTAHOBKOM OTMETOK O HAJIMUUU JIMYHBIX JIE.

5.5. JInunble nena pabOTHUKOB, 3aKOHYEHHBIE eI0NpOon3BoACTBOM 110 | stHBapst 2003 roga, xpaHstes 75
nert, nocne 1 auBaps 2003 roga — 50 ner.

6. OTBeTcTBEeHHOCTH padoToaaTe/ss H pa0OTHHKA

6.1. PaGoTHHKM 00pa3zoBaTeabHON OpraHM3aluu 00s3aHbI CBOEBPEMEHHO IPEJCTABIATh CBEACHUS 00
M3MEHEHHH CBOUX NMEPCOHAIBHBIX JTAHHBIX, BKIIFOUEHHBIX B COCTAaB JIMYHOTO JIENa.

6.2. OTBETCTBEHHBIH 3a BeleHUEe el paOOTHUKOB HECET TUCIMILIMHAPHYIO U MHYIO OTBETCTBEHHOCTH 3a
pasriamieHre KOH(UACHIIMAIBHBIX CBEJICHHH, COMEPKAIUXCS B JTMYHBIX JeNaxX, U 3a WHbIE HAPYIICHUS
NOpsi/iKa BEJICHUS JTMYHBIX JIell.

7. lIpaBa paGoroaare/isi 1 pabOTHUKA

7.1. PaboTHMKM 00pa30BaTEIbHOM OpraHu3aluy UMEIOT IPaBo:

e TOJYyYaTh MOJHYIO HH(POpMaLKIO0 00 00pabOTKE CBOMX MEPCOHANBHBIX JaHHBIX;

e TIOJIy4aTh JOCTYI K CBOUM IEPCOHANBHBIM JaHHbIM;

e TIOJIyYaTh KOMTUH JJOKYMEHTOB, XPAHSIIIUXCS B IMIHOM JIEJIC;

e TpeOOBaTh WCKJIIOUEHHUS WM HCIPABICHUS HEBEPHBIX M HEMOJHBIX (MCKAXXEHHBIX) CBOMX
NIEPCOHATBHBIX JIAHHBIX.

7.2. PaboTonarens UMeeT MpaBo:

e 00pabaThiBaTh TEpPCOHANLHBIC JaHHBIE PAOOTHHKOB, B TOM YHCJIE W Ha DIEKTPOHHBIX
HOCHUTEIISIX;

e 3alIpalIBaTh OT PAaOOTHUKOB MHGPOPMAIHIO, HEOOXOAUMYIO I BEACHUS JTUYHBIX I U 00paboTKH
NEPCOHAIBHBIX JIaHHBIX.
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