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MMOPAJTOK
Be/IeHHsI IMYHBIX JIeJ1 pA0OTHUKOB
MBOY COLI Ne 12

1. O01mue moJ10KeHU s
1.1 HacTosmuii ToKanbHbIM akT ONpeaesiseT NopaJoK BeJeHNs, yUeTa U XpaHEeHUs JIUYHBIX J1e
paborankoB MBOY COII Nel2 (nanee — oOpazoBarenbHast OpraHU3ALNA ).
1.2. ITopspok pa3paboTaH B COOTBETCTBUM ¢ TpynoBbIM KojiekcoM PO, denepaabHbIM 3aKOHOM OT
27.07.2006 Ne 152-®3 «O nepcoHanbHbIX JaHHBIX», Ipuka3zoM Pocapxusa ot 31.07.2023 Ne 77 «O6
yTBepxaeHuH [IpaBui opranu3anuy XpaHeH!sI, KOMIUIEKTOBAHHUSI, yueTa U UCII0JIb30BAHUS JOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit @enepanuul U Jpyrux apXUBHBIX JOKYMEHTOB B FOCY/1apCTBEHHBIX
OpraHax, OpraHax MECTHOT'O CaMOYIIPaBJICHUs U OPraHU3aLUAX», KOJUIEKTUBHBIM JOTOBOPOM U yCTaBOM
o0pa30BaTeNbHON OpraHu3aluu.
2. ®opMupOBaHHE JMYHBIX €] PA00THUKOB
2.1. ®opMupoBaHUE JUYHOTO JIeja paOOTHUKA MMPOU3BOIUTCS PAOOTHUKOM
, HA3HAYEHHBIM PYKOBOJUTENIEM 00pa3oBaTeIbHON OpraHu3alty (Jlanee — OTBETCTBEHHBIH 3a BeJleHHe
TIe)
. JInunoe neno popmupyercs
HE TI03/THEee TSATH paboUunx
JIHEW co JHS 3aKJIF0YEHHUs TPYJI0OBOTO I0T0OBOpa, HO HE paHee MOJydeHUs 0T paOOTHHUKA coTacus Ha
00paboOTKy ero MepCoOHATBHBIX JaHHBIX.
2.2. IlepBuuHoe oopMIIeHHE TUYHOTO Jeia PeyCMaTprUBaeT:
a) TPUCBOCHUE JIMYHOMY JIeTy HOMEpa COTJIACHO KYpHAIy ydeTa JIMUHBIX Jen (mpuioxkenue Ne 12);
6) ohopmiieHrEe 00JI0KKH JIMYHOTO Jie1a, KOTopast (JOPMHUPYETCs] B COOTBETCTBHHU C
TpeboBaHusiMuU npukaza Pocapxusa oT 31.07.2023 Ne 77. B 005105%KKy BHOCST CIIEAYIOIIUE PEKBU3UTHI:
MHJIEKC Jiena (B COOTBETCTBUM ¢ HOMEHKJIATYpOi Je7 00pa3oBaTeIbHON OpraHU3aliu); MOJIHOEe
HauMEHOBaHHE 00pa30BaTEIbHON OpPraHU3aluK; HOMEp JINYHOTO Jena; (haMUIus UMsI OTYECTBO
paOOTHHKA B UMEHUTEIILHOM TaJIeXKe; AaThl — I0Jl Hauasla ¥ roJl OKOHYAHUs BECHHS JIe1a; KOJMYECTBO
JIUCTOB; CPOK XpaHEHMUS,;
B) IIOMEUIEHNE JOKYMEHTOB, MOJUIEKAIINX XPAHEHUIO B COCTABE JINYHBIX /1], B XPOHOJIOTUYECKOM
MOpsAJIKE:
e BHYTPEHHsISI OMKMCh JOKYMEHTOB Jiela, KoTopasi popMupyeTcs B COOTBETCTBUH C TPEOOBAHUSAMHU
npukasa Pocapxusa ot 31.07.2023 Ne 77;



e JIUCT C OTMETKaMHU 00 03HAaKOMJIEHMH PaOOTHHUKA C IEPCOHATILHBIMU JAHHBIMHU M3 JIMYHOTO JIeia
(mpunoxxerne Ne 2);

e JIUCT C OTMETKAMH O pPe3yJbTaTaxX €KEroAHOH MPOBEPKU COCTOSHUS JTMYHOTO Jesa (MpUIoKeHne
Ne 3);

e JINYHBIN JIUCTOK IO y4e€Ty KazipoB (mpuiiokeHue Ne 4);

e corjacue Ha 00pabOTKY MEPCOHAIBHBIX IaHHBIX;

e 3asBIIEHHUE O pHEMe Ha padoTy;

e KOIUsA NMPHUKa3a 0 IpUeMe Ha paboTy;

e KOIUS JTOJHKHOCTHOM MHCTPYKIIUH;

e TPYAOBOH JOrOBOD;

e JIOTOBOP O IMOJIHOW MaTepHaIbHON OTBETCTBEHHOCTH (€C/IM pabOTHUK — MaTepHaIbHO
OTBETCTBEHHOE JIUIIO);

e pE3yNbTATHI IPEIBAPUTEIBHOTO MEAUIIMHCKOTO OCMOTPA;

e pe3yJbTAThl ICUXUATPUUYECKUX OCBUAETEILCTBOBAHUN (€CIIM PAOOTHUK BBIIOJIHSET OTJCIIbHBIE
BUJIBI IEATENLHOCTH;

o <, >,

2.3. JIucThl JOKYMEHTOB, MOMEIIEHHBIX B JIMYHOE JIENI0, MOJIekKAT HyMEpPallUH.
2.4. IoKyMeHTHI TOMEUIAIOTCS B TANKY-CKOopocmBarenb. [Ipu yBonsHEeHHH paOOTHUKA JI€710
MIPOLINBAETCSI HUTKAMU U CAAETCS B apXUB 00pa30BaTeNIbHOM OpraHu3aluu.
2.5. BHyTpeHHSs OMHCh JOKYMEHTOB JieJia IOJDKHA COJePKATh CBEICHUS O TIOPSIIKOBBIX HOMEpax,
HAaUMEHOBAHMSIX JOKYMEHTOB JIeJIa, KOJIMYECTBE JIUCTOB, JaTaX BKIIOUEHHS IOKYMEHTOB B JIMYHOE JIEJI0 U
U3BATHS U3 JIeTia, & TAK)KE KEM U3bST JOKYMEHT | [0 KaKOW MpUYrHE.
2.6. BHyTpeHHsIs ONUCh COCTABISIETCS Ha OT/ICIBHOM JIMCTE MO YCTaHOBJICHHOU opMme. JIucTh
BHYTPEHHEH OIUCH HyMEPYIOTCS OTACIBHO.
2.7. Ilpu moAroTOBKE JIMYHBIX €T K Iiepe/jaue Ha XpaHeHHe K BHYTPEHHEH OMHUCU COCTABIISETCS UTOrOBas
3aICh, B KOTOPOH YKa3bIBaeTCs MU(pamMu 1 MPOMUCHIO0 KOJIMYECTBO BKIIOYCHHBIX B HEE JIOKYMEHTOB U
KOJMYECTBO JIUCTOB JIENa.

3. Benenne JTUYHBIX el pa0OTHUKOB
3.1. JIuuHOe nesno BeaeTcs B TEUEHHE BCETO MepHro/ia paboThl paboTHHKA 00pa30BaTeIbHOIM OpraHu3alltu.
3.2. Benenue TUYHOTO Jea pabOTHUKA MTPEAYCMaTPUBAET MTOMEIICHUE B J€JI0 JOKYMEHTOB,
00pa3yromuxcs B mpolecce pabodel AeATeIbHOCTH M UMEIOLIMX 3HauUeHHE JJIsl TPYJOBBIX OTHOILICHHH:

e JIOTIOJIHEHHE K JTMYHOMY JIUCTKY I10 YYETy KaJpOB;

e JIOTIOJIHUTENbHBIE COTTIAIIEHHS K TPYZAOBOMY JIOTOBODY;

e KOIIUU MPUKA30B M0 JUYHOMY COCTaBY, KOTOPBIEC KacaloTcs paboTHHKA (O TIepeBOIE,
nepeMeleH!H, POTallii, COBMEILICHUH, COBMECTUTENbCTBE, YBOJIbHEHUH, OIUIATe TPYAA,
aTTECTAIlNH, TIOBBIIIICHUN KBaTH(PHUKALINH, TIOOMIPEHIH, HArPAXKACHNUHU, 00 N3MEHEHUH aHKETHO-
O6uorpaguuecKkux JaHHBIX, OTIIYCKaX MO yXOy 32 peOCHKOM, OTIyCKax 0e3 COXpaHEeHus
3apaboTHOM MIaThl);

e  OT3BIBbI JIOJUKHOCTHBIX JIUI] O paOOTHHKE;

e corJiacusi Ha 00pabOTKy NEePCOHANBbHBIX JaHHBIX;

e XapaKTEPUCTHKHU U PEKOMEHJIaTeNbHbIE MMHChMA;

e aTTECTAIMOHHBIC JIUCTHI;

e pe3yabTaThl MIEPUOAUYECKUX METUIIMHCKUX OCMOTPOB;

e pe3yJbTaThl ICUXUATPUUECKUX OCBHUIETEILCTBOBAHUH (€C/IM paOOTHHUK BBIIOIHSET OTACIbHBIC
BUJIBI IS TEIILHOCTH;

e yBeIOMIIEHHS 00 N3MEHEHHH YCIOBUI TPYJOBOTO JI0TOBOPA;

e KOITUU OOBSCHUTEIHHBIX 3aMTUCOK, 3asSBJICHUN paOOTHHKA,

e MaTepuaJlbl aTTecTallK (€CIU paOOTHHK MOAJIEKUT MPOX0XKICHUIO aTTECTALUN);

e JIUCT — 3aBEPHUTEIH JIeNia (COCTABIISIOT MPH cAade JIUIHOTO JIeNla B ApXUB);

e UHBIE JOKYMEHTHIL.

3.3. B nuuHble Aena He TOMENIatoTCs JOKYMEHThI, UMEIOIINE BTOPOCTENEHHOE 3HaueHue. Takue
JOKYMEHTBI XpaHATCsS B OTAEIbHOM Jiene Ne 4-09 «JloKkyMEeHTBI, HE BOLIEAIINE B COCTAB JTUYHBIX JI€».



3.4. PaOOTHHK 3HAKOMUTCS C JIMYHBIM JIEJIOM B T€UEHUE TPeX pabodmX AHEH C AAThHI MOTYICHHUS
OTBETCTBEHHBIM 3a BeJIeHUE el 3asBJIeHUs ¢ MPoch00ii 00 o3HakoMieHnH. O0 3TOM Jienaercs OTMETKa B
JTUCTE 03HAKOMJICHHS pAaOOTHUKA C IMYHBIM JICTIOM.
3.5. O3HaKoMIIEHHUE C JIeJIOM IPOUCXOIUT UCKIIOYUTENbHO B KAOMHETE OTBETCTBEHHOTO 32 BE/ICHUE JeT 1
B €ro MPHUCYTCTBHH. 3ampeniaeTcs BEIHOC Jelia U3 KaOuHeTa.
3.6. Boijaua konuit JOKYMEHTOB U3 JIMYHOTO JieJia MPOU3BOAUTCS MO TUYHOMY 3asIBIICHHUIO paOOTHUKA U C
paspereHus aupekropa. Konuu T10KyMeHTOB JOKHBI OBITh 3aBEPECHBI U MPEIOCTABICHBI pA0OTHUKY B
TEYEHHE TPeX AHEH CO JIHS MOJIa4M 3asiBICHHUS.
3.7. U3baTue OTACIbHBIX IOKYMEHTOB U3 JIMYHOTO JIeJIa TPOU3BOAUTCS C pa3pelleHUs TUPEKTOpa
o0pa3oBaTenbHOM opranu3anuu ¢ ohopMIeHIEM COOTBETCTBYIOIIECH 3amucu B rpade «[Ipumeuanue»
BHyTpeHHel onucu. [Ipyu BpeMeHHOM U3BSTUH TOKYMEHTA Ha €r0 MECTO (MEX/Ty JINCTAMU COCEIHIX
JIOKYMEHTOB) BKJIaJIbIBA€TCS CIIPaBKa-3aMECTUTEIb C YKa3aHUEM JIaThl U IPUYUH U3BSATHS C IOANUCHIO
JIU1A, BBIIABIIETO JIOKYMEHT, U MOAMKCHIO JIUIA, OJYYMBILETO €r0 BO BPEMEHHOE MOJIb30BaHHE.
3.8. B nensix obecrieueHUs: KOHTPOJIS 32 COXPAHHOCTHIO U aKTyalbHOCTBIO JIMYHBIX JIeJT B
00pa30BaTEeNbHON OpPraHU3aIluy €KETOTHO MPOU3BOIUTCS IPOBEPKA MX HATUYUS U COCTOSHUS.
3.9. Exeroanyio npoBepKy COCTOSIHUS JTMYHBIX JIe]l Ha MPEAMET COXPAaHHOCTH BKIIOYEHHBIX B HETO
JIOKYMEHTOB MPOBOJUT CHEIUATBHO CO3/1aHHast kKomuccHsi. O MpOBEIEHHBIX MPOBEPKAX JeJIaeTCs
OTMETKA B JIUCTE O pe3yJIbTaTax €KeroJHON MPOBEPKU COCTOSIHUS U HAJTUUMUS JIMYHOTO JIea
(mpunoxxerue Ne 3) u cocTaBisieTcs: akT. Pe3ynbTarsl MpOBEPKH JIMUHBIX JIE] B 00s3aTEILHOM MOPSIKE
JOBOJISTCS 10 TUPEKTOpa 00pa30BaTeIbHONU OpraHU3aIliH.
4. XpaHeHue U y4eT JUYHBIX e pA00THHKOB
4.1 XpaHneHue 1 y4eT JIUUHBIX Jell pabOTHUKOB 00pa30oBaTeNIbHOM OpraHu3aluyd OPraHU3yI0TCA C IENbIO
OBICTPOTO TIOWCKA JTMYHBIX JIeJI, 00SCTICUCHHUS UX COXPAHHOCTH ¥ KOH(PHUICHIIUATBHOCTH CBEICHUH,
COJIEp>KaIINXCs B JOKYMEHTAaX JTMYHBIX Jell, OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA.
4.2. JInunble Aena pabOTHUKOB XPAHATCS Y OTBETCTBEHHOTO 32 BEICHHE JIe] B CHEIUATBHOM
METaJJINYeCKOM ceiide.
4.3. JlocTyn K TUYHBIM Jiei1aM paOOTHUKOB UMEIOT TOJIBKO OTBETCTBEHHBIN 32 BEICHHE JIET U TUPEKTOP
00pa30BaTeNnbHON OpraHu3aluu JM00 ero 3aMeCTUTENH MIPH UCTIOIHEHUU 00S3aHHOCTEH TUpeKTopa
00pa3oBaTeNbHON OPTaHU3AIHH.
4.4. Cucremaru3alys JUYHBIX [T pAOOTHUKOB MPOU3BOAUTCA B al(aBUTHOM MOPSAIKE.
5. Odopmiienne JUYHBIX eI PAOOTHUKOB TNepea caaueil B apXuB

5.1. Oopmiienne TUYHBIX e IS epeaydl B apXUB MPOU3BOAUTCS OTBETCTBEHHBIM 32 BEICHUE eI
Ota nporeaypa BKIIOYaET:

e TOJIIMBKY (TIEpeIieT) Aena;

e YTOYHEHHWE HyMEpAIINH JINCTOB JIEJa;

e COCTaBJICHHE JIHCTa-3aBEPUTEISI, KOTOPBIH (popMHpyeTCs B COOTBETCTBUU C TPEOOBAHUAMU

npukasa Pocapxusa ot 31.07.2023 Ne 77;
e cocTaBieHHe (YyTOUHEHNE) BHYTPEHHEW OMHCH;
e BHECEHHE YTOUHECHUM B PEKBU3UTHI JTUIEBON OOJIOKKH JIeTa.

5.2. JIuct — 3aBepuTEIb Jeja JODKEH MOANNCATh €0 COCTABUTEINb, IIPU 3TOM JIENIAeTCsl paciIn@poBKa
JOJKHOCTH M MOJITMCH, TIPOCTaBIIsIeTCs 1aTa. B mporiecce Mcmnoib30BaHus apXUBHBIX JOKYMEHTOB B
JIMCTEe-3aBEPUTEIIE IETAI0TCS COOTBETCTBYIOIINE OTMETKH.
Ecnu neno nmoammro 6e3 nucra-3aBepuTens, TO €ro ClieAyeT HaKJIeUTh Ha BHYTPEHHIOI0 CTOPOHY
O0JIOXKKH Jiena.
5.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMYHBIX JIENT PEKOMEHTyeTCSI:
e 00BEAMHATH MHIUBHUYAJIbHBIC IMYHBIC Je7la YBOJICHHBIX PAOOTHUKOB B OJIHY OOJI0XKKY
(0ObeIMHEHHOE JIeJI0) C TAKUM pacyeToM, 4ToObl 00beM Jerna (ToMa) He mpeBbima 250 TucTos
(myTeM CIIMBKM MaTepHajOB WHAMBUIYAIbHBIX €T 110 r0JIaM YBOJIbHEHHUS);
e pacmojyiaraTb MaTepuasbl MHAUBUAYAIBHBIX JIE] B Ipesienax Aena (Toma) B aapaBUTHOM
nopsijike (moaMuIbHO), OTAEISS MaTepUalIbl, OTHOCSAIINECS K Pa3HBIM HHIUBHyaIbHBIM
JcjiaM, YUCThIM JINCTOM 6YMaFI/I C YKa3aHUEM Ha HEM (i)aMI/I.]'II/II/I, HUMCHHU U OTUYECTBA
COOTBETCTBYIOIIETO YBOJIEHHOTO COTPY/IHHKA;



e CcHaOXaTh KaXXA0€ 00bEAMHEHHOE /110 (TOM) BHYTPEHHEH OMKCHIO ¢ TIepeunciieHueM (haMuini,
MMEH M OTYECTB U yKa3aHHEM HOMEPOB CTPAHHUII, B ITPE/esax KOTOPBIX PACIIOIOKCHEI
COOTBETCTBYIOIIHE TOKYMEHTHI.

5.4. llepenaya TUYHBIX JIE)T B apXUB OCYIIECTBISICTCS HE TI03/IHEE TPEX JIET MOCIE 3aBEPIICHUS HX B
JIEJIONPOU3BOJICTBE B COOTBETCTBUU C rpadukomM. [IpeaBapuTenbHO OTBETCTBEHHBIM 32 BeJIEHUE JIET
MIPOBEPSIETCS MOTHOTA U MPABUIHBHOCTH TIOJTOTOBKH JIMYHBIX JIe] K Tiepeade. BoIsiBIeHHBIC TPU
MIPOBEPKE HEJAOCTATKU YCTPAHSIIOTCS OTBETCTBEHHBIM 3a BeneHue nen. [lepenaya u nmpuem npousBoaarcs
10 OMKUCH C MTPOCTAHOBKOW OTMETOK O HAIMYHMH JTUNYHBIX JIEII.
5.5. JIuunblie nena pabOTHUKOB, 3aKOHYCHHBIE JIEI0NPON3BOACTBOM A0 1 stuBapst 2003 roxa, xpansarcs 75
net, nocne 1 suBaps 2003 roga — 50 ner.
6. OTBeTCTBEHHOCTH padoToaaTesi U padOTHUKA
6.1. PaboTHHKH 00pa30BaTEIbHON OpraHnU3alui 00S3aHbl CBOEBPEMEHHO MPE/ICTABIATH CBEIEHHS 00
M3MEHEHUU CBOMX MEPCOHAIBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOTO JIeja.
6.2. OTBETCTBEHHBII 32 BeJIEHUE JIe] pAOOTHUKOB HECET TUCIUILUIMHAPHYIO U MHYIO OTBETCTBEHHOCTH 32
pasruiaiieHre KoH(pUIeHIINaIbHBIX CBEJCHHM, COIepKalliuXcs B JMUHBIX JellaX, U 32 HHbIe HAPYIICHUS
MOPSIIKA BEJICHUS JIMIHBIX JICI.
7. llpaBa paGoronare/isi 1 padOTHHKA

7.1. PaboTHHKM 00pa30BaTeNbHON OpraHU3alMi UMEIOT IIPaBo:

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

e TIONYyYaTh JIOCTYI K CBOMM IIEPCOHATBHBIM JaHHBIM;

e TOJy4YaTh KOMHUU JOKYMEHTOB, XPAHAILIUXCS B TUYHOM JIEJIC;

e TpeOOBATh UCKITIOYCHHS HITM MCIIPABIICHIS HEBEPHBIX Y HEIIOIHBIX (MCKaXCHHBIX ) CBOMX

MEePCOHAIBHBIX JaHHBIX.

7.2. PaboTonaTenb UMEET MPaBO:
e 00pabaThIBaTh MEPCOHAILHBIC JAHHBIC PAOOTHUKOB, B TOM YHUCIIC M Ha 3JICKTPOHHBIX
HOCHUTEIISIX;
e 3ampaiuBaTh OT paOOTHUKOB HH(DOPMAIUIO, HEOOXOAMMYIO [UIS BEJICHUS JIMYHBIX JICIT U
00pabOTKN EPCOHATBLHBIX JAHHBIX.



