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BeJeHUSA JUYHBIX /1eJl pA0OTHUKOB
MyHUIIUTIAJBHOTO KA3€HHOT0 JTOMIKO0JIbHOT0 00pPa30BATEJIbHOI0 YUpeKIeHU s
perckuii cag «CoHbIKO» . OKTAOPHCKUIA

1. O01ue moJ10KeHu s

1.1 HacTosiimuii IOKaJIbHBINA aKT ONpeaeseT MOPsI0K BEACHUS, yUeTa U XpaHEHUS TUIHBIX
1es pabOTHUKOB MYHHUITUTIIAIIBHOTO Ka3€HHOTO JIOIIKOJIEHOTO
o0pa3oBaTebHOTO yupexaeHus aerckuii can «Comabiniko» 1. Oktaopbekuii (nanee JJOVY).

1.2. Tlopsimok pa3paboTaH B COOTBETCTBHU ¢ TpynoBbiM koaekcom P®, denepanbHbiM
3akoHOM OT 27.07.2006 Ne 152-®3 «O mepcoHaNbHBIX JaHHBIX», MpUKka3zoMm PocapxuBa ot
31.07.2023 Ne 77 «OO6 yrtBepxnenuu llpaBun opraHusanuu XpaHeHUs, KOMILJIEKTOBaHUS,
ydeTa M MCIOJIb30BaHUs TIOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®denepaunu u Ipyrux
ApPXUBHBIX IOKYMEHTOB B FOCYJApCTBEHHBIX OPraHax, OpraHax MECTHOT'O CaMOYIIPaBJIEHUS U
OpraHu3aIusax», KOJJIEKTUBHBIM JOTOBOpPOM U ycTtaBoMm [JOVY.

2. @opMuUpOBaHMe JIUYHBIX /IeJ pA0OTHHUKOB

2.1. ®opmupoBaHUE JIMYHOTO Jefia pabOTHUKA MPOU3BOJIUTCS PaOOTHUKOM, Ha3HAUEHHBIM
pykoBoautenem JIOV (manee — crienuanuct AeI0NMPOU3BOTUTEND).

Jlnunoe neno hopMupyeTcs: He O3/1HEee NMATH paboynX JTHEH cO JHS 3aKII0YSHUS TPYIOBOTO
JI0OTOBOpA, HO HE paHee MOJyuyeHus: OT pabOTHUKA coTylacusi Ha 00pabOTKY €ro MepcoOHaNbHBIX
JAHHBIX.

2.2. TlepBuuHoe odopmIIeHHE JIMYHOTO JIeia PeyCMaTpUBaET:

a) NPUCBOCHHE JINYHOMY JEITy HOMEpa COTJIACHO JKypHAIy ydeTa JIMYHBIX Jei (MpUiIoKeHne
Ne 1);



0) odopmiieHue OOJIOXKKH JIMYHOTO Jenia, KOoTopas (opMupyercs B COOTBETCTBHH C
TpeboBanusamu npukasza Pocapxusa ot 31.07.2023 Ne 77. B 0010KKYy BHOCAT CIEAYIOITHE
PCKBU3UTBHI: HMHIEKC Jneia (B COOTBeTcTBHM ¢ HOMeHkiarypoil aen JIOY) mosHoe
HaumeHoBanue JIOY; Homep nuuHOro pena;, damMuwinss HMS OTYECTBO pabOTHUKA B
MMEHUTEJNBHOM MaJieXke; 1aThl — T'OJl Hayalla ¥ TOJl OKOHYAHUs BEJEHUS Jieja; KOJIMYEeCTBO
JIUCTOB; CPOK XpaHEHUS;

B) TMIOMCIIECHUEC JOKYMEHTOB, IO/UICKAIIUX XPaHECHUI0 B COCTaBE JIMYHBIX [eJ, B
XPOHOJIOTUYECKOM MOPSIKE!

BHYTPEHHSIS OITUCH JJOKYMEHTOB JieJia, KOTopasi GOpMUPYETCSI B COOTBETCTBUU C

TpeboBanusMu rpukasza Pocapxusa ot 31.07.2023 Ne 77,

e JIACT C OTMETKAMH 00 O3HAKOMJIEHUHU PabOTHHKA C IEPCOHANBHBIMU JaHHBIMU U3
auyHoro aena (mpunoskenue Ne 2);

e JIUCT C OTMETKAaMH O PE3ybTaTax €KEroAHON MPOBEPKH COCTOSHUS JIMYHOTO JIea
(mpumoxenue Ne 3);

e JIMYHBIH JIUCTOK 10 Y4eTy KaapoB mwin aHkeTa (mpunoxxerus Ne 4 u Ne 5);

e 3asBJICHUE O MPUEME Ha paboTYy;

e KOIIMA IpHKa3a O IIPpUEME Ha pa60Ty;( nepectanu 6bITb 0ba3aTenbHbIMK ¢ 22.11.2021
(PenepanbHbIn 3akoH oT 22.11.2021 Ne 377-d3). BMecTo nprkasa 4oCTaTto4qHO 0hOpMUTL TPYL0BOW
[0roBOp)

e KOMMS JOJHDKHOCTHON MHCTPYKIIUU;
e TPYAOBOI JOTOBOP;
e JIOTOBOP O IOJHOM MaTepuaabHOW OTBETCTBEHHOCTH (€C/IM PAaOOTHHUK —
MaTepHAIbHO OTBETCTBEHHOE JIUIIO);
e XApaKTEPUCTUKHU U PEKOMEH/IATEIIbHBIE TUChMA;
2.3. JIucThl TOKyMEHTOB, MTOMEIICHHBIX B IMTHOE JICJI0, IMOJICKAT HyMepaIluy.

2.4. JIokyMeHTBI TOMEIIAIOTCS B MANKy-CKopocmnBarens. [Ipu yBoibHeHUN pabOTHUKA J€JI0
MPOILINUBAETCS HUTKaMu U caaetcs B apxus [[OY.

2.5. BHyTpeHHsIs ONUCh TOKYMEHTOB JieJia JOJDKHA COJEPKaTh CBEJCHUS O TTOPSIIKOBBIX
HOMEpax, HANMEHOBAHUSAX JOKYMEHTOB €713, KOJIMYECTBE JIUCTOB, 1aTaX BKIIOYEHHUS
JIOKYMEHTOB B JIMYHOE JIEJIO U U3BATHUS U3 JIE€JIA, @ TAKKE KEM U3BAT JIOKYMEHT U MO KaKOU
MPUYHHE.

2.6. BHYTpeHHsS ONUCHh COCTABIISICTCS HA OT/ICILHOM JIUCTE MO YCTAHOBJICHHOU (popmMme.
JIucTel BHYTpEHHEN ONMUMCH HYMEPYIOTCS OTEIIBHO.

2.7. ITpu moAroTOBKE JIMYHBIX JIEN K Mepeadye Ha XpaHeHWEe K BHYTPEHHEH OnHcH
COCTaBJISIETCS UTOTOBAs 3aMKCh, B KOTOPOH yKa3bIBaeTcs UppamMu U MPOMKUCHIO KOJIUYECTBO
BKJIFOYEHHBIX B HEE JJOKYMEHTOB M KOJIMYECTBO JINCTOB JEa.

3. Benenne JTUYHBIX €1 pA0OTHUKOB

3.1. JIuunoe neno BeneTcs B TEUSHHUE BCero nepuojia padbotel pabotHuka JJOVY.



3.2. Benenne nuvHOTO Jema pabOTHUKA MTPETYyCMATPUBAET TIOMEIIEHUE B IETIO IOKYMEHTOB,
oOpasyromuxcs B mpoliecce padoydeil AesITeIbHOCTH U HMEIOIIUX 3HAYCHHE JJIs1 TPYIOBBIX
OTHOIIIEHUHN:

e JIONOJIHEHUE K JTUYHOMY JIUCTKY MO YYETY KaJpOB;

e JOTIOJHUTEIbHBIE COTJIAIIEHUS K TPYAOBOMY JIOTOBOPY;

e KOIMHU MPHUKA30B M0 JUYHOMY COCTaBY, KOTOPbIE KacatoTCs paOOTHUKA;

e JIUCT — 3aBEPUTEIH Jeiia (COCTABIIAIOT MIPH Caue JIMYHOTO Jiejia B ApXHB);

e CIIpaBKH
3.3. B inunbIe nema He MOMEIATCsl TOKYMEHTBI, UMEIOIIUE BTOPOCTETICHHOE 3HAYCHUE.
Takue mokyMeHTHI XpaHsaTcs B oTaebHOM Jene Ne 4-09 «/{okyMeHTBI, He BOIIICIINE B
COCTaB JINYHBIX JEI»:

e KOIIMHW JOKYMCHTOB O IIOBBINICHUHU KBaHH(bI/IKaHI/II/I;

e KOMNHH cepTU(UKATA, TPAMOTHI;

e JIMYHAaA KapTO4YKa

e TpyAOBas KHHUKKA
CPOK XpaHEeHUs 3asBMNEHWI COTPYAHMKOB O NMPUEME U YBOSIbHEHUN, MEPEBOAE, He
BXOASILLMX B COCTaB JNIMYHbIX Aen, - Sner.

[okyMeHTbI (cnpaBku, AoKnagHble, CnyebHble 3anncku, Konun NpukKasos,
BbIMUCKN U3 NPUKa30B, 3asiBleHNs 1 Ap.), He BoLlelme B COCTaB NNYHbIX Aer,
XpaHATcAa 5 net (CcT. 665 lNepeyns).

3.4. PaOOTHUK 3HAKOMUTCS C JINYHBIM JIEJIOM B TEUCHHUE MATH pab0odnX JHEU C JaThl
MOJIyYE€HHs OTBETCTBEHHBIM 32 BEJECHUE JIeJ 3asBJIEHUs ¢ IpockOoi 00 o3HakomeHuu. OO
ATOM JIeTIaeTCS OTMETKA B JINCTE O3HAKOMIICHHSI pAOOTHHKA C JTMYHBIM JICJIOM.

3.5. O3HakoMIICHHUE C JCIOM IMPOUCXOIUT UCKITFOYUTEIHHO B KAOMHETE OTBETCTBEHHOTO 32
BEJICHHE JIe]l U B €r0 MPUCYTCTBUU. 3allpeIaeTCs BBIHOC Jeia U3 KabuHeTa.

3.6. Brimaya xonwuii TOKYMEHTOB U3 JIMYHOTO JieJIa MPOU3BOAUTCS 110 JTHYHOMY 3asIBJICHHUIO
paboOTHHKA U ¢ pa3pelieHus 3aBeayromero. Konum 10KkyMeHTOB JOIKHBI OBITh 3aBEPEHBI U
MPEAOCTABICHBI PAOOTHUKY B TEUCHUE TPEX THEU CO AHS MOJAUU 3asBJICHUS.

3.7. I3psiTHE OTIENBHBIX IOKYMEHTOB U3 JINYHOTO JIeja MPOU3BOAUTCS C pa3peIICHUS
3aBeayromiero 10V ¢ odopmiienrem cooTBeTCTBYIOMIEH 3amucu B rpade «lIpumedanuey
BHYTpEeHHEH onucH. [Ipu BpeMEHHOM M3bITHH JOKYMEHTA Ha €ro MecTo (MEXIy JTHUCTaMU
COCEIHHMX JIOKYMEHTOB) BKJIQJIbIBACTCS CIIPABKA-3aMECTUTENb C YKa3aHUEM JaThl U IPUYHH
U3BATHS C TTOJNUCHIO JIUIIA, BBIIABIIETO JOKYMEHT, U TIOIMUCHIO JIUIIA, TIOJYYHBIIETO €ro BO
BPEMEHHOE IT0JIb30BaHUE.

3.8. B nemsax obecrnieueHust KOHTPOJIS 38 COXPAaHHOCTBIO M aKTYaJIbHOCTHIO JIMYHBIX el B
JIOY exeroHo NMpOU3BOAUTCS MPOBEPKA UX HAJTUYUS U COCTOSHUS.


https://login.consultant.ru/link/?req=doc&base=LAW&n=195394&dst=101031%2C-1&date=13.02.2020

3.9. Exxerognyro npoBepKy COCTOSTHUS JIMYHBIX eI Ha IPEIMET COXPAHHOCTH BKITFOUEHHBIX
B HEro JJOKYMEHTOB ITPOBOJUT CIELIMAIIBHO CO3/1aHHas koMuccus. O mpoBeIeHHBIX
MPOBEPKAX JEJIAeTCsI OTMETKA B JIUCTE O PE3yJIbTaTaX €KEroJHOU MPOBEPKU COCTOSHUS U
HaJIM4us JIMIHOTO Jena (npuiokenue Ne 3) u coctaisiercst akT. Pe3yabTarsl mpoBepKu
JUYHBIX JIe] B 0043aTEILHOM MOPSIAKE JOBOASITCS A0 3aBeayromiero JJOVY.

4. XpaHeHHUe U y4eT JUYHBIX JeJl pA0OTHUKOB

4.1 XpaHeHue u y4deT JUUHbIX e paboTHUKOB JIOY oprannsyrorcs ¢ Leabio ObICTPOro
MIOMCKA JIMYHBIX JeJl, 00eCIeYeH s UX COXPAaHHOCTU U KOH(UIEHIIMAIbHOCTH CBEECHUIA,
COJIEPKAIUXCS B IOKYMEHTAaX JIMYHBIX /1€, OT HECAHKIIMOHUPOBAHHOT'O JOCTYIIA.

4.2. JInunbie nena pabOTHUKOB XPaHATCA Y OTBETCTBEHHOT'O 32 BEJIEHHUE JIeJl B CIICIIUATIbHOM
MeTaJNTMYECKOM ceilde.

4.3. JIocTym K TUYHBIM JieJIaM paOOTHUKOB UMEIOT TOJIBKO OTBETCTBEHHBIN 32 BEACHHE JIE
( memonpousBoauTENs) M 3aBenyroliero JJOY nubo ero 3aMecTUTENU PU UCIIOTHCHUU
oOsi3aHHOCTeH 3aBeytomiero JJOVY.

4.4. CucteMaTu3alys JTUYHBIX JIe] paOOTHUKOB MPOU3BOAUTCS B aJipaBUTHOM TMOPSIZIKE.
5. OdopMienue JUIHBIX 1€ PA0OOTHUKOB Mepe] cAaveil B apXuB

5.1. OdbopmieHue TUUHBIX ACI IS Iepeadn B apXUB MPOU3BOIUTCS JACIOMPOU3BOIUTEIICM.
OTa npolieaypa BKIIOYaeT:

e TMOAMUBKY (MEperieT) aena;

e YTOYHEHHE HyMEpalluu JUCTOB JIENa;

e COCTaBJICHUE JINCTA-3aBEPUTEIISI, KOTOPBIH (POPMHPYETCSI B COOTBETCTBUU C
TpeboBanusMu npukasza Pocapxusa ot 31.07.2023 Ne 77,

e cocTaBiicHHE (YTOUHEHHUE) BHYTPEHHEH ONUCH;

e BHECEHHE YTOUYHEHHUU B PEKBU3UTHI JIUIICBON OOJIOKKH JIeTa.

5.2. JIuct — 3aBepuTeNb Jena JOJDKEH MOAMUCATh €r0 COCTaBUTEINb, MPU STOM JEIaeTCs
pacmudpoBKa TOHDKHOCTH | IOJITKMCH, TTPOCTAaBIIsETCS 1aTa. B mporecce nCroab30BaHus
ApXUBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIC JICTAIOTCS COOTBETCTBYIOIINE OTMETKH.

Ecmu neno moammro 6e3 naucta-3aBepuTesl, TO €ro CIeAyeT HAKICUTh Ha BHYTPEHHIOKO
CTOPOHY OOJIOKKH Jea.

5.3. C nenbto obecrieueHnsi COXPaHHOCTH JIMYHBIX JIe7T PEKOMEHTyeTCsl:

o OOBCIUHSITH WHIAMBHIYAIbHBIC JTMUHBIC J€JIa YBOJICHHBIX PAOOTHUKOB B OJTHY
00110%kKy (00BETMHEHHOE JI€JI0) C TAKMM PacueToM, 4ToObI 00beM Jjieiia (Toma) He
npesbiai 250 1ucToB (MyTeM CIIMBKH MAaTEPUAIOB HHANBHIYAIbHBIX JIET 1O
rojJiaM YBOJIbHEHHUS);



e pacroJsiaraTh MaTe€pPHasIbl HHAUBHIYAJIbHBIX JIE] B IIpeeax aeia (ToMa) B
anaBUTHOM mopsizike (MopaMHUIBHO), OTACISAS MaTepHalIbl, OTHOCSIIIUECS K
pPa3HBIM UHJIUBUAYAJIbHBIM JI€]aM, YUCTHIM JIUCTOM OyMaru ¢ ykazaHueM Ha HEM
dbaMuIMK, MIMEHU U OTYECTBA COOTBETCTBYIOLIETO YBOJIEHHOTO COTPYAHHKA,;

e CHaA0XaTh KaXJI0€ 00bEAMHEHHOE /1eJI0 (TOM) BHYTPEHHEH OMHCHIO C
nepevrcienreM (haMIIni, UMEH U OTYECTB U YKa3aHUEM HOMEPOB CTPAHHUII, B
npezesiax KOTOPBIX PACIOJIOAKEHBI COOTBETCTBYIOIIUE JOKYMEHTHI.

5.4. Tlepenaua TUYHBIX JEJT B QpXUB OCYIIECTBIISETCS HE MO3IHEE TPEX JIET MOCIE 3aBEPIICHUS
WX B JICJIONPOU3BOJICTBE B COOTBETCTBUU C TpadukoM. [IpeaBapuTeibHO OTBETCTBEHHBIM 3a
BEJICHHE JIeJl IPOBEPSETCS MOJHOTA U MPABUIBHOCTh MOJATOTOBKU JUYHBIX JIe] K Mepeaaye.
BrisiBiieHHBIE TpU MPOBEPKE HEIOCTATKH YCTPAHSIOTCS OTBETCTBEHHBIM 3a BEJICHHE JIETl.
[lepenavya u mpuemM MPOU3BOJATCS MO OMUCH C MPOCTAHOBKON OTMETOK O HATMYHMH JIMYHBIX
TelL.

5.5. JInunbie nena paOOTHUKOB, 3aKOHUYEHHBIE jaenonpon3BoacTBoM 10 1 saBaps 2003 roxa,
xpansaTcs 75 net, nocine 1 suBaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH PadoTOIATE/ISI U PAOOTHUKA

6.1. Pabotauku IOV 00s3aHBI CBOEBPEMEHHO TPECTABIATH CBEACHUS 00 N3MCHCHHH CBOUX
MePCOHANBHBIX JaHHBIX, BKIIOUEHHBIX B COCTAB JIMYHOTO JIeTIa.

6.2. OTBeTCTBCHHBIH 3a BeAcHHE Jel  (IeI0mpoOu3BOAMTEIb) pPAOOTHUKOB HECET
JTMCIUTUTMHAPHYIO ¥ MHYIO OTBETCTBEHHOCTH 32 pasriIallicHHe KOH(DHUICHITHATLHBIX CBEJICHHIH,
COJICpIKAIUXCS B JJMYHBIX JIelaX, ¥ 32 HHbIC HAPYIICHUS MOPAIKA BEACHUS JTMYHBIX JICIT.

7. IlpaBa paGoTonartessi 1 padOTHHKA
7.1. Pa6otHuku /JIOY umerot mpaso:

e TIOJIyYaTh MOJIHYIO HHPOpMAIHIO 00 00paboTKe CBOUX MEPCOHAIBHBIX JAaHHBIX;

e TIONYYaTh JOCTYI K CBOMM IEPCOHAIILHBIM JIaHHBIM,

e TIOJyYaTh KOIUH JIOKYMEHTOB, XPAHSIIUXCS B JTUIHOM JICIIC,

o TpcOOBATh UCKIIOUCHHS MU MCIIPABIICHUS HEBEPHBIX M HEMOJIHBIX (MCKaKCHHBIX )
CBOMX IMEPCOHATBHBIX JaHHBIX.

7.2. PaboToaTens UMeET MpaBo:

o 00pabaThIBaTh MEPCOHAIBHBIC JAHHBIE PAOOTHIUKOB, B TOM YHCIIC U HA DJIEKTPOHHBIX
HOCHUTEIAX,

e 3alpaimrBaTh OT paOOTHUKOB HHPOPMAITHIO, HEOOXOIUMYIO JUISl BEICHUS TNIHBIX
nenn 1 00paboTKH MEePCOHANBHBIX JaHHBIX.
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