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1. O0mHe MoJI0KEHH S

1.1 HacTosmuii JIOKalbHBIH aKT ONpeieiieT IOPSAI0K BEACHUS, YUeTa U XPAaHECHMSI
JIAYHEIX Jiell paOOTHUKOB MyHHIMNAIBHOTO OFOKETHOTO 006IIe00pa3oBaTelbHOIo
yupexnenus «Cpenusas obmeobpazoBarenmpaas 1mkosna Ne3 c.im.3HaMeHckoe» (Hanee -
o0pa3oBaTesbHas OpraHwu3arys).

1.2. Ilopsnok pa3paboTaH B COOTBETCTBUM:

- ¢ TpynoBeiM KoiekcoM P®D;

- ®enepanbHbIM 3aK0HOM OT 27.07.2006 Ne 152-D3 «O mepcoHaabHBIX JaHHBIXY,

- mpukasoMm PocapxuBa or 31.07.2023 Ne 77 «O6 ytBepxaenun I[IpaBun
OpraHu3aIuyl XpPaHCHHUS, KOMIUIEKTOBAHWS, ydeTa M UCIOIB30BAHUS JIOKYMEHTOB
ApxusHoro Qonga Poccuiickoit ®Dexmepanum W IpPyruX AapXUBHBIX JTOKYMEHTOB B
rOCyJapCTBEHHEBIX OpraHax, OpraHaX MECTHOI'O CaMOYIIPABICHUS U OPTaHU3aITIX,

- KOJUIEKTUBHEIM JIOTOBOPOM;

- yCTaBOM 00pa3oBaTEIbHOM OpraHU3AITHH.

2. @opMHpOBaHHE JUYHBIX JIeJ] pAOOTHUKOB

2.1. ®opmupoBaHHE JIUYHOTO [efla PaOOTHHUKA IIPOU3BOMUTCS PabOTHHKOM,
Ha3HAYEHHBIM PyKOBOLUTENIEM 00pa30BaTeIbHON OpraHu3aIuy (J1ajgee — OTBETCTBCHHEIM
3a BeZleHUE Aen). JIndHoe neno popmupyercs
HE II03[HEE IATHU pabodnx OHEH cOo MHS 3aKII0UEHHs TPYIOBOTO JOTOBOpA, HO HE paHee
IIOIy4eHUs 0T pabOTHHUKA COTJIacus Ha 00pabOTKy ero MmepcoOHaIbHBIX TaHHEIX.

2.2. IlepBuuHoe 0(OpMIICHHE JTHYHOTO JeiIa IIPeayCMaTpUBACT:

a) IIPUCBOEHME JUYHOMY JIeNy HOMepa COIIaCHO JXXYpHAIY ydeTa JHUHBIX el
(mpunoxxenue Ne 1);

0) obopmiieHHE 00T0KKY JITMYHOTO JieNa, KoTopas GOpMUPYETCsS B COOTBETCTBHUH C
TpeboBanuaMu npukasa Pocapxusa ot 31.07.2023 Ne 77. B 061105KKy BHOCAT CIIEAYIOLITHE
PEKBU3HTELL: MHIEKC [ena (B COOTBETCTBUM C HOMEHKJIATYpoi aen oOpa3oBaTelbHOM
OpraHU3allyu); II0JTHOEe HAMMEHOBaHHE 00pa30BaTeIbHON OpPTaHMU3AIlUK; HOMED JIMYHOIO
nena; GaMuIng UM OTYECTBO pabOTHMKA B MMEHUTENBHOM Ma/Ie)ke; NaThl — FOJ Havaa
U TOJl OKOHYaHWs BEACHUA JI€JIa; KOJIMYECTBO JINCTOB; CPOK XpPaHEHMUS;



B) MOMEIIEHUE MOKYMEHTOB, MOUIEKAIIUX XPAHEHUIO B COCTABE JIMYHBIX €T, B
XPOHOJIOTUYECKOM MOPSIIKE:

- BHYTPEHHSS OMUCh JTOKYMEHTOB JieNa, KoTopas GOpMHUPYETCS B COOTBETCTBUU
c TpeboBanusaMu mpuxasa Pocapxusa ot 31.07.2023 Ne 77,

- JINCT ¢ OTMETKaMu 00 03HAKOMJIEHUU PabOTHUKA C IEPCOHATHHBEIMU JTAHHBIMU
U3 JIMYHOTO Jiena (mpuioxenue Ne 2);

- JIUCT C OTMETKAMU O Pe3yJbTaTax eXKEroJHON IPOBEPKU COCTOSHUS JIMIHOTO
nena (mpunoxenue Ne 3);

- TUWYHBIN JTUCTOK MO yueTy KaapoB (mpunoxerue Ne 4);

- cornacue Ha 00paboTKy MEPCOHAIBHBIX JaHHBIX;

- 3asBJIEHUE O MPUEME Ha paboTy;

- KOITUSA TIpUKa3a o IpueMe Ha padory;

- KOTIHA TOJDKHOCTHOM MHCTPYKITHH;

© - TPyIOBOM JIOTOBOD;

- JIOTOBOP O TIOJIHOW MAaTepHUalbHON OTBETCTBEHHOCTH (€Cid pPabOTHHK —
MaTepUaIbHO OTBETCTBEHHOE JIUIIO);

- pe3yIbTaTHl IPEIBAPUTEIHHOIO MEIUIIMHCKOIO OCMOTPA;

- pe3yJbTaThl IICUXWATPHYECKUX OCBUIETEIBCTBOBAHUN (€CId pabOTHHK
BBITIOJTHSIET OTAEIbHBIE BUBI ESTEIBHOCTH;

- UHBIE JOKYMEHTHI.

2.3. JINCTHI IOKYMEHTOB, [IOMEIIECHHBIX B JIMUHOE AEII0, IIOJIEKAT HyMEpalun.

2.4. JIOKyMEHTHI IOMENIAl0TCA B MaNKy-CKOpOCIIMBaTenb. IIpyM yBOIBHEHUM
paboTHMKA JEeJN0 IPOIMIMBACTCS HHUTKAMH M CHaeTci B apXuB 00pa3oBaTENbHON
OpraHu3aIuy.

2.5. BHyTpeHHSS OIMCH JOKYMEHTOB Jejla [NO/DKHA COIEpXaTh CBEICHHS O
TIOPSTKOBEIX HOMEpax, HAUMEHOBAHUAX JOKYMEHTOB Ji€jla, KOJIMYECTBE JHCTOB, JaTax
BKJTFOUCHHUS MOKYMEHTOB B JIMUHOE IEI0 W U3BATUA W3 Jella, a TakKe KeM H3BAT
JIOKYMEHT ¥ TI0 KaKOi IpUYuHE.

2.6. BHyTpeHHs ONMMCH COCTaBJISETCA Ha OTAEIBHOM JIMCTE 10 YCTaHOBJIEHHOM
dopme. JIncTs BHyTpeHHEH OIMCK HyMEPYIOTCS OTAENLHO.

2.7. Ilpu oAroTOBKE JTUYHBIX Je K Iepefaue Ha XpaHEHUe K BHYTPEHHEH OIUCH
COCTaBIIIETCS HWTOTOBAs 3alliCh, B KOTOPOM yKa3pIBaeTCd LUPpaMU U IPOIUCHIO
KOJIMYECTBO BKIFOUEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIEia.

3. Benenue JHMYHBIX €)1 pA00THHKOB

3.1. JIuuHOe mHemo BeleTcs B TeueHWe BCero Iepuona paboThl pabOTHHMKA
00pa3oBaTEIbHOM OPraHU3aIlnn.

3.2. Bemenue JU4YHOTO Jeiia paOOTHUKA IIpelycMaTpHUBaeT IIOMEIICHHE B JIEJIO0
JOKYMEHTOB, 00pa3yIOLIIXCs B Mpolecce pabouel NeATEIPHOCTH M UMCIOIIMX 3HAUCHHE
IUTS TPYZAOBBIX OTHOIIICHUH:

- TOTIOJTHEHUE K JTMYHOMY JIUCTKY 10 YUETy KalpOoB,

- IOTIOJTHUTEIBHBIE COTJIAIIEHNS K TPYIOBOMY OTOBODY;

- KOIMM IIPUKA30B II0 JIMYHOMY COCTaBy, KOTOpHIE KacaroTca paboTHHKa (O
MEPEBOJIE, NEPEMEICHUN, POTAIlMH, COBMEIIECHUU, COBMECTUTCIBCTBE, YBOJBHEHUM,
oIIaTe TPy[aa, aTTeCTalldd, IIOBHIIICHUN KBATH(QUKALWH, IIOOIIPEHUY, HArPaKICHUH,
00 U3MEHEHUM aHKETHO-OMOrpapUyecKux MaHHBIX, OTIIyCKaX IO yXOHy 3a peOeHKOM,
OTITycKax 0e3 COXpaHeHWs 3apadOTHOM IUIATEI),

- OT3BIBBI JOJIXKHOCTHBIX JIMIT O pa6OTHI/IK6;



- corytacust Ha 00paboTKy MEePCOHATBHBIX TaHHBIX;

- XapaKTEePUCTUKHU U PEKOMEHJaTEeIbHBIE IIMChMA;

- aTTECTAllMOHHBIE JIUCTHL;

- pe3yabTaTHl MEPUOANIECKIX MEAUIIMHCKIAX OCMOTPOB;

- pe3ynabpTaThl TICUXWATPUUYECKUX OCBHUIETENHCTBOBaHUM (ecnu  pabOTHUK
BBIIIOJIHAET OTAENbHEIE BUEI NEATEIFHOCTH;

- YyBeIOMJICHHS 00 M3MEHEHUH yCIOBUI TPyA0BOIO JOIOBOPA;

- KO OOBSICHUTEIBHBIX 3aIMCOK, 3asIBICHUN paOOTHUKA;

- Marepwanbsl  arTectanuu (eciu  pabOTHUK  TMOMIEXKUT  IIPOXOXKICHUIO
aTTECTAlINN);

- JIVCT - 3aBEPUTEIND Jelia (COCTABILIOT MIPU c/lade JINIHOTO [Ie)la B apXUB);

- UHBIE OKYMEHTHI.

3.3. B nuunble mena He MOMEMIAIOTCA TOKYMEHTHI, UMEIOIIUE BTOPOCTEIIEHHOE
3HAYeHHE. Takuwe MTOKyMEHTH XpaHATcs B oTAenbHOM nene Ne 4-09 «JlokyMeHTHI, He
BOIIE/IINE B COCTAB JIMYHBIX JIEI».

3.4. PaOOTHHMK 3HAKOMHTCSA C JMYHBEIM JEJIOM B T€UEHHE TpexX pabouux mHel c
IaTel TIOJYYCHMS OTBETCTBEHHBIM 3a BEACHHWE [eJI 3asBlIeHHs ¢ Inpocsboit 00
osHakomyieHnd. OO0 3TOM JenaeTcs OTMETKa B JIUCTE O3HAKOMIIEHWsS pabOTHHKA C
JIMIHBIM JIEJIOM.

3.5. OsHakOMJICHHE C JEJIOM IPOUCXOJUT MCKIIOUUATENBHO B KaOWHETe
OTBETCTBEHHOTO 3a BEJCHHE el U B €r0 NPUCYTCTBUM. 3JalpEINacTcs BBIHOC JeNa U3
KaOuHeTa.

3.6. Brimaua Kommii TOKyMEHTOB M3 JIMYHOTO J€ja IIPOU3BOAUTCH IO JIMYHOMY
3agBJICHUIO pabOTHMKA U C paspelieHus aupekropa. Konuu nOKyMeHTOB NOKHEI OBITH
3aBEPEHHI U MIPEIOCTABICHBI pa0OTHUKY B TEUEHHUE TPEX AHEM CO AHS I1OJaYU 3asBICHU.

3.7. VI3psaTHE OTHENbHBIX [TOKYMEHTOB M3 JIMYHOIO Jella IIPOU3BOAUTC C
paspeleHuss ~ aupeKTopa  o0pa3oBaTeNpHOM — OpraHM3anmuu ¢ 0(QOpMIEHHEM
COOTBETCTBYIOMIEH 3amucy B rpade «lIpumeuanue» BHyTpeHHeN onucu. 1Ipu BpeMeHHOM
U3BATHN JIOKYMEHTa Ha ero Mecrto (MeXAy JHUCTAMU COCEIHHUX [OKyMEHTOB)
BKJTQJIBIBAETCS CIIPaBKA-3aMECTUTENh C YKa3aHUEM JaThl U IPUUUH U3BATUA C IIOJIKUCHIO
JIVIA, BBIJABINETO MOKYMEHT, W IOJANHKCHIO JIHIA, IIOJYYMBIIEIO €0 BO BPEMEHHOE
IIOJIB30BAHUE.

3.8. B nensax obecriedeHns: KOHTPOIIS 332 COXPAHHOCTBIO U aKTYalIbHOCTBIO JIMYHEIX
men B 00pa3oBaTeNbHOM OpraHU3aIluy €XXer0JHO IIPOU3BOJUTCS IIPOBEPKA UX HAIUYUA U
COCTOSIHUSL.

3.9. ExerogHyio IpOBEpPKY COCTOSHHUS JUYHBIX A€ Ha NPEAMET COXPAHHOCTHU
BKJIFOUCHHBIX B HEr0 MOKYMEHTOB IIPOBOOUT CIELMANBHO co3faHHag Komuccud. O
IIPOBEICHHEIX IIPOBEpPKaxX JeTaeTcs OTMETKa B JIACTE O pe3yabTraraX €XeTrOIHOM
IIPOBEPKHU COCTOSIHUA U HAIWYHS JTUUHOTO mena (mpumoxkenue Ne 3) U cocTaBiIIeTCs aKT.
Pe3ynbTaTsl IPOBEPKHU JIMIHBIX JIENT B 0053aTEIHHOM IIOPAAKE TOBOIATCS 10 JUPEKTOpa
o0pazoBaTeNbHOM OpraHu3allvy.

4. XpaHeHUe U y4eT JHYHBIX JeJl pa0OTHHKOB

4.1 XpaHeHre ¥ y4eT JUYHBIX A€l pabOTHUKOB 00pa30BaTENbHOM OpraHU3aluu
OPraHU3YIOTCS C IEJIBbI0 OBICTPOrO MOMCKA JTMYHBIX JIeN, 00ECIICUEHHS UX COXPAHHOCTHU U

KOH(I)I/IILGHHI/IEU'ILHOCTI/I CBCHGHHﬁ, coAcpxamuxca B JOKYMEHTax JIMYHBIX JEJI, OT
HCCAaHKITMOHUPOBAHHOTO OOCTYIIA.



4.2. Jluu"ele nena paGOTHHKOB XPAHATCS y OTBETCTBEHHOI'O 3a BEIECHUE M€ B
CIIeIIHaTFHOM METALTIYeCcKOM ceiide.

4.3. JIoCcTyn K JIMYHBIM JelaM PaOOTHUKOB MMEIOT TOJBKO OTBETCTBEHHBIA 3a
BeIlcHHE €l M OUPEKTOp 00pa3oBaTeNbHON OpraHM3aIluyl IH00 €ro 3aMECTHTENN IIPH
HCIONHEHNN 003aHHOCTEH UpeKTopa 00pa3oBaTe/IbHON OpraHU3aIlUH.

4.4, CucreMarusaiys IMYHEIX Jel pabOTHMKOB IPOM3BOIUTCS B al(aBUTHOM
TIOPSIKE.

5. OpopmiteHre TUYHBIX /IeJ] paOOTHHKOB Iepea ciavyeil B apXuB

5.1. OdopmieHne NUYHBIX [JeI [Uld Iepefladyl B apXWB  IPOUSBOAUTC
OTBETCTBEHHBIM 3a BeICHUE e, DTa IIpolielypa BKIIOYaeT:

- IOAIIUBKY (TIEPEIUIET) NEa;

- YTOUHEHNE HyMepalliu JIUCTOB JIEIIa;

- COCTaBJIEHME JIUCTA-3aBEPUTEN, KOTOPHIM (QOPMUpPYETCS B COOTBETCTBHU C
TpeboBanmaMu npukaza Pocapxusa ot 31.07.2023 Ne 77,

- cOCTaBJIeHUEe (YTOUYHEHNE) BHYTPEHHEN OIUCH,

- BHECEHUE YTOYHECHUHN B PEKBU3UTHI JIUIIEBOM OOI0KKY JeIa.

5.2. Jluct — 3aBepuTeNh JeNa JODKEH IIONNHUCATL €r0 COCTaBUTENb, IPU 3TOM
nenaercs pacimudpoBKa MODKHOCTM U IIOIINCH, IIPOCTaBIeTCsa Jara. B mporecce
UCIIONB30BAHUSA  ApXWBHBIX  JOKYMEHTOB B JIMCTe-3aBEpUTENEC  JeNatoTcs
COOTBETCTBYIOIIKE OTMETKH.

Ecmu nmeno mommmTo 0Oe3 JIMCTa-3aBEPUTENA, TO €ro CIeIyeT HAKIeUTh Ha
BHYTPEHHIOIO CTOPOHY OOJIOKKY [eJIa.

5.3. C 11enb10 o0ecreueHus COXpaHHOCTHY JIMYHBIX JIENI PEKOMEH Ty eTCA:

- 00beIUHATh MHIVBUIYAIBHEIE JIMUHBIC [ejia YBOJICHHBIX PaOOTHHUKOB B OMHY
06710%kKy (OOBEOUHEHHOE [€N0) C TaKUM pPacdeToM, YToOB obObeM 1ena (Toma) He
npessiman 250 aucToB (ITyTeM CIIMBKM MaTePUAIOB MHIAWBUIYAIBHBIX JEI IO roJam
YBOJIHEHMS);

- pacmonaraTh MaTepWallbl WHAMBUAYaNBHBIX el B Ipefenax jena (Toma) B
andaBUTHOM TOpsAAKe (Mo(GaMUIBHO), OTAENAS MaTepHUalbl, OTHOCAIINECS K PasHBIM
VHIMBUALYAIBHBIM J€laM, YHCTHIM JIMCTOM OyMard ¢ yKasaHHEM Ha HeM (aMuITWH,
MMEHH ¥ 0TYECTBA COOTBETCTBYIOIIETO YBOJIEHHOIO COTPYIHUKA,

- cHaOXaTh KakJgoe OObeAWMHEHHOE €0 (TOM) BHYTPEHHEH OIMCBIO C
mepevrcieHreM (GaMumIui, UMEH M OT4eCTB M yKa3aHWCM HOMEPOB CIpaHHMI, B
mpeesiaX KOTOPBIX PacIIONOKEHbl COOTBETCTBYIOIINE TOKYMEHTHI.

5.4. Tlepemaya JUYHBIX JET B apXWUB OCYIIECTBIIAETCS HE MO3JIHEE TPEX JICT MOCHIE
3aBeplIeHKs MX B JENOIPOU3BOICTBE B COOTBETCTBUM C IpadukoM. IIpensapuTeabHO
OTBETCTBEHHELIM 3a BEICHHE JEJI IIPOBEPSIETCS IIOJIHOTA M IMPaBUIBHOCTH IIOATOTOBKU
JIWYHBIX Jel K Ileperade. BbIABICHHBIE IIPU IPOBEPKE HEINOCTATKUA YCTPaHAIOTCA
OTBETCTBEHHELIM 3a BeAcHue naei. llepemaua W IpUEM IPOU3BOMATCSA IO OIUCH C
IIPOCTAHOBKOM OTMETOK O HAIWYMU JIMYHEIX JIEL.

5.5. JIuunele fena paGOTHUKOB, 3aKOHUYCHHBIE IETOIPOM3BOACTBOM 10 1 sHBaps
2003 rona, xpausarcs 75 net, mocie 1 saBaps 2003 roga — 50 yer.

6. OTBeTCTBEHHOCTH padoToAaTe/ s M pabOTHHKA

6.1. PaGorumku 00pa3oBaTENbHOM OpraHU3alUM OOSM3aHBI  CBOCBPEMEHHO
IPEICTABIATh CBEICHMST 00 M3MEHEHMU CBOMX IIEPCOHATBHBIX JAHHBIX, BKIIIOUYEHHBIX B
COCTaB JIMYHOTO JEJa.



6.2. OTBETCTBEHHEIH 3a BeleHHE Mel PAaGOTHMKOB HECET MUCIUILIMHAPHYIO M
VHYIO OTBETCTBEHHOCTb 32 pasrialleHye KOHQUIEHINAIBHBIX CBEICHHH, COMEPIKALTIXCS
B JIMYHEBIX JIENaX, U 3a HHBIE HAPYIICHUS TOPAIKA BEACHMS INUHBIX el

7. IIpaBa paGoTonaTesi 4 paGoOTHHKA

7.1. PaboTHHKM 00pa30BaTeIbHON OpraHU3aii UMEIOT IIPaBO:

- IIOJIYYaTh IONHYI0 HHGOpMaImo 06 06paboTKe CBOMX MEPCOHATBHEIX JaHHBIX;

- IIOJIy4aTh JOCTYII K CBOMM IE€PCOHANBHBIM JaHHEBIM;

- TOJIy4aTh KOIMY JOKYMEHTOB, XpaHAIIUXCS B JTMUHOM JIEIIe;

- TpeOOBaTh UCKIIIOUEHN)S WK UCIPABICHNS HEBEPHBIX M HETIOMHbIX (MCKaKEHHBIX)
CBOUX IIEPCOHAIBHBIX TaHHEIX.

7.2. PaboToaTeNnb UMEET MpaBo:

- 0o0pabaTeIBaTh II€pPCOHANbHBEIE aHHBEIE pPAOOTHUKOB, B TOM UYHCIE M Ha
3NIEKTPOHHBIX HOCHUTEIISX;

- 3aMpalmBaTh 0T pabOTHUKOB HH(OPMAITHIO, HEOOXOIUMYIO I BEeACHUS JTUUHEIX
nen u 00paboTKU ePCOHATBHEIX JaHHBIX.



