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1. O01mme noJa0KeHN s

1.1 HacTosinuit I0KaJIbHBIH aKT ONpeNeNsieT NOoPSI0K BeIeHHs, YUeTa W XPAHEeHH s THYHbIX
nen pabotankoB MBOY «MITJINe2».

1.2. Tlopsinok paspaboTan B cooTBeTCTBUH ¢ TpynoBbIM Komekcom P®, Genepanbabiv
3aKOHOM OT 27.07.2006 Ne 152-@3 «O mnepcoHanbHbIX AaHHBIX». TIPHKazoM Pocapxusa ot
31.07.2023 Ne 77 «O6 ytBepiknernn [IpaBui opranu3alii XpaHeHHs, KOMILJICKTOBAHNS,
y4eTa ¥ HCIOJb30BaHHs TOKYMEHTOB ApXuBHOTo (hoHma Poccuiickoit enepauun u 1pyrux
ApXHUBHBIX JOKYMEHTOB B FOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPABIECHHUS 1
OpraHu3amHaX», KOJJIEKTUBHEIM JOTOBOPOM H YCTaBOM 00pa30BaTe/IbHOW OpraHU3allii.

2. ®opMHpOBaHHE JHIHBIX 1€ PA0GOTHHKOB

2.1. ®opmMupoBaHye THUHOTO Jeia pabOTHAKA IPOU3BOAUTCS PAGOTHHKOM

. JInunoe neno popmupyetes




IHEH CO JHS 3aKJIIOYEHHUS TpyooBOIro O0roBopa, HO He paHee MoJay4YeHHsI OT pa6OTHHKa
Corjiacust Ha 06pa60TKy €ro MEPCOHAIbHBIX JAHHBIX.

2.2. Tlepsuanoe odopmmenne mrunoro Jiena mpeIyCMaTpPUBAET

a) IPUCBOEHUE JIHUHOMY ACILYy HOMEpa COTJIACHO KYPHATY y4eTa JTMYHBIX e (mpunoxeHue
Ne 1);

0) odopmieHte 0610%KKY THIHOTO Aiea, KoTopas pOPMHPYETCS B COOTBETCTBHHU C
TpedoBaunsmu npukasza Pocapxusa ot 31.07.2023 No 77. B 06710KKy BHOCAT Cileyromue
PCKBU3HUTBI: HHAEKC Jiea (B COOTBETCTBUH C HOMEHKJIATYPOH [ie1 06pa3oBaTenbHoil
OpraHM3alMy); IOJIHOE HAUMEHOBAHKE 06PA30BATEIBHON OpraHU3alui; HOMEP JTHYHOIO
nena; (pamMuiIus UMl OTYECTBO PAGOTHUKA B HMEHUTENEHOM [aJIeIKE; NaThl — rON Havaua U
TOIl OKOHHYAHUS BENCHUS JIETa; KOJIUYECTBO ITHCTOB; CPOK XPAHEHHU,

B) IIOMEIIEHHE NOKYMEHTOB, MOAJIC)KAUX XPAHEHHUIO B COCTABE JIMYHBIX AOCH, B
XPOHOJIOTHYECKOM Topsake:

° BHYTPEHHSS OIUCH NOKYMEHTOB [IeJ1a, KOTOpasi (JOPMHPYETCS B COOTBETCTBHH C
TpeboBanuaME nprkasza Pocapxusa ot 31.07.2023 Ne 175

° JIHCT C OTMETKAMH 00 03HAKOMJIEHUH pabOTHHKA C IEPCOHANBHBIMHU IAHHBIMH H3
JMYHOTO Aena (npuioxerue Ne 2);

® JIMCT C OTMETKAaMH O Pe3yIbTaTax €KErONHON MPOBEPKHU COCTOSIHUS JTHIHOIO €A
(mpunoxxerue No 3);

° JIMYHBIH JIMCTOK IO y4eTy Kaapos (mprnoxenne Ne 4);

° cornacue Ha 00paboTKy MepPCOHATBHBIX TAHHBIX,

° 3asjBICHHE O IPHEME Ha paboTy;

° KON JODKHOCTHOH UHCTPYKIIHH;

° TPYIOBOH OTOBOp;

° JIOTOBOP O TMOJHOW MaTEpUAIbHOM OTBETCTBEHHOCTH (€C/IH pabOTHHK —
MaTepUANIbHO OTBETCTBEHHOE JIHIIO);

° PE3YJIbTaThl IPEABAPUTENBHOTO MEAULIUMHCKOTO OCMOTPA;

2.3. JIucTel JOKYMEHTOB, IIOMEUIEHHKAIX B JIUYHOE ACJI0, IIOJIEKaT HyMEpalHH.

2.4. JoOKyMEHTBI IOMEIIAIOTCS B . IIpu yBonbHEeHUH pabOTHHKA

JEJI0 TIPOLIHBACTCSI HUTKAMU U CIAETCS B apXuB O6pa3OBaT€HBHOﬁ OpraHH3alHiy.

245, BH}/TpeHHS{H OIIKUCh NOKYMEHTOB JeNia JOJIKHA COICPXKaThb CBEACHHS O NOPSAAKOBEIX
HOMEpax, HaUMEHOBAHUSIX JOKYMEHTOB J1€jia, KOMHUYECTBE JIUCTOB, JaTaX BKIIFOUEHHUS
HOKYMEHTOB B JIMYHOE OEJI0 U U3BSITUS U3 AcNa, a TaKKE€ KEM HU3BbIT JOKYMEHT U I10 Kakou
[IPpHUYHHE.



2.6. BHyTpeHHss onuck cocTapageTcs ua OTACJIBHOM JIHCTE 10 YCTaHOBJIEHHOMH (hopme.
JIucTe! BHyTpeHHEH onucu HYMEDPYIOTCS OTJENBHO.

?

2.7. Tlpu monroToske muunmk ACI K NIEPENIade Ha XPAHEHKE K BHYTpenHel ommen
COCTaBJIsIETCS HTOroBag 3aIlrCh, B KOTOpOfI YKa3eIBaercs L[H(bpaMH H IIPOIIHCBIO KOJIHYECTBO
BKJIIOYEHHEBIX B Hee JAOKYMEHTOB 1 KOJIMYECTBO TUCTOB aesa.

3. Beaenne auunbIx Kot padoTHHKOB

’
3.1. JIuunoe neno Benercs B Teuenue BCCTO IIepHOaa paboThl pabOTHHKA 00Pa30BATENbHOL
OpraHU3aLHH.

3.2. Benenue nuyHOrO Nea PabOTHUKA IIpeycMaTpUBaeT NoMeILeHHe B JIeJI0 JOKYMEHTOB,

o0pa3yromuxcs B IIpo1iecce pabouell NeITeIbHOCTH 1 UMCIOMINX 3HAYEHHE JITTsi TPYIOBBIX
OTHOILIEHUI

° JONOJHEHHE K IMYHOMY JICTKY [0 YYETY KAAPOB;

¢ HOTOJIHUTENRHBIC COTMAIICHNUS K TPYI0BOMY JOTOBOPY:

° KONHMH IIPHKA30B IO TUIHOMY COCTaBY, KOTOPhIE KACAKOTCS paboTHHKa (0 MepeBoe,
TNICPEMELICHNH, POTALMH, COBMELIEHHH, COBMECTHTENBCTRE, YBOJIBHEHHH, OIjIaTe
TPyna, aTTeCTalliH, MOBBIICHUH KBATH(UKALMHU, TOOLIPEHNH, HATrpa)kIeHHuH, 00
H3MCHCHIH aHKETHO-OHOrpaQuIecKyX JaHHbIX, OTIIYCKax 0 yXony 3a peGeHKoM,
OTIyCKax Oe3 COXpaHeHus 3apaboTHOM MIaThl);

° OT3BIBEI IOJDKHOCTHBIX JIHIL O pabOTHHKE:;

° Corjacua Ha 00paboTKy MEePCOHANBHBIX NAHHBIX;

¢ XapakTepUCTHUKH U PEKOMEHMATENIbHEIE TUChMA;

° aTTECTAUHOHHBIC JIUCTEL;

° PE3YIbTATEI NEPUOANYECKHX MEAHIIMHCKAX OCMOTPOB;

° YBEIOMIICHHS 00 HU3MEHEHWU yCIOBUE TPYIOBOro ZI0TOBOpAa;

° KOIHUM OOBSICHUTENbHBIX 3aMKCOK, 3asBJICHHHU p8.6OTHI/IKa;

e MAaTE€puajibl aTTEeCTAlNH (CCHH pa6OTHHK HOAJICHKUT IIPOXOKIAECHHUIO aTTeCTaI_II/IH,);
° JIMCT — 3aBCPUTEIb aea (COCTB.BII?II'OT IIpyu caave JIMYHOTO aena B apan);

¢ HHBIC NOKYMEHTHI.

3.3. B nmH4HbIe Nena He TOMeLnarTes JOKYMEHThI

Taxue AOKYMEHTBI XPaHSITCs B

3.4. PaboTHuk 3HAKOMHTCS C JIMYHBIM JI€JIOM C Zl1aThl

NOIYYCHUA OTBETCTBEHHBIM 34 BEJICHHE JCJI 3asBJICHUS C HpOCI>6OI71 00 o3naxkomieHun. O6
OTOM JEJAETCs OTMETKA B JINCTE O3HAKOMICHUS pa6OTHI/IKa C JIMYHBIM ACJIIOM.

3.5. O3HakoMJIeHKe C IICJIOM NPOUCXOAUT UCKITFOYUTENbHO B KaOUHeTe OTBETCTBEHHOTIO 3a
BEOCHHE NICI U B €T0 NIPpHUCYTCTBUH. 3anpemaeTc51 BBIHOC II€1a U3 KaOHHeTa.



3.6. Bbmaqa KOITH 1 JOKYMEHTOB 13 JINYHOI'O J€jIa IIPOK3BOJUTCH 110 JIMYHOMY 3asIBJICHUIO
pa6OTHHKa U C Pa3pCUICHUS TUPEKTOPA. Konuu JOKYMCHTOB HOJIZKHBI OBITH 3aBCPCHEBI U

TIPeIOCTaBIIEHE! PAOOTHHKY B TEUEHME TPEX THEH CO IHS MO TAMH 3asBIIeHHs.

3.7. IsbATHE OTHETBHBIX TOKYMEHTOB H3 JIMYHOTO fefia NPOU3BOJUTCS C pa3pelieHus
IUPEKTOpa 00pa3oBaTeNbHOM OpraHu3anum ¢ ohopMIIeHHEM COOTBETCTBYIOIIEH 3aNKCH B
rpade «I[Ipumeuanne» BHYTpeHHeit OmHCH. IIpu BpeMeHHOM M3BSITHH TOKYMEHTA Ha €10
MECTO (MEX/1y JTUCTAMH COCEIHHX JOKYMEHTOB) BKIIAIBIBACTCS CITpaBKa-3aMECTUTEID C
YKa3aHHEM NaTbl U IPUYKMH U3BATHS C TIOJIMUCEIO JIHIIA, BHIIABIIErO JOKYMEHT. H [TOITHCHED
JMLa, NOJYyYHBLIETO €r0 BO BPEMEHHOE I10JIb30BAHUE.

3.8. B menax obecrieueHnss KOHTPOIA 32 COXPAHHOCTBIO H aKTyaJbHOCTBIO JIMYHBIX NEJ B
00pa30BaTebHON OPraHKU3aIUK eXKETOIHO TPOU3BOIUTCS MPOBEPKA MX HAIMYHS U
COCTOSIHHS.

3.9. E)KCFOIIHYIO IIPOBEPKY COCTOSIHUA JIMUHBIX IIEJI HA NpeaMeT COXPaHHOCTH BKJIFOUCHHBIX
B HEro JOKYMEHTOB IIPOBOIUT CIIELHAIIBHO cOo3MaHHas komuccus. O IIPOBCIACHHBIX
MPOBEPKaxX NEIa€TCsl OTMETKA B JIMCTE O Pe3yJIbTaTax €XKerogJHOM ITPOBEPKHU COCTOSHHUA U
HaJIA4YHA JTHYHOTO IOejia (HpI/IHO)KCHI/IC No 3) K COCTaBJIICTCS aKT. PGB}’HBTaTbl ITPOBECPKH
JIMYHBIX Je]l B 0043aTeILHOM IOpsAAKE JOBOOSATCS OO pa6OTHHKOB O6pa3OBaT€HBHOﬁ
OpraHH3al .

4. XpaHeHue 1 yueT JHIHBIX Je/i PAa0OTHHKOB

4.1 Xpanenue u y4eT JIMYHBIX [€J paOOTHHKOB 06pa30BaTebHOI OpraHu3aliy
OPraHHU3yIOTCS C [ENbI0 OBICTPOTrO MOKMCKA JIMYHBIX €1, 00eCTeYeH sl UX COXPAHHOCTH H
KOH(UIEHINANLHOCTH CBEACHHUH, COIEPIKAIMXCS B JOKYMEHTAX THUHBIX JETT, OT
HECaHKIIMOHUPOBAHHOTO JOCTYTIA.

4.2. JlugynHpie JE1a paGOTHHKOB XPaHATCA y OTBETCTBEHHOIO 3a BEICHHUE JI€J1 B KAHIICIAPHU.

4.3. IIOCTyH K JIHYHBIM IOej1aM pa6OTHHKOB HMEIOT TOJIbKO OTBETCTBEHHBIH 3a BCAOACHHUC OCII U
AUPEKTOP 00pa30BaATENbHOM OpraHu3alii U0 ero 3aMeCTUTEN] IIPH HCIIOTHEHHH
00s13aHHOCTEN TMpeKTOpa 00pa3oBaTeIbHON OpraHu3aIHH.

4.4. CuctemMaTu3anys JMUHBIX e pabOTHHKOB POU3BOIMTCS B an(haBUTHOM TOPSLIKE.
5. Odopmurenne JHYHBIX JeJ1 PAaGOTHHKOR mepe] caa4deii B apXuB

5.1. Opopmnenue THYHBIX €I Ui IePeadd B apXUB POU3BOJIUTCSA OTBETCTBEHHAIM 32
BEJIEHHE ). DTa MPOLeaypa BKIIHOYAET:

e IIOJIIMBKY (IIEPETLIET) Mea;

e YTOUHEHHE HyMEepalliH JIUCTOB Jiefa;

e COCTaBJIEHHE TUCTA-3aBEPUTENS, KOTOPIH POPMHPYETCst B COOTBETCTBHH C
TpeboBaHHIMU Npukasa Pocapxusa ot 31.07.2023 Ne 77;

e COCTaBJIeHHE (YTOUHEHHE) BHYTPEHHEH OMUCH;

¢ BHECEHHE YTOUHEHUH B PEKBUIUTEI JTUIEBON OOJIOXKKH Jiena.



e TpeOOBATh HCKIIOUEHHS HIIH UCTIPABIEHNS HEBEPHbIX M HETOMHbIX (MCKaKEHHBIX)
CBOHUX ME€PCOHATBHBIX JaHHBIX.

7.2. PaboToziaTens MMeeT npaso:

e 00padarblBaTh IIepCOHAIbHbIE JaHHbIE PAGOTHHKOB, B TOM 9HCIIE U HA
BJIEKTPOHHBIX HOCHTEJSX;

° 3ampalmuBaTh OT PaDOTHHKOB HH(POPMAILHIO, HEOOXOIUMYIO JUTS BEACHHS TUUHbIX
1€l 1 00pabOTKH NMEPCOHANLHBIX TaHHBIX.



