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MOPAJOK
_ BeJeHHs JHYHBIX el paboTHHKOB
TKI0Y «IETCKHI CAJI Ned «TEPEMOK» AMBPOCHUEBCKOI'O M.O.» THP

1. O0mue moJI0KEeHH S

1.1 HacTosmuii TOKaJIbHBIA akT OnpeenseT NOPAI0K BeICH s, yIeTa i XpaHCHU THIHbIX
nen pabotaukoB TKJIOY «Jerckuit cam Ned «Tepemox» AMBPOCHEBCKOTO M. 0.» JTHP

1.2. Tlopsinok paspaboTan B cOOTBETCTBHE ¢ TpynoBbM KofiekcoMm PO, DesiepanbHbiM
3ax0HOM OT 27.07.2006 Ne 152-@3 «O mepcoHaIbHBIX JAaHHBIXY, IpUKa3oM PocapxuBa OT
31.07.2023 Ne 77 «O6 yrBepkaeHHU [IpaBui opranu3aiiy XpaHeHU s, KOMIIIEKTOBaHHUS,
yeTa ¥ HCIOIb30BaHUs TOKyMeHTOB ApxuBHOTO Gonna Poccuiickoit denepaniy U APyrux
apXUBHBIX JJOKYMEHTOB B TOCY/IAPCTBEHHBIX OpraHax, opraHax MECTHOTO CaMOYIIPaBICHUS U
OpraHM3aHUIX», KOJUIEKTHBHBIM OTOBOPOM H yCTABOM 00pa3oBaTebHOH OpraHA3aliH.

2. DopMHpOBaHIE JHYHBIX €] Pa00THHKOB
2.1. ®opMHpOBaHKE JIMUHOIO Jiea pabOTHHKA MPOU3BOAUTCS BOCHIMTATENEM [Monsuckon MLA.

JInynoe geno GopMupyeTCs He MO3Hee NATH paboumX JHEH cO IHs 3aKIF0IEHHS TPYA0BOTO
ZI0rOBOPA, HO HE paHee MOJLyYeHus OT pabOTHUKA COTJIAacHs Ha 0OpabOTKY €ro HEPCOHANBHBIX
TTAHHBIX.

2.2. Ilepsrunoe 0OpMIIEHHE JUYHOTO JeNla IPelyCMaTpUBAET:



a) IPHCBOEHKE TMYHOMY JIeTy HOMEpa COTTIacHO JKypHaly ydeTa JIMIHBIX e (IpHUITIOKEHHE
Ne 1);

6) opopmiIeHHE 00JI0KKH JIMIHOTO JEJa, KOTOpast bopmupyercsi B COOTBETCTBHH C
TpeGoBanmsAMY prKasa Pocapxusa oT 3 1.07.2023 Ne 77. B 00105%kKy BHOCST CJI€1YIOLINE
PEKBH3UTHI: HHIEKC 1€Na (B COOTBETCTBUM C HOMEHKJIATYpoii fen 06pa3oBaTenbHON
OpraHu3allii); TOJHOE HAaUMEHOBAHUE 06pa3oBaTeNpHON OpraHu3aluy; HOMEP JIHIHOTO
nena; paMUITHsS MM OTIECTBO PAGOTHUKA B HMCHHTEBHOM MAIEKe; IaThl — O]l Hadana 1
rOJI OKOHYAHHUS BeIEHHUS [ie1a; KONIHYECTBO JINCTOB; CPOK XPAHCHUS;

B) IoOMeEIleHue JOKYMEHTOB, MOoJJIS)KAINX XPaHCHUIO B COCTaBEC JIUYHBIX OCJI, B
XPOHOJIOTHIECKOM Iopsaake:

o BHYTPEHHSSI OIIMCh JIOKYMEHTOB JIE/1a, KOTOpast GopmEpyeTcss B COOTBETCTBHH €
TpeGoBaHUIME NpuKasza Pocapxusa OT 31.07.2023 No 77;

o JIHMCT C OTMETKAMM 00 03HAKOMJICHMH PaOOTHHKA C IIEPCOHATPHBIMA JaHHBIMU M3
nuusoro pena (mpuokenue Ne 2);

o JIHCT C OTMETKAMH O Pe3yJIbTaTax eXeroHO! MPOBEPKH COCTOAHHS IMHTHOTO €A
(mpunoxxerue Ne 3);

o JIMUHBIH JTUCTOK 110 yUeTy Kaapos (mpunoxenue Ne 4);

e corjacue Ha 00pabOTKy EPCOHATBHBIX NAHHBIX,

e 3asBIICHHUE O IpreMe Ha paboTy;

e KOIHS IPHKA3a O IpreMe Ha paboTy;

e KOIHMS IOJDKHOCTHOM HHCTPYKIIUH;

e TPYIOBOW JOTOBOD;

e JIOTOBOP O MOJHOM MaTE€PHAIBHOM OTBETCTBEHHOCTH (ecmu paOOTHHK —
MaTepHATLHO OTBETCTBEHHOE JIHLIO);

o pE3yNbTAThl IPEIBAPUTENHHOIO MEIHIIMHCKOTO OCMOTPA;

e pe3ynbTaThl ICHXMATPHUCCKUX OCBHUIETEIHCTBOBAHUI (el paOOTHUK BBITIOIHACT
OTIEIbHBIE BUBI NEATEILHOCTH;

2.3. JIMCTHI JOKYMEHTOB, IOMEIICHHBIX B INYHOE JEJI0, MOATIeKAT HyMepaluu.

2.4. JToKyMEHTBI IOMEIIAIOTCSL B [IANKy-CKOPOCIIHBATEIb. IIpu yBOJBHEHHH PaOOTHHKA €TI0
IPOLIABACTCS HUTKAMHU U CHACTCA B apXHB 00pa3oBaTenbHON OpraHu3aIky.

2.5. BHyTpeHHSs ONKCH JOKYMEHTOB IENa JOJDKHA COAEPIKATh CBEICHU O MOPATKOBIX
HOMepax, HAHMEHOBAHMSIX JOKYMEHTOB JI€/1a, KOJIMIECTBE JIMCTOB, 1aTaX BRIHOHCHHIA
JOKYMEHTOB B JINYHOE JIEJI0 ¥ U3BSTHS U3 JIENa, a TAKKE KeM U3BAT JOKYyMEHT 1 IO KaKou
MIPUYUHE.

2.6. BHyTpeHHSIsl OIKCH COCTABIISIETCS HA OTAEIBHOM JIUCTE TI0 yCTAHOBJIEHHOH (opme.
JIUCTEI BHYTpEHHEH ONUCH HYMEPYIOTCS OTAEIBHO.

2.7. Ilpu moATOTOBKE THYHBIX [E] K IIepeiade Ha XpaHCHUE K BHYTpEHHEH OIMCH
COCTARJISIETCSL HTOTOBAS 3aIIHCh, B KOTOPOM yKa3bIBaeTca HU(paMu U IPOIHCHIO KOIHIECTBO
BKJIFOYEHHBIX B HEE JOKYMEHTOB M KOJIHYECTBO JIACTOB Jeya.



3. Benenue Ju4YHBIX gei paboTHHKOB

3.1. JIuunoe nemno BemeTcst B TeueHwMe BCero neproaa paboTel paboTHHKA 00pazoBaTenpHOL
OpraHu3alfH.

3.2. Benenwue nuunOTO fena paboTHHKa IpenycMaTpuBaeT TIOMEIIEHHUE B IEJI0 JOKYMEHTOB,
00pasyIOIKXCsl B IIPOIIecce paboueil AesTelb HoCTH M UMEIOIIIX 3HAYEHHE IS TPYIOBBIX
OTHOINEHHIH:

° HOTONHEHHE K TMYHOMY JIHCTKY 110 Y4eTy KaJIpoB;

® JOIOJHUTENBHEIE COTTAIICHHS K TPYIOBOMY J0TOBOPY;

¢ KOITHH IIPUKA30B 10 TUYHOMY COCTaBY, KOTOPBIE KACAOTCS pabotHuKa (o mepeoze,
TCPEMEIIICHIH, POTAMH, COBMELIEHHH, COBMECTHTEIBCTBE, YBOJIBHEHHH, OILIATE
TpyZia, aTTeCTaluH, IOBBINEHHHE KBATH(DUKALIHH, TIOOIIPEHUH, HAarpaXkKIEHHH, 00
M3MEHCHHH aHKETHO-O0MOrpaduecKux NaHHBIX, OTITyCKax II0 yXOny 3a peGeHKOoM,
OTIyCKaX 0e3 CoXpaHeHus 3apaboTHOH IIJIATHI);

° OT3BIBBI NOJDKHOCTHBIX JIHII O paGOTHHKE;

° corimacus Ha 00pabOTKy NEPCOHANBHBIX NAHHBIX,

° XapaKTCpPUCTHKH M PeKOMEH/AaTelbHbIE THCHMA,

° aTTeCTalMOHHBIE JIUCTEI,

® PCSYJIBTATEI ICPUOANYECKHX METUIMHCKHX OCMOTPOB;

© PE3YIbTATHI ICUXHATPHYECKUX OCBHIETEIHCTBOBAHMIA (ecnH paGOTHHK BBITOHSET
OTHEIBHBIC BUIIBI ESITEILHOCTH;

° YBEIOMIIEHHS 00 H3MEHEHHH YCIOBHil TPYLOBOTO JIOTOBOpa;

° KOIHH OOBACHUTENIBHBIX 3aMTHCOK, 3asBICHHHN paboTHHKa;

° MaTepHasbl aTTeCTalUK (€CIH PAGOTHHUK MOIIEIKHT TIPOXOKICHUIO ATTECTALMH );

° JHCT — 3aBEPHUTENb NeNa (COCTABIIAIOT IIPU c/laue JIMIHOTO e B apxuB),

° HWHBIE JOKYMEHTEI.

3.3. PaboTHHK 3HAKOMHTCS ¢ THYHBIM AICIIOM B TCUEHHE TPEX pabounX JHEH C HaThl
HOJIy9EHHSI OTBETCTBEHHBIM 32 BEJIEHHE AT 3asBIICHHS C IPockOoit 06 o3nakomuenuu. 06
9TOM NIETIACTCsT OTMETKA B JINCTE O3HAKOMJICHHS PAGOTHHKA C JIMUHBIM ZIEJIOM.

34, OSHaKOMHeHI/Ie C ACJIOM IIPOUCXOIUT HCKITFOUHUTENILHO B KaOUHETE OTBETCTBEHHOIO 3a
BCIOCHHUE JIET U B €TI0 IIPUCYTCTBHUH. 3anpemaeTCH BBIHOC Jiej1a U3 KaOUHETA.

3.5. Beiiaua kommit JOKyMEHTOB H3 THYHOrO A€Ja TPOU3BOAUTCS IO JINYHOMY 3asIBICHHIO
paboTHHUKA U ¢ paspernenus 3aBenyromero. Konuu 1okyMeHTOB HOMKHBI GBITS 3aBEPEHBI U
TIPENOCTABIIEHbI PAOOTHHKY B TEYCHHE TPeX pabounX MHEH co JHS IOaYH 3asBIICHHUSL.

3.6. U3saTre oTnenBHDBIX AOKYMCHTOB U3 JIMYHOTO JIeJ1a IPOU3BOIUTCS C paspemeHns
3aBCAYIOMIEro 00pa30BATENbHON OPraHH3AIIH C ohopMieHHEM COOTBETCTBYIOIIEH 3aMMUCH B
rpade «I[Tpumeuanwuey BHYTpEHHEH onucH. [Ipu BpeMeHHOM H3bSTHE IOKYMEHTA Ha €T0
MECTO (MEKITY JIHCTAMH COCETHUX JOKYMEHTOB) BKJIAbIBAETCS CIIpaBKa-3aMECTUTEND C
YKa3aHUEM JaThl M IPHYHH U3BSITHUS C TOIIIHCHIO JIUIIa, BBIOABIIErO JOKYMEHT, U ITOMUCHIO
JIMIA, TOJY4UBIIErO €T0 BO BPEMEHHOE MOJIb30BAHIIE.,

3.7. B nensx obecrieuenus KOHTPOJIAL 32 COXPaHHOCTBIO U aKTYalIbHOCTEEO THYHBIX JEJT B
00pa3oBaTeNLHOM OpraHH3anuH CIKETOTHO ITPOU3BOMUTCS IPOBEPKA UX HAIHYHS H
COCTOSIHHSI.



3.8. EsKkeroiHyo IIPOBEPKY COCTOSHMS JIMIHBIX JEN Ha IPEIMET COXPAaHHOCTH BKJIFOUEHHBIX
B HErO JOKYMEHTOB IPOBOJIUT CIICIHANBHO CO3MAHHas KOMUCCHAL. O npoBENEHHBIX
TIPOBEPKAX JIENaeTCs OTMETKA B JIACTE O pe3yapTaTax €)XErOHOM MPOBEPKH COCTOSIHUA U
HAITIGES TAYHOro Aena (nprioxenie Ne 3) H COCTaBSETCS aKT. Pe3y/bTaTsl NPOBEPKA
JIMYHBIX JEN B 003aTeIbHOM MOPAIKE TOBOAATCA O 3aBEIYIOLIETO 00pa3oBaTenbHON
OpraHU3allkH.

4. XpaHeHHe H Y4eT JUIHBIX € paGoTHHKOB

4.1 XpaHeHue 1 y4eT TMYHbIX A€l PAOOTHUKOB 00pazoBaTeIbHON OpraHu3aluy
OPTaHU3YIOTCS C LENBIO OBICTPOTO MOUCKA JINIHBIX IETI, oOecIeyeHus UX COXPaHHOCTH U
KOH(HICHIMATBHOCTH CBEICHHH, CONEPIKAIIMXCs B NOKYMEHTAX JITHHBIX JIe, OT
HECAHKI[MOHUPOBAHHOIO JOCTYIA.

4.2. Jlyussle nea pAGOTHUKOB XPAHSTCS y OTBETCTBEHHOTO 32 BENCHHUC NN B CHEHMATEHOM
MeTalIMIecKoM ceide.

4.3, JIocTym K JIMYHBIM JejiamM pa0OTHUKOB UMEIOT TOJIBKO OTBETCTBEHHBIN 3a BEACHHUE NEI 1
3aBeIyIOMUHA 00pa30BaTeIbHON OPraHUu3aANHY.

4.4, CucTeMaTH3aIlis TMYHbIX 1671 paOOTHUKOB IIPOM3BOMUTCS B an(aBUTHOM IOPSIIKE.
5. OdopmJieHHe JTHYHBIX /IeJ PA0OTHHKOB Iepen caaveil B apXuB

5.1. OpopmieHre TUUHBIX [ET I IIEPEAATH B apXUB IPOM3BOIUTCS] OTBETCTBCHHBIM 34
BeJIeHHUE [IeN. DTa MpoLeaypa BKII0YacT:

o TOIIMBKY (TIEPEILIET) ACNa;

o yTOYHEHHE HyMEpAIHH JINCTOB JIEJIa;

e COCTABJICHHUE JIMCTA-3aBEPHUTENS, KOTOPBIH GOPMUPYETCS B COOTBETCTBUM €
Tpe6OBaHUSAME IIpHKa3a PocapxuBa ot 31.07.2023 Ne 77,

cocTapiieHue (YTOYHEHNE) BHYTPEHHEH OITHCH;

BHECEHHE YTOUHEHW ! B PEKBU3UTHI JIALEBOM O0JI0KKH NIENa.

5.2. Jluct — 3aBEpHUTENDb ACTIa MOJDKEH MOAIUCaTh €ro COCTaBUTCIIb, IIpu 3TOM OenacTCa
pacmn@pOBKa JOOJDKHOCTH U IMOOINCH, IPOCTaBJIICTCA Jara. B IpoI1ecce HCIIOJIB30BAHHUL
apXUBHBIX JOKYMEHTOB B JIACTE-3aBEPUTEIIC ACIat0TCA COOTBETCTBYIOIIMUAEC OTMCTKH.

ECIIH 160 TOJIIIATO 6e3 TUcTa-3aBepUTENs, TO €r0 CeyeT HaKICHTh Ha BHYTPEHHIO0
CTOPOHY OOJIOKKH Jeria.

5.3. C 1efbio obecreden st COXPaHHOCTH JUIHBIX €T PCKOMEHIYETCA:

o OODBENUHATH HHAUBUIyaNbHBIC TMYHBIC [€JIa YBOJICHHBIX pabOTHHUKOB B OJIHY
06110XKY (00beIMHEHHOE JIETI0) C TAKMM PactieToM, yT0OBI 00BEM Jenia (ToMa) He
npesbinai 250 TUCTOB (IIyTeM CIIMBKY MaTepHalon WHIMBUIYaJbHBIX JCI 10
rojiaM yBOJIbHEHHS);

o pacrofaraTh MaTePHANbl HHIAMBHIYaTbHBIX JCI B MPEAEax ACa (Toma) B
anpaBUTHOM TIOpsiIKE (T0DaMHUIIBHO), OTAEISA MaTePHATIEL, OTHOCSIIIIHECS K



pa3HBIM HHIWBUIYaIbHBIM JI€JIaM, YACTHIM JTMCTOM OyMard ¢ yKa3aHHEM Ha HEM
(bamMuIHH, AIMEHH B OTYECTBA COOTBETCTBYIOLIETO YBOJIEHHOTO COTPYIHUKA;

e CHaOXaTh Ka)K10e 0OBETUHEHHOE JeJI0 (TOM) BHYTPEHHEH OMHCHIO C
IepevrciieHreM (paMuIni, HIMEH B OTUECTB U YKa3aHHEM HOMEPOB CTpaHHII, B
mpezenax KOTOPBIX PacIo0KEHbI COOTBETCTBYIOIIUE JOKYMEHTEI.

5.4. Hepeﬂaqa JIMYHBIX OEJI B apXUB OCYHICCTBIIACTCA HE ITO3HEEC TPEX JIET IIOCIIC
3aBCPIICHUA UX B OCIIOIIPOU3BOACTBE B COOTBETCTBUHU C I’pa(pI/IKOM. Hpe,HBapHTCHBHO
OTBETCTBCHHBIM 34 BEACHHUEC OCJI IPOBEPACTCA ITOJIHOTA U ITPABHUJIIBHOCTD ITOATOTOBKH JIMYHBIX
JCJI K IIepenaye. Brigssnennrnie IIPU IPOBEPKE HEAOCTATKH YCTPAHAKOTCA OTBETCTBEHHBIM 34
BEOCHHUC IOCII. Hepez[aqa U IIPUEM IIPOU3BOIATCS 10 OIIUCH C HpOCTaHOBKOfI OTMETOK O
HaJIUYHH JIUYHBIX ICII.

5.5. JIuunble nena paOOTHHKOB, 3aKOHYEHHEIE AeJI0Npou3BoaAcTBOM 1o | sHBaps 2003 roxa,
xpansatcst 75 net, mocne 1 saBaps 2003 roga — 50 mer.

6. OTBeTcTBEeHHOCTH paboTogaTe/isi H pabloTHHKA

6.1. PaboTHrKH 00pa3oBaTeIbHON OpraHu3aIiy 00s53aHbl CBOEBPEMEHHO IIPECTABIIATh
CBeIeHHs 00 H3MEHEHUH CBOUX IEPCOHAIBHBIX JaHHBIX, BKIIFOUEHHBIX B COCTAB JINYHOIO
nena.

6.2. OTBETCTBEHHKLIH 3a BEeJCHUE JIEI pa6OTHI/IKOB HECET JUCHHUIIIIMHAPHYIO X HHYIO
OTBECTCTBCHHOCTD 3a pas3rjlalli€eHue KOH(bHI[@HL[I/Ia_HBHbIX CBeﬂeHHﬁ, COALCPpKaIIUXCA B JINUHBIX
Jeax, ¥ 3a HHBIC HAPYIICHHUA MMOPAAKa BEACHUA IMYHBIX OEII.

7. llpaBa paGoTonateJisi 1 padoTHHKA
7.1. PaboTHuKH 00pazoBaTeIbHON OpraHU3aluy UMEIOT MIPaBo:

e TIOJTyYaTh MMOJIHYIO HHPOpMaLK0 00 00paboTKe CBOMX MEPCOHAIBHBIX TaHHBIX;

e II0JIy4aTh JIOCTYII K CBOUM II€PCOHAIBHBIM JaHHBIM;

e II0JyYaTh KOMHUH JOKYMEHTOB, XPAHSIIHUXCS B JIHYHOM [IEJIE;

e TpebOBaTh UCKITIOUCHHUS WIIH UCIPABICHHS HEBEPHBIX M HEIOIHBIX (MCKaKEHHBIX )
CBOUX MMEPCOHAIBHBIX JaHHBIX.

7.2. PaboTonarenb UMeET MpaBo:

° OGp&G&TBIBaTB IIEPCOHAJIBHBIC JaHHBIC pa6OTHI/IKOB, B TOM YHCJIE H Ha
SJICKTPOHHBIX HOCUTEIIIX,

e 3alpamuBaTh OT pa6OTHHKOB I/IH(bOpMaLIHIO, H€O6XOHHM}/}O JJIs1 BEACHHSA JIMYHBIX
pA(SAI N 06pa6OTKI/I IIEPCOHAIBHBIX JaHHBIX.



