MyH#IUnaIbHOE OI0KETHOE TOIIKOJIBHOE 00pa3oBaTeIbHOE YUPEIKIACHUE
-netckuii cajg Ne 8 «OroHeky»
(MBJIOY Ne 8)

COI'JTACOBAHO YTBEP)K,H.EHO \
npodcorozom MBIIOY Ne 8 npnxa30M MBIIOY NO 8
(mportokout ot 01.09.2023 Ne ) ot 01.09. 2075 Xo 70,

Q1 mf@' H O],

MOPAAOK
BeJeHHUsl JIMYHBIX J1eJ1 pA00OTHUKOB
MyHHIHNAILHOTO GI0IKETHOr0 J0MKO0/ILHOr0 00pa3oBaTe/IbHOI0 yIPeKICHUs
-nerckuii cag Ne 8 «Oronex»

1. O0mue nos10KeHUs

1.1 HacTosiuuit ToKaJbHbIHA aKT OMpeIesseT NOPsI0K BEACHH s, yIeTa U XpaHCHUs THIHBIX
e paboTHHKOB MyHHIMIIAIBHOTO OI0DKETHOTO 0LIKOILHOTO 00pa3s0BaTe/ibHOro
yupeskaeHus — netckuit can Ne 8» (nasee — oOpasoBareibHas OpraHu3aLus).

1.2. Tlopsinok paspaGoTan B cooTBeTcTBUH ¢ TpynoBbiM Kojiekcom PO, desiepanbHbiM
3akoHOM OT 27.07.2006 Ne 152-®3 «O nepcoHalbHBIX JaHHBIX», IpHKa3om Pocapxusa ot
31.07.2023 Ne 77 «O6 yrBepxkaeHuu [IpaBui opranu3anui XpaHeHHsl, KOMIJICKTOBAHHS,
ydyeTa U UCIOJIb30BaHUs JOKYMEHTOB ApxusHoro pouna Poceniickoii desepainn u Apyrux
apXMBHEIX JIOKYMEHTOB B TOCY/IAPCTBEHHBIX OPraHax, Opramax MeCTHOrO caMOyIpaBJICHUs U
OpraHM3aLysX», KOJUICKTHBHBIM I0TOBOPOM H YCTaBOM 00pa3oBaTeIbHON OpraHu3aluy.

25 d)opMHpOBalme JIMYHBIX /1eJ1 pa00THHKOB
2.1. dopMHUpOBaHHe JIMIHOrO Jeia pabOTHHKA POU3BOJUTCS PAOOTHHKOM

HA3HAYEHHBIM PYKOBOAMTENIEM 00pa30BaTe/IbHON OpraHu3alluy (Jaiee — OTBETCTBEHHBIH 3a
BEJICHHE JIEJT),

JInunoe neno (bopMpreTcsI HE MO3/IHEE IIATH pa6oqp1x JIHEH CO JIHS 3aKJIIOUEHHUS TPYI0BOIO
JIOroBOpa, HO HE paHee MOydeHHs OT pabOTHHKA COTIacus Ha 00padOTKy ero NepCoHaIbHBIX
JAHHBIX. -

2.2. IlepBruHoe 0hOPMIIEHHE JIMUHOTO JeJIa MPETyCMaTPUBACT:

a) IPUCBOCHUE JTMYHOMY €Iy HOMEpa



6) odopmiieHrHe 00I0KKH JIMIHOrO JeIa, KOTopas GopMHUpyeTCs B COOTBETCTBHH C
TpeboBaHusIMH MpuKasa Pocapxusa OT 31.07.2023 Ne 77. B 06110KKy BHOCAT CJICAYIOLINE
PEKBHM3UTBI: HHJIEKC JIeia (B COOTBETCTBHH C HOMEHKJIATypO# jies 00pa3oBaTesbHOM
OpraHu3alyin); MOJIHOE HAUMEHOBAHNE 006pa30BaTeIbHON OpraHu3aliu; HOMEp JIHIHOIO
jena; haMIIHsS HMsl OTUECTBO PAOOTHUKA B MIMCHHTE/ILHOM MaZeke; IAThl — FOA Havaja u
roJl OKOHUAHHUS BEJICHUS 1eN1a; KOJIMYECTBO JIMCTOB; CPOK XPAHCHHS,

B) oMenIieHue J0KyMEHTOB, noJieKalux XpaHeHHuO B COCTaBE JINYHBIX ACJI, B
XPOHOJIOTHIECKOM TMOPpsIAKE:

e BHYTPEHHsIs OITHCh JOKYMEHTOB JigJia, KOTOpast GopMEpyeTCsl B COOTBETCTBHH C
TpeGoBanusaMu npukasa Pocapxusa ot 31 .07.2023 Ne 77;

e JIMCT C OTMETKaMK 00 03HAKOMJIEHHH pabOTHHUKA C MEPCOHANBHBIMHA TaHHBIMHA 13
JUYHOTO Jera

o JIMCT C OTMETKAMH O Pe3yJIbTaTax €XKeroJHOH MpoBEPKH COCTOSHMS JTMIHOTO 1e/1a

e JIMYHBIN JIMCTOK 110 YUETy KaJpPOB WJIM aHKETa

e 3asBJIEHHE O pUEMe Ha paboTy;

e KOIMS NPHKa3a 0 IpHeMe Ha paborTy;

e KOIUS JOJDKHOCTHON HHCTPYKIIMH;

e TPYLOBOMW JOTOBOD;

e JIOTOBOD O TOJHON MaTepuaJbHON OTBETCTBCHHOCTH (ecu pabOTHHK —
MaTepHanbHO OTBETCTBEHHOE JIULIO);

e XApaKTEPUCTHKH M PEKOMEH/ATENIbHBIC THChMA;

2.3. JIuCThI JOKYMEHTOB, IOMEIIEHHBIX B JIYHOE JIEJI0, [TONIeXKAT HyMEPALNH.

2.4. JIoOKyMEeHTbI TOMEIAIOTCsl B MAKy-CKOPOCUIHBATEIb. [Ipu yBOJIBHEHHH paOOTHHKA JEJI0
MPOLIMBACTCS HUTKAMK U C/IaeTCs B apXHB 0Opa3oBaTeIbHON OpraHu3alHy.

s

=

2.5. BHYTpeHHss OIUCH JOKYMEHTOB Jiefia 10/KHA COJICPIKATE CBEIACHHS O MOPSIIKOBBIX
HOMEpax, HAHMEHOBAHUAX JIOKYMEHTOB JIeJa, KOJIMYECTBE JIUCTOB, JaTaX BKIIOUCHUS
JIOKYMEHTOB B JINYHOE JIJI0 U U3bATHS U3 [1e/1a, a TAKIKE KEM H3BAT JIOKYMCEHT H Mo KaKkom
IIPUYHHE. '

2.6. BHyTpeHHss OIHCh COCTABJIACTCS Ha OTAC/IBLHOM JIMCTE 11O yCTaHOBJICHHOH (hopme.
JIMCTBI BHYTPEHHEH OMUCH HYMEPYIOTCS OTACIBHO.

2.7. Tlpy IOATOTOBKE JIMYHBIX e/ K [Iepeiaue Ha XPaHeHHUE K BHYTPEHHEN OIUCH
COCTABJISAETCS UTOrOBAsl 3alIUCh, B KOTOPOii yKa3bIBAETCS H(PaMH H MPOMUCEHIO KOTHHECTBO
BKJIIOYEHHBIX B HEE JIOKYMEHTOB U KOJHYECTBO JIKCTOB JIeJIa.

3. Beienue JHYHbBIX e/ pa0OTHHKOB

3.1. JInuHOE 7610 BEAeTCs B TEUEHHE BCEro Mepro/ia paboTbl pabOTHHKA 00pa3oBaTe/IbHOH
OpraHu3alHH.



3.2. Beaenue nmuuHOTO jiena pabOTHUKA [IpeayCcMaTpUBaeT MOMELIEHHE B ACJIO JOKYMEHTOB,
o0pa3yroluxcs B rporecce padboyel AesaTeIbHOCTH U UMEIOIINX 3HAYEHHUE JUIsl TPYIOBBIX
OTHOLLIEHUN: i

e JIOTIOJHEHHE K JIMYHOMY JIMCTKY 10 Y4ETY KaJpOB;

e JIOTIOJHHUTEJIbHBIE COTJIALIEHHUS K TPYL0BOMY JOIOBODY;

o KOIIMH IIPHKA30B 10 JINYHOMY COCTaBY, KOTOPbIE KacatoTCsl pabOTHHKA;

e JIMCT — 3aBEPUTEIH Jie/1a (COCTABIISIOT MPH Cade JIMYHOIO J€/a B aPXHB);

° HUHBIC JIOKYMEHTBHIL. %
3.3. B inuHbIe Je1a HE MOMEIIAl0TCsl JOKYMEHThI, UMEIOLIME BTOPOCTENIEHHOE 3HAYCHHUE.
Taxue 10KyMEHTBI XpaHsTcs B 0T1enbHOM Jeiie Ne 4-09 «JloKyMeHTEBI, He BOLIEALIKNE B
COCTAaB JIMYHBIX JIENY.

3.4. PaGOTHHK 3HAKOMHUTCS C JINYHBIM JIEJIOM B Te€UEHHE TpeX paboumX AHEH C JaThl
MOJTyYSHHs] OTBETCTBEHHBIM 3a BEJCHHE JIEJ 3asiBJICHUS C Mpocb0oi 00 o3HakomieHnu. OO0
ITOM JIEJIAeTCsl OTMETKA B JIUCTE O3HAKOMJICHHs pAOOTHHKA C JIMUHBIM JIETIOM.

3.5. O3HaKOMJIEHHE C ACJIOM MPOUCXOAUT UCKIIOUUTEILHO B KAOMHETE OTBETCTBEHHOIO 32
BEJICHUE JIe]T U B €ro MPUCYTCTBUU. 3aIpelaeTcsl BBIHOC Jeiia U3 KaOUHeTa.

3.6. Beigaua Komnuit JOKYMEHTOB U3 JHYHOIO JeJa IPOU3BOAUTCS 10 JJUUHOMY 3asBJICHUIO
paOOTHHKA ¥ ¢ pa3pelieHus 3apeayromieii. Konuu 10KyMeHTOB A0JKHBI OBbITh 3aBEPEHB] U
MpeJ0CTaBIEHbl PAOOTHUKY B TE€UEHHUE TPEX AHEH CO IHs [10JAa4YH 3asBICHHUS.

3.7. I3bsiTHE OTAEIBHBIX JOKYMEHTOB M3 JIMYHOTO Jlej1a IPOM3BOIUTCS C pa3pelIeHus
3aBeJIyIOlIeH 00pa3oBaTeIbHON OpraHu3auy ¢ 0pOPMIEHHEM COOTBETCTBYIOLIEH 3aMUuCH B
rpade «llpumedanue» BHyTpeHHEH onycH. [Ipn BpeMEHHOM M3bATHM JOKYMEHTA Ha €ro
MEeCTO (MEXy JIHCTAMH COCEIHUX JOKYMEHTOB) BKJI/bIBAETCS CIIPABKA-3aMECTUTEb C
yKa3aHHEeM JaThl i IPHUMH H3BATHSA C TIOAMKUCHIO JIUIA, BBLIABLIETO TOKYMEHT, H MOTHCHIO
JIULIA, TIQJIY4HBIIErO ero BO BPEMEHHOE MO/Ib30BAHHE.

3.8. B uensx obecnevyeHuss KOHTPOJIS 32 COXPAHHOCTBIO U AKTYaJbHOCTBIO JIMYHBIX J€JT B
00pa3oBaTesIbHON OpraHu3aly eKeroJHO POU3BOANTCS IPOBEPKA UX HAMYHS U
COCTOSIHHUSI.

3.9. EseroiHyro NpoBepKy COCTOSHHUS JIMYHBIX A€/ Ha PEAMET COXPAHHOCTH BKJIIOUCHHBIX
B HETO JIOKYMEHTOB MPOBOJMT CHEIUAIBLHO co3anHasi komuccusi. O MpoBeJeHHBIX
MPOBEPKaXx JIeJJaeTCsl OTMETKA B JIMCTE O Pe3yJIbTaTax €KEeroJHOH IPOBEPKU COCTOSHUS K
HAJIMYMs JMYHOTO JIeNla U COCTABIIAETCS aKT. Pe3ybTarhl POBEPKH JHIHBIX JCI B
00s3aTeIbHOM MOpsiJKe JOBOAATCA 110 AMPEKTOPa 00pa3oBaTeIbHON OpraHu3aLyy.

4. XpaHeHHe U y4eT JIUYHBIX /1eJ1 pA00THHKOB

4.1 XpaHeHue U y4eT JIMYHBIX Je]l paOOTHUKOB 00pa3oBaTe/IbHOM OpraHu3annm
OpPraHU3yIOTCS C LEbI0 OBICTPOro MOUCKA JIMYHBIX A€/, 00eCIeUeHHs UX COXPAaHHOCTH U
KOH(UICHIIMAIBHOCTH CBEJICHHUH, COAEPKALIUXCS B JOKYMEHTAX JIMYHBIX JIEN, OT
HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.



4.2. JInunple nena pabOTHUKOB XPAHATCS y OTBETCTBEHHOI'O 32 BEJICHHE JIE)l B CHELHAIBLHOM
METAJIIINYECKOM celide.

4.3. JIocTyn K JINYHBIM Jie1aM paOOTHUKOB HMEIOFT0JIbKO OTBETCTBEHHBIH 3a BEAEHHUE JIE] U
JUPEKTOP 00pa3oBaTeIbHONW OpraHU3alKy JIHOO €ro 3aMEeCTHTEH MPU HCIIOTHEHHH
00s13aHHOCTEH qUpeKTOpa 00pa3oBaTEIbHON OpraHU3alkH.

4.4, Cucremaru3zalys JIMUHBIX J1eJ1 PAOOTHUKOB MPOU3BOIUTCS B aJI()aBUTHOM IOPSIIKE.

L]

S. OdopmiteHne THYHBIX 1eJI pa0OTHUKOB Nepe/ caavueil B apXuB

5.1. OdopmiieHHe JIMYHBIX [ Ul Iepead B apXUB [POU3BOIUTCS OTBETCTBEHHBIM 3a
BEJICHHE JieNl. DTa NpoLeypa BKIIKOYALT:

e IMOJALIMBKY (IEPEIIET) Jea;

e YTOYHEHHUE HyMEpalUH JUCTOB JIela;

e COCTaBJICHHE JINCTA-3aBEPUTEIS], KOTOPBIH (OPMHUPYETCS B COOTBETCTBUU C
TpeboBaHusIMHU NpuKaza PocapxuBa ot 31.07.2023 Ne 77;

e COCTaBJICHHE (YTOUHEHUE) BHYTPEHHEH OIMHUCH;

e BHECEHHME yTOUYHEHUH B PEKBU3UTHI JINLIEBOM OOJIOKKH JIela.

5.2. Jluct — 3aBepuTeb JeJ1a J0DKEH MOAIMKHCATh er0 COCTABUTEb, IPU 3TOM JEJIaeTCs
pacuu(poBKa JOKHOCTH U HOAIUCH, IPOCTABIIAETCS IaTa. B mpolecce Henoab30BaHus
ApXUBHbBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIE IETAOTCS COOTBETCTBYIOIINE OTMETKH.

Ecan neno noamunro 6e3 ucra-3aBepuTeis, TO €ro CIIEAYeT HAKIEUTh HA BHYTPEHHIOKO
CTOPOHY OOJIOKKH JIea.

Sk Hepenaqa JIMYHBIX ICJI B ApXUB OCYHICCTBIJISICTCS HE ITO3HEE TPEX JIET MOCIIC
3aBCPILICHHUS HUX B L[CHOI'IpOI/ISBOJICTB‘éB COOTBETCTBHUHU C I"pa(bI/IKOM. HpeﬂBapmeanO
OTBGTS;I‘BeHHbIM 3a BEACHUC ICJI ITPOBEPSETCS MOJIHOTA U ITPABUJIBHOCTDL MOATOTOBKH JIMYHBIX
JCJI K nepeaayve. BoIsiBIIEHHBIE IIPU IIPOBEPKE HEJIOCTATKH YCTPAHAKOTCSA OTBETCTBEHHBIM 3a
BCACHUE OECII. Hepenaqa U MPUEM TIPOU3BOIASATES 1O OIIMCH C HpOCTaHOBKOﬁ OTMETOK O
HaJIMYKUH JINYHBIX JCJI.

5.4. JInunble gena pabOTHUKOB, 3aKOHYEHHBIE 1eI0NPON3BOACTBOM 10 | suBaps 2003 roaa,
Xpansres 75 nert, nocne 1 saBaps 2003 roxa — 50 ster..

6. OTBETCTBEHHOCTH padoTOAATES H PA0OTHHKA

: 5 L /

6.1. PaboTHuku 06pa3oBaTe/ibHOM OpraHu3aluy 00s13aHbl CBOEBPEMEHHO TPEICTABISATE
CBEICHUS 00 H3MEHEHHUH CBOMX MEPCOHAIBHBIX AaHHBIX, BKIIIOUYEHHBIX B COCTAB JTHUHOIO
Jena.

6.2. OTBETCTBEHHBIH 3a BeJIeHHE Je1 paOOTHUKOB HECET JUCHHUILTMHAPHYIO U HHYIO
OTBETCTBEHHOCTD 3@ pasrialleHue KOH(DUICHIIMAIbHBIX CBEACHUH, CONEPIKALIUXCS B IMYHBIX
JICNax, ¥ 3a MHbIE HAPYLICHUS NOPSAKA BEACHUS JUYHBIX JICI.



7. IllpaBa pa6oroaare/isi H padOTHHKA
7.1. PaboTHrku 00pa3zoBaTeNIbHON OpraHu3alii HMEIOT MPaBo:

e I0JIy4YaTh MOJHYIO HHpOpMaLHIO 00 00paboTke CBOUX MEPCOHATBHBIX JaHHBIX ]

e TIOJyYaTh JOCTYI K CBOMM MEPCOHAIBHBLIM JaHHBIM;

e TOJTyYaTh KOMMH JOKYMEHTOB, XPaHSIINAXCs B TMYHOM JICJIE;

e TpebGOBaTh MCKIIOUEHHS UM UCITPABICHNS HEBEPHBIX U HEMOJIHBIX (MCKaKEHHBIX )
CBOMX MEPCOHAIBHBIX JaHHBIX.

7.2. PaboToaaresb HMEET MPaBo:

e 00pabarbiBaTh MEPCOHAIBHBIC JAHHBIE PAOOTHUKOB, B TOM YHCIIC U Ha
9JIEKTPOHHBIX HOCUTEJISIX;

e 3alpaliuBaTh OT PaOOTHUKOB HH(POPMALIHIO, HEOOXOAUMYIO JUIs BEICHUS JINYHBIX
Jie 1 00pabOTKH MepCOHAIBHBIX JAHHBIX.
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