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MOPALOK

BeAleHNA NNYHbIX fen paboTHMKOBB MBOY r. AcTpaxaHu «Jluueit Nol»

1. O6WmMe NONOXKEHUS

1.1 HacToswWwmii NoKanbHbIA akT onpeaenseT NOPAAOK BeAeHUS, yyeTa U XPaHeHUA NINYHbIX
fen paboTHMKOB B MyHMUMNabHOM OHOOKETHOM 06L,e06pa3oBaTelbHOM YUpPeXLeHUN T.
AcTpaxaHun «Jlnuei Nel» (ganee — lMonoxeHue, O0).

1.2. MopsAgok paspaboTaH B COOTBETCTBMU C TpyLoBbIM KofeKCOM P®, deaepabHbIM
3aKOHOM 0T 27.07.2006 Ne 152-®3 «O nepcoHasnbHbIX AaHHbIX», NPMKa3oM Pocapxusa OT
31.07.2023 Ne 77 «O6 yTBepXaeHun [MpaBun opraHu3auumm XpaHEHWs, KOMMJIEKTOBAHMS,
y4yeTa 1 UCMNONb30BaHUA LOKYMEHTOB ApXMBHOro ¢oHAa Poccuiickoih defepauum n Apyrux
apXMBHbIX JOKYMEHTOB B rOoCyapCTBEHHbIX OpraHax, opraHax MecTHOro camoyrnpas/ieHUs K
opraHusaumnsax», KoNneKTUBHbIM LOrOBOPOM M yCTaBOM 06pa3oBaTe/ibHOM OpraHm3aunu.

2. DopMMpoBaHMe TNYHbIX feN paboTHUKOB

2.1. ®opmupoBaHMe NNUYHOro fefia paboTHMKA MPOM3BOAMTCA PAOOTHUKOM, HasHaAUYeHHbIM
pykosogutenem OO  (panee- OTBeTCTBEHHbIA 3a  BejeHue fen). JlnyHoe  [eno
(hopmMupyeTca He No3gHee NATU paboymx LHEN CO AHA 3aKNYEeHUA TPYL0BOro LOrosopa, HO
He paHee MonyyeHUs ot paboTHMKa corfacus Ha 06paboTKy ero NepcoHasbHbIX JaHHbIX.
2.2. MepBNYHOE OhopMIEHME NINYHOTO Aena npefycMaTpuBaet:
a) NPUCBOeHME TMYHOMY [le/ly HOMepa COracHO XYpHany yyerta NUYHbIX Aef;
6) odopmieHne 06M0XKKM NMYHOTO fJena, KoTtopas (OpMUPYeTCcs B COOTBETCTBMU C
TpeboBaHUAMU npukasa Pocapxmsa ot 31.07.2023 Ne 77. B 06110XKYy BHOCAT cnegyoLime
PEKBM3NTbI: WHAEKC pgena (B COOTBETCTBMM C HOMeHKnaTypoih pgen OO); nonHoe
HaumeHoBaHne OO; HOMep /MYHOrO fJena; @amuanMs WMMsS  OTYeCTBO pabOTHUKA B
UMEHUTENbHOM Najexe; AaTtbl - rof Hayana W roj OKOHYaHWUA BefeHWA [efia; KOJIMYecTBO
JNCTOB; CPOK XPaHEHNS;
B) MOMelleHne [OKYMEHTOB, MOA/Iexalnx XpaHeHU B COCTaBe JINYHbLIX [en, B
XPOHO/IOrMYECKOM Nopsajake:
* BHYTPEHHAS OMNUCb JOKYMEHTOB [ena, KoTtopas (DOPMUPYEeTcAa B COOTBETCTBUU C
TpeboBaHMAMYU npukasa Pocapxusa ot 31.07.2023 Ne 77;
* JINCT C OTMETKaMu 06 03HaKOM/IeHWM pPaboTHMKa C NEPCOHaNbHbIMU AaHHbIMU U3
NINYHOT O Jena;
* JIACT C OTMETKaMu 0 pe3y/ibTaTaxX eXerofHoW NpoBepKyu COCTOAHWUSA IMYHOTO Aena;



e JIMYHBIN JUCTOK IO YUETy KaJPOB WA aHKETa,

e 3asBIICHUE O IPHEME Ha PadoTy;

e KOTHS MPHUKa3a 0 IpueMe Ha padoTy;

e KOTHS JIOJDKHOCTHOW MHCTPYKIIHUH;

e TPYAOBOM JOTOBOpP;

e JIOTOBOP O IIOJHOW MaTCpUAILHOW OTBETCTBEHHOCTH (eciau pabOTHHK —

MaTepHaIbHO OTBETCTBEHHOE JIUIIO);

e XapaKTEPUCTUKHU U PEKOMEHIATEIIbHbIC MUChMa.
2.3. JIucThl JOKYMEHTOB, MIOMEIICHHBIX B JJMYHOE JEII0, MOJICKAT HyMEpaIliu.
2.4. JIokyMEHTHI TIOMEIIAIOTCS B TAKy-CKOpOCIINBaTelb. [Ipu yBoIbHEHHH paOOTHUKA JIEII0
MPOIIMBAETCS HUTKaMH U craetcst B apxuB OO.
2.5. BHyTpeHHSsI ONUCH TOKYMEHTOB Jielia JIOJDKHA COJIEpXKaTh CBEICHUS O TOPSIKOBBIX
HOMEpaxX, HAMMEHOBAaHUAX JIOKYMEHTOB Ji€Jla, KOJWYECTBE JIUCTOB, JaTaX BKIIIOUCHHS
JIOKYMEHTOB B JINYHOE JIETIO M U3BATUS U3 JIENIa, a TAKKE KEM HU3BAT JOKYMEHT M 10 KaKOu
MIPUYHHE.
2.6. BHyTpeHHSISI OMKCH COCTABISICTCS HA OT/ACIHHOM JIUCTE 10 YCTAaHOBJICHHOH (opme.
JIuCThl BHYTPEHHEN ONIMCU HYMEPYIOTCS OTIENBHO.
2.7. Tlpy TOATrOTOBKE JIMYHBIX [ K Iepelade Ha XpaHEHHWE K BHYTPCHHEH OIUCHU
COCTAaBJISIETCSI UTOTOBAs 3aIKCh, B KOTOPOM yKa3bIBaeTCs MUppPaMu U MPOIMUCHIO KOJIUYECTBO
BKJIFOYCHHBIX B HEE IOKYMEHTOB M KOJMYECTBO JIUCTOB JIeTa.

3. Beienne JINYHBIX /ieJl pA0OTHUKOB

3.1. JInurOe A€o BemeTcs B TeUEHUE BCero neproia pabotel pabotauka OO.
3.2. Benenue JIMaHOTO Jenia pabOTHHUKA MPETycCMaTPUBAET MIOMEIIEHUE B JIENO JJOKYMEHTOB,
oOpa3yromuxcst B npoiiecce padouell AeATeIbHOCTH U MMEIOIIMX 3Hau€HUe NJIsl TPYIOBBIX
OTHOILEHUM:

e JIONOJIHEHUE K JINYHOMY JIUCTKY IO Y4YETY KaJpoB;

e JIONOJIHUTENIbHBIE COTJIAIIEHUS K TPYJOBOMY JI0TOBODY;

e KOIMH MPHUKA30B I10 JIUYHOMY COCTaBY, KOTOpbIE KacaloTcs pabOTHUKA,;

e OT3bIBBI JIOJKHOCTHBIX JIUI] O paOOTHUKE;

e KOIMH JJOKYMEHTOB O MOBBIIICHUH KBaTHU(PUKAIUY,

e KONHUH CEPTHU(PHUKATOB, FPaMOT;

e JIMCT — 3aBEPHUTEIIb Jiesia (COCTABIIAIOT MPH ClIaue JIMYHOTO JIejia B apXHB);

e UHbBIE JOKYMEHTHI.
3.3. B nuuHble Aena He MOMEHIAIOTCS AOKYMEHTBHI, MMEIOUINE BTOPOCTEIIEHHOE 3HauYeHUE.
Takue noxymeHThl xpaHstcsi B oTaenbHOM fene Ne 4-09 «JlokymeHTHI, HE BOIIEIIINE B
COCTaB JIUYHBIX JIEID».
3.4. PabOoTHUK 3HAKOMHTCS C JIMYHBIM JEJIOM B TeYeHHUE Tpex padouux IHEH ¢ JaThl
MOJIy4YeHUs] OTBETCTBEHHBIM 32 BEJICHUE el 3asBJICHUS C MpochOoit 06 o3HakomueHuu. 06
3TOM JIeJIaeTCsl OTMETKA B JTUCTE O3HAKOMJICHHS paOOTHUKA C JINYHBIM JICJIOM.
3.5. O3HakoMIIeHHE C JIeJIOM MPOUCXOJUT HCKIIOUUTEIHHO B KabOWHETE OTBETCTBEHHOIO 3a
BEJICHUE JIe U B €T0 MPUCYTCTBHUH. 3alpeliacTcsl BHIHOC Jiesia U3 KaOuHeTa.
3.6. Beigaua komuii TOKyMEHTOB M3 JIMYHOTO JeNia MPOU3BOJAUTCS MO JTUYHOMY 3asBICHHUIO
paboTHuka u ¢ pazpemienus qupekropa OO. Komuu 10KyMEHTOB JOKHBI OBITH 3aBEPEHBI U
MPEIOCTAaBJICHBI pA0OTHUKY B TEUEHUE TPEX JHEH cO JTHS MOJAauu 3asBIICHUSI.
3.7. V3bsaTHe OTHENBHBIX TOKYMEHTOB M3 JIMYHOTO Jella MPOU3BOIUTCS C pa3pelieHus
mupektopa OO ¢ odopmiieHneM cooTBeTCTBYOIIEH 3anmucu B Tpade «lIpumeyanuer
BHYTpeHHEH omvcu. [Ipu BpeMEHHOM H3BIATHH JOKYMEHTa Ha €ro Mecto (MeXIy JHCTaMH
COCEIHUX JIOKYMEHTOB) BKJIQJIBIBACTCS CIPaBKa-3aMECTUTENIb C YKa3aHUEM JaThl U MPUYUH
W3BATHS C TIOJIMUCHIO JIUIA, BBIIABIIETO TOKYMEHT, U TIONKCHIO JIUIA, TOJTYYUBIIETO €ro BO
BPEMEHHOE IMOJIb30BaHHUE.
3.8. B nensx obecrieueHUs] KOHTPOJIS 32 COXPAHHOCTBIO U aKTYalIbHOCTBIO TUYHBIX Jien B OO
€XKEroIHO TIPOU3BOAUTCS MTPOBEPKA UX HATHYHUS U COCTOSTHUSL.



3.9. ExeroaHyro npoBEepKy COCTOSIHUS JTUYHBIX JIe] Ha MPEeAMET COXPAaHHOCTH BKIIFOUEHHBIX
B HCTO AOOKYMCHTOB IIPOBOAMT CIICHIUAJIBHO CO3JJdaHHAd KOMMUCCHA. O MMPOBCACHHBIX
MPOBEPKAxX JIeJaeTcs OTMETKA B JIUCTE O PE3y/IbTaTax €KEroJHOW MPOBEPKH COCTOSIHHS W
HaJIn4yusd JUYHOI'O JAcjla U COCTAaBJISICTCA aKT. Pe3y.HLTaTBI MMPOBCPKHU JIMYHBIX [JCJII B
00s13aTeNTLHOM TOPSIIKE TOBOATCS 10 aupekropa OO.

4. XpaHeHue U y4eT JJMYHBIX /IeJl pa00THUKOB

4.1 XpaHeHue M ydeT JUYHBIX Jed paboTHUKOB OO OpraHu3yroTcs C LENbI0 OBICTPOro
[IOMCKA JINYHBIX JIeJI, 00ECIEeYeHUs] UX COXPAaHHOCTH W KOH(QUACHLMAJIBLHOCTU CBEICHMI,
COJIepKalUXCs B TIOKYMEHTaX JUYHbIX 7€), OT HECAHKIIMOHUPOBAHHOIO JIOCTYIIA.

4.2. Jlnunble nena paOOTHUKOB XPAHATCS Y OTBETCTBEHHOTO 32 BEJCHHE JIEN B CICIHATBHOM
METaJUTMYECKOM ceide.

4.3. JlocTym K JTMYHBIM JiejlaM paOOTHHUKOB MMEIOT TOJIFKO OTBETCTBEHHBIN 3a BEICHUE /€T U
IUPEKTOp 0Opa30BaTEIbHOM OpraHU3alluy JIMOO €ro 3aMeCTHTENM IpPH HUCIOJIHEHUH
obs3anHOCcTel nupekTopa OO.

4.4. CuctemaTtu3anus JIMYHBIX JIe] paOOTHUKOB IIPOU3BOJUTCS B ajl(paBUTHOM TOPSIZIKE.

5. OdopMiaenne JUYHBIX €1 PA0OTHUKOB NepeN cAavyeil B apXuB

5.1. OdopmieHne TUYHBIX A€ A Tepeaayd B apXvB MPOU3BOJAMTCS OTBETCTBCHHBIM 3a
BEJICHUE JIe/. DTa MpoIeypa BKIIOYACT:

e TMOMIUBKY (TEperuieT) Aena;

e YTOYHEHHWE HyMEpPAIlMH JTUCTOB JICIIa;

e COCTaBJICHHE JIUCTA-3aBEPUTENS, KOTOPHIH (QOPMHPYETCS B COOTBETCTBUU C

TpeboBaHusMu npukasza Pocapxusa ot 31.07.2023 Ne 77;
cocraBiienne (yrouHeHHe) BHYTPEHHEH OIUCH;

e BHECCHHC YTOYHCHHH B PEKBU3UTHI JTUIICBON 0OJI0XKKH JIela.

5.2. Jluct — 3aBepuTeNb JeNia JO/DKEH MOJINUCATh €r0 COCTaBUTENb, MPU ITOM JCNAeTCs
paciudpoBKa JODKHOCTH W TOJIMCH, MPOCTaBISIETCS Jara. B mporecce HCIOJIb30BaHHS
aApXMBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIC JCIIAIOTCS COOTBETCTBYIONIUE OTMETKH. Ecim
JICJIO TOAIIUTO O3 JINCTAa-3aBEPUTEIS, TO €ro CICAyeT HAKICHTh Ha BHYTPEHHIOI CTOPOHY
00JIOXKKH Aena.

5.3. C nenbro obecredeHrsi COXPaHHOCTH JIMYHBIX JIe] PEKOMEHYeTC S

e OOBCIAMHATh HWHIWBHIyaJdbHBbIC JIMYHBIC Jieja YBOJCHHBIX PAOOTHHUKOB B OJHY
001105kKy (00BeAMHEHHOE €I0) C TAKUM pacueToM, uToObl 00beM zeia (ToMa) He
npesbiman 250 aucTtoB (IMyTeM CHIMBKH MAaTEPHANIOB HHIUBUAYAIbHBIX JEI II0
rojiaM yBOJIbHEHHS);

e pacrmojaraTb MaTepHalbl HMHIMBHUIYyaJbHBIX Jed B mpeaenax ngena (Toma) B
andaBuTHOM TOpsiake (moaMHIBHO), OTHEISS MaTepUallbl, OTHOCAIIMECT K
pa3HbIM MHIUBHUIYAJIbHBIM J€JIaM, YACTBIM JIUCTOM Oymaru ¢ yka3aHHEM Ha HEM
(dbamMIIUM, UIMEHH U OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPY/IHUKA;

e cHaOKaTh Kaxkaoe OObEeAMHEHHOC Jei0 (TOM) BHYTPEHHEH OIKCBIO ¢
nepevyrcicHueM (GpaMuinif, IMEH U OTYECTB W yKa3aHHEM HOMEPOB CTPaHUI], B
npeenax KOTOPBIX PacioioKEHbI COOTBETCTBYIONIUE TIOKYMEHTHI.

5.4. Tlepegaya nWYHBIX JIeI B apXWUB OCYIIECTBIIAETCS HE TO3JIHEE TPeX JIET TOCie
3aBEpICHUS] WX B JICJIONPOM3BOJCTBE B COOTBETCTBUU ¢ TpaduroMm. [IpenBapurtenbHO
OTBETCTBCHHBIM 3a BEJICHHE JIC] IPOBEPSAETCS MOJHOTA U MPABUIILHOCTh TIOATOTOBKU JIMYHBIX
JeN K nepenaue. BhISBICHHBIC MPU MPOBEPKE HEMOCTATKU YCTPAHSIOTCS OTBETCTBCHHBIM 3a
BeZicHue jei. Ilepegaya W mpueM MPOU3BOIATCSA MO OMUCH C MPOCTAHOBKOW OTMETOK O
HaJUYUH JTIHYHBIX JEI.

5.5. Jluunblie nena paOOTHUKOB, 3aKOHUEHHBIE Jenomnpon3BoacTBoM a0 1 saBaps 2003 rona,
xpaustcs 75 net, nocne 1 suBapst 2003 rona — 50 ner.

6. OTBeTCTBEHHOCTDH padoToaaTe/isi 1 padOTHUKA



6.1. PaGotHrkn OO 00s3aHBI CBOEBPEMEHHO MPEACTABIATh CBEACHUS 00 U3MEHEHUU CBOUX
MEPCOHAIBHBIX JAHHBIX, BKIIOUEHHBIX B COCTaB JINYHOTO JIEJA.

6.2. OtBeTcTBEHHBI 3a BeneHHe M€l pPaOOTHUKOB HECET AMUCHUIUIMHAPHYIO M HHYIO
OTBETCTBEHHOCTD 3a pa3riamieHne KOHOUICHINAIBHBIX CBEICHHM, COACPKAIUXCS B THYHBIX
7ienax, ¥ 3a MHbIE HAPYIICHUS TOPSAAKA BEACHUS JIUYHBIX JETI.

7. IlpaBa paGoTonare/isi 1 padOTHHKA

7.1. PaGoTHHKM 00pa3oBaTeNbHON OpraHu3alui UIMEIOT MPaBo:
e TIOJIy4YaTh MOJIHYIO HH(pOpMAIIO 00 00paboTKe CBOMX MEPCOHAIBHBIX JITAHHBIX;
e T0Jy4aTh JJOCTYHI K CBOMM IEPCOHAIBHBIM JIAHHBIM;
e TI0Jy4YaTh KOMHH JOKYMEHTOB, XPAHSILHUXCS B JINYHOM JIEIIE;
e TpeOOBaTh MCKJIFOYCHHUS WIIM UCIPABICHUS HEBEPHBIX U HEMOJHBIX (MCKAKCHHBIX)
CBOMX MEPCOHAIbHBIX JTaHHBIX.
7.2. PaboTomarens UMeeT MpaBo:
e oOpaOaThiBaTh IEpPCOHAIbHBIE JaHHbIE paOOTHUKOB, B TOM 4YHCIE M Ha
AIIEKTPOHHBIX HOCUTEIIAX;
e 3ampaimuBaTh OT PaOOTHUKOB WMH(MOPMAIKIO, HEOOXOIUMYIO JII BEJIEHUS JIMUHBIX
7ies1 1 00pabOTKU NEPCOHANIBHBIX JAHHBIX.



