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HOPH,Z[OK
Be/IeHHsA JIMYHBIX /ie/1 PA0OTHUKOB
MA/JOY Ne3 p.n.IlpuroToBo

1. O01He Mo/I0KeHus

1.1 Hacrosiiuii TOKanbHbIN akT orpejiensieT MOops0K BeJleH!s, yueTa ¥ XpaHeHUs! IMUHbIX
Jies1 paboTHUKOB MyHHUIUTIA/TBHOTO Or0[KeTHOTO 00111e00pa30BaTeIbHOTO YUPEXKeH s
«LlenTtp obpasoBanus Ne 1» (ganee — obpa3oBaresibHasi OpraHU3aLus).
1.2. TTopsinok pa3paboTaH B COOTBETCTBUH C TpymoBbIM KoZileKcoM P, desepanbHbIM
3aKOHOM OT 27.07.2006 Ne 152-®3 «O nepcoHa/bHBIX JaHHBIX», NIPUKa30M PocapxuBa OT
31.07.2023 Ne 77 «O06 yTBepaeHny [IpaBu opraHu3anyy XpaHeHus1, KOMITJIEKTOBAHUS,
yudeTa M UCII0/Ib30BaHUs JOKYMeHTOB ApxuBHOro GoHja Poccuiickoin defepauyu U Apyrux
apXUBHBIX JOKYMEHTOB B FOCYZ,apCTBEHHBIX OpraHax, OpraHax MeCTHOrO0 CaMOYIIpaB/IeHUs U
OpraHu3alUsx», KOJIJIEKTUBHBIM JJOTOBOPOM U yCTaBOM 00pa30BaTe/IbHOM OpraHU3al[i.

2. ®opMupoBaHHe JIMYHBIX /ie/1 pPA0OTHUKOB

2.1. ®opMrpoBaHUe TMUHOTO Ziejia pabOTHHKA TIPOU3BOJUTCS PAOOTHUKOM

, Ha3HaUeHHBIM PYKOBOUTe/IeM 00pa30BaTe/IbHOM OpraHU3aluy (fiajiee — OTBETCTBEHHBIHN 3a
BejleHue Jien)

. JInuHoe meno ¢hopmupyetcs
He T03/[Hee TISITH pabounx

[Hel co HS 3aK/TFOUeHUsI TPYJOBOrO OTOBOPA, HO He paHee TMoJTyYeHus: OT pabOTHHKA
coriacust Ha 06paboTKy ero repcoHaabHbBIX JJaHHBIX.

2.2. ITepBruHOe odopMIeHNE JIMYHOTO fieJia Npe/lyCMaTprBaeT:



a) IPUCBOEHNE JIMYHOMY JlelTy HOMepa COTJIaCHO JKypHa/ly yueTa JIMUHbIX fier (TIpU/IoyKeHue
Ne 1);

0) odopmieHre 00I0KKH JTMUHOTO feia, KOTopasi JOpMHUPYeTCsi B COOTBETCTBUH C
TpeboBaHusIMU MpriKa3a PocapxuBa ot 31.07.2023 Ne 77. B 00/10’)KKY BHOCAT CJIeAyIOLI[HE
PEKBU3UTHI: MHJEKC Aefa (B COOTBeTCTBUM C HOMEHK/IAaTypoi /ierl 00pa3oBaTebHON
OpraHu3aliu); ToJHOe HauMeHOBaHWe 00pa30BaTe/IbHOWM OpraHu3al[i; HOMep JIMUHOTO
Jena; haMUI|s UMsI OTUeCTBO pabOTHHKA B UMEHUTE/ILHOM TIaZie)ke; aThl — roJ| Havuasia v
roJ OKOHYaHUS BeJleHus Jiefia; KOMUeCTBO JIMCTOB; CPOK XPaHEHHSsT;

B) MIOMeLL|eHHe JOKYMEHTOB, MO/ 1e)KallliX XpaHEeHUI0 B COCTaBe JIMYHbIX /e, B
XPOHOJIOTMYECKOM TOpsiJKe:

e BHYTPEHHSIs1 ONUCh JOKYMEHTOB Jlesia, KoTopasi GOpMUPYeTCsi B COOTBETCTBUU C
TpeboBaHusAMHM npukasza Pocapxusa ot 31.07.2023 Ne 77;

* JIACT C OTMeTKaMH 00 03HAKOMJ/IeHHH pabOTHHKA C TIepCOHAbHBIMU JaHHBIMU U3
JIMYHOTO flena (rpuioxkeHue Ne 2);

e JIUCT C OTMETKAMHU O pe3y/bTaTax e)KeroHou MpPOBepPKH COCTOSTHUS IMYHOTO Ziefia
(mpunoxenue Ne 3);

e JIMYHBIN JIMCTOK IO y4eTy KagpoB (npunoxxeHue Ne 4);

e corJyiacle Ha 00pabOTKy NepCOHAbHBIX JIAHHbIX;

* 3asiBIeHHe O TIpHUeMe Ha paboTy;

* KOTUs MTPYKa3sa o npreMe Ha pabory;

* KOMUS JO/DKHOCTHON MHCTPYKLUY;

e TpPYZOBOH IOrOBOD;

e JIOTOBOP O TIOJTHOM MaTephaJbHOW OTBETCTBEHHOCTH (eC/T pabOTHUK —
MaTepHalbHO OTBETCTBEHHOE JIULIO);

e pe3y/bTaThl ICUXUATPUUECKUX OCBUZIETeTbCTBOBAHUHN (eC/T pAOOTHUK BBITIO/IHSIET

OTAe/IbHbIEe BUbI AeAT€/IbHOCTU;
o <..>.

2.3. JIucThl JOKYMEHTOB, IMOMeEI€HHBIX B JIMUHOE [e/10, IMO4J/IeEXXAT HyMepaljiH.

2.4. [loKyMeHThbI TIOMeILIAaI0TCS B MAarKy-CKopocilBaTesib. [Ipy yBoibHeHHN paboTHUKA JieJio
TMIPOLIMBAETCS HUTKAMU U C/IaeTcsl B apxXuB 00pa3oBaTebHOW OpraHu3aljii.

2.5. BHyTpeHHsIs OnUCh JOKYMEHTOB /ieia 0/KHA CO/lepyKaTh CBeJeHUsI O TIOPSIAKOBBIX
HOMepax, HAMMEeHOBaHUSIX JOKYMEHTOB Ziejia, KOJTMYeCTBe JINCTOB, JjaTaX BKIOUEHUs
JIOKYMEHTOB B JTMUHOE JIe7/I0 U U3bATUS U3 Jiefla, a TaK)Ke KeM U3BST JOKYMEHT U 110 KaKou
TIpUUMHe.

2.6. BHyTpeHHsIsl OMUCh COCTABJISIETCS HA OT/Ie/IbHOM JIMCTe 110 YCTaHOBJIEHHOM (popMe.
JIucTbl BHYTpEHHEN OMUCU HyMEPYIOTCSI OTJE/IbHO.

2.7. I1pu NOAroTOBKE JIMYHBIX Jie1 K [lepe/iaue Ha XpaHeHue K BHyTPeHHeH OIUCcH
COCTaBJISIeTCSI UTOTOBast 3aMKCh, B KOTOPOW yKa3bIBaeTcsl Li(paMu U MPOMUCHI0 KOJTMYECTBO

BKJ/IOYEHHBIX B HE€ JOKYMEHTOB M KOJ/IMUECTBO JIMCTOB JeJid.

3. BejeHne JIMYHBIX ie/ pAOOTHUKOB



3.1. JInuHoe [ie/0 BeZIeTCsl B TeUeHHe BCero repro/ia paboTel paboTHUKA 00pa3oBaTe/TbHOM
OpraHMU3aLUH.

3.2. BepieHue TUUHOTO Jiesia pabOTHUKA TTPelyCMaTPUBAET MOMeEITIeHHE B /1e/I0 JOKYMEHTOB,
o0pa3ytomumxcs B rpoijecce paboueil fiessTeTbHOCTA M UMEIOIIUX 3HaueHUe JJisi TPY/I0BbIX
OTHOLLIEHUH:

* [IOTIOJTHEHHE K JITYHOMY JIUCTKY TI0 yUeTy KaZipoB;

* /IOTIOJTHUTEJIbHBIE COTJIAIIEeHUS K TPYJOBOMY [JOTOBOPY;

* KOMWHU MPUKA30B TI0 JINYHOMY COCTaBY, KOTOpbIe KacaroTcsi paboTHHKa (0 mepeBo/e,
riepeMellleH|H, POTALIMK, COBMeLl[eHUH, COBMeCTUTEe/IbCTBE, YBOJIbHEHUH, OIljiaTe
TPY/ia, aTTeCTal[|H, TTOBBIIIEHUH KBa/TM(MHUKAI|H, TIOOI[PEHNH, HarPaXKJeHUH, 00
V3MeHeHUU aHKeTHO-OHorpaprueckux JaHHBIX)

e corJiacus Ha 00pabOTKy MepCOHATBHBIX JAHHBIX;

* XapaKTepUCTUKH U PeKOMeH/|aTe/IbHbIe TIUChMa;

* aTTeCTALMOHHBIE JINCTHI;

* pe3yabTaThl ICUXUATPUUECKUX OCBUZETE/ILCTBOBAHUH (€C/TM PAOOTHUK BBITIOJTHSIET
OTZie/TbHBIE BU/IBI JIeSITe/TbHOCTH;

* yBeZioM/IeHUs 00 U3MeHeHU! yCJIOBHI TPYIOBOTO JIOTOBOPA;

e KOMUU OOBSICHUTE/ILHBIX 3aIMCOK, 3asB/IeHUH PaOOTHHKaA;

e MaTepHasbl aTTeCcTalyu (ec/ii pabOTHHK MO//IEXUT IMPOXOXKAEHUIO aTTeCTaL[|H);

* JIACT — 3aBepUTeJIb fieia (COCTABJISIOT TP C/laue JIMYHOTO Jlefla B apXUB);

* VHBIE JOKYMEHTBIL.

3.3. B inuHble Jea He TOMeLLaTCs JOKYMEHThI, UMeIOLIe BTOPOCTENIeHHOe 3HaueHue.
Takue JOKyMeHTBI XpaHATCA B 0TAeabHOM Jiefie Ne 4-09 «/JoKyMeHThI, He BOLLe/IINe B
COCTaB JIMYHBIX [1eJ1».

3.4. PaGOTHUK 3HAaKOMMTCS C JIMUYHBIM /IeJIOM B TeueHHe TpeX pabouux JHel C JaThbl
ToJTyueHUst OTBETCTBEHHBIM 3a BeZieHue e 3asiB/ieHusl C pocb0oii 06 o3HakomsieHuH. 06
3TOM Zle/laeTCs OTMETKA B JIUCTe 03HAKOMJIEHHs PAOOTHUKA C JTMYHBIM JIe/IOM.

3.5. O3HaKOMJIEHHUE C [IeJIOM TTPOUCXOIUT UCK/TFOUUTETbHO B KAOMHeTe OTBETCTBEHHOTO 3a
BeZieHUe Jie/1 ¥ B €r0 MPUCYTCTBUU. 3arpelaeTcst BEIHOC efia U3 KabuHeTa.

3.6. Brijaua Komnuii JOKyMEHTOB U3 TMYHOTO [ie/la MPOM3BOJUTCS 110 JIMUHOMY 3asiBJIEHUIO
paboTHUKa U C pa3pelieHus qupekropa. Komuu JoKyMeHTOB /10/KHBI ObITh 3aBepeHbI 1
TIpeJj0CTaB/IeHbl PAOOTHUKY B TEUEHHE TPeX JHEH CO [THS MM0/IauM 3asiB/IeHHS.

3.7. I3pATHE OT/E/IBHBIX JOKYMEHTOB U3 JIMYHOIO JleJla IIPOU3BOAUTCS C paspelleHus
JvpeKkTopa obpa3oBaTebHOM opraHu3aliu ¢ oopMIeHHeM COOTBETCTBYIOLIEH 3anKcH B
rpade «[IpumeyaHue» BHyTpeHHel onucy. [1py BpeMeHHOM U3bATHM JOKYMEHTa Ha ero
MecTo (MeXXJy TMCTaMM COCeJHUX JI0KYMEHTOB) BK/1a/|bIBaeTCsl ClIpaBKa-3aMeCTUTe/Ib C
yKasaHueM /IaTbl ¥ IPUYUH U3BATHSA C TIOANUCHIO JIULIA, BbIJABIIEr0 JOKYMEHT, U ITOAIUCHI0
/UL, TI0JIyYMBIIIETO ero BO BpeMeHHOoe I10/Ib30BaHue.

3.8. B yesnisix obecrieueHUst KOHTPOJISl 32 COXPaHHOCTBIO U aKTYabHOCTbIO JIMYHBIX /le/l B
oOpa3oBare/ibHOM OpraHU3aliy e)KeroJHo MPOM3BOAUTCS MMPOBePKa UX HaMWUUs U
COCTOSIHUSI.



3.9. ExxeroziHyto poBepKYy COCTOSIHHMSI IMUHBIX ZleJ1 Ha MpeiMeT COXPAaHHOCTHU BK/TFOUEHHBIX
B Hero I0OKYMeHTOB TMPOBO/IUT CIeLa/IbHO Co3aHHasi Komuccus. O MpoBeieHHbIX
TIPOBepKax JlesiaeTcsi OTMeTKa B JIUCTe O pe3y/ibTaTaX e>KeroJHOU MpOBepKU COCTOSIHUS U
Ha/IMuusi IMUHOTO fiena (rpunoxkeHue Ne 3) u coctaBiisieTcs akT. Pe3ybTaTbl IPOBEPKU
JIMYHBIX JieJ1 B 00si3aTe/TbHOM TIOPSIIKe AOBOJSTCS 10 AMpPeKTopa 0Opa3oBaTeibHOM
OpraHu3aLuu.

4. XpaHeHHe U yueT JIMYHBIX Jie/1 pa00THNKOB

4.1 XpaHeHye U y4eT JIMUHBIX ZieT paOOTHUKOB 00pa3oBaTelbHOM OpraHU3aLuu
OPraHU3YIOTCS C LeJIbI0 OBICTPOro TIOMCKA JIMYHBIX [1eJ1, 00ecrieyeHus: UX COXPAaHHOCTH U
KOH(H/IeHIIUaIbHOCTH CBeJIeHUH, COZleprKallliXxcsl B JOKyMeHTax JTUUHbIX [ieJl, OT
HEeCaHKLMOHUPOBAHHOI'O JOCTYIIA.

4.2. Jlnunble fena pabOTHUKOB XPAHSTCS Y OTBETCTBEHHOI'O 3a Be/IEHHUE e/l B CIIel[Ha/IbHOM
MeTasyTiueCcKoM ceiide.

4.3. [IoCTyTI K JINYHBIM JiejiaM pabOTHUKOB UMEIOT TOJIbKO OTBETCTBEHHBIH 3a BeZieHue Jief U
JUpeKTop 00pa3oBaTe/bHOM OpraHu3alyy 00 ero 3aMecTUTe M TPY UCTIOTHEHUN
o0si3aHHOCTeN JupeKTopa 06pa3oBaTebHOM OpraHU3aLvy.

4.4. CucremaTr3alys JIMUYHBIX e/ pabOTHUKOB MPOU3BOAUTCS B a/ihaBUTHOM IOPSIKE.
5. OopmiieHHEe THYHBIX e/ PpA0OTHHUKOB Nepej cAaueid B apXUB

5.1. OcdopmieHure TAYHBIX [ie/1 [71s Tepe/iaul B apXUB MPOU3BOAUTCS OTBETCTBEHHBIM 3a
BeJleHue Jie/l. JTa NpoLejypa BK/IKYaeT:

e TMOJLIMBKY (TeperuieT) fena;

e yTOYHEHWe Hymepal1y JINCTOB Jle/a;

e (COCTaBJIeHUE JICTa-3aBepPUTe/Isl, KOTOPbIM (POPMHUPYETCSI B COOTBETCTBUHU C
TpeboBaHusiMu nipukasa PocapxuBa ot 31.07.2023 Ne 77;

e cocCTaB/ieHue (yTOUYHEHWe) BHyTPEeHHEeM OIuCH;

e BHeCeHUE YTOUHEHWU! B PEKBU3UTHI JTULEBOI 00I0KKHU fiena.

5.2. JIUCT — 3aBepuUTesb Jiejia JO/DKeH MOAMUCAaTh ero COCTaBUTE b, TIPA 3TOM JelaeTcs
paciirpoBKa 0/PKHOCTU U TIOJTTMCH, TIPOCTaB/IsieTcs aTa. B mpoijecce MCmosib30BaHus
apXUBHBIX JOKYMEHTOB B JIMCTe-3aBepUTe/Ie [e1at0TCsl COOTBETCTBYHOLME OTMETKH.

Ecnu peno nogmumto 6e3 ucTa-3aBepyTesisi, TO ero CJieflyeT HaK/JIeUTh Ha BHYTPEHHIOK
CTOpPOHY O0JIOXKKH [iesia.

5.3. C yesnbio obecrieueHrsi COXpPAHHOCTH JIMYHBIX 1€/ PEKOMEeH/yeTCsT:

e 00BeAVHATH UHAVBU/Ya/IbHbIE TMUHbIE Jle/la yBOTeHHbIX pAOOTHUKOB B OZJHY
06710kKy (006BbejIHEeHHOe [1eJ10) C TaKUM pacueToM, 4ToObl 00beM fena (ToMa) He
npeBbItan 250 MMCTOB (IyTeM CLIMBKU MaTepyaioB UHUBUAYa/IbHBIX [jeJl IO
roZiaM yBOJIbHEHNS);

e pacriojiaraTb MaTepyasbl UHAVBU/Ya bHBIX Jle/1 B IIpejenax Jena (Toma) B
asihaBUTHOM MopsiiKe (ModaMUIbHO), OTesisis MaTepUaJibl, OTHOCSIIECS K



Pa3HbIM MH/MBU/Ya/IbHBIM JieJlaM, YUCTBIM JIMCTOM OyMaru C yKa3aHueM Ha HeM
(haMUITUKM, UMEHU U OTUYECTBA COOTBETCTBYIOIIIETO YBOJIEHHOT'O COTPYAHUKA;

e cHaOXKaThb KaXkzoe 00beIMHEeHHOe [1e/10 (TOM) BHYTPeHHEeH OMHChIO C
nepeurcieHreM GaMuIvii, MMEeH U OTUECTB U yKa3aHHeM HOMEPOB CTPaHUL], B
Tipe/iesiax KOTOPBIX PacIio/iOXKeHbl COOTBETCTBYIOIIHE I0KYMEHTBI.

5.4. Ilepeiaua MMUHBIX [jeJ1 B apXUB OCYILeCTBIISIeTCS He TI03/jHee Tpex JIeT [ocje
3aBeplLeHUs KX B /IeJIOTIPOM3BO/ICTBE B COOTBETCTBUH C rpadukoM. [IpesBapuTensHO
OTBeTCTBEHHBIM 3a BeZleHHe Jie/l IPOBepsieTCsl MOIHOTA U MPaBU/IbHOCTb MOATOTOBKY JIMYHBIX
Jlen K Nepeziaue. BrisgB/IeHHbIe ITPU NTPOBEpPKe HeJ0OCTaTKW yCTPAHSIOTCSI OTBETCTBEHHBIM 3a
BeZieHHe flen. [Tepesiaua v mpreM NpoW3BOZATCS IO OIKCH C IPOCTAHOBKOW OTMETOK O
Ha/IMuuY JINYHBIX JeJl.

5.5. JInuHble fesia pabOTHUKOB, 3aKOHUEHHBIe [1eJI0NPOU3BOACTBOM 10 1 ssHBaps 2003 roza,
xpaHsaTcs 75 nert, riocie 1 suBaps 2003 roga — 50 set.

6. OTBeTCTBeHHOCTH padoTosaTesisi 1 paboTHHKA

6.1. PaboTHrKM 00pa30BaTe/IbHOM OpraHU3alfiy 00s13aHBI CBOEBPEMEHHO MPE/ICTaBIIATh
cBefieHus1 00 M3MeHeHUU CBOUX MepPCOHAJIbHBIX JJaHHBIX, BKTFOUeHHBIX B COCTaB JINUYHOTO
Jlena.

6.2. OTBeTCTBeHHBIH 3a BeZieHue Jie/1 pabOTHUKOB HeceT AUCLUIIIMHAPHYIO ¥ UHYIO
OTBETCTBEHHOCTH 3a pasrJalleHre KOH(PUeHI[MalbHbIX CBeJ|eHUH, COlepXKall{UXCs B IMYHBIX
JleslaxX, Y 3a UHble HapylleHus NopsiKa BeJeHus TMYHbIX JeJl.

7. IlpaBa paboTojare/isi 1 paboTHHKA
7.1. PaboTHHKYK 00pa30BaTe/IbHOM OpraHU3allii UMEROT TIPaBo:

e TIOJyYaTh MOJIHYIO UH(OpPMaIHio 00 00paboTKe CBOMX MepPCOHANIbHBIX JaHHbIX;

e TI0JIyYaThb AOCTYI K CBOMM MepCOHA/IbHBIM JJaHHBIM;

* [I0JyuYaTh KOMUU JOKYMEHTOB, XPaHSIUXCS B JIMUHOM JieJie;

* TpebOBaTh UCK/TFOUEHUS VT UCITPABJIeHNs HEBEPHBIX W HETIOHbIX (MCKa)KeHHBIX)
CBOMX MepCOHabHBIX JaHHBIX.

7.2. PaboTo/iaTesib UMeeT MpaBo:

e oOpabaTbIBaTh NepCOHAbHBIE JaHHbIE PAOOTHUKOB, B TOM YMC/Ie U Ha
3/IeKTPOHHBIX HOCUTEJISIX;

* 3ampamMBaTh OT PaOOTHUKOB WHGMOPMAIUI0, HEOOXOJUMYIO ZIJIs1 Be/IEHUS IMUHBIX
Jest 1 06paboTKM repCcoHaIbHbBIX JAHHBIX.



