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MHNOPSAJIOK

Be/IeHH s JIMYHBIX e/l PA00THUKOB
MyHMIMIIAJBLHOT0 Ka3eHHOT0 00111e00pa30BaTeIbHOI0 yupexkaeHus: « Huapimckasn
OCHOBHASI IIKOJIA-AeTCKU CaT» IBEHKHUICKOr0 MYHUIIMIIAJIbHOT0 PailoHa
KpacHosipckoro kpas

1. O0mmue no10KeHu

1.1 Hacrosmuil JIOKaabHBIM aKT ONpeessaeT NOPSAJOK BEACHMS, ydeTa UM XpaHCHUS
JUYHBIX  Jed  pabOTHUKOB ~ MyHHIMNANBHOIO  Ka3eHHOro  o0ueo0pa3oBaTEbHOIO
yupexaenus «HuapiMckasi OCHOBHAsI IIKOJIa-I€TCKUI ca/l» JBEHKUIICKOTO0 MYHUIIMIAIBHOTO
paitona KpacHosipckoro kpas (nanee — oOpa3oBarenbHas OpraHu3alius).

1.2. Tlopsimok pa3zpaboraH B cOOTBETCTBUM ¢ TpyaoBbIM KoaekcoMm P®, denepaibHbIM
3akoHOM OT 27.07.2006 Ne 152-®3 «O mnepcoHalbHBIX JaHHBIX», IpUKa3oM PocapxuBa oT
31.07.2023 Ne 77 «O0 yrtBepxknaenun lIpaBusl opraHusanuy XpaHEHUs, KOMIUIEKTOBAHUS,
ydera M KCIOJIb30BaHUs TIOKyMEHTOB ApxuBHOro ¢onaa Poccuiickoit @eaepanuu u Jpyrux
ApPXUBHBIX IOKYMEHTOB B I'OCY/APCTBEHHBIX OpPraHax, OpraHax MECTHOIO CaMOYINPAaBIEHUS U
OpraHu3alUAX», KOJUIEKTUBHBIM JIOTOBOPOM M YCTaBOM 00pa30oBaTeIbHON OpraHU3aIlHH.

2. ®opMupoBaHUe JUYHBIX €]l PA0OTHHUKOB

2.1. ®opmupoBaHuEe JHUYHOTO Jena pPabOTHUKA TPOU3BOAUTCA PabOTHHUKOM,
Ha3HAYEHHBIM PYKOBOJUTEIEM 00pa30oBaTeIbHOW OpraHu3aluy (J1ajieeé — OTBETCTBEHHbBIN 3a
BeneHne gnen). JlmuHoe nemo ¢opmupyercs HE TO3[HEE MATH pPadOYMX JHEH CO JHS
3aKJIIOUEHHs] TPYAOBOTO JOTOBOpa, HO HE paHee IOJIyueHUs OT pabOTHHKA COrJacHsl Ha
00paboTKy ero nepcoHaIbHBIX TaHHBIX.

2.2. [lepBuuHoe oopmIIeHHE TUIHOTO JIeNa PEyCMaTPHBACT:

a) TMPHUCBOCHUE JHWYHOMY JElIy HOMEpa COTJIACHO JKypHAIy Yyd4eTa JHYHBIX el
(npunoxenue Ne 1);

0) mpocTraBiieHHE Ha OOJIOKKE JMYHOTrO Jena (mpuioxkeHue Ne 2) cleayrommx
PEKBU3UTOB: MHJEKC Jieda (B COOTBETCTBHMM C HOMEHKJIATYpoM Jesl o0pa3oBaTeNbHON
OpraHu3alliu); IOJIHOE HAaUMEHOBaHUE 00pa30BaTEIbHOW OpraHu3aliy; HOMEp JIMYHOI'O
nena; pamMuiIns UMsi 0TYECTBO pabOTHUKA B MMEHUTEIBHOM Majiexke; JaThl — roj Hauvajga u
rOJl OKOHYAHUS BEACHUS JeJa; KOJTMIECTBO JMCTOB; CPOK XPAHCHHUS;

B) IIOMEIICHHWE JOKYMEHTOB, MOJUIeXKAIIUX XPAaHEHUIO B COCTAaBE JIMYHBIX JIEN, B
XPOHOJIOTUYECKOM MOPSAKE:

e BHYTPEHHSIS OIIUCh JJOKYMEHTOB Jela (mpuiioxkernue Ne 3);

¢ JUCT C OTMETKaMu 00 O3HAKOMJICHMH PAOOTHUKA C MEPCOHAIBHBIMU JIaHHBIMU M3
nugHOTO aena (mpuioxenue Ne 4);

¢ JUCT C OTMETKAMH O PEe3yNbTaTaxX €XETOJHON MPOBEPKU COCTOSHHS JIMYHOTO JeNa
(npunoxenue Ne 5);

o TMYHBIN JIUCTOK MO YYETY KaJapoB U aHkeTa (mpusoxeHus Ne 6 u Ne 7);

e aBTOOMOTpadUS;



* 3asIBJICHUE O MIpUEMe Ha paboTy;

e [IpUKa3 O IprueMe Ha paldoTy;

e TOJDKHOCTHAsI MHCTPYKIIUS;

e TPYZAOBOM JOTOBOD;

e IOTOBOP O IOJTHOW MaTepHaIbHOW OTBETCTBEHHOCTH (€CiIU pabOTHUK — MAaTEPHAIIBLHO
OTBETCTBEHHOE JIUIIO);

* XapaKTEPUCTUKH U PEKOMEHIATEIbHBIE TUCHMA;

e CIIPaBKa 00 OTCYTCTBUM CYyIUMOCTH;

o TOKYMEHTHI 00 00pa30BaHUMU.

2.3. JIuCThI TOKYMEHTOB, TOMEILIEHHBIX B JINYHOE JEJI0, MOAJIEkKAT HyMEpalluu.

2.4. JlokyMeHTBI TOMEIIAIOTCS B MANKy-CKOpocIIMBaresb. [Ipu yBoiabHeHUN paOOTHUKA
JIeJI0 ClIaeTcsl B apXUB 00pa30BaTeNbHON OpraHnu3aliuu.

2.5. BHyTpeHHsIq ONUCh JOKYMEHTOB JieJla JOJDKHA COAEPkKAaTh CBEAEHUS O MOPSIIKOBBIX
HOMEpAax, HAaUMEHOBAHMUAX JIOKYMEHTOB Ji€Jla, KOJIMYECTBE JIMCTOB, JaTax BKIIOYEHUS
JOKYMEHTOB B JIMYHOE JIEJI0 U U3BATUS U3 JIENA, & TAK)KE KEM HU3bAT JOKYMEHT M 110 KaKOu
MPUYHHE.

2.6. BHyTpeHHS ONUCH COCTABJISIETCA Ha OTIEIBHOM JIMCTE MO0 YCTAaHOBJICHHOM (hopMme.
JIMCTBI BHYTPEHHEN ONUCH HYMEPYIOTCS OTAEIBHO.

2.7. 1lpy mOAroTOBKE JMYHBIX JEJN K Iepeade Ha XpPAHEHUE K BHYTPEHHEW ONUCHU
COCTaBJISIETCS UTOTOBAS 3aMKCh, B KOTOPOM yKa3bpIBaeTCs LU(pamMu M IPOMHUCHIO KOJINYECTBO
BKJIFOYEHHBIX B HEE JJOKYMEHTOB M KOJIMYECTBO JIMCTOB JEJA.

3. Begenue JMYHBIX JeJI pa0OTHUKOB

3.1. JluuHoe peno BeAeTcss B TEYEHHUE Bcero Imnepuojga padboTel pabOTHUKA
00pa3oBaTeIbHON OpraHU3auu.

3.2. Begenue nuuyHOrO nena paOOTHUKA MpeAycMaTpUBAET IOMEIIEHHE B JEJO
JIOKYMEHTOB, 00pa3yronmxcs B rpoliecce padoueit JesiTeIbHOCTH U UMEIOIIUX 3HaYEHUE IS
TPYAOBBIX OTHOILICHUN:

e IOTIOJTHCHHE K JINYHOMY JINCTKY TIO YUETY KaJIpOB;

e IOTIOJTHUTEIILHBIE COTJIANIEHUS K TPYJOBOMY JOTOBOPY;

e KOIIUU MTPUKA30B M0 JIUYHOMY COCTaBY, KOTOPbIE KacaloTcs pabOTHHUKA,

e OT3BIBBI JIOJKHOCTHBIX JIUI] O PAOOTHHKE;

e KOITUU JJOKYMEHTOB O MOBBIIICHUN KBUTU(DHUKAIINY;

e KOIUU CEPTUPHUKATOB, IPAMOT;

e JIUCT — 3aBEPUTEIH Jieja (COCTABIISIFOT IIPH Cla4€ JJUIHOTO JIe]ia B ApXUB);

e UHBIE JIOKYMEHTBHI.

3.3. B nuyHble nena HE MOMENIAIOTCS JOKYMEHTBHI, UMEIOIIHME BTOPOCTENEHHOE
3HaueHue. Takue JOKYMEHThl XpaHsaTca B oTaeiabHOM neine Ne 4-09 «JlokymeHThI, He
BOIIE/IIITUE B COCTAB JIMYHBIX JIEI.

3.4. PaboTHUK 3HAKOMUTCS C JIMYHBIM JIEJIOM B T€UEHHUE TPeX pabdouyux AHEH ¢ AaThl
MOJTyY€HHUsI OTBETCTBEHHBIM 3a BEACHHE JIeJ 3asBJICHUs C MpockOoi 00 o3HakomiieHun. OO
ATOM JIEJIAeTCS OTMETKA B JINCTEC 03HAKOMJICHUS paOOTHHUKA C JIMIHBIM JICJIOM.

3.5. O3HaKOMJICHHE C JIETIOM MPOUCXOAUT UCKIIOYUTEIHLHO B KAOWHETE OTBETCTBEHHOTO
3a BeJICHHE JIeN U B €ro MPUCYTCTBUU. 3arpeliaeTcsi BBIHOC Jiea U3 KaOuHeTa.



3.6. Bblgaua Komuii JOKYMEHTOB H3 JIMYHOIO J€Jia IPOU3BOJUTCS MO JIMYHOMY
3as8BJICHUIO0 PAa0OTHUKAa U C paspeuieHust aupekropa. Komuu AOKYMEHTOB JOKHBI OBITH
3aBEPEHbI U MPEJOCTaBIEHbl pAOOTHUKY B TEUEHHUE TPEX AHEH CO JHS MOoAayuu 3asiBJICHUS.

3.7. 3bpsATHE OTIENBHBIX JOKYMEHTOB M3 JMYHOIO JEJIa IPOU3BOJUTCS C pa3peleHUs
aupeKkTopa 00pa3oBaTeIbHONW OpraHu3aluu ¢ OQOPMIIEHMEM COOTBETCTBYIOLIEH 3amucH B
rpadpe «IIpumeuyanue» BHyTpeHHeW omnucu. IIpu BpeMEHHOM H3BATHM JOKYMEHTa Ha €ro
MecTO (MEXIy JIMCTaMU COCEJHUX JOKYMEHTOB) BKJIAJBIBAETCA CIPABKA-3AMECTUTEIND C
yKa3aHHEM JAThl U PUYUH U3BATHS C MOANKCHIO JIMLA, BBIAABIIETO JOKYMEHT, U IMOJIHUCHIO
JM1a, OJYYMBIIETO €70 BO BPEMEHHOE I0JIb30BAHMUE.

3.8. B memsax obecniedeHrss KOHTPOJISA 32 COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIMYHBIX A€
B 00pa30BaTeNbHON OpraHU3allM €XKEroJHO IPOU3BOAUTCA NpPOBEpKAa WX HAIUYUS H
COCTOSIHUSL.

3.9. ExeroaHyro NpOBEpPKY COCTOSIHUSI JIMYHBIX JI€1 Ha NPEeIMET COXPaHHOCTHU
BKJIFOYEHHBIX B HEro JIOKYMEHTOB IIPOBOAMT CHELHUAJIBHO co3aHHas komuccusa. O
IIPOBEJICHHBIX MPOBEPKAX JCJIACTC OTMETKA B JIMCTE O PE3YNbTATax €XKEroJHOW IPOBEPKU
COCTOSIHUSL U HaJIM4Msl JIMYHOro jena (nmpuioxeHue Ne 5) u coctaBisieTcst akT. Pe3ynbrarhl
MIPOBEPKH JIMYHBIX JIe]1 B 0053aTE€ILHOM HOPSIIKE JOBOJISATCS J0 AUPEKTOpa 00pa30BaTEeIbHOM
OpraHu3aLuu.

4. XpaHeHue M yuyeT JUYHBIX JeJ1 PA0OTHUKOB

4.1 XpaHeHue U YYeT JIMYHBIX JeJI pabOTHUKOB 00pa30BaTENbHON OpraHU3aluu
OpPraHU3YIOTCS C IEJbI0 OBICTPOrO MOMCKA JUYHBIX e, 00eCredeHrus UX COXPAHHOCTH U
KOH(UIEHITMATFHOCTA CBEJICHUH, COACPXKAIMUXCS B JIOKYMEHTaX JHMYHBIX JEJ, OT
HECAHKIMOHUPOBAHHOTO JOCTYIA.

4.2. Jluuynwsie nena paOOTHUKOB XPAHATCS y OTBETCTBEHHOTO 3a BEJACHHE JElI B
CHEIUATPHOM METATUIECKOM cetide.

4.3. JlocTym K JIMYHBIM JieiaM pabOTHUKOB UMEIOT TOJIbKO OTBETCTBEHHBIN 32 BEICHHE
JIeNl U TUPEKTOp 00pa30oBaTENbHONW OpraHU3alMU JIMOO €ro 3aMEeCTUTEN MPU HCIOJTHEHUHU
00s13aHHOCTEN TUPEKTOpa 00pa30BaTEIbHOW OpPraHU3allUH.

4.4. CucreMaTu3anus TUIHBIX JIe] paOOTHUKOB MPOU3BOAUTCA B ajl(haBUTHOM TOPSIIKE.

5. O¢dopmiieHune JUYHBIX JeJ1 pAa0OTHMKOB Iepe] ciaveil B apXuB

5.1. Odopmienre TUYHBIX JeN Ui IepeJayd B apXUB MPOU3BOIUTCS OTBETCTBEHHBIM
3a BEJICHHE JIeJ. DTa MPoLeaAypa BKIIOYALT:

e MIOJIIUBKY (TIEPEIIET) JIeNa;

e YTOYHEHUE HyMEpaliH JINCTOB J1EJ1a;

e COCTaBJICHHE JIMCTa-3aBepuTeNs (puioxkeHue Ne 8);

e COCTaBJICHHE (YTOUHEHHE) BHYTPEHHEHN ONUCH;

e BHECEHUE YTOUHEHUN B PEKBU3UTHI JIULIEBON OOJIOKKH JIeTa.

5.2. Jluct — 3aBepuTelnp Jena JOHKEH MOAMNUCATh €r0 COCTABUTENb, IIPU ITOM JIE€IAaeTCs
pacmmupoBKa JOJDKHOCTH U MOJIUCH, MPOCTaBiseTcs naTa. B mpouecce MCHOIb30BaHMS
apXUBHBIX JJOKYMEHTOB B JIMCTE-3aBEPUTEIIE ACNAIOTCI COOTBETCTBYIOIINE OTMETKHU.

Ecnu geno nmoammro 6e3 nucra-3aBepUTENs, TO €ro ClIeAyeT HaKJIeUTh Ha BHYTPEHHIOIO
CTOPOHY OOJIOXKKH JeTIa.

5.3. C uenbto obecrnedyeHnst COXpaHHOCTHU JIMYHBIX JI€J1 PEKOMEHAYETCS:



e O0OBEIMHAT, WHIUBUIYyaJbHbIC JMYHBIC Jiella YBOJEHHBIX pPAaOOTHHKOB B OJIHY
00710)kKYy (00BEMHEHHOE JIeJI0) C TAKUM PacuyeToM, YTOOBI 00BeM Jieia (ToMa) He MPEBhIIIal
250 nmucToB (MyTeM CIIUBKY MaTEPHUATIOB MHIUBUIYAIBHBIX JIE] 110 TOAaM YBOJIHHEHUS);

e pacmoyiaraTb MaTepHabl HWHAMBUAYAJIBbHBIX JIeJ1 B TMpeAenax jneina (Toma) B
andaBuTHOM TOpsnKe (TodaMHUIIbHO), OTHENSAs MaTepuajbl, OTHOCSIIMECS K pPa3HbIM
WHIUBUyaJbHBIM JICJIaM, YACTHIM JIUCTOM OyMaru ¢ yKa3aHueM Ha HeM (haMuIuu, UMEHU U
OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPYIHUKA;

e CHa0XaTh KaxkJ10e 00bEeIUHEHHOE /1e7I0 (TOM) BHYTPEHHEHW OMHCHIO C MEepeYHCICHUEM
dbaMuauii, UMEH W OTYECTB W YKa3aHHWEM HOMEpPOB CTPAaHHMII, B TIpelaeiaX KOTOPBIX
PacmoIOKEHbI COOTBETCTBYIOIINE JJOKYMEHTHI.

5.4. Tlepenaua NUYHBIX JIeJ B apXUB OCYIIECTBIIAECTCA HE IO3JHEE TpeX JIET IOcIe
3aBEpIICHUS WX B JICJONPOU3BOJICTBE B COOTBETCTBUU C rpadukoM. [IpeaBapurennHO
OTBETCTBEHHBIM 32 BEJICHUE JIEJI TPOBEPSETCS MOJIHOTA U MPABUILHOCTD MOATOTOBKH JIMYHBIX
JieN K nepenave. BoisBieHHbIE TPU MPOBEPKE HEJAOCTATKU YCTPAHSIOTCS OTBETCTBEHHBIM 3a
BeneHue aen. Ilepenaua u mpueM MPOU3BOASTCS IO OMNUCH C MPOCTAHOBKOM OTMETOK O
HAJIMYUU JTAYHBIX JIET.

5.5. JInunbie nena paOOTHUKOB, 3aKOHUYEHHBIE JIEJIONPonu3BoACTBOM 10 1 siuBaps 2003
rojaa, xpausrcs 75 net, nocye 1 saBaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH padoToaaTesss U palOTHUKA

6.1. PaGoTHUKM 00pa30BaTelIbHON OpraHu3alun 00s13aHbl CBOEBPEMEHHO MPECTABIISTh
cBeJIeHHsT 00 M3MEHEHHH CBOWX IEPCOHAIBHBIX JAaHHBIX, BKIIOUYECHHBIX B COCTaB JIMYHOTO
nena.

6.2. OTBETCTBEHHBIN 3a BeleHUE el Pa0OTHUKOB HECET NUCUUILTMHAPHYIO U WHYIO
OTBETCTBEHHOCTD 3a pasrjalieHue KOH(OUICHIINAIbHBIX CBEICHHM, COAEPIKAIMUXCS B TUYHBIX
nenax, ¥ 3a UHbIe HapyIICHUS TOpsAJIKa BEJICHUSI JIMYHBIX JIEI.

7. IlpaBa paboToaarte/isi U pa0OTHHKA

7.1. PaboTHHKH 00pa30BaTEIbHON OpraHu3alluu UMEIOT MPaBo:

e IIOJIY4aTh MOJHYIO UH(POpMaIio 06 06paboTKe CBOMX MEPCOHALHBIX JaHHBIX;

e TIOJTy4YaTh TOCTYI K CBOMM IEPCOHATHHBIM JaHHBIM;

e TTOJTy4aTh KOITUHU JTOKYMEHTOB, XPAHSAIINXCS B JIMIHOM JIETIC;

e TpeOOBaTh UCKIIOUEHUS WJIM HWCIIPABJICHHS] HEBEPHBIX W HEMOJHBIX (MCKAKCHHBIX)
CBOMX IMEPCOHAIBHBIX JIAHHBIX.

7.2. PabotonaTens UMeeT mpaso:

» 00pa0aThIBaTh NEPCOHAIBHBIEC JaHHbIE PAOOTHUKOB, B TOM YHCJIE M Ha 3JIEKTPOHHBIX
HOCHUTEIISX;

e 3aMpammBaTh OT PAOOTHUKOB WH(POPMAITUIO, HEOOXOIUMYIO JIJISl BEACHUS JTMYHBIX JeI
1 00pabOTKU NEPCOHATBHBIX TaHHBIX.



