


MNPUHATO YTBEPXKJIALIO

Hupexkrop MBOY «COLI Ne 125
Ha 3acelaHuu M.M. MaromengoBa
[lenaroruyeckoro coBera IMpukas Ne 8/12-mt ot 31.08.2023
MBOY «COII Ne 12
nporokoi Ne 1 ot 31.08.2023 r.

IMOJOXEHHUE
0 MopsiiKe BeAeHHs JUYHBIX JIeJI eJaroroB M COTPYAHNKOB
MyHHIHMIIATBHOTO 0I01KETHOT0 00111e00Pa30BaTEILHOI0 YUpPeKIeHHs
«Cpennss odmeodopasoBaTejibHast mKoga Ne 12

1. O0mume moJ1okeHus
1.1 Hacrosmuii JIOKJIbHBINA aKT OMPEeIseT MOPAI0K BEJCHUS, yIeTa U XPaHEHHS JIMIHBIX
neq pabOTHUKOB MyHUIIMIIAIBHOIO O10JKETHOTO 00111€00pa30BaTENbHOTO YUPEKICHUS
«COMI Ne 12» (nanee — oOpa3oBaTebHAasi OpraHU3aIKs).
1.2. Tlopsanok pa3paboTaH B COOTBETCTBUH ¢ TpyaoBbIM KojgekcoM PO, denepanbHbiM
3akoHOM 0T 27.07.2006 Ne 152-®@3 «O mepcoHalbHBIX TaHHBIXY, TpuKa3oM Pocapxusa ot
31.07.2023 Ne 77 «OG0 yrBepxknaenuu [IpaBun opranuszaiy XpaHeHus, KOMIUIEKTOBAHNS,
ydeTra U MCIOJIb30BaHUs T0KyMeHTOB ApxuBHoro ¢ponna Poccuiickoit @deaepanuu u Ipyrux
apXMBHBIX JOKYMEHTOB B FOCYJIapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIPAaBJICHUS U
OpTaHU3aIMIX», KOJUIEKTHBHBIM JJOTOBOPOM U yCTaBOM 00pa30BaTEeIbHON OPTraHU3aINH.
2. @opMHpPOBaHHe JHYHBIX /ieJ] PAOOTHHUKOB
2.1. ®opMupoBaHUE TUIHOTO JeNia pAOOTHHUKA MMPOU3BOAUTCS pAOOTHHKOM
, HA3HAYCHHBIM PYKOBOAMTEIEM 00pa30BaTeIbHOM OpraHu3anun (anee — OTBETCTBEHHBIH 3a
BEJICHUE JIE)
. JIuunoe neno Gpopmupyercs
HE T03/IHee NATH paboyux
JTHEW co JHS 3aKJIFOYEHHUs TPYIOBOTO I0TOBOPa, HO HE paHee MOJydeHHs 0T pabOTHUKA
corjacusi Ha 00pabOTKy €ro MepCOHATbHBIX JaHHBIX.
2.2. IlepBuuHoe odopMIIeHHE TUYHOTO Jela IPeyCMaTpUBaET:
a) PUCBOCHUE JINYHOMY JIeTy HOMEpa COTJIACHO )KYpHAIy ydeTa JIMUHBIX e (PUIOKeHHE
Ne 1);
0) odopmieHHE 00I0KKH JIMIHOTO JIeja, KoTopas GOPMUPYETCSI B COOTBETCTBHU C
TpeboBanusAMH npukaza Pocapxusa ot 31.07.2023 Ne 77. B 00710%KY BHOCST CIEIYIOLIHE
PEKBH3HTHI: UHJICKC Jieia (B COOTBETCTBHU C HOMEHKJIATYPOW e 00pa3oBaTebHOM
OpraHU3allK); MOJHOe HAMMEHOBaHUE 00pa30BaTEIbHON OpraHU3alli; HOMEp JTHYHOTO
nena; paMuiIHst UMsl OTYECTBO paOOTHHKA B MMEHUTEIILHOM MaJIeXKe; TaThl — IOl Havaua u
rojl OKOHYaHMsI BEJICHUs JieJia; KOJIMUYECTBO JINCTOB; CPOK XPaHEHUS,
B) MMOMEIIICHHE JJOKYMEHTOB, MOJISKAIINX XPAHECHHUIO B COCTABE JIMYHBIX €T, B
XPOHOJIOTUYECKOM TOPSIIIKE!
e BHYTPEHHSISI OIIMCH JJOKYMEHTOB JIeNia, KOTopasi pOPMHUPYETCSI B COOTBETCTBUU C
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e JIUCT C OTMETKaM# 00 03HAKOMJIEHUH paOOTHHKA C TIEPCOHATLHBIMU JIAaHHBIMU 3
auyHoro Aena (npusoxenue Ne 2);
e JIUCT C OTMETKAMH O Pe3yJIbTaTaX €KeTOJHON MPOBEPKU COCTOSHUS JIMYHOTO eI
(mpunoxenue Ne 3);



e JIMYHBIH JIUCTOK MO Y4eTy KajapoB (mpuinoxeHue Ne 4);

e corjacue Ha 00pabOTKY MEPCOHAIBHBIX IaHHBIX;

e 3asBIIEHHE O pHEMe Ha paloTy;

e KOIUSA NMPHUKa3a 0 IpUeMe Ha paboTy;

e KOIUS JTOJDKHOCTHON MHCTPYKIIHH;

e TPYAOBOMH JJOrOBOP;

e JIOTOBOP O MOJHOI MaTepHalIbHOW OTBETCTBEHHOCTH (€CIH PAOOTHHK —

MaTepHalbHO OTBETCTBEHHOE JIHILIO);
e pE3yJbTATHI IPEIBAPUTEIBHOTO MEAUIIMHCKOTO OCMOTPA,
e pe3yJbTaThl ICHXUATPUYECKUX OCBU/ICTEIBCTBOBAHUI (€CIIM PAOOTHUK BBITOJIHSCT
OTJeNIbHBIC BUJIBI ICATEILHOCTH,

o <,..>,
2.3. JIucThl JOKYMEHTOB, TOMEIICHHBIX B IMYHOE JEJI0, MOJIE)KAT HyMepaIuu.
2.4. JIoKyMEHTBI IOMEIIAI0TCS B MANKy-CKOpocIIrBaTelb. [Ipu yBobHEHUH pabOTHUKA J1€710
MPOIIMBACTCS HUTKAMH U CIAETCs B apXUB 00pa30BaTeIbHON OpraHU3aIHH.
2.5. BHyTpeHHss ONUCh TOKYMEHTOB Jiefia IOJDKHA COJepKaTh CBEIECHUS O OPSIIKOBBIX
HOMEpax, HAMMEHOBAHMX JOKYMEHTOB JIeJIa, KOJTHMUYECTBE JIMCTOB, JaTaX BKIIOUCHHS
JOKYMEHTOB B JIMUHOE JEJI0 U U3BATUS U3 JIeJa, @ TAKXKE KEM U3BAT JOKYMEHT U IO KaKoH
IpUYHHE.
2.6. BHyTpeHHss ONUCh COCTABISETCS Ha OT/IEIBHOM JIUCTE [0 YCTAaHOBIEHHOH (opme.
JIuCTel BHYTPEHHEH OIIMCU HYMEPYIOTCS OTAENBHO.
2.7. Ilpy nOoArOTOBKE JIMYHBIX JIe]l K Iepe/laue Ha XpaHeHHe K BHYTPEHHEH OIUCH
COCTABIISICTCSI UTOTOBAS 3aIUCh, B KOTOPOH YKa3bIBAeTCs MU(PPaMHU U MTPONHCHIO KOJTHMYECTBO
BKJIFOYEHHBIX B HEE JJOKYMEHTOB U KOJIMYECTBO JIMCTOB JIEJIa.

3. Benenue JIM4YHBIX J1eJ1 pA0OTHUKOB
3.1. JluuHOE emo BeaeTCs B TEUSHHUE BCETO Meproia padoThl pabOTHHUKA 00pa30oBaTEeIbHOM
OpraHH3aIliH.
3.2. Benenue yimuHOTO Jei1a paboOTHHUKA MPEIyCMaTPUBACT ITIOMEIICHUE B JCIIO IOKYMEHTOB,
o0Opa3yromuxcs B mporecce paboueil 1esTeNbHOCTH U UMEIOIIUX 3HAUEHHUE TS TPYIOBBIX
OTHOIIEHUN:
e JIONOJTHEHHE K INYHOMY JIUCTKY 1O yUYETY KaJapOoB;
e JIONIOJHUTEIILHBIC COTIIAIICHUS K TPYJOBOMY JIOTOBODY;
e KOIHH MPHKA30B 110 JUYHOMY COCTaBY, KOTOPBIE KacarTcs paboTHHKa (0 mepeBo/Ie,
MepeMeICHUH, POTAIlUH, COBMEIIICHIH, COBMECTHTEILCTBE, YBOJIBHCHHUH, OTLIATE
TpyJa, aTTECTAIlNH, TOBBIIICHUH KBATH(PUKAIIUH, TOOIIPEHUH, HATPaXKIeHUH, 00
W3MEHEHUY aHKETHO-OMorpamuecKux JaHHBIX, OTITYCKaX MO YXOIy 32 PEOCHKOM,
OTIyCKax 0e3 COXpaHeHHs 3apabOTHOH II1aThI);
e OT3BIBHI JIOJDKHOCTHBIX JIHI] O PA0OOTHUKE;
e coryacusi Ha 00pabOTKy MEePCOHANBHBIX JaHHBIX;
e XapaKTEPHUCTUKH U PCKOMEH/IATCIILHBIC THCHMA;
e aTTECTAI[MOHHBIE JIUCTHI;
e PE3YJIBTATHI MEPUOTNICCKUX METUITUHCKAX OCMOTPOB;
e pe3yJbTaThl ICUXUATPUICCKUX OCBUICTEIBCTBOBAHUN (€CiIM paOOTHUK BBIMOJIHSACT
OTJICTbHBIC BUIBI JACSITCILHOCTH;
e yBeqOMIIEHUSI 00 U3BMEHEHUH yCIOBHI TPYJOBOTO JOTOBOPA,
e KOMHH OOBSICHUTEIBHBIX 3aITMCOK, 3asBJICHUN PaOOTHHKA,
e MaTepHuaJibl aTTecTaliu (€CIU paOOTHHK MOJIJICKUT MPOXOKICHUIO aTTECTAIIUH);
e JIUCT — 3aBEPHUTENH Jena (COCTABISIOT MPH ¢caue JIMYHOTO JIejIa B apXHB);
e WHbBIC JOKYMEHTHI.



3.3. B nuuHble fena He MOMEeNalTcs JOKYMEHThI, UMEIOIEe BTOPOCTEIIEHHOE 3HAUEeHHE.
Taxue nokymMeHThl XpaHaTcs B oTaenbHoM Aeine Ne 4-09 «/lokyMeHTsI, He BoLIeIIINE B
COCTaB JIMYHBIX JICI.
3.4. PabOTHHMK 3HAKOMUTCS C JINYHBIM JICJIOM B TEUEHHUE TPeX pabouMX JHEH ¢ AaThl
MIOJTyYeHHsI OTBETCTBEHHBIM 3a BEJCHHUE JIEN 3asiBJICHUS ¢ POoch00it 06 o3Hakomienuu. O6
3TOM JIE1aeTCsl OTMETKA B JIMCTE O3HAKOMIICHUS] pa0OTHHKA C JINYHBIM JICJIOM.
3.5. O3HaKOMJICHHE C JIEJIOM NMPOUCXOAUT UCKITIOUUTEIHHO B KAOMHETEe OTBETCTBEHHOTO 32
BEJICHUE /I U B €r0 IIPUCYTCTBUU. 3alpeIaeTcs BHIHOC Jiela U3 KaOMHeTa.
3.6. Beitaua konuii JOKYMEHTOB U3 JIMYHOTO Jeia IIPOU3BOAUTCS TI0 JIMYHOMY 3asIBJICHUIO
pabOTHHUKA U C pa3pelieHus AupekTopa. Konuu 10KyMeHTOB JOKHBI ObITh 3aBEPEHBI U
MPEOCTaBICHbI PAOOTHUKY B TEUEHHUE TPEX JHEH CO JTHS MOAayy 3asiBICHUS.
3.7. 3bsiTHE OTJCNIBHBIX JOKYMEHTOB U3 JINYHOTO JIeJ1a IPOU3BOJUTCS C pa3peLCHUs
IMpEKTOopa 00pa3oBaTEIbHON OpraHu3aunu ¢ 0POPMICHHEM COOTBETCTBYIOLICH 3amucu B
rpade «lIpumedanue» BHyTpeHHel onucu. [Ipu BpeMEHHOM U3bATUU TOKYMEHTA Ha €ro
MecTo (MEXIy JIMCTAMHU COCEAHUX JJOKYMEHTOB) BKJIAIbIBACTCS CIIPABKA-3aMECTHTEIb C
yKa3aHHeM JaThl U MPUYHUH U3BATHUS C MOANUCHIO JIMLA, BBIAABIIETO JOKYMEHT, U MOANUCHI0
JIMLA, TTOJIYYUBILEr0 €ro BO BPEMEHHOE 110JIb30BaHUE.
3.8. B nensix obecnieueHust KOHTPOJIS 32 COXPAHHOCTBIO M AKTyaJIbHOCTBIO JIMUHBIX JI€]1 B
00pa3oBaTeNbHON OPTaHU3AIMH €KETOTHO IPOU3BOIUTCS MTPOBEPKA X HATWYHS U
COCTOSIHUS.
3.9. EsxeroiHyro mpoBepKy COCTOSIHHS JTMYHBIX JIE]l Ha MIPEIMET COXPAaHHOCTH BKIFOUEHHBIX
B HEr0 JJOKYMEHTOB IPOBOJUT CHEIMAIbHO cO3JaHHast Komuccus. O mpoBeIeHHbIX
IIPOBEPKaXx JIeJaeTcs OTMETKA B JIMCTE O pe3yjIbTaTax €XKeroHOM MPOBEPKHU COCTOSHUS U
HaJIM4Hs1 JIMYHOTO Aena (npunoxenue Ne 3) u cocraBisieTcs akT. Pe3ynbTaTsl IpoBepKH
JUYHBIX JIEJT B 00S3aTEIILHOM MOPSIIKE TOBOJSATCS J0 AUPEKTOPA 00pa30oBaTEeIILHOM
OpraHu3aIMH.
4. XpaHeHHe M y4YeT JHYHBIX J1eJ1 pA0OTHUKOB
4.1 XpaHeHue 1 yyeT JUUHBIX J1e]l PabOTHUKOB 00pa30BaTeNIbHOM OpraHu3aluu
OPTaHU3YIOTCS C LEJbI0 OBICTPOrO MOMCKA JIMYHBIX /1], 00ECTIeUeHHS UX COXPAHHOCTH H
KOH(UIEHIIMATIBHOCTH CBEACHUH, COEPIKAIINXCS B JOKYMEHTAX JIMYHBIX JIeJT, OT
HECaHKLMOHUPOBAHHOTO JJOCTYTIA.
4.2. JInunble fena pabOTHUKOB XPAHATCS Y OTBETCTBEHHOTO 32 BEICHHUE /Il B CIIELUAIBHOM
METAJIJINYECKOM ceilde.
4.3. JlocTyn K JIMYHBIM Jies1aM paOOTHUKOB UMEIOT TOJIbKO OTBETCTBEHHBIH 3a BeJIeHUE e U
TUPEKTOP 00pa3oBaTeIbHON OpraHU3alMK JUO0 ero 3aMeCTUTENH MPU UCTIOTHEHUH
00s13aHHOCTEH TUpeKkTopa 0Opa3oBaTelbHOI OpraHu3aluu.
4.4. Cucremarusanus JUYHbIX JIe]1 paAOOTHUKOB MPOU3BOAUTCS B al(paBUTHOM IMOPSJIKE.
5. OdopmiieHne TUYHBIX el pa0OTHHKOB Nepe] caaveil B apxXuB

5.1. OdopmiieHne TUYHBIX A€M 7S epeaadn B apXUB MPOU3BOJUTCS OTBETCTBEHHBIM 3a
BeJICHUE JieN1. DTa NMpoLeaypa BKIOYAET:

e TNOMIIUBKY (TEeperieT) aena;

e YTOYHEHHUE HyMepalllH JHCTOB JIela,

e COCTaBJICHHE JIMCTa-3aBEPUTEIISI, KOTOPBIN (popMHUpyeTCs B COOTBETCTBUU C
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e cocTaBieHue (yTOYHEHUE) BHYTPEHHEH OMHKCH;

e BHECEHHE YTOUHEHHH B PEKBU3UTHI JIULIEBOH OOI0XKKH Jiea.
5.2. JIuct — 3aBepuTEINb Aeia JODKEH MOANKUCATh €0 COCTABUTENb, IPU ATOM JIEIIAeTCs
pacungpoBKa J0JKHOCTH U TOJMMCH, POCTaBIIAETCs 1aTa. B mporiecce Hcmoib30BaHus
apXWBHBIX JOKYMEHTOB B JICTE-3aBEPUTEIIE ICTAOTCS COOTBETCTBYIONINE OTMETKH.



Ecnu neno mommmuro 6e3 IucTa-3aBepuTeNis, TO €ro CIeyeT HaKIEUTh Ha BHYTPEHHIOO
CTOPOHY OOJIOKKH JIeTia.
5.3. C nenbto obecrieyeHust COXPAHHOCTH JIMYHBIX JI€JT PEKOMEH/TIyeTCs:

e 00BEAMHATH MHIUBUIYAJIbHBIC JINYHBIC JIE)Ia YBOJICHHBIX PAOOTHUKOB B OHY
00110kKy (00BEAMHEHHOE JIEJI0) C TAKUM PacueToM, 4ToObl 00beM jeia (ToMa) He
npessitian 250 JUcToB (yTeM CIIUBKH MaTePHAIOB HHIUBHIYAIbHBIX TSI 110
rojiam yBOJIbHCHUS);

e pacrosarath MaTepHasbl HHIMBUIYAIbHBIX J€N B Ipenenax aeia (toma) B
anaBuTHOM TOpsiaKe (MOhaMHUIBHO), OTACIISAS MaTEPUAIIbI, OTHOCSIIHECS K
pa3HBIM HHIUBUIYATHHBIM JIeJaM, YUCTHIM JIMCTOM OyMaru ¢ yKkazaHHeM Ha HEM
(bamMuINK, UMEHH U OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPYIHHKA;

e CHa0XaTh KaX10€ 00bEAMHEHHOE €710 (TOM) BHYTPEHHEH OIUCHIO C
nepeyuciieHneM (GaMuInii, UMEH ¥ OTYECTB U yKa3aHWEM HOMEPOB CTPAHHII, B
npezenax KOTOPbIX PACMOI0KEHBI COOTBETCTBYIONIME JOKYMEHTHI.

5.4. Ilepenaya TUYHBIX JIEJI B apXHUB OCYIIECTBIISIETCS. HE MTO3/IHEE TPEX JIET IMOCIie
3aBepILEHUS UX B JICIIONPOU3BOJICTBE B COOTBETCTBUH ¢ Tpadukom. [IpeasapurensHo
OTBETCTBEHHBIM 32 BEJICHUE JICJT TPOBEPSCTCS IMOJTHOTA W MPABUIBHOCTH TIOJTOTOBKH JIMYHBIX
el K Tiepeiave. BoIsBIeHHBIE IPH MPOBEPKE HEAOCTATKH YCTPAHSIOTCS OTBETCTBEHHBIM 32
BezeHue nen. [lepenaya u mpueM Mpou3BOIATCS MO OIHCH C MMPOCTAHOBKOM OTMETOK O
HAIMYMH JTMYHBIX JCIT.
5.5. JInunbie nena pabOTHUKOB, 3aKOHYCHHEIC JIenonpon3BoacTBoM 110 1 saBaps 2003 rona,
xpansTcs 75 ner, nmocie 1 suBaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH padoToaaTe st 1 padOTHHKA
6.1. PaGoTHrKHN 00pa3oBaTeIbHON OpraHu3aIii 00s3aHbl CBOCBPEMEHHO MPEACTABIATh
CBEICHHS 00 M3MCHCHHUH CBOUX MEPCOHATBHBIX JIAHHBIX, BKJIIOYCHHBIX B COCTAB JINYHOTO
nena.
6.2. OTBETCTBEHHBIH 3a BeICHUE JIe]l pA0OTHUKOB HECET TUCIUIUTMHAPHYIO U UHYIO
OTBETCTBEHHOCTH 3a pa3MiIallicHue KOH(DUICHIIMAIBHBIX CBEICHHH, COJCPKALMXCS B IMYHBIX
JieNiax, W 32 UHBIC HAPYIIICHHUS MOPSIKA BEICHUS JTHYHBIX JCII.

7. IlpaBa padoToaare/isi U paGOTHHKA

7.1. PaGoTHHKM 00pa30BaTeIbHON OpraHu3aIiid UMEIOT MPaBo:

e TIOJYyYaTh MOJHYIO HH(POPMALIKIO 00 00pabOTKe CBOMX MEPCOHATBHBIX TaHHBIX;

e TIOJYYaTh JIOCTYI K CBOMM IEPCOHATBHBIM JaHHBIM,;

e TIOJYyYaTh KOMHUU JOKYMEHTOB, XPAHSIIUXCS B TUYHOM JIETIE,;

e TpeOOBATh UCKITFOUCHHS UM UCIIPABJICHUS HEBEPHBIX U HETOIHBIX (MCKaXKCHHBIX )
CBOMX MEPCOHAILHBIX JIAHHBIX.

7.2. PaboTonarens UMeeET MpaBo:

e 00pabaThIBaTh NMEPCOHANbHBIE JaHHbIE pAOOTHUKOB, B TOM YHCJIE U Ha
AJIEKTPOHHBIX HOCUTEIISX;

e 3ampaiuBaTh OT PaOOTHUKOB HH(OPMAIIHIO, HEOOXOAUMYIO ISl BECHUS JTNYHBIX
nen 1 00paboTKU NePCOHANIbHBIX JaHHBIX.



