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1. O0mMe moJI0KeHU A

1.1 Hacrosmmuii JTOKambHBIA aKT OMpEACNseT MOPSIOK BEICHUS, ydeTa W XpaHCHUs
JUYHBIX JIeN paOOTHUKOB MYHHIIMIIAIHHOTO OO0IIe00pa3oBaTeIbHOTO YUPESKICHUS -
Jluueii Ne 2 (nmanmee — oOpaszoBaTesbHass OpraHUu3aIys).

1.2. Tlopsanox pa3zpaboTtaH B coOTBETCTBUHU ¢ TpynoBeiM koaekcom PD, denepanbHbiM
3akoHOM OT 27.07.2006 Ne 152-®3 «O mepcoHanbHBIX JaHHBIX», MpUKazoM PocapxuBa
or 31.07.2023 Ne 77 «O6 ytBepxkaenun IlpaBun opraHuzanuu XpaHEHHS,
KOMIUIEKTOBAHHUS, YUE€Ta U UCIOJIb30BaHUA JOKYMEHTOB ApxuBHOTO (poHaa Poccuiickoit
Penepanvd U APYTHX ApXUBHBIX JOKYMEHTOB B IOCYJApCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIIPaBJIECHUS W OpPraHM3alusax», KOJUIEKTUBHBIM JIOTOBOPOM M YCTaBOM
o0Opa30BaTeNbHON OpraHU3aiy.

2. ®opMUpPOBaHUE JUYHBIX JeJI PA0OTHUKOB

2.1. ®opmupoBaHHE JIMYHOTO Jeia pabOTHUKA MPOU3BOJUTCA  PaOOTHHUKOM,
HA3HAYEHHBIM PYKOBOJIUTENIEM 00pa30BaTeIbHON OpraHu3aiuu (Jgajiee — OTBETCTBEHHbBIN
3a BegeHue nen). Jluunoe aeno popmupyercs

HE TMO3/IHEE MATH Pabounx

THEHW co JTHS 3aKIIIOUEHUsS] TPYIOBOTO JIOTOBOpA, HO HE paHee MOTy4YeHHs OT paOOTHUKA
corjacusi Ha 00pabOTKy €ro MepCoOHAIbHBIX TaHHBIX.

2.2. TlepBuuHoe oopMIIEHUE JIMYHOTO Jelia MIPeayCMaTpUBaET:
a) MPUCBOCHUE JINYHOMY JeITy HOMEpa COTIACHO )XypHAIy y4eTa JHYHBIX JeI;

0) odopmieHne OOJOXKKH JHYHOTO Jiefa, KOTopas (OpMUPYETCS B COOTBETCTBUU C
TpeOoBaHusmMu npukasza  PocapxuBa ot 31.07.2023 Ne 77. B  00J0XKYy
BHOCSIT CJICNYIONIME PEKBU3UTHI: MHJIEKC Jiena (B COOTBETCTBUM C HOMEHKIJIATYpOW el

oOpa3oBaTeIbHOM  OpraHu3alyu);  TOJHO€  HaWMMEHOBaHHWE  00pa3oBaTEILHOMN
OpraHW3allii, HOMEp JIMYHOTO Jeia; ¢GaMuaus WM OTYeCTBO pabOOTHHKA B
UMEHUTEILHOM TIAJe)Ke; JaThl — TOJl Hadaja M TOJ OKOHYAHHUS BCICHHS Jelna;

KOJIMYECTBO JIMCTOB; CPOK XPaHCHUA,

B) IOMEIIECHHUE JIOKYMEHTOB, MOJICKAIIMX XPAHEHUIO B COCTaBE JIMYHBIX [, B
XPOHOJIOTUYECKOM TTOPSJIKE:

o BHYTPEHHSISI ONUCHh JOKYMEHTOB JieJia, KoTopasi (OpMHUPYETCsI B COOTBETCTBUU C
TpeboBanusiMu npukasa Pocapxusa ot 31.07.2023 Ne 77,

¢ JIMCT C OTMETKAMH 00 O3HAKOMJIEHUU PAOOTHUKA C MEPCOHAIBHBIMU JaHHBIMU U3
JIMYHOTO JIENa;



o JIUCT C OTMETKaMHU O pE3yJibTaTaX €KETOJHOM MPOBEPKU COCTOSHUS JIUYHOTO
nena;

e JIMYHBIN JUCTOK MO YUETYy KaJPOB;

¢ KONUs IIPUKa3a 0 IpUeMe Ha padoTy;

e KOIUS JTOJDKHOCTHON HHCTPYKIIUHY;

« TPYIOBOI1 IOTOBOD;

e JIOTOBOpP O TIOJIHOM MaTepHaJbHOH OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepHalbHO OTBETCTBEHHOE JIUIIO);

e KOIUS JIOKyMEHTa 00 00pa3oBaHUU;

 corjacue Ha 00paboTKy NepCOHATBHBIX JaHHBIX;

¢ CIpaBKa 00 OTCYTCTBUU CYJIUMOCTH

2.3. JINCTBI TOKYyMEHTOB, TOMEIIIEHHBIX B INYHOE JIEIIO0, MOAJIEKAT HyMEpaIiHu.

2.4. JIOKyMEHTBI TTOMEIIAIOTCS B MaIKy-ckopociuBaTeib. [Ipyu yBoJlbHEHHH paOOTHHUKA
JIEJIO TIPOIIUBAETCS HUTKAMU U CIAE€TCS B apXUB 00pa30BaTeIbHON OpraHU3alluu.

2.5. BHYTpeHHsIS ONIMCh TOKYMEHTOB JI€JIa JOJDKHA COAEPKaTh CBEICHHUS O MOPSAIKOBBIX
HOMEpax, HAMMEHOBAHUAX TOKYMEHTOB J1€J1a, KOJIUYECTBE JMCTOB, AaTaX BKIKOYEHUS
JOKYMEHTOB B JIMYHOE JE€JI0 U U3BATHS U3 JI€]Ia, 4 TAKKE KEM H3BAT JOKYMEHT U IO
KaKOU IPUYHUHE.

2.6. BHyTpeHHssl OMHUCh COCTABIIAECTCS HA OTACIBHOM JIMCTE TI0 YCTAaHOBJIECHHOU (opme.
JIucThl BHYTPEHHEN ONIMCH HYMEPYIOTCSI OTAEIBHO.

2.7. 1lpy NMOArOTOBKE JHMYHBIX J€J K IEepeAadye Ha XpaHEHHWE K BHYTPEHHEM ONUCH
COCTaBJISIETCSl WTOrOBas 3alucCh, B KOTOPOM yKa3biBaeTcss LU(paMU MU MPOMHUCHIO
KOJINYECTBO BKJIFOUEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JIMCTOB JIENA.

3. Begenue JJUYHBIX e/l pa0OTHUKOB

3.1. JluuHoe Jeno BeAeTcss B TEUYEHHE BCero mnepuoAa paboOThl pabOTHUKA
00pa3oBaTeNbHON OpraHU3aluy.

3.2. Benmenue mnuyHOrO jena pabOTHHUKA TWIPEAyCMATpPUBAET TMOMEIICHHE B JEJ0
JIOKyMEHTOB, 00pa3yIoNIuXCs B Mpolecce paboueii NeaTeTbHOCTH U UMEIOIINX 3HAYCHUE
JUISL TPYAOBBIX OTHOIIEHUM:

e JIONIOJTHEHHE K JIUYHOMY JIUCTKY 10 YUETY KaJIpOB;
e JIOTIOJHUTEIbHBIC COTTIAIICHUS K TPYJOBOMY JIOTOBOPY;

¢ KOTHH MPUKA30B MO JTUIHOMY COCTaBY, KOTOPBIE KacatoTcs pabOTHHKA,;

¢ OT3BIBBI IOJDKHOCTHBIX JIUI O paOOTHUKE;

¢ KOMHH JOKYMEHTOB O MOBBIIICHUH KBATH(DUKAIIIH;

o KOMHH CEPTU(PHUKATOB, IPAMOT;

e JIMCT — 3aBEPUTEID Jea (COCTABISAIOT MPHU CAaue JIMYHOTO JeJia B apXUB);
o WHBIE TOKYMEHTBHI.



3.3. B nu4HbIe [1€71a HE TOMENMAI0TCS JOKYMEHTHI, UMEIOIINE BTOPOCTENIEHHOE 3HAUYCHUE.
Takue NOKyMEHTHI XpaHATcs B oTAeabHOM nieiie Ne 4-09 «JloKkyMeHThI, HE BOIIEIINE B
COCTaB JIMYHBIX JICTI».

3.4. PaGOTHHMK 3HAKOMHTCS C JIMYHBIM JIEJIOM B TEUCHHE TpeX pabouyux AHEH ¢ JaThl
MOJTy4eHHUsI OTBETCTBEHHBIM 3a BEJICHHE JIeJ 3asBJICHUSI ¢ MPOChOOH 00 03HAKOMJICHUHU.
OO0 »TOM JeNIaeTcss OTMETKA B JIMCTE O3HAKOMJICHHUSI PAaOOTHHKA C JTUYHBIM JICJIOM.

3.5. O3HaKOMJIEHHUE C JIEJIOM MPOUCXOIUT UCKIIOUUTEIHHO B KAOMHETE OTBETCTBEHHOTO
3a BEJICHUE JIeJ] U B €r0 MPUCYTCTBUH. 3ampeniaeTcs BHIHOC Jiesia U3 KaOuHeTa.

3.6. Bbmaqa KOIUM AOKYMCHTOB M3 JIMYHOI'O [OCJIa IIPOU3BOAUTCA IIO JIMYHOMY
3asBJICHHUIO pa6OTHI/IKa " C Pa3pCIICHUA JUPCKTOpA. Komnuu AOKYMCHTOB OOJIZKHBI OBITH
3aBCPCHBI U ITPCAOCTABJICHLI pa60THm<y B TCUCHHC TPECX I[Heﬁ CO OJHA I1oaa4u 3ai1BJICHUA.

3.7. U3bsTHE OTIENBHBIX JIOKYMEHTOB M3 JIMYHOTO JieJia MPOU3BOJUTCS C Pa3peIICHUS
JTUPEKTOpa 00pa30BaTEIbHONW OpraHu3aluu ¢ 0(OOPMIICHHEM COOTBETCTBYIOIIEH 3alUCH
B rpade «IIlpumeuanue» BHyTpeHHEH omnucu. [Ipu BpeMEHHOM H3BATUU JIOKYMEHTa Ha
ero Mecro (MEXIy JIMCTaMHU COCEAHMX JOKYMEHTOB) BKJIQJIbIBACTCS CIIpaBKa-
3aMECTHUTENIb C yKa3aHWEeM JaThl W MPUYUH HU3BATUS C TOJIUCHIO JIMIA, BBIJIABIIETO
JOKYMEHT, U MOJIHUCHIO JIUIA, TOJIYYUBILIETO €0 BO BPEMEHHOE MOJIb30BAHHUE.

3.8. B nensix obecrieueHns KOHTPOJIS 32 COXPAHHOCTBIO U aKTyaJIbHOCTBIO JIMUHBIX JI€T B
00pa3oBaTeNbHON OpraHU3aluy €KEroIHO MNPOU3BOAUTCA MNPOBEPKA HMX HAIUYUS U
COCTOSIHMSL.

3.9. ExerogHyr MpOBEPKY COCTOSIHUS JIMYHBIX J€1 Ha MPEAMET COXPAHHOCTH
BKJIFOUEHHBIX B HEro JOKYMEHTOB MPOBOAMUT CHELHUAIBHO co3JaHHas kKomuccus. O
IOPOBEICHHBIX NPOBEpPKAaX JEIAeTCsi OTMETKAa B JMCTE O pe3yJpTaTax eXerogHou
MPOBEPKHU COCTOSIHUS M HAJIMYUS JTUYHOTO jena (npuinoxenue Ne 3) u cocTaBiisercs akT.
Pe3ynbTaThl MpOBEpPKU JTUYHBIX JI€] B 005A3aTEIbHOM MOPSAJKE TOBOMASTCS 10 TUPEKTOpa
00pa3oBaTeNbHON OpraHU3aluy.

4. XpaHeHue ¥ y4eT JUYHBIX e/l PA0OTHMKOB

4.1 XpaHeHue M Yy4eT JUYHBIX Jie1 PaOOTHUKOB 0Opa3oBaTEIbHON OpraHU3alUU
OPTaHU3YIOTCS C IEIbI0 OBICTPOrO MOUCKA JTUYHBIX /1], 00ECTIeYeHUs UX COXPAaHHOCTHU U
KOH(PUICHIIMAIBHOCTU CBEJICHUM, COJEPXKAIIUXCSA B JOKYMEHTAaX JIMYHBIX JeJ, OT
HECAHKIIMOHUPOBAHHOTO IOCTYIIA.

4.2. Jluunepie nena pPaOOTHHUKOB XPAaHITCS Yy OTBETCTBEHHOTO 3a BEICHUE JCII B
CIICIIMAIBHOM METAJUIMYEeCKOM ceride.



4.3. JlocTym K JMYHBIM JeiaM paObOTHUKOB MMEIOT TOJIBKO OTBETCTBEHHBIN 32 BEIACHHE
Jel W JUPEKTOp o00pa3oBaTeNbHOW OpraHu3aluu JU00 €ro 3aMecTUTENd MpH
WCIIOJTHEHUH 00s13aHHOCTEN AUPEKTOpa 00pa30oBaTeIbHON OpraHu3aluy.

4.4. Cucremaru3zanus JUUHBIX JIe] paOOTHUKOB MTPOU3BOAUTCS B aliaBUTHOM MOPSIKE.
5. OdopmiieHue JTUYHBIX J1eJ1 PA0OTHUKOB Iepe/l caaueii B apXuB

5.1. OdopmiieHre TUYHBIX JIe] AJIs epejaud B apXUB MIPOU3BOJAUTCS OTBETCTBEHHBIM 32
BeJICHUE JIeJl. DTa Mpolie/lypa BKIOYAET:

o TIOAIIMBKY (TIeperier) aAena;

e YTOUHEHHE HyMepallH JUCTOB JIEJa;

e COCTaBJICHHE JIMCTa-3aBEPUTEIN, KOTOPBIH (POpPMUpPYETCS B COOTBETCTBUU C

TpeboBanusMu npukasa Pocapxusa ot 31.07.2023 Ne 77;
+ cocTaBjeHHE (YyTOUHEHNE) BHYTPCHHEH OTHCH;
o BHECCHHE YTOYHEHHI B PEKBU3HUTHI JINLIEBOI OOJIOKKH JieTa.

5.2. JIuct — 3aBCPUTCIIb ACJIa JOJDKCH IMOAIMNCATh €TI0 COCTABUTCIIb, IIPHU 3TOM ACIACTCA
pach/I(prBKa JOJDKHOCTHU U ITIOOIIHNCH, IIPOCTABIIACTCA daTa. B IMpOoLCCCC NCIIOJIBb30BaHUA
APXUBHBIX JOKYMCHTOB B JINCTC-3aBCPUTCIIC ACTAIOTCA COOTBCTCTBYIOIMUC OTMCTKH.

Ecnu neno noammro 6e3 IucTa-3aBepUTENs, TO €ro cielyeT HaKJIeUTh Ha BHYTPEHHIOIO
CTOPOHY OOJIOKKH Jea.

5.3. C nenbio obecrieueHns COXpaHHOCTH JIMYHBIX JEJI PEKOMEHYETCS:

o OOBEOUHATH WHAWBUAYAJIbHBIC JUYHBIC JIeJla YBOJICHHBIX PAOOTHHKOB B OJHY
00J10kKy (00bEIMHEHHOE JEJI0) ¢ TAKUM pacueToM, YTOObl 00BheM Jena (Toma)
He npeBbiman 250 1ucToB (IMTyTeM CHIMBKM MaTEepHAIOB MHAMBUAYATBHBIX JIET
10 F0/1aM YBOJIbHEHUS);

e pacmojaratb Marepuaigbl WHIMBHUIYAIbHBIX JEJI B Mpeaenax naena (Toma) B
andaBUTHOM mopsnke (ModamMuIbHO), OTAENSAS MaTepualbl, OTHOCAIIUECS K
pa3HBIM WHIUBUTYAJbHBIM JI€IaM, YUCTHIM JINCTOM OyMaru ¢ ykazaHueM Ha HEM
dbaMuIIuM, IMEHU ¥ OTYECTBA COOTBETCTBYIOIIETO YBOJIEHHOTO COTPYIHHKA,;

e CHAOXaTh KaxJo0e OOBEIWHEHHOE Jeno (TOM) BHYTPEHHEH OMHUCBHIO C
nepeurcieHneM (pamminii, UMEH M OTYECTB U YKa3aHWEM HOMEPOB CTPAHMII, B
npezenax KOTOPhIX pacioa0XeHbl COOTBETCTBYIOIIUE IOKYMEHTHI.

5.4. llepenaya JIWYHBIX A€ B apXWB OCYILIECTBISECTCS HE MO3JHEE TPEX JET MOCIIE
3aBepIIEHUs MX B JICJIONMPOU3BOJICTBE B COOTBETCTBHM C rpaduxom. [IpenBapurenbHo
OTBETCTBEHHBIM 3a BEJEHUEC JCJ IMPOBEPSAETCS IMOJTHOTA U MPaBUIBHOCTH MOATOTOBKHU
JUYHBIX JIeJ1 K Tepenade. BhIsBICHHBIE NMPU TMPOBEPKE HEJOCTATKH YCTPAHSIIOTCS
OTBETCTBEHHBIM 3a BejeHue aen. llepegaua W mpueM NOpOU3ZBOASTCA MO OIMUCH C
MIPOCTAHOBKOW OTMETOK O HAJIMYWHU JIMYHBIX JIE]I.



5.5. JIuunble Aena paOOTHUKOB, 3aKOHUYEHHBIE AEJIONPOU3BOACTBOM 10 | sHBaps 2003
roaa, xpausares 75 ner, nocie 1 aaBaps 2003 roxa — S50 ner.

6. OTBeTCTBEHHOCTH PadoTOAATE/ISI M PA0OOTHUKA

6.1. PaGoTHrku 00pa3oBaTeNbHON OpraHM3alMyu 00s3aHBl CBOEBPEMEHHO MPEACTABISATH
CBeZICHHSI 00 M3MEHEHUH CBOUX MEPCOHAIBHBIX JAHHBIX, BKIIIOUEHHBIX B COCTAB JIMYHOTO
aena.

6.2. OTBETCTBEHHBIN 3a BCACHUC OCJI pa6OTHI/IKOB HCCCT IUCHUIINIMHAPHYIO W HHYIO
OTBCTCTBCHHOCTL 3a pa3rjlalliCHUC KOH(bI/II[CHHI/IaHI)HBIX CBeﬂeHHﬁ, COACPKAIIIUXCA B
JIMYHBIX OCJIaX, U 3a MHBIC HAPYIICHUA ITOPAAKAa BEACHUS JIMYHBIX JICJI.

7. IlpaBa padoroaaresisa 1 padOTHUKA
7.1. PaboTHHKHM 00pa30BaTEIbHON OpraHU3aIiuu UMEIOT MPaBo:

e TIOJYyYaTh MOJHYIO0 UHPOPMAIHIO 00 00pabOTKE CBOMX MEPCOHABHBIX JaHHBIX;

¢ TIOJYyYaTh IOCTYN K CBOMM NEPCOHATBHBIM JTaHHBIM;

¢ TIOJYyYaTh KOMUU JOKYMEHTOB, XPaHSAIIUXCS B INYHOM JIEJIE;

o TpeOOBaTh MWCKJIOUECHHUS WM HCOPABJICHUS HEBEPHBIX M  HEMOJHBIX
(MCKa)KEHHBIX) CBOUX MEPCOHAIBHBIX JIAHHBIX.

7.2. PaboTonarenb UMEET IIPaBo:

o 00palarThiBaTh IMEpPCOHAJbHBIE JIaHHBbIE PAOOTHUKOB, B TOM UHCIE€ M Ha
AIIEKTPOHHBIX HOCUTEIISIX;

e 3ampalunBaTh OT pPaOOTHUKOB HWH(MOpPMALMIO, HEOOXOIUMYIO IS BEJCHUS
JUYHBIX JIe71 U1 00pabOTKU MEPCOHAIBHBIX JAHHBIX.
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