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1. O0mue nosoxeHus

1.1 Hacrosiuii IOKaabHBIN aKT ONpeaenseT NopsAA0K BeASHUs, yueTa ’

XpaHeHus Tu4HbIX aen padotHukoB MKOVY COIII c.n.Illutxana (nanee — mkosa).
1.2. [Topsigox pazpaboTaH B COOTBETCTBUM C Tpya0BbIM KOJieKCoM PO,

®enepanbHbIM 3aKOHOM OT 27.07.2006 Nel52-D3 «O nepcoHanbHbIX JaHHBIXY,
npukazoM Pocapxusa ot 31.07.2023 Ne77 «O0 yrBepxaenuu [IpaBui opranuzanuu

XpaHEHHUs, KOMIUIEKTOBAHMSI, YUETa U UCIIOIb30BAHUS TOKYMEHTOB APXHUBHOIO

¢donna Poccuiickoii denepayiv 1 Ipyrux apXuBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CAaMOYITIPaBJICHUS U OPraHU3aIusaX»,
KOJUIEKTUBHBIM JIOTOBOPOM U YCTaBOM ILIKOJIBI.

2. @opMHupOBaHHeE JUYHBIX 1]l pA0OTHUKOB
2.1. ®opmupoBaHHe TUYHOTO Jieja pabOTHUKA MTPOU3BOAUTCS pAOOTHUKOM,
Ha3HAYCHHBIM TUPEKTOPOM IITKOJIHI (JJaiee — OTBETCTBEHHBIN 32 BEJICHUE JIeT).
JInuHoe neno popMupyeTcs He MO3AHEE MATH pabounX THEH CO AHS 3aKITFOUCHUS
TPYAOBOTO JIOTOBOPa, HO HE paHee MOMyYeHHUs OT paOOTHUKA COTJIACHUs Ha
00paboTKy ero nepCcoHaNbHBIX TaHHBIX.
2.2. Ilpu noctyruieHud Ha paboTy COTPYIHUK MPEOCTaBISAET (MIPU HATUYUH):
— TacTOPT WM WHON TIOKYMEHT, YIOCTOBEPSIOIINNA JTHYHOCTB;
— 3asBJICHHE O MPUEME Ha PadoTYy;
— CTPaxoOBOE CBUCTEIHCTBO MEHCUOHHOTO CTPAXOBAHMUS;
— WICHTU(PUKALIMOHHBIN HOMEDP HAJIOTOIJIATEeIBIINKA;
— JIOKYMEHT BOMHCKOT'O yueTa (JI711 BOEHHOOOS3aHHBIX JIUIT);
— JTOKyMEHT 00 00pa3oBaHUU;
— aTTECTAllMOHHBIH JIUCT;
— CIPaBKy O HANMYUU (OTCYTCTBUHU) CYTUMOCTH U (WJK) (paKkTa yroJI0BHOTO
npecie0BaHus;
— TPYIOBYIO KHIKKY U (MJIM) CBEJIEHUS O TPYIAOBOU NEATEIHLHOCTH, KPOME
ClIy4aeB, KOr/ia pabOTHUK MPUHUMAETCS Ha paboTy BIEPBBIC WM HA YCIOBHUSIX
COBMECTHTEJILCTBA;
— MEAUIMHCKYIO KHUXKKY;
— CBHJIETEIICTBO O Opake;
— CBHUJIETEJIBCTBO O POXKJICHUU JIETEH.
2.3. Paboromarens oopmIIseT:
— MuHy10 KapTouky Ne T-2;
— MpUKa3 o0 puemMe Ha padoTy (0 MmepemMeIeHrun Ha IpyTrue JOHKHOCTH);
— TPYJIOBOM JJOTOBOP B JBYX 3K3EMILISIPax;
2.4. TlepBuunoe ohopMIICHHE TUIHOTO JIeja MPEeTyCMaTPUBACT:
a) MPUCBOCHHE JIMYHOMY JIEJTy HOMEpa COTIIACHO JKypHAJy y4deTa JUYHBIX JeJ
(ITpunoxenue Nel);
0) opopmiieHrEe 0OIOKKH JIMIHOTO Jiesia. B 00105KKy BHOCST CISAYIOIITNE
PEKBU3UTHI: MTOJTHOE HAUMEHOBaHKE 00pa30BaTENbHON OpraHU3aluy; HOMEP
JMYHOTO Jiena; (paMuIus UMs OTUECTBO PAOOTHHUKA B UMEHUTEIBHOM MaJeXKe; JaThl
—TOJ] HavaJia ¥ roJl OKOHYaHHUS BEACHUS JeJia; KOJTMYECTBO JIUCTOB; CPOK XPAHEHUS;



B) NOMEIICHHE JOKYMEHTOB, MOJIEKAIMX XPAHEHUIO B COCTABE JINYHBIX /eI,
B XpPOHOJIOTHUYECKOM TOPSJIKE.
2.3. JIokyMeHTBI TOMENIAI0TCS B MANKy-CKOopocuuBarenb. [Ipyn yBonpHEeHHH
pabOTHUKA JIMYHOE JIEJIO0 CIAE€TCS B APXUB IIKOJIBL.

3. Benenue JUYHBIX J1eJ1 PpA0OTHUKOB
3.1. JInyHoe nenio BeaeTcs B TEUCHUE BCEro Mepuoaa padoThl paOOTHUKA B
IIKOJIE.
3.2. BeneHue TUYHOTO Jiena pabOTHHUKA MTpeAycMaTpUBaeT MOMEIICHHUE B
JIe710 JOKYMEHTOB, 00pa3yIoIuXcs B Ipoliecce padoueit 1eITeTbHOCTH U UMEIOIITUX
3HAYCHUE ISl TPYIOBBIX OTHOIIICHUM:
- TOTIOJTHEHUE K JIMYHOMY JIUCTKY 10 YYeTy KaJpOB;
- TOTIOJTHUTEJIBHBIC COTJIAIICHHSI K TPYI0BOMY JOTOBOPY;
- KOITUY TIPUKA30B IO JJUIHOMY COCTaBY, KOTOPBIE KacaroTcsl paOOTHHKA,
- KOITUU JOKYMEHTOB O IOBBITIICHU YU KBaTU(UKAIINH;
- KOITMH CEPTH(PUKATOB, TPAMOT;
- JIUCT — 3aBEpUTENb Jieia (COCTABIISIOT MPH Cayue JUYHOTO Jielia B apXUB);
- UHBIC JTOKYMCHTBHI.
3.3. B nuuHbIC 1e1a HE MOMENIAIOTCS TOKYMEHTBI, UMCIOIIHE
BTOPOCTENIEHHOE 3HAUYCHHE.

3.4. Bpimaya konui JOKYMEHTOB M3 JIMYHOTO JieJia IPOU3BOIUTCS T10
JUYHOMY 3asBJICHUIO paOOTHHKA U C pa3pelieHus aupekropa. Komuu 1okyMmeHTOB
JIOJIKHBI OBITH 3aBEPEHBI U MTPEAOCTABIICHBI PAOOTHUKY B TE€UEHHUE TPEX JHEH CO THSA

M0J1a4Y¥ 3asIBICHHUS.

3.5. U3baTue oTAeNbHBIX TOKYMEHTOB U3 JTUYHOTO JIeJa IPOU3BOIUTCS C
paspenieHus JupeKTopa mKkojbl. [I[pu BpeMeHHOM U3BSITHH JOKYMEHTA Ha €ro MECTO
(MeXly TMCTaMH COCEIHUX JOKYMEHTOB) BKJIQIbIBACTCS CIIPABKA-3aMECTHTEINb C
yKa3aHHEM JIaThl U IPUYUH U3BATUS C MOAMUCHIO JIHIA, BBIJABIIETO JOKYMEHT, U
MOJIMKCHIO JIUIIA, TTOJIYYUBIIETO €r0 BO BPEMEHHOE MOJIh30BaHUE.

3.6. B nensax obecniedeHuss KOHTPOJISA 32 COXPAHHOCTBIO M AKTYaJIbHOCTHIO
JUYHBIX JEJT B IIKOJIE €KETOHO TPOU3BOIUTCS MTPOBEPKA UX HATTMYHS U COCTOSTHUSI.
3.7. ExxeroHy1o mpoOBEPKY COCTOSTHUS TUYHBIX JIE] Ha IPEAMET COXPAHHOCTH
BKJIFOYCHHBIX B HETO JOKYMEHTOB IPOBOJUT CIEIIUATBHO CO3/JaHHAS KOMHUCCHS.
Pe3ynbpTaThl MPOBEPKYU JTUYHBIX [ B 00SI3aTEIHHOM MOPSIKE TOBOASTCS 10
JTUPEKTOPA TIKOJIBI.

4. XpaHeHHe U y4eT JUYHBIX JieJ1 pa0OTHHKOB
4.1 XpaHeHue U y4eT JUYHBIX JIe] paOOTHUKOB IITKOJIBI OPTaHU3YIOTCS C
IIEJThI0 OBICTPOTO MOMCKA IMYHBIX eI, 00ECTICUeHUS UX COXPAHHOCTH U
KOH(HICHIINATLHOCTH CBEICHHM, COAEPKANTUXCS B TOKYMEHTAX JTUYHBIX JIE], OT
HECaHKIIMOHUPOBAHHOIO JIOCTYyIA.
4.2. Jlnunabie nena pabOTHUKOB XPAaHSITCS y OTBETCTBEHHOTO 3a BEJICHHE JIETT
B CIICIIMAIBHOM METAJUIMYECKOM cerde.
4.3. TpynoBble KHIKKH, METUIIMHCKIE KHIKKU XPaHSATCA B cerde.



4.4. JloCcTyN K IMYHBIM JieJ1aM paOOTHUKOB UMEIOT TOJILKO OTBETCTBEHHBIN 32
BEJICHUE /I U JUPEKTOP IIKOJIbI JINOO €ro 3aMeCTUTENH MPU UCTIOJTHEHUH
00s13aHHOCTEN THpEeKTOopa.
4.5. CuctemaTu3auus JIMYHBIX €71 pAOOTHUKOB IPOU3BOIUTCSA B al1(paBUTHOM
HOPSIKE.

5. OdopmiieHne JTUYHBIX e pA0OTHUKOB INepea caaueil B apxXuB
5.1. Odopmienne TUYHBIX A€ Uil Iepead B ApXUB IPOU3BOIUTCSA

OTBETCTBEHHBIM 3a BEJICHUE JIeJl. DTa MPOoLelypa BKIIOYAET:

- MMOJIIMBKY (TIeperieT) Aena;
- YTOYHEHUE HyMepallluu JIUCTOB JeJa;
- COCTaBJICHUE JINCTA-3aBEPUTEIISI, KOTOPbIA (POPMUPYETCS B COOTBETCTBUU C
TpeOoBanusamu npukaza Pocapxusa ot 31.07.2023 Ne 77;
- BHECEHHE YTOYHEHUHN B PEKBU3UTHI JIMLIEBOM O0JIOKKH JIena.

5.2. Jluct — 3aBepuTensb eia J0HKEH MOANNCATh €r0 COCTABUTEINb, IPU 3TOM
nenaercs pacmu@poBKa JOKHOCTH U MOAMKCH, IPOCTaBIIsgeTcs nara. B mpoiecce
UCIIOJIb30BaHUS ApXUBHBIX IOKYMEHTOB B JIUCTE-3aBEPUTEIIE JIETAI0TCS
COOTBETCTBYIOIIINE OTMETKH.

Ecnu neno nmoammro 6e3 nucTa-3aBepuTeNis, TO €ro CelyeT HAKJIEUTh Ha
BHYTPEHHIOIO CTOPOHY OOJIOKKHU JIea.
5.3. C nenbto obecreyeHus: COXPaHHOCTH JIMYHBIX JIeJT PEKOMEHTyETCS:

- 00BEAUHATH MHAUBUAYATIbHBIC IUYHBIC JIe]a YBOJICHHBIX paOOTHHUKOB B
0JIHY 00J105KKY (00beTMHEHHOE JIeJI0) C TAKUM pacueToM, 4TOOBI 00beM Jiena (Toma)
He npeBbiman 250 TUCTOB (MMyTeM CIIMBKUA MAaT€pUAIOB UHIUBUAYATbHBIX A€ 10
roJilaM yBOJIbHEHHS);

- pacrosaratb MaTepuaibl MHIUBUIYAIbHBIX 1€ B IIpejiesiax ena (Toma) B
andaBuTHOM MoOpsAKe (MOPaMUIBHO), OTIETSAS MaTepUaIbl, OTHOCSIITUECS K
Pa3HbIM UHAMBUAYAIBHBIM JIeJIaM, YUCTHIM JTUCTOM OyMaru ¢ yKazaHhueMm Ha HeM
(dbaMuIM, IMEHU M OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOI'O COTPY/IHUKA;

- CcHa0OXaTh KaXx10e 00BETMHEHHOE J1eJI0 (TOM) BHYTPEHHEH OIHCHIO C
nepeurciaeHuemM haMuiuii, MMEH U OTYECTB U yKa3aHWEM HOMEPOB CTPAHHUII, B
npeienax KOTOPhIX PACIONIOKEHBI COOTBETCTBYIONINE TOKYMEHTHI.

5.4. llepenaya TUUHBIX 1€ B apXUB OCYIIECTBISETCS HE MO3/IHEE TPEX JIeT
HOCJIe 3aBEPIIEHUS UX B JACIONPOU3BOICTBE B COOTBETCTBUU C TPAPUKOM.
[IpenBapuTenbHO OTBETCTBEHHBIM 3a BEJICHHUE JIEJ MPOBEPSAETCS MOTHOTA U
MPaBWILHOCTDH MOATOTOBKH JTUYHBIX JI€J K repeaade. BolsBleHHbIE IPU MPOBEPKE
HEJOCTaTKN YCTPAHAIOTCS OTBETCTBEHHBIM 3a BeJeHue nei. [lepenava u mpuem
HPOU3BOASITCS 10 OMKUCH C MPOCTAHOBKOM OTMETOK O HAJIMYUH JIMYHBIX JEI.
5.5. JInunble nena paOOTHUKOB, 3aKOHYEHHBIE AEJIOMPOU3BOICTBOM /10 1
sHBaps 2003 roxa, xpansrcs 75 nert, nocne 1 saBaps 2003 roxa — 50 ner.

6. OTBeTCTBEHHOCTH padoToaaTe/si U padOTHMKA
6.1. PaGoTHUKY MIKOJIBI 00S3aHBI CBOEBPEMEHHO TPEICTABIIATH CBEJICHUS 00
M3MEHEHUH CBOMX MEPCOHANbHBIX JaHHBIX, BKJIIOUYEHHBIX B COCTaB JIMYHOTO JIea.



6.2. OTBEeTCTBEHHBIH 3a BeJicHUE A€ PAOOTHUKOB HECET TUCHUILUIMHAPHYIO U
HMHYIO OTBETCTBEHHOCTH 32 pasrjanieHue KOHPUIESHIUATbHBIX CBEJICHHUIA,
COJIEp KaIUXCS B TUYHBIX JeJIaX, U 32 UHbIC HAPYIICHUSI MOPsJIKA BEJACHUS TUYHBIX
Jell.
7. IlpaBa paGoTonareJisi U pa0OTHUKA
7.1. PaboTHUKM 00pa30BaTebHOM OpraHu3allii UMEIOT IIPaBo:
- TOJIy4aTh MOJIHYIO HH(pOpMaIuio 00 00paboTke CBOMX MEPCOHATBHBIX
JTAHHBIX;
- IOJy4aTh JJOCTYN K CBOUM NEPCOHAIHHBIM JIAHHBIM;
- IOJy4aTh KOMIUU JIOKYMEHTOB, XPAHAIIUXCS B INYHOM JIETIE;
- TpeOoBaTh WCKJIIOYEHUS WIM HWCIPABICHUS HEBEPHBIX M HEMOJHBIX
(MCKa)KEHHBIX) CBOMX NEPCOHAIBHBIX JJAHHBIX.
7.2. PaboTonarenb UMEET MPaBO:
- 00pabarpiBaTh MEpPCOHANbHBIC JaHHbIE PAaOOTHUKOB, B TOM YHCJIE U Ha
AJIEKTPOHHBIX HOCUTEIIAX;
3ampamuBaTh OT PAOOTHUKOB HMH(OpMAIINIO, HEOOXOIUMYIO JIJIsl BEJCHUS
JUYHBIX Je]1 ¥ 00paOOTKHU MePCOHATBHBIX JIAHHBIX.
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