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BeEHNS NTNYHbIX AeN PaboTHUKOB
MYHULMNANbHOIo Kas3éHHOro o6uieobpasoBaTesibHOro yupexaeHna «CpegHas
obuieobpasoBaTesibHas WkKonia Ne 12»

1. O6wwme NonoXxKeHUs

11 HacTosLLmit NoKanbHbIV aKT onpeenseT NopsAoK BeeHUs, yUeTa 1 XpaHeHUs NIMUHbIX
[en paboTHUKOB MyHMLIMMAbHOFO Ka3éHHOro 061Lle06pa3oBaTelbHOr0 YUpeXxaeHus
«CpefHas o6LeobpasoBaTe/ibHas WKoa Ne 12» (nanee - 06pa3oBaTe/ibHas OpraHu3aLms).

1.2. TMopsigok pa3paboTaH B COOTBETCTBUM C TpyaoBbIM KoAeKcoM P®D, defepaibHbIM
3aKoHOM OT 27.07.2006 Ne 152-®3 «O nepcoHabHbIX AaHHbLIX», NPUKasoM Pocapxmea oT
31.07.2023 Ne 77 «O6 yTBepxaeHMN NpaBua opraHu3aumm XpaHeHus, KOMMIEKTOBaHNS,
yyeTa 1 UCMosb30BaHUA JOKYMEHTOB APXMBHOIO poHaa Poccuiickoin deaepaummn n apyrmx
apPXUBHbIX JOKYMEHTOB B rocyAapCTBeHHbIX OpraHax, opraHax MecTHOro caMmoynpasneHnsa v
OpraHm3aumsax», KonneKTMBHbIM LOroBOPOM 1 yYCTaBOM 06pa3oBaTe/lbHOM OpraHv3aLmu.

2. dopmMmMpoBaHME NINYHbIX fen PpaboTHUKOB
2.1. dopmuMpoBaHMe NMYHOTO fefia paboTHUKA NPOM3BOANTCA PabOTHUKOM, Ha3HAYEHHbIM
PYKOBOAWTeNEM 06pa30BaTe/IbHON opraHu3aummn (fanee - OTBETCTBEHHbIV 3a BefileHWe fen).
JInuHoe feno opMmpyeTca He No3aHee MATU paboumnx AHer CO AHA 3aKIH0YeHUs TPYL0BOro

[l0roBOpa, HO He paHee NOyYeHUst OT PabOTHIKA COracks Ha 06paboTKy ero NepcoHasbHbIX
[AHHBIX.

2.2. MNepBrUHOE O(HOPMIIEHE IMUYHOTO AeNa NpeayCcMaTpUBaeT:

) MNPUCBOEHME NMYHOMY fieNly HOMEpPa COMMacHO XXypHany yueta MYHbIX e
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6) NpocTaB/ieHne Ha 06/I0XKKe IMYHOIO AeNna CNeflytoLyX PEKBM3NTOB: MHAEKC Aena (B
COOTBETCTBUW C HOMEHK/ATYpoli e/l 06pa3oBaTe/lbHOl OpraHM3aLym); NoaHoe
HaMMeHOBaHKe 06Pa3oBaTe/bHOl OpraHM3aLmK; HOMeP IMUYHOTO Aena; hamMuns Ums
OTYECTBO PAaGOTHMKA B UMEHWUTE/IbHOM Mafexe; faTbl - o Hayana 1 rof OKOHYaHus
BEfleHVs fIeNa; KOSIMYECTBO IMCTOB; CPOK XPaHEHNS;

B) NMOMeLLiEHMEe JOKYMEHTOB, NOA/IEXALLMX XPaHEHUIO B COCTaBE NINYHbIX AeN, B
XPOHO/OrMYEeCKOM MOPSiKe:

* BHYTPEHHSsS ONCb JOKYMEHTOB fena;

* JINYHbIN NINCTOK MO YYETY KafpOB WM aHKETa;

* aBTobuorpagums;

* 3adB/IEHMNE O NPUeMe Ha paboTy;

* NpuKa3 o npueme Ha paboTy;

*  [0/MHKHOCTHas UHCTPYKLWS;

e TPYAOBON AOrOBOP;

* [I0r0BOpP O MOJIHON MaTepuabHON OTBETCTBEHHOCTU (eC/IN PabOTHUK -
MaTepuasibHO OTBETCTBEHHOE NLLO);

* XapaKTepUCTMKMN N peKOMeHAATe NbHbIE MUCbMA;

2.3. JINCTbI JOKYMEHTOB, NOMELLIEHHbIX B IMYHOE AEN0, NOAEXAT HyMepaLuu.

2.4. [loKyMeHTbI MOMELLAOTCA B Nanky-ckopoclumsatesb. Mpu yBOMIbHEHUM PaboTHUKA f4eNo
NPOLUMBAETCA HATKaMM M CAAETCS B apXMB 0Opa30BaTe/lbHOW OpraHu3aumm.

2.5. BHYTPEHHSS ONIChb JOKYMEHTOB AeNa J0/MKHa COAePXaThb CBEIEHNS O MOPSAKOBbIX
HOMepax, HaVMeHOBaHWAX [JOKYMEHTOB JieNla, KOJIMYECTBE SIMCTOB, faTaxX BK/IOUYEHUS
[OKYMEHTOB B JIMYHOE [IENI0 U U3bATYS 13 [IENA, & TAKXKE KEM U3bAT JOKYMEHT 1 MO KaKoi
npUUnHe.

2.6. BHYTpEHHSISl ONKCb COCTAB/ISIETCS HA OTAENbHOM NIMCTE MO YCTaHOB/EHHOM iopMme.
JINCTbI BHYTPEHHEN ONKCK HYMEPYHOTCS OTAE/bHO.

2.7. Mpy NOAroTOBKe NIMYHbLIX e K nepefade Ha XpaHeHWe K BHYTPEHHER onuvcu
COCTaBNSAETCH MTOrOBasA 3anicb, B KOTOPOI YKa3blBAaeTCA Lpamm 1 MPOMNUCLI0 KOSIMYECTBO
BK/IOUEHHbIX B Hee [JOKYMEHTOB U KO/IMYECTBO SIMCTOB Aena.

3. BepgeHue NnYHbIX gen paboTHMKOB

3.1. JlnuHoe aeno BefleTCs B TeUEHME BCEro nepuoaa paboTbl pabOTHMKa 06pa30BaTe/lbHON
OpraHu3aLmu.

3.2. BefieH1e NMYHOTO fena paboTHMKA NpeaycMaTprBaeT NOMELLEHNE B AeN0 OKYMEHTOB,
006pasytoLLMXCs B NpoLiecce paboueii AesTENbHOCTA U UMEIOLLIMX 3HAUEHWE 15t TPY/0BbIX
OTHOLLIEHWIA:

e [I0NONHEHME K NIMYHOMY NIUCTKY MO YYeTY KapoB;
e [I0MONIHNTE/NbHbIE COTMALLIEHMS K TPYAOBOMY 10T 0BOPY;
¢ KOMWW MPUKa30B MO SIMYHOMY COCTaBY, KOTOPbIE KacatoTCsi PaboTHYKa;



*  0T3bIBbl IOMKHOCTHBIX /L, O PAGOTHUKE;

e KOMUM [IOKYMEHTOB O MOBbILLEHUN KBATU(MKALWN;

¢ KOMUW CEPTUGIMKATOB, rPamoT;

 IUCT - 3aBepuTeNb fiena (COCTaBAST NPK cAaYe NMYHOTO [eNa B apXmB);
*  MHble AOKYMEHTbI.

3.3. B nuHble aena He NOMELLAIOTCS JOKYMEHTbI, VMEIOLLIE BTOPOCTEMNEHHOE 3HAYEHME.
Takvie JOKYMEHTbI XpaHsATCca B 0TAeNbHOM Aene Ne 4-09 «[10KyMeHTbI, He BOLLE/ALLVE B
COCTaB IMYHbIX [eN».

3.4. PabOTHMK 3HAKOMMUTCA C INYHbIM AEIOM B TEUEHME TPeX paboumx AHe ¢ aatbl
MoMyYeHNs OTBETCTBEHHbIM 3a BefieHUe [ien 3asBNeHNs ¢ Npocb6oii 06 03HaKoMieHnn. O6
3TOM [IeN1aeTCcs OTMETKA B /ICTE 03HAKOM/IEHUSI PabOTHUKA C IMYHBIM [IE/I0M.

3.5. O3HaKoMeHWe C Le/IOM MPOMCXOAMT UCKNHOUMTENBHO B KaOMHeTe OTBETCTBEHHOIO 3a
BefleHue [ieN 1 B ero NpUCyTCTBMK. 3arnpeLlaeTcs BbIHOC fefa U3 kabuHeTa.

3.6. Bbifaua Konuii JOKYMEHTOB 13 NIMYHOIO Agna NMpon3BoaMTCS MO SIMYHOMY 3asiBIEHUIO
PabOTHUKA 1 C paspeLleHns anpekTopa. Konun JoOKYMEHTOB [J0/KHbI 6biTh 3aBEPEHbI 1
npeaocTaB/ieHbl PAGOTHUKY B TEUEHME TPEX [HEI CO AHSA Noayun 3asiBeHus.

3.7. V13bsiTME OTAENbHbIX JOKYMEHTOB M3 JIMYHOTO AeNa NPOU3BOANTCS C paspeLLeHis
AVpeKTopa 06pa3oBaTe/lbHO OpraHM3aLmMy ¢ oopMIEHMEM COOTBETCTBYIOLLEN 3anicK B
rpace «MpruMeyaHne» BHYTPEHHeR onucu. Mpy BPEMEHHOM U3bATM [OKYMEHTA Ha ero
MecTo (MeXay MCTaMU COCefiHUX JOKYMEHTOB) BK/a/bIBaeTCs CripaBKa-3aMecTUTeNb C
YKa3aHVeM JaTbl I MPUUMH U3bATVS C MOAMNMCHLIO NMLA, BbIAABLLUETO AOKYMEHT, 11 MOAMMCHIO
nnLa, NOMy4YMBLLErO €70 BO BPEMEHHOE MO/b30BaHNe.

3.8. B Lensix 06ecneyeHrst KOHTPONS 3a COXPAHHOCTBLIO M aKTyalbHOCTbHO MMYHBIX e B
06pa3oBaTe/IbHOM OpraHM3aLn eXerogHo NPOV3BOANTCS NPOBEPKA UX HAIMUMS 1
COCTOSIHUSA.

3.9. MpoBepKy COCTOAHUA NINYHBIX AN Ha NPeAMET COXPAHHOCTM BK/IKOUYEHHbIX B HEMO
AOKYMEHTOB NPOBOAUT CrieLuasibHO co3faHHas Kommcensi. O NpoBefeHHbIX NpoBepKax
COCTaBNsAeTCA aKT. Pe3ynbTaTbl MPOBEPKM NINYHLIX Aen B 06513aTe/IbHOM NOPSAKE LOBOAATCS
[0 AVMpeKTopa 06pa30oBaTe/IbHON OpraHM3aLmu.

4, XpaHeHVEe U YUYET NINYHbIX AeNl paboTHUKOB

4.1 XpaHeHve 1 y4eT NIMYHbIX Aen paboTHMKOB 06pa3oBaTe/lbHOI OpraHM3aLmm
OPraHu3yHTCS C LieNbo GbICTPOro NoMUcKa NMYHbIX eN, 06ECNeYeHNs X COXPaHHOCTU W
KOH(MAEHUMANBLHOCTM CBEEHNIA, COAEPXKALLIMXCA B AOKYMEHTaX NIMYHBIX feN, OT
HECaHKLIVOHMPOBAHHOIO A0CTYMA.

4.2. InyHble fena paboTHUKOB XPaHATCS Y OTBETCTBEHHOMO 3a BeAeHVe 4en B CneLnaibHOM
METa/I/INYECKOM Cellde.

4.3. [ocTyn K NNYHbIM Aenam paboTHUKOB MMEOT TO/IbKO OTBETCTBEHHBIN 3a BeeHVe fef 1
AVpeKTop 06pa3oBaTe/ibHOM opraHM3aumy 11Mbo ero 3aMecTuTenIn Npy UCMOSHEHUN
06513aHHOCTEN AMpeKTopa 06pa3oBaTe/lbHON OpraHmn3aLui.



4.4. CucremaTtusaums NMYHbIX fen paboTHUMKOB NPOU3BOAUTCS B afihaBUTHOM MOPSIAKE.
5. OthopmneHne NNYHbIX en paboTHUKOB Mepef cAadeil B apxuB

5.1. OthopmMneHve MMYHBIX feN ANS Nepefaqn B apxuB NPOU3BOANTCS OTBETCTBEHHbLIM 3a
BefleHVie fign. 3Ta NPoLeAypa BK/IHOYAET:

e noAwuBKy (nepennet) aena;

* YTOYHEHWe HyMepauuun IMCTOB [ena;

* COCTaB/IeH1e NUCTa-3aBepuTens ;

* cocTaB/fieHne (YTOUYHEHWE) BHYTPEHHEN onucy;

* BHECEHWe YTOYHEHWUI B PEKBU3UTLI INLEBON 06/I0XKN Aena.

5.2. JUCT - 3aBepuTeNb Aena I0/MHKEH NOAMUCATb Er0 COCTaBUTENb, NMPU 3TOM [enaeTcs
pacLMdpoBKa A0/MHKHOCTM 1 MOAMMCH, NPOCTaB/sSeTCA gaTa. B npouecce UCMONb30BaHNS
apPXMBHbIX JOKYMEHTOB B NCTe-3aBEPUTENE eNat0TCS COOTBETCTBYHOLLME OTMETKM.

Ecnv feno noAwnTo 6e3 NMCTa-3aBepuTens, TO ero CreayeT HakenTb Ha BHYTPEHHIOH
CTOPOHY 0B/I0XKKM Aena.

5.3. C uenblo obecneyeHns COXPaHHOCTM NINYHBLIX AeN PEKOMEHAYETCS:

o 00beAUHATb MHAMBUAYA/IbHBIE NINYHbIE AeNa YBOMEHHbIX PAGOTHUKOB B O4HY
06/10%KKy (06beAMHEHHOE [1e/10) C TaKUM pacyeToM, YTOObI 00beM fenia (Toma) He
npe.biwan 250 N1CTOB (NYTEM CLUMBKX MaTepuanoB UHAMBUAYabHbIX Aen Mo
rofam yBOJSIbHEHWS);

* pacrnonaraTb MaTepuanbl UHAMBUAYaNbHbLIX feN B npeaenax gena (Toma) B
angasmMTHOM nopsigke (NoamuibHO), OTAeNAS MaTepuabl, OTHOCALLMECS K
pasHbIM UHAVMBUAYaNbHbLIM AenaM, YUCTbIM IMCTOM ByMaru ¢ yKasaHVeM Ha Hem
(haMnn1m, MIMEHN 1 OTYECTBa COOTBETCTBYHOLLErO YBOIEHHOTO COTPYAHMKA;

e CHabXaTb KaX[oe 00beAMHEHHOe [eN0 (TOM) BHYTPEHHEN OMUCHIO C
nepeyncieHem GaMunuin, NMeH 1 0THECTB W YKa3aHWeM HOMEpPOB CTpaHwuL, B
npefenax KOTOpbIX PacrofioXXeHbl COOTBETCTBYHOLLME JOKYMEHTI.

5.4. Mepefaya NMMUHbIX €N B apXMB OCYLLIECTB/SETCS He MO3[Hee TPex NeT nocne
3aBEpLLEHNS VX B ANONPOM3BOACTBE B COOTBETCTBUM C rpadivkoM. MpeasapuTenibHO
OTBETCTBEHHbIM 3a BefieHWe feN NPOBEPSeTCS NOMHOTA U NPaBUAbHOCTL MOATOTOBKM JIMYHbIX
[en K nepefave. BblsBNeHHbIE NPy NPOBepKe HefoCTaTKM YCTPaHSIOTCS OTBETCTBEHHbIM 3a
BefeHve aen. Mepegaya u npuem NPOM3BOAATCS MO ONMCK C NPOCTAHOBKOM OTMETOK O
HA/IMYUN NINYHBIX e,

5.5. JlnyHble gena paboTHMKOB, 3aKOHYEHHbIE 4e/10npon3BoacTBom A0 1aHBaps 2003 rofa,
XpaHaTca 75 neT, nocne 1aHsapsa 2003 roga - 50 ner.

6. OTBeTCTBEHHOCTb paboTosaTens v paboTHUKaA
6.1. PaboTHMKIN 06pa3oBaTeNbHOM OpraHmn3auum 06s3aHbl CBOEBPEMEHHO MPeACTaBNATb

CBE/IEHVS 06 M3MEHEHWWN CBOUX NEPCOHA/bHBIX IaHHbIX, BKMOUYEHHbIX B COCTaB /IMYHOFO
Aena.



6.2. OTBETCTBEHHbIN 3a BefeHWe AeN pabOTHNKOB HECET ANCLMMINHAPHYHO U UHYHO
OTBETCTBEHHOCTb 3a pasr/ialleHre KOHOUAEHUMaTbHbIX CBEAEHNIA, COAEPXKALLMXCS B IMYHBIX
[enax, 1 3a UHble HapyLIeHWs NopsiAKa BeeHUs IMUHbIX Aen.

7. lMpaBa pa6boTogaTens n paboTHMKa
7.1. PaboTHMKM 06pa30BaTe/lbHON OpraHn3auUmMm MMEKT Npaso:

* M0/lyyaTb MOSIHYHO MHOPMaLM0 06 06paboTKe CBOMX NepPCOHabHBLIX AaHHbIX;

* nony4yaTb AOCTYM K CBOMM NePCOHaSIbHbIM AaHHbIM;

* MOMy4YaTb KOMUW SOKYMEHTOB, XPaHALLMXCA B JIMYHOM [ene;

e TpeboBaTb UCKNHOYEHWNA UM UCNPABIEHNA HEBEPHBIX N HEMOMHbIX (MCKaXXEHHbIX)
CBOMIX MePCOHA/bHbLIX AaHHbIX.

7.2. PaboTofaresib MeeT NpaBo:

e 006pabaTbiBaTh NEPCOHa/bHbIE JaHHble PAGOTHMKOB, B TOM YMC/E U Ha
3NEKTPOHHbIX HOCUTENSX;

* 3anpaliMBaTh OT PaGOTHUKOB MH(OPMALMIO, HEOOXOAUMYHO N1t BeIEHUS NINUHBIX
Aen 1 06paboTKN NePCOHasbHbIX AaHHbIX.



