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1.1. [los10:xenne 0 mopsiake popMupoBaHuUs, Bememm i xpaHeHnﬂ JIMYHBIX
aeJ1 00y4aroIuxcs '
1.2. Hacrosee [lonoxxenue pa3paboTaHO B COOTBETCTBHH C:

o @®enepanbHbiM  3ak0oHOM OT 29.12.2012 No 273 «O0 oOpa3oBaHuu B
Poccuiickon @enepaunmny;

o ®epnepanbHbiM 3ak0OHOM 0T 27.07.2006 No 152 ®3 «O nepcoHaIbHBIX
JTAHHBIX»);

o OCHOBHBIMM TIpaBWJIaMU pabOTBl aApXUBOB OpraHu3anuil  (0J100peHo
pemenuem kosuteruu Pocapxusa ot 06.02.2002);

J ¥YcraBoM 00pazoBaTenbHON OpraHU3alNy;

o [IpaBunamu nprema B 00pa30BaTEIbHYIO OPraHU3ALMIO.

1.3. TlonoxeHue o00sA3aTeNIbHO K IPUMEHEHUIO BCEMU CTPYKTYPHBIMU

noJipa3fesiecHusIMu ~ 00pa3oBaTeNbHOM  OpraHU3alid, OTBETCTBEHHBIMH 32
(dbopMupOBaHUE, BEIECHHWE M XPAHEHHE JIMYHBIX JIeJ OOy4YaroIluXcCs, KIACCHBIM
PYKOBOJUTEIEM.

1.4.CBenenusi, cojepkaluyecss B MaTepuaiax JUYHOTO Jea OO0ydaronuxcs,
OTHOCSTCSI K TIEPCOHAIBHBIM JIaHHBIM W  SIBISIOTCA  KOH(UICHIIMATBHOM
unpopmarmeri. [lpm mepemade MEpPCOHANBHBIX  JAHHBIX  OOYYarOIIMXCS
HEO0OXO0IMMO COOJTI0IaTh ONPEICICHHbIC TPEOOBAHUS:

o HE coo0IaTh NepCOHAIbHBIE JaHHbBIE 00YUYaIOIINXCS TPEThEH CTOpOHE O€3
NUCBMEHHOIO COIIacusi OOy4aroUuIuxcs, 3a HCKIIOUEHHUEM CIy4aeB, KOIJa 3TO
HEOOXOAMMO B IENAX MNPEAYNPEKICHUS yrpo3bl JKU3HHM U 370POBBIO
oOyvaromuxcs, a TakkKe B  JpyrHX  Clydyasx, [pPeayCMOTPEHHBIX
3aKOHO/IaTeIHCTBOM;

o HE COoO0OIIaTh MEepCOHAIbHBIE JAHHBIE OOYYaIOIIErocsi B KOMMEPYECKUX
1ensx 0e3 ero MUChbMEHHOTO COTJIACHS;
o paspemiaTh JOCTyl K TEPCOHAIBHBIM JaHHBIM OOYYalOIIUXCS TOJIBKO

CIIEHHAJIBHO YITOJTHOMOYEHHBIM JIMLAM, ITPY 3TOM YKa3aHHBIE JINLA T0JKHBI UMETh
paBO TMOJy4yaTh TOJBKO T€ NEPCOHAJbHbIE JaHHbIE OOYYaIOIIMXCSA, KOTOPHIE
HEO0OXOIUMBI /ISl BHITTOJTHEHUSI KOHKPETHBIX (PYyHKIIHI;

o HE 3ampaimBaTh UHPOPMALIUIO O COCTOSHUU 3J0pOBbS 0Oydyaroerocs, 3a
VCKJIFOYEHUEM TE€X CBEICHHUM, KOTOPBIE OTHOCATCA K BOIPOCY O BO3MOYKHOCTH
NOJTy4eHUs1 00yUYaroIUMUCS 00pa30BaTEIbHBIX YCIYT.

1.5. JIOKyMEHTBI U3 JIMYHOTO Jejla OOy4aroluXcs WIM UX KOMUU MOTYT OBITh
BbIJIaHbl IO TPEOOBAHUIO YIOJHOMOYEHHBIX OPraHOB B YCTAHOBJIECHHOM MOPSIKE
NOCJI€ TIOJIYYEeHHS pa3pelieHusl OT pyKOBOAUTENS 00pa30BaTebHON OpraHu3auu.
OpurvHansl JOKYMEHTOB M3 JIMYHOTO Jiefla OOy4YaroluXcsl BBIJAIOTCA IO OIKUCH.
[Ipu 5TOM B €10 MPUKIAABIBAETCS KOMUS BBIJABAEMOr0 JOKYMEHTA.



1.6. JIunia, BUHOBHBIE B HAPYIIEHUH HOPM, PETYIUPYIOIIUX MOTyYeHHE, 00pabOTKy
U 3alUTy T[EPCOHAIbHBIX JAaHHBIX OOYYaIOIIUXCS, HECYT IAUCIHUILUIMHAPHYIO,
MaTepHaIbHYIO, IPaKIaHCKYIO, aJIMUHUCTPATUBHYIO u YTOJIOBHYIO
OTBETCTBEHHOCTb B MOpsJIKE, YCTaHOBJICHHOM 3aKOHOJIaTEIBCTBOM.
OTBETCTBEHHOCTh 3a COOJIIOJICHUE YCTAHOBIIEHHBIX HacTosmuM [lomoxkeHuem
TpeOOBaHMI  Tak)Ke BO3JIaraeTcs Ha  aJIMHMHHCTpALMIO  00pa30BaTENbHOU
OpraHu3alluu.

2. CocTaB 10KYMEHTOB JIMYHOIO JeJIa

2.1. JIluuHOe 1en0 — COBOKYHHOCTh JIOKYMEHTOB, COJEpXaIIMX CBEACHUS 00
oOy4aroriemMcsi B 00pa3oBaTebHON OpraHu3alliy.

2.2.B cocTaB ITMYHOIO Aena CTYACHTA BXOJAT CICAYIOIIME TOKYMEHTHI:

o 3asBJICHUE HA UM PYKOBOJIUTENSI 00pa30BaTEIHbHON OpPTraHu3aIiy O IPUEME;
o KOMUS JJOKyMEHTA, YA0CTOBEPSIOIIETO TUYHOCTD;

o KOIIMS CBUJIETEIILCTBA O PETUCTPALIUU 110 MECTY KUTEIbCTBA

[ ]

MEMIUHCKAs IOKYMEHTAIH;

e arrecTaT 00 OCHOBHOM 00111eM 00pa30BaHUU U 3asIBJICHHUE;
. corjlacue Ha o0pabOTKy MEPCOHAIBHBIX JAaHHBIX;
° cupaBka ¢ [IMIIK, nuceMmeHHoe corjacue poauTesied Ha OOydyeHue IO
aJanTHPOBAaHHBIM 00pa3oBaTeIbHBIM NporpaMmam (1uist nererd ¢ OB3);
2.3. BHYTpeHHsII ONUCHh JTOKYMEHTOB, MMECIOIIMXCS B JIMYHOM JEJE€, COACPKHUT
CBEJCHUS O TMOPSAKOBBIX HOMEpax JOKYMEHTOB Jiefla, HMX 3arojioBKax H
KOJINYECTBAaX 3aHUMAEMBbIX JIUCTOB.
2.4. Ilpu 3aBepeHMHM KONHUI JOKyMEHTOB, INPUOOLIAEMBIX B JHYHOE [EIO,
BBITIOJIHAETCS 3aBepuUTENbHas Haanuch: «Komus BepHa», JOMKHOCTh paOOTHHKA,
MOJMKUCH, THUIMAJIBI ¥ (pamMuIns pabOTHHKA, 1aTa MOAMICH U IeYaTh.
3. ®opMHUpPOBaAHUE JUYHBIX €/
3.1.Ha xaxmoro moctynarouiero B 00pa30BaTeIbHYIO OpPraHMU3alMI0 3aBOAUTCS
JAU4YHOE Aeno obywarouierocs.. Kaxmnoe nuuHoe neno GopMupyercst B OTAEIbHON
nanke. Ha 00510%KKe 1e1atoTcs OTMETKHU: HOMEp Jena, paMuiivs, UMsi, OTYECTBO.
3.2. Ilpu 3auncnenuu oOydaroIIerocs sl MPOJOJDKEHUsS 00pa3oBaHUsA, B TOM
yucie B MOPSAKE MepeBoja M3 Apyrod oOpa3oBaTeNbHON OpraHu3allH, €ro
JUYHOE A€o0 (HOPMUPYETCS KIIACCHBIM PYKOBOJIUTEIIEM.
4. Benenue JIMYHBIX /IeJ1 B IEPHO/1 00y4YeHUsI
4.1. Bo BpeMst 00yueHus1 00y4daromMXcsd OTBETCTBEHHOCTD 32 BEACHUE UX JIMYHBIX
JieNl BO3JaraeTcsi Ha KJIACCHOTO PYKOBOJAUTENS, B JOJDKHOCTHBIE OO0S3aHHOCTU
KOTOPOTO BXOJUT paboTa C JIMYHBIMU JICJIaAMHU.
4.2. Ilpu cmeHe GpamMHIIMK U MHBIX U3MEHEHHSIX 00ydaroleMycsl Ha JIMYHOM JieJie
JIeNaeTCsl OTMETKA O COOTBETCTBYIOIIEM MPUKA3E.
S.XpaHeHue JUYHBIX JeJI
5.1. B mepuon mocTyrieHus U 00ydeHHUs: oOydaromerocs B 00pa3oBaTEIbHYIO
opraHu3anuo ero auuHoe aeno xpanurcs B OO. [JocTym K JTUYHBIM JIeJIaM UMEET
TOJIBKO KJIACCHBIM PYKOBOJIMTENb, OTBEUAIOLIUHN 32 BEICHUE M XPAHEHHUE JIMYHBIX
nen ooyyaromuxcs. [IpaBo goctyna K JTOKyMEHTaM JIMYHOTO Jejia 00ydaroierocs
UMEIOT: PYKOBOJUTEIh O0Opa30BaTEeIbHOW OpraHu3alMu, 3aM. PYKOBOJIUTENS
o0Opa3oBaTeabHOI OpraHu3aluy o yuyeoHon padore. MHbIM uiaM npaso JocTyna



MOET OBITh MPEAOCTABICHO HA OCHOBAaHUH CITY)KEOHOW 3aMUCKH C PE30JIOIHEH
PYKOBOAMTENS 00pa30BaTeIbHOM OpraHu3aluy.

5.2. U3bsiTHE NOKYMEHTOB W3 JMYHOIO JieJla BO3MOXKHO JIMIIb C pPa3pelieHHs
pykoBoaMTENsE 00pa30BaTENbHON OpraHM3allid W YBEIOMJICHUS COTPYJIHHUKA,
BEJYILIETO JINYHBIC JIeNa.

5.3. B cnyyae yTpaThl/IOpYM JMYHOTO JieJla MO KaKUM-IHOO TMpUYUHAM,
pabOTHUKOM, OTBETCTBEHHBIM 3a pabOTy C TUYHBIMHU JI€JIaMH, COCTABIIAETCS aKT 00
yTepe/MopUH JIUYHOTO Jiesia U OPMUPYETCS] HOBOE JIMYHOE JEJIO.

5.4. 3akiouMTeNbHyl0 paboTy MO BEICHUIO JIMYHBIX Jel O00y4aroluxcs,
OTYHCIIEHHBIX /10 OKOHYaHHS HOPMATHUBHOTO CpoKa 00y4eHHs B 00pa30BaTeNbHOM
OpraHu3alyy, MTPOU3BOAUT KIACCHBIA PYKOBOIUTEND.

KiaccHbIl pyKOBOIUTENb HECET OTBETCTBEHHOCTH 3a COXPAHHOCTH JUYHOIO JIeJa
10 nepenayu B apxuB. [1o 3aBepiieHnn Bcex MpoLeayp JMYHOE JEN0 MepeaacTcs B
apXuB.

5.5. 3akmoudTeNbHYr0 padoTy MO BEACHUIO JIMYHBIX JIeJ1 0O0ydaronuxcs,
OTYHCIIEHHBIX B CBS3U C OKOHYAHUEM 00pa30BaTEIbHON OpraHU3allu, IPOU3BOIUT
KJIACCHBIN PYKOBOAMUTEIb, OCYILIECTBIISA:

1) oTMeTKy 0 npukasze, 00 OKOHYaHUM O0yUeHUsl B 00pa30BaTeIbHON OpraHU3aIlu
Y BJIO’KEHHE B JIMYHOE JIEJI0 JOKYMEHTOB B CBSI3U C OTYUCIICHUEM:

2) XpaHEeHHUE JIMYHOTO JIeNa JI0 Tepeauu ero B apXuB;

3) cocraBiieHHE aKTa U OMKCH HA TIepeiavy JHYHbBIX JeJ B apXuB 00pa30BaTeIbHOM
OpraHu3aluy;

4) mepemavy JIMYHBIX Je]T B apXUB 00pa30BaTEIbHON OpraHU3aIlny.

5.6 Jluunble nena 0OyJaromMXcs, OTYUCICHHBIX B CBSA3H C OKOHUAHHUEM O0yUYeHUS,
CIAIOTCSl B ApXHUB.



