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I'/TABA 1. OBIIUE ITOJIOKEHUSA

1.1 Hacrosmmii [lopsimox pa3paboraH B ABTOHOMHAasT HeKOMMepYecKasi OpraHu3anus
Y4eOHbI HEHTP AOMOJHHUTEIBHOI0 NMPOecCHOHATBHOI0 00pa3oBaHUs «ABTOMEXaHHKa»
(manee - OpraHuzanus) W yCTaHaBIMBAaeT TPeOOBaHHUS K TMOPSAKY (OPMUPOBAHHUSA, BEACHUS U
XpaHEHUs JIMYHBIX Jed  oOydaroluxcsi, OCBauMBaloIIUX 00pa3oBaTesIbHbIE MPOrPaMMBbI
oOpa3oBaTesibHON opranm3anuu. Hacrosmuii Tlopsgok oOs3aTesieH K WCHOJHCHWIO BCEMH
CTPYKTYPHBIMH MOpa3ICICHUSIMH.

1.2 Hacrosmmii [Topsimok pa3paboTaH B COOTBETCTBHH C JIOKAIBHBIMH HOPMATHUBHBIMH aKTaMU
Opranuzanuu.

1.3 Jluunoe pgemno oOydarmierocs — Jeio, KoTopoe (GOpMHPYETCS B TMEPUOJ TMOCTYIUICHUS H
BEJIETCS B TEUEHUE Bcero mnepuoga oOydeHHs oOyuaromierocs B OpraHusanuu, B KOTOPOM
CTPYIIHPOBAHBI IOKYMEHTBI, COAECPIKAIIIE BCe CBEACHHUS O ciaymaTene. MHdopMarus U3 TMIHOTO
JieNna BKJIIOYAeT MEepCOHANbHBIE JaHHBIE, KOTOPhIE HE MOTYT OBITh MEpeAaHbl TPETbUM JIUIIAM,
KpOME KaK B CJIy4asix, yCTAHOBJIEHHBIX 3aKOHOJIaTEILCTBOM O MEPCOHAIBHBIX JAHHBIX.

1.4 TlpaBo mocTymna K JMYHBIM JleJlaM UMEIOT paOOTHUK, OTBETCTBEHHBIN 3a BeJeHHE U XpaHEHUE
JUYHBIX J€Jl B CTPYKTYPHOM HOJpPa3AeNeHUHN, PYKOBOAMTEIb CTPYKTYPHOI'O MOJIpa3zesieHus,
JTUPEKTOP, PYKOBOAMTEb, KOOPAUHHUPYIOUIMM IEATENBHOCTh CTPYKTYPHBIX TOJpa3iesieHuH,
YIOJHOMOUYEHHBIE UMHU JISI MPOBEPKH JEATEIBHOCTU CTPYKTYPHOTO MOJpa3/elCHUs, a TaKKe
WHBIE JINILIA B COOTBETCTBUHU C 3aKOHOAATeNbCTBOM Poccuiickoit denepanuu.

I'/TABA 2. ®OPMUPOBAHUE JIMYHBIX JEJI

2.1.Ilpu 3akifOYE€HUU JOTOBOpa Ha OOydYeHHE C FOPUIWYCCKUM WIH (PU3UYECKHM IUIOM B
KauecTBe 3aka3uMka o00pa30BaTEeNbHBIX YCIYTr, HANpPaBIAIOIIMM Ha OOydeHHEe TpyYIIy JIHII,
JIUYHBIC JIeja GOPMUPYIOTCS - HA TPYIITY B ICJIOM.
2.1.1. JIugHOE ACII0 MOXET COAEePKATh ITPH HEOOXOTUMOCTH .
— MacTHOPTHBIE JaHHBIE 00ydaromerocs (B COryiacuu Ha 00pabOTKy MEepPCOHATBHBIX TaHHBIX, B
JIOTOBOPE Ha OKa3aHHUE IUIATHBIX 00pa30BaTEIbHBIX YCIIYT);
— KONHUH JOKyMEHTa 00 00pa30BaHUM U O KBATH(PHUKAIUY;
— CIIPaBKM OpraHU3aIMH, OCYIICCTBIISIONIEH 00pa30BaTEeIIbHYIO EATEIBHOCTh, 00 00y4eHUN
(mst HI, ocBaMBAIONIMX 00pa30BaTENIbHBIC MPOTPAMMBI CPEIHEr0 MPOo(ecCHOHATLHOTO HITH
BBICIIICTO 00pa30BaHUs U MOCTYMAMONIUX Ha 00ydueHue o nmporpammam JII10) (ipu HaU4KK);
— KOmMsl JIOroBOopa 00 OKa3aHWM IUIATHBIX 00pa3oBaTeNbHBIX yCiIyr (B TOM YHCIE,
MOJNKCAHUS IOTOBOPA IMyTEM Y4acTHUs B TOC3aKyIKax);
— TpuKa3 00 OTKPBITHH TPYIIIEI ¥ 3aYHCIICHUH B TPYIITY Ha 00yYeHue,
— TPUKa3 O JOIyCKE K UTOTOBOM aTTeCTallun
— KOMHS MPOTOKOJIA 3acelaHus aTTECTAllMOHHON KOMHCCHH;
— IPUKA3 O 3aKPBITHH TPYIIIBI U OTYUCICHUN 00 YUYaIOIUXCS.
2.2. Bce JOKyMEHTHI JHYHOTO Jejia TIOMEIIAITCs B TAanKy-CKopocmmBarenb. Ha o0iioxke
JIMYHOTO JieJla IPOCTABIIAETCS €ro HoMep (KO TPYIIIIbI).
2.3. JIuuHoe neno o0ydaromerocst MOKET He COAEpkKAaTh KOMHM JOKYMEHTOB, YIOCTOBEPSIOIINX
JUYHOCTH CIIYIIATENs], a TaKKe KOMUI0 JTOKYMEHTa 00 o0pa3oBaHUM M (UIH) O KBaIU(UKAIH B
ClIydae, €CJIH CIyIIaTes b MPU MOCTYIUICHUU MPEIbIBUI OPUTHHANBI YKa3aHHBIX JOKYMEHTOB.

I'/TABA 3. BEAEHUE JIMYHBIX JIEJI



3.1 JluuHoe nemo BemeTcss B TEYCHHWE BCEro IepHoAa OOydYeHHsI 10 MOMEHTAa OTYHCIICHUS
oOyyaromuxcs n3 OpraHu3aiuy.

3.2 OTBETCTBEHHOCTh 3a BEJICHHWE IMYHBIX JIel B TMEpUoJ OOydeHHUs Bo3laraercss Ha
CHEIHNAIMCTOB CTPYKTYPHBIX MOAPA3/IETICHHI B COOTBETCTBUU C IOJDKHOCTHBIMH MHCTPYKIIUSIMH.
3.3 [Ipy  BoccTaHOBICHMM  OOYYArOIIErOCs  MPOJOJDKACTCS  BEJICHHE JIMYHOTO  JIelia,
c(hopMUPOBAHHOTO paHee.

3.4 Tlocne 3amepmieHUst OOydeHUWS JIMYHOE JEJIO XpaHUTCS B ydeOHOW dYactu (oTmene) y
OTBETCTBEHHOTO CIEIMAJIHCTA.

I''IABA 4. XPAHEHUE JIMYHBIX JAEJI

4.1. JluuyHbple nena JOJDKHBI XPAaHUTBCS B CTPYKTYPHOM TMOJAPA3JEICHUA B YCIOBHSX,
o0ecneYnBarofX X COXPAHHOCTh M HCKITIOYAIONINX YTPATy JOKYMEHTOB.

4.2. Bplmaua JUYHOTO Jiela BO BPEMEHHOE IIOJIb30BaHHE PA0OTHUKAM CTPYKTYPHBIX
MO/Ipa3eIeHUd TOMYCKAeTCsl TOJIbKO B MCKIIOUUTEIbHBIX CIIY4asiX Ha OCHOBAHMM NMHCbMEHHOTO
pa3penieHus JUPEKTOPa HITH KOOPIHHUPYIOMIETO PYKOBOIUTEIS.

4.3. Tlpu BO3BpAIllEHUH JTUYHOTO JIEJIa JIUIO, OTBETCTBEHHOE 3a BEJICHUE U XPAHEHUE JTMYHBIX JIEJT
CIIyIIaTeseil B CTPYKTypHOM MOJpa3AeiieHUH, MPOBEPSET HATUUYUE H COCTOSTHHE BCEX JOKYMEHTOB
B JIMYHOM JIeJIE.

4.4, I3paTHE NOKYMEHTOB JJUYHOTO Jieja 10 TPeOOBAaHWIO CTOPOHHUX OpPTaHU3alui (CyaeOHBIX U
MIPABOOXPAHUTEIIEHBIX OPTaHOB) MTPOU3BOIUTCS HA OCHOBAHUHU MTUCHMEHHOTO YKa3aHHS TUPEKTOpa
WA KOOPJIUHUPYIOMIETO PYKOBOTUTEIS.

4.5. B ciaydyae u3bATHS JAOKYMEHTa W3 JMYHOTO Jiela B JIETIO BKIAIBIBACTCS KOMUS U3BATOTO
JOKYMEHTa, aKT 00 M3BSTHUHM WIM MPOTOKOJ BBIEMKHM U JIOKYMEHT-OCHOBAHME IUIS U3BIATHUS C
pa3pemaroei pe3oTonneil AMPEKTOpa I KOOPAUHUPYIOIIETO PYKOBOIUTENS.

4.6. TlpemocraBieHne KOMHUU JIMYHOTO jeja / KOMUH JOKYMEHTOB JHYHOIO Jejia IO 3ampocam
CTPYKTYPHBIX TIOJIpa3/eIeHui TPOU3BOJUTCS HA OCHOBAHUU YCTHOTO pPa3pellieHus JUPEKTOpa UITN
KOOPJIUHHUPYIOIIETO PYKOBOIUTEIIS.

4.7. Jluunple Jnena OOYyYarOIIMXCS, OTYUCICHHBIX [0 3aBepIIeHUs OOydYeHHUs, XpaHITCcAd B
CTPYKTYpPHOM TOAPA3CICHUH OTACIBLHO OT JIMYHBIX JeJ CAymareied, MpoaoKarOIINX
oOyueHwue.

4.8. JluuHble fAena, 3aKOHYCHHBIC B CBSI3W C OTYHCIICGHHEM CIyIIaTeNied, XpaHATCS B apXUBE
Opranuzanuu.

I')TIABA 5. IIEPEJAYA JIMYHBIX JTEJI HA APXUBHOE XPAHEHHUE

5.1 [lo ucTedyeHUH CpoOKa OMEPATHMBHOTO XPAHEHUS JIMYHBIE Jea MEepearoTcs CTPYKTYPHBIM
MOJpa3/ielleHneM M0 COATOYHOM ONuCH Ha apxuBHOe XpaHeHue. OdopmiieHHe JMYHBIX el,
Iepe/laBaeMbIX Ha AapXMBHOE XpaHEHHUE, OCYIIECTBISIETCS COTPYAHUKAMHU MOJpa3/eleHUH,
OTBETCTBEHHBIMU 32 IIOJATOTOBKY JIMYHBIX JIeJ K apXHBHOMY XPAaHEHHUIO, B COOTBETCTBHU C
[IpaBuiaMu 1eI0MPOU3BOICTBA B 00pa30BATEIbHON OpraHU3alHy.

5.2. B cnyyae Bbiaum nyOsiMKata JJOKYMEHTa O KBaJU(UKAIMKM 0Oydaromemycs, JUYHOE JIeJI0
KOTOPOT'O HaXOJIUTCs Ha apXWBOM XPAaHEHHUH, CTPYKTYPHOE MOApa3/JesIeHUE MepeiaeT 3asiBIeHNE
Ha BBIIaYy AYOJMKaTa, KOTIHIO MTPHKa3a IUPEKTOpa O BbInade qyOiuKaTa
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