MHOJIOXKXEHUE
00 0co0eHHOCTAX 00pa0OTKH NEPCOHATBHBIX JaHHBIX, OCYLECTBIsAEeMOH 0e3
HCIO0JIb30BaHuA cpeacTB apTomaruzauuu B MBOY «OOI Ne 15»

1. OO0uue mos10:KkeHUA
1.1. Hacrosmiee nonoxxeHne 00 0COOEHHOCTAX 00paOOTKH MEePCOHANBHBIX JaHHBIX, OCYIIECTBIIsIEMON 0e3
UCTIONIb30BAaHUsI CPEICTB aBToMaruzanuu (manee — IlomoskeHue) pa3paboTaHO B COOTBETCTBUHU C

®enepanbubiM 3akoHOM Poccuiickoit denepanuu ot 27.07.2006 Ne 152-D3 «O nepcoHaIbHBIX AaHHBIX»,
IMocranosnenuem IlpaButensctBa Poccuiickoit ®@enepanmu ot 15.09.2008 Ne 687 «OO6 yTBepkIeHUH
[Tomoxenuss 06 0COOEHHOCTSIX OOpPaOOTKHM MEPCOHATBHBIX JTaHHBIX, OCYIIECTBIIIEMONW 0€3 MCIOJIb30BaHUS
CpEICTB aBTOMAaTH3aIlMM» U YCTAHABIUBACT €AMHBIN MOPAIOK 00pabOTKU MEPCOHANBHBIX JaHHBIX B MBOY
«OOHI Ne 15».

1.2. B mensx Hacrosimero [1onoxkeHns: HCIIONb3YIOTCS CIAEAYIONME TEPMHUHBI U TTIOHSITHS

IlepconanbHbie AaHHbIE — Jt00ass UHGOpPMAIUS, OTHOCSIIASCS K MPSIMO MM KOCBEHHO OMPEIeIEHHOMY
WM ompeensieMoMy GU3NIecKOMY JIUIY (CYOBEKTY EPCOHATBHBIX TaHHBIX ).

OmnepaTop — rocynapCTBEHHBIN OpraH, MyHHUIMNAIbHBIM OpraH, IOpUAMYECKOE WIH (PU3NYECKOE IHUIO,
CaMOCTOSITEJIbHO WJIM COBMECTHO C JAPYTMMH JIUIIAMUA OPraHU3YIoMre U (MI1) OCYIIECTBISIONHNE 00paboTKy
MEPCOHANBHBIX JIAaHHBIX, a TaKXKe ONpeACNAIoNnre e 00pabOTKH TMEepPCOHANBHBIX JAaHHBIX, COCTaB
MIEPCOHAJIBHBIX JTAHHBIX, MOJUICKAIUX 00paboTKe, MeHCTBUS (Omepalii), COBEepIIacMbIe ¢ MEPCOHATBHBIMU
JTAHHBIMU.

O0paboTka mnepcoHAJbHBIX JAAHHBIX — JI000O€ JelcTBHE (Oomepaius) WM COBOKYMHOCTh JCUCTBUU
(omepanuii), coBepIIaeMbIX C HCIIOJIb30BAHUEM CPEJCTB aBTOMAaTU3AlMK WIM 0€3 HCIOIb30BaHHUS TaKHX
CPEIICTB C MEPCOHATBHBIMH JaHHBIMU, BKIOUYas cOOp, 3aluch, CUCTEMATHU3AINIO0, HAKOIUICHHE, XpaHCHHE,
yTouHeHrne (OOHOBJEHWE, W3MEHEHHE), W3BJICUYCHHE, WCIOIb30BaHUE, Tiepenady (pacmpocTpaHEHHE,
MPEIOCTaBlICHUE, JIOCTYI), 00e3nMnYuBaHue, OJOKHpPOBAHHWE, yHaJeHHE, YHHUTOXKEHHE NEPCOHAIBHBIX
JTAHHBIX.

ABTOMATH3HMPOBAHHAs 00pa00TKa MEPCOHAJBHBLIX JAHHBIX — 00pa0OTKa MEPCOHANBHBIX JAHHBIX C
MOMOIIbIO CPEJICTB BBIYUCIUTEIHHON TEXHUKH.

PacnpocTpaHeHne MepPCOHAJNbHBIX JAHHBIX — JCHCTBUS, HANpaBICHHBIE HA PACKPHITHE IEPCOHATHHBIX
JTAHHBIX HEONPEEIEHHOMY KPYTY JIHII.

IIpenocraB/ieHne MEPCOHATBHBIX JAAHHBIX — JCHCTBUS, HAIMpaBJICHHbIE HA PACKPBITHE TNEPCOHAIBHBIX
JAHHBIX OMPEIEIEHHOMY JUITY WIIH OTPEACIEHHOMY KPYTY JIHII.

bioknpoBaHue NmepcoHANbHBIX JaHHBIX — BPEMEHHOE MpEKpaleHrne 00padOTKH MEepCOHATBHBIX JAAHHBIX
(3a UCKITFOUCHHEM CITy4aeB, eciii 00paboTKa HeoOXoauMa JiJIsi YTOUHEHHUS IEPCOHANIBHBIX TAHHBIX ).
YHUUTOKeHUe NMePCOHAJBHBIX JAHHBIX — JEHCTBUS, B pe3yJbTaTe KOTOPBIX CTAHOBUTCS HEBO3MOXKHBIM
BOCCTaHOBUTH COJIEp’KaHUE MEPCOHANBHBIX TaHHBIX B MH(OPMALIMOHHON CUCTEME MEPCOHATbHBIX JaHHBIX U
(unn) B pe3ysIbTaTe KOTOPBIX YHHUTOXKAIOTCS MaTepHAIbHBIC HOCHTEH MePCOHATBHBIX TAHHBIX.
O06e31MuNBaHue MEPCOHAIBHBIX JAHHBIX — JICHCTBUS, B PE3yIbTaTE KOTOPBIX CTAHOBUTCS HEBO3MOKHBIM
0e3 HCIOIB30BaHMSI JOTIOIHUTEILHOW HHPOPMAIIH OTPEICIIUTh MPUHAJICKHOCTh MIEPCOHATBHBIX TAHHBIX
KOHKPETHOMY CYOBEKTY NMEPCOHANBHBIX JaHHBIX.

HNudopmanuonHasi cucreMa MepCcoOHATbHBIX JAHHBIX — COBOKYITHOCTh COJIEPKAIIMXCs B 0a3aX JaHHBIX
MEPCOHANBHBIX JAHHBIX M 00ECIEeUNBAIOIINX UX 00pabOTKY HH(POPMAIIMOHHBIX TEXHOJOTUN U TEXHUYECKUX
CPEICTB.

TpaHcrpannyHasi nepegaya MepcoHAJbHBIX JAHHBIX — [Iepe/iaya MePCOHATIBHBIX JaHHBIX HA TEPPUTOPHIO
WHOCTPAHHOTO TOCY/AAapCTBA OpPraHy BJIACTH HMHOCTPAHHOTO TOCYJapCTBa, WHOCTPAHHOMY (pH3UUYECKOMY
JUILY WIM UHOCTPAHHOMY IOPUINYECKOMY JIMILY.

O0padoTka  MEepPCOHANBHBIX  JAHHBIX  0e3  HCIOJb30BAHUS CpelcTB aBTOMATHU3ALMHU
(HeaBTOMATH3MPOBaHHAsA) — 00pabOTKa MEPCOHAIBHBIX NAHHBIX, COJACPXKALIMXCA B WH(GOPMAIMOHHON
CUCTEME MEPCOHANbHBIX JaHHBIX JIMOO U3BIECYEHHBIX W3 TAaKOM CHCTEMBI, €CIM TaKhe JEHCTBHUS C
MEPCOHANIBHBIMU  JaHHBIMH, KaK WCIOJIb30BaHWE, YTOYHEHHE, pPAaCIpOCTPAHCHUE, YHUUYTOKEHUE
MEPCOHANBHBIX JAaHHBIX B OTHOIIEHHH KaXXIOT0 U3 CYOBEKTOB MEPCOHAIbHBIX NAHHBIX, OCYIIECTBIISIOTCS
P HETIOCPECTBEHHOM yYaCTHH YeIOBEKa.

1.3.  3agaum, permaemsbie B IIporecce 00padOTKH MEPCOHABHBIX TaHHBIX:

- JOKYMEHTAITMOHHOE 0OecTieueHne 00pabOTKU MEPCOHANIBHBIX TAHHBIX;

— 3aIuTa JOKyMEHTHPOBAHHOM HH(OpMannu, cofepxaliell mepcoHaabHbIe JaHHbIE.

2. OcHoBHbBIE yC/10BHS TPOBeeHUs 00Pa0O0TKH NePCOHAIBHBIX JAHHBIX



2.1.

O6paboTKka MEePCOHATBHBIX TAHHBIX OCYIIECTBISCTCS:
B cootBerctBUM ¢ @enepanbHbiM 3akoHOM Poccuiickoit @enepanun ot 27.07.2006 Ne 152-D3 «O

NEPCOHAIBHBIX JAHHBIX»;

MOCJIC HalpaBJICHHUA YBCAOMJICHUSA O HaAMCPCHHUU 06pa6OTKI/I NEpCOHAJIbHBIX OAaHHBIX B

TEpPPUTOPUAIBbHBIM opran YmpaieHuss @DenepanbHoil  ciayxObl 1m0 Haa3opy B cdepe  CBs3W,
MH(OPMAIIMOHHBIX TEXHOJIOTUH M MAacCOBBIX KOMMYHHUKAIUK 1o OpeHOyprckoit 00acTu, 3a UCKIIOUYEHUEM
Cly4aeB, IPEAYCMOTPEHHBIX 4acThio 2 cratbu 22 denepasibHOro 3akoHa «O MEPCOHAIBHBIX JAAHHBIX», C
NPUHATHIMU U3MeHeHus MU oT 25.07.2011 rona;

2.2.

nocye MPUHATUS HEOOXOAMMBIX MEp IO 3aLUTE MEPCOHAIBHBIX TaHHBIX.
B oGpaszoBarenbHOIl opraHu3aiy NpUKa3oM TUPEKTOpa Ha3HA4yaeTcs JOJHKHOCTHOE JIUIIO, OTBETCTBEHHOE
3a 3alUTy TNEepPCOHAIbHBIX JaHHBIX, U OIpenessieTcss MepeueHb JMI, JONYHIEHHBIX K 00paboTke
NEPCOHAIBHBIX JTaHHBIX.

Jluma, nomymieHHble K 00pabOTKe MEepPCOHANBHBIX JaHHBIX, B 0053aTEILHOM MOPSAKE MO POCIHUCH

3HaKoMsTca ¢ HactosimuM [lonoxkeHneM M MOAMMCHIBAIOT COTJAllleHHe O HepasriialleHud WHOopMaiuu,
COZEpPIKALLEH IEPCOHAIbHBIE JaHHBIE.

2.3. 3ampemaercs o0pabaTbiBaTh MEPCOHANbHBIE JaHHBIE B MPUCYTCTBUU JIHIl, HE JOMYIIEHHBIX K UX
obOpaboTke.

3. Cucrema gocTyna K KOHpUIEHINAIBHBIM IOKYyMEHTAM
3.1. Cucrema nmocrtyma MpeAcCTaBIsIeT COOOW COBOKYMHOCTh HOPM M TPABWI, OMPEACIIAIONINX, KTO U3

PYKOBOAMTEIICH YUPEKICHUS, KOMY M3 IIOJIb30BaTElEd U C KAKUMU KATETOPUSAMHU JOKYMEHTOB MOXKET
JaBaTh pa3pelIeHUe Ha O3HAKOMIIEHUE.

3.2

Cucrema octyna A0DKHA OTBEYATh CIISIYIOIIUM TPEOOBAHUSM:
- JOCTyNl K KOHOQHUICHIMAIBHBIM JOKYMEHTaAM MOXXET TPEJIOCTaBIAThCS pabOTHUKAM, MHCHMEHHO
OpOpPMUBIIMM C OpraHW3aIMel OTHOLICHWS O HepasrJalleHHd CTaBIIUX WM  H3BECTHBIMH
KOH(pHUICHIMAIBHBIX  cBeneHuWi. [luchkMeHHOe  odopmileHHE  OTHONIEHWH O  HepasTJalleHUuH
KOH(UACHIHATBEHOW WH(pOpManuu (COOM0IeHUsT pekrMa KOH(DHUICHITHAIBHOCTH) SBISETCS 00s13aTEIbHBIM
YCIIOBHEM IS IOCTYTIa UCTIOJTHUTENEH K IOKYMEHTaM;

JOCTYNl K KOH(PUICHIUATHHBIM JOKYMEHTaM JOJDKEH OBITh OOOCHOBAaHHBIM, T.. 0a3MpPOBATHCSA Ha

CJ'Iy>KC6HOI71 HGO6X0,£[I/IMOCTI/I O3HAaKOMIJICHH C KOHKPECTHBIM JOKYMCHTOM UMCHHO JAaHHOI'O UCIIOJTHUTEIIA,

CUCTCMaAa JOCTyIlla OOJDKHAa  OaBaTb BO3MOXHOCTb obecrieynBaTh  HCIIOIHUTENEH BCEMU

HEOOXOIUMBIMM MM B CHIIY CIYXEOHBIX OOS3aHHOCTEM [OKYMEHTaMH, HO TOJBKO TEMH, KOTOpbIE
JEHCTBUTENLHO HEOOXOAUMBI ISl BBITOJIHEHUSI KOHKPETHOTO BHJA padoT;

AOCTYII K OOKYMCEHTaAM IOOJIXKCH OBITE CaHKIMUOHHUPOBAHHBIM, T.C. OCYILICCTBJIATBCA TOJIBKO IIO

COOTBETCTBYIOIIEMY Pa3pelICHHUIO YIOJIHOMOYEHHOIO Ha TO JOJDKHOCTHOro Jmna. Ilpu  stom
COOTBETCTBYIOIIEE JODKHOCTHOE JIMIIO MOJKET aBaTh pa3pelleHHE HAa O3HAKOMIICHHE C JOKYMEHTaMH,
TOJIBKO BXOJSIIMMU B CPepy €ro AesITeNbHOCTH U TOJIBKO YCTAaHOBJICHHOMY KPYTY JIUII;

JOCTYNl JOKEH O(OPMIISTHCA MHUCBMEHHO MO KaXJA0My KOHKPETHOMY KOH(PUACHIMATILHOMY

nokyMeHTy. [Ipu HeoOX0MMOCTH 03HAKOMIICHHS HCTIOJIHUTENSI TOJIBKO C YAaCThIO JOKYMEHTA B pa3peiieHuu
Ha O3HAKOMJICHHE [OJDKHBI OBITh YKa3aHbl pa3fieibl (IYHKTbl WM CTPaHUIIBI), C KOTOPHIMH MOKHO
3HAKOMUTb UCIIOJTHUTEIIA.

3.3.

Jloctynm pabOTHHKOB 00pa30BaTEIbHOM OpraHu3alMK K KOH(MUICHIIMAILHON WH(OpMauu

OCYIIECTBIISICTCS Ha JOOPOBOJBHONW OCHOBE. DTH OTHOUICHHUS YCTAHABIUBAIOTCS MPU NpUEMe rpa)k1aHuHa
Ha paboTy WM yXe B XOJ€ TPYAOBbIX OTHOmeHHH. [Ipu 3TOM HEOOXOIMMO BBINOJHUTH CIEAYIOIIHE
YCIIOBUSL:

O3HAKOMUTH paOOTHUKA MO POCIHCH C NIepeYHEeM KOH(HICHIINATBHOM nH(pOpMAaLNK;
O3HAKOMUTH pPaOOTHHMKA IO/ POCIUCH C YCTAaHOBJIIEHHBIM B OpPraHMU3alMU PEKUMOM IO OXpaHe

KOH(UIEHIIMAIBHOCTH U C MEpaMU OTBETCTBEHHOCTH 3a €r0 HapylLICHHE;

CO3a1aThb paGOTHI/IKy HGOGXO,Z[I/IMBIG ycCjioBuAa A CO6JHO,Z[€HI/ISI UM YCTAHOBJICHHOI'O pCKHUMa I10

oxpaHe KOH(HICHIINATLHOCTH.

3.4. Jloctynm pabGOTHHKOB OpraHU3allid K TEPCOHAIBHBIM JaHHBIM OCYILIECTBISIETCA TPUKA30M
TUPEKTOPA.
3.5.  Co ctopoHbl pabOTHUKA IPEANOIATACTCS MPUHITHE CISAYIOIMHNX 005I3aTEIbCTB:

10 COOJIIO/IEHUIO YCTaHOBIIEHHOTO B OPTaHU3aluHU PeKUMa M0 OXpaHe KOH(UICHIINATbHOCTH;
0 HepasrjalleHUH KOH(UIEHIMAIbHONH WHpOpMaLUU, CTaBIIEH €My H3BECTHOH B TEpHOA

BBITIOJTHEHUSI TPYAOBBIX OTHOILIEHUM, MOCIE MpPEeKpalleHusl TPYAOBOTO JOroBOopa B TEYEHHE CpOKa,



IPEJyCMOTPEHHOTO B CIIEHUAJIBHOM COTJIALICHWH WJIM B TEYEHHE TPEX JIET, €CIM TaKoe COTrjallleHHe He
3aKJII0YAJIOCh, H HE UCTIONB30BAHUH 3TOM HHPOPMAIMU B IMYHBIX IETISX;

- O BO3MEIIEGHWM TNPHYMHEHHOTO ymiepba, ecnu  padOTHHK BHHOBEH B pasrjallcHUH
KOH(UACHIMAaTbHOW MH(OpMAlUK, CTaBIIEH €My M3BECTHOH B CBS3M C BBIIIOJHEHHEM HM TPYHOBBIX
00s13aHHOCTEH (B TOM YHMCIIE TIOCIIE IPEKPALICHUS TPYJOBOTO JI0TOBOPA);

- O BO3BpaTe INpH MNPEKPALICHUH WIM PACTOPKEHWH TPYAOBOIO JOTOBOPAa BCEX HMEIOUIUXCA Yy
paboTHHKA MaTepHalbHBIX HOCUTENEH KOH(UACHIINAIEHOW HH(POPMALIUH.

4. IHopsiiok 00padOTKM MEPCOHANBHBIX JAHHBIX 0€3 HCMOJIb30BAHNS CPEACTB ABTOMATH3ALNH
4.1. Ha OymMa)KHBIX HOCUTEJISX:
4.1.1. OOpaboTka TMEpPCOHANBHBIX MJAHHBIX 0€3 WCHOJB30BAHUS CPEICTB aBTOMATH3AI[MH MOXET
OCYILECTBISATHCS B BUAE JOKYMEHTOB Ha OYMa)KHBIX HOCHUTEIISX.
4.1.2. Tlpu oOpabotke II/lH 0e3 wuCHOIB30BaHUS CPEACTB aBTOMATHU3AIlMK PA3IMYHBIX KaTEropui
MEPCOHANBHBIX JAHHBIX JOJDKEH HCIOIb30BaThCS OTACIbHBIN MaTepHaTbHBI HOCUTENh IS KaXIAOH
KaTerOpyH TIEPCOHANBHBIX JTaHHBIX.
4.1.3. Tlpu obpabotke I1/IH 6€3 nCnoab30BaHUS CPEACTB ABTOMATU3ALMHN HAa OyMa)KHBIX HOCUTEIISX:
— HE Jomyckaercs ¢uKcanus Ha OAHOM OyMakKHOM HOCHUTENIe TEePCOHAIBHBIX JaHHBIX, I[N
00pabOTKUKOTOPHIX 3aBEIOMO HE COBMECTHMBI;
— NEPCOHATBHBIC JAHHBIE JOJDKHBI 00O0COONIATHCS OT HMHOM HH(pOpPMAIMH, B YACTHOCTH ITyTEM
buKcanu WX Ha OTACIBHBIX OYMaKHBIX HOCHUTEINISIX, B CIICNMAIBHBIX pas[elaX WM Ha Toisax (opm
(6nmanKOB);
— JTOKYMEHTBI, COJIepIKaIlie MepcoHalbHbIe NaHHbIE, (OPMHUPYIOTCS B Jieja B 3aBHCHMOCTH OT IICITH
00pabOTKN NEPCOHATBHBIX JAHHBIX;
— Jena ¢ JOKYMEHTaMH, COJIEpXKAIIUMH NePCOHATIbHbBIC JaHHBIC, TODKHBI UMETh BHYTPEHHHE OIUCH
JOKYMEHTOB C YKa3aHHEM IeJIi 00pabOTKU M KATerOPHU NePCOHATbHBIX TaHHBIX.
4.1.4. Tlpu ucob30BaHUM TUTIOBBIX (POPM JOKYMEHTOB, XapakTep HH(POpMaIUU B KOTOPBIX MPEIOIaract
WIH JIOMYCKaeT BKIIFOUEHHE B HUX MEPCOHAIBHBIX JaHHBIX, TOJKHBI COOTFOIATHCS CIISIYIONIUE YCIOBUS:
a) TumoBas GopMa WIN CBSI3aHHBIC C HEH TOKYMEHTHI (MHCTPYKIUS IO €€ 3al0JIHEHUI0, KaPTOUKH,
peecTpbl M KypHAJbl) JOJDKHBI COAEPIKATh CBEIEHHS O IIeTH HEaBTOMATH3UPOBAaHHOH 00pabOTKH
MEPCOHANBHBIX JaHHBIX, UMs (HAUMEHOBAHHE) U aJpec omneparopa, (GaMUIuio, UMs, OTIECTBO U aJIpec
CyOBeKTa MEePCOHATBHBIX JAHHBIX, UCTOYHUK MOTYYCHHS MEPCOHANBHBIX JAHHBIX, CPOKH 0O0pabOTKH
NEPCOHANBHBIX JIAaHHBIX, IEPEYCHb JEHCTBHIA C TIEPCOHAIBHBIMHA JAHHBIMH, KOTOpbIE OyIyT
COBEpIATHCSI B Tpollecce UX 00pabOTKH, OOIee OmMCcCaHWuEe HMCIOJIB3YEMBIX OMEPaTOpPOM CIIOCOOOB
00paboOTKH MEPCOHANBHBIX JTaHHBIX;
0) TunoBas (opma DOKHA TMpeaycMaTpuUBaTh MOJE, B KOTOPOM CYOBEKT MEPCOHANBHBIX TaHHBIX
MOYKETIIOCTaBUTh OTMETKY O CBOEM COTJIACHM Ha HEaBTOMATHU3MPOBAHHYIO 00pabOTKY MEpCOHATbHBIX
JAHHBIX, — MPH HEOOXOAMMOCTH TOJYYECHUS MHUCbMEHHOTIO COryiacusi Ha 00paOOTKy HepCOHAIbHBIX
JTAHHBIX;
B) THHoOBas (opma MODKHA OBITH COCTaBJICHA TAaKUM 00pa3oM, YTOOBI KaXIbli U3 CyOBEKTOB
NEPCOHAIBHBIX JTaHHBIX, COACPIKAIINXCS B IOKYMEHTE, MIMEIl BO3MOKHOCTh 03HAKOMHTHCSI CO CBOMMU
NIEPCOHATBHBIMY JTaHHBIMH, COACPIKAIIMMUCS B TOKYMEHTE, HE HapyIas MPaB M 3aKOHHBIX WHTEPECOB
WHBIXCYOBEKTOB NIEPCOHABHBIX TAHHBIX;
r) tumnoBas ¢opMa ODKHA HWCKIIOYaTh OOBEAMHEHHWE IIOJICH, NMpEeIHA3HAYCHHBIX ISl BHECCHHS
NIEPCOHABHBIX JaHHBIX, IEJH 00Pa0OTKH KOTOPHIX 3aBEJIOMO HE COBMECTUMBI.

5. IToaroroBKa u y4éT JOKYMEHTOB, COJIEPKANIUX NEPCOHAJbHbIE TaHHbIE

5.1. bnaHku TUNOBBIX (OPM JOKYMEHTOB (CIIPAaBKH, KapTOYKH, TAJOHBI, BEJOMOCTH M T.Il.) MOTYT
W3TOTABIIMBATHCA MPH TOMOIIU CPEACTB BBIYMCIUTENBHON TEXHUKM WM Ha mumymed mamwuske. [locie
HU3TOTOBJICHUS YKA3daHHBIC 6HaHKI/I moJICKAT MPECABAPUTCIIBHOMY yquy

5.2.  llepconanbpHble JaHHBIE (IEpEMEHHAs YacTh) B TUIOBBIE ()OPMBI IOKYMEHTOB BHOCSITCS TIPU MTOMOLIA
CpCACTB BBIYUCIIUTEILHONU TCXHHUKH, HA HI/H_HYH_IGI\/JI MalINHKEC WA PYKOIMUCHBIM CHOCOGOM.

5.3. Tlocne BHeceHHUs MEPEMEHHOW YacTH B THUIIOBBIE (DOPMBI, TIOCICTHUE CTAHOBSATCA JOKYMEHTaAMHU
MIOJIEKAT HEMEMJICHHOMY YYETY B JKYpHaJI€ U3JAHHBIX JOKYMEHTOB C IIPUCBOCHUEM UM YUETHOTO HOMEpA.
VY4ETHBIII HOMEpP MPOCTABIAETCA Ha KaKIOM JIMCTE JAOKYMEHTa (€clu JOKYMEHT MOJATOTOBJEH Ha JIBYX U
0osee TUCTaXx).

5.4,  JIns Kaxaoro BUAA JOKYMEHTOB 3aBOJISITCSI CBOU KYpHAJIbl YUETA.



6. ITosryuyenne (oTpaB/eHue) JOKYMEHTOB M UX y4€T

6.1. Bce moKyMeHTHI, MOCTYMAOIIME U3 JPYrUX OPraHU3alMil, MOJJIEkKAT PETUCTPALMM IO KypHAITY
y4€Ta NOCTYNMBIINX JOKYMEHTOB.

6.2. Ilepecpuika ITOKYMEHTOB MOXET OCYILECTBIISATHCS Uepe3 OpraHbl (helbIbEerepcKoi, CHenuaIbHOMI
CBSI3M WJIM Y€pE3 IOYTOBOE OTIEIIEHUE CBS3H.

6.3. OO0 oTmpaBIeHHBIX JOKYMEHTaX MPOU3BOISATCS COOTBETCTBYIOIINE OTMETKH B YUETHBIX (hopMax.

7. IHoaroroBka aes1 M JOKYMEHTOB /151 APXUBHOT0 XPAHECHUS WJIN YHHYTOKEHUSA

7.1.  Tlo ucTedeHUU OIPENEJICHHOTO BPEMEHHU JeNia U JAOKYMEHTBI, coaepiKaline KOHPUICHINATHHYIO
MH(OPMALIKIO TOJKHBI IEpeaBaThCs AJIsi apXUBHOTO XpaHEHHUS.

7.2.  Jlena u MOKyMEHTBI, YTPATHUBIINE CBOE MPAKTUYECKOE 3HAUCHUE, TOAJIEKAT YHUUTOKEHUIO.

7.3. CocTaB TOCYAapCTBEHHBIX M MYHHUIMNAIbHBIX OPraHOB BJIACTU U TMOABEAOMCTBEHHBIX UM
MPEANPUATHI, MEPEAAONINX JOKYMEHTBI MOCTOSHHOIO XPAaHEHHsI B TOCYJAPCTBEHHBIE apXWBbI, a TaKkKe
KaTeropuu NepeiaBacMbIX UMM JTOKYMEHTOB (BCE€ JTOKYMEHTBHI MOCTOSIHHOTO XPAaHEHHUsS WM YacTh U3 HUX),
onpenenstorcss DenepasbHbIM apXUBHBIM AareHTCTBOM M OPraHAMM  YIPABJIEHUS AapXWBHBIM JIEJIOM
cyobekToB Poccuiickoit deneparmu. B oTHOIIEHNN HEroCyAapCTBEHHBIX MPEANPUATHI TaKoe ONpeieeHne
MIPOU3BOJIUTCS aPXUBHBIMH YUPEKIECHUSIMU COBMECTHO C COOCTBEHHHMKAaMHU JTIOKYMEHTOB M OQopmisercs
JIOTOBOPOM.

7.4.  JloxyMeHTHI, TTOJJICKAIUE TIEpeiade B TOCYIapCTBEHHBIC apXUBBI, 10 UX (PaKTHUECKOW mepemaydu
JOJKHBI XPAHUTHCSI COOTBETCTBYIOITUM 00pa3oM 0OPMIICHHBIMU B apXHBaX OpraHU3AITHiA.

7.5. B Takom e MOpsAIKe XPAHATCS 10 MX YHUUTOXKEHHUS M JOKYMEHTHI, HE MOJUIEKAIIHUE Nepeaade B
rocyJapCTBEHHBIE APXUBBI.

7.6.  C 1enpio yTOYHEHUS WK OIpe/IeeHHs] CPOKOB XpaHEHHsI JOKYMEHTOB U MX O0TOOpa IJi apXUBHOTO
XpPaHEHUs] WIH YHUYTOXEHUS MPOBOJUTCS SKCHEPTH3a LEHHOCTH JOKyMEHTOB. IIpoBeneHue Takoin
AKCIEPTU3BI BO3JIATAETCS HA HKCIIEPTHYIO KOMUCCHIO.

7.77.  DxcnepTth3a LEHHOCTH JIeJl U IOKYMEHTOB MPOBOAUTCS HE PEKE OAHOTO pa3a B roj.

7.8.  Ilocne 3aBepiieHust paboThl MO OTOOPY A€T M JTOKYMEHTOB Ul apXHWBHOTO XPAaHEHUs, TPOBOJAUTCS
pabota 1o oTéopy Jei U TOKYMEHTOB ISl YHUUTOKCHHUS.

7.9.  YHHUYTOXEHHE Ne]l U JTOKYMEHTOB IMPOU3BOAMUTCS IO aKTy KOMHUCCHEW B COCTaBE HE MEHee 3-X
YelOBeK, HA3HAYaeMOW JHUPEKTOpOM  oOpa3oBaTEeNbHOM  OpraHM3allM, YHUYTOXKEHHE  JOJIKHO
MIPOU3BOIUTHCS IMYTEM CIKUTAHHSI UITH C TIOMOIIBI0 OyMarope3aTelbHbIX MaIlHH.

8. PesknM COXpaHHOCTH JOKYMEHTOB
8.1.  Opranuzanusi XpaHEeHUsS JTOKYMEHTOB IPEJIOJIaracT, YTO MOMEIICHHS, T/Ie XPaHATCS JOKYMEHTHI,
JOJKHBI COOTBETCTBOBATH TPEOOBAHUSM TEXHUYECKOW O€30MaCHOCTH, MPOTUBOIMOKAPHON OE30MAaCHOCTH, a
TaK)Ke€ YCTAaHOBJICHHBIM CAaHUTAPHBIM HOpMaM.
8.2. lnsa oOecrieueHusi (pu3nUeCKOd COXPAHHOCTH JTOKYMEHTOB, NI, a TakXKe IS TPEIOTBpaICHUS
pasriameHus coaepKamiencss B HUX MHQOPMAauN YCTaHABIMBACTCS CIELUATBHBIN PEKUM UX XpaHEHUS U
oOparieHusl.
8.3. B memsx oOecneueHHs] JOMOJHUTENbHBIX TapaHTUH OT TNPOHUKHOBEHHS MOCTOPOHHUX JIWI]
yKa3aHHbIE TTOMENICHHS (TI0 BO3MOYXHOCTH) JIOJDKHBI PACIoNIaraThCsl Ha CPEIHUX dTa)kaxX 37aHUH, a ©X OKHA
— BBIXOJIMTH Ha BHYTPEHHIOIO TEPPUTOPHUIO OOBEKTA.
8.4.  IlpaBo BXoAa B TakHe MOMELICHUS UMEIOT COTPYIHHUKH, UMEIOIIHNE MPsIMOE OTHOILIEHHE K 00padoTke
U XpaHEHUIO JOKYMEHTOB.
8.5.  OkHa momenieHWi JOJDKHBI MMETh HAJIEKHBIE CPEACTBA 3allUThl, MCKIIOYAIOIIHE BO3MOMXHOCTH
MPOHUKHOBEHUSI TOCTOPOHHMX Jull. OKHAa JOKHBI OBITh  OOOpPYAOBAaHBI  3AIIUTHOM  CETKOM,
Hpe,Z[OTBpaH_[aIOH_IGI\/II BO3MOXHOCTBH BBIIIAACHUA IIOKyMeHTOB HpI/I OTKpLITI:IX OKHax. OKOHHBIC HpOéMLI,
KpOME TOTO, 3aKpBIBAIOTCS IITOPAMU WM KAIIO3W IS TPEIOTBPAIICHHUS BHU3yaJIbHOTO TIPOCMOTpPA
,Z[OKYMCHTOB )41 3KpaHOB MOHHTOpOB C YJIAILBL. ECJIPI IIOMCIICHUA pacnonon(eHH Ha HepBOM HUJIN ITIOCJIICAHEM
ATaXKe 3/IaHUS WIN PSAIOM C HUMH HaXOASATCS MOXKApHBIC JICCTHHUIIBI, OATKOHBI, KAKHE-THOO MPUCTPOUKH U
T.II., OKHa AOIIOJTHUTCIBHO O60py,[[yIOTC$I paCHaH_IHI:IMI/I METAJINITMYCCKUMHU peH_IéTKaMI/I C 3aMKOM.
8.6. Bxomnbie ABEpH MOMENICHUH TOJKHBI OBITH METAIUTMYECKUMHU WM OOWUTHI METAJUIOM C JIBYX CTOPOH
1 000pyIOBaHbI 3aMKaMU, TAPAHTUPYIOIIUMU WX Hal&xkHOe 3aKkpbITHE. [lo oOkOHYaHnu pabouero JAHS IBEpH
JOJDKHBI 3aKPBIBATHCSl M OTIEYATHIBATHCS METAJUIMUYECKOW HOMEPHOMW MeYaThi0 COTPYIHNUKA, OTBETCTBEHHOTO
3a IIOMCIICHHC.
8.7. Bxommpie nBepH, OKHA TIOMEIICHHWH OJDKHBI OBITh OOOPYTOBaHBI OXPAHHOW CHUTHAIHM3AIIACH,
BBIBCILGHHOP’I Ha 1IoCT OXpaHBI.



8.8.  JIoKyMeHTBI OJDKHBI XpaHUTHCS B cel(ax WM METaJUTMYECKHX IIKadax, KOTOpbIe M0 OKOHYAHUHU
pabouero IHs JOJDKHBI 3alIUPaThCS M ONEUaThIBaTbCA COTPYAHMKAMH, OTBETCTBEHHBIMU 3a UX YUET U

COXPAHHOCTb.
8.9.  Meraminyeckue HOMEpPHbIE TIeYaTH BBIJAIOTCS UCIIOJHUTENSIM TOJT POCTIUCh, IIOCTOSIHHO XPAHATCS Y

HUX, IPYTUM JIUI[aM HE TIepe1atoTCsl.



