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1. OBIIME ITOJIOKEHHU S

1.1. IIEJIb PABPABOTKU U OBJIACTBL ITPUMEHEHWA

[lens — paspaboTka JIOKAaIBHOIO HOPMAaTHBHOTO aKTa, PErJaMEHTHPYIOMIEro IIOPSIOK
bopMHpOBaHHs, BEIEHHS | XpaHEHWS JHMYHEIX .Oel B Y4eOHOM IIEHTpe ABTOHOMHOH
HeKOMMepUecKOl OpraHM3alliHi JONOIHHTENRHOTO MpodeccronansHoro obpasosanus «Mactepekas
3a60Te» (AHO JITIO «Mactepekas 3a6otbiy) - (nanee - AHO JIIIO «Mactepekas 3a00ThI»).

1.2. 1.2. Hacrosmee Ilonoxenue paspaborao B AHO [IIO «Mactepckas 3a00Tel» B
cootsercTBHH ¢ Penepansubv 3akoHoM oT 29 mexabpst 2012 roxa Ne 273-03 «O6 obpazosaHuu B
Poccuiickoit ®enepannu» (4. 6 cr. 47), [IpaBunamu BHyTpeHHEro Tpyaosoro pacmopsnka AHO
JTIO «Macrepckast 3a00TEI».

Hacrosmuii TTopsaok obs3aTeNeH K MCIIONHEHUIO BCEMH CTPYKTYPHBIMH IIOAPA3IeNCHAAMHA
AHO JIITO «Macrepckas 3a00TEL.

1.3. JIugnHoe fmeno oOydaromerocs — Iej0, KOTopoe (GopMHUpYeTcs B IEPHOJ MOCTYILICHHAST H
BeJIeTCs B TedeHue Beero meprona obyuenus obygaromerocs B AHO IO «Mactepckas 3a60TED, B
KOTOPOM CTPYIIIHPOBAHEL TOKYMEHTEI, COJIEpKalllie BCe CBEICHHUS O CIIyIIaTele.

1.4. MiedopManns W3 JITYHOTO JeNa BKIIHOYAET II€PCOHATBHBIE JaHHBIE, KOTOpPhIE HE MOTYT
OBITh IEepelanbl TPETEHM JIMIaM, KpOME KaK B CIydYasX, yCTAHOBICHHEIX 3aKOHONATEIBCTBOM O
[EePCOHAIBHBIX TAHHBIX.

1.5. IIpaBo jmocTyma K JIAYHEIM [eflaM HMMEIOT pabOTHHK, OTBETCTBEHHBIA 32 BeICHHE H
XpaHeHWe JIMYHBIX Jel B CIPYKTYPHOM IIOJpA3fE€NIeHHH, pYKOBOOHUTENb CTPYKTYPHOTO
nonpasaenenus, JIHPeKTOp, PYKOBOAHTENb, KOOPAMHHPYIOMHH IEATENBHOCTE CTPYKTYPHBIX
[OIpa3/ieleHuli, YIOMHOMOYEHHBIE HMMH U1  IIPOBEPKM  JEATEJIBHOCTH  CTPYKTYPHOTO
MoApasfeieHds, a TaKKe WHBIe JHOAa B COOTBETCTBHH C 3aKOHOJATENLCTBOM PocCHACKOM
Deaepanuu.

2. DPOPMUPOBAHME JIMYHBIX JEJI

2.1. Tlpu 3aKIIOYeHHE JOroBOpa Ha OOydeHHe ¢ IOPHIMIECKMM MM (QU3MYECKHM JIAIOM B
KavecTBe 3akasduka o0pa3oBaTeNbHEIX YCIYT, HAIPaB/IOMKM Ha o0ydeHHe IPYIIy IHIl, THYHEE
nena GOpMHUPYIOTCH - Ha IPYIILY B IEIOM.

2.1.1. JIugHoe JeJI0 MOXKEeT COAepKATh TP HEOOXOJUMOCTH:

- MacHOpTHEIE JaHHEIE oOydaromerocs (B coriacui Ha o6paboTKy NEpCOHANBHEIX JaHHEIX, B
BH/IE€ KOITHH)

- KOIIUH JIOKyMeHTa 00 00pazoBaHuK U KBaTU(UKAUH;

- CIPaBKH OPraHW3al(fH, OCYMIECTBIIONEH 00pa3oBaTeIbHYIO AESITENIBHOCTh, 00 00ydeHHH
(s 7Muo, — OCBaMBAIOIMX  NapajUleNbHO  oOpasoBaTeNbHBIE  IPOTPaMMBI  CPEIHETO
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Ipo(heCCHOHATBHOrO WM BHICIIEr0 00pa3soBaHMs M MOCTYNAOMIMX Ha ofydeHne IO IporpamMMaM
JITIO) (rpw HaIH4HH);

- OpUTHHAJ JOTOBOpa 00 OKa3aHHH ILIATHEIX 00pa3oBaTENbHBIX YCIyT (Ad Komusd, B CIIydae
IO/ CAHNS JOTOBOPA ITyTEM YIaCTHs B TOC3aKyIIKax);

- IIprKa3 06 OTKPHITHH IPYIIIIE X 3a9KC/IEHNH B TPYIIIlY Ha 00yUeHHe,

- KOTIMIO IPOTOKOJIA 3aceaHUs aTTECTAlMOHHON KOMUCCHH;

- IPUKA3 O 3aKPbITHH IPYTIIEI M OTYHCIECHHM 00y 4alOmHIXCS.

2.2. Bce MOKyMEHTHI JIMYHOTO J€Na IIOMENIAI0TCS B MAlKy-CKOPOCIIUBATCIIb. Ha obmoxke
JIAYHOTO JeJIa IPOCTABIIAETCS €r0 HoMep (KO IPYIIIIEI).

2.3. Jlmumoe geno OOydAIONIErocs MOXeT HE COJEpXKarTh KOIMH  JIOKyMEHTOB,
YIOCTOBEPSIONIMKX JTHIHOCT CIyIIaTels, & TAKkKe KOMHIO JOKYyMCHTa 06 obpazoBaHuH M (MIH) O
KBaTH(HKAIMK B CIIydae, eClH CIymaTelb NMPH MOCTYIUICHHN NPEIbSBAT OPHIMHAIE yKA3AHHBIX
JIOKYMEHTOB.

3. BEIEHUE JIMYHBIX JTEJI

3.1. JIuuHOE meno BeIeTcs B TEUEHHE BCEro MepHoja OOydeHHs J0 MOMEHTa OTYHCIICHUST
obyaaromuxcst w3 AHO IO «MacTepckas 3a00TEI».

3.2. OTBETCTBEHHOCTh 3a BEICHME IWYHBIX el B IlepHoj OOydYeHWs BO3JAracTcs Ha
CIIENHATHACTOB CTPYKTYPHEIX OAPa3AeNieHHi B COOTBETCTBHA C HODKHOCTHEIMEA HHCTPYKITHAMA.

3.3. Ilpm BoCCTaHOBIEHHHM OOYYaroIIErocss MNPOJOIDKAeTCs BEACHHE JIMYHOIO J€a,
chOpMHPOBAHHOTO PaHEE.

3.4. Tlocne 3aBeprenus OOy9eHHs IMYHOE NENO XPAHUTCH B y4eOHOH dacTH (oTmene) y
OTBETCTBEHHOI'O CIIEIHATHCTA.

4, XPAHEHUE JIMYHBIX JTEJI

4.1. Jlwgasle nena JOJDKHEI XPaHHTBCS B CTPYKTYPHOM IIOJpA3[ENCHHH B YCIOBHAX,
06ecIeyrBaIOIIMX HX COXPAHHOCTE H MCKIIFOYAIOIIMX YTPaTy TOKYMEHTOB.

42, Brgada JIMYHOTO Jela BO BPEMEHHOE I[ONB30BaHME pabOTHHKAM CTPYKTYPHBEIX
HOJpa3eleHnii JOIycKaeTcss TONBKO B HCK/IKOYHMTENBHBIX CllydasX Ha OCHOBAHMH IHCBMCEHHOIO
paspeleHus TUPeKTOpa Wik KOOPIHHUPYIOIIEro PYKOBOAUTE.

4.3. Tlpu BO3BpAIIEHUH JITIHOTO JEJIa JIAI0, OTBETCTBEHHOE 3a BEJCHHE W XPAHEHHC JIMIHBIX
Jen ciymareneif B CTPYKTYPHOM IIOApa3[eIEeHHWH, IIPOBEPseT HAIMIHC M COCTOSHHC BCEX
JOKYMEHTOB B JIMYHOM JEIE.

4.4. VI3pATHE HOKYMEHTOB JTMYHOTO JIeNia [0 TPEOOBAHHIO CTOPOHHMX OpraHu3aIyi (CyneOHsX
M [IPaBOOXPAHUTEIBHEIX OPTraHOB) IPOH3BOAUTCA HA OCHOBaHHH MHMCHMEHHOTO YKa3aHHA AHPCKTOpa
HJTH KOOPAHHHPYIOLIETO PYKOBOJHTEII.
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4.5. B ciyuae u3bATHS TOKYMEHTA M3 IITIHOTO JeNa B JEN0 BKIANBIBACTCS KOMHI H3BITOTO
JOKYMEHTa, aKT 00 WM3BATHH HIH TPOTOKON BBICMKH H JNOKYMCHT-OCHOBAHHC UL U3BATHI C
paspemaroleil pe3oomueil peKTopa Wil KOOPTUHHPYIOIEr0 PYKOBOTHTEIL.

4.6. TpenocTap/enne KOMAM IHIHOTO Aena / KOMHii JOKYMEHTOB JIHIHOTO /e/a IO 3apoca
CTPYKTYPHBIX IOApa3fie]eHuH MPOM3BOAUTCS Ha OCHOBAHUH YCTHOIO paspeliCHHA JlupekTopa MM
KOOPAMHHPYIOIIETO PYKOBOJUTEN.

4.7. JluuHple nena OOyYalOMMXCsd, OTYHCICHHBEIX 0 3aBEPIICHHA oOyueHus, XpaHsiTcs B
CTPYKTYPHOM IIOJIPa3IeIeH A OTACIBHO OT IMYHBIX AL CIIymIaTesie, MpooIIKAIIHX 00yIeHHE.

4.8. Jlxauble JieNa, 3aKOHYEHHBIE B CBA3H C OTYACIEHHEM CIyIIATeNeH, XPAHATCs B apXUBe
AHO IIIO «Macrepckas 3a00OTEI» B TEYEHHE 5-JICTHETO Cpoka ONEPATHBHOTO XpaHeHHs 0
nepeiadr Ha apXHBHOE XpaHCHHE.

5. IEPEJAYA JHYHBIX IEJ HA APXUBHOE XPAHEHME

5.1. TIo WCTEUEHHH CPOKA OTEPATUBHOTO XPAHEHHs JIAYHBIC JIeNIa MEPEatoTCs CTPYKTYPHEIM
TI0fipa3fieleHHeM 10 CIATOTHOM OIMCH HA apXHBHOE XpPaHCHHC.

5.2. Odopmiende JTHIHBIX €N, MEPEfaBacMbIX Ha apXUBHOC XPAHCHMC, OCYILECTBIAECTCA
COTPY/IHMKAMY IOJpa3/eNIcHHH, OTBETCTBCHHBIMH 33 MOATOTOBKY JHYHBIX ICT K apXHBHOMY
XpaHEHHUIO, B cooTBeTCTBYY ¢ [IpaBuiaMu I€IONPOU3BO/ICTEA B AHO JIIO «Mactepckas 3a00ThI».

5.3. B ciyuae BEIIaum AyOivKara JOKYMEHTa O KBalH(uKaluu o0yuaromeMycs, JTHYHOE
eT0 KOTOpOro HAXOMUTCS HA apXHBHOM XDAaHEHHH, CTPYKTYPHOE MOApa3[eNeHue Neperact
3asBJICHYE Ha BELIAYy MyOnuKaTa, KOMHIO IprKasa JIUpeKTopa O BEIIaYe nyOnmKara.

6. IMCT PETUCTPAIIM U3MEHEHHI
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7. JJUCT COI'JIACOBAHHUA
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