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I''TABA 1. OBIIUE ITOJIOXKEHU S

1.1 Hacrosmuii [Topsimok paspadoran B OOO «MHCTUTYT AOMOIHUTEIBHOTO MPOGEeCCHOHATBLHOTO
obpazoBanusi «[IPAKTUKA» (manee - WHCTHTYT) W yCTaHaBIMBAaeT TPEOOBAHUS K MOPSIKY
dopmupoBaHus, BEIEHHS W  XPaHEHUS JUYHBIX JIel  OOYyYarolIMXCs, OCBAaMBAIOIIUX
oOpa3oBaTelbHbBIC TPOrpaMMbl 00pa3oBaTenbHON opranm3anuu. Hacrosmmii [Topsmok ooOsi3aTenex
K UCIIOJIHEHUIO BCEMU CTPYKTYPHBIMH MTOAPA3AEICHUSIMH.

1.2 Hacrosmwmii Ilopsimok pa3paboTaH B COOTBETCTBUU C JIOKAIbHBIMU HOPMATUBHBIMU aKTaMU
NuctutyTa.

1.3 Jlnunoe neno obydvaromerocs - 1510, KoTopoe (GOpMHUPYETCs B IEPUO/T IOCTYIICHUS U BEAETCS B
TE€YeHHE BCero rnepuoja oOyueHusi oOyuaromierocss B MHCTUTyTE, B KOTOPOM CTPYIIIHUPOBAHBI
JOKYMEHTBI, COJIEpKallie Bce CBeleHus o ciaymarene. Maopmanus U3 JTMUHOTO Aeiia BKII0YAeT
NepCOHANbHbIC JaHHbIE, KOTOPbIE HE MOTYT OBITh MEepeaHbl TPETHUM JIMIIAaM, KpOME KaK B CIIydasx,
YCTAHOBJICHHBIX 3aKOHOJATEILCTBOM O NIEPCOHANIbHBIX JaHHbIX.

1.4 TlpaBo moctyna K JHUYHBIM JellaM UMEIOT paOOTHHK, OTBETCTBEHHBIN 3a BEIEHHE M XpPaHECHUE
JUYHBIX JIe1 B CTPYKTYpPHOM TOJpa3felieHuH, PyKOBOJIUTENb CTPYKTYPHOTO TMOIpa3/iecHHUs,
PEKTOp, PYKOBOJUTENb, KOOPAMHUPYIOIIUNA JAEATEIbHOCTh CTPYKTYpPHBIX MOJpa3AeicHHH,
YHIOJTHOMOYEHHBIE UMH IS IPOBEPKH JEATEIBHOCTH CTPYKTYPHOTO MOAPA3/IEIICHNUs, a TAK)KE HHBIC
JUIa B COOTBETCTBUU C 3aKOHOIaTeNbcTBOM Poccuiickoit Denepariuu.

I'JTIABA 2. POPMUPOBAHUE JIMYHBIX JTEJI

2.1. Tlpwu 3aKiIroueHnH 0TOBOpa Ha 00yUYEeHHE C FOPUANIESCKIM HITH (PU3NYECKIM JIMIIOM B Ka4€CTBE
3aka3zunka 00pa3oBaTENbHBIX YCIYT, HANPABIAIOMIMM HAa OOydeHHE TPYMIy JUI, JUYHBIE aena
(bopMHpYIOTCS - HA TPYIIILY B IIEJIOM.
2.1.1. JIuuHoe Jeso MOXKET COAepKaTh MPH HEOOXOAUMOCTH:
- TaclopTHBIE JaHHbIE 00ydaroierocs (B COrIacuu Ha 0OpabOTKy MepCOHANbHBIX JaHHBIX, B
JIOTOBOPE Ha OKa3aHUE IUIaTHBIX 00pa30BaTeNbHBIX YCIYT);
- KOMHH JIOKYMEHTa 00 00pa30oBaHUU U O KBATU(DUKAIUH;
- CIPaBKU OpraHU3aIMH, OCYIIECTBIISIONIEH 00pa30BaTEebHYIO JCSITEIBHOCTh, 00 00yueHUn
(U1t M, OCBAaMBAIOUIMX 00pa30BaTENBHBIE MPOTPAMMBI CPEIHEr0 MPO(ECCHOHAIBHOTO HITH
BbICIIIEr0 00pa30BaHuUs U MOCTYNAONMX Ha 00ydeHue o nporpammam JI10) (mpu Hanuuun);
- KOMHMs JOroBopa 00 OKa3aHWHM IUIATHBIX 00pa30BaTEIbHBIX YCIYT (B TOM YHCIIE, TOAIMHCAHUS
JIOTOBOpA IyTEM y4acTHs B TOC3aKyNKax);
- TpUKa3 00 OTKPBITUU TPYIIBI M 3a4UCICHUH B IPYIITy HAa 00y4YeHHE,
- TIPUKa3 O JIOIYCKE K UTOTOBOM aTTECTalluu
- KOMHsI MPOTOKOJIA 3aCeIaHus aTTECTAIlMOHHONW KOMHCCHH;
- TIPUKa3 O 3aKPBITHU TPYIIIEI U OTYUCICHUU 00YJarOIIIXCSI.
2.2. Bce TOKYMEHTHI JJUYHOTO JIejia TOMEIAIOTCS B MAINKy-CKOpOCIIMBareh. Ha 0010%Ke THIHOTO
Jieia IpoCTaBIISAETCs ero HoMep (KO IPYTIIbI).
2.3. JluuHoe 1eno o0ydYaromerocss MOXXeT He COJepKaTh KOMUN JOKYMEHTOB, YJOCTOBEPSIOMINX
JMYHOCTh CIIyIIATeNs, a TaKkKe KOMHIO0 JOKyMeHTa 00 o0pa3oBaHUM U (MJIM) O KBaJIM(UKAUH B
cilydae, eClly CIIyIaTeNb MpU MOCTYIUIEHUH MPeIbsIBIUII OPUTHHAIIBI YKa3aHHBIX JOKYMEHTOB.



I''TABA 3. BEAEHHUE JIMYHbIX JTEJI

3.1 JluuHoe neno BemeTcss B TEYCHHWE BCEro Imepuoaa OOydeHHs] 10 MOMEHTa OTYHCIICHUS
oOyuaromuxcs u3 MacturyTa.

3.2 OTBETCTBEHHOCTH 32 BEACHHE JIMYHBIX JIeNl B TIEPUOJI OOyUEHUsSI BO3JIATacTCsl HA CTICIIHAIUCTOB
CTPYKTYPHBIX TOJIpa3AciieHu B COOTBETCTBHH C JOKHOCTHBIMU UHCTPYKITUSIMHU.

3.3 Ilpu  BoccraHOBiICHHH  OOYyYaIOMIErOCs  MPOJOJDKACTCS  BEIEHUE  JIMYHOTO  JIena,
c(OPMHPOBAHHOTO paHEe.

3.4 Tlocne 3aBepuieHHUs OOy4YeHHUs JIMYHOE JIEJI0 XpaHUTCA B y4yeOHOW wyacTu (OoTmene) y
OTBETCTBEHHOTO CIEIHAJIHICTA.

I''TIABA 4. XPAHEHUE JIMYHBIX JAEJI

4.1. JluuHble Jena JIOJDKHBI XPAHUTbCS B CTPYKTYPHOM TOJpa3lei€HUH B  YCJIOBMSIX,
00eCTIeYNBAIOIINX UX COXPAHHOCTh M UCKITIOYAIOIINX YTPATy JOKYMEHTOB.

4.2. Bplnava IUYHOTO Jeia BO BpEMEHHOE MOJIb30BaHUE PAOOTHUKAM CTPYKTYPHBIX TIOpa3IeIICHHUHI
JIONYCKAeTCsl TOJIBKO B HCKIIIOUUTENIbHBIX CIIydasX Ha OCHOBAaHMM NIHCHbMEHHOI'O pa3pelieHUs
JUPEKTOPA UM KOOPAUHUPYIOLETO PYyKOBOIUTEIS.

4.3. Ilpu BO3BpalIEHUHU JIMYHOT'O JI€ja JUI0, OTBETCTBEHHOE 32 BEJCHHUE U XPAHEHUE JIMUHBIX /e
CllylIaTeaed B CTPYKTYPHOM MOJPAa3eICHUH, IPOBEPSET HATMYME U COCTOSTHUE BCEX JOKYMEHTOB B
JIMYHOM JIETI€.

4.4. V3psiTHEe NTOKYMEHTOB JIMYHOTO Jeja MO TPeOOBaHUIO CTOPOHHUX OpPTaHU3alMi (CyleOHBIX H
[IPaBOOXPAHUTENIbHBIX OPIaHOB) MPOU3BOJUTCS HAa OCHOBAHWU MHMCbMEHHOI'O YKa3aHHs JUPEKTOpa
WM KOOPJIMHUPYIOLIETO pPyKOBOIUTESL.

45. B ciyyae u3bpATUS JIOKyMEHTa M3 JIMYHOIO Ji€Ja B JIEJO BKJIAABIBAETCS KOIMUS H3BATOTO
JOKYMEHTa, aKT 00 M3bATUU MJIM MPOTOKOJ BBIEMKH M JOKYMEHT-OCHOBAHHE IJIi HM3BITUS C
paspelaroe pe30ILIUel peKTOpa NIM KOOPINHUPYIOLIETO PyKOBOIUTEIS.

4.6. IlpenocTaBineHre KONUM JIMYHOTO Jena / KOMUH JOKYMEHTOB JIMYHOIO Jejla IO 3ampocam
CTPYKTYPHBIX NOAPAa3AEICHUNA MPOU3BOAUTCA HA OCHOBAaHUHM YCTHOTO pa3pellieHUsl TUPEKTOpa WM
KOOPJAMHHUPYIOLIETO PYKOBOUTEIS.

4.7. Jluunple nena OOyYAlOIIMXCS, OTYMCICHHBIX JO 3aBEpIICHUsT OOydYeHMs, XpaHATCS B
CTPYKTYpPHOM NOJPa3/IeIeHUH OTAEIbHO OT JUYHBIX JeJl CIIyIIaTenael, MpoJoKaroIuX 00yueHue.
4.8. Jluynbple nena, 3aKOHYCHHBIE B CBS3M C OTYHMCICHHEM CIyIIaTeNed, XpaHsATCS B apXuBe
HNHcturyTa.

I'TABA S. IIEPEJAYA JIMYHbBIX JEJI HA APXUBHOE XPAHEHUE

5.1 Ilo ucreueHWH CpoKa OMNEPATUBHOTO XPAHEHUS JUYHBIC J€Nla TMEepPEeNaloTCs CTPYKTYPHBIM
MoJpa3JeliecHeM IO CIAaTOYHOW OmMcH Ha apxuBHOe XxpaHeHue. OdopMmieHHe JIUYHBIX e,
IepelaBaéMbIX HAa apXMBHOE XPAHEHHE, OCYILIECTBISETCA COTPYIHUKAMHU IOJpa3/ciICHUH,
OTBCTCTBCHHBIMH 3a HOJIFOTOBKy JIMYHBIX OCJI K apXI/IBHOMy xpaHeHmo, B COOTBCTCTBUMU C HpaBI/IJ'IaMI/I
JIEIOTIPON3BOJICTBA B 00Pa30BATEIHHOM OpPTaHU3AINH.

5.2. B cnywae Bbijaum nyOiMKaTa JOKYMEHTa O KBadu(UKAIMU OOydYaromiemMycs, JIMYHOE eI
KOTOPOT'0 HaXOJIUTCA Ha apXMBOM XPAaHEHWH, CTPYKTYPHOE MOJpa3AeICHUE NEpeaacT 3asiBICHHE Ha
BbIIauy MyOiuKaTa, KOMHUIO MPHKa3a JUPEKTOpa O BhIgaue AyOiukara



