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1. O61mme noJio:xkeHNs

1.1. Hacrosmee Ilonoxenne 00 0COOEHHOCTIX OOpPaOOTKH NEPCOHATBHBIX
JAHHBIX, OCYIIECTBISEMON 0€3 MCHOJb30BaHMS CPEICTB aBTOMAaTHU3AIUU
(mamee — IlomoxeHwue), pa3paboTaHO B COOTBETCTBUU ¢ DenepanbHbIM
3akoHOM Poccuiickoit  ®enepannu ot  27.07.2006 Ne 152-®3 «O
IIEpPCOHAIIBHBIX NaHHBIX», IlocraHoBnenueM IlpaBurenscTtBa Poccuiickon
Oeneparuun ot 15.09.2008 Ne 687 «O6 yrtBepxnaenuu Ilonoxenus o6
OCOOCHHOCTSIX O00pabOTKU TMEPCOHATBHBIX JAHHBIX, OCYIIECTBIsIEMON 03
UCIIOJIb30BaHUSl CPEJCTB aBTOMATH3alMW» M YCTaHaBIMBAET €JAMHbBIN
nopsiiok 00paboTku nepcoHadbHbIX TaHHBIX B MOBY «COIL No 62%.

1.2. B nemsax nacrosiuiero [lonoxeHus: UCMONBb3YIOTCS CIAEAYIOIIME TEPMUHBI U
TIOHSITHSL:

IlepconanbHble qaHHbIE — J1I00ast UHGOPMAIUS, OTHOCALIASCA K MPSAMO WIH
KOCBEHHO ONpENENEHHOMY WM ompeaenseMoMmy (uzndeckoMy Juiy (CyOBeKTy
NEePCOHANTBHBIX JTAHHBIX).

OmnepaTop — rocy1apcTBEHHBII OpraH, MyHUIIMTIATBHBIA OpraH, IOPUANYECKOe
Wwin  (QU3NYECKOEe JHI0, CAMOCTOSTENIbHO HWJIM COBMECTHO C JIPYTUMHU JUIAMHU
opraHusyronie u (WiaM) OCYIIECTBISAIOMME 00pabOTKy MEPCOHANBHBIX NAHHBIX, a
TaKKe ONpenessiomme 1ean o0pabOTKU MEepPCOHANBHBIX  JIaHHBIX, COCTaB
NEPCOHAJBHBIX JaHHBIX, MOJJIeXKauX o0paboTke, JelcTBUsA  (omepanun),
COBEpIIaeMbIE C IEPCOHATBHBIMU JAHHBIMU.

O0padoTka mepcoOHANBHBLIX JaHHBIX — Jt000e JecTBUE (omeparus) WUiu
COBOKYITHOCTh JIeWCTBHI (Orepaiuii), COBEpIIAEMbIX C HCIOJIb30BAHUEM CPEICTB
aBTOMaTH3alMd WM 0€3 WCIONb30BaHUS TaKUX CpPEICTB C TEPCOHAIBHBIMU
JTaHHBIMM, BKJIIOYash cOOp, 3aluch, CHUCTEMATHU3AIMIO, HAKOIUICHUE, XpaHEHHE,
yTouHeHue (OOHOBIICHHE, W3MEHEHHE), W3BJICUCHHE, HCIOJb30BaHUE, IMepeaaqy
(pactipocTpaHeHue, MpeAoCTaBlIeHUEe, JIOCTYI), 00e3IMuuBaHue, OJOKHPOBAHUE,
yllaJeHue, YHUUTOKEHHUE NMEPCOHAIIBHBIX IAHHBIX.

ABTOMATH3MPOBaHHAS 00pald0TKa NMEPCOHAJBHBIX JAHHBIX — 00paboTKa
NEPCOHATBHBIX JAHHBIX C TTOMOIIBIO CPEACTB BRIUUCTUTEIHHOM TEXHUKH.

PacnpocTpaneHue MepcoHAJBLHBIX JAHHBIX — JICHCTBUS, HAMPABICHHBIE HA
PaCKpBITHE MTEPCOHATIBHBIX TAHHBIX HEOMIPEACIEHHOMY KPYTY JIHII.

IIpenocTaBienne mepcoHAIBLHBIX JTAHHBIX — JICWCTBHsI, HAINPABICHHBbIC HA
PaCKpBITHE TEPCOHAJBHBIX JIAHHBIX OIMPENCIEHHOMY JUIy WA ONPEACIEHHOMY
KpYTY JIHIL.

biokupoBaHne mNEpPCOHAJBHBIX JaHHBIX — BPEMEHHOE IMpEKpaIiecHUe
00pabOTKH TEPCOHATBHBIX JAaHHBIX (32 HMCKIIOYEHHEM CIIydaeB, eciu o0paboTka
HeoOXoMuMa 711 yTOYHEHHS TIEPCOHATBHBIX JaHHBIX ).

YHUUYTOKEHNE NMEePCOHAIBbHBIX JAHHBIX — JICUCTBUSA, B PE3yJbTaTe KOTOPHIX
CTAaHOBHTCS HEBO3MOXHBIM BOCCTAHOBHUTH COJICPKAHUE TEPCOHAIBHBIX JTaHHBIX B
WH()OPMAITMOHHON CHCTEME TMEePCOHANBHBIX JAHHBIX W (WJIH) B PE3YJIbTaTe KOTOPHIX
YHUYTOXAIOTCS MaTepUATbHBIC HOCUTEH MEPCOHATBHBIX JTAHHBIX.

O0e31uYuBaHUEe TEPCOHANBHBIX [AaHHBIX — JCHCTBUA, B pE3yibTaTe
KOTOPBIX CTAaHOBUTCS HEBO3MOXKHBIM 0€3 HCMOJb30BaHUSA JOMOJHUTEIBHOM
uHOpPMAITUN OTPEEITUTh MPUHAMICHKHOCTh TIEPCOHATBHBIX JAHHBIX KOHKPETHOMY
CyOBEKTY NEPCOHAIBHBIX JaHHBIX.



NudopmanuonHasi cucreMa NEePCOHAJBHBIX JAaHHBIX — COBOKYIHOCTh
colepKaliuxcsi B 0a3ax JaHHBIX NEPCOHANBHBIX JAHHBIX M O0ECHEUYMBAIOLIUX KX
00paboTKy MH()OPMALIMOHHBIX TEXHOJIOTUN U TEXHUUECKUX CPEJICTB.

TpancrpanuyHasi mnepegadya MePCOHANBbHBIX JAHHBIX — [epenaya
MEPCOHAIBHBIX JAHHBIX HA TEPPUTOPUIO MHOCTPAHHOTO rOCY/apCTBa OpraHy BJIACTU
MHOCTPAHHOI'O TOCYJIapCTBa, MHOCTPAHHOMY (DU3UUYECKOMY JIUILY UM MHOCTPAHHOMY
IOPUINYECKOMY JIUILY.

O0paboTka mnNepcOHAJBHBIX [JAHHBIX 0€3 MCHOJIb30BAHUA CPEACTB
aBTOMATH3alMU (HEAaBTOMATU3UPOBAHHASA) — 00padOTKa MEPCOHANBHBIX JTaHHBIX,
colepKaliuxcss B HMHMOPMALMOHHOM CHCTEME TNEepCOHANbHBIX JaHHBIX JHOO
U3BJICYEHHBIX U3 TAKOW CUCTEMBI, €CJIM TaKue ACHCTBUS C IEPCOHATBHBIMU JIaHHBIMH,
KaK MCIOJIb30BaHHME, YTOYHEHHUE, PACIpPOCTPAHEHUE, YHHUYTOXKEHHE IMEePCOHAIbHBIX
JAaHHBIX B OTHOLIEHUWM KaXJAOro M3 CYOBEKTOB TEPCOHAJIbHBIX JIaHHBIX,
OCYIIECTBIISIFOTCS IIPU HEMOCPEACTBEHHOM YYacTHH YeJIOBEKA.

1.3. 3apaum, pemaemMble B mpolecce 00padOTKH MEPCOHATBHBIX TaHHbBIX:

® JJOKyMEHTAIlMOHHOE o0OecrieueHrne 00pabOTKH MEPCOHANBHBIX TaHHBIX;
® 3alMTa JIOKYMEHTHPOBAHHOW HMHGPOpPMAIIMH, COJepKallleld MepCOHaIbHbIC
JaHHBIE.

2. OcHOBHBIE YCJIOBHSI MPOBeieHNsI 00Pa0OTKH MEPCOHATbHBIX JAaHHBIX

2.1. OG6paboTka nepcoHANbHBIX JAHHBIX OCYIIECTBIISETCS:

— TOoClie  HamnpaBJICHWs  YBEJIOMJICHHUS O  HaMepeHuH  oO0paboTKH
NEPCOHATBHBIX JAHHBIX B TEPPUTOPUAIBHBIA OpraH  YMpaBliCHUS
denepanbHO CIIyX)Obl 1O HaA30py B cdepe cBsizU, UHPOPMALUOHHBIX
TEXHOJIOTUH M MAacCOBBIX KOMMYHHKaIui 1o OpeHOyprckoil obnactu, 3a
UCKJIIOUCHUEM  CJIy4aeB, TMPEAYCMOTPEHHBIX YacThio 2 cTaTbu 22
OenepanbHoro 3akoHa «O TMEPCOHAIBHBIX JAHHBIX», C MPUHATHIMU
m3meHenusiMu ot 25.07.2011 rona;

— TIOCTIE IPUHSITHS HEOOXOUMBIX MEp IO 3aIIUTE MEPCOHANBHBIX TAHHBIX.

B yupexaeHunm mnpukazoM AUpPEKTOpa Ha3zHA4YaeTcs JOHKHOCTHOE JIUIIO,
OTBETCTBEHHOE 3a 3AIlMTY MEPCOHANBHBIX JAHHBIX, U ONpPEIESAETCS NEepeUYeHb JIUII,
JOMYIICHHBIX K 00pabO0TKe MepCOHATBHBIX JaHHBIX.

2.2. Jluua, momymieHHbIE K 00pa0OTKe MEPCOHANBHBIX TaHHBIX, B 0053aTEIILHOM
NOpSIAKE TMOJ POCIHCh 3HAKOMATCS ¢ HactosamuMm llomoxenuem wu
MOJIMUCHIBAIOT COTJIAIIEHNWE O HEpas3TJalieHuu WH(OpMAIK, collep Kaiien
NEPCOHANbHBIC TaHHBIE.

2.3. 3ampemiaetcsi 00pabaThBaTh NMEPCOHATBHBIC JAHHBIC B MPUCYTCTBUH JIHII,
HE JIOMYIIEHHBIX K X 00padoTKe.

3. Cucrema 10cTyNa K KOHPUAEHIIHATBHBIM JOKYMEHTaM
3.1. Cucrema mocTyma MpeACTaBISIET COOOM COBOKYITHOCTH HOPM M TIPaBUII,
ONpPEACIAIONINX, KTO W3 PYKOBOAUTEIEH YyUpPEKICHUSA, KOMY W3
MOJIB30BATENIE M C KAaKUMH KAaTErOpUsIMU JIOKYMEHTOB MOXET JaBaTh
pa3penieHne Ha O3HAKOMIICHUE.
3.2. Cucrema mocTyma A0KHA OTBEUATH CIICAYIOMUM TPEOOBAHUSM



® JIOCTYyH K KOH(MUICHIIMATBHBIM JOKYMEHTAM MOXET MPelOoCTaBIAThHCS
pabOTHUKAaM, TUCbMEHHO O(GOPMUBIIUM C YYPEKICHUEM OTHOIIECHUS O
HEpasrjalleHUd CTaBIIMX WM H3BECTHBIMU KOH(MUIICHIMATBHBIX CBEICHUM.
[TuceMenHOe 0opMIIEHHNE OTHOLIEHUH O HEepa3rallleHnd KOHPUACHIMAIbHON
uHpopmanu  (coOnmoieHUsT pexuMa  KOH(MUICHIIMATBHOCTH)  SIBISETCS
00s13aTeNIbHBIM YCIIOBUEM JIJISl TOCTYIIa UCTIOJIHUTENICH K JOKYMEHTaM;
® JIOCTyH K KOH(PUICHIUAIBbHBIM JOKYMEHTaM JOJKEH ObITh O0OOCHOBAHHBIM,
T.e. 0a3upoBaThCcsi Ha CIOY)KEOHOW HEOOXOJAMMOCTH O3HAKOMIICHHUS C
KOHKPETHBIM JIOKyMEHTOM UMEHHO JJAHHOT'O MCTIOJIHUTEIIS,

® cucreMa J0CTyna JI0JDKHA JaBaTh BO3MOXKHOCTb 00€CIeUnBaTh UCIIOJIHUTENEH
BCEMH HEOOXOJMMBIMU UM B CHJIYy CIYKEOHBIX OOSI3aHHOCTEH JOKYMEHTaMH,
HO TOJIKO TE€MH, KOTOPhIC JCHCTBUTEIBHO HEOOXOAUMBI JJIsi BBIMIOJHECHUS
KOHKPETHOTO BUa padoT;

® JIOCTYyH K JIOKYMEHTaM JIOJDKEH OBbIThb  CAHKI[MOHUPOBAHHBIM,  T.€.
OCYIIECTBIISITHCS TOJIBKO o COOTBETCTBYIOIIEMY pa3pelieHuIo
YIOJHOMOYEHHOTO Ha TO JOJHKHOCTHOTO Jiniia. [lpu 3TOM cooTBeTcTBYyIOIIEE
JOJDKHOCTHOE JIMII0O MOJKET JlaBaTh pa3pellieHHe Ha O3HAKOMJICHHE C
JTIOKYMEHTaMH, TOJBKO BXOASIIUMU B cdepy ero IeATebHOCTH U TOJBKO
YCTAaHOBJICHHOMY KPYTY JIUIL;

® JOCTYNl JOKeH O(OpMISITBCS NTUCBMEHHO IO KaXJIOMY KOHKPETHOMY
KOH(UIEHIIMATFHOMY JOKyMeHTy. llpu HEoOXOAMMOCTH O3HAKOMIICHUS
UCIIOJIHUTENS TOJIBKO C YaCThIO JIOKYMEHTa B Pa3pelICHWH Ha O3HAKOMIICHHE
JOJKHBI OBITh yKa3zaHbl pa3fenbl (MyHKTHl WM CTPaHUIIbI), C KOTOPBHIMU
MO>KHO 3HAKOMUTh UCITOJTHUTES.
3.3. Jloctyn pabGOTHUKOB YYpexkacHUS K KOH(pHUIAEHIIMATbHOW HWH(OpMamu
OCYIIECTBIISIETCST HAa  JOOPOBOJBHOW  OCHOBE. OTH  OTHOIICHHS
YCTaHABIMBAIOTCA TPHU MPUEME TpaKIaHWHA HA PabOTy WIH YXKEe B XOJe
TPYJAOBBIX OTHOIICHHUH. [Ipu 3TOM HEOOXOIMMO BBIMOJHUTH CIEAYIOIINE
YCIJIOBHSL:
® O03HAKOMHTHh pa0OTHHKA IO POCIUCH C TepeyHEeM KOH(PUACHIIMAIbHON
UHPOpMAIIHH;

® O03HAKOMHTHh pPAOOTHUKA TMOJ POCIHCH C YCTAHOBJICHHBIM B OpraHU3AIUH
PEKUMOM IO OXpaHe KOH(MUIEHIIUATFHOCTH U C MEpaMU OTBETCTBEHHOCTH 32
€ro HapyllIeHUE;

e co3/larh PpaOOTHUKY HEOOXOJAWMBIE YCIOBHA JUISI  COOJIIOJICHUS UM

YCTaHOBJIEHHOTO PEXXHUMa 10 0XpaHe KOH(PUICHIINATLHOCTH.
3.4. Jloctryn  paOOTHHKOB  YUYPEeXKIEHHS K  TMEPCOHAIbHBIM  JaHHBIM
OCYLIECTBIISIETCS] TPUKA30M JUPEKTOPA.
3.5. Co cropoHbl pabOTHWUKA TPEANONATaeTCSs TMPUHATHE  CIETYIONTNX
0053aTeNbCTB:
® [0 COOJIOJICEHUIO YCTAaHOBJIEHHOIO B OpraHW3allMd peXuMa IO OXpaHe
KOH(PUJIECHIUATBHOCTH;

® 0 HepasrjaueHuu KoH(UICHINANTbHON MH(POpMAaIIK, CTABILIEH €My U3BECTHOM
B MEPHOJl BBINOJHEHUS TPYAOBBIX OTHOILICHHM, TOCJE MPEKpAIICHUS
TPYZOBOTO JOTOBOpPa B TE€YEHUE CPOKA, MPEAYCMOTPEHHOrO B CIEIHAIBHOM



4.1.

4.2.

4.3

COIJalleHUH UIUM B TEYeHUE TPEX JIET, €CIIM TaKo€ COIVIALEHUE HE
3aKJII0YAJIOCh, M HE UCTOJIb30BaHUH 3TOM MH(POPMALIMU B JINYHBIX LEAX;

O BO3MEIICHMM MPUYUHEHHOTO yuepda, eciu pabOTHUK BHUHOBEH B
pasriameHud KoH(HUIeHIHaabHOH MH(pOpMaIMK, CTaBIIEd €My H3BECTHOM B
CBS3M C BBIOJIHEHUEM WM TPYAOBBIX OOS3aHHOCTEH (B TOM YHCIE IOCHE
peKpalleHus TPYI0BOTO JOTOBOPA);

0 BO3BpAaTe IIPU IPEKPALICHUHA WA PACTOPKEHUHU TPYIOBOrO JOTrOBOpa BCEX
UMEIOIUXCsl Y paOOTHUKAa MaTepUalbHbIX HOCUTENEH KOH(UIEHIHATbHON
uH(pOpMaIIH.

4, IHopsinox 00padOTKM MEPCOHAJBHBIX TaHHBIX 0€3 HCIO0JIb30BAHUA
CpeICTB aBTOMATHU3AUM (HA OyMAaKHBIX HOCUTEJIAX)

[Ipu o00paboTke NEpPCOHANIBHBIX JAHHBIX 0€3 HCIONb30BAHUSA CPEICTB
aBTOMATHU3alMM PA3JIMYHBIX KATerOpUi MEPCOHANBHBIX JAHHBIX JIOJDKEH
UCIIOJIb30BAaThCsl  OTJECNBbHBIA MaTepUaNbHBIA HOCUTENb ISl Kaxaou
KaTeropuu NEPCOHAIBHBIX JAHHBIX.

[Ipu o00OpaboTke NEpPCOHANTBHBIX JAHHBIX 0€3 MHCIONb30BAHUSA CPEICTB
aBTOMAaTH3allM1 Ha OYMa>KHBIX HOCUTEISIX:

HE JommyckaeTcs (uKcamusi Ha OJHOM OyMa)KHOM HOCHUTEJE MEePCOHAIBHBIX

JAHHBIX, 11eJI1 00pabOTKU KOTOPHIX 3aBEJOMO HE COBMECTUMBI;

NepCOHAJbHBIE JAaHHBIE IOJDKHBI 000COOJSATHCS OT WHOM uHbOpManuu, B

YaCTHOCTU NYyTEM (UKcAMM WX Ha OTAENbHBIX OYMaKHBIX HOCUTENSX, B

CHEeIUaNTbHBIX pa3jienax Wik Ha noysix Gopm (01aHKOB);

JIOKYMEHTBI, COJEpKalllie MepCcoHalIbHBbIE NaHHbIe, (HOpMUpPYIOTCS B Jeia B

3aBUCUMOCTH OT I1eJIM 00paOOTKU MEPCOHATBHBIX JaHHBIX;

Jiena ¢ JOKYMEHTaMHU, COJIepKalllMMHK TepCOHATbHBIC JaHHBIC, JOJIKHBI UMETh

BHYTPEHHHE OMHUCH TOKYMEHTOB C yKa3aHUEM IIeid 00paOOTKH U KaTeropuu

NEPCOHATBHBIX JaHHBIX.

. IIpu mucnonb3oBaHUM THUMOBBIX (OPM JTOKYMEHTOB, XapakTep MHGOpMAINH
B KOTOPBIX MPEANOJIaraeT Wik JOMYCKAET BKIIOUEHUE B HUX EPCOHAIBHBIX
JAHHBIX, TOJKHBI COOIIOATHCS CIEAYIOLUE YCIOBUS:

TUNOBass (opMa WM CBSI3aHHBIE C HEH JOKYMEHTHI (MHCTPYKIHS IO €€

3al0JIHEHHIO, KaPTOUKH, PEECTPhl U JKypHAaJbl) JOJKHBI COAEPKATh CBEICHUS

O TeM HEaBTOMATU3UPOBAHHON OOpaOOTKM TMEPCOHANBHBIX TAHHBIX, HMS

(HaMMEHOBaHWE) W ajpec orepatopa, (aMHUIUIO0, WMS, OTYECTBO M aJpec

CyOBEKTa TMEepPCOHANBHBIX JAHHBIX, HCTOYHUK TOJIYyYEHHUS TEePCOHATHHBIX

JAHHBIX, CPOKM OOpaOOTKH MEpPCOHAIbHBIX JAHHBIX, MEPEUYeHb ACHCTBHUI C

NEPCOHAJIBHBIMU JIaHHBIMHU, KOTOpble OYyIyT COBEpIIAThCS B IpPOLECCE HX

o0paboTku, oOIIee ONMUCaHWe WCIOJIb3yeMBIX OMNEPaTOPOM  CIOCOOOB

00pabOTKU NMEePCOHATBLHBIX JaHHBIX;

TunoBast (opMa J0HKHA MpeaycMaTpuBaTh I0JIE, B KOTOPOM CYOBEKT

MEPCOHATBHBIX JaHHBIX MOXET MOCTAaBUTh OTMETKY O CBOEM COTrJlaChU Ha

HEAaBTOMATU3UPOBAHHYIO 00pabOTKy TMEpCOHAJIbHBIX JAHHBIX, — TMpHU

HEOOXOJUMOCTH TMOJYYEHUSI MHUCHBMEHHOrO0 corjacus Ha 00paboTKy

MEePCOHANBHBIX JIAHHBIX;



5.1.

5.2.

5.3.

5.4.

6.1.

6.2.

6.3.

7.1.

7.2.

7.3.

7.4,

TUNOBask popMa JTOJKHA OBITH COCTABIEHA TAKUM 00pa3oM, UTOOBI KaX bl U3
CyOBEKTOB TMEPCOHANBHBIX JIaHHBIX, COJAEPXKAIIUXCA B JOKYMEHTE, HMEN
BO3MOXXHOCTb ~ O3HAaKOMHUTBCSI CO CBOMMH IE€PCOHAJIBHBIMU  JIaHHBIMU,
colepKallUMKCS B JOKYMEHTE, HE Hapyllas MHpaB U 3aKOHHBIX HHTEPECOB
MHBIX CyOBEKTOB MEPCOHAIBHBIX TAHHBIX;

TUnoBas (popma JOJKHA UCKIIIOYaTh O0bEAUHEHUE MOJIEH, NMpeaHa3HAYEeHHBIX
JUTSI BHECEHUS IEPCOHATIBHBIX TAHHBIX, eI 00pabOTKH KOTOPBIX 3aBEAOMO HE
COBMECTHUMBI.

S. IHoaroroBka M y4éT JOKYMEHTOB, CO/IepPKALIUX EPCOHAJIbHBIE
AaHHbIE
bnanku TunoBeiX (OpM JOKYMEHTOB (CIpaBKH, KapTOUKH, TaJOHBI,
BEJJOMOCTH M T.[I.) MOTYT H3TOTaBIMBATHCA IMPU TOMOIIM CPEJCTB
BBIUMCIIMUTENILHOM TEXHMKM WIM Ha numymed wmamuHke. [locne
U3TOTOBJICHUS YKa3aHHbIC OJIAHKU MOJJIEKAT MPEIBAPUTEIILHOMY YUETY.
[lepconanbHble naHHble (MEpEeMEHHAass YacTb) B TUIOBBIE (POPMBI
JOKYMEHTOB BHOCSTCS NPH MOMOIIM CPEACTB BBIUMCIUTEIBHOU TEXHUKH,
Ha MUIIYIIeH MalllMHKE WA PYKOTHCHBIM CIIOCOOOM.
[locrie BHeceHMs TEPEMEHHOW 4YacTH B THUIOBBIE (OPMBI, MOCIEAHHE
CTAHOBATCS JTOKYMEHTAMH M MOJJIEXKAT HEMEMJICHHOMY YYETY B KypHAJe
U3IaHHBIX JTOKYMEHTOB C IPUCBOCHUEM UM YYETHOIO HOMEpA. YUETHBIN
HOMEp MPOCTABIISIETCS HA KaXXIOM JIMCTE JOKyMEHTa (€CM JTOKYMEHT
IOJTrOTOBJIEH Ha JIBYX U 00Jjee JTUCTaX).
JIJ1s1 KasK10ro BUAa JOKYMEHTOB 3aBOJSTCS CBOU KYPHAJIBI y4€Ta.

6. ITosnyuenue (oTpaB/ieHHE) TOKYMEHTOB U UX Y4€T
Bce nokymeHThl, MOCTyHawIIWe W3 APYTUX OpraHu3alui, TOoaJekar
pPErUCTpaluy 10 )KypHAIy y4€Ta MOCTYNUBIINX JOKYMEHTOB.
Ilepecbuika JOKYMEHTOB MOET OCYLIECTBIATBHCS  YEPE3  OpraHbl
CIEUUAIIBHOW CBSI3M WM Y€pE3 MOYTOBOE OT/ACIICHUE CBS3H.
OO0 oTmpaBlIeHHBIX TOKYMEHTaX MPOU3BOISTCS COOTBETCTBYIOIINE OTMETKU
B yU€THBIX (hopmax.

1. IHoaroroska e/ 1 JOKYMEHTOB /11 ADXUBHOI'0 XPaHEHUS UJIH
YHUYTOKEHUSA

[To ncreyennn ONpeneIeHHOTO BPEMEHHU Jiesia U JOKYMEHTBI, COJIepKAIINE

KOH(UIEHITMATBHYIO WH()OPMAITNIO, TOJDKHBI TTepeaaBaThCs JJIs apXUBHOTO

XpaHEHHS.

Jlena u TOKyMEHTBI, yTPATUBIINE CBOE NMPAKTUYECKOE 3HAUYCHUE, MOJIE)KAT

YHUUYTOXKEHHUIO.

JIOKyMEHTBI, TOJUIekKalUE NEPENAYE B TOCYJaPCTBEHHBIE APXMBBI, 10 UX

(dakTH4YeCKON Mepeayn JOJKHBI XPaHUTHCS COOTBETCTBYIOIIMM 00pa3zom

0(pOPMIICHHBIMU B apXHUBE YUPEIKICHHUS.

B TakoM ke mopsake XpaHATCS 10 UX YHUYTOXEHUS U JIOKYMEHTBI, HE

MOJJIEKAIHUE TIEPENAYE B TOCYAAPCTBEHHBIEC APXUBHI.
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C uenplo0 YyTOUHEHHUS WK ONPEIETIEHUsI CPOKOB XPAHEHHUS JOKYMEHTOB U UX
orOopa Uil AapXUBHOTO XPAHEHUS WM YHUUYTOKEHUSA MPOBOJUTCA
JKCIIEpTH3a LIEHHOCTH JOKYMEHTOB. IIpoBeneHue Takod OKCIEPTU3bI
BO3JIaraeTcs Ha dKCHEPTHYIO KOMHUCCHIO.

DKcnepTr3a LEHHOCTH 1€ U JIOKYMEHTOB IMPOBOJMUTCS HE PEXKE OJHOIrO
pasza B roji.

[Tocne 3aBepienus: paboThl IO OTOOPY J€T U JOKYMEHTOB JUIsl apXUBHOTO
XpaHEHHUs, MPOBOAUTCA paboTa Mo OTOOPY J€d U JOKYMEHTOB JUIS
YHUUYTOKECHHUS.

YHuYTOXKEHUE el U JOKYMEHTOB MPOM3BOIAUTCS MO aKTy KOMHCCHEHN B
cocTaBe He MeHee 3-X YeJIOBEK, Ha3HauyaeMOW IUPEKTOPOM YUpexKIACHUS,
YHUUTOKEHHE JOJKHO MPOU3BOJIUTHCA MYTEM COKUTAHUS WIA C TTOMOUIBIO
OymMmaropesateybHbIX MaIlyH.

8. Pe:kuM COXpaHHOCTH JOKYMEHTOB
Opranuzanusi XpaHeHus: JOKYMEHTOB MpeIoiaraeT, 4yTo NOMEUICHUs, T
XpaHIATCA  JIOKYMEHTBI,  JOJDKHBI ~ COOTBETCTBOBaTH  TPeOOBaHUSIM
TEXHUYECKOW 0e30MacHOCTH, MPOTUBOMOXKAPHOW O€30MacHOCTH, a TaKkKe
YCTAHOBJICHHBIM CAaHUTAPHBIM HOPMaM.
Jlns obecrieuenust (U3NYECKOW COXPAHHOCTU JOKYMEHTOB, €, a TaKkKe
JUIS. TIPEIOTBpAIlEHUs pasTiallieHus COJIepKallecs B HUX HH(pOpMAIUuu
YCTaHABJIMBACTCS CIICIUATBHBIN PEKUM X XpaHESHUs M OOpaIieHus.
B mensx obOecrieueHus OMOJHUTEIBHBIX TapaHTUH OT MPOHUKHOBEHUS
MOCTOPOHHUX JIMI[ yKa3aHHBbIC TOMEIIeHUsS (10 BO3MOXXHOCTH) JOJDKHBI
pacrojiaratbCsi Ha CpPEHMX AdTakaxX 3JaHMi, a UX OKHAa — BBIXOAUTH Ha
BHYTPEHHIOIO TEPPUTOPUIO OOBEKTA.
IIpaBo Bxo/aa B Takue MOMEIICHUS UMEIOT COTPYAHUKH, UMEIOIIUE MPAMOE
OTHOIIIEHHE K 00pabOTKe M XpaHEHUIO JOKYMEHTOB.
OkHa TIOMEIICHUWA [JOKHBI HWMETh HAJICeKHBIE CpPEJACTBAa  3alUTHI,
UCKJTIOYAIOIIME BO3MOXHOCTh MPOHUKHOBEHMS MOCTOPOHHMX Juil. OkHa
JOJKHBI OBITH OOOPYIOBAaHBI 3aIIUTHOW CETKOM, TMPeIOTBpAIlAIOIIei
BO3MOYKHOCTb BBIMAJICHUS JOKYMEHTOB IPU OTKPBITHIX OKHaX. OKOHHBIE
MPOEMBI, KPOME TOTO, 3aKpbIBAKOTCS IMITOPAMHM WM JKAIIO3UA IS
MPEIOTBPALICHUS BHU3YyaJIbHOTO MPOCMOTpa JIOKYMEHTOB M HSKPaHOB
MOHMUTOPOB C yiulbl. ECM moMemieHns pacroiokEeHbl HA TEPBOM HIIU
MOCJICIHEM JTaXe 3JaHUS WA PAJAOM C HHAMH HAXOISITCS MOMXKapHbIE
JIECTHHMIIBI, OATIKOHBI, KAKHE-THOO0 MPUCTPOUKHU U T.II., OKHA JOTIOJIHUTEIBHO
000pYIYIOTCS pacHalIHBIMU METAUTMICCKUMU PEIIETKAMH C 3aMKOM.
BxomHbie aBEpH MOMEIICHUH JOJDKHBI OBITh METALTHYSCKUMHU WM OOWUTHI
METAJJIOM C JIBYX CTOPOH M 00OPYJA0BaHbl 3aMKaMH, TapAaHTUPYIOITIUMH X
HanéxHoe 3akpeiTHe. [lo okoHYaHuWM paboyero aHS JBEPU JTOJKHBI
3aKpbIBATBCS M OIEYATHIBATHCS METAJUIMYECKOW HOMEPHOW Ie4aThio
COTPYJHHKA, OTBETCTBEHHOTO 3a MOMEIIICHHUE.
BxonHpie 1BepU, OKHA TOMEIIEHUH TOKHBI OBITH 000PYI0BaHBI OXPAHHOM
CUTHAJIM3allMEeN, BRIBEICHHOM HA MOCT OXPaHBbI.
JIOKyMEHTBI JOJIKHBI XPaHUThCS B ceidax Win MeTauIMuecKux Imkadax,
KOTOpbIE TI0 OKOHYaHWM pabodyero JHS JODKHBI 3alupaTbCsi |



8.9.

onc4yarbiBaTbCsA  COTPYAHHKaAMH, OTBCTCTBCHHBIMHU 3a HX yqu )51

COXPaHHOCTb.
MeTaiiueckue HOMEpPHBIC TICYaTH  BBIAAIOTCS  MCIOJIHHUTEISAM O]

POCIHCH, TOCTOSHHO XPAHATCA Y HUX, JPYI'UM JIMIIAM HC IICPCAAr0OTCA.
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