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HOJIOKEHUE
00 0CO0eHHOCTAX 00PAa0OTKHU MEPCOHAIBbHBIX JAHHBIX,

OCYIIIeCTBJISAEMOIi 0€3 MCI0JIb30BAHUS CPEJACTB ABTOMATH3AIUM B
MOAY «COII Ne 8»

1. O0ue moJI0KeHus

1.1. Hacrosiiee moioxxeHne o0 0COOEHHOCTSX 00pabOTKU MEPCOHATBHBIX
JAHHBIX, OCYLIECTBISIEMON 0€3 MCIOIb30BaHUS CPEACTB aBTOMATU3ALMHK (Janee —
[Tonoxenue) pazpaboTaHo B COOTBETCTBUM ¢ DeepalibHBIM 3aKOHOM Poccuiickoii
@®enepartun = ot 27.07.2006  Ne 152-®3 «O mepcoOHANBHBIX  JAHHBIXY,
[TocranoBnenuem [IpaButensctBa Poccuiickoit @enepammu ot 15.09.2008 Ne 687
«O0 ytBepxaeHun IlonoxeHus 00 0OCOOEHHOCTSAX OOpPaOOTKU MMEPCOHAIBHBIX
JAHHBIX, OCYLIECTBISIEMON 0€3 WCIONb30BaHUA CPEACTB AaBTOMATHU3ALUUU» U
YCTaHABJIMBAET €IUHBIA MOPSIOK 0O0pabOTKM MEpCOHAIbHBIX NaHHBIX B MOAY
«COII Ne 8».

1.2. B uensx nactosmero [lonoxeHuss HCMIOIB3YIOTCA —CIEAYIOUIUE
TEPMUHBI U TOHATHSL:

IlepconanbHble JaHHbIe — J00as WH(OpPMAIMs, OTHOCAMIASCA K MPSMO
WIM KOCBEHHO OIPEACIEHHOMY WM OmpenensieMoMy (U3UYECKOMY JIUILY
(cyOBEKTy MepCOHAIbHBIX JaHHBIX).

Oneparop — TOCYyNAapCTBEHHBIM OpraH, MYHUUMIIAJBHBIA  OpraH,
IOPUIMYECKOE WIH (PU3NYECKOE JTUI0, CAMOCTOSITEBHO MM COBMECTHO C APYTUMU
JUIaMH OpraHu3yrolme U (WIM) OCYHIECTBISIONME 00pabOTKy MEepCOHATbHBIX
JIAHHBIX, a TaKXke OMNpeNesIoNe e 00pabOTKHM NEPCOHAIBHBIX JaHHBIX,
COCTaB MEPCOHANBHBIX JAAHHBIX, MOJJICKAIUX 00paboTKe, ACUCTBUS (omepalun),
COBEpILIAEMBIE C MEPCOHATBHBIMU JTAHHBIMHU.

O0padoTka NMepcOHANBHBIX JAHHBIX — JIF000€ JeUCTBUE (Omepaius) WiH
COBOKYITHOCTh JACHCTBHI (omepaluii), COBEpIIAEMbIX C UCIIOIb30BAHUEM CPEICTB
aBTOMAaTU3allud WM 0€3 HCIOJIb30BaHMS TaKUX CPEICTB C TMEPCOHATBHBIMU
JAHHBIMH, BKJtOYas cOOp, 3amuch, CHCTEMATHU3AIMIO, HAKOIUICHWE, XPaHCHHE,
yTOYHeHHe (OOHOBJICHUE, M3MEHEHHUE), M3BJCUCHUE, HCIOJb30BaHUE, Meperady
(pactipocTpaHeHue, MPEJOCTABICHHUE, JOCTYM), O0e3NMWYuBaHue, OJOKWPOBAHHE,
yAaJIeHUE, YHUYTOKEHHE NEPCOHAIBHBIX JAHHBIX.

ABTOMATH3MPOBaHHAsI 00pPad0TKa NMEPCOHANBHBIX JAHHBIX — 00paboTKa
MEePCOHATBHBIX JIAHHBIX C TTOMOIIBIO CPEJICTB BRIUUCIUTEIIBHON TEXHUKHU.

PacnpocTpaHeHue NMepPCOHAJbHBIX JAHHBIX — JICWCTBUS, HAIPaBJICHHbBIC
Ha PACKPBITHE MEPCOHATIbHBIX JAHHBIX HEOMPEAEIEHHOMY KPYTY JIUII.

IIpenocraBieHne NepcOHAJbHBIX JAHHBIX — JCHCTBUS, HAPaBJICHHbIE HA
PACKpBITHE MEPCOHAIBHBIX JAHHBIX ONPEACIEHHOMY JIMILy WU OINpEeAeEHHOMY

KpyTy JIULI.



BiokupoBanue nepcoOHAJBHBIX [JAHHBIX — BPEMEHHOE IMPEKpAIICHHE
00pabOTKM MEPCOHANBHBIX JaHHBIX (32 MCKIIOUEHHEM CJIydaeB, eciii o0paboTka
HeoOXoauMa JiJIsl yTOYHEHUS IEPCOHANBHBIX JaHHBIX).

YHUUYTOXKEHNE TMEepPCOHANbHBIX JAAHHBIX — JICUCTBUS, B pe3yibTaTe
KOTOPBIX CTAaHOBHUTCS HEBO3MO>KHBIM BOCCTAHOBUTBH COJIEP’KaHUE MEPCOHATBHBIX
JAHHBIX B HMHGOPMAIIMOHHON CHUCTEME NEPCOHANBHBIX JaHHbIX U (WUJU) B
pe3yibTaTe KOTOPBIX YHHMUTOXKAIOTCS MaTepHalIbHble HOCHUTENH MEPCOHAIbHBIX
JTAHHBIX.

O0e3IMYMBaHUE NEPCOHAJBHBIX JAHHBIX — JCHCTBUSA, B peE3yibTaTe
KOTOPBIX CTAHOBHUTCS HEBO3MOXXHBIM 0€3 HCIOJIB30BaHUS JIOMOJHUTEIBHON
nH(OPMAITUHU OTIPEICITUTh MPUHAIJIC)KHOCTD MTEPCOHAIBHBIX TAHHBIX KOHKPETHOMY
CyOBEKTY IEPCOHAILHBIX JTAHHBIX.

NudopmanuonHasi cucreMa NepPCOHAJbHBIX JAHHBIX — COBOKYITHOCTh
coJiep Kaluxcsi B 0a3zax JaHHBIX NMEPCOHAIBHBIX JAHHBIX U 00CCIICUMBAIOIIUX UX
00paboTKy HH(DOPMAITMOHHBIX TEXHOJOTUN U TEXHUYECKUX CPEJICTB.

TpancrpannyHasi mnepegaya MepPCOHANBHBIX [JaHHBIX — T[epegaya
MEPCOHANIBHBIX JAHHBIX Ha TEPPUTOPHI0 HHOCTPAHHOIO TOCYyAapcTBa OpraHy
BJIACTH MHOCTPAHHOTO TOCYJapCTBa, WHOCTPAHHOMY (PU3UYECKOMY JIUILy WITU
WHOCTPAHHOMY IOPUIUYECKOMY JIUILY.

O0paboTka mNepCOHAJBHBIX JAHHBIX 0€3 MCHOJb30BAHUS CPeEACTB
aBTOoMaTH3anuu (HeaBTOMATH3MPOBaHHAasi)) — o00paboTka TEPCOHATBLHBIX
JTAHHBIX, COJCPKAIMXCSA B WHPOPMAIMOHHON CHUCTEME IMEPCOHAIBHBIX JaHHBIX
100 W3BICYEHHBIX W3 TaKOW CHCTEMBI, €CIIM TaKUe JCUCTBHS C MEPCOHATBHBIMU
JTAHHBIMH, KaK WCIIOJIb30BaHUE, YTOYHEHWE, pPACIPOCTPAHCHHE, YHUYTOXKEHHUE
MIEPCOHANILHBIX JaHHBIX B OTHOIICHUHM KaXIOTO M3 CYOBEKTOB IEPCOHATBHBIX
JAHHBIX, OCYIIECTBIISIOTCS MPU HEMTOCPEICTBEHHOM yYaCTUH YEIOBEKA.

1.3. 3amaum, pemiaeMbie B IIpoiiecce 00pabOTKH MEPCOHATBHBIX JAHHBIX:

— JOKYMEHTAIlMOHHOE  oOecrieyeHue  oOpabOTKH  MEPCOHATBHBIX
JTAHHBIX;

— 3alura JIOKYMEHTUPOBAHHOU uH(bopMaIuH, coaepKalen
NEPCOHAILHBIC JIAHHEBIE.

2. OcCHOBHBIE YCJ10BHSI IPOBe/leHNsI 00pad0TKHU NMEePCOHATbHBIX JAHHBIX
2.1. O0paboTka MepcoOHANBHBIX JaHHBIX OCYIIECTBISICTCS:

— B coorBerctBun ¢ denepanbHbiM 3ak0HOM Poccurickonn denepanuu
o1 27.07.2006 Ne 152-®3 «O nepcoHaNbHBIX JaHHBIXY;

— TIOCJIE€ HAmNpaBlICHUS YBEJAOMJICHHMS O HaMepeHuH o0paboTKu
NEPCOHANBHBIX JAaHHBIX B TEPPUTOPUATBLHBIN oOpraH YIpaBiIeHUS
®denepanbHO CiIy>KObI 110 Ha30py B cepe cBs3u, HHHOPMAIIMOHHbBIX
TEXHOJIOTMI M MacCOBbIX KOMMYHUKauui mo OpeHOyprckoit obnacru,
32 MCKJIIOYEHUEM CIIy4aeB, NMPETYCMOTPEHHBIX YacTblO 2 CTaTtbu 22
®enepanpHOro 3akoHa «O MEPCOHAIBHBIX JAHHBIX», C MPUHATHIMHU
n3menenusamu ot 25.07.2011 roxa;

— TOcJe MPUHATUS HEOOXOOUMBIX MEp MO 3allluTe NEepCOHAIBHBIX
JAHHBIX.



B MOAY «COIII Ne 8» mpuka3oM IUPEKTOpPa HAa3HAYAETCS JOJKHOCTHOE
JUI0, OTBETCTBEHHOE 3a 3alUTy MEPCOHAJBHBIX JaHHBIX, M OIpeaeseTcs
NepeveHb JIUII, TOMYIIEHHBIX K 00pab0TKe NepCOHATBHBIX JaHHBIX.

2.2. Jluma, pomymieHHble K 00pabOTKe TNepCOHANBHBIX JaHHBIX, B
00s13aTEIbHOM TOPSAJIKE MO/ POCIUCH 3HAKOMSTCS ¢ HacTosiuM [lonoxenueM u
MOJANMKUCHIBAIOT ~COTJIAIIEHWE O Hepas3rJalleHuu HHPOpMallUU, CoJepKailen
MIEPCOHAJILHBIC TAHHBIE.

2.3. 3ampemaercsi 00padaThiBaTh MEPCOHANBHBIE JTaHHBIE B MPUCYTCTBUH
JIUII, HE TIOMYIIEHHBIX K BX 00paboTKe.

3. Cucrema 10CTyNa K KOH(PHAEHIMAIBbHBIM TIOKYMEHTAM
3.1. Cucrema pgocTtyma mpeacTaBisieT €000 COBOKYMHOCTH HOPM H
IIpaBW, OINPENCISIIOIINX, KTO M3 PYKOBOAMTENEH YUPEKICHUSA, KOMY U3
II0JIB30BATENIEN M C KAKUMH KaTErOpUsIMU JIOKYMEHTOB MOXET JaBaTh pa3peleHUE
Ha 03HAKOMJICHUE.

3.2. Cucrema aocTyna A0HKHA OTBEYATh CIEAYIOMINUM TPeOOBaHUSIM:
— JIOCTYI K KOH(HIEHIUAIbHBIM JOKYMEHTaM MOKET MPEI0CTaBIAThCA
pabotHukaMm, mucbMeHHO odopmuBIM ¢ MOAY «COUI Ne 8»
OTHOLIEHUS O  HEpasrJalleHUM  CTaBIIMX UM  HU3BECTHBIMU

KOH(UICHIIMATBHBIX CBEICHHU. [TucemenHoe odopmiieHUE
OTHOIIIEHUI O Hepa3riallleHu KOHQUIECHIMAIbHON HWHpOpMaIIu
(cobmoneHust pexuma KOH(PUJECHIIUATIBHOCTH ) SBJISIETCS

00s13aTeTbHBIM YCIOBUEM JIJISl IOCTYIIA UCTIOTHUTENEH K JOKYMEHTaM;

— JOCTYIl K KOH(HICHIMATbHBIM JOKYMEHTaM JIOJDKEH  OBITh
000CHOBaHHBIM, T.e. 0a3UPOBATHCS HA CIYXKEOHOM HEOOXOIUMOCTH
O3HAKOMJIEHUSI C KOHKPETHBIM JOKYMEHTOM HMEHHO JaHHOIO
UCTIOJTHUTEIIS;

— cucTeMa JOCTyna JOJDKHA JaBaTh BO3MOXKHOCTb 0OecnedHnBaTh
UCTIOJTHUTENEH BCEMH HEOOXOIMMBIMM MM B CHIIY CIY>KEOHBIX
00s3aHHOCTEM  JOKYMEHTaMH, HO TOJBKO TEMH, KOTOpBIE
JNEHUCTBUTENLHO HEOOXOAMMBI JUIsl BBIMOJIHEHHUS KOHKPETHOTO BHJA
pabor;

— JOCTYIl K JOKyMEHTaM JOJDKeH OBITh CAHKIMOHWPOBAHHBIM, T.€.
OCYIIECTBJIATECS  TOJBKO IO COOTBETCTBYIOIEMY Ppa3pelIeHUI0
YyIIOJTHOMOYEHHOTO Ha TO JIOJDKHOCTHOTO Juma. lIlpu 3Tom
COOTBETCTBYIOIEE JOJKHOCTHOE JIMIIO MOKET J1aBaTh pa3pelieHue Ha
O3HAaKOMJICHHE C JOKYMEHTaMH, TOJBKO BXOIAIIMMH B cdepy ero
AESTEIbHOCTH U TOJBKO YCTAaHOBIIEHHOMY KPYTY JIHII;

— JIOCTYI JOJIKEH OQOPMIIATHCA MUCbMEHHO MO KaXI0My KOHKPETHOMY
KOH(UICHIIMATEHOMY JOKYMEHTY. [Tpn HEOOXOMMOCTH
O3HAaKOMJICHUSI MCIIOJHUTENS TOJIBKO C 4YacTbi0 JOKYMEHTa B
pa3pellieHud Ha O3HAKOMJICHHME JIOJDKHBI OBITh YyKa3aHbl pa3Jieibl
(MyHKTBI WM CTpPaHUIIbl), C KOTOPBIMH MOXHO 3HAaKOMHTb
MCIIOJTHUTEJIS.



3.3. Joctyn padotHukoB MOAY «COII Ne 8» k kKoH(pUIEHIIUATIBHOU
uH(pOpMaIIUU OCYUIECTBISIETCS Ha JOOPOBOJBHOM OCHOBE. OTH OTHOIICHUS
yCTaHaBJIMBAIOTCS P NpUEME TpakaaHNHa Ha paboTy WM YK€ B XOJ€ TPYJAOBBIX
otHouieHu#. [Ipu 3ToM HEOOXOIUMO BBHIMOJIHUTH CIIEAYIOLIUE YCIOBHUS:

— O03HAaKOMHTH paboTHHKA o1 pocnuch C nepevyHeM
KOH(pUAEHIIMaTbHON HH(pOPMAITUH;

— O3HAaKOMHUTHh PaOOTHUKA MOJ POCIHUCH C YCTaHOBIEHHbBIM B MOAY
«COHLI Ne 8» pesxxrMoM 1o 0XpaHe KOHPHUISHIIUATBHOCTH U C MEpaMH
OTBETCTBEHHOCTH 3a €r0 HapYIICHHE;

— co37aTh paOOTHUKY HEOOXOMWMBIE YCIOBUS [JIsi COOJIOCHUS UM
YCTaHOBJICHHOTO PEeKKMMa M0 0OXpaHe KOH(PHUIEHITUATBHOCTH.

3.4. Joctyn pabotHukoB MOAY «COII Ne 8» K mepcoHaTbHBIM JaHHBIM
OCYIIECTBIISIETCS] TPUKA30M JTUPEKTOPA.

3.5. Co cropoHbl paOOTHUKA MPEANOJATAETCS TMPUHATHE CIETYIONTNX
00513aTEIBbCTB:

— 10 cobmoaeHuto ycranoBiaeHHOro B MOAY «COILL Ne 8» pexknma 1o
oxpaHe KOH(UIEHIIUATbHOCTH;

— 0 Hepa3MIallleHuu KOH(PUACHIMAIbHOW HHGOpPMAIIMK, CTaBIICH eMy
U3BECTHOW B TEPHUOJl BBINOJIHEHHUS TPYJIOBBIX OTHOIICHHUM, IOCTE
MOpeKpaimieHus  TPYyAOBOTO  JOTOBOpa B TEUEHHE  CPOKa,
MPEeTyCMOTPEHHOTO B CIIEIIMATFHOM COTJIAIIICHUH WJIA B TEYCHUE TPEX
JIET, €CIIM TaKO€ COTJIAIICHHE HE 3aKII0Yajoch, U HE MCIOJIb30BAHUHU
3TOW MH(POPMAITUU B TUIHBIX TIEIISIX;

— O BO3MEIECHUU MPUUYMHEHHOTO ymiepOa, eciu pabOTHUK BUHOBEH B
pasriameHnn  KOH(PUACHIWAIBHONW WHGOPMAIMH, CTaBIICH eMy
M3BECTHOW B CBS3U C BBHIMIOJIHEHUEM UM TPYIOBBIX OOsi3aHHOCTEH (B
TOM YHCIIE TIOCIIEe TIPEKPAIICHHS TPYIOBOTO JOTOBOPA);

— O BO3BpaTe IMpH TMPEKpalIeHUH WM PACTOPKEHUH TPYIAOBOTO
JIOTOBOpPA BCEX MMEIOMIUXCS y pabOTHUKA MaTepUATbHBIX HOCUTEIEH
KOH(DUICHIIUATEHON HH(POPMAIIUH.

4, Iopsinok 00padoTKHM NMEPCOHANBHBIX JAHHBIX 0€3 HCINOJIb30BAHUS
CpPeACTB ABTOMATH3ALMHU

4.1. Ha OyMaXHbIX HOCUTEJISIX:

4.1.1. ObpaboTka MEpPCOHATBHBIX JAHHBIX 0€3 MCMIOJIB30BAHUS CPENICTB
aBTOMATU3allMd  MOKET OCYUIIECTBISTHCA B BHUJIE JTOKYMEHTOB Ha OyMa)KHBIX
HOCHTEJISX.

4.1.2. Ilpu o6padotke I1/IH Oe3 uMcHOAB30BaHMS CPEICTB ABTOMATU3ALIMU
pPa3IMUHBIX KATETOpUMl TMEPCOHAIBHBIX JAHHBIX JOJDKEH HCIOJIb30BaThCA
OTIECIbHBIA MATEPUAIBHBIA HOCHUTENb IS KaXKJIOM KATErOpuu IEePCOHAIBHBIX
JTAHHBIX.

4.1.3. Ilpu obpabotke [1/In 6e3 ncmonbp3oBaHus CPEACTB aBTOMATU3AIlUN HA
OyMa>KHBIX HOCUTEISIX:



— HEe JomyckaeTcs ¢uKcanmus Ha OJHOM OyMaXHOM HOCHUTENE
NEPCOHANBHBIX JAaHHBIX, eI OOpa0OTKM KOTOPHIX 3aBEIOMO HE
COBMECTUMBI;

— TNEpPCOHAJbHbIE  JIaHHbIE  JOJDKHBI  000COOJIATBCS  OT  MHOM
uH(poOpMaIlMK, B YaCTHOCTU NYyTEM (UKCAMKU MX HA OTICIbHBIX
OYMa>KHBIX HOCUTEJISIX, B CIICIUATBHBIX pa3zesiax Wik Ha NoJsix Gopm
(6;1aHKOB);

— JIOKYMEHTBI, COJIepiKallie MepCOHAbHBIE JaHHbIE, (OPMHUPYIOTCS B
JieJia B 3aBUCUMOCTH OT LIeJIM 00paOOTKHU MEPCOHATBHBIX JAHHBIX;

— Jela C JIOKYMEHTaMH, COJEpKalllUMH [E€PCOHAIBHBIE JIaHHBIE,
JOJHKHBI UMETh BHYTPEHHHE OMHMCH JOKYMEHTOB C YKa3aHHEM LEIH
00pabOTKHU U KaTerOpUH MePCOHAIBHBIX JaHHBIX.

4.1.4.Ilpy WCNONB30BAaHUM THUIIOBBIX (POPM JOKYMEHTOB, XapakTep
uHbOpMallMu B KOTOPBIX TPEANojaraeT MWIA JOMYyCKAaeT BKJIIOYEHHE B HUX
NEPCOHAIBHBIX JaHHBIX, JOJKHBI COOIIOAATHCS CIEAYIOIINE YCIOBUA:

a)  TunoBas (popMa WU CBA3aHHbBIE C HEW TOKYMEHTbI (MHCTPYKLIHS T10 €€
3aIl0JIHEHUIO, KAPTOUKU, PEECTPBl U KYpHAJIbl) JOJKHBI COJEP’KaTh CBEACHUS O
HEeIM HEaBTOMAaTU3UPOBAHHOM  0OpaOOTKM MEpPCOHANBHBIX JAHHBIX, UMS
(HaMMEHOBAHUE) U aJpec oneparopa, (paMuiIuio, UM, OTYECTBO U aJipec CyObeKTa
NEPCOHAIBHBIX JaHHBIX, WCTOYHUK TMOJYYEHHUS IMEPCOHAIbHBIX JAHHBIX, CPOKHU
00pabOTKH TMEepPCOHANBHBIX JAHHBIX, IMEPEYCHb JACUCTBUNA C TEPCOHAIBHBIMU
JAHHBIMHM, KOTOpble OyayT coOBepHIaThCs B Ipolecce ux o0paboTku, oOiiee
OMMCAaHHUE MWCMOJIb3YEMBIX OIEPaTOPpOM CIOCOOOB OOpabOTKU MEPCOHATBHBIX
JTaHHBIX;

0) Ttunoas Gopma I0JKHA IpelycMaTpUBaTh MOJE, B KOTOPOM CYyOBEKT
MEPCOHANBHBIX JaHHBIX MOXET TOCTaBUTh OTMETKY O CBOEM COTJIACHU Ha
HEaBTOMATHU3HPOBaHHYI0  OOpaOOTKYy  NEpPCOHAIbHBIX  JaHHBIX, — TpHU
HEO0OXOMMOCTH MOTYYEHUS MUCbMEHHOTO Corjiacksi Ha 00pabOTKy MepCOHATBHBIX
JTAHHBIX;

B)  TumoBas (popma IODKHA OBITh COCTABJIEHA TaKMM OOpa30oM, YTOOBI
KaXIbIH U3 CYOBEKTOB IMEPCOHAJBHBIX JaHHBIX, COAEPXKAILIUXCS B JOKYMEHTE,
UMeJl BO3MOXKHOCTb O3HAKOMHUTBCS CO CBOMMH MEPCOHAIbHBIMU JaHHBIMHU,
COJEpKaIlMMKCS B JIOKyMEHTE, HE Hapyllas MpaB M 3aKOHHBIX MHTEPECOB MHBIX
CYOBEKTOB MEPCOHATBHBIX TAHHBIX;

r) TUnoBas (popMa JODKHA  HCKIOYATh OOBEAMHEHUE  TOJIeH,
NpeIHa3HAYCHHBIX IS BHECEHHUS TMEPCOHAJBHBIX TaHHBIX, eI OO0pabOTKU
KOTOPBIX 3aBEJIOMO HE COBMECTUMBI.

5. IoaroroBka M y4€T JOKYMEHTOB, COAEpP:KAIIUX MEePCOHAJIbHbIE
JaHHbIE

5.1. bnanku TUMOBBIX (HOPM JOKYMEHTOB (CIpaBKU, KAPTOUKH, TAJIOHBI,
BEIOMOCTU MW T.I.) MOTYT M3rOTaBJIMBAThCA IPU TMOMOIINU  CPEACTB
BBIYMCIIUTEILHON TEXHUKM WM Ha nuilymedl Mammbake. [locie u3rotoBneHus
yKa3aHHbIC OJaHKU MOJIeKAT MPEIBAPUTEITHLHOMY YUETY.



5.2. IlepconanbHble JaHHBIE (TEpEMEHHAs YacTb) B TUIIOBbIE (HOPMBI
JOKYMEHTOB BHOCSITCSI IPU IOMOIIM CPEICTB BBIYUCIUTENIBHON TEXHUKH, Ha
NUIIYIIEH MalIMHKE WM PYKOIIMCHBIM CIIOCOOOM.

5.3. Ilocne BHeceHUs MEPEMEHHOM YacTH B TUIIOBBIE (POPMBI, MOCIIECTHUE
CTAaHOBATCA JIOKYMEHTaMHU M TOJUIeKaT HEMEMJIEHHOMY Y4Y€Ty B JKypHaie
U3JJaHHBIX JIOKYMEHTOB C INPHUCBOEHUEM MM YYETHOIO HOMEpA. YUETHBIA HOMEP
IPOCTABJISIETCS. HA KaXKJIOM JIUCTE JAOKYMEHTa (€cilu JAOKYMEHT IOJATrOTOBJIEH Ha
JIBYX M 00JIee JTUCTax).

5.4. Jlns xaxxaoro BUAa TOKYMEHTOB 3aBOJSATCSA CBOU XKYpPHAJbl YUETa.

6. IHonyuyenue (oTHpaBIeHUE) JOKYMEHTOB M UX Y4€T

6.1. Bce MOKyMEHTBI, OCTYMHAIOIINE U3 IPYTUX OpraHM3aINi, MOJIeKaT
pPEruCTpanyu 110 )KYypHAITy Y4€Ta MOCTYIMBIINX JOKYMEHTOB.

6.2. Ilepecbuika JOKYMEHTOB MOXET OCYIIECTBIISAITHCS YEPE3 OpIaHbI
(denbaberepckoil, crienuanbHON CBS3U WM Yepe3 IOUYTOBOE OT/AEICHHUE CBSI3U.

6.3. OO0 oTmpaBieHHBIX JOKYMEHTaX IPOU3BOJATCS COOTBETCTBYIOLIUE
OTMETKHU B YUETHBIX (hopMax.

7. IloaroroBka e M JOKYMEHTOB VISl APXHBHOTO0 XPAaHEHHUS WJIM
YHUYTOKEHUSA

7.1. Tlo wucTeuyeHHH ONPEACICHHOTO BpPEMEHU Jiefla U JOKYMEHTHI,
cojiepkailie KOH(UACHIMAIbHYI0 HH(OOpPMALMIO JIODKHBI TepeAaBaThbCs s
apXUBHOTO XpaHEHUSI.

7.2. Jlema ¥ NOKYMEHTBHI, YTPAaTHBIIHE CBOE TPAKTHYECKOEC 3HAUYCHHUE,
MOJIeKAT YHUUTOXKEHUIO.

7.3. CocTaB TOCYZapCTBEHHBIX W MYHHUIIMIIAILHBIX OPTaHOB BJIACTH U
MOABEIOMCTBEHHBIX UM NPEANPUITHH, MEPENAOIIUX JOKYMEHTbI MOCTOSIHHOTO
XpaHEHUs B rOCYJapCTBEHHbBIC apXMBBI, a TAKXKE KATErOPUU NEPEAaBaEMbIX UMU
JIOKyMEHTOB (BCE JOKYMEHTBI TOCTOSIHHOTO XpaHEHUS WM 4YacTh W3 HHX),
onpenensaoTca DenepaabHbIM apXUBHBIM areHTCTBOM M OpraHaMH YIIPaBIICHUS
apxXuBHBIM fenoM cyOwektoB Poccuiickoit ®enepanuu. B oTHOmeHHH
HETOCYJIapCTBEHHBIX  NPEANPHUATHNA  TAKOE  ONPEACICHUE  MPOU3BOAUTCS
APXUBHBIMU YUPEKJECHUSIMH COBMECTHO C COOCTBEHHUKaMHM JOKYMEHTOB H
oopMIISIETCSL JOTOBOPOM.

7.4. JlokyMeHTHI, OJIeKaIie Mepeiadye B TOCYJapCTBEHHBIC apXUBHI, J10
ux (aKkTUYECKOM Tepeayu JOKHBI XPaHUTHCS COOTBETCTBYIOIIUM OO0pazoM
0(OpPMIICHHBIMH B apXMBax OpraHU3allii.

7.5. B TakoMm e NopsijKe XpaHsITCs JO0 UX YHUUTOXKEHUS U JOKYMEHTHI, HE
noJJIeXkalire rnepegadye B rocyJapCTBEHHbIE APXUBBI.

7.6. C 1enpl0 YTOYHEHUS WM OMNpPEACNICHUS CPOKOB XPaHCHUS
JOKyMEHTOB M WX OTOOpa i apXWBHOTO XpaHEHUS WIH YHUYTOXKEHUS
MPOBOAMUTCS SKCIIEPTU3a LIEHHOCTH JOKYMEHTOB. lIpoBeneHne Takoi 3KCIepTU3bl
BO3JIAraeTcsi Ha HKCIEPTHYIO KOMUCCHIO.

[.7. DkcmepTuza LEHHOCTH J€1 U JOKYMEHTOB IPOBOJMUTCS HE PEXKE
OJIHOTO pa3a B rO/I.



7.8. Tlocne 3aBepuieHust pabOTBI MO OTOOPY A€M W JOKYMEHTOB IS
apXMBHOI'O XPAaHEHHMs, MPOBOAMUTCS padoTa Mo oTéopy JAel U JOKYMEHTOB JUIs
YHUYTOXKEHUS.

7.9. YHUYTOXEHHE JeNl U IOKYMEHTOB MPOU3BOJUTCS IO aKTy KOMHUCCHEN
B COCTaB€ HE MeHee 3-X yesnoBeK, HazHayaeMol aupektopoM MOAY «COIII Ne
8», YHUUTOXKEHHE JIOJDKHO MPOU3BOAMUTHCS NMYTEM CHKUTAHUS WU C TOMOIIBIO
OyMaropesaTesIbHbIX MAIlIWH.

8. Pe:xuM COXpPaHHOCTH IOKYMEHTOB

8.1. Opranuzanusi XpaHeHUs TOKYMEHTOB MIPEANOaraeT, YTo MOMEIIECHNUS,
IJIe XPaHATCSA TOKYMEHTHI, IOJDKHBI COOTBETCTBOBATh TPEOOBAHUSIM TEXHHUECKOU
0€30MacHOCTH, MPOTUBOMOXKAPHON OE30MaCHOCTH, a TaKKe YCTaHOBJICHHBIM
CaHUTapPHBIM HOPMaM.

8.2. Jlns oOecrieueHus (U3MUECKOW COXPAHHOCTH JIOKYMEHTOB, JIeJ, a
TaKXKe JUIA MPENOTBPAIICHUS Pa3IJIallieHusl COJEpKallelcs B HUX HHQOpMaluu
yCTaHaBJIMBACTCA CIIEUATBHBIN PEKUM UX XpaHEHUSI U OOpaIIeHHUs.

83. B memsx  obecnieyeHWss  JOMOJHUTENbHBIX  TapaHTUH  OT
MIPOHUKHOBEHUSI TTOCTOPOHHUX JIMI] YKa3aHHbIE TMOMEIIEeHUs (10 BO3MOKHOCTH)
JIOJDKHBI pacrojiaraTbCsl Ha CPEIHUX ATaKax 3JaHHM, a UX OKHA — BBIXOJUTH Ha
BHYTPEHHIOIO TEPPUTOPHUIO OOBEKTA.

8.4. [IlpaBo BXOma B TakuWe TMOMEIICHHUS WMEIOT COTPYIHUKH, UMEIOIINE
IPsIMOE OTHOIIEHHE K 00pabOTKE U XPAHEHHUIO JOKYMEHTOB.

8.5. OxHa moMemieHUu! ITOJDKHBI WMETh HAJIeKHBIC CPEICTBA 3alllUTHI,
WCKITIOYAOIINE BO3MOKHOCTh MPOHUKHOBEHHSI TTOCTOPOHHUX JUI. OKHA JTOJKHBI
ObITh 00OPYIOBaHbl 3alIUTHOM CETKOW, MPEeAOTBpALAIOE BO3MOMXHOCTb
BBITIQZICHUS IOKYMEHTOB TIPHU OTKPBITHIX OKHaX. OKOHHBIE MPOEMBI, KPOME TOTO,
3aKpBIBAIOTCS IITOPAMM WA SKaliO3U JUIsl TIPEIOTBpAICHUS BH3YaJIbHOTO
MPOCMOTpa JOKYMEHTOB M JKPaHOB MOHUTOPOB C yiuIlel. Ecnu momernieHus
pacmoyioKeHbl Ha TEPBOM WJIM TIOCIEAHEM JTake 3JaHUsl WIH PAIOM C HUMU
HAXOJIATCA TOXKAPHBIE JICCTHUIIBI, OAIKOHBI, KAKHE-JINO0O MPUCTPOUKH U T.I., OKHA
JOTIOTHUTENIHHO O0OPYAYIOTCSl pPACMAIIHBIMA METAUTMYECKUMHU PEHIETKAaMU ¢
3aMKOM.

8.6. BxomHble nBepH MOMEIICHUN MOJDKHBI OBITh METALIMYECKUMHU WU
OOWTHI METAJJIOM C JIBYX CTOPOH M 000PYI0BaHBI 3aMKaMHU, TAPAHTUPYIOIUMH UX
Haa&KkHOE 3aKkphIiTHE. [10 OKOHYaHMM pabodYero JHS ABEPH JTOJDKHBI 3aKPBIBATHCS U
OTICYATHIBATHCS METAJUTMYCCKOW HOMEPHOU MeYaThi0 COTPYIHUKA, OTBETCTBEHHOTO
3a MOMEIIICHHE.

8.7. Bxomnble aBEepH, OKHA IMOMEIICHHN JOJKHBI OBITH O0OpPYIOBaHBI
OXPaHHOW CUTHAJIU3ALUEN, BBIBEICHHON HA MOCT OXPaHBbI.

8.8. JlokyMeHTHI MOJDKHBI XPAaHUTHCS B cehdax WM MeTaUTMUeCKHX
mkadax, KOTOphIE IO OKOHYAaHWU pPAab0OYero MHS JOJDKHBI 3alupaThCsl U
OTIeUaTHIBATHCS COTPYAHUKAMH, OTBETCTBEHHBIMU 32 UX YUET U COXPAHHOCTb.

8.9. Meramnnyeckue HOMEpPHBIE TI€YaTH BBIIAIOTCS HMCIIOTHUTENSM O]
POCTIHCh, IOCTOSTHHO XPAHSTCS Y HUX, APYTUM JIMIIAM HE TIepeIaroTCsl.
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