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1. O0wmue moJs1o:keHUsN
1.1. Hacrosiee IlTonoxenne «O mopsinke GpOpMUpOBaHHS, BEJAECHUS U XpaHEHUS
JUYHBIX e oOydvarouuxcsi ["ocynapcTBEHHOr0  OIOIKETHOIO 00pa3oBaTeNLHOTO
YUPEXKAEHUS  IpodecCHOHATBHOTO obpazoBanust  ropoma  CesacTomoss
«CeBacTonobCcKkuii  MpohecCHOHATBHBIA  XYAOKECTBEHHBIN KOJIEK» (nanee —
Ilonoxenne) pa3paboTaHO ¢ IENBIO  MOBBIIEHAS KauyecTBA  OpPraHM3aLUU
(OpPMUPOBAHUS JTUIHBIX €T 00YYAFOIIUXCS.

ITonoxenne omnpenensier MNOPSAOK (QOPMUPOBAHUS, BEAEHWS M IOATOTOBKU
JMYHBIX Jen o0y4aroluXcs K cladye B apXuB, B ILEIsIX YCTAHOBJIEHHS €IUHBIX
TpebOBaHMH K (OPMUPOBAHUIO, BEJCHUIO U XPAHEHHUIO JMYHBIX 6] 00yYalolUXCcs B
["'ocymapcTBeHHOTO OXOIKETHOrO 00Pa30BATENBHOIO YUPEXKIEHUS MPOPECCHOHANTEHOIO
oOpazoBanusa ropoga CeBacromonss  «CeBacTOMONBCKHH  MPOQeccHOHATbHBIHA
XYJO0KECTBEHHBIN KoJutek» (nanee — Kosremx).

1.2. Befienue TUYHBIX A€ 00YJaIOIINXCs PErJIaMeHTHPYETCS :

1.2.1. ®enepanbHbiM 3akoHOM OT 29.12.2012r. Ne 273-03 «O6 06pa3oBaHuu B
Poccuiickoii @eneparinmny

1.2.2. Ilocranosnenuem IIpaBurenscra Poccuiickoit @eneparmu ot 19 mapra
2001 roma Ne 196 «O6 yTBep)KAEHUH TUIIOBOT'O TIOJIOXEHHS 00 00111e00pa30BaTEILHOM

yupexnenun» (B penakuuu Ilocranosnenus IlpaButenscra Poccuiickoit ®enepanuu
ot 10.03.2009 N 216);

1.2.3. IlpaBun npuema rpaxnaH Ha oOydeHHe B KOJUIEIK, YTBEPIKICHHBIX
JUPEKTOPOM.

1.2.4. Ilpuka3 Munobpnayku Poccun ot 10.02.2017 r. Ne 124 "O6 yTBep)aeHUH
HOpsAZKa ImepeBoja OOY4YarolMXCs B APYTYIO OpPraHH3all{io, OCYIIECTBISIONLYIO
00pa30BaTebHYI0 JEATeIbHOCTh 10 O00pa3oBATENLHBIM IIPOrPaMMaM  CPEIHEro
IpO(pECCUOHAIBHOTO U (MJIH) BBICIIEro 06pasoBanus".

1.2.5. Ilpuka3 Muno6pHayku Poccuu ot 14.06.2013 r. Ne 464 «O6 yTBep K IeHUH
NOpsiIKa OpraHW3allid M OCYIECTBICHHS O00pa30BaTebHON JIESATEIBHOCTH IIO

00pa3oBaTeIbHBIM IIPOrpaMMaM CpPeIHero Mpo(eccuoHaTbHOr0 00pa3oBaHus» Peld. OT
15.12.2014 r. Ne 1580.

1.2.6. OcHOBHBIE ITpaBUIaMU pabOTHI apXUBOB 1 opranuszanui (06.02.2002 r.).

1.2.7. YcraB Komnemxa.




2.0nucanue 10KyMeHTA

2.1. JInynoe neno obyuaromterocs (manee- JIZIO) - COBOKYITHOCTh JOKYMEHTOB,
Collep)KaIlUX MONHYI0 HHQOpMALIHIO 00 yuebe 00yJaroIerocss B KOJIEIKe, OTHOCHTCS
K y4eOHO-IIelarOTHYeckoil JOKYMEHTAl[UH, 3aBOJUTCS W BEJETCS Ha KaXIO0ro
obyyarolerocsi ¢ MOMeHTa 3aunciieHus B Koiepk 1 10 ero OKOHYaHMS.

2.3. OtBeTcTBeHHBIE 1L 32 (HOPMUPOBAHHUE, BEJICHHUE U XpaHEHHE JTHYHBIX €]
obyuqaromuxcs Konnemka Ha3HAYaIOTCS MPUKA30M JTUPEKTOPA.

2.4. JInunoe neno oOyuaromierocsi ohoOpMIISeTCs B COOTBETCTBHM C HACTOSIIHAM
I lomoxxeuuem.

200, OTBETCTBEHHOCTh 3a (POPMUPOBAHME JIHYHBIX el O0y4Yaromuxcs
BO3JIaraeTcsl Ha KIACCHBIX DPYyKOBOAWTEJEH TPy, MacTepoB MPOU3BOJACTBEHHOIO
o0y4eHus1, B KOTOPbIE 3a4UCIICHBI 00yYaroIIHnecs.

2.6. Kareropuuecku 3anpelaeTcs J0IMycKaTh 00YYarOIIUXCs K paboTe ¢ JINYHBIMU
JieJIaMH.

2.7. JIoKyMEeHTBI M3 JUYHOrO Jeia OOyYarollUX WM WX KOIMHUH MOTYT OBITH
BBIIAaHBl [0  TPeOOBaHMIO  YIOJHOMOYEHHBIX  OpraHoB, O(QOPMIIEHHOMY B
YCTAHOBJIEHHOM MOpSIIKE, B

TOM HYHUCJIC: OPraHOB IIPOKYPATypPbl, TO3HAHHUSA, CIICACTBUA U Cyda, aIBOKATYPHI,

MUIPALUOHHOH CIIy OBl U APYTHX.

3anpalurBaeMas UHQOpMaLUs MPEIOCTaBIsETCs B 00beMe, HE IMPEBBILIAOIIEM
o0beM 3arnpalinBaeMoit HH(QOpPMAITHH. '

3anpamHBaeMa;1 I/IH(bOpMaL[I/ISI MOXKET OBITh npeaocrapjicHa TOJbKO IIOCJIE
NMOJIy4YCHU COOTBETCTBYIOILETO PA3PCIICHUA OT AUPEKTOPA KOJ’IJIG,H)K&.

OpuruHaiisl JOKYMEHTOB U3 JIMYHOTO JieJia 00yJYalOUIMXCsl BBIIAIOTCS 1O OIHUCH.
IIpu 3TOM B [€110 IPUKIaJbIBACTCS KOMHS BbIAABAEMOTO JOKYMEHTA.

2.8. Muadopmanus nuyHOro aena 0OYyYaroIerocss OTHOCHUTCS K IMEPCOHATbHBIM
JAHHBIM U He MOXeT IMepeaBaThCsl TPEThbUM JIMIAM 3a HCKIIOUYEHHEM CIIy4aes,
IIPEAYCMOTPEHHBIX 3aKOHOAATEILCTBOM.

JIvua, BUHOBHBIE B HAPYIIEHHH HOPM, PETyJTHUPYIOLIUX MOTydeHue, 00paboTKy U
3alllUTYy IEePCOHAJBHBIX [JaHHBIX OOy4YarolIuXcs, HECyT IUCLUIUIMHApHYIO, H
aJIMUHHACTPAaTUBHYIO OTBETCTBEHHOCTh B IIOpPSIKE, YCTAHOBIEHHOM (eaepalbHbIMU
3aKOHAMHU.




OTBETCTBEHHOCTh 3a COONIIOZICHHE YCTAaHOBJEHHBIX HacTosumM IlonoxeHueM
TpeOOBaHMI Tak)Ke BO3JIaraeTcsi Ha pyKOBOJIUTENICH CTPYKTYPHBIX MOAPA3AeIeHUM.

3.  @opmupoBaHHe JHYHOIO JeJjia

Sl ®opMHUPOBaHHE JMYHOIO Jena OOYYarolIerocs OCYIIECTBISETCSI
IIPUEMHOM KoMHUccHer ['ocyapcTBEHHOro OrOIKETHOrO 00pa3oBaTeNbHOTO
YUPEXAEHHUs MPOdEeCCHOHATBHOTO obpazoBanusi ropoma CeBacTomnois
«CeBacTONONBCKUM MTPOQECCHOHATBHBIN XYyI0KECTBEHHBIM KOJUIeMK» (manee-
Komnemx) npu 3a4uciieHUH B KOJIJIEIK .

3¢l IIpuem B KoJIEIK MPOBOIUTCS IO JTHYHOMY 3asBICHHIO TPaXKIaH

Ha OCHOBE DE3yJIbTATOB COOECEeNOBaHUS 10 MPOXOJHOMY CpelHeMy Oairy,

IIPOBOAUMBIX C LIEJIbIO ONpeaeIeHUS BO3MOXHOCTH IIOCTYIAFOLINX
OCBaWBaThb COOTBETCTBYIOIIME MPOQPECCHOHANbHBIE 00pa3oBaTeNbHEIE

IIPOIPAMMBI.

Bl Ilpy nopaye 3asiBiIEHUs] O MpHEMe B KOJUIEIX ITOCTYIAOLIHA

IIPEACTaBIISIET:

« Kcepokonusi HOKYMEHTOB, YIOCTOBEPSIOIIMX JIHYHOCTh C yKa3aHHEM
I'PaXIaHCTBA,

* 3asBJIEHUE O IIPUEME ISl ITIOCTYIIJICHUS B KOJICIK;

* oto 4 mr. (3*4);

* QHKETa;

* OpMI'MHAJ [IOKYMEHTa IOCYJapCTBEHHOro o0pasia O cpeaHeM oOIeM
00pa30BaHUU WIIK OCHOBHOM OOIIEM 00pa30BaHUU U KOIIHIO;

3.1.3. Ha xa)x10oro mocTynaroIero 3aBOJUTCS JIMIHOE [eJ10, B KOTOPOM XPaHSTCs
BCE JJOKYMEHTBHI.

3.1.4. Hauano dopmupoBaHHs JIHUYHOrO Jeja OOYYaroIIErocss  OCYIIECTBIISET
IIPUEMHAs] KOMUCCHSI.

B cocraB nuyHOro A€Jia, KOTOPOE OaJIbIle (bopMpreT KJIACCHBIN pYKOBO,Z[I/ITeJ'[B
HJIn MacCTep 11/ 0, BXOIMT CJIEAYIOLIUE NOKYMECHTHI:

¢ OIIMCh JIMYHOI'O Aeiia,

* JIMCT BBIIIMCOK U3 IPUKA30B 10 00YyYarOIIeMyCs;

* JIOTOBOp Ha OOyYeHHE;

* corjacue Ha 00pabOTKy MepCOHANBHBIX JaHHBIX;

* JIMCT O3HAKOMJICHHUS C Y CTaBOM U JIOKATbHBIMH aKTaMH KOJLIEKa,







