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1.1. Ilomoxxenme o mnW4YHOM Jene cTyaeHTa (manee - Ilonoskenue)
OIpeNeseT MOPAIoK POPMHUPOBAHUS, BEICHUS, TEKYIIETO XPaHEHUS TUYHBIX JEIl
crynenToB KI'b IIOY «llpumopckuii CTpOUTENBHBIN KOUIEmK»» (manee -
Komnemx).

1.2. Ilonoxenue pa3paboTaHO B COOTBETCTBUH C:

- Ilopsaxom mpuemMa Ha oOydeHHE IO OOpPa30BATENBHBIM IIPOrPaMMaM
cpenHero mpogeccuoHaIbHOr0 00pa30BaAHUS;

- OCHOBHBIMH NpaBUTIaMH pabOTHI apXUBOB OPTaHU3AIUI;
- OCHOBHBIMU NIpaBHJIaMH pabOTHI BEIOMCTBEHHEBIX apXUBOB;

- I'ocynapcreennsM crangaptroM 'OCT P 6.30-2003. «YHubuuposanusie
CHCTEMBI JOKyMeHTauuu. TpeOoBaHMs K OPOPMICHUIO TOKYMEHTOBY;

- YcraBoMm KI'B 1OV «JIazoBckuit KOIemK TEXHOJIOTHHA U TYypU3May;
- IIpaBuitamu npuema B Komnemx;
- IpYTEMH HOPMAaTUBHO-IIPaBOBEIMU akTamu Poccuiickoit enepanuu.

1.3. ®opmupoBaHue TUYHBIX JEJ CTYAEHTOB MHpou3BoauTcs B IIpmeMHOM
komuccuu Komnemxka. '

1.4. Kaxxnpiit ctynent Konnemka B OTHOIIEHHH CBOETO JUYHOIO J€jIa UMEET
IIpaBo:

= CB060I[HOI‘O OecIIaTHOTO AOCTyIIa K CBOMM II€PCOHAJIBHBIM JaHHBIM,
comepxalmuMces B JIMYHOM LOECJIC,

- TpGGOBaTB HUCKIIIOYEHHWA HIIN HCIpaBJIEeHWA HEBEPHBIX HIIH HEIIOJIHBIX
JAaHHBIX, BHECCHHEBIX B €I'0 JIMYHOE OEJIO0.

2. OnpeneneHus TOHATHH.

B tekcre Hacrosmero Ilomoxenus HCIIOJIB3YIOTCS CJIIENYIOIIHE OCHOBHBIC
IIOHATHS:

JUYHOE AEJIO CTYIEHTA - CrpyNIIUpOBaHHast U 0QOpMIIEHHAS B COOTBETCTBUH
C YCTaHOBIEHHBIMU TPeOOBAHUSMHU COBOKYITHOCTE HOKYMEHTOB, COIEpPIKAIlUX
CBEJICHHUS O CTyACHTe (Hajiee - TUIHOE JIeTI0);

(i)OpMI/Ip()BaHHB JIMYHOTO Jeja - TPYNITHPOBaHHE MCIIOJTHEHHBIX JOKYMCHTOB
B JIMYHOE HOEJI0 U CUCTEMATUI3AIUA JOKYMEHTOB BHYTPH I€JIa;

O(I)OpMHEHHe JIMHHOI'O [O€Jla - IIOATOTOBKAa JIMYHOI'O O€jla K XpaHCHHKO B
COOTBETCTBHH C YCTAHOBJICHHBIMH IIPaBHJIaMH;

BeJleHHe JIMYHBIX Jel - KOMIIIEKC MEpOIpHUSITHNA I0: INIPHUOOIIEHHUIO
JIOKYMEHTOB, IIOJIEXAaIINX XPaHEeHHIO B TUIHOM JIeJIe;



BHECEHUIO 3aIIMCEN B JINYHOE JEJIO0;
Hepﬁo,unqecxoﬁ IMIPOBEPKE HATTUYHUA U COCTOSHUSA JTUYHBIX HEII;

XpaHeHWe JMYHBIX Jel - obecreveHHe DalMOHATBHOIO pa3MCIICHUA M
COXpPAaHHOCTH 3 JHMYHBIX JeN, BKIIOYas KOHTPOJb HX (bU3UUECKOr0 COCTOSHUSA,
JBUSKEHMWs, BBUIAYM BO BPEMEHHOE ITOJb30BaHKE (C IMOCIEMYIOIUM BO3BPAaTOM B
MecTa XpaHeHHUs),

Texyee (ONEpaTUBHOE) XpaHEHUE - XPaHEHHUE JIMIHBIX €N C MOMCHTA MX
epBOHAYANBEHOr0 (OPMUPOBAHHS 10 Nepeadl Ha apXUBHOE XPaHEHHE,

ITPOBEpKa HAIMYHS U COCTOSHUS JIMYHBIX 1SN - YCTaHOBIIEHNE COOTBETCTBUA
peanbHOTO KONMYECTBA JMYHBIX JIEN 3aNUCAM B an(aBUTHBIX KHUTaX, a TakKe
BBISBJICHUE JMYHBIX J€J], TpeOyIoIIMX UCIpaBleHWs HEIOCTaTKOB  HX
(opMuUpOBaHs, BEAECHNS, yueTa U XPaHSHHS,

3. ®opMHUpoBaHHUe JTUIHOTO Jena B [IpueMHON KOMUCCHH

3.1. Jlmudoe mneio cTymeHTta Qopmupyercs corpynnukoM IlIpuemuoi
KOMHICCHH TIPH Mofiaue aOUTypHeHTOM JOKYMEHTOB IIPX MOCTYIVIEHUH B KOJICUK.

3.2. Tlocnme 3aBepmenust paborsl IIpeMHOW KOMHMCCHM JHMYHOE JACJO
CTyZleHTa TpeACTaBIACT COOOH MaKeT - JOKyMEHTOB, OTHOCAIIUXCA K OIHOMY
QE3IYECKOMY JIAILY, TIOMEIIEHHBIX B QailIoBYIO TalKy B anaBUTHOM ITOPSJIKE.

3.3. JIugnoe neno hopMupyeTcs Ha KaXIoro CTyACHTA.

3.4. JIuumble meia 3a9MCIeHHBIX Ha 1 Kype CTyIEHTOB XpaHATCA B cefide y
cexpeTaps y4eOHO’ JacTu.

4. Tlepenaua MMYHbIX Aei 13 [IprueMHOM KOMUCCHH.

4.1. Jlwumble pmena oOydalomuxcs cparorcs paborHukamy IIpremHOH
KOMHCCHM CEKpEeTapio y4eOHOM 9acTH X 3aMECTHTENIO AWPEKTOpa IO VIIP B
anhaBUTHOM TIOpS/KE IO KaxJaod Mpodeccri/CrenuanbHOCTH [l CO3MaHHUA
IpHKa3a O 3a4UCIICHUN.

42. 3amecturens mupekTopa mo YIIP u cekperaph y4eOHON HacTH
TIPOBEPSIOT COOTBETCTBHE JIMYHBIX €l ¥ KOMIUIEKTYIOT CTPOIO IO IpHKasy O
3a4yuciieHuy Ha 1 Kypc.

4.3, JluuHble Oella CTYAEHTOB IIEPENarOTCA CEKPETapio yueOHON 4YacTh B
TeueHHe 3 AHEHN IOCIIE BEIXOa IIpHKa3a O 3a4MCIICHUN.

5. dopMUpOBaH¥e IUYHBIX Jie] 00ydJatolmXcs, NepeBENCHHbIX U3 IpyrhX
06pa3oBaTeIbHBIX OpraHu3alni.



51. Juupele fdena  OOydaloIIMXCsl, TIEPEBEACHHBIX U3 OpYTHUX
00pa3zoBaTeIBHBIX OpraHu3alyy, bopMHUpyIOTCS CeKpeTapeM yueOHON YacTd B
TeueHHe 3-X mHell ¢ MOMEHTa BBIXO/a ITpHUKa3a O 3a4UC/ICHHH.

5.2. B nuuHOe [eJI0 BXOAAT ClIeAyronue TOKyMEHTBL:

BHYTPEHHSISI OIIUCH JOKYMEHTOB JIeJa;
4 ororpadun;
3asBIICHUE;
JTUCT ydeTa PasHUIBl y4eOHBIX TIIaHOB (Tp¥ HAJTM4IHK);
KOITKS 1acIiopTa;
OpPHUTHHAJ JJOKYMEHTa O IPEeIIeCTBYOIEM 00pa30BaHUM M €r0 KOTIUS;
KOITUS MEIUIIMHCKOTO TIOJINCA;
KOIIUSI CTPAaX0BOIO CBHETEIbCTBA;
KOITMY JTOKyMEHTOB, TIOTBEPIKAAIOMIUX JIBIOTY.
6. Benenve u XpaHeHHEe JTUIHBIX ,uén 00y4JaroIIXcs

6.1. JlmgHOe mel0 OOYYaloImEerocs BeleTcs B TEUEHME BCEro IEpuolna
o6yueHns B KOIUIEKE JI0 MOMEHTA €ro OTHHCICHHA B CBASH € MOy 4eHHAEM
oOpaszoBaHus (3aBepLICHHEM 06ydeHust) M0 MO APYTHM OCHOBAHMIM.

6.2. JIOKyMEHTHl B JIMYHBIX JIelaX pacroyaraiores B XPOHOJIOTHYECKOM
TIOpPSZIKE TT0 Mepe UX MOCTYIICHU.

6.3. B mporiecce BeJeHUsI TIUYHOTO Jiesia B HETo TOMEIIAFOTC

BBIIMCKY W3 [PEKA30B TI0 JIMYHOMY COCTaBy OOydJaromuxcs U AOKYMEHTEL,
[OCIY>KHBIIME OCHOBAHHEM K H3JIAHHMIO COOTBETCTBYIOMIMX IpUKa30B, B TOM
qucie:

- 0 3aYMCIIEHUH Ha IEPBBIA KypC;

- 0 TIepeBo/ie CTYZIEHTa C Kypca Ha Kypc;

- CIIeNHANTBHOCTD Wi hopMy 00ydeHNUs;

- 0 TIepeBOJIe U3 APYTOoro y4eGHOro 3aBeNSHHUs B KOJIIE/DK 1 Ha000pOT;

- 0 CMEHE OCHOBBI O0YUYECHHUS;



- 06 ¥3MeHeHu: (HaMUIINH, UMEHH, OTIECTBA;
- 0 IPYMEHEHUH Mep JUCIUIUTUHAPHOTO B3BICKAHMS 1 IIOOIIPEHUL;

- 06 aKajeMHYecKoM OTIyCKe (¥ APyrMX BHAaX OTIIYCKOB), O BBIXOZIE W3
aKaJeMAIeCcKOTo OTITyCKa (M APYTHX BHAX OTILYCKOB);

O TIPOJICHAU CPOKOB CIa41 5K3aMEHAIlMOHHOH CEeCCHUH,;

o nepenoce cpokos I'MA;

06 otuncienuu u3 Komremxa;

o BoccTanoBieHuH B Komiemxk;

00 OTYHCJICHUH B CBSI3H C 3aBepIICHHEM 00yIeHUs.

WHEle OKyMEHTBI, OTPAKAIOLe YCIEBAeMOCTh O0YydJaiollerocs: KOmuHu
crpaBok 00 0OyueHNH.

6.4. JIOKyMEHTHI, KOTOpbIe HMOATBEPXKAAIOT H3MEHEHNE MMCIOIIUXCA B NCIC
cBeeHUN 00 00ydJaroIeMcsi, B TOM JUCIIE:

- KOTHsSI [acIopTa MM HHOTO JOKyMEHTa, YIOCTOBEPSIOIEro JIMIHOCTD (B
ciIydae ero 3aMeHbl);

- KOIUS CBUIETEIhCTBA O IIEpeMEHE HMMCHH, MHBIX akTax Ipa)aaHCKOro
COCTOSAHHA.

6.5. JIOKyMEHTBI, XapaKTepu3ylolme JUIHOCTH oOyuaromerocsi, B
YaCTHOCTH:

- KOTIMY JAMIUIOMOB, TOYETHBIX IPaMOT, IIOXBaJIbHBIX JIUCTOB CTy/ICHTOB;
- KOTIAY TIPE/CTABIEHNH, XapaKTePUCTHKY (IPH HAJTU4IUN).

6.6. Bce 3asBiieHUs] 00y4Yaromerocs, HaXoAAIHUecs B JIMIHOM J€TIC, JIOJ)KHBI
OBITH 3aBU3UPOBAHEI B yCTaHOBICHHOM IIOPAAKE.

6.7. Otuncienusie U3 Komnemka o0ydJarompecs MOCcIe BhXoaa puKasa 00
OTYWCIICHMH W CHadd CceKkperapio ydeOHOM 4HacTh 3a4eTHONM KHWDKKH U
CTyZeHdYecKoro Guiera Ha OCHOBAaHUM TIOJHOCTBIO 3arlOHEHHOTO 00X0HOTO
UCTAa MOTYT IONYy4YHMTh Yy 3aMECTHTENs AWUPEeKTOpa II0 VIIP [oXyMeHT O
Ipe/IIecTByIoNeM 00pa3oBaHuH.

6.8. Kormuu JOKYMeHTOB 00 00pa30oBaHUU U O KBaMMGUKALAH, TPUIOKEHHUH
K HHAM 3aBEPSIOTCS YIOJHOMOYEHHBIM JIUIIOM Komnemxka. OOywaromyecs,



oTuMcIeHHble U3 Komiemka mo mo0bIM IpHYMHAM, HMEIOT MpaBo 3a6paTh
JOKYMEHT O IIPEAIIECTBYIOMEM O00Opa3s0OBaHUU NPH MPEIbSIBICHHN IMACIOPTa MIIH
JIpyroro JIOKYMEHTa, YZOCTOBEPSIOMIETO JIUYHOCTB. JoxymeHT o)
NPEJIIeCTBYIOMEM OOpa3oBaHMM MOXET OBITh BBIZAH JAPYrOMy JIAIYy IIO
3aBEPCHHOW B YCTAHOBJIEHHOM IIOpsIKE INOBEPEHHOCTH, BBLIJAHHOW yKa3aHHOMY
Uiy obagareiieM JUILIOMa.

6.9. B nuuHOe f1e510 He BKIIIOYAIOTC:

- HEUCIIOJIHEHHEIE TOKYMEHTEI,

- nyOeTHbIe JOKYMEHTE! (JIMLIHUE 9K3eMIUIAPHI KOIIHiA JOKYMEHTOB);
- YepHOBBIE TOKYMEHTHI.

6.10. Cexkperapp y4eOHON YacTH HeceT OTBETCTBEHHOCTH 3a BEAEHHE U
XpaHeHHE JIMYHBIX Jesl oOydaromuxcs B mepuon obdydenus B Kommemke - 1o
MOMEHTA IepeIayy JIMYHEIX 1€ B apXUB.

6.11. B mpouecce oOmepaTUBHOTO XpaHEHMsS JIMYHBIE [€jda JTOJDKHBI
XPaHUTBCS B YCIOBHAX, 00ECIEUNBAIOIIIX UX COXPAHHOCTh ¥ MPEIOXPAHSFONINX
OT MOBPEX/EHUH, BPEOHBIX BO3NEHCTBHU OKpyXaromei cpeasl (OBUIA |
COJIHEYHOTO CBETa) W HCKIIOYaloUmX w#x yrpary. Jema pasmemarorcs B
BEPTUKAIBHOM IIOJI0XKEHUH KOPEIIKaMH HapyKy B a(paBUTHOM IIOPSIIKE.

6.12. PanmonanbHOEe pasMelleHWe JIWYHBIX Jell IPeANojaraeT Hajludue
IIOMEIEHU M, IPUTOAHBIX JIUISI XpaHEHUs Je, a TakKXKe [JOCTATOYHOIO YKCIa
UCIIpaBHBIX CPEJICTB XpaHeHUs (ceiipoB, mkahoB U 1p.), 0OOPYHOBAHHEIX
3aIIOPHBIMU YCTPOUCTBAMHU.

6.13. B mporecce omepaTUBHOTO XpaHEHHUS JIMYHBIE Jea pPa3MEIarOTCs
OTZENBHO OT IOPYrMX M€l B BEPTUKATBHOM IIOJIOXKEHHM KOpEIIKaMH Hapyxy B
andaBuTHOM mOpsiiKe. JIBepu (CTBOPKM W T.II.) CPENCTB XPaHEHHUS CIEHyeT
IepyKaTh 3aKPBITHIMH.

6.14. JlocTtynm K cpencTBamM XpaHEHHs JMYHBIX €]l paspelraeTcss TOJIBKO
paboTHHKAM TOTO CTPYKTYPHOTO ITOJpa3zesieH s, B KOTOPOM BEXYTCSA U XPAHSTCS
JIUYHBIE JleTa.

6.15. Jluusble nema MOTYT BBIZABaTECS BO BPEMEHHOE IIOJIb30BAHUE
KJIaCCHBIM PYKOBOJUTENSM TpyHNI ¢ coOirofeHueM TpeOOBaHMM K Iepenade
IIEpCOHANIBHBIX JaHHBIX CTYAEHTOB.



6.16. BHyTpeHHHMI JOCTYII K IEPCOHANBHBIM JaHHBEIM CTYIEHTOB BO3MOYEH
TOJBKO C paspelieHus 3aMmecTutens aupekropa mo YIIP gns paGoTHMKOB
COOTBETCTBYIOIMX OTHENEeHUH M PabOTHHKAM (QYHKIMOHAIBHEIX CTPYKTYPHBIX
noxpasaenenuit  Komemka, KOTOPBIM II€pPCOHANBHBIE [MAHHBIE OOYYarOLIUXCA
HEeOOXOIUMEI Il BEIIIOJIHEHUS TOMKHOCTHBIX 00g3aHHOCTEH.

6.17. BHelmHw NOCTYN K JUYHBIM JieliaM oOydarommxcs (WM M3BSATHE U3
HUX JIOKyMEHTOB) JONYCKAaeTCs C IIMCBMEHHOIO paspelleHHds AUpeKTopa
CIeNHUallbHO YIIOJHOMOYEHHBIM JIMIAM IIPU HAIMYUHM y HUX COOTBETCTBYIOILETO
[IMCBMEHHOTO 3a1poca.

6.18. BpeMeHHOE IOIB30BaHKUE JUYHBEIM AENOM (IIPOCMOTp, BBIHUCKU W3
AOKYMEHTOB, KOIHMPOBAaHHE NOKYMEHTOB M Jp.) BHE IIOMELICHUM, B KOTOPHIX
XpaHATCA JIMYHBIC JIeNa, [OIyCKAaeTCs ¢ IMCBMEHHOTO pPaspelleHusl IUPeKTopa
CIIeLMaIbHO YIIOJHOMOYEHHBIM JIHIIaM INPH HaAJIWYUKM Y HUX COOTBETCTBYIOILETO
MUCBMEHHOTO 3ampoca. lIpy BpeMEHHOM MOJB30BaHHHM JIMYHEIM JEJIOM HE
JOIIyCKAETCA IIPOM3BOAUTE KaKHe - JU0O0 KCIpaBlIEHHS B paHee CIeIaHHBIX
3aIlMCAX, BHOCHUTH HOBBIE 3allCH, U3BIMATh W3 JHYHOTO Jeja HMEIOIIUEecs
JOKYMEHTBI WY BKJIAJIbIBaTh B HETO HOBEIE.

6.19. Uspartme [OOKyMEHTOB W3 JHYHOTO [Jela 10 TpeOOBaHUIO
MPaBOOXPAaHUTEIBHBIX U HHBIX YIIOJTHOMOYEHHBIX OPIaHOB IIPOU3BOIUTCS TIO AKTY.
B nmunoe meno momermaeTcs COOTBETCTBYIOLIWMN AKT M KCEPOKOIHMS H3BATOTO
JIOKyMeHTa.

6.20. Ilpu oTuncieHnM OOY4arOILErocs JIMYHOE N0 XPAHUTCS 110 MECTY
GopMHupOBaHHS OTAEIBHO OT JIWYHBIX J€ APYTUX CTYAEHTOB M IIE€PEeNaeTcs Ha
apXUBHOE XpaHEHHWE II0 OKOHYAHHIO TEKyLIero y4eGHOro roma, B KOTOPOM GOBLI
OTYUCIIeH CTyJAeHT. Eciu obydalommuiics, THYHOE Jel0 KOTOPOro HaXOAMTCS Ha
OIEpaTHBHOM WM apXWBHOM XpaHEHWW, BOCCTaHOBJIeH B Koilemk, To B
PEKBU3UTHI OOJOXKKHM Jlela BHOCATCS W3MEHEHWs (eciu oOydaroummiics
BOCCTAHOBJIEH Ha JApPYryl CHEIUaJbHOCTh) M BEJEHWE IJIMYHOrO Jiena
npono/okaercs. Ilpm orumcenenuu oOywaromierocs B CBA3M C OKOHYAHHEM
obyuenus B Konnemxke MUIHOE [€II0 XPAHUTCS OTAECIBHO OT JIMYHBIX €N APYTUX
CTYIEHTOB U IIEpelaeTcs Ha apXWBHOE XpaHeHHe Ha CIEAYIOIIUN AeHb IIOCIE
BBIIIyCKa 3aMeCTHTeNeM AupekTopa 1o YIIP npukasa o Beimycke.

6.21. JIynst KOHTPOIIA CBOEBPEMEHHOTO BO3BpaTa JIMUHEBIX [Nl U JIOKYMEHTOB
Jena, BEIIaHHBIX BO BPEMEHHOE I10JIb30BaHKE, CEKpETapeM YIeOHOM YaCTH BeAEeTCs
KHUTIa y4eTa BbIIa9u JOKYMEHTOB.



7. IlopsAioK BBIAaYM JOKYMEHTOB, KONMH ¥ BBIIMCOK W3 JIMYHOTO Jeia
CTyJeHTA.

7.1. IlpexocTaBienye BBIMUCOK M3 JOKYMEHTOB M KOMHH TOKYMEHTOB W3
JITIHBIX €T OCYINECTBIIACTCS HA OCHOBAHMH JIMYHOTO 3asBIICHUS CTYIEHTA IIPU
IPEIBSIBICHAN JOKYMEHTa YIOCTOBEPSIOMIEro JIMYHOCTE (T1aCIOpT, CTYIeHIECKHiA
Ouiter, 3a4eTHast KHIDKKA ¥ T.I1.).

7.2. llpenocTaBiienue BBIMMCOK U3 HOKYMEHTOB M KONHH JOKYMEHTOB W3
JUYHBIX JIEJI OCYIIECTBIISAETCS B I€Hb MO 3asBICHUS.

7.3. PeuleHWe o0 MPENOCTABICHHM BBIIUCOK U3 JOKYMEHTOB M KOIHM
AOKYMEHTOB U3 JIMYHOIO Jena oOydalomerocs IMPHHAMAET 3aMeCTHTEINb
Jnupexropa o YIIP.

7.4. Bolnada IOKyMeHTOB M3 JIMIHOTO Jefla 00ydaromerocs 3ampernaercs. B
WCKIIFOYMTENBHBIX — Clly4asX, HAa OCHOBAaHMM JIMYHOTO 3asBIEHHA (IIpH
NPEABSABICHUM JOKYMEHTa, YAOCTOBEPSIOIIEr0 JIHYHOCTH), COIVIACOBAHHOTI'O
3amecTuTeneM aupexropa no YIIP, o6ydaromemycs MOKeT GBITh BBIIaH JOKYMEHT
O IpexbIayIieM 00pazoBanuu. K HCKITIOUHTENBHEIM CIIydYasM OTHOCSTCS:

- HeoOXOIMMOCTh IPENOCTAaBIEHUS HOKYMEHTa B KaJpOBYIO CIyXOy
paboTomarens;

- HEOOXOAUMOCTE MPEIOCTABIEHHUS JOKYMEHTa B KOHCYJIBCKYIO CIyxKOy s
BEIe37a 3a pyOex;

a HGOGXOI{HMOCTE CACIaThb HOTapHallbHO-3aBE€PECHHYIO KOIIHIO AOKYMEHTa,

- He0OXOAUMOCTh MPOCTABIEHUS alOCTHIsL. HbIE CIIy4au, KOTOPEIE MOTYT
OBITh OTHECEHBI K HCKIIIOUUTEIHHBIM, BIIPaBE OINPENIEIUTh 3aMECTUTENb TUPEKTOPa
o YIIP.

7.5. JIOKyMEHT O IpeAlIeCTBYIOIEM OOpa3OBaHMHU IPEJOCTABISLETCS HA
CPOK J10 3-X (Tpex) paboumx mHEH, 10 HCTeYeHnr KOTOPIX obydaromuiics: o0s3an
BEepHYTh YKa3aHHBLIM [OKYMEHT CeKpeTapro yueOHOH uacTd. B3aMeH BBIIAHHOTO
AIOKyMeHTa o0ydJaromuiicss 00f3aH OCTaBUTb PACIMCKY B IOMy9€HHM OpUIHMHAIA
JAOKYMEHTa O MpEeAUIeCTBYIOIIEM OOpa30BaHUM, IIOJHOCTBIO 3allOJHEHHBIH
00XOMHOW NHCT W 3asgBlIeHHE 00 OTYUCICHUH, KOTOpO€ YHHUYTOXAEeTCS IIpHU
CBOEBPEMEHHOM BO3BpaTe OpUTHHAA JOKYMEHTA.

7.6. JTOKyMeHT 0 TIpeAIIecTBYIOMEeM 00pa3oBaHuy BEIIAETCA OTIUCICHHOMY
IO JIOOBIM NMPUYKMHAM 00YHaloIeMyCsl TIOCIIe BBIXOJa MPHKa3a 00 OTYHUCICHHU U
P IPeABSIBICHUN MOJHOCTHIO 3aII0JHEHHOTO 00xoxHoro jucra. Ofygaromuiics



OCTaBJIIET pPaclIMUCKy O IOJIyd€HUM OpHIMHaJa JOKYMEHTa O IpeAIICCTBYIOIIEM
06pa30BaHHPI, KOTOpas BKJIAABIBAETCS B JIMIHOE JICJIO.

7.7. IlpenoctaBneHune NJOKYMEHTOB, BBIIIACOK M3 HUX U KOITMM JOKYMEHTOB
W3 JUYHBIX A€ JIOIyCKAeTcs TOJIBKO TOMY JIMILy, YbH IIEPCOHANBHBIC NaHHBIE
yKa3aHbl B JIMYHOM J€jle, 33 WCKIIIOYCHHEM CiIy4aes, yCTaHOBJICHHBIX
3aKoHOIaTenscTBOM Poccuiickoy Denepanuu.

7.8. JIOKyMEHTBI, BBIIMCKA W3 HHX U KOIMM JTOKyMEHTOB MOTYT OBITH
IpeOCTaBIEHsl HA OCHOBAHWH 3asBJICHWS JIMI{@, OCYMICCTBIIAIONIETO CBOU
NelicTBHS B MHTEpecaX CTyIEHTa [0 JOBEPEHHOCTH, 3aBEPEHHON HOTapHyCOM.

7.9. TlpegocTaBieHne JOKYMEHTOB, BBITMCOK M3 HUX M KOMHH JOKYMEHTOB
OCyIIecTBIsieTCs OeCIIaTHO.

8. ITopsimox ¢popMUPOBAHUS, BEACHUS U yUeTa JIMIHBIX €]

8.1. Jlerra Komremxa momyexar 0GOpMICHHIO TIPH UX 3aBefieHny. Benenne
JeJ TIPOBOHTCS CeKpeTapeM y4eGHOM JacTH IPU METONUYECKOH IOMOIIA ¥ MOJ
KOHTpOJIEM 3aMecTHTeNIs Jupekropa o YIIP.

8.2. Ha kaxxzoro o0ydaromerocs rbbpmupye'rcﬂ OIHO JINYHOE AEIO.
8.3. Bce IOKyMEHTHI JIMYHOTO [€/1a ITOMEIIAIOTCS B IIAIIKY.

8.4. ITonuoe odopmieHHe Aeia MpeayCcMaTpuBaeT:

- HyMepalluIo JIUCTOB B JIEIE;

- COCTaBJIEHUE JIUCTa-3aBEPUTENIA JIETIa,

- COCTaBJIEHHE BHYTPEHHEN OIMCH JOKYMEHTOB JI€71a;

- odpopMITeHHe OOTIOXKKH Jiena. B 3aroioBoK jiena BEIHOCATCS (haMUITHS, UMS,
oT4ecTBO 0byuaromerocs. Eciu nocite ohopMyIeHHS JTMIHOTO Aella (QaMuIis (v,
OT4eCTBO) OOYHAIOIIErocs W3MEHSETCs, TO MpexHss damumus (1M, OTYECTBO)
3aKITIOYAeTCS B CKOOKM, 2 HOBBIE JAHHBIE 3AIIUCHIBAIOTCS Hafl crapbiMu. KpaliHumu
IaTaMH JIMYHOTO Jeja SBILIFOTCS JaThl IOJANMCaHWs IpHKasa O 3a4UCIICHHH M
OTUHCJIEHUY JIWIA, HAa KOTOpOe 9TO jeno 3aBefieHo. KpaiiHue naThl yKa3hbIBalOTCS
apaGckuMu 1ubpamu. Bee JIHCTBI HyMepyloTcst apaOCKUMH ubpaMu BalloBOR
HyMepalueil B IpaBOM BEpXHEM yIily, HE 3ajieBas TeKCTa JOKYMEHTOB, MPOCTHIM
rpadrYecKiM KapaHIaloM. JIMCTEl BHYyTpeHHEH OIUCH HyMEpYIOTCs OTACIBHO.



8.5. JIoKyMeHTEI, CBSI3aHHBIE ¢ yue60ii, MTOMEINA0TCs B INYHOE JIeN0-TOIBKO
TOC/ie W3JaHWUsS COOTBETCTBYIOIIETO IMpHKa3a IO JMYHOMY COCTaBy CTYICHTOB U
TIOIIIMBAIOTCS BMECTE C BBIITUCKON M3 IIpHKa3a.

8.6. He pexxe ogHOTO pasa B TOJ IIPOBOAUTCS IIAHOBAs IIPOBEPKA HAIMHTHA
JAWYHBIX 1€, HAaXOIAIIMXCS Ha TEKylleM XpaHeHuW. BEBIABICHHBIE B XOZE
IIPOBEPKH HEIOCTATKH MOUIeKAT YCTPAHEHUIO pabOTHUKaMU, OTBETCTBEHHBIMHE 32
BeIeHHUEe JIMUHBIX Jel.

9. Ilepenaua TUYHBIX €T HAa XpaHeHHe B APXUB KOJUISDKA.

9.1. OdopMmneHne NWYHBIX fell, IepefaBaeMbix B ApxuB Komiemxa,
OCYIIECTBIIAETCS ceKpeTapeM y4eGHOM JacTH, U BKIIOYaeT B ceos:

- HyMepallXIo JIMCTOB JIe1a;

- COCTaBJICHHE, OIIHCH;

- COCTaBJICHUE JTUCTa-3aBEPUTEIIS;

- BHeceHUEe He0OXOIUMBIX YTOUHEHHH B peKBU3HUTEI O0I0XKKHY JeNa.

9.2. VI3 TUYHBIX 16l OTYUCIIEHHBIX 00yJaroluXcsl, HE BOCCTAHOBUBIINXCS B
TeueHue 5 J1eT, MaTepUalbl He U3BIMAarOTCs, €10 He IIPOIIABACTC.

0.3. JIoOKyMeHTHI, oOcTaloliyecsi B [elle, JOJ/UKHBI COJACpXKaTh BCE
HeO6XO/[MbIe PEKBU3UTHI (IIOMKCH, IIeYaTH, IITAMIIBI).

9.4. JIOKyMEHTBI, COCTAaBJSIOIIME JIMYHbIE IEJa, XPaHATCS B batinoBoi
nmarKe ¢ TBEPOH OGJIOXKKON C yHeTOM BO3MOXHOCTH CBOOOZHOTO UTCHHS TEKCTA
BCeX [JOKYMEHTOB, JaT, BW3 M pesomoumui Ha HuX. IIpum moAarotoBke nen K
mepefaue B apXMB MeTalUIMUecKue CkperieHus (OynaBKd, CKpenKH) U3
JIOKYMEHTOB yAaJISIOTCS.

9.5. B Hauaje KaXIoro Jeja IOAIINBAETCS BHYTPEHHSI ONUCh JOKYMEHTOB
Iesa, B KOHIIE Jelia - OJIaHK JIMCTa-3aBepUTeNIs.

9.6. Bce nucTHl NUYHOTO jena (KpoOMe JIMCTa-3aBepHUTeNsl W BHYTpEHHEH
omuc) 10 Hymepyiotcs apabekumu mudpamu (NOPSIKOBOH) Hymepanued B
IIpaBOM BEPXHEM YLy JIHCTa MPOCTHIM KapaHAauioM. JIHCTEL BHYTpPEHHEH ONKCH
JIOKYMEHTOB J1eJ1a HyMePYIOTCS OT/AENIBHO.

9.7. JIugHEIE fAeNa IEPENAOTCS B apXWB IO aKTy U CIATOYHBIM OIHACSM.
Cexperaph y4eOHOM YacTH TNpPEIBAPUTENBHO MPOBEPAET MPABHIBHOCTE MX
dbopmupoBanus, 0hOPMICHHA U COOTBETCTBHE KOIMYECTBA JIEJ, BKIIOUCHHBIX B



OIIMCh, KOJIMYECTBY M€, UMEIOINUXCS B HAIM4IKHK. Bee BRISIBICHHEIE IpH IIPOBEPKE
HEJIOCTATKX B (QOPMHUPOBAaHUU ¥ 0DOPMIIEHUM Je)T PaOOTHUKY, OTBETCTBEHHEIE 3a
BeJIEHHUE JIMYHBIX Aell, 00513aHbl YCTPAHUTE.

10. 3aK/IFOUUTENBHBIE TOJIOMKEHUS.

10.1. PaGorHmku, B HOMWKHOCTHBIE O00S3aHHOCTH KOTOPBIX BXOMIUT
(GopMmupoBaHUe, BeleHHUE U XpaHEHHUEe JIMYHBIX JIell, JODKHEI OBITH 03HAKOMIIEHEI C
TaHHeIM IlonokeHWeM ITIOJ pOCHHCHE B TeYeHHE HEAEId C MOMEHTa ero
YTBEPKICHUS.

10.2. PaboTHUK, MpUHMMaeMbIi Ha paboTy, CBA3aHHYIO ¢ (GOpMUPOBAHUEM,
y4eTOM, BEIEHHMEM, XpAHEHHWEM JIMYHBIX JeJ CTYOEHTOB, JOJDKEH OBITh
O3HAKOMIIEH ¢ JaHHBIM [lomo)xeHneM 10 MOANHCaHuUs TPYIOBOTO IOrOBOPA.



