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1. O6mmue mos10:keHUSsI

1.1.  Tlonoxemwme o (GOPMHpPOBaHMH JIHYHOIO Oela oOydaromerocs (maiee IlomoxkeHwe)
ABISAETCA JIOKAJIBbHBIM HOPMATUBHBIM aKTOM U YCTaHAaBIMBACT COWHBIC TPeOOBaHMS K
(GOpMHPOBAHHUIO, BEACHUIO M XPAHEHUIO JIMYHBIX Jen oOyuaromuxcst ['BIIOY OxtsGpbekuit
MHOTONIPOGUIBHEI IpodeccHoHaNBHBIN Kotemk (nanee Komremxk).
1.2.  Hacrosmee Ilonoxxenue pa3paboTaHO B cOOTBeTCTBHH ¢ DemepalbHBIM 3a8KOHOM OT
29.12.2012 Ne 273-@3 «O6 obpazoBanuu B Poccuiickoit @enepaum», 3akonom PecryOmuku
bamxkoproctar ot 01.07.2013r. Ne 696-3 «O6 obpazoBanmu B PecmyGmuke Bamkoprocrany,
«ITopsimkoM  opraHM3allil ¥  OCYIIECTBICHHWS  00pa30BaTENbHOM  AEATENBHOCTH  IIO
00pa3oBaTeIbHBIM IPOrpaMMaM CPETHETO MPOGECCHOHANEHOTO 00Pa30BaHUs), YTBEPKICHHOTO
npuka3oM MuHucrtepcrsa obpazoBanus W Haykm Poccumiickoit @eneparnuu 14.06.2013.Ned64,
VYcrasom Komemxa.
1.3. Namnoe IlomoxkeHHe 00s3aTENBPHO K NPUMEHEHHIO B CTPYKTYPHBIX IOApa3NCICHHUIX
Komnnemxa, OTBETCTBEHHBIX 3a (OPMUPOBAHKE, BEICHNE U XPAaHEHUE JIMYHBIX Je a0OUTYypUEHTOB
u obyvaromuxcs (IpreMHas KoMHccHs, ydeOHas dacTh). B obecnedeHun TOKYMEHTO060pOTa
OTBETCTBEHHBIE MOApa3feNeHUs] O00s3aHBI COOMIOIATh CPOKH, YCTAHOBICHHBIC HACTOSIIIMM
[Tonmoxenuem. CBeneHUs, COAEp)KAIIMECs B MaTepHaliaX JIMYHOTO Jeida O00yJaromerocs,
OTHOCSITCS K IEPCOHATBHBIM JaHHBIM U SBIISIOTCS KOHQUACHITMATHHON HHPOpMATIHEi.

[Ipu nepenaye MepCOHANBHBIX JAHHBIX 00yUAIOMUXCS HEOOXOAMMO COOMIOAATE CIICAYIOIINE
TpeOOBaHMUS:
- He coOOWAaTh IIEPCOHATBHBIE IaHHBIE TPETheH CTOpOHEe 6e3 IHCEMEHHOTO COTTIACHS
o0yJaromuxcsl, 3a UCKIIOYEHUEM CIIy4aeB, KOTJa 3TO HEOOXOIMMO B IENAX MPEIYIPEKICHIH
yrpo3Bl JKM3HM W 3/[0POBBIO, a TakXe B JPYTHX CIOydasx, [OpeAyCMOTPEHHBIX
3aKOHOIATeIbCTBOM;
- HEe cOO00IaTh MEPCOHAIBHBIC NAHHBIE B KOMMEPUECKHX IENIX 03 MUCHMEHHOTO COTJIACHS
o0yJaroIerocs;
- paspemaTrh JOCTYI K TIEPCOHATBHBIM TaHHBIM OOYYAlOIIHUXCS TOJBKO CIEIHAIBHO
YIIOMHOMOYEHHEIM JuIaM Kollemka, IpH 3TOM YKa3aHHBIE JHIA JODKHEI HMETh IIPaBo
[OTy4aTh TOJIBKO T€ IIEPCOHAIBHBIE [aHHBIE, KOTOPBIE HEOOXOAMMBI /ISl BBIIONHEHUS
KOHKPETHBIX (QyHKIUH;
- HE 3alpamuBaTh HHQOPMAIIUIO O COCTOSIHUU 370POBBS O0YYAIOIIErocs], 3a UCKIIFOYCHHEM TeX
CBEIICHHUH, KOTOPBIE OTHOCSTCS K BOIIPOCY O BO3MOXXHOCTH ITOJTyIECHHUS 00pa30BaATEIBHBIX YCIIYT.
1.4. MOKYMEHTHI W3 JIMYHOTO Jeiia OOYyJaromUXCs MJIM WX KOIHH MOTYT OBITH BBINAHBI IIO
TpeOOBAHUIO YIOJHOMOYECHHBIX OPraHOB, OQOPMIICHHOMY B YCTaHOBJICHHOM IIOPSIKE, B TOM
YpCcIe: OPraHOB IIPOKYPAaTyphl, MO3HAHHUS, CIENCTBHS M CYyNa, aJBOKATYPHl, MMTDPAIHOHHOMN
CITy>KOBI U JPYTHUX.

3ampammBaeMas WHQOpPMANUs TPEAOCTABIICTCS B 00BEME, HE MPEBBIMIAIONIEM O0BEM
3ampaluBacMoi HHHOPMAITHH.

3anpammBaeMas HHGOpPMAIUs  MOXET OBITh IpeNOCTaBICHA TOJBKO IIOCIE IIONyYeHHUS
COOTBETCTBYIOIIETO pa3pemeHus oT nupekropa Komnemxka.




OpuruHael JOKYMEHTOB U3 JIHYHOTO Jejia 00yJarOIIIXCcsl BBIIAIOTCS IO OINCH. IIpu sTOoM B
JEJI0 MPUKIIANBIBACTCS KOIHS BBIIABAEMOTO JOKYMEHTA.
1.5.Jluna, BUHOBHEIC B HApYIICHHH HOPM, PETYJIUPYIOMHUX IIONYUCHHE, 00paboTKy W 3amuTy
NEPCOHATBHEIX JaHHBIX O0YYalomKXCsl, HECYyT IUCHMIUIMHADHYI0 M aIMHHHCTPATHBHYIO
OTBETCTBCHHOCTH B ITOPSZIKE, YCTAHOBIECHHOM (henepaabHBIMU 3aKOHAMH.

2. CoctaB I0KYMEHTOB JJHYHOIO €12
2.1.  JImuHOE HENO — COBOKYMHOCTH TOKYMEHTOB, CONEPIKAIMX CBENEHHS 06 00ydaromemcs B
Komremxe. Kaxmoe nemo hopmupyercs B oTnensHoi manke. Ha 06/105KKe TETaI0TCS OTMETKH:
HOMEp Jena, GaMUus, UM, OTIECTBO.
2.2. B cocras mu4HOrO fena 00yYaromerocs: BXOIST CIEAYIONHe TOKYMEHTHL:
- 3asBJICHHE Ha UM AUPEKTOpa o mpueme B Komremx;
- KOTIMsI JOKYMEHTa, yXOCTOBEPSIOINIETO JTHYHOCTE,
- OpHWIHHAl JOKYMEHTa TOCYHapCTBEHHOro obpasna o6 oOpa3oBanwd, 60 OPHIHHAT
JOKyMEHTa HHOCTPAHHOTO rocyaapcTsa 00 00pa3oBaHUM, IPU3HABAEMBIA SKBUBAIICHTHEIM i PD
TOKYMEHTY TOCYNapCTBEHHOTO o0pasma 00 OCHOBHOM o0meM u (WIM) CcpemHEM o6ImeM
obpa3oBaHWM, TIPH HEOOXONMMOCTH CO  CBHIETENECTBOM 00  YCTAHOBNEHHH €O
OKBMBAJICHTHOCTH, JHOO OPHIHMHAIBI JIETATM30BAHHBIX B YCTAHOBICHHOM TOpsike (IpH
HEOOXOIUMOCTH) NOKyMEHTa MHOCTPAHHOTO TOCYAapcTBa 00 00pasOBaHMM H NPHIOKEHHH K
HEeMY (€CIH MOCIeIHEee MPETyCMOTPEHO 3aKOHOIATENBCTBOM TOCYAAPCTBA B KOTOPOM BBIIAH
TaKOH MOKYyMEHT 00 00pasoBaHWM); 3aBEPEHHEIN B YCTAHOBIEHHOM IIOPSIAKE IIEPEBOJ HA
PYCCKHH} SI3BIK TOKYMEHTa HHOCTPAHHOTO TOCYAapcTBa 06 00pa3oBAHMH W TIPHIOKEHHS K HEMY
(ecim moCTIENHEE MPETYCMOTPEHO 3aKOHONATEIBCTBOM TOCYIapCTBa, B KOTOPOM BBIIAH TAKOM
JOKYMEHT 00 00pa3oBaHwH);
- 4 pororpaduu pazmepom 3x4;
- MEIWLUHCKas cupaBka Gopmer @ Ne 086y;
- Konus ceuerenscrsa IHH; ‘
- KOsl TIEHCHOHHOTO CTPaXxOBOTO CBUICTEIBCTRA,
- KOTIMSI MEAUIIMHCKOTO MTOJIHCA;
- KOIMH JOKYMEHTOB, IIOATBEpXIAIONAX CTaTyC IeTeH-CHpOT, AeTel, OcTaBmmxcs 6e3
MIOIIEYEHHS POIUTEIICH;
- CIIpaBKa 00 YCTaHOBICHUH WHBAIMIHOCTH;
- KOIIus BU3HI Ha Bhe31 B PD; ;
- IOTOBOp 00 OKa3aHUH 00pa30BaTEIbHBIX YCIYT;
- cornacue (0TKa3) oOydarommerocs Ha 00paboTKy MepCOHANBHBIX JaHHBIX,
- cormacue (OTKa3) PONHMTENS (3aKOHHOTO IIPEICTABHUTENST) OOYYAIOmerocss Ha 06paGoTKy
IEePCOHAIBHBIX TaHHBIX;
- cornacue (OTKa3s) POAMTENs (3aKOHHOTO IIPEICTABUTENS) HAa NPHUBICYECHUE JOUYEpPH (CHIHA) K
Y9aCTHIO B KyJIbTYPHO-MACCOBBIX MEPOIIPUATHUSIX, OOIIECTBEHHO-TIOIC3HOM TPY/IE;
- KONHMH TMpHKa3oB (HOMEp M JaTa IIpHKa3a) O 3a4WCICHHH, IEPEBOJAE, OTYHCICHHN,
BOCCT@HOBJIEHUH H T..I., OTHOCSIIHUECS K JTaHHOMY O0yYaroIeMycs;
- 3asIBJICHUS, CTIPaBKU U IPYIHE NOKYMEHTBI, OTHOCSINMECS K JaHHOMY OOyJaromeMycs, B TOM
YUCIIC 3aBCPCHHAS KOMHUS TPYAOBOM KHMIKKH, CIIpaBKa O MEepHOAe OOyUEHMS HIH IWIIOM 00
00pa3oBaHUM, BEIIAHHEIE IPYTUMH 00pa30BaTeIbHBIMU YUPEKICHAIMY;
- CIIPaBKH O IIPEOCTABICHUN aKaIEMHUIECKOTO OTITYCKa,;
- 6uyteT oOydarommerocs (BKJIAABIBACTCS MIPH OTUHCIICHHR);
- 00XOTHOM JTHCT (BKJIAIBIBACTCS TIPH OTUHCIICHUH);
- Komus cupaBku 00 oOyueHwH, BhimanHoi Kosmremkem;
- KON TUILIOMa U IIPUIIOKEHHUS K HeMy, BbiianHble Komtemkem.
2.3. Ilpum 3aBEepeHHMH KONWI MOKYMEHTOB, MPHOOINAEMBIX B JIMYHOE JEJIO, BBIIOIHSIETCS
3aBepUTEIbHAA Haauuch: «Komms BepHa», MOAMMCH, MODKHOCTH PaOOTHMKA, WHHULIHAIE H
¢bamunus paboTHUKa, faTa MOANUCH, TI€YaTh.



2.4. JIuunsle gmena (C KONMAMH) abWUTYypHUEHTOB, HE 3aUMCICHHBIX B HYHCIO OOYYarOMMXCH,
XpaHATCs B TeyeHne | Mecsa B yueOHOM JacTy, Janee pachOpMHUPOBEIBAIOTCS U YHHITOXKAIOTCSI
3a HCKITIOYEHWEM OPUTHHANA JOKYMEHTa TOCyJapCTBEHHOTO 00pas3na 06 oOpa3oBaHuH.

3. BegeHue JUYHBIX eI
3.1. Ha xkaxnmoro moctymnatomero B Komnemx B [IpreMHOM KOMUCCHH 3aBOIUTCS JIMYHOS JIENO
abutypreHTa. AGUTYpUEHTY BBIIACTCS PacIKCKa O IpHEME TOKYMEHTOB C yKa3aHHEM IIOJHOTO
IIEPEYHS BCEX CIAHHBIX UM JOKYMEHTOB.
3.2. OTBETCTBEHHOCTH 3a (HOPMHUPOBAHKE W BEICHNE JTUYHBIX Je]l aOUTYPHEHTOB BO3JIaracTcs
Ha OTBETCTBEHHOTO cekpeTaps [ [prueMHON KOMUCCHH.
3.3. JluuHble [eia 3a4YMCIEHHBIX Ha OUHyI0 (Gopmy oOydeHus abutypueHToB lIpnemHas
KOMIUCCHS IIEPENAET 110 aKTy KIACCHBIM PYKOBOAMTENISM HE IIO3JHEE, YeM 3a 5 IHEH 10 Hadaaa
y4eOHOTO rofia Ui UX JAIBHEHINEro BEICHHUS.
3.4. Bo Bpems 0OyueHHS OTBETCTBEHHOCTH 3a BEICHHMEC JIMYHBIX [ENI BO3JIaraeTcs Ha
KJIACCHOTO PYKOBOIMTENS TPYIIIBI, B JOJDKHOCTHBIC 0OS3aHHOCTH KOTOPOTO BXOMHT paboTa C
JMYHBIMU JEJIaMU.
3.5. [Ilpu 3aumcneHuw OOYyYarOIIErocs Ha MEPBBIA WM MOCIEAYIOMNE KypChl JUIA
TIPOIOIDKEHHs 0OPa30BaHNsI, B TOM UHCIIE B IOPSIKE IEPEBOIA U3 APYTOTO y4eOHOTO 3aBSICHHS,
ero JIMYHOE IeJI0 HOPMUPYETCS KITACCHBIM PYKOBOIHUTENEM, B KOTOPOM TOMOTHATEIBHO TOTDKHEI
OBITH TIPETYCMOTPEHBI CIEIYIOIIHE JOKYMCHTEI:
- CIIpaBKa O Meproje OOyUeHHs, BRIIAHHAS YUeOHEIM 3aBENCHHWEM, B KOTOPOM OOyYaromumiics
o0yuJasics paHee, KONUS IIpHKa3a OT OTYMCIICHHUH B TIOPSIKE TIEPEBOIA;
- WHIUBHIYalbHBIM yd4eOHBIA IUTAH JUTS JIMKBHNAIMH aKaJeMMYECKOH 3aM0JDKEHHOCTH (IIPH
HJIMYHHU Pa3HUIBI B YI€OHBIX IUIAHAX).
3.6. IIpu BOCCTAHOBIIEHHH 00Yy4YarOIIErocs, paHee OTYHCIEHHOTO U3 Komtemka, IpoaonKaeTCes
BEJICHHUE JTMYHOTO JeJ1a, CHOPMHUPOBAHHOTO paHee. B MMuHOe €10 BKIHOYAr0TCS:
- KQIIMS 3asBJICHUS HA BOCCTAHOBIIEHHUE;
- KOITHS TIpHKa3a O BOCCTaHOBJICHUH,
- WHIXBUIYaNbHBIH Yy4eOHBIA TUIAH JUIS JTHKBUNAIMM aKaJEMHYECKOH 3aIOJDKCHHOCTH (IIPH
HAJIMYAHU Pa3HUIBI B YI€OHBIX IUIAHAX).
3.7. Ilpu oTuncneHnu obydaromerocs u3 Komremka B INIHOE €0 BHOCATCA:
- KOIIHS TIPHKa3a 00 OTUYUCIICHNH;
- KOIIUSI CIIPaBKH O epuozie 00ydJeHNu;
- Komms JOKyMeHTa 00 00pa3oBaHHH, INIPENOCTABICHHOrO OOYyYalOIMMCs Ha MOMCHT
3auncieHus B Komnemx;
- obopMIICHHBIH OOXOTHON  JIHCT.

4. XpaHeHHe JHUYIHBIX J€]I
4.1. B mepumon o6yuenus B Koitemxe IHYHOE X0 OOYJArOMIEroCst XPaHHUTCS B apXHBE
yaeGHOM wacTh. JIOCTYN K JIMYHBIM JelaM MMEET KIAaCCHBIA PYKOBOIHMTEIb, OTBEUAIOIIMHA 32
BEJICHHE ¥ XPAHCHUE JIMUHBIX JIE] 00yJaroIuXCs.
42. TlpaBo HoCTyma K JOKYMEHTaM JIMYHOTO Aela 00Yydalomerocs NMEIOT TaKKe JUPEKTOp,
3aMEeCTHTENh JUPEKTOpa T0 y4eOHO-TIPOM3BOJICTBEHHOH paboTe, 3aMECTUTENh AUPEKTOpa IO
y4e6HO-BOCTIATATENBHON PaboTe, OTBETCTBEHHBIA CEKpeTapb IPHEMHOH KOMMCCHH, MAacTep
IPOM3BOICTBEHHOTO 00yJIEHMS.
43, UV3paTWe MOKYMEHTOB W3 JIMYHOTO JIe7la BO3MOXKHO JIMINE C PaspelIeHHs COTPYIHUKA,
BELYIIEro IUUHbIE aeia. JIOMyCKaeTcs H3bATHE TOIBKO KOMHH MMEIOIIMXCS TOKYMEHTOB.
44. B cnydae yTpaTe/IOpYM JMYHOTO JeNa IO KakuMm —Jmb0 IPUYMHAM, KIaCCHBIM
PYKOBOIMTENEM COCTABIIIETCS aKT 00 yTepe/Iopye IMIHOTO Jena 1 bopMuEpyeTCcs HOBOE JINYHOE
bi (S (o



4.5. 3akmoYnTeNbHYI0 paboTy M0 BEACHWIO JWYHBIX NNl 00ydaromuxcs, OTYMCICHHBIX B
CBsI3M ¢ OKOHuUaHWeM Kosiemka, mpOu3BOAUT KIIACCHBIM PYKOBOIUTENH, BBIIOIHSS CIICAYIOIIHE
OTIeparyy:

- BJIOKEHHUE B JIMYHOE JIEJI0 TOKYMEHTOB B CBSI3H C OTUHCIICHUEM:

1) BBIIKCKY U3 TpHKa3a 06 okoH4aHuK 00yueHus B Kommemxe;

2) KOTIHMIO JUIUIOMA C TIPIHIIOKCHUEM;

3) opopmiteHHBIH 00XOIHON JTHCT.

- BBIHAYy JOKYMEHTa TOCYJapCTBEHHOrOo obOpasna 00 oOpa3oBaHUM, NPEACTABICHHOTO B
Komnemk, mox pocmuck B «JKypHae BBIIAUN aTTECTATOBY», C COXPAHCHHWEM B JIHYHOM [IENC
KOITMY JAHHOTO JTOKYMEHTa;

- mepenady B apxuB Kouremka THIHBIX JEIT.

4.6. Jlmanoe nmeno xpanutcs B apxuse Kommemka 75 ner.
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