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1. OO0mme moJI0KeHUus

1.1. Tlomoxenue «O mopsiake (GOPMUPOBAHHUS, BEACHUS W XPAHCHUS
JUYHBIX Jed, oOydarommxces (namee - [Tomoxenue) OTAIIOY «HoBoockombckuit
koutek» (manee - Koiemxk) siBAsieTCs JOKaJdbHBIM HOPMATUBHBIM aKTOM U
yCTaHaBJIMBAET €IMHbIE TpeOOBaHUS K (HOPMUPOBAHMIO, BEICHUIO U XPAHEHUIO
JUYHBIX J1ed1, oOy4daromuxcs B Komnemxke.

1.2. Hacrosmee IlomokeHne  pa3paboTaHO B COOTBETCTBHH  C
denepanibHBIM 3aK0HOM OT 29 nexadpst 2012 roga Ne 273-D3 «O06 o6pazoBaHuu B

Poccuiickoii ®eneparumn», [Ipukazom Munodpuayku Poccun ot 14.06.2013r.
Ne 464 «O6 yrtBepxkaenun [lopsiaka opraHu3zali W OCYIIECTBJICHHS
00pa30BaTeNbHOM JEATENBHOCTH IO O0Opa3oBaTENbHBIM IPOTPAMMAaM CPEAHETO
npodeccuoHanbHOO oOpazoBanus, Ilpukazom MuHucrepcTBa 00pa3oBaHUsl U
Hayku Poccuiickoit ®enepanuu ot 23.01.2014r. Ne 36 «O06 yTBEepk’ACHUM MOPSAKA
npuemMa Ha oOydeHHe 1O  O0pa3oBareibHBIM  IporpaMmaM  CPEIHEro
npodeccruonanbHoro oobpazopanus» (pea. ot 11.12.2015).

1.3. Jlannoe [lonoxxeHue o0sA3aT€IbHO K NPUMEHEHUIO B CTPYKTYPHBIX
noapasnenenusix Kosemka, OTBETCTBEHHBIX 3a (OPMUpPOBAHUE, BEACHHE U
XpaHEHHE JIMYHBIX Jed aOUTypUEeHTOB U OOydHarolmuxcs (MpueMHas KOMHCCHS,
y4yeOHass  4YacTh, OTACJCHUE  3a04HOro  oOydenusi). B oOecneueHun
JIOKyMEHTOO0OpOTa OTBETCTBEHHBIC MOpPA3ACICHUS 00sS3aHBI COOJIOIATh CPOKH,
yCTaHOBJIEHHbIE HacTOSUM [losoxxeHuem.

Cenenusi, coaepkaluecs B MaTepuaiax JUYHOro jena oOydaronierocs,
OTHOCSTCSI K TIEPCOHAIBHBIM JI@aHHBIM W  SIBISIOTCA  KOH(MUIEHIMATBHOM
uH(popmanuen.

[Ipy mnepenadye mepCOHANIbHBIX JAHHBIX OOYyYaroIIMXCs HEOOXOIUMO
cOOJII01aTh CleyIoIIHe TPeOOBaHUS:

- HE cooOILIaTh MEepPCOHAJIbHbIE JaHHbIE TPEThEl CTOpOHE 0€3 MUCHMEHHOTO
corjacusi OOy4arolMXCs, 3a UCKIIOUYEHHWEM CIIy4aeB, KOrJa 3TO HEOOXOJUMO B
HEeISIX NPeIyNpekIeHUs YIrpo3bl )KU3HU U 3J0POBBIO, a TAKXKE B JIPYTUX CIydasx,
MPETYCMOTPEHHBIX 3aKOHOJIATEIBLCTBOM; - HE COOOIIATh MEPCOHAJIbHBIE JIaHHBIE B
KOMMEPUYECKHUX LIEJsAX 0€3 MMCbMEHHOTO COTJIacHs 00y4aroierocs;

-paspemarbh JOCTyH K TIE€PCOHAJIbHBIM JaHHBIM OOYYarOIIMXCS TOJIBKO
CHeUalbHO YHOJHOMOYEHHbIM juiam Komemka, mMpu 3TOM yKa3aHHbIE JIMLA
JOJKHBI MMETh MPABO IMOJy4YaTh TOJIBKO T€ MEpPCOHANbHBIE JaHHBIE, KOTOPHIC
HEOOXOAMMBI Il  BBINOJIHEHUS KOHKPETHbIX (YHKIMHA;, -HE 3alpaiiuBaTh
UHPOPMAIIMI0O O COCTOSHUU 3[0pOBBSI OOY4YaIOIIErocs, 3a HCKIIOUYEHHEM TeX
CBEJCHUH, KOTOpPbIE OTHOCATCA K BONPOCY O BO3MOXHOCTH IOJIyYECHHS
00pa30oBaTeIbHBIX YCIIYT.
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1.4. JIoKyMEHTBI U3 JINYHOTO JieJia 00y4YaroIUX WA UX KOIUUA MOTYT OBITh
BbIIaHBI TI0 TPEOOBAaHUIO YHNOJHOMOYEHHBIX OPTraHoOB, OQOPMIICHHOMY B
YCTAaHOBJICHHOM TMOpPSAKE, B TOM 4YHCJE: OpPraHoB MPOKYpaTypbl, JO3HAHUS,
CJIEJICTBUS U CY/a, aBOKATYPbl, MUTPALIMOHHON CITy>KOBI U IPYTHUX.

3anpammBaemas ~— MHpoOpManus — [peAoCTaBisieTcs B 00beMe,  HE
IpEeBBILIAIOIIEM 00bEM 3allpalliiBaeMON HHPOPMAIIH.

3anpammBaemass “UHGOpPMALUA MOXKET OBITh MPEIOCTaBIIEHA TOJBKO TMOCHE

IIOJIy4EHUSI COOTBETCTBYIOILErO pa3peleHus ot aupexkropa Komremxka.

[Ipu 3TOM B 1€710 PUKIAABIBAETCS KOMUS BBIIABAEMOTO IOKYMEHTA.

1.5. Jluma, BUHOBHBIE B HApYUICHUH HOPM, PETYIUPYIOIIUX TOJy4YECHHE,
o0pabOTKy M  3alUTy TNEPCOHANBHBIX  JAHHBIX  OOyYarolmuxcsi, HECYT
JACLHUIUIMHAPDHYKD M aJMUHUCTPAaTUBHYK)  OTBETCTBEHHOCTh B  MOPSIKE,
YCTAHOBJICHHOM (peiepaibHBIMU 3aKOHAMU.

OTBETCTBEHHOCTH 3a COOJIIOICHUE YCTAHOBIEHHBIX HacToAMUM [lonoxxkeHrem
TpeOOBaHUI TaKkKe BO3JIAraeTCsl HA PYKOBOAUTENECH CTPYKTYPHBIX MOAPa3ACICHUM.

2. CocraB AOKYMEHTOB JINYHOI'0 A€Jia

2.1. Jlu4yHOE HEN0 COBOKYMHOCTHh JOKYMEHTOB, COJIEPX AIIMX CBEACHUS 00
abutypuenTe uiau ooydaromniemes Komnemka. Kaxnoe maunoe neno hopmMupyercs B
OTACJILHOM TIarKe.

2.2. B cocra nm4HOrOo jema oOOydYarIIerocs BXOMIT CICIYIONTHE
JTIOKYMEHTBI:

-OITUCH JOKYMEHTOB, HAXOIAIIUXCS B TMYHOM JI€JI€ CTY/ICHTA,

-3as1BJICHUE HA UMs JUpekTopa o npueMe B Komnemxk;

-KOTHS IOKYMEHTA, yI0CTOBEPSIONIETO JTMYHOCTb;

-xormss CHUJIC;

-xoruss MHH;

-TOKyMEHT 00 00pa30BaHUM TOCYAAPCTBEHHOTO 00pa3na (MOUIMHHUK U
KOIIHUSI, 3aBEPCHHAS CEKpPeTapeM MMPUEMHON KOMHUCCHH);

-doTtorpaduu pazmepom 3x4;

-MEUIIMHCKAs CIIpaBKa 00y4aromerocs;

-corjacue Ha 00paboTKy MEePCOHANIbHBIX JaHHBIX;

-COTJIaCHE POJUTEIICH Ha MPUBJICYCHUE PEOCHKA K OOIIECTBEHHO-TIOJIC3HOMY
TPYIy, HE IPEAYCMOTPEHHOMY 00pa30BaTeIbHOM MPOrPaMMON;

-coryiacue 00ydJaromerocs Ha TPHUBJICUYCHHE K OOIIECTBEHHO-TIOJIE3HOMY
TPYIy, HEe IPEAYCMOTPEHHOMY 00pa30BaTeIbHON MPOrPaMMON;
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-KOTIMM TIPUKA30B OO0 OTYMUCIECHUH, BOCCTAHOBJICHUHM, CMEHE (HaMuIInH,
MPEIOCTABICHUN aKaJEMUYECKOTO OTIyCKa, IepeBOJEC Ha WHIWBUIYyaIbHBIN
y4eOHBIH TUIaH, OTHOCSIIHUECS K TAHHOMY CTYJICHTY;
-aKaJIeMUYEeCKUe  CIPaBKH, BBbIJIAHHbIE JPYTUMH  00pa3oBaTEIbHBIMU
YUPEKICHUSIMU;
-3a4eTHasl KHWKKa (BKJIaAbIBAETCS MPU OTYHCICHUN);
-00XO0/THOM JIUCT (BKJIABIBACTCS MPU OTYUCIICHUN);
-CTYyJICHUECKUI OumeT (BKJIaIbIBACTCS IIPU OTUUCIICHUH ),
-KOTIAs JWIJIOMa ¥ TPWIOKEHHS K HeMmy, BblgaHHble Kosiemkem
(BKJIabIBAETCS IPU OTUYHUCIICHUN );
-UHAUBUIyabHBIM  yuyeOHbIH TaH (B ciyyae  OoOydeHHUs 1O
WHANBUIYAILHOMY Y9€OHOMY TIIIaHy);
-pacmucka o BblJjadye JIOKYMEHTOB (BKJIAbIBACTCS MPU OTUUCIICHUN).
2.3. llpu 3aBepeHnH KOMHUIl JTOKYMEHTOB, MPHOOIIAEMbIX B JTUYHOE JETIO,
BBITIOJHSETCS 3aBepUTeIbHas HaaAnuch: «Komus BepHay.

3. @opmupoBaHue JUYHBIX €]

3.1. Ha kaxnoro mnocrynatromero B Komnemx B IlpuemMHONM kKommccuun
3aBOJUTCS JIMYHOE JeNI0 abuTypueHTa. AGUTYPUEHTY BbIIA€TCS paclucka O mpueme
JOKYMEHTOB C YKa3aHUEM ITOJIHOTO MTEPEYHSI BCEX CIAHHBIX UM JOKYMEHTOB.

3.2. OTBETCTBEHHOCTh 3a (OPMHPOBAHWE U BEICHHUE JIMYHBIX JeI
aOUTYypHUEHTOB BO3JIaraeTcsi Ha OTBETCTBEHHOTO cekpeTraps IpuemMHol Komuccuu.

3.3. JluuHble Jena 3a4vMCICHHBIX aOutypueHtoB IIpuemHas Komwmccus
nepeaeT B ydeOHYHO 4acTh.

3.4. IIpu 3a4ncCIIEHNH CTYJIEHTA, B TOM YHCIIE B OPSJIKE NTEPEBOJA U3 IPYTOro
00pa3oBaTeNBLHOTO YUPEKICHUSA, €T0 JIMUYHOE J1eJ0 (HopMUpYEeTCss yueOHOM YacThIo,
B KOTOPOM JIOTMIOJHUTENBHO JOJDKHBI OBITh MPEIYCMOTPEHBI  CIEAYIOLIUE
JIOKYMEHTHI:

-aKaJileMU4ecKas CHpaBKa, BbIJaHHAs 0OO0pa30BaTENbHBIM YUPEKJICHUEM, B
KOTOPOM CTYJIEHT oOydJaJics paHee, C yKa3aHUeM HoMepa nprka3a 00 OTYHCIICHUN;

-UHAMBUAYAJIbHBIM y4yeOHBIM TUTaH JJI1  JIMKBUJALUMU  aKaJeMUYEeCKON
3aJI0JDKEHHOCTH (TIPU HATMYMK Pa3HUIBI B yU€OHBIX IJIaHAX).

3.5. JInynble fena (¢ KONUSMU JOKYMEHTOB) a0UTYpUEHTOB, HE 3aUHCICHHBIX
B YHCJIO CTYJEHTOB, XpaHITCA B TeueHue |1 mecsaua B IIpuemMHON KOommuccun, nanee
pachOopMUPOBBIBAIOTCSA U YHUUYTOKAIOTCS.

4. Benenne JJUYHBIX /IeJ1 B IEPUO/I 00yUeHM I
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4.1. Bo BpeMs o00y4eHHs OTBETCTBEHHOCTh 3a BEJCHUE JUYHBIX €T
BO3JIaraeTcsl Ha cekpeTrapsi yueOHOM 4acTH, B JOKHOCTHBIE 00S13aHHOCTH KOTOPOTO
BXOJIUT paboTa C JINYHBIMU JICTIAMHU.

4.2. JIuuHOMY Jiey, CTy/IEHUYECKOMY OMJIETY U 3a4ETHOM KHMXKKE CTyJEHTa
IPUCBAMBAETCS OJMH M TOT K€ YyHHU(UIMpoBaHHbIA Howmep. llpu nomyueHuu
CTYJCHUECKOTO OWjieTa M 3aU€THOW KHIKKM CTYJEHT pacnuchiBaercsa B JKypHane
pEerucTpalyy BBIIAHHBIX JIOKYMEHTOB. B ciywyae yTpaTel cTyJaeHYecKoro oOwiera
WIM 3a4€THOM KHWKKH CTYJAEHTY BBIJIA€TCd HOBBIA JOKYMEHT C OTMETKOU
«yOIMKaT», KOTOPBIA COXpAHSIET MOPAIKOBBIM HOMEP YTEPSHHOTO.

IIpu oTuncnenun crynenta u3 Komnemka cTyneHdyeckuil OmieTr W 3ayeTHast
KHWKKA CAAIOTCS B Y4EOHYIO 4acTh JJis IPUOOILEHUS B IUYHOE JIEIO.

4.3. Ilpm mepeBome cryaeHTta BHYTpH Kommemka ¢ OAHOH OCHOBHOM
oOpa3oBaTenbHOl mporpaMmbl, (GOpMbl 00yYeHUSI HA APYTYyI0, CMEHE (paMUINHU U
WIM JIPYTUX U3MEHEHMSX CTYACHTY COXpAHSAETCA 3a4€THAsl KHUXKKA, B KOTOPYIO
BHOCSITCS COOTBETCTBYIOIIME HWCIIPABIICHUS, 3aBEPEHHBIC MOIIKCHIO JHPEKTOpa
Konnenxa u nevarsto. Ha ocHOBaHMM npuKa3a o MEpEeBOJE C OYHOIO Ha 3a0YHOTO
oOydeHHe WA HA00OpOT JIMYHOE JEJIO CTYJEHTa B HEAENbHBIN CPOK MepenaeTcs ¢
yKa3aHUEM BCEro MEepeyHsl UMEIOIIMXCS B HEM JOKYMEHTOB.

44, Tlpu BOCCTAaHOBJIEHUM CTyAE€HTa, OT4YHCiIeHHOTO wu3 Komemka,
MPOJIOJKAETCA BEACHHUE JIMYHOTO Jiena, cPOpMUPOBAHHOrO paHee. B nnuHoe aeno
CTYJEHTa BKJIIOYAETCS 3asBJICHHE HA BOCCTAHOBJIIEHHE C BHU30H 3aMECTUTEIS
JUPEKTOpa 1Mo yuyeOHoU padoTe, KOs MPUKa3a O BOCCTAHOBJICHUH, HOBBIN JJOTOBOP
Ha OKa3aHue oOpa30BaTENbHBIX YCIAYr, HWHAWBUAYAJIbHBIM Y4e€OHBIM IJIaH IO
JUKBUIALMK pa3HUIBl B y4eOHBIX MaHax. CTylIEeHTY BbIAAETCS 3a4eTHas KHUXKKA,
MMEIOIASICS B JINYHOM JIETIE.

5. XpaHeHue JUYHBIX JeJ1

5.1. B mepuog noctymieHus u o0y4yeHus cryaenrta B Kosiemke ero auunoe
JIeN0 XpaHUTCs B ydeOHOW yacT. JlocTynm K JMYHBIM JellaM WMEIOT TOJIBKO
YIOJHOMOYEHHbIE pA0OTHUKHU.

5.2. IlpaBo poctynma K JOKyMEHTaM JIMYHOTO Jejla CTYJIEeHTa HMEIOT
JTUPEKTOP, 3aMECTUTENIN AUPEKTOPa, 3aBEAYIOLIME OTACIICHUSMHU, OTBETCTBECHHBIN
CEeKpeTapb TPHEMHOW KOMHUCCHH, 3aBEAYIOMUNA Y4eOHOW 4YacThiO, CEKpeTaph
y4eOHOM 4acTH U KypaTOphl TPYIIII.

5.3. B cnydae yTparhl/OpYM JIMYHOTO Jiejia MO KAKUM-JIMOO MpUYUMHAM,
pabOTHUKOM, OTBETCTBEHHBIM 32 palOTy C JIMYHBIMH JI€JaMH, COCTaBISIETCS akT 00
yTepe/mopyu JUYHOTO Aesia 1 POPMHUPYETCSI HOBOE TUYHOE JIETIO.
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5.4. 3akmouMTelbHYI0 pabOTy MO BEACHUIO JIMYHBIX JIeJl CTYACHTOB,
OTYHCJICHHBIX JO OKOHYAHHS HOPMaTUBHOTO cpoka oOydenwmss B Komremxe,
MIPOU3BOANT YUeOHAs 4aCTh, BBITIOIHSS CICAYIOIINE ONepaIiu:

-MIOJIIIMBKY (BJIOKEHHUE) B JIMYHOE JIEJIO CIEAYIOMINX JOKYMEHTOB:

-KOTIHIO TIPHKa3a 00 OTYUCIICHUHY;

-KOTIMIO aKaJIEMUYECKON CITPABKH;

-o(popMIICHHBIN 00XOTHOM JIUCT;

-3a4ETHYIO KHUXKKY;

-CTYJICHUECKHUI OUJIeT;

-BBIJIaYy JIOKYMEHTAa TOCyJapCTBEHHOro oOpasma o0 oOpa3oBaHuH,
IPEICTaBIICHHOTO TMpU MocTymieHnd B Komiemk, moja MOANUCh CTYACHTa C
COXpaHEHUEM B JIMYHOM JIEJI€ KOIMH JTAHHOTO JOKYMEHTA,

-3aKpBITHE (B TOM YHCJIC TTOAMIMBKA) JIMYHOTO JIETIa; -

-XpaHEHWe JIMYHOTO JIeNa 710 iepeaayn ero B apxus Komnemxka;

-Tiepeavy JHIHBIX e B apxuB Kosmiemxka.

5.5. 3akimouuTenbHyl0 paboTy MO BEACHUIO JMYHBIX JIeJT CTYJICHTOB,
OTUYUCJICHHBIX B CBsi3U C OKOH4YaHWeM Kouemka, mpou3BOAUT y4ueOHasi 4acThb,
BBITIOJIHSAS CIIEYIOIIHNE ONepaIiu:

-TIOJIIIUBKY (BJIOYKEHUE) B JIMYHOE JCJIO JJIOKYMEHTOB B CBSI3U C OTUHCIICHUEM:

-KOTIMIIO TUTIOMA C TIPHIIOKCHHUEM;

-o(popMIICeHHBIN 00XOTHOM JIUCT;

-3a4CTHYIO KHUXKKY;

-CTYJICHUECKHUI OUJIeT;

-BBINMKUCKY U3 TIPUKA3a 00 OTYUCIICHUH B CBSI3U C OKOHYAHHUEM;

-BBIJIaYy JIOKYMEHTAa TOCyAapCTBEHHOro oOpasima o0 oOpa3oBaHuH,
MPEACTABICHHOTO TNpu mnoctymieand B Komemk, moja MOAMUCH CTyIEHTa C
COXpaHCHUEM B JIMYHOM JIEJI€ KOIMH TAHHOTO JOKYMCHTA,

-XpaHEHWe JIMYHOTO JieNa 70 Tiepenadn ero B apxuB Komremxka;

-Tiepeaavy JHYHBIX e B apxuB Kosiemka.

5.6. JInunbIe nena cTyACHTOB, OTYMCIICHHBIX U3 Kosutemka, mepenarorcs Ha

xpaHeHue B apxuB Komtemxka.
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