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1 OBJACTH IPUMEHEHUSA

Tlonoxenue 0 TMYHOM Jeie OPIMHATOPA, ACHHPAHTA ONPEENSeT NOpATOK OPMHPOBAHKS, BeICHAS,
XpaHeHUs JIMYHBIX JeN OpAuHaTopoB, acmupantoB B OI'BY «HMMUIL] kapanonorumw» Munsapasa Poccuu
(nanee - yupexieHue).

2 HOPMATHUBHBIE CCBIJIKH

Hacrosiiee nonoxenne paspaboTaHo B COOTBETCTBHHE C HOPMATHBHBIMHU JOKYMEHTAMM:

- ®ezepanbubli 3ak0H o1 29.12.2012 r. Ne 273-®3 «O6 ob6pasosanun B Poccuiickoit Deneparmm».

- Tlpuxaz Munucrepcrpa o6pasoBanus 1 Hayku Poccuiickoit ®eneparmu ot 12.01.2017 Ne 13 «06
yreepxzaennn [lopsanka npuema Ha o6yuenue mo o6pa3oBaTelbHBIM IPOrPaMMaM BBICHIEr0 06pa3oBaHuUs -
[porpaMMam MoATrOTOBKM Hay4HO-NEAarornyecKuX KaJpoB B acClUPaHTYpe.

- Ilpukas MunmucrepcTBa obpazoBanus u Hayku Poccuiickoit ®enepamun ot 11.05.2017 Ne 212H
«O6 yreepxnenuu [lopsnka npuema Ha oOydeHHe MO 06Gpa30BaTeNbHEIM MPOTPAMMAM  BBICIIENO
o0pazoBaHus - IpPOrpamMMaM OPIHHATYPEDY.

3 OBIIHE INOJIOXEHUS

3.1 ©opmMupoBaHHE TMYHBIX Jell OpAHHATOPOB, ACIHPAHTOB MPOM3BOJUTCH B OTJENE BBICIIETO H
JOTIOJIHUTEIbHOTO TpodeccHoHaNBHOTO 00pazoBanus. Bejienue, yueT u XpaneHue TMYHEIX €]l OPIMHATOPOB
ocymecTBiseTcs pabOTHHKaMHu OTAETA.

3.2 Kaxelif opAMHATOD, 4CIIUPAHT B OTHOIIEHHH CBOETO JIMYHOTO Jejia HMEET IIPABO:

- CBOOOIHOIO JIOCTYNA K CBOMM IEPCOHANBHEIM JaHHBIM, COJNEPKALIMMCA B JIMYHOM JIEJIe;

- TpeboBaTh UCKIIOYEHHs UM HCTIPABICHHS HEBEPHBIX MM HEMOIHBIX JAHHBIX, BHECEHHBIX B €ro
JIUYHOE JIeJIO.

4 ®OPMUPOBAHHE JAYHOT'O JEJIA B OTAEJIE BBICHIEI'O 141
JAOMMOJHUTEJBHOTI'O HNPO®ECCHOHAJIBHOI'O OBPA30OBAHHUA 110 TIPHEMY
HNOCTYHNAIOIIHUX B COCTAB OPIUHATOPOB, ACITMIPAHTOB

4.1 TlppeM JOKYMEHTOB OT MOCTYHAIOIMX B COCTAB OPAMHATOPOB, aCHHPAHTOB IIPOBOJMTCS B
COOTBETCTBHH C JICHCTBYIOINMMH IpaBHJIaMH INpPHEMa B OpPAMHATYDY, aClHPAHTYPy HA OYEpEeIHOH roj H
TIOJI0KEHHEM O IIPHEMHOH KOMHCCHH.

4.2 JlayHoe N€N0 3aBOJMTCS Ha KaXIOro MOCTYMNAIOWMEro B OPAHHATYPY, aCIMPAHTYPy H JOJIDKHO
cozepKaTh BCE CHAHHBIC UM JOKyMeHTHL. [locTymaromemy BbiaeTca pacnmcka O HmpHeMe JOKYMEHTOB ¢
YKA3aHUEM IIOJIHOTO NEePEYHS BCEX CAAaHHBIX UM JJOKYMEHTOB.

43  OTBeTcTBEeHHOCTH 3a HOPMHPOBaHHE H BEJCHHE JIMYHBIX Je]l MOCTYNAIONIMX BO3IaraeTcs Ha
OTBETCTBEHHOTO CCKPETAPA KOMHCCHH 110 IIPHEMY [IOCTYNAOIHUX B COCTAB OPAMHATOPOB, aCIUPAHTOB.

4.4 Cocrap JI0KYMEHTOB JHYHOIO JeJia OCTYNANIEro B OPAHHATYPY:

4.4.1 onuch MMYHOrO JIeNa MOCTYIAMOIIErO;

4.4.2 3asBleHHE MOCTYNAIOLIETO O NIPHEME Ha OOYHYEHHE II0 IIPOrpamMMe OpAMHATYPHI,

4.4.3 KONHHM BCEX 3alOJHEHHBIX CTPAHHI JOKYMEHTa, YAOCTOBEPSIOUIETO JHYHOCTh U TPaKIAHCTBO
[IOCTYIAKOUIEro;

4.4.4 npu cmene GaMHUIHH NPEJOCTABIAIOTCS KOITHH CBHAETENBCTBA O Gpake ¥ (MIIH) O PACTOPKEHHH
Opaka, 0 cMeHe (haMHUITIH;

4.4.5 xonus JOKYMEHTa O MpeAblayIieM oOpa3oBaHHH (JIMUILIOM O BRICIIEM 0Opa3OBaHUH);

4.4.6 xonmuM OUIUIOMA 00 OKOHYAHWH HHTEPHATYPHI MJIH OPJHHATYPHI, CepPTH(UKAT CIEHATHCTA,
CBHIETENLCTBO 00 aKKpeJUTALMK CIENHANNCTa UK BBITHCKA W3 HTOTOBOTO 3aCe/laHusl AKKPEAUTAlHOHHOMH
KOMHCCHH O IPH3HAHHH MOCTYIAIOIIET0 MPOLIeIIHM aKKPEIHTAlHIO ClieHanicTa (IpH HaIHInK);

4.4.7 xonus BoeHHOTO OMieTa (MpU HATHYHH);

4.4.8 4 pororpapun popmara 4x6;

449 xonuu JOKYMEHTOB, CBHIAETEILCTBYIOMINX 00 HHIHBH/YATBHBIX JOCTHXECHHIX,

4.4.10 pe3ynbTaThl BCTYNHTEIBHBIX HCTIBITAHHH;

44.11 xomug DOroBopa o lieJIeBOM 00yUYeHHH,

4.4.12 KomMs HOKyMEHTa, MNOATBEPHKIAIOIIEr0 OrPaHUYEHHBIE BO3MOMKHOCTH 3H0pOBbA (TIpH
HeoOX0MMOCTH CO3/1aHHs CTICIHATBHEIX YCIOBHIH MIPH IPOBEACHHH BCTYITHTEIBHbIX HCIIBITAH ).



4.4.13 asrobuorpadus (MHIIETCA OT PYKH);

4.4.14 xapaxkTepHCTHKA (C IOCITEIHETO MeCTa yueObl Ml paboThI);

4.4.15 3asBiieHHE Ha ANEULIIHIO (IIPH HATHYMH);

4.4.16 npoToKkon 3acelaHNs aANEIIALHOHHON KOMICCHHA (TIPH HATHYHH);

4.4.17 BBIIMCKa M3 PELICHHS aNE/ULIIHOHHON KOMHCCHM HMJIM akTa 00 HCIIPaBIEHHH Pe3ylbTaToR
9K3aMeHa (MpH HAJIMYHK);

4.4.18 ppIUCKa H3 NPHKA3a O 3aYHCIICHHH;

4.4.19 cormacue mocrynaromero Ha 06paboTKy ero nepcoHaIbHEIX JaHHbIX.

4.5 Cocras J0KYMEHTOB JIHYHOTO Ie/1a MOCTYNAIONIEro B ACHUPAHTYPY:

4.5.1 omHCh IMYHOTO JieNia MOCTYIIAIIETO;

4.5.2 zagBleHHe IIOCTYNAIONIEr0o O TNpHeMe Ha oO0ydeHuWe [0 NporpaMMaM IOATOTOBKH
Hay4HO-NEarOTHYECKUX KaJIpOB B aCHIHPAHTYPE;

4.5.3 anKeTa/TMYHBIH JHMCTOK IOCTYNAOIEro (IpH cMeHe (aMHINKM TPeNOoCTABIAIOTCS KOMHH
CBHJIETENLCTBA O Opake u (HJIH) 0 pacTop:keHHH Opaka, 0 cMeHe (haMuIuK);

5.5.4. xonud JOKyMeHTa (IOKyMEHTOR), YZIOCTOBEPAIONIETO INYHOCTh ¥ IPakIAHCTBO;

5.5.5 OpHrHHaJ MM KONMA JOKYMeHTa 00 00pasoBaHHH M O KBAIM(DUKALMH, YIOCTOBEPAIOIMH
00pa3zoBaHHe COOTBETCTBYIOIIETO YPOBHS;

5.5.6 3akmoyYeHAe 00 SKBHBAICHTHOCTH 00pa30BaHus (/11 HHOCTPAHHBIX IPaXKIaH);

5.5.7 2 ¢ororpaduu pazmepom 3x4 cMm;

5.5.8 MOKyMEHTBI, CBHIETEILCTBYIOIIHE 00 HMHIMBHAYAILHBIX JOCTHXKEHHAX (aHHOTALMA
JMCCepTalMy Ha COMCKaHWe YYeHOH CTeNeHn KaHAuIaTa HayK; 3aK/IloYeHHe HAyYHOIO PYKOBOIUTES; KOTTHH
craTedfl M MHBIC JOKYMEHTBI, NOATBEPKAAIOIIME HHIMBHIYATbHbIE NOCTHKEHHS MOCTYNAOUIEro) MpH
HaJTH9HH;

5.5.9 NOKyMeHTBI, NOATBEPXKJAIOIHE OTrPaHHYCHHBIC BO3MOXHOCTH 3/I0pOBbs, Tpelyrolue
CO3JlaHHA YKa3aHHBIX YCJIOBHH (NIpH HEOOXOAMMOCTH CO3JAaHHUA CHEIMATbHBIX YCIOBHH HpH IPOBEACHHU
BCTYNHUTEILHBIX HCIIBITAHUH );

5.5.10 mpoTOKONmBI TIpHeMa BCTYHNHTEIBHBIX MCHOBITAHHH (B Cllydae M3MEHEHHS OLEHKH
aneIAIHOHHON KOMHCCHEH B MPOTOKON JOJKHEI OBITH BHECEHBI JOTOJHHTEIBHBIE 3aIHCH 3a TOANHCHIO
npejiceaarens KOMHCCHM, MPOTOKOJ 3aBepsAeTcs MONNHCHIO OTBETCTBEHHOIO CEKpeTaps MOAKOMHCCHH T10
[IPHEMY B COCTAB ACIIMPAHTOB U NEYATHIO IPHEMHOH KOMHCCHH);

5.5.11 nHCTBI YCTHBIX OTBETOB; 3ajBJICHUE HA aNEIUBILHUIO (TIPA HAIHYHH);

5.5.12 mpoTokoJ 3acenaHys ane/UIIIHOHHON KOMUCCHH (TIPH HAJIHYHH);

5.5.13 BBINHMCKA M3 pellleHUs aleUISIHOHHON KOMHCCHH WJIM aKTa 00 HCIPABICHHH DE3YJIbTaTOB
3K3aMeH4,

5.5.14 xonus noroeopa 06 OKa3aHMM IUIATHBIX 00pa30BaTENbHEIX YCIYT (IIPH HATHYHH);

5.5.15 BLIIMCKa W3 TPUKa3a O 3a4YMCIEHUH B COCTAB ACMUPAaHTOB YHHBEPCHTETA 110 TpOrpamme
MIOJIrOTOBKH HAY4YHO-TIEJJarOTHYECKUX KaJIpOB B aCIIMpPaHTYpe;

5.5.16 uHBIE JOKYMEHTHI (IIPEACTABISIOTCS [0 YCMOTPEHMIO IOCTYNAIOIIETO).

4.6 JInunple gena (¢ KONUAMH JOKYMEHTOB) HE 3a4YHMC/IEHHBIX MOCTYNAOIINX XPAHITCS B IPHEMHOM
KOMHUCCHH 6 MECSILIEB, a 3aTeM YHUYTOXKAIOTCA B YCTAHOBICHHOM nopsake. [loanmuHaNKE HeBOCTPeOOBAHHBIX
JOKYMEHTOB 00 00pa3oBaHUH MOCHE H3BATHA U3 JIMYHBIX JIe) IepealoTCs Mo OMHMCH Ha XpaHeHHEe B apXHB.

4.7 OTBETCTBEHHOCTDH 3a COXPAHHOCTH JHYHBIX JeJ MOCTYHAIOMINUX B NMPHEMHON KOMHCCHHM HECeT
OTBETCTBEHHBIH CEKpeTaph KOMHCCHH I10 IIPHEMY MOCTYNAIONIUX B COCTAB OPIHHATOPOB, ACITHPAHTOB.

4.8 Ilo oxoHyaHuu pabOTHEI MPHEMHOH KOMHCCHH JIHYHBIE Jefa OpPAMHATOPOB MEepeNaloTcs B OTAE
OpAMHATYPBL, aCIHPAHTOB - B OTJIEJI aCIIMPAaHTYPhl H JIOKTOPAHTYPhI B CTPOTOM COOTBETCTBHH C IPHKA3AMH O
3aYUCIICHHH.

4.9 Jluunble gena, copMUPOBaHHBIE C HAPYIIEHHEM HACTOMAIIETO TOJOMKEHHS, BO3BPAINAIOTCS B
MPHEMHYIO KOMHCCHIO Ui opabotku. [locne ycTpaHeHHs HEJJOCTATKOB B 3-X JHEBHBIA CPOK IpHEMHas
KOMHCCHS BoO3Bpaiaer cQoOpMHpOBaHHBIE JIMYHBIE Jiefla B OTAENT BBICHIEr0 H JAOMOJHHTEIBHOIO
npoQeCcCHOHATBHOT0 00pa30BaHuUA .



S TOPANOK @®OPMHUPOBAHMA, BEJIEHHMA W VYETA JIMYHBIX JEJ
OPAVUHATOPOB, ACIIMPAHTOB

5.1 Jlmanoe nieno BesieTes B TeYeHHe BCEro HEpHOAa 00ydeH s OpIHHATOPA, 4CIMpaHTa 710 MOMEHTa
€ro OTYHUCJICHHSA B CBA3H C OKOHYaHWeM 00ydeHus (OO MO APYrHM OCHOBAaHHMSM), 3aTEM IEpENacTCs B
apPXUB.

5.2 Ha xakmoro opauHaTopa, acmapanTta GOpMHPYETCS OIHO THIHOE JEO0.

5.3 Bce 1OKyMEHTEI OpIHHATOPA, ACIIHPAHTA IOMELNAIOTCS BHYTPh JIMYHOTO eI,

5.4 Ha oOnoxke JM4YHOrO nena OpIMHATOPA, ACHHPAHTA MNPOCTABJSETCS NPHCBOGHHBIE eMy
PETHCTPaIMOHHbIH HOMep. Paspernaercs ykasplBaTh HOMEP TaKXKe Ha KOpEIIke Jena.

5.5 JIOKYMEHTEL, yKa3aHHbIe B IYHKTE 5 HACTOSALIErO TOI0KEHHS IOMEINAIOTCS B IMYHOE /10 HOCIIe
H3JIaHHA MPUKA3a PYKOBOJMTEIS YUPEXKACHHS O 3a4MCIIEHHH H MOAMIHBAIOTCA B MOCIEAYIONIEM B JTHYHOE
AENO BMECTe C BBIIMCKOM M3 TpPHKA3a DPYKOBOOMTENS YUPEXKICHHS O 3a4MCIEHHH B OpPAHHATYDY,
acnupaHTypy.

5.6 B npouecce BeneHHs THIHOTO JeNa OPJMHATOPA, ACHHPAHTA B HEFO TOMEIIAIOTCSL:

5.6.1 xomnus moroeopa 06 obpazoBaHuK Ha 00yYeHHE:

5.6.2 BBLIIMCKM U3 TIPHKA30B DYKOBOJMTENS YHPEKICHHH, KOTOPHIE H3JAr0TCA 3a BeCh MEpPHO
00y4eHHs MO JaHHOMY OpPJMHATOPY, aCHHPAHTY (O 3a4HCICHHH, OTYHCIECHHH, TIEPEBOJIE, MPEAOCTABICHHH
aKaJIeMMIECKOTr0 OTIMYCKa, O BBIXO/IE H3 AKAIEMHIECKOIO OTIYCKa, 00 H3MEHEHHH CPOKOB IIPOMEXKYTOYHOM
aTTecTalluH, O MOOIIPEHHH, O B3bICKAHHH, O CHHKEHHH OIUIATH 32 00y4YeHHe, O 3a4HCIIEHUE HA AUCIUIUTHHE
110 BBIOOpY H T.10.).

5.6.3 JMYHBIE 3a54BJICHHSA, COPABKH U APYTHE JOKYMEHTEI 33 BECh IIEPHOJI 00YUEeHHSL.

5.6.4 NOKYMEHTHI, KOTOpbie NOATBEPKIAIOT H3MEHEHHE HMEIONMXCS B Jelie CBeJeHHd o0b
opaMHaTope (KONHs CBHIETENBCTBA 0 Gpake, O mepeMeHe HMeHH, 00 HHBIX aKTaX rPasKIaHCKOTO COCTOSHHUA H
T.0.).

5.7 B nu4HOe J1eN10 BBITYCKHHKA MO0 OTYHCIEHHOTO 10 IPYTUM OCHOBAHHSM ITOMEINAIOTCS
TaKKe:

- KONHUH JUIIOMa 00 OKOHYaHHH OPJAMHATYPHI, aCIIHPAHTYPHI;

- Komus cepTH(HKaTa crenuaaucTa (o mporpaMMamM OpHHATYPHI).

5.8 B nuuHOE eno opAMHATOpA, aCHHpPaHTa He BKIOYalOTCS:

- HEHCITOJIHEHHBIE JOKYMEHTBL

- JIOKYMEHTBI, ITOJIIe)KaIIne BO3BPATY;

- IIOBTOPHBIC JOKYMEHTBI (JIMIIHAE YK3EMILIIPBI KOIHIT JOKYMEHTOB);

- YEPHOBBIE JOKYMEHTBL.

5.9 He pexe omnoro pasa B roJi IPOBOJHUTCS IUIAHOBAs IPOBEPKa HATHYHS IMYHBIX J€]T OPJAMHATOPOB,
acrUpaHTOB HAXOMAIAXCA HA TEKyIeM XpaHeHHH. BEIABICHHBIE B XO/€ MPOBEPKH HEIOCTATKH MOJJIEKAT
yCTpaHEHHIO paboTHHKAMH, OTBETCTBEHHBIMH 34 BEJIEHHE JINYHBIX JIE]I.

5.10 B ciyuae yTpaTel/TiopuH JHYHOTO Jela OpPAMHATOpA, aClHpPAHTA B MEPHOI €ro 00yYeHHs Mo
KaKUM-IM00 mNpHYMHaM, pabOTHMKOM OT[eNa BBICHIEr0 W JONOJHUTEIBHOTO NPO(ECcCHOHANBHOIO
00pa3oBaHus OTBETCTBEHHBIM 3a pabOoTy C JIMYHBIMH J€JIaMH, COCTABIACTCSA aKkT 00 yTepe/opyH JIMYHOro
nena u GopMHpPYETCS HOBOE JTMYHOE JEJI0 OPAHHATOPA, aclUpaHTa.

6 MOPSAIOK XPAHEHHS JIMYHBIX JTEJ OPJUHATOPOB, ACIIHPAHTOB

6.1 JInunsie nena OpaAHHATOPOB, ACIHPAHTOB JIOKHBI XPAHHTHCS B YCIOBHX, 00eCIeYHBAIONIMX HX
COXPaHHOCTE W MpeJOXPaHIIONHX 0T MOBPEKACHHH, BpEIHBIX BO3ACHCTBHI OKpyKalOWeH cpeipl (IIbUIH |
COJIHEYHOTO CBeTa) U MCKIIOYAIOIUX YTpaTy JOKYMEHTOB.

6.2 PanuonanbHOE pasMeIleHHe JHYHBIX el OpJHHATOPOB, acIIHPAHTOB IpearojaraeT Haluyue
HNOMELIeHUH, NPUTOAHBIX U XpaHEeHHs Jell, a TAKXkKe JOCTATOYHOTO YHC/Ia MCIPABHBIX CPEJICTB XPaHEHHUS
(ceion, mxados u ap.), 060pYAOBAHHBIX 3alIOPHBIMU YCTPOHCTBAMH.

6.3 B mporiecce onepaTHBHOIO XpaHEHUs JIMYHBIE Jella OPAMHATOPOB, ACHUPAHTOB Pa3MelaloTcs
OTAENbHO OT APYTHX JieJl B BEPTHKAIBHOM TIOJI0KeHHH. J[BepH (CTBOPKM M T.II.) CPEJICTB XpPaHEHHS CIENYyeT

JIEPIKATH 3aKPBITHIMH.
6.4 JlocTyn K cpeicTBaM XpaHEHWs JTHYHBIX JI€] OpAMHATOPOB, ACIMPAHTOB pa3pelnaeTcs TOIBKO



paboTHHKaM OT/ena BBICIIETO H JOTONHHTENBHOTO IpodeccHoHambHoro obpazosanus. JIuuHble jeia
OPAMHATOPOB, ACIMPAHTOB MOTYT BBIJABATECS BO BPEMEHHOE MONIB30BaHHE ¢ coOMOneHHeM TpeboBaHHH K
nepejade INEpPCOHANbHBIX JAHHBIX OpPIMHATOPOB, AaCMHMpPAHTOB. BHEmHMH 1nocTym K JIMYHBIM JeiaM
Op/IMHATOPOB, ACMUPAHTOB (MJIH M3BATHE M3 HHUX JOKYMEHTOR) JIOMYCKAKOTCS € MHCHhMEHHOTO paspelieHus
PYKOBOIOHUTENS YYPEKAEHHUS H TOJBKO CIEHHATBHO YIOJIHOMOYEHHBIM JIHLUAM TPH HAIHYHM Y HHX
COOTBETCTBYIOIIErO MMHCBMEHHOIO 3aMpoca.

6.5 Jlng KOHTpOJIA CBOEBPEMEHHOT0 BO3BpATa JIHYHBIX JIe]l OPAHHATOPOB, ACMHPAHTOB U TOKYMEHTOB
JleNa, BhIIAaHHBIX BO BpEMEHHOE I10JIb30BaHKe, BEIETCA JKYPHAT BbLIaYH BO BDEMEHHOE ITOJIb30BaHHE JTHYHBIX
Jlell OPIMHATOPOB, aCIUPAHTOB H JIOKYMEHTOB JINYHOIO Jelia.

6.6 BpemeHHOe MONb30BaHHE JTUYHBIM JEJIOM OPIWHATOPOB, aCIHPAHTOB (MPOCMOTP, BBIMUCKH H3
JIOKYMEHTOB, KOIHMPOBAHHWE NOKYMEHTOB M Op.) BHE IMOMEIIEHHH, B KOTOPBIX XpaHATCH JIMYHBIE AEna
OpPAMHATOPOB, aCIUPAHTOB, pa3peliaeTcs TOJBKO B HUCKIIOUHMTENbHBIX COy4asX (Ui NPUHATHUA PEILCHHH
PYKOBOJIUTEIISA YUPEHICHUS H T.IL.).

[lpp BpeMeHHOM TIOJIB30BAHWH JIMYHBIM [€JIOM OpIUHATOPOB, ACIIUPAHTOB HE JIONycKaeTcs
MPOM3BOJUTH KaKHe-IH00 HCIIpaBlIeHHs B paHee CHCTaHHBIX 3allHCAX, BHOCHTh HOBBIE 3allHCH, H3BIMATh M3
JUYHOTO Jlela UMEIoMMecs JOKYMEHTHI HIIH BKJIaABbIBAThL B HETO HOBBIE.

6.7 H3paTHe [OKYMEHTOB M3 IHYHOTO Jela OpIMHATOPOB, AacCHHUPAaHTOB IPOH3BOIUTCA
paGoOTHUKOM OTJIeNa BBICIIETO M JOTOIHHATENBHOrO NnpodeccHoHanpHOro oOpa3oBaHus., OTBETCTBEHHBIM 34
BeJIeHHe JIMYHBIX JeJ, IUIs BHEHNIHHX mNoTpebuTened - HCKIMOYHTENBHO MO NMUCEMEHHOMY paspelleHHIO
PYKOBOJMTENSA YUPEXKACHNS, U BHYTPEHHHX MOTPEOHTENEH - 10 THCEMEHHOMY Pa3speIeHHIO PYKOBOIUTELS
OTIeNa, B KOTOPOM XPaHATCS JIMYHBIE [ena.

B ciiyuyae BpeMEHHOrO HM3BATHA JOKYMEHTa BMECTO HEro BKJIAJBIBACTCH JMCT-3aMCHMTENb, NPH
H3BATHH JIOKYMEHTA IMOCTOSHHO - B JIMYHOM [ieJieé OpPAHHATOPOB, aclMPaHTOB BCerja JOJKHA OCTaBaThCH
KCEPOKOIIHS H3BATOI0 JOKYMEHTA.

Ha nucre-zameHuTeNle YKa3bIBAalOT, KaKoH JOKYMEHT, KOMY M Ha Kakoe Bpems BbigadH. [lo
BO3BpAlICHHH JOKYMEHTA B IO JIUCT-3aMEHUTENb YHHUTOXAETCs.

M3baTHE  JNOKYMEHTOB  JIMYHOTO  Jefa OpAMHATOPOB, AaclHpaHToB 1o  TpebOBaHHIO
NIPABOOXPAHHUTEIBHBIX M MHBIX YIOJHOMOYEHHBIX OpPraHOB IPOM3BOJMTCH 10 akTy. B nu4Hoe aeno
OpAMHATOPOB, ACMHPAHTOB MOMEIIAETCH] COOTBETCTBYIOLIMH aKT U KCEPOKOIHA H3BATOIO JOKYMEHTA.

6.8 B cootBeTcTBHH € 3aKOHOaTeNbCTBOM Poccuiickoi ®Penepanuu opAMHATOP, aCHPAHT UMEET
NpaBo HAa MOJyYeHHE KONMHMH MOoOOro NOKYMEHTa, COJEep)KAallerocs B €ro JMYHOM Jene, Ha OCHOBaHHH
IIMCBMEHHOTO 3a4BJICHUSA Ha MM PYKOBOAMTENA yupexaeHusa. Konuu JOKyMEHTOB JO/KHBI OBITH 3aBEPEHBI
HaAneXKauM o6pa3oM M NMpeaocTaBIsThea 0€3B03ME3IHO B TEUEHHE TPeX IHEH CO IHS MOoJaud 3asBIeHUS
cpoxoM Ha |0 kaneHgapHBIX JHEH Uit OPJAMHATOPOR, aCIHPAHTOB.

6.9 Ilpu oTuHCNEeHHH OpPIMHATOPA, ACIIHPAHTA B CBA3H C OKOHYaHHEM OOYYEHHS B YUPEKICHHH €ro
JHYHOE JIEJI0 XPAaHUTCA 1O MeCTY (DOPMHPOBAHHA, OTAENBHO OT JMYHBIX Jen Apyrux oOydaromuxcs H
nepesaeTcsa Ha apXMBHOE XPaHEHUE B TEYEHHE o/l 10Cie BhIJIa4H IUIIIIOMORB.

7 NEPEJAYA JTHYHBIX JEJ HA XPAHEHHE B APXWUB

7.1 OdopmieHde MUYHBIX Je/1 OPAMHATOPOB, aCIHUPAHTOB, NEPEJAaBAEMBIX B apXHB YUPEKICHHS,
OCYUIECTBIISIETCS COTPYJHMKAMHU OTHENa BRICUIEr0O M JONOJHUTENBHOTO npodeccronatsnoro obpasoBanus,
OTBETCTBEHHBLIMH 32 MOATOTOBKY JIMYHBIX €T K apXUBHOMY XPaHEHHUIO, H BKITIOYAET B ceOs:

- MOMIUMBKY HIIM NIE€PENeT Jena;

- HYMEpAaLHIO JHCTOB JIeNa,;

- BHeCeHHE HEOOXONUMBIX YTOUHEHMHl B pPEKBH3UTHI O0OMOXKKM Jena (YyTOUHEHHE Ha3BaHMA
VHUBEPCHUTETA, KpallHUX J1aT Jielia, 3aroJioBka aena), 1mubo odopmieHue o0JI0NKKH Jena.

7.2 JloKyMeHTBI, OCTAIOUIMECS B JieNie, JOJIKHBI COIepKaTh BCe HEOOXOMHUMBIE DPEKBH3UTHI
(moamucH, eyaTy, WTAMIIBL, IaThl, HOMEpa).

7.3 JloxyMeHTBI, COCTaBIAIOLINE IMYHBIE JIe7la OPJAUHATOPOB, ACIIUPAHTOB, NIEPEIJIETAIOTCS C YIETOM
BO3MOXHOCTH CBOOOHOTO YTEHHS TEKCTa BCEX IOKYMEHTOB, 1aT, BU3 U pe3oJitoiuii Ha HuX. [Ipu noaroroske
JIe]l K IeperieTy MeTaJUIHYeCKHe CKpeIuieHus (OyIaBKH, CKPENKH) U3 JOKYMEHTOB YAAIAI0TCA.

7.4 Bce MHCTHI THYHBIX €T OPAWHATOPOB, ACIHPAHTOB HyMepyIoTcs apabckumu nubpamMy BalIoBOH



(mopsaKoBOH) HyMepaluel B IpaBOM BePXHEM YIIIy JIHCTA NPOCTHIM KAPAHIAIIOM Ml HYMEPaTopOM.

JIuct ¢ Harnyxo HakJIeeHHBIMH JJOKyMeHTaMH ((poTorpaduaMu, BEIMHCKAME H T.II.) HYMEPYETCs Kak
OfiuH nUCT. Ecim K JOKYMEHTY MOAKIESHB! OMHEM KpaeM ApYrHe JOKYMEHTHI (BCTABKH TEKCTA, BBIPE3KH H
T.1.), TO K&XKBIH JOKYMEHT HYMEPYETCS OTAEIBHO.

ITonqmuteie B €10 KOHBEPTHI C BIOKEHUSAMH HYMEDYIOTCS; TPH 3TOM BHadale HYMEpYeTCs cam
KOHBEpT, a 3aTeM O4YepeJHBEIM HOMEPOM Kaxk/I0e BIOKEHHE B HEM.

7.5 Ilepenaya JNHYHBIX A€ OPAMHATOPOB, AaCHPAaHTOB B apXHB OCYIIECTBIAETCA IO MPABHIIAM
nepesiady 1€l Ha apXUBHOE XPaHEHHE.

7.6 Tlpuem KaxA0To JTHYHOTO JeNa MPOU3BOJKTCS COTPYIHHKOM apXHBa B IPHCYTCTBHH paGOTHHKA,
Hepeaoero JMYHbIe Jiefa.

7.7 Jluunble nena OpIMHATOPOB, ACHUPAHTOB HAXOAWTCH HA XPAaHEHHH B apXHBE YYPEIKICHUS B
TEYEHHE YCTaHOBJIEHHOTO CPOKA.

8 BBIJAYA JIMYHBIX JEJI U3 APXHUBA BO BPEMEHHOE ITOJIb3OBAHUE

8.1. Jluunble nena BBIJAIOTCA BO BPEMEHHOE IMOJB30BAHHE CTPYKTYPHBIM MHOApPA3AC/ICHHAM
yYpexIeHUs (HanpuMep, sl M3rOTOBJICHHS aKaJeMHYeCKOH CIIPaBKH) Ha CPOK JI0 3-X JHEH.

ITpoanenue ycTaHOBIEHHOIO CPOKA BBIIAYH €/ BO BPEMEHHOE ITOJIB30BAaHUE JAOMYCKAETCA B OCOOBIX
CIIyYasX ¢ paspellieHHs PYKOBOJUTENS YUPEKACHUSA C OTKPENUTENBHBIM MACBMEHHBIM MOATBEPKACHHEM O
coxpanHoctH Jena. COCTOSHME [ell, BO3BpallaéMbIX B ApXHB IIOCNE HCIOIb30BAaHMSA, JO/DKHO OBITH
MIPOBEPEHO B MPHUCYTCTBHH JIHIIA, BO3BPAIIAIOIIETO JETI0.

8.2 Ilpu nepeMeleHHHM JHYHBIX €]l 3@ IMpEIENaMH apXHMBa JOJDKHBI COOMIOJATBECS MeEphI
MPEIOCTOPOKHOCTH, HAIEXHO 0becIieunBaroIie COXPAaHHOCTD JINYHBIX JIe.

9 XPAHEHME

Hacrosimuii JOKYMEHT XpaHHTCS B OTAENE BBICHIETO H JAOMOIHHTENBHOrO NpoeCCHOHATBLHOTO
obpa3zoBaHHus.

HacTtosinee nonoxeHHE:

Paspaborano:
PykoBoauTens OTAeNa BRICIIETO H
JOTIOTHUTEIBHOTO NpodeccHoHaNbHOro 00pa3oBaHus

C.B. Ulaxumxanosa

CornacoBaHo:

HaualbHHK OT/ie)Ia [IPpaBoOBOIo o0ecneueHus
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