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1. ObnacTh NpUMeHeHHs H 001IHe MOJI0KEeHHS

1.1. ITonoxenue o nopsake GOpMUPOBaHUS, BeEHHU, XPAaHEHUsT JTHYHBIX JEN
o0ydaroluxcsi ypOBHS CpelHero mpodeccHoHaIbEOTO 00pa3oBaHus (Hajee —
ITonoxeHue) ompenensieT MOPSNOK NOATOTOBKH, (OPMHPOBaHHS, OMOPMIIEHUS H
XpaHeHHs [JOKYMEHTOB, BXOMSIIMX B JIMYHOE Jel0 00ydarommxcs I
o0pa3oBaTeNbHBIM IIPOrpaMMaM CpefHero mpodeCcCHOHAIBHOTO 00pa3OBaHHS B
TeI'TY.

1.2. Hacrosiiuee IlonosxeHue o0s3aTeNbHO K NPHMEHEHHIO B CTPYKTYPHBIX
nozpasaenenusix TBI'TY, oTBeTcTBEHHBIX 3a (OpMHpOBaHUE, BeleHHE H XpaHEHHE
NU4YHBIX Aen obyuaromuxcs yposHst CITO: B npuemHoii komuccu, dhaxkyssrere CITO,
otnene kagpos (nanee — OK); apxuge.

2. HopmMaTHBHBIE CCHIKH

Hacrosiee Ilonoxxenue pa3paboTaHo B COOTBETCTBHH C:

QenepanbHbIM  3ak0OHOM 0T 29.12.2012 Ne 273-@3 «O6 o6pazoBaHuH B
Poccuiickoit @epepanyuy (B AeHCTBYIONICH PeIaKIiH);

DenepanbHbIM 3akoHOM 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM Jeie B
Poccutickoit @enepannn» (B JeHCTBYIOIIEH pPeAaKIHH );

@enepanbHbM 3aKk0HOM 0T 27.07.2006 Nel52-D3 «O nepcoHaNBHBIX JaHHBIXY (B
NeHCTBYIOLIEH pelakIIin );

ITpruxazom Pockomuanzopa ot 24.02.2021 Ne 18 «O6 yTBepxaeHnH TpeGoBaHMit
K COJEP)KaHMIO COIJacHsi Ha 00paboTKy NepCOHANBPHBIX JAHHBIX, Pa3spelleHHBIX
CyOBEKTOM IepCOHANBHBIX JaHHBIX JUISl PACIIPOCTPAHEHUY;

VYerasom @I'BOY BO TeI'TY.

3. TepMHHBI H OHSITHSA

B nacrosmem IlonoxeHnn npuMeHEHbI CIEAYIOIIHE TEPMUHBI U IIOHATHS:

ApxuBHOE XpaHeHHe JIMYHBIX JeJd — of0ecneyeHHe pPaIHOHAIBLHOIO
pasMelieHuss U COXPaHHOCTH JIMYHBIX Jel B apXdBe, BKIIOYAas KOHTPOJIb HX
(QU3MYECKOro COCTOSHUS, TIPHeMa W BBIAUH XPaHSAIINXCS B HUX JOKYMEHTOB U KOIHIA,
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BBIZIA4YM BO BPEMEHHOE IMOJIb30BaHHUE (C MOCIEAYIOIHM BO3BPATOM B MeCTa XpaHEeHHS).

JIuuHoe aen0 — COBOKYIHOCTh JOKYMEHTOB oOydaromierocs, coIepiallux
CBeIEHHS O HeM, CrpPYNIHUPOBaHHBIX W O(OPMIEHHBIX B COOTBETCTBHH C
YCTAHOBJIEHHBIMH TPeOOBaHUSAMH C MOMEHTA MOCTYILIEHHS JIO0 3aBeplIeHUs 00yUeHHUs
BTBITY.

O6pabGoTka mNepPCOHAJLHBIX NAHHBIX — KOMIUIEKC JeWCcTBUA (omepauui),
BKJTFOUAIOIUX CcOOp, CHCTEMaTH3alliio, HAKOIUIEHHe, XpaHeHHe, YTOYHEHHE,
M3MEHEHHEe, HCIIOJIb30BaHHe, paclpOCTPaHEHHE, YHUYTOXKEHHE II€PCOHAIBHBIX
JNaHHbIX.

IlepeuuHoe oopmiaeHue JJHYHOIO Je1a — 00paboTKa NepCOHATBHBIX JaHHBIX
noctynatoux B TBI'TY, mpoBomuMmas mpHeMHOW KOMHCCHeH, (akyJbTeTamMu Ha
Ka)XI0T0 OCTYNUBIIETO B OTHAEIBHOCTH, U NIPelyCMaTPHUBAIOIIAs BIOXKEHHE B JTMYHOE
ZeN10 00s13aTeNBHBIX U JOMIOMHUTENBHBIX (IIpH HEOOXOAUMOCTH) TOKYMEHTOB IpaXkaH.

IlepconanbHble JaHHbIe — mrobas WHGoOpMaIMs, Kacaromascs (U3NIecKoro
nmuna (cyOobpexTa NepCoOHaNbHBIX JaHHBIX), B TOM YHCJIEe ero (GamMuiIusi, HMs, OTYECTBO,
rofl, MecsIl, JaTa ¥ MeCTO pPOXXIeHHd, aapec, e-mail, TenedoH, HaHHBIE MaclopTa,
rpaxIaHCTBO, YpOBeHb 0Opa3oBaHus, qpyras HHGopMaIus.

Ionnoe odopmienue JUYHOTO Jejia — IelCTBUSA (Onepalyu), MpOU3BOIUMBIE
OTIENIOM KaJpOB B OTHOIIEHUU HCIIOJIHEHHBIX JOKYMEHTOB M HUX CHCTEeMAaTH3alus U
COOTBETCTBYIOIIlee OhOpMIEHHE BHYTPH Jena i repenadyd B apxuB TBITY mis
nonroBpeMeHHOro (50 5eT) XxpaHeHHU .

OO0yuaromuiica — MO, B yCTaHOBJIEHHOM nopsiike 3auuciedHoe B TBI'TY u
ocBamuBaroIlee o0pazoBaTensHyto mporpammy CITO.

Texyuiee (onepaTHBHOE) XpaHeHHe JIHYHBIX AeJ — obecnieueHne pa3MelleHHs
U COXPaHHOCTH JIMYHBIX JeJl, BKIIOYas WX JBI)KEHHE, BBIIadyy BO BpEeMEHHOE
I0J1b30BaHHE C MOMEHTA UX IMEePBUYHOTO (GOPMHUPOBAHUS JIO NIepejaull B apXHB.

4. OTBEeTCTBEHHOCTH

4.1. OTBETCTBEHHOCTh 33 CBOEBPEMEHHOE BHECEHHWE M3MEHEHHIl B HAacTOsIIee
IlonoxxeHue BO3noXKeHa Ha BEAYIIEro MEHEIKepa 110 ePCOoHAY OTAeNa KaJapoB.

4.2. OTBETCTBEHHOCTh 32 BBINOJIHEHHE TpeboBaHuii Hactosmero I[lonoxeHus
BO3NIaraeTcsl Ha pabOTHUKOB CTPYKTYPHBIX MOJApa3AeieHHd YHHBEPCUTETa, yKa3aHHbIX
B I1. 1.2. HacToswero [Tonoxenus.

S.Hopsinok 10AroToBKH, ¢GopMHPOBaHHS, O(OpPMIEHHS H XpPaHeHHUSs
AOKYMEHTOB, BXOASILIUX B JIHYHOE /ej10 o0y4aromuxcs ypopusa CIIO

@opMupOBaHUE JIHYHBIX el 00ydYaromKUXCsi IPOH3BOAUTCA B OTOOPOYHOM
xomuccuu ¢pakymnprera CITO.

Benenwe, ydeT W TeKyllee XpaHEHHE JIMYHBIX Jel OOyYaromHXcCs
ocylecTBIsieTcs: pabOTHUKaMM OT/eNa KaJpoB, OTBETCTBEHHBIMH 3a BE€HHE JIMIHBIX
Ze.

WUudopmanus nuyHoro nena oOydaromerocss OTHOCHTCS K II€PCOHAIBHBIM
JAHHBIM ¥ HE MOXET IepefaBaTbCs TPETHUM JHI[AM, 32 HCKIIOYCHHEM CIIy4aeB,
IpelyCMOTPEHHBIX 3aKOHOAaTes1becTBOM Poccuiickoit Denepauni.

OOyuaromuiicss YHHUBEPCHUTETa B OTHOIIEHHWH CBOEr0 JIMYHOrO Jejia HMEeeT
npaBo:

MOTY4YUTh CBOOOHBIN O€CIUIATHBIM JAOCTYI K CBOMM NEPCOHAILHBIM JaHHBIM,
COZIEPIKAIIMMCS B INYHOM JIeJTe;

HOTpC6OBaTI> HCKJIFOYCHHUA HIIH HCIPaBIICHHUA HEBEPHBIX, HWIIKM HEIIOJIHBIX
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JAHHBIX, BHECEHHBIX B €r0 JTUYHOE JEII0;

GecnpensaTCTBEHHO MOTyYHUTh OPUTMHATBI JOKYMEHTOB.

OTBETCTBEHHOCTh 3a HAIMYHME W COXPAaHHOCTh JIMYHBIX Jiesl 00ydaroluxcs, a
TAK)Ke IPaBUIIHOE BeJeHUE U CBOEBpPEMEHHOE IONOJIHEHHE NieNl IOCcie Iepefayd B
HmoJMHOM oOBeMe, HecyT pabOTHHMKH OT/eNla KaJipoB B COOTBETCTBHM CO CBOHMHM
JIOJDKHOCTHBIMYM HHCTPYKITHSIMHE, JIO Tepeladyy JUYHBIX el B apXUB YHUBEPCHUTETA.

5.1 ®opMHpoBaHUE JTUIHOTO Jejia 00y4arolerocs.

5.1.1. B ortbopounoii komuccuu ¢axyiabrera CI1IO Ha KaXXIOro MOCTYNalLero
HauyuHaeTcs (POPMUPOBAHHUE JIUYHOIO JIeTa.

ITpu mpencTaBieHuy (HATIpaBIEHUH) AOUTYpPUEHTOM 3asiBICHUH U JOKYMEHTOB,
HeoOXOOMMBIX AJisA MocTyIuieHus, nocpencteoM EII'Y, mpucBamBaeTcss yHUKalIbHBIN
Ko moctynaromiero. Ilpu nuuHON mojaue 3asBIEHUS O NpHeMe U HEOOXOAUMBIX
JOKYMEHTOB WJIVM HaIlpaBlIeHHE MX B YHHUBEPCUTET depe3 omepaTopa IOYTOBOM CBS3HU
YHHBEPCHUTET NPHUCBANBAET PETUCTPALIIOHHBIM HOMED.

5.1.2. He no3anee natel 3ayucieHys abOUTYpHEHTa B YHUBEPCUTET IO NIPUKa3y
pekTopa, paboTHHKH oTOopouyHOi  komuccuu (QakyiasTera CIIO oprasusyior
nepefadyy JIHYHBIX JeJ 3a4dCIeHHBIX moctynamomux B nekaHar CIIO (nmanee —
nexaHat). Pa®oTHHMKM JexkaHara NPOJODKAIOT (OPMHpPOBaHHE JIMYHBIX €Il
o0y4aromuxcst 6e3 MPOIIKUBKY JOKYMEHTOB, BXOASIINX B COCTaB JINYHOIO Jiena.

5.1.3. IlepeyeHb TOKYMEHTOB JIMYHOIO JIENA:

— JIMYHOE 3asiBIIeHHE O NpHeMe JOKYMEHTOB;

— corjlacue Ha 00paboTKy MepCcoOHaNbHBIX JaHHBIX CTYACHTA;

— corjlacue Ha 3a4HcJieHHe — B ClIydae I0Jayy 3asBICHHS C HCIIOJIb30BAHUEM
dynxuuonana EINTY;

— OpUTHHAJT JOKyMeHTa 00 0O6pa3zoBaHuM U (MJIH) TOKyMeHTa 00 0Opa3oBaHUU U
0 KBTH(HKAIUH (B T.4. IEPEBOJ] C AMIOCTHIEM Ha PYCCKHI S3BIK — IJIi MHOCTPAHHBIX
TPaX/IaH);

— 3afgBICHHME Ha AaneUIsIUMI0 W IPOTOKOJN M3 pEIICHUs alelIsHOHHON
KOMHCCHH (TIpH HATTMYHK);

- JOKyMeHT(BI), TOATBEPXOAIOIIHI(e) MpaBO MNPEHUMYIIECTBEHHOTO WIIH
[IEPBOOYEPEHOrO IIpHeMa B COOTBETCTBHM C YacThio 4 crateu 68 DenepanbHOro
3akoHa OT 29.12.2012 Ne 273-®@3 "O06 obpazoBanuu B Poccuiickoii ®enepanuu” (mpu
HATMYHH);

IOKyMeHT(bI), COJep Kallie pe3ybTaThl MHIUBUIYAJBHBIX AOCTHOKEHUH (IpH
HaJIUYHH ),

— OIIUCH JIMYHOI'O Jela.

5.1.4. O6noxKa JU4HOTO Jena ofydalouerocs o(popmisieTcss B COOTBETCTBUU C
[Tpunoxenuem 3 x HacTosAmeMy [lonoxeHH:o.

5.1.5. Jluunble nena aGUTYpHEHTOB, MOCTYNABIIWX, HO HE 3aYUCIEHHBIX B
YHUBEPCUTET, XPaHATCS OJUH TOI.

5.2. Tlepeava THMYHBIX 1€ B OTJEN KaJpOB.

5.2.1. He no3nHee nByX MecsleB C JaThl 3a4MCIEHUS B YHUBEPCHUTET JIeKaHAT
OpraHu3yIoT Iepeaavdy cOpMHPOBAHHBIX JIMYHBIX Je)1 00y4YarolMXCcs B OTJEN KaJpoB
(B andaButHOM mopsiike, 0e3 MPOIIMBKH JOKYMEHTOB, IOIYCKAeTCsl BPEMEHHOE
CKpeIUieHHe Oymar B JUYHOM Jiejie KaHIENIpPCKUME CKOOaMmu), ¢ OMHUChI0 o hopMme
cornacHo [Ipunoxenuro 2 k HacrosimeMmy [lonoxkeHHro W 00s3aTENBHOMY IEPEUHIO




JOKYMEHTOB 3a4MC/IEHHBIX Ha o0yueHue obydaronmuxcs ([Ipunoxenwe 2 K HaCTOALIEMY
[TomnoxxeHuto).

5.2.2.Tlo ¢axty mpuéma JUYHBIX el ITepearollell 1 IPHHUMAIOLIEH CTOPOHOH
MOJMUCHIBAETCA aKT MEepeIadd JIMIHBIX el 00yJaroluXcs, MPOEKT KOTOPOro rOTOBUT
pabotauk nexanara ([Iprnoxenue 1 k HacTosmeMy [lonoxeHHro).

5.2.3. JIuunsle nena, chOpMUPOBaHHbIE B HapynieHHe HacTosuero Ilonoxenus,
BO3BpAIIIAIOTCS B IKaHAT JJIs JOPaOOTKH IO OIHKCH.

5.3 Yuér u BeJleHHe JTMYIHBIX JIeJl B CTYJEHYECKOM OT/eJIe KaJapOoB.

5.3.1. JIuuuble nena BEAyTCA W XPaHATCS B TEUSHHE BCETo MepHOJa O0yveHus
o0y4Jarolerocsi B OTAeJe KaJpoB.

5.3.2. B nporiecce BeneHNs B JUYHOE JIENO BKIAABIBAIOTCSA KOIMHUM TPHKA30B U
PacHOpsHKEHMM 1O  [BM)KCHHIO KOHTHHIEHTa OOyYaroUIMXCsi H  JIOKYMEHTE,
TIOCTY)XKMBIIME OCHOBAHMEM K HM3/IaHHIO COOTBETCTBYIOIIMX NPHKA30B (B TOM YHCIe
3asBJIE€HU OOYYarOIUXcs, COAep)KallMe Pe3ONIONUH O MPHHATHIX PEIIeHUIX, U
npencraenenus aekaHa ¢pakynasreros CIIO:

— 3asBlIeHHE O BBIIaue CTYEHYECKOro OuieTa, 3a4eTHON KHKKU Ha OyMaXKHOM
HOCHUTeIe;

— 0 IPUMEHEHUH Mep JUCHUIITHHAPHON OTBETCTBEHHOCTH U TIOOIPEHNS;

— 00 aKaJIeMHUYECKOM OTITyCKE, OTITyCKe IT0 OepeMEHHOCTH M POAaM, OTIIyCKe IO
yXo/y 3a peOeHKOM IO NOCTHKEHHUs] MM BO3pacTa TpeX JIET;

— 0 BBIXOJE W3 aKaJeMHYECKOro OTIIyCKa, O BBIXOJE M3 OTIyCKa IO
OepeMeHHOCTH U POJiaM, OTITyCKa 110 YXOAy 3a pPeOEHKOM [0 JOCTHXXEHHsI UM BO3pacTa
TpeX JIET;

— 00 HHAHBHUAYAIBHOM rpaduKe 3K3aMEHALMOHHOM CECCHH,

— 00 HHIUBHYaJILHOM IITaHe 00y4eHus;

— IPOTOKOJ 3aceJaHus aTTeCTallMOHHON KOMHCCHH,

— 0 mepeMeHe UMeHH ((paMUiy, UMEHH, OTYECTBA);

— 00 OTUHCIIEHNH U3 YHUBEPCUTETA;

— 0 BOCCTAHOBJICHUH B YHUBEPCHUTET;

— 0 IepeBO/Jie B APYToii By3 (U3 IPyroro Bysa);

— 3agBieHre oOyvarollerocs ¥ AOKYMEHTEHI, IOATBEPKIAFOINKE IPaBO
IIOJTyYEeHHs TOCYJapCTBEHHON COLMABHON CTUIIeH MY (CIpaBKa OPraHOB COLMAIbHOM
3aIlMTHI);

— NIPOYHE TOKYMEHTBI.

5.3.3. JIokyMeHTBl WM WX 3aBEpeHHbIE KOIMH ITOMEILIAIOTCS B JIMYHOE JENO
TOJBKO TIOCIIE H3JaHHd COOTBETCTBYIOIErO TMpHKa3a [0 JHUYHOMY COCTaBy
00yJaloLIHXCsl BMECTE C €ro KOIHEH.

5.3.4.Ilpu nepemene wMeHH (GbaMuIMM, MMEHH, OTYECTBA) OOYYAIOLIETOCH
npexuue GaMHIHs, WM, OTYECTBO HAa OOJIOXKE JMYHOIO Jefia 3au€pKUBaeTCs
aKKypaTHO OJIHOM 4epTOM, BBIILIE BHOCUTCS HOBAsI 3aIIHCh.

5.3.5.Ha 00n0oXKy JMYHOrO Jejla BHOCATCS M3MEHEHHS IPH TIepeBoJe
o0yyarolerocs BHyTpH yHUBEPCUTETA!

— ¢ oiHOH (opMBI 00yUEHUS Ha IPYTYIO;

— C OJIHOH CIIeIMAIEHOCTH Ha JIPYTYIO.

5.3.6.Ilpu odopmieHHH TpuKasza 00 OTYHUCIEHHWM B CBA3H C 3aBEpIICHHCM
o0yJaroIuMcsT OCBOEHHSI 00pa30BaTeNBHOH IpOrpaMMbl JekaHaT (GakynbTera
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(opMHpyeT makeT HeOOXOAUMBIX JOKYMEHTOB /Il XpaHEHHs B apXMBe (3arojHEHHAs!
H IOJIMCaHHas yueOHas KapTo4ka, KONUS IUIUIOMAa O CPEIHEM MpPOPECCHOHAIBHOM
00pa3oBaHWM, KOMUS MPWIOXKEHHA K IUIUIOMY O CpeIHeM MNpo(peCcCHOHAILHOM
00pa3oBaHWK M OpraHU3YyeT Iepefady B OTHEeN KaJpoB B CPOK He nosnHee 1 mecana
IOCIle BBIXOJA MpHKa3za 00 oTyrcieHuH (KpoMe oOydaroImuxcs, MO KOTOPHIM H3JaH
IpUKa3 O MEepPeHOoCe TOCYJAapCTBEHHONW MTOrOBOHM aTTecTalid 10 YBaKHUTEILHOH
NPUYUHE).

[Ipy mpemocTaBIeHHM TMOCIEAUILUIOMHOTO OTIyCKa B JIMYHOE JEJI0
BKJIaJIbIBa€TCS KOTMS TMIPUKa3a U 3asBJI€HHE CTyICHTa O €ro NPeA0CTaBICHUH.

5.3.7. B nuuHOM Jiene 00ydaromerocs, OTYUCIEHHOrO 10 APYIMM OCHOBaHHUSM,
BKJIQ/IBIBAIOTCS HEOOXOAMMBIE JOKYMEHTHI VISl JAaHHOTO MIPHKa3a U €ro KOIHs.

5.4. ®opMHUpOBaHHE JTUYHBIX Jie] O0yJarolMXCsl NPH 3a4YMCICHHH B IOpSALKE
nepeBoJia M3 Ipyrux oOpa3oBaTeNbHBIX OpraHU3aluH.

5.4.1. IIpu nepeBojie o0ydaromerocs u3 Apyroi o0pa3oBaTeNbHON OpraHu3alun
B TBI'TY nuuHOe neno ¢GopMHpPYeTCs M PerucTpupyercs B JeKaHaTe M3 KOMIUIEKTa
JOKYMEHTOB:

— KOs IIpHKasa o 3aurcieHuu B TBI'TY;

— 3asBJIEHNe O 3a4UCIIEHUHU B By3 (OpUrHHAN);

— corylacue Ha 00paboTKy MEPCOHANBHBIX AaHHBIX CTYIEHTA;

— IOKyMeHT 00 o6pa3oBaHuU U (WIK) JOKyMeHT 00 00pa30oBaHUHU U O
KBaITM(PHKALIMH;

— Komnus cripaBky 00 o0ydyeHuH (epuoae o0ydeHus);

— MPOTOKOJT 3aCeIaHusl aTTECTALlMOHHON KOMHUCCUH, 3aKIIFOUEHHE
aTTeCTalMOHHOW KOMHCCHUY;

— UHAMBHIyalbHBIN TUIaH 00y4eHus (IIpHU HAJIU4HK);

— npuKa3 00 OTYHUCICHUU U3 MpeAbIIyIIero Bys3a.

5.5. Ilepenaya JOKYMEHTOB JTMYHOTO A€Jia, HOAJEKAIINX BO3BPATY.

5.5.1. Jlys moyry4eHus TOKyMeHTa 00 OKOHYaHUH YHHBEPCHUTETA 00YyYalomeMycs
(ero mOBEpUTENIO NMPH HANIUYHMU JTOBEPEHHOCTH) HEOOXOJUMMO NPEeNOCTaBUTh B OTAEIN
KaZpoB 00XO0IHO¥ JIUCT, OMUCAHHBIA B ycTaHOBIeHHOM nopsake (ITpuroxenue Ne 4
K HactosmeMy I[lojokeHWIo), cTyneHYeckwid Owmier (IpW ero BEIIa4e), 3a4eTHYIO
KHWKKY (TmpH ee BblIade) M PacmucKy O IpueMe OpUIrMHala JOKyMeHTa o0
0o0pa3oBaHNy, KOTOpHIE SBIAIOTCS OCHOBaHMEM Ilepefaud eMy JOKYMEHTOB U3
JHYHOTO Jefla, IOJUIeXKaIIUX BO3Bpary (OKYMEHT O NpeIslayleM oOOpa3oBaHUH,
WHbIE IOKYMEHTBI, 3asIBJICHHbIE IIPU 3a4UUCIICHUN ).

Ilpy >TOM OTYHCIEHHBIM OOYyYalrOIIUMCS WM JOBEPEHHBIM JIMLIOM Ha
000pOTHOM  CTOpPOHE OOJOXKHM JIMYHOro Jena oOydaromierocsi Jenaercs
COOTBETCTBYIOLIAs 3alMCh.

5.5.2. Insg momydeHHs IOKYMEHTa O TpeAbIayIeM oOpa30BaHHUM OTYHCIEH-
HOMY (MJIH €r0 JTOBEPHUTENIO NP HAIWYHUYU JOBEPEHHOCTH) HEOOXOIMMO IIPEIOCTaBUTh
B otnen kanpoB obxomgHoi juct (IIpunoxenue Ne 5 k nactrosimemy Ilonoxenuro),
TIOJTTUCAHHBIA B YCTAHOBIEHHOM TIOPSI/IKE, 3a4eTHYIO KHIDKKY, CTYIeHUECKUH OuieT u
pacmnucKy O IpHeMe OpHrMHajia JoKyMmeHTa o0 oOpasoBaHuM (NpH HX BBIAAYE),
KOTOpBIE SBISIOTCS OCHOBaHWEM Iiepelladyd eMy NOOKYMEHTOB M3 JIMYHOIO [ena,
IOJUIeXkKAIUX BO3BPaTy (OOKYMEHT O NpeIblAylleM o0pa3oBaHWM, UHBIE JOKYMEHTHI,
3asiBJIEHHbIE ITPU 3aYHCIICHUN).




Ilpy >TOM OTYHCIEHHBIM OOYyYalOIUMCS HIH JOBEPEHHBIM JIHIOM Ha
000pOTHOM  CTOpOHE  OONOXKHM  JIMYHOrO Jiena  oOydYaromerocst — Jenaercs
COOTBETCTBYIOIIIAs 3aIIUCh.

B cimyyae yTepH CTyAeHUYeCKOro Guiera ¥ 3a4eTHOM KHYMIKKM (IIPH HX BBLIAYe)
JIeKaHaT BHIIHCHIBAET QyOIHMKATHl YTPAaUeHHBIX JOKYMEHTOB.

5.5.3. OpwuruHan JgokymMeHTa 00 00pa3oBaHMHM BBHIIAETCS BO BpPEMEHHOE
T0JIB30BaHKe 0OydaroeMycs (I ero IpeICTaBUTENIO 110 JOBEPEHHOCTH, COTJIACHO
IPKIAHCKOMY 3aKOHOJATeNnbcTBY P®) Ha OCHOBaHMM 3asBIICHHUs, HAIIMCAHHOIO Ha
HMs PEKTOpa YHHBEpPCHUTETa WJIM HHOTO YIOJHOMOYEHHOrO JIHIla, TIOMEIaeMoro B
JTHYHOE JeNo, ¢ INpochOOod BBIIAYH OpHWIMHANTAa JOKyMeHTa 00 oOpa3oBaHHH U3
JMMYHOro Jiela ¢ yKa3aHWEeM CpOKa, Ha KOTOPBIA BBIAAETCS OPUIHWHAN, M OCHOBaHMUS
BBIZIaYH OPHIHHAJA JOKyMeHTa 00 00pa3oBaHMH.

5.6. Tlopsmox XpaHEHHs JHYHBIX Jel B CTYJEHYECKOM OTHeNe KaJpoB
YHUBEPCUTETA

5.6.1. JIuynele nena MODKHBEI XPaHUThCS B YCIOBHAX, 0OeCledyrBaroIUX HX
COXPaHHOCTh M TPENOXPAHSIONIMX OT TOBPEXICHMH, BPEIHBIX BO3JEHCTBUM
OKpy’XXatolel cpeiisl (IBUIM W COJHEYHOrO CBETa, IIOBBIIEHHOH BIAXHOCTH),
HCKITIOYAIOLIMX yTPaTy JOKYMEHTOB, 4TO TpEAIoJiaraeT Halu4ue IOMELICHHH,
MPUTOJHBIX I XpaHeHHsA Jel, a TakKe JOCTaTOYHOr0 4YHCJa HCIpaBHBIX H
TpeJHAa3HAYEHHBIX JUIs STOM IeJH CPEACTB XpaHeHus (cTeiiaxeil, monox, mxahpos u
Jp.).

5.6.2. B mpolecce ONepaTHBHOrO XpaHEHHs JHMYHblE Jena OOyJaroIuxcs
pasMeNalTCs OTACNBHO IPYr OT JIpyra B BEPTHKAJIBHOM ITOJIOKEHHH KOpEUIKaMH
HapyXXy B aln(paBUTHOM IOPSIKE.

5.6.3. loctyn K CpeACTBaM XpaHEHMs JIMYHBIX JeJl paspemaercs TOJBKO
pabOTHHKAaM TOTO CTPYKTYPHOrO IIOApa3felieHHs, B KOTOPOM BEAYTCS M XpaHsATCS
JIMYHBIE JIeNa.

5.6.4. Jluunple pOena MOIYT BbIaBaTbCS BO BPEMEHHOE II0JIb30BaHHE C
cobmonenneM TpeGoOBaHHi K Tepeade MepCOHANBHBIX JaHHBIX 00y4aloIIUXCs, O YeM
JeJIaeTCs COOTBETCTBYIOLIAs 3alKCh B XKypHAJle BbIAAYH JMYHBIX Il

5.6.5. BHyTpeHHH#: JOCTYI K MEPCOHAIBHBIM JaHHBIM 00y4YarOIMXCs OTKPBIT
TOJILKO C paspelleHus] HayalbHUKa OTHeNa KaapoB AJd PyKOBOAHUTENIEH CTPYKTYPHBIX
TO/Ipa3ieIeHHii, KOTOPBIM MePCOHANBHBIE JAHHBIE 00YyJaromuXcs HEOOXOMUMBI I
BBHINTOJIHEHHS JOJDKHOCTHBIX 00513aHHOCTEH.

5.6.6. BHemHMi MOCTYI K JNUYHBIM JenaM o0y4aroMXCsl JOILYCKaeTcd II0
NMCEMEHHOMY pa3pelleHHi0 pekTopa (mpopekTopa) W TOJNBKO  CHENHAIBHO
YIIOJTHOMOYEHHEIM JIMIaM NPH HAJIMYHK Y HUX COOTBETCTBYIOUIMX YAOCTOBEPEHHH W
NMCEMEHHOTO 3aIpoca, Ha OCHOBaHMU 3aKoHoAaTenbeTBa Poccuiickoit Denepalyu.

W3baTHe JOKYMEHTOB U3 JIMYHOTO JeNa M0 TpeOOBaHHIO NMPaBOOXPAaHHTENbHEIX
¥ WHBIX YIIOJTHOMOYEHHBIX OPraHOB TPOU3BOUTCS 1O NpoTokoiy. IIpu 5ToM B IH4HOE
JIEJIO MIOMEINAETCS COOTBETCTBYIOIIMM aKT M 3aBEPEHHAs B YCTAHOBIEHHOM IIOpPSIKE
KOIIHS M3BATOTO NMOKyMeHTa. IIpu H3BATHM CaMoro JIMYHOTIO JENNa aKT XPaHUTCS B
«KypHase perucTpaniy JTHYHBIX Jel 00y4aroluXcsy, W3rOoTaBIMBAeTCs NyOaHMKar
JIMYHOTO JIeJ1a U 3aMOJIHAETCS KOMUIMYU HaXOQUBIIMXCS B HEM JOKYMEHTOB.

5.6.7. Jlna yué€ra BBIJAHHBIX BO BPEMEHHOE IIOJNE30BAHME JIMYHBIX JIel,
IOKYMEHTOB [efia OOydJalomerocss M KOHTPOJIL HX CBOEBPEMEHHOIO BO3Bpara
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paGOTHHKaMHU CTYIEHYECKOro OT/eNna KaapoB Beaércs «KypHan perucTpanud JIMIHbIX
nes 00yJaroImuxcsD.

5.6.8. BpeMeHHOEe TIONB30BaHHE JMYHBIM JEJIOM (IIPOCMOTP, BEIIMCKH M3
JIOKYMEHTOB, KOITUPOBAaHHE TOKYMEHTOB U JIp.) BHE ITOMEILEHUH, B KOTOPEIX XPaHATCS
JHYHBIE e, paspeliaeTcs B MCKIIOYUTENBHBIX Clydasx (A1 MPUHATHSA pelleHHH
PEKTOPOM, TPOPEKTOPaMH, IeKaHOM (aKyIbTeTa).

[Ipu BpeMEHHOM MOJI30BAHUM JIMYHBIM JIEJIOM HE IOIIyCKAeTCd IPOU3BOJAUTH
KaKHe-THO0O WCIIpaBIeHHs B paHee CHENaHHBIX 3alMCiIX, BHOCHTH HOBEIE 3allMCH,
M3BIMATh U3 JIMYHOTO Jiejia UMEIoIIHecs JOKYMEHThI WiIH BKJIaJbIBaTh B HETO HOBBIE.

5.69.1Ipu BO3BpaTe JMYHOrO Jena oOydaromierocs M3  BPEMEHHOTO
TIOJIL30BaHUS PaOOTHHUK CTYJEHYECKOro OTHena KanpoB (apxuBa) o00s3aH B
HNPUCYTCTBHH JIHIIA, TIEPEAIOIIero JOKyMEHT, NPOBEPHTh COCTaB M COXPAaHHOCTH
JIOKyMEHTOB JIMYHOT'O [1eN1a, CAeNaTh COOTBETCTBYIONUIYIO 3aIIMCh B KypHAJIE.

5.6.10.Tlpu oTuucneHuH oOydalolmerocs JHYHOE JIeN0 XPaHHTCA B
CTYZIEHYECKOM OT/eJ€ KaApOB OTAENBHO OT JHYHBIX el JPYTHX o0ydaroluxcs H
riepeaeTcsl Ha apXUBHOE XpaHEHHe [0 UCTeYEHHH KaJleHAapHoro roaa, ¢ MOMEHTa €ro
OTYHCIIEHHS.

5.6.11. Ilpu mnpemocTaBleHHH aKaJAeMHUYECKOIO HJIM MHOTO OTIIyCKa
00ydJaromeMycs ero JTMYHOE JIeTI0 U3BIMAeTCsl U XPaHUTCS OTAENBHO OT Apyrux. IIpu
BO3BpAIllEHHHd W3 OTIyCKa JIMYHOE JeN0 MepeMellaeTci Ha COOTBETCTBYHOLIHMH
(baxynbpTeT U KypC.

5.6.12. B ciay4yae BOCCTAaHOBIIEHHS OTYHCIEHHOIO paHee o00ydvarolerocs,
JMYHOE JeJI0 KOTOPOro HAaXOJWJIOCh Ha OIIEPATHBHOM XPaHEHHH B CTYJAEHYECKOM
oTHele KampoB WIM B apxXuBe (M3 apxXuWBa Jel0 H3bIMaeTcs 10 IMpedBapUTEIBHOH
3afBKE€ HAa OCHOBaHHM IPHKA3a O BOCCTAHOBJIEHHM), JTHYHOE €0 MOMeIaercs Ha
COOTBETCTBYIOIIHM Kypc. B pexkBH3UTHI 00J0KKH Jela paOOTHHKAMH CTYIEHYECKOrO
OT/IeNa KaJpOB BHOCATCSH COOTBETCTBYIOIIME H3MEHEHHs (MpU HEOOXOOHUMOCTH).
Benenue nuuHOroO Iena npoaosnKaeTcs.

5.6.13. B ciy4yae yTpaTh/TIOpYH JHMYHOTO JeJia MO KaKUM-THOO NpHYHHAM
pabOTHHKOM CTYIEHYECKOro OT/AeNa KaJpoB COCTaBIAETCA aKT 00 yTepe/mopue
JIMYHOTO Jiena ¥ popMupyercs: 1yOauKaT TUYHOTO Jea.

5.7. Ilepenada JIMYHBIX &)1 HA XpaHEHHE B apXUB YHUBEPCUTETA.

5.7.1. Jluunele gpmena  oOydaBIIMXCS, OKOHYMBIIMX YHUBEPCHUTET HIH
OTYHCIIEHHBIX 110 WHBIM MPHYHUHAM, (OPMUPYIOTCS U3 JOKYMEHTOB, COCTaBIEHHEIX B
XPOHOJIOTHYECKOM TMOPSAKE MO Mepe MX IOCTYIIEHHS B MPOIIEANIEM KaJeHJapHOM
rojy, MPOIIUBAIOTCS ¥ TIePearoTCs B apXHB He Io3Hee (eBpad Mecsla.

5.7.2. Jluunple Jena mepemaroTcsd pabOTHUKAMHU OTHeNa KaapoOB II0 OIKCH
(TIpunoxxenus 6, 7 k HacTosiuieMy [looXkeHHI0) B apXHB YHUBEPCHUTETA.

5.7.3. JIuuHble nena mepeiaroTcs B apXHUB MPOIIWTHIME, IPOHYMEPOBaHHBIMH (B
IITAMIIe HA TUTYJEe OOJOXKH YKa3bIBaeTCsi HOMEp ONKCH, HOMEp CBA3KUM U HOMEp
JIMYHOTO JIeN1a), YBA3aHHBIMU B CBS3KH C IPOHYMEPOBAaHHBIMH OMpKaMH, Ha KOTOPHIX B
TOM YHCIle YKa3aHBl TOJl OTYHCIICHHS WM BBHINycKa, Gopma oOy4eHHs M HOMepa
JTMYHBIX JIe]l B TaHHOH CBA3KE.

5.7.4. TlpuéM KaXkooro JUYHOTO Jena MPOM3BOAUTCS PAOOTHMKOM apXuBa B
NPUCYTCTBHH pabOTHHUKA OTAeNa KaJpoB, Iepelarolllero Nu4YHble nena. B kaxaom
HK3EMILIAPE OMKMCH YKa3bIBaeTCs ee HOMep, KaTeropHsl OTYMCIEHHBIX, 'O OTYHUCICHU]
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WIX BEHITyCKa, HOMepa CBA30K W JIMYHBIX JeJ, JaTa IpHeMma-lnepeaaydd Jell, CTaBsATCs
HOATNHKCH COTPYAHHUKA apXHBa U pabOTHHKA, IepeaBIIero JUYHbIe [eia.

5.7.5. PaGoTHHKH apXuWBa OCYIIECTBIAIOT OG(OpPMIICHHE JHMYHBIX JeJl A
MOCTIeyIOMIEr0 XpaHeHWs B apxXuBe yHHUBEPCUTETa, pasMelleHue HX Ha
COOTBETCTBYIOIIHX CTEJIIAXKAX B COOTBETCTBUH C TpeOOBaHUIMHU.

5.7.6. JluuHoe neno HaXOAUTCS Ha XpaHEHHH B apXMBE YHHBEPCUTETA B TCUECHHE
YCTaHOBJIEHHOTO 3aKoHopaarenbcTBoM P® cpoka. Ilo umcTedeHHMH 3TOro cCpokxa
nepenaercs B O0nacTHO apXuB.

6. 3aKIIIOYUTENbHBIE MOJOKEHUST

6.1. Hacrosimee IlomokeHue pa3pabdoTaHO € Y4YE€TOM MHEHHS IIEpBUYHOM
npodcoro3HOM OpraHu3alluy CTyIEHTOB YHUBEPCUTETA.

6.2. Hacrosmee Ilonmokenwe pasMemaeTcs Ha OGQUIMATIBHOM caiiTe
YHHUBEPCHUTETA I O3HAKOMJIEHUS aOUTypHeHTaMH, o0yJaroImuMucs U paboTHHKaMHU
YHUBEpCHUTETA.

Pa3paboTuuk:

Benymuit menemxep OK C.I'. Kopepuna

[TonoxeHue pacCMOTPEHO U PEKOMEHI0OBAHO K yTBep#ﬂeHH}o petienuem YCY
(mporokon Ne 11) ot 29 uronst 2026 r. fl

YdeHbIi cekpeTaph COBETa YyHUBEPCUTETA A.H. Bonotos

COI''TACOBAHO:

[IpopexTop no YP M.A. CmupHOB
i T i

Havansauk YMY ~ J.A. BapuykoB

Benyiuii FOpUCKOHCY BT [fé’@p T.A. Comkosa

Ipencenarens nepBUYHOM NpodCcoro3HOMH / _.

OpraHu3alliH CTyI€HTOB YHUBEPCUTETA ol W.E. I'puiiun




IIpuaoxenne 1

k I lomoxenuto

0 mopsiaKe GOpMUPOBAHUS, BECHH I, XPAHEHHUS]
JUYHBIX Je]1 00yJaronuxcsl ypOBHs

CpeaHero mpodecCHOHaNIbHOro OOpa3oBaHus

AKT
mepenadu JHYHbIX nen obydaromuxces ¢akynasrera CIIO B OK

No damMunusa, UMs1, OTYECTBO [Ipumeuanus

®OUO, 10mKHOCTD
nepeJaroIero / /

« » 202 I.

®OUO, 10IDKHOCTD
NPUHAMAIOLIETO / /

« » 202 i




IIpunoxenue 2
K ITonoxxeHuro

0 mopsiike (pOpMUPOBAHYS, BeACHH, XPaHEHHS
JAYHBIX JIel 00y4aroluXcsl ypOBHS
cpenHero npodeCCHOHANBHOTO 00pa3oBaHUs

OITHNCH JIMYHOI'O JEJIA Ne

Qamuius
Nwms
OtyecTBO
CrienuajibHOCTb

Ne HauMeHOBaHuE NTOKYMEHTa Jata u3baTHs Hata Bo3BpaTa

TOKyMEHTa JTOKYMEHTa
1
2 3asiBIeHHE O IPHEME JOKYMEHTOB

3 Cornacue Ha 00pabOTKY
HepCOHANIBHBIX AaHHBIX CTYAEHTA

4 3asBieHHE O COTJIACHUHU HA
3aunciieHre (P HATMYHH)

5 JlokymeHT 006 00pa3oBaHHuH

6 JIOKYMEHT, MOATBEPXK AAFOIIHH
MPaBO NPEUMYILECTBEHHOIO HITH
nepBoOYepeHOro nprema (npH
HaJTHYHH)

7 JIOKyMeHT, cofepKaliuii
pe3yIIbTaThl MHAMBU/Y IBHBIX
JOCTHXeHHH (TIpU HAIUYHH)

8 3asiBileHHE Ha ATIeIUIILNIO |

TIPOTOKOJ U3 peLICHHS
aneISITHOHHON KOMUCCHH (TIpU

HaJIMYUH)

OTBETCTBEHHBIN pabOTHUK OTOOPOYHOM KOMHCCHH

«

» 20 I

10

damunusa, UM, OTYECTBO




Ilpunoxenue 3

K Ilonoxxenuro

o nops ke GOpMHPOBaHHUS, BEIICHHS, XPaHEHHS
JUYHBIX JeNl 00y4YaloIUXCs YPOBHS

cpenHero npodecCHoOHaTBHOro 00pa3zoBaHus

JIEJIO No

ODAMUIINIA
nUMA
OTYHECTBO

(OAKVYIJIBTET)

(CHIeMaIbHOCTE)

TOJ 20

IlItamn npocrasnsercs: B OK
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Ipuaoxenue 4

K ITonoxeHuro

0 nopsiike GOpMUPOBaHUs, BeIEHH s, XPAHEHHUS
JIAYHBIX Je] 00y4alomuxcs ypOBHI

cpenHero npogecCHOHANBHOr0 00pa30BaHMs

®I'bOY BO «TBepckoii rocyJapCTBeHHbIH TEXHUYECKHH YHUBEPCUTET
OBXOJIHOM JIUCT

BeinycKHHK
DaKynbTeT

Bubnuoreka

Crenornen (11-349)
Obwmexurue
Brimyckaromas xadeapa
JlexaH Qaxynsrera
IIpomyck (nexaHar)
Otpnen crunenuii (L1-215)

Cparts B 11-324 (CtyneH4ecKkuit OTeN KaipoB).
IIpu cebe uMeTh CTY/IeHYECKHIT OHJIET M 3a4eTHYI0 KHIDKKY (IIPH HX BbIaaye).
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Ipunoxenue S

K [TonoXxeHH:o

o nopsike GOPMUPOBaHHs, BEICHHUS, XPaHCHI
JIMYHBIX JIENT 00y4JarolMXCs yPOBHs

cpe/Hero npoecCHOHaNLHOTO 00pa3oBaHus

®I'BOY BO «TBepcKoii rocy1apCTBEHHBIH TEXHUYECKUH YHUBEPCUTET)

OBXOJHOM JIUCT

Crynenr
®aKylIbTeT

Bubnuoreka

Cnenoraen (11-349)
OOrIexuTHE
JlexaH ¢akypTeTa
INpomyck (IexaHar)
Otnen cruned it (11-215)

Crarts B L[-324 (CTyeH4ecKUil OTAEN KajpOB).
IIpu cefe HMeTh CTYAeHYeCKHIi OMIeT H 32a49eTHYI0 KHIKKY (npy HX BbIAAYE).
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Ipuao:xenue 6
K [lonoxxenuro

0 mnopsike (GopMUpPOBaHUs, BEJECHHs, XpaHEHHS
JUYHBIX JIe] 00yJalonMXxcs YPOBHA
CPEIHETO MPO(ECCHOHATBHOTO 00pa30BaHHs

(oOpaszen)
OIMUCDH Ne 187
JTMYHBIX Jie]l CTYAEHTOB, OTYHCcIeHHbIX B 20__ roxy,
nojyIexainux nepenade B apxus TBI'TY
No Ne damunus, IMs, OTIECTBO IIpumevanus @akynbTeT
Aeja | CBA3KH
77531 | 5231 | ABAIIIMH POMAH CIIO
BJIAJIMMHPOBUY
77532 ABPAMOBA 3041 CIIO
AJIEKCEEBHA
77533 ABJUIKYJIMEB BAXAJIYP CIIO
AJIEKCAHIPOBHY
77534 ABJISIKYJIOB IIEPMAH CIIO
Cpan: Ha4aJIbHUK OTAENA KaJpoB ®.1.0.
IpuHs: 3aBeQyIOIUNA apXHBOM ®.1.0.
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Ipunoxenue 7

k ITonoxenuro

0 nopsizKe GopMHUPOBaHUs, BEAEHHSA, XpaHEHUT
JTMYHBIX JIe)T 00yJaromuxcs ypOBHS

cpe/iHero mpogecCHOHATEHOT0 00pa3oBaHus

(oGpaszer)
OITNUCDb Ne 187
JUYHBIX el cTyaeHToB, okonuuBmux TBI'TY 8 20 rony,
NOJUIeKAIIHX Tepe/iade B apXHB
Ne Ne OaMunus, uMsi, OTYECTBO IIpumeyanus DaxkyabTeT
JeJa | CBS3K
H
77531 | 5231 | ABAIIIMH POMAH CIIO
BJIATMHWPOBHY
71532 ABPAMOBA 3041 CIIO
AJIEKCEEBHA
77533 ABJIIKYJIMEB BAXALYP CIIO
AJIEKCAHJIPOBHNY
77534 ABJIIKYJIOB ITEPMAH CIIO
Cpan: HavYaJIbHUK OTAENAa KaJpoB d.N.0.

[TpuHsn: 3aBeAyIOIIHH apXUBOM ®.1.0.




Ipunoxenue 8

K IlonoxeHnuro

o0 nopsaake GOpMHPOBAHHUS, BEACHH s, XPAHEHHS
JMYHBIX Je 00yJaroluXxcs YpOBHA

cpeaHero npodecCHOHaNBHOrO 00pa3oBaHKsA

(oOpazer)

Pextopy TBI'TY

(®.1.0.)

OT CTYJIeHTa (JI0BEPEHHOTO JIUI[A CTY/IEHTa)
Kypca, __ TpYHIBI, _ CIENHATbHOCTH

(®©.H.0. nonHOCTHIO)

(®.11.0. 10BEpeHHOT0 JTHIIA TIOHOCTBIO)

3asiB/jleHHe HA BbIJa4y OPHIHHAJIA JOKYMeHTa 00 00pa3oBaHHH

I1poury BBIIATh MHE M3 MOETO JIMYHOTO jena (i u3 muaroro gena @.M.0. cryaenta
HAa OCHOBAHMU [OBEDEHHOCTH, YKA3aTh €€ DPEKBH3HTHI) OPMTHHAN JOKyMeHTa 00
00pa3zoBaHUH

(JTMYHAS IOMMKUCE)

« » 202 1
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