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1 OBIIME ITOJIOXXEHWA

1.1 ITonoxenue o muaHOM Jene oOyuarouierocs (nanee — [lonoxenue) onpenenser
MOPSI0K (POPMHUPOBAHUS, BeICHIS M XPaHEHUs JIMIHBIX A€l 3aYMCIeHHBIX I 00ydeHus
0 MporpaMMmamM OakajiaBpuara, CIelUaTuTeTa, MarucTpaTrypsl (Jajiee — JUYHOE OENI0
obyuarorerocs) ®I'bOY BO «Cubupckuii rocyaapCcTBeHHBIA YHUBEPCUTET T€OCUCTEM U
TexHojoruiy (maixee — CI'VI'uT).

1.2 Tlonoxenue pa3paboTaHO B COOTBETCTBUM C:

— QenepanbHBIM 3ak0oHOM «0O6 oOpazoBanun B Poccuiickoit Penepanuu» OT
29.12.2012 Ne 273-@3;

— DenepanbHbIM 3aKOHOM «O MEePCOHANBHBIX JaHHBIX» 0T 27.07.2006 Ne 152-03;

— Ilpukazom MunoOprayku Poccuu ot 14.10.2015 No 1147 «O0 yTBepKIeHUH
ITopsaka mpuemMa Ha 00y4eHue 1o 00pa3oBaTeNbHEIM IIpOrpaMMaM BEICIIEro 00pa3oBaHus
— ImporpamMmam 0akanaBpuata, IporpaMMaM CIELUaINTETa, IporpaMMaM MarucTparyps»;

— noctaHoBjierneM [IpapurensctBa PO ot 14.08.2013 1. Ne 697 «O6 yTBep K IeHUU
IepevyHs CIIeUHANbHOCTe W HaIpaBlIeHWM HOJArOTOBKH, NpH IpHeMe Ha o0ydeHHe IIO
KOTOPBIM IIOCTYHAIOIIME IIPOXOAST o0Os3aTeNbHbIe IpeABapUTENbHbIE MEIUIIUHCKHE
ocMOTpHl (0OcieloBaHMsA) B TOPSAJKE, YCTAaHOBICHHOM IIpH 3aKIIOYEHMM TPYHOBOIO
IOrOBOpa WJIM CHOY)XeOHOTrO0 KOHTpPaKTa I10 COOTBETCTBYIOIIEM JIOJKHOCTH WIH
CIIEHHATBHOCTHY;

— npukazoM MunHoOpHayku Poccum ot 10.02.2017 r. Ne 124 «O6 yTBepxaeHUU
ITopsiaka mepeBoma oOydarOIMXCd B JAPYTYI0 OPraHHU3alMio, OCYIIECTBIISIOLIYIO
00pa3oBaTeNbHYI0 JEATeNhHOCTh 110 00pa3oBaTeNbHBIM  IIPOIpPaMMaM  CPEIHETO
po(heCCHOHAIFHOTO U (WJTH) BEICILET'0 00pa30BaHU»;

— 3aKOHOJaTeNbHBIMH akTaMu Poccuiickoil Depepanuu, cojep)KalliMHd HOPMBI,
PEryJIMPYIOIINe OTHOIIECHHUS B cepe 0Opa3oBaHHUS;

— ®enepanbHbM 3akoHOM OT 22.10.2004 Ne 125-®3 «O6 apxuBHOM [ene B
Poccuiickoit ®enepanuny;

— DenepanbubiM 3akoHOM 0T 02.03.2016 No 435-$3 «U BHeceHuW H3MEHEHUHN B
®enepanpHbiil 3akoH «O6 apxuBHOM nene B Poccuiickoil Denepanumy;

— «IIpaBunamMu opraHu3aluy XpaHeHUs, KOMILUIEKTOBAHUS, y4eTa 1 UCIIOJIb30BaHU
noxkyMmeHToB ApxuBHoro Gonaa Poccutickoit @enepaiuy U Apyrux apXUBHBIX JOKYMEHTOB
B OpraHax ToOCYyJapCTBEHHOH BJacTH, OpraHax MECTHOIO CaMOYNpaBICHUS U
OpraHu3alusIx», 3aper. B Muntocte 07.09.2015 Ne 38830;

— «llepeuHeM THUITOBBIX YIPaBIeHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOIUXCs B
IIporiecce AesTeIbHOCTH FOCYJapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYIIPaBIICHUS
M OpraHu3aIyi, ¢ yKa3aHUeM CPOKOB XpaHeHUs», yTB. IIpukazom Munkynsrypsl PO or
25.08.2010 Ne 558;

— YcraBom CI'YT'uT;

— IlpaBunamu npuema B CI'YTuT.

1.3 Uucrpykiueit mo penonpousBoActBy B CI'YIWT ¥ WHBIME JIOKaJIBHBIMU
HopMatuBHEIME akTaMu CI'YI'uT. Jlndnsie nena o0y4yaroImuxcsi OTHOCATCS K JOKYMEHTaM,
collepKallliM IIepCOoHaNbHblEe AaHHble. IlepedeHb MOJDKHOCTHBIX JIMIL, HOIyCKAaeMBIX K
paboTe ¢ MTUYHBIMHU JIelTaMH 00YJaroLIUXCsl, CTPOTO OrpaHUYeH TpeOOBaHUSIME IMyHKTa 5.4
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Hactosiulero llonoxxenms. Jluna, BUHOBHBIE B HAapYLUCHHWH HOPM, pPEryJUPYIOIIAX
nonrydeHue, 00paboTKy, nepenady 1 3alUTy MepCOHANBHBIX TaHHBIX 00y4YaIOUMXCsl, HECYT
TUCHUATUIMHAPHYIO M aIMUHUCTPATHUBHYIO OTBETCTBEHHOCTH, COTJIACHO (eepaibHoOMy
3aKOHOJATEILCTRY.

1.4 ®opmupoBaHue JTUUHOTO Jena o0ydarolierocs IIPOU3BOJUTCS B MPUEMHOM
komuccud CI'YI'uT. Bepmenme, y4der M XpaHeHHE JHUYHBIX JeJI OOyYarOIIMXcs
OCYIIECTBIIsIETCS paOOTHUKAMHU OT/eNa KaIpoB 00y4aromuxcs, pabOTHUKaMH IeKaHaTOB.

2 OIIPEIEJIEHUE IIOHATHIA

B nensx vactosmero [lonoxkeHus ucnonb3yroTcs caeayrole OCHOBHbIE TOHATHS:

— TOCTYHAIOUINH — JIUII0, B YCTAHOBJICHHOM IOPSJIKE [T0/IaBIliee 3asBICHUE O IIpHeMe
B CI'VI'uT na obyuenue mo oOpa3oBaTeNbHOM IporpaMme BBICIIEro 00pa3oBaHUS:
nporpamMme OakanaBpuara, NporpaMMe CHeluanuTeTa WM IporpaMMe MaruCTpaTyphl C
IPUTIOKEHUEM HeOOXOIUMBIX TOKYMEHTOB;

— oOyuaromuiicss — JUI0, B YCTAHOBJICHHOM IIOpAJKE 3a4WCIIEHHOE IPUKa30M
pektopa CI'YT'uT mns o6ydenus mo o6pazoBaTelbHOM IporpaMMe BRICIIETO 00pa30BaHU:
nporpamme OakangaBpuara, IporpaMMe CHeualuTeTa Wik IporpaMMe MarucTparyphl;

— JIUYHOEe Jeno ofydalpomierocss — CrpylnmupoBadHHas U o¢doOpMIEHHas B
COOTBETCTBUM C YCTAaHOBIEHHBIMH TpeOOBaHMSIMM COBOKYIHOCTH JIOKYMEHTOB,
collepXKaIux cBeeHus 06 oOydarorieMcs (fanee - THIHOe JIEN0);

— QopMupoBaHHUe JTUYHOTO Jieja — IPYNIHUPOBaHUE WCIOJHEHHBIX JOKYMEHTOB B
JMYHOE JIeNI0 ¥ CUCTeMaTH3alys JOKYMEHTOB BHYTPH JeNa;

— odopMIIeHHE JHMYHOIO Jiena — IIOATOTOBKa JIMYHOIO Jejla K XpaHEHUIO B
COOTBETCTBHH C YCTAaHOBIICHHBIMU IIpaBUIAMU;

— BeJeHHe JMYHBIX Je]l — KOMILIEKC MEpONPUATHH 1O: IPUOOIIEHUIO TOKYMEHTOB,
NOJUISKAIINX XPaHEHUIO B COCTaBe JIMYHBIX JeJl; IEepUOANYECKOM IpoBepKe HANWYMS U
COCTOSIHUS JIMUHBIX AeT;

— XpaHeHHe JHYHBIX JAen — ofecmeueHyue palHOHANBHOIC pasMEUIeHHA H
COXPaHHOCTH JIMYHBIX €T, BKJIIOUas KOHTPOJb MX COCTOSIHHSA, IBMKEHHS, BBIIaYM BO
BpPEMEHHOE I10JIb30BaHKE (C MOCIeAYIOIMM BO3BPATOM B MeCTa XpaHEHH);

— TeKyllee (OIepaTHBHOE) XpaHEHUWE — XpaHEHME JUYHBIX el C MOMEHTa HX
IIepBOHAYATIEHOIO (POPMUPOBAHUS JI0 IIepejaul Ha apXUBHOE XPaHEHHUE;

— MPOBEpKa HAJIWYMS U COCTOSHUS JMYHBIX JeJl — YCTAaHOBJIEHHE COOTBETCTBUS
pEeaNbHOTO KOJNWYeCTBa JINYHBIX Jell 3alKcsIM B al(paBUTHBIX KHUrAX, a TAK)KE BBEUIBIICHHUE
JTUYHBIX JIeN, TpeOyIOMIX UCIPaBIEHUs HeJOCTaTKOB X (JOPMHUPOBAHUS, BEACHUA, yieTa
U XpaHEHUs.

3 MIOPSIJOK  ®OPMHPOBAHMA JIMYHOI'O JEJA B IIPUEMHOU
KOMHMCCHU

3.1 ®opmupoBanre ITUYHOrO Jena OOydaromerocs OCYIIECTBISETCS Ha JTare
npuema JoxkymeHToB noctynarommx B CI'YI'mT npuemnHOl KoMmMuccuel, HaleleHHOH
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(GYHKIESAMHA TpHeMa JOKYMEHTOB OT IIOCTyHaroliux, O(QOpMIEHHsS pe3ylbTaToB
BCTYIUTENBHBIX UCIIBITAHUH, IPOSKTOB IMPUKA30B Ha 3a4MCIICHUE U IIpoUee. 4

3.2 IlpueMm goxymeHnToB OT nocTynaromux B CI'YI'uT npoBoauTCS B COOTBETCTBHUH C
nericteyrommumu [Ipapunamu npuema B CI'YI'uT Ha ouepemsoit rog u Ilonoxenuem o
IIPUEMHON KOMUCCHH.

3.3 JInuHoe meio 3aBOJIUTCS Ha KaKJOro MOCTYIAIOLIEro U JOJDKHO COAEpKaTh BCe
craHHple MM JOoKyMeHTHL IlocTymaromemy (moBepeHHOMY JHIYy HOCTYHAIOIIEro) Ipu
JIMYHOM TIPEACTABICHUM JTOKYMEHTOB BEIAETCS paclucka O TNpUeMe TOKyMEHTOB C
yKazaHHUEM IIOJHOTO IePEevHs BCEX CIAHHBIX UM JOKYMEHTOB.

3.4 OTBETCTBEHHOCTh 32 (QOPMUPOBAHUE U BeJeHWE JIMYHBIX /€]l HOCTYHAOIINX
BO3JlaraeTcsl Ha OTBETCTBEHHOTO CeKpeTapsl IpUeMHOM KOMHCCHH, 3aMECTUTENS
OTBETCTBEHHOTO CEKpeTaps NPHEeMHOW KOMUCCHH, KOTOpBIE Ha3HA4dalOTCs IIPUKa30M
peKTopa.

3.5 Ilocne 3aBepiienus paboOThI IPUEMHON KOMUCCUM K MOMEHTY Iepeaddl JTIHOTO
Jieia B OT/Iell KaApoB 00yYaroIuX s, TUIHOE N0 IIPEACTaBIISIeT CO00M aKeT JOKYMEHTOB,
IIOMEIICHHBIX B IANKYy-CKOPOCIINBATENh B XPOHOJIOTHYECKOM TIOPSIKE.

3.6 CocTaB JOKYMEHTOB JIMYHOTO jelia 00ydarolerocs, 3a4iclieHHoro Ha 1 Kypc:

1) omuCh BIOXKEHHBIX JOKYMEHTOB (3JIEKTPOHHAs );

2) BBIKMCKA U3 TIPUKa3a O 3a4UCIICHUN;

3)3asBieHNE O IpUEeMe B YHUBEPCUTET;

4) cornacre Ha 3a4UCIICHUE;

5) ciipaBka u3 ®UC EI'D u npuema o cgaun EI'D (mna moctynatomux mo EI'D) u
(mnn) cipaBka u3 nHGopManmoHHo# cucteMbl CI'YI'uT «1C AbutypueHT» 0 pesyipTaTax
TPaJMIIMOHHBIX BCTYIUTENBHBIX UCTIBITAHUH];

6) MaTepHanbl COAYM BCTYNHUTENBHBIX HCIBITAHUN, B TOM YHCIE JOKYMEHTHI,
CBSI3aHHBIE C aneIALuel;

7) TOKYMEHT YCTaHOBJIEHHOTO 0O0pa3lla, OTBedaromuil TpeboBaHWsIM (O CpelHeM
ob1eM 00pa3oBaHHM, O cpedHEeM IpodecCHOHATHHOM (HA4YallbHOM IPO(EecCHOHATIEHOM)
VI BBICIIEM 00Pa30BaHUN):

— OpHUTHHAN JOKyMEHTa — ISl 0OydalolXcs 3a CUeT OMOJKETHBIX aCCUTHOBaHMUMI
benepanbHOTO OIOIKETA;

— OpPWTHHAJ WM 3aBepeHHAas B YCTAHOBJICHHOM MOPSAJKE KOMHS TOKyMeHTa — I
00yYaronmxcs o JOroBopam 00 OKa3aHHH! IUTATHRIX 00pa30BaTeIbHBIX YCIYT;

8) 3aBepeHHBIN B YCTAHOBJICHHOM TIOPSJIKE IEPEBOJIOM Ha PYCCKHHU A3BIK JOKYMEHTa
WHOCTPAHHOT'O TocyaapcTBa 00 00pa30oBaHNM U MPUIIOKEHUSI K HEMY;

9) CBUIIETENECTBO O MPU3HAHWKW HHOCTPAaHHOTO OOpa30BaHUs, 3a HCKIIOYEHHEM
CIIeIYFOITNX CITy4YaeB:

— NpU TpeJICTaBICHUH MOKYMEHTa HWHOCTPAaHHOTO TrocynapcTBa o0 oOpa3oBaHuY,
KOTOpOe cooTBeTCTBYyeT YacTh 3 ctarbu 107 denepansHoro 3akona ot 29.12.2012 Ne 273-
®3 «O6 obpazoBanuu B Poccuiickoit denepanum»;

— IIPH MPeACTaBICHUU ToKyMeHTa 00 o0pazoBaHuu, 0Opasel] KOTOPOro yTBepKIAeH
Kabunerom MuHHCTpOB YKpauHbI, ecid 00ajaTenb YKa3aHHOIO JTOKyMEHTa SBISETCH
TUIOM, TIPU3HAHHBIM TPAXIAHUHOM, WM JMIOM, IIOCTOSHHO IIPOXKMBAaBIIAM Ha
tepputopun Kprima;
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10) moKyMeHT, IOATBePKAAIOIIUH MHBATUAHOCTE WU OTPaHUYIeHHBIE BO3MOKHOCTH
3II0pOBBSI, TPEOYIOITE CO3TaHNS. OCOOBIX YCIOBUH TS CAAYU BCTYIITUTEIbHBIX UCTIBITAHUH
U JajdbHEHIero o0yueHus;

11) nokyMeHT, TOATBEPKIAIOMUN, YTO TIIOCTYMAOIINN OTHOCHUTCS K YHCIY
COOTBETCTBYIOIIMX JIUII, B TOM YHCIIE JIWI] U3 YUCIIa JeTei-CUPOT U JeTel, ocTaBImxcs 0e3
TIOTICYCHUST POIUTENIEH, 0 JOCTI)KeHUS UMHU Bo3pacTa 23 NeT, AJIs UCIIONb30BaHus MpaBa
Ha TpyeM B Ipejenax oco0o¥ KBOTHI MIIM WCIIOIB30BAHMS MPEUMYIIECTBEHHOIO IIpaBa
3a4MCIIeHUS;

12) HOKyMEHTEBI, TTOTBEPKIAFOIIME HHIUBUY AJIbHbBIE JOCTHKEHHUS MTOCTYITAIOIIETO,
PEe3yNBTATEl KOTOPBIX YUYWTHIBAIOTCS TP IpUeMe Ha OO0ydeHHUe B COOTBETCTBHH C
IIpaBmnamu npuema;

13) moxyMeHT, MOATBEeP KA, YTO OCTYIIAIOMIMK SBIAETCS MOOeAUTENeM WU
npuzepoM [V sTama BceyKpamHCKOM yUEHWYECKOM OJNMMIIMAJbI, I HCIOJB30BaHMUA
0co0oro npaBa WK MpeuMyIIecTBa odeuTeNsIMH U nipu3zepamu IV arana BceyKkpauHCKON
YUEHHUECKON OJIMMITHAIBI;

14) noxyMeHT, TOATBEPIK A0, YTO MOCTYHAOIINH OBLT BKIIFOUEH B YMCIIO WISHOB
cOOpHOI KOMaHABI, JUIsl MCIOIB30BaHUSA 0COOOro IpaBa WM IPEeUMYIIECTBa UIeHAMHU
cbopreix komaH Poccuiickoit @eneparyu (M YKpauHbl);

15) moxyMeHT, TIOATBEPXKAAIOIIMM, YTO ITOCTYNAOLINNA SBIseTCS obeauTeIeM Hin
MIPU3EPOM OJMMIIMANbl IIKOJNBHUKOB, MM HCIOJB30BaHUS ocoboro mpaBa WIH
MIpEeUMYILIECTBA TOOESTUTENSAMU U TTPU3epaMU ONIUMITINA]] IIKOJIBHUKOB;

16) xomus JOoTrOBOPA O IEeNIeBOM OOYYeHUH, TSI MOCTYMIAOIINX Ha MeCTa B Ipeaenax
KBOTEI IIEJIEBOTO IIpHEMa,;

17) cipaBka, mMOATBEpKIAIONIAs MPOXOXKISHHUE 005S3aTeIBFHOTO IIpeIBapUTEITHEHOTO
MEIUIIUHCKOTO ocMoTpa (00CiieloBaHMA) TP TOCTYIUIEHUHW Ha OOydeHHe 110
cnenuansHOCTH «I OpHOE HETON;

18) xorus qokyMeHTa(oB), YAOCTOBEPAIOLINX JIMIHOCTD, I'PAXXIaHCTBO;

19)3aBepeHHBII B YCTAaHOBIEHHOM IIOpSAKE TMEpEeBOJ Ha PYCCKUM  A3BIK
JIOKyMeHTa(0B), YIOCTOBEPSIOMINUX JIMYHOCTH ()11 MHOCTPAHHBIX TPaKIaH);

20) coracue MOCTYMAIOIIEro Ha 00padOTKy ero nepcoHaNIbHBIX TaHHBIX;

21)mHBIe HOKYMEHTHI (B TOM 4YHCIe JOKYMEHTHI, perflaMeHTUPYIOIKEe MepeBo] Ha
yCKOpeHHOe 00ydeHue 10 HHANBUAYAITFHOMY yueOHOMY IIJIaHY ).

3.7 JloKyMeHTHI, TIOATBEPXKIAIOIIHE IOPUINIECKAN CTaTyC HETeH-CUpPOT U JeTeH,
ocTaBIIMXCSA 06e3 TOoMeYeHuss poaWTesel, MOryT BKIAIBIBATECS B JUYHOE JIEIO
oOydJarorerocsi B mepuo oOydeHHs] B clyuyae BO3HMKHOBEHHUS YK€ IOCJe 3a4MCIeHUSI
mpaBa Ha MPeIOoCTaBIICHHE O0ydaroleMycsi JhroT coriiacHo denepalbHOMY 3aKOHY OT
21.12.1996 Ne 159-®3 «O nOMOTHUTENBHBIX TAPAHTHIX 10 COLIMATBLHOM MOAAepIKKe JeTei-
CHPOT U JeTel, ocTaBIINXCS 0e3 MOoMeYeHrs POAUTEIein.

3.8 I3 nu4HBIX Jel TOCTYMAaoIMX, He 3a4HCICHHBIX B YHCIO oOydJarolmxcs,
BBIJIAIOTCS OpUTMHANbl U (MJIM) KOMUM JOKYMEHTOB PabOTHUKOM MPUEMHOU KOMHUCCUU,
OTBETCTBEHHBIM 3a (POPMUpPOBaHME JUYHBIX Jel [0 TPeOOBAaHUIO JHUIla Ha OCHOBAHUHU
JOKYMEHTa,  YAOCTOBEpsIollero Ju4dHocTh. HeBocTpeOoBaHHBIE  TUYHBIE — Jela
MTOCTYTAIOIINX XPAHATCS B IIPUEMHOM KOMUCCHM [0 3aBEpUICHUS MPUEMHON KaMIIaHWUU
TeKymero y4yeOHOTO Toma, Janee pacGOpMUPOBBIBAIOTCH, KONUM JIOKYMEHTOB
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YHHUYTOXAIOTCS B yCTaHOBIIEHHOM ITopsaxe. I Ipy Hanuauy HeBOCTpeOOBaHHBIX OPUTHHAIOB
JOKyMEHTOB 00 00pa3oBaHUM OHU IepeslatoTcs 10 akTy lpueMa-liepeadl Ha XpaHeHue B
apxuB CI'YI'uT no BoctpeboBaHus.

4 TIEPEJIAYA JIMYHEIX JEJI U3 IIPMEMHOM KOMWCCHU

4.1 Ilo oxoHyaHuu pabOTHI NPUEMHONW KOMHCCHH JIMYHBIC JieNla 3aYUCIIEHHBIX Ha
IEPBBIA KypcC IepearoTcs 10 KHUTe Mepeiaull INIHBIX el B OTe KaApoB 00yJarOIIXCs
B Tedenye 10 gHel ¢ Havana yueOHOro rojia Al UX JalbHEHIIero BeeHus.

4.2 Jlvunple [nena TepefaloTCs B OTAEN KaJpoB OOYYAMOIIUXCS B CTPOrOM
COOTBETCTBUHU C NMPUKA3AMH O 3aUHCICHHH.

4.3 Ha xaxxzmoro oOygaromerocst GopMupyeTcst OIHO JIMYHOE JIEJIO.

4.4 Jlmuneie nena, cGOpPMHUpPOBAHHEIE B HapylleHWe Hactosmiero IlonokeHns,
BO3BpAIAIOTCA B IPUEMHYIO0 KOMUCCHIO U1 JOPaOOTKH, ITOCIIE YCTPaHEHUA HEJOCTATKOB B
3-X THEBHBINM CPOK BO3BPAIIAIOTCS B OT/IEN KaIpOB 00yUYAIOIIUXCS.

5 IIOPAAOK ®OPMHUPOBAHIAA, BEAEHVA 1M YUETA JIMYHOI'O JIEJIA B
OTJEJIE KAJIPOB ObYUYAIOIIMXCA

5.1 Bce noKyMeHTHl JMYHOTO Jeja MOMEIIAIOTCS B IMAIKy-CKOPOCUINBATe b. B
3aroJIOBOK JIMYHOTO JIeNia BRIHOCUTCS haMUITUs, UM, OTYECTBO oOyUaroIrerocs. Ecnu mocie
odopmIIeHUs JTUYHOTO Jena GaMuiusg (MMs, OTYECTBO) OOYHAIOMIETOCS H3MEHAETCS, TO
npexHsss Qamunus (MM, OTYECTBO) 3aKIIOYaeTcid B CKOOKH, a HOBBIE [aHHBIE
3aIMCHIBAIOTCS HAJ IPEKHUMHU.

5.2 IokyMeHTHI, CBs3aHHBIC C OOydYCHHEM, IOMCIIAIOTCA B JIMYHOE €0 TOJBKO
IOCJIe W3JaHUsl COOTBETCTBYIOIIErO IpHKa3za IO JHYHOMY COCTaBy OOYYAIONIUXCSA U
MTO/ILIMBAIOTCS BMECTE C BBIMUCKOM M3 TIpHKasa.

5.3 B au4HOE 118710 He BKIIFOYAKOTCH:

— HEHUCIIOJIHEHHBIE JOKYMEHTEI;

— JTOKYMEHTEHI, IIoJIjIe)Kalllie BO3BPaTy;

— nyOJeTHBIE JOKYMEHTHI (JTUIIHNE 3K3eMIUIAPHI KOITAN JOKYMEHTOB);

— YEepPHOBBIC IOKYMEHTEL.

5.4 OTBETCTBEHHOCTs 3a BEJEHHE U COXPAHHOCTh IWUYHBIX eI OOyYarOIMIHXCs
BO3Jaraercss Ha pabOTHUKOB OTHena KagpoB oO0ydarommxcs, paOOTHUKOB IeKaHATOB
uHCcTUTYTOB CI'YI'uT, B 1OIKHOCTHEBIE 005S3aHHOCTH KOTOPEIX BXOJUT paboTa ¢ TUYHBIMHE
JIeIaMH.

5.5 OTBeTcTBEHHOCTh 32 O(QOpMIIEHUE, IMOJHOTY WU JOCTOBEPHOCTH IOKYMEHTOB,
IepelaBacMBIX Ha XpaHEHHUE B JINYHBIE JIea 00yJaroIuxcs, HecyT pabOTHHKHU JeKaHATOB.

5.6 JIuuHoe neno BexeTcss B TedeHWe Bcero mepuoaa obydenus B CI'YI'uT gmo
MOMEHTa OTYUCIIEHHs 00yJarolerocs B CBA3M C OKOHYaHHeM o0ydeHus (0o 1o Ipyrum
OCHOBAHUSM).

5.7 Ha ocHOBaHuu npukasa o 3a4UCIeHIH 00y9aroneMycsl BRIIAIOTCS CTYIeHUECKHHA
Ouret ¥ 3a4eTHas KHKKa (0o BeJeTcs 3aueTHasi KHIKKA B 3JIEKTPOHHOM BHJIE ), KOTOPHIE
JIOJKHBI UMETh eIMHBINA NOPSIKOBBI HOMEp I Kaxaoro obydaromerocs. C 01.09.2018
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3aueTHas karkka Begercs TOJIBKO B anextponnom Buge (mpuka3 CI'VI'uT ot 28.06.2016
Ne 1/116/1). .

B ciyuae Beimaum [nyOnmukaTa coXpaHseTcs TOPSIKOBBIA HOMEpP YTEPSHHOIO
nokymenTa. Ilpu mepeBome obyuaromerocss BHyTpH CI'YIuT ¢ omgHoit ocHOBHOMU
oOpa3zoBaTenbHOM mporpaMMel (hopMel 00yUeHHs) Ha IPYTYIO, BBIIAETCS HOBAs 3aYeTHAs
KHIDKKA ¥ HOBBIU CTy/leH4YecKuil Ouier. Bce BHOCHMEIE M3MEHEHUSI OTPAXKAIOTCA B TMUHOM
nene o0yJaromerocs.

5.8 B Teuenme oOy4eHHsS B JUUHBIE Jella OOYYarOUIMXCS MOTYT BHOCHUTBCA
CIIeIyIONIHe JOKYMEHTHI WA CBEICHIS:

— BBIITUCKH U3 TPHUKA30B 110 JaHHOMY OOydaromeMycs: 0 3a4HCIeHNH, IIepeBojie Ha
IpyTyIo 00pa3oBaTeIbHYIO porpamMmy (Ha ApyTyio GopMy oOydeHus ), 0 mpeJoCTaBIeHUN
aKaJIeMUYeCKOr0 OTIyCKAa W BBIXOJEe W3 aKaJIeMUYeCKOTO OTIycKa, 0 CMeHe (paMUIIUH,
MMEHH, OTYECTBa U T.II. 3@ Bech Nepruo 00ydeHus;

— JIUYHBIE 3asBJIEHUS, CIIPABKY U JIP., IOJTYYEHHBIE OT 00yJarOIIMXCS 3a BECh IIEPUO]]
o0y4eHus;

— JIOKYMEHTEI, IIOATBEPKIAIOIIAE CMEHy HMEHH, OTYecTBa WU (QaMUIuU
obydarolerocs;

— KONUU JOKYMEHTa O KBaTM(HUKaIUM (eciau oOydJaroImuiicss caMOCTOSTENIbHO
OCBOWJI MPOrpaMMy JIONOJHHUTENRHOrO TpodeccHoHanbHOro o6pa3zoBaHusi) Wik 00
00pa3oBaHUM W O KBaTHUKAIUU (ecTr OO0ydarol[uiicsl caMOCTOSTENFHO OCBOWI HHYIO
poheCCHOHATBHYIO0 00pa30BaTeNbHYIO IPOrPaMMYy );

— KOTHUU CIPaBOK 00 00yueHnH B 00pa30BaTeIbHOM YUPEXKISHHH, BBIIABAEMBIX 110
TpeboBaHUIO 00yHaOIIerocs;

— WHBIE JOKYMEHTH Ha YCMOTPEHUE YHUBEPCUTETA.

5.9 IIpu BoccraHoBneHun obOyuaromerocs B CI'YIuT ero nmunHoe pneno (mpu
Hamnunn) u3biMaeTcs n3 apxuBa CI'YI'uT paborHuxamu nekanatoB. B nuuHoe nemno
BOCCTaHOBJICHHOTO 00YJaroIIerocs: BKIaIbIBAIOTC:

— 3asBJICHHE O BOCCTAHOBJICHNH;

— BBIIHMCKA U3 NIPUKa3a O 3aYUCICHUHN B MOPSIKE BOCCTAHOBJICHHUS;

[Ipu OTCYyTCTBMHU B apXHBE JHYHOTO Jella BOCCTAHOBJICHHOTO O0YyYalolerocs OHO
dopmupyeTcs ¢ yaeroMm TpeGoBanmid MyHKTa 3.6 HacTosuero lonoxenus.

5.10 I'lpu oTumcieHuHr 00y4aromEerocs B €ro JNIHOE JIeJI0 BKIAIBIBAIOTCS

— 3asBJICHHE Ha OTUHCJIeHWe (MMPU OTYHUCIEHUH IO COOCTBEHHOMY JXEJIAHWIO WU
OTYHCIIEHUH B CBS3HU C IIEPEBOJIOM);

— TIpe/cTaBlieHHe U aKT (IIPU OTYUCIICHUH 32 aKaJeMUYECKYIO0 HEYCIIEeBaeMOCTh UIH
32 HEBBIITOJIHEHUE YCIOBHUM TOTOBOPa);

— BBIMKCKA U3 MIpUKa3za 00 OTYUCIIEHUY;

— 00X0/IHO# NHCT (pacrucKa B NMOIyYeHUH OpUTHHAIA TOKYMEHTA);

— CTYIEHYECKUU OUIIeT;

— 3adyeTHas KHWKKa (B OyMakHOM BHe, TUOO pacledaThiBaeTCs dSJIEKTPOHHAS
3aueTHas KHIDKKA);

— y4eOHas KapTOUKa;

— JIMCT COTJIAaCOBaHUS JOKyMeHTa 00pa3oBaHus (MIPH HATUUUN);
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— KOIMs JOKyMeHTa 00 oOpazoBanum 1 0 KBamupukarmy, moxyderroro B CI'VI'uT,
U IIPHJIOKEHUS K HeMy (IJ1s1 OTUMCIIEHHBIX B CBS3M C OKOHYaHUEM 00YUIeHU );

~ KONHA JOKyMeHTa 00 o0pa3oBaHMU M (WJIM) KBaTHU(QUKAIWH, [TPEeIOCTABICHHOrO
oOyuaromumMcs Ha MoMeHT 3auncienus B CI'YT uT;

— 3asBJICHHE O BBIade qy0srKara;

— KOIMA AyONIuKaTa AUIIOMA O BEICIIEM 00pa30BaHmM U (WIIN) MPUIIOKEHHUS K HEMY;

~ JIOBEPEHHOCTh Ha IIpaBO IMOJy4deHUs JuruioMa o0 oOpazoBaHmm #  (HJIH)
IIPUIIOKEHNU K HeMy, NyOnuKaTa JuIuioMa 06 00pa3oBaHuu U (WIN) TIPHIIOXKESHUS K HEMY,

— 3asABJICHUE O HalpaBlIeHWW AUIUIoMa (IyOivkaTa) depe3 OIepaToOpOB ITOYTOBOM
CBSI3M OOILIEro MOJIB30BAHMUS, YBEJJOMIICHIE O BpYICHUH (TIPY HATHYHH).

5.11 JloxyMeHTHI B TUYHBIX JeJiaX PacrojaraloTcs B XpOHOJIOTHIECKOM HOPSIKE II0
Mepe UX MOCTYTUICHHU.

5.12B cny4ae yTpaTb/mopyd JHUYHOTO Jela ITI0 KakKuM-JTHOO IpHIHHAM,
pabOTHUKOM, OTBETCTBEHHBIM 32 pabOTy C JIMYHBIMH JellaMH, COCTaBISETCS akT 00
yTepe/Iopyu TUIHOTO Aela U GOpMHUPYETCsl HOBOE JIMIHOE JIETIO.

6 ©OPMIPOBAHUE JIMYHOI'O JAEJIA OBYYAIOHLIEI'OCA,
SAYMCJIEHHOI'O B IIOPAJKE TTEPEBOJIA U3 JIPYI'OI'O BV3A, IIPU
INEPEXO/IE C OJJHON ®OPMbI OBYUYEHNM HA IPYI'VIO

6.1 B cmyuae mepeBoma mmma w3 gpyroro By3a B CI'YIuT nuunoe pgeno
oOyuaroierocst popmupyercs B gekanatax CI'YI'uT.

6.2 JIngnoe peno obydatoiierocs, MepeBeACHHOT0 U3 APYroro By3a, GOpMUPYETCS U
BEJIETCS. B COOTBETCTBUM C paszzaenamu 3 u 5 Hacrosmiero llomoxxenus. B simdHOe memo
[IOMEIIAIOTCS, B YACTHOCTH:

— 3asBIICHHE O TIePeBOJIE;

— KOIIMU JIUIEH3UHU U CBU/IETEIHCTBA 00 aKKPEeIUTAINH BYy3a, U3 KOTOPOTO IepeBeIIcs
obygaromuiics (3aBepeHHbIe B YCTAHOBISHHOM MOPSIKE) — €CIM 3TO HeroCyaapCTBEHHBII
BY3;

— BBIIMCKA U3 IIpHKa3a 00 OTUUCIEHUHN U3 IPYToro By3a B CBSA3H C IIEPEBOIOM;

— cnpaBka 00 obydeHum wuiM o Tnepuojie oOydeHHs (WHBIE JOKYMEHTHI,
IIOATBEpKJatole 00pazoBaTeNbHbIe JOCTHKEeHNS o0yJaromierocs (Ipy HATHYHH));

— JOKYMEHT O IMpe/IIecTBYIOIIEM 00pa30oBaHUU: aTTeCTaT O CpeaHeM (IIOJIHOM)
ob0meM oOpa3oBaHMM, JWINIOM O CpeAHeM IIpo¢eCCHOHANBHOM  (HavaJlbHOM
npodeccHoHanBHOM) WK BRICIIEM 00pa30oBaHUM (OPUTHHAN YKa3aHHOTO JOKYMEHTA KM
€ro KOITHIO, 3aBEPEHHYIO B yCTaHOBIEHHOM Tiopsike win B CI'YT'uT);

— 3aBEpPEHHBIM B yCTAHOBJIEHHOM IOPSAKE MEPEeBOJ Ha PYCCKHH S3BIK JOKYMEHTA
MHOCTPaHHOI'O rocyzapctBa 00 00pa3oBaHWM W TPWIOKEHHS K HeMy (TIpH HATHYHH
IpeIIeCTBYIONIEro 00pa3oBaHusl B HHOCTPaHHOM roCcydapCTBe);

— CBUJETENBCTBO O IPU3HAHUU HHOCTPAHHOrOo oOpazoBaHus (B cCiydae
HEOOXOIUMOCTH IIOATBEPXKICHUS YPOBHS OOpa3oBaHMS, IIONyYECHHOTO 3a pPyOekoM,
POCCUMCKOMY B COOTBETCTBHHM co cTaTbed 107 @enepansHoro 3akoHa oT 29.12.2012 Ne 273-
@3 «O6 obpazoBanum B Poccuiickoit Deneparumy);

— JIOrOBOp Ha OKa3aHWe IUIAaTHBIX 00pa3oBaTENBHBIX YCIyr (eclyd 3aduciieHue
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OCYILIECTBIsIETCS Ha 00ydeHue 10 ToToBOpaM 00 00pa30BaHuM 3a CUET CPEICTB (PU3UIECKUX
U (W) IOPUANYSCKUX JIUIT);

— KOMHS TOKYMEHTa(0B), YAOCTOBEPSIOMUX TMIHOCTD, TPaXXIaHCTBO;

— 3aBEPEHHBI B YCTAaHOBIEHHOM TMOPSOKE TIEPeBOJ] HA PYCCKUM  S3BIK
JOKYMEeHTa(0B), yIOCTOBEPSIOMIUX JTUIHOCTE (1T HHOCTPaHHBIX MPaXKIaH);

— corjacue IOCTYTAaoIIEro Ha 00paboTKy ero MepCOHANTBHEIX JaHHEIX;

— BBIIIUACKA U3 TIPHKa3a 0 3aUMCICHUH B IOPSIKE IepeBoia.

6.3 Tlpu mnepexome ¢ ONHOM OCHOBHOM 00pa3oBaTeqbHOW NPOTPaMMBL IO
CHEeLMaIBHOCTY WM HalpaBJIEHUIO MTOATOTOBKM Ha APYTyIo (B TOM YHCIE C H3MEHEHHEM
(dopmel 00yueHHs) BHYTPHU By3a H3JaeTcsl MPHKa3, BBIMHUCKA M3 KOTOPOTO BHOCHUTCS B
JTUYHOE JIENI0 00yJaroIIerocs.

6.4 BHecenve n3MeHeH! U AOTIOTHEHHH CO CJIOB 00YYarOIMXCs He JOITyCKAeTCs.

7 IIOPAJIOK XPAHEHMA JIMUHOI'O JEJIA B OTHAEJIE KAJIPOB
OBVYYAIOIIMXCAH

7.1 Jluanoe neno obywaromierocsi B mepuoj; 0OyUeHHs XPaHUTCSI B OTAeNe KaJpoB
o0ydaronuxcs, B YCIOBUAX, 00ECIICUMBAIONTNX UX COXPAHHOCTh M MPEIOXPAHSIONIIX OT
IIOBPEXAEHUM, BpeJHBIX BO3NEUCTBUI OKpYXarolel cpebl (MBUIM ¥ COJTHEYHOTO CBETa) U
VCKIIIOYAIOIIUX YTPATy JOKYMEHTOB.

7.2 IIpaBo goctyma K TOKYMEHTaM JIMIHOIO Jiejla 00y4alomerocss UMeroT:

— OTBETCTBEHHBIN CeKpeTapbh NPUEMHON KOMUCCHUY;

— PEKTOp;

— TIPOPEKTOP IO OOIIUM U TIPABOBBIM BOIIPOCAM;

— IPOpeKTop 1o yueOHOU 1 BOCIIATATEIHHOU padoTe;

— pabOTHHKH OTJeNa KaJpoB 00yYarOIIuXCs;

— OTBETCTBEHHBIE 3a BeIeHHE IMYHBIX el B uHcTuTyTax CI'¥YT'uT.

WHBIM pyKOBOIUTENSIM CTPYKTYPHBIX MOAPA3eNeHni IpaBo JOCTyIIa MOXET OBITH
IpEJOCTAaBICHO Ha OCHOBAHMM IHCHMCHHOIO pa3pelicHus C pPE3ONIoIUed peKTopa,
IpOpeKTopa Mo y4deOHOW M BOCHMTATEIHHOH paboTe WM MPOpEeKTopa IO OOIMM MU
IPaBOBBIM BOIIPOCAM.

Hoctyn ofyuaromxcss M WHBIX JODKHOCTHBIX JIHI Oe3 paspelleHds peKTopa,
IpopeKTopa Mo y4eOHOH M BOCIHTATEIRHOW paboTe WM IIpopeKTopa Io Oo0IuM H
IIPAaBOBEIM BOIIPOCAaM K JINYHBIM JIeJIaM 3allpelleH.

7.3 B cnyuae yTparhl WM IOPYH JHYHOTO Jeja O0YyYaloIlerocs IO KaKuM-IHO0O
IpUYMHAM COTPYAHUKOM OTAeNa KaJpoB OOYYaromUXCSd B NPUCYTCTBHH KOMHCCHH,
CO37aBaeMOil M3 YMcla JIUL, UMEIOIIMX AOCTYN K paboTe ¢ TMYHBIMH JIeTaMH COTJIACHO
yHKTy 7.2 Hacrosuero [lonoxeHus:, coctTaBiseTcst akT 00 yTepe Wi opye JIMIHOTo Jela.
Jlanee popmupyercs HOBoe JTUUHOE JIeNT0 00YJalOMIErocs COrlacHO TPeOOBAHUSM IIyHKTA
3.6 Hactosamtero Ilomoxxenns.

7.4 PanrioHanbpHOE pasMelleHue JIMYHOTO JIelia IIPernoiaracT Halndrue MTOMEIeHIH,
MIPUTOAHBIX JI XpaHEeHUs Jedl.
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7.5 B nporiecce onepaTUBHOIO XpaHEeH!s JTMYHEIE Jeia 00yJaloIuXCs pa3sMearoTCs
OTHENBHO OT IPYIUX A€l B BEPTUKAIBHOM IOJ0XEHUH KOPElIKaMi HapyKy B al(paBUTHOM
TIOPSIZIKE.

7.6 JJocTyn k cpeacTBaM XpaHEHMs JMYHBIX [IeJI pa3pelacTcs TOIbKO paOOTHUKAM
oT/IeNia KaIpOB 00YYarOIINXC .

7.7 Jlmaroe neno obydaromerocs MOXXeT BBIIABATECS BO BpEMEHHOE I10JIH30BAHME C
cobmoenreM TpeOOBaHUI K Tiepeiade TIepCOHANBHBIX JaHHBIX.

7.8 B cooTBeTCTBUH C 3aKOHOAATENHCTBOM Poccuiickoit Denepanun 00ydaronuics
HUMeeT IIpaBO Ha IONy4YeHHe KOIHH JI000ro AOKYMEHTA, COAEPIKAIIErocs B €ro JIMIHOM
Jiesie, Ha OCHOBAHMY IMUCBMEHHOT'O 3asBJIEHNS Ha UMSI PeKTOpa WM IIPOPEKTOpa 1o YIeOHOH
U BocnuTaTensHOU pabore. Komnu HOKyMEHTOB HOJDKHBI OBITH 3aBEPEHBI HaIJIEKAIIHM
0o0pa3oM M MpeJoCTaBIAThCA 0E3BO3ME3NHO B TedeHHe Tpex IHeH cOo JHSI I0Jauu
3asgBieHus. OprUruHaNb JOKyMEHTOB 00 00pa3oBaHuM HA PYKU 00yYarOIIeMyCs BBIIAIOTCS
nocite otuncienusa uz CI'VIuT.

8 TIOPAZIOK O®OPMIIEHIMA U TIEPEJAYYN JIMUYHOI'O IOEJIA B APXUB
CI'VI'uT

8.1 Odopmienne nuuHorO ena, epegasaemoro B apxuB CI YI'uT, ocyiecTBisercs
COTpYIHMKAaMH TMOJpa3feleHud, B OOS3aHHOCTA KOTOPBIX BXOJUT 3aBeICHHE U
(opMHpOBaHHE JUYHOrO feja, NP METOIUUECKOH IMOMOIIM U TOJ KOHTPOJIEM apXuBa
CryruT.

8.2 JInuHoe [1eso MOIKHT IMOTHOMY O()OPMIICHHIO.

ITonHoE odopmiteHrEe TperycCMaTPUBAECT:

— pacHoiio’XKeHHe AOKYMEHTOB JHMYHOTO JeJia B XPOHOJOTHYECKOM ITOPSIKE IIO
Mepe IOCTYIUICHHUS,;

— HyMepaluio JIUCTOB JIeJa;

— COCTaBJICHUE BHYTPEHHEU OIMCH JOKYMEHTOB J[eIa;

— COCTaBJICHHUE JIMCTA-3aBEPUTEIIS;

— TIOJIIUBKY Jena;

— obopmieHre OOMOXKH Jefla WIM BHECEHHWe HeOOXOMUMBIX YTOUYHEHHH B
PEKBHU3HUTHI OOJIOXKKH Jiea.

8.3 Ilepen cmauel nuyHoro nena oOydaromerocs B apxuB CI'VIuT corpymHuk
oTJeNna KaJapoB OOydarolUIMXcs TpOBepseT HalWdhe BceX HEeOOXOIUMBIX JOKYMEHTOB B
neine. B geno nmomemarorcs JOKYMEHTEI CO BCEMU HE0OX0ITUMBIMU PeKBU3UTAMH (TIOIITUCH,
IIe4aTy, IITaMIIbl, JaTel, HOMepa U T.1.). llpu 3ToM 3amperaercs rpynmapoBaTh B Jeia
YEpHOBBIE W IyOJETHBIE 3K3eMIULIPH JOKYMEHTOB, a TakKe HOKYMEHTHI, MOJJIeXKalne
BO3BpaTy.

CryneHdeckuil OumeT, cjaBaeMblil 00yJarOTIMCS, U3BIMACTCS U3 JIMIHOTO Jela JI0
[Iepejaddl ero B apXuB U YHUYTOXKAETCS 110 aKTy He IMO3JHee OJHOTO MeCALla ¢ MOMEHTA
CHavu.

8.4 Bce nucTel nuyHOTO nena (KpoMme IJTUCTa-3aBepPUTENS W BHYTPEHHEH OITHCH)
HyMepyroTcs apabcKUMHU U(paMu BaJIoBO (ITOPSAKOBOH ) HyMepaliel B IIPaBOM BEpXHEM
yIILy JIUCTa IPOCTHIM I'PpadUTHRIM KapaHAalloM U HyMEPaTOPOM.
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VYnorpebnenue depHWI, MAapPUKOBEIX pydeK, (PIOMACTepOB U I[BETHBIX KapaHaIei
IUISE HyMepalluu JINCTOB 3aIlpeliaeTcs. :

JIucTel BHyTpEHHEH ONMKUCH JOKYMEHTOB JIeJia HyMEPYIOTCS OTAENBHO.

CroxeHHBIA JTUCT pa3BOpaurBaeTCs U HyMepyeTcs B MpaBoM BepxHeM yriy. Ilpwu
3TOM JIUCT JII060ro dopmaTa, MOJUIUTHIN 338 OAUH Kpail, HyMepyeTcsl KaK OJIWH JIUCT; JIUCT,
CJIIOK€HHBIA M MONUIMTHIA 3a CepeluHy, MOJJIEKUT MepelliuBKe U HyMepyeTcs KaK OJHH
JIUCT.

Jluct ¢ Hariayxo HakleeHHBIMU AoKyMeHTaMu ((poTorpadusiMu, BEITIHCKAME U T.II.)
HyMepyeTcsl KaK OJIMH IHUCT. EciM K JOKYMEHTy MOJKJIeeHBl OLHUM KpaeM JApyrue
JOKYMEHTBI (BCTaBKM TEKCTa, BBIPE3KM U T.I.), TO KaXKIBIH JOKYMEHT HyMepyeTcs
OTIIEJIBHO.

YucTeie nucTsl, He 3anoiaHeHHble TekctoM, HE HYMEPYIOTCA, a npomyckaroTcs.

OJNeKTpOHHas 3a4eTHas KHIKKa pacleyaThlBaeTcss U HyMepyeTcs IMOPSIKOBOH
HyMmepainueil. 3aueTHass KHIKKAa B OyMa)XHOM BHJIe HyMepyeTCs yKa3aHHeM KOJHYECTBa
(KONMUYECTBO IITYK).

ITogmuTele B €10 KOHBEPTHl C BIIOXKEHUSMH HYMEPYIOTCS; IIPU 3TOM BHadale
HyMepyeTcsl caM KOHBEPT, a 3aTeM O4epeHbIM HOMEPOM KaxXJ0€ BIIOKEHHE B KOHBEPTE.

[TogmmTele B Aen0 JOKYMEHTHI ¢ COOCTBEHHOW HyMepalldedl IHCTOB (BKIIOYas
NIeYaTHBIEC U3/1aHUs) MOTYT HyMEpOBAaThCS B OOIIEM IOPSIKE UM COXPAHITH COOCTBEHHYIO
HYMEPALHIO, €CIIA OHa COOTBETCTBYET OPAIKOBOMY PACITONIOKEHHIO JTUCTOB B JieTIe.

8.5 B cmyuasx obHapyxeHHs OONBIIOTO YKCIIA OTHOOK B HYMEpAIWH JIHCTOB Jieja
IIPOBOJIATCS HMX IEepeHyMepalus, IOpu O5TOM CTapble HOMepa 3adepKHBAIOTCS OJIHOH
HaKJIOHHOM 4epTOH U psIOM CTABUTCS HOBBIM HOMEp JIUCTA, 4 B KOHIIE Jlelia COCTABJISICTCS
HOBas 3aBepUTeNIbHAS HAAIMMICh, IIPU 3TOM CTapas 3aBepuUTeIbHas HAAINCHh 3aUepPKUBACTCS,
HO COXpaHseTcs B JIelie; BHOCATCS TaKkKe UCIIPaBIeHUs B 00JI0XKKY (TUTYJIBHBIMA JUCT) U BO
BHYTPEHHIOIO OIIKCH UM OIKCH COCTABIAETCS 3aHOBO.

8.6 ITpu HanMYKM OTHENBHEIX OIIMOOK B HyMEPAIINH JIUCTOB B JieNIax IMPH ITOATOTOBKE
UX K Ilepefade B apxuB, JOIIyCKaeTCs, II0 COIIACOBAaHUIO, yIoTpeOsieHue JUTEPHBIX (C
OYKBEHHBIMH JTOTIOTHEHUSIMH ) HOMEPOB JIUCTOB.

8.7 B Havasie KaxxOoro jena MOAIINBASTCS BHYTPEHHSS ONMUCH JIOKYMEHTOB Jiefia, B
KOHIIe Jiena — OJIaHK JINCTa — 3aBePUTEIS.

8.8 BHyTpeHHsSI ONMHUCH COCTaBIAETCS HA OTAENBHOM JIACTE II0 YCTaHOBIEHHOM
¢dopme, B KOTOpOH cozepkaTcsl CBEIEHHUS O MOPSAKOBBIX HOMepPax JOKYMEHTOB JTUYHOI'O
nena, UX WHJEKcaX, Jarax, 3arojOoBKax W HOMepax JIUCTOB fena. K BHYTpeHHeH omucu
COCTaBIISIeTCSI UTOTOBasl 3alKCh, B KOTOPOH YKa3bIBAIOTCA IUGpaMHd H IPOIUCKHIO
KOJIMYECTBO BKJIIOUEHHBIX B Hee JOKYMEHTOB M KOJMYECTBO JIUCTOB BHYTPEHHEH OIHCH.
BHyTpeHHS OIUCEH NOAMUCHIBAETCS €€ COCTABUTEIIEM.

8.9 Jluct — 3aBepuTeNb COCTaBISIETCS Ha OTAEIBHOM JIMCTE II0 yCTAHOBJICHHOMN
¢dopMe, B KOTOPOH yKazbIBaeTCs LuppaMyd U IPONHUCHI0 KOJIMYECTBO IIPOHYMEPOBAHHEIX
JUCTOB Jie]a, KOJMYECTBO JIMCTOB BHYTPEHHEH OIMHACHU, Or'OBapUBAIOTCH OCOOCHHOCIHU
HyMepalliy JJUCTOB JieNa (HaJIuIue TUTEPHBIX, TPOITYIIIEHHBIX HOMEPOB, HOMEPOB JINCTOB C
HaK/IeeHHBIMU (QoTorpadusaMu, HOMEPOB KpPYIHO(GOPMATHBIX IJUCTOB, KOHBEPTOB C
BJIOKEHUSAMH M KOJMYECTBO BIOXKEHHBIX B HUX JHCTOB). JIUCT — 3aBeputens nena
MTOAIIUCEIBAETCS €I0 COCTABUTEIIEM.
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JIuct — 3aBepurens HE HYMEPVETCAI.

IIpu nocnenyrommx U3MEHEHUIX B COCTaBe JIMIHOTO JI€Nla COCTABIIIETCS HOBBIH JIUCT
— 3aBEpHUTEIlb, IIPU YCIOBUU COXPAHEHHSI CTAPOTo JINCTA — 3aBEPUTENS.

3ampeniaeTcsa BBIHOCUTB JHCT-3aBEPUTENb Ha OOJIOKKY Jefa WK YUCTHIA 060poT
JIMCTA MTOCIEAHEr0 JOKyMEHTA.

8.10 JlokyMeHTBI, COCTABIISIOIINE JINIHBIE [Iella, TIOJIIHUBAIOTCS IPOYHBIME OeIbLIMU
HUTKAMH Ha 4eThIpe IIPOKoJa B MalKy — cKopocmuBatens «Jlemo» u3 kxaprona (6es
METAIMYECKUX 3KUMOB U 3aBSI30K) C YIETOM BO3MOXXHOCTH CBOOOJHOIO UTEHUS TEKCTa
BCeX IOKYMEHTOB, JIaT, BU3 W Pe30JIOUUY Ha HUX. TeKeT He MOIDKeH IOAXOMUTh K JIUHUN
NOJIIMBKY (Ieperiera) Ommwke 2-3 cM, a JIUCTHI He TOJDKHBI BBICTYIIATE 38 Kpasl 00JI0KKH.
IIpu moxaroroBke Aen K MOAMIMBKE (TIeperrieTy) MeTauTn4ecKue CKperuieHus (OyIaBKu,
CKPETIKH ) U3 IOKYMEHTOB yTaJISTFOTCAL.

8.11 JloxymeHTHI 601B1IOTO popMaTa AOJKHEI OBITH MOIIHTH 33 KPai U CIIOKEHEI
TaK, 4YTOOBI NX OBLIO JIETKO Pa3BEPHYTh.

8.12 [leno nomxHO conepxaThk He Oosee 250 UCTOR pH ToNIMHE He Goiee 4 M.

8.13 IoKyMeHTHI, COCTAaBISIOIIME JHUYHOE JeJI0, NPOKAIBIBAIOT IIHIOM, MK
IBIPOKOJIOM, 3aTEM IIPOIIXABAIOT JUIMHHOHN (IIBITaHCKOM ) UTIIOH CIIEAYIONMM 00pa3oM:

— C JIMLEBOM CTOPOHBI IIPOAEBAIOT UITy BO BTOPOE CHH3Y OTBEPCTHE, OCTABIISS
HEOOJIBIION «XBOCTHK», A AalbHEHIEro CBA3BIBAHMS HUTH, 3aTeM HINYy C THUILHOM
CTOPOHEI NPOJIEBAIOT B TPETHE OTBEPCTHE, 3aTEM HUITLYy IPOJEBAIOT C JIMLEBOM CTOPOHEI B
YEeTBEPTOE OTBEPCTHE, Jajee HUTh BEJIETCS C THUIBHOM CTOPOHBI B TPEThE OTBEPCTHE, 3aTEM
UIJla IpojeBaeTCd B IEpBOE HMKHEE OTBEPCTHUE C JIMIIEBOM CTOPOHBI H BBIBOJHUTCS BO
BTOPOE UCXOTHOE OTBEPCTHE;

— Janee JBa KOHI[A HUTH OOXBaTBIBAlOT OCHOBHYIO HHTb JBYX CTOPOH,
[IOATATUBAIOTCS M 3aBA3BIBAIOTCS HA Mapy y3J0B TaKUM 00pa3oM, 4TOOBI B HallbHEHIIEM
JIeJI0 He OKA3aJIOCh PACIITHTHIM.

8.14 Ha o6noxke 7#WYHOTO [ena MpemycMaTpHUBAeTCS MECTO IS  IIOJHOrO
Ha¥MEHOBAHUS By3d, B UMEHHUTEIBHOM IIaJeKe C yKa3aHHeM B CKOOKaX COKPAIIEHHOTO
HauMmeHoBaHudA. IlonHoe HauMMeHOBaHHME BBIIIECTOAIIEH OpPraHW3aIldh YKa3bIBAeTCs Hall

HauMEHOBaHUEM By3a.

Ha o6oxKe mena yKa3pIBalOTCS:

— HaVMEHOBaHME BBIIIECTOSIIEeH opraHu3aluy;

—~ HauUMEHOBaHUE BY3a;

~ 3aroJIOBOK JIeTa;

— KpallHue J1aThl;

— KOJIMYECTBO JIUCTOB B JIEJIE;

— CPOK XpaHEHHU Jena;

— apxUBHBIH mHdp Aerna.

8.15 3arouoBok JMyHOIO Jeia lepeHocures U3 HoMmesknatypsl gen CI'VIuT.
3aroI0BOK JJOJKEH COOTBETCTBOBATH CONEPXKAHUIO JOKYMEHTOB B €.

8.16 JInunsle Aena, BHECEHHBIE B I'OJIOBBIE pa3/ieNbl CBOJHBIX OMUCceH, MU(PYIOTCs
IIOCIIe YTBEPKIAEHUA IOJOBOrO paszena cBOAHOU omucu mpotokoroM OIIK ynpasienws
rocyaapcTBeHHo# apxusHoH ciry:x651 HCO u yrBepxknenus pexropoMm CI'YT'uT (g0 sToro
apXUBHBIN MIpUQT MpocTaBIsIeTCS KapaHIaIIoM).
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8.17 JlaToll mUUHOTO AeMa SIBISIOTCS AAThl MOITUCAHUSA MPUKA30B O 3aYUCIEHHH U
OTYHCIIEHUH 00YYaroIIerocs, Ha KOTOPOTO OHO 3aBeJIEHO.

IIpn o0o3HaueHUH JAaTHl JOKYMEHTa CHadala yKa3bIBaeTCs HKCJIO, 3aTEM MeCHl U
roz. Yucio u rox o6o3Havar0TCs apabCcKuMy UPpaMu, Ha3BaHUe MECSIIa — CIOBOM.

8.18 O6s3aTeNnbHBIME PEKBU3UTAMH OOJIOKKH JTMYHOTO Jejia SBIISIOTCS YKa3aHHe
KOJINYECTBA JIUCTOB B Jiene (POCTaBIsIeTCs Ha OCHOBAHUY JINCTa-3aBEPUTEIIA Jejla) U CPOK
XpaHeHUs Jena.

8.19 Ilpu oTumcnenuu oOydaroIerocs JIHYHOE JIENO0 XPaHUTCA II0 MECTy
dopMUpOBaHUS OTJENBEHO OT JIHYHBIX JIed JPYTHX OOydJaronmxcs M Iepegaercs Ha
apXUBHOE XpaHEHUe He paHee, YeM depe3 OJIMH I'oJl U He T03/IHee, YeM depe3 TPH r'ojia Iocie
3aBEpLICHUs JIMYHOTO Jejia B JEJIONpPOu3BOJicTBe. Eciu 00ydarommics, JHYHOE Iell0
KOTOPOIO HaXOAMUTCS Ha ONEPAaTUBHOM XpPaHEHHMM B OTHeNe KaIpoB OOYYarOIIHMXCH,
BOCCTaHOBJIEH B TE€UEHUE YCTAaHOBJIICHHOI'O 3aKOHOAaTelbcTBOM P® BpeMeHH, BeleHHE
JIMYHOTO Jella IpogoirKaeTcs. Eciay 1o ucTedeHus: yKa3aHHOTO CPOKa OOyYarolIuiics He
OyzleT BOCCTaHOBIIEH, ero JIMYHOe JeTIo Tepegaercs Ha xpanenue B apxus CI'YT'uT.

8.20 Ilepenava nmuunoro nena B apxuB CI'YI'uT ocymiecTBiseTcs Mo ClIeqyIOLUIM
MpaBUJIaMm:

1) JIuunoe neno nepegaeTcs B apXMB 10 aKTaM MpHeMa-IiepeIadH.

2) JIndHOE 1eTI0 NOCTaBIIOTCS B apXUB PAOOTHUKAMH OT/IENAa KaJIPOB 00y YArOIIIXC.

3)IIpueM KaXJOTO JHYHOTO Jiella HPOU3BOIAMTCS COTPYAHHKOM apxwBa B
MIPUCYTCTBUM PabOTHUKA, TTEPEHAOIIEr0 JINYHOE JEO.

Ha o6oux sk3eMInisipax akTa B KOHIE KaXJIOTO 3K3eMILIApa HudpamMu U IPOIHCHIO
yKa3bpIBaeTCsl KOJIMYECTBO (PAKTUUYECKU MPUHSATHIX JIMYHBIX [€J, CTaBATCA IIOHIIHCH
COTPYAHUKA apxuBa U pabOTHHKA, IepelaBIlero JMYHbIEe Jelia, Jarta MpueMa-epeaadn
JINYHBIX JIEJ.

4) JInunple menma OTYMCIEHHBIX ¢ 4 MO 6 KypC M BEIIYCKHMKOB HaxOmATcs Ha
xpanenuu B apxuse CI'YI'uT B Tederue 50 et (JTMUHBIE Aena OTUYUCIEHHBIX ¢ 1 110 3 Kypce
XpaHATCs B OTAEINE KaIpoB 00yUaromuxcs B Tederne 15 ner).

9 BbIJAYA JIMYHOI'O JEJIA W3 APXVMBA BO BPEMEHHOE
ITOJIb3OBAHUE

9.1 Jluunoe peno ofywaromierocss BBIJACTCS BO BPEMEHHOE II0JIb30BAHUE
cTpyKTypHbIM noapazzaeneHusaM CI'YIuT (mampumep, nnsi W3TOTOBIEHWS CIPABKU 00
o0y4ueHHH B 00pa3oBaTeIbHOM YUpEXIeHWH) Ha Cpok 10 3-x naueid. Ilpomnenue
YCTaHOBIIEHHOI'O CPOKa BBIAYH JENI BO BPEMEHHOE TOJb30BaHMEe JIOIYCKAETCS B OCOOBIX
Clly4asiX ¢ paspelleHus IIPOpeKTopa M0 OOIKMM U MPaBOBBIM BOIPOCaM IO MHCEMEHHOMY
IIOATBEPIKIECHUIO II0JIE30BATEN O COXPAHHOCTH Aena. Cpok MoXeT OBITh NMPOJUIeH TOCTe
03HAKOMIJIEHU: COTPYIAHHKAMM apXUBHOIO OTHENA C COXPaHHOCTRIO Iel, HO He Oojiee ueM
Ha 10 ggeit.

9.2 CocrosiHHe [ien, BO3BpallaeMbIX B apX¥B I10CJIe MCIIONb30BaHMs, JOJDKHO OBITH
IIPOBEPEHO B IIPUCYTCTBUH JHIIA, BO3BPAIIAIOIIETO IETI0.

931lpu  nomosHeHMM A€l HOBEIMH  JOKyMEHTaMH  JIMYHOE  JIEJI0
nepeopMUPOBEIBAETCS, COCTABISICTCS HOBBIN TUCT-3aBEPUTEND ¥ BHYTPEHHSSA OIMCh JIeja.
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Ha o610xKke YKasbIBa€TCA HOBOE KOJIMYECTBO JTUCTORB, IIPY USMEHEHUH CPOKOB OKOHYaHUA
ACJia, O(I)OpMHHGTCH HOBas 00JI0XKKA Helia.

9.4 HpI/I NDEPEMCIICH M JTUYHBIX JEJ 3a MpelaeiaMu apxXuBa OOJIXKHBI COGJII-O,II&TBCH
MEPHI ITPETOCTOPOXKHOCTH, HAZIEXKHO O6€CH€‘—IHB&IOIHI/IG COXPAaHHOCTH JTHYHBIX JEJI.

10 3AKJIIOUMUTEJIBHBIE TTOJIOXEHU S

10.1 PaboTHUKH, B JIOJKHOCTHEIE OOS3aHHOCTH KOTOPHIX BXOIHUT (OPMHUpOBaHWE,
BEJICHUE U XpaHEHHUE JIMYHBIX NIeNl, DJOJKHBI OBITh 03HAKOMIIEHBI C JaHHEIM IlooskeHneM
IIOZ IIOAIIMCEH B TEYEHHE HEMNENIU C MOMEHTA €r0 YTBEPKICHH.

10.2 PaGoTHuK, npuHuMaeMEl# Ha paboTy, CBSI3aHHYIO ¢ (OPMHPOBAHIEM, YIETOM,
BEJICHHEM, XPaHEHHEM JINYHOT'O JIeNa 00y4aroerocs, J0JDKeH OBITh 03HAKOMIICH C JAHHBIM
IlonoxxeHreM o/ IOANUCEH 10 TIOAINCAHUS TPYIOBOTO JOTOBOPA.

10.3 JInuusle mena, HaxonAmuecs Ha TeKyLIeM XPaHEHUMH, HeOOXO0IUMO IPUBECTH B
COOTBETCTBHE C HacCTOSIUM llojoXkeHHeM B TedyeHHe ONHOr0 Mecsila ¢ MOMEHTa €ero
YTBEPIXKICHUS.
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JIMCT COI''TACOBAHUA

Benymmuii ropuckoHCynsT %z /E.B. CmupHOBa/

HavanpHauk oO1iero ornena /JI.M. Abpamosa/

JIMpeKTOp LeHTpa TeCTUPOBAHUS U /W.B. Psizannena/

npodopueHTannn
PykoBoauTens oTnena kaapos /K.A. ®ynk/
o0yJarommxcst

IIpopekTtop mo yueGHOH 1 /C.C. Slukenesuy/

BOCIIMTATENIbHOM paboTe

JMpeKTop LIeHTpa JOMOIHATEIHHOTO /O.B. I'opo6iioBa/
00pa30BaHUs ¥ MAPKETHHIOBBIX

KOMMYHUKaIIAH
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JIMCT PETUCTPALIMIY M3MEHEHWH

Howmep Howmepa Hoxyment (npukas, | Ionmuce | PacimudpoBka | Jlata
U3MEHEHHUS | JIUCTOB  C | paCIOpsDKEHUE C yKazaHHEM TIOTUCH BHECCHUS
BHECEHHEM | HOMEpa MW JaThl), B KOTOPBIX U3MEHEHHS

H3MEHEHHHI OTPAKCHBI U3SMCHCHUA




