Byl

ABTOHOMHAsI HEKOMMep4YecKasi 00pa3oBaTesibHasi OPraHu3anus
BbICILIET0 00pa30BaHuUs
«BopoHeKCKMii IKOHOMHUKO-TIPABOBOM NHCTUTYT

(AHOO BO «B2JIIN»)
AHOOBO  aamarowngporon Y TBEPYKJIEHO
"BOPOHEXCKUI o ens 2
skoommko.  cororexaen - TIpukazom AHOO BO «BOIT»

MPABOBO wnemT atooso o1 17.05.2023 Ne 06-03.17.05.23.01

WHCTUTYT", AHOQ ‘Borw.Bsrm -
BO "Bal‘ll/l", B3N [ata: 2023.05.17 14:13:29 PeKTOp C.H. HFOHKHH

MHOJIOKEHUE

O dbopmupoBaHUHU, BEICHUU U XPaHEHUU
JIMYHBIX J1e7T 00y4aroIIXCsl

B AHOO BO «B2II1» u punuanax

[Tonoxenue «O QopMUpOoBaHUHU, BEACHUM U XpaHCHUU JIMYHBIX J€1
ooyuaromuxcs B AHOO BO «BOIIW» u ¢unmanax» (manee — Ilonoxenue)
pa3paborano B cooTBeTcTBUU ¢ DenepanbHbIM 3ak0HOM OT 22.10.2004 Ne 125-D3
«O0 apxuBHOoM gene B Poccuiickoii ®denepanuuny», denepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152-®3 «O nepcoHanbHBIX NaHHBIX», DenepabHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoit denepanumy», IpuKazoM
Munnpocsemennss Poccun ot 24.08.2022 Ne 762 «O6 ytBepxknenun Ilopsiika
OpraHu3allid M  OCYIIECTBJIECHHS  OOpa30BaTEIbHON  JAEATENBHOCTH IO
o0pa3oBaTEIbHBIM MPOrpaMMaM CpPEIHETO MPOPECCUOHATBEHOIO 00pa30BaHUMY,
npukazoM MunoOpHayku Poccum ot 06.04.2021 Ne 245 «OO6 yTBepKIeHUU
[Topsinka opraHu3anMi W OCYIIECTBICHUS O00pa30BaTENbHON NEATEILHOCTH
1o o0pa3oBaTeIbHBIM IpOTrpaMMaM BBICIIETO O0pa3oBaHUsI — MporpaMMaM
OakanaBpuaTa, NporpaMmam CIeIUaIUuTeTa, MPOrpaMmaM MarucTpaTrypbDy,
npukazoMm MwunHoOpHayku Poccum ot 21.08.2020 Ne 1076 «O6 yTBepkIeHUU
[Topsinka mpuema Ha oOydeHHE MO O0Opa30BATENbHBIM MPOrpaMMaM BBICIIETO
oOpazoBaHus — TporpamMmaM OakajaBpuaTa, MpOTpaMMaM CIICIIHMAIIUTETA,
nmporpaMmaM  MarucTpaTrypbl»,  INpukazoM  MuHnpocBemeHuss  Poccuu
ot 02.09.2020 Ne 457 «0O6 ytBepxaenun Ilopsaka npuema Ha o00yyeHUE
1o o0pazoBaTeIbLHBIM MPOrpaMMaM CPeAHEro Npo(ecCuoHaTLHOTO 00pa30BaHUsY,
npukazoM MunoOpHayku Poccum ot 12.07.2021 Ne 607 «OO yTBEepXaAeHUU
[Topsinka mepeBoaa oOydarouierocs B JIPYryr0 0Opa3oBaTENbHYIO OpraHU3alMIo,
peanu3yronyro  o0pa3oBaTeNbHYIO  MPOrpaMMy  BBICIIErO  OOpa3oBaHUs
COOTBETCTBYIOILIETO YPOBHs», pukazoM Munnpocsemienus Poccun ot 06.08.2021
Ne 533 «O6 yrBepxknenun Ilopsnka mnepeBoma oOOydalOMIMXCS B JIPYTYIO
o0pa30BaTeIbHYI0 OpPTaHU3AIMIO, PEATU3YIONIYI0 00pa30BaTENbHYIO MPOrpamMMmy
cpemHero  mpodeCcCHOHAIbHOIO  00pa3oBaHUSA»,  YCTaBOM  ABTOHOMHOM
HEKOMMEPYECKON  00pa30BaTEIbHOW  OpraHW3alldd  BBICIIETO  0Opa30BaHMS
«BOpPOHEKCKHIM HIKOHOMHUKO-IIPABOBOW HWHCTUTYT» W APYTHUMHU  JIOKAJIbHBIMU
HopmatuBHbIMH akTamMu AHOO BO «B3IIN» (nanee — Uuctutyr).
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1. O0mue mMoJI0KeHUA

1.1. TlonoxeHue ycCTaHAaBIMBACT €AMWHBIE TpeOOBaHUS K (HOPMHUPOBAHUIO,
BEJCHUIO W XPAHECHUIO JIMYHBIX JeJ OOy4arommxcsi 1o 00pa3oBaTelbHBIM
porpamMmam BBICILIETO U CPETHET0 MPO(HEeCCHOHATBHOTO 00pa30BaHMUI.

1.2. Tlonoxenue 00s3aTENbHO K MPUMEHEHHUIO BCEMHU CTPYKTYPHBIMU
nospazneneHussMu  IHCTUTYTa, OTBETCTBEHHBIMU 3a (POPMHpOBAHHE, BEACHUE U
XpaHEHUE JIMYHBIX JeJT 00YJaIOIUXCs: PUEMHOE OT/AelieHue, (PMHAHCOBBIA OTAET,
JIeKaHaThl (PaKyIbTETOB, OTICI YITPABICHUS TOKYMEHTAMH, KJIMEHTCKUN OTIEI.

1.3. ®opMupoBaHUE JTUYHBIX J1€1 AOMTYpPUEHTOB MPOU3BOIUTCS MPHEMHBIM
otaeneHueM MHCTHTYTA, (UHAHCOBBIM OTACIIOM, a TAKXKE CEKPETApsIMU MPHUEMHOMN
Komuccuu B prmnanax MuacTuryTa.

1.4. ®opMupOBaHUE JUYHBIX /€] OOYyYarOIIMXCS, 3aYMCICHHBIX B IOPSIKE
nepeBojia U3 Apyroi oOpa3oBaTENbHOM OpraHW3aliy, MPOU3BOJIUTCS JIEKaHATAMU
dakynpTeToB MHCTUTYTA 1 PUHAHCOBBIM OT/IEIIOM.

1.5. Benenue, yder, TeKyllee XpaHEHHE U TMepelada JMYHBIX JIe]
OoOy4aronmxcsi B apXuB Ha JJIUTENIFHOE XPAHEHHWE OCYHIECTBISIETCS OTICIIOM
yIIpaBJICHUS IOKYMEHTaMHU.

1.6. [exanatsl (akyJIbTETOB MPEIOCTABISAIOT JOKYMEHTHI Ui MOIIIMBKA B
JIMYHOE JIe710 00YYarOIIUXCSl.

1.7. KoHTpons Hanuyus JIMYHBIX 1€ B COOTBETCTBUM C KOHTHHICHTOM
00y4YarommXcs U X HAIMOJIHEHUE OCYIIIECTBIISIETCS OTIEIIOM KOHTPOJIS.

1.8. Mndopmarms U3 IMYHBIX e 00YYaIONIUXCSl OTHOCUTCS K MIEPCOHATIBHBIM
JTAHHBIM W HE MOXKET TepeaBaThCs TPETBUM JIMIIAM 3a HMCKIIOYCHHEM CIIyJacB,
IIPETYCMOTPEHHBIX 3aKOHOIATENBCTBOM Poccniickon Penepanun.

1.9. Kaxpgpiii oOyuaroumiica HWucturtyta u  QumanoB HWucturyTta
B OTHOIIIEHUH CBOETO JIMYHOTO JIeJIa UMEET MPaBo:

1.9.1. Jloctyma X CBOMM MEpPCOHAJIBHBIM JaHHBIM, COACPKAITUMCS
B JIMYHOM JIeJI€, B COOTBETCTBHUH C ITyHKTOM 4.12 Tlonoxxenus;

1.9.2. TpeboBarh WCKIIOYEHUS WJIM  HWCIPABICHHUS  HEBEPHBIX
VI HETIOJTHBIX JAHHBIX, BHECEHHBIX B €0 JIMYHOE JIEIO.

1.10. Kormuu moxymeHTOB, TpeOyroiue 3aBepeHusi MHCTUTYTOM B mporiecce
BEJICHUS JIMYHBIX JIEJT 00YYarOIIUXCSI:

1.10.1. Kommsa mokymeHnta 00 oOpa3oBanuu (00 oOpa3oBaHUHU
¥ 0 KBaTM(PUKAIMN ), IPETOCTABICHHOTO TIPH IMOCTYIUICHUH B HCTHUTYT, TIpH BBIZaue
JIOKyMEeHTa 00 00pa30BaHMU U3 JIMYHOTO Jieja JIMIly, OKOHYMBIIEMY OOydYeHHe
B IHCTHTYTE, BBIOBIBIIEMY JI0 OKOHYaHHWS OOydeHHs w3 VHCTHTyTa, B TOM YHUCIe
BCBSI3M C TIEPEBOJIOM B JPYryl0 0O0pa30BaTeNIbHYIO OpraHu3alfio, a Takke
o0yyaromieMycsi 1o ero 3asBJICHHUIO;

1.10.2. Komusa mokymenta o0 oOpa3oBanuu (00 oOpa3oBaHUU
¥ 0 KBaM(PHUKaImu), TPeJOCTaBIEHHOTO MpH TiepeBoae B MHCTUTYT W3 apyroi
o0pa30BaTelIbHON OpraHu3aInm.

1.11. Tlopsimox 3aBepeHHs] KOMUW JTOKYMEHTOB, YKa3aHHBIX B IOJITYHKTaX
1.10.1-1.10.2, onpenensieTcs HHCTPYKIIMEH 10 1eI0npon3BoacTBY UHCcTHTYTA.

1.12. JInunoe neno oOydvaromerocs BeneTcsi B OyMaKHOM BHJIE. DIEKTPOHHBIN
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oOpa3 JOKYMEHTOB JIMYHOTO Jena (JOKYMEHTOB Ha OyMaXKHOM HOCHUTEJE,
npeoOpa3oBaHHbIX B JJEKTPOHHYIO (GOpMYy IyTE€M CKAaHUPOBAHUS  WJIU
doTorpadupoBanusi ¢ oOecrneYyeHUEM MAIIMHOUYUTAEMOI0 pPAClO3HABAHUS €Tro
PEKBU3UTOB) (QopMupyercs, oOpabaTbiBaeTCsl W XpaHUTCS HAa CETEBOM JIUCKE
NucruryrTa.

2. Ilopsinok (popMUPOBAHUSA JTMYHBIX €] MOCTYNAIIIMNX

2.1. JInunble nena aOUTYpHEHTOB (POPMUPYIOTCS B NMPUEMHOM OTACIICHUU
HMucTuTyTa crneuuaiucraMy, HaJEICHHBIMH (QYHKIHMSIMH IpHEMa JOKYMEHTOB
OT aOUTYpUEHTOB, O(OPMIIEHUSI PE3YNbTATOB BCTYNUTEIBHBIX HCIBITAHUH,
MPUKA30B O 3aUMCIICHUH, a TAK)KE CEKpPeTapsMU MPUEMHON KOMHCCUU B (puimmanax
HNucTuTyTa.

2.2. Cexperapy NMpUEeMHBIX Komuccuil B punmnanax Mactutyra GopMupyror
AJIEKTPOHHBIA 00pa3 JAOKYMEHTOB JIMYHOTO Jeia aOuTypueHTa M cpazy ke
IIEPENAIOT €T0 B IPUEMHOE OT/AEJIEHHE FOJIOBHOTO BY3a.

Jluunbie genma  aOWUTYpHEHTOB B OyMaXHOM BHIIE, C(HOPMUPOBAHHBIC
CEKpeTapsIMU IPUEMHBIX KOMUCCUI B ¢puiraiax MHCTUTYTa B IEPUO] TPOBEACHHUS
IPUEMHOMN KaMIIaHUH, HAIIPABJIAIOTCS B IPUEMHOE OT/IEJIEHNE TOJI0OBHOTO By3a:

2.2.1. Dkcnenunueit aproTpancnoprom MHCTUTYTA;

2.2.2. Kypsepckoit ciy>k00¥ ¢ MepruoIUYHOCTBIO HE PeXe OJHOTO pasa
B 7 KaJeHJApPHBIX AHEH (B Cilyyae OTCYTCTBHUS 3aINTAHMPOBAHHBIX SKCIEIULUN
aBTOTpaHcnopToM MHCTUTYTa B TEUEHHE JIIUTEIHHOTO BPEMEHH ).

2.3. [Ipuem 1OKyMEHTOB OT aOUTYpHUEHTOB OCYIIECTBIISIETCSI B COOTBETCTBUH
¢ nevicteyronMu [Ipasunmamu npuema 8 AHOO BO «B3IIM» u nosoxxeHueM o
MPUEMHOM OTIEICHUH.

2.4. Jlmunoe neno GopMupyercs Ha KaXJI0r0 aOUTYpPHEHTA U COJEPIKHUT BCE
CIIaHHBbIE JTOKYMEHTHI (KOMHMMU JOKYMEHTOB), NMPEIOCTaBICHHbIE aOUTYpPUEHTOM B
COOTBETCTBHH C MPABUIIAMU TIPHEMA.

2.5. AOUTYpHUEHTY BBIIA€TCSI PACIUCKA O MPUEME JOKYMEHTOB C yYKa3aHUEM
UX MEPEYHs.

2.6. Jluynoe geno aOWTypueHTa TPEACTaBIseT COOOH  KOMIUIEKT
JIOKYMEHTOB, IIOMEIICHHBIX B KAPTOHHYIO MaNKy-CKOPOCIIUBATENb.

2.7. Ha 005okke JTUYHOTO Jefia yKa3bIBalOTCS HauMeHoBaHue MHcTuTyTa,
HAaMMEHOBaHUeE dakynbTeTa, bunman, HaIpaBJIeHHUE NOJITOTOBKHU
WJIU CIICHUANIBHOCTH, (hopMa oOydeHus1, paMuiivsi, UMsi, OT4eCTBO (IIPU HAJIUYWH)
abuTypueHTa, nara (popMHUpPOBAHUS JIMYHOTO Jiejia aOUTYpUEHTa, CPOK XPaHECHHS
JUYHOIO Jena.

2.8. CoctaB nM4HOrO Jena aOUTypHEHTa, (HOPMUPYEMOIO MPUEMHBIM
OTJICJICHUEM:

2.8.1. Tlocrynatomero Ha oOy4eHHe TI0 0O0pa3oBaTEIbHBIM
nporpaMMam CpegHEro npogeccuoHaIbHOr0 00pa3oBaHUs:
2.8.1.1. 3aaBneHue o npueme;
2.8.1.2. 3asBneHue o coryliacid Ha OOpaOOTKy U MyOJIMKAIHIO
MIEPCOHANIBHBIX JTAHHBIX;
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2.8.1.3. Cornacue Ha 00pabOTKYy M MyOJMKALMIO MEPCOHATBHBIX
JAHHBIX;

2.8.1.4. 3asBieHue o cormacuu Ha OOpPabOTKY MEPCOHABbHBIX
JTAHHBIX, PA3PEIICHHBIX JIJISl pACTIPOCTPAHEHHS;

2.8.1.5. Cornacue Ha 00pabOTKy NEPCOHANBHBIX JAHHBIX,
pa3peuIeHHBIX JJIS pacpOCTPaHEHUS;

2.8.1.6. JloroBop 00 oOpa3zoBaHuK Ha OOy4Ye€HHE TIO
o0pa3oBaTeNpbHOM TpOrpaMMe CpeAHero Mpo(decCHOHATBLHOTO  00pa3oBaHMUs
(IpenocTaBisieTcs B MPUEMHOE OT/IeJIeHUE (PUHAHCOBBIM OTJIEIIOM);

2.8.1.7. Konusi nOKyMeHTa, YJIOCTOBEPSIOIIETO JUYHOCThH (Jis
WHOCTPAHHBIX TPaXKJIaH — IIEPEBOJT JOKYMEHTA);

2.8.1.8. Komust cTpaxoBOro CBHUAETEIBCTBA O00S3aTEIBLHOIO
NIEHCUOHHOT'O CTPaxoBaHUs (MPU HATUYHH);

2.8.1.9. JlokymeHT 00 o0Opa3oBaHHUM: aTTeCTaT 00 OCHOBHOM
obOmeM oOpa3oBaHUHW/aTTeCTaT O CpeaHeM oOmeM oO0pa30BaHUU/IUILIOM O
HaYaJIbHOM npodeccruoHaTbHOM 00pa30BaHUM/IUTLIIOM 0 CpelHEM
npodeccuoHanbHOM 00pa3oBaHuuW/ (I MHOCTPAHHBIX TPaKIaH — TEPEBOI,
3aBEPEHHBIN B YCTAHOBJICHHOM TOPSIJIKE);

2.8.1.10. TlpunoxkeHue K JOKyMEHTYy 00 oOpa3zoBaHuu (1Jis
WHOCTPAHHBIX TPaKJIaH MEePEBO/I, 3aBEPCHHBINA B YCTAHOBJICHHOM IOPSIZIKE);

2.8.1.11. Konusa cBuaeTenbcTBa 0 nepeMere GpamMuiny (MIMEHN);

2.8.1.12. Beimucka U3 npuKas3a o 3a4MCICHNN;

2.8.1.13. BHyTpeHHs OnUCh JOKYMEHTOB JINYHOTO JIENA.

2.8.2. lTlocrymaromiero Ha o0OydeHHMe 1O  oOpa3oBaTEIbHBIM
nporpaMMaM BBICIHIET0 00pa3oBaHMS — IMporpaMMaM OakajaBpuaTa, MporpaMMamM
CHEIUAINTETa, MPOrpaMMaM MarucTPaTyphl:

2.8.2.1. 3asaBneHuE 0 NpUEME;

2.8.2.2. 3asBneHue O coryiacud Ha OOpabOTKy W IyOJIMKAIUIO
MIEPCOHANIBHBIX JAHHBIX;

2.8.2.3. Cornacue Ha 00pabOTKy W MyOJUKAIMIO MEPCOHATBHBIX
JTAHHBIX;

2.8.2.4. 3asgBiaeHue o coracuu Ha OOpabOTKYy MEePCOHATBHBIX
JTAHHBIX, PA3PEIICHHBIX JIJISl PACTIPOCTPAHCHHSI;

2.8.2.5. Cornacue Ha 00paOOTKYy NEPCOHANBHBIX JIAHHBIX,
pa3pelIeHHbIX AJIsl PacIpOCTPAHECHHUS;

2.8.2.6. JloroBop 00 oOpa3zoBaHur Ha OOy4YyeHHE MO
oOpa3oBarenpbHOl MporpaMMme (MPEAOCTaBIAECTCS B MNPUEMHOE  OTIEICHUE
(bMHAHCOBBIM OTJIETIOM);

2.8.2.7. Konus n0KyMeHTa, YJIOCTOBEPSIOIIETO JUYHOCThH (IS
WHOCTPAHHBIX TPaXKJIaH — EPEBOJT JOKYMEHTA);

2.8.2.8. Komusg cTpaXxoBOro CBHJACTEIBCTBA 00S3aTEIBLHOIO
MEHCHOHHOTO CTPaXOBaHUSs (TIPU HAIUYHH);

2.8.2.9. Komust nokymenta o0 oOpa3oBaHUU (IJI1 UHOCTPAHHBIX
rpaXkJaH — MEePEBO/I, 3aBEPEHHBIN B YCTAHOBJICHHOM TOPSIIKE):
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2.829.1. Jlnsa mnocrymamomero Ha  oOydeHue IO
oOpa3oBaTeNbHBIM IporpaMMaM  BbICIIErO0 OOpa3oBaHus — MpOrpaMMam
OakanaBpuaTa, MporpaMMaM CHElHAIUTEeTa — aTTecTaT O CpeAHeM OOIIeM
00pa30BaHUK/IUIUIOM O HAYaJIbHOM NPOPECCHOHAILHOM 00pa30BaHUU/TUILIOM O
CpeaHeM PO eCCHOHATLHOM 00pa30BaHUK/ TUTLIOM O BBICIIIEM 00pa30BaHUH;

2.8.2.9.2. Jlna mocTymaromero Ha  oOyd4eHue 1o
oOpa3oBaTeNbHBIM IpOorpaMMaM  BBICIIErO0 O0Opa3oBaHUs — MpOrpaMMam
MarucTpaTypsl — AUILIOM OakajaBpa/IUIJIOM CHEIHAINCTa/AUIIIOM MarucTpa.

2.8.2.10. Komnust npuioxeHust K JOKYMEHTY 00 o0pa3oBaHuU (IS
WHOCTPaHHBIX TPAXKIAH MEPEBO/I, 3aBEPCHHBIN B YCTAHOBICHHOM IOPSIIIKE);

2.8.2.11. Konust cBHIETENBCTRA O IEpeMeHe paMIIInU (MIMEHN);

2.8.2.12. CmpaBka 0 pe3yJibTaTax €IWHOIO0 TOCYJApPCTBEHHOTO
9K3aMEHa /IK3aMEHAIIMOHHBIN JIUCT C MUCbMEHHBIMU pab0TaMu;

2.8.2.13. Beinucka u3 npukasa 0 3a4MCICHNM;

2.8.2.14. BHyTpeHHsSl ONUCh JOKYMEHTOB JINYHOTO JIENA.

2.9. B ciyvae 3aunciaeHus: 00y4yarouierocsi B NOpsAAKe MepeBoja 13 Apyrou
oOpa3oBaTenbHOI opranu3anuu B MTHCTUTYTE COTpYIHUKOM JieKaHaTa (akyibTeTa
(bopMupyeTcsi HOBOE JINYHOE JEJI0 00YUaroerocsi, B COCTaB KOTOPOr'O BXOJISAT:

2.9.1. lna oOydarommxcsi, 3a4MCIEHHBIX Ha OOyuY€HUE B MOPSJIKE
nepeBoja M3 JApyrux oOpa3oBaTelIbHbIX OpraHu3aluid 1Mo o00pa3oBaTeIbHBIM
nporpaMMaM BBICIIETO 00Opa3oBaHHs — IMporpaMmMaM OakajaBpuara, MporpaMMam
CHeIHaTUTETa, TPOrpaMMaM MarucTpaTyphl:

2.9.1.1. 3asBnenue o nepeBoae;

2.9.1.2. JoroBop 00 oOpa3zoBaHur Ha OOy4Yye€HHE MO
oOpa3zoBaTenpbHOM mporpamme (IpeAoCTaBiIsieTcss B JiekaHAT (UHAHCOBBIM
OTACIIOM);

2.9.1.3. Konusi JOKyMEHTa, YAOCTOBEPSIONIECTO JTUYHOCTH (IJIsI
WHOCTPAHHBIX TPaXKJIaH — MEPEBOJI JOKYMEHTA);

2.9.1.4. Komusa cTpaxoBOro CBUACTEIbLCTBA O0O0A3aTEIBHOTO
MEHCHOHHOTO CTPaxOBaHUs (MPU HAJTUYHHN );

2.9.1.5. CipaBka o niepuojie 00y4eHus;

2.9.1.6. Komust nokymeHTta o0 oOpa3oBaHUU (11 UHOCTPAHHBIX
rpax<1aH — MepeBo/l, 3aBEPEHHBIN B YCTAHOBJIEHHOM IOPSJIKE):

2.9.1.6.1. Jlna 3auucieHHBIX B TOPSAKE IIEpEeBOJa Ha
oOydyeHre 10 o00pa3oBaTENbHBIM IpPOrpaMMaM BBICIIETO OOpa3OBaHMS —
nporpamMMaM OakajaBpuara, IporpaMMaM CHEIHauTeTa — aTTecTaT O CpPeAHEM
o0miem o0pa3oBaHUM/ TUTIIIOM 0 HaYyaJIbHOM npodeccuoHaTbHOM
00pa30BaHUK/IUILIIOM O CpelHeM Npo(deCCHOHATLHOM 00pa30BaHUU/IUILIOM O
BBICIIEM 00pa30BaHUU;

2.9.1.6.2. Jlns 3a4ucieHHBIX B TOPSAKE IE€peBojia Ha
oOydyeHHe 10 00pa3oBaTeIbHBIM IIpOTrpaMMaM BBICHIETO OOpa3oBaHUS —
mporpaMmaM MarucTpaTypbl — JHUIUIOM OaKalilaBpa/IUTIIIOM CIEUaTUCTa/TUTLIOM
MarucTpa.

2.9.1.7. Konust mpuyioxKeHUsT K JOKyMEHTY 00 00pa3oBaHUU (IS
MHOCTPaHHBIX TPAXKIaH MEPEBOJI, 3aBEPEHHBIN B YCTAHOBJIEHHOM IOPSIIKE);
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2.9.1.8. Konust cBuieTeNnbCTBA O IepeMeHe (pamMuiuu (MIMEHH);

2.9.1.9. Brimucka u3 mnpukaza 00 OTYHUCICHUM B TMOPSIKE
nepeBoa;

2.9.1.10. ATTecranmonHas BEJIOMOCTb;

2.9.1.11. Beinmucka U3 TMNpHUKa3a O 3a4YUCICHUU B TOPSIAKE
nepeBoa;

2.9.1.12. BHyTpeHHSs ONUCh JOKYMEHTOB JIUYHOTIO JIeJa.

2.9.2. Jlnsa oOydHaroluxcsi, 3a4MCICHHBIX Ha OOyYE€HHE B IOPSIJIKE
nepeBoja U3 JApyrux oOpa30oBaTeNbHBIX OpraHu3aldid 10 00pa3oBaTEIbHBIM
porpaMMaM CpeaHEro NpogecCHOHaIBLHOr0 00pa30BaHUs:

2.9.2.1. 3aaBieHue o NepeBoJIc;

2.92.2. JloroBop 00 oOpa3oBanmm Ha OOy4YeHHE TIO
o0pa30BaTeNpbHOM TMpOrpaMMe CpelHero MpodecCHOHAIBLHOIO0 00pa30BaHUS
(mpenocTaBisieTcs B IeKaHAT (DJMHAHCOBBIM OTJIEJIOM);

2.9.2.3. Konusi JOKYMEHTa, YAOCTOBEPSIONIECTO JUYHOCTH (IS
WHOCTPAHHBIX TPaXKJIaH — MEPEBO/JT JOKYMEHTA);

2.9.2.4. Komusa CcTpaxoBOro CBHUIETENBCTBA 00s3aTEIHLHOTO
MIEHCUOHHOTO CTPaXxOBaHUs (MPU HATUYHHN);

2.9.2.5. CrpaBka o niepuojie 00y4eHus;

2.9.2.6. JlokymeHT 00 oOpa3oBaHHMH: aTTecTaT 00 OCHOBHOM
oOiiemM oOpa3oBaHuuW/aTTecTaT O CpeaHeM o001eM oOpa30BaHUU/IUILIOM O
HaYyaJIbHOM npodeccuoHaTbHOM 00pa30BaHUH/TUTLIIOM 0 CpeIHEM
npodeCCUOHAIBHOM 00pa3oBaHuu/ (IJI1 WMHOCTPAHHBIX TPaXKJIaH — TEPEBOJ,
3aBEPEHHBIN B YCTAHOBJICHHOM TOPSJIKE);

2.9.2.7. llpunoxeHue K JOKyMEHTYy 00 oOpa3zoBaHuu (i
WHOCTPAHHBIX TPaXaH MEePEBO/I, 3aBEPEHHBIN B yCTAHOBJIECHHOM MOPSIKE);

2.9.2.8. Konusi cBUETENBCTBA O IepeMene pammimu (MMEHN);

2.9.2.9. Beimmucka w#u3 mnpukaza 00 OTYUCICHHH B TOPSJIKE
NIEpPEBOA;

2.9.2.10. ATrecranimonHas BeJOMOCTb;

2.9.2.11. Beimucka W3 NOpUKa3za O 3aYUCICHUU B MOPSIKE
nepeBoja.

2.9.2.12. BHyTpeHHsSl ONUCh JOKYMEHTOB JINYHOTO JIENA.

2.10. OtBeTcTBEHHOCTH 3a (OPMUPOBAHWE IUYHBIX JAell aOUTypHUEHTOB
BO3JIaraeTcs Ha 3aBEIyIOLIEr0 MPUEMHBIM OTJEIEHUEM; 32 (POPMUPOBAHUE JIMYHBIX
nen  o0ydarlliMXcs, 3aYMCIEHHBIX B MOpSAKE IMepeBoja W3  Apyrou
oOpa3oBarenbHOM opranu3anuu B UHCTUTYT, — Ha IeKaHa (akyibTeTa.

2.11. JInynble nena 3a4MCIEHHBIX 00yYaroIUXCsl MPUEMHOE OTCJICHUE WU
JeKaHat (pakynbTeTa MnepeAaeT IO akTy Nepelayd JIMYHBIX Jel 00y4aroluxcs B
OTIIe]l YNpaBIEHUS JOKyMEHTaAMHU ISl UX JaJbHEUIIEr0 BEACHUS, TEKYIIETO |
JUTUTEIILHOTO XpaHEHUsl B TedeHue 15 pabouux AHEH co AHS W3IaHHS MPHUKasza o
3aUHCIICHUMN.

2.12. B nuuHBIe Aena mpu Tepenade B OTIET YIPABJICHHS JOKyMEHTaMHU
HE BKJIFOYAIOTCSI:

2.12.1. Hewncnionnennsie JOKYMEHTBI (IOKyMEHTHI,
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HE COOTBETCTBYIOIIME HAIMPABICHUIO TOATOTOBKH, HAa KOTOPOE 3a4MCIIeH
MOCTYMAIOIINN );

2.12.2. JlyOGneTHble JOKYMEHTHl (JIUIIHHUE OK3EMIUIAPHI  KOMHI
JIOKYMEHTOB).

2.13. JluuHble naena TEpenaroTcs B OTIEN YIPaBICHHUS JTOKYMEHTaMH
B CTPOTOM COOTBETCTBHH C MTPUKA3aMHU O 3aUMCIICHHH.

2.14. JluuHble Jnena TMOCTYHAIOUIUMX, HE 3a4UCICHHBIX Ha O0Oy4YeHUe
B HCTUTYT, XpaHATCS B NPUEMHOM OTACJICHWHM B TeueHuWe | Toja, a 3areM
YHUYTOXAIOTCS B YCTAHOBJICHHOM B MIHCTUTYTE TIOpsIIKE.

2.15. TlopnuHHUKK HEBOCTPEOOBAHHBIX JIOKYMEHTOB 00 00pa3oBaHUH
MOCTYIAMOIINX, HE 3aYMCICHHBIX Ha oO0ydeHue B WMHCTUTYT, HW3BIMAIOTCS
U3 TUYHBIX JIeJ U TEPeNaroTcs IO ONMKWCH Ha XpaHEHWE B OTHAEN YIpaBICHUS
JIOKyMEHTaMH.

2.16. B ciy4ae yTpaThl/TIOpPUX JIMYHOTO JIEa MOCTYIAIONIETO COCTaBIISACTCS
aKT 00 yTepe/rnopue TUYHOTO Jiesia U PopMUpyeTCsl HOBOE JIMYHOE IO (JIyOIuKaT
JUYHOTO JIena).

3. Ilopsiaok BeaeHUs JUYHBIX J1eJ1 00yYA0IIUXCs

3.1. Jluuynbie pgena oOydarOMIMXCS pa3MEIIAIOTCS Ha TEKYyIIee XpaHEHHE
B OT/IEJIC YIIPABIICHUS JOKYMEHTAMHU.

3.2. JluyHoe peno BeAeTcss B TEYEHUE BCEro Mmepuoia OOyyeHUs
oOy4Jarormuxcs B IHCTUTYyTE 10 MOMEHTa €T0 OTYHCIICHHUS B CBSI3M C OKOHYAHHEM
oOy4eHus JIN0O MO APYTUM OCHOBAHHUSM.

3.3. OTBETCTBEHHOCTh 3a BEJACHHE, HAIMYHE U COXPAHHOCTH JIMYHBIX JEJ
oOydJarommxcss ¢ MOMEHTa WX TIOJYyYCHHUS W3 TPHEMHOTO OTACICHHS WIA W3
JIEKAaHATOB BO3JIAraeTCsl Ha HAYaJIbHUKA OTJeJa YIpaBIeHUs JOKYMEHTAMH.

3.4. B mporecce BeneHUs JMYHOTO Jiesla OOYYaroOlIMXCS JCKaHAThI
(baKyIbTETOB MPEAOCTABIISIOT AJIs TIOIIMBKY B HETO CIIETYIOIINE JOKYMEHTHI:

3.4.1. Cornacue Ha 00pabOTKy MEPCOHATBHBIX JAHHBIX;

3.4.2. Cornacuie Ha 00pabOTKy MEPCOHATBHBIX JAHHBIX, PAa3PEUICHHBIX
JUTSL pacIipoOCTPaHEHUS;

3.4.3. Beimucku U3 MpUKa30B O JBM)KCHUM KOHTUHICHTA,

3.4.4. 3asgBneHus 00yJaroIIerocs, mogaBaeMble UM B TEUCHHUE MTEPHO/IA
oOyuenust (Ioa 3asBICHUEM TMOHHUMAETCS COOCTBEHHOPYYHO HANMCAHHBIN
OOy4JaroIMMcsl 10 YTBEPXKACHHBIM B MHCTHTYTE MakeTaM IOKYMEHT WA €ro
AJIEKTPOHHBIN 00pa3, MmpeaocTaBieHHbId B MHCTUTYT nuMyHO, uyepe3 omepaTtopa
MOYTOBOM CBS3W  OOIIEro  IOJNIB30BAaHUSA, IOCPEICTBOM HWH(OpPMAIMOHHO-
TEJICKOMMYHHUKAIIMOHHON ceTu «/HTEepHET» WM MOCPEICTBOM DJICKTPOHHOU
nH(pOpMaIMOHHO-00pa3oBaTenbHOM cpenbl MHCTHTYTA);

3.4.5. Brimucka w3 mpukaza o0 OTYMCIEHUW/ O TMPUCYKICHUU
KBaJIU(DHUKAIIHH,

3.4.6. O6x0HO¥ IUCT (TIpU €T0 HATMYUH);

3.4.7. YueOHas kapTouka 00y4aromerocs;

3.4.8. Jluct cornmacoBaHUsI PYCCKOSI3BIYHOW TPAHCKPHUIIIUU (PamMunw,
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UMEHU W OoTuecTBa (IIPH HAIWYWHN) WHOCTPAHHOTO TPaKIaHWHA JIsl 3allOJTHCHHUS
JOKyMeHTa 00 oO0Opa3oBaHMM M O KBaNM(UKAIMHU, TMPWIOKEHUS K HEMY
(mmst 0OyJarouMXxcst U3 YKMclia MHOCTPAHHBIX TPAXK/IaH);

3.4.9. JloBepeHHOCTh OT OOydYaromerocss Ha TMOJyYEHHE IUILUIOMA O
cpelHeM npodeccruoHanTbHOM oOpa3oBaHUU WIH JOKyMEHTa 0
BBICIIIEM 00pa30BaHUU U O KBATU(UKALIMK IPYTUM JUIIOM (IIPU HAIUYUH );

3.4.10. Konust BBIZAHHOTO AUIIIOMAa O cpeaHeM IMpodhecCHOHATBHOM
oOpa30BaHUU WU JOKYMEHTa O BBICIIEM OOpa30BaHUU M O KBaTH(UKAIUH (IS
OTUHCJICHHBIX B CBSI3U C OKOHYAHUEM OOYUYEHHUS);

3.4.11. Konust IpUIIOKEHUS K TUILIOMY O CPETHEM MPodheCCHOHATHFHOM
o0pa30BaHUU WM K IOKYMEHTY O BBICIIIEM OOpa30BaHUM W O KBaTU(UKAIUHN (TSI
OTUHCJICHHBIX B CBSI3U C OKOHYAHUEM OOYUYECHHUS);

3.4.12. Konusi cipaBku 006 00ydeHHH (71 TOCPOYHO MPEKPATHBIIUX
oOpa3oBarenbHble OTHOIIEHUS ). OpUTrHHAN CclipaBKU 00 00yYeHUU BBIJIa€TCA JIUILY,
oTuucieHHOMY u3 HCTUTYyTa, B  TPEXJIHEBHBIM CpPOK TIOCIE  M3JAAHUS
pacnopsIIUTETLHOTO aKTa 00 OTYMCICHUH 00YYaroIerocs;

3.4.13. 3aueTHas KHI)KKA M CTYJCHUCCKHW Oujer (mjis JIuI,
oOyuaBmmxcs B HMHcTuTyre 1Mo 00pa3oBaTelbHBIM IporpaMMaM CPEIHEro
poecCHOHATLHOTO 00pa30BaHMs U OTUHUCICHHBIX B CBSI3U C TIEPEBOJIOM B JIpyTHE
oOpa3oBaTeNbHbIE OPTaHU3aAIUN );

3.4.14. 3asBrneHue BBITYCKHUKA 00 OTIpaBKE AWIJIOMAa O CpPEIHEM
npodeccHoHaTbHOM 00pa30BaHUM WM JOKYMEHTAa O BBICIIIEM OOpa30BaHUU U O
KBIM(PUKALIUK YEPE3 OMEepaTopa MOYTOBOM CBS3MU (MPU HATMYUN);

3.4.15. Bemmucku 13 MpUKa30B O MEPeBOJie OOYJAIOIIETOCS ¢ Kypca Ha
Kypc,

3.4.16. JIokyMeHThI, KOTOPBIC TIOTBEPKAAIOT U3MECHCHHE NMCIOIIIMXCS
B JIeJI€ CBEICHUM 00 00yUYaroImmxcs.

3.5. B mporecce BeleHUs JIMYHOTO Jeiia 00ydaromierocsi €ro BHYTPEHHSS
OIKCh JIOJDKHA MOAICPKUBATHCS B AKTYJIHEHOM COCTOSIHUH.

3.6. B COOTBETCTBUU C paCIOPSKEHHEM PEKTOpa HAYIbHUKOM OTAEja
KOHTPOJISI B IPUCYTCTBUH JEKaHOB (paKyIbTETOB, HAUAJIbHUKA OT/EJa YIIPABICHUS
JIOKyMEHTaMHU TPOBOJUTCS TUTAHOBAas TPOBEpKa HAIWYUS JUYHBIX Jel1 B
COOTBETCTBUM C KOHTUHTEHTOM OOYYalOIIMXCA M UX HaroJHEHUE. BEIsSBIEHHBIE B
X0/Ie TMPOBEPKH  HENOCTATKH  TOIJISKAT  YCTPAHEHUIO  COTPYJAHHKAMH,
OTBETCTBEHHBIMH 3a BEJICHUE JTMYHBIX JIC]I.

3.7. B cnywae yTpaThl/mOpud JIMYHOTO JieJia B TPOIIECCE €ro BEICHUS
COCTaBJISIETCSI aKT 00 yTepe/mopye JUYHOro Jena u (GOpMHUPYETCs HOBOE JIMYHOE
neno (Ty0JIMKaT JUYHOTO Jena).

3.8. B nuuyHoe neno oOydaromierocsi, nepeBeieHHoro BHyTpu MHcTtuTyTa
c oiHOM (hopMBI OOyYEeHHsI Ha JIPYTyi0, C OJHOM 00pa3oBaTENbHON MPOTPAMMBI
Ha JAPYTY0, U3 OAHOro (Guiauana B APYrol Ha TUTYJIbHOM JIUCTE JMYHOTO Jelia
BHOCSITCS COOTBETCTBYIOIIME 3amucu 00 W3MEHEHusX. B cimydae wu3mMeHeHUs
JTAHHBIX CTapble JAHHBIC 3aKITF0OYAIOTCS B CKOOKHU.

3.9. BHeceHue HU3MEHEHUW W JOMOJHEHUM B JIMYHOE JIEJI0 CO CJIOB
oOyJaroumxcs He J0MyCKaeTcs.
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3.10. Ilpu BoccTaHOBIEHHMH OOYYAIOUIETOCS MPOJOJKACTCS BEICHHUE
JUYHOTO JAefa, chOpMUPOBAHHOTO paHee.

4, TlopsaaoK TeKylero XpaHeHusl JUYHBIX /1eJ1 00y4arouuxcsi

4.1. JluuHble nena JNODKHBI XPAHUTHCS B YCIOBUSIX, OOECHeUMBAIOLIUX
UX COXPAHHOCTb OT TMOBPEXACHUI, BPEAHBIX BO3JCUCTBUI OKPY>KAIOIIEH CpEeJibl
(IBUIMA U COTHEYHOTO CBETA) U UCKIIOYAIOIIUX YTPATy JOKYMEHTOB.

4.2. PanuoHalbHOE pa3MEIICHUE JUYHBIX JeJI MPENojaracT Haludue
MOMEIIECHUM, TPUTOJHBIX [JII XpaHEHUs JAej, a TakkKe JOCTAaTOYHOro 4Yucia
UCIIPaBHBIX CpPEACTB XpaHeHus (ceripoB, mkadoB u Ap.), 0OOPYAOBAHHBIX
3alIOPHBIMH YCTPOMCTBAMM.

4.3. B nporecce TEKyIIEro XpaHEHUs TUYHBIE Jejla Pa3MeIlatoTCs OTACIbHO
OT JPYTUX Jied B BEPTUKAIBHOM IOJOKEHUU KOPEIIKAaMHU HapyXy B andaBUTHOM
nopsiike. JIBepu (CTBOPKM U T.I.) CPEACTB XPAaHEHHS CIEIyeT JepxkKaTh
3aKPBITHIMHU.

4.4. JlocTynm K CpeAcTBaM XpaHEHUsl JIMYHBIX JIEJl pa3peliaeTcs TOJIbKO
COTPYJHHUKAM OT/EJa YIPABICHHUS JOKYMEHTAMH.

4.5. JluuHble Jnenma MOTYT BBIJABATbCS BO BPEMEHHOE MOJb30BAHHE
PYKOBOJUTENAM  CTPYKTYPHBIX TOAPA3ACICHUNA UM JIOJDKHOCTHBIM  JIMIIAM
HA OCHOBAHMM JOKJIAJHOM 3alUCKU C PE30JIIOLHUEN pPEeKTopa C COOII0JEHUEM
TpeOOBaHU K TIepeade NePCOHAIBHBIX JAHHBIX 00yYarOIIUXCS.

4.6. BHEmHMIA TOCTYIT K JIMYHBIM JAeiaM OOydJarommuxcs (Wi U3BATHE W3
HUX JOKYMEHTOB) JOIMYCKAaeTCsd C MUCbMEHHOTO pa3pelieHus] PEeKTopa TOJIbKO
CIEIUAJIBHO YIIOJTHOMOYEHHBIM JIMI[AaM MPU HAJIMYUKU Y HUX COOTBETCTBYIOIETO
MUCHbMEHHOTO 3aIpoca.

4.7. JIns KOHTPOJII CBOEBPEMEHHOTO BO3BpaTa JUYHBIX JET U JOKYMEHTOB
JUYHOTO J1eJ1a, BBIJAHHBIX BO BPEMEHHOE MOJIb30BAHUE, BEIETCS KYpPHAJl BbIIAuU
BO BPEMEHHOE TOJIb30BAHUE JTUYHBIX JIe] 00YyJarouuXxcsi U JTOKYMEHTOB JIMYHOTO
Jena.

4.8. U3bATHE  MOKYMEHTOB JIMYHOTO Jiela 1O  TpeOOBaHUIO
MIPABOOXPAHUTENBHBIX U UHBIX YIIOJTHOMOYEHHBIX OPTaHOB MIPOU3BOJIUTCS 1O AKTY.
B nuyHOE A€10 NoMemarTcss COOTBETCTBYIOIIUI aKT, KOMUS U3BATOrO0 JOKYMEHTA
Y COOTBETCTBYIOIIUH 3a1poOcC.

4.9. BpemeHHOE TIONB30BAHWE JIMYHBIM JIeJIOM (IIPOCMOTP, BBITTUCKH
U3 JIOKYMEHTOB, KOMUPOBaHUE TOKYMEHTOB U JIp.) BHE MOMENICHUM, B KOTOPBIX
XpaHSATCS JIMYHBIE JIeJia, pa3peliaeTcsi TOJbKO B HCKIIOUUTENIBHBIX CIydasX,
onpenenseMbix pektopoM MHCTUTYTA.

4.10. Brimaya TUYHOrO JieJia BO BPEMEHHOE IMOJIb30BAHUE OCYILECTBISACTCS
M0 aKTy O BbIJa4€ JeJ BO BPEMEHHOE MOJb30BaHHE C O(GOPMIICHUEM KapThl-
3aMeCTUTENS Jena.

4.11. IIpu BpeMEHHOM MOJIb30BAHUH JINYHBIM JIEJIOM HE JOIYCKAETCS:

4.11.1. TlpousBoauTh Kakue-muOO HCIPABIEHUS B paHEE CICIIAHHBIX
3aMuUCsX;
4.11.2. BHOCHUTbH HOBBIC 3aITNCH;
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4.11.3. HW3piMaTh U3 JIMYHOTO JieJla HMEIOIIUECS JOKYMEHTHI
WM BKJIAJbIBaTh B HETO HOBBIE.

4.12. B cooTBeTCTBHUM C 3aKoHOAAaTelbcTBOM Poccuiickoit ®eneparuu
oOydJaromuiics HMMeeT TMpaBO Ha TOJyYeHHE KOMUU JIOOOr0 JOKYMEHTAa,
COJIepKalllerocsi B €ro JUYHOM JieJie, HA OCHOBAaHUU IMHUCbMEHHOTO 3asBJICHHUS
Ha UMS PEKTOpa.

4.13. oxymeHT 00 oOpa3zoBanuu W (Wiau) o0 KBanudUKaIUU,
MPEAOCTaBICHHBIA MpPU MOCTYIUIEHUW B MHCTUTYT, BBIAAETCS W3 JIUMYHOTO Jelia
JUIYy, OKOHYMBINEMY oOydeHue B WMHCTHTyTe, BBIOBIBIIEMY 10 OKOHYAHUS
oOyuenns u3 MHCTUTYTA, a TakKe 00ydaromeMycs 10 €ro 3asBJICHUI0 B TCUCHHUE
6 paGounx aueii. [Ipu 3TOM B TUYHOM Jene OocTaeTcs 3aBepeHHas MHCTUTyTOM
KOIUA JOKyMeHTa 00 oOpa3oBaHuu U (WIH) O KBaU(UKALUK.

4.14. Tlpu oTuucieHny o0y4yarouMxcs, He OKOHUMBIIUX O0y4eHUE, TUUHbIC
Jena  XpaHsaTcs IO MECTY BEIEHUS OTIEIbHO OT JHMYHBIX Jed  JPYrux
oOyuvaronuxcss B TeueHue S5 ner. [locie OKOHUaHUsA Ccpoka JIMYHBIE Jiefia
MepEeNar0TCs Ha JUINTEIbHOE XPAHEHHUE B apXUB OT/IEINA YIIPABIICHHS JOKYMEHTAMH.

4.15. Ilpu otyucieHur OOY4YAIOMIETOCS B CBSI3M C OKOHYAHHUEM OOYyUYCHHUS
JUYHOE JEJI0 XPAaHUTCS MO MeCTy (POPMUPOBAHUS OTIEIBHO OT JIMYHBIX el
JIPYTUX 00YyYaroluXcsl M MepeacTcss Ha IIUTEIbHOE XpaHEHUE B apXWB OTJela
YIpaBJIEHUS TOKYMEHTaMU 10 OKOHYaHUs TEKYILIETO KaJIEHIapHOTO ro/1a.

4.16. OdopmiieHue TUYHBIX J1e], TIepelaBaeMbIX Ha JIUTEIBHOE XpaHEHHUE,
OCYIIECTBIISIETCA COTPYJHUKAMH OTJieJla YIPaBJICHUS JOKYMEHTaMH U BKJIIOYAET
B ce0s:

4.18.1. IlonmuBkKy aena:

4.18.1.1. JIokyMEeHTBI, OCTAIOIIMECS B JeJie, JOJDKHBI COMIEPIKATh
BCE HEOOXOAUMBIE PEKBU3UTHI (TIOAMKUCH, TIEYaTH, IIITAMIIbI, 1aThl, HOMEPA);

4.18.1.2. JIOKyMEHTHI, COCTAB/IAIONIME  JIMYHBIC  JIeJIa,
MOJIIMBAIOTCS HA TPHU MPOKOJA B TBEPAYIO OOJIOKKY M3 KapTOHA C y4eTOM
BO3MOXKHOCTH CBOOOJIHOTO UTEHMSI TEKCTa BCEX JIOKYMEHTOB, [aT, BH3
Y PE30JIIOLINM HA HUX;

4.18.1.3. Ilpu moaroToBke naen K TMOAIMIMBKE METAIMYCCKHE
ckperuieHus (OyJIaBKU, CKPETIKHN) U3 TOKYMEHTOB yIaJISIOTCS;

4.18.2. Hymeparuio JT1UCTOB Jiena;

4.18.3. BHyTpeHHIOIO ONUCh JOKYMEHTOB JIENa;

4.18.4. JIuct-3aBepuTeIb 1ena;

4.18.5. BHeceHne HEOOXOAMMBIX YTOUHEHHI B PEKBU3UTHI TUTYJIBHOTO
nucta Aena (yrouHeHue Ha3BaHusi HcTuTyTa, KpalHUX AaT GOpMHUPOBAHUS JIeiia,
3aroJIoBKa Jiela);

4.18.6. B Hauane KaxI0oro jejia MOJIIIMBACTCS BHYTPEHHSS OIKCh
JIOKYMEHTOB JIeJ1a, B KOHIIE JeJia — JIUCT-3aBEPUTEIb;

4.18.7. Bce nHCTBI JHMYHOTO Jeia (KpoOME JIMCTa-3aBEpPUTENS
¥ BHYTPEHHEW OINMUCU) HyMEPYIOTCs apaOCKuMu IudpaMu BaIoBO# (TIOPSIKOBOK)
HyMepaluei B IpaBOM BEPXHEM YIIIy JIMCTA MPOCTHIM KapaHIalloM;

4.18.8. JIuCTBl BHYTpPEHHEH ONMCH JOKYMEHTOB Ji€Jla HYMEPYIOTCS
OTJICJIbHO;
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4.18.9. TlogmuTtele B €0 KOHBEPTHI C BIOXKEHHUSIMU HYMEPYIOTCS.
[Ipu 5TOM BHayasne HyMepyeTcsi KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM KaXK/10e
BJIO’KEHHE B HEM;

4.18.10. BHyTpeHHSS ONKHCh COCTAaBISACTCS Ha OTACIBHOM JIMCTE
(OTIEeNBbHBIX JTUCTaX) M0 YCTAaHOBJICHHON (hopMe, B KOTOPOH COAEPIKATCS CBEACHHUS
O TMOPSAIKOBBIX HOMEpax JAOKYMEHTOB JIMYHOTO Jeia, WX HHJIEKcaxX, Jarax,
3aroJioBKax U HoMepax JUCTOB JIeNa;

4.18.11. BHyTpeHHsIs ONUCH MOANUCHIBAETCS €€ COCTABUTEIIEM;

4.18.12. Jlucr-3aBepuTeNlb COCTaBIISIETCSI HAa OTIEIBHOM JIUCTE
[0 YCTAaHOBJICHHON (opMe, B KOTOpPOMl YyKa3bpiBaeTca LUppaMud U MPOMHUCHIO
KOJIMYECTBO MPOHYMEPOBAHHBIX JHUCTOB JI€Ja, KOJIWYECTBO JINCTOB BHYTPEHHEHN
ONKCH, OTOBAapHUBAIOTCS OCOOEHHOCTM HyMEpalud JIMCTOB Jefia (Halauyue
JUTEPHBIX, TPOIMYIICHHBIX HOMEPOB, HOMEPOB JHUCTOB C HAKJICCHHBIMU
dboTorpadusiMu, HOMEPOB KPYMHO(YOPMATHBIX JTUCTOB, KOHBEPTOB C BJIOKEHUSIMHU
Y KOJIMYECTBO BJIOKEHHBIX B HUX JINCTOB). JIMCT-3aBepUTEIND J1e1a MOANUCHIBACTCS
€ro COCTaBHUTEJIEM. 3allpeIlaeTcss BBIHOCUTD JIMCT-3aBEPUTENb HA YUCTBIH 000pOT
JIMCTA TOCIEAHETO JOKYMEHTA.

5. Hepenaqa JIMYHBIX JI€JI HA VIMTC/JIBHOC XPAHCHHUE

5.1. JlmuTenbHOE XpaHEHHE JUYHBIX [ OO0YYaroIIMXCs OCYIIECTBISET
OTJIeJ yIPaBJICHUS TOKYMEHTaMHU.

5.2. JInuHble nena MepelaroTcss Ha IJIUTENbHOE XPAHEHUE COTPYIHUKAMHU
oT/eJla YNPaBJICHUS JAOKYMEHTAMHM, OTBETCTBEHHBIMU 3a TEKYyIee XpaHCHHE
JUYHBIX JieJ1 OOydYarolUXCcs, IO ONHCSIM B COOTBETCTBHUU C I'pauKoOM,
YTBEPKIECHHBIM PEKTOPOM.

5.3. Tlpuem Kaxxaoro JIMYHOTO Jejia MPOU3BOJMTCS COTPYJAHHUKOM OT/IEIIa
yIIpaBJICHUS TOKYMEHTaMU, OTBETCTBEHHBIM 32 JNTUTEIILHOE XPaHECHHUE JTUYHBIX /1T
obOyuarommuxcs. Ha o6oux sk3eMInispax ONMMCH HAIPOTHB KaXKIOTO JIUYHOTO JIefia,
BKJIIOYCHHOI'O B HEE, JEJacTCsI OTMETKAa O HaJMYUM JUYHOro Jena. B konie
KKJIOT0 HK3eMIUIApa OMHUCH IU(PpamMu U TPOIMKCHIO YKa3bIBAETCS KOJIUYSCTBO
(haKTUYECKU TPHUHSATHIX JIMYHBIX JICJI, HOMEpa OTCYTCTBYIOIIMX JIMYHBIX JIEJI, JaTa
npueMa-tepe/laud  JIMYHBIX JIeJI, CTaBSITCA MOAMNMCH COTPYJIHHMKA OTJela
yIpaBieHUsl JOKYMEHTaMU, OTBETCTBEHHOIO 3a JJIMUTEIbHOE XPAaHEHUE JTUYHBIX
Jies1 o0yJaroluxcs, U COTPYIHUKA, TIepeIaBIlero JIMYHbIE Jea.

5.4. JInuHble Aea OTYMUCICHHBIX 00YYaOMMXCsl (B TOM YUCIIE OTYUCICHHBIX
B CBSI3U C OKOHYaHUEM O0OYUYEHHUsI) HaXOASATCS Ha JUIUTEIIbHOM XPaHEHUU B OTJEIIC
yIpaBJeHUsl IOKYMEHTaMHU B TCUCHHUE!

5.4.1. 50 neT — nuUHBIE JIe1a, 3aKOHYEHHBIE JEJIOMPOU3BOJICTBOM IOCIIE
1 suBaps 2003 rona,

5.4.2. 75 ner — nu4HBIE JeJila, 3aKOHUYCHHBIE JEJIONMPOU3BOJICTBOM
1o 1 suBaps 2003 roxa.

5.5. JIuuHble nena u3 oTAeNa yIpaBieHUs JOKYMEHTaMH MOTYT BbIJaBaThCs
BO BPEMEHHOE I0Jb30BaHUE CTPYKTYpHBIM mojapasnaeneHusm HMucturyTa
10 COTJIACOBAHUIO C HAYaJIbHUKOM OT/eJla YIPAaBICHUS JOKYMEHTaMU Ha CPOK
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10 3 pabounx JHEH.

5.6. IlpomieHrne yCTaHOBJIEHHOTO CpOKa BBIJA4YM JelI BO BpPEMEHHOE
MOJIb30BaHUE JIOMYCKAaeTCs B OCOOBIX CIydasX C pa3pemeHus peKropa
10 MMCbMEHHOMY TIOJITBEPIKICHUIO TIOJIL30BATENsI O COXPaHHOCTH JIEJa.

5.7. Cpok BbIJaYM JUYHOTO Jella MOXKET OBITh TMPOJJICH IOCIe
O3HAKOMIJICHUSI COTPYJTHUKOM OTJeNa yIpaBiICHHs TOKyMEHTaMU, OTBETCTBECHHBIM
3a JUTMTENBHOE XPAaHCHHE JIMYHBIX e OOydJaromuXcsi, ¢ COXPaHHOCTBIO eI,
HO He 6osee yeMm Ha 10 pabounx AHEH.

5.8. CocrosiHue jen, BO3BpAIllaeMbIX Ha JJIUTEILHOE XPaHEHUsS B OTHEI
yIpaBICHUS] JOKYMEHTAMH IIOCJI€ BPEMEHHOTO IIOJIb30BAHMS, JOKHO OBITh
IIPOBEPEHO B MPUCYTCTBUH JIMI[A, BO3BPAIIAIOIIETO JIETO.

5.9. Ilpu mepemMenieHNH JUYHBIX €] 3a MpEAeaMd OTAeNa YIpaBJICHUS
JOKYMEHTAaMHU JIOJDKHBI COOJIONATBbCA MEpPhl  MPEIOCTOPOKHOCTH, HAEKHO
00eCTIeUNBAOIINE COXPAHHOCTH JIMTHBIX JIEIT.
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