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JUYHBIX Je]1 00yJarnmuxces

1. O0mHe moJioxeHHsT

1.1. Hacrosumee ITonoxeHne ONpeRenseT MOpPSLOK (opmupoBanns, BeneHHs W ydeTa H
TEKYINCro XpaHCHUs JUYHBIX Jel oOyyarommxcs YacTHOro 06pa3oBaTeIbHOTO YUIpEKICHHU
BEICIICTO 00pasoBanus «3amamHo- YpalbCKuit HHCTHTYT 3KOHOMHKH K npasa» (manee — YOV
BO «3YMDII», UHcTHTYT).

1.2. @opmupoBanue THYHBIX €T 00YYAIOMMXCS TPOH3BOLATCS pabotHuKamu [IpreMHOM
Komuccued WHCTHTYTa wuiaM y4ebHO- METOAMYECKHMM YIIpaBIEHHEM (manee — YMY) (B
CIydasX, yKa3aHHBIX B [JlaBe 5 HacTosunero ITonoxenus). Benenwe, yuer u texymmee XpaHEeHHE
JMYHBIX [N 00y4aromuxcs ocylecTsisiercs paboTHakamu YMY.

1.3. TTomoxxeHne pa3paboTaHO B COOTBETCTBHH C JEHCTBYIOIIMM 3aKOHOATEIHCTBOM
Poccuiickoit ®@enepanuu, VYceraBoM H APYTHMH  JIOKATGHEIME HOPMaTHBHBIMH aKTaMH
WucrutyTa, ABNISETCS JOKYMEHTOM BHYTPHBY30BCKOM CHCTEMEI MEHEIKMEHTA KauecTBa (CMK).
Hopsnox pa3pabOTKH, YTBEpXKICHHS W IEPECMOTPA HACTOSINETO TMOIOKEHHS perynupyercs
JMOKYMEHTUPOBAHHOHU MPOLENypoH «YIIpaBlieHrHe JOKYMEHTaIHEH ».

1.4. Madopmanus muanoro Jena o0ydarolerocs OTHOCHTCS K IIEPCOHATIBHEIM JAHHBIM H
HE MONKCT IepefaBaTbCAd TPETRPHM JIHIAM, 33 HMCKIOUEHHEM CIIy4aeB, MPEIlyCMOTPEHHBIX
3aKOHOIATeNIbCcTBOM Poccuiickoit @enmepanuy.

1.5 Kaxnerit oOygaromuiics B OTHOIIEHHH CBOETO JIHYHOTO Jiella ©IMeeT IIpaBo:

- CBODOOZHOTO GECILIATHOTO IOCTYIA K CBOUM IIEPCOHATBHEIM TAHHEIM, COIEPAIIHAMCS B
JIMYHOM JIeTe;

- TpebOBAaTh HCKIIOYEHMSA MM WCIPABICHHS HEBEPHBIX MM HEIONHBIX JAHHBIX,
BHECEHHBIX B €T0 JINYHOE JIEJIO.

1.6. OrBeTcTBeHHOCTE 3a COOMIONEHHE YCTAHOBIEHHBIX IlomoxeHHeM TpeGoBanuil B
CTPYKTYPHBIX IOApa3ACIICHHAX BO3JIaraeTcs Ha HX PyKOBOIUTENEH.

2.HopMaTHBHBIE CCHIIKH

Hacmsnn;ee IIOJIOXKCHHE pa3pa60TaH0 B COOTBETCTBHH CO CIECOYIOITHMH NOKYMCHTAMH:




- QemepanbHEi 3akoH oT 29.12.2012 Ne 273-03 «O6 obpasoBanuu B Poccuiickoit
Denepamyny (nanee — 3aKon);

- Denepanbnblii 3akon «O NepcoHaNBHBIX AaHHEXY 0T 08.07.2006r. Ne 152-03;

- [Ipukas Munncrepctsa 06pasoBanus 1 Hayku Poccwuiickoit @enepanuu ot
5 ampens 2017 r. Ne 301 «O6 yrBepxaenun Ilopsaka OpraHH3auMH W OCYIIECTBIEHHS
00pa3oBaTeIEHON JEATENBHOCTH 110 00pa3oBaTENBHBIM ITPOrPAMMAM BEICIIIETO obpazoBanmus -
IporpaMmam GaxanaBprara, IporpaMMaM CIICIHAIATET, NporpamMMaM MaruCTPaTyphly;

- [Ipuxkas Munuctepersa o6pasoanus 1 Hayku Poccuiickoit ®enepanuu ot
10 depans 2017 r. Ne 124 «06 yTBepkaeHud Ilopsagka nepeBona ofydaromuxcs B JPYTYIO
OpranH3aliio, OCYIIECTBILIONIYI0 00pa3oBATENbHYIO EATENLHOCTh IO obpa3oBaTeIbHEIM
HporpaMMaM CpeHero NpogecCHOHANIBHOTO ¥ (U/IH) BBICIIEr0 00pa3oBaHuA»;

- Ilpuxas MunnCTepCTBa 06pa30BaHmd U Hayku Poccnmitckolt ®enepanun or 14 oxTsa6ps
2015 rona Ne 1147 «O6 yrBepkneHHH IMopsinka mpuema Ha obydenue mo oGpasoBaTe BHEIM
IporpaMMam BBICIIET0 06pa3oBaHus — MporpaMmam GakanaBprara, IIporpaMmam cIielHaIHTeTa,
IporpaMMam MaruCTpaTypEI»;

- "Ocrosuble [IpaBuia paGoThl apXHBOB OpraHm3armit” (omobpens! pemennem Komrerun
Pocapxmsa ot 06.02.2002)

-I'OCT P 7.0.97-2016. HammoHanbHbLT cranmapt Poccuiickoit ®enepanun. Cucrema
CTaHIApTOB MO HH(pOpMauud, GHONHOTEYHOMY H H3IATETHCKOMY neiny. OpraHu3aiaoHHO-
paclopsiuTe/bHas NoKyMeHTauus. TpeGoBanus k odopmieHH0 noxyMmeHTOB" (yTB. [IpHKazom
Poccranmapra ot 08.12.2016 N 2004-cT) (pex. ot 14.05.2018)

- HopMaruBHO-MeTomuyeckure fokymMenTs MuHOGpHAYKH Poccuu;

- YctaB UHCcTHTYTA;

- JIokaIbHble HOPMATHBHEIE JOKyMeHTH MuCTHTYTA.

3. TepmuHBI ¥ onpegeaeHus

B tekcte HacTosmero ITonosxkenus uemomsaytores CIICYIOINHE OCHOBHBIC TIOHATHS:

- JIMHOE /1610 00y4aomerocs — CrpyNIHpOBaHHAs H OOPMICHHAS B COOTBETCTBHE C
YCTaHOBIICHHBIMH TPEOOBAHHSIMH COBOKYNHOCTB JOKYMEHTOB, CONEDXKALUX CBEIEHUS 0O
oOy4aromemes (Tamee — «IMIHOE JIETI0);

- hopMupoBaHue JTHIHOrO Je1a — c60p U IPYIIMUPOBAHHE HCTIOTHEHHEIX JIOKYMEHTOB B
JIAYHOE JIENI0 M CHCTEMATH3AIHs JOKYMEHTOB BHYTPH JIeNa;

- 0(hopMIIeHHE THIHOI'O AeJ1a — [OJATOTOBKA JIMIHOrO Jefa K XPaHEHHIO B COOTBETCTBHH
C YCTaHOBJICHHBIMH IIPaBHJIAMH;

- BEICHHE JIMYHBIX /el — KOMIUIEKC MEPONPHATHH IO MPHOOIIEHHIO JOKYMEHTOB,
HOMVIEHKAIMIX XPAHCHUIO B JIAYHOM JETIC, BHECEHHUIO 3allMCER B JIHYHOE IEN0; TIEPHOIUIECKOMN
IIPOBEPKE HAIMYHsl H COCTOSHUS TMIHEIX e,

- XpaHEeHHe JHIHBIX [e1 — oOecIeyeHre palMoOHaIbHOTO PAa3MENIEHHS H COXPAHHOCTH
JHYHBIX €N, BKJOYas KOHTPONB MX (H3MYIECKOrO COCTOSHHSH, MIBIDKCHHS, BbHIIAYH BO
BPEMEHHOE MOJTE30BaHKE (C IIOCIIEYIONIHM BO3BPATOM B MECTA XPAHEHHS);

- TeKymiee (OmepaTHBHOE) XpaHeHHe — XpaHCHHE IWYHBIX A6 C MOMEHTA WX
TIEPBOHAYATIFHOTO (OPMHPOBAHHA JI0 IEPEAAYH HA APXHBHOE XPAHEHHE.

4. ®opmupoBanue JM4HOTO Jea oby4aomerocs B IIpueMuoii KoMucenn

4.1 Jlwanoe memo obyuaromerocst Gopmupyercs: paGoOTHHKOM [TpremMHOH KOMHCCHH NIpH
nofa4ye abUTypHEHTOM IOKYMEHTOB.
Nudopmanus, conepixaimasics B IMIHOM [ejTe 00y9aroIerocs, J0IKHA GBITh OTpa’keHa B
HH(POPMaIMOHHO# cucteMe MHCTHTYTa, 2 HMEHHO:
1. ®UO obyqaromerocs;
2. JaTa poXJIeHHS;



MECTO POXKACHHS;
I'PaXkJaHCTBO,
[ACIIOPTHEIE TaHHEIE;
MECTO PETHCTPALHH (IOCTOSHHOE, BPEMEHHOE);
IIpEAIIECTBYIOIIee 00pa3oBanne (ypoBeHs 06pa30BaHus, OpTraHM3aIis BIIABIIas
JOKYMEHT, €r0 HOMED U JaTa BEIIa9H);

8. JBroTHI (IpH HAJIMYHH: HAUMEHOBAHHE, HOMED ¥ JaTa BbIIA9H JOKYMEHTA,
IOATBEPIKIAIOLIEr0 ILIOTY);

9. KOHTaKTHl YM3HYIECKOTO JTHLA K T.I.

No v L

4.2 Ilocne 3aBepuieHms paboOTHI IlpueMHOl KOMHCCHH NHYHOE HEeNo obyy4arormerocs
IPENICTaBIsAET COOOH maKeT JOKYMEHTOB, OTHOCAINHMXCH K OZHOMY (HM3UYECKOMY JIHILY,
TIOMCIICHHBIX B [IANKY-CKOPOCIIHBATEIb B XPOHOJIOTHYECKOM TIOPSIIKE.

4.3 JInunoe meno GopMupyeTCs HA KaXIOTo obydatomerocs.

4.4 CocraB IOKYMEHTOB JIHYHOTO J€/Ia ofygatomerocs npencrapier B Tabmume. Ne 1.

Tabnuma 1.
Ne | HammeHoBanwue nokymenTa [Ipumeyanne
/1
1. TuTyneHBLI IHCT
2. Onwuce TOKYMEHTOB JIMYHOTO Jefa
obydarorerocs
3 Bhinmcka U3 IpuKasa 0 3aUHCIICHAH
4. Crpaska o pesyabratax EI™D [Ipn Hanuywm
5. OK3aMeHaUHOHHEIH JIHCT ITpu HaIMYHK
6. OK3aMeHAIIHOHHEIE paboTEI [Tpu HamgNH
i [IpoTOKON 3aceaHHsl AlEISIMOHHON KOMUCCHH [Ipu HammIHM
8. 3assienue o npuéme 8 YOY BO «3YVUDIIy
9. 3adBNICHHE Ha IIPOBE/IEHHE BCTYITHTENBHEIX IIpu HeoGxomuMocTH
HCIIBITAHHH C yUeTOM 0COOEHHOCTEH 1
HHIHBHYaJIbHBIX BO3MOKHOCTEH
10. | Cornacue Ha 3a4uciicHHe
11. | Cormacue Ha 06pabOTKy EPCOHANBHBIX JAHHBIX
12. | CBuneTENBCTBO O IPH3HAHUH JOKYMEHTE O IIpu Hamu4uw, s
[IPEIIECTBYIOIEM 06pa3oBaHuK HHOCTPAaHHBIX JIOKYMEHTOB,
TpeOyIOmHX
COOTBETCTBYIOLIETO IPU3HAHHS
13. | JIokyMeHT o mpeasiayIrneM o6pa3oBaHmH ¢ JIOKyMeHT ¢ neranuzanuei
IIPUIIOKCHUEM (KOIIHS) WM arlOCTHIIEM - TIPH
TIPE/ICTABIIEHUH JOKYMEHTA
HHOCTPaHHOI'O TOCYIapcTBa 00
o0pa30BaHHH, K KOTOPOMY
npeabABIsAeTCs TpeboBaHue
JETAIM3alHH HITH
IIPOCTABJICHHS aTOCTHIIA
14. | JJoxymeHT 0 cmere ®MO (komus) [Ipu Hamuaun
15. | JIokyMeHT (IOKYMEHTBI) YIOCTOBEPSIONIHE s rpaknan PO - komus
JIMYHOCTB, TPAXKIAHCTBO nacropra cTp. 2, 3 (5/6/7 upu
He0OX0IMMOCTH),
HOTapHaJlbHO- 3aBEPSHHBIN
IIEPEBOJI acropTa (st
HHOCTPAHHEIX IOKYMEHTOB)




16. | JlokymeHTEI, oATBep K 1arommme cTaTyc ITpn Hammarm
COOTEYECTBEHHHKA

17. | MoroBop 06 o6pa3oBaHuy Ha obygenue o
00pa3oBaTeNbHBIM IPOrpaMMaM BEICIIETO
obpa3oBanus

18. | JokymenTsl, OATBEPIKIAFOIIHE ITpu HanH4un
MHMBHYaBHBIC JOCTHIKCHHUS (KOIIHH)

4.5 JIuuHble Iena 3aYHCIeHHBIX Ha | Kypc oOydaromuxcs mepenaioTcs pabOTHHKAME
ITpuemuoit komuccnu B VMY no Akry npuema- TI€pead JIMYHBIX Tl (fanee — «AKTY).

4.6 Jluunble fenma 0OyvAIOMMXCS nepenarorcs B YMY mocie Beixonma IpHKaza o
3a9HCJICHNH B TCUCHUH 15 KaleHIapHEIX THEH.

4.7 Axtel roToBST paGoTHHKE IlpHeMHON KOMHCCHH. AKT COCTaBIIAETCA B 2-X
SK3eMIIIApax: 1 9k3. xparurcs B [IpreMHOM KoMHCCHH, 2 9K3. XpaHuTca B YMYVY,

4.8 Creunamct YMY npoBepsieT cOOTBETCTBHAE THYHBIX JI€]T TpeOOBaHMAIM GpPOLIIOPOBKH
¥ KOMILICKTAIHH CTPOTO 10 IPHKa3y 0 3a9MCIIEHHH Ha 1 Kype M MOAMHCHBAET AKT.

Jluaubie nena, chopMHpoOBaHHEIE B HapyIIeHHE HACTOSIIEIO [Tonoxenus, T.e. mpu
HAITMHA 3aMETAHHH, KaCAIOIMXCs KOMILIEKTAI[MA WiIH GPONTIOPOBKH, BO3BPALIAKOTCS 110 AKTY B
IIprueMHy 0 KOMHCCHEO ISt OpaGOTKH.

4.9 Pabotuuku [IpreMHON KOMHCCHH UCTIPABJIAIOT BBISBJICHHEIE HApYIICHHS, II€PENAIoT
THYHEBIE fema o0y4aromuxcs paboTHikam YMY mo Axry.

4.10 IMTocne moamucanus Axta B 2-X SK3eMIuipax [IpueMHasd KOMHCCHS HCIpaBIeHAS B
JIMYHBIE Jeiia He BHOCHT.

4.11 JIuynple nena (¢ KONHAMY JIOKYMEHTOB) HE 3aUHCIIEHHBIX abHTYPHEHTOB XpaHATCA B
IIPUEMHOH KOMHCCHH O/IAH TOJI, @ 3aTe€M YHHUTOXKAIOTCS B YCTAHOBICHHOM TIOpSTIKE.

5. ®@opmMHpoOBaHAE THIHBIX 1€ 06y Ha0IHXCH, nepeBeXeHHBIX H3 APYTHX BY30B

5.1 JlokymeHTHl Uit (OPMHPOBAHHS JIHYHBIX €I 00yJarloIuXCcs, MEPEeBEIEHHBIX U3
APYTHX 00pa3soBaTeIbHBIX OPTaHU3AIMH BBICIIEr0 00GPa3OBaHMs, IEPEIAIOTCA Ha paccMOTpeHHe
B ATTECTAIlHOHHYIO KOMHCCHIO VIHCTHTyTa, a 3aTeM Hanpasmsmorcs B YMY s M3/1aHUS
prKkasza 0 3a4ucicHHH. QOPMHDYIOTCS M XpPaHATCS JWYHBIE Jela o6ydaroumxcs B YMY
WHuctutyTa.

5.2 B mepedeHr JOKYMEHTOB sl (OPMHUPOBAHHS JIAYHOTO Jena ofyuaromerocs,
NEPEBEICHHOTO0 U3 APYroif 00pa3oBaTe/IbHOH OpTraHH3aIMH BEICIIEr0 06Pa30BAHHS, BXO/IAT:

- BBIHCKA U3 IIPHKa3a 0 3a4MCIIEHUH B IIOPS/IKE IIEPEBOJA;

- 3asBICHHC;

- BBIIIKCKa U3 [IPOTOKOJIA 3aCelaHusI ATTECTAIMOHHON KOMHCCHE;

- OPUTHHAT CIIPaBKH O [EPHOJIE OOYUEHHS;

- BBIIMCKA U3 MPHKA3a 00 OTIHCIeHHH 06pa3oBaTeIbHON OPraHu3aIiH, B3 KOTOPOit
OCYILECTBIISAETCS IEPEBOI;

- KOIIM IIacropTa;

- KOIHMA NOKyMEHTa O IIPeIIeCTBYIOMEM 00pa30BaHuH C IPHIIOKEHHEM,

- Komuf fokymeHTa o cMene OUO(npu Hamimamm)

- JIOTOBOp;

- KONHUM JOKYMCHTOB, MOATBEPKAAONIMX JIBTOTY (IIPH HATHIHH).

6. Bejnenmne, yueT H XpaHeHHe JIHYHBIX €] 06y9al0mMuUXCs




6.1. JTmanoe neno oby4aromerocs BefeTCs B TEUEHHE BCEro neprona obyuenus 8 YHOY BO
«3YHDII» 10 MOMEHTA €ro OTYHCIEHHS B CBS3H C TONTy9eHHeM 00pa30oBaHUS (3aBEpIICHHEM
00y4eHHs) IGO0 0 APYTHM OCHOBAHHSM.

6.2. JIOKyMEHTHI B JINYHBIX JENAX PACIIONATAFOTCS B XPOHOJIOTHYECKOM IOPSAIKE 110 Mepe
HX MIOCTYILICHHS.

6.3. B nponecce Be/ieHus TMYHOTO 11e/1a B HETO TOMEIIAIOTCS:

6.3.1. BhmHCKH M3 TIPMKa30B 10 JIHYHOMY COCTaBy OOydJarOmMXcs M JIOKYMEHTHI,
HOCITY’KUBIIHE OCHOBAHMEM K H3J[aHHIO COOTBETCTBYIOIIHX IPHKA30B, B TOM YHCIIE:

- 0 32YHCIIEHHH Ha MEPBEIH Kypc;

- O mepeBozie 00ydYarolerocs ¢ Kypea Ha Kypc;

- 0 ICPEBOJE C OJHOH CICHMATBHOCTH/HAIPABIIEH S/ HATIPABICHHOCTH (mpodms)
TIONTOTOBKH  HA JPYryid CHeHHAIbHOCTH/HAIPABICHHE IOArOTOBKH/HAIPABIEHHOCTD
(mpodmie) vk Gopmy obyaeHus;

- 00 u3MeHeHHH haMUIMH, UMEHH, OTYECTBA,

- O IPUMEHEHHH MEP JMCHHINIHHAPHOTO B3BICKAHHS M MOOIIPEHHS;

- 00 aKameMH4ecKOM OTIycKe (M OPYIHX BHOaxX OTIYCKOB), O BBIXOHE H3
aKaJeMUHECKOr0 OTIYCKa (M APYrUX BHAAX OTITYCKOB);

- O IIPOA/IEHHH CPOKOB CIa4YH SK3aMEHAIIHOHHOM CECCHH;

- 0 IepeHoce cpokoB HA;

- 06 oruncnennn u3 YOV BO «3VUDIIy;

- o BoccranoBnenny B YOV BO «3VUDIIy;

- 00 OTYHMCIEHUH B CBA3M C 3aBEpPHICHHEM OOYUeHHUS.

6.3.2. VInble IOKyMEHTEI, OTPaKaIOINHE yCIEBAEMOCTS o0yuyarommerocs:

- KOITHH CIIpaBoOK 00 00y4yeHHH;

- y4eOHad KapTouKa 00y4Yaromerocs.

6.3.3. JIoKyMeHTBI, KOTOPHIE MOATBEPKIAIOT H3MEHEHHE HMEIOMIHXCS B IieNe CBeeHHH 00
00y4JaromeMcs1, B TOM 4HCIIe:

- KOIHA NMacropTa MIIH MHOTO OKYMEHTA, YIOCTOBEPSIONIEro JIMYHOCTE (B CIydae
€r0 3aMEHEI);

- KONHH CBHICTEIBCTBA O IIE€PEMEHE HMEHM M MHBIX &KTOB TPaXIaHCKOro
COCTOSIHHUS,

6.3.4. JIoKyMEHTEL, XapaKTepH3YIOIHE JTAYHOCTS 00ydaroImerocs, B 9acTHOCTH:

-  KONHH JHIIOMOB, MMOYETHEIX IPAMOT, NOXBAILHBIX JTHCTOB 06YHaOIIHXCSL;

- KOmuH Ipe/ICTaBIICHHH, XapaKTEPACTHKH (TIPH HATMIHH ).

6.3.5. JIoroBOpSL, JOMOMHATENEHbIE COTJIAIIEHMS.

6.4. Bce 3asBienus ofyuwaromierocs, MOMEINAeMLIE B JTHYHOE HEI0, MOJKHBI OBITH
3aBH3MPOBAHEI B YCTAHOBIEHHOM ITOPSIIKE.

6.5. PaGotaukn YMYVY mocie BBIZa9M IOKYMEHTOB 06 00pa30oBaHUM BKIIAIBIBAIOT B
JIHYHBIE [1eN1a BBITYCKHHKOB CITEIYIOIHE 1OKYMEHTEL:

- CTyleHdYecKui OHieT;

- 3aYETHYIO KHIKKY;

- y4e0HyI0 KapTOuKy 00y4aromerocs;

- CIPaBKY O BHINIOJHEHHH yueOHOro maHa; ,

- KOmuM JI0KymeHTa 00 00pa3soBaHHK U 0 KBaTH()HKALUK H IPHIOKEHII K HEMY.

6.6. Komuu nokymeHTOB 06 06pa3oBaHHM H O KBATH(QHUKAIMHE U TPHIOKEHHH K HHM
3aBEPAIOTCS CIeNHaTHCTOM YMY.

6.7. O6yuatomuecs, orTanciennsie m3 YOY BO «3YUDII» mo mo6smM [IpUYIAHaM, HMEIOT
npaBo 3a0paTh JOKYMEHT O HpPE/IIIECTBYIOMEM 00pa3oBAHHUK [IPH IPeIbIBICHHH [acropTa HiH
APYroro  NOKYMEHTa, yAOCTOBEPAIOLIEIO JIAYHOCTh. JIOKYMEHT O MpeAmIecTBYIOIEM
00pa3oBaHMK MOXKET OBITh BBIIAH APYTOMY JIAIY IO 3aBEPEHHON B YCTAHOBICHHOM HOpsIKe
JOBEPEHHOCTH, BEIIAHHOH yKa3aHHOMY JIHIly o0IafaTelieM THTIIOMA.

6.8. B muuHOE neno He BKIIOYAIOTCA:



- HCHCIIOJHEHHBIE TOKYMEHTEL,

- JIOKYMCHTBI, TIOMUIeXKAIIHE BO3BPATy (OPATMHAN JIOKYMEHTA O [IPE/IIECTBYIOMEM
00Opa3zoBaHuK);

- IyOneTHbIe JOKYMEHTHI (THIIHAC SK3EMIUIIPEI KOIHH JOKYMEHTOB);

- YEPHOBBIE JIOKYMEHTHI.

6.9. PaGotrukm YMY HeCyT OTBETCTBEHHOCTH 3a BeIEHHE H XpaHEeHHE JIMYHBIX MENI
oby4atormmxcs B nepuo o6yuerns 8 YOV BO «3VUDIIy.

6.10. B nporiecce onepaTHBHOTO XPaHEHHs JINTHDBIE JIE1a [OJDKHEL XPaHUTHCA B YCIOBHSIX,
00€CIIeYHBAIOMMUX HX COXPAHHOCTH W NPEIOXPaHAIOMAX OT IIOBPEIKACHHI, BpPEIHBIX
BO3/ICHCTBHE OKpyXalome# cpezbl (IBUTH W CONHEYHOTO CBETa) M MCKIFOYAIOIIUX HX YTpaTy.
Jlena pasMernaroTes B BEPTHKAIBEHOM IIOJIOKEHHH KOpemKaMH HapyXy B al(aBUTHOM IIOpSIKE.

6.11. PanmoHanbHOE pasMeIeHHE JHYHBIX eI IPEANOIaraeT Hajludue IOMEIICHHI,
TPHTO/IHBIX JUIA XPaHCHHS J€N, & TakKe NOCTATOYHOTO YHCIA MCIPABHEIX CPECTB XpaHeHHs
(cettpos, mxados u ap.).

6.12. Jloctyn k cpepcTBaM XpaHEHWS JHYHBIX IEI paspernaercs TONBKO pabGoTHHKaM
YMY.

6.13. Jluunele nena MOTYT BEINABATHCS BO BPEMEHHOE MOJIB30BaHHE C COOIIOMEHHEM
TpeboBaHuH K Iepesayue MepcoHaTbHBIX JAHHBIX o0ydJaromuxcsi.

6.14. BHyTpeHHHMIt JOCTYN K NEPCOHATBHEIM JaHHBIM 00yJaroIuxcs BO3MOMKEH TOIBKO C
PaspellcHis HadalbHuKa YMY nmng  paGoTHHKOB  (YHKIMOHATBHBIX CTPYKTYPHBIX
nonpaszenenuit MHCTHTYTa, KOTOPEIM IIEPCOHATBHEIE TAHHbIE 00YYAIOITHXCS HEOGXO IIMbI JUIst
BBINTOJTHEHHS JOJDKHOCTHBIX 003aHHOCTEHH.

6.15. BHemHHN HOCTYm K JIMYHEIM jejaM oOyuaromuxcs (WM HM3BATHE H3 HHX
JOKYMEHTOB) ~ JIONYCKAETCS C  IMCHMEHHOTO  paspellcHHs peKTopa  CIeNHAIBHO
YHOTHOMOYCHHBIM JIHIaM [P HATMYHH Y HHX COOTBETCTBYIOIIEr0 NHCEMERHOTO 3aIpoca.

6.16. BpeMeHHOE IOJB30BaHHE JTMYHBEIM IEIIOM (NpoCcMOTp, BBITHUCKH H3 IOKYMEHTOB,
KOITMPOBAHHE JAOKYMEHTOB M Jp.) BHE NOMEIICHHMH, B KOTOPBIX XpaHATCSA JIHYHEIE [eNa,
paspemnaeTcs TOJBKO B HCKIIOYHTENBHBIX CIOydasX. [IpH BpEMEHHOM IIONB30BAHHH ITHUHBIM
AICJIOM HE JIOTTYCKAeTCs IIPOM3BOJUTE KaKHE-TMOO HCIPaBICHHS B paHee CACTaHHBIX 3aITHCSX,
BHOCHTE HOBBIC 3aIUCH, H3bIMATh H3 JIMYHOTO JIeNla MMEIOIMHECs JOKYMEHTH! HJIH BKJIAIHIBATE B
HETO HOBBIE.

6.17. W3bsaTHe NOKYMEHTOB M3 JIMYHOTO JI€Na MO TPeGOBAHHIO TIPaBOOXPAHHUTEIBHBIX H
HHBIX YIIOJHOMOYEHHBEIX OPraHOB IIPOM3BOJAMTCA IO aKTy. B IHM4YHOE MeN0 IOMEIaeTcs
COOTBETCTBYIOIIHH aKT M KCEPOKOIUS H3BATOTO JOKYMEHTA.

6.18. Tlpu oTwHceRHH 0GYYAOIIErocs TNIHOE AEN0 XPAHUTCH 10 MeCTy (OPMHPOBAHHS
OTACIEHO OT JIMYHBIX [IeJ1 IPYTHX 00YYaroMXCs M TIepe/laeTcs Ha apXHBHOE XpaHeHHe depes 5
JIET II0CJIE OTYHCIICHHS.

Ecimi ofydgaromuiics, TUIHOE [€/10 KOTOPOTO HAXOMMTCS Ha ONEPATHBHOM HITH apXHUBHOM
XpaHeHuH, BoccTaHoBIeH B YOY BO «3VUDII», To B peKBH3HTHI OGIOKKH Iea BHOCITCS
M3MEHEHHUs (ecM OOydJaroluiics BOCCTAHOBIEH Ha IPYTYIO CIENMATBHOCTH/ HATPABICHHE
II0/IrOTOBKH/HATIPaBIEHHOCTE (MPOQHIL) H BEIEHHE JIMIHOTO Iela NpOJOJDKAETCS.

6.19. TIpu oTuMCIeHHH OGYYaromerocs B CBSI3H ¢ OKOHYAHHEM obygenuss 8 HOY BO
«3YUDII» nuYHOE HENO0 XpaHWTCd OTAEABHO OT JHYHBIX M€l Ipyrux oO0y4arolmuxcs Hu
Iepe/iaeTCsl Ha apXMBHOE XDAaHEHHE HE IIO3/(HEE YEM Yepe3 TPHU rofa IOCIe 3aBepIIeHHS
o0y4eHus.

7. HOpHIlOK 03HAKOMJICHHUH CTYAECHTA C JUYHBIM JA€JI0M

7.1. Osnakomyenne obyqaromerocss B UHCTUTYTE ¢ JOKYMEHTaMH CBOEro JHYHOTO Ieja
IPOBOJUTCA IO Ipockbe obydaromerocs. OOydarommidcs CaMOCTOATETBPHO B IIMCHMEHHOM
Gopme pemaeT BoOIpoC Nepenadd KoMy-mHOO CBEIEHHH 0 cebe, 3a HCKIFOYEeHHEM CIIy4aes,
IIPEeIyCMOTPEHHBIX 3aKOHOAATENLCTBOM Poccuiickoit @enepanum.



7.2. Jlmmoe [1eNo He BBIIAETCS Ha PYKH ofy4arommeMycs BO BpeMEHHOE [0NTb30BaHHE.

7.3. B COOTBETCTBHH ¢ 3aKOHOZATENLCTBOM POCCHICKOI Oenepanuu, o6yyaromuiics
HMEET IpaBo Ha MOJIyYCHHE KOIIHH JIFOO0TO JIOKYMEHTA, CONEPKAETOCS B €T0 JIHUHOM Ierne, Ha
OCHOBaHWH ITHCbMEHHOTO 3aiBICHHUA HA MMs pekTopa UHcTHTyT].

7.4. KommM [JOKYMEHTOB mOIDKHBI OBITH 3aBEPEHBl HAIUICKAIIMM ofpasoM H
IPENIOCTABIATECA  00y4aromeMycss 6e3BO3ME3THO B TEUYEHHE TpeX JHEH cOo JHS monaqu
3asIBIICHUS.

7.5. JlnuHBle IeNa MOTYT BBIIABATHCS Ha paboure MecTa TONBLKO PEKTOPY Hucruryra u
HavarbHUKy YMY, Jlena BEIRAKOTCS IO/ POCIIHCE B JHCTE HCIIOIB30BAHIS JOKYMEHTOB,

7.6. Ilpu BO3BpaTe MNeNa TIATENBHO IPOBEPIETCS COXPaHHOCTB JTOKYMEHTOB, OTCYTCTBHE
IOBPEXIECHIH, BKIIOYEHHE B JIENI0 APYTHX TOKYMEHTOB I TIOIMEHA JIOKYMEHTOB.

7.7. TIpocMOTp jena MpOM3BOIMTCH B IPUACYTCTBHH pyKoBomuTensd. Ilepenava ITHIHEIX
JICIL pEKTOPY Hepes ApYIuX JHUIl He A0IyCKaeTcs. Jpyrue pyKOBOMUTENH MOTYT O3HAKOMHTBCH ¢
THIHBIME €TaMH 00y9arOmuXce, B MOMELICHHH OT/IENa KaApoB [0 HaGMOIeHIEM paboTHuKa,
OTBETCTBEHHOT'O 34 COXPAHHOCTh M BEICHHE JHMYHLIX Ael. ParT 03HAKOMICHHS (buxcupyercs B
JTHCTE HCIIONb30BaHUS JOKYMEHTOB.

7.8. @aKT 03HAKOMIEHHs OOYYAIONIErOCsS ¢ JIMIHBIM IEJIOM YAOCTOBEPHETCS JTHIHON
IONNUCEI0 OOYYArOIErocst B JHCTE HCIIOJB30BAHMS JIOKYMEHTOB € yKa3aHHEM JaTkl
osHaxkomyieHHs. O0ydaromuiics 06s3aH CBOEBpeMEHHO COOBIIATh B OT/EN KaJ[poB 00 H3MEHEHHH
TeX WJIH HHBIX NEPCOHAIBHBIX JaHHEIX,

7.9. OpuruHAIBI JOKYMEHTOB 06 0OpasOBaHHH BHLIAIOTCS HA pyku obydaromemycs
nmocie oTuuciaeHus u3 Mucruryra.

7.10. JIuuHble nena OTYHCICHHBIX W3 MHeTATyTa B CBA3H C 3aBepmIeHHEM yuelEHl
[ePEAr0TCA Ha XPaHEeHKE B apXHB MHCTHTYTA 10 ONMCH IMYHbIX JET.

8 3BaxkmounTeabHbBIE M0JI0KEHHS

8.1 Hacrosmee IlomoxeHne mOMIHCHIBACTCS Pa3pabOTYHKOM, COTTIACOBLIBAETCS C
OTBCICTBEHHBIM ~ CEKPeTAPEM  [IPHEMHOH KOMHCCHH, IOPHCKOHCYJIBTOM, IIpeJICeNaTeeM
CTYACHYECKOrO COBETA M YTBEPIKAALTCS PeKTOpoM UHCTHTYTA.

8.2 KonTpombHblt sx3emmap ITonoxenus PETHCTPUPYETCA U XpaHUTCA Ha OyMakHOM
HOCHTEIIE U B 3ICKTPOHHOH Oase moxymenToB CMK. B kanmenapmio Hrctutyra Ha Xpanenue
TIIePENacTCa KOHTPOIBHEL 9K3eMIyIAp [Tonoxkenns Ha 6ymMaXHOM HOCHTEIE.

8.3 VureHHBIH 3K3eMIISIP (KOIMIO KOHTPOJIBHOTO ak3eMInIapa) ITomoskeHus coryacHo
PECCTPY BHYTPEHHEH pPacCHUIKM JOKYMEHTOB KaHIEIApUS IIepefacT B COOTBETCTBYIOIIEE
CTPYKTYPHOE IOIpa3ieicHHE.

8.4 Msmemenuws u pomonHeHus B llonoxeHwme BHOCATCS 110 IPEIUIOKEHHUIO
3aMHTEPECOBAHHBIX JHI. IIpe/IOKEHHA MpeNCTaBIAIOTC B IHCHMEHHOM BHAE JUIS
cornacopaHus. M3meHenus u nononueHus B Hactosmee [ToNoXeHHe YTBEPKIAIOTCS peKTOpOM
WucTutyTa 1 QHKCHPYIOTCS B IACTE PErMCTPALIMHE H3MEHEH T (IIpunoxenwue 2).

8.5 TekcT H3MEHEHHH, YTBEPIKIACHHOTO DPEKTOPOM, IIPHIATAETCS K KOHTPOJBHOMY H
YITCHHOMY SK3eMIApaM II0M0KCHHA M NOBOMMTCS JIO CBEACHHS COTPYIHUKOB CTPYKTYPHOTO
IOJpa3/IeeHUs IO POCITHCE.
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[Ipunoxenue

Homep Homep u nara Homep Jlara BHeceHHA OO u
M3MEHEHHSA|  paclopSIATeIbHOrO CTPaHHUI[LI H3MEHEHHUS MOJIITHCE
JIOKYMEHTa O BHECEHHH TH1a,
H3MEHEHHH B TOKYMEHT BHECIIETO
CMK U3MEHEHHE




