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1.1. ITos0:xkeHue 0 mopsiike GopMUPOBAHUSA, BeIeHUS U XPAHEHUS JIUYHBIX
aeJ1 00y4arImnxcs
1.2. Hactosmee [lonoxenue pazpadboTaHO B COOTBETCTBHUU C:

o ®enepanbHbiM  3akoHOM OT 29.12.2012 No 273 «O6 oOpa3oBaHuu B
Poccuniickon @enepanuny;

o ®enepanbubiM 3ak0oHOM 0T 27.07.2006 No 152 ®3 «O mnepcoHalbHBIX
JAHHBIX»;

o ¥YcraBoM 00pazoBaTesbHON OpraHU3allNy;

o [IpaBunamu mprema B 00pa30BaTENIbHYIO OPTraHU3AIHIO.

1.3.ITonoxkeHne 00s3aTENBHO K TMPUMEHEHHUIO TPUEMHON KOMHCCHEHW, BCeMHU
CTPYKTYPHBIMH noJipa3/ieJICHUsIMU o0OpazoBarenbHON OpraHu3alllH,

OTBETCTBEHHBIMH 3a (OpMUpOBaHUE, BEJICHHE U XpaHEHUE JIMYHBIX JIel
oOy4Jaromuxcs, CeKperapeM yueOHOM yacTu.

1.4.CBenenusi, cojiepkaliyecss B MaTepuagax JMYHOTO Jeina OO0ydaronuxcs,
OTHOCATCA K TIEPCOHAIBHBIM JaHHBIM ©  SBJSIOTCS  KOH(MUICHITHATHLHOU
uadopmarmeii. Ilpm mepegade  MEpPCOHANBHBIX  JAHHBIX  OOYYaIOIIHUXCS
HEO0OXO0IMMO COOJTIOATh ONPECICHHBIE TPEOOBAHMS:

o HE CO00IIaTh IEPCOHANIBHBIC TAaHHBIE 00YUYaIOIIUXCSl TPEThEN CTOpOHE 0€3
MUCBMEHHOTO COTrjlacusi OOy4aroluXxcs, 3a HCKIIOYEHHUEM CIIy4aeB, KOrja 3TO
HEOOXOIMMO B UEIAX MNPEAYNPExKIACHUS Yrpo3bl KU3HU U 3JI0POBHIO
oOydarommxcs, a  Takke B JAPYrHX  clydasX, [OpeayCMOTPEHHBIX
3aKOHOJIATEIHCTBOM;

L HE COO6H_[aTB NCPCOHAIIBHBIC AAaHHBIC 06yqa}01ueroc;1 B KOMMCPYCCKHUX
OCiIAax 0e3 ero NMMCLMEHHOT'O corjiacus,
L pa3pfiatb OOCTYII K IICPCOHAJIBHBIM JaHHBIM 06yqa}om1/1xc;l TOJIBKO

CTHEIMAIIFHO YITOJIHOMOYEHHBIM JIMIIAM, TIPH 3TOM YKa3aHHBIE JIUIA TOJKHBI UMETh
IpaBO TMOJIy4aTh TOJBKO T€ TEPCOHAJIbHbIC MaHHBIE OOYYAIOIIMXCS, KOTOPHIE
HEOOXOUMBI JJTSI BBITOTHCHUS KOHKPETHBIX (DYHKIIHIA,

o HE 3ampanmBaTh WHOOPMAIMIO O COCTOSHUHU 30POBbsI 00yYaroImerocs, 3a
UCKJIIOYEHHEM TEX CBEIEHUMN, KOTOpbIE OTHOCSTCS K BOMNPOCY O BO3MOXHOCTH
MOJIYYeHHS] 00YyJarOIIMMUCS 00pa30BaTEIbHBIX YCIIYT.

1.5. JIOKyMEHTBl U3 JIMYHOTO Jejla OOy4yaroluXcs WM UX KOIMUU MOTYT OBITh
BBIIaHBI TT0 TPEOOBAHHUIO YHMOJHOMOYECHHBIX OPTaHOB B YCTAaHOBJICHHOM MOPSIKE
MoCIIe TOYYCHUS Pa3pelIeHs] OT PYKOBOAMUTENST 00pa30BaTeIbHON OpTaHU3aIINN.
OpuruHaibl JOKYMEHTOB M3 JIMYHOTO Jejia 00YJarolIMXCsl BBIJAIOTCS 1O OIKCH.
[Tpu 5TOM B J1€J10 MPUKIIAABIBAETCS KOMHUS BBIJABAEMOTO IOKYMEHTA.

1.6. JIumia, BUHOBHBIC B HAPYIICHUH HOPM, PETYIUPYIOIINX MOJydeHrne, 00paboTKy
U 3alUTy TEePCOHAIBHBIX JJAHHBIX OOYYarOIIMXCS, HECYT IUCIHUILIMHAPHYIO,
MaTepHATbHYIO, TPaKIAHCKYIO, aIMUHUCTPATHUBHYIO U YTOJIOBHYIO
OTBETCTBEHHOCTD B HOpsJIKE, YCTaHOBJICHHOM 3aKOHO/1aTEJIbCTBOM.
OTBETCTBEHHOCTh 3a COOJIIOJICHUE YCTAaHOBJIEHHBIX HacTosiuM llomoxxeHuem
TpeOOBaHMII Tak)Ke BO3Jaraercs Ha aIMUHHUCTpPAIUIO  00pa3oBaTeIbHOU
OpraHU3alHH.

2. CocTaB JOKYMEHTOB JIMYHOTIO J1€J1a



2.1. JluaHOE 1EeM0 — COBOKYMHOCTH JIOKYMEHTOB, COJEpXAIMX CBEACHHUS 00
oOyuaroniemcsi B 00pa3oBaTebHON OpraHU3aliu.
2.2.B cocTaB IUYHOTO AeNa CTYJIEHTa BXOJAT CIEAYIOIINE TOKYMEHTBI:

o 3asiBJICHUE Ha UMS PYKOBOJUTENSI 00pa30BaTEIbHOM OpraHu3aliu O MpueMe;
o KOIHS JOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTD;

o JOKYMEHT 00 00pa30BaHUU TOCYJApCTBEHHOTO oOpasla (MOJIMHHUK WM
KOITHA,

3aBEpEHHAs] B HOTApUAIbHOM IOPSAKE);

MEIULMHCKAs CIPABKa;

dboTtorpaduu pazmepom 3x4;

KOIKS MEIULIMHCKOTO MOJIUCA;

CHUJIC;
KOIKSA MMacTopTa OJHOTO U3 POIUTENEH;

KOIMS  aKaJeMUYEeCKOW  CIpaBKHU,  BbAAHHOM  00pa3oBaTeNIbHOM
OpraHu3aluen;
o KOIUS JTUIIJIOMA U MPUJIOKEHUS K HEMY;
o BHYTPEHHSIS OIMCh JIOKYMEHTOB, UMEIOIUXCS B JIMYHOM JEIIE.
2.3. BHYTpeHHsII ONUCHh JTOKYMEHTOB, MMECIOIIMXCS B JIMYHOM JEJ€, COIACPKHUT
CBEJCHUS O TMOPSAKOBBIX HOMEpax JOKYMEHTOB Jiefla, HMX 3arojioBKax H
KOJIMYECTBAX 3aHUMAEMBbIX JIMCTOB.
2.4. llpu 3aBepeHUMM KONUK JOKYMEHTOB, NPUOOMIAEMBIX B JMYHOE JIEJIO,
BBITNIOJIHAETCS 3aBepuTeNbHas Haanuch: «Komus BepHa», JOMKHOCTh paOOTHHKA,
NOJANKUCH, MHULIMAJIBI U pamMuiIns paOOTHHKA, 1aTa MOAMUCH U 11€4YaTh.
3. ®opMHUpPOBaHUE JUYHBIX €1
3.1.Ha xaxnoro nmocrynaromiero B o0pa3oBaTelbHyI0 opraHuzanuio B [Ipuemnoi
KOMHUCCHHM 3aBOAMUTCS JIMYHOE Jejo abutypueHTta. AOUTYpPHEHTY BbIIAeTCs
pacnucka o IprueMe JOKYMEHTOB ¢ YKa3aHUEM IOJIHOTO NIEPEYHS BCEX CAAHHBIX UM
nokymeHToB. Kaxmoe nuunoe peno dopmupyeTcss B oOTaenbHOM manke. Ha
00JI0KKE JIeTTat0TCs OTMETKH: HOMED Jienia, (haMuiIus, uMs, OTYECTBO.
3.2. Ilpu 3auucnenuu oOydaromIerocs Uisi NPOJOJKEHUsT 0O0pa3oBaHUsS, B TOM
yucie B MOpSAKE MepeBoja M3 Jpyro oOpa3oBaTeNbHON OpraHu3allM, €ro
Ju4HOe Jnieno  (GopMHpyeTcs cekperapeM YydeOHoW uactu. Jluunbele gena (c
KOIMUSAMH JOKYMEHTOB) aOUTYPUEHTOB, HE 3aUMCIEHHBIX B YUCIO O0Yy4YaroIIUXCH,
pachopMHUPOBBIBAIOTCS U YHUUTOXKAIOTCS paboTHHKaMu [IpueMHoil koMuccuu.
4. Benenue JIJMYHBIX /IeJ1 B IEPHO/1 00y4YeHusI
4.1. Bo BpeMst 00yueHuUs1 00y4daromMXCcsd OTBETCTBEHHOCTD 32 BEACHUE UX JIMYHBIX
JIeNl BO3JIAraeTcsi Ha cekperapsi y4eOHOM 4YacTu, B JIOJDKHOCTHBIE OO0SI3aHHOCTU
KOTOPOTO BXOJHUT paboTa ¢ JIMYHBIMU JeJIaMu.
4.2.Ha cekperaps y4eOHOI wyacTH BoO3Jaraercsa OQOpPMIICHHE CTYICHUYECKHX
OUJIETOB M 3aYETHBIX  KHIDKEK. 3a4yeTHbIE  KHUKKHA  IOJANUCHIBAIOTCS
PYKOBOAMTENEM O00pa30BaTeIbHOW OpraHM3allMd U 3aBEpSAIOTCS  MEYaThbio.
JlnuHoMy Jeiny, CTyJA€HYECKOMY OWIIETy W 3a4eTHOW KHIKKE O00ydarolierocs
NPUCBAUBAETCS OJUH M TOT X€ YHUPUIUpPOBaHHBbIK Homep. [lpu mnonydenun
CTYJIEHYECKOro OuiieTa M 3a4eTHOM KHIKKM OOYyYarolluMics pachuChIBaeTCs B



Kypnaie peructpanuu BITaHHBIX JOKYMEHTOB. B cilydae yTpaThl CTyI€HUYECKOTO
OuneTa WIM 3a4€THOW KHIDKKH OOYy4aromieMycsi BBIJACTCS HOBBIH JOKYMEHT C
OTMETKOH «TyOIMKaT», KOTOPBIA COXpaHsIET MOPAIKOBIN HOMED yTepssHHOTO. [Ipn
OTYHUCIICHUH OOydJaromerocss W3 0oO0pa3oBaTeNbHOW OpraHM3alk W 3adeTHas
KHIDKKA CAAIOTCS B YICOHYIO Y9acTh JJIsI IPHOOIICHUS K TUMIHOMY JCITY.

4.3. Tlpu mepeBome oOydwaromierocsi BHYTpH 0Opa30BaTEIBHON OpraHU3aIlluu C
OJIHOM OCHOBHOHM oOpa3zoBaTebHON mporpamMMmbl (popMbl 00ydYeHHUS) HA APYTYIO,
cMeHe (GaMWINK W HWHBIX HM3MEHEHHUSX OOYJalomEeMyCsl COXPAHSETCS 3a4eTHas
KHIDKKA, B KOTOPYIO BHOCSITCS COOTBETCTBYIOIINE HCIPABJICHUS, 3aBEPCHHBIC
MOJMKUCHIO0 PYKOBOJUTENST 00pa30BaTEILHON OpraHU3aluy U nedaThio. Ha muanom
Jieie JeNaeTcsl OTMETKa O COOTBETCTBYIOIIEM MPHUKa3e.

4.4 1lpu BOCCTaHOBIIEHUH OOYYAOIIETOCS, OTYMUCICHHOTO W3 00pa30BaTEIBHOU
OpraHu3aliy, MPOJOIKAETCA BeIEHNE JIMYHOTO Jiea, copmMupoBaHHOTO paHee. B
JUYHOE JeNI0 00ydYaromerocs BKIIOYACTCS 3asBJIICHUE O BOCCTAHOBICHUHM HAa WUMs
PYKOBOAMTENS 0Opa3oBaTEIbHOM OpraHu3alvKi, Ha JWYHOM JIeJie JIeNIaeTcs
OTMETKa O COOTBETCTBYIOIIEM IPUKa3e, KOMUs MPUKa3a O BOCCTAHOBIICHNUH, HOBBIT
JIOTOBOp Ha OKa3aHue o0Opa3oBaTesbHBIX ycayr. OOyuaroleMmycs BbIJIaeTcs
MPEXKHSIS 3a4eTHasT KHUKKA.

4.6. [1pu oTuncieHny 00y4aromerocs U3 B JMYHOE JEJI0 BHOCSTCS:

L OTMCTKaA O IIPHUKAa3< 00 OTYHUCJICHHUH,
L 3a4CTHAasA KHHKKA,
L KOIINA aKa,HGMH‘{eCKOﬁ CIIpAaBKH WU KOIINA aTTCCTATa (06 OCHOBHOM 06IHGM

o0pa3oBaHUU UM 00 OCHOBHOM (TIOJTHOM) 00111eM 00pa3oBaHum)) (MpU JOCPOUHOM
OTUUCIICHUH);

o KOMUs JOKyMEeHTa 00 oO0pa3oBaHWHU, TMOJYYEHHOTO0 B 00pa3oBaTebHOU
OpraHu3alluy;

5.XpaHeHue JTMYHBIX eI

5.1. B mepuon moctymieHus v oOydeHUsi oOydaromnierocsi B o0pa3oBaTesibHYIO
OpraHU3aldi0 €ro JUYHOE AENI0 XpaHUTCS B y4eOHOW yacTu. JlocTyn K JIMYHBIM
JiernaM MMEET TOJBKO CEeKpeTapb y4yeOHOM 4YacTH, OTBEYAIOIIMA 3a BEACHUE U
XpaHEeHHe JIMYHBIX Jen oOyuaromuxcs. [IpaBo goctyna Kk JOKyMEHTaM JMYHOIO
nena 00yJarouerocs UMEIT: PyKOBOJIUTEIb 00pa30BaTENbHOW OpraHU3aluU, 3aM.
pYyKOBOIUTENSI 00pa30BaTEIHbHOM OpraHU3aluy Mo yueOHOM paboTe U COTPYAHUKU
MpPUEMHON KOMHUCCUHU. VHBIM JTUIIaM MpaBo JOCTyMa MOKET OBITh MPEIOCTABICHO
HA  OCHOBAaHMM  CIIY’)KEOHOW  3amUCKM C  PE30JIONUEH  PYKOBOJMTEIS
oOpa3zoBaTeIbHON OpraHU3alliH.

5.2. W3paTHEe NOKYMEHTOB W3 JIMYHOIO Jeja BO3MOXKHO JIMIIb C Pa3pelICHUs
pYKOBOIUTENSI 00Opa30BaTEIbHON OpraHU3allid W YBEIOMJICHUS COTPY/IHUKA,
BEIYLIETO JINYHBIE Jea.

5.3. B caydae yTpaThl/mOpYd JIMYHOTO JieJla TI0 KaKUM-JIHMOO MpUYUHAM,
pabOTHUKOM, OTBETCTBEHHBIM 32 pabOTy C JTUYHBIMHU JI€JIAMH, COCTABIIAETCS aKT 00
yTepe/mopUH JIUYHOTO Jiesia 1 OPMUPYETCSI HOBOE JIMYHOE JAEJIO.

5.4. 3akmouMTeNbHYI0 paboTy M0 BEACHUIO JIMYHBIX JIeJl OO0ydaronuxcs,
OTUYHUCJIEHHBIX 10 OKOHYAaHUS HOPMATHUBHOTO CpOKa 00yuyeHus B 00pa3oBaTeNbHON



OpraHu3aliy, TPOU3BOJANUT CeKpeTaph yueOHou yactu. Cekperapb yueOHOM JacTu
00s13aH c/ies1aTh OTMETKY O MPUKa3e 00 OTYUCICHUH U BIOXKUTH B JIMYHOE JIEJIO:

o KONMIO aKaJeMHYeCKON crpaBku, arrectata (00 OCHOBHOM 0OIIeM
oOpa3oBaHuM), aTTECTaTa 00 OCHOBHOM (TIOJTHOM) OOIIIeM 00pa30BaHuUY;
o 3a4ETHYIO KHIKKY.

Heobxoaumo BbLAATh JOKYMEHT TOCYJapCTBEHHOTO oOpas3iia o0 oOpa3oBaHUH,
MPEACTABICHHOTO MPU TMOCTYIUICHMM B 00pa30BaTENbHYIO OpraHu3alvio, MO
NOJANMKUCH OOYYAIOLIErocsl C COXpaHEHHWEM B JIMYHOM JieJieé KOMNHUHM JIaHHOTO
nokymeHTa. Cekperapb y4yeOHOM 4acTH HECET OTBETCTBEHHOCTh 3a COXPAHHOCTH
JIMYHOTO JIeja 10 epenayu B apxuB. [1o 3aBepiiieHun Bcex mpoueayp JIMYHOE 110
NIEpPENACTCS B ApXUB.

5.5. 3axmounTenbHyl0 paboOTy MO BEICHHUIO JIMYHBIX JeT 0O0ydaromuxcs,
OTUYHUCJICHHBIX B CBSI3W C OKOHYAHHEM 00pa30BaTEIHHOM OpTraHn3aIiH, IIPOU3BOIUT
CeKkpeTapb y4eOHOW YacTH, OCYILECTBIIAS:

1) otMeTKy 0 mpuKa3e, 00 OKOHYaHUK O0y4eHHsI B 00pa3oBaTEIbHON OpraHu3aluu
Y BJIO’KCHHE B IMIHOE IO JOKYMEHTOB B CBSI3M C OTYHCIICHUEM:

o KOIUIO JTUTIJIOMA C MPUII0KEHUEM;
o 3aUETHYIO KHUXKKY.

o BbIJJayy JIOKyMEHTa TOCyJapCTBEHHOro oOpasia 00 oOpa3oBaHuUU,
MPE/ICTABICHHOTO

Opu TOCTYIUIEHMM B  00Opa3oBaTelIbHYyI0  OpraHM3aluio, IMO0J  IOJIHUCH
0Oy4YaroIIerocsi ¢ COXpaHEHUEM B JIMYHOM JI€JI€ KOIMH JAHHOTO JOKYMEHTA;

. 3aKpBITHE JTUYHOTO JIENIA C BIOKEHHUEM JINCTA-3aBEPUTEINS;

2) XpaHEHHUE JTUYHOTO JieJia JI0 MePeaun ero B apXuB;

3) cocTaBlicHHE aKTa M OIKMCH Ha Nepeaady JUUHBIX JIC B apXUB 00pa30BaTeIbHON
OpraHu3aluy;

4) mepenauy JIMYHBIX JC]T B apXUB 00pa30BaTEIbHOM OpraHU3aIluu.

5.6. Ilepemaua NHMYHBIX JI€T B apXUB OCYLIECTBISIETCS MO AaKTy B Hadale
KaJICHJAPHOTO roja o0mmM cnuckoM. Jljis mepenayu JIMYHBIX Je]d B apXUB BCE
JIMCTBI, KPOME BHYTPEHHEM OIHMCH U JINCTA 3aBEPUTEIBHON HAJAIUCH, HYyMEPYIOTCS
apaOckumu nudpamMu, KOTOPbIE TPOCTABIIAIOTCS B MPABOM BEPXHEM YTy MPOCTHIM
KapaHJaloM. 3a4eTHasl KHWKKA U HyMEPYIOTCS KaKIbIi OJHUM JUCTOM. JInuHbIE
nena o0y4darommxcs, OTYMCICHHBIX B CBA3M C OKOHYaHHEM OOy4YeHHMs], CIAI0TCs B
apXuB B CIIMUTOM COCTOSIHUH. JIM4HBIE Jena  JOCPOYHO  OTYMCIIEHHBIX
oOy4JaronMxcs CATCS B ApXUB CUIMThIE HA CKOPOCILIMBATENE



